ogo;jiem

06 yrBepxnernu [Ipasmin npreMa, XpaHEHHUS, yIeTa H HCIOIG30BaHUA JOKYMEHTOB
HarmpoHansHOr0 apXuBHOrO (JOHIA ¥ APYTHUX apXHBHBIX JJOKYMEHTOB
BEJOMCTBEHHEIMH ¥ YaCTHBIMH apXHBaMHU

YTparuBmmii caoy

[Tocranosnenue I[IpaBurensctBa PecnnyOnuku Kazaxcran ot 19 centsiops 2018 roga Ne
575. Yrpatuno cuiny nocranosinenueM lIpaButensctBa PecyOnuku Kaszaxcran ot 11
cenTa0ps 2023 roma Ne 780.

CHocka. YTpatuno cuny nocraHoBieHueM [IpasutensctBa PK ot 11.09.2023 No
780 (BBOIUTCS B JEUCTBUE MO UCTCUCHUU JCCATH KaJCHAAPHBIX JHEH MOCHE JTHS €ro
NepBOro O(UIIMATBLHOTO OMYyOJIUKOBAHHUS).

B cootBerctBUM ¢ moanyHkToM 3) myHKTa 1-1 crareu 18 3akona PecnyGnauku
Kazaxcran "O HauuoHaibHOM apxuBHOM QoHae u apxuBax'" IIpaBurenbcTBO
Pecny6uku Kazaxcran IOCTAHOBJIAET:

Caocka. [Tpeam0Oyna — B penakiuu noctanoBienus [IpasutensctBa PK ot
29.03.2022 Ne 173 (BBOAMTCS B ICHCTBHUE 110 UCTCUCHUH JICCITH KaJCHIAPHBIX JTHEH
MIOCJIE JIHSI €T0 MIEPBOTr0 O(PUITMATBEHOTO OMYyOJIUKOBAHMUS).

1. YtBepauts npunaraemsie [IpaBuiia npuema, XxpaHeHHs], yueTa U UCIIOJIb30BAHUS
JTOKyMeHTOB HalnoHanbHOro apXuBHOro (POHIAa M APYrUX ApXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMU U YACTHBIMU apXUBAMH.

2. Hacrosmiee mocTaHOBICEHUE BBOAUTCS B JAEHWCTBHUE MO HCTEUYCHUU HECATHU

KaJICHAAPHBIX I[Heﬁ IIOCJIC AHA €TI0 IIEPBOIO O(l)I/II_II/IaJ'IBHOFO OHY6JII/IKOBaHI/I$I.

Ipembep-MunuCTp
b. Carunraes
Pecniy6nnkn KazaxcraH

YTBepKIeHbI
IIOCTAaHOBJICHUEM HpaBI/ITeHBCTBa
Pecny6ninku Kazaxcran
ot 19 cenrs0ps 2018 rona Ne 575

ITpaBuna npueMa, XpaHEHHA, YIeTa H UCIIOIL30BaHUA JOKyMeHTOB HammonamsHOro
apx#uBHOrO ()OHZIA U JPYTHX apXUBHBIX JOKYMEHTOB BEZIOMCTBEHHEIMHU H YaCTHHIMHA
apXxuBamMu

Cnocka. [IpaBuia — B pegakiuu nocranosyienusi [Ipasurenscta PK ot 29.03.2022
No 173 (BBOAUTCS B JIEMCTBHUE MO UCTEUCHHUHU JECATU KaJCHAAPHBIX JHEHU MOCHE THS
€ro MepBOro O(PUITMATBLHOTO OMyOJIMKOBAHMS).

I'nmaBa 1. O6mue monoxeHus



1. IlpaBuna mpuema, XpaHEHHUs, y4e€Ta U HCIIOJIb30BAHUSA JOKYMEHTOB
HanuonaneHoro apxuBHOro ¢oHAa U JPYrUX aApPXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YacCTHbIMU apxuBaMu (nanee — IIpaBuiia) pa3paboranbl B
cooTBeTcTBUM C 3akoHamMu Pecnybnuku Kazaxcran "O HanuoHanbHOM apXMBHOM
¢onne u apxuBax" u "OO HNEKTPOHHOM JOKYMEHTE M SJIEKTPOHHON HHUPPOBOH
rnoanucu’.

2. IlpaBuiia onpeAessitoT NOPSIIOK MpUeMa, XpaHEHHUs, y4eTa U HUCIOJIb30BaHuUs
nokymeHToB HanmonansHoro apxuBHoro ¢onaa (nanee — HA®) u qpyrux apXuBHBIX
JOKYMEHTOB BEJIOMCTBEHHBIMU U YACTHBIMU apXHBaMHU (J1ajiee — apXuB OPraHU3aluu).

3. OcHOBHBIE NOHATHSL, UCIIONBb3yEMBIE B HacTosmux [IpaBuiax:

1) uadopmManmoHHOE MUCHbMO — AOKYMEHT, COCTABICHHBIM Ha OJaHKe MUChbMa
OpraHM3ally M0 3anpocy IMOJIb30BaTENsd WM WHULMATUBE apXuBa OpraHU3allMH,
coJiepKaluil UHQOpMAaILMIO O XPaHSIIUXCS B apXMBE JOKYMEHTAX I10 OINpeAeIeHHON
npoOiemMe, TeMe;

2) apxuMBHas cHpaBKa — JOKYMEHT, COCTaBJICHHbII Ha OJaHKe NHUChbMa
IOpUANYECKOro Juila (Jlajiee — OpraHu3aluu), CcoJepKaluuii HeoOXO0IUMYIO
bu3MUeCKUM U FOPUIUYECKUM JIMIIaM WH()OPMAIUIO ¢ yKa3aHUEM apXUBHBIX MU(POB U
HOMEPOB JIMCTOB €JUHUIl XPAHEHMS T€X APXMBHBIX JOKYMEHTOB, HAa OCHOBaHUU
KOTOPBIX OHA COCTaBJIEHA, UMEIOIINN FOPUINYECKYIO CHUITY (IOJIMHHUKA);

3) apxuBHasl KOIUS — KOMNUS, TOCIOBHO BOCIPOM3BOJAIIAS TEKCT APXUBHOIO
JOKYMEHTa, ¢ YKa3aHHEM apXHWBHOTO mudpa 1 HOMEPOB JIUCTOB €IUHUIBI XPaHEHHUS,
odopmIIeHHas! B COOTBETCTBUHM € ITyHKTOM 295 Hacrosmux [Ipasu;

4) Ttemaruyeckas MNOAO0OpPKa KOMUH apXUBHBIX JAOKYMEHTOB —
CUCTEMAaTHU3UPOBAHHBIA KOMIUIEKT KOIUK apXUBHBIX JOKYMEHTOB WJIM UX YacTEW I10
ONpeAeICHHOW TeMe, MOJATOTOBJICHHBIM AapXWBOM OpTraHU3alUM IO 3ampocy
[10JIb30BATEII UM UHULMATUBE apXHUBa OPraHU3aLUY;

5) ynopsiioueHre apXuBHBIX JOKYMEHTOB (J1ajiee — ynops104eHue) — KOMILIEKC
pabot mo ¢GOpMHUPOBAHHIO APXUBHBIX TOKYMEHTOB B €JUHUIBI XpaHEHUs (aena),
ONMMCAHUI0O U O(GOPMIICHUIO TAaKMX EAMHHUI] XpaHEHHus (Jej1) B COOTBETCTBUHU C
3akoHoaTenbcTBOM PecnyOnuku Kazaxctan o HA® u apxuBax;

6) XpaHWINILE apXMBHBIX JOKYMEHTOB (apXMBOXPAHWIMILE) — CHELUAIBHO
000pyI0BaHHOE XpaHWIHILE (TOMEIIEHNE) A1 XPAHEHUS] apXUBHBIX IOKYMEHTOB;

7) TeMaTU4YECKUN MepeYeHb apXUBHBIX IOKYMEHTOB — CHCTEMATU3HPOBAHHbBIN
KpPaTKU UJIM aHHOTUPOBAHHBIN NIEPEUYEHb 3ar0JI0OBKOB apXUBHBIX JOKYMEHTOB, €TUHUIL
XpaHEHUsI MO OMpPEACIICHHOW TeME C yKa3aHMEeM HUX JaT U apXUBHBIX MHU(POB,
COCTABJICHHBIH 110 3aIIPOCY MOJIb30BATEN NI UHUIMATUBE apXUBA OPraHU3alUy;

8) apXMBHBII yKa3aTellb — ApXWBHBIM CIIPaBOYHHK, MPEACTABISAIOMIMI cO00M
an(aBUTHBINA, CUCTEMATUUYECKUI WM COCTABICHHBIA 110 MHOMY NPU3HAKY MEpPEUYECHb



HAaUMEHOBAHUI NPEMETOB, YIIOMUHAEMBIX B apPXUBHBIX JOKYMEHTaX, C YKa3aHUEM HX
OMCKOBBIX JJAHHBIX;

9) apxuBHas BBINMHCKA — JOKYMEHT, COCTABJICHHBIM Ha OJIaHKE MHChMa
OpraHu3aluu, JTOCIOBHO BOCIPOM3BOJAIINNA YacTh TEKCTAa apXMBHOIO JOKYMEHTA,
OTHOCSIIINIICS K OmpeneraeHHOMY (akTy, COOBITHIO, JHUILY, C YKa3aHHEM apXUBHOTO
mudpa ¥ HOMEPOB JIUCTOB €AUHUIIBI XPAHECHHUS,;

10) apxuBHBIN KPP — 0003HaYEHNE, HAHOCUMOE Ha KAKIYI0 €AUHUILY XPAHEHHUS C
1IEJIbI0 00ECIICUCHHS €€ yueTa U UIeHTU(HKAIUH;

11) apxuBHOE A€J0 — OTACIbHBIN(E) apXUBHBIN(€) TOKyMEHT(bl) HAa OyMa)KHOM
HocHTelNe, OPOPMIICHHBIN(€) B OT/IETBHYIO O0JIOXKKY, TAIKY;

12) 0co00 1EeHHbIH TOKYMEHT — apXUBHBIM AOoKyMeHT HA®D, koTopblii umeeT
HENPEXOASAILYI0 HCTOPUKO-KYJIBTYPHYIO U HAYYHYIO LIEHHOCTh, OCOOYI0 BaKHOCTb JIJIS
oO0IIIeCTBa U TOCY/1apCTBA;

13) ayauoBu3syasibHasi JOKYMEHTAIUsl — KOMIUIEKC JOKYMEHTOB, COAEPKAIINX
n300pa3uTeNbHyl0 U (WMIK) 3BYKOBYIO HHGOpPMAILMIO, CO3JAaHHBIA C TMOMOIIBIO
TEXHUYECKUX CPECTB;

14) ynpaBneHuyeckass JOKyMEHTalHs — KOMIUIEKC TOKYMEHTOB, UCIIOJIb3YEMBIX MPH
peanu3alui OCHOBHBIX (YHKIMUA yIOpaBleHUs oOpraHu3auuu (OpraHusaumus,
IUTAHUPOBAHUE, PETYJINPOBAHUE, KOHTPOJIb);

15) BeJOMCTBEHHBI apXHUB — YUPEXKJICHHE WM CTPYKTYpPHOE MOJIpa3/ielieHHe
rOCYJapCTBEHHOI'0 IOPUINYECKOrO JIMIA, OCYIIECTBIISIOIUE cOOp, yHOpsI0YEHUE,
BPEMEHHOE XpAaHEHHUE, YyYeT, HCIIOJb30BAHUE APXUBHBIX JIOKYMEHTOB U
rOCyJIapCTBEHHBIN yueT JoOKyMeHTOB HA D;

16) HayuHo-cipaBounblid anmapat (nanee — HCA) — COBOKYNMHOCTh OMHMCaHUMN
apXMUBHBIX JOKYMEHTOB B apXHMBHBIX CIIPABOYHHUKAX, MPEAHA3HAUYECHHBIX JJIA MOHUCKA
apXUBHBIX JTOKYMEHTOB U COJIEprKalleiicsl B HUX TOKYMEHTHON HH(pOpMAIH;

17) cucrema HCA — KOMIUIEKC B3aMMOCBSI3aHHBIX U B3aMMOJOTIOTHSIEMBIX,
CO3JaBa€MbIX HAa €IMHON HAYYHO-METOJNYECKON OCHOBE APXUBHBIX CIIPABOYHUKOB O
COCTaB€ U COAECP)KAHUU aPXHUBHBIX IOKYMEHTOB;

18) Hay4yHO-TeXHUYECKAs TOKYMEHTalU — KOMIUIEKC JOKYMEHTOB, (PUKCUPYIOLIUX
npoiecc U pe3yabTaThl HAy4HOWU, HAaY4YHO-TEXHHUYECKOM,
IIPOU3BOJICTBEHHO-TEXHUYECKOM, IPOEKTHOM, CTPOUTEIIBHON U IPYTON AEATEIbHOCTH;

19) yacTHbBI apXMB — HETOCYAAPCTBEHHOE IOPUIUYECKOE JIMIO WIH €To
CTPYKTYpHOE TMOJpa3feleHne, OCyLIEeCTBIAomue cOop, mpuodpereHue,
KOMIUIEKTOBAHHE, YIOPSJIOYEHNUE, XPAHEHUE, YYET M HCIIOJIb30BAaHHUE ApPXHBHBIX
JOKYMEHTOB WJIM apXUBHBIX JOKYMEHTOB (PU3MYECKOTO JHUIa, BO3HHUKIIUX B
pe3ynbTaTe ero AeATeIbHOCTH, cOOpa U MPUOOPETEHMS;

20) opraHu3anusa XpaHeHUs1 TOKYMEHTOB — CUCTEMA MEPONPUATUNA, BKIIFOYAIOIIAs
palMoOHAIIBHOE pa3MEIIEHNE TOKYMEHTOB, KOHTPOJIb 32 UX JBUKEHUEM U (PU3NYECKUM



COCTOSIHUEM, KOMHMPOBAHUE JOKYMEHTOB C IEJbI0 CO3JaHUs CTPaxoBOro ¢GoHma u
dboHa MOIK30BaHUS, BOCCTAHOBJICHUE (PECTaBpallliO) IEPBOHAYATBHBIX WJIH OJIM3KUX
K NEPBOHAYAIBHBIM CBOMCTB M BHEIIHUX MPHU3HAKOB JOKYMEHTOB, MOJBEPTIIUXCS
MOBPEXKICHUIO UK Pa3pYILIEHUIO;

21) skcnepTr3a LEHHOCTH JTOKYMEHTOB — HMCCIEJ0BAHUE JAOKYMEHTOB Ha
OCHOBAaHWM KPHUTEPUEB HX IEHHOCTU B LENSAX YCTAHOBIECHUS CPOKOB XPaHCHUS
JTIOKYMEHTOB M 0TOOpa uX sl BKiItoueHus B coctaB HA®D;

22) OoTHmyCK NOKyMeHTa (MHChMa) — IK3EMIUISP HCXOMSIIEr0 JOKYMEHTA,
OCTAIOIIMIICS B ieJie OpraHU3alMU-aBTOPa;

23) MeTajaHHble — CTPYKTYPUPOBAHHbBIE JaHHBIE, OMUCHIBAIONINE KOHTEKCT,
COJIEp’)KaHhe U CTPYKTYpPY DJIEKTPOHHOIO JOKYMEHTA, NMpeAHa3HA4YeHHBIE ISl €ro
UACHTU(UKAIIMA U TIOMCKA, & TaKXKE MPOIECCHl YIPaBICHUS Ha MPOTSHIKEHUHU BCETO
KU3HEHHOTO LIUKJA JOKYMEHTA;

24) enMHULIa XpAaHEHUS — YYETHAs €IMHUILIA, MPEJICTABIAIONIAas COO0N PU3NUECKH
000COONEHHBIN JOKYMEHT WJIM COBOKYNMHOCTh JOKYMEHTOB, HMEIOIIas
CaMOCTOATENIbHOE 3HAYEHUE;

25) y4eT JOKYMEHTOB B apXHBE OPraHU3alluy — YCTAHOBIICHUE KOJIUYECTBA U
COCTaBa apXMBHBIX JIOKYMEHTOB B €IWHHUIIAX y4yeTa W (PUKcalus MPUHAIICKHOCTH
KKI0M eIMHUIIBI yUeTa K OMPEIeICHHOMY KOMIUIEKCY M OOIIEMYy HX KOJUYECTBY B
YYETHBIX JOKYMEHTAX;

26) ¢aitn — uaeHTUGUIMPOBAHHBI OOBEKT Ha 3JIEKTPOHHOM HOCHTEIE,
NOAAEPKUBAEMBIN OINEPALMOHHOW CUCTEMOM, B Cpelae KOTOPOW OCYIIECTBIISIETCS
co3gaHue o0beKTa U (W) o0ecreuynBaeTcs JOCTYI K HEMY;

27) popmupoBaHue 1€ — IPYNIUPOBKA HUCIOJIHEHHBIX JOKYMEHTOB B Jiejia B
COOTBETCTBHM C HOMEHKJIATypOH A€l U CUCTEMATU3ALMEN TOKYMEHTOB BHYTPH €4,

28) onuck el NJOKYMEHTOB — apXUBHBIM CIPABOYHUK, MPEeAHA3HAYECHHBIA IS
PacCKpBITUSI COCTaBa U COJCPXKAHUS EIUHUI] XpPaHEHMs, 3aKpeIieHUs UuX
CUCTEMATHU3ALMH U YUETa;

29) nucT-3aBepuTeNb JAeia — JIOKYMEHT, colepKalui uHpopmanui 00
O0COOEHHOCTAX coAepkaHusg U (OPMUPOBAHUS OIPEJIEICHHOrO Jeja B apXHBE
OpraHM3alli{, BKJIIOYas KOJIMYECTBO MPOHYMEPOBAHHBIX CTPAHULL KAXKIOTO JIENa;

30) »IEeKTPOHHBIN apXUB — COBOKYITHOCTh APXUBHBIX JIEKTPOHHBIX IOKYMEHTOB;

31) sneKTpOHHBIN apXUBHBINA JTOKYMEHT — JOKyYMEHTUpPOBAaHHAs WHQOpMAIus,
IpeACTaBlI€HHAas B JJICKTPOHHOW (opmMe M 3aBepeHHas 3JIEKTPOHHOU IudpoBOi
noanuckio (manee — DIIIT), koTopast MOKET OBITh HACHTH(PUIIUPOBAHA U TOJJICKHUT
XPaHEHHIO B CHJTy 3HAYMMOCTH yKa3aHHOW MH(POpMaIIUU JIJIsi 00IIeCTBA U TOCY1apCTBa
5

32) undopmanmoHHas cuctema dJeKTpoHHOro apxuBa (mamee MC DA) —
OpPTaHU3ALHUOHHO yaoopsigo4eHHas COBOKYIHOCTbD



UH(OPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUH, OOCITY>KHUBAIOIIETO MepcoHaa
TEXHUYECKOW JOKYMEHTAIMH, PEATU3YIOIINX OINpe/eeHHbIE TEXHOJOTHUYECKUE
JIEHUCTBUSA MMOCPEACTBOM HH(POPMAIIMOHHOTO B3aUMOICUCTBUS U MIPEIHAZHAYCHHBIX IS
pelIeHUs] KOHKPETHBIX (PYHKIIMOHAJIBHBIX 3ajlad B cdepe apXUBHOTO jena u
JOKYMEHTALIMOHHOT'O 00€CTIeUEHNS;

33) EeKTPOHHBIM HOCUTENh — MaTepUATIbHBIA HOCUTENb, MPEIHa3HAYCHHBIN IS
XpaHeHUus HUHPOpMalMu B DJJIEKTPOHHOW (¢opMe, a TakxKe 3alucu Ui ee
BOCIIPOM3BEAECHUS C IOMOUIBIO TEXHUUYECKUX CPEACTB;

34) 3neKTPOHHBINA JOKYMEHT — JOKYMEHT, B KOTOPOM MH(pOpMalus MpeACcTaBiIeHa B
3IEKTPOHHO-1TU(POBOH hopMme 1 yaocToBepeHa nocpeacrsom DI,

35) uH@OpPMAIMOHHBIA MaKET 3JIEKTPOHHBIX JOKYMEHTOB (Jen) —
WH()OPMAIMOHHBIN O00BEKT OMPENETICHHON CTPYKTYpPHI, MepeaaBaeMblii TI0 CETEBBIM
KOMMYHHKAILIMSIM WU TEIEKOMMYHHUKALINSIM KaK €UHOE 1IENOE;

36) murpamusi 3JIEKTPOHHOTO JOKYMEHTa — MPOLECC MEePEeHOca 3JIEKTPOHHBIX
JOKYMEHTOB U3 OJHOM MNPOTrpaMMHO-AIIApPATHON Cpeabl WM C OAHOTO HOCHUTEIS
uHpopManuu B APYrylo CpeAy WIM Ha JpYyrold HOCUTEIb MPU COXPAHEHUU HX
HOJUTMHHOCTH, L€JIOCTHOCTH, HaJIEKHOCTU U yA00CTBa B UCIIOJIb30BAHUH;

37) KoHBepTalMs AIEKTPOHHOI'O JTOKYMEHTa — MPeoOpa3oBaHUE MCXOIAHOTO
AJIIEKTPOHHOTO JOKYMEHTa IMOCPEICTBOM H3MEHEHHs ero (opMmara ¢ COXpaHEHUEM
CTPYKTYPBI U COAEPIKAHUS;

38) sneKTpoHHas perucTpalioHHas KOHTposibHasg kapTouka (nanee — OPKK) —
AJIEKTPOHHBIN JOKYMEHT C YYETHBIMM JAHHBIMM O JOKYMEHTE IO YCTaHOBJIEHHOMU
dbopme, hUKCUpyroIIe ero peKBU3UTHI;

39) aMeKTPOHHOE JeJN0 — CaMOCTOSITeNIbHAS €AUHUIA XPAHEHUSI AJIEKTPOHHBIX
JOKYMEHTOB M UX METaJaHHbIX, JIOTHUYECKH 00bETMHEHHBIX B IIPOLIECCE arperaiuu;

40) sMyJsusi — BOCTIPOU3BEACHUE PAOOTHI OJTHON CHCTEMBI CPEJICTBAMU JIPYTOM
6e3 norepu (YHKIIMOHAIBHBIX BO3MOXKHOCTEH U UCKAXKEHHUI PEe3yJbTAaTOB C LIEJbIO
BOCIIPOU3BEACHUS JIEKTPOHHBIX JJOKYMEHTOB.

4. B cCOOTBETCTBUU C BO3JIOKEHHBIMU Ha OPraHU3AIMIO 3a/lauaMi U PYHKIUSMH, a
TaK)K€ COCTaBOM 00pa3yeMoil B €€ JeATEIbHOCTH JOKYMEHTAIMU CO3AA0TCS:

1) apxuB yrpaBiieHUE€CKOI JOKYMEHTALIUH, B TOM YHCJIE SJIEKTPOHHBIX TOKYMEHTOB

2) apXMB ayAMOBHU3YaJbHOW JTOKYMEHTAIlMH, B TOM YHCJIE DJIEKTPOHHBIX
JNOKYMEHTOB;
3) apXxuB HAyYHO-TEXHHYECKON HOKYMEHTAIIMU, B TOM YHUCJE 3JIEKTPOHHBIX
JOKYMEHTOB.
5. HanmmonansHbii apxuB Pecniy6muku Kazaxcran, neHTpaibHbIe TOCYIapCTBEHHBIE
apXuBbl, TOCY/IapCTBEHHbIE APXUBBI 00JIaCTEN, TOPOJIOB, PAlOHOB U UX (punuansl (
nanee — rocylapcTBeHHble apxuBbl), ApxuB lIpesunenra PecnyOonuku Kaszaxcrtan



OKa3bIBAalOT OpraHU3alUsIM METOAUYECKYIO IIOMOIIb II0 BHEIPECHUIO HACTOSALIUX
[Ipasui.

6. B oprannsanuu, ITaTHBIM pacliCaHUEM KOTOPOW HE IPELYCMOTPEHBI IITATHHIE
JOJIKHOCTH paOOTHUKOB apXHBa, MPUKA30M (MHBIM PaCHOPSIUTEIbHBIM JOKYMEHTOM)
PYKOBOAUTENSA OpraHU3allMi Ha3HAYaeTCs JIML0, OTBETCTBEHHOE 3a BEICHUE apXUBa.

I'maBa 2. Ilopsnok mpueMa Jiei, JOKyMEHTOB
IMaparpad 1. Ilopsnox mpuema nei1, JOKyMEHTOB Ha XpaHCHHE

7. ApXYB OpraHu3aly NPUHUMAET Jiejia, JOKYMEHThlI IOCTOSSHHOTO, BPEMEHHOTO
CpOKa XpaHEHHS U IO JUYHOMY COCTaBy, 0OpPa30BaBIIUECS B MPOIECCE ACATEILHOCTH
opranuzanuu. llpu peopraHuzamuMu OpraHu3aluyd JOKYMEHTBI NEpeaaloTcs B
YHOPSIZIOYEHHOM BHJI€ MPABOIPEEMHUKAM.

8. IIpuem niesn, IOKyMEHTOB B apXUB OPraHU3ald OCYUIECTBIISICTCS €XKEroaHo. B
OpraHu3alliK, UMEIONIECH CTPYKTYpPHBbIE TOApa3eeHus, IPUeM JOKYMEHTOB B apXHUB
OpraHu3aluy OCYIIECTBIISIETCS B COOTBETCTBUU C YTBEPNKIECHHBIM PYKOBOJIUTEIEM
opraHu3aluu rpad)uKoM ImprueMa JOKyMEHTOB B apXHUB OpraHU3aIUH.

JIOKyMEHTBI TIepelatoTCs B apXUB OpraHU3allMi Ha HOCUTEIISIX, HA KOTOPBIX OHU
co3manbl (Oymara pasIMYHBIX BHJOB, B TOM umcie (oroOymara, KajbKa, IUICHKA,
MarHUTHBIE JICHTHI, JIEKTPOHHBIC HOCUTEIN).

9. Ilpu mpuemMe Ha XpaHEHHUE YIIPABICHUYCCKONW JOKYMEHTAIIUN paOOTHHUK apXHUBa
OpraHu3allii B MPUCYTCTBUHU JIMIA, OCYIIECTBISIONIETO Mepeaadyy JTOKYMEHTOB,
POBEPSET:

1) HaNM4Ke Aen MOCTOSHHOTO, TOJATOBpeMeHHOr0 (CBhImIe 10 J1eT) XpaHeHUs U 110
JUYHOMY COCTaBY B COOTBETCTBUH C OIHUCHIO JI€] CTPYKTYPHOIO MOIpa3/IeIeCHuUs;

2) nanuyue nen BpeMmeHHOro (Ao 10 yneT BKIIOUMUTENBHO) XpaHEHHsS IO
HOMEHKJIaType e,

3) HyMepainuio JUCTOB €] C JAHHBIMU IO OMHUCH JEJI CTPYKTYpPHOTO
oApa3ecHus;

4) IpaBUIILHOCTD 3aMIOJIHEHUSI BHYTPEHHEN OMUCH JOKYMEHTOB Jielia (IIpY HalIn4uu
);

5) Hanuuue AUCTa-3aBEPUTENS CIa;

6) COOTBETCTBHE PEKBU3UTOB OOJIOKKH COOTBETCTBYIOIIMM 3aIIMCSIM B OTIUCH JIE]T
JIOKYMEHTOB CTPYKTYPHOTO MOpa3/IeIeHus;

7) uznueckoe COCTOSHUE JOKYMEHTOB.

10. [Ipu mpuemMe ay1uoBU3yaIbHOM TOKYMEHTAIIMUA Ha XpaHEHUE paOOTHUK apXuBa
OpraHU3aIlMid B NPUCYTCTBUHU JIMIA, OCYIIECTBISIONIEIO Mepenady IO0KyMEHTOB,
MPOBEPSET:

1) KOMIUIEKTHOCTh JIOKYMEHTOB;



2) pusmyeckoe COCTOSTHUE JOKYMEHTOB;

3) KOMIUJIEKTHOCTh COCTaBa MpPHUJIAraéMoil TEKCTOBOW COMPOBOJMTEIHHOM
JIOKYMEHTAIINH.
B cocTaB TekcTOBOM CONMPOBOAUTENHHON JOKYMEHTAIIMH BXOSAT:

1) aisi KHUHOJOKYMEHTOB — aHHOTAIIMU, MOHTAXXHBIE JIUCTBI, Pa3pEUINTEIbHBIC
YAOCTOBEPEHUSI K 3aKOHUYEHHBIM MPOU3BEACHUSIM, AKThl TEXHHUYECKOI'O COCTOSHUS,
3aMKMCH CBETOBBIX U LIBETOBBIX NACHOPTOB;

2) nist GOTOTOKYMEHTOB — aHHOTAIINH;

3) nns GOHOJIOKYMEHTOB M BUJICOJOKYMEHTOB — AKThl TEXHUYECKOTO COCTOSHUA,
TEKCThI BBICTYIUICHUH, KaTaJlOr IPaMILIACTUHOK, CIIMCKU BBICTYNAOIINX, PELEH3UU,
CTaTbU U JPyTHE JTOKYMEHTHI, OTHOCSIIUECS K MPUHUMAEMBbIM (POHOJOKYMEHTaM M
BUJICOJIOKYMEHTaM.

11. IIpu mpueMe HayYHO-TEXHHUECKON JOKYMEHTAIlMU HAa XpaHEHUE PaOOTHUK
apXvBa OpraHU3ally B IPUCYTCTBHH JIMLA, OCYILECTBISIONIETO Nepeiavy JOKYMEHTOB
, IPOBEPSIET:

1) KOMIUIEKTHOCTb JOKYMEHTOB (B COOTBETCTBUH C BEIOMOCTbHIO crielu(PUKAIIIH,
cnenudukanuen, coaep>kaHueM TOMOB, allbOOMOB, KHUT U IPYTUMH JOKyMEHTaMH, B
KOTOPBIX MepEeUrCcIlIeHa BCs NepeaBaeMas JOKyMEHTaIus );

2) HaJIW4YKe YCTaHOBJICHHBIX IMOJMKUCEN U J1aT;
3) npaBUIBHOCTD BBHIIOJHEHHUS] OCHOBHBIX HAJIIUCEN U TUTYJIbHBIX JTUCTOB;
4) puznueckoe COCTOSIHUE JOKYMEHTOB.

12. ITpueM 3JI€KTPOHHBIX JOKYMEHTOB B apXHMB OpPraHU3alUHU OCYILIECTBISETCS
MOCPEACTBOM HUH(POPMAIMOHHBIX CUCTEM, 00ECIIEUMBAIOIIUX COOIIOIeHHE TPeOOBaHUI
K XPaHEHUIO 3JIEKTPOHHBIX JTOKYMEHTOB.

13. DnexkTpoHHbIE JOKYMEHTHI MEPEJAIOTCS B apXWUB OpraHu3alUH IO
UH()OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH W3 HUHQPOPMAITMOHHON CHUCTEMBI
OpraHu3aluv B HWHQOPMALMOHHYIO CHUCTEMY apXHWBa OpraHu3allyd UId Ha
000COOJIEHHBIX HOCHUTENSAX OJHOKPATHOW 3alucHu B TOM (opmaTre, B KOTOPOM OHHU
ObuIM  cpopMHUpOBAHBI, OTHpaBIEHBl WIJIM TOJYy4YEHBI, C oOecrneyeHrueM
OJIHOBPEMEHHOI'0 XpaHEHUs1 C(hOPMUPOBAHHBIX AIEKTPOHHBIX LHU(PPOBBIX MOIMUCEH
10/ COOTBETCTBYIOUIMMH AJIEKTPOHHBIMU JOKYMEHTAMH. DJIEKTPOHHBIE JOKYMEHTHI B
apXvB OpraHU3aliy NepelatoTCsl BMECTE C X METaJaHHBIMH.

14. B cny4yadx u3MEHEHHsS MPOTrPaMMHO-ANIApaTHOW Cpelbl U BBIXOJA U3
yHOTpeONEHUsI KOMIBIOTEPHBIX (POPMATOB, TMOBPEXKACHUS HOCUTENSA, AapXUB
OpraHU3aIMK TPOBOIUT PAOOTY MO KOHBEPTAIMH JJICKTPOHHBIX TJOKYMEHTOB B HOBBIE
dbopMaThl W/WIK MUTPAIIUU HA HOBbIE HOCUTEIIH.

Murpanuoo JOKYMEHTOB HEOOXOJUMO OCYHIECTBIATH IO TOTO, KaK yCTaperoT
TEXHOJIOTUM U HOCUTENM HMH(popManuu (Takue, KaK JUCKETbl, MarHUTHbBIE JICHTHI,
ontuueckue CD- u DVD-aucku), OT KOTOPBIX OHU 3aBUCAT. B 3aBUCUMOCTH OT TaKuxX



dbakTopoB, Kak 00beM H TpeOOBaHHS K JOCTYMHOCTH, MOXET OKa3aThCs

IPEANOYTUTENbHBIM BBINOTHEHUE KOHBEPCUU WJIM MUTPALUU JOKYMEHTOB Cpa3y ke,
KaK TOJIbKO CTaHET U3BECTHA LiesieBas (KOHeUHas1) cpena. Eciu HeHHOCTh TOKyMEHTOB
U/WU CBSI3aHHBIE C HUMU PUCKHU CUMTAIOTCS JIOCTATOYHO MAaJIbIMHU, TO OpraHU3aIus
MOXET MpEeANnovYecTb MNOAOXKIAATH A0 TeX MOp, MOKa KakKas-HUOyaAb Ipyras

noOyauTenbHas TpUYMHa (HampuMmep, OOHOBJIIEHHE MPOTrPaMMHOr0 oOecredeHwus,
3aMEHa CHCTEMbI, TPUOOPETEHUE UJIU CIUSHHUE C JAPYrol opraHu3alueil) He caenaeT
KOHBEPCHIO WJIM MUTPALMIO ONPaBIAHHOM.

15. Ilpu nmpueme 3JIEKTPOHHBIX JTOKYMEHTOB (ZieJ) B apXuB OpraHu3aluu
OCYLIECTBIISIETCS IPOBEPKA IEHCTBUTEIBHOCTH (HA MOMEHT IIPOBEPKH ):

1) OLII Ha onucu >JIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOI'O MOAPA3JAEICHUS
OpraHM3alMi ¢ NpUMEHEHUueM 3akpbiToro kiroua OLII, Bmagenpuem KOTOpPOro
ABJIAIOTCS OpraHu3alMsl WIM PYKOBOJIUTEIb CTPYKTYPHOTO MOJPA3ICIICHUS
OpraHu3allly;

2) DUII Ha BHyTpeHHEH OMUCH C MpUMEHEHHEeM 3akpbiToro kitoua DIII,
BJIQJICTIbLIEM KOTOPOIO SIBISIOTCA OpraHu3alus WM PabOTHUK CTPYKTYPHOTO
N0JIpa3/IeJIeHUs] OpraHU3allly, COCTABUBLINE BHYTPEHHIOIO OIKCH.

[IpoBepka aeiictBurensHOcTH DL OCyIIEeCTBISIETCS ¢ UCTIOIB30BAaHUEM CPENICTBA
OIII, nmeromero cepTuuKaT COOTBETCTBUS, BBIIAHHBIN B yIOCTOBEPSIIOIIEM LIEHTPE
rocyaapcTBeHHbIX opranoB PecnyOnuku Kazaxcras.

[Ipu mpuemMe 3IEKTPOHHBIX JTOKYMEHTOB (/1€J1) paOOTHHK apXuBa OpPraHU3alUH
nocpeactsom C DA nposepser:

1) cocTaB MeTagaHHBIX JEKTPOHHBIX JTOKYMEHTOB (A€);

2) COOTBETCTBUE COCTaBa AJIEKTPOHHBIX IOKYMEHTOB (JI€JT), MepelaBaeéMbIX Ha
XpaHEHue, AAaHHBIM COOTBETCTBYIOIIEH OMHCHU DJIEKTPOHHBIX JOKYMEHTOB (J1€7)
CTPYKTYPHOT'O MOAPA3ACIICHHUS;

3) cooTBeTCTBUE 0ObEMA MEPEJAHHBIX IEKTPOHHBIX JOKYMEHTOB (11e1) 00beMy,
YKa3aHHOMY B COOTBETCTBYIOIIEH ONHCU BJEKTPOHHBIX JIOKYMEHTOB (J1€J1)
CTPYKTYPHOTO MOJIpa3/IeJICHHUS;

4) BO3MOXHOCTbH BOCIIPOU3BECHUS SJIEKTPOHHBIX TOKYMEHTOB (/1€11);

5) oTCyTCTBHE BPEIOHOCHBIX KOMITBIOTEPHBIX ITPOTPAMM.

[Ipy mpuemMe 3JIEKTPOHHBIX JTOKYMEHTOB (Z1eJ1) Ha CHhEMHBIX HOCHUTENSAX
OpoBepsOTCS (U3NYECKOE U TEXHUYECKOE COCTOSIHUE CHEMHBIX HOCHUTEJNEH,
COOTBETCTBHE MH(POPMALIMHA HA ChEMHBIX HOCUTENSX JAHHBIM O Ch€MHBIX HOCUTENSIX U
pa3MeNnIeHUH IEKTPOHHBIX IOKYMEHTOB (J1€J1) HA Ch€MHBIX HOCUTENSX B METaJaHHbIX.

[Ipy mpueme 3JIEKTPOHHBIX JOKYMEHTOB (Z€J) MOCTOSIHHOIO XpaHEeHUs
POBEPSIETCSI COOTBETCTBHE (popMaTOB (aitnoB hopmary nocrossHHOro xpanenus PDF/
A-1.



JI1s 3MEKTPOHHBIX JOKYMEHTOB (J1€J1) MOJATBEPKAEHUE MOMJIMHHOCTU H
I[EJTOCTHOCTH BXOJSIIMX B HUX DJIEKTPOHHBIX JOKYMEHTOB (1€71) OCYIIECTBIISIETCS
yTEM MPOBEPKU JIEUCTBUTEILHOCTU (HA MOMEHT NpoBepkH) cpencts LTI

Pe3ynbTaThl NpOBEPKHU MOUTMHHOCTHU U LIEJIOCTHOCTH COXPAHSIOTCS B METaJaHHbIX
ANIEKTPOHHBIX IOKYMEHTOB (Z1e71), GopMUPYEeMBIX apXUBOM OpraHu3anuu. MeTagaHHbIe
cojiep)KaT AaTy MPOBEPKH U KOHTPOJIbHBIE XapaKTEPUCTHUKU, MOATBEPKICHHBIC B
npoLecce MPOBEPKHU.

16. IIpuem 2JIEeKTPOHHBIX JOKYMEHTOB (JIeJ1) B apXUB OpraHU3aIlUU CUUTACTCS
3aBEPIICHHBIM MPU TOJOKUTEIbHBIX pe3yiabTaTax MPOBEPOK, MPOBEACHHBIX B
COOTBETCTBUU C TpeboBaHusAMH MYHKTOB 13-15 mHacrosmux [lpaBun. B UC DA
opranu3zanuu GOpMHUPYETCsS aKT O MUTPALIMH U TIEPE3aNuCU JICKTPOHHBIX JOKYMEHTOB
(mem) mo dopme, yTBEpKIaeMOl yIOTHOMOUYEHHBIM OPraHOM B chepe apXHBHOTO JIeTia
U JIOKYMEHTaIIMOHHOTO 00ecIieueHus ynpaBlieHus (Janee — yroIHOMOYEHHBIH OpraH).

IMTaparpad 2. Ilopsmox mpoBeAeHNS SKCIEPTU3EI IEHHOCTH JOKYMEHTOB ¥ 0OpPMIICHHS €€
pe3yIbTaToB

17. DkcnepTr3a HEHHOCTH IOKYMEHTOB B apXMBE OpraHU3alliy MPOBOAMUTCS B
HEeJsAX 0TOOpa TOKYMEHTOB, OTHECEHHBIX K cocTaBy HA®, MoAroToBKM UX K nepeaade
Ha MOCTOSHHOE XPAaHEHHE B COOTBETCTBYIOIIMI TOCYNAapCTBEHHBIN apXxuB, ApXuB
IIpe3unenta PecnyOnuku KazaxcraH, onpeneneHuss CpOKOB XpaHEHHUsI TOKYMEHTOB, HE
OTHECEHHBIX K cocTaBy HA®D, u BbIIeNE€HUS K YHUUYTOKCHUIO JTOKYMEHTOB U 1€ C
UCTEKIIMMHU CPOKAMU XPAHEHUS.

18. Dkcneprr3a HEHHOCTH JOKYMEHTOB IIPOBOJUTCS HA OCHOBE:!
1) 3akononatenscTBa Pecniyonuku Kazaxctan o HA® u apxuBax;

2) TUNOBBIX WJIM OTPACJIEBBIX NEPEYHEH TOKYMEHTOB C YKa3aHUEM CPOKOB
XpaHEHHMs, TUIOBOM (IMpUMEpPHON) HOMEHKJIATYyphl J€d U HOMEHKJIATYphbl el
OpraHu3alliy 3a COOTBETCTBYIOIUI NEPUOL;

3) METOAMYECKUX JTOKYMEHTOB YIIOJTHOMOYEHHOTO OpraHa B cepe apXuBHOTO Jieja
U JIOKYMEHTAIIMOHHOTO O0ecTieueHus yrpaBieHus (Jajiee — ynoJIHOMOYSHHBIN OpraH),
MECTHBIX MCIIOJIHUTEIbHBIX OPraHOB 00JIacTel, FOPOAOB PECITYOIMKAHCKOTO 3HAUEHUS
u cronunsl (namee — MUO) u rocynapcTBeHHBIX apxuBoB, ApxuBa Ilpe3unenta
Pecniy6nmuku KazaxcraH.

19. DkcnepTu3a HEHHOCTH JOKYMEHTOB IPOBOJIUTCSA MYTEM KOMIUIEKCHOTO
OPUMEHEHHUS] KPUTEPHUEB IPOUCXOXKICHUS, COJIEpKaHHUs, BHEUIHMX OCOOCHHOCTEH
JIOKYMEHTOB.

K kputepusiM NpouCcxX0X1€HHUs TOKYMEHTOB OTHOCSTCS:

1) ponp U MecTO OpraHu3alni B CUCTEME T'OCYIapCTBEHHOTO YNPABICHUS WU
KOHKPETHOM oTpaciiu (cepe AesITENbHOCTH), 3HAUMMOCTb BBIIIOJIHSEMBIX €10 3a/1a4 U
(GyHKIMM, 3HaueHNe (PU3NIECKOrO JIMIA B KU3HU OOIIECTBA;



2) BpeMs 1 MeCTO 00pa30oBaHusl JOKYMEHTA.

K xputepusim coaepkaHusi JOKYMEHTOB OTHOCSTCS:

1) 3HAYMMOCTB COOBITHS (SIBJIECHUS, IPEIMETA), OTPAKEHHOTO B JOKYMEHTE;

2) 3HaYeHHE coJiepKalleicst B JOKyMeHTe HH(GOpMaIlK, €€ TIOBTOPEHUE B IPYTUX
JOKYyMEHTaXx;

3) NOATMHHOCTH, BUJ U PA3HOBUIHOCTh JJOKYMEHTA.

K kputepusiM BHEIIHUX OCOOEHHOCTEW TOKYMEHTAa OTHOCSTCS:

1) OATMHHOCTH TOKYMEHTA;

2) ropuanydecKas JOCTOBEPHOCTh TOKYMEHTA (HaJW4yue MOANKUCH (JIEKTPOHHON
udposoit moanucu) I OMKHOCTHOTO JHIIA U UHBIX PEKBU3UTOB, SBIISIFOITUXCS
00s3aTeNIbHBIMU COTJIACHO 3aKOHOAaTeNbCTBY Pecnyonuku Kazaxcran);

3) popma pukcupoBaHUSA U TIEpeAadH COICPKAHNUST HHPOPMAITUH;
4) 0cOOCHHOCTH MaTEpUATILHOTO HOCUTEIIS JOKYMEHTA;
5) 0coOeHHOCTH (PU3NYECKOTO COCTOSHUS TOKYMEHTA.

20. ITpu skcniepTU3€e EHHOCTH ayIMOBU3YAbHBIX IOKYMEHTOB JOTOJHUTEIHHO

OPUMEHSIOTCA CIAEAYIOIINE ClieNU(PUUECKUEe KPUTEPUHU:
1) XynoKecTBEHHbIE JOCTOMHCTBA ayAMOBU3YaIbHBIX JOKYMEHTOB;
2) KOMITO3UIIMOHHO-CIOKETHAs EJIOCTHOCTh ayIMOBU3YaJIbHBIX JOKYMEHTOB;
3) BBIPA3UTENBHOCTh U OPUTHUHAIBHOCTD ay/IMOBU3YaIbHBIX IOKYMEHTOB;

4) cBoeobOpa3ue HOCUTENS MHPOPMAIUHU, CIOCOO 3alMCH U BOCHPOU3BEICHUS
uH(pOpMAaIH, TEXHUYECKOE COCTOSIHUE ayIMOBU3YAJIbHBIX JOKYMEHTOB.

21. IIpu npoBeieHUH SKCIEPTU3bI IEHHOCTH HAYYHO-TEXHUUYECKOU TOKYMEHTAIUU
JOTIOJTHUTEIBHO MPUMEHSIOTCS CIEAYIOIIHE CIeIU(PUIECKUE KPUTEPHUH:

1) 3HaYUMOCTh MPOOJIEMBbl (TEXHOJOTHH) MU O0BEKTa (MpOeKTa, MOJENH,
KOHCTPYKITUH, TEXHOJOTHH), OTPAKEHHON B JJOKYMEHTax, HA MOMEHT BHEJIPEHUS IS
Pa3BUTHS KOHKPETHBIX OTpaciell 1 SKOHOMHKHU FOCYJIapCTBA B 1IEJIOM;

2) mpUHIUIKAIbHAS HOBU3HA, YHUKAJIBHOCTH, OPUTHHAIBHOCTH PEIICHUS
poOJIeMbl, KOHCTPYKIIMH, TEXHOJIOTUH, IPOEKTA;

3) COOTBETCTBHME HAYYHO-TEXHUYECKOW JTOKYMEHTALIMM ATAITHOCTH HAYYHBIX
UCCJIeI0BaHUM (CTAAMMHOCTH TEXHUYECKUX Pa3padOToK).

22. Tlpu npoBeeHUN IKCHEPTU3bI IIEHHOCTU SJEKTPOHHBIX JOKYMEHTOB (I€1)
JOTIOJTHUTENIBHO PUMEHSIOTCS CIEAYIOIMIHE CIeU(PUIECKUE KPUTEPUH:

1) coxpaHHOCTh METa/laHHbIX;
2) ayTeHTUYHOCTD AJIEKTPOHHBIX TOKYMEHTOB (J1€M);

3) orcyrcTBHE ayOaupyromeli mHGopManuu B JTOKyMEHTax, MPUHATHIX Ha
apXMBHOE XpaHEHHUE.

23. JIns opraHu3aiyy 3KCIEePTHU3bl IEHHOCTHU JTOKYMEHTOB U PACCMOTPEHHUS €€
pE3yNbTAaTOB B OPTaHMU3AIMU CO3aeTcs dKcnepTHas komuccus (nanee — IK).



B rocymapcTBeHHOM OpraHe, UMEIOLIEM TEPPUTOPHAIbHBIE OpraHbl W/WUIU
NO/JBEJJOMCTBEHHBIE OPTraHU3alMKU, a TaKKe OpraHu3all, UMerolend (Quinansl,
co3/1aeTcs LeHTpalibHas SKcnepTHas komuccus (nanee — [[IK).

24. IIDK (OK) saBasieTcst coBeniaTeaIbHbBIM OPraHOM U JEHCTBYET Ha OCHOBAaHUU
NOJIOKEHUS], YTBEPKAAEMOTO0 PyKOBOAUTEIEM OpraHU3aL|H.

25. DKcnepTu3a LHEHHOCTH JIOKYMEHTOB IMPOBOJUTCS €XKETOJHO B INIAHOBOM
nopsiike padOTHHUKaMHM apXuBa opraHuzauuu. IIpoBeneHHe 3KCNEepTU3bl LIEHHOCTH
JOKYMEHTOB B OpraHu3aluu, SBJIAIOMIEHCS HCTOYHUKOM KOMIUJIEKTOBAaHUSA
rocyJapCTBEHHOTO apXMBa, OCYILECTBISAETCA MO METOIUYECKUM PYKOBOACTBOM U IIPH
KOHCYJIbTATUBHOM MOMOIIH COOTBETCTBYIOIIETO IOCYJAapPCTBEHHOTO apXuBa, ApXuBa
[Ipe3unenta Pecriybnuku Kazaxcran.

IIpn peoprannzauuu (JUKBUAALKMH) OPTaHU3aLMKU MPOBOJUTCS BHEIJIAHOBAS
AKCIEPTU3a LIEHHOCTH.

26. Pemenus LIOK (OK) opopmiastoTcs MpoOTOKOJaMH, YTBEPKIAEMbIMU
PYKOBOJUTEIEM OpPTraHU3aliH.

Pemenusa IOK (OK) nCTOYHMKOB KOMILJIEKTOBAHUS TOCYIaPCTBEHHBIX APXUBOB,
ApxuBa Ilpesupenta PecnyOnuku KazaxcTaH yTBEpXKIArOTCS PYKOBOIUTEIEM
OpraHuM3allMd  MOCJe  HUX  COIJacoBaHMUS C  COOTBETCTBYIOIIUMU
AKCIEPTHO-TIPOBEPOUHBIMU  Komuccusimu (manee — OIIK), oOpasyembiMu
rocyJapcTBeHHbIMU apxuBamu, ApxuBoM [Ipe3unenta Pecniyonuku Kazaxcran, MUO.

27. Ilpu mpoBeI€HUY SKCIIEPTU3bI IEHHOCTU JOKYMEHTOB OCYILECTBIISIOTCS:

1) ananu3 cocraBa JOKYMEHTOB OpraHU3AIINH;

2) oTOOp M MOJArOTOBKA JI€J MOCTOSIHHOTO CPOKa XpaHEHUs Il Mepeladyd B
rocynapcTBeHHbli apxuB, ApxuB IIpesunenta PecnyOnuku Kazaxcran (mis
UCTOYHUKOB KOMILJIEKTOBAaHUS TOCyJapCTBEHHOro apxuBa, ApxuBa llpesmaeHra
PecnyOnuku Kazaxcran);

3) npoBepka HaIWYWA MOAJUHHBIX JK3EMIUIIPOB JOKYMEHTOB U OIpEJEIeHUE
CTPYKTYPHBIX IIOJIpa3J€IE€HH, B 1eJ1a KOTOPBIX OHU BKJIFOUYEHBI;

4) yTouHEeHHE XapaKTepa MOBTOPSIEMOCTH, CoepkKalleiicss B HUX HHGOpMaIiHU B
OpYyrUuX JOKyMEHTaX, BUJl, OpMa U MOJIHOTA TOBTOPEHUSI.

Brinenenune OKYMEHTOB ¢ MOBTOpsoIIeiics nHPopmanue u ayOJeTHBIX
JOKYMEHTOB K YHUUTOXKEHHUIO MPOU3BOJIUTCS TOJBKO MOCIE CBEPKH UX C IOKYMEHTaMU
, OTOOpaHHBIMH Ha IOCTOSTHHOE XpaHEHHE.

28. Jlena Ha OyMaxkHBIX HOcuTelax ¢ otMeTkol "OIIK", cogepskaiirie JOKyMEHThI
IOCTOSTHHOTO XpaHEHUs, oJiIekaT nepeopmMupoBanuio. BeineneHHbIe U3 X cOCTaBa
JOKYMEHTBHI TOCTOSIHHOTO XpaHeHHs (OPMUPYIOTCS B OT/AENbHBIE Jeia Ju0o
IPUCOEIUHSAIOTCS K OJHOPOJIHBIM JIe]aM MOCTOSIHHOTO XpaHeHus. Jlena, cogeprxamue
OCTaBIIMECS TOKYMEHTHI BDEMEHHOI'O XPAaHEHUS, XPAHITCS B TEUEHUE YCTAHOBJIEHHBIX
CPOKOB.



[lepeopmupoBanue 3IEKTPOHHBIX JAOKYMEHTOB (JI€]1) OCYLIECTBISETCS
AHAJIOTUYHO JeJIaM Ha OyMa)KHbIX HOCUTESX.

DIIeKTpOHHBIE TOKYMEHTHI (nena) ¢ otMetrkoit "DIIK", cogepxkamimye 10KyMeHThI
MOCTOSIHHOT'O XpaHEHHUs, pocMaTpuBaroTcs mogaiaoBo, B (aiisie — moaucTHO.

29. DkcnepTHu3a HEHHOCTH JOKYMEHTOB IPOBOAMUTCS IIyTEM MOJHUCTHOIO U (WJIN)
no¢aiaoBOro mnpocMoTpa JOKYMEHTOB Jeia (ayJIuOBU3yalbHbIE JTOKYMEHTbI
OpPOCMATPUBAIOTCS HA MOHTAXHOM CTOJ€ WM DJKpaHe, ayJauoJ0KyMEHTHI
IPOCIIYIIMBAIOTCS, 3JEKTPOHHBIE JOKYMEHTHI (J1€71a) IPOCMaTPUBAIOTCS).

30. B xone npoBeAeHUs SKCIEPTU3HI ITPOBEPSIOT:

1) 060CHOBAaHHOCTH BKJIFOUEHHUS B JAHHOE JIETIO0 IOKYMEHTOB;

2) IOpUIUYECKYIO CUITY TOKYMEHTOB (HAJIMYUE PEKBU3HUTOB);

3) HanM4YKe U MPaBUILHOCTH O(DOPMIICHHSI PEKBU3UTOB O0JIOKEK JCIT;
4) npaBWIBHOCTh HyMEpALUH JINCTOB JI€]14;

5) GU3BHKO-XMMHUYECKOE U TEXHUYECKOE COCTOSHUE TOKYMEHTA.

[Tpu mpocMoTpe (MpOCIyIIMBaHNUN) U3 J€Jl U3bIMAIOTCSI BTOPBIE U MOCIEAYIOLINE
AK3EMIUISIPBI JOKYMEHTOB, YEPHOBUKH, HEOPOPMIIEHHBIE KONTUU JOKYMEHTOB, €CJIH MX
U3bATHE HE ObUIO MPOBEJEHO B CTPYKTYPHBIX MOJpa3feieHHUsX MPH IMOATOTOBKE
JIOKYMEHTOB K TI€pe/laye B apXUB OpraHu3aliu.

BrisiBeHHBIE HETOCTATKH yCTPAHAIOTCS paOOTHUKOM apXuBa opranusauuu. [lpu
HEOOXOJMMOCTH 3arojlOBKM J€Jl YTOUHSIOTCS, JieJla pacliMBalOTCI U
nepeopMHPOBBIBAIOTCS, OCYIIECTBIISICTCS TIEpEHyMepaIus JIUCTOB B JIEJe.

31. Ilo pe3ynbTaTraM 3KCIEPTU3bI LIEHHOCTHU JOKYMEHTOB U HA OCHOBE ONMCEH e
JOKYMEHTOB CTPYKTYPHBIX MOJAPA3AECICHUIA COCTABISIOTCS:

1) onucu nen JOKYMEHTOB MOCTOSIHHOTO XpaHeHus mno ¢opme, yTBepKI1aeMoi
YIOJIHOMOUYEHHBIM OpraHOM;

2) onucH 3JIEKTPOHHBIX JOKYMEHTOB (J€JI) MOCTOSSHHOTO XpaHeHus mo gopme,
YTBEPKJIa€MOM YIIOJTHOMOYEHHBIM OPTaHOM;

3) onuch A€M MO JIMYHOMY COCTaBy MO (popme, yTBEpHKIaeMOil YIIOITHOMOUYEHHBIM
OpraHoM;

4) onuch AIEKTPOHHBIX JOKYMEHTOB (€)) MO JIMYHOMY COCTaBy 1o (opme,
YTBEPKAAEMOH YIIOJIHOMOUYEHHBIM OPIaHOM;

5) onuch nen JOKYMEHTOB BpeMeHHOro (cBeiiie 10 jeT) xpanenus mno ¢opme,
YTBEPKJIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM;

6) ONUCH ANEKTPOHHBIX TOKYMEHTOB (f1e)1) BpeMeHHOro (cBbilie 10 jeT) xpaHeHus
1o (opme, yTBepkKaaeMOoil yIIOJTHOMOYEHHBIM OPIaHOM;

7) aKT O BBLAEIECHUH K YHUUTOKEHHIO TOKYMEHTOB, HE MOJIEKAIINUX XPAHEHHUIO, 10
bopme, yTBep)KIaeMON yIIOTHOMOUYEHHBIM OpPTraHOM;
8) aKT O BBIJCIEHUU K YHMUTOXXEHHUIO AJIEKTPOHHBIX JOKYMEHTOB (Z€1), He
NOJJIeXKAIIUX XPAaHEHHUIO, 110 (hOpMe, YTBEPKIaeMOM YIIOJTHOMOYEHHBIM OPTaHOM.



32. Ilpu npoBeAeHUH IKCHEPTU3bI HEHHOCTH MPOEKTHOM, KOHCTPYKTOPCKOU U
TEXHOJOTUYECKON JIOKYMEHTAIMM COCTABJISIETCA IMEPEYECHb NPOEKTOB HU3ICIUN
MPOMBININICHHOTO TPOU3BOJCTBA M TEXHOJOTHYECKUX TMPOIECCOB, OOBEKTOB
MJIAHUPOBKH M KAITUTAIBHOTO CTPOUTENIBCTBA, HAYYHO-TEXHUYECKAs IOKYMEHTAIUS 110
KOTOPBIM MOJJICKUT Mepe/laue Ha rOCyAapCTBEHHOE XpaHeHue (Jajnee — nepeveHs), mo
dbopme, yTBEPKIa€MOI YITOTHOMOYEHHBIM OPTaHOM.

33. IlepedeHb COCTABISAETCS HE PEIKE OJTHOTO pa3a B IATH JIET.

34. CucremaTu3anus MyHKTOB MEPEYHS OCYIIECTBISAETCS M0 XPOHOJIOTHYECKOMY,
TEMaTUYECKOMY WJIM TEMATUKO-XPOHOJIOTHYECKOMY MIPU3BHAKY.

35. Ilepedens yTBEpkAaeT pykoBoauTeab opranuzanuu u 11K rocyaapcTBeHHOTo
apxuBa, Apxusa [Ipe3unenta Pecniyonuku Kazaxcran mwin MUO nocie coriacoBaHus
9K (9K) opranuzanuu.

IIepeuensb cocraBnsieTcs B ABYX 3k3eMIusipax. [lociie ero yrBepkIeHHs NEPBbI
JK3EMIULP HAIIPABISAETCS B COOTBETCTBYIOIIMU TOCYAApPCTBEHHBIM apxuB, ApXHB
[IpesuaenTa Pecmy6auku Kazaxcran, BTopo ocTaeTcs B OpraHu3aliy.

36. Ha ocHOBaHMH mEepeyHs MPOBOASATCS JalbHEWIAsl SKCIEPTU3a LIEHHOCTH U
COCTaBJICHUE OIIMCEN JeJl, JIOKYMEHTOB IIPOEKTHOM, KOHCTPYKTOPCKOU H
TEXHOJIOTUYECKON TOKYMEHTAIUHU AJIEKTPOHHBIX TOKYMEHTOB (J1€71).

JI11s1 Hay4dHO-HUCCIeN0BATENbCKOM M MAaTEHTHO-JIMIIEH3MOHHOW JOKYMEHTAIUU
NIEPEYEHb HE COCTABIIACTCS.

37. Onucu e JOKYMEHTOB, JIEKTPOHHBIX JIOKYMEHTOB (J1€71) COCTaBISIOTCA
OTACAbHO Ha KaXAbI BUJ HAYYHO-TEXHHYECKOM JOKYMEHTAllMU: MPOEKTHOM,
KOHCTPYKTOPCKOH, TEXHOJIOTHYECKOH, HAy4YHO-UCCIIEIOBATENbCKOM,
MATEHTHO-JTUIEH3UOHHON U UMEIOT CAMOCTOSITEIHHBIN HOMED C IIUGPOBBIM UHJIEKCOM,
ONPEAEISAIONIMM BUJ HAYYHO-TEXHUYECKOW IOKYMEHTAIIUU.

38. Ilpu mpoBeneHUN HKCHEPTU3bl LIEHHOCTH ayJUOBU3YaJbHBIX JOKYMEHTOB
YUYUTHIBAIOTCS TOJHOTA M CTENEHb COXPAHHOCTH KOMIUJIEKTAa ayJIHMOBH3YaJIbHOTO
JOKYMEHTA, HAIMYUME M KA4ECTBO TEKCTOBOM CONMPOBOAUTENBHOW JOKYMEHTALWH,
BO3MOXHOCTh HAy4YHOTO U MPAKTUYECKOrO0 MCIOIb30BaHUS, IyOJIETHOCTD,
MOTJIOIIEHHOCTh U BAPMAHTHOCTh ayIUOBU3YAIBHOTO JIOKYMEHTA.

39. B mpoumecce npoBEIEHHUS SKCIEPTU3bI LEHHOCTU BBISBISIOTCS
ayJAMOBU3YaJIbHbIE JJOKYMEHTHI, UMEIOIINE KaKue-ITM00 MOBPEKICHUS.

[Ipu obnapyxenun nedexToB, 0COOCHHO XUMUKO-OUOIOTUYECKOr0 XapakTepa (
MOKEITEeHUE, TJICCHEBEHUE, OTCIIauBaHUE SMYJIbCUH), MPOBOJUTCS KOHTPOJb BCEX
ayJIMOBU3YAIbHBIX JOKYMEHTOB JAHHOTO ToOJa MPOU3BOJCTBA, XPAHAIIUXCS B
OJIMHAKOBBIX yCIIOBHSIX.

AynuoBu3yadbHBIE TOKYMEHTHI, HMEIOIMe Ie(PeKThl, MOJABEPTarOTCS
pecTaBpaliMOHHO-TIPOGUIIAKTHIECKONH 00padoTKe.



40. AynuoBu3yalibHble JOKYMEHTHI, OTJIOKHUBIIHECS B mepuoid 1o 1922 rona
BKJIIOYUTENIbHO, K YHUUTOXXEHUIO HE BBIJICTSIOTCA. Y HUUTOXKEHHUE ayIMOBU3YaJIbHbBIX
JOKYMEHTOB, OTJOXHUBIIUXCA B mepuon ¢ 1922 mo 1945 rona BKIIOYUTENBHO,
OCYILIECTBIISIETCS C pa3pelieHusl YIIOJTHOMOUYEHHOTO OpraHa.

IMaparpa¢ 3. Ilopsnok cocTaBIeHHI OIUCEH A€l JOKyMEHTOB

41. OnucsiM e TOKYMEHTOB, B TOM YHCJE 3JEKTPOHHBIX JOKYMEHTOB (J1€i1)
MOCTOSTHHOT'O0, BPEMEHHOI'0 XPaHEHUsI, [0 JIMYHOMY COCTaBY U aKTaM O BBIJCJICHUU K
YHUUTOKEHUIO JOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO, B MpeAenax KaxIoro
apXUBHOTO (DOH]Ia MPUCBAUBAIOTCS CAMOCTOSATENIbHBIC MOPSIKOBBIE HOMEPA.

Onuch Jgen JOKyMEHTOB 3aBEpIIaeTCs M0 JOCTHKEHUU KOJIMYECTBA BKIFOYEHHBIX
3aroJ0BKOB 9999 (neBITh THICSY AE€BATHCOT JEBSIHOCTO JIEBSTH).

[Tocnenytoie onucu aei1 JOKYMEHTOB, B TOM YHCJIE JIEKTPOHHBIX JOKYMEHTOB (
JIeJT) IPUCBAUBAETCS OYEPETHOM MOPSAIKOBBIN HOMED.

[Ipu peopranuzaiuu uian JUKBUJALUN OPraHU3AlUK OMKCH JIeJl TOKYMEHTOB, B
TOM YHCIIE JIEKTPOHHBIX TOKYMEHTOB (J1€71), 3aBEPIIAIOT BHE 3aBUCUMOCTH OT OOIIEro
KOJIMYECTBA BKJIFOUEHHBIX 3ar0JI0BKOB 1], JOKYMEHTOB.

42. T'ogoBo# pa3zen OMUCHU JIeJ1 JOKYMEHTOB COCTABIISIETCA U yTBEPKAAETCA
€KEero/IHO.

43. IIpu odopmiieHUH OTTUCH e TOKYMEHTOB, OTHCH YJIEKTPOHHBIX TOKYMEHTOB (
JIeJT) 3ar0JIOBKH JieJ (TOMOB, YacTel J1ed) HyMEpYIOTCs B BaJJOBOM MOPSIAKE.

44. 3aroyiIoOBKA JOTOJHUTEIHLHO OOHApPYXKEHHBIX /€1 BHOCATCS B
COOTBETCTBYIONIYIO OMKUCH JEJT JOKYMEHTOB, B TOM YHCJIE DJIEKTPOHHBIX JIOKYMEHTOB (
JIeJT) TIOJ] TUTEPHBIMU HOMEpPaMU B COOTBETCTBUH C IPUHATON cuctemaTtu3auuei. [Ipu
KoJnuecTBe cBhilie 10 gen 3a oAMH rojJ COCTaBIISIETCS JOMOJHUTENbHAS OMUCH JIEI
JOKYMEHTOB, B TOM 4YHCJI€ JICKTPOHHBIX JOKYMEHTOB (JI€1), C CaMOCTOSITEIbLHON
HyMEpAaLMEn UX 3ar0JIOBKOB.

[Tocne BHECEHUS B OIUCH JIeT JOKYMEHTOB OIUCH 3JIEKTPOHHBIX JOKYMEHTOB (J1€1)
3amuceil 0 MOCTYIJICHUU WJIM BBIOBITUU JIEJ COCTABIISIETCS OKOHYATEIIbHAS UTOTOBAS
3aIUCh, B KOTOPOH YKa3bIBAIOTCS TAKKE€ OCHOBAHMSI BHECEHHBIX U3MEHEHHUI.

45. Jleno, BKIOYAKONIIEE TOKYMEHTHI 32 HECKOIBKO JIET, BHOCUTCS B ONUCH AEN
JIOKYMEHTOB, B TOM YHCJI€ AJIEKTPOHHBIX JTOKYMEHTOB (I1€]1), IO IOy 3aBEJICHHS B
JIEJIONPOU3BOICTBE, 32 MOCIEAYIOIINE TObl YKA3bIBAIOTCS €r0 3arojoBoK, a B rpage "
[Tpumeuanne" — ormeTka "CmoTpu nemo Ne'.

46. Onuck J1e71 TOKYMEHTOB MTOCTOSTHHOTO XpaHeHus nocie coryiacoBanus ¢ [[OK (
OK) opranmzanuu cornacoBeiBaeTcsa OIIK rocymapctBeHHOro apxuBa, ApXxuBa
[Ipesunenta Pecny6nuku Kazaxcran uwinu MUO, yTtBepkaaercss pyKOBOIAUTEIEM
OpraHU3allUH.



Onuce nen o mmaHoMy coctaBy coryiacoBsiBaeTcs [IOK (OK) opranuzannu, nocie
cornmacoBanusi LIOK (9K) cornacoBeiBaercs ¢ JIIK rocymapcTBeHHOro apxmuaa,
ApxuBa Ilpesunenta Pecny6nukum Kazaxcram wim MUO wu  yTBepxkmaercs
PYKOBOJUTEIEM OpPTraHU3alliH.

Onuce Aen 10OKyMEHTOB BpeMeHHOro (cBbliiie 10 JieT) XxpaHeHUs! yTBEPKIAETCs
pykoBoauTeneM opranuzanuu nocie cornacoanus ¢ IOK (3K) opranuzamumu.

47. Opra"u3anuu, HE SBISIONIUECS HCTOYHUKAMM KOMIIJIEKTOBAHUSA
rocynapctBeHHoro apxuBa, ApxuBa Ilpesunenta PecmyOnuku Kazaxcran, Ha
yTBepxkaeHue (cornacoBanue) OIIK omucu gen JAOKYMEHTOB, B TOM YHCIIE
AJEKTPOHHBIX IOKYMEHTOB (J1€J1) TOCTOSIHHOT'O XPaHEHUs], 110 JUYHOMY COCTABY M aKThI
O BBIJICJICHUU K YHUYTOXKEHHIO JOKYMEHTOB, HE TMOJMJICKAIIUX XPAHEHUIO, HE
pPEACTaBIISIOT.

48. B omnuch Aen NOKYMEHTOB, B TOM YHUCJE AJEKTPOHHBIX JOKYMEHTOB (J1€7)
MOCTOSTHHOTO XpPaHEHU s, BHOCSITCS 3aTOJIOBKH:

1) nen, TOKYMEHTOB MOCTOSTHHOTO CpOKa XpaHEHUs, B TOM YHCJIe OTHECEHHBIX K
coctapy HA®;

2) nen, chOpMUPOBAHHBIX U3 JOKYMEHTOB ¢ oTMeTKo# "OIIK", BeIeeHHbIX U3
JeJl ¢ BpEMEHHBIMM CPOKAaMHU XpaHEHHs, MOCJe CBEPKH MX C HOMEHKJIATYpOH Jen
Opra”Hu3alui 3a TOT JX€ T0oJ M MPOBEPKH MPABUIBHOCTH (OPMHUPOBAHUS W
oopmieHus Aei (B HeOOXOAUMBIX CIIy4asiX 3aroJ0BKH el yTOUHSIOTCS);

3) 3aBepIIECHHBIX AEIONPOU3BOACTBOM JIMUHBIX /€]l PYKOBOJMUTENEH OpraHu3anui
pecnyOIuKaHCKOT0, 00JIACTHOTO, TOPOJIOB PECTYOJIMKAHCKOTO 3HAYEHUSI, CTOTHUIIBI;

4) 3aBepIICHHBIX JEIONPOU3BOJCTBOM JIMYHBIX J€J1 MOIUTUUYECKUX
rOCyJIapCTBEHHBIX CITy>KalllHUX;

5) 3aBepIICHHBIX ACIONPOU3BOJACTBOM JIMYHBIX JI€J1 paOOTHUKOB, UMEIOIIUX
BBICIIIME 3HAKU OTJIWYMUS, MOYETHHIE TOCYJapCTBEHHbICE U WHBIE 3BAaHUS, HArpajbl,
y4EHBIC CTCTICHHU.

49. EquHuIEI XpaHeHus (J1e71a) apXUBHOTO (OHAA CHCTEMATH3UPYIOTCS B TIpeIeiax
apXMBHOTO (DOHJA COTIACHO CXEME CUCTeMaTU3alUU.

Jlena Ha OyMa>kHOM HOCHUTEJE MOJABEPratoTCsl paclIuBKE U MepepopMUPOBAHUIO
py 0OHAPYKEHUH, UTO J1eJI0 CPOPMUPOBAHO HETIPABUIIBLHO.

50. CucremaTn3anusi 3arojiIOBKOB B ONHUCHU JI€1 JOKYMEHTOB, B TOM YHCIIE
ANIEKTPOHHBIX IOKYMEHTOB (J1€71) MOCTOSTHHOTO XPaHEHUS, OTIPEIETISETCS CIeAYIOIUMU
MIpU3HAKaMMU:

1) cTpyKTypHBI (B COOTBETCTBUU C MPUHAJICKHOCTHIO €IMHULl XPAHEHUS K
CTPYKTYPHBIM MOAPA3ACICHUSIM);

2) XpOHOJOTUYECKUH (TI0 IeprUoJaM WIH JaTaM, K KOTOPbIM OTHOCSITCS €IUHUILIbI
XpaHEeHUs);



3) byHKIMOHABHBINA, OTPACIEBON, TEMATUUECKUM, TTPEAMETHO-BOTIPOCHBIN (C
y4eToM (yHKIIMN OpraHu3aliy, TEM WIM BOIIPOCOB, KOTOPHIX KACAETCS COJACPKaHUE
€JIMHUI] XpaHEHHUS );

4) HOMUHAIBHBIHN (TI0 IEJIOMPOU3BOICTBEHHON (hOpME — BUJIaM M Pa3HOBUIHOCTSIM
JIOKYMEHTOB);
5) KOppecnoHAEHTCKHM (10 OpraHu3alysaM U JIUIAM, B Pe3yJIbTaTe MEePErnucKH ¢
KOTOPBIMH 00Pa30BAIUCH €AMHUIIBI XPAHECHMUS );

6) reorpaduueckuii (B COOTBETCTBUU C OMPEACICHHBIMU TEPPUTOPHUIMH,
HACEJICHHBIMU MYHKTaMU M JPyTUMU reorpapuiyeckuMu oObEKTaMHu, ¢ KOTOPBIMU
CBSI3aHbI COJIEP’KAHUE TOKYMEHTOB, UX aBTOPbI, KOPPECIOHAEHTHI);

7) aBTOpCKMI (IO Ha3BaHMUSIM OpTraHU3AlUN WX (aMUIIUSIM JUL, KOTOpbIE
SIBJISIFOTCS] aBTOPaMU JJOKYMEHTOB).

51. IoKyMEeHTHI 110 JUYHOMY COCTaBy, HAyYHO-TEXHUYECKasi TOKYMEHTAIIUs B
apXUBHBIX (OHIAAX HAYUYHO-UCCIEAOBATEIbCKUX OpraHu3alui, pPYKOMUCU B
U3JIaTeIbCTBAX, UCTOPUH OOJIE3HEW B MEAUIIMHCKUX OPTraHU3aIUsAX, aKThl IIPOBEPOK B
apXUBHBIX (OHAAX KOHTPOJBHBIX OPraHOB BBIACIAIOTCS B OCOOBIE TPYIIbl U
CUCTEMATU3UPYIOTCS 000COOIEHHO OT YIPABICHYECKON JOKYMEHTAIIHH.

52. KUHOIOKYMEHTHI ¥ BUJCOTOKYMEHTHI CUCTEMATU3UPYIOTCS:
1) mo Bumam (pusIbMbI, CIEIIUATBHBIC BBITYCKH, KHHOXKYPHAJIBI, OT/ICTLHbBIC KHHO-
U TEJIECIOKETHI);
2) mo rojaam BbIycKa (UIBMOB, CHEHHATBHBIX BBIMYCKOB, KUHOXYPHAJOB;
IPOM3BOICTBEHHBIM HOMEpaM OTJEIbHBIX KUHO- U TEJECIOKETOB;
3) no equHUIIAM yueTa (KOMIUIEKTaM);
4) 1o 1IBETHOCTH (LIBETHBIE, YEPHO-OETIBIC);
5) mo popmarty mieHku (8 MIILTUMETPOB (Hasiee — MMm), 16 MM, 35 mMm, 70 MM u
TpyTHe).
53. ®OTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM:

1) HeraTUBBI Pa3INYHON HBETHOCTH (IIBETHBIC MUIM YEPHO-OEIIBIC) U pa3MepoB,
KOTOpble 00o3HayaroTcs uudpamu 2—8 (uudpa 2 cOOTBETCTBYET HETaTUBY Pa3MepoM
2,5 cantTumeTpoB (manee —cM) X 3,5 cMm, 3-6 cMx 6 cm, 4—6 cMm X 9 cM, 5-9 cM x 12 cM,
6-10cm x 15 ¢cm, 7-13 ecm x 18 cm, 818 cM x 24 cm).

[Ipu cuctemaTuzauu HeOOIBIINX 00BEMOB HETATUBOB Pa3MepoB 6—8 NOIyCKaeTcs
uX 00bETMHEHHE B OJIHY TPYIIITY.

2) cnaiiipl (IMano3UTUBBI) PA3IMUYHON 1IBETHOCTH;

3) mo3uTuBHI, (HOTOOTIICUATKH;

4) poToanbOOMBI;

5) nuadpuabMBbI;

6) PIEKTPOHHBIE JOKYMEHTHI ((HOTOJOKYMEHTH Ha HUGPOBBIX HIM HHBIX
COBPEMEHHBIX HOCHUTEIISIX), KOTOpble 0003HauaroTcst OykBoi "J".



54. ®OHOJOKYMEHTBl CUCTEMATU3UPYIOTCS IO BHUAAM 3alUCH 3BYKOBOM
uHpopmaimu: ponorpaduueckas, rpaMMo(OHHAs, ONTUYECKAs], MATHUTHAS, J1a3epHasl.
Ha ¢oHOMOKYMEHTHI ONpeeIeHHOTO BU/Ia 3aMMCU COCTABIISICTCS OTAC/IbHAS OIMUCH.
BHyTpu BUI0B (POHOJOKYMEHTHI PACHOJIAratoTCs MO €IMHULIAM YYeTa U KOMIUIEKTaM.

55. Onuch nie1 JOKYMEHTOB, B TOM YHCIIE€ SJIEKTPOHHBIX JOKYMEHTOB (J1€J1)
MOCTOSIHHOTO XPAHEHHUS U IO JIMYHOMY COCTaBY, UMEET TUTYJBHBIN JIUCT 1O GopMme,
YTBEPKJIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM, COJiep KaHue (OrJIaBlIEeHUE), IPEIUCIOBHE,
CIIMCOK COKpAILEHHBIX CJIOB U UTOTOBYIO 3alKCh. Ha TUTYJIBHOM JIUCTE ONMKCH JET MO
JMYHOMY COCTaBY HE MPOCTaBIIAETCA O(QUIMATIEHOE HAMMEHOBAHUE TOCYAAPCTBEHHOTO
apxuBa, ApxuBa [Ipesugenta Pecnyonuku Kazaxcras.

56. Onuck 1ea JOKYMEHTOB MOCTOSSHHOTO XPaHEHHMsI, B TOM YHUCJIE JIEKTPOHHBIX
JIOKYMEHTOB (J1eJT) COCTaBIISIETCS B 4-X 3K3eMIUIIpax Ha OymaxkHoMm Hocutene. [Tocie
€€ YTBEPKICHHS JBa SK3EMIUISpa MEpPENarTca B rOCYJapCTBEHHBIM apXuB, ApPXUB
IIpe3unenta Pecriyonuku KazaxcraH, 1Ba — OCTaeTcsl B apXUBE OpraHU3aLMH.

57. Onucek nen IOKyMEHTOB MO JIMYHOMY COCTaBy, B TOM YHCIIE€ 3JIEKTPOHHBIX
JIOKYMEHTOB (J1eJ1), cocTaBsieTcs B 4-X SK3eMIUIIpax Ha OymaxkHoM Hocutene. [locie
€€ YTBEPKAECHHUS ABa 3K3EMIUISIpa MEpPEeNaroTcs B rOCYJapCTBEHHBIA apXWB, JBA —
OCTAIOTCSl B apXUBE OpPraHU3aIUU.

58. Onuck Aen JOKyMEHTOB JOJITOBpeMeHHOTro (cBbiie 10 jeT) xpaHeHus, B TOM
YUCJI€ JJIEKTPOHHBIX JIOKYMEHTOB (7€), cocTaBisieTcss B 4-X HK3eMILIsIpax Ha
oymaxkHoM Hocutene. [locne ee yTBepkaeHHsS JABa SK3EMIUIApa IMEpeNaloTcs B
rocynapctBeHHbld apxuB, ApxuB IIpesunenta PecnyOnuku Kazaxcran, nBa —
OCTAIOTCSl B apXHUBE OPraHU3aLUU.

59. Onucu 3IEKTPOHHBIX JI€JI BCEX BUJOB JOKYMEHTOB IEpPEAAIOTCA B
rocygapctBeHHbli apxuB, ApxuB IIpe3uaenra Pecnyonuku Kazaxcran uepes UC DA
1100 MpH ee OTCYTCTBUU MOCPEICTBOM JIEKTPOHHBIX HOCUTENEH.

60. CucreMaru3zaius 3aroJOBKOB B OMKUCH JI€J, B TOM YHUCJIE SJIEKTPOHHBIX AE, 1O
JUYHOMY  COCTAaBY  OMNPEJENSeTCS  XPOHOJOTHMYECKUM, CTPYKTYpHBIM  (
(GYHKIMOHAIBHBIM) U HOMUHAJIBHBIM KJIaCCU(UKAIIMOHHBIMU MIPU3HAKAMU. 3ar0JIOBKU
JIeN1 TPYNIHUPYIOTCS 1O TOy 3aBEICHHUs (3aBEPIICHUS) B JAECIIONPOU3BOACTBE, BHYTPH
KaXXJIOTO T'0Jia — M0 CTPYKTYPHBIM MOAPA3ACICHUSAM (HAMIPABICHUSAM JESTEIBHOCTH)
OpraHu3alliy, BHYTPH MOCIEAHUX — B MOPSAIKE YObIBAHUS BAXKHOCTH JEII.

61. KapTouku mo y4eTy JUYHOTO COCTaBa M JUYHBIC Jieja paOOTHUKOB (Mpu
ob0beme cBbimie 20 gen 3a roja) BHOCATCS B CAMOCTOSITENbHYIO omuch nen. Mx
3aroJIOBKU TPYIIHUPYIOTCA MO TOJY 3aBEPIICHUS e B JEJIONPOU3BOJCTBE, BHYTPHU
rojia — B ajqaBuTHOM TopsiAKe pamMuuii pabOTHUKOB.

62. K onucu nie1 TOKyMEHTOB, B TOM YHCIIE€ 3JIEKTPOHHBIX JIOKYMEHTOB (7€)
JnoJiroBpeMeHHoro (cBeimie 10 JeT) XpaHEHHs, COCTaBIAIOTCS OIJIaBJICHUE,
IPEINUCIOBUE U CIIHMCOK COKPAILEHHBIX CIOB.



63. CucreMaru3anus 3arojoBKOB 1], JOKYMEHTOB, 3JIEKTPOHHBIX TOKYMEHTOB (
7ed) B OMUCU 1€l A0JroBpeMeHHOro (cBbimie 10 5ieT) XpaHeHHs OmpeaesieTcs
XPOHOJIOTUYECKU-CTPYKTYPHBIM ~ HMJIM  XPOHOJOTHYECKU-(PYHKIIMOHATBHBIM  (
XPOHOJIOTUYECKU-HOMUHAIIbHBIM) U HOMHUHATBHO-JIOTHYECKUM KJIaCCU(PUKAITMOHHBIMHU
pU3HAKAMH.

IMTaparpag 4. Ilopsmok cocTaBIeHHS aKTa O BRIICICHUM K YHHITOXKECHHIO JOKYMEHTOB, HE
MOJIEKAIIAX XPAHEHHUIO

64. AKT 0 BBIJICJICHUU K YHUUYTOXEHUIO JOKYMEHTOB, HE TIOJJIEKAIUX XPAHEHUIO,
COCTABJISIETCSI OTHOBPEMEHHO C OMHUCIMU JEN, TOKYMEHTOB.

65. B akT BKIIIOYAIOTCS 3aroJIOBKH /i€l U JOKYMEHTOB C UCTEKIIUMH CPOKaMHU
XpaHeHusT Ha | sHBaps roga, B KOTOPOM HPOBOJIUTCSA JKCHEPTH3a LEHHOCTH
JOKYMEHTOB.

66. AKT O BBIICJICHUH K YHUUYTOXKEHHIO JTOKYMEHTOB M J€JI, HE MOJJIEkKAIINX
XPaHEHHIO, COCTABIISIETCA 1O POpMeE, YTBEPKIAEMOI YIIOJTHOMOYEHHBIM OPTraHOM.

B akTe yka3bIBaloTCsl 3arojOBKM OTAEIBHBIX JI€JI WM TPYNIOBBIE 3ar0JOBKU
OHOPOJHBIX JEN.

67. AKT O BBIJICJICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE TIOJIEKAIUX XPAHEHUIO,
YTBEPKIAETCA PYKOBOJAMTENEM opranuzauuu nocie coriacoBanus ¢ [[OK (OK)
opranmzarnuu u DIIK rocymapcrBenHoro apxuBa, ApxuBa [Ipesunenta PecmyOmuku
Kazaxcran niiu MHUO.

68. AKT O BBIJICJICHUH K YHUUYTOKEHUIO JOKYMEHTOB, HE TIOJIEKAINX XPAHEHUIO,
COCTaBJISIETCA B JIBYX JK3EMIUISIpax, OJWH W3 HUX MEPEAAETCSd B rOCydapCTBEHHBIN
apxuB, ApxuB IIpe3unenta PecnyOnuku Kazaxcran, 1pyroil — B apXuB OpraHU3alyu.

69. JIOKyMEHThI ¢ UCTEKIIINMHU CPOKAMU XPAHEHUS BBIACISIIOTCS K YHUUTOKEHUIO
TOJBKO IIOCII€ YTBEPKICHHUS ONHCEH M aKTa O BBIICIIEHUH K YHHUYTOKEHHUIO 3a
COOTBETCTBYIOIIHM TTEPHUO.

I'maBa 3. XpaneHne JOKyMEHTOB apXHBa OpraHU3aI[H
IMTaparpa¢ 1. Ilopsnok opraHm3amuy COXPAaHHOCTH JTOKYMEHTOB

70. lna obecniedeHusi COXpaHHOCTH IOKYMEHTOB AJIEKTPOHHBIX JIOKYMEHTOB (Ze1)
B apXMBE OPraHU3aIMK OCYIECTBIISIFOTCS:

1) KOMIUIEKC Mep 1O CO3/IaHHI0 U PA3BUTHUIO MATEPUATBHO-TEXHHUYECKON Oa3bl
XpaHEHHUs] JOKYMEHTOB (37aHUE W XpaHWIUI] (TIOMEIIECHUSs), CPECTBAa XpaHEHUS
JIOKyMEHTOB, 000pYyI0BaHUE, CPEIICTBA OXPaHbl U O€30MACHOCTH XPaHEHHUsI, CPEICTBA
KJIMMAaTUYECKOTO KOHTPOJISI, CpPEJACTBa KOMUPOBAHUS MW BOCCTAHOBJICHUS
MOBPEXKACHHBIX TOKYMEHTOB);



2) KOMILIEKC MEP IO CO3JIaHUI0 U COOTIOICHUIO HOPMATUBHBIX YCIOBHUI XpaHEHUs
JIOKYMEHTOB (TeMIepaTypHO-BIAXKHOCTHBIM, CBETOBOM, CAaHUTapHO-TUTHMEHUYECKUM,
OXpaHHBIA PEKUMBI XPAHCHHS);

3) Mepbl MPEBEHTUBHOrO xapakrepa (obecneueHune (HU3UKO-XUMUYECKON
COXPAaHHOCTU JIOKYMEHTOB, pErIaMEHTAIlus WX BBIIAYM W3 apXHBOXPAHWIUII,
MPOBEJICHUE MPOBEPKU HATUYUS U COCTOSTHUS, BBISIBIIEHUE 0CO00 IIEHHBIX JOKYMEHTOB,
co3/laHu€e CTpaxoBOro (poHa u PoHIa MOTH30BAHUSA).

71. I 57€KTPOHHBIX TOKYMEHTOB (7I€J1) J0JIKHa ObITh 00ecTieueHa BO3MOKHOCTh
BOCIIPOM3BEJICHUS COJIEpKaIleicsl B HUX MH(GOpPMAUU HA MPOTSHKEHUH BCEro CpOKa
XpaHEHHUS.

B cnywae ycrtapeBanus (opMaToB HIM NMPOrpaMMHOTO OOeCHeUeHMs s
BOCIIPOM3BEICHUS AIEKTPOHHBIX JIOKYMEHTOB (J€JT) X JOJITOBPEMEHHAs COXPAHHOCTh
U 1IEJIOCTHOCTh 00ECIIEYNBAIOTCS MPOIIECCAMU MYJISIIUU UIH KOHBEPTALIUH.

72. Ilpu smynsitiuu 00€CIIeUnBAETCS CO3IaHUE TPOTPAMMHO-TEXHUYECKOU CPeJIbl C
EJIbI0 MAKCUMAJIBHO TOYHOTO BOCITPOU3BECHUS JOKYMEHTOB B 3JIEKTPOHHOM BH/IE.

[Ipu KOHBEpTALMH JIEKTPOHHBIX JOKYMEHTOB (J1€71) U3 0JHOTO (popMmara aitna B
JPYTOM OCYIIECTBIISIETCS TPOBEPKA Ay TEHTUYHOCTH COJIEPKaHUS CO3/IaHHOTO (paitna u
ATaJOHHOTO AK3EMILISPA AIEKTPOHHOTO JOKYMEHTA (1ena).

[Ipu sMynsIMU ¥ KOHBEPTAIIMU COXPAHSIOTCS UICHTU(PUKATOP U HANMEHOBAHHE
AJIEKTPOHHOT'O JOKYMEHTa (J1eJ1a) O SMYJISIIIUN W1 KOHBEPTaLUU.

Cenennsi 00 SMyJIANUN WM KOHBEPTAMHM JTOJKHBI OBITh COXPAHEHBI U
3aIIUIIEHBI OT BHECEHUS U3MEHEHUH.

73. CBeneHus 00 SMyJISIIUU WIM KOHBEPTALMH COAEPKAT:

o0beM, hopmaT, KOHTPOIBHYIO XapaKTEePUCTUKY, ATy U BPEMS CO3JIaHUs 0ObEKTa
XpaHEHHUs, CO3JJaHHOTO B MPOLIECCE KOHBEPTALIUU;

CBEJICHUS O MPOrPaAaMMHOM CPEACTBE, PEATU3YIOIIEM MPOLECCHl IMYIISIIIUNA UIIH
KOHBEpTAIlUH;

CBeleHUsl O paOOTHHKE apXWBa OpraHuM3aluy (HAUMMEHOBAHUE JOJIKHOCTH,
WHULMAIBI, (haMUITUs), IPUMEHHUBIIEM SMYJISIIUIO UM BHITIOJHUBILIEM KOHBEPTAIIUIO.

B ciyuyae koHBepTaluy 3TaJOHHBIA 3K3EMIUISIP 3JIEKTPOHHOTO IOKYMEHTA (J1e71a)
COXpaHsETCs B TOM BHJIE U COCTaBe, B KAKOM OH MEPBOHAYAIBHO MOCTYMHI B apXUB
OpraHu3aluH.

Bce o00bexThl XpaHeHUs, CO3JaHHbIC MPU KOHBEPTAIlMHU, a TaKKe
JTOKYMEHTUPOBAHUM MPOIIECCOB AMYJISIIMKN UM KOHBEPTALUM, BKIKOYAIOTCS B Ty K
EAVHUITY YUYEeTa, YTO U ITAJOHHBIN IK3EMILISIP JIEKTPOHHOTO JOKyMeHTa (1ena), 11ubo
00pa3yIoT CaMOCTOSITENIbHYIO €IMHUILY YUeTa.

COOTBETCTBYIOIINE N3MEHECHUS BHOCATCS B YUETHBIC JOKYMEHTHI.

74. CuctemMa Mep MO OpTraHU3alMU XpaHEHUs] JOKYMEHTOB obOecreuyrBaeT
COXPAHHOCTh JJOKYMEHTOB U KOHTPOJIb UX (PU3UYECKOTO COCTOSIHUS MPU MOCTYIJICHUN



JOKYMEHTOB B apXWB OpraHM3alllH, UX XPAaHEHWHW M IepeJaye Ha IOCTOSHHOE
XpaHEHUE B COOTBETCTBYIOUIMH TOCYJapCTBEHHBIA apxuB, ApxuB IIpe3uneHta
Pecny6nuku Kazaxcran.

75. Opranuzaiysi XpaHeHUs AIEKTPOHHBIX TOKYMEHTOB (J1€J1) BKJIIOYAET:

rapaHTUPOBAHHOE XPAHEHUE B3JEKTPOHHBIX JOKYMEHTOB (Zl€J1) B TEUYEHHUE

YCTAHOBJICHHBIX CPOKOB XPaHEHUS;

oOecrieueHne HaIM4Yus U (PU3NIECKON COXPAaHHOCTH BCEX OOBEKTOB XPAaHEHHUS,

oOecreyeHue 1EIOCTHOCTH BCEX 0OBEKTOB XPAaHEHUS;

o0OecrieueHue yCIOBHM Il BOCIIPOU3BEACHUS JIEKTPOHHBIX JOKYMEHTOB (7€) B
JOJITOBPEMEHHOMN NIEPCIIEKTUBE;

KOHTPOJIb MePEMEILEHUS dJIEKTPOHHBIX TOKYMEHTOB (ei) (epe3anuch Ha HOBBIM
AJIIEKTPOHHBINA HOCHUTENb U T.I1.).

76. XpaHeHHE 3JIEKTPOHHBIX JOKYMEHTOB B ApXUBE OCYIIECTBISETCS:

1) Ha Pusmyecku 000COOJICHHBIX HOCUTENSIX — B JIBYX AK3EeMIUISIpax, OJUH U3
KOTOPBIX SIBJISIETCS OCHOBHBIM, Apyroi — pabouum. [Ipu 3ToM ocHOBHOM U pabouuit
AK3EMIUISIPbl XPaHATCA B pPa3HbIX apXUBOXpaHWIHINAX (MOMELIECHUSX), MpHU
TEMIIEPATYPHO-BIIAJKHOCTHOM PEKHUME, PEKOMEHJOBAHHOM MPOU3BOJIUTEIIMU
HOCHUTEJICH,

2) B uHPOpPMAIMOHHON CHCTEME DJIEKTPOHHOTO apXuBa — Ha COOCTBEHHOM
000pyIOBaHUU apXMBa WU B LIEHTPaX 00paOOTKHU TaHHBIX TOCYJaPCTBEHHBIX OPTraHOB.

OO0s13aTENBHBIMU YCIOBUSIMU XPaHEHUS IEKTPOHHBIX JOKYMEHTOB Ha (PU3HUECKU
000COOJIEHHBIX HOCUTEIISX SIBIISIOTCS:

1) npuMeHeHne HocuTene, NpeAHa3HaYeHHBIX ISl JOJATOBpeMEeHHOro (cBbime 10
JIeT) XpaHeHus] HHPOPMaIINH;

2) HamM4YKMe TEXHUYECKHUX U MPOTrPaMMHBIX CPEACTB, MO3BOJISIOIINX OCYIIECTBIIAT
UX BOCHPOM3BEACHUE, MUTPALMI0 U KOHBEPTALHIO, a TAKXE KOHTPOJHUPOBATH
(du3HUecKoe U TEXHUYECKOE COCTOSIHUE;

3) mpoBeAeHUE MUTPALIMM HA HOBBIE HOCUTEIN M KOHBEPTALMU B COBPEMEHHBIE

dbopmaTsr;
4) opraHuzauusi KOHTPOJS 3a HMX AyTEHTUYHOCTHIO, LEJIOCTHOCTHIO,
JOCTOBEPHOCTBIO, MPUTOJHOCTBIO JUIsl UCITOJIB30BAHMSI.
HopmartuBHBI€ yCIOBHS XpaHEHUS ANEKTPOHHBIX TOKYMEHTOB B MH()OPMAIMOHHON
CUCTEME JIEKTPOHHOI'O apX1Ba 00ECIICUNBAIOTCS:

1) ee coorBeTcTBUEM TpeOOBaHMIM 3aKoHOAaTeNnbcTBa PecnyOnuku Kazaxcran B
oOmacTu co3JaHUsI, Pa3BUTHUSA, BBOJAA B OJKCIUIyaTalMi0 TOCYIapCTBEHHBIX
UH(OPMAIIMOHHBIX CUCTEM U XpaHEHUs B HUX UH(POpMaLIUU;

2) coOdroeHHeM MpH €€ JKCIUTyaTaluuu TpeOoBaHMM HHGOPMAIMOHHOMN
0€30MacHOCTH U 3aIUThl HTHPOPMAIIHH;



3) pe3epBHOUN MUTpalMeil 3JIEKTPOHHBIX JOKYMEHTOB, B TOM YHCIE IpHU
MPUMEHEHUH 00JIAYHBIX TEXHOJIOTUM, U UX KOHBEpTAI[Uel B COBpeMEHHBIE ()OPMAaThI.
77. YcioBus XpaHSHHS dJIEKTPOHHBIX JOKYMEHTOB (J1€)T) JOJIKHBI 00€CTICUnBaTh:
COOJIIOJIEHUE TEMIIEPATYPHO-BIAXXKHOCTHOT'O PEXKUMA;

CAaHUTAPHO-TUTUEHUYECKOTO, MPOTUBOIMOXKAPHOTO M OXPAaHHOTO PEKUMOB
XpaHEHHUS,

MPUMEHEHUE CHElUHaIbHBIX CPEACTB XpaHEHUs (cepBepHOE 00OpyAOBaHMUE,
MeTaNInyecKkue mkadul, 00KChI, QY TISIPHI U IpyTHE).

OCHOBHBIMU MapamMeTpaMu, OMPEACIISIIONIUMU HAJIC)KHOCTh YCIOBUM XpaHEHUS

AIEKTPOHHBIX IOKYMEHTOB, SIBJISIFOTCSI:

3arpsi3HEHHOCTD CPEJIbl;

TEMIIEPATYPHBIE YCIOBUS XPAHECHUS;

OTHOCHUTEJIbHAs BJIQKHOCTb CPEJIbI;

BO3JICMCTBUE JIEKTPOMArHUTHBIX TOJICH;

obecrieyeHre WHXXEHEPHOU MHPPACTPYKTYypoul IeHTpa 0OpabOTKU JTaHHBIX

HEOOXOIMMBIMU YCIIOBUSAMHU JIJISI €70 PaOOTHI;

KOHTPOJIb CPOKA IKCILTyaTallUuH SJIEKTPOHHBIX HOCUTEIIEH.

78. Pazmenienre apxuBa OpraHu3aiyd B MPUCTIOCOOJICHHBIX MOMEIICHUSAX B
aIMUHUCTPATUBHOM 3/ITaHUW MPOU3BOJUTCS MPHU YCIOBUH COOTBETCTBUS TPEOOBAHUSIM
OTHECTOMKOCTH, MPOYHOCTH KOHCTPYKIIMH, CAHUTAPHO-TUTHEHUYECKHUM HOpMaM,
HAJIUYUSl OTONMUTENbHBIX U BEHTUISIIIUOHHBIX CUCTEM.

79. IlomenieHue Jyisi apXxuBa OpraHU3aIMKU COCTOUT U3:

1) apxuBOXpaHWININA JI XpaHEHHUS IOKYMEHTOB;

2) KOMHATHI JJ1 paboThI HCClieoBaTeNeH (YUTAIBHBIN 3a11);

3) pabounx KOMHAT paOOTHUKOB apXHBA;

4) KOMHAT 15l CEPBEPHOTO U KOMMYHHUKAIIHOHHOTO 000PY/I0BAHMUSI.
ApXUBOXpaHWIHIIA Pa3MEIIAIOTCS B U30JIMPOBAHHBIX MTOMEIIEHUSIX.

[TocTopoHHUE NHIAa JOMYCKAIOTCS B apXUBOXPAHUIUIIA TOJIBKO C Pa3pelieHus
PYKOBOJUTENSI OpraHU3allMK U B IPUCYTCTBUU paOOTHUKA apXKBa OpraHU3aIiu.

80. ApXMBOXpaHUJHUINA pacHojaratoT B OTJAJICHUH OT Ja0OpPaTOPHBIX,
MPOU3BOJCTBEHHBIX M CKJIAJCKUX IOMEIICHUH, CBS3aHHBIX C XpaHEHUEM WJIU
MPUMEHEHUEM XUMUYECKUX BEIIECTB WU MUIIEBBIX MTPOTYKTOB.

ApXUBOXpaHUIHUIIA O0OPYAYIOTCS OCHOBHBIMU CPEJICTBAMU MOXKapOTyIIeHus. B
CUCTEMaxX U CpEACTBaX IOXKAPOTYIICHUS TOMEIIEHUN apXuBa OpraHu3alnu
NPUMEHSIOT HeHTpallbHbIE, O€30MacHbIC I TOKYMEHTOB BEIICCTRA.

B apxuBoxpaHuiuiiax He JONMYCKaeTcs MPUMEHEHHE OTHS, HarpeBaTelbHbIX
npubopoB. Pa3menieHne B HUX Ta30BBIX, BOJAOMPOBOAHBIX, KaHAIU3AIMOHHBIX U
JIPYTUX MarucTpalbHBIX TPYyOOIPOBOIOB HE JIOMYCKAETCA.



Hcnionb3oBanue JJis apXUBOXPaHUWIHINA TOMEIICHHUS 0€3 OKOH JIOMYCKaeTCs TpH
HAJIMYUH €CTECTBEHHOMW WJIM MCKYCCTBEHHON BEHTHJISAIIUU, KPATHOCTh BO3yX000MeHa
B 4ac KOTOPOM cocTaBisieT 2-3.

81. HapyxHble nOBEpU IOMEIICHHWH apXuBa OpTaHU3aIUU OOWBAIOTCS
METaJUTMYECKUM JIUCTOM M UMEIOT MPOYHBIE 3aCOBBI. ApXHMBOXpaHWIHUIIA B pabouee
BpeMs 3aKpBIBAIOTCSA Ha KIO4. B Hepabouyee BpeMs BCe TOMEIICHUS apXHBa
OTICUaTHIBAIOTCS MWW TIOMOUpYoTCs. [lewars (mmomMOup) BMecTe ¢ KIIrouaMu CAA0T Ha
XpaHEHHUE JEKYPHOMY IO OpraHU3allMK, OXpaHE WJIM B YCTAHOBIICHHOE MpaBUIAMU
BHYTPEHHETO PaCIIopsiIKa MECTO.

BeiHOC A€, MOKYMEHTOB W3 apXMBOXPAHUJIMWINA 3a TPEACTbl 3JaHUS
OCYIIECTBIIICTCS] TOJIBKO IO CHEIUATBHBIM MPOIMYCKaM B TOPSIKE, YCTAaHOBICHHOM
PYKOBOJIUTETIEM OpTaHU3AIINH.

82. ApxuBoxpaHWIHINE 00OpyAyeTcs OXpaHHOW curHanmsanueid. Ha okHa,
PacmooKeHNne KOTOPBIX MO3BOJSET JOCTYH MU3BHE, YCTAHABIMBAIOT METANIMYECKUE
PEIIETKH.

83. B apxmBoXpaHWIUIIAX TPOKIAIBIBACTCS CKPBITas SJIESKTPOIPOBOJIKA,
UCIIONB3YIOTCS TePMETHUYHBIE IITENCeNbHbIe po3eTku. OO0ume u MOo3TaxKHbIE
PYOHMILHUKH pacIioyiaraloT BHE apXUBOXPAHHUIIHIIL.

IMTaparpa¢ 2. IlopsAaoKk pacCTAaHOBKHA U XpaHEHHUS €T

84. JIokyMeHTBhl B apXMBE OpTaHW3alMU XPAHATCS B apXWBOXPAHWIHUIIAX U
pa3MeIarTcs B MOpsAKE, 00ECIIEYMBAIOIIEM UX ONEPaTUBHBIN OUCK B COOTBETCTBUU
C YYETHBIMHU JIOKYMEHTaMH, B TOM YHUCJIE SJIEKTPOHHBIX JOKYMeHTOB (nen). [lopsimok
pacCIONIOKEHUS JIe]I, B TOM YHUCJE 3JIEKTPOHHBIX JOKYMEHTOB (ZI€J) B apXuBe
ONpeneIaeTCs IUIaHOM (CXEMOM) X pa3MEILCHUS.

85. ApxuBoxpaHwiHiia oOOpYIYyIOTCS OCHOBHBIMHU (CTallMOHAPHBIE WIIH
NEpPEIBUKHBIE METAJUIMYECKUE CTEJUIAXKH) U BCHOMOTATENbHBIMU (METAIINYECKUE
mkadbl, cerdrl) cpeacTBamMu XpaHeHus. JlomyckaeTcss NMPUMEHEHHE JAEPEBSIHHBIX
CTEJUTAXEH TPH YCIOBHH 00paOOTKU WX OTHE3ANTUTHBIMY CPEJICTBAMU.

Jns xpaHeHus (pOHO W BUACOJOKYMEHTOB HCIIOJB3YIOTCS CTEJUIAXHU U3
He(eppOMarHuTHOrO MaTepuara.

86. CTemiaku yCTaHaBIMBAIOT MEPIIEHIUKYIISIPHO CTEHAM C OKOHHBIMH IIPOEMaMU,
B IMOMEIIICHUSX 0€3 OKOH — C Y4ETOM OCOOCHHOCTEHN moMeleHuit 1 obopynoBanus. He
JOTyCKaeTCsl pa3MEIleHUE CPEACTB XPAHEHHUSI BIUIOTHYIO K HAPYKHBIM CT€HAM 3/IaHHS
U UICTOYHUKAM Teria.

PaccranoBKka CcpeacTB XpaHEHHS OCYUIECTBISETCS B COOTBETCTBHHM CO
CJIEIYIOIMMU HOPMAaMH PaCCTOSTHUM:

1) Mexny psiaamu cremiaxeit (rmaBHbd npoxon) — 120 cwm;
2) Mexy cremtaxkamu (mpoxona) — 75 cMm;



3) MexAy Hapy>KHOW CTEHOW 3JaHHS U CTEJUIaKOM, MapajlieIbHbIM HapyKHOU
cTeHe — 75 cMm;

4) MeXy CTEHOH M TOPIIOM cTeutaka uiH mkada (ceiida) — 45 cm;

5) MexX/1y MOJIOM U HIDKHEH TMOJIKOU cTeiiaxka uiu mkada (ceiida) — ne menee 15
CM, B IIJOKOJIBHBIX 3TaxkaX — He MeHee 30 cM.

87. Jlena c ympaBieHUYECKOW JOKyMEHTalHeld Ha OyMaKHBIX HOCHUTEISAX
pa3MeIalT B KAPTOHHBIX apXUBHBIX KOPOOKax, Mankax MM CBSA3Kax.

HayuHo-TexHuueckas JOKYMEHTAIMs B 3aBUCHUMOCTH OT OOOpYJOBaHUS U
(GopMaToB yepTekel XpaHUTCA B Pa3BEPHYTOM, CII0KEHHOM MJIM MHOM BHJIE.

DNEeKTpPOHHbIE HOCUTENIM pa3MeNaloTcs B HEcropaeMbix mikadax, Ookcax,
dyTiapax, suerkax, a 3JIEKTPOHHBIE TJOKYMEHThI — Ha CHEIMAIbHBIX YCTPOUCTBAX.

88. KuHOJOKYMEHTBI UMEIOT 3alllUTHBIE pakopAbl. [[IuHa HavyalbHOTO pakopja
cocTaBysieT 3 MeTpa, JAJIMHA KOHEYHOro pakopaa — 1,5-2 merpa. Ha HauvanbHbie U
KOHEYHbIE PaKOpbl HAHOCUTCS MK(PpoBKa. KHHOTOKYMEHTHI INIOTHO HAMATBIBAKOTCS B
PYJIOH Ha cepJeYHUKU (POTOrpaPUUIECKUM CIIOEM HApYKy, 0€3 BBICTYMAIOIINX BUTKOB
Ha Topuax pysioHa. HampaBnenne HaMOTKM — ¢ KOHIIAa HA HA4aJlo.

DOHOOKYMEHTHI Ha MAarHUTHOM JIeHTe 0OPMIIIIOTCS PaKoOpJiaMy Pa3HOTO 1[BETA B
3aBUCUMOCTH OT CKOPOCTH BOCHIPOW3BEAECHHS 3anuch. Ha HadanbHBIA pakopna C
Hepabodeil cTopoHbl HaHOCHUTCS MU(POBKA. JIOKyMEHT HaMaThIBACTCSI HA CEPACUHUK
pabouuM cioeM HapyKy (C BBICOTOW BBICTYHAIOIIMX BUTKOB B pPYJOHE, HE
npesbimaromnieit 0,05 mm.). Hanpasnerane HaMOTKH (POHOTOKYMEHTa COOTBETCTBYET
BpAILEHUIO CMAThIBAEMOI'0 PYJIOHA MPOTUB YACOBOW CTPEIKU IPU BOCIPOU3BEICHUU
Ha MarHUTO()OHaxX.

Kaxpnas eguHuiia XpaHeHHs! ayJIMOBU3YAJIbHOTO JOKYMEHTa YIIaKOBBIBAETCS B
NIEPBUYHYIO, 4 3aTEM — BO BTOPUYHYIO YIIakOBKY. [IepBuuHas ynakoBKka UMEET MPSAMOU
KOHTAaKT C JOKYMEHTOM M 3alllUIIaeT €ro OT NbUIM U BJIard, a BTOPUYHAs YIIaKOBKa
IPENOXPAHSIET JOKYMEHT U MEPBUYHYIO YIIAKOBKY OT MEXAHWYECKUX MOBPEKICHUM,
CBETAa U APYTHX BO3JICVCTBUI OKPYKAIOIIEN CPEIIBL.

YaKkoBKY U3TOTOBIISIIOT U3 XUMHUYECKA MHEPTHBIX, HE COAEPKAIIMX XJIOpa, a30Ta
MaTepHaioB, NPEMITCTBYIOLIIUX IMOSBICHUIO OWONOBPEKICHUM, a TaKXke He
BBI3BIBAIOIIMX MOBPEKACHUN JOKYMEHTOB MW MPUJIUIIAHUS K HAM.

89. KMHOJIOKYMEHTHI YIAaKOBBIBAIOTCS B OOEPTKY M3 TOHKON OyMaru miu
MHOTOCJIOMHBIN MaKeT U3 MOJMITUIICHA, TTOJUITUIIEHTEpedTanaTa 1 METALTUYECKYIO
KOpoOKy. Pa3zmep nmakera cCOOTBETCTBYET pa3Mepy pyJIOHa.

DoTONOKYMEHTHl Ha TUICHKE, (oTOOymare, CTEKISHHBIX (POTOMIacTHHAX
YIaKOBBIBAIOTCSI B KOHBEPTHI U3 YEPHOU CBETOHEITPOHUIIAEMON OECKUCIOTHON OyMaru.
@OHONOKYMEHTHl Ha MArHUTHOW JIEHTE YIAKOBBIBAIOTCS B MAKET U3
NOJMATUIICHOBOM TUJIEHKM M 3aBOJICKYI0O KOPOOKY WJIM TIOMEHIAITCs B
NOJIMATUIEHOBBINA QyTIIsip (KOHTEHHEP) C BBIPE3aMU ISl STUKETOK.



AyanoBusyajabHble JOKYMEHTBHl Ha JHMCKOBBIX HOCHUTENSAX YKJIAIbIBAlOTCA B
3aBOJICKYIO YIIaKOBKY, a 3aT€M MOMEIIAI0TCS B KOPOOOUHYIO Tapy.

BuneohonorpaMMbl XpaHSITCS B CIIEIUATIBLHOM 3aBOJICKOM YITAKOBKE U3 MPOYHOTO
NOJIMMEPHOTO MaTepuarna.

90. He nmomyckaercs pa3melieHue JOKYMEHTOB Ha II0JYy, NOJOKOHHHUKAX,
JIECTHUYHBIX TUIONIAJIKaX WM B HEPA300paHHBIX KHUMAX.

91. ApxuBOXpaHWIUILA, CTEIUIAXKH, IWKAPbI (CE(bl) U UX MOIKA HYMEPYIOTCA
apabckumu 1mudpamu. Cremiaxu U mkKadsl (ceiidpl) HyMEPYIOTCS CaMOCTOSITEIBHO
cJieBa HapaBoO OT BXOJa B apXMBOXPAHUIIUIIE, UX TOJIKK — CBEPXY BHHU3.

92. MecTo XpaHeHHUs i€, JOKYMEHTOB B apXHUBOXPAHWJINIIAX YKa3bIBaeTCs B
NOCTEJIAKHBIX TOMOTpahUUECKUX yKa3aTelsix.

Ha xaxxaplii cTennax cocTaBisieTcsl KapTouka MOCTEIaXHOTO TONOrpauuecKoro
ykazarens no ¢opme, yTBEpKIAaeMOW YHNOJTHOMOYEHHBIM opraHoM. Kaptouku
NOCTEJJIAKHOI0 TONOrpauyeCcKoro ykas3aTels CHCTEMATU3UPYIOTCSI B COOTBETCTBHH C
HyMepalluel cTeutaked B Mpejeiax Kaxaoro OTASIbHOI0 apXUBOXPaHUIIHILIA.

Bce u3meHeHHs B pa3MEUIEHUH JTOKYMEHTOB CBOEBPEMEHHO OTPaKarOTCA B
MOCTEJUIAXKHBIX TONOrPapUUECKUX yKa3aTemsax.

93. Ilpu XpaHeHUU 3JIEKTPOHHBIX JIOKYMEHTOB (Zl€J) apXuB OpraHu3aluu
o0ecrneunBaeTcs CIeIyOIMMA OCHOBHBIMU TEXHUUYECKUMHU CPEICTBAMMU:

1) TOTOKOBBIMH CKaHEpaMH, 0OECTIEUNBAIOITUMH HAACKHBINA BBOJ MHGOPMALIHH;

2) cepBepamu, CIOCOOHBIMH BECTH MapaslIeIbHYI0 00paboTKy 3alpoCoB;

3) BeicokomnpousBoauTenbHoi (100 MOuT/c 1 6oJiee) BRIYMCIUTEILHONU CEThIO,
OpUEHTHPOBAHHON HAa MHOT'OIIOTOKOBBII BBOJI U 00OPaOOTKY TEKCTOBBIX, IPAPUUECKUX
U ayJMOBU3YyaJIbHBIX TIOKYMEHTOB;

4) oOopynoBanue™m, 0O€CINEYUBAIOIIUM BBICOKONPOU3BOIUTEIbHBIN U
CBEPXHAAEKHBIN JOCTYN K MOMCKOBBIM JaHHBIM CUCTEMBI;
5) obopyioBaHMEM TEpEHOCA TaHHBIX Ha KOMIAKT WM MarHUTOONTUYECKUE JUCKU

6) 000pyI0BaHUEM PE3EPBHOTO KOMMPOBAHUS HA MAarHUTHYIO JICHTY;
7) aBTOMAaTU3UPOBAHHBIMH PAOOYMMHU MECTaMH, OPUECHTHPOBAHHBIMH Ha
00paboTKy TEKCTOBOM U rpaduieckoit nHGpopMammu;
8) UICTOYHUKOM OecriepeOOHHOro MUTaHUS;
9) mpuHTEpaMu U MOJIEeMaMHU HOBEHIIINX MOAU(PUKAIIHIA:

10) ob6opyaoBaHuem, 00eCTIEUMBAIOIINM JOCTYI K €IMHON TPAaHCTIOPTHOU cpefie
rOCyJJapCTBEHHBIX OPTaHOB (711 TOCYAAPCTBEHHBIX OPTaHOB, UX TOJIBEIOMCTBEHHBIX
OpraHu3alluii U OpPraHOB MECTHOI'O0 CAMOYIPABJICHUS, a TAaK)Ke MHBIX CyOBEKTOB
uHpOpMATU3AIMKA, ONpPEACICHHBIX YIOJHOMOYEHHBIM OpraHoMm B cdepe
uH(popMaTH3aIUN).



94. ba3oBbie (CHCTEMHBIE) MPOTPaAaMMHBIE CPEJCTBA apXUBA DIIEKTPOHHBIX
JOKYMEHTOB BKJIIOYAIOT B CeO0sl:
1) omepammMoHHYIO CETEBYIO CpEeAy M CUCTEMY YIIpaBJICHUs 0a30il JaHHBIX,
OPUEHTUPOBAHHYIO Ha 00PabOTKYy OOIBIITUX MACCUBOB JIAHHBIX;
2) cpencTBa 0ToOOpaXkeHus U 00paOOTKH TaHHBIX;
3) cpeacTBa 3auIUThl OT HECAHKIIMOHMUPOBAHHOTO JOCTYNa U aHTUBUPYCHBIE
CpencTBa.
95. K cneninanbHBIM TPOTPAMMHBIM CpeJICTBaM i (DYHKIITMOHUPOBAHUS apXHBa
ANIEKTPOHHBIX TOKYMEHTOB OPraHU3alUN OTHOCATCS:
1) cpenctBa 3¢ HeKTUBHON NOIACPKKN CUCTEM YIIPABICHUS TOCTOSSHHBIM [TOMCKOM
JIOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSAX HHPOPMALIUK;
2) enuHbBIE CPEACTBA PACIIO3HABAHUSA TEKCTOB HA rOCYJIapCTBEHHOM M PYCCKOM
S3bIKAX;
3) cpencTBa, o0ecneunBaroIIie €IMHYI0 TEXHOJIOTHIO BBOIa MHH(POpMALMK B 0a3y
JTAHHBIX;
4) cpencrtBa ONepaTUBHOTO MOMCKAa MH(OpPMAIIMK U ONEPATUBHOTO aHAIN3a
uHboOpMaInH;
5) cpenctBa pa3pabOTKU U ONITUMM3ALMHU 3aIIPOCOB MOJIb30BATENEH;
6) mporpaMMHBIE U allllapaTHbIE CPEICTBA 3aLIUThl OT HECAHKIMOHUPOBAHHOTO
J0cTyna K MH(popMauu apXruBa 3JI€KTPOHHBIX JIOKYMEHTOB OpraHU3allUu.

IMaparpad 3. Ilopsnok obecnedeHns pekAMa XpaHEHH JOKyMEHTOB

96. B apxuBoxpaHWIHIIaX Bce BUIBI pabOT ¢ JOKYMEHTAMH MPOBOMSITCS MpHU
OTPaHMYEHHBIX YPOBHAX OCBEIICHUSA. JlOKYMEHTBI, B TOM 4YHUCIE 3JIEKTPOHHbIE
JIOKYMEHTHI (Jie71a), pa3MelIaloTcsl B MEPBUYHBIX 3aIUTHBIX CPEJICTBaX XpaHEHUs (
apXMBHBIX KOPOOKax, Mankax, ClieluagbHbIX QyTispax, nakerax, 00Kcax).

97. Ilpu ecTeCTBEHHOM OCBEIIEHMHM Ha OKHAaX YCTaHaBJIHBAaIOTCS
CBETOPACCEUBATEINHU, PETYISATOPbl CBETOBOTO MOTOKA, 3aUIUTHBIE (UIBTPHI, IITOPHI,
YKAJTI03U WU OKpalIEHHBIE CTEKJIA.

JJ1st ICKYCCTBEHHOTO OCBEIIEHMS PUMEHSIIOT JIaMITbl HAKAJTMBAHUS B 3aKPBITHIX
mwiagoHax ¢ IIaJIKOW MOBEPXHOCTHIO. JIFOMUHECIIEHTHBIE JaMIIbl UCIOJIB3YIOTCS IPH
YCIIOBUU YPE3AHHOTO YIABTPapUOIETOBOTO YUaCTKA CIIEKTPA U3ITyUCHHUS.

98. B apxuBoxpaHuiumax oOecnedyuBaeTcs CleAYIOIIUN
TEMIIEPATYPHO-BIAKHOCTHBIN PEKUM:

1) st JOKYMEHTOB Ha OyMaKHbIX HOCUTENSAX MHGOpMalu — temneparypa +17 —
+19°C, oTHOCUTEIBbHAS BIAXKHOCTH Bo3ayxa 50-55 %;

2) st TOKYMEHTOB Ha YEepHO-O€JbIX TUICHOUHBIX HOCUTENIX MH(MOpMaLUHU —
temreparypa +15°C, oTHocuTenbHast BIaxxHOCTh Bo3ayxa 40-55 %;



3) s NOKYMEHTOB Ha IBETHBIX IJICHOYHBIX HOCHUTENSAX HHMOpMAIUU —
temreparypa +2 — +5°C, oTHOcHUTeNbHAs BIaXXHOCTh Bo3ayxa 40-55 %;

4) nyist TOKYMEHTOB Ha MarHUTHOM JICHTE U IUCKOBBIX HOCUTEIISIX — TEMIIeparypa
oT +8 — 10 +18°C, oTHOCUTENIbHASA BIAXKHOCTh BO3/tyxa — 45-65 %;

5) anst AOKYMEHTOB Ha AJIEKTPOHHBIX HOCUTENAX HH(pOpMalu — remrneparypa +15
—+20°C, oTHOCUTENBHAS BIAXKHOCTH Bo3ayxa 50-65 %.

Jns obOecnieueHuss ONTUMAIbLHOTO TEMIIEPATypPHO-BIAXKHOCTHOTO PEeXKUMa
XpaHEeHMsI JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENISAX, DJIEKTPOHHBIX TOKYMEHTOB (Je1)
B XpaHWJIHUIIE HEOOXOAMMO 00ECIIEUUTh COOIOICHHUE CIICTYIOIMNX TPEOOBAHUIA:

JUIi MArHUTHOM JIEHTHI U JIUCKOBBIX HOCUTEJIEH TeMIlepaTrypa BO3[yXa JOJKHA
ObITH OT +8 10 +18 °C, oTHOCUTENIbHAS BJIAKHOCTh BO3/yXa JOKHA MOACPKUBATHCS
B guana3oHe ot 45 10 65 %;

U1 ONTUYECKUX JUCKOB TEMIEeparypa He JOJKHa npeBblmiate +25 °C,
OTHOCHUTEIIbHAS BIAXHOCTh BO3/lyXa JOJKHA cOCTaBaATh 20-50 %;

JUTsL CEPBEPHOTO 00OpYAOBaHUS TEMIIepaTypa BO3Iyxa JOJKHA ObITh OT +18 mo +
24 °C, oTHOCHUTEIIbHAA BIAXHOCTh BO3/1yXa JOJKHA cOCTaBaATh 30-50 %.

CkopocTh U3MEHEHUS BIIAYKHOCTHU BO3/1yXa HE JOJIKHA MpeBbIIath 6 % B yac.

ATMmocdepHoe naBieHue JOJKHO HaX0AUThes B npeaenax ot 84 no 107 klla.

99. B apxuBOXpaHWIMIIAX C HEPETYyJIUPYEMBbIM KJIMMATOM OCYILIECTBISIOTCS
COOTBETCTBYIOIIME MEPONPHUATHS IO ONTUMH3ALMU KIMMATHYECKUX YCIOBHUM Ha
OCHOBE paIlMOHAJIBHOTO OTOIUJICHUS 3/1aHUS OpraHU3allud, HPOBETPUBAHUS U
yBJIQKHEHHS (OCYIIIEHHS) BO3/IyXa B ApXMUBOXPAHUIIHUIIAX.

100. TemrepaTypHO-BIaKHOCTHBIM PEKUM B aPXUBOXPAHWINILAX KOHTPOIUPYETCS
IyTEM pETYJISAPHOTO H3MEPEHHUs IMapaMeTpOB TEMIEPATypbl U OTHOCUTEIbHOMU
BJIQA)KHOCTH  BO3JyXa Ha OCHOBAaHMM TMOKa3aHUH  COOTBETCTBYIOUIHUX
KOHTPOJIBHO-U3MEPUTEIBHBIX MPUOOPOB. B KOHIUIIMOHUPYEMBIX TMOMEIICHUSIX
U3MEpeHHEe TMapaMeTPOB OCYIIECTBIISIETCS JIBa pa3a B HEIEII0, B MOMENICHUSIX C
HEPETyJIUPYEMbIM KIIMMATOM — TPH pa3a B HEJEIIO.

TeMnepaTypHO-BIaKHOCTHBIN PEXUM XPAHEHUS TOKYMEHTOB Ha AJIEKTPOHHBIX
HOCHUTENISAX, PJIEKTPOHHBIX JTOKYMEHTOB (JI€J1) B XpaHUJIUIIE KOHTPOJIUPYETCS MyTeM
PETYJISIPHOTO W3MEPEHUS TEMIIEPATYPBI U ONPEIEIECHUS] OTHOCUTEIBLHON BIAXXHOCTH B
OJIHO U TO K€ BPEMS:

B KOHJIMIIMOHUPYEMBIX TOMEUIEHUSX — HE PEXKE OJTHOTO pa3za B HEJEINIO;

B XpaHWJIUIIAX C HEPETYIUPYEMbIM KIMMATOM — JIBa pa3a B HEJIEIIO;

MIpU HAPYLICHUSX PEeKUMa XPAHEHUS — OJIMH Pa3 B CYTKHU.

KoHTposbHO-13MepuTenbHbIe TPUOOPHI (TEPMOMETPHI, ICUXPOMETPHI, TUTPOMETPHI
) pa3MelarT B TJIaBHOM MPOXOJE Ha CTEIaXKe BJAJIM OT OTONUTEIbHBIX H
BEHTWISIIIUOHHBIX cUCTeM. lloka3aHus H3MEPUTENBHBIX NPUOOPOB (TEPMOMETP,
ncuxpoMeTp) (GUKCUPYIOTCS B KypHalle perucTpalud  TOKa3aHUu



KOHTPOJIbHO-U3MEPUTEIBbHBIX MPUOOPOB corjlacHo ¢opme, yTBEpXKIaaeMoOn
YIOJIHOMOYEHHBIM OPTaHOM.

He nomyckaercsi pe3koe KoJjieOaHHE TeMmepatypbl U BIAXKHOCTH B
apXUBOXPAHWIUIIAX.

101. B apxuBoxpanuiaumniax o0ecrneunBaeTcs MUPKYIISIUS BO3AYyXa, UCKIIOYAIOIIast
o0pa3oBaHME HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTHYECKOM
OTHOIIICHUH (TOSIBJICHUE TJIECEHU, HACEKOMBIX, TPHI3YHOB, TIBLIN).

OTKpbIBarOIIMECS B TEIJIOE BPEMS roJla OKHA, a TAaKKE BEHTUJISLMOHHBIC
OTBEpPCTHS B CTEHAX, MOTOJIKAX, MOJaX apXUBOXPAHUJIUIL U HAPY>KHBIE OTBEPCTHUS
BEHTUJISIITMOHHBIX CUCTEM OCHAIIAIOTCS CETKaMU C TMAaMETPOM siueek He Oonee 0,5 MM.

B apxuBoxpaHunumax He AOMYCKAIOTCS MPpeObIBAHNE B BEpXHEH 0/1€kK€, MOKPOI
U TPS3HOU 00YBH, XpaHEHHE W UCIIOIH30BAHUE MUIIEBHIX MMPOTYKTOB.

102. He pexxe ogHOro pasza B rojJi IPOBOAMUTCS O0OECHBUIMBAHUE CTEIIAXKEH,
mKkagoB, MEPBUYHBIX CPEJCTB XpaHEHUs] JOKYMEHTOB. [Ipu 3TOM MOJIbI, MJIUHTYCHI,
MOJIOKOHHUKHU, ITOKOJBHBIE YAaCTH CTeJUIakedl o0pabaThiBalOTCsS JBYXITPOIIEHTHBIM
BOJIHBIM pacTBOpoM (opmanuHa. He pexxe AByX pa3 B HEJEIIO B apXUBOXPAHWIUILAX
IIPOBOJIUTCS BIakKHas yOOpKa.

103. JIBa pa3a B rox (10 Havajia ¥ MOCI€ OKOHYAHUSI OTOMUTEIHHOTO CE30HA)
JOKYMEHTHI (BBIOOPOYHO) apXHMBOXPaHUIIMINA ITOJBEPral0T OOCICIOBAHUIO JIJIs
CBOEBPEMEHHOT0 OOHAPY>KEHUS HACEKOMBIX U IJIECHEBBIX TPUOOB.

[Ipu obHapykeHUU OMOJOTMYECKUX BPEIUTENICH MPUHUMAIOT CPOYHBIE MEPHI 10
Ne3UH(EKIUU U JE3UHCEKIUU MOMEIIEHUN CUJIaMU CAHUTAPHO-3THIEMHOJIOTUYECKON
CITY>KOBI.

104. JIOKyMEHTBI MOCTOSIHHOTO XPaHEHHS C BBIIBICHHBIMH (DU3MUECKUMU
nedexTaMu OCHOBBI (yTpaTa yacTei I0KyMEeHTa, pa3pbiBbl, OTCIOCHUE IMYJIHLCUOHHOTO
CJI0s, TPELIWHBI, LIAPANUHbI) WU TEKCTa PETUCTPUPYIOTCS B KypHayue (KapToTeke
ydeTa) (pU3U4ecKoro COCTOSIHUSL IOKYMEHTOB. B maHHOM XypHasie (TaHHOW KapTO4Ke
ydyeTa) (QUKCUPYIOTCS BHABI CIEIUAIbHON 00pabOTKH, HEOOXOMUMBIC IS
BOCCTAHOBJICHUS! IOKYMEHTOB (pecTaBpaius, Ae3uH(eKins, MUKpoduIbMUpOBaHUE,
dboTopecTaBpaliys, KONMUPOBAHUE, IEPEBOJ B AIEKTPOHHBIN (opMaT), U YKa3bIBAIOTCS
KOHKPETHBIE MEPHI MO YJIYUIICHUIO (U3UUECKOTO COCTOSIHUS JOKYMEHTOB.

105. Hemennennoil nepegaye Ha oOpabOTKY (Ie3MH(EKINIO, AE3UHCEKIIHUIO)
MOJJIEKAT JIeJ1a, JOKYMEHThHI KOTOPBIX MOPa’KEHbI IIJIECEHBI0 U HACEKOMBIMHU.

IMaparpad 4. Ilopsnox BeIAa9H AN, JOKYMEHTOB U3 apXHABOXPaHHIHII]

106. Jlena, TOKyMEHTBI BBIJAIOTCS U3 APXUBOXPAHUIUII;

1) 715t Ucronb30BaHUsl paAOOTHUKAMK OpraHU3aIuu;

2) mist ICTIONB30BaAHMS (PU3UMUECKUMHU JINIIAMH B YUTATHHOM 3aJI€;
3) BO BpeMEHHOE TMOJIb30BaHUE JPYTUM OpPraHU3alUsIM;



4) nnga cnenuaidbHOW 00pabOTKM JOKYMEHTOB C LENbIO YJIYYIIECHUS HX
(U3UYECKOTO COCTOSHUS.
107. Hdena, DOKYMEHTBHI BBLAAIOTCS BO BPEMEHHOE IIOJb30BAaHHE W3
apXMBOXPAHWIUI] Ha CPOK, HE OoJee:

1) onHOrO MecALa sl UCIOJB30BAHMS pa0OTHUKAMU OpTraHU3ALNH;

2) oAHOTO MecsiIa JiJIsl UCIOJIb30BaHUS JOKYMEHTOB B UNTAJIBLHOM 3aJI€;

3) Tpex MecsileB BO BPEMEHHOE IOJb30BaHUE ISl APYTUX OpraHu3alui u
AKCIIOHUPOBAHUS JOKYMEHTOB.

108. IIpoaneHre yCTaHOBJIEHHBIX CPOKOB BBIIAYU J€], JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHHE JIOMYCKAeTCSd B OCOOBIX CJIydasX € MNHCbMEHHOIO pa3pelieHus
PYKOBOJUTENSI OpraHU3allyd [0 NMUCbMEHHOMY MOJTBEPKICHUIO MOJb30BATENS O
COXPaHHOCTH JOKYMEHTOB.

109. Ha Hay4yHO-TEXHUYECKHUE TOKYMEHTBI, MOJIEKAIIUE MTepeaye Ha MOCTOSHHOE
XpaHeHue, co3naercs (OHJ MOJIb30BAHMS Ha 3JIEKTPOHHBIX M MHBIX HOcUTENsAx. Mx
NOJJINHHUKH U3 apPXUBOXPAHUIINIL HE BBIJIAFOTCSI.

110. [IpaBoOXpaHUTEIBHBIM OpraHaM, OpraHaM CyJa U MPOKypaTypsl JI€]1a, B TOM
YHUCJIE U Ha AJIEKTPOHHBIX HOCHUTEIIAX, JJIEKTPOHHBIE JOKYMEHTHI (J€J1a) BBIAAKOTCS B
HopsJIKe, OIpeIeIEHHOM 3aKoHoAaTeNbcTBOM PecnyOnuku Kaszaxcras.

111. Beigaua e, JOKYMEHTOB U3 apXUBOXPAHMWIHIL OGOPMIISIETCS CIIETYIOIUMU
JNOKYMEHTAMM:

1) 3akazaMu Ha BbIJAuy JI€J1 B YUTAJIbHBIN 3a] U paOOTHUKAM OpraHU3alUH I10
dbopme, yTBEpKIa€MOH YIIOTHOMOYEHHBIM OPTaHOM;

2) akTaMHU O BblAaye JieJl, JOKYMEHTOB BO BPEMEHHOE IMOJIb30BAHUE MO (PopMme,
YTBEPKIAEMON YIOJIHOMOYEHHBIM OpPTaHOM, O(QOpMIISIEMBIMH Ha OOIIeM OJlaHKe
OpraHu3allly;

3) 3aka3amu Ha IpOBeJeHNE paObOT MO KOMUPOBAHUIO U PECTaBPallMU JOKYMEHTOB.

3aka3 apXMBHBIX JOKYMEHTOB (JI€JI) MOXET ocCymiecTBIsAThCcs yepe3 MC DA
IOCPEJCTBOM JIOTMHA U [1apOJIsd, B TOM YHCJIE UCCIIEI0BATESM.

112. Beigaua nen, JOKyMEHTOB, B TOM YHUCJIE AIEKTPOHHBIX, U3 apXUBOXPAHWIMILA
perucTpupyercss B KHUrax Bblauu JokymeHToB uinu B MC DA mo dopwme,
YTBEPKIAAEMON YIIOJITHOMOYEHHBIM OPTaHOM.

113. HMcnosHeHHbIE 3aKa3bl HCCIEIOBATENIENM XPaHATCA B JUYHBIX JEJIaX
UCCIIeI0BATENEH, BCE MPOYME — J0 MMPOBEACHUS POBEPKH HAJTMYMS U COCTOSTHUSA JEIL.

114. Beigaua aen, JOKyMEHTOB BO BPEMEHHOE MTOJIL30BAHKUE B IPYTUE OPraHU3alUN
odopmIIeTcs aKTOM, KOTOPBIN COCTABIISETCS B ABYX IK3EMILIApPaX, OJUH U3 KOTOPHIX
OCTaETCs B apXMBE OPTaHU3aLMH, APYTO BBLAAETCS MOTYYATEN 0. AKT OANUCHIBACTCS
PYKOBOJIMTEIEM OpraHu3aluM, MepeJarllel Jeira, ©u PYKOBOIAUTEIEM
opranuzauuu-nonayuarens. Ilocne Bo3BpamieHHs el B ABYX 3K3EMIUISIpax aKTa
JeJIaeTCsl COOTBETCTBYIOIAg OTMETKa — OJWH JK3EeMIUISIp OCTaeTrcsi B



OopraHu3alu-TmoiyJarene, Ipyroil Xxpanurcs B fene GoHAa B apXHBE OpraHU3aIuH,
BBIJIaBaBIIICH JOKYMEHTHI.

115. HanpaBneHue NOKYMEHTOB Ha KOIHUPOBAHUE, PECTABPALMIO, MEPEILIET
oopmIsieTcs 3akazoM. 3aka3 oOpMIIIETCS B apXMBE OpraHu3aluu mo (Gopme akra o
BbIJ]a4y€ JIOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE JIPYTOM OpraHu3alni.

116. Ilepen Bblgauel nesl, JOKYMEHTOB M3 apXMBOXPAHWIIHILA MPOBEPAECTCS
COOTBETCTBUE IIU(pa U 3arojoBKa Jiejia Ha 00J0XKe mu(py U 3arojioBKy Jeja B
cBoaHoM onucu. llepen Bplmauerd M npu BO3BpALICHUHM A€ B apXMBOXPAHWIIMIIA
MPOBEPSIOTCS HyMepalusl JJUCTOB U COCTOSIHUE JOKYMEHTOB KaXKJI0TO BBIIAHHOTO Jeja

Kaxxnoe BbIIaBaeMoe U3 apXMBOXPAHWIMINA €TI0 UMEET JIUCT UCTIOIb30BAHUS O
dopme, yTBepKIaeMON YIIOTHOMOUYEHHBIM OPTaHOM.

117. Ilpu BblOaYe W3 XpAHUIUILA JTOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTENSAX
OCYILIECTBIISIETCS MPOBEPKA LIEIOCTHOCTH BCEX OOBEKTOB XPAHEHHUSI, COCTABIISIOLINX
BBIJJaBAEMbIN IOKYMEHT.

118. Ilpu BeImaue nena (JIOKYMEHTOB) M3 apXMBOXPAaHWIHWINA HA UX MECTO
BKJIQJIbIBACTCSl KapTa-3aMeCTUTENb €AMHMIIBI XpPaHEHUs] MO (GopMe, yTBEp:KIaeMoil
yINOJHOMOYEHHBIM opranoMm. Ilpu Bo3BpameHun paena (IOKyMeHTa) B
ApXMBOXPAHWINIIE KapTa-3aMECTUTENb U3bIMAETCSI.

119. CocrosiHME NOKYMEHTOB, BO3BpAlla€MbIX B apXMB OpPraHHU3alUU IOCIE
UCIIOJIb30BaHUS, IPOBEPSAETCS B IPUCYTCTBUU JIULIA, BO3BPALIAOILIETO HX.

[Ipu oOHapyKEHUU HEIOCTAYU JOKYMEHTOB WJIM OTACIbHBIX JIUCTOB B HUX, a
TaKXe MOBPEXIEHUN Jel paOOTHUK apxXuBa OpraHHU3alMM cooOmaer 00 3ToM
PYKOBOJCTBY JUJIsl NPUBJICUECHHS] BUHOBHOTO JIMI@ K OTBETCTBEHHOCTH B IOPSAKE,
OINpEJETIEHHOM 3aKOHO1aTeabcTBOM Pecnyonuku Kazaxcran.

ITaparpag 5. Ilopsaok mpoBeACHAS HAIMIUA H COCTOSTHUSA apXHBHEIX A€J, JOKYMEHTOB

120. [IpoBepka HaIM4YKS U COCTOSIHUS apXUBHBIX JI€]1, JOKYMEHTOB ITPOBOJAUTCS B
MJIAHOBOM MOPSAKE OJIMH pa3 B 5 JIET, 3JEKTPOHHBIX TOKYMEHTOB (1€J1) — OAUH pa3 B 3
roja.

121. BHeodepenHble NPOBEPKH HAJIW4YMSA U COCTOSHMUS €], TOKYMEHTOB
IPOBOJISITCS:

1) 1o u nmoce nepemMenieHus Aei, J0KYMEHTOB B IPYroe apXUBOXPaHUIIHILIE;

2) mepen nepegayeil MX Ha XpPaHEHHUE B TOCYJAapCTBEHHBIN apXuB, ApPXUB
[Ipesuaenta PecyOnuku Kazaxcran;

3) mociie 4pe3BbIYAWHBIX CUTYAIlNI, BbI3BABIINX MTEPEMEIIICHUE (IBAKYalIUI0) €T
WIH JTIOCTYTI B apXUBOXPAHMIMILA TOCTOPOHHUX JIUIL;

4) nmpu cMEHE PYKOBOJMTEIIS apXHWBa OpraHu3aluM (JIMIa, OTBETCTBEHHOIO 3a
apXuB);



5) npu peopranu3zalvu (JUKBUIALNWNA) OPraHU3aLIHUH.

122. B xoz1€ npOBEPKHU HATUYUA U COCTOSTHUSI JOKYMEHTOB OCYIIECTBIISIFOTCS:

1) ycraHoBieHue (akTUUECKOTO HAIWYUs TOKYMEHTOB, HaXOISIIUXCA Ha
XPAaHEHUU B ApXUBE OPraHU3ALINY;

2) BBISIBJICHHE U YCTPAHEHUE HEJOCTATKOB B YUETE JJOKYMEHTOB;

3) BbISIBIIEHUE OTCYTCTBYIOIIMX JIOKYMEHTOB U OpraHU3allis UX PO3bICKA;

4) BBISIBJICHUE U YYET JIOKYMEHTOB, TPEOYIOIIUX pecTaBpaluu, KOHCEpBAIlUU U
npodunakTHueckoir 00paboTKH.

123. Jlo Havana pabOThl MO MPOBEPKE HAIUYMUS U COCTOSIHUS JIOKYMEHTAIUU
U3YYarOTCs JOKYMEHTHI IPEABITYIINX POBEPOK.

B xone npoBepky HAIMYKA U COCTOSIHHS JOKYMEHTOB MIPOBEPSAIOTCS MTPABUIIBHOCTD
HyMEpaluuu 1€l B KaKAOW ONHWCU JAed JOKYMEHTOB, COOTBETCTBHE HyMeEpaluu
3aroJIOBKOB JIEJ WTOTOBBIM 3alUCSIM B OIUCAX i€ JAOKYMEHTOB MU YYETHBIM
JOKYMEHTaM.

[IpoBoaUTCS cBEpKa OMMCATENbHBIX CTAaTEH pas3zesna ONMUCH JIeNl TOKYMEHTOB C
coliep>)KaHUEeM pPEKBU3UTOB Ha o00moxkkax jaen (mudpoB, HaAWUMEHOBAHUS
(don000pazoBaTeNis U €ro CTPYKTYpPHBIX MOJApa3eIeHHH, AeTONPOU3BOICTBEHHBIX
UHJEKCOB JeJl, 3ar0JIOBKOB JIEJ, 1aT AeJl, KOJIMYeCTBa JIMCTOB).

Jlena ¢ 0co60 IEHHBIMU JJOKYMEHTaMHU, HECOPOIIIOPOBAHHEIE JIeJ1a MPOBEPSIFOTCS
NOJIMCTHO. VITOru npoBepku PUKCUPYIOTCS B JIUCTAX-3aBEPUTENAX JIETT.

124. EnuHOBpEMEHHBIE POBEPKU HAJIMYUSA U COCTOSHUS JIEKTPOHHBIX HOCHUTEIIEH
IPOBOJISITCS:

IIOCJIE IEPEMELIEHUS dJIEKTPOHHBIX HOCUTENEN apXrBa B APYro€ XpaHWINILE;

IIOCJIE YPE3BbIYANHBIX ITPOUCILIECCTBUN;

IIpU CMEHE PYKOBOJUTENS apXuBa (JUlA, OTBETCTBEHHOI'O 3a IOCY/1apCTBEHHBIN
y4eT U apXHUBOXPAHUIIUIIE).

125. IIpu npoBepke ayauOBU3yalbHON JOKYMEHTAIIMU CBEPAETCS OMUCATEIbHAS
CTaThsi C HAANHUCHIO Ha OTHKETKE KHHO-, (POHO-, BHAEONOKYyMeHTOB. [lpu
HECOOTBETCTBUU CBEACHUI ONUCATENbHAS CTaThsl CBEPSAETCS C HAAIMUCIMU HA PAKOPAE
JNOKYMEHTA.

126. IIpoBepka HaIW4us YEPTEKEN OCYHIECTBISAETCS MOJUCTHO, CBEPSIETCS
HAaMMEHOBAaHUE PEKBU3UTOB CHEUU(PUKALMU WM BHYTPEHHEHW OMKMCH C Ha3BaHHEM
KaX/10T'0 JINCTA YepPTekKa, BXOIIETO B COCTAaB MPOEKTa (pa3paboTKH).

127. Ilpu nmpoBepKe HAIUYUS U COCTOSIHUS TOKYMEHTOB HEOOXOIUMO:

1) coxpaHATh NOPSAIOK PACTIOIOKEHUS TOKYMEHTOB Ha CTEIIAXKaxX U B IEPBUYHBIX
CPEACTBaxX XpaHECHUS;

2) moAkJaAbpBaTh HAa CBOM MecTa OOHAapyXEHHBIE BO BpEMs IMPOBEPKH
HEIPABUIBHO MOJJI0KEHHBIE JI€Ja U JOKYMEHTHI;



3) u3bIMaTh Jeiia, 3aroJ0BKU KOTOPBIX HE BHECEHBI B Pa3/I€iibl COOTBETCTBYIOIIUX
OIUCEU I, JOKYMEHTOB;

4) u3bIMaTh U U30JMPOBATH JEJIa U JTOKYMEHTHI, 3apaKEHHbIC IUIECEHBIO WJIU
JPYTrUMU OMOJOTUYECKUMHU BPEIUTEISIMU;

5) BBIABIIATH JOKYMEHTBI, UMEIOIINE (PU3HUecKUue AePEKTHI.

128. [ToMeThl Wi 3alIMCH B XOJI€ MPOBEPKHU B OMUCAX JI€], JOKYMEHTOB U IPYTHUX
YUETHBIX JOKYMEHTaX HE MPOU3BOISTCS.

129. Jlena Ha OyMa)kHOM HOCHUTEJE, BbIaHHbIE pa0OTHUKAM OpraHU3allUH B
YUTAIbHBIA 3a]1 © BPEMEHHOE MOJIb30BaHUE JIPYTUM OpraHU3ALMIM, MPOBEPSIOTCS MO
KHHUIaM M aKTaM BbIJA4M JI€] U CYUTAIOTCS UMEIOIIMMUCS B HAJTUYHH.

130. B xone npoBepKr COCTABIAETCS JIUCT MPOBEPKU HAIUYUS U COCTOSIHUA €N,
JOKyMEHTOB B apXuBHOM ¢GoHAEe 1o (opme, yTBEpKIaeMOW YIMOITHOMOYEHHBIM
opratoM. JIMCTbI NpOBEPKH HYMEPYIOTCS MO MOPSAKY HOMEPOB B IpeAenax Kaxiaoro
apXMBHOIO (POHJA U MOJMUCHIBAIOTCS UCTIOTHUTEIEM.

[Tocne okoHYaHUS MPOBEPKU apXUBHOTO (DOHJA JTUCTHI TPOBEPKU BKIFOUAIOTCS B
JIEJI0 JAHHOTO apXUBHOTO (hOHAA.

B cnyuyae oGHapyxeHUs B X0/1€ TPOBEPKU HAJIUUHUS U COCTOSHUS el HEAOCTaTKOB,
HE MPEeTyCMOTPEHHBIX I'padamMu JIMCTa IPOBEPKH, B JUCT BBOAATCS JOMOJHUTEIbHBIC
rpadsl. Ecnu B pe3ynbraTe IpoBEpKU HEAOCTATKOB HE 0OHAPYKEHO, JTUCT MPOBEPKHU B
JIEJI0 apXUBHOTO (DOH[A HE BKITFOUAETCS.

131. Ha ocHOoBaHMM JiMcTa (JIMUCTOB) MPOBEPKU COCTABIISAETCS aKT MPOBEPKHU
HaJlMuusi W COCTOSIHUSI apXUBHBIX JIOKYMEHTOB 10 (opme, yTBepkaaeMou
YIOJIHOMOYEHHBIM OPTaHOM.

132. ITo okOHYaHWUH MPOBEPKU HAIUYUS U COCTOSHUSI apPXUBHBIX JOKYMEHTOB B
KOHILIE OIMHUCH JIeNl JOKYMEHTOB (KHUTH Y4YeTa U ONUCAHMS) TMPOCTABIISIOTCS 3amuch "
IIpoBepeno", nara, JOHKHOCTh U OAIKCH JIUMLA, IPOU3BOIUBILIETO IPOBEPKY.

B ciiydyae oOHapykeHusi B UTOIOBOM 3alIUCH OMKCH JIe7 JOKYMEHTOB (KHUTH y4eTa
U ONHMCAHWs) HEYUTCHHBIX JUTEPHBIX M MPONYIIEHHBIX IMOPSAIKOBBIX HOMEPOB,
BBIOBIBIIIMX B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSAKOM €AUHUI] XpaHEHUsI, UTOTOBas
3aMKCh NEPECOCTABISAETCS.

133. Ha Bce OTCYTCTBYIOIIME €AUHULIBI XPAHEHHS B XOJI€ MPOBEPKH HAIUYUS U
COCTOSIHMSI apXMBHBIX JIOKYMEHTOB COCTABIISIFOTCS KAPTOUKH y4eTa HEOOHAPYKEHHBIX
apXUBHBIX JTOKYMEHTOB 10 opMe, yTBEPKAAEMON YIIOJIHOMOUYEHHBIM OPTaHOM.

Benenue kapToTekn HEOOHAPYKEHHBIX apXUBHBIX JIOKYMEHTOB OCYILECTBISETCS
LEHTPAIN30BAHHO.

134. Eciu npoBepKoOi HAIMYUS U COCTOSIHUA JieNl OOHapy»KeHa HegocTava Jied,
JOKYMEHTOB, 3JI€KTPOHHBIX IOKYMEHTOB (J1€]1), OPraHU3yeTCs UX PO3BICK.

[Ipu po3bicke HEOOHAPYKEHHBIX €I, JOKYMEHTOB OCYIIECTBIISIOTCS:



1) uzydenue omuceld, MO0 KOTOPBIM JA€Ja, NOKYMEHTBI M3 CTPYKTYpPHOTO
no/ipa3esicHus epeaBaliuCh B apXUB OpraHU3alluu;

2) opraHuzanus po3biCka HEOOHAPYKEHHBIX MPU MPOBEPKE J€l, TOKYMEHTOB,
AJIEKTPOHHBIX JOKYMEHTOB (J1eJ1) B COOTBETCTBYIOIIUX CTPYKTYPHBIX MOAPA3ACICHUSIX
OpraHU3alliH, B EATETLHOCTH KOTOPHIX OHU 00pa30BaHbI;

3) u3y4yeHHEe YYETHBIX JOKYMEHTOB MO BbIJaue JeJl, JOKYMEHTOB U3
apXUBOXPAHWIIUILIA;

4) u3ydeHue B Jielie apXUBHOTO (DOHJA AaKTOB O BBIACICHUH JTIOKYMEHTOB (I1€7),
AJIEKTPOHHBIX IOKYMEHTOB (J1€J1) K YHUUYTOXKECHHUIO;

5) mpoBepKa Jie1, HaXOASIIUXCS PSAAOM apXUBHBIX (DOHIOB.

Po3bick poBOAUTCS B TEUEHUE T'0/1a MOCIe O0OHAPYKEHUSI HEJIOCTaul JOKYMEHTOB
(mem), 2JIEKTPOHHBIX JOKYMEHTOB (J1€1).

135. Haiinennbie B UTOre po3bICKa Jeja, AIEKTPOHHbIE TOKYMEHTHI (jerna)
BO3BPAILAIOTCS HA MECTAa, & B COOTBETCTBYIOIIEH KapTOUYKE yyeTa HEOOHAPYKEHHBIX
JIeJT JIeJlaeTcsl OTMETKa 00 0OHApyKEHUU C YKA3aHUEM JIaThl ¥ TOJMUCH PYKOBOJAUTENS
apxXuBa OpraHu3aluu (Juia, OTBETCTBEHHOTO 32 apXUB OpraHU3aluu).

136. Jlena, B TOM 4Yuclie 3JIEKTPOHHBIE, MPUYMHA OTCYTCTBUS KOTOPBIX
MOATBEPKJI€HA JOKYMEHTAJIbHO, MCKJIIOUAIOTCS M3 OMHUCEH, B TOM YHUCIIE OMUCEH
AJIEKTPOHHBIX JeJd. B COOTBETCTBYIOIIMX KapTOUKaX yKa3bIBAIOTCS J1aThl U HOMEpa
aKTOB, B KOTOPBIX NOATBEPKIAECTCA OTCYTCTBUE [€J1a, COCTABISAIOTCA CHPABKU O
npoBefieHnu po3bicka. [lociie paccMoTpeHus pe3ysibTaToB po3bicka Ha 3aceganuu [[OK
(OK) u yTBepkIeHHs ee pelleHrs PYKOBOJUTEIEM OpraHU3alud HEOOHApYKEHHBIE
JIOKYMEHTBI CHUMAIOTCA C yYeTa.

137. [IpoBepka HamM4us U COCTOSIHUSA JI€J, B TOM YHUCJE AIEKTPOHHBIX, CYUTAETCS
3aBEPILICHHON MOCJI€ BHECEHUSI M3MEHEHUM, BBISIBICHHBIX MPOBEPKOM, B YyUYETHHIC
JIOKYMEHTHI TIPOBEPSIEMOTO apXUBHOTO (OHAA W MPENICTABICHUS] COOTBETCTBYIOIIUX
CBEJCHUM O JieJlaX TMOCTOSHHOTO XPaHEHHUs B TOCYIAapCTBEHHBIH apXuB, ApXUB
[Ipesunenta PecnyOnuku Kazaxctan nis BHECEHHMsS] M3MEHEHUUM B YTBEPIKICHHBIE
OMUCH JEN TOKYMEHTOB ITOCTOSIHHOTO XPaHEHUS.

IMTaparpad 6. Ilopsimox onpexnenerus GOHAOBOH IPHHANIEKHOCTH JOKYMEHTOB H
obpa3zoBaHue (3aKpEITHE) apXHBHOTO (PoHAA

138. JIoKkyMeHTBI, B TOM YHUCJE JIEKTPOHHBIC, IEPENAHHBIE HA XPAHECHUE B apXUB
OpraHM3allM, COCTABISAIOT apXUBHBIM (POHI OpraHu3anuy.
139. Bunamu apxuBHOTO (HhOHJA SBIISTFOTCS:
1) apxuBHBIN (OHA OpPTaHU3AINNU, COCTOAINA W3 JTOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, 00pPa30BaBIIMXCS B IPOLIECCE €€ ACIATEIbHOCTH;
2) 00ObeAMHEHHBIN apXUBHBIN (GOHA, CHPOPMHUPOBAHHBIN M3 JOKYMEHTOB, B TOM
YyUCJe DJEKTPOHHBIX, JABYX W 0OoJjiee OpraHu3aluii, MUMEBLUIMX MEXAy coOoM



UCTOPUYECKH W/UIM JIOTUYECKH OOYCIIOBJICHHBIE CBA3UM (OJAHOPOJHOCTH U
IPEEMCTBEHHOCTh JIE€ATEIbHOCTH, MOJAYMHEHHOCTh, €JUHCTBO OOBEKTAa U BPEMEHHU
NEeSATENbHOCTH, MECTOHAXO0XKACHUS U IpyTHUE).

140. Onpenenenve GOHAOBON MPUHAIIEKHOCTH JOKYMEHTOB, B TOM YHCIIE
AJIIEKTPOHHBIX, OPraHU3alMH 3aKIIF0YaeTC B OTHECEHUU UX K KOHKPETHOMY apXHUBHOMY
bonmy.

141. Ilpu onpenenennn (HOHAOBOM MPUHAMIEKHOCTH JOKYMEHTOB, OPraHU3aLUN
YUHUTBIBAIOTCS:

1) Bxonsiue JOKYMEHTBI OTHOCATCS K apXMBHOMY (DOHIy TOM OpraHu3allu,
KOTOpass uX mnoayuyuia (QoHIOBas MNPUHAAIEKHOCTh YKa3aHHBIX JOKYMEHTOB
ompeaeNsieTcss MO0 TaKUM pPEKBU3UTaM, KakK ajpecar, OTMETKa O MOCTYIUICHUU
JOKyMEHTa B OpraHU3allhio, PEe30JIIOIUs, OTMETKa 00 HCIOJHEHUU JOKYMEHTa H
HampaBJIEHUH €T0 B JIENI0, TEKCT JOKYMEHTA);

2) OTHYCKH UCXOASIIMX AOKYMEHTOB OTHOCATCS K apXMBHOMY (OHAY TOM
OpraHu3aliyi, KoTopas SBISETCd UX aBTOpOM (MX (OHAOBAs NPUHAIIEKHOCTD
omnpenenseTcss N0 TaKUM PEKBU3UTaM, KaK MOJIMHCh, TEKCT JOKYMEHTa, a TakKkKe
JIEJIOITPOU3BOACTBEHHBIM IIOMETKAM Ha OTITYCKaX JIOKYMEHTOB);

3) BHYTpE€HHUE JOKYMEHTBI OTHOCSITCS K apXMBHOMY (OHAY TOM OpraHu3aluHu,
KOTOpasi SIBIIAETCA UX aBTOPOM (MX (HOHAOBAsl MPUHAICKHOCTH OINpPEIENSIeTCs 10
TaKUM PEKBU3UTaM, KaKk O(pUIIMaIbHOE HAUMEHOBAHUE OpPraHU3aLUH, OANUCH, TEKCT
JIOKYMEHTA, PE30JIIOIHs).

142. Jlena, B TOM YHUCIIE 3JIEKTPOHHBIE, KOTOPBIE BEIUCH IIOCIEIOBATEIBHO B JBYX
OpraHu3anusix, BKIIOYAIOTCS B apXUBHBIM (POHA TOM OpraHu3aluH, B KOTOPOW OHH
ObUIH 3aBEepLICHBI AETONPOU3BOICTBOM.

143. Enunblii apXuBHBIN (OH]T COCTABISIIOT JOKYMEHTHI:

1) opranuzamuu 10 u MOcjie ee peopraHuzamnuu (mpeodpa3oBaHusi), €ClIM OHA HE
MOBJIEKJIA 32 COO0M KOPEHHOT'0 U3MEHEHUS €€ IeITeNbHOCTH;

2) opraHu3anuy, MOMEHSBIIECH TOCYIapCTBEHHYIO (OpMY COOCTBEHHOCTH Ha
HETroCy/IapCTBEHHYI0, HO B YCTaBHOM KalluTajle KOTOpPOl mMeeTcs mpeodiagaromiast
JI0JIsl TOCYAapCTBEHHOM COOCTBEHHOCTH;

3) opraHu3anuu, BPEMEHHO IPEKpPAaTUBIIEH CBOIO JEATEIBHOCTh U
BOCCTaHOBJICHHOM C TEMHU K€ 3a/1auaMu U (QyHKLIHSIMU;
4) opraHn3anuyu U KOHCYJIbTaTHBHO-COBELIATENIBHBIX OPIaHOB, CO3/IaHHBIX IIPU HEN

5) opranu3zanuu U €€ JMKBUJIAIMOHHOW (KOHKYPCHOM ) KOMUCCHHU.
144. JIokyMeHTBI JOYEPHUX OPTaHU3ALMI COCTABISIIOT OTJEIbHbIE APXUBHBIC
(GOHIBI OT TOKYMEHTOB X OCHOBHBIX OpPTaHU3aAINN.
145. JlokyMeHTBI OOIIECTBEHHBIX 00BeTUHEHUH (ITPOQCOI03HOM, CIIOPTUBHOU U
IPYTHX), CYIIECTBYIONIWE IPHU OPTaHU3alMM C MOMEHTA PETUCTPAIUU ITOTO



OOIECTBEHHOT0 O0BEIMHEHUsI B COOTBETCTBUM C 3aKOHOAATENbCTBOM PecmyOmuku
Kazaxcrtan 00 001ecTBEHHbIX 00bEAMHEHUSAX, IPU UX MOCTYIUICHUH HA XpaHEHUE B
apXWB OpPTaHU3AlMU COCTABIISIIOT CAMOCTOSATEIbHBIA apXWUBHBIM (QOHI WIH
OPUCOEAUHAIOTCA K apXUBHOMY (OHAY opraHuzaiuu, o0pa3ys 00bEIUHEHHBIN
apXUBHBINA (QOHI.
146. O0bequHEeHHBIN apXUBHBIN QOHT GOPMHUPYETCS U3 apXUBHBIX IOKYMEHTOB,
AIIEKTPOHHBIX apPXUBHBIX JOKYMEHTOB:
1) opranuzanuii, OMTHOPOJIHBIX MO IIEJIEBOMY HA3HAYEHUIO M (YHKIUSIM,
JNEHCTBYIOUIMX HA ONPEIETICHHON TEpPUTOPUH;
2) PyKOBOJISIIIETO OpraHa U MOAYMHEHHBIX €My OpraHu3alui, AEHCTBYIOIIUX HA
ONPENEIICHHONU TEPPUTOPHUH;
3) opranuzanuii, 00beJMHEHHBIX 00BEKTOM JEATEIHbHOCTH;

4) opraHu3amuu MU OOIIECTBEHHBIX OpraHu3amuii (MpodCor3HOMH,
HAay4YHO-TEXHUYECKOW U Jpyroil), 4ieHaMH KOTOPOH SIBISAIOTCS PAOOTHUKU 3TOU
OpraHU3alluy;

5) mocienoBaTENbHO CMEHSBIIUX APYT Apyra OpraHu3anuii, eciu (yHKIUU
IPEALIECTBEHHUKOB IOJTHOCTBIO WM YaCTUYHO MEPENABAIUCH U IEPENAIOTCS X
npeeMHUuKaM, a Takxe (OpMHUpPOBAHHE JAE€d KOTOPBIX MIPOUCXOAUIO B BHUJE
HEINPEPBIBHOIO IpOLEecca, MPUBEAIIEr0 K CO3JaHUIO CBSA3aHHOIO KOMILJIEKCa
JOKYMEHTOB, HE MOJJAIOLIETOCS Pa3/ICICHHUIO.

HanmeHoBaHus opraHu3anuid, TOKYMEHTBI KOTOPBIX BOLUUIM B OOBEIMHEHHBIN
apXUBHBIN (DOHJI, MPUBOSATCS B YUETHBIX IOKYMEHTAX.

Co3nanne 00bEIUHEHHOI0 apXUBHOrO (POHIIa OCYIIECTBISIETCS NPHU YCIOBUU
HEIETUMOCTHU JOKYMEHTOB (DOHIOB, BOIIEIINX B €T0 COCTAaB.

147. Kaxnaomy apxuBHOMY (OHAY, MOCTYNHBIIEMY B BEJOMCTBEHHBIH apXWuB,
NpHUCBauBalOTCs Ha3BaHue W Homep. Hazpanue apxuBHOro (poHIa COOTBETCTBYET
odbunmanbHOMy  Ha3BaHuio  ¢GoHIO0O0OpazoBaTeydss C  yKa3aHUEM  €ro
OpraHU3alMOHHO-TIPABOBOM (OPMBI, MOJAYMHEHHOCTH, BCEX IEPEUMEHOBAHUN B
XPOHOJIOTUYECKOM MOCIIEI0BATEIBHOCTH, a TAKKE MECTOHAXO0KICHHUS.

148. B Ha3zBaHuu apXUBHOTO (POHAA YKA3BIBAIOTCS €0 XPOHOJIOTMUYECKUE TPAHULIBI.

149. IlepenmMeHOBaHNE WM U3MEHEHHUE aJIMUHUCTPATUBHBIX rpanul] MO He
ABJISIIOTCS. OCHOBaHUEM JJIsI CO3/IaHUS HOBBIX apXWUBHBIX (DOHJOB M3 APXHUBHBIX
JOKYMEHTOB, coOoTBeTCTBYOIMX MHWUO 1 npyrux opraHuszanuid, pacrnojoKeHHbIX Ha
JAHHOU TEPPUTOPUH.

150. IIpu peopranuzanuu opraHu3allii HOBbIE apXUBHBIE (POHBI CO3TAIOTCS B
Cly4asx:

1) n3mMeHeHus npeaMera AesITENbHOCTH OpraHUu3allly;
2) u3MeHeHus1 GOpMbI COOCTBEHHOCTH OpTraHU3alIUH.



JIOKYMEHTBI, 3JEKTPOHHBIE JTOKYMEHTHI JIUKBUJIWPOBAHHON OpraHU3alUu
COCTABJISIFOT OTJEIbHBIA apXUBHBIA (POHSI.
151. He sBISIFOTCS OCHOBAaHUSIMH JIJIsI CO3/IAHHUSI HOBOTO apXHBHOTO (POH/IA:
1) nepermMeHOBaHKE WK U3MEHEHNE aIMUHUCTPATUBHO-TEPPUTOPUATIBHBIX TPAHUI]
NEeATEeNbHOCTU WK (DYHKIUNA OpraHU3alINY;
2) BBIJIETICHUE W3 OpraHU3aIlMU OJHOW WJIM HECKOJbKUX HOBBIX OpTraHU3aIUl C
nepenayel UM OTIeIbHBIX (DYHKIMI IEpBOM OpraHU3aluu;
3) cmena yupenurens (eil) opranuzaiuu 0e3 u3mMeHeHus GopmMbl COOCTBEHHOCTH
UMYILIECTBA 3TON OpraHu3aluu;
4) peopranuzauus (CiIUsiHHE, NMPUCOEIUHEHHE, pa3JelieHUuE, BBIJCICHUE,
npeoOpa3oBaHne) OpraHu3alliy;
5) mepexo/1 opraHu3aluy U3 pecnyOIMKaHCKON COOCTBEHHOCTH B KOMMYHAIbHYIO
1 Ha00OpOT.
152. XpoHOJOTHYECKUMH I'PaHULIAMU apXUBHOTO (POH]IA SBIISIOTCS:

1) ycranaBiuBaeMble Ha OCHOBE IMPABOBBIX aKTOB OQUIIMAIbHBIE NAaThl UX
oOpa3oBaHus (perucTpanuu) U JUKBUAAIMU — JIJIsi apXUBHOTO (PoHIA opraHu3anuu (
IpU HAJIUYUM HECKOJbKUX TMPABOBBIX aKTOB 3a JIaTy 0Opa30oBaHHs OpraHU3aIluU
OpPUHUMAETCS 1aTa HauboJiee paHHETo U3 HUX);

2) matel 00pa3oBaHus (PErUCTpaliK) HanboJee paHHEH U JIMKBUIAIIMN Hanbosee
NO3/IHEN MO BPEMEHM NESTEIbHOCTH OpPraHU3alMil, TOKYMEHTBl KOTOPBIX BOIILIA B
cocTaB 00BEAMHEHHOTO apXUBHOTO (poHAA, — 151 00bETUHEHHOTO apXUBHOTO (OHIA.

IMTaparpag 7. Ilopsmok opraHA3amyy JOKYMEHTOB B IIpe/ieliaXx apXHUBHOTO (GpoHIa

153. B mpenenax apxuBHOTO (hOHJIa YUETHON U KIacCUPUKAIMOHHON equHUIICH
SBJISIETCS €IMHULIA XPAHCHHUSI.
154. Enunuiieil XpaHeHus: apXUBHBIX JTOKYMEHTOB Ha OYMa)KHOM OCHOBE SIBJISIETCS
JEJI0.
155. EnyannaMu XpaHeHHUs! ay TMOBU3YalbHbIX JIOKYMEHTOB SIBJISTFOTCS:
1) m1st KHHOTOKYMEHTOB — (PU3NYECKH 000COOJICHHBIN PYJIOH KMHOTUICHKH,

2) nna GOTOMOKYMEHTOB — (HU3MYECKU 000COOJIECHHBIM Kaap (HEraTus,
nyOJb-HEraTuBs, MO3UTHB, CJAW] (IMAMIO3UTHUB)), PYJIOH AuaduiabMa, GOTOOTIEYATOK,
dboToanbOo0M, TUCKOBBIH HOCUTEIb U (YU3NUECKU 000COOICHHBIC KaJphl TAHOPAMHOM
CHEMKU;

3) nnst OHOTOKYMEHTOB — (PU3UUECKU 000COOICHHBIN PYJIOH MATHUTHOMN JICHTHI,
JTIMCKOBBIM HOCUTEIIh U (PU3HUECKU 000CO0IEHHAS ayIMOKACCETa;

4) nnst BUACOJOKYMEHTOB — (hU3UYECKH 000CO0JICHHAs BUIeOKacceTa, (pru3ndecku
000Cc00JIEHHBIN TUCKOBBII HOCUTEID.

Enunnnamu yueta ayAMOBU3YyalbHBIX JOKYMEHTOB SIBISIOTCS:



1) ayist KHHOJOKYMEHTOB — YacTh €IMHUIBI XpaHEHUsI, OJJHA WJIM HECKOJIBKO
SIVHUI] XPaHEHUS, OTHOCSIINXCS K KMHOIPOU3BEICHHUIO MM ChEMKE OIPEICIICHHOTO
COOBITHS;

2) nist GOTOOKYMEHTOB — YacTh €AWHUIIBI XPAHCHUS, OJIHA WU HECKOJBKO
EIUHUIl XPAaHEHUS, OTOOPaKAIOIINX OJHO COOBITHE, OOBEAMHEHHBIX CMBICIIOBBHIM
coJiepKaHUEM;

3) ni1st POHOJOKYMEHTOB — OJ[HA WJIM HECKOJIBKO €JIMHUI] XpaHEHUs C 3BYKOBOM
3aMUChI0 OMPENIEIEHHOTO0 COOBITUS, OJHOTO WJIM HECKOJIbKUX OOBEIUHEHHBIX IO
aBTOPCKOMY, HCIIOJHUTEIBCKOMY, TEMAaTHYECKOMY H JAPYTHM IpPHU3HAKAM
POU3BEICHUN JIUTEPATYPhl U HCKYCCTBA;

4) s BUICOJIOKYMEHTOB — YacTh €AWHUIIBI XpPaHCHMS, OJHA WU HECKOJIBKO
EIVHUIl XPAaHEHUS C 3aMHCHI0 OMPEACICHHOTO COOBITHS, OJJHOTO WM HECKOJIBKHUX
00BbEIMHEHHBIX IO aBTOPCKOMY, HUCIOIHUTEIBCKOMY, TEMaTHYECKOMY M JAPYTUM
pu3HaKaM MPOU3BEICHUIA TUTEPATYPHI U UCKYCCTBA.

156. 3a enquHuIly XpaHEHHUS AJIEKTPOHHOTO JOKYMEHTA MPUHUMAETCS (PU3UUYECKH
000COOJICHHBI HOCHUTENIb (KECTKHUU JIUCK, KOMITAKT-AUCK M JPYTHE COBPEMEHHBIC
HOCHUTENM) C COMIPOBOIUTEIBbHON JOKYMEHTAILIUEH.

157. 3a enuHUIlY ydeTa 3JEKTPOHHBIX JOKYMEHTOB NMPUHUMAIOTCS €IUHUIIA
XpaHEHUs WU KOMIUIEKT €IMHHI] XpaHEHWsI C 3amuchio (paitma UM HECKOJbKUX
(dalioB, COCTABISIONIUX €IUHBIA IMPOTrpaMMHO-UH(DOPMALUOHHBIA OOBEKT (TEKCT,
TUTNIEPTEKCT, MYyJIbTUMEANIHBIA 00BEKT, 6a3a MaHHBIX, OaHK JaHHBIX, 0a3a 3HAHUII), a
TaK>Ke COMPOBOAUTENIbHAS IOKYMEHTAIHS.

158. Eqununel xpaneHus: B 00b€IMHEHHOM apXMBHOM (DOHJE pacnoJiararorcs mo
3HAYUMOCTH (HOHI000pa3oBaTENCH, XPOHOJIOTHH UX CO3/IaHusd, aadaBUTy Ha3BaHUM. B
npejenax Kaxiaoro apxXuBHOro GoHaa, BOMISANIETO B 00bEIUHEHHBIA apXUBHBINA (POH]I,
MPUMEHSIIOTCST Pa3HbIE€ CXEMbl CUCTEMATH3aIMH, BHIOOP KOTOPHBIX OIMpeaeseTcs
XapaKTepoM MEATCIbHOCTH KOHKPETHBIX OpraHM3alldid, COCTaBOM M OOBEMOB HX
JIOKyMEHTOB.

159. HayuHo-TexHudeckas JOKyMEHTAlUsI pacrojiaraeTcsi BHyTPU apXUBHOTO
doHma mo BuaaM (IPOEKTHas, KOHCTPYKTOPCKAs, TEXHOJOTHYECKas,
HAy4YHO-HMCCIIeIOBATEIbCKAs, TATEHTHAS JOKYMEHTAIIHS).

160. IIpoekTHass JOKyMEHTAMs paCIOIaraeTcs Mo MpeIMETHO-TEMAaTUUYECKOMY,
XPOHOJIOTHYECKOMY WJIH reorpaduueckoMy KiacCU(pUKAIIMOHHBIM TPU3HAKAM.

[TpoexTHast JOKyMEHTAIHS TOAPA3IEISIeTCS Ha CIISAYIOIINE TPYTIIbL:
1) 1O >KUITUTITHO-TPAKTAHCKOMY CTPOUTEIHCTRY;

2) 10 IPOMBIILIEHHOMY CTPOUTENIbCTBY;

3) 1O CEeNbCKOXO03IUCTBEHHOMY CTPOUTEIHCTRY;

4) 10 PHEPreTUYECKOMY U BOJOXO03iCTBEHHOMY CTPOUTEILCTBY;

5) MmO TpaHCOPTHOMY CTPOHUTEILCTBY.



Jlomyckaetcs iefeHue Tpyni Ha MOATrPYTIIIbL.

JIOKyMEeHThl IPOEKTHBIX CTaJAUN PaCMOJaralTcs B IMOCIEI0BATEIbHOCTH
IPOEKTUPOBAHUSI.

TunoBbie MPOEKTHI CUCTEMATU3UPYIOTCS IO HOMEPAM CEpUH.

161. KoHCTpyKTOpCKasi TOKyMEHTAIMsl pacroiaraeTcsi Mo BUJaM pa3paboToK,
XPOHOJIOTHH MJIM HOMEPAM KOHKPETHBIX pa3paboTOK, BHYTPHU pa3pabOTKHU — MO y3jaMm
COrJIacHO CreUU(PUKALUH.

KoHcTpyKkTOpckas JoKyMeHTalusl Ha MOAU(PHUIIMPOBAHHOE U3/IEJINE PACTIONAraeTCsl
nocJie JOKyMEeHTaIu1 Ha 0a30BO€ U3IETHE.

JIOKyMEHTBI IO MCHBITAaHUAM H3JEJIUN pacrojararoTcs MO0 XpPOHOJOIMH, a B
npenenax roja — Mo Ha3HAYEHHUIO TEXHUKH, PETUCTPALIMOHHBIM HOMEpaM.

162. TexHonormyeckass JTOKYMEHTAlUsl CUCTEMATU3UPYETCS COTJACHO
TEXHOJIOTUYECKOMY MPOLECCY .

163. HayuHo-uccienoBaTenbCckass ITOKYMEHTAIUs pa3sMEIIAaeTcs Mo
XPOHOJIOTUYECKOMY IMPUHIIUITY, B MpEJeaax roja — o HoMepaM T€M, HHBEHTapHbIM
HOMEpaM, HOMepaM, PUCBOEHHBIM MPU T'OCYJAPCTBEHHOM pPErucTpaluu, TEMaTUKE
HAy4YHBIX pa0oT, alipaBUTy X HAMMEHOBAHUHN WU (HaMIIIUNA aBTOPOB-Pa3pabOTIHKOB
(OTBETCTBEHHBIX UCHIOJHUTENEH), CTPYKTYPHOMY MPU3HAKY.

OT4eTsl, BBIIOJIHEHHBIE 10 3aKa3aM JPYTMX OpPraHU3alHid, CHCTEMATH3UPYIOTCS
OTJZIEJIBHO.

164. ITaTeHTHO-TMIIEH3NOHHAS JOKYMEHTALMS PACcIoyIaraeTcs o BUAam:

1) 00BEKTOB MPOMBILIIIEHHOW COOCTBEHHOCTH (M300pETEHUS, MOJIE3HbIE MOJIETH,
IPOMBIIIEHHBIE 00pa3Lbl, COPTa paCTEHUI, TOBAPHbIE 3HAKH, 3HAKU 00CITy )KUBaHU);

2) OXpaHHOTO JOKYMEHTA (MaTEeHThI, CBUIETEILCTBA).

B npenenax xaxaoro Buja — 1o HOMEpAM NAaTEHTOB WJIM CBUJIETEILCTB, HOMEpaM
3as1BOK, 110 KOTOPBIM IPUHSTHI PELIEHUS HA BbIJAYY OXPAHHOIO JOKYMEHTA, U IO
HOMEpPaM 3asBOK, IO KOTOPBIM IPHUHATHI pelIeHUs] 00 OTKa3e B BbIJAYE OXPAHHOTO
JOKYMEHTA.

EnvHunbl XpaHeHUs BHYTPU €IUHHIBI y4e€Ta PacloiararoTcs B IMOPSAKE
IPOU3BOACTBEHHBIX HOMEPOB, 0003HAUYEHHBIX HA ITUKETKAX, a BHYTPU KOMIUIEKTa B
CJEAYIOIIEN OCIEeI0BATEIIbHOCTH — OPUTHHAJIBI, KOTIHH.

165. KHHOTOKYMEHTBI U BUJIEOJJOKYMEHTBI CHCTEMATU3UPYIOTCS O CIEAYIOIIUM
XapaKTEPUCTHKAM:

1) mo BugaM — puiIbMBI, ClIEHUATIbHbIE BBITYCKH, KWHOXKYPHAJbI, OT/I€JIbHbIE KHHO-
Y TEJIECIOKETBI;

2) mo rojaM BbINIyCKa (UIBMOB, CIEUBBINYCKOB, KHHOXYPHAJOB,
IPOU3BOJICTBEHHBIM HOMEPaM OTJEIbHBIX KHHO - H TEJIECIOKETOB;
3) o eauHUIIAM y4yeTa (KOMIUIEKTaM);
4) Mo UBETHOCTH (LIBETHBIE, YEPHO-OEIIBIC);



5) mo ¢opmary miieHku (8 MM, 16 mm, 35 mMm, 70 MM u aApyTHE).
EauHUIBI XpaHSHHS pacIioiararoTcs 1o dJIeMEHTaM KOMITIEKTa, a BHYTPH HUX — I10
MOPSAJIKY HOMEPOB YacTel KUHOJOKYMEHTA.

KOMIUTEKT KHHOJOKYMEHTAa COCTOMT W3 OPHTHHAJIA M KOMHH, OTHOCSIIUXCS K
OJTHOMY (pMIIBMY, CIIEIBBITYCKY, KHHOXKYPHAITY, KHHO - U TEICCIOKETY.

Ha KuHOMOKYMEHTBI M BUACOJIOKYMEHTHI OMPENCIIEHHOTO BUAAa COCTaBIISIETCS
OT/IeJIbHAs OTHUCh.

166. ®OTOIOKYMEHTBI CUCTEMATU3UPYIOTCS IO BUJAM:

1) HeTaTUBBI Pa3IMYHON IBETHOCTH (IIBETHBHIC WJIM YEPHO-OCIBIC) U Pa3MepoB,
KOTOpbie 0003HauatoTcs mudpamu 2 — 8 (mudpa 2 COOTBETCTBYET HETATUBY Pa3MEPOM
25em.x35ceMm,3-6cm.x6cM., 4—-6cM. X9 eM.,, 5—9cm. x 12 cm., 6 — 10 cMm. X
I5cm.,7—13cm. x 18 cm., 8 — 18 cMm. x 24 cm.).

[Ipu cucremaTtu3zanuu HEOOJBIIUX 0OHEMOB HETATUBOB Pa3MepOB 6-8 noIycKaeTcs
X 00bCTMHECHHE B OJIHY TPYIIITY;

2) craiiipl (IMano3UTUBEI) PA3IMYHON 1IBETHOCTH;

3) no3uTUBHI, (HOTOOTIECUATKY;

4) poroanbOOMBI;

5) nnadunbMel;

6) PIEKTPOHHBIE NOKYMEHTHI ((OTOJOKYMEHTH Ha HUGPOBBIX I HHBIX
COBPEMEHHBIX HOCUTEJNX ), KOTOphIEe 0003HavarTCsa OykBoit "D".

Ha ¢hoTomoxyMeHTHI onpeieIeHHOTO BUa COCTABIIICTCS OT/ACIIbHAS OIHUCH.

167. ®OHOAOKYMEHTHI CUCTEMATU3UPYIOTCS MO BUJAM 3alKHCH 3BYKOBOM
uHpopmauu — ¢oHorpaduyeckas, rpaMmopoHHas, ONTUYECKAas, MarHUTHasl,
na3epHasi. Ha ¢oHOTOKYyMEHTHI OMpeIeIEHHOTO BU/IA 3aIMMCH COCTABIISIETCS OTAETbHAS
onuch. BHyTpH BHIIOB (OHOMOKYMEHTHI PACIONATAIOTCS MO CIWHHUIAM y4eTa U
KOMITJIEKTaM.

EauHunel XpaHeHWs BHYTPH CIMHHIIBI ydeTa pacloJiararoTcs B TOPSIKE
IPOU3BOACTBEHHBIX HOMEPOB, 0003HAYCHHBIX HA ITUKETKAaX, a BHYTPU KOMILUICKTa B
ClIeIyIole MoCIeIOBaTEIbHOCTA — OPUTHHAJIBI, KOTIHH.

KommiiekT GpoHOMOKYMEHTa COCTOWT W3 OPUTHWHANA M KOIHMA, OTHOCSIIHXCS K
OTIPEJICTICHHON EIMHUIIE YyUeTa.

IMaparpag 8. Tlopsimox mepexagn nokyMmeHTOoB HA® Ha OCTOSIHHOE XpaHEHHE B
roCyAapCTBEHHEIN apXHuB

168. Ilepenaua nokymentoB HA®, B TOM 4ncie 3JIEKTPOHHBIX, B YIIOPSAOYEHHOM
BUJIE TTPOU3BOUTCS 3@ CUET COOCTBEHHBIX CPEACTB IOPUAMUECKUX JIUI], TIEPEIAIOIINX
apXUBBI.

169. YcranaBnuBawTCs CIEAYIOUIME MPEAECIbHBIE CPOKHM BEAOMCTBEHHOTO
XpaHEeHHUsI IOKYMEHTOB, B TOM YHUCJIE DJIEKTPOHHBIX, OTHECEHHBIX K cocTay HA®:



1) noxkymentsl Aagmunuctpaiuu [Ipesunenta Pecnyonuku Kazaxcran, anmapara
Cenara IlapnamenTta PecnyOnuku Kazaxcran, anmapara Maxunuca [lapiamenra
Pecnyomuku Kazaxcran, Anmaparta IlpaButennctBa Pecny6nuku Kazaxcran,
Koncturyunonnoro Cyna PecnyOnuku Kazaxcran, LlenTpanbHoli u3OuparenbHON
komuccun Pecnybnuku Kazaxcrtan, BepxoBunoro Cyna Pecnybnuku Kazaxcraw,
I'enepansHoii mpokypatypsl Pecnybnuku Kazaxcran, HamumonanpHoro banka
PecnyOnuku Ka3zaxcran, MunucrepctB Pecniyonuku Kazaxcran, areHTcTB PecniyOnuku
Kazaxcran, komureroB MunuctepctB Pecryonuku Kazaxcran — 15 ner;

2) IOKYMEHTBI TEPPUTOPHAIIBHBIX OpraHoB MuHUCTEepCcTB PecyOnuku KazaxcraH,
arearctB Pecriybnuku Kazaxcran, komureToB MunuctepctB PecyOonmku Kazaxcran —
10 meT;

3) IOKYMEHTBI OpraHU3alnii, KOHTPOJIbHBIN MAKET aKIHl KOTOPBIX MPUHAICKUT
rocyJapcTBY, UHBIX TOCYAAPCTBEHHBIX IOPUIUUYECKUX JIHUI] PECITyOIMKAHCKOTO YPOBHS
— 10 nert;

4) MOKYMEHTBI OPTaHOB MECTHOT'O T'OCYJIapCTBEHHOTO yIpaBieHus o0nactu (
ropoja pecnyOJuKaHCKOTO 3HaueHusl, cToiuibl) — 10 ner;
5) IOKYMEHTBI T'OCYJapCTBEHHBIX OpraHu3auuii obiacTHoro (ropoja
pecnyOJIMKaHCKOr0O 3HaYEHUs!, CTOJIUIbI) ypoBHEH — 10 Jiet;

6) TOKYMEHTBI MECTHBIX TOCYAapCTBEHHBIX OPraHOB YIIpaBJIeHHs Topoja (paiioHa)
— 5 JeT;

7) TOKYMEHTBI TOCYAapCTBEHHBIX IOPHUINYECKUX JIUL TOPOACKOIO U PaHOHHOTO
YPOBHS — 3 JIET;

) 3alMCH aKTOB I'PAKJAHCKOTO COCTOSIHUSA, TOXO3SIIICTBEHHbBIE KHUTH, IOMOBBIE
KHUTH, 3alUCHA HOTApUAIbHBIX JIEHCTBUM, CyIeOHBIC JIeJla U IOKYMEHTHI — 75 JIeT;

9) Hay4HO-HccIeqOBaTENbCKAs, TEXHOJOTUYECKAass U MATEeHTHO-TMLEH3NOHHAs
nokymeHnTanus — 10 jer;

10) OonbITHO-KOHCTPYKTOPCKAas JOKyMeHTauus — 15 ner;

11) npoekTHast TOKyMEHTalus [0 KallMTaIbHOMY CTPOUTENLCTBY — 20 JIeT;

12) kaprorpaduyeckas JoOKyMeHTalus — 25 JIeT;

13) reone3nyeckast JOKyMeHTalus — 25 JIeT;

14) Tenemerpudeckas JOKyMEHTAIUS — 5 JIET;

15) ayanoBusyanbHasi JOKyMeHTalus — 3 roja;

16) sneKTpOHHBIE JOKYMEHTHI — 5 JIET.

CHocka. ITynkr 169 ¢ nsmMmenenueM, BHECEHHBIM NTOCTaHOBJIEHUEM [IpaBuTenscTBa
PK o1 09.02.2023 Ne 103 (BBoAUTCA B ACHCTBHUE MO0 UCTCYCHUU JIECATU KaJICHIAPHBIX
JTHEH TIOCJIe JTHS €0 MepBOro O(PUIMaIbHOTO OMyOJIMKOBAHMS).

170. Cpoxu xpaneHuss qokyMeHTOB HA®D B yacTHBIX apXuWBax OpraHU3aIui
YKa3bIBAKOTCS B JIOFOBOPaXx, 3aKI0YAaEMbIX B COOTBETCTBUU C IMYHKTOM 4 ctarthu 11
3akona Pecny0nuku Kaszaxcran "O HauunoHnansHOM apXxuBHOM (OHJE M apxuBax' UX



COOCTBEHHHKaMH C TOCYJapCTBEHHbIMU apxuBamu, ApxuBoMm I[Ipesunenra
Pecnybnuku Kazaxcran, bubnuorekoii IlepBoro Ipesunenta Pecnybnuku Kazaxcran
— EnGacer unmu MU O obnacteit, ropo10B peciyOIMKaHCKOTO 3HAUYCHUS U CTOJIUIIBI.

171. Ilepenaua nokymeHToB HA® Ha MOCTOSSHHOE XpaHEHHUE B TOCYJAPCTBEHHBIM
apXMB OCYILECTBIISIETCA HA OCHOBAHUY ONUCH 1€ JOKYMEHTOB ITIOCTOSSHHOT'O XPaHEHHUS
B COOTBETCTBUU C TpaduKoOM, YTBEP>KIECHHBIM PYKOBOJHUTENIEM OpraHU3aluu I10
COTJIACOBAHMUIO C T'OCYJAapCTBEHHBIM apxuBoM, ApxuBoM I[lpesunenra PecnyOinku
Kazaxcran.

172. Tlepenaya 3I€KTPOHHBIX JOKYMEHTOB (J1€J1) Ha MOCTOSIHHOE XpaHEHUe
oopMIIIeTCS aKTOM MpUeMa-TiepeIaynl dJIEKTPOHHBIX JIe] Ha MOCTOSHHOE XPaHEHUE
corjacHo (popme, yTBepKIaeMO YIIOJIHOMOYEHHBIM OPTaHOM.

173. Ilepenaga odopmirsieTcss aKTOM IMpHEMa-IIepeaadu, I1e JOMOTHUTEIHHO
IIPOCTABJISAIOTCS HOMEPA OTCYTCTBYIOIIMX JIE€JI, TOKYMEHTOB, IPUYMUHBI KX OTCYTCTBUS
— B [IPUJIAra€MoOM K aKTy CHPABKE C YKa3aHUEM MeEp IO PO3BICKY.

174. Ha oTCcyTCTBYIOIIME €A, TOKYMEHTBI, PO3BICK KOTOPBIX HE J1all PE3YJIbTATOB,
COCTAaBIISIETCS AKT 00 yTpaTe, yTBEP>KIAEMBbI PyKOBOAUTEIEM OpTraHU3ALNH.

175. YTpaueHHble NOJIUHHUKHU YIPABICHUYECKUX, HAYYHO-TEXHUYECKUX H
ayJIMOBHU3YaJIbHBIX IOKYMEHTOB 3aMEHSAIOTCS X 3aBEPEHHBIMU KOMUSMH.

176. IIpu oOHapYKEHUH PACXOKICHUN MEKIY KOJUUYESCTBOM €IMHUIL XPAHEHUS 110
UTOTOBOM 3aIlUCH B ONMCH M UX HAJIUYUEM K OMMCHU COCTABISETCS HOBas UTOTOBas
3aMuch, B KOTOPOM yKa3bIBAIOTCA (paKTUYECKOE KOJIMYECTBO MEPENaHHbIX U HOMEpa
OTCYTCTBYIOLIUX €AUHULL XPAHEHUSI.

177. Ilpn noAroToBKe Jiesl oCcTosTHHOTrO XpaneHnus ¢ nomerkont "JICII" k nepenaue
B COOTBETCTBYIOIIMI TOCyJapCTBEHHbIA apxuB, ApxuB [Ipesuaenta PecnyOnuku
Kazaxcran pemenue Bompoca o cHsatuu nometku "JCII" npunumaercs B
COOTBETCTBHH C 3aKOHO1aTeIhCTBOM Pecrybnuku Kazaxcran.

178. DneKkTpoHHbIE JOKYMEHTHI U MH(OPMALIMOHHBIE PECYPCHI MEepealoTCs Ha
roCyJJapCTBEHHOE XPAHEHUE C CONIPOBOAMUTEIBHBIM TMCBMOM, B KOTOPOM YKa3bIBaIOTCS
HOMEpPAa W HANMEHOBAaHUE OIHUCEHW, [TOKYMEHTbI, BXOISIIIME B KOMIUIEKT
COIIPOBOJIUTENIBHON TOKYMEHTAMHU, BUJI HOCUTEIIEH.

179. Ilpu nepenaye 371€KTPOHHBIX TOKYMEHTOB U HH(POPMAIIMOHHBIX PECYPCOB B
rocyaapcTBeHHbIl apxuB, ApxuB [Ipe3nnenta Pecniyonuku Kazaxcran nposepsitoTcs:

1) KOMIUIEKTHOCTD ME€pPEIaBa€MbIX IOKYMEHTOB;

2) KOMIUIEKTHOCTb M MPaBHJIBHOCTb COCTaBJIEHUS CONPOBOJIUTEIBHOU
JOKYMEHTALINU;

3) dbusznUecKkoe U TEXHUYECKOE COCTOSTHUE HOCUTETIEH;

4) HaIM4Ke BUPYCOB U MHBIX BPEIOHOCHBIX KOMIIBIOTEPHBIX TPOTPaAMM;

5) BOCHPOU3BOAUMOCTh KOHTPOJIBHBIX XapaKTEPUCTHUK MNPOTPaAMMHBIMH
CpeACTBaMM rocyaapcTBeHHOro apxuBa, Apxusa [Ipe3unenta Pecnybnuku Kazaxcrah.



180. B ciiyuae HECOBMECTUMOCTH MPOTPAMMHBIX CPEICTB, MPUMEHSAEMBIX JIS
BBIPAOOTKHU U MPOBEPKU KOHTPOJIBHBIX XapaKTEPUCTUK B MEePEIAIOIICH opraHu3aiuu 1
rocygapctBeHHOM apxuBe, Apxuse [Ipesunenra Pecyonuku Kazaxcran, paboTHUKH
rocygapctBeHHoro apxupa, ApxwuBa Ilpesunenta Pecnybnuku Kazaxcran B
NPUCYTCTBUU TPEACTABUTENSI OpPraHU3allMy 3aHOBO pa3padaThIBAIOT KOHTPOJbHbBIC
XapaKTEpUCTUKU CBOMMHU MPOrPaMMHBIMU CpelcTBaMH. JlaHHbIE KOHTPOJIbHBIE
XapaKTEPUCTHUKH YKA3bIBAIOTCS B aKTE€ IPUEMA-TIEPENAYH FJIEKTPOHHBIX TOKYMEHTOB.

B cnydae HenmpaBMIIBHOW MOATOTOBKH CONPOBOJMUTEIBHOM JOKYMEHTALUH,
HOCHUTENIA C DJECKTPOHHBIMU JOKYMEHTAMU W COIPOBOAUTEINIbHAS JTOKYMEHTAIUS
BO3BPAIAIOTCS B OPTAaHU3AIUIO HA JOPAOOTKY.

I'maBa 4. Y4er apXuBHBIX JOKyMEHTOB
IMTaparpa¢ 1. Ilopsnok ydera JOKyMEHTOB apXUBa OpraHM3aIwii

181. Yuery nmoanexar Bce XpaHsUIMecs B apXUBE JOKYMEHTBI, B TOM YHUCIIE
ANIEKTPOHHBIE, B TOM YHUCJIE HEOOpaOOTaHHbIE U HEMPOMPHUIIbHBIE AJI1 JAHHOTO apXHUBA.

182. Yuer »neKTPOHHBIX HOCUTEJIEH apXuBa OpPraHU3alluy, Pa3MEIICHHBIX B
KOKJIOM XPaHWIHILE, BEAETCA PAa3IeIbHO B COOTBETCTBHM CO CPOKaMHM XPaHECHUS
3aIlMCAHHBIX HA HUX BJIEKTPOHHBIX JOKYMEHTOB.

VYueTHble CBEeHUA MOTYT co3aaBatbesa npu nomou MC DA Ha oCHOBaHUU
BHOCUMBIX B HEE JTAHHBIX.

183. Yuer apXMBHBIX JOKYMEHTOB, B TOM YHUCJI€ JIEKTPOHHBIX, TPOU3BOJIUTCS
IyTEM NPUCBOCHUS €AWHUILIAM XPAHEHUS HOMEPOB, ABJSIOLIMXCS YACTHIO apXUBHOTO
mudpa.

ApXUBHBIA MUQPP COCTOUT M3 HOMEPOB apXUBHOrO (OHJIA, MPUCBANBAEMBIX
rocyJapcTBeHHbIM apxuBoM, ApxuBoM llpesuaenta Pecnybnuku Kazaxcran mocne
opopmIIeHUA MEPBOrO MOCTYIUIEHUS JOKYMEHTOB HAa MOCTOSIHHOE XpaHEHHE B
rocyJnapcTBeHHbld apxuB, ApxuB lIpesunenta PecnyOnuku Kaszaxcran ommcu gen
JOKYMEHTOB, €IMHULIBI XPAHCHUS.

184. OCHOBHBIMYM €IUHUIIAMH Y4YeTa JOKYMEHTOB HE3aBUCUMO OT BUJA HOCHUTEII,
croco0a ¥ TEXHUKH 3aKperyieHus: HGOpMAaIK SBIISIOTCS:

1) apxuBHbBIN (HOHJ, ApXUBHAS KOJUIEKLUS;

2) equHUIA XPAHEHUS.

185. YueTHble TOKYMEHTBI, KPOME OMUCEN 1€, JOKYMEHTOB, IPEIHA3HAYEHBI JIs
CITy»€OHOTO MOJIH30BaHUS U MOJIH30BATEISIM HE BBIIAIOTCS.

Bce yueTHble JOKYMEHTHI Ha OyMaXHBIX HOCHUTEIAX XpaHATCS B

apXMBOXPAHWIHUIIE B ceiax MM METAJUTMUYECKUX MIKadax.

186. OcHOBaHMAMU Ka)XJ0W 3alMCU B OCHOBHBIX YYETHBIX JOKYMEHTAX SIBJISIOTCS
MOCTYIUICHUE A€, JOKYMEHTOB, B TOM YHUCJIE 3JIEKTPOHHBIX, B ADXUB OPraHU3alnu, UX



BHIOBITHE W3 apXWBa OPTaHU3AIMHU B CBSI3U C Mepeadeii B apXuB APYyrond OpraHusaiuu
Wi rocyjapctBeHHbld apxuB, ApxuB Ilpesupenta PecnyOnuku Kazaxcran,
BBIJICJICHUE K YHUYTOXKEHUIO JIOKYMEHTOB, HE€ TMOJJIEKAIUX XPaHEHUIO,
HEOOHAPYKEHHEM JIOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUEPIIaHbl, HEUCITPABUMBIMHU
MOBPEKACHUSMH.

187. OCHOBHBIMH YYETHBIMU JOKYMEHTAMMU SIBJISFOTCS:

1) KHUTHK y4eTa MOCTYIUICHUS U BBIOBITHSI JOKYMEHTOB, B TOM YKCJIE€ SJIEKTPOHHBIX,
1o opmMaM, yTBEPKIAEMbIM YIIOJTHOMOYEHHBIM OPTaHOM;

2) onucHu Jed AOKYMEHTOB, OMHCHU JAed DJICKTPOHHBIX JTOKYMEHTOB (JI€J) IO
dbopmam, yTBEpK1aeMbIM YTIIOTHOMOUYEHHBIM OPTaHOM.

Omnucu aen JOKYMEHTOB, OMUCHU JIJT 3JIEKTPOHHBIX JTOKYMEHTOB (Z1€11) SIBISIOTCS
NEPBUYHBIM YUYETHBIM JOKYMEHTOM JUIsl yueTa JIeJ MOCTOSIHHOTO, JOJITOBPEMEHHOTO (
cBbliie 10 jeT) XpaHEeHHs U 110 JUYHOMY COCTAaBY.

[Ipu BBIOBITHMH BCEX /€] O KAKOH-TMOO 3aKOHYEHHOW OMUCH €€ HOMEp APYIUM
ornucsiM He npucBanBaerca. B rpade "[Ipumeuanue” mpoTuB Kaxk10#l BHIOBIBAIOIIEH
€MHULIBI XpaHEHUs CTaBUTCSl OTMeTKa "BriObL10".

[ToenMHUYHBIN yYeT OCYIIECTBIISECTCS MyTEM 3aKPEIUICHUS 3a KaXI0M €IUHULEN
XPAaHEHUS CAMOCTOATEIBHOTO HOMEPA.

CyMmMapHbBId y4yeT Jiell, TOKYMEHTOB, B TOM YHCJE 3JIEKTPOHHBIX, B OMHUCIX
JNOCTUTAETCS COCTABJIEHUEM HWTOrOBOM 3amucu K omucsM. B umrToroBoi 3amucu
YKa3bIBAIOTCSl KOJIMYECTBO CAWMHUIl XpaHeHHs (IudpamMu U B KPYTIBIX CKOOKax —
NPONUCHIO), TEPBBIM U MOCIECIHUN HOMEpa E€IWHMI] XPAHEHUS IO OIMUCH el
JOKYMEHTOB, OTOBAPUBAIOTCSI UMEIOIIHUECS TPOITYCKH HOMEPOB, €IMHULIBI XPAHEHHSI C
JUTEPHBIMU HOMEPAaMH, BHIOBIBIIINE €TUHUIIBI XPAHEHUSI.

3aKOHUYEHHBIE ONMCH JI€] JOKYMEHTOB, COCTOSIIIME U3 TOJAOBBIX PA3IEIO0B, UMEIOT
OOIIYI0 UTOTOBYIO 3aIIMCh KO BCEH OMUCHU B LIEJIOM.

Kaxnoe nzmenenue odbemMa e, JOKyMEHTOB B OMKCH JI€] IOKYMEHTOB, B TOM
YHUCJIe AJEKTPOHHBIX, CBA3AHHOE C BBIOBITHEM, MOCTYIUICHUEM, OOBEAUHEHUEM WU
pachopMHUpPOBaHUEM JIE]T, OTPAXKAETCSA B UTOTOBOM 3aIHMCH K OIHUCH.

Onucu aen TOKyMEHTOB CTPYKTYPHBIX MOJpa3AeieHU OpraHu3aluu, B TOM YHACIIEe
AJIEKTPOHHBIX, MOJUIEKAT XPAHEHHIO B JIeJIe apXUBHOTO (OHJIA 10 Mepeladuu el 3a 3TU
rojibl Ha TMOCTOSHHOE XPaHEHUE B TOCYJapCTBEHHBIA apxuB, ApxuB lIpesuaeHra
Pecny6nuku Kazaxcran niam BeIIeTIEHUS! K YHUUTOKEHUIO,

3) nucT-3aBepuTeENb Jena 1no Gopme, yTBepKAaeMon yIIOJTHOMOUYEHHBIM OPraHOM;

4) macmopT apXvBa OpTraHu3aluu 1Mo Gopme, YTBEPKIAEMOH YIIOTHOMOUYCHHBIM
OpraHoM;

5) neno apxuBHOTO POHA.

ApXUB OpraHU3alMK BIIPABE BECTU BCIIOMOTATEIbHBIE YUETHBIE JOKYMEHTBI: KHUTA
ydeTa JIBUKEHUSI apXUBHOTO (POHAOB (omuce, Aen), KHUra ydeTa Jell 1Mo JIMYHOMY



COCTaBy, KHUTA y4eTa JIOKYMEHTOB, IEPEJaHHbIX B JPYTUE€ apXMBBI, KHUTA y4eTa JIed,
BBIJICJIEHHBIX K YHUUYTOKEHUIO.

BcnomorartenbHble yuyeTHbIE JTOKYMEHTHI BEIyTCS Ha OyMa)KHOM W/MIIU
AIEKTPOHHOM HOCHUTEJE.

188. KHura ydeTa NOCTYIUIEHUS M BBIOBITUS JOKYMEHTOB, B TOM YHCIIE
AJNIEKTPOHHBIX, NPEJHA3HAYCHA U1 y4eTa BCEX TEKyLIUX M UTOroBbIX (Ha 1 AHBaps
KQXKJIOTO T0Jla) U3MEHEHUN O cOocTaBe W 00beMe apXUBHBIX (PoHIOB U jaen. Kuura
ydeTa MOCTYIUIEHHUS] U BBIOBITHUS JOKYMEHTOB CIIY)KHUT OCHOBOW JIJIsl COCTaBJICHUS
NacropTa apXyuBa OpraHU3alHUN.

Kaxnoe nocrymienue win BbIObITHE MOJIYYal0T CAMOCTOATEIbHBIN MOPSIKOBBIHI
HOMED.

Ecnu nmoctymiienne cocTOUT U3 JOKYMEHTOB HECKOJBKHX apXUBHBIX (POHJIOB, TO
JaHHBIE 10 KaXJAOMYy apXUBHOMY (OHAY (HaMMEHOBAaHME apXUBHOIO (OHMA, €ro
HOMEp, MPHU HAJIWYWU) 3aMUCHIBAIOTCA C HOBOM CTPOKHM 3a TEM K€ MOPSIKOBBIM
HOMEPOM.

E>kerogHo B KHUTE yyeTa NOCTYIUIEHUS U BBIOBITUSL JOKYMEHTOB MOJBOAUTCS UTOT
KOJINYECTBA MOCTYNUBIIUX U BBIOBIBIIMX 3a TOJ IOKYyMEHTOB.

189. Yuer Bcex MOCTYNUBIIMX B XPaHWJIUILE JIEKTPOHHBIX HOCUTEIEH apXuBa
OpraHu3alliyd BEAETCS B KHHUI€ ydeTa 3JIEKTPOHHBIX HOCHUTENEHW coriacHo (opwme,
YTBEPKIAEMOH YIIOJTHOMOYEHHBIM OPTaHOM.

Ha >xecTkuii KOpIyc 3JI€KTPOHHOTO HOCUTENS HAKJIEUBAETCS ITUKETKA COIJIacHO
(dopme, yTBepKIaeMON YIIOJTHOMOUYEHHBIM OPTraHOM.

Ha kaxnaplii 3aperucTpupOBaHHBIA B XPaHWIHILE JJIEKTPOHHBIA HOCHUTEND
3aBOJUTCS KapTOUKa 3JIEKTPOHHOTO HOCUTENSI apXUBa OpPraHU3aluy cOorjlacHO GopMe,
YTBEPKIAEMOM YITOTHOMOYEHHBIM OPTaHOM.

190. Jleno apxuBHOTO (hOHIA BEAETCS HA KaXAbld apXuBHbIA ¢GoHA. B Hero
BKJIFOYAIOTCS CIEAYIOIINE JOKYMEHTBI:

1) ucropuueckas crpaBka;

2) cxema cucTeMaTu3aly apXuBHOTO QOHJIA;

3) AUCTBI TPOBEPOK;

4) onucu Ael1, ONMKMCH J1eJ JIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX ITOAPA3ACICHAN
opraHu3zauuu (10 mepefadyd Jeia 3a 3TU ToAbl Ha TOCTOSHHOE XpAaHEHHE B
rocyaapcTBeHHbIl apxuB, ApxuB [Ipesunenrta Pecyonuku Kazaxcran uinum BeiieieHUS
K YHUUTOXEHUIO);

5) akThl nepenayu Jiell, JOKYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (1€1) Ha
IIOCTOSIHHOE XPaHEHNE B COOTBETCTBYIOLINI I'OCYIapCTBEHHBIN apXUB;

6) aKThI O BBIIECJIECHUN K YHUUTOKEHUIO JOKYMEHTOB, JIEKTPOHHBIX JOKYMEHTOB (
7eJ1), He TOJUIeKAINX XPaHEHUIO;



7) KapTOYKH y4yeTa HEOOHAPYKEHHBIX apXUBHBIX JIOKYMEHTOB, B TOM UHCIIC
AJIEKTPOHHBIX IOKYMEHTOB (J1€7);

8) aKThl O MPOBEACHUM MPOBEPOK HAIMYUSA U COCTOSIHUA JI€J, FIEKTPOHHBIX
JOKYMEHTOB (71e71) U APYTrue JNOKYMEHTHI, (DUKCUPYIOIIHME W3MEHEHUS B COCTaBE U
00beMe apXUBHOTO (POH/IA, BKIFOYAIOTCS B JIEJI0 apXUBHOTO (POH/IA TOTBKO C OTMETKOM
0 BHECEHHH U3MEHEHUI BO BCE YUETHBIE JOKYMEHTHI apXHUBa OpraHU3aluu.

AKTBI HYMEpYIOTCSI B IIpejieax apXuBHOro (OHJA MO BUAAM aKTOB B BaJlOBOM
HOPSIIKE.

Bce nokyMeHTHI B Jiefie apXUBHOTO ()OHJa pacroiaraloTcs B XpOHOJOTHYECKOM
MOCJIEIOBATEILHOCTH WX cocTaBieHus. Ha goxkyMeHTHl nena apxuBHOTO (GoOHIA
COCTABJISIETCSI BHYTPEHHSIS OIKCh, JUCTHI Jiejla HyMepyroTcs, K Jaeny QoHaa
oopMIIIETCSI TUCT-3aBEPUTEIb Jieia 1Mo GopMe, YTBEPKIAEMOU yIOITHOMOYCHHBIM
opranoMm. [lo Mepe momoiHEHHs apXUBHOTO (QOHIA JUCT-3aBEPUTENb Jelia U
BHYTPEHHSIS OMHUCh NIEPECOCTABIISIOTCSL.

Kaxnomy neny apxuBHOro ¢oHAa MPUCBAMBAETCS HOMEP COOTBETCTBYIOIIETO
apXuBHOTO (poHJA.

191. ITacnopt apxvBa OpraHU3alu COCTABIISIETCA €KETOJHO U OJWH pa3 B TPH
roJia MepesaeTcs B COOTBETCTBYIOLINN TOCY1apCTBEHHBIN apxuB, ApxuB [Ipe3uneHra
PecnyOonuku Kazaxcran juis gaiapHEHIEro BHECCHHs CBeaeHUU B LleHTpanbpHBIN
(GOHIOBBIN KaTaJor, BeJleHne KoToporo omnpezaeneHo 3akoHoMm Pecnyonuku Kazaxcran
"O HammonansHOM apxuBHOM (QoHze u apxuBax', B ToMm yucie mo MCOA.

192. Kaxnas enuHuIla XpaHECHUS HAYYHO-TEXHUYECKOW JTOKYMEHTAIUU
PETUCTPUPYETCS W YUUTHIBAETCS B OCHOBHBIX PETHUCTPALIMOHHBIX JTOKYMEHTaX,
MHBEHTapPHBIX KHUTaX U KAPTOUYKAX PErHUCTPAIlMU HAYYHO-TEXHUYECKON JOKYMEHTALINU
o ¢hopmam, yTBEPKAaEMbIM YIIOJJHOMOYEHHBIM OPTaHOM.

193. NuBeHTapHble KHUTU 3aIOJHSIIOTCS HAa OCHOBAHUU JAHHBIX OCHOBHOM
HAJIITMCU YePTEKEH, TUTYJIBHBIX JTUCTOB.

194. Ha noanuHHukax U ayOJMKaTax MNPOEKTHOM, KOHCTPYKTOPCKOI,
TEXHOJOTUYECKON JOKYMEHTAIIMK Ha OyMaKHOM HOCUTEJE, COCTOSIIMX U3 HECKOJIbKUX
JUCTOB, UHBEHTAPHBIM HOMEP MPOCTABISAETCS HA KaXKJIOM JIUCTE.

195. NHBeHTapHble KHUTU BEAYTCS OTHAEIBHO IO KaXJIOMy BHUIY
HAYy4YHO-TEXHUYECKOM  JOKyMeHTaluu  (IpOeKTHas,  KOHCTPYKTOpCKasl,
TE€XHOJIOTUYECKAs], HAYYHO-UCCIEA0BATENbCKAs, TATEHTHO-TUIEH3UOHHA ).

196. Perucrpanusi nOAJIMHHUKOB NMPOEKTHON JTOKYMEHTAMU MPOU3BOJAUTCS IO
OT/ICJIbHBIM CAMOCTOSITEIbHBIM YaCTSIM 10 MEpE MOCTYIUICHUS TPOCKTA.

OTnenbHblE MTHBEHTApHBIE KHUTH BEIyTCS Ha:

1) NOIMHHUKY TPOEKTHON JOKYMEHTAIIUH;

2) KOIUU MPOEKTHBIX JOKYMEHTOB JIPYTUX OpTraHU3aIui;
3) TUTIOBBIE MPOEKTHI.



Perucrpanus komuil NPOEKTHOM JOKYMEHTAIMU IPOU3BOAUTCA IIO
COpOIIIOPOBAaHHBIM TOMaM B KapTOUKaX y4eTa.

197. JIs1st KOHCTPYKTOPCKOM M TEXHOJIOTMYECKON JTOKYMEHTAllMU WHBEHTAPHbBIC
KHUTHU y4eTa MOJJIMHHUKOB U YepTEeXeH, MOCTYMAIUUX OT IPYTrUX OpraHu3alluid,
BEYTCS OTAEIBHO HA U3JEIUS OCHOBHOI'O M BCIIOMOTATEIBHOTO IPOU3BO/ICTBA.

IIpuHATHIE NOMIMHHUKN KOHCTPYKTOPCKOM M TEXHOJIOTMYECKON JOKYMEHTALUN
PETUCTPUPYIOTCS MTOJTUCTHO MO Y3JIaM.

Konuu KOHCTPYKTOPCKHX M TEXHOJOTHUYECKUX JTOKYMEHTOB, IOJYy4YEHHBIE OT
IpYruX OpraHu3anuii, PEerucTpUpPyrOTCS B OTICIBHOM WHBEHTAPHOW KHUIE U
KapTOYKax y4eTa, KOTOpPbIE COCTABISIOTCS Ha KaX/Iyl0 ManKy, ajab00M WIN OT/IEIbHbBIN
JOKYMEHT.

198. lns ydyera Hay4YHO-UCCIEI0BATENbCKON JOKYMEHTAIIUU BEAYTCS OTIEIbHBIC
MHBEHTapHbIE KHUTHU 110 (hopMe, YTBEPKIaEMOM YIIOJTHOMOYEHHBIM OPTaHOM.

199. IlaTeHnTHAs JOKyMEHTALMs PETUCTPUPYETCS B )KypHAJIaX PETUCTPALIUN 3aIBOK
Ha BblJauy MaTeHTa Ha u3o0peTeHue no (opme, YTBEpKAAEMON YIOJIHOMOUYEHHBIM
OpPraHOM.

200. CBeneHus 0 KaKI0M €MHULIE XPAHEHHUSI SJIEKTPOHHBIX JOKYMEHTOB BBOASTCS
B YYeTHYI0 0a3y JaHHBIX WIM YYETHYI0 KapTO4yKy Mo ¢opme, yTBEepKIaeMou
YIOJIHOMOYEHHBIM OPIaHOM.

DJEKTPOHHBIE TOKYMEHTHI YUUTBIBAIOTCSI B COCTABE apXUBHOI'O (POHAA MO OMUCSIM
AJEKTPOHHBIX JTOKYMEHTOB IMOCTOSIHHOTO XpaHEHUs, €AWHULIAM XpaHEHUs WU
eauHuuaM yuyeta. UHpopmannoHHbli 00bEM TOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSX
uH(pOopMaIK yKa3bIBaeTcsl B Merabaiirax (manee — MOT).

201. IMoctynieHue 3IEKTPOHHBIX JOKYMEHTOB HAa BPEMEHHOE XPaHEHUE B
AJEKTPOHHBIN apXUB OpraHU3alliy YYUTHIBAE€TCS B OOLIEH KHUTE MOCTYIUICHUS U
BBIOBITHSI TOKyMEHTOB.

202. MI3MeHeHne KoIu4ecTBa eAMHUIL] XpaHEHUS W/WiIu HHPOPMALIMOHHOTO 00beMa
AJEKTPOHHBIX JAOKYMEHTOB, MPOU3OLIECAIINX B PE3yJbTaTe NEPE3anucud Ha HOBBIE
HOCHUTEJIN WM MUTpaluu (KOHBEPTUPOBAHUA), GUKCUPYETCA B aKTE€ O MEpEe3annucu U
MUTPALMK IO OpMeE, YTBEPKAAEMON YIIOJTHOMOYEHHBIM OPraHOM, B HOBO UTOTOBOI
3aIMCH K OIHMCH dJIEKTPOHHBIX JTOKYMEHTOB.

203. B macnoprte apxuBa OpraHu3alllH, XPaHSIIIETO 3JIEKTPOHHBIE JOKYMEHTHI,
YUUTBIBAIOTCS crienuduyeckue HHGOPMalMOHHbIE PECYPChl, HE UMEIOLINE aHAJIOTOB
Ha OyMa)KHbIX HOCUTEJISIX.

204. [l 31eKTpOHHBIX JOKYMEHTOB BCIIOMOTATEIbHBIM YYETHBIM JOKYMEHTOM
ABJISIETCS JKypHAJI ydeTa MUTpalUU U IEepe3anuceld dJEKTPOHHBIX JTOKYMEHTOB IIO
dopme, yTBepKIaeMON YIIOTHOMOUYEHHBIM OPTaHOM.

IMaparpad 2. Ilopsmok ydera u BeneHHs 0a3 JaHHBIX



205. IlepedeHb peKBU3UTOB YUETHBIX 0a3 JaHHBIX COCTABIISIETCS B COOTBETCTBHH C
OCHOBHBIMHU TOKa3aTeIsIMU, ONHUCHIBAIOIIUMH OOBEKT yyeTa — apXUBHBIM (HOHI,
€IMHULIA XPAaHEHHMs, €AUMHULA ydeTa, IpyIa €IWHUL XPaHEHUs, €IUHHUI] yYyera,
BKJIFOYEHHBIX B COOTBETCTBYIOIIYIO OMUCH AEN TIOKYMEHTOB.

206. Yuernesle 0a3bl JaHHBIX JEUCTBYIOT BO B3aMMOCBSI3M C JAPYTHMU
uH(pOpMaIIMOHHBIMU 0a3aMU JaHHBIX, UMEIOIIMMUCS B apXWBE OpraHu3aluu, |
OTBEYAIOT TPEOOBAHHUIO COBMECTHMMOCTH C COOTBETCTBYIOIIMMH YYETHBIMU Oazamu
JTAHHBIX TOCYAapCTBEHHBIX apxuBOB, ApxuBa [Ipesunenra Pecnyonuku Kazaxcran.

B yueTHbIX 0a3ax IaHHBIX UCIHOJIb3YIOTCS TaHHBIE PEKBU3UTOB TPAJIUIIMOHHBIX
OCHOBHBIX YYETHBIX JOKYMEHTOB.
207. YuetrHble 0a3bl JaHHBIX 3aMOIHSIIOTCA Ha OCHOBE YUETHBIX JOKYMEHTOB.

I'maBa 5. Ucnos30BaHME apXUBHBIX JOKYMEHTOB

IMaparpad 1. Ilopsmok onmcaHus apXUBHEIX JOKYMEHTOB JUI1 HayIHO-CIIPABOYHOTO
ammapara

208. ApxuB opranuzauuu mnpenpocrtapisieT mnosab3oBatenro HCA (
CIIPaBOYHO-TIOUCKOBBIE CPEACTBA) K APXUBHBIM JOKYMEHTAM.

209. Cucrema HCA apxuBa BKJIFOUAET OCHOBHBIE apXUBHbBIE CIIPABOYHUKH (OIMHCh
Jel TOKYMEHTOB, NMyTEBOAUTENb, CUCTEMAaTHYECKUM KaTalor) U JAOMOJHUTEIbHbIE
apXWBHBIC CIPaBOYHUKHU (yKazaTenb, 0030p). IllemecooOpa3sHOCTh BeaeHUS
JOTIOJIHUTENIbHBIX APXUBHBIX CIPABOYHUKOB YCTAHABIMBAETCS APXUBOM OPraHU3ALNH.

210. B cucreme HCA peanu3yroTcsi TpeeMCTBEHHOCTh YUYETHO-CIIPABOYHOTO
anmapara, CO3JaBa€MOr0 B JIEJIONPOU3BOJACTBE M apXMBax OpPraHU3alMi, €ro
coBmenieHne ¢ cucreMod HCA rocymapcTBeHHbIX apxuBoB, ApxuBa lIpesmaeHra
Pecniy6nuku KazaxcraH.

[IpeemcTBeHHOCTh cuctemMbl HCA apxuBOB OpraHuM3alid OCHOBBIBAETCS Ha
€AMHCTBE TPEOOBAHUI U PHUHIIMIIOB €€ MOCTPOEHUS.

211. Onucanue apXUBHBIX JOKYMEHTOB, JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB (
co3gaHue MHPOPMALIMH VISl ApXUBHBIX CIIPABOYHUKOB) IPOBOJUTCS HA TPEX YPOBHSX:

1) apxuBHbIN (OH]T;

2) equHULA XPAaHEHUS;

3) apXUBHBIN JOKYMEHT.

212. OCHOBOM apXMBHOIO CIPABOYHHKA SIBIISIETCS ONMMCATENIbHAs CTaThs,
coJiepKallas CIeayroIIue CBEICHHUS:

1) unentudunupytomas uHdpopmanus (Ha3BaHUE U CIPABOYHbBIEC JaHHbIE
apXuUBHOTO (POHIA, EAMHUIIBI XPAHEHHUS);

2) cocTaB U coJiep)KaHre UHPOpMALIUK;

3) yciioBUs JOCTYIIa U UCIIOJIb30BAaHUS MH(OpPMALUY;



4) ucropust apxuBHOTO (HOHA.

213. Ilpu HeoOXOAMMOCTH B ONHUCATEIbHYIO CTaThi0 BKIIOYAIOTCS
JOTIOJITHUTEIBHBIE CBEJICHUSI O MECTOHAXOXJIECHUH OPUTHMHAJIOB, HAJTMYUU APXUBHBIX
JIOKYMEHTOB OPTaHU3aINH, JIEKTPOHHBIX aPXUBHBIX JTOKYMEHTOB B COCTaBE JAPYTUX
apXUBHBIX (POHJIOB U MECTaX MX XpaHeHHUs, Oubimorpadus u npyrue.

214. OnucatenbHas CTaThsi apXUBHOTO CIIPABOYHUKA HAa YPOBHE apXUBHOTO (hoHIA
BKJIFOYAET:

1) Ha3Banue apxuBHOTO (HOHNA;

2) cripaBo4HbIE JaHHbIE 00 apXUBHOM (hoHAE (apxHuBHBIN mupp (HoMep GoHa),
o0beM apxuBHOTO (OHAA B €IUHUIIAX XPAHCHHS MO BHUJIaM JOKyMEHTAIlUU, KpaHue
JIaThl ApPXUBHBIX JIOKYMEHTOB [0 KaXJIOMYy BHAY JIOKYMEHTAIlMH, TepeueHb
UMEIOIIET0Cs] BHYTPU(OHIOBOTO HAYYHO-CIIPABOYHOTO AIapaTa);

3) UCTOPUYECKYIO CIIPABKY K ApXUBHOMY (POHITY;

4) aHHOTAIMIO O COCTABE U COACPKAHUU APXUBHBIX TOKYMEHTOB;
5) uadopmaruio 00 yCIOBHAX TIOCTYIIA;

6) 6ubnuorpaduro.

215. OnwucarenbHasl CTaThbsl apXMBHOI'O CIPABOYHHUKA HA YPOBHE €IUHHIIBI
XpaHEHHUsI BKIIIOYAET:

1) nopsaKOBBI HOMEP €IMHUILIBI XPAHEHUS,

2) npeXHUI perucTpalliOHHbIA HOMED;

3) 3aroJ0BOK €IMHUIIBI XPAaHEHUS,

4) cripaBo4HbIE JaHHBIE 00 €TMHULIEC XPAHECHHUS;

5) yka3zaHue Ha MOJJIMHHOCTh WJIH KOIMIMHOCTB;

6) yKazaHue BUa HOCUTEINS WK CIIOCO0a BOCIIPOU3BEACHUS;

7) undopmanuio o0 yCIOBUSX IOCTYIA, SI3bIKE U BHEIIHUX OCOOEHHOCTSX
ApPXMBHBIX JIOKYMEHTOB €AMHUITBI XPAHCHHSI.

3aroJIOBOK €IWHUIILI XpPaHEHUS YNPABICHUECKOW NOKYMEHTAIMH, €IMHUIIBI
XpaHEHUS apXUBHBIX JOKYMEHTOB JHUYHOTO MPOUCXOXKIAEHHUS, B TOM YHCIE
ANEKTPOHHBIX, BKJIIOYAET HAMMEHOBAHHME BHUJA apXHWBHBIX JOKYMEHTOB, aBTOPa(OB)
apXUBHBIX JOKyMeHTa(OB), aapecaTta(oB) WJIM KOPPECHOHAEHTA(OB), KOTOPHIM
HaIPaBJICHBI WM OT KOTOPHIX MOJYyYEHBbI JOKYMEHTBI, BOIIPOC WM MPEIMET, Ha3BaHUS
coObITHS, PakTa, MECTHOCTH, (paMUJIMM U MHUILIMAJIOB JIMIA, K KOTOPHIM OTHOCHUTCS
coJiep KaHue YKa3aHHBIX JOKYMEHTOB, TaThl COOBITHH.

B cnydae oTcyTcTBUS HEOOXOAMMBIX CBEIACHUNM B 3arojOBOK BKIIOYAETCA
uHdOpMaIus MOSCHUTEIBHOTO XapakTepa — "aBTop He ycTaHoBieH", "0e3 patel”, "He
panee .... 1.".

3arog0BOK €IMHUIBI XPAHEHUS MPOEKTHON MU KOHCTPYKTOPCKOUN JOKYMEHTAIINU
BKJIIOYaeT mudp oO0beKTa, HAMMEHOBAHHE MPOEKTA, CTAJUI0, 4acTh, HOMEP TOMa,
aBTOPA, TOJl OKOHYAHHSI pa3pabOTKH.



3aroyioBOK €IMHUIIBI XPaHEHUs] KUHOBHUCOJIOKYMEHTa BKIIIOYAeT aBTOPCKOE
Ha3BaHWe (QuUiIbMa, CIENBBINYCKAa, KUHOXYpHala WM Ha3BaHHE COOBITHUS,
OTPaXEHHOTO B KMHO- WJIM TEJECIOXkKeTe, JaTy MPOU3BOACTBA W/WIM AATy CHEMKH,
(amMIIINY ¥ THUIHATIBI PEKUCCEPA U/WITH ONIEpaTopa ChEMKH, SI3bIK JIOKYMEHTA.

3arosoBOK €AMHUIIBI XpaHEHUs1 (POHOJOKYMEHTa BKIIIOYAET Ha3BaHHE U KaHP
(GhOHOIOKYMEHTa, Ha3BaHUE, MECTO U JaTy OTpaxeHHOTo coObiTusA. [Ipu oTcyTCcTBUUM
Ha3BaHUS (POHOJOKYMEHTAa YKa3bIBaIOTCS OCHOBHOE COJIEpXKaHUE TeJe- WU
paauoniepenayu, BBICTYIUIEHUs, Oecelabl W Jpyroe. 3arojioBOK €JAMHUIIBI ydeTa
(GOHOOKYMEHTa, COJEpIKAIEro 3aluch MPOU3BEACHUS JTUTEPATyphl M HCKYCCTBA,
BKJIIOUAET Ha3BaHHWE MPOU3BEICHUS U €ro KaHp, NEPBYIO CTPOKY TEKCTa, KOTOpas
3aKJIFOYAeTCsl B KaBBIYKH, €CITH (POHOJOKYMEHTOM SIBIISIETCSI HE MMEIOIIee aBTOPCKOTO
Ha3BaHUA U He ONMyOJIMKOBaHHOE paHee MPOou3BeIeHne, PaMIIIMK U HHUIIUAJIbl aBTOPOB
W/WJIM UCTIOJIHUTENIEH KaK caMOro MPOU3BEIEHUs, TaK U ero 00paboTOK, MEPEIOKEHUH,
HIEPEBOIOB, S3bIK (HOHOJOKYMEHTA.

3aroJIoBOK €AMHUIIBI XpaHeHUs (OTOJOKYMEHTa BKJIIOYAET OMUCAHUE
n300pakeHus Wid Ha3BaHue (hoToanbOoma, ciiaiiia, HeraTuBa, (PaMUINI0 U UHUIUATIBI
aBTOpa, MECTO U ATy CHEMKHU.

CrpaBoYHbIC aHHBIE O €AUHUIE XPAHCHHS BKIIOYAIOT AJEMEHTHI apXUBHOTO
mudpa (HoMepa apxuBHOTO (HOHAA, HOMEpA OMHUCH AeJl JOKYMEHTOB, HOMEpa EIMHHIIBI
XpaHeHHs), JaHHble oObeMa EIMHUIBI XpaHEHMs, KpalHHe JaThl apXUBHBIX
JOKYMEHTOB, JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB.

Nudopmanus 06 ycinoBUsIX 10CTyMA, SI3bIKE U BHEITHUX OCOOEHHOCTSIX apXUBHBIX
JOKYMEHTOB, €IWHWIIBI XPaHEHUs BKIIOYAET CBEACHUS O HAIMYUHU aAPXUBHBIX
JOKYMEHTOB, 3JIEKTPOHHBIX apXMBHBIX JOKYMEHTOB, JOCTYI K KOTOPBIM OIpaHUYEH
3aKoHoAaTenbcTBOM PecnyOnuku Kazaxctan wim (poHmooOpa3oBaTeneM, a Takxke
CBEJICHUS O HAJUYUU MOJJIMHHUKOB OCOOO IIEHHBIX JOKYMEHTOB, B TOM YHCJE
JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAI[MOHAIBLHOTO IOCTOSIHHUS PecmyOmmku
KazaxcTan u HaxonAfIIUXCS B HEYAOBIETBOPUTEIBHOM (PU3UYECKOM COCTOSHUH,
Hanuyud (OHAA TOJb30BAHMS, S3BIKE W BHEIIHUX OCOOCHHOCTSX AapXHUBHOTO
JTOKYMEHTA.

OnucaTenpHast CTaThs OOMOJHSETCS Ha3BaHHEM apXUBHOTO (GOHIAa U €ro
CTPYKTYpPHOU YacTu (OMKCH el TOKYMEHTOB, OTUCH AJIEKTPOHHBIX JOKYMEHTOB ([I€),
aHHOTAIlMeN OTIEIbHBIX APXMBHBIX JOKYMEHTOB WJIM MX TPYMNN JAaHHOW €IUHUIIBI
XpaHeHUsl.

216. OnucarenpHas CTaThsi apXMBHOT'O CIPABOYHHMKA HA YPOBHE ApPXUBHOIO
JIOKyMEHTa BKJIIOYAET:

1) 3aroJ0BOK apXWBHOTO JOKYMEHTA, FIEKTPOHHOT'O aPXUBHOTO IOKYMEHTA;

2) cripaBOYHbIE JJaHHBbIE 00 apXHUBHOM JIOKYMEHTE, 3JIEKTPOHHOI'O apXHBHOTO
JTOKYMEHTAa;



3) yka3zaHue Ha MOJIMHHOCTH/KOMMUMHOCTS;

4) By HOCUTEIS (MJIM CTIOCOO BOCIIPOU3BEACHUS);

5) uadopmanuio 00 yCIOBHSIX TOCTYIIA, SA3bIKE W BHEIIHUX OCOOCHHOCTSX
apXUBHOTO JJOKYMEHTA, SJIEKTPOHHOI'O apXUBHOTO JIOKYMEHTA.

3aroJloBOK apXMBHOTO JIOKYMEHTA, 3JIEKTPOHHOTO apXWBHOTO JOKYMEHTa
BKJIIOYAET HAMMEHOBAHME BHUJA apXMBHOIO JOKYMEHTa, aBTOpa, ajapecara WU
KOPPECIOHAEHTA, KOTOPOMY HaIpaBJIeH UM OT KOTOPOTO MOIYUYEH IOKYMEHT, BOIIPOC
WIN TIpeaMeT, coObITHE, (akT, JHUI0, HA3BAaHWE MECTHOCTH, K KOTOPHIM OTHOCHUTCS
COJiep’KaHUE YKa3aHHOrO JOKyMEHTa, JaTy coObiTus. B ciydae oTCyTCTBUSA
HEOOXOJMMBIX CBEJICHUM, B 3aroJOBOK BKIIFOYASTCS MOsICHsIomas uHQopmanus: "
aBTOp He yctaHoBjeH", "0e3 marbl". [Ipu HEOOXOAUMOCTH 3aroJIOBOK JIOTIOTHSETCS
AHHOTAIMEN, PacKpbIBAIOIIEH HE OTPaKEHHOE B 3aroJIOBKE COJIEpKAHHUE JTAaHHOTO
NOKYMEHTA.

CnopaBouHble JaHHBIE 00 ApPXMBHOM JIOKYMEHTE, JIEKTPOHHOTO apXUBHOTO
JIOKyMEHTa COCTOAT U3 JIEMEHTOB apXUBHOrO Imudpa (Homepa (hoHa, HOMepa ONMUCH
Jiel TOKYMEHTOB, HOMepa €IMHUIIbI XpaHEHHUsI, HOMEPOB JIUCTOB), 00beMa (KOJIUUYeCTBa
JIUCTOB) apXUBHOTO JOKYMEHTA, JaThl €r0 CO3/IaHMs.

Nudopmanus 06 ycnoBusix A0CTyNa, sI3bIKE U BHEIIHUX OCOOEHHOCTSX apXUBHOIO
JIOKYMEHTa, B TOM YHUCJIE JIEKTPOHHOTO apXUBHOI'O JIOKYMEHTA, BKIIFOYAET CBEJICHHUS
00 OrpaHMYeHUHU JOCTYyNa K apXMBHOMY JOKYMEHTY 3aKOHOJATENbCTBOM PecryOinku
Kazaxcran wunm ¢QonmooOpa3oBaTenem, cratryce 0co00 IIEHHOTO JOKYMEHTa,
JIOKYMEHTa, OTHECEHHOTr0 K OOBEKTaM HAaIlMOHAJIBHOTO JOCTOSAHUS PecmyOnuku
Kazaxcran u/wnm Haxoasmerocsi B HEY10BJICTBOPUTEIIHLHOM (PU3UUECKOM COCTOSTHUU,
SI3BIKE ¥ BHEITHUX OCOOCHHOCTSIX apXUBHOTO JOKYMEHTA.

217. Bun eaquHuLbl XpaHeHUs (1710, MepenucKka, JOKYMEHThI, peecTp, albooM,
KypHaJI, KHUTA U IPYyTO€) UM TOKYMEHTOB (IIPOTOKOJIbI, JOKIAIbl, IPUKA3bl, OTYETHI,
aKThl BOCIIOMUHAHMS, CTaThU, POMaH, 3allUCHBIC KHIKKHU), XapaKTEPU3YIOIIUX COCTaB
€IMHULIBI XPAHEHUS, YKA3bIBAE€TCSA B HA4aJIe 3ar0JI0OBKa.

3aroioBKU CyJI€OHBIX, CIIEICTBEHHBIX, JUYHbBIX, IEPCOHAIBHBIX, apOUTPAKHBIX U
IpYyTUX JIeJI, COJIep’KalluX JOKYMEHTBI, CBSI3aHHBIE IOCJIEJ0BATEIbHOCTHIO
JEIOMPOU3BOACTBA 10 OJTHOMY BOIIPOCY, HAUMHAIOTCS CO cloBa "aeno".

3arojIoBKU €UHUILl XpaHEHUsI, COJIEPKAITUX HE CBSI3aHHbBIE MOCIIEI0BATEIbHOCTHIO
JEJONPOU3BOACTBA JIOKYMEHTHI MO OJHOMY BONIPOCY, NTOKYMEHTBHI-IIPUIIOKEHUS K
OCHOBHOMY JIOKYMEHTY (MpHKa3y, pacOPSKEHUIO, IPOTOKOJY) WU Pa3HOPOIHBIE 1O
BUJYy TOKYMEHTHI apXUBHOTO (POH/IA TUIYHOTO TIPOUCXOK/ICHHUS, HAYMHAIOTCS CO CIIOBA
"moKyMeHThI". B KOHIIe Takoro 3arojioBka B CKOOKaX YyKa3bIBalOTCS BHJbI ITHUX
JIOKYMEHTOB.

B 3arosioBke eQuHHIBI XpaHEHMS, BKIKOYAIOUIEH MEPENHUCKY, YKa3bIBAKOTCS
opulMaIbHbIE HAUMEHOBAHUS KOPPECIIOHJICHTOB M BOMPOC (MpeaMeT) nepenucku. B



clydae BEJCHMS NEPENUCKU C OJHOPOAHBIMU KOPPECHOHAEHTAMHU, B 3arojIOBKE
yKa3bIBaeTcs 0011ee BUI0BO€ HAMMEHOBAHUE KOPPECTIOH]ICHTOB.

N3noxenue Bompoca (mpeamera), OTPaKarolIero CoJepKaHue JOKYMEHTOB,
SIBJISIETCSI OCHOBHOM YacThIO 3arojioBKa M JIaeTCsl MOCe YKa3aHus BUJIA Jieja, aBTopa,
KOppECHOHICHTA (aapecara) JOKYMEHTOB.

218. Ilpu cocTaBlieHMM 3aroJIOBKOB €JUHHIl XPAaHEHUS C
OpraHu3aIlMOHHO-PACTIOPAIUTEILHON JOKYMEHTAIUE OJHOrO0 BHUAA B 3aroJIOBOK
BBIHOCUTCSI HAMMEHOBAHUE JOKYMEHTOB BO MHOKECTBEHHOM YHCJIE C MPOCTABICHUEM
UX KPaTKUX HOMEPOB.

219. Tlocne ob6o3HavueHUs BHUAA Jejia WIW BUJIAa JOKYMEHTOB B 3aroJIOBKE
YKa3bIBa€TCsl aBTOP BXOASIIMX B JEJIO0 JIOKYMEHTOB. Eciu aBTOpOM JOKYMEHTOB
SIBJISIETCSA OpraHu3alus, B eI TEIbHOCTH KOTOPOH OHU OTJIOKUIINUCH, B 3aTOJIOBKE Jeia
HAaMMEHOBAaHME OPraHMU3allMU WM OIYyCKAETCs, UM MPUBOAUTCS €ro o0IIee BUIOBOE
HaMMEHOBaHUE (KOMHUTET, CY]l, KOMUCCHSI).

220. JIaTbl, K KOTOPBIM OTHOCSATCS U3JIOKEHHBIE B IOKYMEHTaX COOBITHS, BHOCITCS
B 3ar0JIOBOK, €CJIM TOYHAs JaTa OTPakaeT UCTOPUUECKUE CBA3U MEXKIY COOBITHSIMU U
dakTamu 1 HeOOXOAMMA JIJIsi TOHUMAHUSI KOHKPETHOTO COJIepKaHus JOKYMEHTOB.

221. Ecnu geno COCTOUT U3 OJHOTO JOKYMEHTA, TO B 3ar0JIOBKE YKA3bIBAIOTCS BUJL
JIOKYMEHTa, OT KOI'0 OH UCXOAUT, KOMY aJIpeCOBaH, €ro JaTa U KpaTKoe CoJIepKaHue.

222. B eauHUIIaX XpaHEHHMs, COCTOSIIMX M3 IJIAHOB U OTUETOB, B 3ar0JOBKE
yKa3bIBaeTcs roj (mepuoj), Ha KOTOPhIA COCTABJIEH IUIAH WJIU 33 KOTOPBIA COCTaBIICH
OTYeT.
3aroJ0BKH €UWHUIl XPAaHEHMs, COJACPXKAIIUX CTAaTUCTUUYECKHE OTYETHI,

COCTAaBJISIFOTCS C YKa3aHUEM HOMEPOB ()OPM CTaTUCTUYECKON OTUYETHOCTH.

223. Eciu 1eyo COCTOUT U3 HECKOJIbKUX TOMOB (4acTeii), BceM ToMaM (4acTsiMm)
naeTcs oOIui 3arojoBOK, a 3aTeM (Ipu HEOOXOIWMOCTH) JENaeTCs YTOYHEHUE
coZepKaHUsl KaXXJ0ro ToMa (4acTh) B OTACIBHOCTH, B IOCIEIHEM TOME (YacTH)
nobapiseTcs ¢ioBo "mocueauui” ("mocmemHss").

224. Oco060 IeHHBIC JOKYMEHTHI, IOKYMEHTBI-IIPUIIOKEHUS K OCHOBHOMY
JOKYMEHTY, TJOKYMEHTBI OpraHU3alui-NpeIIIeCTBEHHUKOB, TOKYMEHTHI, COJIEpKaIIUe
CBEJICHHS IO JUYHOMY COCTaBy, UMEIOIME CIPABOYHOE 3HAUCHHE, JOKYMEHTHI,
HaJW4yMe KOTOPBIX B JAHHOM JIeJIe HE MOXKET OBbITh OMPEACIICHO IO €r0 3aroyioBKY,
AHHOTUPYIOTCA.

225. Annotanus ohopmIIsieTcsl MOCye 3arojoBKa ¢ KPACHOM CTPOKH.

[Ipy aHHOTUPOBAHUYU MEYATHBIX MAaTEPUATIOB YKA3bIBAIOTCS BUJ JOKYMEHTA, €r0
HAaMMEHOBAaHUE WJIM HaydaJbHbIE CJIOBA JOKYMEHTa (IIPU OTCYTCTBUU HAMMEHOBAHMS),
BBIXO/IHBIC JJAHHBIE.

B aHHOTanMgX 4epTEeKHBIX U IPYTUX U300pa3UTENbHBIX MATEPHAIOB YKA3bIBAIOTCA
Marepua, Bull, GopmMaT JOKYMEHTa U CIIOCO0 €ro UCMOTHEHNUS, ISl KapT — MacuTao.



B xonre anHoTamnuu nojx pyOpukoi "ynmoMuHAIOTCA" yKa3bIBalOTCS UMEHA JIHII,
HAaWMMCHOBAHUS OpTraHW3alui, Treorpaduyeckue HAWMCHOBAHHWS M CBEJCHWS,
yIOMHHAWIIMECS B JOKYMEHTaX M HWMEIIINE CYIIECTBEHHOE 3Ha4YeHue (
NEPEUUCTISIOTCS).

226. B KOHIIE aHHOTAllMKU IPUBOAATCS HOMEPA JIMCTOB AaHHOTHPYEMBIX JOKYMEHTOB
, CTeTICHb TTOAPOOHOCTH cBeneHui ("kpaTkue cBeaeHus", "moapodHoe coodiienue").
[Ipu 3HaunTENBHBIX OOBEMax AHHOTHPYEMBIX JTOKYMEHTOB AHHOTAITUS
COCTaBJISICTCS HAa OTACIBHOM JIUCTE U BKJIAJBIBACTCS MEXKIY OOJOKKOW M MEpPBBIM
JUCTOM JOKYMEHTA.

IMaparpa¢ 2. Ilopsnok JaTHPOBKH JOKYMEHTOB IIPH OIACAHUA

227. OnucaHue MpaBOBBIX aKTOB, TBOPYECKOM JOKYMEHTALMU, JOKYMEHTOB,
KaCarOIINXCSl MPaB U 3aKOHHBIX WHTEPECOB TpakaaH, (UHAHCOBBIX JOKYMEHTOB, JE
10 OJTHOMY BOIIPOCY, @ TaKxK€ TOKYMEHTOB, ISl KOTOPBIX JaTUPOBKA MMEET BaXKHOE
3Ha4YeHUE (JIOKJIA/bl, JIUCTOBKH, CTEHOIPAaMMBbl, MUChMA), Aata (YUCI0, MECSI], TOJ),
0(OPMIISIFOTCSI CIIOBECHO-IIM(POBBIM CITIOCOOOM.

228. HavanpHO# n1aToW Aena, B TOM YHUCIE SJIEKTPOHHOTO, SABISETCS aaTa
COCTaBJIeHUs (pETHCTpallMii) CaMOro pPaHHEro JOKYMEHTa, KOHEYHOM — jJara
COCTaBJIEHUsI (PETUCTpAIlMK) CAMOT0 MO3HEr0 JTOKYMEHTA.

J1aThl NpaBOBBIX AKTOB YKA3bIBAIOTCS 10 BPEMEHH MX MOJANUCAHUS (YTBEPIKICHHUS).
Ecnu nokyMeHTBI HE TaTUPOBAHBI, AaThl YKa3bIBAIOTCS MO BPEMEHHU OMYyOJIUKOBAHUS
WJIM BBEJICHUS B JICHCTBHE.

Jjist mporpamMm, IJIaHOB, CMET PAacX0JI0B, IITATHBIX PACTIMCAHUM, OTYETOB KpaitH1e
JaThl HE TPOCTABIISIOTCS.

Ecnu B nene TOKyMEHTBI-IPUIIOKEHUSI JaTUPOBAHbl paHEE NMEPBOr0 JOKYMEHTA
Jieia, TO UX AaThl OTOBAPUBAOTCS C HOBOUM CTPOKHU — "UMEIOTCSI JOKYMEHTHI 3a... TO1'".

KpaitHuMu atamu perucTpaliMOHHbIX KHUT U )KYPHAJIOB SIBJISIFOTCS JaThl IEPBOMl U
MMOoCJIeJHEH 3aIMCH.

KpaitHumu natamu aena, COCTOSAIIETO U3 KOMUHUHBIX TOKYMEHTOB, U3TOTOBJIEHHBIX
WM TOJNy4YeHHBIX (oHA000pa3oBaTENEM 3HAUUTEIBHO T03XE CO3JaHHUS HUX
NOJJIMHHUKOB, SIBJISIIOTCA JaThl HW3TOTOBJICHUS KONWN (AaThl MNOJJTUHHUKOB
YKa3bIBAIOTCS B 3ar0JIOBKE).

B cnywae, ecnu neyno HayaTo B OJJHOW OpraHU3alllM, a 3aKOHYEHO B JIPYroW,
YKa3bIBAalOTCSl TPH JaThl: JaTa 3aBEACHHS Jiea B JEJIONPOU3BOACTBE IMEPBOM
OpraHu3alliy, Jara MOCTYIUIEHUS! €ro BO BTOPYIO OpPraHM3allMI0 U J1aTa 3aBEpUICHUs
€ro B JICTIOTPOU3BOJICTBE MOCIEAHEH OpraHu3aiuuy (epBbie IBE AaThl 0003HAYAIOTCS B
BUJIC TpoON).

IMaparpa¢ 3. Ilopsnok cocTaBIeHHI OIUCH A€ JOKyMEHTOB



229. Onuchk aen JOKYMEHTOB, B TOM YHUCJE DJIEKTPOHHBIX, COCTOUT U3
OTNHUCATENBbHBIX CTaTeW €IUHUIl XpaHEHHS WIM €IUHUI] y4ueTa, UTOTOBOM 3alllCH,
JUCTa-3aBEPUTEIIS U CIIPABOYHOTO ariapaTta K OMUCH.

230. OnucarenbHas CTaThsl OMUCH BKITFOYAET:

1) nopsaAKOBBI HOMEP €IMHULIBI XPAHEHNUS,

2) 1enonpou3BOICTBEHHBIN UHACKC UM MPOU3BOICTBEHHBIH HOMED;

3) 3aroJ0BOK €IMHUIIBI XPAaHEHUS,

4) kpaiiHuie JaThl TOKYMEHTOB;

5) KOTMYECTBO JTUCTOB B €IMHUIIE XPAHCHHUS;

6) yKazaHue Ha KOIMIMHOCTh JOKYMEHTOB;

7) cioco0 BOCIIPOU3BEAEHUS JOKYMEHTOB.

[Tpu HE0OXOAMMOCTH ONUCATENbHAS CTaThsl JOTIOIHAETCS aHHOTAIMEN OTAEIbHBIX
JIOKYMEHTOB, €IUHUIIBI XPaHEHUS.

231. B cipaBo4HbIi anmapar OMUCH JIe]T JOKYMEHTOB BXO/IAT:

1) TUTYIBHBIN JTUCT TIO OpMeE, YTBEPKIaeMOU YITOJTHOMOUYECHHBIM OPTaHOM;

2) conep:kaHue (OriaBlIeHHE);

3) npeauciaoBue;

4) cIMCOK COKpaIleHUI;

5) ykazarenu.

IMaparpad 4. Tlopsimox cocTaBIeHAS HCTOPHIECKOH CIIPaBKH

232. B apxuBe OpraHHU3allK COCTABIISIETCS UCTOPUYECKAS CIPABKA K apXUBHOMY
dbonIy, comepxaiias CBeJeHUs 1Mo uctopur GpoHm000pazoBaresns U apXxuBHOTo (PoHa,
KPaTKYIO XapaKTEPUCTUKY COCTaBa U COACPkKAHUs ero JoKyMeHToB u cucteMbl HCA.

Hctopuueckas crnpaBka K apxuBHOMY (oHay ¢dopMupyercss Ha OCHOBE
uHpopMaIy mo uctopun HoHI000pa30BATENS K HICTOPUH APXUBHOTO (HOHA.

HNudopmarnus no uctopuu GoHgoo006pazoBaTetst BKIOYAET JAThl €r0 00pa30BaHus,
BEJIOMCTBCHHYIO TPHUHAJICKHOCTh, CTPYKTYpY © (YHKIIMH, Ha3BaHUSA
OpraHu3alUU-TIPEANIECTBEHHUKA U TPAaBONPEEMHUKA, JaThl PETUCTPALMHU WIIU
NepEepeTuCTpaliii — B CIydYasX MEpPEeMMEHOBAaHHS, PEOpraHU3aIliU, a TaKKe
mukBuganun. MHabopmanus o QormoodOpaszoBaTene apXuBHOTO (POHIA JTUYHOTO
POUCXOXKICHHS BKIIIOUAIOT €ro KpaTkue Oumorpaduueckue gaHHble (pamMuiaus, uMms,
OoT4eCTBO (TIpU HAIWYWU), TICEBIOHUM (MPU HAIWYHH), ACBUYbS Gdamiius (Tpu
HaJW4yuu), JaThl >KU3HH, Npodeccus, NaHHbIE O CIyXeOHOM M OOLIEeCTBEHHOU
nesTenbHocTH). st apXxuBHOTO POHIa CEMBH, PO/Ia AHAJIOTMYHBIE CBEJICHUS JTAI0TCS O
KaXJIOM M3 POJCTBEHHUKOB. JlJisi 00bEAMHEHHOTO apXUBHOTO (POHAA COCTABISAETCS
oO11ast uCTOpUYECKas CIpaBKa.



Nudopmarus nmo ucropun apxuBHOTo (GOHIA BKIFOUAIOT ATy €ro MOCTYIUICHUS B
apxuB, o0beM M KpailHHWE JaThl apXMBHBIX JOKYMEHTOB, CTENEHb UX COXPAHHOCTH,
ocoOeHHOCTH (OPMUPOBAHMS, OMUCAHMS W CHUCTEMaTU3aluu, WHPOpMAIUi0 00
U3MEHEHUSIX B COCTaBEe W 00OBbeMe apXWBHOTO (PoHAA W WX MPUUYMHAX, HAJTUYUH
ApXHMBHBIX JOKYMEHTOB JIPYyTHX OpraHW3anuil wind Jul (POHIOBBIC BKIIOUCHHS),
coctae HCA k apxuBHoMy ¢oHay. [ns apXuBHOW KOJIJIEKIMU YKa3bIBAIOTCS
CBEJICHHS O BPEMEHH, YCIOBUSIX, IPUUMHAX €€ CO3/IaHus, MPUHIUMaX (OPMUPOBAHUS,
MECTOHAXO0ICHUH KOJIJIEKIIUU JIO0 MIOCTYTJICHUS B apXUB, COCTaBUTEIIE.

Uctopuueckas cripaBka K GOHAY JOMOTHAETCS MPU U3MEHEHUN 00beMa apXUBHOTO
dboHIa, a TakkKe B CIAydasx pPEOpraHu3alud, U3MEHEHUS CTPYKTYphI, (DYHKIIHA
dbong000pazoBares.

233. Ucrtopus apxuBHOTO (PoHAA COAEPKHUT aHHOTANMIO, OuOIHMOTrpadwuio,
uHpopmalio 00 yCIOBUIX JOCTYIA U UCIIOJIb30BaHUS JOKYMEHTOB.

AHHOTaIIMSI O COCTaBE U COJIEP’)KAHUU APXUBHBIX JIOKYMEHTOB, B TOM YHUCIIE
AJIIEKTPOHHBIX, APXUBHOTO (POH/Ia BKIIIOYAET KPATKYI0 OOOOIIEHHYIO XapaKTEPUCTUKY
ATUX JOKYMEHTOB IO BHJaM U TeMaM, OTPAXaIOIIyK HampaBiIeHUs ACATECIbHOCTH
dbonmo00pazoBaTeasa, C YKa3aHHEM XPOHOJOTHMH TeM U 00O03HAaYeHHEM UX
reorpaduyeckux (aJMUHUCTPATUBHO-TEPPUTOPUATBHBIX) rpanull. MHdopmanus o0
YCIOBUAX JIOCTyINa K apXUBHBIM JOKYMEHTaM apXxuBHOTO (OHIA, B TOM 4YHUCIIE
AJEKTPOHHBIM, BKIIIOYAET CBEJCHUS O HAJIMYUU APXUBHBIX JTOKYMEHTOB, JOCTYI K
KOTOPBIM OTpPaHMYCH 3aKOHOmaTenbcTBOM Pecmybmumkm Kazaxcran wim
dbongooOpazoBareneM, a Takke MOMJIMHHUKOB 0CO00 IEHHBIX JOKYMEHTOB, B TOM
Yyyciie JOKYMEHTOB, »JJIEKTPOHHBIX JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM
HallMOHAJIBHOTO JgocTosHus Pecnybnukum Kazaxctan, Haxoasmuxcs B
HEYAOBJICTBOPUTEIHHOM (PU3UUECKOM COCTOSTHUM, HATMYUU (DOH]1a MOTB30BaHUS.

bubnuorpadus k apxuBHOMY (OHTy BKIIFOUAET CITUCOK CIIPABOYHUKOB TI0 JJAHHOMY
boHIY U TOKYMEHTAIBHBIX MMyOJIMKAIIMM, BRITIOJTHEHHBIX HA €0 OCHOBE.

234. XapaKkTepucTuka apXuBHOTO (JOHJIA 110 COCTaBY U COACPIKAHUIO TOKYMEHTOB
COJIEPKUT CBEACHUS O HAIMYUU JOKYMEHTOB, BBIXOJSIIUX 32 XPOHOJIOTHYECKUE PAMKU
¢onna, HCA x apxuBHOMY (hOHAY, O BUAAX HOCUTENEH HH(DOpMALUY.

235. Hcropuueckasi crnpaBka Ha OyMaKHOM HOCHUTEJE MOAMUCHIBACTCS
UCIIOJIHUTEIIEM U PYKOBOJUTENIEM apX1UBa OpraHU3allMK, Ha 3JIEKTPOHHOM — 3aBepseTcs
OUIT pykoBoAUTENS apXHUBa OpraHU3aIUU.

Hcropuueckas crnpaBka redaraercsl B YEThIpeX AK3eMIUIsipax. JBa sx3emiuisipa
nepenarTcsl B TocyapcTBeHHBIN apxuB, ApxuB [Ipesunenta Pecriybnuku Kazaxcran
Ipy NIEPBOI nepeaue T0KYMEHTOB apXUBHOTo (OH/IA, IBa XpaHUTCS B Jiene (poHa B
apXHvBE OpraHU3alUH.

236. VcTopuueckasi cipaBKa JIOMOJIHSIETCS TIPH MOMOJTHEHUU apXUBHOTO GoHAA
WU B CIydae pPeopraHu3allii OpPTraHU3alluy U MPEACTABIISIETCS B FOCYAapCTBEHHBIN



apxuB, ApxuB IIpe3unenta Pecniyonuku Kazaxctan BMecTe ¢ Kax0il 3aKOHUYEHHON
ONMCHIO JIeJI JOKYMEHTOB, a Takxke BHocutTces B IC DA.

IMTaparpad 5. IIopsaok cOCTaBIEHAA KaTAJIOTOB U KapTOTEK

237. Karanor npencraBisieT co00il MeK(OHIOBBI apXWUBHBIM CIIPAaBOYHUK, B
KOTOpOM HH(pOpMalUs O COAEPKAHUHU JOKYMEHTOB CrpyHIHpOBaHa Mo mpeaMeram (
TeMaM, OTpaciiAM), PAaCIOJOXKEHHbIM B COOTBETCTBUU C MPUHATOW ISl JAHHOIO
KaTajora cXeMou KiiacCu(pUKaluu JOKyMEHTOB.

COBOKYITHOCTB Pa3JIMYHBIX KATAJIOTOB COCTABJISET CUCTEMY KaTaJIOIOB.

238. PaboTHI MmO IOATOTOBKE, CO3JIAHHUIO M BEACHUIO KATaJOrOB Ha3BIBAIOTCS
KaTaJIOru3amuend JTOKYMEHTOB.

KaTtanoruzauuss MOXeT MPOBOAUTHCS KaK CaMOCTOSTEIbHBIA BUJI pabOThHI (
TeMaTH4ecKas pa3paboTKa), a TakKe B IMPOLECCEe APYTUX BUIOB palbOT, CBA3AHHBIX C
OMKMCAHUEM U BBISIBJICHHEM JIOKYMEHTOB (TOMyTHAsl KaTaJoru3alus).

[Ipu xaramoruzauuu npuMeHsieTcs AU EepeHIMPOBAHHBIN MOAX0, KOTOPBIA
3aKJIF0YAETCS:

1) B onpeneneHnn o4epeaHOCTH BbIOOpa apXUBHBIX (POHIIOB, UX CTPYKTYPHBIX
YacTeu;

2) B oTOOpE /A€M, JOKYMEHTOB U UH(OPMAIIMHU U3 HUX;

3) B OIPUMEHEHHUH COOTBETCTBYIOIIMX IPHEMOB OINHCAHUS JOKYMEHTHOMN
uH(pOpMaIIIH.

239. KaTtanoruzanus BKIIOYAET CICTYIONTUE BUIBI PabOT:

1) coctaBieHue cxeMbl KilacCU(pUKAILINH;

2) BBISIBJIEHHE U OTOOP TOKYMEHTOB;

3) onucaHre HAa KaTAIOXKHBIX KapTOUKAX;

4) cucTemMaTu3aIuo KapToUueK;

5) BeJIeHHE KaTaJloroB.

240. BriOop cxembl Ki1accupuKaIuy ONMpeaessieTCss COCTaBOM JOKYMEHTOB apXuBa
OpraHu3allMy U 3a/1a4aMU UX MCIOJIb30BAHMSL.

Cxemoii kiaccuukanuy T0KyMEHTHON nH(OpMAaIUK SBIISETCS MTUChbMEHHBIN WU
rpadUueCcKUil JOKYMEHT, COJEpKAIHMI MepeueHb KIaCCU(PUKANMOHHBIX IACICHUN
KaTajora, pacHoJOXEHHBIX B ONPEICICHHOMW IOCIEJ0BATEIbHOCTH, U
NpPEAHA3HAYCHHBIN JJI PACHPENEIEHUS] CBEAECHUM W3 JOKYMEHTOB II0 YKa3aHHBIM
JICJICHUSIM.

241. B 3aBUCHUMOCTH OT CXEMbI MOCTPOCHUS KATaJIOTH MOAPA3JCISIIOTCS Ha
CUCTEMATHYECKNE, TEMAaTHYECKHUE, MPEIMETHbIE MU HMX PAa3HOBUIHOCTH (MMEHHOMW,
reorpapuieckuii, 0ObEKTHBIN).



242. JloxymeHTHas wuH}opMaius B CHCTEMAaTUYECKOM KaTaJiore
KJIACCU(UIIUPYETCS MO OTPACIISIM 3HAHUHN U MTPAKTUYECKOMN JEATeTbHOCTA OpPraHU3aInu
, pacrojaraeTcsi B IOTHYE€CKOM MOCJIeI0BATEIIbHOCTH.

B umenHoMm katanore AOoKyMeHTHas WHGoOpMaIus KiacCUDUIUPYETCS IO
andaButy ¢GaMIIHi AN, YIIOMHHAEMBIX B JOKYMEHTaX WJIU SBISIOMHUXCS HX
aBTopamu. JlanpHelmas cucTeMaTu3anus MPOBOAUTCS B XPOHOJIOTMYECKOW WIIH
JIOTUYECKOM MOCIeA0BaTEIbHOCTH.

243. B cocTaB omucaHus KaTtajora BXOIST:

1) HaMeHOBaHKE apXKBa OpraHU3alluu;

2) UHJEKC;

3) pyOpuka, noapyopuka;

4) nata COOBITHS, MECTO COOBITHS,

5) coneprkaHue;

6) HOMEp apXMBHOrO (POH/Ia, HAMMEHOBAHHUE APXUBHOTO (POH/IA;
7) HOMEpa ONUCH JIeTl JOKYMEHTOB, €IUHUIIBI XpaHEHUS, JINCTOB;
8) S3BIK IOKYMEHTA;

9) crmoco6 BOCTIpOM3BEACHUS JOKYMEHTA.

Jns cBsi3M MeXIy pasjeiaMH KaTajiora Wid pa3/esioB KaTajora ¢ JAPYTruMHu

ApPXWBHBIMU CITPABOYHUKAMU MTPUMEHSIETCS CUCTEMA OTCHUIOK.
244. Benenue Katajaora COCTOUT U3 CIEAYIOIIUX BUIOB padoT:
1) HaydHO-MeTOTMYECKOE oOecreueHue padoThl;
2) UHJIEKCUPOBAHUE KAPTOUEK;
3) cuctemaTu3alMs KapTOUYEK M0 UHAEKCAM U pyOpUKaMm;
4) cocTaBieHHE OTCHUIOYHOTO amnmapara K KaTaJory;
5) ycoBepIIIeHCTBOBaHUE KaTajlora.

Hayuno-meroanueckoe oOecreueHre BKIOYAET pa3pabOTKy METOIUYECKHUX
MOoCOOM MO0 KaTaJoTU3aluu OTACIBHBIX ApXWBHBIX (OHIOB (MU UX TPYIIIHI),
pabouux cxeM KiacCcu(UKAIMU KaTajJoroB, MX YTOUHEHUE U JOTIOTHEHHE.

NHunekcupoBaHue KapTOYEK OCYIIECTBISETCS IMyTeM BhIOOpa WM COCTaBJICHUS
MHJEKCA MO cXeMe KiIaccupUKAIMKM U OTHECEHUS €ro K COOTBETCTBYIOIIEH
uHQoOpMallMM KaTaJoXHOW KapToyku. B uMeHHOM Karajliore KapTOYKu He
WHJIEKCUPYIOTCS U PacIoyiaratoTcs rno aiagaBuTy.

245. Cuctembl KaTaJlOTOB TMOIMOJHAIOTCA TEMAaTUUYECKUMU U
MpPEIMETHO-TEMAaTUUECKUMHU KapTOTeKaMM, KapTOTEKaMHU 1O JUYHOMY COCTaBYy Ha
JIOKYMEHTHI HanboJiee HOOPMATHUBHBIX U YaCTO UCIOJIb3yEMbIX apXUBHBIX (DOHTOB.

246. KapToyku KapTOTEKH MO JIUYHOMY COCTaBY COJEpKAT (PaMIUIUIO, UM,
OTYECTBO paOOTHHUKA, CCHUIKM Ha HOMEpa apXWBHOro (hOHHA, TOJIOBOTO pasjena



CBOJHOM OIKMCHU J€J, Ha HOMEpa JeJ, JUCTOB CO CBEACHUSAIMH O HeM. Kaprouku
CUCTEMATU3HUPYIOTCS B alipaBUTHOM MoOpsiaAKe GpamMuinii, a B mpeaenax pamuwinii — no
angaBUTy UIMEH M OTYECTB (TIPU HATTUIHH).

2477. ApxuB OpraHu3alyy, XpaHsIuil ay TMOBU3YaJbHYIO TOKYMEHTALIUIO, CO31AET
CJIeIyIOIIME BUbI KAPTOTEK:

1) UMEHHYI0O KapTOTEKy, COAEprKallyl CBeleHHs o0 aBTopax (pexuccepe,
CLUEHApUCTE U OINepaTope) KHUHOJOKYMEHTa, XPOHOJOTHMYECKYI KapTOTEKY,
COJIEPIKalllyl0 CBEJEHUS O JaTe BBIMYCKAa KUHOJOKYMEHTA, ai(paBUTHYIO KapTOTEKY,
coJieprKalllyro B an(aBUTHOM MOPSIIKE CBEACHUS O HAUMEHOBAHUSIX KUHOJIOKYMEHTOB;

2) UMEHHYIO KapTOTEKY, COJAEpIKallyl0 CBEJIEHUs O JUIax, HHPopmamus o
KOTOPBIX HMMeeTCd B (POTOJOKYMEHTaX, U OOBEKTHYIO KapTOTEKy, COAEpKallylo
cBeleHUus 00 0O0BEeKTax, COOBITHSAX, HH(OpManus O KOTOPBIX HMEETCAd B
(doTonOKyMEHTaX;

3) UMEHHYIO KapTOTEKY, COAEPKAILYI0 CBEAEHUS 00 aBTOPE U UCIOIHUTEIE
XYJI0KECTBEHHOTO, MY3bIKQJIbHOTO WM JOKYMEHTAJbHOI'O IPOU3BEIACHUS,
3alMCaHHOTO Ha (POHOJOKYMEHT, KaHPOBYIO KapTOTEKY, COAEP KAy CBEIEHHUS O
XYJI0’)KECTBEHHOM, MY3bIKaJIbHOM WM JOKYMEHTAJIIBHOM IPOU3BEICHNUH, 3aIIMCAHHOTO
Ha (P OHOJIOKYMEHT;

4) andaBUTHYIO KapTOTEKY, COACPIKAIIYI0 B al()aBUTHOM MOPSJIKE CBEACHUS O
HaUMEHOBAHUSAX BUICOJOKYMEHTOB, XPOHOJOTMYECKYI0 KAPTOTEKY, COJEPKALIYIO
CBEJICHUS O JIaTe BbITYCKa BUICOIOKYMEHTA.

248. ApxMB OpraHu3aliy, XpaHAluil HAYYHO-TEXHUYECKYIO JIOKYMEHTAIHUIO,
CO3/aeT CIAEAYIOIINE BUIbl KaTaJoroB:

1) 0OBEKTHBIN KaTaJoT Ha OOBEKTHI KAMUTAIBHOTO CTPOUTENIHCTBA U OOBEKTHI
KOHCTPYUPOBAHUS;

2) UMEHHOHN KaTtajor B aja(paBUTHOM MoOpsaKe (paMUIUNA aBTOPOB MPOEKTOB,
pa3paboOTOK, U3JIETUH, TEM HCCIIECOBaHUM;

3) reorpaduyuecKkuii KaTagor Ha OOBEKTH MPOSKTUPOBAHUS IO MECTY HX
pacroIoKeHUs;

4) andaBUTHBIN KaTaJIOr IO HAUMEHOBAHUAM HAayYHO-TEXHHUYECKUX pa3pabOTOK B
aJ1(paBUTHOM MOPSIZIKE.

249. K ayanoBr3yaIbHOM JOKYMEHTAIMU COCTABIIAKOTCSA YKA3aTENHU K 3ar0JIOBKaM
€IUHULl XpaHEHUS U (UJIN) JOKYMEHTaM.

250. OnucarenbHast CTaThsl yKa3aTeNsl COCTOMT U3 IPEIMETHOIO MOHATHUS (pyOpHUKHU
) ¥ IOUCKOBBIX AaHHBIX. [[oMCKOBBIE TaHHBIE yKa3aTels K €IMHULIAM XPAaHEHUS OJHOU
ONMMCHU JIe]l JOKYMEHTOB BKJIIOYAIOT IOPSAJKOBBIE HOMEpa €IMHMI] XPaHEHHS.
[TonckoBble JaHHBIE yKa3aTeNsl K €AMHHUIIAM XPAHEHUS HECKOJIBKUX apXUBHBIX (DOHIIOB
OJIHOTO apXMBa OpPraHU3alMU JOMOJHSAIOTCS HOMEpaMHu ONMCEH Nell, JOKYMEHTOB,
apXUBHBIX (POHJIOB.



251. TemaTtuueckuil ykazareib BKIIOYACT MOHATHSI, KOTOPBIC MPECTABISAIOT COO0M
ucropudyeckue ¢GaxTbl U sBIeHHSA. HanmeHoBaHus pyOpuUK M HOAPYOpPUK B HEM
IPUBOJATCS B UMEHUTEIBHOM IaJEXKeE.

252. IlpenMeTHBIN yKa3aTelb BKIOYACT MOHSITHS, PACIIONIOXKEHHbIE B al(aBUTHOM
HOpSJIKE.

OO1uit npeMETHBIN yKa3aTellb BKJIOYAET Pa3HOPOAHbBIE MOHATHS.

CrneunaibHbld IPEAMETHBIN yKa3aTelb BKIOYAET OJHOPOJHBIE MOHATHUS (BUIBI
JOKYMEHTOB, (aMWIMM aBTOPOB, HAa3BaHUS OpraHU3alUld, HUX CTPYKTYPHBIX
nojpa3eicHui, HAMMEHOBAHUS OTPacIeil).

HmenHoM yKazareiab cocTaBisieTcs B ajaaBUTHOM MOPSJIKE U BKIIIOYAET (paMIIINY,
MMEHa, OTYECTBa (pa3HOYTEHUS, IICEBAOHUMBI, MPO3BUIIA, KIIMUKH) U Ouorpaduieckue
CIPABKHU.

['eorpaduuecknii ykazarenab cOCTaBIseTCS B al()aBUTHOM MOPSAIAKE M BKIKOYAET
HAaMMEHOBAHMS TOCYJapCTB, aJMUHUCTPATUBHO-TEPPUTOPUAIBHBIX €IMHHUILL, MOpPEH,
PEK ¥ UHBIX reorpauueckux 0ObEeKTOB.

Oo6o0miarone NOHIATHS WK IMUHUCTPATUBHO-TEPPUTOPHAIbHBIE HAMMEHOBAHUS
BHOCSITCS B yKa3aresb 0e3 MOsICHEHMUS.

253. XpOoHOJIOTMYECKHI yKa3aTellb COCTOMT U3 PYOpHUK, BKIIOYAIOUIUX J1aThl
UCTOPUYECKHUX COOBITHH, SIBICHUN U (PAKTOB WM JIaThl IOKYMEHTOB, PACOI0KEHHBIX
B XpPOHOJIOTHYECKOM IOPSIZIKE.

254. B NONUCKOBBIX yKa3aTelsX K apXMBHBIM CIPAaBOYHHUKAM CCBIJIKM JAKOTCS HA
CTPAaHMIIBI WIIM Pa3/eibl CIPAaBOYHMKA, KaTajora.

255. B apxuBe opraHuszalnuu COCTaBISIOTCA 0030p apXuUBHOIro QoHIA U
TeMaTHYECKUH 0030D.

O0630p BKJIIOYAET CUCTEMATU3UPOBAHHBIE CBEJEHUS O COCTaBE M COAEPKAHUU
OTJIEJBHBIX KOMIIJIEKCOB JOKYMEHTOB.

256. O630p apxuBHOTO (poHJA BKIHOYAET CUCTEMAaTHU3UPOBAHHBIC CBEICHUS O
COCTaBe U COJEPKAHUH TJOKYMEHTOB OTJEJIBHO B3ATOTO apXUBHOTO (HOHAA.

257. Temarnueckuili 0030p BKIOYAET CUCTEMAaTU3UPOBAHHBIE CBEACHUSI O COCTABE
U COAEp>KaHUU YaCTH JTOKYMEHTOB OJHOI'0 WJIM TPYyINIbl apXUBHBIX (OHIOB IO
OINPEJEIICHHON TEME.

258. O030p COCTOUT M3 COBOKYIHOCTH AHHOTAIIMH OTAENbHBIX TPYNN €IUHULL
XPaHEHHUsI, TOKYMEHTOB M CIIPAaBOYHOIO anmnapara.

B aHHOTanuu u3naraeTcst cojiepKaHue rpynnbl €AUHUL XpaHEHHUs, JOKYMEHTOB,
YKa3bIBaKOTCS OCHOBHBIE PA3HOBUJIHOCTU TOKYMEHTOB, UX aBTOPBI, XPOHOJIOTHYECKUE
PaMKH, ITOJJIMHHOCTD, IOMCKOBBIE TAHHBIE.

B 0630pe apxuBHOTO POHa TOMCKOBBIE JaHHBIE COCTOST U3 HOMEPOB OMHUCEH Je,
JOKYMEHTOB, €IMHMI] XpAaHEHUs, JUCTOB €AUHUIBl XpaHeHus. B mexdoHnoBom
TEMaTUYECKOM 0030p€ OUCKOBBIE JAHHBIE TONOJHAKOTCS HOMEpaMH (POHIOB.



B HCA 00630pa BXOAST TUTYJIBHBIN JIUCT, COJIepKaHue (OTJIaBlICeHUE), IPEIUCIOBUE
, CIIUCOK COKpAILIEHHBIX CJIOB, yka3zarenu. K temarnueckoMy 0030py COCTaBISIOTCS
CIIUCOK apXWBHBIX (OHIIOB, WHPOpPMALHSI O KOTOPBIX COJCPKHUTCS B 0030pe, U
o6ubnuorpadus mno Teme.

B npeancnoBun k 0030py M3NIaraloTcs CBEACHUS M0 UCTOpUH (POHI000pazoBaTes
U UCTOPUU apXUBHOTO (POHJA, CTPYKTYype 0030pa, coctary HCA.

259. O630pHkI COCTABISAIOTCS MO CTPYKTYPHOMY, OTpaciieBoMy (PyHKIIMOHAIBHOMY )
, TIPEIMETHO-TEMAaTUUECKOMY, TeorpaduueckoMy, XpPOHOJOTHYECKOMY M JIPYTUM
MpU3HAKaM.

260. MOHTaXXHBIN JIUCT KUHO-, BUACOJOKYMEHTA PACKpPBIBAET COAECPKAHHUE U
3aKperIsieT CUCTEMAaTU3AINIO OTACIbHBIX IJIAHOB (MOHTAXKHBIX KaJIPOB).

MOHTaXHBIN JTUCT KUHO-, BUJICOJOKYMEHTA MPEJICTABISIET COOOM TTOKAIPOBOE
ONMHMCaHWE 3aKOHYEHHOTO KHUHOIMpOMW3BeAeHUs ((puiabMa, CHEUUaTIbHOIO BBITYCKA,
KMHOXKypHAaJIa, TelecloKeTa). MOHTaXKHBIM JIUCT 00pa3yeTcss B MPOLECCE CO3IaHUs
KUHOTIPOU3BEJACHUSA U TOCTYIMAaeT B apXWB OpraHU3allU B COCTaBE€ TEKCTOBOM
CONPOBOJIUTEIILHOM IOKYMEHTAIIMU K KHUHOJJOKYMEHTY WJIU BUJIe0(hOHOTpamMMe.

MOHTaXXHBIN JUCT KUHO-, BUACOJIOKYMEHTA COCTABIISICTCS B ApXUBE OPraHU3alNU B
Cllydae ero OTCYTCTBHS M COCTOUT M3 3arjlaBHBIX HAJIMCEH, OMUCATEIbHBIX CTaTed U
WUTOrOBOM 3aITHCH.

261. B 3aryiaBHbBIX HAJMKUCSAX YKA3bIBAIOTCS:

1) Ha3BaHue apxuBa;

2) HOMEp MOHTaXHOTO JINCTAa U Ha3BaHME KWHOJOKYMEHTa C yKa3aHUEM €ro
XapaKTEepUCTUK (03BYYUBAHUE, [IBETHOCTb, KOJUYECTBO YaCTEH);

3) HauMEeHOBaHUE CTY/MH, J1aTa MPOU3BOJICTBA KHHOJAOKYMEHTA, aBTOPHI (huiibMa (
peXKHUCCEPBI, ONEPaTOPhI, ABTOPHI CLIEHAPUS).

262. CocTaBieHUE MOHTa)XXHOTO JIUCTa MPOU3BOAUTCS MO MO3UTHUBY
KMHOJOKYMEHTa MpPU MPOCMOTPE €ro Ha 3BYKOMOHTaXHOM CTOJE C €ro
OJIHOBPEMEHHBIM MOIIAHOBBIM OMUCAHUEM.

B MOHTa)XHOM JIHCTe KHHOBUICOIOKYMEHTA CBEJICHUS YKa3bIBAIOTCS B CIEIYIONICH
[0CJIEIOBATEIbHOCTH:

1) HoMep M1aHa Mo MOPSIAKY;

2) onpeneneHue miana (0OMWuKM, CpeITHUNA WU KPYTTHBIN );

3) MeTpax 1jaHa (C TOYHOCTBIO IO OJTHOM JECATOM Kaapa);

4) KpaTKoe cojiepKaHue N300paKeHU MJIaHA KUHOJOKYMEHTA.

B KoHIIE MOHTa)XHOTO JINCTAa YKa3bIBAIOTCS JOJDKHOCTD, (DaAMIUIHSI COCTaBUTES
MOHTaKHOT'O JIUCTA U J1aTa COCTABJICHHUS.

ITaparpad 6. ITopsmok COCTaBICHA ABTOMaTH3HPOBAHHOTO HAYIHO-CIIPABOYHOT'O amIIapara
apX¥Ba OpraHU3aIAH



263. ABtomarusupoBanubii HCA apxuBa mpejacrtaBisieT coOONW KOMILIEKC
AJIEKTPOHHBIX CIPABOYHHUKOB (0a3 TaHHBIX OMUCAHUM IOKYMEHTOR), MPEIHA3HAYECHHBIX
7utst 9 PEKTUBHOTO MOMCKA APXUBHBIX JTOKYMEHTOB M HH(POPMAIIUH.

264. AsromatuzupoBanubiii HCA ynpaBieHueckoi JOKyMeHTaluu 6a3upyercs Ha
MH(POPMALIMOHHO-TTOMCKOBOW CHCTEME, CO37]aBa€MOM B TEKYIIEM JEIONMPON3BOCTBE
opraHu3anuu (dJIEKTPOHHBIE PETUCTPAIMOHHO-KOHTPOJbHBIE KapTOTEKH U
AJIEKTPOHHAs HOMEHKJIATypa Je).

265. Ilone perucTpallMOHHO-KOHTPOJIBbHOM KapTOYKU "HOMEpP nena 1o
HOMEHKJIAType'" SIBJISIETCS CBS3YIOIIUM IMOUCKOBBIM PEKBU3UTOM IPU MEPEX0JI€ OT
noricka nHGOpMaIMK Ha YPOBHE IOKYMEHTA K IMOMCKY Ha YPOBHE Jela.

[Ipy HAIMUUM FIEKTPOHHON HOMEHKJIATYPHI JIeJl B aBTOMATU3UPOBAHHOM PEXKUME
OCYILIECTBJISIIOTCS] CHUCAHUE IOKYMEHTOB B JI€JIO U U3BJICYEHUE JOKYMEHTOB M3 Jea.

OCHOBHBIMHU MTOMCKOBBIMU PEKBU3UTAMU HOMEHKJIATYPBI JE] SIBISIOTCS HHACKC
niena, 3aroJioBOK Jiena (ToMa, 4acTH ), KOJIUYECTBO Jed (TOMOB, YacTei), CPOK XpaHEHUS
U TIYHKT (TIOJTYHKT) MO MEePEYHIO.

266. Ha ocHOBE 21EKTPOHHOM HOMEHKJIATYPHhI JA€JI B aBTOMAaTU3UPOBAHHOM PEXUME
OCYIIECTBIISIETCS. (POPMHUPOBAHUE OIMUCEH Jed MO0 CPOKaM XpaHEHUs JOKYMEHTOB (
MOCTOSIHHOTO, JoJroBpeMeHHoro (cBeime 10 jer), BpemeHHoro (mo 10 mer
BKJIFOYUTEIBHO) XPAHECHHUS).

267. B 251eKTpOHHON OMKCH JIe] COAEPKATCS CIEAYIOUIUE PEKBU3UTHI OMTUCAHUS
uH(pOpMaIMU Ha YPOBHE JIeNa:

1) mopsAKOBBIM HOMEp 3amucy (HOMep Jiela);

2) UHJCKC Jena;

3) 3aroJI0BOK Jiena;

4) yka3zaHue Ha MOJJIMHHOCTD (KOTIMITHOCTH);

5) kpaliHue 1aThl TOKYMEHTOB;

6) KOJIMYECTBO JUCTOB B JIETIE;

7) aHHOTAILMS TOKYMEHTOB.

268. Ha ocHOBe 3JEKTPOHHBIX PErUCTPALIMOHHO-KOHTPOIBHBIX KapTOYEK
dbopmMupyeTcsi €AUHBINA 3JIEKTPOHHBIN KaTajor, COJAep X allliuid ONMUCAaHUE HA YPOBHE
JIOKyMEHTa WM Jea.

269. Ilpu OTCYTCTBMM B OpraHM3allMd aBTOMATHU3UPOBAHHOW CHUCTEMBI
perucTpanuu JOKYMEHTOB coO3JaeTcs 0as3a [JaHHBIX OINHUCAaHUM Ha YpOBHE
yIPaBJIEHYECKOT0, AayJAUOBU3YaJIbHOIO U HAYYHO-TEXHHUYECKOTO JOKyMeHTa (
AIEKTPOHHBIN KaTaJor).

OCHOBHBIMH PEKBU3UTAMHU OMMCAHUN B 3JIEKTPOHHOM KaTaJloTe SBJISIFOTCS:

1) uanexc, pyopuka, moapyopuka;

2) nata cOOBITHS, MECTO COOBITHS,

3) conepkaHue;



4) HaMMEHOBaHME apXUBHOTO (POHJIa, HOMEP APXUBHOTO (POHJIA;

5) HOMep OMUCH JeN IOKYMEHTOB,;

6) HOMepa Jena, T0KYMEHTa, JINCTOB.

HaumenoBanue apxuBHOro (poHj1a, HOMEp apXUBHOTO (POHAA, HOMEP OMUCHU eI
JOKYMEHTOB, HOMEp JieJla, HOMEp JHUCTa COAEPKAT YUYETHBIE XapaKTEPUCTHUKH H
TpaHCHOPMUPYIOTCS U3 YUYETHOU aBTOMATU3UPOBAHHON CUCTEMBI.

270. ®@ynkunn HCA BBINOJTHAIOTCS C MOMOILBIO MTPOLIEAYP NOMCKAa HHPOPMALIUH,
NPEICTaBJICHUS PE3YJIbTATOB IMOMCKA JJI1 SKPAaHHOI'0 IPOCMOTpa WK B BUJIE (ailiioB U
pacnevarok, popMUpPOBaHUS TEKCTOB CIIPABOYHUKOB.

KitoueBble cioBa, XxapakTepu3yrouue 00beKT ONMUCaHUsl, BBOAATCS B CUCTEMY B
IpOLIECCE OMHMCAaHUsA WM IMOCIE €ro 3aBepuieHusa. KirodeBble ciioBa JarOT
MOJIb30BATEII0 BO3MOXKHOCThH OBICTPOTO MOMCKa MH(OPMAIIMN HA YPOBHE apXHUBHOTO
dbonma, onucu nena, aena, J10KyMeHTa.

[Touck nH(pOpMaLIMK MO MOJTHOTEKCTOBBIM 0a3aM JIaHHBIX, BKJIIOYAIOIIKUM MOJHBIE
TEKCThl MAaTEPUAIIOB (ApXUBHBIE TOKYMEHTHI, )KypPHAIbHbIE CTAThHU, 3aKOHOIATEIIbHbBIC
aKThl), IMpeaycMaTpuBaeT oOpallleHHe NO0Jb30BaTENsl K 3arojloBKaM pas3JesioB
JOKYMEHTA C MEePEX0/10M, PU HEOOXOAUMOCTH, K COOTBETCTBYIOLIEMY TEKCTY.

[Tonb3oBaTento MpeaoCTaBIAETCS ONepaTUBHAS BO3MOXKHOCTh MOJYUYEHHS KOIHU
MOJIHOTO TEKCTa JOKYMEHTA.

[Touck nHdpopManuu MO MOJTHOTEKCTOBBIM JOKYMEHTAM MOKET OCYIIECTBISATHCS
00 JECKpPUIITOpaM, KOTOpble BBIOMpPAIOTCS W3 IMEYATHBIX BEpCHil Te3aypyca,
KJ1acCU(UKAITMOHHBIM MHJEKCAM UJTU CJIOBAM U3 TEKCTa JOKYMEHTA.

271. JlokyMeHTBI, mOJIekKaIME Nepe1ade Ha MOCTOSTHHOE XPaHEHHE, IEPENAIOTCS
B apXuB BMecTe ¢ aBToMatu3npoBanHbiM HCA.

Hanuumne pexkBU3UTOB B CTpYyKType 0a3 gaHHbIX aBToMaTtu3upoBanHoro HCA u
npejacTaBieHUe HH(QOpMalMM MO 3THM PEKBU3UTaM B 3JEKTPOHHOM (dopmaTe
00ecrneynBalOT COBMECTUMOCTh 0a3bl JaHHBIX apxXuBa OpraHU3alUU H
aBroMaru3upoBanHoro HCA rocygapcTBEHHOTo apxuBa.

IMaparpad 7. Ilopsmok HCIOMHEHHMS 3aMPOCOB MOIb30BaTENCH

272. Tlo xareropusiM 1OCTyIla ApXHUBHBIE JOKYMEHTBI, B TOM YHUCJIE DJIEKTPOHHBIE,
JENATCSA Ha OTKPBITHIE U OTPAHUYEHHOIO TOCTYTIA.

273. ApXuB OpraHu3aly MPEIOCTABIISIET MOJIB30BATENIO JOCTYI K OTKPBITHIM
apXHUBHBIM JOKyMeHTaM, a Takxke HCA k Hum.

OTKpBITBIMU SIBISIIOTCS BCE apXHUBHBIE IOKYMEHTBI, B TOM YHCIIE€ 3JEKTPOHHBIE,
JOCTYI K KOTOPBIM HE OTpaHH4YeH 3aKkoHojaTenbcTBOM PecnyOnuku Kaszaxcran, a
TaK)K€ B COOTBETCTBUHU C PACIOPSKEHUEM COOCTBEHHMKA WJIM BIAJEblla apXUBHBIX
JOKYMEHTOB, HaXOJISIIIUXCS B YaCTHOM COOCTBEHHOCTH.



274. K apXvBHBIM JOKyMEHTaM OTPAaHUYEHHOI'O JOCTYIIA, JJIEKTPOHHBIM apXUBHBIM
JOKYMEHTAaM OTHOCSITCS:

1) apxuBHBIE JOKYMEHTHI, JJIEKTPOHHBIE apXHUBHBIE JOKYMEHTHI, COAEpPIKAILNE
CBEJICHUS, OTHOCSIIMECS K CIyXeOHOW uH(pOpMaUWU OTrpPaHUUYEHHOTO
PacIpOCTpAHEHUS;

2) apXuBHbIE JOKYMEHTHI, JJIEKTPOHHbIE apXUBHbIE JOKYMEHTBI, COAEpIKaIIIe
NIEPCOHAJIbHBIE TAHHBIE,

3) apXuBHBIE TOKYMEHTBI, FJIEKTPOHHBIE apXUBHbIE JJOKYMEHTbI, COOCTBEHHUKU
WIW BJAJENbLUbl KOTOPBIX YCTAHOBUJIM OTPAaHUYECHUE [OCTyNIa K HUM H HX
UCIIOJIb30BaHUS.

K apXuBHBIM TOKYMEHTaM OTPAaHUYEHHOIO JOCTYNA, 3IEKTPOHHBIM apXHUBHBIM
JOKYMEHTAM TAaKXE OTHOCSTCS JOKYMEHTBI, HAXOISAIINECS B HEYJOBIETBOPUTEILHOM
(pU3NYECKOM COCTOSHUU.

JlocTyn monbp30BaTeNsd K yKa3aHHBIM JOKYMEHTAaM, a TaKXKe UX HCIIOJIb30BAHUE
OCYILECTBISAIOTCS B MCKIIOYUTEIBHBIX Cly4asX C MUCBMEHHOI'O pa3pelleHUs
PYKOBOJUTENSL OPTaHU3ALINH.

275. ApXWB OpraHM3alMd HE MOXKET OTPAHWYMBATH WM ONPENECIATH
M0JIB30BATENIO YCIOBHS MCIONIb30BaHUs MH(OPMAIUH, TOJIYYEHHON UM B pe3yibTaTe
CaMOCTOSATEJIBHOIO MOUCKA WJIU MPEAOCTABICHHON €My B MOPSIIKE OKa3aHUS ApXUBOM
OpraHM3allUd  YCJIYT, 33 HCKIIYEHHEM CIIydyaeB, MPeJyCMOTPEHHBIX
3akoHoAaTenbCcTBOM PecnyOmmku Kazaxcran winm OroBOpeHHBIX B JOTOBOPE apXHBa C
[0JIb30BaTENIEM IO HH()OPMALIMOHHOMY O0CITY>KMUBAHHUIO.

276. OcHOBHBIMU (hOpMaMHU KCIIOIB30BaHUS JOKYMEHTOB apXHBa OpraHU3aluu
SABJISIFOTCSL:

1) uadopmMHpoBaHKE MOJIB30BATENEH MO UX 3alpocaM, a TaK’Ke B MHULIMATUBHOM
NOPSAKE O HAJIMYMM B apXMBE OpPraHM3alUM T€X WM HHBIX JOKYMEHTOB U HX
COJICp/KaHNH;

2) BbIIaya IOKyMEHTOB Jis paOOTHI B YUTATHHOM 3aJie apXHBa OpraHU3alluu;
3) ucnoabp30BaHUE TOKYMEHTOB B CPEJCTBAX MAacCOBOW MH(pOpMALUY;
4) moarotoBka MH(GOPMALUOHHBIX MEPONPUITUN (BBICTAaBOK, KOH(PEpEHUUH,
Mpe3eHTalNi);
5) BbI1aya JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHHUE.
277. ®opMaMu HMCIHOJb30BaHUSI JTOKYMEHTOB Ha 3JICKTPOHHBIX HOCHUTENISX,
ANEKTPOHHBIX IOKYMEHTOB B apXUBE OPraHU3aLNH SIBISIOTCS:

uHpOopMallMOHHOE 00ecIiedeHHe MoIb30BaTeNel B COOTBETCTBUHU € UX 3allpOCaMH,
a TAK)KE€ B MUHULIMATUBHOM IIOPSJIKE;

IIPEIOCTABIECHNUE JJIEKTPOHHBIX JTOKYMEHTOB IOCPEACTBOM JOKAJIBHOM CETH,
KaHaJOB 3JIEKTPOCBSI3U paOOTHUKAM OpraHU3alluu, B CTPYKType KOTOpOM AeHCTByeT
apXuB;



MPEIOCTaBICHUE JOKYMEHTOB Ha JJIEKTPOHHBIX HOCHUTEISIX, SJIEKTPOHHBIX
JOKYMEHTOB JJi1 pa0OThl B YMTAIbHOM 3aj€ apXuWBa OpraHu3aluuu (CrenuanbHO
000pyI0BaHHOM paboveM MecTe) Ml paOOTHUKOB TOCY/IapPCTBEHHBIX OPTaHOB, CYJIOB,
3aMHTEPECOBAHHBIX OpPraHu3alui, rpaxaaH.

278. OCHOBHBIMM JOKYMEHTAaMH apXuBa B paboTe 1m0 MHPOPMALUOHHOMY
00ecCIeueHuIo MOIb30BaTENCH SIBISIOTCA:

1) apxuBHas cpaBKa;

2) apxuBHas KOMUS;

3) apXuBHasl BBIIKCKA;

4) naopmMaIrmoOHHOE MHUCHMO;

5) TeMaTU4YEeCKUM MepeueHb apXHUBHBIX JTOKYMEHTOB;

6) TeMaTH4ecKas moJI00pKa KOMHUIM apXHUBHBIX JOKYMEHTOB;

7) TemaTu4decKuii 0030p apXUBHBIX JTOKYMEHTOB.

2779. 3anpocsl, NOCTYNAIOIINE B APXUBBI, TOAPA3IEISAIOTCS:

1) Ha 3ampOCH O MPEACTABICHUH HH(POPMALIUU 110 OTIPEIETICHHOM MpobiieMe TeMe,
cOOBITHIO, (PaKTy (TEMATUUYECKUE 3aMPOCHI);

2) Ha 3ampockl O MpeACTaBICHUU WH(DOpMAIUK, HEOOXOIUMOM I YCTaHOBICHUS
POACTBa, POJCTBEHHBIX CBSI3€M NBYyX WM Oojee JUll, UCTOPUHU CeMbU, poaa (
reHEAJIOTMYECKHUE 3aIIPOCh);

3) Ha 3ampockl COLMANIBHO-MPABOBOr0 XapakTepa (3ampockl 0 MOATBEPKICHUH
TPYIOBOT'O CTa)ka M pa3Mepa 3apa0OTHOM IIaThl, BO3pacTa, COCTABE CEMBH,
0o0pa3oBaHUM, HArPAXKJEHUU, TEPEUYNUCICHUN NMEHCHOHHBIX B3HOCOB M COIMAIBHBIX
OTYHWCJIEHWM, MPUCBOCHUM YUYEHBIX CTENEHEW W 3BaHUM, HECYACTHBIX CIIydasix,
HAaXOXXJICHUU HAa HM3JICYCHUH, HBAKyalluu, TPUMEHEHUN pEerpeccuii, peaduiInTaIuu,
CIy>KObl B BOMHCKHUX 4YacTSIX MW (POPMUPOBAHUAX, MPOKUBAHUM B 30HAX
AKOJIOTUYECKOTO OeCTBUS, MpeObIBAaHUM B MECTaxX JHIICHUS CBOOOMBI, aKTax
IPa’KJAHCKOT'O COCTOSIHUS).

280. B 3ampoce (HpuU3UYeCcKOTo JINIAa YKa3bIBAIOTCA €ro GaMuiIns, UMs, OTYECTBO (
€CJIM OHO YKa3aHO B JIOKYMEHTE, YJIOCTOBEPSIOIIEM JIMYHOCTh), WHIWBHUAYaJIbHBIN
UJEeHTU(PUKAIIMOHHBIN HOMED (TMPU €r0 HAJMYUU), TOYTOBBIN aJipec PU3NIECKOro JIUIla
au00 HaWMMEHOBAaHHWE, TOYTOBBIA ajapec, Ou3Hec-UJIeHTU(PUKAIUOHHBIM HOMEp
IOpUIMYECKOro JHia (Ipy €ro HaJIWu4MM), JAaTa MOJAaud 3arpoca. 3anpoc COJIEPKHUT
yKa3aHH€ TEMbI, BOMPOCA, XPOHOJOTUM 3ampamuBaeMoid uH(opManmu. 3amnpoc B
OyMakxHOW (QopMe MOIANUCHIBACTCS (PUMYECKUM JIUIIOM WM TPEJCTaBUTEIEM
Iopuinueckoro nuima. B anexkrponnoit — 3aBepsercs D111

281. 3ampoc, He OTHOCSIIMICA K COCTaBY XPAHSALIMXCA B apXUBE OpraHU3alnu
JOKYMEHTOB, B T€UeHHE 3 pabOyuX AHEH C MOMEHTA €ro PerucTpaluy HalpaBisieTCs



0 MPUHAJJICKHOCTH B TOCYJIapCTBEHHBIN apxuB, ApxuB [Ipesunenta PecnyOnuku
Kazaxcran unu opranuzanuio, rjae XpaHsTcss HEOOXOUMbIE apXUBHBIE IOKYMEHTHI, C
yBEeIOMJICHHEM 00 3TOM OJIb30BATEIS.

282. Ilpu nmocrymieHun oOpaiieHus (3ampoca) Mmojb30BaTeNsi B apXUB uyepes
AJIEKTPOHHYIO MOYTY WU WH(OPMAIIMOHHBIE CUCTEMBI C YKa3aHueM (pamiimu, UMEHH,
oTuecTBa (MPU €ro HAIMYUU), aJpeca JIEKTPOHHOM MOYTHI U (MJIM) TOYTOBOTO ajpeca
3asIBUTENISL U CBEJICHHI, KOTOPbIE HEOOXOIUMO MOJATBEPAUTH, EMY Ha 3JIEKTPOHHYIO
MOUTY HAMPABJISIIOTCS AJIEKTPOHHOE YBEJAOMIICHHE O MpueMe oOparieHus (3ampoca) K
pPAacCMOTPEHUIO WM MOTHUBUPOBAHHBIM OTKa3 B paccMoTpeHuu. lIpunstoe K
paccMOTPEHUIO oOpalieHue (3ampoc) UCIIOIHAETCS B yCTAHOBICHHOM MOPSIZIKE.

283. 3ampoc COIMaIbHO-NPABOBOIO XapaKTepa HCIOJHAETCA apXUBOM
0€3B0O3ME3THO B COOTBETCTBUH C AIMUHUCTPATUBHBIM MIPOIIETYPHO-TIPOIECCYTHHBIM
konekcoM PecnyOnuku Kaszaxcran u BblaeTcst mosib30BaTensiM B GopMe apXHUBHOM
CIIPAaBKH, APXUBHOW KONIMH U apXUBHOW BBINTUCKHU.

284. [Ipu nCOTHEHUH NOBTOPHOIO 3aMpoca COMAaIbHO-IIPABOBOIO XapaKTepa WIH
COCTaBJIEHUU MO NPOChOE MOJIb30BATEN apXHUBHOM CIPABKH, aHAJIOTMYHOM paHee
BBIJJAHHOMW, apXUB OPraHU3AIMU MPOBEPSET COOTBETCTBUE CBEIECHUM, BKIIOUCHHBIX B
ATy CIIPpaBKYy, T€M, KOTOpbIe HUMEIOTCS B ApXUBHBIX JOKYMEHTaX, WU, B Cly4yae
0OHapY>KEHUS JIOMOTHUTEIbHBIX CBEJEHUM, BKIIOYAET UX B MOBTOPHO BHIJABAEMYIO
apXHUBHYIO CIIPABKY.

285. ApxuBHas cripaBKa U apXHUBHAsI BBINKUCKA COCTABJISIOTCS Ha 00IeM OJIaHKe C
0003HaYeHNEM HAaMMEHOBaHUA JOKyMeHTa "ApxuBHas cupaBka', "ApXuBHas BBIIUCKA
"

286. TekcT B apXuBHOU CIIpaBKe MO (GopMe, YTBEPKAAEMOU YIIOTHOMOUYECHHBIM
OpraHoM, JIaeTCs B XPOHOJOTMYECKOW MOCIIEI0BATENbHOCTU COOBITUN C yKa3aHUEM
BUJOB AapXMBHBIX JIOKYMEHTOB M WX JaT. B apXWBHOW cIpaBKe IOMyCKaeTcs
IIUTUPOBAHKUE APXUBHBIX JJOKYMEHTOB.

287. B apXHUBHOM CIpaBKE CBEACHUS BOCIPOU3BOIATCS B COOTBETCTBUHU C TEKCTOM
ApXUBHBIX JOKYMEHTOB. PacxoXIeHHs, HECOBHAJCHHUS M HETOYHbIE HA3BaHMS,
OTCYTCTBME€ HWMEHH, OTUYECTBA, HUHUIMAJIOB WM HAJIUYUE OJHOTO W3 HHUX
OTOBApHUBAIOTCS B TEKCTe crnpaBku B ckoOkax ("Tak B mokymente", "Tak B TEKcTe
opuruHama").

288. B npumevyaHuu K apXUBHOM CIpaBKE OTOBAPUBAIOTCS OCOOCHHOCTU TEKCTa
opurvHajiza JOKyMeHTa (Hepa3O0Op4YMBO HAIMMCAHHBINA, MCIPaBICHHBINM aBTOPOM, HE
MOIAIOIIMICS TPOUTEHHUIO BeiieacTBUE oBpexkaeHus) ("Tak B Tekcre opurnHaia”, "B
TEeKCTe Hepa30opuuBo").

B TexcTte apXMBHOW ClpaBKW HE JOMYCKAIOTCS U3MEHEHHUS, MCIPaBJICHHUS,
KOMMEHTapuHu, COOCTBEHHBIE BBIBOJbI HCIIOJIHUTENS MO COJEPKAHUIO APXUBHBIX
JOKYMEHTOB, Ha OCHOBaHUHU KOTOPBIX COCTaBJI€HAa apXUBHAs CIIpaBKa.



289. B KOHIIe apXWBHOW CIPABKU MPUBOASTCS ApXUBHBIE MHU(PHI 1 HOMEPA JTUCTOB
€JIMHUIl XpaHEHUsI apXUBHBIX JOKYMEHTOB, ME€UaTHbIC W3/JaHUs, UCIIOIb30BaBIINECS
IJI. COCTABJICHUS apXWBHOW CHpaBKHU. B TexkcTe apXMBHOW CIPABKU JONYCKAeTCs
MPOCTABJICHUE aPXUBHBIX MIU(POB U HOMEPOB JIUCTOB €UHUIl XPAHCHUSI apXUBHBIX
JOKYMEHTOB Cpa3y MOCJ€ U3JI0KEHUS KaKA0Tr0 (haKkTa WiIH COOBITHSL.

290. B apxuBHO# cripaBke B OymMaxHO# hopMe, 00beM KOTOPOI MPEBHIIIACT OJUH
JIUCT, JIUCTHI MPOIIUBAIOTCS, HYMEPYIOTCS U CKPEIUISIOTCS MeYaThi0 OpraHu3aluu.

291. ApxuBHas crnpaBka B OyMaxkHOU (opMe MOJMUCHIBACTCS PYKOBOJCTBOM
OpraHM3allvM, UCIIOJHUTENIEM U 3aBEPSAETCS IMEeYaThl0 OpraHu3alvd. B a1eKTpOHHOM
dbopme — DI pykoBoauTens opranu3aiuu. B ciydae HEOJIHOTHI IPEACTaBISICMBIX B
HEW CBEICHUH, COCTABJISAETCA CONMPOBOAUTEIBLHOE TUCHMO C YKa3aHUEM MPHUYHH.

K apxuBHOil cripaBke Nmpu HEOOXOJUMOCTH MPUIIATAIOTCS KOMUU ApXHBHBIX
JOKYMEHTOB WJIM BBINIUCKM M3 HUX, MOATBEPKIAIOIINE CBEICHUS, U3JI0KCHHBIE B
apXWBHOM CITPaBKE.

292. Ilpu OTCYTCTBHM B apXHUBE OpraHU3AIUU JOKYMEHTOB, HEOOXOAMMBIX IS
UCIIOJHEHHMs 3alpoca, Ha OJaHKe NUChbMa OpraHU3alid COCTABIISIETCS OTBET O
NPUYMHAX OTCYTCTBUS apXUBHBIX JIOKYMEHTOB IO TEME 3aMpoca.

293. B ciy4yae JOKYMEHTAJIbHO MOATBEPKACHHBIX (PAKTOB yTpaThl apXHBHBIX
JIOKYMEHTOB, COJEp KaIIUX 3alpalliBaeMble CBEICHUS, APXUB OPTraHU3AIMU BBIIACT
CIIpaBKy MO JaHHOMY BOIIPOCY MpPHU HEOOXOJAMMOCTH 3aBEPEHHYIO MeYaThio
OpraHHU3aLNH.

294. B apxuBHO BBIIIMCKE Ha3BAaHUE APXMBHOTO JOKYMEHTa, €0 HOMEpP M Jara
BOCIIPOU3BOMISTCA TMOJHOCTHIO. V3Bj€YEHUsS] U3 TEKCTOB APXUBHBIX JOKYMEHTOB
COJIEpKAT MCUEPIBIBAIONINE TaHHBIE 110 3aMpocy. Brimucka Npou3BOAUTCS TOJBKO U3
JIOKYMEHTa, B KOTOPOM COJICP>KUTCS HECKOJIBKO OTNIEJIbHBIX, HE CBSI3aHHBIX MEXKIY
co00¥1 BOTIPOCOB.

Hauano u koHel KakJ10ro u3BJICUECHHMS, a TAKXKE MPOMYCKU B TEKCTE apXUBHOTO
JOKyMEHTa, B TOM 4YHCJIE DBJIEKTPOHHOrO, OTHAEIbHBIX CJI0B 0003HAYAIOTCS
MHOTOTOYHEM.

B npumeuaHusix K TEKCTY apXUMBHOUM BBIMUCKH JI€JIAIOTCS COOTBETCTBYIOIINE
OTOBOPKHM O YacTSAX TEKCTa OPUTHHANIA, HEPa30OPUMBO HANMCAHHBIX, UCIPABICHHBIX
aBTOPOM, HE NOAJAONIMXCS IPOYTECHUIO BCIEIACTBUE MOBPEKIAECHHUS TEKCTA.
OtaenpHbIE CI0BA Y BBIPAYKEHHSI OPUTMHAJIA, BHI3BIBAIOIINE COMHEHHUS B UX TOYHOCTH,
oroBapuBarorcs cioBamu — "Tak B Tekcte opurunana’, "Tak B qokymeHnre".

AYTEHTUYHOCTD BBIJJAHHBIX T10 3aMPOCaM apXHUBHBIX BBIMUCOK B OyMakHOU (hopme
YAOCTOBEPSETCA MOJNUCHI0 PYKOBOJIUTEISI OpraHU3alMy U ME€YaTbl0 OPraHU3alnu, B
anekTpoHHOM Gopme — DI pykoBoauTENS OpraHU3alHH.

295. ApxuBHBIE KONHH, U3TOTOBJIECHHBIE MOCPEACTBOM HCIOJIb30BaHMS
NeyaTarolnX CPe/ICTB, IEPCOHAIIBHOTO KOMITbIOTEPa, 0DOPMIISIOTCS Ha 001IeM OJaHKe



OopraHu3aiu ¢ 0003HAaYCHUEM HaMMEHOBaHUsA JOKyMeHTa "ApxuBHas komnusa". [Ipu
U3TOTOBJICHUM KCEPO- Ui (POTOKOMUN TOKYMEHTa B OyMakHOH gopme oO1mmii OaHkK
OpraHH3alliy HE UCTIOJIb3YETC .

[Tocne TekcTa apXUBHOW KOMMU WJIM apXUBHOM BBITTUCKU YKA3bIBAIOTCS apXUBHBIN
mudp AOKyMEHTa U HOMEpa JIMCTOB €AUHUIl XPaHEHUsI apXUBHOTO JoKymeHTa. Eciau
KOS WJIM BBIMKCKA 3aHUMAIOT 00JIee OJJHOTO JINCTA, apXUBHBIM MUQP yKa3bIBaeTCs
Ha 000pOTE KaXXJ0ro Jucta. Bece MUCThl apXUBHOW KOMHWM WJIM apXUBHOU BBIMUCKH B
OyMakHOU (popMe CKPETISIOTCS, HyMEPYIOTCS U Ha MECTE CKPEIJICHUS 3aBEPSIOTCS
apXMBOM OpTaHU3ALMH.

B anextponnoit popme apxuBHas komusi noganuckiBaercs DI pykoBoauTens
OpraHu3allnu.

296. ApxuBHas crnpaBKa, apXUBHAasl BBINHCKA, apXWBHAasl KOMHUS U OTBETHI Ha
3alpOChl BBICBUIAKOTCA 10 MOYTE IPOCTHIMU WIIN 3aKa3HBIMU MTHChbMaMHU.

297. ApxuBHas cupaBKa, ApXVWBHAs BBIIIHCKA U ApXUBHASI KOIUA B CIIy4ae JUYHOTO
oOparieHus rpaxJaaHiHa WK €ro JOBEPEHHOIO JIUIA B apXUB OPraHU3allMU BBIIAIOTCS
€My MOJl PACHUCKY NpHU MNPEAbSIBICHUU NACIOPTa WJIM WHOTO YAOCTOBEPSIOLIETO
JIOKyMEHTAa JIOBEPEHHOMY JIUILY — TIPH MPEIBSIBICHUN JOBEPEHHOCTH, 0()OPMIICHHOH B
YCTaHOBJIEHHOM TMopsake. [losyudarens apXWBHOW CIIPAaBKM UM apXUBHOM BBIIIMCKU
pPACIUCHIBACTCS HA WX KOMHUAX WU 00OPOTE COMPOBOAUTEIHHOTO MHUChMA K HUM,
yKa3bIBas J1aTy UX MNOJyYEHUSI.

298. JlonyckKarTCs U3BSATHE U3 APXUBHBIX JEJ W Bblada BJIAJCIbIAM WA UX
POACTBEHHHKAM NOJIMHHBIX JUYHBIX JOKYMEHTOB O TPaXXJTAaHCKOM COCTOSHUHU,
00pa3oBaHUU, TPYJAOBBIX KHUXKEK U JPYTUX, HE TOJYYEHHBIX B CBOE BpeMs
BJIJIEIBLEM JIOKYMEHTOB.

[TonnuaHbIe JTUYHBIE JOKYMEHTBI BBIJIAIOTCS C pa3pelieHUs] PyKOBOIUTEIIS
OpraHu3allui 3asBUTENISIM MPU TPEIbSIBICHUU JTOKYMEHTa, YIOCTOBEPSIOIIETO
JUYHOCTh, UX POJICTBEHHUKAM WJIA JIOBEPEHHBIM JIUIIAM — HOTApHAIHHO 3aBEPEHHOMN
noBepeHHOCTU. [[oITMHHBIE TUYHBIE JOKYMEHTHI HAMPABIISIIOTCS 3asIBUTEIIO 3aKa3HBIM
IIUCBMOM.

299. Ha MecTO u3BATOr0 JOKYMEHTa B JIEJIO BKJIAABIBAETCS KOIMUS HU3BSITOTO
NOoKyMeHTa. M3bsiTHE apXUBHBIX IOKYMEHTOB, a TaKX€ HMX 3aMEHa Ha KOIUH
OTPAXalOTCA B JIMCTAX-3aBEPUTEISIX JEJI, OMUCIX JIEN, TOKYMEHTOB.

300. Bo3Bparenre apXuBHBIX JOKYMEHTOB O(DOPMIISIETCS aKTOM 00 U3BSITHU U3
JeN yKa3aHHBIX JOKYMEHTOB. AKT U JIpyrue JOKYMEHTBI, HA OCHOBAHUU KOTOPBIX
MPOU3BEJICHO BO3BpAIICHUE apXUBHBIX JOKYMEHTOB, U PACIIUCKA JIUIIA, TOJTYUYHBIIETO
UX Ha PYKH, BKIIIOUAIOTCS B JIEJIO ApXUBHOTO (hOHA.

IMTaparpa¢ 8. Ilopsmox BEAaqw e, JOKYMEHTOB B UNTAIBLHEIN 3aJI © BDEMEHHOE
MOJIb30BaHUE



301. B mensx co3maHus YCJIOBHUM IS paOOTHI MOJIB30BaTENe B apXuBE
OpraHu3alliy CO3/1Aa€TCsl YUTAJIbHBIN 3a1 (IPOCMOTPOBBIN 3all, KOMIIBIOTEPHBINA 3al,
IMOMEIICHUE JJIS MPOCIAyIIUBaHUS  (POHOJOKYMEHTOB), O0O0OpYIOBaHHBIM
COOTBETCTBYIOIIIUMH TEXHUUYECKUMHU CPEACTBAMHU [Jii pabOThl ¢ MUKPOKOIHSIMH,
AIEKTPOHHBIMU, ayAMOBU3YAIbHBIMA U HAYYHO-TEXHUYECKUMU JTOKYMEHTAMH.

Pacniopsiiok paGoThl YMTAIBHOTO 3aJIa YCTAaHABIUBAET PYKOBOJIUTEINh OpraHU3aIluN

[Ipu oTCyTCTBUU B apXMBE OpraHU3aLMU CIIELUATBHO BbIIEJICHHOIO OMEIECHUS
YUTAJIBHOIO 3aj1a padoTa MOJb30BaTENEH ¢ JOKYMEHTAMU, B TOM YHCIIE 3JI€KTPOHHBIMU
, TPOM3BOAMUTCA B paboyux KOMHATaX apXWBa OpraHU3alUHU WIH CIYXKOBbI
JOKYMEHTAIMOHHOTO O0ECIIeYeHHs YIPaBIEHUS MO/l KOHTPOJIEM COTPYAHUKA apXuBa
OpraHu3alMH.

302. [Tonb30oBaTenu IOMYCKAIOTCS B YUTAJIBHBIN 3a]1 HA OCHOBAHUU JIMYHOTO
3asBieHusd. [lonp3oBaTenu, BeoylMe HAy4YHYIO paOOTy B COOTBETCTBHM C IUIAHOM
HAyYHbIX OpPraHU3alMM WM BBINOJHSIOLIME CIIy)KEOHbIE 3aJaHusl, MPEICTaBISAIOT
NMCHhMO HalpaBHUBIIEH MX OpraHu3auuud. PaOOTHUKHM OpraHu3alMH JIOMYCKAIOTCS B
YUTAIbHBIM 3a]l MO NPEeAbSBICHUU CIyKeOHOro yaoctoBepeHus. PaboTHukam
OpraHu3alii apXUBHBIE JOKYMEHTBHI BBIJAIOTCS B paboyue MOMEIIeHUs s
UCIIOJIb30BAHUS B CITYKEOHBIX LEJISIX.

B nu4yHOM 3asBJIEHMM WM NUCHbME YKa3bIBAIOTCS (paMUIus, UMs, OTYECTBO
N0Jb30BaTENs, JOJDKHOCTh, Hay4yHO€ 3BaHUE, Yy4e€Has CTENeHb, TeMa H
XPOHOJIOTHYECKHE PAMKHU UCCIIEOBAHHUS.

Paspemienrie Ha pabOTy B YUTAJIBHOM 3aJi€ JAET PyKOBOJIUTEIb OpraHU3aLMK Ha
HE0OXO0IUMBIN TIOJIB30BATEINIO CPOK, HO HE OoJiee, yeM Ha 1 Toj1 co qHS 0hOopMIIEHUS.

303. ApXuB OpraHu3alyy MPEeJAOCTABIISIET OJIB30BATEISIM ISl UCIIOJIb30BaHUS B
YUTAJbHOM 3aJ€  OTKPBITBIE JOKYMEHTBHI, YYTEHHbIE M MPOIIEIIINE
HAy4YHO-TEXHUYECKYI0 00pabOTKy, MMEIOIIUE CIPABOYHUKUA U JIPYTHE TMOUCKOBBIE
cpeacTtBa. HeyureHnHble 1 HeOOpaOOTaHHBIE TOKYMEHTHI MOJIb30BATEISAM JJis1 paOOTHI B
YUTAJIBHOM 3aJIe HE BBIIAOTCS.

304. JlocTyn M NpPENOCTABIEHUE ONMUCEU €I, IJEKTPOHHBIX JOKYMEHTOB
COTpYJIHUKaM OpraHU3alliy U AJis padOThl B UWTAJIBHOM 3aji€ apXuBa (CIELHUAIBHO
000py1I0BaHHOM pabodeM MecTe) padOTHHKaM TOCYJapCTBEHHBIX OPraHOB, CYJIOB,
3aMHTEPECOBAHHBIX OpraHU3alil, IPakJlaH OCYIIECTBIISIETCS OCPEICTBOM JIOKAIBHOM
CETH, KaHAJIOB 3JIeKTpocBs3u, C DA.

JUIsl ynaneHHoro A0cTyna K ONUCSAM J€] U 3JEKTPOHHBIM JTOKYMEHTaM (Z1eJ1aM)
pykoBoauTenaeM apxuBa BbliaeTrcs paspemenne B MC DA mosb3oBarento Ha
OCHOBAaHMHM €ro aBTopu3aiuu u 3assiaeHus B UC DA.

305. [Tpu paboTax ¢ NEKTPOHHBIMU HOCUTEISIMHU HE JIOIYCKAETCsl KaCaHUEe PyKaMu
pabouyux MOBEPXHOCTEHN AIEKTPOHHBIX HOcuTenel. [Ipu ounctke u pyyHoi oopadoTke



AJIEKTPOHHBIX HOCUTENEH pa3pemiaercsa OpaTh TOJIBKO B IEpuUaTKax 3a KPOMKH WM
3alIUTHBIA KOPILYC.

[Ipu o6paboTKe ONMTHYECKUX JUCKOB HEOOXOIMMO, YTOOBI IMEpUYATKH,
OPOTUPOYHBIN MaTepuaj, caleTku o0Jajganu YCTOWYHMBOCTBIO K BO3JEHCTBUIO
OPUMEHSIEMBIX YHUCTAIIMX BeniecTB. HanOonee moaxoasmum mMaTepuaioMm IS
nepyaTok  sBIseTCA  XxJonok. JlomyckaeTcss  TakXke  HMCIOJb30BATh
HEIIaCTU(UIIMPOBAHHBIN MOJMATHIICH, (PTOpCOAEpKalllke MOJIMMEpPBl U JaTekc. B
COCTaB MaTepualia NepyaToK HE JOJKHBI BXOAUTh KPACUTEIH.

306. Ilpu BblAa4Ye TOKYMEHTOB Ha 3JEKTPOHHBIX HOCUTENSAX U3 XpaHUJIUIIA
OCYIIECTBIIIETCSA MPOBEPKA LIETOCTHOCTH BCEX OOBEKTOB XpaHEHHs, COCTABISIOIINX
BbIJIABAEMBII IOKYMEHT.

307. OTka3 unu OTCpoUKa B Bblaue TOKYMEHTOB (J1€J1), B TOM YHUCJIE 3JIEKTPOHHBIX,
OCYILIECTBIISIFOTCS B CITy4asX:

1) ux mIoxoro (pU3NYECKOro COCTOSHHUS;

2) orpaHWYEHUN Ha WUCIOJIH30BAHMUE, YCTAHOBICHHBIX 3aKOHOJATEIHCTBOM
PecnyOnuku Kazaxcran uinu ¢poHgoo0pazoBaTeniem;

3) ucnonap30BaHUs JOKYMEHTOB pa0OTHHUKAMHU apXuWBa OpraHU3aluu s
BBITIOJIHEHUS CITY>KEOHBIX 3aJIaHUI;

4) BpIIaYM TOKYMEHTOB BO BPEMEHHOE I0JIb30BAHUE WM JIPYTrOMY IOJIb30BATENO B
YUTAJIBLHOM 3aJI€.

OTka3 apxuBa OpraHu3alvy B MPEIOCTABICHUU JTOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, BBIJIAETCS B TUCbMEHHOM (hopMe ¢ yKa3aHHEeM MPUYUH OTKa3a.

308. Ilo 3aka3aM mOJIB30BATEIIEH, C YUETOM TEXHUYECKMX BO3MOKHOCTEN apXuBa
OpraHu3alliy W3TOTaBIMBAIOTCA KOMUU apXUBHBIX JIOKYMEHTOB (KCEPOKOIUH,
MUKpPOKOIUHU, POTOOTHEYATKH, KHUHOKOIHNH, BUJIEOKONTUHU, KOMHHU (DOHOJOKYMEHTOB, a
TAK)K€ KOIUU Ha JIEKTPOHHBIX HOCUTEIISIX).

He npou3BoAWTCS KONMMpPOBaHME ApPXUBHBIX JIOKYMEHTOB, HaXOASIIUXCS B
HEYJIOBJIETBOPUTEIBEHOM (PU3UUYECKOM COCTOSTHUU.

KonupoBanue apXMBHBIX JTOKYMEHTOB OTPAHUYEHHOI'O JOCTyMNa (CEKPETHBIX U
cojiepKaluX KOHPUICHIHAIbHYIO UH()OPMAINIO) TPOU3BOJAUTCS B YCTAHOBIECHHOM
HOPSIIKE.

309. IlopsioK BBIMIOTHEHUS 3aKa30B Ha KOMUPOBAHUE, B TOM YHUCJIE O0OBEMBI
KOIMPOBAHUS apXUBHBIX JOKYMEHTOB, HEOITyOJIMKOBAHHBIX OMMCEN J1e]1, TOKYMEHTOB,
IPYTUX apXUBHBIX CIPABOYHO-MIOMCKOBBIX CpPEICTB M 0a3 JaHHBIX, CTOMMOCTD
U3TOTOBJICHHUS] KOMHUM M TOPSAOK PacyeToB 3a UX HM3TOTOBJIEHHUE OIPEIEISIOTCS
PYKOBOJCTBOM OpPTraHU3ALINH.

310. Ha xonuu apXuBHOTO TOKYMEHTa, U3rOTOBICHHOM MO 3aKa3y MOJIb30BaTEs,
apXUB yKa3bIBa€T apXUBHBINA MHUQP U HOMEPA JUCTOB €AUHUIIBI XPAHEHUS apPXUBHOTO
JOKyMEHTA.



VYuer 3aka30B Ha KOIMMUPOBAHKE BEJACTCSA B OyMa)KHOW MJIH AJIICKTPOHHOM hopme.
311. B unTaneHbIi 3a1 Aej1a, JOKYMEHTBI U3 XPAHWINILA BBIIAOTCA HA OCHOBAaHUHU
3alOJHEHHOTO OJlaHKa 3aKa3a Ha BbIJauy JOKYMEHTOB M YYHMTBIBAIOTCS B KHUTE
BBIJIAYM JI€JT U3 XPaHWINILA.
312. Kaxgoe BplAaBaeMoO€ M3 apXMBOXPAHWIMIIA B YHMTAJbHBIM 3aj JEJIO,
JOKYMEHT UMEIOT JIUCT UCIIOIb30BaHUs J€a.

313. Jlema, nOKyMEHTBI BBIJAIOTCS BO BPEMEHHOE INOJIb30BAHUE CTPYKTYPHBIM
MoJIpa3AeiCHUsIM OpraHu3allMil Ha CpPOK, He TpeBbimaromuii 20 naeid. Boimaua gen,
JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE IPYTUM OPTraHU3aLUsIM 10 UX TUCbMEHHOMY
3anpocy opopMIIIeTCs MO aKTy BbIAAuH Jell, JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHHE.
AKT COCTaBJISI€TCS B ABYX dK3EMIUISIPAX, OJUH U3 KOTOPBIX NEPEAAETCS MMOTYYaTEeIto, a
OpPYroil ocTaercsi B apXuMBE€ OpraHu3aluH. AKT MOJMUCHIBAETCS PYKOBOJIUTEIIMHU
OpraHM3alvy, Mepelaroneid JOKYMEHTbl, U OpraHW3aluu-TI0IydaTensi, CKPEIIsaeTcs
neyaTsiMA OpraHusanvil. Beimada nen, TOKyMEHTOB BO BPEMEHHOE IIOJIb30BAaHUE
JPYTUM OpraHU3alMsIM OCYIIECTBIISIETCA Ha CPOK He 0oJiee TpeX MECSIIEB.

314. Ilpu BeIHauE J1€]I, JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE KAXKI0E€ AEI0
3aHOCUTCS B KHUTY BBIJAYM [J€JI U3 XPAaHWIMUINA, 4 Ha MECTO BBIJABAEMOIO [ejIa
NOMEMIAETCs OTAEIbHAs Ul KaXKIO0ro Jiejla KapTa-3aMeCcTUTENb. KapThel-3aMecTUTENN
XpaHSATCSd B apXUBE OpraHM3alMM 10 MHHOBaHMS HanoOHocTU. CocTosHUE
BO3BPAIIAEMBbIX JI€] IPOBEPSIETCS B MPUCYTCTBUU JIMIA, BO3BPAIIAKOUIETO JETIO.

315. Kaxnoe BbI1aBaeMoOe U3 apXUBOXPAHWJINILA JIsI BPEMEHHOTO MCIIOJIb30BAHUS
J€10, TOKYMEHT UMEIOT JIUCT UCIIOIb30BaHus Jea.

IMaparpad 9. Ilopsnox ncnons30BaHAS JOKYMEHTOB B CPEICTBaX MacCOBO#M mH(opMaImn

316. ApxuB opraHu3anuu OpPraHU3ye€T HUCIOJIb30BAHUE JTOKYMEHTOB MpPHU
NOATrOTOBKE HMH(POPMAIMOHHBIX MEpPONPUSATUN, BBICTABOK, B CPEJICTBaX MAaCCOBOM
uH(bOpMAIINH, a TAKXKE UX MyOIUKAIUIO.

317. CoBMeCTHO €O CpeACTBAMH MaccoBOW MH(GOpPMALMU apXWUB OpraHU3alUU
ompezenseT TeMaTHuKy, 00beM M CPOKHU MOJATOTOBKU JOKYMEHTOB, TEMAaTHUKA U CPOKHU
YTBEPKJIAIOTCSI pYKOBOJUTENIEM OpraHu3aiuu. B skzeMiuisipax crarei u qpyrux gopm
neyaTd, MOATOTOBJIEHHBIX ISl CPEACTB MacCOBOM MH(OpPMALMH, OCTAIOLIUXCS B
apXuB€ OpraHu3alud, YKa3bIBAlOTCA TOWCKOBBIE JaHHBIE MCIOJIb30BAHHBIX
JOKYMEHTOB, a TaK)Ke JjaTa U MECTO UX IMyOJIMKAUK.

IMTaparpag 10. ITopsaaox yHAYTOKEHHA IEKTPOHHBIX JEJI BpeMEHHOI'O CPOKa XpaHeHUS H
mepenady dICKTPOHHBIX JOKYMEHTOB, SJICKTPOHHBIX JIe]I Ha IOCTOSHHOE XpaHEHHe B
roCyZapCTBCHHBIN apXHB



318. Ilo ucreyeHun cpoka BPEMEHHOTO XPAHEHUS JOKYMEHTOB Ha 3JIEKTPOHHBIX
HOCHUTEJISAX, DJEKTPOHHBIX JIOKYMEHTOB B apXuBE OpTraHU3allUUd MPOBOJAUTCS
AKCIEPTHU3a [IEHHOCTU B LEJISIX BKIIOYEHUS UX B CBOAHBIC OMKCHU (TOJOBBIEC Pa3/eiibl
CBOJIHBIX OIUCEH) SJIEKTPOHHBIX JEJ MOCTOSHHOTO XPAHEHUS UJIU B aKThI O BBIJICJICHUU
K YHAUYTOKEHUIO 3JIEKTPOHHBIX JOKYMEHTOB (1e]1), HE MOJJIeKaIINX XPAaHEHHUIO.

319. JIokyMeHTBI Ha dJIEKTPOHHBIX HOCUTENISAX, JICKTPOHHBIC TOKYMEHTHI (71e71a)
BKJIIOUAIOTCSI B aKT O BBIJICJICHUU K YHUUYTOXEHHUIO TOKYMEHTOB Ha 3JEKTPOHHBIX
HOCHTEJIIAX, JIEKTPOHHBIX TOKYMEHTOB (J1e]1), €CJI YCTAaHOBJICHHBIA CPOK UX XPaHEHUS
UCTEK K 1 siHBaps rojia, B KOTOPOM COCTAaBJICH aKT. AKT O BBIJICICHUH K YHUUYTOKCHUIO
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTEISIX, 3JEKTPOHHBIX JOKYMEHTOB (7€), HE
MOJISKAIIUX XPAHEHUIO, COCTABIISIETCS 110 (hopMe, YTBEPKAAEMON YITOJTHOMOUYCHHBIM
OpraHoMm, paccMaTpuBaeTcs Ha 3acenanuu DK opranuzaruu, corjacoBbiBaercs ¢ IIIK
yIOJIHOMOUYEHHOTo oprana, Apxusa IIpesunenta Pecny6nuku Kazaxcran, MO unu
roCy/IapCTBEHHOTO apXHBa W 3aTE€M YTBEPXKAAETCS PYKOBOIUTENIEM OpTaHU3aIUuu
OJTHOBPEMEHHO CO CBOJHBIMU OMHUCAMHU (TOJOBBIMU pa3lielaMU CBOJHBIX OITHCEH)
AJIEKTPOHHBIX JIeJI OCTOSIHHOTO, BpeMEHHOT0 (CBbImIe 10 eT) XxpaHeHus, B TOM YKCIIE
10 JINYHOMY COCTaBY.

320. AKT, COCTaBJICHHBIM B OpTraHU3aIMH, SBISIOLICHCS HCTOYHHUKOM
KOMIUJIEKTOBaHUSI TOCYJapCTBEHHOTO apXWBa, YTBEPXKAACTCS PYKOBOAUTEIEM
OpraHu3alyy MOCJI€ COTJIAaCOBaHUs C COOTBETCTBYIOIINM TOCY/IAPCTBEHHBIM apXHUBOM
WM yHNOJHOMOYEHHBIM OPraHOM CBOJHBIX OMHUCEN (TOMOBBIX Pa3AeiOB CBOJHBIX
OTMCel) PJIEKTPOHHBIX JIeJI TOCTOSHHOT'O XPaHEHHUs, COTJIACOBAHMUS CBOJIHBIX omucel (
TOJIOBBIX Pa3J/IeJIOB CBOJIHBIX OMUCEN) AJEKTPOHHBIX JIeJI 110 JTUYHOMY COCTaBYy U aKTa o
BBIJICJICHUU K YHUUTOXKEHUIO TOKYMEHTOB B 3JIEKTPOHHOM BHjie ¢ oTMeTKo# "OITK".

321. AKT, COCTaBJICHHBI B OpPraHU3alli, HE SABIAIOMIENCS HUCTOYHUKOM
KOMIUJIEKTOBaHUSI TOCYJapCTBEHHOTO apXWBa, YTBEPXKAACTCS PYKOBOAUTEIEM
opraHu3anuu nocie yreepxjaeHus DK BwimecTosimieit opranuzanuu (Mpu HaAJTAYWN)
CBOJHBIX omnuced (roJOBBIX pa3JeiaoB CBOJHBIX OINHCEH) BIEKTPOHHBIX el
MOCTOSSHHOTO XpaHEHUs W COIVIAaCOBAHUS CBOJHBIX OMNMUCEH (TOMOBBIX pa3icioB
CBOJIHBIX OIMHCEN) FNEKTPOHHBIX JIeJ MO JIMYHOMY COCTaBY M aKTa O BBIJCICHHUHU K
YHUUTOKEHHUIO JOKYMEHTOB Ha 3JICKTPOHHBIX HOCUTEJISIX, JJIEKTPOHHBIX JOKYMEHTOB (
nen) ¢ otmetkoi "OIIK".

322. JIOKyMEHTBI Ha 3JIEKTPOHHBIX HOCUTEISX, AJIEKTPOHHBIE JOKYMEHTHI (11e71a) ¢
HUCTEKIIMMHU CpPOKaMHU XpaHEHHUsS pa3peliaeTcss YHUYTOXKATh TOJbKO IOCie
YTBEPKJICHUSI PYKOBOJIUTEIIEM OpPraHU3allMi aKTa O BBIJACICHUU K YHUUTOXKECHUIO
JIOKYMEHTOB Ha JJICKTPOHHBIX HOCHUTEJISIX, JJEKTPOHHBIX TOKYMEHTOB (7€), HE
MOJICKAIIUX XPAHEHUIO.

323. IIpu yHUYTOXXEHUH JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISX, SJIEKTPOHHBIX
JOKYMEHTOB (71eJ1) W3 apxuBa OpraHU3alluyd M3bIMAIOTCS BCE HUX DK3EMIUISPHI.



DIIEKTPOHHBIE IOKYMEHTHI (J1€71a) MOJIeKAT YHUUTOKEHHUIO. DIIEKTPOHHBIE HOCUTEIH,
OPUTOJIHbIE K TMOBTOPHOW 3KCIUTyaTallMM, MOCJE€ CTUPAHMS 3alMCAaHHOW Ha HHX
UH(GOPMAIIMK MOTYT OBITh HCIIOJIb30BaHbI ISl MOBTOPHOM 3amucH HH(POpPMALUU.
DNeKTPOHHBIE HOCUTENIW, HENPUTOJHBIE K HCMOJIb30BAHUIO, CIHCBHIBAIOTCA U

YHUYTOXAIOTCA B YCTAaHOBJIEHHOM IOpsAAKEe. B y4YeTHBIX OKyMEHTax apXuBa

OpraHu3alliy JIeaeTcsi OTMETKa 00 MX CIHMCaHUU.

324. Ilpy HanM4KUU B SJIEKTPOHHBIX JOKYMEHTaxX UH(OPMAIIH, paCIPOCTPAHEHUE U
(unM) TmpeaocTaBIeHUE KOTOPOW OrpaHUYEeHO, IPUMEHSIOTCS CIIEYIOIINE CIIOCOOBI €€
YHUUTOXEHUS:

BO3JICMICTBHE HA MOBEPXHOCTh 3JIEKTPOHHOTO HOCUTENS MarHUTHBIM IOJEM (
pa3MarHu4YMBaHue);

MEXaHMYECKOE YHUUTOXKEHHUE IEKTPOHHOTO HOCUTEN BMecTe ¢ nHpopmanuei (
U3MeJIbYeHHUe, pacillaBlieHre, UCII0JIb30BaHUE XUMHUKATOB). J{71s1 oOecrieueHus moaHou
uH(OPMAIIMOHHON 0€30IIaCHOCTH JAHHBIN CIIOCO0 ABISIETCS MPEANOYTUTEIbHBIM.

325. CocraB MeTalaHHBIX JUIsl 3JIEKTPOHHOTO JTOKYMEHTA, MPEICTABISIOUIErO
co0Ol apXMBHYIO KOMUIO MH(POPMALIMOHHOTO pecypca, JOMOJHUTEIBHO BKIIIOYAET B
ceos:

HaMMEHOBaHKE MH()OPMAIMOHHOTO pecypca; TUIl HH()OPMAIMOHHOTO PeECypca;

KpaiiHue JaThl SKCIUTyaTallil UH(POPMALIMOHHOTO pecypca;

JAHHBIE O peTUCTpali HHHOPMAIIMOHHOTO pecypca B ['0cy1apCTBEHHOM perucTpe
UH(OPMAIIMOHHBIX PECYPCOB;

UHTEpPHET-aJipec pa3MelleHuss HHPOpPMAIUOHHOTO pecypca (s
MH()OPMALIMOHHOTO pecypca, pa3MELIEHHOI0 B TIiI00aJbHOW KOMIIBIOTEPHOW CETH
WNurepHer);

CBEJIEHUS O COOCTBEHHUKE HMHPOPMALIMOHHOTO pecypca;

CBEJICHHUS O BJIaJieblie HH(OPMALMOHHOTO pecypca.

326. Ilepenava 3JIEKTPOHHBIX JOKYMEHTOB B COCTAaB€ AJICKTPOHHBIX AT B
roCcyJapCTBEHHBIA apXUB OCYLIECTBISAETCS PAOOTHUKOM OpPraHU3al, OTBETCTBEHHBIM
3a BEJIIOMCTBEHHBIM apXuB, MU O0O0ECHEYUBAETCS CPEACTBAMU BJIEKTPOHHOIO
nokyMeHtoobopota u UC DA.

DJIEKTPOHHBIE TOKYMEHTHI (€J1a) B TOCYIapCTBEHHBIN apXUB MEPEIAIOTCA BMECTE
C UX METaJaHHBIMH.

Ilepenava 3ME€KTPOHHBIX AEJ MOCTOSIHHOTO XPAaHEHHUSI IPOU3BOIUTCS 10 OMMCIM
ANEKTPOHHBIX €] MOCTOSHHOTO XPaHEHHs OpraHM3alyy, a B Clydae JIMKBUJALUU
OopraHu3anuy BpeMeHHOro (cBaiiie 10 JieT) XpaHeHUs — 1O OMKCSAM 3JIEKTPOHHBIX JIE]T
BpeMeHHoro (cBoimiel( sieT) XpaHeHus, COCTaBJIECHHBIM MO (GopMe, YTBEpKIaeMOM
YIOJIHOMOUYEHHBIM OpPraHOM, B COOTBETCTBUU € IPAPUKOM MPUEMA FIEKTPOHHBIX JIEI B
rOCyJ1IapCTBEHHBIN apXUB.



Onuch 3NEeKTPOHHBIX JIeNT OPraHU3allK yTBEPKAaeTcs myTeM npocraBieHus D111
C IPUMEHEHHEM KJTI0Ua PyKOBOJUTENSI OPraHU3allUH.

327. Ilepegaya 3J€KTPOHHBIX JOKYMEHTOB (JIeJ1) HAa TOCYAapCTBEHHOE XPaHEHUE
OCYIIECTBJISCTCA IO KaHajlaM DJICKTPOCBSI3M B COOTBETCTBHUU C PErIaMEHTOM
WH(OPMAITMOHHOTO B3aUMOJICUCTBUS MEXKTy HWHPOPMAIIMOHHBIMU CHUCTEMaMH apXHUBa
OpraHU3allly U TOCYIAPCTBEHHOTO apXUBa MPU €ro HAIMYHH.

DNeKTPOHHBIE TOKYMEHTHI (1e1a) MepeaatoTCsl Ha TOCYyIapCTBEHHOE XpaHEHUE B
dbopmare xpanenust PDF/A-1.

328. B cocTaB 3JIEKTpOHHOTO J€Jia BKIIKOYAIOTCS METAJaHHBIE HA KaXKIbIN
3JIEKTPOHHBIN JOKYMEHT.

329. DnekTpoHHBIE Jejia TPU MOATOTOBKE K MEpeaaye ¢ OpraHu3aluu B
roCyJapCTBEHHBINA apXuB (OPMHUPYIOTCS TAKMM 00pa3oM, 9TOOBI METaJaHHBIE KaXkKI0TO
AJIEKTPOHHOTO JOKyMEHTa (KpoMe TepBOT0) CcoOJepkajld KOHTPOJIbHbBIE
XapaKTEPUCTUKU TPEIbIAYIIEro 3JIEKTPOHHOTO JOKYMEHTa M €ro MeTaJaHHbIX (
OJIHOHANPABJIEHHBIN CBSA3HBIM CHOUCOK). JIaHHBIN MOPSAIOK 3aKPEIUIAETCS B IPABOBOM
aKTe OpraHu3aIuu.

330. Ilepenaya u mpueM 3JIEKTPOHHBIX €] OCYIIECTBISIOTCS MO KaHajiaMm
AJIEKTPOCBSI3U WIIM Ha AJIEKTPOHHBIX HOCUTENISIX B COCTaBe MH(DOPMAIIMOHHOTO TAKETa,
dbopMaT KOTOPOTO OMpEEsIeTCs PErIaMeHTOM MH()OPMAIMOHHOTO B3aUMOICHCTBUS
MEXAY CUCTEMOM 3JIEKTPOHHOTO JOKYMEHTO000pOoTa U MH(GOPMAIIMOHHOW CUCTEMOM
apXuBa OpraHu3allii U rOCYIapCTBEHHOTO apXUBa.

B onucsax 3neKTpOHHBIX A€l MOCTOSSHHOTO U BpeMeHHOro (cBeime 10 ner)
XpaHEHUs TOMOJHUTEIHHO YKa3bIBAIOTCS:

CBeJIeHUsA O PaOOTHUKE OpraHU3alliH, NMEepeallleM 3JIeKTPOHHBIE Jiefla B
rOCYJIapCTBEHHBIN apXWB (HAMMEHOBAHUE JT0HKHOCTH, MHUIIAAIBI, (paMUITis);

CBEJICHUS O paOOTHHUKE TOCYJAPCTBEHHOTO apXHBa, MPUHUMAIOIIEM JICKTPOHHBIC
Jierna B apXuB OpraHu3aiyu (HAaMMEHOBAHUE JTOJDKHOCTH, MHUITUAIIBI, (pamMuius).

331. UuadopmaninoHHBIN TTAKET COASPKUT CICAYIONNE METaTaHHbIC Ha YPOBHE
ANEKTPOHHOTO Jena:

MOPSIAKOBBIA HOMEP AJIEKTPOHHOTO J€Jia B OMKUCH JIEKTPOHHBIX JI€] OpraHu3aluu;
WHJIEKC 3JIEKTPOHHOTO JEJa;

3aroJ0BOK AJIEKTPOHHOTO JIea;

KpailHUE JaThl 3JIEKTPOHHBIX IOKYMEHTOB 3JIEKTPOHHOTO JEJa;

KOJIMYECTBO AJIEKTPOHHBIX JIOKYMEHTOB JICKTPOHHOTO JIEJIa;

00BEM DIIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIeTa;

A3BIK (SI3BIKK) DJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO JIena.

[{esocTHOCTh METaJaHHBIX HA YPOBHE AJEKTPOHHOTO Jiefla MOJITBEPKIACTCS
yKazaHueM B MH(GOPMAIIMOHHOM MaKeTe X KOHTPOIbHBIX XapaKTEPUCTHUK.



332. UudopmalninoHHbIN TAKEeT COAEPKHUT CJIEIYIONINEe METalaHHbIe Ha YPOBHE
ANIEKTPOHHOTO JJOKYMEHTa BpeMEeHHOro (cBbilie 10 JieT) ¥ HOCTOSSHHOTO XpPaHEHUS:

Ha3BaHUE BUJA 3JIEKTPOHHOIO TOKyYMEHTa (MpHKa3, TUCbMO, CMETA U 1Ip.);

KJIACC AJIEKTPOHHOTO JIOKYMEHTa (yKa3aHue Ha MPUHAIJIEHKHOCTh DJIEKTPOHHOIO
JOKYMEHTA K OJJHOW M3 YHU(PHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIUH);

3aroJ0BOK AJEKTPOHHOTO JOKYMEHTA;

JaTy 3JEKTPOHHOIO TOKYMEHTA;

MpaBo JOCTyIA K JIEKTPOHHBIM JOKyMEHTaM (JOCTYI pa3pelieH BCeM; JOCTYII
yCcTaHaBJIMBaeTCsa PoHI000pa3oBaTeeM);

JIaTy CHSITUS OTPaHUYEHUM JoCTymna (MPU UX HAJTUYUN);

PErUCTPALMOHHBIA UHJIEKC AJIEKTPOHHOTO IOKYMEHTA;

OTMETKY O HAJIMYMH PETUCTPALIMOHHO-KOHTPOJIBHON KapTOUKH;

aHHOTAIIMIO Ha DJIEKTPOHHBIM TOKYMEHT (MPU HATUYHH);

A3BIK 3JIEKTPOHHOT'O IOKYMEHTA;

JaHHBbIE 00 aBTOpE BJEKTPOHHOTO JTOKYMEHTa (HaMMEHOBaHWE JOJKHOCTU
UCIIOJIHUTENS,, HAUMEHOBAHKWE OpraHU3alliH, MOArOTOBUBILEH 3JIEKTPOHHBIA JTOKYMEHT
);

UH(OPMAIUIO O CTPYKTYPE JIEKTPOHHOTO TOKYMEHTA;

cBeleHus O (pailyiax AMEKTPOHHOTO JIOKyMeHTa (MMeHa, 00beM, KOHTPOJIbHbBIE
XapaKTePUCTUKH);

CBEJICHUS 00 aJIrOpUTME BBIPAOOTKH KOHTPOJIBHBIX XapaKTEPUCTUK (AJrOpUTME
XOIIUPOBAHUA — KpUNTOTPAaUUECKOM aJrOpUTME BBIYUCICHUS 3HAYCHUS
x31I-pyHKIMK) (0003HAYEHHE aIrOpUTMa, CChUIKA HA TEXHUYECKUH HOPMATHUBHBIN
IPaBOBOM aKT).

[{e10CcTHOCTh METaJaHHBIX HAa YPOBHE 3JIEKTPOHHOTO JIOKYMEHTA MOATBEPKIAeTCS
oOmieil st BCEro JOKYMEHTa KOHTPOJBHOM XapaKTEPUCTHKOW, YKa3aHHOW BO
BHYTPEHHEH OIHCH.

333. IIpu HEOOXOAUMOCTH ISl ONUCAHKS HA YPOBHE AJIEKTPOHHOIO JTOKYMEHTa
UCIIOJIB3YIOTCSl JIOTIOJIHUTENIbHBIE METaJaHHbIe, XapaKTEepPHU3YIOIIHe OCOOCHHOCTU
CO3JaHMs U BOCIPOU3BENCHHUS SJIEKTPOHHBIX JOKYMEHTOB:

CCBUIKH Ha JPYTUe TOKYMEHTBI, 00pa3yroIire o0Muii yrpaBieHUeCKU KOHTEKCT;

cBeJieHHs: 00 UH(POPMAITMOHHON TEXHOJOTUH (BEPCUU MTPOTPAMMHOTO IIPOJIYKTA), C
IIOMOIBI0 KOTOPOU CO3/aH 3JIEKTPOHHBIN JOKYMEHT;

CBEJICHUSI O TEXHUYECKUX U MPOrPAMMHBIX CPEJICTBAX, HEOOXOAUMBIX MJIs
BOCIIPOU3BEACHUS JIEKTPOHHOI'O IOKYMEHTA;

CBEJICHHUS O 3aIIUTE IEKTPOHHOTO JOKYMEHTA.

334. IIpu nepenade 3JIEKTPOHHBIX JI€JI HA 3JIEKTPOHHBIX HOCUTENSIX B COCTaB
METAJaHHBIX BKIJIIOYAIOTCA JAHHBIE 00 OJIEKTPOHHBIX HOCUTENSIX (BHA, THI



AJIEKTPOHHOTO HOCHUTENS) U pa3MEIICHUN DJIEKTPOHHBIX JOKYMEHTOB (I€J1) Ha ITUX
AJIEKTPOHHBIX HOCUTEJISIX.

335. JIns 3NEKTPOHHBIX JOKYMEHTOB B COCTAaB METAJIAHHBIX JIOMOJHUTEIHHO
BKJIIOUalOTCs cBeleHuss o cpeactBax OLII, omnpenensiembie periaMeHTOM
WHPOPMAIIMOHHOTO  B3aUMOJICHCTBUS  MEXKIY CHCTEMOH  DJIEKTPOHHOTO
nokyMeHToooopota u UC DA.
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