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1. Oome moJ10:KeHus

1.1. Hacrosimas MHCTpyKIus mo 1€I0NpOM3BOACTBY B LIKOJIE pa3paboTaHa B COOTBETCTBHM C
®denepanbHbIM 3aK0HOM 0T 29.12.2012 Ne 273-D3 "O6 obpazoBannu B Poccuiickoit deaepanun" ¢
m3meHenussmu ot 2 wronmst 2021 roma, TOCT P 7.0.97-2016 «Cucrema craHgapToB II0
uHpopmanuy, OUOIMOTEUHOMY W U3JATENbCKOMY Jneny, «OpraHu3aluOHHO-PACIOPSIUTENIbHAS
nokymeHrtanus.  TpeboBamus K  OQOPMIICHHIO  JOKYMEHTOB», a  TaKke  YCTaBOM
o011eo0pa3oBaTenbHONM OpraHu3aluy U IPYrUMH HOPMATUBHBIMU MPaBOBBIMU akTamu Poccuiickoit
®depepanun, periiaMeHTUPYIOIIUMHU JAESTEILHOCTH 00IIe00pa30BaTeIbHBIX OPraHU3aIUH.

1.2. Hannas WHCTpyKuMsi 1O JAEJIONPOU3BOJACTBY B miKkosie (manee - MHCTpykiusi) oOo3HauaeT
MpaBWwia TOJITOTOBKA M OQOPMIICHHS JIOKYMEHTOB B OOIICOOpa30BaTeIbHONW OpraHHU3AIlHH,
OTpesieTIsieT CTaHAaAPThl OPOPMIICHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABIICHUSI MPHUKA30B,
MOJIOXKEHUH MHCTPYKIUH, a TaKkkKe perJjaMeHTHpyeT (popMHpoBaHUE JIe1 U UX TEKylllee XpaHeHHE,
MOJIrOTOBKY JIOKYMEHTOB M JieJl K Iepefaye Ha apXMBHOE XpaHEHHE B 00Ieo0pa3oBaTeNbHON
OpraHu3alyHy.

1.3. UncTpykuus no Aenonponu3BOACTBY pa3paboTaHa B IEISX YCTAHOBJIEHUS €AMHBIX TpeOOBaHUMN
K TMOJArOTOBKE, 00pabOTKe, XpAaHEHHI0 M HCIOJb30BAHUIO OOPa3yIOIIUXCS B AESITEIbHOCTU
001eo0pa3oBaTeIbHOM  OpraHM3allid M MOCTYNAIOMIMX B MIKOJAY JOKYMEHTOB, a TakKke
COBEPIIICHCTBOBAaHUSI M TOBBIIEHUS 3(PPEKTUBHOCTH JIEJIOMPOU3BOICTBA 00IIE00pa30BaATEIHHOM
OpraHH3aIliH.

1.4. Tlonoxenus WHCTpyKIMM paclpOCTpPaHSIOTCS Ha OpraHu3aluio padboThl € JOKYMEHTaMu
HE3aBUCHUMO OT BHJA HOCUTENs, B TOM YHUCIE C JJIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCMHOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISEMBIMU C
MOMOIIbI0 HH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. OpraHuzanuio, METOJUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEJIIONPOU3BOJCTBA U
KOHTPOJIb 32 coOMtofeHueM Hacrtosimeil MHCTpyKIMy B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIeTI0NPOU3BO/ICTRA.

1.6. IlpaBa u o00s3aHHOCTH paOOTHHUKOB, OCYLIECTBISIOMMUX paboTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  MOJpa3JelieHusx  oOmeo0pa3oBaTeIbHOM  OpraHu3allid,  yCTaHABIMBAIOTCS
JOJPKHOCTHBIMU MHCTPYKIUSIMH WM TPUKA30M JUPEKTOPA.

1.7. Cenenusi, coaepxaiiuecss B JOKYMEHTaX, MOTYT OBITh MCIIOJNb30BaHbl TOJBKO B pabodmx
LEJIAX B COOTBETCTBUM C MOJHOMOYMSIMHU COTPYIHHUKA, pabOTAIONIEro ¢ JOKyMeHTamMHu. Pabota ¢
JIOKYMEHTaMHU BHE IMOMEIIEHUH IIKOJbl He Jomyckaercs. [Ipu yTpaTe HOKYMEHTOB MpPOBOJIUTCS
ciry>keOHasi IpoOBEpKa.

1.8. Tlpu yxome B OTIyCK, IepeBojie (NepeMEelmeHrur) 0 padoTe WM B Ciaydae yBOJbHEHHS
COTPYIHUK o00s3aH TIepeaaTb BCE HAXOIIMECS y HEro JIOKYMEHTHI HWHOMY COTPYIHHKY,



OTpesIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJAUTEISL YBOJIBHSAEMOTO,
YXOJISIIETO B OTIYCK WJIM TIEPEBOIAIIETOCs (TIepeMeIiaeMoro) mo padbore CoTpyaHUKaA.

1.9. Unctpykuus obs3aTenbHa sl COOMI0ACHUS BCeMH paOOTHUKAMHU MIKOJIBl. BHOBB pUHSATHIE HA
paboTy COTPYAHUKH, B JIOJDKHOCTHBIE OOSI3aHHOCTH KOTOPBIX BXOJHUT BEACHHE JOKYMEHTAIUH, B
TeueHue TpEX pabouux HEH co AHA U3aHUs MPUKa3a 0 Ha3HAUYCHUH HA JJOJDKHOCTD JOJDKHBI OBITH
O3HaKOMJICHBI ¢ HacTosme MHcTpykuueit mo moamuce.

2. [IpaBus1a MOATOTOBKU M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [JedATenpbHOCTH IIKOJBI CO3MA€TCS KOMIUICKC OPTaHHW3AI[MOHHO PAaCIOPSIUTEIBHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJIOKEHUSI, IPaBUIIa, HHCTPYKIUHU, PErJIaMEHThl; MPOTOKOJbI 3aCeAaHUun
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OJKCIICPTHBIX W APp. OpI‘aHOB), aKTbhl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIy>KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AEI0Bas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISIOTCS W O(GOPMIIIOTCS CHEIHATIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  O00pa30BaTENbHOW  JESATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIIICTBEHHBIX ~MEpONPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKoro y4yera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aiuu, 00ecredeHueM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaTbCcs Ha OyMaKHOM HOCHTEJIC W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKYMEHTOB. [Ipu cozmaHumM JOKyMEHTa Ha
IBYX U O0Jiee CTpaHHIIaX BTOPYIO U MOCIEIYIONINE CTPAHUIBI HYMEPYIOT.

2.3. Homepa cTpaHHI] MPOCTABISAIOTCSA MOCEPEAHE BEPXHETo MOJisi JOKYMEHTA Ha PAacCTOSIHUM HE
meHee 10 MM OT BepxHero kpas jucra. [lomyckaercsi co3laHHe JOKYMEHTOB Ha JIMIICBOH U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIUPUHA JICBOTO IOJISI HA JIMIIEBOM CTOPOHE JIUCTA
Y TIPAaBOTO MOJIsi HA 0OOPOTHOM CTOPOHE JINCTA TOJKHBI OBITH PaBHBI.

3. PeKBU3HUTHI JOKYMEHTOB
3.1. Jlns pexkBH3WTOB JOKYMEHTOB, CO3[aBaeéMbIX B 0O0IIe00pa30BaTENbHON OpTraHU3aINH,
yCTaHaBJIMBAIOTCS MpaBuiia u TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACISETCS €r0 BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke M OQGOPMICHMM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIEAyIOIIne
PEKBU3UTHI:

e KOJ (GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIIPpaBOYHBIC JJAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA TIOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPAIlMOHHBIA HOMEp JOKYMEHTA;

e CCBUIKA Ha PETUCTPAIIMOHHBIN HOMEp U ATy TOKYMEHTa;

e MECTO COCTaBJICHHS (M3JaHUs1) TOKYMEHTA;

e ajpecar;

e Tpu] YTBEpKICHHS TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e rpu coriacoBaHus JOKYMEHTA;

e BH3a;

e TIOAINCE;

e OTMeTKa 00 AJIEKTPOHHOHN MOIUCH;

e TICUATDH;

e OTMEeTKa 00 UCIIOIHUTEIIE;

e OTMETKa O 3aBEpEHHH KOIIHH;

e OTMETKa O MOCTYIUICHUH JOKYMEHTA;



e PE30JIIOLHS.

4. B1aHKH 1OKYMEHTOB
4.1. JlokyMeHTBI, co3/1aBaeMbIe B 00111e00pa30BaTeILHON OpraHu3amnuu, oQopMISIIOTCS Ha OJIaHKaXx,
M3TOTOBJICHHBIX HA CTAaHAAPTHHIX JHcTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIyCKaeTcsi OQopMISITh C
ucnonbp3oBanueM ¢Gopmata A3 (420x297mm). JIOKyMEHTBI, COCTaBISIOIIME BHYTPEHHIOIO
nepenucky, oGopMISIIOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢dopmara A4 (210x297 mm) 6e3
MCTIOJIb30BaHUs OJIAHKOB.
4.2. Kaxaplii TUCT TOKyMEHTa, oOpMIICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKEH MMETh IO He
MeHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl AnuTeNnbHbIX (cBbIime 10 J1eT) CpOKOB XpaHEHUs NOJKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHIEMBIX B IIKOJIE:

e 00Ut OJIaHK;

e 0JaHK MMHCHMA;

e OJaHK KOHKPETHOTO BHAAa JOKyMeHTa (OJlaHK TMpHKa3a, OJaHK pacHopsDKeHUs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX M TPUMEHSEMBIX B IIKOJEC OJIAHKOB TIOJUICKAT BKJIFOUYCHUIO B
MHCTPYKIHIO 10 JIEJIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHU3alK B KA4eCTBE MPHUIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Ipuka3spl

5.1. IlpukazamMu OQOPMISIOTCS pELIEHHUsS 10 ONEepaTUBHBIM, OPraHU3alMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TIpUiIOkKeHHE 2 Ha 9 TMCTax) U IPYruM BOIIpocaM pabOThl MIKOJIBI.

5.2. TIpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTEIN HAa OCHOBAHUU MOPYYECHUH
JTUPEKTOpa, ero 3aMmectutenei. [IpoekTel MpUKa30B MO JIMYHOMY COCTaBY T'OTOBHUT CIELHHUAIUCT IO
KaJlpam.

5.3. B mpukasax TeKCT u3naraeTcs ot rnepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOY).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JBYX 4acTeil: KOHCTaTtupyromen (mpeamOynbl) U
pacrnopsIUuTEIbHOM.

5.5. B KoHCTarupyromei dYacTH KpaTKO H3JIaraloTcs ILend M 3ajJadd, (GakThl M COOBITHS,
MOCITYKUBIIINE OCHOBAaHUEM I M3JaHus mpuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnomnenue", u T.n. Eciu mpukaz u3gaeTcs Ha OCHOBAHHUMU JIPYTrOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTA, €ro Aara,
HOMeEp U 3aroyioBok. [IpeamOysa B mpoektax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHas 4acTh JOJDKHA COJAEPIKATh MEPEYUCICHHE MPEINHChIBAEMbIX JEHCTBHM C
YKa3aHUEM UCIOJHUTENS KaXIOro AeHCTBHS W, NMPU HEOOXOAMMOCTH, CPOKOB HCIOJHEHUS.
PacniopsinuTensHas yacTh JAEIMTCA HA MYHKTHI M MOAMYHKTHI, KOTOpPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT OBITh IEPEYUCIIEHBI B OJHOM ITyHKTE.

5.7. B KadecTBE WCIOJHHUTENEH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpeJcefaTeNd HIu
PYKOBOIUTENN paboUuuX rpynn (KOMUCCHUIR).

5.8. Ecniu mpukas nu3MeHsieT paHee U3JaHHbIM TOKYMEHT (IIyHKTHI JOKYMEHTA), TO OJMH U3 MyHKTOB
pacnopsAMTEILHON YaCTH TEKCTa JIOJKEH COJIEPKAaTh CChUIKY Ha M3MEHSIEMbIN TOKYMEHT (ITYHKTHI
JIOKYMEHTA) C yKa3aHUEM €ro JaThl, HOMEpa U 3arojoBKa.

5.9. Ecmu mpuka3 OTMEHSET JCHCTBHE paHee HW3JIaHHOTO JOKYMEeHTa (IIyHKTOB JIOKYMEHTA) C
OIIpEAEIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTENIBHON YacTU TEKCTa JOJKEH HAaYMHAThCS



cinoamu "l[Ipu3HaTh yTpaTUBIIMM cHiy...", lajee yKa3blBaThCs /aTa, HOMEP U 3aroJIOBOK paHee
W3JJaHHOTO JIOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKKe Jara, ¢ KOTOPOM OTMEHSeTCs ero JAEHCTBHE.
Ecim nata He yka3aHa, TO JA€WCTBHE paHee H3AAHHOTO JOKyMEeHTa (IYHKTHI JOKYMEHTA)
OTMEHSETCS C 1aThl U3/1aHUsI HOBOTO IIPHUKA3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIH JOKYMEHT C MOMEHTA U3JIaHHs, TO OJAMH U3 MTyHKTOB
pacnopsiIUTENIbHOM 4acTH TEKCTa JOJDKEH HAuMHAThCs cioBaMM "OTMEHUTH..." M yKa3bIBATHCS
JlaTa, HOMEpP U 3aroJIOBOK PaHee U3/1aHHOTO IOKYMEHTA.

5.11. Ecnu npuka3 npexanosaraercs BBECTH B JIeHiCTBHE HE ¢ MOMEHTA €ro M3AaHus, HeOOXOIUMO
yKa3aTb CPOK BBEACHHMSA €ro B AcicTBue. IlociieHMH IyHKT pacropsIUTEIbHOM 4YacCTH MOXKET
COJIEPKaTh CBEACHMS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAracTCss KOHTPOJIb 332 UCIOJHEHUEM
IIPUKa3a.

5.13. Ilpuka3bl NOANMCHIBAIOTCA TOJBKO AUPEKTOPOM 00IIe00pa30BaTeIbHONM OpraHU3allul WIN
pabOTHHUKOM, UCTIOTHSIOIIIM €r0 00s3aHHOCTH.

5.14. OTBETCTBEHHOCTb 3a 00ECIeUeHHE CBOEBPEMEHHONW M KaueCTBEHHOM MOJArOTOBKH MPOEKTOB
MIPUKa30B U MX COIJIACOBAHME C 3aWHTEPECOBAHHBIMU DPAOOTHHKAMM M OpPraHU3alUsIMH HECYT
aBTOpBI ITPOEKTA MTPUKA3A.

5.15. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IMPUKa3aM IO MOPSAJKY HOMEPOB B Ipenenax
KaJIEHAApHOT0 roa.

5.16. /lara perucrpanuu npuKasa sSBISIETCS TaTOU €ro MOAMUCAHHUS.

6. IlpaBuJjia, NoJ10KeHUs, UHCTPYKIIUU

6.1. IIpaBusna — HOPMATHUBHBIM aKT, ONPEACIAIONIMNA MOPAJOK KAaKOro-iu0o BUAA NESITEIbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAOIINI ONPEIEICHHOE MOBEAECHUE.

6.2. I[Tosio’)xeHNe — HOPMATUBHBIN aKT, AE€TAIBbHO PEraMeHTUPYIOIIUN [TPAaBOBOM CTATyC, HOPSI0K
OpraHM3ally U IPOoLEAYPY KaKoro-audo Buaa JesTeIbHOCTH.

6.3. MHCTpyKIMsT — HOPMAaTHBHBIM aKT, M3JaBaeMblii B LENAX PA3bACHEHHUsS M ONpE/elIeHus
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JMOO C LENbI0 YKa3aHUs HOPM O
crioco0ax BBINOJIHEHHSI ONPE/IETICHHBIX onepanuil (1elcTBuil).

6.4. IlpaBuiia, MOJOXKEHUSI, HHCTPYKIIUM NPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJAa JOKYMEHTa) Ha
VYnpasmistomeM coBete, 3acefaHusx [Ipodcoro3HOro KomHTeTa IIKOJIBI W yTBEP)KAAOTCA
TUPEKTOPOM.

6.5. IlopsA0K MOATOTOBKM MPOEKTOB IMPaBHJI, MOJIOKEHUS,, MHCTPYKIIMM COOTBETCTBYET OOILIEMY
MOPSAJIKY MOATOTOBKHU MPOEKTOB NMPUKA30B 00111€00pa30BaTeIbHON OpraHnu3altu.

6.6. TexcT mpoekTa MOJIOKEHHs], MPaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTIMYUTENbHBIMU XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, TOJIOKEHUS, UHCTPYKIMU SBIISFOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYITHPOBOK O€3 HCIOIb30BAHUS CIOB U MOHATUN, UMEIOLIUX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJB30BaHUWE KOPOTKHUX IMPEAJIOKEHUH, OOLIENPUHSATHIX BBIPA)KEHUH U CBS30K, IPH
HEO0XOMMOCTH - MPe/IBAPUTEIBHOE ONpPEe/eNICHHE UCTIOIb3yEMBIX MOHATHH, COKpAIleHUH,
ab0OpeBuaryp;

e OIMCaHHWE BCEX BO3MOXKHBIX BAapMAaHTOB COOBITHH M COOTBETCTBYIOLIIMX MM BapHAHTOB
NeHCTBHI, T.€. MOJIHOTA MPeICTaBICHHs MHPOPMAaIIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTa C IE€JIbIO JOCTHKEHHUS HAWJIydlled IOCIeI0BaTEIbHOCTH
U3JI0KEHUSl MaTepuana;

e MMHHMHU3AIUSA TEKCTAa C MOMOIIBIO MPUMEHEHUs 0000IIeHui (0030pOB MpearnosaraeMbix
JCUCTBUI) U IPUMEHEHHUE MEPEUNCIICHUH (3a/1a4, STAaroB, YCIOBHIA U T.]I.).

6.8. B 3aBHCcHMOCTH OT CIIO)KHOCTH M 00beMa pa3pabaThIBAEMBIX MPABUII, OJOKEHUS, HHCTPYKLIUU
- TEKCT JOKYMEHTa JeJIUTCS Ha TJaBbl, IIYHKTHl U MOANYHKTHL. [ J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoautcs apabckuMu uppamu.

7. IIpoToko. 3acegaHusi (COBEIIAHMS)



7.1. TIpoToKkol — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB M MPHHATHUS
pelIeHni Ha COOpaHuUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3acCeJaHUsIX KOJUIETHAIbHBIX OPTaHOB.

7.2. Tlporokon 3acemaHus (COBEIIaHMS) - (Jajee - MPOTOKOJ) O(OPMIISETCS HAa YHUCTOM JIHCTE
oymaru opmara A4.

7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JABYX YacTeil: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  YacTM  yKa3blBAlOTCA  MHULUAIBL,  (paMuIUUM W JOJDKHOCTH
MpeJCceIaTeIbCTBYIOIETO, CEKPeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, P HEOOXOIUMOCTH,
JIUL, IPUTTIAIICHHBIX Ha 3ace/laHue (COBELIaHue).

7.5. BBogHas uacTb MNPOTOKOJA 3aKAHYMBACTCS TEPEUYHEM PACCMATPHUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE UX 3HAYMMOCTH C YyKa3aHWEM JOKJIaJuuKka IO KaXIOMY
paccmarpuBaeMomy Bonpocy. Bonpocsr popmynupytrores ¢ nmpemiorom "O" ("O6"), meuatarorcst ot
IPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LUPpaMU.

7.6. OcHOBHas 4acTh MPOTOKOJA COCTOUT M3 Pa3fesioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIIPOCAM M UX HYMEpPAallHH.

7.7. TekcT MpOTOKOJIa M3Jaraercsi OT TPEThEero JHlla MHOKEeCTBeHHoro uyucia ("ciymanu",
"BpicTynun", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIMIIOM, IIPECEIATEILCTBOBABIINM Ha 3aceaHiH (COBEIIaHUH), U
cekpeTapéMm 3aceaHus (COBEIaHUs).

7.9. Tlpu OTCYTCTBUM CEKpeTapsl 3acelaHus, B TOM 4YHUCIE IpPH MPOBEIECHUH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMUCAaHNE MPOTOKOJIA TOJIBKO MPEICeAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE MO3JAHEE TPEX IHEH CO JHSA 3aceJaHus.
[IpoeKkTbl  COOTBETCTBYIOIIMX IYHKTOB TPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJa T0JKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUA (3aceaHus).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHM3ALUSAM MU JIODKHOCTHBIM
JUIAaM B COOTBETCTBUHU C YyKaszaTelleM pAacChUIKH, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBemanusi).

8. Ilinan
8.1. [1nan — NOKYyMEHT, yCTaHaBJIMBAIOLIUI NTepeuyeHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOIPUATHH,
WX MOCTIeIOBATEIBHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOTHUTEIEH.
8.2. Ilnan odopmusercs Ha naucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpu] YTBEpKICHHS TOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e HAaWMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOAMHUCH.
8.3. PexBm3ut — "TekcT qOoKyMeHTa" 0OpMIISETCS B BUJE TAOJIUIIBI C TpadamMu:

e HOMEp NyHKTA IJIaHa;

e HAaWMEHOBAaHWE MEPOIPHUSATHS;

e  CpOK HMCIIOJTHEHHUS;

e WCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. Oruer
9.1. OTyer — AOKYMEHT, COJICPIKANTUN CBEICHUS O pe3yibTaTaX JACSITeILHOCTH 32 ONpeAcICHHBINA
MEepUOJI BPEMEHHU, BBHIITOJIHEHUH MEPONIPUSATUHN, IOPYUECHUM, 3aJaHUH, TJIAHOB.



9.2. Otuersl, mpenocTaBiIsieMble B OpraHbl T'OCYJapCTBEHHOH BiIacTH (B TOM YHCIE B OpraHbI
TrOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUE  YCTAHOBJIEHHYIO  INPAaBOBBIMM  aKTaMHU
TOCYJapCTBEHHBIX OPraHOB (OPMY, CO3JAIOTCS M0 YCTAHOBJIEHHOW T'OCYJAapCTBEHHBIMH OpraHaMu
¢dopme U B OIpeIesIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOZE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 NPaBHJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcss Ha JucTe Oymaru ¢opmara A4 ¢ HCIOJNB30BAaHUEM CIIEAYIOMINX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI,

e JlaTa JOKYMEHTA;

e PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BUJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HAMMEHOBAHUE JIOJHKHOCTH;

e TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JODKHO COJEPXKATHCA YKa3 Ha JEATENbHOCTb,
MEpOTPUSTHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAIINH BBIOIHEHUIO, U
pe3yabTaT O BBIIOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOACHHWE WIM HapylleHHue
WCTIOJHUTENBCKON  JUCHUIUIMHBL, YCTAaHOBIIEHHBIX CPOKOB HCIIOJHEHHMS U  HaJJIeXaliee
npenoctaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSIMU (TIPH Y4ACTHH HECKOJIBKUX UCIIOIHUTEIEH).

10. ucsmo
10.1. ITucbma roToBsTCS Kak:

e OTBETHI O BHINIOJHEHUH MOPYYCHUH BBIIIECTOSIIUX OPTaHOB UCIIOJHUTEIHHOMN BIIACTH;

e OTBETHI Ha 3aMIPOCHI OPTaHU3ALUM, IPEANPUATHIA U YACTHBIX JIUIL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku MoAroTOBKH OTBETHBIX MMHCEM:

e C KOHKPETHOMW JJaTOM MCIIOJIHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C pE3OJIOLUEH JUPEKTOpa W €ro 3aMecTHTeNed Ha OCHOBAaHUM
YCTaHOBJICHHBIX CPOKOB HCIIOJNIHEHHS TOPYYEHHUH, 3alpoCOB WM IO PEIICHHIO aBTOpa
PE30ITIOIUH.

10.3. TeKcTBl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSM, 3a()MKCHPOBAHHBIM B
pesomoru. CpoKH MOATOTOBKM MHUIIMATHBHBIX MHCEM OINPENENSIOTCS CaMOCTOSATENIEHO aBTOPOM
MIPOEKTa MHUChMa C YIETOM HEOOXOANMOCTH PEUICHNsT KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBHH C
TpeOOBAHUSAMH 3aKOHO/1ATENIbCTBA, TOPYUEHUSIMHU HETIOCPEICTBEHHOT'O PYKOBOAUTEIS.

10.4. TIucepma meuataroTcsi Ha ONaHKE MHCHhMa OOIIE00Pa30BATENFHOW OPTaHMU3AIUU C YTIIOBBIM
pacroyio’keHNeM PEKBU3UTOB.

10.5. JlomoysiHATENBHO K PEKBU3WTAM OJlaHKa THUChMa TpH O(GOPMIICHUU ITMCEM B IIKOJIE
UCTOJIB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e BU3a;

e TIOAMHUCH.

e OTMETKa 00 UCTIOIHHUTEIIE.

10.6. IIpu odopmiieHun nucbkMa Ha IBYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHUIIBI
HYMEpYIOTCs IOCEPEIMHE BEPXHET0 MOJIs JINCTa apadCKUMuU U pami.
10.7. [lucpma MOMUCHIBACT JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.



10.8. CnyxeOHbIe 3amUCKu
10.9. B mensix OCymIecTBIICHHUS B3aUMOJCHCTBUS MEKIY COTPYAHHKAMH B PaMKax BHYTPEHHETO
JOKYMEHTOO00O0pOTa B MIKOJIE MPUMEHSIIOTCS CIyKeOHbIe 3anucKu. Ciry)keOHbIe 3alUCKH SBIISIOTCS
CIPaBOYHO-MH(POPMAIMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3aIMCOK  SIBIISTFOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHU3aIliy.
10.10. CuyxeOHas 3amucKa MOXKET COCTABISATHCS 10 YKa3aHUIO PYKOBOJICTBA WIIH 110 WHUIIMATHUBE
KOHKPETHOT'O COTPYTHUKA.
10.11. ITpu opopmieHUH CirykeOHOM 3anTUCKH 0(DOPMIISIFOTCS CISAYIOINUE PEKBUHTHI:

e ajpecar;

e JlaTa IOKYMEHTA;

e HAUMEHOBAHHE BUJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;,

e TEKCT JIOKYMEHTA,

e OTMETKa O MPWJIOKEHUH (TIPU HAJTUYHUH ),

e HAWMEHOBAHHE JOJHKHOCTH;

e TIOAIHUCH.
10.12. Ciy>keOHBIC 3aIMCKH MOTYT CO3/aBaThCs HA OyMa)KHOM HOCHUTEINE U (HJM) B AJICKTPOHHOMN

dhopwme.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTh BBIAETCA COTPYAHUKAM INKOJIBI W odopmiIsseTcs TIO MpaBHIIaM,
YCTaHOBJICHHBIM HacTosimied MHcTpykumei ans muceMm, ¢ y4€ToM TpeOOBaHHM Tpa)KAaHCKOTO
3akoHojarenbeTBa Poccniickoi denepanviu 1 HACTOSLLETO pa3ena.

11.2. TIpoeKkT [HOBEPEHHOCTH MOJATOTABIMBACTCS W BHU3UPYETCS COTPYTHUKOM, KOTOPOMY
JIOBEPEHHOCTh OYyJEeT BblJaHa, IIOCJIE 4Yero Iepefaércs B KaHLEISAPUIO JUIsl HalpaBleHUS Ha
MOJNKCAHUE.

11.3. loBepeHHOCTh MOAMKMCHIBACTCS JTUPEKTOPOM WIIM JIUIIOM, OCYIISCTBIISIFOIIMM €T0
MOJIHOMOYHS (MCTIONHSIIOMIMM O0S3aHHOCTH), M CKpEIUIIeTCsl Medarbio oO0Iieo0pa3oBaTeabHON
OpraHu3aIyy.

12. JloroBopsl, corJianieHusi, KOHTPAKTbI

12.1. JloroBopsl, coriamienus, KOHTPaKThI (J1ajee - 10roBOpbI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIOJI)KETHOTO U MHOTO 3aKOHOATENIbCTBA Poccuiickoit
denepanyy, B 3aBUCUMOCTH OT PETYJIMPYEMBIX JOTOBOPOM MPABOOTHOLIEHHH M 0053aTENIbCTB
CTOPOH.

12.2. TlpoekTt 10roBopa IOATOTaBIMBAETCS OTBETCTBEHHBIM COTPYJHMKOM (KOHTPaKTHBIM
YIOPAaBISAOIUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOro oOecnedyeHus
UCTIOJIHEHUS CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (DYHKIIMIA), TOJTHOMOYHNH IIKOJIBI B LIEJIOM.

12.3. Tlpoekt 10roBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIIPaBJISIOLIMM) COBMECTHO CO CHEIMATUCTOM, K QYHKIHUAM (ITOJTHOMOUYHUSAM) KOTOPOTO OTHOCHTCS
pelieHre BOMPOCOB, SBISIOLIUXCS MPEAMETOM JIOTOBOpA, WM MHBIM COTPYJHUKOM IO HPSIMOMY
yKa3aHHUIO TUPEKTOpa 001e00pa3oBaTeIbHON OpraHU3aI|H.

12.4. HeoOxoaumast Ut TIOATOTOBKH MPOEKTA TIOTOBOPa HH(MOpMAIIHSI COOMpAETCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABIAIONIMM) B MOpsAIAKE pabouero B3aMMOAEUCTBHUS C Y4ETOM MpaBuUII,
YCTaHOBJIEHHBIX HacTosew MHCTpyKIne.

13. IpyHOMIBI OPraHU3AMH J0KYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIICISIOTCS CIEAYIONUE JIOKYMEHTOMOTOKH: ITOCTYIAIOIIast
JOKYMEHTalusl  (BXOJsIiasi), OTHpaBisieMass  JOKYMEHTauusi  (MCXOZsMIasi), BHYTPEHHAA
JIOKYMEHTAIHSI.

13.1. B cocraBe Bxoasdmel W HMCXOIAIIEH MOKYMEHTAIlMM MOTYT BBIACNATHCS JIOKYMEHTHI,
MOCTYIHUBIIME U3 BBIMIECTOSIINX, MOAPSAHBIX, MEAUIIMHCKUX U JIPYrUX OpraHH3aliii, OpraHoB
MECTHOTO CaMOYMPaBJICHHUsI, O0paIIeHus TPaXKaaH.



13.3. OOpaieHust rpaxaaH pPerucTpUpyroTcs U (HOpMUPYIOTCS B Jela OTHEIbHO OT IPYTHX
JIOKYMEHTOB 00111e00pa30BaTeIbHONM OpraHu3aIiy.

13.4. B mxone gocTaBKa M OTIpaBKa JTOKYMEHTOB OCYIIECTBIISETCS CPEICTBAMH IOYTOBOW CBSI3H,
AJICKTPOHHOU CBSI3U, a TAKXKE IO CHUCTEME JJIGKTPOHHOIO JoKyMeHToobOopora (mamee - COJ). C
IIOMOUIBIO TOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYIO OpPraHU3ALMIO JIOCTABISETCS MHCbMEHHAs
KOPPECHOH/ICHIUSI B BUJE MPOCTHIX MUCEM, 3aKa3HbIX MUCEM, MOYTOBBIX KapTOUeK, OaHaeposiel u
MEJIKUX [1aKETOB, a TAK)KE NI€YaTHbIE U3/1aHNUs.

14. IlepBuyHas 00padoTKa MOCTYNAKOIIMX IOKYMEHTOB
14.1. JlokyMeHThI, IOCTyMalolle B IIKOJy, IEpPElalOTCs Ha PErUCTpalMio CeKpeTapro
00111e00pa30BaTENILHON OPraHMU3alMU M MPOXOAT MEPBUYHYI0 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU NOCTYIUIEHUHU B HepaOouee BpeMsl - Ha cielyroluil pabounii aeHs. [Ipu nepBuuHoii 00paboTke
JOKYMEHTOB TPOBEPSAETCS MPaBUIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYNMUBIIME JOKYMEHTHI
NEPEChUIA0TCS 110 IPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymenTsl, noctynusime ¢ otMerkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKYy U JOKJIAIbIBAIOTCA AUPEKTOPY WM B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. IlocTynuBuMe TeaerpaMMbl IPUHUMAIOTCS MO HOJNMCH C IPOCTABICHUEM JIaThl U BPEMEHU
[IpUeMa, PETUCTPUPYIOTCS 10 TEM XK€ MpaBUiIaM, YTO U MUChMA.
14.4. DnekTpoHHBIE COOOLIEHUS, aPECOBaHHbIC JUPEKTOPY WM HAIIPaBJIEHHBIC B aJpec HIKOJbI,
pacrneyaThIBalOTCs U JAOKJIAAbIBAIOTCS JTUPEKTOPY WIM B CIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
IUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JEKTPOHHOM MOAIMMKCHIO, MOUIekKAT 00paboTKe 1O
[IpaBUJIaM, IPEAYCMOTPEHHBIM JJIs TOCTyHaroIel (BXoas1e) TOKyMeHTaluu.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpeleNsieTcss Ha PETUCTPUPYEMble W He
MOJyIEeXkKAIUE PETUCTPALIMM JOKYMEHTBI.
14.7. He nmogJiexxat perucTpaiuu:

e IIPUIJIACUTEIIbHBIE, I03/IPAaBUTEIIBHBIE INCbMA U TEJIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMBbl CEMHUHAPOB, KOH(EPEHLUI U APYrUX MOJOOHBIX MEPOIPUATHIA;

e JIOKYMEHThl TIO OyXTaJTepCcKoOMy yuyeTy, MaTepualbHO-TEXHHMYECKOMY OOEeCHedeHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHAloIIKe 0€3 CONMPOBOAUTENBHOTO MUChMA;

e pEKJIaMHbIE, KOMMEPUYECKHE MPEIJI0KEHUS, B T.4. IOCTYIUBIINE 110 JIEKTPOHHOM MOYTE;

e II€YATHBIC U3/IaHUS;

e TIMCbMA C IOMETKOM «INYHOM.

15. Perucrpaumsi, y4yeT M pacCMOTpeHHe PYKOBOAMUTEJEeM MOCTYNAKIUX (BXOASAIINX)
AOKYMEHTOB
15.1. [ocrynuBmme (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ WU IEPBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOCO0a UX JIOCTABKH.
15.2. Peructpamusi — mpocTaBiieHHE B HIDKHEM MPAaBOM YIIIy MEPBOTO JIMCTA TOKyMEHTa OTMETKH
O MOCTYIJIEHMH C YyKa3aHWEM JaTbl NOCTYIUIEHHS M BXOZSAIIErO0 PETrMCTPALMOHHOIO HOMEpa
JOKYMEHTa ¢ o00s3aTeIbHOM 3alKChi0 B JKypHaJd perucTpanuy IOCTyHaroumeil (Bxoasuieil)
nokyMeHTanuu. CTpyKTypa perucTpallMOHHOTO HOMEpA, MOCTYNAIEro (BXOASIIEr0) TOKYMEHTa,
COCTOMT M3 €ro IMOpAJKOBOrO HOMEpa U UHAEKca Jeja 10 HOMEHKJIAaType el
00111e00pa30BaTeIbHON OpraHU3aIIH.
15.3. Perucrpamms BceX MOCTYNUBIIMX (BXOMSANINX) JOKYMEHTOB MPOM3BOAUTCS B TIpeaenax
00IIero JOKYMEHTONOTOKA. JIOKYyMEHTHI, MOCTYNUBIIME B IIKOJIY IO KaHajJaM (akCUMUIbLHON
CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekct moctynuBIIed TenehOHOrpaMMbl 3alUCBHIBACTCA B JKypHaJle PETrUCTpaIUH
TeneoHOrpaMM U IeyaTaeTcs Ha JIucTe OyMaru Juisl mepeiadyu Ha pacCMOTPEHHE.



15.4. Tlocrynatomue (BXOIAIIME) JOKYMEHThI IEPEAAOTCs Ha PAaCCMOTPEHHUE PYKOBOJICTBY TOJIBKO
IOCJIE UX PETUCTPALMH U NIPEIBAPUTEIBHOIO PACCMOTPEHHUSL.
15.5. JlokyMeHTBI, TIOCTYNHBIIHE B OO0IIEOOpa30BaTEIBHYIO OpraHW3aI{io, MO BOIpPOCaM, HE
TpeOYIOLMM  PAacCMOTPEHUS JUPEKTOpa, HAIpPaBISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JeTIOTIPOU3BOACTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIIpoca.
15.6. /lupexTop B pe30IOLMU ONPENENseT ML, OTBETCTBEHHBIX 3a UCIIOJIHEHHE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JETOMPOU3BOACTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonnMHHKK TOKYMEHTa C PE30JIIONHEN PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaMpaBJIsIeTCs] UCIIOJHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJNBKHUX HCIIOJHUTENCH IMOAIUHHUK JOKYMEHTa MEepeaaeTcss ToMY
UCIIOJIHUTENI0, KOTOpPBIH B  COOTBETCTBUM C YKa3aHUSAMM 110 HUCIOJHEHUIO SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaOT KOMHUIO JOKYMEHTA.
15.9. IloyIMHHUK JOKYMEHTa, KOTOPbI HCHOJHSAETCS HECKOJIbKUMH JOJKHOCTHBIMHU JIUIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCTIOMHUTENb. OCTaIbHBIM UCTIOTHUTENSAM MEPEAA0TCS KOTIHH.
15.10. HM3roroBineHue KONMH JOKyMEHTa [uld Nepefayd COUCHOJHHUTENSIM OCYIIECTBIISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpTaHH3aIUH.
15.11. Pe3omronusi COAEPIKHT:

e YKa3aHHWE IO WCIOJHEHUIO, COJEpKallee KpaTKOe OIMCaHHEe HEOOXOIUMOro JUIs

UCIIOJHEHUS IeHCTBUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHOO A0 HMCTEYECHUS KOTOPOTO0 HEOOXOIMMO
UCIIOJHUTH NPEANUCaHHOE JIeCTBUE;

e JIMYHYIO MOAIHUCH aBTOPA PE3OIOIHH;

e JlaTy IPOCTABJICHUS PE3OIIOLHH.
15.12. VYka3aHue Ha CpOK, B TE€YCHHE KOTOPOTO JIMOO O HMCTEUYECHHUS KOTOPOro HEOOXOIMMO
UCIOJHUTh TPEIINUCAHHOE JIEHCTBHE, MOXET HE BBIPaKaTbCs KOHKPETHOW JaTOW M coaepxkartb
BBIp@KEHUS: "B YCTAaHOBJICHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtorus numiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE MEPBOTO JHMCTA JTOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus aJpecoBaHa HECKOJIbKUM COTPYJHUKaM, TO OTBETCTBEHHBIM 3a
UCTIOJHEHUE JIOKYMEHTa B IIEJIOM SBISETCS COTPYAHMK, yKa3aHHbBIM NEpBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLIICHHH KOTOPOTO CJIeJIaHa TIOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranu3anusi padoThl ¢ OTHPABJASIEMbIMH (MCXOAAIIUMHU) TOKYMEHTAMH

16.1. Jlo mpemocTaBieHUsi MPOEKTa OTMPABISAEMOro (MCXOISAIIET0) IOKYMEHTa Ha TMOJIMHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSJAKE Ha IOANMHCAHUC JUITY
OCHOBHOW HCIIOJHUTENb MPOBEPSAET MPABHIBHOCTH O(OPMIIEHUS OTMPABISIEMOro (UCXOMSIIEro)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosimed NHCcTpykuuy.

16.2. Tlpu mOArOTOBKE OTIPABIAEMOTO (MCXOMAIIET0) TOKYMEHTAa KaK OTBETa Ha TMOCTYMUBIIUI
(BXOASIIM) JOKYMEHT HCIIOJIHUTEIh MPHKIAIBIBACT K IOATOTOBICHHOMY IPOCKTY BXOISIINN
JTOKYMEHT.

16.3. TIpoeKTHI OTIPABIISAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COOIOICHUS] YCTAaHOBICHHOTO
B PE3OJIIOIHMHM CpPOKAa WCIOTHEHHs] TEepPedaroTCsl OTBETCTBEHHBIM HCIIONMHUTEIEM B OTIEIN
JICJIOTIPOU3BOICTBA (KAHIICSIPHSI, CEKPETaph) IIKOJIBI JISI HAITPABJICHUS HA TIOIITUCAHHE.

16.4. TloanucaHHBIE OTHpaBIsieMble (MCXOMAIINE) TOKYMEHTHI, TMepenarTcs paboTHUKY
OTBETCTBEHHOMY 32  JICJIONIPOM3BOJICTBO  IIIKOJBI, KOTOPBIA  OCYIIECTBIISIET  MPOBEPKY
KOMIUIGKTHOCTH M COOTBETCTBHUS KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOTO (HMCXOSIIETO)
JOKYMEHTa CITMCKY PACChUIKH, a TaKXe MPaBWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIACHO
HACTOAIIEH HHCTPYKIIHH.

16.5. B cmydae HapymieHHS KOMIUIGKTHOCTH WJIH COOTBETCTBHSI KOJIMYECTBA, a TaKKe
MPaBIWIBHOCTH O(OpPMIIEHUS JTOKYMEHTa COTJIACHO HACTOSIIEH WHCTPYKIIUU OTMpaBIsieMble
(ucxomsmue) JAOKYMEHTBI  HE3aMEIMTEIIBHO  BO3BPAMIAIOTCS  PAOOTHUKAMH  KaHIEISIPUN



OTBETCTBEHHOMY MWCIIOJHHUTENI0 WIM B CIy4yae OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJIHUTENS €ro
HEMNOCPECTBEHHOMY PYKOBOAUTEIIO Il YCTPAHEHMs HapYIIEHU.
16.6. JlokyMeHTBI mTOCJ€ WX MOJNUCAHUSA IUPEKTOPOM WIM HHBIM YIOJTHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIIpUIo 0011e00pa3oBaTeIbHON OpraHu3alyy Al peruCTpaliy U OTIPABKH.
16.7. Peructpanust oTrpaBisieMbIX (MCXOASAIINX) JOKYMEHTOB OCYIIECTBIISCTCS TOCIIE TMPOBEICHUS
paOOTHUKAMU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIOIPOU3BOJICTBO, IPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUIIPOB, a TAKXKe IMPAaBHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(MCXOAIIIET0) TOKYMEHTA.
16.8. Perucrpauusi co3laBaeMbIX JOKYMEHTOB OCYILECTBJISCTCS B JI€Hb THOAMMUCAHUS WU
YTBEp:KJeHHs MO0 Ha CIeAYIOIUN paboumii JeHb.
16.9. CBenenust 0 perUCTPUPYEMBIX OTIPABISIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B KYpHAJ
perucTpanuy oTIpaBisieMol (MCXOsIel) JOKYMEHTalUH.
16.10. PeructpaniioHHBIH HOMEP U JaTa OTIPABIAEMOT0 (MCXOSIIET0) TOKyMEHTa IIPOCTABIISIOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCS B JeNe
001e0o0pa3oBaTeIbHON OPTaHU3AIHH.
16.11. CtpykTypa perucTpalliOHHOIO HOMEpa OTIPABISIEMOro (MCXOMASIIEro) T0KyMEHTa COCTOUT
U3 €ro MOpsAIKOBOr0 HOMEpPA U MHJEKCA Jieja 10 HOMEHKJIAType /1€ LIKOJIbL.
16.12. OrtnpaBka JOKYMEHTOB IPOU3BOAUTCS LIEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHILEISPUU
IIKOJIBI, KOTOpPBIE MPOU3BOAST HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapoaHas U Jp.).
16.13. IluceMma, TenerpaMmbl, OTKPBITKH, OAaHIEPOJIN U ITeYaTHBIC U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesie(hOHOTPaMMBbI ITEpeJatoTCs 10 KaHaiaM Tesle(pOHHO CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO SJIEKTPOHHOTO
azipeca 00111e00pa30BaTEIbHOM OpraHu3aIuy.
16.15. [Tucema, TenmerpamMMebl, OTKPBITKH, OaHIepOIH, (haKCOTPaMMBI, HJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHbIE C pabouel NesATeTbHOCThIO, K OTIPaBKE HE IPUHUMAIOTCSL.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U MPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (IPU HAMPABICHUM JOKyMEeHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

yKaszaTeJleM PacChUIKU, Ha KaX/10M K3eMIUISIpe MHCbMa YKa3bIBAaeTCs TOJIBKO OJMH ajpecar.

e IIPOCTaBJIEHHUE CTOUMOCTH IOYTOBBIX YCIYT;

e IIepeJady B IIOYTOBOE OTIEIICHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE NMHCEM HEOOXOIMMO YUUTHIBATH NPABWIIA, YCTaHOBIICHHBIE
MpUKa30M MUHHUCTEPCTBA CBSI3U M MaccoBbIX koMMyHuKkanuii PO ot 31 urong 2014 r. N 234 "O0
yrBepkaeHuu [IpaBui oka3aHus yciIyr MOYTOBOU CBS3H".
16.18. JlokyMeHTHI, OTHpaBiIsieMble CPEJICTBAMM ITOYTOBOM CBSI3U B OJMH aJIPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.
16.19. Hcxonsmme AOKYMEHTHI, MpeAHAa3HAYCHHbIE IS OTIPaBKU CPEACTBAMH (PaKCUMMIbHON
CBSI3M, OTIPABJISIOTCS paOOTHUKAMH KaHIIEIIpUH 00111e00pa30BaTeIbHON OpraHu3allly.

17. Pa3paGoTKka u BeJeHHe HOMEHKJIATYPBI e

17.1. JloxymeHTanbHBINA (POH/I LIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0pa3yIOIIUXCs B Ipoliecce
€ro JeATenbHOCTH. JloKyMeHTanbHBIH (OHJ IIKOJBl COCTaBISIOT JOKYMEHTBI, CO3/IlaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allMid M TOJIYYEHHBIE €10 B pe3yjibTaTe B3aHMMOJACUCTBHUS C
OpraHaMH TOCYAAapCTBEHHOM BIIACTH, OpraHaMU MECTHOI'O CaMOYIPaBIICHUS, IOPUAMYECKUMHU U
(bU3NYECKUMU JIUIIAMH.

17.2. HomeHkmatypa Aen sSBISIETCS OCHOBOHM (hOPMHUPOBAHMS JTOKYMEHTAIHHOTO (POHIA IIKOJIBI U
NPEACTaBIsSeT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYEHb 3arojOBKOB (HAMMEHOBaHWHN) e,
3aBOJUMBIX B IIKOJIE, C YKa3aHHEM CPOKOB HX XpaHEeHHs, U O(OpMIICHHBIH B COOTBETCTBUHU C
MIPaBOBBIMU aKTaMM, PEKOMEHIAIMSAMHM W METOAMYECKHMMM YyKa3aHMsIMU OpraHoB Poccuiickoit
®denepanyy, YHNOJTHOMOYEHHBIX B c(epe TOoCyJapCTBEHHOTO YIPAaBJICHUSI apXUBHBIM JIEJIOM,
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO0O0pOTA.



17.3. HomeHkaTypa Jiest COCTaBIIAETCS HA OCHOBE U3yUYSHHUS MOJIOKEHHM, MHCTPYKLUMHI U TpaBuiL, a
TAKXKe JPYTUX JIOKyMEHTOB, PpErJaMEHTUPYIOIIUX JEATEIBHOCTh  00I1e00pa30BaTeIbHOM
OpraHM3alM, a TaKKe HOMEHKIATyp JAel 3a MPEeJUIeCTBYIOIIME TroAbl U JIOKYMEHTOB,
00pa3yIoIMXCsl B ASSATEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluu.
17.4. HomenknaTypa Jesl UCHOJb3YETCA AJi1 TPYNIIHUPOBKU MCIIOIHEHHBIX JOKYMEHTOB B €A,
CUCTEMATU3alMH U y4eTa JeJl, ONPEICIICHUs CPOKOB UX XPAHEHHS U IIOUCKA TIOKYMEHTOB, SIBIIETCS
OCHOBOM1 JUIsl COCTaBJIEHUs OIMCEN J€J1 MOCTOSHHOTO U BpeMeHHoro (cBbiiie 10 yieT) xpaHeHus, a
TaKXke Ul ydeTa Jes BpeMeHHOro (10 10 JieT BKIIOUUTENbHO) XPAHEHHS.
17.5. HomeHkiaTypa Jie1 BBOAUTCS B AEUCTBHE ITPUKA30M IO LIKOJIE.
17.6. HomeHknaTypa jieJ rOTOBUTCS B TPEX IK3EMIUISIpax:

e JUI IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U MIOCTOSIHHOT'O XPaHEHMS;

e IS UCIIOJIb30BaHUA B pPabOTE OT/EIOM JIEIONPOU3BOJICTBA (KaHIeIsspUen);

e JUI XpPaHEHUS B apXUBE IIKOJIBI.
17.7. 113 HOMeHKJIATypbl [JeJl IIKOJIbI OTBETCTBEHHBIM JIMLIOM 32 BEJICHHME JEIOINPOM3BOJCTBA
OoOPMIISIFOTCSI BBIIMUCKH JUTSI KAXKJIOTO W3 TOJpa3elieHUd W OTACIIOB 00IIeo0pa3oBaTeIbHON
OpraHM3alMH.

18. ®opMupoBaHue aeJ M UX TeKyliee XxpaHenue. [1oAroTroBka 10KyMeHTOB M /ieJ1 K nepeaye
Ha apXMBHOE XpaHeHHe

18.1. dopmupoBaHue Jes1 — IPYNINHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATYpOH J1eN 0011e00pa3oBaTeIbHOW OpraHU3ali U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co aHs WX 3aBEICHHS /0 NEpeAayd B apXUB IIKOJIBI MJIM HA YHUYTOXKEHUE XPAHATCS 110
MeCTy UX (POPMHUPOBAHUS.

18.3. IIpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SMCTBEHHOH, Y4eOHO-BOCIIUTATEIHHON
JESITeIbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTACIBHO OT MPUKA30B 110 JMYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 0OyUaroImuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmupyercst 3a HEpuoJl KaJIEHAAPHOIO ToJa M CUCTEMaTH3UpPYyeTCs B
XPOHOJIOTUYECKON MOCIIE0BaTEIbHOCTH.

18.5. [IpoBepka HaMMYUA U COCTOSIHUS JOKYMEHTOB M JIe]l IPOBOJUTCS PU NEpEMELICHUH JIel, IPH
BO3BpaTe JieJ, IPU peopraHu3alii WU JIMKBUAALUU 00111e00pa30BaTeIbHON OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTeNbHOM OpraHu3anuu (Jajgee - apxuB) IepelarTcs JAena
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbliie 10 jieT) CPOKOB XpaHEHHUS U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JTOKYMEHTHI OBbLIIM MTOMEIIEHBI B JIEJI0 HAa XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHB IPOU3BOJUTCS TI0 YTBEPKACHHBIM OITHACSIM JICI.

18.8. IlogroroBka JOKYMEHTOB W JeJl K Iepefaye Ha apXWBHOE XpaHEHHE M Ha YHUYTOXKEHUE
IpelycMaTpUBaeT:

e DKCIEPTHU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OIUCEH JIeN M0 pe3ynbTaTaM IKCIEPTU3bl UX LIEHHOCTH;

e odopmieHue ne;

e COCTaBIICHHWE aKTOB HA YHUYTOKEHHE TOKYMEHTOB H JIeJl C HCTEKIINMHU CPOKAMH XPaHECHHUS.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO XPaHEHMs OCYIIECTBIISIETCS
€XKEroJlHO JUIIOM (JIMIIaMu), Ha3HAYEHHBIM [PHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHBHPOBAHUE.

18.10. B neno momernaercs He 6osee 250 McTOB (TONIIMHA Jeiia IPH TOM COCTaBJIseT He Oolee 4
cM). [Ipu OonbiioM KonuyecTBE JOKYMEHTOB (hopMuUpYIOTCS ToMa (dacTH) nena. BHyrpu nena
JOKYMEHTBI PACIIONaraloTcs B XPOHOJIOIMYECKOM IOpsiIKE B COOTBETCTBUU C omuchio. B nena
MIOMEIIAIOTCS TOJIBKO UCTIONHEHHBIE, TPABUILHO O(POPMIICHHBIE JOKYMEHTBI.

18.11. JIokyMeHTBI BHYTpPH Jieja PacIoJIararoTCs CBEPXY BHU3 B XPOHOJOTHYECKOW, BOIPOCHO-
JIOTHYECKOW  TOCIE0BAaTEIbHOCTH MJIM MX COYETaHWU. PacnopsiuTenbHble JOKYMEHTHI
TPYNITUPYIOTCS B JIeJIa 110 BUIaM M XPOHOJIOTHH C OTHOCSIIIUMUCS K HUM TIPHIIOKECHUSIMH.

18.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B JIEJ10 1O anpaBUTy haMHUIHi.



18.13. Odopmienue paena mnpeaycMaTpuBaeT: OQOPMICHHE PEKBU3HTOB OOJOXKKH Jeia I0
YCTaHOBJIEHHOW (hopMe; HyMepaluio JHCTOB B JieJe KapaHIalloM B BEPXHEM IpPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jiela, MOAIINBKY U Tieperuier Aena. JIuct 6ompioro
¢dbopMara, MOAIIUTHIA 3a OAUH Kpal, HyMepyeTcsl KaKk OJMH JHCT B INPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIieil JIUCTOB, B TOM YMCIIC TIeYaTHBIC U3JaHUs, HyMEPYIOTCS B
o01eM mopsiike.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WJIU YacTed, HyMEPYIOTCS MO KaXJI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Tlocne 3aBeprieHHs HyMepalMH JIUCTOB COCTABIISICTCS 3aBEpHUTEIbHAS HAJIUCh, KOTOpas
pacrojaraercsi B KOHIIe Jefia. 3aBepuTebHasi HAAMKUCh COCTaBJISIeTCS B Jiee Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBepuTenbHON Haanmucu nudpaMu U MPOMHCHIO YKa3bIBACTCS KOJIMYECTBO JIMCTOB B
JaHHOM JieJie. 3aBepuTeNbHAs HAJIMUCh TOJMUCHIBACTCS €€ COCTABHTEIEM C YyKa3aHUEM
paciiipoBKM MOANMUCH, IOHKHOCTH M JaThl cocraBiieHus. KomnuuecTBo IHCTOB B Jeine
MIPOCTABJISICTCS HAa 00JI0XKKE JieJia B COOTBETCTBUH C UTOTOBOM HAIMHCHIO.

18.17. PexBH3UT "CpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY JieJa U3 COOTBETCTBYIOLICH
HOMEHKJIATYPHI JIeJI TI0CTIe CBEPKHM €r0 CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEYHE THITOBBIX
JOKYMEHTOB WUJIM B MEpeYHe IOKYMEHTOB, 00pa3yIomuXcs B AeSITeNbHOCTH (heJepaibHOro OpraHa,
C YKa3aHHEM CPOKOB XPAHCHHUS.

18.18. Ha nenax moCTOSSHHOTO XpaHEHUs UIIeTCs: "XpaHUTh IMMOCTOSHHO".

18.19. Tlpuem nenm mPOU3BOTUTCS COTPYIHUKOM, YIIOJTHOMOYCHHBIM Ha BEICHUE NEATEIHHOCTH
apxuBa, C MPOCTABIEHUEM B JBYX SK3EMIUISIpAX OMHCHU T OTMETOK O HAIWYUU KaKIOoro jaena (Ha
KKIOM 9K3EMIUIIPE OMKCH YKa3bIBACTCSA KOJMYECTBO (DAKTHUSCKH MPUHATHIX JCI, Jara Inpuema-
nepeavu Jel, a TaKkKe MOAMKUCH apXUBUCTA M COTPYAHMKA, TEPEIaBIIEero Aena.

19. 3ak0YuTeIBbHBIE N0J10KEHUS

19.1. Hacrosimass HCTpyKIUS 1O IEIOTPOU3BOJCTBY SIBISCTCS JIOKAJTHHBIM HOPMAaTHBHBIM aKTOM
o01eo0pa3oBaTeNibHOM  OpraHu3aluy, npuHUMaercd Ha OOmeM coOpaHuM pabOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBbIE B HacTosIyto MHCTpyKUuio, opopMIISIOTCS B
MMCbMEHHOW (hOpMe B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOAaTeNnbCcTBOM Poccuiickoit denepanun.
19.3. UMHcTpyKuus Mo JA€IONPOM3BOJCTBY B INIKOJIE NPUHUMAETCS Ha HEONPEIENCHHBIH CpOK.
W3menenusa u nonoiHeHus K MHCTpyKIMU NPUHUMAIOTCSA B MOPSAKE, IPEeyCMOTpEeHHOM 11.19.1.
Hacrosmen MacTpykuuy.

19.4. Tlocne npuHsTHsS MHCTpYKIUHM (MM M3MEHEHWH W JIOTIOJHEHHWHA OTIENbHBIX HMYHKTOB H
pa3zenoB) B HOBOW peJaKuy MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUITY.

IIpunoocenue Ne 1

IIpaBuia
oopmJiieHUsI PEKBU3UTOB JOKYMEHTOB

1. Jlns DOArOTOBKM JOKYMEHTOB MpPHUMEHSIETCS TEKCTOBBI pelakTop, oOecreynBarouuil
TpeboBaHuUs rpaduyeckoro BOCIPOU3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Bunsl u pasmepsl ucronb3yeMmbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 n
NpUOINKEHHBIE K HUM.

3. Ilpu mOATOTOBKE TEKCTOB B TaONMIAX, JJIs OOCCIEYCHHS Jydllield YWTaeMOCTH JTaHHBIX,
JI0IyCKaeTcs MpuMeHeHue mpugTos Buaa Arial, pasmepos 12,13.

4. Jlnana3oH HCIOJIb3yEMBIX MEXIyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO JI0 MOJIYTOPHOTO.

5. AGzaHbIi OTCTYH TEKCTa TOKyMeHTa - 1,25 cMm.

6. 3aroI0BKM pa3/ieNioB U MOJAPA3/ENIOB M€YaTaloTCs ¢ ab3al[HbIM OTCTYIIOM WJIM LEHTPUPYIOTCS IO
LIUPUHE TEKCTA.



7. MHOroCcTpo4HBIE PEKBU3UTHI IE€YATAIOTCA 4YEpEe3 OJUH MEKCTPOUHBIM HHTEPBaJl, COCTAaBHbIC
4aCTH PEKBU3UTOB OTIEISAIOTCS TOMOJHUTEIBHBIM HHTEPBAJIOM.

8. Ecnmu JOKyMEHT TOTOBHTCS Ui M3JIaHHUs C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcsi yepes
JIBa MHTEpBaa.

9. UuTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBasl MeXIy CIIOBaMHU - OAUH IPOOe.

10. TexcT 1OKyMeHTa BbIPAaBHUBACTCA IO LIMPUHE JHUCTa (110 TPAHULAM JIEBOIO U MPABOro MoJei
JIOKYMEHTA).

11. JInuHa camoil JUITMHHOW CTPOKH PEKBHU3UTA MPHU YIIIOBOM PACIIOIOKEHHH PEKBU3UTOB HE OoJiee
7,5 cMm.

12. JInuHa camMOW JJIMHHOM CTPOKM PEKBU3UTA IIPU MPOJOJIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopmbl fokymeHTa

Kon ¢opmbl nokymenTa npocrapisercss Ha YHU(UIMPOBAHHBIX (JOPMAxX JOKYMEHTOB, B OCHOBHOM
UCTIOJB3YyEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTEe MIKOJBI. Pacmomaraercss kox GoOpMBl B MPaBOM
BEpXHEM yIily pabodero mois JIOKYMEHTa, cocTouT u3 cioB "dopma mo" (HamMeHOBaHHE
Kknaccudukaropa) u mudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HaumeHOBaHHE LIKOJIBI

HanmeHoBaHME TIKOJBI JOJDKHO COOTBETCTBOBATh HAaWMEHOBAaHHUIO FOPUIMYECKOTO JIMIIA,
3aKpEIUICHHOMY B  €ro  y4YpeAMTeNbHbIX JoKymMeHTax (YcrtaBe o0mieo0Opa3oBaTenbHON
opranu3zaiuu). [1o7 HAMMEHOBAaHUEM IIKOJIBI B CKOOKAX YKa3bIBACTCSl COKpAIIEHHOE HAMMEHOBAHUE
001eo0pa3oBaTeIbHON OPTaHU3aAIHH.

Haji HaMeHOBaHMEM IIKOJIBI - YKAa3bIBACTCS MTOJTHOE HAMMEHOBAHUE BBIICCTOSIICH OPraHU3aIliH.

15. CpaBoyYHbIe JJaHHBIE O LIKOJIE

CrpaBouHbI€ JTaHHBIE O IIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM ajpec, Homepa TenedoHa, dakca,
azipec MEKTpOHHOM mouThl, Koj mmkoiasl o OKIIO (mpocraBnsercs mo OOmepoccuiickomy
KJIacCU(PUKATOPY NPEANPUITUN U OpraHU3alMii), OCHOBHON I'OCYJapCTBEHHbIH PETUCTPALlMOHHBIN
HoMmep (OI'PH), uneHTuukamoHHbli HOMEp HAIOTOIUIATENbIINKA/KOJ IPUYNHBI TOCTAHOBKH Ha
Hanorosbiii yuer (MHH/KIIIT).

16. HaumeHoBaHMe BIIa JOKYMEHTA

PexkBusuT ucnonp3yercs JUid yKa3aHHs BUJA JOKYMEHTa M pAacloyiaraetcsl MOJ PEKBU3UTOM
«HaUMEHOBaHME 00IIe00pa3oBaTeNbHON oOpraHu3anuu». HaumeHoBaHHME BHIA JOKYMEHTa HeE
YKa3bIBAa€TCs B MHCbMaXx.

17. ata noKymMeHTa

JlaToli nOKyMeHTa SBJS€TCSl Jara ero mnojanucaHus (Ipuka3, MUCbMO, 3alKCKa, akT U JIp.),
YTBEp)KICHUS (MHCTPYKLMS, MOJOXKEHHE, NMpaBWia, PErJIaMeHT, IUIaH, OT4eT U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOIM).

Jlata TOKyMEHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, MOAMUCHIBAIOIIUM MM YTBEPXKIAOIIUM
JOKYMEHT, WM TpH pErucTpalud JOKYMEHTa, WJIH HEMOCPEACTBEHHO COCTaBUTEIEM IpHU
MOJITOTOBKE JJOKYMEHTa (CiIykeOHast 3al1cKa, 3asBJICHUE U JIp.).

JIOKYMEHTBI, U3/1aBaeMbleé COBMECTHO C JAPYTUMHU OPTaHU3ALMSIMH JTOJKHBI UMETh OJHY (€INHYIO)
nary.

Jary noxymeHTa ohopMISIOT apaOCKUMU U paMH B MOCIEI0BATEIbHOCTH:

e JIeHb Mecdla, Mecsl, roia. JleHp Mecdna U Mecall oQOPMISIOT ABYMs MapamMH apaOCKuX
uudp, pa3geNeHHbBIMH TOYKOW; TOJ - 4YeThIpbMS apaOCKuMu IudpaMy, HampuMep:
01.12.2017. Byksa "r" mocie uu¢p He CTaBUTCS.

e TMpU CIOBECHO-IUGPOBOM criocobe ohopmiIeHHs JaThl JIEHb MECsAIa yKa3bIBaeTCs Mapou
apabckux 1Mdp, roa 4eTbIpbMs apabckuMu udpamu, Hanpumep: 12 nexadbps 2017 r.




18. PerucrpanyoHHbIi HOMEP JOKYMEHTA

PCFI/ICTpaI_II/IOHHBIf/'I HOMep [[OKYMGHTa HpOCTaBHHeTCSI B COOTBCTCTBHUU C CI/ICTCMOI;'I peFI/ICTpaI_II/II/I,
MPUHSATOM B IIKOJIE.

Perucrpaimonnsiii HoMep MPUCBAaMBACTCS JOKYMEHTY MOCJE €0 MOMUCaHUsl (YTBEPIKICHHUS ).
CchbllKa Ha PerUCTPAlMOHHBIA HOMEP | JIaTy JOKYMEHTa

Ccpuika Ha UCXOJALINM HOMEp U JaTy JOKYMEHTa aJIpecaHTa BKIOYAeT B ce0sl perucTpaliOHHBIN
HOMEp M JIaTy JIOKyMEHTa, Ha KOTOPBIH JIOJDKEH OBITh JIaH OTBET.

19. Mecto cocTtaBieHus (M31aHUsI) TOKyMEHTa
MecTo cocTaBneHHs MM U3/IaHUs TOKyMEHTa - "Topon ..." - yKa3bIBaeTcs Ha OJIaHKaX MPOTOKOJIOB
U aKTOB, COCTABJISIEMBIX B 00I1€00pa30BaTENIbHON OpraHU3alHu.

20. Anpecar

B pexBusute "Anpecat" ncnoiap3yroTcs o(uIIHaNbHBIE HAMMEHOBAHUS OPTaHOB TOCYJApCTBEHHOM
U UCHOJHMUTENBbHOM BIIACTH, OpPraHOB MECTHOI'O caMOyIpaBlieHUs, opraHuzanuid. Jlomyckaercs
HCIO0JIb30BaTh O()ULIMATBHO NPUHATHIE COKPAIIEHHbIE HAUMEHOBAHUS OPIaHOB rOCYJapCTBEHHOHN U
UCIIOJHUTEJIbHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIIpaBJIEHUs, OpraHU3alui.

[Ipun agpecoBaHMM JOKYMEHTa JOJKHOCTHOMY M YacTHOMY JIMIY HMHHULMAIBI CTaBITCA IOCTE
hamunn.

Ipumep - Pykosooumenio OOO «Cmpoumensvy
Damunus U.0.

PexBusut "anmpecatr" mpocTtaBisieTcs B BEpXHEH MpaBoil 4acTU JNOKyMeHTa (Ha OJIaHKE C yIIOBBIM
pacrlojoKEHUEM PEKBU3UTOB) HIIM CIpaBa TMOJ pPEKBU3UTaMH OyiaHka (MpU MOPOAOIHHOM
pacrnosokeHuu pekBu3nuToB OnaHka). CTpokM pekBu3uTa "ajgpecar” BBIPAaBHUBAIOTCSA IO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTENIBHO CAMOM JIJIMHHOW CTPOKH.

IIpn anpecoBaHnu JoKyMeHTa Oe3 yKa3aHHs JIOJDKHOCTHOIO JIMIIa HAaUMEHOBAHUS aJpecaToB
MULITYTCS B UMEHUTEIBHOM IaJeKe, HallpUMEp:

Opeanvr cmamucmuxu 2opooa Mockewvl

IIpu angpecoBaHMM JTOKYMEHTa PYKOBOAMTENIO OpraHU3allMM HAUMMEHOBAaHUE JOJKHOCTH
YKa3bIBACTCS B IATEITLHOM TaJIekKe, HalpuMep:

I'enepanvromy oupexmopy OOO «H30anuey

Damunua U.0.

[TouToBBI ajapec He yKa3blBaeTCs B JIOKYyMEHTaX, HAlpaBIsIeMbIX B BBICIIHE OPTaHbI
TOCYJapCTBEHHOH BIIacTH, e/iepaibHbIe OPraHbl HCIIOTHUTENBHOW BIACTH M X TEPPUTOPHATIEHBIC
OpraHbl, OpraHbl TOCYAAPCTBEHHOM U UCTIOJIHUTEILHON BIIACTH, TOCTOSI HHBIM KOPPECTIOHICHTaM.
[Tpu ampecoBaHnyM MUChMA B OPTaHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHHE, 3aTE€M TIOUYTOBBIN apec,
Hanpumep:

Tocyoapcmeennoe  yupesxcoenue  Bcepoccutickuii  HAyYHO-UCCIE008aMENbCKULL  UHCMUMYM
O00KYMEeHmMOBe0eHUsl U APXUBHO20 Oelld
IIpogpcorosnas ya., 0.82, Mockea, 117393

IIpu agpecoBaHUM JOKyMEHTa (PU3MUECKOMY JIMIly VYKa3blBalOT (aMWINI0O W HHHUIHAIBI
MOJIy4daTesisl, 3aTeM OYTOBBIN aJpec, HapUMep:

Ilemposy U.11.
IIpouszeoocmeennas yn., 0.5, k8.12,



2. Mockea, 119633

PexBuzutr "Anpecar" He MOMKEH coaepxkarh Ooiiee derbipex aapecartoB. Crmoo "Komms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajipecaraMu He ykasbiBaercs. [Ipu uumcie aapecatoB Ooiee 4-x
COCTABIISICTCSI CITUCOK PACCHUIKU JTOKYMEHTA.

Ecnu nokyMeHT OTHpaBisieTcss B HECKOJBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOJBKO
CTPYKTYPHBIX TIOJIpa3c/ieHUi OpraHa UCTIOTHUTEILHOM BIIACTH, TO OHU YKA3bIBAIOTCSI 00OOIICHHO.
[Tpumep:

Pyxosooumensm yupescoenuii CIIO

20. I'pud yTBEpPKACHUS JOKYMEHTA

I'pud yTBepkIaeHUS MPOCTABISETCS B MPABOM BEpXHEM Yriy aokymeHTa. CTpOKH pPEKBU3WTA
BBIPABHUBAIOTCS 110 JIEBOMY Kpal0 WM LEHTPUPYIOTCS OTHOCHUTEIIBHO CAMOW JIJIMHHOW CTPOKH.
JIOKyMEHT  yTBEp>KIAeTCs  JOJDKHOCTHBIM  JIUIOM  (JIOJDKHOCTHBIMH — JIMIIAMH) WA
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAaHOBJICHUEM, PELICHUEM, TPUKA30M, PACTIOPSKEHUEM).
[Ipu yTBepkIeHHH HOKYMEHTA JOHDKHOCTHBIM JIMIIOM TpU( YTBEPXKICHHS JIOJDKEH COCTOSITh W3
cioBa YTBEPXJIAIO (0e3 kaBblueKk), HAUMEHOBAHUS MJODKHOCTH JIUIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €T0 MOJIKUCH, UHUILIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUSI.

ITpumep:

VTBEPXJIAIO
Jupexmop MBOY [llxona Ne 1238
U.0. ©amunua

21. Jlata

[Ipu yTBepkI€HUN TOKYMEHTA HECKOJIbKUMHU JOHKHOCTHBIMU JTUIIAMHU WX TOJIIIMCH PACIIONIaraloTCs
Ha OJIHOM YpOBHE.

[Ipu yTBepkaACHHHN TOKYMEHTA PACHOPSIUTEIBHBIM TOKYMEHTOM TpHQ YTBEPKICHHS COCTOUT U3
cnoB YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJEHbI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBAaHMEM BHJA YTBEPKIAEMOro JOKYMEHTa, HAMMEHOBAaHUsA BHJIAa JOKYMEHTa B
TBOPHUTEIBHOM MAJIEkKE, €r0 AaThl, HOMEPA.

ITpumep:

VTBEPK/I[EHO
npukazom MBOY Illxona Ne 1238
om 01.03.2020 Ne 57
22. 3arojioBOK K TEKCTY
3arojJoBOK K TEKCTy - KpaTKoe Cojep)KaHue JJOKYMEHTAa. 3arojioBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npemsiorom "O" ("O6") u oTBevaer Ha Bompoc "o yem?"):
e mpukas (0 ueM?) 0 CO3AaHUU KOMUCCHH;
e mpuka3 (0 yem?) 00 yTBEpK/IE€HUHU IITATHOTO PACIUCAHMUS;
e THCHMO (0 YeM?) O MpeOCTaBICHUH UH(DOPMAIIUH.
3aroJ0BOK K TEKCTY 0(OPMIISICTCS 1TO/T PEKBU3UTAMH OJIaHKA CJI€Ba, OT TPAHHIIBI JIEBOTO TIOJIS.
HaumenoBanue (3aroyioBok) MO0 aHHOTAIMs JOKYMEHTa COCTaBJIIETCSI aBTOPOM IIPOEKTa
TOKYMEHTA.
3aroJoBOK K TEKCTY MOXKET HE COCTaBIIATHCS, €CIIM 00bEM JJOKYMEHTA He MPEBBIIIAET 4-5 CTPOK.

23. TekcT JOKyMeHTa
JlokymeHTBI 0011e00pa30BaTeIbHOW OpPraHU3allid COCTABIISIIOTCS Ha TOCYAApPCTBEHHOM SI3BIKE
Poccuiickoit deneparuu - pyccKkoM.




TekcT MOKyMEHTa MOKET COJIepX aTh pPa3elbl, MOAPA3ENbl, MyHKThI, TIOIMYHKTBI, HyMEpYyeMbIC
apabckumu 1udpamu.
B mpukasax TeKCT TOKyMEHTa U3JIaratoT OT IMEePBOTO JIUIA €IUHCTBEHHOTO YUCIIa (ITPUKA3BIBA0Y)
B nmoxymeHTax KOJUIETHAIBHBIX M COBEMIATEIBHBIX OpraHax OT TPEThEro JIMIa €IUHCTBEHHOTO
grcina: («coOpaHue... perInin)
Texkct mnpoTOKONa W3JIAraeTcss OT TPETHEro JIHMIAa MHOXECTBEHHOTO YHCHa  («CITyIIamm,
«BBICTYIIUIINY, «ITOCTAHOBUITNY, «PEIIHIIN),
B coBMeCTHBIX JOKyMEHTaX TEKCT H3JararoT OT II€pBOTO JIMIlAa MHOXECTBEHHOTO YHCJIA:
(«TIpHKa3bIBAEM», KPELINUIINY).
B 1e10BBIX (CIyKE€OHBIX) MUCbMAaX MCHOJIB3YIOTCS (DOPMBI M3JI0KEHNUS

e OT TEPBOrO JIMIIAa MHOXECTBEHHOTO YHCIAa (IIPOCHM HAIPABHUTHY», MPEICTaBIsIEM Ha

paccMOTpeHHE»);

e OT TpeTbero Jmua enuHcTBeHHoro uucia («Aamunucrpanus OV Ilkoma Ne 1238 ne
BO3paXKaeT»);

e OT IMEpPBOTO JIMIA EIUHCTBEHHOTO uYHcia («CUUTA0 HEOOXOAHMMBIMY», «IIpeiJiararo
paccMOTPETHY).

[Tpu ynorpebnenuu B TekcTe (HaMUIUil JIUI] MHUIIHABI YKA3BIBAIOTCS TIOCTIE (PaMIIIHH.
B nenoBbIx (cly:keOHBIX) MUCbMaX MOTYT UCHOJB30BAThCS:
e BCTYNUTEIbHOE OOpallleHuE:
YVeaowcaemwiii cocnooun Hearnos!
Yeaowcaemas cocnoorca Ilemposa!
Yeaorcaemwviti Huxonaui Ilemposuu!
Yeaowcaemasn Onvea Huxonaeena!
Veaoicaemvie 2ocnooa!

B oOpamennn 1o JODKHOCTH HAaWMEHOBAaHHWE JOJDKHOCTH THIIETCS C TMPONMUCHOH OYKBBI, B
oOpareHuy 1o (haMUITMKF HHUALIAAIBI JINIA HE YKa3bIBAFOTCS.

e 3aKIIIOUWTENbHAS STUKETHas ¢pasa:
C ysaoicenuen, ...

Crpanuibl TOKyMEHTa HyMEpYIOTCs, HaulHasi CO BTOPOTO JIMCTa JOKyMEHTa apaOCKuMH 1udpamu
IIOCEPEIUHE BEPXHETO I10JI.

Tekcr nokymMeHTa OTHENSETCS OT 3aroJIoBKa JABYMS WJIM TPEMs MEKIyCTPOYHBIMM HHTEpPBAIAMU
HCIIOJIb3YEMBIMU B TEKCTE.

24. OTMETKA 0 IPUIOKEHUU

OTMeTKa 0 MPWIOKCHHH HCIOIB3YeTCsl TPH OPOPMIICHHH THCEM W TMPHIOKCHHH K TUTaHAM,
MporpaMMam, OT4eTaMm, MOJIOKEHUSAM, TIPaBUIIaM, HHCTPYKIIHSM U IPYTUM

JOKYMEHTaM.

B muceMax oTMeTKa 0 MpHIIOKeHUH 0(OpMIISIETCsI IO TEKCTOM MHUChbMa Ha paccTosiHuu 1,25 cM ot
TPaHUIIBI JIEBOTO IO, Ecu mpuiioskeHne Ha3BaHO B TEKCTE IMHChbMa, B OTMETKE O MPUIIOKESHUU
YKa3bIBAETCS KOIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISIPOB MPHIIOKEHUS, HAIIPUMED:

Ipunoocenue: na 3 1. 6 1 k3.

HpI/I HaIn4yuu HCCKOJIBbKHX HpHHO)KCHPIfI, B OTMCTKEC O IPUITIOKCHUU OHHU HYMCPYIOTCA,
YKa3bIBAIOTCA HAMMCHOBAHUA KaXIOTO MPHIIOKCHHA, KOJINYECTBO JIMCTOB W KOJHMYECTBO
OK3CEMIIIAIPOB, HAIIPUMCED:

Ipunoocenue:
1. Inau-epagpux ... na 3 1. 6 2 3K3.
2. Cnpaska o noomeepaicoenuu pakma ooyuenus... va 1 1. 6 1 3x3.



Ecnu npumnoxeHus: cOpoIopoBaHbl, TO KOJUYECTBO JHCTOB HE yKa3blBaeTca. Eciau mpuiiokeHue
HaIMpaBIIIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJIpeca, TO OTMETKY O €ro HAJIMYUH O()OPMIISIOT
CIIeyIOIKUM 00pa3oM, HallpuMep:

Ipunooicenue: na 3 1. 6 1 5K3. monvKo 8 nepawlil aopec.

Ha npunosxeHusx K mpasuiaaM, HHCTPYKLHAM, IOJIOKEHUSAM, IUIAHAM, IIporpaMmam, 10roBOpaM U
APYTUM JOKYMEHTaM OTMETKA O IMPUJIOKEHUHU IPOCTABIISIETCS HA IIEPBOM JIMCTE IPHIIOKCHHUS B
IIPaBOM BEPXHEM YTIIy.

Ecnu npunoxxeHne ofHO, OHO HE HyMepyeTcs. Eciu nmpuiiokeHui HECKOJIbKO, OHU HYMEPYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcte mokyMeHTa mpH IepBOM YIIOMHHAHUH JOKYMEHTA-TIPUIOKEHHUSI B CKOOKAaX YKa3bIBaeTCs:
... (mpuioxenue) wiM ... (MpujoxkeHue 1); mepes HOMEPOM MPUIIOKEHHUS JOMYCKAeTCsl CTaBUTh
3HaK HOMepa: ... (mpuitokeHue N 2);

B oTmeTke 0 MpUIIOKEHWH YKa3bIBaeTCsl HAMMEHOBAHWE BUIA OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMEp, HarpuMep:

Ipunoowcenue N° 2 k npukazy MBOY Illkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunoxeHneM K JOKYMEHTY (Hampumep, K IpuKa3zy) SBISETCS YTBEP)KIaeMbIil TOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKLUS, PErJIaMEHT U JIp.) B BEPXHEM IIPaBOM YIJIy MPOCTaBISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPU YTBEPKACHUS, HAIIPUMEP:

Ipunoocenue
YTBEPXJIEHO
npuxazom MBOY lkona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexksusuta "OTMeTKa 0 NMPUIOKEHUH" OIKEH COOTBETCTBOBATh BHUIY U
pasmepy mpudra TeKCTa T0KYMEHTA.

25. 'pud cormacoBaHus IOKYMEHTA

I'pud cornacoBanusi JOKyMEHTa UCHOJIB3YETCs IIPU COTIACOBAHUU JJOKYMEHTA ¢ OpraHaMH BJacTH,
OpraHu3alMsIMu WK JOJDKHOCTHBIMU Jmiiamu. OH cocrout u3 cioBa “COI'JTACOBAHO”,
JOJDKHOCTH  JIMIIA, KOTOPBIM COIJIACOBaH JOKYMEHT (BKJIKOYas HAWMEHOBAHUE OpraHU3alluM),
JUYHOM MOJIHUCH, paciin(pOBKU MOJNUCH (MHUIIMAJIOB, (JaMIJINK) U IaThl COTJIACOBAaHUS.

[Tpumep:

COI'JIACOBAHO

Lupexmop MBOY [llkona Ne 1238
U.U. Heanos

01.12.2017

I'pud cormacoBanusi B 3aBUCUMOCTH OT BUJA JOKYMEHTa U 0COOEHHOCTEH ero ohopMIeHHs MOXKET
IPOCTABJIATHCS:

e Ha MEpPBOM JIUCTE JAOKYMEHTa (€CIu JOKYMEHT MUMEET TUTYJbHBIN JIHCT, - HA TUTYJIbHOM
JIUCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEPKICHHUS WU TMOJ HauMEHOBAaHHEM
JOKyMeHTa OJiKe K HIDKHEMY TIOJTIO);

e HA MOCJIEIHEM JINCTE JOKYMEHTA I10J] TEKCTOM;

e HA JIUCTE COIJIACOBAHUs, SBJSIOMIEMCSI HEOThEMIIEMOM YaCThIO JOKYMEHTA.




BHemiHee corimacoBaHHe TakKe MOXET OBITh OCYIIECTBICHO IPYTUM JIOKYMEHTOM - ITHCHMOM,
IIPOTOKOJIOM, ITPHUKA30M.
IIpumep:

COI'JIACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue mpoeKTa JOKyMeHTa 0(hopMIISeTCsl BU3OH.

Buza mpocraBisiercss cOOCTBEHHOPYYHO JIMIIOM, BU3UPYIONIUM JOKYMEHT, W BKJIIOYAaeT B ce0s
HAaUMEHOBAHME JOJDKHOCTH BH3UPYIOUIET0, €ro JHMYHYI0 MOANHUCH, PACHIM(POBKY MOANUCU
(vHUIMATEL, (PaMUIHIO) U AATy.

[Tpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlonyckaeTcs OIMCTHOE BUBUPOBAHUE JOKYMEHTA U €ro IIPUIIOKEHUH.

IIpy Hamuuyuu 3aMedaHuii, JOIOJHEHMM K IPOEKTy JOKyMEHTa BM3a JIOMNOJHAETCA
COOTBETCTBYIOILIUM YKa3aHUEM.

JIns nOKyMeHTa, NOJJIMHHHUK KOTOPOrO OTIPABISAIOT M3 IIKOJBI, BHU3bl IIPOCTABIIAKOTCA HA
9K3EMILIIPaxX JOKYMEHTOB, IOMEIAEMBIX B JEII0.

Jlnst noKymeHTa, MOJJIMHHUK KOTOPOT0 OCTAeTCsl B IIKOJIE, BU3bI COTJIACOBAHUS IIPOCTABIIAIOTCS HA
000poTe MOCJIEAHEr0 JIMCTA MOAJMHHUKA JOKYMEHTa WM Ha IOCJIEJAHEM JIUCTE JOKYMEHTa IOJ
MOAIHCHIO.

27. Hoanuce
[Toamuch BKIIOYAET: HAWUMEHOBAaHUE JOJDKHOCTH JIMIA, TMOAMKMCABIIErO JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOJNHUCH; pacIM(PPOBKY MOJMUCH (MHULUAIIBI, (paMuIIus):
ITpumep:

Hupexmop nuunas noonuce 1.0.Pamunus

Ecnu nmoxkymeHnT odopmien He Ha OJaHke, B HAMMEHOBaHWE JIOJDKHOCTH BKJIFOYAETCS
HaWMEHOBaHHE 00111e00pa30BaTEILHON OpraHu3aiy (MOJIHOE Ha3BaHWE MIKObI). JlomyckaeTcs B
pexkBuzute "lloamuck MOMKHOCTHOrO Juna" IEHTPUPOBATH HAUMEHOBAHHME JIOJDKHOCTH JIHIIA,
moAMrUCaBIICTO JOKYMCHT, OTHOCUTCIIBHO caMou HHHHHOfI CTPOKH.

[Ipyn moanucaHuM TOKYMEHTa HECKOJbKUMHU JODKHOCTHBIMHU JIMIIAMU Pa3HBIX JOJDKHOCTEH HX
MOJIMCH PACIIONIaraloT OJHY MOJ JAPYrod B MOCIEIOBATEIBHOCTH, COOTBETCTBYIOUICH HEpapXuu
3aHMMAaeMO TOJKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuce 1U.0.D.
3amecmumens oupexmopa nuunasn noonuce U.0.P.

[Ipy noanMcaHuM JIOKYMEHTa HECKOJIbKMMH JIMIIAMU PAaBHBIX JIOJDKHOCTEH HX TMOJIINHUCH
pacnoiaraiT Ha OJJHOM ypPOBHE.

B nokymeHTax, cOCTaBIEHHBIX KOMHUCCHEH, YKA3bIBACTCS CTATYC JIMLA B COCTaBE KOMHCCHU:
MIPOCTABIICHHEM KOCOW depThl Tepe]] HAaUMEHOBAaHHEM JIOJDKHOCTH ([0OABIATH Kakue- JHO0
MIPUCTABKN).



Ecan nupexkrtop wiaM WMHOE YHOJHOMOYEHHOE Ha MOAMUCAHUE JIOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYeT (OTHYyCK, OOJIe3Hb, KOMaHIMPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOAMKUCHIBAET  COTPYIHUK, YIOJIHOMOYEHHBIM Ha  MOJMHWCAHUE B  COOTBETCTBUH  C
paclopsAUTEIbHBIM IOKYMEHTOM WJIM HAJIeJICHHBIN MOJHOMOYUSMH, YCTAHOBJICHHBIMHU MPUKA30M
ukosbl uin yupenurens (JIOrM), ¢ ykazanuem cBOei 10KHOCTH U TTOJIHOMOYHS, HAIPUMED:

3amecmumens oupexmopa noonuce U.0. Qamunus

WITH:

HUcnonusrowuii 0oszannocmu oupekmopa noonucs M.0. @amunus
WK

u.0. oupekmopa noonucs U.0. @amunus

PexBuzut "lloanucek JOMKHOCTHOTO JUIA" MOXET OBITh OQOPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAaHUM CIYKeOHOM 3amucKku 0e3 NPUMEHEHHS TEXHHUYECKHX
CpencTB) TUO0 OPOPMIICH C UCTIOIH30BAHUEM TEXHUYECKHUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch OMDKHOCTHOTO Jnna" € HCHOJIB30BaHUEM
TEXHUYECKHX CPEJICTB BUJ W pazMep mpu@Ta yKa3aHHOTO PEKBH3HTAa HE MOXKET OTJIMYATHCS OT
BUJIA M pa3Mepa MpuQTa OCHOBHOT'O TEKCTA TOKYMEHTA.

PexkBusur "llognuch [MOMKHOCTHOrO JMHA" OTAENSETCS OT TEKCTa TpeMsi WIM YEeThIpbMS
OJIMHAPHBIMU MEKyCTPOUYHBIMU HHTEPBAJIAMHU.

28. Ileuath

[leyarp sBAsieTCS COCOOOM IMOATBEPXKAECHUS MOUIMHHOCTH MOJNUCH JOKHOCTHOIO JIMIA Ha
nokymeHre. [leyatb cTaBUTCA Ha JOKYMEHTaX B CIIydasx, MPEAyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WJIA UHBIMH HOPMAaTHBHBIMH MTPABOBBIMU aKTaMH.

[ledaTh craBUTCA Ha CBOOOJHOM OT TEKCTa MECTe, MPU STOM OTTHCK I€4aTH HE 3aXBaThIBACT
JIMYHOM MOAINUCU JOHKHOCTHOTO JIMIA MOJINKCABUIETO JOKYMEHT, WJIH B MecTe, 0003HaYeHHOM
«MII» («MecTo edatny).

B nokymeHTax, mOJAroTOBIEHHBIX Ha OCHOBE YHU(PHUIIMPOBAHHBIX (POPM, IIeUaTh CTAaBUTCS B MECTE,
o06o3HaueHHOM oTMeTKo# "MII" unu nHeIM 00pa3zom.

29. OTMeTka 00 UCTIOJIHUTENE

OtMmerka 00 wcmonHUTENE (aBTOpE) NOKYMEHTAa MPOCTABISETCS Ha MUCHhMAax IIKOJIBI B JIEBOM
HUKHEM YTITY JIMIIEBOM CTOPOHBI MOCEIHEro JUCTa JOKYMEHTA OT TPAHMUIIBI JIEBOTO OIS UITH, IPU
OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CIIEBA.

OtmeTka BKJIIOYAET (aMWINIO, UMS, OTUYECTBO HCIIOJHHUTENS U HOMEp ero tenedoHa, a TakKe
OTMETKa 00 WCIIOJHHUTEIE MOXKET JIOMOJHATHCS HAWNMEHOBAHUEM JIOJDKHOCTH M DJICKTPOHHBIM
aJIPECOM HCIIOTHUTEISL.

[Tpumep:

Hsanoe Uean Hsanosuu, cneyuanucm no oxpane mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. OT™meTKa 0 3aBepeHUH KOIHUH

Jljis IOATBEPkKACHUS COOTBETCTBUS KOMMU (BBIMUCKU U3 JOKYMEHTA) MOJIMHHUKY JIOKyMEHTa Ha
MOCTIeTHEM JIUCTE KOMUHU (BBIMUCKU W3 JOKyMeHTa) moj pekBusuToM "[loamuces" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOIIHH.

OTmeTKa O 3aBepeHUM KOMMM BKIIIOYAET: CIOBO «BepHO», HauMEHOBaHHME [TOJKHOCTH JIMLA,
3aBEpUBIIETO KOMUIO, COOCTBEHHOPYYHYIO TMOAMKUCH, paclIMPpOBKY MOAMUCH (MHHUIHAIIBI,
(bamunuio), 1aTy 3aBepeHHst KOIMH JOKYMEHTA.




PexBu3ur «OTMeTKa O 3aBepeHHM KOMHMM» MOXET OBbIThb oOQopMIeHa OT pPyKH HWIH C
UCIIOJIb30BAHNEM IITAMIIA.
JlomyckaeTcs 3aBepsATh KaXIbli JTMCT MHOTOCTPAHUYHOM KOIIMU JOKYMEHTA.

31. OrMeTKa 0 IOCTYINIEHHUH JTOKYMEHTA

OTMeTKa O TOCTYIUIEHUH JOKYMEHTa COJEPKHT BXOMSIIUA PETUCTPAIMOHHBIA HOMEpP M JaTy
MOCTYIUICHUS JOKyMeHTa. JlomyckaeTcsi yka3aHHME 4YacOB UM MHUHYT MOCTYIUICHUS JIOKYMEHTa C
3aBEPEHHUEM TOMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 OCTYIJICHUU JOKYMEHTa MOKET MPOCTABJISITHCS C MCIIOJIb30BAHUEM IITaMIIa.

32. Pesomronus
Pe3ouronins COAEPIKUT yKa3aHUE 110 MCIONHEHHIO AoKyMmeHTa. OHa oopMisieTcs Ha CBOOOIHOM

MeCTe paboyero mnosjis J0KyMeHTa.

Pe3omtonust BkitouaeT B ceOsi: (paMUITUI0, MHUIMATIBI UCTIOHUTENS (UCIIONIHUTENEH ), TOpyYeHHUE 110
JTOKYMEHTY, TIOJIIICh aBTOpa PE3OJIOIUH U AaTy OPOPMIICHHSI PE3OITIOIIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOMIET0 MOpyYeHUEe, MOXKET BKIIOYaTh B ceOsl TakKe CPOK
WCTIOTHEHUS JOKYMEHTA.



