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MyHW1UMNanbHoe aBTOHOMHOE [0LLKO/IbHOE 06pa3oBaTe/IbHOe yupexieHve
«[deTckuii cag Ne 380 KOMOMHMPOBAHHOIO BUaa»
HoBo-CaBnHOBCKOro paiioHa r. KasaHu

1. O6LLme NONOXKEHUS
1.1. HacToawas VHCTpyKumuy no BeaeHnto genonponssoactsa B MALOY «[etckuin cag Ne 380»
paspaboTaHa B LENAX pauMOHa/IbHOM OpraHv3aumMm  [OKYMEHTAUMOHHOro  obecreyveHums
pedatensHocT MALOY «[etckuii cag Ne 380», a TakxKe CTPOroro co6/t0f4eHNs AeACTBYHOLLMX
HOPMaTMBHBIX AOKYMEHTOB B Ccpepe LOKYMEHTaUUU 1 MHpopMauun (ganee - IHCTPYKUMS).
1.2. HcTpyKumna coctaeneHa B cooTteetctBum ¢ TOCT P 7.097 - 2016 ot 01.07.2018
HaunoHanbHbIli cTaHgapT Poccuiickoin depgepaummn. Cuctema CTaHAApPTOB MO MHGOpMauuu,
O61bMOTeUHOMY U n3aaTesibCKoMy feny. OpraHv3aloHHO-pacnopsaanTe/ibHas LOKYMeHTauus.
Tpe6oBaHMA K OopmaeHnI0 [OoKymeHTOB" (yTB. lNpukasom PocctaHgapta ot 08.12.2016 N
2004-cT);
1.3. KoHTponb BefeHus fgenonpoussogctea B MALOY «[etckuii cag Ne 380» ocyuiecTnsiet
3agegyrowmin MAOOY «[etckuid cag Ne 380», KOTOpbIA [aeT yKasaHMs M0 BOMpocam
opraHu3auum 1 BefeHUs Leflonpov3BOACTBa, 0053aTe/bHbIe /19 UCMOHEHUA BCEMM CNyXX6amu,
NpoBepsieT  COCTOSIHWME — AeNONpoM3BOACTBA U OCYLLECTBNSeT  06yudeHWe  paboTHUKOB,
OTBETCTBEHHbIX 33 ero BefleHue. :
1.4. OTBETCTBEHHOCTb 33 OpraHu3auuio [enornpov3BOACTBa, CBOEBPEMEHHOE M KayeCTBEeHHOe
NCNOSTHEHWE JOKYMEHTOB, MX COXPaHHOCTb BO3/araetcs Ha 3asegytowlyto MALOY «[eTcKuii
caf Ne 380».
1.5. HenocpeacTBeHHOe BeAeHMe Aenonpon3BoACcTBa B cnyxb6ax MALOY «[eTckuin cag Ne 380»
BO3/1araeTcd Ha COTPYAHWKOB, Ha3Ha4YeHHbIX OTBETCTBEHHbIMM 3a 3Ty paboTy, KOTOpble
o6ecrneynBalOT yyeT UM MPOXOXKAEHWE [LOKYMEHTOB B YCTAHOB/IEHHbIE CPOKW, WHHOPMUPYIOT
PYKOBOLCTBO O KayeCTBE WX WCMOSIHEHUSA, 3HAKOMAT COTPYAHWUKOB C HOPMATMBHBLIMA U
MeTOANYECKMMM SOKYMEHTaMM Mo Aen0npov3BOACTBY.
1.6. PaboTHMKKN, Ha3HayeHHble OTBETCTBEHHbIMW 3a BeAeHWe [AeNonpou3BOACTBa, HeCyT
OTBETCTBEHHOCTb 3a BbIMOMHEHWE TpeboBaHWIA HacToALWLEen WHCTPYKUMKM, 3a COXPaHHOCTb
HaxXoAAWMXCa Y  HUX CAYKeOHbIX AOKYMeHTOB. O6 yTpate [OKYMEHTOB HeMeA/leHHO
JokKnaabiBatoT 3aBegytowemy MALOY «[etckuin cag Ne 380».
1.7.Mpn yxoge paboTHMKA, OTBETCTBEHHOrO 3a BEAEHWE [eNoMnpouM3BOACTBA, B OTMYCK
MMEIOLLMECH Y HEro AOKYMEHTbI MO yKasaHuio 3asegytowero MALOY «[leTckuii cag No 380»
nepefatoTca ApyromMy paboTHMKY, KOTOpbIA 065i3aH MPUHATb Mepbl K MX CBOEBPEMEHHOMY
ncnonHeHuto.  pn  yBOMbHEHWW  WAM  MNepPemeLleHMn  OTBETCTBEHHOTO 33  BefeHve
[lenonpon3BoACTBa MPOM3BOAMTCA Mepefava Aen U LOKYMEHTOB, O YeM COCTaBMISETCA MPUEMO-
CLATOYHbIN aKT, KOTOPbIV YTBEPXKAAETCS 3aBefy LM,
1.8. IHCTpyKUMA pacnpocTpaHseTcs KaK Ha TpaguuMOHHOe [enonpov3BOACTBO, TakK M Ha
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OpraHu3aIuio padoTh ¢ JOKYMEHTAMH, CO3AaBacMbIMu cpeacTeamu DBT.

2. lokymeHTbI, HeoOxoaumble npu ynpasjaeHun MAOY «/lerckuii cag Ne 380».
2.1. [Ipu mOAroTOBKE, COTTIACOBAHWH, MOAIHUCAHWH W YTBEPKACHUH JOKYMEHTOB HEOOXOIUMO
coOmoIaTh TpeOOBaHMA, 00ECTICUNBAIOIIUE FOPUINIECKYIO CHITY JOKYMEHTOB H BO3MOKHOCTD MX
00pabOTKH C UCTIONB30BAHUEM CPEICTB 3JEKTPOHHO-BBIUUCIUTETBHON TEXHHUKH.
CoctaB [OKyMEHTOB, OOpa3ylOIIUXCA B TIPOLECCE JEATENBHOCTH, ONPEACIAETCI: €ro
KOMIIETEHIMEH W (PYHKOMAMH; KPYroM YIPAaBIEHYECKUX ACUCTBHH, TOPAIKOM Ppa3pericHUs
BOTIPOCOB (€OIWHOHAYANBHBIA WM KOJUIETHAIBHBIN); XapaKTEPOM B3aMMOJCUCTBUSA MEKIY
00pa30BaTENbHBIMH YUPEKICHUAMH M JPYTHMH OpraHu3amusMu. B cocTaB JOKyMEHTOB
MAJIOY Ne 380 BxomaT:
- OpPraHHM3AIMOHHBIE JOKYMEHTHI (YCTaB, JOTOBOPHI 00 oOpa3zoBaHuu, KOJIEKTUBHBIN AOTOBOP,
JIHA, nOMKHOCTHBIE MHCTPYKLMHM COTPYAHHUKOB, IITATHOE PACIUCAHHUE, MPABUJIAa BHYTPEHHETO
TPYAOBOTO PACTIOPSI/IKA, TPYAOBBIE JOTOBOPHI U 1. );
- pacTiopsAIUTENbHBIE JOKYMEHTHI (TIPHKA3bI, HHCTPYKLIWH, PACTIOPSKEHUA U T. 11.);
- TH()OPMATMOHHO-CTIPABOYHBIE JTOKYMEHTHI (IIPOTOKOJBI, TUIAHBI, OTYETHI, CIPABKH, AaKTHI,
JOOKIIA/THbIE W OOBICHUTENBHBIE 3AITUCKH, TIHChMA, TETIETPAMMBI U JIp. ).
2.3. JlokymMeHTBI, Kak TipaBuio, opopmirstores Ha 6mankax MAJIOVY Ne 380, cooTBETCTBYFOTIIHX
I'ocynapcteennomy ctanmapty PO (OCT P 6.30-2003), nomKHBI COACPM ATh YCTAHOBICHHBIN
KOMIUTEKT 00S3aTE€NbHBIX PEKBU3UTOB TIPH COOTBETCTBYIOIIEM HX PACIIOIOKEHUH.

3. Oco0eHHOCTH MOATOTOBKH M 0(pOpMJIeHHS OTAe/IbHbIX BUI0B 10KYMEHTOB

3.1. llpuxas

3.1.1.ITpuxka3 - mpaBoBo#i akT, nuznasaeMbii 3aseayromuiit MAJIOY Ne 380. OH BeTynaeT B cuily ©
MOMEHTA MOJIHACAHMS 3aBEAYIOINUMN, €CIIM B TEKCTE HE yKa3aHO Apyroro cpoka. [loamucanHbri
MPUKA3 PETUCTPUPYETCH.
[Ipukazamu 0QOPMIAIOTCS pPEHICHHS HOPMATUBHOTO XapaKTepa IO BOMPOCAM OPTaHH3ALMH
TUTAHUPOBAHUS, OTYETHOCTH, YUY€OHO-BOCTIUTATENFHOTO TPOIIECCa, JIEUeOHO-TIPOPUITAKTHIECKUX
MEPOTNPHATHH, (U3UYECKOTO  Pa3BUTHA, (OMHAHCOBO-XO3UCTBEHHOH  JIEATEIIbHOCTH,
BHEITHEOKOHOMHMYECKOMW JIEATENIPHOCTH, a TaKKe M0 ONEPATUBHBIM, OPTaHHU3ALMOHHBIM,
KaJpOBBIM U APYTHUM BOTIpOcaM BHyTpeHHEH padoTel MAJIOY Ne 380.
[IpoekThl MPUKA30B MOATOTABIMBAIOT PAOOTHUKH, HA3HAYCHHBIE OTBETCTBEHHBIMH 32 BEICHHE
JETOTIPOU3BOJICTBA HA OCHOBAHHM TOPYYEHHUS 3aBEIYIOIIETO JTHOO B MHUIMATHBHOM TTOPSJIKE.
3.1.2. JlaTou npukasa ABIAETCA JATa €r0 MOIITACAHUS.
3.1.3. Ilpuka3zel 1O OCHOBHOW (QAMHHHCTPATUBHOM W  (PUHAHCOBO-XO3IHCTBEHHOH)
JESATENBHOCTH, IO JMYHOMY COCTaBy, O 3aYUCICHHMM W OTYUCIECHMH BOCHUTAHHUKOB,
(hOpMHUPYIOTCS M HyMEPYIOTCA OTAEIBHO B MPEAEIaX KaJeHIapHOTO TO/1a.
3.1.4. Konuu npHKa3oB WIM UX Pa3MHOKEHHBIE SK3EMIULAPHI 3aBepsAroT neyateto MAJIOY Ne
380 u HampaBIAIOT MO aAPECcaM B COOTBETCTBHH C YKA3aTEJIEM PACCHUIKH, KOTOPBIA COCTABIET U
MOJAMUCHIBAET UCTIOTHUTED.
3.1.5. Ilpuka3 uMeeT creayroImue PEKBU3HTHL:
- HAUMEHOBAaHHE YUPEXKACHHUA,
- HAUMEHOBAHHUE BUJA JOKYMEHTA;
- 1aTy U HOMEP JOKYMEHTA,
- 3ar0JIOBOK K IOKYMEHTY;
- TEKCT TOKYMEHTA,
- MOATIHCH;
- BU3bI;
- OTMETKY O IIPHUJIOKEHHH.
3.1.6.HaumenoBanne MAJIOY Ne 380 ykaspBaercs B monHOH (opme - MyHHIIMTAIBHOE
aBTOHOMHOE JOIIKOJIbHOE  oOpasoBaTenmpbHOE  yupexknenue  «Jletckmit  cam  Ne 380
KOMOMHUPOBaHHOTO BUaa» HoBo-CaBuHOBCKOTO paiiona r.Kazanu. [leyararoT meHTpHpOBaHHBIM



crocoOOM (Havanmo W KOHEN KaXAOH CTPOKH PEKBHU3WUTA PABHO YJANEHBI OT TPAHMI[ 30HBI
PAcCTIONOKEHUS PEKBU3UTOB).

3.1.7. HaumeHnoBaHue BuAa ToKyMeHTa - "[Ipukas" (mocne HoMepa MpUKa3a UCIOb30BATh JTUTED
«JIC»):

- ipu 0(OPMIIEHHH TIPUKA30B IO JIMYHOMY COCTaBy B paboTe MCHONB3YIOT YHH(DHIIMPOBAHHBIC
dopwmel, yrBepxkacHHbIe [loctaHoBnenmem ['ockomctatom Poccmm ot 05.01.2004 Ne 1 «O6
YTBEPKACHUA (OPM TIEPBHYHOM YUYETHOW JOKYMEHTAIWH IO YYETy TPyAa W €ro OIUIATHD)
COITIACHO MEPEUHIO:

Home |Hammenosanue Gpopmsr ®op
p Mar
dbopm

BI

T-1 [Tpukas (pacmopsokeHue) 0 mpreMe padOTHHKA HA padoTy A4
T-1la |[IIpuka3 (pacopsokeHue) o mpueMe padOTHUKOB Ha PadoOTy A4
T-2 Jluunas kapToyka paOOTHHKA 2A4
T-3 IlITaTHOE pacnHcanue A4
T-5 [Tpukas (paciopsikeHHe) O TepeBoJe PAOOTHHKA HA APYTYIO padboTy A4
T-5a |llpuka3 (pacriopsokeHHE) O TIEPEBOJEe PAOOTHHKOB Ha APYTYIO padboTy A4
T-6 [Tpukas (pacmmopsbkeHHe) O TPEJOCTABIIEHHH OTITYyCKa PaOOTHUKY A4
T-6a |IIpuka3 (pacmopsokeHHE) O TPEAOCTABIEHWH OTITyCKA PAOOTHHUKAM A4
T-7 ['paduk oTIIyCKOB A4

T-8 [Ipukas (pacmiopsokeHHE) O TPEKPALNICHWH JEUCTBHUS TPYIOBOTO qoroBopa | A4
(kOHTpaKTa) C pAOOTHHUKOM

T-8a |IIpmka3 (pacmiopsokeHHE) O TPEKPAIEHUH JIEUCTBHUS TPYIOBOTO JoToBOpa |A4
(KOHTpaKTa) C pAOOTHHKAMH

T-9 [Ipukas (pacnopsokeHHE) O HamNpaBiICHHH PAOOTHUKA B KOMAaHIHPOBKY A4

T-9a |Ilpuka3 (pacopsokeHHE) O HANPABICHHH PAOOTHUKOB B KOMaHIHUPOBKY A4

T-10a |CnyxeOHOe 3amaHue 1A HATIPABICHUS B KOMAHAHUPOBKY U OTUET O €TO A4
BBITIOJTHEHUN

T-11 |[IIpuka3 (paciopsskeHHE) O TOOIPEHUH PAOOTHUKA A4

T-11a |[Ipuka3 (pacopsokeHHe) 0 MOOUIPEHUH PAOOTHHUKOB A4

- T0 OCHOBHOW (4AMHHHCTPATUBHOM W (PHHAHCOBO-XO3AWCTBEHHOM) MEATEIIFHOCTH M TIO
BOCTIMTAHHUKAM (JIETSAM) HCIIONIb30BaTh JIUTEP «O» M «J]» COOTBETCTBEHHO.

3.1.8. 3aro0BOK JOMKEH KPAaTKO U TOYHO OTPaXKaTh COJACPKAHHUE TEKCTA MpHUKas3a. 3arojioBOK,
KaK TpaBwio, (GopMymHpyeTcs B TPEITOKHOM Tajaexke, Hampumep: "O BbIUIaTe paOOTHHUKAM
YUPEKICHHUS..." .

3arooBOK TedaTaroT mpudrom, O6e3 a0d3aIHOTO OTCTYIA, pacroyiaras HAa CTPAHHIIE B JIEBOM
BEPXHEM YTIy. 3ar0JI0BOK, COCTOSIIMN U3 IBYX U 00OJIee CTPOK, PACIIONIATAIOT HA CTPAHULIE Yepe3
OJIMH MEKCTPOYHBIM HHTEPBAN. TOYKY B KOHIIE 3ar0JIOBKA HE CTABAT.

3.1.9. TekcT oTaenseTcsa OT 3arojioBKa IBYMs-TPEMS MEKCTPOYHBIMHA MHTEPBAIAMH, [E€YATACTCA
14,12 xermeM 4epe3 OOWMHAPHBIM WHTEPBAN TEKCTOBOTO IONA W BBIPABHUBACTCA MO JIEBOU H
MPaBOM TPaHUIIAM TeKcToBOTO Moy, [lepBas cTpoka ad3ara HaYMHAECTCS HA pacCTOTHUM 1,25 cm
OT JIEBOU I'PAHULIBI TEKCTOBOTO ITOJIA.

TekcT mpHWKasza MOXKET COCTOATh W3 JABYX YacTed: KOHCTAaTUpyromeH (mpeamOynbl) u
pacnopAAUTETBHOM.

B xoHcTaTHpyromied 4dYacTH KpaTKO W3JAraloTcs I[end W 3ama4yd, (akTel U COOBITHA,
MOC/IYKUBIIME OCHOBAaHMEM [UIs H3JaHuUA mpukaza. OHAa MOXKET HauyMHATBhCs clioBamu "B
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JPYroro JTOKyMEHTa, TO B KOHCTATUPYIOLIEH YaCTH YKa3bIBAIOT HAUMEHOBAHHUE STOT0 JOKYMEHTa
B TBOPHUTEIILHOM IAJEXKE, €T0 JaTy, HOMEP U 3ar0JI0BOK.

B oTmenpHBIX caydasx KOHCTATHPYIOMIEH YaCTH MOXKET TPEAIIECTBOBATh MTPeaMOya U3 OJHOTO -
OBYX TIPEJIOKCHHH, B KpaTkod (opme oTpaxaromias cyTh TpHKa3a, HO TPH STOM HE
DyOonupyronias ero 3arojioBok. OObYHO MpeaMOyITy HCIONB3YIOT I TOTO, YTOOBI YIIPOCTHTH U
COKpaTUTh (POPMYIHPOBKY 3ar0JI0BKa.

PacnopsaurenpHas 4acTb OTAECNACTCA OT KOHCTATUPYIOINEM  CIOBOM  «IIPHKA3BIBAKO.
PacnopsaurenpHasd 4acTp JOJDKHA COAEPKATH MEPEUUCIICHUE IPEANMUCHIBAEMBIX JEHCTBHM C
YKa3aHHEM HCIOJHUTENA KaKIO0TO ACHUCTBHA M CPOKOB MCHONHEHUA. PacmopsaurenbHas 4acTh
MOJKET OBITh pa3/ielicHa Ha IMYHKTHI M MOAITYHKTHI, KOTOPBIE HYMEPYIOT apaOCKUMHU ITU(pamMu.
Kaxnpli myHKT pacnopsAaWTENbHONM YAaCTH HAYMHACTCA C YKa3aHUS KOHKPETHOTO JCUCTBHA,
BBIPAKEHHOTO TJIArOJIOM B HeompeaeneHHOU (opme. J[eWcTBHA OTHOPOAHOTO XapaKTepa MOTYT
OBITh TIEPEYHCIICHBI B OJHOM IYHKTE. B KauecTBe HCTOTHHUTENECH YKa3BIBAIOTCSA CIYKOBI HITH
KOHKPETHBIE JOJDKHOCTHBIE JHUA. lloclnemHMM NyHKT pacnopsAIUTENIbHOM YacTH MOMKET
COAepKaTh CBEIEHHUS O CIY)KO€ WM JODKHOCTHOM JIMIE, Ha KOTOPOE BO3JIOKEH KOHTPOIh
HCTIOTHEHUS MTPUKA3a.

Ecnm nmpukas H3MEHAET, OTMEHSET U JOMOJIHAET PAHEE U3AAHHBIM JOKYMEHT HJIH KaKOE-TO €r0
MOJIOKEHHE, TO OJHH U3 NIYHKTOB PACTIOPAIMTEIIBHOM YAaCTH TEKCTA JOJDKEH COJEPKATh CCBUIKY
Ha OTMEHIEMBIH TOKYMEHT (MYHKT JOKYMEHTa) C YKa3aHHWEM €T0 JaThl, HOMEPAa W 3arojlOBKa.
TekcT myHKTa HEOOXOAUMO HAYMHATH ciioBamMu "[IpU3HATE yTpaTUBIAM CHUITY...".

B mpukas He cnenyeT BKIOYAaTh MyHKT "[IpuKa3 moBecTu 10 cBeAeHMs...". Jl0JDKHOCTHBIE TULA
MAJIOY No 380, m0 cBemeHHA KOTOPBIX MOBOAAT TMPHKA3, MEPEUUCTISAIOTCS B YyKaszaTelne
PACCBUIKH, KOTOPBIM HMCIOJHHUTENb TOTOBUT BMECTE € NPOEKTOM MpHKa3a. B mpukase mon
MOAMKUCHI0  JTOJDKHOCTHOTO JIMIa yKaseiBaercs Tpud «C mpukaszoM O3HAKOMICH(BI)». C
MOCJEAYOIMEHN MOAMUCHIO BCEX JIUL, YKa3aHHBIX B ITPUKA3E.

3.1.10. Tloamuce BKIMOYAET B CeOS HAMMEHOBAHHE NOJDKHOCTH, WHUIIHANBI W (DaMUITHIO JTHTIA,
00JTaJaroIIETO MMPABOM H3JaHUS MPUKA30B, 4 TAKXKE CUTHATYPY (JTMYHYFO TTOJAIHCH ) TIOCIIETHETO.
[Ipuka3sl TOANMUCHIBAET 3aBEAYIONIMHA, a B €€ OTCYTCTBHE - HCIOJHSIOMMH OO0A3aHHOCTH
3aBEYIOIIETO.

3.1.11. Busel BKIIOYAOT B C€0S TOTHOEC HAWMEHOBAHHE MOJDKHOCTEH BH3HPYIONIUX, JTUYHBIC
TOJITHUCH, PACITU(POBKY TOANHMCEN U ATY.

3.1.12.0¢opmieHHE TOANKCH, BU3BI U OTMETKH O TPHIIO’KEHUH TIPOU3BOIUTCS B COOTBETCTBUU C
nmyHKTaMu MHCTpyKIMu.

3.1.13. Brmucka-konus ONMPEAEICHHOW YaCcTH MOJJIMHHOTO JOKYMEHTAa. B BBIMHMCKE U3 mMpuKasza
COACPKATCA BCE PEKBU3HUTHI IPUKA3a 10 PACHOPAAUTENIPHOM YacTH. U3 pacnopaIuTeIbHOM YaCcTH
OepyT TOJBKO Ty HH(POPMAIHIO, KOTOPas HEOOX0AHMa B KXKJAOM KOHKPETHOM ciydae. Brimucky
3aBEPSIOT MPOCTABIICHUEM OTMETKH «KOIWA BEPHA» W MOAIMUCHIO 3aBEPAIOIETO.

3.2. llono:xenue. llpaBuna. UncTpykuus.

3.2.1. Ilonoocenue -qOKyMEHT, YCTAHABITUBAIOINI CUCTEMHO CBA3aHHBIE MEXKIY COOOU MPaBHUIIa
MO0 BOMPOCAM, OTHECEHHBIM K KOMIETEHIIMH HECKOIBKUX JODKHOCTHBIX JIMI[ WM CIYXKO
MAJZTIOY Ne 380.

3.2.2. Ilpasuna - NOKYMEHT, 3aKPEIUIIONMA HOPMBI W TPeOOBaHWA, O00A3aTEIbHBIC IS
BBITIOJTHEHUS JIOJDKHOCTHRIMHE JHIIAMH U cirysk0amu MAJIOY Ne 380 B mporiecce moBceTHEBHON
JEATEITBHOCTH.

3.2.3. Hucmpykyusi - DTOKYMEHT, TIPEANACHIBAIOMIMN TOPSAAOK OCYINECTBIIEHUS KaKOH- JHOO
JEATETBHOCTH WIH NOPAAOK NMPUMEHEHUS OTAEIBHBIX ITOJIOKEHHH HOPMATUBHO-IIPABOBBIX aKTOB
B ycnosuax ¢yHkumonuposanus MAJIOY Ne 380.

3.2.4. llonokeHusa, NMpaBHa W HHCTPYKLUH NPHMEHIIOTCA B KA4eCTBE CAMOCTOSTEIBHBIX
OPraHU3ALMOHHO-PACTIOPSAAUTENBHBIX  JOKYMEHTOB. DBBeneHMe B JAEUCTBHE  YKA3aHHBIX
OPraHU3alMOHHO-PACTIOPSIAUTENBHBIX JOKYMEHTOB OCYHIECTBIIETCA € YTBEPKACHHEM HX
zaBeayromed MAJIOY No 380.



3.2.5. Tlopsaok MOATOTOBKH MPOEKTA TOJIOKEHUS, MPABUI U HHCTPYKIIUH aHAIOTHYEH 00IeMy
MOPSAAKY MOATOTOBKH MPOEKTOB HOPMATHBHBIX aKTOB.

3.2.6. Pemenue 0 mopsAake NPHHATHA IMOJOXKECHHUM, NMPABWII, HHCTPYKIMM HAXOOUTCSA B BEICHUH
MAJIOY.

3.2.7. YrBepxaenue opopmisercs B popme rpuda yTBEPKACHHAA WM MyTEM W3TAHUA MPHUKA3a
00 MX YTBEPKICHHH.

3.2.8. [aroii momokeHUs (TMpaBWI, WHCTPYKLHWH) SABIETCS JaTa €ro YTBEPXKACHHUSA, €CIH B
COJIEP’)KaHMH JJOKYMEHTA 3TO HE OTOBAPUBAETCA B OTAEIBHOM ITyHKTE.

3.2.9.Ilomoxkenue (mpaBuiaa, WHCTPYKIMSA) TIEYaTaeTCA HA ONaHKE YCTAHOBICHHOW (DOPMBI
mpudTom Times New Roman Cyr 14-m,12-m xernem.

3.2.10. IlonoxeHHe HMEET CIIEIYIOIIHE PEKBUSHTHL:

- HAUMEHOBAHHE YUPEXKIACHHUS,

- HAUMEHOBAHUE BUJA JTOKYMEHTA;

- 1aTy YTBEPKJEHUA U COTacOBaHUA JOKYMEHTA,

- 3ar0JI0BOK K IOKYMEHTY;

- TEKCT TOKYMEHTA,

- OTMETKY O IMIPHJIOKEHHH.

3.2.11. IIpaBuna, HHCTPYKLMS UMEET CAECAYIOINHE PEKBU3UTHL:

- HAUMEHOBAHUE BUJA JOKYMEHTA;

- 1aTy JOKYMEHTA YTBEPKJIECHUA U COTTaCOBaHMA TOKYMEHTA,

- HOMEP JOKYMEHTA,

- 3ar0JI0BOK K IOKYMEHTY;

- TEKCT JOKyMEHTA,

- MOAIMUCH O3HAKOMIIEHHS C JOKYMEHTOM;

- OTMETKY O IIPHUJIOKEHHH.

3.2.12. HammenoBanme MAJIOY No 380 ykaspmBaeTrcs B mojaHOW ¢opMe 10 YCTaBy
(MyHUIIUTIATFHOE aBTOHOMHOE JIONIKOJIBHOE 00pa3zoBaTebHOE yupexkacHue «Jlerckmii cam No
380 komOumHMpoBanHoro Buma» HoBo-CaBuHOBCcKOTO pationa r.Kasanm, mneuataercs
neHTpupoBano). B Texcre nomyckaercs cokpamniernoe «MAJIOY Ne 380» (Ge3 kaBbIUEK) B IIEITAX
PALMOHAIBHOTO WCITOJIb30BAaHUSA OYyMa)KHOTO pecypca.

3.2.13. HammenoBanue BHIa AJOKyMeHTA - "[lonoxkenue" - monomasercs mpeaiiorom «O», «O0».
3.2.14. Jlata mokymeHTa odopmiseTcs CIIOBECHO-IMPPOBHIM (YKCHO TUdpPaMHu, MECSI]
MPOMUCHIO (B POAUTETHFHOM TAJIEKe), ToA U(paMu ¢ TOTIONHEHHEM 'T.", Hampumep, 25aBrycra
2013 r.) mmu adpossM (25.08.2013) cmocobom.

3.2.15. 3aronoBOK K TEKCTYy MOJNOKEHUA (POPMYIHPYETCS B MPEAJIOKHOM Tajeke (OTBEYaeT Ha
Bompoc "o wem?"); 3aroNoBOK K TEKCTy TPaBHI (OPMYITHPYETCS B POJUTEIBHOM TMAJIEKE
(otBewaer Ha Bompoc "udero?"); 3arolOBOK K TEKCTY HWHCTPYKUHMH (QopMymHupyercs B
POIUTENHHOM TIAACIKe (OTBEYAET HA BOTPoC "koro?").

3.2.16. TekcT AOKYMEHTa HU3JIaraeTcs OT TPETHErO JULA €AUHCTBEHHOTO WJIM MHOXKECTBEHHOIO
yucna. B TekcTe ucnomp3ytor cnosa "momken", "cnenyet”, "HeoOxoaumo", "3ampemaercs”, "He
nomyckaeTcs'”.

3.2.17. Tekct AOKyMeHTa OOBIYHO OTKPBHIBAETCS HEOONBIMONH mpeaMOyslo WIH Ppa3aeiioM
"O0mue MOOKEHUA", B KOTOPBIX YKA3aHbI OCHOBAHUS UIA Pa3paOOTKH TOKYMEHTA, €r0 IIETb,
00acTh MMPUMEHEHHS, OTBETCTBEHHOCTh 32 HAPYIICHHWE YCTAHOBIICHHBIX MPABUII H TEXHOIOTHHA H
T. I

3.2.18. Tekct AOKyMEHTA TIOJIOKEHUS (TIPABHII, HHCTPYKIIMH) MOXKET OBITh Pa3/IEiCH HA TTIaBHI,
MyHKTBI W TOMIMYHKTHL. [ 7IaBBI MOJDKHBI MMETh Ha3BaHUA. X HyMeEpylOT PHUMCKHUMH WA
apabckumu mmppamu. HyMmeparmro myHKTOB B TIOIITYHKTOB JOKYMEHTA MPOU3BOIAT apaOCKUMH

U paMu.



3.2.19. Ecimu JOKYMEHT M3MEHAET, OTMEHIET WM JOMOJHACT PaHEE W3JAHHBIN TOKYMEHT WU
€r0 OTIENbHBIE TIOJNIOKEHUSA, TO OO0 O3TOM JENAETCs COOTBETCTBYIONIEE MPHMEYAHHE B
3aKIIOYUTETBHOM MyHKTE.

3.3. IlpoTokon
3.3.1. TIpoTokoa - HOKYMEHT, (PHKCHUPYIOIMUNA COJCP:KAHUE COBEIMATEIHHBIX MEPOTPHATHH WU
MPUAAIOIINN IOPUANYECKYIO CUITY PUHATHIM Ha HUX PELIEHUAM.
3.3.2. IIpoTokonm cocTaBisieTcs HAa OCHOBAHWH PAa0OYMX 3amMCed, MPOU3BEIEHHBIX BO BpPEMS
COBEIIAHWH, & TAKKE PA3IIMYHBIX TUCHMEHHBIX MATEPHAIIOB (TE3UCHI JOKIAJ0B M BBICTYTUICHHUH,
CTPaBKH, IPOEKTHI PEIIEHUH U Ap.).
3.3.3. Benenue 3ammcu BO BpeMsl 3aceAaHus, COOP MAaTEPHAIIOB M MOATOTOBKA TEKCTA BO3JIATACTCS
Ha CEKpeTaps KOJUIETHATBHOTO OPTaHa MIIH COTPYAHHUKOB, TOTOBHBIIUX BONPOCH! K OOCYKACHHIO.
3.3.3. TekcT MPOTOKOJNIA TODKEH OBITH TOATOTOBIIEH HE TIO3/THEE YEM YEPE3 TPH JHSA C MOMEHTA
MPOBEJICHUS COBEIIAHMS.
3.3.4. IlognMHHHAKM AOKYMEHTOB IO BOIPOCAM, PACCMOTPEHHBIM Ha 3aCEIaHWM, HANPABIIAIOTCS
JUTA TIOAIIMBKY B IEJI0O BMECTE C BBIITUCKOM U3 IMTPOTOKOJIA O MPUHATHIX PEIICHUAX.
3.3.5. IIpoTOoKON HMEET CIENYIOMHE PEKBU3UTHI:
- HAUMEHOBAHUE BUJA JTOKYMEHTA;
- 1aTy JOKYMEHTA,
- HOMEP JOKYMEHTA,
- 3ar0JI0BOK K IOKYMEHTY;
- TEKCT JOKYMEHTA,
- MOATINCH;
- BU3bI;
- OTMETKY O IIPHUJIOKEHHH.
3.3.6. Ilporoxon mevararoT popmara A 4 mpudrom Times New Roman 14-m,12-m kerieMm wiau
MULIYT BPYYHYIO.
OdopmiteHre peKBU3UTOB MTPOTOKOIA MPOUZBOAUTCS C COOITIOICHUEM HIKECTIEIYFOIINX TIPABHIT:
3.3.7. HaumenoBanue aokymeHta - "lIpoTrokon" - medataercs OT TIPaHULBI BEPXHETO MO
OnaHKa TIeYaTHBIMU OYKBaMH, TIOTYKUPHBIM TIPHA(TOM.
3.3.8. 3aronoBok K TEKCTy MNPOTOKOJA COACPKUT HAa3BaHHE IMPOTOKOJIBHOTO MEPOIPUITHUS
(coBemanume, 3acenanue, COOPaHHUE) U HANMEHOBAHUE KOJJIETHAIBHOTO OpraHa, padoTa KOTOPOTO
MPOTOKOJIHMPYETCA. 3arojOBOK B MPOTOKOJE OTAENAETCA OT MPEABIAYLIErO PEKBHU3UTA ABYMS
MEKCTPOYHBIMU HHTEPBAIAMHU M PACTIONAracTcs HEHTPOBAHO OTHOCUTEIFHO PEKBU3UTOB OJIaHKA.
3.3.9. Jlara mporokona odopmiseTcs B cOoTBeTcTBHH C 1. 3.1.11.
3.3.10. TexkcT MpOTOKONIA MEYATAETCA YEPE3 OJUH MEKCTPOUHBIA HHTEPBAIL
3.3.11. Kaxnmprii pazmen mpoToKoja HyMepyeTcs apadckou mudpoit.
3.3.12. TekcT NpoTOKOIA, KAK TPABHIIO, COCTOUT M3 ABYX YaCTEH - BBOOAHOM U OCHOBHOM.
3.3.13. BBoaHagd 4YacTh TEKCTAa COACPKUT CBEACHHS O TPEACENarTesie, CEKpeTape,
MPUCYTCTBYIOLIUX, OTCYTCTBYIOIIUX, MPUTTALIEHHBIX H O MOBECTKE JIHA.
JIns nuu, TOTOHUTENBHO MPUTJIAIIEHHBIX HA COBEHIAHWE M3 uucia coTpyaHukoB MAJIOY Ne
380, momumo ¢daMHUIMM W HWHHUIMAIOB, YKAa3bIBAIOT 3aHUMAEMYI0 JOJDKHOCTh, a MAJIA
CHELHUAIUCTOB U3 APYTHUX OPraHU3alui - TOJKHOCTh U HA3BAHUE OPraHU3aLUH.
CnoBa «lloBecTka AHS» pacmojlararoTcsl LIEHTPUPOBAHO, MOCIE HUX CTAaBUTCA [JBOETOYHE.
Bonpocer noBecTkn nHA HyMepyroTca. Kax bt HOBBIM BONPOC mevyaraerca OT 1-ro monoskeHus
tabymaropa. IlocmenoBaTeIbHOCTh PACTIONOKEHHUS BOIMPOCOB OMPEICIETCS CTEMEHBIO WX
BaXHOCTH. DOPMyTHPOBKAa BOMIPOCOB MOBECTKH AHS HAYMHAETCA ¢ Tipeamoros "o", "00". Jlokman
(otyeT, cooOmenue, wWHPOPMAIHA), HAUMEHOBAHHUE MOLDKHOCTH, WHUIUAIBI H  (paMuimmio
JOKJaAYUKa MUINYT B POAUTEILHOM Majexe. He BKIOUaTh B MOBECTKY AHSA MYyHKT "PasHoe".
Kaxxapiit BOITpoC J0/KEeH ObITh KOHKPETH3UPOBAH.
3.3.14. OcHOBHasA YacTh TEKCTA COCTOUT U3 Pa3JeNoB, COOTBETCTBYIOIIMX MyHKTAM MOBECTKH JHA
MPOTOKOJIBHOTO MEPONPUATHUA. TEKCT KaKAOTO pa3iena U3araroT B MOCIEA0BATETbHOCTH:



"Coymamu - Beictymumu - IlocranoBumu (Pemwmm)". DT cnoBa mevaTarOT MPOMUCHBIMHA
OyKBamHu.

3.3.15. Ilepen cmosom "Caymanu" cTaBUTCA HOMEpP BOINpPOCAa MOBECTKU IHS, IMOCIE HETO -
asoeroune. DamMunma AOKIATIMKA TIEUATACTCA B UMECHHTEIBHOM TANEXKe OT 1-r0 TMONOKEHHS
nevararoniero ycrpoucTsa. [locne ¢pamMumum cTaBaTCs WHULMATIBL, 3aTEM TBOETOUYHE, KABBIUKA H
MUIIETCS COAEP:KaHWe AOKIana B (opme TpAMON peuw, KaBblYkd. OCHOBHOE COJEpIKAHHE
JOKNAaJ0B W BBICTYIJIEHUH U3JIaraeTcs B TEKCTE MPOTOKONAa Te3UucHO. [lomHble TEKCThI
BBICTYIUTEHHH (JOKIIAJ0B), 3aBEPEHHBIE TOINMUCHIO COOTBETCTBYIOMIMX JIHI], TPHJIATarTCA K
MpoTOKONYy. B mocnenHeM ciayyae B MPOTOKONE JeNaeTcsi cHocka: "TeKCT BBICTYIIEHUS
mpuaraeTcs” (B mMpOTOKOIIE 0€3 KaBBIYEK).

OOCcyXIeHHI0 TOKIaJa MOTYT TPEAIIECTBOBATH BOMPOCH K JOKIATUHKY, KOTOPBIE BMECTE C
OTBETAMHU BKIIIOYAOT B pasaen "Cnymanu". [lepen 3amuchio KakAOro BOMPOCA YKA3bIBAKOTCA
WHUIMAIBL, (paMUIIiS M JOJDKHOCTH €r0 aBTOpa W craBHTCA ABoeroune. Coaep:kaHWe BOMPOCa
3anmuchiBaeTcsa B popme mpsimolt peun. [lepen ¢popmymuposkoit oTBeta mumiercs cioso "OTeetr"
(B IpOTOKOJIE O€3 KaBBIYEK), CTABUTCS TBOCTOUYHME M 3aMUCHIBACTCA OTBET B (OpME MIPAMOU peun
B KaBbIYKaX.

Xona oOcyxJeHUsT MOoKaaa oTpaxkaercs B pasaene "Bwicrymumm". [locme cmosa "BeicTymHIH"
cTaBUTCA ABOeTOUYME. DaMUIHMIO BBICTYNAIOMIETO THINYT B MMEHHUTEIBHOM TaAexke OT 1-ro
MOJIOKEHHs TEYATAIOLIET0 YCTPOMCTBA, 3aT€M YKa3blBAIOTCA MHHMLMAIBI W JOLKHOCTH
BBICTYTAFOIIETO, CTABUTCS THPE M CO CTPOUYHOM OYKBBI NIEYATAETCS COAEPKAHUE BBHICTYIIICHHUA B
¢dhopMe KOCBEHHOU PEUH.

[Tpunsateie pemenust comepxkarcs B pazaene "l[loctanosumm (Pemmmm)". Ecmm  pemenuit
HECKOJIbKO, OHH HyMepyloTcsa apadckumu 1mmdpamu ¢ Toukoi. Kaxmoe pemeHue
COTIPOBOKIAETCA YKAa3aHHUEM JOJDKHOCTH, (PaMUIMM W HWHHUIMATIOB OTBETCTBEHHOTO 3a €T0
BBITIOJTHEHHE U CPOKA UCTIOTHEHHA.

3.3.16. IlocraHoBneHue (pemeHHE) MMPOTOKOIHHOTO MEPONPHUATHS H3JIATAETCA B TEKCTE
MPOTOKOJAa TOMHOCTHI0. Coaep:kaHWe 0COOOTO0 MHEHMS, BBICKA3aHHOTO TIPH BBIPAOOTKE TIO
CTaHOBIIEHUS (perieHus ), (PUKCHPYETCI B TEKCTE IOCIIE COOTBETCTBYIOMIETO ITOCTAHOBIICHHS
(pemenwst). 31€Ch e TPUBOIAT PE3YIIBTATHI TOJIOCOBAHUS TIPH HEOOXOTUMOCTH.

B moctaHOBIAOIMEN YaCTH TEKCTAa MPOTOKOIA MOKET COAEPIKATHCSA MyHKT O MPUHATHH KaKOTO-
00 AoKyMeHTa. B 3TOM ciaydae MpHHATHIM JOKYMEHT MPHUIATAETCA K MPOTOKOIY, B KOTOPOM
MIPUBOAMTCS CCHUTKA Ha €r0 HOMEP H JaTy.

3.3.17.CymiecTByIOT TONHASA, COKpameHHas W Kpartkas (opMbl MpoTokojoB. CoOKpameHHas W
KpaTkas (OpMBI TPOTOKOJIOB TPUMEHSETCS, KOTrJa He TpeOyercs MOAPOOHOHM 3ammcu Xo/aa
00CYXAEHHSA BOTIPOCOB.

3.3.18. B coxpameHHBIX NMPOTOKOJIAX IMOCJE CIUCKA MPUCYTCTBYIOIIUX WM IPUIIIAINIEHHBIX
yKa3bIBacTCA Ha3BaHUE AoKiaaa. [locnenHsas cTpoka Ha3BaHMs JOKiIaaa nmoaudepkusaercs. Ilon
YepTOH B CKOOKAaX mMevaTaroTcs (paMHIIMH BBICTYNAIOMIMX B MOPAIKE MX BBHICTYIUICHUA. HasBanue
KaKI0T0 TOKJIa/1a 3aKAHYMBAETCS IPOTOKOJIBHBIM PELIEHUEM WIIK TOCTAHOBJIEHUEM.

3.3.19. B mporokone Kpatkod (POpMBI YKa3bIBAIOTCA TOJBKO PACCMOTPEHHBIE BOTPOCH H
MPUHATHIC PETIEHUS.

3.3.20. IIpoTOKOJI MOAMUCHIBAETCA MPEACEHATENEM U ceKpeTapeM. [aToh mpoTOoKona SIBIACTCS
JaTa MPOTOKOIBHOTO MEPOIPHUATHS.

3.3.21. IlpoTokomaM MpUCBaMBAIOTCA TMOPSIAKOBBIE HOMEPA B MPEIEIax yYeOHOTO T0Aa OTIEIBHO
MO0 KAKIOW TPyNIe MPOTOKONOB. TPOTOKONBI O0MUX CcOOpaHWH PaOOTHHUKOB, 3aceJaHUN
MEAArOTHIECKOTO COBETA, POJUTEIIbCKUX COOpAHUH | Ap.

3.3.22. Homepa pemieHul, IPUHATBIX HA 3aCE€JaHMAX, COCTOSAT M3 HOMEpPA MPOTOKOIA, HOMEpPA
paccMaTpHBaEMOro BOIMpPOCAa B MOBECTKE JHA M MOPSAKOBOTO HOMEpa PELIEHUS B MpeAeiiax
BOIIpOCA.

K HOMepaMm TIPOTOKONOB M PEIEHUH MOKHO MPHOABIATH JTUTEP COTIIACHO TIOMCKOBOW CHCTEME,
npuHsaTod B MAJZIOY Ne 380.



Konun mpoTokonoB mpu HEOOXOTUMOCTH PACCHUIAIOT 3aWHTEPECOBAHHBIM OPTAHH3ALMAM H
JOJKHOCTHBIM JIMIIAM B COOTBETCTBUU C YKA3aTEJIEM PACCBUIKHA. YKa3aTellb COCTAaBISAET M
MOJITUCHIBAET OTBETCTBEHHBIH MCIIONHUTEND CIYKOBI, TOTOBHBIIHKA PACCMOTPEHHE BOIPOCA.
Konuu npoTtokonios 3aBepsAr0T neyateto MAJIOV Ne 380.
3.3.23. PemieHHs MPOTOKOJIBHBIX MEPOIPHUATHH AOBOJAT J0 HCIOJHUTEIEH B BUJE BBIITUCOK M3
MPOTOKOJIOB. BRIUCKA U3 MPOTOKONA COACPKUT CIEAYIOIIHNE PEKBU3UTHI:
- HAUMEHOBAHHE YUPEXKACHHUA,
- HAMMEHOBaHWE BUAa JoKyMeHTa (" Brimucka u3 mpoTokona");
- 1aTy JOKYMEHTA,
- HOMEP JOKYMEHTA,
- 3ar0JI0BOK K IOKYMEHTY;
-BBOJIHYI0 4YacTb Tekcta mporokona: "llpencemarens”, "Cekpertapn', "IlpucyrcrBoBamu',
"IIpurnamennsie”, "[loBecTka qHA";
- OCHOBHYIO 4acTh TekcTa npotokona: "Cuymamu", "[loctanosunu”, "I'onocoamu”;
- moamuchk (0e3 IMYHBIX TOAMKCEH, TaK KAK BBINHCKH, KaK TPABHIIO, 3aBEPAIOTCA TOJBKO
TTOJIITUCHIO CEKPETaps);
- OTMETKY O 3aBEPEHHUHU KOIIHH.
Beinucka u3 npotokoa 3asepsercs nedarsto MAJIOV Ne 380.

3.4. Cay:xkeOHble MUCbMA
3.4.1. CnyxeOHple THCbMa MOTYT OBITh MHULIMATHBHBIMH M OTBETHBIMH. Bce ciry:xeOHBIE
muchMa, BeichUTaeMbie 3a mpeneast MAJIOY Ne 380, cuwmrarorcs ucxomamumu. CryxeOHbBIE
muchMa, noctynaromue B MAJIOY Ne 380- Bxomsmue. CayxeOHble THCHhMa (CITyKeOHBIE
3aMKCKH), IHPKYIHPYIONIHE MEXKTY JODKHOCTHRIMHM JnaMu u ciayxoamu MAJIOY Ne 380
CUMTAIOTCS] BHYTPEHHUMU.
3.4.2. Cpok UCTIOTHEHUS OTBETHOTO MUChMA YCTAHABIIMBAETCA:
- COOOpa3HO C yKa3aHHEM, COAECPKAIIUMCSH B JOKYMEHTE (ITUCHbME W T. 11.), HA KOTOPBIH JArOT
OTBET HACTOSIIUM IMUCHMOM;
- pPe30MIOLUMEN PYKOBOAUTENS HA TOKYMEHTE.
B ocTampHBIX Ciydasx CpOK OTBETAa Ha CIYKEOHOE MHCHMO yYCTAHABIMBACTCSA 3aBEAYIOLIHH (HO
IIPY 3TOM OH HE MOKET NPeBbIaTh 30 THEH ¢ MOMEHTA MOJIYYEHUA JOKYMEHTA YUPEKICHUEM.
3.4.3. CpoKkHd OATOTOBKH UHUITUATUBHBIX MTUCEM OTIPEACIIAIOTCS 3aBEYIOLIUM.
3.4.4. CnyxeOHbple TMChMA TEYATAOTCA HA TUTYIbHBIX Onmankax MAJIOY Ne 380 ama mmcem
YCTAaHOBJIEHHOTO 00pa3lia Wil MHAINYTCS BPYYHYIO (BHYTPEHHUE).
3.4.5. Tekct cmy:keOHOTO THCHhMA, KaK TPABHIIO, TOJDKEH KAcaThCA OJHOTO BOIMPOCA WU
HECKOJIBKUX BOIPOCOB, ECIM OHU B3aMMOCBSI3aHBI.
TekcT cny:keOHOTO MHChMa M3/TaraeTCs:
- 0T 1-ro nuUAa MHOXKECTBEHHOTO 4Mcliia, Hanmpumep: "lIpocum HampaBuTS...
paccMOTpEHHE...";
- OT 3-ro JMIa €JUHCTBEHHOTO YHCJIA, AOMYCTUM: "PYKOBOJCTBO YYPEXKIAECHUSA CUHUTAET...",
"COBET MeAAroroB yupeKAaeHUs pacCMOTpeNL..." U T. I1.;
- o1 1-ro nuira enuHcTBEHHOTO yncha: "[Ipomry...", "Hanpasnsaro..." u T. 1.
3.4.6. Tekct cmyxeOHOrO THChbMa OOBIMHO COCTOMT W3 JBYX dacTted. B mepmoit wactu
W37IAral0TCsi MOTHBBI MUCBMEHHOTO OOpameHus (B HEOOXOIUMBIX CIy4dasX - CO CCBUIKOW Ha
COOTBETCTBYIOIIME HOPMATHBHO-TIPABOBBIE H OPTaHU3ALMOHHO-PACTIOPSTUTENBHBIE JOKYMEHTHI).
Bo BTOpOI YacTH, HAUMHAIOIENCS ¢ a03alla, U3JIAraeTCsa CyTh OOpaNICHHs - IPOCKOa, COOOIIEHNE
KaKOW-THO00 WH(OPMAIHH, COMPOBOJUTENBHBIM TEKCT W T. T. B HEOOXOAUMBIX Cydasx
CITy’K€OHOE TTMCHhMO MOYKHO 3aBEPIIUTH KPATKUMH BBIBOJIAMH.
3.4.7. TekcTbl OTBETHBIX MTUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJaAHUAM, 3a()UKCUPOBAHHBIM
B PE30JIIOLIUU PYKOBOJMUTEIIS.

"

, 'Hanpasnsem Ha



3.4.8. Jlato#l cmy»keOHOTO TMChMa BO BCEX CIlydasx SBSETCA jgara ero moanucanus. [lpum
HAJTMYUH TPUIOKEHHHA K CIYKeOHOMY MHUCHhMY 00 3TOM JENaeTCs COOTBETCTBYIOIIAS CCBIIKA B
3aKITFOYHTETFHOM a03a1le TeKCTA.
3.5. Tenedponorpamma
3.5.1. TenedoHOrpaMMa BKITIOUAET CIICAYIOIIHE PEKBU3UTHI, HANMEHOBAHUE YUPEIKICHUSA, aJIPec,
JaTy, WHAEKC, TEKCT, TIOAMUCh, OTMETKH O BPEMEHH TEpPElayd W yKa3aHWE JOJDKHOCTEH
u paMuii  (WTH  TOJBKO (paMuIMii) JWI, TPUHABIIMX W MEPEJABIINX TerneoHOTpaMMy.
B ciaydae orcyrcTBHsa OmaHKOB UTA Teae(pOHOTPAMM MTPUMEHSIOTCS JTUCTHI Oymaru dopmata A4.
TenedoHOTpAaMMBI COCTABIAIOTCA B OJHOM 3K3EMIUTAPE, TOAMUCHIBAIOTCA PYKOBOIUTEIIEM WITH
HETIOCPEICTBEHHBIM HCTIOTHUTENIEM.
Tekct He momkeH BKMO4aTh Oomee 50 cmoB. TemedoHOrpamMma HOWKHA OBITH JATHPOBAHA
Y TIOATIMCAHA JINLIOM, OT IMEHH KOTOPOTO OHA TIEPETAETCS.
3.5.2. TenepoHorpamma mepemaeTcss HECKOIBKAM aJApecaTaM II0 IPUIaraeMoOMy CIIHCKY
a/JipecaToB M HOMEPOB TENEPOHOB.
3.6. 3asiB/ieHue
3.6.1. 3asBnenne — 3T0 OPHUIMATBHOE COOOMEHNE B MUChbMEHHON Gopme. OHO CONEPIKUT HaIie
BCEro TPEAJIOKEHHE, KOOy WM TPOCHhOy KAKOTO-THOO YENOBEKa, aJapeCOBAHHBIC WITH
OpTaHU3ALWH, WU TOJDKHOCTHOMY JTHITY.
3asBreHue 0(hopMIIETCA HA CTAHAAPTHBIX JTMCTaX Oymaru ¢opmata A4,
3.6.2. 3asBieHHE BKIIOYACT: aJApecar, KOTOPOMY HAMPAaBISIETCA 3adABICHUE, OLKHOCTD,
MOJTHOCTHIO-(DAMHUIIHIO, WM, OTYECTBO aBTOPA 3asABIICHUS, HAMMEHOBAHHE JOKYMEHTA, TOYHOE
W3TIOKEHUE TIPOCHOBI, TPEUIOKEHHA, ONKCh TPUIIATAEMBIX K 3asIBJICHHUI0 JOKYMEHTOB, [aTa,
TTOJITUCH.
3.6..3. B 3asBneHNN UCTIONB3yeTCA, KaK MPAaBUIIO, O(PHIMATBHO-IET0BAs JIEKCHKA, B HEKOTOPBIX
3aABIICHUAX JOITYyCKAECTCA YIOTPEOIEHHE TyOIHITUCTHIECKOH JTIEKCHKH.
3.7. 3anucka
3.7.1.3anucka (aHaMUTHYECKAs, MJOKIAAHASA, CIy)KeOHasd, OOBICHUTENbHAA) — HOKYMEHT,
a/IpECOBAHHBIA PYKOBOJUTENIO JAHHOTO WIIM BBIMIECTOSMIETO YUPEKACHUS W COJMEPKAIIHHA
0OCTOATENPHOE M3II0’KEHUE KAKOTO-THO0 BOTPOCA C BBIBOJAAMH U TIPEAIOKEHUSIMH COCTABUTETIS.
3.7.2. JloxmagHass 3ammcKa COCTABISETCS KAk MO TUYHOM HWHHIIMATHBE aBTOpa (PaOOTHHKA),
TaK ¥ 10 YKa3aHHIO (TMChbMEHHOMY WJIH YCTHOMY ) PYKOBOIUTEIIS.
3.7.3. 3anmcka cocTaBiseTCs Ha OyMaKHOM HOCHTEIIE HIIH B SJIEKTPOHHOM BHJIE.
OdopmieHne 3amuMCKH  3aBUCUT OT azgpecara. llpw cocTaBleHMHM OKIATHOW — 3aIHCKH,
a/IpECOBAHHOM PYKOBOIMTENIO YUPESIKACHHUA B PAMKAX YUPEKICHUSA, OHA CUYMTAETCS BHYTPECHHEH
u opopMisieTcs Ha CTAaHTAPTHBIX nmcTax Oymarun ¢opmata A4. Ecnm 3ammcka amgpecyercs
3a TIPEJEbl YIPEKICHU, TO €€ 0POPMIIIIOT Ha OJaHKe, U OHA HA3bIBAETCS BHEIIHEH.
BHemmmAs 3amucka TODKHA COJEPXKATh CIEAYIOIIHWE PEKBU3HUTHI: HAMMEHOBAHUE YUPEIKICHUS,
BUJ TOKYMEHTa, AaTa JOKYMEHTa, PETUCTPALMOHHBIM HOMEpP, MECTO COCTABJICHHSA, HA3BAHHE
JOKYMEHTA (3ar0I0BOK K TEKCTY), €CITH TEKCT Oonee 4 — 5 cTpok, aapecat (bI), TEKCT, TOATHCH
PYKOBOJHTENS YIPEKICHHUS.
BHyTpeHHAs 3ammcKka JOIDKHA COAEPXkKAaTh CIEAYIOIMIME PEKBHU3HUTHI. BHI JOKYMEHTa, 1aTa
JOKYMEHTa, Ha3BaHUE JOKYMEHTA (3ar0JIOBOK K TEKCTY), €CITH TEKCT Oonee 4 — 5 cTpoK; aapecar
(p1), TekcT, mWoAmHMCh (C YKa3aHWEM MAOJDKHOCTH, (Gamwnuu, uwHUIManoB). [loamiceiBaer
BHYTPEHHIOIO IOKJIATHYIO 3aITUCKY COCTABHUTENb.
3.7.4. Pa3HOBHJOHOCTBIO JOKIAJAHOW 3alHUCKH ABIIOTCS mpeacTaBiacHUs. OHU UCMONB3YIOTCS
MPH JOKYMEHTHPOBAHAH ~ KAJAPOBOW  JEATENIbHOCTH W COCTABIIIOTCS  PYKOBOJMUTENEM WITH
3aMecTuTeneM pykosoautens. [IpeacTaBneHns COCTABIAIOT B CIy4YasX MOOMIPEHHUS PAOOTHHKOB,
HAJI0’KEHUS B3BICKAHUH, POBEICHHS aTTECTALIHH.
3.8. AKT
38.1. Axkr—  JOOKyMEHT, COCTABJICHHBIM W NOJINHCAHHBIM  HECKOJIBKHMH  JIMIAMH
Y TIOATBEPKAAIOIIUI YCTAHOBICHHBIE (DAKTHI M COOBITH.



AKTBI COCTAaBIIFOTCA TI0 PE3YyNbTATaM PEBH3UHM (PHUHAHCOBO-XO3AMCTBEHHOW IEATEIHHOCTH,
npuemMa — Mnepeavy e, MPOBEPKH HAIWYUS, HHBEHTAPU3ALMH U JP.
AKT cocTaBijgeTci KOMHCCHOHHO (HE MEHEE [JBYX COCTABHUTENIEH) MM  CIIEHUATBHO
YIOJIHOMOYEHHBIM JTOJKHOCTHBIM JIULIOM.
3.8.2. Akt odopmaseTcs Ha cTaHmAPTHBIX Juctax Oymaru mpudrom Times New Roman (Cyr)
pasmepoM Ne 14 v uMeeT crenyroImue PEKBU3HTHL
['pud yTBEpKIOCHHS BKIFOYAET CIIOBO «YTBEPKIAI0», KOTOPOE TIE€YATAETCS TPOTTMCHBIMH
OykBaMu, Oe3 KaBbIYEK, HAWNMEHOBAHHWE JOJDKHOCTH JIMIA, YTBEPKAAIOMETO AaKT, JHYHYIO
TTOJITUCH, €€ PACIIU(POBKY H AATY.
CnoBo  «yTBEp:KAaw», HAUMEHOBAHWE JO/DKHOCTH  JIMUA, YTBEPAMBIIETO JIOKYMEHT,
pacmngpoBKa MOANKCH U 1aTa Pa3Aeiatorcs 1,5 MeKCTPOUHBIMHA HHTEPBATIAMH.
HaunmeHoBanue Buaa JokyMmMeHTa — akT. HauMeHoBaHuWE BUJAa JOKyMEHTa OTAEHAETCA
OT MPEABIAYLIETO PEKBU3UTa 3 OJUHAPHBIMH MEXKCTPOYHBIMH HWHTEPBAJIAMH, I€4YaTaeTcA
MPONTUCHBIMU OYKBAMH, BBIACIAETCS MMPHU(TOM JAPYrod HACHIMEHHOCTH W BHIPABHUBAETCA
O LIEHTPY.
Howmep odopmmsercs apaOckumu mudpaMu ¥ TIeUaTaeTCA TOCHE CIO0BA aKT, Ha TOM K€ CTPOKE.
Jlara akta MOJDKHA COOTBETCTBOBATH JHIO AKTHPYEMOTO (haKkTa WM COOBITHA W O(OpPMIsETCS
CIIOBECHO-IM(POBBIM CITOCOOOM YePE3 2 OJUHAPHBIX MEKCTPOYHBIX HHTEPBAIA OT 3aroJIOBKA.
MecTo n3naHus yka3blBacTCA Ha OJHOW JTMHHUU C JATOM.
3aroNoBOK OTAENSETCA  OT MPEABIAYIIEr0 PEKBU3UTa 3  OJUHAPHBIMH  MEKCTPOUYHBIMHU
WHTEPBAJaMH, TI€YaTaeTcs duepe3 | WHTEpBajl, BBIACIAETCS MOMYKHPHBIM mpHTOM, H
BBIPABHUBAIOTCA MO LEHTPY. TOYKA B KOHLE 3arojOBKa HE CTABUTCS. B 3arojloBKe K TEKCTY aKTa
VKa3bIBACTC HA3BAHWE WM KPATKOE COJCPKAHWE AaKTHBHPYEMOTO (pakTa WM COOBITHA.
3aroioBOK JOJKEH OTBEYaTh Ha Bompoc: «O 4yemM?» cocTaBieH akT, Hampumep: «O BbIIEICHUU
K YHUYTOKEHHUIO JOKYMEHTOB U JIEJI, HE MOAJIEKAUINX JATbHEUINEMY XPAHEHHIO).
TexcTt oTaenserca OT JaThl M MECTa M3AaHUS aKTa 3 MEXKCTPOYHBIMHM HHTEpPBalaMH U
nevyaraercd yepes 1,5 uarepsana.
TeKcT akTa COCTOUT U3 ABYX YaCTEH — BBOJHOM U KOHCTATHUPYIOLIEH.
BBojHasA yacTh TEKCTa aKkTa HayMHAETCS cIO0BOM «(OCHOBAHHUE:» MOCIE KOTOPOIO YKa3bIBAETCS
HAUMEHOBAHHUE TOKYMEHTA, IOCTYKUBIIET0 OCHOBAHUEM JJI1 COCTABJICHH aKTa, €ro JaTa, HOMEp
Y 3aroJIOBOK.
C HOBOM CTpPOKM OTJIEBOM TpaHUIBl TEKCTOBOTO OIS JOKYMEHTA Ie€4YaTaeTcs CIOBO
«CocraBien», CTaBUTCA JBOETOYME, U JAlle€ TMEPEUHCIIOTCS (aMHIMK W WHUIHAIIBI
COCTaBUTENIEN aKTa UIIH COCTAB KOMHUCCHH.
daMuINH YIEHOB KOMHUCCHH PACTIONATAIOTCS B an()aBUTHOM TTOPSAIKE.
Koncratupyromas 4acte TeKcTa akTa HauYMHAETCA C a03ama. B Hel m3nmararoTcs LenH, 3aJaqd
W CYIIECTBO PAOOTHI, TPOACTAHHON COCTABUTEIIIMH aKTa, €€ PE3YNIbTATHL
B KOHIIE TeKCTa yKa3bIBAlOTCA CBEACHMA O KOJIMYECTBE HAIMEYaTAHHBIX 3K3EMIUIIPOB aKTa,
MECTE UX HAXOKACHUS WM afpecarax, KOTOPbIM OHH HANpaBISIOTCA.
KonaniecTBo 3K3eMIUIAPOB aKTa ONMpPENESIETCS KOJIMYECTBOM 3aMHTEPECOBAHHBIX CTOPOH HIIH
HOPMAaTHUBHBIMU MPaBOBBIMU JOKYMEHTAMH, PETTAMEHTHUPYIOLIUMH COCTABIIEHUE aKTa;
[Toanuck oTAenAeTCA OT TEKCTA 3 OJUHAPHBIMU MEKCTPOYHBIMU HHTEPBAJIAMH.
AKT TOAMMCHIBAETCA MpEICEaTeNIEM KOMUCCHUU M BCEMH JIMLIAMH, NPUHHUMABIIUMH Y4acTHE
B €r0 COCTABJICHHH.

4. IlpaBuna odopmseHust JOKYMEHTOB

4.1. Oouue mpeboganus K 0opmaAeHUI0 OOKYMEHMOE

4.1.1. Odopmenue nokymentoB B MAJIOY Ne 380, BBICBIIa€MBIX 3a €r0 TPEIENbI, CIEIYeT
MPOU3BOANTE Ha Ourmansabx Omankax MAJIOY Ne 380. Bayrpennne nokymeHTs MAJIOY Ne
380 Haanmesxut oPOPMITATH HA YHUCTHIX JTMCTAX MAITMHOMTUCHON Oymaru hopmata A4 u AS.
B oraenmpHBIX cnydasx (Hampumep, I8 TPHIOKEHHH K JOKYMEHTaM, PE3OMIOLMA M T. 11.)
JOITyCKAeTCA UCTIONb30BAaHUE MAIIMHONIMCHON Oymaru gopmara A3 u A6.



4.1.2. Ilpu moaroTOBKE JOKYMEHTOB PEKOMEHAYETCS NMPHUMEHATH TEKCTOBBIA pemakTop Word ¢
ucnonb3oBanneM 1mpudpToB Times New Roman 12-m (mis  odopmiieHus TaOIHYHBIX
matepuanon), 13, 14, 15-m kermem, Times New Roman 12, 13, 14-m kernem 4depe3 OJHH - J1BA
WHTEpBaJAa.
4.1.3. Ilpm mOATOTOBKE TAONWYHBIX JOKYMEHTOB (HANpHMEpP, IUIA Pa3padOTKH OTYETHO-
CTATHCTHYECKHX ()OPM H T. 1) JOIMYCKAECTCA TMPUMEHATH CTAHAAPTHBIE CPEACTBA TAOIMIHOTO
penakropa Excel for Windows. IIpu moarotoBke mpe3eHTAMOHHBIX (BU3YaJTbHBIX) JOKYMEHTOB
(cxem, nmarpamm, TpaUKOB W T. T.) JOIMYCKAETCA MCIIONB30BAaTh CTAHAAPTHBIE CPEACTBA
penakTopa nipeseHtammii PowerPoint for Windows.
['padsr u cTPOKHM TAONHIIBI TOTKHBI HIMETh 3ar0JIOBKH, BHIPAKEHHBIE HMEHEM CYIIECTBUTEIbHBIM
B WMEHHUTEIbHOM maaexe. llomsaromoBku rpad W CTPOK TOIDKHBI OBITH COTJIACOBAHBI C
3aronmoBkamu. Ecnm Tabmuiy mewaTtaroT Oollee YeM HAa OAHOM CTpaHume, rpadsr Tadmuie
00s13aTeNbHO HYMEPYIOT M HA CIIEAYIOIIHX CTPAHUIAX CTABAT TOJIBKO HOMEPA ITHX Tpad.
4.2. baanku MAJ[OY.
4.2.1. Hoxkymentst MAJIOY Ne 380 odopmmsatorcs Ha oQuUIHMATBHBIX ONAaHKAX W HMEIOT
YCTaHOBJICHHBIN KOMIIJIEKC 003aTeIbHBIX PEKBH3UTOB M TIOPSIOK WX PACTIOIOKEHHUA.
bnaHku MOKyMEHTOB W3rOTaBIMBAIOTCA THIMOTPAPCKUM CITIOCOOOM HJIM METOIOM OTIEPATHBHOM
noyurpadu Ha CTAHJAPTHBIX JIUcTax Oymaru popmarta A4, AS.
B 3aBHCHMOCTH OT pacToiOKEHHs PEKBU3UTOB YCTAHABIIMBAIOT BA BAPHAHTA OJTAHKOB: YTIIOBOM
Y MTPOJIOJIBHBIN.
4.2.2. B MAJIOY Ne 380 uctiosib3yr0TCs CIIEAYIONIHE BU/IBI OJTAHKOB:
- OJIaHK KOHKPETHOTO BHJA JOKYMEHTA
- oot omank MAJIOY Ne 380- ¢ ykazannem HaumeHoBaHuUA (Ha Oymare popmara A4 u AS)
- OmaHk TUchMa - ¢ ykazanuem HammeHoBanma MAJIOY Ne 380 u crpaBOYHBIX JaHHBIX.
CripaBoYHbBIE TaHHBIE 00 OPraHU3aLMH BKIIOYAIOT B c€0SA: TIOYTOBBIN aapec, HoMep TenedoHa U
APyTHE CBEJIEHUS 10 YCMOTPEHHIO opraHu3ammu (Homep (Qakcos, Termedakca, cUeTOB B OaHKe,
a/ipec SNEKTPOHHOU MOYTHI U Ap.).
4.3. Aapecauuu J0KYMeHTA.
4.3.1. JIOKyMEHTBI, BBICBUIAEMBIE 3a MpPEACNBI JETCKOTO Cajaa, aapecyroT MPEANPUITHAM,
OpPTaHU3ALMUAM, VUPSKIEHUAM, HWX CTPYKTYPHBIM TMOIPA3ACICHUAM, JODKHOCTHBIM HITH
(U3HYECKUM JTUTIAM.
432. Tllpu appecarm [IOKyMEHTAa ©O€3 YyKa3aHHd KOHKPETHOTO OJDKHOCTHOTO JIMIIA,
HAUMEHOBAHHUE apecaTa MUIIETCS B IMEHUTEIbHOM TIAIEIKE.
43.3. Ecnmm agpecatoM SBIAETCA KOHKPETHOE JODKHOCTHOE JHMLIO, TO HAUMEHOBAHUE
OpPTaHW3AUMH W CTPYKTYPHOTO TIOAPA3/ICIACHHUA YKA3bIBAIOT B WMEHHTEIBHOM TIAJEXKe, a
JOOJDKHOCTh U (DaMUIIHIO TOJDKHOCTHOTO JIMIIA - B JATEIbHOM, MPHYEM HHHIHUAIBI YKAa3bIBAIOT
nepen paMuue, HampuMep:
Otaen O6pazoBaHust
YO UKMO r.Ka3zanu no ABHacTpOUTEIBLHOMY
u HoBo-CaBuHOBCKOMY parioHaAM
['maBHOMY OyXTanTepy
2.®.3apunoBoit
43.4. Ilpm anpecanmu  JOKYMEHTAa  HEIMOCPEACTBEHHO  PYKOBOJMTENIO  OPTaHU3aLMU
HAUMEHOBAaHHUE TOCIIEAHEH BXOJUT B COCTAB HAMMEHOBAHUS IOJLDKHOCTH aApecaTa, AOJDKHOCTD
JIMIIA YKA3bIBAIOT B JATEIIbHOM TAJCIKE, HATIPUMEDP:
Havansauky oTnena oopazoBaHus
YO UKMO r.Ka3zanu no ABHacTpOUTETLHOMY
u HoBo-CaBuHOBCKOMY parioHaAM
I'.I" JlaTprmeBou
4.3.5. [lpu agpecarii ¥ TOKyMEHTA (PU3HUECKOMY JTHITY YKA3BIBAIOT HHUITHAITBI U
damMuus MOMyYaTess, a MOCye ITOTO - €T0 MOYTOBBIN a/Ipec, HAPUMED:



N.I1. BunokypoBou
yn. bopucorne6ekas, a. 26, kB. 26
r.Kazans, PT,
450052
Bri0op ¢opmara OnaHka mpu mOATOTOBKE JOKYMEHTA OTIPEACIIAETCS B 3aBUCUMOCTH OT 00beMa
tekcTa. Kaxkaprit muct mokymeHTa, o) OpMIICHHBIN KaK Ha OJIAHKE, TaK M 0€3 HETO OJLKEH UMETh
noJas He MmeHee, MM: 20 - ieBoe; 10 - mpaBoe; 20 - BepxHee; 20 - HUKHEE.
4.4. YTBep:KaAeHHEe JOKYMEHTA.
4.4.1. JIokyMeHT YyTBEPKAACTCA TOJLDKHOCTHBIM JTUIIOM. [Ipr HEOOXOIUMOCTH MTOTIOTHUTE TBHBIX
MPEANUCAHUA M Pa3bsICHEHUN MOKYMEHT MOXKET YTBEPKIATHCSA CIELMATBHO HW3JaBA€MbIM
JOKYMEHTOM: npHKa3oM 3asenyromero MAJZIOY, nocTaHOBIEHHEM, PEIIEHUEM, IPOTOKOIOM.
442 Tllpu yTBepXKACHHH MAOKYMEHTa TpuU( YTBEPKICHHUS [TOJDKEH COCTOSATh W3 CIIOBa
VYreepxknaro (0e3 KaBbYEK), HANMEHOBAHUA JODKHOCTH JIMIIA, YTBEPHKAAIOMETO JOKYMEHT, €ro
TIOJITUCH, HHUIMAJIOB, (DAMUIIMH U TATHl YTBEPKACHUSA, HATIPUMED:

YTBep:Kaaro
3aBeayromui
MAJIOY « Herckuii cam Ne 380»
H.C.YpycoBa

(TMYHAS TTOIITHCH)
02.09.2013

4.4.3. JlomyckaeTcsi LEHTPHUPOBATH KAXKAYIO CTPOKY pekBusuTa "[ pud yTBepkaeHns qoKyMmeHTa"
M0 OTHOLICHUIO K CAMOM JJIMHHOU CTPOKE.
444, llpu yTBEpXKICHUM AOKYMEHTA MOCTAHOBICHHEM, PEUICHUEM, IMPHKA30M, MPOTOKOJIOM
rpud YTBEPIKIEHUS COCTOMT W3 CJOB YTBepkIeH (YTBepikIeHa, YTBEPKIACHBI WIH
VY TBepKAEHO), HANMEHOBAHUS YTBEPIKAAIOIIETO JOKYMEHTA B TBOPUTEIBHOM TTaJeKe, €TO JATHI,
HOMEDpA.
4.4.5. I'pud yTBEpKIeHUS TOKYMEHTA PACIIONIATAE€TCSA B TIPABOM BEPXHEM YTy JOKYMEHTA.
4.4.6. Jlata B rpude yTBEPKICHHUA CTABUTCS OT PYKH, YaCTHYHO WM TIOJTHOCTHIO HAOHMPACTCS
MPU MEeYaTaHUM JOKYMEHTA. B mociegHeM ciiydyae OT PyKH MPOCTABIAETCA TOJIBKO YHUCIO WU
YUCJO U MECSILL.
4.4.7. I'pud yTBEp:KICHHS MPUHATO YKA3bIBATh HA JOKYMEHTAX, TPEOYIOTIHMX JOTOTHATETFHOTO
YAOCTOBEPEHHS HX TIOJTMHHOCTH W JOCTOBEPHOCTH. ['pud yTBEp)KOEHHS MPHUHATO CTABUTH HA
CIEIYIOUIMX YMPAaBIEHYECKUX JOKYMEHTaX: akTaX, HWHCTPYKUMAX, OTYETaX, MEPEUHsX,
MOJIOKEHUAX, TMporpamMmax, CMeTax, CTaHAapTaX, CTPYKTypax MW INTATHOM YHUCIEHHOCTH,
Tapu(HBIX CTaBKaX, (opMe YHUPUITUPOBAHHBIX JOKYMEHTOB, IITATHOM PACTIMCAHHH.
4.5. CorsiacoBaHue J0KyYMeHTA.

4.5.1. Ha srame pa3paOOTKH MPOEKTAa JOKYMEHTA B HEKOTOPHIX CITy4asX MOXKET BO3SHHUKHYTh
HEOOXOJAMMOCTh €T0 COTJIACOBAHUS C 3aMHTEPECOBAHHBIMH CTOPOHAMH JODKHOCTHBIMH JTHIIAMH
WM OpraHuM3anusaMu. B 3THX ciyyadx cormacoBaHHe HOKYMEHTa OQOPMIIIETCS BHU30M
COOTBETCTBYIOIIETO JOJKHOCTHOTO JIMIA WITH TPU(POM COTIIACOBAHMA.
4.5.2. I'pud cormacoBanus odopmisercs B Ciydae HEOOXOIWMOCTH TPOBEICHUS BHEITHETO
COTJIACOBAHMSA CO CTOPOHHMMH OPTaHU3ANUAMH (TIPEIMPUATAAMH, YIPEKICHUIMH).
4.5.3. T'pud cormacoBaHusi ¢ KOHKPETHBIM JOJKHOCTHBIM JIMIIOM, TPEACTABIISIONINM HHTEPECHI
CTOPOHHEH OpraHW3aluH, BKIOYaeT B ceOst cmoBo "CormacoBaHo", HAUMEHOBAHUE JIOJKHOCTH
JWIa, ¢ KOTOPBIM COTJIACOBAH MTOKYMEHT (B T. 4. HAWUMEHOBAHWE OPTAHM3AIMH), JTHYHYIO
MOJITUCH, PacIIU(POBKY TOINUCH (MHULHAIBI, (aMHITHs) U AaTy cornacoBanmsa. Hampumep:
CornmacoBaHo
[maBHBIN cIEIIMAIIACT OT/IEa 0OPAa30BAHUS
YO UKMO r.Ka3zanu no ABHacTpOUTETBHOMY
u HoBo-CaBuHOBCKOMY paioHaM

HN.N.NBanoBa




(TMYHAS TIOIITHCH)
02.09.2013
4.5.4. Ecnu corinacoBaHHE OCYHIECTBIISIOT NUCBMOM, ITPOTOKOJIOM H JIPYTHM JIOKYMEHTOM,
MOATBEPKAAOTINM (PakT cornacoBanms, Tpud BKIIOYaeT B ceOf ero HaMMEHOBAaHUE, HOMEP H
JaTy, HanpuMep:
CornmacoBaHo
[IpoToko 3acenanus
Komuccnu o oxpane tpyna
MAJIOY « Herckuit cam Ne 380»
01 02.09.2013 Ne 1
4.5.50. I'pud cormacoBaHus pacmoyiararoT Hke pekm3urta "l[loamuce"”, B 1€BOM HIKHEM YTy
JOKYMEHTA.
4.6. Pezomonus.
4.6.1. Pesomommsa - KpaTkoe IMCBMEHHOE TIOPYYEHHE, MOATOTOBICHHOE IO HWTOram
paccMmoTpenuss moctymuemero B MAJIOY Ne 380 moxymenra. Pesomrorust odopmmseTcs
HETIOCPEJICTBEHHO Ha JAOKYMEHTE - Ha CBOOOJHOM MECTE JIMLIEBOM CTOPOHBI TIEPBOM CTPAHULIBI
WM HAa OTAENBHOM JIMCTKE C YKa3aHUEM PETHCTPALMOHHOIO HOMEpPAa M JaThl JOKYMEHTA, K
KOTOPOMY PE30IIOLUS OTHOCUTCS.
4.6.2. Pesomroums BKITIOYAET B C€0SA CBENEHHUSA 00 MCIOJHUTENE MOPYyYEHUS (HAUMEHOBAHUE €TI0
JOOJDKHOCTH, (paMUITHS, MHULMAJBI), COJEPKAaHUE TIOPYIEHHUS, CPOK HUCTIONHEHUS, HANMEHOBAHHE
JOJDKHOCTH JIMIA, OTAABINETO TIOPYUYEHHE, €T0 JIMYHYIO TIOANHUCHh B Pacmu(ppoBKY, JaTy.
H.K.lBanosou
[Ipomy noAroTOBUTH
MPOEKT JO0T0BOPa C
« Caropuc» k 02.09.13
N.B.IIpamko
(TMYHAS TIOIITUCH)
20.08.2013
4.6.3. Ecmu pe3omornus TpeanojlaraeT MopydYeHue s JABYX W Oojee I, OTBETCTBEHHBIM
WCIIOJIHUTENEM ABJISIETCS JIMLO, YKa3aHHOE B MOPYYEHHUH TEPBBIM.
4.6.4. Ha noxyMmeHTax, He TPeOYIOMIMX YKa3aHWUW 0 UCTIOJTHEHUIO U UMEIOIUX THITOBBIE CPOKH
WCIIOJIHEHHUS, B PE3OIIOLIMH YKA3bIBAKOTCS UCIIOJIHUTEND, MTOAMKUCH aBTOPA PE30IIOLUH, 1aTa.
4.6.5. Jlomyckaetcst opOpMIICHHE PE3OIOIIMN HAa OTACITEHOM JIHCTE.
4.7. IlpunoxeHne K J0KyMEHTY.
4.7.1. IlpunoxkeHue - 3T0 NOKYMEHT, MPHIIATA€MBIM K OCHOBHOMY NOKyMeHTYy. [Ipm Hamuumu
MPHJIOKEHUH B JOKYMEHTE JENIACTCs COOTBETCTBYIOIAS OTMETKA, BKIFOYAIOIIAS B CE0S CIIOBO
"[Ipunoxkenue", IBOETOUYME U NIEPEUEHD PUIIATAEMBIX JTOKYMEHTOB C YKa3aHUEM MOPSIAKOBOTO
HOMEpPa NPUIOKEHHUSA, €r0 Ha3BaHUs, KOJIMYECTBA JMCTOB B HEM, ajpecaTe Uil KaKIoro
3K3EMILTAPA.
4.7.2. llpunoxeHus: TODKHBI UMETHh BCE HEOOXOTUMBIE JUIA JOKYMEHTA PEKBU3HTHI (Ha3BaHHE,
3aroyIOBOK, MOANUCH JIUL, OTBETCTBEHHBIX 34 UX COJEP’KaHME, AATy, OTMETKY O COITIACOBAHUU U
T. 1L.).
4.73. OTMeTKy O HANMYWH TIPUIOKEHHUS, HA3BAHHOTO B TEKCTE, O(QOPMIIAIOT CJEIYFOIIHM
oopazom: [Ipumoxenwne: Ha 8 1. B 2 3K3.
47.4. Ecnu TpUIOKEHHUA HE HAa3BaHbl B TEKCTE, TO MX HAMMEHOBAHMA NEPEUYHCIHIIOTCA C
YKa3aHUEM KOJIMYECTBA JIMCTOB B KaKAOM MPUIOKEHUHU U YHCIIA UX 3K3EMIUIAPOB, HANPUMED:
2. IlpoekT Ha 8 1. B 3 JK3.
Ecnu npunoxenus cOpOIIIOPOBAHBI, TO YHCIIO TUCTOB HE YKA3BIBAIOT.
Ecnm x JOKyMEHTY NpHIIararoT IPyrod AOKYMEHT, TAKKE UMEIOIIMU MPHIOKEHUE, OTMETKY O
HAJTUYHH TTPUIIOKEHHUS O(DOPMITIIOT CIIEIYIOIUM 00pa3oM:
[Tpunoxenne: mucemo Pocapxusa ot 05.06.03 Ne 02-6/172 u mpuokeHre K HeMy, BCETo Ha 3 .



Ecnu mpuitoskeHue HamnpasiAlOT HE BO BCE YKAa3aHHBIE B JOKYMEHTE aapeca, TO OTMETKY O €ro
HATHYUH 0(OPMIIAIOT CTIEIYFOIIMM 00Pa30M:

IIpunoskenue: Ha 3 1. B 5 JK3.

4.7.5. B mpuiokeHWH K PaACHOPSIAHTENHPHOMY NOKYMEHTY (TPHUKA3bI, TMPaBWIa, WHCTPYKIHH,
TIOJIOYKEHUSI, PEIICHHUS ) Ha TIEPBOM €T0 JTUCTE, B IPABOM BepxHeM yriry, numyT "[Ipunoxenne Ne"
C YKa3aHHEM HaMMEHOBAaHMA PACMOPAJMTEIBHOTO JAOKYMEHTA, €r0 JaThl U PErHCTPALMOHHOTO
HOMEpA, HAIIPHMED:

ITpunoxxenue Ne 1
K npukasy MAJIOY
Jerckuit caa Ne 380
ot 05.08.2013 Ne 14-O
4.7.6. CTpaHuLbl JOKYMEHTA U MPUIOKEHUH HYMEPYIOTCS KaK €IUHBIM JOKYMEHT.
4.8. lloanucaHue 10OKyMeHTA.
4.8.1. JIOKyMEHTBI, HAaNPaBIIEMbIE B BBIMIECTOSIINE OPTaHU3AIMH U OPTaHbl CYIACOHOM BIIACTH,
noanuckiBaroTes 3apeayromuiit MAJIOY Ne 380.
JIOKYMEHTBI, HamnpapiA€MblE TOJYMHEHHBIM, JPYTUM  VYPEXKACHUSAM W  TIpakJaHam,
TOITUCHIBAIOTCS 3aBEYIOIINAM, €€ 3aMECTUTENIEM HITH UCTIONHAFOIINM 00S3aHHOCTH 3aBEAYIOLIEH
MAJZTIOY Ne 380.
4.8.2. Iloamuce BKIFOYAET B ceO0S: HANMEHOBAHHUE TOJDKHOCTH JIMIIA, TIOATHMCABLIETO JOKYMEHT
(momHOE, ecni TOKyMEHT 0(OPMIICH HE Ha OJIAaHKEe JOKYMEHTA, H COKPAIEHHOE - Ha JOKYMEHTE,
opopMIeHHOM Ha OJIAHKE), THYHYIO TIOJNUCH U PACIIH(PPOBKY MOAMUCH (MHULHAIBI, (PaMuIIHs).
Hanpuwmep:
3asenyromuii MAJIOY Jletckuit cag Ne 380
H.C.Vpycona

HJTH Ha OJIaHKE:
3aBeayroImun H.C.Ypycosa

(TMYHAS TIOITHCH )
4.8.3. Ilpy noanmucaHuM AOKYMEHTA HECKOJBKUMH JODKHOCTHBIMM JIMUAMH WX TOAIMUCH,
pacnojiararoT OJHY MO APYrod B TMOCICAO0BATEIIBHOCTH, COOTBETCTBYIOLICH 3aHUMAEcMOM
noJskHOCTH. Hanmpumep:

3aBeayromun H.C.Vpycosa
(TMYHAS TIOIITHCH)
3aBeyrOIUNd X039UCTBOM J1.B.I1aBnoBa

(JTMYIHAS TIOITUCH )
[Ipu moamMcaHuu COBMECTHOTO TOKYMEHTA TEPBBIM TUCT OPOPMIIAIOT HE Ha OJIaHKe.
484. B [O0OKyMEHTaX, COCTABJICHHBIX KOMHMCCHEH, YKa3bplBAlOT HE JOLKHOCTH  JIMII,
MOJITUCHIBAIOIINX JTOKYMEHT, 4 HMX OOf3aHHOCTH B COCTaBE KOMHCCHH B COOTBETCTBHH C
pacnpenenenueM. Hampumep:
[Ipencenatens KOMUCCHHA H.C.YpycoBa
(TMYHAS TIOIITUCH)
UneHbl KOMHUCCHU: J1.B.IlaBnoBa
(JTMYHAS TIOITHCH )
T.H.AxmaeBa
(JTMYHAS TIOITHCH )
4.8.5. Ecnu IOIDKHOCTHOE JMLO, MOANHCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE TOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT TOJNHMCHIBAET JMIO, HCIONHAIOMEE €ro OOA3aHHOCTH, WIIH
3amectutens. [lpu  3TOM 00s3aTeNbHO yKas3biBaeTca (pakTHUECKas JODKHOCTD  JIMIIA,
MOJTUCABIIETO JOKYMEHT, W €ro (amMunus (MCIpaBIeHUs MOXKHO BHECTH OT PYKH WIH
MAIIMHOTIMCHBIM CITOCO0OO0M, Hampumep: "m.0.", "3am."). Jlomyckaercs MOANMUCHIBATH JOKYMEHT
MPOCTABIEHUEM KOCOW YEPTHI MEPE] HAUMEHOBAHUEM JOJLKHOCTH.




5. Opranusauusi A0KyMeHT0000p0OTa U UCTIOJIHEHUS] TOKYMEHTOB
3.1. Opzanusayus 0oxymenmoobopoma
5.1.1. swxenue nokymeHtoB B MAJIOY Ne 380 ¢ momeHTa WX co3gaHus (TIOyYeHHS) IO
3aBEPINCHUSA UCTIOTHEHUS (OTIPABKH) TIOCTIEAHUX 00pa3yeT JOKYMEHTOOOOPOT.
5.1.2. Ilopsapok MNPOXOXKIAEHUA [JOKYMEHTOB PErJaMEHTHUPYETCS HACTOSAINEH HMHCTPYKLMEH,
tabemeM  yHU(PHUIUPOBAHHBIX (POPM  JTOKYMEHTOB, TOJOXKEHUAMH W  JOJUKHOCTHBIMH
WHCTPYKIUAMH UX PAOOTHHUKOB.
3.2. Opzanusayus 0ocmasKku OOKyMeHmMos
5.2.1. JHoctaBka nokymeHtoB B MAJIOY No 380 u 3a ero mnpenenabl OCYIIECTBIISAETCS
CPEACTBAMH MTOYTOBOM, KyPhEPCKOU M DJIEKTPOHHOMU CBA3H.
5.2.2. IlocpeacTBOM MOYTOBOM CBA3H MPOU3BOJUTCA OTIPABKA W MOJYYEHHE MPOCTBIX IMHCEM,
OTKPBITOK, OAHAEPOJEH, MOCBUIOK U TMIEYATHBIX, B T. 4. IEPHOAMYECKUX H3TAHUH.
5.2.3. C noMoIp0 KyphePCKOU CBSI3H OTHPABISIIOT M MOJYYAIOT 3aKa3HYI0 KOPPECTIOHIECHIIUIO
(MpuKa3bpl, PaACTOPSIKEHUS, THChMAa W TPOYHE JOKYMEHTHI BBIIIECTOSIMIMX OPTraHU3AINH),
COAEPKAIIYI0 BAXKHYIO HJTH CPOYHYO HH()OPMALIHIO.
5.2.4. DONEeKTPOHHYKO CBA3b MCHOJB3YIOT Ui OTIPaBKM W TMOJYYEHHS TEJIerpamm,
TeneakcorpamMMm, FMEKTPOHHBIX JOKYMEHTOB.
5.2.5. OTBETCTBEHHOCTh 3a TOJHYI0O M CBOCBPEMEHHYIO OTIIPABKY W TIOJIyYeHHE CITY:KEOHOHU
KoppecnoHAeHIMU HeceT 3aBeayrommit MAJIOY No 380.
5.3. Ilpuem, obpabomka u pacnpeoenenue 6xo00auux OOKyMenmos
5.3.1. Hoxymentsl, noctynatomue B MAJZIOY Ne 380, BCKpbIBalOT, MOCJE YEro MEpejaroT Ha
PACCMOTPEHHE 3aBEOYIOMIEMY, a 3aTeM B COOTBETCTBHM C €€ pEHmIeHHEM (Pe30JIFOLHUEH )
HAIPABIIAIOT HEMOCPEACTBEHHBIM UCTIOJTHUTESIM.
53.2. C moctymieHHeM Cly:kKeOHOM KOPPECTIOHACHIMH COTPYJHHK, OTBETCTBEHHBIM 3a
JENONPOU3BOJCTBO, MPOBEPAET MPABUIBHOCTH €€ JOCTABKH, & TAaKXKE LIETOCTHOCTH YIMAaKOBKHU
OOKYMEHTOB. KOHBEpPTHI C JAOKYMEHTAaMU BCKPBIBAIOT, 32 HCKIIOYEHUEM HMEIOIUX MOMETKY
"nu4aHO".
5.3.3. B 3aBucHMOCTM OT ajapecanM AOKYMEHTHI HAIPAaBIAIOTCS HA MPEIBAPHTENBHOE
paccmoTpenue 3aBenyromed MAJIOY Ne 380 uimu HEMOCPEACTBEHHO TEM JAOKHOCTHBIM JIMIIAM,
KOTOPBIM OHHU TPETHA3HAYEHBI (TIPY HATMYHH HA TOKYMEHTE COOTBETCTBYIOIIEH OTMETKH).
5.3.4. IlpenapurenbHOE paccCMOTPEHHE JTOKYMEHTOB Mpou3BoauTcsa 3aBenyromeit MAJIOY Ne
380 ¢ mempr0 pacmpeneneHnus UX MEXKAYy OTBETCTBEHHBIMH HCIOJIHHUTEIIMA. Pemenne 00 3TOM
oopmnseTcs B BUIE PE3OTIOIHH.
5.3.5. Paccmotpensbie n1okyMeHThI 3aBeayromuid MAJIOY Ne 380 nu4yHO BHOCHUT coaepKaHUE
PE3OMIOLIUH, MOCIE YETO JOKYMEHT MEPENAETCSA HA UCTIOTHEHUE TOJKHOCTHOMY JIHLLY.
5.4.0cobennocmu pabomol ¢ I1eKMPOHHBIMU OOKYMEHMAMU
5.4.1. B yupeXIeHHU CO3JA0TCA H UCTIONB3YIOTCA:
— DJJIEKTPOHHBIE JOKYMEHTBI, CO3JaBAEMbIE B 3JIEKTPOHHOW (popMe Oe3 mpeaBapUTEIBHOTO
JOKYMEHTHPOBAHHA HA OYMaKHOM HOCHTETIE;
— BJIEKTPOHHBIE 00pa3bl JTOKYMEHTOB, TMOTYYECHHBIE B PE3YNIBTATE CKAHUPOBAHHUA TOKYMEHTOB
1 XPAHAIIUECS B CHCTEME 3TIEKTPOHHOTO JOKYMEHTOOOOPOTA.
54.2. IlpueM wu OTHpaBKa »JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIIFOTCA OTBETCTBEHHBIM
3a BEJICHHUE JEIIONPOU3BOJCTBA B YUPEKICHUU.
5.4.3. DOneKkTpoOHHBIE TOKYMEHTHI CO3JAIOTCA, O0O0padaThIBAIOTCA W XPAHATCA B CHCTEME
3MEKTPOHHOTO TOKYyMEHTOO0O0POTA YUPEKICHHUA.
544. DOnekTpOHHBIH JOKYMEHT JODKEH ObITh  OQOpPMIIEH TI0 OOIMUM  TpaBUIIAM
JENONPOU3BOJACTBA W MMETh PEKBU3MTHI, YCTAHOBJIEHHBIE MJI1 AHAJOTHYHOTO JIOKYMEHTA
Ha OyMa)KHOM HOCHTEJIE, 32 UCKIFOYCHHEM OTTHCKA TEYaTH M H300pakeHus [ ocyaapcTBEHHOTO
rep6a Poccwmiickoii denepanmu.
54.5. [Ina noATBEPXKACHUSA  TNOMIMHHOCTH  JJIEKTPOHHBIX  JOKYMEHTOB B YUPEKICHHHU
HCTIONB3YIOTCA JICKTPOHHBIE IA(POBHIE TTOATHCH.



Hcmonb3yeMble cpeacTBa JIEKTPOHHOU IU(PPOBON TMOIITUCH TOJKHBI OBITh CEPTH(PHUITUPOBAHBI
B YCTAHOBJIEHHOM MOPSJKE.
3.5. Hugpopmayuonnasn 6ezonacnocmeo
5.5.1. MuadopmanmoHHble pPecypchl YUPEKIECHUS IO TOCTYMY (BO3MOMKHOCTH HWCIIOIB30BAHUS)
MOIPA3JIENIAIOTCS HA OTKPHITYIO (00MIeTOCTYMHY 0) HH(pOpPMAIHIO, CITy:keOHYI0 HH(POPMAIHIO
¥ WH(OPMAIIHIO OTPAHHYEHHOTO PACITPOCTPAHEHUS (JTOCTYTIA).
K kareropum OTKpBITOM HH(OPMALIMH OTHOCHUTCS WH(POPMALHA, COAEPKAIIAACA B TOKYMEHTaX
1 0a3ax JaHHBIX YUPEKICHUSA, HETIOCPEACTBEHHO 3aTPAruBaOIas MPaBa M HHTEPECHI TPAXKIAH.
K xareropun cinyxeOHOM WHPOPMAIMH OTHOCHUTCS HHPOPMAITHS, COMECPIKAMAACT B JOKYMEHTAX
n 0a3ax JAHHBIX YYPEKJIEHHUS, TMPEeIHA3HAYCHHAS JUIA JOJDKHOCTHBIX JIMIl M pAOOTHUKOB
VUPEKIEHUS, TIPH BHITOJTHEHUH UMHU CBOMX (DYHKIIMOHAIBHBIX O0S3aHHOCTEH, HE 3aTParuBaroImas
HAMpPSIMYIO TpaBa W MHTEPECHI TPaKJAH U HE OTHOCSIIAACS K KaTErOPUM OTPAaHUYECHHOTO
pactipocTpaHeHus (A0CTymA).
K «kareropum wH(pOpMAIMM OTPAHUYEHHOTO PACTIPOCTPAHEHWS (IOCTyHa) OTHOCHUTCA
uHpOpMAIA, COAEpKamascs B JOKyMEHTaX W 0a3aX JaHHBIX, BKIIOYAIOIIAS CBEICHHA
KOH(HIEHITHATPHOTO XapaKTepa.
Bes mnpopMmarus, copepikamasics B JOKyMEHTaX W 0a3ax JAaHHBIX YUPEKICHUS, IO YMOTIAHHIO
ABIIAETCS OTKPBITOM W oOmenocTynHod. MckmroueHne cocTaBisieT HH(OPMAIMS, OTHECCHHAS
K KATETOPHSAM CITy:K€OHOUM M OTPAHUYCHHOTO PAaCTIPOCTPaHEeHH (J0CTyTIa).
5.5.2. Jluunpie nena paOOTHUKOB, JHYHBIE KAPTOYKH PAOOTHHUKOB, TPYIOBBIE KHIKKA
PabOTHHUKOB, TPUKA3HI TI0 JIMYHOMY COCTABY TOJDKHBI XPAHHUTHCS B ceiipe WM B METAIUTHYECKOM
mkady.
bnaHku TpymOBBIX KHIDKEK IO MEPE HEOOXOAMMOCTH BBIHAFOTCA OTBETCTBEHHOMY JIHILY, WITH
PYKOBOJUTENIO. 3aMKUCH B TPYJOBOH KHIKKE MOJMUCHIBAET PYKOBOJUTEND YUPEKIACHHUS.
5.5.3. VYcraHoBKa W 3KCIUTyaTanys MPOTPAMMHOTO OOECTIEUEHHs, TMOyYEHHOTO U3 JTF00BIX
WCTOYHUKOB H BBHITIONHAIOIMETO (DYHKIMH, HE CBA3aHHBIE HETOCPEICTBEHHO C BBITOJHEHHUEM
pabOTHHKAMH CBOMX JODKHOCTHBIX 00S3aHHOCTEH, KATETOPUYECKH 3aIpeIneHa.
5.5.4. Bcg npeacTaBiieHHas B 3JIEKTPOHHOM BHAE HWH(OPMALHWSA, MOCTYMAKOMAS B YUPEKICHHUE,
B 0053aTE€TIFHOM TIOPSI/IKE TOIJIEKUT MPOBEPKE aHTHUBHUPYCHBIMHU CPEACTBAMH.
5.5.5. DnexTpoHHas TIOYTA MOMKET WCIOIB30BATHCA TOJB30BATEIIMA TOJIBKO I OOMEHa
WH(POPMAIMEH, OTHOCAIIEHCS K KATETOPHH OTKPBITOH M CIYKeOHOW. 3ampemeHo HCTONb30BaTh
3MIEKTPOHHYIO TIOYTY UIA TEpenayr WHPOPMAIMH, OTHOCAMICHCA K KATETOPHH OTPAHUYCHHOTO
pacnpoCTpaHEHH.
6. U3roros/jieHHe M HCNOJIb30BAHUE MeYaTel U LLITAMIIOB
6.1. YupexxaeHHe HMEET KpPYIUIyI0 I€4aTbh ¢ HAMMEHOBAHUEM YUYPEXKICHHS IO YCTaBy H
PEKBU3HTAMH JIETCKOTO Caja, OJIAHKH CO CBOUM HAMMEHOBAHHUEM.
6.2. lleyatm W3roTaBIMBAIOTCA B CTPOTO OTPAHUYEHHOM KOJMYECTBE U HCKIIFOYUTEIBHO
B CIy’)KEOHBIX memaX. PemeHue o0 HEOOXOOUMOCTH H3TOTOBICHHSA TEUATEH W UX KOJIHYECTBE
MPUHUMAET PYKOBOJUTEND YUPEKIACHHUS.
B cmyudae ciayxeOHONW HEOOXOMMMOCTH TIO PENICHHUIO 3aBEIYIOMIEH JOMYyCKAETCS HM3TOTOBIICHUE
JOTIOTHUTENBHBIX SK3EMIUIAPOB NEYaTeH.
6.3. IleyaTtpro 3aBEPAIOTCS TOANMHCH PYKOBOIHUTENS, €TO 3aMECTHTEJICH, TJIABHOTO OyXTranrtepa,
a TaKKE JPYrUX JOJDKHOCTHBIX JIML, KOTOPBIM IPHKA30M YUYPEKIEHUS WU JTOBEPEHHOCTHIO
MPEIOCTABIECHBI COOTBETCTBYIOIIUE TTOTHOMOYHS.
6.4. [leyatn 1 TaMIBl XPAHATCA B HAACKHO 3aMAPAOIIUXCA TIKadax.
OTBETCTBEHHOCTH 3a 3aKOHHOCTH UCITIOJIb30BAHUS U HAJEKHOCTh XPAHEHUS MEYaTEH BO3/IaracTcs
HA PYKOBOJUTEIA YUPEKACHHUS.
7. Opranusanusi A0KyMeHTOB B J1e/I0NPOU3BOICTBE
7.1. Homenxknamypa oen
7.1.1. Opranm3aiisi JOKYMEHTOB B JIEIOMPOM3BOJACTBE MPEACTABISIET COOOM COBOKYITHOCTH
BUIOB Pa00T, 00eCTIEYMBAIOMNX COXPAHHOCTh, YYET, CHCTEMATH3ALMIO JOKYMEHTOB,



¢dbopmupoBanue u oQOpMICHHE €N B JACIONPOM3BOACTBE, W HX TMEpPeNadyy B apXWB B
COOTBETCTBHH C YCTAHOBJICHHBIMHU TPEOOBAHUAMHU.
OCHOBHBIMH BHAAMH Pa0OT, 00ECTICYMBAOMIMMHU TIPABUIIBHYIO OPTraHU3aIMI0 JOKYMEHTOB B
JETOTIPOU3BOJCTBE, ABIIIOTCS COCTaBICHHE HOMEHKIIATYPHI 1e7 B 0(pOPMIIEHHUE JIEN.
7.1.2. HomeHKknaTypa AeN - CHCTEMATH3UPOBAHHBIN TEPEYEHb 3ar0JIOBKOB (HAMMEHOBAHHUM) JET
MAJIOY Ne 380 ¢ yka3aHuEM CPOKOB UX XPAHEHHS.
Homenknatypa nen npeaHazHadeHa g OpraHU3alMK FPYIITMPOBKH HUCTIOJHEHHBIX JOKYMEHTOB
B JIeNa, CUCTEMATU3ALlMKU U YUYETa JIEJ, ONMPEACIIEHUA CPOKOB UX XPAHEHHA W SIBISETCS OCHOBOU
UL COCTABIICHHUS OTHUCEH JIeNT TOCTOSTHHOTO W BpeMeHHOTro (cBbime 10 eT) XpaHeHHs, a TaKKe
IUTA yYeTa e BpeMEeHHOTO (10 10 et BKIFOYNTENhHO) XPAHEHHUS.
7.1.3. Ilpu coctaBieHUH HOMEHKIATYPBI Jen pyKoBoacTByroTca YcraoMm MAJIOY Ne 380,
MOJIOKEHUAMH O pasmuudon aestenbHOocTH MAJIOY Ne 380, ero ciyx0ax, NITaATHBIM
pacTHcaHueM, TUIAHAMH U OTYETaMHU O paboTe, ePEeYHAMH TOKYMEHTOB C YKa3aHHEM CPOKOB UX
xpaHeHus. M3yqaroTcs mokyMeHThI, oOpasyromrecs B aestenmbHOCcTH MAJIOY Ne 380, ux BHbI,
COCTaB M COJEpKaHMUE.
7.1.4.B MAJIOY Ne 380 cOCTaBIAIOTCS HOMEHKIIATYPHI €T KaKIOW CIYKOBI W CBOJHAS
HOMEHKJIATypa e
7.1.5. CBognas HoMmeHknarypa nen MAJIOY Ne 380 coctaBnseTcs 3aBeayrOIIMM.
7.1.6. CBogHas HOMEHKIIAaTypa Aen yTeep:xkaaeTcs 3apeayrouuii MAJIOY Ne 380.
[Tocme yTBEpKaAEHUS CBOAHOM HOMEHKIATYPHI el ciryk061 MAJIOY Ne 380 mory4aroT BEITUCKH
W3 COOTBETCTBYIOLINX €€ PA3JENIOB I UCIIONb30BAHUA B padoTe.
7.1.7.Y TBEp:KICHHBIN DK3EMIUTAP HOMEHKJIATYPBI A€ ABIAECTCA JOKYMEHTOM MOCTOAHHOTO CPOKa
XpaHEHHUA
7.1.8. CBonHas HomeHknatypa aen MAJIOY Ne 380 exxeromHo yTOUHSIETCS, YTBEPXKAAETCS U
BBOJUTCS B IEUCTBHE ¢ | CEHTAOPS ClIeyIOMIETO To/Ia.

7.2. Opzanusayusn onepamugno20 Xpanenus O0KyMenmos
7.2.1. PabOTHHKH, OTBEUAIOIIHE 34 JCIIOTIPOU3BOICTBO, HECYT OTBETCTBEHHOCTh 34 COXPAHHOCTh
JOKYMEHTOB U €I
Jlena pa3MemnaroT B CHELUANBHO OTBEACHHBIX JUIA 3TOM LENM MOMELIEHUSAX B 3alHMparoInuecs
mkadel, cerdsl U T.I1., YTOOBI 00ECTIEUNTh MX COXPAHHOCTH W 3aUIMTY OT BO3JCHCTBUSA TBLIH
Y COJIHEYHOTO CBETA. B LENsIX TNOBBIIIEHUS ONEPATHBHOCTU TMOUCKA JOKYMEHTOB, Jena
pacnofylararoTcsi B COOTBETCTBUM C HOMEHKIAaTypol nen. HomeHkmaTypa [en unM  BBIITUMCKA
W3 HEE TIOMEMIAETCS Ha BHYTPEHHEH CTOpOHE mIKada.
Ha xopemikax 0010KeK 1€ YKa3bIBAIOTCS HHAEKCHI JIENT TT0 HOMEHKIIATYPE.
7.2..2. Beigaya Aen ¥ KOMUN JOKYMEHTOB JPYTMM MOJIB30BATEIIAM MPOU3BOIHUTCS C Pa3pelICHHs
PYKOBOAMTENA yupexacHusA. [lema BBIHAOTCA BO BPEMEHHOE TOJB30BAHHE HA CPOK HE Oolee
oxHOro Mecsama. [locie neTeyeHns yKa3aHHOTO CPOKa JIETIO JTOJDKHO OBITh BO3BPAIIEHO HA MECTO
€ro XpaHEeHUsl.
CTOpOHHMM TMONB30BATENAM JI€Nla BBIAAIOTCS HA OCHOBAHMHM MX MUCBMEHHBIX 3aIIpPOCOB
C pa3peleHus pyKOBOAUTENSA YUPEKIECHHUA MO aKTaM.
N3paATHE AOKYMEHTa W3 JIed MOCTOAHHOTO XPAHEHHUA AOIMYCKAETCA B UCKIFOUUTENBHBIX CITydasx
Y NIPOM3BOJUTCS C pa3pelieHUs] PYKOBOJUTENS VYYPEXKACHHA, IIPU 3TOM B JI€NIE  OCTAETCS
3aBEPEHHAs KOMUA JOKYMEHTA U aKT O IPUYMHAX BBIJAYH MOAJIMHHUKA.

8. 3ak1r0uuTeIbHBIE M0JI0KEHUSI

8.1. Cpok aericTBuss MHCTPYKLMH - O 3aMEHBI HOBBIM.
8.2.MAJIOY Ne380 obOecrieunBaeT TOCTYITHOCTh M OTKPBITOCTh HHPOPMALIMH ITyTEM Pa3MEIEHHUS
HacTosmer MHCTpyKIMU Ha oUIMaIb-HOM caiiTe AETCKOTO caja B CeTH HHTepHET edu.tatar.ru.



