MpuHATO Mpunoxenune 31
Ha 0bwem cobpaHum paboTHMKOB K npuKasy ot «02» asrycta 2021 r. Ne 84

npotokon Ne 7 ot 30 nona 2021 r.

MHOJIOXKEHHME O IOKYMEHTOOBOPOTE
MYHHUIIUNIAJIBHOTO IOIIKOJLHOI0 00pPa30BaTe/IbHOI0 YUpeKIeHusl
«JleTckmnii cai KOMOMHUPOBAHHOTO BUaa Ne 25

1. O01mme moJ10KeHus.

1.1. Hacrosimee mosjoxxkeHHe O JAOKYMEHTOOOOpOTE pa3paboTaHO M YTBEPKIACHO IS
MPUMEHEHHUS B MYHUIIMIIAIBHOM JOLIKOJIBHOM OOpa30BaTeIbHOM YUpekIeHHH «JleTckuil can
KOMOMHHUPOBAHHOTO BUja Ne 25y,

1.2. 3a opranuzanuoo JOKyMEHTOOOOpOTa W KOHTpOJsb ucrnoyHeHus [lonoxkeHus oTBedaer
JIETIONPOU3BOJIUTEh ~ MYHUIMIAIBHOTO  JIOMIKOJBHOTO  OOpa30BaTENIBHOTO  YUPEKICHUS
«erckuit can koMOuHMpoBaHHOTO BHa Ne 25%». 3a cBOEBpEeMEHHOE MCIOIHEHHUE JIOKYMEHTOB
OTBETCTBEHHOCTh HECYT WCTIOTHUTEIIH.

1.3. TlonoxeHwe He pacHpoCTpaHSETCs HAa OpraHu3alHi0 pPadoThl C JOKYMEHTaMH,
COJICP)KAIIIMK  CBEJICHHS, COCTAaBJISIONINE TOCYJApPCTBCHHYIO WJIH CIY)KEOHYIO —TaifHYy.

1.4. ITpumenenue IlomoxkeHus OyAeT crMOCOOCTBOBATh CO3JAHUIO €IMHON METOAMYECKOM
OCHOBBI OpraHM3alldd W BEJIEHUS JIOKYMEHTOOOOpPOTa MYHHUIHUIAIBHOTO JOIIKOJBHOTO
00pa30BaTenbHOTO YupexaeHus «Jlerckuii cag KoMOMHUPOBAHHOTO BUAa Ne 25,

15.  lpwm paspaboTke MonoxkeHua yyYTeHbl TpeboBaHuA cnenyrowmx

HOPMaTMBHbIX MPaBOBbIX [AOKYMEHTOB B chepe WHPOpMaUMKM, AOKYMEHTaUMM, apXMBHOrMO

aena:
- TocypapcTBeHHbI  cTaHgapt P® TOCT P 6.30-2003 "YHUOMUMPOBAHHbIE  CUCTEMBI
OOKYMEHTauuu. YHudmumpoBaHHas cuctema OpraHM3aLMOHHO-PaACcNopPAANTENbHOM

OOKyMeHTauumn. TpeboBaHMA K 0GOPMNEHNIO AOKYMEHTOB";

- depepanbHbIi 3aKoH oT 22.10.2004 N 125-®3 "O6 apxuBHOM pgene B Poccuitckoi
depepaunn”;

- depepanbHbii  3aKoH oT 27.07.2006 N 149-®3 "O6 wuHPopmauuu, WHPOPMALMOHHBIX
TEXHONOTUAX U O 3aLmTe UHPopmauun";

- bepepanbHbIi 3aKoH 0T 27.07.2006 N 152-d3 "O nepcoHanbHbIX AaHHbIX";

- Ykas [pesunpeHTta Poccuiickor Pepepaumm ot 06.03.1997 N 188 "O6 yTBEp:KAEHUMU
nepeyHn ceefeHnn KoOHOUAEHUMANBHOTO XapaKkTepa";

- MNoctaHoBneHne [lpasutenbctBa Poccuiickoi depgepaunm OoT 22 ceHTabpA 2009 .
Ne 754 «06 ytBepaeHUM [loNoOXKeHMA O CUCTEME MEXKBEAOMCTBEHHOIO 3/1eKTPOHHOro

AOKYMeHToo60poTa»;

- MoctaHoBneHue [paButenbctBa Poccuiickot ®Pegepaumm ot 26 despana 2010 r. Ne 96
«06 aHTMKOpPPYMNUMOHHOM aKcnepTtmse HOPMATMBHbIX nNpaBoBbIX aKTOB n NpPOEeKTOoB
HOPMATMBHbIX NPAaBOBbIX AaKTOB».

1.6. OcHOBHble NoHATMA [MoN0XKeHUA:

- NOKYMEHT - MaTepuanbHbli HOCUTENb C 3adUKCMpPOBaAHHOM HA Hem B bol dopme
uHbopmaumein B BWAE TEKCTa, 3ByKO3anucKu,  U306parkeHus n (Man) unx  coyeTaHwus,



KOTOPbIA MMEeT pPeKBM3UTbI, MO3BONAKOWMNE ero uaeHTUIUUMPOBATb, W NpeaHasHayeH AnA
nepefayM BO BPeMeHW M B MNPOCTPAHCTBE B LenAX O06lecTBEHHOrO0 WCMNOo/b30BaHUA MU
XpaHeHus;

- npoussBoauTenb (cospaTesnb) OOKYMEHTOB - /MU0, OCYLLeCcTBAAIOWEee MNOATOTOBKY,
odopmneHue 1 nepegady (LOCTaBKy) 4OKYMEHTA;

- KOMMbIOTEPHbIE nporpammbl - nporpammbl  Ana BCex BUAOB NepCcoHasbHbIX
KOMMblOTEPOB M 6a3bl AAaHHbIX HA 3/IEKTPOHHOM HOCUTENE;

- 3/IeKTPOHHbIN [JOKYMEHT - ¢GOopmann3oBaHHasa 3anucb WHGOPMALMM B  3NEKTPOHHOM
BMAE, OTBEYAloLLan NpaBMnam M TpeboBaHMAM AOKYMEHTUPOBAHMS;

- 3/1IeKTPOHHAaA UMdpoBas NOANUCb - PEKBU3IUT INEKTPOHHOIO AOKYMEHTa, NpefHasHaYeHHbIM
ONA  3aWWTbl OAHHOTO 3/1EKTPOHHOrO AOKYMEHTa OT NOAAENKW, NOJYYEHHbIA B pesy/braTte
Kpuntorpaduyeckoro npeobpasoBaHMAs MHOOPMALMM C  MUCMOIb3OBAHMEM  3aKPbLITOrO  K/toYa
3/IEKTPOHHON UMPPOBON NOAMNUCKM M MNO3BONAKOWMIA MAEHTUOMUMPOBATL BAadenbuUa cepTuduKaTa
KNtoYa NoAmnuncK, a TakKe yCTaHOBUTb OTCYTCTBME UCKaXKeHMA MHGOPMaL MK B 31EKTPOHHOM [OKYMEHTE;

- WHOpPACTPYKTYypa OOKYMEHTUPOBaHMSA nHpopmauum B 3/1IEKTPOHHOM Bnae -
COBOKYMHOCTb MHOOPMALMOHHO-TEXHO/IOTUYECKNX 7 OpraHn3aUMoHHO-NPaBOBbIX
MEPONPUATUI, NpPaBUN U PELIEHUM, peanm3yembliX B UeNax npuaaHua HpUANYECKOW CUAbl
3/1eKTPOHHbIM AOKYMEHTaM;

- PEKBU3UT AOKYMeHTa - 06Aa3aTesibHbI 31eMeHT 0GOPMIEHUA OOKYMEHTA, pernameHTUpyembli
COOTBETCTBYIOLIMMWN NPABOBbIMU aKTaMM;

- b6naHK p[OKyMeHTa - Habop pPeKBM3WUTOB, MWAEHTUOUUMPYIOWMX aBTopa odUUMANbHOTO
NUCbMEHHOTO AOKYMEHTa;

- NOANNHHUK AOKYMEHTA - I'IepBbIﬁ nnn eAMHCTBeHHbIVI 3K3eMnnAap OOKYMEHTa,

- KonwuA OOKYMEHTa - [OKYMEHT, NONHOCTbIO BOCMNPOM3BOAALLMUN nHpopmaumio
NOA/IMHHUKA AOKYMEHTA M €ro BHELLUHWE NPU3HAKM, HE UMEIOLLMI I0PUAMYECKOM CUAbI;

- AOKYMEHTOO60pPOT - [ABUMKEHWE [OOKYMEHTOB C MOMEHTa WX CO34aHWUA WAW MOJyYeHus Ao
3aBepLIEeHUS UCMNOJTHEHUS, MOMELLEHNA B AeN0 U (MN1K) OTNPaBKMY;

- perucTpaums  OOKYMEHTa - MPUCBOEHWE [OKYMEHTY PerucTpauMoHHOro HOMepa WU 3anucb
B YCTAHOB/IEHHOM MOPAAKE CBEAEHWIA O LOKYMEHTE;

- HOMeHK/aTypa aen - CUCTEMATU3MPOBAHHBIM nepeyeHb HanMeHOBaHWI aen,
bopmmrpyembix B AOLWKO/IBHOM YYpEXKAEHUN, c YKasaHnem CPOKOB nx
XpaHeHus;

- 0eN0 - COBOKYMHOCTb [AOKYMEHTOB WAM OTAE/bHbIA [OOKYMEHT, OTHOCALMECA K OgHOMy

BOMPOCY NN YHaCTKY AeATENbHOCTU AOLWKO/IbHOIO y4ypexgeHuna,

- pykoBoACTBO LI,OLLIKO!'IbHOﬁ OopraHnsauunun: 3aBe/J,y|ouJ,m71, €ro 3amectuTesb.

1.7. B pokymeHTo060pOTE MYHULMMNANLHOTO AOLWKOAbHOrO 06pa30oBaTeNbHOrO yupexaeHua «eTckuii
cag KombuHuposaHHoro Buga Ne 25» (panee — [JleTckuit caa) BblAENAOTCA  caeaylouime



JOKYMEHTOMOTOKMN:  MocCTynawowaa [AOKyMeHTauma (BxoAdAuwlas), oTnpasnsemas AOKYMeHTauumsa
(ncxopawan), BHYTPEHHAS AOKYMEHTALMA.

1.7.1. Bxogawmin OOKYMEHT — AOKYMEHT, NOoCTynuBWWM B [eTckuit cag. BonblMHCTBO BXOAALWMX
OOKYMEHTOB A0/IKHbl MOPOXKAAaTb COOTBETCTBYHOLLME MUCXOAAWME B YCTAaHOBJIEHHble CPOKWU. CpoKun
NoAroTOBKM OTBETOB Ha BXOAALLME OOKYMEHTbl MOTYT ObiTb YCTAaHOB/IEHbI HOPMATMBHbLIMM aKTamMy,
npeanucbIBaloWMMKM TO WU MHOE BPEMS OTBETA Ha COOTBETCTBYIOLIME BXOAALIMIA OOKYMEHT, MOryT
6bITb YKa3aHbl HENOCPeACTBEHHO BO BXOAALWMM AOKYMEHTE, MOryT OblTb YKa3aHbl PYyKOBOACTBOM
[JeTcKkoro capa.

1.7.2. Ucxoaawmin [OOKYMEHT — oduuManbHblii AOKYMEHT, oTnpasasembii u3 [leTckoro caga.
BONBbWMHCTBO UCXOAALUMX AOKYMEHTOB ABAAIOTCA OTBETOM [leTCKOro cafa Ha BXOAALME AOKYMEHTbI.
HeKkoTopas YacTb UCXOAALWMX AOKYMEHTOB rOTOBUTCA Ha OCHOBE BHYTPEHHUX AOKYMeHTOB. Hebonblioe
UMCNO UCXOAALMX OOKYMEHTOB MOMKET TpeboBaTb NOCTYN/IEHMA BXOAAWMX AOKYMEHTOB (Hanpumep,
3anpocbl B Apyrnue opraHnsaumm).

1.7.3. BHYTPEHHMIA AOKYMEHT — 0pULMaNbHbIN JOKYMEHT, He BbIXOAALLMIA 3a npeaenbl [eTckoro caga.
[laHHble AOKYMEHTbl WCNO/b3YITCA A/A OpraHuM3aumMmM paboTbl, Tak Kak OHM obecneymsaoT
LueneHanpasfeHHoe pelleHMe YynpaBieHYecKMX 3aday B npefenax opraHusauuu. K BHYTpeHHUM
OOKyMeHTam OTHOCATCA OpraHM3aLUMOoHHO-NPaBOoBbIe, opraHM3auMoHHO-pacnopaauTenbHble,
MHPOPMaLNOHHO-aHaNUTUYECKNE JOKYMEHTBI.

1.8. [loctaBka M oOTnNpaBKa BXOZALMUX M UCXOOAWMX LAOKYMEHTOB OCYLLECTBAAETCA CpeacTBamm
NnoyToBOM, GaKCMMUIBLHOM CBA3K, 3NEKTPOHHbIMM CPEeACTBAMM KOMMYHUKALNN.

2. Ilopsinok opranu3anmuu J0KyMeHT0000poTa.
2.1. Ocnognuie npoyedypsi 00KyMeHmoobopoma.

2.2. Ilpuem u nepBUyHast 0OpabOTKa MOCTYMAIOIUX JTOKYMEHTOB, B TOM YHCJE JOKYMEHTOB,
MOCTYMUBIINX B 3JIEKTPOHHOU (hopMe;

2.3.IIpenBaputenbHOE pacCMOTPEHHUE JOKYMEHTOB;

2.4. Perucrpanus NOCTYNAOMUX TOKYMEHTOB B JKypHaJIe BXOASIIEH KOPPECTIOH ICHITHH;

2.5. PaccmoTpenue T0KyMEHTOB pykoBoauTeaeM JleTCKOro caia 1 10BeIeHNe TIOKyMEHTOB 10
UCIIOJTHUTENEH (110 MTOATHNCH);

2.6.06paboTKa, UCIIOJHEHHE JOKYMEHTOB, IOJrOTOBKA OTBETOB;

2.7.0pranu3zanus paboThl C OTHPABISAEMBIMHA JOKYMEHTAMHU.

2.2. [lpuem u nepsuunas 06pabomra nocmynanouux 00KyMeHmos.

[Ipuem u oOpabGoTky mnoctynawomei B JleTckuil cajq KOppECHOHIEHIMHM, B TOM YHUCIE
JIOKYMEHTOB, ITOCTYNHBIINX B 3JIEKTPOHHOH (popMe, OCYIIECTBISIET AeTONPOU3BOAUTENb.
[Tpu 3TOM NI, MPUHUMAIOIIIEE KOPPECTTOHICHIIHIO:

- TIPOBEpsET MPABUIBHOCTh aJPECOB MOCTYMAIOMIMX JOKYMEHTOB, MPABUIBHOCTh JOCTaBKU U
KOMIUIEKTHOCTH JAOKYMEHTOB. OIMMOOYHO JOCTaBIEHHYIO KOPPECIOHICHINIO MEPEChUIAI0T IO
NPUHAIICKHOCTH;

- ACIIOIMPOU3BOAUTCIIb  BCKPBIBACT IIPUHATYIO KOPPECIIOHACHIWIO (3a HUCKIIIOUCHUEM
KOPPECIIOHJICHIIMM ¢ OTMETKON Ha KoHBepTe "JInuHo"), copTUpyeT TOKYMEHTHI Ha MoJjiesKalne
¥ HE TIOJIeXKAIIE PETUCTPAIIHH;



- KOHBEPTHI OT MOCTYNHUBILEH KOPPECIOHACHIIMU ACIONPOU3BOAUTEIL COXPAHSIET U IIpUIIaract
K JOKyMEHTaM B CllydasiX, €CIM KaJCHJApHbIM IITEMIENb Ha KOHBEPTE JAOJDKEH CIY)KUTh
JI0Ka3aTeIbCTBOM BPEMEHM OTIPABKM WM IOJIYYEHUS JAHHOIO JIOKYMEHTAa WIM €CJIM afpec
OTIIPaBUTENs YKa3aH TOJbKO Ha KoHBepTe. O0sA3aTeNbHO COXPAHSIOTCS KOHBEPTHI C MHCbMaMHU
NPETEH3MOHHOTO XapaKTepa, a TAKKe C 00paIleHUsIMH TPax/iaH;

- JIOKyMEHTBI, noctynuBmiue B JleTckuil cag B pabouee BpeMs, NPOXOAST NEPBUYHYIO
00pabOTKy U PETUCTPUPYIOTCS B JIEHb MOCTYIUICHUS B T€UeHHE 2 4yacoB. B ciryuae mocTyruieHus
JIOKYMEHTOB B Hepabouee BpeMsi CPOKM OOpabOTKH OKYMEHTOB M HX PErucTpanus WM
nepeaaya HauMHAIOTCS C TIEpBOro paboyero yaca Cieayromnero pabouero IHs;;

- B cilydyae OOHApyXEHHUs HEKOMIUIEKTHOCTH [OKYMEHTa, IMOBPEXIEHHs JOKyMEHTa WIN
KOHBepTa (YIIaKOBKH) JEJIONPOU3BOAUTENL YCTAaHABIMBAET UX MPUYMHBI, IPY HEOOXOIUMOCTU
CBSI3bIBAETCS C MPOMU3BOJAUTENEM (OTIIPABUTENIEM) TOKYMEHTA, IPUHUMAET HEOOXOAUMbIE MEpPbI
JUI YCTpPAHEHMS BBISBJICHHBIX HEJOCTATKOB. [Ipu oOHapy>K€HHHM OTCYTCTBHS JOKYMEHTOB WU
HNPUIOKEHUH K HUM, [TIOPYM BCErO MJIM YaCTH JOKYMEHTA JeJIONPOU3BOAUTENb COCTABIISAET aKT B
Tpex sk3emusipax. OQUH OCTaeTcsi B CEKpeTapuare, BTOPOH MPUOOIIACTCS K MOCTYIHBILEMY
JIOKYMEHTY, TpeTuit HanpaBJsieTcs OTIIPABUTEIIO JIOKYMEHTa;

- IIpY HAIMYMH Ha KOHBEpTE (YMaKOBKE) OTMETKU O KOH(HIECHIMAIHLHOCTH, a TAK)KE TTOMETOK
"JImuno", "Cpouno", "OmnepaTuBHO" H T.II. JEJNONPOU3BOJUTENL PETUCTPUPYET TAKUE
JOKYMEHThl He3amennuTenbHo. Koppecrnonaenuus ¢ ormerkod "JImuHo" Bpyuaercss JIMYHO
ajpecatry MIM ero JoBepeHHoMy Juuy. KoppecnmonaeHuus, wuMeromas —IMOMETKY
"KondunennuanpHo", oOpabaThIBaeTCSI TEM COTPYIHUKOM, KOTOPBIH HMMEET K HEH JOITyCK.

2.3. IIpeosapumenvroe paccmomperue 0OKYMeHMO8.

Jlenonpoun3BoauTeNb MPEABAPUTEIILHO PACCMATPUBACT BCE MOCTYIUBIINE TOKYMEHTHI B LIEJISAX
BBIJICTICHUSI M3 BCEr0 MaccHBa TMOCTYNUBILIEH KOPPECHOHIEHIIMH JOKYMEHTOB, TPEOYIOIIUX
0053aTeIbHOTO paccMOTpeHUs 3aBeIyIOIIUM Jerckum CaJIoM.

JlokyMeHThl, moctynuBiire B JleTckuil cax mo BoIpocaM, He TPEeOYIOUIMM pacCMOTPEHHS
PYKOBOJCTBOM, HAaIIPaBJISIFOTCS ACTONPOU3BOAUTEIIEM HEMOCPEACTBEHHO apecaTy. OCHOBaHHEM
JUISl TIPUHATUS PELIEHUsT B XOJ€ MPEABAPUTEIBHOTO PACCMOTPEHUs SIBISIETCS COAEpIKAHUE
JIOKYMEHTa, a HE TOJbKO aJ[pECOBAaHUE JIOKYMEHTa COOTBETCTBYIOLIEMY JOKHOCTHOMY JIHUILY.

Pe3ynbpratoM mnpeaBapUTEIBHOTO PACCMOTPEHHUS MODKHO OBITh HalpaBlIeHHE JIOKYMEHTa
PYKOBOAMTENIO OpTraHW3allud JUIsl BBIHECEHMS] YKa3aHUsA II0 WCIOJHEHUIO JOKYMEHTA.

2.4. Pecucmpayusi nocmynarowux 0OKyMeHmos.

[Tocrynaronue B JleTckuil cajg JOKYMEHTBI PETUCTPUPYIOTCA AEIONPOU3BOJIUTENIEM TOJIBKO
MOCJIE UX IIPEIBAPUTEIBHOTO PACCMOTPEHHUS.

2.4.1. Bce TOKyMEHTHI, aIpeCOBaHHbBIE 3aBeyIOIIeMy J[eTCKIM caioM, MOJIekKAT PETHCTPAIHH
B JEHb TOCTYyIUIEHHs (KpOMe JOKYMEHTOB, BKIIIOUEHHBIX B TPUMEPHBINH IepeueHb
HEPETUCTPUPYEMBIX TOKYMEHTOB).

2.4.2. Ha nony4yeHHbIX JOKYMEHTaX MPOCTABISAETCS PErHCTPALMOHHBIN IITaMIl, B KOTOPOM
YKa3bIBACTCS JlaTa MOCTYIUICHHS, TTOPSIAKOBBIA BXOMAMUNA HOMEp. Eciau K JOKyMEHTY mMeeTcs
OPUIOKEHHE, TO PSIJIOM C BXOASAIIUM HOMEPOM jenaercss o0 3ToM ormerka. Illtamm
MIPOCTABJIAECTCS HA JIMLIEBON CTOPOHE MEPBOTO JUCTA JOKYMEHTA B IPABOM HUYKHEM YIITy.

[TopsinkoBbie HOMepa (UKCHPYIOTCS B JKypHalle BXOIAIICH KoppecrmoHAeHIUU. JIMCThI
KypHaja ydeTa BXOJAIIEeH KOPPECTOHACHITUH HYMEPYIOTCS, TPOITHYPOBBIBAIOTCS M 3aBEPSIFOTCS
MeYaThl0 OPraHU3aIUu.

2.4.3. Ha nokymeHTax, He OAJICKAIMX PETUCTPALIMHU, CTABUTCA IITAMI U YKa3bIBAETCS TOJIBKO
JlaTa MOCTYIJIEHUSI JOKYMEHTA.



2.4.4. TlocTynuBIIME DBJIEKTPOHHBIE JOKYMEHTHI M JOKYMEHTBI, BKJIIOYAEMBIE B CHUCTEMY
JIEKTPOHHOTO JOKyMEHTOoOOOpoTa JleTckoro caga, perucTpupyroTcs B COOTBETCTBYIOLIEM
JKypHae.

2.5. Paccmompenue 0oKymenmos 3agedyiouum [lemckum cadom
U 008edeHue OOKYMEeHMOo8 00 UCNOTHUMEE.

2.5.1. JlokyMeHTbl, He TpeOyrollue pPacCMOTPEHUs PYKOBOJCTBA, IMEPENAIOTCS COTPYAHUKY
Jlerckoro caga B COOTBETCTBHH C COACPKAHUEM JOKYMEHTOB.

2.5.2. Ilocne paccCMOTPEHUS U HAJIOXKEHUS! PYKOBOJUTEIEM PE30JIIOLUN (PE30IIOLMS BKIHOYAET
(aMHUITNIO UCTIONHUTENS, TIOANUCH U 1aTy) TOKYMEHTHI BO3BPAILAIOTCS IETONPON3BOIUTEIIO IS
IEPEHECEHUs] YKa3aHUH 10 UCIOJIHEHUIO JIOKYMEHTa B JKypHall BXOJSIIEH KOPpPECIOHAEHIMH,
KOTOPBII OepeT JOKYMEHT Ha KOHTPOJb U IMEpeaaeT HCIOJHUTENIO MO PACHUCKy B JKypHale
perucTpanuy BXOAALEH KOPPECIOHACHIIMN ¢ POCTAaBICHUEM UCIIOJIHUTENEM JaThl ITOJIy4eHHUS.
Ecin B pe3osonMM yKa3aHO HECKOJIBKO MCIOJHUTENEH, TO CHUMAIOTCS (CKaHUPYIOTCSA)
JIONIOJIHUTEIbHBIC KOMUHU JIOKYMEHTa [0 YHWCIy YKa3aHHBIX ucnonHuteneil. [lomnuHHuk
JIOKYMEHTA HalpaBJIsieTCs] UCIIOIHUTENIO, YKa3aHHOMY B PE30JIFOIIMH ITEPBBIM.

2.5.3. Ilpu HampaBiIeHMM JIOKyMEHTa HECKOJbKHUM HCIIOJIHUTENSAM OTBETCTBEHHOCTb 32
MMOATrOTOBKY MarcpHajia HECCT HCIOJIHUTCIIb, YKa3aHHI)II71 B PE30JIIOOMUH IICPBBIM. OcTalbHbIe
UCTIOJIHUTENIN 00s13aHbl NPEACTaBUTh HEOOXOAUMBIE MaTepUallbl OTBETCTBEHHOMY MCIIOJHUTEIIO
B COIVIACOBAHHBIE C HUM CPOKHU.

OtBer noJKeH ObITh 3aBU3MPOBAH BCEMH HCIOJHUTENSMH, NEPEYUCICHHBIMUA B PE30JIIOLMH.

2.5.4. JIoKyMeHTBI, 3apeTUCTPUPOBAHHBIE B CEKPETAPHUATE, IEPEJAIOTCS OT OJHOTO COTPYIHUKA
Jlerckoro cajma K ApyroMy TOJBKO uepe3  jenomnpousBoautens Jlerckoro caza.

2.6. Obpabomxa, ucnoimnerue 00KyMeHmMo8, N0020MOBKA OMeEenos.

2.6.1. OTBEeTCTBEHHOCTb 3a 00pabOTKY, HCIOJHEHUE IOKYMEHTOB, IOJrOTOBKY OTBETOB U
opopMmieHHe OKyMEHTa B COOTBETCTBHHM C YCTAHOBJICHHBIMH NPaBWIAMH, a TaKkKe
COIJIACOBAaHUE MPOEKTa JOKYMEHTa C 3aMHTEPECOBAHHBIMU JIMLIAMH M OPTaHU3AIMsIMU (BHEIIHEe
coriacoBaHue) M JODKHOCTHBIMM JinuamMu Jlerckoro cajna (BHYTpPEHHEE COTJIAaCOBAHME)
BO3JIaraeTcs Ha WCTIOJHUTEIS JOKYMEHTA.

2.6.2. VicnomHuTe M B IPOLIECCe UCTIOTHEHUS JOKYMEHTA OCYIIECTBIISIOT:

- cOop 1 00paboTKy HEOOXOAUMOI HH(OPMALINH;

- MOATOTOBKY MPOEKTa IOKyMEHTA U BCEX HEOOXOAMMBIX MPUJIOKEHUH C COOIIOACHNEM TTPaBUIT
JIOKYMEHTHPOBaHUS;

- COTJIAaCOBAHMUE TPOEKTA C 3aMHTEPECOBAHHBIMHU JIOJDKHOCTHBIMH JIUIIAMU;

- J0pa0OTKYy MPOEKTa JOKYMEHTa IO 3aMeYaHusM, IMOJIyYeHHBIM B XOJIe COIJIacoBaHUs (B
Cllydae Cephe3HOW KOPPEKTHPOBKH TIPOEKTa JOKYMEHTa TIIPOBOAMTCS €ro IOBTOPHOE
COTJIACOBaHUE);

- IPEJCTaBIICHUE TPOCKTA JJOKYMEHTa Ha MOJIMUCH (YTBEPKACHNE) PYKOBOJICTBY.

2.6.3. ITopsimok paboThI HaJ TOKYMEHTOM B CIIy4yasiX, €CIM HCIIOJIHEHHE TOKyMEHTa OPYYEHO
HECKOJIbKUM JTUIIaM:

- (DyHKIMSI OTBETCTBEHHOI'O MCIIOJIHUTENS M (PYHKIMH COMCIIOJHHUTENCH B MOATOTOBKE MPOEKTa
JOKYMEHTa pPAaCHpeelsIioTCs PYKOBOAMTENEM, MaloniuM mopydeHue. Ecmm QyHKIum He
pacripeniesieHbl, TO (YHKIHMU paclpeienser TMepBblii  (OTBETCTBEHHBINH) HCHOJIHUTEIND;

- OTBETCTBCHHBII HCIOJHHUTENb CO3BIBAET COWCIIONHUTENCH Uil BHIPAOOTKH COBMECTHOTO
pelIeHus;

- TIOPSIOK W CPOK TIPEJICTABICHUS IMPOEKTOB OTBETCTBEHHOMY WCIIOJIHUTEINO OMpPEesseT
PYKOBOJUTEIb UM CaM OTBETCTBEHHBIN UCTIOIHUTENb.

2.6.4. IlpoexTsl TOKyMEHTOB J[eTCKOro caja TOTOBSTCS Ha OJlaHKAaX YCTAaHOBJIEHHOUW (pOpMBI;
JUI OTHIPABKUA JOKYMEHTOB, HE HMMEIOIIUX aJPEeCHOW YacTu, TOTOBATCS CONPOBOAMTEIbHbIE



UCHhMA.

2.6.5. Jlo mpeacTaBiaeHusl Ha MOIIUCH UCIOJHUTETh MPOBEPSET MPABUIBHOCTh O0)OPMIICHHS
JOKYMEHTOB, MpPAaBUJIBHOCTh aJPECOBAaHUS, HAIWYHE HEOOXOAWMBIX BH3, NPUIOKECHUH, MpU
HEOOXOJUMOCTH - CHPaBOK, HOACHUTENbHBIX 3allUCOK, Pa3bACHSIOIIUX  COJEpIKaHUE
MOATOTOBJICHHBIX JJOKYMEHTOB, JIUCTA (YKa3aTels) pacChUIKH.

2.6.6. IIpoekTbl TOKYMEHTOB BU3HUPYIOTCSI MCIIOJHHUTENIEM, IPU HEOOXOAUMOCTH — HHBIMU
pabOTHUKAaMU; BU3bl MPOCTABISAIOTCS HA JIMIIEBOM CTOPOHE IOCIEAHEr0 JMCTa JOKYMEHTa B
HIDKHEH ero 4acTd, Ha BTOPOM JK3eMIUIsIpe (KOMHMM) JOKYMEHTA WM Ha JIUCTE COTJIacOBaHMSL.

2.6.7. Pabora c mokymeHTaMu B J[eTCKOM cajay OCYyLIECTBISICTCS HA OCHOBAHWHU YKa3aHUH IO
UCIIOJIHEHUIO ~ JIOKYMEHTOB  3aBenyromero  Jlerckum — cagoMm,  €ro  3aMeCTHTENS.

2.6.8. HWcnonHutenp NOAy4yaeT JIOKYMEHTHI B BO3MOYKHO KOPOTKHE CpOKH (B J€Hb HX
paccMOTpEeHHsT PYKOBOAMTENEM WM Ha CleIyroIud paOouuil JeHb), CPOYHbIE JOKYMEHTHI
NEPEJAIOTCS UCTIOTHUTEIIO HE3aMEIUTEIBHO.

2.6.9. B ciyuae oTCyTCTBUSL MCIIOJHUTENS (KOMaHIMPOBKA, OTIYCK, 00JIE3Hb) JOKYMEHTBHI U
MaTepuaibl NEPENAOTCS APYroMy HUCIIOIHUTENIO 110 PELIEHUIO 3aBeayrouero /lerckum camom.

2.6.10. B cnyuyae yBoibHEHHA pPAOOTHHMKA WM IEpexoJa Ha JPYrod ydacTOK pabOThI
JIOKYMEHTBHI M MaTepuaibl MEPEAA0TCs MO aKTy MpueMa-lepeaud pyKOBOJIUTENIO WIH MO €ro
yKa3aHHIO BHOBb HA3HAYCHHOMY COTPYAHUKY.

2.6.11. Tlocne cOOTBETCTBYIOIIETO OOOCHOBAHMS CPOK HMCIIOJHEHHS JOKYMEHTa MOXET OBITH
IOPOAJIEH PYKOBOJIUTENIEM, OTIABIIMM IIOPYYEHHE, €CIM OTCYTCTBYIOT peajibHble YCIOBUS
BBITTOJIHEHUS 3aJITaHHSI B CPOK.

2.6.12. He nomyckaercst nenaTh HOMETKU U pabouyue 3alicH Ha JOKyMeHTe. Takue MOMETKH O
BPEMEHM IOCTYIUIEHHS JOKYMEHTa M MaTepuajoB, O JaTaxX MPOMEXKYTOYHOIO HCIOJHEHUS
(TeneoHHBIX W MUCBMEHHBIX 3alpocax), O JaTe U pe3ysibTaTe OKOHYATEIbHOI'O HCIOJIHEHUS
JIEJIal0TCs HAa OTJEIbHOM JIUCTKE.

2.6.13. VicnonHuTeNnb HE AOJDKEH pasIiiallaTh COACpKAHUE MOCTYNUBIIMX K HEMY TOKYMEHTOB
U TIOATOTOBIICHHBIX IPOEKTOB CIYXEOHBIX TOKYMEHTOB, C HHMU MOTYT OBITh O3HAKOMIICHBI
TOJIBKO JIMIIA, UMEIOIME OTHOIIEHUE K UX UCIOJIHEHUIO.

2.7. Opeanusayus pabomsi ¢ OMAPAGIAEMIMU OOKYMEHMAMU.

2.7.1. lloanucanuble 3aBeAyOMUM J[eTCKUM camoM (ero 3aMecTUTENeM) TOKYMEHTHI B TOT e
JICHb TIePEAloTCs 3aBEAYIONUM KU HCIIOJIHUTEIEM JICJIONPOU3BOIUTENIO JUISI PETUCTPAIIUN U
OTIIPABKH.

2.7.2. Jlenonpou3BOANUTENh TEpPE] PETUCTPAMEH JOKYMEHTA, IMOCTYIHBIIETO Ha OTIPABKY,
MPOBEPSIET MPABUIBHOCTE €ro 0O(hOPMIIECHUS:

- HanuuKe OJIaHKa, IMOJINCH, 1aThl, HEOOXOIUMBIX BU3 U CBEACHUN 00 UCITOITHUTEE;

- HaJIM4Ke 3arojioBKa K TEKCTYy, HOMepa M JaThl JOKYMEHTa, Ha KOTOPBIN JaeTcs OTBET;

- IPaBWJIBHOCTH aJIpeca MOIyqaTes;

- HaJTM4KE YKA3aHHBIX B IOKYMEHTE MPUIOKEHHM, a TAaK)Ke MaTepraioB, HA OCHOBAaHUU KOTOPBIX

TOTOBHJICS] HCXOISAIIMI TJOKYMEHT (€CITU 3TO OTBET Ha IMOCTYIHBIIEE TTHCHMO);

- HaJIHYHeE rneyaTu B TeX ClIydasx, Korzga oHa MOJIaracTCs.
HenpapwmibsHO oopmITeHHBIC JTIOKYMEHTBI BO3BPAIIAOTCS HCTIOJTHUTEIISIM.
2.7.3. Ecniu JOKYMEHT HamnpaBIseTCs B HECKOJIBKO aapecoB, Ha OTIPABKY CHAETCSI CTOJBKO

9K3EMIUISIPOB TOITMCAHHOTO MUChMa, CKOJIBKO HEOOXOJUMO I OTIPAaBKH BCEM ajpecaTtam, W

OJIMH DK3EMILISIP KOIHHU.

2.7.4. Tlocne mpoBepku OQOPMIIEHHS AOKYMEHT PETUCTPUPYETCS B JKypHaJle HCXOAsIIEeH
KOPPECHOHICHITMN U Ha BCEX JK3EMIUIIPax JOKYMEHTa MPOCTABIAETCS UCXOASAIIUNA HOMEp IO
nopsaky.  JIMcTel  KypHala  ydera  HCXOJSAIIEH  KOPPECHOHJCHIIMM  HYMEpPYIOTCH,
MPOIIHYPOBBIBAIOTCS M 3aBepsArOTCs medarbio JleTrckoro cama. PerucrpanuoHHbIl HOMEp
JIOKyMEHTa ¥ JlaTa PErHCTpaIliy MPOCTABISIOTCS Ha IMOJIMHHUKE JIOKYMEHTa B PEKBH3UTAaX
OaHKa M Ha KOIIMH, OCTaromIekcs B aeie JleTckoro caza.



2.7.5. Vcxopsmuii HOMEP COCTOMT M3 HOMEpa Jieja 10 HOMEHKJIATYpe A€l U HOPAIKOBOrO
HOMepa.

3. Ilepenaya 10KyMEHTOB B CTPYKTYPHbI€ NOAPa3AeJeHUs1 AAMUHUCTPALMHT
HIéxkunckoro paitona. KOHTpoJIb UCIIOJIHEHUS TOKYMEHTOB.

3.1. UcxopAwme AOKYMeHTbl (3anmpocbkl, NMcbma, Byxrantepckue, GUHAHCOBblE AOKYMEHTbl U UHble

OOKYMEHTbI), Hanpasnsemble [eTCKMM CaZoM B CTPYKTYpHble noapasfeneHusa agMUHUCTPaumu
LLIEKMHCKOTO pailoHa NOArOTAaBAMBAOTCA WMCMOJHUTENEM M HAMPaBAAKOTCA 3asegyowemy [JeTckum
cafom (MK ero 3amecTuTento).

McnonHuteno nognucbiBaeT AOKYMEHT Ha nocneagHem INCTE B 1EBOM HUXKHEM YyTay.

3.2. MMoanucaHHble 3aseayloWwmMm OeTcKMM cafom (ero 3amectutesnem) AOKYMEHTbI B TOT e AeHb
nepeaaroTca 3aBeAyoLWmMM UK UCMIONHUTENEM AeN0MPOU3BOANTENIO A1 PErUCTPALMN U OTIPABKMN.

3.3. [denonpousBoautenb PErUCTPUPYET  UCXOAAWMM  AOKYMEHT B  JKypHane UcCXoAsAlen
KOoppecnoHAeHLMM, HanpaBAsemMol B agMMHUCTpaumio LLEKMHCKOro palioHa.

3.4. NenonpoussoguTenb (NpuU HeEOBXOAMMOCTU UCMOJIHUTENL) NepeaaeT UCXOAALIMN AOKYMEHT B
CTPYKTYpHOE noapasgeneHne agmuHucTpaumm LWEKMHCKOro palloHa B AeHb  NoANMCaHUA
pyKkoBoauTenem (Npu HEBO3MOMKHOCTW — Ha ciedylowmii pabouunii geHb), noa NoAnuUCb B KypHane
NCXoaALLEN KOPPECTOHAEHUMN.

3.5. Ucxomawmin AoKYMeHT (3anpoc, nucbmo, byxrantepckue u ¢uHAHCOBbIE AOKYMEHTbl, Ap.)
NOANEKUT WCMNONHEHMIO (PacCMOTPEHUIO, MNOATOTOBKE OTBETA) CTPYKTYPHbIMU MNoApasaeneHUamu
aaMUHUCTPaunn LLLEKMHCKOrO palloHa B CPOKW, YCTAHOB/EHHbIE HOPMATUBHbLIMWU-NPABOBLIMM aKTaMM
Poccuitckoit ®Pepepaumn, Tynbckon obnactu, LLEKMHCKOrO paioHa A1 UCNOJIHEHUS COOTBETCTBYHOLLMX
OOKYMEHTOB.

3.6. B cnyyae Bo3BpalLeHNA NCXOOALLErO AOKYMEHTA CTPYKTYPHbIM NogpasaeneHmem agMnuHUCTPaLmMm
LLIEKMHCKOro paiioHa B [eTckuit cag Ha [opaboTKy, AenonpouvsBoauTenb AenaeT OTMETKY O
BO3BpaLLEHWNM SOKYMEHTA (C YKasaHWeM AaTbl BO3BPALLEHUS) B XKypPHANE UCXOAALLEN KOPPECNOHAEHLMM
B aAMMHUCTPaumio LLLeKMHCKoro paioHa v nepenaeTt 4OKYMEHT UCMONHUTENO B AeHb MNOCTYMN/IeHNA UK
Ha cneaytownii pabounit geHo.

3.7. [lOKYMeHT, BO3BpalLEHHbIN CTPYKTYPHbIM MoApasgeneHnem aamuHuctpauum LLUEKMHCKoro
palioHa B [JeTcKuin cag Ha fopaboTky, noanexuT gopaboTke B TedeHUe Tpex paboumnx aHel. NcteueHune
CPOKa HAuYMHAETCs Ha CeayloLLMl AeHb NOC/Ie NOCTYN/IeHUA LOKYMEHTA UCNONHUTENIO.

3.8. MoAnucaHHbIM MCNoNHUTENeM A0PaboTaHHbIN AOKYMEHT (C YCTpaHEeHHbIMM 3amedyaHUAMM,
BHECEHHbIMM HEOBXOOMMbIMW  CBEAEHUAMWM W T.M.) Nepenaercs MUCNOAHUTENEeM Ha MOAMUCH
3aseaytolemy JeTcKMm cagom (ero samectuTento).

3.9. NoanucaHHbIV pyKOBOAUTENEM LOKYMEHT MOJ TEM YKE PErucTpaLMoHHbBIM HOMEPOM NnepeaaeTcs
Aenonpoussoantenem B CTPYKTYpHOe noApasgeneHne agMmuHucTpaumm LLEKMHCKOro paioHa nog,
NOAMUCb B JKypHasne (B LOMNOAHUTENbHOM rpade TOro Ke PerucTpaluMoHHOro HOMepa), C Lesbto
OTC/IEKMBAHUA CPOKOB WCNOJIHEHWA [AOKYMEHTOB COTPYyAHMKaMu [leTCKOro caja WM CTPYKTYPHbIMU
noApaszeneHnamm agMmnHucTpaumm LLLEKMHCKoro palioHa.



4. Ocob6eHHOCTH PaboTbl C 31EKTPOHHbLIMU AOKYMEHTaMMU.

4.1. Tlpuem 3NEeKTPOHHbIX [JAOKYMEHTOB W3 OpraHoB BAAcTM, APYIrUX OpraHusauuii u
oTnpaBeKa 3/IEKTPOHHbIX  [AOKYMEHTOB oCyLLEeCTBAAETCA AenonpoussoauTenem JeTckoro caga.

4.2. JNeKTPOHHble [OKYMeHTbl co3aaloTcs, o06pabaTbiBaloOTCA M XpaHATCA B cUCTeMe
3/1eKTPOHHOTO AOKyMeHToo6opoTa. [JOKYyMeHTbl, co3aaBaemble B [JeTCKOM cagy M nocTynawowme Ha
6YMarKHOM HOCUTene, BKAKOYAOTCA B CUCTEMY 3/1€KTPOHHOTO [OKymMeHToobopoTa nocne
CKaHMPOBAHUA 1 CO34aHUA 3NEKTPOHHbIX 06Pa30B AOKYMEHTOB.

4.3. DJneKkTpoHHble coobuweHua, nocTynalowme OT APYrUX AUL, N0 3NEKTPOHHOM  nouTte
MAM NO CUCTEeMaMm 3/IeKTPOHHOrO AOKYmMeHToobopoTa, NPOXOAAT pPerucTpauuio B CUCTEME
3/1EKTPOHHOrO I0KYMeHT0060pOTa B NOPAAKE, YCTaHOB/IEHHOM B pa3gesne 2.2. HacToAwero MonoxeHus.

4.4, DJneKTpoHHOe cooblleHMe CcOCTOUT U3  COMPOBOAUTENbHON U  coaep’aTeNbHOM
yacTen. ConpoBsoauTenbHasn yacTb npeaHasHadeHa  AnA aapecaumm coobueHus,
coAep)KatenbHana YacTb npeactaBnser coboit TekcT coobueHns nmMbo TeKcT coobuweHus ¢
npucoeauHeHHbIMM  dalinamn, CoAepXalMmM  SNEKTPOHHYID  KOnuio  (3/1eKTPOHHbIA  06pa3s)
AOKYMEHTa nnn 3ﬂ€KTp0HHbI[/'I AOKYMEHT U UX PEKBU3UTDI.

4.5. CocrtaBneHuve, o0¢OpPMAEHNE W  COracoBaHME MNPOEKTOB  3NEKTPOHHbIX  AOKYMEHTOB
OCYLLECTBAAIOTCA no obLwmm npasuaam [enonpon3BoacTea, YCTaHOB/IEHHbIM B
OTHOLLIEHWM  aHaNOMMUYHbIX [OKYMEHTOB Ha OyMa)HOM  HOcuTene.  DNEKTPOHHbIN AOKYMEHT
OONXKEH UMeTb PEKBU3UTbI, YCTAHOB/EHHbIe ANA aHAaNOrMMYHOIo AOKYMeEHTa Ha BymaxHoM HocuTene,
33 UCKNOYEHMEM OTTUCKA MeYaTh, KOTOpPbIA, MO BO3MOMXHOCTU, CKaHUPYeTCA ¢ ByMaXHOro Hocurens.

4.6. EpMHMUEN y4yeTa SNIEKTPOHHOIO AOKYMEHTa ABAAETCA  3/IeKTPOHHbIN  OOKYMEHT,
3aperncTpupoBaHHbIA B CUCTEME 3/1EKTPOHHOro JAoKymeHToobopoTa [leTckoro caja.
INEeKTPOHHbIN SOKYMEHT, UMEIOLLUIA MPUIONKEHWNA, PETUCTPUPYETCA KaK OANH LOKYMEHT.

4.7.NMocne OTMNPaBKK 3NEeKTPOHHOro OOKYMEHTA, LO0CbINKK
agpecaty ero Konuum Ha Byma’kHOM HocCuTene, Kak NpaBusio, He TpebyeTcA Npu ycnoBUMK, 4TO
afpecart He 3anpalmBaeT OTBETa HAa BymaXKHOM HocuTene.

48. OTBeTbl Ha obpaleHus rpaxKgaH, MOCTYNUBLIMX Yepe3 CUCTEMY 3/1EKTPOHHOro
NPaBUTENbCTBA: 3afBUTEN0 06A3aTe/IbHO AaeTCA MUCbMEHHbIM OTBET, HanpasBAseMblii Mo
MOYTOBOMY aZpecy, YKasaHHOMY B 06paLleHun.

49. OTnpaBuTeNb 3/NEKTPOHHOIO COOOLWEHUA, COAEPKALLErO 3/IEKTPOHHYIO KOMUIO
[OKYMEHTa, HeceT OTBETCTBEHHOCTb 33 COOTBETCTBME COAEP!KaHUA 3S/IEKTPOHHOM KOomuu
coaepKaHuio NOAJIMHHWKA OOKYMeHTa Ha 6ymarkHOM HocuTene.

5. OTBETCTBEHHOCTb 3a HapyLUeHMe CPOKOB NPU OpraHM3auumn AoKymeHTooboporTa.

5.1. Mpw HapylWeHNN CPOKOB UCMNONIHEHUA AOKYMEHTOB, CPOKOB A0PabOTKN AOKYMEHTOB
COTpyAHWKaMKM [eTcKoro caga, UCNoNHUTENN (MPU HAJIMYMK UX BUHbI) HECYT OTBETCTBEHHOCTDL B
COOTBETCTBUM C AENCTBYHOLMM 3aKOHO4ATE/IbCTBOM.

52. Tllpu HapylweHMM YCTaHOBAEHHbIX [AEWCTBYIOLWIMM 3aKOHOAATE/IbCTBOM CPOKOB
PacCMOTPEHUA, UCNOIHEHMA  AOKYMEHTOB, NOCTYNMUBLUMX U3 [JeTCKOoro caga 8
CTPYKTYPHbIE NoapasaeneHns agMuHucTpaumnmn LLLEKMHCKoro paitoHa, 3aBeaylowmii JeTckum cagom
(ero 3amecTuTenb) MoKeT 06paTUTLCA K PYKOBOACTBY aAMUHUCTPALUK



LIEKMHCKOrO pailoHa O MNPUBAEYEHUW COTPYAHUKOB, [AONYCTUBLIMX HapylieHue W
pyKoBOAMTENe COOTBETCTBYIOLLMX NOAPA3LeNeHNA K OTBETCTBEHHOCTW, YCTaHOBNEHHOW
AENCTBYIOLLMM 3aKOHOA4aTe/IbCTBOM.



