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IIPUHSATO YTBEPXHAAIO

Pemennem OOmero coGpanus paboTHHUKOB %@mmnﬁ MBJIOY «Jletckuii cax Nel87»
MBJIOV «Jletckuii cax Nel87» WA Z/J'f/ OO .. HOcymnosa

[Ipotoxon Nel ot 11.01.2021 roxa BB@;IGIQ B ,t{eﬁcﬁne
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MNOJOXEHHUE
0 BeJIeHHH AeJIoNnpou3BoAcTBAa B MYHHUHIAJIBEHOM 010/I7KETHOM J0IIKO/JIbHOM
oOpa3zoBaTebHOM yupe:xaeHnn «/lerckmii can Nel87 koMOMHHPOBAHHOIO BHAA ¢
TATAPCKHUM S3BIKOM BOCHHTAHHA H 00yuenus» CoBeTckoro paiiona r. Kazanu

1. O0mue moJ1o:kKeHus

1.1. Hacrosmas WHcTpyknuu mo BemeHuro nesompou3sojactBa B MBJIOVY «Jlerckwmii cax Ne 187
KOMOHMHHMPOBAHHOTO BHJA C TAaTapCKHM S3BIKOM BOCHMTaHUSA M 00yueHHs» CoBeTckoro paiiona
r. Kaszamm (manee - UMHcrpykums) pas3pabotaHa B HeNAX pPalMOHATBHON —OpraHH3aluu
JIOKyMEHTAIMoHHOTO obecnieueHus aestensHoctd MBJIOY «Jlerckuit cax Ne 187 koMOMHHPOBAHHOTO
BHJIA C TarapCKUM s3bIKOM BocnuTaHus H oOydeHus» Coserckoro paidiona r. Kasamm (naiee-
VupexeHnue), a TakKe CTPOroro coOMIOACHUS ACHCTBYIONMX HOPMAaTHBHBIX JOKYMEHTOB B cepe
JIOKYMEHTAIIHH 1 HH()OPMAIHH.

1.2. MHCTpYKIHUS cOCTaBlIeHa B COOTBETCTBHH ¢: ['ocyaapcTtBeHHbM ctagaaprom PO I'OCTP 6.30-
2003 «YHu(UIEpOBaHHbBIE CHCTEMBI JOKYMEHTAIMH. Y HU()HIMPOBAHHAS CHCTEMA OPraHH3allHOHHO
PacopAAUTEIFHOM JOKyMeHTaul. 1peboBaus K 0QOPMIEHHIO JOKYMEHTOBY (IPHHAT H BBEJEH B
neiicTBre mocraHoBireHHeM ["occranapra Poceuu ot 03.03.03 Ne 65-ct); IlpamepHoii HHCTpY KM
0 JIEJONPOU3BOJCTBY B TOCYIApCTBEHHBIX OpraHax yIpaBlICHHS 00pa3oBaHHEM CYOBEKTOB
Poccuiickoii ®enepanun, yrs. MunoOpazoBanus Poccun 06.05.02; Tumopoil MHCTpyKHHeH 10
JICTIOTIPOU3BOACTBY B (ellepalIbHBIX OpraHax HCIOJHHUTE/IBHOM BJIACTH, YTBEPKIEHHOH IPUKa30M
MuHHCTEPCTBA KYJIBTYPEI H MACCOBRIX KOMMYHUKarmil Poccuiickoit @enepamun ot 08.11.05 Ne536.
1.3. KouTpoib BeIeHHS JIeTIOMPON3BO/ICTBA B Y UpEXkKACHUH OCYIECTBIISACT 3aBEAyI0NIas, KoTopas JaeT
yKa3aHHs 110 BOIPOCAM OPTaHH3aINH U BEACHHA JEIOIPOU3BOICTBA, 00A3aTEIHBIC 115 HCIIOTHECHHA
BCEMH CIIy0aMH, IIPOBEPAET COCTOSIHHE JICTONPOU3BOJICTBA H OCYIIECTBIAET 00y4eHHE PaOOTHHKOB,
OTBETCTBEHHBIX 3a €T0 BeJICHUE.

1.4. OTBETCTBEHHOCTh 3a OPraHH3aIMIO JENONPOH3BOJACTBA, CBOEBPEMEHHOE H Ka4eCTBEHHOE
HCIIOJHEHHE JOKYMEHTOB, HX COXPaHHOCTH BO3JIaracTcs Ha 3aBEAYIOIIYIO Y UPEIKICHUEM.

1.5. HenocpeacTBEHHOE BeJIeHHE JIEIONPOU3BOACTBA B YUPEKICHHH BO3JIaracTcsi Ha COTPYIAHUKOB,
Ha3HAYEHHBIX OTBETCTBEHHBIMH 3a 3Ty paloTy, KOTOpele OOECHEYHBAIOT YYCT H IPOXOXKICHHE
JIOKYMEHTOB B YCTaHOBJICHHBIC CPOKH, HH(OPMHPYIOT 3aBeJyIOIIYI0 O KAaYeCTBE HX HCIOJHECHHU,

3HAKOMAT COTPYAHUKOB ¢ HOPMATUBHEIMU M METOJIHYECKHMH JOKYMEHTAMHU 10 JIEI0IPOU3BOJCTBY.



1.6. PaboTHHKH, Ha3Ha4YeHHbIE OTBETCTBEHHBIMH 334 BEJEHHE JIEJOINPOU3BOJCTBA, HECYT
OTBETCTBEHHOCTE 33 BBINOJHEHHE TpeboBaHuif HacTosmedt WHCTpyKumH, 3a COXPaHHOCTH
HaXOAAMUXCA Y HEX NOKyMEHTOB. O0 yTpare JOKYMEHTOB HEMEIIEHHO JOKIAABIBAIOT 3aBeLyIOMIEH.
1.7. Ilpu yxone paGOTHHKA, OTBETCTBEHHOTO 3a BEICHHE [EONPOU3BOJICTRA, B OTMYCK HMEIOIIHECS Y
HEro JOKYMEHTHI IO YKa3aHHIO 3aBeIyIOLIEH IepenaroTcs ApyroMy pabOTHHKY, KOTOPEIA 00s3aH
IpHHATE MEPBl K HX CBOEBPEMEHHOMY HCHONHeHWI0. [Ipu yBombHeHMM WuIH' IepeMelleHHH
OTBETCTBCHHOI'O 32 BCACHHE JEIONPON3BOACTBA IPOM3BOAUTCS IEPEaaya el U JOKYMEHTOB, O 4EM
COCTaBJIAETCSA MPHEMO-CAATOYHBIH aKT, KOTOPBIH YTBEPXKIAaeTCs 3aBE/YIOLICH.

1.8. HMHCTpykmms pacopocTpaHseTcs Kak Ha TpaaMIHOHHOE JEIOMPOM3BOACTBO, TaK H Ha
OpraHu3alyio paboThl ¢ JOKYMEHTAMHU, CO3JaBa€MbIMH CPEICTBAMH 3JIEKTPOHHO-BBIYACIHUTEIBHOMN
TEXHHKH.

1.9. Beinonaenue yrBepskaeHHON MHCTpYyKIHH 003aTeIbHO JJI8 Ka)K/I0I0 COTPYIHHKA.

1.10. Ilopsaxox paboThl ¢ MECEMaMH, 3asBICHHAMHE H XKaI00aMH COTPYIHHEKOB H POUTEIeH (3aKOHHBIX
IpeACTaBUTeNelH) OnpeieNnseTcs CrenialbHBIMU HHCTPYKIHAMH.

2. JlokyMeHTBI, He00X0JHMBIE IIPH YIPABJIEHHH Y4Ype:KIeHHeM

2.1. Ilpu nOArOTOBKE, COINIACOBAHHM, IMOAINMCAHHM M YTBEPXKICHHH JIOKYMEHTOB HEOOXOIHMMO
CO6J‘IIOJI&TI: TpeﬁOBaHHSI, 06ccnelm13a10mne HOPHIRYCCKYIO CHIIY JOKYMCHTOB H BO3MOXHOCTDb HX
00pabOTKH C HCIIOIB30BAHHEM CPEICTB AIEKTPOHHO-BBIYUCIUTEIIEHON TEXHHUKH.

2.2. CocTtaB HAOKYMEHTOB, 0Opasylonmxci B IIPOLECCE IEATEIBHOCTH, OINPEAEIAETCA: €ro
KoMmrereHuued 1 QyHKIHAME; KPYTOM yIpaBlIeHIeCKHX JeiCcTBHH, MOPAAKOM pa3spellleHus BOIPOCOB
(emMHOHAYATBHBIA KM KOJUIETHAIBHBIN); XapakTepoM B3aHMOJCHCTBHS MEXIY 00pa3oBaTe/IbHBIMU
YYPEXKIACHUAMH U JPYTHMHE OpTaHH3aLHAMH.

2.3. B cocTtaB TOKyMEHTOB Y UpesKIeHUs BXOISAT:

2.3.1. opraHu3alMOHHEIC JOKYMEHTHI (YCTaB, 10roBophl 00 00paszoBanu, KonieKTHBHBIA 10r0BOD,
IMonoxeHus o ciayx0ax M pa3IHYHON AEATEIBHOCTH, JO/DKHOCTHBIE HMHCTPYKIMHM COTPYJHHKOB,
ITaTHOE paclicaHue, IPaBAJIa BHYTPEHHETO TPYIOBOTO PACTIOPAIKA, TPYIOBbIE JIOTOBOPLI U JIp.);
2.3.2. pacHopsAMTENbHBIE JOKYMEHTHI (IIPHKa3bl, HHCTPYKIMH, PACIIOPOKCHHA H T, IL.);

2.3.3. uH(OPMAaUMOHHO-CIPABOYHbIE JOKYMEHTH! (IIPOTOKOJBI, IUIAHBI, OTYCTHI, CIPABKH, aKTEL,
JIOKJIaIHEIE M OOBACHUTENBHBIE 3AIIACKH, THCHMA, TEIErPaMMBI H TeJIe(hOHOTPaMMEI H JIp.).

2.4. JloKyMeHTBI, Kak mnpaBwio, opopMiIsioTcs Ha OlaHKaXx YUpekKICHHS, COOTBETCTBYIOIIMX
I'ocynapcteennomy crangapry P® (I'OCT P 6.30-2003), mODKHBL COJepXKaTh YCTAHOBJICHHBIH

KOMILIEKT 00s3aTeNTBHEBIX PEKBHU3HUTOB IIPH COOTBETCTBYIOIIEM HX PACIIOJIOKCHHH.

3. OcoGeHHOCTH NOATOTOBKH H 0(hopMIIeHHH OT/E/IbHBIX BHI0B I0OKyMEHTOB

3.1. llpnkas

3.1.1. IIpuka3 - MpaBOBO} aKT, M3NABAEMbIi 3aBENYIOUICH YUPEKICHHEM. OH BCTyHmaer B CHIY C
MOMEHTA IIOIIICAHNS 3aBeIyIONIEH, C/IM B TEKCTE HE YKa3aHO JPYroro cpoka. ITomucanHbli IpHKas3
PETHCTPHPYETCH.

IIpukazaMu  OGOPMIISIOTCS PpEIICHHS HOPMATHBHOTO XapaKTepa IO BOIpOCaM OpraHM3aluH
IUIaHUPOBAaHMSA, OTYETHOCTH, 00pa3oBaTeNBHOrO  IpoLecca, ne4e0HO-TPOdHUIAKTHIECKHX
MEpPOIIPHSTHH, dbuzmuecKoro PA3BUTHS, ($UHAHCOBO-X034CTBEHHOM JIesITeTLHOCTH,
BHEIIHEKOHOMHYECKOH NEeITEIbHOCTH, a TAKKE [0 ONEPaTUBHBIM, OPraHU3aIIMOHHBIM, KaJAPOBLIM H
JPyTHM BOIIPOCaM BHYTPEHHEH paboThl Y YpenIeHHS.

TIpoexTsl MPUKA30B NOArOTABIHBAIOT PabOTHHKH, HA3HAYCHHBIC OTBETCTBEHHBLIMHE 32 BEJICHHE

JENONPOK3BOICTBA HA OCHOBAHMH TOpYYeHHs 3aBefyiomell 1uG0 B MHMLMATHBHOM TOPSIKE.



IIpOeKTBI NIpPHKa30B 0 KaJpOBHIM, HOPMATHBHEIM, ONEPATHBHBIM, OPTaHH3ALMOHHEIM BOIIPOCAM
pa3pabaThIBaeT 3aBe/yIOmas; 0 OCHOBHOMH JeTeNsHOCTH (06pasoBaTebHEI Ipolece) - CTapIIHil
BOCIIMTATENb; MO (PMHAHCOBO-XO3AMCTBEHHON JESTENBHOCTH - 3aMECTHTENs 3aBEAYIONIEH M0
aIMHHHCTPATHBHO-XO3AHCTBEHHOM paboTe; 10 OXpaHE Tpyla - 3aBeAYIOMas YUpeXIEHHEM; MO
MEJHUIHHCKOMY 00CITy)KMBAHHIO H OpTaHU3alMK THTAHUS - CTapIIas MEIUITMHCKAs CECTpa.

3.1.2. laToif npuKka3a sBIsSeTCS AaTa €ro NOAIHCaHHs.

3.1.3. IIpuxassr mo (MHAHCOBOH JEATENBHOCTH, MO KaJpaM, JIMYHOMY COCTaBY BOCIIUTAHHUKOR,
(GopMHUpPYIOTCS M HYMEpPYIOTCS OTAENBHO B NMpeAeiax KaleHaapHoro roza. lIpHkassl mo ocHOBHOIM
AeATENEHOCTH GOPMUPYIOTCS H HyMEPYIOTCS OT/JENBHO B Hpejenax yueGHoro roma ¢ 1 centatps.
3.1.4. Konuu npuKa3oB WA HX Pa3MHOXKEHHBIE SK3EMILTSAPHI 3aBEPSIOT [1€YATHIO Y UpExK/ICHHS.

3.1.5. Ilpuxa3 umeer clieyIone PeKBH3HTEL:

- HAaNMEHOBAHUE YUPEKICHHS;

- CIIPABOYHBIE JJAHHBIE 00 YUPEXKICHUH;

- HaMEHOBAHUE BUJA JOKYMEHTA;

- IaTy ¥ HOMEP JAOKYMEHTa;

- 3ar0JIOBOK K JJOKYMEHTY;

- TEKCT JIOKYMEHTa,

- IOJITIHCE;

- BU3BI;

- OTMETKY O NPHIIOKEHHH.

3.1.6. HaumeHoBaHue YUpexkIeHHS YKA3bIBAETCS B IIOJTHOM ¥ COKpameHHoit popme - MyHUIIUNATBHOE
O0/UKETHOE JIOMIKOIBHOE 0Opa3oBaTenbHOE yupexkacHue «JleTckuit camx Ne 187 xoMOMHMpPOBaHHOTO
BHJA C TATAPCKUM H3BIKOM BocnutaHus u oOyueHus» Coerckoro paiioHa r. Kazamu, MBJIOVY
«Jetckmii cag Nel87». IleyaTaroT IEHTPUPOBAHHBEIM CIOCOOOM (HAa4Yao M KOHEIl KaKIOH CTpOKH
PEKBHU3HTA PABHO YJAJIEHBI OT MPAHUI] 30HBI PacIloI0KEHHUs PEKBU3UTOB).

3.1.7. HaumeHnoBanue BHAa JoKyMeHTa — «[Ipukas» (mocie HoMepa npukasa o Kajpam HCI0.Ib30BaTh
mutep «K»):

3.1.8. Tlpu odopmiIeHHH NPHKA30B MO KaapaM B paboTe HCHOMB3YIOT YHH(UIHPOBAHHBIE QOPMBI,
yrBepxkacHHEIe [TocTanornenueM I'ockomeratoM Poccun ot 01.09.2018 Nel «O6 yrBepskieHHH GopM
IEPBHYHOM YYETHOM JOKYMEHTAUH IO YUETY TPYAa M €r0 OIJIAThD) COIIACHO MEPEYHIO:

DopMsI I HanmeHnoBanue GopMEI ] @opmar
T-1 [Ipuka3 (pacmopsbkeHune) o npueMe paboTHHKA Ha paboTy A4
T-la Ipuxkas (pacrmopsbkeHre) o mpueMe paboTHHKOB Ha paboTy A4
T-2 JlnyHas kapTouKa pabOTHHKA 2A4
T-3 [IITaTHOE pacnucaHue A4
T-5 IIpuxa3s (pacnopsbKeHHE) 0 mepeBosie paboTHHKA Ha JPYTyIO paGoty A4
T-5a ITpuxa3 (paclopsDKeHHE) O IepeBoie pabOTHMKOB Ha Apyryio paboty A4
T-6 [Tpukas (pacmopspkeHue) O NPEeIoCTaBICHHH OTIYCKa paOOTHHKY A4
T-6a ITpukas (pacopskeHye) 0 MPEI0CTaBICHHH OTITYCKa PaGOTHHKAM A4
T-7 I'padux OTIIyCKOB A4
T-8 IIpukas (pacHopsKeHHe) O IpeKpalleHHH JefcTBus TpyJoBoro A4

norosopa (KOHTpaKTa) ¢ paGOTHHKOM
T-8a Ilpukas (pacmopskeHwe) O INpeKpalleHHH jeiicTBus Tpymosoro A4

JIoroBopa (KOHTPaKTa) ¢ padOTHHKAMH
T-9 Ipuxkas (pacmopsbkeHHe) 0 HallpaBJIeHHH pabOTHUKA B KOMAHHPOBKY A4



T-9a IIpukas (pacnopsikeHne) 0 HanpaB/IeHHH paGOTHHKOB B KOMAHIHPOBKY A4

T-10a CryxxebHoe 3aaHue IS HapaBlieHus B KOMAaHIHPOBKY H OTYeT 0 ero  Ad
BBIIOJIHEHUH

T-11 IIpukas (pacmopsKeHHE) O HOOLIPEHHA pabOTHHKA A4

T-11a IIpuka3 (pacmopsikeHHe) 0 MOOIPEHHH PabOTHHKOB A4

IIpukassl 0 (UHAHCOBOH JEATENHHOCTH, IO OCHOBHOM JESTENHHOCTH H IO JIHYHOMY COCTABY
BOCIIUTAHHUKOB MCI0JIB30BaTh JTUTEP «DP», «O», «JI» COOTBETCTBEHHO.

3.1.9. 3arooBoK MOJDKEH KPaTKO M TOYHO OTP@XaTh COIAEPKAHME TEKCTa MpPHKa3a. 3arojoBOK, KaK
IpaBuno, (GOPMyIMpYeTCs B IIPEUIOKHOM Imajexe, Hanpumep: «O BplLIaTe paGOTHHKAM
YupexaeHus...».

3aromoBok mevararot mpudTom, 6e3 ab3aHOro OTCTYNA, paciosiaras Ha CTPAHHIIE B JIEBOM BEpXHEM
yriy.

3aronoBokK, COCTOAIIMI U3 IBYX M 00JIee CTPOK, PacloiaraioT Ha CTPAaHMIIE YEPE3 OJJUH MEKCTPOUHKIH
HHTEpBaJ. TOYKY B KOHIIE 3ar0JIOBKa HE CTABST.

3.1.10. Texcr oTaensercs OT 3aroloBKa ABYMA-TPeMs MEXCTPOYHBIME HHTEPBAJIaMH, edaTactcs 12
KErJIEM 4€pe3 OIMHAPHBIA HHTEPBaJI TEKCTOBOI'O 110JI5 ¥ BBIPABHUBAETCS 110 JIEBOI U IPaBOif rpaHHIIaM
TEKCTOBOTO IOJIA.

IlepBas cTpoka ab3ana HauHHAETCA HA paccTOAHHH 1,25 ¢M OT IIeBoif rpaHUIBl TEKCTOBOTO MOJISL.
TexkcT mpukaza MOXKET COCTOSTE M3 JBYX 4YacTeil: KOHCTaTHpyIOmeH (mpeaMOyiel) W
pacuopsaUTEILHOM.

B koHcratupyromel 4acTH KpaTKO M3/IaraloTcs IelMH W 3aJavd, (akTel U COOBITHS, MMOCITYKHUBIIHE
OCHOBaHHMEM JUIAd H3JaHHsA IpuKaza. OHa MOKET HauyMHaThcAd cnoBaMu «B memsax...», «B
COOTBETCTBHH...», «Bo HcnonHeHue..» W T. A. Ecnu mpuka3s m3gaercs Ha OCHOBaHHM JIPYroro
JOKYMEHTa, TO B KOHCTaTHPYIOIIEH 4YacTH YKa3blBAIOT HAUMEHOBAHHE 3TOr0 JOKYMEHTa B
TBOPHTEILHOM MAJIEXKeE, €ro JaTy, HOMEP H 3arojl0BOK.

B oT1e1BHBIX ClTyYasx KOHCTATHPYIOIIEH YaCcTH MOKET MPEAIECTBOBATE IpeaMOyia U3 OJHOIO - ABYX
IpeIOKEHHH, B KpaTKoif opMe oTpaxaromas cyTh IpHKasa, HO IPH 3TOM He OyOmupyromas ero
3aroJIoBOK.

OO0prgHO mpeaMOyJly HCIONB3YIOT I TOrO, YTOOBI YHOPOCTHTE M COKPaTUTh (OPMYIHMPOBKY
3arojioBKa.

PacnopsiutensHas 4yacThb  OTHAENSE€TCs OT  KOHCTATHPYIOUIEH  CIIOBOM  «IIPHKA3BIBAIOY.
PacnopgautensHas 49acTh JOJDKHA COAEPXKATh IEPEYHCICHUE MPEANUCHIBAEMBIX IEHCTBHH C
yKa3aHHeM HCIIOIHHATENA KaXKIO0ro AeHCTBHA H CPOKOB HCIOIHEHHA. PacropaaurebHas YacTh MOKET
OBITE pa3jie/ieHa Ha ITYHKTHI U TOJIIYHKTHI, KOTOPBIE HYMEPYIOT apabckuMu 1udpamu. Kaxaniii yHKT
pacnopsIuTeNbHON YacTH HAYUHACTCA ¢ YKa3aHHA KOHKPETHOTO JCHCTBHA, BEIPAXKEHHOTO ITIarojioM B
HeonpezeneHHOH ¢opMe. JlefcTBHA OTHOPOJHOrO XapakTepa MOTYT OBITh NEPEYUCIIEHEl B OJHOM
IIYHKTE. B KauecTBE HMCHIOJHUTCICH YKa3bIBAIOTCA CIY)KOBI HIH KOHKPETHBIC JOJDKHOCTHBIE JIMIA.
ITocnensuii NYHKT pPacHOPSAMTENLHOM YacTH MOXET COJEpXKarTh CBENEHHS O CIyxOe MM
JO/DKHOCTHOM JIMIIE, Ha KOTOPOE BO3JI0XKEH KOHTPOJIb HCIIOJHEHHS IIPHKA3a.

Ecny mpuka3 M3MEHSET, OTMEHAET WK JOIOJHAET paHee H3JaHHBIA JOKYMEHT WM KaKOe-TO €ro
IIOJIOKEHHE, TO OJHH M3 IYHKTOB PACIOPSAMTEILHON YacTH TEKCTa JOJDKEH COJIEPXKaTh CChUIKY Ha
OTMEHSEMBIH JOKYMEHT (IIyHKT JOKYMEHT4) C YKa3aHHEM €ro JaThl, HOMEpa M 3arojioBka. TekcT
IyHKTa HE0OX0AMMO HAYMHATE CIIOBAaMH «IIpHU3HATH YTPATHBIINM CHITY...».

B npuka3s He clielyeT BKIIOYATE NYHKT «IIpHKa3z JOBECTH JO CBEIEHHS...». JIOIDKHOCTHBIE Ml
VupexeHHs, 0 CBEJCHHS KOTOPHIX JOBOJAT NpPHKA3, NEPEUHCISIOTCS B yKasaTele PacChUIKH,

KOTOpBIﬁ HCIOJHUATEIE TOTOBHT BMECTE C IIPOCKTOM IIPHKa3a. B OpuKasc 1101 ITOAIIHCHIO



JOJDKHOCTHOTO JIHIA yKa3eBaeTcs rpud «C npuka3zoM o3HaKOMIIEH(BI)»: C MOCIENYIOMEH MOMICHIO
BCEX JIHI], YKA3aHHBIX B IPHKA3e.

3.1.11. Ilogmuces BKIIOYaeT B ce0s MHUIMAIE! U (HaMIIHIO JIHIE, 00JaJarollero mpaBoM H3JaHus
IIPHKA30B, a TAKXKE CUTHATYPY (JIMUHYIO MOAMUCEH) MocieaHero. IIprKassl oAIHCEHIBAET 3aBEAYIOMA,
a B €€ OTCYTCTBHUE - HCIIONHAIOMMUIA 00I3aHHOCTH 3aBE/IYIOIICH.

3.1.12. Bussl BKIIOYAIOT B ce0d JIMYHBIE IOANKCH, paciiAQPOBKY IIOANKCEH U J1aTy.

3.1.13. OdopmieHre NOANACH, BU3bI H OTMETKH O NPHIOKEHUH IIPOU3BOIUTCA B COOTBETCTBHH C
nmyaktamu MHCTpyKIuu.

3.1.14. BolnmkcKa-KONHs ONpEAENeHHOM YacTH NOJUIMHHOTO JOKYMEHTA. B BEINMCKE M3 NpPHKa3a
COIEPIKATCs BCE PEKBH3UTHI IIPMKa3a 10 paclopsUTENbHOM yacTH. M3 pacmopgauTensHOi YacTH
OepyT TONBEKO Ty MH(POpPMAIUIO, KOTOpas HeoOXOMuMMa B KaXIOM KOHKPETHOM ciydae. Beimucky
3aBEPAIOT IIPOCTABICHHEM OTMETKH «KONHA BEpHA) H IIOIIIHCHIO 3aBEPSIOMICH.

3.2. llonoxenue. IlpaBuna. MucTpyKkuusi.

3.2.1. TlonoxeHue - TOKYMEHT, YCTAHABIUBAIONIMI CHCTEMHO CBS3aHHEIE MEXTY co00i MpaBuia mno
BOIIPOCaM, OTHECEHHBIM K KOMIETEHIMH HECKOJIBKHX JOJDKHOCTHBIX JIHIT Y UPEK ACHHU.

3.2.2. IlpaBuna - JOKYMEHT, 3aKpeIUISIOIINI HOPMBI U TpeOoBaHus, 00s3aTelIbHbIE /1A BBIIOTHEHHS
JOJDKHOCTHBIMH JIMIIaMH Y YPEXIEHHS B IpoIiecce MOBCETHEBHON eITETLHOCTH.

3.2.3. UHcTpyknmus - JOKYMEHT, NpPeIHCHIBAIONIMI MOPSJOK OCYIIECTBICHHS Kakoil- Jmbo
JEATENBHOCTH MITH IOPSIOK NMPHUMEHEHHS OTACIBHBIX IOJIOKEHHH HOPMATHBHO-IIPABOBBIX aKTOB B
YCI0BHIX (YHKIIMOHUPOBAHUS YUpPEKICHHUS.

3.2.4. TlonoxkeHusi, NpaBuIa M WHCTPYKIUH MPHUMEHSIOTCS B KavyeCTBE CAMOCTOSTEIBHBIX
OpraHu3alMOHHO-PACIOPAIUTENILHEIX  JOKYMEHTOB. BBeieHue B JIeHCTBHE  YKa3aHHbIX
OpPraHU3alMOHHO-PACIOPAIUTENBHEIX ~ JOKYMEHTOB  OCYIIECTBISIETCS C  YTBEPKICHHEM HX
3aBeAyIOIeH.

3.2.5. Ilopsmok MOATOTOBKH IPOEKTAa IOJIOXKEHHS, IPABHI W WHCTPYKIHH aHAIOTHYEH o0mIeMy
MOPSA/IKY ITOATOTOBKH IPOEKTOB HOPMATHBHEIX aKTOB.

3.2.6. PemeHre o moOpsaKe MPHHATHA IOJOXKEHHH, NPaBUI, MHCTPYKIUH HAXOJUTCS B BEJCHHH
YupexaeHus.

3.2.7. Vreep:xaenue odopmisgeTcs B hopMe rpuda yTRepxIeHHs WK IIyTeM U3IaHus IpUKa3a 00 ux
YTBEePIKICHUH.

3.2.8. Jlaroii monoxeHus (IpaBUI, HHCTPYKIMHA) SIBIAETCS JaTa ero YTBEPKIACHHS, €CIIH B COICPIKaHHH
JOKYMEHTA 3TO He OrOBapUBAETCH B OTAEILHOM IIyHKTE.

3.2.9. Ilonoxenue (npaBuia, HHCTPYKIAS) IleyaTaeTcs Ha OlIaHKE yCTaHOBIEHHOH GopMBI mIpH(TOM
Times New Roman Cyr 12-m kerziem.

3.2.10. TTonoxxkeHue UMEET CEeNYIOMME PEKBUIUTEL:

- HaNMEHOBaHHUE YIPEKICHHA,

- HAMMEHOBaHUE BUJIA JIOKYMEHTa;

- IaTy YTBEPXKJEHUS U COIIAaCOBAHUA JOKYMEHTA,

- 3aroJI0BOK K IOKYMEHTY;

- TEKCT JIOKYMEHTa;

-OTMETKY O TIPUJIOIKEHHH.

3.2.11. IlpaBuia, HHCTPYKIAS HMEET CIEIYIONINE PEKBHU3UTHI:

- HAUMEHOBAHHE YUPEIKICHHS;

- HaMeHOBaHUe BH/1a JIOKYMEHTA;

- IaTy JOKYMEHTA YTBEPXKCHHSA ¥ COTIaCOBAHUS JOKYMEHTa;

- HOMEP TOKYMEHTA,



- 3ar0JIOBOK K JIOKYMEHTY;
- TEKCT JIOKYMEHTa;

- IOANKMCh O3HAKOMJIEHHUS C TOKYMEHTOM;

- OTMETKY O NPUIIO)KEHHH.

3.2.12. HanmenoBanne VYupexIeHHs YKa3bIBaeTcs B IOIHON ¢opme mo ycraBy (Mymuuunainaoe
Oro/uKeTHOE JIOMIKONIBHOE 00pa3oBaTeTbHOe yupexaeHue «Jlerckuii can Ne 187 xoMOMHHPOBAHHOTO
BUJA C TaTapcKUM sA3BIKOM BocnuTaHHs H oOyueHus» CoBerckoro paiiona r. Kasamm, meuaraercs
HEeHTpUpoBaHO). B Tekcre momyckaercs cokpamenHoe «MBIIOY «Jlerckumii cam Nel87» B mensx
panMoHANBHOIO HCIIOIB30BaHMS OYMaXKHOIO pecypca.

3.2.13. HaumeHoBaHue BUOa NokyMeHTa — «[lomoxenue» - qomomusgeTcs npempioroM «O», «O6».
3.2.14. lara noxymeHTta odopmisiercs cioBecHO-UHGPOBBIM (YUCIO HudpamMu, MeCsIl IPONHCHIO (B
poaMTENBLHOM Iaziexe), ro nudpaMu ¢ JOIOJIHEHHEM «T.» Wil 1udpossmM (10.08.2018) crrocobom.
3.2.15. 3aronoBoK K TEKCTY HOJI0XKEHHS GopMyIHpyeTcs B IPEIIOKHOM Maexke (0TBeYaeT Ha BOIIPOC
«0 4eM?»); 3ar0JI0BOK K TEKCTY IpaBWI (JOPMYIHPYETCA B POJUTEIHHOM Majexke (0TBeYaeT Ha BOIIPOC
«4ero?y); 3aro0BOK K TEKCTy MHCTPYKIHH (opMyIHpyeTcss B POAMTENBHOM Iajexe (0TBe4aeT Ha
BOIIPOC «KOTO0?»).

3.2.16. TexcT nokyMeHTa H3j1araercs OT TPETHEro JIUIA EJUHCTBEHHOI'O WJIH MHOXKECTBEHHOIO YHCIIA.
B Texkcre HCIOJB3YIOT CIIOBa <«IOJDKEH», «CIEAYET», «HEOOXOAMMO», «3allpellacTcs», «HE
JIOTIYCKaETCsS».

3.2.17. TekcT moxKyMeHTa OOBLIYHO OTKpBIBaeTCA HEOGONBINONH mpeamOynoi wmu pasgenoM «OOmme
HOJOKCHHA», B KOTOPBIX YKa3aHbl OCHOBaHHA JUId pa3pabOTKH AOKYyMEHTa, €ro Iejab, 00/1acTh
NpHMEHEHHS, OTBETCTBEHHOCTH 32 HAPYLICHHE YCTaHOBJICHHEIX IIPABHII M TEXHOJIOTHHA U T. II.

3.2.18. TexcT HOKyMEHT4 IMOJIOKEHHS (IpaBWJI, MHCTPYKIHMH) MOXET OBITH pa3le/ieH Ha IJIaBhl,
IYHKTHI H IOJIIYHKTHI. 1 1aBbl JOJDKHBI MMCETh Ha3BaHHA. X HyMepyIOT pHMCKHMH HJIH apaGCKHMH
nudpamu. Hymepanuio NyHKTOB U IOAMYHKTOB JJOKYMEHTA ITPOM3BOIAT apabCKAMH I pamMH.
3.2.19. Eciau JOKyMEHT M3MEHSET, OTMEHSET WIH JOIMOJHSAET paHee M3JaHHBIA JTOKYMCHT HIIH €ro
OTJE/IbHBIE IIOJOKEHHA, TO 00 3TOM JA€NaeTcs COOTBETCTBYIOIIEES NPHMEYAHHE B 3aK/IOYUTCIEHOM
IIyHKTeE.

3.3. [Iporoxon

3.3.1. Ilpotokon - IOOKyMeHT, (HKCHpYIOIIMH COJEp)KaHHe COBEIIATENBHBIX MEPONPHATHH K
IPHIAIONIHI IOPHINYECKYIO CHIIY MPHHSATEIM Ha HUX PELICHUAM.

3.3.2. Ilporokon cocTapiseTcss Ha OCHOBAaHHMH pabOuYMX 3amuceid, MPOM3BENCHHBIX BO BpeMd
COBEIaHMi, a TaKKe PasIMYHBIX IMCHMEHHBIX MAaTEPHATOB (TE3MCHI JOKIAJOB M BBICTYIUICHHI,
IIPOEKTHI pEIICHUH U JIp.).

3.3.3. Benenue 3anucH BO BpeMsi 3aceaHus, cOOp MaTepHaIOB U IIOJrOTOBKA TEKCTA BO3JIAraeTCs Ha
ceKpeTaps KOJUIETHATBHOTO OpPraHa Wi COTPYIHHKOB, TOTOBUBIIHX BOIPOCHI K OOCYXKICHHUIO.

3.3.3. TekcT MpOTOKOIa AODKEH OBITH OATOTOBICH HE IO3HEE YEM Yepes 3 [Hs II0C/IC COBEINaHUs.
3.3.4. [lo/jUIMHHYMKH JOKYMEHTOB II0 BOIIPOCAM, PACCMOTPEHHBIM HA 3aCEJaHUH, HAIPABIAKOTCS I
MOJUIUBKH B JCJIO BMECTEC C BBIIHCKOH M3 IIPpOTOKOJIA O IIPHHATBHIX PCIICHHAX.

3.3.5. TIpoTOKOT HMEET CJIEMYIONIHE PEKBU3HTEL:

- HAMMEHOBaHUe BHJa TOKYMEHTA;

- JaTy JOKYMCHTa,

- HOMEp JOKyMEHTa;

- 3ar0JIOBOK K JOKYMEHTY,

- TEKCT IOKYMEHTa;

- IIOJIITUCE;



- BU3H,

- OTMETKY O MPHIIOKEHHH.

3.3.6. [Ipotokon neuararot popmata A 4 mpruprom Times New Roman Cyr 12-M KeraeM HIH MHITYT
BpyuHy0. OdopmiIeHHE PEKBH3HTOR IIPOTOKOJA IPOHU3BOJUTCSA C COOMIONEHHEM HHKECIIENYIOUIHX
TIPaBHII:

3.3.7. Hanumenopanue noxymenTa — «[IpoTOKOJI» - eyaTaeTcs OT FpaHHILI BEPXHETO IOM GlaHKa
Ne4aTHBIMHA OYKBaMH, IOJIYXKHPHBIM IIPHQTOM.

3.3.8. 3arosoBOK K TEKCTY IIPOTOKOJA COACPKHT HA3BAaHHE IIPOTOKOJIBHOTO MEPOIPHUATHS
(coBemanue, 3acenaHue, cobpaHue) U HAUMEHOBAHWE KOJUIETHABHOIO OpraHa, paboTa KOTOpPOro
IPOTOKOJIMPYETCA. 3aroJIoBOK B IIPOTOKOJIE OTAENSETCS OT MPENBIAYIIEr0 PEeKBU3UTA ABYMS
MEKCTPOYHBIMH HHTEpBaJIaMH H paclioyiaraercs LeHTPOBAHO OTHOCHTEIBEHO PEKBH3HTOB OaHKa.
3.3.9. lara mpoTokomna opopmiseTcs B cooTBeTcTBHH ¢ 1. 3.1.11.

3.3.10. Texct mpoToKONa MeyaTaeTcs Yepe3 OJHH MEXCTPOUHEIH HHTEpBaIL.

3.3.11. Kaxxzaplii pazzes IpoToKoia HyMepyeTcs apadckoit mudpoi.

3.3.12. TekcT npoToOKOJIa, KaK MpaBHJIO, COCTOMT U3 JABYX YacTei - BBOJHOH H OCHOBHOIA.

3.3.13. Beognas 49acTe TEKCTa COAEPXKUT CBEAEHHS O Ipeaceaarese, ceKperape, NpHCYTCTBYIOMINX,
IPUTJIANIEHHBIX M O IIOBECTKE IHA. J{Jis JIHILI, JOIOJIHUTENBHO IPUIJIAIIEHHBIX Ha COBEIIAHKE U3 YhCiIa
COTPYIAHHKOB YUpe:KICHHS, MOMHAMO (aMUINK U HHHIMAIOB, YKA3bIBAIOT 3aHUMAEMYIO JIOJDKHOCTD, &
IUIS CIIEIHAIACTOB U3 APYTHX OpraHu3anuii - JODKHOCT U Ha3BaHUE OpraHH3allHH.

Cnosa «IloBecTKa IHA» pacmojararoTcs HEHTPHPOBAHHO, II0CIIE HUX CTaBUTCs ABOETOYHE. BOIpocCk
IIOBECTKH JHA HyMmepyroTcs. Kaxapliii HOBEIM Bompoc medaraercd OT 1-ro mojoxeHHs Tabynsropa.
[TocnemoBaTeNPHOCTh  PACIIONIONKEHUS BONPOCOB  ONpefenseTcss CTENEHBI0 HX  BaXKHOCTH.
@OpMYTHPOBKA BOIPOCOB MOBECTKH AHA HAYMHACTCA C IIPEUIOrOB «o», «oO». Jlokmam (oTder,
coobmienne, MHGOPMAIKS), HAUMEHOBaHUE JODKHOCTH, HHUIMATBI M (GaMUITHIO JOKIATIHKa ITHIITYT
B poauTenbHOM najexe. He BKIo9aTh B MOBECTKY JHA NMYHKT «PasHoe». Kaxaeli Bompoc JI0DKEH
OBITh KOHKPETH3UPOBAH.

3.3.14. OcHoBHas 4acTh TEKCTa COCTOMT M3 pa3leioB, COOTBETCTBYIOIIUX IIYHKTaM IOBECTKH JHS
HPOTOKOJILHOrO MeponpusTHs. TeKCT KaXI0To pasziesia H3araioT B ocneosarensHocTy: «Ciymanm
- Beictynmun — Pemumay». OTH ¢l10Ba Ie4aTaloT IPOIMHCHBIMA OyKBaMH.

3.3.15. Ilepen cmoBoM «Ciymamuy CTaBUTCS HOMEDP BOIIPOCA IIOBECTKH JHH, IIOCIEIHETO - TBOCTOYHE.
QaMuus JOKIaqUMKa II€YaTaeTcs B MMEHHUTENIBHOM Najeke OT 1-ro HOJOXKEHHs Ie4aralomiero
ycrpoiictBa. Ilocne ¢daMunuu CTapATcd MHMIHAANBI, 3aT€M JBOETOYME, KABBIYKHM M ITHIIETCA
cojepkanne aoknana B (opme mpsAMoil peur, KaBbMKH. OCHOBHOE CoJepXKaHHE JOKIAZOB H
BRICTYILICHHH M3aracTcs B TEKCTE MPOTOKOJA Te3UCHO. [10THBIE TEKCTHI BRICTYIUICHHH (JOKIAIoB),
3aBEpEHHbIE MOAIUCHI0 COOTBETCTBYIOIHX JIHII, IPHIAraloTCsa K MPOTOKoIy. B mocnenneM ciyyae B
TIIPOTOKOIIE [IeNIaeTCsl CHOCKA: « TEeKCT BHICTYIICH S IIPIIaraeTcsy» (B MPOTOKOJIE Ge3 KaBBIYEK).
O6GCyK/IeHHIO I0KIaa MOTYT IIPEIISCTBOBATE BOMPOCH! K IOKJIAIYHKY, KOTOPBIE BMECTE C OTBETaMH
BKII0Ya0T B pasgen «Cuymammy». Ilepen 3amucpi0 KaXKIOro BONpOCa YKa3bIBAIOTCA MHHIHMAIIEL
(amMuIHs B TOJDKHOCTB €ro aBTopa U cTaBHTCA JBoerodre. CoaepKaHie BONPOCA 3allHCHIBACTCA B
dopme npsmoii pean. Ilepen GopmymmpoBkoii oTBeTa mUIIETCs C10BO «OTBET» (B IPOTOKOIE 6e3
KaBBIYEK), CTABHTCS JBOCTOYHE H 3aMHCHIBACTCA OTBET B (popMe MPAMOi peuH B KaBbIUKaXx.

Xox obcyxkneHus HOKIajga oTpaxkaeTcs B pasjene «BeicTymumm». Ilocne ciioBa «BBICTYIIMIIHY
cTaBuTCs fBoeToure. MaMMIIMIO BRICTYIAIONIEro MHITYT B HMEHUTEIBHOM IaHXKE OT 1-I0 MOJOXKEHHA
I€YaTAIOIEr0 YCTPOHCTBA, 3aTeM YKa3bIBAIOTCA HHHUITHATEL M JODKHOCTH BBICTYNAIOIIET0, CTABUTCH
TApe W CO CTPOYHON OYKBBI IeYaTaercs COAEpIKAHHe BBICTYIUICHHS B (JOPME KOCBEHHOH pedn.

IIpunsThie pemenus copepxarcd B pasiene «[loctanorumu (Pemmma)». Ecid pemennii HECKOIBKO,



OHH HYMEpYIOTCi apabckumu IudpaMu ¢ Toukoil. Kaxmoe pemenne conmpoBoXkIaeTcs yKasaHHEM
JI0JDKHOCTH, (paMIUTHY ¥ MHHIUAIOB OTBETCTBEHHOI'O 38 €T0 BHIIOIHEHHE U CPOKA HCIIOTHEHHUS.
3.3.16. IlocranoBneHne (pemieHHE) IIPOTOKOILHOIO MEPONPUSTHS H3JIaraeTcs B TEKCTe IPOTOKONIA
monHocTelo. Conepxxanne 0co0Oro MHEHHS, BBICKA3aHHOTO IPH BhIPpabOTKE II0 CTAHOBICHHS
(pemenus), GUKCHpyeTCS B TEKCTE MOCJIE COOTBETCTRYIOIIETO MOCTAHOBIEHH (peleHus). 31ecs xe
IIPABOJAT Pe3yJIbTaThl FOJIOCOBaHUSA IPH HEOOXOAMMOCTH CYTh OOpameHus - mpockOa, coodIeHne
Kako¥-mibo uHpopMaIuy, CONPOBOANTENBHEIM TEKCT H T. . B HEOOXOMUMBIX caydasx clayxebHoe
NHCHMO MOXKHO 3aBEPIIUTH KPATKHMH BRIBOJIAMH.

3.4.8. TekcTs!l OTBETHBIX NMHCEM JOJKHBEI TOYHO COOTBETCTBOBATH 3aIaHUAM, 3a(MKCHPOBAHHBIM B
PE30IIONHAN PYKOBOIUTETIA.

3.4.9. Matoii ciyxe0HOro NMUChbMa BO BCEX CIydasiX SIBJISIETCH JlaTa ero nopnucadus. [Ipyn Hanmumuu
OPWIOXKEHUH K ciyxeOHOMY MHCbMYy 00 3TOM Jelaercs COOTBETCTBYIOIAs CChUIKa B
3aKJIIOUUTEIBHOM a03alle TEKCTa.

3.5. Tenedonorpamma

3.5.1. TenedonorpamMma BKIIOYAET CIEAYIOIIHME PEKBHU3HUTHL: HAMMEHOBAHHE YUPEKICHHA, aIpec,
IaTy, MHJIEKC, TEKCT, MOANNCH, OTMETKH O BPEMEHH Iepe/iaul U yKa3aHHe JOIDKHOcTeH H daMmmmi
(unu TONBKO (haMuIIMI) JMI, IPHHABIIMX M IepeJaBIuX TenedoHorpammy. B ciydae orcyrcTBHs
OJaHKOB JUIS Telle()OHOTrpaMM TIPHMEHSIOTCS JUCTHI Oymarn ¢opmara A4. TenedoHorpaMmbl
COCTABJISIIOTCA B OJHOM 3K3eMIUIIpE, IOAIMCHIBAIOTCS PYKOBOJHTEIEM MIIHM HEIOCPEICTBEHHBIM
UCIIONMHUTENIEM. TeKCT He JOo/DKeH BKmodarh Oonee 50 cioB. Tenedonorpamma JomxHa OBITH
JATHPOBAHA U MOAMUCAHA JIMIIOM, OT HMEHH KOTOPOT'O OHA IIEPE/IaeTCs.

3.5.2. TeneponorpamMa nepeacTcs HECKOJIBKHM ajpecaTaM II0 IpHUIaraéMoMy CIHCKY aJpecaToB H
HOMEpOB TelIe(OHOB.

3.6. 3aaBiaeHHE

3.6.1. asBneHHE — 3TO OUIMATEHOE COOOIIEHHE B THCBMEHHOH (opme. OHO COTEPKHT Yallle BCEro
TpeUIoKeH e, Kalo0y MM NPOock0y Kakoro-mudo YeloBeKa, aJfpeCOBAHHBIC MM OPraHu3alyy, Wik
JIOJDKHOCTHOMY JHITY. 3asiBnenue odopMiseTcs Ha CTaHAApTHBIX qucTax Oymaru gopmara A4.

3.6.2. 3asBiIeHHEe BKIIIOYAET: aipecar, KOTOPOMY HalpaBJISeTCs 3asiBJICHUE, IOJDKHOCTD, MOJIHOCTHIO-
(amMuimIo, MMs, OTYECTBO aBTOpa 3asBJICHUA, HAHMCHOBAaHHE NOKYMCHTA, TOYHOC M3JI0KCHUC
IPOCKOBI, IPEIIOKEHHS, OIUCH IIPUIAraeMBIX K 3asBJICHUIO JJOKYMEHTOB, aTa, II0JIHUCh.

3.6.3. B RagpieHHM HCIOJB3YeTCS, KaK MPAaBHIO, O(QUIMANLHO-IEIOBAS JIEKCHKA, B HEKOTOPBIX
3agBJICHHAX JOMycKaeTcs ynorpedieHue myOMMIHCTHIECKON JICKCHKH.

3.7. 3anucka

3.7.1.3anmcka (aHanMTHYECKas, NOKJIagHas, CIyxkeOHas, OOBSICHHTENbHAA) - JOKYMEHT,
aJPCCOBAHHBIN PYKOBOIMTENIO [AHHOTO HIH BRIIIECTOSINETO YUPEKACHHS M  CONEpKaImui
0BCTOATEIFHOE HAIOXKEHHE KAaKoro- JIM00 BOIIpOca ¢ BHIBOJIAMH H IPEINIOKEHUAMH COCTaBUTELA.
3.7.2. JloknaaHas 3aIMcKa COCTABIIACTCA KaK 110 IMYHOI HHHIMAaTHBE aBTOpa (paboTHHKA), TaK H TI0
yKa3aHHIO (IMCEMEHHOMY HJIH YCTHOMY) PyKOBOIHTEIS.

3.7.3. 3amucKa COCTAaBIAETCA Ha OYMaKHOM HOCHTE]IE HMIHM B 3JIEKTpOHHOM Buze. Odopmienue
3aIIHCKH 3aBHCHT OT ajipecata. [IpK COCTaBIeHHH JOKIIaIHOH 3alUCKH, 8IPeCOBAHHOH PYKOBOJUTEIIIO
YIPEKIACHHS B PAMKax YYpexKJIeHHs, OHa CYATACTCA BHYTpeHHeil 1 odopmiIseTcs Ha CTaHIapPTHBIX
nuctax 6ymaru ¢popmara A4. Ecii 3amicKa afipecyeTcs 3a NPEAEIibl yIpEexKACHHA, TO €€ 0OpPMIIAIOT
Ha GilaHKe, M OHA HAa3bIBAaeTCs BHEIIHEH. BHeIHss 3amucKa JODKHA COIEPXKATh CJCAYHOLIHC
PEKBH3HTHL: HAHMMEHOBAHHE YYPEXICHHUS, BHJI JOKYMEHTA, Jara TOKYMCHTa, pErucTpaliOHHbIH
HOMEP, MECTO COCTaBICHHA, Ha3BaHHE JIOKyMCHTa (3arosI0BOK K TEKCTY), €ClIH TekcT Gonee 4 — 5

CTpOK, ampecaT (bl), TEKCT, HOAIACH PYKOBOJHMTENS yupekAeHHs. BHyTpeHHss 3amucka JODKHA



COJCpXaTh CIEAYIOIMe PEKBH3MUTHI: BHJ JOKYMEHTa, JaTa IOKYMEHTa, Ha3BaHHE IOKYMEHTA
(3aroNoBOK K TEKCTY), eciu TeKeT Gonee 4 — 5 CTPOK; ampecar (bI), TEKCT, NOAMUCH (C YKa3aHHEM
AOJDKHOCTH, GaMHIIMH, HHAIMAIOB). [IoANHCEBaET BHYTPEHHIOK JOKJIAIHYIO 3alIHCKY COCTABHTEIb.
3.7.4. Pa3sHOBHHOCTBIO JIOK/IAJHOM 3aIMCKH SBIAIOTCA TpeAcTaBienus. OHM HCIONB3YIOTCS IPH
JOKYMEHTHPOBAHHH KaJpOBOH JEATEIBHOCTH H COCTABJIAIOTCA PYKOBOTHUTEIEM HIIH 3aMECTHTEIEM
pykosojurens. IIpencrapnenus COCTaRIAIOT B CIy4YasX HOOIMIPEHHS pPaGOTHHKOB, HATOKEHHS
B3bICKaHH, IPOBEICHUS aTTECTAL[HH,

3.8. AKT

3.8.1. AKT - JOKyMEHT, COCTaBJICHHBII H ITOJIHCAHHBIA HECKOIBKUMH JIMIAMH H [TOTBEPIK TAFOIIHH
YCTaHOBIEHHBIE ()aKTHl M COOBITHA. AKTHI COCTABIAIOTCS IO pE3y/IbTaTaM pPEBM3MH (DHHAHCOBO-
XO3SHCTREHHOH JIEATEILHOCTH, IIPHEMa — II€peIadll Jell, IPOBEPKH HAIMYNS, HHBCHTAPU3ALWH H JIp.
AKT cocTaBAeTcs KOMHCCHOHHO (HE MEHEe JIBYX COCTABUTEIICH) HIIH CICIHAIBHO YIIOJTHOMOYCHHEIM
JOJDKHOCTHBIM JIMIIOM.

3.8.2. Akt odopmisiercss Ha cTaHIapTHHIX Jucrax Oymarn mpudToMm Times New Roman Cyr
pasmepoM Ne 14 u wuMeer creaylonme peKBH3MTHL [pud YTBEpKICHHS BKIIOYAET CIOBO
«yTBEPXKJAI0», KOTOpOE IIe4aTaeTcs IPOMHACHEIME OyKkBamu, 63 KaBbIYeK, HAUMEHOBAHHE JOJKHOCTH
JHIQA, YTBEPXKJAIOMIET0 aKT, JINYHYIO NOJNKCH, €€ paclM(poBKy U JAary. CipaBoYHBIE JaHHBIE 00
OpraHH3allil BKIIOYAIOT B ce0s: MOYTOBHIH ajapec, HOMep TenedhOoHa M APYrHE CBEIACHUS IIO
YCMOTpPEHHIO Opranu3anuy (HoMmep ¢akcos, Tenedakca, C4eTOB B 6aHKe, aqpec JIEKTPOHHOH I1OYTHl H
ap.).

3.9. Anpecanus 10KYMEHTA.

3.9.1. JlokyMeHTBI, BBICBUIAEMBIE 3a MpeAe]asl JETCKOro cajaa, aapecyioT IpealpHATHAM,
OpraHu3alfsIM, YIPEKICHAIM, HX CTPYKTYPHBIM IOJpa3Ae/ICHHAM, T0DKHOCTHBIM WM (DH3HYECKUM
JIHIaM.

3.9.2. Tlpu agpecanuu DoKyMmeHTa 0e3 yKa3aHHs KOHKPETHOIO AO/UKHOCTHOIO JIMIIA, HAMMCHOBaHHUE
ajipecara NHUOIETCA B UMEHHTEIBHOM MaJexKe.

3.9.3. Ecin anpecaTtoM siBIseTCS KOHKPETHOE JODKHOCTHOE JIMIO, TO HAMMEHOBAHHE OpraHH3aluy 1
CTPYKTYPHOIO IIOIpa3feNicHHs yKa3hIBAalOT B MMCHHTEIBHOM IIaJeXKe, a JO/LKHOCTE M (aMHIHIo
JOJDKHOCTHOI'O JIMIA - B JaTeIBHOM, IPUYEM HHUIIHAIBI YKA3BIBAIOT mepel (pamuinei, Hampumep:
Ornen obpazosarus YO UKMO r. Kazanu CoBerckoMy paiiony I'maBHOMY OyXranrepy.

3.9.4. Ilpu agpecanuy JOKYMEHTA HEMOCPEJICTBEHHO PYKOBOIUTEIIO OPraHH3alMi HaWMEHOBAaHHE
mocieqHell BXOJHT B COCTaB HAWMEHOBAHMS JOJDKHOCTH ajpecara, JODKHOCTD JIMIA YKa3bIBaloT B
JaTelIbHOM Tajexke, HanpuMep: Havansauky otaena obpasosanus YO MKMO r. Kasann CoseTckoro
paitona r. Kazanu

3.9.5. Ilpu anpecamud M JOKYMEHTa (H3UYECKOMY JHIY YKa3HIBAIOT MHHIMAIBI H (amuius
HOJTydaTes, a [OC/E 3TOro - €ro MOYTOBBIH aapec, Hampumep: VLIL XamumyumuHoi yiu. A3uHCKas,
I 26, xB. 44 r. Kasanp, PT, 420127. Beibop c¢opmaTa GnaHKa NpH MOArOTOBKC IOKYMCHTa
OIpefieNsAeTCs B 3aBHCMMOCTH OT 00beMa TeKcTa. Kaxslil muCT JOKYMEHTa, 0(OPMICHHBIH KaK Ha
OaHKe, TaK H 0€3 Hero JOJDKEH UMETH 110J19 HE MEHEE, MM:

20 - meBoe;

10 - mpaBoe;

20 - BepxHee;

20 - HuKHee.

3.10. YTBep:kKAeHHE JOKYMEHTA.
3.10.1 JIoKyMeHT yTBepXZaercs MODKHOCTHEIM 1HIoM. Ilpu HEoGXOAMMOCTH AOMOMHHMTENBHBIX

HpC,E[HPIC&HI/Iﬁ " paBT:HCHeHPIﬁ JOKYMEHT MOXKET YTBEPXKIArbCs CIICIHAaIbHO H3OaBaCMBIM



AOKYMEHTOM: IIPHKAa30M 3aBEAYIOWICH YUYPEKICHHEM, NOCTAHOBIEHHEM, PEIIEHHEM, TPOTOKOJIOM.
3.10.2. Ilpu yTBEpXKICHHH HOKYMEHTA I'pH() YTBEPKICHHS JODKEH COCTOSTH U3 CIOBA YTBepxaao
(Oe3 kaBbIYEK), HaMMCHOBAHHsA IODKHOCTH JIMIE, YTBEPKAAIOIIETrO JOKYMEHT, €ro IMOJAIIHCH,
HHHUUHAIOB, ((aMHIHK H IaThl yTBEPKACHUSA, HALIPUMED:

YrBepxnaro 3asenyrommit MBJIOY «Jlerckuii cax Nel87» (muanas moamucs) \

npukas 02.09.2020 Ne_

3.10.3. JlomyckaeTcst IEHTPHpPOBATE KaXKAYIO CTPOKY pexsu3nta «I pud YTBEPKIAEHHSI JOKYMEHTa» 10
OTHOILCHHIO K CaMO# JUIMHHOH CTpPOKE.

3.10.4. Tlpu yTBepeHUM TOKYMEHTA NOCTAHOBJICHHEM, DENIEHHEM, IPHKA30M, IPOTOKOIOM rpug
YTBEPKICHHA COCTOMT H3 CJIOB YTBepiKAeH (YTBepiIeHa, YTBEPXKICHB HIH YTBEPXKIEHO),
HaNMCHOBAHUA YTBEPXKJAOIIETO JOKYMEHTA B TBOPHTEIFHOM MaJ(€XKE, €r0 AaThl, HOMepa.

3.10.5. I'pud yTBepkIeHHs TOKYMEHTA PacIoNaraeTcs B IPaBOM BEPXHEM YLy JOKYMEHTA.

3.10.6. [lata B rpude yTBEpXKICHUA CTABHTCA OT PYKH, YACTHYHO WM MOJHOCTBIO HAGHPAaeTCcs IPH
IIeYaTaHHH JOKyMeHTa. B mocieaHeM ciydae OT pyKH IDPOCTABISETCS TOIBKO YHCIO MM YHCIO M
MECHII.

3.10.7 I'pudp yTBepskIeHMs NPHHATO YKa3pIBAaTh HA NOKYMEHTAX, TPEOYIOIIHX IONMOIHHTEILHOTO
YAOCTOBEPEHHS MX IOUIMHHOCTH M JOCTOBEPHOCTH. I'pH(}p YTBep)KIEHHS NPHUHATO CTABHTH HA
CIEYIOMMX YIPABICHYECKHX JTOKYMEHTAX: aKTaX, HHCTPYKIMAX, OTUETAaX, IEPEUHIX, ITOJIOKEHHSIX,
IporpaMMax, CMeTax, CTaHAapTax, CTPyKTypax M INTaTHOH YHCJICHHOCTH, TApUQHBIX CTaBKax, GopMe
YHU(DHIHMPOBAHHBIX JOKYMEHTOR, ITTATHOM PaCIHCAHHUH.

3.11. CorniacoBanue J0KyMeHTA.

3.11.1. Ha srane pa3paGoTku IIpoeKTa NOKYMEHTa B HEKOTODHIX CIydasX MOXKET BO3HHKHYTh
HEO0XO0MUMOCTh €r0 COIVIACOBAHUA C 3aMHTEPECOBAHHBIMA CTOPOHAMH JODKHOCTHEIMH JTHIIAMH HIIH
opraHusanusaMu. B oTux ciaygasx coriacoBaHue JOKyMeHTa 0opMIISETCs BU30MH COOTBETCTBYIONIETO
JIOJDKHOCTHOTO JIML@ Wik rpudoM cornacoBanus. Bu3upoBaHue IpoeKTa JOKYMEHTa IIPOBOIUTCS IIPH
HeOOXOMMOCTH OLICHKH 000CHOBaHHOCTH JOKYMEHTa, COOTBETCTBHS €r0 IPaBOBBIM aKTaM H paHee
IIPHHATEIM pelenusM, [Ipencrasngemple Ha MOOMHUCE JOKYMEHTEI BUZHPYIOTCS HCIIOTHUTENIEM.
3.11.2. Bu3a BKmo4aeT B cc0s HAUMEHOBAHUE JODKHOCTH, JINYHYIO IIO/IIHCE, €€ PAaCIIH(POBKY H 1aTy
noamucanus. Hanpumep: Ctapumit Bocriutatens AWM. Axmeriuna (yiagnas noamacs) 11.01.21 1.



