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O BHeceHMHU M3MeHeHUI B mocTaHoByeHue [lpaBurenncrBa PecnyOsiukn Kaszaxcran
ot 19 centsiopst 2018 roga Ne 575 ""O0 yrBep:xkaennu [IpaBuin npuema, XpaHeHus,
yuyeTa U MCIO0JIb30BaHNS JOKYMeHTOB HanunoHaJIbHOro apxXuBHOIO (pOHAA M IPYTUX
APXUBHBIX JOKYMEHTOB BeIOMCTBEHHbIMHU M YACTHBIMH apxuBamMu''
[Toctanosnenue [IpaBurensctBa Peciyonmku Kazaxcran ot 29 mapta 2022 roma Ne 173

[IpaBurensctBo Pecmybnuku Kazaxcran [IOCTAHOBJIAET:

1. Buectu B nmocranosnenwne [IpaButensctBa Pecyonuku Kazaxcran ot 19 ceHTsa6ps
2018 roga Ne 575 "OG6 ytBepxknenun IIpaBui npuema, XpaHeHHsl, y4eTa U UCIOJIb30BaHUS
nokymeHToB HarmonanpHOro apxumBHOTO (OHAA W APYTHUX ApPXUBHBIX JIOKYMEHTOB
BEJIOMCTBEHHBIMU U YACTHBIMU apXUBaMH' CIIEIYIOIINE N3MECHECHMUS:

npeamMOyJTy U3JI0KUTh B CIACAYIONIECH PeIaKIUu:

"B coorBercTBUM ¢ moamyHKToM 3) myHkTa 1-1 cratbu 18 3akona PecmyOmnuku
Kazaxcran "O HanmoHanbHOM apxuBHOM Qonne u apxubax" [IpaBurensctBo PecnyOnuku
Kazaxctan IOCTAHOBJISIET:";

[IpaBuna npuema, XpaHEeHUs, y4eTa U UCIOJb30BaHUs JOKYMEHTOB HarmoHansHOrO
apXuBHOTO (DOHJIAa W JPYTrUX apXHBHBIX JTOKYMEHTOB BEJOMCTBCHHBIMH W YaCTHBIMHU
apXUBaMH, YTBEPKJCHHBIC YKa3aHHBIM MOCTAHOBIICHUEM, U3JIOKWUTh B HOBOM PEIaKLIUU
COIJIACHO MPHUJIOKEHUIO K HACTOSIIEMY ITOCTAHOBJIEHUIO.

2. Hacrosmee mnocTaHOBICHHE BBOJUTCS B ACHCTBHE IO HCTCUCHUH OECITH

KaJICHJAPHBIX JHEH MOCye THS €0 MepBOro 0(QUIUAIEHOTO OIMyOJIMKOBAHUS.
Ilpemvep-Munucmp

A. Cmaunos

Pecnybnuxu Kazaxcman
IIpunoxenue
K IIOCTaHOBJICHHIO
IIpaBuTenbcTBa

Pecny6nmuku Kazaxcran
ot 29 mapta 2022 rona Ne 173
YTBepKaeHbI
MOCTaHOBJIEHUEM
IIpaBuTenbcrBa
Pecny6nmuku Kazaxcran
ot 19 cents6ps 2018 roma Ne
575

I[IpaBuia npuema, XpaHeHusl, y4eTa 1 UCIOJIb30BaHusl JOKYMeHTOB HaunonanbHoOro apxuBHoro (gouaa u
JAPYTrUX aPXUBHBIX JOKYMEHTOB BeIOMCTBEHHBIMU U YACTHLIMU apXHUBaAMHU
I'masa 1. O01IHe MoJI0KeHHUS

1. IlpaBuna npuemMa, XpaHeHHsl, yueTa U UCIOJIb30BaHUs JOKyMeHTOB HalronansHoro
apXuBHOTO (OHJIAa W JPYTUX apXUBHBIX JOKYMEHTOB BEJOMCTBEHHBIMH M YaCTHBIMU
apxuBamu (nanee — IIpaBuia) pa3paboTaHbl B COOTBETCTBUHM C 3aKoHaMu PecmyOmuku
Kazaxcran "O HammonansHom apxuBHOM ¢Gouae u apxuBax" u "OO 53IEeKTPOHHOM
JOKYMEHTE U 3JIeKTPOHHOM M(pOoBON moamucu".



2. IlpaBwia ompenensroT MOPSAOK NpPHUEMA, XPAHEHMS, ydeTa W HCIOJIb30BaHUSA
nokymeHnToB HarnmonaneHoro apxuBHoro ¢ouga (mamee — HA®D) u npyrux apXuBHBIX
JOKYMEHTOB BEJJOMCTBEHHBIMH M YACTHBIMH apXUBaMH (Jajiee — apXUB OpPraHu3alim).

3. OCHOBHBIE IOHSATHS, UCIOJIb3yEMbIE B HAacTOsIIIMX [IpaBunax:

1) uHpOpMAIIMOHHOE MHUCHMO — JOKYMEHT, COCTaBIICHHBIM Ha OJaHKE MHCHhMa
OpraHu3allid II0 3aIpocy MOJb30BaTENs WIM WHHULNMATHBE apXvBa OpraHU3alllH,
coJepKalIuil MHPOPMALMIO O XPAHAMIMXCSA B apXUBE JOKYMEHTaX MO ONpPEIEIECHHOU
nmpo0jieMe, TeMe;

2) apXuBHas CIpaBKa — JOKYMEHT, COCTaBJICHHbII Ha OJIaHKE MUChMa OPUIUYECKOTO
nuia (anee — opraHU3aluu), CoAEPKaIMi HEOOXOAUMYIO0 (PM3UYECKUM U IOPUAUYECKUM
aunaM MHQOpPMAIMI0 C yKa3aHWEM AapXUBHBIX MIH(PPOB W HOMEPOB JIMCTOB €IUHUIL
XPaHEHHMsI TEX APXUBHBIX JJOKYMEHTOB, HA OCHOBAaHUHU KOTOPBIX OHA COCTABJICHA, UMEIOILUN
IOPUUYECKYIO CHITY (TIOJITTUHHUKA);

3) apxuBHas KONMsSI — KOMHUS, JOCIOBHO BOCIPOU3BOJALIAST TEKCT apXUBHOTO
JOKYMEHTa, C yKa3aHHEM apXUBHOIO LIM(ppa U HOMEPOB JHMCTOB E€IWHHULBI XpaHEHUS,
odopMIIeHHasl B COOTBETCTBUU C MMyHKTOM 295 Hactosumx [Tpasu;

4) TemaTnyeckasi MoAOOPKa KOMHMM apXUBHBIX JTOKYMEHTOB — CHCTEMATH3UPOBAHHBIN
KOMIUIEKT KOIWU apXUBHBIX JOKYMEHTOB WJM HMX YacTed IO ONPEIEICHHOW TeMme,
MOATOTOBJICHHBIA apXMBOM OpraHU3allMd MO 3ampocy MOJIb30BATENsl WIM WHUIUATUBE
apXvBa OpraHu3aluy;

5) ynopsao4eHre apXuBHBIX JOKYMEHTOB (Jlajiee — yHOpsJ0UEHUE) — KOMILJIEKC paboT
no (opMHUPOBAHUIO APXUBHBIX JOKYMEHTOB B €IUHHIIBI XpaHEHUs (€J1a), ONUCAHUIO U
OoQOpPMIICHHIO TaKuUX €AMHUIl XpaHEHHs (JIeJ) B COOTBETCTBMM C 3aKOHOAATEIHCTBOM
Pecny6onuku Kazaxcran o HA® u apxuBax;

6) XpaHWIUIIE AapXWUBHBIX JOKYMEHTOB (QpXHMBOXPAHUJIHUIIE) — CHEHUATBHO
000pyI0BaHHOE XpaHWIHILE (TOMEIIEHUE) A1 XPAHEHHS apXUBHBIX IOKYMEHTOB;

7) TEeMaTUYECKU TTepeYeHb apXUBHBIX TOKYMEHTOB — CUCTEMATU3UPOBAHHBIN KpaTKUN
WJIM aHHOTUPOBAHHBIN I1IEPEYEHB 3ar0JIOBKOB APXUBHBIX JOKYMEHTOB, €IMHUIL] XPAHEHUS 110
OTIpe/IeNIEHHON TEME C YKa3aHUEM UX JaT U apXUBHBIX MU(POB, COCTABICHHBIN MO 3a1IPOCY
II0JIB30BATENS WIM NHULMATHBE apX1UBa OpraHU3allly;

8) apXMBHBIM yKa3aTelb — apPXUBHBIA CIPABOYHUK, MPEACTABISIOMUNA COOOM
an(aBUTHBIN, CHUCTEMAaTUYECKUM WM COCTAaBICHHBIA MO WHOMY NPHU3HAKY IEepeyeHb
HAaMMEHOBAHUN TNPEIMETOB, YIIOMUHAEMbIX B apXMBHBIX JOKYMEHTaX, C YKa3aHUEM HX
MTOMCKOBBIX JIAHHBIX;

9) apxuBHas BBIMCKA — JOKYMEHT, COCTABJIICHHbIM Ha OJaHKe MHChbMa OpraHu3aluy,
JOCJIOBHO BOCIPOM3BOAIIMI YacTh TEKCTa apXMBHOIO JOKYMEHTA, OTHOCSIIMKCA K
ompeneneHHoMY (akTy, COOBITHIO, JIHITY, C YKa3aHHEM apXWBHOTO IH(pa U HOMEPOB
JUCTOB €IMHUIIBI XPAHEHHUS,;

10) apxuBHbIl mK(pp — 0003HAYEHUE, HAHOCUMOE Ha KaXIYI0 €IUHUILY XPaHEHUS C
LEJIbI0 00ecTieueHUsl €€ yueTa U UJIeHTU(DUKALIUY;

11) apxuBHOE n€0 — OTHEIbHBIN(E) apXHUBHBIM(€) NOKYMEHT(bI) Ha OyMakHOM
HocuTene, 0hOPMIICHHBIH(€) B OT/IEIbHYIO 00JIOKKY, MAIKY;



12) ocob0 1eHHBIA JTOKYMEHT — apXuBHbIM JokymeHT HA®D, kotopeiii unmeer
HETMPEXOAIIYI0 HCTOPUKO-KYJIBTYPHYI0 M HAay4YHYIO IIEHHOCTh, OCOOYIO Ba)XKHOCTH ISt
o0II1ecTBa U TOCYAapCTBa;

13) aynuoBuzyasnbHasi JOKYMEHTAIlUs — KOMIUIEKC JIOKYMEHTOB, COJEp KalluxX
M300pa3uTEeIbHYIO U (M) 3BYKOBYIO HH(OPMAITUIO, CO3IAaHHBIN C TTOMOIIBI0 TEXHUIECKUX
CPENCTB;

14) ynpaBieHueckasi JOKyMEHTAIUsl — KOMIUIEKC JOKYMEHTOB, UCIOJb3YEMBIX TMPHU
peanu3alyy OCHOBHBIX (YHKIIMNA YIIpaBIEeHUs OpraHu3aly (Opranu3aius, iaHupoBaHue,
peryJupoBaHKe, KOHTPOJIb);

15) BEIOMCTBEHHBIN apXWB — YUPEXKICHUE WM CTPYKTYpHOE NOApA3ACICHUE
rOCyJIapCTBEHHOTO IOPUAUYECKOr0 JIMIA, OCYIIECTBISIIOIUE COOp, YMNOpsI0YCHUE,
BPEMEHHOE XPaHEHHE, YUET, UCIOJIb30BaHNE APXUBHBIX JJOKYMEHTOB M TOCYIapCTBEHHBIN
yueT n1okymeHToB HA®D;

16) nayuHo-cripaBouHbIi amnmapat (nanee — HCA) — COBOKYIHOCTh ONTUCAaHUM apXUBHBIX
JOKYMEHTOB B apXHMBHBIX CIPAaBOYHUKAX, MPEIHA3HAYEHHBIX ISl TOUCKA APXMBHBIX
JIOKYMEHTOB U COZEp>Kalleicsl B HUX JIOKYMEHTHON MHGOpMAIINH;

17) cucrema HCA — KOMIUIEKC B3aMMOCBSI3aHHBIX W B3aUMOJIOIOIHSIEMBIX,
CO3/IaBa€MbIX Ha €IUHOW HAyYHO-METOAMYECKOW OCHOBE APXMBHBIX CIPABOYHUKOB O
COCTaB€ U COJIEPKaHUU apXUBHBIX JTOKYMEHTOB;

18) Hay4YHO-TEXHUYECKasi JIOKYMEHTAllUs — KOMIUIEKC JIOKYMEHTOB, (DHUKCHUPYIOIIMX
MPOLIECC U PE3YIbTATHl HAYYHOM, HAYUYHO-TEXHUYECKOM, MPOU3BOJICTBEHHO-TEXHUYECKOM,
IIPOEKTHOM, CTPOUTEIIBHON U APYTOU AESITEIbHOCTH;

19) yacTHbBIN apXUB — HETOCYNAPCTBEHHOE IOPUANYECKOE JIUI0 U €r0 CTPYKTYPHOE
nojApaszfejeHue,  OCYIIECTBISAOMUE  cOoOp,  MPUOOpETeHUE,  KOMILJIEKTOBaHUE,
YIOPSA0OUYCHHE, XPAHEHUE, YUET U UCTOJIb30BAHUE aPXUBHBIX IOKYMEHTOB WJIM apXHUBHBIX
JIOKYMEHTOB (PU3MYECKOI0 JIMIAa, BOZHUKIIUX B PE3yJbTaTe €ro ACsITeIbHOCTH, cOopa U
puoOpeTEHUS;

20) opraHuzainusi XpaHEHUs] JOKYMEHTOB — CUCTEMa MEPOIPHUSTHI, BKIHOYAOIIAS
palMoHAIIbHOE pa3MENIeHHE JOKYMEHTOB, KOHTPOJb 3a UX JBIKCHUEM U (U3HUESCKUM
COCTOSIHUEM, KOTIMPOBAHUE JIOKYMEHTOB C IIENbI0 CO3JaHMs CTpaxoBoro (ouna u ponmga
MOJIb30BaHUsl, BOCCTaHOBJIEHHUE (pecTaBpallMi0) TePBOHAYATIBHBIX WU OJU3KUX K
MEepBOHAYAJIbHBIM CBOWCTB UM BHENIHUX TMPU3HAKOB JOKYMEHTOB, MOJIBEPTIINXCS
MTOBPEKJICHUIO WIIH Pa3pyIICHUIO;

21) skcnepTu3a IEHHOCTH JIOKYMEHTOB — HMCCJIEIOBaHUE JIOKYMEHTOB Ha OCHOBAaHUHU
KPUTEPHUEB UX IIEHHOCTH B IEJISIX YCTAHOBIIEHUS CPOKOB XPaHEHUs JOKYMEHTOB U 0TOOpa
HUX I BKItoueHus B coctaB HA®;

22) oTIyCK JOKyMEHTa (TMChMa) — 3K3EMILISIP UCXOAIIET0 JOKYMEHTA, OCTAIOIINIICS B
JieJie OpraHu3aluu-aBTopa;

23) wMeTrajaHHbIE — CTPYKTYpUpPOBAHHBIE JaHHBIE, OIMCHIBAIOIINE KOHTEKCT,
COJIEp’)KaHHE W CTPYKTYpy DdJEKTPOHHOIO JOKYMEHTa, IpeAHa3HAUYC€HHbIC ISl €ro
WJICHTU(PUKAIIMY U TIOUCKA, a TaKXKe MPOIECChl YIPaBICHUs Ha MPOTSHKEHUH BCETO
KU3HEHHOTO LIUKJIA TOKYMEHTA;



24) eguHUIA XpaHEHUs — y4yeTHas €AMHMIIA, MpEACTaBistouas coOol (U3MUECKH
000COOJIEHHBIM JOKYMEHT WJIM COBOKYITHOCTh JOKYMEHTOB, MUMEIOIIAsl CAMOCTOSITEIbHOE
3HAYEHUE;

25) y4eTr TOKyMEHTOB B apXMBE OpPraHU3all{d — YCTAHOBJICHHE KOJUYECTBA M COCTaBa
apXUBHBIX JOKYMEHTOB B €IUHUIIAX YUeTa U PUKCAIUS TPUHAIC)KHOCTH KaXK101 € TMHULIBI
ydeTa K OINpe/IeICHHOMY KOMIUIEKCY U 00IIEeMY UX KOJIMYECTBY B YUETHBIX IOKYMEHTAX;

26) daitn — wuACHTUUIMPOBAHHBIM OOBEKT Ha JJICKTPOHHOM HOCHTEIE,
MOJIJICP>KUBAEMBIN ONEepallMOHHON CUCTEMOM, B Cpejie KOTOPOH OCYIECTBIISIETCS CO3/IaHUe
o0bekTa 1 (M) o0ecreurnBaeTCsl JOCTYM K HEMY;

27) ¢dopmupoBaHue el — TPYNIUPOBKA HCIOJHEHHBIX JTOKYMEHTOB B Jelia B
COOTBETCTBUM C HOMEHKJIATYPOU JI€J1 U CUCTEMAaTU3alueil TOKYMEHTOB BHYTPH JI€7a;

28) omnuch A€l JAOKYMEHTOB — apXHMBHBIM CIPaBOYHMK, MPEAHA3HAYEHHBIM IS
PACKpBITHS COCTaBa U COACPIKAHNS CAMHULl XPAHECHHUS], 3aKPEIUICHUS X CUCTEMAaTH3aluu U
y4era;

29) nuct-3aBepuTeNib Jea — JOKYMEHT, COJIepKalluil HHPopMauo 00 0COOEHHOCTAX
coJiepKaHusi U (OPMHUPOBAHUS ONPEJCICHHOTO Jejia B apXUBE OpraHU3allH, BKIHOYAs
KOJIMYECTBO MPOHYMEPOBAHHBIX CTPAHUL] KaXJI0T0 JIeTa;

30) 37IeKTPOHHBIN ApXUB — COBOKYITHOCTh aPXUBHBIX 3JIEKTPOHHBIX JOKYMEHTOB;

31) DJIEKTPOHHBI apXUBHBIA JOKYMEHT — JOKYMEHTHUPOBAaHHAs HH(pOpMaLus,
IpeJICTaBICHHAs B 3JIEKTPOHHOU (hopMe U 3aBepeHHas 3JIEKTPOHHOMN LIU(PPOBOM MOANNUCHIO
(manee — OIII), koTopast MOKET ObITh UACHTU(DULMPOBAHA U MOAJICKUT XPAHEHUIO B CHITY
3HaYUMOCTHU yKa3aHHOM MH(pOopManuu i 00LIECTBA U FOCYAapCTBa;

32) wuHdopmanmoHHas cuctema dJeKTpoHHoro apxuBa (maiee MC DA) —
OpraHU3alMOHHO YHOPSAIOYEHHAs! COBOKYIHOCTh MH(MOPMALMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHA, 00CITYKMBAIOLIEr0 IEPCOHANA U TEXHUYECKON JOKYMEHTAIUH, PEaTU3yOLIUX
OMpENETCHHbIE  TEXHOJIOTMYECKHE  JCHCTBUSA  TMOCPEACTBOM  MH(POPMALIMOHHOTO
B3aUMOJICUCTBUS U MPEAHA3HAYEHHBIX JJI PEIICHHS] KOHKPETHBIX (PYHKIIMOHAIBHBIX 3314
B chepe apXUBHOTO Je/Ia ¥ JIOKYMEHTAIIHOHHOTO 00SCIICUCHHUS;

33) SIAEKTPOHHBIH HOCUTENIh — MaTEpUAIbHBIA HOCHUTEIb, MPEAHA3HAYECHHBIN JId
XpaHeHus: ”HPOpMaIuU B AJIEKTPOHHOHU (hopMe, a TaKkKe 3aIUCH WIH €€ BOCIIPOU3BEICHUS
C TOMOUIBI0 TEXHUYECKUX CPEJICTB;

34) sneKTpOHHBIA JOKYMEHT — JOKYMEHT, B KOTOPOM HH(OpMalus Npe/cTaBieHa B
ANEKTpOHHO-1IU(dpoBOH popMme 1 yaoctoBepeHa nocpenctsom DIIIT;

35) undopmManmOHHBINA MaKeT JEKTPOHHBIX JOKYMEHTOB (es1) — HHPOPMALIMOHHBIN
OOBEKT OMNpeAENEHHOW CTPYKTYpbI, MepeAaBaeMblii MO CETEBHIM KOMMYHHUKALUSAM WU
TEJEKOMMYHUKALMAM KaK €IMHOE LENO0E;

36) mwurpauusi 3JIEKTPOHHOTO JOKYMEHTa — TMPOLECC IMEePEeHOCca SIECKTPOHHBIX
JOKYMEHTOB W3 OAHOW MpOrpaMMHO-aNMapaTHONM Cpeapl WM C OJHOIO HOCHUTEJNS
uH(pOopMauu B APYTyI0 Cpeay WK Ha APYTOi HOCUTENh MPU COXPAHEHUH UX MOJITTMHHOCTH,
L[EJIOCTHOCTH, HaJIEKHOCTH U Y00CTBa B HCIOJIb30BAHNH;



37) xoHBepTalMs DJIEKTPOHHOTO JOKYMEHTa — IPeoOpa3oBaHUE HCXOJHOTO
AJIIEKTPOHHOTO JIOKYMEHTa MOCPEACTBOM H3MEHEHHs ero ¢opMara € COXpaHEHUEM
CTPYKTYPBI U COAECPKAHUS;

38) sIeKTpOHHAs perucTpalMoHHas KOHTpoJibHas Kaptouka (manee — ODPKK) —
AIIEKTPOHHBIN TOKYMEHT C YYETHBIMHU JAHHBIMU O JOKYMEHTE MO YCTaHOBJICHHOU (opme,
(duKcHpyoIel ero peKBU3UTHL;

39) sNEeKTpOHHOE JEJI0 — CaMOCTOSITENIbHAs €IMHUIA XPAHEHUS AJIEKTPOHHBIX
JOKYMEHTOB M UX METaJaHHbIX, IOTUYECKH 00bEIMHEHHBIX B IPOLIECCE arperaiuy;

40) smynsauus — BOCIPOU3BEICHUE paOOThl OJHONW CUCTEMBI CPEACTBAMU JIpyrou 0e3
notepu  (PyHKIMOHAIBHBIX BO3MOXKHOCTEM UM HCKWKEHUH pE3yNbTaTOB C  IENbIO
BOCIIPOM3BEICHHUS JJIEKTPOHHBIX JOKYMEHTOB.

4. B cooTBeTCTBUU C BO3JIOKEHHBIMU Ha OpraHU3aIMIO 3a7ayaMHu U (QYHKIUSIMU, a
TaK)K€ COCTaBOM 00pa3yeMoil B €€ AesITeIbHOCTH JOKYMEHTAI[UN CO3Jal0TCS:

1) apxuB ynpaBiaeHUYE€CKON JOKYMEHTAIMH, B TOM YHUCJIE AJIEKTPOHHBIX TOKYMEHTOB;

2) apXuB ay/IMOBU3YaJIbHOM JTOKYMEHTALIMH, B TOM YHCJIE JIEKTPOHHBIX JJOKYMEHTOB;

3) apxuB Hay4YHO-TEXHUYECKOW JIOKYMEHTAllUM, B TOM YHCIIE DSJIEKTPOHHBIX
JOKYMEHTOB.

5. HauuonaneHelil apxuB PecnyOmuku KaszaxcraH, LeHTpajdbHbIE IOCYIapCTBEHHBIE
apXuBbl, TOCYJAapCTBEHHBIE apXUBbI 00J1acTEl, TOPOAOB, PAIOHOB M UX (UIHANbI (Janee —
rocynapcTBeHHble apxuBbl), ApxuB IIpesunenta Pecny6muku Ka3zaxctan oka3bpIBaroT
OpraHM3aLUsM METOANYECKYIO [IOMOILB 110 BHEAPEHUIO HacToAmuX [Ipasuir.

6. B opranusanuu, MTaTHBIM PacHUMCaHUEM KOTOPOM HE MIPEITyCMOTPEHBI IITATHHIE
JIOJDKHOCTH PaOOTHMKOB apXuBa, MPHUKA30M (MHBIM PacHOPSAUTEIbHBIM JIOKYMEHTOM)

PYKOBOJUTCIIA OpraHrU3alii Ha3HA4aCTCsA JIMIO, OTBECTCTBECHHOC 34 BSACHUC apXHBaA.
I'napa 2. [lopsinok npuema aeJi, 10KyMEHTOB
Iaparpadg 1. [lopsaaok npuema aeji, TOKyMEHTOB HA XpaHEeHUe

7. ApXuB OpTraHHM3aIiy MPUHUMACT JIeNa, TOKYMEHTHI TOCTOSTHHOTO, BPEMEHHOTO CpOKa
XpaHeHHMsI U TI0 JUYHOMY COCTaBy, oOOpa3oBaBIIMECs B TIpolecce ACSTEIbHOCTU
opranuzamuu. [lpu peopraHuzanuu OpraHU3alMK  JOKYMEHTHI TEpPEIaroTcs B
YIOPSAIOYCHHOM BHJIE TTPABOTIPEEMHHUKAM.

8. Ilpuem nen, MOKYMEHTOB B apXWMB OpPTaHU3AIMH OCYIIECTBISIETCS €XerogHo. B
OpraHW3allid, WUMEIOMICH CTPYKTYPHBIC MOAPA3ACICHUS, TPHUEM JTOKyMEHTOB B apXHB
OpTaHU3allMA OCYIICCTBIISICTCS. B COOTBETCTBHHM C YTBEPKICHHBIM PYKOBOJHUTEIIEM
OpraHu3aluy rpadukoM MpreMa JOKYMEHTOB B apXHB OpTaHU3AIIHH.

JIOKyMEHTBI TIepeslaloTCd B apXWMB OPTaHMU3AIlMU HAa HOCHUTENAX, HAa KOTOPBIX OHU
co3manbl (Oymara pas3mu4HBIX BUIOB, B TOM uwucie (oroOymara, Kajabka, IIJICHKA,
MarHUTHBIC JICHTHI, JICKTPOHHBIE HOCUTEIIN ).

9. Tlpu mpueme Ha XpaHEHHE YIPABICHUYECKOW ITOKYMEHTalUu DPAOOTHUK apXuBa
OpraHU3aIlll{ B MPUCYTCTBUH JIUIIA, OCYIIECTBIISIONIETO TIepeiady JOKYMEHTOB, IIPOBEPSIET:

1) Hanu4me aen MOCTOSHHOIO, JOJATOBpeMeHHOro (CBhimie 10 JjieT) XpaHEHUs U 0
JUYHOMY COCTaBY B COOTBETCTBHUH C OMUCKIO JIeJI CTPYKTYPHOTO TOAPA3CICHUS;



2) Hanu4ue e BpeMeHHoro (o 10 JieT BKIOYUTEIbHO) XpaHSHHUS 10 HOMEHKJIAType
zer;

3) HyMeparuIo JUCTOB JI€J C JaHHBIMU IO OIUCH JEJ CTPYKTYPHOTO NOAPA3/IEIEHUS;

4) NpaBUIILHOCTH 3alIOJIHEHUSI BHYTPEHHEH ONMKUCH TOKYMEHTOB Jiena (MpU HAJIUYUHN);

5) HanMuue TucTa-3aBEpUTENS Jena;

6) COOTBETCTBHE PEKBU3UTOB OOJIOKKH COOTBETCTBYIOIIMM 3aIlUCAM B ONUCH eI
JOKYMEHTOB CTPYKTYPHOT'O MOAPA3/IeICHUS;

7) husnyeckoe cocTosiHUE JOKYMEHTOB.

10. ITpu npueme ayauoBU3yalIbHOW MOKYMEHTAIlMM HA XpaHEHHWE PabOTHUK apXuBa
OpraHU3alli{ B IPUCYTCTBUU JIMLA, OCYILIECTBISAIOIIEr0 Nepeiayy JOKYMEHTOB, IPOBEPSIET:

) KOMIIIEKTHOCTH TOKYMEHTOB;

2) puznyeckoe COCTOSHHE TOKYMEHTOB;

3) KOMIUIEKTHOCTh COCTaBa TMpUJIaraéMoOil TEKCTOBOM  COIMPOBOJIUTEIHHOM

JOKYMCHTAIIHUH.
B cocrtaB TekcToBOMI COHpOBOIIHTeJIBHOﬁ AOKYMCHTAIINH BXOJAT:
1) A1 KHHOJOKYMCHTOB — AHHOTAOWMHU, MOHTAXXHBIC JIMCTHI, Pa3pCHIMTCIIbHBIC

YAOCTOBEPEHUS K 3aKOHYECHHBIM MPOU3BENCHUSIM, aKThl TEXHUYECKOTO COCTOSIHUS, 3aIMHCH
CBETOBBIX U LIBETOBBIX MMACIIOPTOB;

2) st GOTOJJOKYMEHTOB — AHHOTALUU;

3) 11t OHOAOKYMEHTOB M BUICOJJOKYMEHTOB — aKThl TEXHUYECKOTO COCTOSIHUSI, TEKCThI
BBICTYIUICHUH, KaTaJOrd IPaMIUIaCTUHOK, CIIMCKH BBICTYNAIOLIMX, PELECH3UH, CTaTbU U
Apyrue  JOKYMEHTBbI, OTHOCAIIMECS K  MpPUHUMAaeMbIM  (OHOJOKYMEHTaM U
BHJICOJJOKYMEHTAM.

11. IIpu npueMe HayYHO-TEXHUYECKON JOKYMEHTALIMU Ha XpaHEHHE paOOTHUK apXUBa
OpraHu3alliy B IPUCYTCTBUU JIUIA, OCYLIECTBISIONIEr0 Nepeiayy JOKYMEHTOB, IPOBEPSIET:

1) KOMIUIEKTHOCTh JTOKYMEHTOB (B COOTBETCTBHU C BEIOMOCTBHIO CHEHU(pUKAIINN,
cnenupuKanuen, coaepKaHueM TOMOB, albOOMOB, KHHUT W JPYTMMHU JOKYMEHTamH, B
KOTOPBIX IIEPEYUCIICHA BCS MepeaBaeMast JOKyMEHTalus);

2) HalnM4YMe YCTaHOBJICHHBIX MOJIUCEN U JaT;

3) IpaBUJIBHOCTD BBITIOJHEHUSI OCHOBHBIX HAJIIIUCEN U TUTYJIbHBIX JIUCTOB;

4) ¢puzndeckoe COCTOSTHHUE TOKYMEHTOB.

12. Ilpuem »5JIEKTPOHHBIX JOKYMEHTOB B apXWB OPraHM3aldM OCYLIECTBISETCS
MOCPEJICTBOM MH(POPMALIMOHHBIX CUCTEM, 00ECIEUUBAIOIINX COONIOCHNE TPeOOBaHUN K
XPaHEHMIO JJIEKTPOHHBIX JOKYMEHTOB.

13. DreKTpoHHbIE JOKYMEHTHI MEPEAAIOTCS B apXUB OpraHU3aINK TI0 HHPOPMAITUOHHO-
TEJIEKOMMYHUKALIMOHHOW CeTH M3 HWH(GOPMAllMOHHOW CHUCTEMbl OpraHu3aluud B
WH()OPMAIMOHHYIO CHUCTEMY apXuBa OpPTraHHW3allMd WM Ha 000COOJICHHBIX HOCHUTEISX
OJIHOKpATHOM 3amucu B TOM opMare, B KOTOPOM OHHU ObUIH C(POPMUPOBaAHBI, OTIPABIICHbI
WIM TIOJTY4Y€Hbl, C OOECHEeYEeHUEM OJHOBPEMEHHOTO XpaHEHUs CPOPMUPOBAHHBIX
ANEKTPOHHBIX  UU(POBBIX  MOAMUCEH TOJA  COOTBETCTBYIOIIMMH  3JIEKTPOHHBIMU
JOKyMEHTaMu. DJIEKTPOHHbIEC IOKYMEHTHI B apXHUB OpraHU3alMK MEepelatoTcsl BMECTE C UX
METaJaHHBIMH.



14. B cayuasix u3BMeHeHUs IporpaMMHO-aNnnapaTHON Cpeibl U BBIXO/a U3 YIIOTPEOIeHUS
KOMITBIOTEPHBIX (POPMATOB, TOBPEKICHUS HOCHUTEINSA, apXWB OpPTraHU3AIMN TMPOBOJHT
paboTy 1O KOHBEPTAIMH AJIEKTPOHHBIX JOKYMEHTOB B HOBbIC ()OpPMATHI W/WJIM MUTPALIUN HA
HOBBIE HOCUTEIH.

Murpauuo JT0KYMEHTOB HEOOXOJIMMO OCYIIECTBISATh JO TOTO, KakK YyCTaperoT
TEXHOJIOTMM W Hocutenu wuHpopMmanuu (Takue, Kak JAUCKEThl, MAarHUTHBIC JICHTHI,
ontudyeckrue CD- u DVD-nucku), oT KOTOPBIX OHU 3aBUCAT. B 3aBUCHUMOCTH OT TaKuUX
(bakTOpoB, KaKk 00beM 1 TPeOOBaHUS K IOCTYITHOCTH, MOXKET 0Ka3aThCsl MPEANOYTUTEIbHBIM
BBIITOJTHEHUE KOHBEPCUU WJIM MUTpalUMyd JOKYMEHTOB Cpa3y K€, KaK TOJbKO CTAaHET
M3BECTHA IIeeBas (KoHeuyHas) cpema. Eciam 1eHHOCTh JOKYMEHTOB W/WIM CBSI3aHHBIC C
HAMHM PHUCKH CUUTAIOTCA JOCTATOYHO MAaJbIMH, TO OpraHU3alUsi MOXET MPEINOoYeCcThb
MOJO0XKIaTh A0 TEX MOp, MOKa Kakas-HUOyAb Apyras noOyauTeabHas NpuiyrHa (Harnpumep,
OOHOBJIEHUE MPOTPAMMHOTO 00ECIIEUEHUS, 3aMEHa CUCTEMbI, TPUOOPETEHUE UITU CITUSHUE
C IpyTOi opraHU3alKuei) He CeIaeT KOHBEPCUIO HIIM MUTPALIMIO OTPaB/IaHHOM.

15. Ilpm mnpueme O>IEKTPOHHBIX JAOKYMEHTOB (7€) B apXuB OpraHU3AIHUH
OCYIIIECTBIIACTCS MPOBEPKA ICHCTBUTEIBHOCTH (HA MOMEHT IPOBEPKH):

1) DUII Ha omMCH HIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOIO HOJpa3aeieHUs
OpraHu3alyy ¢ NPUMEHEHUEM 3akpbIToro kiaroua DL, BragensueM KOTOPOTO SIBISIOTCS
OpraHu3alys WM PYKOBOJIUTEIb CTPYKTYPHOIO MOAPA3/ACIICHNUS OPraHu3aluu;

2) OIII Ha BHyTpeHHEH ONMMCH C IPUMEHEHHEM 3akpbiToro kiroua DI, Bragenbiem
KOTOPOTO  SBJIAIOTCSL OpraHu3alus WM pPabOTHUK CTPYKTYpPHOTO TMOJApa3ieieHus
OpraHM3alliH, COCTABUBILINE BHYTPEHHIOK) OMUCH.

IIpoBepka aerictButenbHOCTH LI ocymiecTBisieTcsl ¢ MCMOJb30BAaHUEM CPEJICTBA
OUII, umeromero cepTu(UKaT COOTBETCTBHS, BBIIAHHBIA B YJIOCTOBEPSIOIIEM LIEHTPE
rocyJaapcTBeHHbIX opraHoB PecnyOnuku Kazaxcran.

[Ipu npuemMe H3JIEKTPOHHBIX JAOKYMEHTOB (J1€J1) paOOTHUK apxXuBa OpraHU3alUU
nocpenctsoM MC DA npoBepsier:

1) cocTaB MeTaaHHBIX 3JIEKTPOHHBIX JOKYMEHTOB (11€7);

2) COOTBETCTBHUE COCTaBa »OJIEKTPOHHBIX JOKYMEHTOB (7€), TepeaaBacMbIX Ha
XpaHEHUEe, JaHHbIM COOTBETCTBYIOIIEH OMNUCH BJIEKTPOHHBIX JIOKYMEHTOB (Z1€11)
CTPYKTYPHOTO MOJpPA3ACIICHHUS;

3) cooTBeTCTBHME 00BEMa NEPEaHHBIX SJIEKTPOHHBIX JOKYMEHTOB (z€7) o0beMmy,
YKa3aHHOMY B COOTBETCTBYIOILEH OMHUCH DJIEKTPOHHBIX JOKYMEHTOB (Z1€71) CTPYKTYPHOIO
MOAPA3ACIEHUS;

4) BO3MOKHOCTh BOCIIPOU3BEICHHUS JIIEKTPOHHBIX TJOKYMEHTOB (J1€11);

5) OTCYyTCTBHE BPEAOHOCHBIX KOMITBIOTEPHBIX POrPaMM.

[Ipu mpueMe 3IEKTPOHHBIX JOKYMEHTOB (JI€71) Ha Ch€MHBIX HOCUTENSX MPOBEPSIOTCA
(du3MUecKoe U TEXHUYECKOE COCTOSIHME ChEMHBIX HOCUTENIEH, COOTBETCTBUE MH(OpMaAUU
Ha ChEMHBIX HOCHUTEISAX JAHHBIM O ChEMHBIX HOCHUTEISX U Pa3MEIIEHUU SJICKTPOHHBIX
JIOKYMEHTOB (J1eJ71) Ha ChEMHBIX HOCUTENSIX B METaJJaHHbIX.

[Ipu mpuemMe 3IEKTPOHHBIX JOKYMEHTOB (JI€J1) TOCTOSIHHOTO XPaHEHUS MPOBEPSIETCS
cootBercTBUE popmaToB (aiinoB popmary moctossHHOTO Xpanenus PDF/A-1.



J171s1 5eKTPOHHBIX JOKYMEHTOB (Z€J1) MOITBEPKACHUE MOJIMHHOCTU U I[€JIOCTHOCTH
BXOJIIIMX B HUX 3JEKTPOHHBIX JOKYMEHTOB (Z€J1) OCYIIECTBISETCS IyTEM MPOBEPKHU
NEUCTBUTEIBHOCTH (HAa MOMEHT MpoBepkr) cpeacts DLIIT.

Pe3ynbpTaThl MPOBEPKM MOJIMHHOCTA M LEJIOCTHOCTU COXPAHSAIOTCS B METaJaHHBIX
AJIEKTPOHHBIX JAOKYMEHTOB (Z1e7), (OpMHUPYEMBIX apXMBOM OpraHu3anud. MeTagaHHbIE
coJiepKaT J1aTy MPOBEPKU U KOHTPOJIbHBIE XapaKTEPUCTUKH, MTOATBEPKICHHBIE B IIpoLiecce
IPOBEPKH.

16. Ilpuem »5IEKTPOHHBIX JOKYMEHTOB (Z€J) B apXUB OpraHu3allid CUHUTAETCS
3aBEPILICHHBIM TPU  TMOJOXKUTEIbHBIX pe3yjibTaTaXx MPOBEPOK, MPOBEJACHHBIX B
COOTBETCTBUM C TpeOoBaHUsIMU NyHKTOB 13-15 Hacrosmux Ilpasui. B UC DA
opranuzanuu QOpMHUPYETCsl aKT O MUTPALUU W TIEPE3aluCcH 3JIEKTPOHHBIX JOKYMEHTOB
(menm) mo dopme, yTBEpKIaeMON YIOJTHOMOYCHHBIM OPTraHoOM B cdepe apXUBHOTO Jeiia 1

JIOKYMEHTAI[MOHHOT'O 00eCTieueHHsI yIipaBieHus (J1ajiee — yIoJTHOMOYEHHBIH OpraH).
Haparpaq) 2. HOpﬂI[OK MPOBEACHHUSA IKCIIEPTU3BI HCHHOCTH JOKYMEHTOB U O(l)OpMJ'leHHﬂ €€ pe3yibTaToB

17. OxcnepTu3a HEHHOCTH JOKYMEHTOB B apXWBE OPTaHU3alMU IIPOBOJMTCS B LIEIISIX
oTOOpa JOKYMEHTOB, OTHECEHHBIX K cocTtaBy HA®, moArotoBku ux K mepeaade Ha
IIOCTOSIHHOE XPaHEHHUE B COOTBETCTBYIOLIUI IOCY1apCTBEHHBIN apxuB, Apxus [Ipe3unenra
PecniyOnmuku Ka3zaxcraHn, onpenieneHusi CpPOKOB XpaHEHUsI TOKYMEHTOB, HE OTHECEHHBIX K
cocraBy HA®, 1 BbIIENICHN K YHUUTOXCHHUIO IOKYMEHTOB U J€JI C UCTEKIINMH CPOKaMH
XpaHEHHS.

18. DkcnepTr3a HEHHOCTH TOKYMEHTOB IIPOBOJIUTCS HA OCHOBE:

1) 3akononarensctBa Pecnyonuku Kazaxcran o HA® u apxuBax;

2) TUMOBBIX WJIU OTPACJIEBBIX NEpPEUHEN JOKYMEHTOB C YKa3aHUEM CPOKOB XPAHEHHS,
TUNOBOW (MpUMEPHON) HOMEHKJIATYpbl A€l M HOMEHKJIATypbl Je€J OpraHu3aluu 3a
COOTBETCTBYIOILIHUM TIEPUO;

3) METOANYECKUX JTOKYMEHTOB YIIOJIJHOMOUYEHHOTO OpraHa B cpepe apXMBHOIO Jiena U
JOKYMEHTAIlMOHHOTO OOecTeueHus] yIpaBieHUsl (Jajee — YIOJIHOMOYEHHBIH Opra),
MECTHBIX MCHOJIHUTEIBHBIX OPraHOB 00JAacTeil, TOPOJIOB PECIyOIMKAHCKOTO 3HAYEHUS U
crosmubl (nainee — MUO) u rocynapcTBeHHbIX apxuBoB, Apxusa [Ipe3unenra PecyOnvku
Kasaxcran.

19. DkcnepTH3a IEeHHOCTH JOKYMEHTOB IPOBOIUTCS ITyTEM KOMIIEKCHOTO TPUMEHEHHU S
KPUTEPUEB MTPOUCXOKACHUS, COJIEPKAaHNUs, BHEIIIHUX OCOOCHHOCTEH TOKYMEHTOB.

K kputepusiM npoucxoxaeHus: JOKYMEHTOB OTHOCSTCS:

1) poilb 1 MecTO OpraHu3allMd B CHCTEME TOCYIApCTBEHHOIO YIIPABICHUS WM
KOHKpPETHON oTpaciu (cdepe NesaTeabHOCTH), 3HAUMMOCTh BBIMIOJIHSIEMBIX €10 3aJad U
(byHK1MIA, 3HaueHne (PU3NYECKOTO JIMIIA B )KM3HU OOIIECTBA;

2) BpeMsi 1 MecTO 00pa30BaHMS IOKYMEHTA.

K kputepusim conepkanusi JTOKYMEHTOB OTHOCSTCS:

1) 3HaUUMOCTH COOBITHSA (SIBIICHUSA, TIPEAMETA), OTPAXKEHHOTO B JOKYMEHTE;

2) 3HaueHUE cojepKalleiicss B JOKyMEHTe MH(pOpMaIuH, €€ MOBTOPEHUE B JPYIHX
JOKYMEHTaX;

3) NOIMHHOCTb, BUJT U Pa3HOBUHOCTb JOKYMEHTA.



K kputepusim BHEIIHUX OCOOEHHOCTEHN TOKYMEHTa OTHOCSTCS:

1) NOATMHHOCTD TOKYMEHTA;

2) ropHUIAYECKas JIOCTOBEPHOCTh JOKyMEHTa (HaJIW4YME NOANMHUCH (BJIEKTPOHHOMU
nudpoBor moxanucu) DIl HOKHOCTHOTO NHMIIa W WHBIX PEKBU3UTOB, SBIISIOIIUXCS
00s13aTeTbHBIMU COTJIACHO 3aKOHO1aTeNbCcTBY PecnyOnnku Kazaxcran);

3) popma GukcupoBaHUA U Mepeaun coAepKkaHus HHPopMaIy;

4) 0cOOEHHOCTH MaTEepPUAIbHOIO HOCUTENS TOKYMEHTA;

5) oco0eHHOCTH (PU3HUECKOTO COCTOSTHUS JOKYMEHTA.

20. Tlpu »skcmepTu3e LEHHOCTH AayJIWOBU3YaJbHBIX JIOKYMEHTOB JIOMOJHUTEIHHO
MPUMEHSIOTCS CIEAYIONINe crennpuueckue KpuTepuu:

1) Xy10KECTBEHHBIE IOCTOMHCTBA ayIMOBU3YaJIbHBIX JOKYMEHTOB;

2) KOMIIO3UMOHHO-CI0’KETHASI LIEIOCTHOCTh ayAMOBU3YaIbHBIX JOKYMEHTOB;

3) BBIPa3UTEIBHOCTh U OPUTHHAIBHOCTh ayIMOBU3YaAJIbHBIX TOKYMEHTOB;

4) cBoeoOpa3ue HocutTedss HHGPOPMALMU, CHOCOO 3alUCh M BOCIPOU3BEIACHMUS
uH(pOpMaIUU, TEXHUYECKOE COCTOSIHUE ayAMOBU3YaIbHBIX TOKYMEHTOB.

21. Ilpu nmpoBeNEeHHH S3KCIEPTU3bl IEHHOCTH HAYYHO-TEXHUYECKOW JTOKYMEHTAI[uU
JOTOJTHUTEIBHO MPUMEHSIOTCS CIIEAYIONINE CIeU(PUIECKUE KPUTEPUU:

1) 3HauMMOCTh MpoOOJEMbl (TEXHOJOTHM) WU OO0BeKTa (MpoeKTa, MOJIENH,
KOHCTPYKIMHU, TEXHOJOTWHU), OTPAXKEHHOM B JOKyMEHTaX, HA MOMEHT BHEAPEHHUS s
Pa3BUTHS KOHKPETHBIX OTpPACIed K 3KOHOMUKH rOCy1apCTBa B LIEIIOM;

2) NpUHLIUNHAAIIbHAS HOBHU3HA, YHUKAILHOCTh, OPUTHHAIBHOCTh PEIICHUS TPOOIEMBI,
KOHCTPYKIIMH, TEXHOJIOTMH, IPOEKTA;

3) COOTBETCTBHE HAYYHO-TEXHUYECKOW JIOKYMEHTAIlMM OSTAlHOCTH HAYYHBIX
MCCJIEI0BAHUM (CTAUIHHOCTH TEXHUYECKUX Pa3pabOTOK).

22. Ilpu npoBeAEHUU DKCIEPTU3bl ILIEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB (1€M)
JOTOJITHUTENIBHO MPUMEHSIOTCS CIIEAYIONINE CeU(PUIECKUE KPUTEPUU:

1) coxpaHHOCTh METAIAHHBIX;

2) ayTEeHTUYHOCTD AJIEKTPOHHBIX IOKYMEHTOB (J1e7);

3) orcyTcTBUE nyOsupyroiieil nHpopMauu B JOKyMEHTaX, MPUHATHIX HA apXHBHOE
XpaHEHUE.

23. Jlnsg opraHM3alMM SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB W PACCMOTPEHHS €€
pE3yIbTaTOB B OPraHU3alMU CO3aeTCs IKCIepTHas komuccus (nanee — JK).

B rocynmapctBeHHOM opraHe, HWMEIOIIEM TEPPUTOPUATIbHBIE OpraHbl  W/WUIU
MO/IBE€/IOMCTBEHHbIE OPraHU3aI1H, a TAK)KE OpraHu3ali, uMerouen punmansl, co3naercs
LIEHTpalibHAsI SKCcIiepTHas komuccus (nanee — [[IK).

24. IIDK (OK) sBusiercss coBelIaTebHBIM OpPraHOM M JEHCTBYET Ha OCHOBAaHUU
ITOJIOKEHUS, YTBEPKIAEMOTO PYKOBOJUTEIEM OPraHU3aLUH.

25. DkcnepTu3a HEHHOCTH JOKYMEHTOB MPOBOJUTCS €KETOJHO B IJIAHOBOM MOPSIKE
paboTHUKamMu apxuBa opraHuzanuu. [IpoBeaeHue 3KcnepTU3bl LIEHHOCTH JOKYMEHTOB B
OpraHu3alliy, SIBJISIOMIEHCS MCTOYHUKOM KOMIUIEKTOBAHMSI TOCYAApCTBEHHOIO apXuBa,
OCYULIECTBJISIETCS MOJ METOJAMYECKHUM PYKOBOJCTBOM U MPU KOHCYJIHTATUBHON MOMOILIU



COOTBETCTBYIOILIEIO TOCyJapCTBEHHOro apxuBa, ApxuBa Ilpesunenta PecnyOnuku
Kazaxcras.

[Ipu peoprannzanuu (JIMKBUAALMK) OpraHU3alyMyd MPOBOJIUTCS BHEIUIAHOBAs
AKCIIEPTU3A LIECHHOCTH.

26. Pemenus IIDK (OK) odopmisitorcs mnpoTtokonamu, yTBEPKAAECMBIMU
PYKOBOJMTENIEM OPTaHU3ALINH.

Pemenus I1IOK (OK) HUCTOYHMKOB KOMIUIEKTOBAHUS TOCYIApCTBEHHBIX apXHBOB,
ApxuBa Ilpesunenta PecnyOnuku KazaxcraH — yTBepKIarOTC  PYKOBOIUTEIEM
OpraHM3alMM MOCJE UX COTJIACOBAHUS C COOTBETCTBYIOLIMMH 3KCIEPTHO-TIPOBEPOUHBIMU
komuccusimu (ganee — OIIK), oOpasyeMbiMu ToCynapCTBEHHBIMU apXHBamMH, APXHUBOM
[Ipesunenta Pecny6anku Kazaxcran, MUO.

27. 1lpu npoBeIEHUH IKCIIEPTU3BI IEHHOCTU JOKYMEHTOB OCYIIECTBIIFOTCS:

1) ananu3 cocraBa JOKyMEHTOB OpraHU3aluy;

2) orOop M MOATOTOBKAa [l IOCTOSHHOTO CpOKa XpaHEHus i1 NepeJadyd B
rocynapcTBeHHbli apxuB, ApxuB IIpesunenta Pecny6muku Kazaxcran (1y1s1 HCTOYHMKOB
KOMIUIEKTOBAHHUS TOCYJIapCTBEHHOro apxuBa, ApxuBa Ilpesunenta PecmyOnuku
Kazaxcran);

3) mpoBepka HaIW4usl TOJUIMHHBIX HK3EMIUISIPOB JOKYMEHTOB M OIPEJCICHHE
CTPYKTYPHBIX NOJIpa3/IeJI€HU, B 1€J1a KOTOPbIX OHU BKIIFOUEHBI;

4) yrouHeHue xapakrepa oBTOPSIEMOCTH, COJIEPKAILEICS B HUX HH(YOPMAIH B IPYTHX
JOKYMEHTaX, BUJ, popma U MOJIHOTA TOBTOPEHUSI.

Brienenue 10KyMEHTOB ¢ MOBTOpstOLIEiCS nHpopMalueil U 1y0JIeTHBIX JOKYMEHTOB
K YHUYTOKEHUIO MPOU3BOAUTCS TOJBKO MOCIE CBEPKH UX C JOKYMEHTaMHU, OTOOPAHHBIMU
Ha MOCTOSIHHOE XPaHEHHE.

28. Jlena Ha OymaxkHbix HocuTessix ¢ orMmeTkon "JIIK", comepxaniue TOKYMEHTHI
MOCTOSIHHOTO XPAaHEHMs, MOJJIeKaT nepeopMUpOBaHUIO. BbIJeneHHble U3 UX COCTaBa
JOKYMEHTBhl TMOCTOSSHHOTO XpaHeHUs (OPMUPYIOTCS B OTHENbHBIE Jefa Jubo
IIPUCOEIMHAIOTCA K OJHOPOJHBIM JieJIaM IIOCTOSIHHOTO XpaHeHwus. Jlema, copeprkamue
OCTaBIIMECS JTOKYMEHTbl BPEMEHHOI'O XPAaHEHHsI, XPaHATCS B TEYEHUE YCTAHOBJIEHHBIX
CPOKOB.

[TepedopmupoBaHue >IEKTPOHHBIX JOKYMEHTOB (€J1) OCYLIECTBIISIETCS AaHAJIOTUYHO
JieraM Ha OyMa)KHbIX HOCUTEIISIX.

DJIeKTpOHHBIE TOKYMEHTHI (Aemna) ¢ otmerkoit "OIIK", coaepkaiiue TOKyMEHTHI
MOCTOSIHHOTO XpaHEeHHUsl, MpOCMaTpHUBaloTCs Mo(daiisioBo, B (aiiie — MoJIUCTHO.

29. DkcnepTu3a LEHHOCTH JOKYMEHTOB MPOBOJUTCS MYTEM MOJKMCTHOTO U (WJN)
nodail;ioBoro  MpocMOTpa  JOKYMEHTOB  feia  (ayAHOBU3YaJbHbIE  JTOKYMEHTHI
IIPOCMATPUBAIOTCA  HA  MOHT@XHOM  CTOJE€  WJIM  3KpaHe,  ayJAHOJOKYMEHTBI
MPOCITYIIMBAIOTCSA, AIEKTPOHHBIE JOKYMEHTHI (J1eJ1a) MPOCMaTPUBAIOTCS ).

30. B xone npoBeaeHus KCIEPTU3BI TPOBEPSIOT:

1) 060CHOBAaHHOCTH BKJIFOUEHUS B TAHHOE JI€JI0 IOKYMEHTOB,;

2) IOpUIMYECKYIO CUITY IOKYMEHTOB (HAJIMYME PEKBU3UTOB);

3) HanUYue U MPaBUIBHOCTH O(hOPMIIEHUS! PEKBU3UTOB O0JIOKEK JIET;



4) npaBWIBHOCTh HyMEPALIUU JIUCTOB /€A,

5) GU3UKO-XMMHUYECKOE M TEXHHUYECKOE COCTOSIHUE JJOKYMEHTA.

IIpu mpocmoTpe (MpOCITYLIMBAHMM) W3 JAEJI HU3bIMAKOTCA BTOPBIE WU IOCIEAYIOLINE
AK3EMIUISIPHl JOKYMEHTOB, YEPHOBUKH, HEO(POPMIIEHHBIE KOIMUU JOKYMEHTOB, €CIH HX
U3bIATHE HE OBUIO MPOBEACHO B CTPYKTYPHBIX MOJPA3JEICHUSX MpPU IMOATOTOBKE
JOKYMEHTOB K IIEpe/laye B apXUB OpPraHA3aLUu.

BrlsiBIeHHBIE HENOCTAaTKU YCTPaHSIIOTCS pa0OTHUKOM apxuBa opraHuszauuu. llpu
HEOOXOAUMOCTH  3arojIOBKM  J€l  YTOYHSIOTCS,  Jela  pacIIUBAIOTCS "
nepeopMHpPOBBIBAIOTCSI, OCYLIECTBIIAECTCS IEPEHYMEPALIUs JIUCTOB B JIETIE.

31. Ilo pe3ynbpTaTaM SKCHEPTU3BI LEHHOCTU JOKYMEHTOB M Ha OCHOBE OIMCEM Nl
JOKYMEHTOB CTPYKTYPHBIX MOAPA3ACICHUA COCTABISIOTCS:

1) ommucu nen MOKyMEHTOB IOCTOSHHOTO XpaHeHHsl 1o (opme, yTBEepKIAaeMoi
YIIOJIJHOMOYEHHBIM OpraHOM;

2) ommucH D3JEKTPOHHBIX JOKYMEHTOB (Z€J1) MOCTOSIHHOIO XpaHeHus 1o ¢dopme,
YTBEPKIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM;

3) omuch A€ MO JUYHOMY COCTaBy 1o (opme, yTBEpKAaeMON yHOJIHOMOYEHHBIM
OpraHom;

4) onMch D3JIEKTPOHHBIX JIOKYMEHTOB (J€]l) MO JHYHOMY COCTaBy MmO Qopme,
YTBEPKIAEMOW YIIOJTHOMOUYEHHBIM OPraHOM;

5) omnuce nen AOKyMeHTOB BpeMeHHoro (cBwimie 10 Jier) xpaHeHus mo Qopwme,
YTBEPKIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM;

6) omKCh PJIEKTPOHHBIX JOKYMEHTOB (€J1) BpeMeHHOro (cBbiie 10 jieT) XpaHeHus 1o
bopmMme, yTBEpK1aeMOM YyIIOTHOMOYEHHBIM OPTaHOM;

7) aKT O BBIAEIEHUH K YHHUUTOXEHHUIO JOKYMEHTOB, HE MOJJIEXKAIIUX XPaHEHUIO, MO
(dbopme, yTBEpK1a€MOW YIIOJTHOMOUYEHHBIM OPraHOM;

8) aKT O BBIJENEHUU K YHUYTOXKEHHUIO DJIEKTPOHHBIX JTOKYMEHTOB (7€), He
MOJIEXKAIINX XPAHEHUIO, 110 (hOopMe, YTBEPKAAEMOU YIOJIHOMOUYEHHBIM OPTaHOM.

32. Ilpu mnpoBeleHHH HSKCIEPTU3bl IIEHHOCTU MPOEKTHOW, KOHCTPYKTOPCKON U
TEXHOJIOTUYECKOW  JIOKYMEHTALIMM  COCTABJISIETCS  IIEPEYEHb  IMPOEKTOB  M3IEIHU
MPOMBIIIJIEHHOT'O TPOU3BOJICTBA U TEXHOJOTUUYECKUX MPOLECCOB, 00bEKTOB IIAHUPOBKHU U
KAMUTAJIBHOTO CTPOUTENbCTBA, HAYYHO-TEXHUYECKAs JOKyMEHTalus MO KOTOPBIM
MOJUICKUT Tiepefadye Ha TOCyJIapCTBEHHOE XpaHEHUe (fajgee — MepeueHb), 1mo Qopme,
YTBEPK1aeMOU YIOJHOMOUYEHHBIM OPTaHOM.

33. IlepeyeHb cOCTaBIAECTCSA HE PEXKE OJHOTO pasa B MATH JIET.

34. CucreMaru3zanus IMyHKTOB MEPEYHS OCYILIECTBIISIETCS MO XPOHOJOTMYECKOMY,
TEMAaTHYECKOMY WJIM TEMATHKO-XPOHOJIOTHYECKOMY MTPU3HAKY.

35. Ilepedens yTBepxkaaeT pykoBoautTenb opranuzanuu u JIIK rocynapcTBeHHOTO
apxuBa, Apxusa IIpesuaenra Pecniyonuku Kazaxcran i MO nocne cornacoBanus [{OK
(OK) opranuzaruu.

Ilepeuenp cocrtaBisieTcst B IByX dK3eMmiuripax. [locne ero yrBepxkaeHHs NEpBBIU
AK3EMIUISIP HaNpaBisIeTCs] B COOTBETCTBYIOLIMN TOCYJAapCTBEHHBIM apXuB, ApXUB
[Ipesunenta PecnyOnnku Kazaxctan, BTopoit ocTaeTcsl B OpraHu3aliu.



36. Ha ocHOBaHuM mepeyHs NOpPOBOIATCS AalbHEWIIAs SKCIEPTU3a LEHHOCTU U
COCTABJICHHE OINCEU J1eJI, JOKYMEHTOB ITPOEKTHONW, KOHCTPYKTOPCKOU U TEXHOJIOTHYECKON
JIOKYMEHTAIIMU 3JIEKTPOHHBIX JJOKYMEHTOB (J1€11).

JIns Hay4YHO-HCCIIEI0BATEIBCKOM U MMATEHTHO-JIMIIEH3NOHHON JOKYMEHTAIMY I1IEPEYCHb
HE COCTaBIIAETCS.

37. Onucu aen J0KYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (J1€J1) COCTABIISIFOTCS OT/IEIBHO
Ha KaXIblii BUJI HAYYHO-TEXHUYECKOW JOKYMEHTAlMH: MPOEKTHOW, KOHCTPYKTOPCKOM,
TEXHOJOTUYECKOM, HAy4YHO-HCCIIEIOBATEIbCKON, MMAaTEHTHO-IUIIEH3UOHHOW UM HMEIOT
CaMOCTOSATENbHbIN HOMEP C IUGPOBBIM HHAECKCOM, OIPEACISIONMM BHJ HAy4YHO-
TEXHUYECKOMN TOKYMEHTAaLNH.

38. Ilpm mnpoBeneHUM OSKCIEPTU3Bl LUEHHOCTH ayJAUOBU3YAIBHBIX JIOKYMEHTOB
YUYUTBIBAIOTCS IIOJIHOTA M CTEIEHb COXPAHHOCTH KOMIUIEKTa AayJIHOBH3yalbHOTO
NOKyMEHTa, HAJIMYWE€ M KayeCTBO TEKCTOBOM COIPOBOJIMTEIBHOM JOKYMEHTALWH,
BO3MO>KHOCTh HAYYHOT'O U MIPAKTUYECKOI'0 UCIOJIb30BaHuUs, 1y0JIETHOCTb, OTJIOUIEHHOCTh
Y BApUAHTHOCTh ayJUOBU3YaJIbHOI'O JTOKYMEHTA.

39. B nporecce MpoBEAECHUS 3KCIEPTU3BI LICHHOCTH BBISBISIOTCS ayIHOBHU3YaAJIbHBIE
JOKYMEHTBI, UMEIOIINE KaKue-T100 MOBPEKICHUS.

[Ipu oOHapyxkeHun nePeKToB, OCOOEHHO XHMHMKO-OMOJOTMYECKOTIO XapakTepa
(mokenTeHue, IUIECHEBEHHE, OTCIAUBAaHUE 3MYJIbCUH), IMPOBOAMUTCS KOHTPOJIb BCEX
ayIMOBHU3YAJIBHBIX JIOKYMEHTOB JaHHOT'O TOJa IPOU3BOJICTBA, XPAHALIMXCS B OJIMHAKOBBIX
YCIJIOBHSIX.

AynnoBu3yaibHble TOKYMEHTbI, UMEIOINE Ae(PEKThI, IOBEPratoTCs pecTaBpalliOHHO-
MPOQPHIAKTHIECKON 00padoTKe.

40. AynuoBu3syalabHble JOKYMEHTHI, OTJOXHUBIIMECS B mnepuon 10 1922 rona
BKJIFOUUTENIBHO, K YHUYTOXXEHUIO HE BBLACIAIOTCSA. YHUYTOXKEHHUE ayIuOBU3YaIbHBIX
NOKYMEHTOB, OTJIOKMBIIUXCA B nepuox ¢ 1922 mo 1945 rom BKIOYUTENBHO,
OCYILIECTBIISIETCS C PA3PELICHHS] YIIOJTHOMOYEHHOTO OpraHa.

Iaparpad 3. [lopsaaok cocTaBjieHUs onUceii 1eJ1 TOKYMEHTOB

41. OnucsM naen JAOKYMEHTOB, B TOM YHCJE DJEKTPOHHBIX JTOKYMEHTOB (7€)
MOCTOSIHHOTO, BPEMEHHOTO XpPaHEHHUs, MO JUYHOMY COCTaBYy M aKTaM O BBIJIEJICHUU K
YHUYTOKEHUIO TOKYMEHTOB, HE MOJUIEKAIUX XPAHEHUIO, B IIPEENIAX KaKI0T0 apXUBHOIO
(doH1a TpUCBaUBAIOTCS CAMOCTOSATEIbHbIE TOPSAIKOBBIE HOMEpA.

Onuck nen JTOKyMEHTOB 3aBEPIIAETCS IO JOCTHKEHUH KOJIMYECTBA BKJIIOYEHHBIX
3aroJ0BKOB 9999 (1eBSTh ThICSY AEBATHCOT J€BSIHOCTO JIEBSITD).

[Tocnenyromeit onucu Aen JOKyMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX TOKYMEHTOB (J€1)
IIPUCBAUBACTCS] OYEPEIHOM MTOPSAIKOBBIA HOMED.

[Ipu peopraHuzanuu Wi JUKBUJALMU OPraHU3AlMU OMUCHU 1€l JOKYMEHTOB, B TOM
YuClie DJEKTPOHHBIX JIOKYMEHTOB (Zel), 3aBepuIaloT BHE 3aBUCUMOCTH OT OOIIEro
KOJIMYECTBA BKJIFOUEHHBIX 3ar0J0BKOB €I, JOKYMEHTOB.

42. I'onoBoOi1 pa3zien ONMKUCH el JOKYMEHTOB COCTABIIAETCS U yTBEPKIAETCS €KETOTHO.

43. I1pu opopmiieHHH ONTUCH JIeTT JOKYMEHTOB, OMMCH SJIEKTPOHHBIX IOKYMEHTOB (J1€71)
3aroJIOBKH JieJl (TOMOB, YacTeil /1e71) HyMEpYIOTCS B BAJIOBOM HOPSIKE.



44. 3aroyioBKU JTOMOJHUTEIBLHO OOHAPYKEHHBIX JI€Jl BHOCITCS B COOTBETCTBYIOLLYIO
ONKCH JEJ JOKYMEHTOB, B TOM YHCIIE€ 3JIEKTPOHHBIX JTOKYMEHTOB ([€J) MOJ JUTEPHBIMU
HOMEpaMHU B COOTBETCTBUU C IPUHATON cucteMaruzauueil. [Ipu konmuuectse cBebiie 10 gen
3a OOUH TOJ COCTaBJII€TCS JIOMOJHUTEIbHAS OMHUCh JENl JOKYMEHTOB, B TOM YHCIE
ANEKTPOHHBIX IOKYMEHTOB (ZI€]1), C CAaMOCTOSITENIbHON HyMeEpaIMeil NX 3aroJ0BKOB.

[Tocne BHeceHHsI B OMUCH J€N JOKYMEHTOB OIUCH AJEKTPOHHBIX JOKYMEHTOB (1€1)
3anuceil 0 MOCTYIUICHUH UM BBIOBITUY JIEJ COCTABIISIETCSI OKOHYATEIbHAS UTOTOBAasl 3aMKCh,
B KOTOPO# YKa3bIBaIOTCS TAKKE€ OCHOBAHHS BHECECHHBIX N3MEHEHMUIA.

45. eno, BKJIKOYAIOIIEE TOKYMEHTBI 32 HECKOJIBKO JIET, BHOCUTCA B ONHUCH €Il
JOKYMEHTOB, B TOM YHUCJE 3JEKTPOHHBIX JOKYMEHTOB (I€7), MO TOAYy 3aBEIACHUS B
JeJIONMPON3BOICTBE, 3a TOCIEAYIOUINE TOAbI yKa3bIBAIOTCA €ro 3arojoBOK, a B rpade
"IIpumeuanue" — ormerka "Cmotpu aeno Ne'.

46. Onuch aen JOKYMEHTOB MOCTOSTHHOTO XpaHeHus nocie coriacoBanus ¢ [[OK (OK)
opranuzauuu corsacoBbiBaeTcss OIIK rocymapcrBenHoro apxusa, ApxuBa Ilpesnnenra
PecniyOmuku Kazaxcran unu MUO, yTBepkaaeTcs pyKOBOAUTEIEM OPraHU3alHH.

Onuck nen nmo nuaHoMy cocTaBy cornacoBbiBaeTcs [[OK (OK) opranumzamuu, mocie
cornacoBanus LIOK (OK) cornacoBeiBaercs ¢ OIIK rocygapcrBeHHoro apxuBa, ApxuBa
IIpesuaenta PecnyOnuku Kazaxctan wunu MUO u  yTBepkAaeTcs pPYyKOBOJIUTEIEM
OpraHu3aLMH.

Onuce nen OKyMEHTOB BpeMEeHHOro (cBbiiie 10 7eT) XpaHEHUs YTBEP)KIaeTcs
pykoBoauTeneM opranuzanuu nocie cornacoanus ¢ [IOK (OK) opranuzanumu.

47. Opranu3zauuu, He SIBJISIOIUECS HCTOYHUKAMU KOMIUJIEKTOBAHUS FOCYJapCTBEHHOTO
apxuBa, ApxuBa [Ipesunenta PecnyOnuku Kazaxcran, Ha yTBepkIeHHEe (COTIIaCOBAHUE)
OIIK onucu aen JOKyMEHTOB, B TOM YMCJIE 3JIEKTPOHHBIX JOKYMEHTOB (J1€71) HOCTOSIHHOTO
XpaHEHHUs], 0 JUYHOMY COCTABY MU aKThl O BBIICJIIEHUH K YHUUYTOXXEHHIO JOKYMEHTOB, HE
MO/JIEXKAIINX XPAHEHHIO, HE MPECTABIISIOT.

48. B ommuce gen IOKYMEHTOB, B TOM YHCJE JJIEKTPOHHBIX JIOKYMEHTOB (7€)
IIOCTOSIHHOTO XPAaHEHMSI, BHOCSITCS 3aIOJIOBKH:

1) nen, TOKyMEHTOB ITOCTOSIHHOTO CPOKA XPaHEHHUsI, B TOM YHCJIE OTHECEHHBIX K COCTaBYy
HA®;

2) pen, cpOpMHUPOBAHHBIX U3 JOKYMEHTOB ¢ oTMeTKor "DIIK", BbIIeneHHbIX U3 Jed C
BPEMEHHBIMU CPOKAMH XPAHEHHMS], [TOCJI€ CBEPKH UX C HOMEHKJIaTypOH JIeJl OpraHu3aluu 3a
TOT JK€ TOJ W TPOBEPKH TMPaBWILHOCTH (GopMHpoBaHUA U odopmiieHus aen (B
HEOOXOJAMMBIX CIIy4asiX 3ar0J0BKH el yTOUHSIOTCS);

3) 3aBepLICHHBIX JEJIONPOU3BOACTBOM JIMYHBIX JEJI PYKOBOJMUTENEH OpraHu3anuil
pecyOIMKaHCKOT0, 00JIaCTHOTO, TOPOAOB PECITYOIMKAHCKOTO 3HAYEHUS, CTOJIULIBI;

4) 3aBepIICHHBIX JIEIONPOU3BOJACTBOM JIMYHBIX JEJ MOJUTHYECKUX TOCYyAapCTBEHHBIX
CITyXKalIHX;

5) 3aBeplICHHBIX AEJIOMPOU3BOACTBOM JIMUHBIX JIe]l PAOOTHUKOB, UMEIOUIUX BBICILINE
3HAKU OTJIMYUS, IOYETHBIE TOCY/IAPCTBEHHBIE U UHbIE 3BaHUS, HATPAJbl, yUECHbIE CTETICHHU.

49. Enunuiisl XpaHeHust (Aena) apXMBHOro (poHa CHUCTEMaTU3UPYIOTCS B Ipenenax
apXUBHOTO (POHJA COTJIACHO CXEME CHCTEMaTH3aIUH.



Jlena Ha OyMa)KHOM HOCHUTEJNE MOJBEPraroTCs pacuIMBKe U NepeOpMUPOBAHUIO MPU
OoOHapyXEeHHUH, YTO JIeJI0 CHOPMHUPOBAHO HEMPABUIIBHO.

50. CucreMarunsalys 3arojJOBKOB B OIKMCH JI€] JOKYMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX
JOKYMEHTOB (J1€)1) MOCTOSIHHOTO XPaHEHUs, ONPEAEIISIETCS CIEAYOIIMMU TPU3HAKAMMU:

1) crpykTypHblli (B COOTBETCTBHM C MPUHAJICKHOCTHIO E€IWHUI] XPAHEHUS K
CTPYKTYPHBIM TOJPA3ACIICHUSIM);

2) XpoHOJIOTMYECKU# (10 mepuojaM WM AaTaMm, K KOTOPbIM OTHOCATCSI €IUHUIIBI
XpaHEHUs);

3) byHKIMOHATIBHBIN, OTPACIEBOM, TEMAaTUYECKUMA, TIPEIMETHO-BOIIPOCHBIHN (C y4eTOM
byHKIUI OpraHu3alii, TeM WM BOIMPOCOB, KOTOPBIX KacaeTcsl COJEp:KaHWuE €IUHHII
XpaHEHHUs);

4) HOMHHAJIBHBIN (TIO IETOTPOU3BOJICTBEHHON (PopMe — BHJIaM W Pa3sHOBUIHOCTSIM
JIOKyMEHTOB);

5) KoppecnoHJEHTCKUH (MO OopraHM3alusM M JIMLaM, B pe3yJbTaTe IMEPEHUCKU C
KOTOPBIMU 00pa30BaIMCh €IUHUIIBI XPAaHEHUS);

6) reorpauueckuii (B COOTBETCTBUHU C ONPEICICHHBIMU TEPPUTOPUSIMH, HACETIECHHBIMU
MyHKTaMHU U JPYTUMHU TeorpapuyecKuMi 0ObEKTaMH, C KOTOPBIMHU CBA3aHBI COAECpPKaHUE
JOKYMEHTOB, UX aBTOPbI, KOPPECIIOHACHTHI);

7) aBTOpCKHiA (110 HA3BaHUSAM OpraHU3alMi WK (aMUIHAM JIHL, KOTOPBIE SBIISIIOTCS
aBTOpaMU JIOKyMEHTOB).

51. JlokyMeHTBl MO JMYHOMY COCTaBy, HAay4HO-TEXHHYECKas JOKYMEHTAalUs B
apXUBHBIX (OHAX HAYYHO-UCCIIEI0BATEIbCKUX OpraHu3aluii, pyKOIIUCH B U3/1aTeIbCTBAX,
UCTOpUH OO0JIe3HEN B MEIMUMHCKUX OpPTraHU3allUAX, aKThl IPOBEPOK B apXUBHBIX (HOHAAX
KOHTPOJIBHBIX ~OPraHoB BBIACISIIOTCS B OCOOble TpyHIbl U CUCTEMATU3UPYIOTCS
000CO0JICHHO OT YIPaBJIEHYECKOW TOKYMEHTAIIUH.

52. KUHOIOKYMEHTHI U BUAECOAOKYMEHTHI CUCTEMATU3UPYIOTCSL:

1) no Buaam (puiabMbl, cCielMaIbHBIE BBITYCKH, KHHOXKYPHAJIbI, OTEIbHbIE KUHO- U
TEJIECIOKETHI);

2) mo roJaM BbIIyCKa (PHUIBMOB, CHEIUATBHBIX BBIMYCKOB, KHHOXXYPHAJIOB;
IIPOU3BOJICTBEHHBIM HOMEPAM OTJIEJIbHBIX KMHO- U TEJIECHKETOB;

3) no enuHUIIAM y4eTa (KOMIUIEKTam);

4) o UBETHOCTH (LIBETHBIE, YEPHO-OEIIbIE);

5) no dhopmaty reHku (8 MuTUMETpoB (Haiee — Mm), 16 MM, 35 mm, 70 MM U ipyrue).

53. ®OTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM:

1) HETaTHBBI Pa3IMYHON IIBETHOCTH (IIBETHBIE HJIK YEPHO-OEIbIE) U pa3MEPOB, KOTOPHIE
o0o3nauatorcss 1muppamu 2—-8 (mudpa 2 COOTBETCTBYET HEraTHBY pasMepoMm 2,5
caHTUMeTpoB (manee — cM) X 3,5 cM, 3-6 cMm x 6 cm, 4—6 cM X 9 cm, 5-9 cMm x 12 cm, 6-10
cM x 15 cm, 7-13 cm x 18 cm, 818 cMm x 24 cm).

[Ipu cuctematuzanuu HEOOJIBIINX 0OHEMOB HETATUBOB Pa3MeEPOB 6—8 JOIMyCKaeTcs ux
00bEIMHEHUE B OJIHY TPYIITY.

2) ciaiiapl (AUano3UTUBbI) Pa3IMYHON [IBETHOCTH;

3) mo3uTuBkI, (HOTOOTIICUATKY;



4) poToaTLOOMBI;

5) nnaduabMBI,

6) 2JIEKTPOHHBIE TOKYMEHTHI ((DOTOJOKYMEHTHI Ha UG POBBIX UM UHBIX COBPEMEHHBIX
HOCHTEJISIX ), KOTOPBhIE 0003HA4Yar0TCss OyKBoit "D".

54. ®OoHOAOKYMEHTHI CUCTEMATU3UPYIOTCS M0 BHUJIaM 3alMCH 3BYKOBOM MH(OpMaLUu:
¢onorpaduueckas, rpaMMoOHHAs, ONTUYECKas, MarHuTHas, Ja3epHas. Ha
(OHOJOKYMEHTHI OIPENEICHHOIO BU/IA 3aIIMCH COCTABISIETCS OTJENbHAsl onuch. BHyTpH
BUJIOB (DOHOJIOKYMEHTHI PacIoIaratoTcs 10 €IMHULIAM yUeTa U KOMIUIEKTaM.

55. Onuce gen JOKYMEHTOB, B TOM 4YHCIE 3JIEKTPOHHBIX JOKYMEHTOB (Z1€1)
MOCTOSIHHOTO XPAaHEHUA U MO JIMYHOMY COCTaBy, MMEET TUTYJbHBIA JHUCT 1O ¢opme,
YTBEPKIAEMOK YIOJHOMOYEHHBIM OpPraHOM, COJEp:KaHHE (OTJIaBJIE€HUE), MPEIUCIOBHE,
CIIMCOK COKpAalIEeHHBIX CJIOB M WTOrOBYIO 3amuch. Ha TUTyJIBHOM JIMCTE€ ONUCH JEN MO
JUYHOMY COCTaBy HE MpPOCTaBisieTcd OQUIUAIbHOE HAMMEHOBAaHUE TOCYJapCTBEHHOI'O
apxuBa, ApxuBa [Ipesunenta Pecyonuku Kazaxcran.

56. Onuce Aen JOKyMEHTOB IOCTOSIHHOTO XPaHEHHs, B TOM YHUCIE JJIEKTPOHHBIX
JOKYMEHTOB (Z1e71) cocTaBisieTcs B 4-X 3K3eMIUIsipax Ha OymaxHoM Hocutene. [locne ee
YTBEPXKICHHUSI JBa SK3EMIUIApa IMepeAaroTcs B TOCYJAapCTBEHHBIM apXuB, ApXUB
[Ipe3unenta Pecriybinku KazaxcraH, ABa — OCTaeTCs B apXUBE OPraHU3aLUU.

57. Onuce nen JOKYMEHTOB IO JUYHOMY COCTaBy, B TOM YHCIE DJIEKTPOHHBIX
JOKYMEHTOB ([IeJ1), COCTaBIsieTCs B 4-X dK3eMIuIsIpax Ha OymaxHoM Hocurene. [locne ee
YTBEPKJCHHUS JIBa DK3EMIULIPA MEPEJAIOTCS B TOCYJaPCTBEHHBIN apXUB, JIBa — OCTAKOTCS B
apXMB€ OpPraHU3aLuu.

58. Onuck aen JOKYMEHTOB JOJToBpeMeHHOro (cBbiie 10 JieT) XpaHeHus, B TOM YUCIIe
ANIEKTPOHHBIX JTIOKYMEHTOB (JIe7), COCTaBisieTcss B 4-X HK3eMIUIpax Ha OyMa)XHOM
Hocutene. [locne ee yTBepxKIAeHUs JBa SK3EMIUISIpa MEPENaroTcsl B TOCYAapCTBEHHBIN
apxuB, ApxuB Ilpesunenta PecnyOnuku KazaxcraH, aBa — ocCTaloTcd B apXuBe
OpraHu3alMH.

59. OnucH 3JIEKTPOHHBIX JI€] BCEX BUJIOB JIOKYMEHTOB IIEPEJAIOTCS B TOCY1aPCTBEHHBIN
apxuB, Apxus [Ipesunenrta Peciyonuku Kazaxcran uepe3 IC DA nmubo mipu ee oTCyTCTBUU
IIOCPEJICTBOM JIEKTPOHHBIX HOCUTENEM.

60. Cucrtemaru3anusi 3arojlOBKOB B ONKCHU €, B TOM YHUCJE JJIEKTPOHHBIX €M, 1O
JUYHOMY COCTaBY OMPEIEISAETCS XPOHOJIOTMYECKUM, CTPYKTYPHBIM ((QyHKLIHMOHATBHBIM) U
HOMUHAJIBHBIM KJIACCU(UKAIMOHHBIMU MpPU3HAKAMK. 3aroJIOBKH el TPYNIHUPYIOTCS IO
rojly 3aBelicHUs (3aBepIleHUs) B JEJIONPOU3BOACTBE, BHYTPH KaXJOro roja — IO
CTPYKTYPHBIM TOJpA3/IEICHUsAM (HAIpPaBICHUSIM JEATEIbHOCTH) OpraHU3alliH, BHYTpPU
MOCJICAHUX — B MOPAIKE yObIBAaHUS BaXKHOCTH JIEJ.

61. KapTouku 1o y4ery JMYHOTO COCTaBa M JIMYHbIE Jiesa pabOTHUKOB (TMpU o0beMe
cebimie 20 genm 3a roja) BHOCSTCS B CaMOCTOSITENIbHYIO OMHMCh nell. WX 3arojoBku
IPYNIUPYIOTCS MO TOAY 3aBEpIIEHUs Jell B JEJONPOM3BOJICTBE, BHYTPU Trojia — B
angaBUTHOM NOpsAJKe pamMuiIrii paOOTHUKOB.



62. K omucu Jen JAOKYMEHTOB, B TOM YHCJE JJIEKTPOHHBIX JTOKYMEHTOB (/1en)
nosroBpeMeHHoro (cBbiiie 10 jeT) XpaHeHus, COCTABIISIOTCS OTJIABIICHUE, TPEAUCIOBUE U
CIIMUCOK COKpAIIIEHHBIX CIIOB.

63. CucreMartu3anus 3aroJioBKOB €, TOKYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (1e1) B
OTHCH JIeJ1 10ATOBpeMeHHOTO (CBbIIe 10 eT) XpaHeHus: onpeensieTcsl XPOHOJIOTHYECKH -
CTPYKTYPHBIM WJIH XPOHOJIOTMUECKHU-(PYHKIIMOHATBHBIM (XPOHOJIOTUYECKU-HOMUHAIBHBIM)

N HOMHWHAJIbHO-JIOTHYCCKUM KJIaCCI/I(I)I/IKaHI/IOHHI)IMI/I IMIPpU3HAKaMH.
IMaparpad 4. [Topsinok cocTaB/IEHUsI AKTA 0 BbIIeJIeHUH K YHUYTOKEHHIO JOKYMEHTOB, He MOJIeKALIUX
XpaHEHHI0

64. AKT O BBIJIEICHUU K YHUUYTOKECHHIO JOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO,
COCTABJIIECTCS] OTHOBPEMEHHO C ONUCIMU JEN, TOKYMEHTOB.

65. B aKkT BKIIIOYAOTCS 3ar0JI0BKH 1€ U JOKYMEHTOB C UICTEKIIMMHU CPOKAMH XPAHECHHSI
Ha | ssHBaps roga, B KOTOPOM MPOBOJMUTCS SKCIEPTHU3A LIEHHOCTH JOKYMEHTOB.

66. AKT 0 BBIJICTICHUM K YHUUTOXEHHUIO JJOKYMEHTOB U JI€]1, HE MTOAJIEKAIUX XPAHEHNUIO,
cocrtapiisieTcs o (GopMe, YTBEPKIaeMOM YIIOJTHOMOYEHHBIM OPTaHOM.

B akre yKaspIBalOTCA 3arojOBKM OTACJIBHBIX J€JI WIM TIPYIIIOBBIE 3aroJ0BKU
OHOPOJHBIX JE.

67. AKT O BBIIEIICHHH K YHMUYTOXXECHHIO JOKYMEHTOB, HE MOUICKAIIUX XPAHEHUIO,
YTBEPXKIAETCS PYKOBOAMUTENIEM oOpranusauuu mnocie cormacopanus c  [[OK (OK)
opranmzaumn U OIIK rocymapcrtBenHoro apxua, ApxuBa llpesuaenrta PecrnyOnnku
Kazaxcran nnmu MUO.

68. AKT O BBIJIEICHUU K YHHUYTOXKCHHIO JOKYMEHTOB, HE IOJJIEKAIIUX XPAHECHMIO,
COCTABJIACTCS B JIBYX JK3EMIUIAPAX, OJUH U3 HUX IEPENACTCA B TOCYAAPCTBEHHBIN apXUB,
Apxus [Ipe3unenta Pecniyonuku KazaxcraHn, Apyroif — B apXuB opraHu3aIuu.

69. JIOKyMEHTBI C HCTEKIIMMH CPOKaMU XPAHEHHUs BBIACISIIOTCS K YHUUYTOXKEHUIO
TOJBKO TIOCJIE€ YTBEPKIEHUA ONHCEM M aKTa O BBIACICHHWM K YHHUUYTOXEHUIO 32
COOTBETCTBYIOLIUI MEPUOI.

I'naBa 3. XpaHeHue JOKYMEHTOB apXHBa OPraHU3aluH
Iaparpad 1. [lopsiaok opraHu3anmu COXpPaHHOCTH JOKYMEHTOB

70. Ins obecriedeHusi COXPAaHHOCTH JOKYMEHTOB DJIEKTPOHHBIX IOKYMEHTOB (7€) B
apXWBE€ OpPraHu3ally OCYIIECTBIISIOTCS:

1) KoMILJIEKC Mep MO CO3AaHUI0 U PA3BUTHIO MaTEPUATIBHO-TEXHUUECKOM 0a3bl XpaHEHUSI
JOKYMEHTOB (31aHUE W XpaHWJUII (TIOMEIICHUs), CPEJICTBA XPaHECHHS JIOKYMEHTOB,
00opyI0BaHUE, CPEJICTBA OXPaHbl U 0€30MACHOCTH XPAHEHHUS, CPEACTBA KIMMATHYECKOTO
KOHTPOJISI, CPEICTBA KOIMMUPOBAHUS U BOCCTAHOBJICHUS TTOBPEKACHHBIX IOKYMEHTORB);

2) KOMIUIEKC MEp TO CO3JIaHHUI0 M COOJIOJCHUI0O HOPMATHUBHBIX YCJIOBHM XpaHEHUS
JOKYMEHTOB  (TeMIIepaTypHO-BIAKHOCTHBIM, CBETOBOW, CAHUTAPHO-TUTHEHUYECKU,
OXPaHHBIN PEKUMBI XPAHCHUS );

3) Mephl IPEBEHTUBHOTO XapakTepa (obecrnieueHue Pu3NKO-XUMHUUECKON COXPAaHHOCTH
JIOKYMEHTOB, pErjiaMeHTaIlMs WX BBbIJIAYd U3 apXUBOXPAHWIMIL, TPOBEACHUE MPOBEPKHU
HaJIMYUsl U COCTOSIHUS, BBISIBIIEHHE OCO00 IIEHHBIX JOKYMEHTOB, CO3/IaHHE CTPaxOBOTO
dboHma u hoHIa MOTB30BAHUSN).



71. Jlns >0eKTPOHHBIX JOKYMEHTOB (ZIeJ) JOJKHA ObITh oOecrieyeHa BO3MOXKHOCTh
BOCIPOM3BEICHUS COAEpKalleics B HUX HMH(QOpPMAIMM Ha TMPOTSHKEHUH BCETO CpOKa
XpaHEHHS.

B caydae ycrapeBanuss ((opMaroB WIM TPOrPAaMMHOTO OOeCreueHus Jis
BOCITPOMU3BEJECHUS JIEKTPOHHBIX JTOKYMEHTOB ([€1) UX JOJITOBPEMEHHAs] COXPAHHOCTh U
[EJIOCTHOCTh 00ECIIEYMBAIOTCS MPOIECCAMU AMYJISIIMKA UM KOHBEPTAIUH.

72. Ilpu sMmynsiuu obecrieunBaeTCsl CO3[JaHUE MPOTPAMMHO-TEXHHUUECKOU CpeJbl C
LEJIbI0 MAaKCUMAJIbHO TOYHOI'O BOCIPOU3BEICHHS JOKYMEHTOB B 3JIEKTPOHHOM BHJIE.

[Ipu KOHBepTalMM AJIEKTPOHHBIX JOKYMEHTOB (zen) W3 oaHoro dopmara ¢aiina B
APYTOi OCYIIECTBISIETCS] MPOBEpKa ayTEHTUYHOCTU COJEp)KaHUSI CO3JaHHOTO (aiina u
ATAJIOHHOTO AK3EMILISIPA AJIEKTPOHHOIO JOKYMEHTa (J1e71a).

[Ipn SMynauMyd ¥ KOHBEPTALMHM COXPAHSIIOTCS HUACHTHU(PUKATOP M HAUMEHOBAHHE
AJIEKTPOHHOI'O JOKYMEHTA (1eJ1a) 10 SMYJISILIUM U KOHBEPTALUH.

Caenenust 00 SMyJISLUN WIM KOHBEPTAIMH JIOJKHBI OBITh COXPAHEHbI U 3alIUILEHBI OT
BHECEHMSI N3MEHEHU.

73. CBenenus 00 SMyJIALIMY WIH KOHBEPTALIMU COJIEPKAT:

o0beM, (opMaTr, KOHTPOJIbHYIO XapaKTEpUCTUKY, JaTy U BpeMs CO3AaHHUS OOBEKTa
XpaHEHHsl, CO3JIaHHOTO B MPOLIECCe KOHBEPTALIMH;

CBEJICHUS O MPOrPaMMHOM CpEICTBE, PEATU3YIOIIEM IIPOLIECCHl 3MYJSIUUM WU
KOHBEpTaLUU;

CBEJICHMSI O paOOTHUKE apXMBa OpraHU3aluu (HAMMEHOBAaHUE JOJDKHOCTH, MHULMAIIBI,
(bamMuiMs), IPUMEHUBIIEM 3MYJISILIUIO WJIM BBINOJHUBILIEM KOHBEPTALIUIO.

B ciydae koHBepTaluM ATAJOHHBINA HK3EMIUISAP AJIEKTPOHHOIO JOKYMEHTa (7era)
COXpaHsieTCs B TOM BHJI€ M COCTaBE, B KaKOM OH IMEpPBOHAYAJIbHO MOCTYMWJI B apXHB
OpraHu3alMH.

Bce 00beKThI XpaHeHUs1, CO3JJaHHbIE MPU KOHBEPTALlMHU, a TaKKe JOKYMEHTHPOBAaHUU
MPOLIECCOB AMYJISIUU WM KOHBEPTALIMM, BKJIKOYAIOTCA B Ty K€ €IMHMILY y4deTa, 4TO U
ATAJIOHHBIM  JK3EMIUIAP  DJIEKTPOHHOTO  JIOKyMeHTa  (zmenma), Jubo  oOpasyror
CaMOCTOATEJIbHYIO EJUHUILLY YUETa.

CoOTBETCTBYIOIIME U3MEHEHUS BHOCSTCS B YUETHBIE JIOKYMEHTHI.

74. CucteMa Mep 1o OpraHU3alluy XpaHEHUsl JOKYMEHTOB 00€CIeUYnBaET COXPAaHHOCTh
JOKYMEHTOB U KOHTPOJb MX (PU3MYECKOTO COCTOSHUS MPU MOCTYIJIEHUU JTOKYMEHTOB B
apXyMB OpraHM3alMd, HX XpAaHEHUWM M T[epeJaye Ha T[OCTOSHHOE XpaHEHUEe B
COOTBETCTBYIOIIMI rocyAapcTBeHHbIN apxuB, ApxuB [Ipe3uaenra Pecyonmmku Kazaxcran.

75. Opranu3zaius XpaHeHHUs dJEKTPOHHBIX JOKYMEHTOB (J€J1) BKIIIOUYAET:

rapaHTUPOBAHHOE XPAHEHUE DJJEKTPOHHBIX JOKYMEHTOB (ZIeJ1) B TEYEHHUE
YCTaHOBJICHHBIX CPOKOB XPaHEHHS,;

oOecreueHre HaMuus U (PU3ndecKoi COXpaHHOCTH BCeX 0OBEKTOB XPaHEHUS;

oOecrieueHre UeJI0CTHOCTH BCEX OOBEKTOB XpPaHEHHUS,;

oOecrieyeHre YCJIOBUHM JUIsl BOCHPOU3BEIECHUS SJEKTPOHHBIX JOKYMEHTOB (7€) B
JOJITOBPEMEHHOM NIEPCIIEKTUBE;



KOHTpPOJIb MEPEMEIIEHUSI JIEKTPOHHBIX JOKYMEHTOB (Z€1) (IIepe3anuch Ha HOBBIN
AIIEKTPOHHBIA HOCHUTENb U T.I1.).

76. XpaHeHHE 3JEKTPOHHBIX JOKYMEHTOB B apXUBE OCYLIECTBISAETCS:

1) Ha ¢pusruecku 060COOICHHBIX HOCUTENAX — B ABYX AK3EMILISIpaxX, OJMH U3 KOTOPBIX
ABIIIETCS OCHOBHBIM, Jpyroid — pabouuM. [Ipu 3TOM OCHOBHOM U pabouMil IKIEMILISPHI
XPaHATCS B pa3HbIX ApXUBOXPAHUIMNINAX (TIOMEIIEHUSIX ), IPU TEMIIEPATYPHO-BIAKHOCTHOM
peXHUME, PEKOMEHJJOBAHHOM IPOU3BOAUTENSIMU HOCUTENEH;

2) B uHQOPMALMOHHOM CHUCTEME JJIEKTPOHHOIO apXWBa — Ha COOCTBEHHOM
00Opy/1I0BaHUU apXH1Ba WU B LIEHTpax 00paOOTKH JaHHBIX FOCYAAPCTBEHHBIX OPraHOB.

OO0s13aTENBHBIMU  YCIOBUSIMU XPAHEHHS JJIEKTPOHHBIX JIOKYMEHTOB Ha (DU3MUECKH
000COOJIEHHBIX HOCUTEIISAX SBIISFOTCS:

1) npuMeHeHrne HoCuTeNel, MpeHa3HaYeHHbIX IS J0JATOBpEMEHHOTrO0 (cBbIie 10 ser)
XpaHeHus: HHPOopMaIny;

2) HaJIMYMe TEXHUYECKUX U MPOTPAaMMHBIX CPEJICTB, MO3BOJISIIOIIMX OCYIIECTBIATh UX
BOCIPOU3BEICHUE, MUTPALIMIO U KOHBEPTALIMIO, a TAK)KE€ KOHTPOJIUPOBATh (PU3HUECKOE U
TEXHUYECKOE COCTOSTHUE;

3) npoBeneHUME MHUTpPALMM HAa HOBBIE HOCUTEIM W KOHBEPTALMM B COBPEMEHHbBIC
(dbopmartsl;

4) opraHuzanusi KOHTPOJIS 32 UX ayTEHTUYHOCTBIO, IIEJIOCTHOCTBIO, TOCTOBEPHOCTHIO,
IIPUTOJHOCTBIO JJIs1 UCIIOJIb30BaHHUS.

HopmatuBHbIE yClIOBUSI XpaHEHUS SJIEKTPOHHBIX JOKYMEHTOB B HH(OPMAIMOHHOM
CUCTEME JIEKTPOHHOI'O apXrBa 00€CIIeUNBAIOTCS:

1) ee cooTBeTcTBHEM TpeOOBaHMAM 3aKoHOJaTelbcTBAa PecryOnuku Kazaxcran B
o0NacTH  cO3llaHus, pa3BUTUA, BBOJAA B  OKCIUIyaTallMI0  TOCYJAapCTBEHHBIX
MH()OPMAIIMOHHBIX CUCTEM M XPaHEHUS B HUX UH(POPMALINH;

2) cobioicHUEM MPHU €€ IKCIUTyaTaluu TpeboBaHUN HHPOPMAITMOHHON OE30MaCHOCTH
Y 3aIUTHl HTHPOPMALINH;

3) pe3epBHON MUTpaLUEl IEKTPOHHBIX JTOKYMEHTOB, B TOM YHUCJE NP NPUMEHEHUU
00JIauHBIX TEXHOJIOTUHN, U UX KOHBEpTalMeil B COBpEMEHHbIE ()OPMATHI.

77. YcioBust XpaHEHUS MJIEKTPOHHBIX JJOKYMEHTOB (J1€J1) TOJKHBI 00eCeYnBaTh:

cOOJII0/IEHHE TEMITEPATYPHO-BIAKHOCTHOTO PEKUMA;

CaHUTAPHO-TUTHEHUYECKOTO0, MPOTHUBOMOXKAPHOTO U OXPAHHOTO PEXKUMOB XPaHEHMUS;

NPUMEHEHHE CIEIHUAIbHBIX CPEACTB XpaHeHus (cepBepHOE O00OpyJOBaHUE,
MeTajuinueckue mkadbl, 00KChI, PYTISAPBI U JPYTHE).

OCHOBHBIMM TIapaMETPAMHM, OINPEACISAIOIIMMHA HAJEKHOCTh YCIOBHM XpaHEHUs
AJNIEKTPOHHBIX TOKYMEHTOB, SIBJISIOTCA:

3arpsiI3HEHHOCTD CPEABL;

TEeMIIepaTypHbIE YCIOBUS XPAHECHHUS,

OTHOCUTEJIbHAS BIIAXKHOCTH CPEIbI;

BO3/IEHCTBHE JIEKTPOMArHUTHBIX MOJIEH;

o0OecrieyeHne MHXKEHEPHON HHQpacTpyKTypoll LeHTpa o0OpabOTKM JTaHHBIX
HEOOXOUMBIMU yCIOBUSIMU JJISl €T0 pabOThI;



KOHTPOJIb CPOKA IKCILTYaTAIMU SJIEKTPOHHBIX HOCUTETIEH.

78. Pa3menieHue apxuBa OpraHu3allUd B MOPHUCHOCOOJEHHBIX IMOMEIICHUSIX B
aIMUHUCTPATUBHOM 3JIaHUM TPOU3BOAMTCS TPU YCIOBUHM COOTBETCTBHUSI TPEOOBAHUSIM
OTHECTONKOCTH, MMPOYHOCTH KOHCTPYKIIMH, CAHUTAPHO-TUTHCHUYCCKUM HOpMaM, HaJTHUIHUS
OTOIUTEIHHBIX U BEHTUJISIIUOHHBIX CUCTEM.

79. llomenienue 7151 apXyMBa OpraHU3aIliil COCTOUT U3:

1) apxuBOXpaHWIMINA JJIsl XpAaHEHUS JJOKYMEHTOB;

2) KOMHATHI JU1s1 pabOThI UccaeaoBaTe e (YMTaIBHBIN 3a);

3) pabounx KOMHAT paOOTHUKOB apXHUBa;

4) KOMHAT JIJIs CEPBEPHOTO0 U KOMMYHUKAIIMOHHOTO 000pYA0OBaHUS.

APXHBOXpaHUIHINA PA3MEIIAIOTCS B U30JIMPOBAHHBIX IIOMEIICHUSX.

[TocTopoHHHE JMIIa JOMYCKAKOTCSd B ApXUBOXPAHWIMILA TOJBKO C pPa3pelIeHUs
PYKOBOJIUTEIISI OPTaHU3AIMK U B PUCYTCTBUU PAOOTHUKA apXHBa OpraHU3alIUU.

80. ApXUBOXpaHWJIMIIA pachojiaraloT B  OTJAJICHHMH OT JaOOpPaTOPHBIX,
MIPOU3BOJICTBEHHBIX U CKJIAJICKUX MTOMEIICHHH, CBI3aHHBIX C XpPaHEHUEM WJIM PUMEHEHUEM
XUMHUYECKUX BEIIECTB WM MUIIEBBIX MPOTYKTOB.

ApXUBOXpaHUJIHUINA OOOPYAYIOTCS OCHOBHBIMH CPEJCTBAMH IIOKApOTyIICHHUS. B
CHUCTEMaxX W CPEACTBAX IMOXKAPOTYIICHHs IMOMEIIEHUH apXrWBa OpPTraHU3aIlud MPUMEHSIOT
HEWTpasibHble, Oe30MacHbIe ISl JOKYMEHTOB BEILIECTBA.

B apxuBoxpaHmiMinax He A0MyCKaeTCs MPUMEHEHUE OTHSI, HarpeBaTEIbHBIX IPUOOPOB.
Pasmemnienne B HHUX Ta30BbIX, BOJIOMPOBOJHBIX, KAHAJIW3AIMOHHBIX U JAPYTIHX
MarucTpajbHbIX TPYOOIPOBOIOB HE IOITYCKACTCH.

Wcrnonp3oBanue [Jisi apXUBOXPAHWJIUIA TOMEIICHHUS 0€3 OKOH JOIMyCKaeTcs MpHU
HaJIUYAH €CTECTBEHHOU MM UCKYCCTBEHHON BEHTHISAIINH, KPATHOCTH BO3yX000MEHA B 4ac
KOTOpPOH COCTaBISIET 2-3.

81. Hapy>xHbie BepH MOMEIICHUIN apXHBa OpraHU3alud OOMBAIOTCS METANIMUYECKUM
JMCTOM M UMEIOT MTPOYHBIE 3aCOBBI. APXHUBOXpaHHUIUIIA B pabodee BpeMs 3aKphIBAIOTCS Ha
K04, B Hepabouee Bpemsi Bce TMTOMEIICHHS apXHBa ONEYaThIBAIOTCS WM MIIOMOUPYIOTCS.
[TeuaTs (TTOMOMpP) BMECTE C KIIFOUaMH CAAIOT HAa XpaHEHHUE JIEKYPHOMY TI0 OpTraHU3AIINH,
OXpaHe WIH B YCTAaHOBJICHHOE MPaBUJIaMU BHYTPEHHETO PACIIOPSIIKA MECTO.

BbIHOC 5171, TOKYMEHTOB U3 apXHWBOXPAHWIMILA 33 TPEIEIbl 31aHUs OCYIECTBIIAETCS
TOJIBKO TI0 CHEIUAIbHBIM TIPOMyCKaM B TMOPSAKE, YCTAaHOBICHHOM PYKOBOIUTEIEM
OpraHu3alMH.

82. ApxuBoxpaHuiuiie o00OpyayeTcs OXpaHHOM curHanuzauuvel. Ha oxHa,
PacCIoJIOKEHUE KOTOPBIX TMO3BOJISET JOCTYN W3BHE, YCTAHABJIMBAIOT METAJUTMYECKUE
PELIETKY.

83. B apxuBOXpaHUIHUIIAX MPOKIIAIBIBACTCS CKPBITAs AIEKTPOIIPOBOJIKA, UCTIONB3YIOTCS
TepPMETHYHBIC IITETICENIbHBIE Po3eTKU. OOITHE 1 MOATAKHBIC PyOUIILHUKH PACIIOIararoT BHE

apXUBOXPaHWIIHIII.
ITaparpad 2. Ilopsnok pacCTAHOBKHM M XpAHEHMS JeJ

84. JIokyMEHTbl B apXWMBE€ OpraHU3alMd XPaHITCS B aAPXUBOXPAHWIHILAX H
pa3MeIlalTcs B MOPSAIKE, 00ECIEeYNBAIOIIEM MX ONEPATUBHBIN MOMCK B COOTBETCTBUU C



YYETHBIMU JIOKYMEHTAMHU, B TOM 4YHUCJE OHJIEKTPOHHBIX AOKYMeHTOB (men). Ilopsimok
PaCIIOJIOKEHUS J€J1, B TOM YHCIIE SJIEKTPOHHBIX JIOKYMEHTOB (JI€J1) B apXUBE ONpPEAEseTCs
IJIAHOM (CXEMOM) UX pa3MelIEHUs.

85. ApXuBOXpaHUIHUIIA 000PYIYIOTCS OCHOBHBIMU (CTAIIHOHAPHBIC WU MTEPEIBUKHBIC
METAINTMYECKHE CTEIIaKH) M BCIIOMOTATENbHBIMU (METaIMYecKkue IKagbl, ceildnb)
CpeACTBaMM XpaHEHHs. [[OImycKaeTcss IPUMEHEHHUE IEPEBSHHBIX CTEIUIAXKEW MPU yCIOBUU
00pabOTKM MX OTHE3AIUTHBIMU CPEICTBAMMU.

Jns  xpaHeHus QOHO U  BHUICOJOKYMEHTOB HCHOJB3YIOTCS  CTEIUIAXH U3
He(dheppOMarHuTHOTO MaTepHalla.

86. Cremnaku yCTaHaBIMBAIOT MEPIEHIUKYIISIPHO CTEHAM C OKOHHBIMH IPOEMaMHU, B
MOMEMICHUSIX 0€3 OKOH — C y4eTOM OCOOCHHOCTEHW MoMmelieHud u oOopymoBanms. He
JOIyCKAaeTCsl pa3MELIEHUE CPEACTB XPAaHEHHs BIUIOTHYIO K HAapy>KHBIM CT€HaM 3[aHUS U
MCTOYHUKAM TeIa.

PaccraHoBKa CpelncTB XpaHEHHsI OCYIIECTBIIETCS B COOTBETCTBUU CO CIEAYHOIIMMHU
HOPMaMH PaCCTOSHUIA:

1) Mexxy psnamu cresuiaxei (raaBHbIN npoxon) — 120 cMm;

2) Mexay cTeiaxaMu (Mpoxoa) — 75 cM;

3) Mexay Hapy>KHOM CTEHOM 371aHUs U CTEJUIaXKOM, NapajlieIbHBIM HaApYKHOU CTEHE —
75 cm;

4) MeXly CTEHOM U TOPIIOM CcTeliaxka uiu mkada (cerida) — 45 cm;

5) Mex Iy TOJIOM M HIDKHEH MOJIKOM cTeutaka uinu mkada (ceiida) — ne menee 15 cm, B
LIOKOJIbHBIX 3TakaxX — He MeHee 30 cM.

87. llena ¢ ynpaBJIeHUECKON JOKYMEHTalUe Ha OyMaKHBIX HOCUTENSIX pa3MENIaroT B
KapTOHHBIX apXUBHBIX KOPOOKaX, Mankax Wi CBs3KaXx.

HayuHo-TexHHuecKkasi JOKyMEHTalusl B 3aBUCUMOCTH OT 00OpyAOBaHMs U (popmMaToB
YepTeKel XpaHUTCA B Pa3BEPHYTOM, CIIOKEHHOM UM MHOM BUJE.

DNEeKTPOHHBIE HOCUTENHN Pa3MEIIAI0TCsl B HECropaeMbIX mkadax, 6okcax, GyTispax,
AYEKax, a JJIEKTPOHHBIE IOKYMEHTHI — HA CIIEIIUAIbHBIX YCTPONCTBAX.

88. KHMHOOOKYMEHTBI MMEIOT 3allUuTHbIE pakopabl. JlIMHA HAYaIbHOTO pakopaa
COCTaBJISIET 3 METpa, ITTMHA KOHEYHOTo pakopaa — 1,5-2 merpa. Ha HauanbHbIe 1 KOHEUHBIE
pakopabel HaHocutcsl mUdpoBka. KMHOJOKYMEHTHI MJIOTHO HAMaThIBAIOTCS B PYJIOH Ha
cepieyHUKH (OTOrpapuUYEecKUM CIIOEM HapyKy, 0€3 BBICTYNAIOLIMX BUTKOB Ha TOpLAaxX
pyJsiona. HanpapiieHne HaMOTKH — ¢ KOHIIa Ha HA4alo.

DOHOJJOKYMEHThl Ha MAarHUTHOW JIEHTE O(DOPMIISIIOTCS pakop/laMH pa3HOro LBETa B
3aBHCHMOCTH OT CKOPOCTH BOCTIIPOM3BEICHHS 3anmucu. Ha HauaabHBIN pakopa ¢ Hepabouei
CTOPOHBI HAHOCHUTCS MH(PPOBKA. JIOKyMEHT HaMaThIBAETCSl HA CEPJICYHUK pabOUUM CIIOEM
Hapyy (C BBICOTOM BBICTYHAKOLIMX BUTKOB B PYyJOHE, He mpeBbimaromei 0,05 mm.).
HamnpaBnenue HaMoTkH (POHOJIOKYMEHTA COOTBETCTBYET BPAILIEHUIO CMAaThIBAEMOT0 PYJIOHA
MPOTHUB YACOBOM CTPEJIKU MPU BOCIPOU3BEACHUN HA MAarHUTO(OHAX.

Kaxnas eauHuiia XpaHeHHs ayAUOBU3YyalbHOrO JOKYMEHTa YIAKOBBIBA€TCA B
MEPBUYHYIO, a 3aTEM — BO BTOPUUYHYIO YMakoBKy. IlepBuuHas ymakoBka MMeeT MpsSMOM
KOHTAKT C JIOKYMEHTOM M 3alllMIaeT €ro OT MbUIM W BJIard, a BTOpUYHAs YIMAaKOBKa



NpeIoXpaHseT TOKYMEHT U MEPBUYHYIO YIIAKOBKY OT MEXaHUUYECKHUX MOBPEXKACHUM, CBETa
Y IPYyTUX BO3JICMCTBUN OKPYKAIOLIEH CPEIBL.

YnakoBKH HM3TOTOBJIAIOT M3 XUMHYECKH HHEPTHBIX, HE COJEpKaIIUX XJOpa, a30Ta
MaTEpUasIOB, MPEMATCTBYIONINX MOSBICHUIO OMOTIOBPEXKICHUH, @ TAK)KE HE BBI3BIBAIOIINX
MOBPEXKICHUI TOKYMEHTOB I TIPUIAITAHUS K HUM.

89. KWHOJOKYMEHTBHI YNAKOBBIBAIOTCS B O0O0EpTKY M3 TOHKOM OyMaru uiu
MHOTOCJIOMHBIN MaKeT W3 MOJUATUIICHA, MOJMAITWICHTepedTanata U METALTUYECKYIO
KOpoOKy. Pa3zmep makera COOTBETCTBYET pa3Mepy pyJIoHa.

@DOTOOKYMEHTHl Ha IUIEHKe, (¢oToOymare, CTEKISHHBIX (POoToIuIacTUHAX
YIaKOBBIBAIOTCS] B KOHBEPTHI U3 YEPHOI CBETOHENPOHUIIAeMON OECKUCIOTHOW OyMard.
®OHOIOKYMEHTH HA MAarHUTHOM JICHTE YHMAKOBBIBAIOTCS B MAKET U3 MOJUITUICHOBON
TUICHKHU U 3aBOJICKYI0 KOPOOKY MIJIM MOMEIAIOTCS B TOJUATHIICHOBBIN QyTIsip (KOHTEHHED)
C BBIpE3aMU JJIsl ITUKETOK.
AyauoBu3yaiabHbIC IOKYMEHTHI HA JUCKOBBIX HOCUTENSX YKIIAIBIBAIOTCS B 3aBOJICKYIO
YIaKOBKY, a 3aT€M IIOMEUIAIOTCS B KOPOOOUHYIO Tapy.

BuneoponorpamMmmel XpaHATCS B CIIELMAIbHONW 3aBOJCKOM YIAKOBKE M3 IPOYHOIO
MOJIMMEPHOTO MaTepuaa.

90. He momyckaercst pa3MenieHUe JOKYMEHTOB Ha IOy, MOJOKOHHUKAX, JIECTHUYHBIX
IUIONIA/IKaX WM B HEPa300paHHBIX KHITAX.

91. ApxuBOXpaHWIHINA, CTEUIAXU, MWKaPbl (ceddbl) M HUX TOJKH HYMEPYIOTCS
apadckumu nudpamu. Cremiaxu u mkadsl (ceiidbl) HyMEpYIOTCS CaMOCTOATENILHO CIeBa
HaIpaBo OT BX0JIa B apXUBOXPAHWIHILIE, UX TOJIKU — CBEPXY BHU3.

92. MecTo XpaHeHHsS JeJ, JOKYMEHTOB B apXMBOXPAHWIMINAX YKa3bIBaeTCsi B
MOCTEJUTAXKHBIX TOMOTpaUIeCKUX yKa3aTeNsX.

Ha xaxaplii CTemIak COCTaBIIACTCS KapTOUYKa MOCTEIUIAKHOTO TOMOTrpaduuecKkoro
ykazarenss 1o QopMme, YTBEpPXKIaeMOM  yMOJHOMOYEHHBIM opraHoMm. Kaprouku
MOCTEJUTAKHOTO TOMOTPapUUEcKOro yKa3aTesls CHCTEMaTHU3UPYIOTCS B COOTBETCTBUHU C
HyMepalyei cTeiiaxei B mpeaenax KakI0ro OTAeIbHOTO apXUBOXPAHWIUIIA.

Bce wu3MeHeHuss B pa3MELIEHUM JOKYMEHTOB CBOEBPEMEHHO OTpPaXKaroTcs B
MOCTEJIAXKHBIX TOMOTPAPUIECKUX YKa3aTeIsuX.

93. Ilpu XpaHEHUM DIIEKTPOHHBIX JOKYMEHTOB ([€J]) apXWB OpraHu3aluu
o0ecrneunBaeTcs CiIeIyONMMH OCHOBHBIMU TEXHUYECKUMH CPEICTBAMH:

1) MOTOKOBBIMH CKaHEpaMu, 00ECIEUMBAIOIIMMH HAJIEAKHBIM BBOJ HHPOPMALIUK;

2) cepBepaMu, CHOCOOHBIMH BECTH MapauieNIbHyI0 00padOTKy 3alpOCOB;

3) BeicokompousBoauTeabHOM (100 MOuUT/C um Oojee) BBHIYUCIUTEIHLHON CEThIO,
OPHEHTHPOBAHHOW HAa MHOTOMOTOKOBBIA BBOJ U 00OpaOOTKY TEKCTOBBIX, Tpaduueckux u
ayIMOBU3YAJIbHBIX JOKYMEHTOB;

4) obopynoBaHueM, 00ECIIEUNBAIOIIMM BEICOKOTIPOU3BOIUTEIBHBIA U CBEPXHAACKHBIM
JOCTYTI K TIOUCKOBBIM JTaHHBIM CHCTEMBI;

5) obopynoBaHueM MepeHoca JaHHBIX Ha KOMIIAKT WM MarHUTOONITUYECKUE TUCKH,

6) 000pyI0BAaHUEM PE3EPBHOIO KOMUPOBAHUS HA MATHUTHYIO JICHTY;



7) aBTOMAaTU3UPOBAHHBIMU PAOOYMMHU MECTaMU, OPUEHTUPOBAHHBIMU Ha 00pabOTKY

TEKCTOBOM U rpaduyeckoit uupopmanuu;
8) HCTOYHUKOM OecriepeOONHOro MUTaHUS;
9) mpuHTEpaMH U MOJIEMaMU HOBEHIIINX MOAU(UKAIUI:

10) obGopyaoBanueM, 00€CIEUUBAIOIINM JOCTYNl K €IMHON TPaHCIOPTHON cpene
roCyJapCTBEHHBIX OpPraHOB (AJi1 TOCYJIapCTBEHHBIX OPraHOB, MX MOABEIOMCTBEHHBIX
OpraHu3aliii ¥ OpPraHOB MECTHOIO CaMOYIpaBJEHUS, a TaKXKe HWHBIX CYOBEKTOB
uH(pOpMaTH3alIUH, ONpEJEICHHBIX  YINOJHOMOYEHHBIM  opraHoMm B cdepe
uHpopMaTH3aIKN ).

94. bazoBble (cHUCTEMHBIE) MTPOrPaMMHBIE CPECTBA ApXUBA AJIEKTPOHHBIX TOKYMEHTOB
BKJIFOYAIOT B CEO:

1) omepanMOHHYIO CETEBYIO Cpelly M CUCTeMy yIOpaBieHus O0a30i JaHHBIX,

OpPUEHTHPOBAHHYIO Ha 00pabOTKy OOJILIINX MAaCCUBOB JIaHHBIX;
2) cpencTBa OTOOpaKEeHUSI U 00PaOOTKU JAHHBIX;
3) cpencTBa 3aUIUTHl OT HECAHKIIMOHUPOBAHHOT'O JOCTYTIa U aHTUBUPYCHBIE CPEICTBA.

95. K cnenuanbHbIM TPOrPaMMHBIM CpeICTBaM JUIsl (DYHKIIMOHMPOBAHUS apXuBa
AJIIEKTPOHHBIX IOKYMEHTOB OpraHU3allyd OTHOCSTCS:

1) cpenctBa >(hPekTUBHON MOAACPKKU CUCTEM YIPaBIEHUS MOCTOSHHBIM MOUCKOM
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISAX HH(POPMALINH;

2) equHbIE CPECTBA pACO3HABAHUS TEKCTOB HA TOCYITAPCTBEHHOM M PYyCCKOM S3bIKAX;

3) cpenctBa, obecreynBarOUIMe €IUHYIO TEXHOJOIMIO BBOJa MHpopManuu B 0azy
JTAHHBIX;

4) cpexnctBa OINEpPaTUBHOIO TOWCKa HWHGOPMAlUMU U ONEPAaTUBHOTO aHAJIN3a
uH(popmanuu;

5) cpenctBa pa3pabOTKU U ONTUMM3ALIMHU 3aIIPOCOB MOJIb30BATENEH;

6) mporpaMMHbIE U aniapaTHbIE CPEICTBA 3aLIUThHI OT HECAHKLIMOHUPOBAHHOTO JOCTYyIa
K MH(QOpMaLIUK apXHBa JIEKTPOHHBIX JOKYMEHTOB OpraHU3al1u.
IHaparpad 3. Ilopsanok odecrieyeHHs pe:kMMA XpaHeHHS JOKYMEHTOB

96. B apxuBoxpaHunumiax Bce BUABI padOT € JOKYMEHTAMH IPOBOIATCA MpH
OrpaHUYECHHBIX YPOBHSX OCBELIEHUsA. [JOKyMEHTBI, B TOM YHCIIE AIEKTPOHHBIE JOKYMEHTBI
(mena), pa3MeIaroTcs B MEPBUYHBIX 3aIIUTHBIX CPEJICTBAX XPAHEHHUS (APXUBHBIX KOPOOKaX,
narkax, CrenuaibHbIX QyTisipax, makerax, 00Kkcax).

97. Ilpu ecTeCTBEHHOM OCBEILIEHHH HAa OKHAX yCTaHAaBIMBAKOTCS CBETOPACCEUBATEIH,
PETYJSTOPHI CBETOBOTO MOTOKA, 3alTUTHBIC (DHIIBTPBI, IITOPHI, KATIO3U UIN OKpaIlIEHHBIC
CTEKJIa.

JInsi MUCKYCCTBEHHOTO OCBEILEHUS MPUMEHSIOT JaMIlbl HAaKAIMBaHUS B 3aKPBITHIX
miadoHax € TIAJKOW MOBEPXHOCTHIO. JIFOMMHECIEHTHBIE JaMIIbl HCHOJB3YIOTCS MpU
YCJIOBHH YPE3aHHOTO yJIbTPa(HUOIETOBOTO yYacTKa CIIEKTPa U3ITyUECHHUS.

98. B apxuBoXpaHUIHUIIAaX 00ECIEUnBAETCS CIEAYIOMNUN TeMIIepaTypHO-BIaXKHOCTHBIH
pEXKUM:

1) nns MOKYMEHTOB Ha OyMa)KHBIX HOCUTENSX WHpOpMamuu — TeMrmeparypa +17 —
+19°C, oTHOCUTEIBHAS BIAXKHOCTH BO3ayXxa 50-55 %;



2) nnsi JOKYMEHTOB HA YEPHO-OENbIX IUICHOYHBIX HOCUTENSX HHPOpMALUU —
temriepatypa +15°C, oTHOCUTENbHAS BIaXKHOCTH Bo3ayxa 40-55 %;

3) s TOKYMEHTOB Ha IBETHBIX MJICHOYHBIX HOCHTENSIX WH(OpMAIu — TeMIiepaTypa
+2 — +5°C, oTHOCUTENBbHAS BIAKHOCTH Bo3ayxa 40-55 %;

4) g TOKYMEHTOB Ha MarHUTHOM JICHTE U IUCKOBBIX HOCUTEIISIX — TeMIIeparypa oT +8
— 1o +18°C, oTHOCHTENbHAS BIAXHOCTh Bo3ayxa — 45-65 %;

5) Ay TOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSIX MH(popMaluu — temneparypa +15 —
+20°C, oTHOCHUTEIbHAS BIIAXKHOCTh Bo3ayXxa 50-65 %.

Jist obecrieueHrs ONTUMAIBHOTO TEMIEPAaTyPHO-BIAXXHOCTHOIO PEKHUMA XpPaHEHUS
JIOKYMEHTOB Ha 3JICKTPOHHBIX HOCHUTEJSIX, JIEKTPOHHBIX JOKYMEHTOB (JI€]1) B XpaHUJIUIIE
HEO00XO0JIMMO 00ECIIEYUTh COOIOJICHUE CIEAYIOUX TPEOOBaHUI:

JUTSI MATHATHOM JICHTBI ¥ IUCKOBBIX HOCUTENICH TeMITepaTypa BO3IyXa JOJDKHA OBIT OT
+8 mo +18 °C, oTHOCHUTENbHAS BIAKHOCTh BO3yXa JOJKHA MOIJIEPAKUBATHCS B THANa30HE
oT 45 1o 65 %;

JUIS1 ONTUYECKUX AUCKOB TEMIIEpaTypa He AOJDKHA peBbIiaTh +25 °C, OTHOCUTEIbHAS
BJIAYKHOCTH BO3/1yXa JOJKHA cocTaBsaTh 20-50 %);

JIJIsl CEpBEPHOTO 000PYI0BaHUs TEMIIepaTypa Bo3yXa J0JKHA ObITh OT +18 110 +24 °C,
OTHOCHTEJIbHAS BIAKHOCTH BO3/ayXa JHODKHA cocTaBisaTh 30-50 %.

CkopocTh U3BMEHEHUS BIAKHOCTH BO3/yXa HE JIOJKHA MPeBbIIaTh 6 % B yac.

ATtMocdepHoe 1aBlieHHEe JOJDKHO HaXOAUThCs B mipeaenax ot 84 go 107 klla.

99. B apXuBOXpaHWIMINAX C HEPETYIUPYEMBIM KIMMATOM OCYIIECTBIISIFOTCA
COOTBETCTBYIOIIME MEPOIPHUATHS MO ONTUMH3ALMNKA KIMMATUYECKUX YCIOBUN Ha OCHOBE
pPallMOHAIIBHOTO OTOIUIEHUSI 3JaHUSl OpraHUW3allMy, IPOBETPUBAHMS U  YBIIAKHEHUS
(ocymienus) Bo3ayxa B apXUBOXPAHWIHILAX.

100. TemmepaTypHO-BIa)KHOCTHBIM PEXUM B apXMBOXPAHWIMIIAX KOHTPOJIUPYETCS
MyTEM PETYJISPHOTO U3MEPEHUS MapaMEeTPOB TEMIEPATYPbl U OTHOCUTEIBLHON BIAXKHOCTH
BO3/lyXa Ha OCHOBAaHUU TIOKa3aHWUW COOTBETCTBYIOIIMX KOHTPOJIbHO-U3MEPUTEIBHBIX
pruOOpOB. B KOHIUITMOHUPYEMBIX TOMENICHUSIX U3MEPEHUE TapaMETPOB OCYIIECTBISETCS
JIBa pasza B HEJENIO, B IOMEIICHUSIX C HEPETYIUPYEMBIM KIIMMATOM — TPU Pa3a B HEAEIIO.

TeMneparypHO-BIaKHOCTHBII PEXUM XPAHEHUS JIOKYMEHTOB Ha BJIEKTPOHHBIX
HOCHUTENISAX, DJIEKTPOHHBIX JOKYMEHTOB (ZI€J1) B XPaHWIHUILE KOHTPOJHMPYETCS IMyTeM
PEryJIIPHOTO U3MEPEHUS TEMIEPATYPhI U ONIPEACICHUSI OTHOCUTEIIBHOM BJIaXKHOCTU B OJTHO
U TO XK€ BpEMS:

B KOHJAUITMOHUPYEMBIX MTOMEILICHUSIX — HE PeXe OJHOTO pa3a B HEJEIIO;

B XpPaHUJIMIIAX C HEPETYIUPYEMbIM KIMMATOM — JBa pa3a B HEJEINIO;

MIPU HAPYIICHUSX PEKUMA XPAHCHUS — OJIMH Pa3 B CYTKH.

KonTtponbHO-u3MepuTeabHbie TPUOOPHI (TEPMOMETPHI, TICUXPOMETPBI, TUTPOMETPHI)
pa3MeniaroT B TJIAaBHOM MPOXO0/I€ Ha CTEJUIAXKE BJATU OT OTOMUTEIbHBIX U BEHTHISIITUOHHBIX
cucteM. [lokazaHus U3MEpUTENBHBIX TPUOOPOB (TEPMOMETP, MICUXPOMETP) PUKCUPYIOTCS
B KypHaJIe PErucTpaiyy MOKa3aHWW KOHTPOJIbHO-U3MEPUTEIBHBIX MPUOOPOB COTIACHO
dhopme, yTBEpKAAEMOIN YIIOJTHOMOYEHHBIM OPTaHOM.

He nomyckaetcs pe3koe konebaHue TeMIepaTyphl ¥ BIQXKHOCTH B apXHUBOXPaHWIHIIAX.



101. B apxuBoxpaHuinuuiax oOecrneynmBaeTcs LUPKYJSLUUS BO3AyXa, UCKIOYAronas
oOpa3oBaHKe HEMPOBETPUBAEMBIX 30H, OMTACHBIX B CAHUTAPHO-OMOJOTHYECKOM OTHOILIEHUU
(MosiBNIEHUE TIECEHHU, HACEKOMBIX, TPHI3YHOB, IBLUIN).

OTKpBIBAIOIIKECS B TEIUIOE BpEMs rojia OKHA, a TaKKEe BEHTUJISIIIMOHHBIE OTBEPCTHS B
CTeHaX, MOTOJIKaX, MOJIaX ApXUBOXPAHUJIMUIN U HAPY>KHBIE OTBEPCTHUS BEHTHUJISIIMOHHBIX
CUCTEM OCHAILIAIOTCS CETKaMU € AUaMeTpoM siueek He 6oiee 0,5 MM.

B apxuBoxpaHuIMax He JOMyCKaloTcs MpeObIBaHUE B BEPXHEHW olexkKIe, MOKPOU U
IpsI3HON 00YBU, XpaHEHUE U UCTIOJIb30BaHKE MUILIEBBIX MPOAYKTOB.

102. He pexe ogHOro pasza B roji MpoBOJUTCS 00€CTbUIMBAHUE CTeIIaxel, mKkaQos,
MEPBUYHBIX CPEJICTB XpaHEHUS NOKYMEHTOB. [Ipu 3TOM MOJbI, IIMHTYCHI, TOJOKOHHUKH,
I[OKOJIHBIE YaCTU CTeJUIakel 00pabaThIiBalOTCs JABYXMPOIICHTHBIM BOJHBIM PacTBOPOM
dopmanuna. He pexke AByX pa3 B HENENIO B apXMBOXPAHUJIMILAX MPOBOIUTCS BIaKHAS
yOopKa.

103. JlBa pa3za B roa (o Hayana U IOCJIE OKOHYAHUS OTONUTEIBHOIO CE30HA)
JOKYMEHTHl  (BBIOOpDOYHO) apXUBOXpAHWIMIIA MOJBEPraloT  OOCIEIOBAHUIO IS
CBOEBPEMEHHOT'0 OOHAPY>KEHHS HACEKOMBIX U IJIECHEBBIX TPHUOOB.

[Ipn oOHapy>keHHUH OHOJOTHYECKHX BpEAWUTENCH NPUHUMAIOT CPOYHBIE MEPHI IO
Ae3uH(GEKIMA U JIE3UHCEKIIMH TOMEIICHUN CHUJIaMH CAaHUTAPHO-3MUIEMHOIOTHIECKON
CITY>KOBI.

104. JIokyMeHTbI IOCTOSIHHOI'O XPAaHEHUS! C BBISBJICHHBIMU (PU3NUYECKUMU JedeKTaMu
OCHOBBI (yTpaTta yacTeil JOKYMEHTa, pa3pbIBbl, OTCIOECHUE SMYJIBCUOHHOIO CJI0SI, TPELIUHBI,
L[ApaNKHbl) WIM TEKCTa PETUCTPUPYIOTCA B KypHalle (KapTOTEKe ydeTa) (U3NYECKOro
COCTOSIHUSI JJOKYMEHTOB. B naHHOM XypHasie (JaHHOW KapTouke yudera) (PUKCUPYIOTCS
BUIBI CHEIHATbHON 00paboTKM, HEOOXOAWMBbIE Ui BOCCTAHOBJICHHS JOKYMEHTOB
(pecraBpanus, ae3uHpeKIus, MUKpOPUIbMUpPOBaHHUE, (OTOpEcTaBpanus, KONUPOBAHUE,
MEePeBO] B DJEKTPOHHBIA (popmar), U yKa3bIBaIOTCSI KOHKPETHBIE MEPHI MO YIYYIIECHUIO
(U3MYECKOTO COCTOSIHUS TOKYMEHTOB.

105. Hemenniennoit nepenaue Ha 00paboTKy (Ae3uH(EKINI0, TE3UHCEKITUIO) MOJIeKAT

Aca, IOKYMCHTBI KOTOPBIX IMOPAKCHBI IINICCCHBIO 1 HACCKOMBIMH.
Ilaparpad 4. [lopsaaok BbIAa4H e, JOKYMEHTOB H3 aPXHBOXPAHUJIMIIL

106. lena, TOKYMEHTHI BBIIAIOTCA U3 aPXUBOXPAHMIIHILL:

1) nyst uconb30BaHus paOOTHUKAMU OpTaHU3AIlNH;

2) 1715t UICTIOJIb30BaHUS (PU3MYECKUMU JIMIIAMHU B YUTAJILHOM 3aJI€;

3) BO BpEMEHHOE T0JIb30BaHKE JAPYTHM OPTaHH3AIIUM;

4) nns cnenralbHOM 00pabOTKM JOKYMEHTOB C LIENbI0 YIYUYlIEHUsI UX (PU3UYECKOTO
COCTOSIHHSI.

107. Jena, AOKyMEHTBI BbIIAIOTCSI BO BPEMEHHOE MOJIb30BAHNUE U3 aPXUBOXPAHWIUIL Ha
CpOK, He boJiee:

1) onHOTO MecsiIa sl UCTIOJIb30BaHUsI PAOOTHUKAMU OpPTaHU3AlINY;

2) ogHOro Mecsla I UCII0Ib30BaHUS JOKYMEHTOB B UUTAJILHOM 3aJI€;

3) Tpex MecsleB BO BPEMEHHOE IIOJIb30BaHUE JJIA JPYTrMX OpraHu3auuid u

AKCIIOHUPOBAHUS JOKYMEHTOB.



108. IIpoasieHrEe yCTAaHOBJEHHBIX CPOKOB BBIIAUM [JI€]l, JOKYMEHTOB BO BPEMEHHOE
MOJIb30BAHUE JIOMYCKAETCSI B OCOOBIX CITydasx ¢ MUCbMEHHOTO pa3pelieHusl PyKOBOAUTES
OpraHu3allid MO M[HCbMEHHOMY MOATBEPKICHHUIO IIOJIb30BATENSI O COXPAHHOCTHU
JOKYMEHTOB.

109. Ha Hay4yHO-TEXHUYECKHE JOKYMEHTHI, MOJIEKAIIME MEPEJadye Ha MOCTOSIHHOE
XpaHeHue, cozfaercs (POHJ TOJIb30BaHUS HA AJIEKTPOHHBIX M MHBIX HOcUTensix. Mx
NOJJIMHHUKH U3 apPXUBOXPAHWIIUILL HE BBITAFOTCSI.

110. IIpaBooXpaHUTENBbHBIM OpraHaM, OpraHaM CyJa U IPOKypaTyphl Jeja, B TOM YHCIIe
U Ha BJIEKTPOHHBIX HOCUTENSX, DJIEKTPOHHBIE JTOKYMEHTHI (Jieja) BBIAAIOTCS B MOPSJIKE,
ONpEeJEICHHOM 3aKOHOAaTenbcTBOM PecryOinku Ka3zaxcras.

111. Beimaua nen, TOKYMEHTOB W3 apXWBOXPAHUIUIL OGOPMIISIETCS CIETYIOUUMHU
JOKyMEHTaMHU:

1) 3aka3zaMu Ha BbIIauy €N B YUTAIBHBIN 321 U paOOTHUKAM OpraHu3aluu no gopme,
YTBEPAKIAEMON YIIOJITHOMOYEHHBIM OPTraHOM,;

2) akTamMu O BbIJaye JeN, JOKYMEHTOB BO BpPEMEHHOE MOJb30BaHHE IO (opme,
YTBEP)KJIaeMOM  YIOJHOMOYEHHBIM OpraHoM, oQopMiIieMbIMH Ha oO0IIeM OJaHKe
OpraHu3allNy;

3) 3akazaMu Ha MPOBEAEHUE padOT MO KOMMPOBAHUIO U PECTaBpallii JOKYMEHTOB.

3aka3 apXWBHBIX JOKYMEHTOB (J€J1) MOXeT ocyulecTBisIThesl uepe3 HNC DA
MIOCPEACTBOM JIOTHHA U MAPOJIsi, B TOM YUCIE UCCIEA0BATENSM.

112. Beimaua nen, JOKYMEHTOB, B TOM YHCIIE 3JEKTPOHHBIX, U3 apXUBOXPAHWIHIIA
perucTpupyercst B KHUrax Bbijau qokymeHToB uiim B UC DA no dopme, yTBepKaaeMoit
YIIOJTHOMOYE€HHBIM OPraHOM.

113. HcnonHeHHbIE 3aKa3bl MCCIEAOBATENEH XPaHATCS B JIMYHBIX JI€JIax
uccren0Baresneil, Bce mpoyue — 10 MPOBEACHUS TPOBEPKU HAMYUS U COCTOSIHUS JIETT.

114. Beigaua nen, TOKYMEHTOB BO BPEMEHHOE IOJIb30BAHUE B JIPYTME OPTaHU3ALMHU
oopMIsieTCs aKTOM, KOTOPBIA COCTABIISIETCS B JBYX SK3EMIUISIpax, OJUH M3 KOTOPBIX
OCTAaeTCs B apXWBE OPraHU3alMH, APYroll BBIAAETCA MOJydaTesro. AKT MOINUCHIBAETCS
PYKOBOJUTENIEM OpTraHU3alllK, NEepeAarolleld Jena, U PYKOBOAUTEIEM OpraHu3alluu-
nonyuarensa. llociie Bo3BpaimieHWss Jed B JABYX OJK3EMIUISIpax akra JejaeTcs
COOTBETCTBYIOIIAs] OTMETKAa — OJIMH SK3EMIUISIP OCTAE€TCSd B OpraHU3ALMH-NOTydaTese,
Ipyroi XpaHuTtcs B aene GoHAa B apXUBE OpraHU3all|K, BbIJaBaBILIEH JOKYMEHTHI.

115. HampaBieHue JOKYMEHTOB Ha KOMUPOBAHHUE, PECTABPAIUIO, MEPEIIET
opopmisieTcs 3akazoMm. 3aka3 opopmiIIeTCs B apXuBe OpraHu3auuud no ¢opme akra o
BbIJ]aY€ JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE APYTO OpraHU3aLNH.

116. Ilepen Bblmauel pAen, AOKYMEHTOB U3 apXUBOXPAaHWIMINA TPOBEPAETCS
COOTBETCTBHE IMH(pa U 3ar0JI0BKA JieJa Ha 00JI0KKe MUdPyY U 3ar0JOBKY Jiejia B CBOHOU
onucu. I[lepen Bbiayell ¥ Mpu BO3BPAILEHUU JENI B apXMBOXPAHWIMILA MPOBEPSIOTCS
HyMEpalMs JINCTOB U COCTOSIHUE JOKYMEHTOB Ka)J0r0 BbIJAHHOTO Jela.

Kaxnoe BblmaBaemMoe W3 apXMBOXPAHWIMILA JEJI0 UMEET JIUCT HCIOJIb30BAaHUS IO
dbopme, yTBEpK1aeMON YIIOJTHOMOYEHHBIM OPTaHOM.



117. Ilpm BblOaYe W3 XpPaHWIWILIA JTOKYMEHTOB Ha DJJIEKTPOHHBIX HOCHUTEISX
OCYIIECTBIISIETCS TPOBEPKA IEIOCTHOCTH BCEX OOBEKTOB XPAHEHMS, COCTABISIOIINX
BbIJIaBAEMbII TOKYMEHT.

118. ITpu BbIAaue ena (AOKyMEHTOB) U3 apXUBOXPAHUIIMILA HA UX MECTO BKJIAJbIBAETCS
KapTa-3aMECTUTENh CAMHUIIBI XpaHeHHs] Mo (opme, yTBEp)KIaeMOl YHOTHOMOYEHHBIM
opranom. [Ipu Bo3BpalieHuu jena (JOKyMEHTa) B apXHUBOXPAHWINILE KapTa-3aMECTUTEIb
U3bIMACTCS.

119. CocrosiHne OOKYMEHTOB, BO3Bpalla€MbIX B apXUB OpPraHU3alUH IIOCIE
UCIIOJIb30BaHUs, IPOBEPSAETCS B IPUCYTCTBUH JIUIIA, BO3BPAIIAOIIETO UX.

[Ipu oOHapyXEHUH HEAOCTAYW JOKYMEHTOB WM OTIEIBHBIX JIUCTOB B HUX, & TAKKE
MOBPEXKACHUN J1eN paOOTHUK apXyBa OpraHU3allMu COOO0IIaeT 00 3TOM PYKOBOJICTBY IS
MIPUBJICYCHUS] BUHOBHOTO JIMIA K OTBETCTBEHHOCTH B TMOPSAKE, ONPEACICHHOM

3akoHozaarenbcTBOM Pecryonuku KaszaxcraH.
IMaparpad 5. Ilopsanok npoBeaeHUs HAJIUYUS U COCTOSIHUSI APXMBHBIX J1eJI, I0KYMEHTOB

120. TIpoBepka HanMM4Msi U COCTOSIHUS APXMBHBIX €N, TOKYMEHTOB IMPOBOIUTCS B
IJIAHOBOM MOPSJIKE OJIMH Pa3 B 5 JIET, 3JIEKTPOHHBIX JOKYMEHTOB (J1€J1) — OJJuH pa3 B 3 roja.

121. BHeouepeHble MPOBEPKU HATUYHSI U COCTOSIHUSA AEJI, JOKYMEHTOB IIPOBOJSTCS:

1) 7o u nocie nepemenieHus Ael, J0KyMEHTOB B JPyroe apXUBOXPaHWIULIE;

2) nepex nepenavyeil UX Ha XpaHEHUE B TOCYJIapCTBEHHBIN apxuB, Apxus [Ipe3unenrta
PecnyOmuku Kazaxcras;

3) nociie ype3BbIYaHHBIX CUTYAILIM, BEI3BABIIMX NEPEMEIICHNE (IBAKyalUIo) A€ WIn
JOCTYI B apXUBOXPAHWINIIA TOCTOPOHHHUX JIMILI;

4) npu cMeHe PyKOBOJIUTENS apXMBa OpraHu3aluu (JiMla, OTBETCTBEHHOTO 32 apXUB);

5) mpu peopranuzaiiy (JUKBUAAIMN) OPTaHU3AIUH.

122. B xoae npOBEPKU HAJIMYUSA U COCTOSIHUS IOKYMEHTOB OCYIIIECTBIISFOTCS:

1) ycraHoBiieHHEe (PaKTUUECKOTO HAIWYMS JOKYMEHTOB, HAXOSIIMXCS HAa XPaHEHUU B
apXVBE OpPraHu3aluy;

2) BBIABIICHHE U YCTPAHEHHE HEJIOCTATKOB B yUeTe JOKYMEHTOB;

3) BbISIBJIEHHE OTCYTCTBYIOIIUX JOKYMEHTOB U OpraHU3allusl UX PO3bICKA;

4) BBISBIEHUE W YYET JOKYMEHTOB, TPEOYIOIIMX pECTaBpall, KOHCEpBALMU U
poduIaKTHIECKOH 00pabOTKH.

123. 1o Havana pabOTHI 110 MPOBEPKE HATMYUS U COCTOSIHUS JJOKYMEHTAIIMH N3Y4ar0TCS
JOKYMEHTBI TPEABIAYIIUX MPOBEPOK.

B xozxe mpoBepkH Haau4Msl M COCTOSIHUS JOKYMEHTOB MPOBEPSIOTCS MPaBUIBHOCTH
HyMEpaLHH el B KaXKJ0M OMUCH JIeNl JOKYMEHTOB, COOTBETCTBHE HyMEPALIMH 3ar0JIOBKOB
JIEJT UTOTOBBIM 3aMKCSIM B OMUCSX JI€1 IOKYMEHTOB M YYETHBIM JIOKYMEHTaM.

[IpoBonuTCa CBepKa ONUCATENBHBIX CTAaTe pas3jena OmucH JeN JOKYMEHTOB C
CollepKaHMEM  pPEKBU3UTOB  Ha  OOMokkax  jgen  (mudpoB,  HaMMEHOBaHUS
donmooOpazoBarenss W €ro CTPYKTYPHBIX MOJApa3IeiIeHU, IeIO0MPOU3BOJCTBEHHBIX
WHJEKCOB JI€J1, 3ar0JIOBKOB JI€JI, AaT €], KOJINYECTBA JINCTOB).

Jlena ¢ 0cob0 IEHHBIMU JOKYMEHTaMH, HECOPOIIIOPOBAaHHBIE J€jla MPOBEPSIOTCA
NOJIMCTHO. VITOru npoBepku PUKCUPYIOTCS B TUCTaX-3aBEPUTENSIX JE.



124. EnuHOBpEeMEHHBIE MPOBEPKU HAIMUYUS U COCTOSIHMSI DJIEKTPOHHBIX HOCUTENEH
MIPOBOJIATCS:

NIOCJIE MTEPEMENIEHUS AIEKTPOHHBIX HOCUTENEH apXUBa B APYroe XpaHWINLIE;

ITOCJIE YPE3BbIYANHBIX POUCIIECTBUM;

IIPY CMEHE PYKOBOJUTEINS apXuBa (JIMLa, OTBETCTBEHHOIO 3@ TOCYAAPCTBEHHBIN yUeT U
apXUBOXPAHWINLIE).

125. ITpu nmpoBepke ayJMOBU3yaJIbHOU JOKYMEHTAIIMU CBEPSIETCS ONMCATENbHAs CTaThs
C HAJIUCBIO HA DJTUKETKE KUHO-, (OHO-, BHUIEONOKyMEHTOB. IIpu HecooTBeTCTBUU
CBEJCHUI OMMCATEIbHAs CTAThs CBEPSIETCS C HAJIMUCIMU Ha PaKOpE TOKYMEHTA.

126. IlpoBepka HamWyusi 4YepTEkKEW OCYILIECTBISIETCA IMOJKMCTHO, CBEpSAeTCs
HAaUMEHOBAHME PEKBU3UTOB CHCIIM(PHUKAIINHI WU BHYTPEHHEN OMKCH C Ha3BAHUEM KaXKIOTO
JIUCTA YepTexka, BXOIAIIEr0 B COCTaB MPOEKTa (pa3paboTKH).

127. I1pu npoBepKe HaTUUUS U COCTOSTHUS TOKYMEHTOB HEOOXOIUMO:

1) coxpaHsaTh MOPSIOK PACHOJIOKEHHUS JTOKYMEHTOB Ha CTeJIakax M B MEPBUYHBIX
CpEICTBAaX XpaHEHHUS,;

2) NoakjIaabIBaTh Ha CBOM MecTa OOHapy’>KEHHbIE BO BpEMs MPOBEPKU HENPaBUIBHO
MO/IJIOKEHHBIE JIENIa U JOKYMEHTHI;

3) u3bIMaTh Jena, 3arojJOBKM KOTOPBIX HE BHECEHBI B Pa3feibl COOTBETCTBYIOLIUX
ONMCEN JeN, TOKYMEHTOB;

4) u3pIMaTh U U30JIMPOBATH JIea U JOKYMEHTBI, 3apaKEHHbIE MJIECEHbIO WIIN IPYTUMHU
OMOJOTrMYECKUMH BPEAUTEISIMU;

5) BBISIBIISATH JOKYMEHTBI, UMEIOIIHE Pu3ndeckue neheKThl.

128. TloMeTbl WM 3alKucH B XOJI€ MPOBEPKU B OMHUCAX AEN, JOKYMEHTOB M JPYTIUX
YYETHBIX TOKYMEHTAX HE MPOU3BOJSTCS.

129. lena Ha GymMa>XHOM HOCHTEJIE, BbIJaHHbIE PpAOOTHUKAM OpraHu3alii B YUTAIbHBIN
3] © BpEMEHHOE MOJIb30BAaHUE JPYTUM OpraHU3alusaM, MPOBEPSIIOTCA MO KHUTAM U aKTaM
BBIJIAUM JI€] U CYUTAIOTCS UMEIOUIMMUCS B HAJTUYHH.

130. B xoze MpOBEpPKH COCTABISETCSA JUCT MPOBEPKU HAIUYUS M COCTOSHHS eIl
JOKYMEHTOB B apXUBHOM (poHze 1o ¢opMe, YTBEPKIaeMOM YyIOJTHOMOYEHHBIM OPIaHOM.
JIMCTBI MPOBEPKH HYMEPYIOTCS IO MOPSAKY HOMEPOB B Npelenax KaKIoro apXWBHOIO
(doHAa U TOANUCHIBAIOTCS UCIIOTHUTEIIEM.

[Tocne okoHYaHMSI TPOBEPKHU apXUBHOTO (POHAA JIMCTHI MPOBEPKHU BKIHOYAIOTCS B JEJI0
JTAHHOT'O apXUBHOTO (poHA.

B ciyuae oOHapy>XeHHs B X0/i€ IPOBEPKH HAIMYUSA U COCTOSIHUA JI€]T HEJOCTAaTKOB, HE
NPeyCMOTPEHHBIX TpadaMu JUCTA MPOBEPKH, B JIUCT BBOISATCS JOMOJHUTEIbHBIE TPA]BHI.
Ecnu B pesynbTare MpoOBEpKH HENOCTATKOB HE OOHApY>KEHO, JHCT MPOBEPKH B JAEIO
apXUBHOTO (POHJA HE BKIIFOUAETCSI.

131. Ha ocHOBaHMM JKCTa (JIUCTOB) MPOBEPKH COCTABIISIETCS aKT MPOBEPKU HATUUMS U
COCTOSIHUSI apPXUBHBIX IOKYMEHTOB 1O (hopMe, YTBEPKIAEMOM YIIOJIHOMOUYEHHBIM OPTaHOM.

132. [To oxkOHYaHUM TPOBEPKHU HAIMYHUS U COCTOSHUSI apXUBHBIX JOKYMEHTOB B KOHIIE
OMKCH JIeJl TOKYMEHTOB (KHUTM y4eTa U OMUCcaHus) TpoCcTaBisatoTes 3anuch "[Ipoepeno”,
JaTa, TOJKHOCTh M MOJIUCH JULA, IPOU3BOJUBILIETO TPOBEPKY.



B cnydae oOHapy:XeHUsI B UTOTOBOM 3alKCHU OMUCH Jie]l JOKYMEHTOB (KHUTHU y4eTa U
OTHCaHMs) HEYUYTEHHBIX JINTEPHBIX W MPOIMYIICHHBIX MOPSIKOBBIX HOMEPOB, BHIOBIBIITNX B
COOTBETCTBUM C YCTAHOBJICHHBIM TMOPSAKOM €AWHUIl XPAHEHMs, WTOroBas 3alllCh
IIEPECOCTABIISIETCSL.

133. Ha Bce OTCyTCTBYyIOIIME E€IUHULBI XPAHECHHS B XOJAE IPOBEPKH HAIUYMUA U
COCTOSIHUSI apXMBHBIX JOKYMEHTOB COCTAaBISIIOTCS KapTOUKH ydeTa HEOOHApyKEHHBIX
apXMBHBIX JIOKYMEHTOB IO (popMe, YTBEPKIAEMOIN YIIOTHOMOYEHHBIM OPTaHOM.

Benenne kapTtoTeku HEOOHAPYKEHHBIX APXUBHBIX JOKYMEHTOB OCYIIECTBIISICTCS
LEHTPAJIN30BAHHO.

134. Ecnu mpoBepkoil HaldWuusi M COCTOSHHUA JAell oOHapyKXeHa HejocTada Jell,
JIOKYMEHTOB, 3JIEKTPOHHBIX TOKYMEHTOB (€J1), OpPraHU3yeTCs UX PO3BICK.

[Ipu po3bicke HEOOHAPYKEHHBIX /1], TOKYMEHTOB OCYIIECTBIISIOTCS:

1) u3yuenue onucel, Mo KOTOPBIM Jiea, TOKYMEHTHI U3 CTPYKTYPHOTO MOApa3ieNeHus
MepeaBAINCh B ApXHUB OpTraHU3allny;

2) opraHuzanus po3biCKa HEOOHAPYKEHHBIX MPH MPOBEpPKE Jei, JTOKYMEHTOB,
AIIEKTPOHHBIX JOKYMEHTOB (JIeJ1) B COOTBETCTBYIOIIUX CTPYKTYPHBIX IOJPA3CICHUSIX
OpraHu3alli, B IESITEILHOCTH KOTOPBIX OHU 00pa30BaHbI;

3) u3yueHUEe YUYETHBIX JOKYMEHTOB MO BbIJaYe /I, TOKYMEHTOB U3 ApXHUBOXPaHUIIUIIA,;

4) uzyyeHue B Jeie apXWMBHOro ()OHAA AKTOB O BBIIEIECHUU JTIOKYMEHTOB (Ien),
AJIIEKTPOHHBIX IOKYMEHTOB (J1€J1) K YHUUTOXECHUIO;

5) mpoBepka e, HaXOASIINXCS PSAJIOM apXUBHBIX (DOHIIOB.

Po3bick TIpOBOUTCS B TEUEHHUE roja Mociie OOHApyKEHHUS HEJO0CTaud JTOKYMEHTOB
(mem), SMEKTPOHHBIX JOKYMEHTOB (JI€).

135. Hailinennble B WTOre poO3bICKA Ji€Jla, DJJICKTPOHHBIE JOKYMEHTHI (J1eJia)
BO3BpAIIAIOTCSl HA MECTA, & B COOTBETCTBYIOIIEH KapTOUKe ydeTa HEOOHAPYKEHHBIX JeJ
JiefaeTcss OTMETKa 00 O0HApYKEHUU C YKa3aHUEM JaThl U TMOAMUCH PYKOBOJIUTEIS apXUBa
opraHu3aluu (Juia, OTBETCTBEHHOTO 3a apXWUB OpraHU3aIuu).

136. [lena, B TOM 4uCJE IEKTPOHHbIE, IPUYUHA OTCYTCTBUSI KOTOPBIX MOJATBEPKICHA
JOKYMEHTAJIBHO, UCKIIFOYAKOTCS M3 ONMCEW, B TOM YHUCJIE OINKCEN JJIEKTPOHHBIX Jeil. B
COOTBETCTBYIOIIMX KapTOUKaX YyKa3bIBAlOTCS JaThl W HOMEpa akKTOB, B KOTOPBIX
MOJTBEPKAAETCS OTCYTCTBUE JI€J1a, COCTABIISIOTCA CIIPABKU O MPOBEACHNUH po3bIcKa. [locre
paccMoTpeHust pe3yabTaToB po3bicka Ha 3acenanun [IOK (OK) u yrBepxkaeHus ee penieHus
PYKOBOJUTENIEM OpPTaHU3alMU HEOOHAPYKEHHbIEC JOKYMEHThI CHUMAIOTCS C yUeTa.

137. TlpoBepka HaaW4usi U COCTOSIHUS €], B TOM YHCJIE DJIEKTPOHHBIX, CUUTACTCS
3aBEPIICHHOM TOCJIE€ BHECEHUsS W3MEHEHWM, BBISBICHHBIX IPOBEPKOW, B YYETHBIC
JOKyMEHTBI TMPOBEPSEMOTO apXUBHOTO (OHIA W MPEACTaBICHUS COOTBETCTBYIOIIUX
CBEJICHUI O Jie1axX MOCTOSTHHOTO XpaHEHHUs B TOCYIapCTBEHHBIN apxuB, ApxuB [Ipe3uaenra
Pecnybmuku Kazaxcran jyisi BHECEHUS W3MEHEHMM B YTBEP)KICHHBIE OMNUCH JIe]

AOKYMCHTOB IMTOCTOSAHHOI'O XpaHCHMUS.
ITaparpad 6. Ilopsnok onpenesieHns: (POHAOBOI MPHHANIEKHOCTH JOKYMEHTOB M 00pa3oBaHue (3aKpbITHE)
apXMBHOIO (poHIA



138. JIOKyMEHTBI, B TOM YHUCIJIE€ JIEKTPOHHBIE, NIEPEIAHHbIC HA XPAHCHUE B apXUB
OpraHM3aIliM, COCTABISAIOT APXUBHBIN (OH] OpraHu3alNH.

139. Bunamu apxuBHOTO (POHA SBISIOTCS:

1) apxuBHBIM (OHA OpraHW3alUu, COCTOSALIMHA W3 JIOKYMEHTOB, B TOM YHCIIE
AJNIEKTPOHHBIX, 00pa30BaBIIMXCA B MPOLIECCE €€ NEATEIbHOCTH;

2) 0ObeAVHEHHBIN apXUBHBIA (POHJ, CPOPMUPOBAHHBIA U3 JOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, BYX U 00Jiee OpraHu3alMii, UMEBIIUX MEXAY cOO0N MCTOPUYECKU W/WIH
JIOTUYECKH OOYCIIOBJIEHHBIE CBSI3U (OJHOPOJHOCTh U IMPEEMCTBEHHOCTh JAESTEIBHOCTH,
NOJYMHEHHOCTb, €IUHCTBO OOBEKTa U BPEMEHM JEATEIbHOCTH, MECTOHAXOXKICHUS U
IpyTHE).

140. Ompenenenve QOHIOBONW NPUHAMAICIKHOCTH JTOKYMEHTOB, B TOM YHCIE
ANIEKTPOHHBIX, OPraHU3alMi 3aKJII0YaeTCd B OTHECEHUU MX K KOHKPETHOMY apXHBHOMY

dhoHmy.
141. Tlpu onpenencHuu GOHAOBOKW NPUHAIICIKHOCTH JOKYMEHTOB, OpraHU3AIMH
YYHUTHIBAFOTCS:

1) BXogsiue TOKyMEHTbI OTHOCATCS. K apXUBHOMY (POHTy TOW OpraHM3alliu, KOTopas
ux noiyunsa ((poHAOBASI MPUHAIIEKHOCTh YKAa3aHHBIX JOKYMEHTOB OIpPEAENSIETCS IO
TaKUM PEKBU3HMTAM, KaK aJpecar, OTMETKAa O MOCTYIUIEHMH TOKYMEHTa B OpraHU3alMIO,
pe30MdIoNKMsA, OTMETKAa 00 HMCIOJHEHUH JOKYMEHTa M HAalpaBJICHHH €ro B Jel0, TEKCT
JIOKyMEHTA);

2) OTIIyCKH UCXOASIINX JOKYMEHTOB OTHOCSITCS K apXUBHOMY (POHIY TOM OpraHU3aui,
KOTOpas SIBJSIETCSl UX aBTOPOM (UX (POHII0Basi MPUHAJJIEKHOCTh ONPEENIETCA 0 TaKUM
PEKBU3UTaM, KaK OJAIHUCH, TEKCT JTOKYMEHTA, a TAKXKE JIeJIONPOU3BOICTBEHHBIM ITOMETKAM
Ha OTIyCKaX JOKYMEHTOB);

3) BHyTpEHHHE JOKYMEHTBI OTHOCATCS K apXUBHOMY (DOHIY TOM OpraHu3aiiu, KOTopas
ABISIETCST WX aBTOpoM (uMx (HOHAOBAs NTPUHAMICKHOCTh OINPEAEISIETCS IO TaKUM
pEKBU3UTaM, KaK O(pUIIMaTbHOE HAMMEHOBAHUE OPraHU3ALNH, TOANUCH, TEKCT JOKYMEHTA,
PE30ITIOLIHS ).

142. lena, B TOM 4uCI€ 3JIEKTPOHHBIE, KOTOPBIE BEIUCH IMOCIEIOBATEIBLHO B JBYX
OpraHu3alMsIX, BKIIOYAIOTCS B apXUBHBIN (POHM TOM OpraHU3allliM, B KOTOPOW OHU ObUIH
3aBEPILEHBI IETOMPOU3BOICTBOM.

143. Enunbliil apXuBHbBIN (POH/ COCTABISIOT JOKYMEHTHI:

1) opranuzamuu 10 ¥ TOCie €€ peopraHuzanuu (mpeodpa3zoBaHus), €CIM OHA HE
MOBJIEKJIa 32 COO0M KOPEHHOTO U3MEHEHUS €€ A TENbHOCTH;

2) opraHu3aluM, TOMEHSBIIEH TOCYJapCTBEHHYIO (opMy COOCTBEHHOCTH Ha
HEroCyJIapCTBEHHYIO, HO B YCTaBHOM KalluTalle KOTOPOM MMeeTcsl mpeobiagaronias 10
roCy1apCTBEHHOM COOCTBEHHOCTH;

3) opranuzaiyu, BpeMEHHO IPEKPATUBIICH CBOIO IEATEIbHOCTh U BOCCTAHOBJIEHHOM C
TEMH K€ 33aJlayaMu U QyHKLIUSIMU;

4) opraHu3zanuu U KOHCYJIbTaTUBHO-COBEIIATENIbHBIX OPTaHOB, CO3JaHHBIX IIPH HEH;

5) opranuzanuu U €e TMKBUIALMOHHON (KOHKYPCHON) KOMUCCHUHU.



144. JlokyMEHTBI JOUYEPHUX OpraHU3aLMI COCTABIIAIOT OTJEJIbHbIE ApDXUBHBIE (DOHJIBI OT
JOKYMEHTOB MX OCHOBHBIX OpTaHU3aLAMN.

145. JlokyMeHTBbl OOIIECTBEHHBIX OOBeAMHEHUH (MPO(COIO3HOM, CIOPTUBHON U
OPYruX), CYLIECTBYIOIIME MpU OpraHU3allid C MOMEHTAa PErucTpaludd 3TOro
OOILIECTBEHHOTO OOBEIMHEHUS B COOTBETCTBMM C 3aKOHOAATENbCTBOM PecmyOnuku
Kazaxcran 00 oOLIECTBEHHBIX O0bEIMHEHUSX, IPU UX MTOCTYIUIEHUH HA XpAaHEHUE B apXUB
OpraHM3alMM COCTABJISIIOT CaMOCTOSITENIbHBIN apXUBHBIM (POHJ WM NPUCOEIUHSIOTCA K
apxXxuBHOMY (DOHly OpTraHu3alnU, 00pa3yst 0ObEJUHEHHBIN apXUBHBIA (HOHI.

146. O0benuHeHHBIH apXWUBHBIA (poHA (opMUpYyeTCs M3 apXUBHBIX JOKYMEHTOB,
ANEKTPOHHBIX APXUBHBIX JOKYMEHTOB:

1) opranuzaruii, OTHOPOAHBIX IO IIEIEBOMY HAa3HAYEHUIO U (PYHKIIUSIM, TEHCTBYIOINUX
Ha OIIPEACIEHHON TEPPUTOPUH;

2) pyKOBOJSLIET0 OpraHa M NOJYMHEHHBIX €My OpraHu3alui, AEHCTBYIOIIUX Ha

OIIPEEIICHHONW TEPPUTOPUH;

3) opranusanuii, 00b€JMHEHHBIX 0OBEKTOM JIEATEIBHOCTH;

4) opranu3anuu 1 oOLECTBEHHBIX OpraHu3anuil (mpodcor3Hoi, HAyYHO-TEXHUYECKOI
U ApYroi), 4ieHaMy KOTOPOH SIBJIIIOTCS paOOTHUKU ATOM OpraHu3aliy;

5) mnocnenoBaTeNbHO CMEHSBIIMX JpYyr Jpyra OpraHu3aluuid, eciu (yHKIHH
MPEAUIECTBEHHUKOB IIOJHOCTBIO WJIM YacTHYHO IIEPENAaBAIMCh W TEPENAIOTCA HX
IIpeeMHUKaM, a Takke (popMHUpOBaHUE €]l KOTOPHIX IPOUCXOAMUIIO B BUJI€ HETIPEPHIBHOTO
IIpoLecca, IPUBEALIEr0 K CO3JaHHUIO0 CBJA3aHHOIO KOMIUIEKCAa JOKYMEHTOB, HeE
IO AAIOLLIEr0Cs Pa3eICHUIO.

HanmenoBanus opraHu3anivii, JTOKYMEHTBI KOTOPHIX BOIUIM B OOBEIMHEHHBIM
apXuBHBIN (DOH, MPUBOJATCS B YUETHBIX TOKYMEHTaX.

Co3nanre OOBEIUHEHHOTO AapXMBHOTO (OHJAa OCYUIECTBISIETCS MPU  YCIOBUHU
HEJENMMOCTU JOKYMEHTOB (JOHJIOB, BOIIEIIIUX B €r0 COCTaB.

147. Kaxaomy apxXxuBHOMY (OHIY, MOCTyNMBLUIEMY B BEJIOMCTBEHHBI AapXUB,
INpHUCBaMBAaIOTCS Ha3BaHMe M HoMmep. HasBanue apxuBHOrO (HOHIA COOTBETCTBYET
opuImaibHOMY Ha3BaHUIO (oHIO00OpazoBaTeNsi € yKa3aHUEM €ro OpraHu3alioOHHO-
MpaBoOBOl  (OpPMBI, TOAYMHEHHOCTH, BCEX IMEPEUMEHOBAHUNA B XPOHOJOTHYECKOM
ITOCJIEAOBATEIBHOCTH, a TAKKE MECTOHAXOXKICHUS.

148. B HazBaHuu apXxuBHOTO (POH/Ia YKA3bIBAIOTCS €r0 XPOHOJIOTUYECKHUE TPAHULIBI.

149. IlepenmeHoBaHNE UIW U3MEHEHUE aIMUHUCTPATUBHBIX I'paHull MO He sBisArOTCSA
OCHOBAaHHMEM IS CO3/aHMUSI HOBBIX apXMBHBIX (DOHIOB M3 apXUBHBIX JOKYMEHTOB,
coorBeTcTByronmx MHMO wu [apyrux opraHu3anuii, pacrojOKEHHBIX Ha JaHHOM
TEPPUTOPUH.

150. Ilpu peopranusanuu OpraHu3aly HOBbIE apXUBHBIE (POHIBI CO3AIOTCS B CIIyUasix:

1) u3mMeHeHus mpeAMeTa IeATeIbHOCTH OPTaHU3al1u;

2) usmeHeHus (popmMbl COOCTBEHHOCTH OpPTraHU3aIUH.

JIOKyMEHTBI, DJIEKTPOHHBIE JOKYMEHTHI JINKBUIUPOBAHHOW OPraHU3allMU COCTABIISIOT
OT/ICJIbHBIA apXUBHBINA (POH/I.

151. He siBnsit0TCS OCHOBAHUSIMU JJIs1 CO3/IAHUS HOBOTO apXUBHOTO (hOHA:



1) mepeuMeHOBaHUE WJIM U3MEHEHUE aJIMUHHCTPATUBHO-TEPPUTOPHUAIIBHBIX T'PAHMIIL
NEeATENHPHOCTH WU (QYHKIIUNA OpTraHU3AIINH;

2) BBIJCIICHHE W3 OpPraHu3allii OJHOM WM HECKOJbKUX HOBBIX OpPTraHU3alUil C
nepeaadeil UM OTAEIbHBIX (DYHKIMI NepBOW OpraHu3alyy;

3) cmena yupeauTens (ei) opraHm3anuu 0e3 W3MEHEHHS (HOPMBI COOCTBEHHOCTH
UMYIIIECTBA 3TON OpraHU3alluu;

4) peopranuzanusi  (CIUSIHUE, TPHUCOCIMHEHUE, pa3lieJICHUEe, BbIICIICHUE,
npeoOpa3oBaHUEC) OPraHU3AIINH;

5) mepexon opraHu3alliyd U3 PecryOIMKaHCKONH COOCTBEHHOCTH B KOMMYHAJIbHYIO U
Ha00OPOT.

152. XpoHOoIOrn4ecKuMU TpaHUIlaMH apXUBHOTO (OH/IA SBISIOTCS:

1) ycranaBnuBaeMble Ha OCHOBE MPABOBBIX aKTOB O(HUIIMATBHBIE 1aThl UX 00pa30BaHuUs
(peructpanyu) W JUKBUJIALUU — JJII apXUBHOTO (PoHIa opraHu3anuu (Ipu HaIUYUU
HECKOJBKHX IPABOBBIX aKTOB 3a JaTy OOpa30BaHWs OpraHU3alMh NpPUHUMAETCs JaTa
HanboJiee paHHETO U3 HUX);

2) nmatel oOpa3oBaHuUs (perucTpaiuu) Haubosiee paHHEH W JTUKBUAAIMM Hanbosee
MO3JIHEN 110 BPEMEHU JEATEIbHOCTH OpraHU3aluil, JOKyMEHTbI KOTOPBIX BOIILIA B COCTaB
00BEMHEHHOT0 apXUBHOTO (pOHA, — ISl O0BEAMHEHHOTO ApXUBHOTO (OHA.

Haparpad 7. llopsaok opranu3anuu J0KyYMEHTOB B Ipeaeiax apXuBHOro (ponaa

153. B mpeaenax apxuBHOTO (OHIa YUYETHOM M KIAaCCU(PUKAIIMOHHOW €IUHUIICH
SBJISIETCS €IMHUIA XPAHCHUS.

154. EnvHunieil XxpaHeHUs] apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE SIBJIETCS
hi (23 (0

155. EqununaMu XpaHeHus ay AMOBU3YaJIbHbIX JOKYMEHTOB SIBJISIFOTCSL:

1) my1st KUHOAOKYMEHTOB — (PM3MYECKU 000COOIECHHBIN PYJIOH KUHOTIJICHKY;

2) nnst poTOMOKYMEHTOB — (pu3nyecku 000COOICHHBIN Kaap (HEeraTuB, AyOIb-HETaTHB,
MO3WUTUB, ClaWj (IMaro3uTuB)), PYJIOoH nuadumibma, (oroormneyaTox, G(oTOATHOOM,
JUCKOBBIN HOCUTEND U (PU3UYECKU 000COOTIEHHBIE KaIpbl MTAHOPAMHOUN ChEMKHU;

3) nns GOHOAOKYMEHTOB — (hU3WYECKH OOOCOOJICHHBIM PYJIOH MArHUTHOM JICHTHI,
JTUCKOBBIN HOCUTEND U (PU3UUECKU 000CO0IEHHAs ay/IMOKaCCeTa;

4) nnsi BUIEOJOKYMEHTOB — (M3MUECKH 000COOJIEHHas BUIEOKacceTa, (U3MUEeCKU
000COOJIEHHBIN TUCKOBBIM HOCUTEIT.

Enununamu ydera ay1MoBH3yalIbHBIX IOKYMEHTOB SIBIISTFOTCSI:

1) nnst KHHOIOKYMEHTOB — YacTh €WHUIIBI XPAaHEHUS], OJJHA WU HECKOJbKO €IUHUIL
XPaHEHHMsI, OTHOCSIIMXCSA K KHHOMPOU3BEACHUIO WM ChEMKE ONPEACICHHOTO COOBITHUS;

2) nist GOTOAOKYMEHTOB — YacTh €WHUIIBI XPAHEHUS, OJIHA UM HECKOJIbKO €IWHHUII
XpaHEeHUs, 0TOOPAKAIOIINX OJTHO COOBITHE, 00BEAMHEHHBIX CMBICJIIOBBIM COJICPKAHUEM;

3) 115t POHOAOKYMEHTOB — OJTHA UJTU HECKOJIBKO €IMHUIL XPAHEHUSI C 3BYKOBOM 3aITUCHIO
OTIPENICTICHHOTO COOBITHS, OJHOTO WM HECKOJbKHUX OOBEAMHEHHBIX IO aBTOPCKOMY,
HCIIOJTHUTEIIbCKOMY, TEeMATHUYECKOMY M JIPYTUM TpU3HAKaM MPOU3BEICHUN JIUTEpaTyphl U
HCKYCCTBa;



4) nas BUACOJIOKYMEHTOB — YacTh €AMHUIBI XPAHEHUSI, OHA WJIM HECKOJIbKO €IMHMUII
XpaHEHUS C 3alHChI0 OMPEIEICHHOIO COOBITHSA, OJTHOTO MU HECKOJIBKUX O00bEeINHEHHBIX
10 aBTOPCKOMY, UCIIOJIHUTEICKOMY, TEMaTUYECKOMY U IPYTUM IIPU3HAKaM [MPOU3BEICHUN
JUTEPATYPBI U UCKYCCTBA.

156. 3a enuHuIly XpaHEHUS SJICKTPOHHOTO JOKYMEHTa MpUHUMAeTcs (HU3UUECKU
000COONIEHHBIM HOCUTENb (KECTKUM JUCK, KOMIAKT-AMCK M JIpyTM€ COBPEMEHHbIC
HOCHTEIIN) C COMPOBOIUTENHHOM TOKYMEHTALIUEH.

157. 3a equHuLly y4yera 3JIEKTPOHHBIX JOKYMEHTOB MPUHUMAKOTCS €AMHUIIA XPAHEHUS
WIKM KOMIUIEKT €IMHMII XpPaHEHUS C 3aluchio ¢aiina Wik HECKOJIbKUX (ailyioB,
COCTaBIISIIOIINX EIUHBIA MPOrPaMMHO-MH(POPMAIIMOHHBIN OOBEKT (TEKCT, THIEPTEKCT,
MYyJbTUMEIUNHBIN O00BEKT, 0Oa3a MaHHBIX, OaHK JaHHBIX, Oa3a 3HAHUM), a TaK¥ke
CONPOBOAMTEINIbHAS TOKYMEHTALUS.

158. EnuHunel xpaHeHuss B OObEIMHEHHOM apXMBHOM (DoHIE pacmoiararorcs Io
3HaYUMoOCTH (OHJI000pa3oBaTeeii, XPOHOJOTUU UX CO3JaHUs, an(aBuUTy Ha3BaHui. B
npenenax Kakaoro apXMBHOTO (DOH/AA, BOLIEIIIETO B OOBbEIMHEHHBIM apXWBHBIN (OHL,
INPUMEHSIOTCSL Pa3Hble CXEMbl CHCTEMaTH3allid, BbBIOOP KOTOPBIX OINpEAEseTCs
XapaKTEpOM JEeSATENbHOCTH KOHKPETHBIX OpraHu3aluid, COCTaBOM M OOBEMOB HX
JOKYMEHTOB.

159. HayuHo-TexHu4ecKasi TIOKyMEHTAIUs pacloJiaraeTcs BHyTpU apXUBHOTO (hOH/1a MO
BUJaM (IpOEKTHAsi, KOHCTPYKTOPCKas, TEXHOJOrHMYECKasl, HAay4YHO-HCCIIETOBATENbCKas,
MaTEHTHAs JJOKyMEHTAIIHS).

160. IIpoekTHass AOKYMEHTAaLMs pACIOJAraercss MO INPEeAMETHO-TEMAaTUYECKOMY,
XPOHOJIOTHYECKOMY WJTU TeorpapuuecKkoMy KilacCu(UKalMOHHBIM ITPU3HAKaM.

[IpoekTHass JOKyMEHTAIUs TOIpa3eisieTCsl Ha CIEYOUIUE TPYIIbL:

1) o >KUJIMIIHO-TPAXKITaHCKOMY CTPOUTEIBCTBY;

2) 1O IPOMBIIIVIEHHOMY CTPOUTENbCTBY;

3) 1o CeNbCKOXO039iCTBEHHOMY CTPOUTEILCTBY;

4) 1o 3HEPreTUYeCKOMy M BOJOXO035HCTBEHHOMY CTPOUTEILCTRY;

5) IO TPaHCTIOPTHOMY CTPOUTENILCTRY.

JlomyckaeTcs 1eJieHue Tpynn Ha HOATPYIIIbL.

JIOKyMEHTBl ~ MPOEKTHBIX CTaguil  pacrojaratoTcsi B MOCIEI0BATEIbHOCTH
MIPOEKTUPOBAHHUSI.

TunoBble MPOEKTHI CUCTEMATU3UPYIOTCS IO HOMEPaM CEpUH.

161. KoHcTpyKTOpcKas TOKyMEHTalusi pacrojlaraercsi Mo BHIaM pa3padOTOK,
XPOHOJIOTUM WM HOMEpaM KOHKPETHBIX pa3paboTOK, BHYTPU pa3pabOTKH — MO y3JaM
COTJIaCHO CTIeTIM(PUKAIINH.

KoHncTpykTopckast TOKyMeHTalus Ha MOJIM(UIIMPOBAHHOE M3JEIUE pacojlaraercs
MocJie JOKyMEHTaluu Ha 6a30Boe U3/ielue.

JIOKyMEHTBI TIO UCTIBITAHUSM U3JIETNI PacIoaraloTcs o XpOHOJIOTUH, a B Mpeeiax
roJia — o Ha3HAYEHUIO0 TEXHUKH, PETUCTPALIMOHHBIM HOMEpaM.

162.  Texuonoruueckass  JOKYMEHTAIMs  CHUCTEMATU3UPYETCS  COTJIACHO
TEXHOJIOTUYECKOMY MPOLIECCY.



163. HayuHo-uccnenoBatenbekas JOKyMEHTALMS pa3MenaeTcs M0 XpOHOJIOTHYECKOMY
NPUHLUIY, B MpEAeNax roja — MO0 HOMEPAM TEM, WHBEHTApPHBIM HOMEpPAaM, HOMEpam,
MPUCBOECHHBIM IIPU TOCYJAPCTBEHHOM PErMCTpallii, TEMAaTUKE HAyYHBIX paboT, andaButy
UX  HAaUMEHOBAaHMM WM  QamMuwinii  aBTOPOB-pa3pabOTUMKOB  (OTBETCTBEHHBIX
UCIIOJIHUTEJIEN ), CTPYKTYPHOMY IIPU3HAKY.

OTueThl, BBINOJHEHHBIE MO 3aKa3aM JPYIMX OpraHu3alui, CHUCTEMaTH3UPYIOTCS
OTJENBHO.

164. [laTeHTHO-IMILIEH3MOHHAs JOKYMEHTAIUS paclojlaraeTcs 1o BUIaM:

1) 0OBEKTOB MPOMBIILICHHOW COOCTBEHHOCTH (M300peTeHHUs], TOJIE3HbIE MOJCIH,
MPOMBINIJICHHBIE 00pa3Ilbl, COPTa PACTCHUI, TOBAPHBIC 3HAKH, 3HAKU OOCITY)KHUBAHHUS);

2) OXpaHHOI'0 JOKYMEHTA (IIaTeHThI, CBUAECTEICTBA).

B npenenax kaxaoro BMJa — IO HOMEpPaM MAaTEHTOB WM CBUAETENIbCTB, HOMEpaM
3a51BOK, 110 KOTOPBIM IIPUHSATHI PEIICHUS HA BbIJa4y OXPAHHOT'O JJOKYMEHTA, U [0 HOMepaM
3asBOK, [0 KOTOPBIM MPUHSATHI pelIeHus: 00 OTKa3e B BblJJaye OXPAHHOTO JOKYMEHTA.

EnvHunbl  XpaHeHUsT BHYTPM €IMHMIBI y4e€Ta pacnojaralTcsi B HOpSAKe
IIPOU3BOJCTBEHHBIX HOMEPOB, OOO3HAUEHHBIX HAa ATHKETKAaX, a BHYTPH KOMILJIEKTa B
CJIeIyIOLIEN OCIIEIOBATENbHOCTH — OPUTHMHAJIBI, KOITUH.

165. KMHOZOKYMEHTBI M BHIECOJOKYMEHTBI CHCTEMATU3UPYIOTCA IO CIEAYIOLIUM
XapaKTEPUCTHKAM:

1) no Bugam — QuiIbMbI, ClIEIIUAJIbHBIE BBITYCKH, KUHOXXYPHAJIbL, OTAEIIbHbIE KUHO- U
TEJIECIOKETHI;

2) Mo rojaM BBIITyCKa (PMIIBMOB, CIIELBBIIYCKOB, KHHOXKYPHAJIOB, IPOU3BOICTBEHHBIM
HOMEpPAM OTIEJBbHBIX KHHO - U TEJIECIOKETOB;

3) no envHULIAM y4eTa (KOMIUIEKTam);

4) o UBETHOCTH (LIBETHBIE, YEPHO-OEIIbIE);

5) no ¢popmary mieHku (8 mm, 16 mm, 35 mm, 70 MM u Apyrue).

Enununel XpaHeHus pacrosararoTcs Mo 3JeMEHTaM KOMIUIEKTa, a BHYTPU HHUX — TIO
MIOPSIIKY HOMEPOB YacTell KHHOJOKYMEHTA.

KOMIUTEKT KHHOJTOKYMEHTa COCTOUT M3 OPUTMHAJIA U KOIHM, OTHOCSIIHUXCA K OJTHOMY
¢uIbMy, CIEUBBITYCKY, KHHOXKYPHAITY, KHHO - U TEJIECIOXKETY.

Ha KWHOMOKYMEHTBHI W BHUACOJOKYMEHTHI OIPEAEICHHOr0 BHJA COCTAaBJISETCS
OTJI€TIbHAs OTHUCH.

166. ®OTOTOKYMEHTHI CUCTEMATU3UPYIOTCS MO BUAAM:

1) HeraTuBBI pa3IMYHOM [IBETHOCTH (I[BETHBIC UJIU YEPHO-OCIIBIC) U pa3MEpPOB, KOTOPHIC
ob6o3nHauatorcs mudpamu 2 — 8 (nudpa 2 COOTBETCTBYET HETAaTUBY pazMepoMm 2,5 cMm. x 3,5
eM,3-6cmMmx6ceM,4—-6cM. X9 em., 5-9cemx 12 em., 6 —10cem. x 15 ¢em., 7— 13 cm.
x 18 cm., 8 — 18 cM. x 24 cm.).

[Ipu cucremaruzanuu HeOOJIbIINX 00BEMOB HETaTUBOB Pa3MEPOB 6-8 TOMyCKaeTCs X
o0beMHEHUE B OJIHY TPYyNIY;

2) ciaiiapl (AUano3UTUBEI) PA3IMYHON IBETHOCTH;

3) nMo3uTUBHI, (POTOOTIICUATKH;

4) hoToanbO60MBI;



5) nuaguiabMBI;

6) 2JIEKTPOHHBIE TOKYMEHTHI ((DOTOJOKYMEHTHI Ha IU(POBBIX UM MHBIX COBPEMEHHBIX
HOCHTEJISIX ), KOTOpPBhIE 0003HA4Yar0TCst OyKkBoit "D".

Ha ¢oTogokyMeHThI onpeieieHHOTO BH/1a COCTABISETCS OTACIbHAS OIMHCh.

167. ®OHOIOKYMEHTBI CUCTEMATU3UPYIOTCS MO BUAAM 3allUCH 3BYKOBOM MHGOpMaIuu
— (¢oHorpaguyeckas, rpaMMmo(doHHas, ONTHYECKas, MarHuTHas, JaszepHas. Ha
(OHOJOKYMEHTHI OIPENEICHHOIO BU/IA 3aIIMCH COCTABISIETCS OTJENbHAsl onuch. BHyTpH
BUJI0B (DOHOJIOKYMEHTHI PacIoIaratoTcs 10 €IMHULIAM yUeTa U KOMIUIEKTaM.

EnvHunbl  XpaHeHUsT BHYTPM €IMHMIBI ydyeTa pAaclojaraloTcs B IMOPSAKE
MPOU3BOJICTBEHHBIX HOMEPOB, OOO3HAUEHHBIX HAa AITHKETKAaX, a BHYTPH KOMILJICKTa B
CJIeIyIOLIEN OCIIET0BATENBHOCTH — OPUTHHAIIBI, KOITUU.

KoMrmiexkT ¢oHOAOKyMEHTa COCTOMT M3 OpHUTMHAia MU KOMHUM, OTHOCAIIUXCS K

OHpGI[GJ’ICHHOﬁ CANHUIIC YUCTa.
IMaparpadg 8. [lopsaaok nepenaun 10kyMeHTOB HA® HAa MOCTOSTHHOE XPaHEHME B rOCY1apCTBEHHbII apXuB

168. Ilepenaua nokymenToB HA®D, B TOM 4KCII€ 3EKTPOHHBIX, B YIIOPSAOYEHHOM BUIE
MIPOU3BOAMTCS 32 CUET COOCTBEHHBIX CPEACTB IOPUANYECKUX JIUL, MEPEIAIOIINX APXUBBI.

169. YcranaBnuBaroTCs CIEAYIOIIME NPENEIbHBIE CPOKM BEJOMCTBEHHOTO XPaHEHHUS
JOKYMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX, OTHECEHHBIX K cocTaBy HA®:

1) noxymentsl Anmunuctpauuu Ilpesuaenta PecnyOnmuku Kazaxcran, anmapara
Cenara Ilapnamenta PecnyOnmku Kazaxcran, ammapara Maxwiuca IlapnamenTa
Pecnyonmuku Kazaxcran, Kanuemspun IIpembep-Munucrtpa Pecnyonuku Kazaxcran,
Koncturynmonnoro Cosera PecnyOnuku Kaszaxcran, LleHTpanbHOW u30MpaTenbHOU
komuccun PecnyOnuku Kazaxcran, BepxoBHoro Cyna PecnyOnuku Kazaxcran,
['enepanbsHoil pokypaTypsl Pecriy6nuku Kazaxcran, Harmonansnoro banka PecnyGmmku
Kazaxcran, munuctepctB PecnyOnmmku Kazaxcrtan, arentctB PecmyOnmku Kazaxcran,
KOMUTETOB MUHUCTEPCTB PecnyOmmku Kazaxcran — 15 ner;

2) MOKYMEHTbl TEpPUTOPHAIIbHBIX OpraHoB MHHHcCTepcTB PecmyOmuku Kazaxcras,
areHTcTB PecnyOnmku Kazaxcran, komuteToB MuUHHCTEpCTB PecryOmmku Kazaxcran — 10
JIET;

3) IOKyMEHTBhl OpraHM3alui, KOHTPOJbHBIM MAKET aKUHMM KOTOPBIX MPUHAMJIECKUT
roCy1apCTBY, MHBIX FOCYAaPCTBEHHBIX IOPUINUYECKHUX JIHI] peciyOInKaHckoro ypoBHs — 10
JeT;

4) MOKyMEHTHI OpPTaHOB MECTHOTO TOCYJIapCTBEHHOTO YIpaBlieHUs o0jacTu (ropoia
pecnyOIMKaHCKOTO 3HaueHus, CToNuIIbl) — 10 JeT;

5)  OKYMEHThl  TOCYJapCTBEHHBIX  OpraHu3amuii  objactHoro  (ropoja
pecnyOJIMKaHCKOTO 3HaY€HUs, CTOJIMLIbI) ypoBHEH — 10 JeT;

6) TOKYMEHTbI MECTHBIX I'OCYJIapCTBEHHBIX OPraHOB YINpaBJiieHUs ropoja (paiiona) — 5
JIET;

7) JOKYMEHTBI FOCYAAapPCTBEHHBIX IOPUANUYECKUX JIUL TOPOJICKOTO U palilOHHOTO YPOBHS
— 5 neT;

8) 3amucy aKTOB TPAXAAHCKOTO COCTOSIHUSA, IOXO03CTBEHHbIE KHUTY, JIOMOBBIE KHUTH,
3alUCH HOTapUaIbHBIX IEUCTBUMN, CyAcOHBIC J1eJla U JJOKYMEHTHI — 75 JIeT;



9) HayuyHO-HMcCCNEOBaTeNbCKasl, TEXHOJOTHYECKAass W MaTeHTHO-JIHMIICH3MOHHAS
nokyMeHranus — 10 jnert;

10) onbITHO-KOHCTPYKTOPCKast JOKyMeHTauus — 15 er;

11) npoekTHas JOKyMEHTAaLHs 110 KAMUTAIIbHOMY CTPOUTENBCTBY — 20 JI€ET;

12) xaprorpaduueckast ToKyMeHTauus — 25 Jer;

13) reone3nueckasi JOKyMEHTAIUs — 25 JIeT;

14) Tenemerpuyeckas TOKyMEHTaIUs — 5 JIET;

15) aynuoBuszyanbHas TOKyMEHTalus — 3 rona;

16) aeKTpOHHBIE JOKYMEHTHI — 5 JIET.

170. Cpoxu xpanenusi nokymeHToB HA® B 4acTHBIX apXuBax OpraHu3alui
YKa3bIBAIOTCA B JIOTOBOPAX, 3aKJII0UYAEMbIX B COOTBETCTBUU C IMTyHKTOM 4 ctathu 11 3akoHa
PecniyOmukn  Kazaxcran "O HamnumonanbHOM apxuBHOM (QoHAEe U apxuBax' HX
COOCTBEHHHKaMHU C TOCYJapCTBEHHbIMHM apxuBaMu, ApxuBoM [Ipesuaenra PecmyOiuku
Kazaxcran, bubnuotexoit IlepBoro Ilpesunenta Pecnybnuku Kazaxcran — EnGacel mim
MMUO obnacreit, ropo0B pecIyOIMKAHCKOTO 3HAUEHUS U CTOJIULIBI.

171. Ilepenaua nokymenToB HA® Ha OCTOSIHHOE XpaHEHUE B TOCYJaPCTBEHHBIN apXUB
OCYLIECTBJISIETCS. HAa OCHOBAaHMU OIMCH [l JOKYMEHTOB IIOCTOSSHHOTO XpaHEHUs B
COOTBETCTBUM C TpauKOM, YTBEPKICHHBIM pPYKOBOJUTEIEM OpraHu3aluu 1o
COrJJaCOBAaHUIO C TOCYJIapCTBEHHbIM apxuBoM, ApxuBoM Ilpe3sunenra PecnyOnuku
Kazaxcras.

172. Ilepenaya »3IEKTPOHHBIX JIOKYMEHTOB (ZIeJ) Ha IIOCTOSHHOE XpPaHEHUE
oopmiiieTcss aKTOM IpUeMa-Tiepesaud AJIEKTPOHHBIX [€J1 Ha IIOCTOSIHHOE XpaHEHHE
COTJIACHO (popMe, YTBEPKIAEMON YIIOTHOMOUYEHHBIM OPTaHOM.

173. Tlepenaua odopmiseTcs akToM MpueMa-liepeaauu, TIAe JAONOJHUTEIBLHO
MIPOCTABIISIIOTCS. HOMEpPA OTCYTCTBYIOLIUX 1€, JOKYMEHTOB, IPUYHUHBI UX OTCYTCTBUS — B
MPUJIAraeMoy K aKTy CIIPaBKE C yKa3aHUEM MEDP IO PO3BICKY.

174. Ha orcyTcTByromue aena, TOKYMEHTBI, PO3BICK KOTOPBIX HE Jall pe3yJbTaTOB,
COCTaBJISIETCS aKT 00 yTparte, yTBEpKIaeMblil pyKOBOAUTEIEM OPTaHU3alHH.

175. VYTpaueHHble NOJJIUHHUKK YIPABICHUECKUX, HAYYHO-TEXHUYECKUX H
ayIMOBU3YaJIbHBIX TOKYMEHTOB 3aMEHSIOTCS X 3aBEPEHHBIMU KOIHSIMHU.

176. Ilpu oOHapyXEHUU PACXOXKICHUN MEXKIYy KOJUYECTBOM EIAMHUI XpaHEHHUS IO
WUTOTOBOM 3aIHCH B OMKMCH U UX HAJIMYUEM K OITUCH COCTABJISIETCS HOBAsi UTOTOBAsI 3aIUCh,
B KOTOpPOM yKa3bIBalOTCs (AKTHUECKOE KOJMYECTBO TMEPENaHHBIX M HOMEpa
OTCYTCTBYIOILIMX €IUHUI] XPAHCHHUSI.

177. ITpn moAroToBKe nesl MOCTOSTHHOTO xpaHeHusa ¢ nomerkoit "J[CIT" k nepenaue B
COOTBETCTBYIOIINIA TOCY1apcTBEeHHBIN apxuB, ApxuB [Ipe3unenra Pecnybnuku Kazaxcran
pemieHue Bompoca o cHATUM mnomeTku "JICIT" npuHMMaeTcss B COOTBETCTBUM C
3aKoHoJaTeabCcTBOM Pecnyonuku Kazaxcran.

178. DnekTpoHHBIE TOKYMEHTHl W HWH(OPMAIMOHHBIE PECYpPChl MEPEAArOTCS Ha
rocyJapCTBEHHOE XpPAaHEHUE C COMPOBOJUTEIBHBIM MUCHMOM, B KOTOPOM YKa3bIBaIOTCS
HOMEpPA U HAUMEHOBAHKE OMUCEHN, JOKYMEHTHI, BXOSAUIUE B KOMILIEKT COPOBOAUTEIBHON
JOKYMEHTAIMH, BUJ HOCUTENEH.



179. Ilpu mepenaue SJEKTPOHHBIX JTOKYMEHTOB W HMH(POPMAIMOHHBIX PECYpPCOB B
rocynapcTBeHHbIN apxuB, ApxuB [Ipesunenta Pecnybnuku Kazaxcran npoBepsitoTcs:
) KOMIIIEKTHOCTH MEPEAABAEMBIX JOKYMEHTOB;
2) KOMIUIEKTHOCTb U MPABUIILHOCTh COCTABIIEHUS COITPOBOAUTENBHON JOKYMEHTALIUN;
3) pusnyeckoe U TEXHUYECKOE COCTOSIHHE HOCUTENEH;
4) HanmMYue BUPYCOB U MHBIX BPEJOHOCHBIX KOMITBIOTEPHBIX IPOrPAMM;
5) BOCHIPOU3BOJUMOCTH KOHTPOJIBHBIX XapaKTEPUCTUK MPOTrPAMMHBIMHU CPEICTBaAMU
rocyaapcTBeHHoro apxuBa, Apxusa [Ipe3unenra Pecnyonuku Kazaxcran.

180. B cnyyae HECOBMECTMMOCTH HPOTPAMMHBIX CPEICTB, NPUMEHSEMBIX IS
BBIPa0OTKH U TMPOBEPKHU KOHTPOJBHBIX XapaKTEPUCTHK B TEpearoieil OpraHu3aiuu H
rocynapctBeHHOM apxuBe, ApxuBe Ilpesmaenta Pecnyomuku Kazaxcran, paOOTHHUKH
rocyapcTBeHHoro apxuBa, Apxusa [Ipe3unenta PecnyOnuku Kazaxcrtan B mpHUCYTCTBUU
MPEACTaBUTENSI OpPTraHU3allMi 3aHOBO Pa3paldaThIBAlOT KOHTPOJBHBIE XapaKTEPUCTUKU
CBOMMHM MpPOTrpaMMHBIMH  CpelcTBaMU. JlaHHbIE KOHTPOJBHBIE  XapPAKTEPUCTUKHU
YKa3bIBAIOTCS B AKTE MTPUEMA-TIEPEIaun FJIEKTPOHHBIX TOKYMEHTOB.

B cnyuyae HenmpaBUIIbHOW MOJTOTOBKH COMPOBOIUTENLHON IOKYMEHTAIMN, HOCUTEIIHU C
ANEKTPOHHBIMU JOKYMEHTAMHU W COINPOBOAUTENBHAA JOKYMEHTALHs BO3BPAIIAIOTCA B

OpraHu3aluio Ha JOpadOTKY.
I'naBa 4. Yuer apXuMBHBIX JOKYMEHTOB
IMaparpad 1. [Topsinok yyera 10KyMeHTOB apXHBa OPraHH3aluii

181. VYdyery mnomnexaT Bce XpaHSAIIUMECS B apXWBE JOKYMEHTHI, B TOM YHCIIE
AJIEKTPOHHBIE, B TOM YHUCJIE HEOOpaOOTaHHBIE U HEMTPOPMIbHBIC /ISl IAHHOTO apXUBa.

182. Yuer 37eKTpOHHBIX HOCUTEJIEW apXWBa OPraHU3allMK, Pa3MEIICHHBIX B KaXKIOM
XpaHWIMIIE, BEIETCS pa3/ieIbHO B COOTBETCTBUU CO CPOKAMH XPaHEHUs 3alMCaHHBIX Ha
HUX AJIEKTPOHHBIX JOKYMEHTOB.

VYuerHbIe CBEIEHUS MOTYT co3/1aBaThCs pu oMot MC DA Ha OCHOBaAaHUH BHOCUMBIX
B HEE JIaHHBIX.

183. Y4eT apXMBHBIX JOKYMEHTOB, B TOM YHUCJIE 3JIEKTPOHHBIX, IPOU3BOJIUTCS MMyTEM
MIPUCBOCHUS €AMHUIIAM XPAHEHUS HOMEPOB, SBJISIFOIIUXCS YaCThIO ApXUBHOTO IHdpa.

ApXUBHBI THPP COCTOUT U3 HOMEPOB AapPXUBHOTO (OHIA, TMPHUCBAUBAEMBIX
rocygapcTBeHHbIM apxuBoM, ApxuBoM IIpesunenta PecnyOnumku Kazaxcran mocie
odopMIICHUSI TIEPBOTO TMOCTYIUICHUS JOKYMEHTOB Ha TIOCTOSIHHOE XpaHCHHE B
rocyfgapctBeHHbld apxuB, ApxuB Ilpesunentra PecnyOnuku Kazaxcran omnucu pgen
JIOKYMEHTOB, €IMHUIIBI XPaHEHUS.

184. OCHOBHBIMU €IMHMIIAMH yYe€Ta JOKYMEHTOB HE3aBUCHUMO OT BHUAA HOCHUTEIH,
crioco0a ¥ TeXHUKH 3aKperieHus nH()OpMaIuu SIBISIOTCS:

1) apxuBHBIN POHI, apXUBHAS KOJIJICKIINS;

2) eAMHUIIA XPAaHEHUS.

185. YuerHble JOKYMEHTBI, KpOME OMHUCEHN eI, JOKYMEHTOB, MPEAHA3HAYCHBI IJIs
CITY>kK€OHOT0 MOJIb30BAHUS U TOJIb30BATEISIM HE BBIIAIOTCS.

Bce yueTHble TOKYMEHTHI Ha OyMa)KHBIX HOCUTEJISAX XPAHSITCS B apXUBOXPAHUIIUIIE B
ceri(ax WM METAITMYECKUX MIKagax.



186. OcHOBaHMSIMHM KaXKIOH 3allMCH B OCHOBHBIX YYETHBIX JOKYMEHTAaX SBISIOTCS
IIOCTYIUIEHUE JEN, TOKYMEHTOB, B TOM YHCJIE JJEKTPOHHBIX, B apXWB OpPraHU3alUU, UX
BBIOBITHE U3 apX1Ba OPraHU3AINH B CBSI3U C TMiepeaueii B apXyB JPyroi OpraHu3aliiy Uiu
rocygapcTBeHHbld apxuB, ApxuB I[Ipesumenta PecnyOnuku Kaszaxcran, BeieneHue K
YHUYTOKEHUIO JOKYMEHTOB, HE MOAJIEKAUIUX XPAaHEHNUIO, HEOOHAPY)KEHUEM JTOKYMEHTOB,
IIyTH PO3bICKA KOTOPBIX HCUEPIIaHbl, HEUCIIPABUMBIMU ITOBPEXKICHHUSIMMU.

187. OCHOBHBIMM YYETHBIMU JOKYMEHTaMU SIBIISIOTCSL:

1) KHUTH y4eTa MOCTYIUIEHHS U BBIOBITHS IOKYMEHTOB, B TOM YHCJI€ 3JIEKTPOHHBIX, 10
(dopMaM, yTBEpKIa€MbIM YIIOJHOMOYEHHBIM OPIaHOM;

2) omucH A€M JOKyMEHTOB, OMMCH e AJICKTPOHHBIX JOKYMEHTOB (7€) 1Mo dopmam,
YTBEPKIAEMBIM YIIOJTHOMOYEHHBIM OPraHOM.

Onucu nen TOKyMEHTOB, OMUCH J€N JJIEKTPOHHBIX JOKYMEHTOB (ZI€71) SIBIISIFOTCS
IIEPBUYHBIM YUYETHBIM JIOKYMEHTOM JUI YyuyeTa JeJl IOCTOSHHOIO, JOJI'OBPEMEHHOIO
(cBbitie 10 neT) XpaHeHuUs U 1O JIUYHOMY COCTaBY.

[Ipu BBIOBITHH BCEX JIET 110 KAaKOM-TMO0 3aKOHYEHHOM OITUCH €€ HOMEP JPYT'HM OMHCSIM
He npucBauBaerca. B rpade "llpumeuanue" mpoTHB Kax10il BBIOBIBAIOIIECH €IMHUIIBI
XpaHEHHsI CTaBUTCS OTMETKA "BriObL10".

[loennHWYHBIA y4YeT OCYIIECTBISACTCS IYyTEM 3aKpEIUICHHs 3a KaXI0M EINHULIEH
XPAaHEHUSI CAMOCTOSATEIBHOTO HOMEPA.

CyMMapHBIii y4eT Aell, JOKYMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX, B OIIUCAX JOCTUTAETCS
COCTAaBJICHUEM UTOTOBOM 3aIIMCHU K OIUCAM. B UTOrOBOM 3alMCH YKa3bIBAIOTCS KOJIUYECTBO
€MHULl XpaHeHUs (LudpamMu U B KPYTJbIX CKOOKaxX — MPOMMCHIO), IEPBBIA U MOCIEIHUN
HOMEpa EIUHUIl XPAHEHUS II0 OINKCHU Jell JOKYMEHTOB, OTOBAPUBAIOTCS HUMEIOLIHMECS
MPOITYCKX HOMEPOB, €AUHUIIbI XPAHEHUS C JIUTEPHBIMU HOMEPAMHM, BHIOBIBIINE €IMHUIIbI
XPAHEHUSL.

3aKOHUYEHHBIE ONUCU JEN JTOKYMEHTOB, COCTOSIIME W3 TOJOBBIX Pa3leNOB, UMEIOT
0OIIYI0 UTOTOBYIO 3aIMHUCh KO BCEHl OMUCH B LIETIOM.

Kaxnoe usmenenne oobema siej1, JOKyMEHTOB B OIMCH 1€ JOKYMEHTOB, B TOM YHCJIE
AJIEKTPOHHBIX, CBA3aHHOE C  BBIOBITUEM, IOCTYIUIEHHEM, OObEIUHEHUEM WM
pachopMupOBaHUEM /1], OTPAXKAETCS B UTOIOBOM 3aIIMCH K OIUCH.

Onucu aen NOKYMEHTOB CTPYKTYPHBIX MOJPA3IEJICHUM OpraHW3allid, B TOM YHCIIE
ANIEKTPOHHBIX, MOJIEKAT XPAHEHUIO B JieJie apXUBHOTO (hOHAA A0 Nepeadn e 3a 3TH oAbl
Ha MOCTOSIHHOE XpaHEHUE B TOCyAapCTBeHHbIM apxuB, ApxuB llpesuaenta PecnyOnuku
Ka3zaxcran nim BeIIETEHUS K YHUYTOKEHUIO;

3) nuct-3aBepuTelb Aena no Gopme, yTBepKAAEMO YIIOJIHOMOYEHHBIM OPTaHOM;

4) macmopT apxXuMBa OpraHu3anuu 1o (Qopme, YTBEpKIAeMOW YHOJTHOMOYEHHBIM
OpraHoM;

5) neno apxuBHOTO (HOHIA.

ApXUB OpraHu3alMy BIPAaBE BECTH BCIOMOTATEIbHBIE YUYETHBIE JOKYMEHTHI: KHWTA
ydeTa ABUKEHUS apXUBHOTO (POHI0B (OMHUCEH, JIeN), KHUTA y4eTa JeJ 10 JUYHOMY COCTaBYy,
KHUTa y4yeTa JOKYMEHTOB, IEPEAAHHBIX B IPYTUE apXUBbI, KHUI'A YU€Ta JIEJI, BBIICICHHBIX
K YHHUUYTOXXEHHUIO.



BcnomoratenbHble y4eTHbIE JOKYMEHTHI BEIyTCsl Ha OyMa)XHOM W/WJIA 3JE€KTPOHHOM
HOCUTEJIE.

188. Knura yuera mocTyIuieHus U BbIOBITHS JOKYMEHTOB, B TOM YHCIIE 3JIEKTPOHHBIX,
MpeJHa3HayeHa i1 y4deTa BCeX TEKYIIMX W WTOTOBBIX (Ha 1 sHBaps Kaxaoro rojaa)
M3MEHEHUH O cocTaBe U 00beMe apXWBHBIX (HOHAOB U Aen. Kuura ydera mocTymiieHus: u
BBIOBITHSL JOKYMEHTOB CITY>KHT OCHOBOM JIJIsl COCTABJICHHSI MACTIOPTa apX1UBa OpraHU3aIliH.

Kaxxnioe nmoctyruieHre uiv BbIObITHE TOJIYYat0T CAMOCTOSITENIbHBIN MOPSAKOBBIN HOMED.

Ecnu noctymieHue coCTOUT U3 JOKyMEHTOB HECKOIBKHX apXUBHBIX (JOHJIOB, TO JaHHBIE
N0 KaxJoMy apXuBHOMY (oOHIy (HauMeHOBaHUE apXWBHOro (oHAa, €ro HOMEp, MpHU
HaJIMYHH) 3alUCHIBAIOTCS C HOBOM CTPOKH 32 TEM XK€ MOPSAIKOBBIM HOMEPOM.

ExxeronHo B KHHre ydyeTa MOCTYIUICHHUS U BBIOBITHS TOKYMEHTOB MOJBOAMTCS UTOT
KOJIMYECTBA MOCTYNUBIINX U BHIOBIBUIMX 3a IO/ TOKYMEHTOB.

189. Vder Bcex MNOCTyNUBIIMX B XPAHWIHILE 3JIEKTPOHHBIX HOCHUTENEH apXuBa
OpraHM3ali BeAEeTCS B KHHUIE YdeTa DJEKTPOHHBIX HOCUTENEH cOorjacHo ¢opme,
YTBEPKAAEMON YIIOJITHOMOYEHHBIM OPTaHOM.

Ha xecTkuil KOpIyc 3J1€KTpOHHOTO HOCUTEISI HAKJIIEUBAETCS 3TUKETKA COIIaCHO (hopMme,
YTBEPKIAEMON YIIOJTHOMOYEHHBIM OPTaHOM.

Ha xaxap1ii 3aperuCcTpUpOBAHHBIN B XPAaHWINILE JJIEKTPOHHBIM HOCUTEh 3aBOJIUTCS
KAapTOYKa AJIEKTPOHHOTO HOCUTEINS apXMBa OPTaHU3alMU COTJIACHO (JOpMe, YTBEPKIAeMOU
YIIOJIHOMOYEHHBIM OPTaHOM.

190. [leno apxuBHOTo poHIA BEAETCS HA KaXAbli apXUBHBIN GoHI. B Hero BkItouaroTcs
CIIeAYIOIIUE JOKYMEHTHI:

1) uctopuueckast cripaBka;

2) cxema CucTeMaTHh3alii apXuBHOTO (HOH/A;

3) nUCTBI TPOBEPOK;

4) omucu nien, ONUCH JIeNl DJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX MOJpa3JeieHUM
OopraHu3aluH (10 nepesayu Jei 3a 3TH oJibl Ha IOCTOSIHHOE XPaHEHUE B TOCYAapCTBEHHBIN
apxuB, ApxuB [Ipe3unenta Peciybnuku Kazaxcran uiu BeIIeTICHUS! K YHUUTOXEHUIO);

5) aKThl nepenayu Aei, JOKYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (Z€J1) Ha TOCTOSIHHOE
XPaHEHUE B COOTBETCTBYIOLIUI IOCYIAPCTBEHHBIN apXUB;

6) aKTbl O BBIJIEJICHUU K YHUUTOXKEHHUIO TOKYMEHTOB, 3JIEKTPOHHBIX JJOKYMEHTOB (11€1),
HE MOJUIEKAIINX XPAHEHHUIO;

7) KapTOYKM YyuyeTa HEOOHApY>KEHHBIX apXMBHBIX JOKYMEHTOB, B TOM YHCIE
AJNIEKTPOHHBIX IOKYMEHTOB (71e1);

8) akTbl O MNPOBEACHUM NPOBEPOK HAJIUYMS M COCTOSHUS [€Jd, 3JIEKTPOHHBIX
JOKYMEHTOB (J1e71) U Jpyrue AOKyMEHTHI, (PUKCUPYIOIIHE U3MEHEHHUS B COCTaBE U 00beMe
apXUBHOTO (POH[IA, BKIIIOUAIOTCA B JIEJIO apXUBHOTO (DOHAA TOJIBKO C OTMETKOM O BHECEHUH
M3MEHEHHI BO BCE YUETHBIE IOKYMEHTHI ApXMBa OPraHU3alUH.

AKTBI HyMEpYIOTCS B IIpe/iesiax apXUBHOTO (POH/IA 1O BUaM aKTOB B BAJIOBOM MOPSIIKE.

Bce nmoxkyMeHTHI B Jene apXuMBHOTO (OHAA pacHoJiaraloTcs B XPOHOJIOTHYECKOM
MOCJIEIOBATEIbHOCTH UX cocTaBieHus. Ha JOKyMeHTBl nena apXuBHOTO (oHIa
COCTaBIISIETCS] BHYTPEHHSS OMKCH, JIUCTHI JIefla HyMEpYIOTCs, K ey GoHaa ohopMisieTcs



JUCT-3aBepUTENb Jena o ¢opme, YTBEpKAaeMOM YIOJIHOMOYEHHBIM opraHoM. [lo mepe
MOMOJHEHUS AapXUBHOrO (OHAA JHMCT-3aBEpUTENb Jella U BHYTPEHHSS OIUCh
IIEPECOCTABIIAOTCS.

Kaxgomy nemy apxuBHOTO (DOHIA NPHUCBAMBACTCS HOMEDP COOTBETCTBYIOIIETO
apxuBHOTO (PoHTA.

191. ITacnopt apxuBa OpraHu3alMy COCTABIISIETCS €KETOAHO M OJWH pa3 B TPHU roja
nepegacTcss B COOTBETCTBYIOIIMK TOCYAApCTBEHHBIM apxuB, ApxuB IIpe3uaenta
Pecny6muku Kazaxcran 15 nanbHeiero BHeceHus cBefieHnid B LlenTpanbHblil PoHI0BBIN
KaTajor, BeJEHHE KOTOporo ompeneneHo 3akoHoM PecnyOmuku Kazaxcran "O
HarnmonansHoM apxuBHOM ¢oHe U apxuBax'", B ToM uuncie no MCOA.

192. Kaxnmaga enuHMIIa XpaHEHHMs  HAYYHO-TEXHUYECKOM  JTOKYMEHTalUU
PETUCTPUPYETCSI U  YUYUTHIBAETCSI B OCHOBHBIX PETHUCTPALMOHHBIX JIOKYMEHTAaX,
MHBEHTAPHBIX KHUTAX U KaPTOUKaX PETHCTPALMU HAYYHO-TEXHUYECKOW TOKYMEHTALMU MO
dbopmam, yTBEpKAaEMbIM YIIOJIHOMOUYEHHBIM OPTaHOM.

193. uBeHTapHbIE KHUTH 3aIOJIHSIIOTCS Ha OCHOBAaHWUU JAHHBIX OCHOBHOM HAANKUCH
YepTEKEN, TUTYJIBHBIX JTUCTOB.

194. Ha nopnuHHuKax U 1yOauKaTax NpOEKTHOM, KOHCTPYKTOPCKOM, TEXHOJIOTUYECKON
JOKYMEHTAIMU Ha OyMaKHOM HOCHUTEIE, COCTOSIIINX U3 HECKOJIBKUX JIUCTOB, MHBEHTAPHBIN
HOMEP IIPOCTABJIAETCA HA KAXKJIOM JIMCTE.

195. luBeHTapHbIE KHUTU BEAYTCS OTAEIBHO MO KAXKIOMY BUAY HAyYHO-TEXHUYECKOMN
JOKYMEHTAIUU (mpoekTHas, KOHCTPYKTOpCKas, TEXHOJIOTUYECKas, Hay4YHO-
HCCIIEIOBATEIbCKAS, TATEHTHO-JIUIICH3UOHHAS ).

196. Peructpaiusi MNOJJIMHHUKOB MPOEKTHOM JOKYMEHTAIMU TPOU3BOAUTCS IO
OTJEJIBHBIM CAMOCTOSITENIBHBIM YaCTAM I10 MEpE MOCTYIUIEHUS MTPOEKTA.

OTtnenbHbIE MTHBEHTAPHBIE KHUTH BEIYTCS Ha:

1) moIMHHUKY POEKTHOM JOKYMEHTAIIUH;

2) KONUU MPOEKTHBIX JOKYMEHTOB JPYTUX OpraHu3alluii;

3) TUTIOBBIE MPOEKTHI.

Perucrparust konuii MpoeKTHOM JOKYMEHTAIIMH MTPOU3BOAUTCS MO COPOIITIOPOBAHHBIM
TOMaM B KapTOYKax ydera.

197. Ins KOHCTPYKTOPCKOM M TEXHOJIOTUYECKOW JOKYMEHTAIIMM WHBEHTAPHBIE KHUTH
y4yeTa MOJIMHHUKOB M YEPTEXKEH, IMOCTYNAKIMX OT JAPYTUX OPraHU3alMi, BEIyTCs
OTJEJIBHO HA U3JEIUSI OCHOBHOI'O U BCIOMOTaTEIBHOTO IIPOU3BOCTBA.

[IpuHATBIE TOJIMHHUKA KOHCTPYKTOPCKOW M TEXHOJOTMYECKON JOKYMEHTAllUU
PETrUCTPUPYIOTCS MOJUCTHO TI0 Y3JIaM.

Konuu KOHCTPYKTOPCKUX M TEXHOJOTHMUYECKUX TOKYMEHTOB, MOJIYYEHHbIE OT JAPYTHX
OpraHu3alyid, PETUCTPUPYIOTCS B OTACIBHOM WHBEHTAPHOW KHUIE M KapTOYKAX Yy4eTa,
KOTOPbIE COCTABJISIIOTCS HA KAXKIYIO NAnKy, aibOOM WM OTACNIbHBINA JOKYMEHT.

198. [Ina yuyera Hay4YHO-MCCIEIOBATEIBCKON ITOKYMEHTALIMM BEAYTCS OTACIbHbBIC
MHBEHTAPHBIE KHUTH 10 (hOopMe, YTBEPKAAEMOU YIIOJIHOMOUYEHHBIM OPTraHOM.

199. IlaTeHTHAst TOKyMEHTaUsI PETUCTPUPYETCA B )KYypPHAJIaX PETUCTPALUN 3asIBOK Ha
BbIJIauy MaTeHTa Ha n300peTeHue 1no ¢popme, yTBEpKIaeMOi yIOJTHOMOYEHHBIM OPTaHOM.



200. CenmeHus O KaxIOW €AMHULIEC XPAHEHUS DJIEKTPOHHBIX JOKYMEHTOB BBOJSTCS B
y4eTHyl0 ©0a3y JaHHBIX WM YYETHYIO KapTouky 1o Qopme, yTBepKAaeMon
YIIOJIJHOMOYEHHBIM OPTaHOM.

DONEKTPOHHBIE JOKYMEHTBl YUYHMTHIBAIOTCS B COCTAaBE apXUBHOTO (OHIA MO OMHCSIM
AJNIEKTPOHHBIX JIOKYMEHTOB ITOCTOSIHHOTO XpPaHEHUs, €AMHUIAM XPAaHECHHUs WA €IUHULAM
yuera. MHbOpMaIMOHHBIN 00beM TOKYMEHTOB Ha AJIEKTPOHHBIX HOCHUTEINAX MH(pOpPMaLUU
yKa3bIBaeTcs B MerabaiTax (janee — MOT).

201. IloctymieHuwe »HIEKTPOHHBIX JOKYMEHTOB Ha BpPEMEHHOE XpAaHEHUE B
AJIEKTPOHHBIN apXUB OPTaHU3AIMU YUYUTHIBAETCA B OOIIEH KHUTE TOCTYIJICHUS U BBIOBITHS
JOKYMEHTOB.

202. V3meHeHne KOIWYECTBA €AWHUI] XPAHCHHs W/WiIM WH(OPMAITMOHHOTO O0BheMa
ANEKTPOHHBIX JOKYMEHTOB, TPOU3OILIEIIINX B pE3YyJIbTaTEe NEPE3auch Ha HOBbIE HOCUTEN
WIM MUTpaluy (KOHBEPTUPOBaHUs), GUKCUPYETCS B aKTE O MEPE3aluCu U MUTPALUU T10
bopMe, yTBEpkKAaeMOI YIIOJIHOMOUYEHHBIM OPraHOM, B HOBOMl UTOIOBOM 3aIllMCU K OMUCH
AIIEKTPOHHBIX TOKYMEHTOB.

203. B mnacmopre apxuBa OpraHU3allMM, XPAaHALIErO 3JIEKTPOHHBIE JIOKYMEHTHI,
YUHUTBIBAIOTCS crienuduueckue MHGOPMAIIMOHHBIE PECYPChI, HE MMEIOUIME aHAJIOroB Ha
OyMaKHBIX HOCUTEJSIX.

204. Ins DJIEKTPOHHBIX JOKYMEHTOB BCIIOMOTATENIbHBIM YYETHBIM JOKYMEHTOM
ABJIIETCS JKypHAJ ydyeTa MUTPALMU U [Eepe3anceil AIeKTPOHHBIX JOKYMEHTOB 10 (opme,

YTBCp}I(IIaCMOI;'I YIIOJIJHOMOYCHHBIM OPIraHOM.
IMaparpad 2. [lopsaaok yuera u BegeHus 6a3 JaHHBIX

205. IlepeueHb PEKBU3UTOB YUETHBIX 0a3 JTAHHBIX COCTABIISIETCS B COOTBETCTBUM C
OCHOBHBIMHU TOKA3aTEJISIMU, ONMKUCHIBAIOIIMMHU OOBEKT ydeTa — apXUBHBIN (HOHJ, €IUHUIIA
XpaHEHUs, €QUHULIA y4eTa, Irpylna €IWHHUI] XPAHCHHS, €IUHMI] Y4YeTa, BKIFOUEHHBIX B
COOTBETCTBYIOLIYIO OIUCH 1€ JOKYMEHTOB.

206. VYuyerHsle 0a3pl JaHHBIX JEHUCTBYIOT BO B3aUMOCBSI3U C JIPYTUMU
MH(}OpMAMOHHBIMHA 0a3aMU JaHHBIX, UMEIOIIMMUCS B ApXUBE OPraHU3allu, U OTBEYAIOT
TpEOOBAHUID COBMECTUMOCTH C COOTBETCTBYIOLIIMMHU YUY€THbIMU 0a3aMu JaHHBIX
rocyJapcTBeHHbIX apxuBoB, ApxuBa [Ipesuaenrta Pecnybnuku Kazaxcran.

B yderHpix 0a3zax MaHHBIX HCHONB3YIOTCA JaHHBIE PEKBU3UTOB TPATUITMOHHBIX
OCHOBHBIX YYETHBIX JIOKYMEHTOB.

207. YuetHble 0a3bl JAHHBIX 3aMOJHSIOTCS HA OCHOBE YUETHBIX JOKYMEHTOB.
I'naga 5. Ucnoib30BaHHe apXUBHBIX IOKYMEHTOB
IHaparpad 1. Ilopaok onucaHusi apXMBHBIX JOKYMEHTOB /ISl HAYYHO-CIIPABOYHOT0 anmnapara

208. ApxuB opranuzanuu npeaoctariser mnoJgb3oBarento HCA (cmpaBodHO-
MTOMCKOBBIE CPEJICTBA) K ApXUBHBIM JIOKYMEHTaM.

209. Cucrema HCA apxuBa BKJIIOYa€T OCHOBHbBIEC apPXUBHBIE CIIPABOYHUKH (OMHUCH /eI
JOKYMEHTOB, ITyTEBOAMUTEINb, CUCTEMATUYECKUA KaTaJIOT) U JOMOJIHUTEIbHBIE apXUBHbBIE
cpaBOYHMKHM (ykaszatenb, o0030p). LlenecooOpa3HoCcTh BeneHUS JOMOJHUTEIbHBIX
aApXMBHBIX CIIPABOYHUKOB YCTAHABIIMBAETCS APXUBOM OpraHU3aLlUU.



210. B cucteme HCA peanusytorcsi IpeeMCTBEHHOCTh YU€THO-CITPABOYHOIO aIrapara,
CO37aBa€MOI0 B JIEJIONPOU3BOJICTBE U ApXUBAaX OPraHU3aLUi, €r0 COBMEIIEHUE C CHCTEMOM
HCA rocynapctBennbix apxuBoB, Apxusa [Ipesuaenra PecriyOnuku Kazaxcran.

[IpeemcTBeHHOCTH cucTteMbl HCA apXuMBOB OpraHu3alii OCHOBBIBAETCS HA €IMHCTBE
TpeOOBaHMI U MPUHLUIIOB €€ MOCTPOEHUSI.

211. Omnwucanue apXUBHBIX JOKYMEHTOB, 3JEKTPOHHBIX apPXMBHBIX JOKYMEHTOB
(cozmanuie nHpOpPMaIIMU ISl APXUBHBIX CIIPABOYHUKOB) MPOBOAMUTCS HA TPEX YPOBHSX:

1) apxuBHBIN QoH;

2) eIMHULIA XPAHCHMUS;

3) apXHBHBII TOKYMEHT.

212. OcHOBOM apXMBHOTO CIIPABOYHHUKA SIBJSETCS ONUCATEIbHAS CTaThsl, COAEpKaIIas
CJIEIyIOILME CBEJICHUS:

1) npentudunupyromas uadopmaius (Ha3BaHUE U CIIPABOYHbBIC JTAHHBIE apXUBHOTO
dhoHIa, eUHULIBI XPAHCHUS);

2) cocTaB U cojepxkaHue nHhopMaIuu;

3) yCloBHS IOCTYTa U UCTIOIB30BaHUs UH(POpMAIIUK;

4) ucropus apxuBHOrO (PoHIA.

213. Ilpn HEOOXOAUMOCTH B OMHUCATEIBHYIO CTAThIO BKIIIOYAIOTCS JOMOJHUTEIbHbBIC
CBEJEHUS O MECTOHAaXOXXIECHUU OpPUTMHAJIOB, HAJIWYUU APXUBHBIX JIOKYMEHTOB
OpraHu3alliu, SJICKTPOHHBIX APXUBHBIX JOKYMEHTOB B COCTaBE JIPYTUX apXUBHBIX (JOH/IOB
1 MeCTaxX UX XpaHeHus1, ononuorpadus u Apyrue.

214. OnucarenbHasi CTaThsd apXMBHOTO CIPAaBOYHHMKA HA YPOBHE apXWUBHOTO (oHIa
BKJIIOYAET:

1) Ha3BaHKE apXUBHOTO (POH/A;

2) cripaBOYHbIE AaHHBIE 00 apXUBHOM (poHI€ (apXUBHBIN KPP (HOMEp PoHaa), 00beM
apXMBHOro (oHJAa B €AMHHUIAX XPaHEHWs MO BHIAM JOKyMEHTAluu, KpailHUEe aaThbl
apXMBHBIX JIOKYMEHTOB MO KaXJOMy BHUIY JOKYMEHTAllMd, MEpEeYeHb HMEIOIIErocs
BHYTPHU(OHIOBOTO HAYYHO-CITPABOYHOTO arlapara);

3) UCTOPHUUECKYIO CIPABKY K apXUBHOMY (HOHY;

4) aHHOTAIIMIO O COCTABE M COJEPKAHUU aPXUBHBIX JOKYMEHTOB;

5) undopmaiuio 00 yCIOBUSIX TOCTYIIA;

6) 6ubumorpaduro.

215. OnucarenpHasi CTaThsl apXWBHOIO CIPABOYHMKA HA YPOBHE €IMHMIIBI XPaHEHUS
BKJIIOYAET:

1) mopsAIKOBBIN HOMEP €IMHUIIBI XPAHEHHUS;

2) OpeXHUI peruCcTPaLIMOHHBIA HOMED;

3) 3aroJIOBOK €IMHUIIbI XPAHEHHUS;

4) cnpaBOYHbBIC JTAaHHBIC 00 CAMHUIIC XPAHCHUS;

5) yka3zaHue Ha MOJUIMHHOCTb UJIN KOMUITHOCTb;

6) yka3zaHue BUJia HOCUTENS WU crioco0a BOCIIPOU3BEICHUS;

7) undopmanro o0 yCIOBUAX JOCTYIA, SI3bIKE M BHEIIHUX OCOOCHHOCTSIX apXHUBHBIX
JIOKYMEHTOB €IMHUIIbI XPAHECHHUS.



3aroi0BOK €IMHUIIBI XpaHEHUS YIPABICHYECKON TOKYMEHTAIlMU, €IMHUIIbI XPaHEHUS
ApPXUBHBIX IOKYMEHTOB JIMYHOTO MPOUCXOXKACHUS, B TOM YUCIE JIEKTPOHHBIX, BKIIFOYAET
HaMEHOBAaHHWE BHJA APXUBHBIX JOKYMEHTOB, aBTOpPa(OB) AapXUBHBIX JOKYMEHTa(OB),
anpecaTa(oB) WK KOPPECTOHAEHTA(OB), KOTOPHIM HaPaBJIEHbI WJIA OT KOTOPBIX MOTYUYEHbI
JOKYMEHTBI, BOIIPOC WM MPEIMET, Ha3BaHUs COOBITH, (akTa, MECTHOCTH, (DaMHINU U
WHUIMAJIOB JIMIA, K KOTOPHIM OTHOCHUTCSl COJEpKaHUE YKa3aHHBIX JIOKYMEHTOB, JaThl
COOBITHH.

B cnydae oTcyTCTBUSI HEOOXOAMMBIX CBEJICHUH B 3ar0JI0BOK BKJIFOUAETCA UHPOpMaIUs
MOSICHUTEJIBHOTO XapakTepa — "aBTop He ycTaHoBjeH", "0e3 narel", "He paHee .... I.".

3aroj0BOK €AWHMIIBI XPAaHEHUS MPOCKTHOW WM KOHCTPYKTOPCKOW TOKYMEHTAaIlUU
BKJTFOYaeT mudp 00beKTa, HANMEHOBAHUE MPOEKTA, CTAANIO, YaCTh, HOMEP TOMa, aBTOPA,
roJ1 OKOHYaHUS pa3pabOTKH.

3aroyioBOK €MHUIBI XpaHEHUS] KWHOBHJICOJOKYMEHTA BKIIIOYAET aBTOPCKOE HAa3BaHUE
¢unpMa, CrenBbHITyCKa, KHHOKYPHAJIa UM HAa3BaHUE COOBITHUS, OTPAXKEHHOTO B KHHO- WJIH
TEJIECIOXKETE, JIaTy MPOU3BOJCTBA W/WJIM JaTy CheMKH, (DaMIIINA U UHHUIHAJIBI pexuccepa
U/WJU OTIepaTopa CheMKH, SA3bIK JOKYMEHTA.

3aro0oBOK E€IUHUIIBI XpaHEHUs (POHOIOKYMEHTA BKJIIOYACT Ha3BaHUE M IKaHP
(hOHOOKYMEHTa, Ha3BaHWE, MECTO M JaTy OTpPaXeHHOTO coObITHs. [Ipu oTcyTCcTBUM
Ha3BaHMs  (OHOJAOKYMEHTAa  YKa3bIBAlOTCS OCHOBHOE COJICp)KaHHE  Tejle-  WIH
paavornepeau, BBICTYIUICHUS, Oecelbl U JIpyroe. 3arojioBOK €IMHMIIBI  ydeTa
(OHOJIOKYMEHTa, COJIepKAIlero 3aluch MPOU3BEICHUS JUTEpaTyphl U HCKYCCTBa,
BKJIIOYACT Ha3BaHWE TIPOM3BEACHUS M €ro >aHp, MEPBYI0 CTPOKY TEKCTa, KOTopas
3aKJII0YAETCS B KaBBIUKH, €Cli (DOHOJOKYMEHTOM SIBIISIETCA HE HMEIOIIEe aBTOPCKOIO
Ha3BaHUSI M HE OMYyOJIMKOBAHHOE paHee MPOW3BEACHHUE, (paMIIMK W WHUITMAIBI aBTOPOB
W/WJIA UCTIOJHUTENIEH KaK caMoro IMPOU3BEACHUS, TaK M €ro o0pabOTOK, MepeoKeHuH,
MEePEBOJIOB, S3BIK (DOHOJOKYMEHTA.

3aroj0BOK €IUHUILI XpaHEeHHs (POTOJOKYMEHTA BKJIIOUAET OMUCAHUE U300paKeHUs
Wy Ha3BaHue (poroanrOoMa, ciaiiga, HeraTuBa, (PaMUIIMIO M MHUIIHAJIBI aBTOPa, MECTO U
JaTy ChEMKH.

CrnpaBo4HbIC JaHHBIE O €AMHUIIC XPAHEHUS BKIIOYAIOT AJIEMEHTHI apXMBHOTO mudpa
(HOMepa apxuBHOTO (POHAA, HOMEpPA OMUCH €] IOKYMEHTOB, HOMEPa €IMHUIIbI XPAHCHU),
JTaHHBIC 00bEeMa eAMHUITBI XpaHCHUS, KpalHUE TaThl apXUBHBIX JOKYMEHTOB, JICKTPOHHBIX
apXWUBHBIX JIOKYMCHTOB.

Nudopmarus 00 ycIoOBUSAX JOCTYIA, SA3bIKE W BHEITHUX OCOOCHHOCTSIX apXHUBHBIX
JIOKYMEHTOB, €/IMHUIIBI XPAHEHHUS BKIIIOYAET CBEJICHUS O HAIMYUU apXUBHBIX JOKYMEHTOB,
AIIEKTPOHHBIX APXUBHBIX TOKYMEHTOB, IOCTYM K KOTOPHIM OTPAaHUYEH 3aKOHOIATEIIHCTBOM
Peciyomuku Kazaxcran wmm QonHmooOpazoBaTelieM, a TakXKe CBEIACHUS O HaJIUYHH
MO/VTMHHUKOB 0CO00 IIEHHBIX JOKYMEHTOB, B TOM YHCIIE JOKYMEHTOB, OTHECCHHBIX K
00BEKTaM HaIMOHAILHOTO JocTosHMS PecryOmmku KazaxcraH u  HaxXomsammxcs B
HEYIOBJIETBOPUTEIIBHOM (PU3MUECKOM COCTOSHUHW, HATMIUH (DOHA TTOJIH30BAHUS, S3BIKE U
BHEIITHUX OCOOCHHOCTSIX apXHUBHOTO JIOKYMEHTA.



OnucarenbHasi CTaThs JOIMOJHIETCS Ha3BaHUEM apXUBHOrO ()OHA U €ro CTPYKTYpHOU
yacTu (OMUCH JIeJ JOKYMEHTOB, ONUCH 3JCKTPOHHBIX JTOKYMEHTOB (1€1), aHHOTaIUei
OTJICTTLHBIX APXUBHBIX JOKYMEHTOB WJIU UX TPYIII JaHHON €IMHUIIBI XPAaHCHUS.

216. OnucarenbHas CTaThsl ApXUBHOTO CIIPABOYHUKA HA YPOBHE apXUBHOTO IOKYMEHTA
BKJIFOYAET:

1) 3aro10BOK apXMBHOTO JOKYMEHTA, 3JIEKTPOHHOT'O apXUBHOTO IOKYMEHTA;

2) crmpaBoYHbIe JaHHbIE 00 apXWBHOM JOKYMEHTE, 3JIEKTPOHHOTO apXUBHOTO
JIOKYMEHTa;

3) ykazaHue Ha NOJJIMHHOCTH/KOMUITHOCTb;

4) Bug HOCUTENS (MM CIOCOO BOCIIPOU3BEICHUSA );

5) urdopmaImio 00 yCIoBUAX JOCTYIA, SA3bIKE U BHEIIHUX OCOOCHHOCTSAX apXHWBHOTO
JOKYMEHTA, 3JIEKTPOHHOTO apXUBHOTO JOKYMEHTA.

3aroyioBOK apXMBHOTO JOKYMEHTA, 3JEKTPOHHOTO apXUBHOTO JOKYMEHTa BKIIIOYAET
HAaMMEHOBAaHME BHUJA apXMBHOTO JOKYMEHTa, aBTOpa, ajpecara WM KOPPECIOHJCHTA,
KOTOPOMY HAampaBlieH WIK OT KOTOPOTO TMOJY4YeH JOKYMEHT, BOIPOC WIH MpeIMET,
coObITHEe, (aKT, JNMIIO, HA3BaHME MECTHOCTH, K KOTOPBIM OTHOCHUTCS COJEp>KaHuE
YKa3aHHOTO JJOKYMEHTa, JaTy COObITHs. B ciydae oTCyTCTBUS HEOOXOIUMBIX CBEJCHUH, B
3aroJIOBOK BKJIIOYAETCS MOsICHsIoMAs nHpopmanus: "aBTop He yctaHoBieH", "0e3 marbl'”.
[Ipy HEOOXOAMMOCTH 3arojOBOK [OMOJHIETCS AaHHOTAIMeW, pacKphIBAIOIICH He
OTPa’KEHHOE B 3ar0JIOBKE COZIEpKaHUE JAHHOTO JOKYMEHTA.

CrnpaBoyHbI€ TaHHBIE 00 APXHMBHOM JIOKYMEHTE, SJIEKTPOHHOT'O apXUBHOTO JIOKYMEHTA
COCTOSIT U3 3JIEMEHTOB apXUBHOIO mKdpa (HoMepa (HoH1a, HOMEpPa OITUCH A€ JOKYMEHTOB,
HOMEpPA €UHUIIBI XPaHEHHSI, HOMEPOB JINCTOB), 00beMa (KOJMYECTBA JIMCTOB) apXHUBHOTO
JOKYMEHTA, IaThl €r0 CO3/IaHuA.

Nudopmarus 00 yclnoBUSIX JOCTYIA, SI3bIKE U BHEIIHUX OCOOCHHOCTSIX apXUBHOIO
JOKYMEHTa, B TOM YHCIIE 3JIEKTPOHHOTO apXHBHOTO JOKYMEHTA, BKIIOYACT CBEACHUS 00
OTPaHMYEHUHM [JIOCTyNa K apXWBHOMY JOKYMEHTY 3aKOHOJATENIbCTBOM PecmyOnuku
Kazaxcran unu ¢donmoobpazoBareneM, craryce oco00 IEHHOTO JOKYMEHTa, JOKYMEHTA,
OTHECEHHOTO0 K OOBEKTaM HaIMOHAJIbHOTO Joctosinus PecmyOmmku Kaszaxcran w/unum
HaXOSIIErocss B HEYJIOBJIETBOPUTEILHOM (DU3MUECKOM COCTOSIHUH, S3bIKE M BHEIIHHX
O0COOEHHOCTSIX apXUBHOT'O IOKYMEHTA.

217. Bua equHuibl XpaHeHus (A€o, Nepenucka, J0KyMEHThI, PEECTp, alIbOOM, KypHall,
KHATAa W JIpyroe) WIW IOKYMEHTOB (IIPOTOKOJIbI, JOKJIAbl, MPHUKA3bl, OTYETHI, AKTHI
BOCIIOMUHAHUS, CTaThH, POMaH, 3alUCHBIC KHUKKN), XapaKTePU3YIOIINX COCTAB EAMHHIIBI
XpaHEHMsI, YKa3bIBAETCS B HAYaJIEC 3ar0JI0BKa.

3aroioBKu CyNeOHBIX, CJIEICTBCHHBIX, JIMYHBIX, MEPCOHATBHBIX, ApPOUTPAKHBIX H
ApPYTUX  JeNd,  COAEpXkalluX  JOKYMEHTBI,  CBSI3aHHBIE  IOCJEI0BATEIBHOCTHIO
JETOMPOU3BOACTBA IO OJJHOMY BOIIPOCY, HAUMHAKOTCS CO clioBa "neno".

3aroioBKM €IWHUI] XpaHEHUs, COJEPKaINX HE CBSI3aHHBIC MOCIEIOBATEILHOCTHIO
JCIOTPON3BOACTBA JTOKYMEHTHI TI0 OJHOMY BOIPOCY, TOKYMEHTBHI-TIPUJIOKEHUSI K
OCHOBHOMY JIOKYMEHTY (IIPHKa3y, pacCOpsHKEHUIO, IPOTOKOIY) UITH Pa3HOPOIHBIE MO BULY



JOKYMEHTBhl apXWMBHOro (hOHJA JUYHOTO MPOUCXOXKICHUS, HAYMHAIOTCA CO CJIOBa
"moKkyMeHTHI". B KOHIIE TAaKOTr0 3aroJioBKa B CKOOKaX YKa3bIBalOTCS BUJIbI 3TUX IOKYMEHTOB.

B 3arosioBke eIuHUIIBI XPAHEHWS, BKJIIOYAIOIIEH MEPEenucKy, YKa3bIBaIOTCS
oduIMaTbHble HAaWMMEHOBAaHMSI KOPPECHOHJICHTOB W BOMpocC (TpeIMeT) Mepenuckd. B
Cllydyae BEICHHUS TEPENUCKHM C OJHOPOJHBIMU KOPPECHOHAEHTAMU, B 3arojoOBKE
yKa3bIBaeTcs 0011iee BUA0BOE HAMMEHOBAHUE KOPPECTIOHIEHTOB.

N3noxenue Bompoca (MpeaMeTa), OTPaKaIoIIEro CoAepKaHue JOKYMEHTOB, SIBIISETCS
OCHOBHOM 4YaCThIO 3aroJioBKa M JaeTcs TMOCJI€ YKa3aHWs BHJA [IeJa, aBTopa,
KOppEeCIOHIeHTa (aJipecaTa) TOKYMEHTOB.

218. Ilpu cocraBieHMM 3arojJOBKOB €JWHUIl XpaHEHUS C OpraHu3alMOHHO-
pacrnopsiAuTEILHON TOKYMEHTAIMENH OJTHOTO BU/A B 3ar0JIOBOK BHIHOCUTCSI HAUMEHOBAHUE
JIOKYMEHTOB BO MHO>KECTBEHHOM UHUCJIE C MTPOCTABICHUEM UX KPAaTKUX HOMEPOB.

219. [locne o603HaueHUs BUJA Jiea WIK BUJIa IOKYMEHTOB B 3ar0JIOBKE YKa3bIBACTCS
aBTOP BXOJSIIUX B AEJIO TOKYMEHTOB. ECiii aBTOPOM JOKYMEHTOB SIBJISIETCS OpraHU3aIIMS,
B JIESATEILHOCTH KOTOPOW OHU OTJIOKHIIKCH, B 3aTOJIOBKE JI€J1a HAMMEHOBAaHUE OpraHu3aluu
WM OMYCKAaeTCs, WM MPHUBOJUTCA €ro 00Ilee BUIOBOEC HaMMEHOBaHHE (KOMHUTET, CYI,
KOMHUCCHS).

220. [1aThl, K KOTOPHIM OTHOCSITCSl U3JIOKEHHBIC B JIOKYMEHTaX COOBITHS, BHOCSTCS B
3aroJIOBOK, €CJIM TOYHAs JaTra OTpakaeT HCTOPUYECKHE CBSI3M MEXKAY COOBITHSMU U
(dakTamMu 1 HEOOX0IUMA ISl TOHUMAHUSI KOHKPETHOTO COJIEP>KaHUsI TOKYMEHTOB.

221. Ecnu 1e710 COCTOUT M3 OJHOTO JOKYMEHTA, TO B 3ar0JIOBKE YKa3bIBAIOTCS BUJL
JOKYMEHTa, OT KOO OH UCXOAUT, KOMY aJpECOBaH, €ro JaTa U KpaTkoe COJIepKaHHUE.

222. B eaguHMIaX XpaHEHUS, COCTOSIIUMX M3 IUIAHOB W OTYETOB, B 3aroJIOBKE
yKa3bIBaeTCs roJi (epuo1), Ha KOTOPBI COCTABIICH IJIaH WX 32 KOTOPBIA COCTABIIEH OTYET.

3aroJIoBKM €IMHUIl XPAHEHHUS, COJICPKAIUX CTATUCTUYECKUE OTUEThI, COCTABIISIOTCS C
yKa3zaHHeM HOMEpOB (hOpPM CTATUCTUUECKON OTUETHOCTH.

223. Ecnu 1eno cocTOUT M3 HECKOJBKUX TOMOB (YacTeil), BceM ToMaM (4acTsM) TaeTcs
oOIuii 3arosoBOK, a 3aTeM (MpU HEOOXOAMMOCTH) JENAaeTCsl YTOYHEHHUE COJEpKaHUs
KKJIO0TO TOMa (4acTH) B OTAEJIBHOCTH, B MOCIEAHEM TOME (4acTH) M0OABISIETCS CIOBO
"mocnequuii" ("mocnenHas").

224. Oco060 1eHHbIE JOKYMEHTBI, TOKYMEHThI-IIPUIIOKEHHUSI K OCHOBHOMY JOKYMEHTY,
JIOKYMEHTBl OpTraHU3alMUN-TIPEANIECTBEHHUKOB, JOKYMEHTHI, COJEpKaIllUe CBEJCHUS IO
JUYHOMY COCTaBY, MMEIOIUE CIPAaBOYHOE 3HAUCHHE, JOKYMEHTBHI, HAJIMUME KOTOPHIX B
JAHHOM JIeJie HE MOKET OBITh OIPEJIENICHO M0 €ro 3aroJIOBKY, aHHOTUPYIOTCS.

225. AunoTtanus opopmIISIETCS TIOCIIE 3ar0JIOBKa C KPACHOW CTPOKH.

[Ipy aHHOTHpPOBAHMM NEYATHBIX MAaTEPUATIOB YKa3bIBAIOTCS BUJI JOKYMEHTA, €ro
HaUMEHOBAaHWE WJIM HayajbHbIE CJOBAa JOKyMEHTa (IIpU OTCYTCTBUM HAWMEHOBAHUA),
BBIXO/IHBIC JIAHHBIE.

B aHHOTanMsIX 4EepTEXKHBIX U JPYTUX H300pa3UTEIbHBIX MaTEpUAJIOB YKa3bIBAIOTCS
Marepuain, Buj, (opMar TOKyMEHTa U CIOCO0 €ro UCIOJIHEHHUS, ISl KapT — MacIuTao.



B koHIle aHHOTanMu mMoja pyOpuKol '"yMOMHHAIOTCS'" YKa3bIBaIOTCS WMEHA JIHII,
HAaUMCHOBAaHMS  OpraHU3alWii, TeorpapuyecKkue HAMMEHOBAaHUS W  CBEIICHUS,
YIOMHUHAIONUECS B JOKyMEHTaX U UMEIOIINE CYIIIECTBEHHOE 3HAUCHUE (TIEPEUUCIISIIOTCS ).

226. B xoHIIE aHHOTAIMK TPUBOJATCS HOMEpA JUCTOB aHHOTHPYEMBIX TOKYMEHTOB,
cTeneHb moApoOHOCTH cBeaeHuH ("KpaTkue cBeaeHus ", "moapoOHoe coodmenne").

[Tpu 3HAYUTENBHBIX 00bEMaX AHHOTUPYEMBIX TOKYMEHTOB aHHOTAIIHSI COCTABIISICTCS HA

OTACIBHOM JIMCTC U BKJIAAbIBACTCA MCKIY 00JI0KKOM 1 IICPBBIM JIUCTOM JOKYMCHTA.
IHaparpad 2. Ilopanok IaTUPOBKHU JOKYMEHTOB NP ONMCAHUHT

227. OmnucaHue nOpaBOBBIX aKTOB, TBOPYECKOW JIOKYMEHTalUWH, JOKYMEHTOB,
KacarolMXCcs NMpaB U 3aKOHHBIX MHTEPECOB TpaxaaH, (PMHAHCOBBIX JOKYMEHTOB, JIEJ IO
OJIHOMY BOIIPOCY, a TaK’K€ JOKYMEHTOB, /I KOTOPBIX TaTUPOBKA UMEET BaXKHOE 3HAUYCHHE
(mokmaapl, IUCTOBKU, CTEHOTPAMMBI, TUCbMa), AaTa (YUCIIO0, MECAIl, TOJ), 0hOPMIISIOTCS
CJIOBECHO-TTU(POBBIM CIIOCOOOM.

228. HavanpHOU AaTOM JIeJ1a, B TOM YHUCJIE SJIEKTPOHHOI O, SIBIISIETCS JaTa COCTaBICHUS
(peructpaiviv) CaMmoro paHHETo JOKYMEHTa, KOHEUHOM — JlaTa COCTaBJICHUS (PETUCTPAIIUN )
CaMOTo MO3AHEr0 JOKYMEHTA.

JlaThl MPaBOBBIX AKTOB YKAa3bIBAIOTCS MO BPEMEHHM MX MOANMHUCAHUS (YTBEPHKICHHUS).
Ecnau nokyMeHThI He TaTUPOBAHBI, AThl YKA3bIBAIOTCS 110 BPEMEHU OMyOJUKOBAHUS WIIU
BBEJICHUS B JICICTBUE.

J11s1 mporpamm, MIaHoOB, CMET PACX00B, IITATHBIX PACHIUCAHUN, OTYETOB KpaiHUE JaThI
HE IIPOCTaBIISIOTCS.

Ecnu B nene 1OKyMEHTHI-IIPUIIOKEHHSI JaTUPOBAHBI paHee MEPBOro JOKYMEHTA Jelia, TO
MX JaThl OTOBAPUBAIOTCS C HOBOW CTPOKH — "MMEIOTCS JOKYMEHTHI 3a... TOx".

KpaitHumMu natamMu perucTpallMOHHBIX KHUT M KYPHAJIOB SIBJSIFOTCS JaThl MEPBOM U
MOCJICTHEHN 3aIUCH.

Kpaithumu natamu geina, COCTOSIIIETO U3 KOMUMHBIX JOKYMEHTOB, U3TOTOBJICHHBIX WU
MOJIy4YeHHBIX (POHI000pa3oBaTesieM 3HAYUTENIBHO TI03KE CO3/IaHus UX MOJIMHHUKOB,
ABJISIFOTCS JAThl U3TOTOBJICHUS KOMUM (JaThl MOJUIMHHUKOB YKa3bIBAIOTCS B 3ar0JIOBKE).

B cnydae, ecnu Aeno Ha4ato B OJHOM OpraHM3alllM, a 3aKOHYEHO B JPYIOW,
YKa3bIBAIOTCA TPU AaThl: aTa 3aBEACHUS Jelia B IeIONPOU3BOJICTBE MEPBOM OpraHu3allii,
JaTa TOCTYIUIEHMS €ro BO BTOPYK OpraHu3aluil0 W JaTa 3aBeplICHHs] €ro B
JeJIONPON3BOICTBE MOCJEIHEH opraHu3anuu (MepBble ABE AaThl 0003HAYAIOTCS B BUJE
podn).

IHaparpad 3. [lopsaaok cocTaBjieHUs] ONMCH /1e]1 JOKYMEHTOB

229. Onuch 1en1 JOKYMEHTOB, B TOM YHCJIE€ JEKTPOHHBIX, COCTOUT U3 OMUCATEIbHBIX
CTaTel €IWHUI] XPAHEHUS] WM €JIMHHI] y4eTa, UTOTOBOW 3aluCH, JIMUCTa-3aBEPUTENS U
CIIPABOYHOTO armapara K OIMHUCH.

230. OnucarenbHas CTaThs OMMCH BKIIOYACT:

1) MOpsIKOBBIN HOMEP €IMHUITHI XPAHCHHUS;

2) 1eonpON3BOICTBEHHBIN WHEKC WIIM MPOU3BOACTBEHHBI HOMED;

3) 3aroJIOBOK €IMHUIIBI XPaHEHUS;

4) kpaliHue 1aTbl JOKYMEHTOB;



5) KOJIMYECTBO JIMCTOB B €AMHUIIC XPAHCHUS;

6) yka3aHue Ha KOMUMHOCTh JOKYMEHTOB;

7) cnoco® BOCIPOU3BEICHUS TOKYMEHTOB.

[Tpu HeoOXomMMOCTH OmMHcaTeNbHasl CTAaThbi JOIMOJHSETCS aHHOTAlMEH OTIENbHBIX
JOKYMEHTOB, €TUHHIIBI XPAaHCHHUS.

231. B cipaBo4HBIi anmapaT OIMUCH JIET JOKYMEHTOB BXOIAT:

1) TUTYIBHBIN JHCT TI0 PopMe, YTBEPIKAAEMON YITIOJTHOMOUYEHHBIM OpTaHOM;

2) coneprkaHue (OTJIaBJIeHHUE);

3) npeaucioBue;

4) CIUCOK COKpAIlCHUH;

5) ykazarenu.

Iaparpad 4. [lopsaok cocTaBjieHUsI HCTOPUYECKOH CIPABKHU

232. B apxuBe OpraHu3alyy COCTaBIIACTCS HCTOPUYECKas CIIPaBKa K apXUBHOMY (DOHY,
coJiepKaliasi CBeIeHus Mo ucTopuu (HOHA000pa30BaATENS U APXUBHOTO (POHIA, KPATKYIO
XapaKTEPUCTHUKY COCTaBa U COJICPIKAHUS €r0 JOKYMEHTOB U cuctembl HCA.

Hcropuueckas cripaBka K apxuBHOMY (hoHIY (hopMHUpyeTCs Ha OCHOBE HH(POPMALIUU O
UCTOpUH (POHI000pa3oBaTes U HCTOPUU apXUBHOTO (POHIA.

Nudopmanusa o uctopuu ¢GoHmo00pazoBarenis BKIIOYAET JaThl €ro 0O0pa3oBaHUS,
BEJIOMCTBEHHYIO TPUHAIJICKHOCTh, CTPYKTYpY M (DYHKIIMH, Ha3BaHUS OpraHU3AINH-
MPEAUIECTBEHHUKA U TMPABOIPEEMHHKA, JaThl PETUCTPAlMUd WM MNEPEPETUCTpPallMi — B
Cllyyasix NEpEeHMMEHOBAaHMS, pPEOpPraHu3aluu, a Takke JukBuAanuu. MHpopmauus o
(dhonmoo0pazoBaTese apXuBHOIO (POHAA JIUYHOTO MPOUCXOXKICHUS BKIIOYAIOT €r0 KpaTKUe
ouorpaduueckue gaHuble (pamuaus, uMs, OT4EeCTBO (TIPU HAIWYWHU), TMCEBIOHUM (TIpH
HaJU4MK), JeBUYbi (pamuius (MpU HAIWYUUM), NATHl KU3HU, Mpodeccusi, JaHHBIE O
CIy»e0HO W OOIIECTBeHHON nesTenbHOocTH). s apxuBHOTO OHAA CEeMbH, poja
aHAJIOTUYHBIC CBEJCHUS NAIOTCS O KaXJIOM M3 POJCTBEHHUKOB. Jljisi 0O0BEIMHEHHOTO
apXMBHOTO (POHJIA COCTABIISIETCS O0IIasi ICTOPUYECKas CIIpaBKa.

Nudopmanus no ucropur apXuBHOro (oHAA BKIIOYAIOT ATy €ro MOCTYIJIEHUS B
apxuB, 00beM U KpaWHHUE AaThl APXUBHBIX JIOKYMEHTOB, CTENEHb HUX COXPaHHOCTH,
0CcO0EHHOCTH (POPMHUPOBAHUS, ONTMCAHUS U CUCTEMATU3ALNH, HHPOPMALIHIO 00 N3MEHEHUSIX
B COCTaBe M 00beMe apXMBHOTO (POHIA M UX MPUYUHAX, HAJTMYUU APXUBHBIX JIOKYMEHTOB
Ipyrux opranuzanuii wim jun (GpoHmoBbie BkiItoueHus), coctaBe HCA k apxuBHOMY
dbouay. Jlnsg apXWBHOM KOJUICKIIMUA YKa3bIBAIOTCS CBEICHUS O BPEMEHH, YCIOBHSIX,
MpUYMHAX €€ CO3JaHusl, MPUHIHMAX (HOPMUPOBAHHS, MECTOHAXOXKIEHUN KOJUICKIIUU O
MOCTYIIJICHUSI B apXUB, COCTABUTETIE.

Hcropuueckas cnpaBka K (OHIY IOMOJHAETCS MPU U3MEHEHUH O0BbeMa apXHWBHOIO
dboHma, a TaKkKe B Cly4dasx pEOpraHu3allvi, HW3MEHEHUS] CTPYKTYphl, QyHKIIUI
(honmoobOpazoBaTesi.

233. Ucropust apxuBHOTO (hOH/IA COJIEPKUT aHHOTAIHIO, OnbInorpaduro, nHMGOpMAITHIO
00 yCJIOBUSIX TOCTYTIA U UCIIOJIb30BAHUS JOKYMEHTOB.

AHHOTaIUsi O COCTaBE€ M COJACPKAHUM aAPXUBHBIX JOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, APXUBHOTO (DOHAA BKIFOUAET KPATKYIO OOOOIIEHHYIO XapaKTEPUCTUKY ITHX



JOKYMEHTOB IO BHJAaM UM TeMmaM, OTPAKAIOLIYI0 HalpaBICHUs JAEATEIbHOCTH
dhong000pa3oBaTeNs, ¢ yKa3aHUEM XPOHOJIOTHU TEM U 0003HAYCHHEM MX reorpaduuecKux
(aIMUHUCTPAaTUBHO-TEPPUTOPUATILHBIX) TpaHull. WHdopmanus o0 ycraoBuUAX TocTyma K
apXUBHBIM JOKYMEHTaM apXuMBHOTO (OHIa, B TOM 4YHCIIE SJICKTPOHHBIM, BKIIOYACT
CBEIACHHMS O HAJIMYUU AapPXMUBHBIX JOKYMEHTOB, JOCTYH K KOTOPHIM OTpaHHuYeH
3akoHomarenscTBOM PecnyOnukn Kaszaxcrtan wim  ¢GoHIooOpas3oBareneM, a TakKxkKe
HOJUIMHHUKOB 0CO0O ILIEHHBIX JTOKYMEHTOB, B TOM YHCJE JOKYMEHTOB, AJIEKTPOHHBIX
JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAIMOHAJIBHOTO JOCTOSHUS PecmyOmuku
KazaxcraH, HaxoIsA1mxcs B HEYJIOBIETBOPUTEILHOM (PU3MUECKOM COCTOSHUM, HAJIUYUU
b oHaa MOTB30BAHMSI.

bubnnorpadus k apxuBHOMY (OHIY BKIIOUAET CIHCOK CIPABOUYHUKOB MO JaHHOMY
boHTy ¥ TOKYMEHTaIbHBIX ITyOJIMKALUN, BBIMOJTHEHHBIX HA €T0 OCHOBE.

234. XapakTepucTHuKa apXxuBHOro ()OHIA MO COCTaBy U COJAEPKAHUIO JOKYMEHTOB
COJIEP/KUT CBEACHUS O HAJIMYUM JIOKYMEHTOB, BBIXOJSAILIUX 32 XPOHOJOTHYECKUE PAMKH
¢onna, HCA x apxuBHomy (oHay, 0 BUgax Hocuresae nupopmanuu.

235. UcTtopuueckast crpaBka Ha OyMa)KHOM HOCHUTEJIE MOANUCHIBAETCS UCIIOJIHUTEIEM
U PYKOBOJMTEIEM apXuMBa OpPraHU3alMM, Ha OJJIEKTpOHHOM — 3aBepsercs OLII
PYKOBOJIUTENS apXUBa OPraHU3ALUU.

Hcroprueckas crnpaBka IMedaTraeTcd B 4YeTbIpeX OHK3eMIulspax. JlBa sk3eMIiuisipa
nepeslaloTcs B Tocy1apcTBeHHbIN apxuB, ApxuB [Ipe3unenta PecnyOnuku Kazaxcran npu
nepBoi nepegade JOKYMEHTOB apXMBHOIO ()OHMA, 1Ba XpaHUTCS B €€ (POHJA B apXUBE
OpraHU3alIIH.

236. Uctopuueckasi cripaBKa JIOMOJIHAETCS MIPH MOMOJIHEHUHA apXUBHOTO (HOHA WIIU B
Cllyyae peopraHu3alyy OpraHu3aluu U NPeCTaBIsETCS B TOCYAapCTBEHHBINA apXUB, ApXUB
[Ipesunenta PecnyOnuku KaszaxcraH BMecTe € KaXIOM 3aKOHUEHHOM OINHCHIO el

TOKYMEHTOB, a Takxke BHocuTCs B MIC DA.
Iaparpadg S. [lopsiaok cocTaB/ieHUs] KaTAJIOI0OB U KaAPTOTEK

237. Karanor npeacTaBisieT co00il MeX(POHIOBBIN apXUBHBIN CIIPABOYHHK, B KOTOPOM
uHpopManusi O COAEpPXKAHUU JIOKYMEHTOB CIrpyNIUpOBaHa IO MpeaMeraM (Temawm,
OTpacisiM), pacloJIO)KEHHBIM B COOTBETCTBUM C MPUHATOM JJIsl JAHHOTO KaTajora cXxemMou
KJ1accu(puKanuu JOKyMEHTOB.

COBOKYITHOCTB Pa3JIMYHBIX KaTaJIOIOB COCTABIISIET CUCTEMY KaTaJIOrOB.

238. PabOoThl 1O MOATOTOBKE, CO3MAHHMI0O M BEICHUIO KATaJIOTOB HAa3bIBAIOTCS
KaTaJIOru3alyen T0KyMEHTOB.

Karanoruzauus MOXeT NPOBOAUTHCA KaK CaMOCTOSITENIbHBIA BHJI  PabOThI
(Tematuueckasi pa3paboOTKa), a TaKXe B MPOIECCe IPYTHMX BUJIOB PadOT, CBSI3aHHBIX C
OMKMCAHUEM U BBISIBICHHEM JIOKYMEHTOB (NOMyTHAs KaTaJIOru3amus).

[Ipu karamoruzamuu npuMeHsieTcs IUdPepeHInpPOBaHHBII TOAX0M, KOTOPbIN
3aKJIF0YAETCS:

1) B onpezienieHnu 0YePEeTHOCTH BbIOOpa apXUBHBIX (DOHIOB, UX CTPYKTYPHBIX YacTeH;

2) B oTOOpE A€, JOKyMEHTOB ¥ MH(POPMAIIUU U3 HUX;

3) B IpUMEHEHUHU COOTBETCTBYIOIIMX MTPUEMOB ONMUCAHMS TOKYMEHTHON MH(GOPMALIHH.



239. Karanoruzamus BKJIIOYAET CIEIYIONINE BUIALI paObOT:

1) cocTtaBneHue cxembl KilacCu(puKaIum;

2) BbISIBJICHHE U OTOOP JOKYMEHTOB;

3) onucaHue Ha KaTaJOKHbBIX KapTOUYKax;

4) cucteMaTH3aluIo0 KapToOYyek;

5) BeJleHUE KaTaloroB.

240. BpiOop cxembl KiaccU(pUKAIIMU OMPENENsseTcs COCTaBOM JOKYMEHTOB apXuBa
OpraHu3alliy U 3a/layaMUy UX HCTOJIb30BAHMUS.

CxeMolt kiaccuukanuyu JOKYMEHTHOM HH(POpPMALMU SIBISETCS MUCbMEHHBIA WITU
rpaduyecKkuil TOKyMEHT, COIep KaIlli MepeueHb Ki1acCu(PUKAIIMOHHBIX JIEICHNH KaTaJora,
pPacHoJIOKEHHBIX B ONPENEIECHHON MOCIEA0BATEIbHOCTH, M MPEIHAa3HAYCHHBIA IS
pacnpeneneHus CBeIEHUI U3 JTOKYMEHTOB MO YKa3aHHBIM JIEJICHUSM.

241. B 3aBHCHMOCTH OT CXEMbl IIOCTPOCHHSI KaTaJOTH IOAPA3LACIIFOTCA Ha
CUCTEMAaTUYECKHE, TEMAaTUYECKUE, IMPEAMETHbIE W HX Pa3sHOBUAHOCTH (MMEHHOM,
reorpadudeckuii, 0ObEKTHBIN).

242. lokymeHTHasi nHGOpMaIusi B CUCTEMAaTUYECKOM KaTaJIoTe KJIACCUPUIUPYETCS 110
OTpaciasiM 3HAHUW W TPAKTUYECKON JEATETbHOCTH OpraHu3aldy, pacrojiaraercs B
JIOTUYECKOM NOCIIEIOBATENBHOCTH.

B nMmeHHOM Katasiore JOKyMeHTHass MH(popmamus Kiaccupuuupyercs no anpaBuTy
(baMuIMii IKIl, YIIOMUHAEMBIX B IOKYMEHTAX WU SBJSIONMIUXCS UX aBTOpaMu. JlanbHewnas
CUCTEMATHU3ALMS IPOBOAUTCS B XPOHOJOTUYECKON MM JIOTHYECKOU ITOCIIEI0BATEIbHOCTH.

243. B cocTtaB onucaHus KaTajiora BXOJIAT:

1) HauMeHOBaHKE apX1Ba OpraHU3AIINH;

2) UHAEKC;

3) pyOpuka, noapyopuka;

4) nata cOOBITHUS, MECTO COOBITHS;

5) conepxaHue;

6) HoMep apXuBHOTO (OH/Ia, HAUMEHOBAHHE APXUBHOTO (HOH/IA;

7) HOMEpa OINUCH JIeT TIOKYMEHTOB, €IMHULIbI XPAHEHHUS, JTUCTOB;

8) SI3BIK IOKYMEHTA;

9) cioco6 BoCIpou3BeAeHUS TOKYMEHTA.

JUist cBsI3U MeX Ay pa3fesiaMH KaTajlora Wik pa3JIesioB KaTanora ¢ ApyruMu apXUBHBIMU
CIIPAaBOYHHUKAMU PUMEHSETCSI CUCTEMA OTCHUIOK.

244, Benenue kaTtajora COCTOUT U3 CIAEAYIOUIUX BUIOB PadoT:

1) Hay4HO-MeTOANYECKOE 0OecTieueHne padoThI;

2) UHAEKCUPOBAHUE KAPTOYEK;

3) cucreMaruzaius KapTouek Mo MHAEKCcaM U pyopukam;

4) cocTaBiieHHE OTCHIJIOYHOTO anmnapara K KaTajory;

5) ycoBepIlIEHCTBOBAHHE KaTaylora.

HayuHo-MeToanueckoe obecnedeHre BKIIIOYAET pa3padOTKy METOJIMYECKHUX MOCOOUi
M0 KaTaJOTM3allMy OTIEIbHBIX APXUBHBIX (OHAOB (WJIM WX TPYIIbI), pabouux CXeM
KJIacCU(UKALIMU KaTalIOrOB, UX YTOYHEHHUE U JOIMOJIHEHUE.



NHuaexkcupoBaHue KapTOU€eK OCYILIECTBIISIETCS IIyTEM BHIOOPA MIIM COCTABJICHMSI MHAEKCA
Mo cxeMe Kiaccu(ukaluu M OTHECEHUS €ero K COOTBETCTBYIOUIEH uHGpOpManuu
KATAJIO)KHOW KapTOYkh. B  HMMEHHOM Karajgore KapTOYKM HE HWHIEKCHUPYIOTCS U
pacrojararoTcs 1o ajagaBuTy.

245. Cuctembl KaTaJloroB MOMOJHAIOTCS TEMATUYECKUMH U IPEIMETHO-TEMAaTUYECKUMHU
KapTOTEKaM{, KapTOTEeKaMu [0 JIMYHOMY COCTaBy Ha JOKYMEHTbl HaumOoJjee
MH(POPMATUBHBIX U YACTO HUCIOJIb3YEMbIX apXUBHBIX (DOHJIOB.

246. KapTouku KapTOTEKH IO JIUYHOMY COCTaBYy COJEpKaT (paMHIIUIO, UMsI, OTUECTBO
pabOTHHKA, CCBUIKM Ha HOMEPA apXUBHOTO (POH/IA, TOJOBOIO pa3zelia CBOJHOM ONUCH e,
Ha HOMEpa Jiel, JHUCTOB CO CBEICHUSIMH O HeM. KapTOuku CHCTEMaTU3UpyTCS B
andaBuTHOM MoOpsike haMUmii, a B mpeaenax GamMuinii — no andaBUTy UMEH M OTYECTB
(Ipu HATWYKHN).

247. ApxuB OpraHu3alMM, XPaHSIIANA ayJIHOBU3YAIBHYIO JOKYMEHTALUIO, CO3HAcT
CJIEIyIOIME BBl KAPTOTEK:

1) UMeHHYI0 KapTOTEKY, COAEpKAILyI0 CBeJIeHUsI 00 aBTOpax (pexuccepe, CLICHApUCTE
U ONIEPATOPE) KMHOJOKYMEHTA, XPOHOJIOIMYECKYH0 KAPTOTEKY, COAEPIKALLYIO CBEIECHHS O
JaTe BBITyCKAa KWHOJAOKYMEHTA, aJiaBUTHYIO KapTOTEKY, COAEPKALLYI0 B al(aBUTHOM
MOPSIZIKE CBEACHUS O HAUMEHOBAHUSAX KHHOJIOKYMEHTOB;

2) UMEHHYIO KapTOTEKY, COJAEPKAILLYI0 CBEACHHUS O JUUAX, HH(OpPMAIUS O KOTOPBIX
uMmeeTcsi B (POTONOKyMEHTaxX, M OOBEKTHYIO KapTOTEKy, COJEpKallyl0 CBEACHUS 00
00BEKTaX, COOBITUSIX, HTHPOPMAIIHS O KOTOPBIX UMEETCA B (POTOJJOKYMEHTAX;

3) HMMEHHYIO KapTOTEKy, COJEp’Kallyl0 CBEACHHs OO0 aBTOpPE U HCIOJIHUTEINE
XY10’)KECTBEHHOT'0, MY3bIKAJIBHOT'O WM JOKYMEHTAJIbHOTO IIPOU3BEICHHUS, 3alIMCAHHOIO Ha
(OHOJIOKYMEHT, MAHPOBYIO KapTOTEKY, COJECP)KALLYI) CBEACHHS O XYHO’KECTBEHHOM,
MY3bIKAJIbHOM WJIH IOKYMEHTaJIbHOM MPOU3BEICHNUH, 3alIICAHHOTO Ha (POHOJJOKYMEHT;

4) andaBUTHYIO KapTOTEKY, COIEpXKallyl0 B aja(paBUTHOM TMOPSIIAKE CBEICHUS O
HAaMMEHOBAHUSX BUJCOJOKYMEHTOB, XpPOHOJIOTMUECKYIO KapTOTEKY, COJEpKallylo
CBEJICHUS O J1aTe BBITYCKAa BUJICOJOKYMEHTA.

248. ApxuB opraHu3aluy, XpaHAIIUi HAyYHO-TEXHUYECKYIO JOKYMEHTAIUI0, CO3/1aeT
CJIEIyIOIME BUJIbI KaTaJIOrOB:

1) oObeKTHBI KaTajor Ha OOBEKThl KANUTAIBHOIO CTPOUTEIBCTBA M OOBEKTHI
KOHCTPYHPOBAHUS;

2) UMEHHOM KaTaJyor B al(aBUTHOM MOPsiAKE paMuiIiii aBTOPOB MTPOEKTOB, Pa3paboToK,
HU3ACJIMHA, TEM UCCIICIOBAHMM;

3) reorpaduueckuii KaTaJor Ha 0ObEKTHI IPOSKTHUPOBAHUS IO MECTY UX PACIIOIOKEHHUS;

4) andaBUTHBIM KaTajJor MO HAMMEHOBAHUSM HAyUYHO-TEXHHUYECKUX pPa3pabOTOK B
an(paBUTHOM TIOPSJIKE.

249. K ayanoBu3yaldbHOM JOKYMEHTAllMM COCTABIISIIOTCS YKa3aTeNM K 3arojoBKam
€AVHUI] XpaHEHUS U (WJIK) JOKYMEHTAM.

250. OnucarenpHas CTaThsl yKa3aTels COCTOUT U3 MPEAMETHOTO NOHATHUS (PyOpHUKHU) U
MMOMCKOBBIX JaHHbIX. [loMCKOBbIE JaHHBIE yKa3aTessl K €UHUIIAM XpaHEHHUs] OJHOW OMUCH
JIeJ1 TOKYMEHTOB BKJIIOUYAIOT MOPSAIKOBBIE HOMEpa eAMHUL XpaHeHus. [lonckoBbie JaHHbIE



yKazaTells K eIUHUIAM XpaHEHUsS HECKOJIbKUX AapXUBHBIX (OHIOB OIHOTO apXuBa
OpraHU3aIMH JOTIOTHIIOTCS HOMEPaMH OMUCEH J1e, TOKYMEHTOB, apXUBHBIX (DOHIOB.

251. TemaTudeckuii ykas3aTeslb BKIIOUACT TMOHSATHSA, KOTOPHIC MPEACTABISIIOT COOOU
uctopuieckue GpaxTol U sBieHus. HaumeHoBaHus pyOpuK U oApyOpHUK B HEM ITPUBOSTCS
B IMEHHUTEJILHOM MaJEXKeE.

252. IlpenMeTHBIN yKa3zaTellb BKJIIOYAET MOHSTHS, PACHOJOXKEHHbIE B aji(aBUTHOM
HOPSIIKE.

OO6mwmit mpeMEeTHBIN yKa3aTeab BKIIOYaeT Pa3HOPOIHBIC TTOHSATHUS.

CrnenuanbHbIi TPEIMETHBIN YyKa3aTeldb BKIIOYAET OJIHOPOJHBIC MOHATUSA (BUIBI
JOKYMEHTOB, (aMWJIMM  aBTOPOB, Ha3BaHUS OpraHU3aluidl, HUX CTPYKTYPHBIX
MO/Ipa3/ieICHu i, HAMMEHOBAHUS OTpacien).

HiMeHHOI yKa3aTenb COCTaBIsieTCS B al(aBUTHOM MOPSAIKE W BKIIOYAET (aMUINH,
MMEHa, OT4YeCTBa (Pa3HOYTEHHs, MCEBJOHMMBI, IPO3BUILA, KIUYKH) U OHorpaduyeckue
CIIPABKH.

['eorpaduueckuii ykazarenb COCTaBiIseTCd B al(aBUTHOM TOPSAKE U BKIIOYAET
HAaMMEHOBAHHUs FOCYJapCTB, aIMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX €IMHULl, MOPEH, PEK H
MHBIX reorpauyeckux 0ObEKTOB.

O6oOmarone MOHATHS WM aJIMUHHUCTPATUBHO-TEPPUTOPHUAIIBHBIE HANMEHOBAHUS
BHOCATCA B yKa3aTesb 0€3 MOSICHEHUS.

253. XpOHONOrMYECKHH yKa3aTeab COCTOMT W3 pyOpHUK, BKIIOYAIOLIMX JaTbl
UCTOPUYECKUX COOBITUH, SIBICHUI U (DAKTOB WM J1aThl JOKYMEHTOB, PacHOJIOKEHHBIX B
XPOHOJIOTHYECKOM IOPSIIKE.

254. B NOUCKOBBIX yKa3aTelsIX K apXHWBHBIM CIPABOYHHMKAM CCBUIKM JAKOTCS Ha
CTPAHMIIBI WJIM Pa3/Iesbl CIPABOYHUKA, KATAJIOra.

255. B apxuBe opraHu3alliy COCTABIISIOTCS 0030p apXUBHOTO (POH/IA M TEMATUUECKUI
0030p.

O030p BKJIIOYAET CUCTEMATU3MPOBAHHBIE CBEIECHUS O COCTaBE U COJEPKAHHUU
OTZEJBHBIX KOMIUIEKCOB IOKYMEHTOB.

256. O630p apxuBHOTO (OHIA BKIIOYACT CUCTEMAaTH3NPOBAHHBIC CBEJICHHS O COCTaBEe 1
COJIEp’)KaHUU IOKYMEHTOB OT/I€JIbHO B3SITOIO apXUBHOTO (POH[A.

257. Tematuueckuit 0030p BKJIIOYAET CUCTEMATU3UPOBAHHBIC CBEJICHUSI O COCTABE U
CoJiepKaHUM YaCTU TOKYMEHTOB OHOTO MJIM FPYIIIbI apXUBHBIX (POHIOB MO ONPEIAEICHHON
TEeMe.

258. O0630p COCTOUT U3 COBOKYITHOCTH aHHOTAIIMI OT/IEBHBIX TPYIII €IMHULL XPaHEHUS,
JOKYMEHTOB M CIIPABOYHOIO aIlapara.

B aHHOTanmuu wu3naraeTcs COAEp)KaHWE TPYNNbl €IWHHI] XPAaHEHHUS, JTOKYMEHTOB,
YKa3bIBalOTCA OCHOBHBIE PA3HOBHUIHOCTH JIOKYMEHTOB, MX aBTOPbI, XPOHOJOIMYECKHE
PaMKH, MOAJIMHHOCTh, TOUCKOBBIE JAHHBIE.

B 0030pe apxuBHOTO (POHJA MOMCKOBBIE JTaHHBIE COCTOSIT U3 HOMEPOB OIHUCEN e,
JOKYMEHTOB, €IMHMI] XPaHEHUs, JUCTOB EAUHUIBI XpaHeHus. B wmexdonmoBoM
TEMaTUYECKOM 0030pe MOMCKOBBIE JaHHbIE JOTOJIHSAIOTCS HOMepaMu (DOHIOB.



B HCA 00630pa BXOAAT TUTYJIbHBIN JIUCT, COAEpKaHUE (OIIaBJIEHUE), IPEIUCIOBUE,
CIHMCOK COKpAIIEHHBIX CJIOB, yKa3zarenau. K TemaTnueckoMy 0030py COCTaBIISIFOTCSI CITUCOK
apXUBHBIX (POHIOB, HH(OPMALIK O KOTOPBIX COACPKUTCS B 0030pe, n budnunorpadus mo
TEME.

B npeaucnoBun xk 0030py H3/IararoTcsi CBEACHUS MO UCTOPUHM (OHI000pa3oBaTess U
UCTOPHUM apXUBHOTO (OHIA, CTPYKTYype 0030pa, coctaBy HCA.

259. OG630pbl COCTABISIOTCS MO CTPYKTYpPHOMY, OTpaciieBoMy ((yHKIMOHAJIBHOMY),
IPEeIMETHO-TEMAaTUUECKOMY,  Teorpa)u4eckoMy, XpOHOJIOTUYECKOMY U JIpyTHUM
pU3HAKaM.

260. MOHTaXHBII JIUCT KHHO-, BUJEOJOKYMEHTa pPACKpBIBAET COJEpKAHHE H
3aKPEIUISIET CUCTEMATU3ALUIO OTACNIbHBIX IUIAHOB (MOHTAKHBIX KaJpOB).

MoHTaXHBIA JHUCT KWHO-, BHJICOAOKYMEHTA TMPEACTABISIET COO0OM IMOKaaApOBOE
ONHCaHWE 3aKOHYEHHOIO KHUHOMNpOM3BelAeHUs ((puibMa, CHEUHUaIbHOTO — BBIMYCKa,
KUHOXXYpHaJla, TejeciokeTa). MOHTaXHBIA JUCT 00pa3yeTcss B IPOLECCE CO3JaHUs
KWHOIIPOM3BEJICHNA M TMOCTyNaeT B apXUB OpraHU3aldd B COCTAaBE TEKCTOBOM
COTIPOBOJUTENILHOM TOKYMEHTAMU K KUHOJIOKYMEHTY WJIM BUI€0(OHOTpaMMeE.

MoHTaXHBIA JUCT KUHO-, BUJCOJOKYMEHTA COCTABIISIETCS B apXMBE OPraHU3ALMH B
Clyyae €ro OTCYTCTBHSI M COCTOMUT W3 3arjiaBHbIX HAAMMCEH, OMUCATENIbHBIX CTaTed M
WUTOTOBOM 3aITHCH.

261. B 3arnaBHBIX HAAMUCAX YKa3bIBAIOTCS:

1) Ha3BaHME apXUBa;

2) HOMEp MOHTAXXHOTO JIMCTa M Ha3BAaHUE KUHOJOKYMEHTA C YKa3aHHEM €ro
XapaKTEepPUCTHK (03ByYHBAHHE, IBETHOCTb, KOJIMYECTBO YacTe);

3) HaMMEHOBaHHWE CTYAMM, JaTa MPOU3BOJICTBA KMHOJOKYMEHTa, aBTOpPbI (Puiibma
(pexuccepsl, onepaTopbl, aBTOPbI CLIEHAPHUS]).

262. CocraBieHME MOHTAXHOTO JIUCTA MPOU3BOJUTCS MO NMO3UTHBY KUHOJAOKYMEHTA
Py MPOCMOTPE €ro Ha 3BYKOMOHTAKHOM CTOJIE C €r0 OJHOBPEMEHHBIM MOIUIAHOBBIM
ONMCAHUEM.

B MOHTa)XHOM JMCTE KMHOBUIECOJOKYMEHTA CBEIECHHS YKAa3bIBAIOTCS B CIEAYIOLIEH
IIOCJIEIOBATEIBbHOCTH:

1) HoMep m1aHa 1Mo NOPSAKY;

2) onpenesnieHue miaHa (0OMMiA, CpeAHUIN UM KPYTTHBIN);

3) MeTpax 11aHa (C TOYHOCTHIO JI0 OJTHOM JECATON Kaapa);

4) kpaTkoe cofiep>KaHrue U300paKeHHs MJIaHa KUHOJJOKYMEHTA.

B KoHIlE MOHTa)XHOro JHMCTa YKa3bIBAIOTCS HOJKHOCTb, (DaMUJIMSI COCTABUTENS

MOHTAa>XHOTO JIMCTAa U AaTa COCTABJICHHA.
IHaparpad 6. Ilopaok cocTaBjieHHs] ABTOMATH3UPOBAHHOI0 HAYYHO-CIIPABOYHOI0 ANMNAaPaTa apXuBa
OpraHu3aluuu

263. AstomaruzupoBanHbli HCA apxuBa mnpeacrtaBisieT coOOW KOMIUIEKC
AJIIEKTPOHHBIX CIPABOYHUKOB (0a3 TaHHBIX OMMCAHUIN JOKYMEHTOB), MPEHA3HAYEHHBIX JJI5
3¢ (PEeKTUBHOTO MOMCKA APXUBHBIX JOKYMEHTOB U MH(DOpMAIUK.



264. ArromaruzupoBanHbii HCA ynpaBieH4YecKoW MOKyMeHTaluu Oa3upyeTcsi Ha
WH()OPMAITMOHHO-TIONCKOBOM CHCTEME, CO3/1aBaéMOM B TEKYIIEM JEJIONPOU3BOICTBE
opraHu3anuu (JIEKTPOHHBIE PETUCTPAIMOHHO-KOHTPOJIBHBIE KAPTOTEKH W JJIEKTPOHHAS
HOMEHKJIaTypa Jien).

265. Ilone perucTpalmOHHO-KOHTPOJIBHOW KapTOYKHA "HOMED Jena 10 HOMEHKIaType"
SBJISIETCS] CBA3YIOIIMM MOUCKOBBIM PEKBU3UTOM IPHU MEPEXOE OT MOMCKAa UHPOPMAIIUKU Ha
YpOBHE JOKyMEHTA K MTOMCKY Ha YPOBHE Jiefa.

[Ipu HanMMuMM SIEKTPOHHOM HOMEHKJIATYphI JIel B aBTOMATHU3MPOBAHHOM DPEXKUME
OCYIIECTBJISIIOTCS CIIMCAHKUE TOKYMEHTOB B JIEJIO M U3BJICYCHUE TOKYMEHTOB U3 Jiena.

OCHOBHBIMHU TIOMCKOBBIMH PEKBU3UTAMH HOMEHKJIATYPHI JC] SBISIIOTCS WHICKC Jea,
3aroJI0BOK Jieia (TOMa, YacTH), KOJIUYECTBO Jie] (TOMOB, YacTel), CPOK XPAHECHHS U MYHKT
(IOAIMYHKT) MO MEPEUHIO.

266. Ha ocHOBE 3JEKTPOHHONW HOMEHKJIATYPHI /e B aBTOMATU3UPOBAHHOM PEKHUME
ocyuiecTBisieTcss (GOpMHpPOBAHME OMKMCEH JeJ1 MO0 CpOKaM XpaHEHUs JOKYMEHTOB
(mocrosiHHOTO, ToJIroBpeMeHHOTo (cBbIIe 10 neT), BpeMeHHOTO (710 10 JIeT BKIIOYUTENHHO)
XpaHEHHUS).

267. B 2JEKTpOHHOW ONWCH JAEN COJEPKATCSA CIEAYIOIINE PEKBU3UTHI OIMCAHUS
MH(pOpMaMu Ha YPOBHE Jiela:

1) mopsiAKOBBI HOMEp 3anucu (HOMep Jena);

2) MHJCKC JIena;

3) 3aroyoBOK Jiena;

4) ykazaHue Ha TOJJTMHHOCTD (KOIMMUMHOCTB);

5) kpaitHue JaThl TOKYMEHTOB,;

6) KOJIMYECTBO JTUCTOB B JCIIE;

7) aHHOTAIUs JOKYMEHTOB.

268. Ha ocHOBE 3JIEKTPOHHBIX PETUCTPALMOHHO-KOHTPOJIBHBIX KapTOYeK (POpMHUPYETCS
€JIMHBIN 3JICKTPOHHBINA KaTAJIOT, COAEP KA ONKMCAHUE HA YPOBHE JJOKYMEHTA WM JIeJa.

269. Ilpu OTCYTCTBUMM B OpPraHM3allMi aBTOMATU3UPOBAHHON CUCTEMbI PETHCTPALIUU
JOKYMEHTOB co37aeTcsi ©0a3a JIaHHBIX OINHMCAHWM Ha YpPOBHE YIIPaBICHUECKOTO,
ayJIMOBU3YAJILHOTO U HAYYHO-TEXHUYECKOTO IOKyMEHTA (dJIEKTPOHHBIN KaTaJIor).

OCHOBHBIMU PEKBU3UTAMH OIMMCAHHUHA B SJIEKTPOHHOM KaTaJIOTe SBJISIOTCS:

1) unpekc, pyOpuka, noapyopuka;

2) nara cOOBITHS, MECTO COOBITHS;

3) conepxkaHue;

4) HauMEeHOBaHUE apXUBHOTO (hOHIA, HOMEP apXUBHOTO (HOH/IA;

5) HOMep OnuUCH Je1 TOKYMEHTOB;

6) HoMepa Jiena, JOKyMEHTa, JTUCTOB.

HaumenoBanne apxuBHOro (oHma, HOMEp apxXxuUBHOro (oHAa, HOMEpP OMHUCH el
JIOKYMEHTOB, HOMEp Jiejla, HOMEp JIMCTa COJAEpKAaT YYETHbIE XapaKTEPUCTUKU U
TpaHCPOPMUPYIOTCS U3 YUETHON aBTOMATU3UPOBAHHON CUCTEMBI.



270. ®ynkuun HCA BBINOTHSAIOTCS C MOMOINBI TPOILEAYp MOKMCKAa HWH(POpMAIIH,
MpEe/ICTaBICHUS PE3YJIbTATOB MOMCKA JAJISl KPAaHHOTO MPOCMOTPA WM B BUAE (PailjioB U
pacneuyaTok, pOpMHUPOBAHUS TEKCTOB CIIPABOYHUKOB.

KitoueBbie cioBa, XapakTepu3ylolue OOBEKT OMUCAHUS, BBOJSTCA B CUCTEMY B
IIPOLIECCE ONMCAHMS WM IIOCJE €r0 3aBepuieHus. KiroueBble ClI0Ba NAIOT MOJIB30BATENIO
BO3MOXHOCTH OBICTPOTO MOMCKA MH(GOPMAIIMK HA YPOBHE apXHBHOTO (DOHA, ONIUCH Jena,
nena, 10KyMEHTa.

[Touck mHpOpManMK NO MOTHOTEKCTOBBIM 0a3aM J@HHBIX, BKJIIOYAIOUIUM TOJHBIC
TEKCThl MaTepHaloB (ApXMBHBIE JOKYMEHTHI, XypHaJbHbIE CTAaThH, 3aKOHOJATEIbHBIC
aKThl), IpeIycMaTpuBaeT oOpallleHre MoJIb30BaTeNsl K 3ar0J0BKaM pa3esioB JOKYMEHTa C
MEPEXOOM, ITPU HEOOXOIUMOCTH, K COOTBETCTBYIOIIIEMY TEKCTY.

[Tonp30BaTento MpPENOCTABIAECTCS OINEPATHBHA BO3MOXHOCTH IIOJYYEHHs KOIUU
IIOJIHOTO TEKCTA JOKyMEHTA.

[Tonck uHpOpPMAIMK O MOJIHOTEKCTOBBIM JOKYMEHTaM MOXKET OCYIIECTBISATHCS O
JIECKpPUIITOpaM,  KOTOpblE€  BBIOMpalOTCA M3  [EUYaTHBIX  BEpcHil  Te3aypyca,
KJIacCU(PUKAIMOHHBIM MHJIEKCaM WJIH CJIOBaM U3 TEKCTa IOKyMEHTA.

271. JlIoKyMEeHTBI, OJIEKAIINE MEpeIadye Ha MOCTOSTHHOE XPAaHEHUE, NEPEIA0TCA B
apXuB BMeCTe ¢ aBToMatn3npoBaHHbIM HCA.

Hanuune pekBU3UTOB B CTPYKType 0a3 naHHbIX aBroMatusupoBanHoro HCA wu
MpeAcTaBieHre HWH(POpMAIMM TIO OSTUM PEKBU3UTAM B JJIEKTPOHHOM ¢opmare
00ecreynBalOT ~ COBMECTUMOCTh  0a3bl  JAaHHBIX  apXWBa  OpraHu3allud U

ABTOMATHU3HUPOBAHHOI'O HCA rocya1apCTBCHHOI'O apXHBa.
ITaparpadg 7. Ilopsaok UCIIOJTHEHUS 3AIIPOCOB MOJIb30BaTeICH

272. 1lo kateropusM JOOCTyHa apXUBHbIE JOKYMEHTHI, B TOM YHCJIE€ JJICKTPOHHBIE,
JENSATCA Ha OTKPBITHIE U OTPAHUYEHHOTO IOCTYIIA.
273. ApxuB OpraHm3aiuy TMPENOCTABISECT MOJb30BATENI0 JOCTYIl K OTKPBITHIM
apXHBHBIM JOKyMeHTaM, a Takxke HCA k Hum.
OTKpBITBIMU SIBJISIIOTCS] BCE APXUBHBIC IOKYMEHTBI, B TOM YHCJIE€ SJIEKTPOHHbIC, TOCTYT
K KOTOpPHIM HE OrpaHWYeH 3akoHojaTeabcTBOM PecmyOnuku Kazaxcran, a Takxke B
COOTBETCTBHUM C PACIOPSIKEHUEM COOCTBEHHHMKA WJIM BIAJEiblla apXUBHBIX JIOKYMEHTOB,
HaXOJIAIIUXCS B YACTHOU COOCTBEHHOCTH.
274. K apXUMBHBIM JIOKyMEHTaM OTIPaHUYEHHOTO JOCTYIIa, SJIEKTPOHHBIM apXUBHBIM
JOKYMEHTaM OTHOCSITCSI:
1) apxuBHBIE JIOKYMEHTBI, S3JEKTPOHHBIC apPXUBHBIE JOKYMEHTBHI, COAEpKAIINE
CBEJICHUS, OTHOCSIIIIUECS K CIIyKeOHOU MH(OpPMAIIMK OTPaHUYEHHOTO PACIIPOCTPAHCHHUS;
2) apXuBHBIE JOKYMEHTBI, DJICKTPOHHBIC AapXWUBHBIC JIOKYMEHTBI, COJEpKallue
MepCOHAILHBIC TaHHBIC;
3) apxXuBHbBIE JOKYMEHTHI, DJICKTPOHHBIC apXUBHbBIC JOKYMEHTHI, COOCTBEHHUKU WJIU
BJIQJIETIbLIBI KOTOPBIX YCTAHOBUJIM OTPAHUYEHHE IOCTYIAa K HUM U UX UCIOJIb30BAHMUS.
K apxuBHBIM JOKYMEHTaM OIrPAaHUYEHHOTO JIOCTYIa, 3JEKTPOHHBIM aPXUBHBIM
JOKYMEHTaM TaK)Xe€ OTHOCSTCS JOKYMEHTBI, HAXOJSIIUECS B HEYJOBIECTBOPUTEIHLHOM
(hU3UYECKOM COCTOSIHUH.



HocTyn monb30Barenss K YKa3aHHbIM JOKYMEHTaM, a TaKX€ HX HCIOJIb30BAHUE
OCYLIECTBIISIOTCS B HCKITOYUTENBHBIX CIy4YasiX ¢ MUCbMEHHOTO pa3pelieHUs] PyKOBOAUTENS
OpraHu3aLMH.

275. ApxuB OpraHu3auyy HE MOKET OIPAHUYMBATH WJIM OINPEIACIATH IOJIb30BATEIIO
YCIIOBUS MCTIONBb30BaHUs MH(OPMAIIUH, MOJIYYCHHON UM B PE3yJIbTaTE CaMOCTOSATEIBHOTO
MOMCKA WJIU MPEIOCTABICHHOW €MY B MOPSIAKE OKa3aHUsl apXWBOM OPraHHM3alUM yCIyT, 3a
UCKJIIOUEHUEM CIIy4aeB, MPEeAyCMOTPEHHBIX 3aKoHoaTenbcTBOM PecnyOnuku Kaszaxcran
WIKM OTOBOPEHHBIX B JIOTOBOpPE apxuBa C TMOJb30BaTEIEM 10 HMHPOPMALUOHHOMY
00CITyKUBAHUIO.

276. OcHOBHBIMH (pOpMaMM HCIOJIB30BaHUS JOKYMEHTOB apXWBa OpTraHU3alldd
SABIISTFOTCSL:

1) urpopMupoBaHrEe MOJB30BATENICH MO MX 3alpocaM, a TaKkKe B WHUIIMATUBHOM
MOPSAKE O HAJTMYUU B apXUBE OPTAHU3ALNH TEX WIIM UHBIX JOKYMEHTOB M UX COAEPKAHUU;

2) BbIJIa4ya IOKYMEHTOB JJIs pa0OThI B YMUTAILHOM 3aJIe apXHBa OpPraHU3aliy;

3) ucnosap30BaHUE TOKYMEHTOB B CPEICTBAX MaccoBOil HH(poOpMaLuu;

4) mnonaroroBka WHOOPMAIMOHHBIX MEPOINPUATUNA (BBICTABOK, KOH(EPEHIINH,
Mpe3eHTAIU );

5) BbIAa4a JOKyYMEHTOB BO BPEMEHHOE MOJIb30BaHUE.

277. ®opMaMM HCIOJb30BAaHUsS JOKYMEHTOB HA DJIEKTPOHHBIX HOCHUTEIIX,
AJIIEKTPOHHBIX TOKYMEHTOB B apXHUBE OPTaHU3ALUU SBIISIOTCS:

MH(POPMaLIMOHHOE O0ECIeueHUE IMOJIb30BATENCH B COOTBETCTBUM C HUX 3alpOCaMHM, a
TaKX€ B MHUIIMATUBHOM MOPSJIKE;

IIPEAOCTABIIEHUE 3JIEKTPOHHBIX JOKYMEHTOB IOCPEACTBOM JIOKAJIBHOM CETH, KAHAJIOB
ANEKTPOCBS3U PaOOTHUKAM OpPraHU3alMH, B CTPYKTYpE KOTOPOU IEHCTBYET apXUB;

MPEA0CTaBIICEHUE JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIISX, SJIEKTPOHHBIX JOKYMEHTOB
Uisl pabOThl B YWTAJIbHOM 3ajieé apXMBa OpraHM3aluu (CHenuaibHO 00O0pYIOBAHHOM
pabodem mecTe) AJisi paOOTHUKOB TOCYAapCTBEHHBIX OPraHOB, CYJ0B, 3aMHTEPECOBAHHBIX
OpraHU3aAMN, TPAXKIAH.

278. OCHOBHBIMU TOKYMEHTaMU apXuBa B paboTe 1o HHOOPMAITMOHHOMY 00ECIIEYEHUTO
MI0JIb30BATEIIEH SBIISIFOTCS:

1) apxuBHas cripaBKa;

2) apxuBHas KOIHUS;

3) apXuBHas BBINHUCKA;

4) uHpopMallMOHHOE MUCHMO;

5) TeMaTU4YEeCKH EPEUYCHb apXUBHBIX TJOKYMEHTOB;

6) TeMaTu4ecKkas Mmoj00pKa KO apXUBHBIX JOKYMEHTOB;

7) TeMaTu4YecKuii 0030p apXUBHBIX JOKYMEHTOB.

279. 3anpockl, MOCTYNAIOIIUE B APXUBBI, MOAPA3ACTSIIOTCS:

1) Ha 3ampockl O MpeACTaBICHUH MHGOPMALMK MO OMNpPEEIEHHON MmpodiieMe TeMe,
COOBITHIO, (haKTy (TEMATUUYECKUE 3aMPOCHI);



2) Ha 3ampochl O MPEACTaBICHUH HH(OpMALMU, HEOOXOIUMOM JJIsi YCTaHOBJICHUS
pPOJCTBA, pPOJCTBEHHBIX CBSi3ed JABYX wuiau Ooyee JHI, HCTOPUM CEMBbH, poja
(reHeamornyeckue 3amnpochl);

3) Ha 3anpocel COLUMAIBLHO-MPABOBOrO XapakTepa (3ampochl O MOATBEPKICHUU
TPYJOBOTO CTa)ka U pa3Mepa 3apabOTHOM MIIaThl, BO3PACcTa, COCTaBE CEMbH, 0OPa30BAHHH,
HarpaXxJAeHUM, TEPEYUCICHUN TEHCUOHHBIX B3HOCOB U COLMAJIBHBIX OTYHCIICHUH,
OPUCBOCHUM YYEHBIX CTEMEHEW M 3BaHUM, HECYACTHBIX CIydasX, HaXO0XXJICHUM Ha
U3JICYCHUH, HBaKyallid, MPUMEHEHUN perpeccui, peabuinTaiuu, ciyKObl B BOMHCKUX
4acTsaX U (OPMUPOBAHUSX, MPOKMBAHUU B 30HAX IKOJIOTUYECKOTO O€ICTBUS, TPEObIBAHUN
B MECTaXx JIMILIEHUS CBOOO/IBI, aKTaX IPaXIaHCKOI0 COCTOSHUSA).

280. B 3anpoce ¢pu3nyYecKoro auiia yKa3bplBalOTCS €ro aMuiivs, uMsi, OTYECTBO (eciu
OHO YKa3aHO B JIOKYMEHTE, YJOCTOBEPSIOMIEM JHMYHOCTH), WHJIWBHIYaIbHBIN
UACHTU(DUKAIIMOHHBIM HOMEp (IpU €ro HaJIM4yuu), MOYTOBBIM ajapec (PpU3MUecKoro Juia
amb0  HAMMEHOBAaHUE, I[IOYTOBBIM  aapec, OW3HEC-UICHTU(PUKALMOHHBIM  HOMEp
IOPUIMYECKOT0 JMia (MpU ero HaJlW4uM), JAara MoJady 3ampoca. 3ampoc COACPKUT
yKa3aHHe TEMbI, BOIIPOCa, XPOHOJIOTUH 3allpalliiBaeMoil ”HpopMaIuu. 3arpoc B OyMaxHON
(dhopme noanuckiBaeTcs (GU3NYECKUM JIUIIOM WM MPEACTaBUTENIEM IOPUANYECKOro auia. B
ANEKTPOHHOM — 3aBepsiercs DLII.

281. 3ampoc, HE OTHOCSAIIMMICA K COCTaBYy XPAaHSIIMXCS B apXUBE OPTraHU3ALUHU
JOKYMEHTOB, B TeueHue 3 pabouux AHEH ¢ MOMEHTA €ro PerucTpalnyy HalpaBiseTcs M0
IPUHAJJIKHOCTH B TOCY1apcTBEHHbIN apxuB, ApxuB [Ipesunenta Pecniyonuku Kasaxcran
WIM OPraHU3alMIo, T1I€ XpaHITCs HEOOXOAUMbIE apXUBHBIE IOKYMEHTHI, C YBEIOMJICHUEM
00 3TOM HOJIB30BATEIS.

282. Ilpm moctymieHnn oOpamieHusi (3ampoca) TOJb30BaTeNsl B apXUB depes
ANIEKTPOHHYIO MOYTY WM MH(OPMAIMOHHBIE CHCTEMbl C yKa3aHueM (aMUJIMU, WUMEHH,
oTyecTBa (MPU €ro HAJIWYMM), aJpeca dJIEKTPOHHOW MOYTHl M (WJIM) MOYTOBOIO ajpeca
3asIBUTENS U CBEACHUI, KOTOPbIE HEOOXOAMMO MOATBEPIUTH, €EMY Ha AJIEKTPOHHYIO MOUTY
HaAIpaBIIIOTCA  3JICKTPOHHOE YBEJAOMJICHME O TMpueMe oOpaiieHus (3ampoca) K
PACCMOTPEHHUIO UM MOTUBUPOBAHHBIN OTKA3 B pacCMOTPEHUH. I IpMHATOE K paCCMOTPEHUIO
oOparieHue (3anpoc) UCTIOTHAETCS B YCTAHOBJICHHOM TOPSIZIKE.

283. 3amnpoc coluaibHO-TIPaBOBOr0 XapaKTepa UCIIOIHAETCS apXUBOM O€3BO3ME3HO B
COOTBETCTBUM C  AJIMUHHUCTPAaTUBHBIM  MPOLEAYPHO-TIPOLECCYalIbHBIM  KOJEKCOM
PecnnyOnuku Ka3zaxcran u BbIZaeTCs MOJb30BaTeNisiM B (opMe apXHUBHOWM CIIpPaBKH,
APXUBHOU KOIMU U apXUBHOU BBIITUCKH.

284. Ilpu WCHOJIHEHUU MOBTOPHOTO 3alpoca COLMAIbHO-IIPABOBOIO XapaKTepa WiIu
COCTaBJICHMH 10 TPOChOE TMOJNb30BATENsl ApPXUBHOM CIpaBKH, AHAJIOTMYHOW paHee
BBIJJAHHOW, apXUB OPraHU3alMi NPOBEPSET COOTBETCTBUE CBEICHMI, BKIIOYEHHBIX B 3TY
CIPaBKy, T€M, KOTOPbIE UMEIOTCSI B apXUBHBIX JIOKYMEHTaX, U, B Cllydae OOHapyXeHUs
JOTIOJTHUTENbHBIX CBEACHUH, BKIIOYAET UX B OBTOPHO BHIJABAEMYIO aPXUBHYIO CIIPABKY.

285. ApxuBHas crpaBKa M apXWBHAas BBINKMCKA COCTABJISIOTCS Ha OOLIEM OJIaHKE C
0003HaYE€HNEM HaMMEHOBAaHUS IOKyMeHTa "ApxuBHas cripaBka', "ApXuBHas BbIMKUCKA'.



286. Tekct B apxuBHOW crpaBke 1o ¢GopMe, yTBEpKIaeMOW YHOJIHOMOYEHHBIM
OpPraHoOM, JaeTCsl B XPOHOJIOTMYECKOM MOCIIeIOBATEIbHOCTA COOBITUH C YKa3aHUEM BUJIOB
apXMBHBIX JIOKYMEHTOB W HUX Jar. B apXuBHOU copaBKe [OMYyCKAeTCs HUUTHPOBAHUE
apXUBHBIX JIOKYMEHTOB.

287. B apXxuBHOHM CIpaBKE CBEJCHUS BOCIPOU3BOIATCS B COOTBETCTBUU C TEKCTOM
apXMBHBIX JOKYMEHTOB. PacXo1eHHs, HECOBNAJAECHUS U HETOYHbIE HA3BAHUS, OTCYTCTBUE
MMEHH, OTYECTBA, MHUILMAJIOB WM HAJIUYUE OJHOIO M3 HUX OrOBapUBAIOTCS B TEKCTE
crpaBku B ckoOkax ("Tak B mokymenrte", "Tak B TekcTe opuruHama').

288. B mpumeuaHuu K apXMBHOM CIIpaBKE OrOBApUBAIOTCS OCOOCHHOCTH TEKCTa
OpuruHaia JOKyMeHTa (Hepa300p4YMBO HANHMCAHHBIMA, HCIPABICHHBIA aBTOPOM, HE
nojAaroluics: mpouTeHuto Beiencteue noBpexacHus) ("Tak B Tekcre opuruHana", "B
TEKCTe Hepa30opunuBo").

B Tekcre apxuBHOW CHpaBKU HE JOMYCKAIOTCS W3MEHEHHUS, HCIPABICHUS,
KOMMEHTApUH, COOCTBEHHBIC BBIBOJbI HCIOJHUTEIS IO COACPKAHUIO apXUBHBIX
JOKYMEHTOB, HA OCHOBAHUU KOTOPBIX COCTABJICHA apXUBHAs CIIpaBKa.

289. B KoHIle apXWBHOW CHpPAaBKU MPUBOJATCS apXUBHbIE MU(PHI 1 HOMEpaA JUCTOB
€JIMHUILl XpaHEHHUS aPXUBHBIX JOKYMEHTOB, NEYaTHbIC W3/IaHMsI, UCIOJIb30BaBIINECS IS
COCTABJICHHsI apXUBHOM CIIPaBKU. B TekcTe apXMBHOM CHPABKH JOITYy CKA€TCsI IPOCTABIICHHUE
apXUBHBIX MHU(POB U HOMEPOB JIUCTOB €AMHUI XPAaHEHUSI apXUBHBIX JOKYMEHTOB Cpa3y
MOCJIE U3JIOKEHUS KAKI0TO (haKTa Ui COOBITHS.

290. B apxuBHOi1 cripaBke B OyMaskHOUM popmMe, 00BEM KOTOPOIA IPEBBIIIAET OJIUH JIUCT,
JIMCTHI POILIUBAIOTCS, HYMEPYIOTCSL U CKPEIUISIFOTCS IEYaThI0 OPTaHU3ALNH.

291. ApxuBHasg cnpaBka B OyMaxHOW (opme TMOIAMUCHIBACTCS PYKOBOJCTBOM
OpraHu3alliy, UCTIOJIHUTEIIEM U 3aBEPSIETCS MeYaThI0 OpraHu3alny. B anekTpoHHoi popme
— OUII pykoBomguTens opraHu3anuu. B cilydyae HEMOJHOTHI MPEICTABIAEMBIX B HEU
CBEJICHUH, COCTABIIAETCS COMTPOBOJIUTEIBLHOE MUCHMO € YKa3aHUEM MPUUHH.

K apxuBHOIi cipaBke Mpy HEOOXOUMOCTH TPUJIArat0TC KOTUU apXUBHBIX JIOKYMEHTOB
WJIY BBITIUCKYU U3 HUX, MOJATBEPKIAIOIINE CBEICHUS, N3JI0°)KEHHBIE B apXUBHOM CITPaBKeE.

292. Ilpu OTCYTCTBUM B apXHMBE€ OPTraHHU3allMUd JTOKYMEHTOB, HEOOXOIMUMBIX st
MCIIOJIHEHMSI 3aripoca, Ha OJlaHKe MHChMa OPraHU3AIMM COCTABISIETCA OTBET O MPUYMHAX
OTCYTCTBHUS apXUBHBIX JJOKYMEHTOB 110 TEME 3aIpoca.

293. B cnydae OOKYMEHTaabHO TOATBEPKIACHHBIX (DAaKTOB YTPaThl apXWUBHBIX
JOKYMEHTOB, COJEp>KallluX 3alpalliBacMble CBEACHHS, apXUB OpraHU3allMd BbIIAET
CIPaBKY IO JAHHOMY BOIIPOCY MPU HEOOXOJIMMOCTH 3aBEPEHHYIO M€YaThI0 OpraHu3aliu.

294. B apxuBHOM BBINKMCKE HA3BaHWE APXUBHOIO JOKYMEHTA, €0 HOMEp U Jara
BOCITPOHU3BOJSTCS MOJHOCTHIO. M3BlI€UEHNs U3 TEKCTOB ApPXUBHBIX JTOKYMEHTOB COJEPKAT
MCUYEPIBIBAIOIINE JaHHBIE MO 3aMpocy. Beimucka Mpou3BOAUTCS TOJNBKO U3 IOKYMEHTA, B
KOTOPOM COJIEPKUTCSI HECKOJIBKO OTJIEIBHBIX, HE CBA3AHHBIX MKy COOOH BOIPOCOB.

Hayano u KoHel KaXJ0ro M3BJICYEHHS, a TaKXKe MPOIYCKH B TEKCTE€ APXUBHOTO
JOKyMEHTA, B TOM YHUCJIE 3JIEKTPOHHOI0, OT/AEIbHBIX CJIOB 0003HAYaI0TCSI MHOTOTOYHEM.

B npumeuaHusix K TEKCTy apXMBHOM BBIMHUCKHU JI€JIAIOTCS COOTBETCTBYIOLIUE OTOBOPKHU
O YacTAX TEKCTa OpUTHMHAja, Hepa30OpUYMBO HAMMCAHHBIX, UCIPABIECHHBIX aBTOPOM, HE



NOMJAOIINXCSA IPOYTEHUIO BCIECACTBHE IOBpEXAECHMUS TekcTa. OTAeNbHBIE CIIOBA U
BBIPA)KEHHS OPUTMHAJA, BBI3BIBAOIIIME COMHEHUS B UX TOUHOCTH, OTOBAPUBAIOTCS CIIOBAMHU
— "Tak B Texcre opurunana", "Tak B jokymeHre".

AYTEeHTUYHOCTh BBIJAHHBIX IO 3alpOCaM apXHUBHBIX BBIMCOK B OyMaskHOU (opme
YAOCTOBEPSETCA MOMANKUCHI0 PYKOBOAUTENS OpPraHM3alMyd W TE€YaTbl0 OpraHU3allid, B
anekTpoHHo# ¢opme — DI pykoBoaUTENSE OpraHU3aI|H.

295. ApxXuBHBIE KOIIMH, U3rOTOBJIEHHBIE ITOCPEICTBOM HMCIOJIB30BAHUS I€YATAOIINX
CPEICTB, NEPCOHAIBHOIO KOMIIbIOTEPA, OPOPMIIAIOTCS Ha 00IIEeM OJIaHKE OpraHU3aluu C
0003HaYeHUEM HaUMEHOBaHUs JoKyMeHTa "ApxuBHas konua". [Ipyu U3roToBaeHUH KCEpo-
Wi (QOTOKOMHM JOKyMeHTa B OymakHoil ¢opme oOmmii OnmaHK OpraHU3aluu He
UCIIOJIb3YETCS.

[Tocne Texkcra apXWMBHOM KOMHMM WJIM apXWBHOM BBIIMCKH YKa3bIBAKOTCS ApXUBHBIN
mUQp AOKyMEHTa U HOMEpa JIMCTOB €IMHUL] XPAHEHUS apXUBHOTO JOKyMeHTa. Eciu konus
WM BBINHCKA 3aHUMAIOT 00Jiee OJHOIO JIMCTA, ApXUBHBINA MNP yKa3bIBa€TCs Ha 000pOTe
Ka)K70ro JucTa. Bee nucThl apXUMBHON KOIMM WU apXUBHOW BBIMUCKU B OyMakHOH (opMme
CKPEIUISIOTCS, HyMEPYIOTCS M HA MECTE CKPEIUICHUS 3aBEPSIOTCA apXUBOM OPTaHHU3aLUU.

B onextponHoit dopme apxuBHas komus mnoanuckiBaeTcs LIl pykoBoaurtens
OpraHu3aLMH.

296. ApxuBHas CpaBKa, apXUBHAs BBINMCKA, ApXWBHAS KOIHS U OTBETHI HA 3alPOCHI
BBICBUIAIOTCS 1O ITOYTE MPOCTBIMU WM 3aKA3HBIMHU [TMCbMaMHU.

297. ApxuBHas CIpaBKa, apXWBHAas BBINMCKA M apXMBHAas KONHUSA B CIIy4ae JUYHOIO
oOpallieHus rpakJJaHuHa UM €ro JOBEPEHHOTO JIMIIA B ApXUB OPraHU3alMU BbIIAIOTCS EMY
IIOJ] PAaCIUCKY IIPU MNPEIbSABICHUN NACIOpTa WM MHOTO YIOCTOBEPSIOIIEr0 JTOKYMEHTa
JOBEPEHHOMY JIUIY — IIPH NPEABSIBICHUHN TIOBEPEHHOCTH, O(POPMIIEHHON B YCTAaHOBICHHOM
nopsike. Ilomyyarens apXUBHOM CHpPaBKU M apXMBHOW BBIMMCKH PACHUCBHIBAETCS HAa MX
KOIHUSAX WIH 000pOTE COMPOBOAUTEIBLHOTO MUChMa K HUM, YKa3bIBasi ATy UX MOJTYYEHUS.

298. JlomyckaroTcsi W3BATHE W3 APXUBHBIX JI€J W BbIJada BIIAJENbIAM WIM HX
POJICTBEHHUKAaM INOJJIMHHBIX JIMYHBIX JOKYMEHTOB O TPaXIaHCKOM COCTOSIHWH,
oOpa3oBaHHM, TPYJIOBBIX KHWKEK U APYTHX, HE MOJYUYEHHBIX B CBOE BpPEMS BIaJENbLEM
JOKyMEHTOB.

[lopiiHHBIE JWYHBIE JOKYMEHTBI BBIJAIOTCA C Pa3pelleHUs PyKOBOAMTENS
OpraHu3alMK 3asBUTENIAM NPU NPEIbSBICHUU JTOKYMEHTA, YIOCTOBEPSIIOUIETO JTUYHOCTD,
UX POJACTBEHHUKAM WJIM JOBEPEHHBIM JIMIIAM — HOTApUAJIbHO 3aBEPEHHOMN TOBEPEHHOCTH.
[ToayiMHHbBIE TUYHBIE TOKYMEHTbI HAPABJISAIOTCS 3asIBUTENIO 3aKa3HBIM TUCHMOM.

299. Ha MecTo U3bSITOro JOKYMEHTA B JI€JIO BKJIAIBIBAETCS KOIUS U3BATOTO TIOKYMEHTA.
N3bsiTHE apXUBHBIX JTOKYMEHTOB, & TAKXKE MX 3aMEHA HAa KOIWU OTPAXarOTCA B JIMCTaX-
3aBEPUTEISAX JEJI, OMUCIX €1, JOKYMEHTOB.

300. Bo3BpailileHne apXuBHBIX JTOKYMEHTOB O(OPMIISIETCSI aKTOM 00 U3BSATHH U3 JIEJ
YKa3aHHBIX JOKYMEHTOB. AKT U JPyrHe TOKYMEHTbI, HA OCHOBAaHUM KOTOPBIX IPOU3BEAECHO
BO3BpAILIEHUE APXUBHBIX JIOKYMEHTOB, M PACIUCKa JIMIA, TOJYYUBIIETO MX Ha PYKH,

BKJIIOUYAIOTCS B JI€JI0 apXUBHOTO (DoHIA.
IMaparpad 8. Ilopsinok BeIAa4H /i, JOKYMEHTOB B YHTAJIbLHBII 3aJ1 1 BpeMeHHOE M0JIb30BaHHe



301. B mensx co3gaHust yciaoBui ajisi pabOThI MOJIb30BATEIEH B apXUBE OpraHU3aluu
CO3/Ia€TCsl YMTAJbHBIA 3all (MPOCMOTPOBBIN 3ajl, KOMIBIOTEPHBIA 3aj, MOMEUIEHUE st
MpOCITyIHUBaHUS (OHOJOKYMEHTOB), 000PYIOBAHHBIM COOTBETCTBYIOIIMMH TEXHUISCKUMU
cpeacTBaMHu JJisl pabOThI ¢ MUKPOKOIUSIMU, 3JIEKTPOHHBIMU, Y TMOBU3yaIbHBIMU U HAYYHO-
TEXHUYECKUMHU IOKYMEHTaMHU.

Pacniopsiok paGoThl YUTAIBHOTO 3aJ1a YCTAaHABIUBAET PYKOBOJIUTEIh OPraHU3alUU.

[Ipu oTCyTCTBUM B apXuB€ OpraHu3alliyd CHEIUATbHO BBIJACICHHOTO TOMEICHUS
YUTAIBHOIO 3ajla paboTa MOJIb30BaTENEH C IOKYMEHTaMH, B TOM YHCIIE JIEKTPOHHBIMH,
OpOU3BOAMUTCS B pabouMx  KOMHAaTaX  apxuMBa  OpraHu3alldd WIH  CIIyXObl
JOKYMEHTAIMOHHOTO O0ECHEYeHHs] YNpaBJICHUs IOJ KOHTPOJIEM COTPYJIHHUKA apXuBa
OpraHu3aLMH.

302. [Tonp30BaTenu IOMYCKAKOTCA B YATAJIBHBIN 3] HA OCHOBAHUU JINYHOTO 3asIBJICHUSL.
[Tonb3oBaTenu, BeAyllMEe HAy4YHYI0 pabOTy B COOTBETCTBUM C IUTAHOM HAay4YHBIX
OpraHu3alliii WIA BBIMOJHSIOMIUE CIYy)KEOHbIE 3aJaHMsl, TPEJICTABIAIOT MUCHMO
HaIpaBUBILIEH UX OpraHu3anuu. PaOoTHUKM OpraHu3aIiy JOMYyCKAIOTCS B YUTAIBHBIN 3all
M0 TPEABABICHUM CIIyKEOHOro yJIOCTOBepeHMs. PaGoTHHKaM opraHu3alii apXUBHBIC
JOKYMEHTBI BBIAAIOTCSA B paboyre NOMEIIECHHS 1711 UCIIOJIb30BAHUS B CITYKEOHBIX LEMSX.

B 1nyHOM 3asBI€HMM WM TMCbME YKAa3bIBAlOTCA (aMUIMs, HUMs, OTYECTBO
MOJIB30BATENS, JODKHOCTh, HAYYHOE 3BaHUE, YUEHAsl CTENEHb, TEMA U XPOHOJIOTUYECKUE
PaMKH UCCIIEJOBAHUS.

Pa3zpemienre Ha pabOTy B YHTAIBHOM 3aji€ Jae€T PYKOBOAMUTENIb OpPraHU3alliyd Ha
HEOOXOUMBIN MOJIb30BATENI0 CPOK, HO HE Oosee, ueM Ha 1 rog co AHs 0(OopMIICHHUS.

303. ApxuB OpraHu3alMy MPEIOCTaBJISET IMOJIb30BATEISAM JJISI MCIIOJIb30BAaHUS B
YUTAJIBLHOM 3aJI€ OTKPBITHIC TOKYMEHTBI, YIYTEHHBIE U MPOIICANINE HAYYHO-TEXHUUECKYIO
00paboOTKy, MMEIOUIME CIPAaBOYHUKM WU JIPyTHe MOUCKOBBIE cpelcTBa. HeydreHHble u
HE0OpabOTaHHbBIE TOKYMEHTHI IOJIb30BATEIISAM /1J1s1 pA0OTHI B UNTAJILHOM 3aJI€ HE BBIJIAIOTCS.

304. locTyn ¥ mpeIOCTaBICHHUE OIUCEN €T, DJIEKTPOHHBIX TOKYMEHTOB COTPYAHUKAM
OpraHu3alMi U JJis paOOThl B YUTAIBLHOM 3ajie apXuBa (CIENUaIbHO 000PYIOBAaHHOM
paboueM MecTe) pabOTHUKAM TOCYJIapCTBEHHBIX OPraHOB, CYJIOB, 3aMHTEPECOBAHHBIX
OpraHu3aluid, TrpaXXJAaH OCYIIECTBIISIETCS IOCPEACTBOM JIOKAJbHOW CETH, KaHAaJOB
anektpocBsazu, UC DA.

JIns yaajneHHOTO JIOCTyINa K OMUCSIM Jeld WM DJIGKTPOHHBIM JOKYMEHTaM (Jiesiam)
PYKOBOJMTENEM apXuBa BbiaaeTcs pazpemienue B IC DA nosip30BaTent0 Ha OCHOBAHUHU €TI0
aBropu3anuu u 3assieHus B 1C DA.

305. IIpu paboTax c 3JIEKTPOHHBIMU HOCUTENSIMU HE JOITyCKAeTCsl KacaHWe pyKaMu
pabounx MOBEPXHOCTEH 3JIEKTPOHHBIX Hocutened. [lpu ounctke m pydyHor oOpaboTke
ANIEKTPOHHBIX HOCHUTENIEH paspemniaercss OpaTh TOJBKO B TEpyaTKax 3a KPOMKUA WU
3alUTHBIA KOPIYC.

[Ipu oO6paboTke ONTHUYECKUX TUCKOB HEOOXOAMMO, YTOOBI MEPUATKH, MPOTHUPOUHBIN
Marepua, caaderky 001anand yCTOMYUBOCTBIO K BO3JEHCTBUIO MPUMEHSIEMBIX YHCTSIIMX
BemlecTB. Haumbonee mnoaxoasummMm MarepuajgoM Jid TEpYaToOK SBISETCS XJIOMOK.
HomyckaeTcs TaK¥XKe UCIIOJIb30BaTh HETIaCTU(UIIUPOBAHHBINA MOJIMATUIIEH,



¢dTopconepkale MoJUMEpbl U JlaTeKc. B cocTaB Marepuana MepyaToKk HE JIOJKHBI
BXOJIUTh KPACHUTEIH.

306. Ilpu BblgaY€ JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSAX W3 XPaHWIMILA
OCYLIECTBJISIETCS MPOBEPKA LEJOCTHOCTH BCEX OOBEKTOB XPAHEHHMsS, COCTABIIIOIIMX
BbIJJaBa€MbII TOKYMEHT.

307. Otka3 uiaM OTCpOYKa B Bblaue JOKYMEHTOB (ZI€7), B TOM YHCIIE 3JIEKTPOHHBIX,
OCYLIECTBJISIOTCA B CIIy4YasX:

1) ux naoxoro GpU3NIECKOro COCTOSHUS;

2) orpaHMYEHUI Ha UCIIOJIb30BAaHUE, YCTAHOBJICHHBIX 3aKOHOAATENBCTBOM PecnyOnuku
Kazaxcran unu ¢ponnoo6pazoBarenem;

3) ucnosnb30BaHUs JOKYMEHTOB PaOOTHUKAMM apXHBa OPraHU3aLUU I BBIIOJHEHUS
CITyK€OHBIX 3aJIJaHU;

4) BpIIaYM JOKYMEHTOB BO BPEMEHHOE MOJIb30BAaHUE WM JIPYTOMY I0JIb30BATEIIO B
YUTAIBHOM 3aJIE.

Otka3 apxuBa OpraHuM3alid B TPEIOCTaBICHUM JOKYMEHTOB, B TOM YHCIE
AJIEKTPOHHBIX, BBIIAETCS B MUCbMEHHOU (hOpME C YKa3aHUEM MPUUYHMH OTKa3a.

308. Ilo 3aka3aM MOJB30BATENEH, C YYETOM TEXHUYECKUX BO3MOYKHOCTEHW ApXMBA
OpraHu3allid  W3TOTaBIMBAIOTCS  KONUM  APXUBHBIX  JOKYMEHTOB  (KCEpOKOIIHH,
MUKpPOKOIUU, (OTOOTHNEYATKH, KUHOKOIMHU, BUICOKONHH, KOMHH (POHOAOKYMEHTOB, a
TaK)K€ KOIMH Ha JIEKTPOHHBIX HOCUTEIISX ).

He mnpowus3BomuTCs KONHMPOBAaHWME APXUBHBIX JOKYMEHTOB, HAXOMSIIHUXCA B
HEYJIOBJIETBOPUTEIHLHOM (PU3MUECKOM COCTOSTHHUH.

KonupoBanue apXxuBHBIX JOKYMEHTOB OIPaHMYEHHOTO JOCTYNa (CEKPETHBIX U
cojiepKaluX KOH(PUICHIHAIbHYIO HWH(OpPMAIMIO) MPOU3BOAUTCS B YCTAHOBJICHHOM
MOPSIZIKE.

309. Tlopsaok BBHITIOTHEHUS 3aKa30B Ha KOMHPOBAHUE, B TOM YHUCIE OOBEMBI
KOIHUPOBAHUSl APXUBHBIX JIOKYMEHTOB, HEOIyOJMKOBAHHBIX OMUCEH [€J1, JOKYMEHTOB,
APYTUX AapXUBHBIX CIPABOYHO-TIOMCKOBBIX CPEACTB U 0a3 JaHHBIX, CTOMMOCTh
W3FOTOBJICHHUSI KONMM W TOPSJOK pacyeToB 3a MX M3TOTOBJIECHUE OIPEIEISIFOTCS
PYKOBOJICTBOM OpraHH3alyu.

310. Ha xonnu apXuBHOTO IOKYMEHTA, U3TOTOBIIEHHOM MO 3aKa3y MOJIb30BATENS, APXUB
YKa3bIBa€T APXUBHBIN MIK(p U HOMEpA JIMUCTOB €UHUILIBI XPAHEHUS! ApXUBHOTO JOKYMEHTA.

VYyeT 3aka30B HAa KONUPOBAHKUE BEACTCS B OyMaXKHOM HIIU 3JIEKTPOHHOM (hopme.

311. B uuTanpHblid 3an Aena, JOKYMEHTHI M3 XpPaHWIMIIA BBIJAIOTCA HA OCHOBAHUU
3aMOJIHEHHOTO OJIaHKa 3aKa3a Ha BbIJauy JOKYMEHTOB U YUUTHIBAIOTCS B KHUTE BbIJAUU €T
U3 XpaHWINILLA.

312. Kaxnoe BblJaBa€MO€ U3 APXMBOXPAHWIUIIA B YUTAJIBHBIN 3aJ J1€70, JOKYMEHT
MMEIOT JIUCT UCIIOJIb30BAHUS Jea.

313. [lena, OOKyMEHTBI BBIIAIOTCSA BO BPEMEHHOE IMIOJB30BAHUE CTPYKTYPHBIM
MOJpa3ACICHUsIM OpraHu3alid Ha CpoK, He mnpeBbimaronmi 20 guei. Beigaua gen,
JOKYMEHTOB BO BPEMEHHOE€ MOJb30BAHHME APYIMM OpPraHU3ALMSAM [0 UX MUCbMEHHOMY
3arpocy oopMIISIETCS IO aKTy BbLAAYH J€J, TOKYMEHTOB BO BpEMEHHOE I0JIb30BaHUE. AKT



COCTABJIIIETCS B ABYX DK3EMIUIAPAX, OAUH U3 KOTOPBIX NEPEAACTCS MOJIyYaTeNtO, a APYrou
OCTAaeTCs B apXWBE OpPraHu3aluu. AKT MOAMUCHIBACTCS PYKOBOAUTEISIMU OpraHU3AINHU,
MEPEeNAOMIE JOKYMEHTBI, W OpPraHU3alUU-TIONyYaTeNsd, CKPEIUIETCS Ie4YaTsMu
opraHmsaunui. Belgaga e, JOKYMEHTOB BO BpPEMEHHOE IIOJIb30BaHUE JIPYTUM
OpraHM3aIlisIM OCYIIECTBIISIETCS Ha CPOK HE O0JIee TpeX MECSIIEB.

314. Ilpu Bblmaue aen, AOKYMEHTOB BO BPEMEHHOE IMOJb30BaHUE Ka)kJ0€ JIEJIO0
3aHOCUTCS B KHUTY BbIIA4M JE€J1 U3 XPAHWINILA, @ HA MECTO BBIITABAEMOTO JI€J1a TOMEIIAETCS
OTJEJIbHAS I KKJIOTO Jea KapTa-3aMeCTUTeNb. KapThl-3aMeCTUTENN XPaHATCS B apXUBE
OpraHu3aluy 10 MUHOBaHUS HaJoOHOCTU. COCTOSIHUE BO3BpAIIAEMbIX JIE] IPOBEPSAETCS B
IIPUCYTCTBHH JIMIIA, BO3BPAILAIOLIETO JETIO0.

315. Kaxpnoe BpIaBaeMOE€ M3 apXUBOXPAHWIHINA JJII BPEMEHHOIO HCHOJIb30BAHUS
J€10, TOKYMEHT UMEIOT JIMCT UCTIOJIb30BAHHUS JIETIA.

Ilaparpad 9. Ilopa1ok HCIOJB30BAHNUS IOKYMEHTOB B CpeICTBAX MaccOBOM HHpOpMAIHMHA

316. ApxuB OopraHu3anuy OpPraHU3yeT MCIOJIb30BAHUE JOKYMEHTOB IIPU ITOATOTOBKE
MH(POPMAITMOHHBIX MEPOTIPUSITHH, BBICTABOK, B CPEACTBAX MACCOBOM MH(POPMAIINH, & TAKKE
UX MyOIUKaLHIO.

317. CoBMeCTHO €O CpeACTBAaMH MacCOBOM HH(OpMAIMU apXWB OpraHU3AIMH
OmpeJeNsieT TEMaTUKy, 00beM M CPOKH TMOJIOTOBKH JOKYMEHTOB, TE€MAaTHKa U CPOKHU
YTBEPKJIAIOTCSI PYKOBOJIUTENIEM OpraHu3aiuu. B sx3emiuisipax crareid u Apyrux ¢Gopm
neyaTH, MOATOTOBJIICHHBIX JIJISi CPEJCTB MAacCOBOM MH(OpMAIMHU, OCTAIOIINXCS B apXUBE
OpraHu3alvi, YKa3bIBAIOTCSA MOWCKOBBIE JAHHBIC MCIIOJIb30BAHHBIX JIOKYMEHTOB, a TAKXE
JaTa U MECTO UX My OIHKaLUU.

Haparpad 10. Ilopsinok yHUYTOXKEHHUS ITEKTPOHHBIX /Ie]l BpEMEHHOI0 CPOKA XPaHEHUsI U Nepeaadu
3J1eKTPOHHBIX JOKYMEHTOB, 3J1eKTPOHHBIX /JeJ1 HA OCTOSTHHOE XpaHeHHe B IrOCy1apCTBeHHbIH apXuB

318. Ilo ucreyeHHH CpoKa BPEMEHHOI'O XPAHEHUS! JTOKYMEHTOB Ha 3JIEKTPOHHBIX
HOCHUTEIISIX, DJIEKTPOHHBIX JOKYMEHTOB B apXHBE OPraHH3allMHd MPOBOJUTCS SKCIEPTH3A
IIEHHOCTH B LIEJISX BKIIIOUCHHS MX B CBOJHBIC OMUCH (TOJOBBIC pa3/ieibl CBOIHBIX OMUCEH)
AJIEKTPOHHBIX JIeJI MOCTOSHHOTO XPAaHEHUs WU B aKThl O BBIACICHUU K YHUYTOXKCHUIO
AJIEKTPOHHBIX JIOKYMEHTOB (J1€J1), HE MOJIeKAIINX XPaHEHUIO.

319. JlokymMeHThl Ha SJEKTPOHHBIX HOCHUTENISIX, AJIEKTPOHHBIE JTOKYMEHTHI (1€e71a)
BKJIIOYAIOTCS B aKT O BBIJCJICHUM K YHHYTOXKEHHUIO JOKYMEHTOB Ha DJJICKTPOHHBIX
HOCHUTEIISX, AJIIEKTPOHHBIX JTOKYMEHTOB (II€J]), €CJIM YCTAaHOBJIEHHBIN CPOK HUX XpaHEHUS
UCTEK K | sTHBaps rojia, B KOTOPOM COCTaBJIEH aKT. AKT O BBIIEICHUU K YHUYTOKECHUIO
JOKYMEHTOB Ha DJJICKTPOHHBIX HOCHUTENSAX, OJJIEKTPOHHBIX JOKYMEHTOB (1ed), He
MOJICKAINX XPAHEHHUIO0, COCTaBJsAeTCs MO (GopMme, YTBEP)KIaeMOW YIOJTHOMOUYECHHBIM
opraHom, paccMmarpuBaercs Ha 3acefganuu DK opranuszanuu, coriacoBbiBaercs ¢ OIIK
yroJHOMOueHHoro opraHa, ApxwuBa lIpesunenra Pecnybmuku Kazaxcran, MUO wunu
rOCyJJapCTBEHHOTO apXHMBa U 3aT€M YTBEPXKIACTCS PYKOBOIUTEIEM OpraHu3aluu
OJIHOBPEMEHHO CO CBOJHBIMU OMNHUCSIMHU (TOJIOBBIMH pa3eliaMu CBOJHBIX OIKCEN)
ANEKTPOHHBIX J€1 MOCTOSIHHOTO, BpeMEHHOT0 (cBbiiie 10 JieT) XpaHeHUs, B TOM YHCIIE IO
JUYHOMY COCTaBYy.

320. AKT, COCTaBJICHHbI B OpTraHU3alliy, SIBISIOIICICS HCTOYHUKOM KOMILIEKTOBAHUS
rOCyJIJapCTBEHHOTO  apXWBa, YTBEPKIAAETCS PYKOBOAMTENEM OpPraHU3alUdd  [OCIe



COIJIaCOBAHUA C COOTBETCTBYIOLIMM I'OCYJAPCTBEHHBIM apXMBOM HJIHM YIIOJHOMOYEHHBIM
OpraHoM CBOJHBIX ONHCEN (TOJOBBIX PA3AEIIOB CBOAHBIX OIKCEN) 3JIEKTPOHHBIX el
IIOCTOSIHHOTO XPAHEHUs, COIVIACOBAHMSI CBOAHBIX ONUCEN (IOJOBBIX pa3/esiOB CBOJHBIX
OMMCEN) IIEKTPOHHBIX JI€] MO0 JUYHOMY COCTaBY M AKTa O BBIACICHHHM K YHHUYTOXKECHHIO
JOKYMEHTOB B 3JIEKTPOHHOM BHe ¢ oTMeTkol "OITK".

321. AKT, COCTaBJEHHBIM B OpraHU3alMd, HE SBJSIONIECHCS HCTOYHUKOM
KOMIIJIEKTOBAaHUS TOCYAAPCTBEHHOT'O apXHBa, YTBEPKAAE€TCA PYKOBOAUTEIEM OpraHU3alin
nocne yrBepxkaeHuss DK BblecTosiield opranu3aiuu (IpU HaJIM4YMU) CBOJHBIX ONHUCEH
(romoBBIX pa3AesioB CBOJIHBIX OMNMCEW) AJIEKTPOHHBIX JI€J IMOCTOSHHOIO XpaHEHUS U
COIJIaCOBAHUS CBOJHBIX OMMUCEHN (FOIOBBIX PAa3JeIOB CBOAHBIX OINHUCEW) 3JIEKTPOHHBIX eI
10 JIMYHOMY COCTaBY M aKTa O BBIIEJIEHUU K YHUUTOXXCHHUIO JOKYMEHTOB Ha AJIEKTPOHHBIX
HOCHTEJISIX, JIEKTPOHHBIX JOKYMEHTOB (1e1) ¢ otmeTkoil "OIIK".

322. JIoKyMEHTbI Ha 3JIEKTPOHHBIX HOCUTENSX, IEKTPOHHBIE JOKYMEHTHI (l1ena) ¢
UCTEKIIMMH CPOKaMHU XPAaHEHHMsI pa3pellacTCs YHUUYTOXKATh TOJBKO IIOCIE YTBEPKICHHUS
PYKOBOJMTENIEM OPTraHM3alMy AaKTa O BBIACICHHM K YHHMUYTOXXCHHUIO JTOKYMEHTOB Ha
AIIEKTPOHHBIX HOCUTENSAX, FJIEKTPOHHBIX TOKYMEHTOB (J1€]1), HE MOJUIEkKAIINX XPAHEHHUIO.

323. Ilpy yHHYTOXEHUH JTOKYMEHTOB HaA JJEKTPOHHBIX HOCHUTENSAX, AJIEKTPOHHBIX
JOKYMEHTOB (I€J1) U3 apX1Ba OPraHU3alMU U3bIMAIOTCA BCE MX IK3EMIUISIPBI. DJIEKTPOHHBIE
JOKYMEHTHI ([€7a) MOJJIeKAaT YHHUUTOKEHHIO. DJIEKTPOHHBIE HOCHUTENW, MPUTOJHBIE K
MOBTOPHOM 3KCIUTyaTalllH, IOCIE CTUPaHUsI 3alIMICAHHON Ha HUX MH(OPMaLU MOTYT ObITh
UCIIOJIb30BaHbl /Ui MOBTOPHOW 3amucu UHGOpMaluu. OJIEKTPOHHBIE HOCHUTEIH,
HEIPUTOJHBIE K HCIIOIb30BAHUIO, CIIHMCHIBAIOTCS W YHUUYTOXAKOTCS B YCTaHOBJICHHOM
nopsijike. B ydeTHBIX TOKyMEHTax apX1uBa OpraHU3aluu AeJ1aeTCsl OTMETKA 00 UX CIIMCaHUU.

324. Ilpu HaMU4YUU B DJIEKTPOHHBIX JOKYMEHTAaX HMH(POPMALMH, PACHPOCTPAHEHUE U
(M) mpenocTaBieHUE KOTOPOM OTPaHUYEHO, MPUMEHSIOTCS CIEAYIOIIUE CIOCOObI ee
YHUYTOKEHUS:

BO3JICHCTBHE HA TOBEPXHOCTh DJIEKTPOHHOTO HOCUTENS MAarHUTHBIM IIOJIEM
(pa3MarHu4uBaHUeE);

MEXaHMYECKOE YHHUYTOKEHHE OHJIEKTPOHHOTO HOCUTENsS BMecTe C HHpopmalmeit
(M3MenpUeHUE, pacIlIaBlICHHE, WCIIOJIb30BaHWE XMMHUKATOB). [l oOecrieueHHs MOJTHOM
MH(}OpPMaIMOHHOW 0€30MaCHOCTH IaHHBIN CIIOCO0 SBISAETCS MPEANOYTUTEIbHBIM.

325. CoctaB METaJaHHBIX AJI AJIEKTPOHHOTO JOKYMEHTa, MPEICTaBISAIOMIEro cooon
ApPXMBHYIO KOMHIO HH(OPMAIITMOHHOTO pecypca, JOMOTHUTENbHO BKIIOYAET B ce0:

HaMMEHOBaHHE MH(DOPMAITMOHHOTO pecypca; TUIl MH()OPMAITMOHHOTO pecypcea;

KpaliHUE J1aThl SKCITyaTalluu HHPOPMAIIMOHHOTO pecypca;

JaHHBbIE O perucTpanuu MHGOPMALHUOHHOTO pecypca B ['ocymapcTBEHHOM peructpe
UH()OPMAITMOHHBIX PECYPCOB;

MHTEPHET-aJIpec pa3MelleHuss UHPOPMALMOHHOTO pecypca (Ayigs UHPOPMALIMOHHOTO
pecypca, pa3MeIIeHHOr0 B TJI00aIbHOM KOMITbIOTepHOM ceTn HTepHeT);

CBEJIEHUS O COOCTBEHHUKE MH(POPMALIMOHHOTO pPecypca;

CBEJICHHUS O BJaJeNblie MH()OPMAMOHHOTO pecypca.



326. Ilepemaua »SIEKTPOHHBIX JOKYMEHTOB B COCTaBE€ »JJEKTPOHHBIX Jel B
rOCy/IapCTBEHHBIN apXHUB OCYIIECTBIIAECTCS pAaOOTHUKOM OpraHU3allii, OTBETCTBEHHBIM 3a
BEJIOMCTBEHHBII apXuB, U 00ECIIEYUBACTCS CPEACTBAMH JIEKTPOHHOT'O JOKYMEHTO000pOTa
u UC DA.

DONeKTpOHHBIE JOKYMEHTHI ([1€1a) B TOCYJapCTBEHHBIN apXUB MEPEAAIOTCA BMECTE C X
MeTaJaHHBIMH.

[lepenada SJEKTPOHHBIX M€ MOCTOSHHOTO XPAaHEHHUS MPOU3BOJIUTCA IO OMHCIM
AJIEKTPOHHBIX JIeNl TOCTOSIHHOTO XpaHEHUsl OpraHu3alk, a B Ciy4yae JMKBHJALUU
opraHuzanuu BpemMeHHOro (cBbimie 10 JeT) XpaHeHHUs — MO OMMCSIM BJIEKTPOHHBIX el
BpeMeHHOro (cBbimiel() er) XpaHeHUs, COCTAaBJIEHHBIM TIO ¢opMe, YTBEPKIAAEMOMN
YIOJIHOMOYEHHBIM OPraHOM, B COOTBETCTBUU C I'paUKOM IpHEMa 3JIEKTPOHHBIX JAEN B
rOCyJ1apCTBEHHBIN apXUB.

Onuck 3JIEKTPOHHBIX JI€]1 OPTaHU3aluu yTBepkaaercs nmytem Ipocrasienus LI ¢
IIPUMEHEHUEM KIIF0Ua PYKOBOJIUTENS OPraHU3aLUH.

327. Ilepenauya 3JIEKTPOHHBIX JOKYMEHTOB (Zl€J1) Ha TOCYJAapCTBEHHOE XpPAHEHUE
OCYLIECTBISIETCA [0 KAaHAJIaM JJIEKTPOCBA3M B COOTBETCTBUUM C PENNIAMEHTOM
MH()OPMAITMOHHOTO B3aUMOJACUCTBUS MEXJy HHPOPMALMOHHBIMM CHCTEMaMH apXuBa
OpraHu3alMH U FOCYJapCTBEHHOIO apXUBa MPHU €ro HAJIUYHUU.

DNEeKTpOHHBIE JOKYMEHTHI (Jelia) MepelarTcs Ha TOCYJapCTBEHHOE XPAHEHHE B
dopmare xpanenus PDF/A-1.

328. B cocTaB 3J1€KTpOHHOIO J€/1a BKJIFOYAOTCS METAIAHHBIE HA KAYKIbII SJIEKTPOHHBIN
JOKYMEHT.

329. DnexkTpoHHBIE Jena NpU NOATOTOBKE K TNepefade C OpraHu3alvu B
rOCyJIapCTBEHHBIN apXuB (POPMUPYIOTCS TaKuM 0Opa3oM, 4TOOBI METaJaHHbIE KaX0To
ANIEKTPOHHOI'O JIOKyMEHTa (KpOME MEpPBOro) COAEPM aIH KOHTPOJIbHBIE XapaKTEPUCTUKH
MPEABIAYILEro JIEKTPOHHOTO IOKYMEHTA M €70 METaJaHHBIX (OTHOHAIIPABIECHHBIN CBA3HBIN
CIUCOK). JlaHHBIN NOPSAIOK 3aKPEIIIAETCS B IPABOBOM aKT€ OpPraHU3aliu.

330. Ilepenaya u nprem 31EKTPOHHBIX A1 OCYIIECTBISIOTCS 110 KaHAJIaM 3JIE€KTPOCBS3U
WM Ha 3JIEKTPOHHBIX HOCUTENSX B COCTaBE MH(OPMALIMOHHOIO MakeTa, (hopMaT KOTOPOTOo
OTIPE/IESAETCS PpEerjiaMeHTOM HWH(GOPMALMOHHOTO B3aWMOJAEUCTBUS MEXKIY CHCTEMOMU
ANEKTPOHHOTO IOKYMEHTOO00pOTa U MHPOPMALIMOHHON CUCTEMOM apX1MBa OPraHU3aLUHU U
rocyJapCTBEHHOTO apXHUBa.

B omnucsx 37eKTpOHHBIX JIeNl MOCTOSIHHOTO M BpeMeHHoro (cBbiiie 10 net) xpaHeHus
JOTIOJTHUTENIBHO YKa3bIBAKOTCS:

CBeACHUS O pPAOOTHMKE OpraHu3aliy, NepealonieM »JJIEKTPOHHbIE [ela B
roCyJIapCTBEHHBIN apXHB (HANMEHOBAHUE TOJDKHOCTH, MHUITUAIBI, (haMUITUs );

CBEACHUS O paOOTHHKE FOCYAApCTBEHHOTO apXHBa, MPUHUMAIOIIEM AJIEKTPOHHbIE JIeTia
B apXUB OpraHu3aly (HauMEHOBaHUE JOJKHOCTU, MHULIMABI, (DaMuUIus).

331. WudopmanmoHHBIA TaKeT COJAEPKHUT CIEAYIOIHEe MeTaJaHHble Ha YpPOBHE
AJIIEKTPOHHOTO JeJa:

NOPSJIKOBBIA HOMED 3JEKTPOHHOTO JIeja B ONMKUCH JIEKTPOHHBIX JIe]l OpraHU3aluu;

WHJIEKC 3JIEKTPOHHOIO JI€Na;



3aroJI0BOK 3JIEKTPOHHOIO JIENIA;

KpaliHHE JaThl 3JIEKTPOHHBIX JIOKYMEHTOB JIEKTPOHHOTO JEIa;

KOJIMYECTBO 3JIEKTPOHHBIX JJOKYMEHTOB IEKTPOHHOTIO JEJIa;

00BEM 3JIEKTPOHHBIX TOKYMEHTOB JIEKTPOHHOTO JEJIa;

SI3bIK (S3BIKU) AJIEKTPOHHBIX JIOKYMEHTOB 3JICKTPOHHOTO Jea.

[{emoCTHOCTh METaJaHHBIX Ha YPOBHE 3JIEKTPOHHOTO JI€JIa MOATBEPKAAETCS YKa3aHUEM
B MH(OPMAIITMOHHOM IMaKEeTe UX KOHTPOJIbHBIX XapaKTEPUCTHK.

332. UHdopManuoHHBIM TAKET COJIEPKHUT CIEAYIOIUe MeTaJaHHble Ha YpPOBHE
AJNIEKTPOHHOTO JOKYMEHTa BpeMeHHOro (cBbliie 10 JIeT) M TOCTOSHHOTO XPaHEHHUS

Ha3BaHUE BHJIA JIEKTPOHHOTO JOKYMEHTA (ITpUKa3, MUCbMO, CMETa U Ap.);

KJIACC D3JIEKTPOHHOTO JIOKyYMEHTa (yKa3aHW€ Ha IPUHAUICKHOCTh SJIEKTPOHHOIO
JOKYMEHTa K OJTHOM 13 YHU(DUIIUPOBAHHBIX CUCTEM JJOKYMEHTAIUH);

3aroJIOBOK 3JIEKTPOHHOI'O IOKYMEHTA;
JaTy 3JIEKTPOHHOIO TOKYMEHTA;

OpaBO JOCTyHa K 3JIEKTPOHHBIM JTOKyMEHTaM (JAOCTyl pa3pelieH BCEM; JOCTYIl
ycTaHaBIMBaeTcsl (POHI000pa3oBaTeIeM);

JaTy CHSTHS OTPAaHUYECHHUI TOCTyMa (IPU UX HAJIUYUH);

PErMCTPAlMOHHBIN HHJIEKC 3JIEKTPOHHOT'O JIOKYMEHTA;

OTMETKY O HaJIMYHUH PErHCTPALMOHHO-KOHTPOIBHOM KapTOUKH;

AHHOTAIMIO HA 3JIEKTPOHHBIN TOKYMEHT (IIpU HAIUYUK);

A3BIK JJIEKTPOHHOTO JOKYMEHTA,
JaHHble 00 aBTOpE JJIEKTPOHHOIO JIOKyMEHTa (HAaUMEHOBAHME JOJIKHOCTHU
VICITOJIHUTEISI, HAMMEHOBAaHNE OPTraHU3aLNH, TOATOTOBUBLIEH 3JIEKTPOHHBIA TOKYMEHT);
MH(OpMAIUIO O CTPYKTYPE JIEKTPOHHOTO IOKYMEHTA;

cBelleHUsT O (hailylax dJIEKTPOHHOTO JOKyMeHTa (KMMeHa, O00BbEeM, KOHTPOJBbHBIC
XapaKTEPUCTHUKH );

CBEJIeHUs 00 anropuTMe BbIPAOOTKHM KOHTPOJBHBIX XapaKTEPUCTHK (aJIropuT™Me
X3IIUPOBAHUS — KPUNTOrpaUUECKOM aJIrOpUTME BBIYUCICHUS 3HAYEHMS XAUI-(PYHKIINN)
(o003HaUeHHUE ANTrOpPUTMA, CChUIKA HAa TEXHUYECKUM HOPMATUBHBIN MPAaBOBOM aKT).

[{en0oCTHOCTh METaJaHHBIX HA YPOBHE AJIEKTPOHHOIO JOKYMEHTa MOIATBEPIKIAETCA
oO1el st BCero J0KyMEHTa KOHTPOJIbHOW XapaKTEPUCTUKOM, YKa3aHHOW BO BHYTPEHHEN
OIHCH.

333. Ilpu HeoOXOAMMOCTH JUIsl ONUCAHUS HAa YPOBHE DJIEKTPOHHOIO JOKYMEHTa
MCIIOJIb3YIOTCS AOTOJHUTENIbHBIE METaJAHHbIE, XapaKTePU3YIOIIMe OCOOEHHOCTH CO3/JaHuUs
Y BOCIIPOU3BEIAEHUS IEKTPOHHBIX JOKYMEHTOB:

CCBUJIKU Ha JIPyTHE TOKYMEHTHI, 00pa3yrolue o0mui ynpaBieHUeCKUi KOHTEKCT;

cBefieHUsT 00 MH(POPMAIMOHHON TEXHOJIOTMH (BEPCHH MPOTPAaMMHOTO MPOJIYKTa), C
MOMOIIIbIO KOTOPOM CO3/1aH 3JIE€KTPOHHBIN JOKYMEHT;

CBEJIEHHUS O TEXHUYECKHMX M TMPOTrPaMMHBIX CpEICTBAX, HEOOXOAMMBIX IS
BOCITPOU3BEJECHUS AIEKTPOHHOTO JOKYMEHTA;

CBEJICHUS O 3alIUTE JIEKTPOHHOTO TOKYMEHTA.



334. Ilpu mnepenade 5SJIEKTPOHHBIX J€J Ha DJIEKTPOHHBIX HOCUTENSX B COCTaB
METaJaHHBIX BKJIFOYAKOTCS JaHHbIE 00 AJIEKTPOHHBIX HOCUTENSX (BUM, THI 3JEKTPOHHOIO
HOCHUTEJISI) M Pa3MEIICHUH 3JIEKTPOHHBIX JOKYMEHTOB ([€) Ha 3THUX SJIEKTPOHHBIX
HOCHUTEJISIX.

335. Jlns SIEKTPOHHBIX JOKYMEHTOB B COCTaB METAJAHHBIX JIOMOJHHUTEIBHO
BKJIFOYAKOTC  cBeAeHUuss o  cpeactax  OLIII,  ompexpenseMmble  periiaMeHTOM

I/IH(bOpMaHI/IOHHOFO BSaHMOIIefICTBHﬂ MCIKOY CHUCTEMOU QJICKTPOHHOT'O ,Z[OKYMCHTOO60pOTa
u C DA.
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