MyHHIHNA/IBHOE 010/ZKeTHOE JJ0IIK0/ILHOoe 00pa3oBaTe/IbHOE YUpeK/IeHHe
«/lereknii caa Ne 192 koMOHHHPOBAHHOIO BH/IA»
Hogo - CagunoBckoro paiiona r. Kazann
(MBJ1IOY «Jlerckuii cajp No 192»)
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1.
1.1. Hacrosmas MHCTpyKIMK No BeJGHUIO JEI0NPOMU3BOCTRA __k_'EQQMﬁeTCKnﬁ cang No 192y
paspaborana B UEAAX  PAUMOHIBHOH  OpraHu3alMi  JA0KYMEHTAlHOHHOTO  obecneucHus
aearensHocty MBJIOV «Jletckuit can Ne 192y, a Takke crpororo cobliiiojieHus JeHCTBYIONIMX
HOPMATHBHBIX JIOKYMEHTOB B cepe JoKyMeHTalmn u uudopmaumu (aanee - Mucrpykums).

1.2. Muctpykums cocrasiaena B coorBercteun ¢ ['OCT P 7.0.97 - 2016 or 01.07.2018
Haumonanensiii  cranpapt Poccuiickoit ®enepauun. Cucrema craHaaprtoB 1o MH(popMaiuu,
OubanoreuHomMy M u3aarenbekomy aeny. OpraHu3alMOHHO-PACTIOPSAMTEIbHAS JJOKYMEHTALUS.
Tpebosanus k opopmaenuto gokymentor" (yre. Ilpukasom I'occranaapra or 08.12.2016 N 2004-
CT);

1.3. Kontponb Beaenus npenonpouspojctea B MBJIOY «Jlerckuit can Ne 192» ocyumecrpiser
saejiyrounit MBJIOY «Jlerckuit can Ne 192y, koTopbli laeT yKasaHust 110 BONPOCaM OpraHu3aiiim
M BEJICHMA JIeJIONPOU3BOJACTBA, 00f3aTeNbHbIC A8 MCNOJHCHHS BCeMM ciyxbamu, rposepser
COCTOSIHUE JICNIONPOU3BOJICTBA M OCYIIECTRIsieT 00yyeHHe pabOTHUKOB, OTBETCTBEHHBIX 3a €ro
BEJIEHHE.

1.4, OTBETCTBEHHOCTh 3a OPraHW3alvIo JICNONPOU3BO/ACTBA, CBOECBPEMEHHOE M KA4€CTBEHHOE
MCITOJIHEHHME JIOKYMEHTOB, MX COXPaHHOCTb Bo3Jjaraetcs Ha saseaytouyto MbJIOY «/lerckuit can
No 192,

1.5. Henocpencreennoe Bejaenue jaenonpoussojactea B ciyxdax MBJIOVY «Jlerckuii cag Ne 192»
BO3JIaraeTcss Ha COTPY/JHMKOB, Ha3HAYeHHBIX OTBETCTBEHHLIMH 3a 9Ty paboTy, KOTOpble
00eCcneunBalOT y4yeT M IMPOXOK/IECHUE .JIOKYMEHTOB B YCTAHOBJICHHBIC CPOKH. MHPOPMHUPYIOT
PYKOBOTICTBO O KAQYeCTBE WX MCIOJIHEHHUS, 3HAKOMAT COTPYAHMKOB € HOPMATHBHBIMH M
METO/IMYECKMMH JIOKYMEHTaMH N0 JeJI0MPOU3BO/ICTRY.

1.6. PaboTHMKKM, Ha3HAYEHHBIE OTBETCTBEHHBIMM 33  BEJICHWE  JICJIONPOM3BOJACTBA,  HECYT
OTBETCTBEHHOCTb 3@ BbINOJIHEHHE TpeOoBaHWi HacTosweid MHCTpYKUMH, 338  COXPaHHOCTb
HAXO/WILUMXCH Y HUX CAYKEOHBIX J0KYMeHTOB. OO yTpaTe TOKYMEHTOB HEME/UICHHO JOK/Ia/1bIBAIOT
sapeaytouiemy MBJIOV «Jletckuii cag No 192y,

1.7. Ilpn yxoae paboTHMKa, OTBETCTBEHHOIO 3a BE/ACHHE JICJIONPOM3BOJICTBA, B OTIYCK UMEIOLILMECH
Y HEro JOKYMCHTBI 110 yKkaszanuto zaseaytouero MbJIOY «Jlerckuii can Ne 192» nepepatorcs
JpYromy pabOTHHKY, KOTOPbIA 00s3aH NMPUHATL MEPhl K MX CBOEBPEMEHHOMY HCMoIHeHHio. [lpu
YBOJIbLHEHHH MJIH TEPEMCIICHUU OTBETCTBEHHOTO 3a BEJIGHWE JEI0MNPOU3BOJICTBA TIPOU3BOIUTCS
nepejava Jes U I0KyMEHTOB, 0 4E€M COCTABJIAETCA NPUEMO-CAATOUHDBIH aKT, KOTOPBIH YTBEPK,1aeTcs
3aBe/IYIOIIUM.

1.8. Mucrpykums pacrnpocTpaHsercs Kak Ha TPaJMIMOHHOE JIC/IONPOM3BOJICTBO, TaKk M Ha
OpraHu3aLmrio paboTsl ¢ JJOKYMEHTaMH, CO3/laBaeMbIMU cpecTeamMu DBT.



2. JlokymeHTBI, HEOOXO0AMMbIe TIPH YIPAaBJICHHH MBJIOY «/lercknii caa Ne 192».
2.1. Tlpu NOAroToBKe, COTJIACOBAHMM, MMOANUCAHMK H YTBEPIKIEHUM JOKYMEHTOB HEOOXO01HMO
cobmonars TpeboBanus, obecreunBalolne IOPHIMICCKYIO CHITY JIOKYMEHTOB M BO3MOXHOCThH MX
06paBbOTKM ¢ UCTIONB3OBAHHEM CPEICTB DJICKTPOHHO-BRIMHCANTC bHOM TEXHHKH.
22, CocraB JOKYMEHTOB, O00pasylommxes B [pouecce  JIesTelbHOCTH, onpeJieniseTes:  ero
KomreTeHieil W PYHKUMSAMH: KPYroM  YIpaBJICHYCCKHUX JCHCTBHIA, TOPSIKOM paspelieHus
BOMPOCOB  (€MHOHAYANIBHBI  MIIH KOJIJIErMAJIbHBIi);  XapakTepoM  B3aUMOJICHCTBUA  MCHILY
06pa3oBaTe/IbHBIMU YUPEKACHUAMU H JIPYTHMH OpraHu3aliisaMu. B cocras pokymentos MbJIOY
«Jlerckwnii caa Ne 192» Bxost:
- OpraHM3alMOHHBIC JIOKYMeHTbI (Y CTaB, JI0roBopbl 06 o6pazopanuu, KoJieKTHBHBIH 10r0BOP,
[MososkeHus 0 cykOax M pasinIHOM AeSTeIbHOCTH, 0IKHOCTHBIC MHCTPYKILHH COTPY/IHUKOB
[WITATHOE PACMIACAHHUE, IPABUIA BHYTPEHHETO TPYI0BOTO PaclopA/Ka, TPYA0BbIC JIOTOBOPBI U 1P.),
- pacnopsaMTebHbIe JOKYMEHThI (PUKA3hl, MHCTPYKIAH, PACTIOPAMEHIA 1 T. i),
- WH(OPMAILMOHHO-CIIPABOUHBIE 1OKYMEHTBI (IIPOTOKOJIBI, TL/IAHbI, OTHETBI, CTPABKH, aKThl,
NOKNa/HbIe 1 00bACHUTENbHbIC 3@¥MCKH, MUCbMA, TCACTPaMMBbl H TeeOHOrpaMMBbl M JIp.).
2.3, JIOKYMEHTBI, KaK MpaBiio, ohopMisioTes Ha Oankax MBJIOY «Jlerckuit cag Ne 192»
coorsercreytomx FOCT P 7.0.97 - 2016, conepxar YCTaHOBJIEHHbBIH KOMILIEKT 003aTC/IbHbIX
PEKBH3MTOB MPH COOTBETCTBYIOLLEM HX PACHOJIOKECHHN.

3. OcoGeHHOCTH MOATOTOBKH H 0hopMIIeHH T OT/IEALHBIX BHI0B T0KYMEHTOB
3.1. Ilpuxas
3.1.1. Tlpukas - npaBoBoii akT, W3/1aBacMmbiii sageaytouit MBJIOY «Jletckuii can Ne 192». On

BCTYNAET B CHIJY C MOMEHTA MOJANMCAHUs 3aBEYIOLICH, €CIM B TCKCTE HE YKA3aHO JPYroro cpoka.
[TojinMcanHblil pUKa3 PErHCTPUPYETCA.

[Mpukasamu oOPMIISIIOTCS PEllIEHHs HOPMATHBHOTO XapakTepa 110 BONpocam OpraHu3aLmm
[IaHAPOBAHHS, OTYETHOCTH, YUeOHO-BOCTIMTATE/ILHOIO Npotecea, AeueOHO-NPOPHUIAKTHUECKUX
MEPOTIPUATHH, PU3HUECKOTO PAa3BUTHA, (PHHAHCOBO-XO3 MCTBEHHOM JIEATENILHOCTH,
BHELHEYKOHOMUUECKOH J1ETEILHOCTH, @ TAKIKE 10 ONEPaTHBHBIM, OPraHN3allMOHHBIM, KaJIPOBLIM 1
JIPYTUM BONIPOCaM BHYTpeHHel paboThl MBJIOY «Jletckuii can No 192».

[TpoeKThl IPUKA30B MOArOTABIMBAIOT PADOTHHKH, HA3HAUCHHBIC OTBETCTBEHHBIMH 32 BEJICHHE
JENONPOM3BO/ICTBA HA OCHOBAHMW MOPYUCHHA 3aBC/LYIOIETO A1b0 B MHULLMATUBHOM MOPSAJIKC.
[TpoeKTH NPUKA30B 110 Ka/IPOBBIM, HOPMATHBHBIM, ONICPATUBHLIM, OpraH13aLMOHHBIM BOTIPOCaM
paspabaTbiBaeT 3aBeLyHOIIMIA; 0 OCHOBHOM JIEATEILHOCTH (yueGHo-BoCIIMTaTE IbHBIH IpoLECe) -
craplinii BOCIIMTATE/b] 110 (MHAHCOBO-XO3AHCTBEHHOMN JCATEIBHOCTH - 3aMECTHTEITB 3aBe/1ylolIeH
1O aJMHUHHCTPATUBHO-X03AHCTBEHHOI paboTe; 0 3a4NCICHUN M OTYUC/ICHHN BOCTIMTAHHUKOB. TI0
oxpaue Tpyaa - saseytoumii MBJIOY «Jletckuii cai No 192»; no MeAMLMHCKOMY 00CIYKHBAHUIO
M OprafiM3aliiy NUTaHKus - cTapiias Me/IRIHHCKas cecTpa.

3.1.2. JlaToi npuKasa ABiseTCA jJaTta ero nojarnvucanms. Jlara Jo0KymMeHTa 3anMchiBacTCs B
[0C/ICI0BATEILHOCTH: JIEHb MECANA, MECSLL, TO/L OIHAM W3 JIBYX CI10COO0B:

- apabekumu Ludpamu, pasaeneHHbIMH TOUKOI: 05.06.2016;

- CI0BECHO-IMGPOBLIM CTIOCODOM, HANPUMEP: 5 UIOHS 2016 .

3.13. TlprKaskl 0 OCHOBHO# (aAMUHHCTPATHBHOMN U (puHAHCOBO-XO3AHCTBEHHOH) ACATEILHOCTH,
110 IMYHOMY COCTaBY, O 3a4HC/ICHHH M OTYHCIICHHH BOCTTUTAHHUKOB, hopMUpYIOTCS U HYMEPYIOTCH
OT/IEJILHO B MPejeaax KaJCHIapHOro roja.

3.1.4. Konuu npukasoB WM UX Pa3MHOKEHHBIC YK3EMILIAPbI 3aBEPALOT NCHATHIO MbJ10Y
«JleTckuit can Ne 1925 1 HanpaBAAIOT MO aj[pecam B COOTBETCTBAM ¢ yKa3aTe/leM PacchblIKH,
KOTOPBIA COCTABIACT M MO/ITUCIBACT MCHOTHUTED.

3.1.5. TlpuKa3 uMeeT CIeAYIOLME PEKBU3UTDI

- HAUMEHOBAHHE YUPEHKICHUS]

- CNPaBOYHbIC IaHHBIE 00 YUPEKACHUH,



- HAMMEHOBaHWE BU/A JIOKYMEHTA;

- Jary W HOMEp JIOKyMEeHTa;

- 3aroJIOBOK K JIOKYMEHTY;

- TEKCT JJOKYMEHTA;

- TMOMMUCH; - BU3BI; - OTMETKY O MPHIIOKCHUH.

316, HauMeHOBaHME AETCKOTO Ca/ia YKa3biBAeTCs B MOJIHOM M COKpaleHHOIi (opme -
MyHumnanbHoe 610 HKeTHOE JI0LIKOIbHOE 00pa3oBaTe/ibHOe yHPEeHkICHHE «Jlerckuii cag Ne 192
komGuHKpoBanHOro Buay Hoso - CaBunosckoro paitona r. Kasanu, MBJIOV «/letckuii can
No192». [NeyaTatoT LEHTPUPOBAHHBIM CIOCOOOM (HA4aI0 U KOHEN KazK 101 CTPOKHM PEKBU3UTA PABHO
y/laJieHbl OT TPAaHKLL 30HbI PACTIONOKEHHS PEKBU3UTOB).

3.1.7. Haumenosanue Buaa aokymenTa - "llpukas” (nocie Homepa rnpukasa ucnojib30Barh JuTep
rpr o(hOPMIIEHMM NPHKA30B 110 JIMYHOMY COCTaBy B padoTe HCHONb3YIOT YHUPULMPOBAHHBIC
dopmbl, yreepxennble [Toctanosienuem I'ockoMeTaToM Poccun ot 05.01.2004 Ne 1 « O6
yTBEPHAKIEHHH (OPM TIEPBUYHON ZHETHOH JIOKYMEHTALIMH 110 YHETY TPYAA 1 €ro OMIATL) COTIACHO
MepevHIO:

Homep [Hanmenosanue Gpopmbl dopm
aT
T-1 [Ipuka3 (pacnopsxenue) o npueme paboTHMKa Ha paboTy A4
T-1a | prKa3 (pacropskenue) o nnpueme paboTHUKOB Ha paboTy A4
T-2  Uluunas kaprouka pabOTHHKA ) 2A4 |
1-3 LLITarHOE pacnucaHue A4
T-5 | pukas (pacriopskeHie) o repesojie paboTHHKa Ha ApYryio paboty A4
T-5a  |lpuka3 (pacniopsxkeHue) o nepeBojie paboTHUKOB Ha PYryto paboty A4
T-6 [Mpukas (pacrnopsaKeHue) 0 NPeI0CTABICHUH OTNYCKA pabOTHHKY A4
T-6a  [[Tpukas (pacnopskeHue) o MpeJlocTaBIeHuH OTITycKa paboTHHKaM A4
T-7  |[I'paduk ornyckos ) ) A4
T-8 [puka3 (pacnopsikeHne) o NpeKpaleHnu JIeHCTBIA TPY/10BOI0 10roBopa A4
(KOHTDAKTA) ¢ DA0OTHUKOM
T-8a  [[Ipuka3 (pacriopskeHHe) O NpeKpalieH|n IeHCTBUSA TPYI0BOrO JI0r0BOpa A4
(koHTPAKTA) ¢ DADOTHUKAMU
T-9 [1puka3s (pacrnopsiskeHue) o HanpasjieHni paboTHUKA B KOMAaHAWPOBKY Ad
T-9a  [[Ipukas (pacrniopskeHue) 0 HanpapjeHuH pabOTHUKOB B KOMAHIMPOBKY A4
T-10a |CnyxebGnoe 3a1aHue /U1 HANPABJICHHSA B KOMAH/JAUPOBKY M OTYET O €ro Ad
T-11 [ Ipukas (pacnopskeHue) o nootpeHnn paboTHuka A4
T-11a" |[1puka3s (pacnopsizkeHue) O NOOLIpeHnH paboTHUKOB A4

- 10 (PMHAHCOBOW JEATENLHOCTH, MO OCHOBHOH JEATCIBHOCTH, MO BOCHHTAHHHKAM (netam), no
MPEIOCTABICHUIO JIONOHUTEIBHBIX [LUIATHBIX YCIYT MCHOJb30BaTh JIHTEPbl «Dx», «O», «]Jl», «
JUTY» cooTBETCTBEHHO.

3.1.8. 3aro/IOBOK JIOJKEH KPaTKO M TOMHO OTPakKaTh COAEp/KaHME TEKCTa IpuKa3a. 3arojloBok,
kak rnpaBuno, (OpMYIMpyeTcs B MpeUlokHOM najexke, Hanpumep: "O Boiruiate paboTHHKaM
yupexieHus...".

3aronook nedaraor wpudrom, Oe3 abd3zauHoro oreryna, pacriojaras Ha CTpaHHUC B JICBOM
BEpXHeM YIJly. 3aroJoBOK, COCTOALIMH U3 BYX W Dojiee CTPOK, pacroliaraloT Ha CTpaHHIEe 1epes
OJIMH MEKCTPOUHBIH nHTepBa. TouKy B KOHLE 3ar0lOBKa HE CTABAT.

3.1.9. TekcT OTACAAETCS OT 3arojioBKa JBYMS-TPEMs MEKCTPOUHBIMH HHTEPBAIAMM, NCHATACTCS



14.13,12 KerjieM uepe3 OJMHAPHBIH MHTEPBAll TEKCTOBOTO MNOJS W BbIPABHUBACTCA no Jjesoi u
npaeoii rpanniam Tekctosoro noss. Iepsas cTpoka ab3aua naunHaercs Ha paccrosuun 1,25 cm or
JIEBOMH IPaAHMIBI TEKCTOBOTO MOJIS.
TekeT npuKasa MOXKeT COCTOATh W3 JIBYX YacTen: KOHCTAaTHpYIOLIEi (1peamOyibl) U
pacropsiIMTeIbHOM.
B koHCTATUPYIOIEH HacTH KPATKO M3J1araloTcs LElH H 3a/1atH, (axrbl ¥ cOOBITHA, MOCITYHKUBILIME
ocHOBaHMeM U8 M3JaHMs npukaza. OHa MOKET HauyMHATBCA  CIIOBAMH "B mensax..". "B
coorsercTBun...”. "Bo wucnonnenwme.." w 1. A. Ecau npukas uzgaetcs Ha OCHOBAHMM JIpyroro
JOKYMEHTa, TO B KOHCTATHPYIOUIEH 4aCTH YKa3biBAlOT HAMMCHOBAHHME OHTOTO JIOKYMCHTA B
TBOPHUTEIBHOM MMAJEKE, €0 JIaTy, HOMEP H 3aI'0JI0BOK.
B oT/ebHBIX CAYUAsX KOHCTATUPYHOLIEH YacTH MOMKET MPEALIECTBOBATH npeamOyna U3 OJHOrO -
JBYX MpEAOKEHHI, B KpaTKO# dopme oTpaskatolas CyTh npukasa, Ho npu 5TOM HE Jy0aupyrolias
ero 3arojoBok. OGBYHO npeamOyly HCIHOJNB3YIOT JUls TOro, YTOObI YNPOCTHTH M COKPATHTH
(GopMyIMPOBKY 3ar010BKa.
PacrniopsauTenbHas  4acTh Siensercs o KOHCTATHpYIOLEH — CIOBOM  MPHKA3biBAIOY.
PacnopsanteibHas vacTh JIOJKHA COJEPKATh TEPEUMCIICHUE  TIPEUITHCHIBACMBIX JiecTBUI €
yKasaHUeM MCTIOJIHUTENA KaKA0rO JIGHCTBUA M CPOKOB MCTIONHEHUs. PacnopaaurenbHas 4acTh
MOKET ObITh pas/e/eHa Ha MYHKThl WM MOAMYHKTbI, KOTOPBIC HYMEpYIOT apabckumu  Ludpamu.
Kaskplii  [YHKT pacropsi/iMTe/IbHOH 4acTH HAaYMHACTCA € yKasaHHsd KOHKPETHOIO NeHCTRHA,
BBIPAKEHHOTO [JIaroJoM B HeompeseneHHo gopme. JleHcTBHA OJHOPOJHONO XapakTepa MOTyT
GbiTh MEpeurcicHbl B OJHOM MNyHKTE. B KauecTBE HCMOAHUTENCH YKa3hlBAlOTCA CAYKObl WK
KOHKPETHBIE 10JKHOCTHBIE JIHLA. [Tocie/iHnit TyHKT pacnopsAMTe/IbHOH YaCTH MOKCET COACpHKATH
CBeJICHUS O CilyKOe WM JIOJDKHOCTHOM JIMIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb MCIIOTHCHHS
rnpukasa.
Ecau npuKkas W3MEHAET, OTMEHACT MM JIOTIOJIHAET paHee W3JaHHbIH JOKYMEHT HIIH Kakoe-To €ro
[0JI0’KEHUE, TO OJIMH U3 MYHKTOB Pacriops/UTEIbHOR YacTH TeKCTa J10JIKCH COIEPKaTh CCLUIKY Ha
OTMEHSAEMBIH JOKYMEHT (MYHKT JIOKYMEHTa) C YKa3aHMEM €ro JlaThl, HOMEpa W 3arojioBKa. Texcr
IMYHKTa HeOOX0MMO HAYMHATL clioBamu "l [pu3HaTL YTPATUBIIMM cumy..."
B npukase 101 MoANKChIO JIOJKHOCTHOIO Jiniia ykasbiBaetes rpug «C npukasom 03HAKOMJIEH(bI)».
C MOCAEYIOLIEH MONUCHIO BCEX JIMLL, YKA3aHHLIX B NPUKa3se.
3110, [MoAnKch BKAKOYACT B ce0s HAMMEHOBAHKE JI0JKHOCTH, MHULMAL! W paMUIIHIO JInLa,
06.1a1a1011er0 NPABOM H3/1aHUs NPHUKA30B, & TAKKE CUIHATYPY (JIMYHYIO NOTIHCh) NOCIIE/HETO.
[IpuKasbl NOATMCHIBACT 3aBE/YIOIINI, @ B €€ OTCYTCTBUE - HCMOJIHAIOLLHH 00513aHHOCTH
zagejytowero MbJIOVY « Jlercknii can Ne 192».
3011, B BBIMMCKE M3 NPHUKA3a COAEPIKATCS BCE PEKBU3UTDLI MPHUKA3a JI0 paCHopsHTE1bHOH
qacT, U3 pacropaauTe bHoii yacti 6epyT ToJIbKO TY HHPOPMAIHIO, KOTOpas HeoOX0aMMa B
KaK/IOM KOHKPETHOM ciiydae. BbINneKy 3aBepAioT NpoCTaBIeHHEM OTMETKH «BEPHO» H MOJIITUCHIO
3aBEPSIOLLEro.

B 3.2. Honoxcenue. llpasuna. Hnempykuyus.
324, Honoscene - TOKYMEHT, YCTAHABIMBAIOUINI CUCTEMHO CBA3AHHBIE MEXK LY CODOI
NPaBMIIa 110 BONPOCAM, OTHECEHHBIM K KOMIIETEHLIMH HECKOJILKUX JIOJIKHOCTHBIX JIMLL UK CITy KO
MBJ10Y
« Jlerckuii cag No192».
322 Ipasuia - NOKYMEHT, 3aKpenIsoniii HopMbl U TpeboBanusi, 00s3aTe/IbHBIE JUIs
BBITOHEHMS 10JDKHOCTHBIMU Jintiamu u ciykbamu MBJIOY « Jletckwuii can Ne192» B nipouecce
NOBCEAHEBHOMN JIeATEILHOCTH.
3.2.3. Hucmpykyus - NOKYMEHT, [IPEANUCHIBAIOIIMK IOPAIOK OCYILECTBICHHA KaKOH- mbo
JEATEILHOCTH WITH TIOPAJIOK TIPUMEHEHHS OT/IC/ILHBIX M0JI07KeHUH HOPMATHBHO-NPABOBBIX aKTOB B
yenosusx ynkunonuposanus MBJIOY « Jlerekuit can Ne192».



3.24. [MojoKeHns, NpaBuia W HMHCTPYKUMH TNPUMCHAIOTCA B KA4CCTBE CaMOCTOSITE/IbHbIX
OpraHu3aLMOHHO-PACTIOPSANTENLHBIX  IOKYMCHTOB. Beejene B ACHCTBME  YKA3aHHbBIX
OpraHU3alMOHHO-PACTIOPAUTENLHBIX  JIOKYMEHTOB ocyllecTBIseTCA € YTBEPKACHMA  HX
sapeayroueit MbJIOY « Jlercknii caj Nel92y».

325 [Topsil0K MOJArOTOBKH NPOCKTA MOJOKEHMs, MPABHIL U MHCTPYKIMI aHanoruyeH oduemy
MOPSAKY NOATOTOBKH IPOEKTOB HOPMATHBHBIX AKTOB.

325 Perienue 0 MOps/IKe TPUHATHS TI0JI0KEHHH, NpaBKIl, MHCTPYKIIMI HaXOJMTCA B BEJICHHH
MBJI0OY « derckuit can Nel92».

3.2.7. Yreepikaehue odopmasercs B popme rpuda YTBEpIKAEHHS WK MYTEM W3/1aHus Nprkasa
00 MX yTBEpK/JACHHUH.

3.2.8. Jlatoii nosioskenus (NIPaBUI. MHCTPYKLMIA) SBIACTCA jara ero yTBCPHACHMA, eclii B
CO/IEPKAHNM JOKYMEHTA OTO HE OrOBApHBACTCA B OT/IC/ILHOM MYHKTC.

32:9. [lonokenue (MpaBuia, WHCTPYKLMs) nevataeTes Ha Onanke YCTAHOBIIEHHO#H  (hOpMBbI
wpudrom Times New Roman Cyg 14-m, 13-m, 12-m Kernem.

3.2.10. [losi0eHUE UMEET CCAYHOUINE PEKBH3UTDL

- HaUMEHOBAHHUE YUPEHKICHHS

- HAUMEHOBAHHE BMJ1A IOKYMECHTA;

- JIATY YTBEPHKACHUA W NPUHATHSA, COIJIACOBAHMUA JIOKYMCHTA,
- 3aroJIOBOK K IOKYMEHTY;

- TEKCT JJOKYMEHTA;

- OTMETKY O NPUIIOKEHUH.

3.2.11. [TpaBuia, MHCTPYKLNA HMEET CACYIOLIUE PCKBH3HTDI:
- HaUMEeHOBaHHUE YUPEKICHHA;

- HAMMEHOBAHHUE BUJA IOKYMEHTA;

- ATy JOKYMEHTA YTBEPIKACHHS, MPUHATHSA U COTJIACOBAHMS I0KYMCHTA,
- HOMEp JIOKYMEHTA:

- 3aroJI0BOK K JJOKYMEHTY;

- TEKCT JOKYMEHTA;

- MOJIITUCH 03HAKOMJIEHHS C JIOKYMEHTOM!

- OTMETKY O NPUI0KEHHH.

32.12. Haumenosanue MBJIOY « Jletckuii can Nel92» ykasbiaerca B NoJHON (opme 1o
Verapy (MyHuimnanbHoe G10/DKeTHOR JIOMKOJIbHOE 00pa3oBaTeIbHOe yIPEkICHHE «Jletckuit caj
No 192 xomGuuuposannoro suga» Hoo - CaBuHOBCKOrO paiioHa . Kasauu, neuaraercs
LeHTpUpoBaHo). B Tekcre nonyckaeres cokpauentioe MBJIOY « Jlerckuii caa Nel192» .

3213, HanmenoBanue Bua 10Kymenta - "Tlonoskenue" - gononnserca npeanorom «O»,
«O0».

3.2.14. Jlara 10KymMeHTa opopMsIeTCs B COOTBETCTBHH € 11 3.1.2.

3.2.15. 3arol0BOK K TEKCTY MOJOKEHUs (POPMYIMPYETCs B MPEIOKHOM MajieKe (OTBEUAET Ha

oripoc "0 uem?"); 3aroJI0BOK K TEKCTY NpaBHil GOPMYIMPYETCs B POAUTEILHOM MaICKe (oTBevaeT
Ha Bompoc "uero?" ); 3aroJIOBOK K TEKCTY MHCTPYKUMH (POPMYJIMPYETCS B POAUTEIRHOM MACHKCE
(oTBevaer Ha Borpoc "Koro?").

3.2.16. TekcT JOKYMEHTA W3jiaraercst OT TPEThero JIMIa ¢IMHCTBEHHOTO MM MHOKECTBEHHOTO
yncna. B TekeTe Menoab3yioT ciosa "nomken”, "cieayer”, "neobxoaumo", "sanpentaercs”, "He
aonyckaercs'.

3.2.17. TekcT J0KyMEHTa OOBIYHO OTKpbIBaeTcs HeGOJbIOH TnpeamOynoil WM pasieiom
"OGLIME NOJOKEHHA, B KOTOPBIX YKasaHbl OCHOBaHMs JUlsi pa3paboTKW JIOKYMEHTa, €ro leib,
061aCTh PUMEHEHHS, OTBETCTBEHHOCTH 38 HAPYHICHWE YCTAHOBJICHHDLIX NpaBuil TEXHOJIOIWI U T.
1.

3.2.18. TekeT A0KyMEHTa MOI0KeHHs (MPaBKIl, UHCTPYKLHK) MOKET ObITh pa3/ielicH Ha IJaBbl.



MyHKTBI M NOANYHKTBL. [1aBbl 10JOKHBI MMETh HazBahus. MX HyMEpYIOT pUMCKMMH HITH apabCcKUMK
undpamu. Hymepaumio myHKTOB W NOAMYHKTOB JOKYMEHTA POM3BOAAT apabCKUMHU g pamu.
3.2.19. Ecin JI0KyMEHT U3MEHSIeT, OTMEHACT MM JIONOJHIET paHee M3/1aHHbIH JOKYMEHT HIIH
ero OTAC/IbHBIC TMOJIOKEHUs, TO ©00 9TOM JIe/laeTcs COOTBETCTBYIOLICE TPUMEYAHHE B
3aKJIIOUHUTEILHOM MMYHKTE.

3.3. Ilpomokon

33.1. lpomokon - NOKYMeHT, GUKCHPYIOIIHIA COJiepiKaHHe COBELIATE/IbHBIX MEPONpPHATHI U
MPHIAIOLIHIH FOPUIMUECKYIO CHITY TIPHHATHIM HA HUX PELUCHHAM.
332 [TpoTOKOJ COCTABASAETCS HA OCHOBAHMK PabOvMX 3anucei. NMPOU3BEJCHHBIX BO BpeEMs

COBEIIAHMIL, a TaKKe pasIM4HBIX NMHCBMEHHBIX MaTepHalloB (TE3MChl JIOKIA/I0B M BBICTYIUICHHH,
CIIpPaBKH, MPOCKTHI peLeHU 1 1p.).

33.3. Besenne sanucu BO Bpems 3aceaaHus, cOOp MarepuasoB W MOArOTOBKA TEKCTa
BO3JIAraeTCsi Ha ceKperaps KOJNJIerHalbHOro OpraHa MM COTPY/JHMKOB, FOTOBMBIIMX BOMNPOCHI K
00CyHIEHHIO. po

3.3.3. TeKeT NpOTOKOIA J0JKEH ObITh MOANOTOBACH HE MO3/HEE YEM HEpPe3 TPH JIHA C MOMCHTA
MPOBEJICHUSA COBEIAHMS.

33.4. [TOoANMHHUKN JIOKYMEHTOB MO BOMPOCAM, PACCMOTPEHHBLIM HA 3aCe/IaHUH, HATIPABJIAKOTCS
JUISl IOJILIMBKK B JICJIO BMECTE € BHIMUCKO M3 NPOTOKOJIA O NPHHATBIX PEIIEHUAX.

33.5. [IpoTokon umeeT ciiejlyrolime peKBU3UTHIL:

- HaUMEeHOBaHHE BUJIA TOKYMEHTA; - JaTy JIOKYMEHTA; - HOMEp JIOKYMEHT4;- 3aroJioBOK K
JIOKYMEHTY;

- TEKCT JIOKYMEHTA;- TOIMUCH;- BU3bIL; - OTMETKY O IPHIIOKCHHH.

3.3.6. [Iporokon neuaraior popmara A 4 wpudrom Times New Roman 14-m, 13 -m,12-m

KEerjieM MU MUIIYT BPYUHYIO.
OdopmiieHne peKBH3UTOB MPOTOKOJIA NPOU3BOANTCA € COONIHOAEHHEM HHUIKECIIEYIOLUMX TIPABHIIL:

33.7. HaumenoBanue aokymenta - "llporokon" - neuaraercss OT rpaHMLbl BEPXHEro MoJis
OaaHka neyaTHbIMU OYKBAMM, NOJTYKUPHBIM PUPTOM.
3.3.8. 3arojIOBOK K TEKCTY [MpPOTOKONA COAEPXKUT Ha3BAHUC TNPOTOKOJBLHOIO MEpPONpUsTHS

(comellanue, 3ace/laHue, coGpaHne) U HAUMCHOBAHHUEC KOJUJICrHallbHOIo OpraHa, pa60Ta KOTOpOIo
HNPOTOKOJINPYETCH. 3aroloBOK B NpOTOKOJE OTJCHACTCH OT NPEAbIAYLICTro PEKBHU3UTA JIByMS
MEKCTPOYHBIMH HHTEpBAJIAMA U pacrnojaracres UEHTPOBAHO OTHOCUTEIIBHO PEKBU3HTOB OnaHka.

3.3.9. Jlara nporokosia oopmIsercs B COOTBETCTBUU ¢ 1. 3.1.2.

3.3.10. TekeT npoToKoaa neyaraercs Yepes 0JIMH MEKCTPOUHBIM UHTEPBAIL.

3.3.11. Kaxaplit pasaen npotokosna Hymepyercs apadcekoi unpoii.

3302, Teker nporokosia, Kak NpaBuio, COCTONUT U3 JIBYX YacTeil - BBOJHONH W OCHOBHOM.

33.13. 7 Bpoamas uacThb TeKCTa  CONCPKHT  CBEJCHMA O  Mpejcejateie, —cekperape,

MPUCYTCTBYIOIMX, NPUTJIALIEHHBIX H O TIOBECTKE JIHS.

Jns nuu, AONOAHWTENBHO MPUIIALIEHHBIX HA COBEllaHMe M3 uucna cotpyaHukos MbBJ1OY
«Jlerckuii eaj Nel92», nomMumo (amMuiInKd ¥ MHULMAJIOB, YKa3bIBAKOT 3aHUMAEMYIO JIOJKHOCTD, a
JUISL CTICHIMATMCTOB U3 IPYTUX OPraHu3aiinii - JI0JKHOCTL M HA3BAHUE OPraHu3aliug.

Cnosa "[loBecTka aHa» pacnonaraioTes LEHTPUPOBAHHO, MOCIE HUX cTaBUTCs ABoeToune. Bonpoco
MOBECTKM JHsA HyMepytoTes. Kaxablii HOBbIH Bonpoc nevaraercs oT 1-ro nojoxenus tadyistopa.
[TocnenoBarebHOCTL  PACMONOKEHNUS  BOTIPOCOB  OMNpE/ICNACTCS  CTEMNEHbD  MX  BAXHOCTH.
dopMyIMpoBKa BONPOCOB TMOBECTKM JAHA HavyuHaercs ¢ npeatoros "o", "o6". Jloknan (oruer,
coo0leHune, HHGopMalus ), HAUMEHOBAHKE JIOJDKHOCTH, HHULIMAILL U haMUIIMIO JOKIIAYMKA MTHIIYT
B poauTeabHoM naaexke. He Bkmtouars B nosecTky aHa nyHKT "Pasnoe". Kaxawiit Bonpoc posmkeH
ObITh  KOHKpeTH3upoBaH. OCHOBHAs 4acTh TEKCTA COCTOMT M3 Pa3/eNioB, COOTBETCTBYIOLLMX
MYHKTaM TIOBECTKM /IHS MPOTOKOJILHOINO MeponpuaThs. TekeT Kakaoro pasjelia usjlaraior B
nocneaosarenbiocty "Caywanu - Boicrynuau - Tocranosunu (Pemnan)”. DTu ciosa nevararor



NPOMMCHBIMU OYKBaMH.

33.14. Tlepen ciosom "Ciywanu" CTaBUTCA HOMEp BOMpoca MOBECTKH  HA. NOC/EAHEro -
asoetoure. PaMuins JAOKITaAUMKa TevaTaeTcss B WMEHMTEIBLHOM Maaexe oT 1-ro noJjoxeHus
neuaraiolero ycrpoiictea. Ilocie Gamuiun CTaBATCS WHULMAIB, 3aTEM JIBOCTOUME, KaBBIMKM 1
[UIIeTes cojlepiKanue A0kana B opme npsamMoii peum, KaBbliuKu. OCHOBHOE COJIEpHKAHUE JIOKIAJIOB
M BBICTYIUIGHMH H3/1araetcs B TEKCTE MPOTOKOJA TE3UCHO. [loHblE TEKCThl BBICTYMJICHHH
(JIOKJaJI0B), 3aBEpPeHHbIe TOMKCBIO COOTBETCTBYIOLIMX JIMILL, NpHIAraloTes K- HPOTOKOY. B
MoclieiHEM cllyyae B TPOTOKOJIC JIeNaeTes CHOCKA! "TekcT BBICTYNIEHMsi mnpunaraercs” (B
MpoToKoJe 63 KaBbIUueK).

OGCYKIEHHIO JIOKJIaZia MOTYT TPEIIeCTBOBATL BONPOCHl K JIOKJIAQLYHKY, KOTOPhIC BMECTE €
oteetamu Bkmouator B paszaen "Caywanu". llepen 3anuchio Kaxaoro BONpoca yKasblBAOTCH
MHULMAABL, (PAMUIMA W JIOJDKHOCTH €r0 aBropa M CTaBUTCA JIBOCTOMMC. Cozepxanue Bornpoca
sancbiBaeres B Gopme npamoil peun. Tlepen GopmyinpoBKOii oTBeTa MUIICTCS CIOBO "Otser (B
NPOTOKOJIe O3 KAaBBIUEK), CTABUTCH JIBOCTOUHE M 3aMMCHIBACTCH OTBET B (hopme npsmMoi peun B
KaBbIYKaX. o

Xoj obcyxkjieHust [JOK/aja oTpaxaercs B pas/elie "Bepicrynuiu”. Tlocne cioBa "BblCTYHHIN"
crapuTes  aBoeToure. MaMMIMIO BBHICTYNAIOUEr0 MUINYT B HUMEHUTENBHOM majexe ot [-ro
MOJOKEHHs  MevaTalouero  yCTpoicTBa, 3areM  yKashiBalOTCA  MHULMAIBL W JIOJIKHOCTD
BBICTYTIAIONIETO, CTABUTCA THPE M CO CTPOUHOM OYKBbI 1EYATACTCA COJICPIKAHUC BBHICTYILICHHA B
(popMe KOCBEHHOM peuH.

[MpunsTbie pemenus coaepikarcs B pasaene "lNocranosuan (Pemnan)”. Ecin peleHni HECKOTLKO,
OHU HyMmepyloTes apabekumu undpamn ¢ Toukoi. Kax/oe petieHne conpoBokaaeTes yKasaHHem
JIOJKHOCTH, (paMUIMK U MHUIHAJIOB OTBETCTBEHHOTO 3a €0 BBINOJIHEHHE U CPOKA UCTIOTHEHHS.
3.3.15. llocranorienue (pemieHue) npoToKOJILHOIO MEPONPUATHS W3J1aracTes B TCKCTC MPOTOKOJIA
nonHocTbio. Cojepikanne 0co0Or0 MHEHHS, BBICKA3aHHOTO I11pH  BbIPAbOTKE 110 CTAHOBJIEHM
(peienus), GpUKCUpyeTcs B TEKCTE M0C/IE COOTBETCTBYIOIIETO MOCTAHOBICHUA (peienms). 3/1ech Ke
NPUBOJIAT PE3yJIbTaThi TOJOCORAHUS TIPU HEOOXOMMOCTH.

B nocTaHOBJSIONIEH YaCTH TEKCTA [POTOKONA MOKET COAEPKATLCA MYHKT O NPUHATHH KAKOro-1M0o
jokymeHTa. B 9TOM ciyyae TIPUHATHIH JIOKYMEHT [pPHIIAracTcs K MpOTOKONY, B KOTOPOM
NPUBOANTCS CChIIKA HA €r0 HOMEP 1 J1aTy.

3.3.16. CylECTBYIOT [0JIHAA, COKpalleHHas W KpaTkas dopmbl niporokosos. CokpaileHHas M
KpaTkas (OpMBl TIPOTOKOJIOB MpPUMEHAETCs, Korjga He Tpebyercs nojpodHOI  3anmucK  Xojia
00cyx1eHHst BONIPOCOB.

33.17. B cokpameHHbIX [POTOKOMAX [10C]A¢ CINHUCKA NPUCYTCTBYIOLLMX WJIKM  TIPHTJIALICHHBIX
yKasblBaeTcs HaszBanue Jjoknana. llocneinsas cTpoka Ha3BaHWA J0K1ala NOAYCPKUBACTCA. [Toa
yepToif B ckoOKax revaraiorcs (paMUIMM BBICTYNAIOWMKX B TOPS/IKE UX BBICTYILICHUS. Haszganue
KQ3K/I010 J10KJ1a/1a 3aKaHYMBACTCS MPOTOKOIbHBIM PELICHUEM HJTH MOCTAHOBIICHHUEM.

3.3.18. B npotokosie kparkoit GopMbl YKa3biBAIOTCA TOJNLKO PACCMOTPEHHbIC BONPOCH W NPHHSATHIC
pelieHus.

3.3.19. Tlporokon noafiuceiBaeres npejcejarenem 1 cekperapem. Jlaroii npotokoa sBjiseTCs nara
MPOTOKOJILHOIO MEPOTIPHATHS.

3.3.20. [IpoTokosam npuCBanBaKOTCA MOPAAKOBLIC HOMEPA B lpe/ieliaX yueOHOro roja oTAe/bHO 10
Kakjl0il  rpynne MpoTOKOJOB., NPOTOKOMbI  0obmmx — cobpanuii  paboTHMKOB,  3aceanuii
MearorHuecKoro CoBeTa, POAUTENILCKUX codpanuit n ap.

3.321. Homepa pelueHHil, NPUHATBIX HA 3aCEJaHUAX, COCTOAT W3 HOMEpa INPOTOKOJA, HOMCpa
paccMaTpUBAEMOTO BOMPOCA B MOBECTKE JIHA W NOPS/IKOBOrO HOMEPA peleHus B NpeJie/iax Bonpoca.
K HOMepam MpoTOKONOB M PELICHHH MOKHO NpUOABIATL JMTEP COrIACHO TOMCKOBOH cuCTeME,
npunstoii 8 MBJIOV « Jlerckuii can Nel92.

Konuu npoToKoNOB MpU  HEOOXOAMMOCTH  PACCHIJIAIOT 3aUHTEPECOBAHHBLIM  OpraHu3aluiM ¢



JOMKHOCTHBIM  JIMLIAM B COOTBETCTBMM € YKa3aTeJeM  pACChUIKH. Ykaszareib COCTaBAsET W
[OANHCHIBAET OTBETCTBEHHbIN UCTOIHUTENL CIYKOBI. rOTOBMBIIHIT pacemoTpenne Bonpoca. Konnu
POTOKOJIOB 3aBEPSIOT NEYATHIO MBJIOY « Jlerckuii cag Ne 192».
3.3.22. Petuenuns NPOTOKOILHBIX MEPOTIPUATHI IOBOJIAT /10 MCTIONIHUTEIEH B BH/IE BBHITTMCOK W3
NPOTOKOJIOB. BHINMKCKA W3 MPOTOKOJIA COACPIKUT CIICAYIONIMC PEKBUIUTBL:
- HAMMEHOBAHUE YUPEHICHHS:
. HauMeHoBaHHeE BHjA JoKyMeHTa ("Bbircka U3 potokosa”);
- JIaTy JIOKYMEHTa;
- HOMEP JOKYMEHTA;
- 3aroJIOBOK K JIOKYMEHTY;
- BBOAHYIO YacTk Tekcra nporokona: "lpeacenarens”, "Cekperaps”, "[TpucyTcrBoBann”,
"[Npurnawennsie”, "ToecTka Ans":
- OCHOBHYIO 4acTh Tekcra npotokona: "Cayman", "[Noctanosuau', "[Nonocosann";
_ nojuuceh (6€3 TMUYHBIX TOANMCGHE TaK KaK BHIMMCKH, KaK NPaBHIIO, 3aBEPAIOTCS TOJIBKO MOAMHCHIO
cekperaps):
- OTMETKY O 3aBEepPEHHH KOIHH.
3323, Boimucka w3 npotokosa sasepsercs nevarsio MBJIOY « Jlerckuid can Nel92».

3.4. CayxcedHble nucoma
3.4.1. CayskeOuple TMCbMa MOTYT ObITh HHULHATHBHBLIMH U OTBCTHBIMH. Bce cayxkeOHbIC TTHCHMA,
BbIchbLIaemble 3a npeenst MBJIOY « Jletckuii caj Nel92y, cHHTAKOTCA UCXOOAUUMU. CnyxebHble
nucbma, nocrynatoue 8 MBJIOY « Jletckuii can Nol192» - gxoosuyue. CnyxeOHbIE MUCHMA
(ciykeOHbIE 3AMMCKN), IMPKYIMPYIOLIHE MCKLY M0JKHOCTHBIMH JIMLIAMU 1 cnyxbamu MbJIOVY «
Jletckuii caji No192» cuntarorest euympeiumu.
3.4.2. Cpok MCTOJHEHUs OTBETHOIO MUCBEMA yCTaHABIHBACTCA!
- co0BPa3HO € yKa3aHHEM. CO/ICPKALIMMCS B JOKYMEHTE (MMCbME U T. 11.), Ha KOTOPbIi Jal0T OTBET
HACTOAIMM TUCBMOM;
- PE30MOLMEH PYKOBOJUTES HA JIOKYMEHTE.
B ocTaabHBIX CIyYasx CPOK OTBETA Ha ciykeOHOe MUCbMO YCTaHABINBACTCA saseytotnii MbJ10Y
« Jlerckmii cajt Ne192» (HO npu HTOM OH HE MOKET NPEBLILIATH 30 aHel ¢ MOMEHTa NOJYYCHUsA
JOKYMEHTA YUPEHKICHUEM).
3.4.3. CpoKM NOArOTOBKA HHULMATHBHBIX MUCEM ONPEACAIOTCA 3aBE1YIOUHM MBJIOY « JleTckwii
cag Nel92».
3.4.4. CnyxeGHble MMCHMA MEHATAIOTCA HA TUTYIbHBIX O1aHKax MBJIOV « Jlerckuii can Ne192»
JUIS IMCEM YCTAHOBIGHHOTO 00pasiia ik MUY TCS BPY4HYIO (BHYTPEHHUE).
3.4.5. [pu opopmaennn nucbma 6osiee Hem Ha 0IHOM CTPAHKILE BTOPAst W MOC/ICAYIOULINE CTPAHHLLbI
HYMEpYIOTCSl 110Cepe/IMHe BEPXHET0 110715 apabcKUMK LH(ppamMu 0e3 TOUKH.
3.4.6. TekcT ciyeOHOrO MUChMA, KaK NPpasuilo, 10JKEH KacaThCs 0/IHOT0 BONPOCa Witk
HECKOJILKMX BOTIPOCOB, €CIIM OHK B3aUMOCBsA3aHbl. TeKkeT ciykeOHOro nuchma u3jlaraeres:
- ot l-ro mina MHO3KECTBEHHOTO umcia, nanpumep: "lpocum nanpaeuTse...", "Harnpapisem Ha
paccMoTpeHue...":
- OT 3-r0 JMLA SAMHCTREHHOTO yneia: "PykoBoacTBo yupekaeHus cuntaet...", "Coser nejaroros
yupesKIeH!s paceMoTpelL.." U T. 1.
_ ot l-ro nuua eamncreentoro uucna: "lpowy...", "Hanpasnsio..." u T. n.
3.4.7. Tlpu yriorpeGieHnu B TeKCTe (paMUINii JINLL HHALLKAJIBE YKA3bIBAIOTCA 110CIC damuanm.
B nenoBbix (c1yKeOHBIX) NMCbMAX MOTYT UCTIONB30BATLCA:
- BCTYMUTENIbHOE 00palieHue:

VeakaeMmblii rocnoaun [peacenarens! Y Baskaemblii rocnoaut ['ydepuarop!
Veaxkaemsblii rocrioant [Tpoxopos! VBaxkaemas rocroxa 3axaposa!
Veakaemblit Hukonaii Ierposnu! Yeaxaemas Oubra Hukonaesna!



Vakaempie rocnojial

B obpaiienun 10 JA0KHOCTM HAMMEHOBAHWUE JIOJKHOCTH MULIeTCH C nponucHoit OyKBbl, B
obpalleHuH 1Mo GamMUIME MHUIMAIIBI JIHLA HE YKA3bIBAIOTCA.

- 3aKIuUTENbHAs dTUKeTHas ¢pasza:  C yBaKeHHeM,...

3.4.8. Teker ciyxkeOGHOro muchbMa 0GbIYHO COCTOMT M3 JIBYX 4acteii. B MepBOi YacTH M3JIaralTCes
MOTHBBI THCBLMEHHOTO 00palleHus (B HEOOXOAMMbIX CllyyasX - CO CChIJIKOM Ha COOTBETCTBYIOLINC
HOPMATHBHO-TIPABOBBIE M OPraHU3aIIMOHHO-PACTIOPAUTEbHBIC JI0KyMeHTbl). Bo BrOopoit uacth,
HauuHalolleiics ¢ aGsaua, wW3naraercs cyTh oOpaiieHus - npockba, coobuieHne KaKo#-1100
HHGOPMALIMH, COTIPOBOANTENbHBI TEKCT W T. M. B HEoOX0MMBIX Cllyuasx ciykebHOe MUCBMO
MOZKHO 3aBEpIINTbL KPATKHMH BBIBO/IAMH.

3.49. TekeTbl OTBETHBIX MUCEM JIOJKHBI TOYHO COOTBETCTBOBATH 3a/aHUAM, 3a(DMKCHPOBAHHBIM B
Pe30IIOLUH PYKOBOMTENS.

3.4.10. JlaToii ciykeGHOro MuchLMa BO Beex Cllydasx sBiseTces jara ero noanucanus. [pn naanumu
NPUIOKEHUH K CciyKeOHOMY g@icbmMy 00 9TOM  JleslaeTes  COOTBETCTBYIOLLAs —CChUIKA B
3aKJIOYUTENILHOM ab3ale Tekera.

3.4.11. AjpecaT Mcnoib3yercs npu oopMIICHHH [IeTOBbIX (CiyKeOHBIX) MHCEM, BHYTPEHHHX
NHDOPMAIMOHHO-CTIPABOYHBIX JIOKYMEHTOB (10KIaHBIX, CIYKEOHBIX 3aMMCOK U Ap.). Alpecartom
JOKYMEHTA MOKET OblTb OPraHu3alus. CTPYKTYPHOE MOAPA3/ICICHHE OPraHu3aliMK, J0JKHOCTHOE
uin GpU3MyecKoe JIHLO.

3.4.12. PexBusut "azpecatr" mpocrapisieTcs cripapa roj pekpusuTamu OllaHka (NMpH NpoJioJbHOM
pacnonokeHun pekBu3uToB Onatka). CTPoKK pekBu3uTa "ajpecar” BbIPABHUBAIOTCA 1O JICBOMY
Kpao MJIH LIEHTPUPYIOTCH OTHOCUTENILHO CAMOMN JUTMHHOH CTPOKH.

3.4.13. Tlpn agpecopaHnn JIOKYMEHTa PYKOBOJMTEIO (3aMECTHTE/II0 PYKOBOJIUTEIIA) OpraHH3alliu
yKa3plBAIOTCA B JIaTEIbHOM MMajeKe HAMMEHOBAHME JIOJDKHOCTH PYKOBOJMTENS (3aMECTUTEs
PYKOBOMTES), BKJIIOUALOILEE HAMMEHOBAHME OPraHn3aliu, 1 hamuiins, HHULKAJIbL JI0JDKHOCTHOTO
uua.



Ipuwep
Pykooaurento MeaepaibHOro
ApXMBHOTO areHTCTBA
damunus M.0.
34.14. Tlpu aapecoBaHMM MUCbMA B OPraHM3allMi0 YKa3biBACTCH €€ M0JHOC WK COKPALICHHOE
HAWUMEHOBAHHUE B UMCHHUTEILHOM NAJICHKE.
lpumepor
I denepanbHOC APXUBHOE AreHTCTBO
2 Pocapxus
3.4.15. Tlpu ajpecoBaHHH JIOKYMEHTa B CTPYKTYpHOE T0Jpa3je/ieHHe OpraHu3allMd B PEKBH3UTE
"aapecat"  ykasbiBaeTcs B MMEHUTEIBHOM  [1A/ICKEC HAUMEHOBAHME OPraHu3aliuM, HUKCE -
HAMMEHOBAHWE CTPYKTYPHOTO NOAPa3AEAEHHS.
Ipunep -
MdejepalibHOE apXUBHOE »~
areHTCTBO
Otien rocyIapcTBEHHON ¢ay:KOBI, KaJpoB U Harpaji
3.4.16. Ilpn aapecoBaHMM MUCHMA PYKOBOJMTENO CTPYKTYPHOIO MOAPA3]CACHUA YKa3blBaCTCA B
MMEHHUTEIbHOM Ma/IeKe HAMMEHOBAHWE OpPraHu3allii, HUKE - B JIATC/IbHOM I1a€7KE HAMMEHOBAHHC
JIOJGKHOCTH  PYKOBOJMTENA,  BKJIOHalolllee  HAaMMEHOBAHWE  CTPYKTYPHOTrO  MOJpa3/ie/ieHuA.
(hamMuIINIO, HHUIIMAIIL.
Ipumep - AO "Tlpoduin"
PyKOBOANTENO AOTOBOPHO-NIPABOBOIO OT/CA
Qamusna HM.0.
3.4.17. Tlepea damunueii J01KHOCTHOrO JMua jormyckaercs ynotpebsth cokpaiiexue "r-Hy"
(rocnony), eciv aapecar My »KuuHa, WK "r-xe" (rocnoixe), eciiv aapecar JKeHUIHHA.
Lpuviepoi
1. r-ny ®@amunus K.0.
2. r-ke ®amuiamna KU.0.
3.4.18. Ilpu paccelike JIOKYMEHTa TpyIre OpraHd3alliid OJIHOro THIA WM B CTPYKTYpHbBIC
No/ipas/ieieHus 0IHONH OpraHu3ailim, ajpecar yKaspiaeTes 00001EeHHO.
Hpuniepor
1 PykoBojiuTesiaM JI04epHUX
obmecre AO "l[Npodune”
2 PykoojuTensMm ynpabieHHi
- Pocapxuea
3.4.19. Tlpu pacchbliKe JOKYMEHTA HE BCEM OpPIraHU3allMAM WIIH CTPYKTYPHBIM [0/Ipa3/Ie/IeHUsAM [10/1
peksusuTom "Azpecat” B ckoOkax ykaszbiaercs: (1o cnueky)".
Ipunep -
Pykosomtensam gouepunx obumects AO "[Mpoduis (1o cnucky)
B oaHOM I0KyMeHTe He jJ0/bKHO ObiTh Oosiee uersipex ajpecaroB. Cinoso "Konua" nepejt BTopbim,
TPETbUM, UETBEPThIM ajipecaramu He ykasbiBactcs. llpu Oosibiem  KosimvecTBe ajpecaros
COCTaBJISETCA CIMCOK (JIMCT, YKa3zaTellb) PACCUIKM JOKYMEHTA, Ha KakK/10M JIOKYMEHTE YKa3bIBaeTCs
OJMH ajpecat uim ajipecar odopmisercs 06001EeHHO.
3.4.20. B cocrae pekBusuta "Ajipecar” MOMKET BXOAWTH NOYTOBbIH ajpec. DJAEMEHTBI MOYTOBOTO
ajpeca YKasblBalOTCS B MOCICI0BATENBHOCTH, YcTaHoBjeHHOH llpaBuiamMu okaszanus ycuyr
MOYTOBOH CBAI3W, YTBEPHKACHHBIMU MPUKa30M MUHMCTEPCTBA CBA3M M MACCOBBIX KOMMYHHKaLW
Pocewniickoit Menepaunu ot 31 mrons 2014 r. N 234,

10



Ipuwep
Beepoceniickuid HayaHO-
MCCIe10BaTEIbCKHIH MHCTHTYT
JOKYMEHTOBE/ICHHUS U apXHBHOTO Jie/1a
[Tpogcotoznas yiu.. a. 82.
Mockga, 117393
[TouToBbIi apec MOKET He YKa3bIBaThesA B JIOKYMEHTAX, HAlIPaBIAEMbIX B BRICHIHE OpraHbl BJIACTH,
BBILLECTOALIME OPraHU3aliK, NO/IBEJOMCTBEHHBIE OPraHU3aALMK U MOCTOSHHBIM KOPPECTIOH/ICHTaM
(32 MCKIIOUEHMEM HamnpapBjeHHs MHUCEM YyKa3aHHBLIM ajpecaraMm B KOHBEPTaxX C IMpO3pauHbIMH
OKHAMM).
3.4.21. [lpu aapecoBanuu J0KyMeHTa (PU3MYECKOMY JTILY YKa3biBAIOTCA: hamMuiins HHULIHADI,
[MOYTOBBII ajipec.
Hpumep - amnnus U.0.
CajloBast yi., 1. 5, kB. 12,
r. JlioBepiisl, Mockosckas 061, ¥1264
3.4.22. Tlpu oTrpaBKe MUCHLMA M0 HIEKTPOHHOMN M10UTE WM 110 (PAKCUMHIIBHO#H CBAA3H (0€3 10CHUIKH
10 NMOYTE) NOUTOBLI aapec He yKasbiBaeTes. [1pu HeoOXoauMOCTH MoKeT ObITh YKa3aH
YIEKTPOHHBIN aapec (Homep Tenedona/(akca).
Ipunep
Bcepocceniickuit HayuHo-
HCCJIe/I0BATEILCKUI MHCTUTYT
JIOKYMEHTOBE/ICHUS W apXHBHOTO JleNa
mail@vniidad.ru

3.5. Teaeghonocpamma

3.5.1. TenedonorpaMma BKIOYAET CIEAYIOIUE PEKBU3UTHI: HAUMCHOBAHUE YUPEK/IEHHA, aapec,
JIATY, MHACKC, TEKCT, MOJINCH, OTMETKH O BPEMEHH NEpe/laut U yKasaHue JI0JKHOCTEH W hamMuiinid
(Win TONBKO (aMunii) anL, NPUHABLIMX W nepeaaBiux Teiedonorpammy. B ciydae otcyreTBus
GnaHkoB Ui TeieoHOrpaMM NpUMeHstoTes JHeThl Oymarn ¢opmara A4. Tenedonorpammbl
COCTABAAIOTCH B OJIHOM DK3EMIIAPE, MOANNUCLIBAIOTCS PYKOBOJMTENIEM MM HEMOCPEACTBEHHBIM
UCTIOJIHUTEIIEM.
Texcr He aoszken Bkmouats 6onee 50 ciaor. Tenedonorpamma gommkHa ObITh JaTHPOBAHA U
[O/IMcana JUIoM, OT MMEHH KOTOPOTO OHA NEPEeaaeTcs.
3.5.2. Tenedponorpamma nepejlaerTes HECKOJILKUM ajpecaram 1o 1puiaracMomy CrucKy aapecaros
1 HOMEPOB TeJle(hOHOB. ,

- 3.6. 3aaenenue
3.6.1. assienue — 970 opuimansHoe coobiieHue B nucbMeHHol Gopme. OHO coaepKuT
Mpe/uUIosKeHue, xKanody Hin npock0y Kakoro-audo yeioBeKa, aJpecoBaHHbIC WIIH OPraHU3aLuK, WK
J0JGKHOCTHOMY Jinity. CraniapTHO 3asBieHue nuieTcs Ha Oymare opmara A4 Genoro 1peTa,
cuHel (uepHoit) nactoil. 3asBaeHne MoKeT ObITh HAIIMCAHO OT PYKH MM Ha KomIbloTepe. B
MOCJIEAHEM Cl1ydae AaTy W NOANKUCH CTABUTCA BPYUHYIO.
3.6.2. He nonyckarores UCpaBlieHUs, 3a4epKUBAHUS, @ TAKXKE MCITOJIB30BAHME IITPUXA U MPOUUX
3aMa3bIBAIOIIUX YEePHUIL.
3.6.3.  3anojIHEHHE HAUMHACTCS C «LLAMNKHY:
- B IPABOM BEPXHEM YTy BIMCHIBAIOTCA AaHHble cTopoH. CHadasa B 1aTe/bHOM najieke (Komy)
BITMCHIBAETCS JI0JKHOCTH OTBETCTBEHHOTO pyKoBoanTe s, ero @HO u HazsaHue opranusaiium,
MMEHHO B TAKOH N0ca¢10BaTeIbHOCTH. Hike yKa3biBatOTCs AaHHbIC 3asiBUTENA B POAUTE/ILHOM
nazeke (0T Koro), oTom JIOJBKHOCTS (MosIHOCTBI0), nosiHoe @HO sasasutens. Eciu 3aspienune
MUIIETCA HA UMS PYKOBOJIMTEIS TOM JK€ OpPranu3aliMu, K KOTOPOi OTHOCHTCS aBTOP 3asBJICHUS, TO
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MOCAEHUIT JIOJIKEH YKa3aTh CBOK) JIOJDKHOCTD, @ €CJIM 3asBJICHHUE a/IPEcOBaHO B KaKyto MO0 MHYIO
OpraHM3aLMIo, TO MOJAKOLIKI 3asBIEHHE YKA3bIBACT CBOH apec, KOHTAKTHbIN Tene(oH.
- 3aroJIoBOYHAasg 4acTh (HAMMEHOBAHHE JOKYMEHTA TMUIETCH B Cepe/iMHe JIMCTa JIIOOBIM HMX Tpex
cnocoboB:
a) «3asBienuer, rae neppas OyKBa 3arjlaBHas, B KOHLE CJ10BA TOYKA HE CTABUTCS,
0) «3ASBJIEHUE», Bce OykBbl B ciioBe 3arnaBHbie. Takoi BapuaHT MCMONB3YETCA NPH NEYATHOM
(hopme, B KOHIIE TOUKA HE CTABUTCA.
B) «3asBICHUECY, C MAJICHLKOKH OYKBbI, B KOHLE CTABUTCS TOUKA.
- Teker 3assiaenus. Mcnonwsiyercs, kak npaBuio. opuLMANBLHO-IEN0BAA JIEKCHKA, B HEKOTOPbIX
3aABJICHHAX JOITYCKAeTCs yl'lOTpe6.l'l€l-[He ﬂy6HHIlHCTH‘ICCKOﬁ JICKCHKH.
- OIKUCh NPUJIATaeMbIX JJOKYMEHTOB (€C/IM Mpuaararorcs).
- jlara, NOJUUCh 3asiBUTeNs (BHU3Y Cripasa).

3.7. 3anucka
3.7.1. 3anucka (aHalUTHUYCCKagg JOKJIajHas, ciayxkeOHas, OOBACHWUTENBHAA) -  JIOKYMEHT,
aJPECOBAaHHBIH  PYKOBOAMTEIO JIAHHOTO MJM  BBILECTOSIErO YUYPEKJIACHHUA M COJepKallnid
00CTOATEILHOE H3JI0KEHHE KAKOT0-1M00 BOMPOCa ¢ BBIBOJIAMU H NPEJUI0KEHUAMH COCTABUTEIIS.
3.7.2. JloknaaHas 3anucka COCTaBIACTCA KaK NO JMYHOH MHUUMATHBE aBTopa (paboTHUKA), TaK U 110
YKa3aHUIO (ITMCBMEHHOMY WJIM YCTHOMY) PYKOBOIMTEIS.
3.7.3. 3anucka cocrapisercss Ha OYMaKHOM HOCHTEle MM B DJIEKTPOHHOM BH/IE.
Odopmaenue 3anucKH 3aBUCHT OT ajpecata. [lpu coctapienun OKIaHON 3alIMCKH, aJpecoBaHHOM
PYKOBOJMTEIIO YUPEK/ICHUS B paMKaX YUPEAKJACHHUs, OHA CUMTAETCA BHYTPEeHHEH W odopmiiseTcs Ha
cTaHaapTHeIX suctax Oymaru gopmara A4. Eciin 3anucka aapecyercs 3a npejeibl YUpexaeHus, 1o
ee oopMIIAIOT Ha OJIaHKe, U OHA HA3bIBACTCs BHEIIHEH.
BHennasg 3anucka J10/KHa CoiepkaTh CleAyIole PeKBU3NTBI: HAMMEHOBAHUE YUPEKICHUS, BU/L
JOKYMEHTAa, jlaTa JOKYMEHTA, PErucTPalMOHHBIH HOMEP, MECTO COCTABJICHHUS, HA3BAHUE IOKYMEHTA
(3aroJIOBOK K TEKCTY), eciii TekeT Dosiee 4 — 5 cTpok, ajipecar (bl), TEKCT, NOANUCH PYKOBOMUTES
YUPEKACHHUS.
BoyTpeHHsia  3anMcka  J10J5KHA  COJAEPKaTbh CICAYIOLLME PEKBU3WTBI: BWJ JIOKyMEHTa, Jara
JIOKYMEHTa, Ha3BaHHE JIOKYMEHTA (3arojloBOK K TEKCTY), eclM TekeT Ooliee 4 — 5 ¢TpokK; ajpecar
(b1), TEKCT, MOANUCH (C YKa3aHUEM J0KHOCTH, hamuiinn, nHuumanos). [loanuceiBaeT BHYTPEHHIOW
JIOKJIAIHYHO 3aITUCKY COCTABUTE!b.
3.7.4. Pa3sHOBHMHOCTBIO JIOKJIQ/IHOM 3allMCKK ABAAIOTCA npejcTaBieHust. OHU UCMONB3YIOTCS TMPH
JOKYMEHTHPOBAHWK KAJPOBOM JCATCALHOCTH U COCTABJISIKOTCS PYKOBOJMTEIEM MM 3aMECTHUTE/IEM
pykoBojauTens. llpeactaBnenns cocTapisior B CAydasix M0OUpeHHs pabOTHHUKOB, HaJIOKEHHS
B3bICKAHWH, IPOBE/ICHUA aTTECTALMH. -

3.8. Axkm

3.8.1. AKT - JOKYMEHT, COCTABJIEHHbIH U NOJIMUCAHHBIH HECKOJILKMMU JIMIIAMU W 110/ITBEPIK 110 i
yCTaHoBAEHHbIE (PaKTbl U COObITHS.
AKTBI COCTABJIAOTCHA Mo pesyJibTaraM PeBU3UH PUHAHCOBO-X03AHCTBEHHOM IEATEILHOCTH, [IpHeMa -
repeiaym e, NPOBEPKH HAIMUUS, UHBEHTAPU3ALIMK W 1.
AKT  COCTABJACTCH  KOMMCCHOHHO  (HE MEHEe JIBYX COCTABMTENEH) MM  CHEUMAlIbHO
YIOJIHOMOYEHHBIM JIOJIKHOCTHBIM JIMLIOM.
382, AKT ofopmisercs Ha cranjapTHeIX auctax Gymarn wpudrom Times New Roman (Cyr)
pasmepom No 44 u umeer caeayiome peKBH3HTHI.
['pud yrBepi/ieHus BKIIOUAET CIOBO «YTBEPHKIAIO», KOTOPOE Me4aTaeTcs MPOMUCHBIMH GYKBAMH.
0e3 KaBblYEK, HAMMEHOBAHHME JIO/DKHOCTH JIMUA, YTBEPHIAIOIIErO aKT, JIMYHYIO [OJINMKUCh, ce
pacwmngpoBKy U JaTy.
CoBO «yTBEpIK/1ak0», HAUMEHOBAHHUE JIOJZKHOCTH JIMIA, YTBEP/UBLICTO JIOKYMEHT, paciindpoBka
MOANKUCH U jaTa paszaensiores 1.5 MeKCTpOUHbBIMU HHTEPBATAMM.
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HaumeHoBaHue Bujaa J0OKymeHTa - akr. Haumenosanue BMAAa JIOKyMCHTa OTACHACTCH  OT
Npe/bIYIIEro PEKBU3MTA 3 0AMHAPHBIMHM MEKCTPOUHBIMM HHTCPBAIAMH, NEHATACTCS IPONUCHRIMH
GyKBamu, BbIEseTCs WPHGTOM JpYroi HACHILCHHOCTH M BbIPABHUBACTCA TI0 UCHTPY. Homep
opopmasercst apabckuMu udpaMu 1 nevaraeTes rnocae cjaosa akT, Ha TOM Ke CTPOKE.
Jlara akta J0JKHA COOTBETCTBOBATH JHIO AKTUPYEMOro (akra ujiu coObITHS M OopMIsieTCs
CJIOBECHO-LMPPOBBIM €NOCOOOM yepes 2 0JIMHAPHBIX MEKCTPOUHBIX HHTEPBAJIA OT 3ar0N0BKA.
MecTo u3/1laHus YKa3blBaeTCs HA OJJHOM JIMHUK € aTo.
3aroj0BOK OT/EAAETCA OT NPE/bIAYIIEr0 PEKBU3UTA 3 OJIMHAPHBIMH MEKCTPOUHBIMHU HHTEPBATAMM,
neuaraercs yepes | MHTEPBA, BbIJACISCTCS MOAYKUPHBIM WPH(TOM, U BLIPABHUBAIOTCS 10 LEHTPY.
Touka B KOHIIE 3arojloBka He cTaBuTcsa. B 3arofloBke K TEKCTY akTa YKasbIBaeTCs Ha3BaHWUE W
KpaTKoe cojiepikanue aktusupyemoro Qaxra wiu coObitvsi. 3arosioBOK JIOJKCH OTBEYaTh Ha
onpoc: «O uem?» cocTapieH akt, Hanpumep: «O BbICNCHHH K YHUUTOKEHHIO JTIOKYMCHTOB M JICJI,
He 1oJJIekKalIuX JajlbHeRIIeMy XpaHEeHHIOY.
TekcT OTACAACTCS OT JIaThl U MECTA W3JIaHUs aKTa 3 MEKCTPOUHBIMU MHTEPBAIAMU W NEYATACTCA
uepes 1,5 uurepsada. ”
TekeT akTa COCTOUT M3 JIBYX YacTei - BBOJIHON M KOHCTATHPYIOIIEH.
BBojHas uyacTh TEKCTa aKTa HauuMHaeTcs CI0BOM «OCHOBAHMED» M10CJIE KOTOPOro yKa3biBacTCH
HAMMEHOBAHME JIOKYMEHTA, MOCIY/KUBLIEIO OCHOBAHWEM JUIsl COCTAB/ICHHUS aKTa, €ro jara, HOMEp H
3aroJioBOK.
C HOBOI CTPOKH OT JICBOW IPAHHMIIbI TEKCTOBOTO OIS JOKYMEHTA leyaTaeTest c/1oBo «CocTaBieHy.
CTABMTCH JIBOCTOYME, W janee nepeuncisiores Gamuanu M WHULMANLL COCTABMTE/ICH aKTa WK
coctaB KoMuccHu. DaMUINK YIIEHOB KOMUCCHH PAcnofiaraloTes B aa(asuTHOM NopsijiKe.
Koncratupyiomas 4acTh TeKCTa akTa HayMHaercs ¢ ab3aua. B Hel v3naralores LelH, 3a1aud U
CYLIECTBO paboThI, NPOJIEIAHHON COCTABUTENISIMHU AKTa, €€ PE3y/IbTaThl.
B KoHIle TeKCTa yKa3bIBAIOTCA CBECHMS O KOJIMYECTBE HANCUATAHHBIX DK3CMILIAPOB aKTa, MECTe MX
HAXOKJICHUs HIIM aJipecaTax, KOTOPbIM OHU HAIPaBJISIOTCS.
KonnuecTso HK3EMIIAPOB aKTa OMNPEACNACTCA KOJIMYECTBOM 3aMHTCPECOBAHHBIX CTOPOH MK
HOPMATHBHBIMU MPABOBBIMH JIOKYMEHTAMM, PETJIAMEHTHPYIOIIMMH COCTAB/ICHNE aKTa;
[Toanucs oTaenseTcs oT Tekera 3 0JIMHAPHBIMU MEKCTPOUHBIMH HHTEPBAJIAMH.
AKT NOJANUCHIBACTCS TIPE/ICE/IATEIEM KOMUCCHH W BCEMH JIMLAMH, MPUHUMABLINMH yHacTHE B CTO
COCTABJICHWMH.
4. Ilpasnia opopmieHHH JOKYMEHTOB

4.2. Qbuque mpedosanua K ohopmieHuo 00OKyMeHmos
42.1.  JIoKYMEHTBI MOTYT CO3/aBaThcs HA DYMaKHOM HOCHTENE U B 2JIEKTPOHHOM (opme ¢
COOMIOICHUEM YCTAHOBIICHHBIX MPaBU 0POPMIIEHHA TOKYMEHTOB.

Hymepytot. Homepa ctpanuil npocTaBisioTes NMoCepe/InHe BEPXHETO M0/ JOKYMEHTa Ha
paccTosiHMKM He meHee 10 MM oT BepXHero Kpas Jucra.

423.  Jlenyckaertcs co3aHue JOKYMEHTOB Ha JIMIeBoi U 00opoTHOI croponax smcra. [pu
JIBYCTOPOHHEM CO3/IaRUH JIOKYMEHTOB LIMPUHA JIEBOTO M0JIS HA JIMLIEBON CTOPOHE JIMCTA W MIPABOIO
10Ji1A Ha 00OPOTHOI CTOPOHE JIMCTA J0JIKHBI OBbITH PABHBI.

42.4.  TapuurypaMu u pazmepaMiu HIPUQTOB U1l PEKBU3UTOB JIOKYMEHTA ABJIAIOTCS:

Times New Roman N 13, 14; Arial N 12, 13; Verdana N 12, 13; Calibri N 14 u npubanxennpie K
HUM. B

[1pu cocTapsieHun TabiuniL JI0NMycKaeTes MCoib3oBaHue WpPUPTOB MEHBLIHX PAa3MEPOB.

4.2.5.  AO3anHblii OTCTYN TEKeTa J0KyMeHTa - 1,25 ¢M. 3aro/10BKH pas/ie/ioB v Noapas3/ie/ion
MeYaTaoTes ¢ ad3alHbBIM OTCTYTIOM WM LIEHTPHUPYIOTCA 110 LWHPHHE TEKCTA.

MHOrOCTPOUHBIE PEKBU3MTDI TIEUATAKOTCS Yepe3 0JIMH MEKCTPOUHBIIH MHTEPBAJ, COCTABHBIC HACTH
PEKBU3UTOB OT/ICSIOTCS JOTIONHUTENbHBIM HHTCPBAIOM.
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Tekcr nokymenTa reyartaercs uepes 1-1.5 MEKCTPOUHBIX HHTEpBaIA.

Ecan J0KYMEHT FOTOBUTCS J118 M3/1aHKs C yMEHbLIeHHeM maciuTada, TEKCT nevaraercs uepes JiBa
MHTEpBaa.

Mureppan mesty GyKBaMu B C/10Bax - 00bIYHbI. MIHTEpBan MeX /1y cloBaMM - 01MH npobe.

4.2.6. TexcT JIOKYMeHTa BLIPABHUBACTCS 110 HIMPHHE JIMCTA (M0 PAHUIIAM JIEBOTO W IPABOTo
noJieit JokymenTa). JlimHa caMoil JUIMHHO# CTPOKM PEKBU3MTA MPH YITIOBOM PACNOI0KEHHH
pexBu3uTOB He Gosiee 7,5 cm. Jlnuna camoil JUIMHHO# CTPOKH PEKBH3HUTA TIPH NPOJI0JIBHOM
pacriooKeHHKU PEKBU3UTOB He Donee 12 cm.

427. Boiienenue pekeusntos "ajpecar”, "3arooBoK K TeKCTy" Mau "nojnuce", a Takike
OT/IEJIbHBIX (PPArMEHTOB TEKCTAa MOT'YT OBITh MOJYKHPHBIM LIPHPTOM.

4.28. HopmaTHBHBIE NPABOBBIE AKTHI OPraHW3alMK, @ TAKIKC HHLIE MHOTOCTPAHUYHBIC
JOKYMEHTBI MOTYT O()OPMIIITBCS ¢ TUTYJIbHBIM JINCTOM.

429. HaumeHoBaHue BHJA JTIOKYMEHTA YKa3bIBAETCS HA BCEX JIOKYMEHTAX, 33 HCKIIIOYEHHEM
JENOBLIX (C1yKeOHBIX) MUCEM, pA@NoaaracTes noji PEKBU3MTAMM aBTOpa JIOKYMEHTA
(HaMMEeHOBaHWEM OpraHu3alMH, HAMMEHOBAHUEM CTPYKTYPHOTO NMO/APa3/e/IeHUs, HAMMEHOBAHHEM
JIOJIKHOCTH).

4.2.10. Odopmaenne aokymentoB B MBJIOY « [lerckuii can Ne 192», BbichbllagMbIX 3a €ro
npejieibl, CIE/YET NPOU3BOANTL Ha oduumansheix Onankax MBJIOY « Jlerckuii cap Ne 192y,
Buyrpennne aokymentbl MbJIOY « Jlerckuii can Ne 192» namiexut oopmisTb Ha HHUCTBIX
JMCTax MalMHoIMCcHOMH 6yMarn gopmara A4 n AS.

B otapenbHeIX ciyuasx (Hanpumep, Ui NPHIOKEHWH K JIOKYMEHTaMm, pe3o/ilouMid M T. I11.)
JIONYCKAeTes UCTOJb30BaHUE MallMHONUCcHOM Oymaru popmara A3 u A .

[Tpu nororoke TabINUYHBIX JIOKYMEHTOB (Harpumep, JuUis pa3paboTKH OTYETHO- CTATHCTHYECKHUX
(GOpM M T. 11.) I0NYCKAETCS MPUMEHSTHL CTaH/IAPTHBIE Cpe/IcTBa Ta InuHoro peaaktopa Excel for
Windows. [1pu 1o/irotoBke npe3eHTauMoHHbIX (BU3YallbHbIX) JOKYMEHTOB Npe3eHTalli
PowerPoint for Windows.

['padbl ¥ cTpOKK TABIMIBI IOKHBI MMETh 3ar0JOBKH, BBIPAKEHHBIE UMEHEM CYLICCTBUTE/IbHBIM B
uMeHuTebHOM najexe. [loazaronosku rpad v CTpok J0MKHbI ObITE COrJIACOBAHBI C 3ar0J0BKaMH.
Ecau tabnmiy nevarator Gosiee ueM Ha 0JIHOU cTpanuue, rpadul Tabmuie o0s13aTebHO HYMEPYIOT U
HA CE/IYIOUIMX CTPAHULAX CTABAT TOJILKO HOMEpa ITUX rpad.

4.1.12.  PeructpaunonHblii HOoMep JoKyMmeHTa - UM(poBOH  mau  OYKBEHHO-LM(POBOI
HICHTUDUKATOP JOKYMEHTA, COCTOSIIMI M3 MOPAJKOBOrO HOMepa J0KYMEHTa, KOTOpbId, 110
YCMOTPEHHIO OpraHu3allu, MOMKET JIONMOJHATHCS  UMQPOBBIMM  HMAM  OYKBEHHBIMM  KOJAMM
(MHaEKCaMM) B COOTBETCTBHM € MCMOJAB3YEMbIMM  KjJaccuukaTopamu (MHICKCOM Jiena no
HOMEHKJIATYpe JIesl, KOJOM (CXeM, jwuarpamm, rpaMkoB U T. 11.) JIONYCKAETCHs MCIOJIb30BATH
CTaHJApPTHBIC CPe/ICTBA PEAAKTOPA KOPPECTIOH/IEHTA, KOIOM JIOJPKHOCTHOTO JIMLA U JIp.).
4.1.13.11evars npocTapisercs, He 3axBarbiBas COOCTBEHHOPYUYHOH MOJNKCH JIMLA, TIOINMUCABIIETO
JOKYMEHT, WM B mecte, obozHadyeHHom "MIT" ("Mecto neuaru™). Tlewars moKer 3axpBaTbiBaTh
4acTh HAMMCHOBAHMUS JIOJGKHOCTH JIMLA, [TOMUCABLIETO JOKYMEHT.

[lewaTs cTaBuTh HEOOXOAMMO:

TpynoBble KHWKKH (MPKH €€ 3aBE/ICHUHU, YBOJIbHEHHH COTPYAHUKA MO, Harpumep, cMeHe amMuiinm
paboTHHKA).

JlokanbHble HOPMATUBHBIE aKThl OPTraHU3ALIMH.

TpynoBsie 10T0BOPLI (BKYIE € JONOJIHATEILHBIMUA COMJIAIEHUAMH K HUM W IOTOBOPOB O MOJIHOM
MaTepHalbHOH OTBETCTBEHHOCTH).

AKTBI M rapaHTHIHBIC NUCHMA.

ﬂOBepel'lHOCTH. CBA3AHHLIC C OCYILICCTBIICHUEM TEX HJIH MHBIX ﬂeﬁC'l'BHﬁ. CBA3AHHBbIX C
pacxo/IOBaHUEM JICHEIKHbBIX CPEe/ICTB U MaTepuaibHOi Oasbl.

APXMBHbIE CIIPABKH U KOTTMU JJOKYMEHTOB.
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Harpa/iHble rpaMOoThl, X0/IaTAHCTBa, XapakTePHCTHKH. PEKOMEH/IaLMK 1 T L.

OCHOBHOE 1IPABKIIO, KOTOPOE HEOOX0MMO COOMIOAATE TIPH NPOCTABJICHHN OTTHUCKA [EUaTH: CTABUTH
TaK, 4ToObl ObIIA YETKO BH/IHA NOJINKCH JIOIKHOCTHOTO JIMLA H BCA unpopMalms Ha OTTHCKE
nevaTH.

(UeTKHil OTTHCK BCEX HIEMEHTOB H300paKEHHUS). HachllEHHOCTL W IIBETOBOH TOH BCEX YUACTKOB
OTTHUCKA J0J13KHbI ObITE PABHOMEPHBIMH.

CTapdThb OTTHCK TIEUATH HA YMCTBIH JTUCT OyMaru, Ha KOTOpOM €lie HeT TNOJUIHCH JI0JIKHOCTHOTO
JMLA, HEJIOTTYCTUMO.

[leuars MOKET «3aXBATHIBATLY W APYFHE HIEMEHTbI JOKYMEHTA, B 3aBHCHMOCTH OT TOFO JUIA HCTo
npocTaiserTcss OTTHCK nevartn. Hanpumep, OTTHCK Ha NPUXO/HO-KACCOBOH KBUTAHLMH JIOJDKCH
GACTHYHO OCTATHCS HA TOI €€ YacTH, KOTOpas OTIACTCS OpraHu3aiuy. ECu e HykHO 3aBEpUTH Ha
NPOLIMTOM JIOKYMEHTE Y/I0CTOBEPSKOULYIO HA/MUCH, CICYCT CTABMTH neyaTh TaK, 4ToObI OHA
OTIeuATAIach HAa JMCTKE, K KOTOPOMY TPHKpEIUICH JIOKYMEHT 3aBEpUTeld, H Ha TEKCTE Camoro
nokymenta. [osepx nocrasieHHOMnyHOl NOJANMCH HAHOCHTB OTTHCK NEYaTH HEe/b34
4.1.14.0TMeTKa 06 MCTIOAHUTENE BKIOYAET (GamMuinio, UMA W OTHYECTBO MCMOJHUTENA HOMEP €ro
tesiepona.  OrmeTka 00  MCMOJHUTENE  MOMKET  JIONOJIHATLCA HAMMEHOBAHMEM  JI0JZKHOCTH,
CTPYKTYPHOTO NOJPA3ACIHCHUSA W YIEKTPOHHBIM 2/IPECOM HCTIOJHUTENA. Hanpumep: 3abenvn Wsan
Auapeesud,  KoHTpoNbHOE  YIpaBICHHE, gedyuwii  cneunanuct,  +7(495) 924-45-67.
Zabelin@gov.ru OtMeTka 00 HcronHUTeNe 0GOPMISETCS HA JIUIEBOH CTOPOHE MOCICHETO JIMCTA
JIOKYMEHTA OT FPAHULIBI JIEBOTO 11015l HIIH, TIPH OTCYTCTBAM MECTA, - Ha 00OPOTHON CTOPOHE BHU3Y
ciesa. OTMeTKa 00 MCIoNHUTENE MOKET O(OPMIATLCA KAK HWKHHH KOIOHTHTY]l W TEuaTaThes
WpUQGTOM MEHBILIETO pazmepa.

4115, OTMeTKa O 3aBepeHMH KOIuM oopMIisercs Julsl TOATBEP/AKICHUS COOTBETCTBHA KOIMH
JOKYMEHTa (BHIMUCKH M3 JIOKYMEHTA) MOMUTMHHHUKY JIOKYMEHTA. OTMeTKa O 3aBepeHHUH KOIMUH
NPOCTABIACTCA 110/1 PEKBU3MTOM "noanuck"! M BKIOuaeT: cjoBo "BepHo": HauMeHOBaHWE
JIOJKHOCTH JTHIIA, 3aBEPHBILIETO KOMHMIO; €ro COOCTBEHHOPYUHYIO MOATHCH; paciupoBKy MoIUCH
(MHuLMaNBL, GaMUINIO); ATy 3aBEPCHUS KOTIMK (BBIMTMCKY W3 JIOKYMEHTa).

IIpumep -
Bepno
Mncnekrop cayx6el kaapos Hoanues M.O. Gamuiins
Jara
4116, Eciu KONus BHLAASTCS JUIS NPECTABJCHAS B JIPYIYIO OPraHn3aliuio, 0TMETKa O 3aBEPEHUN
KOMWUM JIONOJIHACTCH HAAMMCLIO O MECTE XPaHCHMsS JIOKYMEHTA, ¢ KOTOPOTo Obl1a M3rOTOBJICHA
konust €' TIOLTMHHUK JOKYMEHTA HAXOAMTCS B (HAMMEHOBAHHE OpraHusauuu) B jeje N..3a..roan")
W 3aBepAcTCA NeyaTbio opraHusalmu. Jlis NpocTaBieHUA OTMETKH O 3aBEpEHUHA KOTMH MOKET
MCNOJIB30BATHCA LITAMITL.
4.1.17.  OrMerka 0 MOCTYIICHHH JOKYMEHTA CIYKHT JUlsi TIOATBEPHICHH ¢axra nocTynicHus
JIOKYMEHTa B OPTaHM3alMIO ¥ BKIIOYACT JlaTy MOCTYIICHUs H BXOJIALIMIA perucTpalMoHHbI HOMEp
pokymenta. [Ipy HEOOXOAMMOCTH OTMETKA O HOCTYMIEHUH MOKET JIOTOTHATHCS YKa3aHUEM
BPEMEHW MOCTYIICHUA B Hacax M MHHYTax u cnocoba nocrtaBku aokymenta. Ortmerka o
MOCTYIJIEHHH JIOKYMEHTA MOKET MPOCTABIATECA C MIOMOIIBIO TAMIIA.
4.1.18. B Tekctax JOKYMEHTOB YNOTPEOAAOTCA  TONLKO obuienpuHsTHie  ab0peBnaTypbl U
rpa(bnqecxne'coxpameuuﬂ.

3.2. Baanuku MB/[OY.
320, Jlokymentsl MBJIOY « Jlerckmii can Ne 192» odopMARIOTCs Ha OQUIMANLHBIX OaHKaX W
UMEIOT YCTAHOBJIEHHBIH KOMIIEKC 00s3aTe/bHBIX PCKBH3HTOB U MOPAIOK X PACTIONOKEHHS.
BAaHKKH JOKYMCHTOB H3rOTaBJIMBAIOTCA METO/IOM orepaTuBHON TonMrpaguu Ha CTaHJIAPTHBIX
nuctax 6ymarn popmara A4, AS.
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322, BMBJIOY « Jletckuii caa No 192 nernonn3ylores ciiejiylonue Biibl 0J1aHKoB:
- BJaHK KOHKPETHOTO BW/IA JIOKYMEHTa
. obmmii 6aank MBJIOY « Jlerckuit cag Ne 192» - ¢ yKasaHMeM HauMEHOBaHMA (Ha Oymare
dopmata A4 u AS)
- GnaHk nuchMma - ¢ ykasanuem Haumenosanns MBJIOY « Jletcknii caa Ne 192» u cnipaBouHbIx
JaHHBIX .
323, Oduumanshbie 6nanku MBJIOVY « Jletckuii can Ne 192» cojepikar cripaBouHble JaHHbIE 00
opraHu3aliy | BKII0YAloT B ceGs: nouToBkii ajpec, Homep Tejedona ((pakca), aapec HIEKTPOHHOHU
noutkl, OI'PH. MHH. Mcnons3yiores Hapsaady € PYCCKMM sI3bIKOM KaK rocy/lapCTBECHHBIM S3bIKOM
Poccuiickoii ®ejieparn rocyapetienibiii a3pik Pecriybankn Taraperan. PekBuzntbl OllaHka
pPACTIONAraloTCs Ha OJIHOM YPOBHE: HA PYCCKOM fi3bIKE - CIeBa, HA rocyjaapcreHHom sizbike PT -
crpasa)
3.3. Ymeepycoenue ookymenma.
3.3.1. [lpy yTBEpKACHUM JOKYMEHTA MOCTAHOBICHUEM, PCLICHHEM, MPUKA30M, TPOTOKOJIOM
rpud yreepicienns cocrout w3 caos YTBEPKJIEH (YTBEPXK/IEHA, YTBEPX/IEHbBI nan
VYTBEPXJIEHO), naumenoBanus yTBEPAIAIOIIEro JOKYMEHTAa B TBOPUTEILHOM TAJIeKe, ero JaThl,
HOoMeEpA.
IIpumepor -
| (PernamenT) YTBEPAJIEH
npukazom AO "lpodums" ot 5 anpens 2015 r. N 82
2 (I'papuna) YTBEPXIEHbI
npukazom AO "lNpoduas" ot 6 anpens 2015 r. N 83
33.2. ['pudy yTBepK/IeHMs pasMelaeTcs B IPABOM BEPXHEM YIJly MEpBOTO JIMCTA JIOKYMEHTA.
CTPOKM PEKBM3MTA BbIPABHUBAIOTCS MO JIGBOMY KPAK) WM UEHTPUPYIOTCS OTHOCHTE/ILHO CaMOii
JUTMHHOH CTPOKH.
334 Jlata B rpude yTBepKACHHS CTABUTCA OT PYKH, YaCTHYHO WIIM MOJHOCTHIO HabupaeTes
NpM nevaTaHum JoKyMeHTa. B rnociejiHem ciydae 0T pyKH NpOCTaBISercs TOJIbKO YHCI0 WM YHCIIO
W MecsLL.
3.3.4. ['pud¢p yTBEpIK/ICHHS IPUHATO YKA3bIBATh HA IOKYMEHTaX, TPEOYIOUMX J0TOIHUTENLHOTO
V10CTOBEPEHUs MX MOJUIMHHOCTH W JIOCTOBEPHOCTH. ['pudy yTBEpMkACHHA TNPUHATO CTABUTH Ha
CACAYIOLIMX YIPABICHYECKUX JIOKYMEHTAX: aKTaX, MHCTPYKIMAX, OTUCTAX, NEPEUHAX, NOJIIOKCHHUAX,
MporpaMmmax, cMmerax, CTaHjgaprax, CTPYKTYpax W IITATHOH YMCICHHOCTH, Tapu(HbIX craBKax,
(dopme YHUPUUMPOBAHHBIX JOKYMEHTOR, IITATHOM PaciuCaHuy.
335, [Ipn yTBEPHKACHHH JOKYMEHTA JIOJUKHOCTHBIM JIMLOM TPU(] YTBEPKACHUS COCTOMT M3
cnopa YTBEPXJIAK, naumenoBaHus < J0JGKHOCTH 1WA,  YTBEPIK/IAKOIIEIO JIOKYMEHT, €ro
MOJINHCH, MHRIMANIOB, (JaMUIIMK U JIAThl YTBEPKICHHSL.

Ipuvep —
YTBEPKJIAIO
» Pykosoautens Dejiepaibroro apxupHoro arenrersa [oanues M.O. Oamunus
4 Jlara
3.3.6. [lpr  yTBEpKJEHWU  JIOKYMEHTA  KOJJCTHANBHBIM ~ OPraHOM,  PEUICHUS  KOTOPOro

(pukcupylotes B npotokosie, B rpude yTBEpiKACHNS YKa3blBaeTCs HAMMEHOBAHUE Oprana, peleHuem
KOTOPOIrO YTBEPIKIACH JIOKYMEHT, JlaTa U HOMEp NMpoToKoJia (B ckoOKax).
, lpumep - (Ilonoxkenne)
YTBEPXJIEHO
Coserom aupexropos AO "[popuns” (npotokon ot 12.12.2015 N 12)
4.5. Cocnacosanue 0oKymenma.
4.5.1. I'pudp cornacopaHus B 3aBUCHMOCTH OT BHJA JIOKYMEHTa M OCOOEHHOCTEll ero
0(OpMIIEHUSI MOKET NPOCTABIATHCH:
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- Ha MepPBOM JIUCTE IOKYMEHTA (€C/IH IOKYMCHT UMCECT TUTYbHBII JIUCT, - HA TUTYJILHOM JIKCTE)
B JICBOM BEPXHEM YIy Ha yPOBHe rpuga yTBEPKACHUS WK 101 HAMMEHOBAHMEM JIOKYMCHTA
BIMKE K HUKHEMY T10J110);
- Ha NOCJEHEM JINCTE JIOKYMEHTA M0J1 TEKCTOM
. HA JTMCTE COTACOBAHMS, SIBJISIOMIEMCA HEOTBEMIIEMON YaCThIO JIOKYMEHTA.
4.5.2. Ha »rane paspaboTKu MPOEKTa JOKYMEHTA B HEKOTOPBIX CAydasX MOAKCET BO3HUKHYTb
HEOOX0/IMMOCTD €I0 COTIACOBAHMS € 3aMHTEPECOBAHHBIMM CTOPOHAMH JI0JKHOCTHLIMH JULAMH WK
opranMsauMsMu. B 9THX  caydasx  coriacosaHue  JIOKyMCHTA oopmisieTes  BH30M
COOTBETCTRYIOLIETO JIOJIKHOCTHOTO JINLA WK TPHPOM COrIacoBaHns.
Busupopanue NPOEKTa JIOKYMEHTA [1POBOJIMTCS TIPH HeoOX0/AMMOCTH OlIEHKH 000CHOBAHHOCTH
JOKYMEHTA, COOTBETCTBUS €10 1PABOBbIM AKTaM W PAHCE NPUHATLIM PCHICHHAM.
[peacTaBasemMbie Ha NOANMCH JOKYMEHThI BU3HPYIOTCA UCTIOJIHKTE/IEM 1 saeaytoteit MBJI0Y
« Jlerckuit cajy Ne 192y, rjie roTOBUTCH NPOCKT JOKYMEHTA.
4.5.3; Busa ceuaerenseryer 8¥cornacun nan HeCoracuu J10KHOCTHOrO Jinla (paboTHuUKa) €
cojiepKaHueM MpoeKTa JOKymeHTa. Busoii odopmseTes BHYTPEHHEE COrNIacoOBAHUE JIOKYMCHTA.
Busa BKIIOYaeT JOGKHOCTH JIMIA, BU3HPYIOLIETO JOKYMEHT, MOJIHCD, pactingpoBKy MOJMHCH
(MuunmMassl, GaMmuinio) ¥ 1aty BU3UPOBAHMA.
lpumep -
PyKoBOHTEIIb KOPHANIECKOIO OT/1e]1a
[Toanucs U.O. @amuiins
JlaTta
4.5.4. J11s JOKYMEHTA, MOUIMHHUK KOTOPOro OCTAcTCs B MBJ10Y «Jletckwmii cap Ne 192», Busbl
MPOCTABASIOT B HIKHEH YacTh 000POTHOM CTOPOHBI MOCTCAHEro JIMCTA TI0/UMHHHKA JIOKYMEHTA.
Jlns JOKYMEHTA, NOJUIMHHUK KOTOPOTo n3 MBJIOY « Jlerckuit cag No 192y» ornpapisioT ajpecary,
BU3bI IPOCTABIAIOT B HUAKHEH YaCTH JIMUEBOI CTOPOHBI KOTHH OTNPABJIACMOTO IOKYMEHTA.
4.5.5. 3aMeyanus, 0coOble MHEHWsS, W3MCHEHMs M JIOTIOJIHEHMA K [POCKTY JIOKYyMCHTA
oopMASIOTCA Ha OTAEABHOM JMcTe. B 9TOM cnyuae BU3a Ha NPOCKTC JOKyMEHTa oopmasercs
ClIELYIOILUM 00pasoM:
JaMeuaHus npuiaararoTcs
3aBe Ay OIMI XO3AHCTBOM

H.B.Abpamopa
(I1MgHast MoJUMCh)
110115
4.5.6. Ecin npoekT AOKYMEHTa MMOJEKHUT COTIACOBAHMIO € HECKOTBKUMH JIO/DKHOCTHLIMU
JMLAME,  TIPEACTABAAIOUIMMIU  MHTEPECH. PasHbIX CTOPOHHHUX opranuzaumii, To ana  yja00cTsa
oopMIeHns BU3
MCIOJB3YETCs IMCT cornacoBanus. Ha gokymenTe jielaetes 0TMeTka: "JlucT cornacoBaHus
npunaraeres . Hanpumep:
Jluet cornacopaHust
(HAMMEHOBAHUE JIOKYMEHTA, MOJUIEKALIET0 COrIACOBAHMIO)
Haumenosanue Coaepxanue
JIOJZKHOCTH 3aMevyaHuH [Toanucs
110 MPOEKTY
Crapumii WcanbGaesa 3ameuannii
pocnutarens 1.B. HeT MOJIINCD
45.7. Bce MOCTYNUBIIKE 3amMeuanus, 0co0ble MHEHHU, W3MCHEHUS W JIONOJTHEHUA PACCMATPUBAIOT
JIOJKHOCTHBIM JTIOM, KOTOPOMY OpyueHa pazpadoTka poeKTa 10KyMeHTa. MM sKke npuHUMaeTcs
pelieHne 0 NPUHATHH MM OTKIOHECHHH YKa3aHHBIX 3aMcUaHui.
458. ['pud cornacosanus opopmisercs B cayvae HEOOXO/MMOCTH MPOBEACHUS BHCIIHETO
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COIIACOBAHMS CO CTOPOHHUMM Opranu3aiusMu (IIPEANPUATHAMM, YUPEHJICHUAMH).
459. I'pudp cornacoBauus ¢ KOHKPETHbIM JIOJZKHOCTHBIM JHIOM. Mpe/ICTABIAIOUIMM HHTEPEChH]
CTOpOHHEH opraHu3alluM, BKIOYaeT B cebs cinoso " COI'JIACOBAHO", nauMeHOBaHHC
JOJKHOCTH JIMIA, ¢ KOTOPBIM COTJIAcOBaH JOKYMEHT (B T. 4. HAMMCHOBAHHE OpraHu3aLkm), JTHUHYO
NOAMKUCEH, pactin(poBKy NOAMUCH (MHUIHATIBL, damuims) u gary cornacosanus. Hanpumep:
COI'JTACOBAHO
["naBHBIil clieLMANKCT 0T/ea 00pa3oBaHHus
VO UKMO r.Kaszauu no ABHacTpoUTEIbHOMY
1 HoBo-CaBHHOBCKOMY palOHaMm

.. MBanosa

(1MuHas MOAINKCH)
02.09.13
45.10. Ecim cornacopaHue OCYIIECTBIAAIOT MUCbMOM, MPOTOKOJIOM W JIpyrdM JIOKYyMEHTOM,
NOATBEPIKIAIONIMM (DAKT cornacgpaHus. rpu( BKIouaeT B ceds ero HAaMMEHOBAHWE, HOMEp W JiaTy.
Harpumep:
COI'JIACOBAHO
[Iporokon 3acenanus
Komucenn no oxpate Tpyja
MBJIOY « Jletckuit cajg Ne 192» o1 02.09.13 Ne |
COTI'JIACOBAHO
nucbmom Pocapxusa
or N
4.5.11. Ecau coriiacoBaiue ocyllecTBIAETCS KOJUIErHalbHBIM OPraHoM, B rpude cornacoBaHus
yKa3bIBAIOT CBE/ICHUSA 00 Oprane, COrnacoBaplIem JIOKYMEHT, JIaTe W HOMEPE MPOTOKOJIA, B KOTOPOM
3a()MKCMPOBAHO PELLIEHHE O COTJIACOBAHMH.
Ipuvep
COI'’JJACOBAHO
CoBETOM JIMPEKTOPOB
AO "Tlpoduis"
(nporokonor N _)
4.5.12. B opranusaumsax, NpUMEHAIOAX CHCTEMbI YJIEKTPOHHOTO JA0KymMeHToobopoTa,
COrIacOBAHHE MOKET MPOBOIMTHLCA B HJICKTPOHHOM (opme, coriacHo IrOCT P UCO 15489-1.

4.6. Pezonrouus.
46.1. Pe3001Msl - KpaTKoe MUCbMEHHOE NOPYYEHHE, MOArOTOBICHHOE MO UTOTAM PACCMOTPEHHA
MOCTY[HUBILIETO B MBJIOY « Jlerckunii cag Ne 192» jpokymenTa. Pesomouus  odopmiasercs
HEMocpe/ICTBEHHO Ha JIOKYMEHTE - Ha CBOOOIHOM MecTe JIMIEBOM CTOPOHBI MEPBOM CTPAHHILIBI MJIH
Ha OTJIEILHOM JIMCTKE € YKa3aHWEM PErHCTPAlLMOHHOrO HOMEpa W JlaThl JIOKYMEHTA, K KOTOPOMY
PEe30AI0LNS OTHOCHTCS.
46.2. Pedomouns BKmouaeT B cebs cpejJeHus 00 HCMoOMHMTENE MOpyYeHHs (HAMMEHOBAHHUEC €ro
JODKHOCTH, (paMUIINS, WHHIMAILI), CONCPIKAHUE MOPYUEHUS, CPOK WCTIONHCHUSA, HAUMCHOBAHUC
JOKHOCTH JILLA, OTAABIICTO NOPYUEHHE, €10 JIMUHYIO NOMUCH M PaciinppoBKY, 1aTy.

H.K.MBanogoii

[poiy NOArOTOBMTE MPOEKT 10rOBOPa ¢

« Caropuce» k 02.09.13

M.B.I1Ipamko

(IMuHasn NOJNKUCH)

20.08.2016

4.6.3. Eciu pe3osmouust npeanonaraet rnopyyueHue s JByxX W fosee UL, OTBETCTBEHHBLIM
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UCMOJIHUTENIEM ABIACTCA JIMLO, YKa3aHHOC B MNOpYy4CHHUH NEPBbLIM.

4.6.4. Ha pokymenTax, He TpeOyHOLInX yKa3aHHii 110 UCMIOJHEHHIO M UMEIOLLMX THIHOBBIC CPOKH
HUCITOJIHCHHUA, B pe'sonmuun YKEIBI;[BHIOTCFI UCITOJIHUTENb, [TOJINNUCH aB'ropa pe’;omouuw, Jara.
4.6.5. Jlonyckaercs opopmeHHE PE30THOLHHU Ha OTACTEHOM JIMCTE.
17 OmmemKa 00 UCROJIHEHUU
4.7.1. OTMeTKa 06 MCHOJHEHHH JOKYMEHTa W HanpaBleHUH €ero B JICJ0 BKIOHAET B cels

ciejlylolMe JIaHHbIe: CChUIKY Ha JIaTy M HOMEp JIOKyMEHTa, CBUJIETEJILCTBYIOLIEIO O €ro
MCTIOJIHEHHUU, TIPH OTCYTCTBMU TAKOTO JOKYMEHTA - KPaTKHE CBEACHUS 06 ucnonnenuu; ciosa "B
1e510"; HOMEp Jiesla, B KOTOpoM Oy/IeT XpaHHUTLCS JOKYMEHT.
4:7.2. OTMeTKa 06 HMCIOJHEHHH JIOKYMEHTa M HanpapJeHUW €ro B JIeJ0 TIOANUCHIBACTCH H
JATHPYETCA MCMIONHUTENIEM JIOKYMEHTA WM PYKOBOAWTENEM CTPYKTYpHOTO nojpazjelicHus, B
KOTOPOM HMCIOJHEH JIOKYMEHT.
4.7.3: VkazanHag oTMeTka odopmisieTcs B JIEBOM HWKHCM YUy JMLEBOH Wi 000pOTHOM
CTOPOHBI NMOC/EAHEH CTPAHULbI NIQGIMHHNKA JIOKYMEHTA.

4.8 Hpunoscenue Kk QOKyMenmy.
4.8.1 OT™MeTka O MPUIOKEHHUH COJIEPKUT CBEJICHUA O JIOKYMCHTE (JlOKyMeHTax), NpuiaraeMom K
OCHOBHOMY JIOKYMEHTY (B COMPOBOJMTENbHBIX MMHCbMAX, NPETEH3MAX, aKTax, Crpaskax u Apyrix
HHPOPMAIMOHHO-CIIPABOUYHBIX JIOKYMCHTAX) WK O TOM, 4TO AOKYMEHT ABJIACTCA MPUIIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JIOKYMEHTaxX - [PWIOKEHHAX K PacHOpsANTEIbHBIM JOKYMCHTAM.
[MOJIOAKEHUAM, PABUIIAM, UHCTPYKIHMAM, JIOrOBOpaM, IIaHaM, 0T4eTaM u Jip. JIOKYMEHTaM).
B cONpoBOAMTE/LHBIX ITMCBMAX M JPYTHX MHPOPMALMOHHO-CIIPABOYHBIX JOKYMCHTAX OTMETKA \
NPHII0KEH M OPOPMIAETCA NOJL TEKCTOM OT TPAHULIbI JIEBOTO MO CAC/LY LM obpazom:
- ecIIn TIPUJIOJKeHHe Ha3BaHo B Tekere:  [lpunokenne: Ha 2 1. B 1 9K3.
- €C/IM NPUIIOKEHUE HE HA3BAHO B TEKCTC WM €Ciin NPUIOKEHUH HECKOJIBKO, YKa3biBAlOT
Ha3BaHWS JOKYMEHTOB-NPHIOKEHUI, KOJMUYECTBO JIMCTOB H OK3EMILIAPOB KAXK/0TO NPHIIOKCHH:

I Ipunoxenue:
L. [Monoskenue 06 YNPaBicHUN PErHOHATBHONO KPEMTOBAHMS Ha 5 JI. B I 7K.
2. CnpaBka 0 KaJpoBOM cOcTaBe YpaBicH!s PerHoHaIbHOIO KPEHTOBAHMS Ha 2.8 19K3.

- ecin nputoKeHue (puiokenns) copornoposanbl: [puiokenue: 0T4eT 0 HUP B 2 3x3.
- eciu JIOKYMEHT, SIBISIONIMIACH TPUIOKEHUEM, HMMCCT NPUIOKCHUA € CamMOCTOATE/IbHOM
HyMepalMen CTpaHuiL:
[Ipunoxenne: nuebMo Pocapxusa o1 05.06.2015 N 02-6/172 ¥ NpUIIOKEHHS K HEMY, BCEro Ha 5 JI.
- CCIM NPUIIOJKEHHEM SABJSETCS 000CO0ICHHbIH YICKTPOHHBIH HOCUTEIL (KOMTAKT-JIMCK, usb-
duem-nakonurens u ap.):  Ilpunoxenne: CD B | 9K3.
[lpu prom Ha BKIAJAbIIE (KOHBEPTE), B KOTOPbIA [OMEIIACTCA  HOCHTENb,  YKa3blBAKOTCH
HAUMEHOBAHHS JIOKYMEHTOB, 3allMCAHHBIX HA HOCHTE/Ib, MMeHa (aiiiios.
4.8.2. B pacnopsauTenbHbIX  JIOKYMEHTax  (MOCTAHOBICHMAX,  PCIICHMSX,  NpUKasax,
pPACHOPAKEHNAX), JOTOBOPAX, MOJOKEHHUAX, TMPABHUIAX, MHCTPYKUMAX W JpYrUX  JA0KyMeHTax
oTMeTKa 0 fipuiioskennu 0popMIAETEs CIIe/LIONM 00pasoM:
- R TEKCTE JIOKYMEHTA MPH MEPBOM YITOMUHAHUK IOKYMEHTA-NPUIIOKCHNS B cKoOKax
yKa3blBACTCSA:
... (MputoAkenue) uam ... (punoxkenue 1); nepei HOMEPOM MPUIOKEHHUS JIOMYCKACTCs CTABUTE SHAK
Homepa: ... (mpunoxkenue N 2);
. Ha MEPBOM JINCTE JIOKYMEHTA-NPUIIOKEHHUS B PABOM BCPXHEM YIIly yKa3bIBACTCA:
Ipumep Mpunoxenne N 2

k npukasy AO "[Mpoguis" or 15.08.2015 N 112
CTPOKM PEKBM3MTA BLIPABHMBAKOTCH M0 JIEBOMY KPaAlO MM LCHTPUPYIOTCA OTHOCHTEIILHO camoii
JUTMHHO#M CTPOKMH.
4.8.3. Eciv  NpUIOKEHHEM K PACropsMTEIbHOMY JIOKYMCHTY  SIBJIACTCH  HOPMATHBHLL i
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NPaBoOBOM aKT MM MHOM JIOKYMEHT, YTBEP/KAAEMbIi JIAHHBIM PACIIOPA/IMTONLHBIM JJOKYMEHTOM, Ha
NepBOM  JIMCTE MPUIOKEHHS MNPOCTABAACTCS OTMETKAa O nNpuiokenun (0e3  cehulkM  Ha
pacrnopsiAMTELHBIA  JIOKYMEHT) M IpuU(  YTBEp:KJICHHSA, B KOTOPOM YKa3bIBAKTCA JIaHHbIE
pacrnopsAMTEILHOrO JIOKYMEHTA, KOTOPLIM YTBEPHKIEH JOKYMEHT-TIPUIIOKEHHE.

lpuvep -
[Mpunoxkenne | YTBEPX/IEHO npukazom AO "llpoduas" ot 18.05.2015 N67
4.8.4, CTpaHMIIbl IOKYMEHTA M MPHIOKEHUH HYMEPYIOTCS KaK ¢JIMHBIH JIOKYMEHT.

4.9. Hoonucanue dokymenma.

4.9.1. JIOKYMEHTBI. HanpapjiseMble B BbIILICCTOSIIHE OPraHU3alMu M OpraHbl cyjaeOHONH BiacTu,
nojanuceiatores saseaviownii MBJIOY « Jlerckuii cag Ne 192,
JIOKYMEHTBI, HANpaBAsSEMbIE MTOJUUMHEHHBIM, APYTHM YUPEKJACHUAM W paziaHam, MoAnucbiBatoTes
3aBe/yIOlIeH, ee 3aMecTUTeNeM MM MCNoJHAWMM  obs3aHHocTH 3apeaytouein MBJIOY  «
Jerckuii caaNe 192y,
492, lloanues BKMOYaeT B CeQg: HAUMEHOBAHME JIOJDKHOCTH JIWLA, TOITUCABIIETO JIOKYMEHT
(nosiHoe, ecin JOKYMeHT oopmiieH He Ha OJaHKe J0KYMEHTa, U COKPAIUEHHOE - HA JIOKYMEHTE,
oopmaenHomM Ha GnaHke), JIMYHYIO [OJUIHCL U pactiupOBKY MOANUCH (MHULIHAILI, (hamMuius).
Hanpumep:
3agenyowmii MBJIOY «/lerckuii cag No 192»
M.B.IlIpamko

win Ha O1aHke:

Jaseaytommii U.B. 1 Ipamko

(J1MyHas NOANKUCH)

Honyckaetcs B pekusute "llojnucs" 1leHTpUpOBaTh HAaUMEHOBAaHWE TOJIMCH JI0JKHOCTHOTO
JULA, MOANMKUCABILErO JOKYMEHT, OTHOCUTEILHO CaMOKN JUIMHHOW cTpoKH. Hanpumep:

3apenytownit MbJIOY «Jlercknii cag No192»

H.B.I1pamxo

(1MUY HAS NOJUTHUCE)

493, [lpn noanucaHnu JOKYMEHTA HECKOJIBKMMH JIOJIKHOCTHBIMH JIMIAMH KX [TOIITUCH,
pacronaratoT 0JiHy 1o/l JIpYroi B 1ocieloBaTe/IbHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMO
JoJkHocTH. Hanpuvep:

Saseaytownii M.B.HIpamko

(JIMYHaA 1MOINMHCD)

3aBeyionmii Xo3sicTBOM H.B.Abpamosa

(AWYHaAA NOANKCE)

494, B 10KyMEHTAX, COCTABICHHBIX KOMHCCHEH, YKa3bIBAIOT HE JI0JKHOCTH JIHLL,
MOAMUCHIBAIOIIHUX JOKYMEHT, @ X 00A3aHHOCTH B COCTABE KOMHUCCHU B COOTBETCTBHH ¢

pacripeienieHuem.
Hanpunep:

[Ipencenarens komuccuu M.B.1lIpamko
(MuHas nojanucek) ’

Unensl komuceun:  3.H.Kapamora

(J1uHas MOAIHKCH)
H.B.Abpamosa

(MyHan noanuce)

4.9.5. Tlpu noanucanum JTOKYMEHTA HECKOILKMMU JIMIAMHM PABHbIX JIOJGKHOCTEH MX 1O/IITHCH
pacrosiaraloTcs Ha 0JIHOM YPOBHE.

lpumep -

3amecturens 3ageaytoweil no YBP [loanucs M.O.@amunus 3amecturens no AXP Toanues K.0O.

damunus
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4.9.6. Tlpn NOANMMCAHUK JIOKYMEHTA JIHLLOM, HCHIOTHAOHIHM 00A3aHHOCTH PYKOBOJAUTEIS, NOANUCH
oopMIISETCA ¢ YKA3aHHEM CTaTyca J0JIKHOCTHOTO JIMLA B COOTBETCTBHH € NPUKA30M
(pacrnopsKeHUeM).

Ipumep -

W.o. sapeaytouteii  [Moannes M.O. Gavunns
RITH

Mcnoausaionmii 0043aHHOCTH

3aBeYIolIEeH [Toanuce U.O. Mamunus

4.9.7. Tlpn NOAMMCAHNK JOKYMEHTA JIMLIOM, HMCIOLLHM TPABO MOANUCH B CilyHae BPEMEHHOTO
OTCYTCTBHUS PYKOBOJIMTEIsA, HCNIPABICHUA B HAHMEHOBAHUE JIOJDKHOCTH U paciupoBKy (paMuIMH
yIKe MOJArOTOBICHHOTO M COrIACOBAHHOTO MPOEKTA JIOKYMEHTA BHOCATCA OT PYKH WK €
MCTIOB30BAHMEM COOTBETCTBYIOLIMX iTamMnos. He fonyckaercs CTaBuTh KOCYH HCPTY, HALNMKCH 3a
nepe/i HaMMEHOBAHUEM JIOJKHOCTH JIMIIA B TIO/IITHCH, €CJIM JIOKYMEHT TMO/ITHCHIBACT HHOE
JOKHOCTHOE L. Eciin B O1awe Ha MecTe, NPe/IHa3HAuCHHOM U1 TTOANUCH, CTOUT JI0JIKHOCTD
3aBe/Iylo1Ieil, a MOAMUCHIBAET H.0., TO HYKHO 3a4EPKHYTh HareyaTaHHyto (pasy v Bnucarh
HAUMEHOBAHHE PEalibHOM JIOJKHOCTH MOJNUCHIBAIOIIET0. TaK je cile/lyeT MoCTyNn1Th, €C/IH
HarieyaTana paMuINs U MHULMAJIBL OTCYTCTRYIOLLETO PYKOBOMTENS. MICTIpaBieHus Ie1aloTes B
pyKkonucHoit popme.

498 B MBJIOY « Jlerckuii cag Nel192» MosKkeT HCTIONIB30BaThes (JaKCUMUIIE, HO HEe HA BCEX
jokyMenrax. Ha uem He MoskeT ObITh (pakcuMuIIC:

CBSI3aHHBIX ¢ 0DAHKOBCKMMHM pacueTaMi;

el I —

pa3jiMYHbIX BEAOMOCTAX;
Ka/JIpOBBIX Oymarax;
4. JIeKnapaumsax;
5. cuerax-(pakTypax;
6. KACCOBBIX JOKYMEHTAX;
7. J0roBOpax, KOTOPbIE HYKHO PErHCTPUPOBATE;
8. JIOBEPEHHOCTAX.

MO3KHO OCTaBIATH (AKCUMHUILHYIO MONUCH NPH 00MEHE JIOKYMEHTAMH B PaMKax 0/IHOTo
JIOroBOpa, eciiu:

a) B JIOFOBOPE, MOAMHCAHHOM 00bIYHLIM 00Pa30M, MPELYCMOTPEHA TaKas BO3SMOKHOCTD

6)  MekKIy napTHepaMH JICHCTBYET COrialieHue 0 NPUMEHEHUH KilHile-(hakcHMuIIe.

B) Ha BHYTPEHHHUX KOMUAX JOKYMEHTOB.

Takumu Gymaramu MOryT ObITh KOMMEPYECKHE MPETOAKEHN, NHCbMA, AKThl, ClIeUMpUKALIAN 1 T.11.
499. . Tloanuck HeotTaenuma OT -Tekcra JIOKymeHTa. Ecam TeKCT 3aKaH4YWBACTCH  BHU3Y
CTPaHMIIBI, TO MOJMKCL HC MOKET OBITh NepeHeceHa Ha OTAC/IbHBIA JIUCT, €CIM KPOME Hee JIpyroro
Tekera Ha suere He Oyaer. TlpuHATO nepeHOCHTh MUHUMYM nocieanuil adsail, npu dTom He
3a0bIBATH O NPABWUIILHONM HYMEpalMK1 CTPaHMIL.

49.10.  Ormerka 00 2JICKTPOHHO# NO/IIMCH HCMONB3YETCs NPH BU3YAIU3aLMK JICKTPOHHOTO
JIOKYMEHTA, NOJIMUCAHHOTO YIEKTPOHHON NOANUCHIO, ¢ COOIIOACHUEM CIIEAYIOLIMX TPeOOBaHHIi:

a) MECTO pa3MELLEHHsI OTMETKHM 00 IEKTPOHHO# NOLNNUCH J07KHbBI COOTBETCTBOBATE MECTY
pasMenieHts CoOCTBEHHOPYHOM NONUCH B AHATOTHUHOM JIOKYMEHTE Ha OYMaKHOM HOCHTEIE;

6)  9JeMEHTbI OTMETKH 00 JIEKTPOHHON NOANUCH J0JKHBI ObITh BUAHMBIMH W UHUTACMBIMH 11D
oToOpakeHuH J10KYMEHTA B HATYPAJIbHOM pazmepe;

B) JIEMEHTBI OTMETKH 00 2IEKTPOHHOH MOJINMHUCH HE JIOJIKHBI TIEPEKPLIBATLCA HIIH
HAKJIaAbIBATLCA APYT HA JIpYra;

r) HNEMEHTBI OTMETKH 00 3JIEKTPOHHOM MOANUCH HE 10JKHbI IEPEKPHIBATEL YJIEMEHTHI TEKCTA
JIOKYMEHTA M JIPYTHE OTMETKH 00 2JEKTPOHHOM 10/UIHCH (IPH HAJTHYUH).

OrmeTKa 06 H1eKTPOHHOI NOTHCH B COOTBETCTBUU € 3aKOHO/laTe/beTBOM Poccuiickoi denepatlmu
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pioouaer (pazy "JlokymMeHT noanucat 3J1EKTPOHHOMN MOJUTUCHIO", HOMEP ceprudukara Kioua
ICKTPOHHON NOANUCH, (PamMUIHIO, WUMA,  OTHECTBO piajcabl@ cepTudUKaTa, CPOK ACHCTEHA
cepruduKaTa KIoua 1eKTPOHHOH HOTHCH.

[Tpumep —

JIOKYMEHT TTOAINMCAH

YIEKTPOHHOM MOJITTHUCHIO

HaumenoBanue

JIOJIAKHOCTH H. H. Hukonaes

Ceprudpukar lal 11 aaa00000000001 |
Bnasnenen, Hukonaer Hukonait HHOH&]EBH‘I
Jleiicteurenen ¢ 01.12.2012 no 01.12.2017

49.11. [Neuats 3aBepseT MNOATHHHOCTb MOJTHCH J0/DKHOCTHOTO JIMLA HA JIOKYMEHTaX,
Y0CTOBEPAOLLMX NPaBa 1L, (PUKCHPYIOUIKX (akTbl, CBA3AHHDBIC C (PMHAHCOBLIMH CPE/ICTBAMM, A
TaKoKe Ha MHBIX JIOKYMEHTaX, TIPelycMaTPUBAIOIINX 3aBEPEHHUE O/INMUCH NEHATDHIO B COOTBETCTBHH C
sakoHoaTebeTBOM Poceuiickoii Dejiepaiinu.
4. Opranuzauus J0KYMeHT0060poTa H HCTIOTHEHHS IOKYMEHTOB
4.2, Opzanuzauus OOKyMeHmoovopoma
42.1. iswkenne gokymertos 8 MbJIOVY « Jlerckuii cag Ne 192» ¢ MoMeHTa MX CO31aHHsA
(nonyueHus) 10 3aBEPLUICHUS UCTIOTHEHHUS (oTnpaBkH) nocieaHnx obpasyer JIOKYMEHTOOOO0pOT.
4.2.2. TTopsAIOK NPOXOAAEHHA JOKYMCHTOB PEIIAMEHTHPYETCH HacTosiel MHeTpyKuuei, Tabenem
yHUPUUMPOBAHHBIX  (OPM  JIOKYMEHTOB, [0TOKCHHAMU ¢ JAOKHOCTHBIMHA - MHCTPYKIMAMHU - HX
pabOTHUKOB.
4.3. Opeanuzauus 00CMAgKU OOKyMeHmMos
43.1. Jlocraka gokymentoB B MBJIOVY « Jletckuit caa Ne 192 »u 3a ero npejielibl OCYHECTBIACTCH
CpeJICTBAMM MOUYTOBOM. KyPbepCKOi 1 YNEKTPUUECKOH, DIEKTPOHHOMN CBA3H.
43.2. TlocpescTBOM NOYTOBOM CBA3M MPOM3BOAMTCA OTNPaBKa W MOJMYHCHHE POCTBIX THCEM,
OTKPBITOK, GaH/IepOIe. NOCKUIOK U MEYATHBIX, B T. 1. NICPHOIMICCKIX W3 J1aHH .
433. C NOMOLUIBIO KYPBEPCKOW CBA3M OTNPABIAIOT W TOJYHAIOT 3aKa3HYIO KOPPECTOHAEHILHIO
(npuKasbl, PACMOPSKEHUS, MUCbMA W MIPOYHE  JIOKYMCHTI BLILIECTOALLIMX  OpraHu3aiuii).,
COZEPIKALLYIO BAKHYIO UK CPOUHYIO uH(pOpMAaLHIO, N0 IOBEPEHHOCTH.
43.4. DIEKTPUUECKYIO, ICKTPOHHYIO CBA3b MCIOIL3YIOT JUIA OTHPABKH U NOJTY4CHHA Teserpamm,
TeseaKcorpamm, HMEKTPOHHBIX JIOKYMCHTOB.
435 OTBETCTBEHHOCTH 3a TMOJHYIO M CBOEBPEMCHHYH) OTNPAaBKY W MOJIYHCHHC ciykeOHO#
KOppeCTIOHIeHIIMH HeceT 3aBe/lytolas MBJIOV « Jlerckuit cajg Ne 192».
4.4. flpueM, obpabomka u pacnpedeinenue 6xX00AUUX OOKYMEHMO8
4.4.1. Jlokymentsl, nocrynatoine 8 MbJIOY « Jletckuii cag Ne 192y, BCKpbIBAKOT, PErUCTPUPYIOT,
[0CJIE Yero Mepe/ialoT Ha PACCMOTPEHUE 3ABE/LYIOIICH, A 3aTEM B COOTBETCTBHH C €€ PEHICHHEM
(pe30atoLMeit) HANPABJIAIOT HENOCPECTBEHHBIM UCTIOJIHUTEIAM.
442, C noeryniaeHuem ciyReOHONH KOPPeCnoHACHIUK COTPYAHHUK, OTBETCTBEHHbIH 32
JINIONPON3BO/ICTBO, POBEPACT NPABHILHOCTD €€ JIOCTABKH, A TAKIKE LEJIOCTHOCTD YIIaKOBKH
N0KYMeHTOB. KOHBEPTHI € IOKYMEHTaMH BCKPBIBAIOT, 32 NCKIIOUEHUEM UMEIOLIUX TOMETKY
"nuno".
4.4.3. Peructpauu nojuieiKar Bce 10KyMEHTBI, Tpebyiolme yueTa, UCTIOIHEHUA HCTIOJIb30BaHHA B
CHPABOUHBIX LIENAX, KAK MOCTYNAIOMME U3 APYTUX OpraHu3alit U 0T YaCTHBIX JIMIL, TaK W
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obpasytoimecs B npotecce gesreasiocty MBJIOY « Jletcknii caj No 192x.
He noaieskat perucTpaimm no3ApaBnTebHbIe THChMA, TeerpaMMbl, MPUIIACHTENbHbIC OMIETHI.
uH(OpMAalH LIS CBeCHUs, OyXIalTepeKne JOKYMEHTbI HepBUYHOTO yueTa. Jliis HUX COCTaRIACTCS
MepeyYeHb HEPErHCTPUPYEMBIX JIOKYMEHTOB.
PerucrpallmoHHbIH [ITAMIT UK OTMETKA O PEFHCTPALIMK CTABUTCS B MPABOM HHIKHEM YIily
JIOKYMEHTA M COCTOST M3 HOMEPa A0KYMEHTA N0 NOPS/IKY KU 1aThl MOCTYIIEHHUA.
B MBJIOY « Jletckuii cag Ne 192» ¢ o6bemom JlokymeHnToobopoTa j1o 600 e1IMHHUIL B 01
JlonycKacTes (])HKCHP()BH']‘I-: HX B KypHajlax perucrpali BXOAAINX W UCXOJIATIUX JTOKYMCHTOB.
4.4.4. B 3aBMCHMMOCTH OT ajIpecallii JIOKYMEHTbI HANpaB/IstOTCS HA NPe/IBAPHTEIbHOEC
pacemoTpenue 3apejytoiteit MBJIOV « Jletcknii cajg Ne 192y Wit Herocpe/IcCTBEHHO TeM
JIOJKHOCTHBIM JIMIIAM, KOTOPBIM OHM MIPE/IHA3ZHAYEHBI (MPU HAJIMYUK HA JIOKYMEHTE
COOTBETCTBYIOILEH OTMETKH).

4.5. Ioozomoska u omnpaska HCXOOAWUX OOKYMECHMOE
4.5.1. IloaroToBKa NPOCKTOB HEXQYIALIMX JIOKYMCHTOB, BK/IHOUAs MPE/IBAPUTENILHOC COTIACOBAHNE,
[POU3BOAUTCSA TEMH JIOJIAKHOCTHBIMH JIMLIAMHU KOMY MOPYHEHO UX HCIOJIHEHUE.
4.5.2. OTBeTCTBEHHbII UCIOJIHUTE L O(GOPMIIACT OKOHYATEIIbHBIH BAPUAHT JIOKYMEHTA Ha OCHOBE
3IEKTPOHHOM MM PYKOTIUCHON BEPCHH MPOEKTA JOKYMEHTA, B 0043aTE/ILHOM MOPS/IKE 3aBEPEHHOM
NOAMUCHIO OTBETCTBEHHOTO UCNOJIHUTEIA.
4.5.3. OTBETCTBEHHBII UCMOJHUTENL 0053aH Y/IOCTOBEPUTHLCH B FOM, YTO TEKCT OKOHYATENILHO
o(OPMIEHHOTO JOKYMEHTA B TOUHOCTH COOTBETCTBYET TEKCTY NPOEKTa, U IPH HEOOXO0JUMOCTH
BHECTH B OKOHYATEILHBINH BapUaHT CBOM 3ameuanus. [IpaBuiabHo 0OPMICHHBIN JJOKYMEHT
rnepe/laeTcs OTBETCTBEHHOMY UCIIOJIHUTEIO.
4.54. OTBETCTBEHHBIH UCTIONHUTEIb MIPEACTABIACT OQOPMICHHBINH JIOKYMEHT Ha TOIHCH
(yrBepiaenue) 3aBeaytomeit MBJIOV « Jlerckuii can Ne 192y,
5-4.5. IloanucaHHbli (YTBEPK/IEHHBII) JIOKYMEHT TOTOBUT K OTMPABKE HENMOCPEJACTBEHHO
sapeiyroninit MbJIOV « Jletckuii cag Ne 192». OTnpaske npe/iiiectByeT perucTpaius u
KOHBEPTHPOBaHUE (YNAKOBKA) N0KyMeHTa. JlocTapaseres JOKYMEHT ajpecary ¢ noMoulbio
KYpPbEpCKOi (MOYTOBOI) CBA3H.
5.4.6, Ornpasky uexosined KoppecnonaeHiuu 3a npeaeisl MBJIOY « Jlerckuii can No 192y
HEOOX0,IMMO OCYIIECTBIATL B TCUYCHUE CYTOK C MOMEHTA NO/IUCaHus (YTBEPIKICHHUSA ) TOKYMEHTA
zage/ytouiei. Oco00 BaKHbBIE WM CPOUHbBIE JOKYMEHTBI CJICAYET OTNPABIATL HEMEJIEHHO 10CIIe
ux nonucanus. KoHTpoaupoBaTh CBOEBPEMEHHYIO U MPABHIILHYIO OTIPABKY HCXO/1A1IEH
KOppecrnoHaeHInu J1oipken 3aseaytoimnit MBJ10VY « [lercknii can Ne 192».

5.5. Henoanenue suympennux 00KyMeHmos.
5.5.1. McrnosiHeHMe BHYTPEHHUX JIOKYMEHTOB OCYILECTBIIACTCA COMIACHO YKa3aHWAM 3aBE/1yHOLIETO
MEH6Y<< Jlerckuii cag Ne 192» 1160 B COOTBETCTBUH € JIAHHON MHCTPYKIMEH MM TpedOBaHUAMH
(enepalibHbIX M BEIOMCTREHHBIX HOPMATHBHO-MPABOBLIX AKTOB.
5.5.2. OTBETCTBEHHOCTb 32 CBOEBPEMEHHYIO 110AMOTOBKY MPOEKTa, 3a NpaBuiibHOE o(opmiieHuHe
BHYTPEHHETO JIOKYMEHTA HeceT TO JIOJIKHOCTHOE JIMIO, KOTOPOMY MOPYYEHO €ro UCTIOJIHEHHE.
5.5.3. KOHTpOJIb MCNIOIHEHUS BHYTPEHHUX JIOKYMEHTOB ocylecTnisiercs 3ase/ytoueil MBJIOY «
Jlerckuii can Ne 192y,
5.54. llepenaya nojanucaHHbIX (YTBEPKJICHHBIX) BHYTPEHHUX AOKYMEHTOB JUls MCIOJIb30BaHUs B
MpaKTUUECKON padoTe JOHKHOCTHBIMH JIMUAMH  [POU3BOJIMTCA OTBETCTBEHHBIM HCIOJIHHUTEIEM
nocsie perucrpatmi. B HeoOX0AMMBIX CAy4asX OpPUIrHHAI BHYTPEHHEIO JIOKYMEHTa MOICKHT
THpaKUpoBaHU0. KOHTPOJBLHBIA JK3eMIUISIp JIOKYMEHTa [omelaercs Ha XpaHnenue "B jeno'.
Mcnonuurens jokymeHTa 0o0f3aH XpaHuTh y €e0f OAMH IK3EMIIAP MCIOJIHEHHOI0 BHYTPEHHETO
JOKYMCHTA B TCHCHHEC roia co JHs ¢ro perucrpatnu.
5.6. Paboma no cokpamenuo 00vemoe cyiHcednon nepenucku U co6epuieHcmeosanito ee
opeanuzayuu.
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5.6.1. PaGory 1o coKpaiieHuio 00heMoB ciykeOHO  nepernuckn COBEPIIEHCTBOBAHUIO €€
OpraHu3alMn - ClEAyeT  paccMaTpuBaTh - KaK HEOTHEMIEMYIO  4acTh  JIOKYMEHTALIMOHHOTO
oGecnieuenus aesteabHoctn MbJI0OY « Jlerckuit cag Ne 192».
5.62. JlokyMeHTAUMOHHOE ofecneueHue AesTebHOCTH [MOJUIEKHT CHCTEMATHUECKOMY aHaan3y Ha
OCHOBE CTATHCTHUYECKMX  JIaHHBIX, XapakTepusylolnx KOJIMYECTBEHHbBIE M KAueCTBEHHbLIC
napameTpbl  CayKEOHBIX JIOKYMCHTOB 3 onpe/ic/ieHHbI  IepHOJL BPEMEHH (roa, MOJYrojue,
KBapTal, MecAll)). Yder oOIIero KOIMHecTRa JIOKYMEHTOB 3a onpe/e/ieHHbIH TNepHoL BpeMeHH
MPOM3BONTCS HA OCHOBAHWM JIAHHBIX KyPHAIIOB perucTpaummu J10KyMEHTOR. 3a eAuHuLy yuera
KOAMUECTBA JOKYMEHTOB MPUHHMACTCA CaM  JIOKYyMEHT. KOoJM4ecTBO BXOASALIMX, HCXOAAIINX
JOKYMCHTOB y‘{HTb[BHGTCﬂ pa?.,HCHbHO.
5.7. Opeanuzayua pasomol 0mMeemcmeeHHbIX ucnoaHumenei ¢ QOKymMeHmamil.
57.1. YIOIHOMOUEHHbIE A0JKHOCTHBIE jMia 00f3aHbl OCYIUCCTBIATL paboTy €0 CayKeOHbIMH
JIOKYMEHTaMH 1 00ecneunBaTh HX CBOCBPEMCHHYIO H IPaBUIILHYIO 1OJAIFOTOBKY.
5.7.2. CpouHbIe JJOKYMEHThHI NOIGEAT HEME/UICHHOMY MCTIOJTHEHMIO.
57.3. Ilpu onpejencHHH CPOKOB  MOAFOTOBKH CNyKEOHBIX  JIOKYMEHTOB OTBETCTBEHHbBIN
UCTIONHATE b 00S3aH YUMTBIBATL BpeMs, HeoOXoaumoe juid €ro cornacopanus, oQOpMIICHHA,
nojnucanus (YrBepik/ieHus) 1 JI0CTaBKK 10 aapecara. Ecau TOT MM MHON JIOKYMEHT HEBO3MOIKHO
MOJAFOTOBUTE K YCTAHOBJICHHOMY CPOKY, OTBETCTBEHHbIH HCMOIHUTENL JI0TDKEH 3a01aroBpeMenHo
YBEAOMUTE 00 HTOM KaK 3aBE/1yIOLLYI0 MBJIOV « Jletcknii cax Ne 192», TaK W TO JOJBKHOCTHOC
JIMIO BBITIECTOSIIEH HHCTAHLMH, BO HCITOJHEHNE yKa3aHuil KOTOPOro OCyLIECTRIAETES MOArOTOBKA
JIOKYMEHTA.
574 OTBETCTBEHHBIH NCTIONHUTEIb NEPEIAET HA THPAKHPOBAHNE OPUTHHA JOKYMEHTa ¢
HOMeTKO#H 0 HeOOX0MMOM KOJIHYECTBE IK3EMILIAPOB.
5.7.5. Ecau K paBoTe 1o 1oJAroToBKe J0KyMEHTa NPHBIEHCHO HECKOILKO OTBETCTBEHHbBIX
HCTIOHUTENEH, TO COMIACHO PE30JIOLNM WK HHBIM YKa3aHWAM 3aBCYIOLLETO MBJI0OY « Jletckuii
cajp Ne 192» 0JIMH U3 HUX HA3HAYACTCA CTApLIAM.
5.7.6. JlocTyn K pa3pabaTbiBAEMbIM JIOKYMEHTaM J0JIKHbI UMETh TOJILKO T€ JIMLA, KOTOPBIC
YIOJHOMOUEHBI OCYIIECTBIIATL UX MOArOTOBKY.
' 5.8. Ocobennocmu pasomol ¢ J1EKMPOHHBIMU OOKYMeHmAaMU

58.1. B yupexjeHun co31atoTes U UCTIOJIb3YIOTCH:

YIEKTPOHHbBIE JOKYMEHTBI, CO3/1ABACMbIC B 31eKTpoHHOI hopme €3 NpeiBapUTEIBHOTO
JIOKYMEHTHPOBAHUS Ha OYMaKHOM HOCHTEIIC;
. HAeKTPOHHbIE 00pa3bl JOKYMEHTOB, NONY4EHHBIC B PC3yIbTATC CKAHMPOBAHMUSA JIOKYMEHTOB H
XpaHsirecs B CUCTEME HIEKTPOHHOTO JIOKYMEHTO0DOpOTA.
5.8.2. [lpuem n oTnpaska 31eKTPOHHBIX JOKYMEHTOR OCYUIECTBISIOTCA OTBETCTBEHHbIM 3aBE/ICHUC
nenonponssojicTea B MBJIOY « Jlerckuii cajg Ne 192».
5.8.3. DIIEKTPOHHBIE JIOKYMEHTbI CO3/1al0TCA, 06pabaTLIBAIOTCA W XPAHSATCS B CUCTEME HJICKTPOHHOTO
nokymentoodopora MBJIOY « Jlercknii can Ne192».
5.8.4, DICKTPOHHBI JIOKYMEHT JI0JKeH ObITh oopMmIIeH 110 001IMM NPaBUIAM JEJIONPOU3BOJCTEA 1
MMETh PEKBU3HTHI, yCTAHORJIEHHBIE JUIS aHAOTHYHOTO JIOKYMEHTA Ha OyMa)KHOM HOCHTEJIE.
5.8.5. Jlist NOATBEPKACHUA NOUTMHHOCTH HICKTPOHHBIX JIOKYMCHTOR B MBJ10OY « Jlerckuii can No
[92» MCHONB3YIOTCA HICKTPOHHBIE HU(POBBIE MOAIMCH. Mcrob3yemble cpejicTBa 2JIeKTPOHHOM
1PPOBOIF NOAMUCH JOJIKHEI OBbITH cepTU(HUIMPOBAHBI B YCTAHOBICHHOM MOPSI/IKE.
586 Epunmiedl  yuera  DIEKTPOHHOrO  JIOKYMCHTa  ABJIACTCA INEKTPOHHBIH  JIOKYMEHT.
3aperucTPUPOBAHHBIA B CHCTEME JJICKTPOHHOTO nokymentoobopora MBJIOY « Jlerckuit caj Ne
192%. DNEKTPOHHBII JOKYMEHT, MMEIOLLNI NPHIOKEHIS, PETHCTPHPYETCA KaK OJINH JIOKYMEHT.
587 [locne OTHPABKM HJIEKTPOHHOIO JOKYMEHTA, 3aBCPEHHOTO YEKTPOHHOW — MOANNCHIO
YIIOMHOMOYEHHOTO JI0JUKHOCTHOTO JIUILA, JIOCBLIKH ajipecaty ero Kornuu Ha OymMaKHOM HOCHTENE,
KaK npaBuiio, He TpedyeTes, 3a NCKIIOUEHHEM OTBCTOR Ha oOpateHus rpaskiaH, nocTynuBLInX 1o
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HHPOPMAIMOHHO-TEICKOMMYHUKALMOHHBIM KaHalaM., Ha KOTOPBIC 3asBUTEIIO 1acTCH ITUCLMEHHBI i
OTBET, HANPABJIAEMbIil 110 TIOYTOBOMY ajpecy. YKazaHHoMY B 00palleHnu.
5.8.8. McnosHeHHble 2JIEKTPOHHBIC JOKYMEHThl CHCTEMaTH3HUPYIOTCA B JleJia B COOTBETCTBHH C
Homenknarypoit nen MBJIOY  « Jlerckuii capx No 192» n uHjekcupyloTes B TOPAIKE,
YCTAHOB/IEHHOM B OTHOWIEHHH JIeJI, COCTABJIEHHBIX W3 JIOKYMEHTOB Ha OYMaX)HOM HOCHTEIIC.
Ilpu cocraBjieHUH HOMEHKIATYPbl JIE/1 B 3ar0JOBOK Jie/a BKIOYACTCs yKazaHUC «INEKTPOHHBIE
JIOKYMEHTBI.

5.9. Hughopmayuonnas 6€30nacHocmb
5.9.1. Undpopmaunonnsie pecypesl MBJIOY « Jletckuii can Ne 192» no pocryity (BO3MOKHOCTH
HCIIOJIB30BANNA) MOJPA3ACIAIOTCS Ha OTKPBITYIO (0OLIEJ0CTYNHYI0) HH(OPMALHIO, CiykKeOHYIO
uH(OpMAaMIo U MHYOPMALIMIO OrPAHMYEHHOTO PACIPOCTPAHEHHUS (10CTYTIa).
K kareropuu OTKpbITOH MH(OPMALMK OTHOCHTCA MH(DOPMALLMA, COJepKaLasCa B JIOKYMEHTaxX H
6azax aanubix MBJIOV « Jlerckunii can Ne 192y, HenocpeJCTBEHHO 3aTparupatouias rpasa H
MHTEPECHI IPay/iaH. ~
K kareropun cayxeOHON uH(opMaLnn OTHOCHTCS HHPOPMALHA, CO/IepHKaLIaNcs B JIOKYMEHTaX
6azax ganueix MBJIOV « Jlerckuii cap No 192y, npejanasHaueHHas Ui JIOJDKHOCTHBIX JIML U
paboruukos MBJIOY « Jlercknit caa No 192» nipu BBIIOJIHEHUHM MU CBOWX (DYHKILMOHATLHBIX
00513aHHOCTEH, HE 3aTParvBaloLlas HanpsSMylo npasa M MHTCPECHI IPaXKlaH M HE OTHOCALLAACH K
KaTeropuu OrpaHMyeHHOro pacnpocTpaHenus (JIOCTyna).
K kateropuu uH(pOpMAalMH OrpaHMUEHHOTO PACTIPOCTPAHEHHs (JIOCTYNA) OTHOCHTCS MH(popMaIud,
cojiepkaiiascs B JOKyMEHTax M 0a3ax JaHHbIX, BKIIOYAIOUAA CBEACHMS KOH(DHICHUMANBLHOTO
xapakrepa.
Bes undopmarus, cojiepikaliascs B JokymenTax u 6azax ganueix MBJIOVY « Jlerckuii caa Ne 192»,
M0 yMOJYAHUIO SABASETCS OTKPBITOH W 00mea0cTynHoi. MekntoueHue coctaBiaser nHdopmalns,
OTHECEHHAs K KATeropham ciiyKeOHOH 1 OrpaHHIEHHOTO pacnpocTpaHeHus (JIocTyna).
5.9.2. JlocTyn monpsoBatenei K MHGOPMAIMK OrpaHHUMBACTCA NyTeM OTHeCEHHs HHpOpMauMn K
COOTBETCTBYIONICH KATErOPHM W HAIOKCHUEM HA HEe COOTBETCTBYIOLIErO rpua orpaHHucHus
pacnpoctpanerns. Mudopmaius orpantieHHoro aocryna cnabxkaercs rpudom «Jlis cnyxebnoro
[MOJIL30BAHUA Y.
[lpasom oTHeceHuss MHPOPMALMKM K KATCTOPMU  OTPAHMYEHHOrO  JIOCTYNAa M HAIOKCHWA
coorBeTCTBYIONIEro rpuda 00a1aeT aBTop JAOKYMEHTa 110 coracosanmio ¢ saseaytoeit MbJIOY
« Jlerckuii cag Ne 192».
JlokymenTHpoBanHas — MH(OPMAalg,  OFPAHUYEHHOrO  pacnpocTpaHeHds,  0e3  caHKiuu
JOJBKHOCTHOIO  JIMLA, YCTAHOBHMBLIETO PEKHM  OIPAaHHUYEHHOIO PacnpocTpaHeHus Als JaHHOTO
JOKYMEHTa, He MOJUIeKHT pasrialieiiio (pacnpoctpanennio). [lpegocrapienune nojb3oBatessm
JIOCTYIA K JIAaHHOM MHPOPMALMK OCYLIECTBIAETCA MCKIIIOUHUTENLHO 10 COrJIaCOBAHHIO € YKA3aHHLIM
JIOJBKHOCTHBIM JIMLIOM TTYTEM 1101241 COOTBETCTBYIOILEN 3asBKH.
JlofkHOCTHBIE N1M1@, NPUHSBLIME pelieHne 00 OTHECCHMM MHpopmauuu, 3aUKCHPOBAHHOW B
JIoKkyMeHTEe K KaTeropuv OrpaHHYEHHOro0 pacnpoCTpPaHEHHWs, HECYT OTBETCTBCHHOCTH 3a
000CHOBAHHOCTH MPUHATOrO PEIICHUS M €0 COOTBETCTBUC JACHCTBYIOLIEMY 3aKOHO/IATE/ILCTBY.
5.9.3. Jlnunbie siena pabOTHUKOB, JIMUHbIE KApTOUKH PabOTHUKOB, TPY/IOBBIE KHUKKH PAbOTHUKOB.
MPHUKashl 110 JIMYHOMY COCTaBY J0KHBI XPAHHTBCA B celidye MM B METALTHIECKOM IIKagy.
3anuck B TPYI0BOH KHU3KKE oAnuceiBaet 3aseaytomas MbJIOY « Jlerckuit can N 192y,
59.4. VYcrafioBKa M OKCIAyatauus NporpaMMHoro  o0ecredeHus, [0Jy4eHHOro W3 Jo0bIx
MCTOYHUKOB M BBIMOJHSAIONIETO (YHKIMH, HE CBA3AHHbIC HEMOCPEACTBEHHO C BbINOJIHEHUEM
pabOTHUKAMHU CBOMX JIOJDKHOCTHBIX 0053aHHOCTEH, KATErOpUIECKH 3anpeiieHa.
59.5. Bes npeacrasinennas B asektpontom Buje mndopmauma. nocrynawoumas B MbBJIOY «
Jlerckuit caj Ne 192y, B 00s3aTe/ILHOM MOPSJIKE 1O/UICKUT NPOBEPKE aHTHBUPYCHBIMU CPEICTBAMM.
5.9.6. DNEKTPOHHAs MOYTA MOKET MCHOJB30BATHCA NONB30BATENAMU  TONBKO Juist  oOmeHa
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uHpopmalmen, OTHOCHLILEHCA K KATEropHH OTKPHITOH W cayxebHOW. 3anpelieHo UCrosib3oBaTh
HIEKTPOHHYIO TOUTY JUIA nepejain nHpopMalHK, OTHOCHIIEHEA K KaTeropuw OrpaHuueHHOTO
pacrpocTpaHeHU.
5. KonTpo.ib Heno/iHeHusl JOKYMCHTOB
5.2. Opeanuzayus KOHMPOJA UCROTHEHUA OOKYMEHMOB
52.1. KoHTposib MCMOJIHEHUA JIOKYMECHTOB MBJIOY « Jlercknii can Ne 192» BKaouaeT B ceds:
MOCTAHOBKY JIOKYMEHTa Ha KOHTPOJb, HPEABAPUTCILHYIO POBEPKY M PEryjMpoBaHue Xo/a
HCHOJIHEHHS, CHATHE C KOHTPOJsi, HANpaBieHUe JOKyMEHTa B AE0, yHer, 0000LIEHHEe W aHaln3
X0/a ¥ Pe3y/bTaTOB HMCNOJHEHUA JIOKYMEHTOB, NHPOPMUPOBAHHKE JIOJIKHOCTHBIX JIMLL B LCJIIX
CBOEBPEMEHHOTO M KaueCTBEHHOIO MCTOIHCHUA nopydennii, 3aUKCUpoBaHHbIX B JIOKYMCHTAX.
KOHTpOL MCHOTHEHHS JIOKYMEHTOB BO3jaractes Ha sapeaytoiyio MBJIOY « Jlerckuii cajp Ne
192».
522, KOHTPOMO N0/UIeKAT 3aperMcTpUpOBaHHbIC JIOKYMEHTDI, Tpelytolne HCHOJHEHN, A
KOTOPBIX PElIEHUEM 3aBEytoeH MBJIOV « Jletckuii caa Ne 192 ycTaHOBIEH CPOK UCTIOTHEHNA.
[lpn nocTaHoBKE JOKYMEHTa Ha KOHTPOJbL Ha €ro JCBOM mosie Jenaercs OTMETKa, KOTOPYHo
oboznauatoT OykBoit "K" nin ciosoM (wramrnom) "Kourponb".
52.3.  CpoKM MCIONHEHHS JOKYMCHTOB ONpPC/IC/IAIOTCA sagenytouieit MBJIOY « Jlercknii caj No
1925 MCXOAA M3 CPOKA, YCTAHOBIGHHOIO OPraHW3alMCH, HANPaBUBLICH JOKYMEHT. MW CPOKOB,
YCTAHOBJICHHBIX 3aKOHO1ATEILCTBOM P®. CPOKH MCIIOTHEHHS MCHUCIIAIOTCA B KAJICHAPHBIX JIHAX-
- JuUisl TIOCTYTIMBIIMX M3 BBILIECTOALMX OPTaHOB W BHYTPCHHHX JIOKYMEHTOB - HAYHHAs € JIaThl UX
noanucanus (yTBEpKIACHHS):
- ISl JOKYMEHTOB, MOCTYTHBLIUX U3 JPYTUX opraHu3allnii, a TaKkKe OT OT/C/IbHbBIX IpaKiaH. -
HauMHas ¢ aThl UX NMOCTYIICHUA B MBJIOVY « Jletckuit cajn Ne 192%.
524, JIOKYMEHTBI MOJIEHKAT HCTIONHEHHUIO B CIICAYIONNE CPOKH:
- € KOHKPETHO# 1aTo# UCTIOIHCHUS - B VKa3aHHbI CPOK;
- 6e3 ykazaHus KOHKPETHOM JIaThl MCTIOJIHCHUA € NOMETKOM "cpouHo" - B 3-/IHEBHBIH CPOK:
_ ¢ nomeTkoii "onepatueHo" - B 10-1HEBHBIH CPOK]
- npouue - B CPOK He Dosee Mecala;
- 1o obpalieH!aM IpakiaH, NOCTYIMBIINM B MBJIOY « Jlerckuii can Ne 192» n TpeOyIoIHM
JOTMOTHUTEIBHOTO W3YUEHHS! W IPOBEPKH. - JI0 OJIHOTO MECANA CO JHS HX perucTpaimi,
- 1o ocTankHBIM 00patueHusm - He Gonee 15 aHe.
525 Eciu noche/Huii JIeHb CPOKa MUCTIOJIHEHHUA JIOKYMEHTA MPUXOMTCA Ha Hepabouui JICHb, TO
JIOKYMEHT TO/UIEAKHT MCIIONHEHUIO HE MO3AHEE pabouero JHs, NPEAIECTBYIOUEro Hepabouemy
JHI0.
52.6. Jlara WCroJHEHHUA YKa3blBACTCs & PE30IOIUNH sapeytoiieii MBJIOY « Jlercknit can No
192».
5.3. Ocobennocmu ocyujecmeienua KOHMpOoIA HAO UCHOHEHUEeM OOKYMeHMOos
53.1.  [lpu HEoOXOAMMOCTH H3MEHEHHS CPOKA UCHONHEHHUA JIOKYMEHTA OTBETCTBEHHbIN
MCTIONHUTENS HE TI03/IHEE, YeM 3a TPH JIHSA JIO HCTEUSHHs paHee YCTAHOBJICHHOTO Cpoka
MPEACTARIACT HA MMS 3aBe/lyIolIeH MBJIOY « Ilerckuii cag Ne 192» MOTHBUPOBAHHYIO Mpoceoy 0
€ro npo/UIeH1N.
532, [IpoBepka Xoja HCIIOJIHEHUS OCYUIECTBIACTCA JI0 MCTEUCHHUA CPOKOB MCIIOJTHEHUA
JOKYMEHTOB (NPEe/BAPUTEILHBIA KOHTPOJIL) B CIIC/LYIOUIEM MOPSAKE:
- 3aj1aHMS DOCIICLYIOIIMX JIET - HE PEIE OIHOTO pasa B FOJL
_ 3ajaHus NOCIEAYIOIMX MECSIICB TEKYIIET0 10/1a - HE PEKe 0/IHOTO pasd B MecHlL;
_ 3ajaHmMs TEKYIIETO MECALLA - KaK/IbIE ECATh IHCH W 32 TIHTH JIHEH J10 UCTeUeHHs CpoKa.
533, CugTHe JOKYMEHTA € KOHTPO/s OCYUIECTBIACT 3aBCAYOLILAA MBJIOY « Jletckuii can No
192». Tlpn sTOM JIeaercs NoMeTKa 00 WCHOJIHEHUM JIOKYMEHTa M HarpaB/ICHUH €ero B JEJ0.
KpaTKue cBe/ieHns 00 MCTIOHCHUM MM CChLIKA HA 0KYMEHT (1ata U HOMEp), CBUCTEIILCTBYIOLILH
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06 MCIIOJHEHUH; OTMETKa "B aeno", Homep jena, B KOTOpOM OyaeT XpPaHUTLCS JOKYMEHT, Jata;
NOANKCH UCTTOJTHUTEIIA.

534, JIOKYMEGHT CUMTAaeTcs MCIOJIHEHHBIM W CHHMAETCd © KOHTpOJIA  1ociie  (akTHiecKoro
BBINOHEHNS  MOPYYEHUil, JOKYMEHTHPOBAHHOIO MOATBEPHCACHHA MCMIOJIHEHMA M COODLIEHMS
pPe3yJIbTaTOB 3aUHTEPECOBAHHBIM OPraHU3aLMAM U JINLAM, a TaKKe, ec/ii B TPEJACTABJICHHBIX TIO
HeMy Marepuajiax O BbIMOJHEHWH HE JaHO JONOJHUTENBHLIX TTOPYUEHHH W MaTepuaibl HE
BO3BpAIlEHbl HA

10paboTKy.
7. W3roToRJIEHHE H HCIOIb30BAHNE NeUaTeil W ITaMnos
ZL MBJIOY « Jlerckuii can Ne 192» umeeT Kpyriyio neqars ¢ HAUMEHOBAHUEM YUPEKIECHHH 110
Veray M pEKBU3MTAMM JIETCKOTO €aa, OaHKh €o CBOMM HAMMEHOBANNCM.
7.2, [Meuats M3rOTABAMBACTCS  MCKIIOUMTENBHO B CIYKEOHBIX  LEAX. Pewienne o

HEOOXOMMOCTH W3TOTOBJICHUS TevaTei M MX KOJIMUCCTBE TMpUHUMACT sapeayiomas MBJIOY
«Jlercknii cajg Ne 192».
B cnyuae cnyxeOHOM HeooxomMBcTn 1o pewenuio 3aseaytomeid MbJIOY « Jlerckwuii caja Ne 192»
JIOTYCKAETCS M3TOTOBJICHHE JIOTOJIHHTEILHBIX IK3EMILIAPOB rneyarei.
7.3. [TeuaTblo 3aBEPAIOTCA MOANUCH PYKOBOJUTEINA, €TI0 samecTUTeNel, TiaBHoro oyxrairepa, a
TaKKe APYTMX JOMKHOCTHBIX JIML, KOTOPBIM NPHKA30M  yUPEHKIACHUA MK JIOBEPEHHOCTHIO
Mpe/I0CTaBIeHbI COOTBETCTBYIOIIHE MOJTHOMOUHA.
7.4. Vuer umetommxcs 8 MBJIOV « Jlerckuit caj Ne 192» rieqareid W IITaMIOB BT CEKpETaph
W (MAM) JIMLO, OTBETCTBEHHOE 3a BEICHWE JICNIONPOM3BOACTBA B YHPEK/ICHUN, B JKypHalle ydera
nevareil M WITAMIOB € NPOCTABICHUEM MX OTTHCKOB (JIMCThI XKypHata ydera reyarei v LWTamMnoB
HYMEPYIOTCS, TIPOIIHYPOBBIBAIOTCA U 3aBEPSIOTCA MeyarThbio).
7.6. [TeyaTH W ITAMIIbl XPAHATCS B HA/ICIKHO 3aNUPalOLLIUXCs wkadax.
Bpigaua neuareii ¥ WTamMnos paboTHUKaM. NEPCOHAIBHO OTBCTCTBCHHbLIM 33 HX MCIOJIL30BAHME U
XpaHeHue, OCYLIECTRIACTCS [0]1 POCTIHCE B 3KYPHAJIE yHETa nevareit M 1TamIoB.
OTBETCTBEHHOCTD 33 3aKOHHOCTh UCIOJIB30BAHUS W HAICHKHOCTH XPAHCHHA neuareH Bo3jlaraercs
na sage/yroutyio MbJIOVY « Jlerckuit can No 192,

8. Oprauusanus JOKYMEHTOB B /Ie/IONIPOH3BOACTEE

8.1 Homenknamypa oe

8.1.1.  Oprauusaums JOKYMEHTOB B J€JIONPOH3BOACTBE MPEACTABIACT c000i1 COBOKYITHOCTb BU/I0B
paGoT, 00ecTeynBAIOIINX COXPAHHOCTL, Y4ET, CHCTEMATH3ALMIO JIOKYMeHTOB, (pOpMHpPOBAHHE M
oopmiienue el B IeNONPOH3BO/CTBE, M HX NEpejiady B apxus B COOTBETCTBHM € YCTAHOBICHHBIMU
TpeOOBAHUAMM.
OCHOBHBIMM  BHAAMK  PaboOT, 0OECHCUNBAIOLIMMHU  [IPABHIIBHYIO  OPraHM3aLMIo  AOKYMCHTOB B
JIeJIOTPOU3BO/ICTBE, ABIAIOTCA COCTABICHHE HOMEHKIIATYPBI JIE H oopmaenue sien.
§.1.2. Homenknarypa jeil - CHCTEMaTH3MPOBAHHbIH MEpEUCHb 3ar0JI0BKOB (HaMMEeHOBaHWI) Jie
MbBJIOYNe 192 ¢ ykazaHWeM CPOKOB MX XPAHEHHSI.
Howmenkiiarypa jiel NpeiHasHaueHa s OpraHusalini TpyninpoBKH MCMOJIHEHHBIX JIOKYMEHTOB B
JleNla, CHCTEMATH3aLW M ydeTa JIefl, ONPE/IC/ICHIs CPOKOB UX XPaHCHHs U ABIACTCA OCHOBOI JU1st
cocTaBIeHMsl ONUCEH e/l MOCTOAHHOTO M BpeMeHHOTO (cBbite 10 J1eT) XpaHeHus, a TakKe Ui
yueTa Jiel BpeMeHHOro (10 10 J1eT BKIKOUNTEIBHO) XPaHCHHS.
8.1.3.  Ilpu cocTaBieHUH HOMEHKIIATYPbI 1€]1 PYKOBO/ICTBYIOTCA Verasom MBJIOV « Jletckwuii cail
Ne 192». nonoxeHUAMH O pa3/IMUHON JICATCIBHOCTH MBJIOY « Jlercknii cap Ne 192», ero
ciykOax, ITATHLIM pacnucaHdeM, TUIAHAMH H OTHETaMK O paboTe, MepeuHsMH JOKYMEHTOB ¢
yKa3aHMeM CPOKOB WX Xpaeus. Hsywarores JA0KYMCHTB, oOpasytolmecss B JICATEITLHOCTH
MBJIOY « Jletckuii cag No 192» ux B/jibl, COCTAB W COACPHKAHNE.
81.4. BHOBb Ha3HAYECHHBIC OTBETCTBEHHBIMH 32 BE/ICHHE JIEAONPOU3BO/ICTBRA MBJIOVY « JleTckuii
can No 192y oBsi3anbl B MecsiMHbIH CPOK paspaboTaTh HOMEHKIATYPY JACH W NpeCTaBUTh e
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sagejtytoteil MBJIOY « Jletckuii can Nol92y.

815 B MBJIOY « Jletcknii cag No 192» cocTapisftoTes HOMEHKIATYPbI 1€ Kak 101 cayxObl 1
CBO/IHAs HOMEHKJIaTypa Jiel.

816 Cromnas Homenknarypa aen MBJIOY  « Jlercknit cag Ne 192»  cocrapnsercs W
YTBEPIK/IAETCS 3aBE/YIOLICH .

8.1.7. [locne yTBepxkaeHWs CBOAHOH HOMEHKIATYpbl /€] cayk6e MBJIOY « Jlerckuii can No
[92»1101y4at0T BHIMHCKK M3 COOTBETCTBYIOIIMX €€ Pa3/ie/loB Ul HCHOIL30BAHNA B pabore.

8.18.  YTBep:KACHHBIH DK3EMILIAP HOMEHKIIATYPbI I8/l SBJAETCS JIOKYMEHTOM NOCTOSHHOTO cpoka
W BK/IIOUAETCS B HOMEHKIATYpY J1en B pasjie) «JIokaibHbIe aKThi»

§.1.9. Cpojmas HomeHknatypa jgen MBJIOY « Jlerckuii cap Ne 192» eKerojHO YTOYHSETCs,
YTBEPIK/1AETCS M BBOANTCA B AeHCTBMC € | SHBAPA CICYIOMICTO FOJ1A.

L o

8.2. Ilopsaook ohopmiaenusn c600H0 HOMEHKIamypol oe.
8.2.1. Hazpanuamu pazjiesioB HOMEHKJIATYpbl e ABIAIOTCSA HAa3BAHUS CTPYKTYPHLIX
nojpasaenetuii. B cBoaHOi HOMEHKIaTYpe /el pa3/ie/ibl PacronaraloTes B COOTBETCTBAN €
YTBEPIKACHHOI OPraHn3allMOHHON CTPYKTYPOid MbJIOY «Jletcknii caay» 192».
822 B HOMeHKIATYpy JieJl BKJIIOUAOTCS 3arojiOBKH Jiesl, OTpaikalolue Bee JOKyMEHTHPYCMBIC
yyacTKH paGoThl. B HOMEHKIATypy Jiell He BKIKOUAIOTCS MEPHOJMUECKUC W3/IaHHA.
8.2.3. I'padpl CBOAHON HOMEHKIATYPBI Je/  3aMOJHAIOTCH  CICAYIOINM obpasom. B rpade
NPOCTAB/ACTCS  MHJEKC [IeNa, BKAIOYCHHOrO B HOMCHKIIATYPY. Mnjeke aena  COCTOMT M3
YCTAHOBICHHOTO YCIOBHOTO 1H(PPOBOro 00o3HaueHMs U IOPS/IKOBOrO HOMEpA 3aroJoBKa je/id o
HOMEHKIATYPe JaHHOMH CJIyIKOBI.
824, Wnngekc saena nuwercs apabekumu wadpamn, nanpumep: 01-05. rae 01 - ycnosHoe
o6o3nauenre cnyx6er MBJIOY, 05 - nopsaaKoBbiii HOMEp 3aroflopka jeia rno HOMEHKIAType
JaHHON ciykObl. B HOMEHKIAType Je/ PEeKOMEHJYeTCs COXPaHATh OJIMHAKOBBIC MH/CKCH JUIA
OJHPPO/IHBIX 1€ B Npeenax pasHbix cayx0. [lis nepexo/isiunX A1 NHACKC COXPAHACTCA.
§2.5. 3aro/lOBOK Jiefia JOJKeH ueTko, B 00001eHHoi (hopMe oTpaKaTh OCHOBHOE CO/CPKAHHC W
cocTaB JOKyMeHTOB jena. He jonyckaetcss ynotpebieHue B 3arofoBke Jc/ia HEKOHKPETHLIX
dopmyanposok ("pasubie Matepuanbl”, "obuias nepenucka” M T. JI.), @ TAKXKE BBOJHBIX CJIOB
CJIO’KHBIX 000POTOB.
82.6. B 3arosioBkax e, COJACpIKAIMX JAOKYMEHTBI [10 OJHOMY BOMNPOCY, HO HE CBA3AHHBIX
[OC/IEA0BATE/ILHOCTBIO HCIIOIHEHMS, B KAUECTBE BU/A Jie/1a ynoTpednsercs TepMuH "NOKYMEHTHI", a
B KOWIIC 3arojoBKa B CKOOKax YyKa3biBalOTCA OCHOBHbIC PA3HOBW/IHOCTH JIOKYMEHTOB, KOTOPHIC
JIOJKHBE OBITH CIPYHIMPOBAHBL B Jeie (M1aHbl, CIUCKH, JOKIa/bl M T. J1.), HanpuMep: "JIOKyMEHTBI
0 NPOBECHUM TEMATHUECKUX MPOBEPOK" (11aHbl, rPaduKK, CHIPABKH).
§.2.7. B 3aronokax jej, COJACPKaLIMX NEPENUCKY, YKA3bIBACTCA, C KEM U 110 KaKOMY BOTpPOCY OHA
BeJIeTCH. .
828 Ilpu mnepenucke ¢ OAHOPOIHBIMU KOPPECTIOHCHTAMMU  OCIE/IHUE HE  yKashiBAIOTCA, A
nHLeTes nx obliee BuaoBoe Hasganue, nanpumep: "Tepenncka MBJIOY « Jletckuii can Ne 192» ¢
APXMBHBIMH YUpPeK/JIEHUAMH ropo/ia...",
82.9. B saronoBkax Jei, COAEPXNAUIMX [EPENUCKY ¢ PasHOPO/IHbIMM - KOPPCCTOHACHTAMH,
Hoc/eanne He nepeuncistores, Hanpumep: "llepenucka no KOMIICKTOBAHHIO MBJIOY « JleTckuii
cag Ne 192» MosioibiMu clietmaaucTamu’.
£2.10. B 3aronoeke aena HA3bLIBAETCH KOHKPETHLIH KOPPECHOHJICHT, €C/IM TIEpCnHcKa BCACTCA
TOABKO C Hum. B 3aronoBkax e, COAEp/allMX NIIAHOBYIO MM OTHCTHYHO JIOKYMCHTALMIO.
yKasblBaeTes 1epHojl (KBapTal, NOJyrojue, roj), "ga" wim "3a" KOTOpPbLIA COCTaBJICHbI [TAHbI
(oTueThl), Hanpumep: "T'0/10BOM CTATUCTHYECKUI OTUET O JIEATCILHOCTH MBJIOV « Jlerckwnii caj Ne
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1925 (D 85-K) B oTaen obpaszosanus”.
8.2.11. B rpade 3 yka3piBatOTCsi CPOK XpaHCHUS Jiea.
8.2.12. B rpadpe 4 ykaspiBaloTcs OTBCTCTBEHHbBIC M MECTO 32 XpaHCHHE JIe]l.
$713 FEciu B TeueHHe roja BOIHMKAIOT HOBBIC JOKYMEHTHPOBAHHBIC Y4YacTKH paboThl, HE
[PeAYCMOTPEHHBIE HOMEHKIATYPOI JIell, TO OHW BHOCATCS B HOMEHKJIATYPY AOTIONHHTEILHO. Jlns
BHOBL 3aBOJAMMBIX JIeJl B Ka@X/JOM pazjesie HOMEHKIATYpbl OCTABAKTCA PE3CPBHBLIC HOMEPA.
KOTOpbIE UM TIPUCBAMBAIOTCA.
82.14. 110 OKOHYAHMM TOJAa B HOMEHKIATYpPY JeJl BHOCAT HTOrOBYH 3alHUCh O KOJMYCCTBE
3aBe/IEHHBIX JIe] (TOMOB).

8.3. @opmuposanue u oopmiaenue oen
§.3.1. DopMupoBaHHE JIe]l - TO MPOLEeaypa FPYNIMPOBKA UCHOIHEHHBIX JIOKYMCHTOB B Jic/a B
COOTBETCTBMM € YTBEPXKACHHOH HOMEHKIATYPOH Jies W OJHOBPEMEHHO - CHCTEMATH3AUMWA
JIOKYMEHTOB BHYTPH Jie/1a.
8.3.2. Jlena GopMupyIOTCA, KaK Mp@BIIIO, ACLEHTPATN30BaHO, T. €. B CilyKOax.
8.3.3. McnosHeHHbIE JOKYMEHTBI JIOJIKHBI B 5-/IHEBbIH CPOK C/IABATBCA WCMOJHUTEICM B MECTA HX
MOCTOSHHOTO XpaHeHus Juis popmupoBanus B Jieia. Ipn ¢jlaue JIOKyMEHTa Ha JIMIEBOH CTOpOHE
ero  NepBoOil  CTPAHMLLI  MCTIOJAHMTENL  CTABUT  OTMETKY O  MNOMEUICHWH  JIOKymMeHTa B
cooTBeTCTRYIOLICE Aeno, Hanpumep: "B geno Ne 01 -05", sasepser ee noanuceio. Jlanee
MpocTaBfeTes JaTa NoMELeHUs JOKyMeHTa B J1e]10.
8.3.4. OOUMIA KOHTPOJIb 3a MPABUILHBIM (POPMUPOBAHHEM JICIT OCYIIECTBIIACTCSA OTBETCTBCHHLIMU
3a senonpoussoacTeo MBJIOY « Jlercknii can No 192».
8.3.5. Ilpu dpopmupoBarnu aes HeoGXoaMMo co0II0ATH Clie/lyIOLUIMe NpaBra:
1) paspelnaercsi TOMEUATh B JIEJO TOJLKO MCIOJHCHHBIC JIOKYMEHTBI B COOTBETCTBHM ¢
3ar0JOBKaMH /1€ 110 HOMEHKIATYpE,
2) J0TYCKAETCs TPYNNMpOBaTh B A0 AOKYMEHTBI OJHOTO KAJICHAAPHOTO Fo/ia (33 HCKIoUYCHHEM
nepexoauux Jei);
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