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1. O6wue nonoxkeHus.

1.1. HacToAwLee nofoxeHne 0 AoOKyMeHToobopoTe pa3paboTaHo 1 yTBEPKAEHO
ONA NPUMEHEHUA B MYHULMNAZIBHOM Ka3eHHOM AOLKO/NbHOM
06pasoBaTeNbHOM yupeaeHUn «Xunu-reHaRukcknin a/c «Jlactoukar.

1.2. 3a opraHu3aymio 4OKYMEHTO060pOTa U KOHTPOAb NCNONHEHUA 1ON0XKEHUA
OTBEYAET 4e/I0NPOUN3BOANUTENNIb MYHULMMANBbHOIO KAa3eHHOrO AO0LKO/IbHOTO
06pasoBaTeNbHOro yupexaeHma «Xunu-feHaxumkcknin a/c «/lactoukar.

3a cBOEBPEMEHHOE UCNONHEHWE AOKYMEHTOB OTBETCTBEHHOCTb HECYT
NUCNONIHUTENMN.

1.3. MonoxeHne He PacnpoCTPaHAETCA Ha OpraHmM3aumto paboTbl C AOKYMEHTAMM,
coaepalmnmm cBeeHUA, COCTaBAAOLWME rOCYSAPCTBEHHYIO UK CNYKeOHYHO
TalHy.

1.4. MpumeHeHue Nonoxenuna byget cnocobcTBOBaTb CO34aHMI0 €4MHOM
MeTOAMNYECKOM OCHOBbI OPraHM3aLnm 1 BeaeHnAa 4oKymeHToobopoTa
MYHWULMNANbHOIO AOWKO/IbHOTO 06Pa30BaTE/IbHOrO YYpeKAEHNA
«Xnnn-NMeHaKMKCKMU a/c «Jlactouka.

1.5. Mpwu paspaboTke MNonoxeHns yuTeHbl TpeboBaHMUA Cneayowmx HOPMaTUBHbIX
NPaBOBbIX AOKYMEHTOB B chepe MHPopMaLnmK, AOKYMEHTAUUN, apXMBHOTO AeNna:
- FTocypapctBeHHbIn cTaHaapT PO NOCT P6.30-2003 "YHUPUMUMPOBAHHbIE CUCTEMDbI
OOKYMeHTauMn. YHMPMuUMpoBaHHaa cucTema OpraHn3auMoHHO-
pacnopAanTeNIbHON AOKYMEHTALUMN.

TpeboBaHUA K 0GOPMAEHUIO AOKYMEHTOB";

- ®epepanbHbii 3aKoH 0T 22.10.2004 N 125-93 "06 apxnuBHom aene B
Poccuinckon depepaunmn’;

- PepepanbHbIl 3aKkoH 0T 27.07.2006 N 149-93 "06 nHpopmauuu,
MHOOPMALLMOHHbIX TEXHONOMMAX M O 3awwmTe nHGopmaumn';

- PepepanbHbIf 3akoH 0T 27.07.2006 N 152-93 "O nepcoHanbHbIX AaHHbIX";

- YKa3 lMNpe3ungeHTta Poccuiickon Pegepaumm o1 06.03.1997 N 188 "06
YTBEPXKAEHUN NEePEYHA CBEeAEHNIN KOHOUAEHLMANBHOIO XapaKTepa';

- MocTtaHoBneHUe MpaBuTenbctsa Poccuniickon Pegepaumm ot 22 ceHTabpa 2009 r.
Ne 754 «06 ytBepaeHUM MoN0KEHUA O CUCTEME MEXKBELOMCTBEHHOIO
31EKTPOHHOIo AOKYMEHTOO60pPOTaY;

- MoctaHoBneHme Mpasutenbctea Poccuiickon Pegepaumnm ot 26 pespana 2010 .
Ne 96 «0O6 aHTUKOPPYNLMOHHOM 3KCNEPTU3E HOPMATUBHbIX MPABOBbIX aKTOB U
NPOEKTOB HOPMATMBHbIX MPABOBbIX AKTOBY.

1.6. OcHoBHble NOHATUA MonoKeHUA:

- AOKYMEHT - MaTepuasibHbI HOCUTENb C 3aPUKCUPOBAHHOM HA HEM B 11060



dopme nHPopmauuen B BUAE TEKCTA, 3BYKO3aNMUCK, n306parkeHna u (nnm) nx
COYEeTaHMA, KOTOPbIN UMEET PEKBU3UTBI, NO3BONAIOLME €r0 UAEHTUPULNPOBATD,
M NpefHa3HayYeH Ana nepeaaym Bo BPEMEHM M B MPOCTPAHCTBE B LLeNAX
06LLecTBEHHOrO NCNO/Ib30BAHMA U XPAHEHUS;

- Npomn3BoAMTEND (CO3AaTEND) AOKYMEHTOB - INLL0, OCYLLECTBAAOLLLEE
noAroToBKy, obopmaeHune 1 nepegayy (40CTaBKy) AOKYMEHT];

- KOMMNbIOTEPHbIE NPOrPaMMbl - MPOrPaMMbl 419 BCEX BUAOB NEPCOHANbHbIX
KOMMNbOTEPOB U 6a3bl aHHbIX HA 3/IEKTPOHHOM HOCUTEE;

- 3/IEKTPOHHbIN AOKYMEHT - popManm3oBaHHaA 3anncb MHGOPMaLMn B
3N1eKTPOHHOM BMAE, OTBEYatoLW,an npasuaam n tpebosaHnam
OOKYMEHTUPOBAHMUA;

- 3/IeKTPOHHaA uMPpoBasa NOANUCL - PEKBU3UT INEKTPOHHOTO AOKYMEHTA,
npeaHa3HaYeHHbIN ANA 3aWMTbl 4AHHOIO 3/1IEKTPOHHOIO AOKYMEHTA OT
noAnenku, NoNy4eHHbIN B pe3yibTaTe Kpuntorpadumyeckoro npeobpasoBaHua
MHPOPMALMM C NCMONBb30BAHMEM 3aKPbITOrO K/1H04a 3/1EKTPOHHOM LUPpPOBOM
NOANUCK 1 NO3BONAIOLWMN NAEHTUDMLMPOBATL BAagenbla cepTudmkaTta Kaova
NOAMNWUCK, @ TaKKe YCTAaHOBUTb OTCYTCTBUE UCKaXKeHUs MHGOpMaLumM B
3/1EKTPOHHOM AO0KYMEHTE;

- MHOPACTPYKTYPa AOKYMEHTUPOBAHMA MHPOPMALUM B 3NNIEKTPOHHOM BUAE -
COBOKYMHOCTb MHPOPMALMOHHO-TEXHONOFMYECKUX M OPraHU3aLMOHHO-NPABOBbIX
MepPONPUATUIN, NPABUN U PELLEHUIN, PEANN3YEMDIX B LLENAX NPULAHUA
IOPUAMNYECKOM CU/bl 3IEKTPOHHbBIM AOKYMEHTAM;

- PEKBU3UT AOKYMEHTA - 0653aTeIbHbIN 3N1EMEHT OPOPMIEHNA LOKYMEHTA,
pernameHTUpPyembl COOTBETCTBYHOLWLMMM MPaBOBbIMM aKTaMu;

- 6NaHK AOKYMeHTA - Habop pPeKBU3NTOB, UAEHTUPULMPYIOLLMX aBTOPA
0dULMNANBHOIO NMMCbMEHHOIO AOKYMEHTA;

- NOA/IMHHWUK AOKYMEHTA - NepBbI NNN eANHCTBEHHbIM 3K3eMNAAP LOKYMEHTA;
- KONMA 4OKYMEHTA - AOKYMEHT, MONHOCTbO BOCNPOU3BOAALWMN MHPOPMALULIO
NOA/IMHHUKA AOKYMEHTA M €ro BHELUHME NPU3HAKK, HE MMEIOLLUI I0PUANYECKOM
CUANbI;

- AOKYMEHTO060pOT - ABMKEHME AOKYMEHTOB C MOMEHTA MX CO34aHNA UK
Nosly4eHns 40 3aBePLIEHUA UCNONHEHMA, MOMELLEHMA B A0 U (MKn) OTNpaBKu;
- perncTpauma 4OKYMEHTA - NPUCBOEHME AOKYMEHTY PErMcTpaLmMoHHOro Homepa
M 3aMnCb B YCTAHOBNIEHHOM NOpAAKe CBEAEHWNIM O AOKYMEHTE;

- HOMEHKANaTypa Aen - CUCTEMATU3MPOBAHHbIM NepeyeHb HAMMEHOBAHMN aen,
bopmMupyeMbIX B LOWKONbHOM YUYpPEXOEHMMN, C YKA3aHMEM CPOKOB UX XPAHEHUS;
- AEN0 - COBOKYMHOCTb AOKYMEHTOB MU OTAENbHbINA AOKYMEHT, OTHOCALLMECS K



OAHOMY BONPOCY MW y4aCTKY AEATENbHOCTM AOLWKO/IbHOMO yUYpeXXaeHUs;

- PYKOBOACTBO A0LWKO/IbHOM OpraHn3aumn: 3aBeyoLWnii, ero 3aMecTmuTeNb.

1.7. B noKymeHTO060pOTE MYHMLUMNANBHOTO KAa3eHHOro AOLWKO/AbHOIo
06pasoBaTeNbHOro yypexaeHma «Xunm-NeHarKnKckui a/c «Jlactouka».

(nanee — [leTckmin cad) BblAENAKOTCA CAeAyoWmne AOKYMEHTOMNOTOKM:
nocTynarowana A0KyMeHTauma (BxogauLan), oTnpaBasemasn AOKyMeHTaumn
(ncxopAwan), BHYTPEHHAA AOKYMEHTaUMA.

1.7.1. Bxoaawmmn 4OKYMEHT — OKYMEHT, NOCTyNMBLIMIA B [leTCKuiA caa.
BONbLWMHCTBO BXOAALWLMX AOKYMEHTOB A0O/IKHbI MOPOXKAATb COOTBETCTBYHOLLMNE
ncxogALLMe B yCTaHOBEHHbIe CPOKU. CPOKM MOAFOTOBKM OTBETOB HA BXOAALLME
OOKYMEHTbI MOTYT ObITb YCTaHOBMIEHbI HOPMATUBHbBIMM AaKTaMK,
npeanuCbIBaloWUMM TO UM MHOE BPEMS OTBETA HAa COOTBETCTBYHOLLME BXOAALLUMN
OOKYMEHT, MOTyT ObITb YKa3aHbl HEMNOCPEACTBEHHO BO BXOAALLMM AOKYMEHTE,
MOryT 6bITb YKa3aHbl pyKoBOACTBOM [leTCKOro caaa.

1.7.2. Ucxoasawmm fOKYMeEHT — oPpuUManbHbIM AOKYMEHT, OTNPABIAEMbIN U3
[eTckoro caga. bonbWKWHCTBO NCXOAALMX LOKYMEHTOB AB/IAOTCA OTBETOM
[eTcKoro caga Ha BxogAauwme AOKYMeHTbl. HEKOTOpaAa YacTb McxopALmx
AOKYMEHTOB roTOBUTCA HA OCHOBE BHYTPEHHUX AOKYMEHTOB. Heboablioe Yncno
NCXOOALLMX AOKYMEHTOB MOXKET TpeboBaTb NOCTYNEHMA BXOAALLMX AOKYMEHTOB
(Hanpumep, 3anpockl B Apyrve opraHM3saumm).

1.7.3. BHyTpE€HHUIN AOKYMEHT — 0dULMANbHbIN AOKYMEHT, HE BbIXOAALLMN 33
npeaenbl [leTckoro caga. JaHHble 4OKYMEHTbI MCNONb3YHOTCA AN1A OPraHM3aLmnm
paboTbl, TaK KaK OHU 0becneyYmBaloT LeneHanpaBleHHOe peleHne
ynpaB/IeHYECKNX 33434 B Npeaenax yupexaeHua. K BHyTpeHHUM JOKyMeHTam
OTHOCATCA OPraHM3auMOHHO-NPABOBbIE, OPraHM3aLNMOHHO pacnopaauTesbHble,
MHPOPMALMOHHO-aHANIUTUYECKNE OOKYMEHTDI.

1.8. [locTaBKa 1 OTNpaBKa BXOAALLNX U UCXOLALLUNX AOKYMEHTOB OCYLLLECTBAAETCA
CpeAcTBaMM NOYTOBON, PAaKCMMUIbHOW CBA3U, SNIEKTPOHHbIMK CPeaCcTBaMM
KOMMYHMKaLUMW.

2. NopAaaoK opraHM3auum AoKymeHToobopoTa.

2.1. OcHOBHble Npoueaypbl AOKyMmeHToobopoTa:

2.2. MNpuem 1 nepBMyHaa 06paboTKa NOCTyNaoOWMUX AOKYMEHTOB, B TOM YMCNE
OOKYMEHTOB, MOCTYNMBLUMX B 3/1EKTPOHHOM GOopMmeE;

2.3.lpepBaputenbHoOe pacCMOTpPeHNE LOKYMEHTOB;

2.4. Pernctpauma nocTynarowmx 4OKYMEHTOB B XKYPHane BXO4ALLEN
KoppecnoHaeHumMu;

2.5. PaccmoTtpeHme A4OKYMeEHTOB pyKoBoauTenem [eTckoro caga v gosegeHume



AOKYMEHTOB [0 UcnonHuTenen (nog noanuco);

2.6.06paboTKa, UCNONHEHME AOKYMEHTOB, NOATOTOBKA OTBETOB;
2.7.0praHun3auma paboTbl C 0OTNPaBAAEMbIMU AOKYMEHTAMM.

2.2. Mpuem 1 nepsuyHaa 0bpaboTKa NoCTynatoWwmx 4OKYMeHTOB. Mprem u
06paboTKy nocTtynatowen B JeTCKUI cag, KOppecnoHAEeHUNU, B TOM Ynucne
AOKYMEHTOB, MOCTYNMBLUUX B 3/1EKTPOHHOM dopme, ocyLecTBaneT
AenonpoussoauTesb. Mpun 3TOM ML, MTPUHMMAOLLEE KOPPECNOHAEHLMIO:

- NpoBepAeT NPaBUIbHOCTb aAPECOB NOCTYNAIOLWMX AOKYMEHTOB, NPABMUIbHOCTb
AO0CTaBKN U KOMMNNEKTHOCTM A0KYMEHTOB. OWwWMbOOYHO A40CTaBAEHHYO
KOppPecnoHAeHLUMIo NepecbiNatoT NO NPUHALNENKHOCTH;

- AeNonpoun3BOANTENb BCKPbIBAET NPUHATYIO KOppecnoHAeHuMto (3a
NCKIIOYEHMEM KOPPECNOHAEHUMN C OTMETKOMN Ha KoHBepTe "/InyHo"), coptupyer
AOKYMEHTbI Ha NoA/IeXKallMe U He nogaexKalme perncTpaunu;

- KOHBEPTbI OT NOCTYNUBLLEM KOPPECNOHAEHUMM AeI0NPOU3BOANTENb COXPAHAET
M NpuUaaraeT K AOKYMEHTaM B C/ly4anx, eCiu KaneHaapHbIN WTemnenb Ha
KOHBEPTE AO0JIKEH CNYKUTb A0KA3aTE/IbCTBOM BPEMEHW OTMNPABKM UM NONYYEHMUA
AAHHOTO LIOKYMEHTa UM ecin aapec OTNPaBUTENA YKAa3aH TOIbKO Ha KOHBepTe.
O653aTenbHO COXPAHAOTCA KOHBEPTbI C MMCbMAaMM NMPETEH3MOHHOIO XapaKTepa, a
TaKXKe C 06palLeHNAMMN rpaxKaaH;

- Aenonpoun3BoaAnTeNb BblaeNseT AOKYMEHTbI, aApeCOBaHHbIe B
noABeAOMCTBEHHbIE yYPEKAEHMA ANA Nepeaadyn 4OKYMEHTOB HeENOCPeaACTBEHHO
B yUperKaeHne, MMHYA PYKOBOACTBO;

- JOKYMEHTbI, nocTynmeLne B [JeTckuii cag B paboyee Bpemsa, npoxoaaTt
nepBuYHY0 06PabOTKY M PErNCTPUPYIOTCA B AEHb NOCTYN/IEHNA B TeYeHUe 2
yacos. B cnyyae noctynneHuma 4OKYMeHTOB B Hepaboyee Bpemsa CPOKM 06paboTKm
AOKYMEHTOB 1 UX perncTpauma uan nepegada B no4BeLO0MCTBEHHOE yupexaeHne
Ha4YMHaloTCA ¢ nepBoro paboyero Yaca cneayrowero paboyero gHs;

- B C/ly4ae 0bHapyKeHUA HEKOMMNIEKTHOCTM AOKYMEHTA, NOBPEeXAEHMSA
AOKYMEHTa AN KoHBepTa (YNaKoBKK) A4eN0nNpoM3BOANTENb YCTaHABAMBAET UX
NPUYMHbI, PN HEOBXOANMOCTM CBA3bIBAETCA C NpousBoguTenem (oTnpasutenem)
AOKYMEHTa, NPUHUMAEeT Heobxoanmble Mepbl ANA YCTPAHEHUA BbIABIEHHbIX
HeaoCTaTKoB. MNpn 0O6HapYKEHUN OTCYTCTBUA AOKYMEHTOB UM NMPUNOKEHWUN K
HWUM, NOPYM BCETO MW YACTU AOKYMEHTA Ae/I0NPOM3BOANTENb COCTABASAET aKT B
Tpex ak3emnasapax. OanH ocTaeTca B cekpeTapuaTe, BTOpon npnobuiaeTcsa K
NOCTYNUBLUEMY LOKYMEHTY, TPETUMN HAaNPaBAAETCA OTNPABUTENIO AOKYMEHT];

- NPY HAaIM4YUM Ha KOHBepTE (YNaKoBKe) OTMETKM O KOHPUAEHLMANBHOCTH, A
TaKkKe nomeTok "/lInyHo", "CpouHo", "OnepatmBHO" 1 T.N. AenonponsBoanTENb



perncTpupyeT Takme JOKYMeEHTbl He3ameaamtenbHo. KoppecnoHaeHUMA ¢
oTmeTKoM "JInyHo" BpyyaeTcs IMYHO agapecaTy Uan ero 4OBePEHHOMY AunLy.
KoppecnoHaeHumsa, umerowana nomeTtky "KoHpuaeHumanbHo", obpabaTtbiBaeTcs
TEM COTPYAHMKOM, KOTOPbIN UMEET K HEN 0MYCK.

2.3. NpepBaputenbHoe pacCMOTpeHMe A0KYMeHTOB. [lenonpounssoantenb
npeaBapuTeIbHO pacCMaTPMBaET BCe NOCTYNUBLLUNE AOKYMEHTbI B LLeAAX
BblAENEHMA U3 BCEFO MAacCMBa NOCTYNMBLUEN KOPPECNOHAEHUMN AOKYMEHTOB,
Tpebyowmx 06A3aTeNbHOrO PAaCCMOTPEHMSA 3aBeayowmnm [eTcKkoro caga.
[lOKyMeHTbI, nocTynusLime B [JeTCKMM cag No BONPOCam, He Tpebyowmm
PacCMOTPEHUA PYKOBOACTBOM, HaNpPaB/IAOTCA AenonpoussoauTtesiem
HenocpeACTBEHHO B NOABEAOMCTBEHHbIE yupexaeHna. OCHOBaHUeM ANA
NPUHATUA pelleHnA B Xoae npeasapuTesIbHOro paccCMOTPeHUA ABNAETCA
cofepraHne JOKYMEHTA, a He TO/IbKO aZpecoBaHme OOKYMeHTa
COOTBETCTBYHOWEMY AO/IIKHOCTHOMY AnLy. PesynbtaTtom npeaBapuUTeNbHOro
PacCMOTPEHUA AO/IKHO ObITb HaNnpaBAeHME AOKYMEHTA PYKOBOAMUTENIO
yuypexaeHua ona BblHeCEHUA YKA3aHUA NO UCMOJIHEHUIO AOKYMEHTA.

2.4. Pernctpauma noctynatowmx 4oKymeHToB. MNoctynatowme B eTcKkni cag
OOKYMEHTbI PErNCTPUPYIOTCA AeN0NPOU3BOAUTENIEM TONIbKO NOCAE UX
npeaBapuTe/IbHOro PAaCCMOTPEHMUA.

2.4.1. Bce ,OKyMeHTbl, agpecoBaHHble 3aBeaytouemy [leTckoro caga, nognexart
perncTpaumm B eHb NOCTYN/eHNs (Kpome AOKYMEHTOB, BKIOYEHHDbIX B
NPUMEPHbIN NepeyveHb HEPErnCTPUPYEMbIX LOKYMEHTOB).

2.4.2. Ha nony4yeHHbIX LOKYMEHTaX NPOCTABAAETCA PErNCTPALMOHHDBIN WTamn, B
KOTOPOM YKa3blBaeTCa AaTa NOCTYNAeHMsA, NOPAAKOBbIM BXO4AWMM HOMep. Ecam K
AOKYMEHTY UMeeTCA NPUNOXKEHME, TO PALOM C BXOAALWMM HOMEPOM aenaetcs ob
3TOM oTMeTKa. LLitamn npocTtaBnAeTcA Ha IMLEBOM CTOPOHE NEepPBOro INCTa
OOKYMEHTA B NPAaBOM HUXKHeM yray. NopagKosbie HOMepa GUKCUPYIOTCA B
YKYPHane BXxogAwEen KoppecnoHaeHUUN. JINCTbI XKypHana y4yeTta BXoAsaLemn
KOpPpPecnoHAEeHLUN HYMEPYIOTCA, MPOLIHYPOBbIBAKOTCA M 3aBEPAIOTCA NeYvaTbio
yuypexaeHus.

2.4.3. Ha goKymeHTax, He nogsiexalimnx

2.5.1. JokymeHTbI, He TpebyloLlme pacCMOTPEHUA PYKOBOACTBA, NepeaatoTcs
COTPYAHUKY [leTcKoro caga B COOTBETCTBUU C COAEPHKAHMEM LOKYMEHTOB.
2.5.2. [locne paccMoTpeHUA N HANIOXKEHUA pyKoBOAUTENNIEM Pe30NtoLmn
(pe3ontouma BrkAOYAET GaMUAUIO UCMIONHUTENA, NOANUCH U AATY) AOKYMEHTbI
BO3BpPALLAOTCA 4E10NPOU3BOAUTENIO ANA NEPEHECEHUA YKA3aHMM NO
MCNOJIHEHMIO AOKYMEHTA B XKYPHaA BXOAALLEN KOPPECNOHAEHUMMN, KOTOPbIN



H6epeT 4OKYMEHT Ha KOHTPO/Ib U NepeaaeT UCMONHUTENO No4, PAachUCKY B
KYpHane perncrpaummn BXogalem KoppecnoHAeHUMN C NPOCTaBAEHNEM
ncnonHuTenem Aatbl NonyvyeHua. Ecam B pe3ontoummn yKasaHo HECKOIbKO
NCNONHUTENEN, TO CHUMAIOTCA (CKAaHUPYHOTCA) AONOAHUTENIbHbIE KOMUM
AOKYMEHTA MO YMCAY YKa3aHHbIX ncnonHutenemn. MoanMHHUK OKYMEHTA
HanpasAAeTCA UCMOJIHUTENID, YKa3aHHOMY B pe3010LNM NepPBbIM.

2.5.3. Npun HanpaB/eHNN AOKYMEHTA HECKO/IbKUM UCMOJIHUTENAM
OTBETCTBEHHOCTb 32 NOATOTOBKY MaTepMana HeceT UCMOIHUTE b, YKA3aHHbIN B
pe3sontoumn nepsbiM. OcTanbHble UCNOHUTENM 06A3aHbI NPeaCTaBUTb
HeobxoanmMble MmaTepuabl OTBETCTBEHHOMY UCMNOJIHUTENIO B COTNACOBaHHbIE C
HUM CpOKK. OTBET A0/1KeH ObITb 3aBM3MPOBAH BCEMM UCMOTHUTENAMM,
nepeyncieHHbIMU B PEe30/HOLUN.

2.5.4. [lIoKymeHTbI, 3aperncTpmMpoBaHHbIE B CEKpeTapuaTe, NepesaroTca OT O4HOro
COTpYAHMKA [leTCKoro caga K Apyromy TONIbKO Yepes AeNonpoms3BoanTens
JeTckoro caga.

2.6. ObpaboTKa, UCNOIHEHME AOKYMEHTOB, NOArOTOBKA OTBETOB.

2.6.1. OTBETCTBEHHOCTb 32 06PabOTKY, NCNONIHEHME AOKYMEHTOB, NOAFOTOBKY
0TBETOB U 0bOpPMAEHME AOKYMEHTA B COOTBETCTBMU C YCTAHOBAEHHbIMM
NpaBuIaMmn, a TaKXKe COrnacoBaHmMe NPoeKkTa 4OKYMEHTA C 3aMHTepPeCcoBaHHbIMM
IMUAMU N OpraHn3aumnsammM (BHELLHee CorlacoBaHMe) U AONKHOCTHbIMU NNULLAMU
[leTcKoro caga (BHyTpeHHee cornacoBaHWe) BO3/araeTcsa Ha UCNONHUTENS
OOKYMEHTA.

2.6.2. N\cnonHuTenu B npouecce NCNOJAHEHNA AOKYMEHTA OCYLLLECTB/IAIOT:

- cbop 1 06paboTky HeobxoaMmon nHpopmaLuu;

- NOArOTOBKY NPOEKTa AOKYMEHTa U BCEX HEOBXOAMMbIX MPUNOXKEHUN C
cobntogeHmem npaBma 4OKYMEHTUPOBAHMA;

- COrnacoBaHme NPoeKTa C 3auHTepPeCcOBaHHbIMWN AONKHOCTHLIMU TNLLAMU; -
A0paboTKy NpoeKkTa AOKYMEHTa N0 3aMe4YaHMAM, NOY4EHHbIM B X04€e
CornacoBaHuA (B cnyyae cepbe3HOM KOPPEKTUPOBKM MNPOEKTA AOKYMEHTa
NPoOBOAMTCA €ro NOBTOPHOE COrlacoBaHue);

- NpeAcTaBieHMe NPOEKTa AOKYMEHTA Ha NoANUCh (YyTBep»KaeHMe) pyKOBOACTBY.
2.6.3. MNopanok paboTbl Hag AOKYMEHTOM B CyYanX, €CAU UCNONHEHUNE
OOKYMEHTA NOPYYEHO HECKONbKMM JINLLaM:

- PYHKLMA OTBETCTBEHHOIO UCNONHUTENA U GYHKLUMWN COUCNONHUTENEN B
NoAroToBKe NPOeKTa AOKYMEHTA pacnpeaenatoTca pykosogutenem, Aatowmm
nopyyeHue. Ecnm yHKLMKM He pacnpeseneHbl, To GyHKUMK pacnpegenaeTt
nepsbln (OTBETCTBEHHbIA) UCMOIHUTEND;



- OTBETCTBEHHbIN UCNONHUTENb CO3bIBAET COMCMOIHUTENEN ANA BbIPAaOOTKM
COBMECTHOTO pelleHus;

- NOPALOK N CPOK NpeaCTaBAeHUA NPOEKTOB OTBETCTBEHHOMY UCNOJHUTENIO
onpegensaeT pykosoauTelb UM CamM OTBETCTBEHHbIN UCMONHUTEND.

2.6.4. NpoeKTbl 4OKYMeEHTOB [leTCKOro caga roToBATCA Ha 6aaHKax
YCTaHOB/IEHHOM GOPMbI; AN1A OTNPABKU AOKYMEHTOB, HE MMEIOLLMX A PECHOM
4acTu, rOTOBATCA CONPOBOAUTE/IbHbIE MUCbMA.

2.6.5. [lo npeactaBneHmA Ha No4nuUcb UCNOSHUTENb NPOBEPAET NPABUIbHOCTb
odopMneHNsa AOKYMEHTOB, NPaBMUIbHOCTb aApPeCOBaHUA, HaIMYMe HeEOBXOAMMbIX
BM3, MPUNOKEHUN, NPU HEOOXOANMOCTM - CNPABOK, MOACHUTENbHbIX 3aMUCOK,
Pa3bACHAIOLWMNX CoAeprKaHMe NOATOTOBAEHHbIX 4OKYMEHTOB, INCTa (YKasaTens)
PaCCbISIKN.

2.6.6. [pOEKTbl ALOKYMEHTOB BM3MNPYIOTCA UCMOJHUTENEM, NPU HEODHXOAMMOCTU —
NHbIMK PabOTHUKamK;

BM3bl MPOCTABAAIOTCA HA INLLEBOWN CTOPOHE NOC/NEAHEr0 IMCTA OKYMEHTA B
HUMKHEN ero 4acTu, Ha BTOPOM 3K3emnaape (Konum) 4OKYMeHTa U Ha INCTe
COrN1acoBaHMA.

2.6.7. PaboTta c gokymeHTamu B [1eTCKOM cafy OCYLLECTBNAETCA Ha OCHOBAHUM
YKa3aHWM No NCNOJIHEHUIO AOKYMEHTOB 3aBeaytowero [leTckoro caga, ero
3amecTutens.

2.6.8. icnonHUTeNb Noay4YyaeT AOKYMEHTbl B BO3MOMKHO KOPOTKME CPOKM (B AEHb
NX PAaCCMOTPEHUA PYKOBOAUTENEM UK HA Cheaylolmnii pabounii AeHb), CPOYHble
OOKYMEHTbI nepeaatoTcA UCNONHUTENO He3aMeaUTEeNbHO.

2.6.9. B cnyyae oTcyTCTBMA UCNOAHUTENS (KOMAHAMPOBKA, OTNYCK, 60ne3Hb)
OOKYMEHTbl U MaTepuasibl NepeaatoTca 4pyromy UCNOJHUTENIO NO peLleHunto
3asegytoutero [letckoro caga.

2.6.10. B cnyyae yBonbHEHMA pabOTHUKA UM Nepexoaa Ha APYron y4acToK
paboTbl AOKYMEHTbI M MaTepUanbl NepeaatoTca No akTy NpUema-nepesayn
PYKOBOAMTENIO MM NO €ro yKa3aHUo BHOBb Ha3HAaYe€HHOMY COTPYAHUKY.

2.6.11. MNocne cooTBeTCTBYOWEr0 060CHOBAHMA CPOK UCNOJIHEHMA AOKYMEHTA
MOXKeT bbITb NPOANEH PYKOBOAUTENEM, OTAABLUMM NOPYYEHME, ECIN OTCYTCTBYIOT
peanbHble yCA0BMA BbINOJIHEHUA 334aHNA B CPOK.

2.6.12. He ponycKaeTca aenaTb NOMETKU U paboyne 3anncu Ha AOKyMeHTe. Takue
NOMETKMN O BpeMeHM NOCTYNJAeHnA AOKYMEHTa U MaTepmnanos, o gatax
NPOMEKYTOYHOIrO UCNONHEHUA (TenedOHHbIX M MMCbMEHHbIX 3anpocax), 0 AaTe U
pe3ynbTaTe OKOHYaTe/IbHOro UCNOJIHEHUA AeNatoTcA Ha OTAe/IbHOM JINCTKe.
2.6.13. UcnonHuTenb He AONKEH pa3rnawaTb cogeprKaHne NOCTYNUBLLKUX K HEMY



AOKYMEHTOB M NOAFOTOBAEHHbIX MPOEKTOB CNYXKEOHbIX JOKYMEHTOB, C HUMM
MOTyT 6bITb 03HAaKOMIEHbI TONIbKO NMLA, MMEIOLLME OTHOLLEHME K UX
MCNOJIHEHMIO.

2.7. OpraHusayma paboTbl C 0OTNPaBAAEMbIMU LOKYMEHTAMM.

2.7.1. NoanucaHHble 3aBeayowmm [eTckoro caga (ero 3amectutenem)
AOKYMEHTbI B TOT XK€ AeHb NepeaatoTca 3aBeAyowmnm Uan NCNOTHUTENEM
AEeNonpou3BoanTENtO ANS PETUCTPALLUM U OTNPABKMW.

2.7.2. Jenonpoun3BoauTtens nepes perucrpaumnen 4oKyMeHTa, NOCTYNMUBLLErO Ha
OTNpaBKy, NPOBepPAET NPaBUIbHOCTb ero 0poOpPMAEHMA:

- Hann4yme 6nraHKa, NoANUCK, AaTbl, HEOBXOAMMBIX BU3 U cBeAeHUN 06
NCNONTHUTENE;

- Ha/INYMe 3aro/I0BKa K TEKCTY, HOMepa M AaTbl 4OKYMEHTA, HAa KOTOPbIM AaeTcs
OTBET;

- NPaBU/IbHOCTb aapeca noayyaTens;

- Ha/INYMe YKa3aHHbIX B AOKYMEHTE NPUIOKEHUN, a TaKKe MaTepnanos, Ha
OCHOBaHWM KOTOPbIX FTOTOBUACA UCXOAALWMIN OKYMEHT (€C/1N 3TO OTBET Ha
NOCTynMBLUEE MNUCbMO);

- Ha/IYMe NeyaTn B TeX CAyYasX, Koraa oHa nosaraetca. HenpaBuabHO
odOopMNIEHHbIE AOKYMEHTbI BO3BPALLAKTCA UCMONHUTENAM.

2.7.3. Echn pOKyMeHT HanpaBAAeTCcAa B HECKO/IbKO aApecoB, Ha OTNPaBKY CAAeTcA
CTO/IbKO 3K3eMNAAPOB NOAMNNUCAHHOTO NUCbMa, CKOZIbKO HEOBX0ANMMO ANs
OTNpPaBKM BCEM aapecaTam, N OANH SK3EMNAAP KOMUM.

2.7.4. Nocne npoBepKn 0bopMNEHNA AOKYMEHT PEFNCTPUPYETCA B XKypHane
NCXOOALLEN KOPPECNOHAEHLMNM M Ha BCEX IK3EeMNIAPAX AOKYMEHTA
NPOCTaBAAETCA NCXOSALLNIMA HOMEP NO NOPAAKY. JINCTbI XKypHana yyeTa
NCXOOALLEN KOPPECNOHAEHLUNM HYMEPYIOTCA, NPOLLHYPOBbLIBAlOTCA U 3aBEPALOTCA
neyaTtbto [leTckoro caga. PerncTpaumoHHbI HOMep AOKYMEHTa M AaTa
perncTpaymm NPoCcTaBAAKTCA Ha NOA/IMHHUKE AOKYMEHTA B PEKBU3UTAX BNaHKa U
Ha KOnuwu, ocTatollencs B gene [eTckoro caga.

2.7.5. UcxopgAwmim Homep COCTOUT M3 HOMEpPa AeNa No HOMEHKAAType AeN U
NopAAKOBOro HOMepa.

3. Nepepaya [OKYMEHTOB B CTPYKTYpPHblIEe NogpasaeneHna agMUHUCTPALLMK
TabacapaHcKoro paoHa. KOHTPoAb UCNoONHEHUA AOKYMEHTOB.

3.1. UcxopAawme AOKYMeEHTbI (3anpocbl, NMCbMa, byxrantepckue, puHaHcoBble
AOKYMEHTbI U MHble AOKYMEHTbI), Hanpasaaemble JeTCKMM CaZloM B CTPYKTYPHbIe
nogpasaeneHma agMmMHuUCTpauum TabacapaHCKOro palioHa NoAroTaBAMBALOTCA
MCNONHUTENIEM M HanpaBAAloTcA 3aBeaytowemy [eTtckoro caga (unm ero



3amecTutento). UcnonHutenb nognucbiBaeT AOKYMEHT Ha NocnegHeM NUCTe B
JIEBOM HUXKHEM YIy.

3.2. MognucaHHble 3aBeayoWwmm [leTckoro caga (ero 3amectutenem) LOKYMEHTbI
B TOT }Ke [eHb NepeaatoTca 3aBeAyowmnm Nan NCNONHUTENEM
AEeNoNpPoM3BOANTENIO ANA PETUCTPALLUM U OTMNPABKM.

3.3. lenonpounsBoguTtenb perucTpupyeT NCXOLALLNIA LOKYMEHT B KypHane
NCXOAALLEN KOPPECNOHAEHUMN, HaNPaBASEeMOM B aAMUHUCTPALINIO
TabacapaHcKoro panoHa.

3.4. Jenonpounssogutenb (NpyM HeEOHXOAMMOCTM UCNONTHUTEND) NepenaeT
NCXOAALUMI OKYMEHT B CTPYKTYPHOE noApasaesieHne agMMHUCTPaLLmm
TabacapaHcKoro paiioHa B AeHb NoANUCcaHUA pykosoautenem (npu
HEBO3MOHOCTM — Ha cneayowmnii pabounit geHb), No4 NOANUCH B KypHane
NCXOAALLEN KOPPECNOHAEHLNMN.

3.5. UcxopAawmii 4oKymeHT (3anpoc, NnMcbMo, byxrantepckne u GUHAHCOBbIE
AOKYMEHTbI, AP.) NOANEKUT UCNONHEHUIO (PAacCMOTPEHMIO, NOATOTOBKE OTBETA)
CTPYKTYPHbIMM NoApa3aAeNeHNAMN aaMUHUCTPaLMK TabacapaHCKOro paMoHa B
CPOKM, YCTaHOB/IEHHbIE HOPMATUBHbIMU-NPABOBbIMW aKTaMu Poccuimnckom
depepaumnn, Pecnybnmnkn JarectaH, TabacapaHCKOro paoHa 41a UCNONHEHUS
COOTBETCTBYHOLMX AOKYMEHTOB.

3.6. B cnyyae BO3BpaLLLEHNA UCXOAALWLEr0 AOKYMEHTa CTPYKTYPHbIM
nogpasaeneHnem agMuMHUCTpaumMm TabacapaHCKoro paioHa B [leTCKuit cag Ha
A0paboTKy, AenonpounsBoaMTeNb AeNaeT OTMETKY O BO3BpPaLLEHUN AOKYMEHTaA (C
yKasaHMeMm AaTbl BO3BPALLEHUSA) B XKypHaNe NCXOAALLEN KOPPECNOHAEHLNN B
agMuHucTpaumio TabacapaHCKOro paoHa 1 nepegaeTt 4OKYMEHT UCNONHUTENIO B
AEeHb NOCTYNNEHUA NN HA Cheaylowmnii pabounii AeHb.

3.7. [lOKyMeHT, BO3BPaLLEHHbIM CTPYKTYPHbIM NOApa3aeNeHneM afMUHUCTPALLIUK
TabacapaHcKkoro paroHa B [leTckui cag Ha A0opaboTKy, noanexunt gopaboTtke B
TeyeHue Tpex pabounx gHel. MicTedeHMe CpoKa HauMHAEeTCA Ha caenyownii AeHb
nocsae NocTynaeHma 4OKYMeHTa UCNONHUTENIO.

3.8. MognucaHHbIA UCMONHUTENIEM A0PaABOTaHHbIN AOKYMEHT (C yCTPaHEHHbIMU
3amMeyaHnsAMU, BHECEHHbIMN HEODOXOAUMbIMW CBEAEHUAMM U T.N.) NepenaeTcs
MCNoNHMUTENEM Ha NoANUCh 3aBeaytowemy [leTckoro caga (ero samectutento).
3.9. MognucaHHbI pyKoBOAUTENEM AOKYMEHT NOL TEM Ke PErnCcTPALMOHHbIM
HOMepPOM NepeaaeTca 4eNonponsBogMTeNEeM B CTPYKTYpPHOE nogpasaeneHue
agMuHucTpaumm TabacapaHCKoro paoHa nog nognuch B XypHane (B
AONONHUTENbHOM rpade Toro e perucTpaunmoHHOro Homepa),

C Le/1blo OTCNIEKMBAHMA CPOKOB MCMONHEHMA AOKYMEHTOB COTPYAHNKaMU



[leTckoro caga v CTPYKTYPHbIMU NOAPA3L4eNEHNAMN AAMUHUCTPALUN
TabacapaHCcKoOro pamoHa.

4. Ocob6eHHOCTU PaboTbl C 3IEKTPOHHBIMU AOKYMEHTAMM.

4.1. NMpunem 3NeKTPOHHbIX LOKYMEHTOB M3 OPraHOB BNACTW, APYITUX OPraHU3aumn u
OTNpPaBKa 3/1IEKTPOHHbIX AOKYMEHTOB OCYLLECTBAAETCA AEN0NPOU3BOAUTENEM
[eTcKoro caga.

4.2. INeKTPOHHble AOKYMEHTbI co3aatoTcA, 06pabaTbiBaOTCA U XPaAHATCA B
CcUCTEME 3/1EKTPOHHOIo A0KYyMeHToobopoTa. JOKYMEHTbI, CO34aBaeMblie B
[eTckom cagy v nocTtynarmuwme Ha 6ymarKHOM HOCUTENE, BKOYAKOTCA B CUCTEMY
3N1EKTPOHHOro AOKYMEHTO060pOTa NOC/Ie CKAHNMPOBAHMA U CO34aHUA
3N1EKTPOHHbIX 06Pa30B AOKYMEHTOB.

4.3. dNeKTpOoHHble co0bLeHMA, NOCTyNatowWwme oT APYrmx UL, NO 3/IEKTPOHHOM
NoYTe UM MO CUCTEMAM 3NEKTPOHHOTO AOKYMEHTOOH6OPOTa, NPOXOAAT
PErncTpaumio B CUCTEME 3NEKTPOHHOTO AOKYMEHTOOH0OPOTa B NOPAAKE,
YCTAHOBJIEHHOM B pa3gene 2.2. HacToAuwero lNMonoxeHus.

4.4. SneKTPOHHOEe coobLeHne COCTOUT U3 CONPOBOAUTENBHOM U
coaepatenbHon yacten. ConpoBoguTebHAsA YacTb NpeaHa3HadYeHa gnsa
agpecaunun coobuieHmnn, coaeprkatenbHas YacTb NpeacTaBAAeT cobon TekcT
coobueHuna nmbo TekcT coobuieHna ¢ npucoeanHeHHbIMU hannamu,
COAEPKALMMM INEKTPOHHYIO KOMUIO (3/1EKTPOHHbIN 06pa3) 4OKYMeHTa Uaun
3N1EKTPOHHbIN AOKYMEHT U UX PEKBU3UTDI.

4.5. CoctaBneHune, opopMaeHme 1 CornacoBaHmMe NPOEKTOB INEKTPOHHbIX
AOKYMEHTOB OCYLLECTBAAKTCA MO 06LWMM NpaBuaam 4eN0NpPoOM3BOACTBA,
YCTaHOB/IEHHbIM B OTHOLUEHWM aHAIOTMYHbIX LLOKYMEHTOB Ha HBymarkKHOM
HocuTene. INEKTPOHHbIN AOKYMEHT AO/KEH UMETb PEKBU3UTbI, YCTAHOBNEHHbIE
AN AHANIOTUYHOTO AOKYMEHTA Ha ByMaXKHOM HOCKTeNe, 32 UCKAKOYEHMEM
OTTMCKa NeYyaTn, KOTOPbINA, MO BOSMOXKHOCTU, CKaHUpYeTcA ¢ BymarKHOro
HocuTens.

4.6. EgMHMUEN yyeTa SINEKTPOHHOIO AOKYMEHTA ABAAETCA 3/IEKTPOHHbIN
OOKYMEHT, 3aPerncTpupoBaHHbIN B CUCTEME INEKTPOHHOIO AOKYMeHTOObopOoTa
[leTckoro caga. 3N1eKTPOHHbIN AOKYMEHT, UMEOLUIA NMPUNOKEHUA,
PErNCTPUPYETCA KaK OAMH AOKYMEHT.

4.7.Mocne oTNpaBKN INEKTPOHHOTO AOKYMEHTA, A0CbIJIKW agpecaTy ero Konmu Ha
H6yMarKHOM HOCUTENE, KaK NPaBuIo, He TpebyeTca Npu yCI0BMK, YTO agpecaT He
3anpalunBaeT oTBeTa Ha BymarKHOM HocuTene.

4.8. OTBeTbl Ha 0bpaLLeHNA rPaXKLaH, MOCTYNUBLUMX YEPE3 CUCTEMY SNEKTPOHHOTO
NPaBUTENbCTBA: 3aABUTENI0 06A3aTE/IbHO AAEeTCA MMCbMEHHDbIN OTBET,



HaNpaB/iAEMbI NO NOYTOBOMY agpecy, YyKasaHHOMY B obpalleHunu.

4.9. OTnpaBuTENb 3NEKTPOHHOIO COODOLLEHMA, COAEPIKALLETO INIEKTPOHHYIO KOMULIO
OOKYMEHTA, HeCeT OTBETCTBEHHOCTb 33 COOTBETCTBUE COAEPIKAHMA INEKTPOHHOMN
KOMWUU COAEPHKAHMIO NOJAMHHMKA LOKYMEHTA Ha ByMaKHOM HocuTene.

5. OTBETCTBEHHOCTb 32 HapyLUeHMe CPOKOB Npu opraHM3auum
AOKymeHTOOb6OpOTA.

5.1. Mpwn HapyLeHUN CPOKOB UCMONHEHNA AOKYMEHTOB, CPOKOB A0PabOTKM
AOKYMEHTOB COTpYAHMKamn [1eTCKOro caga, UCNoAHUTENM (MPWU HAaIMYMK UX
BMHbI) HECYT OTBETCTBEHHOCTb B COOTBETCTBMMU C AENCTBYHOLMM
3aKOHOAATENbCTBOM.

5.2. MNpn HapyLeHUN YCTAHOB/IEHHbIX AENCTBYHOLLMM 3aKOHOA4aTE/IbCTBOM CPOKOB
PacCCMOTPEHUA, NCNOJIHEHMA AOKYMEHTOB, NOCTYNUBLUMNX U3 [JeTCKOro caga B
CTPYKTYPHblE NoApa3aeneHnsa agMMHUCTpaunm TabacapaHCKOro paroHa,
3aBeayowmii [letckoro caga (ero 3amectuTtesib) MOXKeT 06paTUTbCA K
PYKOBOACTBY aAMUHUCTPAuUum TabacapaHCKOro paioHa o NpuBaeYeHUmn
COTPYAHWUKOB, AOMYCTUBLUNX HAPYLLEHWNE U PYKOBOAMUTENEN COOTBETCTBYIOLLLNX
noApasaeneHnn K OTBETCTBEHHOCTU, YCTaHOBNEHHOW AeNCTBYIOLWLMM
3aKOHOAATENbCTBOM.



