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1. O6mue nonoxkeHust

1.1. Hacrosimas MHCTpyKIus 1Mo EIOMPOM3BOACTBY B IIKOJE pa3pabOoTaHa B COOTBETCTBUH C
®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®D3 "O6 obpazoBanuu B Poccuiickoit Deneparuu’ ¢
u3MeHeHussMu oT 25 nekabps 2023 roma, I'OCT P 7.0.97-2016 «Cuctema craHaapToB IO
nHpopmanuu, OMOIMOTEYHOMY W HW3AaTelbcKoMy Jeny, «OpraHu3annoHHO-PACIIOPSAUTEIbHAS
nokymeHTtamus.  TpeboBanuss K  ohOpPMJIICHHIO  JOKYMEHTOB», a  Takke  YCTaBOM
o0uieo0pa3oBaTeIbHON OpraHru3aluy U IpYruMu HOPMaTUBHBIMU NTPAaBOBBIMU akTamMu Poccuiickoit
deneparuu, peraIaMeHTHPYIOIUMEU IeITeTbHOCTh 001I1e00pa30BaTeNbHBIX OpraHU3aIHi.

1.2. Jlannas MHCTpYKIMsS TO NETOMPOM3BOJCTBY B IIKoyie (manee - MHCTpyknms) oOo3Ha4yaeT
MpaBWiia TOJATOTOBKM U O(OpPMIIEHUS JOKYMEHTOB B 0O0IIe00pa3oBaTeNbHOM OpraHU3allny,
orpezensieT CTaHAapThl 0GOPMIIEHHS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABIIEHUS MTPHUKA30B,
MOJIOKEHUN MHCTPYKIUH, a TaKkKe periaMeHTHpyeT (GopMHUpoBaHUE 1€ U UX TEKylllee XpaHEeHHeE,
MOATOTOBKY JIOKYMEHTOB U JIeNl K IepeJade Ha apXUBHOE XpaHEHHE B 00IIeo0pa30BaTeIbHOM
OpraHH3aIiH.

1.3. MHCTpYKIHSI TIO0 STTOTPOM3BOICTBY pa3paboTaHa B IEJISX YCTAHOBICHUS €IUHBIX TPeOOBaHUI
K TIOATOTOBKE, 00palOTKe, XpaHEHHIO U WCIOJIb30BAHUIO OOpa3yIOUIMXCS B JACSITEIbHOCTH
o0mieo0pa3oBaTeNbHOM OpraHM3allMd M TMOCTYMAIIMX B IIKOIY JOKYMEHTOB, a TakKke
COBEPIIICHCTBOBAHUS W TOBBINICHUS 3()(HEKTUBHOCTH NEJIOMPOU3BOJICTBA 00IIe00pa30BaTEIHLHOM
OpraHu3aIiy.

1.4. Tlomoxkenuss WHCTPYKIMU pPACTIPOCTPAHSIOTCS HA OPTaHU3ANMIO PadOThI C JOKYMEHTaMHU
HE3aBHCHUMO OT BHJA HOCHUTENS, B TOM UYHCJIE€ C OJJIEKTPOHHBIMU JOKYMEHTAMH, BKIIOYAs
MOJTOTOBKY, OOpabOTKYy, XpaHEHHE U HCIHOJIb30BAHUE JOKYMEHTOB, OCYIIECTBISEMBIMU C
MOMOIUIbI0 NHPOPMAITMOHHBIX TEXHOJIOTHIA.

1.5. Opranuzanuio, METOAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JIEJIONPOU3BOACTBA U
KOHTPOJIb 32 COOJto/IeHneM HacTtosimed MHCTpyKIMK B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIEJIONIPOU3BOJICTBA.

1.6. IlpaBa u o00s3aHHOCTH PAOOTHHKOB, OCYIIECTBIAIOMUX pPabOTy C JOKyMEHTaMH B
CTPYKTYpHBIX  TOJApa3JelieHusIX  00Imeo0pa3oBaTeIbHOW  OpPraHU3allid,  yCTAHABIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKIUSIMU WIH MTPUKA30M JUPEKTOPA.

1.7. CBenenus, coaepxaimuecs B JOKyMEHTaX, MOTYT OBITh HCIIOJIb30BaHBI TOJBKO B paboOdmx
LEeIsIX B COOTBETCTBHM C MOJHOMOYMSIMH COTPYIHHUKA, paOoTaoIero ¢ JokymMeHTamu. Pabora c
JOKyMEHTaMHU BHE IOMEIIEHUH IIKOJIBI He Jomyckaercs. [Ipu yTpate HOKYMEHTOB HpPOBOIUTCS
ciyxeOHasi TpoBepKa.

1.8. Tlpu yxome B OTHYCK, mepeBoje (NMEpPEeMEIIeHWH) Mo padoTe WM B CIy4ac YBOJIHHEHHS
COTPYOHHUK 00s3aH TMepenaTh BCE HAXOASIIMECS Yy HEro JOKYMEHTbHl HHOMY COTPYAHHKY,



OIpeIeIEHHOMY B COOTBETCTBHH C YKa3aHHEM HEMOCPEICTBEHHOI'O PYKOBOJUTENSI YBOJIBHSAEMOTO,
YXOJISIIET0 B OTITYCK WM MEPEBOIAIIETOCS (MIEPEeMEIaeMoro) mo padboTe COTpyIHUKA.

1.9. UacTpykuus o0s3aTesbHa A7l COOMIOACHHUS BCeMU paOOTHUKAMHM LIKOJIbl. BHOBB MpHUHSATHIE HAa
paboTy COTPYAHMKH, B JOJDKHOCTHBIE O0S3aHHOCTH KOTOPBIX BXOJAWT BEJIEHHE JOKYMEHTALlUH, B
TeueHue TpEX pabouux IHEH co JHA U3aHMs MPUKa3a O Ha3HAUYCHUH HA JOJDKHOCTB JOJDKHBI OBITh
03HAaKOMJICHBI C HacTosAmerd MHCTpyKIuen o Mognuch.

2. IlpaBusia noaAroToBKU U 0opMIeHUs TOKYMEHTOB

2.1. B [edaTenpHOCTH WIKOJIBI CO3/1a€TCS KOMIUIEKC OPTraHHM3aIliOHHO PaCHOPSIUTEIIbHBIX
JOKYMEHTOB: TIPHUKAa3bl, MOJIOKEHHSI, TIPaBUIIa, HHCTPYKIIMU, PETIAMEHTHI; MPOTOKOJIBI 3aceIaHui
(COBGH_IaTeJIBHBIX, KOOPAWHAIUOHHBIX, OSKCHCPTHBIX W AP. OpraHOB), AdKThl, AHAJIUTHYCCKHC
CTIpaBKH, MOKJIAIHBIE W CIy)KEOHBIC 3aIlHCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHUS), JETIOBas
(cmyxeOHasi) mepemucka M Jp. COCTaBISIOTCA W OQOPMISIOTCS CIEIMabHbIE JOKYMEHTHI,
CBSI3aHHBIE C  IUIAHUPOBAaHWEM  00pa30BaTENbHOW  JCATEIBHOCTH W OCYIIECTBICHHUEM
XO3MCTBEHHBIX MEPONPUATHH, BeACHWEM Y4eOHO-TIearormyeckoro yd4era, OpraHu3aluei
JIEJIOTIPOU3BOICTBA 0011I€00Pa30BaATEIHFHON OpPTraHu3aIlii, 00eCIIeYeHUEM OyXTaITEPCKOTO yYeTa.
2.2. JIOKyMEHTBI MOTYT CO3[1aBaThCsi Ha OyMa)XHOM HOCHTEIE W B DJIGKTPOHHOH Qopme ¢
COOJIFOJICHHEM YCTAHOBJIICHHBIX MpaBWJI 0(OPMIICHUS JOKYMEHTOB. [Ipu cO31aHWU JTOKyMEHTa Ha
IBYX U O0Jiee CTpAaHHUIIAX BTOPYIO U OCIEIYIONIUE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHUI] MPOCTABISIOTCS MOCEPEIMHE BEPXHETO IMOJISI JOKYMEHTA Ha PAaCCTOSHUH HE
MeHee 10 MM OT BepxHero Kpas jucta. Jlomyckaercsi co3iaHue JOKYMEHTOB Ha JUIIEBOH U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHMUU JTOKYMEHTOB IIMPWHA JIEBOTO IOJIS Ha JMIIEBOI CTOPOHE JIUCTa
Y TIPaBOTO TOJIs1 HA 00OPOTHOM CTOPOHE JIUCTA JOJDKHBI OBITh PABHBI.

3. PekBU3HUTHI JOKYMEHTOB
3.1. Jlns pekBH3WTOB JOKYMEHTOB, CO3[aBaeéMbIX B 0O0IIe00pa30BaTENBHON OpraHU3allNH,
yCTaHaBJIMBAIOTCS MpaBwiia U TpeboBanus B coorsercTBrM ¢ I'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEIEIISIETCS €ro BUIOM U Ha3HAUYCHUEM.
3.3. Ilpu moxmroroBke u OQOPMICHUU JOKYMEHTOB B INKOJIE HCIOJB3YIOTCS CIIEAYIOLIHE
PEKBU3UTHI:

e KOA (hOPMBI TOKYMEHTA;

e HAaWMEHOBAHWE IIIKOJIEI,

e CIIpaBOYHBIC JJAHHBIC O ILIKOJIE;

e HAaWMEHOBAaHHWE BHJA JIOKyMEHTA,

e J1aTa IOKyMEHTA;

e PErHCTPalMOHHBIA HOMED JOKYMEHTA;

e CCBUIKA HA PETUCTPALMOHHBINA HOMEP U JIaTy IOKYMEHTA,

e MECTO COCTaBJICHUS (M3JaHUs) JOKYMEHTA,

e ajpecar;

e Tpu] YTBEPKICHHS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHHH;

e rpud COrIacoBaHUs JOKYMEHTA;

e BH3a;

e  IIOJIIINCE;

e OTMeTKa 00 3JIEKTPOHHOU MOMHCH;

e IICYATh;

e OTMETKA 00 HCIIOIHUTENE;

e OTMETKa O 3aBEPEHUH KOIIHHY;

e OTMETKa O MOCTYIUICHHH JOKYMEHTA;



e DPE30JIronus.

4. B1aHKH 1OKYMEHTOB
4.1. JlIokyMeHTHI, CO3/1aBaeMbIe B 00I11e00pa30BaTeIbHON OpraHu3aiui, opopMiIstoTCs Ha OJlaHKax,
M3rOTOBJICHHBIX HA CTAaHAAPTHBIX JICTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenpHble BUIBl JOKYMEHTOB (TaOJMIIBI, CXEMbl, CMETbl) JOMyCKaeTcsi OQopMIsTh C
ucnons3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBISIIONIME BHYTPEHHIOIO
MepenucKy, opOpMIISIIOTCS Ha CTaHAApTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) Ge3
WCIIOJIb30BaHUs OJIAHKOB.
4.2. Kaxnaplii TUCT JOKyMEeHTa, oOpMJICHHBIN Ha OjaHKe win 0e3 Hero, JIOJDKeH UMETh IO He
MEHee:

e 20 MM - JIeBOE;
10 MM - paBoe;
20 MM - BEpXHee;
20 MM - HUXKHEE.
4.3. JloxymeHTHl JHuTelbHBIX (CBbIme 10 JIeT) CpOKOB XpaHEHHs JOJDKHBI UMETh JIEBOE TOJIE HE
MeHee 30 mm.
4.4. Bunpl 01aHKOB IOKYMEHTOB, TPUMEHSIEMBIX B IIKOJIE:

e 00mMH OJIAHK;

e 0JaHK MMCHMA;

e (OJIaHK KOHKPETHOIO BMJAa JOKyMEHTa (OJIaHK mpHKa3a, OJIaHK pacropsyKeHus, OJIaHK

MPOTOKOJIa  JIp.)

4.5. OO6pa3ipl pa3pabOTaHHBIX M TPHUMEHSEMBIX B IIKOJE OJIAHKOB TOJJICKAT BKIIOYCHHIO B
MHCTPYKIUIO IO JIEJIONPOU3BOJICTBY 00111€00pa3oBaTeIbHON OpraHU3alii B KaUeCTBE MPHUIOKEHUN
(npunoxenue 3 Ha 3 IUCTax).

5. llpuka3sel

5.1. IlpukazamMu OQOPMISAIOTCS pELIEHUs IO ONEPaTUBHBIM, OPraHU3ALMOHHBIM, YYEOHBIM,
KaJIpOBBIM (TpuiIOkKeHHE 2 Ha 9 TMCTaxX) U IPYrUM BOIIpOcaM pabOThI IIKOJIBI.

5.2. IIpoekThl NpPHUKA30B TOTOBST OTBETCTBEHHBIE WCIOJIHMUTENM HA OCHOBAHHUU MOpPYYEHUH
TUPEKTOpa, ero 3aMmectutesel. [IpoeKkTsl MpUKa30B MO JIUYHOMY COCTaBY TOTOBHUT CIELUATIHUCT IO
KaJpaM.

5.3. B mpukasax TEKCT u3iaraeTcs OT mepBoro juna exuHcteeHHoro yncia («[IPUKA3BIBAIOY).
5.4. TekcT mnpuKa3za MOXKET COCTOATh M3 JIBYX YacTeil: KOHCTaTtupyromen (mpeamOynbl)
pacnopsaIUTEIbHOM.

5.5. B KkoHcTaTHpyomed YacTH KpaTKO H3JIAaraioTcs Lend M 3a1aud, (akThl U COOBITHA,
MOCTYKUBIITME OCHOBAaHWEM JJIsi M3AaHus npuka3za. OHa MOKET HauWHaThbes ciaoBamu "B memsax",
"B coorBerctBun", "Bo ucnonnenue", u 1.n. Ecnm npukas uzgaercs Ha OCHOBAHHMM JAPYTrOro
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBaeTCsl HAMMEHOBAaHUE 3TOr0 JOKYMEHTa, €ro JaTa,
HOMEp U 3aroyioBok. I[IpeamOyna B nmpoektax mpukas3oB 3aBepuaercs ciioBoM «[IPUKA3ZBIBAIOy,
KOTOpOE IeyaTaeTcs 3arjiaBHbIMU OyKBaMH.

5.6. PacnopsauTenpHast 4acTh JIOJDKHA COZAEpPXaTh MEPEUUCIICHUE MPEANUCHIBAEMBIX JACHCTBUI C
YKa3aHUEM HCIOJHUTEN KaXkI0ro MAEHCTBHS M, IPU HEOOXOJUMOCTH, CPOKOB MCIIOJIHEHHMS.
PacnopsiautenbHas yacTh AEIUTCA Ha MYHKTHl M MOAIMYHKTBHI, KOTOPbIE HyMEpYIOTCs apaObCKUMU
nudpamu. [leiicTBrsS 0OJTHOPOJHOIO XapaKkTepa MOTyT ObITh IEPEUUCICHBI B OJHOM ITYHKTE.

5.7. B KauecTBe WCIOJHHUTENEH YKa3bIBAIOTCA 3aMECTUTENIM JUPEKTOpa, NpeacefaTean WIn
PYKOBOJUTENN PabOUYUX rpyIiin (KOMHUCCHIA).

5.8. Eciin npuka3 u3MeHseT paHee W3JaHHbIN JTOKYMEHT (IIyHKTBI JOKYMEHTA), TO OJJUH U3 IIYHKTOB
pacnopsaIuTeIbHON YacTH TEKCTA JOJKEH COAEPAKATh CChUIKY Ha U3MEHIEMBbIH JOKYMEHT (IIyHKThI
JIOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEpPA U 3aroJjI0BKa.

5.9. Ecnu mpuka3z OTMEHsET JCHCTBUE paHEee M3JAaHHOTO JOKYMEHTa (IIyHKTOB JOKYMEHTa) C
OIIPEEIIEHHON J1aThl, TO OJIUH U3 IYHKTOB PaclopsIUTEIbHON YacTU TEKCTa JOJKEH HAaYMHATBHCS



cinoBamu "llpu3Hath yTpaTUBIIMM cHIly...", lajnee yKa3blBaThbCs JlaTa, HOMEpP U 3arojlOBOK paHee
M3JIaHHOTO JIOKyMEHTa (IIyHKTa JOKYMEHTa), a TaKXe JlaTa, ¢ KOTOPOM OTMEHSIETCs ero JIeUCTBUE.
Ecnu nata He yka3aHa, TO [€MCTBUE paHee HW3AAHHOTO JOKYMEHTa (IYHKTHI JOKYMEHTA)
OTMEHSIETCS C JaThl M3/1aHUS HOBOT'O MPUKa3a.

5.10. Ecnu mpukas oTMEHSIET paHee U3JaHHbIH JOKYMEHT C MOMEHTA U3JaHusl, TO OJUH U3 MyHKTOB
paclopsSIUTENIbHON YacTH TEKCTa JTOJDKEH HAYMHATHCSA cloBaMH "OTMEHMTh..." W YKa3bIBaThCS
J1aTa, HOMEP U 3aroJIOBOK paHee U3/IaHHOTO JJOKYMEHTA.

5.11. Ecnu nmpuka3 mpeanosaraeTcsi BBECTH B JISUCTBHE HE C MOMEHTA €r0 W3JIaHus, HEOOXOIMMO
yKa3aTb CPOK BBEIEHUS ero B jcicTBhe. IlociieHHMM INMyHKT PAacHOpsAIUTEIbHOM YaCTH MOXKET
COJIepKaTh CBEJICHHS O JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a UCIOJHEHUEM
MpUKasa.

5.13. Ilpuka3sl MOAMUCHIBAIOTCS TOJBKO JUPEKTOPOM OOIIE00pa30BaTEIbHOM OpraHU3ANKN WITH
PabOTHUKOM, UCTIOJIHAIOIINUM €ro 0053aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 32 0OECTICUCHHE CBOEBPEMEHHON M Kaue€CTBEHHOW IOATOTOBKH MPOEKTOB
MPUKA30B U HMX COTJIACOBAHUE C 3aMHTEPECOBAHHBIMH DPAOOTHHKAMH W OpPTaHHM3AIMSIMH HECYT
aBTOPBI IPOEKTA MPUKaA3a.

5.15. PerucrpanudoHHble HOMEpa MPUCBAUBAIOTCS MpPHKa3aM MO TMOPSAKY HOMEPOB B Tpenesiax
KaJICH/IApHOT0 TOfa.

5.16. /lata peructpanuu npuKasa sBISIETCS AaTOH €ro MOAIMUCAHHS.

6. [IpaBuia, NOT0KeHUsI, HHCTPYKIIUH

6.1. IlpaBuna — HOPMATHUBHBIN aKT, ONMpPEAENSIONNI MOPAJOK KaKOro-I1ubo BHUIA NEATEIHHOCTH,
YCTaHABJIUBAKOIIMN WK 3alIPELIAOIINI ONPEICIICHHOE TOBEACHHUE.

6.2. [TonoxxeHne — HOPMATUBHBIH aKT, AETAILHO PETIAMEHTUPYIOLINI TPaBOBOM CTATyC, MOPAIOK
OpTaHu3aluy U IPOIETYPY KaKOTO-THOO BH/A IS TEIHHOCTH.

6.3. MHCTpyKIuST — HOPMATUBHBIM aKT, M3JAaBaeMblii B LESIX pPa3bICHEHUS W OMpEeICHUs
MopsiIKa MPUMEHEHHS COOTBETCTBYIOIIETO HOPMATHBHOTO aKTa JIMOO C IENbI0 YKa3aHHs HOPM O
croco6ax BBIMOJTHEHUSI ONIPEIEICHHBIX onepanuil (IeHCcTBHi).

6.4. [lpaBuiia, MOJIOKECHHS, MHCTPYKITUN MMPUHUMAIOTCS (B 3aBHCHMOCTH OT BHJa JOKYMEHTa) Ha
VYnopapnsomeM coBeTe, 3acenaHusx I[Ipodcoro3HOro KoMHTETa WIKOJIBI M YTBEPKIAIOTCS
THPEKTOPOM.

6.5. Tlopsimok MOATOTOBKH MPOEKTOB MPABUJ, MOJOXKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSIIKY MTOATOTOBKH IMPOEKTOB MTPUKA30B 00111€00pa30BaTeIbHON OpraHu3aIiy.

6.6. TekcT mpoekTa MOJIOKEHHUsS, MPaBWJI, MHCTPYKIMH IeYaTaeTcsl Ha YHUCTOM JIHCTEe Oymaru
dbopmarta A4.

6.7. OTANYUTENHHBIMU XapaKTEPUCTUKAMH TEKCTOB MIPABUII, TIOJIOKEHUS, HHCTPYKITUH SBISIOTCS:

e TOYHOCTH NMPUMEHSIEMBIX (DOPMYITHPOBOK O€3 WCIOIB30BAHUS CJIOB M TOHATHN, WMEIOITUX
MHO>KE€CTBEHHBIH CMBICIT;

e HCIOJB30BaHHWE KOPOTKHX IMPEIJIOKECHUH, OOMETPUHSATHIX BBIPAKEHUH W CBSI30K, IPH
HEO0OXOJIMMOCTH - TIPEJIBAPUTENILHOE OINpeIeNieHNe HCIOIb3yeMbIX MOHSATHH, COKpAICHHIA,
ab0OpeBHaTyp;

e ONHCAaHHE BCEX BO3MOXKHBIX BAapHAHTOB COOBITUH M COOTBETCTBYIOIIMX WM BapUAHTOB
JEWCTBUM, T.€. TIOJHOTA MPECTaBICHUS HHDOPMAITUH;

e CTPYKTYpUPOBAHHOCTH TEKCTa C IENbI0 JOCTIKEHHUS HAWIYYIIeH IOCIeI0BATEIEHOCTH
U3JIOKEHUS MaTepuaa;

e MUHUMH3AILHUSA TEKCTa C TOMOIIBID NMPUMEHEHHUs 0000meHui (0030pOB MpeanoiaraeMbpIx
JCHCTBUI) U IPUMEHEHHUE TTEPSUNCIICHH (3a1a4, STAllOB, YCJIOBHH U T.1.).

6.8. B 3aBUCHMOCTH OT CJIO)KHOCTH M 00beMa pa3pabaThiBa€MBbIX MPaBUII, OJIOKECHUS, HHCTPYKLIUU
- TEKCT JOKYMEHTA JEJIUTCSA Ha TJIaBbl, MyHKThl M MOJAMYHKTHI. [J1aBbl JOJIKHBI UMETh HAa3BaHUS.
Hywmepanus nponsBoauTcs apaOCKuMu nuppamu.

7. IIpoToxoJ 3aceganusi (COBeIIAHUA)



7.1. IIpoToKON — JOKYMEHT, B KOTOPOM (PUKCHpYETCsl X0 OOCYX/IE€HHUS BOIPOCOB U MPHHATHUS
pelieHnid Ha COOpaHusAX, COBELIaHUIX, KOHPEPEHLUAX U 3aceJaHUsAX KOJUIETHAIBHBIX OPTaHOB.

7.2. Tlpotokon 3acemanus (coBellaHusi) - (manee - MPOTOKOJ) OGOPMIISETCS HAa YHUCTOM JIHCTE
oymaru popmata A4.

7.3. PexBu3HUT - "TeKcT 1o0KyMeHTa'". PEKBU3UT COCTOUT U3 JBYX YacTel: BBOJHOW M OCHOBHOM.

7.4. Bo BBOJHOM  4YaCTH  YKa3bIBAIOTCS  WHUIIMAJBI, bammiin W JTOJDKHOCTH
IpeCcelaTeNbCTBYIOIIET0, CEKPeTapsi, MPUCYTCTBOBABILMX HA 3aCEIAHUU U, IPH HEOOXOIUMOCTH,
JIUII, IPUTTIAIIICHHBIX Ha 3ace/laHne (COBEIIaHME).

7.5. BBoaHas dYacTb NPOTOKOJA 3aKAaHUYMBAETCS IIEPEUYHEM pAcCCMaTPUBAEMBIX BOIIPOCOB,
MEPEUNCICHHBIX B TOPSAKE WX 3HAYUMOCTH C yKa3aHHEM JOKJIaqyuKa IO KaXIOMY
paccmaTtpuBaeMomy Bompocy. Bompockr popmynupytores ¢ mpemiaorom "O" ("OG"), meuaratores oT
TPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU [UPpaMu.

7.6. OcHOBHasi 4YacTh IMPOTOKOJA COCTOUT M3 Pa3JesioB, COOTBETCTBYIOIMX pPaccMaTpUBAEMbIM
BOIIPOCAM M UX HyMEpPAIUH.

7.7. TekcT NpOTOKOJIa M3JIaraeTcsi OT TPEThEro JMIA MHOXKECTBEHHOro uucina ("ciaymanu",
"ppicTynun", "mocranoBuan", "pemmau').

7.8. IIpoTOKOJI OANKCHIBACTCS JIMILIOM, MPECEeIaTeIb,CTBOBABIIMM Ha 3acelaHuM (COBELIAHWN), U
cekpeTapéM 3aceaHus (COBEIIaHuUs).

7.9. Tlpm oOTCyTCTBUM CeKpeTapsi 3acelaHHs, B TOM YHWCJIE TPH MPOBEACHUH OIEPATUBHBIX
COBEILIaHUH, TOMYCKAaeTCs MOAMUCAHUE POTOKOJIA TOJIBKO MPEICeaaTeNbCTBYIOIIHUM.

7.10. Tekct mpoTOKOJIa AOJDKEH OBITH MOATOTOBJIEH HE IMO3JHEE TPEX JHEH CO JHs 3acelaHwMs.
[IpoekTbl  COOTBETCTBYIOIIMX MYHKTOB TMPOTOKOJA BU3UPYIOTCS  JODKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a MOJTOTOBKY.

7.11. Jlata mpoTOKOJIa TOJKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHMS (3acelaHus).

7.12. Komuu TPOTOKOJIOB PACCHUIAIOTCS 3aWHTEPECOBAHHBIM OPTraHU3alUsIM W JOHKHOCTHBIM
JUIIAM B COOTBETCTBUHM C YKa3aTeJIeM pAaCCBUIKH, KOTOPBIA COCTaBISET CEKpeTapb 3acelaHus
(coBemranus).

8. Ilinan
8.1. [InaH — MOKYMEHT, yCTaHaBIMBAIOUIUN TIEPEUCHb HAMEUYEHHBIX K BHIITOJTHEHUIO MEPOTIPHATHH,
UX TOCTIeI0BATEIBHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOJIHUTEIEH.
8.2. Ilnman odopmusercs Ha mnucte Oymarum ¢opmata A4 ¢ HCHOIB30BAHUEM CIEAYIOIIHX
PEKBU3UTOB:

e HAaMMEHOBAHUE ILIKOJIbI,

e Tpu] YTBEPKICHHS JOKYMEHTA;

e J1aTa IOKyMEHTA;

e PErHCTPalMOHHBIA HOMED JOKYMEHTA;

e HAaMMEHOBAaHHUE BHJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBAaHHWE JIOJKHOCTH;

e TIOAMMUCH.
8.3. PexBusut — "Tekct qokyMeHTa" opopMIIseTCS B BUJIE TaOJHUIIBI ¢ TpadaMu:

e HOMEp IYHKTA IJIaHA;

e HAaMMEHOBAaHHE MEPOIIPUATHS;

e CPOK HCIIOJIHCHHUS,

e HCIOJIHUTEINb;

e TIpUMEYAHUE.

9. Ortyer
9.1. OTueT — NOKYMEHT, coJep Kallluil CBEACHUs O pe3yJbTaTax IesTeIbHOCTH 3a ONpe/eeHHbIN
[IEpUOJI BPEMEHHU, BBIITOJIHEHUU MEPOIIPUATUH, TIOPYUCHUM, 3aJaHUH, TUIAHOB.



9.2. OtueTsl, NpenocTaBisieMble B OpraHbl TOCYJapCTBEHHOH BIacTH (B TOM 4YHCIE B OpraHbl
TOCYJapCTBEHHON  CTaTUCTHKH) W  HWMCIOIIME  YCTAHOBJICHHYIO  TPABOBBIMH  aKTaMHU
rOCYJapCTBEHHBIX OPraHOB (OpMY, CO3JAIOTCS M0 YCTAHOBIEHHOW IOCYIapCTBEHHBIMU OpraHaMH
(dopme U B OIIpeIeIEHHOM UMHU MOPSKE.
9.3. Orué€thl, MpenocTaBsieMble COTPYIHMKAMHU IIKOJBI B XOJ€ BHYTPEHHETO B3aUMOJEHCTBHSA,
CO3JAfOTCS 110 MTPABUIIAM, YCTAHOBICHHBIM ISl CO3aHUSI CITy’KEOHBIX 3aITHCOK.
9.4. Otuerbl odopmisitoTCs Ha JMcTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIIEAYIOIINX
PEKBU3UTOB:

e HAaMMEHOBAHHUE IIKOJIbI,

e JlaTa IOKyMEHTa;

e PErucTpalMOHHBIA HOMED JOKYMEHTa;

e HAMMEHOBAHHUE BHJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUM (IIPU HAJIMYUN);

e HAMMEHOBAHUE JIOJKHOCTH;

e TIOAIHCH.
9.5. B Tekcte oTuéra B 00s3aTE€IBHOM MOPSAIKE JOJDKHO COJAEPXKAaThbCid YKa3 Ha JesTeIbHOCTD,
MEpPONPUSATHE, BBIJAHHOE IOpyYeHHE, 3aJaHue, IMyHKT IUJIaHa, TOJJICKAIINA BBIMOJIHEHUIO, U
pe3yiabTaT O BBIIOJHEHMHM, B TOM YHCIE C YyKa3aHHEM Ha COOJIIOJCHHWE WINM HapylleHHe
WCTIOJTHUTENBCKON  JTUCHMIUIMHBL, YCTAaHOBJICHHBIX CPOKOB HCIIONHEHHWS W  HaJyIexaliee
npefocTaBleHne  MHGOpManuu, HEOOXOAMMBIX  MaTepualioB  (MPOEKTOB  JTOKYMEHTOB)
COUCTIOJTHUTENSIMHU (TIPH YYaCTHU HECKOJIBKUX UCTIOITHUTEINEH).

10. IIncbmo
10.1. IlucbMa roToOBSITCS Kak:

e  OTBETHI O BHINOJIHEHUH TOPYUYEHUH BBIILIECTOSIIIUX OPraHOB MUCIIOIHUTEIbLHON BIACTH;

e OTBETHI HA 3aIIPOChI OPTaHU3aALU, IPEANPUATUN 1 YACTHBIX JIULI;

e VHHIUATHBHBIC TUCHMA.

10.2. Cpoku MOATOTOBKH OTBETHBIX MHUCEM:

e ¢ KOHKPETHOM JaTOM MCIIOJHEHHUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUM C pE30JIOLHEH AMpPEeKTOpa W €ro 3aMecTHTe]Ied Ha OCHOBaHWUU
YCTaHOBJIEHHBIX CPOKOB HCIOJHEHHsI MOPYYEHHH, 3alpocOB WM MO PEUIeHHIO aBTOpa
PE3OIIIOLHH.

10.3. TekcThl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJJaHHSAM, 3a(DUKCHPOBAHHBIM B
pesomonuy. CpoKy NOATOTOBKH MHUIIMATUBHBIX MHCEM OIPEAEISAIOTCS CaMOCTOSITEIBHO aBTOPOM
MIPOEKTa MUChMa ¢ y4ETOM HEOOXOIMMOCTH PELIeHHs] KOHKPETHBIX 3a]1a4 U (UJIM) B COOTBETCTBUH C
TpeOOBaHUSAMH 3aKOHO/IATENILCTBA, MOPYUECHUSIMHU HETIOCPEACTBEHHOT'O PYKOBOJAUTEIS.

10.4. Tlucepma mevararoTcsi Ha ONaHKE MHChMa 0O0IIE0OPa30BATEIBHON OPTaHU3ALUU C YTIIOBBIM
PacIoJIOKEHUEM PEKBU3UTOB.

10.5. JlomoJHUTENBHO K pEKBU3WTaM OJaHKa NUChMa TpH O(MOPMIICHUH IHCEM B IIKOJE
HCIIOJIb3YIOTCS CIIEYIOIINE PEKBUZUTHI:

e ajpecar;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKECHUH,

e BU3a;

e TIOAMMUCH.

e OTMETKa 00 UCIIOJIHUTEIE.

10.6. IIpu odopmieHnH nMuchbMa Ha JABYX M OoJiee CTpaHMIAX BTOpask M MOCIEAYIONINE CTPAHHUIIBI
HYMEPYIOTCS IOCEpEAMHE BEPXHETO MOJIs JTMCTa apaOCKUMU LU paMu.
10.7. [lucpbma moANMCHIBACT JUPEKTOP MU PAOOTHUKH, YITOTHOMOUYEHHBIE IIPUKA30M.



10.8. CiyxeOHble 3aITUCKH
10.9. B mensix ocymiecTBICHHUS] B3aUMOJCHCTBUS MEXIY COTPYAHHKAMH B paMKaX BHYTPEHHETO
JOKYMEHTO00O0pOTa B IIKOJIE MPUMEHSIOTCS Ccly»)eOHble 3anucku. Ciy)keOHbIe 3aIHUCKH SBISIOTCS
CIPaBOYHO-MH(POPMAIIMOHHBIMH JOKYMEHTaMU. ABTOpaMH CIY>KEOHBIX 3alHMCOK SIBJISIOTCS
COTPYIHUKHU 00111€00pa30BaTeIbHOM OpraHn3aluy.
10.10. CmyxeOHas 3amMCKa MOXET COCTABIISTHCS 110 YKa3aHHIO PYKOBOJICTBA WIIM 110 WHUIIHATHBE
KOHKPETHOT'O COTPY/AHHUKA.
10.11. Ilpu opopmiteHUH CITYKEOHOU 3aITUCKU O(OPMIISIOTCS CIIEAYIOIINE PEKBU3UTHI:

e ajpecart;

e JaTa JOKYMEHTa;

e HAaMMEHOBAaHHUE BHJA JIOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKAa O MPWIOKEHUU (TP HATTUIHH ),

e HAMMEHOBAaHUE JIOJKHOCTH;

e TIOJIHUCH.
10.12. Ciyxe0HbIC 3alMCKH MOTYT CO3/1aBaThCcs HA OyMaKHOM HOCHUTENE U (WIIM) B DJIEKTPOHHOMN

dhopwme.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTh BBIAAETCSA COTPYJHUKAM IIKOJIBI W O(OpPMIISETCS 1O TpaBHIIaM,
YCTaHOBJICHHBIM HacTosimeld MHcTpykuueit i muceMm, ¢ yué€ToMm TpeOOBaHHM TIpa)KIaHCKOTO
3akoHoaresbeTBa Poccniickoit denepanvii M1 HaCTOAIIETO pa3iena.

11.2. TIpoexT [OBEPEHHOCTH TMOJATOTABIMBACTCS U BU3BHPYETCA COTPYAHHKOM, KOTOPOMY
JIOBEPEHHOCTh OyIeT BBIJAaHA, IOCIE Yero Iepenaércs B KaHIEISPUIO Ui HalpaBJICHUS Ha
MO/NKCaHNE.

11.3. [loBepeHHOCTh TOINHUCHIBACTCS JUPEKTOPOM WM JIUIIOM, OCYIIECTBIISIONIUM  €ro
MOJIHOMOYMS (MCTIONHSIIOIINM OO0S3aHHOCTH), W CKpEIUIIeTCs MedyaThlo 001eo0pa3oBaTebHOM
OpraHu3aIuu.

12. ToroBopsbl, corjiameHusi, KOHTPAKTHI

12.1. JToroBopsl, cornamieHusi, KOHTPaKThI (Aajiee - J0rOBOPbI) MOATOTABIMBAIOTCS B COOTBETCTBUH
¢ TpeOOBaHUAMU T'PAKIAHCKOTO, TPYIOBOTO, OFOHKETHOTO M MHOTO 3aKOHOaTeIhcTBa Poccuiickoit
denepanuy, B 3aBUCUMOCTU OT PETYIMPYEMBIX JOIOBOPOM IPABOOTHOLICHUNA W 0053aTENbCTB
CTOPOH.

12.2. TIpoekt moroBopa TOATOTaBIMBACTCS OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAaKTHBIM
YIOPAaBISAIOMUM) € Y4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOTO M Kaue€CTBEHHOTO 0OecreyeHust
UCIIOJTHEHUS CBOUX MOJTHOMOUUH (00s13aHHOCTEH, (DYHKIMIA), TOTHOMOYHNH IIKOJIBI B LIEJIOM.

12.3. TlpoekT m0roBOpa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIIPABIISAIOLUIMM) COBMECTHO CO CIEHUATUCTOM, K (QYHKIUAM (IIOJTHOMOUYHUSIM) KOTOPOI'O OTHOCHUTCS
pelIeHre BOIPOCOB, SIBISIOLIUXCS MPEIMETOM JIOrOBOpA, WM MHBIM COTPYAHHKOM IO MPSMOMY
yKa3aHHIO TUPEKTOpa 00111e00pa30BaTeIbHOW OpraHnu3aluH.

12.4. HeoOGxonumast 11 TOATOTOBKH MPOEKTA JIOTOBOpa MH(POpMaIUs COOUPAETCs OTBETCTBEHHBIM
TUIOM (KOHTPAKTHBIM YIPABISIONIUM) B MOPSIKE pabodero B3aMMOACHCTBUS C YYETOM MpaBUI,
YCTaHOBJICHHBIX HacTosield MHCTpyKIuen.

13. IIpyHUMIBI OPraHU3ALMH A0KYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIACISIFOTCS CIEAYIONIME JIOKYMEHTOIOTOKH: ITOCTYIAIoIIas
JOKyMEHTanus  (BXopsias), OTHpaBiseMas JOKyMEHTauus (UCXOAsIIasl), BHYTPEHHSA
JIOKYMEHTAIHSI.

13.1. B cocraBe BXOAsfmIe W HUCXOAAIIEH JOKYMEHTAIIMA MOTYT BBIACIATHCS JIOKYMEHTHI,
MOCTYNUBIIME U3 BBIMIECTOSIINX, MOIPSAHBIX, MEAUIIMHCKUX U JIPYrMX OpraHMU3allfii, OpraHoB
MECTHOTO CaMOYIPAaBJICHHUs, OOpaIIeHUs TPaXKAaH.



13.3. OOparueHusi rpakaaH perucTpUpyOTCs M (OpMHUPYIOTCS B Jesia OTAEIbHO OT JAPYIHX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHnu3aIiy.

13.4. B mxosne 1ocTaBka M OTHpPaBKa JOKYMEHTOB OCYIIECTBIISETCS CPEACTBAMHU MOYTOBOU CBS3H,
AJICKTPOHHOU CBSI3M, a TaKXKe IO CHUCTEME AJIEKTPOHHOro JokyMeHToobOopora (maiee - COJI). C
MIOMOILBIO TIOYTOBOM CBS3M B 00IIE00pa30BATEIbHYI0 OPraHMU3ALMIO JIOCTABISETCA MUChMEHHAS
KOPPECTIOHICHITHS B BUE MPOCTHIX IMHCEM, 3aKa3HBIX IHCEM, IMTOYTOBBIX KapTOdeK, OaHIepoiei
MEJIKHX ITaKeTOB, a TAK)Ke NIeUaTHbIC U3/IaHHS.

14. IlepBuyHasi 00padOTKA MOCTYNAKLIUX JOKYMEHTOB
14.1. JIoKyMeHTBI, TIOCTYIMAWIIKE B IIKOJNY, TMEpPeNalTCs Ha PETUCTPAIMI0 CEKpeTapro
00111e00pa30BaTENbHON OpraHU3aluy M MPOXOAST MEPBUYHYI0 00paOOTKY B JI€Hb MOCTYIUICHUS,
P TIOCTYIUICHUH B Hepabouee BpeMs - Ha cieayromuii padbouunit 1eHs. [lpu nepBuyuHoit 00paboTke
JOKYMEHTOB TpPOBEPSETCS MPAaBUIBHOCTH ajapecoBaHus. OMMOOYHO IMOCTYMUBIINE JTOKYMEHTHI
NEePEeChIIatTCA MO MPUHAAJIES)KHOCTH WM BO3BPAILAIOTCS OTHPABUTEITIO.
14.2. lokymeHTsl, nocTynuBime ¢ otMetkamu "Cpouno", "Bpyuuts HemeuienHo", "OnepaTtuBHo",
HEe3aMeINTEIbHO MPOXOIAT MEPBUUHYI0 00pabOTKYy M JOKJIAbIBAIOTCA AUPEKTOPY WM B Cllydae
€T0 OTCYTCTBHUS — 3aMECTUTEIIO JUPEKTOPA MO HAIIPABJICHUIO JAESITEIHHOCTH.
14.3. TlocTynuBiye TejaerpaMMbl IPUHUMAIOTCS O HOJNKMCH C MIPOCTABICHUEM JaThl U BPEMEHU
npreMa, peTUCTPUPYIOTCS IO TEM JKe TpaBUIIaM, YTO U IMUChMA.
14.4. DnexkTpoHHBIE COOOIIEHMS, aAPECOBaHHbIC JTUPEKTOPY WM HAINPaBJICHHBIE B aJpec IIKOJIBI,
pacreyaTbIBarOTCS U JOKIIAJABIBAIOTCS TUPEKTOPY WM B CIydae ero OTCYTCTBHS — 3aMECTHUTEIIO
JTUPEKTOpA.
14.5. DnexkTpoHHbBIE COOOIIEHUS, 3aBEPEHHBIE 3JIEKTPOHHOW MOJNUCHIO, MoAJiekar o0paboTke Mo
IIpaBUJIaM, IPEIYCMOTPEHHBIM JJIs OCTyHaroIel (BXoAAIIen) TOKyMEHTallH.
14.6. TloctynuBmas (BXOZsIIas) AOKYMEHTAIUS pPACIPEIENICTCS Ha PETUCTPHUPYEMble W HE
NOJyIeKAIMe PETUCTPALIUH JJOKYMEHTHI.
14.7. He moaniexxaTt perucTpaiuu:

e IpUTJacHUTENbHbIE, 03/IPaBUTEIIbHBIC TMCbMA U TEIETPAMMBI;

e OWIIETHI

e IUIAHBI ¥ IPOrpaMMbl CEMUHAPOB, KOH(EPEHIUI U APYrUX MOAOOHBIX MEPONPHUATHIA;

e JIOKyMEHTBHl 10 OyXrajTepckoMy YYeTy, MaTepHaJbHO-TEXHHUYECKOMY 00eCIedeHuIo,

IUIAaHOBBIE U (PMHAHCOBBIE JOKYMEHTHI, IOCTYyNAaroIue 0e3 COnpoBOAUTENBHOTO MUChMA;

e PpeKJaMHBIC, KOMMEPYECKHE TPEIOKEHHS, B T.9. IOCTYMUBIIINE TI0 AIEKTPOHHON TOYTE;

e TICUYATHbIEC U3JIAHUS,

e TIMCHEMA C MIOMETKOH «JINIHOY.

15. Permcrpamusi, y4eT M PpaccMOTpPeHHE PYKOBOIUTEJIeM MOCTYNAKMIMUX (BXOASIIHX)
AOKYMEHTOB
15.1. TloctynuBuine (BXOASIIME) IOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE M IEPBUYHOMN
00pabOTKM U HE3aBUCUMO OT cIoco0a MX TOCTABKH.
15.2. Peructpanusi — IpoCTaBJICHNE B HIDKHEM MPAaBOM YIIIy MEPBOTO JIHCTA JOKYMEHTa OTMETKH
O TOCTYIUICHMM C YKa3aHHEM JaThl HOCTYIUIGHUS W BXOSILErO PErMCTPAllMOHHOTO HOMEpa
JOKYMEHTa C 0053aTeJIbHOM 3alHChi0 B JKYpHAJI PETUCTPAIlMH TMOCTyHAromend (BXOSIIeH)
nokymeHTanuu. CTpyKTypa perucTpallioOHHOTO HOMEpa, MOCTYHAoLEero (BXOAsIIero) JOKyMeHTa,
COCTOMT M3 €ro IMOpSJKOBOTO HOMEpa U HUHAEKca Jeja 10 HOMEHKJIAaType el
00111e00pa30BaTENbHOM OpraHnU3aIUH.
15.3. Peructpanmsi BceX MOCTYNUBIIMX (BXOMSIIMX) JOKYMEHTOB NPOM3BOAMTCS B Tpenenax
00IIero JOKYMEHTONOTOKAa. J[OKyMEHTBI, MOCTYNMUBIIME B LIKOJNY IO KaHajiaM (aKCUMHIbHON
CBsI31, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIZIKE.

Tekct mocTtynuBmIed TenepOHOrpaMMBI  3alUMCBIBACTCS B JKypHaJe PErucTpanuu
TereOHOrpaMM U MeyaTaeTcs Ha JIMcTe Oymaru Juist epeiadyu Ha pacCMOTPEHHE.



15.4. Tloctynatomiue (BXOASIINE) JOKYMEHTHI MIEPEIal0TCsS HA PACCMOTPEHUE PYKOBOJCTBY TOJIBKO
MOCJIe UX PETUCTPAIMN U TIPEIBAPUTEILHOTO PACCMOTPEHHSI.
15.5. JlokyMeHTBI, MOCTYNUBIIME B 0OLIC00pa30BaTEIbHYI0 OpraHU3allMIo, [0 BOIPOCaM, HE
TpeOyIOIIMM PAacCMOTPEHMsI AUPEKTOpa, HANpaBISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 3a
JIEIOMPOU3BOJICTBO HIKOJIBI HEMTOCPECTBEHHO UCTIOTHUTEIIO 3a1poca.
15.6. JIupexTop B pE30TFOIIUH OIPEICIISET JIUI, OTBETCTBEHHBIX 32 UCITOJIHEHUE JOKYMEHTA, U J1aeT
UM nopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a JENOMPOW3BOJICTBO HIKOJBI MepeaaeT JOKYMEHT Ha
WCTIOJTHEHUE.
15.7. TlogMMHHKUK JOKYMEHTa C PE30JIONUEH PYKOBOIUTENS OOIe00pa3oBaTeIbHON OpraHu3aIlluu
HaIpaBJIAETCS UCTOTHUTEIIO.
15.8. [lpum HaMMYUM HECKOIBKUX HCIOTHUTENEH TMOMIMHHUK JIOKYMEHTa TIepeacTcss TOMY
UCIIOJIHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHUSIMH IO HCIOJHEHHUIO SBISETCS
OTBETCTBEHHBIM, OCTAJILHBIC UCIIOIHUTENIN MOTYYaIOT KOMUIO JOKYMEHTA.
15.9. TloanuHHUK [OKyMEHTa, KOTOPBIA HCIOIHSIETCS HECKOJBKHUMH JOJHKHOCTHBIMHU JIUIIAMU,
MOJIy4aeT OTBETCTBEHHBIN MCTIOIHUTEND. OCTANIBHBIM HCIIOTHUTEIISM TIEPEIAIOTCS KOTIHH.
15.10. MsroTtoBineHHe KOMHWK JOKYMEHTa I TepeJadyd COMCIIOJHUTEISIM OCYIIECTBISCTCS
CeKkpeTapeM o0IIe00pa3oBaTeIbHON OpraHU3AITHH.
15.11. Pe3omtonusi COAEPIKHT:

e yKa3aHWE TIO UCIHOJHEHHWIO, COJEpXkallee KPaTKoe OMNHCaHWe HEOOXOIUMOro JJis

WCTIOJTHEHUS IUCTBUS;
e yKa3aHWE Ha CPOK, B TEUEHHUE KOTOPOro JHOO /O HMCTEUEHUS KOTOPOro HEO0OXOIUMO
UCTIOJIHUTH MPEANHCAHHOE IeUCTBHUE;

e JIMYHYIO MOATHKCH aBTOPA PE3OITIOIIHH;

e ATy MPOCTaBIEHUS PE30IIOLHUH.
15.12. VYxazaHue Ha CpOK, B TE€YEHHE KOTOpPOTO JIMOO 10 MCTEYECHHS KOTOPOro HEOOXOIMMO
WCTIOJIHUTH TIPEANHUCAHHOE NEHCTBHE, MOXKET HE BBIPaXKaThCsl KOHKPETHOW HaTOW M ColepKaTb
BbIp@XEHUS: "B YCTAHOBJIECHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3omonus numieTcs Ha CBOOOJIHOM OT PEKBU3UTOB MECTE MEPBOTO JUCTA TOKYMEHTA.
15.14. B ciyuae, korga pe3oJoLus aJpecoBaHa HECKOJIBKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 32
WCTIOJIHEHUE JTOKYMEHTa B LIEJIOM SBIISETCS COTPYOHHUK, yKa3aHHBIA TMEpPBBIM (BEPXHHUM), JIHOO
COTPYIHUK, B OTHOIICHUH KOTOPOTO CJIeJIaHa TIOMETKA O TOM, YTO OH SIBJISICTCSI OTBETCTBCHHBIM.

16. Opranu3amnusi padéoThl ¢ OTHPABJIAEMBIMHU (MCXOASAIIUMHI) TOKYMEHTAMH

16.1. Jlo mpemocTaBieHUs MPOEKTa OTMIPABISIEMOro (MCXOASIIEro) IAOKYMEHTa Ha MOJIHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYCHHOMY B YCTAaHOBJICHHOM TIOPSAKE HA TOAIHCAHHE JIUAILY
OCHOBHOW HCIIOJIHUTENh MPOBEPSET MPABHIBHOCTh O(OPMIICHUS OTMPaBIsIEeMOro (MCXOMSIIETo)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosie NHcTpykuuu.

16.2. Tlpu MOATOTOBKE OTHPABISAEMOTO (MCXOJAIIET0) NOKYMEHTAa KaK OTBETa Ha MOCTYMUBIIUI
(BXOASIINI) JOKYMEHT HCIIOJIHUTENb NPHKIAIBIBACT K IMOATOTOBICHHOMY IPOCKTY BXOJISIINN
JIOKYMEHT.

16.3. TIpoeKThI OTIPABIAEMBIX (MCXOMSIINX) JOKYMEHTOB C YYETOM COOIOICHUS] YCTaHOBICHHOTO
B PE3OJIIOIMH CPOKAa WCIOTHEHHsS TIepelaroTCs OTBETCTBEHHBIM WCIOJTHHUTEIEM B OTIEIN
JIEJIOTIPON3BO/ICTBA (KAHIICIIAPHUS, CEKPETaph) IMIKOJIBI JIJIs1 HAITPaBJICHUS Ha TTOANKICAHNE.

16.4. TlognucaHHBE OTHpaBISEMble (MCXOIAIIUE) TOKYMEHTBI, TEpeNalTcs pabOTHUKY
OTBETCTBEHHOMY 32  JICJIONPOM3BOJCTBO  IIKOJIBI, KOTOPBIH  OCYIIECTBISET  IPOBEPKY
KOMIUIGKTHOCTH ¥ COOTBETCTBHUS KOJMYECTBA JK3EMIUIIPOB OTHPABISAEMOTO (MCXOJISIIETO)
JIOKYMEHTa CIHCKY pPacChUIKH, a TakkKe MPaBUIBHOCTh O(OPMIICHHS JOKYMEHTa COTJIACHO
HACTOSIIEN UHCTPYKLIMH.

16.5. B cnywae HapymieHHs KOMIUIEKTHOCTH WM COOTBETCTBHS KOJMYECTBA, a TaKKe
MPAaBWIBHOCTH O(OpPMIIEHUST JIOKYMEHTa COTJIACHO HACTOSIICH WHCTPYKIMH OTIPABISEMbIC
(ucxopnsiue) JTOKYMEHTHI — HE3aMEJJIMTEIbBHO  BO3BpAIIAIOTCS  PaOOTHUKAMH  KaHICISIPHH



OTBETCTBEHHOMY MCIIOJHHUTENI0 WIH B CIyda€ OTCYTCTBUS OTBETCTBEHHOI'O MHCIIOJIHUTENS €ro
HEMOCPEJCTBEHHOMY PYKOBOAUTEIO ISl yCTPAaHEHUs HapyILIEHUH.
16.6. JlokyMeHTBHI TOCJI€ UX HOANHCAHUSA IUPEKTOPOM WIM HHBIM YHOJHOMOUYEHHBIM JIHIIOM
NepesaroTcs B KaHIEISIPUIO 00111e00pa30BaTeIbHOM OpraHu3alyy AJs perucTpaly U OTIPABKH.
16.7. Peructpanusi OTIpaBisieMbIX (UCXOISIINX) JOKYMEHTOB OCYIIECTBIISICTCS TOCIE MTPOBEICHUS
pabOTHUKAMU KaHLIEJSPUH, OTBETCTBEHHBIMH 32 JEJIONPOU3BOACTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMUYECTBA SK3EMIULIPOB, a TaKXkKe IMPAaBHIBHOCTh O(OPMIICHHUS OTHPABISEMOIO
(MCXOAIIEro) JOKYMEHTA.
16.8. Peructpamms co3maBaeMbIX JIOKYMEHTOB OCYILECTBIISETCS B JE€Hb NOAMHMCAHUS WIN
YTBEPKICHUS JIMOO Ha CIICIYIONTNI paOovHii IeHb.
16.9. CeeHust 0 perucCTpUPYEMbIX OTIPABISIEMBIX (MCXOIAIINX) TOKYMEHTAX BHOCATCS B KypHAJ
perucTpanuy OTIpaBIsieMon (MCXOAIEeH) JOKYMEHTAIUH.
16.10. PeructpaniioHHbIi HOMEp U JaTa OTIIPABIIIEMOT0 (MCXOSIIEr0) TOKYMEHTA MPOCTABISIOTCS
Ha IO/UIMHHHMKE JIOKyMEHTa B pEKBHU3MTax OJaHKa M Ha HK3EMIUIApe, OCTaloLleMcs B Jiene
00111e00pa30BaTENbHON OPraHN3aIIH.
16.11. CtpykTypa perucTpaiiOHHOTO HOMEpPa OTIPABIIEMOTr0 (MCXOSIIEr0) JOKyMeHTa COCTOUT
U3 €ro MopsAAKOBOr0 HOMEpa U MHJEKCA Jieja 10 HOMEHKJIAType J1€J IKOJbI.
16.12. OrmpaBka JOKYMEHTOB HPOM3BOJIUTCS LEHTPAIM30BAaHHO PAaOOTHUKAMHU KaHLEISIPUU
IIKOJIbI, KOTOpPHIE NPOU3BOAAT UX COPTHPOBKY IO CHOCOOY OTIpaBieHHs (MpocTasi, 3aKa3Has,
MEXIyHapoaHas U JIp.).
16.13. Ilucema, TenerpaMMBbl, OTKPBITKH, OAHAEPOJIH U TeYaTHbIE U3JaHUs OTIIPABIISIOTCS TIOYTOM.
dakcorpammsl 1 Tese(OHOrpaMMBbl IEPeJAtOTCs 110 KaHanaM TeJle()OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHUS] OTHPABISAIOTCS C O(QUIMATBFHOTO IMOYTOBOTO JIIEKTPOHHOTO
azipeca o011e00pa30BaTENbHON OpraHu3aluy.
16.15. [TuceMma, TemerpamMmbl, OTKPBITKH, OaHAEpOIH, (haKCOTpaMMBbI, IEKTPOHHBIE COOOIIECHMS, HE
CBsI3aHHBIE C pabouel e TeNbHOCThIO, K OTIIPaBKe HE IPUHUMAIOTCS.
16.16. JIokyMeHTHI, OTIIpaBIIsIEMbIE CPEACTBAMH TIOYTOBOM CBSI3U MPOXOIAT:

e  YIAaKOBKY;

e anpecoBaHue (MpU HANPABJICHUH TOKyMEHTa Oojee ueMm B 4 ajgpeca) — B COOTBETCTBUU C

yKa3aTeJIeM pacChbUIKH, Ha KaX/10M 3K3eMIUIIpe MUChbMa YKa3bIBA€TCsI TOJIBKO OMH ajpecar.

e IIPOCTaBJIEHHE CTOMMOCTH IMOYTOBBIX YCIYT;

e Tiepeiavy B IOYTOBOE OTAEJICHHUE CBA3H.
16.17. Ilpu mMOATOTOBKE W OTIIPAaBKE NMHCEM HEOOXOJUMO YUYUTHIBATh MPABWIIA, YCTaHOBIICHHBIC
NPHUKa30M MUHHUCTEPCTBA CBSI3U M MaccoBbIX KoMMyHuKarmii PO ot 31 uronsa 2014 r. N 234 "O6
yrBepkaeHuu [IpaBun okazanus yciayr mouToBOU CBA3H'.
16.18. JlokyMeHTBI, OTHpaBIIEMbIe CPEICTBAMH MOYTOBOM CBA3HM B OJMH aJIpec, BKIJIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Ucxonsmue AOKYMEHTHI, NpeAHAa3HAYCHHbIE ISl OTIPaBKU CpPeACTBaMHU (PaKCUMMIBHON
CBSI3H, OTIPABJISIOTCS paOOTHUKAMH KaHIEISpUH 00111€00pa30BaTeIbHON OpraHU3allly.

17. Pa3paboTKa u BeJleHHe HOMEHKJIATYPBbI J1eJ

17.1. JloxymeHTanbHBIN (POH] HIKOJIBI — COBOKYIHOCTH JIOKYMEHTOB, 00pa3yloIuXxcs B IMpolecce
€ro JeATeabHOCTU. JloOKyMeHTanbHBbIA (OHJ IIKOJBl COCTaBISIOT JOKYMEHTBHI, CO3JlaHHBIE B
0011e00pa3oBaTeNbHOM OpraHu3alid M TOJYYEeHHBIE €10 B pe3yibTaTe B3aHMMOACWUCTBUS C
OpraHaMH TrOCYJAapCTBEHHOM BJIAaCTH, OpraHaMHW MECTHOI'O CAMOYIPABJICHUS, IOPUAUYECKHUMH H
(bU3NYEeCKUMU JINIIAMH.

17.2. HomeHknarypa Ael sBISICTCS OCHOBOW (hOPMHUPOBAHHUS JOKYMEHTAIHLHOTO (POHIA MIKOJIBI U
MPEJICTAaBIsACT COOOM CHUCTEeMAaTHU3UPOBAHHBIM MEPEYCHb 3arojoBKOB (HAMMEHOBAHWMW) JIEl,
3aBOJUMBIX B IIIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHHs, U OPOpPMIIEHHBbIH B COOTBETCTBUHU C
[IPAaBOBBIMU AKTAMH, PEKOMEHIAUMSAIMHU M METOJMYECKMMM YyKa3aHusAMU opraHos Poccuiickoit
Oenepaly, YHOJIHOMOYEHHBIX B cdepe TroCydapCTBEHHOTO YIPABICHUS AapXHUBHBIM JEJIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTOOOOPOTA.



17.3. HoMeHkaTypa Jell COCTAaBIISIeTCS HA OCHOBE M3YYCHHUS MOJOKESHHM, MHCTPYKIIUN U TIPaBUIIL, a
TaKXKe JIPYyTUX JTOKYMEHTOB, pErJIaMCHTUPYIOIIUX JeSATEIBHOCTh — 00IIe00pa3oBaTebHOM
OpraHM3alii, a TaKkKe HOMEHKIATyp Jel 3a NpPeAUIeCTBYIONINEe TOAbl M JIOKYMEHTOB,
00pa3yromuxcs B AeATeIbHOCTH 0011e00pa30BaTeIbHON OpraHu3aliiy.
17.4. Homenknatypa Jed UCHONB3YeTCS JI TPYINIHUPOBKH HCIIOJHEHHBIX JIOKYMEHTOB B JIEJa,
CHCTEMaTH3aIllly U y4eTa Jell, ONpeesieHHs CPOKOB MX XPaHEHHUS U TIOUCKA TOKYMEHTOB, SIBIISIETCS
OCHOBOH JIJIsl COCTABJICHUS OMHUCEH J1eJ1 MOCTOSHHOTO U BpeMeHHoro (cBbime 10 yer) xpaneHus, a
TaKKe JJIs ydeTa Je BpeMeHHoro (110 10 JieT BKIIOYUTENBHO) XpaHECHHUS.
17.5. HomeHnknaTypa z1e71 BBOJUTCS B AEMCTBHE IPUKA30M I10 LIKOJIE.
17.6. HomeHnknaTypa JieJ TOTOBUTCS B TPEX 3K3EMILISApax:

e IS MIOMEIICHUSI B HOMEHKIIATYPHOE JIEJI0 ¥ MIOCTOSTHHOTO XPaHEeHMS,

e ]ISl UCTIOJIB30BAHUS B pabOTe OTAEIIOM JCIONPOU3BOICTBA (KaHIIEISIPUEH );

e JUIS XpaHEHUS B aPXUBE IIKOJIBI.
17.7. VI3 HOMEHKNATypbl J€d HIKOJIbI OTBETCTBEHHBIM JIMIIOM 3a BEJIEHUE JIeJONpPOU3BOJICTBA
Oo(opMIISIOTCST BBIMMCKH Ui KaXJO0TO W3 MOJPA3JeeHUH M OTIENIOB 00IIe00pa3oBaTeIbHON
OpraHu3aIiy.

18. ®opmupoBaHue 1eJl U UX TeKyliee xpanenue. [1oAroroBka 10KyMeHTOB H JieJI K Nepeaye
Ha apXHBHOe XpaHeHHe

18.1. ®opmupoBaHue Aen — rpyNIUPOBKa UCIOTHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBHUH C
HOMEHKJIATYpO# J1e1 00111e00pa30BaTeIbHOM OpraHu3alii U CHCTEMATH3alus JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co aHs MX 3aBEeEHHS 10 NIepeaaydl B apXUB IIKOJIBI HJIM HA YHUYTOKEHUE XPAHATCA 110
MecTy uxX (popmMHupoBaHUS.

18.3. Ilpuka3sl 1O OCHOBHOH, aJIMHUHHCTPATHBHO-XO3SMCTBEHHOH, Y4eOHO-BOCTIUTATEIHHON
JEeSTENBHOCTH HIKOJIBI, TPYIIHUPYIOTCS OTAEIBHO OT MPUKA30B MO JIMYHOMY COCTaBy paOOTHUKOB U
110 JJMYHOMY COCTaBy 00ydaronuMxcs (y4aInxcst/BOCIIMTAHHHKOB).

18.4. Tlepenucka rpynmupyercs 3a TMEpHOJ KaJICHIAPHOTO TOAa U CUCTEMATH3UPYETCs B
XPOHOJIOTUYECKOH MOCIIET0BATEILHOCTH.

18.5. TlpoBepka HAMUYHSI U COCTOSIHUS JOKYMEHTOB U JIeJ MPOBOIUTCS MPU NEPEMEILIEHUH J1e]1, IPU
BO3BpATe JIeT, IPH PEOPraHU3alNH WU JIMKBUIALMHN 0011e00pa30BaTeIbHON OpTaHU3allHH.

18.6. B apxuB o00meoOpazoBaTenbHON OpraHu3aluu (Jajnee - apXuB) IMepeaaroTcs JAena
MIOCTOSIHHOT0, BpeMEeHHOT 0 (cBhIlIe 10 JeT) CPOKOB XpaHEHHS U 10 JUYHOMY COCTaBy 4epe3 3 rojaa
1ocJje rojia, B KOTOPOM JTIOKYMEHTHI ObLIIM IIOMEIEHBI B JI€JI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHB ITPOU3BOAMUTCS IO YTBEPIKACHHBIM OITHCSM JICI.

18.8. IloaroroBka JOKYMEHTOB W JeNl K Iepefade Ha apXMBHOE XpaHEHHE M HAa YHUUTOXKEHUE
peycCMaTpUBACT:

e DKCIEPTHU3Y LIEHHOCTH JIOKYMEHTOB;

e COCTaBIJICHHUE OTHCEH JIeN M0 Pe3yNIbTaTaM SKCIEPTU3bI UX IEHHOCTH;

e odopmieHue sien;

e COCTaBIICHHE aKTOB HA YHUUTOXKCHHE JOKYMEHTOB H €I C HUCTEKIINMHU CPOKAMH XPAaHCHHS.
18.9. DkcnepTH3a EHHOCTH TOKYMEHTOB MOCTOSITHHOTO U BPEMEHHOT'O XPaHEHHsI OCYILECTBIISETCS
€XETOJHO JHUIOM (JIMIIaMH), Ha3HAYCHHBIM IPUKA30M OTBETCTBEHHBHIM (OTBETCTBEHHBIMH) 3a
apXMBHPOBAHUE.

18.10. B geno nmomeniaercs e 6oiiee 250 JMCTOB (TONIIMHA JIe]Ia IPH 3TOM COCTaBJIseT He Oosee 4
cMm). [Ipu GonpiIoM KoiM4ecTBE TOKYMEHTOB (hopMupyroTcst ToMa (4actu) jaena. BHyrpu aena
JOKYMEHTBI PACIIONaraloTcs B XPOHOJIOIMYECKOM IOpsIKE B COOTBETCTBUHU C omHchio. B gena
MOMEUIAIOTCA TOJIBKO UCTIOJIHEHHBIE, TPaBHIBHO 0(POPMIICHHbBIE JOKYMEHTBI.

18.11. JIokyMeHTBI BHYTpPH Jiejla PAacIIOJIaraloTCsi CBEPXYy BHH3 B XPOHOJIOTHMYECKOH, BOIPOCHO-
JIOTMYECKOM  TOCIICOBATEIbHOCTH WJIM WX COYeTaHHH. PacmopsiiuTenbHble  JOKYMEHTHI
IPYNIHUPYIOTCS B JIeia MO BUJAM M XPOHOJIOTHU C OTHOCSIIUMUCS K HUM MPUIIOKEHUSIMHU.

18.12. JInunbie KapTOUKH PaOOTHUKOB (POPMUPYIOTCS B JIEJIO 10 anpaBUTy GaMUITHA.



18.13. Odopmiienue paena mnpeaycMaTpuBaeT: O(GOpPMIICHHE PEKBU3MTOB OOJIOKKHM Jieda I10
YCTaHOBIICHHOH (hopMe; Hymepalio JUCTOB B Jelie KapaHAalmloM B BEPXHEM IPAaBOM YTy,
COCTaBJICHUE BHYTPEHHEH ONMUCU JTOKYMEHTOB Jieja, IMOIMBKY U neperier aena. Jiuct 6onpioro
¢dbopMara, MOAIIMTHIA 3a OAUH Kpad, HymMepyeTcs KaK OJMH JIUCT B IPaBOM BEpPXHEM YIIy.
JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepaIueil TUCTOB, B TOM YHUCIIC TIeUYaTHbIC U3AaHMsI, HYMEPYIOTCS B
o01eM MmopsiIKe.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WIIM YacTed, HyMEPYIOTCS M0 KaXKIOMY TOMY
WIJIA 9aCTH OTAEIHHO.

18.15. Tlocne 3aBepliieHUs HyMepalH JIHCTOB COCTABISICTCS 3aBEPUTENbHAS HAJIUCh, KOTOpas
pacrnoyiaraercsi B KOHIIE Jiesia. 3aBepuTeabHas HaAINCh COCTABISETCS B JIeJie Ha OTACIbHOM JIMCTE-
3aBepHTee Jena.

18.16. B 3aBepuTenbHON HaamucHu IU(paMu U MPOMHCHIO YKa3bIBACTCS KOJIMYECTBO JIUCTOB B
JaHHOM Jiesie. 3aBepuTelbHAs HaJIIUCh MOJIMUCHIBAETCS €€ COCTaBHTENEM C YKa3aHHEM
pacimupoBKM MOANMUCH, AOHKHOCTH M JaThl cocTaBiieHus. KonuuecTBo IMCTOB B Jeine
MIPOCTABISIETCS HA OOJIOKKE JIeIa B COOTBETCTBUH C UTOTOBOW HA/ITUCHIO.

18.17. PexBu3uT "Cpok XpaHEHHs Jnena" MEePEeHOCHTCS Ha OOJOXKKY Jiejla M3 COOTBETCTBYIOIIEH
HOMEHKJIATYpBI JIeJ TIOCJIE€ CBEPKH €r0 CO CPOKOM XpaHEHHs, YKa3aHHBIM B IEPEYHE THUIOBBIX
JIOKYMEHTOB WJIM B MIEPEYHE IOKYMEHTOB, 00pa3yoIInXCcs B ACSATEIBHOCTH (heepaJIbHOro OpraHa,
C YKa3aHUEM CPOKOB XpPaHEHHUSI.

18.18. Ha nenax moCTOSSHHOT'O XpaHEHUS MUIIETCs: " XPpaHUTh IMTOCTOSTHHO".

18.19. Ilpuem nen MpPOU3BOAUTCS COTPYAHHKOM, YIIOJTHOMOYEHHBIM Ha BEJCHUE NEATEIbHOCTH
apXxuBa, C MPOCTABIEHUEM B JIBYX SK3EMIUISIPaxX OMHUCH JeJl OTMETOK O HAIMYUHU KaXKJOro jena (Ha
KaXX/IOM 2K3eMIUISIPE ONMHMCH YKa3bIBAETCS KOIUYECTBO (PAKTHUECKH MPHUHSATHIX Jell, AaTa mpuema-
nepenayu Jiei, a TaKkKe MOAMKUCH apXUBUCTA U COTPYAHUKA, MTEPEIaBILIero Aena.

19. 3ak0unTeIBbHBIE 0JI0KEHUS

19.1. Hacrosimast MHCTpYKIUS 110 EIONPOU3BOJCTBY SBISETCS JIOKAIBHBIM HOPMAaTUBHBIM aKTOM
o01ieo0pa3oBaTeNbHOM  OpraHu3anuy, MNpuHUMaeTcss Ha OOmem coOpaHuu paOOTHUKOB U
yTBEpKAACeTCS (BBOJUTCS B ICHCTBUE) MPUKA30M JUPEKTOPA 00MIc00pa30BaTeILHON OpraHU3aIliH.

19.2. Bce u3MeHeHUs M JOMOJHEHUs, BHOCHUMbIE B HacTosiyo MHcTpykiuio, opopMisioTcs B
MTUCHMEHHOM (hOpME B COOTBETCTBUH JICHCTBYIOIIMM 3aKOHOJATENHCTBOM Poccuiickoit deneparmn.
19.3. HMHcTpykuust mo JAeJIONpOM3BOJCTBY B INIKOJIE NPUHMMAETCS Ha HEONpEIENCHHBIN CpOK.
W3menenus u gononHeHus K MHCTpyKIMU NMPUHUMAIOTCS B MOPANKE, MpeaycMoTpeHHoM 1.19.1.
Hacroswmen Mactpykuuu.

19.4. Tlocne npuHsaTHs WHCTpYKIMH (MM M3MEHEHWH M JIOTIONHEHUH OTAEIBHBIX IMYHKTOB M
pa3lesoB) B HOBOM peakLuy Npeplaylias pelakliis aBTOMaTHUECKH yTPAuNBaET CUILY.

Ilpunoscenue Ne 1

IIpaBuia
oopMJIeHHS PEKBU3UTOB JIOKYMECHTOB



1. Jnsg mNOATOTOBKM JIOKYMEHTOB MPHUMEHSETCS TEKCTOBBIM pemakTop, oOecreunBaromui
TpeOoBaHus rpa)UIecKOro BOCIIPOU3BEICHUS PEKBU3UTOB TOKYMEHTA.

2. Bugsl u pasmepsl ucnonb3yembix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOJINKEHHBIE K HUM.

3. Ilpu moAaroTroBke TEKCTOB B TabnMIax, A oOecCledYeHMs Jydlled YUTaeMOCTH JaHHBIX,
JoITycKaeTcsl mpuMeHeHue mpudTos Buaa Arial, pazmepos 12,13.

4. Jlnana3zoH UCHOJIb3YEMbIX MEXITYCTPOUHBIX HHTEPBAJIOB: OT OJAMHAPHOTO JI0 MTOJYyTOPHOTO.

5. AO3anHbIi OTCTYT TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroo0BKH pa3/IeNIoB U MOPA3/IENIOB NIeUaTaroTCs ¢ a03aI[HBIM OTCTYIIOM WJIHM IIEHTPUPYIOTCS 110
HIMPHHE TEKCTA.

7. MHOrOCTpOUHBIE PEKBHU3UTHI IEYATAIOTCS YEPE3 OJUH MEXKCTPOUHBIM WHTEPBAJ, COCTABHBIE
YaCTU PEKBU3UTOB OTENSIOTCSA JONOIHUTEIBHBIM HHTEPBAJIOM.

8. Ecnu JOKyMEHT TOTOBUTCS Ul M3JaHUS C YMEHBIIEHHEM MaciuTada, TeKCT MedaTaeTcs yepes
7IBa MUHTEpBaJa.

9. MnTepBan Mexay OykBaMH B CJIOBaX - OOBIYHBIA. MIHTEpBan My CIOBaMH - OAMH poOe.

10. TekcT moKyMeHTa BBIPaBHHUBAETCS IO IMHUPUHE JUCTA (MO TpaHHUIAM JIEBOTO W IIPABOTO TOJICH
JIOKYMEHTA).

11. JInuHa caMoii YITMHHOM CTPOKM PEKBU3MTA IIPU YIJIOBOM PACIIOJIOKEHUH PEKBU3UTOB He Ooee
7,5 cMm.

12. InuHa camMoOi JUIMHHOW CTPOKM PEKBHU3MTA INPH MPOAOJIBHOM PACHOJOXKEHUU PEKBU3UTOB HE
6osee 12 cm.

13. Kon dhopMbl 10KyMeHTa

Kox dbopmbl ToKyMeHTa POCTaBISIETCS Ha YHHUPHIMPOBAHHBIX (hOpMaxX JOKYMEHTOB, B OCHOBHOM
UCIOJIB3yEMBIX B KaIpOBOM TOKYMEHTOOOOpOTE MIKOJBL Pacmosaraetcs koj (OpMBI B MPaBOM
BEPXHEM yIJIy pabodyero mojisi JTOKYMEHTa, COCTOMT u3 cioB "dopma mo" (HamMeHOBaHHWE
Kkiaccuukaropa) u mudpoBoro Koja.

Ipumep - @opma no OKY/] 0301001.

14. HaumeHOBaHUE IITKOJIBI

HaumeHoBanue 1IKONBI JOMKHO COOTBETCTBOBATH HAWMEHOBAHHIO IOPUAMYECKOTrO JIHIIA,
3aKpEIUICHHOMY B  €ro  Y4YpeIWTENbHBIX JOKyMeHTax (YcraBe 001meo0pa3oBaTeabHOM
opranm3aiun). [lon HanMeHOBaHHEM IITKOJIBI B CKOOKaX yKa3bIBA€TCS COKPAIICHHOE HAMMEHOBAaHUE
o0uieo0pa3oBaTeabHON OpraHu3aluy.

Han HanMeHOBaHMEM IIKOJIBI - YKA3bIBAETCS TMOJHOE HAMMEHOBAHHE BBHIIIECTOSIIICH OpraHU3aIiH.

15. CopaBouHbBIE JaHHBIE O IIKOJIE

CrpaBoyHBI€ JTaHHBIE O IIKOJIE BKJIFOYAIOT B ceOs: MOYTOBBIA ajpec, HoMepa TenedoHa, dakca,
ajzpec 3JEeKTpOHHOM mouThl, koj Imkoasl no OKIIO (mpocraBisercs mo OOuepoccuiickomy
KJ1accu(uKaTopy NpeanpUsaTuil U OpraHu3aluii), OCHOBHOW IOCYy/apCTBEHHBIH PErUCTPAllMOHHBIN
Homep (OI'PH), naentndukamoHHbI HOMEP HAIOTOIUIATEINBIINKA/KO IPUYUHBI TOCTAHOBKU Ha
HajoroBbiit yuet (MHH/KIIIT).

16. HauMeHoBaHue BHAIa JOKYMEHTA

PexkBusuT ucnosb3yercs UId yKasaHMs BUJA JOKYMEHTa M PACIONAraercs IOJ PEKBU3UTOM
«HaUMEHOBaHHE 00Ie00pa3oBaTeIbHON OpraHuzanun». HaumeHoBaHHWe BHIa JOKYMEHTa HE
YKa3bIBAa€TCs B IIMCbMAX.

17. Jara joxkyMeHTa

JlaToil nOKyMeHTa sBIs€TCs [aTa €ro MHoAmnucaHus (NpHKa3, MHCbMO, 3allUCKa, akT W Ap.),
YTBEPXKACHUS (MHCTPYKLHUS, IOJIOKEHHE, IMpaBWiIa, PErJIAMEHT, IUIaH, OTYET U Ap.), COOBITHS,
3a)MKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOJI).




Jlata JOKyMEHTa MPOCTABISAETCS JODKHOCTHBIM JIMIIOM, MOANUCHIBAIONINM WM YTBEPKIAIOMIUM
JTOKYMEHT, WM TIPH PETUCTPAIlMH JIOKYMEHTa, WIM HETOCPEICTBEHHO COCTAaBUTEIIEM TIpU
MOATOTOBKE TOKYMEHTA (CIy>KeOHasl 3aIUCKa, 3asBICHHUE U Jp.).

JIOKyMEHTBI, U3/JaBa€Mbl€ COBMECTHO C JAPYTUMHU OPTraHU3ALMSIMH JOJKHBI UMETh OJHY (€AUHYIO)
JaTy.

Jaty nokymeHTa ohopMISIOT apaOckuMu M pamMu B MOCIEI0BATEIbHOCTH:

e JIeHb Mecdla, Mmecdl, roa. JleHp mMecsna U mecan oQOPMISIOT JBYMs MapaMu apaOCKuX
uudp, paszeNeHHbBIMU TOYKOW; TOJ - 4YeThIpbMS apadCckuMu IudpaMu, HampuMep:
01.12.2017. Byksa "r" mocie uudp He CTaBUTCH.

e TMIpPU CIOBECHO-IM(PPOBOM criocodOe ohopmiIeHHs JaThl JCHb MECAIa yKa3bIBAeTCsS Mapoun
apabckux 1udp, roa 4eTeIpbMs apadcKkumu udpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrtpaiinoHHbIi HOMED JOKYMEHTA

PeructpanmonHeiii HoMEp TOKYMEHTa MPOCTABISETCS B COOTBETCTBUU C CUCTEMOM pPETHUCTpaIlNH,
MIPUHATOM B ILLKOJIE.

PerucrpanmonHsiii HOMEp MPUCBAaUBACTCS TOKYMEHTY IOCJIE €T0 MOAMUCAHUS (YTBEPKIACHUS).
CcbUiKa Ha perucTpaliOHHBIN HOMEp U 1aTy IOKYMEHTa

CchUka Ha UCXOAAIIMI HOMEp U JaTy JOKYMEHTa ajpecaHTa BKIIOYAET B ce0s perucTpariiOHHBIN
HOMED U JIaTy IOKYMEHTa, Ha KOTOPBIN JOJIKEH OBITh JaH OTBET.

19. Mecrto cocTaBieHus (M3gaHMs) JOKYMEHTA
MecTo cocTaBieHHs WU U3/1aHUs TIOKyMEHTa - "TopoJ ..." - yKa3bIBaeTCsl Ha OJIaHKaX MPOTOKOJIOB
1 aKTOB, COCTABJISIEMBIX B 00111€00pa30BaTEIbHON OpraHu3alty.

20. Anpecar

B pexBuzute "Anpecar" ucmonp3yroTcsi opUIHANIEHBIE HAMMEHOBAaHUSI OPraHOB TOCYIApCTBEHHON
Y WCTIOJHUTEILHOW BIIACTH, OPraHOB MECTHOTO CaMOYIpaBIICHUs, opraHu3anmid. Jlomyckaercs
UCTIONIF30BaTh O(UIIMATIBHO PHUHATHIC COKpAILICHHbIE HANMEHOBAHHS OPTraHOB TOCY/IapCTBEHHOW U
WCTIOJTHUTENIBHOW BIACTH, OPTaHOB MECTHOTO CaMOYIIPABIICHUS, OpTaHU3aIINH.

[lpn axpecoBaHMM JOKYMEHTa MOJDKHOCTHOMY M YacTHOMY JIMIy WHHIMAJIBI CTaBSTCS MOCIE
bamuum.

Ilpumep - Pyxosooumenio OO0 «Cmpoumenwvy
Damunus U.0O.

PexBusut "agpecat" mpocTaBisieTcs B BepXHEH MpaBOi yacTH JOKyMEHTa (Ha OJIaHKe C yrJIOBBIM
pacmojio’)KeHUEM PpEKBH3UTOB) WJIM CIpaBa IOJ peKBU3UTaMH OnaHka (IpU MPOAOIHHOM
pacroyioKeHUN peKBU3UTOB OnaHka). CTpOKM pekBH3HMTa "ajpecaT" BBIPABHHUBAIOTCS IO JIEBOMY
Kpar WIHA LHEHTPYIOTCS OTHOCUTEIIBHO CaMOM JNIMHHOM CTPOKH.

Ilpu anpecoBaHuM JOKyMEHTa 0O€3 YKa3aHUS JOJDKHOCTHOTO JIMI[a HAaUMEHOBAHMS aJpecaToB
MUIIYTCS B UMEHUTEILHOM MaJeXe, HalpuMep:

Opeanvl cmamucmuku 2opoda Mockewi

[Ipu agpecoBaHuM [IOKyMEHTa PYKOBOJIWTEIIO OpraHuU3allid HAaMMEHOBAaHUE JIOJDKHOCTHU
YKa3bIBa€TCs B AATEIbHOM MaJIekKeE, HAIIPUMED:

I'enepanvromy oupexmopy OO0 «H30anue»

Damunus U.0.

[louroBBIit anpec He YyKa3blBaeTCd B JIOKYMEHTax, HANpPAaBIIEMbIX B BbBICHIME OpraHbl
rOCy/IapCTBEHHON BIIACTH, )eiepaibHbIEe OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIC
Oprasbl, OpraHbl rOCy/1IapCTBEHHOW U UCTIOJIHUTEILHON BIACTH, TOCTOSI MHBIM KOPPECTIOHICHTAM.



[Tpu anpecoBaHny MHChMa B OPTaHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHHUE, 3aTE€M TIOUTOBBIN ajpec,
HarpuMep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccuiickuti  HayuyHO-uccie008amenbCKutl.  UHCMUMYm
OOKYMeHmMOo8eOeHUs U ApXUBHO20 deld
Ilpoghcorsnas yn., 0.82, Mockea, 117393

[Ipu anpecoBanuM [OKyMEHTa (PU3UUECKOMY JIMIY VYKa3bIBAlOT (aMUIMI0O U HMHULIKAJIBI
[IOJIy4aTelis, 3aTEM IIOYTOBBIN aJpec, HalpUMep:

Ilemposy H.11.
Ilpoussoocmeennas yu., 0.5, k6.12,
2. Mockea, 119633

PexBusut "Anpecar" He JOMKEH cojaepxkarh Oonee deThipex anpecatoB. Crmoo "Komms" mepen
BTOpPBIM, TPETHUM, YETBEPTHIM ajpecaTaMu He YyKasbiBaercs. [Ipm umcie aapecatoB Goiee 4-x
COCTABJIICTCS CIIMCOK PACCHUTKU JTOKYMEHTA.

Ecnu 1oxkyMeHT oTmpaBisieTcsi B HECKOJIBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOJBKO
CTPYKTYPHBIX TIOJIpa3eIICHUI OpraHa UCTIOJHUTEIILHOM BIIACTH, TO OHU YKAa3bIBAIOTCS 0000IIEHHO.
[Tpumep:

Pyxosooumensim yupeorcoenuii CII0

20. I'pud yTBEPKACHHS JOKYMEHTA

I'pud yTBEepKICHHUS MPOCTABISETCS B MPABOM BEpPXHEM YIiy JokyMeHTa. CTpPOKH pPEKBU3WTA
BBIPABHUBAIOTCS MO JIEBOMY Kpar0 WJIM LEHTPUPYIOTCS OTHOCUTENBHO CaMOMl JIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KHAeTCs  JOJDKHOCTHBIM  JIUIIOM  (JOJDKHOCTHBIMH — JIMIIAMHU) WM
pacnopsAUTENbHBIM JOKYMEHTOM (IIOCTAHOBJICHUEM, PEIICHUEM, IPUKA30M, PACTIOPSKEHHEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOJKHOCTHBIM JIUIIOM TpHU( YTBEPXKICHUS HOJIKEH COCTOSITH W3
cnoBa YTBEPXJIAIO (06e3 kaBbluek), HAaMMEHOBaHUS JOJKHOCTH IIMIA, YTBEPKIAIOLIETO
JIOKYMEHT, €T0 MOJIMUCH, MHULIUATIOB, ()aMUJIMH U 1aThl YTBEPKICHUSI.

[Ipumep:

VTBEPX/IAIO
Jupexmop MBOY [llxkona Ne 1238
U.0. ©amunus

21. lata

[Ipu yTBEp)KAeHNN JOKYMEHTA HECKOJIBKUMHU JIOJDKHOCTHBIMU JIMI[AMU X MOJIACH PACIIONararoTCst
Ha OJIHOM YpPOBHE.

[Ipu yTBepKI€HUU TOKYMEHTa PacHOPSIUTENbHBIM JOKYMEHTOM TpU( YTBEPHKIAECHUS COCTOUT M3
cio YTBEPXJEH (YTBEPX/IEHO, YTBEPXJIEHbBI, YTBEPXXJIEHA), cornacoBaHHOro c
HAaVMEHOBAHMEM BHUJA YTBEP)KIAEMOIo [JOKyMEHTa, HAaMMEHOBaHUA BHJIAa JOKYMEHTa B
TBOPUTEJILHOM IaJI€KeE, €r0 JaThbl, HOMEPA.

IIpumep:

VYTBEPX/IEHO

npuxaszom MBOY lxona Ne 1238
om 01.03.2020 Ne 57

22. 3aroJIOBOK K TEKCTY




3aroloBOK K TEKCTYy - KpaTKoe COAEp)KaHUE JOKyMEHTa. 3arojloBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npeiorom "O" ("O6") u oTBevaer Ha Borpoc "o uem?"):

e mpuka3 (0 4em?) 0 CO3JaHUN KOMHUCCHUU;

e mpuka3 (0 ueM?) 00 yTBEP>KJIECHUHU ITATHOTO PACTIMCAHUS;

e TUCHMO (0 yeM?) 0 mpeAoCTaBICHUN HH(POPMATIHH.
3aroy0BOK K TEKCTY 0(OPMIISIETCS TTO/] PEKBH3UTaMH OJIaHKa CJIeBa, OT TPAHMIIBI JIEBOTO TIOJIS.
HaumenoBanue (3arosioBok) au0OO aHHOTAalMs JOKYMEHTAa COCTAaBJIIETCS aBTOPOM IPOEKTa
JIOKYMEHTA.
3aro0BOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00BEM JIOKyMEHTa HE MPEBBIIAET 4-5 CTPOK.

23. TekcT 1oKyMeHTa
JlokyMeHTBl 00111€00pa30BaTEIbHON OpraHU3allui COCTaBISIOTCS HAa TOCYAApCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycCKOM.
TexcT MOKyMEHTa MOKET COAEpKaTh pasieibl, MOAPa3/Iesbl, MyHKThI, MOAMYHKThI, HyMepyeMble
apaObcKkuMH g pamu.
B mpukazax TeKCT TOKyMEHTa U3JaraioT OT MEePBOro JUIA €IMHCTBEHHOTO YUCIIa («IIPUKA3bIBAIO»)
B nokyMeHTax KOJUIETHAbHBIX M COBEIIATEIBHBIX OpraHaX OT TPEThEro JIUIA EIMHCTBEHHOTO
yucna: («coOpaHue... peumso)
TexcT mpOTOKONIA W3JAraeTcs OT TPEThEero JIMIA MHOXXECTBEHHOTO 4YHCNa («CITyIaimy,
«BBICTYTIUJINY, «ITIOCTAHOBUIINY, «PEIIUIINY),
B COBMECTHBIX JOKYMEHTaX TEKCT U3JaraloT OT TEpPBOTO JIMIa MHOXXECTBEHHOTO YHCIA!
(«TIpUKa3bIBaEMY, «PEIIHITN).
B nenoBbIxX (cirykeOHBIX) MMCbMaX UCIIOJIB3VIOTCS (DOPMBL H3JIOKEHUS :

e OT MEPBOrO JIHMIIA MHOXXECTBEHHOTO 4YHCIa (WIPOCHM HANpPaBUTH», MpPEICTaBIseM Ha

paccMOTpEHUEY);

e OT TpeThero Jmua eauHcTBeHHOro uucna («Aamunuctpanus OV Illkoma Ne 1238 nHe
BO3paXKaeT»);

e OT TMEpBOTO JHIA EIWHCTBEHHOTO 4YHCIa («CUUTAI0 HEOOXOAMMBIMY, «IIpeJararo
PacCMOTPETHY).

[Tpu ynotpebneHuu B TeKcTe (paMUIUi IUI] MHUIIUATIBI YKA3BIBAIOTCS MOcIe (haMUIIHH.
B nenoBbIX (CayKeOHBIX) NUCbMaX MOT'YT MCIOJIb30BATHCS:
e BCTYyNUTEIbHOE OOpallieHue:
Yeaoccaemwiii cocnooun Hearnos!
Yeaoicaemas eocnoorca [lemposa!
Yeaowcaemvii Hukonau Ilemposuy!
Veaowcaemas Onvea Huxkonaesna!
Yeaoccaemwvie cocnooa!

B oOpamiernn 10 JTOJDKHOCTH HAWMEHOBAHHME JOJDKHOCTH TIHMIIETCS C TPOMHCHOH OYKBBHI, B
oOpaiteHny 1o (haMUIMM MHULIMAIBI JILA HE YKa3bIBAIOTCS.

e 3aKJIOYMTENIbHAS dTUKETHas (hpasa:
C ysaoicenuenm, ...

CrpaHuipl TOKyMEHTa HyMEPYIOTCSI, HAUMHAsi CO BTOPOT'O JIUCTA JIOKyMEHTa apaOCKUMHU Hudpamu
[IOCEPEANHE BEPXHETO IOJIA.

Tekcr MOKyMeHTa OTHENSAETCSA OT 3arojOBKa ABYMs WIH TPEMsS MEXKIYCTPOYHBIMU MHTEPBAIAMU
HCIIO/b3YEMBIMH B TEKCTE.

24, OTMETKA 0 IPUJI0KEHUHU

OTMeTKa O MPUJIOKEHUH MCIONB3YeTCs NpU O(POPMIICHMM MHUCEM W TPHIOKEHHHA K IUIaHaM,
MporpaMMam, OTYeTaM, IMOJIOKCHHSIM, ITPaBHJIaM, HHCTPYKIIUSM U JAPYTUM

JIOKyMEHTaM.




B nuceMax ormeTka o IMPUIIOKCHUN O(I)OpMJ'I}ICTCSI nmoxa TCKCTOM IMHMCbMa Ha PaCCTOSIHHUN 1,25 CM OT
I'paHUILbI JIEBOI'O IIOJIA. Ecmm MIPHUITIOKECHUEC HA3BAHO B TCKCTC IMHMCbMa, B OTMCTKE O IMPUIOXKCHUHA
YKa3bIBaCTCA KOJIUYCCTBO JIMCTOB U KOJIMYCCTBO SK3CMILIAAPOB IMPUITIOKCHUA, HAITPUMCD!

Ipunoowcenue: na 3 1. 6 1 7x3.
[Ipy HAIMYUM HECKONBKUX TPUIIOKEHUH, B OTMETKE O TMPUIOKCHHH OHHU HYMEpPYIOTCSH,

YKa3bIBaIOTCS HAWMEHOBAHMS KaXXJIOTO TPUIOKEHHS, KOJUYECTBO JIUCTOB U KOJHUYECTBO
AK3EMILISIPOB, HAIPUMED:

Ipunoxcenue:
1. Inan-epaghux ... na 3 1. 6 2 7x3.
2. Cnpasra o noomeepacoenuu pakma ooyyenus... va 1 1. 6 1 k3.

Eciu nmpumnoxenus: cOpoIIOpOBaHbl, TO KOJUYECTBO JIUCTOB HE yKasbiBaeTcs. Ecnmu mpuinoxenue
HAMpaBIIAIOT HE BO BCE YKa3aHHbBIE B JOKYMEHTE aJipeca, TO OTMETKY O €r0 Halu4uu OGOPMIISIOT
CJICYIOIIMM 00pa3oM, HallpuMep:

Ipunoocenue: na 3 1. 6 1 3x3. monvKo 6 nepawiii aopec.

Ha npunoxeHusx K npaBuiaam, HHCTPYKLMSIM, MOJIOKEHUSM, IIJIaHaM, IIporpaMMam, J10roBopaM U
APYTUM JIOKyMEHTaM OTMETKa O MPHJIOKEHUM MPOCTABISETCS HA IEPBOM JIMCTE MPUIIOKEHUS B
IIpaBOM BEPXHEM YTIIy.

Eciu nmpunoxxenne ogHO, OHO HE HyMepyeTcs. Eciu npuiiokeHui HEeCKOJIbKO, OHH HYMEpYIOTCS
(mpunoxenue 1, mpunoxeHue 2).

B Tekcre moxyMeHTa mpu MEpBOM YIIOMHHAHUH JOKYMEHTA-TIPHUIIOKEHHUS! B CKOOKAaX YKa3bIBaeTCS:
... (mpunoxenue) win ... (MpuiIoxkeHue 1); mepes HOMEPOM INPHIIOKEHUS TOMYCKACTCsS CTaBUTh
3HaK HOMepa: ... (mpusoxenue N 2);

B oTmeTke 0 HpUIIOKEHNHU yKa3bIBaeTCs HAaMMEHOBAaHHME BHIAa OCHOBHOTO JIOKYMEHTa, €ro JaTa W
HOMEp, HaTIpuMep:

Ipunoocenue N° 2 k npuxasy MBOY Ilxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunokeHneM K JOKYMEHTY (HampuMmep, K IpUKa3y) SBISETCS YTBEP)KIAeMblid JOKYMEHT,
(monoxeHue, MpaBWila, UHCTPYKLMS, PErJIAMEHT U JIp.) B BEPXHEM IIPABOM YINIy IPOCTaBISAETCS
OTMETKA O MPUIOKEHUH, HUXKE — IPUP YTBEPKICHUS, HAIPUMED:

Ipunosxcenue
YTBEPK/I[EHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pekBuszura "OTMETKa O MPUIOKEHUH" JTOKEH COOTBETCTBOBATH BHUIY H
pasMepy mpudTa TeKCTa TOKYMEHTA.

25. I'pud coryracoBaHus JOKYMEHTA

I'pud cormacoBanusi JOKYMEHTA UCIIOIB3YETCS IIPH COTIACOBAHUM JOKYMEHTA C OpraHaMH BJIacTH,
OpraHu3alUsIMU WM JOKHOCTHhIMU JsnniamMu. OH coctout u3 cinoBa “COI'JIACOBAHO”,
JOJDKHOCTH JIUIIAa, KOTOPBIM COIJIACOBAaH JIOKYMEHT (BKJIOYAas HAaWMEHOBAHHE OpTaHH3AI[UH),
JTUYHON MOIMUCH, paciii(POBKYU MOAMUCH (MHUIIUAIOB, (aMIINN) B JAThl COTJIACOBAHUS.

ITpumep:



COI'JIACOBAHO

Lupexmop MBOY [llkona Ne 1238
U H. Heanos

01.12.2017

I'pud corstacoBaHusl B 3aBUCHUMOCTH OT BHJIA JIOKYMEHTA U OCOOEHHOCTEN ero 0(hOpMIEHUS MOXKET
IIPOCTABIISITLCS:

e HA TEPBOM JIUCTE JOKYMEHTA (€CIH JOKYMEHT UMEET TUTYJBHBIA JUCT, - Ha TUTYJIHLHOM
JIUCTE) B JICBOM BEPXHEM YIJIy Ha YPOBHE Tpuda YTBEPKICHUS WU 0] HAUMEHOBAaHUEM
JIOKyMEHTA OJIMKE K HIDKHEMY TIOJTIO);

e Ha IOCJICJHEM JINCTE JOKYMEHTA IO TEKCTOM;

e HA JIUCTE COTJIACOBAHUS, SBJISIOIIEMCS HEOTHEMIIEMOMN YaCThIO TOKYMEHTA.

BHemHee coriacoBaHHE TaK)ke MOXKET OBITh OCYIIECTBICHO JPYTUM JIOKYMEHTOM - ITHCHBMOM,
MIPOTOKOJIOM, TIPHKA30M.
[Tpumep:

COI''TACOBAHO npuxazom J{O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MpoeKTa JOKyMEeHTa 0(hOpMIISIeTCS BU3OIA.

Buza mpoctaBnsieTcst cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIUM TOKYMEHT, W BKJIOYaeT B ceOs
HAUMEHOBAHHME JOJKHOCTH BH3UPYIOIIETO, €ro JHYHYI IOANKHCH, PACIU(POBKY TOIIUCU
(vHUIMANBI, (aMUITHIO) U JATYy.

[Ipumep:

3amecmumens oupekmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcsi NOJIMCTHOE BU3MPOBAHUE JOKYMEHTA U €r0 MPUIIOKEHUH.

[lpy Hamuuuu 3aMeyaHuil, JONOJHEHHWH K TPOEKTy JOKyMEHTa BHU3a JIOMOJHSAETCS
COOTBETCTBYIOILIUM yKa3aHUEM.

JUid [OKyMEHTa, MOJJIMHHUK KOTOpPOrO OTHPABJISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
9K3EeMILIApaxX JOKYMEHTOB, IOMEIAEMBbIX B JEJIO.

JU1d 1OKyMeHTa, MOJIMHHUK KOTOPOT'O OCTAETCs B IIKOJIE, BU3bl COINIACOBAHUS IIPOCTABIISAIOTCS Ha
000poTe MOCJIEIHEr0 JHUCTa MOAJUHHUKA JOKYMEHTa WM Ha IOCJIEIHEM JIUCTE JOKYMEHTa IOJ
MIOJIUCHIO.

27. ognuch
[Mommuce BKITIOYACT: HAWUMEHOBAaHHWE JOJDKHOCTH JIMIA, IIOATMCABINETO JIOKYMEHT, €ro

COOCTBEHHOPYYHYIO MOAMKCH; pacIIM(PPOBKY NOANUCH (MHULUAIIBI, (aMHIIIU):
[Tpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecmu  nmoxkyment odopmieH He Ha ONaHke, B HAaWMEHOBAaHUE JIOJDKHOCTH BKIIIOYACTCS
HaMMEHOBaHME 001e00pa3oBaTeIbHON OpraHu3anuu (MOJIHOEe Ha3BaHHE IIKOJbI). JlomyckaeTcst B
pekBuzute "lloamuce MOMHKHOCTHOTO Jinia" UEHTPUPOBATh HAMMEHOBAHHWE JIOJDKHOCTH JIUILA,
MOAMMUCABIIETO JOKYMEHT, OTHOCUTEJIBHO CaMOW JITTMHHOM CTPOKHU.



[Ipy nmoamucaHuu NOKYMEHTAa HECKOJBKMMH JOJDKHOCTHBIMH JIMIIAMU PAa3HBIX JTOJDKHOCTEM HX
MOJIUCH PACIONaratoT OJHY MO APYrod B MOCJIEAOBATEIbHOCTH, COOTBETCTBYIOIIEH HEpapXuu
3aHMMaeMOM JOJDKHOCTH.

[Tpumep:

Jlupexmop nuunas noonucev 1.0.D.
3amecmumens oupexmopa nuunas noonucs U.0.D.

IIpy noanucaHMyM JOKYMEHTa HECKOJBKMMM JIMIIAMM PABHBIX JOJDKHOCTEM MX IOJIUCHU
pacrnosiaratoT Ha OIHOM YpOBHE.

B nokyMeHTax, COCTaBJIIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATYyC JIHUIA B COCTABE KOMHCCHHU:
IIPOCTABJICHUEM KOCOH 4YepThl Iepe]] HAaUMEHOBAHMEM JIOJDKHOCTH (J100aBIATh Kakue- JIMOO
IIPUCTABKH).

Ecnu nupexkrtop MiauM HHOE YIOJHOMOYEHHOE Ha NOJANMCAaHUE JOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYeT (OTIyCK, O0OJ€3Hb, KOMaHIMPOBKA) MM JOJDKHOCTh BAaKaHTHA, TO JIOKYMEHT
MOJANUCHIBAET  COTPYAHUK,  YIOJIHOMOYEHHBI Ha  MOANMCAHWE B  COOTBETCTBUH C
pacnopsaIUTEIbHbIM JTOKYMEHTOM WM HAJeJICHHBIH MOJTHOMOYHUSIMH, YCTAaHOBJICHHBIMH MPUKA30M
1KoJibl ik yupeautens (J{OrM), ¢ ykazanuem cBoel JOKHOCTH U MTOJIHOMOYHS, HAIIPUMED:

3amecmumens oupekmopa noonuce U.0. ©amunus

WITH:

Ucnonnsarowuii obszannocmu oupekmopa noonucey U.0. Pamunus
17001

u.o. oupexmopa noonucv U.0. @amunus

PexBuzut "llognuch JOKHOCTHOTO JHUIA" MOXET OBITH O(POpPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (HampuMmep, MpU HAMHCAHUM CIYXEOHON 3amucku 0e3 MpUMEHEHUs] TEeXHHUYECKHX
cpeacTB) 1u60 0(hOPMIICH C UCTIOIH30BAHUEM TEXHUUYECKUX CPE/ICTB.

B cayusae odopmnenus pexBuszuta "lloamuch JOMKHOCTHOrO JnuIa" € HUCIOJB30BaHUEM
TEXHUYECKUX CPEACTB BUJ M pa3Mep mpudTa yKazaHHOTO PEKBH3UTA HE MOXKET OTIUYATHCS OT
BUJA ¥ pa3Mepa mpudTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzutr "lloanmuce MOMKHOCTHOTO JHIA" OTHAENISIETCS OT TEKCTa TPEMSA WIH YEThIPbMS
OJIMHAPHBIMU MEXAYCTPOUYHBIMU UHTEPBaIaMHU.

28. Ileuath

[leuaTr sBISIETCS CIMTOCOOOM TOATBEPIKICHHS TOJIMHHOCTH TIOAIHMCH JOJDKHOCTHOTO JIMIA Ha
nokymenre. Ileyatb cTaBUTCA Ha JOKYMEHTaxX B CIyd4asX, IPeAyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIA UTHBIMH HOPMATHBHBIMH MTPABOBBIMU aKTaMH.

[leuaTh cTaBUTCA Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JUYHOW TOJIMUCH TOJDKHOCTHOTO JIMIA TOATMCABIIETO TOKYMEHT, WM B MECTe, 0003HAaYeHHOM
«MII» («Mecto meuatuy).

B nokymeHnTax, moAroTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (POPM, I€UYaTh CTABUTCA B MECTE,
o06o03HaueHHOM oTMeTKO# "MII" unu uHbIM 00pazoM.

29. OTMeTKa 00 MCIOJIHUTEIIE

OrmeTka 00 HCITOJIHHTENE (aBTOpE) JOKYMEHTa IPOCTABISACTCSA HA IMHChMax IINKOJBI B JICBOM
HUKHEM YTITy JIMIIEBOM CTOPOHBI MOCJIEIHEr0 JTUCTA TIOKYMEHTA OT TPAHMIIBI JICBOT'O MTOJISL WITH, TIPH
OTCYTCTBHH MECTa, - Ha 00OPOTHOH CTOPOHE BHHU3Y CJICBA.




OtmeTka BKJIIOYAET (aMUIHIO, UMS, OTUYECTBO HCIIOIHHUTENS U HOMEpP €ro TeiedoHa, a TaKKe
OTMETKa 00 HCIOIHHUTEIIE MOKET JOINOJTHATECA HAMMCHOBAHHUCEM IOOJDKHOCTH H JJICKTPOHHBIM
aaApeCoOM HCIOJIHUTCIIA.

[Tpumep:

Usanoe Uean Heanosuu, cneyuanucm no oxpare mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. OTMeTKa 0 3aBepEHUH KOIHUU

Jljia OATBEPKACHHUSI COOTBETCTBUS KOMUHU (BBIMMCKU M3 JOKYMEHTA) MOUIMHHUKY JOKYMEHTa Ha
MOCTIeIHEM JINCTE KOMUU (BBIMUCKM W3 JOKyMeHTa) moj pekBusutoM "lloamuces" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOTIHH.

OTMeTka O 3aBEpPEHUMH KONHMHM BKIIOYAeT: cloBOo «BepHO», HauMeHOBaHWE IOHKHOCTH JIUIIA,
3aBEPUBIIETO KOMHIO, COOCTBEHHOPYYHYIO TMOAMHUCH, pPACIIM(PPOBKY TMOAMUCH (MHUIIHAIIBI,
(bamMunuio), 1aTy 3aBepeHHst KOMUH JOKYMEHTA.

PexBu3utr «OTMeTKa O 3aBEpPEeHMU KOIMUU» MOXET OBITh OQOpMIIEHa OT pPYKH WIU C
HCII0JIb30BaHNEM HITAMIIA.

JlomyckaeTcst 3aBepsITh KX/l JTUCT MHOTOCTPaHUYHON KOTIMH TOKYMEHTA.

31. OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA

OTMmeTKa O NOCTYIJIEHUM JOKYMEHTa COJEP)KHUT BXOJSIIMN PEruCTpallMOHHBIA HOMEP M JAaTy
IIOCTYIUIEHUsI JOKyMeHTa. JlomyckaeTrcs yka3aHMe 4acOB M MHHYT IOCTYIUIEHUS IOKYMEHTa C
3aBEPEHUEM ITOANMUCIMU 3aMHTEPECOBAHHBIX JIMLI.

OTMmeTKa O NOCTYIUIEHNH TOKYMEHTA MOXKET ITPOCTABIATHCS C UCIIOIB30BAHUEM IITAMIIA.

32. Pe3omntonus
Pe3omtonust conepUT ykazaHue MO MCIOIHEHHI0 JokyMeHTa. OHa odopmisieTcss Ha cBOOOJAHOM

MecTe paboyero mnosis JOKyMEHTa.

Pe3omtonus BritouaeT B ceOs: paMUiINIO, MHUIMANIBI UCTIOTHUTENS (MCIIOIHUTENEH ), OpYyYEHHUE 110
JOKYMEHTY, HOJIMCh aBTOpa PE30JIIOLUH U AaTy 0(POPMIICHUS PE3OIIOLHH.

Pezomronus, M0 YCMOTPEHHUIO JIMIA, AAIOLIETO NMOPYYEHHE, MOKET BKIIOYATh B Ce0s TakkKe CPOK
HCTIOJIHEHUS IOKyMEHTA.
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