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1 O0mue noaoxkeHus

1.1 Henmonpowussogurens  Buicluero ypoBHA  kBamuQukaumn  Cekrtopa
AOKYMEHTALMOHHOTO ~ O0ecleYeHHs M apxuBa OTHOCHTCS K  KaTeropHu
CICHHANMCTOB, NPHHUMACTCA HAa PaGoTy W YBONBHSETCS IIPUKA30B PYKOBOLUTENS
annapara Ilpasnenns Hexommepueckoe aKuponepHoe obiecTBo  «Topaiirsipos
YHuupepcurer» (nanee - HAO) no npexncrasnenuso Aupexropa JlemapramenTa
aJMUHECTPATHBHOM  paboTel (naee ~ JIAP) wu 3apefyromer  Cextopom
AOKYMCHTAIIHOHHOIO 00ECHeUeHH U apxuBa (Haee — Cexrop).

1.2 Ha ROMKHOCTE MENONpOM3BOMTENS BBHICLIErO YPOBHSI KBaTH(UKAUH
CexTopa Ha3sHAYACTCS JIMIO, UMEIOLIEE BHICHIEE 00pasoBanye M CcTax paboThl He
MeHee 3-X JIeT.

1.3 HMenonpouseomurens  BhICIIEro ypoBHA  kBanuukauuH  Cextopa
HCTIOCPEACTBEHHO  [OMYMHACTCS  3aBedyrolnel  CeKTopom JOKYMEHTAITHOHHOTO
obecneuenus u apxuaa.

1.4 B cpoelt mesTenbHOCTH CrELMANHCT BEICLIErO YPOBHs KBanudukauuu
CeKTOopa JIOMKEH 3HATL M PYKOBOACTBOBATLCSL:

- Korcrutyueit Pecny6muxu Kasaxcrau (namee — PK), npHmsTOd Ha
pecybankanckoM pedepenmyme 30 amrycra 1995 ropa;

- Tpynosem komexcom PK or 23 HOs0ps 2015 roxa;

- 3axkoHoM PK «O6 o6pasosanumy» ot 27 wons 2007 rojia;

- IlocranoBnenuem IlpaBuTenncrBa Pecny6nuku Kasaxcran ot 25 aBryCTa
2023 roma Ne 236 «O6 yrBepxueHud Ilpaswl noxymeHTHpoBaHHsi, yIpaBieHus
JIOKyMEHTALMER M HCIONB30BAHMS CHCTEM 3IEKTPOHHOTO JOKYMEHTOO00pOTa B
FOCYNapCTBEHHBIX H HETOCY IAPCTBEHHBIX OPraHM3aIHsIX»,

- llpaBunamu npmema, xpameHHa, ydYera M HCIONB30BAHHS JIOKYMEHTOB
Hamponanenoro  apxuemoro  ¢omma m APYTHX  apXMBHBIX  JOKYMEHTOB
BENOMCTECHHBIMM M YaCTHBIMH apXHBAMH, YTBEDKIEHHBIMH IIOCTAHOBIEHHEM
ITpasurenscrea Pecry6auku Kasaxcran or 11 ceHTabps 2023 rona Ne 780;

- 3axonoMm PK «O npoTuBozeiicrsun Koppynuuuy ot 18 Hosg6ps 2015 ropaa;

- OO0 yreepxgenns  KpanmpukammonHOro CIIDABOYHMKA  JTOKHOCTEH
PYKOBOIMTENEH, CHEIMANHCTOB M IPYIHX CIIYKALIHX, YTBEPXKIEHHBIH MPHKA3OM
MHuHHCTPa Tpya U COUMaNbHOM 3a1uuTh HaceTerns PK oT 31 nexabps 2020 roma Ne
22003;

- ocynmapcrernolt nporpammoit pasBuTHs obpasoBanus PK ma 2020-2025
TOlibl, YTBEPKACHHOH Y kaszoM [Ipesunenta PK oT 19 mons 2019 roJa;

- HHBIMH HODMAaTHBHBIMH OPaBOBBIMH aKTaMi PK;

- MHCTPYKTHBHBIMK MUChMaMH W pukazamu MHuBO PK;

- Yerasom HAO «Topaiirsipos YHUBEPCHTETY,;
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- Ilpasunamu BuyTpennero bacriopsiaxa HAO «Topaiirerpos YHHBepcHTeT;

- Konexcom xopnoparusroi 9TUKY;

- Komnexrupasiv  jrorosopom MEXKIY  KONIEKTHBOM  pabOTHHKOB U
paboronarenem HAQ «TopalireipoB Y HuBepcHTe T,

- Muccne#t, Momurukoit u Lensvu HAO «Topakreipos VausepeuTeTy,

- llporpamma passuries HAQ «TopalrelpoB yuuBepcuTer» Ha 20723 -2029ronpr;

- OPTaHM3alHOHHO-PACIIOPAIUTENbHEIME  OKyMeHTaMi HAQ «Topalireipos
YHHBEpCHTETY,

= MEKAYHAPOAHBIMH CTAHIAPTAMH B O6NACTH CHCTEMEL MEHEJDKMEHTa KauyecTna
(nanee - CMK);

- JIOKyMEHTamy, OOecreYyHBaONMMHU dynkupoHnposanne CMK  HAO
«Topa#ireipos YHuBepcuteTy:

- IenaMum B o0nacTH  kauecTsa Anmapata npaBineHHs u Cexropa
AOKYMCHTAIIOHHOTO 00ECTICYCHHS U apXHBA,

- MCPapXHeH CTPYKTYPHI M HANPABNEHUSIMH AITENbHOCTH HAO «Topaiirsipos
Yuusepcurery;

- LIpaBHJIaMU 1 HOpMaM#l O€30TIACHOCTH U OXPaHbI TPYXa,;

- HACTOAICH JI0O/KHOCTHOH HHCTpYKLpeit;

- BoxymeHTanueli CMK HAO «Topaiireipos Yausepcurer» B npejenax CBOMX
AOIDKHOCTHBIX O0SI3aHHOCTEH;

- IlpaBunamu BHyTpeHEETO pacnopsanka HAO «Topaiirsipos Yuusepcurery;

- TpUK43aMH, pacHOpsUKEHMAMH, HODMATHBHBIMH ¥ METOTHYECKHMH
MAaTEpUaIaMH TI0 OPTaHK3alM1 AeIONIPOU3BOICTRA B OO0uecTne;

" CPEICTBAMH KOMIIBIOTEPHON TEXHUKH U CBS3H;

- [paBHlaMH 10 OXpaHe TpyIa, IIPOM3BOACTBEHHOMN CaHMTapUH H
IIPOTHBONOXAPHOM O6E3011aCHOCTH.

2 No/zrHocTHBIE 06a13aRHOCTH

2.1 O6mne HanpaBenus paborsl

2.1.1 Obecnevenne KOHGHACHIHATEHOCTH ci1yxeOHOH uHpOpMAaIHy;

2.1.2 Benenue KypHaJa perHCTPALHY Cliy»KeOHOH MOKYMEHTAI{HH;

2.1.3 Benenue sxypHaiia PCTMCTPALIMH 3aABNEHUH (COTPY IHUKOB, CTYACHTOB);

2.1.4 Begnerue xypHana PETHCTPALMY QU3HYECKHX W FOPHAMYECKHX JIALL

2.1.5 Benesne paboThl co CTPYKTYPHBIMH  TOLPA3ACICHUIMH M ¢
NOCETHUTENSIMH,

2.1.6 Cocrasnenue peectpos Ha OTIPaBKY 3aKa3HOH KOPPECTIOH AEHIIN L,

2.1.7 OcymectBnenue CBOEBPEMEHHOH C1au NOKYMEHTOR B aApPXUB,;
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2.1.8 Cobnogenue CBOEBPEMEHHOTO OGHOBIEHHS HHGOPMALHH, nyOIUKYyeMOit
Ha 00pa30BaTe/IbHOM ITOpTase O6mecTna;

2.1.9 Cobmiomenue ycTaHOBRNEHHBIX CPOKOB IIpM MCHIOJHEHHM 341aHud u
TIOPYYEHHI;

2.1.10 Bsimaua 6nankos (IIpMKaskl, MHchMa), PErHCTPUPYEMBIX B JKypHAJC
y4€Ta OJIaHKOB CTPOroif OTYETHOCTH;

2.1.11 Cobmonenue TIDHHIMITA B3AUMO3aMEHACMOCTH CHeI[HalHCTOR (bonesus,
OTIYCK, KOMaH/JUPOBKA);

2.1.12 BrimosiHeHHE HHEBIX CIIyKeOHBIX IOPYYEHHH, BO3IOKEHEDIX 3aBEYIOUICH
CeKTOpOM JIOKYMEHTALIHOHHOTO 0BeCIIeYeH s 1 apxXuBa;

2.1.13 Cobmonenne TPYAOBOH JHUCLIUILIHAHEL;

2.1.14 Cobmonenue CBOCBPEMEHHOTO IIPOXOKICHHS (irooporpadugeckoro
O0CJIeNOBaHHS U ITOJTydeH s Jomycka k pabore;

2.1.15 CobmrozieHre B AeATeNbHOCTH CTPYKTYPHOTO  NOZpasfelcHus
COOMIOMEHHUS CHCTEMBI MEHEIPKMEHTA 1 Ka4yecTRa;

2.1.16 Cobmonenue 3a HCIOOIYMICHHE KOPPYHIHOHHBIX PHCKOB B IeATENbEHOCTH
BBEPECHHOTO CTPYKTYPHOIO [OPA3ASTEHHS,

2.1.17 Cobmozenue TpeGoBanuit mo TexHue GesomacHocT u oxpane Tpyna,
TIOKAPHON OE30TIACHOCTH W IIPOU3BOACTBCHHOM CaHuTapuu Ha paboyem Mecrte;

2.1.18 BepexxHoe oTHOMmIEHYE K HMYILECTBY YHUBEPCHTETA;

2.1.19 Cobitomenne Ttpebosanuii HopMatuBHBIX aktoB MHumBO PK,
BHYTPCHHMX HOPMATHUBHBIX akToB HAO «TopairelpoB  Vuusepcuter» n
OCHUCTBYIOIIEro 3aKOHONATEILCTRA PK.

3 IlpaBa

HenonpouzBoauTeNs BEICIIErO YpoBHA KBanuukauuu Cexropa HMeeT 11pago:

1) 3HaKOMHTECA C perneHHsIMH PYKOBOJCTBA, Kacalomuecs NeATeILHOCTH
OTJIeNA;

2) sampammMBaTL  OT CTPYKTYDHBIX ~ TIOApAasiefeHHH YHHUBEpCHTETA IO
TIOPYHCHHIO 3aBeAyrOlell CEeKTOPOM JIOKYMEHTAIIHOHHOTO 0GeceueHns apxuBa
MHPOPMALMIO M LOKYMEHTHI, HeoGXOMUMbIe A BBITIOJIHEHHSA BO3JIOKEHHBIX
(pYHKIIHI;

3) BHOCHTL Ha paccMOTpeHue 3aBeflyromeli CeKTopOM IOKyMEHTAlHOHHOTO
obecrieyenns H apxuBa MPeUIOKEHUS, 10 COBEPIIEHCTBOBAHUIO PabOThl, CBI3AHHOMN
C 00A3AHHOCTAMH, TIPEyCMOTPEHHBIMU HACTOAIIEH HHCTPYKIUEIH;

4) BO3BpAIIATL HCIIONHHTENIM Ha AOpabOTKy NOKYMEHTHI, [TOATOTOBISHHLIE ¢
HapyLICHHEM YCTAHOBIICHHBIX TPeOOBaHHIE
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5) 3HAKOMHTECA C NPUKA3AMH PYKOBOACTBA YHUBEPCHTETA, KACAIONIUMUCS ero
JIEATEILHOCTH;

6) TpeboBaTL CO3NAHMA YCIOBMH 118 BBIIOSHEHUS npodeCcCHOHANBHBIX
00s3aHHOCTEH, B TOM 4MCIe IpeJOCTaBICHHS HEOOXO0MUMOTO  060pyIOBaHMS,
HHBCHTApI, pabovero Mecra, COOTBETCTBYIONIErO CaHHUTAPHO-THTHEHHYECKHUM
IIPABUIIAM ¥ HOPMaM H T.J.;

7) TOBBULATH CBOIO KBATHQUKALMIO IO HaIpPaBJICHHAM MPOPeCCHOHATEHOM
AEATEEHOCTH.

4 OTBEeTCTBEHHOCTD

JenoTPOU3BOMKTEND  BBICIIErO YpoBHA  KkBaa@ukanud CexTopa HecEt
OTBETCTBEHHOCTh 34

1) Hemapnewaiice WCHONHEHHE MM HEWCIIONHEHHE CBOWX JOJKHOCTHBIX
00sI3aHHOCTEH, TIPEIYCMOTPEHHbIX HACTOAMIEH TOIDKHOCTHOMN HHCTPYKUHEH;

2) mHapymende [IpaBuit BHYTpeHHEro pacnopsiaka HAO «Topaiirsipos
YHuBepCHTETY;

3) pasriiallleHue CBENEHHH, IIPeIHASHAYEHHbIX UL CIy»KeOHOTO IONBb30BAHMNS
HAO «Topalirsipos Yuusepcuter: :

4) coBepmieHWE B  Ipolecce OCYLICCTBIICHUSI CBOEH  HESITENBHOCTH
NPaBOHAPYINEHHH, ONpeIeIEHHBIX JEHCTBYIOMUM 3aKOHOIATENLCTROM PK;

5) TpUYHHEHHE MATEPHATBHOTO ywepba HAO «Topaiirsipos Yuusepcurers,
IpEyCMOTPEHHOrO AEHCTBYIONIMM 3aKOHOAaTeLCTBOM PK;

6) HECET MH/IMBUIYAILHYIO OTBETCTBEHHOCTD 34 IPENOCTABNCHUE TOCTOBEPHOMH
H Ka4ECTBCHHOH HH(POPMALIMH T10 3aPOCY PYKOBOJICTBA;

7) HEUCIIONHEHUE YCTHOTO U ITHCHMEHHOT'O HOPYYEHHs] PYKOBOJICTBA.

5 Bzaumocesaszu

5.1 JlenonpoussoguTens BLICIIETO YPOBHA KBAIMQUKALUH JIOLUHUHSIETCS
3apefyromed CekTopoM NOKYMEHTALHOHHOTO 06ECICYCHHS 1 apxuBa.

5.2. BaauMonelicTee ¢ WHBIMH AODKHOCTHBIMH JIMIIEMH U TOAPa3fe/IEHUAMU
OCYLICCTBIIACTCS IIPH YYACTHH PYKOBOIUTENEH COOTBETCTBYIOILMX MOJpa3IeiCHU.
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SANIPEITAETCS HECAHKIIMOHUPOBAHHOE KOIMMPOBAHUE IOKYMEHTA!
Hacmosayuii doxymenm 1e moxicem Goims nomocmio win wacmusmno BOCHPOU3ZGEOEN, MUPANCUPOBAH
pacnpocmpanén Oes paspewenun Ipedcedamens IIpasnenus — pexmopa HAQ «Topatiepipos yHusepcumemy
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Ilpunosxenue b

(obs3aTenbHOE)
O CO CMK 4.01.6/02
JIUCT O3HAKOMJIEHUSI
©.1.0. nmrua, 03HAKOMHBIIErOC Hara o3rakoMienus ¢ [Honmuck
¢ JOKYMEHTOM JOKYMEHTOM
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3ANIPEIMIAETCSI HECAHKITHOHHUPOBAHHOE KOITHPOBAHME JOKYMEHTA!
Hocmosyuii doxysenm e mooicem Gutmb BOANOCTBIO Wi YGCMUHO BOCHPOUZBEOEH, MUPANCUPOBAN U
pacrpocmpanén 6es paspewenus Hpedcedamens {Ipasnenus — pexmopa HAO «Topatizeipos YHUugepcumemy
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JUCT YYETA IIEPHOIHYECKHUX TIPOBEPOK

Homep u PesynbTarhl Hara D.H.0. maua, Hoanucek nuia,
aara MPOBEPKH BHCCEHHA | BHECIIETO 3aITHCh | BHECLIETO 3aMCh
IpHKa3a 3aIHCH
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JANIPEIMAETCA HECAHKITMOHHPOBAHHOE KOITMPOBAHUE JIOKYMEHTA!
Hacmosguit ookymenin ne Modicent Goiitb ROAHOCHILIO WK YACMUNNO GOCHPOUIBEOEN, MUPUNCUPOBAN U
pacnpocnipanén 6es paspewenus. Ipedcedamenn Hpasnenun — pexmopa HAQ «Topatienipos YHUGepcumem»
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J¥ CMK 15-05-05/07

@ CO CMK 4.01.6/04

JUCT PECUCTPAIIMM U3MEHEHUN W JONOJHEHUNA

[Topsinxoseli | OcHOBaHHE Hara Jata ®.H.0. muua, [{ommuce
HOMEP (Ne, nara | BBEICHUS | BHECEHUA BHECIIETO U,
M3MEHEHHS IpyKasa) | M3MEHEHHH|U3MCHEHMsI| HW3MEHEeHHe BHECIIETO

M3MEHEHHE
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JANPEIAETCSI HECAHKITHOHHUPOBAHHOE KOITMPOBAHHE NOKYMEHTA!
Hacmongui 00KyAMenm ne Movcerm Gulie ROMIOCMbIO Wit LACMUYNO GOCHPOU3EEIEN, MUPANCUPOSTH U
pacnpocmpanén be3 paspeucenus Hpedcedamens [Tpaenenus — pexmopa HAO «Topatizelpog yrugepctiments




