MyHHUHIIATbHOE ABTOHOMHOE JI0LIKOJIBHOE 00pa30BaTeNbHOE YUPEXKICHHE
«Ierckuii can Ne248 xomGuanpoBanHoro Buaa» Hoso - CaBuHOBCKOro paiiona r. Kasanu
(MAZIOY «letckuit cax Ne248»)

Hucrpykuus /.
N0 BeJeHHIO 1eJIONPOH3BOACTBA B
MAIOY «Jerckuii caa Ne 248»

1.06mue nostoxeHns
1.1.  Hacrosamas Muctpykuus no seaeHuto aenonpoussonctsa B MAJIOY «Jletckwuii can Ne248»
KOMOWHUpOBaHHOrO Buzaa» (manee- MAJIOY Ne248) paspaGoraHa B wUens® palHOHAIBHON
OpraHu3alHiy JOKYMEHTaMOHHOTro obecneueHus aesrensHocTH MAJIOY No248, a Takke cTpororo
coOmonenus NeHCTBYIOIINX HOPMATHBHBIX IOKYMEHTOB B cepe NOKYMEHTAUuu W HH(POpMALUH
(nanee- MHCTPYKLUH).
1.2.  Kontpons BemeHus aenonpousBoactsa B MAJIOY Ne248 ocymiecTBiseT 3aBeAyHOLIMIA,
KOTOpBIN JIa€T yKa3aHHUs 110 BOIPOCAM OpraHU3alliH U BEIEHUs EIONPOU3BOACTBA, 00s3aTebHBIE
JUISL HCTIOJTHEHHSI BCEMH ClIy)OaMM, NpoBepsieT COCTOSHHE NETONMpPOU3BOACTBA WU OCYLIECTBIISET
o0yueHue pabOTHUKOB, OTBETCTBEHHBIX 3a €r0 BeJICHHE.
1.3.  OTBeTCTBEHHOCTh 3a OPraHH3aLMIO JIENONPOU3BOJCTBA, CBOEBPEMEHHOE M KayeCTBEHHOE
HCIIOJIHEHHE JIOKYMEHTOB, HX COXPaHHOCTb Bo3jaraercs Ha 3aBenyromero MAJIOY Ne248.
1.4.  HenocpezacTBeHHOE BeleHHE AeIONPOH3BOACTBA B ciykbax MAJIOY Ne248 Bosnaraercs Ha
COTPY/IHUKOB, HA3HAYCHHBIX OTBETCTBEHHBIMH 33 9Ty paboTy, KOTOpble 00eCreuynBaloT y4eT H
NPOX0XKAEHHE JOKYMEHTOB B YCTaHOBJIEHHbBIE CPOKH, HH()OPMHPYIOT PYKOBOJICTBO O KayecTBE HX
UCIIOJIHEHHS], 3HAKOMAT COTPYAHHUKOB C HOPMATHBHBIMH M METOJMYECKHMH IOKYMEHTAMH II0
JIETIOTIPOH3BO/ICTBY.
1.5. PaloTHukM, Ha3HA4YeHHblE OTBETCTBEHHBIMH 3a BEIEHHE Je/IONPOU3BOJCTBA, HECYT
« OTBETCTBEHHOCTh 32 BBINOJIHEHHE TpeOoBaHMH HacTosuedl WHCTPyKUMH, 3a COXPaHHOCTb
HaXOMSIMXCS y HUX CiIyKeOHBIX J0KyMeHTOB. OO yTpaTe DOKYMEHTOB HEMEUICHHO JOKJIAbIBAIOT
3asenyromemy MAJIOY Ne248.
1.6. MHCTpyKuMsi pacnpocTpaHsieTcss KaK Ha TpaJUlMOHHOE JeJIONPOM3BOACTBA, TaK U HA
OpraHu3anuio paboThl ¢ JOKYMEHTAMH CO3JaBA€MBIMH CPEICTBAMH 3JIEKTPOHHO- BBIYHCIIHTENBHOM
TEXHUKH.
1.7. BemonHenue yTBepixaeHHONH MHCTpyKImu o6s3aTensHO 11 Kaxaoro cotpyanunka MAJIOY
Ne248.
1.8.  Tlopsmok paGOTBI C NHUCbMaMmH, 3asBICHHAMH H JKAl00aMH COTPYIHHKOB W pPOJUTENIEH
(3aKOHHBIX MMPEACTABUTENEI) ONpeIeNeTCsl CleHANIbHBIMUA HHCTPYKIIHSAMH.
2. JlokymenTsl, HeoOXoaumble npu ynpasiaeann MAJIOY Ne248.
2.1.  Tlpu noaroToBke, COrIacOBAHWH, MOJMHCAHHH W YTBEPXKIACHHH IOKYMEHTOB HEOOXOIHMO
cobmoznare TpeGoBaHHs, 00eCrneYnBalOLIHe OPHIUIECKYIO CHIIY JOKYMEHTOB M BO3MOXHOCTB HX
06paboTKH ¢ HCIOIb30BAHUEM CPEJICTB 3JIeKTPOHHO- BEIYUCIUTEIbHOM TEXHUKH.
22.  CocraB JOKYMEHTOB, 0OpasyiOLIUXCs B MpOLECCe EATENbHOCTH, OINPEENSeTCs: €ro
KOMIIETeHIMEeH U QyHKIMIMH; KPYrOM YIpaBIeHYECKUX JeHCTBHH, OPSAKOM pa3pelieHHsBOIIPOCOB
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1.1

00pa30BaTeNIbHBIMU YUPESKICHUSAMU WM JIPYTHUMH OpraHu3anusMu. B cocTaB JTOKYMEHTOB
MAJIOY Ne 248 Bxoasr:



- OpraHu3alMoOHHbIE JTOKyMEHTH (YcTaB, MOroBOphl 00 oOpa3zoBanuu, KoJIeKTHBHBIH JOTOBOP,
JIHA, nNOMKHOCTHBIE WHCTPYKIMM COTPYJHHKOB, IITaTHOE paclUCaHHUe, MpaBuila BHYTPEHHETO
TPYAOBOI'O pacropsiika, TPYAOBbIE TOTOBOPHI U Ip.);
- pacnopsaUTENbHbIE JOKYMEHTHI (IIPUKa3bl, UHCTPYKIUH, PACIIOPSDKEHUS U T. I1.);
- UH(QOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI (IPOTOKOJIBI, IUIAHBI, OTYETHI, CHpPaBKH, aKTHI,
JOKJIaIHBIE U OOBSICHUTEIbHBIC 3aIMCKH, TMCbMA, TEIerPaMMBI U JIp. ).
2.3. JlokymeHTBI, Kak mpaBmwio, ogopmistoress Ha Omankax MAJIOY Ne 248, cooTBETCTBYHOIIMX
lNocynapcrBennomy crangapry PO (I'OCT P 6.30-2003), momkHBI colepikKaThb YCTaHOBJICHHBIM
KOMIUIEKT 0053aTEIbHBIX PEKBU3UTOB IIPU COOTBETCTBYIOIIEM UX PACIIOJIOKEHHH.

3. OcoGeHHOCTH NOATOTOBKH M 0OpMJIEHHUSI OT/IeJIbHBIX BU0B 10KYMEHTOB

3.1. [Ipuka3

3.1.1.1Ipuka3 - mpaBoBOH akT, m3maBaeMblid 3aBeaytommii MAJIOY Ne 248. On BcrymaeT B cuity ¢
MOMEHTa IMOANUCAHUS 3aBEIYIOLIUMN, €ClIi B TEKCTe HE YyKa3zaHO JApyroro cpoka. [loamnucaHHbIi
MIPUKa3 PErUCTPUPYETCS.
[IpukazamMu oQopMIIAIOTCS peUIeHUs] HOPMAaTUBHOTO XapakTepa II0 BOIpOCaM OpraHHu3alUu
IUTAaHUPOBAHUS, OTYETHOCTH, Y4e€OHO-BOCIMTATEIBHOIO IIpolecca, Je4eOHO-TTPOPUIaKTHIECKUX
MEpOTPUATHH, ($u3nUecKoro pas3BuTHs, (bMHAHCOBO-X035UCTBEHHOU JIEITENBHOCTH,
BHEIITHEAKOHOMUYECKON JEATEIbHOCTH, a TAK)KE 10 ONEPATUBHBIM, OpPraHU3al[MOHHBIM, KaJPOBBIM U
JIpyruM BorpocaM BHyTpeHHel padotst MAJIOY Ne 248.
[IpoexTsl NpUKa30B MOATOTAaBIMBAIOT PAOOTHHUKM, HA3HAUEHHBIE OTBETCTBEHHBIMH 3a BEJICHUE
JIeIONPOU3BOICTBA HA OCHOBAHUHU NOPYUYEHHMSI 3aBEYIOIIET0 TMOO B MHUIIMATUBHOM HOPSIKE.
3.1.2. JlaToii mpuka3a SBISETCS JaTa ero IO ITHCaHNS.
3.1.3. IIpwka3pl O OCHOBHOW (aIMUHHCTPATUBHOW M (MHAHCOBO-XO3SHCTBEHHOW) JEATEILHOCTH,
[0 IMYHOMY COCTaBY, O 3aYUCJIEHUU M OTYHUCICHUHU BOCHUTAHHUKOB, (GOPMUPYIOTCS U HYMEPYIOTCS
OTJIeIbHO B TpeJiesiax KaJleHJapHOTO Toa.
3.1.4. Konuu npuka3oB WK UX PA3MHOKEHHBIE IK3eMIULIPHI 3aBepstoT nedarbio MAJIOY Ne 248 u
HaAmpaBJIAIOT [0 ajgpecaM B COOTBETCTBUM C YKa3aTelleM pPAacChUIKH, KOTOPBIM COCTaBIsE€T H
MOANUCHIBAET UCTIOJHUTENb.
3.1.5. IIpuka3 umeer ciaeayronue peKBU3UTHI:
- HAMMEHOBAHUE YUPEKICHUS;
- HAMMEHOBAHUE BHU/Ia JJOKYMEHTA,
- 1aTy U HOMep JI0KYMEHTa;
- 3aT0JIOBOK K JOKYMEHTY;
- TEKCT JOKYMEHTAa;
- TMIOJIITHCh;
- BU3bI;
- OTMETKY O IPUJIOKEHUH.
3.1.6.HaumenoBanne MAJIOY Ne 248 yka3piBaercs B MojgHOH ¢dopme - MyHUIMNAIbHOE
aBTOHOMHOE JOIIKOJIbHOE 00pa3oBarensHoe yupexaenue «Jlerckuii can No 248 koMOMHUPOBAHHOTO
Buna» HoBo-CaBunoBckoro paiiona r.Kazanu. IleuaTaroT 1eHTpUpOBaHHBIM cHocoOoM (Hauano u
KOHEI[ KaX/I0i CTPOKU PEKBU3UTA PaBHO YAAJIEHBI OT TPAHMI] 30HBI PACTIOTOKEHUS PEKBU3UTOB).
3.1.7. HaumenoBanue Buma nokymenta - "[lpukas" (mocie Homepa IMpHKa3za MCHOJIB30BATh JIUTEP
«K»):
- npu o(pOpPMIIEHUM TPHKA30B IO JUYHOMY COCTaBy B PabOTe HCHOIB3YIOT YHU(HUIMPOBAHHbIE
dopmpbl, yrBepxkaeHHble [loctanoBnenuem ['ockomctarom Poccum ot 05.01.2004 Ne 1 «O6
YTBEP)KJIEHUU (OpPM MEPBUUHON YUETHOM JOKYMEHTAIMH 0 y4YeTy TpyJa U €ro OIUIaThl» COTJIACHO
IIEPEUHIO:

Howmep | HaumenoBanue ¢popmbl ®op
(dopMbI Mar
T-1 ITpuka3 (pacnopsbkeHue) o nprueMe paboTHHKA Ha paboTy A4
T-la |Ilpuka3s (pacnopspkeHue) o npueme pabOTHUKOB Ha paboTy A4
T-2 JInyHast KapTOUyKa pabOTHHUKA 2A4
T-3 IlItaTHOE pacniucanue A4




T-5 [Tpukas (pacmopspkeHne) o TepeBoje pabOTHHKA Ha IPYryro padoTy A4
T-5a |IIpuka3 (pacnopspkeHre) O mepeBoje pPabOTHHKOB Ha APYryr padoTy A4
T-6 [Ipuka3 (pacnopsikeHue) O MPEeJOCTaBICHUU OTIIyCKa PaOOTHHUKY A4
T-6a |IIpuka3 (pacmopsikeHue) 0 MNPEIOCTaBICHUM OTIyCcKa pabOTHUKAM A4
T-7 I'padux oTIycKOB A4
T-8 [Ipuka3 (pacropsbkeHrne) O TNpEeKpalleHuu JAeHCTBUS TPYAOBOIO JOroBOpa A4
(KoHTpaKTa) ¢ pabOTHUKOM
T-8a |IIpuka3 (pacnopspkeHHe) O MpeKpalleHuu AeUCTBUS TPYJOBOTO IOTOBOpa A4
(KoHTpaKTa) ¢ pabOTHUKAMU
T-9 [Ipuka3 (pacrnopsixkenne) 0 HampaBJICHUH PAOOTHHKA B KOMaHIUPOBKY A4
T-9a |IlIpuka3 (pacnopsikeHre) O HalpaBiICHUU PAOOTHHUKOB B KOMAaHIMPOBKY A4
T-10a | CnyxeOHoe 3a1aHue AJIs HAPaBJIEHUS B KOMaHAUPOBKY U OTUET O €ro BhIMOIHEHUH | A4
T-11 |Ilpuka3 (pacnopsipkeHne) 0 HOOUIPEHUH pabOTHHKA A4
T-11a |Ilpuka3 (pacnopsipkeHne) 0 HOONIPEHUN paObOTHHUKOB A4

- 10 OCHOBHOW (aIMUHUCTPAaTUBHOM U (UHAHCOBO-XO3SIMCTBEHHOHN) MESITEIbHOCTH U IO
BOCITUTAaHHHUKAM (JIETSIM) MCTIONIBb30BaTh JUTEP «O» U «J[» COOTBETCTBEHHO.

3.1.8. 3aroyioBOK TOJKEH KPAaTKO M TOYHO OTpa)kaTh COJAEPKAHWE TEKCTAa MPHUKa3a. 3arojoBOK, KAK
npaBmwiio, GOpMyaHpyeTcsl B TpEeAIoKHOM Tajaexe, Hampumep: "O Bbluiate paOOTHHKAM
yUpexKICHUS..." .

3arosioBOK nevararoT mpu@rom, 6e3 ad3alHOTro OTCTYIa, pacrojaras Ha CTPaHHULE B JIEBOM BEpPXHEM
yriay. 3arojioBOK, COCTOSIIMHA U3 JBYX M Oojiee CTPOK, pacrojaraloT Ha CTpaHHUIe 4yepe3 OJIUH
MEKCTPOUYHBIN UHTEPBaAI. TOUYKY B KOHIIE 3ar0JIOBKA HE CTaBAT.

Texkcr mnpukaza MOXKET COCTOATh W3 JBYX 4YacTeil: KOHCTaTUpylomied (mpeamOymbl) U
pacropsAUTEIbHOM.

B koHcTaTtupylomei 4acTu KpaTKO M3JIaraioTcsl LEeNu U 3ajadd, (GakThl U COOBITHS, NOCTYKUBLINE
OCHOBAaHMEM Uil u3JaHusl Tpuka3za. OHa MOXeT HauyuHathecs cinoBamu "B memx...", "B
cooTBeTcTBUU...", "Bo wucnonnenue..." u T. A. Eciu npuka3 u3naercss Ha OCHOBAaHUM JIPYroro
JOKYMEHTa, TO B KOHCTAaTHPYIOUIEW 4YacTH YKa3blBalOT HAMMEHOBAaHHWE 53TOr0 JOKyMEHTa B
TBOPUTEJILHOM Ia/IeXKe, €ro JaTy, HOMEp U 3arojoBOK.

B oTaenpHBIX ciaydasx KOHCTaTUPYIOILEH YacTH MOXET HpPEe/IIecCTBOBaTh NpeaMOyna U3 OJHOIO -
IBYX IPEIJIOKEHUH, B KpaTKOH (opMe oTpakarolas CyTh IpUKa3a, HO MPU 3TOM He TyOiaupyromas
ero 3arosioBok. OObIYHO mpeaMOyily HCHONb3YIOT Uil TOTrO0, 4TOOBl YNPOCTUTh U COKPATHTh
(bopMyIHUPOBKY 3arojoBKa.

PacnopsauTenbHas  4acTh  OTAENSeTCd OT  KOHCTaTHPYIOIIEH  CIOBOM  «IIPHKAa3bIBAaIO».
PacnopsauTenbHas 4yacTh JOJDKHA COJEpXKaTh MEPEeUYMCICHHE IPEANUCHIBAEMBIX JEUCTBUH ¢
yKa3aHMEM MCIIOJIHUTEINS KaKJIOro JAEHCTBMS M CPOKOB MCIOJHEHMA. PacnopsaurenbHas yacTb
MOJKET OBbITh pazjesieHa Ha IyHKTHI U MOJIMYHKTBI, KOTOpble HyMepyroT Ludpamu. Kaxaplii myHKT
pacropsIUTeIbHON YacTH HaYMHAETCS C yKa3aHWUsI KOHKPETHOIO JIEHCTBHS, BBIPAKEHHOTO IJIaroJioM
B HeollpeaeneHHoN gopme. JleHcTBUS 0JTHOPOTHOIO XapakTepa MOTYT ObITh NEPEUYUCICHBI B OJTHOM
nyHKTe. B kauecTBe ncnojHMUTENeH yKa3bIBarOTCS CIY)KObl MJIM KOHKPETHBIE JTOJDKHOCTHBIE JIMLA.
[locnenHuit MyHKT pacrnopsIUTEIbHON YacTH MOXKET COJAEp)KaTh CBEICHUS O CIyK0e WM
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCTIOJTHEHUS PUKA3a.

Ecnu mpuka3 m3MeHseT, OTMEHSET WU JONOJHAET paHee W3JAaHHBIA JOKYMEHT WJIM KaKOe-TO €ro
MIOJIOKEHHE, TO OAMH U3 IIYHKTOB PACIOPSAUTEIBHON YacTH TEKCTa JOJDKEH COAEpKaTh CCBUIKY Ha
OTMEHSIeMbIH JIOKYMEHT (MYHKT JOKYMEHTa) C YKa3aHHEM ero JaTbl, HOMepa U 3arojoBka. Tekct
MyHKTa HEOOXOIMMO HauuHaTh cioBamu "[Ipu3HaTh yTpaTUBLIMM CUIy...".

B npukas He cienyer Bkiatodarh NyHKT "lIpuka3 nosectu 1o cBeneHus...". JlOJKHOCTHBIE JIMIIA
MAJIOY Ne 248, no cBeneHHs KOTOPBIX JOBOJAT MPHUKa3, NEPEUUCIISIIOTCS B yKa3aTese PacChUIKH,
KOTOPBIM HCIHOJHUTENIb TOTOBUT BMECTE C MPOEKTOM IIpHKa3a. B mpukase mNoa MOAIUCHIO
JIOJDKHOCTHOTO JIMIIA yKa3biBaeTcs Tpud «C MpuKazoM 03HAKOMIIEH(BI)»: C TOCIEAYIOIIeN MOAMUCHI0
BCEX JIUII, YKA3aHHBIX B IIPHKA3eE.




3.1.10. Toamuck BKIIOYaeT B ceOs HAMMEHOBAaHUE JOJDKHOCTH, WHUIUANBI W (aMUIHIO JIHUIIA,
o0Jaaronero NpaBoM M3aHus IPUKA30B, a TAKXKe CUTHATYPY (JIMYHYIO TIOJIIHCH) TIOCIIEHETO.
[Ipuka3sl MOANMUCHIBACT 3aBEAYIOMIMHA, a B €€ OTCYICTBUE - WCHOJHSIOMHUN 00sS3aHHOCTH
3aBEYIOLIETO.
3.1.11. Bussl BkiIO4alOT B ce0s MOJHOE HAMMEHOBAaHUE JOJDKHOCTEH BM3UPYIOIIMX, JIHYHBIE
MOJMUCH, pacIn(POBKY MOMHCEH U JaTy.
3.1.12.0¢opmieHne MoAMUCH, BU3BI U OTMETKU O MPUIIOKEHUU TPOU3BOAMUTCS B COOTBETCTBHH C
IIyHKTaM# MHCTpyKIHH.
3.1.13. Beinucka-xonusi ONpeNeIeHHON YacTH MOJIMHHOTO JOKyMEHTa. B BbINKMCKE W3 MpHKas3a
COZEpPKATCSA BCE PEKBU3UTHI MPHUKA3a IO PACHOPSAUTEIbHONW 4YacTh. M3 pacnopsauTeabHON 4YacTu
OepyT TOJNBKO Ty MH(MOPMAIHIO, KOTOpas HEOOXOauMa B KaXKIOM KOHKPETHOM cirydae. BwImucky
3aBEPSIOT MPOCTABICHUEM OTMETKHU «KOITUS BEPHA» H MOAIMCHIO 3aBEPSIOIIETO.

3.2. ITonoxenne. IlpaBuna. UacTpyknus.
3.2.1. Ionoxcenue -TOKyMEHT, YCTAHABIMBAIOIINN CUCTEMHO CBSI3aHHBIE MEXy COOOI mpaBHia 1o
BOIIPOCaM, OTHECEHHBIM K KOMIIETEHIIMM HECKOJIbKUX JOJDKHOCTHBIX JHI Win ciryx0 MAJIOY Ne
248.
3.2.2. Ilpasuna - NOKYMEHT, 3aKpETUISIONINIA HOPMBI U TPeOOBaHMsI, 003aTeIbHbIC IS BHITIOTHEHUS
JOJKHOCTHBIMU JIiamMu U ciryx6amu MAJIOY Ne 248 B miporiecce MOBCEAHEBHOM ESITETHHOCTH.
3.2.3. Hucmpyxkyuss - NOKYMEHT, TPEINUCHIBAIOIINN TOPSIOK OCYIIECTBICHUS Kakoi- Jm00
NESITeILHOCTH WM TIOPSAZAO0K MPUMEHEHUS OTACIBHBIX MOJIOKCHHH HOPMATHBHO-TIPABOBBIX aKTOB B
ycnoBusx GyaknuonupoBanus MAJIOY Ne 248.
3.2.4. TlonoxeHws, TpaBWjia W WHCTPYKIIMM TPUMEHSIIOTCS B KA4eCTBE CaMOCTOSTEIbHBIX
OpraHU3aIMOHHO-PACTIOPSANTENBHBIX  JOKYMEHTOB. BBeiaeHne B JeiicTBHE  yKa3aHHBIX
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX  JTOKYMEHTOB  OCYIIECTBIISIETCS. C  YTBEPXKIACHHEM  UX
3apenaytomeit MAJIOY Ne 248.
3.2.5. Tlopsimok MOATOTOBKH TPOEKTA IOJIOXKEHHsS, MPaBUI M WHCTPYKIHMA aHAJIOTHYECH O0IIemMy
MOPSIIKY MOJArOTOBKU MPOEKTOB HOPMATUBHBIX aKTOB.
3.2.6. Pemenue o mopsiake NPUHSITHSA MOJOKEHUH, MPaBUI, MHCTPYKIMA HAXOAUTCS B BEIACHHUU
MAJZIOY.
3.2.7. YtBepxknaenue obopmisercs B hopme rpuda yTBEPKICHUS WIH MyTEM W3JIaHHs TpHKaza o0
WX YTBEPKICHUH.
3.2.8. Jlatoit monoxeHus (MpaBWJ, WHCTPYKIHMK) SIBISETCSA JaTa €ro YTBEPXKIACHHUS, €CIH B
COJIep’KaHUU JOKYMEHTA 3TO HE OTOBapUBAETCA B OT/IEIHLHOM MYHKTE.
3.2.9.Tlonoxxenue (mpaBuiIa, MHCTPYKIIKS) IeUaTaeTcsi Ha OJaHKe YCTaHOBJICHHON (OopMBbI MIPUGTOM
Times New Roman Cyr 14-m,12-m keriem.
3.2.10. IlonoxeHne uMeeT CICAYIONINE PEKBU3UTHI:
- HAMMEHOBAHUE YUPEKICHUS;
- HAMMEHOBAHUE BHU/Ia JJOKYMEHTA,
- 1aTy YTBEPXKJACHUS U COTJIacOBaHUs JOKYMEHTA,
- 3aT0JIOBOK K JOKYMEHTY;
- TEKCT JOKYMEHTAa;
- OTMETKY O IIPUJIOKEHUH.
3.2.11. TlpaBuna, UHCTPYKIUS UMEET CIEAYIOIINE PEKBU3UTHI:
- HAUMEHOBAHUE BHU/Ia JJOKYMEHTA,
- 1aTy JOKyMEHTa YTBEPKJICHUS U COTJIACOBAHMS IOKyMEHTA;
- HOMep JIOKYMEHTa;
- 3aTOJIOBOK K TIOKYMEHTY;
- TEKCT JOKYMEHTAa;
- MIOJIMICHh 03HAKOMJICHHSI C TOKYMEHTOM;
- OTMETKY O TIPUIIOKEHUH.
3.2.12. HaumenoBanue MAJIOY Ne 248 yka3piBaeTcs B osiHOM popme no YceraBy (MyHULIMDIAIBHOE
aBTOHOMHOE JIOIIKOJIbHOE 0Opa3oBarenbHoe yupexaenue «Jlerckuii can No 248 koMOMHUPOBAHHOTO
Buga» HoBo-CaBuHOBCKOTO paiioHa r.Ka3anu, medyaraeTcs IEHTPHUPOBAHO). B TekcTe momyckaeTcs



cokpamenHoe «MAJIOY Ne 248» (0Ge3 KaBbIYEK) B IIENIAX PAIMOHAIBHOTO WCHOIb30BAHUS
OyMa)kHOTO pecypca.
3.2.13. HaumenoBanue Buja qokymenTa - "llonoxenune” - nonomnusercs npemiorom «Ox», «Oo».
3.2.14. Jlata nokymeHTa oopMIISIeTCS CIOBECHO-IIU(PPOBBIM (UHUCIO0 HU(PpPaMu, MECAL IPONHUCHIO (B
POIUTENBHOM Majexe), rof uuppamu ¢ nomosHeHueM 'T.", Hampumep, 25asrycra 2013 r.) wim
udposeM (25.08.2013) ciocobom.
3.2.15. 3aroyioBOK K TEKCTy HOJOXEHHS (OPMYIUPYETCS B NPEIJIOKHOM Majexe (0TBeyaeT Ha
Borpoc "o yem?"); 3aroJIOBOK K TEKCTY MpaBmil GOPMYIUPYETCS B POTUTEIHHOM Majiexke (OTBEYaeT
Ha Bompoc "dero?"); 3arojoBOK K TEKCTY MHCTPYKIHH (OPMYIUPYETCS B POJUTEIHHOM TaJIexKe
(oTrBeuaer Ha Borpoc "koro?").
3.2.16. Tekcr mMOKyMEHTa H3JIAraeTcsi OT TPETHEro JIMIA E€IWHCTBEHHOTO WM MHOKECTBEHHOTO
grcna. B TekcTe uwcmonb3yroT cinoBa "moipkeH", "ciemyer', "HeoOxomumo'", "3ampemaercs', "He
nomyckaercs'.
3.2.17. TekcT nokyMeHTa OOBIYHO OTKpBIBacTCS HEOONbIION mpeaMOynoi wim pazgenom "OOrmiue
MOJIOKEHHSI", B KOTOPBIX YKa3aHbl OCHOBaHUS ISl Pa3pabOTKH JOKYMEHTa, €ro Ielib, 001acTh
MIPUMEHEHWsI, OTBETCTBEHHOCTh 32 HAPYIICHNE YCTAHOBJICHHBIX MPABUJI M TEXHOJIOTHH U T. 1.
3.2.18. TekcT AOKyMeHTa MOJIOKEHHs (TPaBHJI, MHCTPYKIIMH) MOXET OBITh pa3JielieH Ha TJIaBHI,
MYHKTHI U TIOANYHKTHI. [ J1aBBl TOJDKHBI MMETh Ha3BaHUs. VX HyMEpyIOT pUMCKHUMH MM apaOCKUMHU
mudpamu. Hymepanuio myHKTOB ¥ MOAITYHKTOB JIOKYMEHTA IPOU3BOIAT apaOCKUMU I pamH.
3.2.19. Ecnm MOKyMEHT M3MEHSIET, OTMEHSIET WM JIOTIOJHSET paHee M3AaHHBIA JOKYMEHT WIH €ro
OTJENbHBIC TIOJIOKEHHSI, TO 00 ITOM JeNaeTCs COOTBETCTBYIOIIEE MPUMEYaHHE B 3aKIFOUUTEIIEHOM
MTyHKTE.

3.3. IIpoTokoa
3.3.1. Tlporokonm - IOKYMEHT, (PUKCHPYIOIIHMIA COJEep)KaHWE COBEMIATEIBHBIX MEPONPHUSTHH |
MPUIAFOIINHN IOPUIMUECKYIO CHITY TPHHATHIM HA HUX PEIICHHSIM.
3.3.2. Tlpotokon cocraBiseTcs Ha OCHOBAaHMHM pabOYMX 3amucel, MPOW3BEICHHBIX BO BpEMs
COBEIIAHUH, a TaKKe Pa3IUYHbIX MHCbMEHHBIX MaTe€pHaJoB (TE€3MCHl JOKIAIOB U BBICTYIUICHHH,
CIPaBKHU, IPOEKThI PEIIEHUH U JIp.).
3.3.3. Beaenue 3amucu Bo BpeMs 3ace/IaHusi, COOp MaTepHaoB M MOATOTOBKA TEKCTa BO3JIaraeTcs Ha
ceKkpeTaps KOJIJIETHAJIbHOTO OpraHa WM COTPYJHUKOB, TOTOBUBIIHMX BOIPOCHI K 0OCYXKIEHHIO.
3.3.3. TekcT mpoToKOja JOHKEH OBITH MOJATOTOBJICH HE TO3JHEE YeM dYepe3 TPH JHS C MOMEHTa
IIPOBE/ICHUS COBEIIAHUS.
3.3.4. TlojyIMHHUKM JOKYMEHTOB IO BOIIPOCaM, PACCMOTPEHHBIM Ha 3aceJaHUM, HAIIPABIAIOTCS VIS
MOJIIIMBKH B JIEJI0O BMECTE € BBIUCKOM U3 IPOTOKOJIA O IPUHATHIX PELICHUSX.
3.3.5. IIpoTokoJs uMeeT cieayronue PeKBU3UTHI.
- HAMMEHOBAHME BUJIA JOKYMEHTA;
- IaTy IOKyMEHTa;
- HOMEp JIOKYMEHTa;
- 3ar0JIOBOK K JJOKYMEHTY;
- TEKCT JIOKyMEHTA;
- TIO/IUCB;
- BU3BI;
- OTMETKY O IPHJIOKEHUH.
3.3.6. Ilporokon meuataror gopmara A 4 mpuprom Times New Roman 14-m,12-m kernmem unum
MUIIYT BPYYHYIO.
Odopmiienne peKBU3UTOB IPOTOKOJIA MPOU3BOJUTCS C COOIIOAEHUEM HUXKECTIeIYIOLINX PaBUIL:
3.3.7. HaumenoBanue nokymenra - "[IpoTokon"” - meuyartaercst OT TpaHMIBl BEpPXHETo MOJs OJaHKa
nevyaTHbIMU OyKBaMHM, MOJIYKUPHBIM IIPUPTOM.
3.3.8. 3arosoBOoK K TEKCTy HPOTOKOJA COJEPKUT Ha3BaHHE MPOTOKOJBHOTO MEPONpPUATHUS
(coBemanue, 3acegaHue, coOpaHue) ¥ HaMMEHOBAaHUE KOJIJIETHAIBHOIO OpraHa, paboTra KOTOpPOTro
MPOTOKOJIHUPYETCA. 3aroJIoBOK B TPOTOKOJE OTAENSIETCS OT IMpEeIbIAyIIero PpEeKBU3UTA JBYMsS
MEXCTPOUYHBIMHU HHTEPBAIIAMH U PACIIOIAraeTcsl LEHTPOBAHO OTHOCUTEIBHO PEKBU3UTOB OJaHKa.
3.3.9. Mlara mpotokoia opopmisieTcst B cooTBeTcTBUH ¢ 1. 3.1.11.
3.3.10. TekcT mpoToKOJa MevaTaeTcs 4Yepe3 OAMH MEKCTPOUHBIM HHTEPBAL.



3.3.11. Kaxzplit pazaen npoTokoia HyMepyeTcs apaOckoit nugpoit.

3.3.12. TekcT mpoTOKOJA, KaK MPABHUIIO, COCTOUT U3 BYX YacTeil - BBOJHON M OCHOBHOM.

3.3.13. BBojaHas 4acTh TEKCTa COIACPKHUT CBEIEHHS O IpeJcenaTese, ceKperape, MPUCYTCTBYIOMUX,
OTCYTCTBYIOIIUX, IPUTJIAIIEHHBIX U O IOBECTKE JIHS.

Jljist v, JOTOJTHUTEIBHO TPUTIIANICHHBIX Ha COBEIIaHUE U3 yucia coTpyaHukoB MAJIOY Ne 248,
NOMHUMO (aMHJIMK M WHHUIMAIOB, YKa3bIBAIOT 3aHUMAEMYIO JTOJDKHOCTB, a JUIS CIICIHAUCTOB U3
JPYTUX OpraHu3alyi - JOKHOCTh U HA3BAHNE OpraHU3aluH.

CnoBa «IloBecTka AHsD» pacronararoTcs LEHTPUPOBAHO, IIOCJIE HUX CTaBUTCS JBOoeTo4He. Bompockl
IIOBECTKHU JIHS HyMepyroTcs. Kaxaplii HOBBIM BOIpOC MeyaTaercs OT 1-To mosoxkeHus TalymsTopa.
[locnenoBaTenpbHOCTh  PAacMOJIOKEHHUS] BOIPOCOB  ONPEAENSAETCS CTENEHbIO HX BAXXHOCTH.
dopMyIMpoBKa BOMPOCOB TMOBECTKM JHS HauuHaercsa ¢ mpemioroB "o", "o6". [oxmax (oTtuer,
coobuienne, nHGOpManus), HAUMEHOBAHUE JIOJDKHOCTH, MHULUAIBI ¥ (PaMIJTUIO JOKJIATIMKa MTUIITYT
B poauTeIbHOM majexe. He BkitouaTh B moBecTKy IHS MyHKT "PasHoe". Kaxaplil Bonpoc 1oJKeH
OBbITh KOHKPETU3UPOBAH.

3.3.14. OcHoBHasi yaCThb TE€KCTAa COCTOMT U3 Pa3/ielOB, COOTBETCTBYIOUIUX MYHKTaM IMOBECTKU JHS
MIPOTOKOJIBHOTO MeponpusaTus. TeKCT KaxkJIoro paszesna u3jararmT B OCIEJ0BATEIbHOCTH:
"Cnywanu - Beictynunu - [locranoBunu (Pemmin)". 91u cioBa nedaTaroT IPONUCHBIMU OyKBaMH.
3.3.15. Ilepen cnmoBom "Caymianu" cTaBUTCS HOMEP BOMPOCA MOBECTKU JIHS, TIOCIIC HETO - IBOCTOYHE.
dammiysg AOKJIAAUMKA [e4aTaeTcss B MMEHMTEIbHOM IMajeke OT 1-ro MOJIOKEHHUs IedaTarolero
ycrpoiictBa. Ilocne damunmuu cTaBsITCS WHHUIMANBI, 3aTEM [BOETOYHME, KaBBIUKM U MHUIIETCA
coJlepkaHue Jokiazga B ¢opMme npsiMod peud, KaBblukd. OCHOBHOE coJepXaHHe JOKIaTI0B M
BBICTYIUICHUH M3JIaraercsi B TEKCTE MPOTOKOIA Te3UCHO. [1o/IHbIE TEKCTHI BBICTYIUIEHUH (IOKIAA0B),
3aBepeHHbIe TONUCHI0 COOTBETCTBYIOIIMX JIMII, IPUIIATaloTCs K MPOTOKOIy. B mocnennem ciydae B
MPOTOKOJIE AenaeTcsi cHocka: "TekcT BhICTyIUIeHUs puiaraeTcs” (B MpOoTOKoJe 0e3 KaBbIUueK).
OO6cyxieHnto J0oKJIaa MOTYT TpEeAIIeCTBOBAaTh BOMPOCHI K JOKIAIYMKYy, KOTOpPbIE BMECTE C
OTBEeTaMHu BKJIO4YaroT B pazaen "Coymanu". Ilepen 3amuchio KaXJ0ro BOMPOCa YKa3bIBAIOTCS
WHUIMATGI, (aMWIMS U JOJDKHOCTh €ro aBTopa M cTaBUTca aAoetoure. CopeplkaHue BoIpoca
3anuceiBaeTcs B popme mpsmoit peun. [lepen dopmynupoBkoii oTBera mumercs cioBo "Oteer" (B
IIPOTOKOJIE 0O€3 KaBbIUEK), CTABUTCS ABOETOYME M 3alUCBIBAETCS OTBET B (pOopMe NpsIMON peun B
KaBbIYKaX.

Xon obcyxaeHus: Aoknana orpaxkaercs B pazmene "Beictynmunmm". Tlocme cimoa "BeICTymuam'
craBuTcs JBoeroure. DaMWINIO BBICTYNAOLIEIO IUIIYT B HMEHUTEIBHOM Majgexe OT 1-To
IIOJIOKEHMsI  [I€YaTaloIllero YCTPOMCTBa, 3aTeM  yKa3blBAlOTCA HMHHMLMANBL M JOJDKHOCTh
BBICTYIAIOLIET0, CTABUTCS THUPE U CO CTPOYHOM OYKBBI I€YATAETCS COAEp)KaHUE BBICTYIUICHUS B
(opMe KOCBEHHOH peyH.

[Ipunsarteie pemenus coaepxkarcs B paszuene "[locranoBuinu (Pemum)". Ecnu pemeHnii HECKOJIBKO,
OHM HyMepyroTcsi apabckumu nudpamu ¢ toukoil. Kaxnoe pelieHne conpoBoxkaaeTcs yKazaHHEM
JOJDKHOCTH, (paMUIIMK M HHUIIMAJIOB OTBETCTBEHHOTO 3a €r0 BBIIIOJHEHHUE M CPOKA UCTIOHEHHUS.
3.3.16. IlocraHoBieHHE (peLIEHHE) MPOTOKOJIBHOTO MEPONPHUATHS M3JIaraeTcsi B TEKCTE MPOTOKOJIA
nosiHocThio. CoJiepkaHue 0CO0Oro MHEHUS, BBICKa3aHHOTO IPH BBIPAOOTKE IO CTAHOBIICHUS
(pewienus), pUKcUpyeTcs B TEKCTE MOCIE COOTBETCTBYIOLIETO MOCTAaHOBJIECHUS (peleHus). 3/1ech ke
IPUBOJAT PE3YJIbTAThl TOJIOCOBAHMSI IPU HEOOXOIUMOCTH.

B nocranoBsironeil 4acTu TEKCTa MPOTOKOJIA MOXKET COJEPIKATHCSA MYHKT O MPUHATUM KaKOTro-JIn60
JOKyMeHTa. B 3ToM cityyae NpUHSATHIN JOKYMEHT NMPUJIAraeTcsi K MpOTOKOJIy, B KOTOPOM IPUBOAUTCS
CCbUIKA Ha €ro HOMEp U Jarty.

3.3.17.CymiecTBYIOT MOJIHAsA, COKpallleHHas U KpaTkas (opMbl IpoToKoyIoB. COKpallleHHas U KpaTKas
(GopMBI NPOTOKOJIOB MPUMEHSETCS, KOrja He TpedyeTcs MOoJApoOHOW 3amucu XoAa OOCYXISHUS
BOIIPOCOB.

3.3.18. B cokpaleHHBIX MPOTOKOJIAX MOCIE CHUCKAa NPUCYTCTBYIOIIMX MWJIM TpUTJIalleHHbIX
yKa3bpIBaeTCsl Ha3BaHue nokinazna. IlocnenHsas cTpoka Ha3zBaHus Jokiaana noauepkusaercs. [lox
4yepToi B CKOOKax IevararoTcs (paMUIMM BBICTYHAIOIIUX B MOPAJAKE MX BbICTyIUIeHUs. Haspanue
Ka)KJI0TO JTOKJIA/1a 3aKaHYMBAETCS IIPOTOKOJIBHBIM PELIEHUEM WUJIU IOCTAHOBJIEHUEM.

3.3.19. B npoTokoiie kpaTKoi (OpMBI YKa3bIBAIOTCS TOJIBKO PACCMOTPEHHBIE BOMPOCH! M MIPUHATHIE
pelIeHus.



3.3.20. IIpoTokon moAmMUCHIBAETCS MpeaceaaTeseM U cekperapeM. JlaToi mpoTokona sSBIsSeTCs aaTa
MIPOTOKOJIBHOTO MEPOIPUSTHSL.
3.3.21. IIpoTokoyiaM MpHUCBAUBAIOTCS MOPSIIKOBBIE HOMEpa B Ipejenax yueOHOTO rojia OTAEIbHO 0
KaXJI0H Tpynme MpOTOKOJOB: MPOTOKOJBI  OOmMX coOpaHuii  pabOOTHHMKOB, 3acedaHuit
Me/1IarOTHYECKOTO COBETA, POJUTEIBCKUX COOpaHUii U JAp.
3.3.22. Homepa pemieHui, NPUHATBIX HA 3acEJaHMAX, COCTOST W3 HOMEpa MPOTOKOJa, HOMEpa
paccMaTpuBaEeMOro BOTPOCa B TIOBECTKE THS M MOPSIIKOBOTO HOMEpa pelIeH s B IIpeiesiax BOmpoca.
K HOMepaM HpOTOKOJIOB W pEIIeHUIl MOKHO NPUOABISATH JUTEP COTIACHO MOMCKOBOW CHCTEME,
npunsaToii B MAJZIOY Ne 248.
Konuu mpoToKOJOB TMpH HEOOXOJMMOCTH pACCHUIAIOT 3aWHTEPECOBAHHBIM OpPTaHM3ALMUSAM U
JOJDKHOCTHBIM JIMIIAM B COOTBETCTBUM C yKas3aTeleM pacChUIKU. YKa3aTelnb COCTaBISIET H
MIOJIMTUCHIBAET OTBETCTBEHHBIN MCIOIHHUTENb CITYXObI, TOTOBHBIIHNI paccMoTpeHune Bomnpoca. Koruu
MIPOTOKOJIOB 3aBepsitoT neuatbio MAJIOY Ne 248.
3.3.23. Pemenusi MPOTOKOJIBHBIX MEPONPHUSATHI JOBOAAT N0 WCIOJHHUTENEH B BUIE BBIIHCOK U3
MIPOTOKOJIOB. BRITIMCKA U3 MTPOTOKOIIA COMEPKHT CIEAYIOIINE PEKBH3HUTHI:
- HAMMEHOBAHHE YUPEKICHHS,
- HauMeHoBaHue BuIa qokymenTa ("Boinucka u3 nporokona™);
- IaTy TOKyMEHTa;
- HOMep JIOKYMEHTa;
- 3ar0JIOBOK K JJOKYMEHTY;
-BBOJHYIO 4acTb Tekcrta mnporokona: "lIpeacemarens"”, "Cekperapp"', "IIpucyrcrBoBamm",
"[Ipurnamennsie”, "IloBecTka nus",
- OCHOBHYIO 4acTh TekcTa npoTokoia: "Croymanu", "Tloctanosunu", "T"onocoanu';
- moATMCh (0€3 JTMYHBIX MOJIHICEH, TaK KaK BBIMMCKHU, KaK MPABHIIO, 3aBEPSIOTCS TOJBKO TOANUCKHIO
cekperaps);
- OTMETKY O 3aBE€PEHUH KOIUH.
Brimucka u3 nmpotokona 3aBepsiercs nedatbio MAJIOY Ne 248.

3.4. CayxeOHble IMCbMA
3.4.1. CnyxeOHbIe TUChMa MOTYT ObITh MHHIIMATHBHBIMU W OTBETHBIMHU. Bce cimyxeOHBIC MHUChMa,
BbIcbUTaeMbie 3a Tipeaensl MAJIOY Ne 248, cuuratorcs ucxoasmumu. CinykeOHbIE THCHMA,
nocrynaomue B MAJIOY Ne 248- pxomsmme. CayxeOHble THChMa (CIy)KEOHBIE 3aIllUCKH),
IUPKYJIHPYIONIUE MEXAY ITOJDKHOCTHBIMU JuiamMu ®u ciayxOamu MAJIOY Ne 248 cuurarorcs
BHYTPEHHUMU.
3.4.2. Cpok UCHOJHEHUS OTBETHOTO MHChMa YCTaHABIUBAETCS:
- c000pa3HO C yKa3zaHHEM, COJAEepXKalUMCs B JOKyMEHTe (IIMCbME U T. I1.), HA KOTOPbI Jar0T OTBET
HaCTOSIIHUM IHCbMOM,;
- pe30JIIOLUEH PYKOBOIUTENS HAa JOKYMEHTE.
B ocranbHbIX ciaydasx cpoK OTBETa Ha CIy)K€OHOE MUChbMO YCTaHABIMBACTCS 3aBEYIOIIMNA (HO MpH
3TOM OH HE MOJKeT npeBblaTh 30 JHEH ¢ MOMEHTA MOIY4YEHUS TOKYMEHTa YUPEKACHUEM.
3.4.3. CpokH MOArOTOBKM MHUIMATUBHBIX [TUCEM ONPEAEISIIOTCS 3aBEYIOLINM.
3.4.4. CiyxeOHble NUCbMa IEYaTAlOTCS Ha TUTYIAbHBIX Onankax MAJIOY Ne 248 nns nucem
YCTaHOBJICHHOTO 00pa3La WK MUIIYTCS BPYUYHYIO (BHYTPEHHHUE).
3.4.5. Tekct city>keOHOT0 MHCbMa, Kak MPaBUIIO, JOJDKEH KacaThCsl OHOTO BOIIPOCA MIIM HECKOJIBKUX
BOIPOCOB, €CIIM OHU B3aUMOCBSI3aHBbI.
Texct ciy>xeOHOT0 NMUCchbMa U3J1araercs:
- OoT 1l-ro nMma MHOXECTBEHHOro uyucia, Hanpumep: "lIpocum HampaBurs...'
paccMoTpeHHue...";
- OT 3-ro JuIa eIMHCTBEHHOIO 4YHCIa, JOMYCTHM: "PyKOBOJCTBO ydpeXJI€HHUsS CUMTAeT...'
MIe/1aroroB yYpexJIeHUsI paccMOTpe..." U T. IL.;
- oT 1-ro nmuua eguHcTBeHHOTO unciaa: "[Ipomry...", "Hanpasnsro..." u T. .
3.4.6. Texkct cimyxeOHOro nmucbMa OOBIYHO COCTOUT M3 JBYX uyacTedd. B mepBoif wactu m3nararorcs
MOTHBBI MCbMEHHOTO OOpaiieHus (B HEOOXOJUMBIX CIy4asX - CO CCBUIKOH Ha COOTBETCTBYIOLIHUE
HOPMaTHBHO-TIPABOBbIE M OPraHU3alMOHHO-pPACTIOPAIUTEIbHbIE JOKYMEHTH). Bo BTOpOil wactw,
HauuHaloImencs ¢ ab3ama, u3jaraercs cyTrb oOpaimieHus - mpoch0a, cooOIIeHHe Kakoi-mu6o
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uHpOpMAIIUY, CONPOBOJUTEIBHBIM TEKCT M T. N. B HEOOXOAMMBIX CllydasX CiIy>KeOHOE MHChMO
MOJKHO 33aBEPIIUTH KPATKUMH BBIBOJIAMH.
3.4.7. TekcTbl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATDH 3aJaHMSAM, 3a(pUKCHPOBAHHBIM B
PE30JTIOLUH PYKOBOAUTEIIS.
3.4.8. [laroii coyxeOHOTO MUCbMa BO BCEX CIIydasx SBISETCS Jara ero noamucanus. [Ipu Hanmdmum
NPUJIOKEHUH K CIy)KeOHOMY THCbMY OO0 OSTOM JIeNaeTcs COOTBETCTBYIOIIAS CChUIKA B
3aKIIIOYUTEIHHOM a03alle TeKCTa.
3.5. Teaedonorpamma

3.5.1. TenedoHorpaMma BKIIOUACT CIEAYIOUINE PEKBU3UTHI: HAUMEHOBAaHUE YUPEKICHHS, aapec,
JaTy, WHAEKC, TEKCT, MOJAMUCH, OTMETKM O BPEMEHHU Tepeadn U yKa3aHue JOJDKHOCTEH u (amumit
(wmu TONIBKO (paMMIIMIA) JTUL, TPUHSBIIMX W MEPEAaBIIUX TeledoHoTrpaMMy. B ciydae oTcyTcTBHS
OnmaHKoOB JUIA TenehOHOTpaMM TPHUMEHSIOTCS JMCTBI Oymaru Qopmara A4. TenedoHorpammbl
COCTABIIIIOTCS B OJJHOM OK3EMIUIAPE, MOJIMHCHIBAIOTCS PYKOBOAUTEIIEM WM HEMOCPEICTBEHHBIM
WCTIOJTHUTEJIEM.
Texct He nomkeH BkmouaTh Oonee 50 cioB. TenegoHorpamma [o/kHA OBITH JaTHpPOBaHA
Y TIOJIIMCaHa JIMIIOM, OT UIMEHH KOTOPOTO OHA TepeIacTcsl.
3.5.2. TenedoHorpamMma mepeaaeTcsi HECKOJIBKAM ajjpecaraM I0 MPUIaraeMoMy CIHUCKY aJpecaToB
1 HOMEpOB TeNe(OHOB.

3.6. 3asBieHHe
3.6.1. 3asBienne — 3T0 opUIMATBLHOE COOOIIEHUE B MUCHbMEHHOH (opme. OHO CONEPKHUT daIle
BCETO MPEUIOKEHUEe, JKaIoOy WM MpPOChOy Kakoro-auOo  deIoBeKa, aJpeCOBAaHHBIC WM
OpraHu3aIliH, WIH JODKHOCTHOMY JIUITY.
3asBieHne opopMIIsieTcs Ha CTaHIAPTHBIX JTUCTax Oymaru opmara A4.
3.6.2. 3asBNeHMEe BKIIOYACT: ajpecar, KOTOPOMY HAIpaBIISIeTCs 3asBICHHUE, TOJDKHOCTD, MOJHOCTHIO-
dbamMuIuIo, MMS, OTYECTBO aBTOpa 3asBICHHS, HAMMEHOBaHHWE JOKYMEHTa, TOYHOE W3JIOKCHHE
MPOCHOBL, MPEIOKEHHSI, OTIUCH MPUIIATaeMbIX K 3asBJICHUIO JOKYMEHTOB, J1aTa, MOAIKUCH.
3.6..3. B 3asgBneHuu HCHOIB3yeTCs, Kak MPaBWiIo, OQUIMAIBHO-AETIOBasl JIEKCHKA, B HEKOTOPBIX
3asIBJICHUAX JIOIYCKAETCs YIOTpeOiIeHne MyOIMIUCTUYECKOM JIEKCUKH.

3.7. 3anucka

3.7.1.3anucka (aHanWTHYECKas, JOKJIAJHAs, CIy)KeOHas, OOBSACHHUTENbHAs) — JOKYMEHT,
aJIpECOBaHHBIA  PYKOBOJWTENIO JAHHOTO WJIM  BBIIIECTOAILIETO  YYPEXKACHUS U COAEpKalIui
00CTOSITENEHOE U3JI0’KEHNE KaKOTr0-1100 BOMPOCca C BHIBOJAMH U MPEATIOKEHUSIMU COCTABUTES.
3.7.2. JloxnagHas 3amycKa COCTAaBJISETCA Kak IO JIMYHOM WHHIIMATHBE aBTopa (paboTHUKA),
TaK U MO YKa3aHUIO (MMCbMEHHOMY HJIM YCTHOMY) PYKOBOJUTEIIS.
3.7.3. 3anucka coctaBiiseTcs Ha OyMa)KHOM HOCHUTEJIE WM B 3JIEKTPOHHOM BH/IE.
Odopmienue 3anucKy 3aBUCHUT OT aapecata. [Ipu cocraBieHnn JOKIAAHON 3allUCKH, a[peCOBAHHOM
PYKOBOJIUTENIO YYPEXKAEHUS B paMKaX YUPEKICHUS, OHA CUUTAETCA BHYTpEHHEH U odopmisiercs
Ha CTaHJAPTHBIX JUCcTax Oymaru (gopmata A4. Ecnu 3amucka ajgpecyercs 3a MpeAebl YUpekIeHus,
TO ee 0(OPMIISIOT Ha OaHKe, U OHA HA3bIBAETCS BHEIIHEH.
BHemnsis 3amucka JOMKHA COAEPKATh CJEAYIONIME PEKBU3UTHI: HAUMEHOBAHUE YUPEKICHUS,
BUJI JOKYMEHTa, JaTa JOKYMEHTa, pPETrUCTPAllMOHHBIII HOMEp, MECTO COCTaBIICHUS, Ha3BaHUE
JOKyMeHTa (3arojIoBOK K TEKCTY), eCH TeKCT Oonee 4 — 5 cTpok, agpecaT (bI), TEKCT, MOMANUCH
PYKOBOJIUTEINS YUPEKICHHUS.
BHyTpeHHss 3amucka 10JKHA COAEpKaTh CIEAYIOINe PeKBU3UTHI: BU JOKYMEHTA, JaTa JOKYMEHTa,
Ha3BaHUE JIOKYMEHTa (3arojioBOK K TEKCTY), €CII TeKCT Oosee 4 — 5 cTpok; ajapecaT (bl), TEKCT,
NOANUCH (C yKa3aHWeM JIOJDKHOCTH, (aMminu, wuHUIMAIoB). [loanmuchiBaeT BHYTPEHHIOO
JOKJIa/IHYIO 3alUCKY COCTaBUTENb.
3.7.4. Pa3HOBHUJIHOCTBIO JOKJIQJHOM 3amMCKHU SBIAIOTCA MpeacTaBieHus. OHU UCTONB3YIOTCS
IpU JOKYMEHTUPOBAaHUM  KaJpOBOM  JEATENbHOCTH M COCTaBISIOTCA  PYKOBOJAWTENIEM WU
3aMecTHTeNeM pykKoBoauTess. llpeacTaBieHus COCTaBISAIOT B CIydasX MOOILPEHUsT paOOTHHKOB,
HAJIO’KEHUS B3bICKAHUI, TPOBEACHUS aTTeCTalllu.

3.8. AKT



3.8.1. AKT — TOKYMEHT, COCTAaBJICHHBIN M MOANMCAHHBI HECKOJIBKUMH JIMI[AMU U TTOATBEPK A0
yCTaHOBJICHHBIE (DAKTHI U COOBITHSI.

AKTBI  COCTaBISIIOTCSL  TIO pe3y/bTaTaM PpPEBU3UU  (DMHAHCOBO-XO3SIMCTBEHHOM  JEATEIBHOCTH,
npueMa — nepegaydu Jel, IpOBEPKH HAINYHS, MHBEHTAPU3aLUU H Jp.

AT cocTaBisieTcs ~ KOMHCCHOHHO (HE  MEHee JIByX COCTaBUTENEH) WIM  CHELHAIbHO
YIIOJIHOMOYEHHBIM JIOJPKHOCTHBIM JIUIIOM.

3.8.2. Akt odopmisercs  Ha CTaHAAPTHBIX  JucTax Oymarm  mpuptom  Times  New
Roman (Cyr) pa3mepom Ne 14 u umeer cieayroliue peKBU3HTHL

I'pud yrBEepKIEHHS BKIIOYAET CIOBO «YTBEPXKAAI0», KOTOPOE MEYaTaeTcs MPOMHCHBIMUA OyKBaMH,
0e3 KaBbIYEeK, HAMMEHOBAHWE JIOJDKHOCTH JIMIA, YTBEPXKIAIOMIETO aKT, JHMYHYIO MOJIIHCH,
ee paciupoBKY H JIaTy.

CoBO «yTBEpKIaw0», HAUMEHOBAHWE JOJDKHOCTH JIMIIA, YTBEPJMBIIETO JAOKYMEHT, pacUIn(poBKa
MOJIITUCH U JIaTa pa3femstoTcs 1,5 MeKCTpOUYHBIMU HHTEPBAJIAMH.

HanvmenoBanune Buga pgokymeHTta — akT. HanMeHoBaHue BuJa JOKyMEHTa  OTHEISAETCS
OT MPEAbIAYILIEr0 PEKBU3UTa 3  OJMHAPHBIMM  MEXKCTPOUHBIMU MHTEpBaJlaMy, IleyaTaeTcs
MIPONUCHBIMU OyKBaMu, BBIJIEIISIETCS mpudrom Ipyrou HACBIIIEHHOCTH

1 BBIPaBHUBAETCS MO LIEHTDY.
Howmep opopmisiercs apabckumu nudpamu U neyaTaercs IMOCIE CIOBa akT, Ha TOM K€ CTPOKe.
Jlatra akTa JOJDKHA COOTBETCTBOBAaTh MJHIO aKTHpyeMmoro ¢akra Wik coObITHS M odopmisercs
CJIOBECHO-IIM(PPOBBIM CIIOCOOOM Uepe3 2 0JMHAPHBIX MEKCTPOUHBIX HHTEPBAJia OT 3aroJIOBKa.
MecTto u3ianns yKa3blBa€TCsA Ha OJTHOW JIMHHUM C JATOM.
3aroioBOK OTHENSIeTCS OT MPEIbIAYIIero peKBU3nTa 3 0JUHAPHBIMU MEXKCTPOUYHBIMU MHTEpBaJIaMH,
neyaraercs yepe3 | MHTepBa, BbIAEISIETCS MOTYKUPHBIM IIPUPTOM, U BBIPABHUBAIOTCS 110 IIEHTPY.
Touka B KOHIIE 3arojoBKa HE CTaBUTCSA. B 3aroioBke K TEKCTy akTa YKa3bIBAaeTCsl Ha3BaHHE WM
KpaTKO€ COoJiep’KaHne aKTUBHPYEMOTO (paKTa WM COOBITHS. 3aroJIOBOK JO0KEH OTBEYATh Ha BOIPOC:
«O yem?» cocraBieH akT, Hanpumep: «O BBIAEICHUU K YHUUYTOXKEHHMIO JOKYMEHTOB M J€l,
HE MOAJISKAIINX JaJIbHEHIIEMY XPAHEHUIO.
Tekct oTnensercss oT AaThl U MeCTa HU3JAaHUS aKTa 3 MEXKCTPOUYHBIMH HHTEpBAJaMU U I€4aTaeTcs
yepes 1,5 uarepaia.
TeKcT akTa COCTOUT U3 JIBYX YacCTEH — BBOJHOW U KOHCTATHUPYIOLIEH.
BBojHasg yacTh TEKCTa aKkTa HauMHaeTcs clIOoBOM «OCHOBaHHWE:» MOCIE KOTOPOTO YKa3bIBAETCS
HaMEHOBAHHE JIOKYMEHTA, MOCIY)KMBILEr0O OCHOBAaHMEM JUI COCTABJIECHUS aKTa, €ro jaTra, HOMep
1 3ar0JIOBOK.
C HOBOH CTPOKM OT JIEBOM I'paHMIIbI TEKCTOBOT'O IMOJISI JOKYMEHTa revaraercs cioBo «CocTaBien»,
CTaBUTCS JABOETOYME, U JlaJIee MEPEUUCIIAIOTCS (PaMUIMKM U MHULIMAJIBI COCTaBUTEIIEH aKTa UM COCTaB
KOMHCCHHU.
daMuIMK 4IEHOB KOMHCCUU pacloiaratorcs B aji(haBUTHOM MOPSIIIKE.
KoHcratupyromas yacte TeKcTa akTa HayMHaeTcs ¢ a0zana. B Heil m3nmararorcss nenu, 3amayu
U CYILECTBO pabOThI, MPOAEIAHHON COCTaBUTENISIMU aKTa, €€ Pe3yIbTaThl.
B KoHIIe TeKCTa yKa3bIBalOTCS CBEJIEHHS O KOJIMYECTBE HaledaTaHHBIX SK3EMIUIIPOB aKTa, MECTe
UX HaXOKJCHUS WIH ajipecarax, KOTOPbIM OHHM HapPaBJISIOTCA.
KonuyectBo 3K3eMIUIIPOB  aKTa OINpeNessieTcsl  KOJMYECTBOM  3aMHTEPECOBAHHBIX CTOPOH
WIA HOPMATUBHBIMU IPABOBBIMH JOKYMEHTaMH, PEIJIAMEHTUPYIOIIMMHU COCTABJIEHUE AKTa;
[Toanuce otnensiercs OT TEKCTa 3 OJMHAPHBIMHU MEXCTPOYHBIMU UHTEPBAIAMH.
AXKT DNOANMCHIBAETCS TNPEACENAaTeIeM KOMHCCHMM W BCEMM JIML[AMH, [PUHUMABIIMMH Y4acTHE
B €r0 COCTaBJICHUHU.
4. IIpaBunia ogopmiieHUsI JOKYMEHTOB

4.1. O6mue TpedoBaHuA K 0()OPMJICHHUIO IOKYMEHTOB
4.1.1. Odopmnenue nokymeHtoB B MAJIOY Ne 248, BoIChIIaeMBIX 3a €ro MpeAembl, CIeAyeT
POU3BOANTH Ha odpunuanbHbiX O01ankax MAJIOY Ne 248. Buyrpennue nokymeHTsl MAJIOY Ne
248 nagnexxut o(opMIIATh Ha YUCTHIX JIMCTAX MAIIMHOMMCHOU Oymaru gopmara A4 u AS.
B oTnmenbHBIX chydasx (Hanmpumep, IS NPWIOKEHUM K JOKYMEHTaM, pe3oJIIouuil U T. II.)
JIOITyCKAeTCs UCI0JIb30BaHNE MAIIMHOMMCHON Oymaru (opmata A3 u A6.



4.1.2. Tlpu MOATOTOBKE JOKYMEHTOB PEKOMEHIYEeTCS NPUMEHSTh TEKCTOBBIA penaktop Word ¢
ucnoap3oBanueM mpudtoB Times New Roman 12-m (s odopmienuss TabIMUHBIX MaTepHAIIOB),
13, 14, 15-m xerniem, Times New Roman 12, 13, 14-m keryiem 4epe3 OJIMH - IBa UHTEpBAJIa.
4.1.3. Ilpu mnOAroToBKE TAaOIWYHBIX JOKYMEHTOB (Hampumep, JUis pa3pabOTKH OTYETHO-
CTaTUCTHUYECKHX (OpPM W T. I.) JOIYCKAeTCs NPUMEHATh CTaHJApTHBIE CpPEACTBAa TAOIMYHOTO
penakropa Excel for Windows. Ilpu moarotoBke Npe3eHTAMOHHBIX (BU3YaJIbHBIX) JOKYMEHTOB
(cxeM, auarpamm, TpaUKOB U T. I1.) AOMYCKAeTCS UCIOJIB30BATh CTAHAAPTHBIE CPEACTBA pelaKkTopa
npesenrtanuii PowerPoint for Windows.
I'padsl U CTPOKHM TAOIUIBI JOJDKHBI UMETh 3aroJIOBKH, BBIPA)KCHHBIE UMEHEM CYHICCTBUTEIBHBIM B
MMEHHUTEIBHOM majesxe. [1013aronoBku rpad U CTPOK JOJKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMHU.
Ecnu Tabnuimy nevararot 0osiee ueM Ha OJHOW CTpaHwuIle, rpadbl Ta0IHIle 00s13aTSIIBHO HYyMEPYIOT U
Ha CIEAYIOIIUX CTPAHHUIIAX CTABAT TOJIBKO HOMEpa 3TUX rpad.
4.2. brankn MAJIOY.
4.2.1. Joxymentot MAJIOY Ne 248 odopmusiorcss Ha oQuIMANBHBIX ONaHKaX W UMEIOT
YCTaHOBJIEHHBIH KOMITJIEKC 00513aTEIbHBIX PEKBU3UTOB U TIOPSIOK MX PACIONOKEHHUS.
bnaHky JOKyMEHTOB H3TOTABIMBAIOTCS THIOTPA)CKUM CHOCOOOM MIIM METOAOM OIepPaTUBHOU
nosurpaduu Ha CTaHIapTHBIX JucTax Oymaru ¢popmara A4, AS.
B 3aBHCHMOCTH OT pacIoJIOKEHHUS PEKBU3UTOB YCTAHABJIMBAIOT J[BA BapUaHTa OJIAHKOB: YrIIOBOW U
MIPOJOJIBHBIM.
4.2.2. BMAJIOY Ne 248 ucriosib3yroTCsl CIISTYIOIIHE BHJIBI OJIAHKOB:
- OJIaHK KOHKPETHOTO BHJIa JIOKyMEHTA
- obmmii 6mank MAJIOY Ne 248- ¢ ykazanreMm HauMeHOBaHUS (Ha Oymare ¢opmaTta A4 u AS)
- OaHK TMChMa - ¢ ykazaHueM HamMeHoBaHMS MAJIOY No 248 wu chnpaBOYHBIX JITaHHBIX.
CrnpaBoYHbIe JaHHBIE 00 OpraHM3allMi BKJIIOYAIOT B ce0sl: TIOYTOBBIA ajapec, HOMep TenedoHa H
Jpyrye CBeECHUs N0 YCMOTPEHUIO opranu3anuu (Homep ¢akcos, Tenedakca, cueToB B OaHKe, ajipec
ANIEKTPOHHOMU MOYTHI U JP.).
4.3. Anpecauuu JI0KyMEHTA.
4.3.1. JlokyMeHTBI, BBICBUIa€MbIE 3a TMPEICNbl JETCKOTO caja, aApPecylT MPEeANPHUATHSIM,
OpraHu3alysaM, YUPEKICHUAM, UX CTPYKTYPHBIM MOJPA3/EIEHUAM, JOJIKHOCTHBIM WIN (PU3NYECKUM
JIMLIAM.
4.3.2. Tlpu anpecanuu noKymMeHTa 0e3 yka3aHUs KOHKPETHOTO JOKHOCTHOTO JIMIIA, HAMMEHOBAaHUE
azipecata MULIETCS B UMEHUTEIILHOM a/IexKe.
4.3.3. Eciu agpecaToM sBJISIETCS KOHKPETHOE AOJDKHOCTHOE JIMLO, TO HAMMEHOBAaHUE OPraHU3aLuu U
CTPYKTYPHOTO MOJpa3/ieJIeHUs] yKa3blBalOT B MMEHHUTEIbHOM MaJeke, a JOJDKHOCTh M (haMUIINIO
JOJDKHOCTHOTO JIMLA - B JJATEIBHOM, IPUYEM MHHUIMAIbI YKa3bIBatoOT nepes] paMmunueil, Hanpumep:
Otnen O6pazoBaHus
YO UKMO r.Kazanu no ABUacCTpOUTEILHOMY
n HoBo-CaBHHOBCKOMY pailoHaM
['maBHOMY OyXxranrepy
30.®.3apunoBoit
4.3.4. Tlpn agpecanuu JOKYMEHTa HEMOCPEACTBEHHO PYKOBOAMTENIO OpraHM3allud HauMEHOBaHHE
nocjeHeil BXOAUT B COCTaB HAMMEHOBAHUS JOJDKHOCTH ajpecara, JAOJDKHOCTh JIMLA YKa3bIBAIOT B
JIaTeIbHOM IaJie’Ke, HallpUMep:
HauanbHuky oTena oopa3zoBaHus
YO UKMO r.Kazanu o ABHacTpOUTEIBHOMY
n HoBo-CaBHHOBCKOMY pailoHaM
I'.I".JIaTbiieBou
4.3.5. Ilpu agpecanuu u J10KyMeHTa (U3NYECKOMY JIMILY YKa3bIBAIOT HHUIMAIBI U
bamunus moJrydyartess, a Hocje 3TOro - €ro Mo4TOBBIN aJpec, HalpuUMep:
C.IlI.HaymoBy
yn. HoBatopos, a. 16, kB. 2
r.Kazans, PT,
450096
Br160p (hopmara GiaHKa MpH MOATOTOBKE JOKYMEHTA ONPENeNIeTCsl B 3aBUCUMOCTH OT 00beMa
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TekcTa. Kaxiplii auct 1okyMmeHTa, opopMIIeHHBIH Kak Ha OlaHKe, Tak U 0e3 HEro JI0JDKeH UMETh
nouist He meHee, MM: 20 - nteBoe; 10 - mpaBoe; 20 - Bepxuee; 20 - HIDKHEE.
4.4. YTBepiKieHue J0KYMeHTA.
4.4.1. JIOKyMEHT YTBEp)KIAeTcs NOJDKHOCTHBIM JHIOM. lIpm HEOOXOJMMOCTH JIOTIOJHUTEIBHBIX
NOpEeINUCaHuil W  pa3bsICHEHUH JOKYMEHT MOMKET YTBEPKIAThbCA CIEHUATBHO H3aBaEMbIM
JOKYMEHTOM: MpHKa3oM 3aBeaytomero MAJIOVY, mocraHoBIeHHEM, pellIeHHEM, TPOTOKOJIOM.
4.4.2. Tlpu yTBepXAE€HUH JOKyMEHTa TPU(] YTBEPKACHUS JTOJDKEH COCTOSATH M3 CIIOBAa Y TBEPHKIIAIO
(Oe3 KaBbIUEK), HAaUMEHOBAHHS JOJDKHOCTH JIMIIA, YTBEPXKAAIOUIETO JIOKYMEHT, €ro IOJIUCH,
WHUIMAJIOB, ()aMUJIMH U IaThl YTBEPKIACHUS, HAIIpUMED:
YT1Bep:kaaw
3aBeayronuit
MAJOY « Jlerckuii cag No 248»
JI.P.CeBacTpsiHOBa

(JInyHast MOATHNCH)

02.09.2017
4.4.3. JlonmyckaeTcsi IEHTPUPOBATh KaXKIyl0 CTPOKY pekBu3uta "I'pud yrBepkaeHus 1oKyMeHTa" 1o
OTHOIIEHHUIO K CaMOW JNTMHHOW CTPOKE.
4.4.4. Tlpu yTBEpk AECHUHU TOKYMEHTA NOCTAHOBJIEHHWEM, PEUICHHEM, IMPHUKA30M, NMPOTOKOJIOM TpUP
YTBEPXKJICHHUS COCTOMT W3 CJIOB YTBepkaeH (YTBepKICHA, YTBEPKICHBI WM Y TBEPXKICHO),
HAaMMEHOBAaHUS YTBEPKIAIOIIEr0 IOKYyMEHTa B TBOPUTEIILHOM MaJiexke, ero JaThl, HOMEpA.
4.4.5. T'pud yTBepKIeHUS JOKYMEHTA pacoJiaraeTcs B IpaBOM BEPXHEM YTy JOKYMEHTA.
4.4.6. Jlata B rpude yTBEpKICHUS CTABUTCS OT PYKH, YACTHYHO WIIM TIOJHOCTBIO HaOHWpaeTcs Mpu
revyaTaHuu JoKyMeHTa. B mocneaneM ciydae OT pyKH NMPOCTABIISETCS TOJIBKO YMCIIO WJIM YHCIO U
MeCHILI.
4.4.7. T'pud yTBEep>KIEHHs NPUHATO YKa3bIBaTh HAa JOKYMEHTaX, TPeOYIOIIHX TOTOJHUTEIHLHOTO
YIOCTOBEPEHHUSI MX IOJUIMHHOCTH U JIOCTOBEPHOCTH. I'pud yTBep)KAEHUS NPHUHATO CTaBUTh Ha
CIIEAYIOIIMX YNPABICHYECKUX TOKYMEHTAX: aKTaX, MHCTPYKLUAX, OTUETAX, EPEUHX, NOJO0KEHHUSAX,
nporpamMmax, CMeTax, CTaHAapTax, CTPYKTypax M IITaTHOW YHCIEHHOCTH, Tapu(HBIX CTaBKax,
¢bopme yHU(PULIMPOBAHHBIX JOKYMEHTOB, ITATHOM PACIUCAHUU.

4.5. CorsiacoBanme JOKYMEHTA.

4.5.1. Ha oatame pa3paboTKH MpPOEKTa TOKyMEHTa B HEKOTOPBIX CIydasX MOKET BO3HHUKHYTH
HE00XOAMMOCTb €r0 COIIACOBAHUS C 3aMHTEPECOBAHHBIMU CTOPOHAMU JOJDKHOCTHBIMU JIMIIAMU WJIU
opranuzanusaMu. B 3Tux ciaydasx coriacoBaHue JOKyMeHTa 0(popMIIsieTcs BU30H COOTBETCTBYIOILETO
JOJPKHOCTHOTO JIMLA WU TPU(OM cOraacoBaHMsL.
45.2. T'pud cormacoBanusi odopmisieTcss B clydae HEOOXOAMMOCTH TPOBEJCHUS BHEIIHETO
COIJIACOBAHUS CO CTOPOHHUMU OpraHu3alMsIMHU (MPeIIPUATUIME, YUPEXKICHUSIMHU).
45.3. I'pud cormacoBaHusi ¢ KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM, MPEACTAaBIISAIONIUM HHTEPECH
CTOpPOHHEW OpraHM3aluy, BKIoUaeT B ce0s cioBo "CoriacoBaHo", HAUMEHOBaHHUE JODKHOCTH JIMILIA,
C KOTOPbIM COIJIaCOBaH JOKYMEHT (B T. Y. HAUMEHOBAHWE OPraHU3allM), JUYHYI MOJIIHUCH,
pacindpoBKy noanucH (MHULKANbL, (haMuiIus) U AaTy cornacoBanus. Hampumep:
CornacoBaHo
I'maBHBIN crienuaIncT OTAeNa 00pa30BaHUs
YO UKMO r.Kazanu no ABHacCTpOUTEILHOMY
n HoBo-CaBHMHOBCKOMY paiiloHaMm
[LIT.CunopoBa

(TMYHAas! TIOMHCH)

02.09.2017

45.4. Ecnu cormacoBaHHe OCYIIECTBISIOT THCHMOM, MPOTOKOJIOM U JPYTUM JIOKYMEHTOM,
MOATBEep K AaoIUM (aKT COrIacoBaHusl, rpud BKIOUAET B ceOsi ero HauMEeHOBaHWE, HOMEp U JarTy,
HampuMep:

CornacoBaHo

[Ipotokoun 3acenanwst

Komuccuu no oxpane Tpynaa

MAJIOY « Jlerckuii cag Ne 248»
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ot 02.09.2017 Ne 2
4.5.50. I'pud cormacoBanusi pacmoiaratoT HWke pekBuzurta "[lomnuce", B JI€BOM HH)KHEM YIIIy
JOKYMEHTA.

4.7. llpuaoxenne K J0KYMEHTY.
4.7.1. IlpunoxeHue - 3TO JOKYMEHT, NpHJIaraeMblii K OCHOBHOMY JOKyMeHTy. llpu Hamuuuum
IIPWIOKEHUH B JIOKYMEHTE JEJaeTcsl COOTBETCTBYIOIIAs OTMETKA, BKJIIOYAOLlas B ceOs CIIOBO
"IIpuiioxenue", IBOETOUME U MIEPEUEHD IPUIATaeMbIX JOKYMEHTOB € YKa3aHUEM MOPSAIKOBOIO
HOMEpa NPUJIOKEHUS, €r0 Ha3BaHUs, KOJUYECTBA JIUCTOB B HEM, aJipecare AJIsl KaXI0ro SK3eMILIspa.
4.7.2. TlpunoxxeHus TOJDKHBI MMETh BCE HEOOXOIUMBIC /sl OKYMEHTa PEKBU3UTHI (HA3BaHUE,
3aroJIOBOK, HOJIMCH JIML, OTBETCTBEHHBIX 3a UX COJIEp’KaHUE, JaTy, OTMETKY O COIJIacCOBaHUU U T.
I.).
4.7.3. OTMETKY O HaJU4HMH MPUIIOKEHUS], Ha3BAHHOTO B TEKCTE, OOPMIISIOT CIEIYIOIMHUM 00pa3oMm:
[Ipunoxxenue: Ha 8 1. B 2 3K3.
4.7.4. Ecnu npuioXeHusl He Ha3BaHbl B TEKCTE, TO UX HAMMEHOBAHUS MEPEUHCISAIOTCS C YKa3aHUEM
KOJIMYECTBA JIUCTOB B KaXJA0M IPUJIOKEHUH U YUCIIA UX IK3EMIUIIPOB, HAIIPUMED:
2. IIpoexT Ha 8 1. B 3 3K3.
Ecnu npusnoxenus cOpoIropoBaHbl, TO YUCIIO JTUCTOB HE YKa3bIBAIOT.
Ecnu x noxkyMeHTy mpuiiaratoT ApYyrod TOKYMEHT, TaKKe HMMEIOIIMHA MNPUIIOKEHHE, OTMETKY O
HaJIMYUU TPUIIOKEHHUS 0(POPMIISIOT CIIeIyIOIUM 00pa3oM:
[Ipunoxenne: nuceMo Pocapxusa ot 05.06.03 Ne 02-6/172 v npuinoxxeHue K Hemy, BCero Ha 3 JL.
Ecnu mpunoxeHue HampaBisilOT HE BO BCE yKa3aHHbIE B JIOKYMEHTE ajipeca, TO OTMETKY O €ro
HaJTU4IuHU 0POPMIISIOT CIAEAYIOMNUM 00pa3oMm:
[Ipunoxenue: Ha 3 11. B 5 3K3.
4.7.5. B mNpWIOKEHUH K PACIOPSIIUTEIBHOMY JOKYMEHTY (MpHUKa3bl, MpaBHiia, WHCTPYKIUH,
MOJIOKEHHUSI, PEUICHHs) Ha MEPBOM €ro JIMCTe, B PaBOM BepxHeM yriy, nuuyT "[lpunoxenne Ne" ¢
yKa3aHMEM HauMEHOBAHUS PACHOPSAUTENBHOTO JIOKYMEHTA, €ro JaThl M PErMcTPallMOHHOIO HOMEpa,
Harpumep:

[Tpunoxenue Ne 1
K npukazy MAJIOY
Herckuii cam Ne 248
ot 05.09.2017 Ne 26-O
4.7.6. CtpaHuIlbl TOKYMEHTA M TIPHIOKEHUH HYMEPYIOTCS KaK €AMHBIA IOKYMEHT.
4.8. Iloanucanue J0KyMeHTA.
4.8.1. JlokyMeHTBI, HalpaBiisieMble B BBILIECTOSIIME OpPraHU3allM U OpraHbl CyleOHOIl BiacTu,
noanuceiBaroTes 3aBenyromuiit MAJIOY Ne 248.
JIOKyMEHTBI, HalpaBiisieMble MOAYNHEHHBIM, APYTUM YUPEKACHUAM U Tpa)KJaHaM, MOIIHCHIBAIOTCS
3aBeAYIOIINM, €€ 3aMECTUTEJIEM WIIH UCTIOJHSIOIMM 00si3aHHOCTH 3aBeytomieit MAJIOY Ne 248.
4.8.2. Tlognuce BKIOYaeT B ce0si: HaMMEHOBAHHE MJOJKHOCTH JIMIA, MOJMUCABIIETO JAOKYMEHT
(monHOe, ecnu AOKyMEHT o(OopMJIeH HEe Ha OJIaHKEe JOKYMEHTa, U COKpAIICHHOE - Ha JOKYMEHTE,
opopMiIIeHHOM Ha OJaHKe), JIMYHYIO MOJAMUCh U paciIu(poBKY MOAMHCH (MHULUAIBL, (paMumus).
Hampumep:
3apenyromuit MAJIOY [letckuii can Ne 248
JI.P.CeBacThsiHOBa

WM Ha ONlaHKe:
3aBeqyronui JI.P.CeBacTbsiHOBa

(JTMYHAas! TOATIHCE)
4.83. Ilpu mnoamucaHWu MAOKYMEHTa HECKOJIHKMMHU JOJDKHOCTHBIMU JIMIAMH UX TOJIHUCH,
pacmonaraloT OJHY TMOJ JAPYroi B TMOCIEJOBATENbHOCTH, COOTBETCTBYIOUIEH 3aHUMaeMOU
noixHOCTU. Hampumep:

3aBeayronui JI.P.CeBactbsiHOBa
(JTMYHASI TTOTHCH)
3aBeayrouuil X0391CTBOM M.A.YepHoBa

(TMYHAS TOATHCH)
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[Tpu moanMcaHuy COBMECTHOTO JOKYMEHTA MEPBBINA JTUCT 0(hOPMIISIOT HE Ha OJIaHKe.
4.8.4. B 1oKyMeHTaX, COCTAaBJICHHBIX KOMUCCHEH, YKA3bIBAIOT HE JOJDKHOCTH JIML, TOIMHCHIBAIOIINX
JOKYMEHT, a UX 00513aHHOCTH B COCTaBE KOMHUCCUU B COOTBETCTBHH ¢ pacnpezaeneHuem. Hampumep:

[Ipencenarens koMuccuu JI.P.CeBactbsiHOBa
(JInyHas IOANKCH)
UsieHbl KOMUCCHH: M.A.YepHoBa

(JIM4HAs TOANKCH)
O.P.AxmerimnHa

(JIM4HAs TOANKCH)

4.8.5. Ecim NOMKHOCTHOE JIMIO, TOANMKUCH KOTOPOTO 3aroTOBJICHAa HAa TIPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT MOJIMUCHIBACT JIMIIO, UCIIOJIHSIOIEE er0 00sS3aHHOCTH, MIIH 3aMECTHTEb.
[Tpu sTOM 00s13aTENBPHO yKa3bIBaeTCsl (pakTUdecKasi JOJDKHOCTh JIMIA, MOIHCABIIETO JOKYMEHT, H
ero Qgammius (MCHIpaBICHUS MOXHO BHECTH OT PYKH WJIM MAIIWHOMHMCHBIM CIIOCOOOM, HampuMep:
"n.0.", "zam."). [omyckaercsi MOANMUCHIBATH JTOKYMEHT  IPOCTaBJIECHHUEM KOCOM YepThl TMepes
HAaMEHOBAHHEM JIOJDKHOCTH.

5. Opranusanus 10KyMeHT0000POTAa U UCIIOJTHEHHS JOKYMEHTOB

5.1. Opranu3anusi J0KyMeHT0000poTa
5.1.1. JIsmxenue nokymeHToB B MAJIOY Ne 248 ¢ momeHTa ux co3jmaHus (MOJydeHHS) 0
3aBepLICHUS UCTIOIHEHUs (OTIPaBKU) MOCIEIHUX 00pazyeT TOKyMEHTOOOOPOT.
5.1.2. Tlopsinok TPOXOKICHUST JTOKYMEHTOB PErJIaMEHTHUPYETCS HACTOSIIEH HHCTPYKIHMEH, TabeineM
yHU(DUIIUPOBAaHHBIX (OPM TOKYMEHTOB, TOJOXEHUSMH ¥ JIOJDKHOCTHBIMH WHCTPYKIHSMHU UX
PabOTHHUKOB.
5.2. Opranusanus 10CTaBKH J0KYMEHTOB

5.2.1. JlocraBka mokymeHToB B MAJIOY Ne 248 u 3a ero mpeseibl OCYIIECTBIISCTCS CPEICTBAMHU
ITOYTOBOM, KYpPbEPCKOM U DJIEKTPOHHOM CBS3H.
5.2.2. TlocpencTBoM TOYTOBOM CBS3M TMPOM3BOAMTCS OTIPABKa M TOJYYCHHE IPOCTHIX IHCEM,
OTKPBITOK, OaH/AepoJiel, MOCHIJIOK U MEYaTHBIX, B T. Y. IEPUOIUNYECKUX U3TaHHI.
5.2.3. C momompi0 KyphepCKOW CBSI3W OTIPABISAIOT M TOJY4YaloT 3aKa3HYI KOPPECHOHICHITHIO
(mpuKaspl, pacHopsDKEHHs, MHMCbMa W MPOYMe JOKYMEHTHl BBIIIECTOSIIMX OpraHu3aiuil),
COJIEPIKalIYyI0 BAKHYIO WU CPOUYHYIO HH(POPMALIHIO.
5.2.4. DNEKTPOHHYIO CBSI3b HUCIIOJIB3YIOT ISl OTIIPABKH M TOJYyYEHHUs Telerpamm, Tenedakcorpamm,
AIIEKTPOHHBIX IOKYMEHTOB.
5.2.5. OTBETCTBEHHOCTh 3a IOJHYIO M CBOEBPEMEHHYIO OTIIPaBKY W IMOJIYYCHHE CIIYKEOHOM
KoppecnoHaeHIInH HeceT 3aBenyromuii MAJIOY Ne 248,

5.3. [Ipuem, o6padoTka u pacnpeaejieHre BXOAAIIMX JOKYMEHTOB
5.3.1. Jlokymentsl, noctynatomue B MAJIOY No 248, BckpbIBaloT, TOCIe Yero IepenaroT Ha
paccMOTpeHHEe 3aBEAYIOIIEMY, a 3aTeM B COOTBETCTBUU C €€ pelIeHUEM (Pe30JItolnel) HapaBisioT
HEMOCPECTBEHHBIM HCTIOTHUTEISM.
5.3.2. C nmnocrymieHHeM CIy)KeOHOW KOPPECHOHJIEHIMU COTPYAHUK, OTBETCTBEHHBIA 3a
JIeIONIPOU3BOJICTBO, TPOBEPSET MPABHIBHOCTh €€ JOCTaBKHM, a TaKKe LEJOCTHOCTh YIAaKOBKHU
TO0KyMeHTOB. KOHBEpTHI ¢ JOKYMEHTaMH BCKPBIBAIOT, 32 UCKIFOYEHUEM UMEIOLINX TOMETKY "TUYHO".
5.3.3. B 3aBucumoctu OT aJpecaludyd JOKYMEHThl HAMpaBJSIOTCS Ha MpelBapUTEIbHOE
paccmotpenue 3aBeaytomeit MAJIOY Ne 248 wnu HEMmOCPENCTBEHHO TEM JIOJKHOCTHBIM JIHIIAM,
KOTOPBIM OHH NpeHa3HauYeHb! (MPU HATUYUH Ha IOKYMEHTE COOTBETCTBYIOILIEH OTMETKH).
5.3.4. IlpenBaputenbHOE pacCMOTPEHUE JOKYMEHTOB MpousBoauTcs 3aBeayromeid MAZIOY Ne 248
C LENbI0 pacHpeleNieHHs HUX MEXAY OTBETCTBEHHBIMH MWCHOJHUTENSIMU. Pemenue 00 3ToM
odopmIsieTcs B BUIE PE30IIOLHNN.
5.3.5. Paccmorpennsie nokymeHTsl 3aBenyrouniit MAJIOY Ne 248 nuyHO BHOCUT copepikaHue
PE30JIIOLUH, TIOCIIE YeTo JOKYMEHT MepeiacTcs Ha UCTIOIHEHHE JJOJKHOCTHOMY JIMILY.

5.4.0co0eHHOCTH Pa0dOTHI € 3JIEKTPOHHBIMHU JOKYMEHTAMH

5.4.1. B yupexaeHu# co3Jat0TCs U UCTIONIb3YIOTCS
— DJEKTPOHHBIE JIOKYMEHTBI, CO3[aBacMble B IEKTPOHHONH Qopme Oe3 mpeaBapUTeIbHOIO
JOKYMEHTUPOBAHUS Ha OYMa>KHOM HOCHUTEJIE;
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— DIIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOJTYYCHHBIC B PE3YJIbTaTe CKAHHUPOBAHUS JOKYMEHTOB
U XpaHALIHECs B CUCTEME 3JIEKTPOHHOTO JJOKYMEHTO000pOTa.
5.4.2. IlpueM ¥ OTIIpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISAIOTCS OTBETCTBEHHBIM 32 BEICHUE
JIETIOTIPOU3BOICTBA B YUPEXKICHHUH.
5.4.3. DeKTpOHHBIE TOKYMEHTHI CO3JAI0TCSI, 00padaTHIBAIOTCS M XPAHSITCS B CUCTEME DIIEKTPOHHOTO
JOKYMEHTO000pOTa YUPEKACHUSI.
5.4.4. DNEKTPOHHBIA TOKYMEHT JIOJDKEH ObITh O0(OpMIIEH IO OOIIMM IpaBUiIaM JIEIOIPOU3BOJICTBA
Y UMETh PEKBU3UTHI, YCTAHOBJICHHBIC JUISI AHAJOTMYHOTO JOKYMEHTa Ha OyMa)XHOM HOCHTEIE,
3a UCKIIIOUEHHEM OTTHCKa TmedaTd u u3o0paxenus [ocymapctBenHoro repba Poccwuiickoii
denepanuu.
5.4.5. J1ns noaTBep KACHUS MOJTHHHOCTH JIEKTPOHHBIX JOKYMEHTOB B YUPEKICHUHU HCIIOJIB3YIOTCS
AIIEKTPOHHBIE I (PPOBHIE MTOAMHUCH.
Hcnosb3yembie cpeicTBa IJICKTPOHHOW HHU(POBON MOANMUCH JOJDKHBI OBITh CEPTHPHUIIUPOBAHBI
B YCTAaHOBJIICHHOM TIOPSIIKE.
5.5. Hnghopmayuonnasn 6ezonacnocmeo

5.5.1. HMuadopmanroHHbIE PECypChl YUPEKIEHUSI TO JAOCTYNMY (BO3MOXKHOCTH HCIIOJIH30BAHUS)
MOJPA3ACIAIOTCS Ha OTKPBITYI0 (OOIMIENOCTYIHYI0) HMH(POPMAIHMIO, CIYXEOHYI0 HWH(MOPMAIUIO
1 UHQPOPMAIIMIO OTPAHUYEHHOTO pacpocTpaHeHus (AocTyma).
K xareropuu OTKpBITOH WH(pOPMAIMH OTHOCHTCS HH(GOpPMAIHS, COJIEpIKAIIascs B JIOKYMEHTax
n 0a3ax MaHHBIX yUpeKICHsI, HEOCPEICTBECHHO 3aTParuBaloIias MpaBa U MHTEPECHI TPaXIaH.
K xareropum ciyxeGHOM HHPOpMAIMK OTHOCUTCS MHGpOpMAaIus, colepskamiascs B JOKyMEHTax
u 0a3ax JaHHBIX  YYPEXACHUS, TMpeIHa3HAUYeHHas  JUIS MOJDKHOCTHBIX  JIMI M paOOTHHUKOB
VAPEeKJICHUS, TPH BBITOJJHEHUH WMHU CBOMX (DYHKIIMOHAIBHBIX OO0S3aHHOCTEH, HE 3aTparhBaroIast
HampsSIMYI0O TIpaBa W MHTEPECHl TpaXJaH U HE OTHOCSINAsACS K KaTeTOPHHA  OTPAaHHYSHHOTO
pacrpocTpaHeHus (I0CTyma).
K kareropun mHbOpMaIMu OrpaHMYEHHOTO PacHpOCTpaHEHUs (JIOCTyIa) OTHOCHUTCS HH(OpMAaIus,
colepkamiasicsi B JOKyMEHTax u 0a3ax J[aHHBIX, BKJIIOYAONIAs CBEIEHUS KOHMUICHIINATIBLHOTO
Xapakrepa.
Bes unbopmanus, coaepkamasicss B IOKyMEHTax M 0a3axX NMaHHBIX YUPEXKIEHHUS, [0 YMOITYAHUIO
SBIISETCA OTKPBITOM U oOmenocrynHoi. Mckmodenne cocraBisieT uHGOpMalus, OTHECEHHas
K KaTErOpUsM CITy)KEOHOHW M OTPaHUYCHHOTO PacIpOCTPaHECHHs (IOCTYIIA).
5.5.2. JInuneie nena paOGOTHUKOB, JUYHBIC KAPTOUYKH PAaOOTHUKOB, TPYIOBBIC KHWKKHA PaOOTHHKOB,
MIPUKA3bI 10 JTUYHOMY COCTaBY JIOJKHBI XpaHUTHCS B ceiie Win B METAIIINYeCKOM HIKady.
brnanku TpyAOBBIX KHKKEK IIO MEpe HEOOXOIMMOCTH BBLIAIOTCA OTBETCTBEHHOMY JIMILY, HIIU
PYKOBOJUTEINO. 3alUCU B TPYAOBON KHIKKE MOJIMUCHIBAET PYKOBOAUTEIb YUPEKACHUS.
5.5.3. VYcraHoBka u 3KCIUTyaTalds MPOTPAMMHOTO OOECIEUCHHUs], IOJYYCHHOTO M3 JIFOOBIX
HMCTOYHUKOB U BBINOJHSIOWEr0 (DYHKIMHM, HE CBSA3aHHbIE HEMOCPEACTBEHHO C BBINOJIHEHHUEM
paboTHUKAMU CBOMX JOJDKHOCTHBIX 00sI3aHHOCTEH, KATETOPUUYECKH 3allpeleHa.
5.5.4. Bcs npencraBieHHasi B 3JIEKTPOHHOM BuAe HMHQOpMAIMs, I[OCTyHaromias B YUpekKIeHHE,
B 00s13aTEJILHOM MOPSIKE MOJICKHUT MPOBEPKE aHTUBUPYCHBIMU CPEJICTBAMHU.
5.5.5. DrexkTpoHHas TOYTa MOXKET HCIOJIb30BAThCA IOJIL30BATEISIMU TOJBKO JUIsl oOMeHa
uHpopmanren, OTHOCAIICHCS K KATeTOpUU OTKPHITOM U CIYy)KeOHOW. 3ampeleHo HCIOIb30BaTh
ANIEKTPOHHYIO TOUTYy s mepefadyd HMHQOpPMAIMKU, OTHOCSAIIEHCS K KaTerOpud OrpaHUuYCHHOTO
pacmipocTpaHeHusl.

6. M3roroBiieHHe U MCNOIb30BaHNeE NTeYaTel U ITAMIIOB
6.1. VupexaeHne uMeeT Kpyriayl I[e4yaThb C HAaNMEHOBAHHMEM YYpPEXKICHHUS MO0 YCTaBy H
PEKBU3UTAMHU JIETCKOTO cajia, OJaHKU CO CBOUM HAMMEHOBaHHUEM.
6.2. Ilewatu W3rOTaBIMBAIOTCS B CTPOTO OrPAaHUYCHHOM KOJMYECTBE W UCKIIOYUTEIHBHO
B CIY)KeOHBIX 1ensix. PerieHne o HEOOXOIUMOCTH M3TOTOBJICHUS TedYaTeil U WX KOJMYECTBE
MIPUHUMAET PYKOBOAUTEh YIPEKICHUS.
B cnyuae ciayxeOHOM HEOOXOAMMOCTH IO PEHICHUIO 3aBEYIOIIEH JOMYCKaeTcs M3TOTOBJICHUE
JIOTIOTHUTEIBHBIX SK3EMIUISIPOB MeYaTei.
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6.3. Ilewarpro 3aBepsIFOTCS MOANKUCHA PYKOBOJWTEINS, €r0 3aMECTUTENIeH, TJIaBHOTO Oyxrairepa,
a TaKkKe JPYruX JOJDKHOCTHBIX JIUI, KOTOPBIM TIPHKA30M YYPEXKICHUS WA JOBEPEHHOCTHIO
MIPEIOCTABJICHBI COOTBETCTBYIOIINE TOTHOMOYHS.
6.4. ITeyaTy 1 MITAMITBI XPAHSITCS B HAJICKHO 3aIMUPAIOIINXCS IIKadax.
OTBETCTBEHHOCTh 3a 3aKOHHOCTh HCIIOJIb30BAHMS M HAJIG)KHOCTh XPaHEHUs IeYaTel BO3JaraeTcs
Ha PYKOBOJUTENS YIPEKICHUS.
7. Opranusanus 10KYMEeHTOB B J1eJI0NPOU3BO/ICTBE
7.1.Homenkiatypa aej

7.1.1. Opranuzanusi TOKyMEHTOB B JCJIONPOU3BOACTBE MPEACTABIIACT COOOM COBOKYIMHOCTH BHIOB
paboT, 00ecrneYnBaIONINX COXPAHHOCTh, YYET, CHCTEMATH3AIUI0 JIOKyMEHTOB, (opMHpOBaHHE U
oopMIICHHE I B JISJIONPOU3BOJICTBE, U UX MEepeaady B apXUB B COOTBETCTBHH C YCTAHOBJICHHBIM A
TpeOOBaHUSAMU.
OCHOBHBIMH BHJAMH pabOT, OOECICUMBAIIUMU MPABWILHYIO OPTraHU3AlHI0 JOKYMECHTOB B
JICIIOTIPOU3BOJICTBE, SIBIITFOTCS COCTABJICHUE HOMEHKIIATYPHI A6 U oopmiteHure aer.
7.1.2. HomenkmnaTypa A€l - CHUCTEMAaTH3UPOBAHHBIN TEpPEUYCHb 3arojIOBKOB (HAMMEHOBAHUI) el
MAJIOVY Ne 248 c ykazaHueM CpPOKOB MX XpaHEHHUS.
Homenknarypa jgen mpeHa3HaveHa I OPTaHHM3AIMH TPYIITUPOBKHA WCTIOJHEHHBIX JOKYMEHTOB B
JieNia, CUCTEMAaTH3allii U y4eTa JIeJ, ONPE/ICIICHNUsT CPOKOB MX XPAHCHHS U SBJISCTCS OCHOBOU IS
COCTaBJICHUS ONHUCEH JIeJ1 TOCTOSTHHOTO U BpeMeHHOTO (cBbiiie 10 JieT) XpaHeHus, a Takxke JJIs yueTa
nen BpeMeHHOro (A0 10 JieT BKIIOYUTENBHO) XpaHEHUS!.
7.1.3. Tlpm cocTaBJicHHM HOMEHKIATYphl el PYKOBOJCTBYIOTCA YctaBom MAJIOY Ne 248,
MOJIOKCHHUSIMH O pa3nuaHoi nestensHoctn MAJIOY Ne 248, ero cinyx0ax, IITaTHBIM PacIIHCAHUEM,
IUJAHAMH W OTYeTaMHd O paboTe, MEepeYHsIMH JIOKYMEHTOB C YKa3aHHEM CPOKOB WX XPaHCHHS.
N3yuaroTcst TOKyMeHTHI, oOpasyrommuecs B AesrenbHocTH MAJIOY Ne 248, mx BUaBI, COCTaB U
coJiep’KaHue.
7.1.4.B MAJIOY Neo 248 cocCTaBisitOTCSI HOMEHKIATYPHl JeN KaXIOW CIyKObl W CBOJHAS
HOMEHKJIaTypa Aedl.
7.1.5. Cognas Homenkatypa aea MAJIOY Ne 248 cocraBmsieTcst 3aBeyIONTUH.
7.1.6. CBogHas HOMEHKJIATypa Jel yrBepkaaercs 3aenytonuii MAJIOY Ne 248.
[Tocne yrBepkaeHUs CBOAHOM HOMEHKIATYpHI Ael ciiy>k061 MAJIOY Ne 248 mosmydaroT BBITTUCKH U3
COOTBETCTBYIOIIMX €€ Pa3esioB i UCIOJIb30BaHUs B paboTe.
7.1.7.YTBep>KACHHBIA SK3EMIUISIP HOMEHKJIATYpPbI JIed SBISETCS JTOKYMEHTOM IOCTOSHHOTO CpOKa
XpaHEHHs
7.1.8. Coanas HomeHkiaTypa aen MAJIOY Ne 248 exerogHo yTOYHSETCS, YTBEPKIACTCA H
BBOJUTCS B IeHCTBUE C 1 STHBaps CIEAYIOUIETo roja.

7.2. Opranu3anusi ONepaTuBHOI0 XpaHeHHUsl TOKYMEHTOB
7.2.1. PaGoTHHKH, OTBEYAIOIIME 3a JEJIONPOU3BOACTBO, HECYT OTBETCTBEHHOCTh 3a COXPAHHOCTD
JOKYMEHTOB U JIe.
Jlena pa3MenialoT B CIEUUATbHO OTBEACHHBIX ISl 3TOM LedM TOMEUICHHUSIX B 3aIUPAIOIINecs
mkagpel, celdbl U T.M., 4TOOBI OOECHEYUTh WX COXPAHHOCTH M 3alIUTy OT BO3ACUCTBUS IbUIN
U COJTHEYHOTO CBeTa. B IensX TOBBIIICHHsS ONEpPaTUBHOCTU TOUCKAa JIOKYMEHTOB, Jefa
pacrmojiaralorTcsi B COOTBETCTBMM C HOMEHKIATypoill nen. HomeHknatypa fei WM — BBIIHCKA
13 Hee IOMEIAeTCsl Ha BHYTPEHHEH cTopoHe mKada.
Ha xopemkax o0noxkek Jen yKa3blBalOTCS UHIEKCHI 1 TI0 HOMEHKJIAType.
7.2..2. Bplgaua nen v KOMUH JTOKYMEHTOB JPYTMM TOJIB30BATENsIM MPOU3BOIUTCS C pa3peuieHus
PYKOBOJUTENS yupexaeHus. Jlema BIIal0TCsl BO BpEMEHHOE MOJIh30BaHUE Ha CPOK He OoJiee 0JJHOTO
Mecsa. [locme wucTedeHHs] yKa3aHHOTO CpoKa Jelo JODKHO OBITh BO3BpAIllEHO Ha MECTO
€ro XpaHeHHs.
CTOpOoHHMM  TOJB30BATENsM Jiefla  BBIJAIOTCS  HA OCHOBAaHWM WX MMUCHMEHHBIX  3aIPOCOB
C pa3perieHus PyKOBOJIUTENS YIPEKACHUS 110 aKTaM.
W3baTtue moKymMeHTa U3 A€l MOCTOSHHOTO XpaHEeHHs JOIMYCKAeTCs B MCKIIOUUTENBHBIX CIIydasx
Y TIPOU3BOJUTCS C pa3pelieHus PYKOBOJAUTENS YIPEKICHHUs, TIPU ITOM B JIeJie OCTAeTCs 3aBepeHHas
KOIUs JOKYMEHTA U aKT O MPUYMHAX BbIIa4YH MOATHHHUKA.
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8. 3aki0uuTeNbHBIE MOJI0KEHUS
8.1. Cpok neiictBust IHCTpyKUMU - 10 3aMEHBI HOBBIM.
8.2.MAJIOY Ne248 obecneunBaeT JOCTYIHOCTh M OTKPBITOCTh MH(POPMALMU ITyTEM pa3MElICHHUS
Hacrtosield MHCTpyKIuK Ha o(pUIlMaIbHOM caiiTe IeTCKOro cajaa B cetu uHTepHet edu.tatar.ru.
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