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1. O0mmue nooxkeHus

1.1.Hacrosimas WucTpykiuu mo BeneHuto aenomnpousBonctBa B MAJIOY «Jlerckumii cam Ne 72»
(manee - UucTpyKums) pa3paboTaHa B IESIX palMOHAIBHOH OpraHM3alMy JOKYMEHTAllHOHHOIO
obecneuenus nearenpHocTH MAJIOY «Jlerckmii cam Ne 72» (manee -YupexIeHHE), a TaKxke
CTPOrOro COOMOJICHUS JeHCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB B cQepe NOKYMEHTAlUH H

nHpOpMauy. ,
1.2.VlHCTpyKIHs cocTaBJIeHa B cOOTBeT¢TBHH C: [ocynapcrBenHbM crangaproM PO TOCTP 6.30-
2003  "YuuduuoupoBaHHBIE ~ CHCT@MBI  JOKYMEHTAllMA.  YHHQHIOUPOBAHHAas  CUCTEMa

OPraHU3alOHHO PaCIOPSIUTEIFHON NOKyMeHTaluu. TpeboBaHus K OQOPMIICHHIO JOKYMEHTOB»
(IpHHSAT W BBEJICH B JeiicTBHE HocTaHoBIeHHeM [occranmapra Poccuu ot 03.03.03 Ne 65-cT);
IMpumepHO#i HHCTpYKIMEH IO JENONMPOU3BOACTBY B TOCYAapCTBEHHBIX OpraHax YIIPaBIICHUS
oOpaszoBanueM cyobexToB Poccmiickoit ®enepanmu, yrB. MunoOpazoanusa Poccum 06.05.02;
TunoBoit HHCTPYKIHEH 0 JETOTPOU3BOJCTBY B (eiepallbHBIX OpraHax HUCIOMHUTEIBHON BIIACTH,
yIBEPKAEHHON mMpuka3oM MUHHCTEpCTBA KyJIbTyphl M MAacCOBBIX KOMMyHMKauui Poccmiickoit
Oenepanun ot 08.11.05 Ne 536.

1.3.KoHTpoJIb BEACHUS JEJIONPOU3BOACTBA B YUPEXKIECHUH OCYIIECTBIIACT 3aBeAyrolnas, KoTopast
JaeT yKazaHHMs 10 BOIPOCaM OpPraHHW3allMM M BEJCHHA MEJONPOH3BOJCTBA, 00sA3aTEJILHBIE UIA
HCIIOJHEHHS BCEMH CIy)XOaMH, IpOBEpSET COCTOSHHE JCIIONPOHM3BOJACTBA H OCYLIECTBIISIET
o0ydeHrne pabOTHUKOB, OTBETCTBEHHBIX 3a €r0 BeIEHHE.

~1.4.0OTBEeTCTBEHHOCT 3a OpPraHH3alMIO JENONPOM3BOJCTBA, CBOEBPEMEHHOE M KAYeCTBEHHOE
HCIOJHEHNE JIOKYMEHTOB, X COXPAHHOCTh BO3JIAraeTCsl Ha 3aBEAYIOMIYIO Y UPEIITCHAEM.
1.5.HenocpeacTBeHHOE BeeHUE AETOIPON3BOACTBA B Y UPEXICHHH BO3JIaracTCs Ha COTPYAHMKOB,
HA3HAYEHHBIX OTBETCTBEHHBIMH 32 3Ty paboTy, KOTOphle 00ECIEYHBAIOT Y4ET M IIPOXOXKICHHE
JOKYMEHTOB B YCTAHOBIICHHBIE CPOKH, HHGOPMHPYIOT 3aBEAYIONMIYIO © KAaUeCTBE HMX HCIIOJIHEHUS,
3HAKOMSIT COTPY/IHHUKOB C HOPMATHBHBIMH H METOIMYECKHMHE JOKYMEHTAMH IO JENOPOM3BOJICTRY.
1.6.PabOTHHMKYM, Ha3HAYCHHBIE OTBETCTBEHHBIMM 33 BEICHHE JICJIONPOU3BOJICTBA, HECYT
OTBETCTBEHHOCTH> 3a BHIMOJNHEHHE TpeboBanmii Hacrosimed WHCTpyKIHH, 3a COXPaHHOCTH
HaXo[AHUXCA y HUX JOKyMeHToB. OO, yfpare IOKYMEHTOB HEMEIJICHHO [OKIIa/BIBAIOT
3aBe/TyIOMIEH. ‘ ’ ,

1.7.I1lpu yxone paboTHHKA, OTBETCTBEHHOTO 3a BEIEHUE JICIOIPON3BOJICTBA, B OTIIYCK HMEIOIIUECS
y HEro JOKYMEHTHI [10 YKa3aHHUIO 3aBe/yIOINeil IepelaloTest ApYroMy pabOTHHKY, KOTOpEIH 06s3aH
IOPUHATE MEphl K WX CBOEBPEMEHHOMY HCHONHEHHIO. [IpHM yBONBHEHHMM WM HEpeMEIIECHHH
OTBETCTBEHHOT'O 3a BEJICHHUE JIEJIONPOU3BOACTBA IIPOM3BOIUTCS Nepeaada Ael U JOKYMEHTOB, O YeM
COCTABIIETCS TPUEMO-CAATOYHBIN aKT, KOTOPBIA YTBEPXKIAcTCS 3aBEMYIOIEH.



1.8 UHcTpyKIKs pacmpocTpaHseTcss KaK Ha TpPagWUOHHOE JEIONMPOM3BOACTBO, TaK M Ha
OPraHHU3aIMI0 paboTHl C JOKYMEHTaMH, CO3JaBacMbIMH CPEICTBAMH DIIEKTPOHHO-BHIYHCIUTENBHOM
TEXHUKH.

1.9.Bumonnenne yreepxaeHHOM MHCTpyKIMK 0643aTeNbHO AT KOXKI0TO COTPYAHHKA.
1.10.Ilopsmox paGoOTBI C THWCHMaMH, 3asBICHUAMH M Kalo0aMH COTPYJHHKOB M POJIHTEICH
(3aKOHHBIX IIpeACTaBUTENEH) OIPeAEAETCS CIEIHATbHbIMA HHCTPYKIMAMH.

2. JIoKyMeHTbI, He00X0AUMbIe NIPH YIIPABJICHHH YYpexIeHHEM

2.1.Ilpy MOATOTOBKE, COTVIACOBAHWH, NMOANFCAHMH H YTBEPXKICHHH JOKYMEHTOB HEOOXOIUMO
cobmoaare TpeOoBaHuUs, 00eceYNBarOIHe IOPHINIECKYIO CHITY AOKYMEHTOB M BO3MOXKHOCTB MX
00paboTKH C UCIIOIH30BAHAEM CPEACTB EKTPOHHO-BBITHCIMTEILHOM TEXHAKH

2.2.CocTaB JOKYMEHTOB, OOpa3ylOIUXcsi B IIpolecce JAEATEIBHOCTH, OIPEIEIIETCA: €ro
KOMIIETeHIMEH H (YHKIHAMHA; KPYroM YIIPaBICHYCCKUX JCHCTBHM, IOPSIAKOM paspereHus
BONPOCOB (€IMHOHAYANBHBI WM KOJUIETHANBHBIN); XapaKTepoM B3aHMOICHUCTBHUS MEXAY
00pa3oBaTebHBIMU YUPE)XKACHHSIMH U JPYTHMH OpPraHU3aldsIMH.

2.3. B cocTaB JOKYMEHTOB Y UpEXKACHUS BXOIAT:

2.3.1.oprasu3aiMOHHbIEe JOKyMEHTHI (Y CTaB, JOroBopsl 06 o6pa3oBanuy, KoneKTHBHEIN JOrOBOP,
[Monoxenus o ciyxbax U pa3IHYHOH IESTeNBHOCTH, JOKHOCTHBIE MHCTPYKIMH COTpPYIHHKOB,
IITATHOE PACIHCAHKUE, IPaBHiia BHYTPSHHETrO TPYIOBOIO PAacoOpsIKa, TPyAOBEIE JOTOBOPHI U Jp.);
2.3.2.pacnopsIMTeNbHbIE JOKYMEHTHI (TPHKa3bl, HHCTPYKIHH, PACIOPSDKEHKS U T. IL.);
2.3.3.uH(OPMAIHOHHO-CIIPABOYHBIE JOKYMEHTBI (IIPOTOKOJIbI, IUIAHBI, OTYETHI, CIIPABKH, aKTHI,
JOKJIAAHBIE U 0OBSICHUTENLHBIE 3AMMMUCKH, IHNCHMa, TEJICrPaMMBbI H TeaehOHOIpaMMEI U . ).

2.4 JIOKyMeHTBI, KaKk MpaBHIO, OQGOPMIIOTCS Ha ONaHKaX Y4YpeXIEHHs, COOTBETCTBYIOLIMX
TocynapctBennomy crangapty PO (I'QCT P 6.30-2003), moJDKHBI COIAEPXaTh yCTAHOBIEHHbIH
KOMILIEKT 00s3aTebHBIX PEKBH3UTOB Py COOTBETCTBYIOLIEM X PACIIOIOKCHHH.

3.0c00eHHOCTH MOATOTOBKH H 0QopM.IeHHH 0T/ ILHBLIX BHI0B X0KYMEHTOB

3.1. Hpuxka3s

3.1.1.Ipuka3s - mpaBOBO# aKT, U3JaBaeMbIil 3aBefyromell YupexnaenueMm. OH BCTymaeT B CHIY C
MOMEHTa HOINHUCAaHMS 3aBEYIOIIel, eclid B TEKCTe He ykazaHo Apyroro cpoka. [loamucannsii
npuka3s perucrpupyercs. lIpukazamMu OQOpPMIIOTCS pEIICHHS HOPMATHBHOIO Xapaktepa o
BOIIPOCAM OPraHHM3alliy IUIAHUPOBAHHS, OTYETHOCTH, 0Opa30BaTENBHOIO IIPOLECCa, Je4eOHO-
OpopHIaKTHYECKHX ~ MEpONpUATHM,  (U3UYecKOro  pasBUTHA, (QHUHAHCOBO-XO3AMCTBEHHOM
JIEATENBHOCTH,  BHEIIHEOKOHOMUYECKOM  JEATENbHOCTH, a TaKkKe 10  OIEPAaTHBHBIM,
OpraHM3alHOHHBIM, KaOpOBRIM ¥ IPYTMM BOIpOCaM BHyTpeHHeH pabotel Yupexnenus. [IpoexTsi
NpPUKa30B  [OJATOTABIMBAIOT pa0OTHUKM, HA3HAYEHHBIE OTBETCTBEHHBIMH 33  BEJICHHE
JIEJIONIPOM3BOACTBA HA OCHOBAaHWH IOPYUYEHHs 3aBelylomed 1m60 B HHHIMATHBHOM MOPSIKE.
[IpOEKTH NPUKA30B IO KaJAPOBBEIM, HOPMATHBHBIM, ONEPATHBHBIM, OPraHHM3AlIMOHHBIM BOIPOCAM
* paspabaThiBaeT 3aBeIyolnas; 0 OCHOBHOMH AeATeNbHOCTH (00pa30BaTEbHBIN IPOLECC) - CTAPIIH
BOCITUTATEND; 10 (HHAHCOBO-XO3SHCTBEHHON MAESATENBHOCTH - 3AMECTHTENb 3aBEAYIOIIEH Mo
aJMMHHCTPATHBHO-XO3SMCTBEHHOM paboTe; M0 OXpaHe Tpyla - 3aBeldylollas YUpekICHHEM; IO
METUIMHCKOMY O0OCITYXMBAHHUIO W OPTraHU3allMy NUTaHUS - CTapiias MEIUIMHCKAd CECTpa.

3.1.2. JlaToii mprKa3a SBISAETCS 1aTa €ro MOANNUCAHUA. -~ .

3.1.3.lIpuxa3el 1m0 (OHUHAHCOBOH INEATENBHOCTH, MO KajpaM, JIMYHOMY COCTaBY BOCIMTAHHHUKOB,
dbopMHUpyIOTCS B HyMepYIOTCA OTACTBHO B MpefieNaX KaleHAapHOro roaa. IIpukassl 0 OCHOBHOM
IeATENbHOCTH QOPMHPYIOTCA H HYMEPYIOTCS OT/EJBHO B Tpeenax yae6Horo roja ¢ 1 ceHtabpsi.
3.1.4.Komnuy MpyuKa3oB WK HX Pa3MHOXKEHHBIE 3K3EMIUIIPHI 3aBEPSIOT IIEYaThIO Y UPEIKIACHHS.
3.1.5.I1puka3 uMeeT cieyrolue peKBU3UTHI: "

— HAaUMEHOBAHUE YUPEKJICHUS;

— CIpaBOYHBIE JAaHHBIE 00 YUPEKICHUY;

—HaNMEHOBaHUE BUA JOKYMEHTa;

— JIaTy ¥ HOMEp JIOKyMEHTa;

— 3aroJIOBOK K IOKYMEHTY;

— TEKCT JOKYMEHTAa;

— TOJINCH;



— BH3BI;

—— OTMETKY O MPHJIOKCHHH.

3.1.6.HaumeHoBaHHe YUpexIeHWs yKasblBaeTcsl B IIONHOH M COKpAICHHOH dopme -
MyHuIHNATFHOE aBTOHOMHOE IOMIKOJIbHOE 00pa3soBareslbHOe YIPEKICHAC «Jletckuit cag Ne 72
KOMOMHUPOBAHHOTO BHI2» ABHACTPOMTENHHOrO paiiona r. Kasaum, MAJIOVY «Jletckmii canx Ne
72». TleuataroT HEHTPUPOBAHHBIM CIIOCOOOM (HA4alno M KOHEl KaXHol CTPOKH PEKBM3HTa PaBHO
y/IaJIeHBI OT TPAHHKLL 30HBI PACTIONOKEHHS PEKBH3HTOB).

3.1.7.HauMenoBanue Buaa nOokymenta - "[Ipukaz" (mocyie Homepa IpHKasa IO Kajapam
HCHONB30BaTh muTep «K»):

3.1.8.Ilpu 0pOpMIICHAH MPHKA30B IO KaapaMm B paboTe HCIOJB3YIOT yHU(HIUPOBAHHBIE (OPMEIL,
yTBepKaeHuble [locTanoBnenreM ["ockomcTaToM Poccuu ot 01.09.2018 Ne 1 «O6 yTBEp)KIECHHH
dopM mepBUYHOM yueTHOH JOKYMEHTAIUH 110 yIETy TPY/a U €ro OIIaThy COracHo NepeyHIo:

DopMbI HaumenoBanue GopMbl dopmar
T-1 Ipukas (pacnopsKeHHe) 0 mpueMe pabOTHHKA Ha paboTy A4
T-1a TIpukas (pacnopsbkeHre) o mpueMe paboTHUKa Ha paboTy A4
T-2 JInunas kapTouka pabOTHHKA 2A4
T-3 [IITaTHOE paciMCaHHe A4
T-5 Ipukas (pacmopskeHHE) 0 HepeBojie paboTHUKA HA APYTYIO paboty | A4
T-5a ITpuka3 (pacnopskeHHe) 0 nepeBojie paboTHHKA Ha IPYTyHO paboty | A4
T-6 [Tprka3 (pacopsKeHue) O PEJOCTABIEHHH OTILYCKa PAOOTHHKY A4
T-6a [Mpuka3 (pacmopskeHHe) O IPEJIOCTABICHNY OTIycka paboTHiKam | A4
T-7 I'padmk oTIyCKOB ’ A4
T-8 INpukas (pacnopsHKEHHE) P TPEKpalieHud JCHCTBUS TPYZAOBOIO A4
JIOTOBOpA
T-8a [Ipuka3s (pacopspkeHHe) O IPEKPaIeHUH AeHCTBHS TPYIOBOro A4
JOrOBOpa
T-9 IIpukas (pacopspkeHHE) O HalpaBIeHHH pabOTHHKA B A4
KOMaHIPOBKY
T-9a [Mpuxas (pacniopsyKEHHE) O HallpaBIeHAH PaOOTHHKA B A4
KOMaHAUPOBKY
T-10a Cirye6Hoe 3aJaHie JULsl HAIpaBJeHHs B KOMAaHANPOBKY H OTYET A4
T-11 IIpuka3s (pacopshKeHHE) O IOOIPEHAH paboTHHKA A4
T-11a ITprka3 (pacnopspKeHHUE) O TOOIPEHUH pabOTHHKA A4

_ Ilpuka3sl mo (QUHAHCOBOM AEATENBHOCTH, MO OCHOBHOM ACATENBHOCTH H MO JIMIHOMY COCTaBY
BOCIIMTAHHMKOB MCIIONB30BaTh JIUTEP «®», «O», «JI» COOTBETCTBEHHO.

3.1.9. 3aro0BOK JODKEH KPaTKO M TOYHO OTPaXaTh COAEPKAHHE TEKCTA MPUKa3a. 3arooBoK, Kak
npaBuio, (OpPMyIMpyeTCs B MpPENIONKHOM Tajiexe, Hampumep: "O  BhIIare pabOTHHKaM
Vupexenus... ".3aronoBox IedaraoT mpudTom, Oe3 abszanmHOro OTCTyna, pacmonaras Ha
CTpaHHIIE B JIEBOM BEPXHEM YTIIy. 3ar0JIOBOK, COCTOSLINHA H3 JBYX H OoJiee CTPOK, PacloiaraioT Ha
CTpaHHIIE Yepe3 OMH MEKCTPOUHBIH HHTepBaL. TOUKY B KOHIIE 3arojJOBKa HE CTaBIT.

3.1.10. TeKCT OTHeNseTca OT 3aro0BKa JBYMS-TPEMsS MEXCTPOYHBIMH MHTEPBANIaMH, [€YATAeTCS
12 KerneMm uepe3 OMMHAPHBIN MHTEPBAI TEKCTQBOTO IO M BbIPABHHBACTCH TO JIeBOH M NpaBoi
rpanmiaM Tekcroporo nois. Ilepsas cTpoka ab3ana HauiHAeTCs Ha PaccTosHHH 1,25 cM OT JIeBOH
IPaHHMIB TEKCTOBOTO MOMS. TEKCT MpHKa3a MOXET COCTOATh W3 JBYX HacTel: KOHCTaTHPYIOIIEH
(mpeaMOyJIBI) B PACIOPSAUTENBHOM: B KOHCTATHPYIOIIEH YaCTH KPATKO M3JIaratoTCs LEeIH 1 3a/a1H,
¢akThl ¥ COOBITHS, IOCTYKHBIIHE OCHOBAHHCM [Jis M3JaHHA NpPHUKasa. OHa MOXET Ha4WHATHCS
cioBamu "B memsix...", "B coorsercTsuy...", "Bo ucnonnenye..." u T. A. Ecid npuka3 u3gacTcs Ha
OCHOBaHHH JIPYTOro JOKYMEHTa, TO B KOHCTATHPYIOLIEH YacTH YKA3bIBAIOT HAUMEHOBAaHHE JTOTO
JOKYMEHTa B TBODUTENBHOM IaeXe, ero 1aTy, HOMEP M 3arojoBoK. B oThenbHBIX Ciydasx
KOHCTaTHPYIOIIEH 9acTi MOXET HPE/IIEeCTBOBATh NpeamOyiia U3 OJHOTO - JABYX MPE/UIOKEHUH, B



KpaTkod (opme oTpaxaromias CyTh IpHKa3a, HO NIpH 3TOM He QyOnHpyrolias €ro 3aroiioBOK.
O6buHO MpeaMOyily HCHONB3YIOT JUISL TOTO, YTOOBl YNPOCTHTH M COKPAaTHTh (OpMYIHPOBKY
3aroyioBka. PacrmopsauTtensHas 9acTh OTHENAETCS OT KOHCTAaTHPYIOIIECH CIIOBOM 'IIPHKA3bIBAION.
PactiopsnuTenbHas 4YacTh JOMKHA COAEPXKATh IEPEUHCIICHHE IPEINMCHIBAEMBIX IEHCTBHA C
yKa3aHWeM HCIOJHUTENS KaXJO0ro IEHCTBHS H CPOKOB HCIIOJHEHMs. PacnopsauTenbHas 9acTh
MOXeET OBITh pasjeleHa Ha MYHKTHl M IOAIYHKTHI, KOTOpBHIE HyMepyloT apaOCkuMu Iudpamu.
Kaxaplii IyHKT pacmopsAMTENbHON YacTH HAYMHACTCS € yKa3aHHA KOHKPETHOro JeHCTBHA,
BBIP2KEHHOTO TIJIaTOJIOM B HeompeneneHHoi ¢opme. JleHicTBHA OZHOPOTHOIO Xapakrepa MOTYT
ObITh TEPEYUCICHB B OJHOM MYHKTe. B KauecTBe HCHONHUTENEH YKa3bIBAIOTCS CIIyXOBI HIIH
KOHKpPETHbIE JOIDKHOCTHBIE uIfa. [lociiefHUi MyHKT paciopsINTENILHON YaCTH MOXKET COAEPKaTh
CBEJIlEHHA O Ciayx0e WIH MOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIOXKEH KOHTPOIb HCIOIHCHHS
mpukasa. Eciim mpuka3 u3MeHseT, OTMEHsSET WM JOIOJHSAET paHee M3JaHHBINA JOKYMEHT HIIH
KaKoe-TO €ro IIOJOXKEHHE, TO OJMH M3 IyHKTOB pacloOpsAUTENbHOM 4YacTH TEKCTa IOJDKEH
COZIEPXKaTh CCHUIKY Ha OTMCHIEMBIN JOKYMEHT (IIyHKT JOKYMEHTa) C yKa3aHHEM €ro JaThl, HoMepa
¥ 3arojoBKa. TeKCT IMyHKTa HeoOX0MMO HaunHaTh cioBamu "[Ipu3HaTs yTpaTHBIINM cuily...". B
npHKa3 He CliexyeT BKrodate MyHKT "IIpuka3s noBectd 10 cBeaeHHs...". JIOIKHOCTHBIE IHMIA
VUpexIeHns, 0 CBEIeHHsS KOTOPHIX JOBOJAT IpPHKAa3, MEPEdHCISIOTCS B yKasarele PacChUIKH,
KOTOPEIM MCIOJNHHUTENIF TOTOBHT BMECT€ C NPOEKTOM IMpHKasa. B npHkase MOX NOANHCHIO
JODKHOCTHOrO Jmila ykaselBaeTcs rpud «C mpukazoM oO3HaKOMIJIEH(BI)»: € MOCIEAYIOIEi
MOIIKCHIO BCEX JIUII, YKA3aHHBIX B IIPHKAa3e.

3.1.11. IToamuce BKOYaeT B ce0S HHHUIUAANBI U (aMIUIHIO JHLA, 00JIafalouiero MpaBoM H3LaHUs
IpHKAa30B, a TaKXKe CHUTHATYpy (IM4Hyl0 moanuck) nociaegaero. Ilpukassl noanuceisaeT
3aBe/yIOMIas, a B €€ OTCYTCTBHE - HCIONHAIOIHUHE 00S3aHHOCTH 3aBeXyIOLICH.

3.1.12. Bussl BKIIOYAOT B c€0s JIMIHBIE OANUCH, pacM(POBKY HOANKCEH U JTaTy.

3.1.12. OdopMieHue NOANUCH, BU3BI #fOTMETKE O IIPHIOKEHHH TPOM3BOIUTCA B COOTBETCTBHH C
nyHKTamu MHCTpyKImH.

3.1.13. BeImucka-KOIMUs ONMpeNeNIeHHON YacTH MOAJMHHOIO AOKyMEHTa. B BhIKMCKE M3 NpHKasa
COZIEPIKATCS BCE PEKBH3UTHI MPHKa3a OO0 paclopsAMTeNbHON dacTh. M3 pacmopsaaurensHoM 9acTu
OepyT TOJNIBKO Ty WHpOpMANHIo, KOTopas HeoOXoauMa B KaXIOM KOHKPETHOM Ciydae. Bommucky
3aBePAIOT MPOCTABIEHHEM OTMETKH «KOIMHS BEPHA» U MOJIMCHIO 3aBEPSIOLICH.

3.2. Iosioxkenne, IlpaBuia. MacTpyKkums.

3.2.1. TTonoxeHHe - JOKYMEHT, YCTAHABIMBAIOINI CHCTEMHO CBS3aHHBIE MEeXAy coO0H IpaBuIa o
BOINIPOCaM, OTHECEHHBIM K KOMIIETEHLIUH HECKOJIBKUX JOJDKHOCTHBIX JIHI] Y UPEXKICHHUS.

3.2.2. IlpaBuma - JOKYMEHT, 3aKpeIUIOIMH HOPMBI M TpeGoBaHMA, 0OA3aTENbHBIE s
BBINOJTHEHHS JOJDKHOCTHBIMH JIMIIAMK Y 9PEXKICHHUs B IIpollecce IIOBCEAHEBHOM JAESITEIbHOCTH.
3.2.3. UHCTpyKuus - JOKYMEHT, NpEANUCHIBAIONIAM IIOPSJOK OCYIIECTBICHHsS KakoH- 1m0o
- IEATENBHOCTH WK MOPSIOK MPUMEHEHUS OTAENBHBIX MOJI0XKEHUH HOPMAaTHBHO-IIPABOBBIX aKTOB B
ycnoBusix GYHKIIHOHUPOBAHMS! Y UPEKICHHS.

3.2.4. TlonmoxeHusi, HpaBHja W HHCTPYKIMH IPUMEHSIOTCA B KaueCTBE CAMOCTOATEIBHBEIX
OpraHU3alHOHHO-PACHOPSIUTENBHBIX ~ JOKYMEHTOB. BBeneHHe B JielicTBHE — yKa3aHHBIX
OpraHu3aHOHHO-PACHOPSIUTENBHBIX  JOKYMEHTOB OCYHIECTBIIETCS C  YTBEPKICHHEM HMX
3aBez[y101uen

3.2.5.” Tlopsmox HOATOTOBKH TIPOCKTA MOIOXKEHHUS, npaBpm ¥ WHCTPYKIUH aHANOTHYeH oO0IieMy
TOPAZKY TOATOTOBKU IPOEKTOB HOPMATHBHEIX AKTOB.

3.2.6. Pemenue o mopsiake HMpUHATHA HOJIO)KeHI/II/I IIpaBWI, HHCTPYKIHMH HAXOJWUTCS B BEIECHHH
YupexaeHus.

3.2.7. Y1Bepxknenue opopmisieTcs B popme rpmba YTBEPKIACHUS WM MyTeM H3JaHus NMpHKa3za 00
UX YTBEPKJICHUU.

3.2.8. Jlaroii monoxeHws (MpaBUI, WHCTPYKIMI) SBJISIeTCS JaTa €ro YTBEPXKIEHHS, €CIH B
coJiepXKaHUH TOKYMEHTA 3TO HE OTOBApUBACTCA B OTAEIHHOM IIYHKTE.

3.2.9. Ionoxende (mpaBuila, WHCTPYKIHMs) IedaTacTcss Ha OlaHKe YCTaHOBICHHOH QOpPMBI
mpudToMm Times New Roman Cyr 12-M kerniem.

3.2.10. IlomoxxeHrE UMEET CIEAYIOIINE PEKBU3UTHIL:



— HaUMEHOBaHHE YUPEKICHUS;

— HaMEHOBAaHME BUJIA JIOKYMEHTA;

— ATy YTBEPXKICHHUS U COTJIACOBAHUS IOKYMEHTa;

—3aroJIOBOK K JOKYMEHTY;

— TEKCT JJOKYMEHTa;

— OTMETKY O MPUJIOKECHHH.

3.2.11. TIpaBuia, HHCTPYKITAS UMEET CIECTYIOINAE PEKBU3HTHL:

— HAMMCHOBAHUE YUPEKICHHS ;- HAUMEHOBAHUE BHJIA TOKYMEHTA;

—JIaTy TOKyMEHTa YTBEPXKAEHUS U COrJIaCOBaHUS JOKYMEHTa;

—HOMEp TIOKyMEHTa;

—3aroJIOBOK K JOKYMEHTY;

—TEKCT JIOKyMEHTa;

—TIOATHUCH 03HAKOMIICHHS C JOKYMEHTOM;

—OTMETKY O IPUIOKEHHH.

3.2.12. HaumenoBan#ne YupexaAeHUs YKa3BIBaeTCs B MOJIHOHN ¢opMe mo yctaBy (MyHUIIUTIATBHOE

ABTOHOMHOE JIOIIKOJIbHOE 00pa30oBaTeNlbHOE yupexnenne «Jlerckuii can Ne 72 xoMOMHHpPOBaHHOTO

BU/Ia» ABHACTPOUTENLHOTO paiioHa r. Kazanu, medaraeTcs neHTpupoBaHo). B Tekcte nomyckaercs

cokpameHHoe «MAJIOY «Jlerckuit cam Ne 72» B nensix palMOHAIBHOTO HCIOJIB30BaHHUS

OyMaxkHOTO pecypca.

3.2.13. HaumeHoBaHUe BHIA JOKyMeHTa - "[lonoxenue" - momomasercs npeangorom «O», «Oo6».

3.2.14. Jlata qokymeHTa 0OpMIISIETCS CJIOBECHO-ITUPPOBHIM (YHCIIO I paMu, MECSI IPOIHCHIO (B

POJMTEIBHOM Majiexke), rox nudpamu ¢ gonoianenuem "r." wim nudporsm (10.08.2018) cnocobom.

3.2.15. 3aronoBok K TeKCTy MHOJOXKeHUs' GopMynupyercs B MpPEIONKHOM Majexe (OTBEHaeT Ha

Bompoc "o yem?"); 3aroJIoBOK K TEKCTYy IpaBuil GopMyIupyeTcs B pOAUTEILHOM Nafiexe (0TBeyacT

Ha Bompoc "dero?"); 3aroIoBOK K TEKCTY MHCTPYKIMH QopMyIHpyeTcs B pOJUTEIBHOM IIaJeKe

(otBeuaet Ha Bompoc "koro?").

3.2.16. TekcT mOKyMeHTa H3NaraetTcs OT TPEThEro JHIa €IUHCTBEHHOTO HJIM MHOMKECTBEHHOTO

yucina. B Tekcte mcmonb3yroT ciaoBa "momkeH", "cnemyer", "HeoOxomumo", "sampemaercs”, "He

Jomyckaercs'.

3.2.17. Tekcr moxkymeHTa OOBIMHO OTKpBIBaeTCs HeOOIbIIONH mpeaMOyoit wmm pazaenom "OOimue

MOJIOKEHHA", B KOTOPBIX YKa3aHbl OCHOBAaHMS Jisi pa3pabOTKU NOKyMEHTa, €ro Lejb, 00JacThb

MPUMEHEHHUS, OTBETCTBEHHOCTh 32 HapyIICHUE YCTAHOBICHHBIX TPABIII M TEXHOJIOTHH U T. M.

3.2.18. Tekct moOKyMeHTa MOJOXEHHs (IIPaBWI, HHCTPYKIHHU) MOXET OBITH pa3lelieH Ha IJIaBhI,

MYHKTHI 4 TOAMYHKTHL [ JIaBBI TOJDKHBI KMETH HazBaHHs. X HyMEpyIOT pUMCKHUMH WK apaOCKUMHU

udpamu. Hymepanuro IyHKTOB H IIOJMYHKTOB JOKYMEHTA POM3BOAT apabckumu udpamu.

3.2.19. Ecnu I0OKyMEHT H3MEHSET, OTMEHSET WM JONONHAET paHee M3JaHHBIM JOKYMEHT HJIH €TO
* OTACTBHBIC TOJOXEHUS, TO 00 3TOM JieJaeTcsl COOTBETCTRBYIOINIEE MPUMEYaHNE B 3aKIIIOYNTETHHOM

IyHKTE.

3.3. [IpoToxoa

3.3.1. IIpoTokon - AOKyMEHT, (PUKCHPYIOIIHI COAECpKAHHE COBEMATCNFHBIX MEPONPUSTHH U

IPUIAIOLIHI IOPUINYECKYIO CHILy IIPUHSATHIM Ha HUX PELIEHUSIM. -

3.3.2. HpOTOKOJ'I COCTaBIS€TCS Ha OCHOBaHUM pabOuyWX 3ammcei, MPOU3BENEHHBIX BO BpeMs

COBEIIAHMI, a TaKKe Pa3IMIHBIX HI/ICLMeHHBD( MaTepHalloB (TE3WCHl TOKJIAZOB M BBICTYILICHHIA,

IPOCKTHI PEHICHUH U 1Ip.).

3.3.3. Benenue 3anucu BO BpEMS 3aceNaHust, c6op MaTE€pHAJIOB M MOAr0TOBKAa TEKCTA BO3J1aracTcs

Ha CEeKpeTaps KOJUIETHAIBHOTO OpraHa Wil COTPYAHHKOB, TOTOBHBIINX BOITPOCHI K 00CYKICHHMIO.

3.3.3. Tekcr mpoTokona HODKEH OBITH MOATOTOBIEH HE IO3JHEE YeM uepe3 3 JHS II0CIie

COBEIIaHUSI.

3.3.4. IlonmMHHUKN AOKYMEHTOB IO BOIIPOCaM, paCCMOTPEHHBIM Ha 3aceJaHNU, HAPABISIIOTCS IS

MOJIIMIHBKHM B JIEJI0 BMECTE C BHIIMCKON M3 MIPOTOKONA O MPHHSATHIX PEIICHUSIX.

3.3.5. IIpoTokon UMeeT CleAyIOIUe PeKBU3UTHI (TIPUIIOXKEHHE 5):

-— HauMEHOBaHHE BH/IA IOKYMEHTA,

—IaTy TOKyMEHTa;



—HOMEp JIOKyMEHTa;
——3aroJIOBOK K JJOKyMEHTY;

—TEeKCT IOKyMEHTa;

—IOMHCE;

—BH3BL

—OTMETKY O IPUIOKEHHH.

3.3.6. Tlporokon neuararoT popmara A4 mpudrom Times New Roman 12-m kernem MM NHMIYT
Bpyunyio. OhopMIieHHE PEeKBH3UTOB MPOTOKOIA MIPOU3BOTUTCS ¢ COOMOICHUEM HIKECIIETYFOIIHX
[paBHIT:

3.3.7. HaumenoBanue mokyMeHTa - "[IpoTokon" - medataercs OT TpaHHUILI BEPXHETO MOJs OllaHKa
[IeYaTHBIMH OYKBaMH, IIOJTYXXKHUPHBIM HIPAPTOM.

3.3.8. 3arosoBoK K TEKCTy IHPOTOKOJa COAEPKUT Ha3BaHWE NPOTOKOIBHOTO MEPOIPHUSATHS
(coBewnaunne, 3acenanue, coopaHne) 1 HAMMEHOBaHWE KOJUIETHAIBHOTO opraHa, paboTa KOTOpOro
IIPOTOKOJIUPYETCA. 3arojOBOK B IPOTOKOJE OTAESETCSs OT MPEABIAYINIET0 PEKBH3HTA IBYMS
MEXCTPOYHBIMH HHTEPBAJIAMH M pacloiaraeTcsi HEHTPOBAHO OTHOCUTENIFHO PEKBH3HTOB OIaHKa.
3.3.9. Jlara mpoTtokoia opopmisieTcs B cooTBeTcTBHH ¢ 1. 3.1.11.

3.3.10. TekCT mpOTOKOJIA ITeYaTaeTcs depe3 OAUH MEKCTPOUHBI HHTEPBAIL.

3.3.11. Kaxzplit pas/iest mpoTOKONIa HyMepyeTcs apadCcKoit nu¢poii.

3.3.12. TekcT npoTOKOIa, KaK MPaBUIO0, COCTOUT U3 ABYX YacTel - BBOAHON M OCHOBHOM.

3.3.13. BBojiHas 9acTh TEKCTA COACPKUAT CBEACHHS O IIpeAcenarese, CeKpeTape, IPUCYTCTBYIOIIHX,
MIPHTJIAIICHHBIX M O MOBECTKe AHs. J{ns JIuI, JONOTHUTENBHO MPUIVIAIICHHBIX HA COBELAHHE H3
YHCJIa COTPYAHHUKOB YHUPEXICHHS, MOMHMO (aMUIMKd M WHHUIUAJIOB, YKa3blBAIOT 3aHUMAEMYIO
JIOJDKHOCTD, 4 JUIA CIIEUANUCTOB M3 APYTMX OpraHH3alldil - NODKHOCTb U Ha3BaHUE OPTaHH3alliH.
Cnosa "IloBecTka IHS» pacHmoNIaralOTCS IEHTPHUPOBAHHO, IIOCJIE HHUX CTABHUTCS JBOETOYHE.
Bonpocs! moBecTkH jHS HyMepyroTcs.*Kaxprit HOBEI BOIpOC MedaTaercss OT 1-TO MOJIOMKEHHS
ta0ymsropa. [lociieoBaTeIbHOCTE  PACIIONIOKEHUS] BOIIPOCOB  OINPENENIAETCS CTENEHBIO HX
BakaocT. POpMyJIMPOBKa BOIIPOCOB MOBECTKH IHS HaYMHAETCA ¢ Mpeanoros "o", "o6". Joxian
(otyer, cooOmenune, wuHbOpMANUA), HAWUMCHOBAHWE [ODKHOCTH, WHHIUANB W (HaMHIUIO
JOKIAJYMKa MHUIIYT B POMMTENIFHOM mazexe. He BkIoYaTh B MOBECTKy IHS HyHKT "PasHoe".
Kaxip1if Bompoc H0JKeH OBITh KOHKPETU3HPOBaH.

3.3.14. OcHoBHAs YacCTh TEKCTa COCTOMT M3 Pa3JIc/IOB, COOTBETCTBYIONIUX ITYHKTaM IOBECTKU JHS
IPOTOKOJBHOTO MEpONpHUATHS. TeKCT KaXIoro pasjena H3JIaraloT B IOCIEI0BATEILHOCTH:
"Cnymanu - Beictynunu - Pemmwmi. 31r coBa ne4aTaioT IpOMHUCHBIMA OYKBaMH.

3.3.15. Ilepen cinoBom "Craymmanu" cTaBHUTCS HOMEp BOIIpOCa IIOBECTKH JHs, NOCIEIHErO -
asoeroune, PamMuHg JOKIAAYUKa Ie€YaTaeTcs B UMEHUTEILHOM Iafexe OT 1-ro IOJIOKEHHUs
nedararomero ycrpoiicrsa. [locie damMmimu craBATCS MHUIMAIBL, 3aT€M JBOETOYHE, KABBIYKH H
- MAIIETCS COAEpKaHUE OKIaaa B hopMe NpsMoit peun, KaBerdkd. OCHOBHOE cofiep)KaHHe JOKJIAN0B
d BBICTYIUIEHHWH W3/aracTcs B TeKCTe MpOTokojda Te3ucHO. IlonHble TEKCTHI BBICTYIICHHN
(mOKNamoB), 3aBEpeHHBIC MOMMHUCHI0 COOTBETCTBYIOINHMX JIMI, INPHJIAralOTCs K IpoTokony. B
IOCNIEJHEM Cliydae B MPOTOKOJIe Jenaercss cHocka: "TeKcT BBICTYIUICHHs Ipuiaraercs’ (B
poTokosie 6e3 kaBbraek). OOCYKACHUIO JOKIana MOTYT 1IpeIIIeCTBOBATh BOIPOCH! K JOKIATIHKY,
KOTOpBIE BMECTE ¢ OTBETaMH BKIIOYAIOT B pasaen "Cmymanu". [lepen 3amucpio xkaxIoro Bompoca
YKa3bIBAIOTCA MHUIMAIEL, GaMHIUS U JOJDKHOCTE €T0 aBTOpa W CTaBUTCA aBoeToune. ComepiKanue
BOIIpOCA 3anKChiBaeTcs B (opMe mpsamoii peun. Ilepen GOpMyIMPOBKOM OTBETa NHUINETCH CIOBO
"OtBet" (B MPOTOKOJIE O€3 KaBBIYEK), CTABHTCS JBOCTOUYHNE M 3alMCHIBACTCS OTBET B (popMe mpsiMoit
pevH B KaBbIuKax. XoA oOCyXIeHHUS NOoKiIana oTpaxaeTcs B pazzaene "Beictynumu". Ilocie cioBa
"BRICTYIHIM" CTaBUTCA ABoeToUYHE. DaMUIHIO BHICTYNAIOMIETO MUINYT B MMECHUTEIFHOM MAJcKe OT
1-ro moNoXeHHs TMeyYaTaromIer0 YCTPOHCTBa, 3aTeM YKa3bIBaIOTCS HHHUIMANBI H JOJDKHOCTH
BEICTYHAIOIIETr0, CTABUTCS THPE U CO CTPOYHOM OYKBBI IEUATAETCS COACpXAHHE BHICTYIUICHHS B
dopme xocBeHHOU peun. [lpuasaTeie pemenus conxepxkarca B pazaene "llocranoswmm (Pemwm)".
Ecnu pellieHnii HECKOJIEKO, OHH HYMepYIOTCsl apabckuMmu 1udpamu ¢ toukoi. Kaxnoe pemenue
COMPOBOXKACTCS YKa3aHHEM JOJDKHOCTH, (GaMUIMM W WHHIMAJIOB OTBETCTBEHHOIO 3a €ro
BHINOJIHEHUE U CpOKa HCIIOTHEHUSI.



3.3.16. IlocraHoBiieHNe (peMIEHHE) MPOTOKOIBHOIO MEPOIPHUATHS H3JIAracTcs B TEKCTE MPOTOKOJIA
nomHocTei0. CozlepxaHne 0COOOT0 MHEHHS, BBICKA3aHHOTO IIPH BHIPAOOTKE IO CTAHOBJICHHS
(pemenus), GUKCUPYETCS B TEKCTE MOCTE COOTBETCTBYIOLIETO MOCTAHOBJICHHA (PEUIeHUs). 3/1eCh
e TPHBOJAT pe3yJbTaThl royocoBaHus mpu Heobxommmoct. CyTs obpamieHms - mpocs6a,
coobieHne KaKoif-m60 HHPOPMAIIHH, CONPOBOANTEIBHBI TEKCT 1 T. II. B HEOOXOMMMBIX CIydyasx
ciryxeGHOe MUCHbMO MOYKHO 3aBEPIIUTh KPATKAMH BHIBOJIAMH.

3.4.8. TeKcThl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATh 3aJaHUAM, 3aQUKCHPOBAHHBIM B
PE30IIOIMH PYKOBOJAUTEISL.

3.4.9. aroii cay:xeGHOro MUCEMa BO BCEX CIIydasx sBJISETCs Jara ero noamnucanus. [Ipu Hamuwanu
TpWIOKEHHH K CIy)keOHOMY IHCbMYy 00 3TOM J€lnaeTcs COOTBETCTBYIOIIAs CCBUIKA B
3aKJTIOYMTEIHHOM ab3alie TEKCTA.

3.5. Teaedonorpamma

3.5.1. TenedonorpaMma BKIIIOYAeT ClENYIOIIHAE PEKBU3UTHL HAHMEHOBAHHE YUPEXKICHHS, ajipec,
JaTy, MHIEKC, TEKCT, MO/HCHL, OTMETKH O BPEMEHH IIepefiadl H yKa3aHHe JOJKHOCTEH v pamunmii
(WM TONBKO (aMUIIHiA) JIHII, IPHHABIINX U IepeaaBIuX TedepoHorpammy. B ciydyae oTCyTCTBHS
6nankoB [y TeneOHOrpaMM MHPHMEHSIOTCA THCTEl Oymarn Qopmara Ad. TenepoHorpamMmsl
COCTABISIIOTCS B OZHOM 3K3eMIUISApE, HOMNHCHIBAIOTCA PYKOBOIMTENEM HIH HEMOCPEACTBEHHBIM
ucnonuuteneM. TekcT He JokeH BKmodath 6Gonee 50 cios. Tenedonorpamma goikHa OBITH
JaTHPOBAHA H TIOIIIHACAHA JHUIIOM, OT HIMEHH KOTOPOI'O OHA IepeaaeTcs.

3.5.2. TenedonorpaMma mepefacTcs HECKONBKUM apecaTaM IO IPUIaracéMoMy CIHCKY aJpecaroB
¥ HOMEPOB Telle(pOHOB.

3.6. 3asiBiienne

3.6.1. 3asBnenne — 310 oUIHATBHOE, cOO0IMEHHe B MUCEMEHHOH (opme. OHO COMEPIKHUT YaIre
BCETO MpPEMIONKEHHE, KAT00y HIH [pock0y Kakoro-nubo dYenoBeKa, aapecOBaHHBIC HITH
OPTraHU3alyH, WM AODKHOCTHOMY IHIly. 3asBlIeHHE OGOpMIISETCS Ha CTAHOAapTHBIX JIMCTaX
Oymaru popmara A4.

3.6.2. 3asgBieHHE BKIIOYACT: ajpecar, KOTOpPOMY HampaBIseTCs 3asdBICHHE, JOJDKHOCTD,
NOJNHOCTEIO- (aMUIIMIO, WMS, OTYECTBO aBTOPA 3asBJICHHs, HAHMEHOBAHME JOKYMCHTa, TOYHOC
M3II0)KEHHE MPOCHOBL, HPEUIOKECHHUs], ONMCh NPHIAraéMbIX K 3adBIEHHMIO JOKYMCHTOB, JaTa,
MOJIINCE.

3.6.3. B 3adBIeHHH HCIOIB3YETCS, KaK MPAaBWIO, OGHUIHMAIBLHO-AENOBAs JIEKCHKA, B HEKOTOPHIX
3asBICHHUIX JOMYCKaeTCs YHOTpeOIeHHe Ty OINIHCTHYECKOH JIEKCHKH.

3.7. 3anucka

3.7.1.3anucka (aHanMTHYeCKas, MOKIamHas, CIyxeOHasi, OOBICHHTENbHAA) - JOKYMEHT,
a[pECOBAHHBIM PYKOBOIMTENIO [AHHOTO WM BBIIIECTOSIIETO YYPEKIEHHS H COIepXaliuii
06CTOATENbHOE H3IOKEHHE KAaKOTO- JIN60 BOIIPOCa C BEIBOJIAMH H [TPE/IOKEHUSIMA COCTABHTEIISL.
©3.7.2. JloknanHas 3alMCKa COCTABJISETCS KakK IO JIMYHONW WHUIMATHBE aBTopa (pabOTHHKA), TaK M
110 YKa3aHHUIO (IIHCEMEHHOMY HJIH YCTHOMY) PYKOBOJMTENA.

3.7.3. Bammncka cocTaBiseTcs Ha OyMakHOM HOCHTENE WM B 3ieKkTpoHHOM Buze. Odopmiienne
3allUCKH 3aBHCHT OT ajpecara. lIpd COCTaBlIeHMH JOKIAJHOM 3almHCKH, aJpECOBAHHOH
PYKOBOJMTENIFO YYPEKIEHHS B PAMKaX YUPEKICHHS, OHA CUMTaETCsA BHYTPEHHEH M 0GOpMIAETCS
Ha CT#IapTHBIX JTMCTax Oymaru ¢popmara A4. Ecin 3amucka afpecyeTcs 3a Ipeieibl yIpekIeHus,
TO ee oOPMIIOT Ha GiaHKe, U OHa Ha3bIBAcTCs BHEINHEH. BHEINHAS 3amucKa I0KHA COAEPHKATE
CIETYIONHE PEKBH3HTHI: HAMMEHOBAHUE YUPEXIEHHs, BHJ IOKYMEHTa, Jara JOKYMEHTa,
PETUCTPAIMOHHEI HOMED, MECTO COCTaBICHHS,  Ha3BaHHE JOKYMEHTa (3arojioBOK K TEKCTY), €CIIH
TexcT Goee 4 — 5 cTpok, agpecar(bl), TEKCT, TOANKMCh PYKOBOAMTENS yIpexeHHs. BHyTpeHHs A
3aIliCKa J0JDKHA COEPKaTh CIEAYIOIHE PEKBH3HTHL: BUN JOKYMEHTA, JaTa JOKYMEHTa, Ha3BaHUE
JTOKyMEHTA (3arojIOBOK K TEKCTY), €Ciii TeKCT Gonee 4 — 5 cTpok; agpecar(bl), TEKCT, IOJIACE (C
yKa3aHHeM JO0JDKHOCTH, ¢aMuinuy, HHENUAIOB). [ToanuceiBaeT BHYTPEHHIO JAOKIAIHYIO 3aIUCKY
COCTABUTENb.

3.7.4. Pa3sHOBHIHOCTBIO JOKJIAIHON 3alMHCKH SBISAIOTCS npeacTaBieHns. OHH HCIONB3YIOTCS IIpH
JOKYMEHTHPOBAHHH KaIpOBOW NESATENBHOCTH H COCTABISAIOTCS PYKOBOIMTEIEM MM 3aMECTHTEIEM



pykoBoautens. [IpeicTaBieHus] COCTAaBIAIOT B ClIydadX HOOLIPEHHS PAOOTHHKOB, HAJIOXKCHUS
B3BICKaHMIA, IIPOBEJICHNSI aTTECTALIMH.

3.8. Akt

3.8.1. AKT - [OKyMEHT, COCTAaBICHHBIHI M MOJNMCAHHbIM HECKOINbKUMH JHMIAMH ¥
HOJTBEPKJAOIIMM YCTaHOBIEHHbIE (aKThl M COOBITHSA. AKTBI COCTABISIOTCS IO pPe3ybTaTam
peBu3HY PUHAHCOBO-XO3AUCTBEHHON NEATENLHOCTH, IPUEMa — MIEpPeiadi Jell, IPOBSPKH HAIHINA,
MHBEHTAPH3alAd M JAp. AKT COCTaBISICTCS KOMHCCHOHHO (HE MEHEE JBYX COCTaBUTENCH) WiIH
CIENHUAIBHO YIIOJHOMOYEHHBIM JOJDKHOCTHBIM JIULOM.

3.8.2. AKT odopmiseTcs Ha CTaHAApTHBIX JucTax Oymarn mpuproM Times New Roman (Cyr)
pasmepoM Ne 14 u wmMeeT CIeAyIOIME PEKBU3HTHL ['pud yTBepKIEHHS BKIIOYACT CJIOBO
«yTBEpXKIAO», KOTOpOE TIedaTaeTcs IPONUCHbIMH OykBaMH, G€3 KaBbrdeK, HaMMEHOBaHHE
ZOJDKHOCTH JIMIA, yTBEPHKIAIOLIEro akKT, JHMYHYIO IOANKCH, €€ pacimupoBKy M NaTy JaHHBIX.
CripaBOYHKIEC JaHHLIE 00 OPraHM3alliH BKIIOYAIOT B ce0s: MOYTOBBIA ampec, HoMep TenedoHa U
ApyTHe CBEJEHHS IO YCMOTPEHHIO opraHmsanud (Homep ¢akcos, Teledakca, cueToB B OaHKe,
aJipec MEKTPOHHOMN ITOYTHI H p.).

4.3. Anpecannu JOKyMeHTA.

43.1. JIOKyMeHTBI, BbICBUIAEMBIE 3a HpENENBl JASTCKOTO caja, aapecyloT MNPEANPHITHAM,
OpraHM3anMaM, YYPSXKICHHSAM, HMX CTPYKTYPHBIM IIOApa3elIeHHsM, HOKHOCTHBIM  HIIH
($U3UYECKUM JIMIAM.

4.3.2. Tlpu ampecannu TOKyMeHTa 0€3 yKa3aHHMsa KOHKPETHOTO TODKHOCTHOTO JINIA, HANMECHOBAHUE
ajipecara IMHUIIETCS B IMCHUTENBHOM IIaICKE.

4.3.3. Ecni afpecaToM SIBISIETCS KOHKPETHOE HOIKHOCTHOE JIMIIO, TO HAMMEHOBAaHHE OpraHU3aliy
¥ CIPYKTYPHOTO TIOApPA3JeNeHHs yKa3hIBAIOT B HMEHHTEIEHOM IAIeKe, & NOJDKHOCTD I bamumio
JO/DKHOCTHOTO JIMIA - B AATENLHOM, IIPHYEM WHHIMAIBI YKA3BIBAIOT Tepell GaMHIKel, HalpruMep:
Otmen obpaszopanms YO MKMO r.Kasanu no AsuactpomtensHoMy k Hoo-CaBHHOBCKOMY
paiionam ['maBHOMY Gyxranrepy.

4.3.4. Ilpu aapecaiu JOKyMEHTa HETOCPEICTBEHHO PYKOBOIHTENIO OPraHU3allHi HANMEHOBAHHUC
moclieHEH BXOAUT B COCTAB HaMMEHOBAaHUS JOJDKHOCTH aJpecara, JOJDKHOCTD JIMIA YKa3bIBaloT B
JaTenpHOM Tajexe, HampuMmep: HauanpHuky ormena obpasoBanms YO MKMO r.Kasawu mo
AsuactpoutensaoMy H HoBo-CaBHHOBCKOMY paiiOHaM.

43.5. Tlpu agpecanuu ¥ OOKyMeHTa (U3WYecKOMy JIMIY YKa3blBAIOT HHHUIMAIEL M (aMAITH
IIOJIy4aTess, a MOcJIe 3TOTO - €ro MoYToBbIH aapec, Hanmpumep: M.I1. XaManymHOH yiu. A3HHCKas
, I 26, kB. 44 r.Kasaus, PT, 420127. Bribop ¢opmara Onanka mpd MOATOTOBKE NOKYMEHTa
OIIpeIeNIeTcs B 3aBHCAMOCTH OT o0beMa TekcTa. Kapii mucT noxkymenTa, opOpMIICHHBIH KaK Ha
OJ1aHKe, TaK ¥ 03 HEro JOJDKEH HMETH 0/ HE MEHEE, MM

20 - neBoe; 10 - mpaBoe;

- 20 - BepxHee;

20 - amKHee.

4.4. YTBepxaeHHE JOKYMEHTA.

4.4.1. JToKyMeHT yTBEPXIAaeTCs NODKHOCTHBIM oM. IIpn HEOOXOOUMOCTH IONOIHHTENBHBIX
NpeANMCAHHM W pa3bsCHCHM INOKYMEHT MOXET YTBEPKIATHC CICHHAIBHO M3/1aBacMbIM
JIOKYMEHTOM: IIPHKA30M 3aBeAyIoIeH Y4pexaeHueM, NOCTaHOBIEHHEM, PEIIEHNEM, IIPOTOKOJIOM.
4.4.2. Ylpu yTBEepXKIEHUH JOKYMEHTa rpHG yTBEpIKICHHS JOIDKEH COCTOATh M3 CJIOBa Y TBEPIKIAIO
(6e3 KaBBIYEK),” HAMMEHOBAHUS IOJDKHOCTH JIMIA, YTBEPXKAAIOMIETO JOKYMEHT, €ro MOMNHUCH,
HHHULHAATOB, GaMUIHA H [aThl yTBEpXICHUWs,s HapuMep: YTBepxknaoo 3asenywomas MAJIOY
«Jlerckmii cag Ne 72» (nimunas moamuck)\npukas 02.09.2018 Ne_

4.4.3. JlomyckaeTcs LEHTPHPOBATh KAXIYI0 CTPOKY pexBu3uTta "I'pud yTBepXkaeHHMA mOKyMeHTa"
M0 OTHOIMEHHIO K CaMOif JNIMHHOH CTPOKE.

4.4.4. Tlpu yTBEpXICHAN TOKYMEHTA MOCTAHOBICHHEM, PEIICHHEM, IPHKA30M, IIPOTOKOJIOM Ipr
YIBEPXKICHHS COCTOMT M3 CJIOB YTBepxaeH (YTBEpKIeHa, YTBEPHKIEHbl HIH YTBEPXKICHO),
HaUMEHOBAHHUs YTBEPXKJAIOMIEro JOKYMEHTa B TBOPHTEIBLHOM IIAJIEXeE, €r0 AaThl, HOMepa.

4.4.5. I'pu¢ yrBepxaeHUs JOKYMEHTA PACIOIaracTCs B IPaBOM BEPXHEM YITTy IOKYMCHTA.



4.4.6. Jlata B rpude yTBEp)KIEHUS CTABUTCS OT PYKH, YACTHYHO MM MOJHOCTHIO HaOHpaeTcs IMpH
neyaTaHuM JOKyMeHTa. B mociemHeM ciydae OT PyKd IPOCTABIAETCS TONBKO YHCIIO MJIM YHCIIO W
MECHIL.

4.477. I'pud yTBepKAeHUS NPHUHATO YKa3hIBaTh Ha JOKYMEHTaX, TPEOYIOUIMX JOHOJHHTEIHLHOTO
YIOCTOBEPEHHST WX MOJIMHHOCTH M JOCTOBEPHOCTH. I'pH} yTBEpXIEHHS NPUHATO CTABHTH HA
CIENYIOIAX YNPABICHUYECKUX JOKYMEHTaX: aKTaX, HMHCTPYKIHAX, OTYETaX, MEepevHsX,
TIOJIOXKEHHSX, IPOTPaMMaXx, CMeTax, CTaHAapTaX, CTPYKTypaxX H INTaTHON YKMCIEHHOCTH, TapHGHBIX
cTaBKax, GopMme YHHPHUIUPOBAHHBIX JOKYMECHTOB, IITATHOM PacIIMCaHUH.

4.5. CorsiacoBanHe JOKYMEHTA.

4.5.1. Ha srame pa3paboTKu NPOEKTa JOKYMEHTa B HEKOTOPBIX CIIy4asX MOXET BO3HHKHYTH
HEOOXOAUMOCTh €r0 COITIACOBAHHS C 3aWHTEPECOBAHHBIMH CTOPOHAMH JIOJDKHOCTHBIMM JIMI[AMH
WIH OpraHM3aldsMH. B 3THX clIydasx coIJIacoBaHHE JOKYMEHTa OGOpMIISEeTCs BHU30#
COOTBETCTBYIOIIEr0 IOJPKHOCTHOIO JIMIAa WM Tpudom corinacoBanus. BuszmpoBaHue mpoekTa
JIOKyMEHTA IPOBOAMTCS IPH HEOOXOMMOCTU OLICHKH OO0CHOBaHHOCTH JOKYMEHTA, COOTBETCTBUS
€ro MpaBOBBIM aKTaM H paHee IPHHATHIM pelicHHsM, [IpeacrapiseMble HA MOANUCH TOKYMEHTHI
BH3HPYIOTCS HCIIOJTHHTEIIEM.

4.5.2. Bu3a BKIIo9aeT B ceOs HAMMEHOBAHHE [OJDKHOCTH, JUYHYIO HOIIMNChH, €€ PaclIM(pOBKY H
nary momnucanus. Hampumep: Crapummit Bocnmrarens C.JO. 3anTEMupoBa (JIMYHAs TMOZIHCH)
11.01.18 r.



