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1. O6mue nonoxenng,
1.1 Hacrosmas Uncrpykuus no BEACHUIO NleonpousBocTa B MAJIOY «Jlerckuii caj
Ne 250 KOMOMHMpOBaHHOTO BiIa» (nanee-MAJIOY No 250) paspaGorana B HCIIAX palMoHaIBHOH
OPTaHHU3aLMK 10KyMEeHTaLHOH OO obecnieuenns nestenbrocTy B cepe nokymenTammn 1
&  HHpopManuu (z(anee-I/IHCprKunn).
1.2 Konrpons BENICHUA enonponsBoactea MAJIOY Ne 250 OCYIIECTBJIsIeT
3aBCAYIOIIHIA, KOTOPLIii qaeT YKa3aHus 110 BONpocam opraumsamuy U BeJIeHus

14 Henocpencreennoe BE/leHue ienonpounsBoictea p cayxbax MAJIOY Ne 250

JAOKJIa/IbIBAIOT 3aBenyromemy MAJIOV 250.
1.6 Uncrpykims pactipoctpansiercs kak na TPATULHOHHOE ACTIOTIPOM3BO/ICTBO, Tak U Ha
Opranusauuio paborer ¢ AAOKYMEHTamu, co3aBaeMpivu CPCACTBAMH 371eKTPOHHO-

BBIYUCIIATEIIEHOM TEXHUKH. b

L7 Beimosnnenue YTBEPKACHHOI WHCTpyKimu 00s3aTenbHO s KaX10ro cotpyaumka 4
MAJIOY Ne 250, {
1.8 Topsizok PaboTk ¢ nuchmam, SASABJICHUAMU U Kanobamu COTPY/IHUKOB U 1

2. Jlokymenrsi, HeobXoanmBbIe npy ynpasiaenuu MAJIOY No 250).

2.1 TIlpu No/iroToske, cornacopanumy, NOANMCanNN u yTBepIeHIY JAOKYMEHTOR
HE00X0MMO cobmoaTs TpeGoBanus, obecneunsaromme IOPHARYECKYIO CHITy 10KyMeHTOB
BO3MOXHOCT MX 06paboTky ¢ HMCTI0Ib30BaHNeM cpejcTr YJICKTPOHHO-BBIYUCTUTETBHO
TEXHHKH.




2.2  CocraB IOKYMEHTOB, 00pa3ylomux B HpOIEcCe AEATEIbHOCTH, OMPENENIETCS: €To
KOMIIETEHIIMEN U QYHKIUSAMU; KPYTOM YIIPaBICHUYECKUX JEHCTBUM, OPSAIKOM pa3perieHHs
BOIIPOCOB  (€MHOHAYAJIBHBIM WM KOJUIETHAJbHBIN); XapaKTepoOM B3aUMOJECHCTBUS MEXKIY
00pa30BaTEIbHBIMU YUPEKICHUSAMU U IpYTMMU opranuzauusmu. B cocraB nokymenros MAJIOY
Ne 250 BxomaT:
- OpraHM3alMOHHbIE JTOKyMEHTHI (YcTaB, JOroBopsl 00 oOpa3oBaHuM, KoJUIEKTUBHBIN 10OTOBOD,
JIHA, nOmKHOCTHBIE MHCTPYKIMHU COTPYJHUKOB, IITAaTHOE pacHucaHue, MpaBuia BHYTPEHHETO
TPYJAOBOTO pacnopsika, TPyJAOBbIE JOTOBOPHI U Ip.);
- pacnopsIuTeNbHbIE JOKYMEHTHI (ITPUKa3bl, THCTPYKLUHU, PACTIOPSDKEHUS U T. 11.);
- THQOPMAIIMOHHO-CIIPAaBOYHbIE JTOKYMEHTBI (IIPOTOKOJIbI, IUIaHbI, OTYETHl, CHPABKH, aKThI,
JIOKJIaJTHbIE U OOBACHUTEIbHBIE 3AMMCKH, MUCbMA, TEJIETPaMMBI U JIp.).
2.3. JIoKyMeHTHI, KaKk TpaBmio, opopmisitorcss Ha Onankax MAJIOY Ne 250, COOTBETCTBYIOIIHUX
I'ocynapcrBennomy cranpapty PO (I'OCT P 6.30-2003), momkHBl cOAep)kKaTh YCTAHOBIIECHHBIN
KOMIUIEKT 00513aTeIbHBIX PEKBU3UTOB IPU COOTBETCTBYIOLIEM MX PACIOJIOKEHUU.
3. Oco0eHHOCTH NOATOTOBKH U 0()OPMJICHUSA OTAECIBHBIX BHI0B J0KYMEHTOB

3.1.1.Ilpuka3 - npaBoBoii akT, uzgaBaemslii 3apeayomuiit MAJIOY Ne 250. On BCTynmaeT B CUITy C
MOMCHTA TOANKMCAHMS 3aBEAYIOIINNA, €CIM B TEKCTE HE yKa3aHO JPYroro cpoka. IlommucaHHBIH
MIPUKA3 PETUCTPUPYETCSI.

[Tpukazamu OGOPMIISIOTCS pEIICHUS HOPMATHBHOTO XapakTepa [0 BOIpPOCaM OpraHH3aIluu
TUTAHUPOBAHUS, OTYECTHOCTH, YYCOHO-BOCHHMTATEIBLHOTO IpOIlecca, JICUeOHO-TPOOUIAKTHISCKUX
MEPOTIPUSATHH, bu3HIecKoro pa3BUTHS, (UHAHCOBO-X035HCTBEHHOMN JCSTCIIBHOCTH,
BHEITHEAKOHOMHYECKOHN JCATSIIBHOCTH, a TAaK)KEe 10 ONEPATUBHBIM, OPTaHU3AIIMOHHBIM, KaJJPOBBIM
U APYTUM BompocaMm BHyTpeHHel padbotet MAJIOY Ne 250.

[IpoekTsl MpUKa30B MOArOTaBIMBAIOT PAOOTHUKM, HAa3HAUYEHHbIE OTBETCTBEHHBIMU 3a BEICHUE
JIeJIONPOU3BOJICTBA HA OCHOBAaHMU TOPYUYEHHUS 3aBEAyIOUIEro JIMOO B HMHUIMATUBHOM TMOPSIKE.
3.1.2. JlaToii mpukasa sSBISETCS J1aTa ero MOMUCaAHUS.

3.1.3. Ilpukasbl 10 OCHOBHOW (aIMUHUCTPATUBHON U (PUHAHCOBO-XO3SIMCTBEHHOMN) IS TEIHHOCTH,
0 JIMYHOMY COCTaBy, O 3aUMCIEHUU U OTYUCICHUH BOCHUTAHHHUKOB, (HOPMHUPYIOTCS W
HYMEpYIOTCS OTJIEIBHO B Mpejeiax KaJleHIapHoro roja.

3.1.4. Konuu nprka3oB WK KX Pa3MHOKEHHBIC dK3eMIUIIPHI 3aBepstoT nedarbio MAJIOY Ne 250
¥ HampaBJsIOT MO ajJpecaM B COOTBETCTBUHU C YKa3aTEIEM PACCBUIKH, KOTOPBIA COCTaBISIET U
HOJIMTUCHIBACT UCTIOTHUTEITb.

3.1.5. Tlpukas umeeT cienyronue peKBU3UTHI:

- HAUMEHOBAHUE YUPEKICHUS;

- HAUMEHOBaHUE BHUJIA JJOKYMEHTA;

- IaTy ¥ HOMEp JIOKyMEHTa;

- 3aTOJIOBOK K JIOKyMEHTY;

- TEKCT JIOKyMEHTa,

- TIOJITHCh;

- BU3BI;

- OTMETKY O MPUJIOKECHHH.

3.1.6.HaumenoBanne MAJIOY No 250 yxkasbiBaeTcss B monHOW ¢Gopme - MyHHIMIAIBHOE
ABTOHOMHOE  JIOIIKOJIbHOE  oOpa3oBaTenbHOE  yupeknaeHue  «Jlerckmii cag Ne 250
KOMOMHHpOBaHHOTO BHaa» HoBo-CaBuHOBcKkoro paiiona r.Kazanu. IleuaTaroT meHTpUpOBaHHBIM
crocoOoM (Ha4yaJlo W KOHEIl KaXJIOW CTPOKH PEKBU3WTA PAaBHO YAAJNEHBI OT TPAHMI] 30HBI
PacroJ0KeHUsl PEKBU3UTOB).

3.1.7. HaumenoBanue Buaa nokymeHra - "llpuka3" (mmocie Homepa Nnpukasa UCIOJIb30BaTh JIUTEP
«JIC»):



- mpu OOPMIICHUH TPUKA30B TIO JIMIYHOMY COCTaBY B pabOTe HCIOJIB3YIOT YHU(DHUIIMPOBAHHBIC
dbopmbl, yTBepkaeHHble [loctanoBinenuem I['ockomcrarom Poccum ot 05.01.2004 Ne 1 «OO0
YTBEpPKIeHUU (OpM TEepBUYHONW YUYETHOW MOKYMEHTAIIMM 10 Y4YeTy TpyJda W €ro OIUIaThD»
COTJIACHO MIEPEYHIO:

Home |HaumeHnoBaHue Gpopmsl ®op
p Mar
hopm

BI

T-1 [Ipukas (pacnopsipkeHue) o npueMe pabOTHHKA Ha paboTy A4
T-la |Ilpuka3 (pacnopsbkeHue) o npremMe pabOTHUKOB Ha paboTy A4
T-2 JInuHas kapTouka pabOTHHUKA 2A4
T-3 [lItaTHOE pacniucanue A4
T-5 [Tpuka3 (pacnopsbkeHrue) o TmepeBojie pabOTHUKA Ha JIPYTyio padboTy A4
T-5a |[Ipuka3 (pacnopsbkeHue) o TMEpeBOje PaOOTHUKOB Ha JAPYTYIO paboTy A4
T-6 [Ipuka3 (pacnopsbkeHre) O MNPEIOCTaBICHUU OTIMYCKa paOOTHUKY A4
T-6a |[Ipuka3 (pacnopsbkeHHe) O TMPEIOCTaBICHUM OTIMYyCKa pabOTHUKAM A4
T-7 I'pacduk oTmyckoB A4

T-8 [Tpuka3 (pacnopsbkeHne) O TMpeKpaleHuu ACUCTBUS TPYAOBOTrO Joropopa |A4
(koHTpaKTa) ¢ pabOTHUKOM

T-8a |[Ipuka3 (pacmopsbkeHne) O TMpeKpalleHuu ACUCTBUS TPYAOBOTrO JgoroBopa |A4
(koHTpakTa) ¢ pabOTHUKAMU

T-9 [Tpuka3 (pacnopsbkeHre) O HampaBJICHUU PaOOTHUKA B KOMAaHIMPOBKY A4

T-9a |Ilpuka3 (pacniopsbkeHuE) O HAIpaBJICeHUU PAOOTHUKOB B KOMAaHAUPOBKY A4

T-10a | CinyxeOHoe 3aaHue I HalpaBJIeHUsI B KOMaHJAUPOBKY M OTUYET O €T0 A4
BBINIOJTHEHUH

T-11 |IIpuka3 (pacnopspkeHHE) O TOOIPEHUH PAOOTHHUKA A4

T-11a |IIpuka3 (pacnopsbkeHHe) 0 TOOMPEHUH PAOOTHUKOB A4

- 10 OCHOBHOW (aJMUHHUCTPATUBHOW M (PUHAHCOBO-XO3SIMCTBEHHOW) MAEATENHHOCTH U TIO

BOCIIUTaHHUKAM (JIETSM) UCIIOJIb30BaTh TUTEP «O» U «JI» COOTBETCTBEHHO.

3.1.8. 3aronoBOK JOJIKEH KPATKO U TOYHO OTPAXXaTh COAEPIKAHUE TEKCTa MpUKa3a. 3arojoBOK, Kak

npaBmwio, GOpMyJIHUpyeTcs B TMPEAJIOKHOM TMajexe, Hampumep: "O BeliaTe pabOTHUKAM

yUpeKaACHUS..." .

3aroyioBok mevaTtaroT mpudToM, 0e3 ab3almHOro OTCTyMHa, pacroJyiaras Ha CTPAHUIE B JIEBOM

BEpXHEM yTIy. 3aroJIOBOK, COCTOSIIINI U3 IByX U OoJiee CTPOK, pacrlojaraioT Ha CTPaHUIIEC Yepes3

OJIUH MEXXCTPOUHBIA UHTEpBaJl. TOUKY B KOHIIE 3aT0JIOBKA HE CTaBAT.

3.1.9. TekcT oTaensieTcss OT 3aroJioBKa ABYMSI-TPEMsSI MEXKCTPOYHBIMU MHTEpPBalIaMH, I1€4aTaeTcs

14,12 xernem uepe3 OWHAPHBINA UHTEPBAJI TEKCTOBOTO IOJIS ¥ BBIPABHUBAETCS 110 JIEBOW U MPaBOU

rpaHuiiaM TekcToBoro moJjs. [lepBast crpoka ab3aria HaUMHAETCs HA pacCTossHUM 1,25 cM OT JieBoi

TPAaHUIIBI TEKCTOBOTO MOJISL.

TexcT mpukasza MOXKET COCTOSATh M3 JBYX 4YacTeil: KOHCTaTupyromed (mpeamOynbl) u

pacopsIUTENBHOM.

B xoHCcTaTHpyIOIIei YacTH KpaTKO MU3IAraroTcs Ledu U 3a/1a4H, (aKThl U COOBITHS, MTOCTYKUBIITUE

OCHOBaHMEM Uil u3daHus Tmpukaza. OHa MokeT HauuHaTbcs cioBamu "B mensx...", "B

cooTBeTcTBUU...", "Bo uncnonnenue..." u 1. n1. Ecium npuka3z u3gaeTcs Ha OCHOBaHUM JPYroro

JOKyMEHTa, TO B KOHCTaTUPYIOIIEW YacTU YyKa3blBAlOT HAMMEHOBAaHUE 3TOr0 JIOKYMEHTa B

TBOPUTEIBHOM MAJIEXKE, €ro JaTy, HOMEP U 3arojIOBOK.

B oTaenpHBIX CiydasiX KOHCTaTHUPYIOUIEH Y4acTH MOXKET MPEIIecTBOBATh MpeamOyia U3 OJHOTO -

IBYX TPEMIOKEHUN, B Kparkoi Qopme oTpaxamias CcyTh IpUKa3a, HO TpPH O3TOM HE
3



nyOnupyromasi ero 3arojioBok. OObMHO MpeaMOyIly MCHOJIB3YIOT JJIsi TOTO, YTOOBI YIPOCTUTH U
COKpPATUTh (POPMYIIUPOBKY 3aroyioBKa.

PacnopsinurenbHass 4YacTh  OTHAENSETCS OT  KOHCTAaTUPYIOLIEH  CIIOBOM  «IIPUKA3bIBAIO».
PacniopsimuTensHas 4acTh JOMDKHA COACPKATh MEPEUUCICHUE MPEINUCHIBAEMbIX JIEUCTBUN C
yYKa3aHUEM HCIIOJIHUTENSI KaXJI0ro JEHCTBHUS U CPOKOB HCMONHEHHUs. PacmopsaurenbHas 4acTh
MOXKET OBITh pa3lieJieHa Ha MYyHKTbl M MOAMYHKTHI, KOTOPble HYMEPYIOT apaOCKuMU Iudpamu.
Kaxnapiii MyHKT pacnopsiAMTENbHOW YacTH HAYMHAECTCA C YKa3aHUs KOHKPETHOIO JEHCTBUS,
BBIPAKEHHOTO TJIarojoM B HeompeneseHHON (opme. JeficTBUS OJHOPOIHOrO XapakTepa MOTYT
OBITH TMEpPEYUCICHBl B OJHOM IyHKTE. B KauecTBe HCHOJHUTENEH YKa3bIBAIOTCS CIYXKOBI WU
KOHKpPETHBIE TOJDKHOCTHBIE nunia. [locneqHuii myHKT pacnopsIuTeIbHON YaCTH MOXET COACPKATh
CBEJCHUS O CIIyk0e MM JOJDKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIOXKEH KOHTPOJIb HMCIIOIHEHHS
MpuKasa.

Ecau nmpukas u3aMeHsieT, OTMEHSIET WIH JIOTIOJHAET paHee U3AaHHBIM JTOKYMEHT WM KaKOe-TO €ro
MOJIOKEHHE, TO OJIUH U3 MYHKTOB PAacHoOpsAIUTENIbHON YacTH TEKCTa JO0JKEH CO/AEePKaTh CChUIKY Ha
OTMEHSIEMbIH JJOKYMEHT (ITyHKT JOKYMEHTAa) C yKa3aHHUEM €ro JIaThl, HOMEpa U 3aroyioBka. TekcT
MyHKTa HEOOXOIMMO HauMHATh cioBaMu "[Ipu3HaTh yTpaTUBIINM CHIy...".

B npuxka3 He cnenyer BkitoyaTh nyHKT "lIpuka3 moBectu a0 cBeaeHwus...". J[OMKHOCTHBIE NUIIa
MAJZIOY Ne 250, 10 cBenieHUs! KOTOPBIX JAOBOAAT MpPUKa3, EPEUUCIISIOTCSA B yKa3aTesle PacChUIKH,
KOTOPBI HCIIOJTHUTEIh TOTOBUT BMECTE C IPOCKTOM TMpuKaza. B mpukasze mMoa MOAMUCHIO
JOJHDKHOCTHOTO JiMIa ykasbiBaeTcsi rpud «C mnpukazoM oO3HAKOMIICH(BI)»: € mMOcieayrouleit
MOAMKCKIO BCEX JIMII, YKa3aHHBIX B TIPUKA3E.

3.1.10. Iloamuce BKIOYAaEeT B ce0s HAUMEHOBAHHE JIOJDKHOCTU, WHULIMAIBI U (HaMIIIUIO JIUIIA,
o0a/iaroIero NpaBoM M3JaHus MPUKa30B, a TAKXKE CUTHATYPY (JIMUHYIO MOJIMHUCH) OCIEAHETO.
[Ipuka3pl MOANMMCHIBAET 3aBEIYIONIMI, a B €€ OTCYTCTBHE - HCIOJHSIOMMN 00g3aHHOCTH
3aBeIyIOIETO.

3.1.11. Bussl BKIIOYAIOT B ceOsl MOJIHOE HAaMMEHOBaHHE MIOJDKHOCTEH BHU3UPYIOLIUX, JIMYHBIC
HOJIMUCH, paciu(pPOBKY MOJIUCEHN U 1aTy.

3.1.12.0¢dopmienue NoaMUCH, BU3BI 1 OTMETKHU O MPUIIOKEHUU MPOU3BOJIUTCS B COOTBETCTBUH C
nyHkTamu MHCTpyKuu.

3.1.13. Brinucka-konusi ONpeielIeHHOW 4acTH MOMJIMHHOTO JIOKyMeHTa. B BbINKMCKe W3 MpuUKasza
COJIepKaTCsl BCe PEKBU3HUTHI MPUKa3a A0 PACIOPSAUTENbHON yacTu. M3 pacnopsauTenbHON YacTu
OepyT TOJBKO Ty MHPOPMAIUIO, KOTOpas HEOOX0AMMa B KaXKIOM KOHKPETHOM ciydae. Brimucky
3aBEePSAIOT MPOCTABICHUEM OTMETKU «KOMHS BEPHA» U MOIMUCHIO 3aBEPSIOIIETO.

3.2. Ilonooswcenue. Ilpasuna. Hncmpykuus.

3.2.1. Ilonoswcenue -NOKyMEHT, YCTAaHABIUBAIOIINI CUCTEMHO CBSI3aHHBIE MEXIy COOOW MpaBuia
M0 BOIIPOCaM, OTHECEHHBIM K KOMIIETEHIIMH HECKOJIbKUX JOKHOCTHBIX JIUI WK ciy:k0 MAJZIOY
Ne 250.

3.2.2. Ilpasuna - 5HOKYMEHT, 3aKpCIUISIONIUNA HOPMBI M TpeOOBaHUs, 0OsS3aTEIbHBIC IS
BBITIOJTHEHUS JTIOJDKHOCTHBIMU JUIaMu U ciayxOamu MAJIOY Ne 250 B mpoiiecce moBceIHEBHOM
JIeSITEIIbHOCTH.

3.2.3. HUncmpykyusi - NOKYMEHT, TMPEANHUCHIBAOIINNA TMOPSIOK OCYIIECTBICHUS KaKoW- JTH00
JeSITEIIbBHOCTU WM TIOPSJIOK MPUMEHEHHUS OTACIbHBIX MOJ0KEHUH HOPMAaTUBHO-TIPABOBBIX aKTOB B
ycnoBusax ¢pyHkimornupoBanus MAJIOY Ne 250.

3.2.4. TlonoxeHusi, mpaBWia W WHCTPYKIMU TPUMEHSIOTCS B KaueCTBE CaMOCTOSTEIIbHBIX
OpraHU3allMOHHO-PACHOPSIAUTENbHBIX ~ JOKYMEHTOB. BBeneHue B AeiicTBUE  yKa3aHHBIX
OpraHU3allMOHHO-PACTIOPSIAUTENBHBIX JOKYMEHTOB OCYILECTBIISIETCS C  YTBEPXKICHHEM UX
3apeaytomieit MAJIOY Ne 250.

3.2.5. Ilopsaok MOArOTOBKH MPOEKTa MOJOXKEHUsS, MPaBWJI U WHCTPYKIUI aHAIOrM4YeH oOIemy
MOPSAJIKY TIOJITOTOBKH IMPOEKTOB HOPMATHUBHBIX aKTOB.



3.2.6. Pemienne o mopsiake MPUHATHS TOJIOKCHUW, TPABWII, HHCTPYKIIUN HAXOIUTCS B BEICHUU
MAJOY.

3.2.7. YtBepxaenue opopmisiercs B hopme rpuda yTBep KISHHS MK IyTeM U3IaHus MpHKa3a 00
WX YTBEPKICHUH.

3.2.8. Jlaroii momnoxxeHus (MpaBwWi, WHCTPYKIUI) SBISICTCS JlaTa €r0 YTBEP)KICHUS, €CIIA B
COJIEpKaHUU JJOKYMEHTa 3TO HE OTOBAPUBAETCS B OT/IETLHOM ITyHKTE.

3.2.9.1lonoxenue (mpaBuiia, WHCTPYKIMS) Ie€YaTaeTcsl Ha OJIaHKE YCTAaHOBJIEHHON (HOPMBI
mpudrom Times New Roman Cyr 14-m,12-M kernem.

3.2.10. TlonoxxeHue UMEET CIEAYIOMNE PCKBU3HUTHI:

- HAUMEHOBAHUE YUPEKICHUS,

- HAUMEHOBAHKE BUJA JOKYMEHTA;

- 1aTy yTBEPKJACHHS U COTJIACOBAaHUS IOKYMEHTA;

- 3aT0JIOBOK K JIOKYMEHTY;

- TEKCT JJOKyMEHTA;

- OTMETKY O MPHUJIOKECHUH.

3.2.11. [IpaBwiia, UHCTPYKIIUSI UMEET CJICIYIONINE PEKBU3UTHI:

- HAMMEHOBAHKE BUJA JOKYMEHTA,;

- 1aTy JOKYMEHTa YTBEP KICHUS U COTJIACOBAHUS IOKYMEHTA,

- HOMEp JOKyMEHTA;

- 3ar0JIOBOK K JJOKYMEHTY;

- TEKCT IOKyMEHTA;

- TIOJIMKUCh O3HAKOMJICHUS C IOKyMEHTOM;

- OTMETKY O MPHUJI0KCHHH.

3.2.12. HaumenoBanme MAJIOY Ne 250 ykaspiBaercs B TONMHOW ¢opMme 10 YcTaBy
(MyHununaibHOE€ aBTOHOMHOE JIOIIKOJIbHOE 00pa3oBaTenbHoe yupexaeHue «Jlerckuit cag Ne 250
KoMOuHMpoBaHHOTO BUja» HoBo-CaBuHoBckoro paiiona r.Kazanu, neyaraercst ueHTpupoBaHo). B
TeKcTe aomyckaeTcs cokpamieHHoe «MAJIOY Ne 250» (6e3 kaBbIYEK) B LENAX PalMOHAIBHOTO
UCIOJIb30BaHUs OyMa)KHOTO pecypca.

3.2.13. HaumeHnoBanue Buaa qokymenTta - "[lonoxenue" - monosusercs npeaiorom «O», «O06».
3.2.14. Jlata noxymeHTa opopMiIsieTCs CIOBECHO-ITUGPOBBIM (YUCIIO IU(paMu, MECAII TPOIHCHIO
(B pomuTenbHOM Majiexke), roa nudpamu ¢ gonoaHenunem "r.", Hanpumep, 25aprycra 2013 1.) win
udpoBbM (25.08.2013) ciocobom.

3.2.15. 3aroioBOK K TEKCTY MOJOXEHHUS (OpMYyIUpYyeTCs B MPEJIOKHOM Majexe (0TBedaeT Ha
BoIpoc "o uem?"); 3aroJ0BOK K TEKCTY MpaBUI GOPMYITUPYETCS B POJUTEILHOM Majexe (OTBeUaeT
Ha Bompoc "dero?"); 3aroJIOBOK K TEKCTY HMHCTPYKIHH (POPMYITHpPYETCS B POJUTEIHHOM TaIeiKe
(oTBeuaeT Ha Bompoc "koro?").

3.2.16. TekcT MOKyMEHTa M3JIaraeTcsi OT TPEThEro JUIAa €IWHCTBEHHOTO WJIM MHOXKECTBEHHOI'O
gucina. B Tekcre mcmonb3yroT cioBa "mgomkeH", "ciemyer", "HeoOxomumo", "3ampermnaercsa’, "He
nonyckaercs'.

3.2.17. TexkcT moKyMeHTa OOBIYHO OTKpPBIBAETCs HEOOJBINOM mpeamOyoi uiu pasnenoM "OO0rmiue
MOJIOKEHUSI'", B KOTOPBIX YKa3aHbl OCHOBAHUS ISl pa3pabOTKU JTOKyMEHTa, €ro Ieib, 00JacTh
MPUMEHEHHsI, OTBETCTBEHHOCTH 32 HapYIICHHE YCTAaHOBJICHHBIX MTPaBUJI U TEXHOJIOTUH U T. TI.
3.2.18. Tekcr AOKyMEHTa TMOJOXKEHUS (MIPaBWJI, HHCTPYKIIMHU) MOXET OBITH pa3fielieH Ha TJIaBbl,
MyHKTHl W TOJMYHKTHL. [JIaBbl JOKHBI MMETh Ha3zBaHWs. VX HyMepyloT PUMCKUMU WU
apabckumu 1upamu. Hymepanuio myHKTOB U MOJIIMYHKTOB JOKYMEHTa MPOU3BOJAT apaOCKUMU
U pamu.

3.2.19. Eciu MOKyMEHT U3MEHSET, OTMEHSET WM JOTOJHIET paHee U3AaHHBIN JOKYMEHT WJIH €T0
OTJICTbHBIC TOJIOKEHHS, TO 00 ATOM JIETAETCSl COOTBETCTBYIOIIEE MTPUMEUaHNE B 3aKIIFOUUTEITHHOM
MyHKTE.



3.3. IIpomoxon
3.3.1. TIpoTokoa - MOKYMEHT, (PUKCHUPYIOIIUN COICpKAHUE COBEMIATCIIEHBIX MEPONPUITHA U
MPUIAIONINN IOPUANIECKYIO CHITY IPUHSATHIM Ha HUX PEIICHUSM.
3.3.2. IIpoToKoN COCTaBIIsIETCS HAa OCHOBAaHMM PabOYMX 3amuceil, MPOM3BEACHHBIX BO BpEMs
COBEIIIAaHMN, a TAK)KE Pa3IMIHBIX MACHMEHHBIX MATEPHANIOB (TE3UCHI JOKJIAIOB W BHICTYIICHUH,
CIPaBKH, IPOEKTHI PEIICHUH U JIp.).
3.3.3. Benenue 3anucu Bo BpeMsl 3aceaHusi, cOOp MaTepruaioB W MOJTOTOBKA TEKCTa BO3JIAaracTCs
Ha CEKpeTaps KOJUIETHAIBHOTO OpraHa WIH COTPYAHUKOB, TOTOBHBIIIMX BOIIPOCHI K OOCYKICHHUIO.
3.3.3. TekcT mpoTOKOJa JOJDKEH OBITh MOJATOTOBIICH HE TMO3[HEE YeM Yepe3 TPU JHS C MOMEHTa
MIPOBE/ICHUS COBEIIIAHUSI.
3.3.4. TlomWMHHWKYU JOKYMEHTOB 1O BOIPOCaM, PaCCMOTPCHHBIM Ha 3aCElaHUU, HAIPAaBIISIOTCS
JUTS TIOANIMBKY B JICJIO BMECTE C BBIITUCKON U3 MTPOTOKOJIA O TIPUHATHIX PEIICHUSIX.
3.3.5. IIpoTokos uMeeT cleayomue peKBU3UTHI:
- HANMCHOBAHUE BHJIA JJOKYMCHTA,;
- IaTy JIOKyMCHTA,
- HOMEp JIOKyMCHTA,
- 3aT0JIOBOK K JIOKYMEHTY;
- TEKCT JIOKyMCHTA,
- TOJITHCh;
- BU3BI;
- OTMETKY O MPHUIIOKCHHH.
3.3.6. IIpotokon nevararoT ¢opmara A 4 mpudrtom Times New Roman 14-m,12-m kernem wim
MUIITYT BPYYHYIO.
OdopmiieHue peKBU3UTOB MPOTOKOJIA MPOU3BOAUTCS C COOIOICHUEM HIDKECTIEAYIOIINX MPaBUIL:
3.3.7. HaumenoBanue nokymenta - "[Ipotokon" - meyaraercst OT rpaHUIIbl BEPXHETO OISl OJlaHKa
NEYaTHBIMU OYKBaMH, MOTYKUPHBIM HIPUDTOM.
3.3.8. 3arosoBOK K TEKCTy HPOTOKOJA COJEPKUT Ha3BaHHE IPOTOKOIBLHOTO MEPONPUITHS
(coBemlanue, 3aceqanue, coOpaHue) U HaMMEHOBAaHUE KOJUIETHAJIBHOTO OpraHa, pabota KOTOpPOTro
IPOTOKOJUPYETCs. 3aroJioBOK B IMPOTOKOJE OTHENSETCS OT MNPEIbIAyIIEro PEKBU3UTA JBYMs
MEKCTPOUHBIMH HHTEPBAJIAMU U PACIIONAraeTcsl IEHTPOBAHO OTHOCUTENILHO PEKBU3UTOB OJIaHKA.
3.3.9. Jlara mpotokoia odopmisieTcss B cooTBeTcTBUM ¢ 1. 3.1.11.
3.3.10. TekcT mpoToKoOIa MIeYaTaeTcs 4Yepe3 OANH MEKCTPOUHBIN HHTEPBAI.
3.3.11. Kaxnprit pa3aen npoTokoyia HyMepyeTcs apaOCckoi 1udpoii.
3.3.12. Tekct npoToKOia, KaK MPaBUIIO, COCTOUT U3 IBYX YacCTeHl - BBOJHOW U OCHOBHOM.
3.3.13. BBomHas uacTh TEKCTa COJIEPKUT CBEIACHHS O TMpejacenaTene, CeKperape,
MPHUCYTCTBYIOLIUX, OTCYTCTBYIOIINX, IPUTIIAIICHHBIX U O TIOBECTKE JTHSI.
Jljis nun, JOTONHUTENHHO TPUIJIANIEHHBIX HAa COBElIaHue u3 4ucia coTpyaHukoB MAJIOY Ne
250, moMrMoO (paMWIUNKA ¥ UHUIIUAJTIOB, YKA3bIBAIOT 3aHUMAEMYIO JTOJKHOCTD, a JUIsl CIIEHUAINCTOB
U3 IPYTUX OpraHu3aluii - TOJDKHOCTH M Ha3BaHWE OpraHU3alluy.
CnoBa «lIloBecTka nmHA» pacmojiararoTcsi ILEHTPUPOBAHO, IIOCJIE€ HHUX CTABUTCS JBOECTOYHE.
Bomnpocsl noBecTku aHS HyMepyroTca. Kaxblii HOBBIM BONPOC Medatraercss OT 1-ro mojgoKeHHs
tabynstopa. [locnenoBaTenbHOCTh PACTOJIOKEHUS BOMPOCOB OMNPEACNSETCS CTENEHBI0 UX
BakHOCTH. DOPMYIHPOBKA BOMPOCOB MOBECTKU JHS HauMHaeTcs ¢ mpeayoroB "o", "o0". Jlokman
(otuer, cooOmieHue, wHGOpPMAIKsA), HAUMCHOBAHHE JOJDKHOCTH, HWHHUIHMAIBI W  (paMuIHIO
JOKJIalYMKa TUITYT B POAUTEIHLHOM majexe. He BkiIouarh B MOBECTKY AHS NyHKT '"Pasnoe".
Kasxpiii Boripoc 10KeH ObITh KOHKPETU3HPOBAH.
3.3.14. OcHOBHas 4acTb TEKCTAa COCTOUT U3 PA3/EIOB, COOTBETCTBYIOIUX IMyHKTaM MOBECTKH JIHS
MPOTOKOJIBHOTO MEPOTIPUATHSL. TEKCT KaXXA0ro pas3zesia u3aararoT B IOCIEI0BATEIbHOCTH:
"Caymwanu - Beictymwim - IlocranoBunm (Pemmnm)". OTu ciioBa mne4araroT NPONUCHBIMHU
OyKBaMHU.



3.3.15. Ilepen cnoBom "Cnymanu" cTaBUTCS HOMEp BONpoOca IMOBECTKH JHSA, IOCIE HEro -
nBoeroure. damunus AOKIAqUMKa MEYaTAeTCs B MMEHUTEIBHOM IMaJeXe OT |-ro MmoJoxeHUs
nevatatroiiero ycrpoiictsa. Ilocne pamunuu cTaBsaTCs MHULMAIBI, 3aT€M JIBOCTOUYHE, KaBBIUKU U
MUIIETCSl COAEpX aHUe JoKiana B ¢GopMe NpsMOW peud, KaBbluKM. OCHOBHOE cOAEpkKaHHE
JOKJIaJIOB M BBICTYIUICHMA H3JIaraercss B TEKCTE IMPOTOKONA Te3UCHO. IlomHble TEKCTHI
BBICTYIJIEHUN (JIOKJIa/l0B), 3aBEPEHHBIE MOJANUCHIO COOTBETCTBYIOIIMX JIMI, HpHJIAraroTcs K
NpoToKONy. B mocinenHem ciiyqae B TPOTOKOJIE JAENAETCA CHOCKA: "TEeKCT BBICTYIUIEHUSA
npuiiaraetcs” (B MpoTokosie 0e3 KaBbIYeK).

OOcyxaeHUIO JOKJIaJa MOTYT MpPEeAlIeCTBOBAaTh BOMPOCHl K JOKIAAYUKY, KOTOpPbIE BMECTE C
oTBeTaMu BKIOUaroT B pazgen "Caymanu". Ilepen 3anmuchbro Kaxaoro BOMpOca YKa3bIBAKOTCA
MHULMANbI, (paMuiInsg M JODKHOCTh €ro aBTopa M craBuTca ABoeroune. ConepikaHue Bompoca
3anuchiBaeTcs B hopme npsimoit peun. Ilepen popmynupoBkoit oTBera nuuietcs cioso "Otet" (B
MpOTOKOoJIe 0e3 KaBbIYEK), CTABUTCS JBOETOYME M 3alKCHIBAETCS OTBET B (hopMe MPSAMOM peud B
KaBbIUKaX.

Xoxa oOcyxaeHus Jokiaga oTpaxaercsa B pazaene "Bwictynunu". Ilocne crmoBa "BwicTymuian"
CTaBUTCA JBoeToune. PamMWIMIO BBICTYMAIONIETO MUINYT B HMMEHUTEIBHOM THajaexke oT 1-ro
MOJIOXKEHUsI  [eYaTarollero yCTPOMCTBA, 3aTeM YKa3bIBAIOTCS HMHULMAIBI U JIOJDKHOCTb
BBICTYTAIOIIET0, CTABUTCS TUPE U CO CTPOYHOM OYKBBHI MeYaTaeTcsi CoJep KaHUE BBICTYIUICHUS B
(dhopme KOCBEHHOM peyH.

[lpunsteie pemenusi cogepxarcsi B pazgene "[locranoBunu (Pemmnm)". Ecim  pemenuit
HECKOJIbKO, OHM HyMEpYIOTCsl apaOckumu nudpamu ¢ Toukoil. Kaxkmoe perieHue conpoBoxaaeTcs
yKa3aHUEM JIOJDKHOCTH, (DaMUJIMM M MHUIIMAJIOB OTBETCTBEHHOT'O 3a €ro BBIMOJHEHHE U CPOKa
MCIIOJTHEHUSI.

3.3.16. ITocranoBnenue (pemieHne) NPOTOKOILHOTO MEPOIPUSITHS U3JIaraeTcs B TEKCTE MPOTOKOJIA
nonHocThio. ConepikaHue 0co0Oro MHEHHS, BBICKA3aHHOTO IMPU BBIPAOOTKE IO CTAHOBJICHUS
(peuenust), GUKCUpPyeTCS B TEKCTE IMOCJIE COOTBETCTBYIOIIETO IMOCTAHOBJICHUS (pelieHus ). 31ech
e MPUBOJAT pe3yIbTaThl TOJIOCOBAHUSA ITPU HEOOXOIUMOCTH.

B moctaHoBisOmMEH 4acTu TEKCTa MPOTOKOJA MOXKET COACPKAThCS MYyHKT O MPUHATUUA KaKOIo-
b0 MoKyMeHTa. B 3ToM ciyuyae NmpHUHSATHIA JOKYMEHT IMpHJIaraeTcsi K MPOTOKOIY, B KOTOPOM
IIPUBOJIUTCS CChIJIKA HA €r0 HOMEp U JaTy.

3.3.17.CymiecTByIOT TOJHasI, COKpalleHHas M KpaTkas (popMbl mpoTokoyioB. CoOKpallleHHas |
KpaTkass (OpMbI TNPOTOKOJOB MPUMEHSETCs, Korja He Tpedyercs NOApOoOHOW 3amucu Xofa
00Cy3KJIeHUsI BOITPOCOB.

3.3.18. B cokpalieHHbIX NPOTOKOJAX MOCIE CHHCKAa MPUCYTCTBYIOIIMX WM MPUTJIAIIEHHBIX
yKa3bIBaeTCsl Ha3BaHue Aokiana. [locrmemHssi cTpoka Ha3BaHWs JOKIaAa momdepkuBaetcs. [lof
4epToil B cCKOOKax medararoTcsi GaMUIMK BBICTYMAIONIMX B MOPSAKE UX BBHICTyIUIeHUsa. Ha3paHue
KXKJIOTO JIOKJIa/1a 3aKaHYMBACTCS MPOTOKOJIBHBIM PEIICHHEM WM TOCTAHOBIICHUEM.

3.3.19. B mnporokone KpaTkoid (GOpMBI YyKa3bIBalOTCSI TOJIBKO PACCMOTPEHHBIC BOMPOCHI U
MIPUHSTHIC PEIICHUS.

3.3.20. IIpoTokon MOAMMCHIBAETCS TMpejcenaTreneM U cekperapeMm. JlaToil mpoTokoyia SBIsIeTCS
JiaTa MpOTOKOJIBHOTO MEPONIPUSTHS.

3.3.21. TIpotokonam MpUCBaMBAIOTCS MOPSAKOBBIE HOMEpa B MpeJenax yueOHOro rojia OTAEIbHO
MO0 KaXIOW TpYyIIe TMPOTOKOJIOB: MPOTOKOJBI OOImMX coOpaHuii paOOTHHUKOB, 3aceaHHi
MEIarOrHuecKoro COBETa, POJIUTENLCKUX COOpaHUii U Ap.

3.3.22. Homepa pernieHuil, NPUHATHIX Ha 3acEaHUSX, COCTOST W3 HOMEpa MPOTOKOJIa, HOMEpa
paccMaTpUBaeMOro BOIPOCAa B IMOBECTKE JHSA M IOPSAKOBOIO HOMEpA pEUIEHUS B Ipefesiax
BOIIpOCA.

K HOMEpam MpOTOKOJIOB M pEHICHWH MOYKHO NPUOABIATH JIMTEP COTIACHO MOMCKOBOM CHCTEME,
npunaToit B MAJZIOY Ne 250.



Komuu npoTokosioB HpH HEOOXOAMMOCTH PACCHUIAIOT 3aMHTEPECOBAHHBIM OpraHu3alMsaIM |
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBHM C YKAa3aTe€JIEM pAacChUIKM. YKazaTelb COCTaBISIET U
MOJNKCHIBAET OTBETCTBEHHBIM MCIIOIHUTENDb CIIy’KObl, TOTOBUBUIMI pPacCMOTPEHHUE BOMIPOCA.
Konmu nporoxosnos 3aBepsrot nedarsio MAJZIOY Ne 250.
3.3.23. PenieHnst mpOTOKOJIBHBIX MEPOMPHUATHI JOBOAAT JI0 WCIIOJTHHUTENCH B BHJIC BBIITUCOK U3
IIPOTOKOJIOB. BBIMCKA 13 MPOTOKOIA COACPKUT CIAEAYIOIINE PEKBU3HUTHI:
- HAMMEHOBAHUE YUPEXKICHUS;
- HAaMMEHOBaHue BHUJia JokyMeHTa ("Boinucka u3 nporokona");
- 1aTy IOKyMEHTA;
- HOMEp JIOKyMEHTA;
- 3aT'0JIOBOK K JIOKYMEHTY;
-BBOJHYI0 4YacThb Tekcta mnporokona: '"lIpencemarens", "Cekperaps", "lIpucyrcrBoBamu',
"[Ipurnamennsie”, "[loBecTka aHs";
- OCHOBHYIO 4acTh TekcTa nporokoda: "Cuymanu", "[loctanosunu", ""onocoanu";
- noAanuch (0e3 JMYHBIX MOANUCEH, TaK KaK BBIMHMCKH, Kak MpPaBUIIO, 3aBEPSIOTCA TOJIBKO
MOJIMUCHIO CeKpeTaps);
- OTMETKY O 3aBE€PEHUU KOIHUHU.
Brinucka u3 nporokosa 3aBepsiercs nedarbio MAJZIOY Ne 250.

3.4. Cnysceonvie nucoma
3.4.1. CnyxeOHble MMCbMa MOTYT ObITh MHUIIMATUBHBIMHU U OTBETHBIMU. Bce city>keOHbIe nHchMa,
BbIcbUTaembie 3a mipeAensl MAJIOY Ne 250, cuwmtatorcs ucxoasmumu. CiyxeOHbIE THCHhMA,
nocrynatomue B MAJIOY Ne 250 - Bxoasmue. CnyxeOHble mucbMa (Cly>KeOHbIE 3alMCKH),
HUPKYJIUPYIOIINE MEXKIY IOJDKHOCTHBIMU Juuamu u ciayxxk6amu MAJIOY Ne 250 cuutarorcs
BHYTPEHHUMHU.
3.4.2. Cpok UCTHIOTHEHUS! OTBETHOT'O MUChMA YCTAHABIIMBACTCS:
- c000pa3Ho C yKazaHHUEM, COAepKaIlUMCs B JOKyMeHTe (MUChbME U T. I1.), HAa KOTOPBIN JalOT OTBET
HACTOSIIUM MUCHEMOM;
- pe3oITIoIMeil pyKOBOAUTENS Ha TIOKYMEHTE.
B ocTanbHbBIX cioyyasix CpOK OTBETa Ha CIIy)KeOHOe MUChMO YCTaHABJIMBAECTCS 3aBENYyHOIIMNA (HO
IIPU 5TOM OH HE MOKET IpeBbiaTh 30 AHEH ¢ MOMEHTA MOIYYSHHSI IOKyMEHTa YUPEKICHUEM.
3.4.3. Cpoku noJArOTOBKY UHUIIUATUBHBIX MHCEM OMPENIEISIOTCS 3aBEAYIOUIUM.
3.4.4. CnyxeOHple THMChbMa TeYaTalOTCd Ha TUTYJIbHBIX Omankax MAJIOY Ne 250 mis mucem
YCTaHOBJIEHHOTO 00pa3iia WK MUIIYTCA BPYUHYIO (BHYTPEHHUE).
3.4.5. Texkct ciaykeOHOro NUChMA, KakK TMpPaBUIIO, JOKEH KacaTbCsd OJHOTO BOINpOCAa WM
HECKOJIbKUX BOIPOCOB, €CITU OHU B3aMMOCBSI3aHBI.
TekcT ciykeOHOTo mIchMa U31araeTcs:
- oT 1-To nMIla MHOXKECTBEHHOTO 4YHclia, Hampumep: "[IpocuM HarpaBUTb...
paccMoTpeHue...";
- OT 3-TO JIUIIAa €IUHCTBEHHOTO YHCIIa, TOMyCcTUM: "PyKOBOACTBO YyUpEKIEHHUS CUUTACT...
MeJIaroroB yupekIeHUs paccCMOTpel..." u T. 1L.;
- oT 1-ro nuna eauncTBeHHoro yuciaa: "l[lpomry...", "Hanpaginsto..." u T. 1.
3.4.6. Tekct ciry)keOHOT0O MUCHhMa OOBIYHO COCTOUT U3 JIBYX 4acTeil. B mepBoil yactu u3mnaratorcs
MOTHBBI MUCBMEHHOT0 oOpaieHus (B HeOOXOAUMBIX CIy4asiX - CO CChIIKOM Ha COOTBETCTBYIOIIHE
HOPMAaTHBHO-IIPABOBBIE U OpPraHU3alMOHHO-PACIOPSAUTENbHbBIE TOKyMEHTHI). Bo BTOpoO# yactw,
HaYMHAIONIeHCcsT ¢ ab3ala, u3jaraercs CyTh OOpalleHus - Mpoch0a, COOOIIeHHE KakKoW-Tuoo
uH(pOpMAIMH, COMPOBOAUTEIBHBIA TEKCT U T. M. B HEOOXOOUMBIX CiydasiX CIyXeOHOE MUCHMO
MO>KHO 3aBEpIINTh KPATKUMH BBIBOIAMHU.
3.4.7. TekcTbl OTBETHBIX MMUCEM JOJDKHBI TOYHO COOTBETCTBOBATDH 3aJaHHSIM, 3a(UKCUPOBAHHBIM B
PE30IIIOLIMH PYKOBOIUTEISL.
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3.4.8. Jlaroii cmy>keOHOro mruchMa BO BCEX CIIydasix SIBIIIETCS AaTa ero nojanucanus. [lpu Hamuaumn
NPWIOKEHUA K CIy)KEOHOMY MHCbMY 00 3TOM J€JaeTcsi COOTBETCTBYIOLIAsh CChLIKAa B
3aKJIFOUNTEIBHOM a03alle TeKCTa.
3.5. Teneghonozpamma
3.5.1. TenedoHorpamMmma BKIIIOUAET CJIECAYIOIINE PEKBU3UTHI: HAMMEHOBAHUE YUPEXKIICHUS, aapec,
JaTty, WHAEKC, TEeKCT, MOJANUCh, OTMETKM O BPEMEHM INepeJaud U yKa3aHue JOJHKHOCTEH
1 pamunuii (MU TOabKO (haMUIINiA) JINI, PUHABIINX U MepenaBmux tenegonorpammy. B ciyuae
OTCYTCTBUS OJIAHKOB JJis TeIe(OHOIpaMM TPUMEHSIOTCS JIUCTBI Oymarun ¢opmata A4.
TenedoHorpaMmbl COCTaBISIIOTCS B OAHOM JK3EMIUISPE, MOAMKMCHIBAIOTCS PYKOBOAMTENEM WU
HEMOCPECTBEHHBIM UCIIOTHUTEIIEM.
Texct He nokeH BkIo4aTh Oosiee 50 cnoB. TenedoHorpamMma AOMKHAa OBITH JaTHpOBaHa
Y TIOJINIMCAHA JIMIIOM, OT UIMEHU KOTOPOTO OHA MepeaeTcs.
3.5.2. TenepoHorpamma rnepenaercs HECKOJIbKUM aJpecaraM 10 MpUJIaraeMoMy CITUCKY aJpecaToB
1 HOMEPOB TeIEePOHOB.
3.6. 3anenenue
3.6.1. 3asBrnenne — 95T0 opuIMaATLHOE COOOIIeHHE B MUCbMEHHOU (hopme. OHO COMEPHKHUT yarie
BCETO TMpPENIOKEHUE, Kalo0y WM TMPOCKOYy Kakoro-Tubo UeloBeKa, aJpeCOBAaHHbBIC WU
OpraHu3aluy, WIA JOKHOCTHOMY JIUILY.
3asBieHue oopmiiseTcs Ha CTaHAAPTHBIX JIMCTax Oymaru gopmata A4.
3.6.2. 3asBlieHME BKJIIOYAECT: aJpecar, KOTOPOMY HaIlpaBIISIETCAd 3asBJICHUE, JOJKHOCTb,
MOJIHOCTBIO-(DaMUJINIO, UMsS, OTYECTBO aBTOpa 3asiBICHMS, HAMMEHOBAHHE JOKYMEHTa, TOYHOE
U3JIOKEHUE TPOCHOBI, MPEUIOKEHUS, OMUCh MpPUJIaraeMbIX K 3asBJICHUIO JOKYMEHTOB, JaTa,
MOJIHUCH.
3.6..3. B 3asgBieHUH HUCIOJIb3YETCS, KaK MPABUJIO, OPUIMAIBHO-AENIOBAs JIEKCHKA, B HEKOTOPBIX
3asiBJICHUSIX JIOMYCKAETCsl ynoTpedaeHre myOIUIUCTUYECKOM JIEKCUKH.
3.7. 3anucka
3.7.1.3anucka (aHanuTHYECKas, JAOKIAAHAs, CiIyXkeOHas, OOBSCHUTEIbHAs)) — JOKYMEHT,
aJipeCOBaHHBIA PYKOBOJMUTENIO JIAHHOTO WJIM BBIIIECTOAIIEIO YUPEKICHUS U COJEpKaluil
00CTOSITENIbHOE U3JI0KEHUE KaKOTr0-1100 BOIPOCa C BHIBOJIAMHU U MPETIOKEHUSIMU COCTABUTEIIS.
3.7.2. [JoxmanHasi 3amMcKa COCTaBJISIETCSl Kak I10 JIMYHOM WHUIMATHBE aBTOpa (paboTHHKA),
TaK U 10 yKa3aHuto (MMCbMEHHOMY UJIU YCTHOMY) PYKOBOIMTEIIS.
3.7.3. 3anucka cocTaBiseTcss Ha OyMa)KHOM HOCUTENE UK B DJIIEKTPOHHOM BH/IE.
OdopmieHnue 3amucKud  3aBUCUT  OT agpecata. [lpu cocTaBieHUM  JTOKJIAIHOM  3alHCKH,
aJIpeCOBaHHOM PYKOBOJUTENIO YUPEKICHHUS B paMKaX YUpEXKICHHS, OHA CUMTAETCS BHYTpPEHHEH
1 opopMIIsIeTCSl Ha CTaHIAPTHBIX JmcTtax Oymarum ¢opmata A4. Ecnm 3amucka anapecyercs
3a MpeAeNbl YUpexKACHUs, TO €€ 0POopMIIIIOT Ha OTaHKE, M OHA HA3BIBAETCS BHEIITHEH.
BHemnss 3amucka JO0JDKHA COJEPKaTh CIEAYIOIIME PEKBU3HUTHI: HAMMEHOBAHHUE YUYPEKICHUS,
BUJI JOKYMEHTA, JaTa JOKYMEHTa, PErUCTPAllMOHHBIH HOMEp, MECTO COCTaBJICHHUS, Ha3BaHHE
JIOKYMEHTa (3aroJIoBOK K TEKCTY), €Clid TeKCT Oonee 4 — 5 cTpok, aapecat (bl), TEKCT, MOAMKCH
PYKOBOJIUTEINS YUPEIKICHHUS.
BHyTpeHHss 3ammucka JIOJDKHA COJEpXKaTh CIEAYIONIMe PEKBU3UTHI: BHJ JOKYMEHTa, Jara
JOKYMEHTa, Ha3BaHHUE JOKYMEHTa (3aroJoBOK K TEKCTY), €CJIM TEKCT Oojee 4 — 5 CTpoOK; aapecar
(p1), TEeKCT, NOANUCh (C YyKa3aHWEM JOJDKHOCTH, (amunuu, wuHUIMAIOB). I[lognmuceiBaer
BHYTPEHHIOIO JTOKJIQJHYIO 3alIUCKY COCTABUTENb.
3.7.4. Pa3HOBUIHOCTHIO JOKJAIHOM 3allUCKU SIBISIOTCA TNpeacTaBiieHUs. OHHM UCMHOJIBb3YIOTCS
MIpU JOKYMEHTUPOBAaHUU  KAJPOBOW  JIEITENIBHOCTH U COCTaBISIOTCA  PYKOBOJUTEIEM WU
3aMecTuTeseM pykoBoautens. [IpencraBieHusi COCTABISIOT B CIIy4asiX MOOUIPEHHS] PaOOTHUKOB,
HAJIOXKEHUS B3bICKAHUI, TPOBEICHUS aTTECTAIIH.



3.8. Akm
3.8.1. AKT —  JIOKYMEHT, COCTaBJICHHBIN Y IOANHUCAaHHBIN HECKOJIbKUMH JIMIIAMHA
Y TIOATBEPKIAIONINI yCTAaHOBJICHHBIE (PAKTHI U COOBITHUS.
AKTBI COCTaBJSIIOTCS 110 pe3yjbTaTaM pPEBU3UHM (PUHAHCOBO-XO3SIICTBEHHOW JESTEIBHOCTH,
npueMa — mnepeiayu Aell, MPOBEPKU HAIUYHWS, MHBEHTAPU3ALUU U JIp.
AKT cocCTaBisIeTCSI KOMHCCHOHHO (HE€ MEHee [JIByX COCTaBUTENEH) WKW  CHEUUaTbHO
YIIOJIHOMOYEHHBIM JOJIKHOCTHBIM JIMIIOM.
3.8.2.  Axr opopmisieTcs Ha CTaHOApTHBIX JucTax Oymarn wmpuptom Times New
Roman (Cyr) pasmepom Ne 14 u uMeeT cieayromue peKBU3UTHI.
['pud yTBEepxkACHUS BKIIOUAET CIOBO «YTBEPXKIAI0», KOTOPOE MEYaTaeTCs MPOMUCHBIMUA OyKBaMH,
0€3 KaBbIU€K, HAMMEHOBAHUE JOJDKHOCTH JIMIA, YTBEPXKIAAIOMIETO aKT, JUYHYIO TOJIIUCH,
ee pacmuppoBKy U JaTy.
CnoBo «yTBepkKaar0», HAUMEHOBAHUE JOKHOCTH JIMIIA, YTBEPAUBIIETO JOKYMEHT, pacuindpoBka
MOAMKCH U JaTa pa3AensroTcs 1,5 MeXXCTpOUHBIMU UHTEPBATaAMHU.

HanmenoBanue Buma pJoKymMeHTa — akT. HanMmeHoBaHue BuJa JOKYMEHTAa  OTACISAETCS
OT MPEIBIAYLIErO0 pEKBU3UTAa 3 OJMHAPHBIMU MEKCTPOYHBIMH HMHTEpBajlaMH, I€4aTaeTcs
MIPONMCHBIMHU OykBamu, BBIJICIISIETCS mpudrom Ipyrou HAaCBIIICHHOCTH

Y BBIPABHUBAETCS TIO LIEHTPY.

Homep odpopmisiercst apabckumu miudpamMu v megataeTcsl MOCHE CI0BA aKT, HA TOH ke CTPOKE.
JlaTa akTa JOKHA COOTBETCTBOBATh JHIO aKTUPYeMOro (akTa wiid coObITus U odopmisieTcs
CJIOBECHO-IIU(POBBIM CIIOCOOOM Uepe3 2 OAMHAPHBIX MEKCTPOUHBIX MHTEPBaa OT 3arojOBKa.
MecTo n3nanus yKa3pIlBa€TCS HA OJHOM JIMHUU C TATOM.

3aroJIOBOK  OTAENSETCS  OT NPEABIAYIIEr0 PEeKBU3UTAa 3 OJMHAPHBIMM  MEXKCTPOUYHBIMH
WHTEpBaJlaMU, TleyaTaeTcs dYepe3 | HMHTEpBad, BBIACISIETCS TMOJYXKUPHBIM  HIpU(TOM,
Y BBIPABHUBAIOTCS IO LEHTPY. Touka B KOHIIE 3arojoBKa HE CTaBUTCS. B 3arojoBke K TEKCTy akTa
yKa3bIBa€TCsl Ha3BaHKE WM KPaTKOE COJACP)KaHUE aKTUBUPYEMOTo (hakTa MIIM COOBITHS. 3aroJIoBOK
JOJDKEH OTBeuarh Ha Bompoc: «O ueMm?» cocTaBlieH akT, Hanpumep: «O BblIeTCHUN
K YHUUTOKEHUIO JIOKYMEHTOB U JIEJ, HE MOUIeXKAIIUX JAIbHEUILIEMY XPaHECHUIOY.

TekcT oTaensiercst OT JaThl U MECTa U3JaHUS aKTa 3 MEKCTPOYHBIMU HMHTEpPBAJIAMHU U TI€YaTaACTCs
yepes 1,5 nunrepnaina.

TekcT akTa COCTOUT U3 JBYX YAaCTEW — BBOJIHOM U KOHCTaTUPYIOUIEH.

BBoaHas yacTe TekcTa akTa HauyMHAETCA CJIOBOM «(OCHOBAHME:» IOCJIE KOTOPOI'O YKa3bIBAETCS
HAaUMEHOBAHUE IOKYMEHTA, MOCTYKUBIIETO OCHOBAHUEM JIJII COCTABJICHUS aKTa, €ro JgaTa, HoMep
1 3ar0JI0BOK.

C HOBOW CTPOKH OT JIEBOM I'paHUIIbl TEKCTOBOTO IMOJIsl IOKYMEHTA redaraeTcs cioBo «CocTaBlIeH»,
CTAaBHUTCS JBOCTOYME, W Jajiee TMEPECUHCIAIOTCS (aMMIMM W WHULHAJIBI COCTAaBUTENCH aKTa WiIu
COCTaB KOMHCCHH.

daMUITUN WICHOB KOMHUCCHH PACIIONararoTcs B aipaBUTHOM TOPSIJIKE.

KoHcratupyromasi 4acTh TEKCTa akTa HauyWHAeTcs ¢ ab3ama. B Helt m3nmararorcs e, 3agaqd
1 CYIIECTBO pabOTHI, MPOACIIAHHONW COCTABUTEIISIMH aKTa, €€ pe3yIbTaThl.

B koHIIe TekcTa yKa3bIBAIOTCS CBEJICHUSA O KOJMYECTBE HaAlE4YaTaHHBIX SK3EMIUISIPOB aKTa, MECTE
X HaXOXIEHUS WIIH aJpecarax, KOTOPbIM OHU HAIIPABJISKOTCS.

KonnuectBO 3K3eMIUIAPOB aKTa OMNPEACNSeTCS  KOJIUYECTBOM 3aMHTEPECOBAHHBIX CTOPOH
WJIX HOPMATUBHBIMH NPABOBBIMHU JOKYMEHTAMU, PETJIAMEHTUPYIOIIUMH COCTABIICHUE AKTA;
[Toanuck oTaensercs oT TeKcTa 3 OJIMHAPHBIMU MEKCTPOYHBIMUA UHTEPBAJIAMH.

AKT MOJNUCHIBAETCA MpeAceaTeieM KOMUCCUM U BCEMHU JHUIAMH, HNPUHUMABIIUMH Y4acTHE
B €TI0 COCTaBJICHUU.
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4. IlpaBuiia opopMiieHUS JOKYMEHTOB
4.1. Obuue mpebosanusn K oghopmaenuto 00KymeHmos
4.1.1. Odopmnenne mokymentoB B MAJIOY Ne 250, BBICBIIa€MBIX 3a €r0 TPEAETHI, CIEIyeT
Mpon3BOIUTh Ha odummansHbix O6mankax MAJIOY Ne 250. Buyrtpennue nokymenTsl MAJIOY Ne
250 HagnexxuT ohOpMIISITh Ha YHCTHIX JINCTAX MAIIMHOMUCHOW Oymarn opmarta A4 u AS.
B oraenbHbIX chnydasx (Hampumep, A8 NPWIOKEHHH K JOKYMEHTaM, PE30JIoUMA U T. II.)
JIOTTYCKAETCs UCIOIb30BaHNE MAITMHOMUCHOM OyMaru opmaTta A3 u A6.
4.1.2. Ilpu nmoAaroToBKe NOKYMEHTOB PEKOMEHJIYETCs NMPUMEHATh TEKCTOBBIM penakTtop Word c
ucnosb3oBanueM mpudtoB Times New Roman 12-m (1151 odopmieHust TaOIMYHBIX MaTepHaliOB),
13, 14, 15-m kernem, Times New Roman 12, 13, 14-m keryiem yepe3 OJ¢H - [Ba HHTEPBAIA.
4.1.3. Ilpu noAroTroBKe TaOMUYHBIX JOKYMEHTOB (Hampumep, s pa3pabOTKU OTYETHO-
CTaTUCTHYECKUX (OpPM M T. M.) JOMyCKaeTcs MPUMEHSATh CTAaHIApTHBIE CPEJCTBA TAOIUYHOIO
penaktopa Excel for Windows. [Ipu moaroroBke npe3eHTallMOHHBIX (BU3yaJIbHBIX) JOKYMEHTOB
(cxeM, nuarpamm, rpaukoB W T. I.) JOMYyCKaeTcsl HUCIOJb30BAaTh CTaHAApPTHBIE CpEACTBa
penaktopa npe3entanuii PowerPoint for Windows.
I'padbr 1 cTpoKH TaOIUIIBI JOTHKHBI UMETh 3ar0JIOBKH, BBIPAXKEHHBIE UMEHEM CYIIECTBUTEIbHBIM B
MMEHUTEeNbHOM najexe. [1oa3aronoBku rpad U CTPOK JTOJIKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMH.
Ecnu tabnuiy neyaTtatot 6ojiee yem Ha OJIHOM cTpaHwuIle, rpadsl TadnuIle 0053aTeIbHO HYMEpPYIOT
Y Ha CJIEYIOIIMX CTPAHUIIAX CTaBST TOJIBKO HOMEpa 3THUX Tpad.
4.2. bhanku MAJ/[OY.
4.2.1. Hoxymentst MAJIOY No 250 odopmisitorcs Ha oduUUaNbHBIX OJaHKaX M HMEIOT
YCTaHOBJICHHBIM KOMILJIEKC 00s3aTeNIbHBIX PEKBU3UTOB U TOPSAJOK MX PACTIONOKEHUSI.
brnanku OKyMEHTOB M3rOTaBIMBAIOTCS TUIMOTpadCKUM CIIOCOOOM HIIM METOJOM OlEepaTUBHOM
nojaurpaduu Ha CTaHJAPTHBIX JincTax Oymaru ¢popmata A4, AS.
B 3aBuUCHMOCTH OT pacnosio’KeHHsI peKBU3UTOB yCTaHABJIMBAIOT JIBa BapHaHTa OJAHKOB: YIJIOBOU U
MIPOJOJIbHBIN.
4.2.2. BMAJIOY Ne 250 ucmions3yroTcs CIASAYIOMNE BUIbI OJTaHKOB:
- 0JIaHK KOHKPETHOT'O BU/Ia JOKyMEHTa
- o6muit 6mank MAJIOY Ne 250- ¢ ykazannem HauMeHOBaHHS (Ha Oymare popmata A4 u AS)
- OJlaHKk mHMcbMa - ¢ yka3aHueM HauMmeHoBaHuss MAJIOY Ne 250 u cnpaBOYHBIX JIaHHBIX.
CrpaBouHble JaHHbIE 00 OpraHM3alll{ BKIIOYAIOT B ceOs: MOYTOBBIA ajapec, HOMep TenedoHa u
Jpyrue CBEICHUS MO0 YCMOTPEHHIO OpraHu3anuu (Homep Qakcos, Tenedakca, cueTOB B OaHKe,
aJipec MEKTPOHHOM MOYTHI U Jp.).
4.3. Adpecayuu O0oKkymenma.
4.3.1. JlokyMeHTBHI, BbICBUIa€MbIE 3a MpeAebl JETCKOro Caaa, aapecyloT MpearpUsITHIM,
OpraHu3alusaM, YUPSKICHUSIM, HUX CTPYKTYPHBIM MOJPA3AEiICHUAM, JOJDKHOCTHBIM WU
(bU3NYECKUM JIHIIAM.
43.2. llpu angpecauuum JOKyMEeHTa ©0€3 YKa3aHHA KOHKPETHOTO JOJDKHOCTHOTO —JIMIIA,
HaMEHOBAHUE aJ[pecaTa MUILIETCs B UMEHUTEIbHOM MaJexkKe.
4.3.3. Ecnu agpecaToM sIBISIETCSI KOHKPETHOE JIOJKHOCTHOE JIMLO, TO HAMMEHOBAHHUE OPTaHU3aluu
U CTPYKTYPHOTO TMOJIPa3/IeIeHUs] YKa3bIBalOT B UMEHUTEIFHOM MaJiexke, a JOJDKHOCTh U (haMHUITUIO
JOJPKHOCTHOTO JIUIIA - B AATE€IBHOM, IPUYEM MHHUIIMAJIBI YKA3bIBAIOT Nepe]l paMuiIneii, HapuMep:
Otnen Ob6pazoBaHus
YO UKMO r.Kazanu no ABHacTpOUTEIbHOMY
1 HoBo-CaBuHOBCcKOMY paiioHaM
I'maBHOMY Oyxrairepy
3.®.3apunonoii
4.3.4. Ilpu appecanum JOKyMEHTa HENOCPEACTBEHHO PYKOBOAMTEIO OpraHU3allMd HaUMEHOBAaHUE
MOCJIETHEN BXOAUT B COCTaB HAMMEHOBAHUS JIOJDKHOCTHU aJ[pecarta, T0JKHOCTD JIMIA YKa3bIBalOT B
JaTeJIbHOM Ma/Ie’kKe, HalpuMep:
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HavanbHuky oTnena oOpa3oBaHus
YO UKMO r.Ka3zanu no ABHacTpOUTEIbHOMY
u HoBo-CaBuHoOBCcKOMY palioHaM
I'.I".JIaTbImeBoi
4.3.5. Ilpu aapecanuu U TOKyMEHTa (PU3NUECKOMY JIUIYy YKa3bIBAIOT MHUILIMAIIBI U
(daMuIMs ModyvaTels, a Hocie ATOro - €ro NOYTOBBIN ajJpec, HalpUMep:
N.I1. BunokypoBoii
yi. bopucornebckas, a. 26, kB. 26
r.Kazans, PT,
450052
Br160op ¢popmaTa 61aHKa MpU NOJATOTOBKE JOKYMEHTA OMpPENESIETCS B 3aBUCUMOCTH OT 00beMa
Tekcta. Kaxxaplil 1ucT 1oKkymMeHTa, ohopMIIEHHBIN Kak Ha OJaHKe, Tak U 0€3 HEro JI0JIKEH UMETh
nosust He menee, mMm: 20 - ieBoe; 10 - npasoe; 20 - BepxHee; 20 - HUKHEE.
4.4. Ymeepicoenue 0okymenma.
4.4.1. JIokyMEHT yTBEpXAAaeTCs JOHKHOCTHBIM JUIOM. [Ipy HEOOXOIMMOCTH JOMOTHUTEIBHBIX
MpEeANuCaHuii M Pa3bSICHEHUH JOKYMEHT MOKET YTBEPKIAThCA CHELHMAIBbHO U3JaBa€MbIM
JOKYMEHTOM: IIpuKa3oM 3aseayromero MAJ/IOY, noctaHoBIEeHHEM, PELLIEHUEM, TPOTOKOJIOM.
4.4.2. Tlpu yTBep>KACHUM TOKyMEHTa I'pu( yTBEPKIEHUS JOJKEH COCTOSTh U3 CJIOBa Y TBEPKIAt0
(6e3 kaBBIYEK), HAMMEHOBAHMS JOJKHOCTU JIMIA, YTBEPXKAAIOIIETO JOKYMEHT, €ro MOAIKCH,
WHUIMAJIOB, (paMHUJIMK U 1aThl YTBEPKICHUS, HAIPUMED:
YT1Bepxkaaro
3aBeayronuin
MAJIOVY « Jlerckuii cam Ne 250»
Y.M.MypagumoBa

(JIMYHAs TTOITHUCH)

02.09.2013
4.4.3. JlomyckaeTcsl IGHTPUPOBATh KKy CTPOKY pekBu3uTa "I'pud yTBep)KIeHUs TOKyMEHTa"
10 OTHOILIEHUIO K CAaMOM JJIMHHOM CTpOKE.
4.4.4. Tlpu yTBep>KICHUH JOKYMEHTA MOCTAHOBJIECHUEM, PEIIEHUEM, IPUKA30M, TPOTOKOJIOM TPpU)
YTBEPKICHUSI COCTOMT W3 CJIOB YTBepkaeH (YTBepxkaeHa, YTBEpKIEHbl WM YTBEPKICHO),
HAaUMEHOBAaHUS YTBEPKAAIOIIETO TOKYMEHTA B TBOPUTEIBHOM MaJIeKe, €ro AaThl, HOMEpa.
4.4.5. T'pud yTBepKIeHUS JOKYMEHTA PacIoyiaraeTcsi B IPaBOM BEPXHEM YTy JOKYMEHTA.
4.4.6. Jlata B rpude yTBEpKICHUS CTABUTCS OT PYKH, YACTUYHO WJIH MOJHOCTHIO HabUpaeTcs npu
NeyaTaHuu JOKyMeHTa. B mociieHemM ciydae OT pyKH MPOCTABIAETCA TOJIBKO YUCIO WU YUCIO U
MECHIII.
4.4.7. T'pud yTBepKIeHUS MPUHATO YKa3blBaTh Ha JIOKyMEHTaX, TPeOYIOIUX TOTOJHUTEILHOTO
yIOCTOBEPEHUS UX TMOAJIUHHOCTU U JOCTOBEPHOCTU. ['pud yTBEpKIEHUS MPUHATO CTABUTH Ha
CIEYIOMINX  YMPaBIEHYECKUX JOKYMEHTaX: aKTax, MWHCTPYKIHUSAX, OT4YeTaxX, IEepeyHsX,
MOJIOKEHUSIX, TPOrpaMMax, CMETax, CTaHAapTaX, CTPYKTypax U MTAaTHOW YUCIEHHOCTH, TapHU(PHBIX
CTaBKax, (opMe yHUPUIIUPOBAHHBIX IOKYMEHTOB, IITATHOM PACIHUCAHUU.

4.5. Cocnacoeanue ookymenma.

4.5.1. Ha natame pa3pabOTKH MPOEKTa IAOKYMEHTa B HEKOTOPBIX CIydasx MOXXET BO3HUKHYTh
HEO0OXOJIMMOCTh €r0 COTJIACOBAHUS C 3aMHTEPECOBAHHBIMH CTOPOHAMH JIOJKHOCTHBIMU JTUIIAMU
WIM OpraHu3alusMu. B 53THX cllydasx corjiacoBaHue JIOKyMeHTa OQOpMIISETCS BU30M
COOTBETCTBYIOIIETO JOKHOCTHOTO JIUIA WA TpU(OM coriacoBaHus.
4.5.2. I'pud cornmacoBanusi OopOpMIISETCS B CIydyae HEOOXOIMMOCTH TMPOBEICHUS BHEIIHETO
COTJIACOBAHMUSI CO CTOPOHHUMU OpraHu3alUsIMU (IPEAIPUATUAMHU, YUPEIKICHUIMHU ).
4.5.3. T'pud cormacoBaHusi ¢ KOHKPETHBIM JOKHOCTHBIM JIUIIOM, TPEICTABISIONIAM HWHTEPECHI
CTOPOHHEW OpraHu3aly, BKIHOYaeT B cebs cioBo "CoriiacoBaHo'", HAMMEHOBAHUE JIOJDKHOCTH
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JUIa, ¢ KOTOPBIM COIVIACOBaH JTIOKYMEHT (B T. 4. HAMMEHOBAHUE OPTaHU3AINH), JIUYHYIO MTOAIHUCH,
paciudpoBKy noanucy (MHULKUAIBI, (paMUiIusl) U JaTy coryiacoBanus. Hampumep:
CornacoBaHo
['maBHBII cienuanucT oTena 00pa30BaHUs
YO UKMO r.Ka3zanu no ABHacTpoUTEIbHOMY
u HoBo-CaBuHoBcKkOMYy paiioHaM
N.N.MBaHoBa

(JInyHAast TOHCH)
02.09.2013
4.5.4. Ecimm cornacoBaHue OCYIIECTBIIAIOT IUCBMOM, IIPOTOKOJIOM M JPYIMM JOKYMEHTOM,
MOATBEPKAAOINM (PaKkT corjiacoBaHusi, rpud BKIIOYAET B ceOs €ro HauMEHOBAaHHE, HOMEP U
naTy, HalpUMep:
CornacoBaHo
[IpoTokon 3acenanus
Komuccun no oxpane tpyna
MAJIOY « lerckuii cam Ne 250»
ot 02.09.2013 Ne 1
4.5.50. I'pud cormacoBanus pacrnoiaraioT Huwxe pekBusuta "[loamnuce", B J1€BOM HUKHEM YLy
JIOKyMEHTA.
4.6. Pe3onrouus.
4.6.1. Pesomtonus - KpaTKkoe MUCEMEHHOE MOPYYCHHUE, TTOATOTOBICHHOE TT0 UTOTaM PaCCMOTPECHHS
noctynusiiero B MAJIOY Ne 250 nmoxymenta. Pesomtorust odopmiisieTcsi HEMOCPEACTBEHHO Ha
JIOKyMEHTE - Ha CBOOOJHOM MECTE JIMIICBOM CTOPOHBI MEPBOW CTPAaHMIIBI WM Ha OTACIBHOM
JIUCTKE C YKa3aHMEM PErucTPAllMOHHOTO HOMEpa M JaThl JOKYMEHTA, K KOTOPOMY PE30JIFOLMS
OTHOCHTCH.
4.6.2. Pezomonus BKJIIOYaeT B ceOs CBeJACHHS 00 MCHOJIHUTENE MOpydYeHUs] (HauMEHOBaHHUE €ro
JOJKHOCTH, (paMWIIMsI, UHULIMAJIBI), COJEpKaHUE MOPYUYEHHUs, CPOK HCIIOJIHEHUS, HAUMEHOBaHUE
JOJKHOCTH JIMIIA, OT/AABILEro MOPYYEeHHE, ero JIMYHYIO OINUCH U paciiudpoBKy, AaTy.
H.K.1BanoBoii
[Ipomury moAroToBUTH
IIPOEKT A0rOBOpa C
« Caropucy» k 02.09.13
N.B.lIpamko
(JTMYHAsT TIOJIITUCH )
20.08.2013
4.6.3. Ecnu pesomonus mnpeanonaraeT mopydeHue s OByX M Ooljiee JUIl, OTBETCTBEHHBIM
WCIIOJTHUTENEM SIBJIAETCS JIULIO, YKA3aHHOE B IOPYUYEHUHU NIEPBBIM.
4.6.4. Ha noxymeHTtax, He TpeOyIOIIMX yKa3aHUI MO HCTOJHEHUIO U MMEIOIIUX TUIIOBBIE CPOKH
WCIIOJIHEHUS, B PE30JIIOLNH YKa3bIBalOTCS UCIIOJIHUTEINb, MOIIMCh aBTOPa PE30IIOIUH, JaTa.
4.6.5. Jlomyckaetcs opopMileHHE PE30TIONHUH Ha OTACIHHOM JIUCTE.
4.7. IlIpunoxcenue Kk 00OKymenmy.
4.7.1. IlpunoxeHue - 3TO AOKYMEHT, IpPHJIaraéMblii K OCHOBHOMY JOKyMeHTy. IIpu Hammuuu
MPUIOKEHU B JOKYMEHTE JIeJaeTCsi COOTBETCTBYIOIIAs OTMETKA, BKIIOUaromiasi B ceOs CIIOBO
"IIpunoxxenue", TBOETOUNE U MEPEUEHD NMPUTIATAEMBIX JOKYMEHTOB C yKa3aHUEM MOPSAKOBOTO
HOMEpa TMPUIOXKEHHUs, €ro Ha3BaHMs, KOJIMYECTBAa JIMCTOB B HEM, ajpecare Ui KaXKI0ro
AK3EMILISIpa.
4.7.2. TlpunoxxeHus NOJDKHBI UMETh BCE HEOOXOIMMBIC /ISl TIOKyMEHTa PEKBHU3UTHI (Ha3BaHUE,
3aroJioBOK, MOAMKUCH JIUL, OTBETCTBEHHBIX 34 UX COJEp)KaHME, AaTy, OTMETKY O COIJIaCOBAHUHU U T.

I.).

13



4.7.3. OTMeTKy O HaJIWYUU TPUIOKEHUS, HA3BAHHOTO B TEKCTE, OQOPMISIOT CIEIYIOIINM
obpazoM: [Ipunoxenue: Ha 8§ J1. B 2 3K3.

4.7.4. Ecin 1puIOKEHHs HE Ha3BaHbl B TEKCTE, TO WX HAUMEHOBAHMS IIEPEUUCISIOTCS C
YKa3aHUEM KOJIMYECTBA JINCTOB B KAXKJIOM MPWIOKEHUHU U YUCIIA UX DK3EMILUIIPOB, HAIIpUMED:

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

Ecnu npunoxeHus: cOpouopoBaHbl, TO YMUCIO JUCTOB HE YKa3bIBAIOT.

Ecam k nOKyMeHTy npuiararoT APyrod AOKYMEHT, TAKKE MMEIOUIUN NPHUIIOKEHHE, OTMETKY O
HaJIMYUU TPUIOKEHUS 0QOPMIIAIOT CIEAYIOIIUM 00pa3oM:

[Ipunoxenue: nucbmo Pocapxusa ot 05.06.03 Ne 02-6/172 u npunoxeHue Kk HeMy, BCero Ha 3 1.
Ecnan npuiiokeHue HampaBisIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro
HaJIM4YUU OPOPMIISIIOT CIIEIYIOIINM 00pa3oM:

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

4.7.5. B npunoxxeHUH K pacropsIuTeIbHOMY JOKYMEHTY (MpHUKa3bl, MpaBuia, HHCTPYKIIUH,
MIOJIOXKEHHUSI, PEILIEHUs1) Ha TIEPBOM €ro JIKCTE, B MPaBOM BepxHeM yriy, numyT "lIpunoxenue Ne"
C yKa3aHHMEM HaWMEHOBAHUs PAaCIOPSAIUTENBHOTO JOKYMEHTA, €ro JaThl U PErMCTPALMOHHOIO
HOMEpa, Halpumep:

ITpunoxenne Ne 1
K npukazy MAJZIOY
Hetckuii cag Ne 250
ot 05.08.2013 Ne 14-O
4.7.6. CTpaHUIIbl TOKYMEHTA U MPUIIOKCHUH HYMEPYIOTCS KaK €WHBINA JOKYMCHT.
4.8. Iloonucanue 0okymenma.
4.8.1. JlIokyMeHTbI, HampaBiisieMble B BBIIIECTOSIIINE OPraHU3allMd U OpraHbl CyneOHOW BIIACTH,
noanuckiBaroTcs 3aBenytonii MAJIOY Ne 250.
JIOKYMEHTBI,  HamlpaBliieMble  MOJAYUHEHHBIM, JPYTUM  YUpPEXKACHUSIM U  TpaKIaHam,
HOJIMUCHIBAIOTCS 3aBEAYIOUINM, €€ 3aMECTUTENIEM WIIM MCTIONHSIONIMM 00S3aHHOCTH 3aBeAyIOIIei
MAJZIOY Ne 250.
4.8.2. Tlognucey BKiIIOYaeT B ceOs: HAMMEHOBAHME JIOJDKHOCTH JIMLA, MOAMMCABIIETO JOKYMEHT
(monHOe, ecnu TOKyMEeHT odopmileH He Ha OJlaHKe IOKyMEHTa, U COKpAIIeHHOE - Ha JOKYMEHTE,
odopMIICHHOM Ha OlaHKe), JTUYHYIO MOJNUCh U pacmii(PpoBKY MOAMHCH (MHULMAIBI, (HaMIIHS).
Hampuwmep:
3asenytonuit MAJIOY Jlerckuii cag Ne 250
Y.M.MypagumoBa

WK Ha OJaHKe:
3aBeayronuin Y.M. MypagumoBa

(JTMYHAS TIOJIITNCH )
4.8.3. Ilpum mnoamucaHWHd JOKYMEHTAa HECKOJbKHUMH JOKHOCTHBIMHM JIMIIAMH WX ITOJIHCH,
pacroararoT OAHY TIOJ JPYrodl B IIOCJIEIOBATEIIBHOCTH, COOTBETCTBYIONIEH 3aHUMAaeMOM
noJbKkHOCTH. Hampumep:

3aBenyrouui Y.M. MypagumoBa
(IMYHas MOAIUCH)
3aBeayONUi X035ICTBOM A.P. CemeHoBa

(TMYHast MOIKUCH)
[Tpu moxnmucaHUM COBMECTHOTO JIOKYMEHTA MEPBBIN JUCT OPOPMIISIOT HE Ha OJIaHKe.
4.8.4.B 1OoKyMeHTaxX, COCTaBJICHHBIX KOMHCCHEH, YyKa3blBalOT HE JOJDKHOCTH  JIMII,
MOJIIUCHIBAIONINX JOKYMEHT, a HX OOS3aHHOCTH B COCTaB€ KOMHCCHHM B COOTBETCTBHU C
pacnpenenenueM. Hanpumep:
IIpencenarens komuccun Y.M. MypaagumoBa

(TMYHast MOJIHUCH)
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UJieHbl KOMUCCHH: A.p. Cemenona
(JIMYHas MOJIUCH)

M.C. larunyniuna

(JIMYHas MOJUCH)
4.8.5. Ecim IODKHOCTHOE JIMIO, MOMIMCH KOTOPOrO 3aroTOBJICHA HA IIPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT MOJIHUCBHIBAET JIULO, HCIHOJHAIIIEE €ro OO0S3aHHOCTH, WIH
3amectutenb. Ilpu 3ToM  0O0si3aTenbHO  yKa3bpiBaeTcsl (akTU4yecKass JIOJDKHOCTh — JIMIIA,
MOAMMUCABIIEr0 JOKYMEHT, M ero ¢amuius (UCIpaBICHUS MOXXHO BHECTH OT PYKH WIH
MAaIlIMHOMMCHBIM CcIocoboM, Hampumep: "u.o.", "zam."). JlomyckaeTcss MOAMUCHIBATH JTOKYMEHT
MPOCTaBJIEHUEM KOCOU YEPTHI Mepe]] HAMMEHOBAHUEM JIOJIKHOCTH.
5. Opranuszanus J10KyMEHTO000pPOTA  UCIIOJHEHHS JOKYMEHTOB
5.1. Opzanuszauyusn 0oKymenmoooopoma
5.1.1. JImwxkenue aokymeHtoB B MAJIOY Ne 250 ¢ MoMeHTa ux co3fgaHus (MOJY4YEHUS) 0
3aBEPIICHUS UCTIOTHEHUs (OTIPABKU) MOCIEAHUX 00pa3yeT TOKyMEHTOO0OO0POT.
5.1.2. [lopa1ok IPOXOXKACHUS TOKYyMEHTOB PErJIaMEHTHUPYETCA HACTOSIIeH MHCTPYKIMEH, TabeneM
yHUDUIIUPOBAHHBIX (OPM JOKYMEHTOB, TOJIOKEHUSMHU M JIOJDKHOCTHBIMHU HWHCTPYKUUSIMU WX
PabOTHHKOB.
5.2. Opzanuszayusa 0ocmaeku 0OKymMenmos
5.2.1. JlocraBka nokymMeHTOB B MAJIOY Ne 250 u 3a ero mpeiensl OCyIIEeCTBISIETCS CPeICTBaMU
IIOYTOBOU, KypPbEPCKOU U JJIEKTPOHHOM CBSA3H.
5.2.2. TlocpenacTBOM MOYTOBOW CBSI3M MPOU3BOIAUTCS OTMPABKa M TMOJTYYEHHE MPOCTHIX IHCEM,
OTKPBITOK, OaHepoJiel, MOCHUIOK U MEYaTHBIX, B T. Y. IEPUOINYECKUX U3TAHUM.
5.2.3. C momoImpi0 KypbepCKOW CBSI3M OTIPABIAIOT U TMOJIY4YalOT 3aKa3HYI0 KOPPECHOHACHIUIO
(npuKa3pl, pPACTIOPSDKEHUS, MUCbMa W TMPOYHE JOKYMEHTHI BBIIIECTOSIINX OpraHu3aluil),
COJIEpIKallyl0 BaXXHYIO WM CPOYHYIO HHPOPMAIHIO.
5.2.4. DNeKTpOHHYIO CBSI3b HCHOJB3YIOT JJIg OTIPAaBKA M  IOJYYEHUs TeJIETpaMM,
Tenedakcorpamm, JIEKTPOHHBIX JOKYMEHTOB.
5.2.5. OTBeTCTBEHHOCTb 3a MOJHYIO U CBOCBPEMEHHYIO OTIPABKYy M IMOJYYEHHE CIy>KEOHOM
KoppecnoHieHnu HeceT 3apeayomuii MAJIOY Ne 250.
5.3. Ilpuem, obpadbomka u pacnpeoenenue 6x00auwux 0OKyMeHmos
5.3.1. [Joxymentsl, octymaronue B MAJIOY Ne 250, BCKppIBalOT, TIOCIIE€ Yero mepeaaroT Ha
paccMOTpEeHHE 3aBEAYyIOLIEMY, a 3aTeéM B COOTBETCTBHM C €€ peuieHueM (pe3osronueit)
HAIPaBJISIOT HENOCPEICTBEHHBIM UCTIOJHUTEIISIM.
5.3.2. C mnocTymieHueM CIy>KeOHOW KOPPECHOHJIEHIIMM COTPYJIHUK, OTBETCTBEHHBINM 3a
JEJIONPOU3BOJICTBO, MPOBEPSIET MPABWIBHOCTh €€ JOCTABKH, a TAKXKE ILEJIOCTHOCTh YMAaKOBKH
NOKyMeHTOB. KOHBEpPTBI C [IOKYMEHTaMH BCKpPBIBAIOT, 3a HMCKIIOUEHHEM HMEIOIIUX ITOMETKY
"Tu4HO".
5.3.3. B 3aBucumoctd OT ajpecand JOKYMEHTHl HANpaBIAIOTCS Ha TMpPeIBAPUTEIBHOE
paccmotpenue 3aBenyomeidr MAJIOY Ne 250 unu HemocpeACTBEHHO TEM JIOJKHOCTHBIM JIMIIAM,
KOTOPBIM OHU INpeAHa3HaueHbl (IPH HAIMYMUU HA IOKYMEHTE COOTBETCTBYIOIIEH OTMETKH).
5.3.4. ITlpenBapurenbHOE PacCMOTPEHUE NOKYMEHTOB Mpou3BoauTcs 3aBeaytomieii MAJIOY Ne
250 ¢ menbro pacrpeneneHus] UX MEXIy OTBETCTBEHHBIMU HCIIONHHUTENSIMU. Perenue 06 sTom
oopmisieTcst B BUIE PE30OTIOIHH.
5.3.5. Paccmotpennbie noxkymeHThl 3aBeaytomuii MAJIOY Ne 250 nuuHO BHOCHT cojep:KaHHE
PE30IIIOLMH, TTOCIIE YErO JOKYMEHT NEPENAETCsl HAa UCIIOJIHEHUE JOKHOCTHOMY JIMILY.
5.4.0cobennocmu padbomot ¢ 31eKMPOHHLIMU OOKYMEHMAMU
5.4.1. B yupexaeHuu co3Aat0TCsa U UCTIOJIb3YOTCS:
— DJJIEKTPOHHBIE JOKYMEHTBHI, CO3[aBacMble B AJIEKTPOHHOU (opme 06e3 mpeaBapuTeNIbHOTO
JOKYMEHTHUPOBaHUS Ha OyMa)KHOM HOCHUTEIIE;
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— DJJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOJYYECHHBIC B PE3yJIbTaTe€ CKAHHUPOBAHHS JOKYMEHTOB
Y XpaHSAILIUECS B CUCTEME AIIEKTPOHHOIO TOKYMEHTO000pOTA.
5.4.2. IlpueM u oTHpaBKa DJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIIOTCS OTBETCTBEHHBIM
3a BeJICHUE JEIONPOU3BO/ICTBA B YUPEKICHUU.
5.4.3. DJeKTpoHHBbIE JIOKYMEHTBI CO3Jal0TCs, O0O0padaThIBAIOTCS U XPAHITCS B CUCTEME
ANEKTPOHHOTO IOKyMEHTO000POTa YUPEXKACHUS.
5.4.4. DnexTpOHHBIN JOKYMEHT JOJIXKEH ObITh 0()OpMIIEH MO OOIIMM MpaBHJIaM JIEIONPOU3BOACTBA
Y UMETh PEKBU3HUTHI, YCTAHOBJICHHBIC ISl AaHAJJOTUYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHUTETE,
3a UCKJIIOYEHWEM OTTHCKa TMedatu | u3o0paxkenuss [ocymapctBenHoro repba Poccuiickoii
denepannu.
5.4.5. Jlnd moaTBEp:KAECHHUST — NOMJIMHHOCTH — DJIEKTPOHHBIX  JIOKYMEHTOB B YUPEXKICHUU
HCIIOIB3YIOTCS DJIEKTPOHHBIE ITU(DPOBHIE TTOAMKCH.
Hcnonb3yemble cpeAcTBa 3JEKTPOHHON LU(POBOIM MOANHUCH AOIKHBI OBITH CEPTHPHUIMPOBAHBI
B YCTaHOBJICHHOM TIOPSIJIKE.
5.5. Hughopmayuonnan dezonacnocmo

5.5.1. MudopmManuoHHbIE PeECypchl YUPEKICHUS MO JOCTYIY (BO3MOXKHOCTH HCIIOJIb30BAHUS)
MOAPA3ACISIOTCA Ha OTKPHITYI0 (00IIe0oCTYHYI0) HHGOPMAIUIO, CIyXeOHYI0 HHGOPMAIUIO
¥ “H(pOpMaIIUIO OTPAHUYECHHOTO PACTIPOCTPAHEHHUS (JIOCTyTA).
K xareropum oTKpbITON WH(]pOpMaUM OTHOCUTCA HWHGOPMAIUsS, COACp)KAIIAsACSI B JOKYMEHTaxX
1 0a3ax JaHHBIX YUPEXKJIEHHUs, HETIOCPEACTBEHHO 3aTparuBarolias npaBa i HHTEPEChl TPakIaH.
K xareropun ciyxe6HOM wuH}OpMAIMU OTHOCUTCS MH(POpPMAIHS, COAEpKAIIAsACI B JOKYMEHTaxX
1 0a3ax JaHHBIX YYPEXKICHUS, TMpeIHa3HAYCHHAas I JOJDKHOCTHBIX — JIUI] U paOOTHUKOB
YUPEKIACHUS, MPU BBHIMOTHEHUN UMH CBOMX (DYHKIIMOHAIBHBIX OOSI3aHHOCTEH, HE 3aTparuBaroIias
HalpsIMyl0 T[paBa W MHTEPEChl TPAXIAH U HE OTHOCAILIASACS K KaTErOpUU OrPAHMYEHHOTO
pacrpocTpaHeHus (IoCTyma).
K xaTeropuu nHpopMaum orpaHU4eHHOI0 pacpoCcTpaHeHus (A0CTyMna) OTHOCUTCS HH(pOpMaIus,
coJiepkamiasicss B JOKyMEHTax M 0a3ax JaHHBIX, BKIIIOYAIONIAs CBEACHUSI KOH(UJIEHIUAIBHOTO
Xapakrepa.
Best undopmanusi, conepkamasicss B TOKyMEHTaxX W 0a3ax JaHHBIX YUYPEKICHHS, MO YMOIYaHHUIO
ABJISIETCSI OTKPBITOM U oOuieaocTynHoi. VckimtoueHue coctaBisgeT MHGOpMalvs, OTHECECHHas
K KaTeTOpHUsM CITY>KEOHON M OTpaHMYEHHOTO PacpOCTpaHeHus (JOCTyma).
5.5.2. JInunble nena pabOTHUKOB, JIMYHBIE KAPTOUYKH PAOOTHUKOB, TPYAOBbIE KHUKKU PAOOTHUKOB,
MPUKA3bI 110 JTUYHOMY COCTaBY JIOJDKHBI XPAaHUTHCS B ceiide Wi B METaJUIMYECKOM IIKady.
brnanku TpyAOBBIX KHUXKEK IO MEpe HEOOXOIMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIUILY, WU
PYKOBOAUTEINIO. 3alMCH B TPYAOBOW KHUKKE MOAMUCHIBAET PYKOBOJUTEIb YUPEIKICHUS.
5.5.3. VYcraHoBKa | 3KCIUTyaTalusi MNPOrPaMMHOTO OOECIEYEHHUS, TOJIYYSCHHOTO U3 JIFOOBIX
HMCTOYHUKOB U BBINOJHSIONIETO (YHKIMK, HE CBSI3aHHBIE HEMOCPEJACTBEHHO C BBIMIOJIHEHUEM
paboOTHUKAMU CBOUX JIOJDKHOCTHBIX O0sI3aHHOCTEH, KATErOPHUUECKH 3ampelieHa.
5.5.4. Bcs npencraBieHHas B AJIEKTPOHHOM BuJe HWH(OpMaIus, MOCTyMNaas B YUPEKICHHE,
B 00513aTEILHOM TOPSJIKE MOJICKHUT MPOBEPKE aHTUBUPYCHBIMU CPEJICTBAMHU.
5.5.5. DIeKTpOHHas IOYTa MOJXKET HCIIOJIb30BaThCS IIOJB30BATEIIIMH TOJBKO JJIT OOMEHa
uH(pOpMaIMed, OTHOCAIIEHCS K KaTerOpUU OTKPBHITONW U CIIyKeOHOM. 3ampelieHo HCIoIb30BaTh
ANEKTPOHHYIO TOYTY JJis epenadn WH(OpMaIuu, OTHOCSIICHCS K KaTerOpUM OTPaHUYEHHOTO
pacrpoCcTpaHeHusl.

6. U3roroB/ieHHE M HCNOJb30BAHUE NeYaTel U IITAMIIOB
6.1. VYupexneHue uMeeT Kpy[Iyl0 MedaTb C HAUMEHOBAHMEM YUPEXKACHHS N0 YCTaBy U
PEKBU3HUTAMU JAETCKOTO cajia, OJJaHKK CO CBOUM HAaUMEHOBAHUEM.
6.2. IlewyaTn W3roOTaBIMBAIOTCA B CTPOrO OrPAHMYEHHOM KOJIMYECTBE U MCKIIOUYUTEIHHO
B CITY’KEOHBIX 1eMsiX. PemeHne o HEOOXOAMMOCTH W3TOTOBJICHHS TI€YaTell | MX KOJIMYECTBE
MIPUHUMAET PYKOBOJUTENb YUPEKIACHHUS.
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B cinyuae ciyxeOHOI HEOOXOAMMOCTH MO PEUICHUIO 3aBEAYIOIICH OMYyCKAEeTCs] U3TOTOBIICHHE
JOTIOJTHUTEIBHBIX 3K3EMILISIPOB MEYaTe.
6.3. Tleuarpto 3aBepsIIOTCS MOIIMUCH PYKOBOAMTEINSI, €ro 3aMECTHUTEIIeH, TJIaBHOTO Oyxranurepa,
a TaKKe JPYrUX JOJDKHOCTHBIX JIMI, KOTOPBIM MPUKA30M YUPEKIACHUS WU JOBEPEHHOCTHIO
MPEAO0CTABICHBI COOTBETCTBYIOIINE TTOJTHOMOYHSI.
6.4. Ileyaty u mraMibl XpaHATCS B HAJEKHO 3alIMPAIOIIMXCS MIKadax.
OTBETCTBEHHOCTH 3a 3aKOHHOCTH HCIIOJIb30BAHMSI U HAJIC)KHOCTh XPaHEHHS TedaTeil Bo3jiaraercs
Ha PYKOBOAUTEIIS YUPEIKICHUS.

7. Opranu3anus 10KyMeHTOB B /1eJIONPON3BOJCTBE

7.1.Homenknamypa oen

7.1.1. Opranuzanusi TOKyMEHTOB B JICJIONPOU3BOJICTBE MPEICTABISIET COOONH COBOKYIMTHOCThH BHIOB
paboT, 00ecreYnBaIOIINX COXPAHHOCTh, YU€T, CUCTEMATH3alUI0 JOKYMEHTOB, (DOPMUPOBAHHE U
opopmiieHHE N B JENONPOM3BOACTBE, M HX TMepeJadyy B apXuB B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHUSMH.
OcHOBHBIMU BHJIaMH PabOT, OOECMEUMBAIOIIUMH MPABWIBHYIO OPTaHHU3allUI0 JTOKYMEHTOB B
JIeJIONPOU3BOJICTBE, SBISIOTCS COCTaBICHHE HOMEHKIIATYPHI €)1 U 0pOpMIICHHE JIE.
7.1.2. HomeHknatypa Jen - CUCTEMaTH3UPOBAaHHBIN MepevyeHb 3aroJlOBKOB (HAUMEHOBAHUMN) /€T
MAJIOY Ne 250 ¢ yka3aHueM CPOKOB X XPaHEHHS.
HomeHnkmarypa nen npeaHasHaveHa Jyisi OpraHU3aluy TPYIITUPOBKH UCIIOTHEHHBIX JOKYMEHTOB B
JieNa, CUCTeMaTU3allMKi B y4eTa JIeld, ONMpeAesIeHUs] CPOKOB UX XPAHEHUsSI U SIBJISICTCS OCHOBOM IS
COCTaBJICHUs OMHUCEH JeNl TTOCTOSHHOTO W BpeMeHHOro (cBbimie 10 JeT) XxpaHeHus, a TakkKe st
ydeTa JieJl BpeMeHHOro (710 10 JeT BKIIOUNUTEIbHO) XpaHCHHS.
7.1.3. Ilpu cocTaBieHMH HOMEHKJIATYphl Jell PYyKoBOJACTBYIOTcA Yctaom MAJIOY Ne 250,
MOJIOKEHUSIMH O pas3nudyHo nearenbHocty MAJIOY Ne 250, ero cmyx6ax, IITaTHBIM
pacnucaHueMm, IIaHaMd U OTYeTaMH O paboTe, MEPEeyHsIMU TOKYMEHTOB C yKa3aHHUEM CPOKOB UX
xpa"eHus. M3ydaroTcs TOKyMeHTHI, oOpasyromuecs B aesareabHoctd MAJIOY Ne 250, ux Bujsbl,
COCTaB U COJIEpIKaHUE.
7.1.4.B MAJIOY Ne 250 cocTaBisitOTCS HOMEHKJIATYPBHI A€l KaXJAOoW CIy»KObl W CBOJHAs
HOMEHKJIaTypa Jell.
7.1.5. CBognas HomeHkinatypa aex MAJIOY Ne 250 cocTaisieTcs 3aBeAyIONTUN.
7.1.6. CBogHAs HOMEHKIIATypa Jen yTBepKaaeTcs 3aBeayronuit MAJIOY Ne 250.
[Tocne yTBepkaeHNs CBOJIHON HOMEHKIATYpPHI Aeia ciyk061 MAJIOY Ne 250 momy4aroT BBITHCKH
U3 COOTBETCTBYIOIIUX €€ Pa3/IeNIOB ISl UCTIOIb30BaHUs B padoTe.
7.1.7.YTBEepKI€HHBIN 3K3E€MIUIAP HOMEHKJIATYPhI A€ SBISETCA TOKYMEHTOM IOCTOSIHHOI'O CpOKa
XpaHEHUS
7.1.8. Cognasi Homenkiatypa aen MAJIOY Ne 250 exxerogHo yTOYHSIETCS, YTBEpKIAeTCS U
BBOJIUTCS B JIeMCTBHUE ¢ | CEHTSIOPS CleMyIOIero roja.

7.2. Opzanu3zayus onepamuenozo XpaneHus 00OKymMeHmos
7.2.1. PaboTHHMKH, OTBEUAIOUIUE 3a JEIOMPOU3BOJICTBO, HECYT OTBETCTBEHHOCTh 332 COXPAaHHOCTh
JIOKYMEHTOB U JIelI.
Jlena pa3MemniaroT B CIEUUAIbHO OTBEACHHBIX ISl OTOW 1€MW MOMEIICHUAX B 3alHpPaoNInecs
mKkadbl, cedsl U T.M., 4TOOBI OOECHEYUTh WX COXPAHHOCTh U 3AIIUTY OT BO3JEHCTBUS MBUIN
Y COJTHEYHOTO CBETa. B IeNsiX TMOBBIINICHUS ONEpPaTUBHOCTH TIOMCKAa JIOKYMEHTOB, Jieja
pacmojiararoTcsi B COOTBETCTBUM C HOMEHKJIATypod jen. HoMeHkiaTypa Jen Wil BBITUCKA
13 Hee MOMENIAeTCsS Ha BHYTPEHHEH CTOpoHE mKada.
Ha kopemkax 0070KeK J1ei YKa3bIBAIOTCSI MHACKCHI JIEN TI0 HOMEHKIIATYPeE.
7.2..2. Bpiaua aen u KOMUM JOKYMEHTOB JPYTUM IIOJI30BATENISIM MPOU3BOAUTCS C pa3perieHus
pyKoBOIUTENS yupexneHus. Jlema BBITAIOTCS BO BPEMEHHOE IIOJIb30BAHUE HA CPOK He Oolee
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onHoro mecsua. Ilocie ncreyeHus: yKa3aHHOTO CpOKa JIENO JIOJKHO OBITh BO3BPAILEHO HA MECTO
€ro XpaHeHHUsl.
CTOpOHHUM  MOJIB30BATENAM JI€Jla BBLAAIOTCS HA OCHOBAHMM WX MMCBMEHHBIX  3alpOCOB
C pa3peuIeHus] PyKOBOAMUTENS YUPEXKICHUS IO aKTaM.
W3paTue NOKyMEHTa W3 JIeN MOCTOSIHHOIO XPaHEHHUs JOIMYCKAaeTCs B MCKIIOUUTEIBHBIX CIIydasx
Y IPOM3BOJIUTCS  C pa3pellieHus] pPYKOBOJIUTENSl YUpPEXKACHUSA, IPHU 3TOM B JIEJI€ OCTAeTCs
3aBepeHHas KOIHUs JOKYMEHTa U aKT O IPUYMHAX BbIJAuU MMOJAJTUHHUKA.

8. 3akinouuTeIbHBIC TOJI0KEHUSA
8.1. Cpok nevictBus THCTpYKIMU - 1O 3aMEHBI HOBBIM.
8.2.MAJIOY Ne 250 obecrnieunBaeT NOCTYIMHOCTh U OTKPBITOCTh MH(OPMAIIMKM IyTEM pa3MelEeHUs
Hacrosmeil MHCTpyKIny Ha opUIIHaTEHOM CaiiTe JETCKOTo cajia B CeTH MHTepHeT edu.tatar.ru.
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