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Hucrpyxkuus
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Hoso — CaBunoBckoro paiiona r.Kazanu

1. O6mue monoxKeHUA.

1.1 Hacrosmas MHCTPYKIMS 1O BemeHHIO nenonpouseoacTsa B MBIIOY «Jlerckuii cag Ne 117
KkoMOuHEpOBaHHOro Buaa» HoBo — CasunOBCKOTO paiiona r.Kasauu (nanee-MBJIOYV) paspaborana
B IIE/I9X pallMOHAIBHON OpraHM3aliy JOKYMEHTAHOHHOTO 00ECIIeYeH S AesTe bHOCTH MBJIOY, a
TaKKE CTPOro COOMOAEHHUS NEHCTBYIOMMX HOPMATHBHBIX JOKYMEHTOB B cepe DOKYMEHTAUWH H
uHpopmanuu (Hanee-FHCTPYKIHS).
1.2 KouTpons Benenus mesnonpoussonctea B MBJIOY OCYIIECTBIIET 3aBEeIYIOMUH, KOTOPEIH Jaer
YKa3aiHs IO BOMPOCAM OpraHM3allAM H BEACHUS JeNIONPOM3BOJCTBA, OOS3aTENBHBIE UL
HCIIOJIHEHHMS BCEMH CIy)X0amy, NpOBEpAET COCTOSHHE JIeIONPOH3BOACTBA U OCYIIECTBIIAET
00y4yeHue pabOTHHKOB, OTBETCTBEHHEIX 34 €T0 BeICHHE.
1.3. OTBeTCTBEHHOCTh 3a OPraHW3AIMIO JENONPOH3BOACTEA, CBOCBPEMEHHOE H KaYeCTBEHHOE
HCIOJIHCHHE TOKYMEHTOB, HX COXPAaHHOCTh BO3Naraercs Ha 3asejyomero MBIIOY.
1.4 Henocpencreennoe BemeHme nenompomssopctea B MBJIOY Bozmaraercs Ha COTPYIHHKOB,
Ha3HAYCHHBIX OTBETCTBCHHBIMH 32 3Ty pPaboTy, KOTOpHIE OGECIEYHMBAIOT YYEeT M IIPOXOXKIEHHE
AOKYMCHTOB B yCTAHOBJICHHBIE CPOKH, MH()OPMHPYIOT PyKOBOACTBO O KA4eCTBE MX HCIOIHEHHUS,
SHAKOMAT COTPY/IHUKOB C HOPMATHBHEIMH H METOAMYECKHMH JIOKYMEHTAMH 10 [€JIONPOA3BOJICTRY.
1.5. PaboTHuKHM, HasHAYEHHBIC OTBETCTBEHHBIMM 3a BEACHHE JEJONPOU3BOJCTEA, HECYT
OTBETCTBCHHOCTh 32 BBLINONHEHHE TpeOOBaHME HACTOAMEH WHCTPYKIWH, 3a COXPAHHOCTh
HaXOJAIIMXCA Y HUX CIIyKeOHBIX TOKyMeHTOB. O6 yTpaTe JOKYMEHTOB HEMEIIEHHO MOKIAAEIBAIOT
3aBenyroniemy MBJIOY.
1.6. Muctpykuus pacnpocTpaHseTcs KaK HA TPamguildOHHOE JENONPOU3BOJCTBO, TaK H Ha
OpTaHU3alHIO paboTHl € JIOKYMEHTaMH, CO3/(aBAEMEIMH CPEJICTBAMH 3IIEKTPOHHO-BEIACITUTENLHON
TEXHUKH,
1.7. BrimonHeHHe yTBEPIKACHHON HHCTPYKIHE 0053aTebHO TS KAXKIOr0 cotpynauka MBJIOV.
1.8. Ilopsipok paboThl ¢ NMHCEMaMH, 3aSBIEHHSMH M IKanoGaMy COTPYIHHKOB H poauTeneit
(3aKOHHBIX IIPEJICTABHTENEH) ONPEeNSIeTC CHENUaTbHBIMA HHCTPYKLHSAMH.

2. ToxymenTs1, HeoOXoauMble npu ynpasaeann MBJIOY.
2.1 Tlpn TOATOTOBKE, COTIACOBAHHM, NONIHCAHHH H YTBEPIKICHWH NOKYMEHTOB HEOOGXOIEMO
cobmozars TpeboBaHus, 00ECIEYHBAIOIINE OPHINIECKYIO CHIIY JOKYMEHTOB H BO3MOYKHOCTB HX
00paboTKH C HCIIOIB30BAHMEM CPELICTB 3NEKTPOHHO-BBIYHC/IUTENBHON TEXHUKH.
2.2 CocraB [OKyMeHTOB, 00pasylommXcs B TpPOUECCE JMEATCNBHOCTH, ONPENENAETCH: €ro
KOMITETeHIMCH 1 QYHKLMSAMHE; KPYTOM YNPaBIeHIECKAX JIeHCTBHH, TOPAIOK PaspeleHus BOIIPOCOB
(emMHOHAYATLHEIH MITM KOJUIETHAIBHEIN); XapakTepoM B3aHMO/IeHCTBHS Mexay obpazoBaTelbHBIMH
YUIpeXICHUIMH | IPYTUMH OopranuzanusMi. B coctaB nokymentos MEJIOV BxosaT:



- OpraHM3allMOHHEIE NOKYMEHTHI (YcTaB, joroBopel 06 obpazoBanmm, KoJUTeKTHBHEIH HOTOBOP,
JIHA, NOJKHOCTHBIE HMHCTPYKLMH COTPYAHHMKOB, INTATHOE DPACIHCAHHE, MpaBHIa BHYTPEHHETO
TPYJI0BOTO PACIOpsAIKa, TPYJOBbIE JOrOBOPHL U JIp.);
- pacopsAMTENbHbIE JOKYMEHTHI (IIPHKa3bl, HHCTPYKIIUH, PACIOPSDKEHHUS U T. 11.);
- HH(OPMALIMOHHO-CIIPABOYHBIE JOKYMEHTH (IPOTOKOJEI, IUIAHBI, OTYETHI, CHpPABKH, aKTEL,
JIOKJIAJHBIE M OOBSACHUTENLHEIE 3alIUCKHY, IAChMa, TeJIETPaMMBEI U JIp. ).
2.3. JloxymeHTH], Kak mpaBmio, odopmiusiorcs Ha Onamkax MBJOY, COOTBETCTBYIOIHX
I'ocynapctBennomy crangapry P@© (I'OCT P 6.30-2003), nomxHBI COAepKaTh YCTaHOBJICHHBIN
KOMIITIEKT 00s13aTe/IbHBIX PEKBU3HUTOB IIPH COOTBETCTBYIOIIEM HX PACIIONOXKEHHUH.

3. OcoGenHocTH MOATOTOBKY H 0)OPMIIEHHS OTAEILHBIX BHIOB I0KYMEHTOB
3.1. lIpukas
3.1.1.1lpuka3 - npaBoBoii aKT, H3naBaeMslii 3apenyronmid MBJIOY. OH BcTymaeT B CHIIy ¢ MOMEHTA
IIOANKCAHKS 3aBENYOLIMHA, €CM B TEKCTe He yKasaHo Jpyroro cpoka. [loammcanveni mpmkas
PECHCTPUPYETCSL.
Ilpuxazamu oQoOpMISIOTCS peIIeHHS HOPMATHBHOIO XapakTepa [0 BOMPOCAM OpraHH3alin
IUIaHAPOBAHKS, OTYETHOCTH, Y4eOHO-BOCIHTATENBHOrO Ipolecca, JIeIe0HO-TPOQUIaKTHIECKIX
MEPOTIPUSITHIA, ¢uszrgeckoro PAa3BHTHS, (bMHAHCOBO-XO035HCTBEHHOM JeATENBHOCTH,
BHELIHESKOHOMHYECKOH IEATENbHOCTH, a TAK)Ke I10 OIIePaTUBHEIM, OPraHH3a[MOHHBIM, Ka/[POBBIM H
IpyTHM BOIpocaM BHyTpeHHe# pabotsr MBJIOY.
ITpoexkThl NpHKA30B MOATOTABIHBAIOT PAOOTHHKH, HA3HAYEHHBIE OTBETCTBEHHBIMH 33 BEICHHE
NETIONPOM3BOACTBA Ha OCHOBAaHMHU IIOPYYEHMs 3aBeNyIOIIero aub0 B HHUIIMATHBHOM IIOPSIKE.
3.1.2. Jlatoif mpukasa sBjseTcs JaTa ero noAnucanus.
3.1.3. Tlpukassl 10 OCHOBHOH (aIMHHHUCTPATHBHOH M (PMHAHCOBO-XO3SHCTBEHHOMN) JESTENLHOCTH,
0 JIMYHOMY COCTaBY, O 3a4HCICHUH M OTYHUCIICHHH BOCIIHTAHHUKOB, GOPMHUPYIOTCS H HyMEpPYIOTCS
OTZAENBHO B IpeieNiaX KaJIeHIapHoro roja.
3.1.4. Konuu INpuKa3oB HIHM HX DPAa3MHOXKEHHBIE JK3EMIUIAPHI 3aBepsioT medatsio MBJIOY u
HaNpaB/IOT MO aApecaM B COOTBETCTBHM C YKa3arelileM pacChUIKH, KOTOPBIM COCTAaBISIET H
MOJITHCHIBACT HCIIOJTHHUTET.
3.1.5. Ilpuka3 uMeeT ClieayroIHe PEKBU3HTHI:
- HAUMEHOBAHUE YYPEXKICHUS,
- HAUMEHOBAHUE BHJA JOKYMEHTA;
- IaTy 4 HOMEp JOKyMEHTa;
- 3ar0JIOBOK K JIOKYMEHTY;
- TEKCT JOKYMEHTA;
- IIOJHCE;
- BU3HI;
- OTMETKY O NIPHIIOKCHHH.
3.1.6.Haumenopanue MBJIOY ykasesiBaercs B mojHoi ¢opme - MyHuuunanpHoe OHOIKETHOE
JOMKONbHOE obOpasopaTenbHoe yupexnenue «Jlerckuii cam Ne 117 xomOMHHpOBaHHOTO BHIA»
Horo-CasuroBckoro paiiona r.Kazanu. [ledataioT neHTpUpOBaHHBEIM cIOCOOOM (Hawano M KOHEI]
KKI0H CTPOKH PEKBU3KTA PABHO yIAJICHBI OT TPAHHUI] 30HBI PACIIONIOKEHUSI PEKBH3UTOB).
3.1.7. HaumenoBanue Buaa noxkyMmeHnTa - "[Ipukaz" (mocne Homepa ImpuKaza HUCIOIL30BATH JTUTED
«JIC»):
- pu OQOPMIICHHH TNPHKA30B IO JIMYHOMY COCTaBY B palOTe HCIONBL3YIOT YHH(UIMPOBAHHEIE
(bopmsbl, yreepxkaeHHble [locranoBnenuem ['ockomcratom Poccum or 05.01.2004 Ne 1 «O6
YTBEPKJCHHUH (HOPM IEPBHYHOM ydeTHOH NOKYMEHTAIM{ 110 YYeTY TPYJAa U €ro OIUIaTh» COTJIACHO
NIEPEHHIO;

Homep | Haumenopauue hopmer @op
(hopMEI Mat
T-1 IIprkas (pacnopspkeHne) o mpueMe paboTHHKA Ha padoTy A4
T-la |Ilpuka3 (pacnopsbkeHne) o puemMe pabOTHUKOB Ha paboTy A4
T-2 JImaras kapTouka pabOTHHKA 2A4
T-3 [ITaTHOE pacnucanue A4




T-5 Ipuxas (pacnopsikenne) o mnepesoje paGoTHHKA Ha JApyTyro paboty A4
T-5a  |IIpuka3 (pacnopsxenne) o IepeBosie pabOTHUKOB Ha APYryio paboTy A4
T-6 IIpukas (pacnopskeHre) 0 MNpeIoCTABIECHHH OTIHYCKa pabOTHHKY A4
T-6a |Ilpuka3s (pacHopsbKeHHE) 0 PeIOCTABIEHHH OTIycKa paboTHHKaM A4
T-7 I'paux otoyckos A4
T-8 IIpukas (pacnopsokeHie) 0 TpeKpalieHHH JeHCTBHS TPYIOBOTO AOTOBOpa A4
(koHTpakTa) ¢ paGOTHHKOM
T-8a |Ilpuxa3s (pacmopsbkeHHE) O NpeKpamleHHH meHCTBHS TPYIOBOIO JOTOBOpa A4
(koHTpakTa) ¢ pabOTHUKAMH
T-9 IIprikas (pacniopsixenne) o HanpasieHuM paGOTHHKA B KOMaHUPOBKY A4
T-9a  |IIpukas (pacmopspkenue) 0 HampaBleHUH pabOTHUKOB B KOMaHIUPOBKY A4
T-10a | Cnyxebnoe 3ananue 115 HAIPABJICHHS B KOMaHJIUPOBKY ¥ OTYET O €r0 BEIIOJIHEHHH |A4
T-11 | IIpuka3s (pacmopspkeHHE) O IOOIIPEHHHN paboTHHKA A4
T-11a |Tlpukas (paciopsikeHre) 0 NOOMpPEHHH PaGOTHHKOB A4

- 10 OCHOBHOH (aIMHUHHCTPAaTHBHOH W (pUHAHCOBO-XO3AUCTBEHHON) MEATENBHOCTH H 1O
BOCIIHTAHHHKAM (JETAM) HCIIONMB30BaTh Jutep «O» u «J[» COOTBETCTBEHHO.

3.1.8. 3aroyoBoK JOIDKEH KpaTKO W TOYHO OTpaXaTh COJCPIKaHMe TEKCTA IpHKa3za. 3arooBOK, KaK
IPaBHIO, (GOPMYNMpYETCSs B MPELIONKHOM MaIexKe, Hanpumep: "O BbuUIaTe paGoTHHKAM
yupexaeHus...",

3arojioBok mevataloT mpudTOM, Oe3 ab3amHOro OTCTyNa, pacrmojiaras Ha CTPaHHIE B JIEBOM
BEPXHEM YIJTy. 3aroJIOBOK, COCTOALIMI M3 ABYX M Goliee CTPOK, pacroyiararoT Ha CTpaHHIle 4Yepe3
OZIMH MEXXCTPOYHBIA HHTEpBaI. TOUKY B KOHIIE 3ar0JIOBKA HE CTABST.

3.1.9. Texcr oTzendgercs oT 3aronoBKa AByMS-TpeMs MEXXCTPOYHEIMH HMHTEPBAJaMH, II€9aTaeTcs
14,12 xerniem uepes ofMHAPHEIN HHTEPBA TEKCTOBOTO HOJIS K BBIPaBHUBACTCS II0 JICBOU M NIPaBOi
rpaluiam TeKeToBoro mons. Ilepeas crpoka ab3ama HavyuHaeTcs Ha paccrosuuy 1,25 cM OT JIeBOH
TPAHHI(BI TEKCTOBOTO IIOJIS.

Texcr mnpukasa MOXET COCTOATH M3 JBYX dacTeif: KOHCTaTupyromeh (nmpeamOyiibl) u
PacropsaIuTeNsHOM.

B KoOHCTAaTHpyloImel wWacTH KpaTko H3/araloTcs HeNd W 3aadd, (GaxkTel W CcoOBITHS,
TIOCTYHBIIHE OCHOBAHHUEM /ISl M3JaHHA NpHKasa. OHa MOXeT HauMHAThCs cioBamu "B memsx...",
"B coorsercrBun...", "Bo ucrnonuenwe..." u T. 1. Eciu IpHUKa3 U3/Ia€TCS Ha OCHOBAHHH JPYIOro
AOKYMEHTa, TO B KOHCTATHPYIOIIEH YacTH YKasblBalOT HAHMEHOBAHHE OJTOrO JOKYMEHTA B
TBOPHTEIBHOM IAJEKE, €r0 JaTy, HOMED M 3ar0J0BOK.

B oTmenpHBIX clydasx KOHCTATHpYIONIEH 4acTH MOKET IIPeAIIeCTBOBATh IIpeaMOymna u3
ONHOTO - IBYX MpE/UIONKEHHH, B KpaTKoH (opme OTpaxkaromias CyTh IPHKasa, HO IPH 3TOM He
AyOnupyIomas ero 3aroyioBok. OGBIYHO npeamOyJjly HCNOMB3YIOT AN TOrO, YTOOBl YIPOCTHTH M
COKpaTHThL QOPMYIIHPOBKY 3aroJIOBKA.

PacropsinurenbHas 9acTh OTAENSETCS OT KOHCTAaTHPYIOLIEH —CIOBOM «IIPUKA3BIBAIO Y,
Pacriopsurensaas 4acTe HOKHA COAEPXKATh [EPEUHCICHHE IPEANKUCHIBAEMBIX JCHCTBHI ¢
YKa32aHMEM MCIOJHUTENS K2KI0ro ACHCTBHS M CPOKOB HCIIONHEHHS. PacmopsauTeNsHAs dYacTh
MOXET OBITh pasjieNleHa Ha IYHKTH M TOAMYHKTEL, KOTOPHIE HYMEpPYIOT apabCkuMH Ludpamy.
Kakbti  TYHKT pacmopsiMTeNbHON YacTH HAYMHAETCS C YKa3aHHs KOHKPETHOTO ACHCTBHS,
BRIDKCHHOIO [JIATOJIOM B HEONPENeneHHOH (opme. JIeHCTBHS OJHOPOXHOIO XapakTepa MOIYT
OBITh TIEpEYMCIIEHBI B OIHOM MyHKTe. B KadecTBe WCHONHHTENEH YKa3BIBAIOTCA CITY:KOBI HIIH
KOHKPETHBIC JOJLKHOCTHBIC Jiia. [Tocnenuuit myHKT pacnopsauTensHOM YacTH MOKET cozepKarh
CBENICHUA O CIyX0e WM NOIDKHOCTHOM JHIe, HA KOTOPOE BOZIIOKEH KOHTPOJb HCIOJIHEHHS
IIpHKa3a.

Ecii nIpuKa3s u3MeHsET, OTMEHSET MM JIONOJHSAET PaHee W3IaHHETH JOKYMEHT HIJTH KaKOe-TO
Cr'0 HONOMKEHHE, TO OMH U3 MYHKTOB PACIIOPSAAUTENBHON YaCTH TEKCTa JOIDKEH CONEPIKATh CCHUIKY
Ha OTMEHSEMEIH JIOKYMEHT (IIYHKT JIOKyMEHTA) C yKa3aHHeM ero JaThl, HOMepa | 3aroioBka. TekcT
MyHKTa He0OXOAMMO HAIHHATE cloBamy "I IpU3HATE YTPaTHBIIAM cuiy...".




B mpuka3 He cnexyer Bkmouath DyHKT "[lpukaz momectH mo ceeienus...". JIOMKHOCTHBIE JIMIA
MBJIOY, 1o cBeneHHs KOTOPEIX OBOJAT [IPHKa3, IEPEUHUCIIOTCS B YKa3aTelle PacChUIK|, KOTOPHIi
HCIIOJIHUTEIbL TOTOBUT BMECTE C MPOEKTOM IIpUKa3a. B mpukase moj MoANUCEI0 AODKHOCTHOI'O JIMIA
ykasbiBaeTcsl rpud «C mpuxazoM o3HakoMieH(BI)»: C TMOCHEAYIOMEH IIOMMKMCHI0 BCEX JIMII,
yKa3aHHBIX B IIPHUKa3e.

3.1.10. ITogmuce BKMO4aeT B ceOsd HAaUMMEHOBAHME MOJDKHOCTH, WHHIMANEI B (DaMHIHIO JIHIA,
00J1aaoEro MPaBoM U3IaHUs IPUKA30B, 8 TAKKE CUTHATYPY (JIMYHYIO TOITHCE) TTOCTEIHETO.
IIpukassl NOANKMCHIBAET 3aBEIYIOMHH, a B €€ OTCYICTBHE - HCIIOJHSIOMKN 00A3aHHOCTH
3aBEYIOIIETO.

3.1.11. Bussl Bkmo4aoT B ce0s TOJHOE HAUMEHOBAHHE JOJDKHOCTEH BW3HPYIOMINX, JTHUHEIE
MIOJIHCH, PACITU(POBKY IOANKCEH U aTy.

3.1.12.0¢opmnenre noAmucH, BH3B U OTMETKH O IPHIOKEHHH MPOU3BOIMUTCS B COOTBETCTBHH C
nyHKTaMu MHCTpyKIHA.

3.1.13. Beinucka-KoOIHs ONPEAENeHHOM YacTH MOAJIMHHOTO IOKYMEHT4. B BBINMCKE M3 IpHKa3a
COZEPIKaTCs BCE PEKBH3MTHI IIPHUKA3a JI0 PACHOPSAUTENbHON yacTH. M3 pacmopsauTensHOM yacTu
OepyT TOINBKO Ty MHPOPMAIHIO, KOTOpas HeoOXoIMMa B KaXKIOM KOHKPETHOM Cliydae. BBIIHCKY
3aBEPAIOT NPOCTABIEHUEM OTMETKH «KOIHSI BEPHA» U IOIIHCHIO 3aBEPSIOIIETO.

3.2. Ilonoxncenue. Ilpasuna. Hncmpykyus.

3.2.1. IHonooicenue - TOKYMEHT, YCTaHABIMBAIOLIHIA CHCTEMHO CBSI3aHHBIE MEXIY cOo0OM IIpaBHiIa
II0 BOIIPOCaM, OTHECEHHBIM K KOMITETEHI[MH HECKOIBKUX JODKHOCTHEIX JIHI Wik ciiy:k6 MBJIOV.
3.2.2. Ilpasuna - &OKYMEHT, 3aKpeIULIIOMIHE HOPMBEI ¥ TpeOoBaHHUs, 00sf3aTeNBHBIE IS
BBIIIOJIHEHUA JIOJDKHOCTHBIMM JHmamu u coyxbamm MBJIOY B mnpouecce MOBCEIHEBHOM
IESATENbHOCTH.

3.2.3. Hucmpyxyua - JOKYMEHT, HPEINHCHIBAIONINI MOPSIOK OCYIIECTBICHHA Kakoi- ubo
JIeATENbHOCTH MM TTOPSAN0K IIPUMEHEHHS OTIENBHBIX MTOJIOKEHNH HOPMATHBHO-TIPABOBBIX aKTOB B
yenoBusx ¢pyHkunonuposanus MBJIOY,

3.2.4. TlonoxeHHs, IpaBWia W HHCTPYKUHH IPUMEHSAIOTCS B KAYECTBE CAMOCTOSATENBHEIX
OpPraHH3allHOHHO-PACIIOPAIUTENEHEIX ~ JOKYMEHTOB. BBeleHHe B JEHCTBHE  YKa3aHHBIX
OpraHH3alOHHO-PACHIOPSIIUTENBHBIX  JOKYMEHTOB OCYIIECTBISIETCS C  YTBEPIKACHHEM  HX
3agenytoeit MBJIOV.

3.2.5. Tlopsmok MOATOTOBKH IIPOEKTA MOJOKEHHS, MPABHI W HHCTPYKIMH aHAIOTHYEH O0OIeMy
NOPSIKY MMOATOTOBKH NMPOEKTOB HOPMATHBHBIX aKTOB, _
3.2.6. Pemenue o nopsaxe IPHHATHS IOJOXKEHUH, [IPABHJI, HHCTPYKIHH HAXOAUTCA B BEICHHH
MBJIOV.

3.2.7. Yreepxnuenue opopmisiercs B popme rpuda yTBepKICHUS WK MyTEeM H3IAHHUS IpHKaza 00
UX YTBEPKICHHH.

3.2.8. J[laroii momoxeHus (UpaBWI, WHCTPYKIMU) SBISETCS JaTa €ro YTBEPKACHMS, €CIH B
COAEPKaHUH JJOKYMEHTA 3TO HE OrOBAPHBAETCS B OTAEIBHOM ITYHKTE.

3.2.9.Ilonoxxenue (npaBuia, HHCTPYKIHS) ITedaTaeTcs Ha OlIaHKe YCTaHOBICHHOMH (HopMBI pudToM
Times New Roman Cyr 14-m,12-M keriiem.

3.2.10. TlonoxeHue UMEET CIEOYIOIHE PEKBH3HUTEI:

- HaMEHOBaHUE YUPEXKICHUS;

- HAaHMEHOBaHHUE BHJA JOKYMEHTa,

- 1aTy YTBEpXKJCHHUS M COITIACOBAHHUS IOKYMEHTa;

- 3arOJIOBOK K JIOKYMEHTY;

- TEKCT JOKYMEHTa,;

- OTMETKY O TIPHIOKESHHH.

3.2.11. IlpaBuia, MHCTPYKIKSA HMEET CIIEAYIONINE PEKBH3HUTEL:

- HaMEHOBaHWE BU/Ia JOKYMEHTa;

- JaTy JOKYMEHTa YTBEPKACHUS U COTJIACOBAHUS JOKYMEHTA,

- HOMEP JOKYMCHTA;

- 3aTOJIOBOK K JIOKYMEHTY;

- TEKCT JOKYMEHTa,;

- HOJITMCH O3HAKOMJICHHS C JOKYMEHTOM;



- OTMETKY O MPHJIOKEHHH.
3.2.12. Hammenosaune MBJIOY ykaseiBaeTcs B IOJHOl opme mo VYeraBy (MyHumnansuoe
OI0/KETHOE JOUIKOIEHOE 06PA30BATENBHOE YUPEIKIEHIE «Jlerckuii can Ne 117 xoM6unupoBaHHOrO
Buna» Hoso-CaBuHOBCKOTO pationa r.Kazanu, meuaraercs IIEHTPHUPOBaHo). B TekcTe jomyckaercs
coxpamierHoe «MBJIOY Ne 117» (6e3s kaBbiuek) B mensx PalMOHAIIEHOTO HCIIOJIB30BaHUS
OyMmaskHOTO pecypca.

3.2.13. HaumeroBaHHe BHa TOKyMeHTa - "TloJI05KeHHe" - JIOMIOIHIETCS npemmorom «O», «O6».
3.2.14. Jlara noxymenta oOpMIIeTCs CIOBECHO-MUPPOBSIM (THCIO 1H(paMH, MECSI MPONHCHIO
(B pouTensHOM majexe), roa HEGPaMH ¢ LOMONTHEHHEM "r.", Hanpumep, 25asrycra 2013 r.) wiu
mudpoBeM (25.08.2013) cocobom.

3.2.15. 3arosioBOK K TEKCTY MOJIOMKEHHS opMymupyeTcsi B IPEUIOKHOM Tajieke (OTBEHAET Ha
BOIIpoc "0 yem?"); 3aro0BOK K TEKCTY IPABUIL opMysIMpyeTCa B POJUTENLHOM Hajexe (OTBeYaeT
Ha Bompoc "uero?"); 3aroOBOK K TEKCTY MHCTPYKIIHH dopMyIHpyeTcs B POAMTENEHOM Mameke
(oTBeuaeT Ha Bompoc "koro?").

3.2.16. Texcr NOKyMEHTa H3NIaraercs OT TPETEETO JIHIA EAHMHCTBCHHOI'O MIIM MHOXKXECTBEHHOLO
qhcaa. B rekcre memonmesyior ciosa "momken", "cmexyer”, "HeoOxomumMo", "sanpemaercs”, "He
Jnonyckaercs'.

3.2.17. TekcT nokymeHTa 0OOBIMHO OTKPHIBAETCSH HEGOMBIION npeamOynoit wiu pasnenom "O6mue
TOJIOKEHHUS"', B KOTOPBIX YKa3aHBI OCHOBAHHS JUTA pa3paGOTKH JOKYMEHTa, €ro Ielb, 00JIacTh
IIPAMEHCHHS, OTBETCTBEHHOCTD 33 HAPYLICHHE YCTAHOBIEHHBIX IPAaBMII H TEXHOJIOTHIA | T. 1.

3.2.18. TexcT HOKYMEHTa MHOJIOMKEHHS (IpaBuN, MHCTPYKIMA) MOXKET GBITH pasieieH Ha IJIaBHI,
TIYHKTBI 1 IIOAIYHKTHL. [ 7IaBBI JOJDKHEI HMETh HazBaHus. VX HYMepYIOT PHMCKAME WK apabckumu
uu@pamu. HyMepanuro myHKTOB ¥ MOANYHKTOB JOKYMEHTa IPOU3BOIAT apabCKuMu LH(paMH.
3.2.19. Ecnu JOKyMEHT M3MEHSET, OTMEHSET HJIH JOTOJIHSET paHee H3/JaHHBIM JIOKYMEHT HJIH €ro
OTJCILHEIE ITOJIOXKEHHSA, TO 00 ITOM NENaeTCsi COOTBETCTRYIOMEE IPAMEUAHNE B 3aKIIOTHTEEHOM
IIYHKTE,

3.3. IIpomoxon

3.3.1. TlpoTokon - mOKyMeHT, (UKCHPyOLIHit CONCPXKAHHE COBEMIATENHEHBIX MEPONPHATHH H
IPUAAIOLIHH FOPHAMYECKYIO CHITY IPHHSTHIM HA HUX PELICHHSIM.

3.3.2. Ilpotoxon cocTapigercs Ha OCHOBAHHH pabouux s3amuceif, IPOM3BEAECHHBIX BO BPEM
COBEIAHWH, a TAK)K€ PA3NMYHBIX IMHCHMEHHEBIX MATEPHANOB (TE3UCHI JOKIANOB M BEICTYILICHHIA,
CIIPaBKY, IPOEKTHI PEIICHUA H JP.).

3.3.3. Benenue 3anmucu BO Bpems 3acemaHus, cGop MaTepHaJIOB U IOJArOTOBKA TEKCTA BO3JIATaeTCs
Ha CEKpeTaps KOILTErHaJIbHOTO OpraHa MIIH COTPYAHHUKOB, TOTOBHBIINX BOIIPOCH! K 06CYIKICHHIO.
3.3.3. TekcT MPOTOKOJIA TOIDKEH GBITH MOATOTOBICH HE MO3IHEE YeM 4Yepe3 TPH JHSI ¢ MOMEHTa
IIPOBEJEHUS COBELAHMS.

3.3.4. TIo/THHHHKH TOKYMEHTOB IO BOIIPOCAM, PacCMOTPEHHBIM Ha 3ace/laH|H, HAlPaB/ISIOTCS s
TIOAITHBKY B JIETI0 BMECTE C BBITHCKOH M3 MPOTOKOJIA O PHHSTHIX PENISHUSIX.

3.3.5. IIpotokon umeer CIIEIYIOIINE PEKBH3HTEHL:

- HAMEHOBAHHe BHJA TOKYMEHTa,;

- IaTy JOKYMCHTa;

- HOMED TOKYMEHTa,;

= 3aT0JIOBOK K JIOKYMEHTY;

- TEKCT JIOKYMEHTA;

- IOJITHCE;

- BU3HI;

- OTMETKY O NIPHJIOKEHHH.

3.3.6. IIporokon mewararor ¢popmara A 4 mpudrom Times New Roman 14-M,12-m xersiem unu
[IHIIYT BPYYHYIO.

Odopmiienne peKBU3UTOB IPOTOKO/IA IPOUIBOIUTCS ¢ COBITIOCHIEM HIDKECIICAYIONIHX [TPABHIL:
3.3.7. HaumenoBanue nokymenta - "[Iporokon” - medataercs ot TPpaHMIIEI BEPXHETO IoJIA O1aHKa
NEYATHBIMI OYKBaMH, TIOTY>KHPHBIM IIPHDTOM.

3.3.8. 3aromoBok K TEKCTy MNPOTOKONA COIEPKHT HA3BAHHE IIPOTOKOJIBHOTO MEPOTIPHATH
(coBemanue, 3acenanHue, cOOpAHHE) ¥ HAMMEHOBAHHE KOJUICTHAIBHOLO opraxa, paboTa KOTOpPOro
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IPOTOKOIHUPYETCA. 3arojIoBOK B IIPOTOKOJIE OTAETAETCS OT MNPENBIAYIIEro PEeKBH3UTA IBYMS
MEKCTPOYHBIMHI MHTEPBAJIaMU M pacIoyaraeTcs LEHTPOBAHO OTHOCUTENBLHO PEKBU3UTOB OIaHKa.
3.3.9. Hara mpotokona odopmiserces B cooTBercTBuy ¢ . 3.1.11.

3.3.10. Texkct mpoTokona redaTaercs 4epe3 OJUH MeXCTPOIHBIM HHTEPBAIL

3.3.11. Kaxuslit pa3zien npotokona Hymepyercs apadekoit mudpoii.

3.3.12. TexcT mpoTOKOJA, KAK IPaBUIIO, COCTOMT U3 IBYX YacTed - BBOAHON ¥ OCHOBHOH.

3.3.13. Brojanas yacTh TEKCTa COAECPKHT CBEICHUS O NpeJceiaTelle, CeKpeTape, IPHUCYTCTRYIOMNX,
OTCYTCTBYIOLIMX, IIPUTTIAIIEHHBIX ¥ O IIOBECTKE JHS.

Jlist un, JONOMHUTEILHO MPUIVIAINEHHEIX Ha COBElaHue U3 uucia coTpyauukos MBJIOVY,
NOMHMO (PaMMJIMH ¥ MHHIUAJIOB, YKa3bIBAIOT 3aHUMAEMYIO IOJDKHOCTB, & M CIICUAIHCTOB H3
IPYTUX OpraHu3alui - 10JDKHOCTh U Ha3BAHHUE OpPraHH3allky.

CnoBa «IloBecTka mHS» PacHoONaralOTCsl LEHTPHPOBAHO, MOCIE HHUX CTABUTCS [BOETOYHE.
Bompocsr moBecTkn mHS HyMmepytoTcs. Kaxabri HOBBIH BOIpoc I€UaTaeTcss OT 1-TO MOJIOKEHHS
tabynsropa. IlocmenoBaTeNmbHOCTE pACIONOXKEHHS BONPOCOB OMpPEAETSIETCS CTEHNEHBIO HMX
BaXXHOCTH. QOpMyJIMPOBKA BOIIPOCOB MOBECTKH JIHSA HauMHaercs ¢ mnpemioros "o", "o0". loxinan
(otuer, coobmenue, wuHpOpMaNUI), HAUMEHOBAHME [ODKHOCTH, HWHHNMAIBI H  (QaMHIHIO
JMOKJIaAuiKa IHUIOYT B POOUTEIRHOM mamexe. He BKmouaTe B MOBECTKY AHA NYHKT "PazHoe".
Kaxzp1ii Borpoc omkeH ObITh KOHKPETH3UPOBAH.

3.3.14. OcHOBHas 49acTh TEKCTa COCTOMT M3 Pa3ZeliOB, COOTBETCTBYIOIMX IYHKTAM ITOBECTKH JIHS
IPOTOKOJIBHOTO MEPONPHATHS. TEKCT KKIOT0 pa3iena U3araioT B OCIEI0BATENbHOCTH:
"Ciymamu - Beicrymunu - [ToctaroBumu (Permnm)". O1H cioBa mevaTaloT IPONUCHBIMU OyKBaMH.
3.3.15. Ilepen cmosoMm "Ciymanu" cTaBHTCA HOMEp BOIIpoca IIOBECTKH [Hs, IIOCIE HETO -
nsoerogre. Pamuius JOKJIaAYMKa [e4aTacTcs B HMMEHHUTENBHOM Hajueke OT 1-ro monoskeHus
neqataromero ycrpoiicrea. [locne pamumum cTaBsATCs MHHUIMAIBI, 3aT€M JBOETOYHE, KABBIYKH H
IUINETCS COAEPKaHUE ToKIana B Gopme npsMoii peur, kaBsraku. OCHOBHOE cOIEpiKaHue NOKIafoB
M BBICTYIUIGHHH H37araercs B TEKCTE€ IIPOTOKoJa Te3uCHO. llomHble TEKCTBI BBICTYIUIEHHH
(moxmanmoB), 3aBepeHHBIE IOANKCHI0 COOTBETCTBYIOUIMX JIMI[, IIPUIAraioTcs K IHpoToKoidy. B
MocJIeNHEM cllydae B IPOTOKOJeE JeflaeTcs CHocka: "TeKCT BBICTYIUIGHHMsS Ipuiaraerca’ (B
IPOTOKOJIE O€3 KaBBIYEK).

OO6cyxaeHNIo IOKIaza MOTYT Ipe[IlecTBOBATh BOIPOCHI K MAOKIAI4MKY, KOTOPBIE BMECTE C
OTBeTaMM BKJIIOYaroT B pazfen "Cmymanu”. [lepel 3amMcbl0 KaKIOrO BOIPOCA YKa3bIBAIOTCS
UHULIMAIE, (aMUIMsg W JOJDKHOCTH €ro aBTopa M craBuTCs Aoerodme. ColepiaHue BOIIpoca
3anmchBaeTcsa B GopMe mpamoit peun. [lepen GopmynupoBkoit oTBera numercs cinoBo "Otser” (B
IIPOTOKOJIEe Oe3 KaBBIUEK), CTABUTCS JBOETOYHE M 3alHCHIBACTCS OTBET B (hOpMe NpsAMOH peurm B
KaBBIUKaXx.

Xon obcyxnenus gokinana orpaxaercs B pazjene "Broicrymmmu”. Ilocne cmopa "BeICTynmam"
CTaBUTCA JBOeTOYHME. DaMHIIMIO BBICTYNAOINEr0 IHINYT B WMEHHTENBHOM Najaeke OT 1-ro
[IOJIOKEHUSA TII€YaTArONIEr0 YCTPOWMCTBA, 3aT€M  YKa3bplBAIOTCA HMHHIMANBLI M JIOJUKHOCTH
BBICTYTIAIOIIETO, CTABUTCA THPE M CO CTPOYHOH OYKBBI IeUaTaeTcsl COIAECPIKAHHWE BBICTYIUICHHS B
thopme KOCBEHHOH peyH.

TIpuHsTHEE pemrenns coaepxkarcs B pasaene "Tlocranosuu (Pemmmu)". Ecu penrenuii HECKONBKO,
OHU HyMepyroTcs apabckumu wudpamu ¢ roukoi. Kaxoe pemeHue conpoBoKIacTCs yKa3aHHEM
JOJDKHOCTH, (aMIIIMH 1 HHANAAIOB OTBETCTBEHHOTO 32 €T0 BHITIOJHEHHE H CPOKa MCTIOMHEHMS.
3.3.16. TlocranoBnenue (peleHue) NPOTOKOIBHOTO MEPOIPUSITHS H3/1araeTesi B TEKCTE MPOTOKOJIA
nonaocThio. ComepikaHue 0coOOr0 MHEHHS, BBICKA3aHHOTO IMpH BbIPA0OTKE [0 CTAHOBIICHHA
(pemenns), GUKCHPYETCS B TEKCTE ITOCIIE COOTBETCTBYIOIIETO IIOCTAHOBIECHHUS (PEIIeHNs). 31eCh Ke
IPUBOISAT Pe3yIbTATHI TOJIOCOBAHHS IIPH HEOOXOIMMOCTH.

B mocTaHOB/ISIOIEH YaCTH TEKCTa IPOTOKOJIA MOKET COAEPKATHCA IIYHKT O IPHHATHH KaKoro-iu6o
NOKyMeHTa. B 5TOM ciydae NPHHATHIA JOKYMEHT IIpHJlaraercs K IPOTOKOIY, B KOTOPOM
IPHBOJUTCS CCBHUIKA HA €r0 HOMED H JaTy.

3.3.17.CyinecTByIoT IIONHAS, COKpalleHHas H KpaTtkas (opmbl nporokonoB. CokpalieHHas H
Kpatkas (GOpMBI IIPOTOKOJOB IpHMEHSETCs, Korga He TpebyeTcs mNoApoOHOH 3amucH Xojia
00CYKIEHUS BOIIPOCOB.



3.3.18. B cokpalieHHBIX NPOTOKONAX IIOCNIE CHHCKA IPHCYTCTBYIOIIAX WM IIPHITIANIEHHBIX
yKa3biBaeTCs HasBaHue noknana. Ilocmemmsis cTpoka HasBaHus noxiana nomdepkusaercs. [loj
4epTod B CKOOKax mnedararorcs (aMHIMM BHICTYNAIOIIMX B MOPSIKE MX BeICTYILIeHHs. Haspanue
KaKI0T0 JOKJIa/1a 3aKaHIMBAeTCs MPOTOKOIBHEIM PEIIeHHEM WK MOCTAHOBICHHEM.

3.3.19. B mporokoie kpaTkoi (OopMBI yKa3BIBAXOTCS TOJIBKO PACCMOTPEHHBIE BOIIPOCH! M IIPHHATHIE
pelIeHus.

3.3.20. IIporokoJ moANMCHIBAETCS MpeceaTeneM u cexperapeM. JlaToit mpoTokona sBuseTcs gata
MPOTOKOJIEHOTO MEPOIPHUSITHSL.

3.3.21. IlpoTokonaM IpHuCBaUBAIOTCS HOPSAKOBEIE HOMEpPA B IIpeeiax yueGHOro roaa OTAEIBHO 10
K&KIOH Tpymme IPOTOKOJOB: IPOTOKONBI 00mmXx coOpanuit pabOTHUKOB, 3acemaHmit
IIEJarOTHYeCKOro COBETA, POAUTENBCKUX coOpaHuii u ap.

3.3.22. Homepa pemieHuii, NpUHSTBIX Ha 3aceJaHUSIX, COCTOSNT K3 HOMEpa IIPOTOKOJA, HOMEpa
paccMaTpHBaEMOT0 BOIIPOCa B IIOBECTKE JHS M MOPSAKOBOTO HOMEpa pelleH s B IPeIesiaX BOIpoca.
K HOMepam NpPOTOKOJIOB M PEIIEHHH MOXHO HpPHOABIATH JIATEP COTJIACHO TOHMCKOBOM CHCTEME,
npussaToi B MBJ1OV. :

Konuu 1npoTOKOIOB IpH HEOOXOOMMOCTH PACCHUIAIOT 3aMHTEPECOBAHHBIM OPraHH3aldsIM M
JIOJDKHOCTHBIM JIMIIAM B COOTBETCTBMHM C YKa3aTeJIeM pAacChUIKH. YKa3aTelb COCTABISET H
MOANUCHIBACT OTBETCTBECHHBIN HCIIOIHUTENb CIy)KObI, TOTOBUBIINH paccMOTpeHue Bompoca. Kommu
IIPOTOKOJIOB 3aBepsIoT reyarsio MBJIOVY.

3.3.23. PemieHus MPOTOKOJBHBIX MEPONPHATHH MOBOIAT IO KCIIOJHHUTENEH B BHJE BHIIHCOK M3
IPOTOKOJIOB. BEINMHECKA U3 IPOTOKOJIA CONEPIKUT ClIeIYIOIINe PEKBHU3HUTHI:

- HAUMEHOBAHHE YUPEKICHUS;

- HAaUMEHOBaHHUe BUJa JoKyMeHTa ("Brmucka u3 npotokona”);

- 1IaTy IOKYMEHTAa;

- HOMep JOKYMEHTa;

- 3arOJIOBOK K IOKYMEHTY;

-BBOJHYI0 4acTh Tekcra mnporokona: "IIpencemarems", "Cexperapn", "llpucyrcrBoBann",
"[Ipurnamenusie”, "TlopecTka qus";

- OCHOBHYIO 9acTh TeKcTa nportokona: "Cnymamu", "Ilocranosumu”, "T"onocoamm”;

- noanuch (0e3 NHYHBIX MOANUCEH, TaK KaK BBIHUCKH, KAK [IPABHJIO, 3aBEPSIOTCS TOJIBKO IMOANHMCHIO
cekpeTaps);

- OTMETKY O 3aBEPECHUH KOIIHH.

Bemucka u3 npotokona 3aBepsercs nevarsio MBJIOY.

3.4. Cnyxcebnsie nucoma

3.4.1. CnyxeOHble muchMa MOTYT OBITH HHHIMATHBHBIMH M OTBETHBIMH. Bce ciyskeOHBIE THCEMA,
BBICBIIaeMBIe 3a npefensl MBJIOY, cunratores ucxomsmumu. CiayxeOHble mHCbMa, MOCTYIIAIONIHE
B MBJIOV - Bxomsmme. CiyxeOHble nuchbMa (ciy:keOHBIE 3aIMCKH), THPKYTHPYIOIIHE MEXKIY
JODKHOCTHBIMH JTMLIaMH | cinyxk6amu MBJIOY cunTaioTcs BHYTPEHHUMH,

3.4.2. Cpok HCIIONHEHHUS OTBETHOTO IIUCHMa YCTAHABIHBACTCS:

- co00pasHo ¢ yKazaHHEM, COAEpKauMcs B TOKyMeHTe (IIHCchMe | T. I1.), Ha KOTOPEI JIal0T OTBET
HACTOSIIIAM ITHCHMOM;

- pe30IIoMel PyKOBOIUTEINS HA IOKYMEHTE.

B ocTanpHBIX clydasx CpoK OTBETa Ha ciIyeOHOe THCEMO YCTaHABRIMHBAETCS 3aBeyrouuil (HO mpu
3TOM OH HE MOXET IpeBhInaTh 30 gHell ¢ MOMEHTA MOJyYeHHsT JOKYMEHTa YIPeKICHHEM.

3.4.3. Cpoky NOATOTOBKY MHUIMATHBHEIX IIHCEM OIIPEEIISIOTCS 3aBe/IyIOIIHM.

3.44. CimyxeOHple NHCbMa TIIeUaTAIOTCId Ha TUTYIBHBIX Onankax MBJIOY mns  mmcem
YCTaHOBJIECHHOT0 00pasIia WK MUNIYTCS BPYYHYIO (BHYTPEHHHE).

3.4.5. Tekcr cmyxeOHOro mucpMa, Kak IIPaBHJIO, MJODKEH KacaTbCs OJHOrO BOIpPOCA HIIH
HECKOJIBKHX BOIIPOCOB, €CIIH OHH B3aMMOCBSI3aHEL

Teker cnyxe0HOro mIuchMa H3JIaracTes:

- oT l-ro nuIa MHOXECTBEHHOro 4pcia, Hampumep: "[IpocuM HAaNpPaBHTE...
paccMoTpeHue...";

- OT 3-ro JHuIa ¢IWHCTBCHHOTO YHC/a, JOMyCTHM: "PYKOBOJICTBO YUPEIKACHHS CUHTAET...
NIEAAaroroB YYpexJeHus pacCMOTpel..." | T. IL.;

", "Hampasnsem Ha

, "Coser



- oT 1-ro ymna equHCcTBeHHOTO Hcna: "[Ipomy...", "Hanpaensio..." u T, 1.

3.4.6. Texkcr cimyxeOHOro muceMa oOBIMHO COCTOMT M3 JBYX 4YacTeil. B mepBoil wacT u3mararorcs
MOTHBBI IHCBMEHHOTO oOparneHus (B He0OOXOJUMBIX CIyYasX - CO CCHUIKOH Ha COOTBETCTBYIOIIHE
HOPMaTHBHO-IIPABOBEIE W OpraHH3aIlMOHHO-PACTIOPSIUTEIbHbIE TOKYMEHTHI). Bo BTOpoi uactwd,
HauMHaKoelcss ¢ abs3aua, u3araercs CyTh oOpamieHHst - Ipock0a, coobuieHHe Kakou-mubo
HHOGOPMAILMH, COINPOBOAUTENBHBIM TEKCT M T. I. B HeoOXoauMBIX ciydasx ciyxeOHOe IMHCHEMO
MO’KHO 3aBEPUIHTH KPATKUMH BHIBOJIAMH.

3.4.7. TexcTsl OTBETHBIX NHMCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJ@HUsAM, 3a(hHKCHPOBAHHBIM B
PE30IIOIMH PYKOBOJUTEIIS.

3.4.8. [aroit ciryxceGHOTO MHCEMa BO BCEX CITydasX SBISETCS JaTa ero moamucanus. [Ipu Hammumn
NPHIOKEHUH K cay)xeOHOMy @HCBMYy 00 OTOM JellaeTcs COOTBETCTBYIOINAs CChLIKA B
3aKIIIOYUTEIbHOM ab3are TeKcTa.

3.5. Teneghonozpamma

3.5.1. TenedonorpaMma BKIIIOHAET CIEAYIOIIHE PEKBH3HTHI: HAMMEHOBAHHE YUPEKICHHS, aipec,
Jary, HHIEKC, TEKCT, IOANUCH, OTMETKH O BPEMEHHU IIepeladl U yKa3aHUe AOJDKHOCTEH u hamuuii
(vnm TonpKO amMHIIHIA) JIMI, IPHHSABIINX W IIepedaBmux TenedoHOrpammy. B ciyuae OTCYTCTBHS
O1aHKoB 11 TenedoHOrpaMM IpHMEHSIOTCs JHCTHl Oymaru ¢opmara A4, TemedoHorpamMmsl
COCTABJIAIOTCS B OJHOM OJK3EMIUIApE, IOJIMCHIBAIOTCA PYKOBOIMTEIEM HJIM HEMOCPEICTBCHHBIM
HCIIOTHUTEIIEM.

Texcr we momken Bkmouars Oonee 50 cnos. TemepoHorpamma momkHa OBITHE JaTHPOBaHA
U TIOJITHCAHA JIMIOM, OT UMEHH KOTOPOT'O OHA ITePeacTCs.

3.5.2. TenedoHOrpaMma mepenaeTcss HECKOJIBKAM afpecaTaM IT0 IPUIaraeMoMy CITHCKY aJpecaroB
M HOMEpPOB Tenne(oHOB.

3.6. 3aaenenue

3.6.1. 3agmienne — 3T0 opUIMANTBEHOE cooOImeHHe B MUCEMeHHOH (opMe. OHO COMEPKHT Hare
BCEr0 MpPEIJIOKEHHE, kamoOy umu  1mpock0y  Kakoro-gubo  4eloBeKa, aapecOBAHHBIE HIIH
OpraHu3aIliy, WK JOJDKHOCTHOMY JIMILY.

3asgBneHne oopMIIseTcs Ha CTaHAapTHEIX JincTax Oymaru opmara A4.

3.6.2. 3agBiieHME BKIIIOYAET: apecaT, KOTOPOMY HaIPaBIIsLeTCs 3asBICHUE, JODKHOCTD, TOJHOCTHIO-
(aMHIHIO, HMs, OTYECTBO ABTOPA 3afABJICHHSA, HAUMECHOBAHHE [OKYMEHTA, TOYHOE H3JIOIKEHHE
IPOCKOEI, IPEIIOKEHHSI, OITICH MPHJIATAEMBIX K 3asBJIEHHIO JIOKYMEHTOB, J1aTa, TIOIIIHCh.

3.6..3. B 3agBiIeHMH MCIOJIB3YETCs, KaK MPABHJIO, O(UIHAIBHO-IEIOBAS JIEKCHKA, B HEKOTOPBIX
3asBJICHUSX JIOIIyCKaeTcs ynorpebiaeHue myOmHucTHICCKOMN ICKCHKH.

3.7. 3anucka

3.7.1.3anucka (aHayuTHYeCKas, JOKIamHas, ChoyxeOHas, OOBACHUTENBHAd) — JAOKYMEHT,
aJpeCOBAHHBIM  PYKOBOJUTENIO J[AHHOI'O MUIM  BBIMIECTOAIIECTO YUPENKACHUSA H COAEpIKAIIUit
00cTOATENEHOE H3I0XKEHHE KaKOT0-THO0 BOIIPOCa ¢ BEIBOIAMH U MPEUIOKEHUIMHU COCTABHTEIIS.
3.7.2. JloxnanHas 3amMcKa COCTaBJIACTCS Kak IO JTMYHOH WHHWIHATHBE aBTopa (paboTHHKA),
TaK U [10 YKa3aHHUIO (IMCEMEHHOMY MU YCTHOMY) PYKOBOJIUTEIIS.

3.7.3. 3anmcka cocTaBisieTcs Ha OyMaXKHOM HOCHTENE HIIH B 3JIEKTPOHHOM BH/IE.

OdopmieHne 3aMCKH 3aBHCUT OT afpecata. [Ipu cocTaBieHuu JOKIAHON 3aMHCKH, alpeCOBAaHHOR
PYKOBOJHTEIIO YYPEKACHHS B paMKaX YUYPEKICHHUS, OHA CUUTAETCS BHYTPEHHEH U odopmisercs
Ha CTAaHIAPTHBIX JucTax Oymaru opmara A4. Ecnu 3amucka agpecyercs 3a MpefeNbl YIPesKIeHs,
TO ee 0OpMIISIOT Ha OJTaHKe, M OHAa HA3BIBACTCS BHEIIHEH,

Bremmnsa 3ammcka MO/DKHA COAEpIKATh CIENYIONME DPEKBHU3UTHI: HAMMEHOBAHUE YYPEXKICHHS,
BHJ IOKYMEHTa, JaTa JOKyMEHTa, PETHCTPallHOHHBIH HOMEp, MECTO COCTaBJIEHWS, Ha3BaHWE
JOKYMEHTa (3aroJoBOK K TEKCTY), €CJId TeKCT Oosiee 4 — 5 cTpok, ampecar (bI), TEKCT, IOMAMHCH
PYKOBOJUTENS YUPEH ICHHSL.

BHyTpeHHsI1 3amucka JODKHA COIEpKaTh CIEAYIOIIHEe PEKBH3MTHL: BHA JOKYMEHTa, [ara
JOKYMEHTa, Ha3BaHHE JOKYMEHTa (3arojIOBOK K TEKCTY), eci TeKeT Oosee 4 — 5 cTpok; aapecar
(B1), TEKCT, MOANKCH (C YKa3aHHEM JOJDKHOCTH, (aMuimu, uaunuanoB). [lognuceiBaeT BHY TPEHHIOO
JIOKJIAJHYIO 3alHCKY COCTaBHTEIb.

3.7.4. Pa3sHOBHIHOCTBIO IOKIAJHOM 3alUCKH sABJAIOTCS mpencraBieHus. OHH UCIONB3YIOTCS
IIpH JOKYMEHTHUPOBAHMM  KaJpPOBOH  JIEATENBHOCTH M COCTAB/SIIOTCA  PYKOBOAUTENIEM HIIU
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3aMECTATCICM PYKOBOMMTENA. IIpeAcTaBNeHus COCTAaBISIOT B CTydasx MOOIIPEHNs PabOTHHKOB,
HAJIOXKCHUA B3BICKAHUH, IPOBEACHAS aTTECTAIIMH.
3.8. Akm
3.8.1. AKT — IOKYMEHT, COCTABIIEHHEI 1 MOATMCAHHBINA HECKOJIBKAMHY JIMLIAMH U I10ITBePIKIAFO I
YCTaHOBJICHHBIE (DAKTHI M COOBITHSL.
AKTbl COCTABJISIOTCA IO Pe3y/bTaTaM pEBH3HHU (huHAHCOBO-XO3SUCTBEHHON —J€ATENbHOCTH,
TpHEMA — MEPENat JIEN, IPOBEPKH HATMYHS, HHBEHTAPH3AIUH | JIp.
AKT  COCTaBIsI€TCSs  KOMHCCHOHHO (He MeHee IByX COCTaBHTENICH) UK CIEHUAIBHO
YIIOJTHOMOYEHHBIM JODKHOCTHBIM JIHIIOM.
3.8.2. AKT odopMIIsSieTcs Ha CTAHIAPTHBIX JIMCTAX Oymarn mpudrom Times New Roman (Cyr)
pasmepom Ne 14 1 UMeeT cieyromye peKBH3UTEL

I'pud yrBepxmenus BrmowaeT cioBo «YTBEPIK/IAK0», KOTOPOE II€YATAeTCs] IMPONHCHBIMH
OykBamH, Ge3 KaBbIYEK, HAUMEHOBAHHE MOKHOCTH THNa, YTBEPIKAAIOIIETO aKT, IUIHYIO TOANHCH,
ee paciuu@poBKy H 1aTy.

CnoBo  «yTBEp)KIAI0», HAHMEHOBAHHWE JIOJDKHOCTH JHIA, YTBEPIOMBILETO [OKYMEHT,
pacir(poBKa IMOINHCH ¥ [aTa pasaensores 1,5 MEKCTPOYHBIMH HHTEPBAJIAMH.
Haumenosanue BHza mokymeHTa — akT. HauMeHOBaHHeE BHIA JIOKYMEHTAa OTHEISeTCS
OT HPEIPIAYINCIO  PEKBH3UTA 3 OJMHAPHEIMH  MEKCTPOYHEIMH HHTEpBalaMH, [EYaTaeTcs
MPONHCHEIME ~ OYKBaMM, BEINENSeTCS MPH(TOM JAPYroil HACHINEHHOCTH W BEIPABHHBAETCH
110 IEHTPY.
Homep opopmisercs apabekumu mudpaMu 1 IevaTaeTes moce ciiosa aKT, Ha TOH K€ CTPOKe.
flata akTa NOJDKHA COOTBETCTBOBATH JTHIO AKTHPYEMOTO (haxta mnm coGBITHS ¥ odopMIseTCs
CIIOBECHO-LH(POBBIM CIOCOGOM Yepes3 2 OMHAPHBIX MEXKCTPOUYHBIX HHTEPBaja OT 3arojoBKa.
MecTo H3aHKs yKa3EIBaeTCS Ha OIHOM JIMHHIH C IaTo.
3aroyI0BOK OTAENAETCS OT IPEBIAYINEro PEKBH3NTA 3 OMHAPHBIMU MEXKCTPOYHBIMH HHTEPBAIAMH,
TIeYATAeTCA 9epes 1 HHTepBal, BELICIAETCS Oy KIPHBIM WPHPTOM, H BEIPABHHBAOTCS MO LEHTPY.
Touka B KOHIE 3aroyioBKa He CTAaBHTCHA. B 3aroioBKe K TeKCTY aKTa yKa3blBae€TCHd HA3BAHUE HJIH
KpaTkoe CONCpKaHHE aKTHBMPYeMOTO (akTa MMM COGHITHA. 3aroloBOK JO/DKEH OTBEYATH
Ha Bompoc: «O wem?» cocraBiieH akT, HampuMep: «O BBIISTCHHH K YHHYTOXKEHUIO JIOKYMEHTOB
U JIE]l, HE MOJUIe)KalluX JalbHEHIIEMY XpaHEeHHION.
Tekcr oTmenseTcs oT HaThl M MecTa W3NAHHS aKTa 3 MEXKCTPOYHBIMU HMHTEPBAJIAMH M II€YATAETCS
4epes 1,5 unTepBana.
Texcr akra cocTouT U3 ABYX YacTeif — BROAHOIM U KOHCTaTHPYIOUIEH.
BBonHast 4acTe TekcTa akTa HauMHAETCS CIOBOM «OCHOBAHHE:» MOCKE KOTOPOTO YKa3LIBAETCS
HANMCHOBAHHE JIOKYMCHTA, MOCTYKHBIIETO OCHOBAHHEM JUISL COCTABNEHUS aKTa, ero 1ara, HOMED
H 3aroJIOBOK.
C HOBOH CTPOKH OT JIEBOI TPAHHIIE! TEKCTOBOTO OIS JOKYMEHTa medataercs cioBo «CocTapieHy,
CTABHTCA NBOCTOYHE, M Jlalee NEPEUUCIAIOTCes (aMUIM¥ M HHALOUAIbl COCTABHTENEH AKTa WK
COCTaB KOMHUCCHH.
QaMHIMK YIEHOB KOMHCCHH PacIioJiaraiores B aihaBHTHOM HopsAzKe.
KoHcratupylomas wacTs Tekcra akTa HaumHaercss ¢ a0zama. B Hel M3garamores LeNnd, 3aJadu
¥ CyIIECTBO PabOThI, POJENAHHOM COCTABUTEAMH aKTa, €€ pe3yJbTaTHI.
B KkoHIE TekcTa yKa3EIBAIOTCS CBENEHHS O KOJMYECTRBE HAIICUATAHHEIX 9K3EMIUISIPOB aKTa, MECTE
HX HaXOXK/ICHHS HITH a/[pecaTax, KOTOPEIM OHH HalpPaBIISTIOTCS.
KommgecTso 3K3eMIUBIPOB aKTa OmpenenseTcs KoMH4ecTBOM 3aMHTEPECOBAHHBIX CTOPOH HIIH
HOPMATHBHBIMH TIPABOBEIMM TOKYMEHTAMHU, PETTIAMEHTHPYIOIIMMHA COCTABICHHE aKTa;
ITopmucs otnendercs ot Tekera 3 oMHAPHBIME MEKCTPOYHBIMH MHTEPBAJIAMH.
AKT [ONNHCHIBAaeTCS Ipe/CeNaTelleM KOMHCCHH M BCEMHE AUUAMH, MPUHEMABIIUMH Y4YaCTHE
B €I'0 COCTaBJICHHH.

4. TlpaBuia odopmirenus J0KYMeHTOB

4.1. Obugue mpebosanusn K oopmnenuio O0KyMeHmog
4.1.1. Odopmienne nokymentor B MBZIOY, BEICEIIaeMBIX 33 €r0 NIpe/IeIIbI, CIIEAYET IPOU3BOIUTE
Ha opuuuabHbeX Onankax MBJIOY. Buyrpennue noxkymentsl MBJIOY magmexur odopmisTe Ha
HHCTBIX JINCTAX MAIIMHOMUCHOM Oymaru ¢opmara A4 u AS.



B otmenbHBIX crmywasx (Hampumep, 1A TPHIONKEHHH K AOKYMEHTaM, Ppe30IoUuid H T. 1)
AOITYCKAETCs UCII0Nb30BAHUE MAIIMHONKMCHON Oymaru opmara A3 u A6.
4.1.2. Tlpu DOArOTOBKE DOKYMEHTOB PEKOMEHIYETCs MPHMEHSTH TEKCTOBBIH penakrop Word ¢
ucnonk3osanreM mpu@ToB Times New Roman 12-m (s odopMiteHHs TaGIHIHBIX MaTepHAaJIOR),
13, 14, 15-m xerniem, Times New Roman 12, 13, 14-m keriem uepes ouH - 18a HUHTEpBaJa.
4.1.3. Tlpy nOArOTOBKE TaGNWYHBIX IOKYMEHTOB (mampumep, g paspaGoTKH OTYETHO-
CTaTHCTHYCCKAX (OPM M T. I.) IOMYCKACTCs NPUMEHATH CTAHTAPTHBIC CPENCTBA TaGJIHIHOTO
penaxropa Excel for Windows. Ilpu moaroroBke mpe3eHTALHOHHBIX (BH3yalBHBIX) JIOKYMEHTOB
(cxeM, muarpamm, rpauKoB H T. I1.) JOILYCKAETCS HCTIONB30BATh CTAHAAPTHEIE CpelcTBa peJaKTopa
npesenTaiuit PowerPoint for Windows.
I'padbl v cTpOKM TabIHIIBI HOIKHEI HMETH 3ar0JIOBKH, BEIP@XKEHHEIE HMEHEM CYLIECTBHUTEIBHBIM B
HUMEHHTENbHOM najexe. Iloa3aronoBku rpad u ¢TpoK DOMKHE! OBITH COTNACOBAHEI ¢ 3ar0JOBKAMIL
Ecin Tabimny nedararot Gonee 4eM Ha ofHOM cTpaHmIe, rpadsl TaGimne 06s3aTeTbHO HYMEPYIOT H
Ha CICAYIOIMX CTPaHHUIAX CTaBAT TOJNBKO HOMepa 3TUX rpad.
4.2. bnauku MBJOY.
4.2.1. loxymenter MBJIOY odopmiisitoTes Ha OHIMANBHEX GIAHKAX W HMEIOT YCTaHOBIICHHBIH
KOMIUIEKC 00S3aTeIBHBIX PEKBU3HTOR H MOPSIOK UX PACIIONOMKEHHS.
BriaHKke [OKyMEHTOB H3rOTABIMBAIOTCS THIOrpadCKHM CHOCOGOM WM METOIOM OIIEPATHBHOMN
nourpaguy Ha CTAaHAAPTHEIX JIMCTax 6ymaru dopmara A4, AS.
B 3aBHCHMOCTH OT PacIONOXKEHUS PEKBH3UTOB YCTAHABIMBAIOT /(BA BapuaHTa ONaHKOB: YIJIOBOH M
IPOJOJIBHEIH.
4.2.2. B MBIIOY ucnons3yrores CIIEYIOITHE BHIBI OJIAHKOR:
- GJ1aHK KOHKPETHOTO BHJIA JIOKYMEHTA
- obuwit Gnanx MBJIOY - ¢ ykasanuem naumeHoBaHus (Ha Gymare dopmata Ad u A5S)
- OJIaHK NHCBEMA - ¢ YKa3aHWEM HaMMEHOBAHUS MBJIOY u cnpaBounsx manHbiX. CIpaBouHEIE
JI@HHBIE 00 OpraHH3aLMK BKIIOYAIOT B cebsi: MOYTOBBIH ajpec, HoMep TenedoHa | IpyTHe CBEICHUS
0 YCMOTPCHUIO OpraHu3aluy (HoMmep (akcoB, Teledakca, CICTOB B GaHKe, apec SIEKTPOHHOM
IIOYTEI M JIp.).
4.3. Aopecayuu doxymenma.
4.3.1. JloKyMeHTBbl, BBICHUIAEMBIE 3a TIpeJENbl AETCKOTO Caja, afpecyroT IPeNIpPHITHSIM,
OpraHu3alfsaM, YYPEXKJICHHSIM, WX CTPYKTYPHEIM IIOApa3feieHHsM, JODKHOCTHBIM WM
(HU3MYECKUM JTHIIAM,
4.3.2. Ilpu appecaiuu IoKyMeHTa Ge3 yKa3aHusi KOHKPETHOTO JOJDKHOCTHOTO JIHIA, HAMMEHOBAHHE
aJipecaTa ITHIIETC] B UIMEHUTEIBHOM I1aJeKe.
4.3.3. Eciu ajipecatoM SBIISETCS KOHKPETHOE JIOJDKHOCTHOE JIMIO, TO HAUMEHOBAHUE OpraHu3alui
H CTPYKTYPHOI'O IIOJPA3/IENCHHs yKa3bIBAOT B MMEHUTENHOM IAfieike, a JOJUKHOCTh H (haMIIIHIO
J0JDKHOCTHOTO JIMIA - B JaTEITBHOM, [IPHYEM HHHIUAJIBI YKA3EIBAIOT Nepen Gamuineti, HanpuMmep:
Otrnen O6pazoBanus
YO UKMO r.Kaszauu o ABHacTpOUTEIBHOMY
1 Hoso-CaBrHOBCKOMY paitoram
I'maBEOMY Oyxrantepy
3.0.3apumoBoii
4.3.4. Tlpn azpecarniy TOKYMeHTa HETIOCPEJICTBEHHO PYKOBOHTENIO OPraHH3aliy HAHMCHOBAHIE
MOCTICIHEH BXOIHUT B COCTAB HAMMEHOBAHHS! JOJDKHOCTH aJIpecara, JOJDKHOCT JIMLE YKA3bIBAIOT B
NaTeIbHOM Nafieke, Halrpumep:
Hauansauxy otnena obpazosanus
YO UKMO r.Kazanu no ABHacTpOUTENEHOMY
u Hoso-CaBunoBckomy paitoHam
I'.I JIatenneBoit
4.3.5. ITpu anpecanny U IOKyMeHTa YU3MYECKOMY JIHIY YKa3bIBAIOT WHAIHAIBI 1
haMuus 10NTydaTeNd, a I0C/e ITOTO - €10 IIOYTOBKIH apec, HAIPHMED:
W.I1. Bunokypogoit
yi1. bopucorneGekas, 1. 26, k8. 26
r.Kasauns, PT,
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450052
Bri6op dopmara Gianka mpu moarotoske qoxymeHTa OMpPEJICTISIETCA B 3aBUCHMOCTH OT 00beMa
Texcra. Kakipiii et qokymenTa, oopMiIeHHbII KaK Ha Onanke, Tak i 63 HEToO JOIKEH HUMETh
1oms He MeHee, MM: 20 - neBoe; 10 - mpasoe; 20 - BepxHee; 20 - HIDKHEee.

4.4. Ymeepoiwcoenue dokymenma.

4.4.1. JloKyMEHT yTBEp)KIAETCH MODKHOCTHBIM JIAIIOM. IIpr HEOOXOOUMOCTH JOMONHHTENBHEIX
UPCANUCAHAR M PasbsCHEHMH JNOKYMEHT MOXET YTBEpIKHAThCS CIENHMATHHO H3IABACMEIM
AOKYMCHTOM: NpHKa3oM 3ase/yromero MBJ{OY, nocranopnenuem, pementeM, IpOTOKOIOM.
4.4.2. Tlpu yTBepXIEHHM JOKyMEHTa IPHb YIBCPXKACHHUA NOJDKEH COCTOSTh M3 CIIOBA Y TBEPXKIAIO
(6e3 KaBhIUEK), HAMMEHOBAHHA NOJUKHOCTH JIMIA, YTBEPXKAAIOIMIETO HOKYMEHT, €ro IOJIIHCH,
MHULHATIOB, (paMUIAK U IATEI YTBEPKACHHUS, HAPEMED:

YTBepkaaro
3aBeqyronuii
MBJIOY « Jletckuii cag Ne 117»
P.X.®axpuepa

(TM4HAS TOIHCE)
02.09.2015

4.4.3. lonyckaeTcs IEHTPUPOBATE KAXKIYIO CTPOKY pekBu3uTa "['pu¢ yTBepikIeHus TOKyMeHTa" 1o
OTHOIIEHHMIO K CaMoii JUTHHHOM cTpoke.
4.4.4. Ilpn yTBepXICHHH JOKYMEHTA NOCTAHOBJICHHEM, PEIIEHHEM, IPUKA30M, IPOTOKOJIOM IpH
YTBEPXKACHHA COCTOMT M3 CIOB YTBepikiaeH (YTBepikaeHa, YTBep)KIEHH! WiH VY1BepikaeHo),
HaUMEHOBAHUs yTBEPIKAAIOIIEr0O IOKYMCHTA B TBOPHTENBHOM IIafieke, €T0 TaThl, HOMEpa.
4.4.5. I'pu¢ yTBepXKICHHSA NOKYMEHTA PACIIONAraeTCs B paBOM BEPXHEM YTIIy JOKYMEHTA.
4.4.6. Jlata B rpudpe yTBEP:K/IEHHS CTABATCH OT PYKH, YaCTHYHO HIIH IIONHOCTBIO HabupaeTcs Ipu
eUaTaHuA NOKyMEHTa. B mociennem cirygae ot pyku mpocTaBisieTcst TOJBKO THCIO WM 9HCIO H
MECSIII.
44.7. T'pud yTBepKIEeHHS NMPHHATO yKa3HIBATh HA JIOKYMEHTax, TpeOyIOIHX JOINOIHATEIBHOIO
YHAOCTOBEPEHHS MX MOUIMHHOCTH M NOCTOBEPHOCTH. I'pr¢) yTBepXKIEHHS IPHHSTO CTABHTH HAa
CJICNYIOHAX yIPABICHIECKUX NOKYMEHTAX: aKTaX, HHCTPYKIASX, OT4ETaX, IEPeUHsIX, TIOJIOKEHHSAX,
TIporpaMMax, CMCTax, CTaHAapTaX, CTPYKTypaX W IITATHOM YHCIICHHOCTH, TApH(HBIX CTABKAX,
(opme yHHPHIHPOBAHHEIX TOKYMEHTOB, IITATHOM pacnucaHuy,

4.5. Coznacosanue dokymenma.
4.5.1. Ha srane pa3spaborku mpoexTa AOKYMEHTA B HEKOTOPBHIX Clly4asX MOXET BO3HHKHYTB
HEOOXOMMOCTE €10 COTIACOBAHAS C 3aHHTEPECOBAHHBIME CTOpPOHAMH JAO/DKHOCTHBIMH JIHIIAMH HITH
opraEmsaimsMd. B atMX  ciayuasx  cornacosamme JOKymMeHTa  odopmiiseTcs  BH30it
COOTBETCTBYIOIIEIO JOJDKHOCTHOIO JIMIIA MK IPU(OM COrIACOBAHM.
4.5.2. Tpud cornacopamns odopmisercs B clyuae HeOoOXOOMMOCTH IPOBEIEHHS BHENIHETO
COTJIACOBAHMsI CO CTOPOHHMMHE OPTAHH3ALUSAMH (IPEANPHATHSIMHE, YIPEKASHHIMA),
4.5.3. I'pu¢p cormacoBaHus ¢ KOHKPETHBIM JOJDKHOCTHBIM JIMIOM, HPEACTaBIIAIONIUM HHTEPECH]
CTOPOHHEH OpraHM3aluM, BKIIOYaeT B cebs cnoBo "CornacoBaHo", HauMMEHOBAHHE JOKHOCTH
/M@, C KOTOPBIM COTIACOBAH NOKYMEHT (B T. 4. HAUMEHOBAHHE OPTAaHM3AIMH), INYHYIO TOMIIHCE,
pacmHdpoBKy moankcy (HEALKALI, GAMHIITHS) 1 Aary cornacoBanus. Hanpumep:
Cornacosano
I'nagueii cnenmamict otnena o6paszoBanust
YO MIKMO r.Kazasu 10 ABHACTpPOHRTEIBHOMY
1 Hoso-CaBuHOBCKOMY paiionam
H.N.ITerposa

(MM9HAas TOAIHCE)

02.09.2013

4.5.4. Eciu cOrmacoBaHHE OCYIIECTBIAIOT MHCEMOM, IPOTOKOJIOM M JAPYTUM JIOKYMEHTOM,
IOATBEPHKAAIOIIHM (DAKT corsIacoBaHms, rpud BKIIOUAET B cebs ero HaHMEHOBaHME, HOMED U JaTy,
HalpuMep:

Cornacosano

ITporoxon 3acenanus
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Komuccuu o oxpane tpyna
MBJIOY « Jlerckmit cag Ne 117»
o1 02.09.2015 Ne 1
4.5.5. I'pudp cornacopanus pacrmonaraioT Hipke pekpusuta "TIOAMHCE", B JI€BOM HHIKHEM YLy
JIOKYMEHTa,
4.6. Pezonwoyus.
4.6.1. Pesomonus - KpaTkoe MECEMEHHOE [OpYy4YeHHE, TIOATOTOBIEHHOE 1I0 UTOTaM PacCMOTPEHHS
noctynusuero 8 MbJIOY noxymenra. Pesonronns opopmiisieTcs: HEIIOCPEACTBEHHO HA TOKYMEHTE -
Ha CBOOOIHOM MECTE JIMIIEBOH CTOPOHBI IEPBOH CTPAHMIIBI WM HA OTAEIHHOM JIHCTKE C YKa3aHUEM
PETHCTPAHOHHOIO HOMEPA U JAATHl TOKYMEHTA, K KOTOPOMY PE30JIIOIHS OTHOCHTCS.
4.6.2. Pesomouus BKMOYaeT B ceOs CBEJACHUS 00 HCIONHHTENE MOPydYeHHs (HAUMEHOBAHHE €ro
AOJDKHOCTH, (aMMIHs, MHHIUAIBI), COACPIKAHHE MOPYYEHHS, CPOK HCIIOJHEHHS, HAHMEHOBAHHE
JOJKHOCTH JIMIIA, OTAABIIETO MMOPYYEHHE, €T0 IHIHYIO MIOAMHCH B paciudpoBKy, Aaty.
H.K.IlerpoBoii
[Ipoury noaroToBuTh
IPOEKT JIOTOBOpA C
«Atisenro» k 02.09.13
N.C.Canpixos
(mmraHas moOAIIMCE)
20.08.2013
4.6.3. Ecmu pesomonus mOpeuoliaraeT IOpyYeHHE IS ABYX M OOJee JIHI, OTBETCTBEHHBIM
HCIIOJIHHTEJIEM SIBJISIETCS JIMIIO, YKa3aHHOE B TIOPYYEHHHU TIEPBEIM.
4.6.4. Ha joxymenTax, He TpeOyIONIMX YKa3aHH [0 HCIIOJHEHHIO W MMEIOLIMX THIOBEIE CPOKH
UCIIOJIHEHHUS, B PE30JIIOIHH YKA3BIBAIOTCS HCIIOIHUTENb, [IO/IIHChH ABTOPA PE30JIIOLHH, JaTa.
4.6.5. JlomyckaeTcs oopMIIEHHE PE30JIIONUHA Ha OT/IEIEHOM JIUCTE.
4.7. Ilpunoscenue Kk 00KyMeHH).
4.7.1. llpunoxenne - 3T0 JOKYMCHT, IIpHJIaraeMblii K OCHOBHOMY JOKyMeHTy. Ilpm Hammumu
IPHIOKEHUH B JOKYMEHTE [ENacTCs COOTBETCTBYIOIIAS OTMETKA, BKJIIOYANONIas B cebs CIIOBO
"[IpunoxkeHne", ABOETOUNE U EPEYEHB IIPHIIAraEMBIX JOKYMEHTOB C YKa3aHHEM MOPSIKOBOTO
HOMEpa MPHIOXKCHHS, €ro Ha3BaHHs, KOJNMYECTBA JIMCTOB B HEM, ajpecare I KakIoro
3K3EMILISpA.
4.7.2. IlpunoxkeHus: MOKHBI HMETh BCe HEOOXOMUMBIE IS JOKYMEHTA DPEKBH3MTHI (HA3BaHHE,
3aroJIOBOK, NOJINKCH JIMII, OTBETCTBEHHBIX 34 UX COJEPXKAHHUE, ATy, OTMETKY O COIVIACOBAaHMH H T.
II.).
4.7.3. OT™MeTKy O HAIMYUH TIPHIIOKEHHS, HA3BAHHOTO B TEKCTE, OQOPMIIIOT CIEAYIOIHM 06pazoM:
ITpunoxenue: Ha 8 1. B 2 5K3.
4.7.4. Ecnu nputoyKeHHs He Ha3BaHBI B TEKCTE, TO UX HAMMEHOBAHHS TIEPEUHCIISIOTCA ¢ YKA3aHUEM
KONTMYECTBA JIMCTOB B KaXKIOM MPUIIOKEHHH H YUCIIA UX SK3EMIUIIPOB, HAIPUMED:
2. IIpoekT Ha 8 1. B 3 3K3.
Ecimu mpunoxerns cOpoImopoBaHkl, TO YHCIIO JIHCTOB HE YKA3HIBAIOT.
Ecimu ¥ JIOKyMEHTY NpHIIaraioT APYToi JOKYMEHT, TaiKe HMEIOINHil MPHIIOKEHHWE, OTMETKY O
HAIHYHH IPHAIOXKEHHS 0QOPMIISIOT CIEAYIOIUM 00pa3oM:
IIpunoxenne: mickMo Pocapxusa ot 05.06.03 Ne 02-6/172 u npriioeH#e K HeMy, BCero Ha 3 II.
Ecnyi mpuiioxeHHe HanmpapisfiOT HE BO BCE yKasaHHBIE B JOKYMEHTE ajpeca, TO OTMETKY O ero
HaTHYHK 0(QOPMIISIOT CIEAYIOIIHAM 00pa3oM:
[Tpunoxenue: Ha 3 1. B 5 3K3.
4.7.5. B TpHUIOKEHHH K DPaCIOPSOUTENBHOMY JOKYMEHTY (NPHKA3bl, MpaBHja, HHCTPYKIHH,
II0JIOKEHHMS, PEIEHHS) Ha IIEPBOM €T0 JIUCTE, B IIPABOM BepxHeM yrity, mamyT "[Ipuioxerue Ne" ¢
YKa3aHHEM HAMMCHOBAHHA PACHOPSAMTENFHOTO MOKYMEHTa, €ro JaTkl M PErHCTPallOHHOIO
HOMepa, HalpuMep:

ITpunoxenue Ne 1
K npukasy MBJIOVY
Jerckuit cag Ne 117
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ot 05.08.2016 Ne 14-0O

4.7.6. CTpaHuLbl JOKyMEHTA U IIPUJIOKEHUH HyMePYIOTCS KaK ¢/ [HHbIH IOKYMEHT.
4.8. Iloonucanue doxkymenma.

4.8.1. JlokyMeHTEI, HalpaBiseMble B BBHINIECTOSIIAE OPraHH3ALAA H Oprafel cynecOHOH BIIacTH,
IOIMHCHIBAOTCA 3aBeayomuit MBJIOV.
JlOKyMEHTBI, HalpaB/seMbIe TIOAYHHEHHBIM, IPYTHM YIPEKICHHAM H IPAKIAHAM, IOIHCHBAITCS
3aBEIYIOINM, €€ 3aMECTUTEIIEM MITH HCIIONHSIOIMM 0083aHHOCTH 3aBeayiomeit MBJIOV.
4.8.2. Tlommucs BKMOUaeT B ce0sl: HAHMEHOBAHHE IOJKHOCTH JANA, MOJNHCABIIET0 JOKYMEHT
(monmoe, ecau JOKYMEHT o(pOpMIIEH He Ha GiaHke JIOKyMEHTa, H COKPAIEHHOE - Ha JOKYMEHTE,
ohopmiIeHHOM Ha GllaHKe), THIHYIO MOJMHCH K pacupoBKy MOIHCH (HHALMAIB, (GaMHIHS).
Hamnpuwmep:
3asenyromuit MBJIOY Jlerckuii cag Ne 117
P.X.®axpuena

WM Ha OJaHKe:
3aBeayromuii P.X.®axpuena

(mr4HAs MOAIHCE)
4.8.3. Tlpn mnoxmucaHWM HOKYMEHTA HECKOJBKAMM JIOJDKHOCTHEIMU JHULIEAMH UX TOJIIHCH,
pacmonaraioT OAHY IO/ JPYyrod B MOCIENOBATEIbHOCTH, COOTBETCTBYIONIEH 3aHHMAEMOii
nowkaocTH. Hapumep:
3aBenyonuii P.X.®axpuera

(TMYHAasg MOAMHCE)
3aBenyroLIHii X035 cTBOM A.X.CansikoBa

(J1MYHAS TIO/HCE)

lIpu noanycanuy COBMECTHOTO IOKYMEHTA IIEPBEIi THCT OGOPMIIOT He Ha GIaHKe.
4.8.4. B moxyMeHTax, COCTABIEHHEIX KOMHCCHEH, YKa3bIBAIOT He JOJDKHOCTH JIHIL, TTOANUCEIBAIONINX
AOKYMEHT, & HX 003aHHOCTH B COCTaBE KOMHCCHH B COOTBETCTBHH C pacnpenenesuem. Hanpumep:

[pencenatens komuccun P.X.®axpuepa
(TMYHAS TOAIHCE)
HneHsl koMuCCHH: A.X.CanpikoBa

(MMYHAs MOJIHCE)
P.I' I'mausitoBa

(JrMuHAs TIO/THCH)
4.8.5. Ecmu no/mKHOCTHOE JMLO, MOMMHCH KOTOPOTO 3arOTOBJEHA HA IIPOEKTE JIOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT IOAMHUCHIBACT JIMIIO, HCIIONHSIOMIEE €r0 00S3aHHOCTH, WIIH 3aMECTHTED.
Ipu sTOM 06s13aTe/bHO yKasbiBaeTcs (GakTHYECKas JODKHOCTS JIANA, TTONHCABIIEr0 JIOKYMEHT, H
ero gamuius (MCIpPaBIeHHs MOXKHO BHECTH OT PYKH HUIM MAITHHOMHMCHBIM cmocoboM, Hampumep:
"m0.", "sam."). JlomyckaeTcs NOANHMCHIBATE JOKYMEHT IIPOCTABJICHHEM KOCOH YepTHl mepes
HAaHMEHOBAHHEM JIOJDKHOCTH.
5. Oprannsanus J0KyMeHT0060pOTA H HCNOIHEHHS XOKYMEHTOB
3.1. Opzanusayus dokymenmoobopoma
5.1.1. Ilsuxenune nokymentoB B MBIOY ¢ MOMEHTa MX CO3NaHus (momydeHHs) 0 3aBEpLICHHS
HCIIONHCHUS (OTIPAaBKH) NIOCIENHEX 06pasyeT JoKyMeHT00GOPOT.
5.1.2. Tlopsizok pOXOKIEHHS TOKYMEHTOB PETIAMEHTHPYETCS HACTOSIIEH HHCTPYKIHEH, Tabemem
YHHQHUHAPOBAHHEIX (HOPM ITOKYMEHTOB, INONOXKEHHSMH M JOJKHOCTHBIME UHCTPYKIUIME HX
PabOTHHKOB.
5.2. Opzanuszayua docmasku doKymenmos
5.2.1. IoctaBka nokymentoB B MBJIOY u 3a ero Openenbl OCYIIECTBISETCA CPEACTBAMH
II0YTOBOH, KypbePCKOH M DNIEKTPOHHOM CBA3H. :
5.2.2. TlocpencTBoM MOYTOBOM CBS3M IMPOM3BOMMTCS OTHPABKA W MOJIyYE€HHE IIPOCTBIX ITHCEM,
OTKPEITOK, OaHAEPOIEH, TOCBUIOK U [I€YATHBIX, B T. 4. NIEPHOXHYCCKUX H3/[aHU.
5.2.3. C noMOmIbI0 KyphepcKOH CBA3M OTIPABISIOT M IIOJMyYaioT 3aKa3HYI0 KOPPECIIOHIECHIHIO
(IpHKasbl, pacTOPSKEHHsl, MHCHMA M TPOYME JOKYMEHTH BBIMIECTOSIIHX OpraHusarmii),
COZIEpPIKALIYIO BAXKHYIO HIIM CPOYHYIO HH()OPMALHIO.
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5.2.4. DNEeKTPOHHYIO CBA3b HCTIONB3YIOT MUIsS OTIPABKH U TOIYYeHHs TEIerpaMM, Teledakcorpamm,
JIEKTPOHHBIX JOKYMEHTOB.
5.2.5. OTBETCTBEHHOCT 3a TOJHYIO H CBOGBPEMEHHYIO OTHDABKY H IONyYeHHE CIIy)KeGHOM
KOPPEeCTIOHACHIIMHE HeceT 3arenyromuii MBJ[OV.
5.3. Ilpuem, obpabomra u pacnpedenenue 6xo0AuUx 0OKyMeHN06
5.3.1. [Joxymentsl, nocrynaromue B MBJIOVY, BCKpHIBAIOT, IOCIE Yero mNeEpPEaloT Ha
PacCMOTPEHHE 3aBEIYIOMIEMY, & 3aTe€M B COOTBETCTBHH C €€ PelIeHHeM (Pe30IIIoNKeil) HAIPaBISIOT
HETIOCPE/ICTBEHHBIM HCTIONHUTEIISIM,
532. C nocrynnenneM ciyxeGHON KOPPECIIOHIEHIMH COTPYAHHK, OTBETCTBEHHBIH 3a
JENIONPOU3BOAICTBO, MPOBEPSET NPABHILHOCTh €€ JOCTAaBKH, a TakKe IEJOCTHOCTh YIAKOBKH
JIOKyMEHTOB. KOHBEpPTHl C JOKyMEHTaMH BCKPHIBAIOT, 3@ HCKJIIOYEHHEM MMEIONIAX IIOMETKY
"nmuano".
5.3.3. B 3aBucHMOCTM OT ajpecaldd JOKYMEHTHl HANPABISIOTCS HA TPeIBAPHICTBHOE
paccmotpenne 3asefyiomed MBJIOY wim HemocpeICTBEHHO TEM IOJKHOCTHBIM JIHIAM, KOTOPEIM
OHH NIpeIHa3HAYEHBI (IIPH HATTMYHHA Ha JOKYMEHTE COOTBETCTBYIONIEH OTMETKH).
5.3.4. IlpemsaputenpHOE DPAacCMOTPEHHE JOKYMEHTOB NPOU3BOIAMTCS 3aBexmyiomeil MBJIOV c
LENBI0 PaCHpPeACNCHHS HX MEXAY OTBETCTBEHHBIMH HCIOJHHTENIMH. Pemenue o6 sTom
odopMIIseTcs B BUIE PE3OIOLMH,
5.3.5. Paccmotpennsie nokymenThl 3apenyrontuit MBJIOY JH4HO BHOCHT COepiKaHUe PE30IIOLHH,
IIOCJIe YEro JOKYMEHT [EPEeIaeTCsl Ha NCIONHEHHE JOJDKHOCTHOMY JIHILY.
5.4.0cobennocmu pabomel ¢ 3neKMpOHHBLIMU OOKYMEHMAMU
5.4.1. B y4pexIeHHN CO3AAI0TCS B HCIOB3YIOTCS:
— OJIEKTPOHHBIC JIOKYMEHTBI, CO3JaBacMble B 3NEKTPOHHOH (opMe 0e3 mpeaBapUTENLHOrO
JOKYMEHTHPOBAHHA Ha OyMaKHOM HOCHTEIIE;
— DJIEKTPOHHBIE O00pa3sl JOKYMEHTOB, IIONyYEHHBIE B Pe3yJbTaTe CKAHWPOBAHHS JOKYMEHTOB
M XPaHAIIHECS B CHCTEME JJIEKTPOHHOTO JOKYMEHTO000pOTA.
5.4.2. IlpueM ¥ OTIIPABKA 3IEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIOTCS OTBETCTBEHHEIM 33 BEIEHUE
JIETIONPOU3BO/ICTBA B YUPEIKICHHH.
5.4.3.  DNeKTpOHHBIE JOKYMEHTBI CO3HAlOTCS, 0OpabaTBIBAIOTCS M XPAHSTCS B CHCTEME
BNICKTPOHHOI'0 JOKYMEHTO000POTA YUPEIKIECHHSL.
5.4.4. DNeKTPOHHEIH JOKYMEHT JIOJKEH OBITE OQOPMIIEH 110 OBIIAM MpaBHIaM JeTOIPOH3BOACTEA
H UMETh DPEKBHU3HMTHI, YCTAHOBJICHHEIC /I AHAJIOTHYHOTO MOKYMEHTa Ha OyMaXKHOM HOCHTEe,
33 HCKJIIOYCHMEM OTTHCKa mevaTH u u3obpaxenus [ocynmapcrennoro repba Poccuitckoit
ODenepanun.
5.4.5. Jins OATBEPXK/IEHUS TTOTHHHOCTH 3/EKTPOHHEIX JOKYMEHTOR B YUPEXKICHHH HCTIOTB3YIOTCS
SIIEKTPOHHBIE LU POBEIE IOIHCH.
Vcrione3yemble cpencTBa 3JIeKTPOHHON MHGPOBOM MOMNKCH NOMKHEI GBITH CEePTHOHIHPOBAHEL
B YCTaHOBJIEHHOM MOPSJIKE,
3.5. Hugpopmayuonnan 6esonacrnocmo
5.5.1. MHdopManuoHHbIe pecypeHl YUPeXAEHHS 110 AOCTYIy (BO3MOXHOCTH HCIIOIB30BAHH)
MOPAa3/ICTIAIOTCA  Ha OTKPBITYI0 (00IIENOCTYIHYI0) HHGOPMAIHIO, CIYKeOHYH HH(POPMAIHIO
¥ UH(OPMAIHIO OrpaHHYECHHOTO PACIPOCTPAHEHHS (IOCTYIIA).
K xareropuu OTKpBITOH HH(pOpMarMM OTHOCHTCS HHpOPMAIMS, CONEpPIKAINascs B JOKYMEHTAxX
¥ 0a3ax JaHHBIX yUPEIK/ICHUS, HEITOCPESACTBEHHO 3aTPArMBArOIIAs IPABA U HHTEPECH IPAKIAH.
K kareropuu ciyxebnolt unpopmanuu orHocHTCs MHOOPMAIHS, CoIepKamaics B JOKYMEHTAX
u0azax JaHHBIX YUPeXJEHHs, IpeIHA3HAYeHHas JUis TOUKHOCTHEIX  JIMIl M PaGOTHHKOB
YUPEKACHHS, NPH BBIMOJHEHHA MMH CBOMX (YHKIIMOHANBHBIX OOS3aHHOCTEH, HE 3aTparuBaroInas
HalpsAMYyl0 IIpaBa W HHTEPECHl TIPKJaH M HE OTHOCAINAACH K KaTerOPHH OTPaHH4EHHOrO
pacmpocTpaHeHHs (qocTyma).
K xareropun uH(popMaImy orpaHHIEHHOT0 PAaCIPOCTPAHEHHs (JIOCTYIA) OTHOCHTCS MH(OpMAIIHS,
comepikamascs B JOKyMEHTaxX u 0asax [JaHHBIX, BKIIIOYAIONAS CBEICHHSA KOHQHICHIHMAILHOIO
Xapakrepa.
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Best mHdopmaius, conepxalascs B TOKyMeHTaX M 0asaX JaHHBIX YUPExIEHHs, 110 YMOTIAHHIO
ABIIACTCSA OTKPHITOH 1 ofmenoctynHolt. Mckmouenue cocrasiser HHpOpPMAIMS, OTHECEHHAS
K KaTeTOPHsAM CIIy>KeOHOH ¥ OrpaHHYEHHOTO pacupocTpaHeHus (1ocTyna).
5.5.2. Jlnausie nena pabOTHHKOB, THIHBIE KAPTOYKU PaGOTHUKOB, TPYAOBEIE KHIKKH PabOTHHKOB,
TPHKa3bI 10 ITYHOMY COCTaBY JOJDKHEI XPAaHUTHCS B celie My B MeTayninueckoM mkagy.
Brianku TpyHOBBIX KHIDKEK 110 MEpe HEOOXONMMOCTH BBIJAIOTCS OTBETCTBEHHOMY IMIY, HIIH
PYKOBOAUTENO. 3alIMCH B TPYIOBOH KHIKKE TOANACHBAET PYKOBOJUTEND YUPEKICHHS.
5.5.3. VYcraHoBKa M 9KCIUTyaTalHs IIPOTPaMMHOIO OOECHEYEeHHs, MOMY4EeHHOr0 M3 JTHOOBIX
HCTOYHHMKOB M BBIIOJHSIOMEr0 (GYHKIHH, He CBA3aHHEIC HENOCPEACTBEHHO C BBIIOIHCHHUEM
paboOTHUKaM# CBOMX JOKHOCTHBIX 00s53aHHOCTEH, KATETOPHYECKH 3aNpelieHa.
5.5.4. Bes npencraBieHHas B 3JEKTPOHHOM BHAEC HH(OPMalMs, NOCTYNAOmas B yUpek/CHHE,
B 0053aTEIBHOM HOPA/IKE IOIEXKHT IPOBEPKE aHTHBUPYCHBIMH CPECTBAMH.
5.5.5. DnekTpoHHas IOYTa MOXET KCIOJIB30BATECA TIONB30BATENAMH TOJBKO Ul OOMeHa
uH(popMaluei, OTHOCAIIEHCS K KATErOPHH OTKPHITON U Ciry:KeOHOH. 3ampelneHo WCHOIb30BATH
3NIEKTPOHHYIO IIOYTY IS Mepefauyr HHGOPMAalHH, OTHOCSMIEHCS K KATeropud OrpaHMYeHHOIO
pacIpocTpaHeHHS.

6. U3roropienye ¥ HCMOJIB30BAHME MeYaTel U INTAMIIOB
6.1. VYupexienue uMeeT KpYIJIylO Ile4aTh C HAMMEHOBAHHMEM YUYPEXJEHHA N0 YcTaBy H
PEKBU3UTAMH JIETCKOTO caja, OJaHKK CO CBOMM HAMMEHOBAHUEM.
6.2, TleyaTH M3rOTaBIHBAIOTCS B CTPOrO OTPAHHYEHHOM KOJMYECTBE M HCKIIIOYHTEIHHO
B Cy)KeOHBIX Ilenmiax. Pemenwe o HeoOXOOMMOCTH M3IOTOBJICHHUS TIedaTell M MX KOJNMYECTBE
TIPHHAMAET PYKOBOAHTENb YUPEXK IEHHS.
B cnyuae ciyxkeOHOH HEOOXOIMMOCTH MO PELICHHIO 3aBEAYIOLICH MOMyCKAaeTcd H3rOTOBJICHHE
JIOIIOJIHATENBHBIX SK3EMILIAPOB MEUATCH.
6.3. Ilevarbro 3aBepsIOTCS MOMIHMCH PYKOBOUTENS, €r0 3aMECTHTENEH, TIaBHOTO GyXramtepa,
4 TAKKe JpPYTHX MAOJDKHOCTHBIX JIMI[, KOTOPBIM IPHKA30M YUPEXICHUS HIH JIOBEPEHHOCTHIO
IIPEIOCTABIICHBL COOTBETCTBYIOITHE [TOJTHOMOYHS.
6.4. IleyaTn ¥ IITAMIIBI XPAHATCS B HAJCIKHO 3AMMPAOIIMXCs MKadax.
OTBETCTBEHHOCTH 3a 3aKOHHOCTh HCIONB30BAHKS W HAJEKHOCTh XpaHEHHA IedaTell BO3IAraetcs
HA PYKOBOJIUTES YIPEKICHHUS.

7. Oprasn3anus JOKyMEHTOB B 1€J0NPOH3BOICTRE

7.1. Homeurknamypa den
7.1.1. Opranusanus JOKYMEHTOB B JENOIPOM3BO/ICTBE IIPEACTABISET COOO0H COBOKYIHOCTh BHJIOB
pabot, 00ecIeUNBAIOIAX COXPAHHOCTh, yUeT, CHCTEMATH3ANMIO JOKYMEHTOB, (OPMHpPOBaHHE H
oopmiIeHHE JIEN B IETONPOU3BOACTBE, H HX IIEpe/iady B apXHB B COOTBETCTBHH C YCTAHOBIECHHBIMH
TpeOOBaHUSMH.
OcHoBHBEIMM BHIaMH paboT, O0O0ECIeUMBAIONINMY TIPABHILHYI) OPraHH3alMI0 JOKYMEHTOB B
JEJIONPOU3BOICTBE, ABJISKOTCS COCTABICHHE HOMEHKIATYPHBI e U 0QOpPMIICHHE JET.
7.1.2. Homenknarypa Je - CHCTEMAaTH3UPOBAaHHBIA MEpPEYeHb 3ar0JIOBKOB (HAUMEHOBAHMI) jen
MBJIOY ¢ yka3aHHeM CPOKOB HX XpaHEHHS.
Homenknatypa jien npeJHa3sHaueHa AN OPTaHH3alHH IPYIITHPOBKH HCIIOJHEHHBIX TOKYMEHTOB B
Jena, CHCTCMATH3AIMK | y4eTa Jell, ONPE/IeNIeHUs CPOKOB UX XpaHEHHS M SBJISETCS OCHOBOHM IyIi
COCTaBIICHHS OMHCEH JeJ IIOCTOSHHOIO M BpeMeHHoro (cmerme 10 JieT) XpaHeHHs, a Takxke s
y4eTa Jies BpeMeHHOro (10 10 neT BKIIFOYHTENEHO) XpaHEHH !,
7.1.3. Ilpu cocraBieHHH HOMEHKJIATYDHL Ael pyKoBoacTByioTcs Ycerasom MBJIOY, monoxeHnsMu
0 pasmmuHoi faestensHocTH MBJIOVY, ero ciyx6ax, INTaTHBEIM paciidcaHHeM, IUIaHAMH U OTIeTaMH
0 pabote, MEPEYHAMH JOKYMEHTOB ¢ yKa3aHHEM CPOKOB HX XpaHeHHs. M3ydaroTcss JOKYMEHTSL,
obOpasyromuecs B aestenpHocTE MBJIOY, UX BUIBL, COCTAB U COAEPIKAHHE.
7.1.4.B MBJIOY cocTtaBnsioTcss HOMEHKIATYPHI JIel KaXI0# CIykOBl B CBOJHAS HOMEHKIATypa
Jel.
7.1.5. Ceoanas HomeHKarypa nein MBJIOY cocrasisiercs 3aBeyrOmuii.
7.1.6. CrogHas HOMEHKJIATypa JIell yTBepxkaaercs sasenyommii MBJI0OY.
[locne yTBepxaeHMs CBOAHOM HOMEHKIATYphl aen cuyx6sr MBJIOY moiy4aroT BEIIHCKH M3
COOTBETCTBYIOLIMX €€ pa3fieioB sl HCIIOJIB30BAHMS B paboTe.
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7.1.7. Y TBepKIeHHBIH 3K3eMIULIP HOMEHKJIATYPHI el ABISAETCS JTOKYMEHTOM MOCTOSHHOTO CpoKa
XpaHeHH
7.1.8. Connas HoMenknarypa nen MBJIOY exeroqHo yTouHseTcs, yTBEp)XKIaeTcs W BBOIMTCA B
neiictere ¢ 1 ceHTSOps clexyIomero roaa.

7.2. Opzanusauus onepamueHo20 XpaHeHus 0OKyMeHmos
7.2.1. PaboTHMKH, OTBEYAIOIIKE 3a JIEJONPOU3BOICTBO, HECYT OTBETCTBCHHOCTH 3a COXPaHHOCTb
JOKYMEHTOB U JIell.
Jlena pasMemalOT B CIEHUATGHO OTBEAEHHBIX JUIA 9TOH IENHM IOMEIICHUAX B 3alHPAIOLIHEC
mxadpr, cefbl M T.I., 9TOOBI OOECHEYMTh HX COXPAHHOCTh H 3alIATY OT BO3ACHCTBHS IBLIH
1 COJTHEYHOTO CBETA. B IeNsdX TIOBBIICHHS OIEPaTUBHOCTH IIOMCKA JOKYMEHTOB, Jelia
pacroyiaraloTcs B COOTBETCTBHH € HOMEHKIaTypol nen. HomeHknmatypa Jel WM BBIITHCKA
U3 Hee IOMEINIaeTcs Ha BHYTpeHHeH cTopoHe ImKada.
Ha xopemkax 06JI03KeK JieNl yKa3bIBalOTCI HHAEKCHI JIEI 10 HOMEHKIIaType.
7.2..2. Beigaua Jen ¥ KONUH JOKYMEHTOB JIPYTHM IIOIB30BATESAM ITPOU3BOJMTCS C paspelleHHUs
PYKOBOJUTENs yupexkaeHus. Jlea BEIAOTCs BO BpeMEHHOE IIONE30BaHKE Ha CPOK He Doliee 0HOro
Mmecsna. Iloclle WCTEUeHMs YKa3aHHOTO CpoKa JHelno IOKHO OBITh BO3BpAIEHO Ha MECTO
€r0 XpaHEeHMH.
CTOpOHHMM  IIONB30BAaTeNsIM J€Na BBIIAIOTCS HA OCHOBAHMH  MX IIMCHMEHHBIX  3allpocoB
C pa3pelneHus PyKOBOJHUTENS yIPEKICHHUS [10 aKTaM.
W3psaTHE NOKYMEHTA H3 e/ MOCTOSHHOIO XpaHeHHs MAOMYCKAeTCs B HCKIIOYHTCIBHBIX CIIydasx
U [IPOM3BOJUTCS C Pa3pelIeHHs] PYKOBOJUTEN YIPEXKICHNs, IIPH 3TOM B JIENIe OCTAeTCs 3aBePEeHHA
KOTIFS JOKYMEHTA M aKT O IPHYMHAX BBIAYH IOAIMHHHAKA.

8. JakmounTe/bHbIE MOJI0KEHH

8.1. Cpox neiicTBus MIHCTpYKIHH - 7O 3aMEHEI HOBBIM.
8.2. MBJIOY o0ecmeunBaeT MOCTYIMHOCTE W OTKPHLITOCTh HHMOpMAIMM IIyTeM pasMelICHHS
HacTosmel MHCTpyKuun Ha oQUIHATFHOM caiiTe IETCKOTo cafa B CeTd MHTepHET edu.tatar.ru.
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