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1. O6uue nosnoxeHUst

1.1. Hactosmas MHCTpyKIHs MO JEIONPOU3BOJCTBY B MIKOJE pa3paboTaHa B COOTBETCTBUU C
®denepanbHBIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit @enepamun” ¢
m3MeHenusiMu ot 2 wutons 2021 roma, T'OCT P 7.0.97-2016 «Cucrema cTraHmapToB IO
nHpopManuy, OMOTMOTEUHOMY M HU3JATEIbCKOMY neny, «OpraHu3aliOHHO-PACTIOPSIUTEIbHAS
nokyMeHTanusi.  TpeboBaHust K  OQOpPMIICHHIO  JIOKYMEHTOB», a4  TaKke  YCTaBOM
0011e00pa30BaTEIbHON OpPraHU3auy U JPYTUMH HOPMAaTUBHBIMU IIPABOBBIMHU aKTamMu Poccuiickoit
®denepanyu, periaMeHTUPYIOMMMU AESITeTbHOCTh 0011e00pa30BaTeIbHBIX OPraHU3aIIHi.

1.2. Jlannas MHCTpyKIMS 1O NETOMPOM3BOJACTBY B miKoie (nmaiee - MHCTpykuus) ob6o3Havyaet
IpaBUja MHOATOTOBKM M O(QOPMIICHHMS JOKYMEHTOB B 00I1€00pa30BaTeIbHOM OpraHu3aIuy,
OTIpeIeNIIeT CTaHAapTHl OPOPMIICHHS PEKBU3UTOB, OJIAHKOB JIOKYyMEHTOB, COCTABIICHUS TIPUKA30B,
MOJIOKEHUN MHCTPYKIUH, a TaKkkKe peraaMeHTHpyeT (popMHupoBaHUE JeN U UX TEKyIllee XpaHeHHE,
MOATOTOBKY JIOKYMEHTOB U JeNl K IepeJadye Ha apXUBHOE XpaHEHHE B 0oO0IIeo0pa3oBaTeIbHOU
OpraHH3aIliH.

1.3. MHCTpYKIHS 10 AETOMPON3BOACTBY pa3paboTaHa B IEISIX YCTAHOBICHUS €IUHBIX TPEOOBAHUN
K TOATrOTOBKE, OOpabOTKE, XpaHEHHI0O U HCIHOJb30BAHUIO O00pa3yloLUXcs B JAEATEIbHOCTH
o0mieo0pa3oBaTeabHOW OpraHu3allid M TOCTYMAIIMX B IIKOJAY JOKYMEHTOB, a TakKke
COBEPILLICHCTBOBAHMS U TOBBIIIEHUA Y(PPEKTUBHOCTH AEIONPOU3BOACTBA 001e00pa3oBaTeIbHOMN
OpTaHU3aIH.

1.4. Tlonoxenus WHCTpyKIMHM paclpOCTPAHSIOTCS HA OpraHu3alui0 paboThl ¢ JOKYMEHTaMU
HE3aBUCHMO OT BHJA HOCHTENs, B TOM YHCJIE€ C OJJICKTPOHHBIMH JOKYMEHTAaMH, BKJIIOYas
MOJIrOTOBKY, OOpabOTKy, XpaHEHHWE U HCIHOJb30BAHUE JOKYMEHTOB, OCYIIECTBISEMBIMU C
TTOMOIIIBI0 HH(POPMAIIMOHHBIX TEXHOJIOTHIA.

1.5. Opranuzanuioo, METOJMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEJONPOU3BOACTBA U
KOHTpPOJIb 3a cOOJIto/ieHueM HacTosied MHCTPYKIMM B IIKOJIE OCYIECTBIISET OTBETCTBEHHBIN 3a
BEJICHUE JIEIIOIIPONU3BOJICTBA.

1.6. Tlpaa u o00s3aHHOCTH pPAOOTHHUKOB, OCYIIECTBISIOMMX paboOTy C JOKYMEHTaMH B
CTPYKTYPHBIX  TMOApa3eNeHusXx  o0Ieo0pa3oBaTeIbHOW  OpraHU3allud,  YCTAHABJIMBAIOTCS
JODKHOCTHBIMU MHCTPYKIIUSIMU WJTH TTPHKA30M JUPEKTOPA.

1.7. CBenenus, cojepxaiyecs B JOKYMEHTaX, MOT'YT OBITh HCIOJb30BaHBI TOJBKO B PabO4MX
LEeISIX B COOTBETCTBUM C MOJHOMOYMSIMH COTpPYIHHKaA, paboTaolero ¢ JoKymeHTamu. Pabota c



JIOKYMEHTAMU BHE IOMEILIECHUHN IWIKOJbl HE Aomyckaerca. IIpu yrpare AOKYMEHTOB IPOBOIAUTCS
CiTy»e0Hast TpoBepKa.

1.8. Ilpu yxome B OTIyCK, IepeBoje (NepeMemeHnun) Mo padoTe WM B CIy4ae YBOJbHEHHS
COTPYZHUK O00s3aH TMepenaTh BCE HAXOSIIUECS y HEro JOKYMEHTBI WHOMY COTPYIHHKY,
ornpeAeIEHHOMY B COOTBETCTBHUH C YKa3aHHEM HEMOCPEACTBEHHOTO PYKOBOJMTENS YBOJBHSIEMOTO,
YXOJISIIETO B OTITYCK MJIHM MEPEBOASIIETOCs (TIepeMenaeMoro) rmo pabore CoTpyaHUKA.

1.9. Unctpykuus obs3aTenbHa 171l COOM0ACHNS BCeMH pabOTHUKAMHU HIKOJIBl. BHOBb MpUHSATHIE HA
paboTy COTPYIHHMKH, B JIOJDKHOCTHBIC OOS3aHHOCTH KOTOPBIX BXOJWT BEICHHE JOKYMCHTAIIMH, B
TCUCHUC TpéX pa60qnx I[Hef/'l CO JIHA U3JaHUA IMPUKa3a O Ha3HAYCHUHW HAa OJOJDKHOCTL JOJIKHBI GBITB
03HAKOMJICHBI ¢ HacTosmel NHCTpyKIMel 1o TIOAIHUCH.

2. [IpaBusia MOATOTOBKH M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [fedaTenbHOCTH WIKOJNBI CO3/1aeTCS KOMIUIEKC OPTraHHU3aIllMOHHO PacCHOPSIUTEIIbHBIX
JIOKYMEHTOB: IMPHUKa3bl, MMOJOKEHUSI, IPaBUIa, HHCTPYKIUHU, PEraMEHThl; MPOTOKOJIbI 3aceIaHUul
(COBGH.[&TGJIBHBIX, KOOpAWMHAIITMOHHBIX, OKCICPTHBIX W APp. OpI‘aHOB), aKThl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE U CIyKeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AEN0oBas
(cmyxeOHasi) Tepenucka W Jp. COCTaBJISAIOTCS W O(QOPMIISIOTCS CHEIHAIbHBIC JOKYMEHTBI,
CBS3aHHBIE C IUIAHUPOBAaHHWEM  00pa30BaTENbHOW  ACSATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKoro y4yera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aluu, 00ecredeHneM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMaKHOM HOCHTEIE W B JJICKTPOHHOU QopMme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKyMEHTOB. [Ipu cozmaHumM JOKyMEHTa Ha
IBYX U O0Jiee CTpaHMIIaX BTOPYIO U MOCIEAYIONINE CTPAHUIIBI HYyMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTaBISAIOTCA MOCEPEIHE BEPXHEro MOJs JOKYMEHTa Ha PAaCCTOSHUM HE
MeHee 10 MM oT BepxHero kpas Jsmcra. JlomyckaeTcsl CO3JaHHE JIOKYMEHTOB Ha JIMIIEBOH W
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Tlpu 1BYCTOPOHHEM CO3[IaHUU JIOKYMEHTOB IIMPHHA JICBOTO TOJIS HA JUIICBOW CTOPOHE JIMCTA
Y TIPAaBOTO MOJIsL HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PaBHBI.

3. PekBH3NTBI JOKYMEHTOB
3.1. Jlnmsg peKkBU3WUTOB JOKYMEHTOB, CO3JaBacMbIX B OOIEOOpa30BaTEIHHONW OpPTraHU3AIINH,
yCTaHaBJIMBAIOTCS MpaBuiia u TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACISAETCS €r0 BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke M OQGOPMICHMHM JOKYMEHTOB B IIKOJE HCHOJb3YIOTCS CIEAYIOIINe
PEKBU3UTHI:

e KOJl (GOPMBI TIOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIIPpaBOYHBIE JJAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA JIOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTA;

e CCBUIKA Ha PETUCTPAIIMOHHBINA HOMEp M ATy I0KyMEHTAa,

e MECTO COCTaBJICHHS (M3aHUs1) JOKYMEHTA;

e ajpecar;

e Tpud YTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NMPUJIOKEHUH;

e rpu coriacoBaHus JOKYMEHTa;

e BH3a;

e TIOAINCE;

e OTMeTKa 00 3JIEKTPOHHOMN MOAIHUCH;



e IICYATD,

e OTMETKa 00 HCIIOJIHUTEJIE,

e OTMETKA O 3aBEPCHHUH KOIIUU;

e OTMETKa O MOCTYIJICHUH JIOKYMEHTA;
e PE3OIIOLIHS.

4. B1aHKH TOKYMEHTOB
4.1. JlokyMeHTHI, co3/1aBaeMble B 00111e00pa30oBaTeILHON OpraHu3amnuu, oQopMISIIOTCS Ha OJaHKax,
M3TOTOBJICHHBIX Ha CTaHAAPTHBIX JucTax Oymaru ¢popmatoB A4 (210x297 mm) u A5 (148x210 mm).
OtnenpHble BHUIBI JOKYMEHTOB (TaOJIMILIBI, CXEMbl, CMETHI) JOIMyCKaeTcsi OQopMISTh C
ucnons3oBanueM ¢opmarta A3 (420x297mm). JIOKYMEHTBI, COCTaBISIONIME BHYTPEHHIOKO
nepenucky, oGopMISIIOTCS Ha CTaHAAPTHBIX JUcTax Oymarn ¢opmara A4 (210x297 mMm) 6e3
UCTOJIb30BaHUs OJaHKOB.
4.2. Kaxaplii TUCT TOKyMeHTa, o(pOpMJICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKEH MMETh IO He
MeHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. IokyMeHThl AIUTeNnbHbIX (CBbIme 10 JeT) CpOKOB XpaHEHUs OJKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, TPUMEHSIEMbIX B LIIKOJIE:

e 0OmMii OJIAHK;

e 0JaHK MMHCHMA;

e ONaHK KOHKPETHOTO BHAA JOKyMeHTa (OJlaHK TmpHKa3a, OJaHK pacHopsDKeHHs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX M TPUMEHSEMBIX B IIKOJC OJIAHKOB TIOJUICKAT BKJIFOUYCHUIO B
HMHCTPYKLHIO 10 JIETIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHU3alK B KAUeCTBE MPHUIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Mpuka3spl

5.1. IlpukazamMu OQOPMISIOTCS pELIEHHUs [0 ONEepaTHBHBIM, OPraHU3alMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TIpUJIOKEHHE 2 Ha 9 TMCTaX) U IPYrUM BOIIpocaM pabOThl HIKOJIBI.

5.2. TIpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTENM HAa OCHOBAHUU MOPYYECHUH
JTUPEKTOpa, ero 3aMmectutene. [IpoekThl MpUKa30B MO JIUYHOMY COCTaBY T'OTOBHUT CIEHHUAIUCT IO
KaJpam.

5.3. B mpukasax TEKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIO).
5.4. TekcTt mpHKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTupyromed (mpeamOynbl) U
pacrnopsIUuTEIbHOM.

5.5. B KoHcTatupyromel 4YacTH KpaTKO H3JIaraloTcsi ILend M 3aJadd, (GakThl U COOBITHS,
MOCITYKUBIIINE OCHOBAaHUEM JJIsi u3JaHus npuka3za. OHa MOKeT HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnonnenue", u T.0. Eciu mpukaz u3gaeTcs Ha OCHOBAHHUU JIPYTrOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBA€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTa, €ro Aara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEYUCICHHE MPEIIHChIBAEMbIX JEHCTBHMA C
yKa3aHUEM UCIOJHUTEN KaXIAoro ACHCTBUS W, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinuTensHas yacTh AEIUTCS Ha MYHKTHI U MOAMYHKTBI, KOTOpPBbIE HYMEpYIOTCS apaObCKUMU
uuppamu. [leiicTBUS 0JHOPOJHOTO XapaKTepa MOTYT OBbITh IEPEYUCIIEHBI B OJHOM ITyHKTE.

5.7. B KadecTBe HCIOJHHUTENCH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpelceaTeNd HIu
PYKOBOJUTENN pabouux rpynn (KOMHUCCUR).



5.8. Ecnin mpuka3 u3MeHseT paHee U3AaHHbIA JOKYMEHT (IIyHKTHI IOKyMEHTa), TO OJIMH U3 yHKTOB
pacnopsUTEIbHON YaCTH TEKCTA JOJKEH COAEPHKATh CChIIKY HA M3MEHSEMbIM TOKYMEHT (ITyHKTBI
JIOKYMEHTA) C YKa3aHUEM €ro0 J1aThl, HOMEpa U 3arojoBKa.

5.9. Ecin mpuka3 oTMeHsieT JeiicTBHE paHee W3JaHHOTO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OIIpEeECIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTEIBHON YaCTU TEKCTa JOJKEH HAauMHAThCA
cioBamu "lIpu3HaTh yTpaTHBIIMM cuiy...", Jajee yKa3blBaThCs JjaTa, HOMEp U 3arojioBOK paHee
W3JIaHHOTO JTOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKXe JaTa, ¢ KOTOPOU OTMEHSETCS €ro ACHCTBHE.
Ecnin para He ykaszaHa, TO JelcTBUE paHee H3AAHHOIO JOKYMEHTa (IYHKThl JIOKYMEHTA)
OTMEHSETCS C 1aThl U3/1aHUsl HOBOTO IIPHUKAa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JaHMs, TO OAMH U3 IYHKTOB
pacnopsiIMTEIbHON YacTH TEKCTa JOJKEH HayuHaThCs cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JaTta, HOMEp M 3aroj0OBOK paHee U3/1aHHOIO JOKYMEHTA.

5.11. Ecnu mpuka3 npennojaraetcs BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3AaHus, HEOOXOIMMO
yKa3aTb CpPOK BBeAEHHUs ero B jeicTBue. llocieqHuil MyHKT pacrlopsIuTeIbHOM YacTH MOXKET
COJIEpKaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAracTcsl KOHTPOJIb 32 UCIOJIHEHUEM
IpUKas3a.

5.13. Ilpuka3pl NOANKCHIBAIOTCA TOJBKO AMPEKTOPOM 0OIIe00pa30BaTEeIbHON OpraHU3aluN WIIN
paOOTHHUKOM, UCIOIHSIOLIUM €ro 0053aHHOCTH.

5.14. OTBETCTBEHHOCTh 32 OOECIEUEHUE CBOEBPEMEHHOM U KA4ECTBEHHOM MOATOTOBKHU IPOEKTOB
IIPUKAa30B U MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH U OpraHU3aLMsAMHU HECYT
aBTOpBI [TPOEKTA MIPUKa3a.

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

5.16. /lara perucrpauuu npukKasa sBiseTcs JaTON ero noAnucaHus.

6. [IpaBua, MoJ10KeHU, HHCTPYKIIUH

6.1. I[IpaBusa — HOPMATHUBHBIA aKT, ONPEACISIONINNA MOPSAIOK KaKOTO-THOO0 BHIA JCSATEIBHOCTH,
YCTaHaBJIMBAIOIINIA WM 3aMPEIIAIOIINNA ONPEIeICHHOE IOBEICHHE.

6.2. IlonoxeHne — HOPMATUBHBIN aKT, JETAILHO PETJIAMEHTUPYIONIUHI MTPABOBOM CTATyC, MOPSIOK
OpraHu3alMK U NPOLESYPY KaKOro-a1u0o BUJIa 1A TEIbHOCTH.

6.3. MHCTpYyKIIMST — HOPMATHBHBIM aKT, M3JaBa€MbIi B IENAX PA3bICHEHHS M OINPEIEICHUS
nopsiika MPUMEHEHHs COOTBETCTBYIOLIET0 HOPMATUBHOI'O akTa JMOO C LENbI0 yKa3aHHUsS HOPM O
Croco0ax BBIMOJIHEHUS ONPEENIEHHBIX onepanuil (aeicTBuii).

6.4. IlpaBuiia, MOJOXKEHUsI, MHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCMMOCTH OT BHMJIa JOKYMEHTA) Ha
VYmupasnsitomem coBete, 3acenaHusx [Ipodcoro3HOr0o KOMUTETa MIKOJIBI M YTBEPKIAIOTCS
JUPEKTOPOM.

6.5. IlopsimoKk MOATOTOBKH MPOEKTOB IMPABHJI, TOJOKEHHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAAKY MOATOTOBKU IMPOEKTOB MPUKa30B 00111€00pa30BaTeIbHOM OpraHu3aIuy.

6.6. TexcT TpoeKTa IOJIOKEHUsI, MPaBMJI, MHCTPYKLIMHU IIeUaTaeTcss Ha YHUCTOM JIHCTE Oymaru
¢dopmara A4.

6.7. OTIMIUTENBHBIMA XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, HHCTPYKIIHH SBIISTFOTCS:

e TOYHOCTb NPUMEHSAEMBIX (HOPMYIMPOBOK O€3 HCIOIb30BaHUS CJIOB U MOHATHHA, UMEIOIINX
MHOKECTBEHHBIN CMBICIT;

e HCIIOJIb30BAHHE KOPOTKUX MPEATIOKEHUN, OOIICNPUHATHIX BBIPAKEHUH M CBS30K, IPH
HEO0OXOJIMMOCTHU - MPEIBAPUTENILHOE OIpEAeICHIE HCIONIb3yEeMbIX MOHATHH, COKpALICHHH,
ab0peBuaTtyp;

e OINHCAHHWE BCEX BO3MOXKHBIX BapHaHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapHUaHTOB
JeWCTBUH, T.€. OJHOTA MPEICTaBICHHs HH(OPMALIUH;

e CTPYKTYpPHPOBAaHHOCTb TEKCTa C LEIbI0 JOCTH)KEHHS HAWIy4lled IOCIIeT0BAaTEIbHOCTH
U3JI0’KEHUS MaTepUana;

e MUHUMH3ALUSA TEKCTa C MOMOIIbIO MPUMEHEHUs 0000meHni (0030pOB MpernoaraeMbIx
JICWCTBUI ) U IPUMCHEHHUE TIEPSUUCIICHHH (33124, ITAroB, YCIOBHH U T.JI.).



6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00BEMa pa3padaThIBAEMbIX MPABUIL, TOJIOKEHHS, HHCTPYKLIUU
- TEKCT JOKYMEHTA JEIHUTCS Ha TJIaBbl, MYHKTHl U MOIIMYHKTHL [J1aBBI JOIDKHBI MMETh HA3BaHUSL.
Hywmepanus npousBoautcs apadCKuMu uppamu.

7. IIpoTokoJ 3acenanus (CoOBeIIAHMS)

7.1. IIpoToKon — MOKYMEHT, B KOTOPOM (DUKCHpYETCs X0 OOCYXKJIEHHUS BOINPOCOB U MPUHATHUSA
pelIeHni Ha COOPaHUSX, COBEIIAHUAX, KOHPEPEHIUAX U 3aCeaHUSIX KOJUIETHATbHBIX OPTaHOB.

7.2. Tlpotokon 3acenanus (CoBemranusi) - (majgee - MPOTOKOI) OPOPMIIIETCS HAa YHUCTOM JIHCTE
Oymaru ¢opmara A4.

7.3. PekBU3HT - "TEKCT JOKyMEHTAa". PEKBU3HUT COCTOUT M3 ABYX YaCTEil: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  4YacTM  yKa3bIBAIOTCA  WHHUIHAIBI, (paMumuu W JOHKHOCTH
Mpe/iceaTeNbCTBYIOIIET0, CEKpeTapsi, MPUCYTCTBOBABIINX HA 3acellaHuu U, IPU HEOOXOAMMOCTH,
JIUL, TPUTTIAIICHHBIX Ha 3acejaHue (COBEIIaHUE).

7.5. BBogHas 4YacTh MNPOTOKOJA 3aKAHYMBAETCS [EPEUYHEM PACCMATPUBAEMBIX BOIPOCOB,
MEPEUYHCIICHHBIX B TIOPSAJKE UMX 3HAYUMOCTH C YyKa3aHMEeM JOKJIaJuuKa 10 KaKIOMY
paccMarpuBaeMoMy Bompocy. Bonpockr hopmynupyrotcs ¢ npeaiorom "O" ("O6"), meyaTtarores oT
TPAHMIIBI JIEBOTO TIOJII U HYMEPYIOTCS apaOCKUMU Iudpamu.

7.6. OcHOBHasi 4acThb MPOTOKOJIA COCTOUT M3 Pa3JlieloB, COOTBETCTBYIOIIUX PAcCMaTPUBACMbBIM
BOIIPOCAM U UX HyMEpaIHH.

7.7. TekcT MPOTOKOJNA H3JaraeTcs OT TPEThEero JHIla MHOKeCTBeHHoro ywcna ("ciymamu'",
"BoicTynun", "nocranoBunn", "pemmian").

7.8. TIpoTOKON MOAMKMCHIBAETCS JIUIIOM, MPEACEIATEIbCTBOBABIINM Ha 3aCeaHUU (COBELAHUM), U
cekpeTrapém 3acenanus (COBEIIaHu).

7.9. Ilpu OTCYTCTBUHM ceKpeTapsl 3aceJaHus, B TOM 4HCIE NpPU MPOBEACHUU OMNEPATUBHBIX
COBEIIIAHMH, TOMYCKAETCA MOAMUCAaHNE TPOTOKOJIA TOJIBKO MPEACEAATETbCTBYIOMIUM.

7.10. Tekcr mpoTOKoOJIa JOMKEH OBITh MOJATOTOBIIEH HE MO3JHEE TpeX IHEH CO JIHA 3acelaHusl.
[IpoeKkThl  COOTBETCTBYIOUIMX IYHKTOB TMPOTOKOJA BU3UPYIOTCS  JIOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 MOATOTOBKY.

7.11. Jlata mpoTOKOJIa TOKHA COOTBETCTBOBATH JIHIO MPOBEICHUS COBEIAHUS (3aCeIaHmsl).

7.12. Komuu mTpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3AlMSIM H JOKHOCTHBIM
JUIIaM B COOTBETCTBUHU C YKa3aTeJIeM PACChUIKH, KOTOPBIM COCTaBJISIET CEKpeTaph 3aceiaHus
(coBeranus).

8. Iliian
8.1. [Iman — MOKyMEHT, yCTaHABJIMBAIOIINI ITePeUeHh HAMEUYEHHBIX K BBIITOJTHEHHUIO MEPOTIPUSTHIA,
UX MOCIIeI0BATEIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOJTHUTEIIEH.
8.2. Tlman odopmisercs Ha Jymcre Oymarum ¢opmara A4 C HUCHOIB30BAHUEM  CIICIYIOIINX
PEKBU3UTOB:

e HAaWMEHOBAHWE IIKOJIbI,

e Tpud yTBEp)KICHUS JOKYMEHTA;

e J1aTa IOKYMEHTA;

e PErucTpalMOHHBIA HOMEp JOKYMEHTa,;

e HaWMEHOBAaHWE BHJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAWMEHOBAaHUE JIOJHKHOCTH;

e TIOAIHCH.
8.3. PexBu3uT — "TeKcT JokyMeHTa" opopmiIsieTcs B BUje TaOIHUIIbI ¢ rpadamu:

e HOMEp IYHKTA IJIaHA;

e HAWMEHOBAaHUE MEPOIPHUSATHS;

e CpOK HCITOJTHEHHS,

e HCIIOJIHUTEIb;



e IIpUMEYaHUE.

9. Otyer
9.1. OTuer — IOKYMEHT, COAEep KAl CBEACHUS O Pe3ysbTaTax JEesATeIbHOCTH 3a ONpe/eleHHbIN
IIEPUOJI BPEMEHH, BBIITOJIHEHUY MEPOIIPUATUM, IIOPYUECHUM, 3aJaHNM, TUIAHOB.
9.2. Otuersl, NperocTaBiIsieMble B OpraHbl I'OCYJapCTBEHHOH BJacTH (B TOM 4YHCIE B OpraHbl
TOCYJapCTBEHHOH  CTaTUCTMKH) W  UMCIOIIME  YCTAHOBJICHHYIO  TIPAaBOBBIMH  aKTaMu
rOCYJapCTBEHHBIX OPraHOB (JOPMY, CO3JAOTCA 110 YCTAHOBJIEHHON I'OCYJapCTBEHHBIMH OpraHaMu
¢dopme 1 B OIpeeiEHHOM UMH MOPSIAKE.
9.3. Oruérhl, npenocTaBisieMble COTPYAHMKAMU IIKOJIBI B XOJ€ BHYTPEHHETrO B3aWMOJIEHCTBHS,
CO3JIAIOTCSI 110 MPaBHJIaM, YCTAHOBJICHHBIM IS CO3/IaHUS CITYKEOHBIX 3aITUCOK.
9.4. Otuerpl odopMisitOTCs Ha Jmucre Oymaru (opmata A4 ¢ HCIONB30BAHHEM CIIEAYHOIINX
PEKBU3UTOB:

e HAUMEHOBAHUE LIKOJIbI;

e Jara JOKYMEHTa,

e PErucTpalMOHHBIA HOMEp JOKYMEHTA;

e HAaWMEHOBAaHHWE BHJIA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPWIOKEHUH (IIPU HAJIMYUK);

e HAWMEHOBAaHUE JIOJHKHOCTH;

e TOAMHUCH.
9.5. B Tekcre oTuéra B 00s3aTEIBHOM MOPSIKE JODKHO COJCPKATHCSA YKa3 Ha AEATEIbHOCTD,
MEpOINpUsATHE, BbIJAHHOE IOpyY€HHUE, 3aJjaHue, IyHKT IJaHa, IOJUIeKALUI BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHHH, B TOM YHCIE C YKa3aHHEM Ha COOJIOACHWE WIM HapylleHHe
UCIOJHUTENBCKOM  JUCLUIUIMHBL, YCTAaHOBJIEHHBIX CPOKOB MCIIOJHEHMS U HajJexalee
npenocraBieHue  wHGoOpMamuy, HEOOXOAMMBIX  MaTepHaioB  (IIPOEKTOB  JIOKYMEHTOB)
COUCHOJHUTENSAMU (TIPH YyY4aCTUH HECKOJBKUX UCIIOIHUTENEH).

10. IIncbmo
10.1. [lucpma roToBSTCS KaK:

e OTBETHI O BHINOJHEHUH MOPYUYEHUH BBILIECTOSIIIIUX OPraHOB UCIIOJHUTEIBHOMN BIIACTH;

e OTBETHI HA 3aMPOCHI OPTAHU3AIUH, TPEANPUATHIA U YaCTHBIX JIHII;

e MHMLUATHBHBIC MUCHMA.

10.2. Cpoku MOATOTOBKH OTBETHBIX ITHCEM:

e C KOHKPETHOM JaToi NCIOJIHEHUs, YKa3aHHO! B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHHM C pE3OJIIOLUEH IUpEeKTOpa W €ro 3aMecTHTeJed Ha OCHOBAaHUH
YCTAQHOBJICHHBIX CPOKOB HCIIOJHEHHUs TOPYUYEHHH, 3alpoCOB WIM IO PELICHHIO aBTOPa
PE30TIONUH.

10.3. TekcTbl OTBETHBIX MUCEM JOJDKHBI TOUHO COOTBETCTBOBATH 33JaHMSM, 3a()UKCHPOBAHHBIM B
pe3omtorun. CpOKH MOATOTOBKM MHUIIMATHBHBIX THCEM OTPENEISIFOTCS CaMOCTOSTEIIEHO aBTOPOM
MIPOEKTa MUChMa C Y4ETOM HEOOXOAUMOCTH PELIeHNUs KOHKPETHBIX 33/1a4 U (WJIK) B COOTBETCTBHHU C
TpeOOBAHUSIMH 3aKOHO/IATEIILCTBA, MOPYUYSCHUSIMUA HETIOCPEACTBEHHOTO PYKOBOIHUTEIS.

10.4. TIucema meuataroTcs Ha OJaHKe MHUCbMa OO0IIE0OPa30BaTENbHOW OpraHU3aluU C YTIIOBBIM
PacIioIO’KEHNEM PEKBHU3UTOB.

10.5. JlomosHUTENPHO K peKBH3MTaM OJlaHKa NHCbMa IpH OGOPMIIEHMH THCEM B IIKOJIE
WCTIOJNB3YIOTCS CIEAYIONINE PEKBH3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH,

e BH3a;



e  TIOAMMHCE.

e OTMETKa 00 UCTIOJHHUTEIE.
10.6. IIpu odopmienun nuckMa Ha ABYX M 0oJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCSI TOCEPEANHE BEPXHETO MOJIS JIUCTa apaOCKUMH LUPPAMH.
10.7. [lucpma MOMUCHIBACT JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.
10.8. CiryxeOHbBIC 3aMHCKU
10.9. B mensix ocCymIecTBIEHUS B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaxX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE TPUMEHSIOTCS CITy>KeOHbIe 3armucKu. Ciry)KeOHBIE 3aITUCKH SBIISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3alHCOK  SBIISIOTCS
COTPYJHHMKH 00111e00pa30BaTeIbHOM OpraHU3anny.
10.10. CuyxebHas 3ammcKa MOXKET COCTABIATHCA 10 YKA3aHUIO PYKOBOJICTBA WIIM 110 WHUIIMATHUBE
KOHKPETHOTO COTPYIHHKA.
10.11. Ilpu odopmieHuu ciayke0HOM 3aUCKU 0(GOPMIIIOTCS CIICAYIOIINE PEKBU3UTHI:

e ajpecar;

e JaTa JIOKYMEHTa;

e HAaMMEHOBaHHE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHUH (IIPU HAJTUYUN);

e HaMMEHOBaHUE JIOJDKHOCTH;

e TIOAIWCE.
10.12. Cnyxe0Hble 3alIMCKM MOTYT CO3/1aBaThCsl HA OyMa)KHOM HocuTelle M (WIK) B 3JIEKTPOHHOMN

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTb BBIAAETCA COTPYAHUKAM IIKOJIBI W odopmisercs Mo MpaBHIIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpykuument mist mucem, ¢ y4éToM TpeOOBaHUM TIpaskJaHCKOTO
3akoHOoJaTenbcTBa Poccutickor degepannu 1 HACTOSILETO pa3ena.

11.2. TIpoeKkT [OBEPCHHOCTH TMOJATOTABIMBACTCS W BH3UPYETCS COTPYTHUKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BbIJaHa, IMOCIE 4Yero mnepenaércs B KaHLEISIPUIO ISl HampaBlieHUS Ha
MOJIITACAHUE.

11.3. [doBepeHHOCTh MOAMHCHIBACTCS JTUPEKTOPOM WM JHUIIOM, OCYIIECTBISIONIUM €ro
MOJTHOMOYHST (MCTIOJIHSIFOIIIUM OO0SI3aHHOCTH), M CKPEIUIAETCS Te4aThio 00Ieo0pa3oBaTeIbHOM
OpraHu3alyu.

12. loroBopsl, cor/ianieHusi, KOHTPAKTbI

12.1. JloroBopsl, coriamieHns, KOHTPAKTHI (J1aee - TOTOBOPHI) MMOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUAMHU I'PaKJaHCKOTO, TPYI0BOT0, OF0JKETHOTO U MHOTO 3aKOHOoIaTeNnbcTBa Poccuiickoit
®denepaliv, B 3aBUCUMOCTH OT DPETYJIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTEIbCTB
CTOPOH.

12.2. TIpoekt 10roBOpa IOATOTABIMBAETCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
YIPaBISAIOUIMM) C Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KauyeCTBEHHOro oOOecredyeHus
HCIIOJIHEHUS] CBOMX MOJTHOMOYMH (00s13aHHOCTEH, (PyHKINI), TOTHOMOYNH IKOJIBI B LIETOM.

12.3. Tlpoekt 10roBOopa IOATOTABIMBAETCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
YIPABISIONUM) COBMECTHO CO CHEHAIUCTOM, K QYHKIUAM (TIOJTHOMOYHSAM) KOTOPOI'O OTHOCHUTCS
pELIEHNE BONPOCOB, SBIAIOIIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYJHUKOM IO IPIMOMY
YKa3aHHUIO TUPEKTOpa 00IIeo0pa3oBaTeIbHON OpraHu3allii.

12.4. HeoOxoaumasi /Uit IOJATOTOBKH MTPOEKTa TOToBopa MH(opManus coOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAIKE paboyero B3aWMOJAEUCTBUS C YUETOM IMpaBui,
YCTAaHOBJICHHBIX HAcTOsIEeN MHCTpyKIIMEN.

13. IpyHOMIBI OPraHU3AIMH JOKYMEHT0000poTa



13.1. B 10KkyMeHTOOOOpPOTE BBIIEISIOTCS CIEAYIONUE JOKYMEHTONOTOKH: IOCTYMAIoIIas
JOKyMEHTaIusi  (BXOZsIIas), OTIHpaBisieMas JOKyMEHTamus  (MCXonsimias), BHYTPEHHS
JOKYMEHTAITHSI.

13.1. B cocraBe BxoAsmlell M HCXOAAIIEH JOKYMEHTAlMM MOTYT BBIJICISTHCS JIOKYMEHTHI,
MOCTYIUBIINE W3 BBIMICCTOSIINX, MOAPSIHBIX, MEAWIIMHCKUX W JIPYIHUX OpPTaHHU3AIMii, OPraHOB
MECTHOT'O CaMOYIIpaBJIeHUs, OOpallleHus Tpax/iaH.

13.3. OOpaimenusi rpaxaaH pPerucTpUpyroTcs U (HOpMUPYIOTCS B Jelia OTAEIbHO OT IPYTHX
JOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aI1H.

13.4. B mikoJne I0CTaBKa U OTIPaBKa JOKYMEHTOB OCYIIECTBISICTCS CPEICTBAMHU MOYTOBOM CBSI3H,
AJICKTPOHHOU CBSI3U, a TAKXKE IO CHUCTEME JJIGKTPOHHOIo JoKyMeHTooOopora (mamee - COJ). C
MOMOIIIbI0 TOYTOBOM CBSI3W B 0OIIC00pPA30BATENbHYIO OpPraHU3ALMIO JOCTABISETCS MUChMEHHAS
KOPPECHOH/ICHIUSI B BUJE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUYeK, OaHIeposiel u
MEJIKUX MMAKEeTOB, a TAK)KE MEYATHBIC U3TaHHUS.

14. IlepBuyHas 00padoTKAa MOCTYNAKOIIMX IOKYMEHTOB
14.1. JlokyMeHThI, IOCTyMalollMe B IIKOJIy, IEPElalOTCs Ha PETUCTPALI0 CEKpPEeTapro
0011e00pa30BaTeIbHON OPraHU3alMU M MPOXOJAT MEPBHYHYI0 00pabOTKY B J€Hb HOCTYIUICHUS,
IIPU NOCTYIUIEHWHU B HepaOouee BpeMsl - Ha cienyroluil pabounii aeHs. [Ipu nepBuuHoii 00paboTke
JIOKYMEHTOB IPOBEPSETCS MPaBUIBHOCTh ajpecoBaHusd. OMMOOYHO MOCTYNHUBIIME JOKYMEHTHI
NEPEChUIAI0TCS 0 IPUHAIIEKHOCTH MM BO3BPAILAIOTCS OTHPABUTEITIO.
14.2. lokymenTsl, noctynusime ¢ otMerkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
He3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKYy U JOKJIAIbIBAIOTCA AUPEKTOPY WIH B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. IlocTynuBuMe TeaerpaMMbl IPUHUMAIOTCS MO HOJIKMCH C IPOCTABICHUEM JIaThl U BPEMEHHU
[IpUEMa, PETUCTPUPYIOTCS 110 TEM XK€ MpaBUiIaM, YTO U MHUCbMA.
14.4. DnekTpoHHBIE COOOILIEHUS, aAPECOBaHHbIC JUPEKTOPY WM HAINPABJIEHHbIC B aJpeC HIKOJbI,
pacrneyaThIBalOTCs U JAOKJIAbIBAIOTCS AUPEKTOPY WM B CIIydae €ro OTCYTCTBUS — 3aMECTUTEIIO
IUPEKTOopA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHOM MOAIMMKCHIO, MOUIekKAT 00padoTKe 10
IpaBUJIaM, IPEAYCMOTPEHHBIM ISl TOCTYyHAaroIel (BXoas1el) TOKyMEHTallH.
14.6. TloctynuBmias (BXojsmias) IOKYMEHTAIUSl PACIpENeNsieTcsl Ha PETUCTPHUPYEMble W He
MO/JIEKAIUE PErUCTPALIUU TOKYMEHTBI.
14.7. He mopaJiexxat perucTpaiuu:

e IIPUIJIACUTEIIbHBIE, I03/IPAaBUTEIIBHBIE INCbMA U TEJIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMUHAPOB, KOH(EPEHIUH U APYrUX NOJOOHBIX MEPONPUATHIA;

e JIOKYMEHThl N0 OYyXTajaTepCKOMy Yy4YeTy, MaTepHUajJIbHO-TEXHHMYECKOMY OOEeCHedeHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHAloIIKe 6€3 CONMPOBOAUTEIBHOTO NMUChMA,

e pPEKJIaMHbIE, KOMMEPUECKHE MPEIJI0KEHUS, B T.4. IOCTYIUBIINE 110 JIEKTPOHHOM MOYTE;

e II€YATHBIC U3/IaHNUS;

e TIMCbMA C IOMETKOM «INYHOY.

15. Perucrpaumsi, y4yeT M paccCMOTpeHHe PYKOBOAUTeJIeM MOCTYNAKIUX (BXOASAIIUX)
AOKYMEHTOB

15.1. [ocrynuBuime (BXOIAIIME) NOKYMEHTHl PETUCTPUPYIOTCS TOJBKO IOCIE€ M MEPBUYHON
00pabOTKM M HE3aBUCUMO OT CIOCO0a UX JIOCTABKH.

15.2. Peructparusi — mpocTaBiieHUE B HIDKHEM MPAaBOM YIIIy MEPBOTO JUCTA JTOKyMEHTa OTMETKH
O MOCTYIUICHMM C YyKa3aHHUEeM JaThl TOCTYIUIGHHS W BXOSIIEro pPErUCTPallMOHHOTO HOMepa
JOKYMEHTa ¢ o00s3aTeIbHOM 3aluChi0 B JKypHaJd perucTpanuy IOCTyHaromeil (Bxoasuieil)
nokymMeHTauu. CTpyKTypa perucTpallioOHHOTO HOMEpa, MOCTYMAIOMIEro (BXOISIIET0) TOKYMEHTa,
COCTOUT M3 €ro IOpPAAKOBOIO HOMEpa U MHJIEKCa Jiela 10 HOMEHKIAaType JAel
00111e00pa30BaTeIbHON OpraHU3aIH.



15.3. Perucrpauus Bcex MOCTYNUBHIMX (BXOASAIIMX) JOKYMEHTOB HPOU3BOAUTCS B Ipenenax
o01Iero JAOKyMEHTOIMOTOKa. J[OKyMEHTbI, MOCTYNMBIIKME B IIKOJY IO KaHajdaMm (aKCUMUIbHOU
CBsI3H, 00pabaTHIBAIOTCS ¥ PETUCTPUPYIOTCS B OOIIEM MOPSIIIKE.
Texct mnoctynuBiIeld TenedOHOrpaMMBbl 3alUCHIBACTCA B JKypHalle PErUCTpaludu
Tesne()OHOTPaMM U TIeYaTaeTcs Ha JIUCTe OyMaru Ui nepeaad Ha pacCMOTPEHHE.
15.4. Tlocrynatomue (BXOIAIIME) TOKYMEHTHI TIEPEAAIOTCS HAa PACCMOTPEHHE PYKOBOJICTBY TOJBKO
MOCJIe UX PETUCTPALMH U PEIBAPUTEIHHOTO PACCMOTPEHHUSL.
15.5. JlokyMeHThI, MOCTynuBIIME B 0O0IIe00pa3oBaTEelbHYI0 OpPraHW3aldio, 10 BOMpOcaM, HeE
TpeOYIOUIMM pPAacCMOTPEHHUS AMPEKTOpa, HANpPAaBISIOTCS PaOOTHHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOICTBO HIKOJIBI HEMTOCPEACTBEHHO UCTIOTHHUTEIIO 3a1poca.
15.6. /lupexTop B pe30IOLMHU ONPENIEIIeT JIML, OTBETCTBEHHBIX 32 UCIIOJIHEHHE TOKYMEHTA, U 1aeT
UM nopyueHue. PaOOTHUK OTBETCTBEHHBIN 3a AENONPOU3BOJACTBO IIKOJbBI MEpeaeT JOKYMEHT Ha
UCTIOJTHEHHE.
15.7. TlonmMHHUK TOKYMEHTa C PE30JIIONHEH PYKOBOIUTENS 0011e00pa30oBaTeIbHOW OpTraHU3aIluy
HaNPaBJISIETCS] HCIIOTHUTEIIIO.
15.8. [lpm HanMuuum HECKOJbKUX HCHOJHUTENEH MOAJUHHUK JOKyMEHTa IepefaeTcs TOMY
WCTIOJHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHUSAMH 10 HWCHOJHEHHUIO  SBISIETCS
OTBETCTBEHHBIM, OCTAJIbHBIC UCIIOJIIHUTENH MOJIYYal0T KOMHUIO JOKYMEHTA.
15.9. TloMHHUK JOKYMEHTa, KOTOPBIH HCHOJHSETCS HECKOJIbKHMH JOJKHOCTHBIMHU JIMIIAMH,
MOJIy4aeT OTBETCTBEHHBIN UCIIONMHUTEND. OCTaTbHBIM UCTIOTHUTEISM NEPEIalOTCsl KOTTHH.
15.10. UsroroBneHWe KOMUH JOKYMEHTAa JUIS MEpeladdl COMCIIOIHHUTENSIM OCYIIeCTBIISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.
15.11. Pe3omronust COAEPIKUT:
e yKa3zaHWE MO WCIOJHEHHIO, COJAEp)Kalllee KpaTKoe ONHUCaHue HEeOOXOAUMOro s
HCIIOJIHCHHS ICHCTBUS,
e yKa3zaHWE Ha CPOK, B TEUEHHE KOTOPOro JHOO 10 HCTEYEHHUS KOTOPOro HeoOXO0IUMO
WCTIOJHUTH TPEANMCAHHOE JICHCTBUE;
e JIMYHYIO MOJMKICH aBTOPA PE3OJIIOLIHH;
e JIaTy IPOCTABJICHUS PE3OIIOIHU.
15.12. Vka3aHue Ha CpOK, B TE€YEHHE KOTOpPOro JMOO JO HMCTEYEHUS KOTOPOro HEOOXOIMMO
WCTIOJHUATH TIPEJITUCAHHOE JEHCTBHE, MOXKET HE BBIPAKATHCS KOHKPETHOW JaTOW M COIepXkKarb
BBIPAKEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3ommonus mumieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Kor/ia pe3oJrous aJpecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
WCTIOJTHEHUE JIOKYMEHTa B IEJIOM SBIISICTCS COTPYIAHHK, YKa3aHHBIH TEPBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLIEHUU KOTOPOTO CeJiaHa TIOMETKA O TOM, YTO OH SIBJII€TCS OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPABJIAeMbIMHU (MCXOASAIMMHI) JOKYMEHTAMHU

16.1. [Jlo mpenocTraBiieHUs TPOEKTa OTIPABISEMOro (HMCXOSIIEro) TOKYMEHTa Ha TIOAIHNCH
JTUPEKTOPY WM MHOMY YIOJIHOMOYEHHOMY B YCTAHOBJIEHHOM IOpSAKE Ha TMOAMHMCAHUE JIUIY
OCHOBHOI HCIIOJIHUTENb MPOBEPSAET MPaBHWIBHOCTh O(OPMIIEHUS OTNPABISIEMOro (UCXOASILEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosel MHCTpyKIum.

16.2. Tlpu MOATOTOBKE OTHPABISIEMOTO (MCXOMAAIIETO) JOKYMEHTa KaK OTBETa Ha TOCTYITHBIIUH
(BXomsAIMiA) JOKYMEHT HCHOJHMUTENb NPHUKIAIBIBAET K IOATOTOBIEHHOMY MPOEKTY BXOJSIIUIN
JIOKYMEHT.

16.3. IIpoeKThI OTIIpaBIsAEMBIX (UCXOISIINX) JOKYMEHTOB C YUETOM COOIOIEHUS] YCTAaHOBICHHOTO
B PE30JIIOIMM CpPOKA MCIOJHEHHs] TepefaroTcsl OTBETCTBEHHBIM MCIIONHUTEIEM B OTHEIN
JIeTIOTIPOU3BOICTBA (KaHLIEISIPHS, CEKPETaph) IIKOJIbI ISl HAIIPABICHUS Ha MOANUCaHHE.

16.4. TlomnmucaHHBIE OTIpaBIsSIEMble (MCXOJANINE) JOKYMEHTBI, TEPENaloTcs pPabOTHUKY
OTBETCTBEHHOMY 3a  JI€JIONPOU3BOJACTBO  INIKOJBI, KOTOPBIM  OCYHIECTBISET  IPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHUSI KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOro (HMCXOJSIIETO)



JOKYMEHTa CHHCKY pacChUIKM, a TaKkKe IMpPaBUIBHOCTh O(QOPMIIEHHS JIOKYMEHTa COIJIACHO
HACTOSIIEH MHCTPYKIIHH.
16.5. B cnyyae HapymieHHs KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJIMYECTBA, a TaKXKe
MPaBWIBHOCTH O(OpPMIIEHUS JIOKYMEHTa COIJIACHO HACTOSIIeH HMHCTPYKIUH OTIpaBisieMble
(ucxonsmue) JTOKYMEHTHl  HE3aMEAJHUTEIbHO  BO3BpAlAlOTCS  PAaOOTHUKAMHM — KaHIEISPUU
OTBETCTBEHHOMY HCIIOJHUTENI0 WJIA B CIy4ae OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HETNOCPEJCTBEHHOMY PYKOBOAUTEIIO ISl yCTPAHEHHs HAPYIICHUH.
16.6. JlokyMeHTBI moOcji€ WX MOJAIUCAHMS TUPEKTOPOM WM HHBIM YIOJIHOMOYEHHBIM JIMIIOM
NepeaaroTcs B KaHIENApUI0 00111e00pa3oBaTeIbHOM OpraHu3alyy IJIsl PETUCTPAIIH U OTIPABKH.
16.7. Peructpanusi oTpaBisieMbIX (MCXOISIINX) JOKYMEHTOB OCYIIECTBIISETCS 1OCIE TPOBEICHUS
pabOTHHKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JICJIOMPOU3BOJICTBO, POBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TaKke MPaBUILHOCTb OGOPMIICHHS OTIPABIIIEMOIO
(MCXOs1IEr0) TOKYMEHTA.
16.8. Peructpamus co3iaBaeMbIX JOKYMEHTOB OCYLIECTBISETCS B JIeHb MOANHUCAHUSA WU
YTBEPKICHHS 100 Ha CIeyIOmuil pabounii 1eHb.
16.9. CBeneHus 0 peruCTPUPYEMBIX OTIIPABIISAEMBIX (MCXOAIINX) TOKYMEHTAX BHOCATCS B KypHAJ
pPErucTpalyy OTIPaBIIEMON (MCXOASIICH ) TOKYMEHTAIUH.
16.10. PeructpaiimoHHbIit HOMEp U JaTa OTHPABIIEMOTO (UCXOISIIETr0) JOKYMEHTa TPOCTABIISIFOTCS
Ha TIOJJIMHHHUKE JIOKyMEHTa B pEKBHU3HMTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOUMIEMCS B JIEle
o011e00pa3oBaTeIbHON OpraHU3aIiH.
16.11. CtpykTypa perucTpanMoOHHOTO HOMepa OTHPABISEMOTO (MCXOMASIIET0) JOKYMEHTa COCTOUT
U3 ero MopsAIKOBOT0 HOMEpa U MHJEKCA Jieia 10 HOMEHKIIAType J1eJ IIKOJIbI.
16.12. OrmpaBka JOKYMEHTOB MPOU3BOAUTCS IIEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHIEISPUN
IIKOJIbI, KOTOPBIE MPOU3BOIAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (mpocTas, 3aka3Has,
MEXyHapoaHas U Ap.).
16.13. [TuckMa, TenerpaMmsbl, OTKPBITKU, OaHIEPOJIH U TIEYaTHBIC U3/IaHUS OTIIPABIISIOTCS OYTOM.
dakcorpamMMsbl 1 Tese(hOHOTPaAMMBI ITEPEJAOTCS MO0 KaHaiaM TeJe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIICHUS OTHPABIAIOTCS C OQPUIMAIBLHOTO MOYTOBOTO 3JIEKTPOHHOTO
azpeca 001meo0pa3oBaTeIbHON OpraHN3aIUH.
16.15. ITucbma, TenerpamMMsbl, OTKPBITKH, OaHAEPONIH, (haKCOTPAMMBI, HJIEKTPOHHBIE COOOILIEHUS, HE
CBsI3aHHBIE C paboUeH NesATETPHOCTHIO, K OTIIPaBKE HE TPUHUMAIOTCSL.
16.16. JIokyMeHTBI, OTIpaBIIsieMble CPEACTBAMU OYTOBOMN CBSI3U MPOXOJIAT:

e  YIAKOBKY;

e aJpecoBaHMe (IIpU HANpaBJIEHUM JOKyMEHTa Oojee uyeM B 4 ajapeca) — B COOTBETCTBHHM C

yKa3aTeJleM PacChUIKH, Ha Ka)KIOM SK3EMIUISIpEe MUChMa YKa3bIBAETCs TOJIIBKO OJIMH ajpecar.

e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;

e TIepenadvy B IOYTOBOE OTAEIICHHUE CBS3H.
16.17. Ilpu moAroToBKE M OTIpaBKE MUCEM HEOOXOJMMO YUUTHIBATh NPaBUIIA, YCTaHOBIIEHHBIE
IpuKa3oM MuHuCTEpCTBA CBA3M U MaccoBbIX KOMMYyHHKail P® ot 31 utons 2014 r. N 234 "O0
yTBepkaeHun [1paBui okazaHus yciyr mo4ToBOH cBs3U".
16.18. JlokyMeHTHI, OTHpaBIIsIeMbIe CPEICTBAMH ITOYTOBOM CBSI3U B OIHMH AJPEC, BKIIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmme DOKYMEHTHI, MpeAHA3HAYCHHBIE IS OTIPABKU CpPEACTBAMH (PaKCHMHIBLHON
CBSI3U, OTIPABIISIIOTCA PAOOTHUKAMH KaHLEISIPUH 00111e00pa3oBaTeIbHON OpraHU3alHH.

17. Pa3paGoTka U BeJleHHe HOMEHKJIATYPHI e

17.1. JlokyMeHTalbHBIH (POH]I MIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0OPa3yIOIIUXCs B TIpoliecce
€ro JesATelnbHOCTH. JOKyMEHTanbHBIA (DOHI IIKOIBI COCTaBISIOT JOKYMEHTBI, CO3JIaHHBIC B
001eo0pa3oBaTeIbHOW OpraHu3allid W TIOJYYEHHBIE €10 B pe3yjibTaTe B3aMMOACHUCTBHUS C
OpraHaMH TOCYAApCTBEHHOW BIIACTH, OpPraHAaMU MECTHOTO CaMOYIIPABIICHUS, IOPUAMYECKUMU WU
(bU3MYECKUMU JTMIIAMHU.



17.2. Homenknarypa jaei SIBISIETCS OCHOBOM ()OPMHPOBAHUS TOKYMEHTAJIHHOIO (POHAA IIKOJIBI U
MpEACTaBaseT CO0OM CHCTEMATH3WPOBAHHBIN IEPEYCHb 3arojoBKOB (HAaMMEHOBAHWM) JIEll,
3aBOIMMBIX B IIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHHs, U O(QOPMIICHHBIH B COOTBETCTBUHU C
MPaBOBBIMU aKTaMH, PEKOMEHJAIMSIMU M METOAMYECKHMMH YKa3aHMsMH OpraHoB Poccuiickoi
denepanyy, YIOJIHOMOYEHHBIX B c(epe TOCYJapCTBEHHOTO YIPABICHHUS AapXUBHBIM IETIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTOO000pOTA.
17.3. HomeHkaTypa Jiest COCTaBIIACTCS HA OCHOBE U3yUYCHHUS MOJIOKEHHA, MHCTPYKLIUN U TpaBuiL, a
TaKKe JPYrMX JOKYMEHTOB, PpErVIaMEHTUPYIOUIUX JIeATeIbHOCTh  0011e00pa3oBaTenbHOM
OpraHM3alMM, a TaKKe HOMEHKIATyp Jel 3a MNPEeIIIECTBYIOIIME ToAbl U JIOKYMEHTOB,
00pa3yroIuxcs B AeATeIbHOCTH 0011e00pa30BaTeIbHON OpraHU3alIiHy.
17.4. HomeHnknarypa Jell HCIOJB3YETCs JUIsl TPYNIUPOBKU MCIIOJHEHHBIX JTOKYMEHTOB B JIEla,
CUCTEMAaTH3allMK U y4eTa JIeJl, ONpeiesIeHUs] CPOKOB MX XPaHEHUS U MOKCKA JTOKYMEHTOB, SBIISETCS
OCHOBOM1 JUIsl COCTaBJIEHUs OIMCEN JeJ1 MOCTOSHHOTO U BpeMeHHoro (cBbiiie 10 jieT) xpaHeHus, a
TaKkKe JJIs y4deTa Jied BpeMeHHOro (10 10 jeT BKIIoUUTEIbHO) XPaHeHHUS.
17.5. HomeHkiaTypa Jie1 BBOAUTCS B ACUCTBUE IPUKA30M 10 LIKOJIE.
17.6. HoMeHksaTypa JieJd TOTOBUTCS B TPEX IK3EMILISAPAX:

e JIJIs IOMEIICHHUS B HOMEHKJIATYPHOE JIeJI0 ¥ TIOCTOSTHHOTO XPaHEHUS;

e I UCIIOJIb30BaHUs B pabOTE OTAETIOM JEeIONPOU3BOACTBA (KaHLIEIsIpUeH );

e ISl XpaHEHUsI B apXUBE IIKOJIBI.
17.7. VI3 HOMEHKIATyphl JeJ LIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHHUE JIeJIONPOU3BOJICTBA
oOPMIISIFOTCSI BBIMUCKH JUISI KaXKJIOTO W3 TOJpa3ACiieHUH M OTACIOB OO0IIeo0pa3oBaTeIbHON
OpraHH3aIliH.

18. ®opMupoBaHue AeJ M UX TeKyliee xpaHenue. [1oAroTroBka 10KyMeHTOB M /ieJ1 K Iepeaye
HA apXHBHOE XpaHeHHe

18.1. dopmupoBaHue Jesl — IPYNIHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATYpOH J1eN 0011e00pa3oBaTebHOM OpPraHU3alii U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co AHSA WX 3aBEJCHHA 10 NIepeAady B apXUB IIKOJIBI HJIM HA YHUYTOXKEHUE XPAHITCS 110
MeCTy UX (POPMHUPOBAHUS.

18.3. IIpuka3el 1O OCHOBHOW, aJMHUHHCTPATHBHO-XO3SIMCTBEHHOH, Y4eOHO-BOCITUTATEIHHOMN
JeSITeIbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTJACIBHO OT MPUKA30B M0 JMYHOMY COCTaBy paOOTHHUKOB U
0 JINYHOMY COCTaBY 0OyUaroImuxcs (y4aruxcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynmupyercss 3a MNEpUOJ KaJEHAAPHOIO Toja M CUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKON MOCIIE0BAaTENbHOCTH.

18.5. [IpoBepka HaMMYUA U COCTOSIHUS JOKYMEHTOB M JIe]l IPOBOJUTCS IPU NIEpEMELICHUH JIel, IPH
BO3BpAaTe JieJ, IPU peopraHu3aliy UIIU JIMKBUAALKN 00111e00pa30oBaTeIbHON OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTeNbHOM OpraHu3anuu (Jajgee - apxXuB) IepenarTcs Jea
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbllie 10 jieT) CPOKOB XpaHEHHUS U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JTOKYMEHTHI OBbIITM MTOMEIIEHBI B JIEJI0 HAa XpaHEHUE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IPOU3BOJUTCS TI0 YTBEPKACHHBIM OITHACSM JICI.

18.8. IlogroroBka JOKYMEHTOB W [Nl K Iepefade Ha apXHWBHOE XpaHEHUE M Ha YHUUTOXKEHUE
IpelycMaTpuBaeT:

e DKCIEPTU3Y UEHHOCTU JOKYMEHTOB;

e COCTaBJIEHHE OMUCEH JIe] M0 pe3ynbTaTaM IKCIEPTU3bI UX LIEHHOCTH;

e odopmieHue nen;

e COCTaBJICHHE aKTOB HAa YHMUYTOKEHUE JIOKYMEHTOB U JIeJl C UCTEKIIUMHU CPOKaMU XpaHEHUSI.
18.9. DkcnepTr3a IEHHOCTH JI0KYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XPaHEHMsI OCYIIECTBIISIETCS
€XKEroJlHO JIMIIOM (JIMIIaMHu), Ha3HAYEHHBIM MPHUKAa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHPOBAHUE.

18.10. B neno momernaercs He 6osee 250 McToB (TONIIMHA Jeiia IPH 3TOM COCTaBJIseT He Ooiee 4
cM). [Ipu OonbiioM KonnMyecTBe JOKYMEHTOB (hopMuUpYIOTCS ToMa (dacTH) nena. BHyTtpu nena



JOKYMEHTBI PACIIOJIArafOTCSl B XPOHOJIOTMYECKOM TMOPSIIKE B COOTBETCTBUU C OMHCHhIO. B nema
MTOMEIIAIOTCS TOJIBKO UCIIOIHEHHBIE, TPaBUILHO OPOPMIICHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpH Ji€ja pPacIoJIararoTCs CBEPXY BHU3 B XPOHOJIOTHYECKOM, BOMPOCHO-
JIOTUYECKOW TOCJIEeNOBAaTeNIbHOCTH WJIM HMX codeTaHuu. PacrnopsauTenbHble JOKYMEHTHI
TPYIIHUPYIOTCS B JieTia MO BUJAM M XPOHOJIOTUU C OTHOCSIIIIUMUCS K HUM TPUIIOKEHUSMHU.

18.12. JInuHbple KapTOUKH paOOTHUKOB (DOPMUPYIOTCS B ACIIO 10 alndaBUTy (HaMIIIHA.

18.13. Odopmienue xaena mnpeaycMaTrpuBaeT: OQOPMICHHE PEKBH3HTOB OOJOXKKH Jena II0
YCTaHOBJICHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIallloM B BEPXHEM IPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jieja, MOAIIUBKY U Teperier Aena. JIuct 6ompuioro
¢dbopMara, MOAIIUTHIA 3a OAUH Kpad, HymMepyeTcsl Kak OJMH JHCT B IPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIlieu JIMCTOB, B TOM YHUCJIC TICUYaTHBIC U3aHUs, HyMEPYIOTCS B
o01eM mopsiKe.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB MJIU YacTel, HyMEPYIOTCS M0 KaXJI0My TOMY
WM YaCTH OTAENBHO.

18.15. Tlocne 3aBeprieHHs] HyMepallMH JHCTOB COCTABIISICTCS 3aBEPHUTENbHAS HAJIUCh, KOTOpas
pacrojaraercsl B KOHIIe Jefia. 3aBepuTebHasi HAAMKUCh COCTaBJISIeTCs B Jiee Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBeputrenpHOM Haamucu IudpamMu U MPOMUCHIO YKa3bIBa€TCS KOJIUYECTBO JIMCTOB B
JaHHOM JieJie. 3aBepuTEeNNbHAs HAJIUCh TMOMAMUCHIBACTCS €€ COCTaBUTENEM C yKa3aHUEM
pacmiipoBKM TMOANMMCH, IOHKHOCTH U JaThl cocTaBieHus. KonuuecTBO IMCTOB B Jeine
MIPOCTABJISICTCS Ha 00JI0KKE JIe)ia B COOTBETCTBUH C UTOTOBOM HAIHCHIO.

18.17. PexBU3UT "CpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY JieJa U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIe CBEPKHU €r0 CO CPOKOM XPaHCHHsSI, YKa3aHHBIM B IEPEYHE THUITOBBIX
JOKYMEHTOB UJIU B MEpPEeUHe IOKYMEHTOB, 00pa3yIomuXcs B AeSITeNbHOCTH (heepaabHOro Oprana,
C YKa3aHHEM CPOKOB XPAHCHHUS.

18.18. Ha nenax moCTOSSHHOTO XpaHEHUs UIIeTcs: " XpaHUTh MOCTOSHHO".

18.19. Tlpuem nen mPOU3BOIUTCS COTPYIHUKOM, YIOJHOMOYCHHBIM Ha BEJCHUE NCATEIHHOCTH
apxuBa, C MPOCTABIEHUEM B JBYX SK3EMIUISIpaX OMHCHU JeT OTMETOK O HAIWYUU KaKIO0ro jAena (Ha
KKIOM 9K3EMIUIIPE OMKCH YKa3bIBACTCS KOJMYECTBO (DAKTHUSCKH MPUHATHIX JAEI, Jara Inmpuema-
nepeavu Je, a TaKkKe MOAMKUCH apXUBUCTA M COTPYAHMKA, TEPEIaBIIEero Aena.

19. 3ak0YHTeIbHBIE N0JI0KEHUS

19.1. Hacrosimast THCTpyKIUS 110 JIEIOTPOU3BOJICTBY SIBISETCS JIOKAJTLHBIM HOPMAaTHBHBIM aKTOM
o01eo0pa3oBaTeibHOM  OpraHu3aluy, npuHUMaercs Ha OOmeMm coOpaHuM pabOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICMCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONMOJHEHUs, BHOCUMBIE B HacTosyto MHCTpyKLuio, opOpMIISIOTCS B
MMCbMEHHOW (hopMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAaTeNbcTBOM Poccuiickoit denepanun.
19.3. MHcTpyKuus mo JAelIONpOM3BOJCTBY B INKOJE NPUHUMAETCS Ha HEONPEIENCHHBIH CpOK.
W3menenus u nonoiHeHus K MHCTpyKIMM NPUHUMAIOTCSA B MOPSKE, IPeIycMOTpeHHOM 11.19.1.
Hacrosumen MacTpykuuy.

19.4. Tlocne npuHsTHS WHCTpYKIUH (MM M3MEHEHWH W JIOTIOJHEHWH OTIENBbHBIX HMYHKTOB H
pa3zenoB) B HOBOW peJaKIuK MpeiblIylias pelakliis aBTOMaTHUECKH YTPAaulBaeT CUIY.



Ipunoowcenue Ne 1

IIpaBuia
0(p)OpMJICHUS] PEKBU3UTOB IOKYMEHTOB

. Jnsg mDOArOTOBKM JOKYMEHTOB NPHUMEHSETCS TEKCTOBBIM peaakTop, 0OeceynBaromuit
TpeboBaHus rpaduIecKOro BOCIPOU3BEICHUS PEKBU3UTOB JOKYMEHTA.

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

3. Ilpu moaroTroBKe TEKCTOB B TabNMIAx, JUIs OOECleYeHHUs Jydlled YUTaeMOCTH JaHHBIX,
JomycKaeTcs mpuMeHeHue mpudro Buaa Arial, pazmepon 12,13.

4. Jlnana3zoH UCHOIb3yEMBIX MEXTYCTPOUYHBIX HHTEPBAIOB: OT OAMHAPHOTO JI0 MTOTYTOPHOTO.

5. AG3alHbBINA OTCTYI TEKCTA TIOKyMEHTa - 1,25 cM.

6. 3aroJ0BKH pa3IeNIOB U MOAPA3/IEIIOB NEUYATAIOTCA ¢ a03aI[HBIM OTCTYIIOM HJIM HEHTPUPYIOTCS T10
HIMpPUHE TEKCTa.

7. MHOrOCTpOYHBIE PEKBH3HTHI IE€YATAIOTCS YEpe3 OAMH MEXKCTPOYHBIH WHTEpPBAJ, COCTaBHBIE
YacTU PEKBU3ZHUTOB OTIEISIFOTCS IOMOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecnmi TOKyMEHT TOTOBHTCS ISl M3JIaHHs C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcsl yepes
JIBa UHTEpBaJa.

9. UuTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIA. IHTEpBal MEXIy CIOBaMH - OAWH IPOOE.

10. Tekct mOKyMeHTa BBIPAaBHHMBAETCA IO IIMPHUHE JKCTA (110 TpaHHUIAM JIEBOTO M MPABOTo MOJei
JIOKYMEHTA).

11. Inuna caMoil JUIMHHOM CTPOKU PEKBU3UTA MPH YIIIOBOM PACHOJIOKEHUU PEKBU3UTOB He OoJee
7,5 cMm.

12. InuHa camMOi NJIMHHOW CTPOKM PEKBH3UTA MPHU MPOJOJILHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kon dhopMbl TIOKyMEHTA

Kox ¢opmbl 1oKyMeHTa TIPOCTaBISIETCsl HA YHU(PHUIIMPOBAHHBIX (hOpMaxX JTIOKYMEHTOB, B OCHOBHOM
HCIIOJIb3YEMBIX B KaJpPOBOM JOKYMEHTOOOOpOTE MKOIbI. Pacmonaraercs xojx (GopMmbl B TIpaBOM
BEpXHEM yIiIy paboyero mojis JOKyMEHTa, COCTOUT u3 cioB "®opma mo" (HauMeHOBaHUE
Kkiaccudukaropa) u uudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HauMeHOBaHHE IIKOJIBI

HanMeHoBaHWe IIKOJBI JIOMKHO COOTBETCTBOBAThH HAWMEHOBAHHMIO IOPHIMYECKOTO JIMIIA,
3aKpEIVICHHOMY B  €ro  y4YpeAMTeNbHbIX JokyMmMeHTax (YcraBe 00I11eo0pa3oBaTebHOM
opranm3anu). [To HaMMEHOBaHUEM TITKOJIBI B CKOOKaX yKa3bIBaeTCsS COKpAIIEHHOS HANMEHOBAHUE
00111e00pa30BaTeIbHON OpraHU3aIH.

Han HanMeHOBaHUEM IIKOJIBI - YKa3bIBACTCS TIOJTHOC HAUMEHOBAHHE BEIIICCTOSIIEH OpraHU3aIlHH.

15. CopaBoYHble IaHHBIE O IIKOJIE

CrpaBouHbIe JaHHBIE O LIKOJIE BKJIIOYAIOT B ce0sl: MOYTOBBIM aapec, Homepa TenedoHa, (akca,
aapec SJeKTpoHHON mouthl, kKoj mmkoiasl mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJ1accu(UKaTopy MpeanpusTHil U opraHu3aluii), OCHOBHON T'OCYAapCTBEHHBIH PerucTpaluoOHHbINA
Homep (OI'PH), naentudukanoHHbIi HOMEpP HAJIOTOIJIATENbIINKA/KO MPUYMHBI TOCTAHOBKU Ha
Hasiorossiit yuer (MHH/KIIIT).

16. HammeHoBaHMe BUIa JOKYMEHTA

PexkBusnuT uncnosp3yercs Juid yKasaHMs BHJA JOKYMEHTa M PAacIoNaraercs IOJ PEKBU3UTOM
«HavMEeHOBaHHe o001eo0pa3oBarenbHOW opraHu3anuuy». HanMeHoBaHWe BHUAA JOKyMEHTa He
YKa3bIBA€TCs B MMCbMaX.




17. JaTta noxymeHTa

JlaToif NOKyMeHTa sBIseTcd JaTa ero MNoAmnMucaHus (IpuKa3, MUCbMO, 3alUCKa, akT U Ap.),
YTBEp)KICHHUS (MHCTPYKLHMS, MOJOXKEHHUE, MpPaBWIIA, PErJIAMEHT, IUIaH, OTYET U JIp.), COOBITHA,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOM).

Jlata TOKyMeHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, TMOANKCHIBAIONINM WM yTBEPKAAIOIIUM
JOKYMEHT, WU IpPU PErUCTpaly JOKYMEHTa, WM HENOCPEICTBEHHO COCTABUTENIEM IIpU
MOJITOTOBKE JIOKYMEHTA (CITy)KeOHast 3a11cKa, 3asBICHUE U Jp.).

JIOKyMEHTBI, U37]aBa€éMbleé COBMECTHO C JIPYTMMHU OpPraHU3alMsIMU JOJKHBI UMETh OJHY (EIUHYIO)
nary.

Jlary nokymenTta opopMistoT apaOckumu nudpamMy B HOCIEI0BATEIbHOCTH:

e JIeHb Mecdla, Mecsdl, roia. JleHp Mecana U mMecan OoQOPMIISIOT ABYMs IapamMH apaOCKuX
uudp, pazleleHHbIMH TOYKOH; TroJ - YeThIpbMs apaOCKuMH LU(ppaMu, HapuMep:
01.12.2017. Byksa "r" mociue uugp He CTaBUTCS.

e TIpU CIOBECHO-LU(POBOM crocobe opopMIIeHUs AaThl J€Hb MeECsla yKa3bIBaeTcsi Hapoi
apabckux 1udp, roJ 4eThIpbMs apadckumu udpamu, Hanpumep: 12 nexadbps 2017 .

18. PerucrpannoHHbIii HOMEDP TOKYMEHTA

PerucrpanmonHslii HOMEp JOKYMEHTA IMPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMW pPETUCTpalui,
IIPUHATOMN B LIKOJIE.

Perucrparmonnslii HOMep MPUCBAUBAETCS IOKYMEHTY MOCJE €ro MOANUCaHus (YTBEPKICHUS).
CchliKa Ha PerucTpalMOHHBIN HOMEp U AaTy JOKYMEHTa

Ccbuika Ha UCXOJAIINI HOMEp U JAaTy JOKYMEHTa aJipecaHTa BKIIOYaeT B ceOs perucTpaliOHHbII
HOMEP U JIaTy IOKYMEHTa, Ha KOTOPbIN JOJKEH ObITh JaH OTBET.

19. Mecto cocrapiieHus (M3JaHMs) JOKYMEHTA
MecTto cocTaBieHMs UM U3/1aHUs TIOKyMEHTa - "TopoJ ..." - yKa3bIBaeTcsl Ha OJlaHKaX MPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeIbHON OpraHu3alty.

20. Anpecar

B pexBusute "Anpecat" ucnosnp3yrorcs opuipaibHble HAUMEHOBAHUS OPTaHOB IOCYJapCTBEHHOMN
U HCIIOJIHUTEIBHON BIJIACTH, OPraHOB MECTHOT'O CaMOYIIpaBJICHHs, OpraHuzaunui. Jlomyckaercs
UCMOJIb30BaTh OPHUIMATIBHO PUHATHIE COKpPAIlEHHbIE HAMMEHOBAHUSI OPIaHOB T'OCYJJapCTBEHHOMN U
WCIIOJIHUTEJILHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIPABIIEHUS, OpraHU3aLUH.

IIpn agpecoBaHMM JOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMIY HMHHLHAJIBI CTaBATCS IOCIE
bamunuu.

Ilpumep - Pykosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH IpaBoi yacTu JOKyMeHTa (Ha OJlaHKe C YIJIOBBIM
pacrlojoKeHUEM pEKBU3UTOB) WJIM CIpaBa I0J pEKBU3UTaMH OyiaHka (MpU MPOAOIBHOM
pacroyioKeHNN peKBU3NUTOB OsiaHka). CTpOKM pekBU3uTa "ajapecaT" BhIPAaBHUBAIOTCS IO JIEBOMY
Kparo WIHA HEHTPYKOTCS OTHOCUTEIIBHO CaMOW JTTMHHOM CTPOKH.

IIpu anpecoBaHuM JOKyMEeHTa 0Oe€3 yKa3aHUS JIOJDKHOCTHOTO JIMI[a HAaUMEHOBAHMS aJpecaToB
MUITYTCS B UMEHUTEILHOM MaJIeXe, HalpuMep:

Opeanvl cmamucmuxu 2opooa Mockevl

[Ipu angpecoBaHWM JIOKyMEHTAa PYKOBOJUTEIIO OpraHU3alldd HAWMEHOBAaHHWE JOJDKHOCTH
yKa3bIBAETCs B IATEILHOM MaJIeXkKe, HallpuMep:

TI'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.



IlouroBBIli aapec HE YKa3blBa€TCsd B JIOKYMEHTaX, HAIpPAaBISEMbIX B BBICUIME OpraHbl
roCy/1apCTBEHHOMU BJIaCTH, (efiepanibHble OpraHbl UCIIOJHUTEIBHON BIACTH U UX TEPPUTOPUATIHLHBIC
OpraHbl, OpraHbl FOCY1apCTBEHHOW U UCIIOJIHUTEIBLHOM BJIACTH, [TOCTOSI MHBIM KOPPECIIOH/IEHTAM.
[Ipu anpecoBaHuuM nucbMa B OpPraHU3ALMIO YKA3bIBAlOT €€ HAUMEHOBAHME, 3aT€M IIOYTOBBIIN ajpec,
HaIpumep:

Tocyoapcmeennoe  yupeoicoenue  Bcepoccutickuili — HAYYHO-UCCIE008AMENbCKUL  UHCIUMYM
O00KYMEHMOBeOeHUsL U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly VYKa3blBalOT (aMWIMI0O W WHHUIHAIBI
I10JIy4aTelisl, 3aTeM IIOYTOBBIN aApec, HaIpUMeED:

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

PexBu3ut "Anpecat" He NODKEH coaepkarh Oonee derbipex amapecaroB. Cioo "Komusa" mepen
BTOPBIM, TPETHUM, UETBEPTHIM ajJpecaTaMu He yKkas3biBaercs. [Ipu uumcne ampecatoB Oosee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH IOKYMEHTA.

Ecnm pgokymMeHT oTmpaBisieTcss B HECKOJIBKO OJHOPOJHBIX OpraHU3alMii WIM B HECKOJBKO
CTPYKTYPHBIX TOJIpa3AesieHUuil OpraHa UCIIOJHUTEIBLHOM BIACTH, TO OHU YKa3bIBAIOTCS 0O0OIIEHHO.
[Ipumep:

Pyxoeooumensm yupescoenuii CIIO

20. I'pud yrBepkaeHus JOKYMEHTA

I'pud yTBep)kAeHUS MPOCTABIAETCS B MPABOM BEpPXHEM Yriy JokyMeHTa. CTpOKM pEKBH3HTa
BBIPAaBHHUBAIOTCS 110 JIEBOMY KpalO WM LIEHTPUPYIOTCS OTHOCUTEJIBHO CaMOM JIMHHON CTPOKH.
JIOKyMEHT  yTBepKJIaeTcs  JOJDKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH  JIMIIAMH) WU
pacnopsAUTEIbHBIM JOKYMEHTOM (ITOCTAHOBJICHUEM, PELLIEHUEM, IPUKA30M, PACTIOPSIKEHUEM).
[Ipu yTBEepKIeHHM JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU( YTBEPXKAECHUS JOJKEH COCTOATh U3
cioBa YTBEPXJIAI (0e3 kaBblueKk), HAaUMEHOBAaHUS JODKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, €ro MOJNUCH, MHULIUAJIOB, (paMUIINU U JaThl YTBEPKACHUS.

[Tpumep:

VTBEPXJIAIO
Lupexmop MBOY Ilxona Ne 1238
H.0. amunua

21. laTa

[Ipu yTBEp)KIeHUN JOKYMEHTA HECKOJIBKUMHU JOKHOCTHBIMU JIMIIAMU UX MOJIHMCH PACIIONArarTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkI€HUH JOKYMEHTa PACHOPSAUTENbHBIM TOKYMEHTOM Ipu( YTBEPXKICHHUS COCTOUT U3
cioB YTBEPXJEH (YTBEPXJIEHO, YTBEPX/IEHbBI, YTBEPXJIEHA), cormacoBanHoro c
HAaMEHOBaHMEM BHJAa YTBEPXKAAEMOro JIOKyMEHTa, HAaWMEHOBAaHUS BHJAa JIOKyMEHTa B
TBOPUTEIHLHOM MaJIeKe, €ro 1aThl, HOMEpa.

[Tpumep:

VYTBEP)KJ/IEHO
npukazom MBOY Illxona Ne 1238



om 01.03.2020 Ne 57
22. 3arojaoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJep)KaHWe JJOKYMEHTAa. 3arojioBOK K TEKCTy IpUKasa
dbopmynupyercs ¢ npemyiorom "O" ("O6") u oTBevaeT Ha Borpoc "o yem?"):

e 1puka3s (0 yem?) 0 CO3JaHUN KOMUCCUU;

e mpuka3 (0 yeM?) 00 yTBEP)KICHUH ITATHOTO PACTIHCAHUS;

e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HH(POPMALINH.
3aroyioBOK K TEKCTY 0opMIIsieTcs 1ol PpEKBU3UTaMU OJIaHKa CJieBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTAIMS JOKYMEHTA COCTaBIISIETCS aBTOPOM TMPOEKTa
JIOKYMEHTA.
3aroJo0BOK K TEKCTY MOXKET HE COCTaBJIATHCSA, €CIIM 00bEM JIOKyMEHTa He MPEBBIIIAET 4-5 CTPOK.

23. Tekct noKyMeHTa
JIOKyMEHTBI 00I1e00pa30BaTeIbHON OpPraHU3allii COCTABIISIOTCS HA TOCYAapCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoM.
TekcT MOKyMEHTa MOXKET COJACPKaTh pas3ieiibl, MOApa3Aeibl, MMyHKTHI, MOIIMTYHKTHI, HyMEpYyeMbIe
apabckuMu g pamu.
B npukazax TeKCcT JOKyMEHTa M3JIaraloT OT IIEPBOTO JIMIIA €AMHCTBEHHOTO YKCia («IIPUKA3bIBAIOY)
B nokyMeHTax KOJUIETHAILHBIX M COBEHIATEIBHBIX OpPraHax OT TPEThEro JIHIA EIUHCTBCHHOTO
yucna: («cobpaHue... peunio)
TekcT mnpOTOKOJIAa W3JIAraercs OT TPEThEero JIMIa MHOXXECTBEHHOTO 4YHCHa («CIyIIaimy,
«BBICTYITHIINY, «ITOCTAHOBUJINY, «PEIIUIH),
B COBMECTHBIX MOKYMEHTAaX TEKCT H3JIaral0T OT TIEPBOTO JIMIAa MHOXXECTBEHHOTO YHCIIA!
(«TIpUKa3BIBACMY, «PEIIHITNY).
B nenoBbIx (Ci1y:keOHBIX) MUCHMAaX MCIIONB3YIOTCS POPMBI U3JI0KEHUS:

e OT IMEPBOrO JIMIIA MHOXXECTBEHHOTO 4YHcla («IIPOCHM HAlpaBUTh», IPEJACTABIIEM Ha

PacCMOTpPEHHEY);

e OT TpeThero juia eauHcTBeHHOro umcia («Aamuuuctpanus OY Illkoma Ne 1238 He
BO3PaXKaeT»);

e OT TMEpBOTO JHIIA EIUHCTBEHHOTO UYHCIa («CUUTAI0 HEOOXOAUMBIMY, «IIpeiJiararo
PacCMOTPETHY).

[Tpu ynorpebneHuu B TekcTe (haMuIuil U1l MHUIMABI YKA3bIBAIOTCS TTOcTe (haMIIINU.
B nenoBbIX (CayKEOHBIX) HUChbMAaX MOT'YT HCIIOIb30BATHCS:
e BCTyNUTEIbHOE OOpaleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas eocnooca I[lemposa!
Yeaorcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesua!
Veaocaemvie cocnooa!

B oOpamieHnn 1Mo JOJDKHOCTH HaWMEHOBAHHME JOJDKHOCTH TIHUIIETCS C TIPOMHCHOH OYKBBI, B
oOpartieHuu 1o (haMUINF UHULIAATBI JINIA HE YKa3bIBAOTCS.

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

CTpaHUIBl TOKYMEHTa HYMEPYIOTCS, HAUYMHAs CO BTOPOTO JIUCTA JIOKYMEHTa apaOCKUMHU ITU(ppaMu
MOCEepeINHE BEPXHETO MOJIS.

TekcT MOKyMEHTa OTHENSIETCS OT 3arojioBKa JIBYMsS WM TPEMsI MEXITYyCTPOYHBIMH WHTEpPBAIAMHU
HCIIOJIb3YEMBIMHA B TCKCTC.

24. OT™MeTKa 0 IPWIOKEHUH




OTMeTKa O MPHUIOKEHUM HCIIONB3YeTCs MpH O(GOpPMIICHHH MUCEM U NPWIOKEHUH K IJIaHaM,
[porpaMMmam, OT4eTaM, MOJIOKEHUSIM, ITpaBUIaM, HTHCTPYKLUSAM U IPYTUM

JOKYMEHTaM.

B nucbmax oTMeTka o NpHiiokeHUr 0opMIIsIeTCsl O] TEKCTOM MHUChbMa Ha pacctosiHuu 1,25 cm ot
IPAaHMIIBI JIEBOTO NOJIA. ECiM NpUII0KEHUE HAa3BaHO B TEKCTE MHUCbMA, B OTMETKE O NPHIIOKCHUHU
YKa3bIBa€TCSl KOJIUYECTBO JIMCTOB U KOJIMYECTBO FK3EMILISIPOB IPUIIOKEHUS, HAIIPUMED:

Ilpunooscenue: na 3 1. 6 1 3k3.
[Ipy HanMYuM HECKOJbKUX NPUIIOKEHUIH, B OTMETKE O MPHIOKEHUH OHU HYMEpPYIOTCH,

YKa3bIBalOTCSA HAUMCHOBAHHA KaXIAOro IIPUIIOKCHUA, KOJIUYCCTBO JIMCTOB W KOJHWYCCTBO
OK3CMILISIPOB, HAIIPUMCEP:

Ilpunooicenue:
1. Inan-epagux ... va 3 1. 6 2 3K3.
2. Cnpaska o noomeepcoenuu hakma ooyuenus... va 1 1. 6 1 sx3.

Ecnu npumnoxxeHus: cOpoIIIOpoBaHbl, TO KOJUYECTBO JHCTOB HE yKa3biBaeTca. Eciam mpuiiokeHue
HAIPaBIIIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJIpeca, TO OTMETKY O €ro HAIMYUH O()OPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 5x3. monvKo 6 nepaéwlil aopec.

Ha IMPUIIOKCHUAX K IIpaBUJIaM, HHCTPYKIUAM, IOJIOKCHUAM, IJIaHaM, IIpOrpaMmMmamM, JOTroBOpam U
APYruM JOKYMCHTaAM OTMCTKA O IHNPHUIIOKCHHU IMPOCTABIACTCA Ha IMCPBOM JIMCTC MNPHUIIOKCHHUA B
IIpaBOM BECPXHEM YTI'IIYy.

Ecnu nmpunoxkeHue ofHO, OHO He HymepyeTcs. Eciau npuiokeHn# HeCKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre noxyMmeHTa Ipu IepBOM YIIOMMHAHUM JOKYMEHTA-TIPUIOKEHUSI B CKOOKaX YKa3bIBaeTCs:
... (mpwnoxenue) wiM ... (MpUokKeHue 1); mepes HOMEPOM MPUIIOKEHHUS JTOMYCKAeTCs CTABUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke 0 mpUIIOKEHWN yKa3bIBaeTCsi HANMEHOBAaHWE BUIAa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMEp, Harpumep:

IIpunoocenue N° 2 k npuxazy MBOY Llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npuiioxeHueM K JOKYMEHTY (Hampumep, K NMpHKa3y) SBISETCS YTBEPXKAAaeMbId JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPaBOM YIJIy MPOCTaBISETCS
OTMETKa O MPUIIOKEHUH, HIKE — IpU( yTBEpKIACHUS, HATPUMED:

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

Bun u pasmep mpudra pexBuzura "OTMeTKa O MPHUIOKEHUU" JOJKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cormacoBaHusl JOKYMEHTA
I'pud cormacoBanusi JOKyMEHTa UCTIOIB3YETCS TIPU COTJIACOBAHUH JIOKYMEHTA C OpraHaMU BIIACTH,
OpraHu3anusIMu WK OO0JDKHOCTHBIMU Jsmmamu. OH cocrout u3 cioBa “COI'NJTACOBAHO”,




AOJDKHOCTH JIMIda, KOTOPBIM COIJIaCOBAaH OOKYMCHT (BKJIIO‘IaSI HAanMCHOBAaHUC OpI‘aHI/IBaI_[I/II/I),
JTUYHOW MOUCH, pacii(POBKY MOANUCH (MHUIIMATIOB, (JaMUJIMH) U IaThl COTJIACOBAHMSI.

[Tpumep:

COIJTIACOBAHO

Jupexmop MBOY [llxona Ne 1238
HU.U. Heanos

01.12.2017

I'pud cormacoBanwusi B 3aBUCUMOCTH OT BHJIA JOKYMEHTa U OCOOEHHOCTEH ero ohopMIIeHHUS MOKET
IIPOCTABJIATHCS:

e Ha MEPBOM JIUCTE JAOKYMEHTa (€CIU JOKYMEHT UMEET TUTYJbHBIA JIUCT, - HA TUTYJIHLHOM
JIUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Trpuda yTBEpKACHHs WIN M0J HAUMEHOBAaHUEM
JIOKyMEHTA OJIMKE K HUKHEMY TI0JII0);

e Ha MOCJEIHEM JINCTE JOKYMEHTA I0J TEKCTOM;

e HA JIUCTE COIJIaCOBAaHUS, ABISIOIIEMCS HEOThEMIIEMOM YaCThIO JOKYMEHTA.

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

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

26. Busa

CornacoBanue IpoeKTa JOKyMEeHTa 0(hOpMIISIETCST BU3OM.

Buza mpoctaBinsieTcss COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIMM JOKYMEHT, W BKJIIOYaeT B ceOs
HAaUMEHOBAHHME JOJDKHOCTH BH3UPYIONIETO, €ro JIMYHYIO TMOANKMCH, PAcU(POBKY MOAMUCH
(uHMLIMATBL, (AMUIIHIO) U AATy.

[Ipumep:

3amecmumens oupexmopa
U.0. ©amunus
03.04.2020

JlonyckaeTcsi MOJIMCTHOE BUBUPOBAHUE JJOKYMEHTA U €T0 MPUIIOKEHHH.

IIpy Hamuuuu 3amMeyaHul, JONOJHEHUWH K IPOEKTy JOKyMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOILIUM yYKa3aHUEM.

JUid [OKyMEHTa, MOAJMHHUK KOTOPOTO OTIPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCS Ha
AK3EMILIApax JOKYMEHTOB, IOMEIAEMBIX B JEIIO.

JU1d 1OKyMeHTa, MOJUIMHHUK KOTOPOT'O OCTAETCs B IIKOJIE, BU3bI COINIACOBAHMS ITPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEro JMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IOCIEIHEM JICTE JOKYMEHTa IOJ
MIOJIIUCHIO.

27. Hoanuce
[Toamuch BKIFOYAeT: HAWMEHOBAaHWE JIOJDKHOCTH JIMIA, IOANKCABIIETO JIOKYMEHT, €ro

COOCTBEHHOPYYHYIO OJNKChH; PACIIM(PPOBKY NOAMUCH (MHULIUAIIBL, (DaMIITHUS):
[Tpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecmm  nmoxymenTt odopmiaeH He Ha ONaHKe, B HAaWMEHOBAaHWE JIOJDKHOCTH BKIIIOYAETCS
HauMEHOBaHHE OO0IIe00pa3oBaTENbHON OpraHu3anuu (MOJIHOE Ha3BaHME MIKOJBI). JlomyckaeTcs B



pekBusute "[lognmuce MOKHOCTHOTO auIA" LEHTPUPOBATH HAMMEHOBAHUE JOJKHOCTH JIMIIA,
MOAMMCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHOW CTPOKH.

[Ipn moanmucaHuu JOKyMEHTa HECKOJIbKHUMH JOHKHOCTHBIMU JIMIAMU PA3HBIX JOJIKHOCTEM HX
MOAMNKMCH PACTOJaratoT OAHY IOJ APYTrod B IMOCJIEIOBATEILHOCTH, COOTBETCTBYIOIICH HEpapXUH
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuco 1U.0.D.
3amecmumens oupexmopa auynas noonucsy 1.0.D.

IIpy mnoanucaHuM JOKYMEHTa HECKOJBKMMM JIMLIAMHU PaBHBIX JOJDKHOCTEH UX MOANNUCU
pacriosiaratoT Ha OJJHOM YpOBHE.

B nokxyMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATyC JIUIA B COCTABE KOMHCCHUU:
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBAaHMEM JIOJDKHOCTU ([I0OaBJIATh Kakue- JHO0
IIPUCTABKH).

Ecnu aupexktop wWiM HHOE YNOJHOMOYEHHOE Ha MOANMCAHUE JIOKYMEHTA JIMI0O BPEMEHHO
OTCyTCTBYeT (OTHycK, OO0JIe3Hb, KOMaHIUPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJIKCHIBAET  COTPYIHHUK,  YIOJHOMOYEHHBIH HAa  MOAMNUCAHHE B  COOTBETCTBUH  C
pacnopsIAUTENbHBIM JOKYMEHTOM WJIM HAJEJICHHBIA IMOJHOMOYUSMH, YCTAHOBJIEHHBIMU MPUKA30M
mkossl uiu yupenurens (JIOrM), ¢ ykazanuem cBOEH JOHKHOCTU U TTOJTHOMOYHS, HAIIPUMED:

3amecmumens oupekmopa noonucey U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucs U.0. amunus
WK

u.o. oupexkmopa noonucv U.0. Damunus

PexBuzut "lloanmuck JOMKHOCTHOTO JUIA" MOXET OBITh OQOPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAHUM CIYKEOHON 3amucku 0e3 MpPUMEHEHHS TEeXHHUYECKHX
cpencTB) Tu60 0(OPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch MOKHOCTHOTO Juna" ¢ HCHOJIB30BaHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep IpudTa yKazaHHOTO PEKBU3WUTA HE MOXKET OTIUYATHCS OT
BHJIA M pa3Mepa mpuQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzut '"lloamuch MOJDKHOCTHOTO JHIA" OTACISIETCS OT TEKCTa TpeMsl WU  YEeThIPhMS
OJIMHAPHBIMU MEXKTyCTPOUYHBIMHA HHTEPBAIAMHU.

28. [leuatpb

[lewatp sBAsieTCSI COCOOOM MOATBEPXACHUS MOJUIMHHOCTH MOJNUCH JOHKHOCTHOTO JIMIA Ha
nokyMeHTe. IledaTs cTaBUTCS Ha NOKYMEHTAaX B ClIydasX, IPEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH NPAaBOBBIMU aKTaMHU.

[ledaTs craBUTCS Ha CBOOOJHOM OT TEKCTAa MECTE, IPU 3TOM OTTHCK Ie€4YaTH HE 3aXBaTbIBaeT
JUYHOM MOJAIMUCH JOHKHOCTHOTO JIMIA MOJIMCABIIETO JOKYMEHT, WM B MecTe, 0003HaYEeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, mOAroTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (OpM, TIeuyaTh CTABUTCS B MECTE,
o0o03HayeHHOM oTMeTKO# "MII" unu uHbIM 00pazom.

29. OrMeTKa 00 MUCIIOJIHUTEIE




OTtmerka 00 wucnonHHTENE (ABTOpPE) NOKYMEHTa MPOCTABISETCd HAa MUChMAx IIKOJBI B JIEBOM
HVDKHEM YIITy JINIEBOM CTOPOHBI MOCJIEIHEr0 JUCTa JOKYMEHTA OT TPAHMIIBI JIEBOTO MOJIA WU, IPU
OTCYTCTBHH MECTA, - Ha 00OPOTHOM CTOPOHE BHU3Y CIIEBA.

OTmeTrka BKIIOYaeT (aMHIMIO, UM, OTYECTBO WCIOJHMTENSI M HOMEp ero TeiedoHa, a TaKkKe
OTMETKa 00 HCHOIHHTEIE MOIKET JOIMOJIHATECS HAMMCHOBAHUCM JOJDKHOCTU M 3JICKTPOHHBIM
aZipecoM HCIOJIHUTEIS.

IIpumep:

Usanos Hean Heanosuu, cneyuanucm no oxpare mpyoda
(888) 888-88-88, lvanov@mail.ru

30. OT™eTKa 0 3aBEpPEHHUH KOTTMHU

JI1st moATBEepPKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKH M3 JJOKYMEHTA) MOJJIMHHUKY JIOKYMEHTa Ha
MOCJICTHEM JINCTE KONMWUU (BBIMMCKKA M3 JIOKyMEHTa) 1moj pekBuzutoM "lloamuce" odopmisercs
pekBU3HUT «OTMETKA O 3aBEPEHUH KOTTHI.

OTMeTKa O 3aBEpPEHMM KOIMHU BKIIOYAET: CJIOBO «BepHO», HaMMEHOBAaHHWE JOJKHOCTH JIMIIA,
3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO IOANMKCH, pPacU(POBKY TOIMUCH (HMHHUIIHAIIBI,
(dbamMunnio), 1aTy 3aBepeHus KOMUHU JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEPCHHH KOIMW» MOXKET OBITh OQOpMIICHAa OT pPYKH WIH C
WCII0JIb30BaHUEM LITAMIIA.

Jonyckaercs 3aBepsATh Ka) /bl JUCT MHOTOCTPAHUYHOMN KOIHUH TOKYMEHTA.

31. OrMeTKa 0 DOCTYIUIEHHH JTOKYMEHTA

OTMeTKa O TOCTYIUIEHHH JTOKYMEHTa COAEPKUT BXOASIIUNA PErucTpPallMOHHBIM HOMEp M Aary
MOCTYIUIEHUs JOKyMeHTa. [lomyckaeTcsi yka3aHuWE 4YacOB W MHMHYT IOCTYIUICHUSI JOKYMEHTa C
3aBEPEHUEM TOMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 IOCTYIIJICHUU JOKYMEHTa MOKET MPOCTABIISITHCS C UCIIOJIb30BAaHUEM IIITaMIIA.

32. Pesomronus
Pesouroniust coiepkUT yKa3zaHHe 10 MCIOJNHEHHIO0 JokyMmeHTa. OHa odopmiisieTcss Ha CBOOOIHOM

MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0s: pamMuinio, MHUITUAIIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TopydeHue 1o
JOKYMEHTY, TIOJIITUCh aBTOPA PE30JIOIUHU U JIaTy 0(OPMIICHHS PE3OJTFOIIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOMIET0 MOpyYEHUE, MOXKET BKIIOYATh B CeOSI TAKKe CPOK
HUCIIOJTHCHU A )IOKYMeHTa.
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