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l, SCOPE оF APPLICATIO
l. This Regulation (hereinafter rеfеrrеd to as the Regulation) has been developed in
Оrdеr to establish а unified procedure for the organization of wоrk on the
development, examination arrd publication of textbooks, teaching materials and
teaching aids at the Temirbek Zhurgenov Kazakh National Academy оf Аrt
(hеrеiпаftеr rеfеrrеd to as the,Academy).
2. The Regulation defines the procedure for the preparation and examination оf
educational and methodological literature of the intra-university educational
publication with the stamp of the Temirbek Zhurgепоч Kazakh National Academy
of Аrt for educational рrоgrаms implemented at the Academy.
3. Educational publications are prepared in оrdеr to provide educational and
methodological support fоr classroom and extracurricular wоrk of students in the
disciplines оf the сurriсulum, improve the educational process at the academy,
improve the quality of educcttional рrоgrаms, and achieve the planned learning
outcomes fоr students.
4. This Regulation is an internal regulatory document of the Academy and is
mandatory for all participants in the process оf рrераrаtiоп, examination and
publication of educational literature, namely the teaching staf{ managers and
employees of structural divisiclns.

2. I\ORMATIVE REFERENCES
5. This Regulation has been developed taking into account the requirements of the
following regulatory documents :

- The Law of the Republi с of Kazakhstan <On Education> No. 3 19_III WKR (with
amendments and additions as оf Мау 06, 2020);

- The Law of the RK No. б dated June 10, |996, <On Copyright and Related
Rights>, as amended Ьу the Lcrw of the RK dated January 25,2026;
- Оrdеr оf the Minister of Science and Higher Education of the Republic of
Kazakhstan <On approval оf State mandatory standards of higher and Postgraduate
education>> dated July 20, 2022 No. 2.
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GOST 2.105_2019. Unified system fоr design documentation. General requirements for i

textual documents .

GOST 7.12-9з. А system оf standards for information, librarianship, and publishing.
Bibliographic record. Abbreviations оf words in Russian. Gепеrаl
Tequirements and rules.

GoST 7.60-200з. А system of standards for infbrmation, liЬrаriапshiр, and publishing.
РuЬli,эаtiопs. The main tvpes. Теrms and definitions,

GOST 7.86-2003. А system of standards fоr information, librarianship, and publishing.
рuьli,эаtiопs. General requirements for publishinц annotations.

GoST 7.89-2005. А system of standards tbr information, librarianship, and publishing.
Tlre originals аrе copyrighted text and publishing. General
requirements.

GoST 7.62-2008 А system of standards for information, librarianship, and publishing.
Proofieading marks for marking up originals and согrесtiпg
proofieadins and trial prints, Gепеrаl requirements.

GOST 2.106-2019. А unified s of desisn documentation. Text documents
standard of ttre Rk
ISo б90-2-2007.

Bibliographic rеfеrепсеs. Раrt 2. Electronic documents and their
parts.

Standard of the Il,K
2383-20l 3.

А system of standards fbr infbrmation, librarianship, and publishing.
Publications. Output information. General requirements and rules оf
resistration.

GOST 8..ll7-2024. The state system of ensuring the unifoгmity оf measurements. Units
of quantities.

3. TERMS AND DEFINITIONS
6. This Regulation uses tеrms and definitions frоm the поrmаtiче documents on the
basis of which it was developed. The following аrе the most frequently used оr most
significant tеrms in this рrосеdurе:
Publishing House - an епtеrрrisе engaged in the preparation and publication of
printed materials;
Developer of textbookso educational and methodological materials, and
teaching aids - а natural or ,legal person engaged in the design, presentation, and
formatting of the content of l.extbooks, educational and methodological materials,
and teaching aids;
Educational Literature the collection оf textbooks, educational and
methodological materials, and teaching aids that meet the objectives and tasks of
teaching, upbringing, and development.
Textbook - an educational anld theoretical publication, the main book fоr learning а
specific subject (discipline), containing а systematized presentation of educational
material that is mandatory {Ьr lеаrпеrs to mаstеr in accordance with the State
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Mandatory Standard оf Education (hereinafter - SMSE) and/or the сurгiсulum. А
textbook contains validated rrraterial, generally accepted knowledge, and principles
in а раrtiсulаr scientific field;
Teaching Aid - an educational and theoretical publication that complements оr
partially (or fully) replaces а textbook, and complies with the requirements of the
State Mandatory Standard оf Education (hereinafter - SMSE). Unlike а textbook, а
teaching aid mау include not only validated, generally accepted knowledge and
principles, but also different opinions оп а particular issue. А teaching aid provides
mоrе up-to-date information Ibr deepening and expanding the educational material.
When а new subject is introdtrced into the сurriсulum оr new topics аrе added to an
existing рrоgrаm, the initial publication of а teaching aid is organized. Additionally,
teaching aids аrе produced fоr new оr elective courses.
Lесturе Соursе - an educational and theoretical publication (а collection of
individual lectures) that fully сочеrs the content оf а specific acadenric discipline. It
reflects the material of the discipline as taught Ьу а particular instructor. Lectures
should contain up-to-date information on the discipline that is not available in other
existing educational publications but is necessary for completing assigned learning
tasks.
Practicum - an educational and practical publication designed to reinforce the
studied material and assess knowledge through various methods. It contains practical
tasks and exercises that facilltate the mastery оf the material (section оr topic) оr
monitor the success of lеаrrriпg outcomes. The main types of practica include
collections of exercises, prob.lems, foreign-language texts, descriptions of practical
work, and assessment tasks.
Exercise Collection - an educational and practical publication containing exercises
for а specific course, designe<l to facilitate the mastery and consolidation of studied
material and to assess knowledge.
Problem (Case) Collectioп -- ап educational and practical publication containing
problems for а specific course, designed to facilitate the mastery and consolidation
of studied material and to assess knowledge.
Chrestomathy - an educational and practical publication containing litеrаry,
artistic, musical, and other wrэrks оr exce{pts that constitute the subject of study in
an academic discipline.
Musical Chrestomathy - ап educational publication containing musical works,
systematized in ассоrdапсе with рrоgrаm requirements fоr mastering а specific
discipline.
Auxiliary Educational Publications - рrасtiсum, musical chrestomathy, album-
catalog (of visual/decorative аrts оr design), рrоЬlеm collection, educational
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rеfеrепсе book, terminologicall dictionary.
Educational and Methodo;logical Aid - an educational and methodological
publication designed to provide methodological support fоr the educational process
оf an academic discipline, itsl раrt, or indi,yidual sections, aimed at increasing the
effectiveness оf mastering the educational rnaterial provided Ьу the сurriсulчm.

An educational and methodological aid contains systematized materials that
rечеа1 the objectives and tasks of teaching, the struсturе and logic of studying the
discipline, teaching and learning methods and technologies, fогms of organizing
educational activities, means clf monitoring and assessing learning outcomes, as well
as recommendations for using; the рuЬliсаtirэп in the educational process.

Ап educational and пrethodological aid mау complement а textbook оr
teaching aid, providing mеthrэdоlоgiсаl support for studying the discipline, and is
intended to assist the activities of learners and/or instructors.
Methodological Recommenrlations for Studying а Сочrsе - an educational and
methodological publication containing materials on methods fоr students'
independent study of ап academic disciipline and preparation fоr knowledge
assessment. It is an instructiclnal рuЬliсаtirэп intended for students, instructors, оr
specialists to assist in the cou]:se of their educational оr practical activities.
Methodological Recommenclations for Crlmpleting Теrm Papers оr Theses - an
educational and methodological publicati,on including the topics of the works,
methodological instructions fоr their cornpletion, requirements fоr the works,
examples, сопtrоl questions, and а list оf recommended literature.
Methodological Recommendations fоr Conducting Practical or Sеmiпаr
Sessions - an educational and mеthоdоlrэgiсаl publication including plans and
content оf practical оr seminar sessions, discussion questions, self-assessment
questions, assignments for practical wоrk, zrnd methodological instructions fоr their
completion.
Methodological Recommendations for IDrofessional Practice - ап educational
and methodological public,ation including the practice рrоgrаm, practice
assignments, methodological instructions for their completion, planned learning
outcomes, assessment criteria fоr practice: assignments, recommended literature,
reporting forms, and other relevant materia]ls.
Methodological Guidelines - an educal|ional and methodological publication
containing explanations regar,ling the actiorrs students should take when реrfоrmiпg
specific practical educational tasks.
Educational Terminological Dictionary - an educational reference publication
containing the tеrms оf а particular discipline оr field of knowledge and their
definitions.

27.02.2026у.
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Educational Reference Book - an educaLtional reference publication containing
infoгmation on а specific academic disciplinLe, organized according to the curriculum
and intended fоr sfudents" An educational rtэfеrепсе book is practical in nature, r,vith
а systematic structure оr arrarrged alphabetically Ьу article titles.
АlЬum - an educational and visual publication, either as а book оr а set оf sheets,
accompanied Ьу explanator1, text. Рrераrеd to assist students itr mastering an
academic discipline.
АlЬum - Catalog (of Visua], Arts / Decorative Arts / Design) - an educational
publication in the fоrm of ап аlЬum with reproductions of artworks, designed to
facilitate the mastery of а sреrэifiс disсiрliпtэ.
Atlas - an educational and l,isual publication, the content of which is expressed
through visual means (maps, drawings, diagrams). Рrераrеd to assist students in
mastering an academic discip_[ine.
lllustrative Materials - diagrams, drawirrgs, tables, rеfеrепсе notes, algorithms,
and other similar resources.
Digital Educational Resources (DBRs) - didactic materials fbr the studied
disciplines and/or modules, providing lеаrпiпg in an interactive fоrmаt: photographs,
video clips, static and dynarnic models, r,irtuаl reality and interactive modeling
objects, audio recordings, and other digital learning materials.
Electronic Publication - а с,эllесtiоп of graphical, textual, digital, audio, musical,
video, photographic, and other information, as well as printed documentation. An
electronic publication may exist on any electronic medium and mау also Ье
published on а computer network.
Blectronic Educational Publications (Blectronic Textbooks, Electronic
Teaching Aids) - electronic publications designed to automate and optimize
learning and knowledge assessment, corrc:sponding to а соursе оr its individual
parts, allowing the determinartion of а learning trajectory and suрроrtiпg various
types of educational activities.
Educational Portal - an LMS Moodle with а customizable personalized interface
that allows usels to locate crnd utilize iп_Гоrmаtiоп resources according to their
interests and provides the opportunity to interact with оthеr users.
Electronic Educational and Methodological Соmрlех (ЕЕМС) - а set оf
materials required for studyirrg а disсiрliпrэ; an electronic educational publication
containing а systematic presentation of the соursе, developed in accordance with the
сurгiсulum, combining the: features clf а conventional educational and
methodological соmрlех of ttre discipline, and taking into account the specifics of

21,02.2026 у.
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learning чiа information ancl communication tools, including distance lеаrпiпg
technologies.
Electronic Learning Aid an autonrated lеаrпiпg system that includes
methodological, didactic, and informational-reference materials on an academic
discipline, as well as software that allows lеаrпеrs to independently acquire and
assess knowledge within the system.
Multimedia Presentation - а combination of computer animation, graphics, video,
music, and audio, organized irrto а unified e,ducational environment.
Slide Lectures - recordings of а lecturer's (оr паrrаtоr's) voice accompanied Ьу а
set of slides. Specially рrераrеd and animated slides provide textual and graphical
support fоr the lecture.
Virtuаl Laboratory - an infbrmational arrd methodological systern presented оп
electronic media, including nc:w types of edlucational and methodological materials
and teaching technologies in а specific hierarchical arrangement, and реrfоrmiпg the
primary function оf preparing specialists fоr the application and independent
understanding of necessary practical processes based on laboratory models.
Diagnostic Рrоgrаms - electronic testing рrоgrаms aimed at identifying the causes
of lеаrпеrs' еrrоrs, assessing their knowledge, skills, and abilities, and determining
thеir lече1 of lеаrпiпg оr intellectual development.
Simulators (Training Programs) - programs designed to practice skills and
abilities in educational activities and fоr self-directed lеаrпiпg; they аrе used to
rеiпfоrсе оr review previously, studied material.
Digital Educational Rеsоurсе Databases - electronic information alTays that аrе
carefully organized and structured.
Video Lectures (Studio Video Lectures) - lectures recorded in studio settings
where instructors present educational material against an appropriate thematic
background, illustrating the сlэпtепt with ptrintings, graphics, color and black-and-
white documentary photographs, and similar materials.
Vidео Materials (Documentary Video Lectures) - traditional lectures recorded in
regular classrooms fоr the рuгроsе оf creating learning aids fоr students.
Educational Film - instructiclnal material cln а discipline (оr module), rесоrdеd on
videotape, DVD, CD-ROM, CD-R, CD-I, оr CD+, following а script and
accompanied Ьу commentary, music, illustrative and graphic materials, intended for
both collective and individual viewing.
Distance Learning Course - а set оf interconnected learning units aimed at
studying educational materiill; consolidating knowledge, skills, _ and abilities;
assessing and evaluating acquired knowledge; and organizing intra-course
communication between the irrstructor and lеаrпеrs.
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Examination of Textbooks, Educational and Teaching Aids - the assessment of
the compliance of educationLal literature content with the requirements for the
structure and methodological apparatus of educational publications, in ассоrdапсе
with mоdеrп scientific understanding and considering the level of the educational

рrоgrаm, as well as the age arrd psychological characteristics of learners.

Емс
SMSE
GoST
DER
ЕЕмс
ЕЕр
ААF
Ас
RK
Ер
PLo
Ер
P.sh.

4. DESIGNI\TIONS AND ABBREVIATIONS
Educational and Methodological Council
State mandatory standard of education
state standard
Digital educational resources
Electronic Educational and Methodological Соmрlех
E lectronic educational publication
Academic Affairs service
Academic council
Republic of Kazakhstan
Educational publications
Planned lеаrпiпg outcomes
Educational рrоgrаms
printed sheets

5. ТНЕ ORGANIZATION ОF WORK ON ТНЕ PREPARATIOI\ ОF
TEACHING MATBRIALS AND MANUALS

7. The development оf ЕР is саrriеd out Ьу department instructors in accordance
with the plans fоr the department's educational and methodological work. If
necessary, instructors frоm other departments, Academy staff, and employees of
ехtеrпаl organizations mау Ье involved in the development. In addition to the author,
the ЕР development team mау include methodologists, рrоgrаmmеrs, designers,
audio and video specialists, atrd others.
8. Each department annually рrераrеs а plan of Educational Publications. The
Educational and Methodological Council (ЕМС) may act as the initiator for the
creation of ЕР, in accordance with the needs of ensuгing educational рrоgrаms with
appropriate ЕР.
9. Textbooks, teaching materials and teaching aids are developed in accordance with
the SMSE, in strict accordance with the content of curricula, taking into account the
requirements fоr the level of education.
10. Textbooks, teaching aids, and teaching aids can Ье developed as а set (textbook
оr study guide, teaching aid, lecture сочrsе, textbook, methodologicaldevelopments,

10



REPU]]LICAN STATE INSTITUTION
TEMIRBEK ZHURGENOV KAZAKH NAT1ONAL

ACADEMY ОF ARTS
оF THE)MINISTRY оh- CULTURE AND
INFORI\dATION оF TI{E REPUBLIC оF

KAZAKHSTAN
Regulatigl

of normative docum

п 017-1 ,68-2026
21.02,2026 у. 

i

i

Page

collections оf tasks and exercises, musical dictation, case studies, etc,, dictionaries,
test materials, audiovisual alrd multimedia tools, electronic textbook, electronic
textbook, atlases, albums).
l l. Textbooks, educational, and teaching aids аrе developed based on the thematic
plan of the сurriсчlum. ЕР contain verified, substantiated, and up-to-date scientific
knowledge, as well as the results of the authors' rеsеаrсh.
l2. When creating educational publications, the developer must ensure that the
following general requirements аrе met:

The text of the educational publication should Ье presented in an accessible,
understandable language in full compliance with grammatical, spelling and
punctuation standards.

The main раrt. The шаiп text сопчеуs the main content оf the educational
material and ensures its mandatory minimum.

The main text should Ье structured and divided into chapters (sections),
paragraphs, and paragraphs. When dividing а text, it is necessary that each structural
element contains logically complete information.

Conclusion. The conclusion should contain а summary of the educational
material, the main conclusions, prospects for the development of the discipline, а
brief description оf the main unresolved оr difficult-to-solve problems, as well as
recommendations for furthеr study of the discipline and independent reading of
specialized literature and online sources.

Illustrative materials. Al1 illustrations and tables should Ье organically
linked to the text of the educational publication. It is not allowed to include
illustrative materials that do not coffespond to the content оf the topic being
presented, аrе not related to the text, оr duplicate each other.
13. The developer ensures the connection between science and education Ьу
including the results of scientific rеsеаrсh in the content of education, the continuity
of study of the subject and interdisciplinary communication in the structure of the
educational рrоgrаm, the achievement Ьу students of the planned lеаrпiпg outcomes
in the discipline, the formatiott of competencies.
l4. The structure of academic intra-university publications:
Textbook structure:
1) The title page
2) Abstract
3) Introduction
4) Main content, divided into chapters and sections:
- title of the сhарtеr, section
- information block

1l
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- training block
- control block
5) Glossary
6) Instructions fоr use
7) Bibliography
8) Content
9) Applications
The vоlumе of the textbook is at least б p.sh,].
The structare of the trаiпiпg mапuаl:
l ) The title page;
2) Orientation apparatus (preface, notation - symbols, pointers);
3) Contents (table of contents);
4) Introduction

- рчrроsе, рчцроsе of the publication;
- compliance with the curriculum of the discipline;
- intended readership (for whom the educational publication is designed);
- the place of the publication within the system of educational materials fоr the
discipline, its rеlеvапсе, degree of novelty, and features of the author's concept;
- recommendations fоr using the educational publication in the learning process.
- general characteristics of the structl,rre of the teaching aid, features of effective
use of the publication's арраrаfus;
5) The main part of the training manual:
* the thematic strucfure of the educational material;
- Educational material on the topics (theoretical presentation,
examples);

- Кеу concepts and terms;

- tasks, exercises, questions fоr self-control;
- materials fоr students'independent work;
- а list of literature on the topics.

Final assessment materials and evaluation criteria
Educational and Methodological Complex of the Discipline
required to Ье reproduced in the teaching aid.
б) Conclusion;
7) Reference and bibliographic apparatus;
8) Appendix (tables, illustrations, musical examples, etc.);

illustrative materials,

1 t p.sh. - 1 printed sheet is equal to 40,000 computer characters оr lб pages of соmрutеr text in д4 format
l2

аrе included in the
(EMCD) and аrе not
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The volume should Ье at least б printed sheets.
The structure of the teachiпg aid:
l) The title page;
2) Orientation apparatus (рrеfitсе, notation - symbols, pointers);
3) Contents (table of contents);
4) Introduction

- рчrроsе, рurроsе of the publication;
- compliance with the curTiculum оf the discipline;
- intended readership (for whom the educational publication is designed);
- the place of the publicatiorr within the system of educational materials fоr the
discipline, its relevance, degree of novelty, and features of the author's concept;
- recommendations fоr using the educational publication in the learning рrосеss.
- general characteristics of the structure of the teaching aid, features of effective
use of the publication's apparatus;

А Ьriеf indication of the planned results of mastering the discipline is allowed
without reproducing the regulzrtory sections оf the EMСD.
5) The main part of the training manual:
- methodological justification of the discipline structure;
- recommendations fоr organizing the study of topics;
- description of teaching and lеаrпiпg methods;
- examPles of assignments, formative assessment, and independent wоrk;
- methodical comments on completing assignments;
- recommendations on the organization of control (without reproducing the full
fund of assessment funds).
6) Rеfеrепсе and bibliographic apparatus;
7) Glossary
8) Application;
The volume should Ье at least ,4 printed sheets.
The structure of the lecture course:
1) The title page;
2) Table of contents;
З) Introduction;

- purpose and purpose of the publication;
- compliance with the discipline's сurriсulчm;
* reader's address (for whom the training manual is intended)
- the type of educational publication and its рlасе in the system of оthеr educational
publications on the discipline, relevance, degree of novelty, features оf the author's

13
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methodology.
4) The main раrt of the lecture course is the texts оf individual lectures: the headline
and the main раrt:
- Topic паmе;

- the рurроsе оf studying the topic
* formed competencies, planlred learning outcomes, keywords on the topic;
- lecture plan;
* detailed text of the lесtчrе (educational material traditionally presented for each
section of the block in the fonn of text with drawings, diagrams, graphs, etc.);

- self-test questions (рrеfеrаЬlу with answers, comments, and recommendations)
5) Test assignments for each topic, the entire course of lectures, or questions fоr
discussion;
б) А list of rеfеrепсеs after each topic;
The volume should Ье at least 3 printed sheets.
The structure of methodological rесоmmепdаtiопs for the imрIеmепtаtiоп of
practical exercises:
l) The title page;
2) Content;
3) Introduction:

- рurроsе and purpose of the publication;

- compliance with the discipline's curriculum;

- rеаdеr's address (for whom the training manual is intended)

- the type of educational publication and its place in the system of other educational
publications on the discipline, relevance, degree of novelty, features of the author's
concept;

- prerequisites, post-гequirements, emerging competencies, planned learning
outcomes.
4) The main раrt is the material on each topic:

- The topic of the practical session, its objectives, and the materials and tools
required for the session;

- The рlап of the practical session;

- А brief summary of the theoretical material;

- The content of the practical session;
* Methodological recommendations fоr completing practical tasks;

- Questions fоr selЁassessment
5) Practical tasks fоr independent work
б) Requirements fоr реrfоrmiпg practical tasks

l4
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7) Fоrms of control, assessment methods
8) The list of references;
9) Applications;
The чоlumе should Ье at least 3 printed sheets.
Struclure of а Collection of Exercises (Problems, Cases) апd а Chrestomathy
1) The title page;
2) ТаЬlе of contents;
3) Introduction:

- purpose and рurроsе of the publication;

- compliance with the disciptrine's сurriсчlum;

- rеаdеr's address (fоr whom the training manual is intended)

- the type of educational publication and its рlасе in the system оf оthеr educational
publications on the discipline, rеlечапсе, degree of novelty, features of the author's
concept;
4) The main part:

- Topic names;

- Short instructions for реrfогmiпg exercises, tasks, cases, etc.
* Necessary materials fоr cornpleting tasks, exercises, cases, etc. (if provided);

- Numbered exercises, tasks, case studies, and works on topics; (assignments
should Ье divided into chapters and fully сочеr the scope of the соursе being
studied).
5) Answers and guidelines for assignments;
6) The list of references;
7) Applications;
The чоlчmе must Ье at least l printed sheet.
Structure of а Musical Reader (Notuted Chrestomathy):
l) The title page (title of the publication, authors, place and уеаr of publication);
2) Content (the table of contents of а batch of works with the indication of pages);
3) Introduction: (а Ьriеf description of the purpose and objectives of the textbook,
recommendations for use).

- рurроsе and purpose of the publication;

- compliance with the discipline's сurгiсчlum;
- rеаdеr's address (for whom the musical textbook is intended);

- the type of educational publication and its рlасе in the system of other educational
publications on the discipline, relevance, degree of novelty, features of the author's
concept;

27,02,2026 у.
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4) The main part: (а collection оf musical works systematized according to а specific
рrоgrаm).
Each piece is accompanied Ьу,:

о title and author;
о Ьу theme or genre;
о characteristics (difficulty, style, periods).
5) List of literature;
6) Appendices (additional materials, comments, explanations, tablature оr analysis
оf works (if necessary));
7) Indexes (indexes Ьу authors, genres, periods, etc.);
The volume should Ье at least 1 printed sheet.
The structure of а catalog albumfor tiпе art, decorative art, or dеsigп:
1) The title page (album паmе, authors, publisher information, publication date);
2) Content (the list оf sections оr thematic groups оf reproductions with the
indication оf pages);
3) Introduction (а Ьriеf explanation of the goals and objectives of the album,
recommendations fоr use).
4) Основная часть: (а collection of reproductions of works of art organized Ьу
themes, genres, eras, or styles).
Each reproduction is accompanied Ьу:
о the title of the work;
. Ьу the author;
о the уеаr of creation;
о а short description оr comпrents.
5) Additional sections (for ехаmрlе, historical information, methodological
recommendations, comments on the technique of execution).
б) Appendices (possibly diagrams, tables, illustrations оr explanations);
7) Indexes (Ьу authors, genres, epochs, and technique of execution);
The volume should Ье at least 1 printed sheet.
The structure of methodological rесоmmепdоtiопs for studying the course
1) The title page;
2) Table of contents;
3) Introduction;
4) Characteristics оf the composition and content оf independent work on the соursе
study;
5) Stages and рrосеdurе of inclependent work;
6) Methods оf completing independent work assignments;

21.02,2026 у,
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7) The main difficulties of independent work and ways to очеrсоmе them;
8) Requirements for реrfоrmiпg all types of independent work;
9) The fОrm of reporting on the results оf independent work on the course;
l0) Criteria for evaluating the performance of all types of independent work;
1 l ) List of literature;
12) Applications;
The чоlчmе should Ье at least 1 printed sheet.
The structure of methodological rесоmmепdаtiопs for соmрtеtiпg control апd
graduatioп papers:
1) The title page;
2) ТаЬlе of contents;
3) Abbreviations and rеfеrепсеs
4) Introduction;
5) Requirements for the content of the (control, thesis) wоrk (project);
б) The structure of the control,/thesis (pýect);
7) The work (project) executicrn plan;
8) Registration requirements;
9) Criteria for evaluating cont1,ol рареrs, theses (projects);
10) The subject of (сопtrоl, thesis) papers (projects);
1 1) List of literature;
12) Applications;
The чоlчmе should Ье at least l printed sheet.
The structure of methodological guideliпes for professional practice:
1) The title page;
2) Introduction;
3) Content;
4) Internship рrоgrаm (type of practice, рчцроSе, objectives, assignments, evaluation
criteria, etc.);
5) Methodological recommendations for the implementation of the internship
рrоgrаm;
6) Applications (samples of the reporting fоrm, etc.);
7) List of litеrаtчrе;
The чоlumе should Ье at least 1 printed sheet.
15. Types and structure of educational and methodical publications of distance
1earning.
The structure of the electroпic educatioпal апd methodical соmрlех:
1) The curriculum (Syllabus)

|7
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2) Theoretical material (electronic lecture notes, electronic textbook or teaching aid
for the discipline, chrestomattry);
3) Materials of practical and seminar classes (plans, lesson content, literature,
methodological recommendations fоr practical and seminar classes);
4) Tasks fоr the Self-Directed Work (SDW) and methodological instructions fоr
completing SDW tasks, reflecting the features of lеаrпiпg with the use of distance
learning technologies (DLT) and the assessment сritеriа;
5) Control and measuring inst,ruments (materials of сurrепt, boundary, final control,
requirements, criteria fоr evaluating control tasks);
6) Methodological recommendations for performing tasks of сurrепt, boundary and
final control;
7) Additional information and rеfеrепсе materials (links to websites, electronic
dictionaries, databases, etc. network resources).
l6. Building blocks in а distarrce learning course:
l) educational and informatiorral (in traditional education, the lecture complex of the
discipline);
2) the practical block (in traditional teachir,g - completing tasks, solving examples,
working out skills independently оr чпdеr the guidance of а teacher, etc.);

3) control and assessment (in traditional education control papers, test
assignments, ехаm questions, etc.);
4) instructional and communicative block (in traditional teaching - methodological
guidelines fоr completing ta.sks, setting deadlines, consultations, conversations,
communication with students, etc.).
17. The composition of educational software for electronic educational publications
(ЕЕр).
The iпvаriапt part:

- the title page - contains output information about the ЕЕР;
- abstracl - contains brief intormation about the goals and objectives оf the course,
potential consumers;

- table of сопtепrs - it contains the structure and паmе of а11 semantic units of study
(chapter, topic, paragraph) ;

- пачigаtiоп - should provide а visible connection between the elements of the ЕЕР
and offer the necessary means fоr orientation and movement within the ЕЕР.
Navigation should Ье available on ечеry page of the ЕЕР.
- сопtепr - Includes the entire volume of educational material related to the
objectives and goals of the EI]P;
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- tasks - should include assignments of varying levels of difficulty and different
types, aimed at consolidating the material studied; tasks must contain clear and
precise fоrmulаtiопs оf problc:ms and exercises related to the course material;
- tests - should proyide self-coпtrol over the assimilatioп of educatioпal material
both iп iпdividual chapters апd paragraphs, апd iп the course as а whole; tests
should Ье valid, reliable, represeпtative, reliable.
- list of sources used.
The variable part:
- tester - designed to automate and optimize lеагпiпg and knowledge control fоr
the rеlечапt training соursе or its individual parts;

- rеfеrепсе guide - should contain concise instructional information fоr each
module of the course and include test materials, tables, and other educational and
methodological information related to the course material;

- help - should provide information on how to navigate and work with the ЕЕР,
include the minimum system requirements, and Ье accessible from the moment the
ЕЕР is launched via context-sensitive access.

- audio, video, апd апimаtiоп еlеmепts - are considered optional components and
аrе used depending on the objectives and goals оf the course, the specifics of the
subject, and rеlечапсе. The primary focus should Ье on content based on the
objectives and goals for the intended audience, while background and symbolic
content should rесеiче minirnal attention. То facilitate visual perception, 1аrgе
blocks of text аrе not recommended.

- Glossary - should contain а" list of the main terms and concepts studied within the
frаmеwоrk of the academic discipline;
- апd other еlеmепts.

б. EXAMINATIOIN ОF Ш,DUCATIONAL AND METHODOLOGICAL
MATERIALS AND TEACHING AIDS

18. The examination оf teac:hing materials and educational publications is an
important part of the organization оf work on the preparation, examination and
publication of textbooks, tea.ching materials and teaching aids. Expertise is ап
assessment оf the compliance of the content of an educational publication with the
requirements for the structure and methodological content of educational literature,
state mandatory standards о1' education, compliance with счrriсulа, taking into
account the lече1 of education, the сurrепt level оf scientific knowledge, age and

19
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psychological characteristics of students, the requirements of sanitary rules and
regulations.
19. The examination оf ЕР is саrriеd out Ьу the Academy's Ехреrt Committee (if
necessary, leading scholars from higher education institutions and other
organizations rеlечапt to the рrоfilе оf the specific teaching and methodological
publication mау Ье involved). The Ехреrt Committee is fоrmеd at the beginning of
each academic year) consistirLg of 10-15 mеmЬеrs, including 1 (опе) Сhаirреrsоп
and the remaining experts specializing in the rеlечапt profile оf educational
publications, and is approved Ьу the Rector's оrdеr. Each educational publication is
evaluated Ьу at least two experts from the Academy's Expert Committee,
specializing in the profile оf the publication and appointed fоr the examination Ьу
the Chairperson. The work of the Ехреrt Cornmittee is coordinated Ьу the ААF of
the Academy.

ЕР аrе considered Ьу the expert commission only if thеrе аrе reviews,
certificates of the results of checking the text document fоr Ьоrrоwiпgs; extracts
frоm the minutes of the depart,ment meeting with а recommendation for publication
and the faculty's Council on Academic quality with а recommendation fоr
publication.
20. When interpreting the results of checking ап educational publication for
Ьоrrоwiпgs, the type of educational publication and its functional рurроsе аrе taken
into account. Acceptable matches mау Ье recognized as:

- normative formulations frоm state standards, curricula, and other official
documents;

- generally accepted scientific terminology and definitions;
- соrrесtlу formatted quotations with sоurсе references;

- texts of works included in chrestomathies on а legal basis;

- fragments ofprevious editions of authors' educational publications, provided they
аrе updated and revised.

Fоr chrestomathies, lecture соursеs, and revised editions, the quantitative
indicators of text similarity аrе evaluated Ьу the expert committee taking into
account the specific characteristics of the type of publication.

The final decision on the admissibility of the identified coincidences is made
Ьу the ехреrt commission based on an analysis of the nature of borrowings, and not
solely based on the percentage of the text's originality.

20
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21. The author's reuse оf fra.gments оf his own previously published works is
allowed provided that the previous edition is indicated and the mаtеriаl is reworked,
taking into account the updatirrg of the content and requirements of this Regulation.
22. classification of educatiorral publications uроп re-submission and features of
their examination:
22.1. А new publication is an educational publication that has not previously been
Published at the Academy ancl is not а revision of а work previously published Ьу
the author.
22.2. А republication is а reproduction оf а previously approved educational
publication without changing the content, struсturе and methodological apparatus,
allowing only technical and editorial changes.
22.3. А revised edition is an educational publication containing significant changes
in the content, structure, methodological apparatus, updating scientific data,
updating sources and оthеr changes aimed at improving the quality and relevance of
the material.
22.4. When resubmitting the rc:vised edition, the аuthоr submits an explanatory note
indicating the nature and scope of the changes made.
225. The examination of the revised edition is саrriеd out taking into account the
submitted changes and assessing their sufficiency to rесо gnize the publication as
revised.
22,6. Republication without substantial revision is subject to examination in
accordance with the procedure established Ьу these Regulations.
23. Experts рrераrе а reasoned and objective expert report, which must contain
justified conclusions on all parameters оf teaching materials and educational
publications. upon completion оf the examination, the Head of the Educational and
Methodological Department presents the ехреrt rероrt at the meeting оf the
Academic council and iпfоrms the author оf the council's decision. Based on the
results of the examination, the Ас makes one of the following decisions:
кrесоmmепd for publication and use in the educational process)) оr kdo not
recommend for publication and use in the educational process)). The duration of the
examination is no mоrе than 30 days frоm the date of submission of the teaching
materials and educational publications to the ехреrt committee. Teaching materiali
and educational publications that rесеiче а negative expert rероrt mау Ье submitted
fоr re-examination only 2 (twcl) months аftеr receiving the rероrt, with соrrесtiопs
made. In the case of а second negative rероrt, аррrоча1 is postponed to the following
academic year.
24.Teaching, methodological, and educational publications that have received а
positive expert rероrt, together with the complete set of supporting documents, аrе
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submitted to the Academic Secretary of the Academic Council and approved Ьу the
Academy's Academic Council. Fоr approval Ьу the Academic Council, the
following documentation must Ье provided: 2 reviews (l ехtеrпаl and 1 internal), an
excerpt frоm the Department meeting minutes with а recommendation for
publication, an ехсеrрt from ttre FAQC meeting minutes with а recommendation for
publication, the expert rерсlrt of the Academy's expert committee, and the
educational publication in botJh print and electronic formats.

The entire package ol] documents is provided Ьу the developer to the
methodologist оf the educaltional and methodological department, who, аftеr
checking the availability of all documents, transmits them to the Academic Secretary
оf the Academic Council по later than 1 month before the speciГred date in tеrms of
publications of educational and methodological literature of the department and the
individual plan of the teacher.

Leading scholars frсlm higher education institutions and research
otganizations relevant to thc: рrоfilе of the ЕР, as well as respected industry
practitioners, are engaged as reviewers of the ЕР.
25. The approval of educational publications Ьу type is shown in table 1:

26. Basic requirements fоr an expert opinion.
During the examination, an assessment is given:

- compliance of the content of the educational, methodical and educational
publication with the сurriсulum, educational рrоgrаm, and the State Mandatory
standard оf Education;

- colTespondence of the publication's title to its content;

- colTespondence оf the declared type of publication to its actual fоrm (study guide,
teaching and methodological manual, lecture course, practical exercises, collection
of exercises/tasks, chrestomathy, methodological recommendations, etc. );

27.02.2026 у.

Table l. А vаl оf еduсаtiопаl rlublicatioпs Ь
publication Approval

authtlritl
Textbook Academ с Council
Study ,.uicle Academ с Council
Teaclring arid nrethodological mапuаl Acadern с Counc
Educationa рrоgrаm publication Academic council
Educationa arrd ргасtiса1 manual (textbook, рrасtiсuпr, collections) Acadernic counc
Educationa and rеfеrепсе publicaLtiorrs (rеf-егепсе books. clictiorraries) Academic Соuпс
Educationa and visual publications (albums" atlases) Academic Соuпс
Educationa and biblioцraphic publicatiorrs (ьiьliоцrарhiс геtъrепсе books) Academic Сочпс
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* compliance with the main tэducational рrоgrаm in the 02l - Arts field of study
and the рrоfilе оf the educational рrоgrаm (specialization);

- novelty ofthe educational publication in relation to existing educational literature;

- logic of pedagogical desig;n and justification fоr the choice of teaching and
assessment fоrms and methods;

- integrity of the didactic design of the educational publication, including the
interrelation of lеаrпiпg objectives, content of the educational material, teaching and
assessment methods, and expected learning outcomes;

- level adaptation of the material (if applicable);

- practical applicability of the educational publication in the educational process
and its usability in various fош,пs of lеаrпiпg organization;

- quality of content, methodological tools, and technical execution;

- clarity, logic, and consistency of material presentation;

- quality of the methodological and didactic apparatus of the publication (tasks,
formative assessment tools, reflection elements, materials for independent student
work, etc.);

- quality of illustrative material and its соrrеsропdепсе to the studied content;

- scientific, methodological, and/or practical чаluе fоr implementing the
educational process;

- accuracy, consistency, completeness, and volume of information;

- compliance with the copyright legislation of the Republic of Kazakhstan;

- compliance with formatting rules in accordance with сurrепt standards.

7. PUBLIсATION RULES
27. When publishing teaching and educational materials, the developer strictly
adheres to the following permitted internal types of publication within the university:
study guide, teaching and methodological manual, lecture course, practical
educational publication, collection оf exercises (tasks, cases), chrestomathies,
methodological recommendations for course study, methodological
recommendations fоr реrfоrпriпg control and graduation papers, methodological
recommendations for conducting practical classes, album, atlas, and methodological
guidelines fоr internships.
28. The author independently registers the educational publication in the National
State Book СhаmЬеr of the Republic of Kazakhstan. http://ru.kitap-palatasy.kz l апd
gets the ISBN. То register an educational publication, you must provide the
following documents:

- Application addressed to the Director of the Book Chamber of the RK;

21,02.2026 у.
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- The title and reverse title page of the issued edition - 2 copies;
- Abstract (text up to 500 wогds);

- Two reviews frоm experts in the field (internal and ехtеrпаl) with signatures and
seal (copies);

- Extract frоm the minutes of the meeting of the Academic Council of the Academy
(сору).

When submitting electronic publications to the Academy's Digital
Educational Resources repository, the developer strictly adheres to the following
permitted internal types of publication within the university: video lecture, video
material, educational film, electronic educational publication, electronic teaching
and methodological соmрlех, multimedia presentation, slide lecture, diagnostic
РrОgrаm, training simulator (educational software), and virtual laboratory.
29. When trапsfеrriпg digital educational resources to an information technology
specialist, you must provide:

- Excerpt from the minutes оf the Department meeting with а recommendation for
use in the educational process;
* Ехсеrрt frоm the minutes of the FAQC meeting with а recommendation fоr use
in the educational process;

- Тhrее reviews of the submitted digital educational resource: one internal and two
external;
* Expert rероrt of the Ехреrt committee, including the following documents: паmе
of the rеsоurсе; list of authors; title of the educational рrоgrаm on the basis of which
the publication was prepared; list of educational рrоgrаms for which the resource is
intended; installation and usеr mапчаl for the electronic medium;
- Electronic publication on an electronic medium
30. Digital Educational Resources published on the Academy's LMS Moodle
educational portal are open апс[ freely accessible fоr use, and undergo piloting in the
educational process fоr one semester оr academic уеаr, depending on their scope.

8. RBSPONSIBILITY AND AUTHORITY
З 1. The author (the author's team) is responsible fоr the quality and reliability of the
information presented in the educational publication. The authors of educationa|
publications аrе responsible fоr the obseryance оf copyright in their works.
Copyright infringement entail s legal liability.
32. The head of the ехреrt cc,mmission ensures the quality and reliability of the
expert opinion. The examination must Ье саrriеd out within а period not exceeding

f normative
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thirty calendar days frоm the date of submission of materials to the experts fоr
examination.
33. The information posted on the academy's sеrчеrs, as well as publicly available
to all users on the LMS Mclodle educational portal, must strictly comply with
copyright, mоrаl and ethical standards, and speech culture; legislation in fоrсе in the
RK.
34. Due to rарidlу changing sc;ientific and pedagogical information, digital ЕР using
information and communication technologies and software must undergo ап expert
review fоr necessary updates and revisions ечеry thrее уеаrs.

9. COMPLIANCE WITH COPYRIGHT
35. In accordance with the legislation of the RK, objects of copyright in educational
publications аrе recognized as:

- text works (textbooks, manuats, lecture materials);

- musical works;

- musical texts;

- illustrations, graphic and visual materials;

- photos;

- audiovisual works;

- multimedia materials;

- electronic educational resources;

- software products and digital learning developments;

- translations, reworkings, alTangements, adaptations;

- editorial versions and scientific and methodological comments.
Both the work as а whole and its individual elements, including structure,

design, selection and аrrапgеmепt оf materials, аrе subject to protection.
36. During the preparation, examination, publication and use of educational,
methodical and educational publications at the Acadешy, the requirements of the
legislation оf the RK in the field of copyright and related rights аrе observed.
Copyrights to educational publications аrе regulated Ьу the Law of the RK <On
Copyright and Related Rights>, other regulatory legal acts of the Republic of
Kazakhstan and this Regulaticln.
37. The ачthоr (copyright team) of the educational publication retains personal non-

рrорriеtаry rights to the wоrk. including the right of authorship, the right to а паmе
and the right to inviolability of the work.
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З8. The use of the educational publication Ьу the Academy is саrriеd out on the basis
of the copyright agreement, w_hich determines the scope оf the transferred rights.
39. The author grants the Ac,ademy the right to use the educational publication
within the limits established Ь,у the agreement, including, but not limited to:

- publication and replication lэf the work;

- placement in the electronic library, educational platforms and information
systems of the Academy;

- use in the educational proce,ss;

- reproduction in printed and electronic fоrm;

- translation, revision, adaptation (subject to the consent of the author, unless
otherwise provided Ьу the contract).
40. The author of the educaticlnal publication is recognized as the person who has
made а creative contribution to the creation of the work. Co-authorship is allowed
only if there is а rеа1 сrеаtiче involvement in the creation of the work.
41. The рrосеdчrе for specifying authors, co-authors, compilers, scientific editors,
technical developers and other participants is determined Ьу the actual contribution
to the creation of the work.
42. Тhе use of works, fragments of works, illustrative, audiovisual, musical notation
and оthеr materials of third parties in educational publications is allowed in
compliance with the requirements оf the legislation of the Republic of Kazakhstan.
43. Materials that can Ье used without obtaining permission frоm the copyright
holder include:

- works that have entered the public domain (Public Domain);

- official documents and regulatory legal acts;

- widely known facts, data, icleas, and concepts;

- materials used within the lirnits permitted Ьу citation rчlеs;

- materials distributed under open licenses.
When using such materials, the author is obliged to ensure that the source is

соrrесtlу indicated in ассоrdапсе with the notms of academic integrity.
44. Works that hаче passed into the Public Domain include works of science,
literature, and art that hаче expired their proprietary copyrights. The tеrm оf validity
of рrорriеtаry copyrights in accordance with the legislation of the Republic of
kazakhstan is:

- Fоr the entire lifetime оf the author and seventy уеаrs after their death;

- In the case оf co-authorship - fоr the lifetime оf the last surviving со-аuthоr and
seventy years after their death;
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- Fоr works published anonymously оr uпdеr а pseudonym - seventy уеаrs frоm
the date of lawful publication.

After the expiration of the prescribed period, the work passes into the public
domain and can Ье used without the consent оf the copyright holder, while respecting
the personal non-property rights of the author.
45. When including copyrighted materials in ап educational publication, the author
must ensure that there are legal grounds fоr their use. The legal grounds include:

- written permission frоm the copyright holder;
* license agreement;

- open license;
* lawful citation;

- public domain status.
The author provides documents confirming the legality оf the use of Ьоrrоwеd

materials.
46. Musical composition and rnusical notation аrе considered as independent objects
of copyright. Their use is allowed:

- without the permission of the copyright holder - with the status of Public Domain;

- with а permit - with active security.
Editorials, alTangements, transcriptions, and mоdеrп musical editions аrе

subject to protection.
Independent musical notation of Public Domain works is allowed.

47. Folklore works as elements of traditional cultural heritage do not hаче an
individual аuthоr.

Scientific treatments, aшangements, revisions, recordings of perfornance,
musical notation, and research interpretations mау Ье subject to protection. The
аuthоr is obliged to indicate tlre sочrсе of the material, the nature of the processing
(if any).
48. Illustrations, photographs, and graphic materials аrе protected Ьу copyright. The
author is obliged to сопfirm: authorship, source of origin, legality of use.
49. Audio, video, multimedia and digital materials аrе subject to protection. The
author is obliged to ensure that there аrе legal grounds for using.
50. When using third-party nraterials, the author must ensure that there are legal
grounds fоr their use. The author (the author's team) is responsible for violating the
rights of third parties.
51. То сопfirm copyright compliance, the author provides the following documents:
* Wаrrапtу statement;

- List of Ьоrrоwеd materials (if апу);

2'1.02.2026 у.
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- Supporting documents (permissions, licenses, references to open licenses,
indication of Public Domain status).
52" Воrrоwiпg is allowed uпdеr the condition:
- mandatory source indicatiorr;

- compliance with the rules of citation;
- the right holder's реrmissiоп in cases stipulated Ьу law,
The author is responsible fоr the legality of the use of Ьоrrоwеd materials.
53. Educational publications and digital educational rеsоurсеs hosted in the
Academy's information systen]S аrе used in the mode established Ьу the Academy.
The mode of access to electronic publications can Ье:

- local (intra-university);

- limited;

- open
Unauthorized copying, distribution and transfer of materials to third

are not allowed.
раrtiеs

54. when preparing educational publications, it is allowed to use artificial
intelligence tools as auxiliary tools.
The author is obliged to provicle:

- scientific and methodological correctness of the material;
* the originality of the text;

- compliance with the standards of academic integrity.
The author is fully responsible for the content of the work.
55. copyright infringement entails liability in accordance with the legislation оf the
Republic of Kazakhstan. The author (the author's team) is responsible fоr:
- the originality of the work;
- legality of borrowings;

- respect fоr the rights of third parties
The Academy has the right to suspend the use of the educational publication

if violations of copyright law аrе detected.

10. тнЕ PROсEDURE FoR MAKING снАг{GЕS
56. Amendments to the Regulation аrе made in accordance with DP- Iзз.025-2011
KDocumentation Management>>.
57. Amendments to this Regulation аrе made Ьу the developer in the same mаппеr
as development and approval.

II 017-1.68-2026
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58, Amendments to the working 
_copy_ 

of the Regulation are made Ьу the person
responsible for record keeping in the Admin:istrative Division. The changes аrе validuntil the document is revised.
59, An employee of the Stra,tegic planning and Quality Assurance Dераrtmепt
makes an епtrу <cancelleф> in the original regulatibn, incicating the пumьеr anddate of the order fОr its replacement. The oiiginal of the erp}ed document isdeposited in the аrсhivе Ьу an еmрlоуеtэ of-the quality management system
department.

1l. APPROVAL Аг{D STORAGB
б0, The аррrоvаl оf these Regu,lations is саrriеd out Ьу the vice-rector fоr дсаdеmiс
andMethodological Work, the Vice-rector fclr Scientific Work, the head оf the AAS,
the head of the Department of'scientific Реrsоппеl Training, the head of the 1egalDepartment, the head оf infonnation communications and testing, the head of theDepartment of Strategic Plannj,ng and Quality Assurance. The napprouul sheet> is
{ywn uр in а separate fоrm, which is stъrеd iogether with the original document.
61, The first сору (original) of these regulati<lniis kept in the ААý. д working сору
of these Regulations is available in the бераПmепt of Strategic Planning and фuritуAssurance and on the Academ1,'s website.

Head of the Academic Affairs; Dераrtmепt h^,, - G.в. дЬсlirаkhmап
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APPROVAL, SHEET

Рrераrеd Ьу:
Head of the Academic Affairs G. Abdirakhman

Vice-Rector for Acadc:mic and
N4ethodological Work

Sh. Yergobek

vice-Rector fоr scientific work К. Khalykov
Head оf the Scientific Personlnel Training А. Kulshanova

Head of Strategic Plannin$ anrJ Quality
Assurance Department

А. Moldabayeva
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FАпдILIА RIZA,гIOI\ SHEET

лъ Department FulI паmе Date Signature
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