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Uncrpyxuns No_ 5 A
10 BeJeHHIO JIeJIONPOH3BOACTBA B
MB/IO0OY «/lercknii caag Ne 6 komOnHupoBanHoro suaa» r .Kasanu

1. O6mmue noJjioKeHUS.

11 Hacrosimas Muctpykuus no senenuto aenonponssonctsa 8 MBJIOY «Jlercknii can Ne 6
kombunuposanHoro suaa» (nanee-MBJIOY Ne 6) paspaboTana B Le/AX pallHOHAIBHON OpPraHH3aLuK
JIOKYMEHTALIMOHHOTO 00eCTIeueH s AESITe/bHOCTH B cepe noKyMeHTaluy u uHpopmaLmny (nanee-
Huctpykunn).

152 Konrposs Benienns nenonpoussoactsa 8 MBJIOY Ne 6 ocylecTsisieT 3aBeayrOLIHid,
KOTOPBIT 1A€T yKa3aHHs MO BOMPOCAM OPraHMU3aLNK 1 BEAEHHs IeJ0NPON3BOJICTBA, 00s3aTeNnbHbIe Ui
HCTIOJHEHHS BCEMH CIIy’k6aMu, TPOBEPSET COCTOSIHUE A€IONPON3BOICTBA M OCYLIECTBIIAET 00yUeHHe
pabOTHHUKOB, OTBETCTBEHHBIX 32 €r0 BEEHHE.

1.3 OTBETCTBEHHOCTD 3@ OPraHU3aLMIO AEIONPOM3BOACTBA, CBOCBPEMEHHOE H KaU€CTBEHHOE
HCTOMIHEHHE IOKYMEHTOB, HX COXPaHHOCTb Bo3naraeTcs Ha saseaytouiero MBJIOV Ne 6

1.4  HemocpencTBeHHOE BEACHHE AEIONPOU3BOJICTBA B CTyk0ax MBHOY Ne 6 BO3JIaraeTcs Ha
COTPY/HHKOB, HA3HAYEHHBIX OTBETCTBEHHBIMU 3a 5Ty PabOTY, KOTOPbIE obecrieunBaioT yueT 1
MPOXOKIEHHE IOKYMEHTOB B YCTAHOBJICHHbIE CPOKH, HHPOPMEIPYIOT PYKOBOJCTBO O KauecTBe HX
MCTIOTHEHMS, 3HAKOMST COTPYAHUKOB C HOPMAaTHBHBIMU M METOIMYECKMMIT TOKYMEHTaMH I10
NeJ0NPOU3BOICTBY.

1.5  PabOTHHKM, HA3HAYEHHBIE OTBETCTBEHHBIMH 32 BBEIECHHE NEJIOTPONU3BOICTBA, HECYT
OTBETCTBEHHOCTD 3a BbINOJHeHKHE TpeboBaHuii HacTosmeit MHCTPyKIMK, 32 COXPAHHOCTb HAXOAIMXCA Y
HUX cykeOHBIX N0KyMeHTOB. O6 yTpaTe TOKYMEHTOB HEMEUIEHHO JIOKIA/IbIBAIOT 3aBE/lyIOMIEMY
MBJIOY 6

1.6 MHCTpyKLMS PacipoCTPaHsAeTCs KaK Ha TPAANLIMOHHOE 1eJI0NPOM3BOACTBO, Tak M Ha
OpraHu3aIio paboThl ¢ TOKYMEHTAMH, CO31aBaeMBIMH CPEICTBAMH 3/1EKTPOHHO-BBLIMUCTHTENBHOMH
TEeXHHUKH.

|74 Buinonnenue yreepskaeHHOit MHCTpyK1MK 0053aTeNbHO 1715l KasKAOTO COTPYAHMKA
MBJIOY Ne 6
1.8 [opsaok paboThl ¢ NMCbMAMH, 3asBIEHUAMMU U KanodaMu COTPYAHUKOB U ponuTeneii

(3aKOHHBIX MMPEACTABUTEICH) ONPeeseTcs CleUralbHBIMI HHCTPYKLIMAMM.

2. JlokymeHTbl, Heobxoqumbie npu ynpasaennn MBIOY Ne 6
2.1  Tlpu NOArOTOBKE, COrNIACOBAHMH, MOAMMCAHUN H YTBEPKIEHUH JOKYMEHTOB HEOOX0AMMO
cobmonath TpeboBanus, 00ecneunBalOIINE OPUIAMIECKYIO CHITY TOKYMEHTOB H BO3MOKHOCTD UX
06paboTKK € HCMONB30BAHUEM CPEACTB HIEKTPOHHO-BBIYMCIUTENHOH TEXHHUKM.
2.2 CoctaB JOKYMEHTOB, 00pasylolmHMX B [POLECCe AESTEJbHOCTH, ONPEAS/IAeTCs. €ro
KOMMeTeHLHei 1 pYHKLMSIMHU, KPYrOM YIPaBJIEHYECKUX JIEHCTBUI, MOPSLAKOM pa3pelleHus
BOMPOCOB  (EAMHOHAYAJBHBII ~ MIM  KOJUIETMANIbHBIN), — XapakTepom B3aNMOZEIiCTBHA  MEXKIY
00pa3oBaTebHBIME YIPEKACHHAMH 1 JPYrHMMH OpranusauusMu. B coctaB 10KyMEHTOB MBJIOY Ne 6
BXOISIT:- OPTAHH3ALMOHHBIE OKyMeHThl (YcTaB, noroBopsl 06 obpasosanuu, KosieKTHBHBIN 10TOBOD,
JIHA, nOMmKHOCTHBIE MHCTPYKLIMU COTPYAHHUKOB, LITATHOE PACIUCAHUE, NPABUJIA BHYTPEHHErO TPYAOBOTO
pacropsizika, TPyA0BbIE IOrOBOPbI U JIp.),



- PACMOPSIMTENBHBIE IOKYMEHTDI (IPHKa3bl, MHCTPYKIMH, PACTIOPSKCHHUS 1 T. I1.);
- MH(OPMALHOHHO-CITPABOYHBIE OKYMEHTBI (MPOTOKOJIBI, MIAHBI, OTYETHI, CMIPABKHM, AKThI, OKJIA/HBIC 1
0OBACHUTENBHBIE 3aNUCKH, TMCbMA, TeJerpaMMbl U 1p.).
2.3. JIoKyMeHTbl, Kak MpaBuio, O(OPMIAIOTCA Ha OnaHKax MBJZIOY Ne 6, COOTBETCTBYHOLHX
ocynapcteennomy crangapty P@ (I'OCT P 6.30-2003), DOMKHBI COIEPKaTh YCTAHOBIEHHbIN KOMIUIEKT
06s3aTENbHBIX PEKBU3UTOB MPH COOTBETCTBYIOLIEM MX PACHONOKEHHNH.

3. OcofeHHOCTH MOATOTOBKH U 0(hopMIIeHHS OTAEJIbHbBIX BHA0B T0KYMEHTOB

3.1.1.Ipuxas - npasoBoii akT, n3gasaemsiii 3asenytownii MBJIOY Ne 6. O BCTyIMaeT B CHIY C MOMEHTA
MOANMMCAHWA 3aBEAYIOLIMII, €CclM B TEeKCTe HE YKa3aHo MApyroro cpoka. IMoanucaHHbI NpUKa3
PEerucTpUpPYETCs.

[Tpukasamu 0GOPMIAIOTCS PELLIEHHS HOPMATUBHOIO XapakTepa 0 BONPOCaM OpraHn3aliuy MiaHupoBaHis,
OTUETHOCTH,  y4eOHO-BOCIUTATENLHOTO — MpoLecca,  JieueOHO-NPOPHIAKTHHECKNX MEpPONPUATHI,
(buznueckoro pa3BuUTHS, (MHAHCOBO-XO3SHCTBEHHON  [EATENBbHOCTH, BHEIIHEIKOHOMHYECKO
eSTeNBLHOCTH, a Takke MO OMNepPaTHBHBIM, OPraHU3alMOHHBIM, KaJpOBbIM M JAPYrHM BOMpOCaM
sayTpeHHeil padotst MBJIOY Ne 6.

[IpoeKThl MpPUKA30B MOArOTABIMBAIOT PAabOTHUKM, HA3HAYEHHbIE OTBETCTBEHHBIMHM 32  BEACHHC
[eI0NPOM3BOACTBA HA OCHOBaHMH TOPYYEHHs 3aBENYIOEro Jud0 B  WMHMIMATHBHOM  IOPANKE.
1.2, JlaToii npukasa sBJIsETCS AaTa ero noAn1caHus.

1.3, Tlpukasbl Mo OCHOBHO#H (aAMHHMCTPATHBHOH M (MHAHCOBO-X035{ICTBEHHOI) NEATEIBHOCTH, MO
IMYHOMY COCTABY, O 3a4MCIIEHNH M OTYHCIEHHH BOCTTMTAHHUKOB, GOPMHPYIOTCA W HYMEPYIOTCs OTACABHO
B Mpesesax KaneHAapHoro roja.

314 Komum npuka3oB WIH HMX Pa3sMHOKEHHbIE JK3EMIUIAPbI 3aBEPSIOT MEHATHIO MBJOY Ne 6 u
HAMPABISIIOT 10 AIpecam B COOTBETCTBUM C YKa3aTejeM pacChUIKH, KOTOPbIil COCTaBJIAET U MOANUCHIBACT
UCTIOJIHUTEND.

3.1.5. TIpukas umeer CleyrHe peKBU3UThI
HaMMEHOBAaHHE YUPEK/IEHHS, ;
HAaMMEHOBAHHE BHIA JOKYMEHTA, . R
JlaTy 1 HOMep IOKYMEHTA, = \

- 3aroNOBOK K IOKYMEHTY, ‘

- TEKCT JOKYMEHTAa;

MO/IICh;,

BU3bI, =

- OTMETKY O MPHIIOKEHHH.

3 1 6 Haumenosanue MBJIOY Ne 6 ykasbiBaeTcsi B COKpaiueHHoii popme - MyHuuunanbHoe OroKeTHOE
nouikoapHOe 06pasoBaTenbHoe yupexaenue «Jletckuil can Ne 6 KOMOHHIIPOBAHHOTO BHa» COBETCKOro
paitona r. Kazanu. [levataioT HeHTPHPOBaHHBIM cniocoboM (Havaso M KOHEL KaxK1OH CTPOKH PEKBM3WTA
pAaBHO y/1a/I€Hbl OT FPAHULL 30HbI PACTIONIOKEHHUS] PEKBU3HUTOB).

3.1.7. Haumenosanue Buza nokymenra - "[Ipukas" (mocne Homepa npukasa MCMOIb30BATh JIUTEP «K»):

- 1ipu odopmiIeHnH NPUKA30B MO JIMYHOMY COCTaBy B paboTe MCMOMB3YIOT yHUPHIMPOBaHHBIE HOPMBI,
yreepiknentbie Tlocranosnennem lockomcratrom Poccuu oT 05.01.2004 Ne 1 «O6 yrBepxkaeHuu Gopm
[epBUUHOI YUETHOI IOKYMEHTALMH 110 Y4eTy TPY/a ¥ €ro OIUIaThD» COrJIacHoO MEPEUHIO.
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Howmep | HaumeHoBanue Gopmbl dop
(hopmbl : MaT
T-1 TIpuka3 (pacriopsikeHne) 0 npreme paboTHuka Ha padoTy A4
T-la |TIpukas (pacnopsikenue) o npueme pabOTHUKOB Ha paboty A4
T-2 JluyHas kapTouka paboTHUKA : 2A4
T-3 IIIraTHOe pacriucaHue A4
T-5 Tpuka3 (pacriopsikeHne) O nepeBofe pabOTHHKA Ha APYryio padoty A4
T-5a |Ilpukas (pacriopskeHue) O mepesoje pabOTHHKOB Ha APYTyHO paboty A4
T-6 [1puka3s (pacrops:keHne) O MpPefOCTaBICHHH OTIyCKa pabOTHHKY A4
T-6a |Ilpuka3s (pacnopsKeHHe) O TPENOCTaBICHHH OTMyCKa paboTHHKaM A4




T-7 ['paduk OTIYyCKOB i A4

T-8 [Ipukas (pacriopsykeHue) O TPEKPalleHHH JeHCTBHs TPY/I0BOrO 10r0BOpa A4
(koHTpaKTa) ¢ pAbOTHUKOM

T-8a |IIpukas (pacriopsukeHue) O TPeKpalleHnH ACHCTBHA TPYAOBOro J0roBopa A4
(konTpaxTa) ¢ pabOTHHKAMH

T-9 IMpukas (pacriopszKeHue) O HanpasIeHAN paboTHUKA B KOMaHIANPOBKY A4

T-9a |TIpukas (pacriopskeHue) O HATPaBIeHHH PaOOTHHKOB B KOMAaHIMPOBKY A4

T-10a |CnyxebHoe 3anaHne s HATIPABNIEHHs] B KOMAHIHPOBKY M OTHET O €T0 BbINOIHEHHH A4

T-11 |IIpukas (pacnopsbkeHue) 0 noopeHnn paboTHNKA A4

T-11a |ITpuka3 (pacropsi/eHHE) O MOOLIPEHNH pabOTHUKOB A4

3.1.8. 3arofioBOK JO/KEH KPaTKO M TOYHO OTpakaTb CONEPKAHME TEKCTa MpHKasa. 3aros0BOK, Kak
npasuio, GOpPMYJINPYETCs B MPEANOKHOM MajeKe, HanpuMep: "O BbiniaTe PabOTHUKAM yYpeKIeHus. " .
3aronoBok nedaratoT mpupTom, Ge3 ad3auHOro OTCTYIA, pacnoaras Ha CTPAHULE B JIEBOM BEPXHEM YIIIy.
34roJIOBOK, COCTOSIIMIT M3 IABYX M Oojiee CTPOK, pacrnosiaraloT Ha CTpaHHie Hepes OIMH MEKCTPOUHbII
unTepBai. Touky B KOHLE 3ar0JIOBKa HE CTABSAT.
319 TekeT OTAENSETCSs OT 3aroJIOBKA JABYMSI-TPEMs MEXKCTPOUHbIMH WHTEPBA/AMH, Me4aTaeTCsa 14,12
KerjieM uepe3 OJMHapHbIT MHTEPBAJ TEKCTOBOrO IMONA M BbIPABHUBACTCH 110 JIeBOI M MPaBoil TPaHKULIAM
rekcroporo nons. Ilepsas crpoka ab3alia HaYMHAETCA HA PACCTOSHHM 1,25 cM OT JeBOil TpaHHLbI
TEKCTOBOTO MOJIA.
TekcT npuKa3a MOKET COCTOATD U3 JIBYX YaCTeil: KoHcTaTHpytomeii (mpeamOyibl) 1 PACTIOPANTEIBHOIL.
B KOHCTATUPYIOLIEHl YacTH KPaTKO M3/IaraloTCs LEAM M 3a1ati, dakTbl 1 COOBITHA, MOCIYKHBLINE
OCHOBaHMEM s u3aanus npukaza. OHa MOXKET HAUMHATBLCS CIIOBAMH "B nensix...", "B cooTBercTBHM...",
"Bo ucnonuenue.." u T. A Ecium mnpukas wu3gaercs Ha OCHOBAHMH JIPYroro AOKyMEHTd, TO B
KOHCTATHPYIOLIEH YaCTH yKa3bIBAIOT HANMEHOBAHHE 3TOr0 I0KYMEHTA B TBOPHTEILHOM IaeKe, ero siaTy,
HOMEpP U 3aroJOBOK. i "
B oTaenpHBIX CyvasX KOHCTATUPYHOLIEH 4acTH MOXKET MPENIIecTBOBaTh ripeamOysia M3 OAHOTO - JBYX
[pe/UIOKEHHil, B KpaTKol (opme oTpaxaromas CyTh MpHkasa, HO IpH HTOM He ayGaupyowas ero
3ar010B0K. OBbIUHO npeaMOyJly MCMOJB3YIOT NS TOro, 4TOObI yNpOCTHTH M COKPaTHTDH hopMyIUPOBKY
3aroJIoBKa.
PacropsANTe/bHAs YaCTh OTAENSETCA OT KOHCTATHPYIOLEH CIOBOM «TPHKA3bIBAKD. PacriopsiauTesbHas
4ACTh OJKHA COAEPKATH NIEPEUHCIEHNE TPEINICHIBAEMBIX ACHCTBHI C yKa3aHHEM HCMOIHHTE KasK710T0
JeHiCTBUS M CPOKOB HCHOJHEHUs. PacrnopsauTenbHas 4acTb MOKET ObITh paspgeneHa Ha NYHKTbl M
MOJNYHKTBI, KOTOpbIE HyMepylT apadckumu wmpamu.  Kakmplii 1yHKT pacrnopsuauTebHOH HacTH
HAYMHAETCA C YKA3aHHWs KOHKPETHOro MEHCTBHUSA, BBIPAKEHHOTO TIarojom B HeornpeneneHHoii opme.
JleiicTBUSL OZHOPONHONO XapakrTepa MOryT OBITb MEPEUUCIeHbl B OMHOM  IMyHKTC. B kauectse
HCHoNHHUTENeil  YKa3bIBAKOTCs  CIyKObl WIIM  KOHKPETHbIE AOJDKHOCTHBIC JIHLA. [MocnenHuii  MyHKT
PACMOPSAMTENBHOI YaCTH MOMKET COJAEPKaTh CBEACHHS O cayx6e MM I0JKHOCTHOM JIMIE, HAa KOTOPOe
BO3J10K€H KOHTPO/Tb NCIIOJIHEHHS NPUKA3a.
Eciu mpuka3 H3MEHsSeT, OTMEHseT WM JIONOJHAET paHee M3JAHHBII TOKYMEHT MJM KaKoe-TO €ro
HOJIOJKEHNe, TO OAMH M3 NyHKTOB DACTOPSAMTENBHOH YacTh TeKCTa JIOJKEH COAepiaThb CCBbUIKY Ha
OTMEHSIEMBIiT IOKyMEHT (TTyHKT AOKYMEHTa) C yKa3aHWeM ero /iaTbl, HOMEpa U 3arojoBKa. TekcT myHKTa
HeOBXOIMMO HauHATh cioBamu "[IpU3HaTE yTpaTHBIIMM cuiy...".
B npuka3 He clejlyeT BKII0YaTh MyHKT "IIpuika3 10BECTH 10 cBeneHus. .. ". JIOIKHOCTHBIC JIHLIA MBJ1I0Y
No 6, n0 CBeleHMs KOTOPbIX JOBOIAT TNpHKa3, MEPEYHCISIOTCA B ykasaTene pacChliKy, KOTOPBIH
HCTIONHHTE/b FOTOBMT BMECTe C MPOEKTOM MpHKasa. B mpukase MOA MOAMMCHIO NOMKHOCTHOTO JiHld
ykasbiBaercss rpud «C npukasom o3HaKoMyIeH(BI)»: ¢ MOCTeAYIOLIeH MOAMUCHIO BCEX JIMIL, YKA3aHHbIX B
rnpuKase.
31.10. Tlopnues Bkmouaer B cebsfd HaMMEHOBAaHHE JOJDKHOCTH, HHHLHAJIBL n  damunuo JMua,
06NaAI0IEro MPABOM M3IAaHUs TPHKA30B, 4 TAKKE CUrHATYPY (JIMYHYIO MOAMUCH) MOCEIHEr0.
[TpHKasbl NOAMKMCHIBAET 3aBE/IYIOIIHIL, 2 B €¢ OTCYTCTBHE - MCTOJHSIIOHI 0053aHHOCTH 3aBEMYIOLIErO.
31 11 Busbl BKIIOUAKOT B ce0si MOJHOE HAMMEHOBAHME JIOJUKHOCTEH BH3MPYHOIINX, JITIHBIC MOAMHCH,
pacin(GpoBKy MoANMCeii U 1aTy.
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3.1.12.0¢opmieHue MOAMMCH, BH3bI M OTMETKH O MPHIOKEHUH TPOM3BOAMTCH B COOTBETCTBHM €
nyHkTamu MHCTpyKLHH.
3.1.13. BbINMCKa-KOMUsI OMPENENEeHHON 4YacTH MOJIMHHOTO AOKyMeHTa. B BbimuCke u3 npHKasa
coaepykaTcs BCE PEKBU3MTBI MPHKa3a 10 pacriopsauTebHoil acTi. M3 pacnopsautenbHoi 4acTi bepyT
TONBKO Ty MH(OpMALKMIO, KOTOpas HEoOX0AMMa B KaXIOM KOHKPETHOM Clydae. BbINKCKY 3aBEpsrOT
[POCTABIEHUEM OTMETKH «KOTHsl BEPHa» H MOAIHCHIO 3aBEPSIOLIETO.
3.2. [ononcenue. Ipasuna. Hnempykuus.
32.1. [loaroxcenue -NOKYMEHT, YCTAHABIMBAKOIIMI CHCTEMHO CBA3AHHBIC MEKAY coboii mpasuia Mo
BOMPOCAM, OTHECEHHBIM K KOMIETEHLIMH HECKOJIBKHX A0JIKHOCTHBIX JIHIL HITH ciyxx6 MBZIOY Ne 6.
3.2.2. Ilpasuia - NOKYMEHT, 3aKpEeruIsiOLINi HOPMbI H TpeboBaHus, 00sA3aTE/NbHbIE A BbIITOJIHEHNS
JOJBKHOCTHBIMM nuaMi U cayxkbamu MBJIOY Ne 6 B mpoliecce NOBCEAHEBHOI IeATEILHOCTH.
323 Mncmpykyus - TOKYMEHT, TIPEANNCHIBAIOLINI MOPS/IOK OCYILECTBICHHS KaKOF- 1100 1esTenbHOCTH
WAM  TIOPANOK NPUMEHEHHs OTHENbHBIX TOJIOKEHHH HOPMATHBHO-MPABOBBIX aKTOB B YCJIOBHSAX
(pynxkumonuposanus MBJIOY Ne 6.

324 T[lonoskeHus, mnpaBuia W  HHCTPYKUMM TIPUMEHSIOTCS B Ka4eCTBE  CaMOCTOATENbHbBIX
OpraHU3aHOHHO-PACTIOPSIINTENbHBIX TOKYMEHTOB. BBeieHne B NEHCTBIE YKA3aHHLIX OPraHM3alMOHHO-
PacTOPsIAUTENbHBIX IOKYMEHTOB OCYLIECTBIISIETCS C YTBEPIKACHHEM HX sasenytoweit MBJIOY Ne 6.
3.2.5. Tlopamox NMOArOTOBKH TPOEKTA MOJIOKEHH, MpaBuJl U MHCTPYKIUIT aHATIOTHYeH 00uIeMy TOPAIKY
MOArOTOBKH MPOEKTOB HOPMATHBHBIX aKTOB.
3.2.6. Pewenne o mopsiaKe NPUHATHS IOJOKEHNH, MPaBUIL, MHCTPYKLHI HAXOUTCSA B BEICHHH MBJIOVY.
3.2.7  Vreepxnaenue opopmisiercs B Gopme rpuda yTBEPKIEHHs WM MYTEM HU3IaHUs MprKasa 00 ux
YTBEPKACHHH,
3.2.8. Jlaroii nosioskenus (MpaBuji, HHCTPYKLMIA) sABISAETCS AaTa €ro YTBEPKACHHs, €CIH B CONEpKAHNH
JIOKYMEHTA 3TO HE OTOBAPUBAETCS B OTAENIBHOM ITyHKTE.
3.2 9 IMonoxkenne (npapua, HHCTPYKLMSA) NevaTaeTcs Ha OnaHke ycranossienHoit gopmsl mpugrom Times
New Roman Cyr 14-m,12-m kernem.
3.2.10. ITonoxenne HMeeT CASAYIONUHE PEKBU3UTDI 0
- HAUMEHOBAHHE YUPEIKIACHHUS, - e
HAMMEHOBaHWE BUA TOKYMEHTA, % \
JaTy yTBEPIKACHUS W COrJIACOBAHMS IOKYMEHTA, :
- 3ar0JIOBOK K JIOKYMEHTY,
TEKCT NOKYMEHTa,

OTMETKY O MPAJIOIKEHHUH.
3.2.11. IlpaBuia, MHCTPYKLMS UMEET CIENYHOLHE PEKBU3UTBL:
- HaMMEHOBAHMWE BUaa JOKYMEHTA,
ATy AOKYMEHTA YTBEPIKIAEHHs M COTJIaCOBAHHA TOKYMEHTA,
HOMEp TIOKYMEHTA;
- 3ar0JIOBOK K IOKYMEHTY,
- TEKCT NOKYMEHTA;
- MO/INUCH 03HAKOMIIEHHS C JIOKYMEHTOM;
- OTMETKY O NMPUIIOKEHHH.
32 12. Haumenosanue MBJIOY Ne 6 yka3biBaeTcs B monHoil (opme mo Ycrasy (MyHHuLMNIATBHOE
GloUKeTHOR OIIKONbHOE 06pasoBaTensHoe yupeskaenne «Jlercknit cax Ne 6 KOMOHHHPOBAHHOTO BH/Ia»
Coperckoro paiiona r. Kasamn, neuataercs uUeHTpHpPOBaHO). B Tekcre [OMyCKaeTcs COKpalleHHOe
«MBJIOY Ne 6» (0Oe3 kaBbIYEK) B LEJISAX PALIMOHAILHOIO UCIOJIb30BAHNA OymakHOTO pecypca.

3 2.13. HaumenosaHue Buna noxymenra - "[lonoxenune" - HOMOMHAETCA MPEIOrOM «O», «OO».
3214, Jlata nokymenTa Oo(OPMISIETCSl CIOBECHO-UM(BPOBBIM (unciao 1mndpamu, Mecsu MPOMuChio (B
POANTENLHOM Mazeske), FoM LH(PaMHt C 0TIONIHEHHEM "r.", manpumep, 25asrycra 2013 r.) win urdppoBLIM
(25.08.2013) criocobom. :
3.2.15. 3aroJ0BOK K TEKCTY NOJIOKeHHs GOpMYIHpyeTcs B MPEIIOKHOM nanesxe (oTevaer Ha Bonpoc "o
qem?"); 3arojIOBOK K TekcTy npasui (opmynupyercs B POAMTENBHOM MaNeke (oTBEHaeT Ha BOMPOC
"yero?"); 3arofOBOK K TEKCTY MHCTPYKIMH (OpMYIIHPYyeTCa B POANUTENLHOM TAAeKe (oTBeuaeT Ha BOMPOC
"koro?").



3.2.16. TekcT JOKyMeHTa M3J1ara€Tcs OT TPETHEro JIMIa €JMHCTBEHHOIO Wil MHOMECTBEHHOIO 4HCIa. B .
TeKCTe NCTIONB3YIOT C1oBa "nomken”, "cienyer”, "Heobxoammo", "anpeiaercs”, "He 1OMyCKAeTCA .

3217 Teker AOKyMeHTa OOBIMHO OTKpbIBaeTCs HEOOMBIIOH MpeamOysoil WM pasienom "O6une
nososkeHns", B KOTOPbIX YKa3aHbl OCHOBaHMs JUis pa3pabOTKH NOKYMEHTa, ero wuejb, obnacTb
MPUMEHEHHUsI, OTBETCTBEHHOCTh 32 HAPYIIEHNE YCTAHOBJICHHbIX NPaBHI 1 TEXHOJIOTHIl M T. I

3.2.18. TekcT JOKYMEHTa MOJI0XKeHHs! (MPaBuJl, MHCTPYKLMH) MOKET OBITHL pa3/iesieH Ha IaBbl, MYHKTbL U
MOAMYHKTHI. [ IaBbl [IOJDKHBI MMEThb Ha3BaHus. MX HyMepylT PHMCKMMH WIIH apabcxumu nudpamu.
HyMepariio NyHKTOB U MOAIMYHKTOB IOKYMEHTa MPOM3BOAAT apadCKiMu uuppamn.

3.2.19. Ecnm JOKYMEHT H3MEHSIET, OTMEHseT WM JIOTONHsET paHee N3JaHHbI JNOKYMEHT WM €ro
OT/IeNbHBIC MOJOXKEHNS, TO 00 ITOM [I€IaeTCs COOTBETCTBYIOIIEE MPUMEUAHHE B 3AKIIIOTUTENIBLHOM ITyHKTE.

3.3. Ilpomoxon
3.3.1. TIpoTokoi - AOKYMEHT, PUKCHPYIOLINI COfepIKaHNe COBELIATENbHBIX MEPONPUSITHIT U NPUAAOLIHI
IOPUINYECKYHO CHITY TIPHHATBIM Ha HUX PELIEHHSIM.
3.3.2. TIpoTOKO COCTABIISIETCS HA OCHOBAHMH PabOYMX 3aMHUCeil, NPOM3BEACHHbIX BO BPEMSI COBeLaHUIl, a
raKke PasiMvHbIX MMHCbMEHHBIX MarepuanoB (Te3uchl AOKIAL0B H BBICTYIJICHUI, CMPABKH, MPOEKTHI
pelieHuit u p.). :
3.3.3. Benenue 3amucu BO BpeMs 3acedanus, cOOp MaTepvajioB M TMOArOTOBKAa TEKCTA BO3JIAraeTes Ha
cexpeTaps KOJUIerHaJbHOTO OpraHa uju COTPY/AHHKOB, TOTOBMBLIMX BOTPOCHI K 00CyKIEHHIO.
33.3. Tekcr nmpoTOKOJAa AOKEH ObITh MOJArOTOBJIEH HE MO37HEe 4em 4epe3 Tpu AHA C MOMEHTa
[POBEIeHHs COBELIAHMS.
334 Tlo/uIMHHMKM JOKYMEHTOB MO BONPOCAM, PAaCCMOTPEHHbIM Ha 3acelaHuy, HalpaBjAlOTCA UL
MOJLIMBKY B JIEJIO BMECTE C BBIMUCKOH M3 IMPOTOKOJIA O MPUHATBIX PEIEHHAX.
3.3.5. IlpoTokos umeer Cleayriune peKBU3HTDI:
- HAHMEHOBAHHE BIJA TOKYMEHTA,
AaTy AOKYMEHTA;
- HOMEP AOKYMEHTA, =
3ar0JIOBOK K JOKYMEHTY, - i
TEKCT JOKYMEHTA, j \
- MOANHCE; ‘
- BU3bI,
- OTMETKY O MPUIIOKEHNH, :
3.3.6. [Tpotokon neuatator popmara A 4 mpudrom Times New Roman 14-m,12-M kerjiem win Myt

]

BPYUHYHO.
OhopmiieHre peKBH3UTOB POTOKOIA POU3BOIMTCS € COOMONEHNEM HIDKECCAYIOLINX MPaBUIL.
337 Haumenosanne nokymenrta - "TIpoTokon" - medaraercst OT IpPaHUIlbl BEPXHELO MOJA Onanka

revaTHLIMH OYKBaMH, TOJTYKMPHBIM LIPUATOM.

3.3.8 3arofoBOK K TEKCTY MPOTOKOJA COAEPIKUT HA3BAHWE MPOTOKOJILHOTO MEPONPHATHA (coBelaHue,
sacenanue, coOpaHyie) M HaMMEHOBAHME KOJUIETHAJTBHOTO Opraxa, paboTa KOTOPOro MPOTOKONMPYETCH.
3aro0BOK B NPOTOKOJE OTAENSETCs OT MPEbIAYIIEro PEKBU3HUTA ABYMs MEKCTPOUHBIMI HHTEpBATAMH 1
PACTIONATAeTCA LIEHTPOBAHO OTHOCHTEILHO PEKBU3NTOB ONaHKa.

3.3.9. Jlata nporokona ofopmisiercs B cooTBeTcTBuM ¢ 1. 3.1.11.

3.10. TekcT NPOTOKOJIA MEYATAETCS YePe3 OIMH MEKCTPOUHBIH HHTEPBA

11. Kaxaplii pasmen npoTokosia HyMepyeTcsi apabckoil udpoii.

12. TeKCT MPOTOKONA, KAK MPABHIIO, COCTOMT W3 [BYX YacTeii - BBOJIHOI1 1 OCHOBHOH.

3.13. BBojHas 4acTh TEKCTA COMEPIKUT CBEleHHs O TMpencenareie, Cekperape, MPHCYTCTBYIOLIMX,
OTCYTCTBYHOIIX, MPHIIALIEHHbIX 1 O MOBECTKE JIHS. -

JItst L, JOTOJHHMTENBHO TPUIJIALIEHHBIX HA COBELlaHHe M3 4ucia COTPYAHMKOB MBJOY Ne 254,
noMuMo (paMHINH M WHULMAJIOB, YKA3bIBAIOT 3aHUMAEMyHO IOJIKHOCTb, a /Ulst CTICLHATMCTOB U3 APYrHX
OpraHu3aLmii - JOIKHOCTh U HA3BaHUE OPraHNu3aLvu.

Cnosa «IloBecTka AHS» PAcHoNArarOTCs LEHTPUPOBAHO, MOCIE HHUX CTaBUTCA JABOETOMHE. Bonpocs!
nosecTkn JHS Hymepyiotcsi, Kaxpbiii HOBBIF BOMpoOC redartaercst OT 1-ro mojoKeHHs TabyasaTopa.
[TocaenoBaTeNbHOCTh PACTIONOKEHHsE BOIPOCOB OMNPEAEAETCs CTENEHbIO HX BajKHOCTH. DopmMyaupOBKa
BOMPOCOB TIOBECTKM /IHs HAYHHAETCA ¢ Mpemnioros "o", "06". Jloxnan (otuer, coobwenue, nHdopmaims),
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HAMMEHOBAHME JOJUKHOCTH, WHHLMANBI M (DAMUNHIO MOKJan4MKa MUIIYT ‘B POAMTENbHOM majesxke. He
BKJIFOYATh B MOBECTKY mHsA myHkT "Paznoe". Kaskpiil Bonpoc no/keH ObITh KOHKPETH3HPOBAH.

3.3.14. OcHOBHAs 4YacTb TEKCTa COCTOMT W3 pPa3[esioB, COOTBETCTBYHIIMX IYyHKTaM TMNOBECTKH [HSA
NPOTOKOJBLHOTO MeponpusiTust. TeKCT Kakaoro pasierna u3arakT B MOC/IEA0BATEIbHOCTH!

"Cnymanu - Beierynuiu - ITocranosuu (Peunnm)". DT c10Ba reyaTaroT NpoMHCHbIMHU OyKBaMH.

3.3.15. Ilepen cnopom "Caymanu" CTaBUTCA HOMEp BONPOCA MOBECTKH [Hs, MOCIE HEro - JBOETOMHE.
damvunnsg  QOKIaJ4MKA [1€4aTaeTcss B HMMEHMTEJIbHOM Mazjexe OT |-ro ronoskeHus Ie4aTaioiero
yerpoiictsa. [locie GpaMianyn CTaBsTCA HWHULMATIBI, 3aTEM JBOETOUHE, KABbIMKM H ITHIIETCSH COACPKAHNE
noknana B popme mpsAMoii peunt, kasbiuki. OCHOBHOE COJIEP/KAHNE 10K/A/I0B M BBICTYIUICHHH H3NTaraeTcs B
rekcre MpOTOKojia Te3ucHo. IloyHble TEKCThI BHICTYIUIEHMIl (HOKIA/I0B), 3aBEPEHHbIC MOAMMCHIO
COOTBETCTBYIOLIMX JIMLL, PUIATAIOTCA K MPOTOKOY. B nocienxem ciyyae B NPOTOKOJIE NENAETCs CHOCKA:
"TekcT BBICTYIUIEHHS npuaaraetcs” (B npoTokose 0e3 KaBbIvek).

OOGCYKAEHMIO [OKIaJa MOTYT NPEAlecTBOBATh BOMPOCHI K OKJIAAUMKY, KOTOPbIE BMECTE C OTBETaMH
siouaroT B paszen "Caymann". Ilepea 3anuchio Kaxaoro BONpoca yKasbiBatoTCs MHULIMAJIbI, (amunus 1
JO5KHOCTD €ro aBTopa M craBuTCa ABoetodre. CoaepKaHHe BOTPOCA 3arMChIBAETCA B (opMe mpsaMok
peun. TMepen dopmynuposkoii oTsera muwercs ciaoso "Oteer" (B npotokose Oe3 KaBbiuek), CTaBHTCA
JIBOETOYME M 3aIChIBAETCS OTBET B (JOpPMeE MPAMOI peur B KaBbIYKaX.

Xon obcyiknenust jokinaza orpaxkaercs B pasaene "Buicrynun”. Tlocne ciosa "BBICTYMUJIN" CTaBUTCS
ngoeroune. DaMUIMIO  BBICTYNAKOWIErO MUIIYT B WMEHUTEJILHOM TNaiaexe OT 1-ro  mnojoKeHHs
MeuaTallero yCTpoicTBa, 3aTeM YKa3blBalOTCS HHULMANBI M TOJDKHOCTE BLICTYNAKOMIETO, CTABUTCA THPE
i1 CO CTPOYHOIT OYKBbI MEYATAETCs COAEPIKAHNE BRICTYILIEHHs B (POPME KOCBEHHOI pedn.

[Mpunsitbie pemenns conepxkarcs B paznene "Tlocranosunu (Pewnnn)". Ecau penennii HECKOILKO, OHH
nymepytotes apabekumu uudpavu ¢ Toukoi. Kaxknoe peruenne cOnpoBosKIaeTesa ykasaHUEM JOJKHOCTH,
(hamuaun ¥ MHULKMAIOB OTBETCTBEHHOTO 32 €r0 BBHINTOJHEHNE 1 CPOKA UCIIOIHEHMS.

3.3.16. TlocranosieHue (peLieHHe) MPOTOKONBHOIO MEPONPHUATHS H3j1araercs B TEKCTE MPOTOKO/A
nostoctio. Comepikanne 0coboro MHEHHS, BHICKA3aHHOTO TPH BLIPabOTKe MO CTaHOBNEHUs (peleHns),
(pukcupyercsa B TeKcTe MOCHEe COOTBETCTBYIOLIErO MOCTAHOBJIEHHS (pewenus). 31echb K€ MPUBOIST
pe3yJbTaThl FOJOCOBAHHUS MPH HEOOX0IMMOCTH. , N

B NOCTAHOBJSIOIIEH YaCTH TEKCTA MPOTOKONA MOXKET CONEpPXKAThCs MyHKT: O MPUHATHH KaKOro-nbo
nokymenTa. B 3TOM ciiyuae NpUHSTBIA JOKYMEHT MPHUJIAraeTcs K MPOTOKOMY, B KOTOPOM MPUBOLAMTCH
CChIIKA HA €ro HOMEp U J1aTy.

3.3.17.CymmecTByOT MOJHAs, COKpalleHHas M KpaTtkas (pOpMbI MPOTOKOJIOB. CoxkpaleHHas M KpaTkas
()OPMBI IIPOTOKGJIOB MPHMEHAETCSI, KOr/ia He Tpebyercs noapoOHOit 3anncu xozia obcyskneHHs BOIPOCOB.
3.3.18. B cokpallleHHbIX IPOTOKOIAX MOCHE CIUCKA MPUCYTCTBYIOLIMX MM NPUIIALIEHHBIX YKa3bIBACTCH
naspanme noknama. Tlocieamsisi CTpoka HA3BaHmsi nokmana noauepkusaercs. [Ton veproii B ckoOKax
neuyataroTcs (hAMHIHM  BBICTYNAIOLUMX B MOpAAKe HX BbICTymuieHns. Hassanue Kkaxnoro nokjiana
3aKAHYHMBAETCSA MPOTOKOJIbHBIM PELIEHHEM HUITH TIOCTAHOBJICHHEM.

3.3.19. B npotokone KpaTkoii GOpMbI yKa3blBalOTCs TOJBKO PACCMOTPEHHBIE BOMPOCH! M MPUHATHIE
peLeHHs.

3.3.20. IIpoTOKON TOAMMCHIBAETCs MpejcenaTeneM M cekperapem. Jlatoil npoTokona sBJAETCA nata
MPOTOKOJBHOTO MEPONPHSATHS.

3.3.21. Tlporokonam NPHUCBAMBAKOTCs MOPSAAKOBbIE HOMEpA B Mpeaeax yueOHOro roaa OTIAENBHO IO
kaskaoil IPyINe MPOTOKONOB: MPOTOKOMbI 00umx cobpanuii pabOTHMKOB, 3aceIaHMil MEAroruyecKoro
COBETA, POAMTEJILCKUX cOOpaHuil u JIp. :

3.3.22. Homepa pewienuii, MPHHATBIX HA 3acelaHuAX, COCTOAT W3 HOMEpa MNpPOTOKOJA, HOMEPA
PaccMaTpPMBAEMOTO BOMIPOCA B MOBECTKE JIHsA M MOPSAAKOBOrO HOMEpa PELIeHHs B Mpeaesiax BOnpoca.

K HOMEpaM MpOTOKOJIOB M PEleHHii MOKHO NPHOABIATL IUTEP COrIACHO MOMCKOBOI CHCTEME, MPUHATOI
8 MBJIOY Neo6.

Koruu npoToKoJIoB Npu HEOOXOAHMOCTH PACChUIAOT 3aMHTEPECOBAHHBIM OPraHU3aLMAM H I0JLKHOCTHBIM
1AM B COOTBETCTBHH C YKa3aTeleM pPacCbliki. YKa3aTelb COCTABISAET M MOAMHUCHIBACT OTBETCTBEHHBbII
HCTIONHUTENb CIYKOBbI, TOTOBMBIIMI paccMoTpenye Bornpoca. Komuu mpoTOKONOB 3aBEPSIOT MEYaThio
MBJIOY Ne 6.

3.3.23. Peulenuss MPOTOKOABHBIX MEPONPUATHII JOBOAAT A0 HCIOJNHKHTEJCH B BHUIE BBIMUCOK 13
MPOTOKOJIOB. BhImHcKka U3 NPOTOKO/IA COAEPKUT CEAYIOLHE PEKBU3HTBL



HAMMEHOBAHHE YUPEKIEHHS,
HaMMeHOBaHKe Biaa nokymenTa ("Bbinicka 13 npotokona');
JIaTy JOKYMEHTa,
- HOMEp JOKYMEHTA,
- 3ar0JIOBOK K JIOKYMEHTY,
-BBOJIHYI0 ~ 4YacTb  TEKCTAa  [MPOTOKOJA: "INpencenarens”,  "Cekperaps”, "TlpucytcTBoBamu",
"Tpurnawenseie”, "TloBecTka nHs'";
- OCHOBHYIO 4acThb TekcTa nporokona: "Caywanu", "Toctanosunn”, "Tonocosanu”;
- nommuch (63 JNMUYHBIX MOAMMceil, TaK KaK BBIMHMCKH, Kak MPABUIIO, 3aBEPAIOTCA TONBKO MOAMMCHIO
cekperaps);
- OTMETKY O 3aBE€PEHHH KOTHH.
Boinicka u3 npotokona 3asepsiercst nevarsio MBJIOY Ne 6.

3.4. Cayxcednbie nucoma
341, CnyxebHble mucbMa MOTYT ObITb WHHLUHMATHBHBIMH M OTBETHBIMH. Bce caykeOHbIe MHCHMA,
sbicklaemble 3a npeaesisl MBJIOY Ne 6, cuMTarOTCA HCXOAAIINMU. CnyskeOHble MUCbMA, MOCTYNAOINE B
MBJIOY Ne 6 - Bxomsmme. CnyxeOHble mucbMa (CayxeOHble 3aIHCKH), UMPKYIHPYIOUIHE MENy
OMKHOCTHBIMY Jtniamu 1 ciayskbamMn MBJIOY Ne 6 cyuTaroTCst BHyTPEHHHMU.
3.4.2. CpoK MCMOJHEHHs OTBETHOTO MUCbMA YCTAHABIMBACTCA:
- co00pasHO ¢ yka3aHMeM, COJAePIKAIMMCs B NOKyMeHTe (MHChbMe M T. 1.), Ha KOTOPBIH Jal0T OTBET
HACTOSILLMM ITHCHMOM;
- pe3oJioLueii pyKoBOANTEs HA IOKYMEHTE.
B ocTaMbHBIX CTyuasx CPOK OTBETa Ha CiyxkeOHOe MICbMO YCTaHABJIMBACTCA 3aBelyoIuil (HO MpH 3TOM
OH HE MOKeT TpeBbiarh 30 AHell ¢ MOMEHTA MOy 4eHHA TOKYMEHTa YIPEKACHHEM.
3.4.3. Cpoku noAroTOBKHM HHULMATHBHBIX MTHCEM ONPEIENAIOTCS 3aBEAYOLUIM.
3.4.4. CnyxeOHble NHCbMA T€4ATAOTCA HAa TUTYJIBHBIX Gnankax MBJOY Ne 6 s nucem
yCTaHOBJIEHHOTO 00pasia Ml MUIIYTCA BPY4HYIO (BHYTpEHHHE).
345 TekcT caykeOHOTO MUCbMA, KaK MPABUIIO, NOJKEH KacaThCs OAHOTO BOMPOCA MM HECKOJTBKIX

[}

BOMPOCOB, €CJIM OHH B3aHMMOCBS3aHBIL. : A

T'ekcT cy:KeOHOro NUChMa NU3/1araeTcs. - \

~ or l-ro sguua MHOMKecTBeHHoro umcia, Hampumep: "Ilpocum Hanpasute..", "Hanpasisem Ha
paccMoTpeHue...",

- OT 3-ro JuUa EeQMHCTBEHHOTo uucia, AomycTuM: "PyKOBOACTBO YUPEKIACHH:A cuutaer...", "Coser
[1e1aroroB yupeskaeHus paccMorpen..." MT. I,

- ot 1-ro nuua eqnHcTBeHHOro uucsna: "Ipomy...", "Hanpasnso..." U T. 1.

3.4.6. TekcT caykeOHOro MUCbMa 0OBIYHO COCTOUT U3 JBYX yacTeil. B mepBoil yacTH M3J1aratoTCs MOTHBBI
[HChMEHHOT0 ObpaiieHns (B HEOOXOAMMBIX CIyHasX - €O CCHUIKOH Ha COOTBETCTBYIOIINE HOPMATHBHO-
MpaBoBble W OPTraHHW3aLUHOHHO-PACTIOPAANTENBHBIC nokymenTbl). Bo BTOpO#i wacTi, HauMHaloLelcs ¢
absaua, w3naraercs  CyTh  oOpaumeHms -  TMpockda, coobiienne  Kakoi-nnbo — mHdopmariu,
COTMPOBOMNTENbHEI TEKCT M T. M. B HEOOXOIMMBIX CilyHasX cay:kebHOe MHCbMO MOJKHO 3aBEpLINTH
KPaTKUMK BbIBOJAAMU.
347 TekcThl OTBETHbIX MHCEM IO/DKHBI TOYHO COOTBETCTBOBATE 3aJAHMAM, 3aMKCUPOBAHHBIM B
PE30JIIOIUI PYKOBOIUTES.
3.4.8. Jlatoii cny:keOHOro nuchbMa BO BCEX Clyuasx ABJACTCA NaTa €ro noanucanus. Ilpn Hanmu4uuu
MPUIOKEHHH K ClyskeOHOMY MUCbMY 00 5TOM J€naeTcsi COOTBETCTBYIONIAs CChbIJIKA B 3aKJIIOYHTEBHOM
ab3aLie TeKcTa.

3.5. Teaeponozpamma
3.5.1. TenedoHOrpaMMa BKJIIOYAET CHEAYIOLIHE PEKBU3MTBLI HAMMEHOBAHUE YHUPEHACHHA, anpec, 1ary,
MHJIEKC, TEKCT, MOANKCh, OTMETKH O BPEMEHH Mepenayvn 1 ykasaHne noskHOCTEH 1 paMuIHiA (MITH TOJBKO
(pamunuit) aML, NPUHABIIMX U NEPENaBLINX teneponorpammy. B ciyuae OTCYTCTBHA OnaHKoOB
juist TenepOHOrPAMM  TIPUMEHSIOTCS  TMCThl Oymarn  (popmata A4, TenepoHOFPaMMbl COCTaBIAIOTCA
B OTHOM 9K3EMILISPE, MOANHCHIBAIOTCA PYKOBOAUTENIEM HITH HEMOCPENCTBEHHBIM HCTIOJTHUTEICM.
TekeT He nosbkeH BKmouath bonee 50 cnos. TenepoHorpamma J0TKHA ObITh DAaTUPOBAHA U MOANKCAHA
JMLIOM, OT HMEHH KOTOPOTO OHA MepeiaeTcs.



3.5.2. TeneponorpaMma Mepenaercs HECKOJbKMM aipecaTaM IO NpujaraeMomy CIIHCKY anpecaros
1 HOMEPOB Tej1e(OHOB.

3.6. 3anenrenue
3.6.1. 3asieienne — 5TO ODULMATBLHOE COOOLIEHIHe B MUchMeHHOH (opme. OHO COMEPKUT Haile BCero
npeiokenue, kanody uam mpockly Kakoro-iMGO HeNnoBeKa, AAPECOBAHHLIC MM OPraHUsaLMH, HiH
NOJKHOCTHOMY JIMLLY.
Jassienye ohOpMIAETCs Ha CTAaHAAPTHBIX JHCTax Oymaru gopmara A4.
3.6.2. 3asBieHue BKJIKOYAET, ajpecar, KOTOPOMY HANpaBiAeTCs 3asBJCHHE, MOLKHOCTH, MOJHOCTBIO-
(hbamMuITIIO, MMS, OTYECTBO ABTOPA 3asBJEHMs, HAUMEHOBAHHME JOKYMEHTA, TOUHOE M3JIOKCHUE npochObI,
NPeIOKEHUs, OMUCH MPHUIATAEMBIX K 3aABJICHHIO JOKYMEHTOB, 1aTa, MOATMHCE.
3.6.3. B3asgBieHHM WCMONb3YETCs, KaK MPaBUIO, O(UIHANBHO-IENOBAs JIEKCHKA, B HEKOTOPBIX
JasBJIEHHsIX JONyCcKaeTcs ynorpebnenue myOIMIHCTHYECKOI JIGKCHKH.

3.7. 3anucka
3.7.1 3anucka (aHanMTHUECKas, AOKIanHas, ciyxkeOHas, OObICHUTENbHAA) — JOKYMCHT, a/IpeCOBaHHbIH
PYKOBOAUTENIO JIAHHOTO HJIM BbILIECTOSAIIEr0 Y4PEeKIEHHUs u conepKaruii 00CToATeIbHOE U3JI0KEHNE
kaKoro-n11bo BOMPOCa ¢ BBIBOJAMH U NPEIJIOIKEHUAMH COCTaBUTEIS.
372 JloknamgHas 3anucka COCTABASETCA  Kak MO JIMYHOH — MHMLMATHBE  aBTOPA (paboTHuKka),
TAK ¥ 110 YKa3aHHIO (MMCbMEHHOMY MJIH YCTHOMY) PYKOBOZMTEIS.
3.7.3. 3anucka cocTapaseTcsa Ha OyMaKHOM HOCHUTEJIE UK B SJIEKTPOHHOM BHAC.
Odopmenne 3anicku 3aBucHT OT appecara. llpu cocTaBieHHH JOKNAZHOM 3anucKH, anpecoBaHHOI
PYKOBOIMTENIO YUPEXKAEHHS B PAMKax Y4YPEKICHHs, OHa CIHUTAETCs BHyTpeHHel 1 odopmisieTcs
Ha cTaHmapTHLIX nucrax Oymaru dopmara A4, Ecnu 3amicka aapecyercs 3a Mpeicibl YUPEeKACHMA,
10 ee ohOpMISIOT Ha GaHKe, 1 OHA HA3bIBAETCA BHELIHEH.
BuelrHas 3anucka  J0J/KHA —CONEpsKaTh CleNyiollMe PEeKBU3UTBI: HAWMEHOBaHME  YHUPEKACHHA,
BUA AOKYMEHTA, /iaTa 1OKYMEHTA, PEerHCTPALMOHHbIH HOMEP, MECTO COCTaB/IeHHs, Ha3BaHHE NOKYMCHTA
(3aroOBOK K TekcTy), eciu TekcT Oonee 4 — 5 CTpOK, anpecat (b1), TEKCT, MOAMHCH PYKOBOAWTEIS
YUPEIKACHHSI. o
BHyTpeHHsiA 3amucka AOJKHA COAEPKaTh CIEAYIOUNe PEeKBU3UTHI: BH IOKYMEHTA, AaTa JIOKYMEHTA,
Ha3BaHHe JOKYMEHTA (3ar0JIOBOK K TEKCTY), €CIIH TEKCT Hosee 4 — S cTpok; azpecat (bl), TEKCT, MOANKCH
(¢ ykazaHHem AOJKHOCTH, (amuminu, uHMUMaIoB). IloanuchiBaeT BHYTPEHHIOI JOKJIAAHYIO 3amMCKy
COCTaBUTEb.
3 7.4, Pa3sHOBMAHOCTBIO  JIOKJIQJHON  3amMMCKU  SBIAIOTCA  NPENCTABJICHHA. OnHuU UCIONB3YIOTCSA
fpH JOKYMEHTHPOBAHNN KAJAPOBOi AEATENBHOCTH M COCTABIIAIOTCA PYKOBOAMTEIEM M 3aMeCTHTENIEM
pykosoautesst. [IpencTapienus COCTABISIOT B Clly4asX MOOLUPEHH paGOTHUKOB, HAJIOKEHHMS B3BICKAHMIA,
npoBeeHHs aTTeCTalum.

3.8. Akm
381 AKT— [OKYMEHT, COCTABIEHHBIH 1 MOANMCAHHBIN HECKOJIbKUMI JHIAMH U NO/ITBEPIKAARO LT
yCTaHOBJIEHHbIE (PAKTBl 1 COOBITHSL.
AKTBI COCTABJISIFOTCS IO pe3yibTaraM pEeBU3NH (HMHAHCOBO-XO3AHCTBEHHOMH JIEATENIHHOCTH, MpHeMa —
rnepenayu e, TPOBEPKH HAJMYHsI, HHBEHTAPU3ALMK 1 J1P.
AKT COCTABISIETCS KOMHCCHOHHO (HEe MeHee IBYX COCTaBMTeNeil) WM CrelHajibHO YMOTHOMOYEHHBIM
NIOJKHOCTHBIM JINIOM. ‘
3.8.2. Akt opopmUIsieTCs Ha CTAHAAPTHBIX JUCTax Oymarn mwpudrom Times New Roman (Cyr) pasmepom
Ne 14 u umeeT crenylomHe PeKBU3HUTHI.
I'pudp yTBEpIKAEHHS BKIOUYAET CIOBO «YTBEPIKAAIO», KOTOPOE MEHATACTCA NPONHCHBIMH  OyKBaMm,
Ge3 KaBbluek, HAMMEHOBAHNE JIOJKHOCTH JIMIA, YTBEP/KAAIOLIEro aKT, IMYHYH0 NOAMHCDH, €C paciundpoBky
M J1arty.
C70BO «yTBEP/KHA», HAMMEHOBAaHWE [OJUKHOCTH JIMLA, YTBEPAHMBLICTO NIOKYMEHT, pacun(ppoBka
MOJNKMCH U JaTa pa3aenstores 1,5 MeKCTPOUHbIMH HHTEPBAJIAMH.
HanMeHoBaHUWe BHAA JOKYMeHTa — akT. HanMeHOBaHMe BHIA JOKYMEHTA OTACJIACTCH OT MPEABIAYHIEro
PEKBU3HTA 3 OJMHAPHBIMH MEKCTPOUHbBIMI HHTEPBANAMM, N€YATACTCA MPOMHUCHBIMI OykBamH, BbIIENSACTCH
pHU(TOM JPYTrOil HACHIIIEHHOCTH 1 BbIDABHUBAETCS 0 LEHTPY.
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Homep odopmnsiercs apabekiumu undpamu 1 nedaTaeTcst NOC/E CI0Ba akT, Ha TOH e CTPOKe.

Jlata aKkTa JOJKHA COOTBETCTBOBATH [IHIO aKTHPYEMOro (akra mimu coObiTHs M 0hOPMIISETCS CIOBECHO-
nrdpoBbIM criocoboM uepes 2 OANHAPHBIX MEKCTPOUHBIX HHTEPBAJA OT 3aro0BKa.

MecTo n3naHusl yKa3blBaeTCsi Ha OIHON IMHUH € AaTOM.

3aroOBOK OT/IENSETCS OT TPebiayliero pPeKBU3HTa 3 OAMHAPHBIMH MEKCTPOUHBIMH HHTEPBaaMH,
rnevaraercs uepes | MHTepBas, BbIAENAETCS MONYKHPHBIM WPH(TOM, W BHIPABHHBAIOTCS IO LEHTPY.
Touka B KOHLE 3aroJIoBKa He CTABUTCS, B 3arosloBke K TEKCTY aKTa YKa3biBAETCsA HA3BAHWE MITH KPAaTKOE
colepikaHue akTHBMPYeMoro (akTa uim coObITHs. 3aroioBOK NOMKeH OTBedyaTh Ha Bompoc: «O yemM?»
coctaBien axt, Harnpumep: «O BbIENIEHUM K YHHYTOXEHHMIO JOKYMEHTOB M Jies, He NOAJeKalux
fajbHeNIIeMy XPaHEeHHIOY.

Texer oTaensieTcs OT OaThl M MECTa H3AaHMs aKTa 3 MEXCTPOUHBIMHM HMHTEPBaJaMH M TEHaTaeTcs 4epes
1,5 untepsana.

[excT akTa COCTOMT M3 JIBYX 4acTeil — BBOHONW M KOHCTaTHPYIOLIEI.

BBoaHas 4YacTh TEKCTa akTa HauuHaercss cjoBoM «OCHOBaHHE» TMOC]IE KOTOPOro YKa3bIBAaeTCs
HaMIMEHOBAHHWE JIOKYMEHTA, [OC/IYXKUBIIEro OCHOBAHHEM IUisl COCTAB/ICHUs aKTa, €ro 1arta, HOMep
11 3ar0JIOBOK.

C HOBOII CTPOKM OT JIeBOH TIpaHMIbl TEKCTOBOrO MOJsA JOKYyMeHTa reuaraercs cioBo «CocTaBieny,
CTABUTCS [(BOETOYME, W Janee Mepeuncistorces (GamMuminM M MHMLMAIbl COCTABUTE/IEH aKTa WM COCTaB
KOMHCCHH.

DaMUINK YIEHOB KOMUCCHH PACIIONAraloTes B aaaBUTHOM NOPSIIKE.

Koncrartupyouas 4acth TEKCTa akTa HauMHaeTcs ¢ ab3aua. B Heil m3nararores LeH, 3a71a44 U CYLIECTBO
paboThl, MPOAENAHHONH COCTABUTENIAMH AKTA, €€ Pe3YJIbTaThl.

B KOHILE TEKCTa YyKa3bIBAIOTCS CBENEHMS O KONMYECTBE HaleyaTaHHbIX OSK3eMIUIAPOB aKTa, MeCTe
HX HAXOKIIEHHS MM aapecaTax, KOTOPLIM OHU HAMpPaBJISFOTCS.

KonuuecTBO — 9K3E€MILIAPOB  aKTa  OMNPENessercs  KOJMYECTBOM  3aHHTEPECOBAHHBLIX  CTOPOH
MM HOPMATHBHBIMH TPABOBBIMH JOKYMEHTaMH, PErNIAMEHTHPYIOLLMME COCTABJICHHE aKTa,

[Toanuck oTAenseTcs OT TeKCTa 3 OANHAPHBIMU MEXKCTPOYHBIMH MHTEPBAJIaMH;

AKT  TIOAMUCHLIBAETCS TPEACENaTeNeM KOMHCCHH - M BCEMH JIMLAMH, “TPHHHMABIIMMH  y4acThe
B €ro COCTABIEHUH. " el

4. [lpasuia opopmiieHHA TOKYMEHTOB
4.1. Obuue mpebosanusn k ohopmienuio OOKyMenmos
4.1.1. Opopmnenne nokymentos B MBJIOY Ne 6, BeiCbUIaEMBIX 32 €r0 Npeesibl, CACAYET MPOU3BOJNTL HA
ofuunanshbix Gnankax MBJIOY Ne 6. Buytpennue nokymentol MBJIOY Ne 6 nazneskur oopmaATh Ha
TUCTHIX MCTAX MalMHOMUCHOM Oymaru gopmata Ad u AS.
B oTAebHBIX Ciyuasx (Hanmpumep, Ui TPUIOKEHHH K JOKYMEHTaM, Pe3OJIOLMHA M T.,I1.) AOMyCKaeTes
HCTIONB30BaHME MaLIMHONMCHOMH Oymarn popmata A3 u A6.
4.1.2. Tlpy nNOArOTOBKE MOKYMEHTOB PEKOMEHIYeTCs NpPUMEHATb TEKCTOBBIH PEIaKTOp Word ¢
ncnonb3osaruem mpugptos Times New Roman 12-m (st opopmnenus TabaniHbIX marepuanos), 13, 14,
| 5-m kermem, Times New Roman 12, 13, 14-m kersiem 4epes OJIMH - 1Ba MHTEPBAJIA.
4.1.3. Tpn noarotoke TabnUYHBIX AOKYMEHTOB (Hanpumep, Ais pa3pabOTKH OTYETHO-CTATHCTHECKHX
Gopm u T. m) OOMyCKaeTcs NPHUMEHSATb CTaHAApTHbIE CPENCTBA tabianunoro penaktopa Excel for
Windows. TTpi noAroToBke Mpe3eHTALHOHHBIX (BH3YallbHBIX) IOKYMEHTOB (CXeM, IHarpamm, rpadukos u
T. 1) [OMYCKAETCS WCIONb30BaTh CTAHJAPTHBIE CPEACTBA PENAKTOpa MNpe3eHTaLui PowerPoint for
Windows.
['padpi u cTPOKM TaGNWIBI JIOTKHBI UMETh 3arOJIOBKH, BBIPAKEHHBIC WMEHEM CYIIECTBUTEIbHbIM B
JIMeHHTeNbHOM rajexe. [T03arooBKu rpad ¥ CTPOK AOJDKHBI ObITh COTIACOBaHbI C 3arojoBkamu. Ecim
Tabaniy mevataroT Gojee 4eM Ha OJHON crTpaHuue, rpadbl Tabnuue 00A3ATENLHO HYMEpYOT M Ha
CEYIOMINX CTPAHILIAX CTaBAT TOJMLKO HOMEpA 3THX rpad.
4.2. Baanxu MBJOY .
42.1. Jlokyments MBJIOY Ne 6 odopmisiioTcs Ha opuLMaibHbIX ONaHKax n MMEKT YCTAHOBJIEHHbI
KOMIUIEKC 00s13aTe/IbHBIX PEKBU3UTOB U MOPAIOK MX PACIIONIOKEHHSA.
BiaHKM JOKYMEHTOB HM3rOTABJMBAIOTCA THTOrpadcKkuM CIOCOOOM WM METOJOM  ONepaTHBHON
nonurpaduu Ha craHaapTHBIX jncTax Oymaru dopmara A4, AS.



B 3aBHCHMOCTH OT pAacrioJIOXKEHNs] PeKBM3NTOB YCTAHABIMBAKOT JBa BapuaHTa ONaHKOB: YIJIOBOH H
MPOIOTIBHBIN.
4.2.2. BMBJIOY Ne 6 ucronb3yroTcs Cleayrolue Buabl 0JaHKOB:
- OJlaHK KOHKPETHOro BMA JOKYMEHTA
- o6umit 6nank MBJIOVY Ne 6- ¢ ykazaHueM HaumeHoBaHus (Ha Oymare popmaTa A4 u AS)
- GnaHk nucema - ¢ ykaszanuem HaumenoBaHusi MBJIOY Ne 6 u cnpaBouHbix naHHbIX. CrpaBOuHbIE
jaHHble 06 OpraHU3alMK BKIIOYAKOT B ce0si: MOUYTOBBIN axpec, HoMep TesedoHa M ApPyrue CBEAEHHs M0
YCMOTPEHHIO opranusaunn (Homep Gakcos, Tenedakca, cHeToB B OaHKe, aZpec 3MEKTPOHHOM MOYThI U 1. ).
4.3. Adpecayuu OokymeHnma.
4.3.1. JlokymeHTBI, BbICHLIA€MblE 3a IPEEbl JeTCKOro ¢ajaa, aapecyroT NPeAnpUsTHsIM, OPraHu3anuamM,
VUPEkKJIEHUAM, UX CTPYKTYPHBIM MOPA3IENeHUS M, NOJKHOCTHBIM HIIH (PH3HYECKUM JIMLAM.
432 Tlpu anpecaumu AoKyMeHTa 0e3 yKa3aHHMsi KOHKPETHOTO OKHOCTHOIO JIMLA, HAaUMEHOBAHHE
ajipecara IULIETCS B UMEHHUTEIbHOM TaJ1eKe.
4.3.3. Ecnum angpecaroM siBJI€TCA KOHKPETHOE JOJEKHOCTHOE JIMLO, TO HAMMEHOBAHHE OpraHu3aluu 1
CTPYKTYPHOTO TOJpa3/ie/ieHHs YKa3blBAIOT B HMMEHHTENbHOM Iajeke, a JOMKHOCTbL M (aMuiIuio
JIOJIKHOCTHOTO JIMLA - B IATEJBHOM, ITPHYEM HHHULIMAJIBI YKA3bIBAIOT repes (JaMuineii, Hanpumep:
Otnen O6pazoBanus
YO UKMO r.Kazauu
no CoBeTckomy paiony
I naBHOMY Oyxranrepy
Hsanosoii .M.
434, Tlpu agpecanun AOKYMEHTa HENOCPENCTBEHHO PYKOBOAMTENIO OpPraHu3alMM HaAMMEHOBAHHE
nocie/Heil BXOJAWT B COCTAB HAMMEHOBAHMA NOJDKHOCTH ajpecara, MOJ/UKHOCTh JMIA yKa3blBalOT B
JlaTeIbHOM Tazieke, HarmpuMmep:
HauanbHuky oTaena odpa3oBaHus
YO UKMO r Kasanu
no CoBeTcKkOMy pailoHy
X Heanosoit 1.1
4.3.5. Tlpu agpecannu U JOKyMeHTa (PU3NYECKOMY JIULY YKA3bIBAOT HHULIHAJIB U
(hamuams mostyuartesisi, a Mocye 3TOro - ero NoYTOBLIH aJpec, Hanpumep: '

W.II. ITerposoii
: ya. bopucornebekas, n. 26, k. 26
- r.Kasaus, PT,
450052
BriGop dpopmara GaHKa MpH MOATOTOBKE JOKYMEHTA OIPEENAETCs B 3aBUCHMOCTH OT 00beMa
rexcra. Kaxielit auct nokymenTta, oopmieHHbIi Kak Ha OaHke, Tak 1 O3 Hero 0 KeH PMETh M0Jsi He
venee, Mm: 20 - neBoe; 10 - npasoe; 20 - BepxHee; 20 - HUKHEE.
4.4. Ymeepocoenue dokymenma.
44.1. JIOKyMEHT YTBEpKHAeTCs [OJDKHOCTHBIM Jmuom. IIpn  HeoOX0AMMOCTH  HOTONHUTENLHBIX
MPENUCAHNI M Pa3bACHEHHIT NOKYMEHT MOKET YTBEepHKAAThCs CIELHalbHO H31aBA€MBbIM JIOKYMEHTOM:
npukasom 3aseanytouero MBJIOY, noctaHoBieHHEM, pelIEHHEM, TPOTOKOJIOM.
4.4.2. Tlpw yTBep IEHUH NOKYMEHTa rpud YTBEPIKIEHUs JODKEH COCTOsTh n3 crnosa YTeepiaaio (0e3
KABBIYEK), HAMMEHOBAHWS MODKHOCTH JIMUA, YTBEPXKAAIOLIEro MAOKYMEHT, ero MOAMHCH, HWHHULHAJOB,
(hamMuIIIKM U 1aThl YTBEPIKACHUS, HAIIPUMED: ;
YTBEpKAa0
3asenyrouuii
MBJIOV « Herckuii cag Ne 6»
H.HN. dpososoii

(mUuHAsA MOAMNCH)
4 02.09.2013

4.4.3. JlonyckaeTcs LEHTPHPOBATH Kakaylo CTPOKy peksusuta "T'pudy yreepskueHus nokymeHra" mno
OTHOLIEHUIO K CAMOT JUTMHHOH CTPOKE.
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444 llpn yTBepKIEHHH NOKYMEHTA IOCTAHOBJICHHEM, pELICHHEM, [PUKA30M, MPOTOKOIOM rpud’
YTBEPKIACHNA COCTOMT M3 cnoB  YTBepxkzaeH (YrTeepikneHa, VYTBep:kaeHbl i YTBEPKIEHO),
HAMMEHOBAHMS YTBEPIKAAIOLIEro IOKYMEHTA B TBOPUTEILHOM MaJeke, ero 1aThl, HOMEpa.
4.4.5. I'pudp yreepskieHus TOKyMEHTA PacroiaraeTcs B IPABOM BEPXHEM YTy IOKYMEHTa.
4.4.6. Jlata B rpude yTBEpKAEHUSA CTABUTCA OT PYKH, YaCTHYHO MIIM MONHOCTBHIO Habupaercss mnpu
rnevaTaHuu J0KymenTa. B nocnennem ciydae oT pyku npocTaBIsSeTCS TOJLKO YHCIIO MM YUCIO M MECSIL.
44.7. Tpnd yTBepKIEHUA NPUHITO YKAa3biBaTh HA JOKYMEHTAX, TPeOYIOMHX NONONHHTENBHOrO
YAOCTOBEPEHHMS UX MOMATHHHOCTH H I0CTOBEPHOCTH. ['pud) yTBEpKIeHNSs NPHHATO CTABUTDL HA CAEAYIOLIMX
YIPAaBJICHUYECKUX JIOKYMEHTAX: aKTaxX, HHCTPYKUMAX, OTYETaX, MEPEuHsX, MOJOKEHUSX, MporpaMmax,
CMeTax,  CTaHaaprax, CTPYKTypax W INTaTHOM  YHMCIGHHOCTH, Tapu(HbIX cTaBkax, (opme
yHUPUIHPOBAHHBIX JOKYMEHTOB, IITATHOM PACITMCAHHH.
4.5. Cozracoeanue dokymenma.

45.1. Ha orane pa3paboTku mnpoekTa MOKYMEHTA B HEKOTOPBIX CIy4asXx MOXET BO3HHKHYT
HEOOXOAMMOCTL €r0 COTTACOBAHMsA C 3aMHTEPECOBAHHBIMH CTOPOHAMH JIOJUKHOCTHBIMM JIHLAMH HJIM
oprannsaiuAMH. B 9THX cydasx cornacopaHue A0oKyMeHTa O(GOPMISIETCS BU30H COOTBETCTBYIOIIErO
JIOJKHOCTHOTO JIMLA MJTH rPUGOM COTJIaCOBAHMS.
4.5.2. I'pudp cornacosanus oGopmisieTcst B Clrydae HEOOXOMUMMOCTH MPOBEIEHNS BHEIIHErO COrACOBAHMS
CO CTOPOHHUMH OPraHU3alMAMU (MPEANPUATHAMH, YUPEXKIEHUAMM).
4.5.3. T'pud cornacosanms ¢ KOHKPETHBIM JIOJKHOCTHBIM JIMLIOM, MPEACTABIIAIOLIMM HHTEPECh CTOPOHHEI]
opranusauuH, BiiO4aerT B cedsa caoso "CornacoBaHo", HaNMEHOBAHHE JIOJUKHOCTH JIMLA, ¢ KOTOPHIM
COrjacoBaH JOKYMEHT (B T. 4. HAMMEHOBAHME OPraHM3ALMK), JIMYHYIO MOAMUCH, pactIn(POBKY TOAIHCH
(nHnumansl, hamuins) u gaty cornacosanus. Hanpumep:
CornacoBaHo
["naBublii cneunanuct oraena odpazoBaHus
YO MKMO r.Kazanun no CoBerckomy paiioHy

1.1 HUpanosa
(JTMYHast TOAMHCH) o
02.09.2013 ; :
454, Ecam cornacoBaHue OCYLIECTBISOT —MHUCBMOM, MPOTOKOJOM M APYTMM  AOKYMEHTOM,
MOATBEPIKIAIOMM (akT cornacoBanms, rpud Bkirodaer B cebs €ro HaMMEHOBaHWE, HOMEpP M JIaTy,
Harpumep:
CornacoBano
[IpoTokon 3acenanns
Komucenn no oxpane Tpyna
MBJIOY « Herckuii cag Ne 6»
o1 02.09.2013 Ne | ’
4.5.50. I'pu¢p cornacosanms pacnojararor Hipke pekBusuta "Tloanucek", B 1€BOM HIGKHEM Yriy
IOKYMEHTA.

4.6. Pezonrouusn.

1.6.1. Pesomouus - KpaTkoe NMHCbMEHHOE [OPYYEHHE, MOArOTOBIEHHOE 0 MTOraM PacCMOTPEHMs
nocrynusirero B MBJIOY Ne 6 nokymenTa. Pesomornust opopmisieTcst HENnoCpeaACTBEHHO Ha NOKYMEHTE -
Ha CBODOIHOM MeCTe JIMLEBOH CTOPOHBI NEPBOI CTPAHMLIBI MM HA OTAEILHOM JIMCTKE C yKa3aHUEM
PErucTPaLMOHHOrO HOMEpPA M 1aThl JOKYMEHTA, K KOTOPOMY PEe30JIFOIHS OTHOCHTCS.
462 Pesomouns pkmouaer B cebsi cBeeHHs 00 HMCHOJHMTENE MOPyueHHs (HAMMEHOBAHUE €ro
NOJKHOCTH,  ()aMUIMs, MHULMANBI), COJAEP)KAHUE TMOPYYEHHs, CPOK HCHONHEHUS, HAUMEHOBaHHE
JIOJIZKHOCTH JIMLA, OT/ABLIETO MOPYYEHHE, €ro JINUHYIO MOAMUCh U paciin@poBKy, AaTy.
1.B.Cyuryposa '
[Ipowy noaroToBuTH
MPOEKT I0TOBOpa ¢
« Cartopuc» k 02.09.13

__D.B.bepxuna
(nMM4YHas MOAMNUCH)
20.08.2013
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4.6.3. Ecnn pe3omolys MpeanoaraeT nopyyenue ajs AByX u donee Jnil, OTBETCTBEHHBIM HCMOTHUTEIEM
ABJISETCS JIMIO, YKA3aHHOE B NOPYYEHHUH MEPBbIM.
464 Ha nokymentax, He TpeOyIOIIMX yKa3aHWii MO HCNOJTHEHHIO W HMEIOIIHX THIOBBIC CPOKH
HCTIOJHEeHHS, B PE30JIIOLIUH YKA3bIBAKOTCS HCTIONHNTEIb, MOANKCE aBTOPA PE3OJIHOLINH, NaTa.
1.6.5. Jlonyckaercst oQopMeHHE PE30IIOLITH HA OTAEILHOM JIHCTE.
4.7. lpunosxcenue k O0Kymenmy.
4.7.1. TlpunoskeHue - 370 JOKYMEHT, MPHJIaraeéMblii K OCHOBHOMY IOKYMEHTY. [py HAMHYHH NPHIOKEHHI
B [JOKYMEHTE JleJaeTcs COOTBETCTBYIOLUAas OTMETKa, BKIO4atomas B cebs cnoso "llpunoxenne",
JIBOETOYME U MEPeUeHb MPUIAraeMbIX JOKYMEHTOB C yKa3aHHEM NOPsAKOBOTO
HOMEpA MPUIOKEHNS, €r0 HA3BAHUs, KOTMUECTBA JINCTOB B HEM, a/IpeCcaTe /IS KaX/10r0 SK3EMIIApa.
4.7.2. TlpunosxkeHus JOJKHBI MIMETh BCe HEOOXOAMMBIE /sl IOKYMEHTA PEKBHU3HUTEI (HazBaHMeE, 3ar0JIOBOK,
[OJIMICH JINIL, OTBETCTBEHHBIX 3@ HX COJEP/KAHUE, 1aTy, OTMETKY O COTJIACOBAHMM U T. IL.).
4.7.3. OTMEeTKY O HaJUYMH TIPHIOKEHMs, HA3BAHHOTO B TEKCTE, O(OPMILIOT CIEAYIOWNM obpasom:
[Mpunosxkenne: Ha 8 1. B 2 9K3.
474 Ecam npunokeHust He HA3BaHbl B TEKCTE, TO MX HAMMEHOBAHMA MEPEUHCISIOTCA € YKasaHUEM
KOJIMYECTBA JINCTOB B KayKIAOM IPHIOKEHHH W YHC/Ia HX SK3EMIUISIPOB, HaNpiumep:
2. Ilpoekrt Ha 8 1. B 3 3K3.
Ecau npuoskenns COpOIIIOPOBaHbL, TO YHCJIO JHUCTOB HE YKa3bIBAIOT.
Ecau K JOKYMEHTY MPUIArarT APYroil JOKYMEHT, TakKe MMEHOLLHH MPUTOKEHHE, OTMETKY O Haluinn
pHI0sKeHUst OPOPMIISTIOT ClIEYIOMIIM 00pa3oM:
ITpunoskenne: mucemo Pocapxusa ot 05.06.03 Ne 02-6/172 n npunokeHue kK HeMy, BCero Ha 3n
Ecan npujioskeHne HanpaBiisiOT HE BO BCE YKa3aHHbIE B TOKYMEHTE ajpeca, TO OTMETKY O €ro Halmdin
oGopMISIIOT CreayoLHM 00pasoM:
[TpunoxkeHue: Ha 3 1. B 5 9K3.
4.7.5. B npujiokeHUN K PAacrOPsAUTEbHOMY TOKYMEHTY (NpHKa3bl, NPaBiia, HHCTPYKLMHU, TOJI0KEHHA,
peleHus) Ha MEpBOM €ro JHCTe, B MPaBOM BEPXHEM yrily, MHIIYT "Tlpunoxkenne Ne" ¢ ykasaHuem
HAVMEHOBAHUS PACTIOPSAAMTENILHOIO JOKYMEHTA, €ro JIaThl U PErHCTPALMOHHOTQ HOMEPA, HANPHMED.
% R Y
- . [Mpunoxenue Ne 1
' k npukazy MBJI0Y
Jlerckuii can Ne 6
X ot 05.08.2013 Ne 14-O
4.7.6. CTpaHuLBI IOKYMEHTA U MPUIIOKEHUIT HYMEPYIOTCA Kak eqUHbIA JIOKYMEHT.
4.8. Hoonucanue ooxymenma.
4.8.1. JloKkyMeHTBbI, HanpaBjisfeMble B BBILIECTOSALIME OpraHU3allMl W OpraHbl cyneOHOHM BJIACTH,
noanuceiBatores 3aseaytomuit MBJIOY Ne 6. ’
JIOKYMEHTbI, HarpaBisieMble MOJYMHEHHbIM, APYTHM YYPEKACHNAM M TpaKianam, MOATMTHCBIBAKOTCH
JABEYIOLIHM, €€ 3aMEeCTHTENEM HJTH HCTIOJIHAIOLUM 06s3aHHOCTH sasenytouteit MBJIOY Ne 6.
4.8.2. INoanuck BKIOYAET B ceds: HAMMEHOBAHME JIOJBKHOCTH JIMUA, TIOAMHCABLICTO NOKYMEHT (TOJIHOE,
eciu OKyMeHT o(opmieH He Ha OaHKe NOKYMEHTA, M COKPAIEHHOE - Ha NOKYMEHTC, ohopMIEHHOM Ha
GiaHKe), TMYHYIO MOAMUCH W paciuu(poBKy NOAMUCH (MHULMAIDI, damuins). Hanpumep:
3aseaytoumit MBJIOY etcknii can Ne 6
1M H. dponosa

uau Ha OnaHke:
3aBenyroLni N .H. dponosa

(iMyHas MOAMHKCH)
4.8.3. Ipu noanucaHuy AOKYMEHTA HECKOJIbKMMH JOJKHOCTHBIMH JIMLAMH WX TOAIHCH, pacrnonaraiT
OJIHY TIOJT APYTOH B [0CJIEI0BATENBHOCTH, COOTBETCTBYIOLIEH 3aHMMAEMOIT 1I0JDKHOCTH. Hanpumep:
3aBenyoLuii HU.U. ®ponosa '

(MyHas MOANMUCH)
3asenyroumii X03aiCTBOM P 11I. Munnebaepa

(M4Hast MOAMKCE)

[Tpy MOAMUCAHNH COBMECTHOTO IOKYMEHTA MEPBBIii JINCT o(opMIISIFOT He Ha OnaHke.
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484 B 10KYMEHTaX, COCTABJIEHHBIX KOMHMCCHEH, yKasblBalOT HE NOJIKHOCTH JIUIL, MOAMHCBIBAIOLINX
JIOKYMEHT, a MX 00A3aHHOCTU B COCTABE KOMHCCHU B COOTBETCTBHH C pacnpenienetyem. Hanpumep:

[pencenarenb KOMUCCHH HN.H. ®ponosa
(nM4Has MOAMUCD)
U1eHbl KOMHUCCHH: P.I1I. Munnebaesa

(nMUuHas MOAMNKCD)
M. U. UBaHoBa

(JTMYHas MOJAMKUCH)
4.8.5. Eciu A0SKHOCTHOE JIMLO, MOANKUCE KOTOPOrO 3aroTOBIEHA HA IPOEKTE JOKYMEHTa, OTCYTCTBYET, TO
OKYMEHT TOAMHCHIBAET JIMLO, HCHONHAOmEe ero o0s3aHHOCTH, WM 3amecTutesb. Ilpn oTom
0653aTeNbHO YKa3bIBAETCs (DAKTHUECKas MOKHOCTH JIMIA, MOAMKMCABIIEr0 JOKYMEHT, H €ro (amuins
(1CrIpaBeHNs MOKHO BHECTH OT PYKM MM MAlIMHOMMCHBIM crocobom, anpumep: "n.o.", "3am.").
JloryckaeTces MoAMUChbiBaTh AOKYMEHT MPOCTABJEHMEM KOCOH YePThl Nepe/i HAMMEHOBAHHEM N0JDKHOCTH.

5. Opranu3auus 10KYMeHT0000pOTA H MCIIOJIHEHHSI IOKYMEHTOB

5.1. Opeanusauyus dokymenmoobopoma

5.1.1. Jipmkenne nokymentos B MBJIOY Ne 6 ¢ MOMeHTa MX co3jaHus (NOJy4eHHs) [0 3aBepLICHMs
nenoJHenus (OTNpPaBKH) nocneaHux oopasyer 10KyMeHTO000pOT.

5.1.2. Tlopsaaok MPOXOKAEHHUST JOKYMEHTOB DErjaMeHTHPYeTCss HacToslel MHCTPyKUHeH, Tabenem
yHU(GULIPOBAHHBIX HOPM TOKYMEHTOB, NOJIOKEHHAMH U JIOIKHOCTHBIMH MHCTPYKLMAMH UX PAOOTHHKOB.
5.2. Opzanuzayun 00CMAgKU OOKYMEHMOs
5.2.1. Jlocraeka nokymentos B MBJIOY Ne 6 1 3a €ro npejiesibl OCyIIECTBISETCs CPEACTBAMH TTOUTOBOIA,

KYPbEPCKOI 1 AJIEKTPOHHOI CBA3M.
5.2.2. TlocpencTBOM MOYTOBOM CBA3M MPOM3BOMAMTCA OTMPABKA M MOJYYEHHE MPOCTHIX MHUCEM, OTKPBITOK,
Ganneponeil, MOCKIIOK U MEYaTHBIX, B T. Y. NEPHOAMYECKHX H3[aHHI.
5.2.3. C moMOIBIO KYPbEPCKOIl CBS3M OTMPABISIOT M MONYYalOT 3aKa3Hy0 KOPPECTIOHAEHIMIO (mpuKassl,
pACTIOPsIKEHNs, TMCHMA U MIPOYHE TOKYMEHTbI BbILIECTOALMX OPraHH3alinii), COAePKANIYI0 BAKHYIO MK
CpoUHYH MHPOPMALIHIO. 2y
52.4. DAEKTPOHHYIO CBsI3b MCIOJb3YIOT /sl OTNPAaBKH M IOJY4EHHSA Tentrpamm, Tenedakcorpamm,
3IEKTPOHHBIX JOKYMEHTOB. : \
5.2.5. OTBETCTBEHHOCTh 3a TMOJHYID M CBOEBPEMEHHYIO OTMPaBKY ‘m nojydeHue  ciayxkebHOI
koppecroHaeHumy Hecer sapenyomuii MBZIOY Ne 6.

5.3. Ilpuem, obpabomra u pacnpedeienue 6X00AUUx OOKyMenmos
5.3.1. Jlokymentsl, nocrynatomne 8 MBJIOY Ne 6, BCKpbIBAtOT, M0CIE HEro NEPeAaroT Ha PaCCMOTPEHHE
;aBe/IYIOIIEMY, @ 3aTeM B COOTBETCTBHH C €e pemeHHeM (pe3osIoLueii) Harmpas/IAoT HEMOCPEACTBEHHBIM
MCTIOTHHUTENSAM.
532  C nocrynuenneM  cnyxkeGHOIl  KOPPECMOHAEHIMH  COTPYAHMK, — OTBEJCTBEHHbIH 32
JIeJIOTPOU3BOACTBO, MPOBEPAET MPABUILHOCTD €€ JOCTABKH, a TAKKE LEJOCTHOCTh YIaKOBKH JIOKyMEHTOB.
KoHBepThl ¢ JOKYMEHTAMH BCKPBIBAIOT, 33 HCKIIIOUEHHEM HMEIOLINX MOMETKY "nu4HO".
533 B 3aBUCHMOCTH OT ajpecalyy JOKYMEHTBbl HAmNpaBJIAIOTCS Ha NPEABAPUTE/ILHOE PacCMOTPEHHE
sapenyromeii - MBJIOY Ne 6 uiaM HEMOCPENCTBEHHO TEM JOJUKHOCTHBIM JIHLEAM, KOTOPBIM - OHH
npeaHasHadenbl (P HATMYHI HA TOKYMEHTE COOTBETCTBYIOLIEH OTMETKH).
5.3.4. TlpexBapuTenbHOE PACCMOTPEHHE JTOKYMEHTOB MPOU3BOAMTCS sasenytoieit MBJIOY Ne 6 ¢ uenbio
pacmpenieNieHust UX MeXy OTBETCTBEHHBIMM HCMOJHMTENsAMH. Peuenue 06 aToM odopmisieTes B BUAE
PE30IIOLINH. '
5.3.5. PaccmoTpenHbie 10KyMeHTbI 3aBenyromuii MBJIOY Ne 6 nnuHO BHOCHT COAEpKaHHE PE30OLHM,
MOCJ€e Y€ro A0KYMEHT MepelaeTcs Ha UCTIOTHEHHE I0JDKHOCTHOMY JINILY.

5.4.0cobennocmu pabomot ¢ I1EKMPOHHBIMU OOKYMERIMAMU

5.4.1. B yupesx/ieHnH cO34ai0TCsl M UCTOIb3YIOTCS !
— 3NeKTPOHHbIE  JOKYMEHTBI, ~CO31aBaeMble B JJIEKTPOHHOH  (opme — Oe3 npenBapuTENLHOIO
JIOKYMEHTHPOBAHNS Ha OYMaKHOM HOCHTENE;
—  3NeKTPOHHBIE 00pasbl JIOKYMEHTOB, [MQJIy4eHHbIE B pe3ynbTaTe CKAaHUPOBAHUS NOKYMEHTOB
I XPaHAIMECS B CUCTEME JJIEKTPOHHOTO TOKYMEHT0000pOTa.
542 I1lpueM M OTNPaBKa SIEKTPOHHBIX JIOKYMEHTOB OCYIUECTBIAIOTCA OTBETCTBEHHBIM 34 BE/ICHHE
JEJIONPOM3BOACTBA B YUPEKICHHUH.
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5.4.3. DNeKTPOHHbIE JOKYMEHTHI CO37al0Tcs, 0OpabaThIBAIOTCA M XPAHATCS B CHCTEME 3JIEKTPOHHOTO
[IOKYMEHTO000pOTa YUpPEeKIEHHS.
5.4.4. DnexTpOHHBIH NOKYMEHT [dO/DKeH ObiTb oQopmieH 1o oOwuM npaBujiaM AeI0NpoOM3BOACTBA
i UMEThb  PEKBM3MThI, YCTAHOBIEHHbIC U1 AHAJOTMYHOIO [OKYMEHTa ~ Ha OyMa)KHOM HOCHTEJe,
3a MCKJIIOUEHHEM OTTHCKA nedaTtn U u3obpaskenus ['ocymapctBenHoro repba Poccuiickoit @enepanmn.
5.4.5. Jlnsa noarsepskAeHUs IOMAJMHHOCTH  3JIEKTPOHHBIX JOKYMEHTOB B YUPEXKAEHHH HCMOJIB3YIOTCA
3JIEKTPOHHBIE LN(POBbIE MOIHCH.
HMcnonb3yemble CcpeacTBa  3NeKTPOHHOI HMGPOBOH MOAMMCH JOMKHBI  ObITh  CEPTHOHIMPOBAHBI
B YCTAHOBJIEHHOM TOPSIJKE.
5.5. Hudpopmanuonnan bezonacnocmn
5.5.1. Hudopmaunonnsle pecypchl  yUPEKAEHUs MO AOCTYNY (BO3MOMKHOCTH  HMCIOJIb30BaHHsI)
MOAPA3AENAOTCs  Ha OTKPRITYIO  (oOwenoctynuyio)  uHbopmaumto, cayxebHyro  nHbopmanmo
1 MH(OPMALIMIO OrPAHMYEHHOTO pacipocTpaHenus (10cTyma).
K kateropuu OTKPLITOH MH(POPMALMH OTHOCHTCS HMH(pOPMALMs, COAEprkalascs B AOKyMeHTax M 0Oasax
NAHHBIX YUPEKACHUS, HEMOCPEACTBEHHO 3aTPAariBaoLIas MpaBa i MHTEPECHI IPasKAaH.
K kareropun ciy:xebHoil unpopmanun oTHOCHTCS MH(OPMALMS, COleprKallascs B AOKyMeHTax n Oaszax
TaHHBIX — Y4pexkAeHWs, TNpeJHa3HaueHHas IS JOJDKHOCTHBIX  JIMIL M PaDOTHUKOB  YYpeKAEHWUs,
MPH BLITIOTHEHUN MMM CBOMX (YHKUMOHAIbHBLIX O00s3aHHOCTEH, He 3aTparuBarollas HaNpsMyl IpaBa
M MHTEPECHI MPakJaH ¥ HE OTHOCALLAACA K KATENOPHH OMPAaHHYEHHOTO PaCIpOCTPaHEHus (A0CTyma).
K kareropum MHPOPMALMHM OrPaHHYEHHOTO pPacrpoCTpaHeHus: (AOCTynma) OTHOCHTCS HH(popMaLms,
cozepkalancsa B IOKyMeHTax M 0a3ax NaHHbIX, BKJIIOYAOLIAs CBeeHHs KOH(PUIGHLINAIBHOIO XapaKkTepa.
Bes nndopmanms, conepskamascs B JOKYMEHTaX u 0a3ax DaHHBIX YUPEKIEHUS, MO YMOIYAHUIO ABIAETCS
OTKpBITOI 1 oOmenoctynHoil. Mckirouenne cocrasiaser MHPOpPMALMs, OTHECEHHAs K KaTeropusm
ciy:eOHOI 1 OrpaHHYEeHHOr0 pacrnpocTpaHeHus (10CTyna).
5.5.2. Jlnunple nena pabOTHUKOB, JUYHBIE KAPTOYKH PAOOTHHUKOB, TPYAOBBIE KHIKKH DPAbOTHUKOB,
[PUKA3bl MO IMYHOMY COCTABY JOJIKHBI XPAHUTBLCS B ceiie MM B MeTainieckoM tkady.
bnavku  TPyMOBBIX KHHMMKEK I10 Mepe HeOOXOOMMOCTH  BBbIJAIOTCS -OTBETCTBEHHOMY  JIMILY, HJIM
PYKOBOAMTEMO. 3amicH B TPYJOBOIT KHUKKE TIO/IMUCHIBAET PYKOBOMMTENb YUPESKIEHHS.
5.5.3. VcraHoBKa W HKCIUIyaTalusi MPOrPAMMHOTO OOECTeYeHHUs!, MOJYYEHHOTO U3 JMObIX MCTOYHUKOB
1 BBITIONHAOIIETO (PYHKLHH, He CBA3aHHbIE HEMOCPEINCTBEHHO C BHIMOJHEHHEM pabOTHHKAMH CBOMX
JI0JZKHOCTHBIX 00si3aHHOCTEI, KaTeropiuueckH 3arpeLieHa.
5.54. BcesnpeacrapnenHas B 2JeKTPOHHOM  BHAe HH(OpMauus, MOCTynamowas B yUpexkIeHHe,
B 00s3aTeNILHOM TOPSIKE MOJIEHKUT NPOBEPKE AHTUBHPYCHBIMH CPEACTBAMM.
5.5.5. DnekTpoHHAs MOYTa MOYKET MCIIOJIB30BATLCS MOJIb30BATENAMH TOJIBKO AJ1si 0OMeHa uHpopMaLueil,
OTHOCALIEHCS K KATerOpUH OTKPBLITOH U Ciay:keOHOMN. 3anmpelieHo MCNoJb30BaTh IJIEKTPOHHYKO TOYTY
A5 nepeaun MHQOpMaLIMK, OTHOCAIIEHCS K KaTeropuy OrpaHMYEHHOr0 PacnpoCTPaHEHNS.
6. U3roroBjieHHe H HCIIOJIL30BAHUE NEYaTel U IITAMIIOB
6.1. YupekneHue uMmeeT Kpyriyw IMedaTb C HAMMEHOBAHUEM YYpEeNIeHUs 1o YcraBy M PEeKBH3UTAMH
JETCKOTO caja, ONaHKH CO CBOMM HaHMEHOBAaHHEM.
6.2 TlewaT WM3rOTABIMBAIOTCS B CTPOTO OTPAHMYEHHOM KOJMYECTBE M HCKIIOUYHMTENBHO B CIYXKEOHBIX
nenax. Pemienne o HeoOXOMMMOCTH H3TOTOBIEHHMS TEUaTeH M MX KOJIMYECTBE NPUHUMAET PYKOBOAMTE/b
YUPEIKACHHUS.
B cayuae cayxebOHOI HEOOXOAMMOCTH MO PELIEHUIO 3aBeIylollel J0MyCKaeTcss HM3rOTOBJIEHUE
MOMOJHUTENbHBIX 3K3EMIUISIPOB NMevYaTei.
6.3. TleuaTbro 3aBepsAOTCSA MOANUCH PYKOBOAMTEJIS, €ro 3aMeCTHTENei, rllaBHOro OyxranTepa, a Takke
APYrux JOJKHOCTHBIX JIML, KOTOPBIM TPHKA30M YYPEKACHHS MM JOBEPEHHOCTLI) MMPEIOCTaBJICHbI
COOTBETCTBYIOLLME MOJTHOMOYHS, i
6.4. IleyaTu U WITAMITbI XPAHATCS B HAZEIKHO 3aMMPAKOLIMUXCS Likadax.
OTBETCTBEHHOCTh 3a 3aKOHHOCTb WCIIOJIb30BAHUS W HAEKHOCTb XPaHEHHs TedyaTeil BO3Jaraercs
HA PYKOBOJUTENS YUPEKICHHUA.
7. Opranu3auust J0KYMeHTOB B 1eJ10MPOH3BOACTBE
7. 1. Homenxnamypa oen
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7.1.1. Opranusauust JOKyMEHTOB B JIENIOTIPOU3BOJICTBE MPEJCTABIIAET co00ii COBOKYMHOCTb BHIOB padoT,
00ecrnednBaIOIINX COXPAHHOCTD, YYET, CHCTEMATH3ALIMIO IOKYMEHTOB, GOPMUPOBaHUE U OPOPMIIEHHE /e
B J1EI0NPON3BOACTBE, U MX NEPeNady B apXUB B COOTBETCTBHH C YCTAHOBJIEHHLIMU TPEOOBAHUSIMH.
OcnoBabiMM  Buzami  paboT, o0ecrneuuBarOLIMMH  MPABMJBHYIO  OPraHM3ALMI0  JOKYMEHTOB B
1eI0TPOM3BOICTBE, ABAIOTCS COCTABICHIE HOMEHKIATYPBI Ie U 0OpMIEHHE NelL.

7.1.2. HoMeHKJIaTypa [ej - CHCTeMAaTH3NPOBAHHBIH MepedeHb 3arooBkoB (Hanvenosanuii) nen MbJIOY
Ne 6 ¢ ykazaHMeM CPOKOB UX XPAHEHMSI.

HomeHknaTypa fen npeaHa3Ha4YeHa AUisi OpPraHu3aliy TPyNnMPOBKM MCIOJHEHHBIX TOKYMEHTOB B JIENA,
CHCTEeMATH3alMK U ydeTa Jiejl, ONpe/IesieHHsi CPOKOB MX XPAHEHHs W ABJIAETCS OCHOBOM ISt COCTABIEHNMS
ornuceii e NoCTOSHHOTO U BpeMeHHOTo (cBeiine 10 seT) XpaHeHus, a TAKKe [Uls y4era JieJl BPEMEHHOro
(10 10 neT BKIIOUHTENLHO) XPAHEHHUS.

7.1.3. Tpu cocTaBneHuH HOMEHKJIATyphl fea pykoBoacTyrores Ycerapom MBJIOY Ne 6, monoxeHUAMH O
paznuunoil gesitenbioct MBJIOY Ne 6, ero ciysx0ax, ITaTHBIM PAaCNHCAHNEM, [UIAHAMU W OTYETAMU O
paboTe, MEPeYHsMH JOKYMEHTOB C YKa3aHMeM CPOKOB MX XpaHenus. M3y4aoTes JOKYMEHTBI,
obpasyrommnecs: B aestesibHocTH MBJIOY Ne 6, ux Bujibl, cOCTaB U COJCPIKaHUE.

7.1.4. B MBJIOY Ne 6 cOCTaBAAIOTCS HOMEHKJIATYPBI €)1 KaXa0i caykObl M CBOJHAsi HOMEHKIATYpa 1el.
7.1.5. Cronnas Homenknartypa aes MBJIOY Ne 6 coctapisercs 3aBelyroLIuii.

7.1.6. CBotHas HOMeHKIaTypa nen yreepskaaercs 3aseaytoiuii MBJIOY Ne 6.

[Tocne yTBepsaeHUs CBOJHON HOMeHKnaTypbl aen ciayxkOel MBJIOY Ne 6 nosy4aroT BBITMCKH M3
COOTBETCTBYIOLINX €€ Pa3/esioB [ UCIONb30BaHUA B paboTe.

7.1.7 YTBepKOEHHbIH HK3EMIUIAP HOMEHKJIATYPbl J€J sBJSETCS [JOKYMEHTOM MOCTOAHHOTO CpOKa
XpaHeHus

7.1.8. CBognas nomenknatypa nen MBJIOY Ne 6 exxeromHO yTOYHSIETCs, YTBEPIKIAETCS W BBOAWTCH B
neiictBre ¢ 1 ceHTAOps Ceayroiiero roja.

7.2. Opeanu3ayus onepamuenozo Xpanenus OoKyMenmos
7.2.1. PaboTHukH, OTBeUawIMe 3a ACJONPOM3BOACTBO, HECYT OTBETCEBEHHOCTh 3a COXPAHHOCTDH
JIOKYMEHTOB H JIEN. - S
Jlena pa3MemiarOT B CrELMaNbHO OTBEAEGHHBLIX IS 5TOM LW MOMELIEHHAX B 3aMUpParoIInecs wKadol,
cefidbl 1 T.11., yT0ObI 0GECTIEUNTE HX COXPAHHOCTL M 3aIIUTY OT BO3AEHCTBHSA MbUIH M COJIHEYHOIO CBETA.
B 1easx MOBbILIEHHMs] ONEPATHBHOCTH TMOWCKA MOKYMEHTOB, Jejia pacnojiaratorcs B COOTBETCTBHH
¢ HOMeHKaTypoii nen. HoMeHknaTypa Jie i BBIMACKA M3 HEE MOMENIAeTCsl Ha BHYTPEHHel CTOpOHe
mkada. i
Ha xopemikax 000KeK A€/ YKa3bIBAKOTCH HHIEKCHI JIe/I [0 HOMEHKIAType.
72.2. Bbimaua faea M KONMA JIOKYMEHTOB JIPYTHM  TIOJIB30BATEISAM  MPOU3BOAMTCS  C paspellieHHs
pykoBoauTeNs yupexnaenus. Jlena BBIJAIOTCA BO BPEMEHHOE MONb30BAHHUE HA CPOK He Donee OHOTO
vecsiua. TToce neTedeHns yKa3saHHOTO CPOKa AeNo JOKHO ObITh BO3BPAIEHO HA MECTO €r0 XpaHEeHHs.
CTOPOHHMM TOJIL30BATENSIM JIe/Ia BBIJAIOTCA HA OCHOBAHMHM WX MUCBMEHHBIX 3aMPOCOB € pasperleHus
PYKOBOJMTENS YUPEHKIEHHS 110 aKTaM.
M3bsTHe NOKYMEHTa M3 JIeJl [IOCTOSHHOTO —XPaHEeHMsl JI0MyCKaeTcsi B HCKIHOUYHUTENbHbIX — ClyHasx
1 IPOM3BOANTCS C Pa3peLeHnst PYKOBOIUTENS! YUPEKIEHUS, TIPH 3TOM B JIE/Ie OCTACTCA 3aBEPCHHAs KOMHA
JIOKYMEHTA M aKT O MPUYHMHAX BbIIAYH NMOITHHHUKA.

8. 3akaunTe/IbHBIE MOJ0KEHHS

8 1. Cpoxk neiicteus MHCTpyKIMHK - 00 3aMEHBI HOBBIM.
82 MBJIOY N 6 obecrneunmBaer [OCTYNHOCTH M OTKPBITOCTh MHMOPMALMM MYTEM pasMeIleHHs
nacroseii MHCTpyKimy Ha oduuManbHOM CaiiTe IETCKOTO cana B ceTn uHTepHer edu tatar.ru.
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