MyHHIHNAIbHOE aBTOHOMHOE I0LIKOJIbHOE 00pa3oBaTebHOe yupeAieHHe
«Jlercknii caa Nel70 KoMGHHHPOBAHHOIO BH/IA C TATAPCKHM SI3bIKOM BOCIHTAHHS

u o6y4enns» HoBo-CaBHHOBCKOIO panoHa I. Kazanun
(MAJIOY «Jletckuii cag Nel70») Py
VTBEPKIARQ S/ sy )
3aBemylomMi oo /3
MAJIOY «/JleTckni, can N°170»
ITpukas ot £ 65 20& T No _\.LL

Mucrpykuus Ne2.13

No BeJIEHHIO J1eJIONPOH3BOICTBA
B MAJIOY «/lerckuii cag Nel70»

1. O6mue nMo0KEHUs
1.1.  Hacrosmas MHCTpyKuus 1o BeaeHHIo Jenonpou3BozicTsa B MAJIOY «Jlerckuit cax Nel70»
pa3paboTaHa B LesSX PallMOHAIBHOM OpraHu3alHi JOKYMEHTAllHOHHOIO obecreyeHus NeITeIbHOCTH
MAJIOY «Jletckuit cax Nel70», a Takxke CTPOroro coOGMOAEHHMs IAEHCTBYIOMMX HOPMATHBHBIX
JIOKYMEHTOB B chepe JOKyMeHTauuu 1 nHdopmalmy (nanee — UHCTpyKuus).
1.2.  Wecrpykums cocranena B cooterctun ¢ 'TOCT P 7.0.97 - 2016 or 01.07.2018
Hanmonanbueii  crangapt Poccuiickoit ®enepanuu. Cucrema CTaHJapTOB IO uHpOpMAIIKH,
6ubIMOTeYHOMY W M3JarenbCkoMy zeny. OpraHM3allMOHHO-PAacIopsAMTENbHAs IOKYyMEHTallM.
Tpe6oBannus K odopmiennio gokymenTos" (yTs. [Tprkazom Poccrannapra ot 08.12.2016 Ne2004-cT);
1.3.  Kourpons Benenus aenompoussoactsa B MAJIOY «Jletckuit cax Nel70» ocymecTBiseT
saseyrommii MAJIOY «Jletckuit cam Nel70», KOTOpBIH Ja€T yKazaHHs IO BONIPOCAaM OpraHW3alliy U
BEJICHHS JIEJIONPOU3BOJICTBA, 06A3aTENBHbIE JUIs HCIIOJHEHHS BCEMH CITyKOamH, IPOBEPAET COCTOSAHHE
JIEJIONPOU3BOJICTBA U OCYIIECTBIIsIET 00ydeHne pabOTHUKOB, OTBETCTBEHHBIX 3a €0 BEJICHHE.
1.4.  OTBETCTBEHHOCTb 3a OpraHW3alMIO [ENONPOM3BOJICTBA, CBOCBPEMEHHOE M Ka4eCTBEHHOC
HCIIONIHEHHE JIOKyMEHTOB, MX COXDaHHOCTb Bo3jaraeTcs Ha 3asemyiomyio MAJIOV  «[lerckui
cazg Nel70».
1.5. HenocpeacTBeHHOe BeleHHE Aenonpou3BozcTBa B cinyx6ax MAJIOY «Jlerckuit cax Nel70»
BO3JIAracTCs Ha COTPY/IHMKOB, Ha3HAYCHHBIX OTBETCTBEHHBIMH 32 STy paboTy, KOTopble 00eCneYuBalOT
y4Y€T U MPOXOXKICHUE JOKYMEHTOB B YCTAHOBIICHHBIE CPOKH, HHOOPMHUPYIOT PYKOBOJCTBO O Ka4eCTBE
UX HCIONHEHHUS, 3HAKOMAT COTPYIHHKOB C HOPMATHBHBIMH M METOJWYECKUMH [JOKYMEHTAaMH IO
JIENIONIPOU3BOJICTRY.
1.6. PaboTHukH, Ha3HauYeHHbIE OTBETCTBEHHBIMH 3a BEJEHHE [EJIONPOM3BOJCTBA, HECYT
OTBETCTBEHHOCTb 3a BBHINOJIHEHHE TpeOoBaHWM HacTosied WHCTpyKUMH, 3a COXPaHHOCTb
HaXOJALIMXCA Y HUX CIy)KeOHBIX NOKyMeHTOB. O0 yTpaTe JOKYMEHTOB HEMEIUIEHHO IOKJIaJbIBAIOT
3apenytouemy MAJIOVY «Jlerckuit cag Nel70».
1.7.  Ilpu yxone pabOTHHKA, OTBETCTBEHHOTO 32 BEJEHHE JEIONPOU3BOICTBA, B OTITYCK UMEIOIIUECS
y HEro JIOKyMEHTHI 110 yKa3zaHulo 3aBenytouero MAJIOY «Jletckuii can Nel70» nepenatorcs IpyromMy
paboTHHKY, KOTOpBIH 0053aH MPHHATH MEPHI K X CBOEBPEMEHHOMY MCIIOJHEHHIO. [IpH yBOJIBbHEHUH
HJIM NIEPEMEIICHUH OTBETCTBEHHOIO 3a BEJECHHE NENIONPOM3BOJCTBA MPOU3BOAMTCA Iepejada Ael H
JIOKYMEHTOB, O YEM COCTaBIISIETCS MIPUEMO-CIATOYHBIN aKT, KOTOPBIN YTBEPKAAeTCs 3aBEAYIOIIUM.
1.8.  MHcTpykums pacmpoCTpaHseTcs KakK Ha TPaJMIMOHHOE JIENONPOM3BOJACTBO, TaKk W Ha
OpraHu3anuio paboTel C JOKyMEHTaMH, Co3iaBaeMbIMH cpezicTBamu DBT.
2. lokymeHTbI, HeoOxoaumble npu ynpasienud MAJIOY «/lerckuii cax Nel70».
2.1.  Tlpu noAroTOBKE, COrIACOBAHHMH, MONMCAHKH H YTBEPKAECHHH JJOKYMEHTOB HEOOXOJUMO
cobmonate TpeboBaHuUs, 06eCIeYHBAIOIIHME IOPUINYECKYIO CHIIY JOKYMEHTOB M BO3MOKHOCTD HX
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00pabOTKHU C UCMIOIB30BAHUEM CPENICTB 3JIEKTPOHHO-BBIYUCIUTEIBHON TEXHUKH.
1.1. CocraB AOKYMEHTOB, OOpa3ylOIIUXCS B TPOIECCe IEATEIBHOCTH, OIPENLCISIETCS: €ro
KOMIIETEHIIEeH 1 (YHKIUSAMHU; KPYrOM YIPaBICHUECKUX JCHCTBHA, MOPSAIKOM pa3pelieHHsI BOIPOCOB
(eIMHOHAYaANBHBIM MM KOJUIETHANIbHBIN); XapaKTepoM B3aWMOJEHCTBHUS MEXIy 00pa3oBaTelIbHBIMU
YVUpEXKICHUSIMU U ApyruMu opranuzanusmu. B coctaB mokymentoB MAJIOY «/lerckuii camg Nol70»
BXOJIAT:
- OpraHM3alMOHHbIE JOKYMeHTHl (YcTaB, AOroBopel 00 oOpa3oBanuu, KoOJIEKTUBHBIA JOTOBOD,
ITonoxenus o ciayx0ax W PpazIUUHOW JEATENbHOCTH, JIOJKHOCTHBIE WHCTPYKIMHU COTPYAHUKOB,
LITaTHOE paclUCaHKe, IPaBUIa BHYTPEHHETO TPYIOBOr0O paclopsaKa, TPyI0BbIE JOTOBOPHI U JIp.);
- pacropsAUTEIbHbIE JOKYMEHTHI (IIPUKA3bl, MHCTPYKIMH, PACIIOPSDKEHUS U T. I.);
- “H(GOPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTHI (ITPOTOKOJIBI, IIJIaHbI, OTYETHI, CIPABKH, aKThI, JIOKJIaJHbIC
U 00BSCHUTENbHBIE 3aIIMCKH, IIMCbMA, TE€JIErPAMMBbI U TeIEPOHOTPaMMBI U JIp.).
1.2. JloxymeHnTsl, kKak mpaBmio, odopmistorcs Ha Omankax MAJIOY «Jlerckuii cam Nel70»,
cootBerctByrommx ['OCT P 7.0.97 - 2016, comepkaT yCTaHOBJICHHBIM KOMIUIEKT OOs3aTEIIBHBIX
PEKBU3UTOB IIPH COOTBETCTBYIOIIEM UX PACIIOJIOKEHUU.

3. Oco0eHHOCTH MOATOTOBKH U 0()OpMIIeHH S OT/IeJIbHBIX BUIOB IOKYMEHTOB

3.1. Ilpukas

3.1.1 [Ilpuka3z — mpaBoBO# akT, uznaBaeMmblii 3aBemyromuit MAJIOY «Jletckuit canx Nel70». On
BCTYMAET B CUJIy C MOMEHTa MOJAINUCAHUS 3aBEAYIOLICH, €Clii B TEKCT€ HE YKa3aHO JPYIroro Cpoka.
[TonnucanHbll IpUKa3 PEruCTPUPYETCSL.
[Tpukasamu oGOPMIIAIOTCS pEHICHHS HOPMAaTHBHOTO XapakTepa II0 BOIPOCaM OpraHU3alUU
IUIAHUPOBAHMSI, OTYETHOCTH, Y4eOHO-BOCHHMTATEJIBHOIO Ipoliecca, JeuyeOHO-NPOoUIaKTHUECKUX
MEPOIPUATHIA, (bu3rIecKoro pa3BuTHS, (hMHAHCOBO-X035MCTBEHHOU JIESITEIIbHOCTH,
BHEIIIHEAKOHOMHUYECKON JEeSTETbHOCTH, a TaKXKe 10 ONEepPaTUBHBIM, OPraHU3alMOHHBIM, KaJpOBBIM U
ApyruM BompocaM BHyTpeHHer padoTel MAJIOVY «/lerckuii camg Nel70».
IIpoekThl NpHKa30B MOJATrOTABIMBAIOT PAOOTHUKH, Ha3HAUCHHbIC OTBETCTBEHHBIMHU 3a BEJCHUE
JIEJIONPOU3BOJICTBA HAa OCHOBAaHUM IOPYYEHMs 3aBEAYIOLIEro JHMOO0 B MHUIMATUBHOM IOPSIJIKE.
IIpoekThl NpUKa30B IO KaJApOBBIM, HOPMATHBHBIM, OINEPATUBHBIM, OPIaHU3ALMOHHBIM BOIPOCAM
pa3pabaTrhiBacT 3aBEIYIOIIMI; MO OCHOBHOW JEATEIBHOCTH (y4eOHO-BOCHUTATEIBHBIA MPOIECC) -
CTapIlUi BOCIUTATENb; 10 (PMHAHCOBO-XO3AUCTBEHHOM AEATENBHOCTHU - 3aMECTUTENb 3aBEAYIOLIeH 10
aJIMMHHUCTPAaTUBHO-XO03SIMCTBEHHOHN paboTe; O 3a4MCICHUN U OTYUCIIEHUU BOCIIUTAHHUKOB, I10 OXpaHe
Tpyaa — 3aBeaytomuii MAJIOY «Jlerckuii cag Nel70»; mo MeaMUMHCKOMY OOCITYXUBaHHUIO H
OpraHM3alMM MUTAaHUS - CTapllIas MEAULIMHCKAs CECTpa.
3.1.2 Jlaroifi mnpukasza sBIsfeTcd JaTa ero mnoAmucaHus. JlaTa OKyMeHTa 3amHChIBaeTcs B
MOCJIEZI0BATENBHOCTH: ICHb MECSALA, MECSIL, TOJ] OJJHUM U3 JIBYX CIIOCOOOB:
- apabckumu nudpamu, pazaeneHHbIME Toukoit: 05.06.2016;
- CJIOBECHO-IIU(PPOBBIM criocodom, Hanpumep: 5 utons 2016 r.
3.1.3 [IIpukassl M0 OCHOBHOM (aIMUHHCTPATUBHOW M (PMHAHCOBO-XO3IHCTBEHHOM) EATETBHOCTH, 110
JMYHOMY COCTaBY, O 3aYUCJIEHUU U OTYUCIIEHUU BOCIIUTAHHUKOB, POPMUPYIOTCS U HyMEPYIOTCS
OTJIENBHO B IIPEJeNIax KaJeHJapHOT O ToAa.
3.1.4 Konuu npuka3oB WM UX Pa3MHOKEHHBIE IK3EMIUTAPHI 3aBepstoT nedarbio MAJIOY «Jlerckuit
caj Nel70» u HampaBIsAIOT MO aipecaM B COOTBETCTBUU C yKa3aTeJIeM pacChbUIKM, KOTOPbIM COCTaBIIseT
Y TIOJITUCHIBAET UCTIOJTHUTEITD.
3.1.5 [IIpuka3 uMeeT ciaenyronue peKBU3HUTHI:
- HAaMMEHOBaHHE YUpEeKJICHUS;
- CIIPaBOYHBIE JaHHbIE 00 YUpexKJICHHUH;
- HAaMMEHOBaHMe BHJIa JOKYMEHTA;
- 1aTy ¥ HOMEp IOKyMEHTA;
- 3ar0JIOBOK K JJOKYMEHTY;
- TEKCT JOKYMEHTA;
- IOANMKCH; - BU3bI; - OTMETKY O IPUIIOKEHUU.



3.1.6 HawmmeHoBaHWE IETCKOTO caga YKa3blBaeTCs B TMIOJHOM U COKpamieHHOW Qopme -
MyHuIMnaaIsHOe aBTOHOMHOE JIONIKOJIBHOE oOOpa3zoBaTenbHOE yupexnenue «Jlerckuit camg Nel70
KOMOMHHPOBAHHOTO BHJA C TaTapCKUM SI3BIKOM BOCHUTaHWs W 00ydeHus» HoBo-CaBHHOBCKOTO
pariona r. Kazanu, MAJIOVY «/lerckuii camg Nol170%.

[TeyararoT EHTPUPOBAHHBIM CITOCOOOM (HAYaI0 M KOHEI[ KaXK0W CTPOKU PEKBU3UTA PABHO YAAJICHBI
OT I'paHuIl 30HbI PACIIOIOKEHUS PEKBU3UTOB).

3.1.7 HawmmenoBanue Buja nokymeHTta - "llpuka3" (mocie HOMeEpa MpHKa3a HCIOJIB30BaTh JUTEP
«JICy»):

- Ipu OOPMIICHHH ITPUKA30B IO JIMYHOMY COCTaBy B pabOTe HCIIONIB3YIOT YHU(PHUIIMPOBAHHBIE (DOPMBI,
yrBepxkaeHHble [loctanoBnennem ['ockomcratom Poccun ot 05.01.2004 Nel «O6 yrBepknenun Gpopm
IIEPBUYHOM YYETHOM TOKYMEHTALUHU 110 YYETY TPYAA U €r0 OIIAThD) COITIaCHO

MIEPEYHIO:

Homep | HammenoBanue hopmbl dop
(hopMBbI Mar
T-1 [Tpuka3 (pacropspkeHue) o mprueme paboTHUKA Ha paboTy A4
T-1a ITpuka3s (pacniopsbkeHue) o npreMe pabOTHUKOB Ha paboTy A4
T-2 JInynas kapTouka pabOTHUKA 2A4
T-3 IlItaTHOE pacnucanue A4
T-5 ITpukas (pacnopsbkeHue) o nepeBojie paboTHHKA Ha IPYTYI0 paboTy A4
T-5a [Ipukas (pacnopsizkeHue) o nepeBojie pabOTHUKOB HA JPYTYI0 padoTy A4
T-6 [Tpuka3s (pacnopsikeHne) 0 MPEeIOCTABICHUN OTIYCKa PAOOTHUKY A4
T-6a ITpukas (pacnopsbkeHue) o NpeoCTaBICHUH OTIyCcKa paboTHUKaM A4
T-7 I'padux oTyckoB A4
T-8 [Ipuka3 (pacmopspkeHue) O TpeKpalleHud JeHCTBUS TPYAOBOTO jororopa | A4
(KoHTpaKTa) C paOOTHHUKOM
T-8a [Ipuka3z (pacmopspkeHue) O TpeKpalleHuH JeHCTBUS TPYAOBOTO jororopa | A4
(KoHTpakTa) C pabOTHUKAMU
T-9 ITpukas (pacnopsbKkeHue) 0 HanpaBiIeHHH pabOTHUKA B KOMAHIUPOBKY A4
T-9a ITpukas (pacnopsbkeHue) 0 HanpaBJIeHUH paOOTHUKOB B KOMaHIUPOBKY A4
T-10a | CnyxeOHOoe 3ajaHue [Jis HaNpaBlIieHUs B KOMaHAMPOBKY U OT4YeT O ero | A4
BBINOJIHEHUH
T-11 [Ipukas (pacnopskeHue) o NoOIpPEHNH pabOTHUKA A4
T-11a | Ilpuka3 (pacnopsbkeHue) O OOUPEHUH pabOTHUKOB A4

- 10 (PUHAHCOBOW MAEATETBHOCTH, 1O OCHOBHOM J€ATEIbHOCTH, MO BOCHUTAHHUKAM (AETAM), IO
IIPEIOCTABIICHUIO JTOTIOJHUTENBHBIX IUIATHBIX YCIYT MCIONb30BaTh JUTEPB «D», «O», «I», «AIIY»
COOTBETCTBEHHO.

3.1.8 3arojoBOK JOKEH KpaTKO M TOYHO OTpa)kaThb COJEp’KaHHE TEKCTa MpHKa3a. 3arojoBOK, Kak
npaBwio, QOpMyIHpyeTcsl B MPEUIOKHOM Tnaaexe, Hampumep: "O Belmate pabOTHHUKAM
yupexaeHus...".

3aroyioBOK rnevyaTaroT Wpu@ToM, 0e3 ab3aIHOro OTCTYIA, pacioiarasi Ha CTpaHUIE B JIEBOM BEPXHEM
yrily. 3arojioBOK, COCTOSALIMM M3 JBYX M 0ojee CTpOK, pacloyiaraloT Ha CTpaHUIE dYepe3 OAUH
MEKCTPOUYHBIN UHTEPBaJI. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBST.

3.1.9 Tekct oraensieTcs OT 3arojoBKa JBYMs-TPeMsl MEXCTPOYHBIMH HHTEpBAJaMH, Ie4aTaeTcs
14,13,12 xernem 4yepe3 OAUHAPHBIA UHTEPBAJI TEKCTOBOTO IOJISI M BBIPABHUBAETCS I10 JIEBOM M IIPABOM
rpaHuIiaM TekctoBoro mouss. IlepBas cTpoka ab3ana HauMHAeTCsd Ha paccTOosHUU 1,25 cM OT neBoi
IPaHUIbl TEKCTOBOTO TOJIS.

Tekct mpHukaza MOXET COCTOSTh M3 JABYX 4yacTed: KOHCTatupymomed (mpeamOynbl) U
pacrnopsaIuTeIbHOM.

B koHcTaTHpyromeil yacTi KpaTKko H3JaraioTcs Lelu M 3a1add, (akThl U COOBITHS, MOCTYXHUBILIUE
OCHOBaHWEM JyIsi W3daHuWs Tipuka3a. OHa MoXeT HauuHathes cioBamu "B memsx...", "B

cooTBeTcTBUM...", "Bo wucnomnenme.." u 1. 1. Ecim npukas uzgaercs Ha OCHOBaHMM JPYroro
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JOKYMEHTa, TO B KOHCTaTHPYIOUIEH YacTH YKa3bIBAlOT HAMMEHOBAHME OTOrO JOKYMEHTa B
TBOPUTEIHLHOM MAJEKe, €ro 1aTy, HOMEp U 3ar0JIOBOK.
B oTnenbHBIX ciydasx KOHCTaTHPYIOIIEH YacTH MOXKET MPEIIIeCTBOBATh peamOyiia U3 OJJHOTO - IBYX
MpeIoKEHUH, B KpaTKoil opme oTpaxaromias CyTh MpHKa3za, HO IpU ITOM He AyOnupyromas ero
3arooBok. OOBMHO TIpeaMOyny UCHONB3YIOT JJsi TOTO, 4YTOOBI YINPOCTUTh M COKPATHUTH
(bOopMyIHUPOBKY 3arojioBKa.
PacniopsinuTensHast 4acTb OTJEINSACTCS OT KOHCTATUPYIOIIEH CIIOBOM «ITPUKA3bIBAIOY.
PacniopsimutenbHas dYacTh JOJKHA COJAEPXKATh MEPEUUCIICHHE MPEINUChIBAEMbIX JEHCTBHI ¢
yYKa3aHUEM HCIIOJIHUTENS KaXI0TO ACUCTBUS U CPOKOB UCIIONHEHUs. PacriopsauTenbHas 4acTb MOXKET
ObITh pa3zieNieHa Ha MYHKTHI U MOJIYHKTHI, KOTOPbIE HyMepYIOT apabckumu mudpamu. Kaxapiii myHKT
pacropsIUTeIbHON YacTH HAYMHAETCS C yKa3aHHsI KOHKPETHOTO JeHCTBUS, BBIPAKEHHOTO IJ1arojoM B
HeomnpezeneHHo ¢opme. [[eficTBUS OAHOPOJHOrO XapakTepa MOTYT OBITh MEPEUYUCICHBl B OJHOM
nyHKTe. B KadecTBe MCHOJIHMUTENEH YKA3bIBAIOTCA CIYKObI WM KOHKPETHBIE JOJDKHOCTHBIC JIUIIA.
[Tocneguuii MyHKT pacHoOpsSAUTENFHOM YacTH MOXKET COJepXaThb CBEIEHUsT O ciyx0e uiu
JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOTHEHUS TIPUKa3a.
Ecnu mpukas m3MeHseT, OTMEHSIET WM JIOTOJHIET paHee W3JaHHBIM JOKYMEHT WJIH KaKoe-TO €ro
MOJIOKEHHUE, TO OJUH W3 ITYHKTOB PACHOPSIUTENFHOW YacCTH TEKCTa JOJDKEH COAEP)KaTh CCBUIKY Ha
OTMEHSEMBI JOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM ero JaThl, HOMepa W 3arojioBka. TekcT
MyHKTa HEOOXOAMMO HauMHATh ciioBaMu "[Ipu3HaTh yrpaTUBIIUM CUTTY...".
B npukasze noj moAnuceio AOKHOCTHOTO JiMa yKasbiBaeTcs rpud «C mpuka3zoM 03HAKOMIICH(BI)»: €
MOCTIeTYIOIIEH MOAMUCHIO BCEX JIUII, YKa3aHHBIX B IPUKa3e.
3.1.10 IMoanuce BkmrOYaeT B ceOsd HAaWMMEHOBaHWE JODKHOCTH, WHHUIMAIBI U (aMmIMio JIHIa,
00J1aaroIIero NpaBoM U3JaHHUs IPUKA30B, a TAKXKE CUTHATYPY (JUYHYIO MOJAIKUCH) MOCIIETHETO.
[Tpuka3bl HOAMUCHIBAET 3aBEIYIONINIA, & B €€ OTCYTCTBHE - UCIIOJIHAIOIMNN 003aHHOCTH 3aBEYIOIIErO
MAJIOY « [Jlerckuii cag Nel70».
3.1.11 B Bblnucke U3 MpHKa3a coAepKaTcsa BCE PEKBU3UTHI MIPHKa3a JI0 pacnopsAuTeIbHON yacTu. 13
pacropsUTeIbHON YacTH OepyT TOJNBKO Ty HWH(POPMALHUIO, KOTOpas HEOOXoauma B KaKIOM
KOHKPETHOM ciy4yae. BbIMHCKy 3aBepsitoT NPOCTaBICHUEM OTMETKH «BEPHO» U  TMOIIHUCHIO
3aBEPSIIOILETO.

3.2. llonoowcenue. Ilpasuna. Hnempykuyus.
3.2.1. [Ilonosicenue — TOKYMEHT, YCTaHABIMBAIOIINI CHCTEMHO CBSI3aHHBIE MEXKIY COOOM MpaBuiIa Mo
BOMNPOCaM, OTHECEHHBIM K KOMIIETEHIIMM HECKOJBbKUX JOJDKHOCTHBIX JMI Win ciyxx6 MAJIOY
«erckuit cag Nel170».
3.2.2. Ilpasuna — NOKYMEHT, 3aKpEIUISIOIINN HOPMBI U TpeOOBaHU, 00A3aTeIbHbIE /IS BBIMOJIHEHUS
JOJDKHOCTHBIME JUIaMu 1 ciyxkO0amu MAJIOY «/lerckmii cag Nel70» B mporiecce MOBCEAHEBHOM
JesITebHOCTH.
3.2.3. Uncmpykyus — JOKYMEHT, TIPEANUCHIBAIONINA MOPSAOK OCYIIECTBICHHS KaKOH-TNOO
NeSITeNbHOCTH WM MOPSIOK HMPUMEHEHUs OTJENbHBIX MOJOXEHUH HOPMATHBHO-TNPABOBBIX AKTOB B
yenosusix ¢pyHkunonupoBanus MAJIOY «Jlerckuii cax Nel70x.
3.2.4. TlonoxeHus, mpaBuiIa W UHCTPYKLUUU TPUMEHSAIOTCS B KayecTBE CAMOCTOSTENbHBIX
OpPTaHU3aIMOHHO-PACTIOPSIUTENIEHBIX ~ JTOKYMEHTOB.  BBeneHme B JeiicTBHE — yKa3aHHBIX
OpraHU3aIOHHO-PACHIOPSIUTENBHBIX TOKYMEHTOB OCYILECTBIISIETCS ¢ YTBEPXKICHHS UX 3aBeAyrOIei
MAJIOY «/lerckmii cag No170.
3.2.5. Tlopsaok MOATOTOBKM MPOEKTA IOJIOKEHUS, MPAaBWJI U HHCTPYKIMHA aHaJOrMyeH oOIeMy
MOPSAKY TIOATOTOBKH IPOEKTOB HOPMATHUBHBIX aKTOB.
3.2.6. Pemenue o mopsake MPUHATUS MOJOXKEHUH, MPaBWI, MHCTPYKIHMH HAXOJUTCS B BEIECHUH
MAJIOY « Jlerckuii cag Nel70y.
3.2.7. VYtBepxuenue opopmisiercs B popme rpuda yTBep:KICHUS WIK ITyTeM M3AaHus MpUKas3a 00 ux
YTBEPKICHHH.
3.2.8. Mlaroii mnomnoxeHus (TMpaBWJl, MHCTPYKLHH) SBISETCS JaTa €ro YyTBEpKICHHs, €CIU B
COJZIEp)KaHUU JIOKyMEHTA 9TO HE OTOBAapUBAETCS B OTJCIILHOM ITyHKTE.



3.2.9. Tlonoxenue (mpaBuia, MHCTPYKIIH) Me4aTacTcs Ha OJaHKe YCTaHOBJIEHHOW (OpPMBI MIPHPTOM
Times New Roman Cyr 14-m, 13-m,12-M keriem.
3.2.10. ITonoxxeHne UMEET CICAYIOIINE PEKBU3HUTHI:
- HAMMEHOBaHHE YUPEeKJICHUS;
- HAMMEHOBAHME BHJIa JOKYMEHTA,
- IaTy YTBEPKACHUS U MIPUHSTUS, COTIIACOBAHUS JOKYMEHTA;
- 3aroJI0BOK K JJOKYMEHTY;
- TEKCT JOKYMEHTA;
- OTMETKY O MPUIIOKECHUH.
3.2.11. llpaBuna, UHCTPYKIIUS UMEET CICAYIOIINE PEKBU3UTHI:
- HAMMEHOBAHME YUPEKICHUS;
- HAaMMEHOBaHHe BHJIa JOKYMEHTA,
- aTy JOKYMEHTA yYTBEP KICHUS, IPUHSATHS U COTJIACOBAHHUS IOKYMCHTA;
- HOMEp JOKYMEHTAa;
- 3aroJI0BOK K JIOKYMEHTY;
- TEKCT JOKYMEHTA;
- TOJIMTUCH 03HAKOMJICHHS C JIOKYyMEHTOM;
- OTMETKY O MPUIOKECHHH.
3.2.12. HammenoBanue MAJIOY «Jlerckmii can Nel70» ykaswsiBaeTcs B moiHOW (hopme 1Mo YcraBy
(MyHununaibHoe aBTOHOMHOE JOIIKOJIbHOE oOpa3oBarenbHOe yupexaeHue «Jlerckuii cag Nel70
KOMOMHHPOBAHHOTO BHJA C TaTapCKUM SI3LIKOM BOCHUTaHHS W 00ydeHus» HoBo-CaBHHOBCKOTO
paifona r.Kazanu, meuataercs ueHTpupoBaHo). B Tekcre gomyckaercs cokpamenHoe MAJIOY
«Jerckuii camg Nel70».
3.2.13. HaumeHnoBanue Buaa qokyMeHTa - "[lonoxenue" - qononnsercs npeniorom «Ox», «O6».
3.2.14. lata nokymeHTa 0pOpMIISIETCS B COOTBETCTBUH ¢ 1I. 3.1.2.
3.2.15. 3arosoBoOK K TEKCTY MOJOKEHHS (OPMYITUPYETCS B MPEATIOKHOM Majiexke (0TBEYaeT Ha BOIPOC
"0 yem?"); 3ar0JIOBOK K TEKCTY MPaBUI GOPMYIUPYETCS B POIUTEIBHOM Tajeke (0OTBeUaeT Ha BOIPOC
"gero?"); 3arolOBOK K TEKCTYy MHCTPYKIHUU (POpMynHpyeTrcs B pOAUTEIHHOM Majeke (OTBeYaeT Ha
Bonpoc "koro?").
3.2.16. TekcT nOKyMEHTa M3NaraeTcs OT TPEThEro JUlla eAUHCTBEHHOTO MM MHO>KECTBEHHOTO YHUCIIA.
B Tekcre wucnonme3yoT cioBa "momken", ‘"cmemyetr", "HeoOxomumo", '"3ampemaercs', '"He
nomyckaercs'.
3.2.17. Tekct nmOKyMeHTa OOBIYHO OTKPBIBACTCS HEOOJNBINOW TpeamOyimor wiu paszgenom "OoOmue
MOJIOKEHUA", B KOTOPBIX YKa3aHbl OCHOBaHUS id pa3paboTKu JOKYMEHTa, €ro Iejib, 00JIacTh
MIPUMEHEHHSI, OTBETCTBEHHOCTb 32 HAPYIICHUE YCTAaHOBJICHHBIX TPABHUJI M TEXHOJIOTHHN U T. TI.
3.2.18. TekcT NOKyMeHTa MOJOXKEHUs (MpaBWJ, MHCTPYKIMHM) MOXKET OBbITh pa3jielieH Ha TIJIaBbl,
MYHKTBI U MOAIMYHKTHI. [ 1aBbl JOJKHBI UMETh Ha3BaHWs. VX HyMEpyIOT PUMCKUMHU WM apaOCKUMU
uuppamu. Hymeparuio myHKTOB U MOJAMYHKTOB IOKYMEHTa IPOU3BOIAT apaOCKUMU IUPpaMU.
3.2.19. Ecnmu OKYMEHT HM3MEHSET, OTMEHSET WM JIONOJHSAET paHee W3JAAHHBIH JOKYMEHT WM €ro
OTJIENbHbIE TIOJOXKEHHUS, TO 00 STOM JeJaeTcs COOTBETCTBYIOIIEE MPUMEYAHHE B 3aKIIOYHUTEIEHOM
MTyHKTE.

3.3. lIpomokon
3.3.1. Ilpomoxon — HOKYMEHT, (MKCHPYIOIIUNA COACPNKAHWE COBEMIATCILHBIX MEPONPHUATHH U
MPHUAAIONINHN IOPUINIECKYIO CUTY IPUHITHIM Ha HUX PEIICHUSIM.
3.3.2. IIpoTokom cocTaBisieTcss Ha OCHOBAaHWM pabOYMX 3amuceld, MPOW3BEICHHBIX BO BpEMs
COBEI[AaHUHM, a TaKk)Ke Pa3IMYHBIX MHCbMEHHBIX MaTepUANOB (TE3UCHI JOKIAJOB U BBICTYIJICHUH,
CIPaBKH, MPOCKTHI PEIICHUH U Jp.).
3.3.3. Bexaenwue 3anucu Bo BpeMs 3acefaHusl, cOOp MaTepralioB U MOATOTOBKA TEKCTa BO3JaraeTcs Ha
ceKpeTapst KOJUIETHATLHOTO OpTaHa MM COTPYTHHKOB, TOTOBUBIIIMX BOIIPOCHI K 00CYXKICHUIO.
TexcT mpoTokona JoMkKeH ObITh OATOTOBJICH HE MO3JHEE YeM Yepe3 TPH JIHS C MOMEHTA MPOBEICHUS
COBEIIaHUSI.



3.3.4. TloanMHHUKK JOKYMEHTOB IO BOIIPOCAM, PaCCMOTPEHHBIM Ha 3acelaHUH, HAIPABIISIOTCS JUIS
MOJIIMBKY B JIEJI0O BMECTE C BBITUCKOW U3 IPOTOKOJIA O IPUHATHIX PELICHUSX.

3.3.5. IIpoTokos uMeeT ClieAyIone PEeKBU3UTHI:

- HAMMEHOBaHUE BHUJIa JOKYMEHTA; - AaTy IOKYMEHTa; - HOMEp JOKYMEHTA; - 3ar0JIOBOK K JJOKYMEHTY;
- TEKCT IOKYMEHTA; - MIOAIHUCH; - BU3BI; - OTMETKY O MPHIIOKCHHH.

3.3.6. IIpotokoin nmeuatarot Gpopmara A 4 mpudrtom Times New Roman 14-m, 13-m,12-M keriem uiam
MUIIYT BPYYHYIO.

OdopmiieHre peKBU3UTOB IIPOTOKOJIA IPOU3BOAUTCS C COOTIOAEHUEM HUXKECTIETYIOIUX MTPaBHIL:

3.3.7. HaummenoBanue nokymeHnta - "[IpoTokon" — medaTaercsi OT TpaHMIIBI BEPXHETo MOJs OilaHKa
Ne4yaTHbIMU OyKBaMM, OJTYKUPHBIM IIPUPTOM.

3.3.8. 3arojoBOK K TEKCTY TMPOTOKOJA COJCPKHUT HA3BaHHE IPOTOKOJIBHOTO MEPONPHUATHS
(coBemianue, 3acefaHue, coOpaHHe) U HaMMEHOBAHME KOJUJIETHAIBHOIO OpraHa, pabora KOTOPOro
IIPOTOKOJIUPYETCS. 3arojOBOK B IIPOTOKOJE OTAENAETCS OT MPEeAbIAYIIEr0o PpEeKBU3UTA JABYMS
MEXCTPOUYHBIMU UHTEPBAJIAMH U PACHOJIAracTcs HEHTPOBAHO OTHOCUTEIBHO PEKBU3UTOB OJIaHKA.

3.3.9. Mlara mporokoina opopMIIseTcsi B COOTBETCTBUH C 1I. 3.1.2.

3.3.10. TekcT mpoTOKOJIA ITeYaTACTCS Yepe3 OJJUH MEKCTPOUHBIN HHTEPBAJL.

3.3.11. Kaxplii pa3iern mpoToKoIa HyMepyeTcs apadCcKoi Hugpoii.

3.3.12. TekcT MpOTOKOJIA, KaK MPaBUIJIO, COCTOUT U3 IBYX 4aCTe — BBOJHONU U OCHOBHOM.

3.3.13. BRogHast 4acTh TEKCTa COACPIKUT CBENEHHS O Mpeacerarene, ceKperape, MPUCYTCTBYIONIMX,
IIPUIJIAIIEHHBIX U O IOBECTKE JIHS.

JList vy, JOTIOMTHUTENBHO MPUTIIAICHHBIX HA cOBellaHue u3 uncia coTpyaHukoB MAJIOY «Jlerckuit
can Nel70», nmomumo (aMWwiIMKM W HHUIMAJIOB, YKa3blBalOT 3aHMMAEMYIO JIOJDKHOCTb, a JJs
CHELMAIMCTOB U3 JIPYIMX OpraHU3aliil — JOJDKHOCTh U Ha3BaHME OpraHU3aluy.

Cnosa "[loBecTka JHS» pacroyiaratoTcsi HEHTPUPOBAHHO, I1OCIIE HUX CTaBUTCA ABoeToune. Bompockl
MIOBECTKHU JHSI HymepyroTcs. Kaxablii HOBBIM BONpOC IeyaTaercs OT 1-ro MOoJIoKEHHUs TadynsTopa.
ITocnenoBaTenbHOCTh  PACIONOKEHHSI  BOIPOCOB  ONPENENIAETCS  CTEHNeHbI0 HX  BaXHOCTH.
dopMyIHpOBKAa BOMPOCOB IMOBECTKM IHS HaumHaeTcs ¢ mpemioroB "o", "o0". Jlokmam (otuer,
cooOuieHne, HH(Gopmarus), HaAMMEHOBaHUE JOJDKHOCTH, MHULMANBI U (PaMUJIMIO TOKJIA UMK MUIIYT B
ponuTenbHOM nazaexke. He BkitouaTs B MOBeCTKY JHA MyHKT "Pa3noe". Kaxaplil Borpoc 10ykKeH ObITh
KOHKPETU3UPOBAH.

3.3.14. OcHOBHasi 4YacTh TEKCTa COCTOMT W3 Pa3ZesioB, COOTBETCTBYIONIMX ITYHKTaM TOBECTKH [THS
MPOTOKOJILHOTO MEPONpUATHs. TeKCT KaXa0To pa3zena U3J1aratoT B OCJIE0BATEIbHOCTH:

"Cnywanu - Beictynunu - [locranosunu (Pemminn)". 3T cioBa neyaTaroT IpONUCHBIMU OYKBaMH.
3.3.15. Ilepen cnoBom "Ciymanu" cTaBUTCSI HOMEP BOIIPOCa MOBECTKU JHsI, OCIETHETO — IBOETOUHE.
damunus OKIaJIYMKa IeyaTaeTcs B HMMEHUTEIbHOM MaJieke OT 1-ro MOJIOXKEHHUsS Ie4aTarolliero
ycrpoiictBa. Ilocne ¢amunuu cTaBATCS HWHHULMANBI, 3aT€M [BOETOYME, KaBBIYKM U IHIIETCS
coJiep)kaHue Jokinana B Qopme mnpsMoil peun, KaBblukd. OCHOBHOE CcO/AEp:KaHHME JAOKIAIO0B U
BBICTYIIJICHUH M3JIaraeTcsi B TEKCTE MPOTOKOJa Te3UCHO. [loyHbIe TeKCThl BBICTYIICHUH (JJOKIIaI0B),
3aBEpEHHBIE MOANNCHIO COOTBETCTBYIOUINX JIUI], IPUJIATalOTCs K MPOTOKOIY, B mocneanem ciydyae B
IIPOTOKOJIE AAeTaeTcsi CHocka: "TekcT BeIcTymiieHus npuiaraerca” (B IpoToKoJie 6e3 KaBbIueK).
OO6cyX1eHnI0 T0KJIa/1a MOT'YT IIPEILIECTBOBATH BOMPOCHI K JIOKJIAAYUKY, KOTOPbIE BMECTE C OTBETAMH
BKIOYaoT B pazznen "Caoymanu". Ilepen 3amuchbio KakAOro BOINpOCa YKa3bIBAIOTCS HMHULUAIIBI,
(dbamMuIMs U JAODKHOCTH €ro aBTopa M craBuUTCs ABoeroune. ConepikaHue BOMPOCA 3alMCHIBACTCS B
¢dopme mpsimoii peun. Ilepen dopmynupoBkoil oTBeta mumiercs cioBo "OTBer" (B mpoTokone 6e3
KaBBIUEK), CTABUTCS JIBOCTOUNE U 3aITUCHIBACTCS OTBET B JOPME MPSIMOM peur B KaBBIUKaX.

Xon oOcyxaeHus 1oKi1aaa oTpaxaercs B pazaene "Boictynuin". Ilocne cioBa "BeicTynuian" craBUTCS
nBoeroure. DaMHINIO BBICTYMAIOLIEr0 NHUIIYT B HMMEHUTEIBHOM TMaJeKe OT 1-ro MOJIOKEHHS
MIEYaTAIOIIEro yCTPOHCTBA, 3aTeM YKa3bIBAIOTCS MHHULUANbBI U JOJDKHOCTh BBICTYMAOIIET0, CTABUTCS
THPE U CO CTPOYHOU OYKBBI IT€YATAETCS COJEPKaHUE BBICTYIUIEHUS B (DOpME KOCBEHHOI peyH.
[TpunsTeie pemenus coaepxarcs B paszaene "lloctanoBuu (Pemmm)". Ecinu peniennii HECKOIbKO,
OHM HyMepyroTcs apabckumu nudpamu ¢ toukoi. Kaxgoe pemieHne CONpOBOXKIAETCS yKazaHUEM
JOJDKHOCTH, (paMUIIMK ¥ MHUIIMAJIOB OTBETCTBEHHOTO 32 €r0 BBHIIIOJHEHHE U CPOKA UCTIOTHEHUSI.
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3.3.16. [TocranoBneHue (peueHne) MpPOTOKOIBHOIO MEPONPHUATHS M3JIaraeTcs B TEKCTE MPOTOKOJA
nonHocThio. CojepkaHue o0co0Oro MHEHHUS, BBICKa3aHHOTO TMPHU BBIPAaOOTKE IO CTAHOBJICHHS
(pemienust), GUKCHpPYETCS B TEKCTE MOCTE COOTBETCTBYIOMIETO IMOCTAHOBICHHS (peIIeHHs ). 31eCh Ke
MIPUBOJIAT PE3YIbTATHI TOJIOCOBAHUS MTPH HEOOXOIUMOCTH.
B mocraHoBAsIOMIEH YacTH TEKCTa MPOTOKOJIAa MOXKET COJEPKAThCSA MyHKT O MPUHSATHH KaKOro-1ubo
JIOoKyMeHTa. B 3ToM ciy4yae mpHUHSTHINA TOKYMEHT IPUJIAraercs K MpoTOKOIY, B KOTOPOM MPUBOAUTCS
CCBUIKA Ha €ro HOMEp U JIaTy.
3.3.17. CymiecTBYIOT MOJIHAsA, COKpalleHHas U KpaTkas GopMbl TpoTokosoB. CokpallleHHast U KpaTKas
(GOpMBI TIPOTOKOJIOB TMPUMEHSETCS, KOorga He TpeOyeTcs MOoApoOHOW 3amucu Xona OOCYXKICHUS
BOIIPOCOB.
3.3.18. B cokpamieHHBIX TPOTOKOJAX TMOCIE CIUCKA TMPUCYTCTBYIOUIMX WJIM MPUTJIAIICHHBIX
yKa3bIBaeTCsl Ha3BaHue Jokinana. [locnennss ctpoka Ha3BaHUA JTOKIaaa nmoauepkusaercs. [log ueproit
B CKOOKax mevararoTcsi (aMHIUHM BBICTYNAIOIIMX B IMOPSAIKE MX BBICTYIUICHUs. Ha3Banue Kaxmoro
JIOKJIaJ]a 3aKaHYMBACTCSI IPOTOKOJIBHBIM PEUICHHEM UJIH MOCTAaHOBICHUEM.
3.3.19. B npotokoinie KpaTKoil (hopMbI YKa3bIBAIOTCS TOJBKO PACCMOTPEHHBIE BOMPOCHI U TPUHSTHIC
pelIeHus.
3.3.20. IIpoTokon MOANKMCHIBACTCS TpEACcenaTeeM U cekpeTapeM. JlaToil mpoTokoyia sSBISETCS naTa
MIPOTOKOJILHOTO MEPOTPHUSATHS.
3.3.21. [IpoToKoNaM MPHCBAaWBAIOTCS MOPSAKOBBEIE HOMEpPA B Tpejeiax y4eOHOTO rofa OTAEIBHO IO
Ka)KJIOW TpyIIe MPOTOKOJIOB: IPOTOKOJIBI O0IIUX cOOpaHuil paOOTHUKOB, 3aceJaHuil Me1arorn4eckoro
COBETa, POAUTEIBCKUX COOpaHMIA U JIp.
3.3.22. Homepa pemieHui, NPUHATHIX Ha 3acElaHUAX, COCTOAT M3 HOMEpa MPOTOKONA, HOMepa
paccMaTpUBaEMOro BOIPOCA B MMOBECTKE JTHS U MOPSIKOBOTO HOMEpA PEIISHHs B ITpeesiaX BOIpoca.
K HOMepam mpOTOKOIIOB U peHIeHHH MOXKHO NpPHUOABIATH JHUTEP COTJACHO IOMCKOBOHM CHCTEME,
npunsToi B MAJIOY «Jlerckuii cax Nel70y.
Komuu mpoTokonoB mpu HEOOXOAMMOCTH pPACCHUIAIOT 3aWHTEPECOBAHHBIM OpraHU3aLUsAM U
JIOJDKHOCTHBIM  JIMIIAM B COOTBETCTBMU C YKa3aTelleM pAacChUIKUA. YKa3arenb COCTaBIsIET U
MOJNKCHIBAET OTBETCTBEHHBIH HCIOIHUTENb CIIY)KObI, TOTOBUBIIMI paccMoTpeHue Bompoca. Komuu
POTOKOJIOB 3aBepstoT neuatbio MAJIOVY « Jlerckmii camg Nol170x.
3.3.23. PemieHuss MPOTOKOJBHBIX MEPONPHUITUNA JOBOJAT 0 HCIOJIHHUTEICH B BHUAE BBIITUCOK W3
MIPOTOKOJIOB. BRITIMICKA U3 MTPOTOKOJIA COAEPIKUT CIEAYIONINE PEKBH3UTHI:
- HAUMEHOBAHME YUPEKICHUS;
- HaMMEeHOBaHMe BH1a JokyMeHTa ("'Bpinucka u3 npotokoina');
- JaTy IOKyMEHTa;
- HOMEp TOKYMEHTa;
- 3aroJI0BOK K JIOKYMEHTY;
- BBOAHYIO 4acTb Tekcta mnportokona: "lIpencenarens", "Cekperapw", "[IpucyrcrBoBanu",
"[Ipurnamennsie”, "IloBecTka qus";
- OCHOBHYIO 4acTh TekcTa npotokoda: "Caymanu", "Ilocranosmmm", "["omocoBanmu";
- noanuck (0e3 JTUYHBIX MOIMMCEH, TaK KaK BBIMHUCKU, KaK MPaBUIIO, 3aBEPSIOTCS TOJIBKO MOJIHCHIO
cekperaps);
- OTMETKY O 3aBEpEHHH KOIHH.
3.3.2.3. Bemmcka u3 mpoTokoda 3asepsiercs nedarbio MAJIOY «/lerckuii camg Nel70y.

3.4. Cnyscednvie nucoma
3.4.1. CnyxeOHbIe TTHCbMa MOTYT OBITh MHHUIIMATHBHBIMH M OTBETHBIMH. Bce ciry)xeOHBIE MuchMa,
BhIchUTaemble 3a mpenensl MAJIOY «Jlerckuit cag Nel70», cumtarorcs ucxoosawumu. CiyxeOHbIE
nmuckMa, moctynatonme B MAJIOY  «Jlerckuit cam Nel70» - exoosuwyue. CnyxeOHBIE THChMa
(cmyxeOHbIe 3amUCKH), LUPKYJIUPYIOIINE MEXIY AODKHOCTHBIMU JUIAMH U ciyxkO6amu MAJIOY
«Jlerckuii can Nel70y cuuTaroTCs 6HymMpeHHUMU.
3.4.2. Cpok HCHOJHEHHUsI OTBETHOTO MMChMa YCTaHABIMBAETCS:
- cO00pa3HO C yKa3aHWEM, COAEPIKAIIMMCS B TIOKyMEHTE (ITMChME M T. 1.), HA KOTOPBIA TAfOT OTBET
HACTOSIIUM IHCbMOM;



- pE30JIOLMEN pYKOBOAUTEIS HA JOKYMEHTE.
B ocranpHBIX ciaydasx Cpok OTBETa Ha CIy)KeOHOE MUCHhMO yCTaHaBIHMBaeTCs 3aBeayrommii MAJIOY
«derckuii cag Nel70» (HO mpu 3TOM OH HE MOXKET mpeBbimath 30 AHEH ¢ MOMEHTa IMOJIyYCHHS
JOKYMEHTA YUPEKICHUEM).
3.4.3. Cpoku MOJIrOTOBKM MHUIIMATUBHBIX MHCEM ompenenstorcs 3aBeayommm MAJIOY «/lerckuit
cag Nel70».
3.4.4. CnyxeOHble MEChMA MEYATAIOTCS HA TUTYIbHBIX Otankax MAJIOVY « Herckuit cam Nel70y» mst
MUCEM YCTAaHOBIIEHHOTO 00pasiia WiIH MUIIYTCS BPYYHYIO (BHYTPEHHUE).
3.4.5. Ilpu odopmienuu nmucpma Oosiee yeM Ha OJHOW CTpaHMIIE BTOPAs M MOCIEIYIONINE CTPAHHUIIBI
HYMEpYIOTCsI IOCEPEIMHE BEPXHET0 MO apaOCKuMu 1 pamMu 6€3 TOUKH.
3.4.6. Tekct ciy:)keOHOTO MUChMa, KaK MPABUJIO, TOJKEH KacaThCsl OJHOTO BOIMPOCA MITH HECKOJIBKHX
BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHbI. TEKCT CiIy)keOHOT0 MUChbMa HU3JIaraeTcs:
- oT 1-ro nMIla MHOXECTBEHHOro 4ucia, Hampumep: "lIpocum HanpaBUTh...
paccMoTpeHue...";
- OT 3-ro JMlla €IMHCTBEHHOrO uucia: "PyKOBOACTBO YUPEKICHHUS CUUTAET...
YUpEXKACHUS paccMoTpen..." U T. IL.;
- oT 1-ro nuua equnctBenHoro yucna: "[Ipomy...", "Hanpasnsto..." u 1. 1.
3.4.7. llpu ynotpeGneHun B TeKcTe (paMHIU JWMI MHUIHMAIBI yKa3bIBaloTcs mocie (amunuu. B
JIEJIOBBIX (CIY>KEOHBIX) MUChbMaX MOTYT UCIIOJIb30BATHCS:
- BCTYIHUTENbHOE OOpallieHue:

YBaxaewmbiii rocnionuH [pencenarens!  YBakaemsrii rocriogus ['yoepraTop!

VYBaxkaemblil rocrioguH IIpoxopos! VYBaxkaemast rocrioka 3axapona!

YBaxaewmsiit Hukomnaii [letpoBny! VBaxaemas Ounbra HuxonaeBHa!

YBaxaewmble rocroal
B oOpamenun nmo AOMKHOCTM HAMMEHOBAHWE JOJDKHOCTU IUIIETCS C IPONUCHOW OyKBbI, B
oOpartieHuu 1o (haMUIMK UHULKMAJBI JINLA HE YKa3bIBAIOTCS.
- 3aKJII0YMTEbHAs 3TUKETHas (pa3a: C yBaxKeHHEM, ...
3.4.8. Tekct ciayxebHOro mucbMa OOBIYHO COCTOUT M3 JBYX yacTeil. B mepBoi yacTu u3mararorcs
MOTHUBBI NMMCBMEHHOTO OOpaimeHus (B HEOOXOAMMBIX CIydasX - CO CCBUIKOH Ha COOTBETCTBYIOIIHE
HOPMAaTUBHO-TIPABOBbIE W OPTraHU3AIMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTH). Bo BTOpoil wacTw,
HayWHaloImecs ¢ ab3ama, u3naraeTcss CyTh OOpalieHus - Tpocb0a, COOOIICHHE KaKOW-TH00
uH(pOpMaINY, CONPOBOIUTEIBHBIN TEKCT U T. I1. B HEOOXOIUMBIX CIydasiX CIy)KeOHOE MMCbMO MOYKHO
3aBEpUINTh KPAaTKUMH BBIBOJIAMHU.
3.4.9. TekcTbl OTBETHBIX IHCEM JOJDKHBI TOYHO COOTBETCTBOBATh 3aJaHMSIM, 3a()MKCHPOBAHHBIM B
PE30ITIOIIMH PYKOBOIUTEIIS.
3.4.10. Taroii cmyx)eGHOro MmuchMa BO BCeX cilydasx sBseTcs Aara ero noimnucanus. [Ipu Hammuum
NPWIOKEHUH K CIy)keOHOMYy THCbMy 00 OSTOM JelaeTcsi COOTBETCTBYIOIIAsi CChIJIKa B
3aKJIIOYUTEIBHOM a03alle TeKCcTa.
3.4.11. Anpecar wucmone3yercs Tpu OGOPMIICHHH JENOBBIX (CIyKEeOHBIX) TIHCEM, BHYTPEHHHX
MH(OPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB (JIOKJIQIHBIX, CIYXEOHBIX 3alHUCOK U JIp.). AJpecaTom
JIOKYMEHTa MOKET ObITh OpraHU3alMsl, CTPYKTYPHOE MO/Ipa3/ielIeHne OpraHu3aliy, JOJXKHOCTHOE WM
¢buznyeckoe JIMIIO.
3.4.12. PexBm3uT "ampecar" MpOCTaBISAETCS CIpaBa IMOJ PEKBU3UTAMHU OaHKa (TIpU TIPOJIOTBHOM
pacroyio’keHNH peKBU3UTOB OnaHka). CTpoKH pekBU3nTa "ajpecar’ BIpaBHUBAIOTCA 110 JIEBOMY Kparo
WJIY LIEHTPUPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOM CTPOKH.
3.4.13. IIpu agpecoBaHUM JOKYMEHTA PYKOBOAUTEINIO (3aMECTUTEIIO PYKOBOUTENS) OpPraHU3aLuU
YKa3bIBAalOTCA B JAaTEIbHOM TaJieXe HAaUMEHOBAaHWE JOJDKHOCTHM PYKOBOAMTENS (3aMeCTUTeNs
PYKOBOJIUTENS), BKIIOYAIOee HAMMEHOBAHUE OpPraHW3aluM, ¥ (aMIIUs, HHULIHAIBI JTOJHKHOCTHOTO
JTUna.

", "Hanpasnsem Ha

"

, "CoBeT neaaroros

"

Ilpumep
PykoBogurento @enepanbHOro
apXMBHOT'O areHTCTBA



®amunus N.0.
3.4.14. Tlpu anpecoBaHWHM THChMa B OPTAHM3AIMIO YKA3bIBACTCS €€ TOJHOE WM COKpAIIEHHOE
HAaMEHOBAHHME B IMEHUTEILHOM TaJIeKe.
Ilpumepwi
1 denepanbHOE apXUBHOE ar€HTCTBO
2 Pocapxus
3.4.15.Tlpu axgpecoBaHHMU JOKYMEHTAa B CTPYKTYPHOE MOJpa3/eiCHUE OpPraHU3allMi B PEKBU3UTE
"agpecat" yKka3plBaeTcsi B HMMEHUTEIHHOM TMaJie)XKe HAMMEHOBAHWE OpraHu3aldd, HUXKEe -
HAauMEHOBAHME CTPYKTYPHOI'O IOJpa3AcIeHusI.
Ilpumep -
denepanbHOE apXUBHOE
areHTCTBO

Otnen rocynapCTBEHHOM

CITy>KOBI, KaJIpOB U Harpasj
3.4.16.Ilpu agpecoBaHMM NHCbMa PYKOBOAMTENIO CTPYKTYPHOTO TMOJpa3leNieHUs] yKa3bIBaeTcs B
MMEHHUTEJIbHOM TaJIe)ke HAMMEHOBaHUE OpPraHU3alluM, HUXKE - B JIATEIbHOM Maje)ke HaMMEHOBAHUE
JOJHKHOCTH PYKOBOAMTENS, BKIIIOYAIOIEE HAMMEHOBAHHE CTPYKTYpPHOTO Mojpa3fesieHus, GaMuInio,

WHUIIAAIIBI.
Ilpumep -
AO "Tlpodpuis"

PykoBogurento
JIOTOBOPHO-IIPABOBOTO OT/EJIa
®amunus 1.0.
3.4.17. Ilepen ¢damunmeil AOHKHOCTHOTO JIMIA JOIMYCKaeTcs yHOTpeOisaTh cokpaimieHue '"r-Hy"
(rocnioguHy), €ciau ajpecar My>KuuHa, UM "r-xe" (rocroxe), eciiy ajpecar KEHIIUHA.
Ipumepoi

1. r-uy ®amunus 1.0.

2. r-xe ®amunus 1.0.
3.4.18.1lpu paccbuike JTOKYMEHTa TpYIIe OpraHW3aldidi OJHOTO THUNA WJIX B CTPYKTYPHBIC
MOJIpa3/ieIeHus OJJHOM OpraHMu3aluu, agpecaT yKa3blBaeTcsi 0000IIEHHO.

Ipumepoi
1 PykoBoauTensiM A0YEPHUX
obmiectB AO "IIpoduins"
2 PyxoBoautensM ympaBlieHHH
PocapxuBa
3.4.19. IIpu paccbulke JOKYMEHTa HE BCEM OpPraHM3ALUSAM WM CTPYKTYPHBIM MOApA3JeNeHHUSIM O]
pexBu3uTOM "Anpecar” B ckoOKax ykasbpiBaeTcs: (10 CHHCKY)".
Ilpumep -
PyxoBoauTensam qouepHux
obmectB AO "IIpoduis"
(o cnucky)

B onHOM mokyMeHTe He NOJDKHO OBITh Oosiee uyeTwipex aapecatoB. CrnoBo "Komwms" mepen
BTOpPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu He yKasbiBaeTcs. IIpu OonbllieM KOIMYecTBE aJipecaToB
COCTAaBJISICTCSI CIIUCOK (JIMCT, yKa3aTeldb) PacChUIKM JOKYMEHTA, Ha KaXKIOM JOKYMEHTE YKa3bIBaeTCs
OJIMH aJipecaT Win aapecat ohopmisieTcs: 0000IIEeHHO.

3.4.20. B cocraB pekBu3uTa "Anpecar" MOXET BXOIUTh IMOYTOBBIA ajapec. DIEMEHTHl MOYTOBOTO
aZpeca yKa3bIBalOTCS B ITOCIIEIOBATEIbHOCTH, YCTAHOBJICHHON [IpaBuiamu okasaHus yciayr HOYTOBOM
CBSI3M, YTBEPXKICHHBIMM NPUKa30M MHUHHCTEPCTBA CBSI3M U MAacCOBBIX KOMMYHMKanui Poccuiickoit
®enepaunn ot 31 urons 2014 r. N 234.

Ipumep -



Bcepocculickuit Hay4HO-
HCCIIEI0BATENbCKUIM HHCTUTYT
JOKYMEHTOBEJICHUS M apXUBHOTO JIeJia
[Ipodcoroznas yi., 1.82,
Mocksa, 117393
[TouToBBIN azpec MOXKET HE YKa3blBaThCs B JIOKYMEHTAX, HAIIPaBJISIEMbIX B BBICIINE OPraHbI
BJIACTH, BBIIIECTOSIINE OpraHW3alM{, IOJBEJOMCTBEHHbIE OpPTraHU3alMM W  MOCTOSHHBIM
KOPpPECHOHIEHTaM (32 HMCKJIIOUEHHWEM HalpaBlieHUs IHCeM YKa3aHHBIM ajpecaraM B KOHBEpTax ¢
IIPO3payHbIMU OKHAMM).
3.4.21. Tlpu ampecoBaHWMM JOKyMEHTa (DU3UYCCKOMY JIHMIy YKa3bIBAlOTCS: (aMHUIIWs WHUIAAIIBI,
IMOYTOBBIN ajpec.
Ilpumep -
Gamunus N.0.
Canosas yi., 1.5, kB.12,
rJIro6epipl, MockoBckas 0611., 301264
3.4.22. Tlpu oTnpaBKe MUChMA I10 JEKTPOHHOM MOYTE WITH 1O (DAKCUMUIILHOM CBSI3U (0€3 TOCBUIKH 110
MoYTe) TOYTOBBIA aapec He yka3biBaeTcs. lIpm HEOOXOOMMOCTH MOXET OBITh yKa3aH SJIEKTPOHHBIN
aapec (Homep Tenedona/paxca).
Ipumep -
Bcepoccuiickuit HayyHO-
MCCIIEI0BATEIbCKUI UHCTUTYT
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jieja
mail@vniidad.ru
3.5. Tenegponozpamma
3.5.1. TenedoHorpamMmMa BKIIIOYAET CIEAYIOIIME PEKBU3UTHI: HAUMECHOBAHHE YUPESKICHHUSA, aapec,
JaTy, UHACKC, TEKCT, MOIMNCh, OTMETKA O BPEMEHH Mepeqadyud U yKa3aHHe JOJDKHOCTeH W (amMuini
(umu TONBKO (aMHIIUI) ML, TPUHSBIIMX M MepeaBIux TenedoHorpammy. B citydae oTcyTcTBUs
OmaHkoB JUIsl TenedoHOrpaMM TNPUMEHSAIOTCS JMCThl Oymaru Qopmara A4. Tenedonorpammsl
COCTABIISIIOTCS. B OJHOM SK3EMIUISIPE, TOANMKCHIBAIOTCS PYKOBOJUTEIEM WM HEMOCPEICTBEHHBIM
UCIIOJTHUTEIIEM.
Texcr He nomxkeH Bkiodateh Oosiee 50 cinoB. TenepoHorpamma JomkHaA OBITH JaTUPOBaHA H
MOJIMCAHA JIUIIOM, OT UIMEHH KOTOPOT0 OHA IepeIaeTCsl.
3.5.2. TenedoHorpamMma rnepeaaeTcsi HECKOJIBKUAM ajjpecaraM Mo MPUIaraeMoMy CITUCKY aapecaToB U
HOMEPOB TeNEPOHOB.
3.6. 3anenenue
3.6.1. 3asBneHne — 5TO oduUUanbHOE cOOO0IIEeHHe B NHUCbMEHHOH ¢opme. OHO COAEPKUT
MpeANIOKEHUE, KAIO0Y WM MPOChOY KaKoro-i1ndo 4esioBeKa, apeCOBAHHBIC WM OpPTaHHU3AIlUU, WU
JOJDKHOCTHOMY Juiy. CTaHAapTHO 3asBIeHME MuIeTcst Ha Oymare ¢popmara A4 Gernoro 1BeTa, CUHEH
(uepHoil) macTtoi. 3asBIEHHWE MOXKET OBITh HAINMCAHO OT PYKHU WJIM Ha KoMIbioTepe. B mocieanem
cllydae JaTy U MOAMKUCH CTAaBUTCS BPYUHYIO.
3.6.2. He nmomyckaroTcsi MCIIpaBICHHsI, 3a4epKUBAHUS, a TaK)K€ HCIOJIh30BAHUE INTPHUXA M MPOUUX
3aMa3bIBAIOIINX YEPHHUIL
3.6.3. 3amoyiHeHVE HAUMHACTCS C IIAITKI:
- B MPaBOM BEpPXHEM YTIIIy BIMCHIBAIOTCS JaHHBbIE CTOpoH. CHayanma B JaTelbHOM mMajiexe (KoMy)
BITUCBIBAETCS JIOJDKHOCTh OTBETCTBEHHOTO pykoBomutens, ero ®MO wu Ha3BaHWe OpraHU3aINH,
MMEHHO B TaKOW TOCJIeNOBaTeNbHOCTH. Hibke yKa3bIBalOTCS JaHHBIC 3asBUTENS B POAUTEIHHOM
nagexxe (0T KOro), MOTOM JIOJDKHOCTh (MONHOCTBIO), mosHoe PUO 3asButens. Ecnu 3asBnenue
MUIIETCS] HA UMS PYKOBOAMTENS TOW K€ OpraHM3allid, K KOTOPOW OTHOCHUTCS aBTOpP 3asBIICHHS, TO
MOCTICTHUI JIOJDKEH YKa3aTh CBOIO JIOJDKHOCTB, @ €CITU 3asBIICHHE aJpeCOBAHO B KaKYIO-THOO MHYIO
OpraHu3aIHIo, TO MOJIAIOIINI 3asBICHUE YKa3bIBaeT CBOU a/ipec, KOHTAKTHBIN TeNle(oH.
- 3aroJIOBOYHAasl 4acTh (HaMMEHOBaHHME NOKYMEHTa NHINETCS B CEpeIuHe JHCTa JIOOBIM WX Tpex
Croco0oB):

10



a) «3asBIIeHUEY, TJe NepBas OyKBa 3arjaBHasi, B KOHIIE CIOBA TOYKA HE CTaBUTCS;
0) «3ASBJIEHUE», Bce OykBBI B ClIOBE 3arjiaBHble. TakoWd BapuWaHT HCIIOJIB3YETCS MPHU MEYaTHOU
¢dopme, B KOHIIE TOYKA HE CTABUTCSI.
B) «3asiBJICHHUE», C MAJICHbKOM OYKBBI, B KOHIIE CTABUTCS TOYKA.
- TEKCT 3asBieHUs. Vcnoip3yercs, Kak MpaBuio, O(UIIMAIBHO-JEN0Bas JEKCHKa, B HEKOTOPBIX
3asIBJICHUSAX JIOMYCKAETCs YIOTpeOIeHne MyOIUIIUCTUYECKOM TEKCUKH.
- OTHChH NPUIIATAEMBIX JTOKYMEHTOB (€CIIH MPHUIIATatOTCs).
- JlaTa, MOAINUCH 3asiBUTENs (BHU3Y CIIpaBa).

3.7. 3anucka
3.7.1. 3anucka (aHanmMTHYECKas, JOKJIAAHAs, CilOy)KeOHas, OOBSICHUTEIbHAsI) - JIOKYMCHT,
aJIpECOBAaHHBIN  PYKOBOJIMTENIO JAHHOTO WJIM BBIIMIECTOALICTO YUYPEKACHUS H  COJACpKAIIUi
00CTOSITENTLHOE H3JI0’KEHUE KaKOro-1100 BOIPOca C BBIBOJAAMH U MPEATIOKEHUSIMU COCTABUTESL.
3.7.2. JloknamHas 3alMcKa COCTABIISETCS Kak IO JIMYHOW MHUIMATUBE aBTOpa (pabOTHUKA), TaK U 1O
YKa3aHUIO (MMCbMEHHOMY HJIM YCTHOMY) PYKOBOJIUTEIS.
3.7.3. 3amucka cocTaBisieTcs Ha OyMa)KHOM HOCHUTEJIE UJIH B SJIEKTPOHHOM BHUJIE.
Odopmienne 3anucKku 3aBUCUT OT aapecara. [Ipu cocTaBieHuH JOKJIaTHOW 3allMCKH, aJApPECOBAHHOU
PYKOBOJIUTEIIO YUPEKACHUS B PaMKax YUYPEKICHHs, OHA CUMTACTCS BHYTPEHHEH W oQopmisieTcs Ha
CTaHJIapPTHBIX JucTax Oymaru ¢opmara A4. Ecnu 3anucka agpecyercs 3a Ipeaenbl yUpekIeHus, To ee
oopmIsITOT Ha OJIaHKE, M OHA HA3BIBACTCSl BHEIITHEH.
BHemnsis 3amucka J0JDKHA COAEpKATh CIENYIONIME PEKBU3UTHI: HAaWUMEHOBAHHE YUPEKICHUS, BUJ
JOKYMEHTa, JlaTa JOKYMEHTa, PETUCTPAIIMOHHBI HOMEp, MECTO COCTABJIICHHS, Ha3BaHHE JOKYMEHTa
(3aroJIoBOK K TEKCTY), €Clu TeKCT Oojee 4 - 5 cTpok, ampecar (bl), TEKCT, MOIAMUCH PYKOBOJIUTEIS
YUPEKIACHUS.
BHyTpeHHss 3anucka JODKHA COJEpKaTh CIEAYIONINe PEKBU3UTHL: BUJ TIOKYMEHTa, AaTa JOKYMEHTa,
Ha3BaHUE JIOKYMEHTA (3aroJIoBOK K TEKCTY), €Clu TeKCT Oonee 4-5 cTpok; ampecat(bl), TEKCT, MOIMUCH
(c ykazaHueM JOHKHOCTH, GpamMuinu, HHUIKUAIOB). [loAnuchBaeT BHYTPEHHIOK JAOKIAAHYIO 3aHCKy
COCTaBHTEIb.
3.7.4. Pa3HOBUAHOCTBIO JOKIAJAHOW 3aMUCKU SIBISIOTCSA TpenacTaBieHus. OHU HCMONB3YIOTCS MpU
JTOKYMEHTUPOBAHUH KaJpOBON NESITEIHHOCTH M COCTABIIIOTCS PYKOBOJMTENEM HWIIM 3aMECTHTEIEM
pykoBogutens. llpencraBieHuss COCTaBISIOT B CIIy4asX MOOUIPEHUST PaOOTHUKOB, HaJOXKEHUS
B3BICKaHHI, TIPOBEICHHSI aTTECTAIIHH.

3.8. Akm

3.8.1 AKT — TOKYMEHT, COCTaBJICHHBIH M TIOJIMMCAHHBIA HECKOJIBKUMH JIMIIAMU U TIOATBEP K IAFOIINI
YCTaHOBJICHHbIE (DAKTBI U COOBITHSL.
AKXTBI COCTaBIISIFOTCS 110 PE3yJIbTaTaM PEBU3UU (UHAHCOBO-XO3AHCTBEHHOM NEATENFHOCTH, MPHEMa -
nepeaayu Jies, NpoBepKy HAJTMUKs, MHBEHTapU3aluu U Ip.
AKT cocTaBisieTcs KOMUCCHOHHO (HE MEHEee JIByX COCTaBUTENEH) MU CIEeHHaIbHO YIOJIHOMOYEHHBIM
JOJPKHOCTHBIM JIUIIOM.
3.8.2 Akt odopmisieTcs Ha CTaHAApTHBIX JjucTax Oymaru mpudpTom Times New Roman (Cyr)
pazmepoM Nel4 u umeer cnenyromme peKBU3UTHI.
I'pud yTBepKACHUS BKIIOYAET CIOBO yTBEPKIAI0», KOTOPOE IeYaTaeTcsl MPOIMMCHBIMU OyKBaMu, 0e3
KaBbIU€K, HAMMEHOBAHUE JIOJDKHOCTH JIMIIA, YTBEPKAAIOLIETO aKT, IUYHYIO MOJIHUCH, €€ PacIu(pPOBKY
U J1aTy.
C10BO «yTBepKAai0», HaMMEHOBAaHUE OJDKHOCTU JIMIA, YTBEPAMBIIETO TOKYMEHT, pacmudpoBKa
MOJIITMCH U JIaTa pa3AeistoTes 1,5 MeXCTpOYHBIMU HHTEPBAJIAMHU.
HaumenoBaHnue BuJa JOKyMeHTa — akT. HauMeHoBaHuMe BHAAa JOKYMEHTa OTIENAETCS OT
MPEIBIAYIIET0 PEKBU3UTA 3 OJMHAPHBIMH MEXCTPOYHBIMH HHTEPBalTaMH, TeYaTaeTCsl MPOMHCHBIMA
OyKBaMU, BbIIEISIETCS IPU(PTOM JIPYTroil HACBIIIIEHHOCTH M BHIPABHUBAETCS TI0 LICHTPY.
Homep odpopmisieTcst apabckumu nudpaMu U edaTaeTcs Mocje CIoBa akT, Ha TOH kKe CTPOKe.
Jlata akTa JOJDKHA COOTBETCTBOBATH JIHIO aKTUPyeMOro Gakra Wid coObITUs M OohopMIIseTcs
CIIOBECHO-ITM(POBBIM CIIOCOOOM Yepe3 2 0TMHAPHBIX MEKCTPOYHBIX HHTEPBAJa OT 3aroJIOBKa.
MecTo U31aHUs YKa3bIBa€TCS HA OJTHOW JIMHUU C AAaTOM.
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3aroyIoBOK OTAENSAETCS OT MPEABIAYIIEr0 PEKBU3UTA 3 OAMHAPHBIMU MEXCTPOUHBIMU MHTEpPBAJIaMH,
reyaTaercs uepe3 1 MHTepBall, BbIAEISIETCS MOTY)KUPHBIM IIPU(TOM, M BBIPABHUBAIOTCS 110 LIEHTPY.
Touka B KOHIIE 3aroyioBKa HE CTaBUTCS. B 3aroinoBke K TEKCTy akTa yKa3blBaeTCs Ha3BaHUE WIIU
KpaTKoe COZep>KaHUE aKTUBUPYEMOro (akTa WM COOBITUS. 3aroJIOBOK JODKEH OTBEYaTh HA BOIPOC:
«O ueM?» cocraBieH akT, Hanpumep: «O BBIJEIEHUHM K YHUUYTOKEHHUIO JOKYMEHTOB M J€l, HE
MOAJICKAIUX JAIBHEHIIEMY XPaHEHUIO».
TekcT oTnensieTcst OT AaThl U MECTA U3JaHUs aKTa 3 MEKCTPOUYHBIMU MHTEPBAIAMM II€YaTAETCs Yepes
1,5 unrepnana.
TekcT akTa COCTOUT U3 JBYX YACTEM - BBOJAHOW M KOHCTATUPYIOLLIEH.
BBogHas 4acTh TeKCTa akTa HauMHAETCs CJIOBOM «OCHOBaHHWE:» IOCIE KOTOPOrO YKa3bIBACTCS
HAaUMEHOBAHME JIOKYMEHTA, MOCIYKHUBIIET0O OCHOBAaHUEM JUIS COCTABJIEHMs aKTa, €ro JlaTta, HOMep U
3aroJIOBOK.
C HOBOH CTPOKHM OT JIEBOM IpaHMIIBI TEKCTOBOT'O IOJIA JOKyMEHTa Iedaraercsi cioBo «CocTaBieHy,
CTaBUTCS JIBOETOUME, U Jlajiee NMEePEeUUCIAoTCs (PaMUWINK U UHUIMAIIBl COCTaBUTENIEH aKTa WM COCTaB
Komuccuu, aMUIuK YIEHOB KOMUCCHH PACHOJIAraloTcs B aipaBUTHOM MOPSAKE.
KoHcratupyromas yacTb TEKCTa akTa HauuMHaeTcs ¢ ab3auma. B Hell uw3nararoTcs uenu, 3aiadd U
CYLIECTBO padOThl, IPOIETAHHONW COCTABUTEISIMU AKTa, €€ PE3yJIbTaThl.
B KOHIIE TekcTa yKa3bIBAalOTCS CBEIEHUS O KOJMYECTBE HANECYATAHHBIX K3EMIULIPOB aKTa, MECTE UX
HaXO0XACHUS WIM aJpecaTax, KOTOPbIM OHU HAMpaBJISIOTCS.
KonnuecTBo 53K3eMIUISIPOB  aKTa ONpENeNsieTcs KOJMYECTBOM 3aMHTEPECOBAHHBIX CTOPOH WM
HOPMAaTUBHBIMU IIPAaBOBBIMU JOKYMEHTaMH, PErJIaMEHTUPYIOIIMMH COCTABJICHUE aKTa.
[Tonnuck otnensiercs OT TeKcTa 3 OAMHAPHBIMUA MEXCTPOUYHBIMUA HHTEPBAJIAMHU.
AKT NOJNUCBIBAaETCS IpeaceaTesieM KOMUCCUU M BCEMH JIMIIAMM, MPUHUMABIIMMU Y4acTHUE B €ro
COCTaBJICHUH.
4. IlpaBuia odopmiieHHs JOKYMEHTOB

4.1. Obuwgue mpeodosanus K oghopmaeHuro 0OKymMennmog
4.1.1 JlokyMeHTBI MOTYT CO3/1aBaThCsi Ha OYMaXHOM HOCHTEIIE W B OJJICKTpOHHOW (opme ¢
COOJIIOJICHHEM YCTAaHOBJICHHBIX MPaBUII OPOPMIICHUS JOKYMEHTOB.
4.1.2 Tlpu co3maHuu TOKyMEHTa Ha JIBYX M 0OJiee CTpaHHUIIaX BTOPYIO W IMOCIICIYIOIINE CTPAHUIIBI
HyMmepyroT. Homepa cTpanull IpoCTaBIISIFOTCS TOCEPEIUHE BEPXHETO MOJA JOKYMEHTA Ha PACCTOSIHUU
He MeHee 10 MM OT BepXHEro Kpasi JTUCTa.
4.1.3 Jlomyckaercsi co3JaHMe JOKYMEHTOB Ha JIMIEBOW M OOOpPOTHOM cTopoHax mucta. llpum
JBYCTOPOHHEM CO3/JaHUU JIOKYMEHTOB IIMPHHA JIEBOTO IOJI HA JIMIEBOM CTOPOHE JIMCTa M IPABOIO
10J1s1 Ha 00OPOTHOW CTOPOHE JIMCTA I0JIKHBI ObITh PABHBI.
4.1.4 TapHuTypamu U pazMepaMu HIPU(TOB AJ PEKBU3UTOB JOKYMEHTA SBIISIOTCS:
Times New Roman N 13, 14; Arial N 12, 13; Verdana N 12, 13; Calibri N 14
Y IpUOIMKEHHBIE K HUM.
ITpu cocTaBiieHNH TaOIUL] JOMTYCKAETCS UCIIOJIb30BaHUE MIPU(PTOB MEHBIIINX Pa3MEPOB.
4.1.5 AO03amHbli OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm. 3aroyioBKkM pa3/eioB U IOApa3JIeNoB
nevaTaroTcs ¢ ad3alHbIM OTCTYIIOM WIIM HEHTPUPYIOTCS MO MIUPUHE TEKCTA.
MHoOrocTpouHble PEKBU3UTHI MEYATAIOTCS Yepe3 OJMH MEKCTPOUHBIA HMHTEpBaJl, COCTABHBIE YacTH
PEKBU3UTOB OTAEISAIOTCS JONOJHUTEIBHBIM HHTEPBAJIOM.
TekcT nokymeHTa neyaraercs yepes 1 - 1,5 MeXCTpOUHBIX MHTEpBaia.
Ecnu 1oKyMeHT rOTOBHUTCS JJIS M3/1aHUS C YMEHBIICHHEM MacIITaba, TeKCT MevaraeTcs yepes
JIBa UHTEpBaa.
WuTepBan Mexxy OyKBaMu B CJIOBax - OOBIYHBIN. IHTEpBaI MeXy CIIOBaMH - OJJUH MPOOET.
4.1.6 TekcT MOKyMEHTa BBIPAaBHUBAETCS MO MIMPHHE JIHCTA (IO TPAaHUIIAM JIEBOTO M MPABOTO MOJIEH
JIOKyMeHTa). Jin1Ha caMoil JUIMHHON CTPOKM PEKBU3MTA MPH YIIIOBOM PACIOIO0KEHUU PEKBU3UTOB HE
6onee 7,5 cm. JlnuHa camol JUIMHHOM CTPOKM PEKBU3WUTA MPH MPOAOIBHOM PaCHOJIOKEHUU
pPeKBU3UTOB He Oonee 12 cMm.
4.1.7 Belnenenue pekBU3UTOB "aapecat", "3aroJ0BOK K TEKCTY" WM "HOANUCH", @ TAKXKE OTJEIbHBIX
(parMeHTOB TEKCTa MOTYT OBITh MOIYKUPHBIM HIPUDTOM.
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4.1.8 HopmaTuBHBIC TIPABOBHIE aKThl OPTAHU3AIMH, a TAK)KE HWHBIE MHOTOCTPAHUYHBIC JOKYMEHTHI

MOTYT 0(OPMIISITHCS C TUTYJIBHBIM JIUCTOM.

419 HawmmeHoBaHHE BHJA JOKYMEHTa YKa3blBaeTCS HAa BCEX JOKYMEHTaX, 3a HCKIIOYCHHEM

JIENIOBBIX (CITy’KeOHBIX ) MHCEM, pacroiaraeTcs Mol peKBU3UTaMU aBTOpa JOKyMEHTa (HAaMMEHOBaHUEM

OpraHu3alfy, HAMMEHOBAHUEM CTPYKTYPHOTO TIOpa3/ieliCHNUs], HAUMEHOBAaHUEM JIOJDKHOCTH).

4.1.10 Odopmienue nokymeHToB B MAJIOVY «/lerckmii cax Nel70», BbICBIIa€MBIX 3a €r0 MPEEbl,

ClielyeT MpOU3BOAUTh Ha odumnuanbHbix Omankax MAJIOY «Jlerckuit cam Nel70». Buyrpennue

nokymeHTel MAJIOY  «/lerckuit cag Nel70» HamnexuT oQOpMIIATh HAa YHUCTBIX JIMCTax

MalIMHOMUCHOM Oymaru gopmata A4 u AS.

B oTaenpHbIX ciiydasx (Hampumep, sl IPUIOKEHUH K JOKYMEHTaM, Pe30JII0IUi U T. I1.) OMyCKaeTcs

MCIOJIb30BaHNE MATMHOMKUCHOM Oymaru ¢opmara A3 u AG.

4,111 Tlpy TOArOTOBKE TaOJMYHBIX JIOKYMEHTOB (Hampumep, JUisl pa3pabOTKH OTYETHO-

CTaTHCTUYECKUX (OpM H T. T.) JOMYCKaeTCs NPUMEHATh CTaHAApPTHBIC CpPEJCTBA TAOIMYHOTO

penaktopa Excel for Windows. Ilpu moaroroBke Npe3eHTAMOHHBIX (BU3yalbHBIX) JTOKYMEHTOB

(cxem, quarpamm, rpauKOB H T. I1.) JTOITYCKAETCS MCIIOJIb30BaTh CTAH/IapPTHBIE CPEICTBA PEAAKTOPA

npesentanuii PowerPoint for Windows.

I'padbr 1 cTpokM TaOIUIIBI JOJDKHBI UMETh 3aroJjOBKH, BBIPAKEHHBIC UMEHEM CYIICCTBUTEILHBIM B

MMEHUTENbHOM majnexe. [loa3aronoBku rpad U CTPOK JOJKHBI OBITH COTJIACOBAHBI C 3arOJIOBKAMHU.

Eciu Tabmuiry medararot OoJiee 4eM Ha OJHOW CTpaHUIle, rpadsl TabIUIE 005S3aTEIbHO HYMEPYIOT H

HAa CIIEJYIOIIUX CTPAHHIIAX CTABAT TOJIBKO HOMEpa ATHX Trpad.

4.1.12 PeructpallMOHHBI HOMEP OKYMEHTa - MU(POBON MM OYKBEHHO-IIU(PPOBON HAECHTH(PHUKATOP

JOKYMEHTa, COCTOSALIMI M3 TMOPSJAKOBOIO HOMEpa [OKYMEHTa, KOTOPBIA, IO YCMOTPEHUIO

OpraHM3alfK, MOXET JOMOJHAThCS NH(PPOBBIMH WM OYKBEHHBIMH KOJaMH (MHICKCAMH) B

COOTBETCTBHUH C HCIIOJIb3yEeMbIMH Kllaccu(ukaTopamu (MHIEKCOM Jiela 0 HOMEHKIJIAType JIed, KOJAOM

KOPPECTIOH/IEHTA, KOJIOM JOJPKHOCTHOTO JIULA | JP.).

4.1.13 Ilevatp mpoOCTaBISETCS, HE 3aXBaThiBasi COOCTBEHHOPYYHOH MOAMKMCHU JIMIA, MOJMHCABILIErO

JOKYMEHT, WK B Mecte, ooo3HaueHHOM "MII" ("Mecro neuatu"). [leyats MoXxeT 3aXBaTbIBaTh 4acTb

HAaUMEHOBAHMSI TOJKHOCTH JIULIA, TTOIHCABIIETO JOKYMEHT.

[Teyatb cTaBUTH HEOOXOIMMO:

e TpynoBble KHIKKH (NP €€ 3aBEICHUU, YBOJbHEHUH COTpPyIHUKa MO0, HAampuMmep, CMeHe
¢bamunun pabOTHHKA).

e JlokaibHBIC HOPMATHBHBIC AKTHI OPTraHU3AIUH.

e TpynoBbie TOTOBOPHI (BKYME C JOMOTHUTEILHBIMU COTJIAICHUSIMU K HUM U JOTOBOPOB O TIOJHOM
MaTepUaIbHOM OTBETCTBEHHOCTH).

e AKTHI M TapaHTUHHBIE MCbMA.

e JloBepeHHOCTH, CBSI3aHHBIE C OCYIICCTBICHHEM TEX WJIA WHBIX JICUCTBUW, CBS3aHHBIX C
pacxoI0BaHNEM JICHEKHBIX CPEJICTB M MAaTePHAILHON Oa3bl.

e ApXUBHBIE CIIPABKH U KOIUHU JOKYMEHTOB.

e Harpamgnsie rpaMoThI, X0/1aTalCTBA, XapaKTEPUCTUKU, PEKOMEHIAINH U T.JI.

OcHOBHOE TIPaBHIIO, KOTOPOE HEOOXOAMMO COOMIOATh MPU MPOCTABICHUH OTTHCKA MEYaTH: CTaBUTh

TaK, 9TOOBI ObLJIA YETKO BHJIHA TIOJIITUCH JIOJDKHOCTHOTO JIUIA M BCS HH(POPMAITUS Ha OTTHCKE TICUaTH.

(4eTkUl OTTHICK BCEX 3JEMEHTOB H300pakeHHst). HachIIIEHHOCTh M IIBETOBOW TOH BCEX YYaCTKOB

OTTHCKA JIOJDKHBI OBITH PABHOMEPHBIMH.

CraBUTh OTTUCK MEYATH HA YUCTHIN JIUCT OyMaru, Ha KOTOPOM €Il HeT MOIMUCH TOJDKHOCTHOTO JIHIIA,

HEJIOTYCTHMO.

[TeyaTh MOXKET «3aXBaThIBaTh» U JIPYTHE SJIEMEHTHI TOKYMEHTa, B 3aBUCUMOCTH OT TOTO, JJISI Yero

MPOCTABJISCTCS OTTHCK TiedaTH. Hampumep, OTTHCK Ha TPHXOJHO-KACCOBOW KBUTAHIIMH JOJDKCH

YaCTUYHO OCTAaThCS Ha TOW €€ 4acTH, KOTopas OTJAeTcsl opraHu3anuu. Eciiu e Hy)XHO 3aBepUTh Ha

MPOIITUTOM JIOKYMEHTE YJIOCTOBEPSIONIYIO HAIIMHUCh, CJIEIyeT CTaBUTh IeYaTh TaK, YTOOBI OHA

oTIeyaranach Ha JIHCTKE, K KOTOPOMY MPHKpPEIIEH MAOKYMEHT 3aBEepUTelNls, U Ha TEKCTE CaMoro

nokyMeHTa. [loBepx mOCTaBICHHON JIMYHOW MOMUCH HAHOCUTh OTTUCK MEYaTH HEJIb34.
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4.1.14 Otmerka 00 HMCHOJMHHUTENE BKIIOYAeT (HaMHIIMIO, UMSI M OTUECTBO HCIIOJIHUTEINSI, HOMEpP €ro
tenepona. OTmerka 00 UCHOJHHUTENE MOXET JONOJHATHCS HAUMEHOBAHHUEM JOJHKHOCTH,
CTPYKTYPHOTO TO/pa3AEICHUsS W SJIEKTPOHHBIM ajipecoM ucnonHutens. Hanpumep: 3abenun VBan
Annpeesnd, KouTposibHOE yIipaBleHHE, BEAYIINI ClienuanucT, +7(495) 924-45-67, Zabelin@gov.ru
Otmerka 00 wucronHuTene opOpPMIIAETCS Ha JIMLEBOW CTOPOHE IOCIEAHErO JIMCTa JOKYMEHTa OT
IPaHUIbI JIEBOTO MMOJI WM, IPU OTCYTCTBHHM MECTa, - Ha 00OOPOTHOI cTOpoHE BHU3Y cieBa. OTMeTka
00 HMCTIONHUTENE MOXKET OPOPMIIATHCS KaK HIDKHUI KOJIOHTHUTYIN M TeYaTaTbCs MPUPTOM MEHBIIETO
pasmepa.
4.1.15 Ormetrka O 3aBepeHHMHM KomuHu OQOpMISeTcs A TOATBEPKICHHUS COOTBETCTBHUS KOIUHU
JOKyMeHTa (BBIMUCKM M3 JOKYMEHTa) MOUIMHHUKY JA0KyMeHTa. OTMETKa O 3aBepeHHH KOIUHU
MIPOCTABJISIETCS MO PEKBU3UTOM "MOANMUCH" U BKIIOUYAET: clIoBO "BepHo'"; HauMeHOBaHUE JOJKHOCTH
JUIa, 3aBEPUBIIETO KOIHIO; €r0 COOCTBEHHOPYYHYIO MOJNUCH; paciiu(poBKy MOANUCH (MHULIUAIDI,
(baMuIHio); 1aTy 3aBepeHuss KOMUH (BBITUCKU U3 JIOKYMEHTA).

Ilpumep -

BepHao

HNHcnekTop ciyk0bl KaapoB [Toanuch N.O0.Damunus

[Hara
4.1.16 Ecnu komus BbLAAETCS Ui MPEACTABICHUS B JIPYTYI0 OpraHU3allio, OTMETKA O 3aBEpEeHUU
KOIIUU JIOTIOJHSETCSI HAAMUChI0 O MECTE€ XPAHEHUsI JOKYMEHTA, C KOTOPOro ObljIa U3rOTOBJIEHA KOIHS
("[TonnMHHUK JOKYMEHTa HAaXOAWUTCS B (HaMMEHOBaHWE opranusanuu) B gene N ... 3a ... ron") u
3aBepseTCs MevaThio opraHu3anuu. s npoctaBieHUss OTMETKU O 3aBEPEHUN KOITMH MOXKET
UCIOJIb30BATHCS IITAMII.
4.1.17 OTmeTka O NOCTYIUIEHUH JIOKYMEHTa CIYKUT JUIsl MOATBEPKIEHUs (akTa NOCTYIUIEHUS
JOKYMEHTa B OPraHM3AIMI0 U BKJIIOYAET ATy MOCTYIUICHUS U BXOJSIINI PErUCTPAallMOHHBIA HOMED
nokymenta. [Ipu He0OXOIUMOCTH OTMETKA O MOCTYIICHHH MOXET JOTIOJIHATHCS YKa3aHUEM BPEMEHU
MOCTYIUIGHHST B YacaX M MHHYTaX M crocoda J0CTaBKU JokyMeHTa. OTMeTKa O MOCTYIUICHUU
JIOKYMEHTA MOXET IPOCTABIATHCS C IIOMOILBIO LITaMIIA.
4.1.18 B TekcTtax JOKYMEHTOB YHOTPEOJSIOTCS TOJBKO OOIIENpHHATHIE a00peBUATyphl U
rpauyecKkue COKpalieHus.

4.2. bhanku MAJ/[OY.
4.2.1 JNoxkymentet MAJIOY «Jerckuii cam Nel70» odopmisiroTrcss Ha oQUIIMATBHBIX ONaHKaX WU
MMEIOT YCTaHOBJICHHBIN KOMIUIEKC 0053aTeIbHBIX PEKBU3UTOB U MOPSI0K UX PACHIOTIOKEHHUS.
brnanky 10KyMEHTOB M3rOTaBIMBAIOTCS METOAOM OINEPaTUBHON MOIUrpapuu Ha CTaHIAAPTHBIX JIUCTaX
Oymaru gopmara A4, AS.
4.2.2 B MAJOY «/lerckmii cag Nel70» ucnons3yroTcs CIEIYIOIIAE BUIBI OJIAHKOB:
- 0JIaHK KOHKPETHOT'O BU/1a JOKYMEHTA
- 06mmii 6mank MAJIOY «/letrckwmii cax Nel70» - ¢ ykazanuneM HanmMeHoOBaHUs (Ha Oymare ¢opmara
A4 u AS)
- Omank muchMa - ¢ ykasanmem HamMeHoBaHUS MAJIOY «Jlerckmii cag Nel70» m cripaBOYHBIX
JAHHBIX.
4.2.3 Odurmmaneapie 6manku MAJIOY «Jlerckuit cam Nel70» comepkar cnpaBo4yHBIC JaHHBIE 00
OpraHu3alM U BKIJIIOYAIOT B ce0si: MOUYTOBBIM aapec, HoMep TenedoHa ((pakca), aapec IEeKTPOHHOH
noutel, OI'PH, MHH. Hcnone3ytoTcss HapsAy C PYCCKUM SI3bIKOM KaK TOCYJApCTBEHHBIM SI3BIKOM
Poccuiickoit ®enepauuu rocynapcTBeHHbIM s3blk PecmyOnmuku TarapcraH. PexBusuThbl Onanka
pacrojararoTcs Ha OJHOM YpOBHE: Ha PYCCKOM SI3bIKE - CJ€Ba, Ha TrOCyAapCTBEHHOM si3bike PT —
CIIpaBa.
4.3. Ymeepotcoenue 0okymenma.

4.3.1 Ilpu yTBepXkJE€HUHU JOKYMEHTa MOCTAHOBJIEHUEM, pEIIEHUEM, MPHKA30M, MPOTOKOIOM TpHUP
yrBepxkaenuss coctout u3 ciaoB  YTBEPXIEH (YTBEPXIEHA, VYTBEPXIEHbBI wmu
YTBEPXEHO), nHauMeHOBaHMsI YTBEP)KJAIOIIET0 JOKYMEHTA B TBOPUTEIBHOM MaJieKe, €ro JaThl,
HOMEDA.

IIpumepsl -
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1 (Pernament)
YTBEPXJEH
npukazoM AO "IIpodumns"
oT 5 anpens 2015 r. N§2
2 (IlpaBuia)
YTBEPX/IEHbBI
npukazoM AO "IIpodumns"
oT 6 anpena 2015 r. N83
4.3.2 T'pud yTBep>KAeHUS pa3MeIIaeTcs B IPAaBOM BEPXHEM YTy NEPBOro JMcTa JokyMeHTa. CTpoku
PEKBU3UTA BBIPAaBHUBAIOTCS IO JIEBOMY Kpar MM LEHTPUPYIOTCA OTHOCUTENIBHO CaMOMl JIMHHOMN
CTPOKH.
4.3.3 Jlara B rpude yTBEp)KICHHS CTaBUTCS OT PYKH, YACTHYHO WJIM TOJHOCTBhIO HaOHWpaeTcs MpHu
neJyaTaHuy JOKyMeHTa. B mocienHem ciaydae OT pyKH HPOCTaBISIETCS TOJIBKO YHMCIO WM YUCIO U
MECHILL.
4.3.4 Tpud yrBepkIEHUS TNPHUHATO YKa3blBaTh Ha JOKYMEHTaX, TPEOYIOIIMX IOMOJHUTEIHLHOTO
YIIOCTOBEpEHUs] UX MOAJIMHHOCTH U JOCTOBEPHOCTH. ['pu¢ yTBEep)KIeHMsI NPUHATO CTaBUTh Ha
CIICAYIOIIMX YIPABICHYECKUX TOKYMEHTAX: aKTaxX, MHCTPYKIHUSAX, OTUYETaX, IMEPEUHSX, MOJIOKEHUSIX,
porpamMMax, CMeTax, CTaHAapTax, CTPYKTypax U LITaTHOW YMCIIEHHOCTH, TAPU(PHBIX CTaBKax, popme
YHA(DUIMPOBAHHBIX JOKYMEHTOB, IITATHOM PACIMCAHUH.
4.3.5 Ilpu yTBEep)KACHUU TOKYMEHTA JOJDKHOCTHBIM JMILIOM IpU( YTBEP)KICHHS COCTOUT U3 CIIOBA
YTBEPXIAI, HauMmeHOBaHMsI JODKHOCTH JIMILA, YTBEP)KIAIOIIETO JOKYMEHT, €ro IOAINMCH,
MHUIMAJIOB, (JaMUJIMH U 1aThl YTBEPKACHUS.
Ilpumep —
(ITomoxxeHue)
YTBEPX/IAIO
PykoBoaurens @enepanbHOro
apXMBHOTO areHTCTBA
ITonnuce N.0. damunus
[ara
4.3.6 Ilpu yTBep>KAEHUHU JOKYMEHTA KOJUIETUAIbHBIM OPTaHOM, PELICHHUsI KOTOPOro (GUKCUPYIOTCS B
NpOTOKONe, B Tpude YTBEpKACHHS YyKa3bIBae€TCS HAUMEHOBAaHHE OpraHa, pelIeHHEeM KOTOPOTo
YTBEPKIEH JJOKYMEHT, 1aTa U HOMEp MPOTOKOIa (B CKOOKax).
[Tpumep-
(ITonoxenmue)
YTBEPX/IEHO
Cogerom nupexropo AO "[Ipodpuis”
(mpoTokon ot 12.12.2015 N 12)
4.5. Co2nacoeanue 0oKymenma.
45.1 TI'pud cornacoBaHusi B 3aBUCUMOCTH OT BHJA JIOKYMEHTa U OCOOEHHOCTEW €ro oQpopMIIECHHUS
MOJKET MPOCTABIATHCS:
- Ha TIEPBOM JIUCTE JOKyMEHTa (E€CIH JOKYMEHT WMEET THUTYJbHBIN JIMCT, - Ha TUTYJIHHOM JIHCTE) B
JIEBOM BEpXHEM YTy Ha ypOBHE Ipuda yTBEp)KISHHs WM MOJ HaUMEHOBAaHHUEM JIOKyMEHTa OJIMKe K
HUKHEMY TIOJIIO);
- Ha MOCJICIHEM JIUCTE JOKYMEHTA 0] TEKCTOM;
- Ha JIUCTE COTJIACOBAHUS, SIBIITIONIEMCSI HEOTHEMJIEMOH YacThIO JOKYMEHTA.
45.2 Ha orane pa3pabOTKH NpPOEKTa JOKYMEHTa B HEKOTOPBIX CIy4asX MOXET BO3HUKHYTb
HEOOXO/IMMOCTh €0 COTJIACOBAHUS C 3aMHTEPECOBAHHBIMUA CTOPOHAMH JOJDKHOCTHBIMH JIMLIAMH WU
opraHuzansiMHu. B 3TUX ciyyasx coriiacoBaHue JOKYMEHTa oopMIIsieTCsi BU30iM COOTBETCTBYIOLIETO
JOJDKHOCTHOTO JIAIIA FITH TPU(OM COTITACOBAHHS.
BusupoBanue mnpoekTa JIOKyMEHTa IPOBOAUTCS TNPU HEOOXOAMMOCTH OLIEHKH OOOCHOBAHHOCTH
JOKYMEHTa, COOTBETCTBHS €T0 IMPABOBBIM aKTaM M PaHee TPUHATHIM PEIICHUSIM.
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[IpencraBisiemble Ha MOANMCH JOKYMEHTHI BU3HMPYIOTCS HCHOJIHUTENEM U 3aBeaytomeir MAJIOY
«erckuit cag Noel70», riae rOTOBUTCS TPOEKT JOKYMEHTA.
45.3 Bwuza CBUACTETBCTBYET O COTJIACHU WJIM HECOIJIACHUU JIOJDKHOCTHOTO JHIa (pabOTHUKA) ¢
CoJiep>KaHuEM MPOeKTa T0KyMeHTa. Bu3oi opopmiisieTcs BHyTpeHHEE COrllacOBaHHe JOKYMEHTA.
Buza Briouaer MOMKHOCTH JIMIIA, BU3HUPYIOMIETO JOKYMEHT, IOJIMUCH, PacIIU(ppPOBKY IMOANUCH
(vHUIMATBL, (PAMHIIAIO) U JIaTy BUBUPOBAHUS.

Ilpumep -

PykoBouTeNnb IOpUINYECKOTO OTIEa

[oanuce N.0O. ®amunus

Hara
454 Jlng moxkymeHTa, MOJUIMHHUK KoToporo octaercs B MAJIOY «Jlerckuit cag Nel70y», Bu3sl
MIPOCTABJISIOT B HMXKHEN 4acTU OOOPOTHOM CTOPOHBI MOCJIETHETO JINCTA MOUIMHHUKA TJOKYMEHTA.
st nokymeHTa, mouiMHHUK Kotoporo m3 MAJIOY «/lerckmii cax Nel70» oTmpaBisitoT anpecary,
BU3BI IPOCTABIISIIOT B HIXKHEH YaCTH JIMLIEBON CTOPOHBI KOMUU OTIIPABIIIEMOT0 JOKYMEHTA.
455 3ameuanus, ocoOble MHEHUS, U3MEHEHUS M JOMOJHEHUS K MPOEKTY JOKYMEHTa 0(OPMIIIOTCS
Ha OTAENBLHOM JHCTEe. B 3TOM ciyuyae BH3a Ha NIPOEKTE JIOKyMEHTa O(QOpPMIIAETCS CIEIYIOIINM
obpa3zom:
3amMeuaHus IpUIaralTcs
3aBeyONINil X03sIICTBOM
I".'T.I'apudymiuna

(JIYHAS TTOJIIIUCE)
11.01.13
4.5.6 Ecmu mpoekT JTOKyMEHTa IMOJJIC)KHUT COTIACOBAHUIO C HECKOJIBKUMH JTOJKHOCTHBIMH JIUIIAMH,
MPEJICTABJISAIONIMMEI MHTEPECHl Pa3HBIX CTOPOHHHMX OpraHU3alui, TO Ui YA0OCTBa OQOPMIICHUS BHU3
UCIIONB3YEeTCsl JUCT cornacoBanus. Ha nmoxkymente pemaerca otmetka: "Jluct coriiacoBanust
npunaraerca". Hanpumep:
JIuct cornacoBaHus
(HaMMEHOBaHUE TOKYMEHTA, MOAJIEKAIEr0 COrIaCOBAHUIO)

HaumenoBanue Conepxxanne Ilonmuch
JOJDKHOCTH 3aMevyaHuil

IO MPOEKTY
Crapmnii ®.M.PapsxoBa 3ameuaHui IToanuce
BOCIIUTATEh HET

4.5.7 Bce nocTynuBIIME 3aMeuYaHUs, 0COOble MHEHMsI, U3MEHEHUs M JIOTIOJIHEHUS paccMaTpUBarOT
JOJKHOCTHBIM JIMLIOM, KOTOPOMY MOpy4YeHa pa3paboTka MpoekTa JoKyMeHTa. MM ke mpuHMMaeTrcs
pelLIeHne O NPUHATUM UM OTKJIOHEHUH YKa3aHHBIX 3aMEYaHUM.
458 TIpud cormacoBanmst opopMIseTCS B Cllydae HEOOXOIMMOCTH IPOBEICHUS BHEIIHETO
COIJIACOBAaHUS CO CTOPOHHHUMHU OpraHU3alUsIMU (MIPEeIIPUATUAME, YUPEKICHUSIMH).
459 TIpud cormacoBaHusi C KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM, IPEICTABIISIONIAM HHTEPECHI
CTOpPOHHEW opranuzanuu, BkioudaeT B ceds cioBo "COIJIACOBAHO", HanmeHoBaHUE TOIKHOCTH
JUIa, C KOTOPBIM COIJIaCOBaH JOKYMEHT (B T. Y. HAMMEHOBAaHWE OpPraHM3alllM), JIUYHYIO MOJIMKCH,
pacpoBKy MOANUCH (MHULIKANBI, (haMuins) U AaTy coriacoBanus. Hanpumep:
COI'NTACOBAHO
['maBHBIN crieUaNuCT OTeNIa 00pa30BaHUs
YO UKMO r. Kazanu no ABHacTpoOUTEIEHOMY
n HoBo-CaBHMHOBCKOMY palioHaM

N.N. NBanoBa

(JIMYHAs TIO/HCH)

02.09.13
45.10 Eciim  coriacoBaHue OCYIIECTBISIOT ITHCHMOM, TPOTOKOJIOM W JPYTUM  JTOKYMEHTOM,
MOJTBEPKAAIOUIMM (PaKT COTrJIaCOBaHUs, TpU(] BKIIOYAET B ceds ero HauMEHOBaHUE, HOMEP U JaTy,
Hanpumep:
COI''TACOBAHO
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[Iporokon 3acenanus
Komuccun o oxpane tpyna
MAJIOY «/lerckuii cag Nel170»
ot1 02.09.13 Nel

COI'JTACOBAHO
nucbMoM PocapxuBa
OT No_
45.11 Eciu corinacoBaHHe OCYHIECTBISCTCA KOJUIETHAIBHBIM OpraHoM, B rpude coriacoBaHUs
YKa3bIBalOT CBeJEHUSI 00 OopraHe, COTJacoBaBILIEM JOKYMEHT, JaTeé U HOMEpE MPOTOKOja, B KOTOPOM
3a(hUKCHPOBAHO PEILICHHUE O COTJIACOBAHUH.
Ilpumep

COI'JTACOBAHO

CoBeToM JTUPEKTOPOB

AO "Tpoduns"

(IIPOTOKOJ OT Ne )
4.5.12 B opranuzanusx, MPUMEHSIOMUX CHCTEMBI MICKTPOHHOTO JIOKYMEHTOO0OpPOTa, COTJIACOBAHHE
MOJKET IPOBOAUTHCA B eKTpoHHOHU (hopme, corstacHo ['OCT P UCO 15489-1.

4.6. Pezonroyus.
4.6.1 Pesomronus - KpaTkoe MUCHMEHHOE MOPYYEHHE, MOJITOTOBICHHOE MO HUTOTraM PacCMOTpPEHUs
nocrynuBimiero B MAJIOY  «Jlerckmit cam Nel70» pmokymenTta. Pesomonus odopmisercs
HEMOCPEJACTBEHHO HA JOKYMEHTE - Ha CBOOOIHOM MECTE JIMLIEBOM CTOPOHBI MEPBOM CTPAHUIIBI HIIU Ha
OTJENbHOM JIMCTKE C YKa3aHUEM pPETrUCTPAllMOHHOTO HOMEpa M JaThl JIOKYMEHTa, K KOTOPOMY
PE30ITIOIHS OTHOCUTCSL.
4.6.2 Pesomonusa BKIIOYaeT B ceOs CBeICHUS 00 HCIOIHUTENE TOPYyYeHHUs (HAaUMEHOBAaHHE €ro
JNOJDKHOCTH, (aMWIus, WHULUANbBI), COAEpX,aHHE MOPY4YEHHsS, CPOK HCIIOJIHEHHUS, HAaUMEHOBAaHUE
JOJDKHOCTH JIUIA, OTJABILETO MIOPYYEHHUE, €ro JINYHYIO MOANUCH U PaciIiu(poBKY, JaTy.
H.K. "BanoBoii
[Ipoury noaroToBuTh NpoekT norosopa ¢ «Caropuc» k 02.09.13
I'.11I. KpacHoBa

(JIYHAs TOIIIHCE)
20.08.2016
4.6.3 Ecmu pe3onronus MpearoyiaractT MOpydeHUe JUIsi JIBYX H 0OOJee JIMIl, OTBETCTBEHHBIM
UCTIOJTHUTEJIEM SIBIISIETCS JIUIIO0, YKA3aHHOE B IIOPYUYEHUH MEPBBIM.
4.6.4 Ha nmoxymeHTax, He TpeOYIOINX YKa3aHWA IO HWCIOJHEHUIO M HMMEIOIIUX THIIOBBIC CPOKHU
UCTIOJIHEHUS, B PE30JIIOIMH YKa3bIBAIOTCS UCIIOJIHUTENb, TOANUCH aBTOPA PE30JIIOLINY, 1aTa,
4.6.5 Jlomyckaercst ohOpMIICHUE PE30TFOIIH HA OTICITHHOM JIHCTE.
4.7. Ommemka 06 ucnonnenuu

4.7.1 OtmeTka 00 UCTIOJTHEHUH JOKYMEHTA U HAPaBJIE€HUU €T0 B JI€JI0 BKIIOYAET B ce0sl clieqyrolne
JAaHHBIE: CCBUIKY Ha JaTy W HOMEp IOKYMEHTa, CBUAETENbCTBYIOIIEIO O €ro HMCIOJIHEHUH, MpU
OTCYTCTBMM TaKOT'O JIOKYMEHTa - KpaTKHUe CBeleHUs 00 McrnoiaHeHuu; cioBa "B neno"; Homep nena, B
KOTOPOM OyJIeT XpaHUThCS JOKYMEHT.
4.7.2 Otmerka 00 WCIOJHEHUH JOKyMEHTa W HAaNpaBICHHH €ro B JEJI0 TIOMHCHIBACTCS U
JaTHpyeTcs MCIOIHUTENIeM JOKYMEHTa WIH PYKOBOJIUTENEM CTPYKTYPHOTO TWOJpa3JelieHus, B
KOTOPOM HCIIOJIHEH JOKYMEHT.
4.7.3 VYka3zaHHas oTMeTKa 0(pOpMIISETCS B JIEBOM HIDKHEM YIIy JIMIIEBOM MIIM OOOPOTHOM CTOPOHBI
MOCTIeTHEH CTPaHUIIBI TIOITHHHUKA JOKYMEHTA.

4.8. Ilpunoscenue Kk 00Kymennmy.
4.8.1 OtmeTKa O TPUIIOKEHUHM COJCPIKUT CBEACHHS O JOKYMEHTE (JOKyMEHTax), IpujaracéMoMm K
OCHOBHOMY JIOKYMEHTY (B CONPOBOAMTENbHBIX MHCbMaX, MPETEH3MsX, aKTaxX, CIpaBKaXx U JPYIUX
WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WIH O TOM, YTO JOKYMEHT SIBIISIETCS TPHIIOKEHHEM K
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OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaXx — MPUIOKEHUAX K pPACIOPSIUTENbHBIM JTOKYMEHTAM,
MOJIOXKEHUSM, TIPaBUIaM, HHCTPYKIIUSAM, IOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKYMEHTaM).
B compoBoauTeNnbHBIX MHCbMaxX M JPYruX HHPOPMAIMOHHO-CIPABOYHBIX TOKYMEHTAaX OTMETKa O
MIPUIOKEHUU 0POPMIISIETCS TIOJT TEKCTOM OT TPAHULIBI JIEBOTO MOJIS CIEAYIOLUM 00pa3oM:
- €CIIU IIPUJIOKEHUE HAa3BaHO B TEKCTE:! [Tpunoxxenue: Ha 2 1. B 1 3K3.
- €CJIM MPUJIOKEHHE HEe HA3BaHO B TEKCTE MJIM €CIIU MPUIIOKEHUI HECKOIbKO, YKa3bIBAIOT HA3BAHUS
JOKYMEHTOB-TIPUIIOKEHUH, KOJIMYECTBO JIMCTOB U AK3EMILISIPOB KaK0T0 MPUIIOKEHHUSL:
[Tpunoxenue:
1. TTonoxxenue 06 YnpaBieHUN PerHOHATBLHOTO KPEAUTOBAHMS Ha 5 1. B 1 9K3.
2. CrpaBka 0 KaJpOBOM COCTaBe YIpaBJICHUS PETHOHAIBHOTO KPeIUTOBaHMs Ha 2 1. B 1 9K3.
- €CIIU MIpUJIokKEeHUe (IPUIIOKEHUS) COPOIIIOPOBAHBI: [Ipunoxenue: oruer o HUP B 2 3k3.
- €CJIU JIOKYMEHT, SIBJISIOLIUIICS MPUIIOKEHUEM, UMEET MPUIIOKEHHS C CaMOCTOSATEIbHON HyMepaluen
CTpaHUIL:
[Tpunoxenue: micbmo Pocapxusa ot 05.06.2015 N 02-6/172 u npriioKeHus1 K HEMY, BCEro Ha 5 JI.
- €CIIM TPUJIOKEHUEM SIBIISIETCS 000COOJICHHBIN AJIEKTPOHHBIA HOCUTENb (KOMITAKT-IUCK, usb-duen-
HaKOIIMTEIb U Jp.): [Tpunoxenue: CD B 1 3k3.
[Ipu 3TOM Ha BKJajbllIe (KOHBEPTE), B KOTOPBI MOMEIIAETCS HOCUTENb, YKa3bIBAIOTCSI HAUMEHOBAHMUS
JIOKYMEHTOB, 3allMCAHHBIX Ha HOCUTENb, UMEHa (ailyioB.
4.8.2 B pacniopsIuTenbHBIX JOKyMEHTax (TIOCTAHOBJICHUSX, PEIICHHUSX, IIPHUKA3aX, PACTIOPSIKCHHUSX ),
JIOTOBOpax, MOJIOKEHUAX, MpaBUIaX, MHCTPYKIUSAX U JPYTUX JAOKYMEHTaX OTMETKa O MPUIOKEHHUH
oopmIsiercs crnemyrommmM o0pazom:
- B TeKCTE JOKYMEHTA MPU NEPBOM YIIOMUHAHUH IOKYMEHTA-TIPUIIOKEHHUS B CKOOKAX YKa3bIBACTCS:
... (mpunoxxenue) Uy ... (mpusaoxenue 1); nmepea HOMEPOM MPUIOKEHHUS JOIMYCKACTCSI CTABUTh 3HAK
HOoMepa: ... (mpuiokerue N 2);
- Ha IEPBOM JIUCTE JOKYMEHTA-TIIPUIIOKEHUS B IIPABOM BEPXHEM YIJIy YKa3bIBAETCA:
Ilpumep
[Tpunoxenne No2
k npukaszy AO "IIpocdumns"
ot 15.08.2015 Nel12
CTpokH pEeKBU3WTA BBIPABHHUBAIOTCS IO JIEBOMY Kpal WM LEHTPUPYIOTCSA OTHOCHUTEIBHO CaMOi
JUIMHHOW CTPOKHU.
4.8.3 Ecnu npuiioXeHueM K pacropsIuTeIbHOMY TOKYMEHTY SIBJISIETCSI HOPMATUBHBIN MTPABOBON aKT
WIN WHOM JIOKYMEHT, YTBEP)KJIAe€Mblil JaHHBIM PACIOPAIUTENbHBIM JIOKYMEHTOM, Ha NEPBOM JIMCTE
MPUIIOKEHHUS TIPOCTABIIAETCSI OTMETKA O MPUIIOKEHUH (0€3 CChUIKM Ha pacropsIuTeIbHbIH JOKYMEHT)
U TpuQ yTBEPXKACHUS, B KOTOPOM YKa3blBaIOTCS JAHHbBIE PACHOPSAUTEIBHOIO JOKYMEHTa, KOTOPBIM
YTBEPXKJIEH JOKYMEHT-TIPUJIOKEHUE.
Ilpumep -
[Tpunoxenne 1
YTBEPXIEHO
npukazoM AO "IIpodumns"
ot 18.05.2015 Ne67
4.8.4 CrpaHuibl JOKYMEHTa U MIPUIOKEHUNH HyMEPYIOTCS KaK €IMHBIN TOKYMEHT.
4.9. Iloonucanue 0okymenma.
4.9.1 JlokyMeHTBI, HalpaBisieMble B BBIIIECTOSIIME OPTaHHW3AIlMM W OPTaHbl Cy/neOHOW BJIACTH,
noanuckiBaroTes 3aBeayomuid MAJIOY « [erckuii cag Nel70y.
JIOKyMEeHTBI, HampaBsieMble MOMYMHEHHBIM, IPYTHUM YUPEXKACHUSM U TpakJaHaM, MOAMHUCHIBAIOTCS
3aBEAYIOIICH, €€ 3aMECTUTENIEM WX UCTIOMHSIOMUM 00s13aHHOCTH 3aBeaytommein MAJIOY «JleTckuii
cag Nel70».
4.9.2 Tlommuce BKIMOYaeT B ceOs: HAaMMEHOBAHWE JIOJDKHOCTH JIMIIA, ITOJAIMCABINETO TOKYMEHT
(monHOe, ecnu JTOKyMEHT o(opMieH He Ha OJlaHKe JOKYMEHTAa, M COKpAIEHHOE - Ha JIOKYMEHTE,
o(opMIIEHHOM Ha OJIaHKe), JINYHYIO MOAMKUCH U paciin(pOBKY MOANUCH (MHULMAIBL, (DaMUITHS).
Hanpumep:
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3aenyrommit MAJIOVY «Jletckuit cam Nel70»
I'.I1I. KpacHoBa

WIN Ha OJIaHKE:
3aBeyroNuit I'.11I. KpacHona

(JTMYHAS TTOATIUCE)
Honyckaercst B pexkBuszute "[loanuce" 1eHTpUpoBaTh HAMMEHOBAHHUE MOANUCH JOJKHOCTHOIO JIMIIA,
MOJIKCABUIETO JOKYMEHT, OTHOCUTEIBHO CAMOM JIJIMHHOU CTPOKU. Hanpumep:
3asenyrommit MAIIOVY «/lerckuit cam Nol170»
I'.I1I. KpacHoBa

(JIMYHAS TTOJIIHCH)
49.3 HpI/I nmoanmruCaHuM OOKYMCHTAa HCCKOJIbBKUMH HJOJDKHOCTHBIMH  JIMOAMWU WX  IIOAIIHMCH,
pacmojiararoT OaHy moJg I[perﬁ B IMOCJICA0OBATCIBHOCTH, COOTBCTCTBYIOH_Ieﬁ 3aHUMaeMON JOJIDKHOCTHU.

Hanpumep:
3aBeyroNuit I'.III. KpacHoBa
(TMYHAS TTOJTIUCE)
3aBenyroumil X031HCTBOM I'.'T.I'apu¢ymniuna

(JIM4HAs TIOATHUCH)
494 B AOKYMCHTAX, COCTABJICHHBIX KOMHCCHGfI, YKa3bIBatOT HE JOJDKHOCTH JIMI, IMOAIMUCHIBAIOIIUX
AOKYMEHT, a UX 0053aHHOCTH B COCTaBE€ KOMHUCCHUH B COOTBETCTBUH C pacinpeaciCHucM.

Hanpumep:

IIpencenarens komuccuun I'.11I. KpacHoBa
(JIYHAsI TIOJIINCE)

UsieHbl KOMUCCHMU: 3.H.Kapamona

(JT9HAS TTOJIIUCE)

H.B. A6pamona

(JIMYHas TO/IHCH)

4.9.5 TIlpu moamucaHWuM JOKyMEHTAa HECKOJbKHMH JIMIIAMUA PABHBIX JOJDKHOCTEH WX TMOJAIUCU
pacIiojiararoTcsi Ha OJJHOM ypOBHE.

Ilpumep -
3amectutens 3aBeaywoue no YBP Ilognuce WU.O. ®@amunus 3aBenyromunid xo3stiicteom [loanuck
H.0.
damunus
4.9.6 [Ilpu moamucaHWU JOKYMEHTA JHUIIOM, HCIIOJTHSIONIMM OOSI3aHHOCTH PYKOBOJIUTEIS, MOJINCH
opopmisercs ¢ yKazaHHEM cTaryca JODKHOCTHOTO JIMIIA B COOTBETCTBHM C MPHUKA30M
(pacniopsiKEHHEM).

Ilpumep -

N.o. 3aBenyromei IMoamuce N.0. ®amunusg
WIIH:

Hcnonusromuii 00s3aHHOCTH

3aBeayromien IToanuce N.0. ®amunus

4.9.7 Ilpu moamucaHWU AOKYMEHTa JHIIOM, HMEIOIIMM MpPaBO MOANKCH B clydyae BPEMEHHOTO
OTCYTCTBUSI PYKOBOJIUTENSI, UCTIPABIICHUS] B HAUMEHOBAHWE JIOJDKHOCTU W paciiudpoBKy (pamuianu
y)K€ TIOATOTOBJIEHHOTO M COTJAaCOBAaHHOTO TMPOEKTa JOKYMEHTa BHOCATCA OT PYKH WIH C
HCIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITaMIoB. He gomyckaeTcst cTaBUTh KOCyr0 4epTy, Haamnuch "3a"
nepell HAMMEHOBAaHWEM JIOJDKHOCTH JIMIA B TMOAMUCH, €CITH JIOKYMEHT TOJIUCHIBAET WHOE
noJDKHOCTHOE nuio. Ecim B Onmanke Ha MecTe, MpeIHa3HAYEHHOM ISl TOJIMCH, CTOUT JOJDKHOCTH
3aBEeNYIOIICH, a TMOMAMUCHIBACT H.0., TO HYXXHO 3a4epKHYTh HameuyaTaHHYl0 (pasy U BIOUCATh
HaWMEHOBAHHE PEATbHON JOJDKHOCTH TOJAMKCHIBAIOMIET0. Tak ke CleayeT TMOCTYNuTh, eCiIu
HamevyartaHa QGamiidsg W WHHUIMATBl OTCYTCTBYIOIIETO pyKoBoauTens. McmpaBieHus AenaloTcs B
PYKOIIHUCHOM (opme.

49.8 B MAJIOY «Jlerckuit cag Nel70» MokeT HCHOIB30BaThCS (PakCUMUIE, HO HE Ha BCeX
nokymeHTax. Ha yem He MokeT OBITh (pakCUMHIIE:

1. cBA3aHHBIX ¢ AHKOBCKUMH PacUeTaMU;
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. Pa3IMYHBIX BEAOMOCTSIX;
. KQJIpOBBIX Oymarax;

. A€KJIapanusx;

. cueTax-(paxkTypax;

. KACCOBBIX JIOKYMEHTAX;

. JOrOBOpax, KOTOPbIE HYXKHO PETUCTPUPOBATH;

. JOBEPEHHOCTSIX.

MoHO OCTaBJIATh (PAKCUMUJIBHYIO MOANUCH NP OOMEHE JOKYMEHTaMHU B paMKaX OJHOIO J0Tr0BOpa,
€CIIU:

a) B IOrOBOpE, MOJITMCAHHOM OOBIYHBIM 00pa3oM, IIPEeyCMOTPEHA TaKasi BO3MOXKHOCTb;

0) MeXXay mapTHEpaMu ACHCTBYET COrJallieHue O MPUMEHEHHUE KInIIe-(hakCuMuIe.

B) Ha BHYTPEHHUX KOIMSX JOKYMEHTOB.

Taxkumu GymaramMu MOTYT OBITH KOMMEPUYECKHE MPEUIOKEHHUS, TMChMa, aKThl, CIIeHU(DUKALIUH U T.11.
4.9.9 Iloanuce HeoTAenUMa OT TEKCTa JOKyMEHTa. ECiaM TEeKCT 3aKaHYMBAETCsl BHU3Y CTPAHULBI, TO
MOJIIMCHh HE MOXET OBbITh IMepeHeceHa Ha OTACNbHBIN JIUCT, €CIIM KpOMe Hee JIPYroro TeKCTa Ha JIMCTE
He Oynert. I[IpuHATO MepeHOoCHTh MUHUMYM HOCJHEIHUI ab3all, Mpu 3TOM He 3a0bIBaTh O NMPaBHIbHON
HyMepaluu CTPaHuLl.

4.9.10 Ormerka 00 9JIGKTPOHHOW TMOANUCH HCIOJB3YyeTCd MPU BU3YyaJU3allUU 3JIEKTPOHHOIO
JIOKYMEHTA, MOANMCAHHOTO 3JIEKTPOHHOM MOANKCHIO, C COONIOACHUEM CIIEYIOIINX TPEOOBAHUNA:

a) MECTO pa3MeIeHUs] OTMETKHM OO0 3JIEKTPOHHOM HOJNHMCH JOJDKHBI COOTBETCTBOBAaTh MECTY
pa3MenieHnsi COOCTBEHHOPYYHOM MOJIUCH B AaHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCUTEJIE;

0) »JIeMEHTbl OTMETKM 00 3JIEKTPOHHOW MOJINMCH JOJKHBI OBITh BUAMMBIMH M UYUTAEMBIMH IIPU
0TOOpaKEHNH JOKYMEHTA B HaTYypaJlbHOM pa3Mepe;

B) 3JI€MEHTBhl OTMETKU 00 3JIEKTPOHHOH IMOANUCH HE JOJDKHBI NEPEKPbIBATbCS WM HAKJIaJbIBATHCS
ApPYT Ha JIpyra,

I) JIEMEHTHl OTMETKH OO0 OHJIEKTPOHHOM NOAMUCH HE JOJDKHBI IEepPeKphIBaTh 3JEMEHThl TEKCTa
JOKYMEHTA U IPYTUe OTMETKH 00 3JIEKTPOHHOM MOoANUCH (TIPH HAIUYHUH).

OTtmerka 00 3JIEKTPOHHOW MHOJNKMCH B COOTBETCTBUU C 3aKOHOAATENbCTBOM Poccuiickoil
@enepanyun BKIO4aeT ¢pasy "JOKyMEHT MOAIHMCAH 3JIEKTPOHHOW MOANKUCHIO", HOMEp cepTUu(UKaTa
KJII0Ya 3JIEKTPOHHOM MOANUCH, (aMUINIO, UMs, OTYECTBO BiIajJelbla cepTU(dUKara, CpoK ACUCTBUSL
cepTu(uKara Kitouya 3JeKTpoHHOI noanucu. [Ipumep —

0 IO\ W B~ WD

JJOKYMEHT IIOAIIMCAH
SJIEKTPOHHOU ITOAIMCHIO
HaumeHnoBanue
JOOJIDKHOCTHU

H.H.Huxonaes

Cepruduxar lal1 laaa000000000011
Bnanenen HukonaeB Hukomnait HukonaeBuu
HetictBurenen ¢ 01.12.2012 mo 01.12.2017

4.9.11 Tlewars 3aBepsieT MOMJIMHHOCTH IOANUCH JIOJDKHOCTHOTO JIMIIAa HAa JIOKYMEHTaX,
YJIOCTOBEPSIONIMX MpaBa JHI, (UKCUPYIOUIMX (DaKThl, CBSI3aHHbIE C (MHAHCOBBIMH CpPEACTBAMH, a
TaK)X€ Ha MHBIX JIOKYMEHTax, MPeAyCMaTPUBAIOIINX 3aBEPEHHE MOANNUCH NE€YaThi0 B COOTBETCTBUHU C
3akoHoJarenbeTBOM Pocceniickont denepanuu.

5. Opranusanus 10KyMeHTO000pPOTa U UCIIOJTHEHHUS JOKYMEHTOB

5.1. Opzanuzayua 0oKkymenmoooopoma

5.1.1 Jlpmwxkenue nokymeHToB B MAJIOY «Jlerckmit cam Nel70» ¢ MOMEHTa HX CO3JaHUS
(mostyueHust) A0 3aBEPIICHNUS UCTIOIHEHUS (OTIIPABKH) MOCIETHUX 00pa3yeT JOKYMEHTOOO0O0POT.
5.1.2 Tlopsaok MpOXOKICHHS JOKYMEHTOB PETIAMEHTHPYETCSl HACTOAIICH WHCTPYKIHEH, Tabemem
YHUPUIUPOBAHHBIX (OPM JTOKYMEHTOB, TIOJOKEHUSMU U JOJKHOCTHBIMU HHCTPYKIMSIMH HX
PabOTHHKOB.

5.2. Opzanuszayua 0ocmasku 0OKyMeHmMo6
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5.2.1 JHocraBka nokymeHToB B MAJIOY «/lerckmii cag Nel70» u 3a ero mpenenbl OCyIIEeCTBISIETCS
CpeACTBAMH MTOYTOBOM, KYPHEPCKOW U AIEKTPUUECKOM, FJIEKTPOHHON CBSI3H.
5.2.2 TlocpencTBOM IOYTOBOM CBSA3M NPOM3BOAUTCA OTIPABKAa M IOJYYEHHE NPOCTHIX IHCEM,
OTKPBITOK, OaH/IepOoJIeil, MOCHIIOK U MEYaTHBIX, B T. Y. IEPUOINYECKUX U3IaHUH.
5.2.3 C noMompl0 KypbepCcKOH CBSI3W OTHPABISAIOT M MOJYYArOT 3aKa3HYI0 KOPPECIIOHIEHIIHIO
(mpuKaspl, pacrnopssKeHus, MUChbMa U MMPOYUE TOKYMEHTHI BBIIECTOAIIUX OpraHU3aluii), CoAepKallyIo
BOXHYIO HJIM CPOYHYIO HH(POPMALIUIO, TI0 IOBEPEHHOCTH.
5.2.4 DNEeKTPUYECKYIO, SJCKTPOHHYIO CBSI3b UCIHONB3YIOT JJI OTIPABKU U MOJYyYEHUS TEIEeTrpaMM,
TenedakcorpaMm, IEKTPOHHBIX JOKYMEHTOB.
5.2.5 OTBETCTBEHHOCTh 3a IMOJHYIDO M CBOEBPEMEHHYIO OTIPABKy M MOJY4YEHHE CIIyXKeOHOMH
KoppecnoneHImu Hecet 3apenyromas MAJIOY «Jlerckuit cag Nol70.

5.3. Ilpuem, oopadomka u pacnpeoenenue 6x00AuuUx 00OKyMeHM 08
5.3.1 JHoxymentsl, noctynamomue B MAJIOY «Jlerckuit cag Nel70», BCKpBIBAIOT, PErHCTPHUPYIOT,
MOCJIe Yero IepealoT Ha pacCMOTPEHHE 3aBeNyIollled, a 3aTeM B COOTBETCTBUHM C €€ pelIeHHEM
(pe3odto1ieit) HampPaBIIIOT HEMOCPEACTBEHHBIM UCTIOJIHUTEIISIM.
5.3.2 C nmnocrymieHueM CilIyXkeOHOH  KOPpPECHOHIEHIMM  COTPYAHHK, OTBETCTBEHHBIH 3a
JIEJIONPOU3BOJICTBO, IPOBEPSET MNPABUIBLHOCTh €€ JOCTAaBKH, a TaKK€ IEJOCTHOCTh YIaKOBKU
nokyMeHTOB. KOHBEpTHI ¢ JOKyMEHTaMH BCKPBIBAIOT, 32 UCKIIOYEHUEM UMEIOLTUX MOMETKY "MTUYHO".
5.3.3 Perucrpanuu momiexxar Bce JOKYMEHTHI, TPEOYIOUIHE y4yeTa, MCIOJHEHHUS UCIIONb30BaHUS B
CHPAaBOYHBIX LEJSAX, Kak MOCTYyMAaroIlIMe W3 JPYTUX OpraHu3aldidé M OT YacTHBIX JIUI, TaKk U
obpa3yromuecs B porecce nesatenbHocTd MAJIOY « lerckuit cam Nel70.
He moanexar perucrtpanuu MO3apaBUTENbHBIC MHCbMA, TEJIETPaMMbl, MPUTIACUTEIbHbIE OWIIETHI,
uHbOpMaNUs Ui CBEACHHS, OyXraiTepCcKue JOKYMEHTHI MEpBUYHOTO ydera. J[s HUX cocTaBiseTcs
nepeyeHb HEPEeruCTPUPYEMBIX JOKYMEHTOB.
PerucrpanmoHHblii mTaMIl UM OTMETKA O PETUCTPAIIMU CTABUTCS B MPABOM HIDKHEM YTIIY IOKYMEHTA,
U COCTOSIT U3 HOMEpA JOKYMEHTA IO MOPSAIKY U JaThl MOCTYIICHHUS.
B MAJIOY «/lerckuii cam Nel70» ¢ o0beMoM qokyMeHTOo0O0poTa 10 600 enUHUIl B TO AOMyCKAeTCs
(bUKCUpOBATh UX B JKypHaJIaX PETUCTPALMU BXOISAIIUX M UCXOAUINX JOKYMEHTOB.
5.3.4 B 3aBHCHMOCTH OT ajjpecalniy JOKYMEHTHI HAIIPaBIIIOTCS Ha MPEABAPUTEIHLHOE PACCMOTPEHUE
3agenyromeir MAJIOY «Jlerckuit can Nel70» wmim HEmocpeACTBEHHO TeM JOJIKHOCTHBIM JTHIAM,
KOTOPBIM OHU TpeIHa3HAYCHBI (TPU HAIMYUHU HA JOKYMEHTE COOTBETCTBYIOIIEH OTMETKH).

5.4. Iloozomoexka u omnpagka ucxo0auux OOKyMeHmos

5.4.1 TloaroroBka MPOEKTOB MCXOJSANIMX JOKYMEHTOB, BKJIIOYasl MPEABAPUTEIHHOE COTJIacOBaHUE,
MIPOU3BOJUTCS TEMU JOJKHOCTHBIMU JTUIIAMU KOMY MOPYYE€HO UX UCIIOJHEHUE.
5.4.2 OtTBeTCTBEHHBI HCIONHUTENL OQOPMIISIET OKOHUYATENBHBIH BapHaHT JOKYMEHTa OCHOBE
ANEKTPOHHON WJIM PYKOMHCHOW BEpPCHUU MPOEKTa JOKYMEHTa, B 00sf3aTeIbHOM MOPSIKE 3aBEPEHHOMN
MOJINUCHI0 OTBETCTBEHHOT'O UCTIOJTHUTEIIS.
5.4.3 OTBETCTBEHHBIN HUCHOTHUTENb O00S3aH YJOCTOBEPUTHCS B TOM, YTO TEKCT OKOHUYATEIHBHO
O(OpPMIIEHHOTO JTOKYyMEHTa B TOYHOCTH COOTBETCTBYET TEKCTy NpPOEKTa, U IpU HEOOXOIUMOCTH
BHECTH B OKOHYATENbHBI BapuaHT CBOM 3aMeyaHus. [IpaBuibHO OGOpPMIICHHBIH TOKYMEHT
nepe1aeTcsi OTBETCTBEHHOMY HCIIOHUTEIIIO.
5.4.4 OTBETCTBEHHBIN HCIOJHUTENb MPEACTaBIseT OQGOPMICHHBI TOKYMEHT Ha MOAIUCH
(yrBepxnenue) 3aBenyromieidn MAJIOVY «/lerckuit cam Nel70y.
5.45 TIlognucanublii (YyTBEpPKIEHHBIM) TOKYMEHT TOTOBUT K OTIPaBKE HEMOCPEIACTBEHHO
zagenytonmii  MAJIOY  «Jlerckuit camg Nel70». OtnpaBke TpeAIIECTBYET pETUCTpAIHs U
KOHBEpTHpOBaHUE (yMmakoBKa) JoKyMeHTa. JlocTaBisieTcsi JOKYMEHT aJpecaTy C IOMOIUIBIO
KypbepcKoH (II0YTOBOI1) CBSI3H.
5.4.6 OrtnpaBky wucxoxsmed koppecrnonaeHuuu 3a npenensl MAJIOY  «Jlerckuit cag Nel70»
HEO0OXOIMMO OCYILECTBISATh B TEUYEHHWE CYTOK C MOMEHTa HoAanucaHus (yTBEp:KIEHHUS) TOKyMEHTa
3apenyromieir. Oco00 BakHBIE WM CPOYHBIE JOKYMEHTHI CIEAyeT OTIPABIATh HEMEIJICHHO MOCIe MX
noanucanusi. KoHTpoiMpoBaTh  CBOCBPEMEHHYIO W MPABWIBHYIO  OTIPABKy  HCXOJAIICH
KoppecnoHaeHIuu aopkeH 3apenymuii MAJIOY «Jlerckwuii cag No170x.
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5.5. Hcnonnenue enympenHux 0OKymMeHmoas.
5.5.1 MHcnonHeHne BHYTPEHHHX TOKYMEHTOB OCYIIIECTBIISICTCS COTJIACHO yKa3aHMSIM 3aBEIYIOIIETrO
MAJIOY «/lerckuii camx Nel70» nuG0 B COOTBETCTBMHU C JAHHON MHCTPYKLUEH WM TPEOOBAHUSIMU
(benepanbHBIX U BEIOMCTBEHHBIX HOPMATHBHO-TIPABOBBIX aKTOB.
5.5.2 OTBETCTBEHHOCTh 32 CBOEBPEMEHHYIO MOATOTOBKY TPOEKTa, 3a MpaBWIbHOE OQOpMIICHUE
BHYTPEHHEr0 JOKYMEHTa HECET TO JOHKHOCTHOE JIMII0, KOTOPOMY MOPYYEHO €ro UCIIOTHEHHUE.
5.5.3 KoHTponb HCHOJIHEHUS BHYTPEHHHUX IOKYMEHTOB OCYIIECTBIIsieTcs 3aBemytomiedr MAJIOY
«Jlerckmii cag Nel70».
5.5.4 llepenaua noanucaHHbIX (YTBEP)KIEHHBIX) BHYTPEHHUX IJOKYMEHTOB JUIsl MCIOJB30BaHUS B
MPAKTUYECKON paboTe NOJKHOCTHBIMH JIMIIAMH MTPOU3BOIUTCS OTBETCTBEHHBIM HCIIOJHUTEIIEM IOCIIEe
peructpanmu. B HEOOXOOUMBIX ClydasX OpHUTHHAI BHYTPEHHETO JOKYMEHTA  IOJJICKHUT
TUPAKUPOBAHUIO. KOHTPOJIBHBIN 3K3EMILUIAP TOKYMEHTa TOMENIAETCA Ha XpaHeHue "B jeno".
HcnomuuTenb MOKyMEHTa 00s3aH XpaHUTh y Ce0s OJUH DK3EMIUISP HCIIOJTHCHHOTO BHYTPEHHETO
JOKYMEHTa B T€UYEHUE Io/ia CO JTHS €ro perucTparui.
5.6. Paboma no cokpawieHuro 006eMo6 CyHceOHOo NEPEenUCKU U COBEPUIEHCHIBOBAHUIO €€
opeanu3zayuu.
5.6.1 PabGoTy 1O COKpameHHUI0 OOBEMOB CIIY’)KCOHOH TMEpPEeNMCKU M COBEPIICHCTBOBAHUIO €€
OpraHM3aliy CIeAyeT paccMaTpUBaTh Kak HEOTHEMIIEMYIO YacTh JIOKYMEHTAIMOHHOTO O0ecreueHus
nestensHocTt MAJIOY «Jlerckmii cag No170x.
5.6.2 JlokyMeHTalMOHHOE OOecleyeHne NeATeIbHOCTU MOMJICKUT CUCTEMATUYECKOMY aHalu3y Ha
OCHOBE CTaTHUCTHUYECKUX JAHHBIX, XapPaKTCPU3YIONINX KOJWYCCTBCHHBIC U KaUECTBEHHBIC IMapaMeTPhI
CIIy>keOHBIX JOKYMEHTOB 32 OIPEJICIICHHbIN Mepuo]l BpeMeHHU (TOJ, MOJIYTOAKe, KBapTal, MECSI).
Ydyer of0miero KoJiM4ecTBa JOKYMEHTOB 3a OIPEACICHHBIA IEPHOJ BPEMEHU IPOW3BOJAUTCS HA
OCHOBAHUU JIaHHBIX KYPHAJIOB PErHUCTPAIH TIOKYyMEHTOB. 3a €IMHUILY y4eTa KOJTMYECTBA JOKYMEHTOB
MPUHUMACTCA caM JOKyMeHT. KonumdecTBO BXOMSIINX, HCXOASIIUX JOKYMEHTOB YUYUTBIBACTCS
pas3aenbHo.
5.7. Opeanu3zayus padomvl OmMeencmeeHHbIX UCROSIHUmMeENel ¢ 0OKYMEHMaMU.
5.7.1 VYNOXHOMOYEHHBIE [OJDKHOCTHBIE JUIA OOS3aHBI OCYIIECTBIATH PabOTy CO CIYKEOHBIMU
JOKYMEHTaMH ¥ 00€CIIeYUBaTh MX CBOCBPEMEHHYIO U MPABUIIHHYIO MTOATOTOBKY.
5.7.2 CpouHble JOKYMEHTBHI OJIJIEKAT HEMEIJICHHOMY HCIIOJIHEHUIO.
5.7.3 Tlpu onpeaeneHnuu CPOKOB TOJTOTOBKH CITY)KEOHBIX JOKYMEHTOB OTBETCTBEHHBIN MCIIOHUTEITb
00s3aH yYUTHIBaTh BpeMs, HEOOXOIMMOE [UIsl €ro corjacoBaHus, OQGOPMICHHS, TOAMUCAHUS
(YyTBepKIeHUs) U IOCTABKH JI0 ajapecaTa. ECIM TOT Wik WHOW JOKYMEHT HEBO3MOKHO MOJATOTOBUTH K
YCTaHOBJIEHHOMY CpPOKY, OTBETCTBEHHBIM HCIOJIHHUTENh TOJKEH 3a0JaroBpeMEHHO YBEIOMUTH 00
sToM Kak 3aBeayromyto MAJIOY «/lerckuii cam Nel70», Tak ¥ TO JODKHOCTHOE JIMIIO BBHIIIECTOSIIIEH
WHCTAHIINH, BO UCIIOJTHEHHUE YKa3aHUN KOTOPOTO OCYIIECTBIISETCS MOArOTOBKA
JIOKyMEHTA.
5.7.4 OTBeTCTBEHHBIN UCTIOIHUTENH NIEPEacT Ha TUPAKUPOBAHNE OPUTHHAI JOKYMEHTa C TTIOMETKOMN
0 HEOOXOIMMOM KOJIMYECTBE IK3EMILISIPOB.
5.7.5 Ecmu x pabore MO TMOATOTOBKE JOKYMEHTAa TMPUBICYEHO HECKOJIBKO OTBETCTBEHHBIX
WCTIOTHUTEJICH, TO COTJIACHO PE30JTIOIIMU WU UHBIM YKa3aHusaM 3aBeayroniero MAJIOY «Jletckuii can
Nel170» onuH M3 HUX HAa3HAYAETCSI CTAPILKM.
5.7.6 Jloctynm k pa3pabaTbiBaeMbIM JIOKYMEHTaM JIOJDKHBI HMMETh TOJBKO T€ JIUIA, KOTOPBIC
YIIOJTHOMOYEHBI OCYIIECTBIIATH HX TOJATOTOBKY.
5.8. Ocobennocmu pabomut ¢ 31eKMPOHHBIMU OOKYMEHMAMU
5.8.1 B yupexneHuu co3qaroTcs U UCIOIb3YIOTCS:
— DJIEKTPOHHBIE JIOKYMEHTBI, CO3/laBaéMble B OJJICKTPOHHOW (opme ©O€3 TpenBapUTeILHOTO
JOKYMEHTUPOBaHUs Ha OyMa>kHOM HOCHUTEIE;
— DJIGKTPOHHBIC 00pa3bl JOKYMEHTOB, TOJyYeHHBIC B pE3y/IbTaTe CKAaHUPOBAHUS JOKYMEHTOB H
XpaHAILIMECs B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA.
5.8.2 TlpueM u oTmpaBKa 3JEKTPOHHBIX JOKYMEHTOB OCYIIECCTBISIOTCS OTBETCTBECHHBIM 32 BEJICHUE
nenonpousBoactea B MAJIOVY «Jlerckuii cag Nol70.
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5.8.3 DnexTpoHHbIE TOKYMEHTHI CO3/1al0TCs, 00pabdaThIBAIOTCS M XPAHATCS B CUCTEME JICKTPOHHOTO
nokymeHToobopota MAJIOVY «/lerckwuit cag Nol170».
5.8.4 DnexTpOHHBIH JOKYMEHT JO0JKEH OBITh O(OPMIICH MO OOLIMM IpaBUiIaM JIeJIONPOU3BOICTBA U
MMETh PEKBU3UTHI, YCTAHOBJICHHBIE JIJIsl aHAJIOTHYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEJIE.
5.8.5 Jlns moaTBep:KIeHHUs TMOMIMHHOCTH 3JEKTPOHHBIX JOKyMeHTOB B MAJIOY «JleTckuii can
Nel70» ucnonb3yroTcsl 3MEKTpOHHBbIE HUQPPOBbIE MoANUCH. Vcmoiib3yeMble CpeCcTBa 3IEKTPOHHOM
U POBOI OAIHCH JOJDKHBI ObITh CEPTUDHUIIMPOBAHBI B YCTAHOBICHHOM IMOPSI/IKE.
5.8.6 EnmuHuneit ydera OIEKTPOHHOTO  JOKYMEHTa  SIBISIETCS  DJCKTPOHHBIM  JTOKYMEHT,
3apErHCTPUPOBAHHBIN B CHCTEME 3JEKTPOHHOTO NoKymMeHToobopota MAJIOY «/lerckuii cam Nel70y.
DNEeKTPOHHBINA JOKYMEHT, UMEIOIINUN MPUIIOKEHUS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.
5.8.7 Tlocine oTmpaBKH DIIEKTPOHHOTO JIOKYMEHTA, 3aBEPEHHOTO D3JEKTPOHHOH  IMOAMHUCHIO
YIOJTHOMOYEHHOT'O JIOJDKHOCTHOTO JIMIIA, JOCBUIKU aJIpecaTy ero KOmuu Ha OyMa)kHOM HOCHUTele, Kak
NpaBUJIO, HE TpeOyercs, 3a HCKIIOYEHHEM OTBETOB Ha OOpalleHusl Tpa)<aaH, MOCTYINMHUBIIUX IO
MH(OPMALIMOHHO-TEIIEKOMMYHUKAI[MOHHBIM KaHajdaM, Ha KOTOPbIE 3asBUTENIO J1aeTCsl MHUCbMEHHBIH
OTBET, HAIIPABJISIEMBIH 110 TIOYTOBOMY aJIpecy, YKa3aHHOMY B OOpaleHHH.
5.8.8 HcnonHeHHbIE 3JIEKTPOHHBIE JIOKYMEHTHI CHUCTEMATHU3HPYIOTCS B Jella B COOTBETCTBUU C
HomeHnkiarypoii nen MAJIOY «Jlerckuii cax Nel70» u MHACKCUPYIOTCS B IOPSI/IKE, YCTAHOBICHHOM B
OTHOIICHUU JeJl, COCTaBJICHHBIX U3 JOKyMEHTOB Ha OyMa>KHOM HOCHTEIIE.
[Ipu cocraBneHMM HOMEHKIATYPHI JEN B 3aroJIOBOK Jiela BKIIIOYACTCS YKazaHue «DIIEKTPOHHBIC
JOKYMEHTBD».

5.9. Ungpopmayuonnasn d6ezonacnocmep
5.9.1 HWndopmammonnsie pecypcsl MAJIOY «/lerckuii caxg Nel70» mo moctymy (BO3MOXKHOCTU
WCIIOJIb30BAHUS) TIOJAPA3ACIAIOTCS Ha OTKPBITYIO (00IIeTOCTYyHY0) WH(OPMAINIO, CIIYKeOHYIO
uH(popMalrio ¥ HHGHOPMAITUIO OTPAHHUEHHOTO PACIPOCTPAaHEHUS (IOCTyMa).
K kareropumn oTKpeITOM HH(OPMAIIMKA OTHOCUTCS HH(POPMAITUS, COIEpIKaIIasics B JOKyMEHTaX u 0a3ax
nanaeix MAJIOY «Jlerckuit cam Nel70», HemocpeACTBEHHO 3aTparuBarolias MpaBa M HHTEPECH
rpakJaH.
K xareropum ciyxeOHOM uH(pOpManuu OTHOCUTCS HMHGMOpMALUS, coAep allascsi B JOKYMEHTax H
0azax mamHbIXx MAJIOY «/lerckuii cam Nel70», mpemHazHadeHHAs IS JODKHOCTHBIX JIUI] U
pabotaukoB MAJIOY «/lerckuii cang Nel70» mnpu BBINOJHEHUHM UMHU CBOUX (YHKIIMOHAJIBHBIX
00513aHHOCTEH, HE 3aTparuBaomas HANpPSIMYIO MpaBa M WHTEPECHl TPAXKIAH M HE OTHOCSIIASNCS K
KaTeropuu OrpaHMYEHHOT0 paclpOCTPaHEHUs (JOCTyIa).
K kareropun mHpopmanuy OrpaHUYEHHOIO PAacCHpPOCTPaHEHUs (JIOCTyma) OTHOCUTCS HH(OpMalus,
cofiepkamiasics B JIOKyMEHTaxX M 0a3ax JaHHBIX, BKJIIOYAIOINAs CBEJACHHUS KOH(PUICHIIMATBHOTO
Xapaxrepa.
Bces undopmanus, cogepxkaiascs B JokyMeHTax u 60a3zax naHHbix MAJIOVY «Jlerckuit can Nel70», o
YMOJTYAHHUIO SIBIIIETCSI OTKPBHITOW M 00menoctymHoil. VckiaroueHue coctaBisier WHGOpMAIHs,
OTHECEHHAas K KaTeropusM CIIy’KeOHOI0 U OrpaHMYEHHOT'O paclpocTpaHeHus (A0CTya).
5.9.2 Jloctyn momnp3oBareneid K MHPOPMALUK OTPAHUYMBACTCS MYTEM OTHECEHHs WHQOpMaIu K
COOTBETCTBYIOILIEH KaTeropud M HAJIOKEHHEM Ha Hee COOTBETCTBYIOUIETO TIpHda orpaHUuEHHs
pacnipoctpanenus. Mudbopmaius orpanndeHHOro aocTymna cHaOxkaercs rpudom «Jlist ciaykeOHOTo
MIOJIb30BaHUAY.
[IpaBom oTHEeceHuss wWH(POpPMAMK K KATETOPHH OTPAHWYCHHOTO JOCTYNa H  HAaJOXKCHUS
COOTBETCTBYIOLIEro rpuda obiaasaeT aBTOp JOKYMEHTa IO COrjlacoBaHUIO ¢ 3aBedyrouieir MAJIOY
«erckuit cag Nel170».
JIoKyMeHTUpOBaHHass MH(OpMAIHs, OrPaHMYEHHOTO PACIPOCTPaHEeHUs, 0e3 CAaHKIUH JJOKHOCTHOTO
JMIA, YCTAaHOBUBIIETO PEXHM OTPaHUYEHHOTO pACHpPOCTPAHEHUS s JAaHHOTO JIOKYMEHTa, He
MOJUIEXKHUT pasriIalleHuio (pacrpocTpaHeHuio). [IpenocraBieHne moyib30BaTeNsiM JOCTyNa K JaHHOU
WHPOPMAIIMK OCYIIECTBIISIETCSI MCKIIOYUTEIBHO TI0 COTJIACOBAHUIO C YKAa3aHHBIM JIOJDKHOCTHBIM
JIMIIOM ITyTE€M HOJJauu COOTBETCTBYIOIIEH 3asBKH.
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JIOJDKHOCTHBIC JUIIA, TPUHSBLIME pEUIeHHe 00 OTHeCeHHMM WHQOpMauuu, 3a(QUKCUPOBAHHOW B
JNOKYMEHTE, K KaTeropuM OrpaHMYEHHOTO0 pacCHpOCTPAHEHHUs, HECYyT OTBETCTBEHHOCTb 3a
000CHOBAHHOCTb PUHSTOTO PEIICHHUS U €r0 COOTBETCTBHE ACHCTBYIOLIEMY 3aKOHOAATEIbCTRY.
5.9.3 Jluunsie nenma paOOTHUKOB, JTUYHBIC KAPTOYKU PAOOTHUKOB, TPYAOBBIE KHMKKH PaOOTHHKOB,
MPUKA3BI 110 JINYHOMY COCTaBY JIOJDKHBI XPAHUTHCS B Ceii(e WM B METAJUIMYECKOM IIKaQy.
3anucu B TPYJIOBOM KHMXKKE moanuckiBaeT 3apenytomas MAJIOY «Jlerckuii cag Nel70y.
5.9.4 VYcraHoBka U OKCIUIyaTalusi MPOrPAaMMHOTO OOECIIEYEHHMS, IOJYYEHHOIO M3 JIIOOBIX
HMCTOYHUKOB U BBINOJHSIOMIET0 (YHKIHUU, HE CBSI3aHHBIE HEMOCPEACTBEHHO C BBINOJIHEHUEM
pabOTHHKAaMU CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH, KAaTErOPUYECKH 3alpelieHa.
5.9.5 Bca npeacrasieHHas B 3JIGKTpOHHOM Bujie nHGopManusi, nocrynatomas B MAJIOVY «/lerckuit
can Nel70», B 00s3aTenbHOM MOPSIKE TOJICKHUT IIPOBEPKE AHTUBUPYCHBIMH CPEJICTBAMH.
5.9.6 DOnexkTpoHHas TmOYTa MOXET MCIOJIb30BATHCS IOJB30BATESIMU TOJNBKO 11  oOMeHa
uHpopManuel, OTHOCSIIEHCS K KaTeropud OTKPBITOW W CIy)KeOHOH. 3ampemeHo HCHoiIb30BaTh
ANIEKTPOHHYIO IMOUTY JUIsl Tepeaayd HHQOpMAIUU, OTHOCALICHCS K KaTeropud OrPaHUYEHHOIO
pacnpocTpaHEHHUs.
6. KoHTpOJIb HCIIOJIHEHNSI JOKYMEHTOB
6.1. Opzanuzayus KOHMPOAA UCHOJIHEHUA OOKYMEHM 08
6.1.1 Konrpons ucnomsenus nokymeHtoB MAJIOY «Jlerckuii cam Nel70» Bkmtouaer B ceOs:
[IOCTAHOBKY JOKYMEHTa Ha KOHTpPOJIb, IPEABAPUTEIbHYIO IPOBEPKY U pPETyJIHpPOBaHHME XOJa
WCIIOJIHEHUS, CHATHE C KOHTPOJISA, HAllpaBJIiEeHUE IOKYMEHTA B JIENI0, Y4eT, 00001eHne 1 aHaIn3 X0oAa U
pe3yabTaTOB  HCIOJNHEHHS JTOKYMEHTOB, HWH(POPMHPOBAHWE JIOJDKHOCTHBIX JIMII B  HEJSIX
CBOEBPEMEHHOT0 M KaueCTBEHHOT'0 HCIIOJIHEHUS OPYyYEHUH, 3a(DUKCUPOBAHHBIX B IOKYMEHTAX.
KonTtpons ucromHeHns JOKYMEHTOB Bo3jaraeTcs Ha 3aBeayromyio MAJIOY «/lerckwmii cag Nel70».
6.1.2 KoHTponto mnoajexaT 3aperUCTPUPOBAHHBIE JOKYMEHTHI, TpeOyIollue WCIOIHeHUS, s
KOTOpBIX pemeHueM 3aBeayromeit MAJIOY « Herckuii can Nel70» ycTaHOBIIEH CPOK UCTIOTHEHHUS.
[Ipy mocTaHOBKEe ITOKYMEHTa Ha KOHTPOJb HA €ro JIEBOM IIOJIe JENaeTcsi OTMETKa, KOTOPYIO
o6o3nauaroT OykBoit "K" mimu cnoBom (mrramnom) "Kontpoms'.
6.1.3 Cpoku UCHIOJTHEHUSI TOKYMEHTOB onpeenstorcs 3apenyromein MAJIOY «Zlerckuit cax Nol170»
UCXOJS U3 CpOKa, YCTAHOBJIIEHHOIO OpraHu3alueil, HamnpaBUBLIEH JOKYMEHT, WJIH CpOKOB,
YCTaHOBJICHHBIX 3aKOHOAATeNHCTBOM PD. Cpoku HCTIONHEHNS UCYUCISIOTCS B KaJCHAapHBIX JTHAX:
- JUTSI TIOCTYIIUBIIUX W3 BBIIICCTOSIINX OPTaHOB M BHYTPCHHHX JOKYMEHTOB - HAa4YMHAS C JAThl MX
noAnucaHus (YTBEpKICHUS);
- JUIS TOKYMEHTOB, MOCTYIHBIIUX W3 JPYTUX OpPTraHU3allUi, a TakKe OT OTIENbHBIX TPaKIaH,
HauynHas ¢ gatel ux nocrymieHus B MAJIOY «/lerckuii cag No170x.
6.1.4 JloKyMEHTHI MOJIe)KAT UCIIOTHCHHIO B CIICTYIONINE CPOKH:
- ¢ KOHKPETHOW AaTOM MCIOTHEHUS - B YKa3aHHBIN CPOK;
- 0e3 yKa3aHus KOHKPETHOMU JaThl UCIIOJIHEHUS C TOMETKOM ""cpoyHO" - B 3-IHEBHBIN CPOK;
- ¢ ToMeTKoH "onepatuBHO" - B 10-1HEBHBIN CPOK;
- IpoYue - B CPOK He Oosiee Mecsua;
- o oOpameHusM rpaxniaH, noctynuBmuM B MAJIOY «Jlerckuii cax Nel70» u TpeOyromum
JOTIOTHUTEIBHOTO U3YYEHHUS U TPOBEPKH, - 10 OJHOTO MECSIa CO JHS UX PETUCTPAIIHH;
- 10 OCTaJbHBIM OOpaleHusM - He 6osee 15 nHeil.
6.1.5 Ecnu mocnegnuii A€Hb CpOKa HMCIOIHEHHs AOKyMEHTa NMPHUXOAWTCS Ha Hepabouuil JeHb, TO
JOKYMEHT OJUIeKHUT UCTIOIHEHUIO HE TT03/1Hee pabouero JIHs, MpeIlIecTBYIOIIEro HepabouemMy JHIO.
6.1.6 Jlata ucrmonHeHHs yKa3biBaeTcs B pe3oionuu 3aBeayomeid MAJIOY «Jlerckmii camg Nol170y.
6.2. Ocobennocmu ocyuiecmeenus KOHmMpOaa Ha0 UCNOSIHEHUEM 0OKYMEHM 08
6.2.1 Ilpu HE0OXOAMMOCTH U3MEHEHHS CPOKA MCIIOHEHHSI IOKYMEHTA OTBETCTBEHHBIN HCITOTHUTEh
HE TO03/IHee, YeM 3a TPH JHS /10 UCTEYCHHs paHee YCTAHOBJIEHHOI'O CPOKa IPEJICTaBIIIET Ha UMS
zaBenytonieir MAJIOVY «Jlerckuit cag Nel70» MOTHBHPOBaHHYIO TPOCKOY O €T0 MIPOITICHHH.
6.2.2 IlpoBepka x0/1a UCTIOJTHEHUS OCYLIECTBISETCS 10 UCTEUEHUsI CPOKOB UCTIOIHEHUS JOKYMEHTOB
(npeaBapUTeIbHBIA KOHTPOJIb) B CIIEAYIONIEM MOPSIKE:
- 3aJIaHMs TTOCIIEYIOIIUX JIeT - HE peXe OJHOro pa3a B Iof;
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- 3a/IaHUA TTOCIEAYIONUX MECAIIEB TEKYIIETO I'oJla - HE PEKe OJTHOTO paza B MECHIL;
- 3a/1aHUS TEKYILEro Mecsla - KX ble JeCsITh THEH U 3a MATh JHEH 10 UCTeYeHUsI CPOKa.
6.2.3 CHaATHE TOKYMEHTa ¢ KOHTpoJisi ocymiecTBisieT 3apenyomas MAIOY «/lerckuii cax Nel70x.
[Ipu sToM penaercst momMeTka 00 HCIIOJIHEHUH JOKYMEHTa M HAalpaBICHUM €ro B JIENO: KpaTKue
CBelICHHST OO0 HCIIOJIHEHWW WJIM CChUIKA Ha JIOKYMEHT (JaTa U HOMEp), CBUICTEILCTBYIOIIMHA 00
UCIIOJIHEHUH; OTMETKa "B Jeso", HoMep Jelia, B KOTOPOM OYyIeT XpaHUThCS JOKYMEHT, J1aTa; MOANUCH
WCTIOJTHUTEIIS.
6.2.4 JIOKyMEHT CUMTaeTCsl HUCIHOJHEHHBIM U CHHUMAETCS C KOHTPOJS Tmocie (HaKTHUeCKOro
BBITIOJTHEHUSI TIOPYYEHUH, JOKYMEHTHPOBAHHOTO TOATBEPXKIACHHS WCIOTHEHHS W  COOOIIEHUS
PE3yNIbTaTOB 3aMHTEPECOBAHHBIM OPTaHU3ALMIM U JIUIAM, a TaKXkKe, €CIIU B MPEJCTABICHHBIX 110 HEMY
MaTepuagax BHIMOJHCHUH HE JaHO JIOTIOJTHHUTEIBHBIX MOPYYCHHH W MaTepHallbl He BO3BpAICHBI Ha
OpabOTKYy.
7. A3roToBjieHNe U UCNOJIb30BAHUE MeYaTeil U TAMIIOB
7.1 MAJIOY «Jlerckmii cag Ne 170» nmeer Kpyriayr nedaTb ¢ HAUMEHOBAHHEM YUPEKIACHUS I10
YcTaBy U peKBU3HTaMU JAETCKOTO Cajia, OJIaHKH CO CBOUM HAUMEHOBAHHEM.
7.2  lleuaTh WM3rOTaBIMBAETCS MCKIIIOUUTENBHO B CIY)KEOHBIX Liesx. Pemenue o HeoOXoAMMOCTH
M3TOTOBIICHHS ITeYaTeil M UX KoumdecTBe mpuHUMaeT 3aBenyromas MAJIOY «Jlerckuit cag Nel170».
B ciygae ciayxebHoit HeoOxoaumocTu mo peuieHuto 3aBeayromeit MAJIOY «Jlerckuii cam Nel70»
JIOITYCKAETCsl H3TOTOBJICHUE JIOMOTHUTEIIBHBIX SK3EMILUISPOB ITeYaTeH,
7.3  lleuaTpio 3aBepsIOTCS MOJIMUCH PYKOBOAMTENS, €r0 3aMECTUTENeH, TNIaBHOTO Oyxrairepa, a
TaKK€ JPYTHX JOJDKHOCTHBIX JIMII, KOTOPBIM TPUKA30M YUIPEKACHHS WIA JOBEPEHHOCTHIO
MIPEIOCTABIIEHBI COOTBETCTBYIOIINE MTOJIHOMOYHSI.
7.4 Yyer umeronuxcs B MAJIOY «/lerckuii cax Nel70y» meuaTeid u mITaMIioB BEIET CEKPETaph H
(unn) NUII0, OTBETCTBEHHOE 32 BEJCHHE JICJIONPOU3BOJICTBA B YUPEXKACHUH, B XKypHAJIE ydeTa rneyareit
Y MITAMIIOB C IMPOCTABJICHUEM UX OTTHCKOB (JIUCTBHI KypHAJIA y4eTa IeyaTei v IMTaMIIOB HyMEPYyIOTCS,
MIPOLITHYPOBBIBAIOTCS U 3aBEPSIOTCS MIEYATHIO).
7.5  TleyaTu u mTaMIbl XPaHATCS B HAJICHKHO 3AMMUPAIOIINXCS MIKadax.
Brigaua mevareld ¥ mrTamMmnoB paOOTHUKAM, MEPCOHATBHO OTBETCTBEHHBIM 33 MX HCIOJB30BaHUE U
XpaHEHUE, OCYIIECTBISICTCS MO/ POCIIUCH B )KYpHAJIE ydeTa Mevyareid U MITaMITOB.
OTBETCTBEHHOCTh 32 3aKOHHOCTh MCIOJb30BAaHUS U HAJICKHOCTh XPAaHEHUs MeyaTeil Bo3jaraeTcs Ha
3apenyromryto MAJIOVY «Jlerckwuit cag Nol70.
8. Opranusanusi J0KYMEHTOB B 1eJIONPOU3BOACTBE
8.1. Homenxknamypa oen
8.1.1 Opranuzanusi JOKyMEHTOB B JIEIOMPOU3BOJICTBE MPEACTABISAET CO0O0I COBOKYMHOCTH BHJIOB
pabot, oOecreynBarOMIUX COXPAaHHOCTh, YYET, CHCTEMATHU3alUI0 TOKYMEHTOB, (OPMHpPOBAHHE U
odopmileHHe IeT B AETONPOU3BOACTBE, U HX Mepeaady B apXUB B COOTBETCTBUH C YCTAaHOBICHHBIMU
TpeOOBAHUSIMU.
OcHoBHBIMU BUAaMH pabOT, 00eCIeYMBAIONIMMHI TMPABUIBHYIO OpPraHU3alui0 JOKYMEHTOB B
JIeJIONPOU3BO/ICTBE, ABJISAIOTCS COCTABJIEHUE HOMEHKJIATYpPHI Je]1 U opopmIIeHuE Aedl.
8.1.2 HomeHnknatypa Je1 - CHCTEMaTH3MPOBAHHBIA TMEpPEUYECHb 3arojIOBKOB (HAUMEHOBAHHI) el
MAJIOY Ne 170 ¢ ykazaHuEM CPOKOB MIX XpaHCHHUS.
Homenknatypa nen mpenHasHaueHa JUisl OpraHU3aIl[MM TPYNIHPOBKU HCIOIHEHHBIX JOKYMEHTOB B
JieNia, CUCTeMAaTH3allud W ydeTa Jell, ONPEICICHUSI CPOKOB UX XPAHCHUS W SBIIICTCS OCHOBOH ISt
COCTaBJICHHSI OTHCEH Je MOCTOSTHHOTO U BpeMeHHOTo (cBbImie 10 JeT) XpaHeHwus, a TakkKe JUIs yueTra
1elt BpeMeHHOTro (710 10 j1eT BKIIOYUTENbHO) XpaHeHUS!.
8.1.3 [Ilpu cocTtaBieHUM HOMEHKIATYpbI Jiesl pyKOBOACTBYIOTCS YcrtaBoM MAJIOV «Jlerckuit caj
Nel70y, monoxenusiMu o paznuanoit aestensHoctn MAJIOY «Jletckuii caq Nel70y», ero ciyxo0ax,
IITAaTHBIM pAcClUCaHUEM, TUIAaHAMU W OTYeTaMH O padoTe, MEPeyHSIMH JOKYMEHTOB C YyKa3aHUEM
CPOKOB UX XpaHeHwus. M3ydaroTcsi mokyMeHThI, oOpasyromuecs B nestenbHoctd MAJIOY «/lerckuit
can Nel70», ux BUIBI, COCTaB U COEpKAHUE.
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8.1.4 BHOBBH Ha3HAYCHHBIE OTBETCTBEHHBIMHU 3a BefieHHe nenonpousBoactBa MAJIOY «Jlerckwii can
Nol170» o0si3aHBI B MECSTYHBIM CPOK pa3padOTaTh HOMEHKJIATYPY €] M MPEJICTaBUTh €€ 3aBeayIomen
MAJIOY «/lerckuii cag No170x.
8.1.5 B MAJIOY « J[erckuit cag Nel70» cocTaBistoTCS HOMEHKJIATYPHI AT KaKIOW CIYKOBI U
CBOJHAsi HOMEHKJIATypa Jel.
8.1.6 Csoanas Homenkiatypa aen MAJIOY «Jlerckuii cag Nel70» cocTaBisieTcsi U yTBEp)KIaeTCs
3aBEIYIOLLIHIA.
8.1.7 Tlocne yrBepxkaeHHS CBOJAHOW HOMEHKJIATYphl nen ciy:xk061 MAJIOY «Jlerckumii cag Nel70y»
MOJTYYalOT BBIMMCKH U3 COOTBETCTBYIOIIUX €€ Pa3eIiOB JIJIsl MCTIOJIb30BaHUS B padoTe.
8.1.8 VTBepxkACHHBII AK3EMIUIIP HOMEHKIIATYphl €T SBISETCS JOKYMEHTOM IMOCTOSHHOTO CpOKa
XpaHEHUs ¥ BKIIIOYACTCS B HOMCHKJIATYPY Jied B pasznen "JIokanbHbIe akThI'".
8.1.9 Csoanas nHomenknarypa aen MAJIOY «Jlerckuii cag Nel70» exerogHo yTOYHsETCH,
YTBEPKIAaeTCsl U BBOAUTCS B JeCTBUE ¢ | sTHBaps ClIeIyIOLIEro roja.

8.2. Ilopsaodoxk ogpopmaenus c600HOI HOMEHKAAMYPBL 0€.
8.2.1 Ha3BaHusMu pa3aesioB HOMEHKIATYPBI A€ SBJISIOTCS Ha3BaHUS CTPYKTYPHBIX MOJIpa3eliCHUH.
B cBomgHON HOMEHKJAType Jied paslieibl pacrhojarailoTcs B COOTBETCTBHHM C YTBEP)KICHHOU
opraam3anoHHou cTpykrypoit MAJIOY «/lerckuii cam Nel70y.
8.2.2 B HOMEHKIATypy el BKJIIOYAIOTCS 3arojOBKH JeJ, OTPaKalllhe BCE TOKYMEHTUPYEMbIE
y4acTKu paboThl. B HOMEHKIATYpy J1e] He BKIIFOUAIOTCS IEPUOIUUECKUE U3TaHMUS.
8.2.3 TI'padpl CcBOAHON HOMEHKIATYphl JeNl 3aloJIHAIOTCS cleaylommMm obpasoMm. B rpade
MPOCTABJISIETCSl HMHJACKC JeNla, BKIIYEHHOr0 B HOMEHKiIarypy. WHAekc nema COCTOMT U3
YCTaHOBJICHHOTO YCIIOBHOTO IU(POBOro 0O0O3HAYEHHUS W IMOPSIKOBOIO HOMEpa 3arojioBKa Jiena Io
HOMEHKJIAType JAHHOM CIIy>KOBI.
8.2.4 Unpekc nena mnumercs apabckumu tubpamu, nHamnpumep: 01-05, rme 01 — ycnmoBHoe
obo3nauenne ciyx061 MAJIOY, 05 - mopsakoBelii HOMEp 3arojioBKa Jelia M0 HOMEHKJIAType JTaHHOK
ciyxObl. B HOMeHKIIaType Jien peKOMEHIYeTCs COXPAaHATh OJUHAKOBBIE MHAEKCHI JJISI OJHOPOIHBIX
JIeNT B pefienax pa3HbIX ciyx0. [Jist mepexoasmux Aesl MHIEKC COXPaHsSIETCs.
8.2.5 3arojoBOK Jena JOJDKEH YeTKOo, B 0000IIeHHOH (hopMe oTpakaTh OCHOBHOE COJIEPIKAHHE
COCTaB JOKyMEHTOB geina. He momyckaercs ymoTpeOjeHHME B 3arojioBKe Jeia HEKOHKPETHBIX
dbopmynupoBok ("pa3Hble MaTepuanbl", "oOmas mepemnucka' W T. 1.), a TaKKE BBOJHBIX CIOB U
CJIOKHBIX 000POTOB.
8.2.6 B 3aronoBkax Jen, coAepXKallUX JOKYMEHTHl MO OJHOMY BOINPOCY, HO HE CBS3aHHBIX
MIOCJIEI0BATENBHOCTHIO UCIIONIHEHUS, B KAUECTBE BH/IA JIeNla YHOTpeOseTcsl TEpMUH "TOKYMEHTHI", a B
KOHIIE 3ar0oJIOBKa B CKOOKaX yKa3bIBaIOTCS OCHOBHBIE PA3HOBUAHOCTH JOKYMEHTOB, KOTOPBIE JTOJKHBI
ObITh CTPYIIMPOBAHbI B Jefie (MJIaHbl, CHOUCKU, AOKIAABI U T. 1.), Hanpumep: "JIoKyMeHTHl O
MPOBEJICHUHN TeMAaTUYECKUX MPOBepoK" (TUIaHbl, rpaduKu, CIIpaBKH).
8.2.7 B 3aroioBkax JieJ, COJIEPKAIINX MEPEIHCKY, YKa3bIBACTCS, C KEM U 110 KaKOMY BOIIPOCY OHA
BEJETCS.
8.2.8 Tlpu mepenucke ¢ OJJHOPOTHBIMHA KOPPECIIOHACHTAMH ITOCIICTHUE HE YKa3bIBAIOTCS,  THIIETCS
ux obiee BuaoBOe Ha3BaHue, Harpumep: "[lepenucka MAJIOY «/lerckuit cax Nel70» ¢ apXuBHBIMU
yUpeXJIEeHUsMHU ropoja...",
8.2.9 B 3aromoBkax e, CoJepKalliX MEePenucKy ¢ pa3HOPOIHBIMU KOPPECIOHIEHTaMH, TTOCTIEAHHE
He nepeuncisitores, Hanpumep: "llepernmcka mo xomruiekroBanuio MAJIOY «Jlerckuit cam Nel70»
MOJIOJIBIMH CHEIUATUCTaMu".
8.2.10 B 3aroyioBke jenia Ha3bIBa€TCS KOHKPETHBINH KOPPECIIOHICHT, €CITH MIEPENUCcKa BEACTCS TOIBKO
C HUM. B 3aromoBkax [en, coAepKalluX IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBaeTCs
nepuoy (KBapTal, MoJyroaue, ron), "Ha" win "3a" KOTOpbI cOCTaBIEHBI MJIaHbI (OTYETHI), HAIIPUMED:
"T'omoBoit craructuueckuit otdet o aesareabHocTH MAJIOY «Jlerckuii camg Nel70» (@ 85-K) B otmen
oOpazoBanus".
8.2.11 B rpade 3 yka3bIBaroTCsl CpPOK XpaHEHHUs Jea.
8.2.12 B rpade 4 yka3pIBarOTCsI OTBETCTBEHHBIE U MECTO 32 XpaHEHHE eIl
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8.2.13 Ecnmu B TeueHWE TroJa BO3HUKAIOT HOBBIE JIOKYMEHTHPOBAHHBIE Y4YacTKH palOThl, He
MPEyCMOTPCHHBIE HOMEHKJIATYPOH €N, TO OHM BHOCSATCS B HOMEHKIATYPY HOMOJHHUTEIbHO. Jlis
BHOBb 3aBOJIUMBIX JIeT B KQXKJIOM pa3/ielic HOMEHKIIATypPhl OCTaBJISIOTCS pe3epPBHBIC HOMEPa, KOTOPhIS
UM MPUCBAUBAIOTCSI.
8.2.14 Tlo oxOHYaHUU TOAa B HOMEHKJIATYPY /€] BHOCST UTOTOBYIO 3aITUCh O KOJMYECTBE 3aBEICHHBIX
nen (TOMOB).

8.3. @opmuposeanue u ogpopmnenue oen
8.3.1 dopmupoBaHuE I — 3TO MPOLEAypa TPYHITHPOBKH HCIOJHEHHBIX TOKYMEHTOB B Jielia B
COOTBETCTBHUM C YTBEPKICHHOW HOMEHKJIATYpPOH Jel W OJHOBPEMEHHO — CHCTEMaTH3alluu
JOKYMEHTOB BHYTPH JI€Ja.
8.3.2 Jlena popmupyroTCs, KaK MPaBHUIIO, JEIEHTPATH30BAHO, T. €. B CITy)K0ax.
8.3.3 HcnonHeHHBIE TOKYMEHTHI JOJDKHBI B S5-IHEBBIH CPOK CIaBaThCs HCIOJHUTEIEM B MECTa MX
MIOCTOSIHHOTO XpaHeHus JJisi popMupoBanus B nena. [Ipu caade mokymMeHTa Ha JMIEBOM CTOPOHE €ro
MIEPBOI CTPAHUIIBI UCTIOIHUTEIb CTABUT OTMETKY O TIOMEIICHUH JIOKYyMEHTA B COOTBETCTBYIOIIEE JIEIIO,
nanpumep: "B meno Ne01l-05", 3aBepsier ee moammchro. Jlamee mpocTaBisieTcs jJara TOMEIICHHS
JOKYMEHTAa B JIEJIO.
8.3.4 OOmmit KOHTPOJIH 3a MPABWIBHBIM (POPMHUPOBAHUEM JEIT OCYIISCTBIIICTCS OTBETCTBEHHBIMHU 32
nenorpon3BoictTBO MAJIOVY «Jlerckmii cam Nel70.
8.3.5 Ilpu dhopmupoBarmu nei1 HEOOXOIUMO COOIOATH CICAYIONINE MPaBUIIa;
1) pa3pemiaercsi momMenaTh B JEJI0 TOJIBKO MCIIOJHEHHBIC JOKYMEHTBI B COOTBETCTBUU C 3aroJIOBKaMH
JIeTT TI0 HOMEHKJIaType;
2) JoIycKaeTcsi TPYNIUPOBaTh B IO JOKYMEHTBI OJHOTO KAJICHAAPHOTO Toja (32 HMCKIYCHUEM
MePEXOIAIIUX J1e7);
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