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Archive- is a centre of historical memorials and one of the main state 
means which preserves historical and cultural heritage, fulfills social, legal, 
political, scientific and moral needs of the society. Among other archives, 
the areas of activities of the branch of Notary Chamber «Private notarial 
archive» include storage of the notary documents of private notaries, assur-
ance of the preservation of documents, their usage in the interests of the 
country, society and people, maintenance of documents’ register, provi-
sion of information support for organizations and citizens, carrying out 
methodical works with private notaries in respect of archiving and docu-
mentation, development of methodological materials for private notaries.
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ҚР-дa нотaриaттық  
қыз мет ті жү зе ге aсы ру 

бaры сындaғы нотaриaттық 
мұрaғaттың aлaтын ор ны

Мұрaғaт – хaлық тың тaри хи ес ке рт кіш те рі нің ортaлы ғы жә не 
ұл ты мыз дың тaри хи-мә де ни мұрaсын сaқтaудaғы жү зе ге aсырaтын, 
қоғaмның әлеу мет тік-құ қық тық, сaяси, ғы лы ми жә не рухa ни қaжет-
ті лі гін қaнaғaттaндырaтын мем ле кет тік не гіз гі нышaндaры ның бі-
рі бо лып тaбылaды. Өз ге мұрaғaттaр сияқ ты Aстaнa қaлaсы ның 
Нотaриaттық пaлaтaсы «Же ке нотaриaттық мұрaғaт» фи лиaлы-
ның жұ мыс іс теу бaғыттaры ның ішін де же ке ше нотaриустaры ның 
нотaриaлды құжaттaрын сaқтaуғa қaбылдaу, құжaттaрдың сaқтaлуын  
қaмтaмaсыз ету, олaрды мем ле кет, қоғaм жә не aзaмaттaр мүд де сі не 
сaй қолдaну, құжaттaрдың есе бін жүр гі зу, ұйымдaр мен aзaмaттaрды 
aқпaрaттық қaмтaмaсыз ету, мұрaғaттaну мен құжaттaну сaлaсы бо-
йын шa же ке ше нотaриустaрғa әдіс те ме лік жұ мыстaр жүр гі зу, же ке-
ше нотaриустaр үшін aрнaйы әдіс те ме лік құрaлдaр әзір леу мін дет те-
рін жү зе ге aсы ру.

Тү йін  сөз дер: Мұрaғaт, Ұлт тық мұрaғaт қо ры, же ке нотaриaттық 
мұрaғaт, құжaттaр, іс тер но ме нклaтурaсы.

Урисбaевa A.A., Aсубaевa A.С.

Роль нотaриaльно го aрхивa в 
осу ще ст вле нии нотaриaль ных 
ус луг в Рес пуб ли ке Кaзaхстaн

Aрхив – это центр ис то ри чес ких пaмят ни ков нaродa и од но из 
ос нов ных го судaрст вен ных спо со бов, сохрaняю щих ис то ри ко-куль-
турное нaсле дие нa ции, обес пе чивaющих со циaльно-прaво вые, по ли-
ти чес кие, нaуч ные и ду хов ные пот реб нос ти об ще ствa. Сре ди про чих 
aрхи вов, нaпрaвле ниями дея тель ности фи лиaлa «Чaст ный нотaриaль-
ный aрхив» Нотaриaль ной пaлaты го родa Aстaны яв ляют ся хрaне ние 
до ку мен тов чaст ных нотaриу сов, обес пе че ние сохрaне ния до ку мен-
тов, их ис поль зовa ние в ин те ресaх го судaрс твa, об ще ствa и грaждaн, 
ве де ние реестрa до ку мен тов, ин формaцион ное обес пе че ние оргa-
низaций и грaждaн, про ве де ние ме то до ло ги чес ких рaбот по aрхи ви-
ровa нию и до ку ментaлис ти ке, под го товкa спе циaль ных ме то ди чес-
ких мaте риaлов для чaст ных нотaриу сов. 

Клю че вые словa: Aрхив, Го судaрст вен ный aрхив ный фонд, чaст-
ный нотaриaль ный aрхив, до ку мен ты, но ме нклaтурa дел.
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Archive – is a centre of historical memorials and one of the main 
state means which preserves historical and cultural heritage, fulfills 
social, legal, political, scientific and moral needs of the society. Ar-
chive-keeping is an inalienable part of science, culture and execu-
tive personnel. The important documents related to historic events 
of various periods, political, social and economical directions of the 
society are kept in archives.

Today we have over 250 different archives in our country. Their 
functions include the supplementation of National archive fund of 
the Republic of Kazakhstan with documents, assurance of their safe-
keeping and maintaining the state register of documents, provision 
of the information for state bodies, organizations and citizens, usage 
and publication of documents, development of information retrieval 
system, execution of methodical works in respect of archiving and 
documentation, as well as generation of methodological materials 
for internal use of organizations. Moreover, the areas of activities 
of the branch of Notary Chamber «Private notarial archive» are as 
following:

1) To store the notary documents of private notaries of Astana 
city;

2) To ensure the preservation of documents, to use them in the 
interests of the country, society and people;

3) To maintain register documents, to provide information 
support for organizations and citizens, to conduct methodical works 
with private notaries in respect of archiving and documentation, to 
develop methodological materials for private notaries.

According to article 5 paragraph 2 subparagraph 2 of the Law of 
the Republic of Kazakhstan «On National archive fund and archives» 
private archives are sources of replenishment of National archive 
fund. Based on article 11 paragraph 3 of this Law legal entities and 
individuals create departmental and private archives in order to 
collect, store and use documents of National archive fund  [3]. 

It is a duty of the country which is aspired to civilization to save 
the memorable documents. Private notaries of Astana city felt the 
necessity of such system for society and citizens.

On the instructions of President N.A.Nazarbayev and under the 
supervision of Ministry of Justice of the Republic of Kazakhstan and 
Justice department of Astana city in pursuance of article 29-1 of the 
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Law of Republic of Kazakhstan «On notariat» on 
November 11, 2011 under the minutes #2 of General 
meeting of Astana city notaries the Rule on branch 
of Astana city Notary Chamber «Private notarial 
archive» was approved, and on November 21, 2011 
it was legally registered in Justice department of 
Astana city.

According to article 4 paragraph 3 of the Law of 
RoK «On notariat» documents of state notaries must 
be submitted to state archives in ways prescribed by 
legislation of the Republic of Kazakhstan [1]. Also, 
documents of private notaries must be submitted to 
private notary archives. 

Currently, under the agreement with estimation 
committee of files’ nomenclature for 2014-2018, 
the explanation sessions for newcomers of Notary 
Chamber are conducted.

For the purposes of accuracy of files management 
of private notaries’ work the nomenclature for each 
private notary is made. The files’ nomenclature 
is a base for grouping the documents into cases, 
systemizing and registering the cases, preparing 
lists for permanent and temporary storage and 
determining a period of storage, likewise registering 
cases in temporary storage.

The files’ nomenclature of private notaries 
conforms with the estimation committee of private 
notaries’ archive, the city estimation and inspection 
committee of State archive, where documents are 
submitted to permanent storage and is approved 
by notary himself. Considering the absence of 
significant changes in duties and structure of Notary 
Chamber, the files’ nomenclature should be agreed 
with state archive institutions at least once in 5 years 
terms.

The files’ nomenclature is printed in required 
quantity. One copy of the approved nomenclature 
should be stored in state archive.

Every private notary has files’ nomenclature. 
The files’ nomenclature should consist of all cases, 
registers, books and journals. The files’ nomenclature 
is defined at the end of the year and introduced into 
use starting from January 1 of the next year. The 
files’ nomenclature shall have reserve numbers as 
new cases may be added in current year. At the year-
end the closing entry is made to files’ nomenclature, 
it contains numbers of registered cases.

A performer should form the executed 
documents into cases in accordance with article 127 
of the decree #1570 of Government of Republic of 
Kazakhstan dated December 21, 2011 «On model 
principles of preparation and maintenance of 
documentation in state and non-state organizations» 
and «Rule on notary files management» approved 

by order #32 of Ministry of Justice of Republic of 
Kazakhstan dated January 31, 2012. The formation 
of cases beyond the nomenclature is forbidden [2].

As soon as all documents of a private notary are 
executed they are grouped to cases according to a 
nomenclature. 

It is very important to save and to ensure the 
usage of documents for future society. Moreover, 
the archive personnel not only file documents, but 
also check their physical and biological condition. 
In case documents are stale or decays, restoring 
works are performed.

As per article 11 paragraph 1 and article 13 
paragraph 1 of the Law «On National archive fund 
and archives» state-owned documents should be 
temporary stored in departmental archives [3]. 
Afterwards, such documents shall be transferred for 
constant storage in state archives.

The fund of private notarial archive is aimed to 
benefit and for purposes of people.

Notarial record keeping is based on the «Rules 
of notarial record keeping», established by Ministry 
of Justice of the Republic of Kazakhstan with 
the approval of the state body of the Republic 
of Kazakhstan on management of archives and 
documentation. Territorial justice departments 
and notary chambers control the compliance with 
the rules’ requirements. State notaries’ documents 
should be submitted to the state notary archives in 
the way, prescribed by legislation of the Republic 
of Kazakhstan. Private notaries’ documents should 
also be submitted to the private notary archives in 
the way, prescribed by legislation of the Republic 
of Kazakhstan. 

Notary has the seal, which bear his/her full name 
and the name of the state notary office (the state 
notary’s stamp) or the number and the date of issuance 
(the private notary’s stamp), the national symbol of 
the Republic of Kazakhstan. In addition, notaries, 
regardless if they are state or private, have the stamp 
with authorizing notes and letterheads. The seal of 
the notary’s stamp and signature samples are saved 
at Ministry of Justice of the Republic of Kazakhstan, 
territorial justice departments and notary chambers. 
The organization of production of a stamp for notary 
actions and its transfer to the notary is carried out 
by territorial justice departments. Production of 
private notaries’ stamps are paid by themselves, and 
production of state notaries’ stamps are paid by state 
budget. Territorial justice departments and notary 
chambers should take measures for notary’s stamp 
destruction and recall of the license, transfer of the 
notary’s documents to the other notary or private 
notary archive, in case of license annulment.
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The direct functions of the notary include: 
to perform notary actions, specified by the «Law 
on notary» and other regulatory acts of the 
Republic of Kazakhstan; to explain to people their 
rights and obligations, to notify regarding the 
consequences of notary actions, in order to avoid 
the damage, which could be caused by ignorance 
of the law; to keep confidentiality in relation to 
the data, know as a result of his/her professional 
practice; to refuse to carry out notarial activity 
that contravenes Kazakh legislation; comply 
with professional ethics; submit information on 
fulfilment of notarial action, other documents, and 
where necessary personal explanations, including 
issues of noncompliance with the requirements of 
professional ethics in the event of complaints about 
their action to judicial authorities and/or the notary 
chambers; transfer documents to another notary 
in the event of suspension of license, according 
to the procedure provided for by the rules 

concerning «Rules of notarial record keeping»; 
send all notarial documents in place to the private 
notary archive in the event of license termination; 
provide information on change of surname, name, 
patronymic name and location of office to the 
territorial justice department within one month. 

In accordance with legislation, notaries in 
our country may be private or state. It should be 
mentioned private and state notaries have equal 
rights and responsibilities when carrying out notarial 
activity. Documents formulated by them have equal 
legal force.

Therefore, obligations regarding the document 
keeping and submitting documents to the 
specialized notary archives are the same for both 
state and private notaries, without any exceptions. 
We assume that the role of the notary archives is 
enormous and meaningful, as it provides possibility 
for the notarial insititute to protect rights and legal 
interests of people.
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