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1. OO6mmue mosioxKeHHs.

1.1 Hacrosimas MHcTpykuus mo BefeHMIo aenonpoussoactea B MAJIOY «Jlerckuit
can Ne 145 xoMGuHMpOBaHHOTO BUa» pa3paboTaHa B LENSX PALHOHATBHOM OpraHU3aLHH
JIOKyMEHTaLMOHHOTO 00eCTIeYeH s AeATENPHOCTH B chepe TOKYMEHTAaLUu 1 UHPOpMALUK
(manee-UHCTpYKIIMM).

1.2 Kontpons Benenus genonpoussoactsa B MAJIOV «Jletckuit cax Ne 145
OCYIIECTBIIAET 3aBEAYOIIHIA, KOTOPBIM JaeT yKa3aHUs IO BOIPOCAM OpPraHM3alliK U BEICHUS
AeJIONpPOU3BO/CTBA, 0053aTeIbHEIE Ul CTIOTHEHHUS BCEMH CITy/KOaMu, IPOBEPSIET COCTOSHUE
ACIONMPOU3BOACTBA U OCYIIECTBIIAET 00yueHHe paOOTHUKOB, OTBETCTBEHHEBIX 34 €r0 BEICHHE.

1.3 OTBeTCTBEHHOCTH 32 OpPraHU3alHUIO JEIONPOH3BOACTBA, CBOEBPEMEHHOE U
KayeCTBCHHOE UCIIOJIHEHHME IOKYMEHTOB, X COXPAHHOCTh BO3/IAraeTcs Ha 3aBENYIOLIEr0
MAJZIOV «Jlerckuii cam Ne 145.

1.4  HenocpencTBeHHOE BeCHHE ASIONPOM3BOACTBA B ciyk6ax MAJIOY «Jlerckuit
can Ne 145 BosnaraeTcs Ha COTPY/THUKOB, HA3HAYCHHBIX OTBETCTBEHHBIMH 3a 3Ty pabory,
KOTOpBIE 00€CIeYHBAIOT yUeT U MPOXOKICHHE TOKYMECHTOB B YCTAHOBJIEHHEIE CPOKH,
MH(pOPMHUPYIOT PyKOBOJCTBO O KAUECTBE UX HCIIOJIHEHHUSI, 3HAKOMSAT COTPYAHUKOB C
HOPMaTUBHBIMH U METOJMYECKUMHU JOKYMEHTaMHU 10 JeIO0IPOU3BOICTBY.

1.5 PaboTHHKHM, HA3HAYECHHBIE OTBETCTBEHHEIMY 3a BBEICHHE JIEIONPOU3BOICTRA, HECYT
OTBETCTBEHHOCTH 32 BBIIIOJIHEHHE TpeOoBaHui HacTosmel MHCTpyKIny, 3a COXPaHHOCTh
HAXOISALIUXCS y HUX CIIy)XeOHBIX 10KyMeHTOB. O6 yTpaTe J0KyMEHTOB HEMEICHHO
noknaaeiBaroT 3aseayromemy MAJIOVY «Jlerckuii cam Ne 145.

1.6  VHCTpyKuMs pacmpOCTpaHAeTCs Kak Ha TPaIHIHOHHOE [eI0NPOU3BOJCTBO, TaK U
Ha OpraHU3aluio paboTHl ¢ JOKYMEHTaMH, CO3JaBaeMBIMU CPEICTBAMMU JJIEKTPOHHO-
BBIYHC/ITUTENIBHON TEXHUKHU.

1.7 BeinonHenune yTeepikaeHHON VHCTpYKIMK 0643aTeNbHO I KAX/I0T0 COTPYIHHKA
MAJZIOVY «Jerckuii cag Ne 145.

1.8 Tlopsamox paGoTsl ¢ MUCHMaMH, 3asBICHHSAMH U Kal06aMu COTPYIHHKOB U
poxuTenel (3aKOHHBIX MPEICTABUTENEH) ONpPeAesIeTcs ClenHalbHEIMU HHCTPYKLHSAMA.

2. JloxymeHTbl, HeoOxoqumble npu ynpasiaenun MAJIOY «/lerckuii cag Ne 145.

2.1 Ilpu noaroTtoBKe, COIVACOBAHHH, NOANHCAHHM W YTBEPKAECHUH JOKYMEHTOB
He00X0auMO co00aaTh TpeOOBaHMsA, 00€CIeUHBAIOIINE IOPHINYECKYIO CHIIYy JOKYMEHTOB U
BO3MOXXHOCTh HMX OOpabOTKM C MCIONE30BAHUEM CPEACTB 3JIEKTPOHHO-BHEIYMCIUTENBHON
TEXHUKH.

2.2 CocraB HOKyMEHTOB, 00pa3yIOIIUX B MPOLECCE AEATENLHOCTH, ONPENEISETCS: ero
KOMIETEHIMEN U QYHKIHMAMU; KDYrOM YIPaBICHYECKUX ACHCTBHMN, MOPSIKOM paspelieHus

BOMPOCOB  (€IMHOHAYAIBHBI WIM KOJUIETHAJIBHBIM); XapakTepoM B3aUMOJAEHCTBUS MEMXKTy
00pa3oBaTeNbHBIMU  YUPEKACHHAMH M APYTHMH OpraHu3auusMd. B cocTaB JOKYMEHTOB
MAJIOY «Jlerckmii cam Ne 145:

- OpraHHM3allMOHHbIE JOKYMEHTH! (Y cTaB, 10roBopel 06 00pazoBaHuM, KO/UIEKTUBHEIN OTOBOD,
JIHA, MO/KHOCTHBIE MHCTPYKLMHM COTPYAHUKOB, INTaTHOE pacliCaHue, IpaBujia BHYTPEHHErO
TPYJOBOTO pacnopsKa, TpPYJOBbIE JOTOBOPEI U Jp.);

- PacropsIUTe/ILHEIE JOKYMEHTHI (IPHKa3bl, HHCTPYKLIUH, PACIIOPSDKEHHS U T. I1.);

- MHQOPMALMOHHO-CIIPABOYHBIE JJOKYMEHTHl (IIPOTOKOJIBI, IUIAHBI, OTYETHI, CIPABKH, A4KTHI,
JOKJIaJIHBIE U 00BACHUTEIBHBIE 3aIIUCKH, TMChMa, TEIEerpaMMEI U JIp. ).

2.3. JlokyMeHTHI, KaK mpaBuio, odopmisitotes Ha Gmankax MAJIOY «Jlerckmit cam No 145,
coorBercTByromux ["ocynapcreennomy crangapry P® (I'OCT P 6.30-2003), no/mKHBI coaepKaTh
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YCTAHOBJEHHBIM  KOMIUIEKT OOS3aTENbHBIX PEKBU3UTOB IPH  COOTBETCTBYIOIIEM KX
PAacIIOIOKEHHH.

3. OcoGeHHOCTH MOATOTOBKH H 0(popMIIeHHS OTAEJIbHBIX BHI0B I0KYMEHTOB

3.1. IlIpukas

3.1.1.ITpuka3 - npaBoBO# akt, u3gaBaemsll 3aBenyromuit MAJIOY «Jlerckmit cax Ne 145. On
BCTYIIAeT B CHJIy ¢ MOMEHTA IOJMICAHUS 3aBE/yIOIMil, €C/M B TEKCTE HE YKa3aHO IPYroro
cpoxka. [ToanucaHHEIi IPHKa3 PErHCTPUPYETCA.
[Ipukasamu OQOPMIIAIOTCA pEIIeHHs HOPMATHBHOIO XapakTepa IO BOMPOCaM OpraHu3alluH
ILIAHUPOBAHMUS, OTYETHOCTH, y4eOHO-BOCIIUTATENEHOTO NpoLecca, JeueOHO-IPOPUIaKTHISCKUX
MEpONpPHUATHH,  (HU3UYECKOr0  pa3BUTHA,  (HHHAHCOBO-XO3AWCTBEHHOM  JIEATEBHOCTH,
BHEIIHEOKOHOMHYECKOW [EATENbHOCTH, a TaKkKe II0 OIEPaTHBHBIM, OpPraHU3alMOHHBIM,
KaJpOBBIM U JPYTUM BompocaM BHyTpeHHeil pabotst MAJIOVY «Jlerckuii cam Ne 145.
[TpoeKTsl MPHUKA30B IMOATOTaBIUBAIOT PaOOTHHKH, HA3HAYCHHEIE OTBETCTBEHHBIMU 3a BEICHUC
[IETONPOM3BOICTBA HA OCHOBAaHMHU IOPYYEHHUS 3aBEAYIOLIETO JUOO0 B WHUIMATUBHOM IOPSIJIKE.
3.1.2. [Jaroif npuKa3a ABJISETCS JaTa €ro NOoANKUCaHuUs.
3.1.3. TIlpukassl 0[O OCHOBHOM (@AMHMHHUCTPATMBHONH ¥  (DHUHAHCOBO-XO3AHCTBEHHOM)
HEATEIbHOCTH, II0 JIMYHOMY COCTaBy, O 3a4MCICHMM M OTYMC/IEHHH BOCIIMTAHHHUKOB,
(GopMHUPYIOTCS U HyMEpYIOTCS OTAENBHO B IIpeJiefiax KaJeH/JapHoro rojia.
3.1.4. Konuu nprKa3oB WIK UX Pa3MHOKEHHbIE SK3EMILIAPHI 3aBepAroT rnedarsio MAJIOY Ne 70
M HANpaBIAIOT MO aZipecaM B COOTBETCTBMHU C yKa3aTeleM pacChUIKH, KOTOPBIA COCTaBIACT U
TMOANUCHIBAET HCIIOMHUTEIb.
3.1.5. IIpuka3 uMeer creayrounue peKBU3UTHI:
- HAUMEHOBAHUE YUPEXKICHUS;
- HaMEHOBaHME BU/Ia JIOKYMEHTa,
- JaTy U HOMEp IOKYMEHTa,
- 3ar'0JIOBOK K JOKYMEHTY;
- TEKCT JOKYMEHTA;
- TIO/ITIHCE;
- BU3BI;
- OTMETKY O IPUJIOKEHHUH.
3.1.6.HanmenoBanne MAJIOY «Jlerckuii caxg Ne 145» ykaseiBaeTcss B NOJHOH ¢dopme -
MyHHIHUTIATBHOE aBTOHOMHOE IOIIKOMBHOE 00pasoBaTenbHoe yupexaenue «Jlerckui cax Ne 145
KOMOMHMPOBAHHOIO BHJA C TATAPCKHM S3BIKOM BOCIHUTaHUA M 00y4enus» HoBo-CaBUHOBCKOrO
pationa r.Kaszauu. I[TeyaTaroT LEHTPMPOBaHHEIM CIOCOOOM (Ha4yalaO M KOHEL KaXIOH CTPOKH
PEKBU3MTA PABHO yJAJICHBI OT TPAHHI] 30HBI PACIIOIOKEHHS PEKBU3UTOB).
3.1.7. HaumeHoBaHue BUAa HoKyMmeHTa - "[Ipuka3" (mocjie HoMepa npuKasa UCIoIb30BaTh JIUTEP
«JIC»):
- ipu o(OPMJIEHHH NPHKA30B 110 JIMYHOMY COCTaBy B paGoTe MCIONB3YIOT YHU(QHIMPOBAHHEIC
dopmel, yrBepxkaenHsie Ilocranosiennem ['ockomcratom Poccun ot 05.01.2004 Ne 1 «O0
yTBEpXKIECHHH (POPM TEPBHYHOIN YYETHOH MOKYMEHTAllMM MO y4eTy TpyJa M €ro OIUIaThl»
COIJIACHO MEPEYHIO:

Home |HaumeHoBanue GopMel Dop
p mar
dbopm

bl

T-1 TMpuka3 (pacnopspkeHue) o rnpueme paboTHUKA Ha paboTy A4
T-la |IIpuka3 (pacnopspkeHue) o mpueMe pabOTHUKOB Ha paboTy A4
T-2  |JluuHas kapTOouKa paboTHHKA 2A4
T-3 IlItaTHOE pacnucaHue A4




T-5 Ilpuka3s (pacniopspkerne) o mepeBoze paboTHHKa Ha Apyryio paGory A4

T-5a |Ilpukas (pacnopspkerue) o mepeBoze pabOTHHKOB Ha Apyryio paboTy A4
T-6  |Ilpuka3 (pacmopsDkeHHME) O IPeHOCTABIEHUM OTITyCKa pabOTHUKY A4
T-6a |Ilpuka3s (pacnopsukeHue) O NpeIOCTABICHHH OTIyCKa paGOTHUKaM A4
T-7 I'paduk oTnyckoB A4

T-8  |Ilpukas (pacnopsbkeHue) O mNpeKpalieHun AeHCTBHS TPYAOBOTo foroBopa |A4
(xoHTpaKTa) ¢ paGOTHHKOM

T-8a |Ilpuka3 (pacnopspkenue) o IpeKpalleHHH AeHcTBUS TPyAOBOro AOroBopa |A4
(koHTpaKTa) ¢ paGOTHHKAMH

T-9  |Tlpuka3s (pacriopsbkeHue) O HanpaBIeHUH paboTHHKA B KOMaHIMPOBKY A4

T-9a |Ilpuxas (pacnopspkeHHE) O HANpaBIeHHH PaGOTHUKOB B KOMaHIUPOBKY A4

T-10a | CiyxebHoe 3aanue s HaNpaBIeHUS B KOMaHIUPOBKY U OTYET O Er0 A4
BBITIIOTHEHUH

T-11 |ITlpukas (pacnopspkeHHe) O HOOMPEHHUH paboTHHKa A4

T-11a |Ilpuka3 (pacnopsbKeHHe) O MOOMPEHHH pabOTHUKOB A4

- 0 OCHOBHOH (aAMHHHCTPATHBHOH W (QHHAHCOBO-XO3AUCTBEHHON) JEATEIBHOCTH H 110
BOCIIUTAHHHKAM (HETAM) HCIOMB30BaTh JIUTep «O» i «JI» COOTBETCTBEHHO.

3.1.8. 3aroI0BOK IOMKEH KPaTKO M TOYHO OTpaXkaTh COJACpIKAHHE TEKCTa MpHKasa. 3aro0BOK,
KaK IpaBuIo, GOPMYIHPYETCS B MPEMIONKHOM MaueiKe, HanpumMep: "O BeimiaTe paGoTHUKAM
YUpEXIeHus...". 4

3aronoBok mevartaroT mpudTom, 6e3 ab3amHoro OTCTyna, pacrojaras Ha CTPaHHUIIE B JIEBOM
BEPXHEM yrily. 3aroloBOK, COCTOSIIMIA H3 ABYX u GoJee CTPOK, pacronararT Ha CTPaHUIE Yepes3
OIMH MEXCTPOYHBIA UHTEpBaI. TOUKY B KOHILIE 3aT0JIOBKA HE CTABSIT.

3.1.9. Teker oTnensercs oT 3arojoBKa ABYMS-TPEMS MEKCTPOYHEIMM HHTEPBAJIaMH, [1€4aTaeTCs
14,12 kernem yepes omMHApHEIH MHTEpPBAI TEKCTOBOTO OIS M BBIDABHUBAETCS 110 JIEBOH H
TpaBoii rpaHULaM TEKCTOBOro noiis. Ilepsas cTpoka aG3ana HauMHACTCS Ha paccroguuu 1,25 cMm
OT JIEBOM IpaHULIBI TEKCTOBOTO IOJIS.

Texkcr mpukasa MOXET cocTosTh u3 ABYX 4YacCTei: KOHCTaTtupyrouei (npeambyiasl) u
PacropsAUTEIbHOM,

B KoHCTaTMpyromeil wacTu KpaTKO W3NAraloTcs LeMH 3ajlau, GaKTel ¥ COOBITHS,
TOCTyXMBLIINE OCHOBAHWEM I M3MaHUA npukaza. OHa MOXKET HauWHaThes cioBamu "B
uensx...", "B coorBerctun...", "Bo ucnondenue..." u T. A. Ecnu npukas usznaercs Ha OCHOBAHUU
APYToro NOKyMeHTa, TO B KOHCTATHPYIOLIEH YacTH yKasBIBAalOT HAMMEHOBAHUE 3TOr0 JNOKyMEHTa
B TBOPUTEILHOM MA/EXKe, €ro JaTy, HOMEpP U 3aroj0BOK.

B OTAENBHEIX CiTyyasx KOHCTaTUPYIOIIEH YacTH MOYXKeT NPEeAIecTBOBaTh npeamOysia U3 OJHOrO -
ABYX UPEVIOKEHHH, B KpaTKoi (opMe orpakaromas CyTh NpUKasza, HO IpPHA ITOM He
AyOnupyromas ero 3arojoBok. O6EIYHO npeaMOyJly HCHONB3YIOT I TOTO, YTOGEI YIPOCTUTH U
COKpaTuTh (POPMYJIHPOBKY 3aro/I0BKa.

PacniopsaurensHas 4yacte ormensercs OT KOHCTAaTHPYIOIIEH CJIOBOM  «IIPUKA3BIBAIOY.
Pacriopsanrensnas wacts omkHa comepikats NICPEYUCICHUE IIPEANNUCHIBAEMBIX AEHCTBUI C
YKa3aHHWEM UCTIOIHUTENIS KaX/0r0o ACHCTBHS U CPOKOB HMCHONHEHHUs. PacriopsmuTesnbHas yacTh
MOXET OBITh pas/ie/eHa Ha IyHKTH M MOJIYHKTHI, KOTOpPBIE HYMEpYIOT apabCKuMu Lubpamu.
Kaxpiff MyHKT pacrnopsauTensHON YacTH HauyMHAETCS C yKa3aHUS KOHKPETHOIO JeiCTBHUS,
BEIDOKCHHOT'O IIarojioM B HEOIpeJeneHHOH (opme. JleHcTBUS OJHOPOIHOrO XapakTepa MOTyT
OBITb MepeyMclIeHbl B OJHOM NyHKTe. B KauecTBe McmonHuTeeit YKa3bIBalOTCA CIy)KOBI MU
KOHKPCTHBIC ~NOJDKHOCTHBIC JMUA. [locnennmit MyHKT pacmopsauTeNsHONM YacTM  MOXKeT
COACPATh CBENCHHS O CilyxO0e WIM NOUKHOCTHOM JIMIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb
UCTIOJIHEHHS NTPUKa3a.



Eciu npukas usmenser, ormensier wiu AOTOMHACT PaHEe U3AAHHBIM JOKYMEHT WIH KaKoe-TO ero
TIOIOXKCHHE, TO OMH U3 IyHKTOB PACTOPSAUTENHHON YacTH TEKCTa OJDKEH COAEPIKATH CCBUIKY
Ha OTMCHAEMBIA JOKYMEHT (IyHKT AOKYMEHTA) C yKa3aHHEM €ro HaThl, HOMEpa M 3arojioBKa.
Teket nyHkTa HEOGXOMMMO HAYMHATE CTOBAMMU "[IpusHaTh yTpaTUBLIIM cuiy...".

B npuka3s He crenyer BxiouaTts myHKT "[Ipuka3s mosectu 10 ceegenus...". JomKHOCTHEIE NHIa
MAJIOV «Jlerckuit cag No 145, no cBenenus KOTOPBIX NOBOJAT NpHKa3, NEPEYUCIISIOTCS B
yKasarene pacChlIKH, KOTOPBIN HCIOJHHTEIb TOTOBHT BMECTE C NPOCKTOM IpuKasa. B npukaze
110Nl NIONIHCBI0 O/DKHOCTHOTO JIMLA YKa3HIBAeTCs rpud «C mnpukazom O3HaKOMJIEH(BI)»: ¢
TIoC/Ie Iy OIIeH MOAMUCHIO BCEX JIMII, YKA3aHHEIX B NIpHKase.

3.1.10. Ioanucek BKIIOYaeT B cels HAUMEHOBAHHE NIOJDKHOCTH, MHHLUAIEI U (aMIIHIO Juua,
00J1a1ar01Iero npaBoM M3 aHus TPUKA30B, a TAKKE CUTHATYPY (JIMYHYIO MOMIKCH) MOCIEIHErO,
IIpuxassl moanmceiBaer 3aBeNyIOIMH, a B €e OTCyTCTBHE - UCTIONHAIOIMN 0053aHHOCTH
3aBEJYIOLIETO.

3.1.11. Bussl BKmoYaloT B cefs moiHoe HaNMCHOBAHUE NODKHOCTEH BH3HMPYIOMIMX, JIHYHbIE
TOATIHCH, paciui(poBKy MoAmuceii u Jary.

3.1.12.0¢popmitenne moanucy, BU3E 1 OTMETKH O IPUIIOKEHHHU MPOU3BOAUTCA B COOTBETCTBIH C
myHKTaMu MHCTpyKLImu.

3.1.13. Beinucka-komnus OMPEe/ICHHON YaCTH MOMIMHHOTO JOKYMeHTa. B BhIMucke U3 IpUKasa
CONCPIKATCA BCE PEKBU3MTEI [IPHKA3a 0 PACTOPSAUTENbHON yacTy. Vs PacnopsSAMTEeNbHON yacTu
GepyT ToBKO Ty HHPOpManHIO, KOTOpast HEOGXOAUMA B KaXKJOM KOHKPETHOM ciny4ae. Beimucky
3aBCPAIOT NPOCTAB/ICHHEM OTMETKH «KOIIHS BEPHA» U NOAMUCEIO 3aBEPSIOLIETO.

3.2. Honosxcenue. Ipasuna. Hucmpykyua. |

3.2.1. Honoxcenue ~MOKYMCHT, YCTaHaBIMUBAIOMINN CHCTEMHO CBA3aHHbIE MeXIy coboii npasuia
0 BONpPOCaM, OTHECEHHBIM K KOMIIETEHLMH HECKOIBLKIX AO/DKHOCTHBIX JIMIL WIH CJ1yxk6
MAJIOY «Jlerckuii can Ne 145,

3.2.2. Ilpasuna - AOKYMEHT, 3aKpeIUIIOIUI HOPMEI H TpeGoBaHusA, 06s3aTebHEIE s
BEITIOJIHEHHA NOJDKHOCTHBIMH JIULIAMU M CITyKOaMu MAJIOY «[lerckuii cag Ne 145 npolecce
TIOBCEAHCBHOM AESATEIBHOCTH.

3.2.3. Huempykyus - AOKYMEHT, MNPEANHUCHIBAIOIIUN MOPSII0K OCYILECTBJICHUSI Kakoil- nubo
ACATCILHOCTH HIIM TIOPAOK NIPUMEHEHUS OTIENBHBIX TOJIOKEHH] HOPMaTHBHO-IIPABOBBIX aKTOB
B yCIOBUAX yHKUHMOHKpPOBaHusS MAJ[OY «Jlerckwuit cang Ne 145.

3.2.4. Tlonoxenus, mpasuma u MHCTPYKIMH TPUMEHSIOTCS B KaueCTBE CaMOCTOSTEBHEIX
OpraHH3allMOHHO-PACIIOPSAAUTENBHBIX  IOKYMEHTOB, Beenenne B peiicTBue YKa3aHHBIX
OpTaHH3alHOHHO-PACTIOPSAUTENBHBIX  JOKYMEHTOB OCYIIECTBJIAICTCS C yYTBEPHKACHHUEM HX
3asenyromend MAJIOY «Jlerckuif cag Ne 145.

3.2.5. Tlopsanok moarorosku TIPOCKTA NOTIOXKEHHSA, NPABUJI U UHCTPYKLHM aHATOrHYeH o0wmemy
TIOPAIKY IIOATOTOBKH IIPOEKTOB HOPMATHUBHEIX AKTOB,

3.2.6. Pemrenue o mopsiake TIPHHATHS NOJIOXEHUH, IPABUJI, HHCTPYKLII HAXOIHTCS B BEJICHUH
MAJIOY.

3.2.7. VrBepxnenue odopmiisgercs B popme TpuQa yTBEPKICHUA WM [TyTeM H3IaHus [pHKaza
00 uX yTBEepIKAECHHN.

3.2.8. [latoii momosxenus (mpaBun, WHCTpyKuMif) sBAseTcs nata ero YTBEPXKIACHUA, €CJIU B
COACPIKAHIN JOKYMEHTA 3TO HE OTOBAPUBAETCS B OTACIBHOM IIYHKTE.

3.2.9.ITonoxeHue (mpaBuna, HHCTPyKuMs) mevaTaercs Ha OlaHKe yCTaHOBIICHHOI (opmEI
wpuprom Times New Roman Cyr 14-m,12-M kernem.

3.2.10. ITonoxenue umeer CIICAYIOLINE PEKBHU3UTHI:

- HANMCHOBAaHHe yYpexeHus; (aapec, TeI.,an.anpec, UHH/KIIIT, OI'PH)

- HAMMCHOBAaHWE BHAA JOKYMEHTA,

- HaTy yTBCPXKACHHS H COITIaCOBAHUSA JOKYMEHTA;

- 3arojI0BOK K JIOKyMEHTY;
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- TEKCT JIOKYMEHTA;
- OTMETKY O MMPHJIOKEHHUH.
3.2.11. IlpaBuna, MHCTPYKLHS UMEET CIEAYIOIME PEKBU3HUTHI:
- HAMMEHOBAaHME BUJA TOKYMEHTa;
- JaTy JOKYMEHTa YTBEPXKIEHUS U COINIACOBAHMS JOKYMEHTa;
- HOMEp JOKYMEHTa;
- 3aroJIOBOK K JIOKyMEHTY;
- TEKCT JJOKYMEHTa;
- MIOAIKCH O3HAKOMJIEHHS C JIOKYMEHTOM;
- OTMETKY O MPUJIOKECHHUHU.
3.2.12. Haumenosaune MAJIOY «/Jletckuii cax Ne 145 ykaseiBaeTcs B ojHO# opme mo Ycrasy
(MyHuunaasHOe aBTOHOMHOE JIOIIKONIBHOE 00pasoBaTesibHoe yupexaenue «Jlerckuit cag Ne 70
KOMOMHMPOBAHHOIO BHJAa C TaTAPCKUM S3BIKOM BOCIHMTAHHUS U 00ydeHHs» HoBo-CaBHHOBCKOTO
paiiona r.Kasanu, meyartaercs LEHTPUPOBAHO). B Tekcre gomyckaercs cokpameHnHoe MAJIOY
«Hdetckuii cang Ne 145» B Lensx palmoHAIBHOTO HCIOIB30BaHus GyMaKHOTO pecypea.
3.2.13. HaumeHoBaHue BUza JOKyMeHTa - "TTonoxenne" - HOMOTHAETCS npeaaoroM «O», «O6».
3.2.14. [lara nokymeHta oQOpMIAETCS CIOBECHO-LM(POBBIM (UMCI0 UUGbPaMH, MecsL
NPOIUCHIO (B POAUTENLHOM IaJekKe), FOA HudpamMu ¢ LOMOSHEHHeM "T.", HanmpuMep, 25aBrycra
2013 r.) uau nudpoBeM (25.08.2013) criocoGom.
3.2.15. 3aroJIOBOK K TEKCTy MOJIOKEHHS QOPMYIHPYETCs B MPEIIOKHOM Najeke (OTBeyaeT Ha
Bompoc "o yem?"); 3arolioBOK K TEKCTYy MNpaBHI (OPMYIHPYETCHs B DPOAMTENHHOM TMajexe
(orBeuaer Ha BoOmpoc "4yero?"); 3aroJlOBOK K TEKCTY MHCTPYKLIMH (OPMYIHUpYETCS B
POAMTENILHOM Iazexe (0TBevyaeT Ha Borpoc "koro?").
3.2.16. Texcr MOKyMEHTa W31araercs OT TPETHEro JIMIa €IMHCTBEHHOIO MM MHOKECTBEHHOIO
umcna. B Tekcre nenonk3yoT cinosa "nomkeH", "cremnyer", "Heo6xonumo", "sanpemaercs”, "He
JomycKkaercs'.
3.2.17. TeKCT HOKyMeHTa OOBIYHO OTKPBHIBAETCS HEOOJIBIION MpeaMOyIod WX pasaeaoM
"Obuire nosioxkeHus", B KOTOPEIX yKa3aHbl OCHOBaHWS Ui pa3palOTKu JOKYMEHTA, ero Lelb,
001aCTh MPUMEHEHHMs, OTBETCTBEHHOCTH 3@ HapyIIEHHe YCTAHOBIEHHEIX IPABH/ M TEXHOJIOTHH 1
AL
3.2.18. Tekcr moxymeHTa mono)KeHHs (PAaBHI, HHCTPYKIMM) MOXKET OBITH pa3/elieH Ha IJIaBbl,
NyHKTBI M TOANYHKTBEL [71aBBl JO/DKHBI HMMETh Ha3BaHHS. KX HyMepylOT PUMCKHMH WM
apabekumy rppamu. Hymepanuio myHKTOB H TOAIYHKTOB JOKYMEHTA MPOU3BOMAT apabeKuMu
U pamu.
3.2.19. Ecan DOKyMEHT M3MEHSET, OTMEHSET WIM JONOMHSIET paHee M3JaHHBIH TOKYMEHT WIIH
€ro OTHC/IbHBIC MOJOXKEHHSA, TO 00 3TOM Jenaercs COOTBETCTBYIOLIEE INPHMEYaHHE B
3aK/IIOYUTEIBHOM ITYHKTE.

3.3. IlIpomokon
3.3.1. IlpoTokoin - JOKyMeHT, QUKCHpPYIOIIMI COAEp/KAHHE COBEINATEbHBIX MEPONPHATHH U
NPUAAIOLINHA IOPHINYECKYIO CHITY IPUHATHIM Ha HUX PEUICHUSM.,
3.3.2. IIpOTOKOJ COCTABJIETCA HA OCHOBAHMHM PabOYMX 3amucei, NMPOM3BEAEHHBIX BO BpeMs
COBCLIAHNH, a TAKXKE Pa3IMYHBIX NMHMCBMEHHBIX MAaTepPUaIoB (TE3HCHl AOKIAN0B U BBEICTYIUIEHHIA,
CIIPaBKH, TPOEKTHI PELICHUH U Jp.).
3.3.3. Beienue 3amucu Bo BpeMs 3aceaHus, cOOp MaTepuasIoB U MOAr0TOBKA TEKCTa BO3JIATaeTCst
Ha CeKpeTaps KOJJIETHaJbHOIO OpraHa MM COTPYAHHMKOB, TOTOBUBIIKX BOMPOCH! K 00CYKAEHHIO.
3.3.3. Teker npoToKona A0MKEH ObITh MOATOTOBICH HE MO3/HEE YeM Yepe3 TPH JHS ¢ MOMEHTa
NPOBEJICHNS COBEIAHU.
3.3.4. TloMHHKMKH JOKyMEHTOB IO BOIPOCAM, PACCMOTPEHHEIM Ha 3aC€aHHM, HATPABISIOTCS
AJIS IOAUIMBKY B JIEJIO BMECTE ¢ BBIITMCKOM U3 IPOTOKOJIA O MPHHATHIX PEIICHUSIX.
3.3.5. IIpoTokon UMEeT CleyIoIInue peKBU3HUTHL:



- HAMMEHOBaHUE BHUJIa JOKYMEHTA,

- JaTy JOKYMEHTa;

- HOMEp IOKYMEHTa;

- 3ar0JI0BOK K JIOKyMEHTY;

- TEKCT JOKYMEHTAa;

- IIOJITTHCH;

- BU3BI;

- OTMETKY O IPUJIOKEHHUH.

3.3.6. Ilporokon mevataroT popmata A 4 mpudprom Times New Roman 14-m,12-M Keriem uiu
MUILYT BPYYHYIO.

OdopmiieHHe PEKBH3UTOB MPOTOKOJIA IPOU3BOJUTCSA C COOIIOIEHUEM HIDKECIEAYIOIIUX PaBHIL:
3.3.7. HammenoBanue noxkymeHra - "[Iporokon" - medaTaercs OT IPaHMIBI BEPXHEro IOJs
OJ1aHKa eYaTHBIMH OyKBaMH, MOIYKUPHBIM LIPHQTOM.

3.3.8. 3aro/sioBOK K TEKCTy IMPOTOKOJAa COAECPXKUT Ha3BaHHWE IPOTOKOJIBHOTO MEPONMPUSTHS
(coBeranue, 3aceanue, cooOpaHie) 1 HAMMEHOBAaHUE KOJUIETHAIBHOTO opraHa, pabora KOTOporo
MPOTOKOJHUPYETCsS. 3arojioBOK B IPOTOKOJE OTIAENAETCS OT MPENBIAYLIEro PEeKBH3HTA ABYMs
MEXCTPOUHBIMU MHTEPBATIAMH M PacIiojiaraeTcs LIEHTPOBaHO OTHOCHTE/IBHO PEKBU3HTOB OJlaHKa.
3.3.9. Jlara npoTokoia opopMIIseTcs B COOTBETCTBUM ¢ I1. 3.1.11.

3.3.10. Texct mpoToKoJia nevyaraeTcs 4epe3 OJAUH MEKCTPOUHEIN HHTEPBAJ.

3.3.11. Kaxmslit pa3en mpoTokosia Hymepyerces apaGekoit Lugpoi.

3.3.12. TekcT MPOTOKOJIA, KaK MpaBuJIO, COCTOUT U3 IBYX 4acTel - BBOJHON ¥ OCHOBHOM.

3.3.13. BBomHad 4YacThb TEKCTa COJAEPKUT CBEIEHUd O IpeAcenaresie, Cekperape,
IPUCYTCTBYIOLIMUX, OTCYTCTBYIOLIMX, IIPUIVIALIIEHHBIX U O TIOBECTKE JHS.

Jins auil, AONOJHUTENBHO MPHUIVIAIICHHBIX HA COBEIIaHME U3 4YHucaa coTpyanukoB MAJIOY
«Jlerckuit cax Ne 145, momumo haMUIUM U MHULIMAIOB, YKA3bIBAIOT 3aHUMAEMYIO JIOKHOCTB, @
IUTS CTIEIMAJIUCTOB U3 APYTHX OPraHU3aLMi - JO/KHOCTE M Ha3BaHUE OpraHu3alu.

Cnosa «IloBecTka HHS» paclosiaraloTCsl LEHTPUPOBAHO, IOCJAE€ HHMX CTAaBUTCA JIBOETOYHE.
Bomnpocs! noBecTku JHA HymepyroTces. Kaxkabili HOBBIM BONPOC medyaTaercs OT 1-ro mosioKeHus
ta0ymnaropa. IlociemoBaTenbHOCTE PACIONOKEHUS BONPOCOB ONPEACHACTCA CTENEHBI HX
BaXXHOCTH. POPMYJIUPOBKA BOIIPOCOB IOBECTKU JHS HauMHaeTcs ¢ npeioros "o", "06". Jokian
(otuer, coolOmeHne, HHOOpMALKMsI), HAUMEHOBAHME JO/UKHOCTH, WHHUIMANBl U  (HaMUIHIO
JOKJIaJuiKa MUIOYT B POAMTENBHOM Majexe. He Bimouars B noBecTKy AHA IyHKT "Pasnoe".
Kax/1p1if BOIpoC A0/IXKEH OBITh KOHKPETU3UPOBAH.

3.3.14. OcHOBHAs YaCTh TEKCTa COCTOUT U3 Pa3JelioB, COOTBETCTBYIOIIMX IIyHKTaM IOBECTKHU JHsI
IPOTOKOJIBHOIO MEpONpUATHA. TEKCT KaKA0ro pasjiela u3jiaraioT B ocje10BaTeIbHOCTHU:
"Cnywanu - Beictynunmu - IlocranoBunu (Pemmnn)". DTu cj10Ba Ie4aratoT MPONMUCHBIMU
OykBamH.

3.3.15. Ilepen cnoBom "Caymanu" CTaBUTCS HOMEP BOINpPOCA IOBECTKH [HsA, IOCIE HEro -
nBoetourie. PaMuiIng JOKIAAYMKA TI€9aTACTCsS B MMEHHUTEIBHOM IaJ€XkKe OT 1-ro MoJIoKeHus
nieyararomero ycrpoicrea. [locne dpamMunuu cTaBiaTCs HHULIMAIGL, 3aTEM ABOETOYHE, KABBIYKH U
NHIIETC COJAep)KaHWe [oKiIaza B (opMme NpsMOH peud, KaBblukKu. OCHOBHOE COJEpIKaHHE
JOKIaJ0B ¥ BBICTYyIUIGHHN M3Jaraercsi B TEKCTE IPOTOKOJa Te3uCHO. IlojiHbie TEKCThI
BBICTYILUICHUH (IOKIANOB), 3aBEPEHHbIC IOJIMCHIO COOTBETCTBYIOIIMX JIMII, TNPUIAaraioTcs K
MpoToKoiNy. B mocneaHem ciaydae B IPOTOKONE JenaeTcs CHocka: "TeKeT BBICTYILICHUA
npuiaraercsa” (B mpoTokoie 0e3 KaBhIueK).

OO6cy)KIeHHIO JOKIana MOryT IpPeIlIecTBOBATh BOIPOCH K HOKIAQYHKy, KOTOpbIe BMECTE C
orBeTamMu BKIOYaroT B pasgen "Caymanu". Ilepell 3anucelo KakI0ro BONMPOCa yKa3blBalOTCs
MHULMAIE, GaMWIAA U JODKHOCTh €ro aBTopa M cTaBHTCs JABoeToune. ComepikaHue BOIpoca
3anuceIBaeTcs B (popme npsimoii peun. [Tepen dopmymupoBkoii oTBeTa mumercs cioso "OTser"
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(B mpotokoiie Ge3 KaBBIYEK), CTABUTCSA JBOETOYHE W 3AIMCHIBAETCA OTBET B (hopMe MPIMOit peun
B KaBbIYKax.

Xon obeyxneHus IOKIana oTpaxaercs B paspene "Beicrynmiu”. ITocne crmoa "BbicTymmin”
CTaBUTCs JBOETOYHE. PaMWIMIO BBICTYNAIOLIErO MUINYT B HUMEHHTEIBHOM Mauexe OT 1-ro
IOJIOXKCHUS  MEeYaTaIoIIero YCTPOMCTBA, 3aTEM YKa3blBAIOTCA MHHULMAIBI M JOJDKHOCTE
BBICTYTIAIOIIETO, CTABUTCA THPE M CO CTPOYHON GYKBBI MeyaTaeTcs CoepKaHue BBICTYIIJICHUS B
dopme KOCBEHHO# peun.

Ilpunsiteie pemnenns copepxkarca B pasgene "ITocranoBunu (Pemmmm)". Ecmn  peruenmii
HECKOJIbKO, OHM HYMEpYIOTCs apabckumu LudpamMH ¢ Toukoil. Kaxjgoe pemrenue
CONPOBOKAACTCA YKasaHWEM JOJDKHOCTH, (QaMWINM W WHHIHMAJIOB OTBETCTBEHHOIO 34 €ero
BBIIIOJIHEHUE U CPOKA UCITOTHEHHS.

3.3.16. TlocranoBnenne (pemIeHHe) IPOTOKOIBHOTO MEPONPHATHS H3Jaraercsis B TeEKCTe
NpoToKO/1a noaHocTeIo. ColepxkaHne 0co00ro MHEHHMS, BBICKA3aHHOTO MpHM BEIPAOOTKE 110
CTaHOBJICHUS (PEIUEHMsA), (QUKCHPYETCA B TEKCTE MOC/IE COOTBETCTBYIOIIErO MOCTAHOBJICHHUS
(pewenns). 3m€Ch JKe MPHBOIAT Pe3yJIBTATEI FOJIOCOBAHMUS TP HEOGXOAMMOCTH.

B nocTaHOBIISIOIIEH 4aCTH TEKCTa MPOTOKOJA MOXKET COAEPIKATHCA MyHKT O MPUHATHH KaKOro-
b0 0KyMeHTa. B 9TOM citydae NpHMHATEIN JOKyMEHT NMPHUIAraeTces K MpOTOKONIY, B KOTOPOM
IIPUBOJUTCS CCHUIKA HAa €r0 HOMEep M JaTy.

3.3.17.CymmecTByiOT mojHas, COKpalleHHas M Kpartkas (Opmsl MpoTokosnoB. CoKpalleHHas
KpaTkasi (OpMBI NPOTOKONOB IPUMEHsETCs, Koraa He TpeGyercs MOApOOGHOH 3amucH Xoja
00CyKIEHHUS BOIIPOCOB.

3.3.18. B cOKpameHHBIX NMPOTOKOJNAX MOCNHE CIMCKA MPHUCYTCTBYIOMMX WM MPHUIVIAIIEHHBIX
yKaspiBaeTcs HasBaHue nokinana. ITocnenuss crtpoka HasBaHMs JOKiaja ropyepkusaercs. Ilox
4epTOH B CKOOKaX MeyaTaroTcs paMUIUMK BRICTYHAIOWIKMX B MOPS/KE MX BHICTYIUIeHNS. Ha3sanue
Ka)K/10ro JOKIa/la 3aKaHYMBAETCs IIPOTOKOJIBHBIM PELUICHUEM UM IIOCTAHOBIEHUEM.

3.3.19. B mnporokone KpaTkod (OPMBEI YKa3BIBAIOTCSH TOJNBKO DPACCMOTPEHHBIE BOIPOCH U
NPUHATHIC PELICHHUS.

3.3.20. IlpoTokon MOANMMCHBAETCS IpeAcenarenemM u cekperapeM. JlaToii IIPOTOKOJIa SBJISAETCS
Jata [pOTOKOJBHOIO MEPOTIPHSTHUS.

3.3.21. Tlporokonam NpHCBaUBAIOTCs MOPSAKOBBIE HOMEPA B IpeAenax y4eGHOro roga OTAe bHO
MO KaXAOH TIpynme MNpOTOKOJOB: IIPOTOKONBI OOWMX coOpaHuii paGOTHHMKOB, 3acenaHuMii
NEIaroru4ecKoro CoBETa, POJAUTEILCKUX coOpaHuii U ap.

3.3.22. Homepa peuieHu#, NPUHATEIX HA 3aCENJAHUAX, COCTOAT M3 HOMEpa MPOTOKOJA, HOMepa
paccmMaTpuBaeMoro BONpPOCa B IOBECTKE [AHA M IMOPSAKOBOTO HOMEpa PEIICHHs B Ipeienax
BOIIpOCa.

K HOMepam NpOTOKOJIOB M pelIeHHil MOXXHO NMpUOABIIATE JUTEP COMIACHO MOMCKOBOM CHCTEME,
npunaroit B MAZIOY «Zlerckuit cam Ne 145.

Komun 1nporokonoB nmpu HeoGXOOMMOCTH PacCHUIAIOT 3aMHTEPECOBAHHBIM OPTAHM3ALMSAM M
AOJUKHOCTHBIM JIMLIaM B COOTBETCTBHHM C YKa3aTeNE€M pacChUIKHA. YKa3aTelb COCTABISET U
MOANMCHIBACT OTBETCTBEHHBIH MCIIONHUTENb CIIY)KOBI, TOTOBUBLIMI pPAacCMOTpEHHE BOIPOCA.
Komnuu rpotokosios 3aBepsioT neyatsio MAJIOY «JleTckuit cax Ne 145.

3.3.23. PelueHus MPOTOKONBHBIX MEPOIPUATHH JOBOJAT IO MCIIONHUTENEH B BUAE BBINHCOK M3
IPOTOKOJIOB. BBINKMCKA M3 IIPOTOKO/IA COAEPIKUT CIIEAYIOUINE PEKBUUTEL:

- HAMMEHOBAHUE YUPEIKICHHS,

- HAUMEHOBaHUe BUAA NOoKyMeHTa ("Brinucka u3 mporokona");

- 1aTy JIOKYMEHTAa;

- HOMEp JIOKYMEHTAa;

- 3ar0JI0BOK K JIOKYMEHTY;

-BBO/JHYI0 4acTh Tekcra mnporokona: "lIpeacenmarens"”, "Cexperaps", "IIpucyrcrBoBann',
"IIpurnamennsie”, "TToBecTka qus";
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- OCHOBHYIO YacTh TeKcTa npotokona: "Ciywanu", "Tlocranosumm”, "T ojocoBamu";
- MOAMUCh (0€3 JMYHBIX MOAMMCEH, Tak Kak BBIITNCKH, KaK MpPaBHJIO, 3aBEPAIOTCA TONBKO
TOMIHUCEIO CEKpeTaps);
= OTMETKY O 3aBEPEHHMH KOITHH.
Beinicka 13 mpoTokoina 3aBepsercs neyarsio MAJIOY «lerckuii cag Ne 145.

3.4. Cnyacebuvie nucoma
3.4.1. Cuyxebuple muceMa MOTYT OBIThb MHHLMATUBHEIMH H OTBETHHIMH. Bee ciry:xeOHBIe
TINChMA, BhICBLIaeMble 3a mpeaensl MAJIOY «Jlerckuii cag Ne 145, cumrarorcs mexomsummu.
Crysxe0GHble nuchMa, nocrynaromue B MAJIOV «Jlerckuii cag No 145- BXogsmue. CiayxeOHble
MichbMa (Ci1y)keGHBIe 3amucKu), HUPKYJTUPYIOIUE MEXIY NOLKHOCTHBIMHU JIMLAMH U ciryxbamu
MAJIOY «Jlercknit can Ne 145 cunrarores BHYTPEHHHMH.
3.4.2. Cpox HCIIONHEHHMS OTBETHOTO MUCEMA YCTaHaBIMBAETCS:
- C000pasHO ¢ yKa3aHHeM, colepamuMcs B AOKYMEHTE (IIHCbME M T. IL.), Ha KOTOPBIN HAIOT
OTBET HACTOAIIUM HHCEMOM;
- PE30JIIOLMEH PYKOBOAUTENS Ha TOKYMEHTe,
B ocranbHbIX ciydasx cpok orsera Ha C1y)XeOHOE MUCBMO YCTaHABIMBAETCS 3aBeAyIOUMit (HO
IIpY 5TOM OH HE MOXKET mpeBsIaTh 30 qHel ¢ MOMEeHTa NIOTyYCHHS IOKYMEHTA YUPEXKICHUEM.
3.4.3. Cpok# OArOTOBKY MHHMIHATHBHELX [TNCEM ONPEACTIAIOTCS 3aBEAYIOLIMM,
3.4.4. CnyxeGHble MMChMa IIEYATAIOTCS Ha TUTYJBHBIX Onankax MAJIOY «Jlerckuit cag Ne 145
AULA ITHCEM yCTAHOBIICHHOTO 00pasiia WilH MHLIYTCS BPYYHYIO (BHYTpeHHUE).
3.4.5. Teker cmyxe6HOro muceMa, Kak TPaBUIIO, NO/DKEH KacaThCs OOHOTO BOIPOCA HIIH
HECKOJILKHX BOIPOCOB, €CJIU OHH B3aUMOCBS3aHEL.
Teker cnys:xeGHoro nucsma usnaraercs:
- OT 1-10 JiMlla MHOKECTBEHHOTO YHCIa, Hanpumep: "l[IpocuM HanpasuTs...", "Hanpasnsem Ha
paccmorpenue...";
- OT 3-r0 JMlla eJUHCTBEHHOTO YHCIa, nomyctum: "PykoBoACTBO yupexnenus cuMraer...",
"CoBer 11€/1aroroB yupexaeHus paccMortpen..." U T. 1n.;
- OT 1-ro n1a e ANHCTBEHHOTO YHCIIA; "ITpomry...", "Hanpasnso..." u T. 1.
3.4.6. Teker cmymeGHOrO mHMCEMA OGBIYHO COCTOMT U3 JIByX dacTed. B mepBoii uacrtu
H3JIaraloTesl MOTUBBI ITHCBMEHHOTO OOpalIeHus (B HEOOXOIMMBIX Cly4asx - CO CChUIKOM Ha
COOTBCICTBYIOLIME HOPMAaTUBHO-IIPABOBEIE U OpraHH3aUMOHHO-PACTIOPS AUTENBHBIC J0KYMEHTEI).
Bo Bropoii yacTn, HaunHaromeiics ¢ ab3alla, u3naraercs cyTh o6pareHus - npocs0a, coobienue
Kakoii-nubo uHpopManumy, CONPOBOAUTEIBHBIH TEKCT M T. 1. B HeoOGXOMUMEIX Cliyqasx
CIIy’KE01OC THCBMO MOJKHO 3aBEPIINTH KPATKUMH BEIBOJIaMH.
3.4.7. TexcThl OTBETHBIX THCEM JOIKHBI TOYHO COOTBETCTBOBATE 3alaHUAM, 3a(DUKCHPOBAHHBIM
B PE30JIIOLIMN PYKOBOJMTEIIS.
3.4.8. JlaToii CIIY)KeOHOro IHUChbMa BO BCEX CIy4dasX SIBJA€TCS [aTa €ro MOAMUCAHMUSL. ITpu
HAJIM'I IPUIIOXKEHUH K Ciy)eOHOMY MUCBMY 006 3TOM aejtaercs COOTBETCTBYIOLIAS CCBHIJIKA B
3aKIIOUHTC/IBHOM ab3alie Tekcra.

3.5. Teneponozpamma

3.5.1. TeneonorpamMma BIOUaeT CICAYIOIMEe PEKBU3UTHI: HANMEHOBAHUE YUPEIKICHHS, aapec,

AATy, IHJICKC, TEKCT, NOMNMHCh, OTMETKH O BPEMEHH I[epenadd u yKa3aHHe JOKHOCTEH
U pavuinil (WIM  TOIBKO Gamunuit) nun, NPUHABIIMX M IepeNlaBIIMX TelIehOHOrpaMmy.
B cnyuae oreyrerBus GnankoB s TeNeYOHOrpaMM MPUMEHSIOTCS JIHCTEI Oymaru Qopmara A4.

Tenedonorpammsr cocraBnsores B ogHOM SK3EMIUIAPE, MOAMUCHIBAIOTCA PYKOBOIUTENEM WK
HEMOCPC/ICTBEHHBIM HCIIONHUTEIEM.

Texer ue jlomken BkmouaTs Godee 50 cios, Tenedonorpamma nomxua 6GeiTh JaTHpoBaHa
H IO/ TUIOM, OT UMEHH KOTOPOTO OHa MepenaeTcs.

3.5.2. TenedoHorpaMMa mepemaeTcs HECKOTBKHM ajpecataM IO IPUJIAraeMOMy  CITHCKY
aJIpecaTon il HOMEPOB TeIe(hOHOB.



3.6. 3anaenenue
3.6.1. 3agBiieHne — 3T0 OQUIMATBEHOE COOOIEHHE B MUCbMEHHON hopme. OHO CONEPKUT yalle
BCEr0 IpEeUIOKEHHEe, KanoOy wid Mnpockly Kakoro-mubo uYeloBeKa, aJpecOBaHHEIE WU
OpraHU3aLK, WIH JA0JDKHOCTHOMY JIHILY.
3asBiieHne oQopMIIeTCs Ha CTAHOAPTHEIX JIUCTax Oymaru gopmara A4.
3.6.2. 3agBieHME BKIIOYAET: aapecaT, KOTOPOMY HampaBisAeTcs 3asBlEHHE, JOKHOCTB,
TNOJHOCTBIO-(DaMUIIMIO, MM, OTYECTBO aBTOpa 3asBJICHHS, HAUMEHOBAHHE NOKYMEHTa, TOYHOE
U3JI0)KEHNE TPOCHOBI, TNPEITOXKEHUs, OMUCh MPUIAraeMBIX K 3asiBJIEHHMIO IOKYMEHTOB, [aTa,
HIOJTTHCE. ?
3.6..3. B 3asBNEHHHM MCIIOJB3YETCS, KAaK MPABHIO, OQUIMATBHO-1EN0BAs TEKCUKA, B HEKOTOPBIX
3asBJICHHAX JIOIyCKaeTcs ynorpediaeHue myOauucTHIECKOM JISKCUKH.

3.7. 3anucka

3.7.1.3anncka (aHanWTHYECKad, NOKIanHAs, CiykeOHas, OOBICHUTE/IbHAS) — JOKYMEHT,
aJIpeCOBUHHBIA PYKOBOJUTENIO JIaHHOTO MJIM BBILIECTOSALIETO YUPEKACHHS U COAEPIKALIM
00CTOATE/IEHOE U3IIOXKEHUE KaKoro-aub0 BOmpoca ¢ BEIBOAAMH U TIPEIOKEHUIMHI COCTABUTEIS.
3.7.2. JloknajHas 3amuMcKa COCTaBJIA€TCS Kak I10 JIMYHON WHHIMATHBE aBTOpa (paGoTHMKA),
TaK U I10 yKa3aHUIO (IHCbMEHHOMY WJIM YCTHOMY) PYKOBOUTEJIS.
3.7.3. Baniicka cocTapisercs Ha OyMaXKHOM HOCHTEIIE WIH B 3JIEKTPOHHOM BHUJIE.
Odopmiiciiie 3aMUCKA  3aBHCHT  OT apecata. lIpW COCTaBIEHMHM IOKIAagHON  3allMCKU,
a/IpeCOBAHHON PYKOBOAMUTEIIO YUPEKICHUS B paMKaX YUPESKIEHHs, OHA CUMTACTCS BHYTPEHHEH
¥ 0QopMIISCTCS HA CTAaHOAPTHEIX JucTaX Oymarw ¢opmata A4. Ecnumzamucka azpecyercs
3a pe/ielibl YUpexKAeHHs, TO e 0QOpMIISIOT Ha GJlaHKe, U OHA HAa3BIBAETCS BHEIIHEH.
BHernssi 3ammMcKa JO/DKHA COAEPXKATh CEAYIOUIHEe PEKBU3UTHI: HAUMEHOBAHHME YYpEXkICHHS,
BIJ1 JIOKYNICHTa, JaTa JOKYMEHTa, PErucTpalyOHHBIM HOMEp, MECTO COCTaBJICHWUs, Ha3BaHHE
JOKyveria (3aroJoBOK K TEKCTY), €Clii TeKeT 6osee 4 — 5 cTpok, aapecar (bI), TEKCT, IMOMITUCH
PYKOBOJHTE/IS YUpEeKACHHUS.
Buyrpenisisi 3amucKa NOJDKHA COAEPXKATh CIEAYIOIIWe PEKBHU3HUTHI: BHJI JOKYMEHTa, [ara
AOKyMeHTd, Ha3BaHUE JIOKYMEHTA (3arojI0BOK K TEKCTY), €C/M TeKCT Goiiee 4 — 5 CTpoOK; aapecar
(b1), Texcr, moAmMUCh (C yKasaHWEM JO/DKHOCTH, (aMHIMHM, WHULIUAI0B). IloammceiBaer

BHYTDCLHHIOI0 JOKJIAAHYIO 3aIIUCKY COCTaBUTEIb.
3.7.4. PusHOBHIHOCTBIO JOKJIAIHOW 3aMMCKH ABJIAIOTCA mpejacTaBieHus. OHH UCIONB3YIOTCS
NP JI0KYNCHTHPOBAHMM  KaZpOBOW  AEATENBHOCTH U COCTABISIOTCS — PYKOBOJIUTENIEM WU
3amectieieM pykosoaurtens. IlpencraBienus cOCTaBIAIOT B CIyYasX MOOIIPEHUS pabOTHUKOB,
HaJ107KCH 15l B3BICKAHUHM, POBEICHUS aTTECTAIIUN.

3.8. Akm
3.8.1.  AKr—  HOKYMEHT, COCTaBJIICHHBI ¥ MMOJMHMCAHHBEI  HECKOJIBKHMH  JIMLAMMU
W 110/1TBCIKIal0LUHA yCTaHOBJICHHBIE (GaKThl H COOBITHSL.
AKTLI COCTABISAIOTCSA  I10 PE3yJbTaTaM pPEBHU3UM (PUHAHCOBO-XO35AHCTBEHHOW AEATEIBHOCTH,
Npieyy —— [epefadr [ell, IPOBEpKU HaJIuuus, UHBEHTApU3aLUH U JIp.
AKT CcocraBiMeTCd  KOMHUCCHOHHO (HE MeHee MOBYX COCTaBHTENEH) WM  CHELUaIbHO
YI1O/1110M O U SHHBIM JOKHOCTHBIM JIULIOM.
3.8.2. Axr odopmisercs Ha CTaHAapTHEIX Jauctax Oymaru mpudrom Times New Roman (Cyr)
pusyepoy Ne 14 ¥ MMeeT claeayroIye peKBU3UTEL
I'pidy vinepkIeHHss BKITIOYAeT CIOBO «YTBEPXKIAIO», KOTOPOE Medyaraercs MpONUCHBIMU
Oyipuni.  Oe3 KaBbIYEK, Ha¥MMEHOBAHHE J[O/DKHOCTH JIMIA, YTBEPIXKAAIOLIETO aKT, JHYHYIO
TMOJUTHCH. ¢¢ pacIIH(POBKY U AaTy.
Cioso «yTBEpKIAO», HAMMEHOBaHME JO/KHOCTH JIMLA, YTBEPAHMBLIEr0 IOKYMEHT,
paciiihporKa MOAMMCH U JIaTa pasAesstores 1,5 MeXCTpOYHBIME HHTEpPBaJIaMH.
Fuanvenosaine BHOAa JOKyMEHTa — axT. HamMmeHOBaHHME BHIAa JOKYMEHTa OTHEIAETCS
O7 )2/l IIero  peKBHU3WTa 3 ONUHAPHBIMH MEXCTPOYHBEIMH HMHTEpBaJaMHM, I€YaTaeTCs
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NPONUCHEIME OyKBamM, BBIIEIAeTCS IIPUPTOM IPYrod HACBHIECHHOCTH H BHIPABHUBAETCS
110 LEHTPY.
Howmep otbopmisiercss apaGekumu Lidpamu U redaTaeTcs Mocie CIoBa akT, Ha TOH iKe CTpPOKE.
Jlata aKTa JO/DKHA COOTBETCTBOBATH [HIO aKTHPYEMOro (axTta i coOBITHA U -0QOpMIILeTCs
CIIOBECHO-IIM(POBEIM CIIOCOOOM Yepe3 2 OJIMHAPHBIX MEXKCTPOYHBIX HHTEPBAJa OT 3arojIoBKa.
MecTo H3/IaHus YKa3bIBAeTCs Ha OJHOMU JUMHMH C AaTOM. '
3aro0OBOK OTAENAETCA  OT MPEeOBIAYLIero peKkBu3WTa 3  OAMHAPHBIMH  MEXCTPOYHBIMH
MHTEpBAJIaMH, IledaTaeTcs depe3 | WHTepBal, BBIACIAETCA IOJNYXKUPHBIM LIPHPTOM, H
BBIPAaBHUBAIOTCS I10 LEHTPY. TOUKa B KOHIE 3arojIoBKa He CTaBUTCS. B 3arosloBke K TEKCTY aKTa
yKa3blBaeTCsA Ha3BaHWE WIM KPAaTKOE COJEPIKAHWE aKTHBUPYeMOro  (akra WM COOBITHS.
3aroJI0BOK JOJDKEH OTBeYaTh Ha Bompoc: «O yeM?» cocTaBlieH akKT, Hanpumep: «O BBIACICHUH
K YHUYTOXKEHUIO JOKYMEHTOB U JIe]1, HE TIO/VIeXKAIINX JaTbHEHIIEMY XPAHEHUION.
TekcT OTHENseTcs OT JaThl W MeCcTa H3JaHus akra 3 MEXCTPOYHBIMH HHTEpBajJaMH U
neyaraercs yepes 1,5 uHTEepBana.
TeKcT akTa COCTOMT M3 JABYX 4acTel — BBOJHOM M KOHCTaTUPYIOIICH. _
BBoaHas uacTh TEKCTa aKTa HauyumHaeTcs clioBoM «OCHOBaHME:» IIOCIIE KOTOPOIO YKa3blBaCTCH
HAaUMEHOBaHME JOKYMEHTa, [IOC/IYKUBIIEr0 OCHOBAHMEM ISl COCTABJICHUS aKTa, €ro 1ara, HOMEp
¥ 3aroJIOBOK.
C HOBOH CTPOKM OTJIEBOM TpaHMIBl TEKCTOBOTO TOJA MOKYMEHTa IIEYaTaeTCsd CJIO0BO
«CoCTaBjieH», CTaBUTCS [BOETOYME, U Jajee MNepeyuucisioTes GaMuiuM ¥ MHULKAIIbI
COCTaBHTElIeH aKTa WK COCTaB KOMHCCHH.
daMuTIU WICHOB KOMUCCHY PacIioiaraloTcs B aja(aBUTHOM MOpsIKe.
KoHcTatnpyiomas 4acTh TEKCTa aKTa HauuMHaercs ¢ ab3aua. B Helf usmaraloTes UEIH, 3a1avu
¥ CYLIECTBO paboTHI, MPOAEIAHHOH COCTABUTE/IIMU aKTa, €€ Pe3yabTaThl.
B KOHIE TeKCTa YKas3HIBAIOTCH CBEIECHHs O KOJNMYECTBE HAICYaTaHHBIX ISK3EMIUIAPOB aKTa,
MEeCTe UX HaXO0XKIECHUs WK agpecaTaX, KOTOPEIM OHH HalpaBJIsOTCA.
KoMH4yecTBO 9K3EMILIAPOB aKTa ONpejeNseTcs KOJIMYECTBOM 3aMHTEPECOBAaHHBIX CTOPOH WIIH
HOPMATMBHBIMU MPaBOBBIMH JOKYMEHTaMH, PErJIAMEHTUPYIOLIMME COCTABJICHUE aKTa; '
[Toanucek oTAENAETCS OT TeKCTa 3 OAMHAPHBIMU MEKCTPOUYHBIMU HHTEPBaAIaMH.
AKT TIOANMCHIBAETCS TpeacesaTesieM KOMHCCHM M BCEMH JIMLAMH, MPUHUMABLIAMHU Yy4acTHE
B €r0 COCTaBIIEHUH.

4. IlpaBuia opopmiaeHHs] AOKYMEHTOB

4.1. Obuue mpe6osanusn K 0hopMaeH U0 00KYMEHMO8

4.1.1. Odopmnenue nokymentoB B MAJIOY «Jlerckuit cax Ne 145, BBIChUIaGMBIX 3a €rO
TpeJIenkl, CeAyeT MPOU3BOAUTH Ha obuimanbHelX Onankax MAJIOY «Jletckuit cam N 145.
Buytpennue aokymeHtst MAJIOY «[lerckuii cax Ne 145 Hamiexur opopmiiTh Ha YHCTBIX
JMUCTaxX MalIMHONMCHOM Oymaru ¢popmara A4 u AS.
B OTHeNBHBIX CIydasx (HampuMep, Ui NPWIOKEHMH K JOKYMEHTaM, Pe3OJouui U T. 1)
JIOTTyCKaeTCs MCTIOJb30BaHNe MAIIMHOMKCHOM Oymaru Gopmara A3 u A6.
4.1.2. TIpu MOATOTOBKE JOKYMEHTOB PEKOMEHIYETCS MPUMEHSTH TEKCTOBBIH PEAAKTOP Word ¢
pcronb3oBanneM mpugpToB Times New Roman 12-M  (ans  odopmienus TaGinm4HBIX
marepuaios), 13, 14, 15-m xernem, Times New Roman 12, 13, 14-M keryiem 4yepe3 OJIUH - [Ba
MUHTEpBaJa. :
4.13. Tlpu nOArOTOBKE TAaGNMYHBIX NOKYMEHTOB (Hampumep, Mis pa3pabOTKH OTYETHO-
CcTaTHCTHYECKUX (OPM H T. I.) JOMyCKAETCs NPUMEHSTh CTaHJapTHBIE CPEICTBA TaOIMYHOrO
penakropa Excel for Windows. [Ipu mOAr0TOBKE NPE3EHTALMOHHBIX (BH3YalbHBIX) JIOKYMEHTOB
(cxeMm, auarpamM, rpa@¥KoB H T. I.) JONMYCKAaeTCs HCIOIBb30BATh CTAHAAPTHBIC CpeiCTBa
penaktopa npesentauunii PowerPoint for Windows.
I'padsl 1 CTPOKH TaOIHUIB! JOKHEI HMETh 3ar0JI0BKH, BHIPAIKEHHBIC HMEHEM CYIIECCTBUTE/IBHBIM
B HMEHUTEILHOM Tmanexe. I[10A3aroqoBkd rpad M CTPOK JOMKHBI OBITH COTJIACOBAaHBI C
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3arojoBkamu. Eciu TaOmuimy mnedataror Oonmee 4yem Ha OJHOM cTpaHuie, rpadsl Tabiuie
0043aTeIbHO HYMEPYIOT U Ha CIIEAYIOIHUX CTPAaHUIAX CTaBAT TOMBKO HOMepa 3TUX rpad.
4.2. baanku MAJOY.
4.2.1. Toxymentsl MAJIOY «Jlerckuii cag Ne 145 odopmisitores Ha opHIMANBEHEIX OaHKaxX U
UMEIOT YCTaHOBJIEHHBIH KOMIIIEKC 0043aTEIbHBIX PEKBU3UTOB U MOPSI0K UX PACIOIOKEHHUSI.
BrnaHku JOKyMEHTOB M3TOTaBIMBAIOTCS THUIOIpa@CKUM CHOCOOOM WIIM METOAOM ONEpaTHBHOM
nojaurpapuy Ha CTaHJapTHBIX JucTax Oymaru popmara A4, AS.
B 3aBHCHMOCTH OT pacrojOKEHUsI PEKBU3UTOB YCTAHABIMBAIOT JBAa BapuaHTa GJIaHKOB: YIJIOBOM
Y IIPOAOBHBIN.
4.2.2. MAZ1IOY «/[erckumii cag Ne 145 ucnons3yroTes clieiyroue BUIbI 6HaHKOB
- On1aHK KOHKPETHOTO BHJa JOKyMEHTa
- obmui O61ank MAJIOY «Jlerckuii cag Ne 145 - ¢ yKa3aHHeM HauMeHOBaHus (Ha Oymare
(popmata A4 u AS5)
- O1aHK nucpMa - ¢ ykasanueM HauMeHoBaHus MAJIOY «Jlerckuit cax Ne 145 u cripaBo4HBIX
naHHeiX. CripaBo4HBIE JaHHBIE 00 OpraHM3allMM BKIIOYAIOT B ce0s: MOYTOBBINA aapec, HOMEp
TejedoHa U Apyrue CBeAEHHs M0 YCMOTPEHHIO opranusanuu (Homep (akcos, Teinedakca, CIETOB
B OaHKe, apec AIEKTPOHHOM! MOYTHI U Ap.).
4.3. Aopecayuu Ookymenma.
4.3.1. JIOKyMEHTBI, BBICBUIAEMBIE 3a IMpelaesbl AETCKOro caja, aJpecyloT NpPeATIpHATHSM,
OpraHM3alysIM, YUYPEXKIACHUAM, HUX CTPYKTYPHBIM MOJPA3IeNEHUsIM, JO/DKHOCTHBIM HJIH
(puznueckum aHuLIAM.
43.2. Ilpm anpecauuu JOKyMeHTa 0€3 YKa3aHHS KOHKDETHOTO JO/KHOCTHOTO JIMIIA,
HalMEHOBAaHHUE aJpecaTa MMUILeTCS B UMEHUTEIIbHOM MafIexkKe.
43.3. Ecmum apgpecatoM sBISE€TCd KOHKPETHOE JOJDKHOCTHOE JIMIIO, TO HAUMEHOBaHHE
OpraHu3alM MU CTPYKTYPHOTO IMOApAa3[e/ieHus YKa3blBAalOT B MMEHHTEIBHOM Majexe, a
JOJDKHOCTD ¥ (DaMMIIMIO JO/DKHOCTHOIO JIMIA - B JATEIBHOM, MPUYEM HHULMATB YKa3BIBAIOT
nepen GpaMuanen, Hanpumep:
Otaen ObpazoBaHus
YO UKMO r.Kazanu no ABHacTpoUTEIbHOMY
u HoBo-CaBunoBckomy paiioHam
['maBHOMY Oyxranrepy
0.®D.3apunosoii
434, Ilpu agpecauMu [OOKyMEHTa HEMOCPEACTBEHHO PYKOBOIUTENIIO  OpTaHU3aIMH
HAMMEHOBAHHUE IIOCJIEAHEH BXOAUT B COCTaB HAMMEHOBAHMs JOJDKHOCTH ajpecara, M0JDKHOCTb
JIWIa YKa3bIBAIOT B 1aTEIbHOM IajJiexe, Halpumep:
HagansHuky otzaena o6pasoBaHus
YO UKMO r.Kazauu no ABHacTpoOUTEIEHOMY
u HoBo-CaBuHOBCKOMY palioHam
I'.I" JIaTsiueBoi
4.3.5. Ilpu agpecanuy ¥ JOKyMEHTa GU3MUECKOMY JIMLYY YKa3bIBAIOT MHULHAIEI U
baMuus 1oayyaress, a Iocie 3TOro - €ro MOYTOBLIH afpec, HalpUMED:
W.II. I{piranoBoit
yi. bopucorne6cekas, 1. 26, kB. 26
r.Kazans, PT,
450052
Bri6op ¢popmara 61aHKa IpU MOATOTOBKE JOKYMEHTA OINpeIessieTcs B 3aBUCUMOCTH OT 00beMa
TekceTa. Kax bl muct fokymeHTa, oQopMIeHHEIH Kak Ha G1aHke, Tak U 6€3 Hero JOJKEH HMETh
nosst He MeHee, MM: 20 - teBoe; 10 - mpaBoe; 20 - BepxHee; 20 - HIDKHEe.
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4.4. Ymeeporcoenue doxymenma,
4.4.1. TokymeHT YTBEPKIACTCs NOJDKHOCTHBIM 1HUOM. TIpi Heo6XoauMocTH JOTIONTHATEJILHBIX
TIPEANHCAHAA M PasbACHEHMH OKyMEHT MOjKer YTBEPXKIAThCSA CIIELHUATBHO U3ABAEMBIM
AOKyMECHTOM: NPHKa30M 3aBeyrouero MAJIOY, TIOCTaHOBJICHUEM, PELICHUEM, TIPOTOKOIOM.

Y1Beprknaro

3aBeayromuii

MAJIOV « lerckuii can No 145y
P.H.Curaukosa

(mu4Hast moanuck)
01.01.2019

4.4.3. lomyckaercs [ICHTPHPOBATE KaX Iyl CTPOKY peKkBu3uTa "I pud yTBepKaeHUS IOKyMeHTa"
110 OTHOLICHHUIO K CaMO# JNIMHHOM CTpOKe.
4.4.4. Tlpu yrBepxnenun AOKYMEHTa MOCTaHOBIEHHEM, pelIeHHEeM, MPUKA30M, IPOTOKOIOM
TPU} YTBEPXKAEHMS COCTOUT w3 CIOB  YTBepkIeH (YTBepxnena, YTBEpKIEHBl wWiH
YTBepKII€HO), HANMEHOBAHHUS YTBCPXKIAIOLIETO TOKYMEHTA B TBOPUTEIEHOM najexe, ero 4arel,
HOMepa.
4.4.5. T'pud yrepxaeuus AOKYMEHTa PACIo/araeTcs B MPaBoM BEpXHEM YIJIy IOKYMEHTa.
4.4.6. Jlata B rpude YTBEPIKICHUS CTaBUTCS OT pyKH, JaCTHYHO WM TIOMHOCTBIO HaGHpaercs

YUCII0 U MECHII.
44.7. I'pud yreepxnenus TIPHHATO YKa3bIBaTh HAa JOKYMEHTAX, TPeOYIOIMUX NONONTHATEIEHOrO
YAOCTOBEPEHHUSA UX MOIMHHOCTH U AoctoBepHOCTH. ['pudh yrBepiknenus MPUHATO CTABUThH Ha
CACHYIOLMX  yNPABICHYECKHX IOKYMEHTAX: aKTax, HMHCTPYKUHAX, OTYeTax, IepevHsx,
TIOJIOKEHUAX, MpOrpaMMax, CMeTax, CTaHnaprax, CTPYKTypaX M IITATHOMN YHCIIEHHOCTH,
TapuQHBIX cTaBKax, Gopme YHHDUUMPOBAHHEIX I0KYMEHTOB, IITATHOM pacIucaHuy.
4.5. Coanacosarnue dokymenma. )

4.5.1. Ha stane paspaGorku TIPOCKTa JOKYMEHTa B HEKOTOPBIX CIY4Yasx MOJKET BO3HUKHYTh
HEOOXO/IMMOCTb €r0 COTVIaCOBAHMUS ¢ SaNHTEPECOBAHHBIMU CTOPOHAMH JI0KHOCTHBIMH JTHIAMH
HIH  OpraHmsamuaMH. B aTux ciayyasx cormacoBamue AOKYMEHTa O(QOPMIISIETCS BH30Il
COOTBETCTBYIOLIETO JOKHOCTHOTO JIMIA WK rpr(pOM COrIacoBaHuUs.
4.5.2. Tpud cormacosanus odopmisercs B ciyuae HEOOXOIUMOCTH MPOBEACHHS BHELIHErO
COIIaCOBaHMsA CO CTOPOHHUMH OPraHU3ALUAMM (mpeanpusTusMHy, YUPEXKIEHUAMM).
4.5.3. I'pud cornacosauus ¢ KOHKPETHBIM JOJDKHOCTHBIM JIULIOM, NPCACTABIAIONINM HHTEPECH
CTOPOHHEH OpraHM3aluM, BKIIOYAET B cebs cioBo "CornacoBaHo", HAUMEHOBAHME JOJDKHOCTH
JHIa, C KOTOPEIM COIJIacOBaH NOKYMEHT (B T. u, HaHMCHOBAHUE OpPraHU3alluM), JIMYHYIO
HIOATIACE, pacu(ppOBKY MOAMUCH (MHALMANEL, GamMuus) u Aaty cormacoBanus. Hanpumep:
CormnacoBano
I'naBHs1it cienmaucr ornena oOpa3oBanus
YO UKMO r.Kazauu no ABHAaCTPOHTENBHOMY
u HoBo-CaBuHOBCcKOMY paiionam

N.1.MBanoga

(‘muBas noanuce)
02.09.2013
4.5.4. Ecnmu cormacoBanue OCYILIECTBISIIOT MHCBMOM, MPOTOKOJIOM W APYTHUM ITOKYMEHTOM,
TOATBEPKAAIOIKMM (aKT COrNacoBaHus, Tpud BKIIOYAET B cebs ero HaNMEHOBaHUE, HOMEDP U
AaTy, Halpumep:
CornacoBano
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[Tporokon 3aceqaHus
Komuccun 1o oxpaHe Tpyaa
MAJIOY « Jerckuii can Ne 145»
ot 02.09.2013 Ne 1
4.5.50. I'pu¢ cormacoBaHus pacrosiaratoT Huke peksusura "[IOAMKUCE", B JIEBOM HIKHEM yrily
JIOKyMEHTA. )
4.6. Pesonoyus. :
4.6.1. Pesomouus - KpaTKoe IIMCbMEHHOE IOPY4YEHHE, TMOATOTOBICHHOC II0 HTOraM
paccMotperus mocryrusuero B MAJIOY «[lerckuii cax Ne 145 noxymeHta. Pesomouus
0(hOPMIISIETCS HENOCPEICTBEHHO Ha JOKyMEHTE - Ha CBOGOTHOM MECTE JIMLEBOH CTOPOHBI nepBoi
CTPaHMIGl WIM HAa OTHEIBHOM JIMCTKE C YKa3aHHEM pPErMCTPalMOHHOrO HOMEpa M JaThl
JIOKYMEHTa, K KOTOPOMY PE30JIFOLIUSA OTHOCUTCA.
4.6.2. Pesomonus BKIOYaeT B ce6s cBelieHUs 00 UCIIONHHUTENE NOpyYeHUs (HAMMCHOBAHHE €To
JIOJDKHOCTH, (haMU/IKs, MHUIIKAIIB), COJEPIKAHUE MIOPYUCHHUS, CPOK HCIIOIHEHNS, HAMMECHOBAHNC
JO/KHOCTH JIMLA, OTAABIIETO MOPYYEHHE, €T0 JMIHYIO MOANUCH U paciIu(pPOBKY, AaTy.
H.K.VBanoBo#
[Iporry MoArOTOBUTH
MIPOEKT J0r0BOpa C
« Caropucy» k 02.09.13
1.B.1lIpamko
(I4HAast TTOJTIUCH)
20.08.2013
4.6.3. Ecnu pe3omionus MpernojaraeT IMopydyeHue s AByX W Gosiee JHL, OTBETCTBEHHBIM
WCTIOJIHUTE/IEM SBJISETCA JIULIO, YKa3aHHOE B MOPYYCHUU NIEPBLIM.
4.6.4. Ha nokyMmeHTaX, He TpeOYIOIMX yKa3aHUH 10 UCTIOTHEHUIO U HMEIOIIMX THIIOBBIE CPOKH
UCIIOJIHEHNS, B PE30JIIOLMH YKA3BIBAIOTCS HCIIOIHUTEIb, OANKCH aBTOPa PE30JIIOLMH, laTa.
4.6.5. Jlomyckaetcs 0OpMIEHHE PE3OTIONIUY Ha OTAEIBHOM JIUCTE.
4.7. Ilpunosicernue K 00KymMeHmy.
4.7.1. TlpunoxeHue - 3TO DOKYMEHT, NPUJIAraeMblii K OCHOBHOMY IOKYyMEHTY. [Tpu Hanmuuuu
NPWIOKEHHUIM B JOKyMEHTE JEJIaeTcsi COOTBETCTBYIOLIAs OTMETKA, BK/IOYAOLIas B cebst ¢10BO
"[punoxenue", ABOETOYUE U NEPEUEHb MPUIAraeMbIX J1OKYMEHTOB C yKa3aHHEM TOPALAKOBOTO
HOMepa TPWIOKEHHS, €ro Ha3BaHMsA, KONMYECTBA JMCTOB B HEM, aapecare Ui KakIoro
9K3eMILIApa.
4.7.2. TlpwioxeHus: JOMKHBEI MMETh BCe HEOOXOAMMBIC UL JTOKYMEHTA PCKBU3UTBHI (HasBaHUE,
3ar0JIOBOK, MOJIIKCH JIMILI, OTBETCTBEHHBIX 3@ UX COJAEpIKaHUE, ATy, OTMETKY O COIaCcoOBaHUU U
1 P
4.73. OTMETKy O HaJIMYMM TPWIOKEHHsS, HA3BAHHOTO B TEKCTE, O(QOPMIAIOT CIEAYIOUMM
o6pasom: [Tpunoxenue: Ha & 1. B 2 9K3.
4.7.4. Eciu TmpwiIOKEHWs HE Ha3BaHBl B TEKCTE, TO MX HAMMEHOBAHUS MEPEHUCIAOTCA C
yKa3aHHEM KOJIMYECTBA JIUCTOB B KAXKIOM IPHIOKESHHH H YHCIIa UX 9K3EMIUIIPOB, HATIPHMED:
2. IIpoexT Ha 8 11. B 3 9K3.
Eciu mpuioXeHus cOpOoIIOpOBaHEI, TO YUCIIO JIUCTOB HE YKa3bIBaIOT.
Eciu K IOKYMEHTY MPUWIAralT ApYyroil JOKYyMEHT, TaKKe MMEIOLINK MPUIOKEHHE, OTMETKY O
HAJTMYAHU TIPAIOKEHHs 0QOPMIIIOT ClIeyIoIuM 00pasoM:
Ipunoxenue: muckMo Pocapxupa ot 05.06.03 Ne 02-6/172 1 npujoKeHUe K HEMY, BCErO Ha 3.
Eciu nmpuiokeHue HaNpaBisioT HE BO BCE yKa3aHHBIC B JOKYMEHTE aJpeca, TO OTMETKY O €ro
HaTM4Ud 0QOPMIISIIOT CIEYIOIIMM 00pa3oM:
[TpuinoxeHue: Ha 3 J1. B 5 9K3.
4.7.5. B mpUIOKEHUH K DPacHOpSIUTENbHOMY JAOKYMEHTY (NpUKassl, NPaBHUild, WHCTPYKUM,
TONOYKEHNS, PELCHNsT) Ha IIEPBOM €ro JIMCTE, B IPaBOM BepXHeM yrity, muiuyT "TIpuioxenne No"
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C YKa3aHMEM HaMMCHOBAHHUS PAaCTOPAUTENEHOIO JOKYMEHTA, €ro JaThl M PErUCTPAllMOHHOTO
HOMEpa, HaTllpuMep:

IMpunoxenne Ne 1
K npukazy MAJIOY
Hetckuit cag Ne 145
ot 05.08.2013 Ne 14-0O
4.7.6. CTpaHHLBl TOKyMEHTa 1 NPHIOKEHUH HYMEPYIOTCA KaK eAMHBIN JOKYMEHT.
4.8. Hoonucanue doxymenma.
4.8.1. JlokyMeHTHI, HanpaBiIseMsle B BBIMICCTOAIINE OPTaHU3aLMU M OpraHkl Cyae6HOI BiacTw,
noanmuceIBaroTes 3aBeayromuiit MAJIOV «Jlerckuif cag No 145,
JIOKyMEeHTBI,  HampaBiseMbie NONINHCHHBIM,  JpYTUM  yYpEXACHHAM M  TIpakaaHaM,
HMOAMHCEIBAIOTCA 3aBEAYIOLIMM, €€ 3aMECTHTE/IEM MM HCTIONHSIOMMM 06S3aHHOCTH 3aBeayroLIei
MAJIOY «/lerckuit cag Ne 145.
4.8.2. Tlomnvce BKIIOYaeT B cebs: HaNMCHOBAHME NOJDKHOCTH JIMIA, MTOJIMTHCABLIETO JIOKYMEHT
(monHoe, ecnu NOKyMeHT oopmiIeH He Ha GJlaHKe JOKyMeHTa, U COKpAILCHHOE - Ha JOKyMEHTe,
oopmneHHOM Ha Gi1aHKe), TAYHYIO MOAIMHACE U PacIN(pPOBKY MOAMUCH (MHULHAIEL, bamuus).
Hampuwmep:
3asenyromuit MAJIOY Jlerckuii cag Ne 145
P .H.Curnukosa
ny Ha 6nanke: MAJIOY «Jlerckuii cax Ne 145
3aBeayromuii P.H.Curnukosoii
(‘TMyHas noxamKCk)
4.8.3. Ilpy noamucaHuMm IOKYMEHTa HECKOIBKUMU AO/DKHOCTHBIMH JIMIIAMU HMX IIO/IIHCH,
PaclonaraloT OIHy MOA ApYrod B IOCIEN0BATEIBHOCTH, COOTBETCTBYIOLEH 3aHMMaeMoii
AoipkHOCcTH. Hanpumep:
3aBenyoomuii P.H.Cutaukosa
(J1MyHas moamHCH)
3aBeyroIHil X03HCTBOM JL.P.1llakupoBa
(IM4Has OAIHUCH)
[lpn noanucanuu coBMecTHOrO AOKYMEHTa NEPBEIH JTHCT 0QOPMIISIOT He Ha 6iaHKe.,
4.84.B 1MOKyMEHTaX, COCTaBJEHHBIX KOMHUCCHEH, YKa3blBAIOT HE JOKHOCTH L,
TIONITHCEIBAIOINNX NOKYMEHT, @ MX OOS3aHHOCTH B COCTABE KOMMCCHM B COOTBETCTBUHU C
pacnpenenerueM. Hanpumep:

Ilpencenarens komuccuu P.H.Curnukosa
(J1M4YHAas MOAMHUCH)
YiieHs! koMuccHy: JI.P.Illakuposa

(J1MuHas moamKCH)
I" X.baneptaunosa

(Mr4Has noanmce)
4.8.5. Ecim DOMKHOCTHOE JHMIO, MOMIICE KOTOpPOro 3aroToBJI€HA Ha MPOEKTE JOKYyMEHTa,
OTCYTCTBYCT, TO MOKYMEHT [OANKMCHIBAET JHIO, HCHONHSIOMEe €ro 00S3aHHOCTH, WJIH
3amecturens. Ilpm  stom  o6s3arensHO YKa3plBaeTCA  (akTU4ecKas HODKHOCTh  JIMIA,
NMOAMHCABIICI0 NOKYMEHT, M ero (GaMuius (UCTIpPABNEHHS MOXHO BHECTH OT PYKH Win
MAIIMHOMHACHEIM Croco0oM, HampuMmep: "u.0.", "3am."). Jomyckaercs moamuceIBaTh JOKYMEHT
[IPOCTaB/ICHUEM KOCO# YePTEI Nepe]] HAMMEHOBAHUEM JI0IKHOCTH.

S. Opranusanus AOKYMEHT0000pOTA M HCIIOJIHEHHS JOKYMEHTOB
5.1. Opzanusayus 00Kymenmoobopoma

5.1.1. JIBwKeHHe JOKyMEHTOB B MAJZIOY «Jlerckuit cax Ne 145» ¢ MOMeHTa ux CO3JaHuUs
(TIOMTy4€eHNs) 10 3aBepIIeHNs UCTIOMHEHUS (oTrpaBku) nocieaHux 06pasyer JOKYMEHTO000POT.
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5.1.2. TlopsaioK TPOXOXXAEHHS HOKYMEHTOB pEINlaMEeHTHPYeTCs HACTOSIEeNd MHCTPYKIMEH,
TabeneM  yHUQUIMPOBAHHBIX (GOPM  JOKYMEHTOB, [OJOXEHHMAMH H  JOKHOCTHBIMH
UHCTPYKUUSMU UX pabOTHHUKOB.
5.2. Opzanuszayusn 00cmagKu 00KymMeHmog
5.2.1. [JocraBka nokymentoB B MAJIOY «[lerckuit cax Ne 145» u 3a ero mnpenensl
OCYILECTBIIAETCS CPeACTBAMHU I0YTOBOM, KyphepCKOit 1 3MEKTPOHHON CBS3H.
5.2.2. TlocpencTBOM MOYTOBOH CBSI3M MPOM3BOAMTCS OTIPABKA W IOSyYEHHE IPOCTBHIX IHCEM,
OTKPBITOK, OaHIEpOoIel, TOCBUIOK U MEYaTHEIX, B T. 4. EPHOANYECKUX U3TaHUHA.
5.2.3. C noMomp0 KypeepCKO# CBA3H OTNPABJISAIOT M IMOTYYalOT 3aKa3HYH) KOPPECTIOHIEHIINIO
(MpHKasEl, pacloOpsIKEHHsA, NUCbMa M TNpPO4YHE [JOKYMEHTBHI BBIMIECTOAIIMX OpraHM3almii),
COAEPIKALIYIO BaXKHYIO WIH CPOYHYIO HH(DOPMAIIHIO.
5.24. DIEKTpOHHYKO CBf3b MCHNOJB3YIOT UL OTHPAaBKM U  TOIYYCHHS Telerpamm,
TesieakcorpaMM, IEKTPOHHBIX JOKYMEHTOB.
5.2.5. OTBETCTBEHHOCTH 3a IOJHYIO M CBOEBPEMEHHYIO OTIPaBKy W MOJYUYECHHE CIIyxKeGHOM
KoppecnoHaeHIMy HeceT 3aBenyromuit MAJIOY «Jlerckuit cag Ne 145,
5.3. Ilpuem, obpabomxa u pacnpedenenue 6xo00AuiUx 00OKyMEHMO6
5.3.1. Jlokymentsl, nocrynatomue B MAJIOV «Jlerckuii cax Ne 145y, BCKpBIBAIOT, II0CIIE YEro
NepesaloT Ha pacCMOTPEHME 3aBEIyIOLIEMY, a 3aTéM B COOTBETCTBUM C €€ pelIeHHUEM
(pesosmonyeii) HalPaBIsIOT HEMOCPEACTBEHHBIM UCTIOMHHUTEISAM.
5.3.2. C mocrymieHueM Ciy)KeOHOH KOpPPECTOHAEHIMU COTPYAHHMK, OTBETCTBEHHBIH 3a
AEJIONPOU3BOJCTBO, MPOBEPSET MPABUIBHOCTh €€ JOCTaBKH, a TaloKe LEIOCTHOCTh YINAKOBKH
NoKyMeHTOB. KOHBEPTEI ¢ JOKYMEHTaMH BCKPHIBAIOT, 33 MCKIIOYEHHEM HMEIOIIMX MOMETKY
"nuaHo".
5.3.3. B 3aBHCHMOCTM OT ajpecaluy JOKYMEHThl HAlpaBislOTCS Ha IPEABAPUTEILHOE
paccmorpenue 3asenyromeidn MAJIOY «Jlerckuit cag Ne 145» WM HENOCPEJCTBEHHO TEM
JOJDKHOCTHBIM JIMIIaM, KOTOPBIM OHM INpeAHasHa4eHbl (NP HAIWYHH HA JOKYMEHTE
COOTBETCTBYIOLLEH OTMETKH).
5.3.4. IlpenBapuTesbHOE DPacCMOTPEHHE JOKYMEHTOB MPOU3BOAMTCS 3aBemyromeii MAJIOY
«Jlerckuit can Ne 145» ¢ nenpro pacrpefieNieHust UX MeXAY OTBETCTBEHHBLIMH HCIIOJIHUTEISIMH.
Pemenue 06 3ToM oopMiisercs B BUIE PE3OIIOIHH.
5.3.5. PaccmoTpeHHBle JNOKyMeHTH 3aBeayomuii MAJIOY «Jlerckuii cax Ne 145» nuuno
BHOCHUT COACPXKAHME PpE30JIIOLMM, I[I0CJIE YEro MJOKYMEHT [epeaaercs Ha HCIOIHEHUE
JOJDKHOCTHOMY JIHLLY.
5.4.0cobennocmu padomel ¢ INEKMPOHHBIMU OOKYMEHMaMu
5.4.1. B yupexxaeHun CO3[al0TCs U UCIIOJIB3YIOTCH:
— OIIEKTPOHHBIC JOKYMEHTHI, CO3/IaBa€Mbl€ B 3JEKTPOHHOH (Gopme Ge3 mpeaBapuTeIbHOTO
JNOKYMEHTHPOBaHUs Ha OyMa)XHOM HOCHUTEIIE;
— DJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IOJy4YEHHBIE B pe3yJbTaTe CKaHMPOBAHMUS IOKYMEHTOB
U XpaHALIMeCs B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
5.4.2. TlpueM u OTHpaBKa 3JNEKTPOHHBIX MTOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM
3a BEJICHUE [IEJI0IIPOU3BO/ICTBA B YUPEIKICHHH. '
5.4.3. DneKTpPOHHBIE [OKYMEHTBI CO3JAlOTCs, 00pabaTBIBAIOTCS M XpaHATCS B CUCTEME
3JIEKTPOHHOI'0 JOKyMEHTO000pOTa YUpEIKIACHHS. _
54.4. DOneKkTpoHHBI  JOKyMeHT JHOKeH ObTh OoGOopMIeH 1Mo O0LMM  IpaBHjIaM
AEJIONPOU3BOACTBA U MMETh PEKBU3UTHI, YCTAHOBJECHHBIE [Vl aHAJOTMYHOIO JOKYMEHTa
Ha OyMa)XHOM HOCHTEJIE, 33 HCKIIOUEHHEM OTTHCKA MedaTd U u300paskeHus [0cyaapcTBEHHOIO
repba Poccuiickoit ®enepaunu.
54.5. i NOATBEPXKACHHA  IMOMAJIMHHOCTH  3JIEKTPOHHBIX  JOKYMEHTOB B YUYPEKICHUH
HCIIOJIE3YIOTCS 3JIEKTPOHHBIE LIM(POBEIE IIOIIIHCH.
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Vcnonb3yeMele cpefcTBa 3J1eKTPOHHON 1U(POBOM MOANUCH AOKHBI OBITH CepTUPHLHPOBAHbBI
B YCTAHOBJIEHHOM IIOPSJIKE.
5.5. Hughopmayuonnan b6ezonacnocmo
5.5.1. MHbopMaLMOHHbBIE pecypechl YYpPEeXAEHUS IO JOCTYMY (BO3MOXHOCTH HCIIONIb30BAHNUA)
NOJPAa3JeNAoTCs Ha OTKPHITYIO (00IenocTynHy0) HHGpOpMauio, CiIyKeOHyI HH(POpMAIHIO
¥ MH(OpMAaLMIO OTPaHUYEHHOT0 PACIIPOCTPaHEHHs (JOCTYIIa). s
K kareropuu OTKpBITON MH(MOpPMaLUH OTHOCHUTCS MH(OpPMaLMs, COAep)Kalascs B JOKYyMEHTaX
1 0a3ax JaHHBEIX YUPEXICHHS, HEMOCPEACTBEHHO 3aTparuBaroias npasa ¥ MHTEPEChl rpaXkaaH.
K xareropun ciayxe6Ho# uHpOpMau oTHOCUTCS MHGOPMALKs, CoAepKaIiascs B JOKYMEHTaxX
u 0azax J[JaHHBIX YYPEXKIEHHs, IIpeJHa3HauYeHHas Ul JOJDKHOCTHBIX JIMIl U paDOTHUKOB
YUPEXKJEHHUs, IIPY BEIIIOJTHEHUH UMU CBOUX (YHKLMOHAIBHBIX 00513aHHOCTEH, HE 3aTparuBaroIas
HamNpsAMYIO0 IIpaBa M MHTEPECHl TPAXKAAH U HE OTHOCAILASACA K KaTEropu¥ OrPaHUYEHHOTO
pacrpocTpaHeHus (J10CTyna).
K kareropun uHQOpPMANMM OrpaHHYEHHOTO pPACHpPOCTPaHEHUs ([OCTyma) OTHOCHTCH
MH(pOpMaLUs, COHEpKalascs B JOKYMeHTax U 0azax [aHHBIX, BK/IIOYAIOLIAs CBEICHU
KOH(QUICHIIMAIBHOIO XapakTepa.
Bces undopmanus, comepixainasics B JOKyMeHTax u 0a3ax JaHHBIX YUPEKICHHUS, [0 YMOTYAHHUIO
ABJISIETCS OTKPHITON M obmenocTynHoi. VckmoueHue coctaBiaser MH(OpMalus, OTHECEHHas
K KaTEropHusaM CJIy)K€OHON U OrpaHHYEHHOT0 paclpoCTpaHeHus (HAOCTyIa).
5.5.2. Jlmunele pena paGOTHHMKOB, JIAYHBIE KapTOYKH pPaOOTHHMKOB, TPYAOBBIE KHHUKKH
pabOTHHUKOB, MPUKA3kl 10 IMYHOMY COCTaBY JOJKHBI XPaHUTHCS B celie WIH B METAININYECKOM
mKagy. :
bnaHku TpyIOBBIX KHHKEK II0 Mepe HEOOXOAMMOCTH BBIAAIOTCSA OTBETCTBEHHOMY JIHULLY, WK
PYKOBOJUTEIO. 3aIllMCH B TPYAOBOH KHIIKKE MOATKMCEIBAET PYKOBOAUTED YUPEXKACHUS.
5.5.3. VYcraHoBKa M 9KCILTyaTalluss MpOrpaMMHOro oOecredeHHs, IOJYYEHHOro U3 JII00BIX
HCTOYHUKOB M BBINOJHAIOWEr0 (YHKLIMH, HE CBA3aHHBIE HEINOCPEACTBEHHO C BBIIIOJHEHHEM
pabOTHHUKAMH CBOMX JOJDKHOCTHBIX 00S3aHHOCTEH, KATEropuyYeCcKy 3arperieHa.
5.5.4. Bes npencraBieHHas B JIEKTPOHHOM BHUZE MHGOpMalMs, MOCTyNAlOUas B yYPEKICHUE, .
B 00513aT€/IbHOM IOPSIKE MOMJIEKUT POBEPKE aHTUBUPYCHBIMU CPEICTBAMH.
5.5.5. DnexTpOHHas IMO4YTa MOXKET MCIOJIb30BAaThCSA IIOJIB30BATEISIMA TOJBKO Ui 0OMEHa
uH(OpMaLKeH, OTHOCALIEHCA K KaTeropuy OTKPBITOM M CIyKeOHOH. 3amnpeleHo HCmoib30BaTh
3JIEKTPOHHYIO TIOYTY IS Iepefadd MH(QOpMalMK, OTHOCALIECHCS K KaTeropud OrpaHHYE€HHOro
pacnpoCTpaHeHus.
6. M3roros/ieHHe H HCIOJIb30BAHHKE NeYaTel H ITAMNOB
6.1. YupexxaeHue HMeEET KpyIVIyl0 IedyaThb C HauUMCHOBAHMEM YYpEeXKICHMA N0 YCTaBy H
PEKBU3UTAMM JETCKOTO caja, 6J1aHKH CO CBOMM HaUMEHOBAHUEM.
6.2. Iledarn W3roTaBIMBAIOTCS B CTPOrO OrPAHUYEHHOM KOJIMYECTBE U UCKIIOYUTENIEHO
B CIy)KeOHBIX wLensaxX. PemeHne o HEOOXOAMMOCTH H3TOTOBJCHUS IeyaTell M UX KOJMYECTBE
[IPUHUMAET PYKOBOAUTEID yUYPEKIACHHUS.
B ciayuae cimyxeOHOM He0OXOAMMOCTH IO PELICHUIO 3aBedyroLled JOIyCKaeTcs U3rOTOBJIEHHUE
JOTIOJTHUTENIBHBIX SK3EMILISPOB IedaTeil.
6.3. IleyaTpro 3aBEPAIOTCS TMOMIUCH PYKOBOJHMTENS, €ro 3aMeCcTUTENel, IlIaBHOro Oyxrairepa,
a TakoKe JPYTUX JOJ/DKHOCTHBIX JIMI, KOTOPBIM IIPUKAa30M YUPEKIACHHUS WIX [N0BEPEHHOCTHIO
NPEeIOCTaBIeHbl COOTBETCTBYIOIIME MTOJIHOMOYUS. '
6.4. [leyaTu ¥ mITaMIBI XPAHATCA B HAAEKHO 3aUpaOIUXcs mKadax.
OTBETCTBEHHOCTH 3a 3aKOHHOCTh UCIOJIB30BaHMs U HAJEIKHOCTh XpaHEHHUS Ievyareil Bosjaraercs
Ha PYKOBOJIHUTES YUPEIKICHU.
7. Opranusauusi A0KYMEeHTOB B 1e/IONPOH3BOACTBE
7.1. Homenrknamypa oen
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7.1.1. Oprauusauus MDOKYMEHTOB B [ENONpPOM3BOACTBE MPEACTABISET COOOM COBOKYITHOCTb
BUIOB paboT, 06ecrneyuBalOmMX COXPAHHOCTb, Y4eT, CHCTEMATH3ALMIO JOKyMEHTOB,
dbopMupoBanue u oQpopmicHHE el B JENONPOM3BOACTBE, M MX Iepeiauy B apxuB B
COOTBETCTBHH C YCTaHOBJIEHHBIMH TPeOOBaHUAMH.
OcHoBHEIMM BUIaMH PaboT, 0GECeYHBAIOIMMHA TPABUIBHYIO OPraHHU3aLMI0 JNOKYMEHTOB B
A€IIONPOU3BO/ICTBE, ABJISIOTCS COCTaBICHHE HOMEHKIATYPHI e U 0hOpMIIEHHE JIE.
7.1.2. HomeHKIaTypa Jieil - CHCTEeMaTH3HPOBAHHBIN IIEPEUYeHb 3ar0/IOBKOB (HAUMEHOBaHMil) a6l
MAJZIOY «Jlerckuit can Ne 145» ¢ ykasaHueM CpoKOB MX XpaHEHHS.
Homenkuiatypa nen npeanasHaueHa 1 OpraHU3alMK rPYHITHPOBKH UCIIOMHEHHBIX JOKYMEHTOB
B JIe/1a, CHCTEMAaTU3aluK U y4eTa Je/l, ONPEe/ICHNs CPOKOB UX XpaHEHHs W SBJAETCS OCHOBOM
JULSL COCTABJICHHA OMHMCEH 1€/ MOCTOSHHOTO U BpeMeHHOro (cBbime 10 jieT) XpaHeHus, a Takxke
AJIs ydeTa 1ell BpeMeHHOro (110 10 jeT BKIIOUHTENIbHO) XPaHEHHS.
7.1.3. Tlpu cocTaBlieHMH HOMEHKIATYpPBI L€l pyKOBOACTBYIoTcss YcraBom MAJIOY «Jlerckuii
cax Ne 145», nonoxeHuamMu o pasnuyHoit aestensHoct MAJIOY «JleTckuit caq Ne 145», ero
city:x0ax, ITATHBIM PACIMCAHUEM, IUIAHAMH U OT4YeTaMu O paGoTe, NEPEYHAMU LOKYMEHTOB C
YKa3aHHCM CpPOKOB MX XpaHeHHs. M3yuaroTcs JOKYMEHTBHI, 00pasyromuecsi B AeATENBHOCTH
MAJIOY «Jlerckuii cag Ne 145%», UX BUABL, COCTaB U COJIEepIKaHHeE,
7.1.4. B MAZIOY «Jletckuii cam No 145%» cOCTaB/IsIOTCS HOMEHKIATYpHI A€M KaXI0H Ci1ysKGbl U
CBOJIHasl HOMEHKJIaTypa JAeJl.
7.1.5. Cponnas HomeHwiatypa aen MAJZIOY «Jlerckuii cag Ne 145» cocTapiisieTcs 3aBeLy OLLHii.
7.1.6. CBoHasA HOMEHKIIATYpa [en yTBepKaaeTcs 3apeayrommiit MAJIOY Ne 70.
Ilocne yrBepaeHHs CBOJHON HOMEHKIATYPH! jen cyxkOs MAJIOY «Jlerckumii cax Ne 145y
MOJTy9at0T BBIMKCKK U3 COOTBETCTBYIOLINX €€ Pa3fe/ioB I HCIIOJNB30BaHHUS B paGoTe.
7.1.7.Y TBepXK ACHHBIH YK3EMIUIAP HOMEHKIIATYPBI 1€/ ABJSETCSH J0KYMEHTOM MOCTOSHHOIO CpoKa
XpaHEHUA
7.1.8. ConHas Homenknatypa men MAJIOY «Jlerckumii cag Ne 145» exeromHo YTOYHAETCH,
YTBEPIKAACTCA ¥ BBOAUTCS B IEWCTBUE C 1 CEeHTAOPS ClleAyIOIIero roja.

7.2. Opzanusayus onepamuenozo Xpanenus 0OKyMeHmoes
7.2.1. PabOTHHKH, OTBEYAOIINE 3a AEIONPOM3BOICTBO, HECYT OTBETCTBEHHOCTD 3a COXPaHHOCTh
JIOKYMEHTOB U Jell.
Jlena pasmemnaroT B CHENMANIbHO OTBEACHHBIX UIS 3TON LENH MOMEIIEHHAX B 3anMparoIuecs
mKaQsl, CeHBl ¥ T.I., 4TOOBI OGECTICYNTH WX COXPAHHOCTh M 3aIMUTY OT BO3ACHCTBHS MBUIH
Y COJIHEYHOTO CBETa. B LeNIX MOBBINIEHHS ONEPaTMBHOCTH IOWCKA JOKYMEHTOB, jeja
pacrionararoTcs B COOTBETCTBUM C HOMCHKIATYypol nen. HomeHknmatypa Jen miM  BBIIHCKA
M3 Hee NOMEIIAeTCs Ha BHYTPEHHEH cTopoHe mKada.
Ha xopemkax 06s105Kek 1€ yKa3bIBAIOTCSl HHIEKCHI €T 110 HOMEHKIIATYpe.
7.2..2. Brinaya jien v Konui JOKyMEHTOB APYIHM I0JIb30BATEIAM MPOH3BOANTCS C paspeieHus
PYKOBOAMTENS y4pexaeHus. Jlena BBIIAIOTCS BO BPEMEHHOE IOJIB30BAHUE Ha CPOK He Golee
ofHoro Mecsna. Iloce UCTeYeHus yKasaHHOro CpoKa JEN0 AOMKHO GBITh BO3BPAIEHO HA MECTO
€ro XpaHeHHUs.
CropoHHMM MO/NB30BATENAM Jela BBIJAIOTCS HA OCHOBAHMH WX MHCHMEHHBIX 3aIpocoB
C paspelleHUs] PyKOBOAUTENS YUPEKIACHHS [0 aKTaM.
W3bsTe HOKyMeHTa M3 JeJ] IIOCTOSHHOTO XPAaHEHHs JOMyCKAETCH B HCKIIOUMTE/bHBIX cilyyasx
U NIPOM3BOAMTCSA € paspelleHuss PYKOBOAMTENA YUPEKACHHs, IIPU 3TOM B JieJe OCTaeTCs
3aBEPEHHAs KOMHS JOKYMEHTa U aKT O MPUYMHAX BBIJa4M IO TMHHUKA.

8. 3akI0uHTe/ILHBIE MOJIOKEHUS

8.1. Cpox neficTBust MHCTpyKLHUM - 10 3aMEHBI HOBBIM.
8.2.MAJZIOY Ne70 oGecrieunBaeT JOCTYIMHOCTb ¥ OTKPHITOCTh MHPOPMAIIUHU IyTeM pasMelLeHus
Hacroswel MHCTpyKunn Ha oduImMatsHOM caifTe JETCKOro caia B ceTu MHTepHeT edu.tatar.ru.
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B daHHoM dokymeHime
NPOHYMepOoBaHo,
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