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1. O6mue noJ10:KeHUs1

1.1. Hacrosimass WHCTpyKIMsi MO JEJIONPOM3BOACTBY B WIKOJIE pa3paboTaHa B COOTBETCTBHH C
®denepanbHbIM 3aK0HOM OT 29.12.2012 Ne 273-®3 "OO6 obpazoBanuu B Poccuiickoit @eneparuu ¢
m3menenmsimu ot 2 utonst 2021 roga, TOCT P 7.0.97-2016 «Cuctema craHaapToB o MH(OpPMAIHH,
OMOIMOTEYHOMY ¥ HM3JATeNbCKOMY Jeny, «OpraHu3alioHHO-PACIOPSAUTENbHAS TOKYMEHTAIHSI.
TpeGoBanusi K OPOPMIICHHIO JJOKYMEHTOBY, a TaKKe YCTaBOM 00IIe00pa30BaTeIbHOM OpraHU3aANN 1
JPYTMMH HOPMATMBHBIMM IPaBOBBIMH akTamu Poccuiickoit ®enepanun, peraaMeHTUPYIOIUMU
NESTETHLHOCTH 00IIe00pa30BaTEIIbHBIX OPTaHU3aAIUH.

1.2. HNannas MHCTpYKIHS 1O JEIIOTPOU3BOCTBY B IIKoJIe (1anee - MHCTpyKms) 0003HAaYaeT mpaBuiia
MOJATOTOBKH W O(OpPMIICHUS JIOKYMEHTOB B 00IIe00pa3oBaTeNbHONW OpraHU3aliy, OMNpEIeIsieT
CTaHIAapThl O(GOpPMIICHHUS PEKBH3UTOB, OJAHKOB JTOKYMEHTOB, COCTaBIICHHS IIPHKA30B, ITOJIOKECHHHA
WHCTPYKINH, a TaKKe perjJaMeHTHpyeT (OpMHUpOBAHHE el U WX TEKyIlee XpaHEeHHUE, MOATOTOBKY
JOKYMEHTOB | JIeJl K TIepe/iaye Ha apXUBHOE XpaHEHHE B 0011e00pa30BaTeIbHON OpraHM3aIln.

1.3. HCTpYKIMSI IO JIeTOTIPOU3BOJICTBY pa3paboTaHa B IIENSX YCTAHOBIICHUS €IUHBIX TPEOOBAaHHUH K
MOJATOTOBKE, O00pabOTKe, XpAaHEHHWI0O W WCIOJB30BAHUIO OOpa3ylOIUXCS B  JCSATEIHHOCTH
o0uieo0pa3oBaTeIbHOM  OpraHu3allid M MOCTYNAIOHMIMX B IIKOJY JOKYMEHTOB, a TaKxke
COBEPIIICHCTBOBAHUSI W TOBBIIEHUS A()(PEKTUBHOCTH JEIOMPOU3BOJICTBA 00IIC00pa30BaTEIBLHOM
OpraHu3aIuim.

1.4. Tlomoxenuss WHCTPYKIIMKM paclpOCTPAHSIIOTCS HA OpraHU3alMi0 padoOThl € JTOKyMEHTaMU
HE3aBHCHMO OT BHJIAa HOCUTEJISI, B TOM UYHCJE C AJIEKTPOHHBIMU JOKYMEHTAMH, BKIIIOYasi MOATOTOBKY,
00paboOTKy, XpaHEHHE U HCIOJIb30BaHHWE JOKYMEHTOB, OCYHIECTBISIEMBIMU C  [OMOUIbIO
MH(OPMALMOHHBIX TEXHOJIOTHIL.

1.5. Opranuzanuioo, METOJAMYECKOE PYKOBOJICTBO, COBEPILIEHCTBOBAaHHE JAEJONPOU3BOJACTBA H
KOHTPOJIb 3a coOMIofeHreM Hactosimed MHCTpyKuuM B IIKOJIE OCYIIECTBJISET OTBETCTBEHHBIN 3a
BEJICHUE JICTIONPOU3BOJICTBA.

1.6. [IpaBa u 006s13aHHOCTH PaOOTHUKOB, OCYLIECTBIISIIOIIMX PAOOTy C JOKYMEHTAaMU B CTPYKTYPHBIX
MoJApa3JeNieHusax  o0meo0pa3oBaTeNbHOM  OpraHM3ally,  YCTAHABIMBAIOTCS  JOJHKHOCTHBIMU
WHCTPYKIHUSMU WM IPUKA30M JUPEKTOPA.

1.7. Csenenus, coaepkaiiuecs: B JOKyMEHTaX, MOTYT ObITh UCTIOJIB30BaHbI TOJBKO B paO0OYHX IENSIX B
COOTBETCTBUH C MOJIHOMOYHSMHU COTPYAHUKA, paboTaromero ¢ JokyMeHTamMu. Pabora ¢ 1okymeHTaMu
BHE TIOMEILEHUH KOl He JornyckaeTcs. [Ipu yrpaTe TOKyMEHTOB IPOBOJUTCS CIIyeOHas MpOBEpKa.
1.8. Ilpu yxone B oTITycK, epeBoje (IepeMeleHrnn) 1o paboTe WK B CiIydyae YBOJBHEHHS COTPYIHHUK
o0si3aH TepenaTh BCE HAXOJAIIMECS Y HEro JOKYMEHThl MHOMY COTPYIHHUKY, OIpeaeléHHOMY B
COOTBETCTBUH C yKa3aHMEM HEMOCPEJICTBEHHOTO PYKOBOAUTEINS YBOJBHIEMOTO, YXOJSIIEro B OTIYCK

WJIH TIEPEBOAAIIETOCs (MepeMEeIaeMoro) Mo padoTe COTPYAHUKA.



1.9. Uuctpykuust oOs3arenbHa Ui COOMIONICHUST BCEMU paOOTHHKAMHU IIKOJIbI. BHOBB MpHUHATHIE HA
paboTy COTPYAHUKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOIMT BEACHHE OKyMEHTAllUU, B
TeueHue TpEX paboumx AHEH cO AHA M3AAaHUS MPHUKa3a O Ha3HAYCHWM HA JIOJDKHOCTH JIOJDKHBI OBITH

03HAaKOMJIEHBI ¢ HacTosmen MHCTpyKIye nox NoAnuch.

2. IlpaBuJjia NOArOTOBKHU U 0(popMIIeHUS TOKYMEHTOB

2.1. B [feATENbHOCTH IIKOJIBI CO3JAeTCS KOMIUIEKC OPTraHM3alMOHHO  PaCIOPSAUTEIbHBIX
JOKYMEHTOB: TIPUKa3bl, TIOJOKEHUS, IMPaBHJa, WHCTPYKIWHU, PETIAMEHTHI; IPOTOKOJBI 3acelaHHi
(coBemaTeNnbHBIX, KOOPIUHAIIMOHHBIX, SKCIIEPTHBIX U JIp. OPraHOB), aKThl, aHAJUTHYECKHE CIPABKH,
JOKJIaJJHble M CIY)XEOHbIE 3alKCKH, JOTOBOPHI (KOHTPAKThI, COTJIALIEHUS), JenoBas (ciryxeOHas)
MepenucKka W Jp. COCTaBIAIOTCA ¥ OQOPMISIIOTCS CIENHalbHbIE JOKYMEHTBI, CBSI3aHHBIE C
TUTAHUPOBAaHUEM 00pa30BaTEIbHON JEATEIHHOCTH U OCYIIECTBICHHEM XO3SHCTBEHHBIX MEPOTIPUSITHH,
BE/ICHHEM Y4eOHO-TIeIarOTHYECKOTO yueTa, OpraHu3aliell JeIonpon3BOICTBA 00meo0pa3oBaTeIbHON

OpraHu3aIiy, 00eCIICYCHHEM OYXTaaTEePCKOTO yUeTa.

2.2. JIoKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)KHOM HOCHTEJIEC W/WJIM B 3JEKTPOHHON ¢opme ¢
coOJII0ICHHEM YCTaHOBJIEHHBIX MpaBusl oopmieHus: JokyMeHTOB. [Ipu cozmanum JokymMeHTa Ha ABYX
u 60Jiee CTpaHMIIaX BTOPYIO U MOCIIEIYIOUIUE CTPAHUIBI HyMEPYIOT.

2.3. Homepa cTpaHMIl MPOCTaBJISIOTCS MOCEPEIUHE BEPXHETO IOJs JTOKyMEHTa Ha PAacCTOSHUU He
Menee 10 MM OT BepxHero Kpas Jjmcrta. JlomyckaeTcs: co31aHne JOKYMEHTOB Ha JIUIEBON U 000POTHOM
CTOpPOHAX JIUCTA.

2.4. Tlpu IBYCTOPOHHEM CO3[aHMM JOKYMEHTOB IIIMpPHHA JIEBOTO IMOJs Ha JHUIEBOW CTOPOHE JHCTA U

IIpaBoOro IoJis Ha O60p0THOI>i CTOPOHE JIMCTA JOJIXKHBI OBITE PaBHEIL.

3. PeKBU3UTHI JOKYMEHTOB
3.1. Jlnsg pEeKBH3UTOB JIOKYMEHTOB, CO3/JaBacMbIX B OOIIEOOpa30BaTEeIbHON OpraHU3aIHH,
yCcTaHaBIUBAIOTCA MpaBmiia u TpedoBanus B cootBercTBuu ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOTO JIOKYMEHTA OIPEIEIICTCS €r0 BUIOM U Ha3HAYCHUCM.
3.3. Ilpu moxaroroBke ¥ OQOPMIICHHH JOKYMEHTOB B IIKOJE HCIONB3YIOTCA CIEAYIOIIHNE
PEKBUBUTHI:

e K0J (hOpPMBI TIOKYMEHTA;

e HAMMEHOBAaHUE IIKOJIIBI;

e  CIPABOYHBIE TAHHBIE O IIKOJIE;

e HAaWMEHOBaHUE BUJA JOKYMEHTA;

e J1aTa JIOKyMEHTa;

. pePHCTpaHHOHHLIﬁ HOMCPp JOKYMCHTA,



e CCBUIKA HAa PETMCTPALIMOHHBIA HOMEDP U JaTy JOKYMEHTa;
e MECTO COCTaBJIeHUs (M3/1aHUsI) TIOKYMEHTA;
e ajpecar;

e rpud yTBepKIeHUS TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

° TCKCT IOKYMCHTA,

. OTMCTKA O IIPHUJIOKCHHUHU

e rpud coriiacoBaHus JOKYMEHTA;

e BU3a;

e TOMIINCE;

e OTMeTKa 00 3JIEKTPOHHO MOAINCH;

e IICYATH;

e OTMETKAa 00 UCIIOJIHUTEIIE;

e OTMETKa O 3aBEPEHUU KOIIHH;

. OTMCTKA O MOCTYIUICHUH TOKYMCHTA,

e PE30JTIOLHS.

4. BJaHKM TOKYMEHTOB
4.1. JlokyMeHTBI, co37aBaeMble B 00Ie00pa3oBaTeIbHON OpraHu3anuu, oGOopMIISIIOTCS Ha OlaHKax,
M3TOTOBJICHHBIX HAa CTaHAAPTHBHIX JincTax Oymaru dopmatoB A4 (210x297 mm) u AS (148x210 mm).
OTtnenbHBIE BUJIBI TIOKYMEHTOB (Ta0JIMILIbI, CXEMbI, CMETHI) IOIYCKAeTCsl OPOPMIIATH C UCTIOTIb30BAaHUEM
dbopmata A3 (420x297mm). JIOKYMEHTBI, COCTABIIIONIME BHYTPEHHIO MEPENUCKY, OPOPMIISIOTCS HA
CTaHIApTHBIX JucTax Oymaru ¢popmara A4 (210x297 Mmm) 6e3 UCIIOIB30BaHUSI OJIAHKOB.
4.2. Kaxaplii THCT JOKyMEHTa, OGOPMIICHHBI Ha OilaHke Wiu 0e3 Hero, JOJDKEH HMETh IOJS HE
MeHee:

e 20 MM - neBoe;

e 10 MM - ipaBoe;

e 20 MM - BepxHee;

o 20 MM - HUXKHEE.

4.3. JIoKyMeHTHI JUTUTEeNbHBIX (CBBIHIE 10 JIeT) CPOKOB XpaHEHHUsI TOJKHBI UMETh JIEBOE MOJIE HE MEHee
30 mm.
4.4. Bupl 61aHKOB JOKYMEHTOB, TPUMEHSEMBIX B IIKOJIE:

e 00Ul OJIAHK;

e OJIaHK MHUCHMa;

e OJaHK KOHKPETHOTO BHUAA JOKyMeHTa (ONaHK TmpHKa3a, OJlaHK pacropspDKeHHs, ONaHK



MPOTOKOJIA U JIp.)
4.5. OOpa3ipl pa3pabOTaHHBIX W TMPUMEHIEMBIX B IIKOJIE OJaHKOB TIOJUIEKAT BKJIIOUEHHUIO B

MHCTPYKIIMIO IO JAEJIOIPOU3BOICTBY 00111€00pa30BaTEIbHON OPraHnu3alii B KAUYECTBE MPHUIIOKEHUI.

5. [Ipuka3ssbl

5.1. Tlpukazamu oGOPMIISIOTCS PEIICHHS IO ONIEPATUBHBIM, OPTaHU3AIUOHHBIM, YI€OHBIM, Ka[pOBBIM
U APYTrUM BOIpocaMm padOThl LIKOJIBI.

5.2. TIpoeKTbl TpPUKa30B TOTOBST OTBETCTBEHHBIE WCIIOJHUTENIM HAa OCHOBAHHWM MOPYYCHUH
TUPEKTOpa, ero 3amectutesiell. IIpoexThl MprKa3zoB MO JMYHOMY COCTaBY TOTOBUT JAUPEKTOP.

5.3. B npukazax TeKCT u3naraercs OT nepBoro juna eanacTBeHHOro yucina («[IPUKA3BIBAIOy).

5.4. Tekcr mnpukKaza MOXET COCTOSTh M3 JIBYX 4dacTel: KOHCTaTHpymooueld (mpeamMOynbl) H
pacropsiANTEIbHOM.

5.5. B koHcTaTupyromeld dYacTHM KpaTKO W3JararoTcs TIedu W 3aaadd, (GakThl W COOBITHS,
MOCIYKUBILIKE OCHOBAaHUEM JIJI M3JaHus npuka3a. OHa MOKEeT HauMHaThes cioBamu "B nensax", "B
coorBercTBuun", "Bo ucnonnenue", u T.1. Eciau npukas m3maercsa Ha OCHOBAaHUM JPYTrOro JIOKyMEHTA,
TO B KOHCTaTHUPYIOIIEH YacCTH YKa3bIBA€TCSd HAMMEHOBAHUE 3TOr0 JOKYMEHTa, €ro Jara, HOMEp U
3aronoBok. [IpeamOyna B mpoekrtax mpuka3zoB 3aBepmaercs cioBoMm «I[IPMKA3BIBAIO», kotopoe
revyaTaercs 3arjiaBHbIMU OyKBaMU.

5.6. PacnopsinurenbHasi 4acTh JOJDKHA COJIEP)KaTh MEpedHCIIEHUE MPEINUChIBAEMbIX NEHCTBUI C
YKa3aHUEM UCIOJHUTEN KaXKIOro JeWCTBUS W, NpU HEOOXOJUMOCTH, CPOKOB HCIIOJIHEHHUS.
PacniopsinutenbHass 4acTh JAEIUTCS HA IMYHKTHl U TMOJIIMYHKTBI, KOTOpPBIE HYMEPYIOTCS apaOCKuMU
uuppamu. [IeiicTBUS 0 JHOPOIHOTO XapaKTepa MOTYT ObITh IEPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B KkauecTBe UCHOJHUTENIEH YyKa3bIBAIOTCS 3aMECTUTENM JUPEKTOpa, MpelceaaTe WId
PYKOBOJUTENNU paboyux rpynn (KOMUCCHH), YUUTENS-NIPEIMETHUKU, KJIACCHBIE PYKOBOJUTEIH H
npyrue pabOTHUKU 00pa30BaTeNbHON OpraHU3aliH.

5.8. Ecnu mpuka3 u3aMeHsieT paHee U3JaHHBIA JTOKYMEHT (IIyHKTHI JIOKYMEHTa), TO OJWH M3 IyHKTOB
paclopsaUTENFHON YacTU TEKCTa JOJKEH COAEpKaTh CChUIKY Ha HM3MEHSEMBIH TOKYMEHT (TIYHKTHI
JOKYMEHTA) C YKa3aHHWEM €ro AaThl, HOMEpa U 3arojoBKa.

5.9. Eciu mpuka3 OTMEHsleT JAEHCTBUE paHee HU3JaHHOTO JIOKyMEHTa (IYHKTOB JIOKYMEHTa) C
OTPEJCIEHHON JaThl, TO OJWH W3 IIYHKTOB pPacHOpSAUTEIbHOW YacTH TEKCTa JIOJDKEH HAYMHATHCS
cioBamu "lIpu3HaTh yTpaTMBIIMM cuiy...", Aanee yka3bplBaTbCS JaTa, HOMEP M 3aroJloBOK paHee
U3JTAaHHOTO JIOKyMEHTa (IIyHKTa JOKyMEHTa), a TaKXkKe JaTa, C KOTOpoil oTMeHsieTcs ero neiicraue. Eciu
JaTa He yKa3aHa, TO JAEHCTBHE paHee U3/IaHHOTO JOKYMEHTa (IIyHKTHI JOKyMEHTa) OTMEHSETCS C JAaThl
W3J1aHUs HOBOTO IIPHKAa3a.

5.10. Eciu IMpUKa3 OTMCHSCT paHCC W3JIaHHBIN JAOKYMCHT C MOMCHTA HU3JaHUA, TO OOAWH W3 ITYHKTOB



pacnopsiANTENIbHONM YacTH TEKCTa JOJDKEH HauuMHAaThCs cioBaMu "OTMEHHUTb..."

U yKa3bpIBaThCs [aTa,
HOMED U 3arojJI0BOK paHEe U3JaHHOIO JOKYMEHTA.

5.11. Ecnu mpukas mpearnojiaraeTcsi BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3JaHus, HEOOXO0IUMO
yKa3aTb CpOK BBEIEHHs €ro B jencreue. IlocienHuil IyHKT paclopsAWTEIbHONM YacTH MOXKET
COJIEPKaTh CBEACHUA O HOJDKHOCTHOM JIMILE, Ha KOTOPOE BO3JIAracTCs KOHTPOJIb 3a HCIIOJHEHUEM
IpUKasa.

5.13. Ilpuka3el MOANMKUCHIBAIOTCS TOJILKO IHUPEKTOPOM OOIIe00pa3oBaTeIbHOM OpraHU3aluu  WIIN

PabOTHUKOM, UCTIOJHSIOIIUM €T0 00sS3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECleYeHHE CBOEBPEMEHHONM M KAauyeCTBEHHOW IOJATOTOBKH MPOEKTOB
MIPUKA30B U UX COTJACOBAHME C 3aMHTEPECOBAHHBIMM PAOOTHUKAMHU M OpPraHU3ALMSIMU HECYT aBTOPbI
MIPOEKTa MPHKa3a.

5.15. PerucrpannoHHble HOMEpa NPHCBAWBAIOTCS TpPUKa3aM 110 TOPSAJKY HOMEPOB B Mpeaenax
KaJIEeHJAapHOTO ro/a.

5.16. Jlata perucTpanuy npuKas3a sSBISICTCS JaTOH €ro MO ITHCaHu.

6. [IpaBuia, noJioKeHusi, UHCTPYKIUHU
6.1. [IpaBmiia — HOPMATUBHBIM aKT, ONPEACTSIOUINI MOPAJOK KAaKOro-mubo BHIA JESTEIbHOCTH,
YCTaHABJIMBAIOIINN WM 3apeIIalonui onpeaeIeHHOE MOBEACHHUE.
6.2. [TonoxxeHne — HOPMATUBHBIN aKT, JACTAJbLHO PErVIAMEHTHPYIONIUN MPaBOBOW CTATyC, MOPSIOK
OpraHu3aliy U MpoLEeaypy Kakoro-imoo Buia IesTeIbHOCTH.
6.3. UHcTpyKuMsS — HOPMATUBHBINA aKT, U3/1aBA€MbIil B LENSIX pPa3bICHEHUS U ONpPECIICHUs TOpsAaKa
MPUMEHEHHs] COOTBETCTBYIOIIEIO HOPMATUBHOTO akTa JHOO € IENbI0 yKa3aHus HOPM O cHocobax
BBITIOJTHEHHS OTIPE/ICIICHHBIX OTepaiuii (IeHCTBUI).
6.4. [IpaBuia, MOJOXKEHHS, MHCTPYKIMH MPUHUMAIOTCS (B 3aBUCHUMOCTH OT BHUAA JOKYMEHTa) Ha
CoBere mkonbl, 3acemanusx llemarormdyeckoro coBeTa, cOOpaHUSAX TPYIAOBOIO KOJUIEKTHBA,
3acenanusax [Ipodcoro3Horo KoMuTeTa MIKOIBI U JIP., YTBEPKIAIOTCSA JUPEKTOPOM.
6.5. IlopsimoK TOArOTOBKM MPOEKTOB IPaBUJI, MOJIOKEHHUS, HWHCTPYKIUU COOTBETCTBYET OOIIEMY
MOPSIIKY TMOJATOTOBKU MPOEKTOB MPUKa30B 00111e00pa30oBaTeIbHON OpraHu3aIiu.
6.6. TekcT mpoeKkTa MoJ0KEeHHUsI, IPaBUJI, HHCTPYKIIMHU MeYaTaeTcsl Ha YIUCTOM JucTe Oymaru opmara
A4.
6.7. OTTUYUTETHLHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABUII, TIOJOKEHUS, HHCTPYKIIUHU SBIISIOTCS:

e TOYHOCTh MPHUMEHSEMBIX (OPMYTUPOBOK O€3 HCIOIB30BAHUS CJIOB U TMOHSATUH, MUMEIOIINX

MHOYECTBEHHBIN CMBICIT,
e HCMOJH30BAaHHE KOPOTKHUX TMPEATOKEHUN, OOIIECIPUHATHIX BBIPAKEHUA U CBS30K, IIpH

HCO6XO,[[I/IMOCTI/I - HOpCABAPUTCIBHOC OIPCACICHUC HCIOJIb3YyCMbIX HOHHTHﬁ, COKp&H.ICHHfI,



ab0peBHaryp;
e ONHMCAHUE BCEX BO3MOXKHBIX BAPHAHTOB COOBITHMH M COOTBETCTBYIOIIMX WM BapHAHTOB
JeWCTBUH, T.€. OJHOTA MPEICTaBICHUS HH(OPMAIINH;
e CTPYKTYPUPOBAaHHOCTb TEKCTa C LENbI JOCTUKEHHUS HAWIydlledl [0CiIe0BaTeIbHOCTU
U3JI0’KEHUS MaTepuasa;
e MHUHUMH3AIMS TEKCTa C IMOMOIIBIO TpUMEHEHHus 0000meHnii (0030pOB MpEAIoIaraeMbIxX
NEeMCTBUI) U IPUMEHEHHUE NepeurciaeHuil (3a1a4, 3TarnoB, yCIOBUM U T.1.).
6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pa3padaThIBaEMBIX MPABUII, TIOJOKEHUS, HHCTPYKIIUH
- TEKCT JOKYMEHTa JEJIUTCS Ha IjaBbl, MYHKThl M MOJIMYHKTHI. [JaBbl JOJDKHBI MMETh Ha3BaHUS.

Hymepanus npousBoautcst apabckumu nudpamu.

7. IIpoToko. 3acenanusi (COBEIIAHMS)

7.1. [IpoTokon — JOKYMEHT, B KOTOPOM (UKCHUPYETCS XOJ OOCYKIEHHS BOIPOCOB U MPHUHSITHUS
pereHuit Ha coOOpaHUsX, COBEIIAHMIX, KOH(DEPEHINAX U 3aCeJaHUSIX KOJUIETUATbHBIX OPTraHoOB.

7.2. TIporokout 3acenanus (coBemanms) - (J1ajgee - MpOTOKOJ) 0POpPMIIIETCS Ha YHCTOM JIUCTE OyMaru
dbopmata A4.

7.3. PekBU3UT - "TeKCT MoKyMeHTa". PEKBU3UT COCTOUT U3 JBYX YacTEi: BBOJHOW U OCHOBHOM.

7.4. Bo BBOJHOM 4acTu YKa3bIBAIOTCS WHUIAAIBL, bamumun u OJKHOCTH
MpeiceAaTeNbCTBYIOIIEr0, CEKpeTapsi, MPUCYTCTBOBABIIMX Ha 3aC€JaHUH U, PU HEOOXOAUMOCTH, JIUII,
MIPUTJIAIICHHBIX Ha 3ace/laHue (COBEIIaHUE).

7.5. BBomHas dYacTb MPOTOKOJIa 3aKAaHUYMBAETCS I[EPEUYHEM pacCMATPUBAEMBIX  BOIIPOCOB,
MEPEYUCIICHHbIX B TMOPSJKE MX 3HAYMMOCTH C yKa3aHHEM JIOKJIaJyuKka [0 KaXJIOMY
paccmarpuBaeMoMy Bompocy. Bompocer ¢opmynupyrotcs ¢ npemigorom "O" ("O6"), mevararoTcs ot

IPaHULbI JIEBOTO MOJISI U HyMEPYIOTCS apabCKUMU LUppaMu.

7.6. OcHOBHas YacThb MPOTOKOJA COCTOUT M3 pa3leioB, COOTBETCTBYIOUIUX pacCMaTPUBAEMbIM
BOIIPOCAM U MX HyMEpaluu.

7.7. TexkcT MPOTOKOJNA U3JAraeTcsi OT TPEThero Jihla MHOoXecTBeHHoro uwmcna ("ciymanu",
"BpicTynun", "mocranoBunn", "permmnun").

7.8. IIpoTOKON TOMMUCHIBACTCS IJUIIOM, IMPEACeaTeTbCTBOBABIIMM Ha 3acelaHUU (COBEIIAHWU), U
cekpeTapéMm 3acenaHus (COBEIIaHus).

7.9. Tlpu otcyTrcTBHM cekpeTaps 3acelaHusl, B TOM UKCIE NMPU MPOBEACHUN OTIEPATUBHBIX COBEIIaHUM,
JOTTYCKAETCsI MOMUCAHKE MMPOTOKOJIA TOIBKO MpeceaTeIbCTBYIOIIM.

7.10. Tekct mpoTOKONA JOJDKEH OBITh TOJATOTOBJIICH HE TO3JHEE TpeX ITHEH co IHS 3aceIaHusl.
[TpoeKThl COOTBETCTBYIOMIMX IMYHKTOB MPOTOKOJIA BUSHPYIOTCS JOKHOCTHBIM JIUIIOM OTBETCTBEHHBIM

3a MMOArOTOBKY.



7.11. Jlata mpoTOKOJIa TOJKHA COOTBETCTBOBATH JIHIO MPOBEICHUSI COBELIAHNUS (3aceaHus).
7.12. Konuu MpOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPraHU3aMAM U JOJDKHOCTHBIM JIMIAM B

COOTBETCTBUHU C YKa3aTeJIeM PaCChUIKU, KOTOPBIA COCTABISET CEKPETaph 3aceIanus (COBEIAHN).

8. [lnaun
8.1. [Iman — HOKyMEHT, yCTaHABJIMBAIOUINH MTEPEUYCHb HAMEUCHHBIX K BBIITOJHEHHIO MEPOIIPUSATHH, UX
MOCJIEIOBATEIILHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOJIHUTEIICH.
8.2. Tlman odopmisercs Ha Jmcte Oymarum ¢opmata A4 ¢ HCHOJB30BAHUEM CIICAYIONINX
PEKBU3UTOB:

° HaAaMMCHOBAHHUE IIIKOJIbI,

e rpud YyTBEpKICHUS TOKYMEHTA;

e Jara JOKyMEHTa;

*  PETHCTPALMOHHBIN HOMEDP TOKYMEHTA;

° HAaNMMCHOBAHUC BHJa JOKYMCHTA,

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKYMEHTA;

e HaMMCHOBAHHE JOJDKHOCTH;

e TIOJIIHCH.
8.3. PexBu3ut — "Tekct mokymeHTa" oopmIsieTcs: B BUAE TaOIUIIBI C TpadaMu:

e HOMEp IyHKTA IUIaHa;

e HAaMMCHOBAHHE MEPOIIPUSITHS;

e CPOK UCIIOJIHCHUS;

e HCIIOJIHUTEIIb,

e [IPUMCYAHHC.

9. OTtuer

9.1. Otyer — MOKYMEHT, COJEpKAIIUii CBEACHUSA O pe3ylbTarax AEsITeNbHOCTH 3a OIpe/IeIeHHbIN
MIEPUO/T BPEMEHHU, BBITIOJIHCHUH MEPOTIPUSATH, TOPYICHUH, 3aITaHHA, TUIAHOB.

9.2. Otyersl, MpeAOCTaBIsieMble B OpraHbl TOCYJApPCTBEHHOW BIAacTH (B TOM UHCJIE€ B OpPraHbl
rOCy/IapCTBEHHOW CTaTHCTHUKH) M MMEIOIME YCTAHOBIEHHYIO MPAaBOBBIMU aKTaMHU TOCYIapCTBEHHBIX
opranoB (¢GopMy, CO3JAIOTCS IO YCTaHOBJIEHHOM TOCYJapCTBEHHBIMH opraHamu ¢opMe HU B
oTpeeIEHHOM UMHU TIOPSIKE.

9.3. OTuérhl, mpenocTaBisieMble COTPYAHUKAMH IIKOJBl B XOJ€ BHYTPEHHETO B3aWMOJICHCTBUS,
CO3AI0TCsI 10 TPaBUIIaM, YCTAHOBICHHBIM [Tl CO3/IaHUs CITY)KEOHBIX 3alHCOK.

9.4. Otuersl o¢opmisAroTcs Ha jucte Oymarm ¢(opmata A4 € HCIOJIB30BAaHHEM CIEIYIOLIUX



PEKBU3UTOB:
e HAMMEHOBAHME LIKOJIBI;
e JlaTa IOKYMEHTA;
e  PETHCTPALMOHHBIM HOMEDP TOKYMEHTA;

e HAaMMCHOBAHHC BHAAa JOKYMCHTA,

e 3aroJIOBOK K TEKCTY;

e TEKCT JJOKYMEHTA;

e OTMETKa O MPHJIOKEHUU (TIpU HAJIMYUK);

e HAaMMEHOBaHUE JIOJHKHOCTH;

e TOJIHUCH.
9.5. B tekcte oTuéra B 00s3aTENBHOM MOPSIKE JOJDKHO COJEp)KAaThCSd yKa3 Ha JAESTEIbHOCTS,
MEpOTIpUATHE, BHIJAHHOE MOPYUYEHHE, 3a/JaHUE, ITYHKT IUIaHa, TIOIeKAIINI BHIIOJHEHUIO, U pe3yJbTaT
O BBINOJHEHUHM, B TOM YHCIE C yKa3aHHEM Ha COOJIIOJEHHE WM HapylleHHWE MCIOIHUTEIbCKOM
JUCHMIUIMHBIL, YCTAHOBJIEHHBIX CPOKOB HCIIOJIHEHHS M HaJJiexallee MpeaocTaBieHue HH(opmanuu,
HEOOXOIMMBIX MaTepHalIOB (IIPOEKTOB JAOKYMEHTOB) COUCIIOJHUTEISIMHU (TIpU Yy4acTUH HECKOJBKHX

HCTIOJTHUTEIICH ).

10. IIncsmo
10.1. [Iucema roToBsTCA Kak:

e OTBETHI O BHINIOJHEHUH OPYYCHUH BBIIIECCTOSIIMX OPraHOB MCIIOJIHUTEIHLHOM BIACTH;

e OTBETHI Ha 3aIIPOCHI OPTaHU3ANH, IPEANPHUATHIA U YACTHBIX JIHII;

e MHHIMATHUBHBIC HCHMA.
10.2. Cpoku mOJArOTOBKH OTBETHBIX ITHCEM:

e C KOHKDPETHOW JaTOM MCIOJIHEHHS, YKa3aHHOW B IOKYMEHTE, - B YKa3aHHBIH CPOK;

e B COOTBETCTBUU C PE30JIOUUEH TUPEKTOPA U €ro 3aMECTUTENCH Ha OCHOBAHUH yCTaHOBJIEHHBIX

CPOKOB HCIIOJHEHUS IOPYYSHUH, 3aIIPOCOB HIIH 0 PEHICHUIO aBTOPA PE30JIIONUH.

10.3. TekcThl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3a/JaHMSAM, 3a(pUKCHPOBAHHBIM B
pesostorui. CpoKd MOATOTOBKM HMHHUIIMATUBHBIX THCEM ONPEAEISIOTCS CAMOCTOSITEIbHO aBTOPOM
IIPOEKTa MUCbMa C Y4ETOM HEOOXOAMMOCTH peIleHHs] KOHKPETHBIX 337a4 U (MJIM) B COOTBETCTBUM C
TpeOOBaHUSAMU 3aKOHOAATENIbCTBA, TOPYUECHUSIMHU HEITOCPEACTBEHHOTO PYKOBOAUTEIS.
10.4. Tlucbma mneuaTaroTcs Ha OJaHKe NUCbMa 00IE00pa30BaTENbHON OpraHU3ald C YIrJIOBBIM
PacroyoKeHNEeM PEKBU3UTOB.
10.5. JlonmonaHMTENbHO K pEKBU3UTaM OJlaHKa NHCcbMa TNpu O(OPMIIEHMH TIHCEM B IIKOJIE
UCTOJIB3YIOTCS CIEAYIOINE PEKBU3HTHI:

e ajJipecar,



e 3aroJIOBOK K TEKCTY;

e TEKCT IOKYMEHTa;

e OTMETKa O NMPUIOKEHUU;

e BU3a;

e TOJIIHCH.

e OTMETKa 00 MCIOJHHUTEIIE.
10.6. Ilpu odopmieHnHn mHChMa Ha JBYX M 0Oojiee CTpaHUIAX BTOpasi W IMOCIEAYIOIINE CTPaHUIIBI
HYMEPYIOTCSI TIOCEPEIMHE BEPXHETO T0JIS TUCTA apaOCKUMHU ITUdpamu.
10.7. [lucpMa MOIMMCHIBAET JUPEKTOP UM PAOOTHUKH, YIIOJTHOMOYECHHBIE IPUKA30M.
10.8. CnyxeOHBIC 3auCcKu
10.9. B mensix oOCymIECTBICHHUS B3aUMOJICWCTBUS MEXAY COTPYIHHUKAMH B paMKaX BHYTPEHHETO
JOKYMEHTO00O0pOTa B IIKOJIE TMPHUMEHSIOTCS CIy)XeOHble 3amucku. CirykeOHBbIe 3alMCKH SBISTFOTCS
CTPaBOYHO-WH(POPMAIMOHHBIMHA  JIOKyMEHTaMH. ABTOpaMH  CIY)K€OHBIX  3alMCOK  SIBIISIFOTCS
COTPYIHHUKHU 00111€00pa30BaTEILHON OpraHU3aIliu.
10.10. CnyxeOHasi 3ammcka MOKET COCTABIIATHCS 10 YKAa3aHWIO PYKOBOJICTBA WIIM TIO WHUIMATHBE
KOHKPETHOT'O COTPYAHHUKA.
10.11. ITpu opopmneHNH ciry>keOHOM 3aMUCKU OPOPMIISIOTCS CIASAYIONINE PEKBU3UTHI:

e ajpecar;

e JaTa JOKyMEHTA;

e HAaMMEHOBAHHE BUJA JOKYMEHTA;

e 3aroJIOBOK K TCKCTY,

e TEKCT JOKYMEHTa;
e OTMETKa O MPHJIOKEHUU (TIPU HAJIMYHUH);
e HAaMMEHOBaHHUE JIOJHKHOCTH;

e  TOJIHUCH.

10.12. Cny:xe0Hble 3aMMCKH MOTYT CO3/1aBaThCs Ha OyMa)KHOM HOCHUTEJIE U/ MM B AJIEKTPOHHOMN

dhopme.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTh BBIIAETCS COTPYAHUKAM IIKOJBI U O(OPMIISETCS MO MpaBHiiaM, YCTAHOBICHHBIM
HacTosimed WHeTpykiumed s muceMm, ¢ y4€ToM TpeOOBaHHMM TpakJIaHCKOTO 3aKOHOJATEIhCTBA
Pocculickoit denepaiiuy 1 HACTOSILIETO pa3iena.

11.2. TIpoeKT [OBEpPEHHOCTH TMOATOTABIMBACTCS M BU3UPYETCS COTPYAHHKOM, KOTOPOMY
JOBEpEHHOCTh OyneT BbIJaHA, IOCIIe Yero mnepenaéTcs B KaHLESAPUIO [JIs HAmpaBlIeHUS Ha

IIOANMMCAaHHUCE.



11.3. JIoBepeHHOCTh TOMMUCHIBACTCS TUPEKTOPOM HIIU JIMIIOM, OCYIIECTBIISIFOIIUM €T0 MOJTHOMOYMS

(MCTIONHSIOMMM 0053aHHOCTH ), M CKPETUISeTCs MeuaThio 001eo0pa3oBaTeIbHONW OpraHU3aIiH.

12. JloroBopsl, corJiamieHns, KOHTPAKTbI

12.1. JloroBopsbl, coriameHus, KOHTPAKTHI (Jlajiee - JOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU C
TpeOOBaHUAMHU T'PAXKAAHCKOTO, TPYAOBOTO, OIO/DKETHOTO M HMHOTO 3aKOHOJATenbcTBa Poccuiickoi
®denepanny, B 3aBUICUMOCTH OT PETYIMPYEMBIX JOTOBOPOM IIPABOOTHOUIEHUH U 0053aTE€IBCTB CTOPOH.
12.2. TlpoekT pmoroBopa TOJTOTABIUBACTCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
VOPAaBISAOLIMM) C YY4ETOM HEOOXOJAMMOCTH CBOEBPEMEHHOIO U KadeCTBEHHOIo oOecredeHus
HCIIOJIHEHUSI CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (DYHKIIHIT), TOJIHOMOYHI IIKOJIbI B LIETIOM.

12.3. TlpoekT pmoroBopa TOATOTABIUBACTCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
YIPaBISIONMM) COBMECTHO CO CHEHUANIMCTOM, K (YHKIHUSAM (TIOJTHOMOYHUSM) KOTOPOTO OTHOCHTCS
pellIeHre BOMPOCOB, SBJSIOMIMXCS TMPEAMETOM JIOTOBOPA, WM HUHBIM COTPYIHHUKOM IO MPSIMOMY
YKa3aHUIO TUpEKTOpa 001eoOpa3oBaTeIbHON OpraHUu3aIHHg.

12.4. HeoOxomumast IJisi TMMOATOTOBKH TPOEKTa JIOTOBOpa MH(OpPMAIUs COOMpPAETCS OTBETCTBEHHBIM
JULIOM (KOHTPAKTHBIM YIPABJSIOIIMM) B IMOPAIKE pabodyero B3aUMOJECHCTBUSA C y4ETOM IpaBHII,

YCTaHOBJIEHHBIX HacTosimeld MHCTpyKInen.

13. IIpuHUMTIBI OPraHU3ANMH JOKYMEHT0000poTa

13.1. B J0KyMEHTOOOOpPOTE BBLICISIOTCS  CICAYIOUIME JOKYMEHTOIIOTOKH:  TOCTYIAroIas
JTOKYMEHTAIMs (BXOIAIIAs ), OTIIPaBIIsieMast JOKYMEHTaIUs (MCXOas11ast), BHYTPEHHSISI JOKYMEHTAITHSL.
13.1. B cocraBe BXOASAIIEH W WCXOIAIICH JOKYMEHTAIMM MOTYT BBIICIATBCS JTOKYMEHTHI,
MOCTYMUBIINE W3 BBIMICCTOSANIMX, MOIPSTHBIX, MEIUIIMHCKUX M JPYrUX OpraHu3alyii, OpraHoB
MECTHOTO CaMOYIIPABJICHUSI, OOpAIICHUS TPaXKIaH.

13.3. Ob6pamenus rpaxiaH pPETUCTPUPYIOTCA U (QOPMHUPYIOTCS B Jiea OTIEIbHO OT JAPYrHX
JOKYMEHTOB 00111€00pa30BaTeIbHOW OpTaHU3aIlHH.

13.4. B mikonie JOCTaBKa M OTHpaBKa JIOKYMEHTOB OCYIIECTBISICTCS CPEICTBAMHU TOYTOBOW CBSI3H,
AIIEKTPOHHOW CBSI3M, a TaKXKe IO CUCTEME JJIEKTPOHHOTO ToKyMeHTooOopoTa (mamee - COJ). C
MOMOIIBI0 TIOYTOBOW CBSI3M B 0OII€00pa30BaTEIbHYI0 OpPraHU3alMI0 JOCTaBISETCS MHCbMEHHAs
KOPPECTIOH/IEHIIMSI B BHJIE MPOCTHIX MHCEM, 3aKa3HbIX MHCEM, MOYTOBBIX KapTOdek, OaHaepolell u

MCJIKHX ITaKCTOB, 4 TAKXC IICYATHBIC U3 JaHU.

14. IlepBuyHasi 00padOTKa NOCTYNAIOIIMX JOKYMEHTOB

14.1. I[OKYMGHTBI, nocrynaromue B MIKOJNY, TMNEpECHAOTCA Ha  PETUCTPALUIO  CCKPCTApPrO

0011e00pa30BaTeNbHON OpraHu3aluy U MPOXOIAT MEPBUUHYI0 00pabOTKy B JI€Hb MOCTYIJICHUS, IPH



MOCTYIUICHWH B Hepabouee BpeMsi - Ha cleayromuid pabdouwmit neHs. [Ipu mepBuuHO 00paboTke
JOKYMEHTOB TIPOBEpSETCS MPaBHIBHOCTh anpecoBaHusa. OMmMOOYHO NOCTYNHUBIIHE JIOKYMEHTHI
IIEpPEChUIAIOTCA 110 MPUHAAJIEKHOCTU WK BO3BPAILAIOTCS OTIPABUTENIO.
14.2. lokymentsl, noctynuBimue ¢ orMeTkamu "Cpouno", "Bpyuuts HememienHo", "OmnepaTuBHO",
HE3aMEeUINTEIbHO IPOXOAT NMEPBUUHYI0 00pabOTKYy U JIOKJIAAbIBAIOTCA AUPEKTOPY WU B Clydae €ro
OTCYTCTBHSI — 3aMECTHUTEIIO JUPEKTOPA [0 HAMPABJICHUIO JI€ATEIbHOCTH.
14.3. TloctynuBmMe TelerpaMMbl MPUHUMAIOTCS TOJ MOJNHUCH C MPOCTABICHUEM JaThl U BPEMEHU
IpreMa, perucTpUpyrTCs M0 TEM e MpaBuUiIaM, YTO U MHUChMA.
14.4. DnexTpoHHBIE COOOIIEHUS, aaPECOBAHHBIC JUPEKTOPY WM HAMpaBIEHHBIE B aApeC IIKOJIBI,
pacrneyaThlBalOTCsl U JOKIAIBIBAIOTCS JUPEKTOpPY WIM B ClIydae €ro OTCYTCTBUS — 3aMECTUTEINIO
TUPEKTOpa.
14.5. DnexkTpoHHBIE COOOIIEHHUS, 3aBEPEHHbIE 3JEKTPOHHOW MOJIMUCKHIO, TOJUIeKaT 00paboTKe 1o
MpaBUJIaM, IPETyCMOTPEHHBIM JIJIs TOCTYNAIoNIel (BXoAsIen) T0KyMEeHTaI| .
14.6. TloctrynmuBmasi (BXoAsmiasi) MAOKyMEHTAIWs paclpelensieTcs Ha pEeTUCTPUPYEMble W HE
MoJIeXKAaIlue PErHCTPaii TOKyMEHTHI.
14.7. He moyiexxat perucTpalyu:

e IIPUIJIACUTEIIbHBIE, 103/IPABUTEIbHBIC TUChMA U TEJIErPAMMBI;

e OuUIETHI

e IUIAHBI ¥ IPOTPAMMBbl CEMUHAPOB, KOH(GEPEHINH U JPYruX MOJ00HBIX MEPONPHSTHIL;

e JIOKYMEHTBHl 10 OyXTrajTepckoMy Y4eTy, MaTepUaJbHO-TEXHUYECKOMY O0eCHeueHu!o,

IUTAHOBBIE U (PUHAHCOBBIE JJOKYMEHTHI, IOCTYMNAIOIKE 0€3 CONPOBOAUTEILHOTO MUCHMA;
e peKJIaMHblE, KOMMEpPUYECKHE IPEIOKEHHS], B T.4. HOCTYIHUBIINE IO 3JIEKTPOHHOI MoyTe;
e II€YaTHBIE U3/1aHMUS;

e IIMCHMAa C IIOMETKOM «JIMYHO.

15. PermcTpamusi, y4eT ¥ PacCMOTpPeHHE PYKOBOAMTEIEeM TMOCTYNAKMMX (BXOISIIIHX)
JTOKYMEHTOB

15.1. IloctynuBmine (BXOISIINE) ITOKYMEHTHI PErHCTPUPYIOTCS TOJIBKO TIOCIAE HX MEePBUYHOMN
00pabOTKH ¥ HE3aBUCUMO OT CIIOCO0a MX JOCTaBKHU.

15.2. Peructpaiusi — mpocTaBlieHUE B HIDKHEM IPABOM YTy MEPBOTO JIMCTa JOKYMEHTa OTMETKH O
MOCTYIUICHUH C YKa3aHHUEM JIaThl TIOCTYIUJICHHS U BXOISIIETO0 PETUCTPAMOHHOTO HOMEpPa JOKYMEHTA ¢
00s3aTeNpHON 3alKMChlI0 B JKypHAI PErUCTpAllMU TOCTymawmeld (BXoadmiend) JAOKyMEHTAlUU.
CTpykTypa perucTpaloOHHOTO HOMEpPA, MOCTYMAMMIEro (BXOSIIET0) AOKYMEHTa, COCTOUT U3 €ro
MOPSIIKOBOTO HOMEpa U MHAEKCA JieNia 0 HOMEHKJIIAType Jell 0011e00pa3oBaTeIbHON OpraHu3aliy.

15.3. Perucrtparnus Bcex NOCTYNMUBIIUX (BXOMAAIINX) JOKYMEHTOB MPOU3BOJUTCS B Mpeaenax oOmero



JOKYMEHTOTIOTOKA. J[OKyMEHTBI, IOCTYNHMBIIME B WIKOJAY IO KaHajdaM (PaKCUMUIBHON CBS3H,
00pabaThIBAIOTCS M PETHCTPUPYIOTCS B OOIIEM MOPSIIKE.

Tekct mocrynuBIIeld  TenepOHOTPaMMBI  3aMCHIBACTCS B JKypHAJIE  PETUCTPALUH
TeneOHOrpaMM M MedaTaeTcsl Ha JJucTe OyMaru Juis nepeaadn Ha pacCMOTpPEHHE.
15.4. Tloctynatouue (BXoAdIME) TOKYMEHTHI IMEPENAIOTCs Ha pPAaCCMOTPEHHE PYKOBOJICTBY TOJBKO
[I0CJIE UX PETUCTPALUU U IPEJBAPUTEIHLHOIO PACCMOTPEHHS.
15.5. JlokymeHTBI, MOCTYMUBIIHE B 0O0II€00pa30BaTENbHYI0 OpraHU3alMIo, [0 BOIpOcaMm, He
TpeOYIOIIMM  PACCMOTPEHHUs  JUPEKTOPA, HANpPaBIAIOTCS  paOOTHUKOM  OTBETCTBEHHBIM  3a
JIeTIONIPOU3BOICTBO IIKOJIbI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3a1Ipoca.
15.6. JlupekTop B pe30JIOIMH OTIPEIEIISIET JIHII, OTBETCTBEHHBIX 32 UCIIOJIHEHUE TOKYMEHTA, U J1aeT UM
nopyueHue. PabOTHMK OTBETCTBEHHBIN 3a JENONPOM3BOACTBO IIKOJBI IEpelaeT JOKYMEHT Ha
UCIOJTHEHHE.
15.7. TlogmuHHUK JTOKYMEHTa C PE3OJIIONHEH PYKOBOAMTENS O00IIe00pa3oBaTeIbHON OpraHU3aIuu
HaIpaBJIIETCS UCIOJTHUTEIIO.
15.8. Ilpm HanMuUM HECKOJIBKUX HWCIIOJHUTENECH TIONIMHHUK JOKYMEHTa TIepelacTcs ToMY
WCIIOJIHUTEINIO0, KOTOPBIA B COOTBETCTBUU C YKa3aHHMSIMH [0 MCIOJHEHUIO SIBJSETCSI OTBETCTBEHHBIM,

OCTAJIBHBIC UCITIOJTHUTEIINU IMOJTY4arOT KOIIUIO JOKYMCHTA.

15.9. IloMMHHUK JTOKYMEHTa, KOTOPBII HCHOIHSIETCS HECKOJBKMMHU JOJDKHOCTHBIMM JIMLIAMHU,
M10JTy4aeT OTBETCTBEHHBIN HCHOIHUTENb. OCTalbHBIM UCHIOIHUTENSM EPEAAIOTCs KOMUU.
15.10. WM3roTtoBneHue Komuil JOKyMEHTa [Uli Iepelaud COUCHOJIHUTENSAM OCYIIECTBIISIETCS
cekpeTapeM 00111e00pa30BaTeIbHON OpraHU3aI|H.
15.11. Pe3outrorust COAep>KuT:
e yKa3aHME N0 UCIOJHEHUIO, COJIepXKallee KpaTKoe OIMCAaHHEe HEeoOXOqUMOro Juisi
UCIIOJIHEHUS IeHCTBHUS;
e yKa3aHME Ha CPOK, B TEUCHHME KOTOpPOro JIMOO 110 UCTEYEHHS KOTOPOro HEOOXOIMMO
UCIOJHUTH NPEANNUCaHHOE JIeHICTBHE;
e JIMYHYIO IOJIKCH aBTOPA PE30JIIOLHH;
e JIaTy MPOCTABJICHUS PE30JIOLUH.
15.12. Vka3aHue Ha CpOK, B TEYEHHE KOTOPOro JHOO JI0 HCTEUEHHs] KOTOPOro HeoOXO0AMMO
UCTIOJHUTh TpEINHCaHHOE JeHCTBHE, MOXET HEe BbIpaXaTbCsd KOHKPETHOW JaToil M cojepikarb
BBIPAKEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CpPOK" H T.II.
15.13. Pe3outtorust mumiercss Ha CBOOOJHOM OT PEKBU3UTOB MECTE IIEPBOTO JIMCTA IOKYMEHTA.
15.14. B cnyyae, Korja pe3oJIIOLUsS a/JpecoBaHa HECKOJIBKUM COTPYAHHUKAaM, TO OTBETCTBEHHBIM 32
UCTIOJIHEHUE JIOKYMEHTa B LIEJIOM SIBJSIETCS COTPYJHMK, YKa3aHHBIM MEpBbIM (BEpPXHHUM), JHOO

COTPYAHHUK, B OTHOIICHHUU KOTOPOI'O CACJIaHa ITIOMETKA O TOM, YTO OH ABJISICTCA OTBCTCTBCHHBIM.



16. Opranu3zanusi padoThl ¢ OTHPABJISieMbIMH (MCXOASAIIUMH) JOKYMEHTAMU

16.1. Mo mpemocTaBiieHUs TPOEKTA OTIPABISAEMOTO (MCXOISINEr0) JOKYMEHTA Ha TIOANUCH JUPEKTOPY
WIM HHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM I[OPSIKE HA MOJIMCAHME JIMIY OCHOBHOM
WCTIOJIHUTENb MPOBEPSET MPAaBUIBHOCTh O(GOPMIICHHS OTHPABISIEMOro (MCXOJIIEro) JTOKYMEHTa Ha
COOTBETCTBUE TpeOOBaHUAM HACTOSIIIEH NHCTpYKIHH.

16.2. Tlpn MOATOTOBKE OTHPABISIEMOTO (MCXOMAMIETO) JOKYMEHTa KaK OTBETa Ha TOCTYIHMBIIUIN
(BXOOsIIMi) JOKYMEHT HCHOJHUTENb NPUKIAABIBAET K MOJATOTOBIEHHOMY IPOEKTY BXOJSAIIMM
JIOKYMEHT.

16.3. IIpoeKThl OTIpaBIAEMBIX (MCXOISIINX) JOKYMEHTOB C YYETOM COONIOJICHHS YCTaHOBJIEHHOTO B
PE30JIIOINK CPOKa MCIIOIHEHUS TMEepeatoTCsl OTBETCTBEHHBIM HCIIOJHUTENIEM CEKpETapro HIKOJIbI IS
HaIpaBJIEHUS Ha TIOIUCaHHUE.

16.4. TloamucaHHble  OTHpaBiisieMble  (MCXOSIINE) JOKYMEHTBI, TMEPEHaloTcsi  paOOTHHUKY
OTBETCTBEHHOMY 3a JJIOIPOU3BOJCTBO IIKOJIbI, KOTOPBIA OCYLIECTBIISIET MPOBEPKY KOMILIEKTHOCTHU U
COOTBETCTBUS KOJMYECTBA SK3EMIUISIPOB OTIPABISAEMOrO (MUCXOAIIET0) TOKYMEHTA CIIUCKY PacChUIKH,
a TaKKe MPaBWIBHOCTh O(hOPMIIEHUS JOKYMEHTA COTJIAaCHO HACTOSIIEH HHCTPYKIIUH.

16.5. B caydae HapylieHUs KOMIJIEKTHOCTH WJIN COOTBETCTBHS KOJIMYECTBA, & TAKXKE MPABUIBHOCTH
o(GopMIICHHS JOKYMEHTA COIVIACHO HACTOSIIEH MHCTPYKLUHU OTHPABIsEMbIE (MCXOAIINE) JOKYMEHTBI
HEe3aMEeUIUTENbHO BO3BPALIAIOTCA CEKPETAPEM ILKOJIBI OTBETCTBEHHOMY HCIIOJIHUTEINIO WM B Cilydyae
OTCYTCTBHSI OTBETCTBEHHOTO HCIIOJIHUTENS €r0 HEMOCPEICTBEHHOMY PYKOBOJIUTENIO AJIS YCTPAHEHUS
HapYIICHUH.

16.6. JlokyMeHTBHl IOcJI€ HX HOJANMCAHUS JIUPEKTOPOM WJIM HHBIM YIOJHOMOYEHHBIM JIULIOM
NEPEAI0TCS CEKPETapO MIKOJIbI AJISl PEIUCTPALlUH U OTIPABKH.

16.7. Peructpanust oTnpaBiasieMbIX (MCXOIAIIMX) JOKYMEHTOB OCYLIECTBISIETCSA IOCIE IPOBEICHUS
paOOTHUKAMU KaHLEJISAPUH, OTBETCTBEHHBIMM 3a JEJIONMPOMU3BOJCTBO, IPOBEPKU KOMIUIEKTHOCTH H
COOTBETCTBUSl KOJIMYECTBA HK3EMIUIIPOB, a TaKKe IPaBWIBHOCTh O(OPMIIEHUS OTIPABIIIEMOIO
(McxomdIero) 10KyMeHTa.

16.8. Peructpanus co3gaBaeMbIX JOKYMEHTOB OCYIIECTBIISIETCS B J€Hb IOANUCAHUS WU
YTBEpKJEHHU 100 Ha cieayouuil pabounii 1eHb.

16.9. CBeneHust 0 perucTpupyeMbIXx OTHIPABISIEMBIX (MCXOASIIUX) JOKYMEHTaX BHOCATCA B XKYypHal

perucTpanuu oTIpaBiIseMon (MCXosmeil) JOKyMEeHTaIUH.

16.10. PeructpanrioHHbIi HOMEp U JaTa OTIPABISEMOTO (MCXOSIIET0) JOKyMEHTa MPOCTABISIOTCS HA
MOJUIMHHUKE JOKYMEHTa B pPEKBU3UTaX ONaHKa W Ha OK3eMIULIpe, OCTalolleMcs B Jene
0011e00pa30BaTeNbHOM OpraHnu3aluy.

16.11. CtpykTypa perucTpaliOHHOIO HOMEpa OTIPABIAEMOro (MCXOJAIIEr0) JOKyMEHTAa COCTOUT M3

€ro MOPAAKOBOI'O HOMCPA U UHACKCA JICJIa IT0 HOMCHKJIATYPEC ACJI IIKOJIBI.



16.12. OtnpaBka JOKYMEHTOB IMPOU3BOJUTCS IEHTPAIM30BAHHO PAOOTHUKAMM KAHLESPUU IIKOJIBI,
KOTOpPBIE MPOU3BOAAT X COPTUPOBKY O CHOCOOY OTIpaBieHHs (MPOCTasi, 3aKa3Has, MEXIyHAPOIHAS
u Jp.).
16.13. IlucbMma, TenerpaMmsbl, OTKPBITKH, OaHIEPOIU U TIEYaTHBIC U3AAHUS OTIPABIISIOTCS IOYTOMH.
daxcorpamMmbl 1 Tese(hOHOTPaMMBI TIEPENAIOTCS 10 KaHaiaM TeJIe(h)OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOUICHHS OTHPABISAIOTCS C O(PUIMAIBHOTO TOYTOBOTO AIIEKTPOHHOTO
ajpeca 0011e00pa3oBaTeIbHON OpraHU3aINH.
16.15. [Mucema, TemerpaMmbl, OTKPBITKH, OaHIEPOITH, (pakcoTpamMMBIl, HIIEKTPOHHBIE COOOIIEHNS, HE
CBsI3aHHBIE C paboueil NesITeTbHOCTHIO, K OTIIPaBKE HE TPUHUMAFOTCS.
16.16. JlokyMeHTHI, OTIPaBIIEMbIEC CPEACTBAMU ITOYTOBOM CBSI3U MPOXOIAT:

e  YIaKOBKY;

e ajapecoBaHue (IIpW HAINpaBIEHWU JOKyMEHTa Oojiee ueM B 4 aapeca) — B COOTBETCTBHH C

yKa3aTeJeM PacChUIKH, Ha KKIOM 3K3EMIUTSIPE IChMa YKa3bIBAeTCS TOJIBKO OJIMH ajpecar.

e MPOCTaBJICHUE CTOMMOCTH MTOYTOBBIX YCIIYT;

e TIepeaavy B TIOYTOBOE OT/CIICHHE CBSI3H.
16.17. Ilpu mOATOTOBKE W OTIpPaBKE IMHCEM HEOOXOJMMO YYUTHIBATH TNPABWIA, YCTAHOBJICHHBIE
puka3oM MUHHUCTEPCTBA CBSA3M M MAacCOBBIX KOMMYyHHUKanuii P® ot 31 wumions 2014 r. N 234 "O6
yTBepkieHnu [IpaBui okazaHus yciiyr mOYTOBOM CBSI3U".
16.18. JlokyMeHTBI, OTIPABISIEMbIC CPEJCTBAMHU ITOYTOBOM CBSI3U B OJIUH a/IPEC, BKIIAJILIBAIOTCS B OJIMH
KOHBEPT.
16.19. Hcxoasiue MOKyMEHTHI, IpeJHa3HaYCHHbIE JUIsl OTIIPABKU cpeAcTBaMH (PaKCUMUIIBHOM CBSI3H,

OTIIPABJIAIOTCA pa6OTHI/IKaMI/I KaHLECIIAPUA 061H€O6p330BaTeHBHOﬁ OpraHu3aluu.

17. Pa3pa6oTKka u BeleHHe HOMEHKJIATYPBI e

17.1. JlokyMeHTaJbHBIH (HOH] IIKOJIBI — COBOKYITHOCTH IOKYMEHTOB, 00pa3yIOMIUXCsl B IPOLIECCE €ro
IeATeNbHOCTH.  JIOKYMEHTaJbHBI  (OHJ MIKOJBI  COCTaBJIIOT  JOKYMEHTHI, CO3JIaHHBIE B
001eo0pa3oBaTebHON OpraHu3aly U MOJyYEeHHBIE €10 B Pe3yJbTaTe B3aHMMOJCHCTBUS C OpraHaMu
rOCY/IapCTBEHHOH BJIACTH, OPraHaMHU MECTHOTO CaMOYIpPAaBJICHUS, IOPUAMYECKUMH U (U3HUECKUMU
JUIIaMH.

17.2. HomeHknaTypa Jen sBIse€TCS OCHOBOM (POpMHUpPOBaHMS JOKYMEHTAJIbHOIO (OHAA IIKOJIBI U
IpeJCTaBiIseT cCOOON CHCTEMAaTU3UPOBAHHBIN MEePEUeHb 3aroJIOBKOB (HAMMEHOBAHUIN) /€1, 3aBOIUMBIX
B ILIKOJIE, C YKa3aHHEM CPOKOB UX XpaHEHMsI, 1 O(OPMIICHHBIH B COOTBETCTBUU C MPABOBBIMU aKTaMH,
pPEeKOMEHJAMAMU U METOAMYECKMMM  yKa3zaHusMM  opraHoB  Poccuiickoit ~ ®denepanmu,
YIIOJIHOMOYEHHBIX B c(epe rocyJapCTBEHHOTO YIpPaBJICHUs apXWBHBIM JEJIOM, JIEJIONPOU3BOJICTBA U

,Z[OKYMCHT0060p0Ta.



17.3. HomeHknartypa aei COCTaBISIeTCS Ha OCHOBE M3YUYCHHUs MOJOKEHUH, MHCTPYKUMH M TpaBuUI, a
TaKKe JIPYTUX JOKYMEHTOB, PEriaMeHTUPYIOLIUX JIEATEIbHOCTh 0011e00pa30BaTeIbHON OpraHu3alny,
a TaKKe HOMEHKJIATYp €)1 3a MIPEALIECTBYIOIINE I'0/Ibl U IOKYMEHTOB, 00pa3yIOIIUXCs B AEATEIbHOCTH
0011e00pa30BaTeNbHOM OpraHn3aluy.

17.4. HomeHkiiaTypa Jell MCHOJB3YyeTCs Uil TPYNIUPOBKU MCIIOIHEHHBIX JIOKYMEHTOB B JI€la,
CHUCTEMAaTH3allMi U ydeTa Jiell, ONpeesieHUs] CPOKOB UX XpaHEHUs U NOMCKAa JOKYMEHTOB, SIBIISIETCS
OCHOBOH JJIi COCTABJICHUSI ONMCEH i€l MOCTOSIHHOIO U BpeMeHHoro (cBbimie 10 yiet) XxpaHeHus, a
TaKoKe 7151 yueTa Jies1 BpeMeHHOro (110 10 JieT BKIIOUUTENIBHO) XpaHEeHUSI.

17.5. Homenknatypa fiei BBOJUTCS B ACMCTBUE TIPUKA30M IO IITKOJIE.

17.6. HoMeHkiaTypa Jiej TOTOBUATCS B TPEX DK3EMILIAPAX:

e JUJId IOMCHICHHA B HOMCHKIIATYPHOC ACTI0 U MOCTOAHHOI'O XpaHCHUA

e ISl UCHOJIb30BaHUS B paboTe OTHAEIOM JIeJONpPOM3BOJCTBA (KaHIENIsApHEl), cekpeTapeM
IIIKOJIBI;
o JJIs1 XpaHeHI/ISI B apXI/IBe IIKOJIBI.
17.7. 3 HOMEHKIATypbl JeJ MIKOJIbl OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE JEIOMPOU3BOJCTBA
0GOPMIIAIOTCS BBITUCKH I K&KJIOTO W3 TOJIPA3JCICHH W OTAENOB 001eo0pa3oBaTeIbHOM

OpraHu3aIuim.

18. ®opmupoBaHue aes1 U UX Tekyllee XxpaHeHue. [IoAroToBka 10KyMEeHTOB U /1eJI K Mepeaaye Ha
apXMBHOe XpaHeHHe

18.1. ®opmupoBaHue nea — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JeJla B COOTBETCTBHH C
HOMEHKJIATYpO# JieN1 00m1ieo0pa3oBaTenbHON OpraHu3allid U CHUCTEMAaTU3alis JOKYMEHTOB BHYTPH
nena.

18.2. llena co mHsS WX 3aBelCHHA IO TEpeJaddl B apXWB IIKOJbl MM HAa YHUYTOKCHHE XPAHATCS MO
MecTy UX pOpPMHUPOBAHUSL.

18.3. Ilpuka3ssl 1O OCHOBHOH, aJIMHHUCTPATUBHO-XO3SHCTBEHHOH, Yy4eOHO-BOCIIUTATEIHLHON
JEATETLHOCTH IIKOJIBI, TPYIIIUPYIOTCS OTAEIBHO OT MPHKA30B IO JINYHOMY COCTaBY paOOTHUKOB H I10
JMYHOMY COCTaBY 00ydJaromMXcs (y4aluxcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynmupyercs 3a NEepUOJ KaJeHJApHOTO ToJa U CUCTEeMaTU3UpyeTcs B
XPOHOJIOTHYECKOH MOCIIe0BATETbHOCTH.

18.5. [IpoBepka HaIW4MSA U COCTOSHUS JOKYMEHTOB U JIe] MPOBOJUTCS MPH MEPEeMELIEHUH e, MPH
BO3Bpare e, MPHU PeopraHu3alui UM JUKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3alHiH.

18.6. B apxuB oOmieoOpa3oBaTenbHOM OpraHu3aluu (ajiee - apXuB) NepeatoTes Jesia MOCTOSIHHOTO,
BpeMeHHOro (cBbie 10 J1eT) CpOKOB XpaHEHMs U IO JIMYHOMY COCTaBy uepe3 3 roja mocie roja, B

KOTOPOM JOKYMCHTEIL ObLIH TMOMCIICHLBI B I€JI0O HAa XPAHCHUC.



18.7. Tlepenaua JOKYMEHTOB B apXUB MIPOU3BOTUTCS 110 YTBEPHKICHHBIM OTIUCSM JIET.
18.8. TloaroTtoBka MOKYMEHTOB W JeN K Tepefade Ha apXWBHOE XPAaHCHWE W HA YHUYTOKCHHE
peIyCMaTpUBaeT:

e JKCIEPTHU3Y IEHHOCTH JIOKYMEHTOB;

e COCTaBJICHHE OTHCEH JeJT TI0 Pe3yIbTaTaM dKCIEPTH3BI UX IEHHOCTH;

e odopmiieHue me;

e COCTaBJICHHC aKTOB HA YHHUYTOKCHUE JOKYMECHTOB U JIeJ C UCTCKIIIMMH CPOKAMH XPaHCHHS.
18.9. DkcrepTH3a IEHHOCTH JOKYMEHTOB IOCTOSIHHOTO W BPEMEHHOTO XPaHCHHS OCYIIECTBIISCTCS
€XKEroJHO JUIOM (JIMI[aMU), Ha3HAYEHHBIM TMPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMHU) 3a
apXMBUPOBAHHE.

18.10. B nemo momeraercst He Oojyiee 250 ymcToB (TONIMHA Jeiia MPU 3TOM COCTaBIIsIeT He Ooiee 4
cMm). Ilpu OGonbpIoM KoiHMUYecTBE JAOKYMEHTOB (QopMupyroTcss ToMa (4acT) nena. BHytpu nena
JOKYMEHTBI PACIOJIaralOTC B XPOHOJOTHYECKOM TIOPSIKE B COOTBETCTBHHM C OIMMCHIO. B jgenma
MTOMEIIAF0TCS TOJIEKO UCTIOJTHEHHBIE, MPaBUIBHO 0(DOPMIICHHBIC IOKYMEHTBI.

18.11. JIokyMeHTBI BHYTPH Jiejla pAacCIIOJIaraloTCs CBEPXY BHH3 B XPOHOJOTHYECKOH, BOMIPOCHO-
JIOTUYECKOM MOCIeI0BaTeIbHOCTH WIIM UX COYeTaHUH. PacriopsiauTenbHble JOKYMEHTBI TPYIIUPYIOTCS
B JIeJIa M0 BUJIaM M XPOHOJIOTUU C OTHOCSIIIUMUCS K HUM HPUITIOKEHUSIMHU.

18.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B JIEJI0 1O andaBUTy GamMumi.

18.13. Odopmienne nena mnpemycMaTpuBaeT: OQOpMIICHHE PEKBH3UTOB OOJOXKKH Jeja  T0
YCTaHOBIICHHOW (opMe; HyMepaluio JUCTOB B JIeJie KapaHJalloM B BEpPXHEM I[PaBOM YIIIY;
COCTaBJICHUE BHYTPEHHEW OINHKCU JOKYMEHTOB Jejia, MOJIIMBKY U IeperuieT aeia. Jluct Gompmioro
(dopmara, HOIMIUTHIN 32 OAUH Kpall, HyMepyeTcsl KaK OJIMH JIUCT B IIPaBOM BepXHEM yriy. JIOKyMEHTHI
¢ COOCTBEHHON HyMepalllei JUCTOB, B TOM YHCJIE TIeUaTHbIC U3/1aHus, HYyMEPYIOTCS B OOLIEM MOPSIKE.
18.14. JIucTsl 1€, COCTOSAMMX U3 HECKOJIBKIX TOMOB WJIM YacTel, HyMEPYIOTCS 10 KaKJIOMY TOMY WJIH

4aCTHu OTACIIBHO.

18.15. Ilocme 3aBepuIeHHs HyMepalWu JIMCTOB COCTABIISICTCS 3aBEpUTENbHAs HAIIHCh, KOTOpas
pacrioyiaraeTcsi B KOHLE Jiesla. 3aBepuTesibHasi HAANUCh COCTABIICTCS B JieJie Ha OTIEIbHOM JIUCTE-
3aBepuTese Jena.

18.16. B 3aBepuTenbHON HaaMUCH HU(PPaMU U IPOMUCHIO YKa3bIBAETCS KOJIMYECTBO JIUCTOB B JAHHOM
nene. 3aBepuTeNbHAs HAANUCh TMOJIHMCHIBAETCS €€ COCTAaBUTENEeM C YKa3aHHeM pacuIM(ppOBKH
MOJIUCH, JODKHOCTH M J1aThl cocTaBieHus. KoaMuecTBO JMCTOB B Jiee MPOCTABIIsETCS HAa 00JI0XKKe
Jiesia B COOTBETCTBUU C UTOTOBON HAITUCHIO.

18.17. PexBu3uT '"Cpok XpaHeHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY Jiela W3 COOTBETCTBYOILEH
HOMEHKJIATYphl JIeNl TOCJIE€ CBEPKH €ro CO CPOKOM XpaHEHHUs, YKa3aHHbBIM B II€peYyHEe TUIOBBIX

AOKYMCHTOB WJIM B IICPECYHC NOKYMCHTOB, 06pa3y}01u1/1xc;{ B OCATCIBbHOCTHU (I)eaepanLHoro opraHa, €



YKa3aHHEM CPOKOB XPaHECHHUS.
18.18. Ha nenax mocTOsIHHOTO XpaHEHUs MuiIeTcs: "X paHuTh HOCTOSHHO".

18.19. Ilpuem pnen TPOU3BOIUTCS COTPYAHUKOM, YIIOJTHOMOYCHHBIM Ha BEICHHE [ESITEIHHOCTH
apxuBa, ¢ IPOCTAaBJICHUEM B JBYX SK3EMIUISIpAX OMUCH €I OTMETOK O HaJIM4YUHU KaXJOro jena (Ha
KQXJIOM DJK3EMIUISIPE ONUCH YKA3bIBAECTCS KOJIMYECTBO (DAKTHUECKH MPUHSATHIX JeJ, JaTa MpHeMa-

nepcaadyu AcCJI, a TAKKEC MOAINMKUCHU apXUBUCTA U COTPYAHHKA, IEPCAaBIICTO ACIA.

19. 3ak/0yuTeIbHBIE MOJI0KEHHUSI

19.1. Hacrosimas MHCTpYKIMSI IO JIEIOMPOU3BOJICTBY SIBJISIETCS JIOKAIBHBIM HOPMATHBHBIM aKTOM
0011e00pa3oBaTeNIbHOM ~ OpraHu3anuu, mpuHuMaeTcs Ha OOmeM coOpaHuu pPabOTHUKOB U
yTBepkaaeTcs (BBOAUTCS B ACUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHHON OpraHu3aIiu.
19.2. Bce u3MeHEHHsI W JIOTIOJIHCHHS, BHOCHMBIC B HAcTOsIIyl0 WHCTpyKIHi0, O(QOPMIISIOTCS B
MUCBbMEHHOU (popMe B COOTBETCTBUHU ACUCTBYIOIINM 3aKOHOAaTenbcTBOM Poccuiickoit denepanun.
19.3. UHCcTpyKIHMS TO JICTONPOM3BOJCTBY B INKOJE TPHHUMACTCS HAa HEONPEISIICHHBIH CpOK.
N3menenns u ponojgHeHuss K MHCTpYKUMM NPUHUMAIOTCA B TOpsAKE, MpeaycMoTpeHHoM m.19.1.
Hacrosmen NHCTpykimu.

19.4. Tlocne mnpunarus WMHCTpykKumM (WM HM3MEHEHWH W JIOTIOJHEHHMHA OTICNBHBIX IYHKTOB U

pa3zesioB) B HOBOM peqaKIuy IpeablIylias peJakius aBTOMAaTUYECKU YTPauyuBaeT CHUITY.



Ipunoowcenue Ne 1

IIpaBuia

oopMJIeHHSI PEKBU3UTOB TOKYMEHTOB

1. Jlns TDOATOTOBKM JOKYMEHTOB TMPUMEHSETCS TEKCTOBBIM PpEmakTop, OOECIeunBarOIIUN
TpeboBaHUs TpaUIECKOro BOCIIPOU3BEACHUS PEKBU3UTOB JOKYMECHTA.

2. Bunsl 1 pasMepsl ucnosibdyembix mpudTos: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOJIMKEHHBIE K HUM.

3. Tlpu TmOAroTOBKE TEKCTOB B TaONMIAX, Ui OOSCIEUCHUs JIydlIeH YUTAeMOCTH JIaHHBIX,
JIOTIyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

4. Jlnara3oH UCIIOIb3YeMBIX MEXIYCTPOUHBIX HHTEPBAJIOB: OT OJJUHAPHOTO JI0 TIOJTYTOPHOTO.

5. AG3arHbIi OTCTYI TeKCTa JoKyMeHTa - 1,25 cm.

6. 3aroJIOBKHM pa3esioB W TOPA3/IeNIOB IMEYAaTAIOTCS C a03aI[HBIM OTCTYIIOM HJIM IIEHTPUPYIOTCS T10
ITUPUHE TEKCTA.

7. MHOTOCTpOYHbIE PEKBU3UTHI MEYATAIOTCSA Yepe3 OJUH MEKCTPOUYHBIH MHTEpPBaj, COCTABHbBIE
YacTHU PEKBU3UTOB OTIEISIIOTCS TOTOJHUTENIbHBIM HHTEPBAJIOM.

8. Ecnu noKyMEeHT TOTOBUTCS Ul M3JaHUSA C YMEHBbIICHHEM MacuiTaba, TeKCT revyaTaeTrcs depes
JIBa MHTEpBaja.

9. UnTepBain mex 1y OykBaMH B clIoBax - OObIYHBINA. IHTEpBan Mex 1y ClI0BaMu - OJIMH MPOOer.

10. TekcT noKyMeHTa BbIpaBHUBAETCS IO IIMPHUHE JKcTa (TI0 TpaHUIaM JIEBOTO U MPABOTO MOJjIei
JIOKyMEHTA).

11. /InmHa camMoil JTMHHOM CTPOKM PEKBU3UTA MPHU YIIIOBOM PACIIOIOXKEHUU PEKBU3UTOB He Oojee 7,5
CM.

12. JInuna camoil AJMHHOW CTPOKM PEKBH3UTA MPH MPOJOJIHLHOM PACIOJNIONKEHUH PEKBU3UTOB HE

ooiee 12 cm.

13. Koa dopMel IOKyMeHTa

Kon dopmbr nmokymeHTa mpocrtaBiseTcss Ha yHUDUIHUPOBAHHBIX (opMax JOKYMEHTOB, B OCHOBHOM
UCIOJIb3YeMBIX B KaJIPOBOM JIOKyMEHTOOOOpOTe IIKOIbl. Pacnomaraercs kon ¢opMbl B TPaBOM
BEpXHEM YIIy pabouero mojis JAOKyMEHTa, cocTouT u3 cioB "dopma mo" (HauMeHOBaHUE

KJaccupukaTopa) v UPpoBOro Koja.

IIpumep - @opma no OKY/[ 0301001.



14. HanmeHOBaHME IIKOJIbI

HauMeHoBaHME MIKOJBI  JIOJDKHO COOTBETCTBOBATh  HAMMEHOBAHHIO  FOPUIUYECKOrO  JIHIIA,
3aKpEeIUICHHOMY B €r0 y4peIuTeNbHBIX HoKyMeHTax (YcraBe oOmeoOpa3oBaTebHON OpraHHU3aINN).
[Ton HaMMeHOBaHMEM IIKOJBI B  CKOOKAaX  yKa3bIBaeTCs  COKpAICHHOC  HAWMCHOBAHHUE
0011e00pa30BaTeNbHOM OpraHn3aug.

Ha)1 HAaNMMCHOBAaHHEM HIKOJIbI - YKA3bIBACTCA ITOJTHOC HAMMCHOBAHHNEC BI)IHIGCTOﬂIIIef/'I Oprafuvs3anunu.

15. CupaBoyHBIE€ JaHHEBIE O IIIKOJE

CripaBouHbI€ JIaHHBIE O IIKOJIE BKJIIOYAIOT B ceOsi: MOUYTOBBIM aapec, Homepa TenedoHa, dakca, aapec
ANEKTPOHHOM MouThI, Ko 1Kokl 1o OKIIO (mpoctasnsiercs: mo O01epoccuiickoMy KiiaccuPpukaropy
NpEeaNpUsITH M OpraHu3anuil), OCHOBHOW ToCyJapCTBEHHBbIH peructpaunoHHsii Homep (OI'PH),
UACHTU(DUKAIIMOHHBI HOMEp HAaJOTOIUIATENBIINKA/KOJ MTPHYUHBI ITOCTAHOBKM Ha HAJIOTOBBIA ydYeT
(MHH/KTIIT).

16. HanmenoBanue BHUJa TOKYMCHTA

PexBu3uT ucnonp3yercs sl yKasaHUs BHUAA JOKYMEHTA W pacIojaraercs IOoJ PEeKBHU3UTOM
«HaMEHOBaHHWE 001Ie00pa3oBaTeIbHON oOpraHu3anuuy. HanMeHoBaHWE BHIA JTOKyMEHTa HeE

YKa3bIBa€TCA B IIMCbMax.

17. Jara noxymeHTa

Jlatoit JoKkyMeHTa SBISETCS JaTa ero noanucaHus (TpuKa3, MUChMO, 3alUCKa, akT W J1p.),
YIBepXKIeHHUsT (MHCTPYKLHUS, TIOJO0XKCHUE, IpaBHia, PETJaMEHT, IUIaH, OT4YeT W JIp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOI).

Jlata JOKyMEHTa TMPOCTABJSICTCS JOJDKHOCTHBIM JIMIIOM, TOJITHCHIBAIONIUM WM YTBEPIKIAIOIIUM
JOKYMEHT, WU MPU PETUCTPAIMK JOKYMEHTA, WIH HEMOCPEICTBEHHO COCTABUTENIEM TP MOATOTOBKE
JOKyMeHTa (cIy)KeOHast 3aicKa, 3asBICHUE U Jp.).

JIOKyMEHTBI, M3/1aBaeMbleé COBMECTHO C JIPYTUMHU OpPraHU3ALMUSMHU JOJDKHBI UMETh OIHY (CIUHYIO)
nary.

JlaTy ToKyMeHTa O(bODMJ'IfIIOT aDa6CKI/IMI/I HI/Id)DaMI/I B MMOCJICAOBATCIIbHOCTH

e JIeHb Mecsla, Mecsl, rof. JleHp Mecsna u Mecsal opopMIISIOT IByMs apamMu apaOCcKux udp,
pa3fe’aeHHbIMM TOYKOM; TOA - 4eThIpbMs apadckumu 1udpamu, Hanpumep: 01.12.2017. byksa
"r" mocie nudp He CTaBUTCHL.

e IpU CIOBECHO-IM(PPOBOM crocobe odopmieHHs [aThl JE€Hb Mecsla yKa3blBaeTcsl MHapoit

apabckux nudp, rox 4eTelpbMs apadckuMu udpamu, Hanpumep: 12 nexadbps 2017 r.



18. PerucrpaiivoHHbIN HOMED JOKYMEHTA

PerucrpanmoHHslii HOMEP JOKYMEHTa IIPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOWM PErMCTpaLUH,
IIPUHATOH B IIKOJIE.

PeructpannonHblii HoMep npUcBauBaeTcs JOKYMEHTY MOcie ero noanucanus (yreepxkaenus). Ceplika
Ha PErMCTPALlMOHHBIN HOMEp U AaTy JOKyMEHTa

Cchuika Ha UCXOSIINNM HOMEP U J1aTy JOKYMEHTa aJIpeCaHTa BKIIIOYAET B ce0sl pEerucTpalluOHHbIN

HOMEp U JIaTy TOKYMEHTa, Ha KOTOPBIH JIOJDKEH ObITh JIaH OTBET.

19. Mecto cocraBiieHus (U31aHus) JOKYMEHTA

MecTO cOCTaBIE€HMS WIM H3JaHUS JOKyMeHTa - "M.PyauuuHberii" - ykaspIBaeTcs Ha OJlaHKax
™M Y YK

IIPOTOKOJIOB M aKTOB, COCTaBJISIEMBIX B 00111€00pa30BaTEIbHON OpraHU3aliH.

20. Anpecar

B pexBuzute "Anpecar" ucnonb3yroTcs o(UIIMaTbHBIE HAUMEHOBAHHS OPTaHOB TOCYJIApPCTBEHHOW U
WCIIOJHUTENBHOW  BJACTH, OPraHOB MECTHOTO CaMOYIIPaBJICHHs, opraHuzanmil. Jlomyckaercs
HCIO0JIb30BaTh O(QUIMAILHO MPHUHSTHIE COKpAllleHHblE HAaUMEHOBAHUS OPraHOB TOCYJAapCTBEHHOW M
WCIIOJTHUTENBHON BJIACTH, OPraHOB MECTHOTO CAaMOYIIPABJICHUS, OPraHU3ALIHI.

[Ipu anpecoBanun AJOKyMEHTA JOJKHOCTHOMY M YaCTHOMY JIMIY MHUILIMAJIBI CTaBATCS MOcie (haMIITUM.

Ipumep - Pyxosooumenio OO0 «Cmpoumenwy

Damunus U.O.

PexBu3uT "ampecar" mpocTaBisieTcsl B BEpXHEH MpaBoM 4YacTH JIOKyMeHTa (Ha OJIaHKe C YTJIOBBIM
pacroyio’)KeHHEM PEKBH3UTOB) WJIM CIOpaBa MO pPEKBU3UTaMU OjaHKa (MpU  MPOJOJIBLHOM
Pacroio’)KeHUU peKBU3UTOB OnaHka). CTpoku pekBU3HTAa "agpecaT" BBIPAaBHUBAIOTCS IO JEBOMY Kparo
WJIH LEHTPYIOTCS OTHOCUTENIBHO CAMOM JAJTMHHON CTPOKHU.

[Ipu agpecoBannu JOKyMeHTa 0e3 yKa3aHUs JOLKHOCTHOTO JIMIA HAMMEHOBAHUS aJpecaToB MUIITYTCS

B MMCHUTCIIbHOM IIaJICKC, HAIIPUMEDP:

Opeanvl cmamucmuku 20pooa Mockebwi

[Ipu agpecoBaHMM JOKYMEHTa pPYKOBOJWTENIO OpPraHM3allMd  HAWMEHOBAHHE  JIOJKHOCTH
yKa3bIBaETCsl B IaTEIHHOM TaJIeXkKe, HAPUMED:
T'enepanvromy oupexmopy OOO «H30anue» @amunus

H.o.



[TouToBBI ajipec HE YKa3bIBAETCS B JOKYMEHTAaX, HAIIPABIIIEMBIX B BBICIITE OPraHbl TOCYIapCTBEHHOM
BIACTH, (hefiepaibHbIe OPTraHbl HCIIOJHUTEIBHON BJIACTH M WX TEPPUTOPUATBHBIE OPraHbl, OPTaHbI
rOCyIapCTBEHHOW U UCTIOJTHUTEILHOU BIIACTH, TTOCTOSI MHBIM KOPPECIIOHICHTAM.

[Ipu ampecoBaHWM TUChMa B OPTaHM3AIMIO YKA3bIBAIOT €€ HAaMMEHOBAaHWE, 3aTEM TIOYTOBBIN ajpec,
HanpuMep:

T'ocyoapcmeennoe  yupescoenue  Bcepoccuiickuii  HayuHO-uccie008amenbCKuil.  UHCIMUMmMym
O0OKYMEHMOBeO0eHUs U ApXUBHO20 0eld

IIpogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHWM JNTOKYMEHTa (U3NICCKOMY JIUIYy YKA3bIBAIOT (DAMHIIMIO M MHHUIIHAJBI TTOTyJaTes,
3aTeM MOYTOBBIN ajpec, HAIpUMeD:

Ilemposy U.I1.

Ilpouzeoocmeennas ya., 0.5, k8.12, e.

Mockea, 119633

PexBu3ut "Anpecar" He HODKEH cojepkaTh Oojee deThipex aapecatoB. Cioo "Komms" mepen
BTOPBIM, TPEThUM, YETBEPTHIM ajpecaTaMu He YykasbiBaercs. [lpm umcne agpecatoB Oosee 4-x
COCTaBJIISIETCS CIIMCOK PACCHUIKHU JIOKYMEHTA.

Ecnu nokymeHT oOTHpaBisieTcs B HECKOJIBKO OJHOPOJHBIX OpraHu3alii WM B HECKOJBKO
CTPYKTYPHBIX TOJpa3efieHuil opraHa HCIOJIHUTEIbHONW BJIACTH, TO OHHM YKa3bIBAIOTCS OOOOIIECHHO.
[Tpumep:

Pyxosooumensm yupescoenuii CI10

20. I'pud yrBepxaeHns JOKYMEHTa

I'pud yrBepxkaeHUs NpPOCTaBIsIETCS B NPaBOM BepxXHEM yriay JokyMeHTa. CTpOKM pEeKBU3HTA
BBIPABHUBAIOTCA IO JIEBOMY Kpal WM LEHTPUPYIOTCS OTHOCUTENIBHO CaMOW JJIMHHOM CTPOKH.
JIOKyMEHT yTBEp>KIaeTcs JOJKHOCTHBIM JIMIIOM (JOJKHOCTHBIMHU JIMLIAMHU) WUJIH PACOPSAUTEIHHBIM
JOKYMEHTOM (ITIOCTAaHOBJICHHEM, PELICHUEM, IPHUKA30M, PACIIOPSIKCHHEM).

[Ipu yTBep)AEHUM JOKYMEHTA OJDKHOCTHBIM JIMIIOM TPU( YTBEPKIACHHS TOJDKEH COCTOATH M3 CIIOBa
YTBEPXIAIO (6e3 kaBblueKk), HAUMEHOBAaHUS JTOJDKHOCTU JUIA, YTBEPXKIAIOMIETO JOKYMEHT, €ro
MOAMKCH, HHUIIUATIOB, (DaMUITUU U JaThl YTBEPKICHUS.

ITpumep:

YTBEPK]/[AFO

Jupexmop MBOY [llxona Ne 1238

U.0. Pamunua



21. JJara

[Tpu yTBEepKIeHHH JTOKyMEHTA HECKOJIBKMMHU JIOJDKHOCTHBIMU JIMIIAMHU UX MOJIMUCH PacrojiararoTcs Ha
OJTHOM YPOBHE.

[Ipu yTBepKIeHHH TOKYMEHTa PacCHOPSAUTEIBHBIM JOKYMEHTOM TPU(Q YTBEPKACHUS COCTOUT M3 CIIOB
YTBEPXIAEH (YTBEPXJEHO, VYTBEPXIEHbI, YTBEPX/EHA), cormacoBanHoro ¢
HAaMEHOBAHHEM BHUJA YTBEPKIAAEMOTO JOKYMEHTA, HAMMEHOBAHUS BHJA JOKYMEHTa B TBOPUTEIHEHOM
najiexe, ero 1aTel, HOMepa.

[Ipumep:

VTBEPXJI[EHO

npukazom MBOY Illxona Ne 1238 om

01.03.2020 Ne 57

22. 3aroJioBOK K TEKCTY

3aroloBOK K TEKCTY - KpaTKoe CoJep)KaHhe TOKYMEHTa. 3arojoBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npeasiorom "O" ("O06") u oTBedaeT Ha Bompoc "o yem?"):

e mpuka3 (0 ueM?) 0 CO3/JaHUU KOMHUCCHH;

e TmpuKka3 (0 yem?) 00 yTBEp)KJICHUH IITATHOTO PACIIMCAHUS;

e 1chbMoO (0 yem?) o peocTaBiIeHUH HHHOPMAIINH.
3aroJIoBOK K TEKCTY 0OPMIISIETCS MO PEKBU3UTAMU OJIaHKa CJIeBa, OT TPAHUIIBI JIEBOTO TOJISL.
HaumenoBanue (3aroyioBok) MO0 aHHOTAlUsA JOKYMEHTa COCTaBIIETCS aBTOPOM IIPOEKTa
JOKyMEHTA.

3aroJIoBOK K TEKCTY MOXKET HE COCTABJIATHCA, €CIIN 00BeM JOKYMCHTA HE IIPCBLIIIACT 4-5 CTPOK.

23. TekcT TOKYMEHTA

JlokymMeHTBl 0011e00pa30BaTebHON OpraHU3alli COCTaBIIAIOTCA Ha TOCYJAapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu - pyccKoMm.

TekcT MoKyMeHTa MOKET COoAepkKaTh pa3felibl, MoApa3eibl, MyHKThI, MOAMYHKTHI, HyMEpyeMbIe
apabckumu 1udpamu.

B mpukazax TeKcT JOKyMEHTa U3JIaraioT OT MEePBOro JUIa €IMHCTBEHHOTO YhCia («IIpHUKa3biBaoy) B
JOKYMEHTaX KOJUIETHalbHBIX U COBEUIATeNbHBIX OpraHax OT TPEThEro JUIa €IUHCTBEHHOTO YHCIA!
(«cobpanue... pernso»)

TexkcT mpoToKona wW3NMaraercss OT TPEThero JHMIAa MHOXKECTBEHHOTO 4YHcha  («CIyIIalny,
«BBICTYIUJINY, KITOCTAHOBUIINY, «PEIIHIINY),

B coBMecTHBIX JOKYMEHTax TEKCT H3JaraioT OT TMEepBOTO JHIla MHOKECTBEHHOTO YHCHA:
(«TIpHUKa3bIBAEMY, «PEIIUITNY).

B nenoBuIx (cnyxkeOHBIX) THChMAaX UCIIOAb3VIOTCS (POPMBI U3JI0KEHUS




e OT MEPBOI0O JMIA MHOXECTBEHHOTO YHUCIA («IIPOCHUM HAINpaBUThHY», IPEICTABIIIEM Ha
paccMOTpEHUEY);
e OT TpeTbero Juua eAuHcTBeHHOro uucia («Aamuaucrpanuss MKOY COUI n.PynHuuHbIi HE
BO3paXKaeT»);
e OT IMEpPBOrO JIMIA E€JUHCTBEHHOIO YHucia («CUUTad HEOOXOJUMBIM», «IIPEIararo
PaccMOTPETHY).
[Tpu ynotpedaennu B TeKCTe HaMUINI TN MHAIHAIBI YKa3bIBAIOTCS TIOCIE (haMIITHH.

B nenoBbIix (caykeOHBIX) ITHCBMaxX MOTYT UCIIOJIb30BAThCS:

e BCTYNUTEJIbHOE OOpallleHue:
Yeaocaemviii cocnooun Hearnos!
Yeaowcaemasn cocnoxca I[lemposa!
Yeaowcaemviit Huxonati [lemposuu!
Yeaowcaemasn Onvea Huxonaegna!

Yeaowcaemwire cocnooa!

B oOpamenuy mo AOKHOCTM HAaMMEHOBAHWE JIOJDKHOCTH MUIIETCS C MPOINUCHOW OYKBBHI, B
oOpailieHnu 1o (paMUINKM UHULKAJBI JINLA HE YKAa3bIBAIOTCS.
e 3aKJIOYMTENbHAs 3TUKETHas (pasa:

C yesaoicenuem, ...

CrpaHuibl JOKYMEHTa HYMEpYIOTCS, HAaUMHasi CO BTOPOTO JIUCTA IOKyMEHTa apaOCKuMu nudpamu
MOCEePEIMHE BEPXHETO IMOJIA.
TekcT moKymMeHTa OTHeNsieTcsl OT 3aroJioBKa ABYMS WJIM TPeMsl MEXAYCTPOUHBIMU HHTEpBaIaMHU

HCII0JIb3YEMBIMHA B TCKCTE.

24. OTMeTKa 0 IIPWIOKEHUN

OTtMeTKa © NMPUIIOKCHUU HCIIOJIB3YCTCA IIPU O(l)OpMJ'IeHI/II/I IIUCcEM H HpI/IJ'IO)KeHI/Iﬁ K IlJIaHaM,
nporpamMmmam, OT4€TaM, IOJIOKCHUAM, IMPaABUJIAM, UHCTPYKIUAM U JPYI'UM JOKYMCHTAaM.

B mmcemax oTmeTka o IMPUIIOKCHUHN O(I)OpMJIHeTCH noa TEKCTOM IMCbMa Ha PpaCcCTOSAHUHN 1,25 CM OT
I'paHUIbl JICBOT'O IIOJIA. Ecmu MMPUJIIOKCHUC HA3BAHO B TCKCTC NHNCbMA, B OTMCTKE O INPHUIIOKCHUU
YKa3bIBACTCA KOJIUYCCTBO JIMCTOB U KOJIMYCCTBO 3K3CMIUIAPOB IIPUIIOKCHUS, HAIIPUMED:

IIpunoscenue: na 3 1. 6 1 9x3.

HpI/I HaJIMYHUH HCCKOJBKHX HpHHO)KGHPIfI, B OTMCTKC O MPHJIOKCHUU OHU HYMCPYIOTCA, YKAa3bIBAKOTCA

HauMCHOBAHUA KAXKI0T0 NPUIIOKCHHSA, KOJIMUCCTBO JIMCTOB U KOJIMYECTBO SK3CMIIIAAPOB, HAIPUMCD:



Ipunoorcenue:
1. Inan-epagpux ... na 3 1. 8 2 3x3.

2. Cnpasxa o noomsepaicoenuu pakma ooyyenus... na 1 1. ¢ 1 3x3.

Ecnun mpunoxenus cOpoIIIOpoBaHbl, TO KOJMYECTBO JIMCTOB HE YKa3bIBaeTcsA. Eciu mnpuiokeHue
HAIPaBJIAIOT HE BO BCE YKa3aHHBIE B JIOKYMEHTE aJpeca, TO OTMETKY O €ro HAIMYUU O(POPMIISIOT
CIIEYIOIUM 00pa3oM, HallpuMep:

Ipunoocenue: na 3 1. 6 1 ox3. moavko 6 nepgwiii aopec.

Ha IMPUIIOKCHUAX K IpaBuJIaM, HMHCTPYKLOUAM, IMOJIOKCHUAM, IJIaHAM, IporpaMmaM, AOTOBOpaM H
APYTrUM JOKYMCHTaM OTMETKaA O MPHUIIOKCHUHU ITPOCTABIACTCA HA IICPBOM JIUCTE MPUIOKCHHUA B IIPaABOM

BEpPXHEM YTITy.

Ecmu mpunoxxeHne oHO, OHO He Hymepyercs. Ecim mpuitoskeHuid HECKOJBKO, OHH HYMEpYIOTCS
(npunoxxenue 1, npunoxeHue 2).

B Tekcre moxkyMeHTa pu NIEpBOM YITIOMHUHAHWUHU JOKYMEHTA-TIPUIIOKEHUST B CKOOKAaX YKa3bIBAaCTCS:
... (IpUJI0KEHNE) WITH ... (IPHIOKEHKE 1); mmeper HOMEPOM MPHIIOKCHHS JOIMYCKACTCS CTABUTh 3HAK
HOMepa: ... (mpmtoxenue N 2);

B oTMeTKe 0 pUII0KEHNU yKa3bIBAeTCS HAMMEHOBAHWE BHJIAa OCHOBHOTO JOKYMEHTA, €ro Jara u
HOMEp, HAIIpUMED:

Ipunoosicenue N° 2 k npukazy MKOY COIII n. Pyonuunwiii om 08.06.2017 Ne 67 "

Ecnun npuiiokeHneM K JOKYMEHTY (HampuMmep, K IpUKa3zy) SBISIETCS YTBEP)KAAEMBbIH JOKYMEHT,
(mono>xeHue, MpaBWila, MHCTPYKLUS, PErJIaMEHT M Jp.) B BEPXHEM IMPaBOM YIJIy MPOCTaBISIETCS
OTMETKa O IMPWJIOKEHUH, HIKE — IpU(] yTBEPKICHUS, HAIpUMeEp:

Ipunosxcenue YTBEPK/IEHO

npuxazom MKOY COLLI n.Pyonuunwiii om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBusuta "OTMETKa O MPUIOKEHUU" NOJDKEH COOTBETCTBOBATH BUAY U

pa3mepy mpu@Ta TeKcTa JOKyMEHTa.

25. I'pud cornacoBanus JOKYMEHTA

I'pud cormacoBanusi TOKYMEHTa HCIIOJIB3YETCSl MPH COTJIACOBAHUHM JOKYMEHTa C OpraHaMu BIACTH,
OpraHu3alUsIMU WU JOLKHOCTHBIMU Juiiamu. OH coctout u3 cioa “COIJTACOBAHO”, noxkHOCTH

Jiua, KOTOPbIM COTJIACOBAH HNOKYMCHT (BKJ’IIO‘-I&H HanMCHOBAHUC OpFaHI/ISaI_II/II/I), JINIHOM IO ATIUCH,



pacuuppoBKY TOAMKUCH (MHUIMATIOB, ()aMUJIHK) U aThl COTJIAaCOBAHMS.
IIpumep:

COI'JIACOBAHO

Jupexmop MBOY [llxona Ne 1238

H.U. Heanos

01.12.2017

I'pud cormacoBanus B 3aBUCHMOCTH OT BAIA JOKYMEHTA M OCOOEHHOCTEN ero 0(hopMIIEHUS MOKET

OPOCTABIATHCA:

e HA MEPBOM JIMCTE AOKYMEHTA (€CIH JTOKyMEHT UMEET THUTYJIbHBIN JIUCT, - HA TUTYIBHOM JIUCTE)
B JICBOM BEPXHEM YIJIy Ha YpOBHE TpH]a yTBEpKICHUS WIH MO HANMEHOBAHUEM JIOKyMEHTA
OnuKe K HIDKHEMY T0JTI0);
e HA IOCJICJIHEM JIUCTE JOKYMEHTA IO TEKCTOM;
e Ha JIUCTE COTJIACOBAHUS, SBIIIONIEMCSI HEOTHEMIIEMOH YacThIO JOKYMEHTA.
BHemnrHee cornmacoBaHMe TakKe MOXET OBITh OCYIIECTBJICHO IPYrHMM JIOKYMEHTOM - ITHCHMOM,
MIPOTOKOJIOM, TTPUKA30M.
[Tpumep:
COI'TTACOBAHO npuxazom J{O2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MpoeKTa JOKyMeHTa 0(OpMIISETCS] BU30OH.

Buza mnpocraBnsercs COOCTBEHHOPYYHO JIMIIOM, BU3UPYIOIIMM JIOKYMEHT, W BKJIIOYAaeT B cebsd
HauMEHOBaHHE JOJLKHOCTU BU3UPYIOLIETO, €ro JIMYHYIO MOAMUCH, paciii@pOoBKY MOANKUCH (MHUIIUATIBL,
(haMuIInI0) U JaTy.

[Tpumep:

3amecmumens oupexmopa

U.0. Pamunus 03.04.2020

JlomyckaeTcsi MOJIMCTHOE BU3UPOBAHUE IOKYMEHTA U €T0 MPUIIOKEHUH.

[Ipn Hamuuuu 3aMeyaHuil, JOMOJHEHUHN K MPOEKTY JTOKYMEHTa BHU3a JIOTOIHIETCS COOTBETCTBYIOIIUM
yKa3aHUEM.

Jl11s ToKyMeHTa, TOATUHHUK KOTOPOTO OTIPABIISAIOT U3 IIKOJBI, BU3bl TPOCTABIISIOTCS HA IK3EMILISPAx
JOKYMEHTOB, IOMEIIAEMBIX B JEIIO.

Jlis ToKyMeHTa, TMOATMHHUK KOTOPOTO OCTAaeTCs B IIKOJE, BH3bl COTJIACOBAHUS MPOCTABISIOTCS Ha
000pOTe TMOCIETHEer0 JUCTa TO/UTMHHHMKA JOKYMEHTa WM Ha TOCIEIHEM JIMCTE JOKYMEHTa TOJ

IO AIMHCHIO.



27. Iloamuce

HO[[HI/ICB BKJIKOYACT: HanMCHOBAHUC JOJDKHOCTH  JIMIla, IIOAIIHMCAaBIICTO JOKYMCHT, €ro
COOCTBEHHOPYYHYIO TOMKCh; PACIIM(PPOBKY NOMTUCH (MHULHAIIBI, (haMUIIHS):
[Tpumep:

Jlupexmop nuunas noonuce U.O. Damunus

Ecnu noxymeHT odopmieH He Ha OjJaHKe, B HAUMEHOBAHHUE JOJDKHOCTU BKJIIOYAETCSI HaMMEHOBaHUE
0011€00pa3oBaTeNIbHON OpraHu3anuy (MOJTHOE Ha3BaHUE WIKOJBI). JlomycKaeTcsi B pPEKBU3BHUTE
"[loanuchk AOHKHOCTHOTO JMUa" HEHTPUPOBATh HAMMEHOBAHUE JOJDKHOCTH JIUIlA, MOJIMHCABIIETO

JIOKYMEHT, OTHOCUTEIBHO CaMOM JUIMHHON CTPOKH.

[Ipn moamucaHum JOKYMEHTa HECKOJBKMMH JOJDKHOCTHBIMU JIMIIAMU Pa3HBIX JOJKHOCTEH HX
MOJNUCH pacrojiaraloT OJHY IOJl JIPYrOod B TOCIEIOBATEIHLHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHIMAaeMOM JOJDKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuce U.0.D.

3amecmumens oupexmopa auynas noonucsy M.0.D.

[Ipy moamwcaHuyu TOKyMEHTa HECKOJbKMMHU JIMIAMH PaBHBIX JOJDKHOCTEH UWX TOJINUCH
pacroyiararoT Ha OJTHOM YpOBHE.

B moxymeHTax, cocTaBIEHHBIX KOMHCCHEH, YKa3bIBAETCS CTATYC JIUIA B COCTABE KOMHUCCHHU:
MPOCTABJICHUEM KOCOW 4YepTHl TMepe]l HaMMEHOBAaHWUEM JOJDKHOCTH (M00aBIATh Kakue- JI0o

MIPUCTABKH).

Ecou AUPEKTOP WM MHOC YIIOJTHOMOUYCHHOC HA MOANHNCAHNE NJOKYMCHTA JIMIIO BPEMEHHO OTCYTCTBYCT
(OTHyCK, 6OJ'IC3HB, KOMaH,I[I/IpOBKa) WK JOJDKHOCTb BaKaHTHA, TO JOKYMCHT HOAIIUCHIBACT COTPYAHUK,
ynOHHOMO‘ICHHBIﬁ Ha 1noAnrucaHrue B COOTBETCTBUHU C pPaACHOPAAUTCIBHBIM JOKYMCHTOM HJIHU
HaJIeICHHBIN MNOJIHOMOYHAMH, YCTAHOBJICHHBIMU IIPHUKA30M IIKOJIBI WKW YUYPCAUTCIIA (I[Ol" M), C

YKa3aHUEM CBOEH TOKHOCTH U IMOJIHOMOYHM, HAIIpPUMCEP:

3amecmumens oupexkmopa noonuce U.0. @amunua

WITH:

Hcnonnaowuii obszannocmu oupexmopa noonucsy M.0. @amunus
WITH

u.o. oupekmopa noonucv 1.0. @amunus



PexBusur "lloamuce NOMHKHOCTHOTO IUIA" MOXKET OBITh O(GOPMIICH COOCTBEHHOPYYHO AaBTOPOM
JOKyMEHTa (Hampumep, Ipy HAUCAHUU CITy)K€OHOH 3aUCKH 0e3 MPUMEHEHUsI TEXHUYECKUX CPE/ICTB)
160 0(POPMIICH C HCIIOIH30BAHUEM TEXHHUECKUX CPECTB.

B cnygae odopmiienus pexsusuta "IloMUCh TODKHOCTHOTO JIHIA" C HCIIOJIB30BAHHEM TEXHUYECKUX
CPEICTB BUJ U pa3Mep LIpU]Ta yKa3aHHOTO PEKBU3UTA HE MOXKET OTJIMYAThCA OT BHJAA U pa3Mmepa
mpudTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzut "[loanuch JOKHOCTHOTO JIMLA" OTAEISAETCS OT TEKCTa TPEMS WIIM YETHIPbMsSI OJIMHAPHBIMU

MEKyCTPOYHBIMH HHTEPBAJIAMU.

28. [leuath

[Tewatp sBAsIETCS CMOCOOOM TMOATBEPXKACHUS TIOJUTMHHOCTH TIOJITUCH JOJHDKHOCTHOTO JIMIIA Ha
nokymenTte. [leyaTh CTaBUTCS HA JJOKYMEHTaxX B CIIyYasX, MPETYCMOTPEHHBIX 3aKOHOIATCILHBIMH WITH
WHBIMA HOPMATHBHBIMH IPABOBBIMH aKTAMH.

[Teyath cTaBUTCSA Ha CBOOOJHOM OT TEKCTa MECTE, IMPU ITOM OTTHUCK IEYaTH HE 3aXBAaThIBACT JIMYHOU
MOJIKUCH JIOJDKHOCTHOTO JIMIIA TIOJIHCABIIEr0 JAOKYMEHT, WJIM B MecTe, 0003HAYCHHOM

«MII» («Mecto mieqaTny).

B nmokymeHTax, MOATOTOBICHHBIX HA OCHOBE YHH(DUIIMPOBAHHBIX ()OpM, TeUaTh CTABUTCS B MECTE,

0603HaueHHOM oTMeTKOH "MII" i uHBIM 06pazom.

29. OrMeTKa 00 MCIOJIHUTEIE

OtMmeTka 00 McHonHUTENE (aBTOPE) TOKYMEHTA MPOCTABIISAETCS HA MUChMAX INIKOJIBI B JIEBOM HIDKHEM
YTy JIMIEBOM CTOPOHBI TIOCIIEIHETO JIMCTA JOKYMEHTA OT IPAHUILIBI JICBOTO TOJISl MITH, IIPU OTCYTCTBUHU
MecTa, - Ha 000pPOTHOW CTOPOHE BHU3Y CIIEBA.

OtMeTKa BKIIOYAET (HaMIIINIO, UM, OTYECTBO MCHOJIHUTENS M HOMEp ero TeneoHa, a TakKe OTMETKa
00 WCIOTHHUTENIE MOXKET JIOTOJNHATHCS HAMMEHOBAaHMEM JOJDKHOCTH M DJICKTPOHHBIM aJpecoM
UCTIOJTHUTEIIS.

ITpumep:

Uesanos Hean Heanosuy, cneyuanucm no oxpane mpyoa (888)

888-88-88, lvanov@mail.ru

30. OTMeTKa 0 3aBEpEHUH KON

Jlis MOATBEpKJIEHUSI COOTBETCTBUSL KOMUHU (BBIMUCKUA U3 JIOKyMEHTA) MNOJUIMHHUKY JOKYMEHTa Ha
MOCJIEIHEM JIUCTE KONHMM (BBIMUCKUA U3 JOKyMeHTa) moja pekBuszutoM "lloamucek" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUN KOITHI.

OrmeTKa © 3aBCpCHUU KOIIMU BKIIOYACT: CJIOBO «BepHo», HaMMCHOBAHUC JOJIXKHOCTH JIMIIA,


mailto:lvanov@mail.ru

3aBEPUBIIEr0 KOTHIO, COOCTBEHHOPYUYHYIO MOJITUCH, PACIIH(PPOBKY MOANMKUCH (MHUIIMAIBI, (PaMUITHIO),
JaTy 3aBEPEHUS KOTIUH IOKYMEHTA.

PexBusut «OT™METKa O 3aBEPCHHUH KOMUW» MOXET OBITh OPOPMIICHA OT PYKU WJIHM C HCIIOJIb30BAHHEM
ITama.

Jormyckaercs 3aBepATh KaXIblil INCT MHOTOCTPAHUYHOM KOITUH TIOKYMEHTA.

31. OTMeTKA O IOCTYIUIEHUHA JOKYMEHTA

OTMmeTKka O MOCTYIUIEHMM JIOKYMEHTa COJAEPKUT BXOJAIIUN pPErUCTPALMOHHBIA HOMEp U Jary
IIOCTYIUICHUsI JOKyMeHTa. Jlomyckaercs yKa3aHME€ 4YacOB W MHUHYT IIOCTYIUIEHHsI JIOKYMEHTa C
3aBEPEHUEM NOANUCIMH 3aNHTEPECOBAHHBIX JIMLI.

OtMmeTKa 0 MOCTYINICHMU JOKYMCHTA MOXKET MPOCTABIATHECA C UCIIOJIB30BAHUCM IITAMIIA.

32. Pezomrorus
Pe3onronns colep’UT ykazaHHe 110 UCHOJIHEHUIO JoKyMeHTa. OHa ogopmisieTcss Ha CBOOOJHOM MecTe
paboyero noJjs T0KyMEHTA.
Pe3omronns BkitouaeT B cedOs: (QaMuIIMIO, WHULUAIBI UCHOJIHUTENS (MCHOJIHUTENEH), MopydyeHue IO
JOKYMEHTY, IOJIUCh aBTOPa PE30JIOLUH U AaTy O(POPMIICHHS PE3OJIIOLIUY.
Pe3omronys, mo yCMOTpEHHIO JMIA, JAIOUIET0 IMOpPYYEHHE, MOXKET BKIIOYATh B ce0sl TakkKe CpPOK

HCIIOJIHCHUA JOKYMCHTA.
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