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«BuauHrBaaLHbI geTckmii cag Ne 302»
Hopo-CaBunoBckoro paiiona r. Kazann

Wuctpyxuus Ne_ 2. 79 Lol * I
10 BeeHnio AeonpoussoncTea B MAZIOY «BusmHrBaILHbIH KeTcKkuii cax Ne 302»
Hoso-CaBuHoBcKkoro paiiona r. Kazann

1. O0mme moJ10:KeHAS
1.1. Hacrosmas MHCTpyKUXH 10 BEACHUIO AEIONMPOU3BOJICTEA B MAJIOY «/lerckuii cam Ne 302
koMGuHIpoBaHHOTO BHAa» (mazee - MAJIOY Ne 302) paspaboTaHa B LEJNIX PALMOHANBHOH
opraHu3aliy JOKyMEHTAlIOHHOTO o6eceuenns nedarensHocTd MAJIOY Ne 302. a Takke
CTPOroro coGIIOIeHNs NEHCTBYIOMNK HOPMAaTHBHBIX JOKyMCHTOB B cepe MOKYyMEHTAIUH U
nH(opMarmu (xanee - MHCTpyKIuH).
1.2. Kontpoms BefieHUS NETIONPOU3BOJACTBA B MAJIOY Ne 302 ocyuiecTBIAeT 3aBeIYIOLINH,
KOTOPHI JaeT yKasaHHd IO BONPOCAM OpraHu3aluu W BEICHUA IEeJIONPON3BOICTBA,
o6s3aTe/BHEIC U1 HCTIONHEHNS BCEMH CIy’K0aMH, MPOBEPSET COCTOSHUE JEIONMPOU3BOACTEA I
OCYIIECTBIAET 06yIeHHE PAGOTHUKOB, OTBETCTBEHHbIX 33 €T0 BE/ICHUC.
1.3. OTBETCTBEHHOCTh 3@ OPraHM3AIMIO JeTONPOM3BOACTBA, CBOCBPEMEHHOC M KaUCCTBCHHOC
HMCTIOJIHEHNE JOKYMEHTOB, HX COXPAHHOCTB BO3JIaracTCs Ha 3aBE/IYIOIIEro MAJIOY Ne 302.
1.4. HemocpeicTBEHHOE BEICHHE JICIONPOU3BOJICTBA B cnyx6ax MAJIOY Ne 302 Bo3naraercs
Ha COTPY/[HUKOB, HA3HAUYEHHBIX OTBETCTBCHHBIMM 32 Ty paboTy, KOTOpEIE 06eCeYHBAIOT yUeT
H TIPOXOKEHHE JOKYMEHTOB B YCTaHOBJICHHEIC CPOKH, MHQOPMHPYIOT PYKOBOJICTBO O Ka4eCTBE
JIX HCTIOJTHEHMS, 3HAKOMST COTPYIHUKOB C HOPMATHBHBIMY U METOIMYECKUME I0KYMEHTaMH 10
JIEIOIPOU3BOJICTBY.
1.5. PaGOTHWKY, HAa3HAYeHHHIE OTBETCTBEHHBIMH 32 BEJCHHE JENONPOH3BOACTBA, HECYT
OTBETCTBEHHOCTh 32 BHINONHEHHe TpeGoBanuii Hactosmeld HHCTpyKimM, 32 COXPaHHOCTDH
HAXOMAIMXCS y HHX CHyKeOHbIX HToKyMmeHntoB. OO yTpate [OKYMCHTOB HEMEJICHHO
NoKIaapIBaloT 3aBenyromemy MAJZIOY 302.
1.6. VIHCIpYKIMsI PAcTPOCTPAHACTCA KaK Ha TPaJMIMOHHOE AENOMPOU3BONCTBO, Tak i Ha
OpraHH3alMIO paGoTHl €  JOKYMEHTaMH, CO3[aBacMBIMH  CpCACTBAMH 3JIEKTPOHHO-
BEIYHCTHTEIHHON TEXHUKH.
17. BrimonHenue yTBepxkIeHHON WMHCTpyKuuu O00f3aTENBHO JUIA KaXIOro COTPY/HHIKA
MAJIOY Ne302.
1.8. Ilopsagox paGoTHl C MUCHMaMy, 3ajABICHIAMU M ’kano6aMy COTPYIHHUKOB M POAUTEIEH
(3aKOHHBIX MpEACTaBuTEIIe) onpeaeNIeTcs CeNAaIbHBIMA HHCTPYKIMAMH.

2. JIoKyMeHTbI, He00X0AHMbIe IIPH YNPaBJIeHHH MAJIOYNe 302.
2.1. IIpy MOArOTOBKE, COIIACOBAHMM, MOAIMCAHMM W YTBEPXKICHUH NOKYMCHTOB HeoOX0oauMO
coOMI0aTh TpeOoBaHHMs, 00ECIeYNBAIONIME FOPHAMICCKYIO CHLy ZOKYMECHTOB H BO3MOXHOCTE
ux 06paGOTKHU ¢ UCIIOIb30BaHUEM CPEICTB 37IEKTPOHHO-BBEYUCIUTENEHON TEXHUKH.
22. CocTaB IOKYMEHTOB, 0OpasylolIMXcs B TPOLECCe NCATENBHOCTH, ONPEACIICTCR: ero

KOMIIETeHIMEN 1 QyHKIIHAMM; KPYTOM YIPaBIeHIECKUX JCHCTBUMH, IOPSAIKOM paspellCHHA



BOIPOCOB (€MHOHAYANBHBIA WIH KOJIETHATbHBIA); XapakTepoM B3aUMONCHCTBHS MENIY
06pa30BaTeNBHBIMA  YUPEKACHUIMA ¥ JPYTMMH OpraHusaiusiMy. B cocTaB  J0KYyMEHTOB
MAJIOVY Ne 302 BxomT:

- OpTaHM3aIMOHHBIE AOKYyMEHTHI (YCTaB, OTOBOPE 00 00pasoBaHuH, KosneKkTuBHBIH JOTOBOP,
JIHA, HOMKHOCTHBIE MHCTPYKIMH COTPYAHHMKOB, INTATHOE PACNUCAHUE, IPaBHja BHYTPEHHETO
TPYZOBOTO PACIIOPAKA, TPYAOBEIE JOTOBOPHL H 1p.);

- pacIOPSAUTENBHEIEC JOKYMEHTHI (IIPUKA3bl, NHCTPYKIMH, PACTIOPAIKEHNS U T. )

- THQOPMAIMOHHO-CIIPABOYHEIE JOKYMEHTHl (IIPOTOKOJIBI, IUTAHBI, OTYETEI, CIIPABKH, aKTBI,
JOKJIa/HBIE W 00BSICHUTEIbHBIE 3AMMCKHY, TIUCHMA, TEIETPaMMBI 1 JIp.).

2.3. JIoKyMeHTHI, KaK Tpasmio, ohopmistorcs Ha Omankax MAJIOY Ne 302, cOOTBETCTBYIOIIMX
[ocymapcrennomy crannapty P® (TOCT P 6.30-2003), JO/DKHEI COREPIKATh yCTAHOBJICHHEIH
KOMIUIEKT 0053aTeIbHEIX PEKBH3HTOB IIPY COOTBETCTBYIOIIEM UX PACIIONOKEHHH.

3. OcoGeHHOCTH MOATOTOBKH M 0()opMJICHHS OTAEJbHBIX BHAOB 10KYMCHTOB
3.1. Ilpukas
3.1.1.ITpukas3 - mpaBoBoii aKT, u3naBacMblii 3asenyromuii MAJIOY Ne 302. OH BeTynaeT B CHILy C
MOMEHTA MOAIHCAHNS 3aBeTyIOLIHH, eclii B TEKCTE He yKa3aHo Apyroro cpoka. IToanmcaHHbIH
IPUKA3 PErUCTPUpYeETCs.
TMprkazamMa 0(OPMIIAIOTCS pPEIIEHHA HOPMAaTHMBHOIO Xapakrepa I10 BOIPOCaM OpraHH3aliy
IUIAHMPOBAHHSA, OTIETHOCTH, Y4eGHO-BOCIIUTATEIBHOTO IPOLECCa, JIeYeOHO-IPOPUIAKTHYECKIX
MEPONPHITHH, ¢u3Maeckoro  pasBUTHf,  (MHAHCOBO-XO3ANCTBEHHOM  NEATENLHOCTH,
BHEINHEIKOHOMHUYECKOM [eATENIFHOCTH, a TakKe II0 OIECPaTHBHBIM, OpraHU3alldOHHBIM,
KaJIpOBLIM M JPYIMM BOIIpocaM BHyTpeHHel pabotel MAJIOY Ne 302.
IIpoeKTH MPHKA30B MOATOTABINBAIOT PaOOTHHMKM, HA3HAYCHHBIC OTBETCTBEHHBIMH 32 BEICHHC
ZIeTIONPOM3BOJICTBA HA OCHOBAHMH MOPYYCHHS 3aBEAYIOIIEro GO B MHULMATUBHOM NOPSJIKE.
3.1.2. Maroii npukasa ABJIAETCA aTa €ro MoANUCaHus.
3.1.3. Ilpukassl MO OCHOBHOW (aJMHMHHCTpATHBHOM ¥  (MHAHCOBO-XO3SHCTBCHHOM)
JEATeNBHOCTH, [0 JMYHOMY COCT@aBY, O 3a4YiMCI€HMd M OTYHCICHHWH BOCIIMTaHHHUKOB,
GOpMHPYIOTCS U HYMEPYIOTCS OTAEIBHO B Ipe/ie/iaX KaJICHapHOTo rofa.
3.1.4. Konmu mpuKa3oB WIM UX Pa3MHOKEHHBIC SK3EMIUIAPH! 3aBepsioT nedarsio MAJIOY Ne
302 1 HanpaBJIAIOT 110 aipecaM B COOTBETCTBUH C YKa3aTEJIEM PACCHUIKH, KOTOPHIH COCTABIIACT H
HOANKCHIBAET UCIIOTHUTEb.
3.1.5. Ilpuka3s uMeeT cleyoIue PpeKBU3HTHL.
- HAaMEHOBAHMUE YUPEKICHUS;
- HANMEHOBAHHUE BU/IA TIOKYMEHTA;
- IaTy ¥ HOMEP JOKYMEHTa;
- 3arOJIOBOK K JIOKYMEHTY;
- TEKCT JOKYMEHTA,;
-TIO/ITINCE;
- BUBH;
- OTMETKY O IIPHIOKEHHUU.
3.1.6.HaumenoBarue MAJIOY Ne 302 ykaswiBaeTcs B TONHOH ¢opme - MyHHIHIaibHOE
ABTOHOMHOE  JIOLIKOJBHOE  oOpasoBaTenbHOoe  yupexaeHue — «Jlerckmit  can  Ne302
KoM6uHMpoBaHHOrO BrAa» HoBo-CaBuHoBckoro paiiona r.Kaszanu. lledartaror 1ieHTpHPOBaHHBIM
crioco6oM (HAayalno # KOHEN KXol CTPOKH PEKBHM3UTAa PAaBHO yJAICHbl OT TIPaHMIl 30HBI
PAacIoIOKEHHS PEKBU3UTOB).
3.1.7. HaumeHoBanue Buja qokymenTa - "[Ipukas” (mocie HoMepa npuKasa UCTIONb30BaTh JIATEP
«JIC»):
-iput 0)OPMJIEHVH TIPHKA30B MO JUYHOMY COCTaBy B paGoTe MCMONB3YIOT YHH(HUIMPOBAHHBIC
dopmel, yreepxkaeunsie IlocranopnenmeM I'ockomcratoM Poccuu oT 05.01.2004 Ne 1 «O6
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yTBepXKAeHUH (OpPM NEepBHUHON YUETHOH NOKYMEHTAlMH IO y4eTy TpyXa H €ro OILIaThD»
COTJIACHO TEPEYHIO:

Home |HaumenoBanue GopMsI Dop
p Mar
hopm

Bl

T-1 ITpuxa3 (pacnopsoxkeHue) o mpueMe paboTHHKA Ha paboTy A4
T-1a |IIpukas (pacnopsbkeHue) o npueMe paboTHUKOB Ha paboty A4
T-2  |JIuanasg xapTouka pabOTHHKA 2A4
T-3  |IlltaTtHOE pacnucaHue A4
T-5 [Ipuka3 (pacropsukeHHe) O TmepeBoie pabOTHHKa Ha Ipyryro paboty A4
T-5a |IIpuka3 (pacnopsukenue) o mepeBone PaGOTHHKOB Ha APYTryIo paboTy Ad
T-6  |IIpukas (pacmopspkeHue) O IPeIOCTAaBICHUH OTITYCKa pabOTHHKY A4
T-6a |IIpuka3 (pacmopsykeHHE) O IPEIOCTABICHHM OTITYCKa pabOTHHKaM Ad
T-7 I'padux oTIycKOB A4

T-8 ITpuka3s (pacTiopsbKeHME) O NpPEKpalleHHH ASHCTBHATPYHOBOTO foroBopa |A4
(koHTpakTa) ¢ pabOTHUKOM

T-8a |IIpuka3 (pacropspkeHHe) O MpeKpalleHud JeliCTBHATPYIOBOro Jorogopa |A4
(xoHTpakTa) ¢ paboTHUKAMHU

T-9 |IIpuxa3 (pacmopspkeHre) O HampaBleHUM PaOOTHHKA BKOMaHJIMPOBKY A4

T-9a |IIpukas (pacropsoKeHie) 0 HAIpaBJICHUH PaOOTHUKOB BKOMAHIMPOBKY A4

T-10a |CnyxeGHoe 3aganue AT HAIpPABJICHASA B KOMAHIUPOBKY M OTYET O €ro A4
BBITIOJTHEHUH

T-11 |[IIpuka3 (pacnopspKeHHE) O NOOLIPEHHH pabOTHHKA A4

T-11a |IIpuka3 (pacmopsbkeHue) o OOIpeHUH paOOTHHKOB ' A4

- 10 OCHOBHOM (aJMHHMCTPATMBHON ¥ (GHMHAHCOBO-XO3AHCTBEHHOM) ICATENLHOCTH H IO
BOCIIMTAHHHUKAM (JIETAM) HCII0IB30BaTh JUTEp «O» U «J1» COOTBETCTBEHHO.
3.1.8. 3aro/I0BOK JO/KEH KpaTKO M TOYHO OTpaXkaTh COIEPIKaHHE TEKCTa NpHKasa. 3arojloBOK,
KaK HpaBHIo, GOpMyJIUpyeTcs B IPENIOKHOM Maxexe, HanpuMep: "O Beiuiate paGoTHHKAM
yupexIeHus..." .
3aronoBoK mmedataroT mpudToM, Oe3 abG3anHOro OTCTyIa, pacioiaras Ha CTpPaHHMIE B JIEBOM
BEPXHEM YIIIy. 3ar0JIOBOK, COCTOSIIMIM U3 ABYX M 60JICe CTPOK, paclonaraioT Ha CTpaHHULE 4Cpe3
OJIUH MEXCTPOYHKIN MHTEpBal. TOYKY B KOHIIE 3ar0JIOBKa HE CTaBIT.
3.1.9. TekcT oTaensgerca OT 3arojioBKa IByMS-TPeMs MEXCTPOUHBIMM HHTCpPBaIaMHU, NI€4aTacTCsA
14,12 xerieMm 4epe3 OAMHAPHBIA MHTEpBaJ TEKCTOBOTO IOJIA W BHIPABHMBACTCS IO JIGBOH K
TIpaBoif TpaHMIIAM TEKCTOBOTO ToJis. [lepBas cTpoka ab3ala HauMHAETCA Ha paccTosHud 1,25 cM
OT JIEBOY I'PaHHULIBI TEKCTOBOI'O IT0JIA.
TekcT NpUKasa MOXET COCTOATh W3 [BYX 4dacTell: KoHCTaTHpywomed (mpeamOyisr) H
pacnopsAAUTEILHOM.
B KOHCTATHpYIOIIEH YacTH KpaTKO M3IAaralorcs [eld M 3a7add, (akTel u  coObiTus,
MOCIYXXHBIIME OCHOBAHMEM i W3Aanus nprkasa. OHa MOKET HAYMHATBCS CloBaMd "B
nensx...", "B coorBercTBun...", "Bo ucnonnenue..." u T. A. EciM npHKa3 H31aeTcsi HA OCHOBaHUU
APYroro JOKyMeHTa, TO B KOHCTATHPYIOLIEH YacTH yKa3bIBAIOT HAMMEHOBAHUE 3TOr0 JOKYMEHTA
B TBOPHUTEILHOM MMa/IEXKE, €r0 JaTy, HOMEP H 3aI'0JIOBOK.
B OTIENBHEIX CIy4Yasx KOHCTATUPYIOIIEH 4acTH MOXET IPeIIecTBOBATE peaMOyiia i3 OHOrO -
JIBYX TpelIOXKeHHH, B KpaTkod QopMme oOTpakamoolias CyTh MpHKasa, HO IIPH 3TOM HE
Ay6Iupyiomas ero 3arojoBox. OGEMHO mpeaMGyily UCTONB3YIOT JUIs TOTO, YTOOB! YIPOCTHTH H
COKpaTUTh (POPMYJIHMPOBKY 3arojIOBKa.
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PacropsauTenbHasd 4acTh OTHEHAETCA OT KOHCTaTHUPYIOHIEH CIOBOM — «IPHKA3bIBalo».
PacropsaaMTesHas 4YacTh IOJDKHA COJEPKaTh TNEPEYHCIICHHE NpPCANUCHBACMBIX NCHCTBHI C
yKa3aHHEM MCIIOJHUTENS KaXJIoro JeHCTBHA U CPOKOB HMCIOJHEHUs. PacropsiaurenbHas 4acTh
MOKET OBITh pasjie/ieHa Ha IYHKTH M IOIYHKTHI, KOTOPEIC HyMEpyIOT apaGCKuMH IU(ppaMHu.
Kaxnpiift myHKT pacHoOpsAMTEIbHOM YacTH HAyMHAETCAd C yKa3aHWs KOHKPETHOIrO JeficTBI,
BEIPQKEHHOT'O IJIaroJioM B HeolpeaeneHHoH dopMe. JIeHCTBHA OJHOPOJHOTO XapaKTepa MOIyT
GBITh TEPEeurCcIeHbl B OJHOM MyHKTE. B KadecrBe HMCIONHHUTENEH YKa3BIBAIOTCA CIyXObl MK
KOHKPETHEIE JOJDKHOCTHEIE Jmia. IlociemHmii TyHKT pacrOpAAWTENBHOM YacTH MOXET
ColepKaTh CBEACHHA O Clyk0e WM MO/DKHOCTHOM JIMUE, HAa KOTOPOE BO3JIONKEH KOHTPOJb
WCTIOTHCHHA MIPHKa3a.

Ecnu npuka3 U3MEHSET, OTMEHSET WK JONONHAET paHee M3aHHbIM JOKYMEHT WM KaK0e-TO €ro
II0JIOXKEHHE, TO OJMH M3 IIYHKTOB PACIOPAIUTEIbHOM YaCTH TEKCTa JOJDKCH CONEPIKaTh CChUIKY
Ha OTMEHACMEIN JOKyMEHT (IMyHKT JOKYMEHTa) ¢ yKa3aHMEM €ro JaThl, HOMEpa M 3arojoBKa.
TekcT nmyHKTa HEO6XOAMMO HAYMHATE cIoBaMH "IIpH3HATH yTPATUBIIUM CHIY...".

B npuka3s He cleayer BKIOYATh MyHKT "IIpuka3 JOBECTH [0 CBEACHHMA...". JIOJUKHOCTHBIC JIULA
MAJIOY Ne 302, mo cBemeHMsA KOTOPBIX JOBOIAT IIPMKa3, INEPEUYHCIIOTCS B yKasaTele
PAcCHUIKM, KOTOPHIM HCIOJHUTEL FOTOBHT BMECTE C TNpPOEKTOM InpHKasa. B mpukase mnox
HOANKMCHIO JO/DKHOCTHOrO JHIA YyKaseiBaercs rpud «C mpukasoM O3HAaKOMIIEH(BI)»: C
TIOCIIEAYIOIIEH ITOIITUCHIO BCEX JIUI], YKa3aHHEIX B IIPHUKa3e.

3.1.10. IToamuck BKIIOYAaeT B ceOi HAUMEHOBAHME JODKHOCTH, MHUIMAIL M (aMUIHIO JIHIA,
061a/1aI0IEro PaBOM M3/IaHHS MIPUKA30B, a TAKKE CHTHATYPY (JIMIHYIO MOANHKCH) IIOCIIEIHETO.
[IpuKassl MOMNKCEIBAET 3aBENYIOINMA, a B €€ OTCYTCTBHE - HCHONHAIOIIMH O0O0S3aHHOCTH
3aBEIYIOLIETO.

3.1.11. Bussl BKIIOYAOT B ceOd MOJHOEC HAMMEHOBAHUE IOJUKHOCTEH BHU3MPYIOINHX, JIMYHBIC
TIOJNNCH, paciuPpOBKy MMOAMUCEH U JaTy.

3.1.12.0dbopmienne NOANUCH, BU3Bl M OTMETKH O IPHIOKCHHH MPOU3BOAUTCS B COOTBETCTBUU C
nyHKTaMu MHCTpyKIUN. ;

3.1.13. Beimucka-Komus OnpeaesieHHOM YacTH HOUIMHHOIO JOKyMeHTa. B BeIMCKe M3 MpHKa3a
COMlepyKaTCsA BCE PEKBH3HMTHI IPHKa3a 0 paclopsAAUTeIbHOH JacT. M3 pacropaauTeIbHON YacTH
GepyT TONBKO Ty MHPOPMALIHIO, KOTOpas HeOOXOAMMA B KaXJI0M KOHKPETHOM Ciryyae. Beimucky
3aBEPSIOT MPOCTABJIEHUEM OTMETKH «KOIIMA BEPHA» M MOAIKCEHIO 3aBEPAIOIICTO.

3.2. Honoxncenue. Ilpasuna. Hnempykuus.

3.2.1. Ionocenue-10KYMEHT, YCTAHABIMBAIOIIMIA CHCTEMHO CBs3aHHbBIE MEXKAY co00H mpasuia
0 BONPOCAM, OTHECEHHHIM K KOMIIETCHIMM HECKOJBKUX [OJDKHOCTHEIX JHMII WM CIyX0
MAJIOY Ne 302.

3.2.2. Ilpasuna - IOKYMEHT, 3aKpeIUISIOIMI HOPMBI M TpeOoBaHMs, O00s3aTENBHBIE I
BEIIIOJIHEHHS JO/DKHOCTHRIMU JIHIaMu | ciryx0amu MAJIOY Ne 302 B nporecce IOBCEAHEBHOM
JeATENBHOCTH.

3.2.3. Hucmpykyus - NOKYMEHT, NPeINHMCHIBAIOIIMNA MOPANOK OCYLIECTBICHHA Kakoi- j1u00
JIEATCTBHOCTH MM TIOPS0K MPUMEHEHHUS OTAEIBHEIX IOJI0KEHUH HOPMATHBHO-TIPABOBEIX aKTOB
B ycioBusax ¢yHkimonuposanus MAJIOY Ne 302.

3.2.4. TlonoxeHus, IpaBuia M HMHCTPYKIMH INPUMEHSIOTCS B KavyeCTBE CaMOCTOATE/IBHBIX
OpraHU3aUOHHO-PACIIOPAUTENIBHEIX  JOKYMEHTOB. DBBeneHne B J€HCTBHE  YKa3aHHBIX
OpraHU3aIMOHHO-PACTIOPSAIUTENBHEIX JOKYMEHTOB OCYIIECTBIACTCA C YTBEPKAECHHEM HX
3apenyromeit MAJIOY Ne 302.

3.2.5. Ilopamok MOArOTOBKHA IPOEKTA IIOJOKEHNS, MPABWI U MHCTPYKIMH aHAIOTMICH 001meMy
NOPSAKY MOATOTOBKH MPOCKTOB HOPMATUBHEIX aKTOB.

3.2.6. Pemenue 0 mopsjKe NPUHSATHS IMOJ0KCHUMN, MPaBHI, MHCTPYKIMH HAXOJUTCS B BEICHHH

MAJIOV.



3.2.7. YrBepxknenue ohopmigercs B Gpopme rprda yTBepKISHH WIH IyTeM H3[aHuUs NPHKa3a
00 BX YTBEPKICHHH.

3.2.8. Jlaroii momoyxkeHHs (mpaBul, HHCTPYKIMIA) SABISETCA Jara ero YTBEPXKACHWI, €Cld B
COZICPXKAHMK OKYMEHTA 3TO HE OTOBapHBACTCA B OTACILHOM Iy HKTC.

3.2.9. TlonoxeHue (TpaBuia, HHCTPYKIMS) MEYaTacTcs Ha GIaHKe YCTaHOBICHHOH (OpMBI
mpudrom Times New Roman Cyr 14-m,12-M KeraeMm.

3.2.10. ITonoxeHue UMEET CIACAYIOMNE PEKBU3UTHI

- HAUMEHOBAHUE YUPCIKIACHUS,

- HaMEHOBaHUE BUJA JOKYMCHTA;

- 1aTy YTBEPXKIEHHUA U COTJIACOBAHMSA JIOKYMEHTA,

- 3aroJI0BOK K JOKYMCHTY;

- TEKCT JOKYMEHTAa;

- OTMETKY O MPHIO0KEHHH.

3.2.11. IlpaBwia, THCTPYKIKA UMCET CICAYIOIIME PEKBU3UTHI:

- HaUMEHOBaHHE BUA JOKYMEHTA;

- IaTy JOKYMEHTa YTBEPXICHH 1 COTNIACOBAHMA NOKYMCHTA;

- HOMep AOKYMEHTa,

- 3arOJIOBOK K JOKYMEHTY;

- TEKCT JOKyMEHTA,;

- IOJIIACH O3HAKOMJICHHS C IOKYMEHTOM;

- OTMETKY O IPUIIOKCHHH.

3.2.12. Haumenopamme MAJIOY Ne 302 ykaspiBaeTc B IOJHOM dopme mo YcraBy
(MyHHIMIATGHOE aBTOHOMHOC JOMIKOJBHOE 00Pa30BATENBHOC YUPCKICHHE «Jlerckumit cam Ne
302xoM6uHEpoBaEHoro  Buaa»  HoBo-CaBHHOBCKOTO paiiona r.Kaszanmu, mneqaraeTcd
IIEHTPUPOBAHO). B TeKCTe N0IMyCKAeTCs COKPAMICHHOS «MAJIOY Ne 302» (6e3 KaBEIYCK) B IIEIAX
PalMOHATBHOTO HCTIOIB30BaHUs GyMaXKHOTO pecypea.

3.2.13. HaumeHoBauue Buaa nokymenTa - "[lonosxenne” - JOMONHACTCSA NPEATIOroM «O», «O0O».
3.2.14, Jlara pnoxyMmeHTa OGopMIIseTCs CJIOBECHO-IMGBPOBEIM  (4HCIO IUdpaMu, MeCsI
TIPOMUCHIO (B POAMTENBHOM MAJENKe), TOI LUPPAMH C NONOTHCHHEM "r.", HaTpUMep, 25aBrycra
2013 r.) win mudpossM (25.08.2013) ciocobom.

3.2.15. 3arojIoBoK K TEKCTY MOJIOKEHHUA GOPMyIHPYETCd B MPCITIOKHOM MaJCHKE (oTBeuaeT Ha
sompoc "o uem?"); 3arojJIOBOK K TEKCTY IpaBui GopMmyupyeTcs B POAMTEIBHOM Malexe
(oTBeyaer Ha Bompoc "dero?"); 3aroJOBOK K TEKCTy HHCTPYKIMK popMynupyeTCs B
POIUTENHHOM Iafiexe (0TBEYACT Ha BOIPOC "xoro?").

3.2.16. TekcT JOKYMEHTa M3J1araercs OT TPETHETO JUIa ¢JUHCTBCHHOIO WIH MHOMCCTBEHHOTO
yhcna. B TekcTe MCHONB3YIOT ClIoBa "HOJDKEH", "eneayer”, "Heob6xoauMO", "zamnpemaercs’, "He
Jomyckaercs'”. ;

3.2.17. Tekcr AOKyMeHTa OOBIYHO OTKDHIBACTCS HEGONBLION npeaMOyinoif WM pasfenoMm
"O6me TONoKeHM", B KOTOPHIX yKa3aHbl OCHOBAHMA s PaspabOTKH JOKYMEHTa, €ro Ieib,
06J1acTh IPAMEHEHHUS, OTBETCTBEHHOCTH 38 HapyIICHUE yCTAHOBICHHBIX IPABII I TEXHOJIOTHH U
T. IL

3.2.18. TekcT HOKYMEHTa NOJIOKeHHUs (NpaBmil, HHCTPYKIMH) MOXET OBITH pa3fclICH Ha IVIaBH,
IYHKTHl ¥ LONIMYHKTHL. [J1aBBl MOIDKHBI MMETh Ha3BaHMA. VX HyMepyloT PHMCKHMH HIH
apaGcxuvu mudpamu. Hymepario IMyHKTOB ¥ IOAMYHKTOB JOKYMCHTA MPOU3BOIAT apabckuMu
ubpaMu.

3.2.19. Ecnm JOKyMeHT W3MEHAET, OTMEHACT WIM JOIOIHACT paHec W3JaHHBIR TOKYMCHT WIH
ero OTHENbHBIE IOJNOXKEHHS, TO 00 OSTOM JIENAETCS COOTBETCTBYIOWIES NPUMEHAHAC B
3aKJIIOYUTEIEHOM IIYHKTE.



3.3. Ilpomoxon

3.3.1. IIpOTOKON - JOKyMEHT, QUKCHPYIOUMH COAEPIKAHUE COBEIIATENBHBIX MEPONPHATHH M
TIPHAAIONMH IOPHIMIECKYIO CHITY IPUHATHIM Ha HUX PETICHUSM.

3.3.2. TIpoTOKOJ COCTAaBIACTCS Ha OCHOBaHMM pabouMX 3amucei, MPOM3BENCHHBIX BO BpeMs
COBEIIAHMM, a TAKKE PA3TMUHBIX MCEMEHHBIX MaTepHaIoB (TE3UCHl HOKIATI0B M BEICTYIUICHHH,
CIIPABKH, TIPOSKTHI PEIEHUIA U 1Ip.).

3.3.3. BejicHue 3amMcH BO BpeMs 3acelaHms, cOOp MaTepHajoB H MOAr0TOBKA TEKCTa BO3/IaracTes
Ha CeKpeTaps KOJLIErHalbHOTO OpraHa Wil COTPYAHHKOB, TOTOBHBIIMX BOMPOCHL K 00CYIKACHHIO.
3.3.3. TekcT MPOTOKOIA JODKEH OBITH IOATOTOBJICH HE MO3JHECE YEM Yepe3 TPH THA C MOMCHTA
IPOBE/ACHUS COBEIAHMS.

3.3.4. TIo/UIMHHUKH JTOKYMEHTOB II0 BOIIPOCaM, PaCCMOTPEHHEIM Ha 3aCCJaHUU, HAIPaBJIAKOTCA
JJIS1 TIOALIMBKY B JIEJI0 BMECTE C BBIIMCKOM M3 MMPOTOKO0JIA O IMPUHATHIX PELICHUSX.

3.3.5. TlpoTokoi UMeET CIENYIONHE PEKBUSHUTHL:

- HAUMEHOBAaHUE BUJA JOKYMEHTA;

- JaTy AOKyMEHTa;

- HOMEDP JOKYMEHTa;

- 3ar0JIOBOK K JOKYMEHTY;

- TEKCT JOKYMCHTa;

- IOJIUCE;

- BU3BI;

- OTMETKY O IPHJIOKEHHUH.

3.3.6. Ipotokon mevaraiot Gpopmara A4 mpudprom Times New Roman 14-M,12-M keriaeM win
IUIITYT BPYYHYIO.

OdopmileHrE PEKBA3UTOB MPOTOKOJIA IIPOU3BOIUTCA C COOIOIEHUEM HIDKCCIICAYIOIIMX MPaBH:
3.3.7. Haumenosanue moxymenrta - "IIporokon" - mewaraercs OT TpaHHUIBl BEPXHErO IIOJIA
GaHKa Ne4aTHEIMI OYKBaMH, TIOJTYKHPHEIM IIPH(TOM. '

3.3.8. 3arol0oBOK K TEKCTy NPOTOKONA COMEPXKHT Ha3BaHME IPOTOKOJIBHOTO MEPONPHUATHA
(coBemmanme, 3aceJaHie, coOOpaHne) U HAUMEHOBAHHE KOLUIETHAIBHOTO OpraHa, pabora KoToporo
IPOTOKOJUPYETCs. 3arojIOBOK B IIPOTOKONE OTACIAETCA OT MPEABIAYIIEro PEKBM3UTA ABYMS
MEKCTPOYHEIMH MHTEPBAIaMH M PacIiojlaraeTcs LIEHTPOBAHO OTHOCHTEIBHO PEKBU3UTOB OJIaHKa.
3.3.9. Jlara nporokona oopmisercs B cooTseTcTBuM ¢ I1. 3.1.11.

3.3.10. TexcT mpoTOKOJIA IeYaTaeTcs Yepes3 OJUH MEXKCTPOUHEIA HHTEpBaL.

3.3.11. Kaxnslil pasjen mpoToKojia HyMepyercs apabckoi nudpoi.

3.3.12. TeKcT IPOTOKOIIA, KaK IPABIIO, COCTOUT U3 [BYX YacTell - BBOAHOW M OCHOBHOH.

3.3.13. BBomgmas uYacTh TEKCTa CONEPKUT CBEAeHMs O TMpEACeAarTene, CeKperape,
MPUCYTCTBYIOIIUX, OTCYTCTBYIOIIUX, IPUTTIANIEHHBIX ¥ O IIOBECTKE THI.

JI1st AL, JIOTIONHUTENHHO MpPUIJIANIEHHBIX Ha CoBeLiaHue u3 umcna corpyanukos MAJIOY Ne
302, mommMo GaMHIMM M HHUIMAIOB, YKasbIBAIOT 3aHMMAacMyl0 JO/DKHOCTh, a A
CIICIIHAIUCTOR M3 JPYTHUX OpraHu3ayii - TOMKHOCTE M Ha3BaHUC OpraHU3allvu.

Cnosa «IloBecTKa JHS» DACIONAralOTCs LEHTPUPOBAHO, IIOCIE HHX CTaBUTCS JIBOCTOYHME.
Bonpocsl MOBECTKHU JHA HyMepyroTcs. Kaxsiii HOBBIH BOIPOC IEYaTaeTca OT 1-To MOMOKCeHHMS
tabynsaTopa. [lociienoBaTeNBHOCTh PACIOIOKEHHS BOIPOCOB ONPEICIIETCS CTCINEHBIO HX
Ba)kHOCTH. POPMYJIMPOBKA BOIIPOCOB IMOBECTKH JHS HauHHAETCS ¢ mpexyoros "o", "06". Jlokran
(oTuer, cooblieHHe, HH(pOpMalys), HAMMEHOBAHHE JOIDKHOCTH, WHHIMAIBl U (baMiiHio
[OKIafuuKa THIIYT B POJUTENbHOM mamexe. He BKiI0YaTh B NMOBECTKY AHA IMyHKT "PasHoe.
Kaxaplii BOIpoOC HOIDKEH OBITh KOHKPETU3HPOBAH.

3.3.14. OcHOBHAas YacTh TEKCTA COCTOMT U3 Pa3IesioB, COOTBETCTBYIOIIUX IIYHKTAM IIOBECTKH JHA
IPOTOKOJIBHOTO MEPOMPHATHS. TEKCT KaXKI0ro pa3/ie/ia u3JIaraloT B IOC/IEA0BaTEIbHOCTH:



"Cnymamu - Beicrymmnu - ITocranounu (Pemmim)". 3TH CioBa I€YaTalOT MPONMMCHBIMH
OykBamu.

3.3.15. Ilepen cnopom "Ciymamu" CTaBUTCS HOMEP BONpOCa MOBECTKH MAHHA, IOCICHErO -
nBoeroure. OaMuwIHA TOKIAJUMKA I1€YaTAETCS B MMEHHTCIBHOM Iajiexke OT 1-To MOIOXKEeHU
nevararomero ycrpoiicrea. Ilocne gamMumum CTaBATCS WHHUIMAIBL, 3aTEM ABOCTOYHE, KaBbIYKH
WIMIIETCS COJEpKaHue NoKnaga B Qopme IpsAMOif pedud, KaBeMKA. OCHOBHOE COZNEpIKAHHE
IOKTAZoB M BHICTYIUIGHMI W3jiaraercss B TEKCTE MNPOTOKONA Te3uCHO. IloiHbIe TEKCTHI
BEICTYIUIEHMI (HOKJIagoB), 3aBEpPEHHBIE IIONHMCHI0 COOTBETCTBYIOIIMX JIHI, NPHIAraroTcd K
npoToxony. B TociexHeM ciydae B IIPOTOKOJE Jenaercs CHocka: "TeKCT BBICTYIUICHMS
npmaaraercsa” (B MpoTokoie 6e3 KaBeIYEK).

OGCY)KIEHMIO J0KIafa MOryT NpeIIecTBOBATE BONPOCH! K JOKJIAQYMKy, KOTOPEIE BMECTE C
OoTBETaMH BKJIodaloT B pazgen "Caymanu". Ilepen 3anmchi0 KaKIOro BOIPOCA YKa3hIBAKOTCSA
MHMIMATE], (aMUIUS | JOJUKHOCTH €r0 aBTopa M cTaBuTcs ABoeroune. CoaepikaHue BOMpOCa
3anuceIBaeTcsa B GopMe mpsamoii peun. [epex dpopmymupoBKoli orBeTa mumieres cioso "Otser”
(B mpoToKoOJIe 6€3 KaBBIYEK), CTABUTCSA IBOETOYME M 3aIMCHIBAETCA OTBET B opMe NPAMOH peun
B KaBBIYKaX.

Xom ofcyxpaeHus Jgokiana ortpaxaercs B pasgene "Beictymwmm”. Ilocme  ciosa
"BRICTYIIIX" CTABUTCS ABoeToune. Dan HITHIO BBICTYTAIOIIEIO ITUIIYT B MMCHHUTCIBHOM IIa/IeiKe
oT 1-ro mojiokeHHs IMEYaTalOIIEr0 YCTPONCTBA, 3aTEM YKa3BIBAIOTCA MHHIMAIBI M IOJDKHOCTH
BBICTYIIAIOIIEr0, CTABUTCA TUPE U CO CTPOYHOIM OYKBBI II€YATAETCA COACPIKAHUC BBICTYILICHHA B
(b opMe KOCBEHHOI peyn.

[Ipunateie pemeHus cozjepxarcs B pasgene 'Tlocramosunu (Pemmmm)'. Ecmu pernenuit
HECKOIBKO, OHHM HYyMeEpyIOTcd apaOckuMu ImbpamMu ¢ Toukod. Kaxpoe pemeHune
CONPOBOXKAAETCS yKa3aHHEM JODKHOCTH, (aMHIMH M HHHIHAJIOB OTBETCTBEHHOIO 3a €ro
BBHITIOJIHCHHE M CPOKA MCIIOMHEHHUA.

3.3.16. TlocranoBneHue (pelieHHe) IPOTOKOJIBHOIO MEpPONPHUATHS U3J1araeTcs B TEKCTE
POTOKOJa TOJHOCTEI0. CofepikaHnne 0co0Oro MHEHHS, BBHICKa3aHHOTO MpH BHIPaGOTKE IO
craHoByieHMs (pelieHus), (UKCUPYETCs B TEKCTE IIOCIE€ COOTBETCTBYIOILETO MOCTaHOBJICHMS
(pemenus). 31€Ch XKe IPUBOIAT PE3YILTATH! FOIOCOBAHKA IPHU HEOOXOAUMOCTH.

B nocraHOBIAIOMEH 9aCTH TEKCTa MPOTOKOJIA MOXET COAEPMKATHCHA IMYyHKT O MPUHATHUKAKOIo-
1160 JTOKyMeHTa. B 3TOM ciiydae NMpHUHATHIA NOKYMEHT MPHIATacTCsA K NPOTOKOIY, B KOTOPOM
NPUBOJUTCS CCHLUIKA HA €ro0 HOMEDP M Jary.

3.3.17.CyliecTBylOT IONHAdA, COKpauleHHas M KpaTkas (opmel npoTokonos. CoxpaileHHas H
KpaTkas (OpPMBEI NIPOTOKOJIOB MPUMEHSAETCs, KOrAa He TpeOyercs MOAPOoOHOM 3amicu Xoxa
06CyXIeHUs BOIIPOCOB.

3.3.18. B cokpamieHHBIX NPOTOKOJAX IOCIE CIMCKA MPHUCYTCTBYIOIIUX WIH IPUTIAIICHHBIX
yKa3bIBaeTCs Ha3BaHHWE JoKinana. Ilocnemsss cTpoka HasBaHMA JoKiuana moayepkupaercs. ITox
yepToii B ckoOKax medaTaroTcs (JaMuIMK BHICTYTAIOMIKX B TOPS/IKE MX BhICTyIUIeHus. Ha3Banue
KaXKIOI'0 JOKJIaJa 3aKaHYMBAETCS MMPOTOKOIBHEIM PELICHHEM HIIH IIOCTaHOBICHUEM.

3.3.19. B mpotokoie KpaTkoii (OpMBI YKa3BIBAIOTCA TOJIBKO PAcCMOTPEHHBIC BOIPOCH H
NPUHATHIE PEIICHHUA.

3.3.20. IIpoTokon MOAMKCHIBACTC MpEAcenaTeaeM U cekperapeM. [laToit MpoToKona SBIAETCA
Jata MPOTOKOJIBHOTO MEPOIPHATHSL.

3.3.21. IIpoTokonam NPHCBaUBAIOTCA HOPAAKOBEIC HOMEpPA B IpefieiaX y4eOHOro rofa OTACIBHO
0 KaXIOil TIpyIIe NPOTOKOJOB: IIPOTOKOJNBI O0mMX cobpanuii paGOTHHMKOB, 3aceiaHMi
TIEIarOTHYECKOTO COBETA, POAUTENBCKUX COOpaHuii 1 Ip.

3.3.22. Homepa pelneHuii, NPUHATHIX HA 3aCEJaHMAX, COCTOAT M3 HOMEpa IPOTOKOJA, HOMEpa
PacCMaTpMBacMOro BOMpPOCAa B IIOBECTKE MHSA M IOPSAKOBOrO HOMEpa PeIICHMSA B IpEHenax
BOIpOCA.



K HOMepaM MpOTOKOJIOB M peIIeHHH MOXHO NPHUOaBIATH IMTEP COITIACHO MOMCKOBOW CHCTeMe,
npunsToit B MAJZIOY Ne 302.

Komuy mpoTOKONOB IPH HEOOXOJMMOCTH PACCHUIAIOT 3aMHTEPECOBAHHBIM OpraHU3alldsaM H
JOJDKHOCTHEIM JIMIIAaM B COOTBCTCTBHH ¢ YyKa3aTeleM pAacCBUIKM. YKas3aTelb COCTaB/IIeT H
MOANKCEIBAET OTBETCTBEHHEBIN MCIOJMHHUTENH CIIY)KOBI, TOTOBHMBINMH pPacCMOTPEHHE BOIIpOCa.
Komnuu mpoToko0B 3aBepAioT nedarsio MAJIOY Ne 302.

3.3.23. Penienus nMpOTOKOJIBHBIX MEPONPHATHI JOBOAAT IO MCIOIHUTENECH B BHAC BBIMHUCOK U3
IPOTOKOJIOB. BEIMICKa M3 IPOTOKOJIA COACPIKUT CIEAYIOITNAEC PEKBU3UTEL:

- HAMMEHOBaHHUE YUPEIKICHHS;

- HAaMMEHOBaHHe BUIa MoKyMeHTa ("BaInmucka U3 npoTokona");

- ATy AOKYMEHTa;

- HOMep JOKYMEHTa;

- 3arOJIOBOK K IOKYMEHTY;

-BBOJHYIO 4acTh TEeKCTa [IpOTOKOJIA: "TIpencenarens”, "Cekperaps",
"TIpucyrcrBoBanu","TIpurnamenssie”, "IloBectka nus";

- OCHOBHYIO 4acTh TekcTa npotokoia: "Cioymanu", "Tloctanosunu", "T"orocosama”;

- noanuchk (0e3 JHMYHBIX [MOANKCEH, TaK Kak BBIMMCKH, KaK MPaBUJIO, 3aBEPAIOTCS TOJIBKO
IOJIITUCHIO CeKpeTaps);

- OTMETKY O 3aBEPEHHH KOIIHH.

Brimricka u3 npoTokojia 3aBepsercs neuatsio MAJZIOY Ne 302.

3.4. Cnyycebnvle nucoma )

3.4.1. CiyxeGHbe MUICHMa MOTYT OBITh MHMIMATHBHEIMH M OTBETHHIMH. Bce ciyxeGHbIe
nHckMa, BRICEIIaeMble 3a npenenst MAJZIOY Ne 302, cumrarores ucxomamumu. CiryxeOHbIE
nuceMa, mocrynaiompe B MAJIOY Ne 302- Bxopsume. CiyxeOHble mucbMa (crmy:KeGHble
3aIMCKH), IHAPKYJIHPYIOIHE MEXAYy AODKHOCTHEIMM JHIlaMu M cayxOamu MAJIOY Ne 302
CUHTAIOTCS BHYTPEHHUMH.

3.4.2, Cpox HCTIOJTHEHHS OTBETHOTO IMMCHhMa yCTaHABIMBAECTCA:

- c006pa3HO ¢ yKa3aHMeM, COAEpPIKAIMMCS B JOKYMEHTE (IMCbME M T. IL), HA KOTOPBIA JarOT
OTBET HACTOSAIIUM IHICHMOM;

- pe3omonHe pyKOBOAMTENA Ha JOKYMEHTE.

B OCTalBHEIX CIy4asX CPOK OTBETA Ha CIy:KeOHOe IFICBMO YCTAaHABJIMBAETCA 3aBEMYIONIMHA (HO
TIPH 3TOM OH He MOXeT npeBeImarh 30 aHell ¢ MOMEHTA NIOJIyYEHHS JOKYMEHTA YUPEKIACHHEM.
3.4.3. Cpoku MoArOTOBKY HHUIIMATUBHBIX MUCEM ONPENEIIAIOTCA 3aBCAYIOLIKM.

3.4.4. CnyxebOHble MMChMa MEYATAIOTCA HA THTYJIBHBEIX Onankax MAJIOY Ne 302 ana mmcem
YCTaHOBJIEHHOTo 00pasiia WK MAIYTCS BPYYHYIO (BHYTpPEHHHE).

3.4.5. Tekct cmyxeOHOro MUChMa, KAaK IPaBUIIO, JOJDKEH KacaThCs OJHOTIO BOINpOCAa HIIH
HECKOJIbKHX BOIIPOCOB, €C/I OHHM B3aUMOCBSA3aHEI.

TekcT cnyxeOHOro MuchMa U3JIaracTes:

- oT 1-ro JMI[a MHOXKECTBEHHOro umcia, Hanpumep: "IlpocuM HampaBute...", "HamnpasiseMm Ha
paccMOTpeHHeE...";

- OT 3-ro JuNa €IUHCTBEHHOIO YHCIa, MOIYCTHM: "PyKOBOACTBO YUpPEXICHHA CYMTaceT...",
"COBET MeIaroroB Y4pexACHHU paccMOTpel..." U T. I1.;

- ot 1-ro juua exquacTBeHHOTO Yncha: "Ipomy...", "Hanpasusto..." 1 T. 1L.

3.4.6. Tekcr cnyxeOHOro muceMa OOBIYHO COCTOMT M3 JBYX uvacreli. B mepBoit wacTu
U3JIAral0TCd MOTHBEI IIMCEMEHHOTO OOpaimeHus (B HEOOXOAMMBIX CilydasdX - CO CCBUIKOW Ha
COOTBETCTBYIOIIME HOPMATHBHO-IIPABOBEIC M OPraHU3ALMOHHO-PACTIOPSAUTEIBHEIE TOKYMEHTEI).
Bo Bropoii yacTy, HauUMHAKOIIEHCs ¢ ab3ana, u3araeTcs CyTh o0pallieHus - mpockla, coobieHre
KaKoi-mi6o MHGOPMALUM, COMPOBOAUTEIBHEIA TEKCT M T. I. B HeoOXOMMMBIX CiTydasx
ciyxe0HOe MHCEMO MOYKHO 3aBEpIIUTH KpaTKUMHU BBIBOJAMH.



3.4.7. TeKcThl OTBETHBIX NUCEM JO/DKHBI TOYHO COOTBETCTBOBATH 3aJaHUAM, 3a()MKCUPOBAaHHBIM
B PE30IIOLIMA PYKOBOJHTENA.

3.4.8. Jlatoii cmyxeGHOro mUChMa BO BCEX CiydasX ABIACTICA Jata ero noxamucanus. IIpu
HATHYAH TPHIOKEHAN K CITyXKEOHOMY MHCBMY 06 3TOM [enaercs COOTBETCTBYIOMIAsA CChUIKA B
3aKTIOYMTENIHHOM ab3ale TeKCTa.

3.5. Tenegponozpamma

3.5.1. TenehosorpaMma BKIIOUAET CICAYIOMIME PEKBUSHTEL: HAUMEHOBAHHUE ydpesKIeHus, ajpec,
JaTy, WMHIEKC, TEKCT, TNOMIKMCh, OTMETKM O BPEMCHH Me€pefadn H yKa3aHHE JOJDKHOCTEH
v Gammmii  (wie TONBKO amminii) JIMI, NPUHSABIIMX W [EPE/ABIIMX TeneoHOTpaMMy.
B ciayyae oTcyTcTBHA OIAHKOB JUIA TeneOHOrpaMM IIPUMEHSIOTCS JIACTHI Gymaru popmata A4.
Tese(OHOrPaMMBI COCTABJIAIOTCS B OZHOM 3K3EMIULIPE, TOMIHMCHIBAIOTCHA PYKOBOAUTEIECM KT
HEIOCPEICTBCHHEIM HCIIOJIHUTEIEM.

Texkcr He nomkeH BKaodats Oosmee 50 cioB. TenedonorpamMma A0JDKHA OBITh JATHpOBaHA
1 NIOJIMICAHa JIALIOM, OT MIMEHH KOTOPOro OHa NEPEIacTes.

3.5.2. TenedoHorpaMma TEpEAAETCs HECKOIBKMM aapecaTaM Mo TPUIAraeMoMy — CIIMCKY
aJ[pecaToB ¥ HOMEPOB TeIE(OHOB.

3.6. 3anenenue

3.6.1. 3asBlIcHUE — 3TO OPHUIEATBEHOE COOOLIEHHE B MUCHMEHHOMN dopme. OHO COAEPHKHUT YaLlEe
BCEro TMpE/VIOKEHHe, Kanoly Wi TNpochOy KakKoro-mubo uejioBeKa, aXpeCOBaHHBIC WIH
OPraHU3alKH, WK JOJDKHOCTHOMY JIHITY.

3asBienne oboPMIAETCS Ha CTAHAAPTHBIX JIMCTaX OyMar dopmara A4.

3.6.2. 3asBleHHE BKIIOYACT: afpecar, KOTOpPOMY HANpaBifercs 3adBleHHC, IOJDKHOCTD,
TOJTHOCTBIO-(pAMHITMIO, HMs, OTYECTBO aBTOpa 3asBJICHHA, HAMMCHOBAHHC JIOKyMCHIA, TOYHOE
H3JI0KeHAe TPOCHOBI, NPEUIOKEHHS, ONMCH IPUIAraeMbIX K 3aiBICHUIO JOKYMEHTOB, IatTd,
TTOJITIHCE.

3.6..3. B 3agBJieHUH UCIOIB3YETCA, KAK [PaBHIO, OhUIMAIBHO-EI0BAs JICKCHKA, B HEKOTOPRIX
3asBJICHASX AONMYCKACTCS YIOTpeGiIeHHe MMy OIMIMCTHYECKOH TIEKCHKH. '

3.7. 3anucka

3.7.1.3amucka (apanuTHdeckas, IOKIaaHad, cyxkeOHas, OGBACHHTCIBHAS) — JOKYMCHT,
aJ[peCOBAHHBI PYKOBOJHWTENO JIAHHOTO MM BBIIECTOSIICTO YUPEKACHHI H coneprrarui
06CTOsTEIBHOE M3II0MKEH e KaKoro-I1u00 BOIpPOca ¢ BEIBOAAMH U NPEIIOKCHAIMH COCTABUTCIIA.
3.7.2. JloknagHas 3anucka COCTABIETCS KaK IO JIMYHOM MHHMIMATHBE aBTOpa (paboTHHKa),
TAaK U [0 YKa3aHuIo (IMCbMEHHOMY WK YCTHOMY) PYKOBOIUTEIL.

3.7.3. 3anucka cocTaBisercs Ha GyMa)kHOM HOCHTE/IC WIH B DJICKTPOHHOM BHIC.

OdopmiieHde 3alMCKA  3aBUCHT  OT ajpecara. IIpu cOCTaBNEHMH JOKIAHOH  3alMCKH,
a/[peCOBAHHOM PYKOBOJMTENIO YUPESKACHHS B paMKaX YUPEHACHUA, OHa CIUTACTCH BHYTpEHHEH
1 o(opMILIETCA Ha CTaHJapTHBIX JIMCTaX 6ymarun ¢opmarta A4. Ecim3anmcka anpecyercsa
3a TIPEEIBl YIPEXJIEHHS, TO ee OpOPMIISIOT Ha OGNIaHKe, U OHA HA3BIBACTCA BHEIIHEH.

BHemiHss 3alMcKa TO/DKHA COIEPKATh CIEAYIONIME PEKBU3HTHI: HAMMEHOBAHUC YUPEHKICHIA,
BHJ JOKYMEHTA, 1aTa JOKYMCHTa, PETMCTPALMOHHBIH HOMEp, MECTO COCTABJICHIL, Ha3BaHKE
JIOKYMEHTA (3arojoBOK K TEKCTY), €Ccli TeKCT Gonee 4 — 5 CTPOK, afpecar (BI), TEKCT, IIOIIHCH
PYKOBOAUTENS YIPCSHICHHUA.

BHyTpeHHsS 3alKCKa JODKHA COJACPXKATh CISHYIOIHE PCKBUSUTHL BUJ JIOKyMEHTa, [ara
IOKyMEHTa, Ha3BaHUe JTOKyMEHTa (3arojioBOK K TEKCTY), €C/IH TEKCT Gosee 4 — 5 CTPOK; afpecart
(bI), TEKCT, MOANMCH (C YyKAa3aHHUECM [OJDKHOCTH, dammwiny, HHUNMANOB). lloAmuchiBaeT
BHYTPEHHIOIO JOKIAHYIO 3aIUCKy COCTABHTCIIb.

3.7.4. Pa3sHOBHIHOCTBIO AOKJAMHOW 3allUCKM SBISIOTCH IPCACTaBJICHMI. OHM HUCTIOJIB3YIOTCH
TpU JJOKYMEHTHPOBAHHH ~ KaJpoBOH  JEATENBHOCTH M COCTABJIAIOTCA PYKOBOJHUTEIEM HITU
3aMecTHTENIeM pyKoBoauTens. TIpecTaBaeHUs COCTaBNMOT B Cydasx MOOMIPeHIT pabOTHUKOB,
HaJT0KEHUS B3BICKaHUM, IPOBEACHUS aTTECTallH.



3.8. Axm

3.8.1. AKr— [OKYMEHT, COCTABICHHBIH W IIOJAMHUCAHHBIA  HECKONBKMMH  JIHIAMH
¥ IOATBEPIKNAIONIHMI YCTAHOBICHHEIE (haKTHl ¥ COOBITHA.

AKTEL COCTAaBISIOTCS IO Pe3yJbTaTaM pPEBU3HH (QHHAHCOBO-XO3AMCTBEHHOH JEATEIBHOCTH,
npreMa — Nepefady e, NPOBEPKH HAIMINs, NHBEHTapH3aLUK 1 JIP.

AKT COCTAaBISeTcs KOMECCHMOHHO (HE MEHEe JBYX COCTaBHTENEH) WM  CICHHAIBHO
YIOJHOMOYEHHBIM J0JDKHOCTHBIM JIMIIOM.

3.8.2. AKT ohopMIISETCS Ha CTaHIAPTHEIX JIACTaX Oymaru mpudrom Times New Roman (Cyr)
pasmepoM Ne 14 1 uMeeT CleTYIOMNE PEKBU3UTHIL.

['pud yTBEpKIEHHs BKIIOYACT CJIOBO «YTBEPXKHairo», KOTOPOS MEYaTacTCsA IPOTMCHBIMA
6ykBaMH, 0e3 KaBBIYEK, HAVMCHOBAHME MO/DKHOCTH JIMLA, YTBCPXKIAIOLIErO aKT, JMIHYIO
HOJIKCH, €€ pacmuGPOBKY U JaTy.

CloBO  «yTBEPXK/aw», HANMCHOBAaHME JIOJDKHOCTM JIMI@, YTBEPAUBINCIO  JIOKYMCHT,
pacimdpoBKa HOJIICH | JaTa pasaeiaoTes 1,5 MeKCTPOIHBIMY HHTEPBATAMH.

HauMeHoBaHHE BHAa [JOKyMeHTa — axT. HawmeHoBaHwe BuJA NOKyMEHTa OTACIACTCA
OT OpeIBIAYINEro pPEKBH3UTa 3 ONMHAPHBIMA MEKCTPOYHBIMM HHTCPBAIAMH, IICHATACTCH
PONMCHBIMH OYKBaMU, BBLIENSETCS MWPUPTOM APYrodi HACBIEHHOCTH H BRIDABHUBACTCA
IO LIEHTPY.

Homep odopmirsiercs apabckumu dpaMu U TIEJaTaeTes IMOCIIE CI0Ba akT, Ha TOM K€ CTPOKE.
JlaTa akTa JIO/DKHA COOTBETCTBOBATH JHIO aKTMPYEMOTo (aKTa MK cobpiTia U odopMIIgeTCA
CIT0BECHO-IIH(PPOBEIM CIIOCOO0OM depe3 2 OAMHAPHBIX MECTPOYHEIX MHTCpBasa OT 3ar0/I0BKa.
MecTo H31aHUA YKA3ELIBAETC HA OJHOM JIMHUM ¢ JaTOH.

3arof0BOK OTAENSETCA OT MPENBIAYIIEro pPEeKBH3HTa 3 OAMHAPHBIMH  MEXCTPOTHBIMH
MHTEpBAlaMK, [edaraeTtcs depe3 | HHTEpBal, BBIICIACTCA IOTYKHPHBIM mpudToMm, H
BEIPABHHBAOTCA T10 EHTpY. ToUKa B KOHIIE 3aT0JIOBKA HE CTABHTCA. B 3arojioBke k TEKCTY akTa
yKa3blBaeTcs Ha3BaHME WIM KPATKOE COMACPXKAHME AKTHBHPYEMOTO (akTa Wi COOBITHA.
3aroJI0BOK JOKEH OTBEUaTh Ha BOMpoc: «O geM?» COCTaBlieH akT, HampuMmep: «O BBIICICHUH
K YHHYTOXKEHUIO JTOKYMEHTOB U JIe]I, He MOIeKAIHX JaIbHEHIIEMY XPaHCHHUIO.

Tekct OTHENAETCS OT JaTHl M MECTa W3JaHUS aKkra 3 MCXKCTPOYHBIMH HHTCpBajlaMd H
nieyaraeTcs depes 1,5 uHTepBana.

TeKCT aKkTa COCTOUT M3 IBYX YacTel — BBOAHOM U KOHCTATUPYIOIIEH.

BBojHas YacTh TEKCTa aKTa HAYMHAETCS CIOBOM «OCHOBaHME:) MOCIE KOTOPOro YKa3blBacTCA
HaYIMEHOBaHHUE JOKYMEHTA, IIOCITYKHUBIIET0 OCHOBAHHEM I COCTaBICHUA aKTa, ero jaTa, HOMEp
1 3aI'0JIOBOK.

C HOBOHl CTPOKM OTJIEBOM TIpaHHIBl TEKCTOBOIO IOJNA JOKyMEHTa medaraeIci CJIOBO
«COCTaB/IeH», CTAaBHTCS JBOETOUME, M Jajlee MNEPeUMCIIOTCS (GaMIIMM ¥ HHULIKATIBL
cocTaBuTeneit akTa Wik cocTaB KOMHCCHH.

daMuInY WICHOB KOMYCCHH PaclojiaraloTcs B al(haBUTHOM MOPSIIKE.

KoHcTaTHpyIOImas 4acTh TEKCTa akTa HauMHaeTcs ¢ absana. B Hel M3NaraloTes eiH, 3ajaid
¥ CyIIECTBO paGoThL, IPOCTAaHHOM COCTaBUTE/IMY aKTa, €€ pe3yJIBTaTHI.

B KOHIIE TEKCTa YKa3pIBAIOTCS CBCOCHMA O KONMYECTBE HANCUaTAHHBIX SK3CMIUIIPOB aKTa,
MECTE MX HAXOXKICHHA WU aJpecaTaxX, KOTOPHIM OHM HAIIPABIIAIOTCA.

KonH4ecTBO JK3EMIUIAPOB aKTa ONpPENENAeTCS KOIMYECTBOM 3aMHTEPECOBAHHBIX CTOPOH HIIH
HOPMATHBHBIMH TIPaBOBBIMH JIOKYMEHTaMH, PETJIAMEHTHPYIOIMMH COCTaBIICHUE aKTa,

IToAmuch OTHENAETCA OT TEKCTa 3 OAMHAPHBIMU MEKCTPOYHBIMU HHTEPBAIaAMU.

AKT TONNHCHIBAaeTCA TMpeceaaTe]IeM KOMHCCHH M BCeMH JIMIIAMM, NPHHUMABIIMMH y4aCTHC
B €r0 COCTABJICHHUH.

4. TIpaBuna oopmiieHHsI JOKYMEHTOB
4.1. Obugue mpebosanus K 0hpopmnenuio 0OKymMenmoe
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4.1.1. OdopmieHHe TOKYMEHTOB B MAJIOV Ne 302, BEICHUIa€MBIX 33 €ro IPECIBl, CICAYeT
TIPOH3BOIHTH Ha OQUIMATBHBIX GIaHKaX MAJIOY Ne 302. BHyTpeHHHE JOKYMEHTBI MAJIOY Ne
302 HamneKUT 0GOPMIIATH Ha YHCTHIX JIMCTaX MaImmHOMMCHOM Oymaru gopmata A4 u AS.

B OTOCHBHEIX cIydasx (HampuMep, A TPWIOKCHUH K JIOKYMCHTaM, pesomomyit ¥ T. II.)
JOITyCKAeTCsl UCIIOIb30BAHNE MAIIMHONHMCHO} Gymaru dopmata A3 u A6.

4.1.2. Tlpu MOATOTOBKE JOKYMEHTOB PEKOMEHIYCTCS NPUMCHATE TexcToBHIit pemakrop Word ¢
pcronpzopanueM wpupros Times New Roman 12-M (wis  odopmieHHs TaOIHIHEIX
marepuaios), 13, 14, 15-M Keruem, TimesNewRoman12, 13, 14-M xerjem 49epe3 OAHMH - NiBa
HHTEpBaJIA.

4.1.3. Ilpum moAarotoBke TalNMYHBIX ITOKYMEHTOB (manpuMep, M pa3spabOTKH OTYETHO-
CTATHCTHYECKHX (GOPM U T. IL) JOIYCKACTCS NMPUMEHATH CTaHAapTHBIC cpencTBa TabIHYHOTO
penaxropa Excel for Windows. 11pi MOAroTOBKe Ipe3eHTALIMOHHBIX (BH3yaIbHBIX) JOKYMEHTOB
(cxem, auarpamMM, rpagukoB u T. IL.) JONMyCKAeTcsi MCIONB30BaTh CTaHIAPTHBIC CPEICTBA
penakTopa npeseHTanuit Power Point for Windows.

T'padhsl ¥ CTPOKH TAGMMIIBI JOJDKHB! HMETh 3ar0OJIOBKH, BRIPAKCHHEBIC HUMEHEM CYIIECTBUTEIbHBIM
B MMCHMTEILHOM mmajexe. I1on3arofoBkH rpad H CTPOK ODKHBI OBITH COTJIACOBAHBI C
saronoBkamy. Eciy TaGnuiy mevataioT Gonmee 4eM Ha OJHOH CTPaHMIC, rpadsl Tabmmie
06s3aTe/BHO HyMEPYIOT H Ha CIIEAYIOIIMX CTPaHUIAX CTABAT TOIBKO HOMEpPA STHX rpad.

4.2. bnanku MAJOY.

4.2.1. Toxymentst MAJZIOY Ne 302 odopmisiorcs Ha ouIMANEHEIX OlaHKaX M HMCIOT
YCTaHOBJICHHBI! KOMIIEKC 06A3aTeIPHEIX PEKBUSUTOB M MOPANOK MX PaCIIOIOKECHHS.

BilaHK# JOKYMEHTOB M3TOTAaBIHBAOTCA TUIIOTPaCKuM crocoGoM WM METOIOM ONEPaTHBHOM
nonurpadyy Ha CTRHIAPTHEIX IMCTaX OyMaru dopmara A4, AS.

B 3aBHCAMOCTH 0T PAcIIONIOKEHHs PEKBU3UTOB YCTAHABIUBAIOT JIBa BapyaHTa 6J1aHKOB: YIJI0BOH
U TIPOJIOJIBHBIH.

4.2.2. B MAJIOY Ne 302 uCTIojib3yI0TCs CIEAYIOMHC BHBL OJ1aHKOB:

- GraHK KOHKPETHOTO BHJa JIOKyMEHTa

- o6mmii 6mank MAJIOY Ne 302- ¢ ykasaHHEM HAUMCHOBaHHA (ua Gymare dpopmara A4 u AS)
-GMaHK MHCbMa - € YKa3aHHeM HaMMCHOBaHMA MAJZIOY Ne 302 wu CHpaBOYHBIX
naHHEX.CrpaBoyYHEle JaHHBE 00 OpraHu3alMi BKIIOYAOT B ce64; IOYTOBEIN aapec, HOMEP
TeneoHa U APYTHE CBEJEHHS [0 YCMOTPEHHIO OpraHu3aliH (HoMmep (axcoB, Tenepakca, CICTOB
B GaHKe, afpec IEKTPOHHOM MOYTHI U 1P.).

4.3. Adpecayuu OOKymeHmA.
43.1. JIOKyMeHTHI, BbICBUIAEMBbE 3a MpEZE]bl JETCKOro cana, aapecyior IpeANPUATHAM,
OpTaHH3AIEAM, YUPEKACHHAM, MX CTPYKTYPHBIM IOJPASACICHIAM, JNO/UKHOCTHBIM — HJIH
GbU3MIECKUM JIMLAM.
43.2. Tlpu anpecaumu JOKymeHTa O0e3 yKka3aHus KOHKPETHOTO JIOJDKHOCTHOTO  JIMILIA,
HauMEHOBaHHME apecaTa MAMETCA B IMCHUTEIBHOM ITaIeXKe.
43.3. Ecium anpecaToM sB/IAETCS KOHKpETHOE JODKHOCTHOE JIMIO, TO HaMMEHOBAHHUE
OpraHM3alMil M CTPYKTYPHOTO MOJpPA3NE/CHHUA YKa3BIBAlOT B UMEHHTEIBHOM Tafeke, a
JODKHOCTh ¥ (haMMIMIO IOJDKHOCTHOTO JIAUA - B JATEIBHOM, MPUYEM MHHIMAIIB] YKa3bIBaIOT
nepen gammitieli, HanpuMep:
Otnen OGpasoBaHus
VO UKMO r.Kazauu o ABHacCTpOUTEIEHOMY
1 HoBo-CaBHOBCKOMY paiioHaM
[naBHOMY OyXraiaTepy
D. ®. 3apunosoit
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43.4. Tlpu angpecanuu JOKYMEHTAa HENOCPCIACTBEHHO PYKOBOAHTENIO  OpraHU3allii
HaMEHOBAHHE IOC/IeqHE BXOAUT B COCTaB HAaMMEHOBAaHHA NO/UKHOCTH ajpecara, NOJLKHOCTD
JIMIIA YKA3EIBAIOT B JIaTEILHOM IaJieke, HalpuMep:
HauansHKKY oTeNa 00pa3oBaHusg
YO UKMO r.Ka3anu 1o ABHaCTPOUTEIIEHOMY
1 HoBo-CaBHHOBCKOMY paiiOHaM
I'' I".JIaTsimeBoi
4.3.5. TIpu agpecaniu ¥ JOKyMEHTa GU3MICCKOMY JHITY YKa3bIBAlOT HHUIUAJIBI K
dbaMmIus mOJIydaTess, a I0CjIe STOTO - €T0 MOYTOBEIH afpec, HAPUMEp:
M.I1. BuHOKypOBO#
yi1. Bopucorne6exkas, 1. 26, B. 26
r.Kazaus, PT,
450052
BriGop dpopmara GiaHKa Ipy IOATOTOBKE JOKYMEHTa OIPEAEIACTCS B 3aBHCHMOCTH OT obbemMa
Texcra. Ka sl TMCT JOKyMEHTa, 0OPMIIEHHBIN KaK Ha Ganke, Tak U 6€3 Hero J0KeH UMETh
nojs He menee, MM:20 - nesoe; 10 - mpasoe;20 - BepxHee;20 - HIDKHEE.
4.4. Ymeepycoenue 0oKymenma.
4.4.1. JIoKyMeHT yTBEpIIaeTcs AOKHOCTHBIM oM. [Ipu HEO0O0XO0JUMOCTH JONOJHHUTEIbHBIX
NpEeANUCaHAR ¥ DPasbhICHEHWI JOKYMEHT MOXET YTBEPXKAAaThCA CHELHAIBHO HM31aBacMbIM
JOKyMeHTOM: npuKa3oM 3apeayomero MAJIOY, mocTaHOBICHAEM, PCIICHHEM, IPOTOKOJIOM.
4.42. Tlpu yTBEepXKIEHWH JOKYMEHTa TIpHG YTBEPXKACHHA TOJDKCH COCTOATE M3 CJIOBA
Y1Bepiparo (6e3 KaBpdek), HAMMEHOBaHMSA JNOJDKHOCTH JIMIA, YTBEPHKAAOWICIO NOKYMEHT, €ro
TIOITIMCH, MHUIMATIOB, (PaMHJIUH U JAaThl YTBEPKICHHS, HAIIpPUMED:
YTBEpKIAI0
3aBeyOIIHHA
MAJIOV « erckuit cax Ne 302»
’ P.A.Bajuna
(n1M9Has OAIHCH)
nara
4.4.3. JlomyckaeTcs IEHTPUPOBATH KAX/yI0 CTPOKY pexsusuta "I'pud yTBepiaAcHUs JIOKyMeHTa"
10 OTHOIICHUIO K CaMOil JUIMHHOM CTPOKE.
4.4.4. Tlpy yTBEpXICHHM JOKYMEHTa MOCTAHOBJICHHEM, PEIICHUEM, TpPUKA30M, MPOTOKOIOM
rpud YTBEPXKIEHUA COCTOMT M3 CJIOB YTBEPKICH (YTBepxkneHa, YTBEPXKICHB WIH
VTBEpIK/IEHO), HANMEHOBAHHUS YTBEPIKIAMOIIEr0 JOKYMEHTa B TBOPUTEILHOM IIA/ICHKE, €ro JaThl,
HOMeEpa.
4.4.5. I'pud yTBepKAEHUS TOKYMEHTA PACIIONAracTcs B MPaBOM BEPXHEM yrily NOKyMEHTA.
4.4.6. Jlata B rpude yTBEpKOCHHA CTaBUTCA OT PYKH, JaCTUYHO WM IIOJHOCTBIO Habupaercs
Ipy TieYaTaHuy JOKyMeHTa. B mocneqnem ciydyae OT PYKH HPOCTABJAETCS TOJIBKO HHCIIO MM
qUCIIO U MECAIL.
4.4.7. Tpud yrBepKIeHHS TIPUHATO yKa3bIBATh HA HOKYyMEHTaX, TPEOYIOMMX NOTIOIHUTEIBHOTO
YIOCTOBEPEHHA UX MOJUIMHHOCTH M JOCTOBEPHOCTH. ['pud) yTBEpPXKIEHHA NPUHATO CTAaBHThH Ha
CleyIOAX yNPaBJICHYECKHX JTOKYMEHTaX: aKraX, HHCTPYKIHMAX, OT4eTaX, MNepeuHiX,
TOJIOKEHUSAX, NpPOrpaMMax, CMeTaX, CTaHiapTaX, CIPYKTypax M INTaTHOH HMCIIEHHOCTH,
Tapu(HBIX CTaBKax, GpopMe YHUPHUIMPOBAHHBIX JOKYMEHTOB, INTATHOM PAaCIIHCAHWH.
4.5. Coznacoseanue 0OKyMenma.
4.5.1. Ha sranme paspaGOTKH TpPOEKTa JOKYMEHTa B HCKOTOPBIX CIydYasx MOXCT BOSHHKHYTDH
He0OXOMUMOCTh €r0 COINIACOBAHMS C 3aMHTEPECOBAHHBIMM CTOPOHAMH JIOJDKHOCTHBIMHU JIMIAMHU
WIM OpraHu3allisMH. B 3Tux ciydasx cOIJIacOBaHME JIOKyMCHTa oopwiseTcs BHU30M
COOTBETCTBYIOMIErO JOJDKHOCTHOTO JIMIIA WY TPU(OM COTIaCOBAHMS.
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4.5.2I'pud cornacoBaHud OQopMmiIIeTCs B Cilydae HEOOXOOUMOCTH IIPOBENCHHUS BHCIIHETO
COTIIACOBAHMS CO CTOPOHHHMH OPTAHK3AIMSMY (IPEINPUATUAMA, YIPSKICHHIMH).
4.5.3. I'pud cornacoBaHus ¢ KOHKPETHBIM JODKHOCTHBIM JIMIIOM, IPEACTAB/LIOMIM MHTCPEChI
CTOPOHHEH OpraHuM3alyH, BKIIOYaeT B cebs coBo "CorracoBaHo”, HAUMCHOBAHHE NOJKHOCTH
nuna, ¢ KOTOPHIM COTIaCOBaH JOKyMEHT (B T. 4. HAMMCHOBaHUE OpraHu3aIyu), JTHYHYIO
TOJIIHCE, PacIIU(POBKY MOAIICH (MHUIMAIE, GaMIIKA) U AaTy COrNaCOBAHUAL. Hampumep:
CornacoBaHo
[naBHBIA ClIEHHAATKCT OTAENA 00pa30BaHMs
VO UKMO r.Kazanu 1o ABHaCTPOUTEIBHOMY
1 HoBo-CaBnHOBCKOMY paiioHaM

HN.1.ViBaHoBa

(IMYHas MOAIICH)
02.09.2013
4.5.4. Ecnd cornacoBaHde OCYIISCTBILIOT IUCEMOM, NPOTOKOIOM M JIpYrMM JOKYyMEHTOM,
MOATBEPXIAIONMIM (aKT COrNacoBaHMs, TPH( BKIOYAET B Ce0d ero HauMEHOBAaHUE, HOMEp U
Jary, HalpuMep:
CormacoBano
IIpoToxkou 3acenaHus
Komuccun o oxpase Tpyaa
MAJIOY « Jlerckuii cag Ne 302»
ot 02.09.2013 Ne 1
4.5.50. I'pud cornacoBaHMA pacrojiaraloT HIKE PEKBH3HTA "IToamnuce", B IEBOM HIDKHEM Iy
JOKyMEHTA.
4.6. Pezontoyus.
4,6.1. Pesomonms - Kparkoe MHCBMEHHOE IIOPYYEHHE, TOATOTOBICHHOS IO HTOraM
paccMortpenmst mocrynusimero B MAJIOY Ne 302 jpoxyMeHTa. Pesomorusa  obopMmiseTcs
HETTOCPEICTBEHHO Ha JOKYMEHTE - Ha CBOOOJHOM MECTE JIMLEBOH CTOPOHBI IIEpBOML CTpaHMIIEI
WM HA OTAEJBHOM JIMCTKE ¢ yKa3aHWeM pPErucTpaliOHHOr0 HOMEpa M JaThl AOKyMEHTa, K
KOTOPOMY PE30JIIOLHUA OTHOCHTCS.
4.6.2. Pesomonus BKIOYAET B ceOs cBeJicHUs 06 MCIIONHUTENE OpydeHus (HAMMEHOBAHUE €T0
TOIDKHOCTH, (haMU/IMsA, MHHALMAIE]), COAEPXKAHME MOPYYCHHUs, CPOK HCIIONHEHHS, HAUMCHOBAHHC
JOJKHOCTH JIMIIA, OTAABIIEr0 HOPYUYEHHUE, €r0 JIMIHYIO MONKCH U paciuupoBKy, JaTy.
H.K.Banosoit
IIpomry noaAroToBUTH
IPOEKT J0roBOpa ¢
« Catopuc» K nare
(015(0)

(TMYHAS TIOATICE)
JaTa
4.6.3. Bcim pesomonms NpeAnoiaraeT MOPYYeHHE T ABYX d Gosee JHIl, OTBETCTBEHHBIM
UCIIOJIHUTENIEM ABJISETCA JIAIO, YKa3aHHOE B MOPYYCHHUHU IIEPBBIM.
4.6.4. Ha moxyMmeHTax, He TpeOYIOUMX yKa3aHWi 110 HCIIOTHEHHIO U MMEIOMUX THIIOBBIC CPOKH
VICTIOJIHEHHS, B PE3OJIFOIIMM YKA3bIBAIOTCA MCIIOJHHUTEb, IIOAIICE aBTOPa PE30JIIOLIMH, aTa.
4.6.5. Jlomyckaercsa oOpMIEHHE PE30TIOIMU Ha OTACIBEHOM JTUCTE.
4.7. Ilpunosicenue K 0OKyMeHm).
4.7.1. TlpunoxeHue - 3T0 TOKYMEHT, IPUIaracMbelii K OCHOBHOMY IOKYMCHTY. [Ipu Hanuuuu
IPHIOXKEHHH B JOKYMCHTE JIEJIAETCA COOTBETCTBYIOLIAS OTMCTKA, BKIIOYAIOMIAA B celsi CIIOBO
"[pwoseHue", BOCTOTHE H IIePEICHb NPUIAracMbIX TJOKYMEHTOB C yKasaHHEM IOPAAKOBOTO
HOMepa TPWIOXKEHHUs, €r0 Ha3BaHMJ, KONMYECTBA JIMCTOB B HEM, ajpecaTe A Kakioro
9K3EMILJIAPA.
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4.7.2. TIpunoxeHus JOJDKHEI HMETh BCE HEOOXOUMBIE LA JOKYMEHTa PCKBH3HUTHI (na3BaHue,
3ar0JI0BOK, TOTIMCH JIMI], OTBETCTBEHHBIX 3@ X COJICPIKaHHE, JaTy, OTMCTKY O COIIaCOBaHMH M
T IS _

4.73. OTMETKY O HaIWM4YM{ IPHIOXKEHNS, Ha3BaHHOIO B TCKCTE, oOpMIISIIOT CIICAYHOLIMM
o6pazom: [Ipmnoxenue: Ha 8 J1. B 2 9K3.

474, Ecin TpUIOKEHWS HE Ha3BaHBl B TEKCTE, TO MX HANMCHOBAHHA MCPCIMCIAIOTCA C
yKa3aHUEM KOJIMYECTBA JICTOB B KAKJIOM MPUIIOKCHIH U YHC/Ia NX OK3EMILIIPOB, HAIIPUMED:

2. IIpoekT Ha 8 1. B 3 3K3.

Eciy nprioxeHus cOpOIOPOBaHE]L, TO YKC/IO JIHCTOB HE YKa3EIBAIOT.

Eciii K JOKYyMEHTY TIPHJIAraloT APYro# JOKYMEHT, TAaKKe MMCIOIMM IPUI0KEHHE, OTMETKY O
HAIMYMY OPUIOKeHHs 0GOPMIISIOT CIeNyomuM 00pasoMm:

TIpunoxenue: muckMo Pocapxusa ot 05.06.03 Ne 02-6/172 1 npunoxeHHe K HEMY, BCETO Ha 3.
Ecny NpUIOKEHME HANPABISIOT HE BO BCE YKasaHHbIE B JIOKYMEHTE aiipeca, TO OTMETKY O €ro
HAJIMYKK 0(QOPMIISIOT CIIELYIOIMM 00pasoM:

[TpmnoskeHue: Ha 3 1. B 5 3K3.

4.7.5. B NpUIOKEHHH K PAacHOPAUTEIBHOMY JOKyMEHTY (IPHKa3bl, IPaBAJa, WHCTPYKIMH,
TIOJIOMKEHUS, PELICHNs) Ha IEPBOM €TO JIUCTE, B IPABOM BEPXHEM yIIly, ITUIIYT "TIpunoxenue Ne"
C yKa3aHWEM HAHMEHOBAHUS PACIHOPAIMTENLHOrO JOKYMEHTa, €ro IaThl W PerHcTPaldOHHOTO
HOMEpa, HalIpUMED:

[Tpunoxenue Ne 1
K npukazy MAJIOY
Jlerckuii cag Ne 302
ot 05.08.2013 Ne 14-O
4.7.6. CTpaHHMIE JOKYMEHTA U IPHIOKESHUN HyMEPYIOTCS KaK CAMHBIH JOKYMEHT.
4.8. Iloonucanue 00Kymenma.
4.8.1. JIoKyMeHTBI, HallpaBAeMEI€ B BHIIIECTOSAIME OpPraHU3allid U oprassl cyneOHON BJIAcCTH,
noxnuckBaloTes 3asenyromuit MAJIOY Ne 302.
JIOKyMEHTBI, HampaBiseMsle IOJYMHEHHBIM, APYTMM  YYPEKICHMSIM W TpaxjaHaM,
TIOJIHCHIBAKOTCS 3aBEYIONINM, €€ 3aMECTHTEIEM WM HCTIONHSAIOIIMM 00s3aHHOCTH 3aBe/ly ONICH
MAZOY Ne 302.
4.8.2. Tlognucek BKIIOYAET B ceOsf: HAUMEHOBaHKME NO/DKHOCTH JIMIA, MOAMMCABUICIO AOKYMEHT
(IIONHOE, ecii TOKYMEHT ohopMIIeH He Ha OlaHKe TOKYMEHTa, H COKpAallCHHOE - Ha A0KYMEHTC,
oopMIIEHHOM Ha GIIaHKe), IMYHYIO MOJNKCH U Pacli(pOBKY MOATHMCH (vHMITHAATB, QaMHIKA).
Hanpumep:
3apexyromuit MAJIOY [erckuit cam Ne 302
P.A. Bajuna

Wiy Ha OnaHKe:

3aBenyromuii P.A. Badbuna

(JTM9IHAS TIO/IITUCE)

4.8.3. Ilpy moamMcaHUM MOKYMEHTa HECKOJBKHMH JO/DKHOCTHBIMM JIMIAMH HX IIOJAIHMCH,
PACTONAraloT OHY IIOf JPYrodf B IOCIEZOBATEIBHOCTH, COOTBETCTBYIOMICH 3aHUMAaeMOii
nJommkHocTH. Hampumep:

3aBenyromui ____P.A.Ba¢una
(JIHYHAs TOATIKCH)
3aBemyronmuii X03HCTBOM JI.®. Ubarymiun

(MMYHAS TIOATMKUCE)
IIp¥ MOMMCAHHH COBMECTHOTO JOKYMEHTA IIEPBEIH JMCT 0QOPMIIAIOT HE Ha OaHKe.
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484.B [OKyMEHTaX, COCTaBICHHBIX KOMHCCHEH, YKa3blBalOT HC JIODKHOCTH JIHI,
TIOANMCHBAIOMIKX JOKyMEHT, & HX OOA33HHOCTH B COCTAaBE KOMHCCHM B COOTBEICTBHHM C
pacmpeneneHueM. Hampumep:

Ilpencenarenb KOMUCCHU P.A. Bapuna
(nMMYHAas DOJIHCE)
YJIeHBI KOMUCCHM: JI.C. IllarumyuiiHa

(;IMYHAS MOJTIHCE)
U.I'. lazusyumiHa

(MMYHAs TOJTINCE)
4.8.5. EciM IODKHOCTHOE JIMIO, MOJNMCH KOTOPOTO 3aroTOBJIEHAa HAa MPOCKTE NOKYMCHTE,
OTCYTCTBYET, TO MOKYMEHT MONMHUCHIBACT JIMIO, WCIOTHAIOMES Cro 0013aHHOCTH, HWJIH
samMecTHTeN b, Llpu 9TOM 00s3aTensHO  yKaspiBaeTcs —(akTHYecKas —JODKHOCTH  JIMI,
[OJIMMCABINEr0 AOKYMEHT, M ero Gamuius (MCHIPAaBICHHS MOXHO BHECTH OT DPyKM WIH
MaIIMHOIMICHBIM crioco0oM, Hampumep: "#.0.", "3aMm."). JlomyckaeTcs MOMMUCHIBATE JOKYMCHT
TIPOCTaBJICHUEM KOCO#i YePTHI Iepe/i HANMEHOBAHUEM JI0JDKHOCTH.

5. Opranuzanus J0KyMEHTO000pOTAa H HCIIOIHEHHS JOKYMEHTOB
5.1. Opzanusayua 0oKyMermoooopoma
5.1.1. JIpmxenue moxymentoB B MAJIOY Ne 302 ¢ MOMEHTa MX CO3JaHHA (momy4eHus) 10
3aBepIICHHUs UCIIOIHEHHS (OTIPABKH) IOCIEIHIX o6pasyeT T0KyMEHTO000POT.
5.1.2. TlopsAmoK TPOXOKACHWS JOKYMEHTOB PCIIIAMECHTHPYETCA HACTOSINECH WHCTPYKIIHEH,
TaGeeM  yHUQHMIMPOBaHHBIX (OpPM  JOKYMEHTOB, MOJNOKCHUAMH M JODKHOCTHBIMHU
HHCTPYKITHAMM MX paOOTHHKOB.

5.2. Opzanuzayus 00CMAGKU 0OKYMEHMOE

5.2.1. JlocraBka mokymento B MAJIOY Ne 302 1 3a ero Opeie/ibl OCyIICCTBIACTCS CPECTBAMMU
TIOYTOBOM, KYpPbEPCKOil ¥ 3IEKTPOHHOMU CBA3H. '

5.2.2. TlocpencTBOM MOYTOBOH CBA3M NMPOM3BOAMTCA OTNPABKA U IOMYIEHHE MPOCTEIX ITHCCM,
OTKpHITOK, OaHAEPOJIEH, MOCEUIOK U MIeYaTHBIX, B T. 4. HEPHOANICCKHX W3JaHUH.

5.2.3. C moMOLBI0 KyphEPCKOU CBS3M OTIPABISIIOT M MOMYYArOT 3aKa3sHyl0 KOPPECIIOHICHIUMIO
(IpHKa3bl, PACIOPKEHMA, MHCBMAa M TPOYME JTOKYMEHTHl BBINIECTOAMIMX OpraHu3almii),
COZIEPIKAIIYI0 BAJKHYIO HIH CPOUHYIO HHYOPMALHIO.

5.2.4. DIEKTpOHHYIO CBA3b NCIONB3YIOT [UI1 OTIHPaBKA M MOIYYCHHA TeIeTpaMM,
TenedakcorpaMm, 3MEKTPOHHBIX JOKYMEHTOB.

5.2.5. OTBEeTCTBEHHOCTh 34 IOJIHYI0O M CBOEBPCMEHHYIO OTIPaBKy H IIOJy4CHHC ciyxeOHO
KoppecroHIeHIn HeceT 3apenyomuit MAZIOY Ne 302.

5.3. ITpuem, obpabomxa u pacnpedeneHue 6X00AULUX O0OKyMeHmOo6

5.3.1. Jloxymentsl, nocrynaromue B MAJIOY Ne 302, BCKPHIBAIOT, IOCHE 4E€r0 NCPEAAIOT Ha
PacCMOTpEHHE 3aBElyIOMEMY, & 3aIeM B COOTBETCTBHH C €C pPCIICHHCM (pe3omonei)
HAIPABISIOT HENOCPEACTBEHHBIM HCTIOHUTEILAM.

5.3.2. C moCTyIUICHHEM CIyK¢OHOH KOpPECIOHACHIIUN COTPYHHUK, OTBETCTBCHHBIA 3a
JIeTONPOM3BOJICTBO, TIPOBEPsieT NMPABUIBHOCTh €€ MOCTABKH, & TAKKE LETOCTHOCTh YIAKOBKH
JOKyMeHTOB. KOHBEpTHl C JOKYMEHTaMH BCKPBIBAIOT, 33 HCKIIOYCHHCM HMMCIOIIAX TOMCTKY
"u4yHO".

53.3. B 3aBMCHMOCTH OT ajpecalliii [JOKYMEHTHl HampaBiIfiOTCA Ha TNPEABAPHTCIBHOC
paccmotpenue 3asenyromeit MAJIOY Ne 302 uy HEIIOCPEACTBEHHO TEM IOJKHOCTHEIM JIUIAM,
KOTOpPEIM OHM IIpeJHa3Hau€eHB! (TPH HATMYAY Ha JIOKYMCHTC COOTBETCTBYIOLIEH OTMETKH).
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5.3.4. TlpemBapHUTENbHOE PACCMOTPEHHE NOKYMEHTOB IIPOU3BOAUTCA zapemytommeit MAJIOY Ne
302¢ IENBIO0 PACIpEelIeHUs X MEXIy OTBETCTBEHHBIMH HCIIOTHUTC/IAMH. Pemenne 00 aToM
oopmigeTcs B BUJIE PE3OIIOLMH.

5.3.5. PaccMotpeHHsIe JokyMmeHTHl 3aexyiomuii MAJIOY Ne 302 1u4HO BHOCHT COICPXKAHME
PE30IOLHH, TIOCHE Yero JOKyMEHT NepeAactCs Ha HCTIOTHEHUE OIDKHOCTHOMY JIILY.

5.4.0cobennocmu pabomsi ¢ I1EKMPOHHBIMU OOKYMEHMAMU

5.4.1. B yupe:KOeHHUHU CO3JAI0TCS U UCIIONB3YIOTCA:

— JNEeKTPOHHBIE JOKYMEHTBL, CO3/aBaEMBIC B DJIEKTPOHHOM QopMme Oe3 mpeaBapUTEILHOIO
IOKYMEHTHPOBaHHS Ha OyMa)kHOM HOCHTEIIE;

— 3JIEKTPOHHEIE 00pa3bl JOKYMEHTOB, IOJYYCHHEIS B PE3Y/bTaTe CKaHMPOBAHMA JOKYMEHTOB
¥ XpaHsIMecs B CHCTEME SIEKTPOHHOTO JOKYMEHTO000pOTA.

5.4.2. ITlpumem wuoTmpaBka O3IEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCA OTBEICTBEHHBIM
3a BEJCHHE JENIONPOU3BOACTBA B YIPEIKICHUH.

54.3. DIeKTpOHHBIE JOKYMEHTHI CO3JAlOTCA, 00pabaThIBAIOTCA W XPAHATCA B CHCTEME
3IIEKTPOHHOIO JOKYMEHT0000pOTa yUperKIeHH . -

5.4.4. DIEKTPOHHEIA MOKyMEHT JOKeH Obth  odopMiueH MO ofmuM  IpaBHIaM
[ETONpPOM3BOJCTBA M UMETh PEKBH3HUTHl, yCTAHOBICHHBIC JUIA aHAIOTHYHOrO  JOKyMCHTA
Ha GYMaKHOM HOCHTENE, 33 HCK/IOUCHHEM OTTHCKA NEeYaTH M H300paKEeHHA I'ocyiapcTBEHHOTO
rep6a Poccuiickoii @enepanuu.

5.4.5. Jlnd noATBEpKACHMS TOMIMHHOCTH — DJICKTPOHHBIX  JIOKYMEHTOB B YHUPCHKICHAN
HCIIONB3YIOTCS 3JIEKTPOHHbIE U(GPOBEIC MOIIICH.

Vcnons3yeMble CpelcTBa MEKTPOHHON LE(POBO MOAMMCH HOIDKHEI OBITH cepTHdUIHIPOBAHEL
B YCTaHOBJIEHHOM IIOPAIKE.

5.5. Hugpopmayuonnaa 6e30nacHocmp

5.5.1. udopManmoHHBIE PECYPCH YUIPCHKICHHUS II0 TOCTYILY (BO3MOXHOCTH HCIO/Ib30BAHMA)
MOApPA3JEIMIOTCS HA OTKPHITYIO (0OIIENOCTyNHY0) MH(QOPMALHMIO, cayxeOHylo HHOOpMAIMIO
1 MHQOPMAIIMIO OTPAHUYEHHOTO PacIpOCTPaHEH!s (HOCTYIa).

K KkaTeropus OTKDHITOM MHGOPMAIMH OTHOCHTCS MH(OpMALsd, COAEpXAlascs B JOKyMEHTaX
¥ Ga3ax JaHHBIX YIPEXKICHHs, HETIOCPEICTBEHHO 3aTparuBaioas rpasa i HHTCPECH! TPakKIaH.

K kaTeropuu ciyke6HOH MHPOPMAIMH OTHOCHTCS MH(GOPMALHM, COAEpHAINAiLCS B TOKyMEHTaX
v 6a3aX JAHHBIX VYPeXIEHHS, TpeIHA3HAYeHHas A JODKHOCTHBIX JIMII i pabOTHHKOB
YUPEXK/IEHHS, TIPU BEIMOTHEHMH MMH CBOMX (YHKIMOHATBHEIX 00A3aHHOCTEH, HE 3aTparnBaiomasl
HANpAMYIO IIpaBa M MHTEPeCHl TIPaXJaH M HE OTHOCAINAACA K KaTeropud OrpaHMuCHHOro
pacrnpocTpaHeHus (JOCTyIa). :

K xareropum uHOGOpMAnMH OrPaHHYCHHOIO  PacIpOCTPAHCHUA (mocTyma) OTHOCHTCA
uHbOpMALMA, COAEpXKAINA’CS B JOKYMeHTax U 0a3ax [aHHBIX, BKIIOYAIOWAs CBEJCHHA
KOH(DHUICHIIHAIBHOTO XapaKTepa.

Bes mHdOpManus, cojepiainasics B JOKyMEeHTax ¥ 0a3aXx MaHHBIX YIPCKICHUA, [0 YMOTIAHHIO
SBIAETCS OTKPHITON M 06IIeNoCTynHON. VICKIIoUeHHE COCTaBiIseT UHGOpMalHs, OTHECCHHA
K KaTEropusaM CIIyXKeGHOM U OTpaHNYIEHHOr0 PacTIpOCTPaHeRus (10CTyIa).

5.5.2. Jluunsie nena pabOTHMKOB, JHYHBIC KApTOYKM pPaGOTHUKOB, TPYAOBEIC KHIDKKH
paGOTHHKOB, IPUKa3H! 110 JTMYHOMY COCTABY NOJDKHBI XPAHUTHCS B CeH(e Wi B METALTMICCKOM
mxagy.

BIaHKA TPYJOBHIX KHIDKEK II0 Mepe HEeoOXOIMMOCTH BBIAIOTCA OTBETCTBCHHOMY JIHMILY, MIIM
PYKOBOJMTEIO. 3aIIUCH B TPYAOBOH KHIDKKE HOAMMCHIBACT PYKOBOAUTEIb YIPCHACHUS.

5.5.3. VYcraHOBKa M SKCIUTyaTallds MPOTPaMMHOTO 0O0eCleucHus, MOMYYCHHOTO U3 JFOOBIX
WICTOYHHKOB ¥ BBITIOJIHAIOMEr0 (YHKIMH, HE CBA3aHHBIE HEMOCPEACTBEHHO C BHINOIHCHHEM
pabOTHMKaMM CBOMX JODKHOCTHBIX 00A3aHHOCTEH, KaTeropHIeCKH 3apeIicHa.
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5.5.4. Bes npencTaBiaeHHas B JMIEKTPOHHOM BuAe MHGOpMalMs, IOCTYIAKOLIAs B YUYPEIKICHHE,
B 00s3aTeNBHOM IOPAZAKE MOUIEKHUT IPOBEPKE AaHTUBUPYCHBIMH CPEACTBaMH.

5.5.5. DIeKTpOHHAs II0Y4Ta MOXKET HCIOJIB30BAThCSA IIOJIB30BATEIAMH TOJBKO Ui OOMEHa
uH(OpMaIueif, OTHOCAIIEHCS K KaTerOpuH OTKPHITOI U CIIy)KeOHOM. 3anpelieHo MCIIoab30BaTh
3JIEKTPOHHYIO ITOYTY JUIA Iepeadyd MHGOpMaIy, OTHOCSIIEHCS K KaTeropuM OrpaHHYeHHOTO
pacIpocTpaHeHus.

6. M3roroB/ieHHe H HCIOJb30BaHHe NeYaTeH H MITAMIIOB
6.1. VupexaeHue ¥MeeT KpyDIyI0 IedaTh C HaMMEHOBAaHHEM YYPEXKICHMS 10 YCTaBy H
PEKBM3MTAaMH JETCKOTO cajia, 6JIaHKu cO CBOMM HAaUMCHOBaHMEM.
6.2. Ileyatm W3roTaBIMBAIOTCA B CTPOr0 OlPAaHWYEHHOM KOJHMYECTBE M MCKIIOYHUTEIBHO
B ciyeOHBIX lensx. PemeHue o HeoOXOAMMOCTH H3rOTOBJICHMA Ie4YaTedl H MX KOJIMYECTBE
IIPUHUMAET PYKOBOJMTEND YUPEXKIECHUS.
B ciyuae cmyxe06HON HEOOXOOMMOCTH IO PEIICHHIO 3aBEAYIOLIEH OIYCKAETCs M3rOTOBJICHHE
JOIMOJIHUTENBHBIX IK3EMIUIIPOB MeYaTei.
6.3. ITeuaTrpi0 3aBEpPSIOTCSA IOAMMCH PYKOBOAMTENS, €TI0 3aMECTHTENEH, ITTaBHOr0 Oyxrairepa,
a TaloKe JIPYIMX JAOJDKHOCTHBIX JIMI[, KOTOPBHIM IIPHKAa30M YYPEKICHHSA WIH JOBEPEHHOCTHIO
IIPENOCTaBJIECHEl COOTBETCTBYIOIIME IIOJTHOMOYHI.
6.4. IleyaT ¥ MITAMIIBI XpaHATCSA B HAJIC)KHO 3alIMPalOIUXCs MKadax.
OT1BETCTBEHHOCTh 32 3aKOHHOCTH UCIIONIb30BaHKs U HAEXKHOCTh XPaHEHUs [1eYaTeH BO3aracTes
Ha PYKOBOIMTENS YIPEKICHHU.

7. OpraHu3anusi 10KyMeHTOB B /1€JIONPOH3BOACTBE
7.1. Homenxnamypa den
7.1.1. Opranmzamus JOKYMEHTOB B MAEIONPOH3BOJACTBE MPEACTABIACT COOOH COBOKYIIHOCTH
BUMOB paboT, ofecmeymBalOIMX COXPAHHOCTh, YY€T, CHCTEMaTH3aldl0 [JOKYMEHTOB,
¢dopmupoBanre W OoQopMIIEHHE IE€T B JCIONPOM3BOJACTBE, U HX IEpeAady B apxwB B
COOTBETCTBHY C YCTaHOBJICHHBIMH TPeOOBaHUAMHU.
OcHOBHBIMH BHaMu paGoT, 00ecHeUMBAIOIUMH IPABUIBHYI0 OpraHM3allui0 IOKYMEHTOB B
IeNIOMPOU3BOJCTRE, SBJISIOTCSA COCTABICHUE HOMEHKIIATYPHI e/ M 0hOpMIICHHE ACI.
7.1.2. HomeHKIaTypa aen - CHCTEMaTH3UPOBaHHEIM ITepeYeHb 3ar0I0BKOB (HAaMMEHOBAHHM) el
MAJZIOY Ne 302 ¢ yka3aHueM CPOKOB HX XpaHEHH.
HomenkiaTtypa aen npeJHasHaueHa Jjis OpraHu3aldy I'PYIIIUPOBKH MCIIOJIHEHHEIX JOKYMEHTOB
B JieNla, CUCTEMATH3alliy M y4YeTa J1eJI, ONpPe/AeICHHs CPOKOB MX XPaHEHMA M ABJIAECTCS OCHOBOM
JUIS COCTAaBJICHHA OIHCEH [eN MOCTOSHHOrO M BpeMeHHOro (cBeiuie 10 yieT) XpaHeHHs, a TaKKe
IUIsL ydeTa Jiest BpeMeHHoro (1o 10 eT BKIIOYUTENBHO) XpaHEeHHS.
7.1.3. Ilpu cocTaBIeHMH HOMEHKIATypHI JeJl pyKoBoACTBYIoTcs YcrasoM MAJIOY Ne 302,
NOJIOKEHUAMH © pa3mmyHoit pearensHoctH MAJIOY Ne 302, ero cayx0ax, IITATHEIM
paclucaHueM, IJIaHaMU M OTYeTaMu O paboTe, MEPeIHAMHU JOKYMEHTOB ¢ YKa3aHUEM CPOKOB HMX
XpaHeHus. M3yuaroTcs ToKyMeHTHI, oOpasytomecs B aestensHocTd MAJIOY Ne 302, ux Buikl,
COCTaB U COAEPIKaHUE.
7.1.4.B MAZIOY Ne 302 cocTaBISIOTCS HOMEHKIATYpHl HeN KaXnod ciaykObl M CBOJAHAs
HOMEHKJIaTypa Jell.
7.1.5. CBognas HoMeHKnatypa geix MAZIOY Ne 302 cocraBisercs 3aBeAYIOIIHIA.
7.1.6. CBogHasg HOMEHKIATypa Jiell yTBepxkaaercs 3apenyromuit MAJIOY Ne 302.
ITocne yTBepKACHHSA CBOHOM HOMEHKIATYPHI Aei ciry>k6s1 MAJIOY Ne 302 noy4aroT BEIIIACKA
U3 COOTBETCTBYIOILIHMX €€ pa3AeiaoB UIs HCIOIb30BaHUs B pabore.
7.1.7.Y TBepKACHHBIN YK3EMIUIAP HOMEHKIIATYPHI el ABIAETCA JOKYMEHTOM IMOCTOSSHHOTO CpoKa
XpaHeHus
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7.1.8. CBonnas HoMmeHkiarypa aen MAJIOY Ne 302 exerogHo YTOYHSETCS, YTBEPXKIAETCH H
BBOJMTCS B JAeHCTBHE C | CEHTAOPS CIIEAYIOIIETO TOa.

7.2. Opzanu3zayus onepamueHozo XpaneHua 00KymeHmoe

7.2.1. PaGOTHVKH, OTBEUAIOLIHE 32 JEJIONPOU3BOCTBO, HECYT OTBETCTBCHHOCTH 338 COXPaHHOCTE
JNOKyMEHTOB U JIeJ.

Jena pasMemaroT B CHENHaIbHO OTBEACHHBIX IUIA STON LENM IOMEMICHHUSX B 3allMParoIIrecs
mKadbl, ceM(Bl U T.I., YTOOBl O0ECIIEUUTh MX COXPAHHOCTh M 3AINUTY OT BO3JAEHCTBHSA IBLIH
H COJIHEYHOTO ¢BeTa. B menidX NOBBINEHUA ONCPAaTHBHOCTH IIOMCKAa JOKYMEHTOB, Jelia
pacnojararoTcsi B COOTBETCTBMM C HOMEHKIaTypoit aen. HomeHknarypa [en Mid BBIITUCKA
13 Hee NIoMeIaeTcs Ha BHYTpeHHeH cTopoHe mKkada.

Ha xopemkax 06102€eK A€l YKa3hIBAIOTCS HHICKCHI eI 10 HOMEHKJIaType.

7.2..2. Briiaua Jien U Komuii JOKYMEHTOB IPYTHM IIOJB30BATENAM MPOU3BOJUTCS C paspelieHus
pyKoBoaMTENS YyupexjeHus. Jlena BRIJalOTCA BO BpeMEHHOE MOJIB30BAHHE Ha CPOK He Ooiee
ofaHoro mecana. [locne ucreyeHus ykazaHHOTO CpPOKa JeI0 JTOJDKHO OBITH BO3BPAILEHO Ha MECTO
ero XpaHeHus.

CTOpOHHHM TNOJNB30BATEISIM [efa BBIAIOTCS HA OCHOBAHHMM HX IIHCHMEHHBIX  3alPOCOB
C paspelieHns pyKOBOJUTENS YUPEKICHUS 10 aKTaM.

H3parne noxyMeHTa U3 el IOCTOSHHOTO XPaHEHUS AOMYCKAeTCS B MCKIIOYHMTENBHBIX CIIydYasx
Y IPOM3BOJMTCA C pa3spelIeHus pPYKOBOOUTEIS YUYPEXKICHHWSA, IIPHU ITOM B Jelle OCTaeTcs
3aBEPEHHAs KOIUA JOKYMEHTA U aKT O MPUYMHAX BBLIAYY [0/ JIUHHHKA.

8. 3aka0YnTeAbHBIC MOT0KEHUS
8.1. Cpoxk pefictBus MHCTpYKIHH - 10 3aMEHEI HOBBIM,
8.2.MAJIOY Ne302 obecnieunBaeT JOCTYIIHOCTh M OTKPHITOCTh HHOOPMAIIMH ITyTEM Pa3sMeLIeHHs
HacTosmel MucTpykuyun Ha opHIMaIbHOM caliTe IETCKOro cajia B CETH MHTEpHET edu.tatar.ru.
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