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CocTaB JOKYMEHTOB, 00pa3yoIIMX B MIPOLIECCE ACSITENBHOCTH, OIIPENEISETCS: €r0 KOMIIETEHIINEN
1 (YHKUUSAMH; KPYTOM YIPaBIEHYECKUX JIEHCTBHM, MOPAIKOM pa3pelIeHus

BOIIPOCOB  (€IMHOHAYAJbHBIM WM KOJUIETHAJbHBIN); XapaKTepoOM B3aUMOJEUCTBUS MEXKIY
00pa30BaTEIbHBIMU YUPEKICHUSIMUA U APYTUMH opraHuzauusMu. B coctaB nokymentoB MB/I0OY
Ne 254 Bxopsr:
- OpraHM3alMOHHbIE JTOKyMEHTHI (YcTaB, JOroBopsl 00 oOpa3oBaHuM, KoJUIEKTUBHBIN 10OTOBOD,
JIHA, nOmKHOCTHBIE MHCTPYKIHMH COTPYJHHKOB, IITaTHOE pacHucaHHUe, MpaBuia BHYTPEHHETO
TPYJAOBOTO pacnopsika, TPyJAOBbIE JOTOBOPHI U Ip.);
- pacnopsIuTeNbHbIE JOKYMEHTHI (ITPUKa3bl, THCTPYKLUHU, PACTIOPSDKEHUS U T. 11.);
- THQOPMAIIMOHHO-CIIPAaBOYHbIE JTOKYMEHTBI (IIPOTOKOJIbI, IUIaHbI, OTYETHl, CHPABKH, aKThI,
JIOKJIaJTHbIE U OOBACHUTEIbHBIE 3AMMCKH, MUCbMA, TEJIETPaMMBI U JIp.).
2.3. JlokyMeHTHI, Kak npaBuio, ohopmisirorces Ha Omankax MBJIOY Ne 254, cooTBEeTCTBYROIMUX
l'ocynapcrBennomy crangapty PO (I'OCT P 6.30-2003), moKHBI COAEp>KaTh yCTAHOBJICHHBIM
KOMIUIEKT 00513aTeIbHBIX PEKBU3UTOB IPU COOTBETCTBYIOLIEM MX PACIOJIOKEHUU.

3. Oco0eHHOCTH NOATOTOBKH U 0()OPMJICHUSA OTAECIBHBIX BHI0B J0KYMEHTOB

3.1.1.ITpuka3 - mpaBoBoi akT, u3aaBaeMblil 3aBenytomuii MBJIOY Ne 254. On BcTymaer B cuity
MOMEHTa TOMUCAHUS 3aBEIYIONINNA, €CTU B TEKCTE HE YKa3aHO Apyroro cpoka. lloamnucaHHsIii
MIPUKa3 PETUCTPUPYETCS.

[TpukazamMu oQOpPMISIOTCS pEIICHUST HOPMATUBHOTO XapakTepa MO BOMpPOCaM OpraHU3aINH
MJIAHUPOBAHUS, OTYETHOCTH, y4eOHO-BOCIMUTATEIBLHOIO MpoIecca, Je4eOHO-MPOPUIAKTHICCKUX
MEPOTIPUSATHH, bu3HIecKoro pa3BUTHS, (bHMHAHCOBO-XO3IMCTBEHHON NeSTeTLHOCTH,
BHEIITHEAKOHOMHYECKOHN JCATSIIBHOCTH, a TAK)KE IO OTICPATUBHBIM, OPraHU3alIMOHHBIM, KaJPOBBIM
U ApyTUM BolipocaM BHyTpeHHel pabotel MBJIOY Ne 254.

[IpoekTsl MpHKa30B MOATOTABIMBAIOT PAOOTHUKH, HA3HAYEHHBIE OTBETCTBEHHBIMU 3a BEJICHUE
JIeJIONPOU3BOJICTBA HA OCHOBAaHUM IMOPYYEHHS 3aBEIYIOIIETO0 JUOO B MHUIIMATUBHOM IMOPSIIKE.
3.1.2. JlaToii mpuKasa sSBISETCS aTa ero MOIMUCaHUs.

3.1.3. Ilpukasbl 10 OCHOBHOW (aIMUHUCTPATUBHON U (PUHAHCOBO-XO3SIMCTBEHHOMN) IS TEIHHOCTH,
0 JIMYHOMY COCTaBy, O 3aUMCIEHUU U OTYUCICHUH BOCHUTAHHHUKOB, (HOPMHUPYIOTCS W
HYMEpYIOTCSl OTJIEIbHO B Mpezesiax KaJleHIapHoro roja.

3.1.4. Komnuu npuKa3oB WU UX Pa3MHOXKEHHBIE 3K3eMIUIAPHI 3aBepstoT nmedateio MBJIOY Ne 254
¥ HampaBJsIOT MO ajJpecaM B COOTBETCTBUHU C YKa3aTEIEM PACCBUIKH, KOTOPBIA COCTaBISIET U
HOJIMTUCHIBACT UCTIOTHUTEITb.

3.1.5. Tlpukas umeeT cienyronue peKBU3UTHI:

- HAMMEHOBAHUE YUPEKICHUS,

- HAMMEHOBaHUE BHUJIA JOKYMEHTA;

- IaTy ¥ HOMEp JIOKyMEHTa;

- 3aTOJIOBOK K JIOKyMEHTY;

- TEKCT JIOKyMEHTa,

- TIOJITHCh;

- BU3BI;

- OTMETKY O MPUJIOKECHHUH.

3.1.6.HaumenoBanne MBJIOY No 254 yxaspiBaercs B monHOW Qopme - MyHHIMIAIbHOE
Oro/KeTHOE  JIOIIKONIbHOE  oOpa3oBaTenbHOe — yupexkaeHue  «Jlerckmit  cam No 254
KOMOMHHpOBaHHOTO BUaa» HoBo-CaBuHoBckoro paitona r. Kazanu. [ledararor 1nieHTprUpOBaHHBIM
crocoOoM (Hayallo M KOHEIl KaXKIOW CTPOKH PEKBU3WTAa PAaBHO YAAJNEHbI OT TPAHMI] 30HBI
PacCIOIOKEHUS PEKBU3UTOB).

3.1.7. HaumeHnoBanue Buaa nokyMeHta - "l[Ipuka3" (mociae Homepa mpukasza UCHOIb30BaTh JUTEP
«JIC»):



- pu OpOPMIICHUH TPUKA30B IO JUIYHOMY COCTaBY B pabOTe HCIOJIB3YIOT YHUDUIIUPOBAHHBIC
dbopmbl, yTBepkaeHHble [loctanoBinenuem I['ockomcrarom Poccum ot 05.01.2004 Ne 1 «OO0
yTBEpPXKIeHUU (HOpPM TEPBUYHONW YYETHOH IOKYMEHTAIMM IO Y4YeTy TpyAa U €ro OIUIaThDy
COTJIACHO MIEPEYHIO:
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T-1 [Ipukas (pacnopsipkeHue) o npueMe pabOTHHKA Ha paboTy A4
T-la |Ilpuka3 (pacnopsbkeHue) o npremMe pabOTHUKOB Ha paboTy A4
T-2 JInuHas kapTouka pabOTHHUKA 2A4
T-3 [lItaTHOE pacnmcaHue A4
T-5 [Tpuka3 (pacnopsbkeHrue) o TmepeBojie pabOTHUKA Ha JIPYTyio padboTy A4
T-5a |[Ipuka3 (pacnopsbkeHue) o TMEpeBOje PaOOTHUKOB Ha JAPYTYIO paboTy A4
T-6 [Ipuka3 (pacnopsbkeHre) O MNPEIOCTaBICHUU OTIMYCKa paOOTHUKY A4
T-6a |[Ipuka3 (pacnopsbkeHHe) O TMPEIOCTaBICHUM OTIMYyCKa pabOTHUKAM A4
T-7 I'paduk oTmyckoB A4

T-8 [Tpuka3 (pacnopsbkeHne) O TMpeKpaleHuu ACUCTBUS TPYAOBOTrO Joropopa |A4
(koHTpaKTa) ¢ pabOTHUKOM

T-8a |[Ipuka3 (pacmopsbkeHne) O TMpeKpalleHuu ACUCTBUS TPYAOBOTrO JgoroBopa |A4
(koHTpakTa) ¢ pabOTHUKAMU

T-9 [Ipukas (pacnopsikeHre) O HanpaBlIeHUU PAOOTHUKA B KOMAaHIUPOBKY A4

T-9a |Ilpuka3 (pacnopsbkeHUE) O HANpaBJICeHUU PAaOOTHUKOB B KOMaHAUPOBKY A4

T-10a | CinyxeOHoe 3aaHue I HalpaBJIeHUsI B KOMaHJAUPOBKY M OTUYET O €T0 A4
BBINIOJTHEHUH

T-11 |IIpuka3 (pacnopspkeHHE) O TOOIPEHUH PAOOTHHUKA A4

T-11a |IIpuka3 (pacnopsbkeHHe) 0 TOOMPEHUH PAOOTHUKOB A4

- TI0 OCHOBHOH (aAMMHHMCTPAaTUBHON U (PUHAHCOBO-XO3SIIICTBEHHOW) [EATEILHOCTH M TIO

BOCIIUTaHHUKAM (JIETSM) UCIIOJIb30BaTh TUTEP «O» U «JI» COOTBETCTBEHHO.

3.1.8. 3aroi0BOK 0JKEH KpaTKO U TOYHO OTPaXkaTh COJEp)KaHUE TEKCTa MPUKa3a. 3arojoBOK, Kak

npaBwio, QopMyIupyercs B TMpeajoKHOM Tnaaexe, Hampumep: "O BblluiaTe pabOTHUKAM

yUpeKaACHUS..." .

3aroyioBoK meyaTtaroT mpudToM, 0e3 ab3alHOro OTCTyMHa, pacroyiaras Ha CTPaHUIE B JIEBOM

BEpPXHEM YTJy. 3aroJioBOK, COCTOSIIINI M3 IBYX U OoJjiee CTPOK, pacrojaraioT Ha CTpaHHUIIEC Yepes

OJIMH MEXCTPOUYHBII HHTEepBaJl. TOUKY B KOHIIE 3aT0JIOBKA HE CTaBSIT.

3.1.9. Tekct oTmensieTcss OT 3arojioBKa ABYMS-TPEeMsI MEKCTPOUYHBIMU MHTEpBaJaMH, MeYaTaeTcs

14,12 xeryiem uepe3 OJMHAPHBINA UHTEPBAJ TEKCTOBOTO MOJIS M BEIPABHUBAETCS TI0 JIEBOM M MPaBOii

rpaHuiiaM TekcToBoro moJjs. [lepBast crpoka ab3aria HaUMHAETCs HA pacCTossHUM 1,25 cM OT JieBoi

TPaHUIIbI TEKCTOBOTO TOJISL.

TexcT mpukasza MOXKET COCTOSATh M3 JBYX 4YacTeil: KOHCTaTupyromehd (mpeamOynbl) u

pacopsIUTENBHOM.

B xoHCcTaTHpyIOIIei YacTH KpaTKO MU3IAraroTcs Ledu U 3a/1a4H, (aKThl U COOBITHS, MTOCTYKUBIITUE

OCHOBaHMEM Uil u3daHus Tmpukaza. OHa MokeT HauuHaTbcs cioBamu "B mensx...", "B

cooTBeTcTBUU...", "Bo ucnonnenue..." u 1. n. Eciu nmpuka3 uzgaerca Ha OCHOBAaHUU JPYroro

JOKyMEHTa, TO B KOHCTaTHUPYIOIIEW YacTU YyKa3blBAlOT HAMMEHOBAaHUE 3TOr0 JIOKYMEHTa B

TBOPUTEILHOM MAJIEXKE, €ro JaTy, HOMEp U 3arojIoBOK.

B oTaenpHBIX CiydasiX KOHCTaTHUPYIOUIEH Y4acTH MOXKET MPEIIecTBOBATh MpeamOyia U3 OJHOTO -

IBYX TIPENJIOKEHUH, B KpaTKodW (opme oTpakawmias CyTh NpHUKa3za, HO TPH ITOM HE
3



nyOnupytomias ero 3arojoBok. OO0bIYHO TIpeaMOyITy HUCIONB3YIOT ISl TOTO, YTOOBI YIIPOCTUTH U
COKpaTuTh (POPMYJIMPOBKY 3arojOBKa.

PacniopsimutensHas 4acTh  OTHENSIETCS OT  KOHCTAaTUPYIOHIEH  CJIOBOM  «IIPUKA3BIBAIO.
PacniopsimuTensHas 4acTh JOMDKHA COACPKATh MEPEUUCICHUE MPEINUCHIBAEMbIX JIEUCTBUN C
yYKa3aHUEM HCIIOJIHUTENSI KaXJI0ro JEHCTBHUS U CPOKOB HCMONHEHHUs. PacmopsaurenbHas 4acTh
MOXKET OBITh pa3lieJieHa Ha MYyHKTbl M MOAMYHKTHI, KOTOPble HYMEPYIOT apaOCKuMU Iudpamu.
Kaxnapiii MyHKT pacnopsiAUTENbHOW YacTH HAYMHAECTCA C YKa3aHUs KOHKPETHOIO JEHCTBUS,
BBIPQXKEHHOTO TJIArOJIOM B HeompeaelieHHON ¢opme. JecTBUsS OJHOPOAHOTO XapakTepa MOTYT
OBITH TMEpPEYUCICHBl B OJHOM IyHKTE. B KauecTBe HCHOJHUTENEH YKa3bIBAIOTCS CIYXKOBI WU
KOHKpPETHBIE TOJDKHOCTHBIE nunia. [locneqHuii myHKT pacnopsIuTeIbHON YaCTH MOXET COACPKATh
CBEJICHUSI O CIIy)KO€ WM JOJDKHOCTHOM JIMIIe, HA KOTOPOE BO3JIOKEH KOHTPOJb HCIOIHEHUS
MpuKasa.

Ecaun npukas u3MeHseT, OTMEHSIET W JOTOJHSIET paHee W3AaHHBIA JTOKYMEHT WU KaKoe-TO €ro
MOJIOXKEHUE, TO OJIUH U3 MMYHKTOB PACTIOPSAIUTEIbHON YaCTH TEKCTa JOJKEH CO/ICPKATh CCHUIKY Ha
OTMEHSIEMbIH JOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro JaThl, HoMepa U 3arojioBka. TekcT
MyHKTa HEOOXOIMMO HauMHATh cioBaMu "[Ipu3HaTh yTpaTUBIINM CHIy...".

B mpukas He cnegyer Bkimrouarh myHKT "llpuka3 moBectu no cBeneHwus...". JIOJPKHOCTHBIE JULIA
MB/IOY Ne 254, no cBefeHHUs] KOTOPBIX JAOBOJAT MPHUKA3, MEPEUUCIIAIOTCS B YKa3aTelle pacChbUIKH,
KOTOPBI HCIIOJTHUTEIh TOTOBUT BMECTE€ C TNPOSKTOM IpuKa3za. B mpukase moa MOANMHUCHIO
JOJDKHOCTHOTO JUIa YyKasbiBaercss Trpud «C mpuka3oM oO3HAKOMIICH(BI)»: C TMOCIEAYIOIICH
MOAMKCKIO BCEX JIMII, YKa3aHHBIX B TIPUKA3E.

3.1.10. Iloamuce BKIOYAaEeT B ce0s HAUMEHOBAHHE JIOJDKHOCTU, WHULIMAIBI U (HaMIIIUIO JIUIIA,
o0maaroIero mMpaBoM M3JaHus MPUKA30B, & TAK)KE CUTHATYPY (JIMYHYIO MOJIMHUCH) MOCIEIHETO.
[Ipuka3pl MOAMUCHIBAET 3aBEAYIOIIMI, a B €€ OTCYTCTBUE - HCIHOJHSIONUNA OO0sS3aHHOCTH
3aBeIyIOIETO.

3.1.11. Bussl BKIIOYAIOT B ceOsl MOJHOE HAaUMEHOBAHHWE AOKHOCTEH BHU3UPYIOLIUX, JIMYHBIC
HOJIMUCH, paciu(pPOBKY MOJIUCEHN U 1aTy.

3.1.12.0¢dopmienue NoaMUCH, BU3BI 1 OTMETKU O MPUIIOKEHUU MPOU3BOJUTCS B COOTBETCTBUH C
nyHkTamu MHCTpyKuu.

3.1.13. Brinucka-konusi ONpesielIeHHOW 4acTH MOMJMHHOTO JIOKyMeHTa. B BbINKMCKe W3 MpuKasza
COJIEpKaTCsl BCe PEKBU3HTHI MpUKa3a 0 PACTIOPSAUTENbHON yacTu. V3 pacnopsanTenbHOW 4acTu
OepyT TONBKO Ty MH(MOPMAIINIO, KOTOpas He0OX0AMMa B Ka)X/JI0M KOHKPETHOM ciiydae. Brimucky
3aBEePSAIOT MPOCTABICHUEM OTMETKU «KOMHS BEPHA» U MOIMUCHIO 3aBEPSIOIIETO.

3.2. Ilonooswcenue. Ilpasuna. Hncmpykuus.

3.2.1. Ilonoswcenue -NOKyMEHT, YCTaHABIMBAIOIINI CHCTEMHO CBS3aHHBIE MEXIy COOOM mpaBuia
110 BOIIPOCaM, OTHECEHHBIM K KOMIETEHIIMH HECKOJIbKUX TOJIKHOCTHBIX JUI] Ui ciy:k0 MB/IOY
Ne 254.

3.2.2. Ilpasuna - NOKYMEHT, 3aKpeIUIAIONIMN HOpPMBI W TpeOOBaHMS, OO0s3aTeNbHBIC IS
BBITTOJTHEHUS JTIOJDKHOCTHBRIMHU JIMiaMu B ciayk6amu MBJIOY Ne 254 B mporecce moBceIHEBHOM
JIeSITEIIbHOCTH.

3.2.3. Uncmpyxkyus - JOKyMEHT, TNPEANUCHIBAIOIINN TOPSAIOK OCYIISCTBICHUS KaKoh- JHOO
JeSITEIIbBHOCTU WM TOPS0OK MPUMEHEHHUS OTACIbHBIX MOJ0KEHUH HOPMAaTUBHO-TIPABOBBIX aKTOB B
ycnoBusx ¢pynkiuonupoBanus MBJIOY Ne 254.

3.2.4. TlonoxeHusi, mpaBWia W WHCTPYKIMU TPUMEHSIOTCS B KaueCTBE CaMOCTOSTEIIbHBIX
OpraHU3allMOHHO-PACIIOPSIAUTENBHBIX ~ JOKYMEHTOB. BBeneHue B J€HCTBHE  yKa3aHHBIX
OpraHU3allMOHHO-PACIIOPSIAUTENBHBIX JOKYMEHTOB OCYIIECTBIISIETCS C YTBEPKACHHUEM UX
3aBenyromeit MBJIOY Ne 254,

3.2.5. Tlopsiaok MOATOTOBKHU MPOEKTA IMOJIOKEHUS, MPABUI M WHCTPYKIMA aHAJIOTHYEH OOIIeMy
MOPSIAKY MOJTOTOBKU MTPOEKTOB HOPMATUBHBIX aKTOB.



3.2.6. Pemienne o mopsike MPUHATHS TOJIOKCHUN, TPABWII, HHCTPYKIIUN HAXOIUTCS B BEICHUU
MBJIOY.

3.2.7. YTBepxaenue opopmisieTcs B popMme Tpuda yTBEpKICHNUS WIH ITyTeM H3/JaHus IprKasza 00
WX YTBEPKICHUH.

3.2.8. Jlaroii momnoxxeHus (MpaBwWi, WHCTPYKIUI) SBISICTCS JlaTa €r0 YTBEP)KICHUS, €CIIA B
COJIEpP’)KaHUU JOKYMEHTA 3TO HE OTOBAPUBACTCS B OT/ICIIHHOM ITYHKTE.

3.2.9.1lonoxenune (mpaBuia, HHCTPYKIMS) Ie€4YaTaeTcs Ha OJAHKE YCTAaHOBJIEHHOW (OpMBI
mpudrom Times New Roman Cyr 14-m,12-M kernem.

3.2.10. TlonoxxeHue UMEET CIEAYIOMNE PCKBU3HUTHI:

- HANMCHOBAHUE YUPEKICHUS;

- HANMCHOBAHUE BHJIA JOKYMEHTA,;

- IaTy YTBEP KJICHUS U COTIIACOBAHMSI JOKYMCHTA,

- 3aTOJIOBOK K JIOKyMEHTY;

- TEKCT JIOKyMCHTA,

- OTMETKY O MPHUIIOKCHHH.

3.2.11. [IpaBwiia, UHCTPYKIIUSI UMEET CJICIYIONINE PEKBU3UTHI:

- HANMCHOBAHUE BHJIA JJOKYMECHTA,;

- IaTy IOKyMEHTA YTBEP)KJICHUS U COTIIACOBAHMSI IOKYMCHTA,

- HOMEp JIOKyMEHTA;

- 3aT0JIOBOK K JIOKyMCHTY;

- TEKCT JIOKyMCHTA,

- MOJIKMCHh O3HAKOMJICHUS C JJOKYMEHTOM;

- OTMETKY O MPHUIIOKCHHH.

3.2.12. HawummenoBanue MBJIOY Ne 254 yxka3piBaeTcss B moJdHON ¢opMe 10 YcTaBy
(Myn#umunansHOe OF0KETHOE JIONIKOIBHOE 00pa3oBaTeabHOE yupexaeHue «Jlerckuit cag Ne 254
KoMOMHHMpOoBaHHOTO BuAa» HoBo-CaBuHoBcKoro paiiona r. Kazanu, neyaraercst ieHTpupoBaHo). B
TeKcTe aomyckaeTcsi cokpamieHHoe «MBJIOY Ne 254y (6e3 kaBbIYEK) B IENSIX PalMOHAIBHOTO
UCIOJIb30BaHUs OyMa)KHOTO pecypca.

3.2.13. HaumenoBanue Buaa qokymenta - "[lonoxenue" - mononusercs npeaioroM «O», «Oo6».
3.2.14. Jlata noxymeHTa opopMisieTcs CI0BECHO-IIUGPOBBIM (YUCIIO IUdpaMu, MECAI] TPOMHUCHIO
(B poauTenbHOM Taaexke), To1 mudpamMu ¢ gonojdHeHueM "r.", Hanpumep, 25asrycta 2013 r.) unu
udpoBbM (25.08.2013) ciocobom.

3.2.15. 3aroioBOK K TEKCTYy MOJIOKEHHsI (POpMYIIUpYeTCS B MPEIJIOKHOM Majexe (oTBedaeT Ha
BoIpoc "o uem?"); 3aroJ0BOK K TEKCTY MpaBUI GOPMYITUPYETCS B POJUTEILHOM Majexe (OTBeUaeT
Ha Borpoc "dyero?"); 3arojlOBOK K TEKCTy MHCTPYKIUU (OPMYIUPYETCS B POAUTEIHLHOM MaJeike
(oTBevaeT Ha Bompoc "koro?").

3.2.16. TekcT MOKYMEHTa W3Jaraercs OT TPEThEro JHIa €IUHCTBEHHOTO HIIM MHO>KECTBEHHOI'O
gucina. B Tekcre mcmonb3yroT cioBa "mgomkeH", "ciemyer", "HeoOxomumo", "3ampermnaercsa’, "He
nonyckaercs'.

3.2.17. TexkcT moKyMeHTa OOBIYHO OTKpPBIBAaETCs HEOOJBINOM mpeamOyoi uim pazaenom "OO0rmiue
MOJIOKEHUSI'", B KOTOPBIX yKa3aHbl OCHOBAHHS Uil pa3pabOTKU JOKYMEHTa, €ro IieNib, 00JacTh
MPUMEHEHHsI, OTBETCTBEHHOCTH 32 HapYIICHHE YCTAaHOBJICHHBIX MIPaBUJI U TEXHOJIOTUH U T. II.
3.2.18. TekcT moxymeHTa MOJOXKEHHs (TPaBWI, HHCTPYKIIMK) MOXKET OBITh pa3/ieJieH Ha TJIaBhl,
MyHKTBl W TOAMYHKTHIL. [JIaBbl MOJDKHBI MMETh Ha3BaHui. WX HYMEpyHOT pPHUMCKUMHU WIH
apabckumu 1upamu. Hymepanuio myHKTOB U MOJIIMYHKTOB JOKYMEHTa MPOU3BOJAT apaOCKUMU
nudpamu.

3.2.19. Eciu 1oKyMEHT U3MEHSET, OTMEHSIET WM JOIOJIHIET paHee U3IaHHbIN JOKYMEHT WU €ro
OTJIEJTbHBIE TTOJIOKEHHSI, TO 00 ITOM JIeaeTCs COOTBETCTBYIOIIEE MPUMEUAHUE B 3aKITIOYUTEIHHOM
MyHKTE.



3.3. Ilpomoxon
3.3.1. IIporokon - HOKyMEHT, (DUKCUPYIOUIUH COAEpKAaHHE COBEIIATEIBHBIX MEPONPHUATHNA H
MPUIAIONINN IOPUANIECKYIO CHITY IPUHSATHIM Ha HUX PEIICHUSM.
3.3.2. Ilpotokon cocTaBisieTCsi HAa OCHOBaHMHM pabOYMX 3aMUCei, MPOU3BEACHHBIX BO BpEMS
COBEIIAHUM, a TaKKE Pa3INYHBIX MUCHMEHHBIX MaTEpHANIOB (TE3UCHI JIOKJIAI0B M BBICTYIUICHUM,
CIIpaBKH, MPOEKTHI PEIICHUM U Ap.).
3.3.3. Benenue 3amucu Bo BpeMsl 3aceaHus, cCOOp MaTepraioB U MOJATOTOBKA TEKCTa BO3JIAracTCs
Ha CEeKpeTaps KOJJIErHaJIbHOTO OpraHa UM COTPYAHHKOB, TOTOBUBIINX BOMPOCHI K 00CYKICHUIO.
3.3.3. TekcT mpOTOKOJIa JOJKEH OBITh MOJATOTOBIICH HE MO3THEE YeM uepe3 TPHU JHS C MOMEHTa
MIPOBEJICHUS COBEILIAHMUS.
3.3.4. TlomWMHHWKYU JTOKYMEHTOB IO BOIPOCaM, PAaCCMOTPCHHBIM Ha 3aCEIaHWU, HAIPaBIISIOTCS
JUTSI TIOJIIITMBKY B JIEJI0O BMECTE C BBITUCKOW U3 MPOTOKOJA O MPUHATHIX PEIICHUSIX.
3.3.5. IIpoTokon nMeeT CleAyIoIie PeKBU3HUTHI:
- HAMMEHOBAHKE BUJA JOKYMEHTA,;
- 1aTy JOKyMEHTA;
- HOMEp JOKyMEHTa;
- 3aT0JIOBOK K JIOKYMEHTY;
- TEKCT JJOKyMEHTA;
- TOJITHCh;
- BU3BI;
- OTMETKY O MPHUJI0KCHHH.
3.3.6. IIpotokon nevararoT ¢opmara A 4 mpudrtom Times New Roman 14-m,12-m kernem wim
MUIITYT BPYYHYIO.
OdopmieHue peKBU3UTOB MPOTOKOJIA MPOU3BOUTCS ¢ COOMOACHUEM HUKECIIETYIOIINX MPABUII:
3.3.7. HaumenoBanue nokymenta - "[IpoTokon" - medaraercs OT IpaHULIbI BEPXHETO MOJIsl OJiaHKa
NEYaTHBIMU OYKBaMH, MOTYKUPHBIM HIPUDTOM.
3.3.8. 3arosoBOK K TEKCTy HPOTOKOJA COJEPKUT Ha3BaHHE IPOTOKOIBLHOTO MEPONPUITHS
(coBemlanue, 3aceqaHue, cooOpaHrue) U HAaMMEHOBAaHUE KOJIETHAIILHOTO OpraHa, paboTa KOTOPOTo
IPOTOKOJIUPYETCs. 3arojioBOK B IMPOTOKOJIE OTAENSETCS OT MPEeAbIAYLIEro pPEeKBU3UTA JBYMS
MEKCTPOUHBIMU UHTEPBAJIAMU U PACIIONAraeTcsl HEHTPOBAHO OTHOCUTENILHO PEKBU3UTOB OJIaHKA.
3.3.9. Jlara mpotokoia ohopmisieTcsi B COOTBeTCTBHHM ¢ 1. 3.1.11.
3.3.10. TekcT mpoToKoOIa MIeYaTaeTcs 4Yepe3 OANH MEKCTPOUHBIN HHTEPBAI.
3.3.11. Kaxnprit pa3aen npoTokoyia HyMepyeTcs apaOCckoi 1udpoii.
3.3.12. Tekct npoToKOia, KaK MPaBUIIO, COCTOUT U3 IBYX YacCTeHl - BBOJHOW U OCHOBHOM.
3.3.13. BBomHas uacTh TEKCTa COJIEPKUT CBEACHHMS O TMpejcelnaTene, CeKpeTape,
IPUCYTCTBYIOIINX, OTCYTCTBYIOIIMX, TPUTTIAIIEHHBIX U O MIOBECTKE JHSI.
JI1st v, TOTIOJTHUTENIBHO MPHUTIIAICHHBIX Ha COBEIaHre u3 Yucia coTpyaHuKoB MBJIOY Ne 254,
MoMUMO (aMWIMKA ¥ WHUIIMAJIOB, YKAa3bIBAIOT 3aHUMAEMYIO JOJKHOCTb, a Ui CHEIHAIUCTOB U3
JIPYTUX OpTaHU3AIUH - TOJPKHOCTHh M Ha3BaHUE OPTaHU3AIlIH.
CnoBa «lIloBecTka nmHA» pacmojiararoTcsi ILEHTPUPOBAHO, IIOCJIE€ HHUX CTABUTCS JBOECTOYHE.
Bormpockl moBectku AHs HymepyroTcsa. Kaxaplii HOBBIM BOMpOC mMedartaercss OT 1-TO MONO0XKEHUs
tabynstopa. [locnenoBaTenbHOCTh PACIONOKEHHUSI BOMPOCOB OMNPEACNSETCS CTENEHBI0 HUX
BakHOCTH. DOPMYIHPOBKA BOMPOCOB MOBECTKU JHS HauMHaeTcs ¢ mpeayoroB "o", "o0". Jlokman
(otuer, cooOmieHue, wWHOpPMAIHA), HAUMCHOBAHHE JOJDKHOCTH, HWHHUIIMAIBI MW  (HaMIIHIO
JOKJIalYMKa MUIIYT B POJAUTENbHOM majexe. He BkiItouaTh B MOBECTKY JHS MyHKT '"Pasnoe".
Kasxip1ii Borpoc T0KeH ObITh KOHKPETH3UPOBAH.
3.3.14. OcHOBHas 4acTh TEKCTa COCTOUT U3 Pa3/IeIOB, COOTBETCTBYIOUIMX ITYHKTaM MOBECTKU JHS
MIPOTOKOJILHOTO MEPONpUATHA. TEeKCT KaXKJ0ro pas3zelia U3jaraiT B MOCIEI0BATEIbHOCTH:
"Caoymwanu - Bseictymwin - IlocranoBunm (Pemmnm)". OTu ciioBa mnedararoT NPONUCHBIMU
OyKBaMHU.



3.3.15. Ilepen cinoBom "Cnymanu" cTaBUTCS HOMEpP BOIIpOCAa IMOBECTKHU [JHS, MOCIE HEro -
nBoeroure. PaMuaus JOKIAJUMKa ME€YaTAETCS B MMEHUTEIBHOM MAJeKe OT 1-ro MoJIokKeHUs
neyaTatroiiero ycrpoiictsa. Ilocne Gamunum cTaBsTCS MHULMAIBI, 3aT€M JIBOCTOUYHE, KaBbIUKA U
MUIIETCSl COAEpX aHUe JoKiana B ¢GopMe NpsMOW peud, KaBbluKM. OCHOBHOE cOAEpkKaHHE
JIOKJIaJIOB M BBICTYIUIGHUH U3Jaraerci B TEKCT€ NPOTOKoJia Te3ucHOo. [lonHble TEKCThI
BBICTYIIJIEHUN (JIOKJIA/IOB), 3aBEPEHHbIC IMOJIUCHI0O COOTBETCTBYIOIIMX JIMI, NIPHUJIAraroTcs K
npotokoily. B mocinenHem ciiydyae B TPOTOKOJIE JeiaeTcsi CHOcKa: "TEeKCT BBICTYILICHUS
npuiiaraetcs” (B MpoTokosie 0e3 KaBbIYeK).

OOcyxaeHUIO JOKJIaJa MOTYT MpPEeAlIeCTBOBAaTh BOMPOCHl K JOKIAAYUKY, KOTOpPbIE BMECTE C
oTBeTaMu BKIO4aroT B paszaen "Cnymamu". Ilepen 3amuchro Ka)Xaoro BOMNPOCA YKa3bIBAKOTCA
MHULMANbI, (paMuiInsg M JODKHOCTh €ro aBTopa M craBuTca ABoeroune. ConepikaHue Bompoca
3anuchIBaeTcs B popMme npsamoil peun. [lepea popmynupoBkoit orseta numiercs ciioBo "Otset" (B
MPOTOKOJIE 0€3 KaBbIYEK), CTABUTCS JIBOETOYME M 3alMCHIBAETCSA OTBET B (hopMe MPSIMON pedd B
KaBbIUKaX.

Xoxa oOcyxaeHus Jokiaga oTpaxaercsa B paszaene "Bwictynunu". Ilocnme crmoBa "BeicTynmuian"
CTaBUTCA JBoeToune. PamMWIMIO BBICTYMAIONIETO MUINYT B HMMEHUTEIBHOM THajaexke oT 1-ro
MOJIOKEHUsI  MeYaTarollero yCTPOMCTBA, 3aTeM YKa3blBalOTCS HMHMIMAIBI W JIOJKHOCTh
BBICTYTAIOIIET0, CTABUTCS TUPE U CO CTPOYHOM OYKBBHI MeYaTaeTcsi CoJEep>KaHUE BBICTYIUICHUS B
(dhopme KOCBEHHOM peyH.

[lpunsteie pemenus coxaepxkarcs B paszzaene "l[locranoBunmu (Pemmn)". Ecnu  pernenwuit
HECKOJIbKO, OHM HyMEPYIOTCsl apaOCKuMu nudpamu ¢ Toukoil. Kaxkmoe pernienue conpoBoxkaaeTcs
yKa3aHUEM JIOJKHOCTH, (GaMUIMM ¥ WHUIMAJIOB OTBETCTBEHHOI'O 32 €ro BBINOJIHEHHE M CPOKa
MCIIOJTHEHUSI.

3.3.16. IlocranoBnenue (pelieHne) MpOTOKOJIHHOTO MEPOTIPUSITHS U3JIaraeTcsi B TEKCTE MPOTOKOJIA
nonHocThio. ConepikaHue 0co0Oro MHEHHS, BBICKA3aHHOTO IMpPU BBIPAOOTKE IO CTAHOBJICHUS
(peuenust), GUKCUpPyeTCS B TEKCTE IMOCJIE COOTBETCTBYIOIIETO IMOCTAHOBJICHUS (pelieHus ). 31ech
e MPUBOJAT pe3yIbTaThl TOJIOCOBAHUSA ITPU HEOOXOIUMOCTH.

B mocraHoBisionel 4acTu TEKCTa MPOTOKOJIA MOXKET COJIEPKAThCS MyHKT O MPUHSATHUU KaKOIro-
b0 AoKyMeHTa. B 3ToMm ciiyyae MpUHSATHIM AOKYMEHT MHpUJaraercs K MPOTOKOIY, B KOTOPOM
IPUBOJIUTCS CChLJIKA HA €r0 HOMEp U JAaTy.

3.3.17.CymecTByIOT TOJiHasA, COKpalleHHas W Kparkas ¢opmbl IpoTokojoB. CokpalieHHas u
KpaTkas (GopMbl MPOTOKOJIOB NPHUMEHSIETCs, KOrja He TpedyeTcs MOApOoOHOW 3amucu Xoja
00Cy3KJIeHUsI BOITPOCOB.

3.3.18. B cokpallleHHBIX TPOTOKOJIAX TOCJE CIHCKA MPUCYTCTBYIOMIUX WM MPUTIANIEHHBIX
yKa3bIBaeTCsl Ha3BaHue Jokjiaaa. llocnemnsisi cTpoka Ha3BaHUS JOKJIaaa moadepkuBaercs. [lof
4epToil B CKOOKax mevyaTaroTcs (pamMuiiuy BBHICTYMAIOMIMX B MOPSAKE MX BBICTyIUIeHUs. HazBanue
KXKJIOTO JIOKJIa/1a 3aKaHYMBACTCS MPOTOKOJIBHBIM PEIICHHEM WM TOCTAHOBIICHUEM.

3.3.19. B mnporokone KpaTkoid (GOpMBI YyKa3bIBalOTCSI TOJIBKO PACCMOTPEHHBIC BOMPOCHI U
MIPUHSTHIC PEIICHUS.

3.3.20. IIporokon moAmMMCHIBaeTCs TMpejceaaresieM U cekperapeMm. J[aToit mpoTokona siBseTCs
JaTa MPOTOKOIHHOTO MEPOTIPUSTHS.

3.3.21. TIporokonam MpUCBaWBAIOTCS MOPSAKOBBIE HOMEpa B MpeJenax yueOHOro rojia OTAeIbHO
MO0 KaXJOW TpYyIIe MPOTOKOJIOB: MPOTOKOJBI OOHmMX coOpaHuii paOOTHHUKOB, 3aceIaHHid
MEIarorHuecKoro COBETa, pOJUTENIbCKUX COOpaHUii U Jp.

3.3.22. Homepa penieHui, TPUHATHIX Ha 3aceNaHUsX, COCTOAT W3 HOMEpa MPOTOKOJa, HOMEpa
paccMaTpUBaeMOro BOIPOCAa B IOBECTKE JHSA M IOPSAKOBOIO HOMEpA PpEUIEHUS B Mpefesiax
BOIIpOCA.

K HOMepaMm MpOTOKOJIOB M PElIEHUH MOKHO MPUOABISATH JIUTEP COTJIACHO TOMCKOBOM CHCTEME,
npunaToit B MBJIOY Ne 254,



Konuu mpoTokonoB mpu HEOOXOAMMOCTH pAaCChUIAIOT 3aWHTEPECOBAHHBIM OpPTaHHU3aUsM H
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBUU C YKa3aTelIEM pACCBUIKU. YKa3zaTelb COCTaBISET H
MOJITMCHIBAET OTBETCTBEHHBIN HCIIOJHUTENb CIIYyXObl, TOTOBHBIIHN pPAacCMOTPEHHE BOMPOCA.
Konmu nmporoxosnos 3aBepsrot nedarsio MBJIOY Ne 254,
3.3.23. PenieHnst mpOTOKOJIBHBIX MEPOMPHUATHI JOBOAAT JI0 WCIIOJTHHUTENCH B BHJIC BBIITUCOK U3
IIPOTOKOJIOB. BBIMCKA 13 MPOTOKOIA COACPKUT CIAEAYIOIINE PEKBU3HUTHI:
- HAMMEHOBAHUE YUPEKIACHUS;
- HAaMMEHOBaHue BHUJia JokyMeHTa ("Boinucka u3 nporokona");
- ATy AOKyMEHTa;
- HOMep JOKyMEHTa;
- 3aT'0JIOBOK K JIOKYMEHTY;
-BBOJHYI0 4acTb Tekcra mportokona: "IIpencemarens", "Cekperaps", "lIpucyrcrBoBamu',
"[Ipurnamennsie”, "[loBecTka aHsA";
- OCHOBHYIO 4acTh TekcTa nportokoia: "Caymamu", "[locranosunu", "["onocoanu";
- moanmuch (0€3 JIMYHBIX TOJNHUCEH, TaK KakK BBIMHCKH, KaK MPaBHIO, 3aBEPSIOTCS TOJBKO
MOJIMUCHIO CeKpeTaps);
- OTMETKY O 3aBEpEHHUH KOIHUH.
Brinucka u3 nporokosna 3aBepsiercs nedarbio MBJIOY Ne 254.

3.4. Cnysceonvie nucoma
3.4.1. CnyxeOHble MMCbMa MOTYT ObITh MHUIIMATUBHBIMHU U OTBETHBIMU. Bce city>keOHbIe nHchMa,
BbicbuTaembie 3a mpenensl MBIAOY Ne 254, cuurtarorcs ucxomsummu. CiyxeOHbIE THCHMA,
nocrynatomme B MBJIOY Ne 254 - Bxopsamue. CiyxeOHble mHUchbMa (CIIy’KeOHbIE 3alUCKH),
MUPKYJIHPYIOIINE MEXIY JOJDKHOCTHRIMH JuiamMu u ciyxxkO6amu MBJIOY Ne 254 cuutarorcs
BHYTPCHHHMH.
3.4.2. Cpok UCTHIOTHEHUS! OTBETHOT'O MUChMA YCTAHABIIMBACTCS:
- coo0pa3Ho C yKa3zaHUEM, COJIePXKALUMCS B IOKYMEHTE (MMUCbME U T. II.), Ha KOTOPBII Jal0T OTBET
HACTOSIIUM MHUCHMOM;
- pe3oITIoIMeil pyKOBOAUTENS Ha TIOKYMEHTE.
B ocTanbHbBIX cioyyasix CpOK OTBETa Ha CIIy)KeOHOe MUChMO YCTaHABJIMBAECTCS 3aBENYyHOIIMNA (HO
IIPU 3TOM OH HE MOKET npeBblaTh 30 1HEH ¢ MOMEHTA MOJIYYeHUS IOKYMEHTA YUPEKICHUEM.
3.4.3. Cpoku noJArOTOBKY MHUIIUATUBHBIX MHCEM OMPEEIISIIOTCS 3aBEAYIOLIUM.
3.4.4. CnyxeOHple TTMCbMa TeYaTalOTCs Ha TUTYJIbHBIX OnmaHkax MBJIOY Ne 254 nns nucem
YCTaHOBJIEHHOTO 00pa3iia WK MUIIYTCA BPYUHYIO (BHYTPEHHUE).
3.4.5. Tekctr cimyxeOHOro mnHCcbMa, KaK MPaBUIO, JODKEH KacaThCs OJHOTO BOMpOCa WU
HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aUMOCBS3aHBbI.
TekcT ciykeOHOro mruchmMa U31araercs:
- oT 1-To nMIla MHOXKECTBEHHOTO 4YHclia, Hampumep: "[IpocuM HarpaBUTb...
paccMoTpeHue...";
- OT 3-TO JIUIIAa €IUHCTBEHHOTO YHCIIa, TOMyCcTUM: "PyKOBOACTBO YyUpEKIEHHUS CUUTACT...
MeJIaroroB yupekIeHUs pacCMOTpel..." u T. 11.;
- oT 1-ro nuna equHcTBeHHoro yucia: "[lpomry...", "Hanpasnsto..." u T. 1.
3.4.6. Texkct ciry>)keOHOTO MUChMa OOBIYHO COCTOUT U3 JIBYX 4acTeil. B mepBoil yactu uzmnaratorcs
MOTHBBI MUCBMEHHOT0 OOpaiieHus (B HeOOXOAUMBIX CIydasiX - CO CChIJIKOM Ha COOTBETCTBYIOIIHE
HOpPMaTHBHO-TIPAaBOBbIE U OPraHMU3alMOHHO-PACHIOPSAUTENbHbIE TOKYMEHTHI). Bo BTOpO# uacTw,
HaYMHAIONIeHCcsT ¢ ab3ala, u3jaraercs CyTh OOpalleHus - Mpoch0a, COOOIIeHHE KakKoW-Tuoo
uH(pOpMaIMH, CONPOBOAUTEIBHBIN TEKCT U T. M. B HEOOXOOUMBIX ClIyyasX CIyXkeOHOe MUCHBMO
MO>KHO 3aBEpIIUTh KPATKUMHU BBIBOJIAMHU.
3.4.7. TekcThl OTBETHBIX MUCEM JIOJIKHBI TOYHO COOTBETCTBOBATH 33aJaHUSM, 3a()UKCUPOBAHHBIM B
PE30IIIOLIMH PYKOBOIUTEISL.

n

, "HampaBisiem Ha

', "CoseT

1



3.4.8. laToii ciy»ke€OHOro MMChbMa BO BCEX CIlydasix sBJISIETCS JaTa ero noanvcanus. [Ipu Hanuuun
NPWIOKEHUH K CIy)KeOHOMY MNHCbMY 00 3TOM JI€JaeTcsi COOTBETCTBYIOLIAs CChUIKAa B
3aKJIFOUNTEIBHOM a03alle TeKCTa.
3.5. Teneghonozpamma
3.5.1. TenedoHorpamMmma BKJIIOUAET CIICAYIONINE PEKBU3UTHI: HAUMEHOBAHUE YUPEKICHUS, aapec,
JaTty, WHJEKC, TEKCT, IOANKNCh, OTMETKM O BPEMEHU TMepelauyd | yKa3aHue JOJKHOCTEN
1 pammnuil (Mau ToabKo (haMUIIUIA) JINI, PUHABIINX U MepenaBinx tenegonorpammy. B ciyuae
OTCYTCTBUS OJIAaHKOB /7S Tele(OHOrpaMM MPUMEHSIOTCA JUCTBI Oymaru Qopmata A4.
TenedoHorpaMmmbl COCTaBISIIOTCS B OAHOM HK3EMIUISPE, MOAMKMCHIBAIOTCS PYKOBOAMTENIEM WU
HEMOCPECTBEHHBIM UCIIOTHUTEIIEM.
Texct He nomxeH BkiIo4arh Oonee 50 cioB. TenepoHorpamma noiKHAa OBITH JaTUPOBaHA
Y TIOJINIMCAHA JIMIIOM, OT UIMEHU KOTOPOTO OHA MepeaeTcs.
3.5.2. TenegoHorpamma nepenaeTcsi HECKOJIBKUM ajjpecaTaM Mo NpUaraeMoMy CIHCKY aJIpecaToB
1 HOMEPOB TeIEePOHOB.
3.6. 3anenenue
3.6.1. 3asBrnenne — 95T0 opuIMaATLHOE COOOIIeHHE B MUCbMEHHOU (hopme. OHO COMEPHKHUT yarie
BCET0 TMPEAJIOKEHHE, JKaIoOy WM TPOChOy KaKOro-Tmbo 4YeloBeKa, aJIpeCcOBAaHHBIC WU
OpraHu3aluy, WIA JOKHOCTHOMY JIUILY.
3asBieHue oopmiiseTcs Ha CTaHAAPTHBIX JIMCTax Oymaru gopmata A4.
3.6.2. 3asBlieHME BKJIIOYAECT: aJpecar, KOTOPOMY HaIlpaBIISIETCAd 3asBJICHUE, JOJKHOCTb,
MOJIHOCTBIO-(DaMUJINIO, MM, OTYECTBO aBTOpa 3asBIICHUSA, HANMEHOBAHHUE JIOKyMEHTa, TOYHOE
U3JIOKEHUE TPOCHOBI, MPEUIOKEHUS, OMUCh MpPUJIaraeMbIX K 3asBJICHUIO JOKYMEHTOB, JaTa,
MOJIHUCH.
3.6..3. B 3asgBieHUHn UCHONB3YyeTCs, KakK MPaBUJIO, OPUIMATIbHO-AETOBAs JIEKCHKA, B HEKOTOPBIX
3asiBJICHUSIX JIOMYCKAETCsl ynoTpedaeHre myOIUIUCTUYECKOM JIEKCUKH.
3.7. 3anucka
3.7.1.3anucka (aHanuTHYECKas, JAOKIAAHAs, CiIyXkeOHas, OOBSCHUTEIbHAs)) — JOKYMEHT,
aJipeCOBaHHBIA PYKOBOJMUTENIO JIAHHOTO WJIM BBIIIECTOAIIEIO YUPEKICHUS U COJEpKaluil
00CTOSITENIbHOE U3JI0KEHUE KaKOTr0-1100 BOIPOCa C BHIBOJIAMHU U MPETIOKEHUSIMU COCTABUTEIIS.
3.7.2. [oxmamHasi 3amMcKa COCTaBJIAETCA Kak I10 JIMYHOM HMHHUIMATHBE aBTOpa (paboTHHKA),
TaK U 10 yKa3aHuto (MMCbMEHHOMY UJIU YCTHOMY) PYKOBOIMTEIIS.
3.7.3. 3anucka cocTaBiseTcss Ha OyMa)KHOM HOCUTENE UK B DJIIEKTPOHHOM BH/IE.
OdopmieHnue 3amucKud  3aBUCUT  OT agpecata. [lpu cocTaBieHUM  JTOKJIAIHOM  3alHCKH,
aJIpeCOBaHHOM PYKOBOJUTENIO YUPEKICHHUS B paMKaX YUpEXKICHHS, OHA CUMTAETCS BHYTpPEHHEH
u opopmiisieTcsi Ha CTaHOApTHBIX JucTax Oymaru ¢opmara A4. Ecnu 3ammcka ajapecyercs
3a Mpeesbl YUpexKACHUs, TO €€ 0POpMIIIIOT Ha OJIaHKE, ¥ OHA HA3BIBAETCSl BHEIITHEH.
BHemnss 3amucka JO0JDKHA COJEPKaTh CIEAYIOIIME PEKBU3HUTHI: HAMMEHOBAHHUE YUYPEKICHUS,
BUJI IOKYMEHTA, JaTa JOKYMEHTa, PEruCTPAllMOHHBIH HOMEpP, MECTO COCTaBJCHHS, Ha3BaHHE
JIOKYMEHTa (3aroJIoBOK K TEKCTY), €Clid TeKCT Oonee 4 — 5 cTpok, aapecat (bl), TEKCT, MOAMKCH
PYKOBOJIUTEINS YUPEIKICHHUS.
BHyTpeHHss 3amucka JOJKHA COAEpXKaTh CJEAYIONIME PEKBU3UTHL: BHUJ JOKYMEHTa, JaTa
JIOKYMEHTa, Ha3BaHUE JOKYMEHTa (3aroJoBOK K TEKCTY), €clid TeKCT bonee 4 — 5 cTpok; aapecar
(p1), TEKCT, MOANUCH (C YyKa3aHUEM JOJKHOCTH, GaMuiny, wuHUNHUAIoB). IloamuceiBaer
BHYTPEHHIOIO JOKJIAIHYIO 3aIIUCKY COCTaBUTEIIb.
3.7.4. Pa3HOBUIHOCTHIO JOKJIATHOM 3alMCKU SBJSAIOTCA MpenactaBieHus. OHM UCTOJIBb3YIOTCS
IIpU IOKyMEHTUPOBAHUU  KaJpOBOW  JIEATEIBHOCTH W COCTaBIAIOTCA  PYKOBOJUTEIEM WIH
3aMecTUTeNeM pykoBoauTens. [IpencTaBieHns COCTaBISAIOT B CIydasx MOOUIPEHUs! paOOTHHUKOB,
HaJIOKEHUS B3bICKAHWUMN, TPOBEICHUS aTTECTALIH.



3.8. Akm
3.8.1. AKT —  JIOKYMEHT, COCTaBJICHHBIN Y IOANHUCAaHHBIN HECKOJIbKUMH JIMIIAMHA
Y TIOATBEPKIAIONINI yCTAaHOBJICHHBIE (PAKTHI U COOBITHUS.
AKTBI COCTaBJSIIOTCS 110 pe3yjbTaTaM pPEBU3UHM (PUHAHCOBO-XO3SIICTBEHHOW JESTEIBHOCTH,
npueMa — mnepeiayu Aell, MPOBEPKU HAIUYHWS, MHBEHTAPU3ALUU U JIp.
AKT cocCTaBisIeTCSI KOMHCCHOHHO (HE€ MEHee [JIByX COCTaBUTENEH) WKW  CHEUUaTbHO
YIIOJIHOMOYEHHBIM JOJIKHOCTHBIM JIMIIOM.
3.8.2.  Axr opopmisieTcs Ha CTaHOApTHBIX JucTax Oymarn wmpuptom Times New
Roman (Cyr) pasmepom Ne 14 u uMeeT cieayromue peKBU3UTHI.
['pud yTBEepxkACHUS BKIIOUAET CIOBO «YTBEPXKIAI0», KOTOPOE MEYaTaeTCs MPOMUCHBIMUA OyKBaMH,
0€3 KaBbIU€K, HAMMEHOBAHUE JOJDKHOCTH JIMIA, YTBEPXKIAAIOMIETO aKT, JUYHYIO TOJIIUCH,
ee pacmuppoBKy U JaTy.
CnoBo «yTBepKaar0», HAMMEHOBAHUE JOKHOCTH JIMIA, YTBEPAUBIIETO JOKYMEHT, pacuindpoBka
MOAMKCH U JaTa pa3AensroTcs 1,5 MeXXCTpOUHBIMU UHTEPBATaAMHU.

HanmenoBanue Buga pokymMeHta — axkT. HaumMeHoBaHue BuAa JOKYMEHTa  OTHAECISAETCS
OT MPEIBIAYLIErO0 pEKBU3UTAa 3 OJMHAPHBIMU MEKCTPOYHBIMH HMHTEpBajlaMH, I€4aTaeTcs
MIPONMCHBIMHU OykBamu, BBIJICIISIETCS mpudrom Ipyrou HAaCBIIICHHOCTH

Y BBIPABHUBAETCS 1O LIEHTPY.

Homep odpopmisiercst apabckumu miudpamMu v megataeTcsl MOCHE CI0BA aKT, HA TOH ke CTPOKE.
Jlata akTa JOHKHA COOTBETCTBOBAThH JHIO aKTUPYEeMOro (hakTa Wiu COOBITUS W OQOPMIIIETCS
CJIOBECHO-IIU(POBBIM CIIOCOOOM Uepe3 2 OAMHAPHBIX MEKCTPOUHBIX MHTEPBaa OT 3arojOBKa.
MecTo n3nanus yKa3pIlBa€TCS HA OJHOM JIMHUU C TATOM.

3aroJIOBOK  OTAENSETCS  OT NPEABIAYIIEr0 PEeKBU3UTAa 3 OJMHAPHBIMM  MEXKCTPOUYHBIMH
WHTEpBAJlaMH, T[ieyaTraeTcsi uepe3 | HWHTEpBaj, BBIICIASCTCS TMOIYKUPHBIM  IIPUPTOM,
Y BBIPABHUBAIOTCS IO LEHTPY. TOUKA B KOHIIE 3aroJIOBKA HE CTaBUTCS. B 3arolioBKe K TEKCTY akTa
yKa3bIBa€TCSl Ha3BaHUE WJIM KPATKOE COJICPKAHUE aKTUBHPYEMOTO (pakTa Uil COOBITHSI. 3ar0JIOBOK
JOJDKEH OTBeuarh Ha Bompoc: «O ueMm?» cocTaBlieH akT, Hanpumep: «O BblIeTCHUN
K YHUUYTOXKECHUIO JOKYMEHTOB U JEJ, HE MOICKAIMX JATbHEUIIEMY XPAHEHUIOY.

TekcT oTaensiercst OT JaThl U MECTa U3JaHUS aKTa 3 MEKCTPOYHBIMU HMHTEpPBAJIAMHU U TI€YaTaACTCs
yepes 1,5 unrepnaina.

TekcT akTa COCTOUT U3 JBYX YAaCTEW — BBOJIHOM U KOHCTaTUPYIOUIEH.

BBoaHas yacTe TekcTa akTa HauyMHAETCA CJIOBOM «(OCHOBAHME:» IOCJIE KOTOPOI'O YKa3bIBAETCS
HAaNMEHOBAHUE JIOKYMEHTA, MOCIY>KUBIIEr0 OCHOBAHUEM [IJI1 COCTABIICHUS aKTa, €ro JaTa, HOMEep
1 3aroJIOBOK.

C HOBOM CTPOKHM OT JIEBOM I'paHUIIbl TEKCTOBOTO MOJISI JOKYMEHTA IeyaTaeTcs ciioBo « COCTaBIICHY,
CTAaBHUTCS JBOETOYME, W Jajiee IMEePEUUCIIAIOTCS (aMHJIMM W MHUIIMATIBI COCTaBUTEICH aKTa WiIu
COCTaB KOMHCCHH.

daMUITUN WICHOB KOMHUCCHH PACIIONararoTcs B aipaBUTHOM TOPSIJIKE.

KoHcratupytromasi 9acTh TEKCTa akTa HayWHaeTcs c ab3ama. B Hel m3nararoTcs mend, 3aaaqu
1 CYIIECTBO pabOTHI, MPOACIIAHHONW COCTABUTEIISIMH aKTa, €€ pe3yIbTaThl.

B koHIIe TeKkcTa yKa3bIBAIOTCS CBEJICHUS O KOJMYECTBE HAlEYaTaHHBIX SK3EMIUISIPOB aKTa, MECTE
X HaXOXKIEHUS WIIH aJpecarax, KOTOPbIM OHU HAIIPABJISKOTCS.

KonnuectBO 3K3eMIUIAPOB aKTa OMNPEACNSeTCS  KOJIUYECTBOM 3aMHTEPECOBAHHBIX CTOPOH
WJIX HOPMATUBHBIMH NPABOBBIMHU JOKYMEHTAMU, PETJIAMEHTUPYIOIIUMH COCTABIICHUE AKTA;
[Toanuck oTaensercs oT TeKcTa 3 OJIMHAPHBIMU MEKCTPOYHBIMUA UHTEPBAJIAMH.

AKT TIOAMHUCHIBACTCS TMpeJcenareieM KOMHCCUM W BCEMHU JIMIIAMH, NPUHUMABIIUMH Yy4acTHE
B €r0 COCTaBJICHUU.
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4. lIpaBuiia opopMiIeHUS JOKYMEHTOB
4.1. Obuue mpebosanusn K oghopmaenuto 00KymeHmos
4.1.1. Odopminenue noxkymentoB B MBJIOY Ne 254, BeICBIIaeMBIX 3a €ro TMPEAEIbl, CICIYyEeT
MPOM3BOIUTE Ha oduimanbHbXx Onankax MBJIOY Ne 254, Bayrpennue nokymentst MBJIOY Ne
254 nagnexxut oOpMIISITh Ha YHCTHIX JINCTAX MAIIMHOMKUCHOW Oymarn opmarta A4 u AS.
B oraenbHbIX chnydasx (Hampumep, A8 NPWIOKEHHH K JOKYMEHTaM, PE30JIoUMA U T. II.)
JIOITYCKAETCs UCIOIb30BaHNE MAITMHONUCHOM OyMaru opmaTta A3 u A6.
4.1.2. Ilpu nmoAaroToBKe NOKYMEHTOB PEKOMEHJIYETCs NMPUMEHATh TEKCTOBBIM penakTtop Word c
ucnosb3oBanueM mpudtoB Times New Roman 12-m (1151 odopmieHust TaOIMYHBIX MaTepHaliOB),
13, 14, 15-m kernem, Times New Roman 12, 13, 14-m keryiem yepe3 OJ¢H - [Ba HHTEPBAIA.
4.1.3. Ilpu noAroTroBKe TaOMUYHBIX JOKYMEHTOB (Hampumep, s pa3pabOTKU OTYETHO-
CTaTUCTHYECKUX (OPM M T. I.) JAOMYCKAETCS MPUMEHSATh CTAaHAAPTHBIE CpeAcTBa TAOIMYHOIO
penaktopa Excel for Windows. [Ipu moarotroBke npe3eHTallMOHHBIX (BU3yaJIbHBIX) JOKYMEHTOB
(cxem, mmarpamm, rpaduKOB U T. T.) JOIMYCKAeTCs MHCIOIB30BaTh CTaHAAPTHBIE CPEJICTBA
penaktopa npe3entanuii PowerPoint for Windows.
I'padbl 1 cTpoKK TaOIUIBI OTKHBI UMETh 3ar0JIOBKH, BHIPAKEHHbIE MMEHEM CYLIECTBUTEIbHBIM B
MMEHUTEeNbHOM najexe. [1oa3aronoBku rpad U CTPOK JTOJIKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMH.
Ecnu tabnuiy neyaTtator 6ojiee yem Ha OJIHOM cTpaHwuIle, rpadbl TadnuIle 0053aTeIbHO HYMEPYIOT
Y Ha CJIEYIOIIMX CTPAHUIIAX CTaBST TOJIBKO HOMEpa 3THUX Tpad.
4.2. bhanku MB/OY.
4.2.1. Hoxymentst MBJIOY Ne 254 odopmisiorcs Ha o¢uUUaibHBIX OJNlaHKaX U HMEIOT
YCTaHOBJICHHBIM KOMILJIEKC 00s3aTeNIbHBIX PEKBU3UTOB U TOPSAJOK MX PACTIONOKEHUSI.
brnanku MOKYMEHTOB H3rOTaBIMBAIOTCA TUMOTpadCKUM CIOCOOOM MM METOJIOM OIlepaTUBHOMN
nonurpaduu Ha CTaHJAPTHBIX JUCcTax Oymaru ¢popmarta A4, AS.
B 3aBucHMOCTH OT pacnonoXeHus: peKBU3UTOB YCTaHABIMBAIOT /1B BapuaHTa OJaHKOB: YTJIOBOU U
MIPOJOJIbHBIN.
4.2.2. BMBOY Ne 254 uicnionib3yroTCs CIEAYIOIINE BU bl OJJAHKOB:
- OJIaHK KOHKPETHOI'O BHJIa JOKYMEHTa
- o6muit 6;mank MBJIOY Ne 254- ¢ yka3anuem HauMmeHoBaHus (Ha Oymare popmara A4 u AS)
- OnaHk nHcbMa - ¢ ykazaHueM HauMmeHoBaHus MBJIOY Ne 254 u cnpaBOYHBIX JaHHBIX.
CrpaBouHble JaHHBIE 00 OpraHW3allMy BKJIIOYAIOT B ceOsl: MOYTOBBIN aapec, HOMep TenedoHa u
IpyTrue CBEACHHS MO YCMOTPEHHMIO opraHu3amuu (Homep (akcoB, Tenedakca, cueToB B OaHKe,
aJipec AIIEKTPOHHOMU MOYTHI U JIp.).
4.3. Adpecayuu O0oKkymenma.
4.3.1. JIoKyMeHTHI, BBbICHUIa€MbIE 3a Tpeleibl JAETCKOro caja, aapecyloT NpeanpUsITHsIM,
OpraHM3aIUsIM, YUYPEKICHHUSIM, HUX CTPYKTYPHBIM MOApA3JEICHUSIM, JIOJDKHOCTHBIM WU
(bU3MYECKUM JTUIAM.
4.3.2. llpm axgpecanmuum goKyMeHTa 0e3 yKa3aHHUS KOHKPETHOTO JIOJDKHOCTHOTO JIMIIA,
HAaMMEHOBAHUE aJIpecaTa MUILETCS B UMEHUTEIHLHOM MaJIexe.
4.3.3. Ecnu ampecatoM sIBISIETCS KOHKPETHOE JOJKHOCTHOE JIUI0, TO HAUMEHOBaHUE OpPTaHU3aINH
U CTPYKTYPHOTO TIOJIpa3/IeICHHs] YKa3bIBAIOT B IMEHUTEILHOM MAJEXKe, a JOIKHOCTh U (haMUITUIO
JOJHKHOCTHOTO JIMIIA - B JATENIbHOM, MPUYEM MHUIIMAIBI YKAa3bIBAIOT Mepe]] haMuIneid, Harpumep:
Otnen Ob6pazoBaHus
YO UKMO r.Kazanu no ABHacTpOUTEIbHOMY
1 HoBo-CaBuHOBCcKOMY paiioHaM
['maBHOMY Oyxranrepy
0.®.3apunoBoit
4.3.4. Ilpu aapecauuu JOKYMEHTa HEMOCPEACTBEHHO PYKOBOJUTENO OpraHu3allii HAMMEHOBAaHHE
MIOCJIETHEN BXOJUT B COCTAaB HAMMEHOBAHUS JOJHKHOCTH aJpecara, TOJKHOCTD JIMLA YKa3bIBalOT B
JaTeJIbHOM Ma/Ie’kKe, HalpuMep:
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Havanpauky otnena obpazoBaHus
YO UKMO r.Ka3zanu no ABHacTpOUTEIbHOMY
u HoBo-CaBuHoOBCcKOMY palioHaM
I'.I".JIaTbImeBoi
4.3.5. Ilpu aapecanuu U TOKyMEHTa (PU3NUECKOMY JIMIY YKa3bIBAIOT MHULIUAIIBI U
(daMuIMs ModyvaTels, a Hocie ATOro - €ro NOYTOBBIN ajJpec, HalpUMep:
N.II. ITerpoBon
yi. bopucornebckas, a. 26, kB. 26
r.Kazans, PT,
450052
Br160op ¢popmaTa 61aHKa MpU NOJATOTOBKE JOKYMEHTA OMpPENESIETCS B 3aBUCUMOCTH OT 00beMa
Tekcta. Kaxxaplil 1ucT 1oKkymMeHTa, ohopMIIEHHBIN Kak Ha OJaHKe, Tak U 0€3 HEro JI0JIKEH UMETh
nosist He menee, mMm: 20 - teBoe; 10 - mpasoe; 20 - BepxHee; 20 - HUKHEE.
4.4. Ymeepicoenue 0okymenma.
4.4.1. JlokyMEHT yTBEp)KIaeTcsl JOJKHOCTHBIM JHIOM. [Ipu HE0OXOIUMOCTH JOMOTHUTEIBHBIX
MpEeANuCaHui W pa3bICHEHUH JOKYMEHT MOKET YTBEPXKIAThCSA CIEUUAIbHO M3JaBaEMbIM
JNOKYMEHTOM: IIpuKa3oM 3aseayromero MbJIOY, nocranoBieHueM, pelieHueEM, IPOTOKOIOM.
4.4.2. Tlpu yTBep>KACHUM TOKyMEHTa I'pu( yTBEPKIEHUS JOJKEH COCTOSTh U3 CJIOBA Y TBEPK/IAk0
(6e3 kaBBIYEK), HAMMEHOBAHMS JOJKHOCTU JIMIA, YTBEPXKAAIOIIETO JOKYMEHT, €ro MOAIKCH,
WHUIMAJIOB, (paMHUJIMK U 1aThl YTBEPKICHUS, HAIPUMED:
YT1Bepxkaaro
3aBeayronuin
MBJIOY « Herckwuii cag Ne 254
N.B.Ilepdunora

(JIMYHAs TTOITHUCH)

02.09.2013
4.4.3. JlomyckaeTcsl IGHTPUPOBATh KKy CTPOKY pekBu3uTa "I'pud yTBep)KIeHUs TOKyMEHTa"
10 OTHOILIEHUIO K CAaMOM JJIMHHOM CTpOKE.
4.4.4. Tlpu yTBep>KICHUH JOKYMEHTA MOCTAHOBJIECHUEM, PEIIEHUEM, IPUKA30M, TPOTOKOJIOM TPpU)
YTBEPKICHUSI COCTOMT M3 CJIOB YTBepkaeH (YTBepxkaeHa, YTBEpKIEHbl WM YTBEPKACHO),
HAaUMEHOBAaHUS YTBEPKAAIOIIETO TOKYMEHTA B TBOPUTEIBHOM MaJIeKe, €ro AaThl, HOMEpa.
4.4.5. T'pud yTBepKIeHUS JOKYMEHTA PacIoyiaraeTcsi B IPaBOM BEPXHEM YTy JOKYMEHTA.
4.4.6. [lata B rpude yTBep>KACHUS CTABUTCS OT PYKH, YACTUYHO WJIU MOJIHOCTHIO HaOupaeTcs mpu
nevyaTaHuu 0OKyMeHTa. B mocneanem ciydae OT pyKH IPOCTABISETCS TOJIBKO YHCIO WM YHCIIO U
MECSIII.
4.4.7. T'pud yTBepKICHUS MPUHATO yKa3bIBaTh HA JIOKYMEHTAX, TPEOYIOIIUX IOMOIHUTEIHLHOTO
yIOCTOBEPEHUS MX MOJUIMHHOCTA M JOCTOBEPHOCTU. ['pud yTBEpKIEHHUS MPUHSATO CTAaBUTh Ha
CIEYIOMINX YIPaBJICHUYECKUX JOKYMEHTaxX: aKTaX, HWHCTPYKIMSX, OT4YeTaX, NepeyHsx,
MOJIOKEHUSIX, TPOrpaMMax, CMETax, CTaHAapTaX, CTPYKTypax U MTAaTHOW YUCIEHHOCTH, TapHU(PHBIX
CTaBKax, (opMe yHUPUIIUPOBAHHBIX IOKYMEHTOB, IITATHOM PACIHUCAHUU.

4.5. Co2nacosanue 0oKymenma.

4.5.1. Ha n»tame pa3pabOTKH TpPOEKTa JIOKYMEHTa B HEKOTOPBIX CIy4asX MOKET BO3HHKHYTh
HEO0OXOJIMMOCTh €r0 COTJIACOBAHUS C 3aMHTEPECOBAHHBIMH CTOPOHAMH JIOJKHOCTHBIMU JTUIIAMU
WIM OpraHu3alusMu. B 53THX cllydasx corjiacoBaHue JIOKyMeHTa OQOpMIISETCS BU30M
COOTBETCTBYIOIIETO JOKHOCTHOTO JIUIA WA TpU(OM coriacoBaHus.
4.5.2. T'pud cormacoBanuss odopmiasiercs B clydae HEOOXOJAMMOCTH IPOBEJCHUS BHEIIHETO
COTJIACOBAHMUSI CO CTOPOHHUMU OpraHu3alusiMU (IPEAIPUATUIMU, YUPEIKICHUIMHU ).
4.5.3. T'pud cormacoBanusi ¢ KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM, MPEACTABIISIONIMM HHTEPECHI
CTOPOHHEW OpraHu3aly, BKIHOYaeT B cebs cioBo "CoriiacoBaHo'", HAMMEHOBAHUE JIOJDKHOCTH
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JM1a, ¢ KOTOPBIM COTJIacOBaH JOKYMEHT (B T. Y. HAMMEHOBAaHUE OPraHU3alMK), JUYHYIO TOJIHUCH,
pacmM@poBKy MoANUcH (MHULMABI, (aMUIKs) U JaTy corinacoBanus. Hanpumep:
CornacoBaHo
['maBHBII cienuanucT oTena 00pa30BaHUs
YO UKMO r.Ka3zanu no ABHacTpoUTEIbHOMY
u HoBo-CaBuHoBcKkOMYy paiioHaM
N.N.MBaHoBa

(JInyHAast TOHCH)
02.09.2013
4.5.4. Eciu coriiacoBaHue OCYLIECTBIAIOT NHCbMOM, NPOTOKOJIOM H JPYTUM JIOKYMEHTOM,
MOATBEPKAAIOIMMNM (PaKT corjacoBaHMs, rpud BKIOUAEeT B ceOs €ro HauMEHOBAaHHME, HOMEP U
naTy, HalpUMep:
CornacoBaHo
[IpoTokon 3acenanus
Komuccun no oxpane tpyna
MBJIOVY « Hderckuii cag Ne 254
ot 02.09.2013 Ne 1
4.5.50. I'pud cormacoBanus pacrnoiaraioT Huwxe pexkBusuta "[loamnuce", B J1€BOM HUKHEM YLy
JIOKyMEHTA.
4.6. Pe3onrouus.
4.6.1. Pesomtonus - KpaTKkoe MUCEMEHHOE MOPYYCHHUE, TTOATOTOBICHHOE TT0 UTOTaM PaCCMOTPECHHS
noctynusiiero B MBJIOY Ne 254 nokymenta. Pe3omrorust odopmisieTcss HEMOCPEACTBEHHO Ha
JIOKyMEHTE - Ha CBOOOJHOM MECTE JIUIIEBOM CTOPOHBI MEPBOM CTPAHUIIBI WM Ha OTACIBHOM
JUCTKE C YKa3aHWEM PEruCTPAIlMOHHOTO HOMEpa M JaThl JOKYMEHTa, K KOTOPOMY PE30JIOIHS
OTHOCHUTCHI.
4.6.2. Pesomionus BKIIOYaeT B ce0si CBeJCHUsI 00 MCIOJIHUTENE MOpyYeHUs (HaMMEHOBAaHUE €ro
JOJKHOCTH, (paMWIIMsI, UHULIMAJIBI), COJEpKaHUE MOPYUYEHHUs, CPOK HCIIOJIHEHUS, HAUMEHOBaHUE
JOJKHOCTH JIMIIA, OT/AABILEro MOPYyYEeHHE, ero JIMYHYI0 OMUCH U paciindpoBKy, AaTy.
N.B.Cynryposa
[Ipoury moAroToBUTH
IPOEKT JOTOBOpA C
« Caropucy» k 02.09.13
2.B.bepkuna
(JTMYHAsT TIOJIITUCH )
20.08.2013
4.6.3. Ecnu pesomonus mnpeanonaraeT mopydeHue Uisi IByX M Oojiee JUI, OTBETCTBEHHBIM
WCIIOJIHUTEJIEM SIBJISIETCS JIUIIO, YKa3aHHOE B MMOPYUYCHHUH TIEPBHIM.
4.6.4. Ha noxymeHTtax, He TpeOyIOIIMX yKa3aHUI MO HCTOJHEHUIO U MMEIOIIUX TUIIOBBIE CPOKH
WCIIOJIHEHUS, B PE30JIIOINH YKa3bIBAIOTCS UCTIOTHUTEINb, MTOAMKUCH aBTOPa PE30JIIOIHH, J1aTa.
4.6.5. Jlomyckaetcs opopMileHHE PE30TIONHUH Ha OTACIHHOM JIUCTE.
4.7. Ilpunoxcenue K 0OKymeHnmy.
4.7.1. TlpunoxeHue - 3TO MOKYMEHT, MPUJIATaeMblii K OCHOBHOMY JOKyMeHTy. llpu Hamuumu
MPUIOKEHU B JIOKYMEHTE JIEaeTCcs COOTBETCTBYIONIAs OTMETKA, BKIIOUAIONAsi B Ce0S CIIOBO
"IIpunoxxenue", TBOETOUNE U MEPEUEHD NMPUTIATAEMBIX JOKYMEHTOB C yKa3aHUEM MOPSAKOBOTO
HOMEpa TMPUIOXKEHHUs, €ro Ha3BaHMs, KOJIMYECTBAa JIMCTOB B HEM, ajpecare Ui KaXKI0ro
AK3EMILISIpa.
4.7.2. TlpunoxxeHus: NOJDKHBI UMETh BCE HEOOXOIMMBIC ISl IOKyMEHTa PEKBU3UTHI (Ha3BaHUE,
3aroJIoBOK, MOJAMKCH JIUL], OTBETCTBEHHBIX 32 UX COAEpKaHUE, AATy, OTMETKY O COTJIACOBAaHUH U T.

I.).
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4.7.3. OTMeTKy O HAIWYUH TPUIIOKEHHS, HA3BAaHHOTO B TEKCTe, O(MOPMISIIOT CIEIyIOIIUM
obpazoM: [Ipunoxenue: Ha 8§ J1. B 2 3K3.

4.7.4. Ecin npwioXeHUs HE Ha3BaHbl B TEKCTE, TO WX HAMMEHOBAHHs IIEPEUUCISIOTCS C
yKa3aHHEM KOJIMYECTBA JINCTOB B KAYKIOM MPUIIOKEHUH U YUCIa UX IK3EMIUIIPOB, HAIPUMED:

2. IIpoekT Ha 8 1. B 3 3K3.

Ecnu npunoxeHus: cOpouopoBaHbl, TO YMUCIO JUCTOB HE YKa3bIBAIOT.

Ecnu x 1OKyMeHTy mnpuiaraioT APYyrod JOKYMEHT, TakK€ WMEIOIIUN NPUIIOKEHUE, OTMETKY O
HaJIMYUU TPUIOKEHUS 0QOPMIIAIOT CIEAYIOIIUM 00pa3oM:

[Ipunoxenue: nucbmo Pocapxusa ot 05.06.03 Ne 02-6/172 u npunoxeHue Kk HeMy, BCero Ha 3 1.
Ecnan npuiiokeHue HampaBisIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro
HaJIM4YUU OPOPMIISIIOT CIIEIYIOIINM 00pa3oM:

[Ipunoxenue: Ha 3 1. B 5 3K3.

4.7.5. B npunoxxeHWH K pacropsIuTeIbHOMY AOKYMEHTY (MpHUKa3bl, MpaBuiIa, HHCTPYKIIUH,
TMIOJIOXKEHHUSI, PEILIEHUs) Ha TIEPBOM €ro JIUCTE, B IPaBOM BepxHeM yriy, nuiyT "llpunoxenue No"
C YKa3aHHMEM HaMMEHOBAaHMS PACHOPSIUTEIBHOTO JOKYMEHTa, €ro JaThl MU PErucTPalMOHHOIO
HOMEpa, Halpumep:

ITpunoxxenne Ne 1
k npukazy MBJI0Y
Hetckuii cag Ne 254
ot 05.08.2013 Ne 14-O
4.7.6. CTpaHUIIbl TOKYMEHTA U MPUIIOKCHUH HYMEPYIOTCS KaK €WHBINA JOKYMCHT.
4.8. Iloonucanue 0okymenma.
4.8.1. JIoOKyMEHTBI, HANpaBJsEMbIC B BBIIICCTOSIINE OpPraHU3alldd U OPTaHbl CyJIeOHOW BJIACTH,
noanuckiBaroTes 3aBenytonuii MBJIOY Ne 254,
JIOKYMEHTBI,  HamlpaBliieMble  MOJAYUHEHHBIM, JPYTUM  YUpPEXKACHUSIM U  TpaKIaHam,
MOJIMMCHIBAIOTCS 3aBEAYIONINM, €€ 3aMECTUTENIEM WIIM UCIOJHSIOMIUM O0S3aHHOCTH 3aBeIyOIIeiH
MBJIOY Ne 254.
4.8.2. Tlognucey BKiIIOYaeT B ceOs: HAMMEHOBAHME JIOJDKHOCTH JIMIA, MOAMMCABIIETO JOKYMEHT
(moxHOe, ecnu TOKyMEeHT o(opmileH He Ha OJlaHKe IOKyMEHTa, U COKpAIIeHHOE - Ha JOKYMEHTE,
odopMIICHHOM Ha OlaHKe), JTUYHYIO MOJNUCh U pacmii(PpoBKY MOAMHCH (MHULMAIBI, (HaMIIHS).
Hampuwmep:
3asenytromuit MBJIOVY Jletrckuii cag Ne 254
N.B.Ilepdunosa

WIN Ha OJIaHKe:
3aBeayronun N.B.Ilepdunosa

(JTMYHAS TIOJIITNCH )
4.8.3. Ilpu mnoAanmuMcaHuu JOKyMEHTa HECKOJIbKMMH JOJKHOCTHBIMH JIMIIAMH WX TOJIIHCH,
pacmojiaraloT OJHY TOJ JAPYyroil B TOCIEIOBATEILHOCTH, COOTBETCTBYIOIICH 3aHUMaeMOu
nomkHoctu. Hanpumep:

3aBeyrouui N.B.Ilepdunosa
(JTMYHAS TTOITUCH)
3aBeytoUni X031iCTBOM 0.B.bepkuna

(TMYHast MOIKUCH)
[Tpu moxmucaHUM COBMECTHOTO JIOKYMEHTA MEPBBIH JUCT 0POPMIISIOT HE Ha OJIaHKe.
4.8.4.B nOoKyMeHTax, COCTaBJICHHBIX KOMHUCCHEW, yKa3blBalOT HE JOJDKHOCTH  JIMIL,
MOJITUCHIBAIOIINX JOKYMEHT, a HUX OOS3aHHOCTH B COCTaB€ KOMHCCHHM B COOTBETCTBHU C
pacnpenenenueM. Hanpumep:
IIpencenarens komucenn N.B.Ilepdunosa

(TMYHast MOJIHUCH)
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UiieHbl KOMHCCHUU: 3.B.bepkuna
(JIMYHas MOJIUCH)

N.B.Cynryposa

(JIMYHas MOJUCH)
4.8.5. Ecin AOMKHOCTHOE JMIO, IMOANMCH KOTOPOrO 3aroTOBJIEHA Ha IPOEKTE JIOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT IMOANMCHIBAET JIMLO, WCIOJIHSIOUIEE €ro OOS3aHHOCTH, WU
3amectutenb. Ilpu 3ToM  0O0si3aTenbHO  yKasblBaeTcsl  (pakTU4ecKas JOJDKHOCTh — JIMIIA,
MOAMKUCABIIET0 JOKYMEHT, W ero (amunus (UCHpaBlIE€HUS MOXXHO BHECTH OT PYKH WIH
MAaIlIMHOMMCHBIM CcIocoboM, Hampumep: "u.o.", "zam."). JlomyckaeTcss MOAMUCHIBATH JTOKYMEHT
MPOCTaBJIEHUEM KOCOU YEPTHI Mepe]] HAMMEHOBAHUEM JIOJIKHOCTH.
5. Opranuszanus 10KyMEHTO0000pOTa M UCIIOJHEHHS JOKYMEHTOB
5.1. Opzanuszauyusn 0oKymenmoooopoma
5.1.1. Jipmwkenue mokymeHntoB B MBJIOY Ne 254 ¢ MomeHTa MX co3daHus (IONYYCHHS) IO
3aBEPIICHUS UCTIOTHEHUs (OTIPABKU) MOCIEAHUX 00pa3yeT TOKyMEHTOO0OO0POT.
5.1.2. [lopa10k IPOXOXKACHUS TOKYMEHTOB PErlIaMEHTHUPYETCsl HACTOSALIEH HHCTpYKIMEH, Tabenem
yHUDUIIUPOBAHHBIX (OPM JOKYMEHTOB, TOJIOKEHUSMHU M JIOJDKHOCTHBIMHU HWHCTPYKUUSIMU WX
PabOTHHKOB.
5.2. Opzanuszayusa 0ocmagku 0OKymMeHmos
5.2.1. JloctraBka nokymeHToB B MBJIOY Ne 254 1 3a ero mpejesbl OCyIIECTBISCTCS CPEACTBAMHU
IIOYTOBOU, KyPbEPCKOU U JJIEKTPOHHOU CBSA3H.
5.2.2. TlocpenacTBOM MOYTOBOW CBSI3M MPOU3BOIAUTCS OTMPABKa M TMOJTYYEHHE MPOCTHIX IHCEM,
OTKPBITOK, OaHIepoJieii, MOChUIOK U MEYATHBIX, B T. Y. IEPUOJNYECKUX U3TaHHM.
5.2.3. C nomouipio KyphepcKoil CBSI3UW OTMPABIAIOT U IMOJYYAIOT 3aKa3HYI KOPPECHOHACHIINIO
(mpuKaspl, pacHOpsDKEHUs, MHChbMAa W TPOYME JIOKYMEHTHI BBIIIECTOSIINX OPTaHU3AINM),
COJIEpIKallyl0 BaXXHYIO WM CPOYHYIO HHPOPMAIHIO.
5.2.4. DNeKTpOHHYIO CBSI3b HCHOJB3YIOT JJIg OTIPAaBKA M  IOJYYEHUs TeJIETpaMM,
TenedakcorpamMmm, EKTPOHHBIX TOKYMEHTOB.
5.2.5. OTBETCTBEHHOCTh 3a MOJHYI0 U CBOEBPEMEHHYIO OTIPAaBKYy M IOJyYEHHE CIy>KEOHOM
KoppecnoHieHnu HeceT 3apeayomuii MBJIOY Ne 254,
5.3. Ilpuem, obpadbomka u pacnpeoenenue 6x00auwux 00OKyMeHmos
5.3.1. Jloxymentsl, moctynatoniie B MBJIOY Ne 254, BckpbIBalT, Mocie 4ero nepeaaroT Ha
paccMOTpEeHHE 3aBEAYyIOLIEMY, a 3aTeéM B COOTBETCTBHM C €€ peuieHueM (pe3osronueit)
HAIPaBJISIOT HENOCPEICTBEHHBIM UCTIOJHUTEIISIM.
5.3.2. C moCTyIJIeHUEM CIY>KEOHOW KOPPECHOHJIEHIIMU COTPYJHHUK, OTBETCTBEHHBIM 3a
JEJIONIPOU3BOJICTBO, TPOBEPSIET MPABWIBHOCTh €€ JIOCTAaBKU, a TaKXe ILEJIOCTHOCTh YMaKOBKH
NOKyMEHTOB. KOHBEPTBI € JOKYMEHTAMH BCKpPBIBAIOT, 33 HCKIIOYEHHUEM HMMEIOIUX IMOMETKY
"Tu4HO".
5.3.3. B 3aBucuMocTH OT ajpecaldd JOKYMEHTHl HAMpaBISIOTCS Ha IMpeaBapUTEIbHOE
paccMmoTpenue 3apeayromein MBJIOY Ne 254 wnu HemocpeACTBEHHO TeM JOJDKHOCTHBIM JTHIAM,
KOTOPBIM OHU INpeAHa3HaueHbl (IPH HAIMYMUU HA IOKYMEHTE COOTBETCTBYIOIIEH OTMETKH).
5.3.4. TlpeaBapurenbHOE pacCMOTpPEHHE TOKYMEHTOB Mpou3BoauTcs 3aBenyromeid MBIAOY Ne
254 ¢ uenpl0 pacmpeleNeHus] UX MEXIy OTBETCTBEHHBIMU HCIIOJHUTEISIMU. Perienue o6 3ToM
oopmiIsieTcst B BUIE PE3OTIOIHH.
5.3.5. Paccmotpennbie pokymeHThl 3aBenyrommii MBJIOY Ne 254 nu4yHO BHOCHUT cojepiKaHUE
PE30JIOLNH, TTOCTIE YeTO JOKYMEHT NEpeIaeTcsl Ha UCIIOHEHUE JOIKHOCTHOMY JIUILY.
5.4.0cobennocmu pabomuol ¢ INeKMpPOHHBIMU OOKYMEHMAMU
5.4.1. B yupexaeHnu co3Aat0TCa U UCTIOJIb3YIOTCS:
— DJJICKTPOHHBIE JIOKYMEHTBI, CO37[aBaeMbIe B AJIEKTPOHHOU Qopme 06e3 mpeaBapuTeIbHOTO
JOKYMEHTHUPOBaHUS Ha OyMa)KHOM HOCHUTEIIE;
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— DJJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IOJIYYEHHbIE B PE3YJIbTATE€ CKAHMPOBAHUS JOKYMEHTOB
Y XpaHSAILIUECS B CUCTEME AIIEKTPOHHOI'O JOKYMEHTO000POTA.
54.2. llpuem wu oTmpaBKa »3IIEKTPOHHBIX JOKYMEHTOB OCYILECTBIISIOTCS OTBETCTBEHHBIM
3a BeJICHUE JEIONPOU3BO/ICTBA B YUPEKICHUU.
5.4.3. DJeKTpoHHBIE JOKYMEHTHI CO3Jal0TCs, O0O0pabaThIBAIOTCA U XPAHATCS B CUCTEME
AJEKTPOHHOTO IOKyMEHTO000POTa yUPEXKACHUS.
5.4.4. DneKkTpOHHBIN JOKYMEHT JOJIKEH OBITh 0()OpMIIEH IO OOIIMM IpaBHIIaM JIEIONPOU3BOICTBA
Y UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE I AHAJIOTUYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEIE,
3a UCKJIIOYEHWEM OTTHCKa IeuaTh U u3o0paxkeHus [ocymapctBenHoro repba Poccuiickoii
denepaunu.
5.4.5. Jlnd moATBEp:KACHHUS  NOMJIMHHOCTH  JJEKTPOHHBIX  JIOKYMEHTOB B YUPEKICHUH
MCIOJIb3YIOTCSI 3JIEKTPOHHBIE LIU(PPOBBIE MOIIUCH.
Wcnonb3yemble cpeacTBa AJIEKTPOHHON HU(POBOM MOANUCU JOJKHBI OBITH CEPTU(PHUIIMPOBAHBI
B YCTAHOBJICHHOM MOPSJIKE.
5.5. Unughopmayuonnaa oezonacnocmo

5.5.1. MudopManimoHHbIE pecypchbl YUPEKICHUs MO JOCTYIY (BO3MOXKHOCTH HCIOJIb30BAHUS)
MOAPA3ACISIOTCA Ha OTKPHITYI0 (00IIe0oCTYHYI0) HHGOPMAIUIO, CIyXeOHYI0 HHGOPMAIUIO
¥ MH(QOpPMaIIUIO OTPAHUYECHHOTO PACTIPOCTPAHEHHUS (JIOCTyTA).
K kareropuu OTKpBITON HH(pOpPMalMU OTHOCUTCA MHMOpMALMs, COAeprKalascs B JOKYMEHTaX
1 06a3ax JaHHBIX YUPEKJEHUS, HEMOCPEACTBEHHO 3aTparuBaoias IpaBa U HHTEPEChl IPaKIaH.
K kareropun cnyxe0HO HHQOpMAIMK OTHOCUTCS MH(pOpPMALUS, coAepkalascs B JOKYMEHTax
u 0a3ax JIaHHBIX YYpeXACHUs, TMpeJHa3HayeHHas Ui IOJDKHOCTHBIX  JIUIl U paOOTHUKOB
YUPEKIACHUS, MPU BBHIMOTHEHUN UMH CBOMX (DYHKIIMOHAIBHBIX OOSI3aHHOCTEH, HE 3aTparuBaroIias
HampsIMyl0 TpaBa M MHTEPEChl TPaKIaH U HE OTHOCSIIASCS K KaTeropuu OrpaHUYE€HHOTO
pacrpocTpaHeHus (IoCTyma).
K xaTeropuu nHpopMauu orpaHU4eHHOr0 pacpocTpaHeHus (I0CTyna) OTHOCUTCS MHGOpMaLus,
coJiepkamiasicss B JOKyMEHTax M 0a3ax JaHHBIX, BKIIIOYAIONIAs CBEACHUSI KOH(UJIEHIUAIBHOTO
Xapakrepa.
Best undopmanus, comepskamiasicss B JOKYMEHTax M 0a3ax AAHHBIX YUPEKICHHS, 1O YMOTYAHHUIO
ABJISIETCSI OTKPBITOM U oOuiepoctynHoi. MckimrodyeHue cocrtaBisieT WHGOpMalvs, OTHECEHHas
K KaTeTOpHUsM CITY>KEOHON M OTpaHMYEHHOTO PacpOCTpaHeHus (JOCTyma).
5.5.2. JIuunble nena paGOTHUKOB, TUYHBIE KAPTOUKH paOOTHUKOB, TPY/IOBbIE KHUKKU PAOOTHUKOB,
IPUKA3bI 110 JTUYHOMY COCTaBY JIOJDKHBI XPAaHUTHCS B ceiide Wi B METAJUIMYECKOM IKady.
brnanku TpynoOBBIX KHHXKEK IO Mepe HEOOXOIMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIUILY, WIH
PYKOBOJIUTEINIO. 3aMUCH B TPYJOBOM KHIKKE MOMUCHIBAET PYKOBOJIUTEND YUPEKIACHHUS.
5.5.3. VYcraHoBka | 3KCIUTyaTalusi MPOrPaMMHOTO OOECIEYEHHUS, TMOJIYYSCHHOIO U3 JIFOObIX
HMCTOYHUKOB W BBIMOJHSIONIETO (YHKIMH, HE CBSI3aHHBIE HEMOCPEICTBEHHO C BHITIOJHEHUEM
paboOTHUKAMU CBOUX JIOJDKHOCTHBIX O0sI3aHHOCTEH, KATErOPHUUECKH 3ampelieHa.
5.5.4. Bcs npencraBieHHas B JEKTPOHHOM BHJle WMHMOpMaIus, MOCTynaromias B YUpeKICHHE,
B 00513aTEILHOM TOPSJIKE MOJICKHUT MPOBEPKE aHTUBUPYCHBIMU CPEJICTBAMHU.
5.5.5. DnexkTpoHHas TMO4YTa MOXKET HCIOJIB30BATHCS IOJIH30BATEISIMU TOJIKO JIJIsi OOMEeHa
uH(pOpMaIMe, OTHOCSIICIHCS K KaTerOpuu OTKPBHITON M CIIy>)KeOHOM. 3ampeiieHo HCIoJIb30BaTh
ANEKTPOHHYIO TOYTY JJis epenadn WH(OpMaIuu, OTHOCSIIECHCS K KaTerOpUHM OTPaHUYEHHOTO
pacipoCTpaHEHHUS.

6. U3roroB/ieHHE M HCNOJb30BAHUE NeYaTel U IITAMIIOB
6.1. VYupexneHue uMeeT KpyIiyl0 Me€4aTb C HAUMEHOBAHHEM YUpEXKACHHS N0 YCTaBy U
PEKBH3UTAMHU JIETCKOTO cajia, OJaHKU CO CBOMM HaUMEHOBAHUEM.
6.2. IlewyaTm WU3rOTaBIMBAIOTCA B CTPOrO OTPAHUYEHHOM KOJUYECTBE U UCKIOYUTEIBLHO
B CITY’KEOHBIX 1eMsiX. PemeHne o HEOOXOAMMOCTH W3TOTOBJICHHS TI€YaTell | MX KOJIMYECTBE
MIPUHUMAET PYKOBOJUTENb YUPEKIACHHUS.
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B ciyyae ciyxeOHOM HEOOXOAMMOCTH MO PEUICHUIO 3aBEAYIOLIEH JIOMyCKAaeTCs HM3TOTOBIICHHE
JOTIOJTHUTEIBHBIX 3K3EMILIIPOB MeYaTe.
6.3. Ileuarpto 3aBepsIOTCS TMOANMKMCH PYKOBOAMTEINSI, €r0 3aMECTUTENEH, TIaBHOTO Oyxranrepa,
a TaKKe JPYrUX JOJDKHOCTHBIX JIMI, KOTOPBIM MPUKA30M YUPEKIACHUS WU JOBEPEHHOCTHIO
MPEAO0CTABICHBI COOTBETCTBYIOIINE TTOJTHOMOYHSI.
6.4. Iledyaty u mraMibl XpaHATCS B HAJEKHO 3allMparoInXcs mKagdax.
OTBETCTBEHHOCTH 32 3aKOHHOCTH HCIIOJIb30BAHUSI U HAJIC)KHOCTh XPaHEHHS Medareil Bo3iaraercs
Ha PYKOBOAUTEIIS YUPEIKICHUS.

7. Opranu3anus 10KyMeHTOB B /1eJIONPON3BOJCTBE

7.1.Homenknamypa oen

7.1.1. Opranuzanusi JOKYMEHTOB B JI€JIONPOU3BOJICTBE MPEACTABIIAECT COO0H COBOKYITHOCThH BHIOB
pabot, obecreunBaIOIINX COXPAHHOCTh, YUYET, CUCTEMATHU3aIMI0 JTOKYMEHTOB, (JOPMUpPOBAHUE U
opopmiieHHE J€7 B JEIONPOM3BOACTBE, M HX TMepeJadyy B apXuB B COOTBETCTBHUU C
YCTaHOBJICHHBIMU TPEOOBAHUSMH.
OcHOBHBIMU BHJIaMH PabOT, OOECMEUMBAIONIMMU MPABWIBHYIO OPraHM3alldi0 JOKYMEHTOB B
JIEJIONIPON3BO/ICTBE, SIBJSIIOTCS COCTaBICHUE HOMEHKJIATYPHI Jes1 U 0(hopMIICHUE JCII.
7.1.2. HomeHknatypa Jen - CUCTEMaTH3UPOBAaHHBIN MepevyeHb 3aroJlOBKOB (HAUMEHOBAHUMN) /€T
MBJIOY Ne 254 ¢ ykazaHHeM CPOKOB MX XPaHCHHUSI.
HomeHnknarypa nen npeaHasHaveHa sl OpraHU3aluy TPYIIHUPOBKHA UCITOJTHEHHBIX JTOKYMEHTOB B
JieNia, CUCTeMaTH3allui U yueTa JIeN, ONpPEeICSICHUS] CPOKOB UX XPaHEHUS U SBJISICTCS OCHOBOM IS
COCTaBJICHUs OMHUCEH JeNl TTOCTOSHHOTO W BpeMeHHOro (cBbimie 10 JeT) XxpaHeHus, a TakkKe st
ydeTa JieJ1 BpeMeHHOro (/10 10 JeT BKIIOUUTEbHO) XpaHCHHUS.
7.1.3. Tlpu cocTaBieHUM HOMEHKIIATyphl JeNl pPYKOBOACTBYytoTcs YcraBom MBJIOY No 254,
MOJIOKEHUSIMU O paznuuHod gesrenbHocTh MBJIOY Ne 254, ero cmyx6ax, IITaTHBIM
pacnucaHueMm, IIaHaMd U OTYeTaMH O paboTe, MEPEeyHsIMU TOKYMEHTOB C YKa3aHHEM CPOKOB UX
XpaHeHus. M3ydaroTcs HOKyMeHTHI, oOpa3yrotmuecs B aesteabHoctd MBJIOY Ne 254, ux Bumsl,
COCTaB U COJIEpIKaHUE.
7.1.4.B MBJOY Ne 254 cocraBisioTcsi HOMEHKJIATYpPhl 1€ KaxAoW CIyXObl M CBOAHAS
HOMEHKJIaTypa Jell.
7.1.5. CBognas HoMmenknarypa aen MBJIOY Ne 254 coctaBisieTcs 3aBeyONTUH.
7.1.6. CBogHass HOMEHKIJIAaTypa Aes yTBepxkaaeTcs 3apeayromuii MbJIOY Ne 254,
[Tocne yTBepkaeHNs CBOJHON HOMEHKIATYPHI fied ciryk061 MBJIOY Ne 254 mony4aroT BBITTHCKH
U3 COOTBETCTBYIOIIUX €€ Pa3/IeNIOB ISl UCTIOIb30BaHUs B padoTe.
7.1.7.Y TBEepKI€HHBIN 3K3EMIUIAP HOMEHKIATYPhI AEJ ABISETCS JOKYMEHTOM IMOCTOSIHHOTO CpOKa
XpaHEHUS
7.1.8. Comnas HoMmenkmatypa aen MBJIOY Ne 254 exeromHo yTOUYHSETCS, YTBEPKIAeTCS H
BBOJIUTCS B JIeMCTBHUE ¢ | CEHTSIOPS CleMyIOIero roja.

7.2. Opzanu3zayus onepamuenozo XpaneHus 00OKyMeHmos
7.2.1. PaboTHHMKH, OTBEUAIOUIUE 3a JEIOMPOU3BOJICTBO, HECYT OTBETCTBEHHOCTh 332 COXPAaHHOCTh
JIOKYMEHTOB U JIelI.
Jlena pa3MemniaroT B CIEUUAIbHO OTBEACHHBIX ISl STOM 1€ MOMEIICHUAX B 3alHparoIInecs
mkadpl, ceddbl u T.MM., 4TOOBI OOECIEUUTh WX COXPAHHOCTh W 3AIIUTY OT BO3JCHCTBUS MBLIU
Y COJTHEYHOTO CBETa. B IeNsiX TMOBBIINICHUS ONEpPaTUBHOCTH TIOMCKAa JIOKYMEHTOB, Jieja
pacmojiararoTcsi B COOTBETCTBUM C HOMEHKJIATypod jen. HoMeHkiaTypa Jen Wil BBITUCKA
13 Hee MOMEIIAeTCs Ha BHYTPEHHEH cTOpoHe miKada.
Ha xopemikax 0070eK J1ei YKa3bIBAIOTCSI MHACKCHI JIEN IO HOMEHKIIATYpe.
7.2..2. Bbiaua jen U KONMUM JOKYMEHTOB JPYTUM II0JI30BATENISIM TPOU3BOAUTCS C pa3pericHus
pyKoBOIUTENS yupexneHus. Jlema BBITAIOTCS BO BPEMEHHOE IIOJIb30BAHUE HA CPOK He Oolee
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onHoro Mmecsua. Ilocne ucteyeHns ykazaHHOTO CpPOKa JI€J0 JIOJIKHO OBITh BO3BPAILLEHO HA MECTO
€ro XpaHeHHUsl.
CTOpOHHUM  MOJIB30BATENAM JI€Jla BBLAAIOTCS HA OCHOBAHMM WX MMCBMEHHBIX  3alpOCOB
C pa3peuIeHus] PyKOBOAMUTENS YUPEXKICHUS IO aKTaM.
W3paTue AOKyMEHTa M3 J€J IOCTOSIHHOIO XPaHEHHUs AOIYyCKAeTCs B UCKIIIOUUTENbHBIX CIydasx
Y IPOU3BOJIUTCS  C pa3pellieHus] pPYKOBOJIUTENSl YUpPEXKACHUSA, IPHU 3TOM B JIEJI€ OCTAETCs
3aBEpEHHas KOIWs JOKYMEHTAa U aKT O IPUYMHAX BbIJA4X MOAJIUHHUKA.

8. 3akinouuTeIbHBIC TOJI0KEHUSA
8.1. Cpok nevictBus THCTpYKIMU - 1O 3aMEHBI HOBBIM.
8.2.MBJIOY Ne 254 obecrnieunBaeT JOCTYIHOCTh U OTKPBITOCTh HH(OPMAITUHN TTyTEM pa3MEIICHUs
Hacrosmeil MHCTpyKIny Ha opUIIHaTEHOM CaiiTe JETCKOTo cajia B CeTH MHTepHeT edu.tatar.ru.
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