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Introduction

This Regulation is developed by the Document Support Department and
Archives.

This Regulation is approved by the Rector and are binding on all departments in
terms of their implementation in the course of their activities.

Changes to this Regulation are developed based on the results of their
application or when the requirements specified in paragraph 4 of this Regulation
change.

Responsibility for the organization and coordination of activities to implement
this Regulation lies with the Document Support Department.
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Chapter 1. General Provisions

1. The Regulation for documenting, document control and using
electronic document management systems in the Republican State Institution
Kurmangazy Kazakh National Conservatory of the Ministry of Culture and
Informationof the Republic of Kazakhstan (hereinafter referred to as the
Regulation) are developed in accordance with the Regulation for documenting,
document control and using electronic document management systems in
public and non-public organizations approved by the Decree of the
Government of the Republic of Kazakhstan dated August 25, 2023 No. 236

2. The Regulation establishes the procedure for documenting, document
control and using electronic document management systems in the Republican
State Institution Kurmangazy Kazakh National Conservatory (hereinafter referred
to as the Conservatory).

3. Organization, maintenance and improvement of the system of
documentary support for management, methodological guidance and control over
compliance with the Conservatory documents operation procedure established by
the authorized body in the field of archiving and documentary support of the RSI
"Central State Archive" of the Ministry of Culture and Informationof the Republic
of Kazakhstan (hereinafter referred to as CSA) is carried out by the DCD which is
entrusted with the functions of documentary support for management.

4. The Regulation do not apply to documents containing information
constituting the state secrets of the Republic of Kazakhstan.

Work on the creation of private keys of electronic digital signature (the procedure
for generating, registering, issuing, storing, destroying) for legal entities, state
bodies or officials and the procedure for ensuring the secrecy and safety of
electronic documents and private keys of electronic digital signature containing
information constituting state secrets are determined by regulatory legal acts in the
field of protection of state secrets.

The work procedure of state bodies with electronic documents of limited
distribution marked "For official use" is determined by the Decrees of the
Government of the Republic of Kazakhstan dated September 14, 2004 No. 965
"On some measures to ensure information security in the Republic of Kazakhstan"
and dated December 31, 2015 No. 1196 "On approval of the Regulation for
classifying information as proprietary information of limited distribution and its
operation.

5. The Regulation provide:

1) the procedure for preparing, formalizing, passing administrative
documentation and instructions from higher authorities in accordance with the
legislation of the Republic of Kazakhstan;

2) organization of accounting, registration, control over the execution of
documents;
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3) the procedure for reproduction, copying, replication of official documents,
the procedure for their systematization, preparation for archiving, storage and use.

6. When changing the head of the DCD, documents and files as well as the
DCD to them shall be transferred to the newly appointed manager or key official
according based on the acceptance and transfer certificate.

7. Responsibility for the organization and state of office work, timely and
high-quality execution of documents in accordance with the document control
regulatory requirements, safety in structural divisions rests with the heads (deans,
heads of departments, heads, etc.) of departments.

8. This Regulation uses the following concepts:

1) paragraph is a part of the text which is a semantic unity, highlighted by an
indent in the first line and starting with a capital or lowercase letter, paragraphs end
with a semicolon (except for the first and last paragraphs of the part);

2) means of cryptographic protection of information refer to means that
implement algorithms for cryptographic transformations, generation, formation,
distribution and management of keys;

3) carrier of key information is a specialized carrier in which cryptographic
information protection tools are used to protect the stored private keys of an
electronic digital signature, which have a certificate of compliance with the
requirements of ST RK 1073-2007 “Means of cryptographic information
protection. General technical requirements”;

4) certification center of state bodies of the Republic of Kazakhstan is a
certification center serving state bodies, officials of state bodies in information
systems and other state information resources of state bodies of the Republic of
Kazakhstan (hereinafter - SBCC);

5) national certification center of the Republic of Kazakhstan is a
certification center that provides means of electronic digital signature and
registration certificates to individuals or legal entities for the formation of
electronic documents in public and non-public information systems;

6) release of a document (letter) is a copy of the outgoing document
remaining in the file of the initiating organization;

7) electronic copy of a document is a document that fully reproduces the
form and information (data) of a genuine document in electronic digital form;

8) normative reference information is the information (classifiers,
directories, lists and others) based on normative documents and used to determine
various characteristics of a document;

9) the owner of the registration certificate is an individual or legal entity in
whose name the registration certificate is issued, legally owning the private key
corresponding to the public key specified in the registration certificate;

10) electronic information resources is the information presented in
electronic digital form and contained on an electronic medium, Internet resource
and (or) in an information system,;

11) protection of electronic information resources and information systems
is a set of legal, organizational and technical measures aimed at preserving,
preventing unauthorized access to electronic information resources, information
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systems (also from unauthorized access to information) including illegal actions to
obtain, copy, distribute, distort (and/or modify), destruct or block the information;

12) electronic document is a document in which information is presented in
electronic digital form and certified by means of an electronic digital signature;

13) electronic document management is the exchange of electronic
documents between state bodies, individuals and legal entities;

14) electronic document management system is an electronic document
exchange system, the relations between the participants of which are regulated by
the Law of the Republic of Kazakhstan dated January 7, 2003 "On Electronic
Document and Electronic Digital Signature" and other regulatory legal acts of the
Republic of Kazakhstan (hereinafter - EDMS);

15) EDMS participant is an individual or legal entity, a state body or an
official participating in the processes of collecting, processing, storing,
transferring, searching and distributing electronic documents;

16) hard copy of an electronic document is a document on paper obtained
through extracting information (data details) from an electronic original, having
fully reproducing information of a genuine electronic document, certified by an
electronic digital signature created using the private key of an electronic digital
signature, and all its details or part of them and certified by a person with authority
to certify this document;

17) the original electronic document is a document certified (signed) by an
electronic digital signature created using the private key of an electronic digital
signature, initially generated in the format of an electronic document and not
having a paper source original;

18) electronic registration control card is an electronic document with the
document credentials fixing its details in the prescribed form;

19) format of an electronic document is the structure of the content of an
electronic message on the basis of which an electronic document is formed;

20) means of electronic digital signature is a set of software and hardware
used to create and verify the authenticity of an electronic digital signature.

Chapter 2. The procedure for documenting, preparing and processing
documents

Paragraph 1. Documentation procedure and paperwork requirements

9. The language of work and office work in the Conservatory is Kazakh
language, Russian language is officially used along with Kazakh, and in cases
provided by the Law of the Republic of Kazakhstan dated July 11, 1997 "On
Languages in the Republic of Kazakhstan", other languages may also be used.

10. Documents are drawn up on white A4 format blank paper sheets in (210
x 297 millimeters (hereinafter referred to as mm), A5 (148 x 210 mm) and have
margins of at least:

1) left margin - 20 mm;
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2) right margin - 10 mm;

3) top margin -10 mm;

4) bottom margin - 10 mm.

For double-sided printing, the back side of the document sheet:

1) left margin - 10 mm;

2) right margin - 20 mm;

3) top margin - 10 mm;

4) bottom margin - 10 mm.

11. Forms are used when drawing up a document. The details on the forms
are arranged in a certain sequence in accordance with the layout of the details of
the document in accordance with Appendix 1 to this Regulation.

12. The following forms of documents are used at the Conservatory:

1) the form of the letter of the Conservatory in the form in accordance with
Appendix 2 to this Regulation;

2) the form of the order of the Conservatory in the form in accordance with
Appendix 3 to this Regulation;

3) the general form of the Conservatory in the form in accordance with
Appendix 4 to this Regulation.

The general form of the organization is used for preparing all types of
documents.

13. Forms of documents are made in a typographical way using the means of
operational printing.

14. Paper blanks of documents of state organizations with the image of the
State Emblem of the Republic of Kazakhstan are subject to accounting, for this, in
the lower left corner of each copy of the blank document, its number, series shall
be affixed in a typographical way or by a numerator. Electronic forms are not
subject to accounting.

15. Forms of documents of the Conservatory are used strictly for their
intended purpose and are not transferred to other organizations or other persons
without the appropriate permission of the Rector of the Conservatory.

16. The Document Support Department issues letterheads and a general
forms to structural divisions, and the HR Department issues forms of orders that
are registered in the relevant registration and forms issuance logs. The use of
photocopies of these forms when creating documents is not allowed. Damaged
forms are handed over to the office and the personnel department for cancellation.

17. Documents are drawn up using a stamp that reproduces the name of the
organization, by affixing its imprint in the upper left corner or with the obligatory
registration of the following details:

1) the official name of the Conservatory that issued the document or an
imprint of a stamp reproducing the name of the Conservatory that issued the
document by placing it in the upper left corner;

2) the name of the type of document, except for a letter;

3) date of the document;

4) registration number (index) of the document;
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5) the name of the position of the person who signed the document, the
signature and full length of the signature;

6) an imprint of the seal of the Conservatory.

18. Internal documents, with the exception of administrative documents shall
be drawn up on white paper sheets using the logo of the Conservatory .

19. It 1s not allowed to issue a document in two or more languages on one
form.
A document in the Kazakh language and an authentic document being created in
Russian or another language are each printed on separate forms (separate sheets)
and drawn up with the same details.

A document created in two or more languages is drawn up on separate forms
(separate sheets) with common details.

Documents in different languages are assigned common outgoing details.
Documents in different languages must be authentic to each other.

Sheets of documents (forms and annexes to them) are numbered through
numbering at the top of the sheet in the middle.

Paragraph 2. The procedure for issuing the document details

20. The State Emblem of the Republic of Kazakhstan is depicted on the
letterhead of a document of a state organization in accordance with the legislation
of the Republic of Kazakhstan on state symbols of the Republic of Kazakhstan.

21. The name of the organization includes the name in accordance with the
constituent documents indicating the legal form. Republican State Institution
Kurmangazy Kazakh National Conservatory

22. Reference information about the Conservatory indicates: 050000
Almaty, 86 Abylai Khan avenue, telephone 8 (727) 2617640, fax 8 (727) 2727219,
e - mail: info@conservatoire.kz.

When drawing up a joint document developed by two or more equal
organizations, the names of organizations shall be arranged in alphabetical order of
the organization names.

A joint document on paper is subject to certification by the seals of
organizations.

23. The name of the structural unit is indicated in cases where it is the author
of the document and is located below the name of the organization.

24. The name of the type of document is printed in capital letters in bold.

25. The date of the document is the date of its signing (approval) or the
event recorded in the document.

The date of the document is affixed by the official signing or approving the
document. For electronic document management, date system stamping or manual
stamping by an authorized person is allowed.

Service line notes on the document related to its processing and execution
(familiarization) within the Conservatory shall be dated and signed.

The document is dated:
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1) in legal acts, Minutes, banking, financial, accounting documents and
documents affecting the rights and interests of individuals and legal entities, in a
verbal and numeric way - the day of the month and the year shall be drawn up in
Arabic numerals and the month - in words.

For example: May 06 of 2020 or May 06, 2020 ;

2) in other documents - digitally the day of the month and the month by two
in pairs of Arabic numerals separated by a dot, the year - in 4 Arabic numerals.
For example: "06.05.2020"".

26. The registration number (index) of the document consists of the index of
the file according to the nomenclature of files of the Conservatory, the serial
number of the document in the registration and control form (hereinafter referred
to as the DCD).

The registration number (index) of a document compiled by two or more
organizations consists of the registration number (index) of each of these
organizations, separated by a slash in the order in which authors are indicated in
the document.

Continuous numbering is allowed in the electronic document management
system.

27. The reference to the registration number (index) and the date of the
incoming document shall indicate the registration number and the date of the
document to which the answer is given.

28. The place of compilation or publication of the document is indicated in
accordance with the accepted administrative-territorial division and includes only
generally accepted abbreviations.

The place of compilation or publication of the document is drawn up in
accordance with the name of the location which is the place of the organization -
the author of the document.

29. Documents shall be addressed to organizations, their structural
subdivisions, officials or individuals.

The "Recipient" requisite shall be arranged in lowercase letters, in bold type.
The name of the organization, its structural subdivision shall be written in the
nominative case, position, surname of the person to whom the document is
addressed - in the dative case.

For example: RSI Kurmangazy Kazakh National Conservatory
Department of Human Resources
or  Ministry of Education and Science
of the Republic of Kazakhstan
Administrative Office
A.S. Akhmetova

When addressing a document to the head of the organization, the
organization name shall be shown together with the position of the addressee.

When addressing a document to an individual, the initials of the name and
surname of the recipient, a postal address shall be indicated.

For example: A. Kaliyev
5 Sadovaya st., apt. 28
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050000 Almaty
When communicating within the Conservatory, the position shall be

indicated in the dative case together with the initial of the name and surname of the
official.
For example: Manager

Finance and Economic Unit

RSI Kurmangazy Kazakh National

Conservatory

G.S. Kasymova

If the document is addressed to several organizations they shall be indicated
in a generalized way.
For example: Rectors of higher educational institutions
Almaty city

or Deans of the faculties of the Conservatory,
Heads of Departments
Faculty of Instrumental Performance

No more than 4 addressees shall be shown in one document. With a larger
number of recipients, a distribution list (register) for the document shall be
compiled. The words "Original" and "Copy" in the requisite "Recipient" shall not
be used.

When sending a document to non-permanent addressees, the addressee
requisite includes a postal address which is drawn up by the originator. Elements
of the postal address are indicated in sequence in accordance with the Law of the
Republic of Kazakhstan dated April 9, 2016 "On Post Service".

For example: The editorial office of the
""Kazakhstanskaya Pravda' newspaper
32 Kunayev st.,
050000 Almaty

30. The heading to the text of the document shall be typed bold from the border
of the left margin of the document without word wrapping and contain no more
than 35 characters per line. In a document with a header size of more than 5 lines,
it is allowed to design the header in the middle of the document. There shall be no
dot at the end of the heading.

The title to the text of the document shall be formulated in accordance with the
name of the document type and its content.

The title to the text of the document shall be less than 10 lines and not drawn
up on an A5 form.

The title to the text should be short, accurately convey the content of the
document. It must be consistent with the name of the type of document and answer
the questions: “what about?” (“whom about?”), “what?” ("who?").
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31. For paper documents, the seal of the Conservatory certifies the authenticity
of the official's signature on the document. The seal of the Conservatory shall be
affixed after the name of the position of the person who signed the document,
without capturing his personal signature.

32. The text of the document shall be drawn up in the form of a questionnaire,
diagram, table, coherent text or a combination of these forms.

The diagram form is used when presenting digital or verbal information. The
diagram should not be divided and go to another page.

The form of a diagram is used when presenting digital or verbal information
about several objects according to a number of features.

Tables have two levels of text division: vertical - columns and horizontal -
lines. The columns and rows of the table must have headings expressed by a noun
in the nominative case. The subheadings of columns and lines must be consistent
with the headings. If the table is printed on more than one page, the columns of the
table must be numbered and only the numbers of these columns must be printed on
the following pages.

A connected text usually consists of two parts. The first part indicates the
reasons, goals, grounds for creating the document; in the second (final) - decisions,
conclusions, requests, recommendations. In some cases, requests, suggestions are
indicated in the first part, justifications and arguments are provided in the second.
The text may contain one final part (for example, orders - an administrative part
without a statement, letters - a request without explanation). The text of a
document prepared on the basis of or in pursuance of a previously issued document
shall indicate its details: the name of the document and the author organization,
date, registration number, title to the text.

33. If the document contains paragraphs, then the paragraphs in the document
are arranged in a logical sequence, considering the chronology of the stages of
resolving the issue. Items that are close in content and significant in volume are
combined into chapters, several chapters - into sections, sections - into parts. In
large chapters, paragraphs are allocated, in sections - subsections.

Items can be subdivided into sub-items. Within paragraphs and subparagraphs
there may be parts separated by paragraphs.

Items, paragraphs, chapters, subsections, sections and parts of documents are
numbered with Arabic numerals with a dot as follows: 1., 2., 3. and so on.

The numbers of subparagraphs in paragraphs are indicated by Arabic numerals
with brackets as follows: 1), 2), 3) and so on.

The numbering of paragraphs, chapters and sections is continuous,
subparagraphs in a paragraph, paragraphs in a chapter, subsections in a section are
independent.

It is not allowed to designate paragraphs with hyphens or other signs.

34. The text of the document is typed on a typewriter with one and a half line
spacing or using computer equipment in size No. 14 of the Times New Roman font
(Times New Roman) with one line spacing. In some cases as well as when
designing tables, applications, notes about the artist, comments, it is allowed to
change the font size and line spacing.
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When drawing up a document on two or more sheets, the second and
subsequent sheets are numbered. The numbers are put down in Arabic numerals in
the middle of the top margin of the sheet without punctuation marks.

In the note about the presence of the appendix mentioned in the text of the
document, the number of sheets, copies, and the language of execution are
indicated.

For example: Appendix: on 10 sheets, in 3 copies, in the state
language.

In the note about the presence of an appendix that is not mentioned in the text
of the document, its name is additionally indicated as well as the date and
registration number (index) if available. If there are two or more applications, they
are numbered. For electronic document management specifying the number of
copies is not required.

If the appendices to the document are bound, the number of copies is
indicated.

For example:

Appendix 1. Staffing on 4 sheets, in 3 copies, in the state language

Appendix 2. Cost estimate on 4 sheets, in 1 copy, in the state language.

If another document with an appendix is attached to the document, the details
of this document and the total number of sheets are indicated in the note about the
appendices.

For example: '"Appendix: letter of the Ministry of Culture and
Informationof the Republic of Kazakhstan dated October 15, 2014 No. 3-5 /
151 and its annex, total on 7 sheets, in Kazakh language."

If the appendix is not sent to all the addressees specified in the document,
then the note about its presence indicates to whom the appendix is to be sent.

For example: Appendix: on 2 sheets, in 1 copy, to the first address.

35. The signature of a document on paper includes:

1) the name of the position of the person who signed the document, the
official name of the structural unit or Conservatory (if the document is not issued
on a letterhead);

2) personal signature and transcript of the signature (initial name and
surname).

The document shall be signed with lightfast ink.

For example:
Vice-Rector
on academic issues signature Zh. Kosherbaev
01.09.2025

It is not allowed to sign the original document by affixing a facsimile.

The right to sign documents of the Conservatory is determined in accordance
with the legislation of the Republic of Kazakhstan, the constituent documents of
the Conservatory, the administrative documents of the Head of the Conservatory
on the delegation of authority or powers of attorney to perform certain actions on
behalf of the Conservatory.
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An electronic document is certified by an electronic digital signature of a
person who has the authority to sign this document.

The release of the document (letter) is subject to signing. It is not allowed to
replace the issue of a document (letter) with a copy of the document. When a
document is signed by two or more persons of equal positions, their signatures are
arranged in alphabetical order of the official names of organizations or structural
divisions.

When a document is signed by several officials, their signatures are placed
one under the other in accordance with the descending hierarchy of positions.

The document drawn up by the commission does not indicate the names of
the positions of the persons who signed the document, but their duties as members
of the commission.

Documents of the collegiate bodies of the Conservatory (colleges, councils,
maslikhats, boards) are signed by the chairman and secretary (the chairman and the
person who made the recording). The minutes of the operational (operational)
meetings of the Conservatory and its structural divisions are signed by the
presiding person.

If there is no official whose signature is prepared on the draft document, then
the document is subject to re-issuance to the person performing his duties.

For example: Acting Rector Signature N. Kuldanov

It is not allowed to sign a document with the preposition "for" or putting a
slash before the title of the position.

36. Approval of a draft document is formalized with a signature on the
document (internal approval) or a stamp of approval (external approval or
agreement with the consultative and advisory and public bodies of the
Conservatory). For an electronic document approval occurs through an electronic
digital signature.

In case of internal approval, the documents are endorsed by the originator
(executor in charge), the head of the department, other interested officials, the
Deputy Head of the Conservatory in accordance with the distribution of duties.

Visas are affixed to copies of paper documents remaining at the
Conservatory on the front side below the signature. Draft administrative
documents are endorsed on the first copy. It is allowed to endorse draft
administrative documents on the reverse side of the last sheet.

The visa includes the signature of the approver, the date, the transcript of the
signature (initial name, surname), the title of the position of the approver.
Comments, dissenting opinions and additions to the draft document are drawn up
on a separate sheet, about which a corresponding mark is put in the draft
document.

The external approval of the document is formalized with the stamp of
approval which is located in the lower left corner of the last sheet of the document
and consists of the word "AGREED WITH", ("AGREED BY") as well as the
name of the position of the person with whom the document is agreed (including
the name of the organization), personal signature and its transcripts (initial name
and surname), date of approval.
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For example: Agreed with
Vice-Rector for
Academic Work of the
RSI Kurmangazy Kazakh National Conservatory
of the Ministry of Culture and information
of the Republic of Kazakhstan
Zh. Kosherbaev
" " 2025

When a document is approved by two or more persons of equal positions,
the approval stamps are put at the same level in alphabetical order of the official
names of organizations. When a document is approved by several officials, the
approval stamps are arranged in accordance with the descending hierarchy of
positions.

If the reconciliation is provided by a letter, Minutes or other document, then
the type of document in the instrumental case, the name of the organization in the
genitive case, the date and number (index) of the document are indicated in the
approval stamp.

For example: Agreed by
Decision of the
Academic Board of the
RSI Kurmangazy Kazakh National Conservatory
of the Ministry of Culture and information
of the Republic of Kazakhstan
" " 2025 No. 01

External approval of a document with several organizations is drawn up by
an approval sheet in the form in accordance with Appendix 5 to this Regulation.

37. The stamp of approval of the document is put in the upper right corner of
the first sheet of the document and is drawn up in lowercase letters.

When a document is approved by a specific official, the approval stamp
consists of the following elements: the word "APPROVED", the title of the
position, signature, full name and date of approval.

For example: Approved by
Rector of the
RSI Kurmangazy Kazakh National Conservatory
of the Ministry of Culture and information
of the Republic of Kazakhstan
G. Tasbergenova
" " 2025

When a document is approved by two or more persons of equal positions,
the approval stamps are put at the same level in alphabetical order of the names of
organizations.

When a document is approved by a resolution, decision, order, Minutes, the
approval stamp consists of the word “APPROVED” (“APPROVED BY”), the type
of the administrative document in the instrumental case, its date and number.

For example: Approved by
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Order of the Rector
RSI Kurmangazy Kazakh National Conservatory
of the Ministry of Culture and information
of the Republic of Kazakhstan
dated 01.12.2025 No. 35
or
Approved by
Decision of the
Academic Board
RSI Kurmangazy Kazakh National Conservatory
of the Ministry of Culture and information
of the Republic of Kazakhstan
" " 2025 No. 03

38. The resolution is on a separate form (chip) indicating the signature of the
person who imposed the resolution, the incoming registration number (index), the
date of receipt and a mark on the details of the document to which the resolution
relates (author, outgoing number and date of the document), or at the top of the
first sheet of the document in a free space without the text. The composition of the
resolution includes the initial(s) of the name(s) and surname(s) of the originator
(executors), the content of the order(s), the deadline for execution, the signature of
the author of the resolution and the date.

It is allowed to issue an Order resolution in the form of resolutions sent
to other organizations and they shall be registered by the DCD.

Documents that do not require additional indications of prescribed actions
and have established deadlines for execution, shall contain the resolution indicating
the executor, the signature of the author of the resolution, and the date.

In cases where an order is given to two or more persons, the main executor
shall be the person indicated first in the order, unless otherwise provided in the
resolution itself.

The main executor and co-executor may issue instructions in the form of a
resolution to persons directly subordinate to them. In this case the resolution shall
be drawn up on a document.

39. The control mark proving the execution of the document is indicated by
the words or stamps "Baqylau", "Baqylauga alyndy" and is placed in the upper left
part of the first sheet of the document outside the text field.

40. To certify that the copy of the document corresponds to the original,
below the “Signature”, the certification statement: “Copy is correct” (without
quotes), the name of the position of the person who certified the copy, the personal
signature, the transcript of the signature (initial name and surname) of the
signatory, the seal of the Conservatory, the date when it was certified, shall be put.

41. A hard copy of an electronic document is certified with an indication that
the source document is an electronic document and a positive result of the
procedure for verifying the electronic digital signature of the person who certified
the electronic document has been received. To certify a copy of an electronic
document on paper and apply information about the result of checking an
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electronic digital signature, a stamp (triangular shape) with the text "* * *
Electronic quzhattyn koshirmesi durys." (a positive result of the electronic digital
signature verification procedure was obtained) and an indication of the fields for
the number of sheets and the signature of the certifying person.

42. An electronic copy of the document is certified:

1) by the executor - in case of attaching additional paper documents when
creating a draft electronic document;

2) by an employee of the documentation control department of a state body -
when registering a document received only in hard copy.

The authority to certify a hard copy of an electronic document created by
means of an EDMS is vested in the employees of the Document Control
Department of the state body and the mail operator.

A hard copy of an electronic document contains:

1) the text of the document;

2) a mandatory mark "Copy of an electronic document" reflecting the results
of the procedure for verifying the electronic digital signature of the person who
certified the electronic document;

3) the name of the information system from which it was received;

4) the date of creation of the hard copy;

5) a stamp with the text "* * * Electrondyq quzhattyn koshirmesi durys."
(the positive result of the electronic digital signature verification procedure is
obtfained), the number of sheets and the signature of the witness.

43. The note about the executor of the document includes the abbreviated
word "Executor", the initial of the name and surname of the executor of the
document, his phone number, including internal, e-mail addresses (if any) and is
on the front or back of the last sheet of the document in the lower left corner.

44. A note on the execution of the document and sending it to the file
includes a reference to the number and date of the document indicating the
execution (in the absence of such a document - brief information about the
execution), the words "To the file", the number of the file in which the document
will be stored.

A note on the execution of the document and its direction to the file is put on
the bottom margin of the front side of the first sheet of the document, which is
signed by the executor indicating the date of sending to the file.

45. The identifier of the electronic copy of the document on paper is a mark
(footer) containing the name and version of the software with which the document
was created, affixed on the front side of each sheet of the document.

46. A note on the receipt of the document at the Conservatory is put in the
lower right corner of the front side of the first sheet of the document and contains
the serial number of the incoming document and the date of receipt (if necessary -
hours and minutes).

47. An electronic document consists of two parts: content and details.

The content of an electronic document consists of one or more files in the
following formats:

1) PDF, PDF/A-1, TIFF, JPEG, JPG- graphic format;
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2) RTF, DOCX - text format;

3) XLS, XLSX - tabular format;

4) PPT, PPTX - presentations;

5) RAR, ZIP - archived format.

The content of the draft acts of the President of the Republic of Kazakhstan
in the EDMS is formed only in PDF format.

The content of the electronic document has the following details:

1) the official name of the Conservatory;

2) reference data about the Conservatory (legal address, telephone, fax, e-
mail address of the Conservatory (if available));

3) name of the type of document;

4) reference to the registration number and date of the incoming document;

5) place of compilation or publication of the document;

6) addressee;

7) stamp of approval of the document (if any);

&) title to the text (if any);

9) the text of the document;

10) a note about the performer (surname and telephone number of the
performer);

11) electronic digital signature.

The requisite part of the electronic document is formed by compiling an
electronic registration control card (hereinafter - ERCC), which uses the following
details:

1) name of the type of document;

2) registration number of the document;

3) index of the nomenclature of files;

4) the name and version of the software with which the document was
created;

5) electronic digital signature;

6) the nature of the issue;

7) the number of sheets of the main document and annexes;

8) the name of the state body-addressee;

9) the name of the position of the addressee (if any);

10) surname of the addressee (if any);

11) the surname of the performer;

12) telephone number of the performer;

13) control mark;

14) a note on the execution of the document and sending it to the file;

15) a note on the presence or absence of the original paper document, a hard
copy of the electronic document.

The use of additional details 1s determined depending on the type of
document in accordance with this Regulation.

48. When exchanging electronic documents between organizations, the list
of mandatory details and the procedure for using the electronic digital signature of
an electronic document are defined by written forms of transactions in accordance
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with the Civil Code of the Republic of Kazakhstan dated December 27, 1994,
compliance with the norms of the Law of the Republic of Kazakhstan dated
January 7, 2003 "On Electronic Document and electronic digital signature”, This
Regulation.

49. Electronic documents are transferred for storage in accordance with the
state standard RK ST “Document Control. An electronic document file format for
long-term storage. Part 1: Using PDF 1.4 (PDF/A-1)".

Paragraph 3. The procedure for preparing and issuing orders

50. Orders draw up decisions of a legal nature as well as on operational,
organizational, personnel (admission, relocation, combination, transfer, dismissal;
attestation, advanced training, conferment of ranks; change of surname;
encouragement, awards, imposition of disciplinary sanctions; remuneration,
bonuses, various payments; all types of vacations of employees; duty on the profile
of the main activity; business trips) and other issues of the Conservatory's activities
in accordance with the forms in accordance with appendices 6-7 to this Regulation.

The details of the order are:

1) the image of the State Emblem of the Republic of Kazakhstan or the
emblem, logo, trademark (service mark) subject to the requirements of paragraphs
16, 17 of This Regulation;

2) the official name of the Conservatory;

3) name of the type of document;

4) date of the order;

5) registration number of the order;

6) place of issue of the order;

7) title to the text;

8) text;

9) signature;

10) a note on the approval of the order;

11) an imprint of the seal of the Conservatory.

Draft orders are prepared and submitted by structural units on the basis of
instructions from the head of the Conservatory, his deputy, or on their own
initiative. Draft orders on personnel issues are prepared by the personnel
management department in accordance with the labor legislation of the Republic of
Kazakhstan.

Draft orders and annexes to them are endorsed by the executor and his
immediate and supervising managers, as well as heads of structural divisions for
whom the draft order provides for tasks and instructions whose competence is
affected by the issues specified in the project.

Objections to the draft order that arise upon approval are set out in the
certificate that is attached to the draft. If fundamental changes are made to the draft
order during the approval process, then it is finalized and re-approved.

Draft orders, the execution of which requires financial support, are endorsed
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by the chief accountant or a person replacing him.

Draft orders for core activities are endorsed by: the supervising vice-rector,
the head of the relevant structural unit or persons replacing them, and, if necessary,
the head of the legal department. Projects regarding the movement of the
contingent of students (admissions, dismissals, transfer, re-admittance, academic
leave, retraining); changes in the names of students and their personal data; the
provision of discounts on tuition fees must be endorsed by the chief accountant and
chief economist of the Conservatory.

Orders are issued in the state and Russian languages, having the same force.

Sheets of orders and annexes to them are numbered by continuous
numbering at the top of each sheet in the middle.

Orders are numbered sequentially within the calendar year. Orders on the
main activity, personnel of employees. Orders on the contingent of students are
registered in the appropriate journals in the office of the registrar, and the
department of postgraduate education. The letters "l / s" or "k" are added to the
serial number of the order for personnel through a hyphen.

Copies of orders or their reproduced copies are certified with a seal
indicating the date of certification and sent to the addressees in accordance with the
distribution index, which is compiled and signed by the executor.

Before the text, the order must have a heading, which begins, as a rule, with
the preposition "On" and reflects a summary of the order.

For example : “On approval...”, “On carrying out...”, “On establishment...”’.

The text of the order consists of two parts: ascertaining (preamble) and
administrative.

The ascertaining part (preamble) briefly outlines the goals and objectives,
facts and events that served as the basis for issuing the order. If the order is issued
on the basis of another document, then the stating part indicates the name of this
document in the genitive case, its author, date, number and heading. When
referring to a normative legal act registered with the justice authorities, the number
under which it is registered in the register of state registration of normative legal
acts is additionally indicated.

The preamble in draft orders ends with the words "IT IS ORDERED",
which is written in capital letters, in bold type. It cannot be moved to another line.

The administrative part contains a list of prescribed actions with an
indication of the performer of each action and the deadlines for execution. If
necessary, the administrative part is divided into paragraphs, subparagraphs and
paragraphs.

Actions of a homogeneous nature can be listed in one paragraph. Structural
subdivisions or specific officials are indicated as executors. Information about the
unit or official who is entrusted with control over the execution of the order is
indicated in the last paragraph of the administrative part.

For example: I reserve control over the execution of the order or I entrust the
control over the execution of paragraphs 3 and 4 of the order to the vice-rector
for academic and social work B.T. Abdrashev
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Familiarization of employees with orders on personnel matters is certified by
the signature, surname and initials of the employees, affixed below the requisite
“document approval mark™ or on the reverse side of the order.

If the order is supplemented by an application, then the text about the
addition of the order by the application is entered. When referring to applications,
the application numbers are indicated, assigned in the order in which applications
are mentioned in the text of the act, except when there is one application to the
order. The link to the application must match the name of the application itself.
The requisite "mark on the presence of an attachment to the document" after the
text of the order is not issued independently.

The use of free-form forms for issuing orders is not allowed.

The transfer of orders, their copies to employees of third-party organizations
is allowed only with the permission of the rector.

If the order is drawn up on the letterhead of the Conservatory, the requisite
"signature" does not indicate the full name of the position of the person signing the
document.

The joint orders shall indicate the full title of the posts, the surname and
initials of the jointly signing persons.

Paragraph 4. The procedure for preparing and issuing an order

51. Order - a non-normative legal act issued:

1) the Rector or a person replacing him in order to resolve operational
1ssues;

2) vice-rectors in the areas of their activities;

3) the head of the service for planning and organizing the educational
process - orders are issued within the framework of the educational process;

4) deans of faculties - within their powers.

As a rule, the order has a limited duration and concerns a narrow circle of
organizations, officials and citizens. The order is equal in legal status to the order.

52. The procedure for drawing up and issuing orders is generally similar to
the procedure for issuing orders for the main activities of the organization. The
differences are as follows: the stating part ends with the word "IT IS OFFERED"
or "IT IS OBLIGATORY" in bold capital letters and without the use of
quotation marks. capital letters.

53. In some cases, the order may not contain a statement part, but begin with
the words “IT IS OFFERED” or “IT OS OBLIGATORY” with a statement of
administrative clauses and subparagraphs.

54. Orders are issued on the general form of the Conservatory.

55. Mandatory details of the order are:

1) an image of the State Emblem of the Republic of Kazakhstan or an
emblem, logo, trademark (service mark);

2) the official name of the organization;

3) name of the type of document;

4) the date of the order;
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5) registration number of the order;

6) place of issue of the order;

7) title to the text;

8) text;

9) signature;

10) visa approval,

11) an imprint of the seal of the organization.

Paragraph 5. Procedure for preparation and execution of the Minutes

56. The Minutes is drawn up on the basis of the notes made during the
meeting (sessions, meetings), submitted abstracts of reports and speeches,
certificates, draft decisions and other materials in the form in accordance with
Appendix 8 to this Regulation.

The Minutes drawn up within the Conservatory and not beyond its limits,
shall not be drawn up on a form (letterhead).

The details of the Minutes are the following:

1) the official name of the Conservatory and (or) structural unit;

2) name of the type of document;

3) date;

4) registration number of the Miutes;

5) place of publication of the minutes;

6) stamp of approval (in some cases);

7) Minutes header;

8) text;

9) signature.

Protocols are drawn up in full or short form.

The text of the full Minutes consists of two parts: introductory and main.

In the introductory part, after the heading of the minutes, the following shall
be indicated: the initials of the names and surnames of the chairman (chairing
member) and the secretary of the meeting, the list of those present (if the number
of those present exceeds 10 people, the list of those present shall be drawn up in an
annex to the minutes).

In the minutes of the meeting of the consultative and advisory body, the
members present are listed personally by last name in alphabetical order. After
them, the names of those invited with their position and the name of the
organization, shall be recorded.

The introductory part ends with the agenda (list of issues under
consideration), listed in order of their importance, indicating the speaker (the initial
of his name, surname, position) for each item on the agenda. Each question is
printed from a paragraph, numbered with an Arabic numeral and its name begins
with the preposition "On". If the agenda is drawn up as an annex to the minutes,
the entry “The agenda is attached” shall be made in the minutes before the text.
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The main part of the Minutes consists of sections corresponding to the
agenda items. Each section consists of three parts: "LISTENED", "SPEAKED",
"DECIDED", which are printed from the left margin in capital letters.

The adopted decision is printed in full, if necessary, the results of the vote
shall be provided too.

The content of the dissenting opinion expressed during the discussion is
recorded in the text of the Minutes after the relevant resolution (decision).

In the "LISTENED" section, the initials of the name and surname of the
speaker are given, the main content of the reports and speeches is placed in the text
of the Minutes or attached to it, in the latter case, a footnote "The text of the speech
is attached" is drawn up in the text.

The section " LISTENED " contains the text of the speech. At the beginning
of the text, from a new line in the nominative case, the initial of the name and
surname of the speaker are indicated. The record of the speech is separated from
the name by a dash. The speech is written in the third person singular. If the
recording of the speech or the text of the report is made in the form of an annex to
the Minutes, after the surname "Record of the speech is attached", "The text of the
report is attached" is indicated.

In the "SPEAKED" section, the initials of the names, surnames, the content
of the speeches, speaking in the order in which they were made at the meeting, are
indicated.

Questions to the speaker, speakers and their answers are recorded as they are
received and recorded in the same sequence, while the words "Question",
"Answer" are not written, but the initial of the name and surname of the person
from whom the question or answer was received.

The "DECIDED" section reflects the decision made on the issue under
discussion. The operative part uses indefinite verbs.

The text of the brief Minutes consists of two parts: introductory and main.
The agenda is not indicated in the introductory part.

The main part of the short Minutes includes the names of the issues under
consideration and the decisions taken on them.

The name of the question is numbered and begins with the preposition "On",
is aligned in the center of the line and underlined with one line below the last line.
Below the line are the names of the officials who spoke during the discussion of
this issue. Then the decision made on the issue is indicated.

The title of the Minutes includes an indication of the type of collegial
activity and the name of the collegial body in the genitive case (for example: a
meeting of employees, a meeting of the council).

The Minutes is signed by the chairman and the secretary (the chairman and
the person who made the recording). The date of the minutes is the date of the
meeting. If it lasted several days, then the dates of the beginning and end of the
meeting are indicated through a dash.

Minutes are assigned sequential numbers within the clerical year separately
for each group of minutes - minutes of meetings, meetings of boards, minutes of
technical, scientific and expert councils, and others. Minutes of joint meetings have
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composite numbers, including serial numbers of minutes of organizations
participating in the meeting.

Copies of the Minutes or adopted decisions in the form of extracts from the
Minutes are sent to interested organizations and officials in accordance with the
distribution index. The distribution index, which is approved by the head of the
structural unit, is compiled and signed by the responsible executor of the unit that
prepared the consideration of the issue. Copies of Minutes and extracts from them
are certified by the seal of the Conservatory.

Paragraph 6. The procedure for the preparation and execution of the Act

57. The content of the Act is information confirming the established facts or
events (delivery and acceptance of work; acceptance and transfer of material
assets, documents; inspection of facilities for fire safety, working conditions;
testing (commissioning) of samples, systems, technologies; allocation to
destruction of material assets, documents; violation of established Regulation
(requirements); investigation of accidents, accidents; liquidation of the
organization; completed work; refusal; inspection; reconciliation; provision of
services, etc.). The Act is drawn up by several persons confirming this fact.

The Act is drawn up on a form in the form in accordance with Appendix 9 to
this Regulation. An Act drawn up within the Conservatory and not going beyond it
shall not be drawn up on a letterhead (form).

The details of the Act are the following:

1) the image of the State Emblem of the Republic of Kazakhstan, taking into
account the requirements of paragraphs 1 6 , 1 7 of this Regulation;

2) the official name of the Conservatory;

3) name of the type of document;

4) date;

5) registration number (index) of the Act;

6) the place of signing the Act;

7) stamp of approval (in some cases);

8) title of the Act;

9) text;

10) signature.

The text of the Act consists of an introduction and a statement.

The introduction indicates the basis for drawing up the Act, lists the
compilers and persons present at the same time.

The ascertaining part of the Act contains the essence of the established facts,
the methods by which the verification was carried out, its results as well as the
conclusions, proposals, conclusions of the commission. If necessary, the text of the
ascertaining part of the Act is divided into paragraphs.
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At the end of the ascertaining part, the number of copies of the Act and the
location of each copy are indicated, after which a note is made about the presence
of annexes to the Act (if any).

At the end of the ascertaining part, a note is made on the number of copies of
the act and the location of each copy, after that - a note on the presence of annexes
to the Act (if any).

The Act is signed by the chairman and members of the commission or the
person (s) who drew up the Act. Surnames, initials of the persons signing the Act
are drawn up in alphabetical order by last name, their positions are not indicated,
according to Appendix 9

Familiarization of persons with the Act is carried out against signature. A
person who disagrees with the content of the Act signs it with a reservation and the
reasons for his disagreement. A dissenting opinion of a member of the commission
is drawn up on a separate sheet and attached to the Act.

Paragraph 7. Procedure for preparing and issuing a reference certificate

58. The content of the reference certificate is information that describes
facts, events or information. Certificates sent outside the Conservatory are drawn
up on a common form. An internal certificate shall be drawn up on white sheets of
paper without using any letterhead (form).

Certificate is issued according to the forms in accordance with appendices
10, 11 to this Regulation.

Reference certificate details are the following:

1) the image of the State Emblem of the Republic of Kazakhstan, taking into
account the requirements of paragraphs 16, 17 of this Regulation;

2) the official name of the Conservatory;

3) name of the type of document;

4) date;

5) registration number (index) of the certificate;

6) place of publication;

7) addressee;

&) title to the text;

9) text;

10) signature;

11) mark of approval (if necessary);

12) seal;

1 3) note about the executor.

The texts of certificates issued to citizens confirming the place of work,
position, salary and other information begin with the indication in the nominative
case of the surname, name, patronymic (if any) of the person about whom the
information is reported. At the end of the text or in the upper right corner, the
organization where the certificate is submitted is indicated.

The text of such a certificate does not use the phrases “this certificate” ,
“really resideds (studies, works)” .
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If the certificate is signed by the executor, then the requisite "mark about the
executor” 1s not indicated.

Paragraph 8. Procedure for preparing and executing a letter

59. Letters from the Conservatory are drawn up on the form of a letter in the
form in accordance with Appendix 12 to this Regulation and contains the
following details:

1) an image of the State Emblem of the Republic of Kazakhstan or an emblem,
logo, trademark (service mark) subject to the requirements of paragraphs 16, 17 of
this Regulation;

2) the official name of the organization;

3) date;

4) outgoing registration number (index) of the letter;

5) reference to the registration number and date of the incoming document (if it
is a response document);

6) addressee;

7) title to the text;

8) text;

9) a note about the presence of the application;

10) signature;

11) mark of approval (if necessary);

12) mark about the performer.

The content of the letters may be:

1) answers on the fulfillment of instructions from higher organizations;

2) responses to requests from various organizations and individuals;

3) initiative letters;

4) cover letters to various documents.

In addition, the contents of the letters are: requests, notifications, agreements,
claims (complaints), tasks, messages, reminders, answers, requests, reviews,
suggestions (offer), comments, notices, invitations, confirmations and others.

Service letters signed by the heads of two or more organizations are drawn
up on a sheet of A4 paper. At the same time, data on the name of the organizations
that signed the letter are included in the title of the position in the requisite
"signature".

Marks on the approval of the letter are affixed on the release of the letter (on
the copies remaining in the organizations). Copies of such letters must also be
signed by the head of the Conservatory.

The text of the letter has one or two semantic parts. A one-part letter is a
request without explanation, a reminder without a preamble, a message without
reason.

If the text of the letter consists of stating and concluding parts, the first part
sets out the reason, basis or justification for compiling the letter, provides links to
the documents that are the basis for preparing the letter, and the second contains
conclusions, suggestions, requests, decisions.
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Reverse constructions of the text (conclusion - statement) are possible in
rejection letters.

The following forms of presentation are used in letters:

1) from the first person plural (for example: “please provide”, “we send
you”);

2) from the first person singular (for example: “please send”, “I consider it
necessary”);

3) from the third person singular (for example: "the Ministry is not against").

Paragraph 9. Procedure for the preparation and execution of a
memorandum

60. Memorandum is a document addressed to the head of a superior
organization, head of a structural unit or organization and stating any issue with the
conclusions and proposals of the compiler.

Usually, a memorandum informs the management about the events that have
taken place, facts, phenomena, the current situation, requiring a decision.

61. Depending on the content and purpose, memos are divided into
informational and reporting. Depending on the addressee, memos are internal (act
within the organization) and external (sent to higher or other organizations).

62. Internal notes are printed on a sheet of A4 or AS paper. Signed by their
author. External notes are drawn up on the general letterhead of the organization in
A4 format, signed by the head of the organization.

63. The date of the document is the date of its signing.

64. The memorandum can be drawn up both at the initiative of the author,
and at the direction of the management. The purpose of the initiative memorandum
is to encourage the leader to make a decision. Informative progress reports should
be presented to management on a continuous basis.

65. The text of the memorandum is divided into two parts. The first is a
statement of the facts that served as the reason for its compilation, the second is the
conclusions, opinions of the compiler (organization or official).

66. Mandatory details of the memorandum are:

1) image of the State Emblem of the Republic of Kazakhstan - for an
external memorandum , Appendix 13;

2) official name of the organization, logo - for an internal memorandum;

3) name of the type of document (MEMO);

4) date and registration number;

5) addressee;

6) title to the text;

7) text

8) signature.

Paragraph 10. The procedure for preparing and issuing a memo
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67. Memo is a form of internal correspondence. It is sent by structural
divisions or officials to any addressee within the organization, except for direct
managers appendix 14.

68. Memos may be informational, proactive or reporting in nature. The text
sets out business issues related to the structural unit or official. A memo may
contain a request, suggestions and be addressed to any indirect manager including
a top manager.

69. The Memo is signed by the head of the structural unit.

70. The text component of a Memo usually consists of two parts. In the first
part, the facts that gave rise to its writing are stated, in the second, conclusions are
drawn and proposals are made on the issue being posed.

71. Mandatory details of a Memo are the following: name of the structural
unit, name of the type of document, registration number, date, addressee, title to
the text, text, signature.

Chapter 3
Paragraph 1. Procedure for processing incoming documents

72. Documents received by the Conservatory undergo primary processing,
preliminary review, registration, review by the management and are delivered to
the performers.

73. Reception, primary processing of documents and preliminary
consideration are carried out centrally by the DCD.

74. Primary processing of incoming documents consists in checking the
correctness of delivery to the destination, the integrity of the packaging and
attachments, fixing the fact of receipt of documents by the Conservatory and
preparing them for transfer to the destination.

If a document is found to be incomplete or damaged, appropriate marks are
made on the bottom margin of its last sheet and in the registration log and an act of
any form is drawn up in triplicate. One copy is sent to the sender, the second
remains in the DCD, the third is transferred to the executor of the document.

Envelopes are not destroyed in cases where the sender's address, the dates of
sending and receiving the document, as well as upon receipt of personal documents
are determined only by them.

Envelopes marked "Confidential" without opening are handed over to their
destination.

Mistakenly delivered mail is returned to the post office.

75. During preliminary consideration of documents, they are sorted into
registered and unregistered. The list of non-registrable documents is developed on
the basis of an approximate list of documents not subject to registration in the
DCD, in accordance with Appendix 15 to this Regulation, and is approved by the
Rector of the Conservatory.

On the received documents (registered and unregistered) a registration stamp
indicating the date of receipt is affixed.
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Unregistered documents are transferred to the relevant structural divisions of
the Conservatory.

76. Registered documents after their registration in the DCD are submitted
to the management of the Conservatory for consideration for a decision.

If it 1s necessary to immediately execute the received document, it is allowed
to familiarize the performer with its content before considering the document by
the management of the Conservatory.

77. Appeals from individuals and legal entities are accounted for centrally
and registered in journals on the day they are received by the Conservatory
separately from general documents in the manner established by the state body,
which, within its competence, carries out statistical activities in the field of legal
statistics and special records.

78. During the preliminary review, the received documents are divided into
those requiring mandatory review by the management of the Conservatory and
those not requiring it. Documents that do not require mandatory consideration by
the rector are sent directly to structural units or responsible executors.

79. Preliminary consideration of documents is carried out on the basis of an
assessment of their content, authorship, complexity and novelty of the questions
raised on the basis of the distribution of duties established in the Conservatory.

80. Documents received from the Administration of the President of the
Republic of Kazakhstan, the Parliament of the Republic of Kazakhstan, the Office
of the Prime Minister of the Republic of Kazakhstan, central and local government
bodies, a higher organization, appeals from individuals and legal entities are
subject to mandatory consideration by management.

81. Documents reviewed by the leadership of the Conservatory are returned
to the DCD, where the contents of the resolutions are entered in the journal, and
the documents are handed over to the performers against signature.

The document, the execution of which 1s entrusted to several structural
divisions, is transmitted to them simultaneously in copies with a corresponding
mark in the DCD. The original is handed over to the performer named first in the
resolution.

Received telegrams are accepted against receipt with the date and time of
receipt, are registered, and then transferred to management for consideration and
execution.

The text of the received telephone message is recorded (printed) by the
recipient, registered and promptly transmitted to the head to whom it is addressed.

When receiving a telephone message, the following details are drawn up:
text, sender, name of the type of document, date, number, job title, initial of the
name and surname of the person who signed the document. In addition, the
positions and names of the persons who transmitted and received the telephone
message, hours and minutes of reception and transmission are indicated.

82. When resolving issues without compiling additional documents, the
contractor makes notes on the document and in the journal about the dates of
receipt (if there is a time interval between the receipt of the document and its
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delivery to the contractor), dates of intermediate execution (request for
information, telephone conversations, etc.), date and results final execution.

83. Upon receipt of an electronic document by the DOD, a procedure for
verifying the authenticity of an electronic digital signature is carried out using the
public key of the electronic digital signature and cryptographic information
protection tools that implement the process of generating and verifying an
electronic digital signature (electronic digital signature means), as well as those
that have passed the compliance confirmation procedure in in the manner
established by the legislation of the Republic of Kazakhstan in the field of
technical regulation.

4. If a discrepancy between the electronic digital signature is detected after
the procedure for verifying the electronic digital signature using the means of the
electronic digital signature (hereinafter referred to as the negative result of the
verification of the authenticity of the electronic digital signature), the electronic
document is considered not received, about which the recipient of the electronic
document sends a notification-receipt, which is an electronic document marked
"not accepted", signed by an employee of the DCD, indicating the reason for not
receiving the document.

Upon receipt of confirmation (establishment) of the authenticity of an
electronic digital signature using the means of electronic digital signature after the
procedure for verifying an electronic digital signature (hereinafter referred to as a
positive result of verification of authenticity, electronic digital signature), the
electronic document is subject to primary processing.

85. Primary processing of an electronic document includes checking:

1) the validity of the registration certificates of the electronic digital
signature and the public key of the electronic digital signature, with the use of
which the electronic document was certified;

2) all details of the electronic document;

3) authority of the status of all persons, with the use of whose electronic
digital signature the electronic document is certified.

86. Registration of an electronic document of the DCD is carried out when
establishing the ownership of the electronic document by the sender and the
integrity of the content by carrying out the procedure for verifying the electronic
digital signature and obtaining a positive result of verifying the electronic digital
signature of the rector of the Conservatory of an official of a state body
(organization) used to certify electronic documents published by him in within the
limits of his authority.

87. Registered documents after their registration in logs and ERCC are
submitted for consideration to the management of the Conservatory for a decision.

If it is necessary to immediately execute the received document, it is allowed
to familiarize the performer with its content before considering the document by
the management of the Conservatory.

88. Upon receipt of an incoming document sent only on paper, the EDMS
participant reproduces in electronic digital form (scans) the received document and
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all its attachments into one electronic file of the same format (an electronic
document certified by an electronic digital signature).

89. Receipt and registration of an electronic document is confirmed in the
EDMS by sending the sender a notification-receipt - an electronic document
containing data on the actual delivery and the following marks (hereinafter referred
to as the notification-receipt):

1) data on the sender of the notice-receipt;

2) date, time of receipt of the electronic document;

3) the date of registration and the registration number assigned in the EDS of
the recipient of the electronic document;

4) electronic digital signature of an employee of the DCD of the state body
(organization) - the recipient (after registration of the electronic document);

5) data on the responsible executor of the state body (organization)-recipient.

The state body (organization) - the recipient ensures the relevance and
reliability of data on the responsible executor of the electronic document.

90. An electronic document is considered not delivered to the recipient if the
sender has not received a notification-receipt of receipt of the electronic document.

91. If the notification-receipt is not received by the sender within one
business day after sending the electronic document, the sender notifies the
recipient of the absence of confirmation of receipt of the electronic document using
other means of communication.

Upon receipt of a paper document that has already been registered in the
format of an electronic document and is being processed, the DCD marks the
receipt of the document on the paper document. In the previously created
electronic registration card of this document, a mark is made on the presence of a
paper document.

92. The documents reviewed by the management of the Conservatory are
returned to the DCD, where the contents of the resolutions are entered in the
journals and ERCC, and the documents are transferred to the performers.

The document, the execution of which 1s entrusted to several structural
divisions, is transmitted to them simultaneously in copies with a corresponding
mark in the journal and ERCC. The original is handed over to the performer named
first in the resolution.

Transfer of electronic documents to executors is carried out by means of
EDMS.

Received telegrams are accepted against receipt with the date and time of
receipt, are registered, and then transferred to management for consideration and
execution.

The text of the received telephone message is recorded (printed) by the
recipient, registered and promptly transmitted to the head to whom it is addressed.

When receiving a telephone message, the following details are drawn up:
text, sender, name of the type of document, date, number, job title, initial of the
name and surname of the person who signed the document. In addition, indicate
the positions and names of the persons who transmitted and received the telephone
message, hours and minutes of reception and transmission.
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93. When resolving issues without compiling additional documents, the
contractor makes notes on the document and the journal and ERCC: on the date of
receipt (if there is a time interval between the receipt of the document and its
delivery to the contractor); dates of interim execution (request for information,
telephone conversations, etc.); date and results of final execution.

All marks on the document are placed in places free from text.

Paragraph 2. Procedure for processing outgoing documents

94. Outgoing documents are processed by the DCD.

The procedure for preparing outgoing documents includes work on
drafting a document, agreeing, signing, replicating.

95. Before submitting a document for signature, the executor must check its
content, correctness of execution, availability of necessary visas and applications.
The document is submitted for signature along with the materials on the basis of
which it was prepared.

96. A heading is printed for each document in the upper left part before the
text.

97. In documents drawn up on two or more sheets, the second and
subsequent sheets are numbered in Arabic numerals in the middle of the top
margin of the sheet without punctuation marks.

98. The text of the document is printed with one line spacing. Times is used
for official documents New Roman 14, left margin - at least 20 mm, right margin
10 mm, top and bottom margins - 10 mm.

99. The documents coming from the Conservatory must have a note
indicating the name of the employee who prepared the document, his phone
number. This requisite is placed on the front, and in the absence of space there, on
the reverse side of the last sheet of the document in the lower left corner after the
requisites "Signature", "Document Approval".

100. Documents signed by the Rector of the Conservatory or a person
replacing him, addressed to higher and other organizations, are registered with the
DCD and delivered to the addressees by the clerk through the post office.

101. The originals of the executed paper documents, together with the
release of the document, are transferred to those structural units that were the main
executors and produce the formation of the relevant cases in accordance with the
nomenclature of files.

102. Signed documents are registered and sent to the addressee (addressees)
on the day of their signing (approval) or no later than the next business day,
telegrams and telefaxes - immediately.

103. The EDMS allows automatic assignment of the registration number and
date of the document when signing an electronic document with an EDS.

104. Before sending an electronic document, the correctness of its execution
(the presence of mandatory details of the electronic document) is checked,
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including the procedure for checking the electronic digital signature, checking the
positive result of the electronic digital signature and registration certificates.

sending Conservatory is responsible for the conformity of the content of the
electronic document with the original of the paper document.

105. If a document sent to another organization must be returned, then in the
upper right corner of the first sheet of the document on paper, on a field free from
text, a stamp is affixed or a return note is made, the same note is made in the
journal and ERCC.

106. The clerk, before sending correspondence, checks the correctness of its
execution, the presence and completeness of the attachments indicated in the main
document. Incorrectly executed documents are returned to the performers.

The letters are converted by the clerk of the DCD, the packaging of parcels
is done at the post office.

Paragraph 3. Procedure for passing internal documents

107. The passage of internal documents at the stages of their preparation and
execution corresponds to the passage of outgoing documents, at the execution
stage - of incoming documents.

108. The transfer of internal documents between structural divisions is
carried out by officials responsible for documentary support of management in
structural divisions. Documents are transferred with a corresponding mark in the
journal.

Documents created in the process of correspondence between executive
bodies and their subordinate organizations, as well as between executive bodies
financed from the local budget, are not included in internal documents.

Paragraph 4. Procedure for registration of documents

109. Documents requiring registration, execution and use for information
and reference purposes are subject to registration.

110. Registration of incoming and outgoing documents is carried out
centrally by the DCD.

111. The movement of documents in the Conservatory from the moment
they are created or received until the completion of execution, sending, forming the
file and putting it in the archive of the Conservatory forms a document flow.

112. The document flow intensity is determined by the total number of
incoming, outgoing and internal documents per month, quarter, year.

The unit of accounting for the number of documents is the document itself,
excluding copies.

113. Registration of internal documents is carried out in a decentralized
manner.
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Documents submitted for consideration by the rector of the Conservatory,
administrative documents, appeals of individuals and legal entities, correspondence
signed by the rector, vice-rectors are registered in the DCD.

Documents transmitted or received via communication channels are
registered with the DCD.

114. Registration and acceptance of original paper documents, paper copies
of an electronic document received from participants in the EDMS are carried out
only if the relevant electronic documents are available.

115. Documents are registered at the Conservatory once: incoming - on the
day of receipt, outgoing and internal - on the day of signing (approval).

Documents that are not completed by paperwork, or require a long period of
execution, are not subject to re-registration.

When transferring a document for execution (familiarization) from one
department to another, a new registration number is not assigned. On the bottom
side of the last sheet of the document or on its reverse side, as well as in the
journal, the date (if necessary, the time) of the transfer is entered.

116. Registration of incoming response documents (initiative documents) is
carried out in the logs of incoming documents:

1) register of incoming documents from higher organizations;

2) register of incoming documents from the organization.

Registration of outgoing documents (initiative and response) is carried out in
the journals of outgoing documents:

3) journal of registration of outgoing documents to higher organizations;

4) journal of registration of outgoing documents in the organization.

117. The Conservatory uses a journal system for registering documents
according to the form in accordance with Appendix 16 to this Regulation.

118. The following composition of information about a document subject to
mandatory registration is established:

1) name of the organization (author or correspondent);

2) name of the type of document;

3) date and registration number (index) of the received document;

4) title to the text (summary of the document);

5) resolution (executor, content of the order, author, date);

6) deadline for execution of the document;

7) the signature of the contractor on receipt of the document;

8) a note on the execution of the document and sending it to the file.

The composition of mandatory information, depending on the nature of the
document and the tasks of using the information, if necessary, is supplemented
with other information (availability of attachments, number of sheets, movement of
the document within the Conservatory, postponement of deadlines).

119. The outgoing number of the document being sent is the digital number
(index), the file number in which the document must be filed, the serial number of
the letter registration in the journal.

For example:
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The file number has a digital index 01-17, the file (Correspondence with
the Ministry of Education and Science of the Republic of Kazakhstan), the
serial number of the letter registration in the journal is 127 and the date of
registration: No. 01-17 / 127 of 20.03.2020.

120. Information about documents obtained during their registration enters
the information retrieval system, which includes file cabinets and classification
reference books.

121. DCD make up the following file cabinets:

1) by correspondents;

2) by types of documents;

3) by authors of documents;

4) control;

5) codification;

6) at the request of individuals and legal entities;

7) others, depending on the tasks of information retrieval.

122. EDMS participants use a single reference information. Regulation and
change of normative and reference information relating to organizational and
administrative documentation is carried out by the authorized body.

123. The fields of the database record of an automated information retrieval
system must fully comply with the parameters of the subsequent operational search
for documents and control over the execution of documents.

Paragraph 5. Procedure for using an electronic digital signature

124. EDMS participants ensure the authenticity and integrity of electronic
documents by:

1) integration (interfacing) into the EDMS of cryptographic information
protection tools that implement the process of generating and verifying an
electronic digital signature (electronic digital signature means), as well as those
that have passed the conformity assessment procedure in the manner established by
the legislation of the Republic of Kazakhstan in the field of technical regulation;

2) compliance with the differentiation of access rights to electronic
documents.

125. SED participants should:

1) to keep secret official information that became known to them in the
process of working with means of cryptographic information protection;

2) keep secret the content of closed (secret) keys of electronic digital
signature means (means of cryptographic information protection);

3) ensure the safety of key information carriers and other documents on
electronic digital signature keys issued with these information carriers;

4) to synchronize time on personal computers with the reference time;

5) not to operate programs (including viruses) on personal computers that
disrupt the functioning of electronic digital signature facilities, in accordance with
the requirements for the use of cryptographic information protection facilities.
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126. For registration of electronic documents in the EDS of state bodies,
only those closed (secret) keys of the electronic digital signature are used, which
correspond to the public keys of the electronic digital signature that have valid
registration certificates issued by the CC SA.

127. The procedure for applying an electronic digital signature in the EDMS
is as follows:

1) the formation of an electronic digital signature for signing an electronic
document is carried out using;:
one or more electronic digital signatures of officials of state bodies when certifying
electronic documents issued by them within their powers;
one electronic digital signature of an employee of the Document Control
Department;

2) formation of an electronic digital signature of officials of a state body
when certifying electronic documents issued by them within their powers:

an official of a state body, when certifying electronic documents issued by
him within his authority, certifies (signs) the text of the document (attached files)
before its registration using an electronic digital signature, which ensures the
authenticity and integrity of the text of the document;

the formation of an electronic digital signature of an official of a state body
when certifying electronic documents issued by him within their powers (the first
electronic digital signature) is carried out using cryptographic information
protection tools that implement the process of generating and verifying an
electronic digital signature (electronic digital signature means), a key carrier
information of means of cryptographic protection of information and a registration
certificate obtained from the CC SA;

3) the use of an electronic digital signature of an DCD employee for sending

an electronic document between state bodies:
An electronic digital signature of an DCD employee certifies (signs) an electronic
registration card (a unique identifier assigned from the EDMS, the date of the
document, the author of the document and an electronic document certified by an
electronic digital signature of an official of a state body).

The formation of an electronic digital signature of an employee of the
Document Control Department is carried out using cryptographic information
protection tools that implement the processes of generating and verifying an
electronic digital signature (electronic digital signature means), a key carrier and a
registration certificate received at the CC SA.

Paragraph 6. Ensuring information security of the EDMS

128. Information security of hardware, software, telecommunications
support of the EDMS is regulated by the relevant regulatory legal acts of the
Republic of Kazakhstan in the field of information security.

The functioning of the EDS, the unified transport environment of state
bodies, the CC SA, the list of participants in the EDS, their duties, responsibilities
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are determined and carried out with the fulfillment of information security
requirements in accordance with contracts for joint work to ensure information
security between the customer organization, state bodies and operating
organizations (organizations-executors).

129. Cryptographic information protection tools that implement the process
of generating and verifying an electronic digital signature are used in strict
accordance with their operational documentation and Regulation of use.

130. Documents containing information constituting state secrets are not
subject to acceptance, processing, storage and transmission through the EDMS.

Paragraph 7. The procedure for monitoring the execution of documents

131. Control over the execution of documents includes putting the document
under control, regulating the progress of execution, removing the executed
document from control, sending the executed document to the file, recording,
summarizing and analyzing the progress and results of the execution of documents,
informing the management about the status of the execution of documents.
Information on the execution of documents subject to control and appeals of
individuals and legal entities are filled in in accordance with Annexes 17 and 18 to
this Regulation.

Document execution control includes the following steps:

1) setting documents for control,;

2) checking the timeliness of bringing documents to the executors;

3) preliminary check and regulation of the progress of execution;

4) removal of the document from control;

5) sending the executed document to the file;

6) accounting, generalization and analysis of the results of control over the
execution of documents;

7) informing the management about the progress and results of the execution
of documents.

132. All registered documents requiring execution are subject to control,
including those of previous years, which, for various reasons, were not executed
and their execution was postponed to the current year. In these cases, re-
registration of documents is not carried out, and the journals indicate the newly
established deadlines.

133. Acts and instructions of the President of the Republic of Kazakhstan,
the Administration of the President of the Republic of Kazakhstan, taking into
account the established deadlines for execution, are put under the following types
of control:

1) urgent - with notes: "very urgent" - within three working days, "urgent",
"speed up" - up to ten working days;

2) short-term - from ten working days to one month;

3) medium-term - from one to six months;

4) long-term - over six months.
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The deadlines for the execution of instructions, established in the acts and
instructions of the President of the Republic of Kazakhstan, the Administration of
the President of the Republic of Kazakhstan, are calculated in working days from
the date of their receipt by the organization.

In cases where the instructions do not specify the deadlines, they are
executed within a month with the introduction of information to the President of
the Republic of Kazakhstan, the Administration of the President of the Republic of
Kazakhstan.

134. Acts and instructions of the Government of the Republic of
Kazakhstan, the Prime Minister of the Republic of Kazakhstan or his deputies and
the Head of the Office of the Prime Minister of the Republic of Kazakhstan are
subject to the following types of control:

1) urgent control marked "very urgent" - within one working day from the
date of receipt of the order, "urgent", "speed up" - no later than three working days,
unless otherwise established by the relevant order;

2) short-term control, no later than five working days before the deadline for
execution, unless otherwise established by the relevant order;

3) mid-term control, no later than ten working days before the deadline for
execution, unless otherwise established by the relevant order;

4) long-term control, no later than twenty working days before the deadline
for execution, unless otherwise established by the relevant order.

The deadlines for the execution of instructions established in the acts and
instructions of the Government of the Republic of Kazakhstan, the Prime Minister
of the Republic of Kazakhstan or his deputies and the Head of the Office of the
Prime Minister of the Republic of Kazakhstan are calculated in working days from
the date of their receipt by the organization.

In cases where the instructions do not specify deadlines, they are executed
within a month with the introduction of information to the Government of the
Republic of Kazakhstan, the Prime Minister of the Republic of Kazakhstan or his
deputies and the Head of the Office of the Prime Minister of the Republic of
Kazakhstan.

Control orders of the President of the Republic of Kazakhstan and the Head
of the Administration of the President of the Republic of Kazakhstan with
resolutions to them of the Prime Minister of the Republic of Kazakhstan, his
deputies and the Head of the Office of the Prime Minister of the Republic of
Kazakhstan are executed by organizations no later than 20 days from the date of
the order, unless other deadlines are specified in the orders . The organization - co-
executor sends its information to the responsible organization - the contractor no
later than five days before the expiration of the established period.

1 35. Deadlines for the execution of Minutes instructions contained in the
minutes of meetings of the Government of the Republic of Kazakhstan and
meetings with the Head of State, the leadership of the Government of the Republic
of Kazakhstan and the Head of the Office of the Prime Minister of the Republic of
Kazakhstan are calculated from the date of the meeting (meeting). If at the meeting
(conference) a deadline for the execution of a specific instruction was named, then
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the relevant organizations, to which the instruction was given and whose
representatives were present at the meeting (conference), proceed to execute the
instructions immediately after the session (conference), without waiting receipt of
the minutes of the meeting (meeting).

136. Control over the execution of documents on the merits of the issue is
assigned to the heads of structural units or officials.

Control over the timing of the execution of documents, the timing of
consideration of applications from individuals and legal entities is carried out by
the DCD.

137. When organizing control over execution, registration logs and control
forms are used.

With insignificant volumes of controlled documents, control is carried out by
making the necessary marks in the registration logs.

138. The document is removed from control by the official who put it under
control, or on his behalf - DCD.

139. When changing the heads of DCD and structural divisions, documents
and files, as well as magazines for them, are transferred to the newly appointed
head or responsible official according to the act of acceptance and transfer.

Paragraph 8. The procedure for accounting and storing seals, stamps and
forms

140. Accounting, use, storage and destruction of printed materials, seals,
stamps subject to protection, and means of protecting documents are carried out by
officials appointed by orders (instructions) of the heads of conservatories.

141. The Conservatory has one seal depicting the State Emblem of the
Republic of Kazakhstan.

142. Accounting for printed and blank products with the image of the State
Emblem of the Republic of Kazakhstan is kept in the register and issuance of
printed and blank products subject to protection, in the form in accordance with
Appendix 19 to this Regulation.

The journal of accounting and issuance of printed and blank products subject
to protection is entered for each type of printed and blank product subject to
protection. Forms of chips with the image of the State Emblem of the Republic of
Kazakhstan are not subject to special accounting.

1 43. Issuance of forms subject to protection is made against receipt in the
relevant registration forms provided for by departmental instructions of
organizations.

144. When making copies of documents drawn up on forms with the image
of the State Emblem of the Republic of Kazakhstan and intended for distribution,
the number of the copy and the seal of the Conservatory are affixed.

145. Reproduction and copying by means of operational printing of blank
forms subject to protection are not allowed.
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146. Accounting for seals, stamps subject to protection, and special stamp
ink with chemical additives that have individual properties to protect against
forgery, as well as their issuance are kept in the journal of registration and issuance
of seals, stamps with the image of the State Emblem of the Republic of Kazakhstan
and special stamp ink in the form in accordance with Appendix 20 to this
Regulation.

147. The headings of the registers are included in the nomenclature of the
organization's files.

Sheets of logs are numbered, stitched and sealed.

148. The transfer to another official of unused printed and paper products,
seals, stamps to be protected, as well as means of protecting documents and
registration accounting forms for them is drawn up by an act of acceptance and
transfer of printed and paper products, seals, stamps to be protected, means of
protecting documents and registration accounting forms to them in the form in
accordance with Appendix 21 to this Regulation.

149. Printed and blank products, seals, stamps subject to protection, and
means of protecting documents are stored in sealed safes or metal cabinets.

150. Destruction of damaged printed matter subject to protection is carried
out with the drawing up of an act on the allocation for destruction of damaged
copies of printed matter subject to protection, in the form in accordance with
Appendix 22 to this Regulation, and putting down the appropriate marks in the
registers and issuing printed blank products subject to protection.

151. The destruction of seals and stamps subject to protection is carried out
with the drawing up of an act on the allocation for destruction of seals and stamps
subject to protection, in the form in accordance with Appendix 23, 24 to this
Regulation, and putting down the appropriate marks in the register and issuing
seals, stamps with the image of the State Emblem of the Republic of Kazakhstan
and a special stamp ink.

152. When reorganizing or liquidating an organization, making a decision to
deregister a branch (representative office), the destruction of unused printed and
paper products, seals, stamps subject to protection, as well as means of protecting
documents, is carried out with the preparation of acts, according to the forms in
accordance with appendices 23, 24 to this Regulation, approved by the head of the
organization or the chairman of the liquidation commission, and putting marks in
the relevant registers and issuance.

Destruction or further storage of magazines and other registration forms is
carried out in accordance with the legislation of the Republic of Kazakhstan in
agreement with the Central State Archive of the Republic of Kazakhstan Ministry
of Culture and Sports.

153. Checking the availability of copies of printed matter, seals, stamps
subject to protection, and means of protecting documents is carried out at least
once a year by a commission created by order (decree) of the rector of the
Conservatory. Marks on the results of checks are put down in the registers of
accounting and issuance in accordance with appendices 21, 22 to this Regulation.
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154. In case of loss of the seal (stamp) with the image of the State Emblem
of the Republic of Kazakhstan, all necessary measures are taken to search, in case
of a negative result of the search, an act of loss of any form is drawn up, approved
by the rector of the Conservatory.

Paragraph 9. The procedure for compiling the nomenclature of files, the
formation and storage of files

155. The nomenclature of files is intended for grouping executed documents
into files, systematizing and accounting for files, determining their storage periods
and is the basis for compiling inventories of files of permanent and temporary
(over 10 years) storage as well as recording files of temporary (up to 10 years
inclusive) storage.

156. The nomenclature of files includes all documents created at the
Conservatory and received by the Conservatory. Electronic documents and
databases are included in the nomenclature of files on a general basis.

157. In the nomenclature of files, the form of the document is fixed -
electronic with an indication of the information carrier or paper.

158. When compiling the nomenclature of files, be guided by the constituent
documents, regulations on structural divisions, job descriptions of employees,
standard, industry (departmental) lists of documents indicating the storage periods,
typical (approximate) nomenclature of files, structure (staffing), plans and reports
on work, the types, composition and content of documents formed in the activities
of the Conservatory are studied.

159. The nomenclature of files in the form in accordance with Appendix 25
to this Regulation is compiled (no later than December 10 of the calendar year) by
the DCD on the basis of the nomenclature of files of structural divisions submitted
by the relevant divisions.

1 60. The newly created division within a month develops the nomenclature
of affairs of the division and submits it to the DCD.

161. The nomenclature of the affairs of the Conservatory is signed by the
head of the DCD, agreed with the expert commission of the Conservatory
(hereinafter - EC), the expert verification commission of the RSI "Central State
Archive" of the Ministry of Culture and Informationof the Republic of Kazakhstan
(hereinafter - CSA), to which the documents are transferred for permanent storage,
and approved (no later than the end of the current year) by the rector of the
Conservatory. The nomenclature of files is agreed with the state archival institution
at least once every 5 years, if there were no conceptual changes in the functions
and structure of the Conservatory.

162. The nomenclature of files is printed in the required number of copies.
One copy of the approved nomenclature of files is stored in the state archive, with
which it was coordinated.

163. The nomenclature of files at the end of each year is specified, approved
by the rector of the Conservatory and put into effect on January 1 of the next year.
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164. The names of sections of the nomenclature of files are the names of
structural units which are located in accordance with the approved structure of the
Conservatory (staffing). The first section of the nomenclature of files includes
headings of files containing administrative documentation and documents of
advisory and advisory bodies headed by management.

165. The terms of storage of the electronic registration control card
correspond to the terms of storage of electronic documents. Electronic registration
control cards are stored together with electronic documents, corresponding
registration certificates of electronic digital signatures, notification receipts for the
delivery of these electronic documents.

166. The terms of storage of electronic documents and the obligation to issue
paper originals of documents are established by the list of standard documents
generated in the activities of public and non-public organizations, indicating the
terms of storage, approved by the authorized body.

Electronic documents are stored in the format (with regard to attached files)
in which they were generated, sent or received, with simultaneous storage of the
generated electronic digital signatures under the corresponding electronic
documents.

167. The Conservatory develops a list of documents generated in their
activities, only in electronic form indicating the terms of their storage, agreed with
the authorized body, and reflect the types of documents in the nomenclature of
files.

168. The storage of electronic documents is accompanied by the storage of
relevant electronic databases, used public keys of electronic digital signatures
(registration certificates of electronic digital signatures) and programs that
implement the processes of generating and verifying electronic digital signatures of
electronic documents.

169. For public keys of electronic digital signatures, state bodies and the CA
SC store duly executed documents (registration certificates) confirming that these
keys belong to a specific EDMS participant.

For each public key, information about the beginning and end of its validity
period is stored. At the same time, access to arrays of public keys that are in
operational (departmental) archival storage is limited.

Safety, proper use of information carriers with closed (secret) keys of
electronic digital signature (hereinafter referred to as the key carrier), as well as the
use of closed (secret) keys of electronic digital signatures and their protection from
unauthorized access are assigned to the owners of registration certificates.

170. When storing electronic documents, the binding (synchronization) of
electronic documents and the corresponding public keys of electronic digital
signatures is ensured.

171. EDMS participants provide protection against unauthorized access,
inadvertent destruction and (or) distortion of credentials contained in databases,
and also ensure the creation of backup copies of electronic documents.

Protection of information (electronic information resources) in information
systems, including in archives of electronic documents, cryptographic information
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protection tools that implement the process of generating and verifying an
electronic digital signature (electronic digital signature tools, cryptographic keys),
is carried out jointly with the organization operating the EDMS, EDMS
participants in the manner prescribed by the regulatory legal acts of the authorized
body in the field of information security.

172. State bodies ensure the delivery of electronic documents with a volume
of no more than 95 MB, the number of attachments of which does not exceed 80
files.

Paragraph 10. The order of registration of the nomenclature of files

173. The nomenclature of files includes headings of files reflecting all
documented areas of the work of the Conservatory, including personal files, files
inventories, DCD, control and reference, thematic card indexes as well as
databases.

Printed publications are not included in the nomenclature of files.

174. In column 1 of the nomenclature of files, the indices of each files
included in the nomenclature are affixed. The files index consists of the numerical
designation of the structural unit and the serial number of the title of the file
according to the nomenclature of files within the structural unit. Index elements are
separated from each other by a hyphen.

For example: 10-05, where 10 is the designation of the structural unit;
05 - serial number of the heading of the file according to the nomenclature

In the nomenclature of files, it is recommended to maintain the order of the
location of homogeneous files within different structural units; for passing files,
the index is preserved.

175. Column 2 of the nomenclature of files includes the headings of files
(volumes, parts).

Header requirements:

1) the heading of the file must clearly, in a generalized form, reflect the main
content and composition of the documents of the file;

2) it is not allowed to use non-specific wordings in the heading of the file
(“various materials”, “general correspondence”, ‘“outgoing correspondence”,
“incoming documents”), as well as introductory words and complex phrases;

3) the title of the file consists of elements arranged in the following
sequence:

name of the type of file (correspondence, log) or type of documents
(minutes, orders);

name of the organization or structural unit (the author of the document),

the name of the organization to which the documents will be addressed or
from which the documents will be received (addressee or correspondent of the
document);

a summary of the file documents;

the name of the locality (territory) with which the content of the file

documents 1s related;
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the date (period) to which the documents of the file relate;

4) in the headings of files containing documents on one issue, but not related
by the sequence of execution, the term “documents” is used as the type of file.

The term "documents" is also used in the headings of files containing
documents - annexes to any document, and are drawn up as follows: "Minutes of
the meeting of the Board of Directors of the company and documents to them" or
"Documents to the minutes of the meeting of the Company’s Board of Directors";

5) in the headings of files containing correspondence, it is indicated with
whom and on what issue it is being conducted (in the case of correspondence with
homogeneous correspondents, their common specific name is indicated in the
headings);

6) in the headings of files containing correspondence with more than three
heterogeneous correspondents, their names are not listed;

7) when designating administrative-territorial units in the headings of files,
the following is taken into account:
if the content of the file concerns several homogeneous administrative-territorial
units, their specific names are not indicated in the heading of the file, but their
common specific name is indicated;
if the content of the file concerns one administrative-territorial unit (settlement), its
(his) name is indicated in the heading of the file;

8) in the headings of files containing planning or reporting documentation,
the period (quarter, year) for (for) which plans (reports) are drawn up is indicated;

9) the headings of judicial, investigative, personal, personal, arbitration files,
as well as files containing documents related to the sequence of office work on one
issue, begin with the word "File";

10) if the file will consist of several volumes or parts, then a general heading
of the file is drawn up, and then the headings of each volume or part are drawn up,
clarifying the content of the heading of the file.

176. Headings of files within the sections of the nomenclature are arranged
in accordance with the degree of importance of the documents that make up the
files and their relationship.

Headings of files containing normative legal documentation are placed first.
At the same time, the headings of files containing resolutions and orders of higher
organizations are placed before the headings of files with orders of the
organization. Next are the headings of files containing other legal acts, as well as
planning and reporting documents.

Draft administrative documents, documents on their preparation, changes to
plans, grounds for orders are placed in the nomenclature of files after the
corresponding main documents.

The headings of files filed according to geographical and correspondent
characteristics are entered into the nomenclature of files in alphabetical order by
geographical names and correspondents.

Headings of files are specified in the process of formation and execution of
files. If during the year there are new documented areas of work, not foreseen
cases, they are additionally included in the nomenclature.
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177. Column 3 is filled in after the end of the calendar year.

178. Column 4 indicates the storage periods for the file with reference to the
numbers of paragraphs (articles) of a standard or departmental (industry) list of
documents indicating the periods for their storage, in their absence - to a typical
(exemplary) nomenclature of files.

179. Column 5 of the DCD indicates the names of the list of documents, the
typical (exemplary) nomenclature of files used in determining the storage periods
for files and notes are made on transfer files, especially valuable documents and
files, transfer of files to another structural unit or organization for their
continuation, to the archive of the Conservatory, the availability of electronic
copies of documents, the form and place of storage of their media.

1 80. At the end of the year, reconciliation (clarification) of the
nomenclature headings with the actual composition of the file documents and their
content is carried out. At the end of the nomenclature of files, a final entry is made
on the number of files, their sizes or parts.

Information about the number of filed volumes or parts is reported to the
archives of the Conservatory.

Paragraph 11. The procedure for the formation of files

181. The executed documents are formed by the executor into files in
accordance with the nomenclature of files. The formation of files outside the
nomenclature of files is not allowed.

182. Control over the formation of files is carried out by the DCD.

183. When forming files, the following requirements are observed:

1) only executed, correctly executed documents are placed in the file,
corresponding in their content to the heading of the file according to the
nomenclature of files;

2) all documents relating to the resolution of one issue are placed together in
the file.

Annexes to documents, regardless of the date of their approval or
compilation, are attached to the documents to which they relate.

Applications with a volume of more than 180 sheets constitute a
separate volume which is noted in the document.

3) versions of the document in Kazakh, Russian and other languages are
jointly grouped;

4) documents of one calendar year are grouped into files, with the exception
of passing cases, judicial files, personal files that are formed during the entire
period of work of this person in the organization, documents of elected bodies and
their permanent commissions, deputy groups that are grouped during the period of
their convocation , documents of educational institutions that are formed during the
academic year, documents of theaters characterizing the stage activities for the
theatrical season, files histories;

5) documents of permanent and temporary storage periods are grouped
separately into files;

Regulations for Documentation, Document Control in the
Republican State Institution Kurmangazy Kazakh National Conservatory

Kurmangazy Kazakh National Conservatory

Page 45 out of 99




6) telegrams, photocopies of fax messages, telephone messages are placed in
files on a general basis in accordance with the nomenclature of files;

7) documents subject to return, drafts and extra copies are not placed in the
file;

8) in terms of volume, the file of the permanent storage period should not
exceed 180 sheets;

9) if there are several volumes (parts) in the file, the number (index) and title
of the file are put on each volume with the addition of the numbering of volumes
(parts), in the last volume (part) the word “last™ (“last”) is added.

184. Documents within the file are arranged from top to bottom in
accordance with the sequence of resolving the issue (chronological order on the
issues being resolved) or an initiative document is placed at the beginning of the
file, then a document with a final decision on the issue, then documents covering
the progress of resolving the issue.

185. All documents of a reporting and informational nature on the execution
of acts and instructions of higher organizations, in which the Conservatory was the
main executor, are formed into separate files according to the activities of the
organization. In other cases, these documents are filed in the correspondence file
for the current year.

186. Administrative documents are grouped into files by type and
chronology with related appendices. Instructions, Regulation, regulations, charters,
approved by administrative documents, are annexes to them and are grouped
together with the specified documents. If they are approved as an independent
document, then they are grouped into separate files.

187. Orders (instructions) for the main activity, orders (instructions) for
personnel, administrative and economic activities are formed into separate files.

188. The Minutes in the files are arranged in chronological order by numbers
along with the documents to them.

189. Correspondence is grouped for the clerical year and systematized in
chronological order, while the response document is placed behind the request
document. When resuming correspondence on a specific issue that began in the
previous year, the documents are included in the file of the current year, indicating
the index of the files of the previous year.

190. Documents in personal files are arranged in chronological order in
accordance with their receipt.

191. Personal accounts for wages are formed in separate files and are located
in them in alphabetical order of the names of employees.

192. Employment contracts are formed as part of the personal files of
employees.

193. Lists of individuals and documents confirming the transfer of
mandatory pension contributions, mandatory professional pension contributions to
the unified accumulative pension fund are formed in one file.

Lists of individuals and documents confirming the transfer of social
contributions are formed in one file.
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Lists of individuals and documents confirming the transfer of contributions
for compulsory social health insurance are formed in one file.

194. Plans, reports, estimates, limits and staffing tables are formed in the
relevant files of the year for which or for which they are drawn up, regardless of
the date of their compilation, approval or receipt.

1 95. Appeals from individuals and legal entities are formed into files on
issues, areas of activity of the Conservatory or administrative-territorial units. With
small volumes of appeals, it is allowed to form files by the names of the authors of
the appeals in alphabetical order.

196. Electronic documents and databases are formed into files (folders) in
accordance with the nomenclature of files of the Conservatory, separately from
documents on paper, on a dedicated storage medium. Electronic databases are
formed into separate files, the name of the file corresponds to the name of the
database.

Paragraph 12. Files processing procedure

197. The files of the Conservatory are subject to registration at their
establishment and at the end of the year in order to prepare the file for storage.
Registration of the file includes a set of works on the description of the file on the
cover, brochure, numbering of sheets and drawing up a certification inscription.
Registration of files is carried out by the person responsible for record keeping of
the structural unit, with methodological assistance and under the control of the
DCD.

198. Depending on the terms of storage, full or partial registration of files is
carried out. Cases of permanent, temporary (over 10 years) storage and personnel
are subject to full registration. Full registration of the file involves the design of the
details of the cover of the file, the numbering of the sheets in the file, the
compilation of the witness sheet of the file, in the form in accordance with
Appendix 2 6 to this Regulation, the preparation of an internal inventory of the file
documents, in the form in accordance with Appendix 2 7 to this Regulation, filing
or binding the file, making the necessary clarifications in the details of the cover of
the file.

199. On the cover of the file of permanent, temporary (over 10 years)
storage and by personnel, the following details are indicated:

1) the name of the organization, the name of the structural unit;

2) the name of the locality where the Conservatory is located, the number
(index) of the file;

3) the title of the file, the date of the file (volumes, parts), the number of
sheets in the file, the period of storage of the file;

4) archival cipher of the file.

200. Details affixed on the cover of the file of permanent, temporary (over
10 years) storage are drawn up as follows:

Regulations for Documentation, Document Control in the
Republican State Institution Kurmangazy Kazakh National Conservatory

Kurmangazy Kazakh National Conservatory

Page 47 out of 99




1) the name of the organization in accordance with the constituent
documents is indicated in full in the nominative case
For example:
Republican State Institution Kurmangazy Kazakh National
Conservatory

Ministry of Culture and Informationof the Republic of Kazakhstan;
2) the name of the structural unit is recorded in accordance with the
approved structure, the file number - the digital designation (index) of the file is
affixed according to the nomenclature of files of the Conservatory;
3) the title of the file is transferred from the nomenclature of files, the date of
the file - the year(s) of the establishment and completion of the file in office work
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is indicated. The date of files containing administrative documentation as well as
consisting of several volumes (parts), are the last dates of the file documents,
respectively, the date (day, month, year) of registration (compilation) of the earliest
and latest documents included in the file. The date of the annex to the file, formed
in a separate volume, is the date of registration of the main document, the annex to
which is placed in this volume. In this case, the date and year are indicated by
Arabic numerals, the name of the month 1s written in full in words.

201. In order to ensure the safety and fix the order of arrangement of the
documents included in the file, all its sheets, including resolutions drawn up on a
separate sheet (chips), except for the witness sheet and the internal inventory, are
numbered. The sheets are numbered in black, soft, graphite pencil, the numbers are
put down in the upper right corner of the sheet.

202. The order of numbering the sheets of the file:

1) a sheet larger than A4, bound at one edge, is numbered as one sheet in the
upper right corner;

2) documents with their own numbering of sheets, including printed
publications, may be numbered in a general order or retain their own numbering if
it corresponds to the order of the sheets in the file;

3) sheets of files consisting of several volumes or parts, are numbered for
each volume or part separately;

4) photographs, drawings, diagrams and other illustrative and specific
documents, representing an independent sheet in the file, are numbered on the
reverse side in the upper left corner;

5) envelopes with attachments filed into the file are numbered - first the
envelope, and then each attachment in the envelope with the next number;

6) attachments to the file received in a binder, are drawn up as an
independent volume and numbered separately;

7) in files where a large number of errors are found in the numbering of the
sheets of the file, they are renumbered (when the sheets are renumbered, the old
numbers are crossed out and a new sheet number is placed next to it;);

8) in the presence of individual errors in the numbering of sheets, the use of
letter numbers of sheets is allowed.

203. After the numbering of the sheets is completed, a certification
inscription is drawn up, which is signed by its compiler, indicating the decoding of
the signature, position and date of compilation.

All subsequent changes in the composition and status of the file (damage,
seizure of documents) are noted in the certification sheet with reference to the
relevant act.

The number of sheets in the file is indicated on the cover of the file in
accordance with the final inscription.

204. The requisite “file storage period” is transferred to the cover of the file
from the corresponding nomenclature of files after checking it with the storage
period indicated in the lists of documents, indicating the storage periods.

205. On file of permanent storage it is written - "Keep permanently."
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206. The archival cipher of the file (consists of the fund number, the
inventory number and the file number according to the inventory) on the covers of
the files of permanent storage is affixed in the archive only after these files are
included in the sections of the summary inventories approved by the EPC (before
that, it is affixed in pencil).

207. At the end of the year, clarifications are made in the inscriptions on the
covers of files of permanent and temporary (over 10 years) storage - if the title of
the files on the cover does not correspond to the content of the filed documents,
changes and additions are made to the title of the file.

208. To account for documents of certain categories of permanent and
temporary periods (over 10 years) of storage, the accounting of which is caused by
the specifics of this documentation (especially valuable documents, personal files,
orders, Minutes, and others), an internal inventory of documents is compiled.

An internal inventory of file documents is also compiled for files of
permanent and temporary (over 10 years) storage, if they are formed according to
the types of documents, the headings of which do not reveal the specific content of
the documents.

209. The documents constituting the file shall be filed with at least 4 holes in
a hard cardboard cover or bound, taking into account the possible free reading of
the text of all documents. The first and last punctures are made at a distance of one
centimeter from the upper (lower) border of the sheet. When preparing files for
filing (binding), metal fasteners (pins, paper clips, etc.) are removed from
documents.

210. Cases of temporary (up to 10 years inclusive) storage may be stored in
folders, do not reorganize documents in the file, do not number the sheets of the
file, do not draw up certification notes.

211. When functioning in an EDMS organization, the filing of documents on
paper is carried out when checking with automatically generated file descriptions
in the EDMS.

Paragraph 13. Procedure for the operational storage of documents

212. After completing the paperwork, the documents are stored in the files at
the place of their formation for one year before being transferred to the archive of
the Conservatory.

213. After completion of office work, documents on paper are stored in files
at the place of their formation for one year before being transferred to the archive
of the Conservatory, electronic documents - in the EDS.

214. The service of the preschool educational institution, the heads of the
structural divisions of the Conservatory ensure the safety of documents and files.
Cases are stored in cabinets and safes in offices or rooms specially designated for
this purpose.

215. Files are arranged in accordance with the approved nomenclature of
files of the Conservatory, their indexes are indicated on the spines of the covers.

Regulations for Documentation, Document Control in the
Republican State Institution Kurmangazy Kazakh National Conservatory

Kurmangazy Kazakh National Conservatory

Page 50 out of 99




216. Issuance of files for temporary use to organizations is carried out on the
basis of a written request and only with the permission of the rector of the
Conservatory. Issuance of files to other divisions of the Conservatory is carried out
with the permission of the head of the structural division, and within the structural
division - against receipt.

A substitute file card is issued for the issued file. It indicates the structural
unit, index of the file, the date of its i1ssue, to whom the file was issued, the date of
its return, columns are provided for receipts for receipt and acceptance of the file.

217. Withdrawal of documents from files is carried out in accordance with
the legislation of the Republic of Kazakhstan, while copies of the seized
documents and an act (Minutes) on the seizure of the originals are enclosed in the
file.

218. In case of loss of documents and files, an internal investigation is
carried out, the results of which raise the question of the responsibility of the
person responsible for their loss.

Paragraph 14. The procedure for transferring files to the archive of the
organization

219. The transfer of files from structural divisions to the archive of the
Conservatory is carried out according to the inventories of files compiled on the
basis of the results of an examination of the value of documents and files
completed in office work. Documents of temporary (up to 10 years inclusive)
storage are transferred to the archive of the Conservatory according to the
nomenclature of files.

220. Inventories of files are compiled separately for files of permanent,
temporary (over 10 years) storage and for personnel in the form in accordance with
Appendix 2 8 to this Regulation.

221. The columns of the inventory of files are filled in in strict accordance
with the information that is placed on the covers of the files. When entering into
the inventory of files in a row, files with the same headings, the title of the first file
shall be written in full, all other homogeneous files are indicated by the word
“same”, while other information about them is entered in the inventory in full. On
a new sheet of inventory, the heading of homogeneous files is reproduced in full.

222. Each file (volume, part of the file) is entered into the inventory under an
independent serial number.

223. The column of the inventory "Note" is used to make notes about the
features of the physical state of the file, the transfer of the file to another structural
unit (another organization).

224. The inventory of files is compiled in two copies, one of which is
transferred together with the files to the archive of the Conservatory, and the
second remains as a control in the structural unit.

225. The correctness of the formation and preparation of files for transfer to
the archive of the Conservatory is checked by the employee responsible for the
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archive Conservatory. The existing violations are eliminated by the structural
subdivision of the Conservatory.

226. The reception of each file is carried out by the employee responsible for
the archive of the Conservatory, in the presence of an employee of the structural
unit. At the same time, on both copies of the inventory against each file included in
it, a note is made about the presence of the file. At the end of each copy of the
inventory, the number of actually accepted files, the date of acceptance and
transfer of files as well as the signatures of the employee responsible for the
archive and the person who transferred the files are indicated in numbers and in
words.

227. Together with the file, registration files for documents and (or)
software, databases containing information on the registration and execution of
transferred documents are transferred to the archive of the Conservatory. The title
of each file cabinet or database is included in the inventory.

228. In the event of the liquidation of a structural unit, branch (representative
office), the person responsible for maintaining the office work of this structural
unit, branch (representative office), during the period of liquidation measures,
forms all available documents into files, draws up files and transfers them to the
archive of the Conservatory, regardless of storage periods.

The transfer of files is carried out according to the descriptions of files and
the nomenclature of files.

Section 15. Confidentiality

This Regulation are an internal document of the Conservatory and are not
subject to presentation to other parties, except for experts of certification bodies
during the certification audit, with the permission of the rector of the Conservatory.

Agreed by

Decision of the

Academic Board of the

RSI Kurmangazy Kazakh National Conservatory
of the Ministry of Culture and Sports

of the Republic of Kazakhstan

" " 2019 No.

Appendix 1

to the Regulation for Documentation, Document
Control in the Republican State Institution
Kurmangazy Kazakh National Conservatory

Details layout

Regulations for Documentation, Document Control in the
Republican State Institution Kurmangazy Kazakh National Conservatory

Kurmangazy Kazakh National Conservatory g B eU el




240 J

L
)

®
®
®
@

297

180

@)

A4 format (210X297)

Note:

1 - image of the State Emblem of the Republic of Kazakhstan or an emblem, logo, trademark
(service mark)

2 - official name of the organization

3 - reference data about the organization

4 - name of the document type

5 - document date

6 - registration number (index) of the document
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7 - link to the registration number (index) and date of the incoming document
8 - place of compilation or publication of the document

9 - document access restriction bar

10 - addressee

11 - document approval stamp

12 - resolution

13 - title to the text of the document

14 - control mark

15 - document text

16 - a mark on the presence of an attachment to the document

17 - signature

18 - document approval mark

19 - seal imprint

20 - a mark on the certification of a copy of the document

21 - note about the executor of the document

22 - mark on the execution of the document and sending it to the case
23 - identifier of the electronic copy of the document

24 - a mark on the receipt of the document by the organization

Appendix 2

to the Regulation for Documentation, Document
Control in the Republican State Institution
Kurmangazy Kazakh National Conservatory

Form
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KA3AKCTAH PECNYENWKACKE!I MBOEHUET PECNMYBNWKAHCKOE NOCYOAPCTBEHHOE
HOHE CNOPT MUHUCTPAIMNHIH YHPEXOEHME «KA3AXCKARA HALIMOHANBLHASA
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KA3SAKCTAH PECNYBNUKACKHI M8OEHUET
XBHE CNOPT MUHUCTPANIMNHIH

«K¥PMAHFA3bI ATLIHOAFB! KASAK ¥NTTbIK
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JHCT COI''TACOBAHHA
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Cornacoea Cornacoga”
HanMeHOBaHHE TOKHOCTH HaHMeHOBaHHE JOLKHOCTH
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Appendix 6

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

KAZAKCTAH PECNYEBNMEKACEH] M3QEHMET

PECMYBNWKAHCKOE MOCYOQAPGTEEHHDE
HEHE CHIOPT MHHWCTPIINHIA

¥HPEMOEHHE «KAZAXCKARA HALMOHANBH AR

KOHCEPBATOPHA MMEHW KYPMAHFAZbIs
=K¥PMAHFAIL]I ATRIHOAF B! KAZARK BITTEIK

KOHCEPBATOPHAC LI PECTTYENMEANLIK
MEMNEKETTIK MEKEMEGI

MHHWUCTEPCTBA KYNETYPLI M CNOPTA
PECMYENWKH KAZAXCTAH

B¥WUPBIK MPUKAS
& F oo e KOFEA w PH-n
ATMATRE KANSCE

ropoa ArMATL
O0 ¥yTBEepPAICHHH KOMHCCHH 10 HCWHCTTEHHED

1 CTada pﬂ.ﬁo'l’lnl o CHelmAaAJIEHOCTH

B ceBASKM ¢ KaApOBLIMY  HIMEHCHHAMH, cormacHo [locrtamosicHHn
[pasuTenserea PR Ne 1193 o1 31 aexkabps 20105 roaa «0 cHeTeMe OMUIATE TPY A
MPGHIaHCKHX CAyKAllHL, paDoTHHKOBR opraHHzaluull, coOepiKalluMxcs 3a cHer
CPeACTRE MOCYARPCTRCHHOID GrodweTa, PaboTHHEOE KHZeHHBIX [IPSANDHATHIN,
AAIGILSE [IPEED HA YBEAHHYEHHS AN HOCTHORS OKkiaia

NPHKAZLIEAND:

‘_'r'rTBe]_'l_l'LHTh HKOMHCCHIO MO MCYHHCACHME CTaHa pﬂﬁo“rb[ IO CNeUMATILHOCTH B
CHEAVIIIEM COCTRBR:
lMpencesarear KOMHCCHH OpopexTop 0o yuebno-meroisueckod paborte -
obaipaxsan B,

HieHnl KOMHCCHH?

I} PyROoBOAWTENE oTAedd 1o pafiore ¢ nepooHanos - Ceianikosa AC

2) PyxoBoanrellb 1[:|1'|-1El[—1-:2L‘JBO—BKDHDMH‘{{‘.CKGE‘D oThena. - I:'.pmer-:oua H;

3) Pysopoadrells OPpHAMYESCKOTD oTaena - Taerenona O K ;

4) PYyKOBOIWTEE TOKYMEHTALHOHHOTD odecnedetny - 3aposuarcras FLA

5) Hucnexrop ornena no padore ¢ nepeoianom - Cyneesa 111L.P.

Cerperaph KOMHOCHHD  HHCOSKTODR  OTACHa 0o paboTe ¢ OepooHalosM -
Anmaranteronsa MLONL

ClcHOBAUNE: CAVIKSDHAR ZFANHCKE NPORCKTORA [0 yUechOHO-METO N HYeCKOH
pafore OOnipaxsan b, ot 25 orratpa 2018 roaa.

PexTop NOANHCE AL Wynebaen
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(CormacoBaH:

[popektop no yuedho-retoinseeroil palore . Dnipaxman

I napteid OYXCanTep = I", Kactivosd -

Py KOOI TR R OILHUCCROTD 0T 0, Taerenosa
PykORQAATE TS 0TS 0o pafore ¢ MepeoHamo _ AL Craskosa

Heonommarrens: 111 Cynetas,

OEHAKOMICH B!

H, Epaerosa

), Theresona_

H. Baposaarckas_
AL ChLEINOBD

L. Cyneera_

M, AmarapbeToRd
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Appendix 7

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

KASAKCTAH PECTIYENHMKACH! MBOEHHET
WAHE CNOPT MUHMCTRNINHIY

«K¥PMAHFAIE! ATBIHOAFBI KAZAK ¥NTTLIK
KOHCEPBATOPHACEl: PECNYENMKANIK

Form

PECTYBINMKAHCKOE NOCYOQAPCTBEHHOE
YYPEWMIOEHHWE «KAZAXCKARA HALWOHANBHAR
KOHCEPBATOPMA MMEHH KYPMAHIASLIs

MHUHWUCTEPCTBA K¥TIBTYPhI W CROFTA

MEMNEKETTIK MEKEMECI PECIYENHMKH KAZAXCTAH
BY¥HPLIK NPHUKAZ
OF il SlFa. Mo AYE - LS
ANMATE KAmacs] apcd Anrare

Mo au4 HOMY COCTARY

. MPHHATDL 3enenyvio Mpuuy BuxtopoeHY Ha JONWHCOCTbL (CHSUMATHOT
BRICLIETO YPOBHA  KBAAHQHEALHH]) wonueprdeficrepa 0831 KEreropus  no
CORMECTHTEILCTEY Ha U5 crasky (apcho Bd-d), ¢ oniatoll, cornacHo LWITATHOMY
pacnHcanHg ¢ 01 miona 2018 roqa,

OcHogadde: Tpyaoeoi aoroeop MNe 79 o1 01 mons 2018 roaa, sassrenns
H.B. Jenenci ot 23 man 2018 roagd.

2. NMPHHATE Cespyve BEneny Bonepeesdy Ha  JOOMHOCTE CTAPLIETO
npenogasartens kabenper ofmere doprenusadoe Ha 10 crasry (3seHo Bl-3), ¢
OIUIETOH, cornacHo tratHoMmy pacnucaduee ¢ O wrona 2018 roga.

OcHopadMe: Tpynosefl morosop M 80 ot 01 wiona 2018 rona, zasapneHue
Cenpyk E.B. o723 man 2018 roaa.

3. NEPEBECTH uncnexropa oracta GesonacHocrs banrannens Kenewna
Banraanernyua HA JOHHOCTE PYKOBOOKTENA 3Toro oTaena Ha |0 craexy (secHO
AZ-1), c onaarodl, coraacHo WTATHOMY pacnucanieo ¢ G weona 2018 roga.

Ocaosanne: sagpnenne banranuesa FLB, o1 01 nionsa 2018 roaa.

4, HNEPEBECTH wmenegmkepa  orTiens M0 OPraHM3auMe  KOHUSPTHOH
AgatensHocTd  Jhxanuny  Axap  XoO3bUIBACOBHY Ha  JO/GEIOCTL  CTAPIUErs
MeHedxepa aTore oraena Ha 10 crasky (3eno C2), o onmaroil, cornacno
BETETHOMY pacnucarne ¢ 01 mons 2018 roaa.

Clenogadue: sagsierde Jxaninmnoi A, o1 01 miona 2018 roaa,

3. NEPEBECTH wuucnesropa  oriess  GezonacHocTH  Ko3pKaHOoBA
Amarirona KosplKaHyisl Ha AoDKHOCTE CTAPIICro HHCTEKTOP 2TOro oTaena Ha 1,0
crasky (3peno C2), ¢ onnatel, cOrNacHo WTaTHOMY pacnacarmo o 01 wona 2012
ovjla.

OcHosanMe: sansaenine Kosnikadosa ALK, or 01 mwoas 2008 roaa.

0, PACTOPIHYTh rpyiosoi aorosop Ne 682 o1 01 nexadps 2008 o0 ¢
PYROBOIHTENEM 9T N0 OPraHusaiii KOHUEPTHOR JeaTelbHocT (epeherok
Mapunoii Bauecnanonsol B COUTBETCTEMY ¢ NOJNYHKETOM 3) cTateu 49 Tpyaosora
Koaerea Pecny@umgn Kazaxerad no nauuratiee pedorndia, 08 mona 2018 roja,
€ BBRIOIATON Kosnencanuy 3a 05 (maTe) kaneuiapieix Aneid HeHCIoaE30BaHHOIO
TPYAQBOrO OTIYCKA,

Ocnopadne: 2agsnesne Omcepensenoit MB. or 08 maxn 2018 roag,

A 004770

Regulations for Documentation, Document Control in the
Republican State Institution Kurmangazy Kazakh National Conservatory

Kurmangazy Kazakh National Conservatory

Page 61 out of 99




7. PACTOPIHYTh tpyaonoit aorosop No 114 or 20 conrsOps 2017 roga ¢
npenojapatenes  xadelapsl  COUMANBHO-CYMaHHTApHBIX Hayx Tynryinbaesol
lanueil Aernucbaesroll B COOTBETCTBHH © NOANYHETOM 3) cTaTel 49 Tpyiaoporo
Kogekea Pecnybnnen Kasaxeran no wunasatnee padorines, 08 mons 2018 roja,
C  BBIJATOR  KOMOeHCANMH 5a 235 (IBaauate NATH) KANCHAAPHBIX  aHed
HEHE IO BIOBIHHOTO TRYAOEITD OTIVORA.

Ocnosanne, sansneiie Tyvarviudaesoii UK. or 08 mas 2018 roga.

Pewrop IHLIITHC L A Hypehaen

C AFMACORIHOT

Fnaembii Gysranrep I, Kacaivora
Y RODaIHTEN b IODMHEECKRrD OT 1803 3, Tieresona
[y BODOIHTE L T8 N0 PRBOTE & NEpeeianom A Crasiwon
Henanemmrene: L Cyicesa
Ehparomnenn:
Mo Oidepeneees
[, Tyurvindagea o=
Format A4 (210X297)
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Appendix 8

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

KAJANCTAH PECNYENWKACKI MBOEHMET
WAHE CNOPT MRHMCTPIIMNHIH

PECMYENHKAHCKOE MCYOAPCTBEHHOE
YHPERMOEHWE «HAIAXCHAR HALIMOHATBHAR
HKOHCEPBATOPWMA HMEHW KYPMAHIAdbls
sK¥YPMAHFAILI AThIHOAFL] KAZAK ¥TTThIK
KOHCEPBATOPHACK!: PECMYENMHEANLIK
MEMMNEKETTIK MEKEMECI

MHAHWCTEPCTEA KYNETYPRI W COOPTA
PECNYENWKM KAIANCTAH

XATTAMA MPOTOKOJ

Yol soerd, Hi &4

3aceranne kadeapsl ANCAMBICBON0 HCRYCCTRA
MakyakTera HRCTPYMenTaiLnoro nenoaunTelLeTsa

[Npeacenarens — 3as. kadenpoil npopeccop Meneybaesa C.M.
Cexperaps — crapunii npenogasarens Pomanenro AA.

MpucyTcTBoBail  4ieHbl  katdeapsi: npofeccop  Axbapos  AA., cTapuUIHii
npenogasatens Adapawesa [.C.. npenogapatens Atareasauesa CJL, mouem
Bakmera ['M.. mouent basxyuosa H.H., npenoaasatens Banwesa D.C.,
npenonasarens EpmaramGerosa Y. jouent KyGawosa HLb., crapuini
npenoaasatens Meavopa M.B.. crapunil npenojasateihb Kypmananmesa 1T,
npenogasarens Mensnukosa ALIO., aouent Myxamemkaiosa C.B.. CTapLIHii
npenogasatens  Hypbassa AA.,  npenoiasarels Omupbexora MK,
npenonasatens TMamapraamesa J.B. pouent Canapraamwesa I'M.. crapuimnii
npenoaasarens Canapbaes E.M.. npenoaasarens Tuuenko C.H.. aouent Yuraposa
LLLLLL, gouenT Apocaasuena E.A., HayHHBIT PYROBOAUTE L.

NMOBECTKA JH:

|, O BelZBMKeiHH KAaHIHAATYPE! Ha yvacTHe B Koukypee «100 WoBerx mun
Kazaxcranan,

2. 06 yreepEIeHil TeMbl MATHCTEPCKON AHCCEPTALMH MATHCTPaHTA 14 kypca
Jemecnnopoli A. nocne KOpPekTHPOBKH JIKCOSPTHO — KOHCYILTALHOHHOH
KOMHCCHH,

3. Pazuoe

1L CIVIHAJIH:
BrlABHACHHE KauInaarypel npenogasarens ang npoexta «100 HoBwx amn
KazaxcraHan
BbICTYITH.TH:
sas.kadenpoit. npodeccop Memeybaesa C.M.: Leasio npoexta sBiaseTes
MPOJBMKEHHE MASH YCNEWHOCTH, KOHKYPEHTOCIOCOGHOCTIL, IPArMaTiIMa i
KYOLTA 3HAHMH Ha OPUMEPAX KOHEPETHBIX HCTOPHIT QHOZel BHECLIHX 32 FOb
HesasnenMOCTH 3HaMHTe LRI BEnan B passurie Kazaxcrana, Kadeapa moser
NPefio#nTh  KAHIWIATOE  ©  YHHUKLIBHBIMI  HCTOPHAME  JHYHEN  H
npodieCcCHORAIEHBIX JLOCTHAEH NI
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2

[Ipennararo KaHAmAaTYphl crapiuux npenojasarened E.M. Canapbaesa u JLT.
Kypmananiogoii. Ony 001a1ai0T HalHuieM SpKHX JOCTHIKEHMIT B KOHUCPTHO —
HCIOJHUTENLCKOIT  AeATeNILHOCTH,  NPOJABHKEHHE  [O3HTHBHOTO  HMILLKA
KOHCEpBATOPHH,  ABAAIOTCH  JOCTOIHBIMM - TMPUMEPOB  Adf  MOAPAKAHMA,
CTIOCOBCTBYIOIIEMY HPABCTBCHHOMY (OPMEPOBAHHIO MOJIOABIX MY3bIKAHTOB M
BOCTIHTAHHIO KV/ILTYPBI TpY/ia.

PELLHUJIH: npnHATL K CBCAESHHIO

INOJIOCOBAJIH: enuHornacHo

2. CIVIHAJIH:

O6 yTBep#/ICHHM TeMbl Marucrepckoii juccepraunn marucrpanrta 14 kypea

JlemecuHoBoil A. nocae KOPPEKTHPOBKHM OKCMEPTHO — KOHCYALTALHOHHOI
KOMMCCHH.
BBICTYIIH/IN:

Marucrpant 1-ro rojia odyuenus A. Jlemecunosa: [locie KOppeRTHPOBKH TeMbL, HA
IKCHEPTHO — KOHCYILTALHOHHOI KOMHCCHHI KOTOpas cocTosaack 12 okradps 2018
roja Tema Moeii AncCepTaliy Ha Tpex A3bIKax 3BYUHT C/ICAYIoUHM 00pasoM:

1. «3porols KaHpa (OPTENHAHHOIO TPHO B TBOPYECTBE Ka3axCTAHCKHX
komnosutopoB XXI Bexka (ua npumepe TpHo [ VYieHbacsoi n Al
Toxcanbaesa)»

3. «The evolution of the genre of the piano in the works of Kazakhstani
composers of the XXI century (on the example of the trio G.Uzenbaeva and
A. Toksanbaev )»

3. «XXI| raceipiarkl Ka3ak KOMMO3ZHTOPNAPbIHbIH HIBIFApMAIIBINBIFGIHAATbI
dopTenHaHoaBIK TPHO KaHpbiHbiH IBomouHAck (I, Y3eHOaesa men A.
TakcanbaeBTbIH TPHOCKI MBICAIBBLIHAA )Y

PELUMJIM: yTBepauth TeMy MarucTpanta 1-ro rona obyuenus demecnnosoii A.
roJOCOBAJIH: exntoriacio

PA3HOE:

3. CTYIIAJIH:

Bonmpocs! AMCHHTUTHHBI

Ha xade/ipy BbIIBaHBI CTYACHTBI IPONYCKAOILHE 3aHATHH

BbICTYTHJIN:

INpenoaagarent Tumenko C.H.: eryaentkn 4 kypea Abanmanan V., Myeaesa I
He MOCeTHINW HH OJIHOTO 3aHATHSH MO JHCIIHITAHHE «baneT».

3as. kadeapoii. npodeccop Meneybaesa C.M.: Tlpoury 00ObACHUTE LIPHYIHY
NPOMYCKOM 3aHATHilL

AGmmmana Y, — nponyckana no Goaesnn. Mycaesa I'. - nporyckana no 00esH.
Pomanenko A.A.: apyrue 3anaTHa TEM He MEHCe Mocelam.

PEMIHJIM: npenoctasnth Bee cnpasky 110 6onesun Mycaesoit I', u AGanmanan
V., nHaye Oy/ieT HeI0MYCK K IK3aMeHy Mo aucuuniude «banem.
MOJIOCOBAJIH: caunoriiacHo

Mpeacesarens NOAHCH C. MejeyGaesa

Format A4 (210X297)
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Kasaxcran Pecny0iiiKachHbIH PecryGIMKaHCKoe TOCY JapCTBEHHOS
MQIIG}{I/IeT JKOQHE CTIOPT YUpeKIeHNE

/)

MUHHCTPIITiHIH Kyprras arscgarsc Kasss, vk «Kazaxckasi HAHOHAIbLHAS
"Kypmanrasel atbinnarst Kasak —§ /' vouceppatopisichl KOHCEPBATOPHS HMEHN
VITTBIK KOHCEPBATOPHSACH'" Kypmanrassn
PecnyOnuKabiK MEMIEKETTIK MuHACTEPCTRA KYIBTYPBI i CLIOPTA
MeKeMeci PecnyOmuku Kazaxcran
XATTAMA MNPOTOKOJI
49 gttardf £o1E: Ne 03

(mara)

AnMarthl Kajachl ropos AsMaThl

3aceganus Kadeapbl aHCaMOJIEBOTr0 HCKYCCTBA
®akyabTera MHCTPYMEHTAILHOTO HCMOJIHUTEILCTBA

ITpencenarens - 3aB. Kadeapoii mpodeccop Meney6aesa C. M.
CekpeTaph - CTApIIHAiA peroaBaTens PoMaHeHKo A.A.

[MpucyTcTBOBaIM  WieHBl Kadeapsl: npopeccop Axbapo A.A., crapuimi
npenojasarens Abzpamesa ['.C., mperojaBaTenb Ararensauesa C.Jl., HOLEHT
Bakuesa [.M., gnouenr basxynoa H./., mnpenonaBatenb Bamuesa D.C.,
npenogasarens Epmaravberosa T.Y., JOLEHT Ky6Ganosa ILb., crapmmii
npenofasarens Vsanosa M.B., crapumil npenojasareib Kypmanamuesa 1T,
npenogasaress MensHukosa A.1O., n0LEHT Myxamemkarosa C.B., crapumi
npenojasarenp  HypGaesa  A.A.,  npenojasatelb Owmmpbexosa MK,
npenogasarens Ilanaprammesa JI.b.,  /OLEHT Canaprasmesa .M., crapmmi
npenogasatens Camap6aes E.J., npenofasarens THIEHKO C.H., noueHt YHraposa
[LLILL., nouent SIpocnasuesa E.A., Hay4HbIH PyKOBOJHUTEb.

IMOBECTKA JHI:

1. O BBIUIBWKEHWH KaHIMAaTyphl HA ydacTHe B KOHKypce «100 HOBBIX JIMIL
Kazaxcranay.

2. O6 yTBepK/IeHHH TEMbl MArHCTEPCKOM ANCCEPTALlMU MariCTpaHTa 14 xypca
JleMeCHHOBOW A. TIOC/E KOPPEKTHPOBKH 3KCIEPTHO — KOHCYIbTallHOHHOM
KOMHCCHH.

3. Pasznoe

1. CJOYIIAJIA:
BhIIBIKEHME KaHIUAATypbl IpenojaBates [jis MpOeKTa «100 HOBBIX JIHII
KazaxcraHa»

[paBua 10KyMEHTHPOBAHHS, YIIPABJIEHHs! JOKYMEHTAILUEH B Peciy OMKaHCKOM TOCY IapCTBEHHOM
yupenrennu «Kasaxckas HaMOHAIbHAT KOHCEPBATOPHS HM. KypmaHrasbh
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BBICTYIIWJIM:
3aB.kadenpoi, npodeccop Meneydaesa C.M.: Llenblo NPOEKTA ABISCTCS
MPOJIBKIKEHME HIEH YCIIEUIHOCTH, KOHKYPEHTOCIIOCOOHOCTH, TIparMarismMa H
KyJIbTa 3HAHMH HA [PUMEPAX KOHKPETHBIX UCTOPHI JIFOJIEH BHECIIMX 38 OBl
HesaBrcHMOCTH 3HAYHTEIBHBIH BKIaa B passutre Kazaxcrana. Kadenpa moxer
MpE/VIOKUTh  KAHIMAATOB €  YHMKAIBHBIMA  MCTOPHMAMH  JIMYHBIX  H
MpOoGECCHOHANBHBIX JOCTHKCHAH.
[Mpesiaraio KaHIHAATYPbl CTApIIMX MperojaBaTenei E.M. Canmapbaesa u JL.I'.
KypmananuroBoii. OHi 0071a/1a10T HaTMYMEM SPKUX JOCTHKCHHH B KOHLEPTHO —
MCIIOJHUTETBCKON  JEATENBHOCTH,  NPOJBHKEHWE  TMO3UTHBHOIO — MMHJUKA
KOHCEPBATOPHMH,  SBISIOTCS — JTOCTOMHBIMHA — IPUMEPOB IS IMOJPaXaHH,
crocoBCTBYIOMIEMY HPABCTBEHHOMY (DOPMHPOBAHUIO MOJIOJBIX My3bIKAHTOB U
BOCITUTAHUIO KYJILTYPBI TPYJa.
PEIIMJIN: npuHATE K CBEICHUIO
I'0JIOCOBAJIM: evHOMNIACHO

2. CJIYHIAJIH:

O6 yTBEp)KICHHUM TEMbl MArkCTEPCKOH AMCCEPTAllMK MAarucTpaHta 14 xypca
JleMeCHHOBOH A. TOC/IE KOPPEKTHPOBKH OKCHEPTHO — KOHCYJIbTAllHOHHOH
KOMHUCCHH.

BBICTYIIWJIN:

MaructpauT 1-ro roga o0y4enns A. Jlemecunosa: [Tocne KOPpEKTUPOBKH TEMBL, Ha
SKCIIEPTHO — KOHCYIBTALIMOHHON KOMHCCHH KOTOPast COCTOSIACh 12 oxrsiops 2018
rojia TeMa Moeil ZUCCEePTALIMM Ha TPEX S3BIKAX 3BYUMT CIIETYIONMM 00pasoM:

1. «DBostonus skaHpa (GOPTENHAHHOIO TPUO B TBOPUECTBE KA3AXCTAHCKHUX
komrosntopoB XXI Beka (Ha npumepe Tpuo [ VY3eHbacBod H A.
Tokcanbaea)»

2. «The evolution of the genre of the piano in the works of Kazakhstani
composers of the XXI century (on the example of the trio G.Uzenbaeva and
A. Toksanbaev)»

3. «XXI racelpaarsl Kazak KOMIIO3MTOPJIAPBIHBIH ILIbIFapMAIIbUIbIFbIHIAFbI
DOpTENHMAHONBIK TPUO KAHPBIHBIH dBOFOLUACH (I, V3enbaeBa MeH A.
TaxcanOGaeBThIH TPHOCH! MBICAJIBBIHA)»

PELLUMJIM: yTBepUTH TEMY Maructpanta 1-ro rona o0y4eHus JlemecHHOBOH A.
I'OJIOCOBAJIA: enuHOTIACHO

PA3HOE:

3. CIYIIAJIH:

Bonpoch! AUCIHUIUTMHBI

Ha kadenpy BbI3BaHbI CTYJIEHTbI [POITY CKAOLINE 3aHATHS

BbICTYIINJIN:

INpenonasarens Tumenko C.H.: crynenTku 4 kypea A6mumanan Y., Mycaesa I,
He MOCETHIIN HU OJJHOTO 3aHsTHS IO AucHUIuMHe «banery.

3aB. kadeapoi, mpodeccop Meneybaesa C.M.: Ilporry 00BSCHUTD IPHUMHY
MPOITYCKOM 3aHATHH.

[IpaBuia JOKyMEHTHPOBAHUA, YIIPABIEHUS JOKYMEHTAUEH B PecriyGianKaHCKOM rocy IapCTBEHHOM
yupeseHun «Kasaxckas HaHOHATbHAS KOHcepBaTopus M. Kypuatirasbl»
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3

A6numana Y. — mpomyckana mo 6osiesnu. Mycaesa I'. - mporyckaia 1o 60esHu.
PomaneHko A.A.: IpyTue 3aHATHA TEM HE MCHEE TOCELIAIH.

PELUMJIM: npeiocTaBuTh Bee CrpaBku 1o Gonesnn Mycaepo# I'. 1 AGaimaHan
V., unaue GyieT HENOMYCK K dK3aMeHy M0 qucuuirae «banem.
FOJIOCOBAJIM: e1uHOIIACHO

IIpencenarenb NOANMUCH C. MeneyoaeBa

[lpaBrma TOKyMEHTHPOBAHHS, YIIPABIEHHS 10KyMEHTALMEH B Pecriy0IMKaHCKOM TOCY 1apCTBEHHOM
yupexaennn «Kasaxckas HAIMOHAIbHAS KOHCEPBATOPUS UM. Kypmasrassh»

Format A4 (210X297)
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Kasaketan Pecnyviinnkachiisin
MageHieT #ane CropT
MHHHCTRAITHIH,
"KypMmanraiel aTeinaars: Kazag (_
YATTRIK KOHEePRATODHNCEHT'
PeenyOnHKAIEIK MEMIEKETTEE

MEREMEC]

{1ara)
ANMATH KAlachl

[Mpueya nepeaaun goRyMenTOnR
Ha fakynnrere
HHCTPYMEHTAILITOTD
HCNOJTHHTEABCTE

COCHOBEHHS! TPHEAS PCETORA KO
«() coxmanmm Ha 20719-2020 yaed

Appendix 9

to the Regulation for Documentation, Document

ER

Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

PecnyinHKAHS KOS FOCY IRpCTReHHOE
MUPCHEL T HE
alasaxcwan FaoHIIRER
ROMCCRBELTOE AT
IKvpasaairasmm
MHHHCTEPeTES KVIIBTY PR B CIIOpPTS

I:l

convimike Kasaxeran

ART

Ne

FOPOI ANMATE

Yornepwaaio

Perrop PI'Y alvasaxewoil
HAIH O AR KOHCCPBATOPRHN

wv. Kypsmanrassn Muonncreporea
KYJALTYPEL I ClopTa

Pecnviamsn Kazaxeran

A WRyaehaen

(oA IO Cs )
@ ¥ 2020 ron

cepaaTopir ot 2ZEBOB.2019r Ne gd-q

OO ROMMHCCHE MO DPHSMY =180 18 1

AOKVMCHTOE B CTPYRTY PHEIX THOA RS A TC H AN ¥,

CoCTaBleH KOMHUCCHE B cooTans:

[peacegatens komuceHi Muanmbasna ALK,
L} Hnewel komucenn: 1, bekenosa AC. — dokropanT;
2, MaveinSacsa # K. — naBopant OHIML
Chaer moxyMenTsl no dakyvinTeTy HHCTPYMEHTAALHOID WCHONHHTEIETRR —

¥
mexan Epsanon J.P.

2. MpHHnMasT ZoKYMENTED TOLCHT Maxmya JLE.

Hawatenonanse aoxysenta (nena) | Kpafiane nare Kon-so Mpumcuanie

NIpasnia NoEyMeHTHPORATINA, YU PABICHIEE 0Ky MCE el B
TOCYAAPCTBEHHOM YUPCHEICHIA «Rusaxcian nain

TOKYAMEHTOR
{Toaon)

Lt R SRt B e I okt |

TEHAK KOHCCPRITORHA v Kvpaakrassis
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I Tlpugaser QA sBykaoens no 0z022011- @ Loy TRy M
STHUHOMY COCTHBY TR L2004 Iepitiaae Mo | 2 an
2012 o, No 25
2013 ro
3 Ulpdseie Kaprodsm =204 87
4 [Tpyiosele KIHAKY 2011—2014 52 Cocranmes

HEPHeih

TR N 2

D;‘li[{,‘ll’ll}ﬂ}{ﬂ}]i!ﬂ MEEpCiacTed NevYaTh OTACIR KANpoR,

B npouecce npueMa-nepeaai 10Ky MeHTOR VCTAHORICHO!
o (EpEMHCIIOT Boe haKTel, TPedYIouHe HECAUNN B GKTE, B T4, BLISBICHH b
HEJOCTATKH Hi OCHOBANWH HIYHEHHA KRUPORLN NOKYMEHTOR),

Mpunowensie: 1. Tlepevens maunpix gea a3 0.6 1 ok,
2. Hepeyens TpyaosLy KHHESK Ha 3 1. 8 1 s

Iepenan M Epseanon

Ilpsuana JL Maxnys

CocrasicH & 1 axzeMnaspe

Hpeaceaarenn
KOMBCCHH LG b AL Mampagaera

YaeHbl KoMBCCHn:
|. Bexenons AC, 7

2. Haventaens A0 KL

Hpanuna aoxyMentHposaIue, vipasncas Ay TanHet ® Pecny Gokancrom
COCYIAPETRE HEOM YHUPCHIACHHE e amaxcras wa HOH TR AL |-,'|_;|.-|L:-._“'ir'|'|5a'|_'|"||;-|g:- T B [T

Format A4 (210X297)
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Appendix 10

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

KASAKCTAH PECTTYENHEKACKH] MaEHWET
HOBHE CNOPT MUHWUCTREMNAHIN

PECOYENMKAHGKOE MOGYIAPCTBEHHOE
YUPEMIEHWE «KAZAXCKAR HALMOHANRHAR
KOHCEPBATOPMA WMEHHM KYPMAHTAZEs
«KYPMAHFASEE ATEIHOAF R KAIAK ¥NTTEIK
KOHCEPBATOPUACKIs PECAYENHEANGLIK il MHHHUCTEPCTBA KYNETYPBI M CIIOPTA

MEMNEKETTIK MEKEMECI g = PECMYENMKN KAZAXCTAH

AHBIETAMA CIIPABKA
1, O AL ne OF
ANMETEH K2N3ACK TOpOD AnMaTL

JdenapraMenT #HLH
. AJaMarT

Gekenoea Adman Chasmonra patoTaeT B Pecnyfiaradcrom
rocy IAPCTEEHIOM YuperwaeHnn «Kazaxcrkad HauHoHanbHAA KOTCEPBaTOPH HMEHH
KypMmanrasei» B JOMKHOCTH JOHEHTa Kadenplhl CIPYHHBIX HHCTPYMEHTOB €
0109201 8r. no HACTOALLEE BPEMH,

Cnpaska gava ans npegeasgeddn g [loconeeTro Boarapuu.

Pyropoanrens oTaeaa
no pafoTe ¢ MepconaTonM MNOAIHCE AL CrlabIKOBA

Hen. 1, Masuera
e 8 72T 2726548

001082

Format A4 (210X297)
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Appendix 11

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

= ]

JlenapraMeHT Kuabs
o — e r. Aiimarer

bekeHoBa Aitxan CnamoBHa paboraet B PecnyGaukancxkom
rOCYIapCTBEHHOM yupekaeHun «Kazaxckas HaUHOHAIBHAN KOHCEPBATOPHA HMCHH
KypMmaurassi» B J0MKHOCTH J0HEHTa Kadeapbl CTPYHHBIX MHCTPYMEHTOB ¢
01.09.2018r. no Hacrosiee BpeMs.

Cnpaska aana s npeabssnenus B [loconserso Bonrapusu.

PyroBoaureas oriaena

1o padore ¢ NepcoHaIOM MOANNCHL A. CpiabikoBa

Hcen. J1. Mavucsa
Yen. 8 727 2726348

Format A4 (210X297)
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Appendix 12

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

KA3SAKCTAH PECNYBJ/IUKACDBHI MBOAEHUET
XOHE CNOPT MUHUCTPAINHIH

PECNYBNMUKAHCKOE rOCYOAPCTBEHHOE
YYPEXOEHMUE «KA3BAXCKAA HALIMOHATIbHAA

KOHCEPBATOPUSA UMEHU KYPMAHIA3bI»
«K¥PMAHFA3b! ATbIHOAFbI KASAK ¥NTTbhIK

KOHCEPBATOPUACDBI» PECMYBITUKATNDBIK D MUHUCTEPCTBA KYIbTYPbl U CMOPTA
MEMINEKETTIK MEKEMECI - -~ PECNYBMUKU KASAXCTAH

TOO «Kyaarep»
I0puanyeckuii oraea

O npereH3uu 1o J0roBoOpy
ot 15.03.2017 r. Ne 44/56

B napruM JaKOKpPACOUHBIX MaTepHaloB, OTrpykeHHbIX Bamu 28 nexadps
2016 roga no Kene3HoA0pOKHON HakI1aaHoi Ne 324 B COOTBETCTBHH C IOFOBOPOM
oT 12 suBaps 2016 roga Ne 44/56, o6HapyskeHo 3 1e(hopMHPOBAHHBIX B CJIEACTBUH
yJlapa WK HHOTO MEXaHHYEeCKOT0 BO3ACHCTBUS AUIUKA, O YeM CBHICTEJILCTBYCT akT
or 15 mapra 2017 rona Ne 23. JlakokpacouHble W3/e/Hs, HaXoAdAllHeCs B
NOBPEKAEHHBIX sLIMKAX, peajau3aluu He nolexar. Onuara napTud ToBapa
Npou3BeeHa HAaMK B IIOJTHOM oObeMe 110 cueTy Ne 33-675.

INpocum Bac BozmecTuTh NoOHeceHHble HaMH YObITKM B pasmepe 175 Thic.
tenre. CyMMy clielyeT [epeyrcInuTh Ha Halll PacuYeTHbIM cUeT.

[Ipunokenne: akT Ha 2 1. B 1 3K3., Ha pyCCKOM sI3bIKC.

C yBaxeHUeM,

PexTop HOAINCH A. Kynebdaes

Hcn. B. MBaHoB
Ten. 8 727272 72 19

A 007528

Format A4 (210X297)
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Appendix 13

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
Farakeran PecnyGnnkaceiHbie PecnvinskaHoEOS TOcy [apeTHECHEO
MaojeHHET HIHE COOPT yupeEACHIe
MEHHCTPAIRIHIH i i wlUATANCIKAR HALMOHATLIIAR
A e = % Ka c Fpaanumd aneiing Kaag yuinig - S
BypMaBrasn arkiaiars hasar KOHCEPRATORHE ACK BC(D I ce;pnﬂ'popuﬂ "
T TRIK KOHCEPBATOPIIECHL" Koy v ey Ky pranrasery
& e Y, - = - CRN] TVEY pro
FPec AYVDIHEANEIE MEMICKETTIE Mii[:;:cnpnuu EX¥NRTYDREL B COORTO
- Tt ST ik ST
MEKEMET] Peenyiaued Kasaxeran
02.03.2016r. Ne 32 PexTopy

PI'Y «Kazaxcwrad HAUHOHAILHAN
ROHCEPBATOPHA M. KypMmanrasbis
AHyaecbaeny A A

JORIATHAS SATNTHCKA

O HapyImenun TPy 0RO
AHCHHILIHEED (DPporyac)

Hacrosnpm I0ROEY 10 CREASHHE PYROBOICTREA, ¥To nosaedepa, 04.11.2016
v., coTpyaHuUel ornena maapos Banephenodl TaTeswoil OnerosHol aonyuleHo
rpvBos  HapyingHwe Tpyiosold ancounanHel. Ilocne obsnennore nepephiBa.
sapepinsaierocs B 14:00, oHa He BOIBPATHAACE HAa croe pabouee MeCTo H
OTeYTOTEORBANA A0 EoHua pabodero aua (¢ 14:00 go 18:00). OnpaBoaTenbHBIX
ADEYMEHTOR H  YAOBISTBOPHTeNLHEX OOEACHEHHA cBoero oTcyTorsma .00
Banephesa & TeUeHHME DOCNEOYVIOWHN OBYX JHEH He NpelocTan I,

HaumenoBaHHE JOJEHOCTH JIH L,

noanHcagero 1T0RYMEHT Pacmrm tI}[}Ell BRA MEIMHCH
{IHAg NOANMEChH)

[lpapsnag NoEYMeHTHPORAHENE, VOPAOENCHHS JoxyserTanneil B PeenyGmaeaickon ooy apersenom
vapesaernl  alaraxcian sanpoBaisHan KxoHcepeaTopua v, Kypaanrases
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A4 format (210X297)

Appendix 14

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
KazakctaH P!::L'!"I}'G.IHH'(LL' biH BRI PecryDaHRAHCKOGE POCVIANCTRENNOS
MangeHHET #aHe CnopT YUPEHIC HHE
MHHECTRITTIHIH -Jh, i e Rl cRaraxXcrkan HalmnoHR LT
(L} P ot PR o < J P T o Pl B T
Kypranraisl aruipiarnt Kaoiae ( KOHCEPRATOPHACH KOHCCPBATODIA HWATEHM
YIIThIK KOHCEDBATOPHACED" K manacy s s A Kypaanrasbis

PeonvinuKaneik, MEMIICKETTLK MEHHETEPSTRA KYARIYPE B CHATT

Mekenect Pecnviamkn Kazaxcral
11.02,2020r. Ma (3 Miasnomy Gyxranrepy

Py «Kazaxcrkol HAUHOHAILHOR
RoOucepBATORHH HM. Kypyvanraznis
Kacrimonoi 1,0,

CHAYHREBHASN 3ATTHCKA

Kacareanno obecnedyenus
oTaeanR

B cmazu ¢ npomsBOACTBEHHON HeoBxoaMmMOCTRO npowy Bac seigars
CASAVICUIME KAHITOBADGL:

1. Gysmara -2 mop.
2, Emennesnnkn &3 I,
3. CKOpOCILMBATEN - 30
4. Hlapnkoseie pyury = 10 .
5. Perncrprt = & T,
&, Maprep =<4 .
7. Nanew mpacrikosse « 4t
&, Cror4 -0 T,

Hasvenopanie J0/EEHOCTH JTHIA,

NOANHCABINETD TOKYMEHT Pacuimdiponia noanucH
{isinaz noanse s}

Tpasiia TOKYMEH THPOBAIHA, ¥TIPARIEHN AOEMMEHTALHCH B PeciyduiMKancEoM Mooy IspoTEe o
| YUPEEASIAA alasaxcrkat HalHOHANLHAR KONMCEPEATOPRA BM. FypManrassmn

A4 format (210X297)
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Appendix 15

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
Approved by
Rector of the
RSI Kurmangazy Kazakh National
Conservatory of the
Ministry of Culture and
Informationof the Republic of
Kazakhstan
A.A. Zhudebayev
" " 2020

List of documents not subject to registration by the Document Control
Department

1. Letters sent in copies for information.

2. Advertisements, brochures, posters, conference programs.

3. Primary accounting documents (registered in the accounting department of
the organization).

4. Curricula, programs (registered in the relevant structural unit of the
organization).

5. Monthly, quarterly and other reports (registered in the relevant structural unit
of the organization).

6. Forms of statistical reporting (registered in the relevant structural unit of the
organization).

7. Messages about meetings, meetings.

8. Congratulatory letters, congratulatory telegrams, invitation cards.

9. Printed publications (books, magazines, newspapers, bulletins).

10. Telegrams and letters of permission for business trips.

11. Telephone messages about meetings, meetings, seminars and others.

12. Documents marked on the envelope "Personally".

13. Scientific reports on topics (registered in the relevant structural unit of the
organization).

14. Price lists.

15. Consumption rates of materials, applications for office supplies and
organizational equipment (registered in the relevant structural unit of the
organization).

16. Summaries.

17. Credentials for personnel.
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Appendix 16

to the Regulation for Documentation, Document

Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
Log of registration of incoming documents
Item | Receipt | Correspondent, Type of Resolution | Receipt | Document | Note
No. date date and index | document, title | or to whom | for receipt | execution
of the or summary of the of the mark
incoming the incoming | document is | document,
document document sent for date
execution
1 2 3 4 5 6 7 8
A3 format (420X197)
Register of outgoing and internal documents
Item [ Date and index of | Correspondent | Title or summary A note on the Note
No. the outgoing of the document execution of the
(internal) document document and the
direction in the file
1 2 3 4 5 6

A3 format (210X297)
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Appendix 17

to the Regulation for Documentation, Document

Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
INFORMATION on the execution of documents subject to control
as of (day, month, year)
Item Names of Documents under Of these documents
No. structural control
divisions Total | received in | performed | under with an overdue
the previous execution | extended
month deadline
1 2 3 4 5 6 7 8
Head of the Document Control Department
signatures

(personal signature)

Note.

A4 format (210X297)

Information may be supplemented by columns by types of documents (orders, board
decisions, and others), their registration numbers, and the names of the executors.
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Appendix 18

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
INFORMATION on the execution of appeals of individuals and legal entities
as of (day, month, year)
Item Names of structural Under progress Of them

No. divisions Total received in the completed overdue
previous month ontime | Total | deadline
extended

1 2 3 4 5 6 7

Total:

Head of the Document Control Department

Decryption
signatures

(personal signature)

A4 format (210X297)
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Appendix 19

to the Regulation for Documentation, Document Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
Printed and blank products accounting and issuance Log
Entrance Issuance
Receip Date and Name of | Numbe | Series | Date | Date and Whom issued to | Numbe | Series Receipt Note,
tdate | Ref.number the r of and of | Ref.numbe | Name of | Surnam r of and acknowledgeme | comment
of organizatio | copies | number | issu r of the the eand | copies Ref. nt on the
accompanyin n s of e document | structura | initials number destructio
g document forms for | unit of the s of n of
issuance recipien forms damaged
t copies of
printed
and paper
products
1 2 3 4 5 6 7 8 9 10 11 12 13
A4 format (210X297)
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Appendix 20
to the Regulation for Documentation, Document

Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

Log for registration and issuance of seals, stamps with the image of the State Emblem of
the Republic of Kazakhstan and special stamp ink

Ite | Names and Whom issued to Return date and Note,
m | imprints of | The name | Surnam | Date and receipt receipt marks on
No. | sealsand of the eand | acknowledgemen | acknowledgemen the
stamps structural | initials t t destructio
depicting unit that of the n of seals,
the State stores recipient stamps
Emblem of seals, official and
the stamps special
Republic with the stamp ink
of image of
Kazakhsta | the State
n Emblem of
the
Republic
of
Kazakhsta
n and
special
stamp ink
one 2 3 4 5 6 7
A4 format (210X297)
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Appendix 21

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

Kasaxkcran PeenyGnukacuinni
Moaenuer KaHe cnopr
MHHHCTPAIrIHIR
"Kypyanraze: arsinaars: Kazax
YATTBIK Koncepnaropusicn:™
PecnyGanxannix MeMICKETTIK
MeKeMeci

(flara)
AnMars! Kanacsbt

Ipuema-nepenaun
NeUATHO-0.1AHOMHOI
NPOAYKUME, NEUATEeI,
HWITAMITOB, NMOAJMCAKINIX
3AMMTE, CPEACTB 3ALHTLI
AORYMENTOB |
PErHCTPAUHONIILIX
yYuerunix Gopm K num

OcHoBaHMe: HNPpHKa3

«O 1IPOBCACHMH NPOBEPKH...» (11311 HHOI JOKYMEHT: 1J1aH patoTs!

75

PYKOBOMITCNA

BbILICCTOAUCTIO OPrana M T./1.).
CocrasiicH KOMHCCHEH B cocTaBe:

I'lpeacenarens

YUneHb! KOMHMCCH:
1:

PecnyOaukanckoe rocyaapct senioe
Y4 -,

«Kazaxceran anmonm inaas
KONCCPBATOPIST 1IMCIN
Kypsanainm
Munucrepersa XyI6Typst it CHOPTA

OHCEPBATOPH ECbI

PeenyGonxn Kasaxcran

AKT

ropost AaMathbt

Vreepaiaaio
Pexrop Py
HANHOHAALNOI KoHcepBaToOpINn
. Kypymanrase»y  Munuerepersa
KYALTYPbI it CHIOPTA

Peenybanrkn Kasaxcran

A. Kyacdacn

«Kasaxcwoit

7(.ll|‘lll.l)l nomaen)

«_ » 2020 roa

opranmizanuur or (nara) Ne

L. nepyvuenne
KOMMHCCHN

JIOJIZKHOCT L, MITHMLIHANILI, (l)l'.‘-'.ll.:;l)l

AOCIKHOCTE, HHNUMAIIBL, ll);l.\!H.‘Hfﬂ

Tlpaniia 2OKYMEeHTHPOBANNSA, YOIPABICHE

A% AOKyMenTauneit B PeenyGankanckos FOCYAPCTECHHON
yupexacennn «Kq

LAXCKAA HAUMOHMLILHASA ROHCCPBATOPHA 1M K_\ PManraznoy
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(5]

AOJIKHOCTL, HHMIIHATBL, (DAMILINA

. Heucrnons30BaHHYI0 neyaTHO-ONAHOMHYIO MPOAYKUMIO,  (IOUISKANYVIO
saummre, (0OTAe/IbHO

no suaam) cepuut ¢ N no N B KosMyeCTBe
IKICMILIAPOB,

(undpanu M nponuckio)

2. AKTbI O BbIICICHHN K YHHUTOKCHHIO HCIOPYCHHBIX IKICMILIAPOB NEHATHO-
OnaHouHOI

NPOYKLHH, nojuteRaueh JANUITS

(1aThl, Homepa, KOJIHUUCCTEO
JK3CMIVIAPOB

aKTOB 110 BHjaM 61aHKOB)

3. IMeyatu ¢ usoOpaennenm Iocynapersennoro I'epba PecnyGnuxkn Kasaxcran
B KO/IHYeCTBe
_WITYK.

(undpamu 1 nponucsio)
4. lWramnsl ¢ u3obpakennem Focyaapersennoro lepba Pecnydmin Kazaxeran
B KOJIM4ECTBE

- _IITYK.
(tppamn 1 nponucsIo)
S. Cpenctaa AU ThHI JIOKYMEHTOB:
(HaumenoBaxua cpejicrs
JAUMTBI)
B KO.IMYeCTBe WTYK.
(undpamut 1 nponucsio)
6. Peructpaunonssic YUCTHBIC (opmbl:

- —

(BHABI  PErHCTPAIMOHHLIX  VUCTHBIX
dbopm, HX HOMepa

110 HOMCHKJIATYPE JIC/1, HOMCPA TOMOB, JIaThl NEPBOIT ¥ NOCAC/IHEH 3an1cn,
KOJIMUYECTBO JIHCTOR)
Cocrosmme yuetHoll padotst ¢ nevatHo-61an0u0d MPOJAYKIHESH, neuarTsam,
WITAMIAaMH,
NOUICKALLMMH 3AUIHTE, u CpeICTBAMMU AN TH! JIOKYMCHTOB

[Tpasina NOKYMCHTHPOBAHNA, YNPABICHHA OKYMEHTALMCH B PecnyGanKascKoM rocy (apeTneiioy
yupeaaenmn «Kaaxckas HUMONAILHAA KOHCePBATOPHA M. KypManrasty
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i

Ipasitia JoKyMenTHPOBANMA, yNpaBIeHHs Aoxymentaipeit B PeenyGanxane

(001as XapaKTepHCTHKA COCTOSHMA Y4ETHON paboTs!)

[Mepenan (a) , Pacumdposka noanucy
(yHas noanuces)

Ipunan (a) Pacuindponka noanucu
(MMYHaA NOANNUCH)

Cocrapnen B ax3emnaspe (ax):

1-it ak3eMnuap: B aene Ne
2 ax3eMnnp: (apecar)

Ipeacerarenn KoMuecnn HOJUNICH pacimpponra
TMOINHCH

Yaensl kommcenn NOANNCE pacmuponka
nojanucy

KOM TOCY/IAPCTBCHIOM
}"Iﬁpc’ll\"'lmﬂ"_l «Kazaxckas HaUHOHANBHAR .\’OIlL\'pHdIOpHH HM, K\.'p\t;:ul Ww3bh)
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Appendix 22

to the Regulation for Documentation, Document

Kazaxcran PecnyGanxacsinbin
MaJIeHHET JKIHE CnopT

"Kypvanrazo: arsinaars: Kasax

MUHHCTPAIrIHIN ) : z
(- KOHCE?P
VATTBIR Koncepsaropusicn:™ G

PecuyGankanbik MEMICKETTIK
Mexemeci

(aara)
AJMaThl Kanachl

O BoucaCcHHN K
VHHUYTORCHHIO
HCMOPUEHNBLIX DR3CMIVISIPOB
NeYATHO-0JIAHOMHOT

NPOAY KM,

NOAJICZRALEH 321N Te

OcnoBatuue: ﬂplll\;:.’l'! PYKOBOAMTCIA

«O nposeaenuH MPOBEPKH...» (Hiau nioil

BbILICCTORIUICIO OPraHa ¥ T.1.).
CocTasicH KOMUCCHEH B COCTARC:
llpencenarens

YseHb! KOMHCCHM:
1

Control in the Republican state institution

Kurmangazy Kazakh National Conservatory

AKT

Form

PecnySanKancKoe rocyaaperneinos
N\ ‘(.:'.".:. iCHMC

«Kazaxckast uannonainuas

.‘\'IL‘I';I.\E! ROHcepRaropms aMenn

Kypsyaniasun
MHHHUCTEPCTBA XYALTYPL! It CHOPTA
PeenyGanxn Kasaxcran

Ne
ropoa AnMars!
Vreepavialo
Pexrop Py «Kazaxcroii
HANHOHAIBHOI KOHCEePBATOPHH

. Kypymanraser»  Munucreperna
KYJIbTYPbI B CHIOPTA
Pecuydankn Kaszaxeran
AL Kycoaen
: Crtanan ll(l,lllllt‘;-l g
« » = 2020 ron

Oprannsanmms o1 (Jara) No
AOKYMCHT: njian padorsl, nopyseiue
sNoMHeonn

AOJKHOCTH, MHHUHANLY, (::):l\l”'lll}.

%

JIOJIZKHOCTh, HHHIIHABI, (llll\!lI.ZHH

TpaBuna J0KyMEHTHPOBAHKSA, YIIPARACHIN JOK
ocynapcrTBeniom yupexacnui «Kasaxckan nawsonaibias koncepaaropia iy, Kypaar

reHTanmeRn 8 PecnyGnnsancxon
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A HOCT B, HHELIHATBL, Il[flé'l:\IH.'fHﬂ

G’I‘ﬂﬁpalﬂnl Ko YHHYTOMCHHID HCNOPYEHHBIC 2EICMIITAPRL] CHCAMIOILINX BHIOR
[eyaTHO-0naHo HO NPOAYELLHK, Hoaesaied auHTe;

M | Haumenosasue Cepaa 11 Homepa Foommmee o | lperseserasepe
g | BHAZ NeYaTHO- IKIEMNNAPORE MO EHH RN
| Dranounoi NEdaTHO- IHIEMITIPOR [
NPOOY KILEEL, DoaHou O nevaTHO-0aaH oM HOf
noaneKalei MPOIY KL, DpEV LI,
FAMTHTE noanesaed MO HCEEE
LTS FAWHTE
1 2 3 gL == 5
Hroro HENGPUSHH B DKISMINAPOR NeHATHO-
GraHouHOH

{WHpami U nponnceiot
NMPOIYELME, NOIAeHANICHE samse,
Cocrapien B aK3eMInape (axl
-1 IKIEMIIHD: B aene No
2 oraenmnnap: (azpecar)

[lpeacenarent KoMHCcCHn Pacumpoiih
{JHYHEN (OINHEER) T HC A
Yaens Komucenn Pacimpponka
(JTHNEBLe oD ) 1oanHeei

OTMETKH B YPHATBL YMETR M BRIAYN  IE4MaTHO-01aH04Hoi HprQv e,
MOUIEHAIEHA
IRLHTE, BEHCLCEH L, HCMOPYCHH BE IKIEMONAPE b KO0y B

LaMdipani

MPOIHCLIO )
YHMHTOMKEHBI 1Y TeM -
(BHI YHHUTO®HEHNS)
Haumenosanue josnoctn
[ HAR DTG )

Pacmmdiposxa nojpuiyen

Hara

| Ipasrna AGEYMCHTHPOBANKA, YIIPAEISHNA QOKVMeITaniedl B Poenvbiimesicmas FORVIAPC TREHHONM
WP sRlazacran HanHoIma ks o ICepratopa use Kypmaniatees
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Appendix 23

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

Kazrageran Pecnyinuxacensim PeenydnuxaHckoe rocyAapeTaeHHoe
Magenner wane CHGPT yupes
MHHHCTRAR TR, ; aRazaxcran HANMOHAILITASE
. Eppsusran stusysn K puores
"RypManraiel aTeIHIAFeD Kasak r KOHCEPRATOPH SCH ROHCEPBATOPHE NMEHH
YITTLIK KOHCEPBEATOpIEHCE™ Eiagaloe bt s o Kypmanraisie:
PechyGaHKanbiK MEMASKETTIR MUNHCTEPCTES KEYARTYPEL W CHOPTa
MERenect Pecnybnurn Kalaxcran
AKT
MNa
(nata)
AJTMATE KAITECE ropom AIMaths!
¥Yrsepaiaw
Pexrop FI'Y wRKazaxceroi

HALHOHAABHOH — KONCEPBATOPHH
v Kvpvanrasei: Muangcreperea
KYJALTYPLT B CnopTa

Pecnyiankn Kazaxeran

AW yaehace

(STHAHAN THOATIHCE)
“ S 20019 roj

() BRUTCACHEN K VTS TORCHH
HEHCTIIBS0BARHOI IIEYaTHD-

DT OMITOE

IPOIYEIERE, T IEHE el Janmre

(ICHOBAHHE: TIPHESS PYKOBOIHTEIH OPrasgdsanmE ov {rarah No

#(F Npone e TROBEPKE. . (HIH HACH JIOEYMCHT: IAaH paloThl nopyusHng
BEILSCTOALIErD OPFapda o T}

COCTEENCH EOMHCCHEH B COCTIARE:

IIpencenarent KOMHCCHH

JLOTFHHOC T, AHWAHAIEL (g
Haener komiccmi: 1. 3

SR

JHHOCTE, HHENHATRL, ll]a.‘ﬂld.'ll.d!-]

=
2

JOMANIOCTE, HITHIHATEL, SanHIna
(HrofpaHbl B YHUSTORSHI VTDATHEIIHEG B CRASH

(MHERHAAIESH, peopraHdansaeii) (o HUManEHOS HAHMCHOBAHHES

. NPEKTHYECKOE SHAYSHHE CHSAYIOULHE BILILR
TOSYAANCTASHHOD OPTaHa (Opradnian¢)
HEHEMMIEIOBARHOH TeuaTHo-00anonodl npoayimi;

i]pHBHJ!& AORYMEHTHPOBRERA, YTIPDARTEHAA ,anq—'menmuﬂeﬁ B P¢C]|:ﬁj£]ﬂ}{atil—’$i{0.’t’[
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N | HamsieHopasie iia Cepus v HOMEDa [ BT e e TR Tpumesanoe
.11, ITEMATE lU'G‘.'lHHU‘[HUi.l FEACMILTAPOR NSUATES- | HEHCIOA MBI HH R
MPoIyKLHH DIAHOTHGE DPOIYRLNE E IKIEMILIAPOE |
1 2 3 | 4 5 |
Hroro HEHCIOTIEIORAH HBIX JKIEMILTADGR EYaTHO SCTAOY 0T

(EHOPEMA # APONECE)
MPOIVELHY, TIOLACKAINCH 3aLUmnTe,
[Tpescenarens KOMHCCHE Pacuindposra moanncu
{UHYHAS IOUTHEE)

Uiened KoMHECHI Pacmndponra noanmueei
(TN HERE TIOMIHCH)

CTMOTEM B Y PHATE YUSTA H BRLAYH HeqaTHS -GNEH0MHOH TPOIYKIHE BHECCHLL,

HOHCMONEIORANIEE IKICMITAPE B KONHYeCTRE HECM Kr

CUHDDAME B EPOHHCERY)

YEHUTOARCHBE TYTOM

[ BHL VHAMTOWEHIEA )
Hanmenosame AnmEHocTy Pacunnpposka nognucn
(IHYHIE O NHCE }

JaTa

Tpaprna J0KYMEHTHPORANMH, VIIPABICHAL NOKYMeERTAIHeH B PeciyannKanciom
FOCYAAPCTREHHOM YapemiacHun sKaiaxcxan HAUNONAILHA KOHCEPBATOPHE My, Kyvpaaniade:
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Appendix 24

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

Easakcran PE‘C]I}'ﬁ.‘[H}{i{t‘-bil[].-ll:i
Mogenner #ane CIEQQT

PeoocnyBuirancicoe

FUPSEICHHEE

FOCYNAPETRCHHOS

MIHHCEPIAICTHIN
"Rypsyaneaiel arsinaars B
PATTRIK KOHCCPBATORHACEL
PecnyOnHKanHE MCMICKETTIE
meKeneci

clazaxcrad LEDOTE T BT35T
KOHEC [J BT [! IR Y]
Kypsanrazus
MHHBACTEPCTEL KMk

Frprreram mou Kol s

(— KOHCEPFBATOTIACH

PecnvGnnrn Kasux

' ST

ART

{nara)

AJIMATEL KaJTach) FOp ANMATE

¥Yreepnaio

Perrop PTY
HALHOHAJILHOH  KOHCCPBATORHN
HM. K‘}']’]":‘iii |38 prdid B B ..\] HIHHCTePRCTRA

slazaxcioii

EVIBTY P B GO
Pecnyvianwn Kasaxeran
ALy nehaen

[ TS A R ]
" 2020 roa
O BhiacaeHHE K
YHHYTOHRCHHID
newareii M WTAMNOE,

MOAAEHERANIX 3AUHTE

Ocropanne: [PHKAZ  PYROBOJMMUTENR  OpTaHH3alMe or  {gara) Ne
«() NpoBeIeHMH NPOBCPRH...» (M1 HHOW J0KYMCHT TLISH padaThl, NoDYHenHe
BEIISCTORILErO OPrada | 1. ).
Cocrasiiel KOMUCCHER B cocTagre:

Ipeacenarens FORIECCEH K

OJOIEAEHOSTE, HAHILHATEL, LI_};;}}.{"L_'_“.I |

Unenn EOMBECCHEH;

ACITWHOT T, (PAMHEITHA, HHP LT

e

AOMAHOCTE, HUMILHANLL, danmiimna

aigneft p Pecny

HELHAR KOHCE PRETODII

3 FLOEYALCE B

L TOCNIAPCTREHHOM Yopetiennt «Fasaxcran naw

R TR e B ]
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OTUﬁ]}E.I]];] K YHHHTOAHEHARY CACAYHOLHE NeqarH H WTaMIBL TTOEIsmaEs

satHTe:
Na .. Hanmenosasue Konuyecrso _l_ Mpisganme |
| 3 3 4
Cocragned & IKIEMINAPE (ax )
|<fi spaeMnap: & gene No
2 ax3eMnasp: (agpecat)
MpeacenaTent KOMHCCHN Paciwmdiposr:
LT HCH

L ensl KOMECCHY

(AMvHAY NOANHCE)

(NHYPLIE TOIMHEH)

Pacumdpopia
noanneei

DI'ME'I'EH B AYPHLL BHECCHE], NEYATH ¥ 0ITaMIEL O0RCAAIINHE 3HHTE,

EOIHYECTRE

[ LIpanit M IPOMUCERD)

VHHUTOWENHE)
HanseHoBaule 10KHOCTH —

MOAMHCH

(T HAR NOTTHE )

Hata

ipamiia. nosyMeR THRORIH I, ¥TIDLEIeli Jokyaeimansef B Pegiylnuraicroy

ITY R ¥HHYTOMRST R 1Y TEM

(BH

Pacuniponra

FOCY ARPCTROEIONM Yupemieann claraxekns vauionann s KOHCEPBATORIL 1M, v Pt rariy
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Appendix 25

to the Regulation for Documentation, Document

Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
The official name of the organization NOMENCLATURE OF FILES
No. Approved
(date) (index) Job title
the head of the organization
For year
(personal signature)
Signature transcript
Date
File File title Number of file The storage period of the file Note
Index | (volumes, parts) | (volumes, parts) (volumes, parts) and the number of
the item on the list
1 2 3 4 5

Position of the Head of DCD

(personal signature)
Date

Signatures of heads of structural divisions

Agreed with

CEC Minutes (EC)

of the organization

(date and Minutes number)

Transcript
signatures

Agreed with

EPC Minutes

of the State Archival
Institution

(date and Minutes number)

Summary record of categories and number of files,

opened in year
By storage time Total Including
forwarded with "EPC" mark
Permanent
Temporary (over 10 years)
Temporary (up to 10 years inclusive)
Total:
Position of the Head Transcript
DCD signature

(personal signature)
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Date

The final information was transferred to the archive of the organization.

Job title of the employee Transcript
who transmitted information signature

(personal signature)
Date
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Appendix 26

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
CERTIFICATE SHEET FOR THE FILE
Fund No. Inventory No. File No.
sheet (s) is filed and numbered in the file, including:
letter No. of sheets

missing number of sheets
numbered blank sheets

+ sheets of internal inventory
Accounted for documents in the form of appendices and attachments that are not subject to

numbering

(types of documents and their number)

Features of the formation, execution, physical condition and accounting of file sheet
documents number

1 2

O 00 1N DN B W~

10.
11.
12.
13.
14.
15.
16.
17.

. Brochures and other publications
. Leaflets

. Newspaper clippings

. Postcards

. Envelopes

. Postage stamps

. Stamps

. Postmarks and others

. Special postmarks

Wax, mastic seals

Photo documents

Maps, plans, drawings and other scientific and technical documentation
Drawings, engravings, watercolors

Autographs of prominent figures

Glued sheets

Loss of some sheets

Fading Text

Job title of the person Transcript
who filled out the certification sheet for the file signature

(personal signature)

Date

A4 format (210X297)
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Note.

1. A certification sheet is compiled to take into account the number of sheets in the file and
fix the features of their numbering.

2. The certification sheet is drawn up on a separate sheet (sheets) and filed at the end of the
file.

3. In the certification sheet, the number of numbered sheets of the file is indicated in
numbers and in words, and separately, through the “+” (plus) sign, the number of sheets of the
internal inventory of the file documents.

4. In the certification sheet, the following features of the numbering, design and physical
condition of the file documents are noted:

1) means of postal circulation (stamps of all types, envelopes, postcards, forms, stamps,
stamps, seals);

2) seals and their impressions;

3) autographs of prominent state and public figures, figures of science, technology and
culture;

4) photographic documents;

5) drawings, engravings and watercolors;

6) large format documents;

7) glued sheets, damage to documents;

8) sheets with pasted photographs, documents;

9) envelopes with attachments and the number of sheets (items) enclosed in them;

10) documents that have independent numbering (including printed materials), and the
number of their sheets (pages).

5. If on one sheet of the file there are several features of the document, then in column 2 of
the certification sheet, the number of this sheet is affixed against each position of column 1.

6. If the document has several stamps and other materials on one sheet, then in column 2, in
brackets after the sheet number of the file, their number is indicated.

7. If there are objects in the file, the numbering of which is impossible due to the
characteristics of the material from which they are made (glass, metal, fabric, etc.), then column
2 indicates the numbers of the sheets between which this object is located.

8. All subsequent changes in the composition and status of the file (damage, replacement of
original documents with copies, attachment of new documents) are noted in the certification
sheet with reference to the relevant act.

9. The certification sheet is not numbered.
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Appendix 27

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form
INTERNAL DESCRIPTION
file documents No.
Item [ Record keeping index Document Document title Case sheet Note
No. date numbers
1 2 3 4 5 6
Total sheets of documents
(in numbers and words)
Number of sheets of the internal inventory

(in numbers and words)

Job title of the person Transcript
who filled out the internal inventory signature
file documents
(personal signature)

Date

A4 format (210X297)
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Appendix 28

to the Regulation for Documentation, Document
Control in the Republican state institution
Kurmangazy Kazakh National Conservatory

Form

Description of the files of the structural unit of the organization

Official name
structural unit

Approved by
Position of the Head of the

organizations structural unit
Transcript
(personal signature) signature
Date
Inventory No. for year(s)
Item | File File title Deadlines File retention | Number of sheets in | Note
No. | Index (volumes, (volumes, [ period (volumes, | the file (volume,
parts) parts) parts) parts)
1 2 3 4 5 6 7

This inventory includes

files from No.  to No.

including
(in numbers and words)
including:
letter numbers:
missing numbers:

Job title of the person
compiler of the inventory

Transcript
signature

(personal signature)
Date

Head of the Department
DCD
(personal signature)

Date

Employee
The Archive of the
organization

Transcript
signature

Transcript
of the signature

(personal signature)
Date

Note.

In the permanent storage files inventory column 5 is not filled out.

A4 format (210X297)

Regulations for Documentation, Document Control in the
Republican State Institution Kurmangazy Kazakh National Conservatory

Kurmangazy Kazakh National Conservatory

Page 95 out of 99




CHANGES REGISTRATION SHEET

Registration Date of .
. . Changes Signature
number registration
1 2 3 4
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FAMILIARIZATION SHEET

Item Full name of the person
No. familiarized with the Job title Signature | Date
document
1 2 3 4 5
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