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1. O0mme noJ10KeHNs

1.1. Hacrosimass MHCTpyKIMsI 1O AETONMPOU3BOACTBY B IIKOJE pa3paboTaHa B COOTBETCTBHH C
denepanbHbIM 3aK0HOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoit @enepanuu" ¢
m3MeHenusimu ot 2 wuions 2021 roma, TOCT P 7.0.97-2016 «Cucrema cTraHmapToB IO
uHpopManuy, OMOTMOTEUHOMY M HU3JATENbCKOMY Jeny, «OpraHu3alliOHHO-PACcTIOPSIUTEIbHAS
nokyMeHTanusi.  TpeOoBaHuss K  OQOpPMIICHHIO  JIOKYMEHTOB», a  TaKke  YCTaBOM
00111e00pa30BaTENILHON OpraHU3aluy U JPYTUMH HOPMAaTUBHBIMU IIPABOBBIMU akTamMu Poccuiickoit
®denepanyu, periaMeHTUPYIOIIMMU AESITEIbHOCTh 0011e00pa30BaTeNbHBIX OPraHU3aIlHii.

1.2. Jannas WMHCTpyKIMS MO AETONMPOM3BOACTBY B ImiKoie (mamee - MHcTpykuus) oOo3HAUaeT
MpaBWja TOJITOTOBKM M OGOpMIICHHUS JIOKyMEHTOB B 0O0IIe00pa3oBaTelbHOW OpraHHu3alliH,
OTIpeieNIAeT CTaHAapThl OPOPMIICHHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTaBJICHUS MPUKA30B,
MOJIOKEHUH MHCTPYKIUH, a TaKkKe perjaMeHTHpyeT (popMHupoBaHUE JIeT U UX TEKyIllee XpaHeHHE,
MOJITOTOBKY JIOKyMEHTOB M JIel K IepeAaye Ha apXWBHOE XpaHEHHE B 00IIe0o0pa30BaTENbHOM
OpraHu3alyu.

1.3. UncTpyKums mo Aemonporu3BOACTBY pa3paboTaHa B EJSX YCTAaHOBJICHUS €HMHBIX TpeOOBaHUI
K TOJATOTOBKE, 00pabOTKe, XpaHEHHI0 M HCIOJIB30BAHUIO OOPA3yIOIIUXCS B ACSITEIbHOCTU
001eo0pa3oBaTeNIbHOM  OpraHW3allid W TOCTYNAIOMMX B MIKOJAY JOKYMEHTOB, a TaKkKe
COBEpIICHCTBOBAaHUS U MOBBIIIEHUSA 3(()EKTUBHOCTH JIEIOMPOU3BOJICTBA 00IIe00pa3oBaTEIbHON
OpTaHU3aIH.

1.4. Tlonoxenus WHCTpyKIMH paclpOCTPaHSIOTCS Ha OpraHu3alnuio paboThl € JAOKYMEHTaMU
HE3aBUCHMO OT BHJA HOCUTENS, B TOM WYHCIE€ C OJJIEKTPOHHBIMH JOKYMEHTAaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIMH C
MTOMOIIIBIO0 HH(POPMALIMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, METOIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEJIONPOU3BOJCTBA U
KOHTPOJIb 32 coOIroAeHueM Hactosimeil MHCTpYKIHMY B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 32
BEJICHUE JIETIOMPOU3BOICTBA.

1.6. IlpaBa u o00s3aHHOCTH pPAaOOTHHUKOB, OCYIIECTBISIOMMX pabOTy C JOKYMEHTaMH B
CTPYKTYpHBIX  MOApa3feneHusXx  oO0Ieo0pa3oBaTeIbHOW  OpraHu3allii, YCTAaHABJIMBAIOTCS
JODKHOCTHBIMU MHCTPYKIIUSIMH WJIH TTPUKA30M JIUPEKTOPA.

1.7. CseneHnus, conepxaiiecs B JOKYMEHTaX, MOTYT OBITh MCIOJb30BaHbI TOJBKO B PabOUYMX
[ENISAX B COOTBETCTBUH C IOJHOMOYHSMHU COTPYIHHUKA, pabOTAIOMIEro ¢ JOKyMeHTamMu. Pabora ¢
JOKYMEHTaMH BHE MOMEIIEHUH MIKOJbl He jaomyckaercsd. [Ipu yTpare HOKYMEHTOB NMPOBOAMTCS
ciry»e0Hast TpoBepKa.

1.8. Ilpu yxozme B OTmyck, mepeBoje (MepeMeleHnH) Mo paboTe WM B Clyyae YBOJbHEHUS
COTPYAHUK O00s3aH TepenaTh BCE HAXOISIIUECS y HEr0 JIOKYMEHTHI WHOMY COTPYIHHKY,
OIpeIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEJICTBEHHOTO PYKOBOJAUTENS YBOJIBHSAEMOTO,
YXOJISIIETO B OTITYCK MJIM TIEPEBOIAIIETOCS (MIEPEMENIaeMoro) o paboTe COTPYIHUKA.

1.9. UncTpykuus obs3aTenbHa TSl COOI0IEHUs BceMU paOOTHUKAMU IIKOJIbl. BHOBE MpUHSATHIEC HA
paboTy COTPYIHHKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPHIX BXOJWT BEICHHE JOKYMEHTAIINH, B
TeueHue TpEX pabouyux THEeH co JHA W3JaHUs MPUKa3a 0 Ha3HAUYECHUH Ha JIOJDKHOCTH JOJDKHBI OBITh
03HAaKOMJIEHHI C HacTosAwmen MHCcTpyKmen o moAnuch.

2. IlpaBujia noaAroToBKU U 0opMiIeHUsI TOKYMEHTOB

2.1. B [JeqarenbHOCTH WIKOJBI CO3/Aa€TCd KOMIUIEKC OPIraHU3allMOHHO PaclopsAUTENbHbBIX
JOKYMEHTOB: TPHUKAa3bl, MMOJIOKEHUS, TIPAaBUIIa, HHCTPYKIIMU, PETIAMEHTHI; MPOTOKOJBI 3aceaHui
(coBemaTenbHbIX, KOOPAWHAIMOHHBIX, O3KCIEPTHBIX M Jp. OpPraHoB), aKThl, AaHAIUTHYECKUE
CIPaBKH, JOKJIAJHbIE U CIy)KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COIJIALICHUs), AeI0Bas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISAIOTCA U O(QOPMIIAIOTCS CHElMalIbHbIE JOKYMEHTHI,
CBA3aHHBIE C IUIAHUPOBAaHHWEM  00pa30BaTENbHOM  JESATENBHOCTM U OCYLIECTBJICHHEM
XO3SIUCTBEHHBIX ~MEpPONPHUATHHA, BeJACHUEM Y4eOHO-TIearornyeckoro ydera, OpraHu3aluen
JIEIOTIPON3BO/ICTBA 00111€00pa30BaTEIPHON OpTraHu3aIui, 00ecIeueHneM OyXTaJITepCKOro y4eTa.



2.2. JIokyMeHTBI MOTYT cCO37aBaThCsi Ha OYMa)KHOM HOCUTENIE U B DIEKTPOHHOH (opme ¢
COOJIIO/ICHMEM YCTaHOBJICHHBIX MPaBWII O0GOPMIICHUS JOKyMEHTOB. [Ipu co3manum ITOKyMeHTa Ha
IBYX M 00Jiee CTpaHUIIaX BTOPYIO U MOCIEAYIOIUE CTPAHHULIBI HyMEPYIOT.

2.3. Homepa cTpaHMIl IPOCTABISIOTCS TOCEPEIMHE BEPXHETO IMOJIS TIOKYMEHTA Ha PACCTOSHUU HE
meHee 10 MM OT BepxHero kpas nucra. [lomyckaercsi co3laHHe JOKYMEHTOB Ha JIMIIEBOH M
00OPOTHOI CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIMPUHA JICBOTO IOJISI HA JIMIIEBOM CTOPOHE JIUCTA
Y TIPaBOTO IOJIsI HA 0OOPOTHOM CTOPOHE JIMCTA AOJDKHBI OBITH PABHBI.

3. PekBH3UTHI JOKYMEHTOB
3.1. Jlnsg pekBU3UTOB JOKYMEHTOB, CO3JaBacMbIX B OO0IEOOpa30BaTENbHONW OpTraHU3AIINH,
yCTaHABIIMBAIOTCS TpaBuia u TpedoBanus B coorBeTcTBUU ¢ [[OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIPEIEISETCS €r0 BUIOM M Ha3HAUYCHUEM.
3.3. Ilpu moaroroBke u OQOPMICHHH JOKYMEHTOB B IIKOJE HCIOIB3YIOTCS CIEAYIOIINE
PEKBH3UTHI:

e KOI (OPMBI IOKYMEHTA;

e HAWMCHOBAHHE IIKOJIbI;

e CIPABOYHBIC JJAHHBIE O IIKOJIE;

e HAWMCHOBAHHE BHJA JIOKYMCHTA;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEp IOKYMCHTA;

e CCBUIKA Ha PETUCTPAIIMOHHBIA HOMED U JIaTy TIOKYMEHTA,

e MECTO COCTABJICHHS (M3JaHUs1) TOKYMEHTA;

e ajpecar;

e Tpu( yTBEPXKIACHUS JOKYMCHTA,;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKa O MPUJIOKEHUHU;

e rpu coriaacoBaHus JOKYMEHTa;

e BU33;

e  TIOJIIHUCH;

e OTMETKa 00 3JEKTPOHHOM MOAINUCH;

e TICYATH;

e OTMETKa 00 HCIIOJIHUTEINE;

e OTMETKA O 3aBEPCHHH KOITHH;

e OTMETKa O MOCTYIJICHUH IOKYMEHTA;

e PE3OIIOHSI.

4. B1aHKH JOKYMEHTOB
4.1. JIokyMeHTBI, co3/1aBaeMble B 00111€00pa30BaTeIbHON OpraHn3alui, 0opOpMIISIOTCS Ha OJlaHKaX,
M3TrOTOBJIEHHBIX HA CTAaHAAPTHBIX JincTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaOJMIIBI, CXEMBI, CMEThI) JIONyCKaercs O(QOpMIATh C
ucnons3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBISIOLIME BHYTPEHHIOIO
NEepenucKy, oQOpMIISIOTCS Ha CTAaHAAPTHBIX JUcTax Oymaru ¢opmara A4 (210x297 mm) 6e3
UCIOJIb30BAaHUS OJIAHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, oOopMIIEHHBIH Ha OjaHke Wiau 0e3 Hero, J0JKeH MMETh MOJs He
MeHee:

o 20 MM - meBog;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.



4.3. JlokymMeHTHI JUInTeNnbHBIX (cBbime 10 JeT) cpoKOB XpaHEHUs AOJKHBI UMETH JIEBOE TOJIE HE
MeHnee 30 Mm.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B IIIKOJIE:

e 00mIMI ONAaHK;

e 0JaHK MHCHMa;

e OJaHK KOHKPETHOTO BHAA JOKyMeHTa (OJIaHK mpuKa3a, OJaHK pacIopsKeHUs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3paOOTaHHBIX W MPUMEHSEMBIX B IIKOJE OJAHKOB IO/JICKAT BKIIOUYCHHUIO B
MHCTPYKIIUIO IO JIEIONPOU3BOICTBY 0011€00pa30BaTeIbHONM OPraHn3allii B KAUeCTBE MPUIIOKCHUN
(mpunokenue 3 Ha 3 nUCTax).

5. [Ipuka3spl

5.1. IlpukazamMu OQOPMIISIOTCS pPEUICHHUS [0 ONEepPaTHBHBIM, OPTraHU3AIMOHHBIM, Y4YeOHBIM,
KaJIpOBBIM (MpUIIOKEeHHE 2 Ha 9 TMCTaxX) U IPYTrUM BOIpocaM pabOThl HIKOJIBI.

5.2. TIpoekTel TNPHKA30B TOTOBST OTBETCTBEHHBIC HCIOJIHUTEIM HAa OCHOBAHWU MOPYYCHUH
JUPEKTOpa, ero 3amectuteneil. [IpoekTsl IpuKa3oB MO JIMYHOMY COCTAaBY FOTOBUT CHEUAIUCT IO
KaJlpaMm.

5.3. B mpuKkasax TEKCT U3JIaraetcs Ot mepBoro Juia equactseHHoro yncia («[IPUKA3BIBAIOY).
5.4. Tekct mpuKaza MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTtupyromed (mpeamOynbl) u
pacnopsiANTENIbHOM.

5.5. B KoHCTaTtupyromeid dYacTH KpaTKO HW3JIaraloTcsi e H 3a1add, (GakTel M COOBITHS,
MOCITYKUBILIME OCHOBAaHUEM Il U3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnomunenue", u T.1. Eciu mpukaz w3gaeTcss Ha OCHOBAHUM JIPYTOTO
JOKYMEHTA, TO B KOHCTATUPYIOLIEH YaCTH YKa3bIBA€TCs HAUMEHOBAHUE 3TOr0 JOKYMEHTA, €ro AaTa,
HOMEp U 3arosioBok. [IpeamOyna B mpoektax mpukaszo 3aBepiraercs cioBoMm «[IPUKA3SBIBAIO,
KOTOpOE [eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacmiopsauTensHast 4acTh JOJDKHA COAEPIKATh MEPEUUCIICHUE MPEIIICHIBAEMbIX JCHCTBHHA C
yKa3aHHEM MCIIOJIHUTENS KaKJOoro JeHCTBHS M, NpU HEOOXOJUMOCTH, CPOKOB HCIIOJHEHMS.
PacniopsinuTenbHas 4acTh JENUTCS Ha MYyHKTHl U MOJIMYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uudpamu. [leiicTBUs 0OJHOPOAHOTO XapaKTepa MOTYT ObITh EPEYHUCIICHBI B OTHOM ITYHKTE.

5.7. B KkauecTBe HUCHOJHUTENEH YyKa3bIBAIOTCA 3aMECTUTENIN AUPEKTOpa, MpelacedaTresnud Win
PYKOBOJIUTENHU pabouux rpymi (KOMUCCHil).

5.8. Ecnin mpukas n3MeHsieT paHee U3JaHHbIH TOKYMEHT (IIyHKTHI JOKYMEHTA), TO OJIMH U3 MTyHKTOB
pacropsIUTEIbHON YacTH TEKCTa JIOJDKEH COAEP KaTh CChUIKY HA M3MEHSEMbIH TOKYMEHT (ITyHKTHI
JIOKYMEHTA) C YKa3aHUEM €ro J1aThl, HOMepa U 3arojoBKa.

5.9. Eciu mpuka3 oTMeHsieT JeficTBHE paHee W3JaHHOTO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OTpeieIEHHON JaThl, TO OJIMH U3 IIYHKTOB PAaCHOPAIUTEIbHON YaCTH TEKCTa JIOJKEH HauWHAThCS
cinoamu "lIpu3HaTe yTpaTMBIIMM CHIy...", lajee yKa3blBaTbCs JaTa, HOMEP U 3aroJIOBOK paHee
M3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCs €ro AeCTBHE.
Ecin narta He yka3zaHa, TO JAEWCTBME paHEe W3JAHHOIO JOKYMEHTa (IIyHKTHI JOKYMEHTA)
OTMEHSETCS C J1aThl M3/1aHUsl HOBOTO MPHKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JJaHUs, TO OJMH U3 IyHKTOB
pacmopsAIUTEIbHOM YacTH TEKCTa JTOJDKEH HAayuHAThCs ciaoBaMH "OTMEHHTh..." W YyKa3bIBaThCA
JiaTa, HOMEpP M 3aroJIOBOK PaHee U3/1aHHOTO TIOKYMEHTA.

5.11. Ecnu mpuka3 mpenrnoiaraeTcs BBECTH B JIEHCTBHE HE C MOMEHTA €T0 M3JaHus, HEOOXOIMMO
yKa3aTb CpOK BBeJ€HHUS ero B JAeiictBue. IlocieqHuil MyHKT pacnopsaUTENbHOM YacTH MOXKET
COJIepKaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJb 332 UCIOJHEHUEM
IIPUKa3a.

5.13. Tlpuka3pl TOANMHUCHIBAIOTCS TOJNBKO IUPEKTOPOM OOIIE00pa30BaTEIbHON OpTaHM3alUU WIIH
pabOTHHUKOM, UCTIOTHSIOLIUM €ro 00s13aHHOCTH.



5.14. OTBeTCTBEHHOCTH 3a OOECHeueHHEe CBOEBPEMEHHONW M KaueCTBEHHOM MOJTOTOBKH MPOEKTOB
IIPUKA30B U MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH U OpraHU3aLMsIMH HECYT
aBTOpBI [IPOEKTA MTPUKA3a.

5.15. PerucrpannoHHble HOMEpa NPUCBAUBAIOTCA IPUKa3aM IO MOPAJKY HOMEPOB B Ipejenax
KaJICHJapHOr'0 roja.

5.16. /lara perucrpanuuu npukKasa sBIseTCs 1aTON ero MoANUCaHHUs.

6. [IpaBuia, MoJ10KeHU, HHCTPYKIIUH

6.1. IIpaBuna — HOPMATHUBHBIM aKT, ONPEACIAIONIMNA MOPAJOK KAKOTro-I1100 BUAA NESTEIHHOCTH,
YCTaHABJIMBAOIINI WIH 3alPEIaoINi ONPeIeIEHHOE TTOBEACHHE.

6.2. IlonoxeHne — HOPMATUBHBIN aKT, JETATLHO PETJIAMEHTUPYIONIUI MTPABOBOM CTaTyC, MOPSIOK
OpraHu3aly U MpoLeaypy Kakoro-ai1udo Buaa JesTeIbHOCTH.

6.3. MHCTpyKIMSI — HOPMAaTHBHBIM aKT, M3JaBa€Mbli B IENAX PA3bACHEHHUS U OIpPEIEICHUs
MOpsAJIKa IPUMEHEHHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JUOO C LENbI0 YKa3aHWUs HOPM O
Croco0ax BBIMOJTHCHUS OTPECIICHHBIX ONeparyii (IeHCTBHIA).

6.4. [IpaBuia, MONOXKEHHS, HUHCTPYKIIUU MPUHUMAIOTCS (B 3aBUCMMOCTH OT BUJA JOKYMEHTa) Ha
YrupapismoomeM coBeTe, 3acenaHusx [Ipod)cOor03HOTO KOMHTETa IIKOJBI M yTBEPKIAIOTCS
JTUPEKTOPOM.

6.5. IlopsimoKk MOATOTOBKH MPOEKTOB IMPABHJI, TOJIOKEHUSI, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAJIKY MOATOTOBKHU MPOEKTOB MPUKA30B 00111e00pa3oBaTeIbHON OpraHu3altu.

6.6. TekcT mpoeKTa IMOJIOKEHHs, MPaBIJ, MHCTPYKLUMHU IIeUaTaeTcss Ha YUCTOM JIHCTE Oymaru
dbopmata A4.

6.7. OTIMYHUTENBHBIMU XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, HHCTPYKIIMH SBIISTFOTCSL:

e TOYHOCTb MPUMEHSEMBIX (POPMYITHPOBOK O€3 HCIOIB30BAHUS CJIOB U MOHATUN, UMEIOIIUX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJB30BaHHWE KOPOTKHUX MPEAJIOKEHUN, OOLIETPUHATHIX BBIPAKEHUH U CBS30K, MPH
HEO0OXOJIMMOCTH - MPEJIBAPUTENILHOE OIpPEAEICHUE HCIIONb3yEMbIX MOHATUH, COKpALICHUH,
ab0peBuaTtyp;

e OMNHMCAHHWE BCEX BO3MOXKHBIX BAapHUAHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapHUaHTOB
JeWCTBUH, T.€. OJHOTA MpeJICTaBIeHUs UH(OpMaIIIH;

e CTPYKTYpPHPOBAaHHOCTb TEKCTAa C LEIbI0 JOCTHXKCHHMS HAWIy4llled I0CIIEI0BAaTEIbHOCTH
U3JI0’KEHUS MaTepUaa;

e MUHUMU3ALUSA TEKCTAa C MOMOIIBIO NPUMEHEHUs 00001eHni (0030pOB IpEanosaraeéMbIX
JeCTBHI) U IPUMEHECHUE MTEPEUNCIICHHUH (3a/1a4, STAIOB, YCIOBUI | T.]I.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH M 00BhEeMa pa3padaThIBAEMBIX TPABUIL, TTOJIOKEHHS, HHCTPYKIIUU
- TEKCT JOKYMEHTa JEJINTCS Ha TJaBbl, IIYHKTHl ¥ MOANYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoaurcs apaObckumu nudpamu.

7. IIpoToxoJ 3acenanusi (CoBelaHMsl)

7.1. TIpoToKkosl — JOKYMEHT, B KOTOPOM (PUKCHpYETCs XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
pelieHnit Ha COOpaHusX, COBEIIAHUAX, KOHPEPEHIUAX U 3aceJaHUsIX KOJUIETHaIbHBIX OPTaHOB.

7.2. Tlporokon 3acenaHus (COBEIIaHMS) - (J1ajee - MPOTOKON) O(OPMISETCS Ha YHUCTOM JIHCTE
Ooymaru opmara A4.

7.3. PexBU3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JBYX YacTeil: BBOJHONW M OCHOBHOM.

7.4. Bo BBOJHOM  4YacTH  YKa3bIBAlOTCA  HWHUIIHAJIBI, baMunmuun W JTOJDKHOCTH
IpeJceIaTeIbCTBYIOIIETO, CEKpeTaps, MPUCYTCTBOBABIIMX HA 3aCEAaHUU U, MPH HEOOXOIUMOCTH,
JIUI, TPUTJIAIIICHHBIX Ha 3aceaHne (COBEIIaHME).

7.5. BBojHasg uyacTb MNPOTOKOJA 3aKAaHUYMBAETCS IEPEUYHEM PAaCCMATPUBAEMBIX BOIPOCOB,
MEPEYUCIICHHbIX B TOPSAKE UX 3HAYMMOCTH C YyKa3aHUWEM JOKJIaJuuka IO KaXJIOMYy
paccMaTpuBaeMoMy Bonpocy. Bompocs! popmynupyrores ¢ npeaiorom "O" ("O0"), meuaTtarorces ot
TPaHMIIBI JIEBOTO TOJIT U HYMEPYIOTCS apaOCKUMU Iudpamu.



7.6. OcHOBHasi 4acTh MPOTOKOJIA COCTOUT W3 Pa3lieloB, COOTBETCTBYIOIIUX PACCMATPUBACMBIM
BOIIPOCAM M UX HyMEpPalHH.

7.7. TekcT MNpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKEeCTBeHHoro uwcia ("ciymanu",
"BpicTynmn", "mocranoBuin", "pemmnn').

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIMLIOM, IPECEIAaTEILCTBOBABIINM Ha 3aceJaHiH (COBEIIAHUH), U
cekpeTrapém 3acenanus (COBEIIaHu).

7.9. Tlpu OTCYTCTBHHM ceKpeTapsl 3aceJaHus, B TOM 4HCIE TNPU TMPOBEACHUHU OICPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMMCAaHUE MPOTOKOJIA TOJIBKO MPEICEAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBJICH HE MO3JHEE TPEX IHEH cOo JHA 3aceJaHus.
[IpoeKkTbl  COOTBETCTBYIOIIMX IYHKTOB TPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 IMOATOTOBKY.

7.11. Jlata mpoTOKOJIa TOHKHA COOTBETCTBOBATH JTHIO MPOBEJICHUS COBEIIAHUS (3aCeIaHmsl).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3AlMSIM H JIOKHOCTHBIM
JUIAM B COOTBETCTBUHU C yKas3aTelleM pAacChUIKH, KOTOPBIA COCTaBJSIET CEKpeTapb 3acelaHMHs
(coBemanus).

8. Iliian
8.1. [Inan — AOKYMEHT, YCTaHABIIMBAIOIINN NTEPeUeHb HAMEUEHHBIX K BBITTOJHEHUIO MEPOIPHUITHIA,
UX MOCIIeIOBATEIBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX MCTIOJTHUTEIICH.
8.2. Ilman odopmusercs Ha nucte Oymaru ¢opmata A4 C HCMHOIB30BAHUEM CIEIYIOIINX
PEKBU3UTOB:

e HAMMEHOBAHHUE IIKOJIbI;

e Tpu] YTBEPKICHHUS JOKYMEHTA;

e JaTa JOKYMEHTa;

e PEruCTPalMOHHBIA HOMEp JOKYMEHTA;

e HAMMEHOBAHME BUJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOJIHUCH.
8.3. PexBm3ut — "Tekct qokymMeHTa" oopmIIsieTCs B BUIE TaOIHIIBI ¢ Tpadamu:

e HOMEp NMYHKTA IJIaHa,;

e HAWMEHOBAaHWE MEPOIPHUATHS;

e CpOK MCIIOJIHEHHUS;

e WCIIOJIHUTEIb;

e TpHUMEYaHUE.

9. Otyer
9.1. OTuer — NMOKYMEHT, COJCPKAIIII CBEJICHUS O pe3ylIbTaTax NesATeILHOCTH 3a OINpeIeIeHHBIN
MIEPHOJ] BPEMEHH, BBIIIOJIHEHUN MEPONPUATUI, TIOPYUEHHH, 3aJaHUI, TJIAHOB.
9.2. Otuersl, MpenocTaBIsieMble B OpPTaHbl TOCYJApCTBEHHOH BIAacTH (B TOM YHCIE B OpTaHbI
TOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIME  YCTAHOBJIEHHYIO  TPABOBBIMH  aKTaMu
rOCy/IapCTBEHHBIX OpPraHoOB ()OpMY, CO3/Ial0TCS M0 YCTAHOBJIEHHOM TOCYJapCTBEHHBIMH OpraHaMu
¢dopme 1 B OIpeeIEHHOM UMH MOPSIIKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHHKAMH IMKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHS,
CO3JIAI0TCSI 110 MpaBHUJIaM, YCTAHOBJICHHBIM ISl CO3/IaHUS CITYKEOHBIX 3aITUCOK.
9.4. Otuernl odopmisitoTcss Ha JMcTe Oymaru ¢opmara A4 ¢ HCIONB30BaHUEM CIEAYIOIIHX
PEKBU3UTOB:

e HAMMEHOBAHME IIKOJIbI;

e JaTa JOKYMEHTa;

e PErucCTpalMOHHBIA HOMEp JOKYMEHTA,;

e HAaMMEHOBAHME BHUJA IOKYMEHTA;



e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAUMEHOBAHUE JIOJDKHOCTH;

e IIOJIUCH.
9.5. B Tekcre oTuéra B 0043aTeIbHOM MNOPSAIKE JODKHO COJAEPXKATHCA YKa3 Ha JEATENbHOCTb,
MEpPOIPUATHE, BBIAAHHOE I[OPYYEHHUE, 3a/JaHue, MYHKT IUIaHa, IOAJIEXkAllUi BBINOJIHEHUIO, U
pe3yabTaT O BBIIOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOACHHWE WIM HapylleHHe
UCIOJIHUTEJIbCKON ~ JAMCLUMILIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIOJHEHMS M  Hajylexallee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCITOJIHUTEISIMU (IIPU y4aCTUU HECKOJIBKUX UCIIOTHUTENEH).

10. IIncsmo
10.1. Ilucbma roToBsTCS Kak:

e OTBETHI O BHIIIOJHEHUH MOPYYCHUH BBIIIECTOSIINX OPTaHOB UCIIOJHUTEIHHOMN BIIACTH;

e OTBETHI Ha 3aIPOChl OPraHU3aLUi, NPEIPUATHI U YACTHBIX JIMLL;

e HMHHIUATHBHBIC MMCHMA.

10.2. Cpoku MOArOTOBKHM OTBETHBIX ITHCEM:

e C KOHKPETHOMW JaTOM MCIIOJIHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUM C pE3OJIOLUUEH JUpeKTopa W €ro 3aMecTHTe]Ied Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB HCIIOJIHEHHSI TIOPYYEHHUH, 3alpOCOB WM IO PEIICHHIO aBTOpa
PE30IIIOLUH.

10.3. TeKcTBl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSM, 3a()MKCHPOBAHHBIM B
pesomoru. CpoKH MOArOTOBKM MHUIMATHBHBIX MHCEM ONPENEISIIOTCS CaMOCTOSATENIEHO aBTOPOM
MIPOEKTa MUChMa C YIETOM HEOOXOAUMOCTH PEUICHNs KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBHH C
TpeOOBAHUAMH 3aKOHO/1aTENIbCTBA, TOPYUEHUSIMHU HETTOCPEACTBEHHOI'O PYKOBOAUTEIIS.

10.4. TIucepma meuataroTcsi Ha ONaHKE MHChMa OOIIE00Pa30BATENFHOW OPTaHU3AUU C YTIIOBBIM
pacIoyio’KeHNEeM PEKBU3UTOB.

10.5. JlomosHUTENBHO K PEKBU3WTAM OJIaHKa THUChMa TpH O(GOPMIICHUU IHMCEM B IIIKOJE
UCTOJIB3YIOTCS CIEAYIOIINE PEKBU3HUTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NMPWIOKEHUH;

e BU3a;

e TIOAMHUCH.

e OTMETKa 00 HCIIOJIHUTEIE.

10.6. IIpu odopmieHun nucbkMa Ha JBYX M OoJjiee CTpaHMIAX BTOpas M MOCIEAYIOIINE CTPAaHHIIBI
HYMEpYIOTCs OCEpEIMHE BEPXHET0 MOJIs JINCTa apaOCKUMU LU pamH.

10.7. [lucpbma MOMUCHIBAET JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.

10.8. CnyxeOHBIC 3aHCKU

10.9. B nensix ocymiecTBIEHUS] B3aUMOJCHCTBUS MEXIY COTPYAHMKAMHU B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE TIPUMEHSFOTCS CITy)KeOHbIe 3anmicku. Cy)keOHbIe 3aIiCKA SBISIOTCS
CMPaBOYHO-MH(POPMALMOHHBIMUA  JIOKYMEHTaMHU. ABTOpaMH CIIY)KEOHBIX 3alHMCOK  SBISIOTCS
COTPYAHHUKHU 00111€00pa30BaTEIHFHON OPTaHU3aIUH.

10.10. CnyxebHas 3amMcKa MOXKET COCTABIATHCS MO YKa3aHUIO PYKOBOJICTBA WIIM 10 MHUIIMATHUBE
KOHKPETHOTO COTPY/IHHUKA.

10.11. Ilpu opopmieHuu ciayxeOHOM 3aucKu 0(GOPMIIIIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e JlaTa IOKYMEHTA;

e HAMMEHOBAaHUE BHJA TIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;



e TEKCT JOKYMEHTa;
e OTMETKAa O MPHJIOKEHUH (TIPH HAJTNYHUH);
e HAWMEHOBAHUE JIOJHKHOCTH;
e  TIOJIHNCE.

10.12. Cnyxe0OHble 3aIMCKH MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHUTENE U (WIM) B AJIEKTPOHHOMN

dbopwme.

11. JloBepeHHoOCTH

11.1. JloBepeHHOCTh BBIAETCA COTPYAHUKAM IIKOJIBI W odopmisseTcs TO MpaBHIIaM,
YCTaHOBJIEHHBIM HacTosimie MHcTpyknumeit s mucem, ¢ y4étoM TpeOOBaHUM TIpaskJaHCKOTO
3akoHojarenbeTBa Poccniickor denepanvi 1 HACTOALLETO pa3aena.

11.2. TIpoeKT [OBEPEHHOCTH MOJATOTABIMBACTCS U BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyIeT BbIAAHA, IMOCIE Yero mnepenaércs B KaHIENSAPHUIO JUIs HalpaBiCHUS Ha
MOJNKCAHUE.

11.3. JloBepeHHOCTh MOAMKMCHIBACTCS JTUPEKTOPOM WIIM JIUIIOM, OCYIIECTBIISIFOIIMM €TO
MOJIHOMOYHS (MCTIONHSIOMIMM OO0S3aHHOCTH), M CKpEIUIAeTCs IedaTbio 00Iieo0pa3oBaTeabHOM
OpraHu3aIyu.

12. JloroBopsl, cor/ianieHusi, KOHTPAKTbI

12.1. JloroBopsl, cornamnieHus, KOHTPaKThI (Jajiee - JOrOBOPbI) MOArOTaBIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIO/I)KETHOTO U MHOTO 3aKOHOAaTeNIbcTBA Poccuiickoit
@denepanvivi, B 3aBUCUMOCTH OT PETYIUPYEMBIX IOTOBOPOM IPABOOTHOIIEHUN U 00s3aTENbCTB
CTOPOH.

12.2. IIpoekT mOroBopa MOATrOTaBIMBAECTCA OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAaKTHBIM
VIPABIAIOMUM) C y4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOTO W KAYECTBEHHOTO OOECTIeUeHHS
WCIIOJIHEHUS] CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (PYHKINI), TOTHOMOYUHN IIKOJIBI B LIETIOM.

12.3. TIpoekt 10roBOpa IOATOTABIMBAETCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIIPaBJISIOLIMM) COBMECTHO CO CIELHATUCTOM, K QYHKIHUAM (IIOJTHOMOUYHUSAM) KOTOPOIO OTHOCHUTCS
pelIeHre BOMPOCOB, SBISIOLIUXCS MPEIMETOM JI0TOBOpA, WM MHBIM COTPYJHUKOM IO HPSIMOMY
yKa3aHHUIO TUPEKTOpa 0011e00pa3oBaTeIbHOW OpraHU3aIIH.

12.4. HeobOxomumasi 1T TIOJTOTOBKH MTPOEKTA TOTOBOpa MH(OpMAIHS COOMPAETCS OTBETCTBECHHBIM
TUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B TOpSAIKE paboyero B3aWMOAEUCTBUS C YYETOM MpaBul,
YCTaHOBJICHHBIX HacTosIew MHCTpyKIne.

13. IIpyHOMIBI OPraHU3aLUH JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIACISIOTCS CIEAYIONUE JIOKYMEHTOMOTOKH: ITOCTYIAIOIIast
JOKyMEHTanusi  (BXofsiuas), OTHOpaBiseMas JOKyMeHTauus (UCXOZsIias), BHYTPEHHSA
JIOKYMEHTAIHSI.

13.1. B cocraBe BxoAsImell M HCXOAAIIEH MOKYMEHTAlMM MOTYT BBIICISTHCS JIOKYMEHTHI,
MOCTYNUBIINE W3 BBIMIECTOSANINX, MOIAPSIHBIX, MEIUIIMHCKUX W JIPYTUX OpTraHW3alldid, OpraHOB
MECTHOTO CaMOYIIpaBJICHUS, OOpaIleHus TPaX/IaH.

13.3. OOpameHusi rpaxaaH PErHCTPUPYIOTCS W (HOPMUPYIOTCS B Jela OTAEIBHO OT IPYTHX
JIOKYMEHTOB 00111e00pa30oBaTeIbHON OpraHU3alIHH.

13.4. B mxone mocTaBka M OTIpPaBKa JJOKYMEHTOB OCYIIECTBIISIETCSI CPEICTBAMH TTOYTOBOW CBSI3H,
ANEKTPOHHOU CBSI3H, a TaKXe MO CHCTeME AJIEKTPOHHOTO TOKyMeHTooOopoTa (mamee - CO/). C
MIOMOIUIBIO TOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYI0 OpPraHU3AIMIO JIOCTABISETCS MHUChMEHHAas
KOPPECMOH/ICHITUSI B BUJIE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUeK, OaHIeposiel u
MEJIKUX [MaKEeTOB, a TAK)KE NeYaTHbIE U3/1aHu4.

14. llepBuyHas 00padoTKAa MOCTYNAIOIIMX IOKYMEHTOB

14.1. JlokyMeHTHI, MOCTyMalolIMe B IIKOJNYy, TEpPEelaloTCs Ha PETrUCTPAIMIO CEKPeTapro
0011e00pa3oBaTeIbHON OpPTaHU3allid U MPOXOAT MEPBUUYHYIO 00paOOTKY B JEHB IMOCTYIUICHUS,
IIPU MIOCTYIUICHWU B Hepabouee BpeMsl - Ha cieyromuid pabounii aeHs. [Ipu nepBuuHoii 00paboTke



JOKYMEHTOB TPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYMUBIIME JTOKYMEHTHI
IIEPECHUIAIOTCSA 1O MPUHAIEKHOCTH WIN BO3BPAILAIOTCS OTIPABUTENIO.
14.2. lokymenTsl, noctynusixe ¢ orMerkamu "Cpouno”, "Bpyunts HemeuienHo", "OnepatusHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKYy U JOKJIAIbIBAIOTCA AUPEKTOPY WIM B Cilydae
€ro OTCYTCTBMSI — 3aMECTUTENIO IUPEKTOPA 10 HAIIPABJICHUIO JESATEIbHOCTH.
14.3. IlocTynuBuixe TeaerpaMMbl IPUHUMAIOTCS MO HOJIKMCH C IPOCTABICHUEM JIaThl M BPEMEHU
IIpUEMa, PETUCTPUPYIOTCA 110 TEM XK€ MpaBUiIaM, YTO U IUCbMA.
14.4. DnekTpoHHBIE COOOLIEHUS, aAPECOBAHHbIC JUPEKTOPY MM HAIIPABIEHHbIC B aJpeC HIKOJbI,
pacrneyaThIBalOTCs U JOKJIAbIBAIOTCS JUPEKTOPY WIM B CIIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpA.
14.5. DnexTpoHHBIE COOOIEHUS, 3aBEPEHHBIC JEKTPOHHOM MOAMMCHIO, MOIekKAT 00paboTKe 1O
IIpaBUJIaM, IPEAYCMOTPEHHBIM JJIs TOCTYHAaroIeH (BXoas1el) TOKyMEHTal1H.
14.6. TloctynuBmias (BXxonsmiasi) IJOKYMEHTAIUsl PAaCHpEIeNIeTCs Ha PETUCTPHPYEMBIE U HE
MOJIEKAIUE PErUCTPALIUU TOKYMEHTBI.
14.7. He nmomJiexxat peructpaiuu:

e IIPUIJIACUTEJIbHBIC, I03IPAaBUTEIILHBIE INCbMA U TEJIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMHUHAPOB, KOH(EPEHLUH U APYrUX NOJOOHBIX MEPOIPUATHIA;

e JIOKYMEHTbl IO OYXTaJTepCKOMy yuyeTy, MaTepualbHO-TEXHHMUYECKOMY OOECHeueHHUIO,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHaloIIKe 0€3 CONPOBOAUTENBHOIO MUChMA;

e PEKJIaMHbIE, KOMMEPUECKHE MPEIJIOKEHUS, B T.4. IOCTYIUBLINE 110 JIEKTPOHHOM TOYTE;

e IICYATHBIC U3/IaHUS;

e IHCHbMA C IOMETKOM «JIMYHO».

15. Perucrpaumsi, y4eT M PpacCMOTpeHHe PYKOBOAUTEJEeM MOCTYNAKIIUX (BXOASAIINX)
AOKYMEHTOB
15.1. [ocrynuBmme (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ MU IEPBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOc00a UX JIOCTABKH.
15.2. Peructpamusi — mpocTaBiieHUE B HIDKHEM IPAaBOM YTIIy MIEPBOTO JHCTA JTOKyMEHTa OTMETKH
O MOCTYIUICHMM C YyKa3aHHUEeM JaThl NOCTYIUIEHHS W BXOJSIIEro pPErUCTPallMOHHOIO HoMepa
JOKYMEHTa ¢ o00s3aTeIbHOM 3alKChi0 B JKypHaJd pEerucTpanuy IOCTyHaromeil (Bxoasuieil)
nokymeHTanuu. CTpyKTypa perucTpallioOHHOTO HOMEpa, MOCTYIAIOMIEro (BXOIAIIEr0) TOKYMEHTa,
COCTOMT M3 €ro IMOpSJKOBOrO HOMEpa U MHAEKca Jejna 10 HOMEHKJIAaType el
00111e00pa3oBaTeIbHON OpraHU3aIH.
15.3. Perucrpanuss BceX MOCTYNUBIIMX (BXOIAIINX) ITOKYMEHTOB NPOHM3BOIUTCS B Ipelenax
o0I1Iero JOKYMEHTONOTOKA. JIOKYyMEHThI, NOCTYNUBIIME B IIKOJIY IO KaHajaM (akCUMUIbHON
CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekct moctynuBlIed TenehoOHOrpaMMbl —3alUCBIBACTCA B JKypHalle PErUCTpaIUH
TeneoHOrpaMM U IeyaTaeTcs Ha JiucTe Oymaru Juisl nepeiadyi Ha pacCMOTPEHHUE.
15.4. Tloctynatomue (BXOISIIUE) TOKYMEHTHI ITepeJatoTcsl Ha paCCMOTPEHUE PYKOBOJCTBY TOJIBKO
MocJIe UX PEruCTPaliU U MPEABAPUTEIHHOTO PACCMOTPEHUS.
15.5. JloKkyMeHTbI, MOCTYNUBILIME B 001Ie00pa30BaTeIbHYI0 OpraHU3allMIo, 10 BOIpOCaM, He
TpeOyIOUIMM PacCMOTPEHUS AUPEKTOpa, HaIpaBISIOTCS pPabOTHUKOM OTBETCTBEHHBIM 3a
JEJIONPOU3BOCTBO HIKOJIbI HEMOCPEACTBEHHO UCIIOIHUTEIIO 3a1poca.
15.6. TupexTop B pe30IIOIHN ONPENENSIET JIUII, OTBETCTBEHHBIX 3 MCIIOJIHEHHE TOKYMEHTA, U 1aeT
UM nopydeHue. PaGOTHUK OTBETCTBEHHBIHM 3a J€IONMPOU3BOACTBO IIKOJIBI MEpEeAaeT JOKYMEHT Ha
UCIIOJTHEHHE.
15.7. TlonnMHHUK TOKYMEHTa C PE30JdIOIHMeNd PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaIpaBJIAETCs UCTIOTHUTEIIO.
15.8. Ilpm HaIM4YMKM HECKOJBKHUX HCIIOJIHUTENeH NOAIUHHUK JOKYMEHTa Hepeaaercss ToMy
UCIIOJHUTENI0, KOTOPBIH B  COOTBETCTBUM C YKa3aHUSAMM [0 HUCIOJHEHUIO  SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaOT KOMUIO JOKYMEHTA.



15.9. ToanmuHHUK MOKYMEHTa, KOTOPBIA HCIIONHSETCS HECKOJIbKHUMH JOKHOCTHBIMHU JIMIIAMH,
IIOJIy4aeT OTBETCTBEHHBIN UCHOJHUTENL. OCTaNbHBIM UCIIOTHUTENSIM NEPENAIOTCS KOIUU.
15.10. UsrortoBneHWe KOMUH JOKYMEHTA MJii TMEpelayd COWCIIOTHHUTEISM OCYIIECTBISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.
15.11. Pe3omtonusi COAEPIKUT:
e yKa3zaHWE MO WCIOJHEHHUIO, COJEpKalllee KpaTKoe ONHUCaHue HEeOOXOAUMOro s
HCIIOJIHCHUS ACHCTBUSI;
e yKa3zaHHWE Ha CPOK, B TEUEHHE KOTOPOro JHOO 10 HCTEYEHHS KOTOPOro HeoOXO0IUMO
WCIIOHUTH MPEINUCAHHOE ACHCTBUE;
e JIMYHYIO MOJIHUCH aBTOPA PE3OJIFOLUU;
e JIaTy MPOCTaBJICHUS PE3OJIIOIUH.
15.12. Vka3zaHue Ha CpOK, B TEYCHHE KOTOPOTO JUOO 1O HCTEYCHHUS KOTOPOTO HEOOXOIMMO
WCMOJIHUTh NPEANUCAHHOE JEHCTBUE, MOXKET HE BBIPAXATbCs KOHKPETHOM AAaTOM M COIEpPKATb
BBIpa)KECHHUS: "B YCTAHOBIICHHBIN 3aKOHOM CPOK' U T.II.
15.13. Pe3omonus mumiercs Ha CBOOOTHOM OT PEKBU3UTOB MECTE IIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Koria pe3oJronus aJpecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
WCIIOJTHEHUE JOKYMEHTa B IIEJIOM SIBJISIETCS COTPYAHHUK, YKa3aHHBIM TEPBBIM (BEPXHUM), JHOO
COTPY/AHMK, B OTHOLLIEHUH KOTOPOTO ClIeJIaHA IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranuszanusi paéoTsl ¢ OTHPABJAsieMbIMHU (MCXOAAIIUMHU) TOKYMEHTAMH

16.1. Jlo mpemocTaBiieHUsI TPOEKTA OTIPABIAEMOro (MCXOIAIIET0) IOKYMEHTa Ha TOJIHUCH
IUPEKTOPY WM MHOMY YIOJHOMOYEHHOMY B YCTAHOBJIGHHOM IIOpSAKE Ha TMOANMCAHUE JIUIY
OCHOBHOHM HCITOJIHUTEb IMPOBEPSIET MPABUIBHOCTh O(GOPMIICHHS OTHPABISIEMOTO (MCXOJSIIETO)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosel MHCTpyKIum.

16.2. TIpu MOATOTOBKE OTHPABISIEMOTO (MCXOMAALIETO) JOKYMEHTA KaK OTBETAa HA IOCTYIHBIIUH
(BXomsAUIMA) JOKYMEHT HCHOJHMTENb NPUKIAIbIBACT K IOAIOTOBIEHHOMY NPOEKTY BXOISAILUMN
JIOKYMEHT.

16.3. IIpoeKTh! OTIpaBIsAEMbIX (UCXOASIINX) JOKYMEHTOB C YUETOM COOIIOIEHUS] YCTAaHOBJICHHOTO
B PE30JIIOIIMM CpPOKa MCIOJHEHHUs] TepefaroTcsl OTBETCTBEHHBIM MCIIOJHUTEIEM B OTHEIN
JIeTIOTIPOU3BOICTBA (KaHLIESIPHUs, CEKPEeTaph) MIKOJIbI /ISl HAIIPAaBJICHUS Ha MOANUCaHHE.

16.4. TlommucaHHbie oOTHpaBisieMble (UCXOIANIME) JTOKYMEHTHI, MepefarTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JI€JIONPOU3BOJACTBO  INKOJBI, KOTOPBIM  OCYHIECTBIET  IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBHUS KOJMYECTBA HK3EMIUIIPOB OTHPABISAEMOro (HMCXOJSIIETO)
JOKYMEHTa CHHUCKY pAacChUIKM, a TaKkKe IMPaBUJIBHOCTh O(QOPMIICHHS JOKYMEHTa COIJIACHO
HACTOSIIECH HHCTPYKIINH.

16.5. B cnyyae HapylleHHs KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TaKxkKe
MPaBWIBHOCTH O(OPMIIEHUS JIOKYMEHTa COIJIACHO HACTOSIIEeH HMHCTPYKIUHU OTIpaBisieMble
(ucxonsmue) JTOKYMEHTBbl  HE3aMEAJIUTEIbHO  BO3BpalllaloTCd  paOOTHUKAMM  KaHLEJSPUU
OTBETCTBEHHOMY HCIIOJHHUTENI0 WJIM B CIy4ya€ OTCYTCTBUS OTBETCTBEHHOT'O HCIIOJIHUTENS €ro
HENOCPEACTBEHHOMY PYKOBOJUTEIIO JUIsl YCTPAHEHUS HApYIICHUH.

16.6. JlokyMeHTHI TOCJ€ WX MOJIMUCAHUS IUPEKTOPOM WM WHBIM YIOJTHOMOUYEHHBIM JTUIIOM
nepeaaTes B KaHIEIsIpUio 0011e00pa3oBaTeIbHON OpraHu3alyy A pErUCTPAlli U OTIPABKH.
16.7. Peructpanust oTIpaBisieMbIX (MCXOASIINX) JOKYMEHTOB OCYIIECTBIISIETCS TIOCIE TIPOBEICHUS
pabOTHHKAMU KaHIENSPUU, OTBETCTBEHHBIMU 32 JIEJIONPOU3BOJICTBO, MPOBEPKHU KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TaKXe MPaBUIBHOCTb O(OPMIIECHHUS OTIPAaBISIEMOIO
(McxonAIIEero) TOKyMEHTA.

16.8. Perucrpamms co31aBaeMbIX JOKYMEHTOB OCYIIECTBIISICTCS B JIEHb TIOAMHMCAHUS WU
YTBEpKIeHUS 100 Ha cleyromuil pabounii 1eHb.

16.9. CeeHust 0 pETUCTPUPYEMBIX OTIPABISIEMBIX (MCXOISIINX) TOKYMEHTAaX BHOCSATCS B KYpHAI
perucTpanyy OTHPaBIAEMON (MCXOASIIEN) TOKYMEHTALIUH.



16.10. PeructpaiiioHHbIH HOMEp U JaTa OTIPABIAEMOro (MCXOSIIEr0) TOKyMEHTa MPOCTABIISIOTCS
Ha TOJJMHHHUKE JOKYMEHTa B pPEKBU3MTaX OJlaHKa W Ha HK3EMIUIpe, OCTalouieMcsl B Jele
001eo0pa3oBaTeNIbHON OpraHU3aIIH.
16.11. CtpykTypa perucTpallMOHHOTO HOMEpPA OTIPABIAEMOr0 (MCXOJSINEr0) JOKYMEHTa COCTOUT
U3 €ro MOPAIKOBOI0 HOMEpA M MHJEKCA Jeia IO HOMEHKJIAType JelT IIKOJBI.
16.12. OrmnpaBka JOKYMEHTOB MIPOU3BOAMTCS IEHTPAIU30BAaHHO PAOOTHUKAMH KaHIICISIPUN
IIKOJIbI, KOTOpPbIE MPOU3BOAAT HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Hasd,
MEXAyHapOAHAS U Ap.).
16.13. IlucbMa, TenerpaMmbl, OTKPBITKH, OAaHIEPOJIN U ITeYaTHBIC U3AAHUS OTIPABISIOTCS TOYTOM.
daxcorpamMmMbl U TeaedOHOrPaMMBI ITepeIatoTCs M0 KaHalaM Tesie(OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMAIBLHOIO MOYTOBOTO 3JIEKTPOHHOTO
azpeca 0011e00pa30BaTEIbHON OPraHU3alllu.
16.15. ITucema, TenmerpamMMsbl, OTKPBITKH, OaHAEepOIIH, (haKCOTPaMMBI, HJIEKTPOHHBIE COOOLICHNS, HE
CBSI3aHHBIE ¢ paboueil JesTeNIbHOCTHIO, K OTIPABKE HE MPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U MPOXOIAT:
e  YIIAaKOBKY;
e anpecoBaHue (IPU HAMPABICHUM JOKyMEHTa Oosiee 4eM B 4 ajpeca) — B COOTBETCTBHH C
yKa3aTeleM PacChUIKHU, Ha KaKJOM SK3EMILIApE MUChbMa YKa3bIBAETCs TOJIBKO OJUH aJipecar.
e TIPOCTaBJICHUE CTOMMOCTH MOYTOBBIX YCIIYT;
e TEpeavy B IOYTOBOE OT/IEIICHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPABKE HMHCEM HEOOXOIMMO YUUTHIBATh NpPABWIIA, YCTAHOBIICHHBIC
MpHKa3oM MuUHHCTEPCTBA CBSA3H U MaccoBbiXx kKoMMyHHKaluii P® ot 31 urons 2014 r. N 234 "O06
yrBepkaeHuu [IpaBui oka3aHus yciIyr o4ToBOM cBsi3u'.
16.18. /lokyMeHThI, OTHpaBIsieMbIe CPEACTBAMU MOYTOBOM CBSI3U B OJMH aJpPEC, BKIIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Mcxonsmme AOKYMEHTHI, MpeAHa3HAYCHHbIE AJsi OTIPABKH CPEACTBAMU (PAKCUMUIBHON
CBSI3M, OTIPABJISIOTCS paOOTHUKAMM KaHLENSpUH 00111e00pa30BaTeIbHON OpraHu3allly.

17. Pa3paboTKa u BeJleHHe HOMEHKJIATYPbI J1eJ1
17.1. JloxymeHTanbHbINA (POH LIKOJIBI — COBOKYITHOCTh JJOKYMEHTOB, 00pa3yroIIUXCs B poliecce
€ro JeATenbHOCTH. JIOKyMeHTanbHBIM (OHJ IIKOJBl COCTaBISIOT JOKYMEHTBI, CO3JIJaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3alMid M TOJIYYEHHBIE €10 B pe3yibTaTe B3aHMMOACUCTBUS C
OpraHaMH TOCYAApCTBEHHOM BIJIACTH, OpraHaMU MECTHOI'O CaMOYIIPaBJICHUS, IOPUAMYECKUMHU U
(bU3NYECKUMU JIUIIAMH.
17.2. HomeHkmnarypa Aen SBISETCS OCHOBOH (hOPMUPOBAHHS JOKYMEHTAILHOTO (OHJA IMIKOJIBI U
OpeNCTaBIsieT CcOoOOH CHUCTEMAaTH3MPOBAHHBIM IEPEYeHb 3arojOBKOB (HAMMEHOBaHMM) Jiel,
3aBOJUMBIX B IIKOJIE, C YKAa3aHHMEM CPOKOB MX XpaHEHMs, U O(OPMIICHHBIH B COOTBETCTBUHU C
IIPaBOBBIMU AKTaMH, PEKOMEHJAIMSAMH M METOAUMYECKMMM YKa3aHMSIMM OpraHoB Poccuiickoin
@denepany, YHNOJTHOMOYEHHBIX B c(epe TOoCyJapCTBEHHOTO YIPAaBJICHHUSI apXUBHBIM JIEJIOM,
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO0O0pOTA.
17.3. HomeHKaTypa Jest COCTaBIISCTCS Ha OCHOBE M3yUYCHHUS MOJIOKEHHA, MHCTPYKIIUN W TIPaBUIL, a
TaKXKe JPYruX JOKYMEHTOB, pErjaMEeHTHPYIOIIUX JEeATeIbHOCTh  00IIeo0pa3oBaTebHON
OpraHM3aliM, a TakKKe HOMEHKIATyp /el 3a MPeIUIecTBYIOIIMEe ToAbl U JIOKYMEHTOB,
00pa3yIoMIMUXCsl B ASSATEILHOCTH 00111e00pa30BaTeIbHON OpraHu3aluu.
17.4. HomenknaTypa eyl UCHOJb3yeTcs AJi TPYNIHUPOBKU MCIIOIHEHHBIX JOKYMEHTOB B Jena,
CUCTEMATH3allMM U y4eTa Jell, ONPEACICHUS CPOKOB UX XPAaHEHHUS U NIOUCKA IOKYMEHTOB, SIBJISIETCS
OCHOBOI! JUIsl COCTaBJIEHUS OMMCEH JeJ MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 yieT) xpaHeHus, a
TaKXke I ydeTa e BpeMeHHOTo (10 10 JeT BKIIOUYUTENbHO) XPaHEHHS.
17.5. Homenkiatypa /1e71 BBOJUTCS B ISHCTBHE MMPUKA30M TI0 IIIKOJIE.
17.6. HomeHkaTypa jieJ TOTOBUTCS B TPEX IK3EMIUISIpax:

e 7S IOMEILIEHHS B HOMEHKJIATYPHOE /€TI0 ¥ MIOCTOSTHHOTO XPAHEHUS;

e ISl UCTIONIB30BAHUA B pPa0OTE OT/AEIOM JIEIONPOU3BOICTBA (KaHIIeNsipuei);




e IS XpaHEHUS B aPXUBE IIKOJIBI.
17.7. VI3 HOMEHKIATyphl JAEN IIKOJIbl OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE JEJIONMPOU3BOJICTBA
OoOpPMIISIFOTCSI BBIIMUCKH JUTSI KaXKJIOTO M3 TOJpa3AelieHUd M OTACIOB OO0IIe00pa3oBaTeIbHON
OpraHu3aIyH.

18. ®opmupoBaHue 1eJ U UX TeKyllee XpaHeHue. [loaroroBka J0KyMeHTOB H JieJ1 K nepegayde
Ha apXMBHOE XpaHeHHe

18.1. ®opmupoBanue ey — TPYINIUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBUH C
HOMEHKJIATYpOH J1es 001eo0pa3oBaTebHON OpraHU3ali U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPHU
nena.

18.2. Jlena co AHS WX 3aBEACHHS 0 NEPeAayd B apXUB IIKOJIBI MJIM HA YHUUYTOXKEHUE XPAHATCS 110
MECTy UX (OPMUPOBAHUSI.

18.3. IIpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SIICTBEHHOH, Y4eOHO-BOCTIUTATEIHHON
NS TeIbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B MO JIMYHOMY COCTaBy pabOTHUKOB U
0 JINYHOMY COCTaBY 0OyUaroImuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Tllepenucka rpynmupyercs 3a IMEpHOJ KaJIeHIApHOTO Tofa U CUCTEMATH3UPYETCs B
XPOHOJIOTUYECKOH MOCIIeI0BATEILHOCTH.

18.5. TlpoBepka HAIMYKS U COCTOSHUSA JOKYMEHTOB U JIeJI MPOBOJIUTCS MPU MEPEMELICHUH J1e]1, IPH
BO3BpaTe JIeJ, IPU PEOPraHN3alUH WITH JMKBUIAUHN 0011e00pa3oBaTeIbHON OPraHU3aIHH.

18.6. B apxuB 001meoOpa3oBaTeIbHOM OpraHu3anuy (Jajee - apXxwB) IMepeAaroTcs JAela
MTOCTOSTHHOTO, BpeMEHHOTO (cBbIIIe 10 JIeT) CPOKOB XpaHEHHUS U IO JMYHOMY COCTaBY uepes 3 roaa
MoCJie T0/1a, B KOTOPOM JOKYMEHTHI ObLITH TTOMEIICHBI B IETI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB MPOU3BOJHUTCS TI0 YTBEPKACHHBIM OITHCSAM JICI.

18.8. IloaroroBka AOKYMEHTOB M Jell K Iepeladye Ha apXMBHOE XpaHEHUE W Ha YHUUYTOKECHHE
MpeyCMaTPUBACT:

e DKCIEPTHU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBIICHHE OITHCEH JIeN IO pe3ysIbTaTaM dKCIEPTU3bI UX IEHHOCTH;

e odopmieHue Je;

e COCTaBJICHHWE aKTOB HA YHHYTOXKEHHE JOKYMEHTOB M JIEJ]l C UCTEKIINMHU CPOKAMH XPaHEHHUS.
18.9. DkcnepTr3a EHHOCTH IOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOT'O XPaHEHMsI OCYIIECTBIISETCS
€XKEerogHo JHIOM (JIMI[aMH), HA3HAYEHHBIM MPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHPOBAHUE.

18.10. B neno momernaercs He 6osee 250 mcToB (TONIIMHA Jeia IPH TOM COCTaBJIseT He Oolee 4
cMm). [Ipu OonbioM KosnnMyecTBE JOKYMEHTOB (hopMuUpYHOTCs ToMa (dacTH) nena. BHyrpu nena
JTOKYMEHTBI PAcCIoJIaraloTCsi B XPOHOJIOTUYECKOM IMOPSAKE B COOTBETCTBMU C ONKMCHIO. B nmema
MOMEIIAI0TCS TOIBKO UCTIONHEHHBIE, TPABUIBHO O(POPMIICHHBIE JOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpPH Jieja PAacIoJIarar0TCs CBEPXY BHU3 B XPOHOJOTHYECKOW, BOIPOCHO-
JIOTHYECKOW  TOCNE0BAaTEIbHOCTH MJIM HMX COYETaHWU. PacnopsiiuTenbHble JOKYMEHTBI
TPYNITUPYIOTCS B JIeJIa 10 BUAaM M XPOHOJIOTHU C OTHOCSIIIUMUCS K HUM TIPUIIOKECHUSIMH.

18.12. JInunble KapTOUKH paOOTHUKOB (POPMHUPYIOTCS B JI€J10 1O anpaBUTy paMHUIHi.

18.13. OdopmieHne pgena mpemaycMaTpuBaeT: OQOPMIICHHE PEKBH3HTOB OOJOXKKH Jena TI0
YCTAaHOBJICHHOH (hopMe; Hymepaluio JHCTOB B Jiefieé KapaHJalloM B BEpPXHEM IPaBOM YIIIY;
COCTaBIICHHE BHYTPEHHEH ONKCH TOKYMEHTOB JieNa, TOAIMMBKY U MeperieT aena. JIuct 6ompioro
¢dopmara, MOAIIMTHIM 3a OAWH Kpail, HyMepyeTcsd Kak OJMH JIUCT B IPaBOM BEPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepallfel JIUCTOB, B TOM YMCIIe MeYaTHbIC U3aHus, HyMEPYIOTCS B
o0IIIeM MOpsIJIKE.

18.14. JIucTel 1eit, COCTOSIINX U3 HECKOJIBKMX TOMOB I YacTel, HyMEPYIOTCS 110 KaXXIOMY TOMY
WA 9aCTH OT/AEIBHO.

18.15. Tlocne 3aBepricHHs HyMepalllH JIHCTOB COCTABIIICTCS 3aBEPHUTEIbHAs HAJIUCh, KOTOpas
pacrioyiaraercsi B KOHIIE Jiefia. 3aBepUTeNIbHAs HAAMUCh COCTABIISIETCS B JIeie Ha OT/AEIbHOM JIHCTe-
3aBepuTele Jena.



18.16. B 3aBepuTenbHOW HaAMUCH IU(PpPaMU U HPOMUCHIO YKa3bIBACTCS KOJIWYECTBO JIMCTOB B
JAHHOM JieJie. 3aBepUTENIbHAs HAJINUCh IOANHUCHIBACTCA €€ COCTABUTENEM C YKa3aHUEM
pacmpoBKM TOINKMCH, AODKHOCTH M JaThl cocTaBieHUs. KojuuecTBo nHMCTOB B Jene
IIPOCTABIISIETCA Ha 00JIOXKKE JIe1a B COOTBETCTBUM ¢ UTOIOBOM HA/MUCHIO.

18.17. PexkBu3utT "Cpok XpaHeHHs Jena"’ MepeHOCUTCS Ha OOJIOKKY Jela M3 COOTBETCTBYIOIIECH
HOMEHKJIATyphl JI€J IOCJE CBEPKH €ro CO CPOKOM XPaHEHMsl, YKa3aHHbIM B II€pEYHE TUIIOBBIX
JOKYMEHTOB WJIM B IEpPEeYHE JOKYMEHTOB, 00pa3yIOUINXCs B ACSITEIBHOCTH (eIepaIbHOrO OpraHa,
C YKa3aHUEM CPOKOB XPAHEHHUSI.

18.18. Ha nenax mMoCTOSIHHOTO XpaHEeHHsI MUIIETCs: " XpaHUTh TOCTOSHHO" .

18.19. Ilpuem men NpOU3BOAUTCS COTPYAHMKOM, YIOJIHOMOYEHHBIM Ha BEIECHHE JEATEIbHOCTH
apxuBa, ¢ MPOCTABJICHUEM B JBYX 3K3EMIUIIpAX OMMCHU /€] OTMETOK O HAIMYUM KaXKIO0ro jAena (Ha
KaXJ/I0M 3K3eMIUIIPE OMMCU YKa3bIBAETCsl KOJMYECTBO (PAKTUUYECKHM NMPUHSTHIX e, JaTa Npuema-
nepeiadm Jell, a TaKKe MOANKMCH apXUBUCTA U COTPYAHMKA, IEPEIABILIETO Aea.

19. 3aka0yuTeIbHBIE MOJ0KEHUSI

19.1. Hacrosimas UHCTpyKLKS 1O JEIONPOU3BOJICTBY SIBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
o0mieo0pa3oBaTebHOM OpraHM3anuu, NpuHUMaeTcs Ha OOmeM coOpaHuH pPAOOTHUKOB U
yTBepXkaaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M JAUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIiy.

19.2. Bce W3MeHCHHsI M JIONIOJHEHUS, BHOCUMBIE B HacTosIyr WHCTpyKIuio, oGopMmIsioTces B
MUCBEMEHHOM (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAaTeNbCcTBOM Poccuiickoit denepanuu.
19.3. UHCcTpyKIMsS TO JETIONPOM3BOJACTBY B IIKOJIE NMPUHUMACTCS HAa HEOMPEACIICHHBIA CPOK.
W3menenus u nomnoiHeHus K VHCTPYKIMU NPUHUMAIOTCSA B MOPSAKE, IpeaycMOTpeHHoM 11.19.1.
Hacrosuien Muactpykuum.

19.4. Tlocne mpunstus MHCTpyKIuM (MM W3MEHEHUW U JIOTIOTHEHUU OTAEIbHBIX MYHKTOB H
paszienioB) B HOBOM peAaKIMK MPEIbIAYIIast peJaKIiusi aBTOMAaTUYECKU YTPAUYUBAET CUTTY.

IIpunoorcenue Ne 1

IIpaBuia
oopmiieHUsI PEKBU3UTOB J0KYMEHTOB

1. Jlns DOArOTOBKM JOKYMEHTOB MPHUMEHSIETCS TEKCTOBBI pelakTop, oOecleynBarouuil
TpeboBaHuUs rpaduyeckoro BOCIPOU3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Bugsl u pasMepsl ucronb3yeMmbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOINKEHHBIE K HUM.

3. Ilpy mOATOTOBKE TEKCTOB B TaOJMIAX, IJII OOCCIEUYECHHS Jydlled YWTAeMOCTH JaHHBIX,
JI0IyCKaeTcs MpuMeHeHue mpugTos Buaa Arial, pasmepos 12,13.

4. Jlnana3oH HCIOJIb3yEMbIX MEXIYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTIO JI0 TIOJIYTOPHOTO.

5. AO3anHBblif OTCTYN TeKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroI0BKM pa3/ieNioB U MOAPA3/ENIOB MeYaTaloTCs ¢ ab3al[HbIM OTCTYIIOM WM LIEHTPUPYIOTCS IO
LIMPUHE TEKCTA.

7. MHOTOCTPOYHBIE PEKBU3UTHI IIE€YATAIOTCA 4YEPE3 ONMH MEXCTPOUYHBIM HMHTEPBaJ, COCTABHBIC
4acTHU PEKBU3UTOB OTIEISIFOTCS IOIIOJHUTEIBHBIM HHTEPBAJIOM.



8. Ecnmu JOKYMEHT TOTOBMTCS Ui M3JIaHUS C YMEHbIIEHHWEM MaciiTada, TeKCT MedaTaeTcs yepes
JIBa MHTEpBaJja.

9. UuTtepBan Mexay OyKkBaMH B CIIOBaX - OOBIYHBIN. IHTEpBasl MEXIy CIIOBaMH - OAMH IPOOe.

10. TekcT nOKyMeHTa BBIpaBHUBAETCS 10 MIMPUHE JIKCTA (TI0 TpaHUIAM JIEBOTO U MPaBOro moiei
JIOKYMEHTA).

11. JInmnHa camMoi JUITMHHOW CTPOKH PEKBHU3UTA MPHU YIIIOBOM PACIIOIOKEHHH PEKBU3UTOB HE OoJiee
7,5 cMm.

12. JlnvHa caMO#l IJIMHHOM CTPOKM PEKBHU3UTA IPH MPOJOIBHOM PACIIOIIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopMbl IOKyMEHTA

Koxn ¢opmbl mokymeHnTa npocTaBisercs Ha YyHUPHUIMPOBAHHBIX (hOPMax TOKYMEHTOB, B OCHOBHOM
UCTOJBb3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTEe MIKOJBL. Pacmomaraercss kox (GopMbl B MPaBOM
BEpXHEM yIriIy pabodyero moJis JOKyMEHTa, COCTOMT u3 cioB "dopma mo" (HauMeHOBaHUE
knaccudukaropa) u mudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HauMcHOBaHHKE IIKOJIBI

HauMmeHoBaHHMe IIKOJBI JOJKHO COOTBETCTBOBAaTh HAUMCHOBAHHMIO IOPHIMYCCKOrO JIMIIA,
3aKpeIICHHOMY B  €ro  YYpPeAHMTENbHBIX JoKyMeHTax (YcraBe 00meoOpa3oBaTenbHOM
opranu3zanuu). [1o7 HAMMEHOBAaHHEM IIKOJIbI B CKOOKAX YKa3bIBACTCSl COKpAIIECHHOE HAUMEHOBAaHUE
001eo0pa3oBaTeIbHON OPTaHU3AIHH.

Hajx HaMeHOBaHMEM IIKOJIBI - YKAa3bIBACTCS MTOJTHOE HAMMEHOBAHUE BBIIIECTOSIICH OPraHU3aIliH.

15. CnpaBoyYHble IaHHBIE O IIKOJIE

CnpaBoyHbI€ JTaHHBIE O IIIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM ajupec, Homepa TeiedoHa, dakca,
azipec MEKTpOoHHOM mouThl, Kojx mmkoiasl o OKIIO (mpocraBnsercs mo OOmepoccuiickomy
KJIacCU(PUKATOPY MPEANPHUATHN U OpraHu3aIiii), OCHOBHON TOCYJapCTBEHHBIN PErucTpallMOHHbIN
HoMmep (OI'PH), uneHtudukamoHHbli HOMEp HAIOTOIUIATENbIIMKA/KOJ IPUYNHBI TOCTAHOBKH Ha
Hanorosbiii yuer (MHH/KIIIT).

16. HaumeHoBaHMe BI1a JOKYMEHTA

PexkBu3uT ucnonp3yercs JUid yKa3aHHMs BUJAa JOKYMEHTa M pAacloyiaraetcsl MOoJ PEKBU3UTOM
«HaUMeHOBaHMe 00IIe00pa3oBaTeNbHON oOpraHu3anuu». HaumeHoBaHHMe BHIA JOKYMEHTa HeE
YKa3bIBAa€TCs B MHCbMaXx.

17. lata noKymMeHTa

JlaToli nOKyMeHTa SBJS€TCSl JaTa ero mnojanucaHusi (IpuKa3, MHCbMO, 3alKCKa, akT U [p.),
YTBEp)KICHUS (MHCTPYKLMS, MOJOXKEHHEe, MpaBWia, PErJiaMeHT, IUIaH, OT4YEeT U JIp.), COOBITHA,
3a(UKCUPOBAHHOTO B IOKYMEHTE (IIPOTOKOIM).

Jlata TOKyMeHTa MpPOCTaBIsAETCA JOKHOCTHBIM JIMIIOM, MOANUCHIBAIONINM WIIM YTBEPKAAIOIIUM
JOKYMEHT, WM TpH pErucTpaluu JOKYMEHTa, WJIH HEMOCPEACTBEHHO COCTaBUTEIEM IpHU
MOJITOTOBKE JJOKYMEHTA (CTy)KeOHast 3a11cKa, 3asBICHUE U JIp.).

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

Jlary noxymeHnTa 0hopMISIOT apaOCKUMU b paMy B MOCJIE0BATEIbHOCTH:

e JIeHb Mecdlla, Mecsdl, roia. JleHp Mecdna U Mecall oQOpPMISIOT ABYMs MapamMH apaOCKuX
uudp, pa3deNeHHbBIMH TOYKOW; TOJ - 4YeThIpbMS apaOCKuMu IudpaMu, HanpuMep:
01.12.2017. Byksa "r" mocsue uu¢p He CTaBUTCS.

e TMpHU CIOBECHO-IUGPOBOM crocode ohopmiIeHHs JaThl JI€Hh MECAIla yKa3bIBaeTCs Mapou
apabckux 1udp, roJ 4eTbIpbMs apadckuMu 1udpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpaliioHHbINA HOMED JOKYMEHTA




PerucrpanuonHslii HOMEP NOKYMEHTA IIPOCTABIIAECTCS B COOTBETCTBUHU C CUCTEMOMN pPErUCTpalyy,
MPUHATON B IIKOJIE.

PerucrpanmonHsiii HOMEp MPUCBAUBACTCS JOKYMEHTY MOCJE €0 MOAMUCaHusl (YTBEPIKICHHUS ).
Ccbuika Ha perucTpallMOHHBIA HOMEP U J1aTy JOKYMEHTa

Ccpulka Ha UCXOJALIMM HOMEp U JaTy JOKYMEHTa aJIpecaHTa BKIOYAeT B ce0sl perucTpaliOHHBIN
HOMEp U J1aTy JOKYMEHTa, Ha KOTOPbIi 10JKEH ObITh J1TaH OTBET.

19. Mecto cocTtaBneHus (M31aHUsI) TOKyMEHTa
MecTo cocTaBIeHHs MM U3/1aHUs TOKyMEHTa - "Topon ..." - yKa3bIBaeTcs Ha OJIaHKaX MPOTOKOJIOB
U aKTOB, COCTABJISIEMBIX B 00I1€00pa30BaTENIbHON OpraHNu3alHH.

20. Anpecar

B pexBusute "Anpecat" ucnonp3yroTcs opuIManbHble HAMMEHOBAHUSI OPTaHOB T'OCYJapCTBEHHOM
U UCIOJIHMUTEJIBHOM BJIACTH, OpraHOB MECTHOIO CaMOYIIpaBiieHHs, opraHusanuid. [lomyckaercs
HCI0JIb30BaTh O()ULMATBHO NPUHATHIE COKPAIIEHHbIE HAUMEHOBAHUSI OPIaHOB rOCYJapCTBEHHOHN U
UCIIOJHUTEJIbHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIIPaBJICHUs], OpraHU3aLuH.

[Ipu agpecoBaHMM JOKYMEHTa JOJKHOCTHOMY M YacTHOMY JIMIY WHHULMAIBI CTaBITCA IOCTE
hamun.

Ipumep - Pykosooumenio OOO «Cmpoumensvy
Damunus U.0.

PexBusut "agpecat" mpocTaBisieTcs B BEpXHEH IPaBOi 4acTW JOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacroyio)KeHUeM PpPEKBU3MTOB) WJIM CIpaBa IOJA pPEKBU3UTaMU OnaHka (IIpU MPOJOJIBHOM
pacrnosokeHuu pekBu3nuToB OnaHka). CTpoku pekBu3uTa "ajgpecar’ BbIPAaBHUBAIOTCA IO JIEBOMY
Kparo WU LEHTPYIOTCS OTHOCUTEIIBHO CaMOM JJIMHHOM CTPOKHU.

IIpu axpecoBaHuM JOKyMEeHTa Oe€3 yKa3aHUs [OJDKHOCTHOIO JIMI[A HAaUMEHOBAaHMS aJpecaToB
MULITYTCS B UMEHUTEIBHOM IaJeKe, HalpUMEp:

Opeanvr cmamucmuxu 2opooa Mockewvl

IIpu angpecoBaHMM JIOKYMEHTa PYKOBOAMTENIO OpraHU3alMM HAMMEHOBAaHUE JOJKHOCTH
YKa3bIBAETCS B IaTEIILHOM TaJIekKe, HapuMep:

I'enepanvromy oupexmopy OOO «H30anuey

Damunua U.0.

ITouToBBI ajapec He yKa3blBaeTCs B JIOKYyMEHTaX, HAlpaBIIeMbIX B BBICIIHE OPTaHbI
TOCYJapCTBEHHOH BJIAacTH, eiepaibHbIe OPraHbl UCTIOJIHUTEIBHONW BIIACTH U UX TEPPUTOPHATHLHBIE
OpraHbl, OpraHbl TOCYAAPCTBEHHOM U UCTIOIHUTEIBHON BJIACTH, IOCTOS MHBIM KOPPECIIOHICHTaM.
[Tpu ampecoBaHnM MUChMA B OPTaHU3AIMIO YKAa3bIBAIOT €€ HAMMEHOBAHHE, 3aTE€M TIOUYTOBBIN aJpec,
Hanpumep:

T'ocyoapcmeennoe  yupesxcoenue  Bcepoccutickuii  HAYUHO-UCCIe008aMENbCKULL  UHCMUMYM
O00KYMEeHmMOBe0eHUsl U APXUBHO20 Oelld
IIpogpcorosnas ya., 0.82, Mockea, 117393

IIpu agpecoBaHUM JOKyMEHTa (PU3MUECKOMY JIMIly YKa3blBalOT (aMWINI0O W WHHUIHAIBI
MOJIy4daTeisl, 3aTeM OYTOBBIN aJpec, HapUMep:

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



PexBuzutr "Anpecar" He MOMKEH coiepxaTh Oosiee derbipex aapecartoB. Crmoo "Komms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajJipecaraMu He ykasbiBaercs. [Ipu umcie anpecatoB 6onee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH IOKYMEHTA.

Ecnu 1okyMeHT OTHpaBisieTcss B HECKOJBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOJBKO
CTPYKTYPHBIX TIOJIpa3icliCHUI OpraHa UCTIOTHUTEIHLHOUW BIIACTH, TO OHU YKA3bIBAIOTCSI 00OOIICHHO.
[Tpumep:

Pyxosooumensim yupescoenuii CIIO

20. I'pud yTBEpPKACHUS JOKYMEHTA

I'pud yTBepkIeHHUS MPOCTABISETCS B MPABOM BEpXHEM Yriy aokymeHTa. CTpOKH pPEeKBU3WTA
BBIPABHUBAIOTCS T10 JIEBOMY Kpar0 WM IEHTPUPYIOTCS OTHOCHUTEIBHO CaMOW JUIMHHOM CTPOKH.
JIOKyMEHT  yTBEp>KIAeTcsi  JOJDKHOCTHBIM  JUIOM  (JIOJDKHOCTHBIMU — JIMIIAMHU)  WIH
pactopsIIUTEIbHBIM JJOKYMEHTOM (ITOCTAaHOBJICHUEM, PEIICHUEM, ITPHUKA30M, PACIIOPSKCHHUEM ).
[Ipu yTBepkIeHHH AOKYMEHTA JOJDKHOCTHBIM JIMIIOM TP} YTBEPKICHUS JOJKEH COCTOATH W3
cioBa YTBEPXJIAIO (0e3 kaBblueKk), HAUMEHOBAHUS MJODKHOCTH JIUIA, YTBEPXKIAIOIIETO
JTOKYMEHT, €T0 MOJIHUCH, UHULIUATIOB, ()aMUJIUU U 1aThl yTBEPKICHHUS.

ITpumep:

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

21. Jlata

[Ipu yTBEpkI€HUN TOKYMEHTA HECKOJIBbKUMH JOKHOCTHBIMU JIMI[AMU UX TOJIUCH PacIoiaraloTcs
Ha OJTHOM YpOBHE.

[Ipu yTBEep)ICHUN TOKYMEHTA PACHOPSAUTEIBHBIM JTIOKYMEHTOM TpUd YTBEPKICHHUS COCTOUT W3
cnoB YTBEPX/IEH (YTBEPX/JIEHO, YTBEPXJEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBAaHHEM BHJA YTBEPXKIAeMOro JOKYMEHTa, HAWMMEHOBaHUS BHUJA JIOKYMEHTa 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
3aroJoBOK K TEKCTy - KpaTKoe COJep)KaHue JIOKyMEHTa. 3arojloBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npeasiorom "O" ("O6") u oTBevaer Ha Bompoc "o yem?"):
e mpukas (0 4ueM?) 0 CO3AaHUU KOMUCCHH;
e mpuka3 (0 yem?) 00 yTBEpKIAECHUHU IITATHOTO pACIIHUCAHUS;
e THCHMO (0 YeM?) 0 MpeOCTaBICHUH UH()OPMAIIUH.
3aroJ0BOK K TEKCTY 0(OPMIIIETCS 10T PEKBU3UTAMH OJIaHKA CJI€Ba, OT TPAHMIIBI JIEBOTO TIOJISL.
HaumenoBanue (3arosioBok) MO0 aHHOTAIMs JOKYMEHTa COCTaBJIIETCSl aBTOPOM IPOEKTa
TOKYMEHTA.
3aroJoBOK K TEKCTY MOXKET HE COCTaBJIATHCSA, €CIIM 00beM JIOKyMEHTa He MPEBBIIIAET 4-5 CTPOK.

23. Tekct nOKyMeHTa

JIoKyMeHTBI 00111e00pa30BaTEIbHON OpraHU3allid COCTABIIAIOTCS HAa TOCYIApCTBEHHOM SI3BIKE
Poccuiickoit deneparuu - pycckoM.

TekcT mOKyMEHTa MOXKET COJACPKaTh pa3ziesbl, MOApa3Aeibl, MMyHKTHI, MOIIMYHKTHI, HyMepyeMbIe
apabckuMu g pamu.




B mpukasax TeKCT TOKyMEHTa U3NaraioT OT MEePBOTO JUIA €IUHCTBEHHOTO YHCIIa («ITPUKA3BIBAIOY)
B nmoxymeHTax KOJJIETHAJIBHBIX M COBEMIATEIBHBIX OpraHax OT TPEThEro JIMIa €IUHCTBEHHOTO
gucina: («coOpaHHue... perInin)
TexkcTr mnpoTOKONA W3JIAraeTcss OT TPEThEro JMIa MHOXKECTBEHHOTO YHCNAa («CIyIIaan,
«BBICTYIIUIINY, «IIOCTAHOBUITNY, «PEIIHITN),
B coBMeCTHBIX JOKyMEHTaX TEKCT H3JarafoT OT II€PBOrO JIMIa MHOXXECTBEHHOTO YHCIIA:
(«TIpHKa3bIBAEM», KPELINUIINY).
B nen10BbIX (CIyKE€OHBIX) MHCbMAX MCHOJIB3YIOTCS (DOPMBI M3JIOKEHHUS:

e OT TEPBOrO JIMIA MHOXECTBEHHOTO YHCIAa (IIPOCHM HAIPABHUTHY», MPEICTABIsIEM Ha

paccMOTpeHHE»);

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

e OT IMEpPBOTO JIMIA EIUHCTBEHHOIO YHCla («CUUTA0 HEOOXOAHMMBIMY», «IIpeiJiararo
paccMOTPETHY).

[Tpu ynorpebneHuu B TekcTe (HhaMUIUi JTUI] MHUIIHATBI YKA3BIBAIOTCS TIOCTIE (haMIIIHH.
B nenoBbIx (cly:ke0HBIX) MUCbMaX MOTYT UCHOIb30BAThCS:
e BCTYNHTEIbHOE OOpallleHuE:
YVeaorcaemwiii cocnooun Hearnos!
Yeaowcaemas cocnoorca Ilemposa!
Yeaowcaemwviti Huxonau Ilemposuu!
Yeaowcaemasn Onvea Huxonaeena!
Veaoicaemvie 2ocnooa!

B oOpamennn 1o JODKHOCTH HAaWMEHOBAaHHWE JOJDKHOCTH THMINETCS C TMPOMUCHOH OYKBBI, B
oOpareHuy 1o (haMUITMK HHUALIAAIBI JIIA HE YKa3bIBAOTCS.

e 3aKJIFOYMTEINIbHAS dTUKETHAs (pasa:
C ysaoicenuenm, ...

Crpanuibl TOKyMEHTa HyMEpYIOTCs, HaulHas CO BTOPOTO JIMCTA JOKyMEHTa apaOCKuMu nudpaMu
IIOCEPEMHE BEPXHETO IMOJIA.

Tekecr nokymMeHTa OTHENSETCS OT 3aroJioBKa ABYMS WM TPeMs MEXKIyCTPOYHBIMH HWHTEpPBAJIAMU
HCIIOJIb3YEMBIMU B TEKCTE.

24. OTMETKA 0 IPUIOKEHUU

OTMeTKa 0 TMPWIOKCHHH HCIOJIB3YyeTCs TpH OPOPMIICHHH THCEM U TMPUIOKEHUH K IUIaHAM,
MporpaMMam, OT4eTaMm, MOJIOKEHUSAM, TIPAaBUIIaM, HHCTPYKIIHSIM U IPYTUM

JOKYMEHTaM.

B mucbmax oTMeTka o MpHiIokeHUr oopMIIsieTCs IO TEKCTOM MHUChbMa Ha paccTossHuu 1,25 cM oT
TPaHUIIBI JIEBOTO IO, Eciu mpuitoskeHne Ha3BaHO B TEKCTE MHChbMa, B OTMETKE O TMPHIIOKCHUN
YKa3bIBAETCS KOIMYECTBO JIMCTOB M KOJIMYECTBO IK3EMILISIPOB MPHIIOKEHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

HpI/I HalIn4ynuyu HCCKOJIBKHX HpHHO)KCHPIfI, B OTMCTKC O IMPUITIOKCHUU OHHU HYMCPYIOTCA,
YKa3bIBAIOTCA HAMMCHOBAHUA KaXIOTO MPHIIOKCHHA, KOJIHYECTBO JIMCTOB W KOJHUYCCTBO
OK3CEMIIIAIPOB, HAIIPUMCED:

Ipunoocenue:
1. Inan-epagpux ... na 3 1. 6 2 3K3.
2. Cnpaska o noomsepacoenuu pakma ooyyenus... Ha 1 1. 8 1 3x3.



Ecnu nmpunoxenus cOpoOIIIOPOBaHbl, TO KOJUYECTBO JIUCTOB HE yKa3biBaeTcs. Eciau mpuioxeHnue
HAIMpaBISIOT HE BO BCE YKa3aHHbBIC B JOKYMEHTE aIpeca, TO OTMETKY O €ro Haluduu 0(hOpMIISIOT
CIIeyIOIUM 00pa3oM, HalpuMep:

Ipunooiwcenue: na 3 1. 6 1 9x3. monvKo 6 nepawiii aopec.

Ha npunoxxeHusix K npaBuiam, HHCTPYKLHSM, MOJIOKEHUSAM, IUIaHaM, Iporpammam, J10roBopaM u
APYTUM JIOKyMEHTaM OTMETKa O INPHJIOKEHHM IPOCTABISAETCS HA IEPBOM JIMCTE IPUIIOKEHUS B
IIPaBOM BEPXHEM YTIIy.

Ecnu npunoxeHue oJHO, OHO HE HyMepyeTcs. Eciu MpuiioKeHHid HECKOJIbKO, OHU HYMEPYIOTCS
(mpunoxkenue 1, mprtoxeHue 2).

B Tekcre mokymMeHTa pH EPBOM YIIOMHHAHUH JOKYMEHTA-TIPUIIOKEHUSI B CKOOKAX YKa3bIBaeTCS:
... (mpunoxxeHue) wim ... (MpuiokeHue 1); mepea HOMEPOM IPHIIOKEHHS JIOIMYCKAeTCsl CTaBHUTh
3HaK HOMEDpA: ... (mpuitokerue N 2);

B oTMeTke 0 MpUIIOKEHUH yKa3bIBaeTCsl HAMMEHOBAHWE BUA OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMeEp, HaTpuMep:

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

Ecnu npunokeHneM K JOKYMEHTY (HampuMmep, K IpuKas3y) SBISETCS YTBEP)KIAeMbld JOKYMEHT,
(mosio>xeHue, MpaBuiia, UHCTPYKLUSA, PErJaMeHT M JIp.) B BEPXHEM IMPaBOM YIUIy MPOCTaBIIAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUP YTBEPKICHUS, HATPUMED:

Ipunosxcenue
VTBEP)X/I[EHO
npuxazom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexsusuta "OTMeTKa 0 MPUIOKEHUU" TOJIKEH COOTBETCTBOBATh BUIY U
pasmepy uipu@Ta TeKcTa JOKyMEHTA.

25. I'pud cormacoBaHMs JOKYMEHTA

I'pud cornmacoBanus JOKYMEHTA UCIOJIB3YETCS TIPH COTJIACOBAHUHU JIOKYMEHTA C OpraHaMU BJIACTH,
OpraHu3alMsIMu WIM JOJDKHOCTHbIMU sunamu. OH cocrout u3 cioBa “COI'NTACOBAHO”,
JOJDKHOCTH JIMIIa, KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIIOYas HAWMEHOBAHHUE OpTaHU3AIlNH),
JTUYHOMN MOJNHUCH, paciiuPOBKHU MOIMUCH (MHUIIUAIIOB, (JaMHIIUK) U IaThl COTJIACOBAHUSI.

ITpumep:

COI'JTACOBAHO

Lupexmop MBOY [llkona Ne 1238
H.U. Heanos

01.12.2017

I'pud cornacoBanusi B 3aBUCUMOCTH OT BUJIA JOKYMEHTa U 0COOEHHOCTEH ero ohopMIIeHHUsI MOKET
IIPOCTaBIATHCS:

e HA TEPBOM JIUCTE JAOKYMEHTa (€ClIM JOKYMEHT MMEET THUTYJIbHBIN JIUCT, - Ha TUTYJIbHOM
JIMCTE) B JIEBOM BEPXHEM YIJIy Ha ypoBHE Ipuda yTBEp>KACHUS WIM 0] HAUMEHOBaHHEM
JOKYMeHTa OJIMKe K HYKHEMY TOJTIO0);

e HA MOCJEIHEM JINCTE JOKYMEHTA M0/ TEKCTOM;

e HA JINCTE COIIACOBAHMS, ABJIAIOIIEMCS 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, BU3HUPYIOIIUM JOKYMEHT, M BKJIIOYAaeT B ceOs
HAaUMEHOBAHME JOJDKHOCTH BH3UPYIOUIET0, €ro JHMYHYIO MOAMHCH, pPAaclIUGpPOBKY MOIMUCU
(vHUIMATEL, (PaMUIHIO) U AATy.

[Tpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlonyckaeTcs NOJIMCTHOE BUBUPOBAHUE JOKYMEHTA U €T0 NPUIIOKECHHUMN.

IIpy Hamuuyuu 3aMedaHuii, JOIOJHEHMM K IPOEKTy JOKyMEHTa BM3a JIOMNOJHAETCA
COOTBETCTBYIOIIUM yKa3aHUEM.

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

Jlnst noKymeHTa, MOJJIMHHUK KOTOPOT0 OCTAeTCsl B IKOJIE, BU3bl COTJIACOBAHUS IIPOCTABIIAOTCS HA
000poTe MOCJIEAHEro JMCTa MOAJMHHUKA JOKYMEHTa WIM Ha IMOCIEJHEM JIUCTE JOKYMEHTa IOJ
MOAIHCHIO.

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

COOCTBEHHOPYUYHYIO MOJIHUCH; paCIIM(PPOBKY NOAIUCH (MHULUABI, paMuIIus):
ITpumep:

Hupexmop nuunas noonuce 1.0.Pamunus

Ecnu nmoxkymeHnT odopmien He Ha OnaHKke, B HAaWMMEHOBaHWE JIOJDKHOCTH BKJIFOYAETCS
HaWMEHOBaHHE 00111e00pa30BaTEIHbHON OpraHu3aiiu (MOJIHOEe Ha3BaHHWE MIKOJbI). [lomyckaeTcs B
pexkBuzute "lloamuck MOMKHOCTHOrO Juna" IEHTPUPOBATH HAUMEHOBAHHME JIOJDKHOCTH JIHIIA,
moAmmrucaBmICro JOKYMCHT, OTHOCUTCIILHO caMmon I[J'IPIHHOﬁ CTPOKH.

[Ipyn moanucaHuM TOKYMEHTa HECKOJbKUMHU JODKHOCTHBIMHU JIMIIAMU Pa3HBIX JOJDKHOCTEH HX
MOJIMCH PACIIONIaTal0T OJHY TOJ JAPYrod B MOCIENOBATEIHHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHMMAaeMO TOJKHOCTH.

[Tpumep:

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

[Ipy noanMcaHuM JIOKYMEHTa HECKOJIbKMMH JIMIIAMU PAaBHBIX JIOJDKHOCTEH HX TMOJIINHUCH
pacrnoiaraiT Ha OJJHOM YpOBHE.

B nokymeHTax, cOCTaBIEHHBIX KOMHUCCHEH, YKA3bIBACTCS CTATYC JIMLA B COCTaBE KOMHCCHU:
MIPOCTABIICHHEM KOCOW depThl Tepes HAaNMEHOBAaHHMEM JOJDKHOCTH ([IOOABIATH Kakue- JHOO
MIPUCTABKN).



Ecan nupexkrtop wiaM WMHOE YHOJHOMOYEHHOE Ha MOAMUCAHUE JIOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYeT (OTHYyCK, OOJIe3Hb, KOMAaHIMPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOAMKUCHIBAET  COTPYIHUK, YIOJIHOMOYEHHBIM Ha  MOJNUCAHWE B  COOTBETCTBUU C
paclopsAUTEIbHBIM IOKYMEHTOM WJIM HAJIeJICHHBIN MOJHOMOYUSMH, YCTAHOBJICHHBIMHU MPUKA30M
mkosbl uin yupenurens (JIOrM), ¢ ykazanuem cBOel JOHKHOCTH U MTOJTHOMOYHS, HAIIPUMEp:

3amecmumens oupexmopa noonuce U.0. Qamunus

WITH:

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

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

PexBuzut "llognmuck AOMKHOCTHOTO JUIA" MOXET OBITh OQOPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAaHUM CIYKeOHOM 3amucKku 0e3 NPUMEHEHHS TEXHHUYECKHX
CpencTB) TUO0 0POPMIICH C HCTIOIH30BAHUEM TEXHUYCCKHUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch OMDKHOCTHOTO Jnna" € HCHOJIB30BaHUEM
TEXHUYECKHX CPEJICTB BUJA U pasMep mpu(Ta yKa3aHHOTO PEKBH3UTA HE MOXKET OTIMYATHCS OT
BUJIA M pa3Mepa MpuQTa OCHOBHOTO TEKCTA TOKYMEHTA.

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

28. Ileuath

[leyarp sBAsieTCSI COCOOOM MOATBEPXKAECHUS MOJUIMHHOCTH MOJNUCH JODKHOCTHOIO JIMIA Ha
nokymeHre. [leyatb cTaBUTCS Ha JOKYMEHTaxX B CIy4asx, MPELyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WJIA UHBIMH HOPMAaTHBHBIMH MTPABOBBIMU aKTaMH.

[ledath craBUTCS Ha CBOOOJHOM OT TEKCTAa MECTE, IPU 3TOM OTTHCK I€4YaTH HE 3aXBaTbIBAET
JUYHOM MOAINUCH JOHKHOCTHOTO JIMIA MOJIMUCABUIETO JOKYMEHT, WM B MecTe, 0003HaYeHHOM
«MII» («Mecto meuatu).

B nokymeHTax, mOJAroTOBIEHHBIX Ha OCHOBE YHU(PHUIIMPOBAHHBIX (POPM, IIeUaTh CTAaBUTCS B MECTE,
o6o3HaueHHOM oTMeTKo# "MII" unu nHBIM 00pa3zom.

29. OTMeTka 00 UCTIOJIHUTENE

OtMmerka 00 wcmonHUTENE (aBTOpE) NOKYMEHTAa MPOCTABISETCS Ha MUCHhMAax IIKOJIBI B JIEBOM
HUYKHEM YTITy JIMIEBOM CTOPOHBI MOCEIHEro JUCTa JOKYMEHTA OT TPAHMUIIBI JIEBOTO OIS UJIH, IPU
OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CIIEBA.

OtmeTka BKJIIOYAaeT (aMWINIO, UMS, OTUYECTBO HCIIOJHUTENS U HOMEp ero teinedoHa, a TakKe
OTMETKa 00 WCIIOJHHUTEIE MOXKET JIOMOJHATHCS HAWUMEHOBAHUEM JOJDKHOCTH W JJIEKTPOHHBIM
aJIPECOM HCIIOTHUTEISL.

[Tpumep:

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

30. OT™meTKa 0 3aBepeHUH KOIHUH

Jljis TOATBEPkKAECHUS COOTBETCTBUS KOMUHU (BBIMMCKU U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCTIeTHEM JIUCTE KOMUHU (BBIMUCKU W3 JOKyMeHTa) moj pekBusuToM "[loamuces" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOIIHH.

OTmeTKa O 3aBepeHUHM KONMM BKIIIOYAET: CJIOBO «BepHO», HauMEHOBaHME JOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOMHIO, COOCTBEHHOPYYHYIO IIOJIHUCH, pacmM(POBKY TOAMUCH (MHUIIAAIIBI,
(bamunuio), 1aTy 3aBepeHHst KOMH JOKYMEHTA.




PexBm3ur «OTMeTKa O 3aBepeHHM KOMHMHM» MOXET OBITh oOQopMiIeHa OT pyKH HIH C
UCIIOJIb30BAHNEM IITAMIIA.
JlomyckaeTcs 3aBepsATh KaXIbli JTMCT MHOTOCTPAHUYHOM KOIIMU JOKYMEHTA.

31. OrMeTKa 0 IOCTYIUIEHHUH TOKYMEHTA

OTMeTKa O TOCTYIUIEHUH JOKYMEHTa COJEPKHT BXOMSIIUA PETUCTPAIMOHHBIA HOMEpP M JaTy
MOCTYIUJICHUs JOKyMeHTa. [lomyckaeTcsi yka3aHuWE 4YacOB M MHHYT IOCTYIUICHUSI JOKYMEHTa C
3aBEPEHHUEM TOMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 OCTYIJIEHUU JOKYMEHTa MOXKET MPOCTABIIATHCS C UCIOJIB30BAHUEM IIITAMIIA.

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

MeCTe paboyero mnosjis J0KyMeHTa.

Pe3omtonus BritouaeT B ceOs: pamMUIINIO, MHUITUAIIBI UCTIOTHUTENS (UCIIOIHUTENEH ), TOpydeHue 1o
JTOKYMEHTY, TIOJIIICh aBTOpa PE3OJIOIUH U AaTy OPOPMIICHHSI PE3OITIOIIHH.

Pe3omonusi, Mo yCMOTpEeHHIO JUIA, JAIOMIET0 MOpYyYEHUE, MOXKET BKIIOYATh B CEOSI TAK)KE CPOK
WCTIOTHEHUS JOKYMEHTA.
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