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1. O6me nosnoxeHust

1.1. Hacrosmas WHCTpyKIMS MO ACIONPOM3BOACTBY B IIIKOJIE pa3padOTaHa B COOTBETCTBHH C
®denepalbHBIM 3aKOHOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoit @eneparuu’ ¢
u3meHenussmu ot 2 wuronsa 2021 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHmZapTOB IO
uHpopManuy, OUOIMOTEYHOMY W H3JaTelIbCcKOMy Jeny, «OpraHu3aloHHO-PaCIOPSIUTEIbHA
JNOoKyMeHTanus.  TpeOGoBaHuMs K  O(QOpPMIIEHHIO  JIOKYMEHTOB», a  Takke  YCTaBOM
0011e00pa30BaTeIbHON OpraHu3aluy U APYTMMU HOPMAaTUBHBIMU NPAaBOBBIMU akTamu Poccuiickoi
Ddenepanum, periiaMeHTUPYIOLUIMMHU AeSITeIbHOCTh 00111€00pa30BaTeIbHBIX OPraHU3aIUi.

1.2. Jlannas WHCTpyKuMs 1o JeNONPOU3BOACTBY B IIKoyie (manmee - WMHCTpykums) oOo3Hayaer
IpaBUiIa MOJArOTOBKM M O(OPMIIEHUS JIOKyMEHTOB B 00I11€00pa30BaTeIbHOW OpraHu3aluH,
orpenenser CTaHaapThl 0(OPMIICHUS PEKBH3UTOB, OJAHKOB JIOKYMEHTOB, COCTaBJICHUS MPUKA30B,
HOJIOKEHUH MHCTPYKLMH, a TaKkKe perjaMeHTupyeT (opMuUpoBaHUE Jel U UX TEKYyILIee XpaHEHHE,
MOJATrOTOBKY JIOKYMEHTOB M JIel K IepeJadye Ha apXWBHOE XpaHEHHE B 00Ieo0pa3oBaTelbHON
OpraHH3aLUH.

1.3. UnCcTpyKIMs MO JIENONPOU3BOJCTBY pa3paboTaHa B LENAX YCTAaHOBJICHUS €IUHBIX TPEOOBaHMIA
K TIOATrOTOBKE, 00pa0OTKe, XpaHEHUI0 U MCIIOJb30BAaHUIO OOPa3yIOUIMXCS B JAEATEIbHOCTH
00111€00pa30BaTeIbHON OpraHU3allM M TOCTYMAIOIMX B IIKOJY JIOKYMEHTOB, a TakKxKe
COBEpPILEHCTBOBAHUS M MOBBIMIEHUS 3()P(PEKTUBHOCTU AEIONPOU3BOACTBA 001IE00pa30BaTEIbLHOM
OpraHHU3aIUH.

1.4. Tlonoxenuss MHCTpyKUMHU pacnpoOCTpaHAIOTCS Ha OpraHu3aluio padoThl € JOKYMEHTaMH
HE3aBUCHMO OT BHJA HOCHUTENSA, B TOM YHCJIE€ C ODJIEKTPOHHBIMH JOKYMEHTaMH, BKIIIOUYAs
HOJArOTOBKY, OOpa0OTKY, XpaHEHHE M MCIOJIb30BAaHUE JOKYMEHTOB, OCYLIECTBISEMBIMH C
MOMOIIBI0 UHPOPMALMOHHBIX TEXHOJIOTHH.

1.5. Opranuszanuio, METOIMYECKOE PYKOBOJICTBO, COBEPLICHCTBOBAHHE JEIONPOM3BOJCTBA U
KOHTPOJIb 332 COOJIOZCHNEM HacTosmeld VMHCTPYKIMKM B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 3a
BEJICHUE JIeIIONPOU3BOJICTBA.

1.6. IlpaBa u 06s13aHHOCTH PAOOTHUKOB, OCYIIECTBISIFOIINX pabOTy C JOKYMEHTaMHU B CTPYKTYPHBIX
HoJpa3/ieNieHusIX  00Ieo0pa3oBaTebHOW — OpraHu3allii, YCTAHABJIMBAIOTCS — JOJDKHOCTHBIMU
WHCTPYKIUSMH U MIPHUKA30M JHPEKTOpA.

1.7. CBenenus, conepxaiyecs B JIOKyMEHTaX, MOTYT ObIThb HCIOJIb30BaHbl TOJBKO B paboumx
[ENAX B COOTBETCTBUH C TIOJHOMOYHSIMH COTPYAHHKA, paOOTaroIIEro ¢ JoKymMeHTtamu. Pabora ¢
JIOKYMEHTaMH BHE MOMEUICHUH HIKOJbl He Jomyckaercs. Ilpu yTpaTe HOKyMEHTOB NMpPOBOAMTCS
ciyxeOHasi MpoBepKa.

1.8. Ilpu yxozme B OTHYCK, IepeBoje (ImepeMelleHHH) MO0 pabdoTe WM B Clydae YBOJbHEHMS
COTPYAHMK O0s3aH TiepelaTh BCE HAXOMNAIIMECS Yy HEro JAOKYMEHTHI WHOMY COTPYIHHKY,
OTpesIeIEHHOMY B COOTBETCTBUHU C YKA3aHHUEM HEMOCPEICTBEHHOTO0 PYKOBOJIUTENS YBOJBHSIEMOTO,
YXOJSIIIIETO B OTIYCK WJIHM MEPEBOIANIETOCA (IepeMENIaeMoro) rmo paboTe CoOTpyaHHKa.

1.9. UncTpykuus o0s3aTesbHa A COONIIOICHHUSI BCeMU pabOTHUKAMHU IIKOJIbI. BHOBE pUHSATHIE Ha
paboTy COTPYTHUKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOIHUT BEACHHE TOKYMEHTAIlUH, B
TedeHue TpEX pabouux JHEH co JTHSA M3JaHMA NMPHUKa3a 0 HA3HAYCHUM Ha JOJDKHOCTB JOJDKHBI ObITh
03HAaKOMJICHHI ¢ HacTosAmen MHCcTpyKmen moja nognuch.

2. [lpaBujia NnoaAroTOBKYU M 0(hoOpMJIEHHS TOKYMEHTOB

2.1. B [edaTenhbHOCTH IIKONBI CO3JAaeTCs KOMIUIEKC OPTaHU3aIlliOHHO —pPacIopsSAUTEIbHBIX
JIOKYMEHTOB: NPHUKa3bl, MOJOKEHUS, NPaBUia, UHCTPYKLUHU, PETJIAMEHTBI; IIPOTOKOJIBI 3aCEqaHUM
(coBemiaTenbHBIX, KOOPAWHALMOHHBIX, SKCIEPTHBIX M [Jp. OpPraHOB), AaKThl, AHAIUTUYECKUE
CHpPaBKM, JOKJIAJHBIE M CIYy)XEOHbIE 3alMCKM, JOTOBOPHI (KOHTPAKTBI, COTJIAIIEHUS), AEJIOoBas
(cmyxeOHas) Tiepenucka MW Jp. COCTABISIOTCS W OQOPMIISIOTCS CHEIUAIbHBIE JTOKYMEHTHI,
CBsI3aHHBIE C ITAHWPOBAaHUEM 00Pa30BaATEIbHON JESTEIbHOCTH U OCYILIECTBIEHUEM X035 CTBEHHBIX
MEPONPUITHHA, BEACHHEM Y4eOHO-TIEJarOrMuecKoro yd4eTa, OpraHu3alei Jelonpou3BOICTBA
0011e00pa30BaTeIbHOM Opranu3anum, o0ecrneyeHueM OyXTrajaTepcKoro yuerTa.



2.2. JIoKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMa)KHOM HOCHTENIC W/WJIW B AJIEKTPOHHOU (opme ¢
COOJIIO/ICHHEM YCTaHOBJICHHBIX MpaBHJ odopMiIeHHs] JOKYMEeHTOB. [Ipu cozmanum noxkymeHTa Ha
IBYX U OoJiee CTpaHULIAX BTOPYIO U MOCIEAYIOUINE CTPAHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHuI] NpOCTABISAIOTCS MOCEPEIUHE BEPXHETO IMOJI IOKYMEHTa Ha PacCTOSTHUU HE
MeHee 10 MM OT BepxHero kpas jucra. Jlomyckaercss co3laHUE TOKYMEHTOB Ha JIMIEBOU H
000pOTHOW CTOPOHAX JIUCTA.

2.4. IIpu ABYCTOPOHHEM CO3JaHUH TOKYMEHTOB IIMPUHA JIEBOTO MOJIS Ha JIMIIEBOM CTOPOHE JIUCTA U
MIPABOTO TOJISI HA OOOPOTHOM CTOPOHE JINCTA IOJDKHBI OBITH PABHBI.

3. PeKBU3HUTHI IOKYMEHTOB
3.1. Jlng peKBU3UTOB JIOKYMEHTOB, CO3/IaBacMbIX B O0IIE0O0pa30BaTEIbHON OpraHu3aIiH,
yCTaHaBIWBAIOTCS NpaBuiia U TpedoaHus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBH3UTOB KOHKPETHOTO JOKYMEHTA OTIPEJIENISIETCS €r0 BUAOM U Ha3HAYCHUEM.
3.3. Ilpu noaroroBke M oQGOPMIICHUH JOKYMEHTOB B IIKOJIC HCIIOJB3YIOTCS CIEIYIOIINE
PCKBU3UTHI:

e KOj (hOpMBI TOKYMEHTA;

e HAMMCHOBAHUE IIKOJIBI,

e  CIPaBOYHBIC IAHHBIC O IIKOJIE,

e HaMMCHOBAHHE BUJA JJOKYMEHTA;

e JIaTa JIOKyMEHTA;

e  PETrHCTPAIOHHBIN HOMEP IOKYMEHTA,

e  CCBUIKA Ha PErHCTPAIMOHHBII HOMEP U JIaTy IOKYMCHTA,

e MECTO COCTaBJeHUs (M3/1aHUs) JOKYMEHTA;

e ajpecar;

e Tpud YTBEPKICHUS TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O IPUIOKCHHUHU;

e Trpud COracoBaHMs JOKYMEHTA;

e BH33;

e TIOJIHCE;

e OTMETKa 00 3JEKTPOHHOU MOAIHUCH;

e IICYaTh;

e OTMETKa 00 UCIIOJIHUTEIE;

e OTMETKa O 3aBEPEHUM KOIHH;

e OTMETKa O MOCTYIJIEHUH IOKYMEHTA,

e PE3OIIOIHSL.

4. B1aHKH JOKYMEHTOB
4.1. JlTokyMeHTHI, co3/1aBaeMbie B 00111€00pa30BaTEIbHOM OpraHu3alnu, 0hOPMIISIOTCS Ha OJlaHKaX,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JHcTax Oymaru opmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenpHBIE BHUABI JTOKYMEHTOB (TaOJMIIBI, CXEMBI, CMETHI) JOIMYyCKaeTcs OQOpMIIATh C
ucnons3oBanueM ¢opmara A3 (420x297vMm). JIOKyMEHTBI, COCTaBISIONIUME BHYTPEHHIOIO
MEepenucKy, OopOpMIISIIOTCS Ha CTaHOApTHBIX JKMcTax Oymaru ¢opmatra A4 (210x297 mm) Ges
UCTIOJIb30BaHUs OJaHKOB.
4.2. Kaxxaprit mucT moKymMeHTa, o()OpMIICHHBIA Ha OJaHKe MM Oe3 Hero, JOJDKEH MMETh IOJIs He
MEHee:

e 20 MM - neBoE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HIXKHEee.



4.3. JlokyMeHTBI JUIUTENbHBIX (CBBIIE 10 JET) CPOKOB XpaHEHHS JIOJDKHBI MMETh JIEBOE TOJIE HE
meHee 30 MM.
4.4, Bunpl 0J1aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B IIKOJIE:

e 0OwIMIi O7aHK;

e OJIaHK IIHCHEMA;

e (OJIaHK KOHKPETHOTO BHJA JOKyMeHTa (OJlaHK IpHKas3a, OJaHK pacnopspKeHus, OJaHk

MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX W MPUMEHSIEMBIX B IIKOJE OJAHKOB IMOJICKAT BKIIOUCHUIO B
UHCTPYKIHMIO TI0  JIeJONPOU3BOJCTBY  0OOIIe00pa3oBaTeIbHOM OpraHM3allud B KauecTBe
IIPUIOKECHUN.

5. Ilpukasbl

5.1. TlpukazamMu OQOPMIIIOTCS PEIICHUs IO ONEPATUBHBIM, OPTaHHU3AIMOHHBIM, YUYEOHBIM,
KaJIpOBBIM U IPYTHM BOIIPOCcaM pabOThI MIKOJIBL.

5.2. TIpoekTsl TPHUKA30B TOTOBSAT OTBETCTBCHHBIC HCIOJHUTEIM HAa OCHOBAHHWH TOPYUYCHUI
JTUPEKTOpa, ero 3amectutenel. [IpoekThl MprUKa3oB Mo TUYHOMY COCTaBY TOTOBUT TUPEKTOP.

5.3. B mpuka3zax TEKCT uznaraercs ot nepBoro juna exuHcrBeHHoro yncia («[IPUKA3BIBAIOy).
5.4. Tekct mnpukaza MOXET COCTOSTh W3 JBYX 4YacTeil: KOHCTaTtupyromei (mpeamOyibl) u
pacriopsIANTEIIBHOM.

5.5. B koHcTaTHpyomeld 4YacTH KpaTKO H3JaraloTcs Lenu H 3aAadd, (akThl ¥ COOBITHA,
MOCTYKUBIIIME OCHOBAaHUEM I M3JaHus npukaza. OHa MOXKET HauyMHAThCs ciioBamu "B memsx",
"B coorBerctBun", "Bo ucnonnenue", u 1.n. Ecnu npukas u3naercs Ha OCHOBaHUM JPYroro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBAETCS HAMMEHOBAHHE 3TOTO IOKYMEHTA, €ro JaTa,
HOMep M 3aroyioBok. [IpeamOyna B mpoektax mpukaszoB 3aBepiiaercs cioBoM «[IPUKA3BIBAIOy,
KOTOpPOE NevyaTaeTcsl 3arjiaBHbIMH OyKBamH.

5.6. PacnopsinurenbHasi 4yacTh JIOJDKHA COJEpPXKaTh MEPEUYHUCICHUE MPEANUCHIBAEMBIX ACUCTBUIN C
YKa3aHUEM HCIIOJIHUTENA KaXKJ0ro JEWCTBHUS M, MPU HEOOXOAUMOCTH, CPOKOB HCIIOJTHEHHUS.
PacnopsimuTenbHas 4acTh JENUTCS Ha IMYHKTHI U MOAMYHKTBI, KOTOPhIE HYMEPYIOTCS apaOCKUMU
nudpamu. JIefcTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh TIEPEUYNCIIECHBI B OJTHOM ITyHKTE.

5.7. B xayecTBe WCIOJTHHUTENCH YKa3bIBAIOTCS 3aMECTHTENH AUPEKTOpa, MpelacedaTrend WiIn
PYKOBOAUTENN pabouuMX rpynn (KOMHUCCHUMN), YUUTENA-NPEIMETHUKH, KJIACCHBIE PYKOBOJIUTEIH W
Ipyrue paboTHUKH 00pa30BaTeIbHOM OpraHU3aIUH.

5.8. Ecim mpuka3 u3MeHseT paHee W3JaHHbIA TOKYMEHT (ITyHKTBI JOKYMEHTA), TO OJIMH U3 ITYHKTOB
pacmlopsiANTEILHON YaCTH TEKCTa JIOJDKEH COAEPKATh CChUIKY Ha M3MEHSEMBIM JOKYMEHT (ITyHKTBI
JIOKYMEHTA) C YKa3aHHWEM €ro JaThl, HOMEpa U 3arojoBKa.

5.9. Ecnu mpuka3 oTMEHseT [eHCTBUE paHee H3JAaHHOTO JOKyMEHTa (IIYHKTOB JOKYMEHTa) C
OTIPENIETICHHOM AaThl, TO OJUH U3 MYHKTOB PACHOPAIUTEIHLHON YacTH TEKCTa JOJKEH HAaYWHATHCA
cinoBamu "llpu3HaTh yTpaTUBIIMM CcuUiy...", JAajiee yKa3bIBaThCsl JaTra, HOMEP M 3arojOBOK paHee
U3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTA), a TakKe Jara, C KOTOPOH OTMEHSETCs ero AecTBHE.
Ecnu nata He ykazaHa, TO JeiiCTBHE paHee H3AAHHOTO JOKyMEHTa (IyHKTBI JIOKYMEHTa)
OTMEHSIETCS C AaThl U3/IaHKsI HOBOTO MPHUKa3a.

5.10. Ecnu mpukas oTMEHSIET paHee U3JaHHBIA JOKYMEHT C MOMEHTA WU3/IaHusl, TO OJWH U3 TyHKTOB
pacropsAUTEeIbHOM YacTH TEKCTa JOJHKEH HAadyMHAThCA clioBaMu "OTMEHUTH..." M yKa3bIBaThCS
JlaTa, HOMEp U 3aroJIOBOK paHee U3/IaHHOTO JOKYMEHTA.

5.11. Ecnu mpuka3 mpenrnosiaraeTcs BBECTH B JIEWCTBHE HE C MOMEHTa €ro M3JaHus, HE0OX0AUMO
yKa3aThb CpPOK BBeJeHHUs ero B aeictBue. llocneqHuil MyHKT pacnopsauTENbHOM YacTU MOXKET
COJIep’KaTh CBEJEHUS O JIOJDKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb 3a HCIIOJIHEHUEM
MpHKa3a.

5.13. TIpuka3pl MOAMHUCHIBAIOTCA TOJIBKO TUPEKTOPOM OO0IIE0Opa3OBaTENbHON OpraHU3allud WU
pabOTHUKOM, UCIIOHSIOLIUM €T0 00sI3aHHOCTH.



5.14. OTBETCTBEHHOCTh 32 0OECIICUCHHE CBOECBPEMEHHOW W KAYECTBEHHOM IMOJTOTOBKH MPOCKTOB
MPUKA30B U MX COIJIACOBAaHHE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU M OPTaHHU3AIUSMHU HECYT
aBTOPHI MPOEKTa MPUKa3a.

5.15. PerucrpanyioHHble HOMEpa IPHUCBAUBAIOTCS IMPHUKa3aM IO MOPSAKY HOMEpPOB B IMpesesiax
KaJICHJapHOTO roJia.

5.16. Jlata peructparuu npukasa sBIsSeTCs IaTOW ero MOIICaHusI.

6. IlpaBuJia, N0JI0KeHUs, THCTPYKIIUU

6.1. IIpaBuna — HOPMATHBHBIN aKT, ONPEACISIOMMUI MOPSAOK KaKoro-mudo BHIA AESATEIBHOCTH,
YCTaHABJIMBAIOIUI WIN 3alIPEILAIOIIUI ONPENEICHHOE IIOBEICHUE.

6.2. [Tono)xeHre — HOPMATUBHBIN aKT, JETAJIHHO PETIIAMEHTHPYIOLIHIA MPAaBOBOM CTATyC, MOPAIOK
OpraHu3aliy U NpoLesypy KaKoro-Imoo BUJIa 1eATEIIbHOCTH.

6.3. MHCTpyKIMSI — HOPMAaTUBHBIA aKT, M3/1aBaCMbIii B IIENSAX DPA3bACHEHHUS M OIPEIEICHUS
HOpsiIKa IPUMEHEHUs COOTBETCTBYIOLIET0O HOPMATHUBHOIO akTa MO0 € LENbI0 yKa3aHHs HOPM O
croco0ax BBIMOJHEHUS OMPEICIICHHBIX Onepaiuil (J1elCcTBHil).

6.4. IlpaBwiia, MOJIOKEHUs, UHCTPYKLUU NMPUHUMAIOTCS (B 3aBUCHUMOCTH OT BUJA JOKYMEHTa) Ha
CoBere mkounbl, 3acenaHusx llemarormueckoro cosera, cOOpaHUSIX TPYAOBOTO KOJUIEKTHBA,
3acenanusax [Ipo¢coro3HOro KOMUTETA MIKOJIBI U JP., YTBEPKIAIOTCS TUPEKTOPOM.

6.5. IlopsmoK MOATOTOBKH MPOEKTOB NPABWII, IMOJIOKEHHS, HHCTPYKIIMH COOTBETCTBYET OOLIEMY
HOPSAKY MOATOTOBKU IPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHU3aIiHy.

6.6. TekcT mpoeKTa IMOJIOKEHUs, MPaBWJ, UHCTPYKLIMHU IeUaTaeTcss Ha YHUCTOM JIHCTE Oymaru
dbopmara A4.

6.7. OTIUYUTENEHBIMU XapaKTEPUCTUKAMH TEKCTOB TPABUII, TIOJIOKEHUS, MHCTPYKIIUH SIBIISTIOTCSL:

e TOYHOCTh IPUMEHSEMBIX (OPMYJIUPOBOK 0€3 MCIOIB30BAHUS CJIOB U MOHATUH, UMEIOIINX
MHO>KECTBEHHBIN CMBICIT;

e HCHOJb30BAHHWE KOPOTKUX MPEIIOKEHUH, OOINENPUHATHIX BBIPAKEHUM M CBS30K, NpHU
HEOOXOMMOCTH - TPEABAPUTEIHLHOE OMPEICICHNE UCTIONb3YEeMbIX MOHSATHH, COKPAICHUH,
ab0peBuartyp;

e OIIMCAaHUE BCEX BO3MOMKHBIX BapMAHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapHaHTOB
NeWCTBUH, T.€. MOJHOTA MPEICTaBICHHs HH(OPMALIUH;

e CTPYKTYPHUPOBAHHOCTh TEKCTa C LEIbI0 JOCTM)KCHHMS HAWIY4lleW MOCIeN0BaTEIIbHOCTH
U3JI0’KEHUS MaTepUaa;

e MMHMMM3AIMS TEKCTa C MOMOIIBIO MPUMEHEHUs 00001eHni (0030pOB MpeoaraéMbIX
JEHCTBHI) U MpUMEHEHHUE MepeurcIeHH (3a/1a4, STaroB, yCIOBUM U T.1.).

6.8. B 3aBHCUMOCTH OT CIIO’)KHOCTH B 00beMa pa3padaThIBAEMbIX MTPABHII, ITOJIOKEHUS, HHCTPYKIHH
- TEKCT JOKYMEHTa JIEIUTCS Ha IJIaBbl, IyHKTHl U MOANYHKTHI. [J1aBbl JOJDKHBI MMETHh Ha3BaHMS.
Hywmepanus npousBoautcs apabckumu nudpamu.

7. IIpoTokoJ 3aceqanus (COBelIAHUA)

7.1. IIpoTokosn — JOKYMEHT, B KOTOPOM (PUKCHUpPYETCsl X0Jl OOCYKIAEHHsI BOIIPOCOB M MPUHATHS
peleHnii Ha coOpaHUsX, COBELIAHUAX, KOHPEPEHIMIX U 3aC€AAHUAX KOJJIETHAIBHBIX OPTraHoB.

7.2. TIporokon 3acemaHus (COBEWmaHWs) - (mayiee - MPOTOKON) O(opMIISeTcs Ha YUCTOM JIUCTE
Oymaru gopmara A4.

7.3. PekBu3HuT - "TekcT JOoKyMeHTa". PEKBH3UT COCTOUT M3 JIBYX YaCTEH: BBOJJHOW W OCHOBHOIA.

7.4. Bo BBOIHOW  YacTM  yKa3blBalOTCd  MHULMAIB, (paMuwiMd W JOJDKHOCTH
IpeJiceAaTeNbCTBYIONIEr0, CEKpeTaps, MPUCYTCTBOBABIIUX Ha 3aceJaHMM M, IPU HEOOXOIUMOCTH,
JIILL, TIPUTTIAIIEHHBIX Ha 3acejaHue (COBEIaHue).

7.5. BBogHas wyacTb MPOTOKOJIa 3aKaHYMBAECTCSI MEPEYHEM paccMaTpUBAaEMBIX BOIPOCOB,
NEPEUYUCICHHBIX B TMOPSJKE MX 3HAYMUMOCTH C YKa3aHHEM JIOKJaJyuka IO KaxJIOMy
paccmaTpuBaeMoMy Bompocy. Bompockr hopmynupyrotes ¢ npeayiorom "O" ("O6"), meyararoTcs oT
TpaHUIIBI JIEBOTO MOJIST K HYyMEPYIOTCS apaOCKUMU I (ppamH.



7.6. OcHOBHasi 4acThb NMPOTOKOJA COCTOUT U3 Pa3JeNoB, COOTBETCTBYIOIIUX pPacCMaTPUBAEMbIM
BOIIPOCAM U UX HyMEpallUH.

7.7. TekCT MpOTOKOJIa H3JIaraeTcsi OT TPEThEro JHIa MHOXXKeCTBeHHoro uucia ("ciymamu",
"BpicTynuin", "nocranoBunn", "pemmnn").

7.8. IIpoTOKOJ MOAMUCHIBACTCS JIMIIOM, IMPEICENaTeIbCTBOBABIINM Ha 3aC€IaHUU (COBEIAHHUH),
cekpeTrapém 3aceqanus (COBEIIaHUS).

7.9. Ilpu oOTCyTCTBUU ceKpeTapsl 3acelaHusi, B TOM YHCJIE MPH MPOBEACHUHM OMEPATUBHBIX
COBEILIAHUH, 10IIyCKAETCS MOANNCAHUE MPOTOKOJIA TOJIBKO IIPEICEAATENBCTBYIOIINM.

7.10. TekcT mpoTOKOJIa OJIKEH ObITh MOATOTOBJIEH HE MO3JHEE TPeX OHEH co JIHA 3acelaHusl.
[IpoeKkThl  COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJA BU3UPYIOTCA  JOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 MOJTOTOBKY.

7.11. JTJaTa nmpoTOKOJIa JOJKHA COOTBETCTBOBATH JIHIO MPOBEACHUS COBEIIAHMS (3acelaHus).

7.12. Komuu mNpOTOKOJIOB PacChUIAIOTCS 3aWHTEPECOBAHHBIM OpraHMU3alMsIM U JOJKHOCTHBIM
JUIaM B COOTBETCTBUU C YKAa3aTEJIEM pPAaCChUIKU, KOTOPBIA COCTAaBIISIET CEKPETAph 3aceAaHUs
(coBenianms).

8. ILnan
8.1. [Tnman — MOKYMEHT, yCTaHABIMBAIOIIMI TIEpEYCHb HAMEUCHHBIX K BBIITOJHEHUIO MEPOTIPUSTHIA,
UX MOCJIEIOBATEIBHOCTD, 00bEM, CPOKH, OTBETCTBEHHBIX HCITOTHUTEIICH.
8.2. Ilman odopmisercs Ha nucte Oymaru Qopmata A4 ¢ HCHOIB30BAHUEM CIIEAYIOUINX
PEKBU3UTOB:

e HAaWMCHOBAHHME IIIKOJIBL;

e Tpud YTBEPKICHHS TOKYMEHTA;

e JIaTa JIOKyMEHTA;

e  PETUCTPAIMOHHBIN HOMEP JOKYMEHTA;

e HAaWMCHOBAHHE BUJA JJOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMECHTA;

e HaMMEHOBAHHE JOJHKHOCTH;

e  TOJMKUCH.
8.3. PexBu3ut — "TekcT gokymeHTa" ohopMirsieTcst B BUJIE TaOIHUIIBI ¢ Tpadamu:

e HOMEp MyHKTA IJIaHa;

e HaMMCHOBAHHE MEPOIPUSITHS;

e CPOK UCIIOJTHEHUS;

e HUCIIOJIHUTEIND;

e TMpUMEYaAHHE.

9. OTuer
9.1. OTuer — JOKYMEHT, COJEp KAl CBEJIEHHs O pe3ybTaTax JAesTeIbHOCTH 32 OINpeeIeHHbIN
IIEPUOJT BPEMEHH, BBIIIOJIHEHUH MEPONPUATHH, IOPYYEHNH, 3a/IaHAM, IIJIaHOB.
9.2. Otuersl, MpenoCTaBiIseMble B OpraHbl IOCYJapCTBEHHOW BJIAacTH (B TOM 4YHCJIE B OpIaHbI
TOCYyJapCTBEHHOH  CTaTUCTHKH) W  HMMEIONIME  YCTAHOBIIEHHYIO  TPAaBOBBIMH  aKTaMHU
rOCyJapCTBEHHBIX OPraHoB ()OpMy, CO3/IAIOTCS MO YCTaHOBJIEHHON T'OCYJapCTBEHHBIMH OpraHaMu
dbopme 1 B onpeeIEHHOM UMH TTOPSIJIKE.
9.3. OTuéThl, MpeAoCTaBIsEMbIE COTPYJHUKAMH INIKOJBI B XOJI€ BHYTPEHHETO B3aUMOJEHCTBUS,
CO3JAfOTCS 110 MTPABUIIAM, YCTAHOBIICHHBIM ISl CO3/IaHUS CITyKEOHBIX 3aIHCOK.
9.4. Otuerbl odpopmisitoTcss Ha jucte Oymaru ¢opmara A4 C HCHOIB30BAHUEM CIEAYIOIINUX
PEKBH3HTOB:

e HAaMMEHOBAHHE ILKOJIBI;

e JaTa IOKYMEHTa;

e PETUCTpAIMOHHBIN HOMEpP JOKYMEHTA;

e HaMMCHOBAHHE BUJA JJOKYMEHTa;



e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPHUJIOKEHUH (TIPU HAJTUYUH);

e HaMMCHOBAHHE JIOJHKHOCTH;

e TOJIIKCH.
9.5. B Tekcre oruéra B 00s3aTENBLHOM MOPSIKE IODKHO COICPKATHCS YKa3 Ha JACSITEIbHOCTb,
MEpOTPUATHE, BBIJAHHOE IOPYYCHHUE, 3aJaHue, MYHKT IUIaHA, IOJJICKAIIUN BBIMOJHEHUIO, U
pe3yibTaT O BBINOJHEHHH, B TOM YHCIE€ C YKa3aHHEM Ha COONIOJICHHE WM HapylleHHe
UCTIOJTHUTENICKOM  TUCHUIUIMHBI, yCTAHOBJICHHBIX CPOKOB HWCIIOJHEHUS ¥  HajJIexaniee
npenocTaBlieHue  WHPOpPMAIMK, HEOOXOMUMBIX  MAaTepUAIOB  (MPOCKTOB  JOKYMEHTOB)
COUCTIOJTHHUTENSIMHU (TIPH YYACTHH HECKOJIBKUX UCTIOTHUTEIICH ).

10. IIncbmo
10.1. TIucbma roToBSITCS Kak:

e OTBETHI O BHINOJHEHUH OPYUYECHUH BBIIECTOSAINX OPTaHOB UCIIOIHUTEILHON BIIACTH;

e OTBETHI Ha 3aIIPOCHI OpraHU3aIU, IPEATNPUATHI U YACTHBIX JIUIL;

e HHUIMATUBHBIC MACHMA.

10.2. Cpok# MOArOTOBKH OTBETHBIX ITHCEM:

e C KOHKPETHOW JaTOU MCIIOJIHEHUS, YKa3aHHOM B JJOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHM C PE3OJIOIMENH JTUPEKTOpa M €ero 3aMecTUTeNe Ha OCHOBaHUU
YCTaHOBJICHHBIX CPOKOB HCIOJIHEHHSI MOPYYEHHUH, 3alpOCOB WM IO PEIICHUI0 aBTOpa
PEe30ITIoLHUH.

10.3. TekcTbl OTBETHBIX MHCEM JIOJKHBI TOYHO COOTBETCTBOBATH 33JaHUSM, 3aUKCUPOBAHHBIM B
pesomorui. CpOKH TOATOTOBKY WHUIIMATUBHBIX THCEM OIPENEISIIOTCS CAMOCTOATEIBHO aBTOPOM
MPOEKTa MUChMa C YUETOM HEOOXOIMMOCTH PELICHUS] KOHKPETHBIX 3a7a4 U (UJIH) B COOTBETCTBHUH C
TpeOOBaHUSMH 3aKOHOIATENILCTBA, TOPYYCHUSIMHU HETIOCPEICTBEHHOTO PYKOBOIUTEIIS.

10.4. TTucpma medvaratorcs Ha OJaHKe MUChMa 0OIIE00pa30BaTEIbLHONW OpPraHU3allid C YTJIOBBIM
pacIoyioKeHUEeM PEKBU3UTOB.

10.5. /lomomHUTENBHO K pEKBU3MTAaM OJlaHKAa MUCbMa IpH O(OPMIIEHUH IHCEM B IIKOJE
UCTIONIB3YIOTCS CIIETYIOIINE PEKBU3HTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O IPUJIOKCHHUH;

e BH33;

e TIOJIHUCE.

e OTMETKa 00 UCIIOJIIHUTEIIE.

10.6. IIpu odopmieHun nucbMa Ha JIByX U Oojiee CTpaHHMIAX BTOpas U MOCIEIYIOIUE CTPAHUILIbI
HYMEPYIOTCSI IOCEPETUHE BEPXHETO MOJIS JINCTA apaOCKUMU [IUPpaMU.

10.7. ITucbma noANMCHIBAET TUPEKTOP WK PAaOOTHUKH, YITOTHOMOUEHHBIE TPUKA30M.

10.8. CiryxeOHBIC 3aITUCKH

10.9. B mensx ocymiecTBIEHUS B3aUMOJICHCTBUA MEXKIY COTPYIHHKAMH B paMKax BHYTPEHHETO
JOKYMEHTOO0O0pOTa B MIKOJIE MTPUMEHSIOTCS CiTy)keOHbIe 3amucku. Ciy)KeOHbIe 3aIICKH SBIISFOTCS
CIPaBOYHO-UH(POPMALIMOHHBIMA  JTOKYMEHTaMH. ABTOpPaMHU CIYy)KE€OHBIX 3alHCOK SIBISIOTCS
COTPYAHUKH 0011€00pa30BaTEIHFHON OPTaHU3aIUH.

10.10. CnyxebHas 3amrcKa MOXET COCTABJIATHCS MO YKa3aHUIO PYKOBOJACTBA MIIM MO MHUIIMATHBE
KOHKPETHOTO COTPYIHHUKA.

10.11. ITpu opopmieHHH CITy>KeOHOH 3amcKu 0(OPMITSIFOTCS CIIETYIOIINE PEKBU3UTHI:

e ajpecar;

e JlaTa JIOKyMEHTa;

e HaMMCHOBAHHE BUJA JJOKYMEHTa;

e 3aroJIOBOK K TEKCTY;



e  TEKCT JOKYMEHTA;
e OTMETKa O IPHUJIOKEHUU (IIPH HAJTMUUN);
e HAMMEHOBAHUE JIOJHDKHOCTU;
e  TOAMNKUCH.
10.12. CnyxeOHBIe 3alTMCKH MOTYT CO3/1aBaThCs Ha OyMa)KHOM HOCUTEJIE U / WU B DJICKTPOHHOMN

dopme.

11. loBepenHocTH

11.1. JloBepeHHOCTh BBIAAETCS COTPYIHUKAM IIKOJBI H OQOPMISETCS IO TpaBUIIaM,
YCTaHOBJICHHBIM HacTosimed MHcTpykiueit mis muceMm, ¢ y4€ToM TpeOOBaHMM TIpa)kIaHCKOIO
3akoHoaresbeTBa Poccuiickoit denepaiiny 1 HaCTOSIIETO pa3ieiia.

11.2. TIpoekT [AOBEPEHHOCTH IMOATOTABIUBACTCS U BU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyAeT BBIJaHA, IOCIE Yero mnepefaércss B KaHIEISAPUIO Ui HampaBlIeHUS Ha
MOJITUCAHNE.

11.3. JloBepeHHOCTh MOMHUCHIBAETCS TUPEKTOPOM I JTUIIOM, OCYIIECTBIISIOIINM €T0 MOJTHOMOYHS
(MCTIONHSIOMUM 00S3aHHOCTH), U CKPEIIAETCs TIeUaThio 00111e00pa3oBaTebHON OpraHu3aluy.

12. loroBopsl, coriamenus, KOHTPAKTbI

12.1. JToroBopsl, cornamieHus, KOHTPaKTHI (Jlaee - JOrOBOPHI) MOATOTABINBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSAMH TPAXKTAHCKOTO, TPYIAOBOTO, OIOPKETHOTO M MHOTO 3aKOHOJATEIhCTBA Poccuiickoii
@Oenepanivi, B 3aBHCHUMOCTH OT PErYJIHPYEMBIX JOTOBOPOM IPABOOTHOIIEHUN U 00S3aTENIbCTB
CTOPOH.

12.2. Tlpoekt pgoroBopa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
YIOPAaBISAIOIUM) € y4ETOM HEOOXOJUMOCTH CBOEBPEMEHHOTO M KAuyeCTBEHHOTO oOOecreyeHus
UCIIOJTHEHUS CBOUX MOJTHOMOYUH (00s13aHHOCTEH, QYHKIIHIT), TOTHOMOYHM IKOJIBI B LIETTOM.

12.3. Tlpoekt pmoroBopa TOATOTABIMBACTCS OTBETCTBEHHBIM COTPYIHHKOM (KOHTPAKTHBIM
YIPaBISIONIIM) COBMECTHO CO CIEUATUCTOM, K PYHKIMSIM (ITOJTHOMOYHSIM) KOTOPOTO OTHOCHUTCS
pelIeHHEe BOIPOCOB, SBIIAIOIIMUXCS MPEIMETOM JO0rOBOpa, WM MHBIM COTPYJHUKOM IO HMPSIMOMY
yKa3aHHUIO TUPEKTOpa 001e00pa30BaTeIbHOW OpraHU3aI|H.

12.4. Heobxoaumasi JTsl IOJITOTOBKHU MPOEKTA JOTOBOPa HH(POPMAIUs cOOUpaeTCss OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABIISIONIMM) B MOpPSJIKE pabodyero B3auMOJEHCTBHS € Y4ETOM IpaBul,
YCTaHOBJIEHHBIX HacTosmel MHCTpyKInen.

13. IIpyHOMNBI OPraHU3ANMHU JOKYMEHT0000pOTA

13.1. B 10KyMeHTOOOOpPOTE BBIICISIOTCS CICIYIONIME JOKYMEHTOIIOTOKH: IMOCTYIArOIIast
JTOKyMeHTalusi  (BXoJsmiasl), OTOpaBiseMas  JOKyMEHTauus (UCXondmiasi), BHYTPEHHSS
JIOKYMEHTaIusl.

13.1. B cocraBe BXxoasdmell M HUCXOAALIEH TOKYMEHTAllMM MOTYT BBIIEIATHCA JOKYMEHTHI,
MOCTYMUBIIIME M3 BBIIIECTOSAIINX, MOAPSIAHBIX, MEAUIWHCKUX U JIPYTUX OpPTaHMU3alWid, OpraHOB
MECTHOT'O CaMOYTIpaBJIeHuUs, 00palleHus TPaX/iaH.

13.3. OOpamenust rpaxaaH pPErHCTPUPYIOTCS W (OPMHUPYIOTCS B Jiela OTIEIBHO OT JPYTuX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aI|H.

13.4. B mxone mocTtaBka W OTIPaBKa JTOKYMEHTOB OCYILIECTBIISIETCS CPEICTBAMH ITOYTOBOM CBS3H,
AIIEKTPOHHOW CBS3M, a TaKXKe IO CHUCTEME JJIEKTPOHHOTO JOoKyMeHToobopora (mamee - CIOJI). C
MOMOIIbIO TOYTOBOM CBSI3U B 00I1€00pa30BaTENbHYI0 OPraHMU3AIMI0 JIOCTABIISETCS MHUCbMEHHAs
KOPPECIIOHJICHIIUS B BUJIE MPOCTHIX MHCEM, 3aKa3HBIX MHCEM, TOYTOBBIX KapTouek, OaHaeposei u
MEJIKUX MAaKEeTOB, a TAK)KE NIeYaTHbIE N3/1aHus.

14. TlepBuyHasi 06padoTKa MOCTYNAIOIIUX JOKYMEHTOB

14.1. JloxyMeHTBI, TOCTYyMAIOIIME B MIKOJIY, TMEPEAAIOTCSd Ha PETHCTPALUI0 CEKpPETapro
0011e00pa30BaTeIbHOM OpraHU3alud U MPOXOJAT MEPBUYHYIO 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIpU MIOCTYIUIEHUU B Hepabouee BpeMsl - Ha cleAyromuil padbounit nenb. [Ipu nepBudHoit 06paboTke



JIOKYMEHTOB TpOBEPSAETCS NPAaBHIBHOCTH ajpecoBaHus. OMMOOYHO MOCTYMHBIIME JIOKYMEHTHI
MEPECHUIAIOTCS IO MPUHAIIICKHOCTH HIIM BO3BPAIAIOTCS OTIPABUTEIIO.
14.2. JlokymMeHTHI, TocTynuBIIke ¢ otMeTkaMu "Cpouno", "Bpyuuts Hememienno", "OneparuBHo",
HE3aMeUTUTEIBHO MPOXOIAT MEPBUUHYIO 00pabOTKY M JIOKJIAABIBAIOTCA TUPEKTOPY WU B CIIydae
€ro OTCYTCTBHSI — 3aMECTUTENIO AUPEKTOPa MO HAMIPABIICHUIO JESATEIbHOCTH.
14.3. TlocTynuBiIxe TejaerpaMmbl IPUHUMAIOTCA O] TOJIUCH C IPOCTABJICHUEM JaThl U BPEMEHU
pHeMa, PETUCTPUPYIOTCA MO TEM K€ MPaBUJIaM, YTO U MHUCHMA.
14.4. DnexkTpoHHBIE COOOIICHHS, aPECOBAHHBIC TUPEKTOPY WM HAIIPABICHHBIE B aJpecC IIKOJIHI,
pacreyaThiBalOTCS. U JOKJIAbIBAIOTCS AUPEKTOPY WIH B CIy4yae €ro OTCYTCTBUS — 3aMECTUTEIIO
JPEKTOPA.
14.5. DnexkTpoHHBIE COOOIIEHNS, 3aBEPEHHBIC JICKTPOHHOHN IMOJIHUCHIO, MOJIekKAT 00paboTKe 1Mo
npaBUiIaM, IPEAYCMOTPEHHBIM /IS OCTYMAIOMIEH (BXOAIIEH) TOKYMEHTAIUH.
14.6. IloctynuBiias (BXozsmias) MTOKYMEHTAlMsl pacIpeieiisieTcss Ha PErucTpupyemMble U He
MOJIeXKAIIIE PETUCTPAIIMH JOKYMEHTHI.
14.7. He moayexaT perucTparyu:

e  TMPUTIIACUTEIIBHBIC, TIO3IPABUTEIIbHBIC TUCHMA U TEJICTPAMMBI;

e OWIETEHI

e IUIAHBI U TIPOTPAMMBI CEMHUHAPOB, KOH(DEPEHITNI U APYTUX MOAOOHBIX MEPOIIPHUSITHH;

e JIOKyMEHTBHl MO OyXTralTepCKOMYy y4eTy, MaTepHalbHO-TEXHHUYECKOMY OOeCIeueHHIO,

TUTAHOBBIE M (DMHAHCOBBIE JIOKYMEHTHI, TIOCTYHAroIue 0e3 COMPOBOIUTENILHOTO MUCHMA;

e  pEKJIaMHBIC, KOMMEPYECKHE PEATIOKEHHS, B T.4. TIOCTYIHUBIIHNE 110 YIEKTPOHHOM MOYTE;

e TICUATHBIC U3IAHUS;

e MHCHMA C IOMETKOMN <«JTMYHO».

15. Perucrpanusi, y4eT M paccMOTpeHHEe PYKOBOAMTEJIeM TMOCTYNAIOMMX (BXOASIINX)
JOKYMEHTOB
15.1. TloctynuBuiue (BXOASIIKME) JOKYMEHTBI PETHUCTPUPYIOTCS TOJBKO MOCIE HMX MEPBHYHOMI
00pabOTKH ¥ HE3aBUCUMO OT CITOCO0a MX JOCTaBKH.
15.2. Perucrpanusi — MpocTaBlIeHUE B HIHKHEM MIPABOM YTITy MEPBOTO JTUCTA IOKYMEHTa OTMETKH O
MOCTYIJIEHWA C YKa3aHUEeM [IaThl TOCTYIUICHHWS M BXOJIIETO PErHCTPAlMOHHOTO HOMEpa
JOKyMEHTa C 0O0s3aTeNIbHOM 3amUChl0 B JKypHal pErucTpanud MOCTyHaromeil (BXOoasmieil)
nokyMmeHTauu. CTpyKTypa perucTpallioOHHOTO HOMEpaA, MOCTYNAOMIEro (BXOAAIIEro) J0KYMEHTa,
COCTOUT M3 €ro TMOpSOKOBOIO HOMEpa M HHJAEKca Jena [0 HOMEHKJIAType Jeln
0011eo0pa3oBaTeabHON OpraHU3aluy.
15.3. Peructpamus BceX MOCTYNUBIIMX (BXOMASIIUX) TOKYMEHTOB IPOU3BOJIUTCS B Mpeaenax
00111er0 JTOKYMEHTOIOTOKA. J[OKyMEHThI, TOCTYNHUBIIME B IIKOJAY MO KaHajlaM (aKCUMIIbHOU
CBsI3H, 00pabaThIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM MOPSIZIKE.

Texkctr mocTynuBmIed TenedOHOTpaMMBI  3alUCBIBACTCS B OJKypHaJIE€ pPETUCTpaIuu
TeneoHOrpaMM U reyaTaeTcs Ha JIucTe Oymaru i repeiadi Ha pacCMOTpPEHUE.
15.4. Tloctrynatomue (BXOAAIINE) TOKYMEHTHI MEPEAI0TCS Ha pACCMOTPEHUE PYKOBOJICTBY TOJIBKO
MOCIIe UX PETUCTPALIMU U MPEABAPUTEITHHOTO PACCMOTPEHUSI.
15.5. JlokymeHTBI, MOCTYNUBIIME B 0OIIE0Opa30BaTEIbHYIO OpraHU3AIMIO, IO BOIpPOCcaM, HE
TpeOYIOIIMM PAcCMOTPEHUS AUPEKTOpa, HAMpaBISIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOJICTBO LIKOJIbI HETTOCPECTBEHHO MCIIOTHUTEITIO 3a1poca.
15.6. JIupexTop B pe30dIOIUH ONPEAETSeT JIUIl, OTBETCTBEHHBIX 3a UCTIONHEHHE TOKYMEHTA, U JTaeT
UM TIopydeHre. PaGOTHHK OTBETCTBEHHBIN 3a JEIOMPOM3BOJICTBO IIKOJBI TIEPEeIaeT JOKYMEHT Ha
HCIIOJTHEHUE.
15.7. TlonmMHHUK TOKYMEHTa C PE30JIIOIMEH PyKOBOJMTENS 00Ieo0pa30BaTeIbHON OpraHu3aIiu
HATPABISETCS UCTIOTHUTEIIO.
15.8. [lpm HaIMYMKM HECKOJBKHUX HWCIIOJHUTECH TIOJUIMHHUK JOKYMEHTa IIepeIaeTcsi TOMY
WCTIOJTHUTEITI0, KOTOPBI B COOTBETCTBUU C YKa3aHUSMU IO UCIIOJIHEHUIO SBIISETCS OTBETCTBEHHBIM,
OCTaJIbHbIE UCTIOJHUTEIN MOTYYalOT KOMHUIO JOKYMEHTA.



15.9. TloanuHHUK JOKYMEHTa, KOTOPbIM HCIOJHSAETCS HECKOJbKUMHU JOHKHOCTHBIMHU JIMLIAMH,
MOJIy4aeT OTBETCTBEHHBINH UCTIONMHUTENb. OCTaIbHBIM UCTIOIHUTEISAM TIepeIaloTCs KOMUH.
15.10. U3zroroBneHue KOMUN [TOKyMEHTa HJsl MEpeAadyd COUCIOIHUTENSIM OCYIIECTBISETCS
ceKpeTapeM o0I1e00pa3oBaTeIbHON OpraHH3aIUH.
15.11. Pe3omronust COACPIKHUT:
e yKa3aHWE IO UCIOJIHEHUIO, COJep)Kallee KpaTKoe OIUCaHue HEeOoOXOAUMOro Ui
UCIIOJIHEHUS IeUCTBUS;
e yKa3aHHE Ha CpPOK, B TEYEHHE KOTOPOro JHUOO 10 MCTEUYEHHUS KOTOPOro HEOOXOIMMO
UCIIOJIHUTH MPEANICAaHHOE JICHCTBUE;
e JIMYHYIO HOJIKCH aBTOPA PE30JIIOLIUH;
e JIaTy IPOCTaBJICHUS PE3OJIIOLIUH.
15.12. VYka3aHue Ha CpPOK, B TEUEHHE KOTOPOro JHOO J0 HCTEUeHHs KOTOPOro HEOOXOIMMO
UCIIOJHUTH TPEANHUCAHHOE JEHCTBUE, MOKET HE BBIPAXKAThCS KOHKPETHON NaTo W coaepiKaTh
BBIPQXEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3omtonus nuieTcss Ha CBOOOAHOM OT PEKBU3UTOB MECTE IIEPBOIO JINCTA JTOKYMEHTA.
15.14. B cnyuae, koraa pe3oJroLus aApecoBaHa HECKOJIBKUM COTPYIHUKAaM, TO OTBETCTBEHHBIM 3a
UCIIOJTHEHUE JIOKYMEHTa B IIEJIOM SIBISIETCS COTPYIHUK, YKa3aHHBIA MEPBBIM (BEPXHUM), OO
COTPY/AHUK, B OTHOIIICHUU KOTOPOTO C/elIaHa MOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranusamnusi padoThl ¢ OTHPABJsIeMBIMHU (MCXOAANIUMEU) TOKYMEHTAMH

16.1. Jlo mpemocTaBiieHUs MPOEKTAa OTHPABISAEMOro (MCXOMSAIIETO) JOKYMEHTa Ha TOJIIUCH
JTUPEKTOPY WM HMHOMY YIOJHOMOYEHHOMY B YCTAHOBJICHHOM IMOpPSIKE Ha MOAMHCAHUE ITUILY
OCHOBHOHM HCIIOJIHUTENb MPOBEPSET MPABMIBHOCTH O(GOPMIICHHUS OTHPABISEMOTO (MCXOISINIEro)
JIOKYMEHTa Ha COOTBETCTBHE TPeOOBaHUAM HacTose NHcTpyKuuu.

16.2. Ilpu MOATOTOBKE OTMPABISIEMOrO (MCXOSIIET0) MTOKYMEHTAa KaKk OTBETa HA MOCTYMHBIIUN
(BXOASIIMNA) MOKYMEHT HCIIOJMHUTEIh MPHUKIAIbIBAET K MOATOTOBICHHOMY MPOEKTY BXOJSILINI
JIOKYMEHT.

16.3. [IpoekTbl OTHpaBIsAEMBIX (UCXOISAIINX) TOKYMEHTOB C YYETOM COOIOICHUS YCTaHOBIEHHOTO
B PE30JIIOLIMY CPOKA HUCIIOJIHEHUSI NEPEJAIOTCSl OTBETCTBEHHBIM HCIOJIHHUTEIEM CEKPETapIO IIKOJIbI
JUTSL HaTlIpaBJICHUS Ha TIOJIITUCAHHE.

16.4. TlomnucaHHble OTIpaBisieMble (MCXOMSIINE) JOKYMEHTBHI, TepefaroTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JIEJIONPOMU3BOJICTBO  IIKOJIbI, KOTOPBIA  OCYIIECTBIISIET  MPOBEPKY
KOMIUIEKTHOCTY ¥ COOTBETCTBHSI KOJHYECTBA JK3EMIUIIPOB OTHPABIAEMOTO (MCXOJAIIETO)
JIOKyMEHTa CIIHCKY pAcCBUIKH, a TaKXXe MPaBHUIBHOCTh OGOPMIICHHS TOKYMEHTa COTJIACHO
HACTOAIIEH UHCTPYKIIHH.

16.5. B cnydae HapymieHUS KOMIIJIEKTHOCTH WIIM COOTBETCTBUS KONMYECTBA, a TaKkKe
NPaBWIBHOCTH OQOpPMIIEHHS JOKYMEHTAa COIJIaCHO HACTOSIIEH WHCTPYKLUUU OTIpaBIiIeMble
(ucxondImMe) TOKYMEHThl He3aMeJIUTENbHO BO3BPAIIAIOTCS CEKPETAPEM IIKOJIBI OTBETCTBEHHOMY
VCIIOJTHUTEII0 WIH B CIy4ae OTCYTCTBHUSI OTBETCTBEHHOT'O HCIOJHUTENS €r0 HENOCPEACTBEHHOMY
PYKOBOIMTENIO U YCTPAHEHUS HApYIICHUH.

16.6. JlokyMeHTBI TOCIE WX TOJIUCAHUS JAUPEKTOPOM WM WHBIM YIIOJTHOMOYCHHBIM JIUIIOM
MEPeAIOTCs CEKPETAPIO MIKOIBI ISl PETUCTPAIIH U OTIIPABKHU.

16.7. Peructpanusi OTIpaBisieMbIX (HCXOSIINX) TOKYMEHTOB OCYIIECTBIISIETCS TIOCIE TIPOBEICHHS
paboOTHUKAMU KaHIIETSPUU, OTBETCTBEHHBIMU 32 JEIIONPOU3BOJICTBO, MTPOBEPKU KOMITJIEKTHOCTH H
COOTBETCTBUSl KOJIMYECTBA HK3EMIUIIPOB, a TAKKE MPAaBUIBHOCTH OGOPMIIEHHS OTIIPABISIEMOIO
(MCXOMAIIEr0) TOKYMEHTA.

16.8. Permcrparus co3gaBacMbIX JOKYMEHTOB OCYIIECTBISICTCS B JICHb ITOANMCAHUS WU
YTBEPXKACHHS TUOO Ha CIEAYIOUINI pabodmii 1eHb.

16.9. CBeneHUsI O PETUCTPHPYEMBIX OTIPABIISEMBIX (HCXOMSIINX) TOKYMEHTAX BHOCITCS B KypHAIT
pEerucTpaluy OTIpaBIieMOn (MCXOASIIEH) TOKYMEHTAIIUH.



16.10. PeructpamnrioHHbIii HOMEp M AaTa OTIPABIAEMOro (UCXO/ISIIET0) TOKYMEHTA MPOCTABIISIOTCS
Ha TIO/JIMHHHUKE JOKyMEHTa B DPEKBH3UTAaX ONaHKa M Ha S3K3EMIULIpe, OCTaloIIeMcs B Jele
00111e00pa3oBaTeIbHON OpraHU3aIlIH.
16.11. CtpykTypa perucTpaiiiOHHOTO0 HOMEpa OTHPABIISIEMOT0 (MCXOISIIETO0) JOKYMEHTa COCTOUT
U3 €ro NOpsIKOBOr0 HOMEpPA U MHAEKCA Jieja 10 HOMEHKJIAType /1€ IIKOJbIL.
16.12. OtmpaBka JOKYMEHTOB IPOU3BOIUTCS LIEHTPAIN30BAHHO paOOTHUKAMH KaHIEJISAPHH LIKOJIB,
KOTOpBIE TPOU3BOASAT HUX COPTUPOBKY MO crnoco0y oTopaBieHus (mpocrasi, 3aKaszHas,
MEXyHapoaHas U Jp.).
16.13. [TuceMa, TeraerpamMmbl, OTKPHITKH, OaHAEPOIIU U MEYaTHbIE U3/IaHUS OTIIPABIISIFOTCS ITOYTOM.
daxcorpamMmbl 1 Tesie(hOHOTpaMMBI ITEPEJAI0TCS 110 KaHajdaM TeJIe()OHHOM CBS3H.
16.14. DnekTpOHHBIE COOOIICHHS OTIPABISAIOTCS € O(PHUIUMATBLHOTO MOYTOBOTO 3JIECKTPOHHOTO
azpeca 0011e00pa30BaTENbHON OpraHu3alug.
16.15. [Iucema, TenerpaMmbl, OTKPBITKH, OaHIEpOJIH, (haKCOrpaMMBbI, FJIEKTPOHHBIE COOOIIEHNUS, HE
CBsI3aHHBIE C paboueil e TeNbHOCTHIO, K OTIPAaBKE HE TPUHUMAIOTCS.
16.16. JlokyMeHTHI, OTIpaBIsiEMbIE CPECTBAMHU ITOYTOBOM CBS3U MPOXOIIT:
e  YIIaKOBKY;
e aJpecoBaHue (IIpU HANpaBlIEHUU JOKyMeHTa Ooyiee yeM B 4 ajpeca) — B COOTBETCTBHH C
yKa3aTeJleM PacChUIKH, Ha KKIOM SK3EMIUISIPE MIChMa YKa3bIBAETCS TOJIBKO OJHH a/Ipecar.
e MPOCTABIEHUE CTOMMOCTHU MOYTOBBIX YCIIYT;
e Iepefady B IOYTOBOE OTACICHHUE CBSI3H.
16.17. Ilpu moOAroTOBKE M OTHPABKE MHUCEM HEOOXOAMMO YYHUTHIBATh IPABWIIA, YCTaHOBIICHHBIC
IpUKa3oM MuHHCTEpCTBA CBA3M U MaccoBbIX KoMMyHUKauui P® ot 31 uronst 2014 r. N 234 "O6
yrBepxkaeHun [IpaBun okazanus ycimyr mouyTOBOU CBSA3H".
16.18. JlokyMeHTBI, OTHpaBIsIEeMbIe CPEICTBAMH ITOYTOBON CBSI3M B OJIMH aJIpeC, BKIIAJIBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmmue AOKYMEHTHI, MpeJHa3HAuYCHHBIC ISl OTHPAaBKH CPEICTBAMH (DaKCHUMUIBHON
CBSI3H, OTIPABISIOTCS PAOOTHUKAMH KaHIIENIIpUH 00111e00pa3oBaTeIbHON OpraHu3aluu.

17. PazpaGoTka 1 BeieHHe HOMEHKJIATYPhbI el
17.1. JlokyMeHTaJIbHBIN (POH/I MIKOJIBI — COBOKYITHOCTH JIOKYMEHTOB, 00pa3yIOIIUXCS B MIPOIIeCcCe
ero JesATeabHOCTH. JlOKyMEHTaJlbHBIA (DOHJ IIKOJBl COCTABISAIOT JOKYMEHTBI, CO3JIaHHBIC B
o011eo0pa3oBaTeIbHOM OpraHU3alMd M IOJyYEHHBIE €10 B pe3yjibTaTe B3aMMOJCHCTBHUS C
OpraHaMH TOCY/JapCTBEHHOW BJacTH, OpraHaMM MECTHOTO CaMOYIpaBlICHUs, HOPUAMYECKUMH U
(UBUYECKUMU JTUIIAMHU.
17.2. HomeHknatypa Jien sIBISI€TCSl OCHOBOW (POPMHMPOBAHUS JTOKYMEHTAIbHOrO (POHJA MIKOJBI U
IpeJCTaBIsieT Cco0OM CHCTEMaTU3UPOBAHHBIM IE€peUeHb 3aroJIOBKOB (HaMMEHOBaHW) e,
3aBOAMMBIX B HIKOJIE, C yKa3aHMEM CPOKOB MX XpaHEHMs, U O(GOPMIICHHBIH B COOTBETCTBUHU C
NPaBOBBIMH aKTaMH, PEKOMEHJALMSMH M METOIWYECKHMH YyKa3aHHsIMH OpraHoB Poccuiickoit
®denepanuy, YHNOJIHOMOYEHHBIX B cQepe TOCYAapCTBEHHOIO YIPABICHHUS AapXHUBHBIM JIEJIOM,
JIEJIONPOU3BO/ICTBA U JOKYMEHTOO00pOTA.
17.3. HomeHknaTypa Jies1 COCTaBIsIeTCsl Ha OCHOBE M3YUEHUS MOJI0KEHUH, MHCTPYKIUHM U paBul, a
TakKe JPYrMX JIOKYMEHTOB, pErjJaMeHTHPYIOIIUX JeSATeNIbHOCTh  0011e00pa3oBaTeabHOM
OpraHu3allii, a TakKe HOMEHKJIATyp Jeld 3a IMpeIIIecTBYIOIMe TOAbl M JIOKyMEHTOB,
00pa3yromuxcs B IeATeTLHOCTH 00111e00pa3oBaTeIbHON OpraHU3alliH.
17.4. HomenknaTypa 1€l UCHONB3YeTCs JUIsl TPYNIUPOBKH HCIIOJHEHHBIX JIOKYMEHTOB B Ji€ja,
CHCTEMaTH3alluy U y4yeTa Jiel, ONPEIEICHUs] CPOKOB UX XPaHEHHS U MMOMCKA TOKYMEHTOB, SIBJISIETCS
OCHOBOI1 /111 COCTaBJICHHsI OIUCEH JIe] MOCTOSIHHOTO UM BpeMeHHOro (cBbiuie 10 yeT) xpaHeHus, a
TaKXke Ui y4deTa Jes BpeMeHHOro (10 10 J1eT BKIIOUYUTENbHO) XpaHEHHS.
17.5. HomenknaTypa Jies BBOJUTCS B JEHCTBUE MPUKA30M IO HIKOJIE.
17.6. HomeHk1aTypa Jie TOTOBUTCS B TPEX SK3EMIUIAPAX:

e ISl TIOMENICHUS B HOMEHKJIATYpHOE JIEJI0 U MOCTOSIHHOTO XpaHEeHMS;




e JUIS WCIOJB30BaHUS B pabOTE OTIEIOM JETIOMPOM3BOJICTBA (KaHIEISPHUEH), CeKpeTapeM
IIIKOJIBI;
e JUIA XpAaHCHUS B apPXUBE IIKOJIBL.
17.7. VI3 HOMEHKJIATypbl JIe] MIKOJbl OTBETCTBEHHBIM JIUIIOM 3a BEJCHHE JICIONPOM3BOJICTBA
OOPMIISIOTCST BBIUCKH JUISI KKIOTO W3 TOJpPA3JCIICHUH M OTICIIOB 00IIeo0pa3oBaTeIbHON
OpraHHU3aLUH.

18. ®opMupoBaHue Aes M UX Tekyllee XxpaHeHue. [loaroroBka 10KyMeHTOB U e K nepeaaye
HA apXHBHOE XpaHeHue

18.1. ®opmupoBanue 1 — TPYNIHPOBKA MCIIOJHEHHBIX TOKYMEHTOB B Jiela B COOTBETCTBHUH C
HOMEHKJIATypoOil Jies1 00111e00pa3oBaTebHON OpraHu3alyd U CUCTeMaTU3alus JOKYMEHTOB BHYTpU
Jena.

18.2. Jlena co qHS UX 3aBEICHUSA /0 Mepeladd B apXUB LIKOJIBI WM HA YHHUTOKEHUE XPAHSTCS 110
MeCTy X ()OPMHPOBAHUSI.

18.3. Ilpuka3pl 1O OCHOBHOW, aIMHHUCTPATHBHO-XO3SMCTBEHHOH, Y4eOHO-BOCIUTATEIHHOM
JEeSITeIbHOCTH IIKOJIBI, TPYIIHUPYIOTCS OTACIBHO OT IPUKA30B 10 JUYHOMY COCTaBY pPaOOTHHUKOB U
M0 TUYHOMY COCTaBY OOyUaromuxcs (y4anuxcs/BOCIUTAaHHIKOB).

18.4. Ilepenmcka rpynmupyeTcss 3a MEpHOJA KaJCHJapHOTO TOAa W CHCTEeMaTU3UpYyeTcs B
XPOHOJIOTUYECKON MOCIEA0BATEIHHOCTH.

18.5. [IpoBepka HaMMYUSA ¥ COCTOSTHUS JTOKyMEHTOB U 1€ IIPOBOAMTCS IPU NEPEMEIEHUH JIeI, TIPU
BO3BpaTe JIeN, IPU PEOPraHu3aliy Wi JTUKBUIAIUU 00111€00pa30BaTeIbHON OpraHnu3alllu.

18.6. B apxuB o00meoOpa3oBaTenbHOW OpraHu3aluy (Jajiee - apXuB) IEpeAaroTcs Jela
MOCTOSTHHOTO, BpeMeHHOT0 (cBbiiie 10 JeT) cpoKoB XpaHEHHS U IO JIMYHOMY COCTaBy 4yepe3 3 rojaa
10CJI€ TO/a, B KOTOPOM JOKYMEHTHI OBLIIH ITOMEUICHBI B JIEJI0 HA XPaHEHHE.

18.7. Ilepenaua TOKYMEHTOB B apXUB IPOU3BOIUTCS 110 YTBEP>KICHHBIM OMUCAM €.

18.8. TlogroroBka MOKYMEHTOB M JIeJ K IEpeqade Ha apXWBHOE XpaHEHHE M Ha YHUYTOXKEHHUE
MpeayCMaTpUBAET:

e IKCHEPTHU3Y IIEHHOCTU JOKYMEHTOB;

e COCTaBJICHUE OMMCEH JIeN M0 pe3yIbTaTaM SKCIEPTU3bl UX LIEHHOCTH;

e odopmMmieHue e,

e COCTaBJICHUE aKTOB HAa YHUUTO)KEHUE JOKYMEHTOB U JI€JI C HCTEKIIMMH CPOKAMH XPaHEHHUSI.
18.9. DkcnepTr3a 1EHHOCTH JOKYMEHTOB ITOCTOSIHHOTO M BPEMEHHOTO XPAaHEHHS OCYIIECTBIISETCS
©KErofHO JHIOM (JIMI[aMK), Ha3HAUYEHHBIM MPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHWBHUPOBAHME.

18.10. B neno momerraercs He 6onee 250 MUCTOB (TOMIIMHA JIea MPU STOM COCTaBIIeT He Oonee 4
cMm). [Ipu GONBIIOM KOJMWUYECTBE JOKYMEHTOB (OpPMHUpYIOTCS ToMma (4acTu) nena. Buyrpu nena
JIOKYMEHTBI PAcIojlaraloTcsi B XPOHOJIOIMYECKOM IOpSJIKE B COOTBETCTBMM C ONMMChIO. B nena
MIOMEIIAIOTCS TOJIBKO UCTIOIHEHHBIE, TPABIIILHO 0POPMIICHHBIE JOKYMEHTHI.

18.11. JloxyMeHTBHl BHYTpPHU [eJla pacloyliaraloTcsi CBEpXy BHHU3 B XPOHOJIOTHYECKOM, BOIPOCHO-
JOTHYECKOW  TIOCIIEIOBATENFHOCTH WJIM HMX COYETaHWH. PacmopsauTenbHble  JOKYMEHTHI
IPYNIUPYIOTCS B JieNa 10 BUIaM M XPOHOJIOTUU C OTHOCSIIIUMUCS K HUM MPHIIOKEHUSIMHU.

18.12. JInuHbIe KapTOYKH PAOOTHUKOB (DOPMUPYIOTCS B JIEJI0 110 andaBUTy GaMuImii.

18.13. Odopmienue naena mnpeaycMaTpuBaeT: OGOpPMIIEHHE DPEKBH3UTOB OOJOXKKM Jena 1o
YCTQHOBJICHHON (opmMe; HyMepaluio JIMCTOB B Jielle KapaHJalloM B BEPXHEM IPaBOM YIIIY;
COCTaBJICHUE BHYTPEHHEW OIMUCH JOKYMEHTOB JIeJia, MMOANINBKY U MepervieT aena. JIuct 6ompmoro
dopmara, MOMIMIMTHIA 3a OJWH Kpal, HyMepyeTcs Kak OJHMH JIMUCT B IPAaBOM BEPXHEM YIIIy.
JIOKyMEHTHI ¢ COOCTBEHHOH HyMepaIuei JIMCTOB, B TOM YHUCIIE ITeYaTHBIC W3IaHus, HyMEPYIOTCS B
o0I11eM mopsizike.

18.14. JIucTel Neit, COCTOSIIUX U3 HECKOJIBKUX TOMOB HMJIM YacTei, HyMEPYIOTCS M0 KaXIOMY TOMY
WJIN YaCTH OTJEJBHO.



18.15. Tlocne 3aBeprieHUs] HyMEpallUd JUCTOB COCTABISETCS 3aBEPUTENIbHAS HAJIMCh, KOTOpas
pacrosaraeTcsl B KOHIIE JieNia. 3aBepUTeNbHAs HAIUCh COCTABIISICTCS B JIENie HA OT/IEIHHOM JIUCTE-
3aBepuTelie Aena.

18.16. B 3aBepuTenpHOM HaAMUCH HUPPAMH U TPOIMUCHIO YKA3bIBACTCS KOJIMYECTBO JIUCTOB B
JaHHOM Jieie. 3aBepuTelibHAs HaJNUCh IOJIMUCHIBACTCS €€ COCTaBUTEIeM C YKa3aHHEM
pacmi(poBKH TOANMKCH, JOJKHOCTH W JaThl CcOCTaBicHHs. KoIMYecTBO IUCTOB B JeNe
pOCTaBIsieTcs Ha 00JI0XKKE Jiejia B COOTBETCTBUU C UTOTOBOM HAIHUCHIO.

18.17. PexBu3uT "CpoK XpaHEHHs Jeia’" MEpeHOCUTCS Ha OOJIOKKY Jella U3 COOTBETCTBYIOIICH
HOMEHKJIATYphl JIeJl TIOCJ€ CBEPKU €ro CO CPOKOM XpaHEHHs, YKa3aHHBIM B IEpEeYHE THUIOBBIX
JOKYMEHTOB HJIU B IIEpEYHE JOKYMEHTOB, 00pa3yIoIInXcs B ACITEIBHOCTH (eepabHOrO OpraHa, ¢
YKa3aHHUEM CPOKOB XpaHEHHUSI.

18.18. Ha nenax mocTOSTHHOTO XpaHEHUs MUIIETCs: "X PaHUTh TOCTOSTHHO'.

18.19. Ilpuem nen mpoU3BOIUTCS COTPYAHHKOM, YIIOJHOMOYEHHBIM Ha BEIEHUE NEATEIbHOCTH
apxuBa, C MPOCTABIICHUEM B JBYX AK3EMIUIIpaX OMUCH JeN OTMETOK O HAJTMYUH KaXa0ro aena (Ha
KaKIOM 5K3EMIUISIpEe OMUCH yKa3bIBaeTCs KOJIUYECTBO (PAKTUUECKH MPUHATHIX JeJ, Jara Mpuema-
nepeaayn Jel, a TakkKe MOAMUCH apXUBUCTA U COTPYTHHUKA, IIEPEIABILIETO JIea.

19. 3akI0YUTeNbHBIE MOJI0KEHUS

19.1. Hacrosimass MHCTpYKIMS TIO AETIONPOU3BOICTBY SBISETCS JOKAJIBHBIM HOPMAaTHBHBIM aKTOM
o0mieo0pa3oBaTebHOM OpraHu3anuy, npuHUMaercs Ha OOmem coOpaHun pabOTHUKOB H
yTBepxAaeTcs (BBOAUTCA B JCHCTBHUE) IPUKA30M IUPEKTOpa 00111€00pa30BaTeIbHON OpraHU3alH.

19.2. Bce u3MeHeHUs M JONOJHEHUS, BHOCUMbIE B HacTosiyr WHCTpykuuioo, oGopMisitoTcs B
IUCbMEHHOU (hOpME B COOTBETCTBUU JIEUCTBYIOIIMM 3aKOHOAaTeNbCcTBOM Poccuiickoit denepanuu.

19.3. MHcTpykuus mo JAelOnpoM3BOJACTBY B IIKOJE HMPUHUMAETCS Ha HEONPENIEIECHHBIH CPOK.
W3meHenus u nonoiaHeHuss K MHCTpyKIMKM DPUHHUMAKOTCA B HOPSAIKE, MpeaycMOTpeHHOM 11.19.1.
Hacroswen Macrpykuuu.

19.4. Tlocne npunsatus WHCTpyKUuu (MM M3MEHEHHWH W JOTOJIHEHUH OTIENBHBIX ITYHKTOB H
pa3ziesoB) B HOBOW peJaKIUK MpeablyIas peJaKlus aBTOMaTHYECKH yTPauuBaeT CUILy.



Ipunooicenue Ne 1

IIpaBuiaa
o(opMIIeHUS] PEKBU3UTOB JOKYMEHTOB

1. Jlnds NOATrOTOBKM JOKYMEHTOB IIPUMEHSAETCS TEKCTOBBI pEe’aKkTop, 00ecneyrBaroIui
TpeGoBaHuUs rpaguuecKoro BOCIIPOU3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Buzabl 1 pasMepsl ucmoiab3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
IPUOIM>KEHHBIE K HUM.

3. Ilpy moAroToBKE TEKCTOB B Tabiuuax, Uil OOecledeHus ydlllell 4MTaeMOCTH aHHBIX,
JI0ITycKaeTcs mpuMenenue mpudros Buaa Arial, pasmepos 12,13.

4. Jlnana3oH UCIOJIb3YEMbIX MEX/YyCTPOUHBIX MHTEPBAJIOB: OT OAMHAPHOT'O 10 IIOIYTOPHOTO.

5. AG3aIHbBIi OTCTYI TEKCTA JOKyMeHTa - 1,25 cm.

6. 3arogoBKM pa3AeoB U MOAPA3/EIOB [IeYaTatTCs ¢ a03alHbIM OTCTYIIOM WM LEHTPUPYIOTCA IO
HIMPHHE TEKCTA.

7. MHOroCTpoUYHbIE€ PEKBU3UTHI MEUATAIOTCSA Yepe3 OJUH MEXCTPOUYHBI MHTEpBall, COCTABHbIE
YaCcTH PEKBU3UTOB OTACISIOTCS JOMOTHUTEIBHBIM HHTEPBAIOM.

8. Eciim OKyMEHT rOoTOBHUTCS Ul M3JIaHUsS C YMEHbIIEHHEM MaciuTada, TEeKCT IevyaTaeTcsl yepes
JIBa MHTEpBAA.

9. MaTtepBan Mexy OykBaMHu B CJIOBax - OObIYHbIN. VIHTEpBan MEX/1y CIOBaMHU - OIUH MPOOEI.

10. TekcT nOKyMeHTa BBIPABHUBAETCS 110 IIUPUHE JTUCTA (TI0 TPAHUIAM JICBOTO M IIPABOTO TOJIEH
JIOKYMEHTA).

11. JlnuHa caMol AJIMHHOW CTPOKU PEKBU3HUTA IIPU YTIIOBOM PACIIONOKEHUH PEKBU3UTOB HE OoJee
7,5 cm.

12. JlnuHa caMoil AJTMHHOM CTPOKHM PEKBU3UTA MPHU MPOAOIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Kox dbopmbl 1oKyMeHTa

Kon ¢opmbl nokyMeHTa mpocTaBisieTcs Ha YHU(DUIMPOBAHHBIX (OpMax TOKYMEHTOB, B OCHOBHOM
UCTIONB3YEMBIX B KaJIpOBOM JOKYMEHTO00OpOTE IIKONBI. Pacmonmaraercst koa (GopMbl B MpaBoM
BEpPXHEM yrily palbouero mosis JOKYMEHTa, COCcTOMT H3 cioB "Popma mno" (HauMeHOBaHME
KJ1accugukaropa) 1 uudpoBoro Koja.

Ipumep - @opma no OKY/[ 0301001.

14. HaumeHOBaHUE MIKOIBI

HammeHoBaHMe MIKOJBI JTOJDKHO COOTBETCTBOBATH HAUMEHOBAHHMIO FOPUIMYECKOTO  JIUIIA,
3aKpEIUVIECHHOMY B  €ro  y4peIuTeNbHBIX JoKyMeHTax (YcraBe o00meoOpa3oBaTenbHON
opranu3zaiun). [loj HaMMEHOBaHUEM IIKOJIBI B CKOOKAX YKa3bIBAETCSl COKpAIIEHHOE HANMEHOBaHHE
00111e00pa30BaTeIbHOM OpraHu3aIHy.

Hanx HanMeHOBaHMEM IIKOJIBI - YKA3bIBACTCS MTOJTHOC HAMMEHOBAHHUE BBIIIECTOSIICH OpraHU3aIiH.

15. CpaBoyHbIe IaHHBIC O MIKOJE

CrpaBouHbIe JTaHHBIE O IIKOJIE BKIIOYAIOT B ceOsl: TOYTOBBIM ajapec, HOMepa TenedoHa, ¢akca,
azpec AJEeKTpoHHOW mouthl, koA MmKkojiasl 1mo OKIIO (mpocraBnsercs mo OoOuepoccuiickomy
KJIaCCU(UKATOPY TPEANPUITHI W OPTaHU3AIHii), OCHOBHON TOCYIapCTBEHHBIA PETUCTPAIIMOHHBIN
Homep (OI'PH), nneHTHUKAIMOHHBI HOMEp HAJIOTOTUIATENbITUKA/KO TPUYUHBI TOCTAHOBKH Ha
Hanorosbiil yuer (MHH/KIIIT).

16. HaumeHoBaHue BU/IA IOKYMEHTA

PexBu3uT ucnonb3dyercs s yKa3zaHUsS BUJA JOKYMEHTa W paCIOaraercs MoJl PEKBHU3UTOM
«HavMEeHOBaHHe o01Ieo0pa3oBaTeIbHON Opranuszauun». HauMmeHoBaHue BHJAa JOKYMEHTa He
YKa3bIBa€TCs B MUChMAX.




17. lara nokymeHra

JlaToii nmOKyMeHTa SIBIISI€TCS JaTra ero NoAmucaHus (MpuKa3, MHChbMO, 3alKCKa, akT H Jp.),
YTBEPXKICHHS (MHCTPYKIMS, TOJIOKEHUE, MpaBHIa, PErJIaMEHT, IUIaH, OTYET W JIp.), COOBITHS,
3a(pUKCUPOBAHHOTO B IOKYMEHTE (IIPOTOKOJI).

JlaTa MOKyMEHTa MPOCTABISACTCS TOJDKHOCTHBIM JIMIIOM, MOAIMHUCHIBAIONINM WA YTBEPKIAIOIIUM
JOKYMEHT, WM TpU PETHCTPAllUU JOKYMEHTa, WIM HENOCPEACTBEHHO COCTABHUTEIEM IIpH
MIOJITOTOBKE JOKYMEHTA (CITy)kKeOHast 3aIMCKa, 3asiBICHUE U JP.).

JIOKyMEHTBI, U3/1aBaeMble COBMECTHO C JPYTMMH OPTraHU3alUsIMU JOJKHBI UIMETh OAHY (SIUHYIO)
Jary.

Jary nokymeHnTa opopMIIsSIFOT apabcKUMU IupaMu B TOCIEOBATEIILHOCTH:

e JICHb Mecsla, Mecsl, roi. JleHp mecsma u Mecsi opOPMIIIOT JBYMsI HapaMHu apaOCKHX
mudp, pasIeNeHHbIMH TOYKOH; TOA - YETHIpbMs apaOCKuMHu nudpaMu, HapuMep:
01.12.2017. byksa "r" mocne uudp HEe CTaBUTCS.

e TMPHU CIOBECHO-IMPPOBOM criocode odopmileHUs NaThl JCHb MeECsIa YKa3bIBACTCS MapOu
apabckux mudp, ro YeThIpbMs apadCkumu nudpamu, Hanpumep: 12 nexkadps 2017 r.

18. PerucTpanonHblii HOMEp JOKYMEHTa

PerncrpanmonHelii HOMEP JOKYMEHTA IIPOCTABIIAETCS B COOTBETCTBUM C CUCTEMOW PETHUCTpaLUH,
[IPUHATOM B ILIKOJIE.

Peructpannonsbiii HOMep IpUCBaUBAETCS JOKYMEHTY MOCJE €ro NoJnucaHus (yTBEpKICHUs).
Ccbulka Ha peruCTpallMOHHBIA HOMEDP U 1aTy JOKYMEHTa

Cchlika Ha UCXOAAIIMI HOMEp U 1aTy JOKYMEHTa aJipecaHTa BKIIIOYAeT B ce0sl pernucTpalluOHHbINH
HOMED U J1aTy JOKYMEHTa, Ha KOTOPbIi JOJDKEH OBbITh JaH OTBET.

19. MecTto coctaBneHus (U3AaHUs) JOKYMEHTa
MecTo cocTaBieHUS WM M3JaHUs JTOKyMeHTa - "m.PymHuuHblii" - ykasplBaeTcs Ha OJaHKax
IPOTOKOJIOB U AKTOB, COCTAaBJIIEMBIX B 00111€00pa30BaTeIbHON OpraHU3alHH.

20. Anpecat

B pexBusute "Anpecar" MCHoab3yr0TCs O(pUIMATbHBIE HAMMEHOBAHUSI OPTaHOB T'OCY/IapCTBEHHON
Y HCIIOJIHUTENBHON BJIACTH, OPraHOB MECTHOI'O CaMOYNpaBJeHUs, opraHuzauui. [lomyckaercs
UCIOJIb30BaTh O(UIIMATIBHO MPUHATHIE COKPALLIEHHbIE HAMMEHOBAHUSI OPraHOB rOCYAAPCTBEHHON U
VCIIOJIHUTENIBHOM BJIACTH, OPraHOB MECTHOT'O CAMOYTIPABJICHMSI, OpraHU3alui.

[Ipu agpecoBaHMM JOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMIY WHHULMAJIBI CTaBSTCS IOCIE
bamuun.

Ipumep - Pykosooumenio OO0 «Cmpoumenwy
Damunus U.0.

PexBu3ut "anpecat" mpocTaBisieTcs B BEpXHEW MpaBOM 4acTH JOKyMEHTa (Ha OJIaHKE C yIJIOBBIM
pacroJIO’)KEHUEM PpEKBU3UTOB) WJIM CIipaBa MOJ peKBU3UTaMH OnaHka (P NPOAOCIHHOM
pacIonio’)keHNH peKBU3NUTOB Osanka). CTpokHu pekBu3uTa "aapecar" BBIPABHUBAIOTCS IO JEBOMY
Kparo WJINA HEHTPYKOTCS OTHOCHTEIIBHO CaMOW JITTMHHOM CTPOKH.

[lpu agpecoBanuM IOKyMeHTa 0e3 yKa3aHMS [JOJDKHOCTHOTO JIMIIA HAaUMEHOBAHMS aJpecaToB
MUNIYTCSl B UMEHUTEILHOM MaJeKe, HalpuMep:

Opeanvl cmamucmuku 2opooa Mockebvi

[lpu agpecoBaHWM JTOKyMEHTa PYKOBOJUTETIO OpTraHU3allMl HAUMEHOBAaHHE JOJKHOCTH
YKa3bIBAETCS B IaTEIHLHOM MaJIeKe, HAIPUMED:

T'enepanvrnomy oupexmopy OOO «H30anuer

@amunus U.0.



[loutoBBII aapec HE YKa3bIBACTCS B JIOKYMEHTAX, HAIPaBIs€MbIX B BBICIIME OpraHbl
roCyJapCTBEHHOH BiacTH, (eepabHble OpraHbl UCTIOJIHUTENFHON BIACTU U UX TEPPUTOPHAIIEHBIC
OpraHbl, OPraHbl TOCYAAPCTBEHHON U UCIIOJHUTENIBHON BJIACTH, IIOCTOSI MHBIM KOPPECIIOHAEHTaM.
IIpu agpecoBaHuu NHUchbMa B OPraHU3aIMIO YKa3bIBAIOT €€ HAMMEHOBAaHUE, 3aT€M MOUYTOBBIN aapec,
Harnpumep:

Tocyoapcmeennoe  yupeoscoenue  Bcepoccuiickuti  Hay4HO-uUCCie008amenbCKuil. — UHCIMUMYM
OOKYMEHMOBeOeHUs U APXUBHO20 Oeld
Ilpoghcorosuas yn., 0.82, Mockea, 117393

[Tpu agpecoBanuu AJOKyMeHTa (PU3NYECKOMY JIMIY YKA3bIBAIOT (PaMUIIMIO U WHUIUANBI TIOTyYaTens,
3aTeM MOYTOBBIN aJipec, HapUMep:

Ilemposy U.I1.
Ilpouzeoocmeennas ya., 0.5, k6.12,
2. Mockea, 119633

PexBuzut "Anpecar" He moimkeH cojaepaTh Oosiee uerbipex anapecartoB. Cinoo "Komwms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaTaMHu He ykasbiBaeTcs. [Ipu uucie agpecatoB Oonee 4-x
COCTABJISIETCSI CITUCOK PACCHUIKU JIOKYMEHTA.

Eciu noKyMeHT OTHpaBisieTcss B HECKOJBKO OJHOPOJHBIX OpraHu3aliii WIM B HECKOJIbKO
CTPYKTYPHBIX MMOAPA3ICIICHUN OpraHa UCIIOJHUTEILHOM BIACTH, TO OHU YKa3bIBAIOTCS 00OOIICHHO.
[Tpumep:

Pyxosooumenam yupescoenusi CI10

20. I'pud yrBepxIeHNS JOKYMEHTA

['pud yTBepkIEeHHUS] MPOCTABISIETCS B MPABOM BEpPXHEM yriy JokyMeHTa. CTpPOKH PpEKBU3HTA
BBIPABHUBAIOTCS MO JIEBOMY Kpal0 WM LEHTPUPYIOTCA OTHOCHTENIBHO CAaMOW UIMHHOW CTPOKH.
JlokyMeHT  yTBepKIaeTrcs  JIOJDKHOCTHBIM — JIMIIOM  (JIOJDKHOCTHBIMU — JIMIIAMH)  WJIH
pacmlopsiAUTEIbHBIM JOKYMEHTOM (TIOCTaHOBJICHUEM, PELICHHEM, TPUKA30M, PACTIOPSKEHHUEM).

[Ipu yTBepKIE€HHH JOKYMEHTa IOJKHOCTHBIM JIMIIOM TpU( yTBEp>KIEHUS JOHKEH COCTOATHh U3
cnoBa YTBEPXJIAKO (6e3 kaBbluek), HaWMEHOBAHHS JOJDKHOCTH JUIA, YTBEPKIAIOLIETO
JIOKYMEHT, €r0 TOAMUCH, MHUIIUAJIOB, (DaMUJTUU U TaThl yTBEPKICHUS.

ITpumep:

YTBEPKJ/[AFO

HHupexmop MBOY Illxona Ne 1238

HU.0. ©amunus

21. Jlata

[Ipu yTBEpKIeHUN TOKYMEHTA HECKOJIBKUMHU JTOJDKHOCTHBIMH JIMIIAMHU WX TIOJMKMCH PACTIOIararoTcs
Ha OJIHOM YpOBHE.

[Ipu yTBEepKICHUU TOKYMEHTA PACIOPSAUTEIHHBIM JOKYMEHTOM TpHU( YTBEPKICHHUS COCTOUT W3
cios YTBEPXJIEH (YTBEPXIEHO, YTBEPXJIEHBI, YTBEPXJIEHA), corimacoBaHHOro ¢
HAaMEHOBAaHMEM BHJA YTBEPXKIAEMOrO0 JOKYMEHTAa, HAaWMEHOBAaHHS BHJA JOKYMEHTa B
TBOPUTEIBHOM MAJIekKe, €ro AaThl, HOMEPA.

ITpumep:
YTBEPXJ[EHO

npuxazom MBOY Illxona Ne 1238
om 01.03.2020 Ne 57



22. 3arooBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKOe COACpKAHHWE [OKyMEHTa. 3arojloBOK K TEKCTy IMpHUKa3a
dbopmymupyercs ¢ peasiorom "O" ("O6") u orBewaet Ha Borpoc "o yem?"):

e mpuka3 (0 yeM?) 0 CO3JTaHUM KOMHUCCHU;

e mpuKa3 (0 yeM?) 00 yTBEPIKICHHUH IIITATHOTO PACIIHCAHUS;

e mHCHMO (0 ueM?) 0 peoCcTaBIeHUN HH(DOpMAITUH.
3aroyioBOK K TEKCTY 0(hopMIIsSeTCs O] peKBU3UTaMU OJIaHKa ClieBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTAlMS JIOKYMEHTa COCTAaBIISIETCS aBTOPOM ITPOEKTa
JOKYMEHTA.
3aroIoBOK K TEKCTY MOXKET HE COCTABIISATHCS, €CIIM 00BEM JIOKYMEHTA HE MPEBBIMALT 4-5 CTPOK.

23. TekcT JOKYMEHTA
JlokymMeHTBI 00111€00pa30BaTEIbHOM OpraHU3aIlii COCTABIIAIOTCS Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu - pycCKOM.
TekcT JOKyMeHTa MOXET CoJepKaTh pas/elibl, IMOAPa3eibl, MyHKThI, MOAMYHKTH, HYMEPyeMbIe
apabckumu U pamu.
B mpukazax TeKCT TOKyMEHTa U3JaraioT OT EePBOro JIUIA €IMHCTBEHHOTO YUCIIa («IIPUKA3BIBAIO)
B noxyMeHTax KOJUIETHAJIBHBIX M COBEIIATEIBHBIX OpraHax OT TPEThEro JIMIAa €IUHCTBEHHOTO
yucia: («coOpaHue... peuIuioy)
TexkcT mpoOTOKONIAa M3JIAraeTcs OT TPETbEro JIMIA MHOXKECTBEHHOTO 4Hcia  («CITyInaimy,
«BBICTYIHIINY, «ITOCTAHOBUIINY, «PEIIUIIN),
B coBMeCTHBIX MOKyMEHTAaX TEKCT H3JaraloT OT IEepPBOr0 JMIAa MHOXKECTBEHHOTO 4YHUCIA:
(«TIpUKa3BIBAEM», «PEIIIHIIN).
B nenoBeIxX (ciy»KeOHBIX ) IMCbMax NUCIOAb3YIOTCS (OPMBL M3JI0KEHUS:
e OT IIEPBOTO JIMIIA MHOXECTBEHHOI'O 4YHCIIAa («IIPOCHUM HAIpaBUTh», IMPEACTaBIsAEM Ha
paccMOTpEHUER);
e OT TpeThero Juua eAuHcTBeHHOro yncina («Aamunuctpanus MKOY COLI n.PynHuynbii
HE BO3paKaeT»);
e OT TMEPBOTO JIMIA EJUHCTBEHHOTO 4YHCIa («CUUTAI0 HEOOXOTUMBIM», «IIpeIararo
PacCMOTPETHY).
[Tpu ynoTpebnennn B TeKcTe (haMUIuil TUI] HHULIUATBI YKa3bIBAOTCS MOCIE (aMHIIUU.
B nenoBbIx (caykeOHBIX) NHUCbMaX MOT'YT MCHOJIb30BAThCS:
e BCTYIHUTENIbHOE OOpallleHue:
Yeaorcaemwiii cocnooun Hearnos!
Yeaowcaemas eocnooca [lemposa!
Yeaocaemwviii Huxonaii Ilemposuu!
Veaowcaemas Onvea Huxonaesna!
Veaorcaemwvie cocnooa!

B oOpamienun mo M0MKHOCTH HAMMEHOBAaHUE MOJKHOCTH MHINETCS C MPOMHCHON OYKBBHI, B
oOpareHuu 1o paMUIMH HHUITMAIBI JTUIA HE YKa3bIBAIOTCS.

e 3AKIIOYMTENbHAs dTUKETHas (paza:
C ysaowcenuem, ...

CtpaHuiibl JOKYMEHTa HyMEpYIOTCS, HAUMHasi CO BTOPOT'O JIUCTA JOKYMEHTa apaObCcKuMH LudpaMu
IIOCEPENMHE BEPXHETO MOJIA.

Texcr MOKymMEeHTa OTHENSAETCS OT 3aroJiOBKa ABYMS WIIM TPEMS MEXAYCTPOUYHBIMH WHTEpBATaMHU
UCIIOJIb3YEMBIMH B TEKCTE.

24. OTMeTKa 0 IPUWIOKEHUHU
OTMeTKa 0 TPWIOKECHHH HCIOIB3yeTcs TpHU O(QOPMIICHUU IMHCEM W TPHUIOKEHUH K TUTaHAM,
mporpaMMmam, OT4eTaMm, OJOKEHUSIM, TPpaBUIaM, HHCTPYKIIHUSM U APYTUM




JOKYMEHTaM.

B nucemax oTMeTKa 0 MpuIIoKeHUH 0hopMIISIETCsl IO TEKCTOM IHCbMa Ha paccTossHuu 1,25 cm ot
IPaHULBI JIEBOrO mojis. Ecin npunoxeHne Ha3BaHO B TEKCTE IMCbMA, B OTMETKE O NPUIIOKCHUH
YKa3bIBa€TCs KOJIMYECTBO JIMCTOB U KOJIMYECTBO HK3EMILIAPOB IIPUIIOKEHHUS, HAIIPUMED:

Ipunoocenue: na 3 1. 6 1 sx3.
[Ipy HaJIUYMKM HECKOJBKUX NPWIOKEHUH, B OTMETKE O TMPUIOKEHHUH OHU HYMEpPYIOTCH,

YKa3bIBAIOTCS HAUMMEHOBAHUs KaXJOr0 IPUIIOKEHUSA, KOJIUYECTBO JIMCTOB U KOJIMYECTBO
AK3EMIUISIPOB, HAIIPUMED:

Tpunoorcenue:
1. Inan-epagpux ... na 3 1. 8 2 3x3.
2. Cnpaska o noomeepacoenuu pakma ooyuenus... ha 1 1. ¢ 1 sx3.

Ecnu npusoxxenust cOpoOUIOpOBaHbl, TO KOJUYECTBO JUCTOB HE yKaszbiBaeTcs. Eciu mpusiokeHue
HAIPAaBISAIOT HE BO BCE yYKa3aHHBbIC B JJOKYMEHTE aJpeca, TO OTMETKY O €r0 HaTu4uHu O(OPMIISIOT
CJIEIyIOIIUM 00pa3oM, HallpuMep:

Tpunoowcenue: na 3 1. 6 1 ox3. monvko 6 nepguliii aopec.

Ha nmpunioxeHusx K mpaBwiiaM, HHCTPYKLUSAM, IOJOKEHUSAM, IUIaHaM, IIporpaMmam, J10roBopam u
JPYTUM JIOKYMEHTaM OTMETKa O NPUJIOKEHUH MNPOCTABIISIETCS Ha MEPBOM JIMCTE HPUIIOKEHUS B
IIPAaBOM BEPXHEM YTIIy.

Ecin mpunoxxeHue omHO, OHO HE HyMepyeTcs. Ecim nmpuiioskeHud HECKOJIbKO, OHH HYMEpYIOTCS
(mpunoxxenue 1, mpuitoxxeHue 2).

B TekcTe mokymMeHTa mpH MEPBOM yYIIOMUHAHUH JTOKYMEHTA-TIPUIIOKEHUSI B CKOOKAX YKa3bIBACTCS:
... (MpuIOXKeHue) Wi ... (mpuitokeHue 1); mepex HOMepPOM MPUIIOKEHHS IOMYCKAeTCs CTABUTh 3HAK
HOMeEDa: ... (mpusioxkerue N 2);

B oTMeTke 0 mpUIoKeHUHN yKa3bIBaeTCsl HAMMEHOBAaHUE BUJ]a OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMEp, HaIpUMED:

Ipunoxcenue N° 2 k npuxazy MKOY COIII n.Ceemaononsnck om 08.06.2017 Ne 67 "

Ecnu npuiioxeHneM K JIOKyMEHTY (Hampumep, K MpUKas3y) SBISETCS YTBEP)KIA€MbIM TOKYMEHT,
(mosio’keHue, MpaBUiia, MHCTPYKILMS, PErJIaMeHT U JIp.) B BEPXHEM IPAaBOM YTy MPOCTABISAETCS
OTMETKa O MPUJIOKEHUH, HUKE — TPU(Q YTBEPKIEHUS, HAIPUMED:

Tpunoorcenue
VTBEPXJ[EHO
npuxazom MKOY COIII n.Ceemnononanck om 08.06.2017 Ne 67

Bun u pazmep mpudra pexBuszura "OTMETKa 0 MPHIOKEHUU" TOHKEH COOTBETCTBOBATH BUIY U
pasMepy mpu@dTa TeKCTa JTOKYMEHTA.

25. 'pud cornacoBaHus JOKyMEHTa

I'pud cormacoBaHusi TOKYMEHTa MCIIOIB3YETCS PH COTJIACOBAHUHU JJOKYMEHTA ¢ OpraHaMHM BJIACTH,
OpraHu3aIMsIMA WU JOJKHOCTHRIMH Jnniamu. OH coctout u3 cioBa “COIJTACOBAHO”,
JOJDKHOCTU  JIUIA, KOTOPBIM COTJIACOBAaH JIOKYMEHT (BKJIIOYas HAUMEHOBAHWE OpraHMU3alluu),
JUYHOHN MOANKCH, paciiuPOBKHU MOAMUCH (MHUIMAIOB, (aMHUIINK) U JAaThl COTJIACOBAHUSI.




[Tpumep:

COI'JIACOBAHO

Lupexmop MBOY Illxona Ne 1238
U U. Heanos

01.12.2017

['pud cornacoBaHus B 3aBUCUMOCTH OT BHJA JJOKYMEHTA M OCOOCHHOCTEH €ro 0(hOpMICHUS MOXKET
IPOCTABJISIThCS:

e HA MEPBOM JIUCTE JIOKYMEHTA (€CIM JOKYMEHT WMEET THUTYJIBHBIN JIUCT, - Ha TUTYJIbHOM
JIUCTE) B JICBOM BEPXHEM YIIIy Ha ypoBHE rpud)a yTBEpXKICHUS WA T0]I HAMMEHOBAaHUEM
JOKyMEeHTa OJMKe K HIDKHEMY TIOJTIO);

e HA MOCIEIHEM JIUCTE TOKYMEHTA MO TEKCTOM;

e HAJIMCTE COTVIACOBAHUS, SIBJISTFOIIEMCSI HEOTHEMIIEMOM YaCThIO JJOKYMEHTA.

BHremHee coriiacoBaHue Tak)Ke MOXET OBITh OCYIIECTBJICHO IPYTUM JOKYMEHTOM - ITHCBMOM,
MIPOTOKOJIOM, TTPHKA30M.
[Tpumep:

COI'TIACOBAHO npuxazom /]O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHHe POEKTA JOKYMEHTa 0(OPMIIIETCS BU30H.

Buza mpoctaBisieTcss cOOCTBEHHOPYYHO JIUIIOM, BU3UPYIOIIUM JIOKYMEHT, M BKJIIOYaeT B ce0s
HAUMEHOBAHHUE JOJDKHOCTH BHU3UPYIOMIETO, €ro JUYHYI MOJINUCh, PaCHIH(PPOBKY TOIITUCH
(uHMLIKMATBL, AMIIIHIO) U JIATY.

ITpumep:

3amecmumens oupekmopa
HU.0. ©amunus
03.04.2020

JlomyckaeTcs MoNMCTHOE BU3UPOBAHUE IOKYMEHTA U €T0 MPHIIOKEHH.

[Ipy Hamuuuu 3amMeYaHU, JONOJHEHMH K TPOEKTYy JOKYMEHTa BH3a JIOIOJHAETCS
COOTBETCTBYIOIIUM YKa3aHHUEM.

g noxkymeHTa, TOJUIMHHUK KOTOPOTO OTIPABISAIOT M3 IIKOJBI, BU3bl IPOCTABIAIOTCS Ha
AK3EMILISIpax JOKYMEHTOB, TIOMEIIAEMBIX B JEIO.

s noKkyMeHTa, MOAJMHHUK KOTOPOI'O OCTAeTCsl B IIKOJIE, BU3bl COTJIACOBAHUS MPOCTABIISAIOTCS Ha
000poTe MOCJIEeTHEero JUcTa MOJUIMHHUKA JOKYMEHTa WM Ha IOCIEIHEM JIUCTEe JTIOKYMEHTa IMOJ
MOJITHUCHIO.

27. Ionmnuce
[lognuch BKIIOYAaeT: HAWUMEHOBAHWE JIOIDKHOCTH JIMIIA, TOJMHMCABIIETO  JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOJIHUCH; paCHIM(PPOBKY MOANUCH (MHULUANbI, paMHUIIus):
ITpumep:

Hupexmop nuunas noonuces M.0.@amunus

Ecmu  nokyment odopmiieH He Ha ONaHKe, B HaWMMEHOBAaHWE JOJDKHOCTH BKIJIIOYACTCS
HaWMEHOBaHHE 00111e00pa30BaTEIHPHON OpraHu3anuu (MOJTHOE Ha3BaHWE IIKOJIbI). Jlomyckaercs B
pexBuzute "lloAmuch MOMMKHOCTHOTO JdHIA" HEHTPUPOBATh HAMMEHOBAaHUE JOJDKHOCTH JIMIIA,
MoANMUCaBIICTO JOKYMCHT, OTHOCUTCIILHO caMou )IJ'H/IHHOI\/'I CTPOKH.



[Ipy moanucaHuM NOKYMEHTAa HECKOJIbKUMHU JOHKHOCTHBIMU JIMIIAMHM Pa3HbIX JOJDKHOCTEH HX
MOAMKUCH PacHojiaraloT OAHY MOJl IPYrol B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOUIEH HepapXuu
3aHUMaeMOU JTOJIKHOCTH.

[Tpumep:

Hupexmop nuunas noonuce U.0.D.
3amecmumens oupexmopa auunas noonucsy M.0.D.

[lpy noamucaHWU JTOKYMEHTa HECKOJBKMMH JIMI[AMH PABHBIX JIOJDKHOCTEH WX IIOJAIUCH
pacriosiaraiot Ha OJIHOM ypOBHE.

B nmoxymMmeHTax, cCOCTaBICHHBIX KOMHCCHUEH, YKa3bIBACTCS CTATYC JIMIIA B COCTABE KOMUCCHU:
MPOCTABJICHHEM KOCOW 4YepThl Mepe] HAUMEHOBAHHEM JOJDKHOCTH (JHO0ABISATH Kakue- JIMOO
MIPUCTABKH).

Ecnu nupektop wiaum HMHOE YIOJIHOMOYEHHOE Ha MOANMCAaHUE JOKYMEHTAa JMLO BPEMEHHO
OTCYTCTBYeT (OTHYyCK, OOJIe3Hb, KOMAHJIWPOBKA) WU JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
NOANKUCHIBAET  COTPYIHMK,  YIOJHOMOYEHHBI Ha  MOANMCAaHUE B  COOTBETCTBUH  C
pacropsiANTENIbHBIM JIOKYMEHTOM WJIM HAJCJICHHBIN MOJHOMOYHUSMH, YCTAHOBJICEHHBIMU MPUKA30M
mkoJel Uiy yupeaurtens (JJOrM), ¢ ykaszanuem cBoei JOKHOCTH U TOJTHOMOYHSI, HAalTpUMep:

3amecmumens oupexmopa noonuco M.0. Qamunus

WIH:

HUcnonnarowuil ob6s3annocmu oupexmopa noonuce U.0. @amunus
Wi

u.0. oupekmopa noonucv 1.0. Qamunus

PexBusur "lloamuck MOMKHOCTHOTO JIMIA" MOXET OBITh OPOPMIICH COOCTBEHHOPYYHO aBTOPOM
JIOKyMEHTa (Hampumep, MpU HAMKUCAHUM CIY)KEOHOM 3amucKu 0e3 MPUMEHEHHS TEXHHYECKHX
CpeaCcTB) TUO0 OPOPMIIEH C UCTIOTB30BAHUEM TEXHUUYECKHUX CPEJCTB.

B cnyugae odopmienuss pexBuzuta "lloanmuchk MOMKHOCTHOTO JMIA" € HCIOJIB30BAHUEM
TEXHUUYECKUX CPEICTB BUJI M pasMep MmpudTa yKazaHHOTO PEKBH3UTA HE MOXKET OTIMYATHCS OT
BHJIa ¥ pa3Mepa mpudTa OCHOBHOTO TEKCTa IOKYMEHTA.

PexBuzut "llogmuch MOMKHOCTHOTO JHIA" OTAENSIETCS OT TEKCTa TpeMs WIH YeThIPhMS
OIWHAPHBIMU MCKAYCTPOUHBIMU MHTCPBAJIaMU.

28. [leuatpb

[leyatp sBAsieTCSl cOCOOOM MOATBEPKIACHUS MOAIUHHOCTU TOANMCH JOJKHOCTHOTO JIMIA Ha
nokyMmeHre. IledaTh cTaBUTCS Ha JOKYMEHTaX B CIydasX, HPEAYCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIA MTHBIMH HOPMAaTHBHBIMH ITPABOBBIMU aKTaMH.

[TeyaTh cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE€, NPU ITOM OTTHCK I€YaTH HE 3aXBaThIBAET
JMYHON MOJMUCH JOHKHOCTHOIO JIMIA TMOJNHUCABIIErO JTOKYMEHT, WM B MECTe, 0003HaYeHHOM
«MII» («Mecto meyatny).

B nokymeHTax, HOArOTOBIEHHBIX Ha OCHOBE YHHU(UIIMPOBAHHBIX (OpPM, I€4aTh CTAaBUTCS B MECTE,
00o03HaueHHOM oTMeTKOH "MII" unu uHBIM 00pa3oM.

29. OtMeTka 00 UCTIOTHUTEIE

OtMeTka 00 HWCMONHHUTENE (aBTOpPE) JOKYMEHTa IMPOCTABJISETCS HAa MUChMax IIKOJbI B JIEBOM
HUOKHEM YTITY JIMIIEBOM CTOPOHBI MOCIEAHETO JINCTa JOKYMEHTA OT TPAHUIIBI JIEBOTO TOJIS UITH, TIPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOW CTOPOHE BHU3Y CJICBA.

OtmeTKka BKIIOYAaeT (haMUJIMIO, MMS, OTYECTBO HCIOJHUTEII U HOMEp ero TeiledoHa, a TaKxKe
OTMETKa 00 HCIOJHHUTEIIC MOXET JOTOJIHATHCS HAWNMEHOBAHUEM JOJDKHOCTH M IJICKTPOHHBIM
aJPeCcOM HCIIOTHUTEIS.




[Tpumep:

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

30. OT™meTKa 0 3aBepeHUH KOIUH

JUis ONTBEPkKAEHUSI COOTBETCTBUS KONMMU (BBINUCKU U3 JOKYMEHTA) MOMJMHHHUKY JOKYMEHTa Ha
MOCJIETHEM JINCTE KOMWUU (BBIMKUCKKA M3 JAOKyMeHTa) mox peksusutoMm "[loamucs" odopmisercs
pekBu3nT «OTMETKa O 3aBEPEHUU KOIUN.

OTMmeTKa O 3aBEpEeHHMH KONUHU BKIIOYAET: cI0BO «BepHO», HauMeHOBaHHME [OJDKHOCTU JIMLA,
3aBEpPUBILIETO KOMMIO, COOCTBEHHOPYYHYIO IOJNKMCh, paclIU(ppoOBKY MOANUCH (MHHULIMAIBI,
bamunmio), AaTy 3aBepeHHs KOMUU JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBEpEHUMM KOIUM» MOXeET ObITh oO¢dopMiIeHA OT pPYyKH WIH C
MCIIOJIb30BaHUEM ILITAMIIA.

JlommyckaeTcst 3aBepsTh KaX /bl TMCT MHOTOCTPAHUYHOM KOIIUH JOKYMEHTA.

31. OTMeTKa 0 HOCTYIIEHUH JOKYMEHTA

OTMeTKa O TOCTYIUICHHH JOKYMEHTA COJCPKUT BXOMSIIUN PETUCTPAIMOHHBIA HOMEpP W JaTy
MOCTYIUICHUsSI JOKyMeHTa. JlomyckaeTcs yKa3aHHWE 4YacOB M MHUHYT TOCTYIUICHHS JOKYMEHTa C
3aBEPEHUEM TIOIITUCSIMU 3aNHTCPECOBAHHBIX JIUII.

OTMeTKa 0 TIOCTYIUICHUH IOKYMEHTA MOKET IPOCTABJIATHCS C UCIIOIH30BAHUEM IITAMIIA.

32. Pe3omonus
Pesomonust CoAepKUT yKa3aHHWE 1O MCIIONHECHUI0 AokyMeHTa. OHa odopMIiIseTcsl Ha CBOOOTHOM

MecTe paboyero MmoJs 10KyMeHTa.

Pesomtonus BrittouaeT B ce0s: (paMuiInio, MHALIMAIbI UCIIOJTHUTENS (UCIIOIHUTENEH ), TOpyYEHUe 10
JIOKYMEHTY, OJITUCh aBTOpa PE30JIIOLUH U AaTy 0(OPMIICHHS PE3OITIOLIH.

Pe3omonus, Mo ycMOTpEHHIO JIMLA, AAIOLIET0 NOPYYEHUE, MOXKET BKIIOYATh B CE0sl TaKKe CPOK
VICIIOJIHEHUS IOKYMEHTA.
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