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| YHHIHOAJIBHOE ABTOHOMHOE 10IIKOJIbHOEe 00pa30BaTEe/ILHOE YIPEKICHHE
«Jlercknii cag Ne 405 KOMOHHHPOBAHHOI'O BH/IA»
Hoso — CaBuHoBekoro paiiona r. Kazaun
(MAJ10Y «/lerckmii caa Ne 405»)

«YTBEpIKIAKO»
3aseayrouas
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0 BEJAEHHIO AeJIONPOH3BO/ICTBA B MAJLOY «/leTrexuii can N94Q§,»,z"
1 OG6mmHe moJIoKeHus!

Hacrosiass MHCTPYKLHK 110 BEACHHUIO JICJIONPOU3BO/ICTBA B MAJIOY «Jlerckuii can Ne
S» paspaboTaHa B LeISIX PaUMOHAIBLHON OpraHW3auny JA0KYMCHTALMOHHOTO obecrieueHust
' rrenbHocTH MAJIOY «Jletckuii can Ne 405», a Takike ¢Tpororo cOoOMOAEeHHs ISHUCTBYIOLIHX

JMATHBHBIX JOKYMEHTOB B chepe JOKyMEHTaLuu 1 MH(OpMalim (nanee — WMHCTpYKLMS).

MHCTpyKLMs cocTaBjieHa B COOTBETCTBUHM C ['OCT P 7.0.97 2016 or 01.07.2018

LtoHanbHBIl cranaapr Poccuiickoit ®@enepauun. Cucrema CTaHAapToOB MO uHdopmaumu,
SIMOTEYHOMY M M3JaTelbCKOMY aeily. OpraHu3aluMOHHO-pacnopsAiUTe/IbHAs JIOKYMEHTaLMs.
Goanus K oGOpMIEHHIO 10KyMeHTOB™ (yTB. [IprKkasom Poccranaapra ot 08.12,2016 N 2004-

[{OHTPOJIb BEACHMS NCTOINPOU3BOACTBA B MAJIOY «Jlerckuii can Ne 405» ocyiuecTBIsSET
aytowmit. MAJIOY  «Jletckuii cax Ne 405», KOTOpBIM JaeT yKasaHusi IO BOIpOCcaM
AHM3ALMK W BeACHMs J1e0MPOU3BOACTBA, 00sA3aTe/IbHbIC JUIA UCTIOJHEHH BCCMH ciyxbamu,
jnepsieT  COCTOsIHME  JIJIONPOM3BOJACTBA M OCYLICCTBIIACT oOydeHHe  pabOTHHUKOB,
CTCTBEHHbBIX 3a €r0 BeJIeHHE.

OTBETCTBEHHOCTD 3@ OPraHM3alMIo ASJIONPOU3BOACTBA, CBOCBPEMEHHOC M KaYCCTBCHHOC
JIHEHHE JOKYMEHTOB, HX COXPAHHOCTH BO3JIATracTCsl Ha 3aBEAYIOLLYIO MAJIOY «Jlerckuii can
{05».
¢ HernocpecTBEHHOE BEICHHE ACJIONPOU3BOACTBA B cnyxbax MAJZLOY «Jlerckuit can Ne
BO3JIArAeTCsl HA COTPYIHWUKOB, HA3HAYCHHBIX OTBCTCTBCHHBIMM 3a 5Ty paboTy, KOTOpbIC

IeYMBAIOT YUET M TPOXOXKIEHHUE AOKYMEHTOB B YCTAHOBJICHHbLIC CPOKH, HHPOPMUPYIOT
v OBOICTBO O KAuecTBE WX MWCMOJHEHHs, 3HAKOMSAT COTPYAHUKOB € HOpPMaTHBHBIMH H
OIMYECKUMM JOKYMEHTAMM 110 AeJIONPOU3BOACTBY.

PaGOTHHMKM. Ha3HAYEeHHble OTBETCTBEHHBIMH 3a BEACHHC JEJIONpPOWU3BOACTBA, HECYT
CICTBEHHOCTH 3a BbINOJHCHMe TpeGoBaHuil HacToswei MHCTpyKUMH, 3a COXpPaHHOCTH
OMSIIMXC Yy HUX  CJYy/KeOHBIX JIOKYMEHTOB. 06 yrpare [OKYMEHTOB HEMEIJICHHO
lasbiBaioT 3aseayiotemy MAJIOY «Jletckuii caa No 405».

[Ipu yxoae pabOTHMKA, OTBETCTBEHHOrO 3a BCICHHC JIC/I0NPOU3BOACTBA, B OTIIYCK
VIEIOLLMECS] Y HEro JIOKYMEHTBI [10 yKa3aHHIO 3aBCAYIOLLEIO MAJIOY «Jletckuit cang Ne 405»
elaloTes APYroMy pabOTHHKY, KOTOpPbIH 00sA3aH NPHHATL MEpbl K HX CBOEBPEMEHHOMY

OJIHEHHIO. an YBOJIbHEHHUH HJIHN rnepemMeLiceHuH OTBETCTBEHHOI'O 3a BCJACHHEC



JIEJIONPOU3BOJICTBA MTPOU3BOAUTCS Iepenada Aesl U JOKYMEHTOB, O YEM COCTaBIISIETCS MPHUEMO-
CIATOYHBIN aKT, KOTOPBINA YTBEPAKAAETCS 3aBEAYIOIINM.

1.8.  MHcTpykumsi pacmnpocTpaHsieTcsl KaKk Ha TpaJWLUOHHOE [EeJONpOU3BOJCTBO, TaK M Ha
OpraHu3aluio paboThl C JOKYMEHTaMH, co31aBaeMbIMu cpeacTBamu DBT.

2. JoxymenTbl, HeoOxoauMble npu ynpasjaennu MAJIOY «/lerckuii cax Ne405».

2.1. [Ipu moarorToBke, COTIacOBAHMHU, MOANHUCAHUU U YTBEP)KICHUHM JOKYMEHTOB HEOOXOAMMO
coOmtoaath TpeboBaHMsI, 00ECIIEUNBAIOIINE IOPUINIECKYIO CHITY JOKYMEHTOB U BO3MOKHOCTh UX
00pabOTKH C HCIIOJIb30BAaHUEM CPEICTB AIEKTPOHHO-BBIYUCIUTEIBHON TEXHUKH.
2.2. CocTtaB JOKYMEHTOB, OOpa3ylOLIMXCS B IMpolecce IesITeNbHOCTH, ONpPEAENseTcs: ero
KOMIETCHIIMEeH M (QYHKIHUSIMH; KPYroM YIPaBICHUYECKUX ACHCTBHMA, MOPSAKOM pa3perieHHs
BOIIPOCOB  (€IMHOHAYAIBHBIA WJIM KOJUIETHATbHBIN); XapaKTepoM B3aUMOJCHCTBHUS MEXIY
00pa30BaTeJIbHBIMU YUPEXKICHUAMU U IPYTUMH OopranuzanusimMu. B cocraB nokymentoB MAJIOY
«erckuit cag Ne 405» BXoasT:

- OpraHu3alMOHHbIE JTOKYMEHTHI (YcTaB, IOroBopbl 00 0oOpa3zoBaHuu, KoJUIeKTHBHBIN 10rOBOp,
[lonoxxenus o ciayx06ax M pa3aIU4HON NEATEIbHOCTH, JOJKHOCTHBIE MHCTPYKLIIMU COTPYIHUKOB
LITaTHOE paclucaHue, NpaBUja BHYTPEHHETO TPYAOBOIO pacHops/ika, TPYAOBBIE TOTOBOPHI U
Ip.); - paclopsANTENbHbIE JOKYMEHTHI (MPUKa3bl, THCTPYKIMH, PACTIOPSHKEHUS U T. 11.);

- ”H)OPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI (IIPOTOKOJBI, TUIAHBI, OTYETHI, CIPABKHU, AaKThI,
JOKJIaTHBIE U OOBSICHUTENbHBIE 3aMUCKH, TUChMA, TeJIErpaMMBbI U TeJle(pOHOTpaMMBI U JIp.).

2.3. JoxymenTsl, kak mpaBuio, opopmistorces Ha Omankax MAJIOY «Jletckuii cam Ne 405,
cootBercTBytomux I'OCT P 7.0.97 — 2016, conepxaT ycTaHOBJIEHHbII KOMIUIEKT 0053aTE€IbHBIX
PEKBU3UTOB IIPU COOTBETCTBYIOIIEM UX PACIIOJIOKEHUU.
3. Oco0eHHOCTH MOATOTOBKHU M 0)OPMJIEHHUSA OT/IeIbHbIX BUAOB JOKYMEHTOB
3.1. lIpuka3s
3.1.1. Tlpuka3 - nmpaBoBOM akT, u3gaBaeMselid 3aBeayronmii MAJIOY «Jletckuit cax Ne 405». On
BCTYIIA€T B CUJIy C MOMEHTA MOANMCAHUS 3aBEIYIOIIEH, €CIIM B TEKCTE HE YKa3aHO JIPYroro cpoka.
[loanucanHblif MpUKa3 perucTpupyeTcs.
[Tpukazamu oQOpPMIAIOTCS pELICHUS HOPMATUBHOTO XapaKTepa IO BOMpPOCaM OpraHU3aluu
TUTAHUPOBAHMSI, OTYETHOCTH, Y4€OHO-BOCIIUTATENILHOTO MpOIecca, Je4eOHO-TPOPUITaAKTHUECKUX
MEpONPUSITHH, PU3NIECKOTO pa3BUTHS, GUHAHCOBO-XO3SMCTBEHHOM NESITEIHHOCTH,
BHEUTHEOKOHOMUYECKOW JEATENIbHOCTH, a TakK€ II0 ONEPaTUBHBIM, OpPraHU3alMOHHBIM,
KaJIpOBBIM U IpYTUM BoripocaM BHyTpeHHel pabotel MAJIOY «lerckuit cam Ne 405».
[TpoekThl MpHKa30B MOATrOTaBIMBAIOT PAOOTHUKH, Ha3HAUYCHHbIE OTBETCTBEHHBIMH 3a BEJCHUE
JIEJIONPOU3BO/ICTBA HA OCHOBAaHUU MOPYUYEHHUsS 3aBEAYIOUIETO MO0 B MHHUIMATHBHOM MOPSJIKE.
[IpoexThl npHKa30B MO KagpOBBIM, HOPMAaTUBHBIM, OIEPATUBHBIM, OPTaHU3ALMOHHBIM BOIIPOCAM
pa3zpabaTbIBacT 3aBEYIONINI; IO OCHOBHOM NeATEeThbHOCTH (Y4eOHO-BOCIUTATEIBHBINA TPOIIECC)
— CTaplMii BOCHUTATENb; MO (PUHAHCOBO-XO3SHUCTBEHHOW JEATEIIBHOCTH — 3aMECTHTENb
3aBelyrolle 1Mo aJMUHHCTPATHBHO-XO3SIMCTBEHHONH paboTe; O 3aYUCIEHUM W OTYHCICHUU
BOCIIMTAHHUKOB, MO oxpaHe Tpyaa — 3aBenyrommii MAJIOY «Jlerckuit cam 405»; 1o
MEJUIIMHCKOMY OOCITY)KMBaHHIO U OpTraHU3allMY MUTaHMSI - CTapiuas MEAUIIMHCKAS CecTpa.
3.1.2. Jlatoii mpuka3za sBIs€TCS JaTa €ro mnojanucaHus. Jlata JOKyMeHTa 3aluChiBaeTcs B
MOCJIeI0BaTEIbHOCTH: AEHb MECsIa, MECAL, I'0Jl OHUM U3 ABYX CIIOCOOOB:
- apaOckumu g pamu, pazaeaeHubiMu Toukoi: 05.06.2016;

- CJIOBECHO-IIM(PPOBBIM CIIOCOOOM, Hanpumep: 5 utonsa 2016 r.



3.1 3. [Ipukassl MO OCHOBHOM (aIMUHHUCTPATUBHON M ()MHAHCOBO-XO35IUCTBEHHOMN) JIEATEILHOCTH,

[0 JINYHOMY COCTaBy, O 3aYUCICHMH W OTYUCICHUHM BOCIUTAHHHUKOB, (QOPMHUPYIOTCS U

HYMEPYIOTCS OTAEIBHO B IIPeIeNax KaJleHIapHOIo roja.
3.1 A. Konun mnpuka3oB MM UX Pa3MHOXKEHHBIE DK3EMIULPBI 3aBepsAroT nedatsto MAJIOY
«erckuit cax Ne 405» u HampapisIOT MO ajJpecaM B COOTBETCTBUHU C YKAa3aTeJleM PACCBHUIKH,

KOTOpBIfI COCTaBJIACT U ITOAITHMCHIBACT MCIIOJIHUTECIIb.

3.1.5. Ilpuka3 uMeeT ciaenyroImnue peKBU3UTHI:

-~HAaUMCHOBAHUEC YUYPCIKIACHUS; - CIIPABOYHBIC JTaHHBIC 00 YUYpCIKACHUU,

-~HAaUMCHOBAHHUEC BUJld JOKYMCHTA,

- 1aTy Y1 HOMEP TOKYMEHTA;

- 3ar0JIOBOK K JOKYMEHTY;

-TEKCT JOKYMCHTA,

-II0AIIUCH,

- BU3bI;

~OTMCTKY O IIPUJIIOKCHUMH.

3.1.6. HaumMeHoBaHHE JIETCKOrO caJa YKa3blBaeTCs B IMOJHOH M COKpamieHHOH Qopm® .
MyHununaabHoe 010/ IKETHOE JAOMIKOIbHOE 00pa3oBaTesibHOE yupexkaeHue «Jlerckuit cax Ne 405
koMOuHMpoBaHHOTO BUaa» HoBo - CaBuHOBCKOTO paitoHa 1. Kazanu, MAJIOVY «Jlerckuii cam Ne

405».IleyararoT IEHTPUPOBAHHBIM CIIOCOOOM (HA4asl0 M KOHEI| KayKIOW CTPOKU PEKBU3UTA PABHO
yaalieHb| OT rpaHul] 30HbI PACIIONIOKEHUS PEKBU3UTOB).

3. 1.7. HanmeHoBaHue Buaa qokyMenTa — «lIpukas» (rmocie Homepa npukasa UCIoIb30BaTh JIUTEP

«JIC»):

-nipu 0()OPMIICHHH TMPHKA30B MO JIMYHOMY COCTaBy B pabOTe HCHOIB3YIOT YHU(DHUIMPOBAHHBIC

¢dopmbl, yrBepkaeHHble IloctanoBnenunem ['ockomctarom Poccum ot 05.01.2004 Ne 1 «O6

yTBepKACHUH (OpPM TMEPBUYHON YUETHOM MOKYMEHTAllMU MO YYeTy TpyAa U €ro OIUIaThD»
COTJIACHO MEPEYHIO

Homep HaumenoBanue GopmbI Dop
(bopmbl MaT
T-1 [puka3 (pacnopsxkeHue) o mpueme padoTHHKA Ha paboTy A4
T-la  [TIpuka3 (pacnopspkeHHE O IpreMe paOOTHUKOB Ha PaboTy A4
T-2 JInunas kapTouka pabOTHHKA 2A4
T-3 [lItaTHOE pacnrcaHue A4
T-5 [puka3 (pacnopsikeHue) o nepeBoje padoTHUKA HA APYryto padoTy A4
T-5a  [lpuka3 (pacnopsbkeHue) o epeBojie padbOTHUKOB Ha IPYTyro paboTy A4
T-6 [puka3 (pacnopsikeHue) 0 Npe0CTaBICHUN OTIYCKa PAOOTHUKY A4
T-6a  [IIpuka3 (pacnopspkeHHE) O MPEAOCTABICHUH OTITyCKa pabOTHUKAM A4
I'paduk otmyckoB A4
T-8 [Mpuka3 (pacmopspkeHHE) O TPEKpalleHuu JSHCTBUS TPYAOBOTO JOroBOpalA4
(KOHTpakTa ¢ pabOTHUKOM
T-8a  [Ipuka3 (pacnopsikeHue) O NpPEKpalleHUH JEHCTBHsS TpPYyJOBOrO JorosopaA4
(koHTpakTa ¢ pabOTHUKAMHU




T-9 [Ipuxa3 (pacnopspbkeHne) o0 HalpaBIeHUH paOOTHUKA B KOMaHIUPOBKY A4

T-9a  Ilpuka3 (pacnopsiKeHHe) O HallpaBJIEHUU paOOTHUKOB B KOMaHAUPOBKY A4

T-10a CnyxeOHoe 3agaHKe Ui HAIIPABJICHUS B KOMaHAUPOBKY U OTYET O €r0 BBINOJIHEHUH |A4

[Ipuxkas ( pacnopsbkeHue 0 MOOUIPEHUH PaOOTHHUKA A4

T-11a [Ilpuka3 ( pacnopspKeHHE O MOOLIPEHUN paOOTHUKOB A4

-110 (PMHAHCOBOHM ESITEIBHOCTH, 110 OCHOBHOH JAEATEIBHOCTH, MO BOCHUTAHHUKAM (IETAM), IO
MIPEOCTABICHUIO JOMOJHUTEIbHBIX IUIATHBIX YCIYr HCHONb30BaTh JUTEPHl «D», «O», «I»,
«JAITY»

COOTBETCTBEHHO.

3. 1.8. 3arosoBoK JOKEH KPAaTKO U TOYHO OTpa)kaTh COZIEpPKAHUE TEKCTa IpHKa3a. 3aroyioBOK,
KaK TpaBuWio, (GOpMyIHpyeTcs B MPEUIOKHOM Tajexe, Hampumep: O BbluiaTe pabOTHHKaM
yUpexaAeHUS... .

3arojoBoK medararoT mpudToM, 0e3 ad3amHOro OTCTYIa, pacroyiaras Ha CTpaHHUIE B JIEBOM
BEPXHEM

yriry. 3arojioBOK, COCTOSIIIMK M3 IBYX M 0oJee CTPOK, pacrojiaraloT Ha CTPAaHHIE Yepe3 OJHMH
MEKCTPOUYHBIM UHTEPBAJ. TOUKY B KOHIIE 3ar0JIOBKA HE CTABST.

3.1.9. Tekcr otaenseTcst OT 3arojioBKa JABYMsI-TpeMsI MEKCTPOUHBIMH MHTEpBajaMHM, NedaTaeTcs
14,13,12 xernem 4epe3 OJWHAPHBIA WHTEPBAJ TEKCTOBOTO TOJIsI W BBIPABHUBACTCS IO JICBOW U
MpaBo¥ rpaHuIiaM TekcToBoro mnoiis. [lepBas cTpoka aG3ara HaunHaeTcst Ha paccTtosiHuu 1,25 cm
OT JIEBOW I'PaHULbI TEKCTOBOTO ITOJISL.

Tekct mpukasa MOXKET COCTOSATh M3 JBYX YacTei: KOHcTaTHpymomel (mpeamOynbl) u
pacropsAUTENbHOM.

B xoHcTaTupyromieil yacTu KpaTKo U3J1araroTcs UeNH U 3a/1a4u, GakThl U COOBITHS, MTOCTYKUBILIKE
OCHOBaHUEM JJis u3JaHus npukasa. OHa MOKET HauMHaThCs ciioBamMu «B nensx...», «B
COOTBETCTBUM...», «Bo ucnonuenue...» u 1. A. Ecinu npukas n3aercs Ha OCHOBAHUU APYTOro
JIOKYMEHTa, TO B KOHCTATUPYIOILEH 4YacTH YKa3bIBAalOT HAMMEHOBAHHE ATOTO JIOKyMEHTa B
TBOPUTEIBHOM IaJEXKe, €ro JaTy, HOMEp U 3arojoBOK.

B oTnenbHBIX cilydasix KOHCTaTUPYIOLIEH 4acTH MOJKET MpeAlecTBOBaTh npeamOyia U3 OJHOrO
JIBYX TMpEeIJIOKEHUH, B KpaTKoM QopMe oTpakarolas CcyThb IpUKa3a, HO IPU ITOM He
nyonupyromasi ero 3arojoBok. OObIMHO MpeamMOyny UCHONB3YIOT IS TOTO, YTOOBI YIPOCTUTH U
COKpaTHTh  (OpPMYIUpPOBKY  3arojoBka. PacmopsautenbHas  4YacTb  OTAENseTcs  OT
KOHCTaTUPYIOLIEH CIIOBOM «IIPUKA3bIBAIOY.

PacnopsinurenbHas 4yacTh JOJDKHA COZAEpXKaTh IEPEUHUCICHUE MNPEANUChIBAEMbIX AEHCTBHI C
yYKa3aHUEM HCIIOJIHUTENS KaKJOro JIEHUCTBUS U CPOKOB HCHOJHEHUs. PacmnopsiaurenbHas dacTb
MOJKET OBITh pa3/ielieHa Ha MYHKThl U MOJIMYHKTBI, KOTOPble HYMEpYIOT apaOCKUMH LU(paMH.
Kaiplif myHKT pacHopsiAMTENIbHOW YacTH HAuyWHAeTCs C YKa3aHUs KOHKPETHOro JeicTBus,
BBIPA)KEHHOT'O TIJ1arojioM B HeollpeneneHHoN ¢gopme. JleHcTBUS OJHOPOAHOIO XapakTepa MOIYT
OBITH INEepeuncIeHbl B OJHOM IyHKTEe. B KkadecTBe MCHOTHUTENEH YKa3bIBalOTCS CIIYKObl WM
KOHKPETHBIE [IOJDKHOCTHBIE JMna. llociiemHuMi NyHKT pacnopsauTeIbHOM YacTH MOKET
coJepXKaTh CBEICHHA O CIY)XO€ WIM JODKHOCTHOM JIMIE, Ha KOTOPOE BO3JIOKEH KOHTPOJb
UCIIOJHEHUS TpUKa3a.

Ecnu npuka3 n3MeHsieT, OTMEHSET WIH JOMNOJIHAET paHee U3/1aHHbIA JOKYMEHT UM KaKoe-TO €ro
MOJIOKEHHE, TO OJUH M3 MYHKTOB PacHOpSAIUTENbHON YacTu TEKCTa JOKEH COJEP)KaTh CCHUIKY



Ha OTMEHSEMbIH JOKYMEHT (MMyHKT JOKYMEHTa) C yKa3aHHEM €ro JaThl, HOMepa M 3arojoBKa.
Tekcr myHkTa HE00X0UMO HaYMHATh ciI0BaMU «lIpu3HATH yTPAaTUBIIMM CHITY..»
B nmpumkasze 1o TOANKMCHIO JTOJDKHOCTHOTO JiMa ykaspiBaercs rpud «C  mpukasom
03HAKOMJICH(BI)»: C TIOCTIEAYIOMIEH OIMUCHIO BCEX JUI], YKa3aHHBIX B MIPHUKAa3e.
3.1.10. Iognuce BkIOYaeT B ce0s HAaUMEHOBAaHME MTOJDKHOCTH, WHULHUANBI U (haMUIHIO JHIIA,
o0Ja1ao1ero NpaBoM HM3JaHUS MPUKA30B, & TAKXKE CUTHATYPY (JUYHYIO MOJAINMUCH) MOCIIETHETO.
[Ipuxa3pl MOANMCHIBAET 3aBENYIOIIMH, a B €€ OTCYTCTBHE HCHOJHSIOUIMI 00g3aHHOCTH
3aBenyromero MAJIOVY «Jlerckuit camg Ne405 ».
3.1.11. B BeImHucke W3 MOpHUKa3za COJAEPHKATCI BCE PEKBU3UTHI MpPHUKa3a A0 PaCOPSAUTEIbHON
yactu. M3 pacnopsauTenbHON 4acTu OepyT TONBKO Ty MH(GOpMAINIO, KOTOpas HEoOXoAuma B
KKIOM KOHKPETHOM cllyyae. BBINMHCKY 3aBepsiOT MPOCTABIEHHEM OTMETKH «BEPHO» H
MOJNUCHIO
3aBEPAIOILETO.
3.2. lloso:xkenue. IIpaBuna. UHCTpPYyKUMA.

3.2.1. [TonoxeHue - TOKYMEHT, YCTaHABIMBAIOIINI CHCTEMHO CBSI3aHHBIE MEXIy CO0O0H MpaBuiia
[0 BOMPOCaM, OTHECEHHBIM K KOMIETEHIIMH HECKOIbKUX JOJKHOCTHBIX JIMI WK ciy:k0 MAJIOY
« Hetckmii cam Ne405 ».
3.22. IlpaBma - [JOKYMEHT, 3aKpeIUIIOIIMHA HOPMBI M TpeOOBaHUs, OOs3aTelbHbIC IS
BBITMOJTHEHUS JOKHOCTHBIMU JHIiamMu U cinyxk0amu MAJIOVY « letckuit cag Ne405» B mporecce
OBCEIHEBHOM
NeSTEIbHOCTH.
3.23. UucTpykiuusi - AOKYMEHT, MPEAMHUCHIBAIONIUNN MOPSIOK OCYIIECTBICHUS KaKOi- JHOO
NEATENIbHOCTH WIH MOPSA0K NIPUMEHEHUSI OT/IEJbHBIX MOJ0KEHU HOPMAaTUBHO-TIPABOBBIX aKTOB
B ycioBusx pynkiuonupoBanus MAJIOY « [lerckuii can Ne405 ».
3.24. TlonosxeHus, MpaBuia U UHCTPYKLUU MIPUMEHSIOTCS B KAUECTBE CAMOCTOSITEIIbHBIX
OpraHU3alMOHHO-PACHIOPSAIUTENbHBIX JOKYMEHTOB. BBeieHne B JefiCTBHE yKa3aHHBIX
OpraHU3alMOHHO-PACIOPAUTENBHBIX JOKYMEHTOB OCYIIECTBIISIETCS C YTBEPXKICHUS UX
zaBenyromeit MAJIOVY «Jletckuii cam Ne405.
3.2.5. TlopsimoK MOATOTOBKH MPOEKTA IMOJIOKECHHSI, TIPaBUI U WHCTPYKIMH aHAJIOTHYECH O0IIeMy
MOPAZIKY MOATOTOBKH MPOEKTOB HOPMATHUBHBIX aKTOB.
3.26. Pemienne o mopsKEe MPUHATHS TOJOKECHHUM, MPaBUJl, HHCTPYKIIUH HAXOIUTCS B BEICHHUH
MAJIOY «/Jletckmii cag Ne405».
3.2.7. YTBepxnenue opopmisiercss B popme rpuda yTBep:KASHUS WIK MyTeM U3/1aHus puKa3a oo
WX YTBEPKICHUH.
3.28. Jlaroii mosioxeHust (NpaBWi, WHCTPYKIIHMM) SIBISETCS JaTa €ro YyTBEPXKIACHUS, €CIU B
COJIep>KaHNUU JOKYMEHTA 3TO HE OTOBapUBAETCS B OT/IEIBHOM ITYHKTE.
3.29. Tlonoxenue (mpaBwiia, MHCTPYKIHS) Te€YaTaeTcs Ha OJIAHKE YCTAHOBJICHHOW (OPMBI
mpudTom Times New Roman Cyt 14-m, 13-m, 12-M keriem.
3.2.10. ITosio)keHre UMEET CIIEYIOIINE PEKBU3UTHI:

- HAUMEHOBaHUE YUPEKICHHUS;

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- 1aTy YTBEPKIACHUS U MIPUHATHUS, COTJIACOBAHUS JOKYMEHTA;

- 3ar0JIOBOK K JIOKYMEHTY;

- TeKCT JOKyMEHTa;

- OTMETKY O NMPUIIOKEHHH.



3 .2.11. IlpaBuna, MHCTPYKLIHS UMEET CIEAYIOIIUE PEKBU3UTHI:

- HAUMEHOBaHUE YUPEKICHMUS;

- HAUMEHOBAHUE BU/Ia JJOKYMEHTA;

- 1aTy JOKYMEHTa yTBEP>KJI€HUs, IPUHATHUS U COIVIACOBAHUS JTOKYMEHTA;

- HOMEp IOKyMEHTa;

- 3aT0JIOBOK K JOKYMEHTY;

- TEKCT JOKYMEHTA;

- IOANKMCH 03HAKOMJIEHUS C JOKYMEHTOM; - OTMETKY O IMPHJIOKEHUH.
3.2.12. HaumenoBanne MAJIOY «Jlerckuii cax Ne405» ykasbiBaeTcs B OJIHOHM ¢opme o Ycra
(MyHunnansHoe aBTOHOMHOE JOIIKOJIbHOE oOpa3oBarenbHOe yupexkiaeHue «Jlerckuit cam Ne
405 komOmHupoBanHorO BHAa» HoBo - CaBuHOBCKOTO paiiona r. Kaszanu, mneuaTtaercs
LIEHTPUPOBAHO). TeKCTe JomyckaeTcs cokpamenHoe MAJIOY «/lerckuit cag No4(05y.
3.2.13. HaumenoBanue Buaa nokymenta — «llonoxxenuey - nomnonusetcs npempiorom «Ox», «O0».
3.2.14. Jlata nokymeHTa oopmisieTcss B COOTBETCTBHH ¢ 1. 3.1.2.
3.2.15. 3aronoBoK K TEKCTy MOJIOKEHHUsT (HOPMyIUpYeTCs B MPEANIOKHOM Majexe (0TBeyaeT Ha
BOIPOC YeM?); 3aroj0BOK K TEKCTY MPaBUII (OPMYIUPYETCS B POAUTEIBHOM Majiexe (0TBeYaeT Ha
BONIPOC uero?); 3arojoBOK K TEKCTy HMHCTPYKIMH (OPMYIHpPYETCS B POJUTEIILHOM Maexe
(oTBeUaeT Ha BOMPOC KOTo?).
3.2.16. TekcT HOKyMEHTa M3JIaraeTcsl OT TPETHEro JIMIA €JUHCTBEHHOI'O WJIM MHOKECTBEHHOI'O
yucia. B Tekcre UCmoip3yloT ciaoBa CAoikeH”, CcienyeT’, "Heo0XoauMo”, 3anpeniaeTcs’, He
JIOITYCKAETCS .
3.2.17. TexcT TOKyMeHTa OOBIYHO OTKPBIBACTCS HEOOJBION MpeaMOyInoit i pazaenom «O0rmme
MIOJIOKEHHS», B KOTOPHIX yKa3aHbl OCHOBAaHUS ISl pa3pabOTKU JOKYMEHTa, €ro Ieib, 00JacTb
MPUMEHEHHS, OTBETCTBEHHOCTb 32 HAPYIICHUE YCTAHOBJICHHBIX MPABUII U TEXHOJOTHH U T. II.
3.2.18. Tekct mokymeHTa MOJOKEeHHs (ITpaBUJI, HHCTPYKIIMK) MOXET OBITh pa3/ieiieH Ha TJIaBbI,
MYHKTBl M MOANYHKTHL. [JaBbl JOKHBI MMETh Ha3BaHUA. VX HyMepylooT pHUMCKHMHU WU
apabckumu nugppamu. Hymepaiuio myHKTOB M MOAMYHKTOB JOKYMEHTA MPOU3BOJIAT apaOCKUMHU
nudpamu.
3.2.19. Ecnu 1OKyMEHT U3MEHSET, OTMEHSET WM JIONOJIHAET paHee U3JaHHbIN JOKYMEHT WIIN €ro
OTJeNbHbIE TIOJIOKEHUs, TO 00 OSTOM JeJaeTcs COOTBETCTBYIOIIEE IPUMEYaHHE B
3aKJIFOYUTEIHLHOM ITYHKTE.

3.3. [Iporokoa

3.3.1. IlpoTokon - MOKYMEHT, (DPUKCHUPYIOUIMHA COJIEp)KaHHE COBEILATENILHBIX MEPOIPUATUH U
MIPUIAIOMINHN IOPUINYECKYIO CUITy TPUHSITHIM Ha HUX PEIICHUSIM.
3.32. IIpoToKON COCTaBISICTCS HAa OCHOBAaHWUU Pa0OYMX 3aMKCEH, MPOM3BEIICHHBIX BO BpEMsl
COBEILlaHUH, a TaKXe Pa3JIMYHbIX MHCbMEHHBIX MaTepHasioB (TE3UCHI JOKIAI0B U BBICTYIICHUH,
CIPABKH, MPOEKTHI PELIECHUM U Ap.).
3.33. Beaenue 3anucu Bo BpeMs 3aceaHus, cOOp MaTepHajoB M MOATOTOBKA TEKCTa BO3JIAraeTcs
Ha ceKkpeTaps KOJUIErHajJbHOTO OpraHa Uiu COTPYIHUKOB, TOTOBUBILIUX BOMPOCHI K 00CYXKIIEHUIO.
3.3.3. TekcT mpoToKOIa NOHKEH OBITH MOATOTOBIICH HE MO3/JHEE YeM 4Yepe3 TPH JHS C MOMEHTA
IIPOBEICHUS COBEILIAHUS.
3.3.4. IlonnmMHHUKN OKYMEHTOB IO BOIIPOCaM, PaCCMOTPEHHBIM Ha 3aCEJaHUH, HAIPABISIOTCS
JUISI TIOAIIMBKY B JIEJI0 BMECTE C BBITUCKOM U3 MPOTOKOJIA O MPUHATHIX PELICHUSIX.
3.3.5. IIpoTOKOJI UMEET CIAEAYIOIINE PEKBU3UTHI:



- HAaMMEHOBAaHHME BHJA JIOKYMEHTa; - JaTy NOKYMEHTa; - HOMEp JOKYMEHTa;- 3arojloBOK K
JOKYMEHTY; - TEKCT JIOKYMEHTa;- MOJIIUCH;- BU3bI; - OTMETKY O MPHIJIOKECHUH.

3.3.6. Ilporokon meuatator ¢opmata A 4 mpudrtom Times New Roman 14-m, 13 —m,12-m
KerJieM

WM MAITYT BPYYHYIO.

OdopmieHne peKBU3UTOB MPOTOKOJIA MTPOUZBOIUTCS ¢ COOJIIOEHNEM HIKECIEIYIOMUX MPaBUII:
3.3.7. HaumenoBanue noxkymenra — «lIporokom» - medaraercsi OT TpaHHIbI BEPXHETO IO
OJlaHKa MeYaTHBIMU OYKBaMU, MOTY>KUPHBIM HIPUPTOM.

3.3.8. 3arogoBoK K TEKCTy IPOTOKOJIA COJEPKUT HA3BaHUE IPOTOKOJIBHOIO MEPONPUATHS
(coBemanue, 3aceqanue, coOpaHue) 1 HAMMEHOBAHKUE KOJUIETHALHOTO OpraHa, padoTa KOTOPOTro
MIPOTOKOJIUPYETCS. 3aroJIOBOK B IMPOTOKOJIE OTAENSAETCS OT MPEeAbLAYIIET0 PEKBU3HUTA JABYMS
MEXCTPOUYHBIMHU UHTEPBAJIaMU U PacIioyiaraeTcs LIEHTPOBAHO OTHOCUTEIBHO PEKBU3UTOB OJIaHKA.
3.3.9. Jlata mpoTokoia ohopMisieTcsl B COOTBETCTBUU C T1. 3. 1.2.

3.3.10. TexcT npoTOKOJIa MeyaTaeTcs Yepe3 OANH MEXKCTPOUHBIN HHTEPBAJL.

3.3.11. Kaxnprii pa3aen mpoTokoja HyMepyeTcs apaOCckoi mugpoi.

3.3.12. TekcT npoTOKOJIa, KaK MPaBUII0, COCTOUT M3 JABYX YaCTEH - BBOJHOM U OCHOBHOM.

3.3.13. BBognas d4acThb TEKCTa COJEPKHUT CBEICHMs O TIpeAcenaresie, CeKperape,
MPUCYTCTBYIOLIHX,

NPUTTIAIIEHHBIX U O TOBECTKE JIHS.

Jnst nun, JOMOMHUTEIRHO MNPUIJIAIICHHBIX HA COBEHIAHME M3 4YHcia coTpynaHukoB MAJIOY
Hetckmii cax Ne405», moMumMo (paMUTITUU U WHHUIHAIOB, YKa3bIBAIOT 3aHUMAEMYIO JIOJDKHOCTH, a
JUISI CTIEMAIMCTOB U3 APYTUX OpraHu3aluil - TOJKHOCTh U Ha3BaHUE OpraHU3aliH.

CrnoBa «lloBecTka nHS» pacmoiaraloTCsi IEHTPUPOBAHHO, MOCJE HHUX CTABUTCS JBOETOYHE.
Bonpocsr moBectku HsA HymepyroTcsi. Kakapiii HOBBIN BOMPOC MeyaTaeTcsl OT 1-TO MOJOKEHUs
TalyJsTopa.

[locnenoBarenbHOCTh  PACHOIOKEHUSI BOMNPOCOB  OMNPENENSIETCS CTENEHBI0 WX BaXXHOCTHU
@opMyTUpOBKa BOIPOCOB MOBECTKH JIHS HAUMHACTCS C MPENJIOroB «oy», «00»”. Jlokman (oTyer,
coobuienre, MHPOpPMaLUsA), HAMMEHOBAHHE JIOJDKHOCTH, WHHUIMAIBI M (aMHIUIO JOKJIaJI4hKa
MUIIYT B POJAUTENHHOM Majiexe. He BkirouaTh B MoBeCTKY MHS MyHKT «Pa3noe”. Kax bl Borpoc
JOJIKEeH OBITh KOHKPETHU3UPOBAH.

3.3.14. OcHOBHas 4yacTh TEKCTa COCTOUT U3 Pa3/eIOB, COOTBETCTBYIOIINX YHKTaM MOBECTKH JIHS
IIPOTOKOJIBHOTO MeponpusTus, TEeKCT KaXXa0ro pasjena n3jaratoT B IOCIEJ0BATEIbHOCTHU
«Cnymanu - Beicnymanu - IloctanoBunu (Pemmnum)”. DTH cioBa Me4aTaroT NPONUCHBIMHU
OyKBaMH.

3.3.15. Ilepen cioBoM «Citymianu» CTaBUTCS HOMEP BOIPOCa MOBECTKH JIHS, MOCJE - IBOETOYHE.
@amunns JOKIaYMKa Ie4aTaeTcss B HMMEHUTENbHOM MaJeKe OT IIOJOKEHUS Ie4aTarollero
ycrpoiictBa. Ilocne (amMmnmuy cTaBUTCS MHUIUANBI, 3aTE€M IBOETOYME, KABBIUKM H IHIIETCS
coJepkaHue Jokianga B Gopme mpsMol pedd, kaBblukd. OCHOBHOE cCO/Ep)KaHUE JOKIAI0B U
BBICTYIUICHUH H3J1araeTcsi B TEKCT TMPOTOKONa Te3ucHo. IloiHble TEKCThl BBICTYIUICHHMA
(10oKIa10B), 3aBEPEHHbIE MMOANUCHIO COOTBETCTBYIOIIMX JIUI[, MPHJIAraroTcs K MpoTokony. B
MOCJIEJHEM Cllydya€ B IPOTOKOJE JenaeTcsi CHOcKa: «TeKCT BBICTYIUIEHMsI Npuiaraercs» (B
IIPOTOKOJIE 0€3 KAaBbIUEK).

OOcyxaeHnI0 OKJIaZia MOTYT IPEIIeCTBOBATH BOMPOCH! K JIOKJIAIYMKY, KOTOpblE BMECTE C
OTBETaMHU BKJIIOYAIOT B pasaen «Cuymanuy». Ilepen 3amuchio Kaxaoro BOmpoca yKa3bIBarOTCS
WHUIMANbI, paMWIig H JOJDKHOCTh €ro aBropa H craBuTcs aBoeroune. CopaepaHue Bompoca



3anuckiBaeTcs B popme mpsmoit peun. [lepen GpopmynupoBkoii oTBeTa nmumercs cioBo «OTBET»
(B mpoTokose 6e3

KaBbIUEK), CTABSATCS JIBOCTOUME 3AIMCHIBAECTCS OTBET B (hOopMe MPsAMOiA peur B KaBBIUKAX.

Xon obcyxaeHus JOKIafa oTpaxaercs B paszaene ~Beictynunu”. [locne crnoBa BelcTynmuin”
cTaBuTcs nABoetoune. DaMUIHMIO BBICTYMAIOIIETO MUITYT B HMMEHHUTEIBHOM IMajexe OT 1-To
MOJIOKEHHS IeYaTalollero YCTPOMCTBa, 3aTeM YKa3bIBalOTCS MHULMAIBI M JOJDKHOCTH
BBICTYIAIOLIET0, CTABUTCS TUPE H CO CTPOYHON OYKBBI IE€YATAETCA COACPKAHHUE BBICTYIUICHUS B
(hopMe KOCBEHHOU pPEeYH.

[lpunsteie pemeHus comepxarcs B pasuene «llocranoBunm» (Pemwm)”. Ecnu  pernennit
HECKOJIbKO, OHH HyMepyIoTcs apabckumu nudpamu ¢ Toukoid. Kaxxaoe pemieHue cornpoBoxaaeTcs
yKa3aHUEM JOJKHOCTH, (paMHJIMKM M MHUIIMAJIOB OTBETCTBEHHOI'O 3a €r0 BBIMOJHEHHE H CpPOKa
HCIIOJIHEHUSI.

3.3.16. IloctanoBinenue (pelieHUE) TMPOTOKOJBHOIO MEpPONPHUATUS H3JIaraerca B TEKCTE
npoTokosia monaHocTeio. ConepikaHue 0coOOro MHEHHUS, BBICKa3aHHOTO NpU BbIpAaOOTKE IO
CTaHOBNIEHUH (perieHus), (GUKCUPYeTCs B TEKCTE IOCIE COOTBETCTBYIOLIETO MOCTAHOBJICHUS
(pemrenust). 31€Ch K€ MPUBOAAT Pe3yIbTAThl TOJIOCOBAHUS MPU HEOOXOIUMOCTH.

B nocranoBinsomen yacTH TEKCTa MPOTOKOJA MOXKET COAEPKAThCsl MYHKT O MPHUHITHH KaKOIro-
a0 AOKyMeHTa. B 3TOM cilydyae MpUHSATHIM JOKYMEHT IpuiaraeTcs K MPOTOKOIY, B KOTOPOM
IIPUBOJUTCS CCBIJIKA HA €r0 HOMEDP U JaTy.

3.3.17. CymecTByIOT TOJIHAs, COKpallleHHass H Kpatkas (Gopmbl mpoTokosioB. CoKpallleHHas |
KpaTkasg (OpMbl IPOTOKOJOB NPUMEHSETCA, Korga He TpedyeTcss moapoOHOM 3amucu xoja
00CyKJI€HHUS BOIIPOCOB.

3.3.18. B cokpaleHHBIX MPOTOKOJIAX TMOCJIE CIHMCKA MPUCYTCTBYIOIIMX WIIM TNPUTIIAIIEHHBIX
yKa3bIBaeTCsl Ha3BaHWe Aokiana. [locnemHsis cTpoka Ha3BaHMs JNOKJIana momuepkuBaetcs. [lox
4yepToil B ckoOkax medararorcs (GaMUIMK BHICTYNAIONIMX B MOPSAKE UX BBICTyIJIeHUs. Ha3BaHue
Ka)KJ0T0 TOKJa/1a 3aKaHUYMBAETCS IPOTOKOIbHBIM PELIEHUEM MU TIOCTAaHOBIICHUEM.

3.3.19. B mporokone KpaTkoil (OpMBI YKa3bIBAIOTCS TOJBKO PACCMOTPEHHBIE BOIMPOCHI H
IIPUHSTHIE PELICHMUS.

3.3.20. IIpoTokon moAmMCHIBAE€TCS MpelcenaresieM U cekperapeM. JlaTol mpoTokosia sBISETCS
JlaTa MPOTOKOJIBHOTO MEPOIPUSITHS.

3.3.21. [IpoTokonam NnpucCBauBalOTCA MOPSAIKOBbIE HOMEpA B Mpejesiax yueOHOro roja OTAEIbHO
M0 KaXJIOi TpyIme TMPOTOKOIOB: MPOTOKOJBI OOMHMX coOpaHUi pabOTHHUKOB, 3aceJaHHui
[Ie1arorMuecKoro COBETa, pOJUTEILCKUX COOpaHuil u ap.

3.3.22. Homepa pelieHHil, TPpUHATBHIX HA 3aCE€IaHUsX, COCTOST U3 HOMEpa MPOTOKOJa, HOMEpa
paccMaTpuBaeMOro BOIIpOCa B TMOBECTKE JIHA M TOPSAKOBOIO HOMEpA pelleHus B IMpezaenax
Bonpoca. K HOMepam IpOTOKOJIOB U PEIIeHUH MOXKHO MPHOABIATH JUTEP COIJIACHO MOMCKOBOM
cucreme, puHsaToit B MAJIOVY «Jletckuii cag No405.

KonHu npoTokoJ10B pr HEOOXOAMMOCTH PACCHIIAIOT 3aMHTEPECOBAHHBIM OpPraHU3aAIMAM i
JOJKHOCTHBIM JIUIIaM B COOTBETCTBUM C YyKa3aTeJeM pAacChUIKM. YKa3zaTelb COCTaBIsSET U
MOJNKCHIBAET OTBETCTBEHHBIM HCIOJHUTENb CIY>KObl, FOTOBUBIIMM pPAacCMOTPEHHE BOIPOCa.
Konuu npotokonos 3aBepsaoT neyatbto MAJIOV «Jletckuii cax Ne 405».

3.3.23. PenieHus npOTOKOJBHBIX MEPONPUATUI JOBOJAT 10 MCIOJHUTENIEH B BHUJE BBIIUCOK W’
IIPOTOKOJIOB. BpImMcka M3 MPOTOKOJA COAEPKHUT CIEAYIOUIME PEKBU3UTHI: - HAUMEHOBAaHHE
YUPEXKICHUS;

- HAaUMEHOBaHHE BUJA NOKyMeHTa (”BhImucka U3 mpoTokomna’); - 1aTy JOKyMEHTa;



- HOMEp JOKYMEHTA;
- 3aroJOBOK K JOKYMEHTY; . BBOJHYIO 4YacTh TeKcTa mnpoTokona: ~Tlpencenarens”,
”Cekperaps", "IIpucyrcrBoBanu’,

“IIpurnamennsie”, “IloBecTka aHS;

- OCHOBHYIO 4acTh TeKcTa npoTtokoina: “Ciymanu”, “IlocranoBunu™, ”I"onocoBanu’,;

- noAnuch (63 JTWYHBIX MOANMUCEH, TaK KaK BBIMUCKU, KaK MPABUIIO, 3aBEPSIOTCS TOJIBKO
MOAMUCKIO CEKpeTaps);
- OTMETKY O 3aBEPCHUH KOTIHH.
3.3.23. Beimmucka u3 mpotokosna 3aBepsercs neuatbio MAJIOY «Jletckumii cam Ne405y.

3.4. Cnyxe0HbIC TUCHMA

3.4.1. CnyxxebHble TUCHhMA MOTYT OBITh MHULIMATUBHBIMU U OTBETHBIMU. Bee ciyxebHble muchMma,
BoicbTaemble 3a mpenensl MAJIIOY  «/lerckmit cam  Ned05», cyuTarOTCAd MCXOMSIIUMU.
CnyxeOHnble nuchma, noctynaromnme B MAJIOY «Jlerckuit cag Ne405» - Bxoasiiue. CiryxeOHbIe
nucbkMa (CITykeOHBbIE 3alMCKH), UPKYIUPYIONUE MEKAY TOJDKHOCTHBIMH JIMIIAMUA M CITYKOaMu
MBJIOY «/letckuii cag Ne405» cunurtaroTcsi BHyTPEHHUMH.
3.42. CpOoK HCHOJHEHUS OTBETHOTO TMChMAa YCTaHABIUBAETCS:
- C000pa3HO C yKa3zaHUEM, COACPKAIUMCS B JOKYMEHTE (MUChME | T. T1.), Ha KOTOPBIA Ja0T
OTBET HACTOSAIIUM MHUCHbMOM;
- PE30JIFOLUEN PYKOBOJIUTEISI HA JOKYMEHTE.
B ocranpHBIX ciayyasx CpOK OTBETa Ha CIy)KEOHOE MHCbMO YCTAaHABIMBAECTCS 3aBEAYIOUIHIA
MAJIOY «/lerckuit cax Ne405» (HO mpu 3TOM OH HE MOXKET mpeBblmaTh 30 AHEH ¢ MOMEHTa
TOJTYYCHUS JOKYMEHTA YUPEIKICHUEM).
3.43. Cpoxku MNOATOTOBKM WHULMATHBHBIX IIMCEM oOmpeAessioTcs 3asenyrommm MAJIOY
«Jlerckuit cag Ne405».
3.4.4. CnyxeOHble MUChMa MeYaTAIOTCs HA TUTYJBbHBIX Oslankax MAJIOY «Jletckuii cam Noe405»
TSI TUCEM YCTaHOBJIEHHOTO 00pasIia I MUITYTCSI BPYIHYIO (BHYTPEHHHUE).
3.45. Tlpm odopmicHHH THChbMa OOJee YeM Ha OJHOH CTPAaHHIIC BTOpAas W IOCIEIYIOIIHE
CTpPaHUIII HYMEPYIOTCS TIOCEPEIMHE BEPXHETO OISl apaOCKUMU U paMu 0€3 TOUKH.
3.46. Tekct cmyxeOHOTO TUChMa, KaK MPaBUIO, JOJDKEH KacaTbCs OJHOTO BOMpOCA WIIH
HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHbI. TEKCT CIy)keOHOT0 MUChMa HU3JIaraeTcs:

- oT 1-ro Jinna MHOXKECTBEHHOTO 4ucia, Harpumep: ~IIpocum Hampasuts...", “Hanpasinsem
Ha pacCMOTpPEHHE... ~ ,

b

- OT 3-ro Juua €AUHCTBEHHOIO 4Mcia: ~PyKOBOACTBO yupexiaeHus cuuraer...”, ~"Coser

NIEJJarOrOB YUPEKIEHHUS pACCMOTpPEN... U T. IL.;
- oT 1-ro nuna equHcTBeHHOro uncina: ~Ilpomry...”, "Hamnpasindto...” u T. 1.
3.4.7. Ilpu ynotpediaeHnu B TekcTe (haMUIUI JUI HHULIHAIB! YKa3bIBAIOTCS 1OCe (paMUITHH.
B nenoBwix (Ciry)eOHBIX) MUChMaxX MOTYT HCTIOJIb30BaThCS:
- BCTYIIUTENIbHOE 00palleHue:
YBaxaewmsiii rocrionuH [pencenarens!  YBakaemsrii rocrioaus ['ydbepaaTop!
VYBaxaewmslii rocniouH IIpoxopos! YBaxaemas rocnoxa 3axaposa!
VBaxkaemblii Hukonaii [lerpoBuu! VYBaxkaemas Onbra Hukonaesna!
VYBaxkaemble rocnoa!
B oOpamenun mo JOKHOCTH HAaMMEHOBAHWE JOJDKHOCTH THIIETCS C TPOMMCHON OYKBBI, B
oOpaiieHny 1o paMUIUU UHUIHAIIBI JINLA HE YKa3bIBAIOTCS.



- 3aKJTIOYUTENbHAS dTUKeTHAs (pa3a: C yBaKeHUEM, ...
3.4.8. TekcT cayxeOHOro nrcbMa 0OBIYHO COCTOUT U3 JIBYX yacTel. B mepBoit uacTu nsnararorcs
MOTHBBI TUCBMEHHOT0 0OpamieH s (B HEOOXOIUMBIX CIy4asiX - CO CChUIKOW Ha COOTBETCTBYIOIIHE
HOPMAaTUBHO-TIPAaBOBBIE U OPraHMU3allMOHHO-PAcOPSAUTENbHbIE TOKYMEHThI). Bo BTOpOil Hactw,
Haumnaromelicss ¢ a03ama, usnaraercs CyTh OOpamieHusl - Ipock0a, COOOIEeHUE KaKOH-THOo
nH(pOpPMAIIUY, CONPOBOAUTEIBHBIA TEKCT U T. M. B HEOOXOIUMBIX clydasX CIy)eOHOe MUCHhMO
MO>KHO 3aBEpIIUTh KPATKUMU BBIBOJAMH,
3.4.9. TekcTbl OTBETHBIX MTUCEM JIOJKHBI TOYHO COOTBETCTBOBATH 3a/IaHUSM, 3a(PUKCUPOBAHHBIM B
PE30TIOIUH PYKOBOIUTEIIS.
3.4.10. JlaToli ciry»keOHOTO MUChMa BO BCEX CITydasixX sIBISIETCS Jarta ero noanucanus. [Ipu
HAJIWYUU TPUIIOKEHUH K CITy’)KeOHOMY MHChMY 00 ATOM JIeJIaeTCsi COOTBETCTBYIOIIAs CChLIKA B
3aKJTIOYUTEILHOM a03alie TeKCTa.
3.4.11. Anpecar ucnomns3yeTcst Ipu 0(pOpMIICHUU JEJIOBBIX (CITYKEOHBIX) TUCEM, BHYTPEHHHUX
MH(QOPMALMOHHO-CIIPABOYHBIX  JOKYMEHTOB  (JOKJIAIHBIX, CIYKEOHBIX 3alUCOK U Jp.).
AnpecaToM JOKYMEHTa MOXET OBITh OpraHM3allusi, CTPYKTYpHOE IOJpa3JelIeHne OpraHu3alluy,
JOJKHOCTHOE WM (PH3UYECKOE JIHIIO.
3.4.12. PexBusut “ampecar’ MpOCTABIAETCS CIpaBa MoJ PeKBU3UTAMH OjlaHKa (TP MPOJAOIHLHOM
pacnosyiokeHuu peKBU3UTOB OnaHKa). CTPOKU PEKBU3UTA «aJpecary BhIPABHUBAIOTCA I10 JIEBOMY
Kparo WIHA LEHTPUPYIOTCS OTHOCUTEIIBHO CaMOU JUIMHHOM CTPOKH.
3.4.13. Ilpm angpecoBaHMHM JIOKYMEHTa pPYKOBOAMTENIO (3aMECTHTENI0  PYKOBOJIUTEINS)
OpraHu3allMy YKa3blBalOTCA B JATEJbHOM IMaJ€XKE HAMMEHOBAHUE JOHKHOCTU PYKOBOAMUTEIS
(3aMecTuTenss pPyKOBOJIWTENs), BKIIOYAIOLIEEe HAUMMEHOBAHUE OpraHusauuu, # (amuus,
WHUIUAIIBI I0JKHOCTHOTO
Iuna.
IIpumep
PyxoBoaurento denepanbHOro
apxuBHoro arenrctsa ®@amunusa 1.0.
3.4.14. Ilpu agpecoBaHWM NMUCbMa B OPraHU3AIMIO YKA3bIBAETCS €€ MOJHOE WM COKPAIIEHHOE
HauMEHOBAaHHE B UIMEHUTEIbHOM NaJIEKe.
IIpumepst
1 ®enepanbHOE APXUBHOE areHTCTBO
2 Pocapxus
3.4.15. Ilpu agpecoBaHHM NOKYMEHTA B CTPYKTYPHOE MOApa3/ICICHUE OPraHU3alld B PEKBU3UTE
“aapecaT’ yKa3blBaeTCsl B MMEHMTEIBHOM IIaJIe)K€ HAUMEHOBAaHUE OpraHU3allud, HUXKE
HaUMEHOBAaHHUE CTPYKTYPHOI'O IIOApa3AcICHUsI.
IIpumep
®enepaibHOE apXUBHOE ar€HTCTBO
Otnen rocynapcTBEHHOM
CITyXOBbl, KaJIpOB M Harpaj
3.4.16. IIpu anpecoBaHUU NMHUCbMa PYKOBOJUTENIO CTPYKTYPHOTO MOJpa3/IeeHUs] YKa3bIBAETCS B
MMEHUTEJIIbHOM TaJie’)ke HaWMEHOBaHWE OpraHu3allMd, HUXKE - B JaTeJbHOM TMajexe
HAaMMEHOBAaHHE JIOJDKHOCTH PYKOBOJIMTENS, BKJIIOYAIOIIEE HAWUMEHOBAHHME CTPYKTYpPHOTO
MoJIpa3neneHus, (paMuiInio, THUIAAIEL.
[Ipumep
AO TIpo¢punsp”



PykoBoauTento
JIOTOBOPHO-IIPaBOBOIO OT/EIIa
®damunus MO.
3.4.17. Ilepen amunueit TOJKHOCTHOTO JIUIA JIOMYCKAETCS YHNOTPeONATh COKpalleHue T-Hy
(rocrionuHy), €ciu aapecat MyXXUuHa, WIK ~T-xe” (TOCIOoXKe), M aapecar )KeHIIMHa.
[Tpumepsr
1. r-ny ®amunus U.O.
2. r-xe @amunusa UO.
3.4.18. Ilpu paccbulke AOKYMEHTa TpyIIe OpraHu3alnuil onHoro tumna win B crpykryPHble
NOJIpa3/ieJeHUsl OJJHOM OpraHu3alMy, aJipecaT yKa3blBaeTcsi 0000IIEHHO.
[Tpumepsnl
PykoBonurensm nouepnux oduects AO “TIpodunp”
PykoBogurensam ynpasinenui Pocapxusa
3.4.19. Ilpu pacceuike TOKyMEHTa HE BCEM OPraHM3allUsAM WIN CTPYKTYPHBIM IOAPA3JIEICHUAM
Mo/ peKBU3UTOM ~AnpecaT” B CKOOKaxX yKasbIBaeTcs: ~’(110 CIIUCKY)”.
[Tpumep PykoBoauTensim
JIOYEPHUX
obmects  AO  llpodpmip” (1o
CIIHCKY)

B ogHOM nokymeHTe He J0KHO OBITH O0Jee yeThipex aapecaToB. CinoBo “Komust™ mepen
BTOPbIM, TpPETbUM, YETBEPTHIM aJpecaTaMM He YyKas3biBaeTcsa. llpum OosblieM KoJIMYeCTBeE
aJpecaToB COCTABJISIETCS CIUCOK (JIMCT, yKa3aTesb) PACChUIKU JOKYMEHTA, Ha Ka)KJIOM JIOKYMEHTE
yKa3bIBAaeTCs OMH aJpecat WIn ajipecaT opopmiIsieTcst 00001EHHO.

3.4.20. B cocraB pexkBu3uta "Aapecar”’ MOXKET BXOAUTH MOYTOBBINA aApec. DIEMEHThI TIOYTOBOIO
ajZipeca yKa3blBalOTCA B II0OCIIEOBATEIBHOCTH, YCTaHOBIEeHHOM IlpaBuinamu okazaHus yciayr
MIOYTOBOW CBS3H, YTBEPKIAECHHBIMU MIPUKAa30M MHHHUCTEPCTBA CBSI3U M MAaCCOBBIX KOMMYHHKAIUI
Poccuiickoit ®enepanuu ot 31 uronst 2014 r. 234.
ITpumep -
Bcepoccutickuit
Hay4YHO-HUCCIIEI0BATEIbCKUIA HHCTUTYT
JIOKyMEHTOBEICHMSI U apXUBHOTO JieJia
IIpodcorosznas yi., 1. 82, Mocksa, 117393
ITouToBBIN azpec MOXKET HE YKa3blBaThCs B JOKYMEHTaX, HalPaBIsEMbIX B BBICIIME OpraHbl
BJIACTH, BBIIIECTOSAIME OpraHM3aLMU, IOJBEIOMCTBEHHbIE OpPraHM3allMd M IMOCTOSHHBILI
KOPPECIOH/IEHTaM (3a UCKJIIOUYEHUEM HalpaBJICHUs [HMCEM yKa3aHHbBIM ajjpecaTaM B KOHBEPTax C
MIPO3payHbIMU OKHAMH).
3.4.21. Ilpu agpecoBaHUM JOKYMEHTa (PM3UUECKOMY JIMILY YKa3bIBAIOTCS: (DaMHIIAS WHULIUAIIBI,
IIOYTOBBIN aapec.
[Tpumep
®amunus 1.0.
Canosas yiu., 1. 5, kB. 12,
r. Jlrobepup, MockoBckas 06m., 301264
3.4.22. Ilpu oTnpaBKe MHCbMa IO BJIEKTPOHHOM MouTe WIM MO (PaKCUMWIBHOW cBsi3u (6€3
JIOCBUIKH IO TI0YTE) OYTOBBIN ajpec He yka3biBaeTcs. [Ipy HE0OXOIUMOCTH MOXKET ObITh yKa3aH
3JIEKTPOHHBIN aapec (HoMep Tenedona/dakca).



[Tpumep -
Bcepocculicknii HayqYHO-UCCIEA0BATEIbCKAN HHCTUTYT
JIOKYMEHTOBEJICHUS M apXUBHOTO jiena mail@vniidad.ru
3.5. Texedonorpamma

3.5.1. TenedonorpamMma BKIFOYAET CIEIYIONIME PEKBU3UTHI: HANMEHOBaHUE YUPEXKJICHUS, aJipec,
7aTy, WHIEKC, TEKCT, TOANHCh, OTMETKA O BPEMEHH Iepelayd W yKa3aHHe OJDKHOCTeH H
dbamuuii (WM TOIBKO (haMUIIAIA) JUI, TPUHSABIINX M MEpelaBIMx TeiedoHorpammy. B cimydae
OTCYTCTBHSI OJIaHKOB Ui TeJleOHOrpaMM MPHUMEHSIOTCS JHCThI Oymaru ¢opmata Ad4.
TenedoHorpaMMbl COCTABISIOTCS B OJHOM 3K3EMIUISIpE, MOANUCHIBAIOTCS PYKOBOJIUTEIEM HIIU
HEMOCPECTBEHHBIM HCTIOTHUTEIEM.
Texct He momkeH BkiIouyaTh Oosnee 50 cmoB. TemedoHorpamMmma goimkHA OBITH JaTHPOBAaHA M
MOJITUCAHA JIUIIOM, OT IMEHH KOTOPOTO OHA NepeaaeTcsl.
3.52. TenedoHorpamma nepegaeTcsi HECKOJIBKHM aJpecaTaM Mo MpuiaraeMoMy CIIMCKY aJIpecaToB
1 HOMEPOB TeIe(OHOB.

3.6. 3asBieHue
3.6.1. 3agBnenne — 9310 oduManbHOE CcooOIIeHHe B MHChbMEHHOW (opme. OHO COIEPKHUT
MpeUIOKEHNE, KAT00y WM MPOChOY KAKOro-TnOo 4esioBeKa, aJpecOBaHHBIC WJIM OpraHU3AINH,
WIA JTOJDKHOCTHOMY suny. CTaHnapTHO 3asiBieHUE muiuercss Ha Oymare ¢opmata A4 Genoro
1[BeTa, CUHEH (4epHOil) macToil. 3asBIeHHue MOKET ObITh HAMMMCAHO OT PYKU MU HA KOMITBIOTEPE.
B nocnennem cityyae 1aty U MOANUCH CTAaBUTCS BPYUHYIO.
3.62. He nomyckaroTcst UCTIpaBIICHUS, 3a4ePKUBAHMS, a TAK)XKE MCIIOIB30BAaHME IITPUXA M TMPOUUX
3aMa3bIBAIOIINX YSPHUIL.
3.63. 3anonHeHe HAUMHACTCS C «IIAKN»:
- B MPAaBOM BEPXHEM YTy BIUCHIBAIOTCS JaHHBbIE cTOpoH. CHauana B JaTeIbHOM Malieike
(koMy) BHMCBHIBAETCS JIOJDKHOCTH OTBETCTBEHHOTO pykoBojutens, ero ®UO u Ha3Banue
OpraHu3allii, UIMEHHO B TaKOW IMOCIIENOBATEIBHOCTH. Hrke yKa3bIBAalOTCS JaHHBIC 3asiBUTENS B
POAUTENILHOM MaJiexke (0T KOro), MOTOM JOHKHOCTD (MOJIHOCTEIO), oHoe PUO 3asButens. Eciu
3asIBJICHUE THINETCS HAa UMsI PYKOBOJMTENS TOHM e OpraHU3aluu, K KOTOPOW OTHOCHTCS aBTOP
3asBJICHUS, TO MOCJIETHUI JOJKeH yKa3aTh CBOIO JIOJDKHOCTb, a €CIIM 3asBJICHHE aJpecOBaHO B
KaKyr0-1100 HHYIO OpraHU3aIfIo, TO MOJAIONINI 3asBICHHE YKAa3bIBAET CBOM aJpec, KOHTAKTHBIN
TenedoH.
- 3aroJIoBOYHasl 4acTh (HAMMEHOBAHHE JIOKyMEHTA IMHUIIETCS B CEPEIUHE JHCTA JIOOBIM UX
TpeX CIoCcOOOB:
a) «3asaBleHUeY, T1Ie TiepBas OyKBa 3arjiaBHasl, B KOHIIE CJIOBA TOYKA HE CTABUTCS;
0) «3ASIBJIEHUE, Bce OyKBHI B CJI0BE 3aryiaBHbIe. Takol BapuaHT UCIIOJIB3YETCS TPH MeYaTHOMN
¢dbopme, B KOHIIE TOYKA HE CTABHUTCSI.
B) «3asIBJICHUEY», C MAJICHHKON OYKBBI, B KOHIIE CTABUTCS TOYKA.
- TEeKCT 3asBieHusd. Vcmonp3yeTcs, Kak TMpaBWio, OQHUIMAIbHO-IE]IO0Bast JIEKCHKA, B
HEKOTOPBIX 3asBICHUSIX TOMYCKAETCs yNOTpeOieHne MyOIUIINCTUIECKON JTeKCUKH.
- OTHUCH IIPHUJIATa€MbIX IOKYMEHTOB (€CJIM MPUIIATraroTcs).
- JaTa, TOIMHKCH 3asBUTENS (BHU3Y CIIPaBa).

3. 7. 3anucka
3.7.1. 3anucka (aHaTUTHYECKas, JOKIAQJHAasA, CIy)keOHasi, OOBICHHUTEIbHAS) JOKYMEHT,
aJpeCOBaHHBIA PYKOBOJIUTENIIO JAHHOTO WJIM BBIIIECTOSIIETO YUPEXKICHUS W COJEp Kaluil
0OCTOSITEIEHOE W3JI0KEHNE KAaKOTO-THOO BOTPOCA C BBIBOJAMHU U MPEIJIOKECHUSIMHU COCTABHUTEIIS.



3.72. JoxnagHas 3alycKa COCTaBISICTCS KaK MO JUYHOW WHUIMATHUBE aBTOpa (paOOTHHKA), TaK U
10 YKa3aHHIO (MIMCbMEHHOMY WJIM YCTHOMY) PYKOBOJIUTEIS.
3.7.3. 3amnucka coctaBiisgeTcsi Ha OyMa)KHOM HOCUTEJIE WM B JICKTPOHHOM BHUJIE.
OdopMmieHne 3amuCcKd 3aBUCUT OT ajpecara. lIpu cocTaBlieHWH MOKIATHOW 3alUCKH,
aJpecOBaHHON PYKOBOJUTENIO YUPEKICHUS B PAMKaX YUpPEKICHHUS, OHA CUUTACTCS] BHYTPEHHEH U
obopmiieTcss Ha CTaHAAPTHHIX JmcTtax Oymaru (opmata A4. Ecnu 3ammcka anmpecyercs 3a
MIPEIeIbl YUPEIKACHIS, TO €€ 0OPMIISIOT Ha OJTaHKE, M OHA HA3BIBACTCS BHEIITHEH.
BuemiHsis 3anucka JoJbKHA COACPKATh CIASAYIONINE PEKBU3UTHI: HAMMEHOBAHHUE YUPEKICHHUS, BUT
JIOKYMEHTa, JaTa JOKYMEHTa, PEruCTPAallMOHHBIA HOMEp, MECTO COCTaBJICHHUs, Ha3BaHUE
JIOKYMEHTa (3aroJIoBOK K TEKCTY), €ClIU TeKCT Oonee 4 — 5 CTpoK, aapecat (bI), TEKCT, MOJIUCH
PYKOBOAMTENS yUPEKICHUS.
BuyTpennsis 3amnucka JOJDKHA COACPXKATh CIEAYIOIIME PEKBU3UTHI: BUJ JOKYMEHTa, JaTa
JIOKYMEHTA, Ha3BaHUE JJOKYMEHTa (3aroJIOBOK K TEKCTY), €CIIU TEKCT Oojiee 4 — 5 CTpoK; aapecaT
(p1), TEKCT, MOAMUCH (C YyKa3aHWEM JOJDKHOCTH, (amunuu, wuHUIManoB). [loxmuceiBaeT
BHYTPEHHIOIO JTOKJIAJIHYIO 3aIICKY COCTaBUTEIb.
3. 7.4. Pa3HOBUIHOCTBIO JIOKJIATHOW 3aMKUCKU SABIAIOTCA IpeAcTaBieHus. OHU UCTIONIB3YIOTCS MPHU
JTOKYMEHTUPOBAHUM  KaJIpOBOM  JIEATETLHOCTH M  COCTABJISIOTCS  PYKOBOJUTEJIEM  WIH
3aMecTuTeseM pykoBoauTens. [IpencTaBieHusi COCTaBISIOT B CIy4asX MOOUIPEHUs pabOTHUKOB,
HaJIO’)KEHMSI B3bICKaHU, POBECHUS aTTECTALlUU.

3.8. AkT
3.8.1. AKT — [OKYMEHT, COCTAaBJICHHBIM M TOJNUCAHHBIA HECKOJbKHUMHU JIHIAMU |
MIOATBEPKIAIOIINHN YCTAaHOBICHHBIE (PAKTHI 1 COOBITHS.
AKTBI COCTaBIIIOTCSI TIO pe3yldbTaTaM pPEBU3UU (PHHAHCOBO-XO3SUCTBEHHOW MAESITENHLHOCTH,
npremMa — Iepeayu Jiei, MIPOBEPKU HATUYKS, MHBEHTAPU3AIUHU U JIp.
AKT cocTaBisieTcsi KOMHCCHOHHO (HE MEHee JBYX COCTaBUTENEH) WM CHEeIHaIbHO
YIOJHOMOYEHHBIM JOJIKHOCTHBIM JIUI[OM.
3.82. AkT odopmisieTcs Ha cTaHAapTHBIX juctax Oymaru mpudrom Times New Roman (Cyr)
pazmepom Ne 14 u nmeer cieyromme peKBU3UTHI.
I'pud yrBepx)aeHHs BKIIOYAET CIOBO «YTBEPXKAAI0», KOTOPOE MevYaTaeTcs MPOMUCHBIMU OyKBaMH,
0e3 KaBbIYEK, HAUMEHOBAHME JOJDKHOCTU JIMIIA, YTBEP)KIAIOUIETO akT, JUYHYIO MOJIUCH, €€
pacmu@poBKy U AaTy.
CnoBo «yTBepkJai0», HANMEHOBAHUE JOKHOCTH JIUIA, YTBEPAUBIIETO JOKYMEHT, paciIugpoBKa
MOAMKUCH U J1aTa pa3festorcs 1,5 MeXCTPOUHBIMU UHTEPBATaAMHU.
HaumenoBanue Buaa [oKyMeHTa akT. HaumMeHoBaHHWe BHJa JOKYMEHTa OTHAENSETCS OT
MpEeNbIYIIEro PpeKBU3WTa 3 OAMHAPHBIMU MEXKCTPOYHBIMH  HMHTEpPBAJaMH, II€e4aTaeTcs
MPOMUCHBIMA OYKBaMH, BBIIEIACTCS MPUGTOM IPYroi HACHIIIEHHOCTH M BBIPABHUBAETCS TIO
LEHTPY.
Homep odopmnsieTcs apabckumu mudpaMu U meyaTaeTcs Mocle CIoBa akT, HAa TOM ke CTPOKe.
JlaTa akTa JOJKHA COOTBETCTBOBATH JIHIO aKTUPyeMOro (hakta WiId COOBITHUS U OhOpMIIsSeTcs
CJIOBECHO-LIM(POBBIM CLIOCOOOM Uepe3 2 OAMHAPHBIX MEKCTPOUHBIX MHTEPBAJa OT 3ar0JIOBKa.
MecTo u3aaHus yKa3bIBAETCA HA OJTHOW JIMHUHU C TaTOM.
3aroJoBOK OTAENSETCS OT NPEAbIAYIIEro pPEeKBU3UTAa 3  OJMHAPHBIMH  MEKCTPOUHBIMU
WHTEpBallaMu, TedaTaeTcsi uepe3 1| WHTepBad, BBIACNSACTCS TOMYXKHPHBIM MIPUPTOM, U
BBIPABHUBAIOTCS 110 LICHTPY.



Touka B KOHIIE 3aroJ0BKa HE CTAaBUTCs. B 3arooBke K TEKCTy akTa yKa3bIBAE€TCSl HAa3BaHUE WU
KpaTKOe COJep>KaHUE aKTUBUPYeMOro ¢akra Wid cOObITHS. 3arojioBOK JODKEH OTBeYaTh Ha
Borpoc: «O yem?» cocTaBieH akT, Hanpumep: «O BBIIEICHUM K YHUUYTOXEHHUIO TOKYMEHTOB U
JieJ1, He TOJIeKAIUX TaJIbHEUILIEMY XPaHEHUIO.
Tekcr oTnensercs OT AaThl U MECTa U3JaHUS aKTa 3 MEXKCTPOUYHBIMU MHTEPBAJIAMHU M M1€YATAETCS
yepe3 1,5 naTepBana.
TeKCT akTa COCTOMUT U3 JBYX YaCTEH — BBOJHOW M KOHCTATUPYIOLIEH.
BBogHas yacTh TekcTa akTa HauumHaeTcsl clioBoM «OCHOBaHME:» MOCJE KOTOPOTO YKa3bIBaeTCS
HaUMEHOBAaHME TOKYMEHTA, [TOCIY>KUBILIErO OCHOBAHUEM JIJIsl COCTABIIEHUS aKTa, €ro Jara, HOMep
Y 3aroJI0BOK.
C HOBOM CTpPOKHM OT JI€BOM TpPaHMUIBl TEKCTOBOI'O TIOJNS JIOKYMEHTa TI€4aTaeTcsl CIJIOBO
«CocTaBneH», CTaBUTCA JBOETOYME, U Jajiee MNEPEUYHCISIOTCS (aMHINM W HHUALUAIBI
COCTAaBUTEJIEH aKTa WM cocTaB KoMuccuu. daMuiany 4iIeHOB KOMHCCHHM pacIojlaraloTcsi B
anQaBUTHOM TOPSIKE.
KoncraTtupyromas yacTe TeKCTa akTa HauMHaeTcs ¢ a03ana. B Hell W3nmararoTcs 1enu, 3aadyu U
CYILIECTBO pabOThl, MPOAEIAHHON COCTABUTEISIMU aKTa, €€ Pe3yIbTaThl.
B koHIIe TeKCcTa yKa3bIBalOTCS CBEJIEHUS O KOJIMUYECTBE HalleuaTaHHBIX dK3EMIUIIPOB aKTa, MECTE
MX HaXOXACHUS WM aJipecaTax, KOTOPbIM OHU HAIPaBJISIOTCS.
KonnuecTBo 3K3eMIUIIPOB aKTa ONPEAEIAETCS KOJIMYECTBOM 3aMHTEPECOBAHHBIX CTOPOH HIIU
HOPMaTUBHBIMH IIPAaBOBBIMHU JIOKYMEHTAaMHM, PETJIaMEHTUPYIOIIMMH COCTaBieHUe akTa; [loamuce
OTIeNsIeTCs OT TeKCTa 3 OAMHAPHBIMU MEKCTPOUYHBIMHU UHTEPBAJIAMHU.
AKT noanuchIBaeTcs MpeaceaareeM KOMUCCUHM U BCEMH JIMLIAMU, IPUHUMABIIUMH yYacTHE B €ro
COCTAaBJICHUHU.
4. IIpaBuia opopMiieHUsI JOKYMEHTOB
4.1. O6uue TpedoBanus Kk opopmiiennio JJokymeHToB

4.1.1. JIOKyMEHTBI MOTYT CO3/1aBaTbCcsi Ha OyMa)KHOM HOCHUTENIC W B JJICKTPOHHOH (opMme ¢
COOJTIO/ICHHEM YCTAaHOBJICHHBIX MPAaBHI 0(hOPMIICHHUST JOKYMEHTOB.
4.12. Ilpu co3maHuu [OKyMEHTa Ha JBYX H 0Oo0Jee CTpaHUIaX BTOPYIO M TOCIEAYIOIIHNE
cTpaHuIbl HymMepyroT. HoMepa cTpaHHIl MPOCTABISIIOTCA MOCEPEIUHE BEPXHETO MOJIs JOKYMEHTA
Ha paccTosiHUM He MeHee 10 MM OT BEpXHEro Kpas JIUCTA.
4.1 3. Jlomyckaercs co3jaHME JOKYMEHTOB Ha JIHMIIEBOW M 000pOTHOM cropoHax sucra. [Ipu
JBYCTOPOHHEM CO3JaHUM JOKYMEHTOB IIMpUHA JIEBOIO IOJS Ha JIMLEBOM CTOpPOHE JIHCTa U
IIPABOTO MOJIA HA 0OOPOTHOM CTOPOHE JIUCTA JOJKHBI OBITh PABHBI.
4.1 n. TapautypamMu U pa3MepamMu IIPUQPTOB I PEKBU3UTOB JOKYMEHTa SBISAIOTCA: Times
New Roman N 13, 14; ArialN 12, 13; VerdanaN 12, 13; CalibriN 14 u npuGiamkeHHbIC K HIM.
[Ipu coctaBiennn TabIUI] AOMYCKAETCS UCTIOIb30BaHUE MPU(TOB MEHBIIIUX pa3MepoB. 4.1.5.
AOG3a1HbIi OTCTYI TEKCTA JOKYMEHTA - ,25 cM. 3aroJIOBKH pa3/ieoB U MOIpa3AeioB MeUaTaroTCs
¢ a03aIlHBIM OTCTYIIOM HJIM LIEHTPUPYIOTCS 1O IIUPUHE TEKCTA.

MHOroCTpOUHbIE PEKBU3UTHI NEYATAIOTCS Y€pPe3 OJUH MEKCTPOUHBIA MHTEPBaJl, COCTABHBIC
YaCTU PEKBU3UTOB OTAEISAIOTCS TONOJIHUTEIBHBIM UHTEPBAIIOM.
Tekcr nokymeHTa nevaraercs yepes 1 - 1,5 MEXCTpOUHBIX MHTEpBAIA.

Ecnu 1oKyMeHT rOTOBHUTCS /JIsl M3/1aHUS C YMEHBIICHHEM MaciuTada, TEKCT rmevyaraeTcs 4yepes
JIBa UHTEpBaJa.
HuTepBan Mexay OykBaMu B CJIOBaxX - OObIUHBIN. MHTEpBasl MeX1y CI0BaMH - OJIUH MPOOEI.



4.1.6. TexcT JOKyMEHTa BBIPABHUBAETCS 1O MIMPUHE JIKCTA (IO TPAHUIIAM JIEBOT'O U MTPaBOTO
nonieit JlokymentTa). JImuHa caMoit JUIMHHOM CTPOKH PEKBU3HUTA MPHU YIIIOBOM PACIIOIOKEHUN
PEKBU3HUTOB He Ooiiee 7,5 cM. [{nrHa camoi JUTMHHOW CTPOKHU PEKBU3UTA MPU MPOIOIHLHOM
pacrooKeHUN
PEKBU3UTOB He Oosee 12 cM.
4-1.7. BblmeneHne pEeKBU3UTOB ~aapecar’, ~3arojiIOBOK K TEKCTY WM ~TIOJANHUCH", a TaKkKe
OTIENBHBIX (PParMeHTOB TEKCTa MOTYT OBITH OTYXKHUPHBIM IIPH(PTOM.
4.1.8. HopmaTuBHBIE NpaBOBbIE aKThl OpraHM3allMM, a TakK€ WHBIE MHOTOCTPAaHUYHbIE
JOKYMEHTBI MOT'YT O(DOPMIISATHCS C TUTYJIBHBIM JINCTOM.

.1.9. HaumeHoBaHUE BHUAA JOKYMEHTA YKa3bIBAETCS Ha BCEX JOKYMEHTAX, 3a HCKIIOYCHHEM
JIENOBbIX  (CIy)KeOHBIX) TMHCEM, pacmojaraercs TOJ PpEeKBU3UTaMH aBTOpa JOKyMEHTa
(HaMeHOBaHUEM OopraHu3alui, HAauMEHOBAaHHEM CTPYKTYpPHOTO 1oJipa3zeieHus,
HaUMEHOBAHHUEM JIOJKHOCTH).
4.1.10. Odbopmiierne nokymentoB B MAJIOVY «Jlerckuit cam Ne 405 », BBICBUIAEMBIX 3a €r0O
Tpeenbl, CaeayeT MPOU3BOAUTh Ha odunmanbHbix Omankax MBJIOY « Jlerckuii cag Ne 151
Bnaytpennue
nokymeHtel MAJIOY «Jletckuii cam Ne 405» wHamiexutr odOpMIISITh Ha YHUCTHIX JIUCTaX
MaIlIMHONUCHOU Oymaru ¢popmara A4 u AS.
B otnmenpHBIX ciydasx (Hampumep, Ui TPUIOKEHUN K JTOKyMEHTaM, pEe30JIONUi U T. II.)
JIOTTYCKAETCsl MCITOJIb30BaHNE MAITMHOMMCHOM Oymaru ¢popmara A3 u AO.
4.1.11. Tlpyu TOATOTOBKE TAOJMYHBIX JTOKYMEHTOB (Hampumep, Uisl pa3paOOTKU OTUYETHO
CTaTUCTHYECKUX (OPM U T. I.) JONMYCKAETCS NMPUMEHATh CTaHAAPTHBIE CPEACTBA TAOIUYHOTO
penakropa Excel for Windows. IIpu moaroroBke npe3eHTallMOHHBIX (BU3YaJIbHBIX) TOKYMEHTOB
(cxeM, nuarpamMm, rpadukoB M T. I.) JOMYCKaeTCs HCIOJIb30BaTh CTaHIApTHBIE CpPEICTBa
penakropa npesenTanuii PowerPoint for Windows.
I'padbr 1 cTpoku TabGIUILIBI JOIKHBI UMETh 3aI0JIOBKH, BBIPAKEHHBIE UMEHEM CYILECTBUTEIbHBIM
B UMEHHTENbHOM manexe. lloazaronoBku rpad M CTPOK JOJKHBI OBITH COTJIACOBaHBI C
3arosioBkamu. Eciam Tabmuily medataroT Oojiee YeM Ha OTHOW CTpaHuIle, Trpadbl Tabmuie
0053aTeNTbHO HYMEPYIOT U Ha CJIEIYIOIIUX CTPAHUIaX CTaBAT TOJIBKO HOMEpPA 3TUX rpad.
4.1.12. PeructpaluOHHBI HOMEp JIOKyMEHTa - 1UdpoBOHl wiM  OyKBEHHO-IIM(POBOM
UICHTU(QUKATOP JOKYMEHTAa, COCTOSIIMM M3 IMOPSIKOBOIO HOMEpPA JOKYMEHTa, KOTOPBIH, IO
YCMOTPEHHIO OPTraHM3alUU, MOXET JOMOJHATHCS LU(PPOBBIMA WM OYKBEHHBIMH KOJAMHU
(MHIOEeKcaMHM) B COOTBETCTBUM C HCHOJIB3YEeMBIMH KiaccHU(UKaTopaMu (MHAEKCOM Jena 1o
HOMEHKJIaType e, KOJAOM
KOPPECIIOHIEHTa, KOJIOM JIOJKHOCTHOTO JIIAa U Jp.).
4.1.13. Tleyatp  TpOCTABISAETCS, HE 3axBaThiBasg COOCTBEHHOPYYHOW TOJAMHCH  JIWIIA,
MOJIMUCABIIETO TOKYMEHT, WIH B MecTe, 00o3HadueHHoM “MIT” ("Mecrto neuatn”). [ledats MoxeT
3aXBaThIBaTh YaCTh
HAaMMEHOBAHMSI IOJDKHOCTH JIMIIA, TIOJMUCABIIETO TOKyMEHT. [leyaTs cTaBUTh HEOOXOAUMO:
TpynoBble KHMXKH (IIpH €€ 3aBEJCHUM, YBOJBHEHUHM COTPYAHHKA JIMOO, HAmpuMep, CMEHE
(bamuun paboTHHKA).
JlokasibHble HOPMATHUBHBIE aKThl OPraHU3ALHH.
TpynoBble 7OroBOpHI (BKYIE C JOMOTHUTEIBHBIMH COTJIAIIEHUSIMU K HUM U JJOTOBOPOB O TOJIHOM
MaTepHaIbHON OTBETCTBEHHOCTH).
AKTBI ¥ TApAaHTUMHBIE TUCHBMA.



® JloBepeHHOCTH, CBS3aHHBIE C OCYIIECTBICHHEM TEeX WIM HHBIX JCHCTBHH, CBS3aHHBIX C
Pacxo/I0BaHUEM JICHEKHBIX CPEJICTB U MaTepUAJIbHON Oas3bl.
@ ApxuBHBIE CIIPABKH U KOTHUHU JTOKYMEHTOB.
® Harpagsblie rpamMOThl, X0JaTalCTBa, XapaKTePUCTUKH, PEKOMEHIAIIUH U T.1.
OcHOBHOE MpaBUJIO, KOTOPOE HEOOXOJUMO COOIIONaTh MpPU MPOCTABIEHUM OTTHCKA IEYaTu:
CTaBHUTh TaK, YTOOBI ObIIa YETKO BUIHA TOJIKCH JOJDKHOCTHOTO JIMIA W BCS MH(POpMaIus Ha
OnucKe revyatu. ( YeTKHH OTTHCK BCEX DJIEMEHTOB M300paskeHus). HachIeHHOCTh W IIBETOBOM
TOH BCEX y4aCTKOB OTTHCKA JTOJKHBI OBITH pAaBHOMEPHBIMH.
CraBUTh OTTHCK MEYATH HA YUCTHIM JIUCT OymMaru, Ha KOTOPOM €Ile HeT MOJNHMCH JOJKHOCTHOTO
1ML, HEJOMYCTUMO.
IleuaTh MOXET «3aXBaTbIBATh» U JIPYTHE 3JIEMEHTHI JOKYMEHTA, B 3aBUCUMOCTH OT TOTO,
JUISL 9er0 MPOCTABISIETCS OTTHCK IedaTd. HampuMep, OTTHCK Ha IPHXOXHO-KACCOBOH 0
KBUTAHIIMM YaCTHYHO OCTaThCSl HAa TOM €e 4YacTH, KOTopas OTAaeTcs opraHu3zanuu. Ecmu ke
HY>KHO 3aBEpUTh Ha MPOLIMUTOM JOKYMEHTE yJOCTOBEPSIOIIYIO HAAMUCh, CIEAYET CTaBUTh MeyaTh
TaK, YTOOBI OHA OTIEYaTaJach Ha JIUCTKE, K KOTOPOMY IPHUKPEIUIEH JOKYMEHT 3aBEpUTElIsd, U Ha
TEKCTe caMoro JokyMeHTa. IloBepx mocTaBiieHHON JMYHOM MOJNMCH HAHOCUTH OTTUCK NE€4aTu
HEJb3s.
4.1.14. OtmeTka 00 UCTIONHUTENE BKIIOYACT (PaMUIIHIO, UMSI M OTUYECTBO UCTIOIHUTENS, HOMEP €T0
tenepona. OTMmMeTka OO0 HCHOJIHMUTENE MOXKET JOMOJHATbCA HAUMEHOBAHUEM JOJKHOCTh
CTPYKTYPHOT'O TOAPA3JeIeHUs] U 3JIEKTPOHHBIM ajpecoM wucnonnurens. Hampumep: 3abenun
WBan AmnnpeeBny, KoHTponmpHOE ympaBieHHe, BeRymMi crenuanuct, +7(495) 924-45-67,
ZabelinQgov.rU OtmeTka 00 ucmosHuTeae 0(OPMIIIETCS Ha JIMIIEBOM CTOPOHE TOCIEAHErO JIHCTa

JIOKYMEHTa OT T'pPaHUIlbl JEBOTO MOJS WM, MPHU OTCYTCTBUM MeCTa, - Ha OOOPOTHOM CTOpOHE
BHU3Y cneBa. OTMeTka 00 HCIONHUTENEe MOXKET O(OPMIIATHCS KaK HIKHUM KOJOHTUTYT H
neyaratbes mprudTomM MEHbBILEro pa3mMepa.

4.1.15. OT™MeTka 0 3aBepeHHH KONMHUH OQOPMIISIETCS UIS MOJITBEPKIACHUS COOTBETCTBHUS KOIHH
JOKYMEHTa (BBIMUCKU W3 JIOKyMEHTA) MOMJIUHHUKY AOKyMeHTa. OTMETKa O 3aBepeHHH KOIUHU
MPOCTABIISIETCS. TIOJIT PEKBU3UTOM ~TIOAMHUCH” M BKJIIOYAET: CJIOBO ~BepHO”; HanMeHOBaHUE
JOJKHOCTH JIMIA, 3aBEPUBLIETO KOMHIO; €ro COOCTBEHHOPYYHYIO MOAIMMKCH; pacHIu(pOBKY
MOANHUCH (MHUIMABI, (PaMUJIUIO); ATy 3aBEPEHUS KOMMUH (BBITUCKH U3 JOKYMEHTA).

[Ipumep

BepHao

WucnekTop cityx0bl KaApoB
IMonmuce HO. ®amunusa Jlata

4.1.16. Ecnu xonust BeLIAETCS JUIsl TPEJACTABICHUS B IPYTYIO OpraHU3alfio, OTMETKA O 3aBEPEHUH
KOIUU JIOTIOJHSETCS HAJIUCBI0O O MECTE XpaHEHUs JOKYMEHTa, C KOTOpOro Oblja M3rOTOBJIEHA
konus (CTloJIMHHUK TOKyMEHTa HaXOJIUTCs B (HAMMEHOBAHHME OpraHu3allin) B AeJie ... 3a ToA”) U
3aBepseTCs IMe4YaThl0 OpraHu3auuu. [[ns mpocTaBieHUs OTMETKH O 3aBEPEHUU KOIHUU MOXKET
WCIIOJIb30BAThCS IITAMIL.

4.1.17. OT™MeTKa O MOCTYIUICHHH JOKYMEHTa CIIY)KHT JUIsl MOATBEPKACHUS (PaKkTa MOCTYIICHUS
JOKyMEHTa B OpPraHM3allMi0 M BKIJIIOYAET AATy MOCTYIJICHUS M BXOMASIIUN pPEruCTpallMOHHBIN
HOMEp JOKyMeHTa. lIpm HEoOXOAMMOCTH OTMETKa O TIOCTYIUIGHHH MOET JIOTOJHATHCS
yKa3aHHEM BPEMEHH MOCTYIUICHHUS B YacaX M MUHYTaX M crocoba TocTaBKu AokyMeHTa. OTMeTKa
0 MOCTYIUIEHUU JOKYMEHTA MOKET MPOCTABIIATHCS C TOMOIIBIO IITaMIIa.



4.1.18. B Tekcrax IOKYMEHTOB YIOTPEOISIOTCA TOJIBKO OOIIENpUHAThIE abOpeBHATYphl U
rpadudecKre COKpaIieHusl.
4.2. baankn MAJIOY.
4.21. Noxymentsl MAJZIOY «/letckmii cag Ne 405» odopmisitorcss Ha OpUIMATIBHBIX OJIaHKAX U
HMMEIOT YCTaHOBJICHHBII KOMILJIEKC 00S3aTeIbHBIX PEKBU3UTOB U MOPSAIOK UX PACTIOTIOKEHUS.
bnaHku NOKyMEHTOB HM3rOTaBIMBAIOTCS METOJOM ONEpaTUBHOM monurpaduu Ha CTaHAAPTHBIX
nuctax Oymaru ¢popmara A4, AS.
4.22. B MAJIOY «Jlerckmii cam Ne 405» uCHonb3yrOTCs CICIYIOIIAE BUIBI OJIAHKOB: - OJIAHK
KOHKPETHOI'O BUJIa IOKYMEHTa
obmuit 6mank MAJIOY «Jlerckuit cang Ne 405» - ¢ yka3zaHMeM HauMeHOBaHHMs (Ha Oymare
dbopmarta
Ad u AS)
OJlaHk TMCchbMa - ¢ ykazanmeM HamMmeHoBaHuss MAJIOY «J/letckuit cam Ne 405» u cripaBOYHBIX
JAHHBIX .
4.23. Odpunmansusie 6manku MAJIOVY «Jlerckwmii can Ne 405 comepxat cipaBovHbIE JaHHBIE 00
OpraHMW3alii M BKIIOYAIOT B ceOs: MOUYTOBBIA aapec, HoMep Tenedona ( akca), ampec
snektpoHHo moutel, OI'PH, WMHH. MHWcnonp3yrorcss Hapsigy € PYCCKUM  SI3BIKOM — Kak
rocyaapCcTBEHHBIM sI3bIKOM Poccuiickoit ®enepanuu TocymapCcTBEHHBIM s3bIK  PecmyOnmku
Tarapcran. PekBu3uThHI O1aHKa
pacnojiaratroTcs Ha OJJHOM YPOBHE: Ha PYCCKOM SI3BIKE - CIIEBA, Ha TOCYAAPCTBEHHOM si3blke PT
CrpaBa)
4.3. YrBepxaenue Jlokymenra.
4.3.1. [Ipu yTBEep:K/I€HNU TOKYMEHTAa IIOCTAHOBJIEHUEM, PEILIEHUEM, TPUKA30M, TPOTOKOJIOM Ipud
yrBepkaenust coctout u3 cnoB YTBEPXJEH (YTBEPXIEHA, YTBEPXEHBI wnu
YTBEPXEHO), HauMeHOBaHUS YTBEPXKAAIOIIErO0 AOKYMEHTa B TBOPHUTEIBHOM MAJEXKe, €ro
JaThl, HOMEpa.
[Tpumepsnl
1 (Pernamenr)
YTBEPXIAEH
npukazoM AO “TIpoduns”
ot 5 anpenst 2015 r. N 82
2(ITpaBuna)
YTBEPXIEHbBI
npukazoM AO “TIpoduns”
ot 6 anpensa 2015 r. 83
4.3.2. T'pu¢ yTBep*keHuUs pa3MelIaeTcs B IPAaBOM BEPXHEM YTy NEPBOTO JIUCTA JOKYMEHTA.
CTpoKH peKBU3UTA BHIPABHUBAIOTCS 10 JIEBOMY KPar0 WU LIEHTPUPYIOTCS OTHOCUTEIBLHO CaMOil
JUTMHHOW CTPOKHU.
4.3.3. Jlata B rpude yTBepKICHUS CTABUTCSA OT PYKH, YACTUYHO WJIM OJTHOCTHIO HAOMpPAETCs pu
Ne4aTaHUU JOKyMEHTa. B mociieqHeM cirydae OT pykd NMPOCTaBIAETCS TOJIBKO YMCIIO WK YUCIIO U
MeCHILI.
4.3.4. T'pud yTBep>KIeHUS MPUHATO YKa3bIBATh HA JOKYMEHTaX, TPEOYIOIMINUX JOTOTHUTEIHHOTO
VYiocToBepeHus: MX MOIMHHOCTH W JIOCTOBEpHOCTH. ['pud yTBEpKIeHUS NMPUHITO CTaBUTh Ha
CIEYIOIIMX YNpPaBICHUECKUX JOKYMEHTaX: aKTaXx, MHCTPYKLUIX, OT4YeTax, IEepeyHsX,



MIOJIOKECHUAX, IPOrpaMMax, CMeTax, CTaHJapTax, CTPYKTypax W INTaTHOW YHCICHHOCTH,

Tapu(HBIX cTaBKax, (hopMe YHUPHUIHUPOBAHHBIX JOKYMEHTOB, IUTATHOM PACIIUCAHHH.
4.3.5. Ilpu yTBEep>KICHIH JOKYMEHTA JOJDKHOCTHBIM JIMIIOM IpHu( YTBEPKICHHUSI COCTOUT U3 CIIOBA
YTBEPXIAIO, HaumeHOBaHMs AODKHOCTH JIMIIA, YTBEP)KIAIOLIETO JTOKYMEHT, €ro IOJINUCH,

WHUIHAJIOB, (aMUIIMH U 1aThl YTBEPKACHHUS.
ITpumep —
YTBEPXIAIO
PykoBogurens denepanbHOroO
apXMUBHOT'O areHTCTBA
Ioamuce NO. damunusg
Hara

4.3.6. Ilpu yTBepKIEHUM JIOKYMEHTAa KOJUIETHAJIBHBIM OPraHoM, pelIeHus KOTOpOro
¢buKcupyioTcs B MpPOTOKOJIE, B TpHU(e YTBEpXKIEHHUs YKa3bIlBaeTCs HAMMEHOBaHME OpIraHa,
pelIeHreM KOTOPOro YTBEPKACH IOKYMEHT, AaTa U HOMEp MPOTOKoja (B CKOOKax).
[Tpumep
(ITonoxenue)
YTBEPXXKAEHO
Cosetom nupekropo AO “Tlpoduns”
(mpotoxoi ot 12.12.2015 12)
4.5. CoraiacoBanue /lokymenra.
4.5.1. I'pud cormacoBanus B 3aBUCIMOCTH OT BHJIAa JOKYMEHTa M 0COOEHHOCTEH ero 0popMIICHHS
MOJKET MPOCTABIISATHCS:
- Ha TIEPBOM JIUCTE JOKYMEHTa (€CIM JTOKYMEHT MMEET THTYJbHBIA JIUCT, - Ha TUTYJIHHOM
JUCTE) B JIEBOM BEPXHEM yIJIy Ha YpoBHe Tpuda YTBEpKICHUS WM TOJ HAUMEHOBAaHUEM
JIOKyMEHTa OJIMKe K HIPKHEMY TI0JIIO0);
- Ha TTOCJICHEM JINCTE JJOKYMEHTA TI0J] TEKCTOM;
- Ha JIUCTE COTJIACOBAHUS, SIBJISIOIIEMCS HEOTHEMIIEMON YacThIO TOKYMEHTA.
4.5.2. Ha osrame pa3pabOTKH MpPOEKTa JOKYMEHTa B HEKOTOPBIX CIyYasxX MOXKET BO3HHKHYTb
HEOOXOAMMOCTh €r0 COTJIACOBAaHUS C 3aMHTEPECOBAHHBIMU CTOPOHAMH JOJDKHOCTHBIMH JIMLIAMHU
WIA OpraHu3zauusMd. B »THX choydasx corjacoBaHue JOKyMEHTa OQOpMIIIETCS BH30U
COOTBETCTBYIOLIETO JOHKHOCTHOTO JIUIIA UK TPU(POM COTTIACOBAHHUS.
BusupoBanue mnpoekta AOKYMEHTa MPOBOJIUTCS MPH HEOOXOIUMOCTH OLEHKH OOOCHOBAHHOCTH
JOKYMEHTa, COOTBETCTBHS €T0 TIPABOBBIM aKTaM M paHee MPHUHSATHIM PEIICHHUSIM.
[IpencraBiasiemple Ha MOANKUCH JOKYMEHTBI BU3UPYIOTCA UCHOJHUTENEM U 3aBeayrouieit MAJ/IOY
«detckuit cax Ne 405y, rie roTOBUTCS MPOEKT TOKYMEHTA.
4.5.3. Buza cBUAETEIBCTBYET O COTJIACHM WIJIM HECOTJIACHU JOJDKHOCTHOTO Nula (pabOTHHKA) C
coJlep>KaHHEM IpoeKTa JoKyMeHTa. Buzoit odopmiisercs BHyTpeHHEE COTjlacOBaHUE JOKYMEHTA.
Bu3za BKJIIOYaeT MOHKHOCTB JIMIA, BU3UPYIOIIETO JOKYMEHT, MOJIUCH, paci(POBKY IOANUCH
(vHUIMATBI, (AMUIHIO) U AaTy BU3UPOBAHMS.
ITpumep -
PykoBonuTeNnb 0pUANYECKOro OTIea
IMoxmuce NO. ®amunns
Jlata



45.4. Jlns nokyMeHTa, NOAIMHHUK KOoToporo octaerca B MAJIOY «/letrckuii cag Ne 405%», BU3bI
MIPOCTABJISIOT B HUKHEHW 4acTh 0OOPOTHOM CTOPOHBI MOCJIEIHErO JIUCTAa MOJIMHHUKA JOKYMEHTA.
Jis noxkymenrta, mommuHHUK kotoporo w3 MAJIOY «Jlerckuit cam Ne 405» otmpaBisior
aJpecary, BHM3bl IPOCTABIAIOT B HWXHEH YacTHU JMIEBOM CTOPOHBI KOIMWHU OTIPaBISIEMOIO
JIOKYMEHTA.

455. 3ameuaHus, ocoOble MHEHMS, H3MEHEHHUS U JIONOJHEHUS K IMPOEKTy JTOKyMEHTa
oOpMIISIFOTCSL Ha OTACIHLHOM JIUCTE. B 3TOM cilydae BHM3a Ha MPOEKTE JOKYMEHTa O(POPMITSICTCS
CJIeIYFOIIUM 00pa3oMm:

3ameyaHus IpUIararTcs

3aBeqyroni X0391CTBOM

H.B.A6pamoBa

(IMYHas MOIUCH)
11.01.13
456. Ecmu mpoeKkT MOKyMEHTa MOMAJEKHUT COTJIACOBAHHIO C HECKOJIBKHUMH JIOJKHOCTHBIMH
JUIAMH, TPEICTaBISIIONIMMHU HHTEPEChl Pa3HbIX CTOPOHHMX OpraHu3aluid, TO IJs ymoOcTBa
odopMIIeHUS BU3
UCIIOJIb3YeTCsl JIMCT coryiacoBanus. Ha pokymente nenmaercs ortmetka: ~JIUcT coriacoBaHus
npuiaraetcs’”. Hanpumep:
JIuct cornacoBanus
(HaMMEHOBaHUE JIOKYMEHTA, T0/JIEKAIIEr0 COrNIACOBAHMIO)
Coneprxanue
HaumeHnoBanue 3ameuanuit
[Moanucek AOMKHOCTH IO MPOEKTY
Crapmuit Boctiutatenb Mcanbaesa T.B. 3amevanuii HET MOAUCH.
4.5.7. Bce nocTynuBIIME 3aMeYaHusl, 0COObIe MHEHMSI, U3MEHEHUSI U JIOTIOJIHEHUS PACCMaTPUBAIOT
JOJDKHOCTHBIM  JIMLIOM, KOTOPOMY TIOpydeHa pa3paboTka mpoekTa JoKyMmMeHTa. MM ke
MIPUHUMAETCS PEUICHUE O MPUHATUU WU OTKIIOHEHUU YKa3aHHBIX 3aMEYaHUil.
4.5.8. I'pud cormacoBanusi odopmisercs B cilydyae HEOOXOAMMOCTH TPOBEACHHUS BHEIIHETO
COTJIaCOBaHUs CO CTOPOHHUMHM OpraHU3alUsIMU (MPEIIPUATUIMU, YIPEKACHUSIMH).
4.5.9. I'pud cornacoBaHusi C KOHKPETHBIM JOJDKHOCTHBIM JIUIIOM, MPEJICTABJISIOMIAM WHTEPECHI
CTOpOHHEW opraHu3anuu, BkimoudaeT B cebds cinoBo «COIJTACOBAHO», namMmeHOBaHUE
JOJKHOCTH JIMIIA, C KOTOPBIM COTJIACOBAaH JOKYMEHT (B T. 4. HaUMEHOBAaHUE OpTraHU3alllu),
JUYHYIO TIOJAMUCH, PacHIM(PpPOBKY MOANMUCH (MHHULIMATBL, (aMuiIus) U JaTy COTrJIacOBaHUS.
Hanpumep:
«COI'JTACOBAHO»
['maBHBIN crienuaIucT OTIeIa 00pa30BaHUs
YO UKMO r.Kazanu no ABUacCTpOUTEIBHOMY U
HoBo-CaBuHoBCcKOMY paiioHam

N.N.NBanoBa

(IMYHas MOUCH)

02.09.13

4.5.10. Ecnu coriacoBaHue OCYHIECTBISIOT MUCbMOM, MPOTOKOJIOM U JAPYTHMM JIOKYMEHTOM,
MOATBEPKIA0MUM (DaKT COrjlacoBaHUsl, TpUQ BKIOYAeT B ceOs ero HauMEeHOBaHUE, HOMEp U
JaTy,



Hanpumep: COI'JTACOBAHO

[IpoTokon 3acenanus

Komuccnn no oxpane tpyna MAJIOVY «Jlerckuii cax Ne 405y

o1 02.09.13 Ne

COI'NTACOBAHO nucsmom Pocapxusa

o @ Al 4

4.5.11. Ecnu cormacoBaHHe OCYIIECTBISIETCS KOJUIETHAIBHBIM OPTaHOM, B rpude coriacoBaHUs
yKa3bIBAlOT CBEJCHHA 00 OpraHe, COTJacoBaBIIEM JOKYMEHT, JaTeé W HOMEpe IMPOTOKOja, B
KOTOPOM 3a(pUKCUPOBAHO pelIeHne o cornacoBanuu. [Ipumep

COI''TACOBAHO

CoBeToM AUPEKTOPOB

AO TIpo¢unp”

(IpOTOKOI OT. N_

4.5.12. B opraHuzanusix, NPUMEHSIOUIMX CHUCTEMBI 3JIEKTPOHHOIO JIOKyMEHTO00O0poTa,
COIJIACOBAHUE MOXKET MPOBOAUTHCS B 3JIeKTpoHHOM (hopme, cornacHo ['OCT P UCO 15489-1.

4.6. Pezomonnus.
4.6.1. Pe3onronus - KpaTKO€ MUCBMEHHOE MOPYYECHHUE, TOATOTOBICHHOE 110 HTOTaM PAaCCMOTPEHUS
noctynusuiero B MAJIOV «Jlerckuii cag Ne 405» nokymenra. Pe3omronms opopmisiercs
HenocpeacTBeHHO HAa AOKYMEHTE - Ha CBOOOJHOM MECTE JIMIIEBOM CTOPOHBI MEPBOM CTpPaHUIIBI
WIM Ha OTIEJBHOM JIMCTKE C yKa3aHUEM DPETUCTPALMOHHOIO HOMEpa M JaThl JIOKYMEHTa, K
KOTOPOMY PE€30JIIOLIUS OTHOCUTCSL.
4.6.2. Pezomonus BKIIFOYAET B ce0si CBEeJCHUS 00 HCIIOJIHUTENE MOPYyYeHUs (HAUMEHOBAHHE €T0
JOJKHOCTH, (paMmiIMs, MHULIMAIIBI), COAEPIKaHUE MOPYUYESHHUS, CPOK HCTIOJIHEHHSI, HANMEHOBaHHE
JOJKHOCTH JIMIA, OTAABILIEro MOPYyYEHHUE, ero JNYHYIO NOJIMUCH U pacIu(poBKy, JaTy,
H.K. NBanoBoi1
[Ipoury noAroToBUTH MPOEKT 10IOBOPA €
«Caropuc» k 02.09.13
N.B. IlIpamko
(JTMYHAS TTOITUCH)
20.08.2016
4.63. Eciu pe3onoinus MpeArnojiaraeT MOpydeHUe s JByX W 0OoJjiee JHI, OTBETCTBEHHBIM
WCIIOJIHUTEJIEM SIBIISIETCS JINLIO, YKA3aHHOE B IOPYYEHHUH NIEPBBIM.
4.6.4. Ha noxymeHTax, He TpeOYyIOIMX YKa3aHUU IO UCIIOTHEHUIO M MMEIOIIUX THIIOBBIE CPOKHU
WCTIOJTHEHUS], B PE30JIOIUH YKa3bIBAIOTCA UCIIOIHUTEINb, IOJMUCH aBTOPA PE30JIOLINH, /1aTa.
4.6.5. Jlomyckaercs ohopMIICHHE PE30TIOIMN HA OT/ICIILHOM JIHCTE.
4.7. OT™MeTKa 00 HCIIOJTHEHUH
4.7.1. OrmeTka 00 HCIOJHEHUHM JOKYMEHTa W HAIpaBICHUU €ro B JIEJ0 BKIOYAaET B cels
CeNyIolllie [aHHBIe: CCBHUIKY Ha JaTy W HOMEp JOKYMEHTa, CBUACTEIBCTBYIOIIETO O €ro
WCIIOJIHEHUH, TPU OTCYTCTBUU TAKOTO JOKYMEHTa - KpaTKuE CBEACHHsI 00 HCIIONIHEHUH; CJIOBA
JIeJ10”’; HOMep Jieia, B KOTOPOM OyJIeT XpaHUThCS TOKYMEHT.
4.7.2. Ormerka 00 HCIIOJHEHHM TOKYMEHTa M HANpaBIIEHUH €ro B JeNI0 TOANHCHIBACTCS WU
JATUPYETCs MCIOJHUTENIEM JIOKYMEHTa WIH PYKOBOIUTEIEM CTPYKTYpHOTO MOJApa3[eleHUs, B
KOTOPOM HCIIOJIHEH JOKYMEHT.



4.73. VYkazanHas oTMeTKa Oo(opMmisieTcs B JIEBOM HIKHEM YIUIy JIMIIEBOM WU OOOpPOTHOM
CTOPOHBI MOCJIETHEN CTPaHUILIbI TOJJIMHHUKA JOKYMEHTA.
4.8. Ilpunoxenue k JlokymeHnry.

4.8.1 OTmeTKa O MPUIIOKEHUN COAEPIKUT CBEJCHHS O JOKYMEHTE (JOKYMEHTax), MpHUjaraéMoM K
OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIBHBIX MUCbMaX, MPETEH3UAX, aKTaX, CIPaBKax U JIPyrux
MH(OPMAaIIMOHHO-CIPABOYHBIX IOKYMEHTAX) HIIK O TOM, YTO TIOKYMEHT SIBIISIETCS] IPUIIOKEHUEM K
OCHOBHOMY JOKYMEHTY (B JOKYMEHTax - MPWIOXKEHUSAX K pPACIOPSAUTEIbHBIM JTOKYMEHTaM,
I0JIOKEHUSM, IIPaBUJIaM, HHCTPYKLMSIM, JOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKyMEHTaM).

B compoBoauTENbHBIX MUCBMAX W APYrUX HH(GOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaxX
OTMETKa O NPUWIOKEHUH O(OpMIIIETCA HOJ TEKCTOM OT TI'PAaHUIIbl JIEBOTO IOJI CJEIYIOLUM
obpazom:

- €CJIM NIPUJIOKEHHE HA3BAHO B TEKCTE: [Tpunosxenue: Ha 2 11. B 1 7K3.

- €CJIM IPUJIOKEHUE HE Ha3BAHO B TEKCTE WM €CIIU IMPUIIOKEHUN HECKOJIBKO, YKa3bIBAIOT Ha3BaHUS
JOKYMEHTOB-TIPWJIOKEHUHM, KOJIMYECTBO JINCTOB M 3K3EMIUIIPOB KaXKIOTO MPUIOKECHUS:
[Ipunoxenue:

1. TTonoxxerue 00 YpaBiIeHUH perHOHAIBHOTO KPEAUTOBAaHM Ha 5 1. B 1 9K3.
2. CripaBKa 0 KaJIpOBOM COCTaBe YIIpaBJIEHUSI PETUOHAILHOTO KPEAUTOBaHUS Ha 2 J1. B 1 3K3.

- €CIIM TIPHJIOKEHHE (TIPUIIOKEHUST) COPOIIIOPOBaHBbI: ITpunosxenue: oruer o HUP B 2 3k3.

-€CIIH  JOKYMEHT, SBISIOLIUICS NPUIOKEHUEM, HMMEET TPUIOKEHUS C CaMOCTOSITEIBHOU
HyMepaluen
CTpaHUIL;

[punoxenne: mucemo Pocapxusa ot 05.06.2015 02-6/172 u npunoxeHus K HEMY, BCero Ha 5 1. -
€CITM TIPUIOKEHHEM SIBISIETCS. 000COOJIEHHBIH AIIEKTPOHHBIH HOCHUTENh (KOMIIAKT-AHMCK, HSh-
¢nemnakonutens u Ap.): [punoxenne: CT) B 1 3K3.

Ilpu sTOoM Ha BKIajbllle (KOHBEpTE), B KOTOPBIH IOMELIAETCS HOCHUTENb, YKa3bIBAKOTCS
HAaMEHOBAaHHS JJOKYMEHTOB, 3alTUCAHHBIX HA HOCHUTEJb, IMEHA (ailsioB.

4.82. B pacnopsauTenpHBIX  JOKYMEHTax (IIOCTAHOBJIEHMSX, pELIECHUAX, IpHUKa3ax,
pacmopsKeHHsX), J0TOBOpax, IMOJIOKEHHSX, MPaBUIaX, MHCTPYKIMAX M JAPYIHX JTOKyMEHTax
OTMETKA O MPUWIOKEHUH 0POPMIIAETCS CIETYIOUIMM 00pa3oM:

- B TEKCTE IOKyMEHTa IIPU IIEPBOM YIIOMUHAHUU JOKYMEHTA-TIPHIIOKEHUS B CKOOKaX yKa3bIBaeTCs:
...(mpunoxeHue) UM ... (MpuwiokeHue 1); mepes; HOMEPOM MPUIOKEHHS JOIMYCKAeTCsl CTaBUTh
3HAK HOMeEpa: ... (IPUIIOKEHUE 2);

- Ha IIEPBOM JIMCTE TOKYMEHTA-IIPUIIOKEHUS B IIPABOM BEPXHEM YTy YKa3bIBAECTCA:

[Tpumep

[Tpunoxenue N 2

k npukaszy AO “TIpodunp”

ot 15.08.2015 Ne 112

CTpoKM peKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY KPAr0 WJIN LEHTPUPYIOTCS OTHOCUTENIBHO CaMOU

JUJTMHHOW CTPOKH.

4.8.3. Ecnmn mnpunoxeHHeM K pacCHOPSIUTEIBHOMY JOKYMEHTY SBJSIETCS HOPMAaTHBHBIN

MIPaBOBOM aKT MM HMHOM JOKYMEHT, YTBEP)KIAEMbIH JAaHHBIM PAacHOPSAUTEIbHBIM Ha IEPBOM

JHCTE TPUJIOKEHHUS MPOCTABISETCS OTMETKA O MPUJIOKEHUH (0e3 CCBUTKM Ha PacHopsAUTEIbHBIN

JOKYMEHT) M Tpu(] YyTBEpKIEHHsS, B KOTOPOM YKa3bIBAIOTCS JaHHBIE pPaclopsIUTEIbHOIO
JIOKYMEHTa, KOTOPBIM YTBEPKACH JOKYMEHT-TIPUIIOKEHHE.

[Ipumep
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4.8.4. CtpaHuLbl JOKYMEHTA U MPUIIOKEHUH HyMEPYIOTCS KaK €IMHBIN TOKYMEHT.
4.9. llognucanue JlokymeHnra.
4.9.1. JlokyMeHTHI, HaNpaBJsieMble B BBIIIECTOSAIINE OPTaHU3AIMH M OpPTaHbl CyleOHON BIACTH,
noanuckiBaroTcs 3aBeayromuit MAJIOY «Jlerckumii cag No 405y,
JOKYMEHTBI,  HallpaBisieMble  TOAYMHEHHBIM, JPYIMM  YUYPEXIEHUSIM U  TpaKAaHaM,
MIOJITUCHIBAIOTCS 3aBEYIOLIECH, €€ 3aMECTUTENIEM UJIM UCTIOIHSAIOIUM 00s13aHHOCTH 3aBeAYyrOIIEeH
MAJIOY «/letckmii cag Ne 405%.
4.92. Tloanuck BKiIIOYaeT B ce0si: HAMMEHOBAHME JOJDKHOCTHU JIMIA, MOJANKCABLIETO JOKYMEHT
(mosHOE, ecnu JOKYMEHT 0(OpMIIEH HE Ha OJIaHKe JIOKYMEHTa, U COKpallleHHOe - Ha JJOKYMEHTE,
oopmIIeHHOM Ha OJaHKe), IMYHYIO MOANUCH U PACIIH(PPOBKY HOAMUCH (MHUIUAIIBI, (haMIITUS).
Hanpumep:
3asenyrommit MAJIOY «/lerckwuit cam Ne 405
UB. llIpamko

WU Ha OJIaHKe:
3aBeayromui N.B. IlIpamko
(JTMYHAs TTOATIUCH)
Jomyckaetcsi B pekBusnute «lloanuce» HEHTpUpOBaTh HAWMEHOBAHME TOJIMCU JTOHKHOCTHOTO
JMLA, MOAMUCABIIEr0 TOKYMEHT, OTHOCUTEIBLHO CaAMOW INTMHHOW CTPOKH.
Hampuwmep:
3asenyrommiit MAJIOY «Jletckuii cax Ne 405
N.B. Ulpamko

(JInyHAs TOAMKCH)
49.3. Ilpu noanucaHu JOKYMEHTa HECKOJbKMUMH JOJKHOCTHBIMU JIMIAMU HX TOJIHUCH,
pacmnoJyilaraloT OJHY IIOJ JPYrod B TOCJIENOBATEIBbHOCTH, COOTBETCTBYIOLIECH 3aHUMAaeMOM
JOJIKHOCTH.
Hanpuwmep:
3aBeTyrOIIHit N.B. llIpamko

(TMYHas MOJIUCH)
3aBeAyIOLIMH X035 HCTBOM H.B. A6pamoBa

(JTMYHAS TTOTIUCH)

49.4. B [0KyMeHTax, COCTaBJICHHbIX KOMHCCHUEW, YKa3blBAlOT HE JIOJKHOCTH JIWII,
MOAMUCHIBAIOIIUX JTIOKYMEHT, a HMX OOSI3aHHOCTH B COCTaBE€ KOMHUCCHUM B COOTBETCTBHH C
pacrpeneieHueM.

Hampumep:

[Ipencenarens koMuccuu N.B. Ipamko
(JTMYHAs TTOITUCH)

UieHbl KOMUCCHUH 3.H.Kapamosa

(JInyHas MOAIHCH)
H.B.A6pamoBa
(JTMYHAs TTOITUCH)
4.9.5. Tlpn nmoanMcaHUM JOKYMEHTA HECKOJIBKUMU JTUIIAMHU PABHBIX JOJDKHOCTEH MX MOITUCH



pacrioararoTcsi Ha OJTHOM ypOBHE.

[Tpumep -

3amectutens 3aBeaytouieid no YBP Iloamucs M.O. ®@amunus 3amectutens no AXP [loamuce
HO. ®amunus

4.9.6. Ilpu mnoamwcaHuu AOKYMEHTAa JHUIIOM, HCIONHSIOMMM OOS3aHHOCTH PYKOBOAMTEINS,
noarmuchk OdopMIIseTcsl ¢ yKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBUHU C TPUKA30M
(pacmiopsikeHUEM).

ITpumep -

N.0O. 3aBenyromeit  Ilonmucs W.O. @amunus

WJIN:

Hcnonasronuii 0053aHHOCTH

zaBenywomet [lognuce W.O. Gamunus

4.9.7. Ilpu moaMUCaHUU JOKYMEHTA JHUIIOM, UMEIONINM IPABO MOAMNKCH B CIy4ae BPEMEHHOTO
OTCYTCTBHUSI PYKOBOJIUTENs, HCHpPABICHUS B HANMEHOBAaHUE OJKHOCTH U paciu(poBKY
(hamMmIIK yKe TTOATOTOBIICHHOT'O M COTJIACOBAaHHOTO MPOEKTA JOKYMEHTAa BHOCSATCS OT PYKH WJIH C
HCIIOIb30BAaHUEM COOTBETCTBYIOIIMX INTaMIoB. He qomyckaeTcsi CTaBUTh KOCYIO UepTy, HAAHUCh
’3a” mepe]; HAaMMEHOBAHUEM JOJKHOCTH JIMIA B TOJIMUCH, €CIU JTOKYMEHT TOJIMHUCHIBAET WHOE
JOJKHOCTHOE JHI0. Ecniu B 61aHke Ha MecTe, IpeIHa3HauYeHHOM JJIs TOJMUCH, CTOUT JIOJDKHOCTh
3aBe/AyIOIICH, a MOJAMUCHIBACT M.0., TO HYKHO 3a4e€pPKHYTh HaledyaTaHHyl (pazy U BOUCAThH
HaUMEHOBAHHWE peaTbHOW TOJDKHOCTH TMOAMHUCHIBaIOmEro. Tak ke cilemayeT IMOCTYNHTh, €CIu
HarnevyataHa (paMmIus U WHUITHAIBI OTCYTCTBYIOMIETO PYKOBOAMTENSA. VICcIIpaBiIeHHs JIENaloTcs B
pPYKOTIHCHOM (hopme.

4.9.8. B MAJIOY «Jletckuit cag Ne 405» MOXET HCIOJB30BaThes (DakCUMUIIe, HO HE Ha BCEX
nokyMeHTax. Ha uem He MokeT ObITh pakcumue:

. BSI3aHHBIX ¢ 0aHKOBCKUMHM pacyeTaMu;

. PA3IMYHBIX BEIOMOCTSIX;

. KaJIpOBBIX Oymarax;

. IeKJIapanusx;

. cueTax-(hakTypax;

. KACCOBBIX JOKYMEHTAX;

. IOTOBOpax, KOTOPBIC HY)KHO PETUCTPHPOBATH;

O N OO B WN P

. JOBEPEHHOCTSIX.
MoXHO OCTaBIATh (aKCUMHIBHYIO HOANUCH MpU OOMEHEe JOKYMEHTaMH B paMKaX OJHOIO
J0TOBOPA,

ecIu:

a) B IOTOBOpE, IMOANMCAHHOM OOBIYHBIM 00pa30M, MPETYCMOTPEHA TaKasi BO3SMOKHOCTB;

0) MeXXIy MapTHEpaMH JeHCTBYET COTJIAIICHNE O IPUMEHEHUH KINIIe-(hakCUMUIIE.

B) Ha BHYTPEHHUX KOMUAX TOKYMEHTOB.

Takumu Oymaramu MOTYT OBITH KOMMEPUYECKHE MPEAJIOKEHUS, MMChbMa, aKThl, CIICHU(PHUKALUN U
T.IL

4.9.9. Ilognuces HEOTAENMMA OT TEKCTAa AOKYMEHTa. Eciin TeKCT 3aKaHUYMBAETCsl BHU3Y CTPaHUIIBI,
TO MOAIUCH HE MOXKET OBITh MepeHeceHa Ha OTIEIbHBIN JIUCT, €CJIM KPOME Hee JIPYroro TeKCTa Ha
aucte He Oynet. IIpuHATO mMepeHOCUTh MUHMMYM TOCIETHHMM ab3all, mpu 3TOM He 3a0bIBaTh O
MPaBUWILHON HyMepaly CTPaHHUIL.



4.9.10. OTmeTka 00 AIEKTPOHHOW TOANUCU HCIIONB3YETCS TMPHU BHU3yaJIU3aIlUU AJICKTPOHHOTO
JIOKYMEHTA, TIOJIMUCAHHOTO JIEKTPOHHOM MOJIUCHI0, C COOJIIOICHUEM CIICAYIOINX TPEOOBaHUIA:
a) MECTO pa3MENICHHUsS OTMETKH OO0 JIJIGKTPOHHOH TMOJIHUCH JOJDKHBI COOTBETCTBOBATH MECTY
pa3MenieHus: COOCTBEHHOPYYHO! MOIIMUCH B aHAIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEIE;
0) >MeMEHTBl OTMETKH 00 SJIEKTPOHHOW MOAMHUCH JOJKHBI OBITh BUAMMBIMU U YUTAEMBIMU MPHU
O0TOOpaXCHUH IOKYMEHTA B HATypaJIbHOM pa3Mepe;

B) AJIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOAMKUCH HE JOJIKHBI IIEPEKPHIBATHCS HIIM HAKJIAIBIBATHCS
Apyr Ha JIpyra,;

T') 2JIEMEHTBl OTMETKH 00 SJIEKTPOHHOW MOAMHCH HE JOJDKHBI MEPEKPHIBATH IEMEHTHI TEKCTa
JIOKYMEHTA U IPyrrue OTMETKHU 00 3JIEKTPOHHOM MOANKCH (IIPU HATHYUH).

OtMeTka 00 DJIEKTPOHHOW TOMAMKMCH B COOTBETCTBHU C 3aKOHOAATEILCTBOM Poccuiickoit
Oepepanuu  BovyaeT ¢pazy «loKyMeHT mMOANMCaH D3JIEKTPOHHON TMOAIHUCKHIO», HOMEpP
ceprudukaTa KIro4a AIEKTPOHHOHN MOANUCH, (DaMHUITUIO, UM, OTYECTBO BIAJENbla cepTU(UKATA,
CPOK JIeiCTBUS cepTuduKaTa Kioda dJIeKTpoHHOU noanucu. [Ipumep —

JOKYMEHT ITIOAITMCAH
SJIEKTPOHHOM HOAINCHIO
HaumenoBanue
JIOJIDKHOCTH H.H. Hukomaer
Ceprtucduxkar 1al11aa0000000000011
Bnanenen HukonaeB Hukomait HukonaeBuy
HevictBurenen ¢ 01.12.2012 o 01.12.2017

4.9.11. Tleyatp 3aBeps€T MOJJIMHHOCTh TMOJMKMCH JOJDKHOCTHOTO JIMIIAa Ha JIOKYMEHTax,
yIOCTOBEPSIONIUX MpaBa JUL], PUKCUPYIOUINX (DaKThI, CBA3aHHbIE C (PMHAHCOBBIMU CPEICTBAMHU, a
TaKk)k€ HAa WHBIX JIOKYMEHTax, NPEAyCMaTPUBAIOIIMX 3aBEPEHUE TOAMHUCHU TIEYaThi0 B
COOTBETCTBHUU C 3aKOHOAATENLCTBOM Poccuiickon denepanuu.
5. Opranusanusi 10KyMeHT0000p0Ta U MCIIOTHEHUSI IOKYMEHTOB
5.1.0pranu3anusi JlokyMeHT0000pOTA
5.1.1. JIpmwxkenue nokymeHtoB B MAJIOY «/Jlerckmii cag Ne 405» ¢ MOMEHTa WX CO3JIaHUS
(moxy4yeHust) 10 3aBEpILEHUS] UCIIONHEHHUs (OTHpPaBKH) MOCIEAHUX 00pazyeT JOKYMEHTOOOOpPOT.
5.12. Tlopsinok NpPOXOXKIEHUS JTOKYMEHTOB pEIrVIAMEHTUPYETCSl HACTOSILENH HHCTPYKLIMEH,
TabeneM
YHUPUIUPOBAHHBIX (HOPM JTOKYMEHTOB, IMOJONKECHUSIMH U JOKHOCTHBIMHU WHCTPYKIHUSMU HX
PabOTHHUKOB.
5.2.0pranm3auus JocraBku lokymeHTOB
5.2.1. JlocraBka pokymeHtoB B MAJIOY «/lerckuii cam Ne 405» u 3a ero mpenems
OCYLIECTBIISETCA CPEACTBAMHU MTOYTOBOM, KYPHEPCKOUN U SJIEKTPUUECKOM, IIEKTPOHHOM CBSI3H.
5.2.2. TlocpencTBOM MOYTOBOM CBS3M MPOU3BOIUTCS OTIPaBKa M MOJYYEHHE MPOCTHIX IHUCEM,
OTKPBITOK, OaHAEPOJICH, MOCHUIOK H MEYATHBIX, B T. 4. IEPHUOJNIECKUX U3TaHHM.



5.2.3. C moMoIIpl0 KyphepcKOW CBSI3W OTHPABIISIOT M TOJYYAlOT 3aKa3HYK KOPPECIOHICHIIHIO
(npuKkaspl, pacHoOpsKeHHs, MHCbMa M TPOYHE JOKYMEHThI BBIIIECTOSUINX OpraHu3alui),
COJIEPIKAIIYIO BAXKHYIO HITH CPOYHYIO HH(POPMAIIHIO, TIO JOBEPEHHOCTH.
5.2.4. DNeKTpUYECKYIO, JEKTPOHHYIO CBSI3b UCIIOJIB3YIOT JIJIsl OTIIPABKHU U MOJIyUYEHUS TEJIeTPaMM,
TenedakcorpamMmm, MEKTPOHHBIX JOKYMEHTOB.
5.2.5.0TBETCTBCHHOCTh 32 IOJIHYI0O W CBOEBPEMEHHYIO OTIPABKYy M IOJYYCHHE CITY)KEOHOM
KoppecnoHaeHuu Hecet 3aBenyomas MAJIOVY «/lerckuit cam No4(05».

5.3.Ilpuem, o6paboTka u pacnpeaeeHue Bxoasimux J[okymeHToB
5.3.1. Hokymentsl, mnoctynamomue B MAJIOY «/lerckuii cam Ne 405», BCKpBIBAIOT,
PETUCTPUPYIOT, MOCIE Yero MepeaaroT Ha pacCCMOTPEHUE 3aBEAYIOIICH, a 3aTeM B COOTBETCTBUU C
ee peuieHreM (pe30JoLKeli) HallPaBISIIOT HETTOCPEICTBEHHBIM UCTIOTHUTEIISIM.
5.3.2.C mocrymieHneM CIayXKeOHOW KOPPECHOHICHIMU COTPYAHHMK, OTBETCTBEHHBIA 3a
JIEJI0NPOU3BOJICTBO, MPOBEPSET MPABUIBHOCTh €€ JOCTaBKM, a TaKKe ILEJIOCTHOCTh YNAKOBKH
JOKyMEHTOB. KOHBEPTHI ¢ JOKYMEHTaMH BCKpBIBAIOT, 3a HCKIIOUEHHUEM HMEIOUIMX IMOMETKY
”JIMYHO” .
5.3.3.Peructpanuu mojjiexar Bce JOKyMEHTHI, TPEOYIOIIHNE yueTa, UCITOJTHEHHS UCIIOJIh30BaHUS B
CIPAaBOYHBIX LIEJAX, KaK MOCTyMAroIIMe W3 JPYruX OpraHU3aldid M OT YacTHBIX JIHI], TaK U
obpasyromuecs B mporecce aestensHoctd MAJIOY «/letckuit cam Ne405»
He nmojnexat perucrpanuu no3apaBUTeIbHbIE TUCbMa, TEJIETPAMMBI, IPUTIIACUTENIbHBIE OUIIETHI,
uHpopManug JUIs  CBENEHUsS, OyXrajaTepcKhue JTOKYMEHThl IepBUYHOro yuera. J[lns Hux
COCTaBJISI€TCS TIEPEYEHb HEPETUCTPUPYEMBIX JJOKYMEHTOB.
PeructpaunoHHbI ITAaMO WIM OTMETKA O PETUCTPALlMM CTABUTCA B IPaBOM HIDKHEM YTy
JIOKYMEHTA M COCTOAT U3 HOMEPA JOKYMEHTA 110 MOPSAKY U AAThl OCTYIIJIEHUS.
B MAJZIOY «/lerckuii cag Ne 405» c oOvemom nokymeHTtooOopota no 600 enuHuIl B Tox
noryckaercsi GUKCUPOBATh UX B KypHAJIaX PETUCTPALMU BXOIALIINX U UCXOAAIIUX JOKYMEHTOB.
5.3.4. B 3aBucMMOCTM OT ajpecalud JOKYMEHTbl HaIlpaBJISIIOTCS Ha IpeaBapUTEIbHOE
paccmotpenue 3aBenywomeir MAIIOY «Jletckuit cag Ne 405» unm HENOCPEACTBEHHO TEM
JTOJKHOCTHBIM ~ JIMIIAM, KOTOPHIM OHHM TMpEeAHA3HA4YeHbl (MIPU HAIWYAH Ha JOKYMEHTE
COOTBETCTBYIOIIEH OTMETKH).

5.4.IloaroroBKka u OTHPaBKAa UCXOASIIHUX IOKYMEHTOB

5.4.1. TloaroroBka TPOEKTOB HCXONAIIUX JOKYMEHTOB, BKJIOYas TPEIBAPUTEIHHOE
COIJIacOBaHUE, MPOU3BOAUTCA TEMU JOJKHOCTHBIMU JIMIIAMHU KOMY MOPYYEHO UX HUCIIOJIHEHUE.
5.4.2. OTBETCTBEHHBINH UCIIOJHUTEIb O(POPMIISICT OKOHUATENIbHBIA BApHAHT JOKYMEHTA HA OCHOBE
JNEKTPOHHOW WM PYKOIMCHOW BEPCHM TPOEKTa JOKYMEHTa, B 005S3aTeIbHOM TMOPSAKE
3aBEPEHHOM MOANKUCHIO OTBETCTBEHHOT'O UCIIOTHUTEIA.
5.4.3. OTBETCTBEHHBIN HCIIOIHUTENH 00sI3aH YIOCTOBEPUTHCS B TOM, YTO TE€KCT OKOHYATEIHHO
0(hOopMIICHHOTO JOKyMEHTa B TOYHOCTH COOTBETCTBYET TEKCTY IPOEKTa, U MPHU HEOOXOTUMOCTH
BHECTH B OKOHYATENIbHBI BapuUaHT CBOM 3aMeyaHus. lIpaBuiibHO OQOPMIICHHBIM JOKYMEHT
nepe1aeTcsi OTBETCTBEHHOMY HCTIOIHHUTEIIO.
5.4.4. OTBETCTBEHHBIH HCIIOJHUTENIb MPEACTABISICT O(GOPMIICHHBIM JOKYMEHT Ha TOJAIHUCH
(yrBepxkaenue) 3aBeaytomet MAJIOVY «/lerckuii camg Ne 405».
5.4.5. llognucaHHblil (YyTBEpPXKIEHHBIM) JOKYMEHT TOTOBUT K OTIIPaBKE HENOCPEACTBEHHO
3agenyrommii MAJIOVY «Jlerckuit cag Ne 405». OtnpaBke NpeaIecTBYET pPETUCTpALMS M
KOHBOMpOBaHUE (ymakoBKa) JokyMeHTa. JlocTaBisieTcsi JIOKYMEHT ajpecaTy ¢ MOMOUIbIO
KypbepcKoH (TI0YTOBOIN) CBSI3U.



5.4.6. OtnpaBky ucxonsuierd koppecnonaeHuu 3a npeaenasl MAJIOY «Jletckuit camg No 405»
HE00XO0IMMO OCYILECTBIISITh B TEUEHHUE CYTOK C MOMEHTA MOANUCAaHUs (YTBEP)KIEHHUS) JOKYMEHTa
3aBeayromieir. Oco00 BaXKHBIC WIIH CPOYHBIC JOKYMEHTBI CIIEAYET OTIPABIATH HEMEIJICHHO TIOCTIe
ux mnonnucaHusi. KOHTpoIMpoBaTh CBOEBPEMEHHYIO M TPABWIBHYIO OTIPAaBKY HCXOJSIIEH
KoppecnoHaeHIMH nomkeH 3aBenyrommiit MAJIOY «Zletckuii cax Ne 405».
5.5. UcniotHeHMe BHYTPEHHHUX JOKYMEHTOB.

5.5.1. HcnosHeHue BHYTPEHHHUX JOKYMEHTOB OCYUIECTBIAETCS COIVIACHO  YKA3aHUSIM
3aenytoniero MAJIOY «/letckmii cax Ne 405» 1100 B COOTBETCTBHM C JAaHHON WHCTPYKIUEH
WiH TpeboBaHUsAMU (efepaabHBIX H BEIOMCTBEHHBIX HOPMAaTHBHO-TIPABOBBIX aKTOB.
5.5.2. OTBETCTBEHHOCTH 32 CBOEBPEMEHHYIO MOATOTOBKY MIPOEKTA, 32 MPaBUIbHOE 0OpMIICHHE
BHYTPEHHET0 JAOKYMEHTa HeCeT TO JOHKHOCTHOE JIMIIO, KOTOPOMY MOPYUYEHO €ro HCIOJIHEHHE.
5.5.3. KoHTpoJb UCIIONMHEHUSI BHYTPEHHUX JOKYMEHTOB OCYIECTBIsieTcs 3aBenyomieiit MAJIOY
«Jerckuii cax Ne 405).
5.5.4. [lepenavya moanucaHHbIX (YTBEPKACHHBIX) BHYTPEHHUX JOKYMEHTOB JJIS HCIIOJH30BAHUS B
MpaKTU4eCKOW paboTe JOMKHOCTHBIMU JUIIAMH TPOU3BOIUTCS OTBETCTBEHHBIM HCIOJHUTENIEM
nociie peructpanuu. B HEOOXOAMMBIX CiIydasiX OpUTMHAN BHYTPEHHETO JOKYMEHTA MOJJICKUT
TUpaXUPOBaHUIO. KOHTPOJBHBIA 2K3eMIULSIp JOKYMEHTA TMOMEIIACTCS Ha XpaHEHHE B JIENO .
Hcnomuutens JOKyMEHTa 00513aH XPaHUTh Y Ce0s OJUH SK3EMIUISIP UCTIOTHEHHOT'O BHYTPEHHETO
JIOKYMEHTa B T€UEHUE T0/Ia CO JIHS €r0 PETUCTPALIUU.

5.6. PadoTa no cokpaiieHuio 00beMOB CJ1y:KeOHOH MepenucKUu U COBEPIIEHCTBOBAHMIO €€

OpraHu3anuu.
5.6.1. Paboty mo coOKpamieHHui0 00BEMOB CIYKEOHOW IMEPENMCKH W COBEPIICHCTBOBAHHIO €€
OpraHM3aluy CleyeT paccMaTpuBaTh KaK HEOTHEMIEMYI YacTh JIOKYMEHTAIIMOHHOTO
ob6ecrieuenus aesteabHocTH MAJIOVY «Jlerckuii cam Ne 405y.
5.6.2. JlokymMeHTallMOHHOE OOecleYeHHe IESATENbHOCTH MOAJIEKUT CUCTEMATHUYECKOMY aHAIIU3y
Ha OCHOBE CTAaTHUCTHYECKUX JIaHHBIX, XAPAKTEPU3YIOIMIUX KOJIWYECTBEHHBIE W KAYECTBEHHBIC
napaMmeTpsl CIYKeOHBIX JOKYMEHTOB 3a ONPEICICHHBIM Mepuo BpeMeHH (TOjA, MOJIyroaue,
KBapTaa, MecsI]). YueT OOIIero KOJIMYecTBAa JOKYMEHTOB 3a OINPEACNICHHBIA MEePHOJ] BPEMEHHU
MIPOU3BOJUTCS Ha OCHOBAHUU JTAHHBIX KYPHAJIOB PETUCTPALMU JTOKYMEHTOB. 3a €IUHUILy y4yeTa
KOJMYECTBa JOKYMEHTOB NpPUHUMAeTCs caM JoKyMeHT. KoiuuecTBo BXOASIIMX, HUCXOISIIMX
JIOKYMEHTOB YYUTBHIBAETCS Pa3/IeIbHO.
5.7. Opranuszanus padéoTbl 0TBETCTBEHHBIX MCIIOJHUTEJIEH ¢ JOKYMEHTAMM.

5.7.1. YOomHOMOYEHHbIE JOJKHOCTHBIC JIMIIA 00S3aHbI OCYIIECTBISATH PadOTy CO CIYKEOHBIMU
JIOKyMEHTaMH M 00ecreurnBaTh UX CBOEBPEMEHHYIO U MPaBUIBHYIO MOJATOTOBKY.
5.7.2. CpouHble JOKYMEHTBI OJJI€KAT HEMEIJICHHOMY HUCIIOJIHEHUIO.
5.7.3. Tlpu omnpeneircHUH CPOKOB TOJTOTOBKH CIIY)KEOHBIX JIOKYMEHTOB OTBETCTBEHHBIM
WCTIOJIHUTENb 00S3aH YYHUTHIBATH BpeMs, HEOOXOIUMOE IS €ro COrjacoBaHus, O(hopMIICHUS,
noanucanus (yTBEp>KACHHs) W JOCTaBKH 10 aapecata. Eciu TOT WiIM WHOM JOKYMEHT
HEBO3MOXXHO MOJTOTOBUTh K YCTAaHOBJIEHHOMY CPOKY, OTBETCTBEHHBIH HCHOJHUTENb OJKEH
3a0J1arOBPEMEHHO YBEJIOMUTH 00 3TOM Kak 3aBeaytonryro MAJIOY «/lerckuii cax Ne 405», Tak u
TO JOJDKHOCTHOE JIMIIO BBIIIECTOSIIIEH WHCTAaHIIMK, BO MWCIOJHEHUE YKa3aHUM KOTOPOTo
OCYIIECTBIISIETCA MOATOTOBKA TOKYMEHTA.
5.7.4. OTBETCTBEHHBI HCIONHHUTENh MEPENacT Ha THPAKUPOBAHHE OPHUTHMHANT JOKYMEHTa C
MMOMETKOM 0 HEOOXOIMMOM KOJINYECTBE IK3EMILISIPOB.



5.7.5. Eciu x paboTe MO MOATOTOBKE JOKYMEHTa TPHUBJICUYEHO HECKOIBKO OTBETCTBEHHBIX
WCTOJIHUTENICH, TO COIVIAaCHO PE30JIIOLMH WMJIM HMHBIM yKa3aHusIM 3aBenaytomero MAJIOY
«erckuit cag Ne 405» oquH U3 HUX HA3HAYAETCS CTAPIIUM.
5.7.6. locTyn k pa3zpabaTbIBa€MbIM JIOKYMEHTaM JOJKHBI UMETh TOJIBKO T€ JIMIIA, KOTOpPhIE
YIIOJTHOMOYEHBI OCYIIECTBISITh UX MOATOTOBKY.

5.8. OcobenHocTH padoTHI € 3JIEeKTPOHHBIMU JloOKyMeHTaM#
5.8.1. B yupexxaeHuu co3qatoTcsl U UCTIOIb3YIOTCS
— DJIEKTPOHHBIE JIOKYMEHTBI, CO3/1aBaéMbleé B JJIEKTPOHHOU (hopme Oe3 mpenBapUTEIBHOTO
JIOKYMEHTUPOBaHHsI Ha OyMa)KHOM HOCHUTEJIE; — 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOTy4YeHHbIE
B pe3yibTaTe CKaHUPOBAaHUS JOKYMEHTOB U XpaHSIIMECSs B CHCTEME BJIEKTPOHHOTO
JIOKYMEHTOO000pOTA.
5.8.2. Ilpuem u oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBEHHBIM 32
BeneHue nenonpousBoictBa B MAJIOY «/lerckuii cag Ne 405y.
5.8.3. DneKTpoHHBIE JOKYMEHTBI CO3Jal0TCs, 00pabaThIBAlOTCS M XpaHATCS B CHCTEME
3JEKTPOHHOTO TIokyMeHTooOopoTa MAJIOVY «/lerckwmit cam No 405.
5.8.4. 3JEKTPOHHBINA JOKYMEHT JAOJIKEH OBITh 0()OPMIICH IO OOIIMM MpaBHJIaM JIEJOPOU3BOICTBA
Y UMETh PEKBU3UTHI, YCTAHOBIIEHHBIE /ISl aHAJIOTUYHOT'O IOKYMEHTA Ha OyMaXHOM HOCHTEJIE.
5.8.5. I moATBEpKACHUS IOJUIMHHOCTH 3JIEKTPOHHBIX TOKyMeHTOB B MBJIOY «Jletckuil can
Ne 405» wucnonp3yroTcs dJIeKTpOHHbIE IM(poBbIe moanucu. Vcmonab3yeMble cpencTBa
ANEKTPOHHON I POBOI MOAMUCH JOJIKHBI ObITH CEPTU(UIUPOBAHBI B YCTAHOBICHHOM IMOPSJIKE.
5.8.6. EnuHuneit ydera OSJEKTPOHHOIO JIOKYMEHTa SBIISE€TCA JJIEKTPOHHBIA JIOKYMEHT,
3apEeTUCTPUPOBAHHBIN B CUCTEME JIEKTPOHHOTO JokyMeHToobopora MAJIOY «Jletckuii cam Ne
405» DNEeKTPOHHBIN JOKYMEHT, UMEIOIIHHA MPUIOKEHUS, PETUCTPUPYETCS KaK OJUH TOKYMEHT.
5.8.7. Tlocne oTmpaBKd 5SIEKTPOHHOTO JIOKYMEHTa, 3aBEPEHHOTO OJJIEKTPOHHON MOAMHCHIO
YIIOJTHOMOYEHHOTO JIOJKHOCTHOTO JIMLA, TOCHUIKU aJpecary ero KOmuu Ha OyMakHOM HOCHTEIE,
KaK IPaBwJI0, HE TPeOyeTCs, 3a NCKIFOYEHNEM OTBETOB Ha OOpAaICHUs TPakaH, MOCTYIUBIINX 110
WHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHBIM ~ KaHajllaM, Ha KOTOpbIE 3asfBUTENIO  JAETCs
MMCHEMEHHBINA OTBET, HAIIPABIISIEMBI 110 TIOYTOBOMY aJpecy, YKa3aHHOMY B OOpaIlICHUU.
5.8.8. lcnonHeHHbIe 3JEKTPOHHBIE JOKYMEHTHI CUCTEMAaTU3UPYIOTCSA B Jiella B COOTBETCTBUHU C
Homenkiaryporr nen MAJIOY «Jlerckmit cag Ne 405» u HWHACKCUPYIOTCS B TOPSIKE,
YCTaHOBJICHHOM B OTHOILIEHUU JI€JI, COCTABJICHHBIX U3 JTOKYMEHTOB Ha OymMakHOM HocuTene. [Ipu
COCTaBIICHUU HOMEHKIIATYphl J€J B 3arojlOBOK Jiella BKIIOYACTCs YKa3aHue «DIEKTPOHHBIC
JIOKYMEHTBI».

5.9. Un¢popmanuonHasi 0€30aCHOCTD

5.9.1. Uadopmarmonnsie pecypcsl MAJIOY «Jlerckmii cag Ne 405» mo mocTymny (BO3MOXHOCTH
WCTIONB30BaHUS) TIOAPA3/ICIISIIOTCS Ha OTKPBITYIO (OOIIEIOCTYIHYI0) HH(DOPMAIUIO, CIYKEOHYIO
nHpOpMAIHIO U HH()OPMAITUIO OrPAaHUUYEHHOTO PACIIPOCTPaHEHUS (JOCTYIA).
K kateropun oTkpbITON MH(MOPMALUKA OTHOCUTCS HHQOpPMAIUS, COAEpKAMIASACA B JOKYMEHTaX U
0azax nmanHblXx MAJIOY «/lerckmit camg Ne 405», HENmocpeJACTBEHHO 3aTparvMBaroliasl MpaBa U
HMHTEPECHI TpaXkJiaH.
K kareropun cimyxe0HON WHPOPMALIMKA OTHOCUTCS MH(POPMAIIKs, COAepKAMIAsCs B JOKYMEHTaX U
6azax nmanHeix MAJIOY «Jlerckmii cag Ne 405», mpenHazHadyeHHAst 7Sl JOKHOCTHBIX UL U
pabotukoB MAJIOY «/letckuit cax Ne 405» npu BBINOJIHEHWH WMHU CBOMX (DYHKIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparvBaoIas HampsSMYIO MpaBa U MHTEPECHl TPa)IaH U HE OTHOCALIASACS K
KaTeTOpPUH OTPAaHUYCHHOTO PaCIIPOCTPAHEHUS (OCTyTa).



K «kareropum wuHpOpManmuu OTPAHUYEHHOTO PACTIPOCTPAHEHHS (IOCTYNa) OTHOCHUTCS
uHpopMalus, colepXkamasics B JOKyMEHTaXx M 0a3aX JaHHbBIX, BKIIOYAIOLIAs CBEACHUS
KOH(UIEHITMAIEHOTO XapaKkTepa.
Bes undopmanus, copepxkamiascs B gJokymMeHTax U 0azax naHHbIXx MBJIOVY «Jletckuii cam Ne
405», 1O YMOJYaHUIO SBISETCS OTKPBHITOW M 00meaocTynHoi. MckmoueHue cocTaBiser
nH(popMalysg, OTHECEHHas K KaTeropusM CIyKeOHOW U OrpaHMYEHHOr0 paclpOCTPaHEHUS
(moctyma).
5.9.2 Jloctyn mosb3oBaTeneil kK nHGOpPMAIMK OTPAaHUYUBACTCS MyTEM OTHECEHHsI MHPOpMAIUU K
COOTBETCTBYIOILIEH KAaTeropuu M HAJIOKEHHEM Ha HEe COOTBETCTBYIOIIErO Ipuda orpaHHUYCHHS
Pacnpoctpanenus. Mupopmanuss orpaHudeHHOro Jocrtymna cHaOxkaercs rpudom  «Jlis
CJLy’K€OHOTO T0JIb30BAHUSI.
[IpaBom oTHeceHns WHPOpPMAIUM K KATETOPHH OTPAHMYEHHOTO JOCTYNa W HAJIOXKCHHS
COOTBETCTBYIOLIEr0 Trpuda obagaeT aBTOp JAOKYMEHTa II0 COTJACOBAHUIO C 3aBeIyIOLICH
MAJIOY «/letckuii cag Ne 405%.
JOKYMEHTUPOBaHHass ~ MH(pOpMalMs, OrPaHUYEHHOIO  PACHpPOCTpaHEeHMs, 0€3  CaHKIHUHU
JOJDKHOCTHOTO JIMIIA, YCTAHOBMBILETO PEKUM OTPAHWYEHHOTO PACHpPOCTPAHEHUS AJIA JaHHOIO
JIOKYMEHTa, He TOJUIeKUT pasIialleHuio (pacnpocTpanenuro). [IpenocraBienue mojib30BaTeasim
J0CTyna K JaHHOH MHGOpMAnUM OCYILECTBIISETCS MCKIIOYUTEIBHO 110 COMVIACOBAHUIO C
YKa3aHHBIM JTOJDKHOCTHBIM JIMIIOM ITyTE€M IIO/Ia4¥ COOTBETCTBYIOLIEH 3asBKH.
JOJDKHOCTHBIE JINLA, IPUHSABIINE pelieHre 00 OTHECEHNU UH(opMaluy, 3a(uKCHpOBaHHON
B JOKYMEHTE, K KaTeropud OrPAaHUYEHHOIO pPACIPOCTPAHEHMs, HECYT OTBETCTBEHHOCTb 3a
O060CHOBaHHOCTH NPUHATOTO PELIEHUS U €0 COOTBETCTBUE JIEHCTBYIOIIEMY 3aKOHOIaTENbCTBY.
5.9.3. Jluunele nena paOOTHHUKOB, JHUYHBIE KapTOUYKU pPAOOTHUKOB, TPYAOBbIE KHHKKU
paOOTHUKOB, PUKa3bl 110 JIUYHOMY COCTaBY JOJKHBI XPaHUTHCS B celipe M B METAJUIMYECKOM
mkady. 3anucu B TpyJA0BOM KHUXKKE rmoAnuckiBaeT 3apeaytomas MAJIOY «Jlerckuii cam Ne405.
5.9.4. VYcraHoBKa W OJKCIUTyaTalus MPOrPaMMHOTO OOECIEYEeHUs, TOJYUEHHOTO0 U3 JIOOBIX
WCTOYHUKOB W BBIMOJHAIOMETO (YHKIWU, HE CBS3aHHBIC HETMOCPEICTBEHHO C BBIIIOJIHEHUEM
paboOTHUKAMU CBOUX JOJDKHOCTHBIX 00sI3aHHOCTEH, KATETOPHUYECKH 3arpelieHa.
5.9.5. Bes mpencraBieHHas B 3JEKTPOHHOM BuUie HHpopmarus, mnocrynaromas B MAJIOY
«erckmit cag Ne 405», B 00s3aTeTbHOM TIOPSAJIKE TOMJICKHT TPOBEPKE AHTUBUPYCHBIMHU
CpEeJICTBaMHU.
5.9.6. DnexTpoHHas TOYTa MOXET HCIOJIB30BAThCS TOJIB30BATEIIMH TONBKO st OOMeHa
uHpopManue, OTHOCAIIEHCS K KaTeropuy OTKPHITOM U ClIyXKeOHOW. 3amnpelieHo HCIob30BaTh
JIEKTPOHHYIO IOUTY JUId Nepenadd MH(GOpMAalMH, OTHOCAILIECHCS K KaTeropuu OrpaHMYEHHOIO
pacnpocTpaHeHus..
6. KoHTpo/Ib MCIOJIHEHUS TOKYMEHTOB

6.1.Opranu3anusi KOHTPOJIA UcHoJHeHus JlokyMeHTOB
6.1.1. Kontposp ucnonnenus nokymeHToB MAJIOY «Jlerckuit cag Ne 405» Bkitodaer B ceOs:
[IOCTAaHOBKY JOKYMEHTa Ha KOHTpPOJb, NPEABAPUTEIBHYIO IMPOBEPKY M PEryJIMpOBAaHUE XOJa
UCIIOJIHEHUS, CHATUE C KOHTPOJIs, HAllpaBJI€HUE JTOKYMEHTa B JIEJI0, y4eT, 0000ILIEeHNEe U aHaIu3
X0Zla M Pe3yJbTaTOB HCIOJIHEHUS AOKYMEHTOB, WH(OPMHUPOBAHHUE MODKHOCTHBIX JIMII B LIEJSIX
CBOEBPEMEHHOT'0 M Ka4eCTBEHHOI'O HCIIOJIHEHUS MOPYYCHHH, 3a(UKCUPOBAHHBIX B JIOKyMEHTAX.
KoHTponb ncnosHeHus N1OKyMEHTOB Boziaraercs Ha 3aBeayrouryto MAJIOV «Jlerckuii cang Ne
405».



6.1.2. KoHTpomto mopjiekaT 3aperucTpUpPOBAHHBIC TOKYMEHTHI, TPEOYIOIINE WCIIOTHEHUS, IS
kotopbix pemenuem 3apeayromed MAJIOY  «Jlerckuit cang Ne 405» ycTaHOBIEH CpOK
HCIIOJIHEHUSI.
[Ipu mocTaHOBKE NOKyMEHTa Ha KOHTPOJIb Ha €ro JIEBOM IOJIE JENAETCS OTMETKA, KOTOPYIO
0003Ha4aroT OyKBOM Ui coBoM (1mramiom) “KoHTpoms”.
6.1.3. Cpoku HCIIOJIHEHUsI JOKYMEHTORB omnpeaelsitores 3apeayroneid MAJIOY «/lerckuii cag Ne
405» ucxons U3 CpoKa, YCTAHOBIEHHOT'O OpraHHM3aluel, HalmpaBUBIIEH JOKYMEHT, WM CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOJATeNbCTBOM P®. CpokM HCHOIHEHMS HCUUCISIOTCS B KaJl€HAAPHBIX
TTHSIX
JUTSL TIOCTYTIMBIIUX M3 BBIIIECTOSIINX OPTaHOB M BHYTPEHHHUX JOKYMEHTOB — HAuWHAs C JIAThl HX
noanucanus (yTBepKIeHus);
JUIsL TIOKYMEHTOB, MOCTYNUBIIMX W3 JAPYTUX OpPraHHU3alUil, a TakKe OT OTIEIbHBIX TpaxIaH, -
HaunHas ¢ gatel ux noctymienus B MAJIOY «Jlerckuii cag Ne 405.
6.1.4. JIokyMEHTHI ITO/JICXKAT UCIIOJIHEHUIO B CJICIYIOIIHE CPOKH:
C KOHKPETHOM JaTOW UCIIOJIHEHUS - B YKa3aHHBIN CPOK;
0e3 yka3aHUsl KOHKPETHOM J1aThl UCIIOJIHEHUS C IOMETKOM ’CpouHO” - B 3-AHEBHBIN CPOK;
C TIOMETKOH ~ornepaTuBHO” - B 10-IHEBHBIN CPOK;
IIpoYHe - B CPOK He Oosiee Mecsla;
no oOpamieHussM rpaxkaaH, noctynuBmuM B MAJIOY «/lerckuit cag Ne405» u TpeOyromum
JIOTIOJIHUTEIBHOTO HU3Y4YE€HHs M NPOBEPKH, - A0 OJHOIO Mecsla CO JHS UX PETUCTPALMHU, - IO
OCTaJIbHBIM OOpaleHusM - He 6onee 15 qHei.
6.5.4. Ecnu nocnenHuii 1eHb CpOKa UCMIOTHEHUS TOKYMEHTA MIPUXOAUTCS HA HepaOouuil IeHb, TO
JOKYMEHT TOJICKHUT UCIOJHEHHUIO HE MO3/Hee paboyero JHs, MPeIUIecTBYIOUIETo Hepabouemy
JTHIO.
6.5.5. Jlata ucnomHeHusi ykaspiBaeTcsi B pesoiroiuu 3aBenyromeidn MAJIOY «Jlerckuii cam No
405».

6.2. Oco0eHHOCTH OCYLeCTBJICHUs] KOHTPOJIS HA/I MCIIOJHEeHUeM J[OKyMeHTOB
6.2.1. Ilpu HEOOXOAMMOCTH W3MEHEHHUS CpPOKAa WCIIOJHEHUS JOKYMEHTa OTBETCTBEHHBIN
WCIIOJIHUTENIb HE TMO3/JHEE, YeM 3a TpU JHA JI0 HCTEUYECHHUS paHee YCTaHOBJIEHHOI'O CpOKa
npencrapiseT Ha uMs 3aBenyromeil MAJIOY «Jlerckwuii cag Ne 405)» MOTHBHPOBAHHYIO TPOCKOY
0 €ro MpoJJICHUN.
6.2.2. TIpoBepka XoJa WCIIOJIHEHUS OCYILECTBISETCS [0 HWCTEYEHUS CPOKOB HCIOIHEHUS
JTIOKYMEHTOB (TIpeIBAPUTEIBHBIA KOHTPOJIb) B CIEAYIOIIEM MOPSIKE:
3a/1aHus OCIEAYIOIIMX JIET - HE PEXKEe OJTHOTO pasa B rof;
3a/laHus MOCIEAYIOIIMX MECSIEB TEKYILETo I'oJia - He PeKe OJTHOrO pasza B MECHI;
3a/laHus TEKYILEro Mecsa - KaKable AecsSTh JHEH U 3a MATh AHEeH 0 UCTEYeHHsI CPOKa.
6.2.3. CusiTe AOKyMEHTa ¢ KOHTpousis ocymecTBisieT 3aBenyomas MAJIOY «Jlerckuii cam Ne
405». Ilpu sTOM penaercs MOMETKAa 00 HMCIOJHEHHHM JOKYMEHTa W HANpaBICHHUU €ro B JIEINO:
KpaTKue CBeJeHUs OO0 UCHOTHEHWM WM CChUIKA Ha JOKYMEHT (JaTa U HOMep),
CBHJICTEILCTBYIONMH 00 WCIOJHCHHH, OTMETKa ~B JeN0’, HOMEp Jeja, B KOTOpOM OyaeT
XPaHUTHCS JOKYMEHT, JaTa; MOANUCH UCIIOIHUTEIS.
6.2.4. JIOKyMEHT CUMTAETCS] HMCIOJHEHHBIM W CHHUMAaETCAd C KOHTpOJs mociie (aKTHYeCKOTo
BBINIOJIHEHUSI MOPYYEHUH, JAOKYMEHTHUPOBAHHOIO MOJTBEP)KIACHUS HCIOIHEHHUS U COOOILEHHUS
pe3ynbTaTOB 3aUHTEPECOBAHHBIM OpraHU3alUsIM U JUIAM, a TakKe, €CIU B MPEICTaBICHHbBIX MO



HEMYy MaTepHualia, O BBIIOJHEHHUM HE JaHO [OMOJHHUTEIbHBIX MOPYYEHHH W MaTepuaibl He
BO3BpAIIICHBI HA JOPAOOTKY.
7. A3roToBiieHHE U UCIIOIb30BAHNE NIeYATeH U ITAMIIOB
7.1. MAJIOY «Jerckuii cax Ne 405» nmMeeT Kpyriiyro rnedatb ¢ HAMMEHOBAHUEM YUPEKICHHS
M0 YCTaBYy U PEKBU3UTAMU JIETCKOTO cajia, OJIaHKH CO CBOUM HAaUMEHOBAHHEM.
7.2. TlewaThb W3rOTAaBIMBACTCA HCKIIOYHATEIIBHO B CIYXKEOHBIX TIelsax. Pemenue o
HEOOXOIUMOCTH M3TOTOBJICHUSI TeYaTell M WX KOJWYECTBE MpUHUMAaeT 3apenytomas MAJIOY
«erckuit cam Ne 405». B ciydae ciry:xeOHOM HEOOXOIUMOCTH TIO PEHICHUIO 3aBEAYIOIICH
MAJZIOY «/lerckuit can Ne 405» nomyckaercs HM3rOTOBJIICHHE IOMOJHUTEIBHBIX 3K3EMIUISIPOB
rneyaTteu.
7.3. IlewaThro 3aBepsIOTCS MOINUCH PYKOBOIUTENS, €T0 3aMECTHTEIICH, TJIABHOTO Oyxranrepa,
a TaKKe JAPYrHX JOJDKHOCTHBIX JIMIl, KOTOPBIM IPHKA30M YUYPEXKICHHS WM JOBEPEHHOCTHIO
MPEAOCTABICHBI COOTBETCTBYIOIINUE TOJTHOMOYHSI.
7.4. Yyer umeromuxci B MAJIOV «Jlerckmit cax Ne 405» meyareil ¥ IITaMmoB BeEIET
cekpeTapb W (WJIM) JUI0, OTBETCTBEHHOE 3a BEICHHE JAENONPOHU3BOJACTBA B YUPEXKICHUU, B
KypHaJle ydeTa redaTeil W IITaMIOB C MPOCTaBICHHEM HX OTTUCKOB (JUCTHI XXypHana yyeTa
revyaTed U IMITaMIIOB HyMEPYIOTCS, TPOITHYPOBBIBAIOTCS M 3aBEPSIOTCS TIEYATHIO).
7.6. IleyaTu ¥ IITAMITBI XPAHATCS B HAJIEKHO 3aMMPAIOIIMXCS MKadax.
Brimaua nevateii u mramMnoB pabOTHHUKAM, MIEPCOHATBLHO OTBETCTBEHHBIM 3a MX HCIOIB30BaHUE U
XpaHeHue, OCYLIECTBIISETCS [10/] POCIUCH B )KypHaJIe ydeTa revyaTei u IMITaMIloB.
OTBETCTBEHHOCThH 32 3aKOHHOCTBH MCIOJIb30BAHUS W HAJAC)KHOCTh XPaHCHH TeUaTel BO3JIaraeTcs
Ha 3aBenyomyo MAJIOVY «/lerckuii cag Ne 405»
8. Opranuzanus 10KYyMEHTOB B /IeJIONPOU3BO/ICTBE
8.1.HomenkJiatypa e
8.1.1. Opranuszanusi JOKyMEHTOB B JICJIONPOU3BOICTBE MPEACTABISAET COO0M COBOKYIMHOCTH BUIOB
paboT, o0ecrneynBaOIIMX COXPAaHHOCTh, YUET, CUCTEMATH3alMI0 JTOKYMEHTOB, ()OpPMHUpPOBAHUE U
opopmiieHHE JeN B JCJIONPOU3BOACTBE, W WX Iepeaadyy B apXuB B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHUSIMH.
OcHOBHBIMU BUAaMH paboOT, OOECMEUMBAIOIIMMU MPABHIBHYIO OPraHMU3AIMI0 JOKYMEHTOB B
JIEJIONPOU3BOJICTBE, ABIISIOTCA COCTABIEHUE HOMEHKIIATYpPHI A€l U opopmiieHue aed.
8.1.2. HomenkiaTypa /el - CHCTEeMaTH3MPOBAaHHBIN MEPEUYCHb 3aroJIOBKOB (HAMMEHOBAHMIA) el
MAJZIOY Ne 405» ¢ yka3aHHMEM CPOKOB MX XpaHEHHUS.
Homenkinartypa nen npeaHazHayeHa JJisi OpraHu3alyy FPYNIUPOBKU UCIIOTHEHHBIX JOKYMEHTOB B
JieNna, CUCTeMaTH3alluu 1 yueTa JeJl, ONpe/ieNICHUs] CPOKOB MX XPaHEHUS U SIBJISIETCS OCHOBOM st
COCTaBJICHUS OMKCEH J1eJ MOCTOSTHHOTO U BpeMeHHOTro (cBbilie 10 JeT) XpaHeHus, a Takxke I
yderta fe BpeMeHHOTO (10 10 JeT BKIIOYUTENBHO) XpaHESHHUS.
8.1.3. Ilpu coctaBieHNN HOMEHKIATYPHI Jesl pyKoBOACTBYIOTCsS YcTtaBoM MAJIOVY «Jlerckuii can
Ne 405», monoxxenusiMu o paznmuuHoil nearenbHocTd MAJIOY «Jletckmit cam Ne 405», ero
cinyx0ax, MTaTHBIM pacluCaHUEM, IJJaHAMH U OTYETaMH O paboTe, MEepeyHSIMH JOKYMEHTOB C
yKa3aHHEM CPOKOB HX XpaHeHHs. M3ydaroTcsi OKYMEHTbI, 0Opasyloluecss B AESTeIbHOCTH
MAJIOY «/lerckuit cag Ne 405y, ux BUIbI, COCTAB U COJEPIKAHUE.
8.1.4. BHOBb Ha3HAUEHHbBIC OTBETCTBEHHBIMHU 3a BeJleHue aenonpousBoactsa MAJIOY «Jlerckuit
can Ne405» o0s3aHBI B MECAUYHBIA CPOK pa3paboTaTh HOMEHKIATYpy Aed M MPEACTaBUTH e
3aBenyromeit MAJIOY «/lerckuii cam Ne 405».



8.1.5. B MAJZIOY «/lerckuii cag Ne 405» coCTaBISAIOTCS HOMEHKIATYPHI €7 KaXI0W CIY>KOBI U
CBOJIHas HOMEHKJIAaTypa JAell.
8.1.6. Connas Homenkinarypa aen MAJIOY «/lerckuii cag Ne 405y cocraBusieTcs u
yTBEPKIaeTCs
8.1.7. Tlocne yTBepxkaeHUs CBOIHOM HOMEHKIATyphl Aen ciayxosl MAJIOY «Jletckuit cam No
405 INomy4yaroT BBEITUCKH U3 COOTBETCTBYIOIINX €€ Pa3/IesiOB I UCIIOJIB30BaHUs B padoTe.
8.1.8. YTBepkICHHBII 3K3eMITISIP HOMEHKIIATYPBI JACIT SBISCTCSA JOKYMEHTOM ITOCTOSTHHOTO CPOKa
XpaHeHMsI U BKJIIOUAETCSl B HOMEHKJIATYpy el B pa3zein ~JlokaabHble aKThI®
8.1.9. Ceomnas nomenkmarypa aen MAJIOY «Jlerckuit cag Ne 405» exXeromHo yTO4HsSETCH,
yYTBEpPKAAeTCS U BBOAUTCS B ICHCTBHE ¢ | SHBaps CJIEIYIOIIEro roja.

8.2. ITopsinok oopmiieHHs CBOAHOI HOMEHKJIATYPBI AeJI.
8.2.1. Ha3BaHusMU pa3lelOB HOMCHKJIATYPHl [ SBISIOTCS HA3BaHUS CTPYKTYPHBIX
noApaszieneHnii. B cBOJHON HOMEHKIIAType Jell pasjelibl pacrlojlaraloTcs B COOTBETCTBUH C
YTBEPKACHHOM OpraHu3aloHHoN cTpykTypoil MAJIOV «/letckuii can Ne 405».
8.2.2. B HOMEHKIATypy €Nl BKJIIOYAIOTCS 3aroJOBKH JIel, OTpakalolllrue Bce JOKYMEHTHUPYEMbIe
y4acTKu paOoThl. B HOMEHKIIATYypy Jies He BKIIOYAIOTCS IEPUOANYECKUE U3aHUSI.
8.2.3. I'padbr CBOJHON HOMEHKJIATYpPHI JENI 3alOJHSIOTCSA CleayrommM obpasom. B rpade
MPOCTABIISIETCS. MHJEKC Jieja, BKIIOYEHHOI0 B HOMEHKJIaTypy. WHAekc pgena cocToOUT U3
YCTaHOBJIEHHOTO YCIOBHOTO U(POBOro 0003HAYEHHS U MTOPSAIKOBOTO HOMEpa 3arojioBKa Jiena 1o
HOMEHKJIAType JaHHON CIIYy>KOBI.
8.2.4. Unnexc nmena mummercs apadckumu mudpamu, Hampumep: 01-05, rme 01 - ycioBHOE
o0o3Hauenue ciy:x061 MAJIOY, 05 - mopsinKoBBIE HOMEp 3aroJioBKa Jiejla 10 HOMEHKJIAType
JTaHHOU cykObl. B HOMEHKIIaType Jell PeKOMEHIYeTCS COXPaHSATh OJMHAKOBBIC WHICKCHI IS
OJTHOPOJHBIX JIEN B Mpe/iesiaX Pa3HbIX cIy>k0. [[ist mepexoasmux e’ MHAEKC COXPAHSIETCS.
8.2.5. 3aronoBoK Jena JOJKEH YETKO, B 0000IIeHHONW (hopMe OTpakaTh OCHOBHOE COJCP)KaHHUE U
COCTaB JOKYMEHTOB jnenia. He momyckaeTrcsi ymoTpeOlieHHE B 3aroJioBKE Jejia HEKOHKPETHBIX
(dopmynpoBoK (’pa3Hble MaTepHaibl’, ~’o0mas mepenucka’ u T. 1.), a TAKKE BBOJHBIX CIOB H
CJIO’KHBIX 00OPOTOB.
8.2.6. B 3aromoBkax jen, coaepXallluX TOKyMEHTHI MO OJIHOMY BONPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATENIbHOCThIO ~ UCIOJMHEHMs, B KayecTBe BUAA Jella yINoTpeOssieTcss TepMHUH
”IIOKyMEHTBI’, @ B KOHIIE 3arojloBKa B CKOOKax YKa3bIBAIOTCS OCHOBHBIC Pa3HOBUIHOCTH
JIOKYMEHTOB, KOTOPBIE JIOJDKHBI OBITH CTPYNIUPOBAHBI B Jielie (TUIaHbI, CIUCKHU, JOKJIAIBI U T. 1.),
Hanpumep: ~’JIOKyMeHTBI O TPOBEICHUU TEMATUYECKUX MPOBEPOK™ (TUIaHBL, TPadUKH, CIIPABKH).
8.2.7. B 3aronoBkax e, copepkKalluxX MEPenucKy, yKa3bIBaeTCs, C KEM U MO0 KaKOMY BOIPOCY
OHa BeJIeTCsl.
8.2.8. Tlpu mepenmcke C OXHOPOIHBIMH KOPPECTIOHICHTAMH TIOCICIHHE HE YKa3bIBAIOTCS, a
nmumIeTcs ux odiiee BuaoBoe Ha3Banue, Hanpumep: ~“Tlepenucka MAJIOVY «Jletckuii cag Ne 405
C apXUBHBIMU YUPEKICHUSIMU ropoja...”,
8.2.9. B 3aronoBkax Jen, COAEp)KaIlIMX TMEpPEernucKy C pPa3HOPOJHBIMH KOPPECIIOHICHTaMH,
MOCIEeIHUE HE nepeducisitorcs, HampuMmep: ~llepenucka mo kommiektoBanuto MAJIOY  «
Hetckuii can Ne 405» MooapiMu cieriuainucTaMmu’ .
8.2.10. B 3arosoBke aena Ha3bIBa€TCsl KOHKPETHBIM KOPPECIIOHAEHT, €CIIM NEepEenucKa BEAETCs
TONILKO C HUM. B 3aromoBkax e, COAEpKallMX IUTAHOBYIO WJIM OTYETHYIO JOKYMEHTAIIHIO,
yKa3bIBaeTCs Nepuoj (KBapTaj, MOJYyrofue, roj), “Ha” Win ~3a” KOTOPBIH COCTABJICHBI IJIAHBI



(otuetsr), HanpuMep: T'ooBo# cTaTucTUUeckuit oTueT o aesreabHocTH MAJIOY « JleTckuii can
Ne 405y (® 85-K) B oTnen obpazoBanus’.
8.2.11. B rpade 3 yka3pIBaloTCsi CpOK XpaHEHUS Jiea.
8.2.12. B rpade 4 yka3bpIBalOTCsl OTBETCTBEHHBIE M MECTO 33 XpaHEHHUE JIeJ.
8.2.13. Ecnm B TeueHHe roja BO3HHUKAIOT HOBBIE JOKYMEHTHPOBAaHHBIE YYaCTKH palOTHI, HE
MPEeAyCMOTPEHHBICE HOMEHKIATYPOMU JIeJI, TO OHU BHOCSATCS B HOMEHKJIATYPY JAOMOTHUTEIBHO. J{7s
BHOBb 3aBOJMMBIX JIeJl B KaXIIOM pa3fere HOMEHKJIATYphl OCTaBISIOTCS PE3epBHBIE HOMEPA,
KOTOPBIE UM MTPUCBAUBAIOTCA.
8.2.14. Tlo oxkoHYaHuUM roja B HOMEHKJIATYPYy J€Jl BHOCSIT WUTOTOBYIO 3aMHCh O KOJUYECTBE
3aBEJICHHBIX 1€ (TOMOB).

8.3. ®opmupoBanue u opopmiieHue aes
8.3.1. ®opmupoBanue aei - ITO MpoLEeaypa TPYNIUPOBKH HUCIIOTHEHHBIX JIOKYMEHTOB B Jiejia B
COOTBETCTBUU C YTBEPKACHHON HOMEHKJIATYPOU JIe] U OJJHOBPEMEHHO CHCTeMaTH3allUs
JIOKYMEHTOB BHYTpH Jea.
8.32. [lena popMHpYIOTCS, KaK PABUIIO, JACIICHTPAIN30BaHO, T. €. B CITy)K0ax.
8.33. UcnonHeHHbIE JOKYMEHTHI IOJKHBI B S-THEBBIN CPOK CAABATHCS UCIOJIHUTEIEM B MECTAa UX
MOCTOSIHHOTO XpaHeHus 1Jisi hopMHUpoBaHus B Aena. [Ipu caade JOKyMeHTa Ha JIMIIEBOW CTOPOHE
€ro TMepBOM CTpPaHWIBl HWCHOJHUTENb CTaBUT OTMETKY O T[IOMEIICHUHM JIOKyMEHTa B
COOTBETCTBYIOIIEE Jeno, Hampumep: nemo N2 01 -0.57, 3aBepser ee noamnuchto. J[lanee
MpOCTaBJIseTCs aTa
MOMEILEHUs JOKYMEHTA B JI€JO.
8.3.4. OOt KOHTPOJIIb 32 MPABWIBHBEIM (POPMUPOBAHUEM JIC]T OCYIIECTBIISIETCS OTBETCTBEHHBIMHU
3a nenonpousBoacTBo MAJIOY «Jlerckuii cag Ne 405.
8.3.5. IIpu popmupoBanuu Aen He0OXOIUMO COOIIOIATh CEAYIOIINE MpaBua:
1) paspeliaercss moMmemarh B JEN0 TOJBKO HCIOJHEHHBIE JOKYMEHThl B COOTBETCTBUU C
3aroJIOBKaMH JIeJ1 10 HOMEHKIATYpPE;
2) JIOIYyCKaeTcsl TpyNnupoBaTh B [0 JOKYMEHThl OJHOTO KaJeHJapHOro roja (3a
HCKJIIOYEHUEM NIEPEXOASAIINX JIEN);



