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1. O01Iue moJ0KeHus

1.1. Hacrosimass MHCTpyKIusi MO AETONPOU3BOJACTBY B IIKOJIE Pa3pabOTaHa B COOTBETCTBHH C
®denepanbHbIM 3aK0HOM 0T 29.12.2012 Ne 273-®3 "O6 obpazoBannu B Poccuiickoit Deaepanun’ ¢
n3meHenussMu ot 24 wmapra 2021 roma, I'OCT P 7.0.97-2016 «Cucrtema craHgapToB IO
uHpopmanuy, OUOIMOTEUHOMY W HU3JATENbCKOMY Jeny, «OpraHu3aluOHHO-PACHOPsIUTENbHAS
nokyMeHTarusi.  TpeboBaHuss K  OQOpPMIICHHIO  JIOKYMEHTOB», a TaKxke  YCTaBOM
0011e00pa3oBaTeIbHON OPTaHU3allU M APYTUMH HOPMATHBHBIMH MTPAaBOBBIMHU akTaMu Poccuiickoit
denepanun, perIaMeHTUPYIOIMUMU ACSITETFHOCTh 001Ie00pa30BaTEIbHBIX OPTaHU3AIIHIH.

1.2. Jlannas MHCTpyKIUS TO NEJIOMPOU3BOJACTBY B miKoie (manee - MHCTpykius) oOo3Hadaer
npaBuUja MOATOTOBKM M OQOpPMIIEHHS IOKYMEHTOB B 00I1€00pa30BaTeIbHOM OpraHu3aIu,
OTpesieNisieT CTaHAaPThl O(POPMIICHHSI PEKBU3UTOB, OJIAHKOB JTOKYMEHTOB, COCTABIICHUS MPUKA30B,
MIOJIOKCHUN WHCTPYKIUH, a TaKXkKe periaMeHTHpyeT (popMHUpoBaHUE JIeN U UX TEKyIlee XpaHEHHE,
MOATOTOBKY JIOKYMEHTOB M JeNl K MepeJadye Ha apXUBHOE XpaHEHHE B 00I1eo0pa3oBaTelbHOU
OpraHU3aIH.

1.3. MHCTpYKIIMSI TIO JEIONIPOU3BOJICTBY pa3paboTaHa B MENAX YCTAHOBJICHUS CIUHBIX TPEOOBAHMIA
K TIOATrOTOBKE, OOpabOTKe, XPaHEHHIO W WCIOJb30BAHUIO 00pa3ylolmuxcs B ACATEIbHOCTU
o0mieo0pa3oBaTelbHOW OpraHu3allid M TMOCTYMAlOMUX B IIKOIY JOKYMEHTOB, a TakKke
COBEpIIICHCTBOBAHUS W TOBBIICHUS 3(()EKTUBHOCTH MEJIOMPOU3BOJICTBA O00IIE00pa3oBaTeIbHON
OpraHu3alyH.

1.4. Tlonoxenuss MHCTPYKIIMU PaCHpPOCTPAHSIOTCS HA OPraHHU3aIfi0 padOThl ¢ JOKYMEHTaMU
HE3aBHCHUMO OT BHJA HOCHUTENS, B TOM YHUCIE€ C ODJIEKTPOHHBIMH JOKYMEHTaMH, BKIIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE H UCIOJIb30BaHHUE JOKYMEHTOB, OCYIIECTBISEMBIMU C
MOMOUIbI0 HH(OPMALIMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, METOJUYECKOE PYKOBOJICTBO, COBEPUICHCTBOBAHME JEJIONPOU3BOJACTBA U
KOHTpPOJIb 3a cOOoieHneM HacTosield MHCTPYKIMK B IIKOJIE OCYIIECTBISET OTBETCTBEHHBIN 3a
BEJICHUE JIETIONPOU3BO/ICTBA.

1.6. IlpaBa u 00s3aHHOCTH pPaOOTHUKOB, OCYIIECTBIAIOMIMNX pabOTy C JOKyMEHTaMH B
CTPYKTYpPHBIX  TOJAPA3JEICHUAX  00meo0pa3oBaTeIbHOM  OpraHU3allid,  yCTaHABIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKLIUSMHU WM IPUKA30M AUPEKTOPA.

1.7. CBeneHus, coiepkammecs B JOKYMEHTAaX, MOTYT OBITh HCIOJB30BaHbI TOJIBKO B padOUmX
LEeIsIX B COOTBETCTBUM C MOJHOMOYMSIMH COTpPYIHHKA, pabOTaloIIero ¢ JoKymeHTamu. Pabota c
JOKYMEHTAaMHU BHE TMOMEIICHHUI IIKOJBl HE Jomyckaercs. [Ipu yTpate HOKYMEHTOB MPOBOJIUTCS
ciry)eOHasi TpoBepKa.



1.8. Ilpu yxome B OTHYCK, mepeBoje (MEepeMelIeHrur) Mo padoTe WU B clydyae YBOJbHEHUS
COTPYIHUK O00s3aH TIepeaaTh BCE HAXOISIIUECS y HEro JOKYMEHTBI WHOMY COTPYIHHKY,
oTnpeseIEHHOMY B COOTBETCTBHH C YKa3aHHEM HEMOCPEJCTBEHHOT'O PYKOBOJMUTENS YBOJBHSIEMOTO,
YXOJISIIETO B OTITYCK WJIH MEPEBOASAIICTOCS (TIepeMeniaeMoro) mo padbore COTpyaHUKA.

1.9. MaCTpyKIMS 00s3aTenbHa sl COONMIOACHHS BCeMH pAaOOTHUKAMHU IITKOJIBI. BHOBh MPUHSTHIC HA
paboTy COTPYIHHKH, B JTOJDKHOCTHBIC OOS3aHHOCTH KOTOPBIX BXOAWT BEICHHE JOKYMCHTAIIWH, B
Te4eHHe TPEX pabouuX JHEH CO JHS M3JaHUs NMPHUKa3a 0 HA3HAYCHUU Ha JTOJDKHOCTD JTOJDKHBI OBITH
03HAKOMJICHBI C HacToAler MucTpykuuen noj noanuck.

2. [IpaBujia noaAroTOBKH 1 0(hOPMJIEHUS TOKYMEHTOB

2.1. B [fedTenpHOCTH IIKOJBI CO3JAETCA KOMIUIEKC OpraHM3alMOHHO PpPacHopsIUTENbHbIX
JIOKYMEHTOB: MPHUKa3bl, MMOJOKEHUSI, IPaBUIIa, HHCTPYKLUHU, PErJIAMEHTBhI; MPOTOKOJIbI 3aceIaHul
(coBelaTenbHbIX, KOOPAMHAIMOHHBIX, OSKCIEPTHBIX W JAp. OPraHoB), AaKThl, AHAIUTUYECKHE
CIpPaBKH, JOKJIaJHbIE W CIyKeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COTJIALICHUS), AeoBas
(cmyxeOHasi) mepenmucka M JAp. COCTAaBISIOTCS W O(QOPMIIAIOTCS CHEMAaJIbHBIC JOKYMEHTHI,
CBS3aHHBIE C  IUIAHUPOBAaHHWEM  O00pa30BaTENbHOM  ACSTENBHOCTM U OCYUIECTBIEHHEM
XO3SICTBEHHBIX ~MEPONPHUATHHA, BEACHUEM Y4eOHO-TIEJarorn4eckoro ydera, OpraHu3aiuen
JIEIOTIPON3BO/ICTBA 00111€00pa30BaTEIPHOM OpraHU3aIui, 00ecIeueHneM OyXTaJITepCKOro yJeTa.
2.2. JIoKyMeHTBI MOTYT cO37aBaTbCsi Ha OyMa)XHOM HOCUTENIE U B DJIEKTPOHHOH (opme ¢
COOJTIOICHUEM YCTAaHOBJIEHHBIX NMpaBui oQOpMIIEHUS JAOKyMEeHTOB. [Ipu cozmaHumM JOKyMeHTa Ha
IBYX U O0Jiee CTpaHHUIIaX BTOPYIO U MOCIEIYIONIIUE CTPAHUIIBI HYyMEPYIOT.

2.3. Homepa cTpaHull NpOCTABJISIOTCS MOCEPEANHE BEPXHETO MOJISI JOKYMEHTA Ha PACCTOSIHUM HE
MeHee 10 MM oT BepxHero kpas Jjucra. Jlomyckaercs cO3/laHH€ JTOKYMEHTOB Ha JIMLEBOM U
000pPOTHOM CTOpOHAX JIUCTA.

2.4. Ilpu IByCTOPOHHEM CO3/IaHUU JTOKYMEHTOB ILIMPHHA JIEBOTO I0JI Ha JUIEBOW CTOPOHE JIMCTA
Y TIPAaBOro MOJIsi HA 0OOPOTHOM CTOPOHE JIUCTA JTOJKHBI ObITh PaBHBL.

3. PekBU3UTHI TOKYMEHTOB
3.1. Jlmsg peKkBU3UTOB JOKYMEHTOB, CO3JaBacMbIX B OO0Ie00pa30BaTeIbHONW OpraHU3AINH,
yCTaHaBIIMBAIOTCS MpaBuia u Tpedosanus B coorsercteuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOT'O JOKYMEHTA OMPEEISETCS €ro BUJIOM U Ha3HAUYCHUEM.
3.3. Ilpu mnonroroBke u OQGOPMIECHHUU JTOKYMEHTOB B IIIKOJE HWCIOJIB3YIOTCS CIEIYIONINe
PEKBHU3UTHIL:

e K01 (hOPMBI TOKYMEHTA;

e HAMMEHOBAHHUE IIKOJIBI;

e CIpPaBOYHBIE JAHHBIC O IIKOJIE;

e HAWMEHOBAHHE BHJIA JJOKYMEHTA;

e JaTa JOKYMEHTa;

* PETUCTPALMOHHBIA HOMEP TOKYMEHTA;

* CCBUJIKA Ha PErHCTPAI[MOHHBII HOMED U JaTy TOKYMEHTa;

* MECTO COCTaBJICHUS (M3JaHUs1) JOKYMEHTA;

e ajpecart;

e Tpu( yTBEPKIACHUS TOKYMEHTA;

®  3aroJIOBOK K TEKCTY;

® TEKCT JIOKYMEHTA;

e OTMETKa O MPUJIOKEHUHU;

e Tpu@ coriracoBaHus JOKYMEHTA;

e BU3A;

* TOJINUCH;

e OTMETKa 00 3JIeKTPOHHOU MOAIMKUCH;

e TICYATH;

e OTMeETKa 00 HCIIOJIHUTEIIE;



e OTMETKa O 3aBEPEHHUH KOITHH;
e OTMETKa O MOCTYIUICHUH JJOKYMEHTA;
*  PE30JIIOLHSL.

4. BiaHKH JOKYMEHTOB
4.1. JlIokyMeHTBI, cO3/1aBaeMbIe B 00I11e00pa30oBaTeILHON OpraHu3auy, ohOpMISIIOTCS Ha OJaHKax,
M3TOTOBJICHHBIX HA CTaHAAPTHBIX JHcTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUIBI JOKYMEHTOB (TaOJIMILBI, CXEMbl, CMETHI) JOIMYyCKaeTcsi OQopMIsTh C
ucnoinb3oBanueM (Gopmata A3 (420x297mMm). JIOKyMEHTBI, COCTaBISIOIIME BHYTPEHHIOIO
nepenucky, oGopMIIIOTCS Ha CTaHJAPTHBIX JUcTax Oymaru ¢opmara A4 (210x297 mm) 6e3
WCIIOJIb30BaHUS OJIAHKOB.
4.2. Kaxaplii TUCT TOKyMeHTa, oOpMIICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKEH MMETh OISl He
MEHee:

e 20 MM - J€EBOE;

e 10 mm - mpaBoe;

e 20 MM - BEpXHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHTBI JJIMTENbHBIX (CBbIIE 10 JIET) CPOKOB XpaHEHUs JOJKHBI UMETh JIEBOE IOJIE HE
Menee 30 Mmm.
4.4. Bunpl 6J1aHKOB JIOKYMEHTOB, TPUMEHSEMBIX B IIKOJIE:

e 00mIMiA ONAHK;

e (QJaHK IHCHMA;

e OJaHK KOHKPETHOTO BHIAa JIOKyMeHTa (OJlaHK TMpHKa3a, OJaHK pacHopsuKeHus, OJaHk

MPOTOKOJA U Jp.)

4.5. OO6pa3npl pa3padOTaHHBIX M TPHUMEHSIEMBIX B IIKOJE OJIAHKOB TOJICKAT BKJIIOYCHUIO B
MHCTPYKLHIO T10 JIETIOTIPOU3BOICTBY 00111€00pa30BaTEIbHON OpraHU3aliy B KaUeCTBE MPUIIOKEHUN
(mpunoxenue 3 Ha 3 IUCTax).

S. IIpuka3ssl

5.1. Tlpukazamu oQOPMIISIIOTCS PEIICHHS 10 OINEPAaTUBHBIM, OPTaHU3AIMOHHBIM, YYEOHBIM,
KaJpOBBIM (TIpHIIOKEHHE 2 Ha 9 ucTax) U JPYruM BOIIpocaM paboThI IIKOJIBI.

5.2. TlpoekThl NpPUKa30B TOTOBST OTBETCTBEHHbIE HCIOJIHUTEIN HA OCHOBAHHWU IOPYYECHUUN
JTUPEKTOpa, ero 3amectuteneil. I[[poekTsl mprKa3oB MO JUYHOMY COCTaBY FOTOBHUT CHEIMAIUCT IO
KaJlpaMm.

5.3. B mpukazax TEKCT u3jaraercs ot nepBoro Jivia eauacrseHHoro uncia («[IPUKA3BIBAO»).
5.4. Tekcr mpuKaza MOXKET COCTOSITh W3 JBYX dYacTell: KOHCTaTHpyromied (mpeamOyssl) H
PacropsIAUTEILHOM.

5.5. B koHCTaTupyromei dYacTh KpaTKO U3JaraloTcs I[elMu | 3amadyd, (GakTbl U COOBITHI,
MOCITYKUBIINE OCHOBAaHUEM JJis u3JaHus npuka3za. OHa MOXKET HauMWHAThCs cioBamu "B mensax",
"B cootrBerctBuu", "Bo ucnonnenue", u T.4. Ecim mnpukas u3maeTcs Ha OCHOBAHMHU JPYroro
JIOKYMEHTA, TO B KOHCTATUPYIOLIEH YacTH YKa3bIBa€TCs HAMMEHOBAHHUE 3TOT0 IOKYMEHTA, €ro JaTa,
HOMEp U 3aroyioBok. [IpeamOyna B mpoektax npukaszoB 3aBepmiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arIaBHBIMU OYKBaMH.

5.6. PacnopsiiuTenbHasi 4acTh JOJDKHA COJIEPXKATh MEPEYUCIICHHUE MPEINUChIBAEMbIX IEHCTBHI ¢
YKa3aHHEeM HCIOIHUTENS KaXKIOro ICHCTBHUS W, MPU HEOOXOAMMOCTH, CPOKOB HCIOTHEHHUS.
PacniopsimuTtenbHas 4acTh JENUTCS Ha MYyHKTHl U MOJIYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
udpamu. [{eiicTBUS 0JHOPOTHOTO XapaKTepa MOTYT OBITh IEPEUUCIICHBI B OJJTHOM ITYHKTE.

5.7. B KkadecTBe HCIHOJIHHUTENCH YKa3bIBAIOTCS 3aMECTUTENHM IUPEKTOpa, TMpeacenaTeNd WIH
PYKOBOJIUTENU pabouux rpymi (KOMUCCH).

5.8. Eciiu mpuka3 u3mMeHseT paHee U3IaHHbIN JOKYMEHT (ITYHKTHI JJOKYMEHTA), TO OJWH U3 MTYHKTOB
pacnopsiANTENIbHON YaCTU TEKCTa JIOJKEH COJIepkKaTh CChUIKY HAa U3MEHSIEMbI JOKYMEHT (ITyHKThI
JOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMepa U 3arojoBKa.



5.9. Ecnu mpuka3 OTMEHseT AEHCTBHE paHee W3IaHHOIO JOKYMEHTa (IYHKTOB JOKYMEHTa) C
ONPENEICHHON NaThl, TO OAUH U3 IIYHKTOB PacCHOPSAUTEIBHON YaCTH TEKCTa JOJKEH HAaYMHAThCA
cioBamu "l[lpu3HaTh yTpaTHBIIMM CHIly...", laje€ yKa3blBaTbCs /JaTa, HOMEP U 3aroJIOBOK paHee
W3JaHHOTO JIOKyMEHTa (IIyHKTa JOKYMEHTA), a TaKKe JaTa, C KOTOPOM OTMEHSIETCS €ro JEHCTBUE.
Eciu nara He yka3zaHa, TO JAEWCTBHE paHEe W3JAHHOIO JOKYMEHTa (IIyHKThl JOKYMEHTa)
OTMEHSIETCS C AAaThl U3/IaHHSI HOBOTO IpUKa3a.

5.10. Ecniu npuka3 oTMEHSIET paHee U3JaHHbIN JOKYMEHT C MOMEHTA U3JIaHus, TO OJUH U3 IIYHKTOB
pacropsAIUTEIbHOM YacTH TEKCTa TOJDKEH HAayuMHAThCs ciaoBaMH "OTMEHHTh..." W YKa3bIBaThCA
7iaTa, HOMEpP M 3aroJIOBOK PaHEE U3/IaHHOTO IOKYMEHTA.

5.11. Ecnu mpuka3 mpenronaraeTcs BBECTH B JISHCTBHE HE C MOMEHTA €r0 M3JaHus, HeOOXOAMMO
yKas3aTb CpPOK BBeIE€HUs ero B aercreue. IlocinenHuil MyHKT pacrnopsiAMTEIBHOM Y4acTH MOXKET
coZlepkKaTh CBEJEHHUS O JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JAraeTrcsi KOHTPOJb 3a UCIOJHEHUEM
IIpUKa3a.

5.13. Tlpuka3sl MOAMHUCHIBAIOTCS TOJBKO TUPEKTOPOM OOIIe00pa30BaTeIbHOW OpPraHU3alud WIIH
pabOTHHUKOM, UCTIOTHSIOIIUM €r0 0053aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 32 00ECIICUCHNE CBOECBPEMEHHON M KaueCTBEHHOW MOJATOTOBKH MPOEKTOB
IPUKA30B M MX COIJIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH M OpTaHU3ALMSIMH HECYT
aBTOPBI IPOEKTA MPUKA3A.

5.15. PerucrpanyioHHble HOMEpa NPUCBAWBAIOTCS IPUKa3aM IO IMOPSJIKY HOMEPOB B Ipenenax
KaJICHJIapHOT0 Tofa.

5.16. [laTa peructpanuu npukasa siBJasieTcsi JaTOW ero Mo nuCaHus.

6. IlpaBuia, nos10KeHUsl, THCTPYKIMHU

6.1. [IpaBuna — HOPMATUBHBIN aKT, OMPEICIAIONINNA MOPSATOK KAKOTO-THO00 BUIA JEATEIHHOCTH,
YCTaHABIIMBAIOIIVHI WIH 3alPEIIAOIINANA OIIPENEICHHOE TIOBEACHUE.

6.2. [TonoxeHne — HOPMATHBHBIN aKT, IETAILHO PETJIAMEHTUPYIONTUH MPABOBOW CTATYC, MOPSII0K
OpraHM3aIfy U MPOLEAYPY KaKoro-11udo BUAa NesATEIbHOCTH.

6.3. VHCTpyKIHMsI — HOPMATUBHBIN aKT, M37aBAaE€MbIi B NEIAX Pa3bsICHEHUS M ONpPEACIICHUS
MOpsIIKa IPUMEHEHHUsI COOTBETCTBYIONIETO HOPMATUBHOTO aKTa JMOO C IENbI0 YKa3aHHUs HOPM O
croco0ax BBITIOTHEHUS OMPEICTICHHBIX ONepamuil (IeHCTBHIA).

6.4. TlpaBuia, MOMOXKEHUSI, HHCTPYKLIMK MPUHUMAIOTCS (B 3aBUCUMOCTH OT BHUJA JOKYMEHTa) Ha
VYmupasnstomem coBete, 3aceqaHusx [Ipodcoro3HOr0 KOMHUTETa MIKOJABI M YTBEPXKIAIOTCS
JTUPEKTOPOM.

6.5. [lopsimok MOATOTOBKH TMPOEKTOB IPaBWJ, TOJOXKECHHS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSZIKY MOJATOTOBKHU MPOEKTOB MPUKA30B 0011e00pa3oBaTeIbHON OpraHu3aluu.

6.6. TekcT mpoeKTa MOJIOKEHUS, MPABHWJI, MHCTPYKIIMUA TI€YaTaeTCs Ha YUCTOM JIUCTE Oymaru
¢dopmara A4.

6.7. OTNIMYUTETEHBIMU XapaKTEPUCTUKAMHU TEKCTOB MPABUJI, TIOJIOKCHUS, MHCTPYKIIUH SIBJISIOTCSI:

* TOYHOCTH MPUMEHSEMBIX (POPMYIHPOBOK O€3 MCIOIH30BAHUS CIIOB M MOHATHUN, UMEIOIIUX
MHO>KE€CTBEHHBIN CMBICIT,;

* WCIOJB30BaHHWE KOPOTKHX TMPEATOKEHUH, OOMICTIPUHSATHIX BBIPAKEHUH W CBSI30K, MPH
HEOOXOJMMOCTH - MPEIBAPUTEIHLHOE OMPE/ICICHUE UCIIOIB3YEMbIX MOHATHN, COKpAICHUH,
ab0peBuaTtyp;

e OIKMCAaHHUE BCEX BO3MOXHBIX BAapHAHTOB COOBITHH M COOTBETCTBYIOIIUX MM BapHAHTOB
JeWCTBUH, T.€. MOTHOTA MPeICTaBICHU HH(OpMAITHIH;

* CTPYKTYpPUPOBAaHHOCTh TEKCTAa C IEIbI0 JOCTHIKCHHUS HaWIy4IIed IOCIIe0BATEIbHOCTH
M3JI0KEHUSI MaTepHaa;

e MHHHUMH3AIMSA TEKCTa C MOMOIIBIO MPUMEHEHHs 00001IeHU (0030pOB MpeoIaraeMbiX
NENCTBUI) U TPUMEHEHUE NIepeunclIeHui (3a/1a4, 3TarnoB, YCIOBHH U T.11.).

6.8. B 3aBUCHUMOCTH OT CJIOKHOCTH U 00beMa pa3pabaThIBa€MbIX TIPABHUII, TOJOKECHUSI, HHCTPYKIIHH
- TEKCT JOKYMEHTa JEJUTCS Ha TJaBbl, IYHKTHl U MOAMYHKTHI. [J1aBbl JOKHBI UMETh HA3BAHUS.
Hywmeparnus npousBogutcs apadckumu mudpamu.



7. IIpoToko. 3acefaHus (COBeIIaHUsA)

7.1. TIpoTokon — AOKYMEHT, B KOTOPOM (DUKCHpYETCs XOJ OOCYXKICHUS BOMPOCOB U MPUHSATHUS
pelIeHni Ha COOpaHUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3aCeJaHUSIX KOJUIETHAIbHBIX OPraHoB.

7.2. Tlporokon 3acenanus (CoBewaHMs) - (Hajee - MPOTOKOJ) OQOpPMIISETCS Ha YUCTOM JIHCTE
oymaru opmata A4.

7.3. PexBU3UT - "TeKCT JOKyMeHTa'". PEKBU3UT COCTOUT U3 JBYX YacTel: BBOJHOW U OCHOBHOM.

7.4. Bo BBOJHOM  4YacTHM  yKa3bIBAIOTCS WHUIAAJIBI, dbamMumun W JTOJDKHOCTH
MpeICeAaTeNbCTBYIONIETO, CeKpeTapsi, MPUCYTCTBOBABIINX HA 3aCelaHUU U, IPH HEOOXOAMMOCTH,
JIVII, MPUTJIAIIEHHBIX Ha 3aceaHue (COBEIIAHUE).

7.5. BBogHas dYacTb NPOTOKOJA 3aKAHUMBAETCS IMEPEYHEM pACCMATPUBAEMBIX BOIPOCOB,
MEPEYUCIICHHBIX B TOPSAAKE WX 3HAYMMOCTHM C YyKa3aHHEM JOKJIagyuKa IO KaxkIoMy
paccMaTpuBaeMoMy Bompocy. Borpocs! popmynupyrotes ¢ npeiiorom "O" ("O6"), meuaTaroTcs ot
TPAHMIIBI JIEBOTO TIOJISI U HYMEPYIOTCS apabckumu 1udpamu.

7.6. OcHOBHasl 4acTb MPOTOKOJIa COCTOUT M3 Pa3eiioB, COOTBETCTBYIOLIUX paccMaTpUBAEMbIM
BOIIPOCAM M UX HyMEpalHH.

7.77. TekcT NpPOTOKOJA M3JAraercs OT TPEThEro JHUIA MHOXXECTBEHHOro uucna ("cioymanu”,
"BBICTYNIIH", "TIOCTAHOBWJIH ", "peIrin").

7.8. IIpoTOKON MOAMKUCHIBAETCS JIULIOM, MPEACENATENbCTBOBABIINM Ha 3acelaHUM (COBELIAHUU), U
cekpeTapéMm 3acenaHus (COBEIIAHMS).

7.9. Ilpu OTCYTCTBUM CeKpeTaps 3acelJaHus, B TOM 4YHUCJIE MpPU MPOBEACHUU OINEPATUBHBIX
COBEILAHUH, TOMYCKAETCs MOAMMCAaHUE MMPOTOKOJIA TOJIBKO MPECEAATENbCTBYIOMINM.

7.10. TekcT mMpoTOKONA OJKEH OBITH MOATOTOBJICH HE MO3MHEE TpeX MHEW cO JHS 3aceIaHws.
[IpoeKkTbl  COOTBETCTBYIOIIMX MYHKTOB TPOTOKOJA BU3UPYIOTCS  JODKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 MOATOTOBKY.

7.11. laTa mpoTOKOJa AOJ’KHA COOTBETCTBOBATH JHIO MPOBEICHUS COBEIIAHUS (3aceqaHus).

7.12. Komuu NpOTOKOJIOB PACCHUIAIOTCS 3aUHTEPECOBAHHBIM OpPraHU3alUsAM U JOHKHOCTHBIM
JUIIAaM B COOTBETCTBUU C YyKa3aTelIeM pacChUIKH, KOTOPBIA COCTaBISET CEKpeTapb 3acelaHMs
(coBemanus).

8. Ilinan
8.1. [ImaH — JOKYMEHT, YCTaHABJIMBAIOIIUN NIEPEYEHb HAMEYEHHBIX K BBIMIOJHEHUIO MEPOTIPUSITUH,
UX MOCIIeI0BATEIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJTHUTEIICH.
8.2. Ilman odopmusercs Ha maucte Oymarm ¢dopmata A4 ¢ HCIOIB30BAHUEM CIEAYIOIIUX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e Tpu( yTBEpKIACHUS TOKYMEHTA;

e JaTa JOKYMEHTa;

* PETUCTPALMOHHBIA HOMEP TOKYMEHTA;

e HAaMMEHOBAaHME BUJIA JIOKYMEHTA;

*  3ar0JIOBOK K TEKCTY;

* TEKCT JOKYMEHTA;

e HAWMEHOBAHHE JOJKHOCTH;

* TOJIUCK.
8.3. PexBu3uT — "TeKcT AJOKyMeHTa" opopmisieTcs B Buae TabauIbl ¢ Tpadamu:

e HOMeEp IYHKTA IJIaHa;

e HAUMEHOBAHHE MEPOIPHUITHS;

* CPOK HCIIOJIHEHUS;

*  UCIOJHUTEID;

e IpUMEYaHUeE.

9. OTyer



9.1. Otuer — JOKYMEHT, coAep Kallluii CBEAECHUS O Pe3yJbTaTaxX AESITEIbHOCTH 3a ONpEAEIECHHBIN
MEepUO]T BPEMEHH, BBITTOJTHEHUHA MEPONPUITUH, TOPYUEHUM, 3a]JaHUI, TJIAHOB.
9.2. OtyeTsl, MpEAOCTaBIIIEMblE B OpPTraHbl T'OCYAapCTBEHHOM BJacTH (B TOM YHUCJIE B OpPraHbI
rocyJapCcTBEHHOM  CTaTUCTMKH) H  HMCKOIIME  YCTAHOBJICHHYIO  IPABOBBIMU  aKTaMH
rOCYIapCTBEHHBIX OPTaHOB (HOPMY, CO3MIAIOTCS MO0 YCTAHOBJICEHHOM TOCYJapCTBEHHBIMH OpTaHaMu
dhopme u B ONIpeIcIEHHOM UMH TTOPSIIKE.
9.3. OTuéThl, MPEAOCTABISIEMbIE COTPYAHUKAMH IIKOJBI B XOJ€ BHYTPEHHEr0 B3aMMOJICHCTBUS,
CO3AI0TCA 10 TIPaBUjIaM, YCTAaHOBJICHHBIM JIJIsI CO3/IaHUS CITY>KEOHBIX 3aITUCOK.
9.4. Otuersl opopmisaroTcs Ha aucte Oymaru ¢opmara A4 ¢ HUCHONB30BAHUEM CIETYIOLINX
PEKBU3HTOB:

e HaMMCHOBAHHC IIIKOJIbI;

e JaTa JOKYMCHTA;

® PEruCTpPaLMOHHBIN HOMEp JOKYMEHTa;

e HaWMCHOBaHHWE BUJA JOKYMCHTA;

®  3aroJIOBOK K TEKCTY;

® TEKCT JIOKYMEHTA,

e OTMETKa O MPWIOKEHUU (TIPU HAJIUYUN);

e HauMEHOBaHUE JOKHOCTH;

* IIOJINCE.
9.5. B Tekcre oTuéra B 00s3aTEIHLHOM TMOPSIKE JOJKHO COACPKATHCS YKa3 Ha JeATEIbHOCTD,
MEpONpPUSITHE, BBIIAHHOE MOPYYEHUE, 3aJaHue, MYyHKT IUIaHa, MOJICKAIIUN BBIMOJIHEHUIO, U
pe3yiabTaT O BBIMOJIHEHWH, B TOM 4YHCJIE C YKa3aHHEM Ha COOJIOJICHUE WM HapyIICHUE
WCIIOTHUTENIBCKON  JAUCIHUIUIMHBI, YCTAHOBIICHHBIX CPOKOB HCIOJIHEHHMS M HaJJIexKaliee
npeAocTaBieHne  WHpoOpManu,  HEOOXOIMMBIX  MaTepuajoB  (MPOEKTOB  JOKYMEHTOB)
COMCHOJHUTEISAMU (IIPU YHaCTHUH HECKOIBKUX UCIOJIHUTENEH ).

10. IIucsmo
10.1. ITucepma roToBATCA KaK:

e  OTBETHI O BHINOJIHEHUH TOPYUYEHUH BBIIIECTOSIIIUX OPTaHOB UCIIOJIHUTEIbHON BIACTH;

e OTBETHI HA 3aPOCHI OPraHU3ALMN, TPEANPUATHN U YACTHBIX JIMII;

e VHUIMATHBHBIC IUCbMA.

10.2. Cpoku moArOTOBKM OTBETHBIX MTHUCEM:

® ¢ KOHKPETHOW JaTOM MCIIOJIHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUM C pE30JIOLUEH JOHUPEKTOpa M €ro 3aMEeCTHTENed Ha OCHOBaHWUH
YCTAaHOBJICHHBIX CPOKOB HCIIOJHEHMsI NOPYYEHHUH, 3alpoOCOB WM IO PEHICHHIO aBTOpa
PE3OIIIOLIHH.

10.3. TekcThl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33/1aHUSM, 3a()MKCHPOBAHHBIM B
pesomonyy. Cpoky MOATOTOBKA MHUIMATUBHBIX ITUCEM OINPENEISAIOTCS CaMOCTOSTEIIBHO aBTOPOM
MPOEKTa MUChMa C YIETOM HEOOXOAUMOCTH PEUIeHUs] KOHKPETHBIX 33/1a4 U (WJIM) B COOTBETCTBHHU C
TpeOOBAHUAMH 3aKOHO/IATENIBCTBA, TOPYUEHUSIMU HEMOCPEACTBEHHOTO PYKOBOJUTEIIS.

10.4. Tlucbma medaTaroTcss Ha OJlaHKe MHUCbMa 00IIe00pa30BaTENbHON OpraHU3alMU C YIJIOBBIM
PacIoI0KEHUEM PEKBU3UTOB.

10.5. JlomoiHMUTENbHO K pPEKBU3UTaM OJlaHKa MUChbMa NpU O(GOPMIICHHH IHCEM B IIKOJIE
UCIOJIB3YIOTCS CIEIYIOIINE PEKBU3UTBHIL:

e ajpecart;

®  3aroJIOBOK K TEKCTY;

* TEKCT JOKYMEHTA;

* OTMETKa O IPUJIOKEHNUH;

e BHU3Q;

* IIOJINCE.

e OTMETKa 00 UCTIOJHHUTEIIE.



10.6. Ilpu odopmieHnn nmucbMa Ha JBYX M Oojiee CTpaHHMILAX BTOPAs W MOCIEIYIOUIHE CTPAHUIIBI
HYMEPYIOTCSI IOCEPEINHE BEPXHETO MOJIs JIUCTA apaOCKUMU LU paMu.
10.7. TIuceMa nOANUCHIBAET TUPEKTOP WM PAOOTHUKH, YIIOJTHOMOYEHHBIE TPUKA30M.
10.8. CnyxeOHbIe 3aTTUCKHI
10.9. B mensix OCyIIECTBICHUS B3aUMOJEHCTBHS MEXIY COTPYJHHKAMH B paMKaX BHYTPEHHETO
JOKYMEHTOOO0pOTa B ILIKOJIE IPUMEHSIOTCS ClTykKeOHble 3anucku. CiykxeOHbIe 3alUCKU SBISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKyMEHTaMHU. ABTOpaMH CIIY’)KEOHBIX 3aIMCOK  SIBIISIOTCS
COTPYIHHMKHU 00111€00pa30BaTEIIbHON OpTraHU3aIiy.
10.10. CayxeGHast 3aITUCKA MOXKET COCTABJIATHCS M0 YKA3aHUIO PYKOBOJACTBA MJIM N0 MHUIIUATHUBE
KOHKPETHOT'O COTPYIHUKA.
10.11. ITpu opopmiennn ciykebHO 3anucku 0GOPMIISIOTCS CIEIYIONIIE PEKBU3UTHI:

e ajpecar;

e J1aTa JOKYMEHTA;

* HAUMEHOBAHUE BHJA JIOKYMEHTA;

*  3arOJIOBOK K TEKCTY;

* TEKCT JOKYMEHTa;

e OTMETKa O MPWIOKEHUH (IPU HAJTUYUN);

* HAUMEHOBAHUE JIOJKHOCTH;

*  TIOAMMUCE.
10.12. CnyxeOHbIe 3alIUCKH MOTYT CO3/1aBaThCsl Ha OyMa)KHOM HOCHTEJE U (WJIM) B SJIEKTPOHHOU

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBINAETCS COTPYIHUKAM INKOJBI W OQOpMIISIETCS 10 IpaBujam,
YCTaHOBJIEHHBIM HacTosimed MHeTpykiuend s muceM, ¢ yd4€ToM TpeOOBaHMN TI'pakKAaHCKOTO
3akoHojatenbeTBa Poccniickoit denepany u HaCTOAILETO pa3jiena.

11.2. TIpoeKT JOBEPEHHOCTH MOATOTABIMBAETCS W BU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEpEHHOCTh OyJeT BblJaHa, IOCJIe 4Yero mnepeaaércs B KaHLEISPHUIO NIJs HampaBiIeHUS Ha
MOAMNKCAHUE.

11.3. JloBepeHHOCTh MOJINHUCHIBAETCA JUPEKTOPOM WM JIMIOM, OCYHIECTBIISIONIMM  €r0
MOJIHOMOYUS (MCTIONMHSIOMIMM OO0S3aHHOCTH), M CKPEIUIIeTCsS MedaThio 00Ieo0pa3oBaTeabHON
OpraHu3alyu.

12. JIoroBopsl, corJiameHusi, KOHTPAKTHI

12.1. JloroBopsl, cornaieHus, KOHTPAKThI (Jajee - JOroBOPbl) MOArOTABIMBAIOTCS B COOTBETCTBUN
¢ TpeOOBaHMUSIMU TPAKIAHCKOTO, TPYAOBOT0, OIOIKETHOTO U HHOTO 3aKOHOJATENhCTBA Poccuiickoit
denepany, B 3aBUCUMOCTH OT PETYJIHPYEMBIX JOTOBOPOM MPABOOTHOLICHHNA W 0053aTENbCTB
CTOpOH.

12.2. IlpoekT noroBopa NOAIOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIOPaBISIOMUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAauyeCTBEHHOro oOecredyeHus
MCTIOJTHEHUS CBOMX MOJTHOMOYHH (00s3aHHOCTEH, (DYHKIMIA), TOJTHOMOYHUH IITKOJIBI B IIEJIOM.

12.3. IIpoext pgoroBopa MOATOTABIMBAECTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPAKTHBIM
YIPaBJISIONIAM) COBMECTHO CO CIIEHHATUCTOM, K (YHKIUAM (TIOJIHOMOYHSAM) KOTOPOT'O OTHOCHUTCS
penieHnue BOIPOCOB, SABISIOMIMXCA MPEIMETOM JI0rOBOpa, WJIM WHBIM COTPYAHMKOM IO MPSIMOMY
YKa3aHUIO TUPEKTOpa 0011e00pa3oBaTeIbHOW OpraHU3aIIH.

12.4. HeoOxoaumasi Jyisi MOATOTOBKH MPOEKTA JTOTOBOpa MH(POpMaIHsi COOMPAETCs OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABIAIONIMM) B MOPsAIAKE pabouero B3aMMOACUCTBHUS C Y4ETOM MpaBuUII,
YCTaHOBJICHHBIX HacTosien NHCTpyKInen.

13. IIpyHOMIIBI OPraHU3ANMHU JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOpPOTE BBIACIAIOTCS CICAYIOMNWE JOKYMEHTONMOTOKH: ITOCTYIAOIIast
JOKYMEHTanus  (BXozsiuas), OTIpaBisgeMas JOKyMEHTauus  (UcXojsuiasl), BHYTPEHHSA
JOKYMEHTALUSI.



13.1. B cocraBe BXOAfIIeW M HUCXOJAIIEW JNOKYMEHTAllMd MOTYT BBIACIATHCA JOKYMEHTHI,
MOCTYNUBIINE W3 BBHIMIECTOSIINX, MOAPSAIHBIX, MEAUIIMHCKUX U JIPYrHMX OpraHMU3allfii, OpraHoB
MECTHOTO CaMOYIpaBJICHHUsI, O0paIleHus TpaKaaH.

13.3. OOpareHusi TpaxIaH PETHCTPUPYIOTCA W (DOPMUPYIOTCS B Jena OTIASIBHO OT JPYTHX
JOKYMEHTOB 00111€00pa30BaTEIbHON OPraHU3aIIHH.

13.4. B mikose AocTaBka U OTHpaBKa JOKYMEHTOB OCYILECTBIISIETCS CPEACTBAMH MOYTOBOM CBA3HU,
ANEKTPOHHOU CBSI3M, & TaKXe MO CHCTEME JJIEKTPOHHOTO TOKyMeHTooOopoTa (mamee - COJ). C
MIOMOUIBIO MOYTOBOM CBA3M B 0OIE00pa30BaTEIbHYIO OpPraHU3AIMI0 TOCTABISETCS MHUChbMEHHAas
KOppeCIOHACHIIUA B BUJC IMMPOCTBIX MMHUCEM, 3aKA3HBIX IMUCEM, MOYTOBBIX KAPTOYCK, 6aH,Z[€pOJI€I>'I n
MEJIKHUX [TaKEeTOB, a TAK)KE MeYaTHbIC U3AaHMUS.

14. IlepBuyHasi 00padoTKa MOCTYNAKIIUX JOKYMEHTOB
14.1. JloxymMeHTBI, IOCTYyNAOIIME B IIKOJNY, IEPENAIOTCd Ha PErucTpalilo CEKpeTapro
0011e00pa3oBaTeIbHON OpPTraHU3allid U MPOXOJAT MEPBUUYHYI0 00paOOTKY B J€HBb IMOCTYIUICHHUS,
IIpU NIOCTYIUICHWU B Hepabouee BpeMsl - Ha cienyromuil pabounii aens. [Ipu nepBuuHoii 00padoTke
JIOKYMEHTOB MPOBEPSETCS TNMPaBUIBHOCTh ajipecoBaHusa. OMMOOYHO MOCTYNHBIINE JIOKYMEHTHI
IIEPECHUIAIOTCS 110 MPUHAMJIEKHOCTH WM BO3BPAIIAIOTCS OTIPABUTEIIO.
14.2. JlokyMeHTbI, HOocTynuBIIMe ¢ oTMeTkaMu "Cpouno", "Bpyunuts HeMennenno", "OnepaTuBHo",
HE3aMEeUTUTEIBHO MPOXOIAT MEPBUUHYIO 00pabOTKy M JOKJIAIBIBAIOTCSA AUPEKTOPY WM B CIIydae
€ro OTCYTCTBUSI — 3aMECTUTENIO AUPEKTOPa MO HAIIPABIICHUIO JESTEIbHOCTH.
14.3. [loctynuBIMe TenerpaMMbl MPHHUMAIOTCS O] MOANUCH C MPOCTABIEHUEM AAaThl U BPEMEHU
pHeMa, pETUCTPUPYIOTCS 110 TEM XKe MpaBUjIaM, YTo U MUChMa.
14.4. DnekTpoHHBIE COOOIEHUs, aJpECOBAHHBIC TUPEKTOPY MM HAIpaBICHHBIC B aIpec LIKOJIHI,
pacreuaThIBalOTCS U JOKJIABIBAIOTCS AUPEKTOPY WM B CIIydae €ro OTCYTCTBUSI — 3aMECTHUTEIIO
JUPEKTOpA.
14.5. DneKTpoHHBIE COOOIIEHHUS, 3aBEPEHHBIC YJIEKTPOHHON IMOAMUCKHIO, TOIekKaT 00paboTKe 1O
IIpaBWJIaM, IIPEyCMOTPEHHBIM IS IOCTYNAOLEN (BXOASIEH) TOKYyMEHTALUH.
14.6. IloctynuBimas (BXOsIas) MTOKYMEHTAIMsl pacHpeielisseTcss Ha PETUCTPUPYEMble U HE
MO/JIEKAIUE PErUCTPALIUU TOKYMEHTHI.
14.7. He noanexat perucTpanuu:

e TPUIJIACUTEIbHBIC, TIO3IPABUTEIILHBIC MUCHMA U TEJIETPAMMBI;

e  OWIETHL,

e IUIAHBI ¥ IPOTPAMMBbl CEMUHAPOB, KOH(EPEHIUI U APYTHX MOJOOHBIX MEPOIPHUSATHIA;

e JIOKYMEHThl TIO OYyXTaJaTepCKOMYy Yy4YeTy, MaTepHaJbHO-TEXHHYECKOMY OOECHEeUeHHUIO,

IUTAHOBBIE M (DMHAHCOBBIE JOKYMEHTBI, TIOCTYNAIoIIKe 6€3 CONMPOBOAUTEIBHOTO MUCHMA;

* pEKJIaMHbIE, KOMMEpUECKHE MPEAJI0KEHUs, B T.4. IOCTYNUBIINE 110 3JIEKTPOHHOM MOYTE;

e TICYATHBIC U3/IAHNUS;

* MHCHbMA C IOMETKOU «JIMYHO».

15. Perucrpamusi, y4eT M PaccMOTPeHHE PYKOBOAHMTEJeM MNOCTYNAKIMUX (BXOAAIIMX)
AOKYMEHTOB

15.1. IlocrynuBime (BXOASAIIME) JAOKYMEHTBI PETUCTPUPYIOTCS TOJBKO IOCIAE W TEPBUYHOM
00pabOTKH M HE3aBUCUMO OT CIIOCO0a MX JOCTaBKH.

15.2. Perucrpanusi — mpoCTaBlIEHUE B HUKHEM MPABOM YTy MEPBOTO JIMCTA JOKYMEHTa OTMETKHU
O MNOCTYIUICHUH C YKA3aHUCM JaTbl TOCTYIUICHHUA W BXOILAIICTO PETUCTPAMOHHOI'O HOMCEpa
JOKYMEHTa C 0053aTebHOM 3alMHChi0 B JKypHAl PErHCTPAIMK IOCTyMaroueh (BXOsIiei)
nokymeHTanuu. CTpyKTypa perucTpalldoOHHOTO HOMEpa, MOCTYHAOUIEro (BXoAsIIero) J0KyMeHTa,
COCTOMT M3 €ro TMOpAJKOBOIO HOMepa U HUHAEKca Jefla M0 HOMEHKIaType el
001e00pa3oBaTeIbHON OpraHU3aIIH.

15.3. Peructpamms Bcex MOCTYNMHMBIIMX (BXOISAIINX) TOKYMEHTOB IPOM3BOIUTCS B Tpeeax
00IIero JOKYMEHTONOTOKA. JIOKyMEHTHI, NOCTYNUBIIME B IIKOJIY IO KaHajlaM (akCUMUIbHON
CBsI3M, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B 00OIIIEM TTOPSIIKE.



Tekcr moctynuBmIed TeneoHOrpaMMBl — 3alUCBHIBACTCA B JKypHalle PErUCTpalluf
TeneOHOrpaMM U IeyaTaeTcst Ha JJucTe Oymaru Juisl epejadyd Ha pacCMOTPEHUE.
15.4. Tloctynaronue (BXOAALIUE) JOKYMEHTBI IEPEAAIOTCS HA PACCMOTPEHHUE PYKOBOJICTBY TOJIBKO
IIOCJIE MX PETUCTPALMN U MPEIBAPUTEIBHOTO PACCMOTPEHHS.
15.5. JlokyMeHTBI, NMOCTYNHMBIIHME B 00IIE00pa30BaTEeNbHYI0 OpPraHM3alMIo0, IO BOMpOCaM, HE
TpeOYIOIMM  PAacCMOTPEHUSl JUPEKTOpa, HAIpPAaBISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JEJIONPOU3BOCTBO HIKOJIbI HEMTOCPEACTBEHHO UCIIOJIHUTEIIO 3ampoca.
15.6. JIupeKkTop B pe30JOLUH ONPEAEIAET JIUL, OTBETCTBEHHBIX 33 UCIOJIHEHUE JOKYMEHTA, U JaeT
UM nopydeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JIEONPOU3BOACTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
HCIIOJIHEHHE.
15.7. TlogMIMHHKUK JOKYMEHTa C PEe30JIIOIUe pyKOBOAUTENS 0011e00pa3oBaTeIbHON OpraHu3aum
HAIPABJIACTCS UCIIOJIHUTEIIO.
15.8. Ilpu HanmuuuM HECKOJIBKMX MWCIIOJHUTENEH MOUIMHHUK JOKYMEHTa IIE€pPEelaeTcsl TOMY
UCIOJIHUTENI0, KOTOPBIA B COOTBETCTBMM C YKAa3aHMSAMH II0 HCIOJHEHHUIO  SBIIACTCSA
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJIHUTENHN [T0JIy4at0T KOMUIO JOKYMEHTA.
15.9. TlogmuHHUK AOKYMEHTa, KOTOPBIA HMCIOJHSETCS HECKOJBKUMHU JOKHOCTHBIMH JIHIIAMH,
I10JIy4aeT OTBETCTBEHHBIM UCIIOIHUTENb. OCTaNbHBIM UCIIOIHUTEISAM EPENAIOTCS KOINH.
15.10. UsroromneHue KOmMUH AOKYMEHTA Il TIEpPeladyd COMCIOJHUTEISM OCYIIECTBISCTCS
CeKpeTapeM 00I11e00pa3oBaTeIbHON OpraHU3aIiH.
15.11. Pe3onrorust COnEepKuT:
e YKa3aHHWE TII0 WCIHOJHEHHUIO, COJEpKallee KpaTKOe OINUCaHHEe HEOOXOIUMOro JUIs
UCIIOJIHEHUS ICHCTBHS;
* YKa3aHHE Ha CpPOK, B TEUYEHHE KOTOpPOro JHUOO A0 HMCTEUYEHHUS KOTOPOro HEOOXOAMMO
WCIIOJIHUTH NPEAIMCAHHOE IEHCTBUE;
e JIMYHYIO MOAIKCH aBTOPA PE30JIIOLINH;
* ATy NPOCTABIICHUS PE3OJIOLHN.
15.12. Yka3aHue Ha CpOK, B TEUEHHE KOTOPOTO JHOO 10 HCTEYEHHS KOTOPOro HEOOXOIUMO
UCIOJIHUTD TPEANMCAHHOE ICHCTBHE, MOYKET HE BBIPAXKAaTbCs KOHKPETHOM IATOM M COIEP)KaTh
BBIPQXEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3osnrorust mumieTcss Ha CBOOOTHOM OT PEKBHU3UTOB MECTE TIEPBOTO JIMCTA IOKYMEHTA.
15.14. B cinyyae, korja pe3oiioLus aJpecoBaHa HECKOJIbKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JIOKYMEHTa B LEJIOM SBISETCS COTPYIAHMK, yKa3aHHBIH NEpBBIM (BEPXHUM), JHOO
COTPYJIHHK, B OTHOIIEHUN KOTOPOTO CAEIaHa IOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranusanusi padéoTsl ¢ OTHPABJIEMbIMH (MCXOAAIUMHI) JOKYMEHTAMH

16.1. Jlo mpemocTaBiieHHs TPOEKTa OTMPABIAEMOro (MCXOMASIIET0) JOKYMEHTa Ha TOJIMHCH
JUPEKTOPY WM MHOMY YIOJIHOMOYEHHOMY B YCTAHOBJIEHHOM IMOPSAKE HAa MOANHCAHHUE JHUILY
OCHOBHOI HCIIOJIHUTENb MPOBEPSET MPABHIBHOCTh O(GOPMIIEHUS OTMPABISIEMOro (HCXOJSILEro)
JOKYMEHTa Ha COOTBETCTBUE TPeOOBaHMIM HacTosmend MHCTpyKIIny.

16.2. Tlpu moArOTOBKE OTMHPABIIEMOTO (MCXOMSIIET0) JOKYMEHTAa KaK OTBETa Ha MOCTYIMHBIIUN
(BXOIAIIMN) JTOKYMEHT HCHOJHUTENb MPUKIAIBIBAET K IMOJATOTOBIECHHOMY MPOEKTY BXOSIIHMA
JIOKYMEHT.

16.3. IIpoeKThl OTIpaBIIEeMbIX (HCXOIAIMINX) TOKYMEHTOB C Y4ETOM COOJIOACHUS YCTaHOBICHHOTO
B PE30JIIOIIMM CpPOKa MCIOJIHEHHUs] TepedaroTcsl OTBETCTBEHHBIM HCIIOJIHUTENEM B OTIEN
JIEJIONPOU3BO/ICTBA (KAHLIESAPHS, CEKPETaph) IIKOJIbI Il HAIIPaBJICHUS HA MOANKUCAHUE.

16.4. TlonmucanHble OTHpaBiseMble (MCXOAIINE) JOKYMEHTBI, TEPEHarOTCs pPaOOTHHUKY
OTBETCTBEHHOMY  3a  JCJIONPOM3BOACTBO  IIKOJIbI, KOTOPBIA  OCYIIECTBIISIET  IPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHSI KOJHMYECTBAa HK3EMIUIIPOB OTHPABISEMOro (MCXOISIIETo)
JOKYMEHTa CIIUCKY pAaCChUIKHA, a TaKXKe MPaBWIBHOCTh OQGOPMIICHHS JOKYMEHTa COTJIACHO
HACTOSIIIEH HHCTPYKIIMH.

16.5. B cnyuyae HapylmeHUsT KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TakKXKe
MPaBWIBHOCTH O(OPMIIEHHS JIOKYMEHTa COIJIaCHO HACTOSIIeH HMHCTPYKIUU OTIpaBisieMble



(ucxonsmue) JOKYMEHThI —HE3aMEJIMTENbHO  BO3BPAIAIOTCS  pPAa0OTHUKAMH  KaHLEISIPUU
OTBETCTBEHHOMY HCIIOJHUTENI0 WJIM B CIydyae OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HEIMOCPEICTBEHHOMY PYKOBOJUTEIIO JIJIsl YCTPAHEHUS HAPYILICHH.
16.6. JlokyMeHTBI TOCH€ HMX MOJAMUCAHUS JUPEKTOPOM WM HHBIM YIOJIHOMOYEHHBIM JIUIIOM
MepealoTcs B KAaHIETSPUIO 00111e00pa30BaTEIbHON OPTaHU3alMH [Tl PETUCTPAIIMH U OTIIPABKH.
16.7. Peructparnust oTIpaBiasieMbIX (MCXOAIINX) JOKYMEHTOB OCYIIECTBIISETCS TOCIIe MPOBEICHUS
paboTHUKAaMU KaHILEISPUU, OTBETCTBEHHBIMH 32 JICTIONPOU3BOICTBO, MPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA DK3EMIUISIPOB, a TaKXe MPaBUILHOCTH OGOPMIIEHHS OTIIPABIIEMOIO
(MCXOIAIIETr0) TOKYMEHTA.
16.8. Peructpanus co3gaBaeMblX JOKYMEHTOB OCYILECTBISETCS B JE€Hb TMOJIUCAHUS WU
YTBEpKAEHHS MO0 Ha CIEAYIOMUN pabounii JeHb.
16.9. CBeneHus 0 PETUCTPUPYEMBIX OTIPABIISIEMBIX (MCXOAIINX) JOKYMEHTAaX BHOCSTCS B JKypHAaII
pPErucTpaluy OTIPaBIIEeMON (MCXOAIICH) TOKYMEHTALUH.
16.10. PerucrparimoHHbIil HOMEp M 1aTa OTHPABISAEMOTO (MCXOSIIET0) TOKYMEHTA MPOCTABIISIIOTCS
Ha TOAJUHHUKE JOKYMEHTa B pEKBH3UTaX OJaHKa W Ha HK3EMIUIApPE, OCTAIOMIeMCs B Jelie
0011e00pa3oBaTeIbHON OpraHU3aIliH.
16.11. CtpykTypa perucTpalliOHHOTO HOMEpa OTHPABIISIEMOT0 (UCXOMASIIET0) TOKYMEHTA COCTOUT
U3 €ro MOpsAIKOBOTO HOMEpa U MHEKCA Jiea 10 HOMEHKJIAType /1€ IIKOJbI.
16.12. OrnpaBka JOKYMEHTOB TMPOU3BOAMTCSA IICHTPAIU30BAHHO PAOOTHUKAMHU KaHIEISAPUU
IIKOJIbI, KOTOpbIE MPOU3BOIAT WX COPTHUPOBKY IO CHOCOOy OTHpaBieHUs (IpocTas, 3aka3Has,
MEXAyHapoaAHas U Ap.).
16.13. [Tucema, TemerpaMmbl, OTKPBITKH, OaHIEPOJIN U TIEYaTHBIC W3IaHHS OTIIPABIISIOTCS TIOUYTOM.
daxkcorpamMmbl U TeneOHOTPaMMBI ITEPEIAIOTCS 110 KaHaTaM TeleQOHHOM CBsI3H.
16.14. DneKTpOHHBIE COOOIICHHS OTHPABISIIOTCA C O(GUIMAIBLHOTO TOYTOBOTO 3JIEKTPOHHOTO
azipeca 0011e00pa30BaTENbHOM OpraHu3aluy.
16.15. Tlucema, TenerpaMMbl, OTKPBITKH, OaHIEPOJIH, (aKCOTPaMMBbl, SJICKTPOHHBIC COOOIIEHHUS, HE
CBSI3aHHBIE ¢ paboyeii NeATEIBHOCTHIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JIoKkyMEeHTBI, OTIPABIISIEMBIE CPEACTBAMHU MTOYTOBON CBSI3U MTPOXOISAT:

e YIIaKOBKY;

e anpecoBaHue (IIPU HANPABICHWH TOKyMEHTa Oosiee 4eM B 4 aapeca) — B COOTBETCTBHH C

yKazareJeM pacChUIKH, Ha KaXKIOM SK3eMIUIIpe MUChMa YKa3bIBa€TCs TOJIBKO OJIMH aJIpecar.

e IIPOCTaBJICHHE CTOMMOCTH IMOYTOBBIX YCIIYT;

e [iepefavy B [IOYTOBOE OT/CJICHUE CBSI3U.
16.17. Ilpu mMOATOTOBKE M OTHpPAaBKE MUCEM HEOOXOAWMO YYUTHIBAThH MPaBUJIA, YCTAHOBJICHHBIC
pHUKa3oM MUHHUCTEPCTBA CBS3U M MaccoBbIX koMMmyHuKanuii P® ot 31 uronsa 2014 r. N 234 "O06
yTBepkeHnu [IpaBui okazaHus yciuyr MOYTOBOM CBSI3H'".
16.18. JoxyMeHTBI, OTIIpaBiIsieMble CPEICTBAMHU MOYTOBOM CBSI3U B OJIMH aJpEC, BKIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxopsmme MOKYMEHTBI, MpeaHa3HAuCHHBIC AJS OTHPABKU CPEIACTBAMHU (HaKCUMHIBHOU
CBSI3H, OTIIPABIISIOTCS paOOTHUKAMH KaHIIESIPUHU 0011e00pa30BaTeIbHON OpraHU3aIHH.

17. Pa3pa6oTka u BejleHHe HOMEHKJIATYPbI e

17.1. JlokyMeHTalbHBIH (OH/ KOl — COBOKYITHOCTb TOKYMEHTOB, 00Pa3yIOIIMXCS B MpOLEcce
€ro JesTelNbHOCTH. JIOKyMEHTaabHBIA (DOHI IIKOJIBI COCTaBIAIOT JOKYMEHTHI, CO3JAaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allMd M TOJYYEHHBIE €10 B pe3yibTaTe B3aMMOJACUCTBHUS C
OpraHaMH TOCYAAPCTBEHHOW BJIACTH, OpPraHaMU MECTHOIO CaMOYIPABIICHHA, IOPUIAWYECKHMH U
(bU3NYECKUMU JINIIAMH.

17.2. HomeHnkiatypa fen sBISI€TCSI OCHOBOW (POpMUPOBaHUS JTOKYMEHTAJIbHOTO (OHAA IIKOJIBI U
NpeACTaBIsieT co0Oi CHUCTEeMAaTHU3WPOBAHHBIN IEepeYeHb 3arojioBKOB (HAMMEHOBAHUHN) Jel,
3aBOJIMMBIX B INIKOJIE, C YKa3aHUEM CPOKOB MX XPAaHEHHs, U O(QOPMIICHHBIH B COOTBETCTBUHU C
[IPAaBOBBIMU aKTaMH, PEKOMEHIALUSAMHU M METOJMYECKMMM YyKa3aHMsAMU opraHoB Poccuiickoit



denepanun, YHIOTHOMOYCHHBIX B cepe TOCYJapCTBEHHOTO YIPABICHHUS AapXUBHBIM JIEJIOM,
JIEIOTIPON3BOJICTBA U JOKyMEHTOO0OpOTA.
17.3. HomeHknaTypa e coCTaBIsSIeTCs Ha OCHOBE M3y4YEHMsI TIOJI0KEHUH, MHCTPYKIIMM U ITpaBuilL, a
TaKkKe JPYruX JOKYMEHTOB, PETJIaMEHTHUPYIOIIMX JESITeIbHOCTh  00Ieo0pa3oBaTeIbHOM
OpraHu3alu, a TakKKe HOMEHKIATyp /el 3a MNPeIUIECTBYIOUME TOAbl U JOKYMEHTOB,
00pa3yromuxcs B ISATeTLHOCTH 00111e00pa3oBaTeIbHON OpraHu3aIlHiH.
17.4. HoMeHknatrypa Je1 MCHOJB3YyeTCs JUisl TPYNIHUPOBKU HMCIOJHEHHBIX JOKYMEHTOB B Jiefa,
CHUCTEMaTHU3allMy U y4eTa JIell, ONPECICHUS] CPOKOB MX XPAHEHUSI U TTIOMCKA TOKYMEHTOB, SIBJISIETCS
OCHOBOM ISl COCTaBJIEHUsI OIIMCEN JIe MOCTOSHHOIO U BpeMeHHoro (cBbiie 10 yer) xpaHeHus, a
TaKXe JUIsl ydeTa Jes1 BpeMeHHOro (10 10 jieT BKIIIOUUTENBHO) XPaHEHUS.
17.5. HomeHknarypa aes BBOAUTCS B JEHCTBUE MPUKA30M 110 LIKOJIE.
17.6. HoMeHKkJIaTypa Aed TOTOBUATCA B TPEX DK3EMILIIpAX:

e ]ISl IOMEIIEHHS] B HOMEHKJIATYPHOE JIENI0 U MOCTOSIHHOTO XPAHECHHS;

e ]IS UICTIOJIB30BAHUS B pab0OTE OTACIIOM ACIIONPOU3BOACTBA (KaHIICTSIPUEH);

e ]ISl XpaHEHHUSI B apXUBE LIKOJIBL.
17.7. VI3 HOMEHKJIATyphl JAEJI IIKOJIbBI OTBETCTBEHHBIM JIMIIOM 3a BEJICHHUE JIE€JIONPOU3BOJICTBA
o(hopMIISIFOTCS BBIMMMCKHM Ui KaXJIOTO W3 MOJPA3JEIeHUH M OTIENIOB 001e00pazoBaTeIbHOM
OpraHu3aIMu.

18. ®opmupoBanme e U UX TeKyllee XxpaHeHue. [loaroroBka 10KyMeHTOB M J1eJ1 K nepegayde
HA apXMBHOE XPaHEHHUe
18.1. ®opMupoBaHue J1e1 — rpynnupoBKa UCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBHUH C
HOMEHKJIATYpOil Jen 001eo0pa3oBaTeIbHON OpraHU3aIlii U CUCTEMATH3aIUs JOKYMEHTOB BHYTpU
nena.
18.2. lena co AHS UX 3aBEJEHUS 0 MEepeJayd B apXUB LIKOJIbI WM HA YHUUYTOXKEHUE XPAHATCS 1O
MecTy uX (opMUpPOBAHUSI.
18.3. Ilpuka3pl 1O OCHOBHOH, aJMHHUCTPATHBHO-XO3SHCTBEHHOM, Yy4eOHO-BOCIMTATEILHON
JEeSITeIbHOCTH IIKOJIbI, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO JIMYHOMY COCTaBy pabOTHUKOB U
M0 IMYHOMY COCTaBY 00y4JaromuXxcs (y9auuxcs/BOCIIUTAHHUKOB).
18.4. Ilepenucka rpynmupyercss 3a NEpPUOJA KAJCHAAPHOTO TOJa M CUCTEMAaTU3UPYETCs B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.
18.5. [IpoBepka HaTUYUA U COCTOSIHUS IOKYMEHTOB U JI€J TPOBOAUTCS MPU MEPEMEIICHUN 1T, TIPU
BO3BpAaTe JIeJ1, IPU PEOPraHU3aINH WK JIMKBUAANNUN 0011e00pa30BaTeIbHOM OpraHU3aIiy.
18.6. B apxumB o00meoOpa3oBaTeabHON OpraHu3anuu (Jajgee - apxuB) TMepesaloTcs Jena
IIOCTOSIHHOT0, BPEMEHHOT0 (cBbllle 10 JIeT) CPOKOB XpaHEHHU U 110 JUYHOMY COCTaBY uepe3 3 rojaa
MocJie To/ia, B KOTOPOM JTOKYMEHTBI ObLITM TOMEIIEHBI B J€JI0 Ha XpaHEHUE.
18.7. Ilepenaya 1OKYMEHTOB B apXUB MIPOU3BOJUTCS IO YTBEPKACHHBIM OMUCAM €.
18.8. IloaroroBka MOKYMEHTOB W J€J K Iepeladye Ha apXUBHOE XPAHEHUE M HA YHUUYTOXKECHUE
MpeAyCMaTPUBAET:

* DKCIEPTU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHUE OMHCEH e MO pe3yIbTaTaM IKCIEPTU3bI UX LIEHHOCTH;

e odopmieHHE NeT;

® COCTaBJICHUE aKTOB Ha YHUUYTOXKEHUE JOKYMEHTOB U JI€Jl C UCTEKIIUMU CPOKAMU XPAHECHHUSI.
18.9. DkcnepTrU3a EHHOCTH TOKYMEHTOB MOCTOSHHOTO M BPEMEHHOTO XPAHEHUS OCYIIECTBIISIETCS
€XKEerogHo JHUIOM (JIMIAMH), Ha3HAYEHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.
18.10. B neno nomemraercs He 6osee 250 MrCTOB (TOMIIMHA JieNa IPU 3TOM COCTaBIIsIeT He Oonee 4
cMm). Ilpu GombIIoM KONMMYECTBE JOKYMEHTOB (popMUpYyIOTCS Toma (d4acT) Aena. BHyTpu nema
JIOKYMEHTBI PacroJiaraloTcsi B XpPOHOJOTUYECKOM MOPSAJIKE B COOTBETCTBHM C OMHUChI0. B nema
MOMEIIAIOTCS TOJIBKO UCIOJIHEHHbIE, TPABUILHO OPOPMIICHHBIE IOKYMEHTHI.



18.11. JlokyMeHTBl BHYTpPH Je€jla paclojararTcs CBEpXY BHM3 B XPOHOJIOIMYECKOM, BOIPOCHO-
JIOTUYECKOW  TOCJIEeNOBAaTeNIbHOCTH WJIM HMX codeTaHuu. PacnopsnuTenbHble  JOKYMEHTHI
TPYNIUPYIOTCS B JieNa 110 BUIaM M XPOHOJIOTUU C OTHOCSIIIUMUCS K HUM TPHIIOKEHUSIMH.

18.12. JInuHbie KAPTOYKH PAOOTHUKOB (POPMHUPYIOTCS B JIEJI0 1O andaBuTy haMUIui.

18.13. Odopmienue nena mnpesycMaTpuBaeT: O(OPMIICHHE PEKBU3UTOB OOJOXKKH Jena o
YCTaHOBJIEHHOW (hopMe; HyMepaluio JIMCTOB B JieJe KapaHIallloM B BEPXHEM IPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMMCH JTIOKyMEHTOB Jieja, MOAIIMBKY U neperuier aena. Jiuct 6onpmioro
¢dbopMarta, MOAIIMTHIA 3a OJUH Kpal, HymMepyeTcsl KaKk OJUH JHUCT B NPaBOM BEPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepalliel JTUCTOB, B TOM YMCIIE IeYaTHbIC U3aHus, HyMEPYIOTCS B
oO1eM TopsiziKe.

18.14. JIucThl A€, COCTOSAIMX U3 HECKOJIIBKMX TOMOB WJIN YacTeH, HyMEpYIOTCS MO KaXXJI0MY TOMY
WJIM YaCTH OTAENBHO.

18.15. Ilocne 3aBeplieHUs HyMEpalUU JIMCTOB COCTAaBJISIETCS 3aBEPUTENIbHAs HAAINUCh, KOTOpas
pacrojaraercsi B KOHIIe Aefia. 3aBepuTelbHasi HAAMKUCh COCTaBIISETCS B JIee Ha OT/IEIbHOM JIMCTE-
3aBepuTeIe Jena.

18.16. B 3aBepuTenpbHON HAAMUCH HU(PPAMH U MPOMUCHIO YKA3bIBAETCS KOJWYECTBO JINCTOB B
JAHHOM Jiesie. 3aBEpUTENbHAsl HAANUCh IOJAINMUCHIBAETCA €€ COCTaBUTENEM C yKa3aHUEM
paciiipoBKK TMOANMMCH, IOJKHOCTH W JaThl cocTaBieHus. KonuuecTBo IHMCTOB B Jene
MPOCTABISETCA HA OOJIOKKE JIea B COOTBETCTBUU C UTOTOBOM HAAMHUCKIO.

18.17. PexkBu3uT "CpOK XpaHEHHUs JAeyia" MEepEeHOCUTCS Ha OOJIOXKKY Jejla U3 COOTBETCTBYIOIICH
HOMEHKJIATypbl JI€JI TI0CIE CBEPKU €r0 CO CPOKOM XpaHEHMsI, YKa3aHHbIM B II€PEUYHE THUIIOBBIX
JOKYMEHTOB WJIM B ME€peUHe IOKYMEHTOB, 00pa3yIoluXcs B JAesITeNbHOCTH (DeepaabHOro opraHa,
C YKa3aHHEM CPOKOB XPAHEHHS.

18.18. Ha nenax mocTOSIHHOTO XpaHEHHs MUIIETCs: " XPpaHUTh TOCTOSIHHO .

18.19. Ilpuem pen mpoU3BOAUTCS COTPYIHUKOM, YIOJIHOMOYEHHBIM Ha BEJCHHUE ICATEIHHOCTH
apxuBa, C MPOCTABIIEHUEM B JABYX SK3EMIUISIpaxX OMMCU JEJ OTMETOK O HAIMYMH Ka)KIO0ro jAena (Ha
KaX/I0M 3K3EMIUIIpPE OMHMCH YKa3bIBAETCS KOJUYECTBO (PAKTUUYECKH NMPHUHSATHIX Jel, JaTa Mpuema-
nepeavu Jed, a TaKkKe MOAMNKMCH apXUBUCTA M COTPYAHMKA, ITEPEeIaBIIero Aena.

19. 3akar0uuTeIbHBIE NOJI0KEHUS

19.1. Hacrosimas MHCTpyKIMS 10 A€IONPOU3BOJCTBY SABIISETCS JIOKAJbHBIM HOPMaTUBHBIM aKTOM
001eo0pa3oBaTelbHOM OpraHu3aluy, MnpuHuMaercs Ha OOmemM cobpaHun pabOTHUKOB H
yTBepKaaeTcs (BBOIUTCS B ACHCTBUE) IPUKA30M JAUPEKTOPa 00111e00pa30BaTeIbHOM OpraHu3aluy.
19.2. Bce u3MeHeHHUs U JOIMOJIHEHHS, BHOCUMBIE B HAcTOSIIYI0 MHCTpYyKIMIO, 0QOPMIISIIOTCS B
MUCHMEHHON (hopMe B COOTBETCTBUH JACHCTBYIOUINM 3aKOHOAATeNbCTBOM Poccuiickoit deneparui.
19.3. NHcTpykups mo JenONpOM3BOJCTBY B IIKOJE MPUHHUMAETCS HA HEONPEACIEHHBIM CPOK.
W3meHennsa u 1onoiaHeHHuss K MHCTpyKIMU NPUHUMAIOTCSA B MOPSAKE, IPEIyCMOTPEHHOM 11.19.1.
Hacrosme MacTpykumm.

19.4. Tlocne npunsatus MHCTpyKuMH (MM U3MEHEHMM M JONOJHEHUH OTIENbHBIX NYHKTOB U
pa3zienoB) B HOBOW peAaKIMK MPEAbIIYINAsl pEJAKIU aBTOMAaTUYECKN YTPAuYUBAET CUITY.
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IIpaBuia
oopm/ieHHsI PEKBU3UTOB J0KYMEHTOB

1. Jlns TOATOTOBKM JTOKYMEHTOB TIPUMEHSETCS TEKCTOBBIM pPEIAKTOp, OOECIeYMBAIOIINMA
TpeOOBaHUs TPaPUUECKOr0 BOCTIPOU3BEICHHS PEKBU3UTOB JOKYMEHTA.

2. Buger u pazmepsl ucnoiab3yeMbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 nu
NpUOIMKEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TabiauIax, Al oOecrnedeHus Jydlled 4YUTaeMOCTH JaHHbIX,
J0IycKaeTcs mpuMeHenue mpudros Buaa Arial, pasmepos 12,13.

4. Jlnana3zoH UCHOIb3yEMBIX MEXAYCTPOUHBIX HHTEPBAIOB: OT OJUHAPHOIO /10 MOJIYTOPHOTO.

5. AO3anHBbIif OTCTYI TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJ0BKH pa3/IesIOB U MOIPA3/IeI0B NIe4aTatoTCs ¢ a03alHbIM OTCTYIIOM WJIN LEHTPUPYIOTCS 110
LIMPUHE TEKCTA.

7. MHOrOCTpOUYHBIE PEKBH3UTHI MEUYATAIOTCA Yepe3 OJUH MEKCTPOUHBIN HMHTEpBaj, COCTABHBIE
4acTHU PEKBU3UTOB OTAEIISIIOTCS TONOJHUTEIBHBIM HHTEPBAJIOM.

8. Eciim JOKyMEHT IOTOBHUTCS Ul M3/1aHUS C YMEHBIIEHUEM MacuTaba, TEKCT Me4aTaeTcs depes
7IBa UHTEpBaa.

9. UnTepBan Mmexy OyKBaMHU B CIIOBaX - OOBIYHBIN. MIHTEpBaI MeX 1y CIOBaMU - OJIMH MPOOEI.

10. TekcT nOKyMEHTa BBIDAaBHUBAETCS MO IIMPUHE JIMCTA (M0 I'PaHULAM JIEBOI'O U IPABOIO IMOJIEH
JTIOKYMEHTA).

11. InuHa camoil JJIMHHON CTPOKM PEKBU3UTA IPU YIIIOBOM PACIOJIOXKEHUH PEKBU3UTOB He Oolee
7,5 c™m.

12. JInuHa camol AJIMHHOM CTPOKM PEKBU3UTA NPHU MPOJOJIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Koa dhopmsbl 1okymMeHTa

Kox dopmbl mokymMeHTa IpOCTaBISIeTCS HAa YHUPUITUPOBAHHBIX (pOpMax TOKYMEHTOB, B OCHOBHOM
HCIOJIb3YEMBIX B KaJpOBOM JOKYMEHTOoO0OOpoTe mikosbl. Pacmonaraercss kona (opmbl B MpaBoM
BEPXHEM yIiIy paboyero mois JOKYMEHTa, COCTOUT U3 ciioB "®opma mo" (HauMEHOBaHUE
kiaccudukaropa) v nudpoBoro Koja.

Ilpumep - @opma no OKY/[ 0301001.

14. HanMeHOBaHME IIKOJIBI

HanMmeHoBaHHMe IIKOJBI JIOJDKHO COOTBETCTBOBATh HAWMCHOBAHHWIO IOPUIAMYECKOTO JIMIIA,
3aKpeIJICHHOMY B  €ro  yYpeAuTelbHBIX JokyMeHTax (YcrtaBe o0OmieoOpa3oBaTenbHON
opranm3anuu). [Toj1 HAMMEHOBaHUEM IITKOJIBI B CKOOKaX yKa3bIBacTCs COKpAIICHHOS HAMMEHOBaHUE
001eo0pa3oBaTeNIbHON OpraHU3aIIH.

Haj HanMeHOBaHUEM IIKOJIBI - YKa3bIBACTCS TIOJTHOC HAMMEHOBAHKE BBIIICCTOSIICH OpraHU3aIiy.

15. CopaBOoYHBIE JAaHHBIE O IIKOJE

CrpaBouHbIe JaHHBIC O IMKOJIE BKJIIOYAIOT B ce0s: MOUYTOBBIA aapec, HOMepa TenedoHa, dakca,
aapec SJeKTpoHHOM mouthl, kKoj mKkoiasl mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJaccu(uKaTopy MpeInpUsTUil 1 OpraHu3aluii), OCHOBHOW TOCYJapCTBEHHBIN PEerucTpalioHHbINA
Homep (OI'PH), nnentudukannoHHbI HOMEP HAJIOTOIIATENIBIIUKA/KOJT TPUYHHBI IOCTAHOBKH HA
Hanorosbiil yuet (MHH/KIIIT).

16. HanMeHOBaHME BUA JOKYMEHTA

PexBU3UT ucnonb3yeTcss s yKa3aHUS BUJA JOKYMEHTAa M pAcCIojaraercs Moja PEKBU3UTOM
«HaMMEHOBaHUE 0011e00pa3oBaTeIbHON oOpraHu3anuu». HanMmeHoBaHWE BHIAa JIOKYMEHTa HE
YKa3bIBa€TCs B MUChMaXx.

17. Jata joKyMeHTa




JlaToif JOKyMEHTa SIBIsIETCS JlaTa €ro NoANHCcaHus (ImpuKa3, MUChMO, 3alKCKa, akT U Ap.),
yYTBEpKACHUS (MHCTPYKIMS, TMOJOKEHUE, MpaBHUJia, PETJIAMEHT, IJIaH, OTYET M Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOJI).

Jlata nOKyMeHTa MpOCTaBIIAETCS AOHKHOCTHBIM JIMIIOM, MOJMHCHIBAIOIIUM HIIM YTBEPHKIAIOIIUM
JOKYMEHT, WIIM TIPH PETHCTpAIli [TOKYMEHTa, WJIH HEMOCPEJICTBEHHO COCTABHTEIEM IpH
MMOATOTOBKE TOKyMEHTA (CITy>kKeOHasl 3amncKa, 3asBJICHUE U Ip.).

JIOKYMEHTBI, U3/1aBaeMbIe€ COBMECTHO C APYTMMHU OPTaHHU3AIUSAMH JOJDKHBI UMETh OJHY (EAHHYIO)
nary.

Jlary noxymeHTa 0hOpMISIOT apaOCKUMHU TU(BPaMH B TTOCIEIOBATEILHOCTH:

e JeHb Mecslla, Mecsl, rof. JleHp Mecsna u Mecsl oQOpMIISIIOT ABYMSI MapamMH apaOCKux
mudp, pazaeleHHbIMH TOYKOH; TOJ - YeTBIpbMs apaOCKuMH LuppaMu, HampUMep:
01.12.2017. byksa "r" nocne nudp HE CTaBUTCS.

e TIpH CIIOBECHO-IU(POBOM criocode oQOpMIICHUS NaThl JICHb Mecsila YKa3bIBa€TCs IMapoi
apabckux mudp, roa 4eTeIpbMs apadckumu mudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpaninoHHEIA HOMEP JOKYMCHTA

PerucrpanuoHHblii HOMEP HOKYMEHTA IIPOCTABIIETCS B COOTBETCTBUU C CUCTEMOM PErUCTpaLuH,
MPUHATON B IIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBAETCS IOKYMEHTY IIOCJIE €T0 NMOANMCAHUS (YTBEPIKICHUA).
CcpuiKa Ha peruCTPaIlMOHHBIN HOMEp U AaTy JOKyMEHTa

Ccplika Ha UCXOSIIUI HOMEp U JaTy JOKYMEHTa aapecaHTa BKJIIOYAeT B Ce0sl perucTpaliiOHHBIN
HOMED | JIaTy TIOKYMEHTa, Ha KOTOPBIN JOJIKEH OBITh JJaH OTBET.

19. MecTto cocraBieHus (M3aHus1) TOKyMEHTa
MecTo cocTaBneHHsI UM U3/1aHUS TOKYMEHTa - "TOpoJ ..." - yKa3bIBaeTCs Ha OJIaHKaX MPOTOKOJIOB
Y aKTOB, COCTaBJIsIEMBIX B 00IIc00pa30BaTeILHON OpraHU3aIHH.

20. Anpecar

B pexBusute "Anpecat” ncnosib3ytorcs ounuanbHble HAMMEHOBAaHHS OPraHOB rOCYIapCTBEHHOU
U UCIHOJHMUTENBHOM BJIACTH, OpPraHOB MECTHOIO CaMOyIpaBlieHUs, opraHuzanuid. [lomyckaercs
MCIOJIb30BaTh OPUIMATIBHO MPUHATHIE COKPALICHHbIE HAMMEHOBAHUS OPraHOB rOCYIapCTBEHHOU U
UCIIOJTHUTEJIBHOM BJIACTH, OPraHOB MECTHOT'O CaMOYTIPaBJICHUS, OpraHU3aLUH.

IIpu agpecoBaHMM JOKYMEHTa IOJDKHOCTHOMY M YacTHOMY JIMIY MHMIIMAJIBl CTaBSTCS IOCIE
hamun.

Ilpumep - Pykosooumenio OO0 « Cmpoumens»
Damunus U.O.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH MpaBOi yacTh JOKyMeHTa (Ha OlaHKe ¢ yrJIOBBIM
pacroyo)KEHUEM PpPEKBU3UTOB) WM CIpaBa II0J pPEKBU3UTaMM OjaHkKa (MpH IPOAOIBHOM
pacIioyo’KeHNH PeKBU3UTOB OsiaHka). CTPOKM peKkBH3UTA "agpecaT” BBIPABHUBAIOTCS IO JIEBOMY
Kparo WU LEHTPYIOTCS OTHOCUTEIBHO CAaMOM JUIMHHON CTPOKH.

[Ipu axpecoBaHMM OOKyMEeHTa 0Oe€3 YyKazaHUS JOJDKHOCTHOTO JIMI]a HAaUMEHOBAHHS aJpecaToB
MUIIYTCS B UMEHUTEIIBHOM Ma/IeXke, Halpumep:

Opeanvl cmamucmuxu 2opooa Mockevl

[lpu anmpecoBaHMM TOKYMEHTa pPYKOBOAMTENIO OpraHWU3alli HAMMEHOBAHWE JOJDKHOCTH
YKa3bIBaeTCs B IaTEIHLHOM MajieKe, HalpuMep:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.



[ToutoBBIli aApec HE YyKa3bIBa€TCSI B JIOKYMEHTaxX, HAMpaBIIEMbIX B BBICIIHE OpPTraHbI
roCy/lapCTBEHHOMN BIIACTH, (efepaibHble OpraHbl UCIOJHUTENBHON BIACTH U UX TEPPUTOPUATILHBIC
OpraHbl, OpraHbl TOCY/IapCTBEHHOW U UCIIOTHUTEIBHON BJIACTH, IOCTOS UHBIM KOPPECTIOHIEHTaM.
[Ipu agpecoBaHuyM NHcbMa B OPraHU3ALMIO YKAa3bIBAIOT €€ HAUMEHOBAHME, 3aT€M IIOYTOBBIN aJpec,
HarpuMmep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccutickutl  HAyUHO-UCCIE008AMENbCKULL  UHCHUMYM
O00KYMeHMOBeOeHUs. U APXUBHO20 Oeild
IIpogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHUM JOKyMEHTa (PU3MUECKOMY JIMIy VYKa3blBalOT (aMWIMIO M  WHUIHAIBI
II0JIy4aTelis, 3aTeM IIOYTOBBIN aApec, HallpUMeED:

Ilemposy U.11.
IIpouszeoocmeennas yu., 0.5, k8.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He HODKEH conepkarh Oojee derbipex ampecatoB. Cimoo "Komms" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajpecaraMH He ykasbiBaercs. [Ipu uumcne anpecatroB Oonee 4-x
COCTABJIAETCS CIIUCOK PACCHUIKU JOKYMEHTA.

Ecnyn ngOKyMEHT OTHpaBiseTcs B HECKOJIBKO OJHOPOIHBIX OPraHHU3aluid HIU B HECKOJIBKO
CTPYKTYPHBIX MTOAPA3ACIICHU OpTaHa UCTIOTHUTEIHPHOM BJIACTH, TO OHU YKa3bIBAIOTCSI 000OIICHHO.
IIpumep:

Pyrosooumensm yupescoenuti CI10

20. I'pud yTBEpKaeHUS JOKYMEHTA

I'pud yTBepkaeHUs MpOCTaBISETCS B MPABOM BEpXHEM Yy JokyMeHTa. CTpOKH pEKBU3UTA
BBIPAaBHUBAIOTCS MO JIEBOMY Kpal0 WIM LEHTPUPYIOTCS OTHOCHTENIBHO CaMOW UIMHHOM CTPOKH.
JIOKyMEHT  yTBep)KOaeTcsi  JOJDKHOCTHBIM  JIMIIOM  (JOJDKHOCTHBIMM  JIMIIAMHM) WU
pacnopsiANTENbHBIM JOKYMEHTOM (ITOCTaHOBJICHUEM, PELICHUEM, TPUKA30M, PACIIOPSKEHUEM).
[Ipu yTBep)KIIeHUU NOKYMEHTa JODKHOCTHBIM JIUIIOM TpHU(} YTBEPKICHUS TOJDKEH COCTOSTh U3
cioBa YTBEPXJIAIO (6e3 kaBbluek), HAMMEHOBaHUS JOJHDKHOCTH JIMIA, YTBEPKIAIOIIETO
TOKYMEHT, €T0 MOANKUCH, MHUINAJIOB, (aMHUJIUU U 1aThl YTBEPKACHHUS.

IIpumep:

VTBEPXJ/[AIO
Iupexmop MBOY [llkona Ne 1238
H.0. Damunus

21. Jara

[Ipu yTBepKIeHUH TOKYMEHTa HECKOIbKUMU JOKHOCTHBIMU JIMIIAMU UX MOAMKCH PaclojaraiTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkKIEeHHUU TOKYMEHTa PacHOpSIUTENIbHBIM JOKYMEHTOM TpUd YTBEP>KICHHS COCTOUT U3
cioB YTBEPX/IEH (YTBEPXJEHO, YTBEPXJ/IEHbBI, YTBEPXJIEHA), cormacoBaHHOro ¢
HAaUMEHOBAaHMEM BHUJA VYTBEPKJAEMOIO JIOKYMEHTa, HAaMMEHOBaHUS BHAA JOKYMEHTa B
TBOPHUTETHLHOM MAJIeKe, €T0 IaThl, HOMEpa.

IIpumep:

VYTBEPK/I[EHO
npuxaszom MBOY [llxona Ne 1238



om 01.03.2020 Ne 57
22. 3aroyoBOK K TEKCTY
3arojoBOK K TEKCTY - KpaTKOe COJEpXKaHWe JIOKYMEHTa. 3arojloBOK K TEKCTy IIpHKasa
dbopmynupyercs ¢ pemyiorom "O" ("O6") u oTBevaeT Ha Borpoc "o yem?"):

e rmpuka3 (0 yeM?) 0 CO3/TaHUU KOMHUCCHH;

e mpwuka3 (0 yeM?) 00 yTBEP)KICHUH IITATHOTO PACTICAHUS;

e THCHMO (0 yeM?) 0 IpeoCTaBICHIH HH(POPMAIIHH.
3aroyioBOK K TEKCTY 0opMIIsieTCsl O PEKBU3UTaMU OJIaHKa ClieBa, OT TPAHUIIBI JIEBOTO MOJIA.
HaumeHnoBanme (3aroioBOK) IJMOO aHHOTAIMsI JOKYMEHTAa COCTABIISETCS aBTOPOM IPOEKTa
JOKYMEHTA.
3aroyioBOK K TEKCTY MOKET HE COCTaBIIATHCS, €CITM 00heM JOKYMEHTA HE MPEBBIMIALT 4-5 CTPOK.

23. TekcT JOKyMEeHTa
JlokyMeHThl 00111€00pa30BaTENbHON OpraHU3allii COCTaBISAIOTCA HAa TOCYAApCTBEHHOM SI3BIKE
Poccuiickoit deneparuu - pyccKoM.
TekcT TOKyMEHTa MOXET COAEpKaTh pa3leibl, MOAPA3Aeibl, MYHKTHI, MOAMYHKTHI, HyMEpYyEMbIE
apabckuMu g pamu.
B npurkazax TekCcT JOKyMEHTa U3J1aratoT OT IEPBOIO JUIA €AMHCTBEHHOTO YHCIIA («IIPUKA3bIBAI0>»)
B nmoxyMeHTax KOJUIETHaJbHBIX M COBEIIATENIbHBIX OpPraHax OT TPEThEro JHIa €IUHCTBEHHOTO
yucna: («coOpaHue... pemmo»)
Texkcr mnNpoTOKONa U3JIAraeTcsi OT TPEThEro JHUIa MHOMXECTBEHHOIO YHCla («CIyLIaan»,
«BBICTYIIUJIN», «[IOCTAHOBWIN», «PELIUIIN>),
B coBMecTHBIX JOKyMEHTaX TEKCT WU3JaraloT OT TMEpPBOro JIMIa MHOXECTBEHHOIO 4Yucia:
(«IpHUKa3bIBAEM», «PEIIUITN»).
B nenoBbIx (ciy:keOHBIX) MUCbMAaX MCIIOIb3YIOTCS (JOPMBI U3IIQKECHUS:

e OT MEPBOr0 JIMI@ MHOXXECTBEHHOTO YHCIA («IIPOCHUM HANpaBUTh», IPEACTABIIEM Ha

paccMOTPEHHE);

e OT TpeTbero nuia eauHCTBeHHOTOo uncia («Aamuauctpanus OY Ilkoma Ne 1238 He
BO3PaXKaeT»);

e OT TMEpPBOTO JIMIIA EAWHCTBEHHOTO 4YHCIa («CUUTAl0 HEOOXOAMMBIM», «IIpeasiarato
PaccMOTpPETH»).

[Tpu ynotpebaennn B TeKCTe haMUTTUI JHUI] HHUITHAIBI YKA3bIBAIOTCS TTOCIIE (pamMIIIHH.
B nenoBbIx (C1y:KeOHBIX ) MHChbMaX MOT'YT HCIIOJb30BAThCS:
e BCTYIHUTEIHHOE OOpallCHHE:
Veaowcaemwviii cocnooun Heanos!
Yeaowcaemas eocnoaca I[lemposa!
Yeascaemwiii Huxonaii Ilempoeuu!
Veaowcaemas Onvea Hukonaesua!
Veaowcaemwvie cocnooa!

B oOpamiennn 1o AODKHOCTH HaWMEHOBAHHE [OJDKHOCTU MHUIIETCS C MPONMUCHOW OYKBBI, B
oOparnieHuu 1o GpaMuIMN HHUITMAIBI JTUIA HE YKa3bIBAIOTCS.

e 3aKIIIOYMTENbHAS dTUKETHAs ¢pasa:
C yeadicenuenm, ...

Crpanuibl TOKyMEHTa HyMEpYIOTCsI, HAUMHAs CO BTOPOTO JIUCTA JOKYMEHTa apaOCKUMU HUppaMu
IIOCEPEANHE BEPXHETO IOJIA.

TekcT mOKyMeHTa OTHAENSETCS OT 3aroJioBKa JBYMSI MIIM TPeMsi MEXIYCTPOUHBIMH HWHTEpBallaMu
HCIIOJIb3YEMBIMH B TEKCTE.

24. OTMETKA 0 IPUIOKEHUN




OTMeTKa O TMPHIOKEHHM HCIOJIB3YeTCd NpU OGOPMIICHHH TNHCEM W TNPWIOKEHUH K IUIaHaM,
IporpaMMam, OT4eTam, MOJIOKEHUSIM, IIPaBUIaM, MHCTPYKIMSIM U JPYTUM

JIOKYMEHTaM.

B nuceMax oTmeTKka 0 npuiokeHuu opopmIISIeTCs Mo TEKCTOM MUChMa Ha paccTossHuM 1,25 cMm oT
rpaHUlbl JICBOT'O IIOJIA. Ecmu MMPUIIOKCHUC HA3BAHO B TCKCTC IMHCbMA, B OTMCTKC O NPHUIIOKCHUN
YKa3bIBAaETCSl KOJIMYECTBO JIMCTOB U KOJIMYECTBO HK3EMILIAPOB MPUIIOKEHHSI, HATPUMEDP:

Ilpunooscenue: na 3 1. 6 1 3k3.
[Ipy HanMuuu HECKOJbKUX MPUIOKEHUH, B OTMETKE O TMPUIOKEHUH OHH HYMEPYIOTCS,

YKa3bIBalOTCS HAMMEHOBAHMSI KaXKJOTO TMPUJIOKEHHS, KOJIUYECTBO JIMCTOB U KOJHUYECTBO
AK3EMILIAPOB, HAIIPUMED:

Ilpunoscenue:
1. Inan-epagux ... va 3 1. 6 2 3K3.
2. Cnpaska o noomeepcoenuu pakma ooyuenus... va 1 1. 6 1 3k3.

Ecnmu mpunoxennst cOpOIIopoBaHbl, TO KOJMYECTBO JIMCTOB HE yKasbiBaeTcs. Eciu mpuioxeHue
HaIpaBJIAKOT HC BO BCC YKA3aHHBIC B JOKYMCHTC aJip€cCa, TO OTMCTKY O €TI0 HaJIMYHUU O(bOpMJ'DIIOT
CJIeTYIOUM 00pa3oM, HarpuMep:

Ipunooicenue: na 3 1. 6 1 5x3. monvKo 8 nepawiil aopec.

Ha npunoxeHusx K npaBwiiaM, HHCTPYKLHUSAM, MOJOKEHUSM, IUIAHAM, IIPOrpaMMaM, JOTOBOPaM U
JIPYTUM JOKYMEHTaM OTMETKAa O MPHUJIOKEHUM MPOCTABJISETCS HA MEPBOM JIUCTE MPHUIOKEHHUS B
IIPaBOM BEPXHEM YIIIy.

Ecnu npunoxxenue oaHo, oHO He HyMepyercs. Eciu nmpuiiokeHuid HECKOJIbKO, OHM HYMEPYIOTCSA
(npunoxenue 1, npunoxeHue 2).

B Tekcre moxkymeHTa mpH MEpBOM yIIOMUHAHUH JOKYMEHTa-IPUIIOKEHUS B CKOOKaxX yKa3bIBaeTCs:
... (mpunoxenue) uny ... (IpwiokeHue 1); mepes HOMEPOM IPUIIOKEHHS JOMYCKAeTCs CTaBUTH
3HaK HoMepa: ... (mpuitoxkeHnue N 2);

B orMeTke 0 MpHIIOKEHWH YKa3bIBae€TCsi HAMMEHOBAHHE BUJA OCHOBHOI'O JOKYMEHTA, €0 Jara U
HOMeEp, HarpuMep:

Ipunoosicenue N° 2 k npuxazy MBOY Ilxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunoxenuem K OKYMEHTY (HampuMep, K IMpHUKa3y) SBISETCS YTBEPKIAEMbId TOKYMEHT,
(monoxeHue, NMpaBuia, UHCTPYKLHUS, PETVIAMEHT U Ap.) B BEPXHEM IMPABOM YIUIy MPOCTABISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUP YTBEPKICHUS, HATPUMED:

Ilpunoscenue
VTBEPK/[EHO
npuxazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexkBuzuta "OTMETKa O TMPHIOKEHUU" TOJDKEH COOTBETCTBOBATH BUAY M
pa3Mepy mpudTa TeKCTa TOKYyMEHTA.

25. I'pud corymacoBaHus JOKYMEHTA
I'pud cormacoBanusi JOKyYMEHTa UCIIOJB3YETCS TIPH COTVIACOBAaHUH JOKYMEHTA C OpraHaMH BJIAcTH,
OpraHu3alusIMu WIK JO0JLKHOCTHBIMU junamu. OH cocrout u3 cioBa “COI'JTACOBAHO”,




JOJDKHOCTH JIMLIA, KOTOPBIM COIJIACOBAH JIOKYMEHT (BKJIIOYas HAaWMEHOBAHHE OpraHHU3alluu),
JUYHOM MOTUCH, pacin(POBKH MOAMUCH (MHUIIMATIOB, (JaMUJIMH) U IaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO

Jupexmop MBOY Illxona Ne 1238
U.U. Heanos

01.12.2017

I'pud cormacoBaHus B 3aBUCUMOCTH OT BHJA JOKYMEHTA U OCOOEHHOCTEH €ro 0OQOpPMIEHUS MOKET
IIPOCTABJISAThLCS:

e HA TEPBOM JIHCTE JAOKYMEHTa (€CIM JTOKYMEHT MMEET TUTYJIbHBIA JIHCT, - HA TUTYJIbHOM
JIUCTE) B JICBOM BEPXHEM YIIIy Ha ypoBHE Ipu(a YTBEPIKIACHHUS WIH I10]] HAMMCHOBaHUEM
JOKYMEHTa OJMKe K HIDKHEMY TIOJTIO);

e Ha MOCJICIHEM JINCTE JJOKYMEHTA IO/ TEKCTOM;

e HA JIUCTE COTJIACOBAHUS, SIBJISFOIIEMCSI HEOTHEMIIEMOMN YacThIO0 TOKYMEHTA.

BHemHee coriacoBaHue TakKe€ MOXKET OBITh OCYIIECTBICHO JAPYTUM JOKYMEHTOM - ITUCBMOM,
MIPOTOKOJIOM, TIPHUKA30M.
[Tpumep:

COI'JIACOBAHO npukazom /[O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MPOeKTa JOKyMeHTa 0(pOpMIIIeTCS BU3OM.

Buza npoctaBisieTcss cOOCTBEHHOPYYHO JIMIIOM, BH3UPYIOIIUM JOKYMEHT, M BKIIIOYaeT B CeOs
HAaUMEHOBAHHE JOJDKHOCTH BH3UPYIOUIETO, €ro JHYHYIO MOAMKNCH, Pacmu(pOBKY MOAMUCH
(vHUIIMANTBI, (DAMHUIIAIO) U JIATY.

IIpumep:

3amecmumens oupexmopa
H.0. Damunus
03.04.2020

JlommyckaeTcst IOJIMCTHOE BUSUPOBAHKUE TOKYMEHTA U €ro MPUIIOKEHUN.

[lpy Hanuuuu 3amMevaHuid, JOMOJHEHWM K TMPOEKTy JOKYMEHTa BHU3a JONOJHSETCA
COOTBETCTBYIOIIUM YKa3aHUEM.

Jlist 1OKyMeHTa, TOJJIWHHUK KOTOPOTO OTMPABISIOT W3 IIKOJBI, BH3bl IPOCTABISIOTCS Ha
BKBCMHHHan ,Z[OKYMGHTOB, IIoMeuIacMhbIX B JICJIO.

JI1st TOKyMeHTa, MOJIMHHUK KOTOPOTO OCTAETCs B IIKOJIE, BU3bI COTJIACOBAHUSI TTPOCTABIISIIOTCS Ha
060pOT€ IIOCJICOHECTIO JIUCTAa MOIJIMHHUKA ,Z[OKYMGHTa WX HaA IIOCICOHEM JINCTEC I[OKyMeHTa (eIt
MO CHIO.

27. Ilognuck
HO,Z[HI/ICB BKJIHOYACT. HAaMMCHOBAHNC JOJIDKHOCTHU Jmna, IIOAIINCABIICTO I[OKyMeHT, cro

COOCTBEHHOPYYHYIO MOJIHUCH; paciuPOBKY MOAMUCH (MHULUAIIBI, (paMuIHs):
IIpumep:

Jlupexmop nuunasa noonuce U.0.Damunus

Eciu nmokymeHnT odopmieH He Ha OJaHKe, B HAWMEHOBAaHUE JIOJDKHOCTH BKJIFOYAETCS
HaWMEHOBaHHE 00111e00pa30BaTEIHPHON OpraHU3auy (IOJIHOE Ha3BaHHWE MIKOJbBI). JlomyckaeTcs B



pekBusure "[lognuck MOMKHOCTHOTO JuIA" LEHTPUPOBAThH HAMMEHOBAHMUE JIOJDKHOCTU JIMLIA,
MOJMMCABIIETO TOKYMEHT, OTHOCUTEIBLHO CAMOW ITTMHHOM CTPOKH.

[Ipu moamucaHuu DOKyMEHTAa HECKOJbKHUMHU JOJKHOCTHBIMHU JIMLIAMHM PAa3HBIX JTOJDKHOCTEH HX
MOJIKCH PAcHoyiaraloT OJHY IMOJ JAPYrod B IMOCIEAO0BATEIbHOCTH, COOTBETCTBYIONIEH HEpapXUU
3aHUMAeMOM JOJKHOCTH.

[Tpumep:

Jlupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa auunas noonuce M.0.D.

IIpy mnoanucaHuM JOKYMEHTAa HECKOJBKMMH JIMLIAMHU PaBHBIX JOJDKHOCTEH UX MOANHCU
pacrosiaratoT Ha OJJHOM ypOBHE.

B noxyMeHTax, COCTaBIEHHBIX KOMUCCHUEH, YKa3bIBA€TCs CTATYC JIMLA B COCTaBE KOMUCCHMU:
IIPOCTABJICHUEM KOCOM 4epThl Iepe]] HAaUMEHOBaHMEM JIOJDKHOCTH ([100aBJIATh Kakue- JInOo
IIPUCTABKN).

Ecin nupekTtop WMiauM HMHOE YIOJHOMOYEHHOE HA MOJNUCAaHHE JOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJIe3Hb, KOMaHAMPOBKA) WM JOJDKHOCTb BaKaHTHA, TO JOKYMEHT
MOANUCHIBAET  COTPYIHHUK,  YIOJIHOMOYEHHBI Ha  MOJANMCAHME B  COOTBETCTBHUM €
pacrnopsaUTEIbHbIM JOKYMEHTOM WIIM HAJEJCHHBIN MOJTHOMOYMSMHU, YCTAaHOBIEHHBIMU MPHKA30M
1KoJibl Uiy yapeautens (JJOrM), ¢ ykazaHuem cBoel JOKHOCTH U ITOJIHOMOYHS, HAIIpUMED:

3amecmumens oupexmopa noonucey U.0. @amunus

WITH:

Hcnonnaowuii obsazannocmu oupekmopa noonucs U.0. @amunus
WA

u.0. oupekmopa noonucs 1.0. @amunus

PexBuzut "llognucek JOMKHOCTHOTO JUIA" MOXET OBITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Hampumep, NpU HANMCAaHUM CIYXKEOHOM 3amucku 0e3 MpUMEHEHHUS TEXHUYECKHX
CpencTB) TuO0 0POPMIICH C UCTIOTB30BAHUEM TEXHUYECKUX CPEJICTB.

B cnygae odopmnenus pekBusurta "[lognuck M0JDKHOCTHOTO JHIA" € HCIOJIB30BAHHEM
TEXHUYECKHX CPEJACTB BUJA U pazMep Hipu(Ta yKa3aHHOTO PEKBH3UTA HE MOXKET OTIMYAThCA OT
BUJIA U pa3Mepa pu@Ta OCHOBHOTO TEKCTA TIOKYMEHTA.

PexkBusur "Ilognmuch [MOMKHOCTHOTO JMLA" OTAENSAETCS OT TEKCTAa TpPeMs WM YeThIpbMs
OJIMHAPHBIMU MEXTyCTPOUYHBIMH UHTEPBAIAMHU.

28. IleyaThb

Ileuats saBnsgeTCA CHOCOGOM MOATBCPXKACHUA MOMJIMHHOCTHU IMOANUCHU MOOJKHOCTHOI'O JIMIa Ha
nokyMmenTte. IledaTs cTaBUTCS Ha JOKYMEHTaX B ClydasiX, MPEAYCMOTPEHHBIX 3aKOHOAATEIbHBIMU
HJIM UHBIMHW HOPMATUBHLIMU IIPABOBBIMU aKTaMH.

[leyats cTaBUTCS HA CBOOOAHOM OT TEKCTa MECTE, NMPHU 3TOM OTTHCK IE€YaTH HE 3aXBaThIBAET
JINYHOHI NoANMUCU AOOJDKHOCTHOI'O JIMIld HNOAMUCABIICTO HOKYMCHT, HWJIIM B MCCTC, 0603Ha‘-IGHHOM
«MII» («MecTo meyaTu»).

B noxymeHTax, moAroTOBICHHBIX Ha OCHOBE YHU(HUIIMPOBAHHBIX (DOPM, M€YaTh CTABUTCA B MECTE,
o0o3HaueHHOM oTMeTKON "MII" i uHBIM 00pazoMm.

29. OrMeTKa 00 HUCIIOJIHUTEIE




Otmerka 00 ucnoiHMTENE (aBTOpE) AOKYMEHTa MPOCTABISETCd HAa MUChMAx IIKOJBI B JIEBOM
HVDKHEM YIIIy JINLEBOM CTOPOHBI MOCIEIHErO JUCTA JOKYMEHTa OT TPaHMIIbI JIEBOTO OIS MIIU, IIPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOM CTOPOHE BHU3Y CJICBA.

OtMerka BKIIOYaeT (aMHIIMIO, UM, OTYECTBO HCHOJHMUTENSI U HOMEp €ro TeinedoHa, a TaKKe
OTMETKa OO0 HCIIOJIHHUTEIE MOIKET AONOJHATECA HAUMCHOBAHUEM JJOJKHOCTU U 3JICKTPOHHBLIM
aZipecoM HCIOJIHUTEIIA.

ITpumep:

Usanos Hean Heanosuu, cneyuanucm no oxpare mpyoda
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEPCHUM KOIIHH

JIist mOATBEPKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKHU U3 JIOKYMEHTA) MOJJIMHHUKY JOKYMEHTA Ha
MOCJICTHEM JIMCTE KOMHUU (BBIMUCKUA M3 JOKYMEHTa) moj pekBuzutoM '[loamuck" odopmisiercs
peKBU3HUT «OTMETKA O 3aBEPEHUH KOITUU».

OTMeTka O 3aBEpPeHHM KOMWHU BKIIOYACT: CIIOBO «BepHO», HaMMEHOBAaHHWE [OJDKHOCTH JIMIIA,
3aBEpUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO TMOIMNKCH, pacmm(poBKY TOAMUCH (MHUIHAIIBI,
(haMuIInI0), ATy 3aBEPEHUS KOIUU JJOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEpeHHH KOMUU» MOXET OBbITh odopMIeHa OT pPyKH WIH C
HCIIOJIF30BaHUEM IIITaMIIa.

JlomyckaeTcs 3aBepATh KaXAblid TUCT MHOTOCTPAHUYHOM KOIIUU JOKYMEHTA.

31. OTMETKA O MOCTYINICHUHU JIOKYMEHTA

OTMeTKa O TOCTYIUICHWH JOKYMEHTa COJCPKHT BXOJSIIMKA PErHCTPAllMOHHBIA HOMEp W JaTy
MOCTYIUICHUS JIOKyMeHTa. JlomycKaeTcsl yKa3aHHWE YacOB U MUHYT IMOCTYIUICHHS JOKYMEHTa C
3aBepEHUEM MOITUCIMH 3aNHTEPECOBAHHBIX JIUII.

OTMeTKa 0 IOCTYIUICHUU JOKYMEHTA MOXKET MPOCTABISATHCS C UCIIOIH30BAHUEM IIITAMITA.

32. Pe3omronust
Pesomronust CoAepKUT yKa3aHHWE 1O UCIOJHCHHIO JoKyMeHTa. OHa odopmiisercs Ha CBOOOIHOM

MecTe paboyero mois JOKyMeHTa.

Pesosrorust BkimroyaeT B ce0si: haMuIIUIO, MHUITAATBI UCTIOMHUTEINS (UCTIOJTHUTENCH ), TOpyYeHne 1Mo
JTOKYMEHTY, IOJIHICh aBTOPa PE30JIIOIUH U AaTy OPOPMIICHHS PE3OIIOIHH.

Pe3osrorust, mo yCMOTpEHHUIO JUIIA, MAIOIIETO MOPYyYEeHHEe, MOKET BKIIIOYATh B CE€0s TaKKe CPOK
HCIIOJITHCHU A ,Z[OKYMGHTa.
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