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1. O6mue mosioxkeHus
1.1. Hacrosmas Uncrpykuun no sesenuio aenonpouspojactsa B MBJIOY «Jlerckuii cag Ne 151»
pa3paboTaHa B LENAX PALMOHANBHOM OPraHH3aLMK JIOKYMEHTAIIHOHHOTO 00ecrneyeH s JesTeIbHOCTH
MBJIOY  «Jletckuit can Ne 151y, a Taxke CTPOroro cob.0/IcHUs NeHCTBYIOUMX HOPMATHBHBIX
JIOKYMEHTOB B c(pepe I0KyMeHTalmu 1 nudopmarmu (nanee — MucTpykuus).
1.2, Wncrpykuus cocrasnena B cootserersun ¢ I'OCT P 7.097 — 2016 or 01.07.2018
Haumonansusit  cranmapr Poccuiickoit OQenepaunn. CucreMa CTaHZApToB 10  MH(OpPMAIHH,
OubinoTeyHoMy M u3maTeNbCKOMy Jieny. Opranu3annoHHO-pacopsAKTeIbHAA  JTOKYMEHTALIHS.
TpeGosanus k opopmiennio goxymentos" (yrs. Ilprkazom Poccrannapra ot 08.12.2016 N 2004-cT);
1.3. Koutpons Bemenuss nenonpoussonctsa B MBJIOY «Jlerckuit cax Ne 151y OCYLIECTBIISET
3asenyroumit MBJIOVY «Jlerckuit cax Ne 151, KoTOpBIit JaeT yKa3aHus 110 BOIIPOCAM OpraHU3alHH U
BCICHHS  JICJIONPOU3BOJICTBA, 0Os3aTeNbHbIE JUIA HMCIONHCHUS BCEMH CIykO0amH, NpoBepser
COCTOSIHME JICJIONPOU3BOJCTBA M OCYUIECTBIAET OOyyeHHe pabOTHMKOB, OTBETCTBEHHBIX 3a €ro
BEJICHHUE.
1.4. OTBETCTBEHHOCT 32 OPraHM3ALMIO JIEJIONPOM3BOJCTBA, CBOEBPEMEHHOE M KAYCCTBEHHOE
MCIIOJIHCHHE JIOKYMEHTOB, HX COXPaHHOCTEH Bo3Jiaraercs Ha 3asenyroiryio MBJIOY «Jletckmii camg No
151».
1.5. Hemocpencrsennoe Besenne nenonpoussoictsa B ciyx6ax MBJIOY «[letckuit cax Ne 151y
BO3JIAracTCs Ha COTPYIHMKOB, HA3HAUCHHBIX OTBETCTBEHHBIMM 3a 9Ty paboTy, KOTOpbIE
00eCIIeYMBaAIOT Y4eT M MPOXOKICHHE JIOKYMEHTOB B YCTAHOBJICHHBIC CPOKH, HHOpMHUpYIOT
PYKOBOJICTBO O KA4yeCTBE HX MHCIOJHEHHS, 3HAKOMAT COTPYIHMKOB C HOPMATHBHBIMH M
METOMYECKHMHU JIOKYMEHTAMH 10 JICJIONPOM3BO/ICTRY.
1.6. PaboTHuKH, ~HA3HAUCHHBIC ~OTBETCTBCHHBIMH 33  BEJCHME  JICJIONPOM3BOICTBA,  HECYT
OTBETCTBEHHOCTb 33 BBIIOJIHEHHE TpeOOBaHWH Hactosmei MHCTPYKuMM, 3a  COXpaHHOCTEH
HaXOJAIMXCA Y HUX CITYKEOHBIX JI0KyMeHToB. OO yTpaTe JOKYMEHTOB HEMEUICHHO AO0KJIA/AbIBAIOT
sapenyromeMy MBJIOV «Jletckuit cag Ne 151 ».
1.7. Tlpu yxo/e pabOTHHKA, OTBETCTBEHHOTO 3a BE/ICHHE ACIONPOU3BOJICTBA, B OTILYCK MMEIONIHECS Y
HEro JIOKyMEHTHI 110 yKaszanuio 3asejyiomero MbJIOY «Jlerckuit cag Ne 151» nepenarotes JIpYroMy
pabOTHHKY, KOTOPbIH 0053aH IPHHATb MEPBI K UX CBOCBPEMEHHOMY HCHOJHEHHIO. [IpH yBONbHEHHH
WJIM TIEPEMEIIEHHH OTBETCTBEHHOIO 33 BE/ICHHE JEJIONPOM3BOJCTBA NIPOM3BOAUTCA NEpeiaya el
JIOKYMEHTOB, O YeM COCTaBJIAETCA IIPHEMO-C/IATOYHBIH aKT, KOTOPBIH YTBEPIKIACTCA 3aBE/yIOLIMM.
1.8. MHCTpyKuus pacnpoCTpaHseTcs Kak Ha TpaJHIHOHHOE JeJIONPOM3BOACTBO, TaK M Ha
opraHu3aluio paboTel ¢ JOKYMEHTAMH, CO3/aBaeMbIMu cpeJcTBaMu DBT.
2. HoxymenTsl, Heobxoaumble npu ynpasjenun MBIOY «Jlerckuii cag Ne 151».
2.1. Tlpu mNOArOTOBKE, COIJIACOBAHHH, MOJNHCAHMM M YTBEPKACHHH JIOKYMEHTOB HEOOXOIUMO
cobmonate TpeGoBaHMs, 00eCIeYHBAIOUIME IOPHIHYECKYIO CHIY JIOKYMEHTOB M BO3MOMKHOCTb MX
00pabOTKH C HUCIIOIB30BAHUEM CPEJICTB JJIEKTPOHHO-BBIYHCIIUTEILHOH TEXHUKH.
2.2.CocTtaB JIOKyMEHTOB, 00pa3yloOWMXCA B IPOLECCE JEATEIbHOCTH, OINpEIENseTcs: ero
KOMMNeTeHIMel 1 QpyHKLMSIMH; KPyroM YNpaBJIeHYeCKUX NeHCTBHIA, IIOPSIKOM pa3pelleHus BOIPOCOB
(elMHOHAYAIBHBIA MJIH KOJUIETHAJIBHBIN); XapaKTepOM B3auMOJCHCTBUS MeXkIy 0Opa3oBaTeIbHBIMU
YUpPEXKICHUAMU ¥ JApyruMH opranusauusmu. B cocras nokymentos MBJIOY «Jletckuii cax No 151»
BXOJIAIT:



Z
joroBopkl 06 06pa3oBaHHH, KoeKTHBHBbII norosop,
[MonoxeHuss 0 Cayxk6ax M pasIHIHOH JIeATEeNBHOCTH, JAOJDKHOCTHBIC Hﬂczz,yxél::)]l COTPY MHuKop,
[ITAaTHOE PaclKCaHHe, NpaBujia BHYTPEHHETO Tpy/JOBOrO pacrnopsixa, prno: IrI ﬁ OPBI 4 11p.);
- pacrIopAIMTEIbHEIC JOKYMEHTHI (TPHKA3EL, MHCTPYKIHH, PACIIOPIKEHUSA U T. T;,I’ =
- HH(OPMALHOHHO-CNIPABOYHbIE  OKYMEHTBI (MpOTOKONBI, IUIAHBL,  OTHETBL, PaBKH,  ary,
JIOKJIAZHbIE M OOBACHATEIbHBIE 3aNMCKH, THCHMA, TeserpaMMbl H TeeOHOTPAMMEI i ap.).
2.3. JIOKyMeHTBI, KaK MpaBuio, opopMIIOTCA Ha OmaHKax MBI[OVU «[letckuit cag Ne | 51y,
cootserctyiomux [OCT P 7.0.97 - 2016, comepxaT yCTaHOBJIEHHBIH KOMILICKT 06s3aTeNbHE
PEKBH3MTOB TIPH COOTBETCTBYIOLIEM HX PACIOIOKEHHH.
3. OcoGeHHOCTH MOArOTOBKH H 0(OpMIEHHS 0TAeIbHBIX BHA

3.1. I[Ipukas )
wsnaBaemsri 3asenytommii MBZIOY «Jlerckuit can Ne 151». Qg

3aBeIylolmeif, eCIH B TEKCTE HE yKa3aHO IPYIoro cpoka,

- OpraHM3allHOHHBIC JOKYMCHTEI (Ycras,

0B JOKYMEHTOB

3.1.1.Ipuka3 - mMpaBOBOH aKT,
BCTYyIaeT B CHJIy C MOMEHTa MOANHCAHHS

[ToanyCcaHHBIHA MPHKa3 PETHCTPUPYETCH.
Tlpukasamu OQOPMISIOTCS pElIeHUs HOPMAaTHBHOTO —Xapakrepa [0 BOIPOCAM OpraHH3aluy

[UIAHMPOBAHMS, OTYETHOCTH, Y4eOHO-BOCIHMTATEIBHOrO mpouecca, - neqe6Hov-npo¢unaKmqecm
MEpONPHSATHH, (bu3HYecKoro pa3BUTHA, (HuHaHCOBO-X03HCTBEHHOH NeATETBHOCTH,
BHELIHEIKOHOMHUYECKOH eSTeNLHOCTH, a TAKXKe [0 ONepaTHBHBIM, OpraHH3allHOHHbIM, KaJPOBEM H
ApYTHM BOTpocaM BHyTpeHHeii paboter MBJIOY «Jletckuit cag Ne 151».

IIpOeKTH! TpHMKA30B MOATOTABIMBAIOT PAOOTHHMKH, HA3HAUCHHBIC OTBETCTBEHHBIMH 33 BeEJCHHe
JIENIONPOM3BOACTBA HAa OCHOBAHHH IMOPYYEHHS 3aBEIYyIOLICTO qu60 B HHULIHMATHBHOM IIOPSIKE.
IIpoexTsl NpPHKa30B [0 KaApOBBIM, HOPMATHBHBIM, ONEPATHBHEIM, OPraHM3alMOHHBIM BONpPOCaM
paspabaThiBaeT 3aBelyIOIIMH; MO OCHOBHOM JEATEIbHOCTH (y4e6HO-BOCIIMTATEIbHBIA IpOLECE) —
CcTapuIMit BOCMIHTATENb; 0 GHHAHCOBO-X03AHCTBEHHOM NEATENBHOCTH — 3aMECTHTCIb 3aBeIyIOLIEH 110
aIMUHUCTPATHBHO-XO3SHCTBEHHON paboTe; O 3a4MC/IEHHH X OTYHCICHHH BOCIHTAHHHKOB, II0 OXpakHe
Tpyna — 3asemytommit MBJIOY «Jerckuit can Ne 151»; 1Mo MEAMIMHCKOMY 0OCITy)XHBaHHIO H
OpraHu3alliy [IMTaHHs - CTapllias MEJULIMHCKAas CEeCTpa.

3.1.2. Jlatoif mpukasa sBiseTcs fAara ero MNoAmucaHus. Jlata JOKyMeHTa 3alMCBIBAETCA B
10CJIe10BATEIPHOCTH: IEHb MECAL@A, MECSLL, FOJI OHHM H3 JIBYX CIIOCOOOB!

- apabcxumu nudpamu, pasfeneHHbIME Toukoit: 05.06.2016;

- CJIOBECHO-IIM(POBBIM criocoboM, Hanpumep: 5 urons 2016 r.

3.1.3. Ilpuka3sl N0 OCHOBHOM (aAMHHHCTPATHBHOH M (HHAHCOBO-XO3SHCTBCHHOMN) CATENLHOCTH, MO
JMYHOMY COCTaBYy, O 3a4HCICHHHM M OTYHMCIEHHMHM BOCIHMTAHHHMKOB, QOPMHUDYIOTCS H HYMEpYIOTCA
OT/EJIBHO B Mpejesiax KajJleHJapHoro roja.

3.1.4. Konuu npHKa3’oB WIH UX Pa3MHO)XEHHBIE 3K3eMILIAPHI 3aBepsioT nedarsio MBJIOY «JleTckuit
cax Ne 151» M HampaBifIOT IO ajpecaM B COOTBETCTBHH C YyKaszaTesjeM pacChUIKH, KOTOpbI
COCTaBJISET H MOJNKUCHIBAET UCIIOTHHUTED.

3.1.5. Ilpuka3 uMeeT CIEAYIOIHE PEKBH3HUTEI:

- HAHMEHOBaHHe YUpEeKICHHUS;

- CIpaBOYHbIE JaHHBIE 00 y4peXKACHHH;

- HAUMEHOBaHUE BUJIa IOKYMEHTA;

- IaTy 4 HOMep JOKYMEHTa;

- 3ar0JIOBOK K JIOKYMEHTY;

- TEKCT JOKYMEHTAa;

- MOANHUCh; - BU3Bl; - OTMETKY O NIPUJIOKEHHUH.

3.1.6. HamMeHoBaHME JETCKOro caja yKa3plBaeTcs B IIOJHOM M COKpalleHHOH (opMe
MyhnununansHoe GIOIKeTHOE AOIIKONBbHOE 06pa3oBaTebHOE yupeskaeHue «Jlerckuii cam Ne 151
KoMOuHHMpoBaHHOrO BHaa» Hoo - CaBuHOBCKOrO paiiona r. Kazauu, MBJIOY «JleTckuii can Nel51».
INeyaTaor HEHTPHPOBAHHBIM CIOCOGOM (HAYalo U KOHEI KaXIOi CTPOKH PeKBH3HTAa PABHO yAATCHE!
OT IPaHUI( 30Hbl PAaCIOJIOKEHHUS PEKBU3UTOB).

3.1.7. HaumenoBanue Buna moxymenta - "Ilpuxas" (mocne HOMepa IpHKa3a MCI0jb30BaTh JUTep
«JICy»):

- Tp¥ OQOPMJIEHMH NpPUKA30B MO JHYHOMY COCTaBY B pabOTe HCIONB3YIOT yuuqmuuposaﬂﬂble
dopmpl, yreepxnennbie ITocranosnennem I'ockomcratom Poccum ot 05.01.2004 Ne 1 « 0

YTBEpK/IeHUH GOPM INEPBUYHOH YYETHOH NOKYMEHTALMH MO ydeTy TpyJa H ero OIIaThly coryiacHO
IEPEYHIO :
‘Homep lHaHMeHOBaHHC bopMeI dop
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(bopMmbI mat
T-1 I1pukas (pacniopsixkenue) o TpueMe paboTHHKA Ha paboTy A4
T-la | Tlpuka3 (pacnopsikenne) o npueme paboTHHUKOB Ha paGoTy A4
T-2 JInunas kaprouka paborauka 2A4
T-3 IllTaTHOE pacnucanue A4
T-5 Ilpuxas (pacriopsixkenne) o nepesoje paboTHUKA Ha ApYryio paboty A4
T-5a |Ilpukas (pacnopsikenue) o nepeBosie pabOTHHKOB Ha JAPYryio paboTy A4
T-6 I1pukas (pacnopsxenne) o TNPEJIOCTABIIEHAN OTIyCKa pabOTHHKY A4
T-6a |IIpuxa3s (pacnopskenne) o NPEJIOCTABIEHNN OTIyCKa pabOTHUKAM A4
T-7 ['padux ornyckon Ad
T-8 Ilpukas (pacnopsokenne) o NPEKpalleHHH  JEHCTBHSA TPYIOBOrO A0rOBOpa A4
(koHTpaKTa) ¢ paboTHHKOM
T-8a  |Tlpukas (pacriopsikenye) o mnpekpamenun neiicrsus TPYIOBOTO JIOTOBOpa A4
(KOHTpaKTa) ¢ paboTHHKAMH
T-9 I1pukas (pacniopsixenne) o Hanpasienun paboTHHKA B KOMaHIHPOBKY A4
T-9a  |Ilpuxa3s (pacnopsikenue) o HampasieHHH pabOTHHKOB B KOMaHIMpPOBKY A4
T-10a | CiryxxeOHoe 3ananue uis HanpaBieHus B KOMaH/IUPOBKY M OTYET O €ro BHIMOJHEHHH | A4
T-11 |TIpuka3s (pacnopsbkeHue) o OOMPEHNH paboTHHKA A4
T-11a |IIpuka3 (pacnopsiKeHue) 0 MoOIpEeHHH pabOTHHKOB A4

- 10 (UHAHCOBOM JEATEIBLHOCTH, 1O OCHOBHOM JEATENBHOCTH, 1O BOCIHTAHHHKAM (nersm), 1o
NIPEI0CTABJICHUIO NOMOJHUTEIBHBIX MUIATHBIX YCIYT MCIONb30BaTh JUTEPhl «D», «O», «J», « JITY »
COOTBETCTBEHHO.

3.1.8. 3aroyioBOK JIOJKEH KpaTKO M TOYHO OTpaXkaTh COJAEPIKAHHME TEKCTa NMpHKa3a. 3aroJioBOK, Kak
npaBuio, (GOpPMYIUpYeTCs B MNPEUIOKHOM [auexke, HaIpUMEp:
yUpexKIeHUs..." .

3aronoBoK nevararoT mpudrom, 6e3 ab3alHoOro OTCTYNA, pacmoaras Ha CTPAHMIE B JIEBOM BEPXHEM
yriy. 3arojloBOK, COCTOSIIMM H3 ABYX M Oojiee CTPOK, paclojaraloT Ha CTPAHMIE Yepe3 OJIHH
MEKCTPOUHBIH HHTEpBaJI. TOUKY B KOHIIE 3ar0JIOBKA HE CTABSIT.

3.1.9. Texct oTmensieTcss OT 3aroJIoBKa ABYMSI-TPEMSI MEXCTPOYHBIMH HHTEpBAJaMH, II€YaTaeTcs
14,13,12 xeryieM yepe3 OJAMHAPHBII HHTEPBAJ TEKCTOBOTO MOJIS M BLIPABHUBACTCSI 110 JIEBOM U IIpaBOM
rpaHui@aM TexcroBoro nois. Ileppas crpoka ab3auna HauMHaeTcs Ha paccTosHuM 1,25 cM OT J1eBoi
TPaHMIBI TEKCTOBOTO TOJIS.

TekcT TpHKaza MOXET COCTOATh M3 JIBYX 4YacTedl: KoHCrarupyroweil (npeamOysisl) u
PacIopsITUTEIbHOM.

B KOHCTAaTHpYIOMIEif YacTH KPaTKO M3JIAraloTcs LeH W 3aaui, GakTbl W COOBITHS, MOCITYXUBIIHE
OCHOBaHHMeM JuIsl u3jaHus mpukaza. OHa MOXET HayuHaThed cioBamu "B nmemsx..", "B
coorsercTBuu...", "Bo ucmonenue.." u T. A. EciM mpuka3s W3jaercs Ha OCHOBAHHH JIPYToro
JOKYMEHTa, TO B KOHCTaTHpYIOWIEH 4YacTH yKa3blBAIOT HAMMEHOBAHHE O3TOr0 JOKYMEHTa B
TBOPHUTEIBHOM IaJIeXe, ero Jary, HOMEp U 3arojioBOK.

B OTZeBHBIX CHydasX KOHCTATHpYIOUleH 4acTH MOXKET IpeIlIecTBOBAThH MpeamOysia W3 OJHOTO -
JIBYX TpEJUIOKEHUH, B KpaTKoii (opme OTpaxaiomas CyTh NpUKa3a, HO NPH TOM HE IOyOnupyromas
ero 3arofoBok. OOBYHO NpeamOyily HCIOJNB3YIOT JUIi TOrO, YTOOBI YNPOCTHTH M COKPATHTh
(GbOopMyIHpPOBKY 3aroJIoBKa. . "
PacnopsjuTensHas — 4acTh ~ OTAENSETCS  OT  KOHCTAaTHPYIOUICH  CJIOBOM npm<va3mBa“10».
PacniopsuTensHas 4acTb JOJKHA COJEPXKATh IEPEUHCIIEHHE NPEIHCHIBACMBIX JCHCTBHH  C
yKa3aHMEeM HMCIOJIHUTES KaXK0ro NCHCTBHS U CPOKOB HCIIOTHCHHUS. PacnopsiaurensHas 4acThb MOXKeT
OBbITh pa3jieNieHa Ha IYHKTBI M IOJITYHKTBI, KOTOPBIC HYMEpYIOT apaGCKani uudpamu. Kaxnpri
NyHKT PACHOPSAMTENbHOM YaCTH HAYMHAETCS C YKa3aHHsS KOHKPETHOr0 ACHCTBHA, BBIPAKEHHOTO
TJIaroioM B HeomnpeieieHHoi (popme. JleHcTBHs OIHOPOJHOTO XapaKTepa MOryT OBITH NIEPEYHCIICHBI B
O/IHOM TMyHKTE. B KauyecTBe MCIOJHHTEJNCH YKa3hIBAIOTCA CIyKOBI MJIH KOHKPETHBIE JIOJDKHOCTHBIE
yvna. [Tocneuuit MyHKT pacmOpSAHTEIbHOM 4YacTH MOXKET COAEPXKATh CBEACHHUSA O ciyxde HiIH
JIOJKHOCTHOM JIMIIE, Ha KOTOPOE BO3JI0KEH KOHTPOJIb UCIOJHEHHS IIPHKa3a.

Ecnu mpuka3s u3MeHsET, OTMEHSET MM JIOTIOJNHSET paHee H3J(aHHBIH JIOKYMEHT I Kakoe-TO €ro
TOJIOKEHHE, TO OJMH W3 MYHKTOB PACHOPSAMTENLHOMH YaCTH TEKCTa JAOJDKEH COJCPXKATh CCLUIKY Ha

"O BbIaTe  pabOTHHKAM
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OTMEHSICMBIii JOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €T0 JIaThl, I:OMGPa M 3aroyioBka. Tekery
IyHKTa HEOGXOMMO HauMHATh ciioBamu "IIpH3HaTh yTPATHBIIHM cHiy... . i
B npuka3e 1o NoAnMchio A0JDKHOCTHOTO JIHIA YKa3hIBACTCA rpud «C NpHKa3oM O3HAKOMIICH(b1)y: ¢
TIOCTeAYIONmEH MONMCHIO BCEX JIMIL, yKa3aHHBIX B IIPHKA3C.
3.1.10. Tlommuch BKmouaeT B cebsi HaMMEHOBAHHE JODKHOCTH, MHHIHAILL H bavmmiio g,
06IajialoIero NpaBoM W3/[aHKs PHKA30B, a TAKIKE CHTHATYPY (JIMYHYIO MO/IIHC) Y
[IpuKassl TOANMCHIBAET 3aBelylOIIMii, a B €¢ OTCYICTBHC - HCIIOJHAIOMMUH  00s3aHHOCTY
sasenytoniero MBJIOV « Jlerckuit cag NelS1». =
3.1.11. B BBIMHCKE M3 IPHKa3a COAEPIKATCA BCE PEKBH3UTHI IIPUKA3a /10 pacrOpAAUTETLHON HacTy. 3
PaCIOpAMUTENbHON YacTH OepyT TOJNBKO Ty WH(pOpMALHMIO, KOTOPad HEOOXOZMMa B KakIom
KOHKPETHOM Clyyae. BBHIMMCKY 3aBepsiOT MNpPOCTAaBJICHHEM OTMETKH «BCPHO» H TIOAMHCEHIO
3aBEpAIOLIETO.

3.2. Honoxcenue. Ipasuna. HHCMPyKKUA. 3
3.2.1. Ilonooicenue - NOKyMEHT, YCTAHABIMBAIOLIHI CHCTEMHO CBA3AHHBIC MEKIY co0o¥t npasua mo
BOIPOCAM, OTHECEHHBIM K KOMITETEHIIMH HECKOJIBKMX JIOJDKHOCTHBIX JIMI HIIH cyx6 MBJIOY
« Jerckuit cax NelS51».
3.2.2. Ilpasuna - TOKYMEHT, 3aKPEIUISIONIHi HOPMBI M TpeGOBaHHs, 0053aTENbHBIE /ISl BBINOIHEHHS
JOJDKHOCTHBIMM JMIAaMH # cyx6amu MBJIOY « Jerckuit cax Nel51» B mpouecce MOBCEIHEBHOI
JEATENbHOCTH.
3.2.3. HUucmpykyus - JIOKYMEHT, NpEINHMCHIBAIOIMH IOPSNOK OCYUIECTBICHHS KakKoH- mmbo
JEATENBHOCTH WK TOPANOK NPHUMEHEHHS OTAENBHBIX IOJOXKEHUH HOPMATHBHO-TIPABOBBIX aKTOB B
ycnoBusx ¢pynkuuonnposanust MBIIOY « Jlerckwuit cax NelS1».
3.2.4. TlonoxeHus, NpaBWwia W MHCTPYKIMH NPHMEHSIOTCS B KayecTBE CaMOCTOSTENBbHBIX
OpraHM3allHOHHO-PACHIOPSAUTENFHBIX ~ JOKYMEHTOB.  BBemenue B JEHCTBHE  YKAa3aHHBIX
OpraHM3alMOHHO-PACIOPSAUTELHBIX JOKYMEHTOB OCYIIECTBIISETCS C YTBEPXKACHUS HX 3aBeXyIOIIEeH
MBJIOY « etckuit cag Nel51».
3.2.5. Tlopsmox HOATOTOBKM NMpPOEKTAa IMOJOXEHHS, MPABHI M HHCTPYKLIHMH aHAlIOrMyeH ollemy
HOPSIAKY HOATOTOBKU IPOEKTOB HOPMATHBHBIX aKTOB.
3.2.6. Pemenue 0 mopsaxe NPHHATHS MONOXEHWHM, MpaBHJ, HHCTPYKUMUH HAXOJUTCA B BEICHHH
MBJIOY « Hetckmii cag NelS1».

3.2.7. VYreepxnenue opopmiusercs B popme rpuda yrBepKACHNs HIH IyTeM H3JaHus IPHKa3a 06 uX
YTBEPXKACHHUH.

3.2.8. [laroit monoxenus (TpaBuwil, MHCTPYKUMH) SBJISETCS JHaTa €ro YTBEPXKACHHS, €CITH B
COJIEpXKaHUH JIOKYMEHTA 3TO HE OrOBapUBACTCA B OTAEIHLHOM IIYHKTE.

3.2.9. Tlonoxenue (npaBuIiIa, HHCTPYKIHSA) N€YaTaeTCA HA GNAHKE YCTAHOBJIEHHOMH GOpMBI MpPHHTOM
Times New Roman Cyr 14-m, 13-M,12-M Keriem.

3.2.10. TTonoxxeHue UMEET CIENYIOLIHE PEKBUZUTEL:

- HAUMEHOBAHHE YUPEKJICHHS;

- HAUMEHOBaHHeE BUJA AOKYMEHTa;

- IaTy YTBEPXICHHS 1 NIPUHSATHS, COIJIACOBAHHS JIOKYMEHTA;
- 3arQJIOBOK K JJOKYMEHTY;

- TEKCT JOKYMEHTa;

- OTMETKY O IPHJIOXKEHHH.

3.2.11. IlpaBuia, HHCTPYKIHUS HMEET CICAYIOIHE PEKBH3HTHI:
- HaMEHOBaHHE YUPEXICHHUS;

- HAaUMEHOBaHMeE BUJA OKYMEHTa;

- IaTy IOKYMEHTA yTBEPIKACHHUS, IPMHATHSA H COITIaCOBAHMS JOKYMEHTA;
- HOMep NOKYMEHTa;

- 3ar0JIOBOK K TOKYMEHTY;

- TEKCT JIOKyMEHTa;

- IOJNHCh 03HAKOMJIEHHS C JOKYMEHTOM;

- OTMETKY O NPUJIOXKEHHH.

3.2.12. Haumenopanue MBJIOY « [lerckuit cag NelS1» ykassiBaercs B mOJHOl dopme mo Ycrasy
(MyHununaneHoe GIOIKETHOE OWIKONBHOE 06pa30BaTebHOE yapexnenne «Jlerckuii can Ne 151
xoMOuHMpoBanHoro BHma» Hoso - CaunoBckoro paifona r. Kasanu, neuataetcs LeHTpupoBaHo). B
TeKcTe gonyckaercs cokpawmennoe MBJIOY « Herckuii cag Nel151» .

3.2.13. Hammenosanue Buja fokymenTa - "Tlonoskenune" - 1ononHseTCs npemiorom «O», «O0».
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3.2.14. Jlata tokymenTa o(opMIISIETCS B COOTBETCTBHH C 11. 3.1.2.

3:2.15: “3aron<‘))?ox K TEKCTY TOJNIOXEHHs (OpMYIHpYeTCs B MpeulokHoM majexe (OTBEYaeT Ha
BONPOC "0 4eM?"); 3aroJIoBOK K TEKCTY MpaBuI (opmymmpyertcs B poauTensHoM majexe (OTBEYaCT Ha

" ny.
BONpPOC "4ero?"); 3aroJoBOK K TEKCTy HHCTPYKLHMH (GopMmynHpyeTcs B pPOMHUTENBHOM Majieke
(orBeyaer Ha Bonpoc "koro?")

3.2.16. Tekcr NOKyMEHTa M3/IaraeTcsi OT TPETHEro JHLA EAMHCTBEHHOrO MM MHOYKECTBEHHOTO
unena. B rexcre menompsyior ciosa "momken", "cremyer”, "Heo6xomimo", "sampemaercs’, "He
Jomnyckaercs".
3.2.17. Texcr nokymenTa oGBIMHO OTKpHIBaeTCs HeGOMBLION MpeamGysoi wi pasxenom "OGmmme
TMOJIOXKEHHUS", B KOTOPBIX yKa3aHB OCHOBAHMS JUIS pa3paboTKH JOKyMEHTa, ero Ienb, 00JacTh
NIPUMCHEHHS], OTBETCTBEHHOCTD 3a HAapyIICHHE YCTAHOBIEHHBIX MPABKJI M TEXHOJIOTHH | T. 1.
3.2.18. TekcT moKyMmeHTa MONOKEHUS (mpaBmJI, MHCTPYKLMH) MOXeET OBITh pa3jie/ieH Ha IJIaBbl,
MYHKTBI ¥ NOMYHKTBI. [J1aBbI IOMKHBI MMeTh Ha3BaHMA. WX HYMEpYIOT PHMCKHMH HIIH apaGCKHMH
mudpamu. Hymepaumio myHKTos u NOAMYHKTOB 10KyMeHTa IPOM3BOAST apabCKHMHU LH(pamH.
3.2.19. Ecnu HOKyMEHT M3MEHSET, OTMEHSCT MM JONONHSET paHee W3JaHHBI JOKYMEHT HJIH €ro
OTACNBHBIC MOJIOKEHHS, TO 00 3TOM JeNaeTcs COOTBETCTBYIOLIEE IPHUMEYAHHE B 3AKIIOUHTENIBHOM
IIYHKTE.

3.3. IIpomokon
3.3.1. Ilpomokxon - noxyMeHT, (UKCHpYIOIMI COJEpKAHHE COBEIIATEIBHBIX MEPONPHATHH H
NPUIAIOIIHHI IOPHIMYECKYIO CHITY IIPUHATHIM Ha HUX PEIICHUAM.
3.3.2. Tlporokon cocraBiserci Ha OCHOBaHMHM pabOYMX 3amucei, NMPOM3BEJEHHBIX BO BpeMs
COBEIIAHHI, & TaK)K€ pa3JHYHBIX NHUCHMEHHBIX MATEPHAJOB (TE3HCHI JOKIANOB M BBHICTYIUICHHIH,
CIIPaBKH, IPOEKTHI PELICHUI H JIp.).
3.3.3. Benenue 3anucu Bo BpeMsl 3ace/laHusl, COOp MaTepHaioB U MOArOTOBKA TEKCTa BO3JIaracTcst Ha
ceKpeTapsi KOJUIETHaJIBHOrO OpraHa MJIH COTPYJHHKOB, TOTOBMBIIHMX BOIIPOCHI K 00CYKACHHIO.
3.3.3. Texct mpoTokona HOJKeH OBITh MOATOTOBJICH HE IO3JHEE YeM dYepe3 TpU JAHS ¢ MOMEHTa
[IPOBEICHHS COBEIIAHMA.
3.3.4. TTonnMHHHMKH JOKYMEHTOB II0 BOIPOCAM, PAaCCMOTPEHHBIM Ha 3aCe[JaHHH, HANpPaBIAIOTCS JUIL
NOAILIMBKY B JIEJI0 BMECTE C BBIMHCKOM U3 IPOTOKOJIA O MPHHSATHIX PEIICHUSX.
3.3.5. IIpoTOKOJ UMEET CIIEAYIOIIUE PEKBU3UTHI:
- HAUMEHOBAHHUE BHJIA JJOKYMEHTA; - IaTy JOKYMEHTA; - HOMEp JIOKYMEHTA;- 3ar0JIOBOK K JIOKYMEHTY;
- TEKCT JIOKYMEHTA;- IIOJITHCh;- BU3bI; - OTMETKY O IPHIIOKEHHH.
3.3.6. ITpotokon nevaraior popmara A 4 mpudrom Times New Roman 14-m, 13 —m,12-M Keriem
HIIH [IUIOYT BPYYHYIO.
OdopMIIeHHe PeKBU3UTOB IPOTOKOJIA IPOU3BOAUTCS C COOMIONICHHEM HIKECTETYIOMUX MPABHIL:
3.3.7. Haumenosanue JoKymenTa - "IIpoTokon" - meyaTaeTcs OT IPaHMIBI BEPXHEro mojs GrnaHka
TIeYaTHBIMH OyKBaMH, [OJY)KHPHBIM IPAPTOM.
3.3.8. 3arojioBOK K TEKCTy IIPOTOKOJIA COJEP)KMT Ha3BaHHE IPOTOKOJBHOIO MEpONpPHSTHS
(coBemanue, 3acejaHne, coOpaHHe) M HAHMEHOBAHHE KOJUIETHATILHOrO Opraha, paboTta KOTOpOro
NPOTOKOJHPYETCs. 3aroioBOK B TNPOTOKOJE OTASIACTCS OT MNPENbILYLIEro PeKBH3HTA ABYMS
MEXCTpPOYHBIMH HHTEPBATAMH H PAcIIoNaraeTesi ICHTPOBAHO OTHOCHTE/IBHO PEKBU3HTOB OnaHKa.
3.3.9. Jlara npotokoa o(popMILIETCsS B COOTBETCTBHH C II. 3:1.2.
3.3.10. TexcT mpoTOKOJIA IIe9aTaeTCs YEpe3 OAUH MEXCTPOYHBIH HHTEPBAJL.
3.3.11. Kaxplil pa3aen mpoTOKoJIa HyMepyeTcs apabeKoi 1 poH.
3.3.12. TekcT mpoTOKOJIA, KaK IPaBHJIO, COCTOHT U3 ABYX yacTeii - BBOAHOH U OCHOBHOM.
3.3.13. BBojHas 9acTh TEKCTa COAEPXKHT CBEIEHHs O MpeJce/aTelie, CEKpeTape, NpHCYTCTBYIOMHX,
NPUIJIAIEHHBIX U O IIOBECTKE JHA. 3
JInst muLt, ZOTIONHUTENBHO IPUIJIAIIEHHBIX Ha COBEIIAHNE U3 YHCIIA COTPYHHKOB MBJIOY « [lerckuit
can Nel51», momMumo (GaMHIMM H WHHIMAIOB, YKa3bIBAIOT 3aHUMaeMyIO JOJDKHOCTb, a A
CTENMAIACTOB U3 APYTHX OpraHM3allHi - JOJDKHOCTh ¥ Ha3BaHHE OPraHH3allHy.
Crnosa "[ToBecTka JHS» PacIoaraloTcs UEHTPHPOBAHHO, TOCIE HAX CTABATCS BOCTOHHE. Bompocs!
TOBECTKM JHA HyMepyioTcs. Kaxplii HOBBIA BONPOC NevaTacTes OT 1-ro MoNOXEHHUS TaQyﬁxTopa.
TNocnenoBaTebHOCTS ~ PACTIONOXKEHHS.  BONPOCOB  ONMPENENACTCS — CTENEHBIO  MX  BAKHOCTH.
DopmynupoBka BONPOCOB MOBECTKH [HS HAYMHACTCS C MPE/UIOroB "o", "06". Jloknam (OT4YET,
coobuienue, nHdopmaLHs), HAUMEHOBAHHE JOJDKHOCTH, HHHLHAIILI 1 (GaMuIIHIO IOK/IATUHKA [THIIYT B
poaMTENHLHOM Masiee. He BKIIoUaTh B oBeCTKy AHs MyHKT "Pasnoe". Kaxplil BONPOC MOJDKEH OBITH
KOHKpETH3HpPOBaH.
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"Caymamn - Beierymuu - [octanosium (Pewim)”. Dti ¢cjiosa n e

3.3.13, Tlepernt cnonom "Caymamt” CTaBHTCH HOMEP BONPOCA TIOBCCTRH JIHS, NOCACAHETO = ABOCTOMHE,

JQArAoT B OCJIC0BAT/IBHOCTHE
CHATAIOT POIHCHBIMH OYRBAMH,

QaMIUTHS JOKIUMMIKA ICHATACTCS B HMCHHTCIBHOM NQUIEKE 0T 1-r0 NOJIMKCHHA NICHaTaiomero
verpoiiersa, Tlocne danMuann CTABSTCH  MHHIMAIBL,  3QTCM  JABOCTOUME, Killlh}‘ll\'ll ‘ H .“.".mcm“
CONCPXAHIE ORIV B (GOpPME TPSAMOIl pedi, KaBblUKH, OCHOBHOS COACPXMAHHE v)lOl\Jl:L'loB i
BBHICTYILICHHIT HAIArACTCK B TOKCTE NPOTOKOA Te3HCHO, [T0NIHBIE TEKCThI BRICTYILICHHH (IOKIQI08B),
3ABCPEHHBIE TIOAHCHIO COOTBETCTBYIONIHN JIHLL, TPIIATAIOTCS K npoToKony. B _llOCJlC»’“WA\i.L‘Jl,\"mc B
IPOTOROJIC JQIACTCK CHOCKA: "TeKET BRICTYILICHHS IIPHIIaraeTes” (B IPOTOKOJIC be3 KaBBIYCK).
L)\-‘C)'N\','IL‘HIIIO JQOKILA MOTYT NPIICCTBOBATH BOIPOCHL K JOKJIQMHKY, KOTOPBIC BMCCTC € OTBCTaMu
BRIIOUAIOT B paszen "Caywann”. [lepea 3amichio KOKIONO BONPOCA YKASBIBAIOTCS HHHIMAILL,
bavms 1 A0KHOCTS ero anTopa 1 cTaniTes ABocToNne. COACPKANNE BONPOCA SAMICHIBACTES B
dopme npsmoit peun. Tepen dopmyanposkoii otsera mumeres ¢1oso "Orser” (B npoToxone Ges
KABBIMEK), CTABHTCS ABOCTOUHE H 3QIIHCHIBACTCS OTBET B (POPME NPAMOIL PEUH B KABLIYKAX.

NXoz 08eyRICHHS HOKIa1a oTpaxaeTes B pazzene "Buicrymim. Tlocne cinosa "BbicTymmm"
CTABHTCK  ABoeTOuHE. (AMIIHIO BHICTYNAOWETO MHIIYT B HMCHHTEIBHOM NAUDKE 0T 1-ro
NOJIORCHHS  NCUATAIOWRTO  VCTPONCTBA,  3aTeM  YKA3bIBAKOTCHS  HHHUUHAIBL - H - JOJDKHOCTH
BBICTYIAIOWICTO, CTABHTCS THPE H CO CTPOUHOI OYKBBI IEUATACTCH COACPXKAHHE BBICTYIUICHHS B
(opMme KOCBEHHOI peun.

[Ipunsteie pemenns conepxxarcs B pasaene "Hocranosmm (Pewnn)". Ecnu perueHuil HECKONbKO,
OHH HYMEPYIOTCH apa0CcKuMi IHpamMu ¢ Touroil. Kaxaoe pelieHHe CONPOBOMIACTCS YKAZAHHEM
ZI0/DKHOCTH, (PaMHIIHH H HHHIHAIOB OTBETCTBEHHOIO 38 €10 BLINOJHEHHE H CPOKA HCIIOIHEHHS.
3.3.16. TlocTanoBnenne (PelICHHE) NPOTOKOIBHONO MEPONPHATHS H3NAraeTesi B TEKCTE MPOTOKOMA
nosHOCThIO.  Cozepxkanne 0COGOr0 MHEHHS, BBICKA3AHHOTO TNpPH BHIPAOOTKE 1O CTAHOBICHHS
(PelIeHNS), QHKCHPYETCS B TEKCTE MOC/IE COOTBETCTBYIOIIETO MOCTAHOBICHHS (POIISHUS). 31eCh e
HPHBOAST PE3Y/ILTATHI TOJOCOBAHHS IIPH HEOONOIHMOCTH.

B nocrasoBisiowmeli YacTH TeKCTA IIPOTOKONA MOXKET COACPXKATHES IYHKT O NPHHSTHH KAKOTO-THG0
AOKYMEHTA. B 9TOM ¢iyuae NPHHATHIT JOKYMEHT IPHIIAraeTest K IPOTOKOIY, B KOTOPOM IIPHBOAHTCS
CCBUIKA HA €ro HOMEp H JIaTy.

3.3.17.CywmecTBYIOT NOIHAs, COKPAUCHHAS H KPATKas GOPMbI IPOTOKOJIOB. Coxpaiensasi 1 Kparkas
(opMBI IIPOTOKOIIOB NPHMEHSETCS, KOrZAa He Tpedyercs noxpoGHOI 3anmen xonxa O0CYMICHHS
BOIIPOCOB.

3.3.18. B COKpACHHBIX NPOTOKONAX IOCIE CIOHCKA NPHCYTCTBYIOLUAX MM IIPHITIQILCHHBIX
YRQ3hIBACTCS HA3BaHHeE A0Kaza. [locienss cTpoKa Ha3sBaHus 0KIajQ o uepKiBsactes. [lon 4epToil
B CKOOKAX INeYaTalores (GaMHIHH BRICTYHQIOUHX B NOPSUIKE HX BBICTYIIICHHS. Haszsanue kaxuoro
JIOKJIQZA 3aKAHYHBACTCS NPOTOKOJILHBIM PELICHHEM HIIH IOCTAHOBIICHHEM.

3.3.19. B npotokosie KpaTkoii GOpMBI YKA3hIBAIOTCS TONBKO PACCMOTPEHHEIE BOIIPOCHL H MIPHHATHIC
peLICHHS.

3.3.20. ITpoToKou IOANHCHIBACTCS Ipe/ceiaTelleM | cexperapeM. Jlatoil npoTokona sBiaseTes jaara
IPOTOKOJIBHOIO MEPOIIPHSTHS.

3.3.21. IlpoToKoiam NpHCBAHBAIOTCH NMOPSIAKOBBIE HOMEpPA B pesiesiaX yueQGHOro roja 0TAeIbHO 10
KORIOH  rpynne  NPOTOKONOB:  NPOTOKOMBI  OOMMX  coGpamumii PaCOTHHKOB,  3aceaHumil
TeJarorH4eckoro COBETa, POJAHTEILCKHX cOOpaHmii 1 Jp.

3.3.22. HomMepa pelueHui, NPHHATHIX HA 3aCEJAHHUSAX, COCTOST W3 HOMEpa NpOTOKO/A, HOMEpa
PAacCMATPHBACMOr0 BOMPOCA B IOBECTKE JHSA H NOPSIKOBOTO HOMEPA PEUICHHS B Ipeie/aX BOMpoca.
K HoMepaM NpOTOKOIOB H pEIICHHI MOXHO NpHOaBISTH JHTCP COIVIACHO MOMCKOBOI CHCTEME,
npuHsToii B MBJIOVY « Jletckuii caax Nel31».

Konun 1mpotokosoB npn  HeOGXOAHMMOCTH  PacchUIAIOT 3AHHTCPECOBAHHBIM ~ OpraHH3anuaM M
AO/DKHOCTHBIM  JTHHAM B COOTBETCTBHH C YKA3aTeleM pacChUIKH. YKasarens COCTABISeT H
NOANHCHIBACT OTBETCTBEHHBII HCIOIHHTENb CIVXKOBI, NOTOBHBIIHIL paccmoTpenue Bompoca. Kot
IPOTOKOJI0B 3aBepsroT nevarbio MBJIOV « Jlerckuil cag Nel351y.

3.3.23. PemeHns mpoTOKOIBHBIX MEPOIPHATHIH JI0BOAST 10 HCIOJHHTENCH B BHJE BBIIHCOK H3
[IPOTOKO10B. BhImicka 13 MPOTOKONIA COACPIKUT CASAYIONHE PeKBH3HTHL:

- HAMEHOBAHHE yUpeKICHHS;

- HAUMCHOBaKHe BuAA JoKyMeHTa (" Bbimicka 13 nporokona");
- ATy JIOKyMeHTa;
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- HOMEP JOKYMEHTA,;

- 3ar0JIOBOK K JIOKYMEHTY;

- BBOIHYIO 4acThb Tekcra mnpotokona: "Ilpencemarens", "Cekperaps",
"[Mpurnawenusie”, "IToBecTka aus'";

- OCHOBHYIO YacThb TeKcta nporoxona: "Cinymanu", "Ilocranosunu", "T'onocopaim”;

- OANKCH (6€3 JIMYHBIX MOANKCEH, Tak Kak BBIIMCKH, KaK MPaBUIIO, 3aBEPSIOTCS TONBKO MOAIHMCHIO
cexperaps);

- OTMETKY O 3aBEPEHHH KOIIHH.
3.3.2.3. Beimncxka u3 nporokosia 3aBepsietcs nevatbio MBIOY « etckuit cax Nel51y.

3.4. Cnyacebnvie nucoma
3.4.1. CiyxeGHble nMCbMa MOTIYT GBITh MHUIMATHBHBIMH M OTBETHBIMH. Bce ciyxeGHbIE MHCEMa,
BBICBIIaeMbIe 3a npexaensl MBOVY « Ierckuii cag NelS1y, cumtarorcs ucxoosuumu. CiyxeOHbIE
nuceMa, noctynatomme B MBIIOY « Jerckuii cag NelS51» - exodswue. CriyxeOHbIE mHCbMa

(cny>1<e6nf,1e 3aMMCKH), IUPKYIHPYIOIIKE MEXIYy NODKHOCTHBIMM JHuamu u ciyx6amu MBIOY
« [lerckuit cam Nel51» cumrarores enympennumu.

3.4.2. CpoK HCTIOJHEHHS OTBETHOTO MMCHMa YCTAHABIIMBACTCS:

- c000pa3Ho ¢ yKa3aHHEM, COJAEPXKAUMMCS B JJOKYMEHTE (IMCHME H T. I.), Ha KOTOPBIHA JAlOT OTBET
HaCTOSILIVM ITHCEMOM;

= pe3omouneﬁ PYKOBOOMTEIIS HA NOKYMEHTE.

B ocTanbHBIX CiTydasX CpOK OTBETa Ha Cily)keGHOe IMMChMO yeTaHaBnuBaetcs 3asenytomuit MBJIOY
« Herckuit cam Nel51» (HO mpu 3ToM OH He MOXeT npeBpnnarh 30 JHEH ¢ MOMEHTa IIOJyYCHUS
JIOKYMEHTa YUPEKICHUEM ).

3.4.3. Cpoku TOATrOTOBKH HHHIMATHBHBIX MHUCEM ompenensiores 3aseayiommM MBJIOY « [lerckuit
cag NelS1».

3.4.4. CnyxeGHBle MUCHMA TI€YATAOTCS HA THTYIbHBIX 6nankax MBJIOVY « Jlerckuit can Nel51» st
IMCEM YCTAHOBJIEHHOTO 00pa3iia WK MHIIYTCs BPYIHYIO (BHYTPEHHHUE).

3.4.5. Ilpu odopmiieHrH mHckMa Gosiee YeM Ha OJJHOM CTPAaHHMIE BTOPAs M MOCHIEYIOHE CTPAHUIIbI
HYMEpYIOTCS IOCEPEIHE BEPXHEro Mo apabekumu mudpamu 6e3 TOUKH.

3.4.6. TexcT ciy)eOGHOro NUChMa, KaK NPaBrIIo, OJDKEH KacaThCsl OHOTO BONIPOCA HIIM HECKOJIBKHX
BOIIPOCOB, €CJTM OHHM B3aHMOCBs3aHbL. TeKCT CiIy)KeOHOro MHChMa H3/IaracTes:

"IIpucyrcTBoBamM",

- or l-ro jmma MHOXeCTBeHHOro umcia, Hampumep: "[lpocum wanpasuts...", "Hampasisem Ha
paccMOTpeHHe...";
- OT 3-ro JHIa eIMHCTBEHHOro umcia: "PYKOBOJCTBO YUPEXACHHs CUMTaeT...", "CoBeT menaroroB

YUpeXIEHHs pacCMOTpelL..." | T. IL;

- oT 1-ro jHna equucTBeHHOro yicna: "Iponry...", "Hanpassio..." i T. .

3.4.7. TIpu ynoTpe6IIeHHH B TeKCTe GaMIIHH JTUI HHAIHATIBL YKA3BIBAIOTCS TOCIE baMuam.
B 1enoBeIX (Cny)keOHBIX) MMCbMaX MOTYT HCIIOJIb30BATHCA:

- BCTYIUTENIFHOE OOpalleHue:

VBaxcaeMsbIii rocrouH Ilpeacenarers! VBaxkaeMblit rocrioue ['y6epratop!
VBaxkaemsblit rocroaus [Ipoxopos! VBaxkaemasi rocrosxa 3axaposa!
Veaxaembiit Huxosnait [Terpoud! VBaxaemas Onbra Huxonaesna!

VBaxkaeMsle rocroza! 5
B ofpamesns 10 JOJDKHOCTH HAHMEHOBAHHE MOJDKHOCTH NMIIETCS C IPONHMCHOM OykBBHI, B
o6pamenuy o (haMUIIUK HHUIHAIIBI JIHIA HE YKa3BIBAKOTCA.
- 3aKIIOYHMTENbHAs STHKeTHas ppasa: C yBaXXCHHEM, ... . .
3.4.8. Tekcr cmyxeOHOrO MUCbMa OGBIYHO COCTOMT M3 IBYX dacTed. B mepBoii yacTu H3naraioTcs
MOTUBBI MUCHMEHHOTO ObpamIeHus (B HEOGXOMMMBIX CIy4asX - CO CCHUIKOHM Ha COOTBETCTBYIOINHE
HOPMaTHUBHO-IIPaBOBEIE H OpraHM3alHOHHO-PACTIOPAUTEILHEIC JIOKyMEHTBI). Bo BTOpOH uacT,
HayuHaromelics ¢ a63ama, W3naraercs CyTh obpamenust - mpocsba, cooluieHue KaKoii-muoo
uH(OpPManyy, COMPOBOAUTENBHbBI TEKCT M T. II. B HEOOXOMMMBIX CllydasxX CIy)keOHOE MHCBMO
MO)XXHO 3aBEpIIUTh KPATKAMH BBIBOAAMH.
3.4.9. TekcThl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3alaHHsM, 3a()UKCHPOBaHHBIM B
Pe30monuK pyKoBOTUTEIA.
3.4.10. Taroit ciyxeGHOro muchMa BO BCEX ciyyasx sIBJISETCS JaTa ero moanucanus. I1pn Hammauu
IPHIOXKEHHH K CIy)KeOHOMY TMHCBMY 06 BTOM JeNaeTcs COOTBETCTBYIOINAs CChHUIKA B
3aKIIIoYKTEIEHOM ab3ane TEeKCTa.
34.11. AnpecaT HCIONB3YeTCs TMPH o(OpMIICHAH JIENOBBIX (CITy)XeOHBIX) THCEM, BHYTPEHHHX
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JIOKyMEHTa MO>KeT ObITh OpraHu3auus, CTpyKTypHOC nojpaszieyiecnue op » oe
i (pU3HUEcKoe JIMLIO.
anka (IpY TPOMOIE
3.4.12. Pexsu3ut "ajzpecar" NpoCTaBiseTCs CrlpaBa nog pCKBH3"I/lTaMH 611 TCE; r}?o ne};()ﬁ HOM
pacronoKeHuu pekBu3nToB 6i1anKa). CTpOKH peKBA3UTA ajpecat” BHIPABHHUBAIO Y Kpaio
i HOM CTPOKH.
WJIM LIEHTPHPYIOTCSI OTHOCUTEJILHO CaMOH JUIMH
OJIMTENIS]) OpraHu3
3.4.13. Tlpu ajpecoBaHHH JOKYMEHTa PYKOBOAHTCIIO (3amecTHTENIO PYKOBOX ﬂ) (p aluy
YKA3pIBAIOTCS B JIATEJILHOM INajieke HAUMEHOBAHME JIOJDKHOCTH PYKOBOJHTEI ;aMecmTenﬂ
PYKOBOJMTEIS), BKJIIOYAIOIEe HaMMEHOBAaHHE OpraHu3aliH, 1 (pamunys, MHULHAIBI IOJDKHOCTHOrQ

JIua. HpuMep

PykoBojuresio PejiepaibHoro
apXMBHOTO areHTCTBa
®damunus U.O.

3.4.14. Tlpu ajgpecoBaHud NMHMChbMa B OPraHM3alMIO YKa3bIBACTCS €€ IOJHOC MM COKpAUICHHOE
HaUMEHOBAHHE B UMCHUTEIBLHOM IaJEXKe.
IIpumepu
1 ®enepanbHOE apXUBHOE ar€HTCTBO
2 PocapxuB
3.4.15. Tlpu anpecoBaHMH JOKYMEHTa B CTPYKTYpHOE IOApa3JIeJieHHE OpraHH3alUH B PEKBH3HUTE
"agpecar" ykasplBaeTcsi B MMEHMTEJBHOM MajeXe HaMMEHOBAHHE OpraHM3alliH, HHXKE -
HaMMEHOBaHHE CTPYKTYPHOTO ITOJ(pa3/ie/ICHHS.
Ilpumep -
denepaibHOE apXHBHOE
areHTCTBO

Otpaen rocynapcTBEHHOR
ciryObl, KaJIpOB U Harpas
3.4.16. Ilpu anpecoBaHMH IHMCbMa PYKOBOJHUTENIO CTPYKTYPHOrO MOApa3JieNieHHs YKa3bIBAETCS B
HMEHHUTEJIbHOM MaJIe)Xe HaMMEHOBAaHME OpraHHM3alluy, HIDKE - B JATEJIbHOM Iajie)ke HauMEHOBaHHE
AOJDKHOCTH PYKOBOAMTEJISA, BKJIIOYAIOIIEE HAMMEHOBAHHE CTPYKTYPHOIO MOApaszielien s, (HaMuIHIo,

HWHHIHAJIBI.

IIpumep -
AO "TIpo¢puns"

PykoBoauTeno
JIOrOBOPHO-IIPABOBOT'O OTAEA

@amunus U.O.
3.4.17. Ilepex ¢damunueil MOJDKHOCTHOTO JIMUA JOMYCKAaeTCs YNOTPEHIsTh cokpauieHue 'T-Hy"

(rocropvny), eciu afipecaT My)XKYnHa, WK "r-xke" (FOCIOXKe), €CIU afpecaT JKeHIHHA.
IIpumepbt
1. r-ny ®amums 1.0.
2. r-xe Gamums U.0.
3.4.18. Ilpu paccbuiKe IOKYMEHTa TpyNIe OpraHM3allMii OJHOr0 THMAa WM B CTPYKTYpPHBIC
HOZpa3/ieSIeH s OJIHOM OpraHU3al|H, afipecaT yKa3bBaeTcs 00001EeHHO.
IIpumepbl
1 PykoBoauTensam pouepHuX
obmmects AO "TIpodub"
2 PykoBouTensM yrpaieHui
Pocapxupa
3.4.19. Ilpn paccbuike 0KyMEHTA HE BCEM OpraHH3alMsAM HIIH CTPYKTYPHBIM I0/Ipa3je/eHusM 04
PeKBH3HTOM "Anpecat” B ckoOKax ykassiBaercs: "(110 CIIHCKY)".
IIpumep -
PykoBoauTessiM A04EPHIX
obmect AO "TIpoduib
(o criucKy)
B omiom noxymenre ne momkmo Gbith Gonee yetbipex anpecaros. Ciopo "Komus" 1nepea
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BTOPBIM, TPETBHM, YETBEPTHIM ajipecataMu He ykaspiBaercs. IIpu GosblueM KonM4YecTBe ajapecaToB
COCTaBJISICTCS CIHUCOK (JIACT, yKa3aTellb) PAaCcChUIKH JIOKYMEHTa, Ha KaK/IOM JOKYMEHTE yKa3hiBaeTcs
OJIMH ajipecaT WK ajpecar opopmiiseTcs 0600IIEHHO.
3.4.20. B coctaB pekBusuTa "Azpecar’ MOKET BXOJMTHL MOYTOBBIH ajpec. DJIEMEHTHI MOYTOBOIO
ajpeca yKasbIBalOTCS B I1OCJIE/IOBATENILHOCTH, YCTAHOBJICHHO# [IpaBunaMu oka3aHus yciiyr nmo4ToBoii

CBA3M, YTBCPKACHHBIMH NpHKa30M MHHHCTEPCTBA CBA3M M MACCOBBIX KOMMYHHKalui Poccuiickoii
®enepauuu ot 31 urons 2014 r. N 234,

IIpumep -
Bcepoccuiickuit Hay4HO-
HCCIIe/IOBATENbCKUI HHCTUTYT
JIOKYMEHTOBE/ICHHs ¥ apXUBHOTO Jiesia
[Tpodcoroznas yi., a. 82,
Mocksa, 117393

IouroBbIii anpec MOKeT He yKa3bIBAaTBCS B JOKYMEHTAX, HanpaBJsSeMbIX B BBICIIME OPraHEbI

BJIACTH,  BBINCCTOSAIIME OpraHMW3alliM, IOABEIOMCTBEHHbIE OpraHM3alMd M  NOCTOSHHBIM

KOPPECTIOH/ICHTaM (32 MCKIIOYEHHEM HAIpaBJeHHs NHCEM YKa3aHHBIM aJpecaTaM B KOHBEpTAX C
NPO3pavyHbIMU OKHAMH).

3.421. Ilpu anpecoBanun JOKyMeHTa (M3UYECKOMY JIHILY YKasbIBAIOTCA: (AMIJIHA MHMIMAIEI,
MIOYTOBBIN ajpec.

Ipumep -
®amunug U.0.
Capmosas yi., 1. 5, kB. 12,

r. JIro6epusr, MockoBckast 0611., 301264
3.4.22. Ilpu oTnpaBKe MUCHMa 10 JIEKTPOHHOM 110YTe WK 1o haKCUMUILHOM CBs3M (6€3 IOCHUIKH 110

I0YTe) IMOYTOBLIA aJpec He yKa3blBaeTcs. IIpH HEOOXOAMMOCTH MOXET GBITh YKa3aH 3JI€KTPOHHBIN
azapec (Homep Tenedona/pakca).

IIpumep -
Bceepoccuiickuii HaydHO-
UCCIIE0BATEIbCKUNA HHCTHTYT
JIOKYMEHTOBEJICHHsI U apXUBHOI'O JeJia
mail@vniidad.ru
3.5. Teneghonozpamma
3.5.1. TenepoHorpaMma BKJIIOYAeT CJEAYIOIIME PEKBU3UTBHI: HaMMEHOBAHHE YYPEKICHHs, ajpec,
IaTy, MHJEKC, TEKCT, MONUCH, OTMETKH O BPEMEHHM INEpe/ladyl U yKa3aHWe JOJDKHOCTeH W damuimii
(unu TonpKO (haMMIIMiA) JIML, NPUHABLIIMX M nepeiaBmux Tenedonorpammy. B ciydae orcyrcreus
6naBKOB U4 TeneOHOrpaMM IIPUMEHSIOTCH JUCThl Oymaru ¢dopmara A4. Tenedonorpammer
COCTABJISIOTCS B OZHOM 3K3eMIUIApE, IMOAMNHUCHIBAIOTCS PYKOBOJHMTEIEM HIIH HENOCPEICTBEHHBIM
UCTIOJIHUTETIEM.
Texcr He mokeH BiodaTh Oosee 50 cnoB. Tenegonorpamma nomkHa OBITH HaTMpoBaHa
U MOANHKCAHAa JIMLIOM, OT HMEHH KOTOPOT0o OHa NEePeaaeTcs.
3.5.2. TenedoHnorpaMma IeperacTcs HECKOJBKAM aJpecaTaM IO MPHIAraeMOMYy CIHCKY a/ipecaToB
¥ HOMEpOB TeNIe()OHOB.
3.6. 3asenenue

3.6.1. 3asBeHre — 3T0 OpHULHATEHOE COOONIEHH!E B THCBMEHHOM bopme. OHo conepxkut
TIpeIOKEHHE, JKAT0By MM POCKOY KaKoro-1ubo 4eIoBeka, aJpeCoBAHHbIC WK OPraHU3alMH, WK
JOJKHOCTHOMY Jjiniyy. CTaHapTHO 3asBJICHHE ITHINETCS Ha Oymare opmara A4 Genoro LBeTa,
CHHEl (4epHOii) macToit. 3asBICHHE MOXKET OBITh HAIMCAHO OT PYKH MM Ha KoMIbioTepe. B
TOCIe/IHEM ClTyYae IaTy ¥ MOANHCH CTABUTCA BPYUHYIO.
3.6.2. He nomycKaroTcs MCTIpaBJIeHUs], 3a4ePKHBAHMNS, @ TAK/Ke HCIIONIb30BAHHE IITPHXA ¥ IPOYHX
3aMa3bIBAIONIMX YEPHHMIL.
3.6.3. 3anonHeHre HAYMHACTCS C KLIATIKHY:
- B IIPaBOM BEpXHEM YTy BITMCHIBAIOTCS JaHHbIe CTOPOH. CHavasa B AaTebHOM najeske (KoMy)
BIIMCBIBACTCS NOJKHOCTH OTBETCTBEHHOrO pykoBoauTeis, ero ®MO n na3Banue opraHu3aumy,
MMEHHO B TaKoOM Mocje0BaTeNbHOCTH. Hike yKa3pIBalOTCS JAHHbIE 3asBUTENS B POJAUTEITLHOM
najiesxe (OT Koro), MOTOM JI0JDKHOCTB (IOJTHOCTBIO), nosiHoe PUO sassutens. Eciu 3assnenue
NHIIeTCS Ha MMs PYKOBOJIMTEJIS TOM 7K€ OpPraHH3aliH, K KOTOPOH OTHOCHTCS aBTOP 3asiBJICHHS, TO
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MOCNEIHHMIT TOJKEH yKa3aTh CBOIO JOJDKHOCTD, @ €CITH BE?IBJICHHC a.apeCOBaHE) B Kaxy;z-nnﬁo HHYIO
OpraHH3alHIO, TO MOJAIONIHI{ 3asBIeHHE YKa3bIBAET CBOM a/IpeC, KOHTAKTHBIN 'rene6<1) .Hx :
- 3aroJIOBOYHas 4acTh (HaHMEHOBaHHE JOKYMEHTA MUIIETCS B CEPEAMHE JIUCTA JIIOOBIM Tpex
cnoco6os: )
a) «3asBieHue», rie nepsas Gykpa 3arjaBHas, B KOHIIE CIOBA TOYKA HE CTABHTCS; .
0) «3ASIBJIEHUE», Bce Gyksbl B coBe 3ar1asHble. Takoii BapHaHT HCIIOIB3YETCS MPH MEYATHOI
¢opme, B KOHIIE TOUKa HE CTaBUTCS.
B) «3asBIICHHEY, C MATEHBKOI OYKBEI, B KOHIIE CTaBUTCS TOYKA.
- TCKCT 3asBneHus. Kcmomb3yercss, kak mpaBio, OQHUHMAIBHO-AETOBAsA JEKCHKA, B HEKOTOpkIX
SAABJICHHUAX NOMYCKACTCs yNOTpeOleHue My MMIUCTHIECKOM JIEKCHKH.

- OIHCh NPHJIAraéMbIX JOKYMEHTOB (€C/IM MPUIIAraroTCs).
- AlaTa, IOANMCH 3asiBUTENs (BHU3Y CIpaBa).
3.7. 3anucka
3.7.1. 3amucka (ananutHyeckas, HOKIanHas, CciyxkeOHasd, OOBACHMTENbHAs) — JIOKYMEHT,
ANpECOBAHHBIM  DYKOBOAWTENIO JAHHOTO HITH BBIIIECTOSAIIETO  YUPEXKACHHA M COACPKaLIMK
obCTosTENIbHOE H3TI0KeH e KaKOro-1160 BOIpoca ¢ BEIBOAAMH H MPEJIOKEHHSIMH COCTABHTE]IA.
3.7.2. Jloxnammas 3amucka COCTAaBISETCS KaK MO THYHO HHHIIMaTHBE aBTOpa (paboTHmKa),
TaK H 110 YKa3aHUIO (nuCEMeHHOMY HITH YCTHOMY) PYKOBOIMTEJIA.
3.7.3. 3anucka cocraBnsercs na OyMakHOM HOCHTeJIE W B 3IEKTPOHHOM BH/IE.
Odopmnenne 3anucku 3asucut ot azpecara. [Ipu cocTaBneHHH JOKIANHON 3AMHCKH, alpecOBAHHOI
PYKOBOZUTEMO YYPEKACHUS B paMKax YUpeXKICHHs, OHA CYHTAETCH BHYTPEHHeH H odopmisercs
Ha CTaHNapTHEIX JmcTaX Gymarn dopmara A4. Ecu sammcka ajipecyeTcs 3a MpeEeNbl YUIpekKIeHH s,
TO ee 0hOPMIIAIOT Ha Onanke, 1 OHa Ha3bIBaeTCS BHEIIHE,
BuemHss 3amucka momkma COACPXKATh CIENYIOUME PEKBU3HTBI: HAHMEHOBAHUE YUPEKICHHS,
BHJI NIOKYMEHTa, 1aTa IOKYMEHTa, PCTHCTPallHOHHBIM HOMED, MECTO COCTaBICHHS, Ha3BaHHE
JOKYMEHTa (3arojioBOK K TEKCTY), €ClH TeKcT Gojee 4 — 5 CTPOK, aapecaT (BI), TEKCT, MOIIHCH
PYKOBOIMTES yUPEKACHHS.
BHyTpennss 3anucka gomkra CONCpKATh CIEAYIOMME PEKBU3MTEL: BH/ IOKYMEHTa, JaTa JIOKYMEHTa,
Ha3BaHHE NOKyMEHTa (3arojoBOK K TEKCTY), eCil TeKcT Goee 4 — 5 cTpok; anpecar (bi), TEKCT,
IOANHKCH (C yKa3aHHEM JOKHOCTH, avunmn, vaunmanos). [oamuckaer BHYTPEHHIOIO JIOKTIAJHYIO
3aIHCKY COCTaBUTEIb.
3.7.4. Pa3sHOBHAHOCTBIO [OKIATHON 3AIMCKH ABJLIIOTCA  IPEACTABIICHMS.
TIPH JOKYMEHTHPOBAHUH ~ KaJApOBOH  JEATENBHOCTH ¥ COCTABIIIOTCS
3aMECTUTENIEM pyKoBoauTeNs. IlpeicTaBneHus cocTapisior B CIIyYasix I0o1x
HaJIO)KEHHSI B3bICKAHHUH, IPOBE/IEHUS aTTECTALHH.
3.8. Akm

3.8.1. AKT — JOKYMEHT, COCTaBJICHHBIH M IOIMHCAHHbIA HECKOJIbKUMH JI
YCTaHOBJIEHHBIE (aKThI U COOBITHSL.
AKTBI COCTaBIIAIOTCS 110 PE3yJIbTaTaM PeBU3HH (MHAHCOBO-XO3AHCTBEHHON JeATeNBHOC
Tepejiady e, TPOBEPKH HAIUYMs, HHBEHTAPH3ALKH H JIp.
AKT COCTaBJIA€TCs KOMHCCHOHHO (HE MEHEe JBYX COCTAaBUTeNIei) 1iu CIICLHAIBHO YIOTHOMOYEHHEM
JIOJKHOCTHBIM JIHLIOM.
3.8.2. Axrodopmisercs  Ha CTaHIApPTHBIX  JIHCTaX  Oymaru wpupToM  Times New
Roman (Cyr) pasmepom Ne 14 u uMeeT cieiyiolue peKBH3HTHL
I'pu¢ yTBEpKIEHHS BKIIOYAET CIOBO «yTBEpXKIAI0», KOTOPOE MevaraeTcs NpONHCHBIMH GykBamu,
0e3 kaBbIY€K, HAMMEHOBAaHHME JOJUKHOCTH JIMIA, YTBEPXK/AIOIETOo aKT, JHYHYIO  OJMHCE,
ee pacmupoBKY U Jaty.
CioBo «yTBEpKIal0», HAMMEHOBAHHE JOKHOCTH JILA, YTBEPIHBIIEIO JOKYMEHT, pacuiposka
MOJIKCH U JaTa pa3feisioTces 1,5 MeXCTPOUYHBIMU HHTEPBAIAMH.
HanmenoBanue BHJa JOKymMeHTa — akT. HaumeHoBaHMe BHIA [OKyMeHTa oT/dessercs
OT NpeABIAYINero pEeKBH3HTAa 3  OJMHAPHBIMH _MEXCTPOYHEIMH  MHTEpBAlaMH, —IeyaTaeTcs
IPONKCHBIMH OYKBaMH, BbIAENSAETCs MPU(TOM APYTroi HACBILEHHOCTH U Bmpaamzsae’rcx 10 LEHTpY.
Homep odopmiisieTcss apabekumu udpamu | n1e4aTaeTcs I0Cie CI0Ba aKT, Ha Toi Xe CTpoKe.
Jlata akta JO/KHA COOTBETCTBOBATH JHIO aKTHPYEMOro (akta wmd cobbtus u  odopmisercs
CJIOBECHO-IH()POBBIM CIIOCOOOM Yepe3 2 OHHAPHBIX MEKCTPOYHBIX HHTEpBANA OT 3aroJIOBKa.
MecTo n3aaHus yKa3plBaeTCs Ha OQHOM JIMHMH C JATOM.
3arooBoK OT/IENACTCA OT MPEBIAYIIEro PEeKBH3NTA 3 OJMHAPHBIMH MEXCTPOYHBIMU MHTEpBATIAMH,
neyaraercs yepes | MHTepBAs, BBIACISAETCS NMOTYXKHPHBIM WPU(TOM, H BBIDABHHBAIOTCS IO LEHTpY.

Ownn ucnone3yrores
PYKOBOJHUTENIEM HIIH
PEHHUS PabOTHHKOB,

HIIaMH M NOATBEPKAAIOLIHIA

TH, IpUeMa —
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Touka B KOHLIE 3arojioBKa HE CTABHUTCS. B 3aronoske K TEKCTY aKTa YKa3bIBa€TCSd Ha3BaHUE WIIH

KpaTKO€ CONCPXKaHUE aKTHBHPYEMOro (haKTa MM COOBITHS. 3arojI0BOK
«O uyeM?» cocTaBjieH aKT, HarnpuMmep:

HE IOoUICKAIHX nanbneﬁmemy XPaHCHHUIO ).

Texer oTAENACTCA OT MATHI M MecTa W3AHUS aKTa 3 MEXCTPOYHBIMH HHTEPBAIAMH M T1€4aTAeTCH
yepe3 1,5 HHTEpBaa.

JOJDKEH OTBEYaTh Ha BOIIpoC:
«O BBIICJICHUM K YHUYTOXKEHUIO JIOKYMEHTOB H €1,

Texer akta cocTouT U3 IBYX yacTeit — BBOJIHOM M KOHCTaTHPYIOIIEHA.

BBomnast yacte Tekcra aKTa HauyuHaercst cioBoM «OcHOBaHHE:» IIOCJI€ KOTOPOrO YyKa3bIBaeTCA
HAaHMCHOBAHHME NOKYMEHTa, IIOCTY>KHBIIETO OCHOBAaHHEM JUISl COCTABJICHHS aKTa, €ro mata, HOMep

H 3aroJIOBOK.

C HOBO¥ CTPOKH OT JIEBOH IpaHHIBI TEKCTOBOrO TOJIsL JOKYMEeHTa nevataercs ciioBo «CocTaBieHy,
CTaBUTCH ABOCTOME, ¥ NlaNee NepeyHCsiOTes (paMHIIHK 1 HHUIMAIIB COCTABHTENEH aKTa HIIH COCTAB
KOMHCCHH. DaMUIMH YICHOB KOMUCCHH pacronaraioTcs B anpaBHTHOM IOPS/IKE.
KoHcTaThpyiomas 4acTe TekcTa akTa HauMHaeTcs c ab3ana. B Helf u3naraotcs LeaH, 3amadd
H CYIIECTBO paboThI, IPOJENAHHOM COCTABUTENISMH aKTa, ee pe3yJbTaThl.

B xoHue Texcra YKa3bIBaIOTCS CBEHNEHMS O KOJMYECTBE Hane4yaTaHHBIX JK3E€MIJIIPOB aKTa, MECTE
UX HAXOXICHUS UITHA aJipecarax, KOTOPBIM OHH HANPaBJISIOTCA.
Konuvectso 9K3EMIUIIpOB  aKTa onpenensercs KOJIHYECTBOM  3aWHTEPECOBAHHBIX CTOPOH

M HOPMAaTHBHBIMH IpPABOBBIMH JOKYMEHTAaMH, PErIaMEHTHPYIOIEMHU COCTABIEHHUE AKTA;
[Tonnuce otaensercs ot Texcra 3 ONIMHAPHBIMH MEXCTPOYHBIMH HHTEPBAJIAMH.
AKT TIOJIMCHIBACTCS IIPENCENaTeNeM KOMMCCHYM U BCEMH JMIAMH, HNPHHHMABIIUMH Y4acTHE
B €I0 COCTaBJICHHUH.
4. IlpaBuia opopmieHHs: J0OKYMEHTOB

4.1. Obwue mpebosanun k ohopmnenuio JoKymennios
4.1.1. TokyMEHTBI MOTYT CO3/1aBaThCsl Ha GyMaKHOM HOCHTEJNE U B 3JIEKTPOHHO# hopme ¢
COGIIOICHMEM YCTAHOBIICHHBIX MPABAI OOPMIICHHS TOKYMEHTOB.
4.1.2. Tlpu co3nanuu 0KyMeHTa Ha ABYX ¥ GoJlee CTpaHHIaX BTOPYIO H IOCJIEAYIOIIHE CTPAHUIIBI
HymepyioT. Homepa cTpanuIl npocTapIisioTest IocepeiiHe BEPXHETO MOJis IOKYMEHTA Ha PacCTOSHUH
He MeHee 10 MM OT BepXHero Kpas JHCTa.
4.1.3. JlomyckaeTcst co3/aHKe TOKYMEHTOB Ha JIMLEBO 1 060POTHOM CTOPOHAX JIHCTA. [pu
ABYCTOPOHHEM CO3/IaHUM JIOKYMEHTOB LIMPHHA JIEBOTO MOJIA Ha JIMIEBON CTOPOHE JIKCTA ¥ PABOTo
0JIsl Ha 000POTHOM CTOPOHE JIKCTA JOJKHBI ObITh PaBHBL.
4.1.4. TapauTypaMu U pazMepaMy IpPHGTOB VIS PEKBU3UTOB JOKYMEHTA SIBJISIOTCS:
Times New Roman N 13, 14;  Arial N 12, 13; VerdanaN 12, 13;  Calibri N 14
U NIPUOIDKEHHBIE K HUM.
IIpu cocTaBenun TabIHIl IOMyCKaeTCsl HCMOJB30BaHHE MPH(PTOB MEHBIIHX Pa3MEPOB.
4.1.5. AG3anHbIi OTCTYN TEKCTa JIOKYMEHTa - 1,25 cM. 3arojloBKH paszielioB U MOpa3ienoB
NIEYaTAIOTCs ¢ ab3aIHBIM OTCTYIIOM YUIH LIEHTPHPYIOTCS 110 INHMPHHE TEKCTA.

MHoOrocTpo4Hble PEKBU3HUTHI IIEYATAIOTCS YEPE3 OIMH MEXCTPOUHBIH HHTEPBAJ, COCTABHBIE
YaCTH PEKBU3UTOB OTHEJISIOTCS NOMOIHUTENbHEIM HHTEPBAIOM.

Texker noxymenTa neyataercst yepes 1 - 1,5 MEXCTPOUHBIX HHTEpBAJIa.

Eciu JoKyMeHT rOTOBHTCS /UIsl H3[aHHUs C yMEHBIICHHEM MacIuTaba, TEKCT evyaTaeTcs yepes
ABa HHTEpBAaa.

Vnreppan Mexy GykBaMu B C0BaX - 00br4HbIH. VIHTepBan Mexy clioBaMu - 0MH npoGer.
4.1.6. TekcT mOKyMeHTa BHIPABHHBAETCS 110 WIMPHHE JHCTA (10 TPaHULAM JIEBOTO H IPABOTO MOJEH
IOKyMenTa). J{MHA caMO# JUTMHHOM CTPOKH PEKBU3HTA IIPH YIJIOBOM PACTIONOXKEHHH PEKBU3UTOB He
Gonee 7,5 cM. [lnnHa caMoit JIMHHOM CTPOKH PEKBH3HTA IIPH MIPOOJIBHOM PACIIOJIOKEHUH
PEKBU3UTOB He Gosee 12 cM.

4.1.7. Beigenenue PEKBHU3HTOB "ampecat", "3aroJIOBOK K TEKCTY" HJIH "NOAMKCE", @ TAK)KE OTIEIBHBIX
bparmenToB TexcTa MOryT GBITH MOJTYKHPHBIM LIPHATOM.

4.1.8. HopmaTuBHBIE IPaBOBbIE AKThI OPraHU3aLUH, @ TAK)KE HHBIE MHOTOCTPAHHYHbIE IOKYMEHTBI
MOryT oopMIIATECS C THTYJILHBIM JIHCTOM.

4.1.9. Haumenopanve Bua JOKyMEHTa YKa3bIBAETCs Ha BCEX IOKYMEHTAX, 3a HCKJIIOYEHUEM JEI0BBIX
(cmyske6HbIX) muEceM, pacrojiaraeTcsi TOX PEKBH3HTAMH aBTOpAa JOKYMEHTA (HAMMEHOBAHHEM
OpraHM3auyy, HAMMEHOBAHUEM CTPYKTYPHOTO IOJPa3/IeCH s, HAMMEHOBAHHEM HOKHOCTH).

4.1.10. Oopmenne noxymentos 8 MBIOY « Jlerckuii can Ne 151», BhIChUIaeMBIX 3a €0 Ipeaensly,
Crenyer npoussoauTh Ha O(GUIHMAIBHBIX onankax MBJIOV « Ilerckuit caq No 151y. BryTpenunue
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noxkymMentsl MBIIOY  « }Iercxuﬁ4 ca/ixs Ne 151» wnHamiexuT o¢GopMIATE Ha YHCTBIX JIMCTax
i u ¢popmara A4 u AS. .
gaﬂéi;{;)::l:giﬂ Sz;d::ﬂx(p (sanpumep, Ul TPWIOXKEHHH K noxymeréTaM, pe30IONMH H T. 1)
JIOIIYCKAETCs HCIIOJIb30BaHME MAIMHONUCHOM 6ymary popmata A3 u A6. ATy
4.1.11. Ilpm mnoaroroBke TaOIMYHBIX JIOKYMEHTOB (wanpumep, ML P pCTBa P
CTaTHCTHYECKHX (OpM M T. 1) JONyCKaeTcs NPUMEHATh CTaHIApTHBIC CPEA e ro
penakropa Excel for Windows. [Ipu moaroToBke Mpe3cHTalHOHHBIX (BU3yaJIbHb CTB: eyrs:lKHToB
(cxeM, nuarpamm, rpaMKOB U T. I1.) JOILYCKaeTCsl MCIOJIb30BaTh CTAHAAPTHBIC CPE penaxropa
npesenTauuit PowerPoint for Windows.
Fgaq)m nucrpom TabJIMUB! JOJDKHBl UMETh 3aroJIOBKH, BBIpRXKEHHBIC UMEHEM CYIICCTBUTCIIBHBIM B
MMEHUTENbHOM nanexe. [loazaronosku rpad) ¥ CTPOK AOJDKHBEI OBITH COTJIACOBAHBI C 3ar0JIOBKAMH.
Ecimu TaGnuny neyataror Gosiee ueM Ha OIHOM CTpaHHIE, rpadpl Tabiuie 0053aTeIBHO HYMEPYIOT 1
Ha CJICYIOIMX CTPAaHHULAX CTaBAT TOJIBKO HOMEpa 3THX rpad. :
4.1.12. PerucTpalMOHHBIH HOMEP TOKYMEHTA - HU(POBOMA HIIH 6yKBeHHO-1IPI(1)pE>BOI/I uaeHTUUKaTOp
NOKYMEHTa, COCTOSIUMH M3 MOPSJKOBOrO HOMEpa MOOKYMEHTa, KOTOPBIM, IIO YCMOTPEHHIO
OpraHM3alMi, MOXET [ONOJHATECA IMGPOBEIMH MIM OYKBEHHBIMH KOJaMH (uHOEeKCaMu) B
COOTBETCTBHMHM C UCTOJIB3yEMBIMHU KilaccuukaTopamMu (MHIEKCOM J€ja M0 HOMEHKIATYpe JeNl, KOIoM
KOPPECTIOH/ICHTA, KOIOM JIO/DKHOCTHOTO JIALIA H JP. ).
4.1.13. Tleyats mpocTaBisieTcsl, He 3aXBATHIBas COOCTBEHHOPYYHOM TMONMMCH JIMIA, MOAMKCABIIEr0

AOKYMEHT, UM B MecTe, 0bo3nadenHoM "MIT" ("Mecto nedaru"). [TeyaTs MOXKET 3aXBaThIBATh YacTh
HaWMEHOBaHUS AOJDKHOCTH JIMIA, [OIIUCABIIETO JOKYMEHT.
ITegars craBuTh HEOGXOMUMO:

Tpynossie xumxku (Ipu ee 3aBe/IeHUH, YBOIBHEHUH COTpyaHHuKa Iub0, HapuUMep, CMeHe haMITuu
paboTHuKa).

e JloKanpHbIE HOPMATHUBHBIE AKTHI OpraHU3allkH.

Tpynoseie 1oroBops! (BKyne ¢ MOMONHATEILHBIME CONTALICHHSME K HAM H JIOTOBOPOB O ITOJTHOM
MaTepHaNbHON OTBETCTBEHHOCTH).

e AKTBI M rapaHTHHHBIE ITHCHMA.

JlOBEPEHHOCTH, CBSI3aHHBIE C OCYIIECTBIEHUEM TEX WA HHBIX JIEACTBUH, CBA3AHHBIX C
PaCXOMOBaHHUEM JEHEXHBIX CPECTB M MATEPUATHLHON Ga3bl.

* ApXHBHBIE CIIDaBK{ M KOITMH JOKYMEHTOB.

Harpanusie rpamMoTsl, XonaTaiicTa, XapaKTePUCTHKM, PEKOMEHIAIMH U T.JI.

OcHoBHOE MpaBHIIO, KOTOPOE HEOGXOAUMO COBIIONATE NIpHA MPOCTABJICHUM OTTHCKA II€YATH: CTABUTD
TaK, 9T00b! GbLIa YETKO BU/IHA MOAMKCH JOJDKHOCTHOTO JIUIA ¥ BCS MH(OpManus Ha OTTHCKE TIeYaTH.

( YeTKH# OTTHCK BCEX 3NEMEHTOB M306paenus). HachmeHHOCTs
OTTHUCKA JIOJKHBI OBITH PABHOMEPHBIMH.

CraBuTh OTTHCK I€YaTH Ha YMCTHIA NMCT Gymaru, Ha KOTOPOM €Ile HET MOANUCH MOJKHOCTHOLO
JIMLa, HEJOMIYCTUMO.

ITeyaTh MOXXET «3aXBaTBIBATH)» M JAPYTHE JIEMEHTHI AOKYMEHTa, B 3aBUCHMOCTH OT TOTO, I 4ero
IPOCTABIIAETCS OTTHCK nevaTd. Hampumep, OTTHCK HAa NPMXOMHO-KACCOBOl KBUTAHIUU [IOJDKEH
YaCTHYHO OCTAaThCs HA TOH €€ YacTH, KOTOpas OTAAeTCs Opranmsanuu. Eciy sxe HY>XHO 3aBEpUTH Ha
TIPOIIMTOM JIOKYMEHTE YyIOCTOBEPSIOIIYIO HAJNHCh, CIEAYeT CTAaBHTh Ieyary TaK, 4YTOObI OHA
OTHevYaranach Ha JIMCTKE, K KOTOPOMY HNPHKPEIUIEH NOKYMEHT 3aBEPUTENISl, U HAa TEKCTE CaMOrO
HoKymeHTa. IIoBepX NOCTaBIEHHOM TMYHOM OANKUCH HAHOCHTD OTTHCK T16YaTH HENb3s.

4.1.14. OtMerKa 06 HCIIONHHUTENE BKITIOYAET HAMHIHIO, UMS 1 OTYECTBO
Tenedona. OTMeTka 06 HCHONHMTENE MOXET JONONHATHCS  HAMM
CTPYKTYPHOTO IIOApA3NEE€HHs ¥ JIEKTPOHHBIM aJpecOM MCIONHHUTES.
AnnpeeBud, KontponsHoe YNpaBJIeHHE, BEyLIHi CTIELHAIKCT, +7(495) 924-45-67, Zabelin@gov.ru

OtMmerka 06 ucnonHuTeNE opopmIsieTcss Ha JHLIEBOM CTOPOHE MOCIETHEero JHCTa JOKyMeHTa OT
TPaHHIEBI JICBOTO MOJIA WM, IIPH OTCYTCTBHH MECTa, - Ha 0GOPOTHOM CTOpoHe BHM3Y ciieBa. OTMeTKa

00 MCIOJNHUTENE MOXKET OPOPMIIATECS KaK HIDKHHMIA KOJIOHTHTYJI ¥ [I€YaTaThCsl IPU(TOM MEHBIIEro
pa3mepa.

IBETOBOM TOH BCEX y4acTKOB

UCIIONHHATEIs, HOMEp ero
CHOBAaHUEM  JIOJDKHOCTH,
Hanpumep: 3a6enun Usan

4.1.15. OrMerka 0 3aBepeHHM KOIHH opopMsieTcst Uil MOATBEPXKAEHUS COOTBETCTBHS KOIHH
AOKYMEHTa (BBIUCKH M3 [OKYMEHTA) NOUIMHHAKY JoKyMeHTa. OTMeTKa O 3aBepeHuM KOMHH
TIPOCTABISETCSA MOJ PEKBU3UTOM "MOANUCEH" ¥ BKIIOYAET: CIIOBO "BepHo"; HaMEHOBaHME [1OJIKHOCTH

JIANQ, 3aBEPUBIIETO KOIMIO;, €ro COOCTBEHHOPYYHYIO TMOAMKCE; PACIIH(PPOBKY MOAMMCH (MHUIHATIEI,
bamunmio); nary 3aBepenus xormu (BBIMMCKH U3 JOKYMEHTA).

BN o
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Ipumep -
BepHo
Hucnextop ciyx0sl kanpos  [Toanuce N.0. ®amunus

Jara

4.1.16. Ecnu xomust BeImaercst s TNIPCACTABJICHHAA B JIPYryi0 OpraHM3alMIO, OTMETKA O 3aBEPEHHH
KOITHH JOTIONHSACTCS HATHCBIO O MECTE XpaHEHHUs JAOKYMEHTa, C KOTOPOro OblTa H3rOTOBJIEHA KOIHS
("TToMMHHKK TOKYMEHTAa HaXOJMTCS B (HaHMEHOBAHHE opranusanuu) B gene N ... 3a ... ron") u
3aBEPACTCA IICYATRIO OpraHM3auuu. JIns mpocTaBNeHHS OTMETKH O 3aBEPEHUU KOIMH MOXKET
HCIIOJIB30BATHCS IITAMII.

4.1.17. Ot™meTka o TIOCTYIVICHHM JIOKYMEHTA CIIY>KHT JUIS NOATBEPXKIACHUS (aKTa MOCTYIIICHHS
AOKYMEHTA B OPTaHH3ALUIO W BKIIOYAET AATy MOCTYIUICHHS W BXOMISIIMIA PEruCTpallMOHHbBIH HOMEp
nokymenTa. IIpu HeoOxomumocTu oTMerKa o NIOCTYTIICHHH MOXXET JOMOJHATHCS yKa3aHHEM BpPEMEHH
NOCTYIUICHUS B YacaX M MHHYTaX W crmocoda JOCTaBKH JoxymeHta. OTMETKa O MOCTYIUICHUH
JOKYMEHTa MOXXET IIPOCTaBIATHCS ¢ TIOMOIBIO LITAMIIA.

4.1.18. B TeKCTaX NOKYMEHTOB YHOTPEGNAIOTCS TONBKO oOLIeNpUHATEIE abOpeBHATYPBl |
rpadM9ECKHE COKpALIEHHSI.

4.2. bhanku MEJ[OY.
4.2.1. loxymentsr MBJIOV « Jlerckuit cag Ne 151 odopmisroTcss Ha ODHIHATBHBIX ONaHKax M
UMEIOT YCTAHOBJICHHBIH KOMILIEKC 0653aTeNbHBIX PEKBU3UTOB H MOPSHOK HX PACTIONIOKEHHS.
BnanKK JOKyMEHTOB M3rOTaBIMBAIOTCS METOLOM OIEpaTHBHOM Monurpaduy Ha CTaHJAPTHBIX JUCTAX
Oymaru gopmara A4, AS.

4.2.2. BMBJIOY « letckuit can Ne 151» HCIONB3yIOTCS ClEAyIOMUE BH/b! GIAHKOB:
- GaHK KOHKPETHOTO BHJIA IOKYMEHTA

- obmui 6mark MBJIOV « lerckuit cax Ne 151» - ¢ ykasanuem nanmenoBanns (Ha Gymare dopmara
A4 u AS)

- Gnank nuceMa - ¢ ykasanueM HammenoBanus MBJOY « Jlerckmit cax Ne 151» H CIpaBOYHBIX
JQHHBIX .

4.2.3. Odunmansupie 6nanku MBJIOV « Jletckuit can Ne 151» cozmepkar cipaBoyHble JaHHBIE 00
OpraHM3allii U BKJIOYAIOT B ce0sl: MOYTOBRIH anpec, HoMep Tenedona ( hakca), afpec MeKTPOHHOM
noutel, OI'PH, MHH. HMcnone3yiorcs Hapsay ¢ pyccKUM SI3BIKOM KaK TOCYNAPCTBEHHBIM S3BIKOM
Poccuiickoii ®Depepanuu rocynapcTBeHHbIM s3bIK PecnyGmuke Tarapcran. PexBu3uThl GiaHka
PacroiaraloTcsi Ha OJHOM YPOBHE: Ha PYCCKOM SI3bIKE - CJIEBA, Ha TOCYJApPCTBEHHOM si3bike PT -
CIpaBa)

4.3. Ymeepoicoernue 0okymenma.

4.3.1. Tlpn yTBEp)KIEHHH NOKYMEHTAa MOCTAHOBJICHHEM, PEUICHHEM, NMPHKA30M, IPOTOKOIOM Tpud
yTBepxpeHuss cocroutr u3 cios YTBEPXIEH (YTBEPXIEHA, VYTBEPXIEHBI wunu

YTBEPXJIEHO), HauMeHOBaHUS YTBEPXKAAIOIEr0 JOKYMEHTa B TBOPUTEILHOM NAJEXKe, €ro AaThl,
HOMepa.

IIpumepeo -
1 (Permament)
YTBEPXIEH

npukazoM AO "TIpo¢us"

ot S anpens 2015 r. N 82

2 (TIpaBuia)

YTBEPXJEHBI

npukazoM AO "Ipoduis"

ot 6 ampens 2015 r. N 83

4.3.2. Tpud yrBepx/aeHHs pa3MelIaeTcs B IPaBOM BEPXHEM YIIIy TIEPBOTO JIMCTa JOKyMeHTa. CTpOKH

PEKBH3KMTA BBLIPABHMBAIOTCA [0 JIEBOMY KpalO HJIH LEHTPUPYIOTCS OTHOCHTENBHO CaMOM JUIMHHOW
CTPOKH.

4.3.3. Jlata B rpude yTBEpKIEHHS CTABHTCA OT PYKH, YACTHYHO HIIM NONHOCTBHIO HAaGHpaeTCs NMpH

NeYaTaHWK JOKyMeHTa. B mocnenHeM cilydae OT PYKH NMPOCTAaBJISETCS TOJNBKO YHCIIO HIIH YHCIO H
Mecsi,

43.4. Tpud yrsepueHWs NPUHATO YKa3blBaTh Ha NOKYMEHTaX, TPEGYIOIIMX IOTOJIHHTENHHOTO

YHOCTOBepeHHs WX TOMIMHHOCTH W AOCTOBEPHOCTH. I'pH yTBEpXKIEHHS NpPHHATO CTAaBUTh HA

CIIeAYIOIMX yIpaBleHYECKUX AOKYMEHTaX: aKTaX, HHCTPYKIHAX, OTYETaX, NEPEUHsX, TON0KEHHAX,

nporpammax, cmMeTax, CTaHapTax, CTpYKTYpax M INTAaTHOH YHCIIEHHOCTH, Tapu(HBIX CTaBKaX, GopMe



1%
YHH(HUMPOBAHHBIX JIOKYMEHTOB, IITATHOM PACIIHCAHHUH.
4.3.5. Ilpu yTBepXKJIEHUH JOKYMEHTA JIOJKHOCTHBIM JIHIIOM rpud yTBEpHKICHHSI COCTOMT M3 CJIOBa
VTBEP}KIIAIO, HAaUMCHOBAHHUSA JIOJDKHOCTH JIMI@, YTBEPXKIAIOIIEr0 MOKYMEHT, €ro IOIIHUCH,
MHHMIHAIOB, (GaMUIIMK U JATHI YTBEPKICHHS.
IIpumep —
YTBEPXJIAIO
PyxoBoaurens ®enepansuoro
apXHBHOI'O areHTCTBa
[Tognuce U.0. Gamunus
Jlara
4.3.6. Ilpu yrBepKneHnu AOKYMEHTA KOJIIETHAIIbHBIM OPraHOM, pPeLICHHs KOTOPOro (UKCHPYIOTCS B
TNpOTOKOJNIE, B Tpude YTBEpKIEHHS YKa3blBAeTCS HAMMEHOBAHHE opraHa, pelmeHueM KOTOpPOro
YTBEPXKICH I0KYMEHT, Z1aTa ¥ HOMEp POTOKONa (B CKOOKAX).
Ipumep -
(TTonoxxenune)
YTBEPXJIEHO
Coserom mupexropoB AO "IIpo¢uis"
(mporokoin ot 12.12.2015 N 12)
4.5. Coznacosanue doxkymenma.
4.5.1. I'pud cornacopaHns B 3aBHCHMOCTH OT BUJIa IOKyMEHTa U 0COoOeHHOCTell ero ohopmieHHs
MOJKET IPOCTABJIATEC:
- Ha IIEpBOM JIUCTE NOKYMEHTa (eClM MOKYMEHT UMeET THTYJIBHBIH JIHCT, - Ha THTYJIBHOM JIUCTE) B

JICBOM BCPXHEM YIIIy Ha ypoBHE rpuda yTBEPKASHHUS WM MO HAUMEHOBAHUEM JIOKyMeHTa OIrKe K
HH)KHEMY ITI0JIIO);

- Ha [I0CJIC/IHEM JIUCTE JOKYMEHTA MO/ TEKCTOM;
- Ha JIACTE COrIacoBaHMs, ABJIAIOIIEMCS HEOTHEMIIEMO YaCThIO IOKYMEHTA.
4.5.2. Ha orane pa3paGoTkum mnpoekta AOKYMEHTa B HEKOTOPBIX Cly4asX MOXKET BO3HHMKHYTB
HEOGXOMMOCTB €r0 COJIACOBAHUS C 3aHHTEPECOBAHHBIMU CTOPOHAMH JIOJDKHOCTHBIMH JIMLIAMH UK
OpraHu3auusmMu. B sTux ciyyasx cornmacoBaHue nokymenTa oopMiIseTcs BH3oi COOTBETCTBYIOIIETO
JOJDKHOCTHOTO JIMLIA MIIH TPU(OM COTJTacOBAHMS.
BusnpoBanue mpoekta JOKyMEHTa MPOBOJUTCS IpH HEOOXOAMMOCTH OLEHKH 00OCHOBAHHOCTH
AOKYMEHTa, COOTBETCTBH €0 NPABOBBIM aKTaM U PaHee IIPUHATHIM PELICHHSM.
IIpencrasisemble Ha OANKMCH JOKYMEHTBI BUBHPYIOTCS HCTIOMHUTEIIEM | 3asenyromeit MBJI0Y
« Jlerckuii cag Ne 151, rie roToBHTCA IPOEKT IOKYMEHTA.
4.5.3. Bu3a CBHIETENBCTBYET O COIVIACMH MJIH HECOTJIACHU JI0JDKHOCTHOI'O JIMLIa (paboTHuka) ¢
CONEP)KaHUEM MPOEKTa JOKyMmeHTa. Bu3oii odopmisercs BHyTpenHee cornacosamme JIOKYMEHTA.
Bu3za BKJIIOYAeT MOKHOCTH JIMIA, BH3HPYIOUIETO JOKYMEHT, MOJIHCH, pacudpoBKy noxmucu
(MuHUIMAaNBL, (aMHIIHIO) U ATy BU3HPOBAHHS.

Ipumep -

PyxoBoauTeNnb IOpHIMYECKOTO OT/eNa

[Topmucs U.0. Gamunus

Jlara
4.5.4. Jlna joxkymeHTa, MOUIMHHHK KoToporo ocraercst B MBJIOV« Jlerckuii can Ne 151», Bu3EI
NPOCTABJISIOT B HIKHEH YaCTH 0GOPOTHOI CTOPOHBI NOCIE/THETO JIUCTA IO/UTMHHMKA JOKYMEHTA.
st poxymenTa, nouIMHHEK KoToporo u3 MBJIOY « Jlerckuit cax Ne 151» oTnpasnsior asipecary,
BH3bI IIPOCTABJIAIOT B HUKHEH YaCTH JIMIEBOH CTOPOHBI KOIIMHU OTHPABIISIEMOTO JIOKYMEHTA.
4.5.5. 3ameuanusi, 0coOble MHEHHS, N3MEHEHHs ¥ JI0NOJIHEHHUS K TIPOEKTY TOKyMEHTa O(GOPMIISIOTCS
Ha OTHEIbHOM JIMCTE. B 9TOM cilydae BH3a Ha IIPOEKTE JOKYMEHTa O(OPMISIETCS CIeNYIOLIMM
obpazom:
3ameyaHHs NpUIaraloTcs
3aBeayroUIUii X035 CTBOM

H.B.AG6pamoBa

(JTMYHas TOATKCE)

11.01.13
4.5.6. Eciii mpoeKT JOKyMEHTa IMOJUIEKHT COIIAaCOBAHHMIO C HECKOJBKHMH JOJKHOCTHBIMH JIHLIAMH,

MPEeACTABIIAIOIIMMUA UHTEPECHI Pa3HbIX CTOPOHHHX opraﬂmaum‘i, TO A )’ZIOGCTB& O(bOpMJleHPIﬂ BH3
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lrlCHOIUﬂ)’ﬁ‘TC”'I JIMCT corylacoBanusi. Ha MOKyMeHTe penaercss ortMerka: "Jluct corjacoBaHHUs
npunaraetcs'. Hanpumep:

JIucT corjiacoBaHus
(HauMCHOBAHHE JIOKYMEHTA, MOJUIC)KAIIETO COrIaCOBAHMIO)

HaumeHOBaHHE COllepma}ine

JOIDKHOCTH 3amevannit  Iloamucs
IO TIPOEKTY

Crapmui Vcanbaesa 3ameuanuit

pocniutatens  T.B. HeT TOANHCH

4.5.7. Bce moCTynHBIUKE 3aMeyaHHs, 0COObIE MHEHHS, U3MEHEHHS H JOTOTHEHHS paccMaTpHBalOT
J0JDKHOCTHBIM JIMIIOM, KOTOPOMY IOpY4YeHa pa3paboTka MpOeKTa JOKyMeHTa. VM ke ImpHHHMaeTcs
pelieHHe O TIPUHATHH WM OTKIOHEHHWH YKA3aHHbBIX 3aMEYaHHil.
4.5.8. T'pud cornacoBanust opopmnsercs B Cllyyae HEOOXOMMMOCTH IIPOBEJCHHS BHELIHETO
COrJIaCOBaHHs CO CTOPOHHUMH OpraHU3allusAMH (IPEANPHATHIMH, YIPEKICHHUSIMH).
4.5.9. I'pud cornacoBanus ¢ KOHKPETHBIM MOKHOCTHBIM JIHLOM, IPEICTABISIONMM HHTEPECHI
CTOPOHHEM OpraHHM3alMH, BKIIOYaeT B cebs cnoso " COIJJACOBAHO", HanMeHOBaHHE JODKHOCTH
JMIa, ¢ KOTOPBIM COTJIacOBaH NOKYMEHT (B T. Y. HAUMEHOBAaHHE OpPTraHH3ALMH), JIHYHYIO TOMITHCH,
pacum@poBKy MOANKCH (MHULMAIIEI, (haMUIIKs) U JaTy cornacoBanus. Hanpumep:
COI'JTACOBAHO
['MaBHEBIN CIEUATUCT OTIEea 00pa3oBaHus
YO UKMO r.Kazanu o ABHaCTpOHTEIEHOMY
1 HoBo-CaBHHOBCKOMY paiioHam

V.1.MBaHoBa

(J1M4HAs OJIIHCE)

02.09.13
4.5.10. Ecnu corjacoBaHHe OCYLIECTBJISIOT NHCBMOM, IPOTOKOJIOM H JPYTHM JIOKYMEHTOM,

MOATBEPKAAIOMUM (BaKT COracoBaHMs, TPH( BKIIOYaeT B cels ero HaMMEHOBaHHE, HOMEP W ATy,
Harmpumep:

COI'JTACOBAHO

IIpoTokon 3acemanus

Komuccuu no oxpane Tpyna

MBJIOVY « Hderckuit cax Ne 151»

or 02.09.13 Ne 1

COI'JTACOBAHO
nuceMoM PocapxuBa

oT N
4.5.11. Ecou corjiacoBaHH€ OCYIIECTBIIACTCS KOJUICTHAIBHBIM OpraHoOM, B rpude corjacoBaHMs

YKa3bIBaltOT CBCACHUS 00 oprate, corjlacoBaBlIeM JOKYMEHT, JaT€ U HOMEPE IIPOTOKOJIa, B KOTOPOM

3a)MKCHPOBAHO pElIEHUE O COTJIACOBAHHH.
Ipumep

COI'JTACOBAHO

CoBeToM AHPEKTOPOB

AO "Tpo¢uns"

(mpoToxon oT N_3
4.5.12. B opraHu3alusX, NPUMCHSIOMIX CHCTEMBI JNCKTPOHHOrO JIOKYMEHTO060pOTa, COrIacoBaHue

MOYXET IPOBONUTBCS B NEKTPOHHOI (POpPME, COrIIACHO ['OCT P UCO 15489-1.

4.6. Pezonoyun.

4.6.1. Pesomouus - Kparkoe MUCHMEHHOE NOPYUEHHE, HOArOTOBIICHHOE M0 HTOraM pacCMOTPEHHS
nocrynusmero B MBJOY « JleTckuii caxn Ne 151» JIOKYMEHT. Pezomouust opopmisiercs
HEeMocpencTBEHHO HAa NOKYMEHTE - Ha CBOBOIHOM MECTE JIUIEBOH CTOPOHBI IEPBO CTPAHHIBI HIIH Ha
OTHeNbHOM JMCTKe C yKA3aHWEM DErHCTPAallMOHHOTO HOMEpa M JATBI NOKYMEHT3, K KOTOPOMY

PE€30monus OTHOCHTCH.
4.6.2. Pesomonus BKmodyaeT B ceOs CBEJICHHUS 00 uCToJNHHTENE NMOopy4yeHHs (HAUMEHOBAHHE €ro

AOJDKHOCTH, (l)aMHJ'IHﬂ, HHHuHaJIBI), COJIEPXKAHHC IIOPYYCHHS, CPOK HMCIIOJHCHHSI, HAaUMEHOBaHUE
AOJDKHOCTH JIMa, OTAaBLIEro [OpY4YECHHE, €ro JIHYHYIO NOAIHCH H pacmml)ponky, nary.



16

H.K.HMBanosoit
ITpowry noaroToBwTs NpoexT 0roBopa ¢
« Caropucy k 02.09.13
H.B.1lIpamko
(mM4Has moanuce)
20.08.2016
4.6.3. Eciu pesomounss npeamonaraer mopydeHne UIs ABYX M Oojee JIHI, OTBETCTBEHHBIM
MCIIOJIHUTEIIEM SABJISACTCS JIMIO, yKa3aHHOE B [IOPYYEHHH MEPBBIM.
4.6.4. Ha nokymentax, ne TpeGyrompux yKa3aHHil [0 MCIONHEHHIO U HMEIOIIUX THIIOBBIE CPOKH
UCIIOJIHCHHUS, B PE3OJIIOLMH YKA3bIBAIOTCS MCIIOJHHUTEb, OAIKCH aBTOPa PE30JIIOLHH, 1aTa.
4.6.5. Jlonyckaercst opOpMIIEHHE Pe30ITIONHH Ha OTAETBHOM JIHCTE.
4.7. Ommemka 06 ucnonnenuu
4.7.1. Ot™eTKa 06 MCTIONHEHHH JOKYMEHTA H HaIpaBJIEHWH €ro B JIEN0 BKIIIOYAeT B ceds cleayromue
AQHHBIC: CCBUIKY HAa HaTy ¥ HOMEp JOKYMEHTA, CBH/ETEIBCTBYIOUIETO O €ro HCIOIHEHHH, MpH
OTCYTCTBHM TaKOro JOKyMEHTa - KpaTKHe CBEJeHHs 00 MCTOIHEeHHH; ciioBa "B meno"; Homep aena, B
KOTOpPOM OyZEeT XpaHHTBCS JOKYMEHT.
4.72. OrMeTka 006 HCIONHEHHH JIOKYMEHTa ¥ HalpaBjeHHUM €ro B JeJ0 IOIIHUCHIBACTCS M
AaTUPYETCs HCIIONHUTENEM [OKYMEHTAa MM DPyKOBOAMTENEM CTPYKTYPHOTO IOJApAasfeieHHs, B
KOTOPOM HCIOJIHEH JOKYMEHT.
4.7.3. Ykazannast oTMeTKa 0OPMIISIETCS B JIEBOM HIDKHEM YIJIy JIMIEBOH MM 0OOPOTHOH CTOPOHBI
TIOCIICAHEH CTPAaHHIIBI IOUIHHHKKA JOKYMEHTA.
4.8. Ipunosicenue k dokymenny.

4.8.1 OT™eTKa O NPHIOKEHHH CONEPKHT CBEJCHHS O JOKYMEHTE (JOKyMEHTax), MpHJaraeMoM K
OCHOBHOMY JIOKYMEHTY (B COIPOBOJMTENbHBIX IHCBMAX, NMPETEH3USX, AKTax, CIpaBKaX M JPyrux
HH(OPMAUHOHHO-CIIPABOYHBIX JOKYMEHTAX) WX O TOM, HUTO AOKYMEHT SIBJIAETCS NPHIOXKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - NPHJIOKEHHAX K PACHOPSAMTETHHBIM JIOKyMEHTaM,
TOMIOAKCHHSM, NPABHIIAM, HHCTPYKLIMAM, I0TOBOPaM, IUIAHAM, OTYETaM H Ap. JOKYMEHTam).

B conposoauTensHbIX nHCHMAX H ApyrHX UH(OPMALOHHO-CIIPABOYHBIX JOKYMEHTAX OTMETKa
O MPHJIOKEHHH O(YOPMIIAETCS MO TEKCTOM OT FPAHHIIBI JIEBOTO OIS CIEAYIOMUM 00pa3zoM:
- €CJIM MIPHJIOJKEHHE Ha3BaHO B TEKCTE: [Ipunosxenue: va 2 1. B 1 9K3.
- CCIH TIPWIOXKEHUE HE HA3BAHO B TEKCTE MM €CIH NPHIIOKEHHH HECKONBKO, YKA3BIBAIOT HA3BAHHS
AOKYMEHTOB-IIPHJIOKEHHH, KOTIMYECTBO JMCTOB H IK3EMILIAPOB KAXKIOTO HPHJIOKEHUS:
[Ipunoxenue:
1. TTonoxenue 06 YrpaBJieHHH PerHOHAIBHOTO KPEAMTOBAHUS Ha S 1. 1 oKk3.
2. CnpaBka 0 KaJpoBOM cocTaBe Y npaBieHHUsI PCTHOHAIIBHOTO KPEJMTOBAHHS Ha 2 JI. B | 3K3.
- €CJIM MPHJIOXKEHHUE (IIPHIIOKEHHUS) COPOLIIOPOBAHBI: Ipunoxenue: oruer o HUP p 2 3K3.
- €CJIM IOKYMEHT, SIBJISIOLMICS [IPUIIOKEHHEM, HMEET MPHIIOKEHUS ¢ CaMOCTOSATENBHOMN H
CTpaHHIL:
Ipunosxenne: mucemo Pocapxusa ot 05.06.2015 N 02-6/172 u npunoskenns x HEMY, BCero Ha 5 1.
- €CJIA NPHIIOKEHHEM ABJIAETCSA 060COOJICHHBIH SJIEKTPOHHBIN HOCHTEND (xoMmaxT-auCK, usb-drem-
HAKOIHUTENb H JP.): ITpunoxenne:  CD B 1 ak3.
Ilpy stoM Ha BKIagblle (KOHBEPTE), B KOTOPHIA MOMelaeTcs HOCHTEIIb,
HaUMEHOBAHHUS JIOKyMEHTOB, 3aHCAHHBIX HA HOCHTEIb, HMEeHa (aiiyios.
4.8.2. B pacnopsauTenbHbIX JOKyMEHTaX (IIOCTAHOBJICHHSX, PEIICHHUSX, TNIpHKa3ax, pacrnopskeHusx),
ZIOroBOpaX, MONOXCHHAX, NPABHIAX, HHCTPYKUMAX U APYTHX NOKYMEHTAX OTMETKA O MPHJIOIKEHMH
odopmIIsieTcs cieayouuM 00pa3oM:
- B TEKCTE JIOKyMEHTa NIPH NIEPBOM YIIOMHHAHUH JIOKYMEHTa-TIPHIIOKEHUS B CKOGKAX yKa3biaeTes:
... (MpunoxeHue) Uiy ... (IpHIIOKEHHE 1); mepe HOMEPOM NPUIIOKEHUS AOMYCKACTCS CTaBUTH 3HAK
HoMepa: ... (mpunoxenue N 2);
- Ha IIEPBOM JIHCTE JOKYMEHTa-IPHJIOKEHHS B IIPABOM BEPXHEM YTIIy YKa3bIBAETCS:

yMmepauueit

YKa3bIBaroTCH

IIpumep
IIpunoxenne N 2
K npuxaszy AO "IIpopuins"
or 15.08.2015N 112
CTpoku peKBH3MTa BBIDABHHBAIOTCA 10 JIEBOMY KPAKO MJIM LEHTPHPYIOTCS OTHOCHTENBHO CaMOil
JUIMHHOM CTPOKH. ; .
4.8.3. Ecu npuJIOKEeHHEM K PacropsiIuTeIbHOMY IOKYMEHTY SBJISSCTCS. HOPMATHBHBIH I1PABOBOH aKT



1¥
@i MHOH JOKYMEHT, YTBEP)XKIAEMbIH TaHHBIM PacCIopsiMTeIbHbIM JOKYMEHTOM, Ha MEPBOM JIHCTE
npHJIOKCHIS IPOCTABIIACTCSA OTMETKA O IIPHIIOKEHHH (63 CChUIKH Ha pacIiopsAHTENbHBIA JOKYMEHT)
y rpu YTBEPXKIEHHS, B KOTOPOM YKa3bIBAIOTCS NaHHbIE pacnopsIUTENBHOrO JOKYMEHTA, KOTOPhIM
yTBEpXK/ICH OKYMEHT-TIIPUIIOKEHHE.
IIpumep -
IMpunoxenue 1
VYTBEPXJIEHO
npuxaszom AO "ITpoduin"
or 18.05.2015 N 67
4.8.4. CTpaHULIBI IOKYMEHTA ¥ IPHIIOKEHHUH HYMEPYIOTCS KaK eMHBIH JOKYMEHT.
4.9. loonucanue doxymenma.
4.9.1. JIOKyMEHTBI, HamlpaBIisieMble B BBILIECTOSIIHE OpraHu3aliM H OpraHbsl CyHeOHOH BJIAaCTH,
noamuceIBatoTCs 3aBenyromui MBIOY « Merckwuit cag N 151 .
)j[oxymemmi HanpaBJIACMbIC NMMOMYMHEHHBIM, APYTHM YYPEXICHHAM H IpaxkIaHaM, IOAMHCHIBAIOTCS
3aBeYIOIIEH, €€ 3aMECTUTEIIEM HIIM MCTIONHSIOMNM o6s3aHH0CTH 3aBeayromed MBIIOY « JleTckui
cag Ne 151».
4.9.2. Ilonmuch BKMOYAaeT B ceOsi: HaMMEHOBAaHHE NODKHOCTH JIMIA, IOJITHCABLIETO JOKYMEHT
(mosHOE, ecM JOKYMEHT O(OpMIIeH He Ha OJaHKe JOKyMEHTa, M COKpAlleHHOe - Ha JOKYMEHTE,
odopmMIEHHOM Ha 6naHKe), JUYHYIO MOANHMCH M pacM(pOBKY MOAMHMCH (MHHUIMAIBI, (aMHIIHS).
Hanpumep:
3asenyromuit MBJIOVY «Jlerckuit cag Ne 151»
U.B.1lIpamko

WK Ha OJIaHKe:
3aBenyIomMH 1.B.IIIpamxo
(JIMYHAs TOJIIHCE)
Jonyckaercs B pexBusute "IToamuce" HEeHTpUPOBaTh HAUMEHOBAaHUE MOIIHCH JODKHOCTHOTO JIMIIA,
TIOZMMCABIIETO JOKYMEHT, OTHOCHTEIIBHO CaMO¥ JUTMHHOM CTpOKU. Hanpumep:
3asenyromuit MBIOY «Jletckuit camg Nel51»
1.B.lIIpamxko

(JTMYHAS TOATIHCE)
493. Ilpy NOMMUCAHUH JOKYMEHTAa HECKOJBKMMH [JOJDKHOCTHBIMHM JIHIAMH HX IIOJMHCH,
pacrojararoT OJIHy I10]] APYrod B MOCJIE0BATEILHOCTH, COOTBETCTBYIOLICH 3aHMMAaeMOM JIOJDKHOCTH.

Hanpumep:
3aBeqyromuit H.B.lIpamxo
(JTHYHAs [TOIHCH)
3aBenyromuii X03sHCTBOM H.B.A6pamosa

(MYHAs MOMIHCH)
4.9.4. B 10KyMEHTaX, COCTABJICHHBIX KOMUCCHEH, YKa3bIBAIOT HE JOKHOCTH JIMLL, MOAMHMCHIBAIOLIMX
JIOKYMEHT, a HX 00S3aHHOCTH B COCTaBE KOMUCCHH B COOTBETCTBHH € PaClpe/IeICHHEM.
Hanpumep:
IIpencenarens KOMHUCCHH W.B.IlIpamko
(mMyHast MO/IIHCE)
YUneHs! KOMHCCHH: 3.H.KapamoBa
(mA4Has TTOJTIHCE)
__ HB.Abpamosa
(ymdHAs TTOAITHCE)

4.9.5. Tlpu mopmucaHu JOKYMEHTA HECKOJBKHMH JIMIAMH PABHBIX JO/DKHOCTEH HX TOIIHCH
pacrnosararoTcs Ha OJXHOM YPOBHE.

leLMep S
3amecrurens 3asenyiomei mo YBP IMommuce M.0.Pamumus 3amectutens mo AXP ITognuce U.0.
Damunus
4.9.6. Tlp1 nmoamucaHuH AOKYMEHTa JMLOM, HCTIOJIHSIOUIMM 00513aHHOCTH PYKOBOJHUTEJIS, TIOAMHCEH
obopmmseTcs ¢ ykasammeMm CTAaTyca MNOWKHOCTHOTO JIMIA B COOTBETCTBHH C  MPHKA30M
(Pacnopsixenuem).

Hpumep -

W.o. 3apenyromeit  ITommuchk N.0. damumus

HIIH:



Ucnonusiomuit 0653aHHOCTH
3aBeyIoLIei INoanuce N.0. Gamunus

4.9.7. Tlpx nommucanuy JOKyMEHTA JIMIIOM, MMEIOUIMM IIpaBo MOANMHCH B Clydac BPEMCHHOIrO
OTCYTCTBHS PYKOBOAHTEJISl, HCIPAB/ICHHA B HAMMEHOBAHHE JOUKHOCTH H paclinpoBKY (pamuiinmu
YK€ TIOATOTOBJICHHOrO H COIJIACOBAHHOTO TMIPOEKTA JOKYMEHTa BHOCATCA OT PYKH HIH C

n "
HCIOJIb30BAHUEM COOTBETCTBYIOUIUX LITAMIIOB. He JIONyCKaeTCsl CTAaBUTh KOCYIO YEpPTY, HAAIMHCDh "3a

nepeji HaMMEHOBaHMEM JIOJDKHOCTHM JIMLIA B IIOAMMCH, €CJIH JOKYMEHT IIOAIHCBIBACT HHOE

JIOJUKHOCTHOE JinLo. Ecnu B Onanke Ha MECTe, NPEAHA3HAYCHHOM JUIA MOAMNUCH, CTOHT AOJDKHOCTH
3ane11ylou1eﬁ, a TIOJAMUCBLIBACT H.0., TO HYXHO 3a4E€pPKHYTh Hamne4yaTaHHYIO q)pa3y H BITHCATh
HAaUMCHOBAHHE peam;uoﬁ JIOJUKHOCTH TOJMHMCBIBatONEro. Tak ke CJIEAYET MOCTYINHTH, C€CJIH

Harneyarana (aMuiMsg M MHHLMAIBI OTCYTCTBYIONIErO PYKOBOAMTENsA. McnpaBineHust AenaioTcs B
pyKonucHo# dopme.

4.9.8. BMBJ1IOY « Jletckuii cam Ne 151» MOXKeET HCIOJB30BATHCS (bakcuMmuiIe, HO He Ha BCeX
nokymenTax. Ha ueM He MoxeT ObiTh (akcumuie:

1. cBA3aHHBIX ¢ GAHKOBCKHUMH pacyeTam;
2. pa3NMYHBIX BEJOMOCTSX;
3. kazmpoBbix Gymarax;
4. nexnapaumsx;

5. cuerax-(akTypax;
6. KacCOBBIX JOKYMEHTaX;
7.
8.

AOTOBOPAX, KOTOPLIE HYXKHO PErHCTPHPOBATE;
JIOBEPEHHOCTSIX.

MoKHO OCTaBIATE (1)ZIKCMMHIIBH)’IO TIOANMMCH NpH obOMeHe JAOKYMEHTaMH B paMKaxX OJHOTO A0roBopa,
CCln:

a) B 10roBope, NoAnNUCaHHOM 00BIYHBIM 06p330M, NMPEAYCMOTPEHA TaKasi BO3MOXKHOCTD;

6) MEXAY napTHEpaMH neﬁcmyer COIALUIEHHE O NPUMEHEHHH KIlHllle-(.l)aKCHMHHC.

B) Ha BHYTPEHHUX KOMHAX NOKYMEHTOB.

Taxumu GymaramMu MOryT GITh KOMMEPUECKHE NPEJIOKEHHS, THCHMA, AKTBI, CIeUU(HUKALIAK U T.II.

4.9.9. Toanuep HeotaenuMa OT Tekcta Aokymenta, ECim TekeT 3akaHumpaercs BHHM3Y CTPaHHLEI, TO
MOANMCH HE MOXKET ObITh NEpeHeceHa Ha OTACIBHBI JIHCT, eClM KpoMe Hee ApYroro TEKCTa Ha JIUCTe He
Oyner. IIpMHATO MEPEHOCHTL MUHMMYM MOCHEAHMI ab3all, pH 5TOM He 3a0bIBaTh O NpPaBMIBHOlM
HYMEpALUHU CTPaHHLL.

4.9.10. Ormerka 00 31eKTPOHHON mOAIHCH HCII0JIb3YeTCH

IIpH  BH3yaJTU3AIHH SJIEKTPOHHOI'O
AOKYMEHTA, ITOAITHCAHHOI0O SHCKTPOHHOﬁ MOJITUCBIO, ¢ COOIIOAeHHEM CIICAYIOMIUX Tpe60BaHHﬁZ

a) MECTO pa3MELIEHUs OTMETKH 00 9JICKTPOHHOH IOJIIHCH MOJDKHBI  COOTBETCTBOBATH MECTy
pa3sMEILICHHA COﬁCTBCHHOp)"{HOﬁ MMOAIHUCH B AaHAJIOTHYHOM JAOKYMEHTE Ha 6)’Ma>KIIOM HOCHTEIIE,

6) JIEMEHTBl OTMETKH 00 3II€KTp0HHOf[ IIOITUCH JIOJKHBI OBITH BH/IMMBIMH H YUTaEeMbIMHU IpH
OTOGPM(CHHH JAOKYMEHTA B HATypaJIbHOM pa3sMepe;

B) DJIEMEHTBI OTMETKH 00 3JIEKTPOHHOI MOMHCH HEe JOJIKHDI NEPEKPBIBATECSA WIIM HAKIIABIBATHCS
JIpYT Ha Jipyra;

I) OJIEMEHTBl OTMETKH 00 3JIEKTPOHHOM NONIHCH HE OIDKHDI NEPEKPBIBATH JJIEMEHTHl TeKcTa
AOKyMEHTa 1 PYTHE OTMETKH 00 3JIEKTPOHHOM MOAmHcH (1py HAIMYUK).

Ot™vetka 00 3JIEKTPOHHOW NOANMCH B COOTBETCTBUM 3aKOHOJATEILCTBO
Oenepauny Brmoyaer ppasy "JlOKyMEHT momMcan JICKTPOHHO# MOANKCHIO", HOM
KJIOYa SNEKTPOHHOH MOAMHCH, (GaMUIHIO, HMS, OTYECTBO BiajeNbia cepTudukara

M Poccuiickoii
ep ceprudukara

» CPOK JIeHCTBHSA
cepTH(hUKATa KII0YA AIEKTPOHHOMH IOITHCH. IIpumep -
JOKYMEHT HQIIHI/ICAH T
SJIEKTPOHHOU TOITUCHIO |
HaumeHoBanue I}
JIOMKHOCTH H.H. Huxonaes
Ceprudukar 1al11aaa000000000011 [
Bnanenen Hukonaes Huxonait Hukonaesuy |~
Heticrurenes ¢ 01.12.2012 mo 01.12.2017 A(
|
4.9.11. TIleyars

3aBepsieT NOJUIMHHOCTb  MOANMCH  JOJDKHOCTHOTO JMIA Ha JIOKyMEHTaX,
YAOCTOBEPSAIOMX MpaBa JiuL, GUKCHPYIOIMX (aKThl, CBA3AHHBIE C bun

AHCOBBIMH CpeJICTBaMH, a



il
taioke Ha HHBIX JIOKYMCHTAX, NpejlycMaTpUBalonmx 3aBEPEHHE TIOJNUCH T1e4aThio0 B COOTBETCTBHH C

3aKOHOZIATENBCTBOM Poccuiickoit ®enepanuy,

5. Opranmsauus AOKYMEHTO0000pOTA 1 MCTIOIHEHNSI I0KYMEHTOB

5.1. Opaanuzayun OoKkymenmoobopoma

5.1.1. wkenue nokymentoB B MBJIOY « Jlerckuit can Ne 151» ¢ MOMeHTa WX CO3JaHUs
(mostyyeHHst) JIO 3aBEPIICHUS HCTIONHEHHUS (oTnpaBku) nocsneHMX 06GpazyeT JOKYMEHTOOOOPOT.

5.1.2. TIopsiIOK TIPOXOXKAEHHSI JIOKYMEHTOB pErjlaMeHTHpyeTcsl HacTosell HHCTPyKIHeH, Tabenem
yHHQUIHPOBAHHBIX  JOPM  JIOKYMEHTOB, TONOXKEHMSMH M JIOJDKHOCTHBIMH MHCTPYKIMSMH WX
pabOTHHKOB.

5.2. Opzanuzayun docmasxu dokymenmos

5.2.1. Jlocraska okymentoB B MBJIOY « Jletckuii can Ne 151 »u 3a ero TIpe/IeIIbl OCYIIECTBIISAETCS
CPE/ICTBAMH IIOYTOBOM, KyPhEPCKOH H JJIEKTPHUECKOT, IIEKTPOHHOI CBS3H.

5.2.2. IlocpencTBOM TOYTOBOM CBSI3M NPOM3BOJNMTCA OTIPABKA M NOJNYYEHHE MPOCTHIX THCEM,
OTKPBITOK, GaH/epoIeil, MOCHUIOK H NEYaTHBIX, B T. 4. NEPUOJIMYECKUX U3/IaHUH.

52.3. C nomompio Kyphepckoil CBS3H OTNpABJSIOT H MOJIYYAIOT 3aKA3HYIO KOPPECTIOH/ICHIIHIO
(MpUKa3kl, PACIOPSDKEHHS, NHCbMA W IMPOYME JOKYMEHTHI BBIIECTOSIMX OpraHU3aLHii),
COIepIKaIIyIO BXKHYIO HIIH CPOYHYIO HH(OPMALHIO, [0 I0BEPEHHOCTH.

5.2.4. DneKTpUYECKYIO, JIEKTPOHHYIO CBSI3b MCIOJB3YIOT JUIA OTIPABKM M MOJNyHEHHS TEJIErpamM,
TeneakcorpaMm, MEKTPOHHBIX TOKYMEHTOB.

5.2.5. OTBETCTBEHHOCTH 3a IOJHYIO ¥ CBOEBPEMEHHYIO OTIpPABKY M TOJYYEHHE CIyXeOHOM
KoppecnonieHuu Hecet 3asenyomass MBJIOVY « Jlerckuit can Ne 151y,

5.3. lpuem, obpabomra u pacnpedenenue 6x00AUUX DOKYMEHMOE

5.3.1. Jloxymentsl, nocrynatomme B MBJIOY « Jerckuit cag Ne 151», BCKpBIBAIOT, pErHCTPHPYIOT,
T0CJIE YEro MepeslaloT Ha PacCMOTPEHHE 3aBENYIOLIEH, a 3aTeM B COOTBETCTBHH C €€ pelIeHHEM
(pe3ononueit) HaMPaBJISIOT HEOCPEACTBEHHBIM HCIIOJHATENISM.

532, C nmocrymienueM ciyxeOHOH KOPPECIOHJACHIMH COTPYAHHK, OTBETCTBEHHBIH 3a
JETIONPOU3BOJICTBO, IPOBEPSET MPABHJILHOCTh €€ JOCTaBKHM, a TaKXKe LEeJOCTHOCTh YITAKOBKH
NOKYMeHTOB. KOHBEPTHI C JOKYMEHTAMH BCKPBIBAIOT, 32 HCKJIIOYEHHEM HMEIOIINX MOMETKY "JTHYHO",
5.3.3. Perucrpaumuun moiexxar Bce JOKYMEHTBI, TpeOYIOIIHME y4eTa, HCIOJIHEHUs HCIOIb30BAHHS B
CIPAaBOYHBIX LENAX, KaK IIOCTYNAIOIMe W3 JAPYTMX OpraHu3alMi ¥ OT YaCTHBIX JIMIl, TaK H
o6pasyiomuecs B npouecce aesrensHoctd MBJIOY « Jlerckuit cag Ne 151».

He nomnexcar perucTpann 1o3apaBUTEIBHBIE NMHCbMA, TEJIErPAMMBI, TIPHITIACHTEIbHBIC OUIIETHI,
HH(OpMaUs JUIst CBEJICHHS, OYXralTepckie NOKYMEHTBI IEPBHYHOrO yuera. J[jist HUX cocTaBseTcs
TNepeYeHb HePEeruCTPUPYEMBIX JIOKYMEHTOB.

Perucrpanuonnslii mTaMn WK OTMETKA O PETHCTPALIMH CTABHTCS B IIPABOM HHXKHEM YIIIy JIOKYMEHTA
H COCTOSAT M3 HOMEpa AOKYMEHTA 110 TOPSIKY H IaThl MOCTYIIJICHHS.

B MBJIOY « Jlerckuii cam Ne 151» c obwsemom JjokymeHTooGopota no 600 emunuun B ron
Aomyckaercs (PMKCHpOBATh MX B JKypHAJIAX PErHCTPALMH BXOAAIIHX H HCXOUIIKX JOKYMEHTOB,

5.3.4. B 3aBHCHMOCTH OT afipecally A0KyMEHTbI HAlPaBJIsIOTCS HA MPEBAPUTENILHOE PACCMOTPEHHE
saBefyiomeit MBJIOY « Jlerckuit cax Ne 151» WilH HEMOCPEACTBEHHO TEM JOJDKHOCTHBIM JIMIaM,
KOTOPBIM OHH NpeHa3HayeHb! (MPH HAMYAA Ha IOKYMEHTE COOTBETCTBYIOMICH OTMETKH).

5.4. ITo020mo6Ka u OMNPABKA UCXOOAUUX DOKYMEHMOB

5.4.1. TloxroroBka mpOEKTOB HCXOMAIMX JIOKYMEHTOB, BKJIOYas NPEIBAPHTENILHOE COMIACOBAHME,
NIPOU3BOAUTCS TEMH JOJDKHOCTHBIMH JIMLI@MH KOMY IIOPYHCHO HX HCIIOJIHEHHUE.

542, OrpercTBeHHBI HCIOMHATEIL OPOPMISET OKOHYATENLHBIH BAPHAHT JOKYMEHTA Ha OCHOBE
JJICKTPOHHOMN MM PyKOIHCHOM BEPCHH MPOCKTA IOKYMEHTA, B 00513aTeILHOM TOPSIIKE 3aBEPEHHOI
OAMKCBIO OTBETCTBEHHOrO HCIIOIHHTEIIA.

543, OrBercTBeHHEI HCIONHHTEIb 00f3aH YHOCTOBEPHTHCS B TOM, YTO TEKCT OKOHYATENBHO
ohopmierroro JOKyMEHTA B TOYHOCTH COOTBETCTBYET TEKCTY NPOEKTa, W NPH HEOGXOAMMOCTH
BHECTH B okoHyaTebHBII BapHaHT CcBOM 3amevaHus. IlpaBuwibno odopmenmbiii JOKYMEHT
fepenaercs oTpeTcTBEHHOMY HCIOJIHHTETIO.

544, Orpercrpenupii HMCHONHHTENb TPEACTABISET OPOPMICHHBIH JOKYMEHT Ha TIOAIHCH
(Y'I‘Bep)lcneuuc) sapeayiomeii MBIOY « Jlerckuii can Ne 151 ».

4.5, Tlonmucanusiit (yTBEpXK/JCHHBIH) JOKYMEHT TOTOBHT K OTNpAaBKE HEMOCPEACTBEHHO
3aBeTyI0muii MBJIOY« Jlerckuii cal Ne 151». Ornpaske mnpemmecTByer perucrpauus u
KOnBepruposanme (ymakoska) AOKymenTa. JIOCTABISIETCS JIOKYMEHT ajipecaTy ¢ IOMOWBIO
KYpPbepekoii ( mourosoif) caa3M.



AV
5.4.6. Ornpasky ucxonsumeit koppecrnonzenuun 3a npexenst MBJIOY « Jletckuit cax Ne 151
HEOOXOZMMO OCYIIECTBIISITH B TE€YEHHE CYTOK C MOMEHTA MOAMHMCAHMUS (yTBEpKAEHHS) HOKYMEHTa
3aseaytomeii. OcoGo BakHbIE HIIH CPOUHBIE JOKYMEHTBI CJIEIYET OTIPABIATh HEMEUTEHHO MOC/Ie ux
noanucanus.  KOHTPOIMpOBATH  CBOEBPEMEHHYIO M NpPAaBHIBHYIO OTIPAaBKy  HCXOsINeii
KOppeCNOHACHUMH JoJDKeH 3aBeaytomuiit MBJIOY « Jletckuit camg Ne 151 ».
5.5. Hcnonnenue 6Hympennux 0oKymenmos.

5.5.1. Mcnonuenue BHYTpeHHHX ZIOKYMEHTOB OCYILIECTBIIICTCS COIJIACHO YKa3aHHSM 3aBEIyIOIIEro
MBJIOY« etckuit caxg Ne 151» au6o B COOTBETCTBHH C NAHHOH HHCTPYKUHEH WIH TpeOOBaHHSAMH
(enepanbHBIX H BeOMCTBEHHBIX HOPMaTHBHO-IIPABOBEIX aKTOB.

5.5.2. OtBeTcTBeHHOCTD 32 CBOCBPEMEHHYIO IOATOTOBKY IIPOEKTa, 3a NpAaBHIBHOE O(OopMIIeHHe
BHYTPCHHETO IOKyMEHTa HECET TO JODKHOCTHOE JIHIIO, KOTOPOMY MOPYYEHO €ro HCIIOTHEHHE.

5.5.3. KouTposs ucnonnenus BHYTPEHHHX JIOKYMEHTOB OCYIIECTBIsIeTCs 3aBeaytonieit MBIJOY

« Herckuii cag Ne 151 ».

5.5.4. Tlepenaya mommucaHHBIX (YTBEp)KACHHEIX) BHYTPEHHHX IOKYMEHTOB JUTA HCIIOIB30BAHHS B
TIPaKTHYECKOH paboTe TOKHOCTHBIMH JHIIAMH IIPOH3BOAMTCS OTBETCTBEHHBIM HCIIOJIHHTEIEM I10CIE
PerucTpamuu. B HeoOxomumerx  caywasx OPHUIHHAI BHYTPEHHErOo [JOKYMEHTAa IOJIEKHUT
THP&KHpPOBaHuio. KOHTPONMBHEIN sKk3eMUIp JOKyMEHTa MOMelIaeTcs Ha XpaHeHHe "B meio".
Wcnonmuurens mokymenrta o6szan XPaHUTb y ce0s OMH JK3EMIUIp HCIOIHEHHOTO BHYTPEHHETro
ZAOKYMEHTA B TEYEHHE T'O/la CO JHS ero PETHCTpaLHH.

5.6. Paboma no coxpawenuio o6vemos CYHCEOHOI NEPEnUCKU U COBEPUICHCHIBOBAHUIO €¢
opzanuzayuu.

5.6.1. PaBoTy mo CoKpammeHHIO 06BEMOB CIy)XeOHOH MepeNHCKH H COBEPUIICHCTBOBAHHIO ee
OpraHH3alMH CIIeAYeT PacCMaTPHUBATh Kak HCOTBEMJIEMYIO YacCTh JOKYMEHTAIHOHHOTO 0BecreyeHHs
AearensHoctd MBJIOVY « lerckuii cax No 151 ».

5.6.2. ToKyMeHTaIMOHHOe obecrieyeHre nesTelbHOCTH MOJJICKUT CHCTEMATHYECKOMY AHAIM3y Ha
OCHOBE CTAaTHCTHUYECKHX NAaHHBIX, XapAKTEPH3YIOMMX KOIHYECTBEHHEIE M Ka4eCTBEHHBIE MApaMETPEI
CIIy)K€OHBIX /IOKYMEHTOB 3a OIIpe/e/eHHbIN TICPHON BpeMeHHU (TOA, MONYTOHe, KBAPTAN, MECS).
Y4er obmero komuyecrpa AOKYMEHTOB 32 ONpEJEC/ICHHBIH IIEPHON BPEMEHH IIPOM3BOOUTCS Ha
OCHOBAHHH JaHHBIX JKyPHAIOB pPErHCTPALHU AOKYMEHTOB. 3a EOMHHIY ydYeTa KOJMYECTBA
AOKYMEHTOB MNPHHHMAEeTCs caM JOKYMEHT. KommdecTso BXOZAIIHNX, HCXOIALIMX JOKYMEHTOB
YUYHTBIBAETCA pa3/iesIbHO.

5.7. Opzanuzayus paboms: omeememeenmnpix ucnonnumeneii c 0OKymenmamu.

5.7.1. YIOJIHOMOYEHHBIE OMKHOCTHBIE JHIa o0S3aHBl OCYIIECTBIATE paboty co ciyxkeGHBIMH
AOKYMECHTaMH H 00ECIICYHBaTh HX CBOEBPEMEHHYIO H NPaBHIIBHYIO MOATOTOBKY.

5.7.2. CpouHble JOKYMEHTBI MO/UIEKAT HEMEJUICHHOMY HCIIOJIHEHHIO.

5.7.3. Tlpu onpezesieHHH CPOKOB IOATOTOBKH CITy>KeOHBIX JIOKYMEHTOB OTBETCTBEHHbIH HCIIOJIHUTENb
00s3aH yYMTBIBATH BpeMs, HEOOXOAMMOE JUIL ero cornacoBanus, OoQOpMIEHHS, MOMTHCAHUS
(YyTBepKIEHHS) H TOCTAaBKH 110 afpecata. ECIH ToT wim HHOH JIOKYMEHT HEBO3MOKHO MOJTOTOBHTD K
YCTaHOBJICHHOMY CPOKY, OTBETCTBEHHBI HCIOJHHTENb JOJIKEH 3a0/1arOBPeMEHHO YBEIOMHTD 06
9ToM Kak 3aBeaywooumyio MBJIOY « [lerckuii cam Ne 151», Tak w TO momKHOCTHOE U0
BBIIICCTOALIEH HHCTAHUMH, BO HCIIOJHEHHE YKa3aHHil KOTOpOro ocy
JOKYMEHTA.

5.7.4. OTBETCTBEHHBI HCIIOTHUTED TIEPENACT Ha THPAKUPOBAHHE OPUIHHA JOKYMEHTA C [MOMETKOIi
0 HEOOXOIUMOM KOJIHYECTBE IK3EMILIAPOB.

5.7.5. Ecnu x paGore N0 HOArOTOBKE AOKYMCHTA MpPHBICYCHO HECKOIBKO OTBETCTBEHHEIX
HCIIOJTHUTEJIEH, TO COIJIACHO PE30JIIOLMH MIH HHBIM YKa3aHuAM 3aBenyromero MBJIOV « JleTckuit
can Ne 151» ofuH M3 HEX Ha3HAYAETCS CTAPIINM.

5.7.6. [Jloctyn Kk pa3pabaThIBaeMbIM JOKYMEHTAaM JOJKHBI HMETh TOJIBKO Te JIH
YTIOJTHOMOYEHBI OCYIIECTBIIATH HX IOATOTOBKY.

5.8. Ocobennocmu paéomei ¢ snexmponnsivmu O00KyMeHmamu

5.8.1. B yupesxneHHH CO31AI0TCS U HCTIOMB3YIOTCS:
~— OJJICKTPOHHBIC JOKYMEHTBI, CO3/aBacMble B JNIEKTPOHHOH (opme Ge3 NPEBAPUTEILHOIO
JMOKYMEHTHPOBaHHA Ha OyMa)KHOM HOCHTEJIE;
— DJIEKTPOHHBIE 00pa3el JOKyMEHTOB, MOJyYeHHbIE B PE3yJIbTaTe CKAHUPOBAHHS JOKYMEHTOB
H XpaHSAIHECSH B CHCTEME JIEKTPOHHOTO JOKYMEHTO000pOTA.
5.8.2. IlpueM M OTHpaBKa 3JEKTPOHHBIX AOKYMCHTOB OCYINECTBJISIOTCS OTBETCTBEHHBIM 3a BEJCHHE
Aenonpoussoactsa B MBJIOY « Jlerckwuii cax Ne 151 ».

IECTBIISIETCH IIOATrOTOBKA

a, KOTOpbIe
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5.8.3. BJIeKTIGJ I\?BKYMCHTH C03H350TCH, obpabarkBatores u XpaHATCS B CHCTEME JJIEKTPOHHOTO
gokymenrtoodopota MBIIOY « Ilercxmit cax Ne 151,

5.8.4. DNCKTPOHHEIR JOKYMEHT ROMKeH GEITh oopmiien Mo ofumm mpasmiaM AETOMpPOH3BOACTE
# uMeTh PEKBH3HTDL, YCTAHOBJICHHEIE 1U1s aHANIOTHYHOTO I0KyMeHTa Ha GyMaKHOM HOCHTENIE.
5.8.5. [l IOATBEPXKICHHS MOUIMHHOCTH 3/EKTPOHHBIX nokymentoB B MBJIOY « Jletckuit cax Ne
151» HCHONB3YIOTCA SICKTPOHHEIE HbpPOBBe moamuck. Mcmonbayemble CpeicTBa SMEKTPOHHOI
appOBOH TOAIIHCH JIOIKHEI OBITH cepTHdUIIpOBanE! B YCTaHOBJICHHOM MOPSJIKE.
5.8.6. Epunuuen _YHeTa  SJICKTPOHHOTO  JIOKyMEHTa  SBISETCS 9JIEKTPOHHBIA  JIOKYMEHT,
3aperMCTPUPOBAHHBIN B CHCTEME SIEKTPOHHOTO NoKymeHTooGopora MBIOY « Jerckuii cax Ne
151». JNEKTPOHHBIH NOKYMEHT, MMEIOIUIl [IPHIIOKEHH, PErHCTPUPYETCs KaK OJWH JOKYMEHT.
5.8.7. Tlocme OTMPAaBKH 3JIEKTPOHHOTO JOKyMeEHTa, 3aBEPEHHOr0  JIEKTPOHHOH MOAMHCHIO
yNOJTHOMOYCHHOTO JOJUKHOCTHOTO JIMI@, TOCBUIKH aIpecaTy ero KOMWH Ha GyMaKHOM HOCHTENE,
KaK [paBUJIO, HE TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha oOpauieHuss rpaxJaH, MOCTYIHBLIAX
1o HH(bOpMaVIIHOHHO-TeHeKOMMYHHKaIIHOHHLIM KaHalaM,  Ha KOTOpbIE  3asgBHUTCIIO  JACTCH
NHCBMEHHBIA OTBET, HANPABJIAEMBIH I10 I0YTOBOMY aJpecy, yKa3aHHOMY B OOPAIIEHHH.
5.8.8. MCronHEHHEBIC OJJICKTPOHHBIE JOKYMEHTHI CHCTEMATH3HPYIOTCS B JeJa B COOTBETCTBHH
c Homerknarypoir  ien MBJIOY  «  Jlerckuit canm No 151» # MHAEKCHPYIOTCS B MOpSIIKE,
YCTaHOBJICHHOM B OTHOIICHHH NI/, COCTABJICHHBIX U3 JOKYMEHTOB Ha 6YMa)XHOM HOCHTEIE.
[Ipy cocTaBNeHMH HOMEHKJIATYpBI eIl B 3aTOJIOBOK Jeja BKJIFOYAETCs yKa3aHHe «DJIEKTPOHHBIC
JIOKYMEHTBIY.

5.9. Undhopmayuonnan 6esonacnocme
5.9.1. Undopmanuonurle pecypcst MBIIOVY « Ierckmit cay Ne 151» mo moctymy (BO3MOXXHOCTH
HCIIOJIb30BAHHS) MOJPA3IEIIOTCS Ha OTKPHITYIO (00MIENOCTYNHYI0) HH(pOPMALHIO, CIYXeOHYIO
MHPOPMALHIO U HHHOPMALIHIO OTPAHUYEHHOTO PaCIPOCTPaHeHHs (HOCTyma).
K xareropud OTKpPBHITOH HH(POPMALMM OTHOCHTCS HH(pOpMalMs, coAepKamasics B TOKyMEHTaxX
u 6azax gaHHeIx MBJIOY « [erckuit cam Ne 151», HemocpeACTBEHHO 3aTparuBaiomiasi IIpaBa
¥ HHTEPECHI TPak/iaH.
K kateropun ciyxebHO# HHGMOPMALHH OTHOCHTCA MH(pOpMAUKsd, COAEPKAINA’CH B HOKYMEHTax
u6azax maHHelx MBJIOY « Jlerckmit cax Ne 151», npennasHayeHHas Uis JOJDKHOCTHBIX
man i pabotankos MBJIOY « Jlerckuit can Ne 151» npu BHIOJIHEHAN UMH CBOUX (YHKIHOHATBHBIX
00S3aHHOCTEH, He 3aTparuBaiolias HanpsMylo IIpaBa W MHTEPECHl TPAKIAH M HE OTHOCAIIAsCS
K KaTeropHy OrpaHHYeHHOr0 PacipOCTPaHEHHs (HOCTYTIa).
K Kateropuu mH(OpPMAIMH OTPAHHYEHHOTO PACIPOCTPAHEHHs (IOCTYIa) OTHOCHTCS MH(pOpMamus,
cofepxamascs B JOKyMEHTaX M 0a3ax [aHHBIX, BKIIOYAIOMAs CBEJICHHS KOH(HICHIHAIBHOTO
XapakTepa.
Bes nndopmanms, cozepikamascs B JIOKyMEHTax H 6a3ax aHHBIX MBJIOV « Jlerckuit cax No 151y,
T0 YMONIYaHUIO SBJISAETCS OTKPBITOH u obmenocTynHoi. Mckmovenue coctapiser uHbOpMaums,
OTHECEHHAs K KAaTerOpUAM CIIy)keOHOH U OrpaHHYEHHOr0 pacipoCTpaHEH ) (moctyma).
5.9.2. Jloctyn mnonp3oBatenedl k HHpOpPMAIMM OrpaHHTHBACTCH MYTEM OTHECCHHA uHbOpMaLHU
K COOTBETCTBYIOIIEH KATETOPHH M HAIOKEHHEM Ha HCE COOTBETCTBYIOIIETO rpuda orpaHuYeHHs
pacnpocrpanenus. Mudopmalusa OrpaHHYeHHOro A0CTyIa cHabxaercs rpudom «{nsa ciyxebHOrO
TOJIL30BAHUA Y.
TllpaBom  oTHecemmsi MH(pOpPMAUMH K KAaTCrOPHH  OTPAHMYCHHOTO  JOCTyNa M HAIOKEHHS
COOTBETCTByIOIIEro rpra 061a1aeT aBTOp HOKYMEHTa I10 COTIACOBAHHIO € 3asenyromeit MBZIOY
« Jlerckuii can Ne 151».
HokymentiposanHast HHGbOpMALS, OrPaHHYIEHHOTO PaclpOCTPAHCHMA, 6e3 CaHKUUU OJKHOCTHOTO
MU, yCTAHOBMBIIErO PEXHM OTPAHHYEHHOTO PACTIPOCTPAHCHHS VLA NAHHOTO  JIOKYMEHTa,
HE moAyIeXxKuT  pasraleH o (pacpoctpanennio). IIpeocTasienne  MONB30BATENIAM  IOCTYNa
KJGHHOH WH(OpMALMM OCYNICCTBIAETCA ~HCIUMOYHTENBHO MO COTNIACOBARMIO  C YKA3aHHBIM
AOJDKHOCTHBIM JIMIIOM ITyTEM MOJa4H COOTBETCTBYIOIIEH 3asIBKH.
HomxnocTare Jvna, NpUHABIIME pELICHHE 00 oTHeceHMH HH(popMaluy, 3aUKCHPOBAHHOM
B NloKyMmenTe, K KaTeropuu OTrpaHH4YEHHOr0 paCIIpOCTpafleHPm, HECYT  OTBETCTBECHHOCTbH
32 000CHOBaHHOCTD [IPHHSATOrO pelueHus 1 ero COOTBETCTBHE ACHCTBYIOLIEMY 3aKOHONATCIILCTBY.
5.9.3. Jlnunpie mena paGOTHHKOB, JIHYHbIE KAPTOHKH Qa6omm<oa, TPYNOBBIE KHHXXKH PabOTHHKOB,
NPHKA3b1 110 JTHYHOMY COCTaBY JOJDKHbI XpaHHTHCA B ceiie HH B METAJTHHECKOM mkady.
Janucy p TPYOBOM KHHKKE MOAMHCHIBACT sapepytouias MBJIOY « Jlerckwuii cag Ne 151 ».
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5.9.4. VYcraHoBka M 9KCIUIyaTalus MpOrpaMMHOro obecreyeHus, IOJYYEHHOro M3 JOoOkix
MCTOYHHKOB M BBIMOJHSIOMIEr0 (YHKUMH, He CBS3aHHbIE HEIOCPEJCTBEHHO C BBIIOJIHEHHEM
pabOTHHKAMH CBOMX JIOJDKHOCTHBIX 00A3aHHOCTEH, KATErOpHYECKH 3arpelieHa. s
5.9.5. Bes npejicTaBnenHas B 3eKTPOHHOM Bujie uH(popmanus, nocrynaomas B MBJIOY « Jlerckuit
can Ne 151», B 06s13aTe1bHOM IOPSAJKE OUIEKHUT IPOBEPKE AHTUBUPYCHBIMHU CPEJICTBAMH.
5.9.6. OmnexTponHas MOYTa MOMKET HCHOJNB30BATHCA MOJB30BATENSIMH  TOJBKO LIS OOMeHa
uHpopmanmei, OTHOCAIIENCH K KATEropHM OTKPBITOH M Ciy:eGHOi. 3ampelieHo HCMosb30Bath
SNICKTPOHHYIO TOYTY JUIs Nepenayd HMHQOpMaluH, OTHOCALIEHCA K KaTerOpud OrpaHHYeHHOro
pacnpocTpaHeHusl.
6. KonTpousib McrnoiHeHHsi JOKyMEHTOB
6.1. Opzanusayusa KOHMpPoONA UCRONHEHUA OOKYMEHMO8

6.1.1. KoHTpONb HCIONHEHUS IOKYMEHTOB MBJIOY « Herckmii cag Ne 151» Bximo4aer B cebs:
TIOCTaHOBKY JIOKYMEHTa Ha KOHTpOJb, IpeJBAPUTENLHYIO MPOBEPKY H pEryJHpOBaHHE Xoja
HCTIOJIHEHHS, CHATHE C KOHTPOJIA, HATIPABIICHHE JIOKYMEHTa B JIeN0, y4eT, 0000IeHne U aHaIu3 Xo/a
M pE3yNbTaTOB MCIONHEHUS JOKYMEHTOB, HMH(pOPMHPOBaHHME MOJKHOCTHBIX JIMI[ B IEJIAX
CBOCBPCMCHHOTO M KAaYECTBEHHOrO MCIOJHEHHMS IOpyYeHHH, 3aMKCHPOBAHHBIX B JOKYMEHTaX.
KoHTpons ucnonenns noxymenTos Bosnaraercs Ha 3aenymomtyio MBJIOY « Herckwuii cag Ne 151».
6.1.2. Kontpomo mnosnexar 3apEeruCTPUPOBAHHBIE NOKYMEHTHI, TPeOYyIOLIHEe HCIOJHEHHUS, I
KOTOpbIX pewennem 3aseayiomeir MBIIOY « Jletckuit can Ne 151% ycTaHOBIIEH CPOK HCIIOTHEHHUS.
Ilpu nocranoske mokymenrta Ha KOHTPOJIb HA €ro JIEBOM IIOJI€ JelaeTCs OTMETKA, KOTOPYIO
obo3navarot Gyksoit "K" wiu cioom (rramnom) "KouTtpons".

6.1.3. CpoKy HCIIONHEHHS JOKYMEHTOB onpenesnsores 3asenyromed MBIOY « lerckuii cag Ne 151»
MCXOAs W3 CpOKa, YCTAHOBNEHHOTO OpraHM3allMed, HamlpaBHBIIEH JOKYMEHT, HJIH CPOKOB,
YCTaHOBJICHHBIX 3aKOHOJATENbCTBOM P®. Cpoky MCIIONHEHHS HCUHCIIIOTCS B KaJICHAPHBIX JHAX:

- AL TIOCTYNUBIUMX U3 BBILECTOSUIMX OPraHOB W BHYTPEHHHX JIOKYMEHTOB — HAUMHAS C JAThl HX
TIOJIMHCAHUS (YTBEPXKACHHUS);

- AT IOKYMCHTOB, IOCTYNHMBLUMX M3 JAPYTHX OPraHM3alMi, a TAKKe OT OTAC/bHBIX rpaciaH, -
HaiuHas ¢ natel UX noctymienus B MBIIOV « Jletckuii cax Ne 151 .

6.1.4. JIOKyMEHTBI IIOJUIEKAT MCIIONHEHHIO B CIIEAYIOIIHE CPOKH:

- C KOHKPETHOMH JaTOM HCIONHEHUS - B YKa3aHHBbII CpOK;

- 6e3 yKka3aHMs KOHKPETHO# NaThl HCIIOJIHEHHS ¢ TIOMETKOM "cpouHO" - B 3-1HEBHBIH CPOK;

- C IIOMETKOi "onepaTiBHO" - B 10-HEBHBIH CPOK;

- IIPOYHE - B CPOK He GoJiee Mecana;

- N0 oDpaileHusM rpax/aH, nocrynusimmM B MBIOY « Jlerckuii cax Ne 151» u TpeOyroumm
HAOTIOJIHUTE/IEHOIO M3Y4EHHS U POBEPKH, - J10 OJIHOTO MECSI[A CO JIHs MX PErHCTpaliH,

- 110 OCTaJIbHBIM oOpatieHusM - He 6onee 15 aueit.

6.1.5. Ecnn nocneuuii JeHb Cpoka MCIOIHEHUS AOKYMCHTa NPUXOMUTCA HA HepaGo4HMii JeHb, TO
AOKYMEHT IO/UIEXKUT UCIIOJHEHHIO HE M03/1Hee pabouero JHs, NPeeCTBYIOLIEro HepabouyeMy IHIO.
6.1.6. JlaTa HCTIOJIHEHUS YKa3bIBACTCS B PE30JIIOUMH 3aBe/IyIomeii MBJIOY « erckuit cag Ne 151y.

6.2. Ocobennocmu ocywecmenenun KOHMPONA HAO UChONHEeHueM 00KyMenmog

6.2.1. Ilpu HEOOXOAUMOCTH H3MEHEHHUS CPOKA HCTIONHEHUS I0OKYMEHTA OTBETCTBEHHEIH HCIIOJIHUTEIb
HE MO3/HEE, 4YE€M 32 TPH JIHA /IO MCTEUCHHS PaHEe YCTAHOBJECHHOIO CPOKA NPEACTABIACT HA WMS
sasenyromeit MBJIOY « Jlerckuii can Ne 151» MoTuBupoBaHHYyI0 pock6y o ero HOPOJIUIEHUH.

6.2.2. TIpoBepka X0/1a HCIIOJIHEHHS OCYLIECTBIIACTCS 10 HCTEYEHHS CPOKOB HCIIOTHEHUS JIOKYMEHTOB
(npeBapUTENBHEIH KOHTPOJIB) B CIIEAYIONIEM HOPAIKE:

- 3aJIaHKs MOCJIEAYIOIMX JIET - HE peXXe OHOr0 pasa B IO

- 3a/IaHUA IOCTIEYIOLMX MECALEB TEKYLIEro Fo/la - HE PEKE OJIHOrO pa3a B MECsy;

- 3a/laHus TeKYIIEero Mecsua - Ka/ible 1ecsTh Hel i 3a ISTh AHEH /10 HCTeYeHHns cpoka.

6.2.3. CasTie JOKyMEHTa C KOHTPOJIs ocyuiecTiseT 3aseayiomas MBJIOY « etckuit cag Ne 151 .
[Ipn aTOM fenaercsa moMeTka 00 MCIOJHEHMM JOKYMEHTa M HAIPABICHHHM €ro B Aejo: KpaTKHe
CBelleHHs 00 MCIOJHEHHH HIIM CChUIKA HA JOKYMEHT (JaTa W HOMEp), CBHIAETeNbCTBYIOLIMH 00
MCIIOJIHEHHH; OTMETKA "B JIEI0", HOMEP JIefa, B KOTOPOM Oy/IET XpaHUThCS IOKYMEHT, aTa; [IOANHCH
UCIIOJIHUTEJIS.

6.2.4. JIOKYMEHT CYMTAaeTCs MCHOJHEHHBIM H CHHMMA€TCA C KOHTPOJS IIOCie (aKTHYECKOro
BBIMIOJIHEHUS IOPYYEHHH, JOKYMEHTHPOBAHHOTO MOATBEP)KICHHS MHCIIOJHEHHS M COOOILEHHS
Pe3yJIbTATOB 3aMHTEPECOBAHHBIM OPraHU3ALMsIM H JIMLIAaM, a TAK)XXe, €CJIM B IIPEJCTaBIEHHBIX 10 HEMY
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anax O BBIIOJHEHHH HE JaH

Eg;:ggmy, A4HO IONIONHHTENBHBIX NOpyYeHHUii 1 MaTepHasIbl He BO3BpAIICHBI HA

7. I’IfmTOBJlelme H HCI0JIL30BAHHE NevaTeif 1 mTam
7.1. MBIIOY « Jletckuit cax Ne 151» umeer KpyIIyIo me noB

YaTh C HAUMEHOBAHHEM YUPEKJICHHUS IO

ycraBy ¥ PEKBU3HTAMH JICTCKOTO Cazia, 61aHKH CO CBOMM HaMMEHOBAHMEM
7.2. TleyaTh H3rOTABIMBACTCA HMCKIIOYMTENIBHO B CIIY)KEOHBIX LEJISX P‘emeﬂ

. . He 0 HeoOXOAMMOCTH
H3rOTOBJICHHS neancv:u U HX KOJINYECTBE NIPHHUMAET 3asenyromast MBJIOY « Jletckwmit cax Ne 151»
B cryuae CIY)KeOHOH HeobxommmoctH Mo pemeriiio sapenyiomeli MBIIOY « Jletcinii can Ne 151»
[IOMYCKAETCs U3TOTOBJICHHE JIOTIOHATENLHBIX 9K3EMIIIPOB IeYaTe;,
7.3. IleyaTblo 3aBEPSAIOTCA TMOANKCH PYKOBOAMTENS, €ro 3aMecTuTeNel, IaBHOTO OyXraiTepa,
aTake JAPYrHX IOJDKHOCTHBIX JIML, KOTOPHIM MPHKA30M YYpeXIEHHs WIH JOBEPEHHOCTHIO
NpefOCTaBJIEHBI COOTBETCTBYIOIINE MONHOMOYHS.
7.4. Vet umerommxcst B MBJIOY « etckuit cag Ne 151y meuaTeii u mTamMIioB BEIET CEKpETaph H
() U110, OTBETCTBEHHOE 32 BE/ICHHE JIETIONPOH3BOJCTBA B YUPEXKICHHH, B JKypHaJIe ydeTa neyaTei
| IITaMIIOB C MMPOCTaBJICHUEM MX OTTHCKOB (JIUCTHI XXypHaJIa yyeTa IeyaTei i TaMIoB HyMepYIoTCH,
NPOLIHYPOBBIBAIOTCS U 3aBEPAIOTCS TIEYATBIO).
7.6. [ledaTy ¥ IITaMIIbI XPAHSTCS B HAJE)KHO 3aMMpalouXcs mKadax.
Brijaya Imevareid W IITAMIIOB paOOTHHMKaM, MEPCOHAILHO OTBETCTBEHHBIM 3a MX HCIIOJIB30BaHHE
¥ XpaHeHHe, OCYIIECTBIIIETCS MO/l POCTIMCE B XKypHAJIE yueTa neqaTed ¥ TaMIIOB.
OTBETCTBEHHOCTh 3a 3aKOHHOCTb HCIIOJB30BAHUS M HANEXHOCTh XpAaHEHHs IedyarTeil BO3JaracTcs
Ha 3asenytomyio MBJIOY « lerckuit cax Ne 151».

8. Opranuzanysi JOKyMEHTOB B 1€JI0NPOH3BOACTBE
8.1.Homenxnamypa oen

8.1.1. Opranusauus JOKyMEHTOB B JIETONPOM3BOJCTBE IPECTABIACT co00ii COBOKYIHOCTb BHIOB
pabot, 06ecIedHBAIOIMX COXPAHHOCTb, YYET, CHCTEMAaTH3AIMIO JOKYMEHTOB, (GopMHpOBaHHE H
odopMIIeHHE IEN B [€TONPOH3BOCTBE, H UX Nepeiady B apXHB B COOTBETCTBHH C yCTaHOBJIEHHBIMH
TpeGOBaHUAMH.
OCHOBHBIMM BMJaMH paGoT, 0GECIeYHBAIOIMMH NPABUIBHYIO OPraHH3aliio JIOKYMEHTOB B
KJIATyphl €N 1 0(popMIIeHHE JIeI.

IENONPOU3BOCTBE, SBJIAIOTCS COCTABICHHE HOMCH
plif IIepedeHb 3aroJIOBKOB (HAMMEHOBAHMI) Jei

8.1.2. Homenknarypa jen - CHCTEMaTH3HPOBAHH

MBJIOVNe 151 ¢ yka3aHHEM CPOKOB MX XpaHCHHS.
HoMeHxnaTypa e/l mpeAHa3HayeHa UL OpraHu3aliii IpyIIUPOBKH HCIIOJHEHHBIX JIOKYMEHTOB B

JieNla, CHCTeMAaTH3al[Mi M ydeTa Jell, ONpPe/CICHHA CPOKOB HX XPaHEHHS H SABJIACTCA OCHOBOM IS
COCTABJIEHMS OMHCEH JeN TTOCTOSHHOTO M BPEMEHHOTO (CBBIIE 10 neT) XpaHeHHs, a TAKKe JUld yueTa
nen BpeMmenHoro (o 10 et BKJTIOUMTEJILHO) XpaHEHHS. 2

8.1.3. Ipu cocraBieHHH HOMEHKIATYPBI €T PYKOBOJICTBYIOTCS YCTaBOMvMB,ZIOY « JleTckuit can

Ne 151», monoxeHHAMH O pasIHYHON JIeSITEIbHOCTH MBJIOY « Herckuit cax Ne 151», ero cnyxb6ax,
WITaTHBIM paclHCcaHueM, [UIaHaMH H oTyeTaMH O padoTe, NMEPEYHAMH JOKYMEHTOB C yKa3aHHEM
CPOKOB HX XpaHeHus. M3y4darioTcs JIOKYMEHTBI, 06pa3sylomuecs B AEATETBHOCTH MBJIOVY « Jletckuit

cax Ne 151 », ux BHIBI, COCTaB H CONEPHKAHHC.
8.1.4. BHOBL Ha3zHAUeHHBIE OTBETCTBECHHBIMH 32
Ne 151» o6s3anb1 B MECSYHBIA CPOK pa3paboTaTh HO

MBJIOY i 0 151». b
8.1,?_ B ﬁ}gﬂgyﬁ ClIaleITI:;Hﬁ can Ne 151» cocTaBIAKOTCA HOMEHKJIATYpBI JIeJl KKJIOH CIyXObl H

CBOAHAs eJl.
8.1.6 Cnﬁ;ﬁ:‘:?:;zgifﬂypa nen MBJIOY « Jlerckuii can Ne 151» cocTaBisieTcs M YTBEPKIAETCS

. .
ABETYIONIHIA. axarypel et cnyx6st MBIIOY « Jletckuit can Ne 151»

8.1.7. 11 HOIf HOME
-1.7. Tlocne yrBepxaeHus CBOA
N0Jly4ar0T BEIMTHUCKH U3 COOTBCTCTB)’XOIHHX ee pa3/zieioB JUISL UCITOJIB30BAHUS B pa60're,
KyaTyphl AN SBIACTCA JOKYMEHTOM TMOCTOSIHHOTO CpOKa

8.18. v i HOMEH
1.8, eMILIA
L PAICHIRN e . e "JIoKaJIbHBIE aKThI".

XpaHen HOMEHKJIATYpY AeT B pa3 9
810 g}; :nzﬁm:gi?:x?xawpa e MBIOY « Jlerckuit can Ne 151» exeromHo YTOYHSETCS,

i roja.
YTBepsknaercs ¥ BBOAUTCS B ACHCTBHC ¢ 1 saBapA cnenyxo-mero Jit :
8.2. IopadoK ohopmaerun C6OOHOTI HOMEHKAamypbl 0e.
8.2.1. Haspannamu a;IZl'CJIOB HOMEHKJIATYpbl AC SABJIAIOTCA Ha3BaHHS CTPYKTYPHBIX ITOJPa3/IENICHHH.
CBOZHOM l/Il{ﬂo1\461}{)1<,r1a1"ypc men  pasfciibl pacroJyaraioTcs B COOTBETCTBHH C YTBEPXIEHHOI
i i Ne 151».
OPranusaumonmoi cTpyKTypoH MBJIOY « Jlerckuit ca

BeJIeHHE JETIONPOH3BOICTBA MBJIOVY « letckuii cax
MEHKJIaTypy e ¥ IPE/ICTaBUTh €€ 3aBe/lyIoIeH



'/
8.2.2. B HomeHkiaTypy M€/l BKJIOYAIOTCS 3ar0JIOBKH Jell, OTPaKalolHe BCE JIOKYMEHTHPYCMBIC
yyacTku pabotsl. B HOMeHKIaTypy Jiel He BKIIIOYAIOTCSA EPHOAHYCCKHE H3/IAHHA.
8.2.3. Tpadpl cBOAHONM HOMEHKIATYpBI JIe/ 3allOJHAIOTCA  CIICyIOIHM obpasom. B rpage
TPOCTABNAETCS MHJCKC Jeja, BKIIOYEHHOro B HOMeHkiarypy. Mmuuekc jena  COCTOMT M3
YCTaHOBJIEHHOTO YCJIOBHOTO 1(poBOro 0603HAYEHHS M MOPSAKOBOrO HOMEpa 3arojoBKa aena 1o
HOMCHKJIATYpe JAHHO# CIyKOBI.
8.2.4. Wupexc pnena numercs apaGckuMu Ludpamy, HampuMep: 01-05," rae 01 - ycnosnos:
obo3nauenne cnyx6s1 MBJIOY, 05 - nops/AKOBbIH HOMEP 3arojioBKa Jiejia 1o HOMEHKJIAType JaHHOH
cnyxObl. B HOMEHKIAType /ie/l peKOMEH/IYeTCs COXPaHATh OJIHHAKOBBIC HHICKCHI JUIA O/IHOPOJHBIX
JeJ B Ipefieiax pasHbIx cinyx0. Jljis nepexoasiux e HHAEKC COXPaHAeTCs.
8.2.5. 3aronoBok jena JOMKeH 4YeTko, B 0600enHoil GopMe oTpakaTbh OCHOBHOE COACPIKAHHC H
coctaB JIOKymeHToB fena. He nmomyckaercs ymortpeGieHHe B 3arojioBke Jieia HEKOHKPCTHBIX
(opmynuposok ("pasusie Marepuannl”, "oOwas nepemucka' H T. J.), @ TaKKe BBOJAHBIX CJIOB H
CJIOXKHBIX 000POTOB.
8.2.6. B 3aronoBkax pen, cojepXamuxX JOKYMEHTBI MO OJHOMY BOIpOCY, HO HE CBA3AHHBIX
MOC/IE0BATEIBHOCTBIO HCIOMHEHHS, B KAUeCTBE BUA Ae/a yoTpe6seTcs TepMUH "JIOKYMEHTEI", @ B
KOHIIE 3aroJIoBKa B CKOOKaX YKa3bIBAIOTCS OCHOBHbIE Pa3HOBUAHOCTH JIOKYMEHTOB, KOTOPbIC 1OJKHEI
ObITh CrpyNNUpoBaHbl B Jene (IIAHBI, CIMCKH, AOKIajbl M T. A.), Hampumep: "JIOKYMEHTEI O
TIPOBEJICHUH TEMATHYECKNX NPOBepoK" (I1aHbl, rpa)uKH, CIIPABKH).
8.2.7. B 3arosnioBkax jiel, COAEpIKAIIMX MEPENKCKy, YKa3bIBaeTCs, C KEM M 110 KaKOMY BONPOCY OHa
BEJICTCS.
8.2.8. Ilpu mepenucke ¢ OMHOPOAHBIMH KOPPECTIOHACHTAMH IOC/IEJHHE HE YKa3bIBAIOTCS, @ MHILIETCS
ux obuee BuioBoe Hazpanue, Hanpumep: "[epenucka MBJIOV « Jlerckuit can Ne 151» ¢ apXHBHBIMH
YUpeXJICHHAMH ropoja...",
8.2.9. B 3aronoBkax jief, cojiepyKalux MepenkcKy ¢ pasHOPOAHBIMH KOPPECIIOHICHTAMH, TTOC/IC/IHHE
He nepeuncisiores, Hanpumep: "[lepenncka mo xommiekroBanuio MBJIOY « Jlerckuit can Ne 151»
MOJIOJIBIMH CTICLHATTHCTaMH".
8.2.10. B 3aronoBke aena Ha3pIBaeTCsl KOHKPETHBIH KOPPECIIOH/CHT, €CIIH NEPENHCKa BEAETCS TOJIBKO
¢ HUM. B 3arosioBkax jen, couepiKalHX IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIHIO, YKa3bIBaeTCs
nepuo (KBapTai, nojyrojue, rox), "Ha" miy "3a" KOTOPBIH COCTaBJICHBI IUIAHBI (OTYETHI), HATPHMED:

"TonoBoit craTucTHUeCKHit oTueT o aesTensHocTd MBJIOY « Merckuit cag Ne 151» (P 85-K) B oTaen
obpazoBanus".

8.2.11. B rpade 3 ykazpIBaroTcsi CpPOK XpaHEHHs JIena.
8.2.12. B rpade 4 yka3piBaloTCsl OTBETCTBEHHBIE H MECTO 32 XpaHEHHE JIE]L.
8.2.13. Eciu B TeueHue roja BO3ZHHMKAIOT HOBBIC JIOKYMEHTHPOBAHHBIC YYACTKH padoOThl, He
TpelyCMOTPEHHbBIC HOMEHKJIATYPOH JIeJI, TO OHM BHOCATCS B HOMEHKJIATYPY JONOJIHHTENbHO. Jlis
BHOBB 3aBOJAMMBIX JIeJI B KXKJIOM pa3sjielic HOMEHKIIATYPhl OCTABJISIOTCS pe3epBHBIC HOMEPA, KOTOPBIE
UM [IPHCBAHBAIOTCSL.
8.2.14. Tlo oxoHYaHMH TojJla B HOMEHKJIATYpy JI€Jl BHOCAT HTOrOBYIO 3allHChb O KOJIMYECTBE
3aBeJICHHbIX J1eJT (TOMOB).

8.3. @opmuposanue u ohopmaenue oein
8.3.1. dopmupoBaHHe JeJ - TO MNpOLEAypa IPYNIHPOBKH HCIOJIHCHHBIX NOKYMECHTOB B jeia B
COOTBETCTBHH C YTBCPYKJICHHOH HOMEHKJIATYPOil /el M OJHOBPEMEHHO - CHCTEMATH3allus
JIOKYMEHTOB BHYTPH JIeJIa.
8.3.2. Jlena hopMHPYIOTCs, KAk NPABHJIO, ACLEHTPAIH30BAHO, T. €. B CIIyKOax.
8.3.3. VcrnosHeHHble JOKYMEHTHI J0JDKHBI B 5-HEBBIH CPOK C/ABATLCS MCIIOJIHUTEIEM B MECTa HX
[IOCTOAHHOTO XpaHenus Juist GopMupoBanHs B Aesa. lIp cnaue 0KYMEHTA Ha JIMUEBOH CTOPOHE ero
MepBoii CTPAHHIL HCIONHUTENL CTABHT OTMETKY O MOMEIIEHHH JOKYMEHTa B COOTBETCTBYIOLICE
neno, manpumep: "B zeno Ne 0l -05", 3asepser ee noanucelo. Jlanee mnpocrasisieTcs nata
[OMELIEHHS JJOKyMEHTa B JIEJIO.
8.3.4. O6mHit KOHTPOJIb 3 NPABHJIBHBIM (OopMHpOBaHHEM /IE]I OCYIIECTBIISAETCS OTBETCTBEHHBIMH 3a
nesonpon3soscto MBJIOY « Jlerckuii can No 151,
8.3.5. ITpu popMHpOBAHHH JI€]T He0OX0AMMO COOJIIO/IaTh CIEAYIOIHE paBuIa:
1) paspelaeTcsi TOMELIATH B JIEJIO TOJIKO HCHOIHEHHBIC JIOKYMEHTBI B COOTBETCTBHH € 3aroJIOBKaMu
JIeJT 110 HOMEHKJIATYPE;
2) gomycKaeTcs TPYIIMPOBATh B JEN0 JOKYMEHTHI OJIHOTO KAJIEHJAPHOTrO roja (3a HCKJIIOYEHHEM

TepeXOIALIHX 1eN);



