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1. OO0mme 1moJoKeHus

1.1. MuCTpyKIHMs IO BEJICHUIO JICJIONPON3BO/ACTBA B MyHHIMIAILHOM aBTOHOMHOM JIOUIKOJILHOM
obpazosareftbHOoM yupesxkienuu ropoja Koraipiva «HeOypaiukay (najiee Y4pexkieHne) pa3paboraHa B
coorserctBuy ¢ I'ocynapersennpim craaprom PO I'OCT P 6.30-2003 «YHupuUAPOBAHHBIC CHCTEMbI
JIOKYMEHTALMK. YHUQUIMPOBAHHAS CHCTEMd  OpraHu3alliOHHO-PACIOPSINTEILHOR  TIOKYMCHTAIMH.
Tpebosanus odopmieHuIO JOKyMeHTOBY. Ha ocnoBany THoBoi HHCTPYKIUMH 110 JICJI0IPOU3BO/ICTRY
B (peJlepaibHbIX OpraHax HCIOJHUTEILHON BJIaCTH, YTBCPAU/ICHHON LIPUKA30M Ne336 or 8 nosiOpst 2003
roja, sapeructpuposannoit B Muuiocre PO 27 sausaps 2006 roaa Ne7418; B COOTBETCTBHH C
[IpuMepHO# HMHCTPYKIMEH 110 JIGJOHPOU3BOJACTBY B TOCYIAPCTBEHHBIX ~ OpraHax — yrnpaBjCHHs
obpazopanuem cyonexros PO, yrsepiicnnoi Munobpasosannem Poccun 06.05.02.

1.2. VHCTpYKUHMSi 1[0 BEIEHHIO JIeIOHNPOM3BOACTBA B  Yupewiennn (ranee VHCTpyKims)
ycTaHaBIuBaeT oO0lMe TpeOOBaHMS K JIOKYMECHTHPOBAHWIO YIPABJICHUCCKOH JCATCIBHOCTH 1
opraHu3andu paboThl ¢ JIOKYMEHTAMU B Y UPCIK/ICHHH.

1.3. MHCTPYKIMIO 110 OpraHM3allii JICJIONPOH3BOJICTBA  YTBEPAJIACT NIPHKA30M  PYKOBOJIMTC!IL
Yupex/ieHusl.

1.4. Tlonokenust VIHCTPYKIMH paclpOCTPAHSIOTCs Ha OpPranu3auuio paboTel ¢ JIOKYMEHTAMH,
BKJTIOYAs UX [IOJFOTOBKY, PErHCTPAIHIO, YYEeT H KOHTPO/Ib HCIIOJTHCHHS.

1.5. JlokyMeHTanMoHHOE obecreyeHne Y uper/IeHus, KOHTPOIb 3@ COOMIOACHHEM €JIMHOM CHCTEMBI
JICTIONPOM3BO/ICTBA BO3JIAraeTCs Ha JIOKYMEHTOBEa Y UpeiIeHHUs.

1.6. OTBETCTBEHHOCTb 3a OPralu3alMio  JICJIOIPOH3BOICTBA,  COOMOACHHE  YCTAHOBICHHOIO
[OPSIIKA PAbOThI € JIOKYMCHTAMH BO3/IAIAIOTCS HA 3ABC/LYIOUICIO Y UPCIHIICHHCM.

2. JIOKYMeHTbI, HeOOX0/MMbIC HPH YHPABJICHUN Y UPCATCHHS

2.1. CocTaB JOKYMEHTOB, 0OPa3syloIHXCsl B IPOLECCE JICATELHOCTH Y UPEKICHUS, ONPEaSIIACTCA:
ero KOMICTEHUMeH M (QYHKIMAMA; KpPYroM YIPaBJICHUYECKUX JCHCTBUH, MOPAIKOM pasperiCHus
BOIPOCOB  (€AMHOHAYAIBHBI WM KOJUICTHAIBHDBIH),  XapakTepoM B3aUMOJICHCTBUS  MEWK/LY
00pa30BaTeILHBIMU YUPEHK/ICHUSAMI U JIPYIHMH OPraHn3alisIMH. B cocras JOKYMEHTOB YUpCiK/ICHUS
BXO/T:

e OpraHH3alMOHHbBIC JOKYMEHTBI (YcTas YUpexICHus, J0roBop ¢ y4peAHTCICM, JIOTOBOPBI €
POJUTEIIAMU (3aKOHHBIMHU 1IPEICTABUTEISIMHU pebetika), KOIICKTHBHBIH J0r0BOpP YUpeK/ICHHUS,
JIOKAIBHBIE AKTHI, JOJDKHOCTHBIE MHCTPYKIHM COTPYIHHKOB, LITATHAs YHCICHHOCTD, NPaBIA

BHYTPEHHET'O TPYJI0BOIO PACHIOPSA/IKA U JIP):

. PACTIOPSIATE IbHBIC JIOKYMEHTDI (IPUKA3BL. MHCTPYKIHH, PACIIOPAKCHHA H T.4.);

o UH()OPMALMOHHO-CIPABOUHBIC JIOKYMEHTBI  (IIPOTOKO/IBL,  [U1aHbl, OTYCTBL. CHPABKH, dKTbL.
JOKJIA/IHBIE 1 OOBSCHHTEILHBIC 3AIIMCKH.. TCAC)OHOIPAMMb M T.JL.).

2.2. JIoKyMeHTBl, Kak [paBuiIo. O(opmisiorest Ha O/aHKax Yupex/ieHust, COOTBETCTBYIOLINX
['ocyapersennomy crafapry PO (1'OCT P 6.30-2003), JOJOKHBI COJEPXKATH YCTAHOBJICHHBIH
KOMIIJIEKT 00SI3aTe/IbHBIX PEKBH3UTOB IIPU COOTBETCTBYIOLIEM HX PACIIOJIOKCHHH.

3. IlpaBuia HOAroTOBKH H 0QOPMJICHHS IORYMEHTORB
3.1. JIOKyMEHTHPOBAHHE YHPABICHUCCKON JICHTC/ALHOCTH 3aK/I0HACTCs B uxc
JPYrHX HOCHTEICH 110 YCTAHOBJICHHBIM UPABHIAM  YIPAB/ICHICCKIX JIelicTBU, T.e. B CO3/IaHHH

anuu Ha Oymare win

ylpapJIeHYCC KHX JIOKYMCHTOB.

e
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3.2.llpu odopmieHnn JOKYMEHTOB HEOOXOIUMO cOOIoAaTh IMpaBuiia, O00eCHeunBaloIIne
IOPUANYECKYIO CUITY TOKYMEHTOB, OIIEPaTUBHOE U KAUECTBEHHOE UX MCIIOJIb30BAaHUE U MIOUCK, KaUeCTBO
JOKYMEHTOB KaK MCTOYHUKOB MH()OPMAIIHH.

3.3. JIOKyMEHT UMeeT IOPUANYECKYIO CHITY TIPU HAIMYHH 00S3aTeIbHBIX PEKBU3UTOB: HAMMEHOBAHHE
OpraHM3aliy — aBTOPa, Ha3BaHHUE BU/Ia JOKYMEHTA, 3ar0JI0BOK K TEKCTY, JlaTa, UH/IEKC, TEKCT, MOIUCH,
OTMETKA O MPUJIOKEHHH.

3.4. B cOOTBETCTBMU C JECHCTBYIOUINM 3aKOHOJATEILCTBOM M KOMIIETEHIMEH YUpexJeHUE H3/1aeT
CIIEYIOLINE PACTIOPSAUTENbHBIE JOKYMEHTBI: IPUKA3bl, PACTIOPSKEHUS.

3.5. [Ipy moAroTOBKE NOKYMEHTOB YUPEXKICHHS PEKOMEHAYETCS MPUMEHSTh TEKCTOBBIM pelakTop
Word for Windows Bepcuu ot 6.0 u Bble ¢ ucnosipzoBanueM mpudro Times New Roman Cyr 12-m
(s opopmiteHnst TaOMUIHBIX MaTepuainos), 13, 14, 15-M keriem yepe3 oJWH-Ba HHTEpPBAa.

3.6. [Ipu moArOTOBKE TAOIMYHBIX JOKYMEHTOB YUpexXIeHHs (Hampumep, s pa3pabOoTKH OTYETHO-
CTaTUCTHUYECKUX (POPM U T. II.) IOIYCKACTCS MPUMEHSTh CTaHJAPTHBIE CPEJICTBA TAOIMYHOTO PEAaKTOpa
Excel for Windows.

3.7. IIpu MOATOTOBKE MPE3CHTAIMOHHBIX (BU3yalbHBIX) IOKYMEHTOB (CXeM, Auarpamm, rpadukoB u
T. 1) JIONMYCKaeTCs MCIOJIb30BaTh CTaHIAPTHBIC CPEICTBAa penakTopa mpeseHTauuii Power Point for
Windows.

3.8. I'padsr 1 CTPOKM TAOIHIIBI JOJKHBI IMETh 3aT0JIOBKH, BBIPAKEHHBIE HIMEHEM CYIIECTBUTEIBHBIM
B UMEHHUTENbHOM manexe. Iloa3aronoBku rpad M CTpOK JOJKHBI ObITh COTJIACOBaHBI C 3ar0JIOBKaMHU.
Ecnu tabnuiny neyatatoT 60J€e 4eM Ha OJTHOM cTpaHMIle, Ipadbl TaOIuIBl 0043aTETFHO HYMEPYIOT U Ha
CIIEYIOIIMX CTPaHMIIAX CTaBAT TOJIBKO HOMEpPA ITUX Tpad.

3.9. BJaHKH 10KYMEHTOB

3.9.1. lokyMeHTBI ~ JTOJDKHBI, KaK MpPaBHJIO, O(OPMIATHCS Ha OllaHKaX W HMMETh YCTaHOBJICHHBIH
KOMILJIEKC 00s13aTeNIbHBIX PEKBU3UTOB U MOPSAIOK UX PACIOJIOKEHHUS.

3.9.2. bnaHKM MOKYMEHTOB HM3TOTaBIMBAIOTCS HA CTAHIAPTHHIX JIMCTax Oymaru ¢opmaroB A4 (210 x
297 mm). Kaxaplid auct nokymeHTa, o)OpMIICHHBIH Kak Ha OJaHKe, Tak U 0e3 Hero, MOJDKeH
UMETh MOJIS:

20 MM - neBoe;

10 MM - mpaBoe;

20 MM - BepxHeg;

20 MM - HWXKHEE.

3.9.3. B YupexaeHnn npuMeHsI0TCs CIeAyIoNre OJaHKH:

e o(hUIMATBEHBIN OJTaHK YUpeKICHHUS,

e OJIaHK IHCHhMA;

e OJIaHK KOHKPETHOTO BHJIA JOKYMEHTA.

B 3aBucumocTH OT pacmoyiokKeHHUs PEKBU3UTOB YCTAaHABIMBAIOT OJWH BapHaHT OJIAHKOB -
MPOJIOJIbHBIN. PekBU3UTHI ONaHKa W OrpaHUYUTENIbHBIE OTMETKH Ul PEKBU3UTOB B IpEeNiax I'PaHUIl
30H pAacrlojOXEeHUs] PEKBU3UTOB pPAa3MEIIAIOT LEHTPUPOBAHO (HAYAIO M KOHEI KaxJ0H CTPOKHU
PEKBU3UTOB paBHO YAaJ€Hbl OT TPAHUI[ 30HBI PACIONOKEHHS pPeKBU3UTOB). OOpas3upl OJIaHKOB
MpUBEACHBI B MpuiioxeHusx Ne 1-3.

4. Oco0eHHOCTH MOATOTOBKHU U 0()OPMJICHHSI OT/EIbHbIX BH/I0B JOKYMEHTOB

4.1 Ilpuka3

4.1.1.11puka3 (pacnopsikeHue) — IPaBOBON aKT, U3/1aBaMbli 3aBEAYIOIUM YUpEKICHUs, BCTYAeT
B CHJIy C MOMEHTA IOIMCAaHNSI 3aBEAYIOLINM, €CIIM B TEKCTE HE YKa3aHO Jpyroro cpoka. [loamucaHHbli
npuka3 peructpupyercs. Ilpukazamu oopmiIsOTCS pereHrs HOpMaTUBHOTO XapakTepa Mo BOIpocam
OpraHu3aluM IUIAHUPOBAHMSL, OTYETHOCTH, BOCIIMUTATEIbHO-00pa30BaTENbHOIO Mpolecca, GU3NIECKOro
pa3BUTH, (PUHAHCOBO-XO3SMCTBEHHAS JEATENbHOCTD, a TAKXKE M0 ONEPAaTHUBHBIM, OPraHU3aLMOHHBIM U
JPYrUM BOIIPOCaM BHYTPEHHEH paboThl YUpeKaeHus.

4.1.2.Tlpuka3z (pacnopspkeHue) odopmisiercs Ha OylaHKe YUpexAeHUS U MpeicTaBiseTcs Ha
MOJITUCH 3aBEYIOLIEMY YUPEKICHHUS.

4.1.3. laToii mpuKasa sBJseTCS AaTa ero NOAMHCaHUs.
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4.1.4.Tlpuka3sl 0O OCHOBHOW JEATENBHOCTH, O 3a4MCICHUM M OTYHUCIEHUM BOCIHUTAHHUKOB
(bopMUPYIOTCS M HYMEPYIOTCSl OTJEIBHO B Ipeesiax KaJeHIapHOTo To/1a.

4.1.5.Konuu npuka3oB WIM UX Pa3MHOXKEHHBIE AK3EMIUIPBI 3aBEPAIOT NE€YATHIO YUPEKIACHUS U
HalpaBJIAIOT 10 ajJpecaM B COOTBETCTBUU C YyKa3aTE€IEM pacChUIKH, KOTOPOH COCTaBIseT U
MOJITUCHIBAET UCTIOJTHUTEb.

4.1.6.TIpuka3 (pacnopspKeHHE) UMEET CIISIYIOIINE PEKBUZHTHI (MPHIIoKeHHEN3):

® HAaUMEHOBAaHUE YUPEKICHUS;

CIIpaBOYHBIC JaHHBIE 00 YUPEKICHHH,
HaWMEHOBaHUE BUJA JJOKYMEHTA;

JaTy 1 HOMEp IOKyMEHTa;

MECTO U3/IaHUs;

3aroJIOBOK K JOKYMEHTY;

TEKCT JOKYMEHTAa;

TIOJIITUCH;

BH3HI,

OTMETKY O MPHUJIOKEHUH.

4.1.7. HaumenoBanue VYupexJeHUs yKa3blBaeTcsi B TOJHOW ¢dopme — MyHUIIUTIATIBHOE
OIO/DKETHOE JIONIKOJIBHOE 0O0pa3oBaTeIbHOE YyUpekjeHue — nerckuil caa «YeOypamikay. Iledararor
LIEHTPUPOBAHHBIM CIIOCOOOM (Ha4ao U KOHEIl KaKJ0M CTPOKM PEKBU3UTOB PABHO YHAJICHBI OT T'PAHUIL
30HBI PACTIOJIOKEHUS PEKBU3UTOB).

4.1.8. HammenoBanme Buma jgokymenta — «[IPUKA3» «PACIIOPSKEHUWE»- mewaraercs mo
LEHTPY JIUCTA 3arjaBHBIMU OyKBaMH.

4.1.9. Jlata odopmisieTcss CIOBECHO-IIU(PPOBEIM CIOCOOOM, HOMEp COCTOMT W3 3Haka "N" wm
MOPSIIKOBOTO HOMEpa MpHUKa3a.

4.1.10. 3aroyioBOK JIOJDKEH KPaTKO W TOYHO OTPAXKaTh COJIEpKaHUE TEKCTA MpHuKa3a. Todka B KOHIIE
3aroJIoBKa HE CTaBUTCS. 3aroJIOBOK IeyaTaeTcs MOIY)KUPHBIM IIpUGTOM uepe3 | MexXCTpOUHbII
uHTepBal (mpuiokeHue No3)

4.1.11. 3aroyioBok K JOKyMeHTaMm, O(GOpMJIECHHBIM Ha OJaHKax C MPOJOJIBHBIM PACIOJIOKEHUEM
PEKBU3UTOB, BEIPABHUBAETCS IO LICHTPY.

4.1.12. PacniopspkeHuUs, KaK MPaBUJIO, 3ar0JI0BKa HE UMEIOT.

4.1.13. TekcT oTaemsieTcsi OT 3arojoBka 2 - 3 MEXKCTPOYHBIMH HMHTEPBAJIAMH W TI€YaTaeTCsA
mpudTom pasmMepom N 14 gepes 1,5 naTepBana OT JEBOUW I'PaHUIIBI TEKCTOBOTO TIOJISI M BRHIPABHUBACTCSI
10 JIEBOM W MpaBOM IpaHHUIlAaM TEKCTOBOTo moJis. IlepBas cTpoka ab3alia HAUMHAETCS] HA PACCTOSIHUH
1,25 cM OT J1eBOM rpaHUIIbl TEKCTOBOTO MOJIS.

4.1.14. TekcT mpuKa3za MOXKET COCTOATh M3 2 4YacTel: KOHCTaTtupymoomed (mpeamOynbl) u
pacnopsauTensHOi. B KOHCTaTHpyIOIIel YacTH KpaTKO M3JIararoTcs Lelu U 3a1a4u, (GakThl U COOBITHSA,
MOCTYKUBILIME OCHOBAaHUEM JUIs M3JaHus mpukaza. OHa MOXKET HAa4MHAThCS CJIOBaMHU 'B LeNsAX', "BO
ucnonHenue" u T.4. Ecnu npuka3 u3gaercs Ha OCHOBAHUM JPYroro JOKyMEHTa, TO B KOHCTaTUPYIOLIEH
YacTH yKa3bIBAeTCsl HAMMEHOBAHUE 3TOTO JOKYMEHTa B pOJAUTEIBLHOM MaJIeXkKe, ero aBTop, AaTa, HOMEp U
3aroJIoBOK.

[IpeamOyna B mpurKaszax 3aBeplIacTcs CIOBOM MPHUKA3bIBAI0, KOTOPOE MeUaTaeTCs B pa3psaKy.

PacniopsimutenbHas 4acTh JOJDKHA COAEPKATh MEPEUYUCIICHUE MPEANHUCHIBAEMBIX NEHCTBUI ¢
yKa3aHUEM HCIOJHUTENS KaXIOTo JACWCTBUS U CPOKOB UCHONMHEHHs. PacmopsaurenbHas 4acTh MOKET
NeNUThCS HA TYHKTHI M TOIIMYHKTHI, KOTOpble HyMepyroTcs apaObckumu uuppamu. [leiictBus
OJIHOPOJHOTO XapakTepa MOTyT ObITh MepevyHcleHbl B OJHOM IyHKTE. B KadecTBe HCIONTHHUTENEH
YKa3bIBAIOTCSl CTPYKTYpPHBIE MOAPA3/AeICHHs WM KOHKPETHbIE NOJDKHOCTHBIC uia. [locneanuii myHKT
pacnopsiANTENIbHONM YaCTH MOXET COJEPKATh CBEICHUS O MOAPA3/IECICHUN WIH JIOJDKHOCTHOM JIMLE, Ha
KOTOPOE BO3JIAraeTCsl KOHTPOJIb 32 UCIIOJHEHUEM MTPUKa3a.

Ecnu npuka3 u3meHsieT, OTMEHSIET WIK JIOTIOJHSAET paHee U3/IaHHbI JOKYMEHT WM KaKHe-TO €ro
MOJIOKEHHUS, TO OAWH U3 MYHKTOB PacHOpsAIUTEIbHOM YaCTU TEKCTa JIOJDKEH COJEP’KATh CChUIKY Ha
OTMEHSEMbIN TOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHEeM €ro JaThl, HOMepa M 3arojoBKa. TeKCT MyHKTa
JOJDKEH HauuHaThCs ciaoBami "llpu3Hars yrpatuBmmm cuiy...".
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B mnpuka3z ne cnenyer BkitouaTh NyHKT "llpuka3z noBectu a0 cBenenus...". [logpazaenenus
(IOJKHOCTHBIE JIMIA), JO CBEACHHUS KOTOPBIX JOBOAMUTCA IIpUKa3, MEPEUMCISIOTCA B yKas3aTelle
PacChbUIKH.

4.1.15. Bu3sl BKIIIOYAIOT JTOJDKHOCTH BH3HPYIOUINX, JINYHBIE TTOANNCH, PacIn(pOBKY MOIMHCEH U
nary. Iloamuch COCTOMT M3 HAMMEHOBAHUS JIOJDKHOCTU JIMLA, MOJIMCABILErO JOKYMEHT, JIMYHOMN
MOJAMUCH M paciu(poBKH noanucu (MHULMANbI, Gpamuinst). HanMeHoBaHUE JOKHOCTH MEYaTaeTcsi OT
JIEBOW TPAHMIIBI TEKCTOBOTO T0JIsl, HHUIIAIBI M PaMUIIHA - OT MPABOW TPAHUIIBI TEKCTOBOTO TTOJIAL.

4.1.16. IIpuka3sl (pacnopspKeHHsI) MOANKUCHIBACT 3aBEAYIOLINI, a B €r0 OTCYTCTBHE - JIUIIO, €ro
3aMeEIIAoLIEE.

4.1.17. IIpu HaTM4YUU HECKOJIbKUX IPUJIOKEHUHN TPUI0KEHHSI HyMEPYIOTCS.

Ipunoxenue N 1
Kk npukazy MAJIOY «Yedypamka»
ot 16.03.2009 N 26

4.1.18. BHeceHne n3MEHEHHI B TIOIMCAHHBIN TIPUKa3, pacopsDKEHUE HE JIOTTYCKAeTCsl.

4.1.19. Konuy mpuWKa30B WM HMX Pa3MHOKEHHBIE AIK3EMIUIAPHI 3aBEPSIIOT IE€YAThIO YUPEXKICHUS |
HaIpaBJIAIOT 1O aJpecaM B COOTBETCTBUU C YKa3aTelIeM pAacChUIKM, KOTOPBIH COCTaBIsE€T U
MOANUCHIBAET UCIIOJHUTENb.

4.1.20. Bu3bl BKJIIOYAIOT B ce0sl TIOJJHOE HAMMEHOBAHHE JOJHKHOCTEH BU3UPYIOIIUX, JIMYHBIE TTOAINCH,
pacindpoBKy MOAMKUCEN U AATY.

4.1.21. Beimuicka — KOMHS OMNpeACSIeHHOW YacTH TOJUIMHHOTO JOKYMEHTAa. B BBITUCKE W3 TpHKasza
COJZEPKATCS BCE PEKBU3UTHI MPUKA3a JI0 PACHOPAIUTENIbHON YacTh. M3 pacniopsauTenbsHON yacTu
OepyT TOJILKO Ty MHGOpPMaLKIO, KOTOpas HE00X0AUMa B KaXKJJOM KOHKpETHOM citydae. [Toanuck
BKJIIOUaeT B ceOsd HaMMEHOBaHHME JOJDKHOCTH, MHHIMANbl M (paMuiauio nuna, oOialarouiero
MIPaBOM H3/IaHUs MIPUKA30B, a TAK)KE CUTHATYPY (JIMYHYIO MOJIKCH) MOCIEAHETO.

4.2. Tlono:xenue. [IpaBuna. UucTpyxkumu
4.2.1. TlonoxxeHne — NOKYMEHT, YCTaHABIMBAIOIIUA CUCTEMHO CBS3aHHBIC MEXIY COOOW MpaBmia 1o
BOIIPOCAaM, OTHECEHHBIM K KOMIICTCHIIMM HECKOJBKUX JOJDKHOCTHBIX JIMI[ WJIH CIYXO

YupexaeHus.

4.2.2. TlpaBuna — [OKYMEHT, YCTAaHABIMBAIOIMIUA HOPMbI M TpeOoBaHUsA, OOs3aTeNbHBIC IS
BBITIOJIHEHUS JOJDKHOCTHBIMU JIMIIAMHM M ClIy>)kO0aMu YupexkJeHHs] B IMpoliecce MOBCEIHEBHOM
JeSITeNIbHOCTH.

4.2.3. WHCTpyKIUsS — MOKYMEHT, M3JIaralolluid MOPSIOK OCYIIECTBICHUS KAaKOW-TMOO JeSITeIbHOCTH
WU TIOPSAIOK TPUMEHEHHUS TIOJIOKCHHH 3aKOHOJATEIBHBIX M HMHBIX HOPMATHUBHBIX aKTOB B
YCIOBHAX (DYHKIIMOHUPOBAHMS Y UPESHKICHHUS.

4.2.4. TlonoxkeHusi, MpaBWwiIa H HWHCTPYKIMH TPHUMEHSIIOTCS B KA4eCTBE CaMOCTOSITCIIBHBIX

OpraHU3aIlMOHHO — PAaCIOPSAWTEIIbHBIX JTOKYMEHTOB. BBeneHWe B JCUCTBHE YKa3aHHBIX
OpPraHU3aIlMOHHO — PAaCIOPSAUTEIBHBIX JOKYMEHTOB OCYILIECTBIISICTCS C YTBEP)KICHHEM HX
3aBeAyIOIIETO.

4.2.5. Tekct mpoekTa TMOJNOXKEHHUS (TpaBWJ, HWHCTPYKIMM) Te4aTtaercs Ha oOmeM OlaHke
ycTaHoBieHHO#H (opmbl mpudrom Times New Roman Cyr 12-m kermem. Ecnm mpoekt
MOJIOKEHUs (MIPaBWJI, HMHCTPYKLMM) YTBEPXKIACTCA PACHOPSIUTEIbHBIM JOKYMEHTOM, TO
1oJIo’KeHue (MpaBuIla, MHCTPYKIMS) IeyaTaeTcsl Ha CTaHJapTHOM JiucTe Oymaru gopmara A4.
Tekct m3naraercs OT TPEThEro JMIA €AMHCTBEHHOI'O WJIM MHOXKECTBEHHOTO 4ducia. B Tekcre

UCTOJb3YIOTCS cioBa: "nosnkeH", "cneayer", "HeoOxoaumo", "3anpemaerca”, "He qomyckaeTcs".
3arojoBOK K TEKCTy IOJIOKEHUs (IIpaBWJ, MHCTPYKIMHM) oTBedaeT Ha Bompoc "O uem?";

3arojIOBOK K HMHCTPYKIUH, COJEeprKallledl IOJHKHOCTHble TpeOOBaHUS M IMOPAIOK NpOBEAEHUs padoT

(oJKHOCTHAsT MHCTPYKIHMs), oTBedyaeT Ha Bompoc "Koro?" (/lomkKHOCTHass MHCTPYKIMS TJIaBHOTO

CHEIHANIUCTA).

KoHcratupyromieii 4acTbio MoJOKeHUs (MIpaBUJI, HMHCTPYKIMH) CIYyKUT pazzgen "OOmue

MOJIOKEHHS", B KOTOPOM YKa3bIBAIOTCS OCHOBaHMS pa3pabOTKH, OCHOBHOE Ha3HAYeHHWE HOPMATHUBHOTO
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akTa ¥ cdepa €ro pacrnpoCTpaHCHHs, OTBETCTBCHHOCTh 3a HAPYIICHUE YCTAHOBJICHHBIX TMPABUI U
TE€XHOJIOTHUM.
OCHOBHOM TEKCT IMOJIOXKEHHsI (ITPABHUJI, MHCTPYKIMHM) MOXET JCIMTHCA Ha TJIABbl, MYHKTHI H
MOJANYHKTHI. [ JIaBbI TOJDKHBI HIMETh Ha3BaHMSL.
I'maBel HymepyroTcsi puMckuMu nudpamu. Hymepaius MyHKTOB M MOANYHKTOB MPOU3BOIAUTCS
apabckuMu udpamu.
O6pazen odopmieHHs MoI0KeHus npuBeaeH B [Ipmnoxenun N 4.
4.2.6. JlaToii MoJIOKEHUS, PABUII, HHCTPYKIIUHU SBJISICTCS JIaTa €r0 YTBEPXKIACHUS, €CIIH B COJICPIKAHUH
JOKYMEHTa 3TO HE OTOBAPHBACTCS B OT/ICIBHOM ITYHKTE.
4.2.7. OdopmiieHHE MOAMUCH, BU3bI U OTMETKH O MPUJIOKECHUHU MPOHU3BOJIUTCS B COOTBETCTBUH C TIIL.
4.1.20-4.1.22., 4.1.17. HacTosIIIIEeH MHCTPYKIIHH.

4.3. TIpoTokoa

4.3.1. TIpoTOKOJI COCTABIISETCS HA OCHOBAHUU 3aITMCEH, IIPOU3BECHHBIX BO BPEMsI COBCIIIAHHUS
(3acenmanus), MPEJACTABICHHBIX TE3UCOB JOKIIAJOB U BBEICTYIUICHHM, CIIPABOK, POCKTOB PEIICHUH.

4.3.2. Benenue 3anmucy Bo BpeMs 3ace/laHusl, COOp MaTepHalioB U MOJArOTOBKA TEKCTa BO3JIaraeTcs Ha
CeKpeTaps KOJUICTHAIBLHOTO OpraHa Wil COTPYIHUKOB, TOTOBUBIINX BOTIPOCHI K 00CYKICHHIO.

4.3.3. TekcT MpOTOKOJIA JIOJKEH OBITH MOJATOTOBJICH HE TIO3/IHEE YeM Yepe3 TPH JIHS C MOMEHTa
MIPOBEJICHUS COBEIIAHUS.

4.3.4. TexkcT mpoTOKOJIA, KAK MIPABUIIO, COCTOUT W3 IBYX YACTEH: BBOJHON U OCHOBHOM.

Bo BBOJTHOM 4acCTH yKa3bIBAKOTCA:

[Ipencenarens wim [IpeacenarenbCTBYOMMIA

Cekpertapp

[TpucyrcTBOBaH (TIOTYEPKUBACTCS) - CIIUCOK MPHUCYTCTBOBABIINX MM OTCBHIIKA K MPHJIAraeMOMY

CIIUCKY MPUCYTCTBOBABIIHNX, €CIIA WX KOJMYECTBO MPEBHINIACT 15 YeIoBeK.

BBojHass YacTh 3aKaHUMBAETCS TIIOBECTKOH JHS - IepeUYeHb pPacCMaTPUBAEMBIX BOIIPOCOB,
MIEPEYUCIICHHBIX B MOPSJIKE WX 3HAYHMOCTH, C yKa3aHUEM JIOKJIQTIMKA MO KKIOMY ITYHKTY ITOBECTKH
nHs1. Kakapiit Bompoc HymepyeTrcs apaOCckoi mudpoii U ero HauMeHOBaHUe HaunHaeTcs ¢ mpemyora "O"
("O0"), koTOpas mevyaTaeTcsi OT TPAHMIIBI JIEBOTO TIOJIS.

OcHOBHasi 4acTh MPOTOKOJIA COCTOUT M3 Pa3JIeioB, COOTBETCTBYIOIIMX MYHKTaM IOBECTKU IHS.
TekcT kKax0ro paszziena CTPOUTCS IO CXEMeE:

CJIIYUIAJIA - BBICTYIINJIA - IOCTAHOBWJIN (PELINJIN).

OcHOBHOE coOJep)KaHUE JOKJIAJ0B M BBICTYIUICHUH IIOMEIIAeTCsl B TEKCTE MPOTOKOIA WIH
mpujiaraercs K HEMy; B IIOCIEAHEM cllydae JenaeTcsi B TeKcTe cHocka "TeKcT BBICTYIICHUS
npunaraerca”. IloctaHoBinenue (pemieHue) - B TEKCTE MPOTOKOJA Ie€YaTaeTcs IOJIHOCTBIO; MpU
HEO0OXO0IMMOCTH MPUBOJISATCS UTOTH FOJIOCOBAHUSI.

Copepxanre 0co00ro MHEHHS, BBICKa3aHHOTO BO BpeMsi OOCYXKIEHHS, 3aIllMChIBACTCA B TEKCTE
MIPOTOKOJIA TIOCTIE COOTBETCTBYIOIIETO MOCTAHOBIICHUS (PEIICHMS ).
4.3.5.1IpoToK0N TMOAMUCHIBACTCA MpPEICeAaTeIbCTBYIOIIMM Ha 3aceJaHuM U cekperapeM. JlaToii

MIPOTOKOJIA SBJISICTCS /1aTa 3aCeAaHUs.

[IpoTokosiaM mpuCBanBalOTCs MOPSAKOBBIE HOMEPA B MpeJeNax KaleHAapHOTO rojia OTAEIBHO 10

KKIOW Trpynmne MPOTOKOJIOB: TMPOTOKOJBI 3aceAaHHuil Melaroruyeckoro CoBeTa, MPOTOKOJIbI

oOmero coopanusi, u JIp.

4.3.6.CymiectBytoT mosHas (mpuioxkeHue Ne5), kpartkas (mpuioxkenue Ne6) ¢GhopMbl HTPOTOKOJOB.

Kpatkas ¢opma mnporokona HCHONB3yeTcs, KOrna He TpeOyeTcs MoapoOHOM 3amucu Xoja

00CY>KJIeHHS BOTIPOCOB.

4.3.7. Konuu mpOTOKOJIOB MpH HEOOXOAMMOCTH PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3AIUSAM H
JOJKHOCTHBIM JIMIIAaM B COOTBETCTBUM C YKa3aTelleM pAaCChUIKM, YKaszaTeldb COCTaBISET H
MOAMKCHIBAET OTBETCTBEHHBIM WCHOTHUTENb TMOAPA3/IENCeHUs, TOTOBUBILIEI0 pPaCCMOTPEHHE
Bompoca. Komuu mpoToKoJIOB 3aBEPSIOTCS NIEUATHI0 Y UpEexkKACHUS.

4.3.8. [IpunsTHIE peIIeHus TOBOAATCS 0 UCTIOTHUTENEH B BUIE BBIITUCOK M3 POTOKOJIOB.

Brimcka 3 mpoTokosa COAEpKUT CIEAYIONTNE PEKBU3UTHI:

e HaWMEHOBaHUE YUpPEKICHHUS,
e HamMeHoBanue Bujaa qokymenta (BbIIIMCKA 13 [TPOTOKOJIA);
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JaTy TOKYMEHTAa,
HOMEpP JOKYMEHTA,
MECTO NPOBE/IECHUS 3aCEAAHMUS,
3aroJIOBOK K JOKYMEHTY;,
BBOJHYIO 4YacTh Tekcra mnportokona: «lIpencemarensy, «Cekperapb», «lIpucyTcTBOBaIm»,
«[Ipurnamennsiey, «IIOBECTKA JTH».
ocHOBHYIO YacThb: «CJIYILIAJIN, «ITOCTAHOBUJINY, «I"onocoBanue»;
e moanuch (0e3 IMYHBIX MONHICEH, TaK KaK BBIMTUCKY KaK MPABUIIO, 3aBEPSIOT TOJIBKO MOAMUCHIO
cekperaps);
® OTMETKY O 3aBEpEHHH KOIIHH.
Beinucka u3 npoTokoJsia 3aBepsieTcs eYaTblo Y UpeskICHUS.
4.3.9. TIpoTOKOJIBI MeYaTaTCS Ha CTAaHAAPTHOM OJIaHKe MpOoToKoJia pazMepoM mpudra N 14 wim Ha
obmiem O6manke (opmaTta A4 1 UIMEIOT CIEAYIOIINE PEKBU3UTHI:

HaumenoBanue noxymenta - cioBo [IPOTOKOJI mnewaraercss OT TpaHHIBI BEPXHEro IOJIA
MPONUCHBIMA OyKBaMH B DPa3psijIKy, MOJIYKUPHBIM IIpUQGTOM pasmMepoM N 17 U BeIpaBHHBAETCS 1O
HEHTPY;

Bun 3acemanus, coBeHIaHMS - OTHENSAETCS OT TPEABIIYIIET0 PEKBH3UTAa 2 MEKCTPOYHBIMU
WHTEPBAIAMHU, T1€YaTACTCS MOTYKHUPHBIM MIPUPTOM uepe3 | HHTEpBa U BRIPABHUBAETCS T10 LIEHTPY.

MecTto npoBeAeHHs 3acelaHMs, COBELIAHUS - YyKa3blBaeTcs (IpU HEOOXOJUMOCTH), y KOTO
MIPOBOJUTCSI COBEILlaHNE, BHIPABHUBAETCA IO IIEHTPY M OTHAEISETCS OT pekBU3UTOB "mara" m "Homep"
MPOTOKOJIA TUHEUKOM.

Jlatra u HOMep mpoTokoia. [lata odopmiisiercss clioBECHO-IM(PPOBBIM CHOCOOOM M IedaTaercs
gepe3 2 MEXKCTPOYHBIX HHTEpBajla HM)KE TPEIBIIYIIETO peKBH3WTa. Homep mpoTokoia medaraercs
apabckumu 1udpamu u cocTout u3 3Haka "N " B MOPSAIKOBOTO HOMEPA MPOTOKOJIA.

OcHoBHast yacTh MPOTOKOJIA IeyaTraercs yepes 1,5 MexKCTpOUHbIX HHTEpBaa.

[Monmuce oTmenseTcss OT TEKCTa 3 MEKCTPOYHBIMH HMHTEPBAJaMH W BKIIIOYACT HAMMEHOBAHWE
JOJKHOCTH JIMIA, TpEeACeNaTebCTBOBABIIEr0 Ha 3aceJaHUM (COBEIAHWH), €ro JIMYHOW MOJIHUCH,
pactupOBKH MOANUCH (MHUITHATBI U (haMUITHS).

HanvmeHoBaHue MODKHOCTH I€YaTaeTcsl OT JIEBOM TIpaHUIBl TEKCTOBOTO moJyig uyepe3 |
MEXKCTPOYHBIA UHTEPBAJ U [IEHTPUPYETCSI OTHOCUTEIBHO CAMOU ITTMHHOW CTPOKH.

PacmmdpoBka noanucu pacrosiaraetcsi Ha ypoBHE MOCIEIHEH CTPOKM HAUMEHOBAHUS JOJDKHOCTH
c mpobOeroM Mexay uHHIHaTamMu u  Gdamuaued. [lpu odopmiennn pacmu@poBKH  MOAMKCH,
BKJIIOYAIOUIEH TOJNBKO MHUIMA UMEHHU U (aMUIINIO, TPOOes MEXIy TOUKOM Mociie MHUIMAIa UMEHU U
damunueii He ctaButcs. [locnenuss OykBa B paciinpoBKe OrpaHUYUBACTCS PABBIM MOJIEM.

4.4, CayxeOHble MECHLMA

4.4.1. CnyxeOHbIE THCbMa TOTOBSTCS:

® KaK OTBETHI O BBHIIIOJIHEHUH IOPYUYCHUH;

® KaK COIPOBOJHUTEIBHBIC MUCHMA,

® KaK OTBETHI Ha 3aIPOCHI PA3IMYHBIX OPraHU3aIMi, IPEANPHUATHI U YaCTHBIX JIMLL;

® KaK MHHIIMATHBHBIC MMCHMA.

4.4.2. Bce cnyxeOHble MCbMa, BBICBUIAEMbIE 3a IMpelesibl YUPEeKICHUS, CUUTAIOTCS MCXOASLIUMM.
Cry>xeOHBIE THChMa, TIOCTYNAIOIIUE B YUPEkKACHHE, CYUTAIOTCS BXOASIMMH.

4.4.3. Cpokd TOArOTOBKM OTBETHBIX IMCEM YCTAaHABIMBAIOTCS PE30JIIOLMEH PYKOBOIUTENS Ha
OCHOBAaHHMH MMEIOIINXCS CPOKOB UCIIOJHEHUS MOPYYEHHH, 3aIPOCOB HIIM MO PEIICHUIO aBTOpa
PE30TFOLNH.

4.4.4. TekcTbl OTBETHBIX MHCEM JOJKHBI TOUHO COOTBETCTBOBATH MOPYYEHUSIM, 3a()MKCUPOBAHHBIM B
pesosonun  pykoBojuTens. CpokM TOATOTOBKM HMHUIMATUBHBIX IHCEM ONPEAEISIOTCS
PYKOBOJUTENISIMU CTPYKTYPHBIX HOJIpa3/IeJICHUI.

4.4.5. CnyxeOHble MHChMa MEYaTAlOTCS HAa CTaHJIAPTHBIX OnaHkax Gopmara A4 (mpusnoxenue Ne2).

4.4.6. CnyxeOHble MMCbMA, MOANUCHIBAEMbIE PYKOBOJIUTENIEM Y UPEXKACHUS.

4.4.7. Ilpu odpopmieHHH NMUCbMa Ha JIByX M 0Oojiee CTpaHUIaX BTOpas M MOCIEYIOIIHE CTPaHUIIbI
HYMEPYIOTCS 110 CepeIMHE BEPXHETO MOJIS JIHCTa apaOCKUMU LU(paMHU.
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4.4.8. Tekct nmuchMa U3naraercs OT 3-ro Juia eAUHCTBEHHOTO YHCIa.
Hanpumep:

"Anmunuctpamuss MBJIOY  cuumrtaer...", "OOmee coOpanue TpymoBoro kojuiektua MBIOY

paccmoTperno...".

Ecnu mucemo odopmiieHo Ha OGiaHKe JOJDKHOCTHOTO JIMIA, TO €0 TeKCT M3jaraercs oT 1-ro muma
€AMHCTBEHHOTO yKucia: "mpomry...", "Hanpasisio...".

4.4.9. Tekct nuceMa, KaK IpaBUIIO, COCTOMT M3 ABYX yacTed. B mepBoil yacTu u3iaraercss mMpu4nHa,
OCHOBaHHME WM OOOCHOBAHHWE COCTABJCHUS IHChbMA, TMPHUBOIATCS CCBUIKM Ha JOKYMEHTHI,
SIBJISTIOLIMECS. OCHOBAHMEM TIOJIFOTOBKHM IMUChbMa. Bo BTOpOi YacTu, HauMHaromielcs ¢ ab3ana,
IIOMEILAI0TCS BBIBOJIbL, IPEAJIOKEHUS, IPOCHObI, pEIIEHUs U T. 1.

4.4.10. lata nmucpMa - qata MPUHATUS PEUICHUs, 3a(pUKCUPOBAHHOTO B TeKCTe. JaTol muchMa SIBIISIETCS
nara ero noanucanus. [Ipy HaaMuMM NPUTIOKEHUM K CITy’)KEOHOMY MHCbMY 00 3TOM JeNaeTcst
COOTBETCTBYIOIIAsl CChIJIKA B 3aKJIIOUNTEIBHOM ab3alle TeKCTa.

5. AnpecoBaHue 10KyMeHTa
5.1. JloKyMeHTbI, BbICBIaEMbIE 33 TIPEIENbl YUPEKACHUS, aAPECYIOT MPEANPUATHAM (OpraHU3aIusIM,
YUPEXKJEHUSAM ), UX CTPYKTYPHBIM I0APA3EIIEHUSM, JOKHOCTHBIM WK (PU3UYECKUM JIMIIAM.
5.2. Tlpwm agpecoBaHMH JOKYMEHTA 0€3 yKa3aHHsS KOHKPETHOTO JOJDKHOCTHOTO JIMI[Aa HAaWMEHOBAaHHE
aapecara NUmeTCsa B UMCHUTCIIBHOM ITAJICKE, HAIIPUMED:

MyHHIMIIAIbHOE Ka3€HHOE YYpeKIeHHe
«IleHTp 00CHYKUBAHUSA»

5.3. Ecmm ampecatom siBisieTcss KOHKPETHOE TODKHOCTHOE JIMIO, TO HAaMMEHOBAHWE OPTaHW3AlUU U
CTPYKTYPHOTO TOJIpa3/ieieHHUs] YKa3bIBalOT B UMEHUTEILHOM MaJiexke, a JOJDKHOCTh U (haMUIIHIO
JOJDKHOCTHOTO JIWIIAa — B JIaT€TbHOM, TMPUYEM WHUIIMAIBl YKA3bIBAIOT Tiepea (pamuimei,
Hanpumep:

MyHuIHMIIaIbHOE Ka3eHHOE YUpeKIeHue
«leHTp 00CTy:KMBAHUMD
I'naBHoMy OyxraJjarepy
(®.1.0)

[Ipn anpecoBaHMM JOKYMEHTa HENOCPEACTBEHHO PYKOBOJIUTEIK OpPraHM3alii HauMEHOBaHUE
MOCJEAHEN BXOAUT B COCTAaB HAaWMEHOBAHMS JIOJDKHOCTH aJpecaTa, JOJDKHOCTh JIMIAa YKa3blBalOT B
JATEIbHOM MaJie’ke, Hapumep:

HavaabHuky
MyHUIUIIAJILHOTO
KA3eHHOI'0 y4pesKAeHUs
«eHTp 00CTy:KNBAHUM
(®.N.0)
5.4. Ilpu ampecoBaHuH [OKyMEHTa (PU3MYECKOMY JHMIy YKa3blBAlOT HHULHKAIBI U (aMHIUIO
MoJIyvarelis, a Mocje 3TOro — €ro MOYTOBBIM aJipec, HaIpUMeEp:
(®.1.0)
yi. IloBxa, 1. 36, kB. 45
r. Koraasim
Tromenckas 00J1., 628486
5.5. Jlomyckaercs HEHTPUPOBATH KXY CTPOKY PEKBHU3HTA “AJpecar’ MO OTHOIIEHUIO K CaMOM
JUIMHHOU cTpoke. Hanpumep:

Havyanbauky MyHHIMIAJILHOT0 KA3€HHOT0 YUpesKAeHUs
«leHTp 00CTy:KMBAHUS»
(®.1.0)
6.  YTBep:KieHHe JOKYMeHTa
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6.1.

6.2.

6.3.

6.4.

6.5.
6.6.

6.7.

6.8.

7.2.

JIOKYMEHT yTBEp)KJIaeTcs JOJDKHOCTHBIM JMIOM. IIpu HeoOX0AMMOCTH JOMOJHHUTEIBHBIX
NPEANUCAaHUI M DPA3bSICHEHUN JIOKYMEHT MOJKET YTBEPKIATbCS CHEUAIBHO H31aBAEMbIM
JOKYMEHTOM: IIPUKA30M 3aBEIYIOLIET0 YUpEeKICHHs, HOCTAHOBICHUEM, PEILICHHEM, IIPOTOKOJIOM.
[Tpu yrBepkaeHUM TOKyMEHTa rpud yTBEp:KICHHs JOJDKeH cocTosTh u3 cioa Y TBEPXJIAIO
(Oe3 kaBBIYEK), HAUMEHOBAHUS JIOJDKHOCTH JIMIIA, YTBEPXKAAIOUIETO JOKYMEHT, €ro IOJIHCH,
WHUIIMAJIOB, ()aMUIIMH U JaThl yTBEPKACHUS, HAIIPUMED:
YTBEPXKJAIO
3asenyrommiit MAJIOY «HeOypamka»

(®.1.0)

(/IMYHAs OAIUCD)
20.01.09
JlomrycKaeTcsi EHTPUPOBATh KAXKIYI0 CTPOKY pekBusuta “I'pud yTBEepKIAeHHS TOKyMEHTA I10
OTHOIIEHHUIO K CaMOl JNIMHHOW cTpoke. Hanpumep:
YTBEPXKJAIO
3aseayrommiit MAJIOY «YeOypamka»
(®.1.0)

(MMYHast NOANMHUCH)
20.01.09
[Ipn yTBepKIEHUM JOKYMEHTa IIOCTAHOBJIEHUEM, PEIICHHEM, IPHUKa30M, IMPOTOKOJOM TpHUd
yrBepxkaenuss cocrout u3 cinos YTBEPXJEH (YTBEPXIEHA, YTBEPXIEHBI wumu
YTBEPX/JEHO), HauMeHOBaHUSl YTBEP)KJAIOIIETO JOKYMEHTa B TBOPUTEIHHOM MaJIeXKe, €ro
natsl, Homepa. Hanpumep:
YTBEPKJAEHO
npukazom MAJIOY «YeOypamka»
ot 20.01.09 Ne 67
I'pud yrBepxaeHNs JOKyMEHTa pacoJiaraeTcsi B IpaBOM BEPXHEM YIJTy JOKYMEHTA.
Hara B rpude yTBepXkAEHHS CTaBUTCS OT PYKM HJIM YacTMYHO HaOupaercs Npu MNedaTaHuu
JNOKyMEHTa. B rmocnenHeM cirydae OT pyKy MPOCTABIISIETCS TOJIBKO YHCIIO WIIA YUCIIO U MECHILL.
I'pud yrBepkIeHUS MNPUHATO YKa3blBaThb Ha JOKYMEHTaX, TPeOYIOIIHMX JOMOJHUTEIHLHOTO
YAOCTOBEPEHHUSI UX NOJAJIUHHOCTH U JOCTOBEPHOCTH.
I'pud yrBepxkaeHHUS NPUHATO CTABUTHh HA CIEAYIOIIMX YIPABICHUYECKUX JOKYMEHTaX: akKTax,
MHCTPYKLUSAX, OTUETAX, MIEPEUHSX, MOJOKEHUIX, TPOrpaMMax, CMeTax, CTaHAapTax, CTPyKTypax
Y IITAaTHOM YHCICHHOCTH, TapU(HBIX CTaBKaX, popMe YHUPHUIMPOBAHHBIX JOKYMEHTOB, IITATHOM
pacIuCaHuH.

CorsiacoBanue J0KyMeHTAa

Ha »tame pa3paboTku TmpoekTa JOKYMEHTAa B HEKOTOPBIX CIydasX MOJKET BO3HHKHYTH
HEOOXOJUMOCTh €ro COTJIACOBAaHUS C 3aMHTEPECOBAHHBIMH CTOPOHAMHM — JIOJDKHOCTHBIMH
JUIIaMH WJIM OpraHu3aiusaMu. B 3TUX ciydasx coriacoBaHHe JOKYMEHTa O(OopMIIsICTCS BU30U
COOTBETCTBYIOIIETO JOJDKHOCTHOTO JHIAa WM TpudoM corjlacoBaHus. BusupoBaHHE IpoeKTa
JOKYMEHTa TMPOBOJUTCS TMPU HEOOXOJUMOCTH OLEHKHM OOOCHOBAaHHOCTH JIOKYMEHTA,
COOTBETCTBHS €r0 MPABOBBIM aKTaM M paHee MPUHATHIM PELICHUSIM.

Buza Bkitoyaer B ce0s HaMMEHOBAHHE JIOJKHOCTH, JIMYHYIO MOAMKCH, €€ pacliudpoBKy U AaTy
noanucanus. Hampumep:

PykoBoauTe/ib IOpUAHYECKOTO OT/I€JIa

(®.1.0)

(JIuuHast moaANMuch)

15.04.09

7.3.

Z[J'ISI AOKYMCHTA, INOAJIMHHUK KOTOPOTO OCTACTCs B I[Oy, BHU3bI IIPOCTABJIAKOT B HIKHEH 4acTu
O60p0THOI>i CTOPOHBI TOCJICAHCTO JUCTA IOJJIIMHHUKA JOKYMCHTA. ﬂJ’IH JAOKYMCHTA, MNOJJINHHUK
KOTOpOro u3 I[Oy OTHPABJIAIOT aApeCaTy, BU3LI IIPOCTABJIAOT B HMKHEH YacTH JTUIIEBOM CTOPOHBI
KOIIMU OTHPABJIACMOTO JOKYMCHTA. IIo YCMOTPCHHUIO Z[Oy AOITYCKACTCH MOJMCTHOC BU3UPOBAHUC
AOKYMCHTA U €ro MPUJIOKCHHUC.

WHCcTpyKIus o opraHy3anui JesonpousBoactsa B MAJ[OY «YebGypanika» Crpanuna 8



7.4. 3ameuaHus, 0coOble MHEHHUs, U3BMEHEHUS U JIOTIOJIHEHHS K MPOEKTY JOKYMEHTa 0(OpPMIISIIOTCS Ha
OTIEIbHOM JHcTe. B 3TOM ciydae BM3a Ha NPOEKTE JOKYMEHTa O(OPMIISETCS CIIEAYIOIIMM
obpa3zom:

3aMeanml l'IpI/I.TIal"alOTCH
3aMeCTI/ITeJH) SaBeHleHIeﬁ 110 BOCHHTﬂTEJ’[LHOﬁ paﬁoTe
(®.1.0)

(JIuyHasi moanuck)

15.04.09

7.5. Ecnm mpoekTt AOKyMEHTa MOJIEKUT COTJIACOBAHHIO C HECKOJBKUMHU JIOJDKHOCTHBIMH JIHIIAMH,
MIPEJICTABJISIONIMMEI MHTEPECH Pa3HBIX CTOPOHHUX OpraHU3alui, TO I yao0cTBa 0hopMIICHUS
BU3 MCIIOJIB3YETCA JIUCT coriacoBanus. Ha nokymenrte aemaercs otMmetka: “JIMCT coriacoBaHHs
npuiiaraercs’.

7.6. Hanpumep:
Jluer coryiacoBanus

(HaI/IMeHOBaHI/Ie JOKYMEHTA, IMOAJICIKALICTO COFHaCOBaHI/IIO)

HaumeHoBanue damuaua Conep:xanue 3ame4aHuii INoanucey
JOJIKHOCTH MHUIMAJIBI 10 MPOEKTY IOKYMEHTa
1 2 3 4
I'maBHBIN Oyxrantep ITerpoa M.IO. 3aMe4yaHHil HET

7.7. Bce MOCTYyNHBIIHME 3aMeuUaHHUs, 0COObIC MHEHUS, U3MECHEHUS W JIOTOJIHEHUS PAacCMaTPHBAIOTCS
JNOJKHOCTHBIM  JIMIIOM, KOTOpOMY IOpydeHa pa3paboTka mpoekTa JokymeHta. WM ke
MIPUHUMAETCS PElIeHUE O MPUHATUN WM OTKIOHEHUH YKa3aHHBIX 3aMeYaHHi.

7.8. I'pud cormacoBanuss odopmiseTcs B cCllydae HEOOXOJAMMOCTH TIPOBEICHUS BHEIIHETO
COTJIACOBAHUS CO CTOPOHHUMHU OPraHU3alUsAMU (MIPEANPUATHAME, YUPEKICHUIMU).

7.9. T'pud cormacoBaHusi C KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM, MPEICTABISIOIMIUM HHTEPECH
CTOpOHHEH opraHu3anuu, BkIoyaeT B cebs cioBo “COIJTACOBAHO”, nammeHOBaHUWE
JOJKHOCTH JIMIIA, C KOTOPBIM COTJIaCOBaH JOKYMEHT (B T. Y. HAaUMEHOBAHHME OpPraHHU3aliH),
JUYHYI0 TOANUCH, PACHIM(PPOBKY MNOMNUCH (MHULHUANBIL, (GaMuiIdg) U JaTy COTJIACOBAHMSL.
Hanpuwmep:

COI'ZIACOBAHO
Beaymumii cnenuaJucT mo J0MKOJbHOMY 00pa30BaHUIO

Yupasienus oopazoBanusi Axmuaucrpanuu r. Korajasima
(®.1.0)

(JIuuHast moanmuch)

25.11.09

7.10. Ecnmu corylacoBaHue OCYHICCTBJIAKOT IMHUCBMOM, IIPOTOKOJIOM U JPYIrUM JOKYMCHTOM,
IMOATBCPIKAAOITUM (1)8.KT corjiaCoBaHusl, rpI/I(l) BKJIIOYAeT B Cce0s ero HAaMMCHOBAHHUC, HOMCPD U
AaTy, HallpuUMeEp:

COI'JTACOBAHO

IIporoxo. 3acenanus

OO0wmero codpanusi TPy10BOIo0 KOJIEKTHBA
ot 20.12.05r.

7.11. I'pud cormacoBaHusi pacrnojaratoT Huxe pekBusuta “Tlonmuch”, B JEBOM HIKHEM YTy
JOKYMEHTA.

WHCcTpyKIus o opraHy3anui JesonpousBoactsa B MAJ[OY «YebGypanika» Crtpanuna 9




8. Pe3oaonus

8.1. Pesomronms — KpaTkoe NMUCHMEHHOE MOPYYEHHUE, MOArOTOBICHHOE IO MTOTaM PacCMOTPEHUS
noctynuBiiero B JIOY mokymenta. Pesomtonus odopmIiisieTcss HEMOCPEACTBEHHO HA JIOKYMEHTE
— Ha CBOOOJHOM MECTE JIMLEBOW CTOPOHBI MEPBOM CTPAHHIBI WJIM Ha OTAEIBHOM JIMCTKE C
yKa3aHHEM PErHCTPAllMOHHOTO HOMEpA U AaThl JOKYMEHTA, K KOTOPOMY PE30JIIOIHSI OTHOCHTCS.

8.2. Pesomronms Briouyaer B ceOsi cBeieHUs 00 HCHIOJHHUTENE MOPYYEHHsS (HaMMEHOBAHUE €ro
JOJDKHOCTH, q)aMI/IJII/ISI, I/IHI/IL[I/IaJIBI), COJACPIKAaHUC MOPYUYCHHA, CPOK HUCIIOJIHCHUS, HAUMCHOBAHHNC
JOJKHOCTH JIMIA, OTJABILET0 MOPYYSHHE, €r0 JINYHYIO MOAMUCH U PACII(POBKY, IaTy.

Mopososoii H.B. ®enoceesoii H.A.
IIpoury noAroToBUTH
npoekt aoropopa ¢ MOY «CII Ne3» k 05.10.09
(®.1.0)
(IM4YHAA MOANMCDH)
aara

8.3. Ecmm pesomronust mpeamnofiaraeT TOpPYYeHHE JUIS JIBYX W 0OoJiee JIMI, OTBETCTBCHHBIM
HUCIIOJIHUTENIEM SBIIAETCSA JIUIO, YKa3aHHOE B IIOPYYEHUU IIEPBLIM.

8.4. Ha nmokxymeHTax, He TPEOYIOIIMX YKa3aHWH IO HWCIOJHEHUIO W HMMCIOIIUX THUIIOBBIC CPOKHU
WCTIOJIHEHUS, B PE30JIIOIIH YKa3bIBAIOTCS HCIIOJHUTENb, MTOIMTHCH aBTOpa PE30JTIOIUH, JaTa.

8.5. Pesomronmu mojayekaT y4eTy B COOTBETCTBYIOIIEM PETHCTPAIlMOHHOM S>KypHaje (GKypHaJIbI
BXOJISIIIEH WIIM UCXOAIICH JOKYMEHTAIUH), a TIOPSA0K U CPOKH MX UCTIOJTHEHHS! — KOHTPOJTIO.

8.6. omyckaercst ohopMIIEHHE PE3OITIOIUH Ha OTICITHHOM JIUCTE.

9. OTMeTKa 00 UCTIOJTHEHUH

9.1. Otmerka 00 UCTIOJTHEHUH JOKYMEHTA W HANPABJICHUH €r0 B JIENIO BKIIIOYAET B ceOs CIIEAYIONIHE
JAaHHbIE: CCBUIKY Ha JaTy M HOMEp JAOKYMEHTA, CBUJCTENbCTBYIOIIETO O €r0 UCHOJHEHHH, MpU
OTCYTCTBUHM TaKOTO JIOKYMEHTa — KpaTKHe CBEIIeHMsI 00 MCTOJHEHUH; ciioBa “B memno”; Homep
nena, B KOTOPOM OYyAeT XpaHUThCS JOKYMEHT.

9.2. Otmerka 00 MCHOJHEHUU JOKYMEHTa M HaIlPaBJICHUU €0 B JEJO MOJANUCHIBACTCS U JaTHUPYETCs
UCIIOJIHUTENIEM JIOKYMEHTa WM PYKOBOIMUTENIEM CTPYKTYPHOTO TMOJpa3fefieHusi, B KOTOPOM
WCIIOJIHEH JIOKYMEHT.

9.3. VYkazanHas oTMmeTKa O(OPMIISIETCS B JICBOM HIDKHEM YIUIY JIMIIEBOW WIJIM OOOPOTHOM CTOPOHBI
MOCJIeTHEeH CTpaHMIIbI MOUIMHHUKA JOKYMEHTA.

10. IIpuiaoxkeHue K JOKYMEHTY

10.1.ITpunoxxeHne — 3TO JOKYMEHT, MpUiIaraeMblii K OCHOBHOMY JOKyMeHTy. [lpu Hammuuu

MPWJIOKEHUH B JIOKYMEHTE JENaeTcsi COOTBETCTBYIOIIAsl OTMETKA, BKIIOYaroliasi B ceOs CJIOBO
“IIpunoxkeHue”, TBOETOYUE U IEPEUCHb IMPHUIIATaEMbIX JOKYMEHTOB C YKa3aHHUEM IMOPSAKOBOTO
HOMEpa TMPUJIOKEHHS, €ro Ha3BaHWsA, KOJIMYECTBA JIMCTOB B HEM, aJapecaToB Js KaKJOro
AK3EMILISIPA.

10.2.HpI/IJ'IO)KeHI/IH JOJDKHBI HMCTBb BCC H606XO,Z[I/IMLIG UL JOKYMCHTA PCEKBU3UTHI (HaBBaHI/Ie,

3aroJIOBOK, MOAIMUCH JINL, OTBETCTBCHHBIX 3a UX COACPKAHUEC, ATy, OTMCTKY O COIJIACOBAHHUU U T.

I.).

10.3.0TM6TKy O HaJIMYWU MMPUITOKCHUA, HA3BAHHOI'O B TCKCTC, Oq)OpMJ'IHI-OT CJICAYHOIIUM 06pa30M:

IIpunoxenue: Ha 8 J1. B 2 3K3.
10.4.Ecniu npwiio>keHUs HE Ha3BaHbl B TEKCTE, TO MX HAUMEHOBAHMs NEPEUUCIAIOTCS C YKa3aHUEM

KOJIMYCCTBA JIMCTOB B KAKJAOM IMPUIIOKCHUHN U YUCIIA UX SK3CMIUIAPOB, HAIIPUMEDP:

IIpunoxenne: 1. CnpaBka o Ha 3 1. B 1 3K3.

2. IIpoexT Ha 8 1. B 3 3K3.
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10.5.Ecnu nmpusoxenus cOpOIIIOpPOBaHbI, TO YHCIIO JINCTOB HE YKAa3bIBAIOT.
10.6.Ectu k OKYMEHTY HpWJIaraloT APYro JOKYMEHT, TakKe MMEIOUIMHA MPHIIOKEHHE, OTMETKY O
HAJIMYUH TIPUI0KEHHS 0(OPMIISIOT CIIEIYIOIINUM 00pa3oM:

IIpunoxenne: nucbmo Pocapxusa ot 05.06.03 I'T 02-6/172 u npujiokeHue Kk Hemy, Bcero Ha 3 J1.

10.7.Ecnu mpuiioKeHHe HAIlpaBIIIOT HE BO BCE YKa3aHHBIC B JIOKyMEHTE aapeca, TO OTMETKY O €ro
HAJIMYUHU 0(OPMIISIIOT CIIETYIOIIUM 00pa3oM:

IIpunoxenue: Ha 3 1. B 5 9K3.

10.8.B mpuinoxeHnn K pacropsAUTEIbHOMY JOKYMEHTY (IIPHKAa3bl, MPaBHIIA, HHCTPYKIIUH, TIOJO0KECHHUS,
pellleHys) Ha IEepBOM €ro JIUCTE, B IMpaBOM BepxHeM yriy, numyt “IIpunoxenue Ne ” ¢
YKa3aHHEM HaUMEHOBAaHMS PaclOpPSAUTEIbHOIO JOKYMEHTA, €ro JaTbl U PEerucTpaldoHHOIrO

HOMEpa, HalpuMep:

IIpunoxenune Ne 2
k npukazy MAJIOY «YeOypamka»
ot 05.05.09 Ne78

nomyckaercsi BelpaxkeHue “TIPUJIOKEHUWE Ne » newararh mponucCHBIMH OyKBaMH, a TaKkKe
LIEHTPUPOBATh 3TO BBIPAKEHUE, HAUMEHOBAHHUE JIOKYMEHTa, €ro JaTy M PerucTpalloHHbIN HOMEp
OTHOCHTEIIBHO CaMOM JWIMHHOM CTPOKH, HAIIPUMED:

MPUJTOKEHHUE Ne 2
k npukazy MAJIOY «YeOypamxka»
ot 05.05.09 Ne 78

10.9.Ctpanuiisl JOKyMEHTA W MPUIIOKCHUH HYMEPYIOTCS KaK €AMHBIA IOKYMEHT.

11. TMoamucanue TOKyMeHTa

11.1. JlokyMeHTBI, HampaBisAeMble B BBIIMICCTOSANIME OPraHM3AIlMM W OpPraHbl CyneOHOW BIACTH,
MOJNMKUChIBatOTCS 3aBenyromiei JJOY.

11.2. JlokyMeHTBI, HampaBjiseMble TMOJYMHEHHBIM, JAPYTHUM  YYPEKICHUSIM W  TpakJaHaM,
MOJIMUCHIBAIOTCS  3aBEAYIOIIMM, €€ 3aMECTHTEJIeM WM  HUCIOJHSIONMM  OOS3aHHOCTH
3aBeJyIOIETO.

11.3. Tomnucek BKIOYAaeT B ceOsi: HAMMEHOBAHWE JOJDKHOCTH JIMIA, MOJIIKCABIIETO, JOKYMEHT
(motHOE, eciii JOKYMEHT O0(hopMIICH He Ha OJIaHKe JJOKyMEHTa, U COKpAIlEHHOE — Ha JIOKyMEHTE,
0(hOpMIICHHOM Ha OJIaHKE), TUYHYIO IMOJITUCh U pacIu(pPOBKY MOANUCH (MHUITUABI, (haMUIIUs).

Hanpumep:

3aBenyrommi (®.1.0)

(IM4YHAas MOANMCH)

HJIM HA 0JIaHKe:

3aBenyrommi (®.1.0)

(JIMYHASsI OANMCH)

11.4. Tonyckaetca B pexBusure “lIloamuch” LEeHTpUpOBaTh HaMMEHOBAaHHE IMOJAMUCH JIOJDKHOCTHOTO
JM1a, MOANKUCABIIEro JOKYMEHT, OTHOCUTEIBHO CaMOW JUIMHHOW cTpoku. Hampumep:

3agenyrommii MAJIOY «Yebypamkay (®.N.0)

(JIMYHAas MOANMCH)
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11.5. HpI/I NOATIMCAaHUN NJOKYMCHTA HCCKOJIbKUMU NOJZKHOCTHBIMU JIMIAMU HUX MNOANWCH pacriojiararoT
OJIHY IIOJ IPYrOi B MOCIEN0BATENBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMON JOJDKHOCTH.

Hanpumep:
3asenyrommiit MAJIOY «YeOypamka» (®.1.0)
(IM4YHas MOANMCH)
3amecTuTeIb 3aBeAYIOLIET0 (®.1.0)
(IMYHAs MOIMUCH)
Crapuuii Bocnurartejib (®.1.0)

(IMYHAsE MOMUCD)

11.6. Ilpy noOANMCAHWUU JOKYMEHTa HECKOJBKAMHU JIMIAMH PAaBHBIX JOJDKHOCTEH HX TOIIMHCH
PacroJIararoTcs Ha OJTHOM YPOBHE.

Hanpumep:

3amecturesb HayaabHuka MKY «1O» 3amecturennb HayaabHuka MKY «1O»

1 s
(®.1.0) (®.1.0)

(IMYHAs1 OANUCH) (IMYHAs! IOAIUCH)

11.7. Tlpu moAnMMCcaHUM COBMECTHOTO JIOKYMEHTA MEPBBIM JIUCT 0OPMIIIOT HE Ha OJaHKe.

11.8. B nokyMeHTax, COCTABICHHBIX KOMHCCHEH, YKa3bIBAIOT HE JOJDKHOCTH JIUII, TTOITHCHIBAIONTUX
JIOKYMEHT, a X 00sI3aHHOCTH B COCTaB€ KOMHUCCHH B COOTBETCTBHH C PACIIPEICIICHUEM.

Hanpumep:

IIpencenaresnb KOMHUCCHU (®.1.0)
(MM4YHAas MOANMCH)

YJjieHbl KOMUCCHUM: (®.1.0)

(JIMYHAS TOAMHUCH)

(®.1.0)

(JIMYHAS IOAMHUCH)

11.9. Ecnm nomKHOCTHOE JIMIIO, MTOIUCH KOTOPOTO 3aroTOBJICHA Ha MPOCKTE IOKYMEHTa, OTCYTCTBYET,
TO JIOKYMEHT IOJIUCHIBACT JIHUIIO, UCIIOJHSAIONIEE €ro 00sI3aHHOCTH, WM €r0 3aMecTuTelb. [Ipu
ATOM 00s13aTeILHO yKa3bIBaeTCs (haKTHYECKas TOHKHOCTh JIMIIA, TIOAMHUCABIIET0 JOKYMEHT, U €ro
(dbamMuis (MCTIpaBJICHHS] MOKHO BHECTH OT PYKH WJIM MAIIMHOIHUCHBIM CIIOCOOOM, HampuMmep:
“n.0.”, “3am.”).

11.10.He nomyckaercsi MOAMKUCHIBATH JOKYMEHT C MPEAJIOroM “3a” WM MPOCTABJICHHUEM KOCOM 4epThl

nepeca HauMCHOBAHUEM NOJIDKHOCTH.

12. Opraausanusi A0KYMeHTO000POTA U UCTIOJTHEHHUS JOKYMEHTOB

12.1. Opranu3anus 10KyMeHT0000poTa

12.1.1. JIBmwKeHHEe NOKyMEHTOB B YUPEXJAECHHM C MOMEHTa HX CO3JaHHs WM TIOJYy4EeHUS JI0

3aBepILEHUs
WCTIOJIHEHUS UJIM OTIIPaBKU 00pa3yeT JOKYMEHTOOOOPOT.

12.1.2. TTops 10K MPOXOXKAEHUS JOKYMEHTOB M Ollepaluy Mpon3BoauMsble ¢ HUMU B MIIOY
pernameHTupyrotrcs MHCTpyKIMel no Ae10npoU3BOACTBY U AOJKHOCTHBIMU MHCTPYKLIUSAMU
pabOTHHKOB.

12.2. Opranusanus 10CTaBKH 10KYMEHTOB
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12.2.1. JloctaBka JOKYMEHTOB B YUpeKICHUE OCYLIECTBISAETCS, KaK MPaBUIIO, CPEJICTBAMH ITOYTOBOM
n snekTpuueckod cBsa3u. C TOMOIIbIO IOYTOBOM CBSI3M B YUpEXKJIEHUE JIOCTaBIISIETCA
[IACbMEHHAs1 KOPPECIIOHJIEHLHsS B BHUIE MNPOCTBIX M PETUCTPUPYEMBIX ITHUCEM, IIOYTOBBIX
KapToyek, OaHeposiel ¥ MEeJIKUX IaKeTOB, a TAKXKE IMeYaTHbIC U3JaHMUs.

12.2.2. Tlo xaHanam 3JIEKTPHYECKON CBS3M MOCTYNAIOT: TeIe(POHOTPAMMBIL.

12.3. Ilpuem, o0padoTKa u pacnpeneeHue NOCTYNAKIHUX JOKYMEHTOB

12.3.1.JIokyMeHTBI, MOCTYyHAlOIMKEe B  YUpeXACHUE, MPOXOJAT NEPBUUHYIO  00paboTKy,
IpeBapUTEIbHOE  PACCMOTPEHME,  PETHCTPAIMIO,  PACCMOTPEHHE  PYKOBOJACTBOM U
JOCTABJIAIOTCS HCTIONHUTESIM. [lpuemM n mepBuuHast oOpabOTKa JOKYMEHTOB OCYHIECTBISETCS
OTBETCTBEHHBIM 3a JEJONpPOU3BOACTBO. KOHBEpPTHI € JOKYMEHTaMH BCKpBIBAaIOTCSA (32
UCKITIOYEHHEM KOHBEPTOB C TIOMETKOH <JIMYHO»), IMPOBEPSETCS MPAaBHIBHOCTh JIOCTABKH,
[EJIOCTHOCTh ~ YMMAKOBKH  JOKyMEHTOB. KOHBEPT OT TMOCTymammmx JOKyMEHTOB HE
YHUYTOXKAIOTCS, €CIH TOJBKO IO HEMY MOXHO ONPEACTHTb aJpec OTIPABHTENS, BpeMs
OTIIPABKHU M TOJTYYCHUSI.

12.3.2. Tekct moctynuBIIel Tene)OHOTPaMMBI 3aIUCHIBACTCS TOJTydaTeNIeM B JKypHaJe, U OTepaTUBHO
HepenarTcs Ha PACCMOTPEHHUE PYKOBOJUTEINIO WIIM KOTOPOMY OHA aIpEeCOBaHa.

12.4. Opranuzanus o0padoTKH U NepeJavn OTHPABJIsIeMbIX TOKYMEHTOB

12.4.1. JIokyMeHTHI OTIpaBIsieMble YUpEKIACHNUEM, TIEPEIAIOTCS TOYTOBOM U DIIEKTPOHHOH CBSI3BIO.
O06paboTKa JOKYMEHTOB JJIsI OTIPABKHU TIOUYTOBOM CBSI3bIO OCYIIECTBIISETCS TOKYMEHTOBEIOM.

12.4.2. JIokyMeHTbI JJi1 OTHPABKH MEPEaroTCsl MOTHOCThIO 0(hOPMIIEHHBIMHU, 3apETUCTPUPOBAHHBIMHU.
JIOKyMeHTBI, MOJAJEKAIe OTHPaBKE JOJDKHBI 00pabaThIBaThCS U OTIPABISTHCS B JIEHb HX
MOANMCAHUS WIH HE TI03/IHEE CIIETYIONIero pabodero JHs.

12.4.3. C noMo1Ibl0 CPECTB AIEKTPUUECKON CBSI3U OCYHIECTBISETCS Nepenaya HHGOPMAalKi B BUE
Tene(poHOrpaMM.

12.5. Pa6ora ucnoJIHUTeJIel ¢ JOKYMeHTaAMH

12.5.1. UcionauTen  TOKYMEHTOB OOECIIEUMBAIOT OINEPATHBHOE PACCMOTPEHHE JOKYMEHTOB,
JOBEJICHWE WX JO HCIOJHUTENCH B JIeHb TIOCTYIUICHHS, KOHTPOJb 3a KadeCTBEHHBIM
WCTIOJTHEHHEM JOKYMEHTOB IO CYIIECTBY.

12.5.2.1lpu paccMOTpeHMH JOKYMEHTOB HWCIOJHHUTENIb BBIACISAET JIOKYMEHTBI, TpeOyrommue
cpouHOTro ucnoyHeHus1. CpOYHbIC JOKYMEHTHI TIEpEIaloTCsl HEMEJICHHO.

12.5.3. UcnionHeHne JOKyMEHTa IpeaycMaTrpuBaeT: cOop W 00pabOTKy HeoOXoAauMou WH(OpMaluu,
MOJITOTOBKY TMPOEKTa JOKYMEHTa, €ro OQOpMJICHHE, COIJIACOBAaHHWE, IIPEJCTABIICHHE Ha
noJinucanue (yIBepiKJIeHHe) 3aBeYIONINM, MOATOTOBKY K IIEPEChUIKE aapecaTy.

12.6. PerucrTpamusi 10KyMeHTOB

12.6.1. Peructpamusi JOKyMEHTOB - 3T0 ¢ukcamnus (akTa Co3JaHUs WU MOCTYIUICHHS B YUpEKICHUE
JOKYMEHTA ITyTeM IIPOCTABJICHUS HA HEM PETUCTPAIIMOHHOTO WHJEKCA C TOCIeAYIONeH 3amu-
CbIO HEOOXOAUMBIX CBEJICHHI O JJOKYMEHTE B PErHCTPAIMOHHBIX (POpMax.

12.6.2. Perucrpamuu mojajiexar Bce IOKYMEHTHI, TpeOyloliue ydera, WCHOJIHEHHS U HCIOJIb30BaHMUS
BHYTpH OTZEJa, CO3/IaBaeMbIe, TaK U IMOCTYIAOLIHE.

12.6.3. JIoKyMeHTBI pErUCTPUPYIOTCS OJIMH Pa3: MOCTYIAIOUINE - B JICHb NOCTYIJICHUS, CO3/1aBAacMBbIC - B
JIeHb TIOANTUCAHUS WIN YTBEPKICHUSL.

12.6.4. Perucrpaiyst IpoU3BOUTCS B MPEAEIax IPYII, B 3aBUCHMOCTH OT Ha3BaHHS BHJA JJOKYMEHTA,
aBTOpa U cojiepkanus. Harmpumep, OTIeNbHO PErUCTPUPYIOTCS MPUKa3bl 10 KOHTUHTEHTY JeTeH,
MIPUKa3bl IO OCHOBHOM JI€ATETBHOCTH.

12.6.5. Perucrpanust mpou3BOIUTCS LIEHTPAIN30BaHHO.

12.6.6. JIokyMEHTbI perHCTPUPYIOTCS B )KypHanax (npuioxerue Ne7).

12.6.7. TIpu nar000oM criocoOe perucTpanuy yCTaHaBIUBACTCs 00s3aTeIbHbI MUHUMYM PEKBH3HMTOB pe-
THUCTpAallMU: JlaTa TOCTYIUIEHUS JOKYMEHTA, PETrUCTPAllMOHHBIA BXOJSAIIMNA MHIEKC, aBTOP
(KOppEeCHOHIEHT), JaTra JOKyMEHTa, pETrUCTPAllMOHHBIM MHIEKC JIOKYMEHTa, KpaTKoe
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12.7.

12.8.

12.9.

13.
13.1.

13.2.
13.3.

13.4.
14.

14.1.
14.2.
14.3.

14.4.

14.5.
14.6.

14.7.

14.8.

14.9.

COJZIEp/KAaHUE, PE30NIIONMS PYKOBOAWUTENS (MCIOJHUTENb, COAEPKAHME TOPYYEHMsI), CpPOK
WCIIOJIHEHUS1, OTMETKA 00 MCIIOJIHEHHH.
He mnomyexar peructpauuu: pekJiaMHble W3BEIEHHUS, IUIAKAThl, NPEHCKYpaHTbI, I03]PaBH-
TEJIbHbIE MUChbMa, NpPHUIJIACUTEIbHbIC OWIEThl, TMeYaTHble U3JaHUS (KHUTH, >KypHAJBI,
OroyuteTeHn), GOPMBI CTATUCTHYECKUX OTYETOB, KOPPECTIOHACHITHS C TIOMETKON <«JTHYHOY.
WHaekc NOKyMEHTa COCTOMT U3 TIOPSAKOBOIO HOMEpa B IIPEleNax perucTpupyeMoro
MaccHBa U JIFOOBIX HEOOXOAUMBIX K HEMY JOTIOTHEHHH.
[locTynuBmime TtenerpaMmbl OPUHUMAKOTCA IO/ PACIUCKy C IPOCTABIEHUEM JaThl U
BpEMEHHM IPUEMa, PETUCTPUPYIOTCS 110 TEM Ke MpaBUjIaM, YTO U MHCbMa, a 3aTEM NEePEJatoTCs Ha
paccMOTpeHHe HAa4aIbHUKY M HCIIOJHEHHE. TeKCT MOCTYNHUBIIEH TeaeOHOTpaMMBbI 3aITiChIBACTCS
[0JIyyaTesieM B )KypHaJe U ONepaTUBHO MEPEAAETCs HAuYaJIbHUKY.

KoHTpoJIb HCIIOJIHEHNS JOKYMEHTOB
Llenpto KOHTpOJIsL sIBIsieTCs OOECTeYyeHne CBOEBPEMEHHOTO M KAayeCTBEHHOTO HWCIOJIHEHUS
MopyueHu, 3a(pUKCUPOBAHHBIX B JOKyMEHTAaX.
Cpoku HCIIOJIHEHUSI JTOKYyMEHTOB MOTYT OBITb THIOBBIMH M HWHAWBHUIyaJbHBIMHU. TUIIOBBIE
YCTaHABJIMBAKOTCS aKTaMH OPraHOB F'OCBJIACTH, HHINBHUAYAJIbHBIC - HAYAJIbHUKOM YUPEXKACHUS.
CpoKM MCHIOJTHEHHUSI UCUUCIISIIOTCS B KaJIEHJAapHBIX AHAX C JaThl MOAMUCAHUS (YTBEPHK I HUS)
JUIsl BHYTPEHHUX JOKYMEHTOB, BXOJSAIIUX - C JaThl UX MOCTYIUICHHUS.
JIOKYMEHT CUMTAEeTCs MCIOJHEHHBIM M CHUMAETCS C KOHTPOJIA IOCJE BBIIOJIHEHUs 3aJaHUs,
COOOILIEHUs O pe3yIbTaTaX 3aMHTEPECOBAHHBIM OPraHU3AIMAM U JIMIIAM UM COCTaBIIECHUS JAPYro-
ro JOKYMEHTa, MOJATBEpKAarouiero ucrnojHeHne. OTMeTka 00 MCIOJIHEHUH IPOCTaBIsEeTCS Ha
JOKYMEHTE U B )KypHaJIE.

CocraBjieHHe HOMEHKJIATYPbI JeJI
Homenkiatypa jgen - CHCTEMAaTH3MPOBAHHBIN IEpeUeHb 3arojOBKOB JIeJd, 3aBOJHMMBIX B Y-
PeKJIEHUHU, C YKa3aHHEM HX CpPOKOB XpaHCHHS, O(OPMIICHHBIH B YCTAaHOBJICHHOM TIOPSIIKE
(mpuosxenue Ne 8).
Homenknarypa mnpennazHadeHa [Uisi TPYNIUPOBKH MCIIOJHEHHBIX JOKYMEHTOB B JIeNa, CHUC-
TeMaTU3alliy U ydeTa Jell. B Hee BKIIIOYarOTCs BCe TOKYMEHTBI, 00pa3yIouIuecs B JesITeIbHOCTH
MPENNPUATHS, KPOME TEXHHUECKON JOKYMEHTALUU U NI€YaTHBIX U3JaHHH.
Homenknarypa nen corjacoBbIBaeTCSi ¢ TOPOJCKUM —apXUBOM, YTBEP)KIAETCS 3aBEAYIOIINM B
Hayajie KaJeHIapHOro roja.
OTBeTCTBEHHBIH 3a COCTaBJICHHE HOMEHKJIATYpbl Jell — JOKYMEHTOBEN, KOTOpBIA MpHU
COCTaBJICHUM HOMEHKJIATYpbl Jell YUpexkJeHUs PYKOBOJCTBYETCS YCTaBOM YUpPEKICHHUS,
MOJIOKEHUSIMU, IITAaTHBIM paclMCaHUEM, IUIaHAMU U OT4YeTaMH O paboTe, NpUMEPHOI
HOMEHKJIaTYpOu Jel.
Ha3zBanusiMu paszienoB HOMEHKJIATyphl CIYyXaT HalpaBiieHUs AEATENbHOCTU (PYKOBOJCTBO,
IUTAHUPOBAHUE U T. I1.).
Jlenonpou3BoICTBEHHBIN HHAEKC nena (rpada 1) cocTouT U3 HMHAEKCA MOPSAKOBOTO HOMEpa
JieJia HallpaBJIEeHUs e TEeIbHOCTH.
3arosioBkH e (rpada 2) BHYTpU pa3esioB pacloiaraloTcs Mo CTeNeHH BaXKHOCTH JOKYMEHTOB
(BHAUane pacroJiararoT OPraHU3alMOHHO-PACHOPSAUTENbHBIE JOKYMEHTBI, IOTOM - ILIAHOBBIE
Y OTYETHBIE, IEPENUCKY U T. 1.).
[Ipu cocraBieHHH 3arojOBKOB J€N CIEAYyeT YYHTHIBaTh, YTO 3aroJIOBOK JIOJDKEH YETKO B
KpaTtkoil ¢opme oOTpaxaTb OCHOBHOU COCTaB W COJep)KaHHE JOKyMEHTOB jnena. He
JOTIYCKAIOTCSl B 3arojIOBKaX HEKOHKpETHbIe (OpMYIHpOBKH Tuma - «OOmmas mnepenuckay,
«Pa3nas nepenuckay, «Bxoasiie J0OKyMEHThI.
3aro0BKH COCTOST U3 DIIEMEHTOB:

e Ha3BaHHMe BHUJAA Jeja (TMepemnucka, KypHalT) WM Pa3HOBUAHOCTU JOKYMEHTOB (TPUKA3bI,

TIJIAHBI);

® aBTOp - HAa3BaHUE YUPEKJACHUS UITH €€ CTPYKTYPHOTO MOApa3ieNieHus;

e ajpecaT WA KOPPECIIOH/ICHT;

® KpaTKoe CoJiep>KaHue JOKYMEHTOB;
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e Ha3BaHUE TEPPUTOPUHU (MECTHOCTH), C KOTOPOH CBSI3aHO COAECPKAHUE TOKYMEHTOB;
e 1aThl (IEepHUoA), K KOTOPHIM OTHOCSITCS IOKYMEHTHI;
14.10. «KonuuecTBO TOMOB» H MTOrOBas 3alUCh O KOJIMYECTBE U KATETOPHSAX 3aBEICHHBIX
JIeTT 3aTOJHSAIOTCS B KOHIIE T0/1a, TIPH 3TOM IOJCUUTHIBAIOTCS (PAKTUYECKH 3aBEJICHHBIC JeNa.
14.11. Cpok xpaHeHHS U HOMeEp CTaThbu NO mepeyHio (rpada 4) yka3pIBalOTCS B COOTBETCTBHH C
«IlepeunemM TUMOBBIX TOKYMEHTOB, 0OpPa3YIOIIMXCS B IEATEIBHOCTH MHUHHUCTEPCTB, BEIOMCTB U
OPYTUX YYPEKICHUM, OpraHu3aluid, MNPEeIIpUATHM C YKAa3aHUEM CPOKOB XPaHEHHUs», C
BEJIOMCTBEHHBIMH NIEPEYHSIMH WIN IPUMEPHBIMU HOMEHKJIATYpaMHu.

14.12. B rpade 5 «IIlpumedanue» MpOCTABIAIOTCS OTMETKH O HE3aBEICHUH JIeNa, O MEPEeXO/ s X
Jenax u T. .

14.13. Tlpu odopmiIeHHH HOMEHKJIATYpPHl B KaKIOM €€ pas/ielie OCTaBJISIIOTCS pe3epBHBIC HOMEpa
(cBOOOIHOE MECTO) /1715l BHECEHHSI B HEe e, MOSBUBIINUXCS B TEUCHHE TOAA.

15. ®opmupoBaHue e

15.1. ®opmupoBaHue A€ - TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JI€jla B COOTBETCTBUM C
HOMEHKJIATypOU JE.

15.2. Tlpu dbopmupoBaHHH [eN COONIOTAIOTCS CIEAYIONe TPeOOBaHMS: MOMENIATh B Jelia TOJIBKO
WCIIOJIHEHHBIE, MPAaBUIbHO 0(OPMIIEHHBIE TOKYMEHTHI B COOTBETCTBUU C 3aroJIOBKAMHM JIEN T10
HOMEHKJIaType; IMOMEIIaTh BMECTE BCE JIOKYMEHTbI, OTHOCSALIMECS K pPa3pelIeHHI0 OIHOIO
Bompoca (MPUJIOKEHUS BMECTE C OCHOBHBIMM JOKYMEHTAaMH); TpPyHIHpPOBaTh B Jena
JOKYMEHTBI OJHOTO KaJeHJApHOIO roja, 3a HCKIIYEHUEM Nepexo/IuX JAel; pa3AeiabHO
IPYIIUPOBATH B JIeN1a JOKYMEHTHI IOCTOSIHHOTO M BPEMEHHOTO CPOKOB XPaHEHHUSI.

15.3. B nmeno He AOKHBI MOMEMIATHCS JOKYMEHTHI, IMOJJIEKAIINE BO3BPATY, JIITHUE DK3EMIUISAPHI,
YEPHOBHKH, JEJI0 HE JOJHKHO MpeBbImaTh 250 JIMCTOB.

15.4. Buyrpu pena JOKYMEHTBHl paclojlaraloTcsi B XPOHOJIOTMYECKOM, BOIPOCHO-TOTMYECKOM
MOCJIEI0BATENLHOCTH MJIM B UX COYETAHUU.

15.5. Ilpuka3sl 0 OCHOBHOW JEATENHOCTH TPYNIHUPYIOTCS OTIEIbHO OT MPHUKA30B IO JIMYHOMY CO-
CTaBy.

16. DkcnepTH3a HEHHOCTH IOKYMEHTOB

16.1. DxcrmepTu3a IEHHOCTH JOKYMEHTOB - ONIpe/IelieHHne IIEHHOCTH JTOKYMEHTOB C IeJIbI0 0TOOpa uX
Ha TOCYIapCTBEHHOE XpaHCHUE WIM YHHYTOXKEHHE. JIIsi opraHu3aiuu W TMPOBEIACHHS
AKCTIEPTU3bl IIEHHOCTH JOKYMEHTOB B YUPEXKJECHHUU CO3/IACTCS TOCTOSHHO JEHWCTBYIOMIAS
akcriepTHas komuccus (JK), kotopas paboTaeT Ha OCHOBAHUU TTOJIOKECHUS O HEH.

16.2. DkcrmepTu3a LMEHHOCTH JTOKYMEHTOB JIOJDKHA IPOBOJUTHCSA e€xeroaHo. OTOOp JOKYMEHTOB
MOCTOSTHHOTO XpaHEHUs IMPOBOJUTCS HAa OCHOBAaHMM HOMEHKJIATYPHI JENI MYyTeM IOJHUCTHOTO
MpOCMOTpa JIeJl, TPHU OTOM H3BIMAIOTCS JIYONIUPYIOMKE JK3EMIUISIPhI, YCPHOBHUKH,
HeopOPMIICHHBIE KOITMH U IOKYMEHTBHI BPEMEHHBIX CPOKOB XpPaHCHHUSI.

16.3. Ilo pe3ynbTaTam 3KCHEPTHU3BI COCTABJISIOTCS OMKMCH JEJI TIOCTOSSHHOTO XpaHEHUs, 10 JIMYHOMY
COCTaBY M aKThI O BBIJACICHHH JOKYMEHTOB K YHHUTOKEHHIO (rpuioxenue Ne 9,10).

16.4. Jlena BKIIOYAIOTCS B aKT 00 YHHUTOXKEHUH, €CIIM MPEAYCMOTPEHHBIN AJIi HUX CPOK XpaHEHUs
HCTeK K | sHBaps TOro roja, B KOTOPOM COCTaBjeH akT. Hampumep, aema ¢ TpEXJICTHUM
CPOKOM XpaHEHUs, 3aKOHUYEHHbIE JENIONPOU3BOJACTBOM B 1997 roay, MOTYT OBITH BKJIIOYECHBI
B akT ToJbKO0 B 2001 romy.

16.5. Jlenma moryt ObITh YHHYTOXKEHBI TOJBKO IMOCIE TOTO, KaK COCTABJICHBI OMHCHU JOKYMEHTOB I0-
CTOSIHHOTO XpaHCHHS.

17. Odopmaenue nen
17.1. Tlo OKOHYAaHUU KaJEeHAAPHOTO TOJa Jiejia MOCTOSHHOT O XpaHeHUs!, BpeMeHHBIX (cBbiiie 10 jer)
CPOKOB XpaHEHHs MoJIeKaT 0(OPMIIEHUIO.
17.2. Odopmiienue aena npeaycMaTpuBaeT:
®  [EeperpynnupoBKY JOKYMEHTOB B MPSAMOIN XpPOHOJIOTHYECKOM MOCIEI0BATEILHOCTH;
®  [OJUIMBKY M NEPEIUIET Jeja B TBEPLYIO0 00JI0XKKY U3 KapTOHa;
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17.3.
18.

18.1.
18.2.

18.3.

19.1.

MOJIIMBKA TPOU3BOJUTCA HE MEHee 4eM B 4-5 MpOKOJIOB, BCE METAIMUECKHE CKpEIKH,
OyJlaBKH U3 JOKYMEHTOB M3BIMAIOTCS;
HYMEPAIUIO JMCTOB MPOCTHIM I'paUTHBIM KapaHIAIIOM UM HyMEpPaTopoM B BEPXHEM IPaBOM
yrily apaOCKUMH Uppamu;
cocTaBiieHuE (Mpu HEOOXOIMMOCTH) BHYTPEHHEN ONUCH Jiena (npuioxenue 11);
COCTaBIICHUE 3aBEPUTEIILHOM HaaucH (Tipuiioxkenue 12);
BHECEHHE HEOOXOIUMBIX YTOUHEHUII Ha 00JI0XKKE Jena.
Jena BpemeHHoro (10 10 et BKIOYUTENBHO) XPAaHEHUS MOTYT XPaHUThCSI HA CKOPOCILIM BaTelle,
0€3 10NOJHUTENBHOTO 0(opMIIEHUSI.

CocraBiieHHE ONMCH 1]
Ha 3aBepuieHHBIE [iela TIOCTOSTHHOTO XpaHEHWs, TPOIMICIIIAE JKCIEPTU3y IEHHOCTH,
O(bOpMJIeHHI)IC B COOTBETCTBUHN C BBINICHU3JIOKCHHBIMU Tpe6OBaHI/I$IMI/I, COCTABJIAKOTCS OITMCH.
Onucu COCTaBISIOTCS OTICIBHO Ha Jejia TOCTOSHHOTO XPaHEHWs, Jella CO CIeIHUaTbHOU
JTOKyMeHTaIuel (cyneoHbie fiena, 3eMJIeyCTPOUTENBHBIC U TIP. ).
[Ipu cocTaBieHUU ONMKUCH COOTIOIAIOTCS CIENYIONTUE TPEOOBAHMUS:
JieNia CUCTeMAaTH3UPYIOTCS TIO0 XPOHOJIOTHH (TI0 TojaM), BHYTPU TOJOBBIX Pa3eiioB - B COOT-
BETCTBUM C HOMEHKJIATYpPOU JET;
KaXKJI0€ JICJI0 BHOCUTCS B OITHCH T0JT CAMOCTOSITEIbHBIM HOMEPOM, €CITH JISJIO COCTOUT H3
HECKOJIBKUX TOMOB, Ka)KI[BIﬁ TOM BHOCHUTCA IO CAMOCTOATCIIBHBIM HOMepOM;
BCE JJAHHBIC B OIHCH TIEPEHOCATCS C 0OJIOKKH JIea;
Jieia B OTIMCH UMEIOT BaJIOBYIO HyMEpaIlHio;
MIePEXOIAIIUE JIea BKIFOYAIOTCS B OITUCH 110 TOJY 3aBEICHUS.

19. OnepaTuBHOE XpaHeHHe JOKYMEHTOB H /1€
Jlena xpansarcs B mkadax, KapTOTEUHbBIX SIMIMKaX, 00eCeUNBAIOUINX UX MTOJHYI0 COXPAaHHOCTD,
MIPEIOXPAHAIOMUX JOKYMEHTBI OT IBUIM U BO3JEHUCTBHS COJIHEYHOro cBeTa. Ha kopemkax nen
YKa3bIBAOTCSA MHACKCHI JIE]1 [0 HOMEHKIIATYPE.
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ITpunoxxenne Nel
k1. 3.5.3.

Oopazey ooweco onanka Yupescoenus

MYHULIUITAJIBHOE OBPA3OBAHUE
XAHTLI-MAHCHFICKQFO ABTOHOMHOI'O OKPYT'A-IOI'PbI
rorpoaACKOH OKPYI I'OPO/J KOI'AJIBIM

MyHuIunantbHOe ABTOHOMHOE IOIIKOJIBHOE 00pPa30BaTe/IbHOE YUpeKIeHHe
ropoaa Koraabsima «HeOypamka»
(MAJIOY «Yedypamkay)

yi. MonoaexHas, 1.8, r.Koranbim,
XanTsl — MaHcuiicknit aBTOHOMHBIH okpyr-lOrpa, (TromeHckoit obmactn), 628486
Tenedon 8(34667)2-18-77, dakc 8(34667) 2-37-77
Email: deti.1971@mail.ru
OKITIO 55443184, OI'PH 1028601443530, MHH/KIIIT 8608040770/860801001

oT «__» _nekabps 201 1. Ne

Ha No  oT«__ » 201_ .

3aBenyroImui ®.1.0. pyxoBoaurens

MTOIIHCH

WHCcTpyKIus o opraHy3anui JesonpousBoactsa B MAJ[OY «YebGypanika» Crtpanuna 17


mailto:deti.1971@mail.ru

IIpuioxenue Ne2

k1. 3.5.3
Oopazey y2n06020 on1anka nucoma Yupesrcoenus
MyHI/IIII/Il'laJ'IbHOB ABTOHOMHOC€ JOIIKOJBbHOC
06pa3OBaTe.m,H0e yUpexIeHue Haan'IBHI/IKy YHpaBJICHUA 06paBOBaHI/I$I
ropoaa Koranpima «YeOypamkay» Anvmunuctpanuu ropoja Koransima

(MAJIOY «Yebdypamikay) NBAHOBY HN.N.
yi. Mononexnas, 1.8, r.Koramsim,
XaHTel — MaHcuiickuii aBTOHOMHBIN OKpyr-IOrpa,
(Tromenckoii obmactu), 628486
Tenedon 8(34667)2-18-77, dhakc 8(34667)2-37-77

Email: deti.1971@mail.ru
OKITIO 55443184, OT'PH 1028601443530,
WHH/KTIIT 8608040770/860801001

or «30» _ mexabps 2016 . Ne 377/1

Ha Ne  oT« » 2016r.

YBaxkaembiii UBan UBanosuu!

3aBenyroImui ®.1.0. pyxoBoaurens

MTOIIHCH
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IIpuioxenue Ne3
K 1. 4.1.10.

Oobpaszey oOaanka pacnopaoumenbHo20 00OKymenma Yupeswcoenusn (npuxkasza)

YupasjieHue 00pazoBaHusi
Aavunuctpaunu ropoaa Korajabima

MyHuuMnajJibHoe aBTOHOMHOE I0IKO0JIbHOe 00pa3oBaTelbHOE YUpesKAeHHe
ropoaa Koraasima «He0ypamka»

INIPUKA3

oT «00» 201 . Ne 00
r. Koraabim

OO0 yTBepKIeHUH IITATHOTO PACTIMCAHUSA

,IPHUKAa3BbIBaIo:

3aBeqyromuii @®.N.0. pykoBOouTENS

TOATKCH
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Oopazey opopmaenun nonoxcenus Ipuaoxenue N 4

K 1. 4.2.5.

YTBEPXIAEHO
npuxkazom MAJIOY «Yedypamka
oT «___» 200 r. N__

MNOJIO’)KEHHUE
0 (HaUMeHOBaHHUe CTPYKTYPHOI'0 NOAPa3/ie/IeHus )

1. OO01IMe mosoKeHus

1. 3agaun

III. CrpykTypa

IV. ®ynkunn

V. IlpaBa

V1. B3aMOOTHOIIIEHUS U CBSI3U C IPYTUM CTPYKTYPHBIM MOAPA3ACICHUEM

VII. OTBETCTBEHHOCTE

PykoBoauTens TToamuce PacmiudpoBka mnoanucu
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Oobpazey opopmaenus noaHo20 npomoKola Ipunoxenne Nes
K II. 4.3.6.

MyHununajibHoe aBTOHOMHOE JOIIKO0JIbHOe 00pa3oBaTesibHOE yUpeKaeHne
ropoaa Koraabima «HeOypamka»

IMPOTOKOJI
3aceJaHus MeJaroru4ecKoro cCoBera

OT &« » 20 roma N
Koraneim

IIpencenarensctBytomuii - N.0. @amumnus
Cexkperaps - N1.0. @amunus
[TpucyrcrBoBanu: 30 yenoBek (CIMCOK MpUIIaraeTcs)

IHOBECTKA /{HA:

1. O Mepax no peanuzauuu nporpammsel pazsutus MAJIOY.
Hoxuan 3aBeayromiero MAJIOY @©.1.0.

1. CJOIYIOAJIA:
N.O. ®amuius - TEKCT JOKJIa1a mpuiiaraeTcs
BBICTYIIUJIN:
N.O. ®amunus - KpaTKast 3alKiCh BBICTYIUICHUS
N.O. ®amunus - KpaTKast 3alKiCh BbICTYILICHUS
INIOCTAHOBWJINA:
1.1.
1.2...

2. CJIYIIAJIN:
BBICTYIINJINA:
INIOCTAHOBWJINA:

IIpencenarenbCTByOMNNA Ioanuce PacmngpoBka noamnucu
Cekperapsp IToamuce PacmmdpoBka noanucu
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Oobpazey opopmaenus Kpamrko2o nPomoKola Ipuaoxenue N 6
K 1. 4.3.6.

MyHuuHMnajJbHoOe AaBTOHOMHOE I0IIKO0JIbHOE 00pa3oBaTe/IbHOE YUpPeKIeHHe
ropoaa Koraasima «4e0ypamka»

MMPOTOKOJI
07T B:1: 1/ 0 (s
OT «__ » 20  rona N
r. Koraneim

[IpucyrcrBoBanm:

HauMeHnoBanne nODKHOCTHU - N.0. ®amnnns
HauMmeHnoBanue J0IKHOCTH - N.0. ®amnnns
HauMeHnoBanue qOKHOCTH - HN.0. ®amnnus
HauMeHnoBanue nOKHOCTH - HN.0. ®amnnus

Huuyuanot u hamunuu ¢ angpasumnom nopaoke

I. O BEIONTHEHUN rogoBoOro I1jiaHa pa6OTBI

(Pamumust, avunus, Pamunus, amunus, Damuims)

1. IIpuHATH K CBEACHUIO. ..
2.CrapmiemMy BOCIUTATEIIO. . ... ...

II. O BBeaeHuu Mep 1O...

(Pamunus, avunus, Pamumnus, amunus, Gamuus)
2. IIpuHSTH K CBEACHUIO...

PykoBonurens N.0. ®amunus
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Ipunoxenue Ne7

Oobpazybl pecucmpayuoHHBIX HCYPHANLOE

®opMa KypHAJIA PerucTpaniy BXOAAIIHX JOKYMEHTOB

K . 12.6.6.

HaumenoBanue | HaumeHoBaHue Hatau Jarta u ungexc | 3aroioBOK K Pesomoruss | Kortpons cpok | OtMmerka 00
OpTaHU3aIUH BHJIA PETUCTpAIIHO | TOCTYIUICHUS TEKCTY WA KOMY HCIIOJTHCHHUS HCTIOJTHCHUH
(aBTOpa WK JIOKyMEHTa HHBIH HOMEp (kpatkoe HaTpPaBJICH
KOPPECIIOH/ICHTA) JIOKYMEHTa CoJICpIKaHHUE) JIOKYMEHT
1 2 3 4 5 6 7 8

®opma )KypHaAJIa PerucTPaluy MCXOAAIIMX IOKYMEHTOB

Jata ucxonsuiero Hunexc HanmenoBanue Agnpecat komy 3aronoBoK K TEKCTY Kto0 otnpasun
JOKYMEHTa UCXOJSILETO BUJIA IOKYMEHTa | IOKyMEHT HalpaBlleH (kpaTkoe
JIOKYMEHTa CoJleprKaHue)
1 2 3 4 5 6

@dopma KypHaAJIa perucTpaluu MPHUKA30B

[[aTa, HWHJICKC IIpUKasa

3aroji0BoK IIprUKasa

KOHTpOJII), CPOK UCIIOJIHEHUA

2

3
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IIpuiaoxenune Ne8

K 1. 14.1
MYHUIHUITAJIBHOE OBPA3OBAHUE
XAHTBI-MAHCHUHUCKOI'O ABTOHOMHOTI'O OKPYT A-IOT'PbI
FOPOI[CKOﬁ OKPYTI' TOPOJA KOT'AJIBIM
MyHUIITIAJIEHOE ABTOHOMHOE JI0IIKOJIBHOE 00PA30BaTEIbLHOE YUPEKIeHEe
ropoaa Koraneima «Yebypamxkay»
(MAJIOY «YebOypamikay)
ya. MononexHas, 1.8, r.Koramsim,
Xantel — MaHcuiickuii aBToHOMHBIN OKpyT-OTpa, (TromeHckol obsactn), 628486
Tenedon 8(34667)2-18-77, dakc 8(34667) 2-37-77
Email: deti.1971@mail.ru
OKIIO 55443184, OI'PH 1028601443530, THH/KIIIT 8608040770/860801001
VYTBEPXJIEHO
[Tpukazom MAJIOY «Yebyparikay»
OT «__» 20 . Noe

HOMEHKJIATYPA JIEJI

r. Koraabim

Ha20__r.

Hunexc 3aroJi0BOK aeja Koa-Bo Cpok IIpumeuanue
Ne aeja el. XpaHeHUus
XpaHEHUs
1 2 3 4 5 6
01- HanmeHnoBaHue pa3zaesia
1 | 01-01 | | \ \

IIpu cocraBnennn HOMeHKIATypsl Jen  ucnonb3oBaics I[IEPEUEHD TunoBbsix
yIOpPaBIEHYECKUX JIOKYMEHTOB, OOpa3yIOIIUXCS B JEATEIBHOCTH OpPraHHU3allud, C YyKa3zaHHUEM
CPOKOB XpaHeHHs (B penakiuu pemenus Pocapxusa ot 27. 10. 2003r.).

3aseayromuii MAJIOY d.1N.0.

(Toxamucs)

« » 20 1.

Hrorosas 3anmcek o KaTCropusax U KOJIUYCCTBC ACJI 3aBCACHHBIX roagy
B MAJIOY
10 BOIIPOCAM XpaHEHUs B TOM YHCIIE:
BCET0 MEPEXONAIINX ¢ ormetkoi DK

IIOCTOAHHOI'O

Bpemennoro
(cBerme 10 jer)
BpemenHoro
(mo 10 yret)
HUTOI'O:

3asenytouuii MAJIOY ®.1.0.

(TrommHck)
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IIpuiaoxenune Ne9

K1 16.3
MYHHIMIAJBHOE ABTOHOMHOE JIOIIKOJbHOE 00pa30BaTeIbHOE VUPEKIEHNE
ropoaa KoraabiMa «Yeoypamkay
(HaMMeHOBaHUe OPraHU3alUH)
VYTBEPXJIEHO
[Ipukazom MAJIOV «Yebyparika»
OT «__» 20 1. Ne
OIIUCH Ne
No Wnnexc nena 3aroJoBOK Jena Hara nena KommnuectBo
(TOoMa, yacTH) (ToMa, JacTn) (ToMa, JacTn) JIMCTOB B JIENIE IIpumeuanune
(TOoMe, 4yacTH)
1 2 3 4 5 6
HaumenoBanue pazzgena
B nannyro onuce BHECEHO nei ¢ Ne

o Ne

(uudpamu u nponucko)

B TOM YHCJIC:

JUTEPHBIE HOMEpa:

MPOMYIIEHHBIE HOMEpa:
HauMeHnoBanue nOKHOCTH

COCTaBUTECIIA OIIUCH:

COI''TACOBAHO

(Toxmucsk)

[TpoTokon DK MAIOY «Yebyparika
oT Ne

(pacmmdpoBKa MOAIICH)
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MAJIOY «HeOypamka»

(HaMMeHOBaHUe OPraHU3alMu)

oT

AKT

2011r Ne

0 BBIACJICHUHU K YHHUYTOKCHUIO TOKYMCHTOB,

HE MOAJICKAIIUX XPAHCHUTIO

Ha ocHoBanuun

IIpniaoxenue Nel0

YTBEPKJAEHO

K 16.3

npukazom MAJIOY «Yebypamka

OT «__»

20

r. Ne

(HaSBaHI/Ie 1 BBIXOJHBIC JaHHBIC MEPEYHSA JOKYMEHTOB C YKa3aHUEC CPOKOB UX XpaHeHI/ISI)

0TOOpaHbI K YHHUTOKCHHIO KaK HE HMMCIOIINE HAyYHO-HCTOPUYECKOM IIEHHOCTH U yTPATHUBIINE
MPaKTUYECKOE 3HAYCHHE TOKYMEHTHI oHmaa No

(HazBanue (oHIA)

Ne 3arooBoK [ata nena uiu Homepa Wunekc nena Konuuecto Cpoxu ITpumeuanune
zena KpaiiHue 1aTsl omnuceit (Toma, gactm) Jien (TOMOB, XpaHeHus aena
nen (HOMEHKIATYp o yactei) )TOMa, 4acTu) u
3a Tobl) HOMEHKJIaType HOMepa cTaTei

i Ne niena no TO TIEPEYHIO
OITMCHU
1 2 3 4 5 6 7 8
Hroro:

el 3a

Omnucu JCJI ITIOCTOAHHOT'O XPAHCHUSA 3a

(uudpamu u nponuckIo)

HaumenoBanue JOJDKHOCTH JINILIA,

MIPOBOJIUBIIIETO SKCIIEPTUIY

LIEHHOCTU JJOKYMEHTOB
MHara:

COI'JTACOBAHO
[Iporokon DK

OT «__» 20 1. Ne

TOJIbl YTBEPKICHBI.

TOJEI

(Toxmucsk)

WHCcTpyKIus o opraHy3anui JesonpousBoactsa B MAJ[OY «YebGypanika»
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IIpuiaoxenue Nell

k. 17.2
BHYTPEHHSAA OIINCH
JTOKYMEHTOB aena Ne
Ne Jara 3aroioBOK JOKYMEHTa Howmepa [Ipumeuanue
/11 | JOKyMEHTa JIUCTOB
1 3 4 5 6
1 2003 OTuer..... 1-10

B nene noamuTo u mpoHyMEPOBAHO

JIMCT - 3ABEPUTEJIb JIEJIA Ne

IIpuiaoxenune Nel2
km 17.2

(umdpamu ¥ IPOIHCHIO)

nucta (OB)

B TtoMm umncie:

.HI/ITepHI)Ie HOMCpa JIMCTOB

[IpomnymienHble HOMEpa JIMCTOB

+ JUCTOB BHYTpPEHHEH onucu

Oco0eHHOCTH (PU3NYECKOTO COCTOSTHUS U
dbopMupoBaHus aena

Howmepa nuctos

1

2

HAanMMCHOBAaHHUC OOJIKHOCTH pa6OTHI/IKa

" n

MTOJINCH

paciudpoBKa MOAITHCH
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