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1. O6me moJ10:KeHUs

1.1. Hacrosimas MHcTpyknus mo Aenonpou3BOACTBY B IIKOJIE pa3pabOTaHa B COOTBETCTBUM C
®denepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoii denepanuu" B
penakiuu ot 1 centsOps 2020 roga, 'OCT P 7.0.97-2016 «Cuctema cTangapToB 10 HHPOpPMAIUH,
OUONIMOTEYHOMY M W3JATEeIbCKOMY Jieny B pegakuuu or 14 mas 2018 roga, «OpraHu3anioHHO-
pacrnopsauTenpHas JoKyMeHTauus. TpeOoBaHUS K OPOPMIIEHHIO JOKYMEHTOBY, a TaKXKe Y CTaBOM
o011e00pa3oBaTeIbHON OpraHu3aliy U IPYrUMH HOPMATHBHBIMU MPaBOBBIMU akTamMu Poccuiickoit
denepanuu, periIaMeHTUPYIOITUMU JESTEIHLHOCTh 00IIe00pa30BaTEIbHBIX OPraHU3aIUH.

1.2. Mannas WHCTpyKIMs MO JENONpPOU3BOACTBY B Iukoie (nanee - WHCTpykuus) ob6o3Havaer
IpaBWwja MOJATOTOBKH M O(OpMIIEHHS JIOKYMEHTOB B 00I1€00pa3oBaTelbHON OpraHU3allty,
orpeJieNIAeT CTaHAapThl OPOPMIICHHUS PEKBU3UTOB, OJAHKOB JIOKYMEHTOB, COCTAaBJIEHUS MPUKA30B,
MOJIOXKEHUH MHCTPYKIUH, a TaKXkKe perjaMeHTHpyeT (popMHpoBaHUE JI€1 U UX TEKylllee XpaHeHHE,
MOJIrOTOBKY JIOKYMEHTOB M JieJl K Iepefaye Ha apXMBHOE XpaHEHHE B 00Ieo0pa3oBaTeNbHON
OpraHu3alyHy.

1.3. MHCTpyYKIMS 1O AETOMPON3BOACTBY pa3paboTaHa B LEsIX YCTAHOBICHUS €IUHBIX TPeOOBaHUMN
K TOJArOTOBKE, 00pabOTKe, XpaHEHHI0 M UCIHOJIb30BAHUIO OOpPa3yIOIIUXCS B JAEATEIbHOCTH
001eo0pa3oBaTeIbHOM  OpraHM3allid W TOCTYNAIOMIMX B IMIKOJAY JOKYMEHTOB, a TakKke
COBEPIIICHCTBOBAHUSI M TOBBIMICHUS 3(PGEKTUBHOCTH JIE€JIOMPOU3BOJICTBA 00IIE00pa30BATEIHHOM
OpraHu3alyu.

1.4. Tlonoxenusi MHCTPYKIIMU pPACTIpPOCTPAHSIOTCS HA OPTaHM3AIMI0 pabOTHl C JOKYMEHTaAMU
HE3aBUCHMO OT BHJA HOCUTENS, B TOM 4YHUCJIE C DIJIEKTPOHHBIMU JIOKYMEHTAMH, BKIIOYast
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCMHOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMH C
MTOMOIITBI0 HH(POPMAITMOHHBIX TEXHOJIOTHIA.
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1.5. Opranuzanuio, METOAUYECKOE PYKOBOJICTBO, COBEPIICHCTBOBAHUE JIE€JIOMPOU3BOJACTBA U
KOHTpPOJIb 3a cOOJII0/IeHneM HacTosield MHCTPYKIMM B IIKOJIE OCYIIECTBIISET OTBETCTBEHHBIN 3a
BEJICHUE JIEIOMPOU3BO/ICTBA.

1.6. IlpaBa u o00s13aHHOCTH pPaOOTHHUKOB, OCYIICCTBIISAIOMIUX pPabOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  TOJPA3JCIICHUsX  0Omeo0pa3oBaTeIbHOM  OpraHu3allid,  yCTaHABIUBAIOTCS
JOJKHOCTHBIMU MHCTPYKLUSMHU WM IPUKA30M JUPEKTOPA.

1.7. Cenenusi, copepxaimuecss B JOKyMEHTaX, MOTYT OBITh HCIOJB30BaHBI TOJHKO B pabodmx
LEeIsIX B COOTBETCTBHH C MOJHOMOYHMSIMH COTPYAHHKA, padoTaoIero ¢ JoKymeHtamu. Pabota c
JIOKYMEHTaMU BHE IMOMEUICHUN IMIKOJIbI He Jnomyckaercs. [Ipu yrpaTe JOKYMEHTOB MPOBOJMUTCS
ciy>xeOHasi IpoBepKa.

1.8. Tlpu yxome B OTIyCK, IepeBoje (NEpeMemeHnn) Mo padoTe WM B CIy4ae YBOJIbHEHHS
COTPYOHUK OO0s3aH IepelaTh BCE HAXONALIUECS Y HEro JOKYMEHTHl HHOMY COTPYAHHUKY,
onpe/IeIEHHOMY B COOTBETCTBUU C YKa3aHMEM HEMOCPEIACTBEHHOIO PYKOBOJUTENS YBOJIBHSIEMOTO,
YXOJSIIEro B OTIYCK WJIH MEPEeBOSAIIErocs (IIepeMenaeMoro) no padbore COTpyaHHUKa.

1.9. UucTpykuust o0s13aTeNbHA TSl COOJIOICHUS BCeMU PaOOTHUKAMU IIKOJIbI. BHOBE MPUHSATHIC HA
paboTy COTPYIHUKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEJICHUE NOKYMEHTAllUH, B
TeYeHHE TPEX pabOUYMX JHEH CO JHS M3AaHMs MPUKa3a O HA3HAYCHUU HA JIOJKHOCTh JTOJIKHBI OBITH
03HAKOMJICHBI ¢ HacTosAlel MHCTpyKIMel mo moAmnuchk.

2. [IpaBusia noAroTOBKU U 0(popMiIeHHS JOKYMEHTOB

2.1. B JedTenbHOCTH MIKOJBI CO3/1aeTCS KOMIUIGKC OPTaHHU3AIllMOHHO PAaCHOPSIUTCIEHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJOKEHHSI, IPaBUIIa, HHCTPYKIUHU, PErIaMEeHThl; MPOTOKOJbI 3aCeAaHUul
(COBGHI&TCJII)HI)IX, KOOpAWMHAIIMOHHBIX, OKCIICPTHBIX W APp. OpFaHOB), aKTbl, AHAJIUTHYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIy>KeOHbIe 3allMCKH, JOTOBOPHI (KOHTPAKThI, COTJIAIICHUS), IEJIOBas
(cmyxeOHasi) Tepenucka W Jp. COCTaBJISIOTCS W O(QOPMIISIOTCS CHEIHAIbHBIC JOKYMEHTBI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  00pa30BaTENbHOW  ACSATENBHOCTM U OCYLIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro y4yera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aiuu, 00ecredeHneM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHTEJIE W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKyMEeHTOB. [Ipu cozmaHum JOKyMEHTa Ha
JBYX U 0oJiee CTpaHUIaX BTOPYIO U MOCJIEIYIONINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHHI] MPOCTABISAIOTCA MOCEPEIHE BEPXHETO MO JOKYMEHTa Ha PAacCTOSHUM HE
Menee 10 MM OT BepxHero kpas Jucrta. Jlomyckaercs co3JaHuEe JIOKYMEHTOB Ha JIUIEBOM H
00OpOTHOM CTOPOHAX JTUCTA.

2.4. Tlpu 1BYCTOpPOHHEM CO3/IaHUU JIOKYMEHTOB IIMPHHA JICBOTO TOJIS Ha JUIICBOW CTOPOHE JIMCTA
Y TIPaBOTO TOJIsL HA 0OOPOTHOM CTOPOHE JIMCTA OJKHBI OBITH PaBHBI.

3. PekBHU3NTHI JOKYMEHTOB
3.1. Jlns pexBU3UTOB JOKYMEHTOB, CO3/1aBa€MBIX B 00IIe00pa30oBaTeIbHON OpraHU3aluu
yCTaHaBJIMBAIOTCS MpaBuiia 1 TpeboBanus B coorBercTBuu ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACISAETCS €r0 BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke u OQGOPMICHMM JOKYMEHTOB B IIKOJE HCHOJb3YIOTCS CIEAyIOIIne
PEKBU3UTHI:

e KOJl GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIEI,

e CIIPpaBOYHBIE JJAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA TIOKYMEHTA;

e JlaTa IOKYMEHTA;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e CCBUIKA Ha PETUCTPAIMOHHBIN HOMEP U ATy TOKYMEHTa;

e MECTO COCTaBJICHHS (M3JaHUs) TOKYMEHTA,

e ajpecar;



e Tpu] YTBEPKICHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUII0KEHHH;

e Tpu( corimacoBaHus JOKYMEHTa;

e BH3A;

e TIOAINCE;

e OTMETKa 00 3JIEKTPOHHOH MOJIIHCH;
e TICUATDH;

e OTMeTKa 00 MCIIOJIHHUTEIIE;

e OTMETKa O 3aBEepEHHH KOIHH;

e OTMETKa O MMOCTYIUICHHH JOKYMEHTA;
e pesomouus.

4. B1aHKH TOKYMEHTOB
4.1. JlokyMeHTBI, co3/1aBaeMbIe B 00111e00pa30BaTeILHON OpraHu3amnuy, oQhopMISIIOTCS Ha OJIaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BHUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIMYyCKaeTcs OQopMISITh C
ucnonp3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBJSIOLIME BHYTPEHHIOIO
nepenucky, opopMISIIOTCS Ha CTaHAAPTHBIX JucTax Oymaru Gopmara A4 (210x297 mm) 6Ge3
HCII0JIb30BaHUs OJIaHKOB.
4.2. Kaxaplii TUCT TOKyMEHTa, O()OPMIICHHBII Ha ONaHKe WU 0e3 Hero, J0JDKEH UMETh IOoJi He
MEHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl AIUTeNnbHbIX (CBbIme 10 JeT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB MPUMEHSIEMBIX B IIKOJIE:

e 00U OJIAHK;

e OJaHK NMHUCHMA;

e 0OJlaHK KOHKPETHOrO BMJA JOKyMeHTa (OJlaHK IpuKas3a, OJIAHK pacHopsKeHHs, OJIaHK

IIPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX U TPUMEHSEMBIX B MIKOJE OJAHKOB TMOJIEKAT BKIIOUCHHUIO B
WHCTPYKIIUIO 0 IeTIONPOU3BOJICTBY 00111€00pa30BaTENbHON OpraHU3aIiK B KAUeCTBE MPHIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Mpuka3spl

5.1. Tlpukazamu odopMmIIsIOTCS pELIEHUS IO ONEPATUBHBIM, OPTraHU3AIMOHHBIM, YUeOHBIM,
KaJIpOBBIM (TIpUIOKeHHE 2 Ha 9 TMCTaxX) U IPYrUM BOIIpocaM pabOThl HIKOJIBI.

5.2. TIpoekThl TpPUKA30B TOTOBSIT OTBETCTBEHHBIE HCIOJIHUTENH HA OCHOBAaHWUU MOPYYCHUU
JTUPEKTOpa, ero 3amectutenell. [IpoekTrl MpUKa30B MO JIUYHOMY COCTaBY TOTOBHUT CIELHHUAIUCT IO
Kajpam.

5.3. B mpukasax TEKCT u3naraetcs ot nepBoro juna equactseHHoro uncia («[IPUKA3BIBAIO).
5.4. Tekct mpukasa MOXKET COCTOATH M3 JBYX 4YacTeil: KOHCTaTtupyromed (mpeamOynel) u
pacrnopsIuTEIbHOM.

5.5. B koHcTatupyomield YacTh KpaTKO U3JAraloTcs [eNu W 3agadd, (akTel U COOBITHS,
MOCTY>KUBILIME OCHOBAaHHUEM JJIsl M3JaHus Mpukaza. OHa MOKET HauMHaThCa ciaoBaMu "B memsax",
"B coorBerctBun", "Bo ucnonunenue", u T.7. Eciu npukaz u3gaeTcs Ha OCHOBAHUU JIPYTOTO
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAaeTCsl HANMEHOBAHUE 3TOTO TIOKYMEHTA, €ro Jara,



HOMeEp U 3aroyioBok. IIpeamOyna B mpoekTax npukasoB 3aBepiraercs cioBoM «[IPUKA3BIBAIOy,
KOTOpOE MeYaTaeTcs 3arJIaBHbIMA OyKBaMHU.

5.6. PacniopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEYUCICHUE MPEIINICHIBAEMbIX JCHCTBHHA C
yKa3aHUEM HCIOJHUTEN KaXJI0ro MAEHCTBUS M, NPU HEOOXOIUMOCTH, CPOKOB HCIIOJHEHHUS.
PacniopsiuTenbHas 4acTh JEJIUTCS HAa MYyHKThl U MOJAINYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
nudpamu. [leiicTBrUsS OTHOPOAHOIO XapaKkTepa MOTYT ObITh IEPEYUCICHBI B OJHOM ITYHKTE.

5.7. B KauecTBe HUCHOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENIN IUPEKTOpa, Ipelacenareaud Win
PYKOBOJMTENN PaOOUYUX TPpyII (KOMHCCHIA).

5.8. Ecniu mpukas n3MeHsieT paHee U3JaHHbIi TOKYMEHT (IIyHKTBI JOKYMEHTA), TO OJMH U3 TyHKTOB
pacropsIUTEIbHON YacTH TEKCTA JOJKEH COAEPHKATh CChUIKY HA U3MEHSEMbIH TOKYMEHT (IIyHKThI
JIOKYMEHTA) C YKa3aHUEM €r0 J1aThl, HOMEpa U 3arojoBKa.

5.9. Ecin mpuka3 oTMeHsieT JeiicTBHE paHee W3JaHHOIO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OIIpEeAECIEHHON JaThl, TO OJMH U3 IIYHKTOB PaCHOpPAIUTEIbHON YaCTU TEKCTa JOJKEH HAauMHAThCA
cioBamu "lIpu3HaTh yTpaTUBIIMM cuiy...", Jajee yKa3blBaThCs JjaTa, HOMEp U 3arojioBOK paHee
U3JIaHHOTO JTOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCS €ro ACHCTBHE.
Ecnim para He ykaszaHa, TO JelicTBUE paHee M3AAHHOIO JOKYMEHTa (IYHKThl JIOKYMEHTA)
OTMEHSETCS C J1aThl M3/1aHUsl HOBOTO IIPHUKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JJaHUs, TO OJAMH U3 IYHKTOB
pacnopsiAMTEIbHON YacTH TEKCTa JOJKEH HayuHaThCs cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTta, HOMEp M 3arojl0OBOK paHee U3/1aHHOrO JOKYMEHTA.

5.11. Ecnu mpuka3 mpennojaraetcs BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3AaHus, HeOOXOIMMO
yKa3aTb CpPOK BBeAeHHUs ero B JeiictBue. IlocieqHuil MyHKT pacrnopsIUTEIbHOM YacTH MOXKET
COJIep’KaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM
IpUKasa.

5.13. Ilpuka3pl NOANKCHIBAIOTCA TOJBKO AMPEKTOPOM 0OIIe00pa30BaTEIbHON OpPraHU3alUN WU
paOOTHHUKOM, UCTIOIHSIIOLIUM €ro 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIEUEeHUE CBOEBPEMEHHOM U KA4ECTBEHHOM MOATOTOBKHU MPOEKTOB
IIPUKA30B M MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMHU U OpraHU3aLMsAMH HECYT
aBTOpBI [TPOEKTA MIPUKA3a.

5.15. PerucrpannoHHble HOMEpa NPUCBAUBAIOTCA IPUKa3aM IO MOPSIKY HOMEPOB B Ipejenax
KaJIEHAapHOTO rojia.

5.16. /lata peructpauuu npuKasa sBseTCs AaTON €ro MoAnucaHms.

6. IlpaBunJjia, No10KeHUs, HHCTPYKIUH
6.1. IlpaBuiia — HOPMATHBHBIA aKT, ONMPEACISIONINI MOPSAIOK KaKOro-TH00 BHIA JNEATCIHHOCTH,
YCTaHABIUBAIOILMN WK 3alIpelaOUi ONPEIEICHHOE II0BEIECHHUE.
6.2. [TonoxxeHNe — HOPMATUBHBIN aKT, AETAITBHO PErIaMEHTUPYIOIINN MTPABOBOM CTATYC, MOPSIOK
OpraHu3alK U NPOLESYpY KaKOro-a1u0o BUJIa 1A TEIbHOCTH.
6.3. MHCTpYKIIMSI — HOPMATHBHBIN aKT, M3J]aBa€MbIi B IENAX PA3bIACHEHHS M OINPEICICHUS
nopsiika MPUMEHEHHs COOTBETCTBYIOLIET0O HOPMATUBHOI'O aKTa JMOO C LENbI0 yKa3aHHUsS HOPM O
Croco0ax BBIMOJIHEHUS ONPEENIEHHbIX onepaiuil (1eicTBuii).
6.4. IlpaBuiia, MOJOXKEHUsI, MHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCUMOCTHM OT BHMJIa JOKYMEHTA) Ha
VYmpasnsitomem coBete, 3acenaHusx [Ipodcoro3HOro KOMHUTETa IIKOJABI M YTBEPKIAIOTCS
JUPEKTOPOM.
6.5. Ilopsimok MOATOTOBKH MPOEKTOB IMPABHII, TOJIOKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAKY MOATOTOBKU IMPOEKTOB MPUKa30B 00111€00pa30BaTeIbHON OpraHu3aIuHy.
6.6. TekcT TpOEKTa IOJIOKEHUsI, TPaBIJI, WHCTPYKIMU TedaTaeTcss Ha YUCTOM JIHCTE Oymaru
¢dopmara A4.
6.7. OTIMIUTENBHBIMA XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, HHCTPYKIIHH SBIISTFOTCS:

e TOYHOCTb NPUMEHSAEMBIX (OPMYIMPOBOK O€3 HCHOIb30BaHUS CJIOB U MOHATHHA, UMEIOIINX

MHOECTBEHHBIN CMBICIT;



e HCIIOJIb30BAaHUE KOPOTKUX TPEATIONKEHHH, OOIIEPUHATHIX BBIPAKEHUH M CBS30K, IPH
HEO0OXOIMMOCTHU - MPEIBAPUTENILHOE OIpEAeICHIE HCIONb3yEeMbIX MOHATHH, COKpALICHHH,
ab0peBuaryp;

e OINHCAHHE BCEX BO3MOXXHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIMX HM BapUaHTOB
JeWCTBUH, T.€. IOJHOTA MPEICTaBICHHS HH(OPMAIINH;

e CTPYKTYpUPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTHXKEHHS HaWIydlled IOCJIeI0BAaTEIbHOCTH
M3JI0KEHUS MaTepHUalIa;

e MUHUMH3ALUSA TEKCTa C MOMOIIBIO IMPUMEHEHUs 00001eHni (0030pOB IpeanoiaraeéMbix
JICHCTBUI) U IPUMCHEHHUE TIEPEUUCIICHHH (3a/1a4, STAloB, YCIOBHH U T.JI.).

6.8. B 3aBHCHMOCTH OT CII0KHOCTU U 00BbeMa pa3padaTbiBa€MbIX MPABUIL, ITOJIOKEHUSI, UHCTPYKLIUN
- TEKCT JOKYMEHTa JEJINTCS HA TJaBbl, IIYHKTHl U MOAIYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoaurcs apabckumu nudpamu.

7. IIpoToxoJ 3acenanusi (CoBelaHMsl)

7.1. IIpoToKOol — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB M MPHHATHUS
peleHuii Ha coOpaHMsIX, COBELaHUAX, KOH(PEPEHIMAX U 3aCeJaHMsIX KOJUIETHaIbHbIX OPIaHOB.

7.2. Tlporokon 3acemanusi (coBelaHus) - (manee - MPOTOKON) o(opmMisieTcss Ha YUCTOM JIHCTE
Oymaru popmara A4.

7.3. PexBu3uT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT U3 JABYX YacTeil: BBOJHOW U OCHOBHOM.

74. Bo BBOZHOM yacTW  yKa3bplBAlOTCA  WHULIMANBL,  (GaMHIMM U JOJDKHOCTH
MpeCceIaTeIbCTBYIOMIETO, CEKPEeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, IPH HEOOXOIUMOCTH,
JIMLL, IPUTJIAIIEHHBIX Ha 3aceJaHue (COBEIaHue).

7.5. BBogHas uYacTh MNPOTOKONA 3aKaHYMBACTCS TIEPEUYHEM pPACCMATPHUBAEMBIX BOIIPOCOB,
NEPEUYMUCICHHBIX B MOpSAKE MX 3HAUUMOCTH C YKa3aHUEM JIOKJIAJYUKa IO KaKAOMY
paccMarpuBaeMoMy Bompocy. Bonpockr hopmynupyrores ¢ npeniorom "O" ("O6"), neyararorcs oT
IPaHMIIBI JIEBOTO MOJIS U HyMEPYIOTCs apaOCKUMU LudpamH.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOUT M3 Pa3ZeiioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIPOCaM M UX HyMEpalHH.

7.7. TekcT MNpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKeCTBeHHoro uwcna ("ciymamu",
"BpicTynun", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ MOIMCHIBACTCS JIUIIOM, TIPECEIATEILCTBOBABIINM Ha 3acelaHUH (COBEIIaHUH), U
cekpeTapéMm 3aceaHus (COBEIaHus).

7.9. Tlpu OTCYTCTBMM CeKpeTapsl 3acelaHus, B TOM 4YHCIE MpPH TPOBEICHHH OIEPATHBHBIX
COBEIIAHUH, TOMyCKAaeTCs MOANMCAaHUe TPOTOKOJIA TOJIBKO MPeJICeNaTeNIbCTBYIOLIIM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE IMO3JHEE TPEX IHEH CO JHSA 3aceJaHus.
IIpoeKThl  COOTBETCTBYIOIIMX IYHKTOB MPOTOKOJIA BU3UPYIOTCS  JOJDKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa 10JIKHA COOTBETCTBOBATH JHIO POBEJICHNS COBELIAHNUS (3ace/laHts).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHM3ALUSIM U JIODKHOCTHBIM
JUIIAM B COOTBETCTBUM C YKa3aTelleM pacChUIKM, KOTOPBIA COCTaBISET CEKpeTapb 3acelaHus
(coBeranus).

8. Ilian
8.1. [Inan — NOKYyMEHT, yCTaHaBJIMBAIOLIUI NepeuyeHb HAMEUEHHBIX K BBIIIOJTHEHUIO MEPOTPUSATHH,
WX MOCTIeIOBATEIBHOCTh, 00HEM, CPOKH, OTBETCTBEHHBIX UCTIOTHUTEIICH.
8.2. Ilnan odopmusercs Ha nucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e Tpud YTBEPKICHHUS JOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPaIMOHHBIA HOMEp JOKYMEHTA;

e HAWMEHOBAaHUE BHJIA IOKYMEHTA;



e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e HAWMEHOBAaHUE JIOJHKHOCTH;
e  TIOJIHNCE.
8.3. PexBu3ut — "TekcT qJokyMeHTa" opopMIIsieTcs B BUE TaOIHUIIBI C rpadamu:
e HOMEp IYHKTA IUIAHA;
e HAWMEHOBAaHUE MEPOIPUATHS;
e CPOK HCIIOJHEHUS;
e HCIIOJIHUTEIb;
e IpHMEYaHHE.

9. Otuer
9.1. OTuer — NMOKYMEHT, COACPKAIINI CBEACHUS O PE3yNIbTaTax JEATEIbHOCTH 33 ONpeIeIeHHBIN
NepUOJI BPEMEHH, BBINOJIHEHUH MEPONPUATHIA, TOPYUYEHUH, 3aJaHUM, TUIAaHOB.
9.2. Otuersl, mpenocTaBiIsieMble B OpTraHbl T'OCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpTraHbI
TOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIME  YCTAHOBJIEHHYIO  IMPABOBBIMM  aKTaMHu
rOCYJapCTBEHHBIX OPraHOB (JOPMY, CO3JAIOTCS M0 YCTaHOBJIEHHOW T'OCYJapCTBEHHBIMH OpraHaMHU
¢dopme U B OIpeIeIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHHKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 MPaBUJIaM, YCTAaHOBJICHHBIM JUIsl CO3/1aHUs CITY>KEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcs Ha JMCTe Oymaru ¢opmara A4 ¢ HCIOIB30BAaHHEM CIIEAYIOIIAX
PEKBU3UTOB:

e HAWMEHOBAHUE IIKOJIbI,

e JlaTa IOKYMEHTA;

e PEruCTPallMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAMMEHOBAHUE JIOJHKHOCTH;

e TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTEIbHOM MOPSAIKE JODKHO COJAEPXKAThCA YKa3 Ha JEATENbHOCTb,
MEpOTIPUSTHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IyHKT IJIaHa, TOJUICKAIINH BBITOIHEHUIO, U
pe3yabTaT O BBIMOJHEHHHM, B TOM YHCJIE C YyKa3aHMeM Ha COOJIOJCHHWE WIM HapylleHHe
WCTIOJTHUTENBCKOM  JUCHUIUIMHBL, YCTAaHOBIIEHHBIX CPOKOB HCIIOJHEHHMS W  HaJJIexaliee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSIMU (TIPH YYACTHH HECKOJIBKUX UCIIOIHUTEIEH ).

10. Mucsmo
10.1. [lucpma roToBsTCS Kak:

e OTBETHI O BHINOJHEHUH MOPYYCHUHN BBIIIECTOSIIIUX OPTaHOB HCIIOJHUTEIHHOHN BIIACTH;

e OTBETHI Ha 3alPOChl OPTaHU3ALUH, TPEANPUATHIA U YACTHBIX JIULL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku mOArOTOBKH OTBETHBIX IMHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBHUM C pE3OJIIOLUUEH JUpeKTopa W €ro 3aMecTHTe]Iel Ha OCHOBAaHUH
YCTaHOBJICHHBIX CPOKOB HWCIIOJNIHEHHS TOPYYEHHUH, 3allpoCOB WM TIO0 PEIICHHIO aBTopa
PE30ITIOIUH.

10.3. TeKcTBl OTBETHBIX MUCEM TOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHUIM, 3a()MKCHPOBaHHBIM B
pesomtoru. CpoKH MOArOTOBKM MHUIIMATUBHBIX MHCEM ONPENEISIOTCS CaMOCTOSATENIEHO aBTOPOM
MPOEKTA MUChMa C YIETOM HEOOXOAUMOCTH PEIICHUsI KOHKPETHBIX 3a/1a4 U (MJIN) B COOTBETCTBHH C
TpeOOBaHUSAMH 3aKOHOIATENILCTBA, TOPYUECHUSIMHU HETTOCPEICTBEHHOTO PYKOBOAUTEIS.



10.4. TIucema meuararoTcsi Ha ONaHKE MHCbMa OOIIE0OpPa30BATENbHON OpraHM3alMU C YIIIOBBIM
PacrooKeHUEM PEKBU3UTOB.
10.5. [lomosHUTENBHO K PEKBU3UTAM OJaHKa NUChMa TpH O(GOPMIICHUU IMCEM B IIIKOJE
UCIOJIB3YIOTCS CIIEYIOIINE PEKBU3HUTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPUJIOKEHUHU;

e BH3a;

e TIOJIHUCH.

e OTMETKa 00 UCTIOIHHUTEIIE.
10.6. TIpu odopmiieHrH MHChMa Ha JIBYX M OoJiee CTpaHHUIAX BTOpas M MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOTCSI IOCEPEINHE BEPXHETO MO TUCTA apaOCKUMU HUppaMu.
10.7. Ilucbma nMoANKUCHIBAET TUPEKTOP WM PAOOTHUKH, YIOJTHOMOYEHHbIE TPUKA30M.
10.8. CnyxeOHbIe 3amiCKu
10.9. B mensx ocyuiecTBi€HHS B3aUMOJEHUCTBUS MEXKAY COTPYJHUKaMU B paMKax BHYTPEHHETO
JOKYMEHTO00O0pOTa B IIKOJIC MPUMEHSIFOTCS CTyKeOHbIe 3anmucKu. Ciry>)keOHBbIC 3alTUCKH SBIISIOTCS
CIPaBOYHO-MH(GOPMAIIMOHHBIMU  JIOKYMEHTaMU. ABTOpaMH CIY>KEOHBIX 3alHMCOK  SBISIOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHu3aIliy.
10.10. CmyxeOHas 3amucKa MOKET COCTABIISTHCS MO YKa3aHUIO PYKOBOJICTBA MIIU 110 UHUIIUATHBE
KOHKPETHOTO COTPY/AHHUKA.
10.11. [Tpu oopmieHUH ciy>keOHOM 3amUCKH 0(OPMIISIOTCS CIETYIOIINE PEKBU3HUTHI:

e ajpecart;

e JlaTa JOKYMEHTA;

e HAaWMCHOBAHHE BHJIA JIOKYMCHTA;

e 3aroJiIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKA O MPUJIOKEHUH (IIPU HAJIHYUN);

e HAWMEHOBAHHE JOJHKHOCTH;

e TIOJIUCH.
10.12. Ciy>xe0HBIC 3aIMCKU MOTYT CO3JaBaThCsl HA OyMaXKHOM HOCHUTENC W (W) B DJICKTPOHHON

dbopme.

11. /loBepeHHOCTH

11.1. [doBepeHHOCTh BBIJAETCS COTPYAHUKAM IIKOJBI M oOQopMmisieTcss 1O TMpaBHiIaM,
YCTaHOBJICHHBIM HacTosimed MHcTpykumei ans muceMm, ¢ yu4€ToM TpeOOBaHHM Tpa)kTaHCKOTO
3akoHojarenbeTBa Poccniickoin denepanyiu 1 HACTOSILIETO pa3fena.

11.2. TIpoeKkT [HOBEPEHHOCTH TMOJATOTABIMBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BblJaHa, IOCJIE 4Yero mnepenaércs B KaHUEISPUIO JUIsl HamlpaBleHUS Ha
MOAMNKCAaHUE.

11.3. JloBepeHHOCTh TMOANMUCHIBACTCS JUPEKTOPOM WJIM JIMIIOM, OCYIIECTBIISIFOIIUM  €T0
MOJIHOMOYHS (MCTIONHSIOMIMM OO0S3aHHOCTH), M CKpEIUIAeTCs MedaTrbio oO0Iieo0pa3oBaTeabHON
OpraHu3aIyy.

12. JloroBopsl, corjianieHusi, KOHTPAKTbI

12.1. JloroBopsl, COTNaIeH s, KOHTPAKTHI (Jajiee - JOrOBOPHI) MOATOTaBIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIOPKETHOTO M MHOTO 3aKOHOATeNhCTBa Poccuiickoit
denepanun, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTENbCTB
CTOPOH.

12.2. TIpoekT mOroBopa TOATOTaBIMBACTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
VIOPAaBISAOIUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOro oOecredyeHus
WCIIOJTHEHUS] CBOMX MOTHOMOYHMH (00s3aHHOCTEH, (PYHKIINI), TOTHOMOYHUH IIKOJIBI B IIETIOM.



12.3. TlIpoekt moroBopa TOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAaKTHBIM
YIPABJISIONIAM) COBMECTHO CO CHEIUATUCTOM, K QYHKIMAM (TTOJITHOMOYHSIM) KOTOPOTO OTHOCHTCS
pelIeHre BOMPOCOB, SIBISIONIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYJHUKOM IO TPSIMOMY
yKa3aHUIO TUPEKTOpa 001eo0pa3oBaTesibHOM OpraHu3aluu.

12.4. HeobOxomumasi Utk IOJTOTOBKHU MIPOEKTa TOTOBOpa MH(OpMaIus COOMPAETCsi OTBETCTBEHHBIM
TUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOPSAIKE paboyero B3aMMOACUCTBUS C YYETOM MpaBui,
YCTaHOBJICHHBIX HacTosAwwerd NHCTpyKIuen.

13. IlpuHIMNIBI OPraHU3aUMU JOKYMEHT0000poTA

13.1. B 10KyMeHTOOOOpOTE BBIACISAIOTCA CIEAYIOIIHME JOKYMEHTONOTOKH: IIOCTYIAIoIas
JNOKyMeHTanusi  (BXozsiuas), OTHpaBisgeMas JOKyMeHTauus (MCXOoJsmiasl), BHYTPEHHSA
JTOKYMEHTAIHSL.

13.1. B cocraBe BxoAslleld M HCXOAALIEH MOKYMEHTAlMM MOTYT BBIJICISTHCS JIOKYMEHTHI,
MOCTYIUBIINE W3 BBHINICCTOSIINX, MOAPSAHBIX, MEAUIIMHCKUX W JPYrHUX OpPTaHHU3aIMii, OPraHOB
MECTHOT'O CaMOYIIpaBJIeHUs, 0OpallleHus Tpax/1aH.

13.3. OOpamenusi rpaxaaH pPerucTpUpyrorcs U (HOpMUPYIOTCS B Jela OTAEIbHO OT IPYTHX
JOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aI1H.

13.4. B mxone gocTaBKa M OTIPaBKa JTOKYMEHTOB OCYIIECTBIISIETCS CPEICTBAMH TTOYTOBON CBSI3H,
ANEKTPOHHOU CBSI3H, a TaKXe IO CHCTEME AJIEKTPOHHOro JToKymMeHTooOopoTa (mamee - CO/). C
MIOMOIIIBIO TIOYTOBOM CBS3M B 00IICO0pA30BATEIbHYIO OPTaHMU3ALMIO JIOCTABISIETCS MUChbMEHHAs
KOPPECHOH/ICHITUSI B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUeK, OaHIeposel u
MEJIKHX ITaKEeTOB, a TAK)KE TIEYaTHBIC N3TaHHS.

14. IlepBuyHas 00padoTKAa MOCTYNAIOIIMX IOKYMEHTOB
14.1. JloKyMeHThI, IOCTyMalolle B IIKOJIy, IEpPElaloTCs Ha PETUCTPALMI0 CEKpPEeTapro
0011e00pa30BaTEIbHOM OPraHU3alMU M MPOXOIAT MEPBHYHYI0 00pabOTKY B JI€HB HOCTYIUICHUS,
IIPU MOCTYIUIEHWHU B HepaOouee BpeMsl - Ha cienyroluil pabounii aeHs. [Ipu nepBuuHoii 00paboTke
JIOKYMEHTOB IPOBEPSETCS MPABUIBHOCTh ajpecoBaHusd. OMMOOYHO MOCTYNUBIIME JOKYMEHTHI
NEPEChUIAI0TCS 0 MPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymenTsl, noctynusime ¢ otMerkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKYy U JOKJIAIbIBAIOTCA AUPEKTOPY WM B Cllydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA MO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. TlocTynuBiMe TeaerpaMMbl IPUHUMAIOTCS MO MOJMKMCH C IPOCTABICHUEM JIaThl M BPEMEHU
IIpHeMa, PETUCTPUPYIOTCS 10 TEM e MpaBuUjIaM, 4YTO U IUChMa.
14.4. DnekTpoHHBIE COOOILIEHUS, aAPECOBAHHbIC JUPEKTOPY WM HAIPaBIEHHBIE B aJpeC MIKOJbI,
pacrneuaThIBalOTCs U JAOKJIAIbIBAIOTCS JUPEKTOPY WIM B CIIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpA.
14.5. DnekTpoHHbBIE COOOIIEHHUS, 3aBEPEHHBIE 3JIEKTPOHHONW MOJIHUCHIO, MOANeKaT o0paboTKe 1Mo
IpaBUJIaM, IPEAYCMOTPEHHBIM JJIsl TOCTYyHaroIeH (BXoas1el) TOKyMEHTallH.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpeeNsieTcss Ha PETUCTPUPYEMble W He
MOJJIEKAIUE PErUCTPALIUU TOKYMEHTBI.
14.7. He moaJyiexxat perucTpaiuu:

e IIPUIJIACUTEIIbHBIE, TI03/IPaBUTEIIBHBIE INCbMA U TEJIErPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPAMMBbI CEMUHAPOB, KOH(EPEHIUH U APYrUX NOJOOHBIX MEPOIPUSATHIA;

e JIOKYMEHThl TIO OyXTajaTepCcKoMy YyueTy, MaTepualbHO-TEXHHMYECKOMY OOEeCHeueHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHAloIIKe 06€3 CONMPOBOAUTEIBHOTO NMUCHMA,

e pEKJIaMHbIE, KOMMEpUECKHE MPEAJI0KEHUs, B T.4. IOCTYIUBLINE 110 3JIEKTPOHHOM MOYTE;

e II€YATHBIEC U3/IaHNUS;

e THCHMA C IOMETKOM «INYHOM.

15. Perucrpamusi, yyeT M PaccCMOTPeHHE PYKOBOAMTEJNeM MNOCTYNAIMX (BXOAAIIMX)
AOKYMEHTOB



15.1. TloctynuBmue (BXOASIIME) IOKYMEHTHl DPETUCTPUPYIOTCA TOJIBKO IIOCIE M IEPBUYHOMN
00pabOTKH M HE3aBHCHMO OT CTII0C00a MX TOCTABKH.
15.2. Peructpanusi — npocTaBiieHUE B HIYKHEM IPAaBOM YIIIy MEPBOTO JHUCTA JTOKyMEHTa OTMETKH
O TMOCTYIJICHUH C yKa3aHUWEM JaThbl MOCTYIUIGHHS M BXOJSIIEr0 PETrUCTPALMOHHOIO HOMEpa
JOKYMEHTa C O0O0s3aTeIbHON 3amuChi0 B IKYpPHalI pPETUCTPAlMM TOCTYHAromed (BXOASIIEH)
nokyMeHTanuu. CTpyKTypa perucTpalMOHHOTO HOMEpa MOCTYIMAONIEro (BXOASILIEro) TOKyMEHTa
COCTOMT M3 €ro IOpAJKOBOIO HOMEpa U MHAEKca JejJa 10 HOMEHKJIAType el
o011eo0pa3oBaTeIbHON OpraHU3aIiy.
15.3. Perumctpamus BceX MOCTYMUBIIUX (BXOMSAIIUX) TOKYMEHTOB NPOU3BOJIUTCS B Mpeleinax
o01Iero JAOKyMEHTOINOTOKa. J[OKyMEHTbI, MOCTYNMBIIKME B IIKOJY IO KaHajiaMm (aKCUMUIbHOU
CBsI3H, 00pabaTHIBAIOTCS ¥ PETHCTPUPYIOTCS B OOIIEM MOPSIIIKE.
Texct mnoctynuBiIeld TenedOHOIpaMMbl 3allMCHIBACTCA B JKypHalle PErUCTpaludu
Tesie()OHOTPaMM U TIeYaTaeTcs Ha JIUCTe OyMaru Ui nepeaayl Ha pacCMOTPEHHE.
15.4. Tlocrynatomue (BXOIAIINE) TOKYMEHTHI IEPEAAIOTCS HAa PACCMOTPEHHE PYKOBOJICTBY TOJIBKO
II0CJIE UX PETUCTPALIMU U NPEABAPUTEIBHOTO PACCMOTPEHUS.
15.5. JlokyMeHThI, MOCTynuBIIME B 0O0IIe00pa30BaTelbHYI0 OpPraHW3aldio, 10 BOMpOcaM, HeE
TPeOYIOIMM  PAacCCMOTPEHUSI JUPEKTOpa, HANpPaBISAIOTCS PAa0OTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOICTBO HIKOJIBI HEMTOCPEACTBEHHO UCTIOTHUTEIIO 3a1poca.
15.6. /TupexTop B pe30IIONMHU OTIPEIEISIET JIUII, OTBETCTBEHHBIX 32 UCIIOJIHEHHE TOKYMEHTA, U 1aeT
UM nopyueHue. PaOOTHHK OTBETCTBEHHBIN 3a ACMOMPOU3BOACTBO IIKOJbBI MEpelaeT JOKYMEHT Ha
HCIIOJIHEHHE.
15.7. IlonIMHHKUK AOKYMEHTa C Pe30JIOIUeH PyKOBOAUTENS 00IIe00pa3oBaTeIbHON OpraHu3aluu
HaIPaBJIAETCS UCIIOJHUTEIIO.
15.8. [lpm HanMuuMU HECKOJBKUX HWCHOJTHUTENEH MOAIUHHUK JOKYMEHTa IepeaeTcs TOMY
UCIIOJIHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHUSIMH IO HCIOJHEHUIO SIBJISETCA
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTENH MOYYal0T KOMHUIO JTOKYMEHTA.
15.9. TlomMHHUK JOKYMEHTa, KOTOPBIH HCHOJHSETCS HECKOJbKHMH JOJDKHOCTHBIMU JIMIIAMH,
MOJIy4aeT OTBETCTBEHHBIN UCIIONMHUTENb. OCTATbHBIM UCTIOTHUTEISM NIEPEIAlOTCs KOTTHH.
15.10. UsroroBneHWe KOMUH JOKYMEHTA I TEpPelayd COWCIIOIHHUTEISIM OCYIIECTBIISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.
15.11. Pe3omtonusi COAEPIKUT:
e YKa3aHHWE TII0 WCIOJHEHUIO, COJepKallee KpaTKOoe OIUCaHHe HEOOXOIUMOro JUIs
HCIIOJIHCHUS ICHCTBUS,
e YKa3aHHE Ha CpPOK, B TEYEHHE KOTOpOro JUOO A0 HMCTEYEHUS KOTOPOro HEOoOXOAMMO
WCIIOJIHUTH MPEANICAHHOE JICHCTBUE;
e JINYHYIO MOAINHUCH aBTOPA PE3OIIOLNH;
e JIaTy MPOCTABIIEHUS PE3OJIOLINU.
15.12. Vka3aHue Ha CpOK, B TE€YEHHE KOTOpPOro JMOO JO HMCTEUYEHUS KOTOPOro HEOOXOIMMO
WCIOJIHUTh TPEANHUCAHHOE JEMCTBHE, MOYKET HE BbIpaXaTbCsl KOHKPETHOW IaToM M COJEp)KaTh
BBIPAKEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3ommonus mumieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Korja pe3oionus apecoBaHa HECKOJIBKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JIOKYMEHTa B LIE€JIOM SBIIETCS COTPYIHUK, yKa3aHHBIM INEpPBBIM (BEPXHUM), JINOO
COTPY/IHUK, B OTHOLIIEHUU KOTOPOTO C/eJiaHa TIOMETKA O TOM, YTO OH SIBJISI€TCS OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPaBJIAAeMbIMU (MCXOASAIUMHI) JOKYMEHTAMHU

16.1. Jlo mpemocTaBiieHUsT TPOEKTa OTIPABIAEMOro (MCXOJAIIET0) JOKYMEHTa Ha TOJIHUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAaHOBJIEHHOM IOPSAKE HAa IMOANMCAHUE JIHILY
OCHOBHOI HCIIOJIHUTENb MPOBEPSAET MPaBHIBHOCTH O(OPMIIEHUS OTMPABISEMOro (UCXOMASILEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosIel MHCTpyKIum.



16.2. TIpu moAroTOBKE OTHPABISAEMOTo (MCXOISIIEr0) JOKYMEHTAa Kak OTBETAa Ha MOCTYMHBILUH
(BXoaAImMiA) JOKYMEHT HCHOJHMTENb NPUKIAIBIBAET K IOATOTOBIEHHOMY IMPOEKTY BXOISIIUMN
JIOKYMEHT.
16.3. IIpoeKThl OTIpaBIsIeMbIX (MCXOIANINX) JOKYMEHTOB C YYETOM COOIOJICHUS YCTAHOBIEHHOTO
B PE30JIIOLMM CpPOKA MCIOJHEHUS] MEpPEedatoTCsl OTBETCTBEHHBIM MCIIOJIHUTEIEM B OTHEIN
JeJI0NIPON3BOCTBA (KaHLIESIpUs, CEKPETaph) IIKOJIbI ISl HAIIPABICHUS Ha MOANUCaHUE.
16.4. TlomnmucaHHble OTHpaBisieMble (MUCXOIAIIME) JIOKYMEHTHI, MepefarTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JICJIONPOM3BOJCTBO  INKOJBI, KOTOPBIH  OCYIIECTBISIET  IPOBEPKY
KOMIUIEKTHOCTU M COOTBETCTBHSI KOJMYECTBA HK3EMIUIIPOB OTIPABIAEMOro (HMCXOJISLIETO)
JOKYMEHTa CHHUCKY pAacChUIKM, a TaKKe IPaBHWIBHOCTh O(QOPMIICHHS JOKYMEHTa COIVIACHO
HACTOSIIEH UHCTPYKLIHH.
16.,5. B cayuae HapylleHHs KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TaKxkKe
NPaBUIBHOCTH O(GOPMIIEHUS JOKYMEHTA COIJIACHO HACTOSIIEH WHCTPYKIMU OTIPABIIEMbIC
(ucxonsmme) JOKYMEHTbl  HE3aMEAJIMTEIbHO  BO3BpAlAlOTC]  pAaOOTHUKAMM  KaHLESPUU
OTBETCTBEHHOMY MCIIOJIHHUTENII0 WIA B CIy4ya€ OTCYTCTBUS OTBETCTBEHHOI'O MWCIIOJIHUTENS €ro
HEIOCPEJCTBEHHOMY PYKOBOAUTEIIO [l yCTPaHEHUs HApYIIEHUH.
16.6. JlokyMeHTBHI TOCJ€ WX MOJINUCAHUS IUPEKTOPOM WIM HHBIM YIOJTHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIsIpUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy s perucTpaliy U OTIPABKH.
16.7. Peructpanus oTIpaBisieMbIX (MCXOASIINX) JOKYMEHTOB OCYIECTBIISICTCS TIOCIE POBEICHUS
paOOTHHKAMU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIONPOU3BOICTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUISIPOB, a TAKXKE IMPABHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(McxXoAdIIero) T0KyMEHTA.
16.8. Perucrpanmsi co3iaBaeMbIX JOKYMEHTOB OCYIIECTBIIICTCS B JIHb TOIMHCAHUS WU
YTBEpKIeHU 100 Ha claeyromuil pabodnii 1eHb.
16.9. CBenenust 0 pErUCTPUPYEMBIX OTIPABIIIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B JKYpHAJ
perucTpanuu OTIpaBisieMol (MCXOsIel) JOKYMEHTalUH.
16.10. PeructpaiinoHHBIH HOMEp | JaTa OTIPABIIEMOTO (MCXOISAIIET0) JOKYMEHTA TPOCTABIISIFOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaxX OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCS B Jele
001eo0pa3oBaTeIbHON OPTaHU3AIH.
16.11. CtpykTypa perucTpalliOHHOTO HOMEepa OTIPABISIEMOro (MCXOASIIEro) T0KyMEHTa COCTOUT
U3 €ro MOpsAIKOBOT0 HOMEpA U MHJEKCA Jiea 10 HOMEHKJIAType /1] IIKOJIbI.
16.12. OrtnpaBka JOKYMEHTOB MPOU3BOAUTCS LIEHTPAJIM30BaHHO pPAOOTHUKAMHU KaHLEISPUU
IIKOJIbI, KOTOpbIE MPOU3BOJAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (IpocTasi, 3aKka3Has,
MEXyHapOaHas U Jp.).
16.13. IlucbMma, TenerpaMMbl, OTKPBITKH, OAaHIEPOJIN U ITeYaTHBIC U3IaHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle()OHOTPaMMBbI ITEpeJatoTCs M0 KaHaiaM Tele(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO JJIEKTPOHHOTO
aspeca 001eo0pa3oBaTENIbHON OPraHU3alINY.
16.15. [Tucema, TemerpamMMbl, OTKPBITKH, OaHAepOIH, (hakcOTpaMMBI, HIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBIE C paboyel NesTeTbHOCThIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U TPOXOIAT:

e  YIAKOBKY;

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

yKazaTeJeM pacChUIKHM, Ha KaKJOM K3EMIUIIPE MUCbMa YKa3bIBA€TCs TOJIBKO OJUH aJpecar.

e IIPOCTaBJICHHE CTOUMOCTH IMOYTOBBIX yCIYT;

e IIepeJady B IIOYTOBOE OTJEIIEHUE CBS3H.
16.17. Ilpu mMOATOTOBKE W OTIPAaBKE MHCEM HEOOXOIMMO YUUTHIBATh NMPABWIIA, YCTaHOBIICHHBIC
pUKa3oM MUHHUCTEPCTBA CBSI3U M MaccoBbIX komMMmyHuKauii PO ot 31 urong 2014 r. N 234 "O06
yTBepkaeHUH [IpaBui okazaHus yCciIyr OYTOBOM CBS3H'.
16.18. JlokyMeHTHI, OTHpaBisieMble CPEJICTBAMH ITOYTOBOM CBSI3U B OJHMH AJPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.



16.19. Hcxonsmme AOKYMEHTHI, NMpeAHA3HAYCHHbIE Ui OTIPABKU CPEACTBAMH (PaKCHUMUIBHON
CBSI3H, OTIIPABIISIOTCS pa0OTHUKAMH KaHIEISIPUH 00IIe00pa30BaTeIbHON OpraHU3aIiH.

17. Pa3paGoTKa u BejleHHe HOMEHKJIATYPbI J1eJ
17.1. JloxkymeHTanbHBINA (DOH HIKOJIBI — COBOKYITHOCTHh JOKYMEHTOB, 00pa3yIOIIUXCsl B MPOIIecce
ero neATenbHOCTU. JloKyMeHTanbHBIA (DOHI IIKOJBI COCTaBISIOT JOKYMEHTBI, CO3JIaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allMid M TOJYYEHHBIE €10 B pe3yjibTaTe B3aMMOACUCTBHUS C
OpraHaMH TOCYAAapCTBEHHOM BIIACTH, OpraHaMU MECTHOTO CaMOYIIPABIICHUS, IOPUAMYECKUMU U
(U3NYECKUMU JIUIIAMH.
17.2. Homenknatypa aen sIBIsieTCS OCHOBOM (hOpMHUPOBAaHUS AOKYMEHTAJIBHOTO (POHJA IIKOJBI U
NpPE/CTAaBIsCT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYCHb 3arojOBKOB (HAMMEHOBaHMMN) eI,
3aBOJUMBIX B IIKOJIe, C YKa3aHHEM CPOKOB MX XpaHEeHHs, U O(OpMIICHHBIH B COOTBETCTBUU C
IIPAaBOBBIMU AKTaAMH, PEKOMEHAALMUSAMU M METOJWYECKMMM YKa3aHHUSAMHU oOpraHoB Poccuiickoi
@denepanyy, YHOJTHOMOYEHHBIX B c(epe TOCyJapCTBEHHOTO YIPAaBJICHHUS AapXUBHBIM JIE€JIOM,
JIeTIOTIPOU3BOCTBA U IOKYMEHTOO0OPOTA.
17.3. HomeHkuiaTypa Jesl COCTaBIsIeTCSl HA OCHOBE U3YUEHUS MOJIOKEHHM, MHCTPYKLUUN U MTPaBuUIL, a
TAaKXK€ JPYIHMX JOKYMEHTOB, PpErVIAMEHTUPYIOLUIUX JI€ATEIbHOCTh  0011e00pa3oBaTeabHOM
OpraHM3aliy, a TaKkKe HOMEHKIATyp /el 3a MNPEeUIeCTBYIONIMEe TOAbl U JIOKYMEHTOB,
00pa3yrIMHUXCs B ICATSILHOCTH 00Ie00pa30BaTeIbHON OpraHU3aIlIH.
17.4. HomenknaTypa el UCHOJb3yeTcs IJid TPYNIUPOBKU HCIIOITHEHHBIX JOKYMEHTOB B Jena,
CUCTEMAaTH3alluM U y4eTa JIeJl, ONPEeeSICHUsI CPOKOB UX XPAHEHUS U MIOUCKA IOKYMEHTOB, SIBJISETCS
OCHOBOI1 JIJIsl COCTaBJICHUS OMHCEH JeN MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 yieT) xpaHeHus, a
TaKKe JJIs yyeTa Jied BpeMeHHOro (10 10 et BKII0UUTEIbHO) XPaHEHHUS.
17.5. HomeHnknaTypa JieJ BBOJAUTCS B ACHCTBHUE MPUKA30M T10 LIKOJIIE.
17.6. HoMeHkIaTypa JieJ TOTOBHTCS B TPEX IK3EMILISAPAX:

e Ui MOMEIEHUSI B HOMEHKIIATyPHOE JIEJIO M MOCTOSTHHOTO XPaHEHHUS;

e ]ISl UICIIOJIB30BAHUS B pab0OTE OT/ICIIOM JCJIONPOU3BOACTBA (KaHLETSIpUEH);

e IS XpaHEHUS B apXUBE IIKOJIBI.
17.7. VI3 HOMEHKJAaTypbl J€d ILIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHHUE JIEJIONPOU3BOJICTBA
oQOpPMIIIOTCST BBIMMCKH JUISI KaXXJIOTO M3 TOJpa3felieHud H OTAENOB 00IIeo0pa3oBaTeIbHON
OpraHu3alyHy.

18. ®opMupoBaHue Aesa U UX Tekyuiee xpanenue. [loAroToBka 10KyMeHTOB U /ieJl K Nepenaye
HA apXHBHOE XpaHCHHE

18.1. dopmupoBaHHe 1Nl — TPYNIHAPOBKA MCIOTHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATypOi J1en 001eo0pa3oBaTebHOM OpraHu3ali U CUCTEMaTH3alMsl JOKYMEHTOB BHYTpHU
Jena.

18.2. Jlena co AHS MX 3aBEJCHUA /10 Nepeady B apXUB IIKOJbI MM HA YHUUTOXKEHUE XPAHATCA 110
MECTY UX (POPMUPOBAHUSI.

18.3. IIpuka3pl 1O OCHOBHOW, aJMUHHCTPATUBHO-XO3SIMCTBEHHOM, Yy4eOHO-BOCIIUTATEIbHON
JEeSTeIbHOCTH IIKOJIbl, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JIMYHOMY COCTaBy pabOTHUKOB U
0 JINYHOMY COCTaBY O00YUarOLIUXCsl (YJaluXCsl/BOCIIUTAHHUKOB).

18.4. Tlepenucka rpymnmupyeTcsi 3a NEpUOJ KAIEHAAPHOTO ToJa M CUCTEMaTH3UPYETCS B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.

18.5. [IpoBepka HaHUYHUS M COCTOSIHUS JJOKYMEHTOB H JIENT TIPOBOUTCS MTPH TIEPEMETIIEHUH JIEIT, TIPH
BO3Bparte JIeJ, IPU PEOPraHnu3aluH UIIH JIMKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3alHH.

18.6. B apxuB o00meoOpa3oBaTeIbHON OpraHu3anuu (Jgajee - apXWB) MeEpeaaroTcs jela
IIOCTOSIHHOT'O0, BPEMEHHOT0 (cBbllIe 10 JIeT) CPOKOB XpaHEHHU U MO JUYHOMY COCTaBy uepe3 3 rosaa
ocJie To/1a, B KOTOPOM TOKYMEHTHI ObLITM TTOMELIEHBI B I€JI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IMPOU3BOJHUTCS IO YTBEPHKACHHBIM OIUCAM JIE.

18.8. TloaroroBka MOKYMEHTOB W Jell K Iiepeiade Ha apXWBHOE XpaHEHWE M HAa YHUYTOKCHUE
IIpelyCMaTpUBAET:



e DKCIEPTU3Y LICHHOCTHU JIOKYMEHTOB;

e COCTaBJICHHE OMUCEH JIe] M0 pe3ynbTaTaM IKCIEPTU3bl UX LIEHHOCTH;

e odopMIICHHE JEIT;

e COCTaBJICHHE aKTOB HAa YHMUYTO>KEHUE JTOKYMEHTOB U JIe]l C UCTEKIIUMHU CPOKaMU XpaHEHUSI.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB MOCTOSTHHOTO M BPEMEHHOTO XPaHEHUS OCYIIECTBIISIETCS
©KEroJHO JHIOM (JIMIIaMu), Ha3HAYEHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.

18.10. B nenmo nomemraercst He 6osee 250 mucTOB (TOJIIMHA Jieia TIPHU 3TOM COCTaBJIseT He Oonee 4
cM). Ilpu GosbIIOM KONMHMYECTBE JOKYMEHTOB (hopmupyroTcs Toma (dactu) nena. Bayrpu gena
JOKYMEHTBI PAcIoyiaraloTcs B XPOHOJIOMUYECKOM IOpsiIKE B COOTBETCTBUU C omuchio. B nena
MMOMEIIAIOTCS TOIBKO UCTIOTHEHHBIE, MPAaBUIIBHO OOPMIICHHBIC IOKYMEHTHI.

18.11. JlokyMeHTbl BHYTpHU Jieja pPacIoiararoTcsi CBEPXY BHU3 B XPOHOJIOTHYECKOM, BOMPOCHO-
JIOTUYECKOW  TIOCIENOBATEIIbHOCTH WM WX COYETaHWU. PacrmopsauTenbHbIE JOKYMEHTBI
TPYNIUPYIOTCS B Jiefia 10 BUJAM U XPOHOJIOTUHU C OTHOCSIIUMUCS K HUM HPUIIOKEHUSIMU.

18.12. JInunble KapTOUKH paOOTHUKOB (POPMHUPYIOTCS B JIEJI0 1O anpaBUTy HaMHUIHii.

18.13. Odopmienue naena mnpemycMaTpuBaeT: o(QopMICHHE PEKBU3UTOB OOJOXKKH Jeja T0
YCTaHOBJICHHOW (opMe; HyMepaluio JUCTOB B Jelie KapaHJalloM B BEPXHEM IPaBOM YIIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jieja, MOAIIUBKY U neperer Aena. Jluct 6ompiioro
dbopMara, MOAIMMUTHEIA 3a ONWUH Kpad, HyMepyeTcs KaKk OJMH JIHCT B INPABOM BEPXHEM VIIy.
JIOKyMeHTBI ¢ COOCTBEHHOU HyMepalieil JTUCTOB, B TOM UMCIIE TIeYaTHbIe U3aHusl, HyMEPYIOTCS B
o0mIeM MOpsIIKE.

18.14. JIucTsl e, COCTOSIIIUX U3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS MO KaXJA0My TOMY
WJIA 9aCTH OT/AEIBHO.

18.15. Ilocne 3aBepiieHHs] HyMepallH JHCTOB COCTABIISETCS 3aBEpUTEIbHAS HAJIUCh, KOTOpas
pacrioyiaraercsi B KOHIIE JieJia. 3aBEepUTENIbHAS HAAIKCH COCTABIISIETCS B JIeJI€ Ha OT/ACIHHOM JIHCTe-
3aBepuTeIe Jena.

18.16. B 3aBepuTenbHOW HaIMUCH IU(PpPaMU U TPOMHUCHIO YKAa3bIBAETCS KOJIHMYECTBO JIMCTOB B
JaHHOM Jiesie. 3aBepuTelbHas HAJMUCh TMOJAMUCHIBACTCA €€ COCTaBUTENeM C yKa3aHUEM
pacmupoBKM TOIIKCH, JOJDKHOCTH H JaThl cocTaBieHUs. KoawmuecTBo mmCTOB B Jene
MpOCTaBisieTCsl Ha 00JI0XKKE Jiefia B COOTBETCTBUH C UTOTOBOM HAMKCHIO.

18.17. PexkBm3uT "CpoK XpaHEHHs Jena’ MEepeHOCUTCS Ha OOJIOKKY Jella M3 COOTBETCTBYIOIIEH
HOMEHKJIATYphI JIeNl TIOCJe CBEPKU €ro CO CPOKOM XPaHEHHs, yKa3aHHBIM B IEpPEYHE THUIIOBBIX
JOKYMEHTOB WJIHM B IEpPEYHE JOKYMEHTOB, 00pa3yIOUINXCsl B ACSITEIBHOCTH (eIepaibHOTO OpraHa,
C YKa3aHHEM CPOKOB XPAaHEHHS.

18.18. Ha nenax mocTOSSHHOTO XpaHCHHsI MUATIETCS: " XpaHUTh TOCTOSTHHO" .

18.19. Ilpuem nen mpOU3BOIUTCS COTPYIHUKOM, YIMOTHOMOYEHHBIM Ha BEJEHUE NEATEIbHOCTU
apX¥Ba, C TMPOCTABJICHNUEM B JIBYX K3EMIUISIPAX OMUCH JeJl OTMETOK O HAIWYHH KaKJO0To Jena (Ha
KaKJOM 9K3EMIUTSIpe OMHCH YKa3bIBA€TCS KOJIUYECTBO (DaKTHUECKU MPUHATHIX Ael, JAara Mnpuema-
nepeaayu JIel, a TakXKe MOANMCH apXUBUCTA U COTPYIHUKA, TIEPEIaBIIETO Jea.

19. 3aka0unTeIbLHbIE MOJI0KEHHUS

19.1. Hacrosimas UHCTpyKIKS 1O JEIONPOU3BOJICTBY SBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
001eo0pa3oBaTeibHONM  OpraHu3aluy, npuHuMaercss Ha OOmeM coOpaHun pabOTHUKOB |
yTBepkKaaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M AUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIiy.

19.2. Bce W3MeHeHHUS M JIOTIOJHEHUS, BHOCHMBIE B HACTOSIIYI0 MHCTpYKIHIO, 0QOpPMIISIOTCS B
MUCBMEHHOM (hOpMe B COOTBETCTBUU JCHCTBYIOIINM 3aKOHOIATeNbCTBOM Poccuiickoit denepanuu.
19.3. UHCTpyKIHS TO JETONPOM3BOJICTBY B INKOJE MPUHUMACTCS Ha HEONMPEACIICHHBIA CPOK.
W3menenus u nomnoiHeHus K VHCTPYKIIMK MPUHUMAIOTCSA B MOPSAKE, IpeaycMOTpeHHOM 11.19.1.
Hacrosiuien MuacTpykuum.

19.4. Tlocne mpunstus WMHCTpYyKIUU (MM W3MEHEHUW U JIOTMIOTHEHHUW OTAEIBHBIX MYHKTOB H
paszienoB) B HOBOM peaKIMK MPEIbIIYIIasl PeJaKIIis aBTOMATHICCKN YyTPAuyuBaeT CUITY.



Ipunoowcenue Ne 1

IIpaBuia
0(p)OpMJICHUS] PEKBU3UTOB IOKYMEHTOB

1. Jnsg mDONrOTOBKM JOKYMEHTOB IPHUMEHSETCS TEKCTOBBIM pemakTop, oOecreuyuBaromun
TpeGoBaHuUs TpapUUECKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugsl u pasMepsl ucnonb3yeMmbix mpugTos: Times New Roman — 12, 13, 14; Calibri 14 u
IpUOINKEHHBIE K HUM.

3. Ilpu moarotoBke TEKCTOB B Tabmuuax, JUisi oOecrnedyeHus JIydlled YUTaeMOCTH JAaHHBIX,
JIOTIyCcKaeTcs mpuMeHeHue mpudToB Buaa Arial, pamepos 12,13.

4. lnana3oH HUCIOJIb3yEMBIX MEXIyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 MOJIYTOPHOTO.

5. AG3anHblil OTCTYI TEKCTa AOKyMeHTa - 1,25 cm.

6. 3aroI0BKM pa3zesioB U MOAPa3/IeNIOB IeYaTatoTCs ¢ a03al[HBIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 10
IIMPUHE TEKCTA.

7. MHOrOCTpOUHbIE PEKBH3UTHI I€YATAIOTCS YEpe3 OJMH MEXKCTPOUHBIM HMHTEpBaJl, COCTABHbIE
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOIHUTEIbHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBHUTCS JJISl W3/1aHUS C YMEHBIIEHHUEM MaclluTada, TEKCT IIe4aTaeTcsl 4epes
JIBa HHTEpBaa.

9. UnTepBan Mex1y OykBaMu B ClIOBax - 0ObIUHBIN. HTEpBasl MeXly c10BaMH - OJIUH IIPOOEI.

10. TexcT 1OKyMeHTa BBIPAaBHUBAETCS IO LIMPUHE JUCTa (10 TPaHULIAM JIEBOTO U MPaBOro IMoJiei
JTIOKYMEHTA).

11. lnuHa camMoil ATMHHOMN CTPOKH PEKBU3UTA MPHU YIIIOBOM PACIOJI0KEHUU PEKBU3UTOB HE Ooiiee
7,5 cMm.

12. JIlnuHa camol AJIMHHOM CTPOKM PEKBU3UTA INPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Kon dbopMbl 10OKyMeHTa

Kox dhopmer nokymMeHTa mpocTaBisieTcs Ha YHU(DUIIUPOBAHHBIX (OpMax JOKYMEHTOB B OCHOBHOM
UCMOJb3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpoTe MIKoJbl. Pacmomaraercss koa ¢GopMmbl B MPaBoOM
BEpXHEM Yy paboyero mojis JOKYMEHTa, COCTOUT u3 ciioB "®opma mno" (HauMeHOBaHUE
Kkiaccupukaropa) u 1u(poBoro Koja.

IIpumep - @opma no OKY]] 0301001.

14. HauMeHOBaHHE IIKOJIbI

HanMeHoBaHWe IIKOJBI JIOJPKHO COOTBETCTBOBAThH HAWMEHOBAHHMIO IOPHJIMYECKOTO JIMIIA,
3aKpEIUVICHHOMY B €ro  y4YpeJMTeNbHbIX JokymeHTax (YcraBe 00I11eo0pa3oBaTebHOM
opranm3anu). [To1 HaMMEHOBaHWEM TITKOJIBI B CKOOKaX yKa3bIBaeTCsS COKpAIEHHOS HAMMEHOBAHUE
00111e00pa3oBaTeIbHON OpraHU3aIH.

Haj HanMeHOBaHUEM IIKOJIBI - YKa3bIBACTCS TIOJTHOEC HAUMEHOBAHHE BBINICCTOSIIEH OpTaHU3aIlHH.




15. CupaBoy4HbI€ JaHHBIE O IIKOJIE

CnpaBouHbI€ JaHHBIE O IIIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM anpec, HoMmepa TenedoHa, dakca,
azipec AMEKTPOHHOW mmouThl, Kojx mmKoiasl mo OKIIO (mpocraBmsercs mo OOmepoccuiickomy
KJ1acCU(PUKATOPY NPEANPUITUNA U OpraHU3aIMii), OCHOBHON T'OCYIapCTBEHHBIH PETUCTPALlMOHHBIN
Homep (OI'PH), naeHTudUKAIIMOHHBI HOMEDP HATOTOIIATENbIINKA/KO MPUIHHBI TTIOCTAHOBKU Ha
Hajorosbiit yuet (MHH/KIIIT).

16. HaumeHnoBaHue BU1a JOKYMEHTA

PexkBu3uT ucnonb3yercs JUis yKa3aHHs BUJAa JOKYMEHTa M paclojiaraetcsi MOoJ PEKBU3ZUTOM
«HAaUMEHOBaHHE 0O0IIe00pa3oBaTeNbHON OpraHu3anuu». HanMmeHoOBaHHWE BHIAa JOKYMEHTa HE
YKa3bIBAaeTCs B MUCbMaXx.

17. JdaTta noxymeHTa

JlaToii noKyMeHTa SBJsieTCSl Jara ero MoAmnucaHus (MpHKa3, MUChbMO, 3amlKcKa, akT U Ap.),
YTBEP)KICHHUA (MHCTPYKLHMSA, MOJOXKEHHE, NMpPaBWIA, PErJIAaMEHT, IUIaH, OTYET U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOM).

Jlata TOKyMeHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, TMOANKCHIBAIONINM WM yTBEPKAAIOIIUM
JOKYMEHT, WJIM MpH pErucTpaluu JOKYMEHTa, WIM HEMOCPEIACTBEHHO COCTAaBUTEIEM IpHU
MIOJIFOTOBKE JOKYMEHTA (CIyKeOHasl 3aKcKa, 3asiBJICHUE U Jp.).

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

Jary noxymeHTa ohopMISIOT apaOCKUMU U paMu B MOCIEI0BATEILHOCTH:

e JeHb Mecsla, Mecsl, rof. JeHp mecsana u mecsy oQopmislOT IByMs HapaMu apaOCKHX
uudp, paszgeNeHHBIMH TOYKOW; TOJ - 4YeThIpbMS apaOckumMu 1udpaMu, Hampumep:
01.12.2017. Byksa "r" mociue uudp He CTaBUTCS.

e TIpHU CIIOBECHO-IIU(POBOM crocobe odopmileHUs aThl J€Hb Mecslla YKa3bIBaeTCsl Mapou
apabckux 1udp, roJ 4eThIpbMs apadckumu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpalinoHHEII HOMED JIOKYMEHTA

PerucrpanmonHslii HOMEp JOKYMEHTA IMPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMW pPETUCTpallui,
IIPUHATOH B LIKOJIE.

Peructparimonnsliii HOMep MPUCBAUBAETCS IOKYMEHTY MOCJE €ro MOANUCcaHus (YTBEPKICHUS).
CchliKa Ha PeruCTPaIMOHHBIN HOMEP U 1aTy JOKYMEHTa

Ccblika Ha UCXOJIAIINI HOMEp U JAaTy JOKYMEHTa aJipecaHTa BKIOYaeT B ceOs perucTpaliiOHHbIN
HOMED M JIaTy IOKYMEHTa, Ha KOTOPbIN JOJKEH OBITh JaH OTBET.

19. Mecro cocraBnenus (M31aHUs) TOKYMEHTa
MecTto cocTaBneHHs MM U3/1aHUS TOKyMEHTa - "TopoJ ..." - yKa3bIBaeTcsl Ha OJIaHKaX MPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeIbHOIN OpraHu3alty.

20. Anpecar

B pexBusute "Anpecat" ucnosnb3yrorcs opuIManbHble HAMMEHOBAaHUS OPTaHOB IOCY/1apCTBEHHOM
U HCIIOJIHUTEIBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIpaBJIeHHd, opraHuzauui. Jlomyckaercs
UCMOJIb30BaTh OPHUIMATIBHO MPUHATHIE COKPAIlEHHbIE HAMMEHOBAHUSI OPIaHOB TOCYJJapCTBEHHOMN U
WCIIOJIHUTEJILHOM BJIaCTH, OPraHOB MECTHOTO CAMOYIPABIIE€HUS, OpraHU3aLUi.

IIpn agpecoBaHMM IOOKYMEHTa JOJKHOCTHOMY M YAacTHOMY JIMIY HMHHLHAIBI CTaBITCS IIOCIE
bamunnu.

Ilpumep - Pykosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH MpaBOi 4acTH JOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacrojoKeHUEM pPEKBU3UTOB) WJIM CIpaBa I0J pEKBU3UTaMH OyiaHka (MpU MPOAOIHHOM



pacroyio’)KeHNH PeKBU3UTOB Onanka). CTpokH pekBu3uTa "ajpecatr" BHIPAaBHUBAIOTCA IO JEBOMY
Kparo WK HEHTPYIOTCS OTHOCUTEIBHO CAMOU IJIMHHOM CTPOKH.

IIpu anpecoBanunn JoKyMeHTa Oe€3 yKa3aHMs JOJDKHOCTHOIO JIMIla HAaWMEHOBAHHS aJlpecaToB
MUIIYTCS B UMEHUTEIILHOM HaJiexke, Halpumep:

Opeanvl cmamucmuku copooa Mockevl

[Ipu anmpecoBaHMM JTOKYMEHTa pPYKOBOJMTENIO OpTraHU3allMi HAMMEHOBAaHUE JOJDKHOCTH
YKa3bIBACTCS B IATEIILHOM TaJIeXkKe, HAIPUMED:

I'enepanvrnomy oupexmopy OO0 «H30arnue»

Damunus U.0.

[TouToBBIif ampec He yKa3blBaeTCs B JIOKYMEHTAaX, HAMpaBIIeMbIX B BBICIIHE OpPTaHbI
rOCy/IapCTBEHHOMN BIIACTH, (efiepabHbIC OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHLHBIC
OpTraHbl, OPraHbl TOCYAAPCTBEHHON U MCIIOJIHUTEIILHON BIIACTH, IOCTOSI MHBIM KOPPECTIOHICHTAM.
[Ipu agpecoBanny NMHChMa B OPTraHU3AIMIO YKA3BIBAIOT €€ HAMMEHOBAHKE, 3aT€M TOYTOBEIN ajpec,
Harpumep:

Tocyoapcmeennoe  yupescoenue — Bcepoccutickuil — HAYYHO-UCCAEO008AMENbCKULL  UHCMUNLYM
O00KYMEeHmMOBe0eHUs U APXUBHO20 Oelld
IIpoghcorosnas yn., 0.82, Mocksa, 117393

[Ipu anpecoBaHMM [OKyMEHTa (DU3UUYECKOMY JIMIY YKa3blBalOT (aMUJIMI0 W HUHUIUAIBI
MoJTy4aTelis, 3aTeM MOYTOBBIN ajipec, HalpuMmep:

Ilemposy H.11.
Ilpouseoocmeennas yu., 0.5, k.12,
2. Mockea, 119633

PexBusut "Anpecar" He MOKEH coiepxarh Oosiee derbipex aapecaroB. Croo "Komwms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajipecaramMu He ykasbiBaercs. [Ipu uumcne aapecatoB Ooiee 4-x
COCTABIISIETCSI CITUCOK PACCHUIKU JIOKYMEHTA.

Ecnu noxkyMeHT oOTHmpaBisieTcsi B HECKOJIbKO OJHOPOAHBIX OpTraHU3allUid WM B HECKOJIBKO
CTPYKTYPHBIX TOAPA3/IeICHI OpraHa UCIIOJHUTEIHLHON BIIACTH, TO OHU YKa3BIBAIOTCS 0OOOIIEHHO.
ITpumep:

Pykoeooumenam yupexcoenuii CI10

20. I'pud yTBEpKaCHUS TOKYMEHTA

I'pud yTBepkIEeHUS TPOCTABISETCS B MPaBOM BEepxXHEM Yy HokyMeHTa. CTpOKHM pEKBU3HUTA
BBIPABHUBAIOTCS I10 JIEBOMY Kpar0 WM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JJIMHHOW CTPOKH.
JIOKyMEHT  yTBEp)KIAeTCs  JOJDKHOCTHBIM  JUIOM  (JIOJDKHOCTHBIMH — JIMIIAMHU)  WIH
paclopsAUTENbHBIM JOKYMEHTOM (IIOCTAaHOBJICHHUEM, PEIICHUEM, TPUKA30M, PACTIOPSKEHHEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOJHKHOCTHBIM JIMIIOM TpHU} YTBEPXKICHHS JOJIKEH COCTOSTH U3
cioBa YTBEPXJIAIO (06e3 kaBblueKk), HAMMEHOBAaHUS MJOJDKHOCTH JUIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €T0 TOJIIMUCH, HHUIIUATIOB, ()aMUJIUU U 1aThl YTBEPKICHUSI.

IIpumep:

YTBEPJ/AFO
Lupexmop MBOY [llkona Ne 1238
H.0. Damunus

21. laTa



[Ipu yTBEp>KIEHUN JOKYMEHTA HECKOJIBKUMHU JIOJDKHOCTHBIMU JIMIIAMU UX MOMKUCH PACIIONaraiTcs
Ha OJIHOM YPOBHE.

[Ipu yTBEepKICHUU NTOKYMEHTA PACHOPSIUTEIBHBIM JOKYMEHTOM TPU(Q YTBEPKICHHS COCTOUT U3
cnoB YTBEPX/IEH (YTBEPXJEHO, YTBEPXJEHbI, YTBEPXJIEHA), coriacoBaHHOro ¢
HAaUMEHOBAaHMEM BHUJA YTBEPKIAEMOro JOKYMEHTa, HAMMEHOBaHUs BHJA JOKYMEHTa B
TBOPUTEIHHOM IAJIekKe, €ro AaThl, HOMEPA.

[Tpumep:

VTBEPK/I[EHO
npukazom MBOY Illxona Ne 1238
om 01.03.2020 Ne 57
22. 3arojioBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJICp)KaHWEe JOKYMEHTAa. 3arojloBOK K TEKCTy IpUKasa
dopmymnupyercs ¢ nmpeiorom "O" ("O6") u oTBevaer Ha Bompoc "o uem?"):
e mpwuka3s (0 4ueM?) 0 CO37aHUU KOMUCCHH;
e 1mpuka3s (o0 yem?) 00 yTBEpKIECHUHU IITATHOTO PACIIUCAHMS;
e MHUCHMO (0 YeM?) O MPEIOCTABICHUN HH(OPMAITHH.
3aroJ0BOK K TEKCTY 0()OPMIIETCS 1O/ PEKBU3UTAMU OJIaHKa CJIeBa, OT TPAHMIIBI JICBOTO TIOJISL.
HanmeHnoBanue (3aroyioBok) uOO aHHOTAIMsI JOKYMEHTa COCTAaBJIACTCS aBTOPOM IPOEKTa
JTOKYMEHTA.
3aroJI0BOK K TEKCTY MOXKET HE COCTABJIATHCS, €CIIM 00BbEM JJOKYMEHTA HE MPEBBIIIAET 4-5 CTPOK.

23. Tekct 1oKyMeHTa
JlokymeHTBbl 0011e00pa30BaTeIbHONW OpraHU3allid COCTABIISIIOTCS Ha TOCYAApPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycckoMm.
TekcT mOKyMeHTa MOXKET COJAEpX aTh Pa3feiibl, MOAPa3Ieibl, TYHKTHI, MOIIMYHKTHI, HyMEpPyeMbIe
apabckumu rudpamu.
B npukazax TeKCT JOKyMEHTa U3JIaratoT OT MEPBOTO JIMIAa €AMHCTBEHHOTO Yncia («IIPUKA3BIBAIOY)
B nokyMeHTax KoOJUIETHATbHBIX U COBEUIATENBHBIX OpPraHax OT TPEThEero JHIlla €JUHCTBEHHOIO
yucna: («coOpaHue... peuusio)
TekcT mnpoTOKONa W3Maraercs OT TPEThEero JMIa MHOXXECTBEHHOTO 4Hcha («CIylianuy,
«BBICTYITUJIN Y, «TTOCTAHOBHIINY, «PEITUIINY),
B COBMECTHBIX [TOKYyMEHTax TEKCT H3JIararoT OT TMEpPBOr0 JHWlla MHOXKECTBEHHOTO 4YHCIA!
(«TIpHUKa3bIBAEM», «PEIIUIINY).
B nenoBbIx (ciy:ke0HBIX) MUCbMAaX MCTIONb3YIOTCS (POPMBI U3TOKEHUS:

e OT TEPBOr0 JIMIA MHOXXECTBEHHOTO 4YHucia («IPOCUM HAMpaBUTH», MPEJCTABIsAEM Ha

PacCMOTpPEHHEY);

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

e OT TMEpPBOTO JMIA EIUHCTBEHHOTO uYHcia («CUUTAI0 HEOOXOAHUMBIMY», «IIpeiJiararo
PaccMOTPETHY).

[Ipu ynorpebnaenuu B Tekcte (haMuIuil IMI HTHULIMAIIBI YKA3bIBAIOTCS TOCE (GaMIIINU.
B nenoBbIx (cly:keOHBIX) MUCbMaX MOTYT UCHOIB30BAThCS:
e BCTYIUTEIHHOE OOpaIlICHHE:
Veaorcaemviti cocnooun HMeanog!
Yeaowcaemas cocnooca [lemposa!
Yeaorcaemwviti Huxonati Ilemposuu!
Yeaorcaeman Onvea Huxonaesna!
Veaocaemvie cocnooa!




B oOpamiennu 1Mo AODKHOCTH HAaWMEHOBAHHWE [OJDKHOCTU IHUIIETCS C TPOMUCHOW OYKBBI, B
oOparnieHuu 1o GpaMuINK HHUITHAIBI JTUIA HE YKa3bIBAIOTCS.

e 3aKIIIOYMTENIbHAS dTUKETHAs ¢pasa:
C yesaoicenuenm, ...

Crpanuibl TOKyMEHTa HyMEpYIOTCs, HaulHas CO BTOPOTO JIMCTa JOKYMEHTa apabckumu nudpamu
[IOCEpEAMHE BEPXHETO IMOJIS.

TekcT moKymMeHTa OTHeNsieTcs OT 3arojioBKa ABYMS WM TpeMsl MEXAYCTPOYHBIMU MHTEpBajaMU
HCIIOJIb3YEMBIMH B TEKCTE.

24. OT™MeTKa 0 IPUIOKEHUH

OTMeTKa O MPWIOKCHHH HUCIOJB3YeTCS NMPH OPOPMIICHHH IHCEM W IMPUIOKCHHH K IUTaHAM,
IporpaMMam, OT4eTaMm, MOJIOKECHUSIM, TIPABHIIIaM, HHCTPYKIIHSM H IPYTHM

JOKYMEHTaM.

B mucbMax oTMeTKa o MPHIIOKEHUH 0OPMIISETCSI IO TEKCTOM MHChMa Ha paccTossHuu 1,25 cM ot
IPaHUIIBI JIEBOTO IO, Eciau nmpuiioskeHne Ha3BaHO B TEKCTE MUChbMa, B OTMETKE O NMPHUJIOKECHUU
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISPOB MPHIIOKECHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

[Ipy HaMMYMKM HECKONBKUX TMPUIOKEHUH, B OTMETKE O NPWIOKEHUU OHHU HYMEPYIOTCH,
YKa3bIBAIOTCS HAaWMEHOBAHHS KaXJOrO IMPHJIOKEHHS, KOJIUYECTBO JIMCTOB M KOJUYECTBO
9K3EMIUISIPOB, HAIIPUMED:

Ipunoscenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomesepaicoenuu pakma ooyuenus... na 1 1. 6 1 7x3.

Ecimm IIPHUIIOKCHUSA C6pOHHOpOBaHI)I, TO KOJIMYCCTBO JIMCTOB HC YKA3bLIBACTCA. Ecimu IMPUIIOKCHUC
HATPABJISIFOT HE BO BCE YKa3aHHBIC B JIOKYMEHTE aJpeca, TO OTMETKY O €ro HaJIHYUH O(POPMIIIOT
CJIeIYIOIUM 00pa3oM, HarpuMep:

Ipunoosicenue: na 3 1. 6 1 9k3. monvbKo 6 nepawlii aopec.

Ha npunoxxeHusix K mpaBuiaam, HHCTPYKLHMSM, MOJIOKEHUSAM, IUIaHaM, IporpamMmam, J10roBopaM U
JPYTMM JOKYMEHTaM OTMETKa O NPWJIOKEHUH IPOCTABISETCS HA IEPBOM JINCTE NPUIIOKEHUS B
MIpaBOM BEPXHEM YTIIy.

Ecnu mpuinoxxeHne oHO, OHO He HymepyeTcs. Eciau NpuiioKeHni HECKOJIbKO, OHU HyMEpYIOTCs
(mpuitokenue 1, mpuioxenue 2).

B Tekcre moxyMeHTa mpH IepBOM YIIOMHHAaHUH JOKYMEHTA-TIPUIIOKEHHUSI B CKOOKAaX YKa3bIBaeTCs:
... (mpunoxxenue) win ... (mpuioxeHue 1); mepea HOMEPOM IMPHUIIOKEHHS JIONMYCKAeTCs CTaBUTh
3HaK HOMEDpA: ... (mpuokerue N 2);

B oTmeTke 0 mpUIIOKEHHWHU yKa3blBaeTCsl HAMMEHOBAHUE BUAAa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMep, HarpuMep:

Ipunoscenue N° 2 k npuxkazy MBOY [lkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunoxxeHneM K JOKYMEHTY (Hampumep, K IpuKa3y) SBISETCS YTBEP)KIAaeMbId JOKYMEHT,
(monoxeHue, NMpaBuila, UHCTPYKLUSA, PEIVIAMEHT U JIp.) B BEPXHEM IIPaBOM YIJIy HPOCTaBISAETCS
OTMETKa O MPUJIOKEHUH, HUKE — TPUQ YTBEPKICHUS, HATPUMED:



Ipunoscenue
VTBEPX/IEHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzurta "OTMETKa O MPHUIOKEHUU" HOJDKEH COOTBETCTBOBATh BUAY U
pasmepy uipu@Ta TeKcTa JOKyMEHTA.

25. I'pud cornacoBaHus JOKYMEHTA

I'pud cormacoBanmsi JOKyMEHTa UCTIONIB3YETCS TIPU COTJIACOBAHHUH JIOKYMEHTA C OpPraHaMU BIIACTH,
OpraHu3alus MU WIK JOKHOCTHBIMU JiuniamMu. OH coctout u3 cnoBa “COI'JTACOBAHO”,
JOJDKHOCTH JIMIIa, KOTOPBIM COIJIACOBAH JOKYMEHT (BKJIIOYas HAMMEHOBAHUE OpTraHU3aIliM),
JIUYHOM MOJUCH, pacIn(POBKH MOAMUCH (MHUIINATIOB, ()aMUJIMH) U IaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO

Jupexmop MBOY [llxona Ne 1238
Unu Heanos

01.12.2017

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHJIA JOKYMEHTA U OCOOCHHOCTEH ero ohopMIICHHS MOKET
[IPOCTABJIATHCS:

e Ha MEPBOM JIUCTE JAOKYMEHTa (€CIU JOKYMEHT MMEET TUTYJbHBIN JIUCT, - HA TUTYJIHLHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEpKACHHs WU MOJ HAUMEHOBAaHUEM
JTOKyMEHTa OJIMXKe K HHYKHEMY TI0JTIO);

e Ha MOCJEIHEM JIUCTE JOKYMEHTA M0J] TEKCTOM;

e HA JIUCTE COIVIACOBAaHUS, SBISIOIIEMCS HEOThEMIIEMOM YaCThIO JOKYMEHTA.

Buemnee cornacoBaHue Takke MOXKET OBITh OCYIECTBICHO APYTUM JOKYMEHTOM - MHUCHBMOM,
IIPOTOKOJIOM, IIPUKA30M.
ITpumep:

COI'JIACOBAHO npuxazom /JO2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue poeKTa JOKyMeHTa opopmiisieTcs: BU30OH.

Buza mpoctaBnsieTcss cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOLIUM JIOKYMEHT, W BKIIOYaeT B ce0s
HAaMEHOBAHHME JIOJDKHOCTH BU3UPYIOIIETO, €ro JIMYHYIO MOJIMUCh, pPacmr(pOBKY IOAIUCH
(vHUIMATBL, (AMUIIHIO) U JaTy.

[Tpumep:

3amecmumens oupekmopa
U.0. ©amunua
03.04.2020

JlomyckaeTcs MOAMCTHOE BU3UPOBAHNUE JOKYMEHTA U €r0 MPHIIOKEHUH.

IIpy Hamuuuu 3amMeyaHui, JONOJHEHUWH K IPOEKTy JOKyMEHTa BHU3a JOIOJIHAETCS
COOTBETCTBYIOIIUM yYKa3aHUEM.

JUid [OKyMeHTa, MOJJIMHHUK KOTOPOIrO OTMPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
AK3EMILIApaxX JOKYMEHTOB, IOMEIIAEMBIX B JEJIO0.

JU1d 1OKyMeHTa, MOJUIMHHUK KOTOPOTO0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISIOTCS Ha
000poTe MOCJIEAHEro JIMCTa MOAJMHHHMKA JOKYMEHTa WIM Ha IMOCIEIHEM JIUCTE JOKYMEHTa O]
MIOJNUCHIO.



27. Ioanuce
HOI[HI/ICB BKJIFOYACT. HAanMMCHOBAHHC JOJIDKHOCTHU jJquna, IIOAIINCABIICTO I[OKYMCHT, cro

COOCTBEHHOPYYHYIO MOIUCH; pacIIMGPOBKY MOANUCH (MHUIIAAIIBI, (DaMIIIns ):
IIpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecmu nmokymeHnT odopmiieH He Ha OlaHKe, B HAWMCHOBAaHWE JIOJDKHOCTH BKJIFOYAETCS
HauMEHOBaHKE 00IIe00pa3oBaTeIbHON OpraHu3anuu (MOJHOe Ha3BaHHWE IIKOJbI). JlomyckaeTcs B
pexBusure "[loanmuce MOMBKHOCTHOTO nuIa" IEHTPUPOBATH HAMMEHOBAHUE JIOJDKHOCTH JIUIIA,
MOANKCABILIETO TIOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.

[Ipu moanmucaHuu JOKyMEHTa HECKOJIbKMMH JOHKHOCTHBIMU JIMIAMU Pa3HBIX JOJIKHOCTEM HX
MOAINKCH PAcIoNaraloT OJHY MOJ APYroil B MOCIEA0BAaTEIbHOCTH, COOTBETCTBYIOLIEH HepapXuu
3aHMMAEMOM JTOJKHOCTH.

[Tpumep:

Lupexmop nuunas noonuce U.0.D.
3amecmumens oupekmopa auunas noonuce M.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJbKMUMM JIMIAMH PaBHbIX JOJDKHOCTEH MX MOANUCH
pacrioyiaratoT Ha 0IHOM ypOBHE.

B nokxymMmeHTax, COCTaBIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATYC JIHUIA B COCTABE KOMHCCUU:
IIPOCTABJICHUEM KOCOM 4epThl Iepes HAaUMEHOBaHMEM JOJDKHOCTU ([IOOaBIATh Kakue- JHOo
IIPUCTABKN).

Ecnum nupekrop wiaM HMHOE YIOJHOMOYEHHOE Ha IIOANMCAaHUE JOKYMEHTa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJIe3Hb, KOMaHIMPOBKA) WM JODKHOCTh BAaKaHTHA, TO JIOKYMEHT
MOATMCHIBAET  COTPYIHHK, YIOJIHOMOYEHHBIM HAa  IOJAIMCAaHUE B  COOTBETCTBUH €
pacnopsAUTEIbHBIM JTOKYMEHTOM WIHM HAJICJICHHBIN IOJHOMOYMSAMH, YCTAaHOBJICHHBIMH IPUKA30M
mkosibl uiu yapeautens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U ITOJIHOMOYHMSL, HallpUMep:

3amecmumens oupekmopa noonucev U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucy U.0. Pamunus
WK

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

PexBusut "lloanuchk AOMKHOCTHOTO JHMIA" MOXET ObITh O0GOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (HampuMmep, NpU HANHCAHUM CIYKEOHON 3amucku 0e3 MpPUMEHEHHS TEeXHHUYECKHX
cpencTB) Tu60 0(hOPMIICH C UCIIOIH30BAHUEM TEXHUUYECKHUX CPEJICTB.

B cnyuae odopmnenus pexBuszuta "llogmuch MOKHOCTHOTO Juna" ¢ HCHOJIb30BaHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep ImpudTa ykazaHHOTO PEKBH3UTAa HE MOXKET OTIUYATHCS OT
BHJIA ¥ pa3Mepa mpuQTa OCHOBHOTO TEKCTA JTOKYMEHTA.

PexBusutr "lloanuck MOMKHOCTHOrO JuIA" OTAENSIETCS OT TEKCTa TPEMS WIM YEThIPbMS
OJIMHAPHBIMU MEXAYCTPOUYHBIMU MHTEPBAJIaMHU.

28. Ileuatn

[Teyatp sBISETCS CHOCOOOM IMOATBEPXIACHUS TOUIMHHOCTH TOIIUCH JODKHOCTHOTO JIMIA Ha
nokyMmeHnTte. [ledaTs cTaBUTCS Ha JOKYMEHTAaX B CIy4asiX, MPEAyCMOTPEHHBIX 3aKOHOIATEIbHBIMU
VT MHBIMH HOPMATHBHBIMH IPABOBBIMH aKTAMHU.



[ledats craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTHCK IE€YAaTH HE 3aXBaThIBACT
JMYHOW IMOANUCH JTOJPKHOCTHOTO JIMIAa MOANMKCABIIEro AOKYMEHT, WM B MecCTe, 0003Hau€HHOM
«MID» («Mecto neuatn»).

B noxymMmeHTax, MoAroTOBJICHHBIX Ha OCHOBE YHU(HUIMPOBAHHBIX (OpPM, IIeUaTh CTABUTCS B MECTE,
o0o03HaueHHOM OTMeTKO# "MII" unu uabiM 00pazom.

29. OrmeTKa 00 MCIOJIHUTENIE

OtMmerka 00 wcmojHUTENE (aBTOpE) MOKYMEHTAa MPOCTaBIsACTCS Ha IMHUChbMax IIKOJIBI B JIGBOM
HUKHEM YTITY JIMIIEBOM CTOPOHBI TOCJICHETO JTUCTA IOKYMEHTA OT TPaHUIIBI JICBOTO MOJISI WITH, TIPU
OTCYTCTBHUH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.

OtMmeTKa BKJIIOYAET (aMWIHIO, UMS, OTYECTBO HCIIOJHUTENSI U HOMEp ero tenedoHa, a TakKe
OTMETKa 00 HCIOJIHUTEJIE MOKET AOIOJHATHCSA HAUMEHOBAHUEM JOJDKHOCTH M SJIEKTPOHHBIM
aJIPECOM HCIIOJTHUTEISL.

[Tpumep:

Hsanoe Hean Hsanosuu, cneyuanucm no oxpane mpyoa

(888) 888-88-88, lvanov@mail.ru

30. OT™meTKa 0 3aBepeHUH KOIHUH

Jlist HOATBEpKIEHUs] COOTBETCTBHSI KOIUU (BBIIMCKHM U3 JIOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCTICTHEM JIUCTE KOMHHU (BBIMUCKK W3 JTOKyMeHTa) mox pekBusuToM "lloammcs" odopmitsercs
pekBu3nT «OTMETKA O 3aBEPEHUN KOTIHUN».

OTMmeTKa O 3aBepeHUM KOMMU BKIIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE JOJKHOCTH JIMLA,
3aBEPHBILETO KOIHIO, COOCTBEHHOPYYHYIO IOJAINUCH, pPaclIM(PpPOBKY MOANUCH (MHULMAIIBI,
(bamuuio), 1aTy 3aBepeHHst KONUH JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHMM KOMMHU» MOXKET ObITh oOQopMiIeHa OT pyKHM WIH C
HCI0JIb30BAHNUEM IITAMIIA.

JlonmyckaeTcst 3aBepsATh KaKbli JIUCT MHOTOCTPAaHUYHOM KOIIMM JJOKYMEHTA.

31. OTMeTKa 0 TOCTYIUIEHHUH JTOKYMEHTA

OTMeTKa O TOCTYIUIGHWW JOKYMEHTa COJCPIKHT BXOISIIMNA PETHCTPAIlMOHHBIA HOMEp W JaTy
MOCTYIUIEHUsI JOKyMeHTa. JlomyckaeTcss yka3aHHe 4YacoB M MHHYT TOCTYIUIEHHS JOKYMEHTa C
3aBepEHUEM TOITUCIMU 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa 0 MOCTYIIIEHUU JOKYMEHTa MOXKET MPOCTABIATHCS C UCIOJIB30BAHUEM IIITaMIIA.

32. Pe3omntonus
Pesosrorust coep XUT ykazaHUE MO UCMOJHEHHIO JokyMeHTa. OHa odopmisieTcss Ha ¢BOOOTHOM

MecTe paboyero MmoJist JOKyMEHTa.

Pe3omtonus BritouaeT B ceOs: pamMHUIINIO, MHUIUAIIBI UCTIOTHUTENS (UCTIOIHUTENEH ), TOpydeHue 1o
JOKYMEHTY, OJIHICh aBTOpa PE30JIIOLUH U AaTy 0(OPMIICHHS PE3OITIOLIH.

Pe3osnronus, Mo yCMOTpPEHHIO JIMLA, JAIOLIET0 MOPYYEHHUE, MOKET BKIIIOYATh B Ce0s TaKKe CPOK
VICIIOJIHEHUS IOKYMEHTA.



