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1. O6uue nosnoxeHUst

1.1. Hactosmass MHCTpyKIHs MO JEIONPOU3BOJCTBY B MIKOJE pa3paboTaHa B COOTBETCTBUU C
®denepanbHBIM 3aKOHOM OT 29.12.2012 Ne 273-®D3 "O6 obpazoBanuu B Poccuiickoit @enepamuu’ ¢
n3MeHenussiMu ot 8 asrycra 2024 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHgapToB IO
uHpopManuy, OMOTMOTEYHOMY M HU3JaTeIbCKOMy Jeny, «OpraHn3almOHHO-PACTIOPSIUTEIbHAS
nokyMeHTanusi.  TpeOoBaHuss K  OQOpPMJIICHHIO  JIOKYMEHTOB», a  TaKke  YCTaBOM
0011e00pa30BaTEIbHOM OpraHU3ally U JPYTUMH HOPMAaTUBHBIMU IIPABOBBIMHU aKkTamMu Poccuiickoit
®denepanuu, periaMeHTUPYIOMIMMU AESITEIbHOCTh 0011e00pa30BaTeIbHBIX OPraHU3aIHH.

1.2. Mannas MHcTpykuus mo AEIONPOM3BOACTBY B Iikoie (fanee - WHcTpykuus) oOo3Havaer
MpaBWiia TOJITOTOBKM M OGOpMIICHHS JOKYMEHTOB B O00IIe00pa3oBaTeNbHONW OpraHHU3allNy,
OTIpeIeNIIeT CTaHAapTHl OPOPMIICHHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABIICHUS MPUKA30B,
MOJIOKEHUN MHCTPYKIUH, a TaKkkKe perJjaMeHTHpyeT (popMHupoBaHUE e U UX TEKYIlee XpaHeHHE,
MOATOTOBKY JIOKYMEHTOB W JeNl K IepeJadye Ha apXUBHOE XpaHEHHE B 0O0lIeo0pa3oBaTeIbHON
OpraHu3aIMH.

1.3. MHCTpYKIHS TI0 JETOMPON3BOACTBY pa3paboTaHa B IENSIX YCTAHOBIICHUS SIUHBIX TPEOOBaHUH
K TOATrOTOBKE, OOpabOTKE, XpaHEHMI0O M HCIHOJb30BAHUIO O0O0pa3yloLUXcs B JAEATEIbHOCTH
o0mieo0pa3oBaTeabHOW OpraHu3allid M TOCTYMAIIMX B IIKOJAY JOKYMEHTOB, a Takke
COBEPILLICHCTBOBAHMS M TOBBILIEHUA Y(PPEKTUBHOCTH AEIONPOU3BOACTBA 0011e00pa3oBaTeIbHON
OpraHu3alMHy.

1.4. Tlonoxenus WHCTpyKIMM paclpOCTpPaHSIOTCS Ha OpraHu3aluio padboThl € JOKYMEHTaMu
HE3aBUCHUMO OT BHJA HOCUTENs, B TOM YHCIE C DJJIEKTPOHHBIMU JOKYMEHTaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCMOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISEMBIMH C
MOMOIIbI0 HH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranmzanuioo, METOJAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHWE JEIOMPOU3BOJICTBA U
KOHTPOJIb 32 cOOIoAeHueM HacTosieil MHCTpyKIMy B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIeTI0NPOU3BO/ICTRA.

1.6. IlpaBa u o00s3aHHOCTH pPAaOOTHHUKOB, OCYLIECTBISIOMIMX paboTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  MOJpa3JelieHusx  oOmeo0pa3oBaTeIbHOM  OpraHu3aldd,  yCTaHABIMBAIOTCS
JOJPKHOCTHBIMU MHCTPYKIUSAMH WM IPUKA30M JUPEKTOPA.

1.7. Ceenenus, couepkammecss B JOKYMEHTaX, MOTYT OBITh HCIIOJIB30BaHBI TOJHKO B PabOYmMX
LEJIAX B COOTBETCTBUM C MOJHOMOYMSIMHU COTPYJIHHUKA, pabOTaIONIEro ¢ JOoKyMeHTaMHu. Pabota ¢
JIOKYMEHTaMHU BHE IMOMEIIEHUH IIKOJbl He Jomyckaercs. [Ipu yTpaTe HOKYMEHTOB MPOBOAUTCS
ciry>keOHasi IpoOBEpKa.

1.8. Tlpu yxome B OTIyCK, IepeBojie (NEpeMemeHrur) 1o pabdoTe WM B CIydae YBOJIbHEHHS
COTPYIHUK o00s3aH TIepeaaTb BCE HAXOIIMECS y HEro JIOKYMEHTHI HWHOMY COTPYIHHKY,
ornpeieIEHHOMY B COOTBETCTBUM C YKa3aHHEM HEIMOCPEICTBEHHOI'O PYKOBOAMTENS YBOJIbHIEMOIO,
YXOJSIIEro B OTIYCK WJIM NEPEeBOAIIErocs (IepeMeriaeMoro) o pabore COTpyIHUKA.



1.9. UncTpykuus obs3aTenbHa sl COOMI0ACHNS BCeMH pabOTHUKAMHU IIKOJIBl. BHOBb MpUHSATHIE HA
paboTy COTPYAHUKH, B JTOJDKHOCTHBIE OOSI3aHHOCTH KOTOPBIX BXOJHUT BEICHHE JOKYMEHTAILUH, B
TeueHue TpEX pabouux THEH co JAHA W3aHMs MPUKa3a 0 Ha3HAYCHUH Ha JIOJDKHOCTH JOJDKHBI OBITh
O3HaKOMJICHBI ¢ HacTosme MHcTpykuuneit mos moamnuce.

2. [IpaBus1a MOATOTOBKU M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [fedaTenbHOCTH WIKOJNBI CO3/1aeTCS KOMIUIEKC OPTraHHU3aIlMOHHO PaCHOPSIUTEIbHBIX
JIOKYMEHTOB: IMPHUKa3bl, MMOJIOKEHUS], IPaBUIIa, HHCTPYKIUHU, PErJIaMEHThl; MPOTOKOJIbI 3aceIaHul
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OSKCIICPTHBIX W APp. OpI‘aHOB), aKThl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIy>KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COIJIALICHHS), AEI0Bas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISAIOTCS W O(QOPMIIIOTCS CHEIHATIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  O00pa30BaTENbHONW  ACSATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKoro yuyera, OpraHu3anuen
JIeJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3anuu, o0ecreueHneM OyXraaTepcKoro yyera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaXHOM HOCHTEIE W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHHEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKYMEeHTOB. [Ipu cozmaHum JOKyMEHTa Ha
IBYX U O0Jiee CTpaHHIIaX BTOPYIO U MOCIEIYIONINE CTPAHUIBI HYMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTABISAIOTCA MOCEPEAHE BEPXHET0 MOJs JOKYMEHTa Ha PAaCcCTOSIHUM HE
meHee 10 MM OT BepxHero kpas jucra. [lomyckaercsi co3laHHe JOKYMEHTOB Ha JIMIICBOH U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIMPHUHA JIEBOTO TOJS HA JIMIIEBOH CTOPOHE JIUCTA
Y TIPABOTO MOJIs HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PaBHBI.

3. PeKkBU3HUTHI JOKYMEHTOB
3.1. Jlns pexkBH3WTOB JOKYMEHTOB, CO3[aBaeéMbIX B 0O0II€00pa30BaTENbHON OpTraHU3alINH,
ycTaHaBIUBaIOTCA MpaBuiia u TpedoBanus B coorBerctBuu ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACIAETCS €r0 BUIOM U Ha3HAUYCHHEM.
3.3. Ilpu mnoaroroBke u oOGOPMICHUH JTOKYMEHTOB B IIKOJE HCIOJB3YIOTCS CIEAYIOIIne
PEKBU3UTHI:

e KOJ GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIPaBOYHBIE JAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA TIOKYMEHTA;

e JaTa JOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e CCBIJIKa Ha PErHCTPAI[MOHHBII HOMED U AaTy TOKYMEHTA;

e MECTO COCTaBJICHHS (M3JaHUs1) TOKYMEHTA;

e ajpecar;

e Tpu( yTBEPKICHUS JOKYMCHTA,;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUHU;

e rpud coriacoBaHus JOKYMEHTA;

e BU3;

e TIOAINCE;

e OTMeTKa 00 AJIEKTPOHHOHN MOAIHUCH;

e TICUATDH;

e OTMeTKa 00 UCIIOJIHUTEIIE;

e OTMETKa O 3aBEpEHHUH KOIIHH;

e OTMETKa O MOCTYIUICHUH JOKYMEHTA,;

e PE3OIIONHSI.



4. BJaHKH JOKYMEHTOB
4.1. JlokyMeHTBI, cO3/1aBaeMbIe B 00I11e00pa30BaTeILHON OpraHu3amuy, 0QOpMISIIOTCS Ha OJaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIyCKaeTcsi OQopMIsITh C
ucnoinb3oBanueM (Gopmata A3 (420x297mm). JIOKyMEHTBI, COCTaBISIOINIME BHYTPEHHIOIO
nepenucky, oGopMISIIOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢opmara A4 (210x297 mm) 6e3
MCTIOJIb30BaHUS OJIAHKOB.
4.2. Kaxaplii TUCT TOKyMEeHTa, oOpMJICHHBIN 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. JIokyMeHThl IIuTelbHbIX (cBbIime 10 J1eT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MMm.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSIEMbIX B LIIKOJIE:

e 0Ot OJIAHK;

e 0JaHK MMHCHMA;

e OJaHK KOHKPETHOTO BHAA JOKyMeHTa (OJlaHK TmpHKa3a, OJaHK pacHopsbKeHUs, OJaHk

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX M TPHUMEHSEMBIX B IIKOJEC OJIAHKOB TIOJUICKAT BKJIFOUYCHUIO B
HMHCTPYKIHIO 10 JIEJIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHU3alK B KAUeCTBE MPHUIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Ipuka3spl

5.1. IlpukazamMu OQOPMISIOTCS pELIEHHUs [0 ONEepPaTUBHBIM, OPraHU3aLMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (MIpUJIOKEHHE 2 HAa 9 IMCTaX) U IPYrUM BOIIPOcaM pabOThl IIKOJIBI.

5.2. IIpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTEIN HA OCHOBAHUU MOPYYECHUH
JTUPEKTOpa, ero 3aMmectuteneil. [IpoekThl MPUKa30B MO JUYHOMY COCTAaBY TOTOBHUT CIELHHUAINUCT IO
KaJpam.

5.3. B mpuka3ax TEKCT u3naraercs ot nepBoro juna equacteeHHoro uncia («[IPUKA3BIBAIOY).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTupyromen (mpeamOynbl) U
pacrnopsIuTEIbHOM.

5.5. B KoHCTarupyromel 4YacTH KpaTKO H3JIaraloTcs ILend M 3ajJadd, (GakThl M COOBITHS,
MOCTY»KUBIIINE OCHOBAaHUEM JJIsi u3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBuun", "Bo ucnomnenue", u T.n. Eciu npukaz u3gaeTcs Ha OCHOBAHHUMU JIPYTrOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTA, €ro Aara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEYUCICHHE MPEINHChIBAEMbIX JEHCTBUM C
YKa3aHUEM UCIOJHUTENS KaXAOro ACHCTBUS M, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinutensHas yacTh JAEIUTCA HA MYHKTHl U MOAMYHKTHI, KOTOpPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT OBITh IEPEYUCIIEHBI B OJHOM ITyHKTE.

5.7. B KadecTBE WCIOJHHUTENCH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpelceiaTeNd HIu
PYKOBOJUTENN pabouux rpynn (KOMUcCuit).

5.8. Ecniu mpukas n3MeHsieT paHee U3JaHHbII TOKYMEHT (IIyHKTHI JOKYMEHTa), TO OJJMH U3 MyHKTOB
pacnopsAMTEILHON YaCTH TEKCTa JIOJKEH CO/IEPKAaTh CChUIKY Ha M3MEHSIEMbIH TOKYMEHT (ITYHKTHI
JIOKYMEHTA) C yKa3aHHEM €ro JaThl, HOMepa U 3arojoBKa.

5.9. Ecmu mpuka3 OTMEHSET JCHCTBHE paHee HW3JIaHHOTO JOKyMEeHTa (IIyHKTOB JIOKYMEHTA) C
OIIpEAEIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTENBHON YacTH TEKCTa JOJKEH HAaYMHAThCS
cnoBamu "IIpu3HaTh yTpaTMBIIMM CHITy...", Jajee yKa3blBaTbCs JaTa, HOMEp M 3arojOBOK paHee
U3JITAaHHOTO JIOKYMEHTa (IIyHKTa JOKYMEHTa), a TaKkKe Jara, ¢ KOTOPO OTMEHsETCs ero JeHCTBHeE.



Ecim nata He yka3aHa, TO J[A€WCTBHE paHee W3AAHHOTO JOKyMeHTa (IYHKTHI JOKYMEHTA)
OTMEHSIETCS C JaThl U3IaHUSI HOBOT'O MPHUKa3a.

5.10. Ecnu npukas oTMEHSET paHee U3JaHHBIA JOKYMEHT C MOMEHTA U3JaHus, TO OJWH U3 IyHKTOB
pacropsAIUTEeIbHOM YacTH TEKCTa JOJDKEH HayuHaThCs ciaoBaMH "OTMEHMTh..." W YyKa3bIBaThCA
JaTa, HOMEp M 3aroJIOBOK paHee U3/IaHHOTO JJOKYMEHTA.

5.11. Ecnu mpuka3 mpenronaraeTcs BBECTH B JISHCTBHE HE C MOMEHTA €r0 M3JaHus, HeOOXOAMMO
yKa3aTb CPOK BBEACHHMS €ro B AcicTBue. llociiemHMI IyHKT pacropsIUTEIbHOM 4YacCTH MOXKET
COZIEP)KaTh CBEICHUS O JIOJHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a UCIOJHEHUEM
MpuKasa.

5.13. Ilpuka3sl MOAMHUCHIBAIOTCS TOJIBKO TUPEKTOPOM OOIIe00pa3oBaTeIbHOW OpraHU3alud WM
PpabOTHUKOM, UCITOJHSIONIUM €Tr0 00sSI3aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 3a 00OECIeUeHNe CBOCBPEMEHHON M KauyeCTBEHHOW IMOATOTOBKH MPOEKTOB
MPUKA30B M WX COTJIACOBAHHWE C 3aWHTEPECOBAHHBIMH DPAOOTHUKAMH W OPTaHHU3AIUSAMH HECYT
aBTOPBI IPOEKTA MPUKa3a.

5.15. PerucrpanyioHHble HOMEpa NPUCBAMBAIOTCS IPUKa3aM IO MOPAJIKY HOMEPOB B Ipenenax
KaJIeHAapHOTO To/1a.

5.16. Jlara peructpanuy npuKa3a sBIsSETCs TaTOU ero MOoIMHUCaHus.

6. IlpaBuJia, NoJ10KeHUs, HHCTPYKIIUH

6.1. IlpaBuna — HOPMATHBHBIA aKT, OMpPENESIONINI MOPAIOK KaKoro-iubo BUIA JESTENbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAOIINI ONPEIEICHHOE MOBEAECHUE.

6.2. Ilono>xeHne — HOPMATUBHBIN aKT, JETALHO PETJIAMEHTUPYIOLIUI MTPABOBOM CTaTyC, MOPSIOK
OpraHM3ally U MPOoLEAYPYy KaKoro-a1udo Buaa JesTeIbHOCTH.

6.3. MHCTpyKIMsST — HOPMATUBHBII aKT, M3JaBa€MbIii B IENAX Pa3bACHEHUS W ONpeAeSeHUs
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JUOO C LENbI0 YKa3aHUs HOPM O
Croco0ax BBIMOTHEHUS OMPEIEIIEHHBIX Onepaluil (IeicTBuil).

6.4. IlpaBuiia, MOJOXKEHUSI, HHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCHMOCTH OT BHJA JOKYMEHTA) Ha
VYopasnsomeM coBete, 3acenaHusx I[Ipodcoro3HOro KOMHTETa WIKOJBI M YTBEPXKIAIOTCS
TUPEKTOPOM.

6.5. IlopsAOK MOATOTOBKM MPOEKTOB IMPaBHJI, MOJOXKEHUS, MHCTPYKIMM COOTBETCTBYET OOILIEMY
MOPSIIKY MOJATOTOBKH MPOEKTOB MPUKa30B 00111e00pa3oBaTeIbHON OpraHu3aIiy.

6.6. TexcT mpoekTa MOJIOKEHHs, MPaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTIMYUTENbHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABUJI, ITOJIOKEHUS, UHCTPYKIMU SBIISIOTCS:

e TOYHOCTb NMPUMEHSAEMBIX (POPMYITUPOBOK O€3 HCIOIB30BAHUS CJIOB U MOHATHUN, UMEIOLIUX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJB30BaHUWE KOPOTKHMX IMPEAJIOKEHUH, OOLIENPUHSATHIX BBIPA)KEHUN U CBS30K, IpH
HEO0XOUMOCTH - MPE/IBApUTEIBHOE ONpPE/eICHHE UCIOIb3YEMBIX MOHATHH, COKpaIleHUH,
ab0OpeBuaryp;

e OIMCaHHE BCEX BO3MOXKHBIX BAapMAaHTOB COOBITHH M COOTBETCTBYIOIIMX MM BAapHAHTOB
NeHCTBUM, T.€. IOJIHOTA MPeICTaBICHHs UHPOpMaIIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTAa C IEJIbI0O JOCTWKEHHUS HAWIydlled IOCIeI0BaTEIbHOCTH
U3JI0KEHUSl MaTepuana;

e MMHHMHU3AIUS TEKCTa C MOMOIIBIO MpPUMEHEHHus 0000IeHni (0030pOB MpearnonaraeMbix
JCUCTBUI) U IPUMEHECHHUE MEPEUNCIICHUH (3a/1a4, STAIOB, YCIIOBUHI | T.]I.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pa3pabaThIBAEMBIX MPABUII, OJOKEHUS, HHCTPYKLIUU
- TEKCT JOKYMEHTa JeJINTCSA Ha TJaBbl, IIYHKTHl U MOANYHKTHL. [ J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoauTcs apabcKuMu uppamu.

7. IIpoTokoJ 3acegaHusi (COBEIIAHMS)
7.1. I[IpoTokosn — MOKYMEHT, B KOTOPOM (DPUKCHpYeTCsi XOJ 0OCYXKJIEHUS BOINPOCOB U MPUHATHUSA
peleHui Ha coOpaHMsIX, COBEIIAaHUAX, KOH(EPEHIUAX U 3acCeJaHHsIX KOJUIETHaIbHBIX OPTaHOB.



7.2. Tlporokon 3acenanHus (COBEIIaHMS) - (Hajee - MPOTOKOJ) O(OPMIISETCS Ha YHUCTOM JIHCTE
Oymaru opmara A4.

7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JABYX YacTeil: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  YacTM  yKa3bIBAIOTCA  MHHULMAIBL,  (paMUIUU W JIOJDKHOCTHU
MpeJCceaTeIbCTBYIOMIETO, CEKPEeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, P HEOOXOIUMOCTH,
JIUL, IPUTTIAIICHHBIX Ha 3ace/laHue (COBELIaHue).

7.5. BBogHas 4YacTh MNPOTOKOJA 3aKAHUMBAETCS IIEPEUYHEM pacCMATPUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE UX 3HAYMMOCTH C YyKa3aHWEM JIOKJIaquuka II0 KaXIOMYy
paccmarpuBaeMomy Bonpocy. Bonpocsr popmynupytrores ¢ mpemiorom "O" ("O6"), meuatarorcs ot
IPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LUPpaMU.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOUT M3 Pa3fesioB, COOTBETCTBYIOIIUX PacCMaTpUBACMBIM
BOIIPOCAM M UX HYMEpPAallUH.

7.7. TekcT NpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKECTBeHHoro uwcina ("ciymanu",
"BpicTynun", "mocranoBuin", "pemmian').

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIULIOM, IIPECEIAaTEILCTBOBABIINM Ha 3aceJaHUH (COBEIIAHUH), U
cekpeTapém 3aceanus (COBEIIaHus).

7.9. Ilpu OTCYTCTBMHM CEKpeTapsl 3acelaHus, B TOM 4YHCIE MpPH TNPOBEICHUH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMMCAaHNE MPOTOKOJIA TOJIBKO MPEICEAATEIbCTBYOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE MO3JAHEE TPEX IHEH CO JHSA 3aceJaHus.
[IpoeKkTbl  COOTBETCTBYIOIIMX MYHKTOB TMPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a IOATOTOBKY.

7.11. Jlata mpoTOKOJa I0JKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUA (3aceJaHus).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHM3ALUSAM MU JIOJDKHOCTHBIM
JUIAaM B COOTBETCTBUU C yKas3aTelleM pAacChUIKH, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBemanus).

8. Iliian
8.1. [1nan — NOKYyMEHT, yCTaHaBJIMBAIOLIUI NTepeUeHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPONPUATHH,
WX MOCTIeIOBATEIBHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX MCTIOTHUTEIIECH.
8.2. Ilnan odopmusercs Ha nucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpu] YTBEpKICHHS TOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e HAaMMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TOAMHUCH.
8.3. PexBm3ut — "Tekct qokymMeHTa" oQopmIIsieTcs B BUE TaOIHIIBI ¢ Tpadamu:

e HOMEp NyHKTA IJIaHa;

e HAaWMEHOBAaHWE MEPOIPHUSATHS;

e  CpOK HMCIIOJTHEHHUS;

e WCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTuer

9.1. OTyer — AOKYMEHT, COJICPIKANTUI CBEICHUS O pPe3yibTaTaxX JACSITeILHOCTH 32 ONpeACIICHHBINA
MIePHOJ] BPEMEHH, BBITIOJIHEHUU MEPOTIPUITUIN, TOPYICHHIA, 3aJaHUH, TIIAHOB.

9.2. Oruersl, mpeAoCTaBIsieMble B OpPraHbl TOCYIAPCTBEHHOW BJacTH (B TOM 4YHCIIC B OpTraHbI
rOCy/IapCTBEHHOW  CTaTUCTUKM) W  HMEIOIIME  YCTAHOBJICHHYIO  TPAaBOBBIMH  aKTaMH



rOCYJapCTBEHHBIX OPTaHOB (JOPMY, CO3JAIOTCS M0 YCTAHOBJIEHHOW I'OCYJapCTBEHHBIMH OpraHaMu
(dopMe U B OIIpeIeIEHHOM UMH MOPSAKE.
9.3. Otuérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 MPaBHJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcss Ha JucTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIIEAYIOIINUX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI,

e JlaTa JOKYMEHTA;

e  PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BUJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUU (IIPU HAJTUYUN);

e HAUMEHOBAHUE JIOJDKHOCTH;

e  TIOAMKCE.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JODKHO COJEPXKATHCA YKa3 Ha JEATENbHOCTb,
MEpOTPUATHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAIINH BBINOIHEHUIO, U
pe3yabTaT O BBIIOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHue
WCTIOJHUTENBCKON  JUCHWIUIMHBL, YCTAaHOBIIEHHBIX CPOKOB HCIIOJHEHHMS U  HaJJIeKaliee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSIMU (TIPH YYACTHH HECKOJIBKUX UCIIOIHUTENEH).

10. nucsmo
10.1. Ilucbma roToBATCS Kak:

e OTBETHI O BHIIIOJHEHUH MOPYYCHUH BBIIIECTOSIIIUX OPTaHOB UCIIOJHUTEIHHOMN BIIACTH;

e OTBETHI Ha 3aIIPOCHI OPraHU3ALUM, IPEANPUATHIA U YACTHBIX JIUIL;

e HMHHIUATHBHBIC MMCHMA.

10.2. Cpoku MOArOTOBKHM OTBETHBIX ITHCEM:

e C KOHKPETHOM JJaTOM MCIIOJIHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUM C pE3OJIOLUUEH JUpeKTopa W €ro 3aMecTHTeled Ha OCHOBAaHUM
YCTaHOBJICHHBIX CPOKOB HCIIOJNIHEHHS TOPYYEHHUH, 3alpoCOB WM IO PEIISHHIO aBTOpa
PE30ITIOIUH.

10.3. TekcTBl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSM, 3a()MKCHPOBAHHBIM B
pesomoru. CpoKH MOArOTOBKM MHUIIMATHBHBIX MHCEM OINPENEISIOTCS CaMOCTOSATENIEHO aBTOPOM
MPOEKTa MHUChMa C YIETOM HEOOXOANMOCTH PEUICHNsT KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBHH C
TpeOOBAHUAMH 3aKOHO/1aTENIbCTBA, TOPYUEHUSIMHU HETIOCPEICTBEHHOT'O PYKOBOAUTEIS.

10.4. TIucepma meyataroTcsi Ha ONAaHKE MHChMa OOIIE00Pa30BATENFHOW OPTaHU3ALUU C YTIIOBBIM
pacIoyio’KeHNEeM PEKBU3UTOB.

10.5. JlomoysHUTENBHO K PEKBU3WTAM OJlaHKa THUChMa TpH O(GOPMIICHUU TIHMCEM B IIIKOJIE
UCTOJB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e BU3a;

e TIOAMHUCH.

e OTMETKa 00 HCIIOJIHUTEIE.

10.6. IIpu odopmiieHun nucbkMa Ha IBYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEpYIOTCs OCEpEIMHE BEPXHEro MOJIs JINCTa apaOCKUMu U pami.

10.7. [lucpma MOMUCHIBACT JUPEKTOP MM PAOOTHUKH, YIIOJTHOMOYEHHBIE TIPUKA30M.

10.8. CnyxeOHBIC 3aIMCKU



10.9. B mensix ocymiecTBIEHUS] B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaX BHYTPEHHETO
JTOKYMEHTO000pOTa B IIKOJIC TPUMEHSIOTCS CiTy>keOHbIe 3anmucku. Ciry)keOHbIE 3aIMCKH SIBIISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3alHCOK  SBIISIOTCS
COTPYJHHMKH 00111e00pa30BaTeIbHOM OpraHU3anny.
10.10. CnyxebHas 3amucKa MOXKET COCTABIATHCS MO YKa3aHUIO PYKOBOJCTBA WM 110 UHUIIMATHUBE
KOHKPETHOTO COTPY/IHHKA.
10.11. Ilpu odpopmiennu ciayxeOHOM 3auCcKu 0OGOPMIIIIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e JaTa JIOKYMEHTa;

e HAaMMEHOBaHHE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAaMMEHOBaHHE JIOJDKHOCTH;

e MOJIHKCH.
10.12. CnyxeOHble 3alMCKM MOTYT CO3/1aBaThCsl HA OYMa)KHOM HoOcuTelle U (WIM) B JIEKTPOHHOM

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBIIAETCA COTPYAHHMKAM IIKOJBI M OQOpMIIeTCs 10 IpaBUIIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpyknueil s nucem, ¢ y4éroM TpeOOBaHUM TIpaskJaHCKOTO
3aKoHozarenbcTBa Pocculickoi denepanuy U HaCTOALIETO pa3lea.

11.2. TIpoeKT JOBEPEHHOCTH MOJTrOTABIMBACTCS W BH3HPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OylIeT BblAAHA, IOCIE Yero mnepenaércs B KaHLEISAPUIO AJIs HalpaBiIeHUS Ha
MO/NKCAHUE.

11.3. JloBepeHHOCTb MOANHUCHIBACTCS JAUPEKTOPOM WM JIMLOM, OCYIIECTBIISIIOIUM  €ro
MOJTHOMOYHST (MCIIOJIHSIONMM OO0S3aHHOCTH), W CKPEIUIIETCS TedaThio 00Ieo0pa3oBaTeIbHOM
OpraHM3alMH.

12. loroBopsl, cor/ianieHusi, KOHTPAKTbI

12.1. JloroBopsl, coramenns, KOHTPAKTHI (J1ajee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSAMHU I'PaXXKJaHCKOTO, TPYI0BOT0, OI0JIKETHOTO U MHOTO 3aKOHOIaTeNbeTBa Poccuiickoit
®denepaliv, B 3aBUCUMOCTH OT DPETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTeIbCTB
CTOPOH.

12.2. TIpoekt 10rOBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
YIPaBISAIOUIMM) C Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KayeCTBEHHOro oOecredyeHus
HCIIOJIHEHUS! CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (PyHKINI), TOTHOMOYNHN IIKOJIBI B LIETOM.

12.3. Tlpoekt 10roBopa IOArOTaBIMBAETCS OTBETCTBEHHBIM COTPYAHHMKOM (KOHTPAKTHBIM
YIPABISIOIMM) COBMECTHO CO CHEUAINCTOM, K QYHKIUAM (TIOJTHOMOYHSAM) KOTOPOI'O OTHOCHUTCS
pEILIEHNE BONPOCOB, SBISAIOIIUXCA MPEAMETOM JIOTOBOpA, WM MHBIM COTPYJHUKOM IO IPSIMOMY
YKa3aHUIO TUPEKTOpa o011eo0pa3oBaTeIbHON OpraHu3alii.

12.4. HeobOxoaumasi Ui IOJATOTOBKH MIPOEKTa TOTOBopa MH(opMaius coOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAAKE paboyero B3aWMOJAEUCTBUS C YYETOM IMpaBui,
YCTAaHOBJICHHBIX HAcTOsIEeN MHCTpyKIIMEN.

13. IpyHOMOBI OPraHU3AIMH JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOpOTE BBIACISAIOTCA CIEAYIOIIUME JOKYMEHTONOTOKH: IOCTYIMAaolas
JNOKYMEHTalusi  (BXozsiuas), OTHpaBiseMas JIOKyMeHTauus  (MCXOJsIiasi), BHYTPEHHSA
JOKYMEHTAIUS.

13.1. B cocraBe BXoasAmel W MCXOIAMICH MOKYMEHTAIIMH MOTYT BBIICISATHCS JIOKYMEHTHI,
MIOCTYIUBIINE W3 BBIMIECTOSIINX, MOAPSAAHBIX, MEAULIMHCKUX W JPYrMX OpraHM3aliii, OpraHoB
MECTHOT'O CaMOYIIpaBJIeHUs, OOpallleHus TpaX/1aH.



13.3. OOpaieHust rpaxaaH perucTpUpyroTcs u (HOpPMUPYIOTCS B Jela OTAEIbHO OT JIPYTHX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHu3aIiy.

13.4. B mxone gocTaBKa M OTIpaBKa JTOKYMEHTOB OCYIIECTBIISETCS CPEICTBAMH IOYTOBOW CBSI3H,
AJICKTPOHHOU CBSI3U, a TAKXKE IO CHUCTEME JJIGKTPOHHOIO JoKyMeHToobOopora (maimee - COJ). C
IIOMOUIBIO TOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYIO OpPraHU3ALMIO JIOCTABISETCS MHCbMEHHAs
KOPPECHOH/ICHIUSI B BUJE MPOCTHIX MUCEM, 3aKa3HbIX MUCEM, MOYTOBBIX KapTOUeK, OaHaeposiel u
MEJIKMX MAKETOB, a TAK)KE IeYaTHbIC U3JaHUs.

14. IlepBuyHas 00padoTKAa MOCTYNAIIIMX JOKYMEHTOB
14.1. JlokyMeHThI, IOCTyMalolle B IIKOJy, IEpPElalOTCs Ha PErUCTpalMio CeKpeTapro
00111e00pa30BaTENILHON OPraHMU3alMU M MPOXOAT MEPBUYHYI0 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU NOCTYIUIEHUU B HepaOouee BpeMsl - Ha cielyroluil pabounii aeHb. [Ipu nepBuuHoii 00paboTke
JOKYMEHTOB TPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYNMUBIIME JTOKYMEHTHI
NEPEChUIA0TCS 110 IPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymenTsl, noctynusize ¢ orMmerkamu "Cpouno”, "Bpyunts HemeuienHo", "OnepatusHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKy M JOKJIAIbIBAIOTCA AUPEKTOPY WM B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. IlocTynuBuMe TeaerpaMMbl IPUHUMAIOTCS MO HOJNMCH C IPOCTABICHUEM JIaThl U BPEMEHU
[IpUeMa, PETUCTPUPYIOTCA 10 TEM XK€ MpaBUiIaM, YTO U NUChMa.
14.4. DnekTpoHHBIE COOOILIEHUS, aPECOBaHHbIC JUPEKTOPY WM HAINIPaBIEHHbIC B aJpeC HIKOJbI,
pacrneyaThIBalOTCs U JAOKJIAAbIBAIOTCS JTUPEKTOPY WIM B CIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
IUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIEHUS, 3aBEPEHHBIC JEKTPOHHOW MOAMMKCHIO, MOAJIeKAT 00padoTKe 1Mo
[IpaBUJIaM, IPEAYCMOTPEHHBIM JJIs TOCTyHaroIel (BXoas1el) TOKyMEeHTaluu.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpeleNsieTcss Ha PETUCTPUPYEMble W He
MOJyIEeXkKAIUE PETUCTPALIMM JOKYMEHTBI.
14.7. He nmogJiexxat perucTpaiuu:

e IIpUITIACUTENIbHBIE, T03PABUTEIIbHBIE TUCbMA U TEJIErPaMMBbl;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMHUHAPOB, KOH(EPEHILUH U APYrUX NOJOOHBIX MEPOIPUSATHIA;

e JIOKYMEHThl TIO OyXTaJTepCcKoOMy yuyeTy, MaTepualbHO-TEXHHMYECKOMY OOEeCHedeHHUIo,

IUTAaHOBBIE U (PMHAHCOBBIE JOKYMEHTHI, TOCTyNaroIue 0e3 CONpoBOAUTEIBHOTO TUChMA;

e pEKJIaMHbIE, KOMMEPUYECKHE MPEIJI0KEHUS, B T.4. IOCTYIUBIINE 110 JIEKTPOHHOM MOYTE;

e II€YATHBIC U3/IaHUS;

e TIMCbMA C IOMETKOM «INYHOM.

15. Perucrpaumsi, y4yeT M pacCMOTpeHHe PYKOBOAMUTEJEeM MOCTYNAKIUX (BXOASAIINX)
AOKYMEHTOB
15.1. [octynuBmme (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IOCIE M IMEPBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOC00a UX JIOCTABKH.
15.2. Peructpamusi — mpocTaBeHUE B HIDKHEM IPAaBOM YIIIy MEPBOTO JIHCTA JTOKyMEHTa OTMETKH
O MOCTYIJIEHMH C YyKa3aHWEM JaTbl NOCTYIUIEHHS M BXOZSAIIErO0 PETrMCTPALMOHHOIO HOMEpa
JOKYMEHTa ¢ o00s3aTeIbHOM 3aluChi0 B JKypHaJl pEerucTpaluy IOCTyHaroumei (Bxoasuieil)
nokyMeHTanuu. CTpyKTypa perucTpallMOHHOTO HOMEpA, MOCTYMAOLIEro (BXOASIIEr0) TOKYMEHTa,
COCTOMT M3 €ro IMOpAJKOBOrO HOMEpa U UHAEKca Jeja 10 HOMEHKJIAaType el
00111e00pa30BaTeIbHON OpraHU3aIIH.
15.3. Perucrpamms BceX MOCTYNUBIIMX (BXOMSANINX) JOKYMEHTOB MPOM3BOAUTCS B TIpeaenax
00IIero JOKYMEHTONOTOKA. JIOKYyMEHTHI, MOCTYNUBIIME B IIKOJIY IO KaHajJaM (akCUMUIbLHON
CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekct mocTynuBIIed TenehOHOrpaMMbl 3alUCBHIBACTCA B JKypHalle PErUCTpaIUH
TeneQoHOrpaMM U IeyaTaeTcs Ha JIucTe Oymaru Juisl nepeiadyi Ha pacCMOTpPEHHUE.



15.4. Tlocrynatomue (BXOIAIIME) JOKYMEHThI IEPEAAOTCs Ha PAaCCMOTPEHHUE PYKOBOJICTBY TOJIBKO
IOCJIE UX PETUCTPALMH U NIPEIBAPUTEIBHOIO PACCMOTPEHHUSL.
15.5. JlokyMeHTBI, TIOCTYNHBIIHE B OO0IIEOOpa30BaTEIbHYIO OpraHW3aI{io, MO BOIpPOCaM, HE
TpeOYIOLMM  PAacCMOTPEHUS JUPEKTOpa, HAIpPaBISAIOTCS PaOOTHUKOM OTBETCTBEHHBIM 32
JeTIOTIPOU3BOACTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIIpoca.
15.6. /lupexTop B pe30IOLMHU ONpPENENseT ML, OTBETCTBEHHBIX 32 UCIIOJIHEHUE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JETOMPOM3BOICTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonnMHHKK TOKYMEHTa C PE30JIIONHEN PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaMpaBJIsIeTCs] UCIIOJHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH NOAIMHHUK JOKYMEHTa NEepeaaeTcss ToMY
UCIIOJIHUTENI0, KOTOpPBIH B  COOTBETCTBUM C YKa3aHUSAMM 110 HUCIOJHEHUIO SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaOT KOMHUIO JOKYMEHTA.
15.9. IloyIMHHUK JOKYMEHTa, KOTOPbI HCHOJHSAETCS HECKOJIbKUMH JOJDKHOCTHBIMU JIUIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCTIOMHUTENb. OCTaNbHBIM HCHIOTHUTENSAM MEPEAAI0TCs KOTIHH.
15.10. HM3roroBineHue KONMH JOKyMEHTa [uld Nepefayd COUCHOJHHUTENSIM OCYIIECTBIISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpTaHH3aIUH.
15.11. Pe3omronusi COAEPIKHT:

e YKa3aHHWE IO WCIHOJHEHHUIO, COJEpKallee KpaTKOe OINHCaHHEe HEOOXOIUMOro JUIs

UCIIOJHEHUS IeHCTBUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHOO A0 HMCTEYECHUS KOTOPOTO0 HEOOXOIMMO
UCIIOJHUTH NPEANUCaHHOE JIeCTBUE;

e JIMYHYIO MOAIHUCH aBTOPA PE3OIOIHH;

e JlaTy IPOCTABJICHUS PE3OIIOLHH.
15.12. VYka3aHue Ha CpOK, B TE€YCHHE KOTOPOTO JIMOO O HMCTEUYECHHUS KOTOPOro HEOOXOIMMO
UCIOJHUTh TPEIINUCAHHOE JEHCTBHE, MOXET HE BBIPAKaTbCs KOHKPETHOW JaTOW M coaepxkarb
BBIp@KEHUS: "B YCTAaHOBJICHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtonus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE IEPBOTO JIHCTA JOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus aJpecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
UCTIOJHEHUE JIOKYMEHTa B IIEJIOM SBISETCS COTPYAHMK, yKa3aHHbBIM NEpBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLIICHHH KOTOPOTO CJeJiaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranu3zanusi padoTsl ¢ OTHPABJAsIEMbIMHU (MCXOAAIIUMHI) TOKYMEHTAMH

16.1. Jlo mpemocTaBieHUsi MPOEKTa OTMPABISAEMOro (MCXOISAIIET0) IOKYMEHTa Ha TMOJIMHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSJAKE Ha IOANMKMCAHUC JIUILY
OCHOBHOW HCIIOJHUTENb MPOBEPSAET MPABHIBHOCTH O(OPMIIEHUS OTMPABISIEMOro (MUCXOMSIIEro)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosimed NHCcTpykuuy.

16.2. Tlpu mOArOTOBKE OTIPABIAEMOTO (MCXOMAIIET0) TOKYMEHTAa KaK OTBETa Ha TMOCTYMUBIIUI
(BXOASIIMI) JOKYMEHT HCIIOJIHUTETh TPHKIABIBACT K IMOATOTOBICHHOMY IPOCKTY BXOISIINN
JOKYMEHT.

16.3. IIpoeKTHI OTIIPABIISAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COONIOICHUS] YCTAaHOBICHHOTO
B PE3OJIIOIHMHM CpPOKAa WCIOTHEHHs] TEepPedaroTCsl OTBETCTBEHHBIM HCIIONMHUTEIEM B OTIEIN
JICJIONIPOU3BOICTBA (KAHIICSPHSI, CEKPETaph) IIKOJIBI JTIS HAITPABJICHUS HA TIOIITUCAHHE.

16.4. TloanucaHHBIE OTHpaBIsieMble (MCXOIAIINE) JTOKYMEHTBI, TEpenaloTcs paboOTHUKY
OTBETCTBEHHOMY 32  JICJIONIPOM3BOJICTBO  IIIKOJBI, KOTOPBIA  OCYIIECTBIISIET  MPOBEPKY
KOMIUIGKTHOCTH ¥ COOTBETCTBHUS KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOr0 (HMCXOMSIIETO)
JOKYMEHTa CITMCKY PACChUIKM, a TaKXe MPaBWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIACHO
HACTOAIIEH HHCTPYKIIHH.

16.5. B cmydae HapymieHHS KOMIUIGKTHOCTH WJIH COOTBETCTBHSI KOJIMYECTBA, a TaKKe
MPaBWIBHOCTH O(OpPMIIEHUS JTOKYMEHTa COTJIACHO HACTOSIIeH WHCTPYKIIUH OTMpaBisieMble
(ucxomsmue) JOKYMEHTHI — HE3aMEJIMTEIbHO  BO3BPAMIAIOTCS  PAOOTHUKAMH  KaHIEISPUN



OTBETCTBEHHOMY MWCIIOJHHUTENI0 WIM B CIy4yae OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJIHUTENS €ro
HEINOCPEICTBEHHOMY PYKOBOAUTEIIO [l YCTPaHEHUs HAPYIIEHUH.
16.6. JlokyMeHTBI TOCJ€ WX MOJNUCAHUSA JUPEKTOPOM WM WHBIM YIOJHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIApUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy sl perucTpaliy U OTIPABKH.
16.7. Peructpanust oTrpaBisieMbIX (MCXOASAIINX) JOKYMEHTOB OCYIIECTBIISCTCS TOCIIE TMPOBEICHUS
paOOTHHUKAMHU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIOIPOU3BOICTBO, IPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHS KOJUYECTBA JK3EMIUISIPOB, a TAKXKE IMPABHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(MCXOAIIIET0) TOKYMEHTA.
16.8. Perucrpauusi co3laBaeMbIX JOKYMEHTOB OCYILECTBJISCTCS B JIeHb TOAMHUCAHUS WU
YTBEpKJeHHs TMOO0 Ha CIEAYIOIIMUNA paboUmii EHb.
16.9. CBenenust 0 perUCTPUPYEMBIX OTIPABIISIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B JKypHAJ
perucTpanuy oTIpaBisieMol (MCXOsIel) JOKYMEHTalUH.
16.10. PeructpaniioHHBIH HOMEP U JaTa OTIPABIAEMOT0 (MCXOSIIET0) TOKyMEHTa IIPOCTABIISIOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHM3MTax OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCS B JeNe
001eo0pa3oBaTeIbHON OPTaHU3aAIHH.
16.11. CTtpykTypa perucTpalliOHHOIO HOMEpa OTIPABISIEMOro (MCXOASIIEro) T0KyMEHTa COCTOUT
U3 €ro MOpsAIKOBOr0 HOMEpPA U MHJEKCA Jieja 10 HOMEHKJIAType /1€ LIKOJIbL.
16.12. OrtnpaBka JOKYMEHTOB IPOU3BOAUTCS LEHTPAIM30BaHHO pPAOOTHUKAMHU KaHLEISAPUU
IIKOJIBI, KOTOpPBIE MPOU3BOAAT HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapoaHas U Jp.).
16.13. IluceMma, TenerpaMmbl, OTKPBITKH, OAaHIEPOJIN U ITeYaTHBIC U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle()OHOTPaMMBbI ITEpPEeJat0TCs M0 KaHaiaM TeJle(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO SJIEKTPOHHOTO
azipeca 00111e00pa30BaTEIbHOM OpraHu3aIuy.
16.15. [Tucema, TenmerpamMMebl, OTKPBITKH, OaHIepOIH, (haKCOTPaMMBI, FJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBbIE C pabouel NesATeTbHOCThIO, K OTIIPaBKE HE IPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U MPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (MPU HAMPABICHUM JOKyMEHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

yKa3zaTeJeM pacChUIKH, Ha KaX/10M K3eMIUISpe MHChbMa YKa3bIBAaeTCs TOJIBKO OJMH ajipecar.

e IIPOCTaBJIEHHUE CTOUMOCTH IOYTOBBIX YCIYT;

e IIepeJady B IIOYTOBOE OTIEIICHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE MHCEM HEOOXOIMMO YUUTHIBATH NpPABWIIA, YCTaHOBIICHHBIC
pUKa30M MUHHUCTEPCTBA CBSA3U M MaccoBbIX koMMyHukanuii P® ot 31 uronsg 2014 r. N 234 "O0
yrBepkaeHun [IpaBui oka3aHust yciiyr MOYTOBOU CBS3H".
16.18. JlokyMeHTHI, OTHpaBiIsieMble CPEJICTBAMM ITOYTOBOM CBSI3U B OJMH aJIPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.
16.19. Hcxonsmme AOKYMEHTHI, MpeAHAa3HAYCHHbIE U OTIPaBKU CpPEACTBAMH (PaKCUMMIbHON
CBSI3M, OTIPABJISIOTCS paOOTHUKAMM KaHILENSpUH 00111e00pa30BaTeIbHON OpraHu3allly.

17. PazpaGoTka M BejeHHe HOMEHKJIATYPBbI e

17.1. JloxymeHTanbHBINA (POH/I LIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0pa3yIOIIUXCs B Ipoliecce
€ro JesTeThbHOCTH. JIOKyMEHTa bHBIH (OHI IIKONBI COCTABISIOT JOKYMEHTHI, CO3JaHHBIC B
001eo0pa3oBaTeIbHOM OpraHu3alMd M TOJIYYEeHHBIE €10 B pe3yjibTaTe B3aHMMOACUCTBUS C
OpraHamMH TOCYIapCTBEHHOW BIIACTH, OpraHaMH MECTHOTO CaMOYIIPaBIICHUS, IOPUANICCKHIMU U
(bU3NYECKUMU JIUIIAMH.

17.2. HomeHkmatypa Aein sBIsSETCS OCHOBOH (DOpPMUpPOBAHHS JOKYMEHTAILHOTO (OHIA IIKOJIBI U
NPEACTaBIsSeT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYEHb 3arojOBKOB (HAMMEHOBaHWHN) e,
3aBOJIMMBIX B IIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHHs, W O(QOPMIICHHBIH B COOTBETCTBUHU C
MIPaBOBBIMU aKTaMM, PEKOMEHIAIMSAMHM W METOAMYECKHMMM YyKa3aHMsIMU OpraHoB Poccuiickoit
denepanyn, YIOJIHOMOYEHHBIX B cdepe TOCYIapCTBEHHOTO YIPABICHHUS apXUBHBIM JEJIOM,
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO0O0pOTA.



17.3. HomeHkaTypa Jiest COCTaBIIAETCS HA OCHOBE U3yUYSHHUS MOJIOKEHHM, MHCTPYKLIMH U TpaBuiL, a
TAKXKe JPYrHX JIOKyMEHTOB, PpErJaMEHTUPYIOIIUX JEATEIBHOCTh  00I1e00pa30BaTeIbHOM
OpraHM3alM, a TaKKe HOMEHKIATyp JAel 3a MPEeJUIeCTBYIOIIME TroAbl U JIOKYMEHTOB,
00pa3yIoIMXCsl B ASSATEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluu.
17.4. HomenknaTypa Jesl UCHOJb3YETCA AJi1 TPYNIHUPOBKU HMCIOIHEHHBIX JAOKYMEHTOB B €A,
CUCTEMATU3alMH U y4eTa eI, ONPEACICHUS CPOKOB UX XPAHEHMSI M TIOUCKA TIOKYMEHTOB, SIBIIIETCS
OCHOBOM1 JUIsl COCTaBJIEHUs OIMCEN J€J1 MOCTOSHHOTO U BpeMeHHoro (cBbiiie 10 yieT) xpaHeHus, a
TaKXke Ul yyeTa Jes BpeMeHHOro (10 10 JieT BKIIOUUTENbHO) XPAHEHHS.
17.5. HomeHnkiaTypa J1e1 BBOAUTCS B AEUCTBUE IPUKA30M 10 LIKOJIE.
17.6. HomeHknaTypa jieJ rOTOBUTCS B TPEX IK3EMIUISIpax:

e JUI IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U MIOCTOSIHHOT'O XPaHEHMS;

e IS UCIIOJIb30BaHMA B pPabOTE OT/AEIOM JIEIOIPOU3BOJICTBA (KaHLEIAPHEH);

e JUI XpPaHEHUS B apXUBE IIKOJIBI.
17.7. 113 HOMeHKJIATypbl [Jell LIKOJIbI OTBETCTBEHHBIM JIMLIOM 32 BEJICHHME JEJIOINPOU3BOJCTBA
O0(OpMIISIOTCS BBIMUCKHM JJIS KaXAOT0 U3 IOAPA3JENIeHUH M OTHEIOB 00lIeo0pa3oBaTeIbHOM
OpraHM3alMH.

18. ®opMupoBaHue AeJ M UX TeKyliee XxpaHeHue. [loAroroBka 10KyMeHTOB U JieJ1 K nepeaye
Ha apXMBHOE XpaHeHHe

18.1. dopmupoBaHue Jes1 — IPYNINHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATYpOH J1eN 0011e00pa3oBaTeIbHOW OpraHU3ali U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co aHs WX 3aBEICHHS /0 NEpeAaydl B apXUB IIKOJIBI MJIM HA YHUUITOXKEHUE XPAHATCS 110
MeCTy UX (POPMHUPOBAHUS.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SMCTBEHHOW, Y4eOHO-BOCTIMTATEIHHON
JESITeIbHOCTH ILIKOJIbI, TPYIIUPYIOTCS OTACIBHO OT MPUKA30B 110 JMYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 0OyUaroImuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmupyercst 3a HEpUoJl KaJIEHAAPHOIO roJa M CUCTEMaTH3UpPYeTCs B
XPOHOJIOTUYECKON MOCIIE0BaTEIbHOCTH.

18.5. [IpoBepka HaMYUSA U COCTOSIHUSA JOKYMEHTOB M JIe]l IPOBOJUTCS IPU NEepeMEIeHUH Jell, TIPU
BO3BpAaTe JieJ, IPU peopraHu3alii WU JIMKBUAALUU 00111e00pa30BaTeIbHON OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTeNbHOM OpraHu3anuu (Jajgee - apxuB) IepelarTcs JAena
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbliie 10 jieT) CPOKOB XpaHEHHUS U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JJOKYMEHTHI ObIIIM TOMEIIEHBI B JIEJI0 HAa XpaHEHUE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IPOU3BOJUTCS TI0 YTBEPKJACHHBIM OITHCSIM JICI.

18.8. IlogroroBka JOKYMEHTOB W JeJl K Iepefaye Ha apXWBHOE XpaHEHHE M Ha YHUYTOXKEHUE
IpelycMaTpUBaeT:

e JKCNEPTU3Y LIEHHOCTHU JI0KYMEHTOB;

e COCTaBJICHHE OIUCEH JIeN M0 pe3ynbTaTtaM 3KCIEPTU3bl UX LIEHHOCTH;

e odopmieHue Je;

e COCTaBJICHHE aKTOB HA YHUYTOKEHHE TOKYMEHTOB H JIEJl C UCTEKIIMUMHU CPOKAMH XPaHEHHUS.
18.9. DkcnepTr3a IEHHOCTH JIOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO XPaHEHMs OCYIIECTBIISIETCS
©KEroJlHO JHIOM (JIMIIaMu), Ha3HAYEHHBIM MPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHBHPOBAHUE.

18.10. B neno momernaercs He 6osee 250 McTOB (TONIIMHA Jeiia IPH TOM COCTaBJIseT He Oolee 4
cM). [Ipu OonbioM KonuyecTBe JOKYMEHTOB (DOpMHUPYIOTCS ToMa (4acTH) naena. BuyTtpu nena
JOKYMEHTBI PAcCIoNaraloTcs B XPOHOJIOIMUYECKOM IOpsIKE B COOTBETCTBUHU C omuchio. B nena
MIOMEIIAIOTCS TOJIBKO UCTIONHEHHBIE, TPABUILHO O(POPMIICHHBIE JOKYMEHTBI.

18.11. JIokyMeHTBI BHYTpPH Jieja PacIoJIararoTCs CBEPXY BHU3 B XPOHOJOTHYECKOW, BOIPOCHO-
JIOTHYECKOW  TOCNIEAOBAaTENIbHOCTH MJIM MX COYETaHWU. PacnopsiiuTenbHble JOKYMEHTHI
TPYNITUPYIOTCS B JIeJIa 110 BUIaM M XPOHOJIOTHH C OTHOCSIIIUMUCS K HAUM TIPUIIOKECHUSMH.

18.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B JIEJ10 1O anpaBUTy haMHUIHi.



18.13. Odopmienue paena mnpeaycMaTpuBaeT: OQOPMIIEHHE PEKBU3HTOB OOJOXKKH Jeia IO
YCTaHOBJIEHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIalloM B BEPXHEM IpPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jiela, MOAIINBKY U Tieperier Aena. JIuct 6ompioro
¢dbopMarta, MOAIIUTHIA 3a OAUH Kpad, HyMmMepyeTcsl KaKk OJMH JHCT B IPaBOM BEpXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIiei JIUCTOB, B TOM YKCIIE TICYaTHBIC U3JaHMs, HyMEPYIOTCS B
o01eM mopsiike.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WJIU YacTed, HyMEPYIOTCS MO KaXJI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Tlocne 3aBeprieHHs HyMepalHl JHCTOB COCTABIISICTCS 3aBEPHUTEIbHAS HAJIUCh, KOTOpas
pacrojaraercsl B KOHIIe Jefia. 3aBepuTebHasi HAAMKUCh COCTaBJIsIeTCS B Jiee Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBepuTenbHON Haanmucu nudpaMu U MPOMHCHIO YKa3bIBACTCS KOJIMYECTBO JIMCTOB B
JaHHOM Jiesie. 3aBepuTeNbHAsl HAJIMUCh TOMAMUCHIBACTCS €€ COCTABUTENEM C yKa3aHUEM
paciiipoBKM MOANMUCH, IOHKHOCTH M JaThl cocraBiieHus. KomnuuecTBo IHCTOB B Jeine
MIPOCTABJISIETCS HAa 00JIOXKKE JieJia B COOTBETCTBUH C UTOTOBOM HAAMHKCHIO.

18.17. PexBU3UT "CcpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY Jeja U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIE CBEPKHM €r0 CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEYHE THITOBBIX
JOKYMEHTOB WUJIM B MEpeYHe IOKYMEHTOB, 00pa3yIomuXcs B AeSITeNbHOCTH (heJepaibHOro OpraHa,
C YKa3aHHEM CPOKOB XPAHCHHUS.

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

18.19. Tlpuem nenm mPOU3BOIUTCS COTPYIHUKOM, YIIOJHOMOYCHHBIM Ha BEICHUE NEATEIHHOCTH
apxuBa, C MPOCTABIEHUEM B JBYX SK3EMIUISIpAX OMHCHU T OTMETOK O HAIWYUU KaKIOoro jaena (Ha
KKIOM 9K3EMIUIPE OMHCH YKa3bIBACTCS KOJUYECTBO (DAKTHUSCKH MPUHATHIX JCI, JAara Mnpuema-
nepeavu Jel, a TaKkKe MOANKUCH apXUBUCTA M COTPYAHMKA, TEPEIaBIIEro Aena.

19. 3ak0uuTe/IbLHBIE OJI0KEHUSI

19.1. Hacrosimass HCTpyKIUS 1O IEIOTPOU3BOJCTBY SIBISCTCS JIOKAJTHHBIM HOPMAaTHBHBIM aKTOM
o0mieoOpa3oBaTebHOM OpraHu3aluu, npuHuMaercs Ha OO0meM coOpaHuu paOOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBbIE B HacTosIyto MHCTpyKUuio, opopMIISIOTCS B
MMCbMEHHOW (hOopMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAaTeIbcTBOM Poccuiickoit denepanuu.
19.3. MHcTpyKuus mo JelIONpOM3BOJCTBY B IIKOJE NPUHUMAETCS Ha HEONPEIENCHHBIH CpOK.
W3menenusa u nonoiHeHus K MHCTpyKIMU NPUHUMAIOTCSA B MOPSAKE, IPEeyCMOTpEeHHOM 11.19.1.
Hacrosmen MacTpykuuy.

19.4. Tlocne npuHsTHS WHCTpYKIMH (MM M3MEHEHWH W JIOTIOJIHEHWH OTIENBbHBIX NMYHKTOB H
pa3enioB) B HOBOM peaKkIluy Mpeablaylas peJakiius aBTOMaTUUECKH yTPaunBaeT CUITY.

lIpunoscenue Ne 1

IIpaBuna
o(opmiieHUs] PEKBU3UTOB 10KYMEHTOB



1. Jnsg mDOArOTOBKM JOKYMEHTOB MpPHUMEHSETCS TEKCTOBBIM pedakTop, oOecreunBaromun
TpeGoBaHuUs TpapUUECKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

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

3. Ilpu moaroTroBKe TEKCTOB B TaONMIAxX, Ui OOECIEUEHHUsS JIydlled YUTaeMOCTH JaHHBIX,
JoIycKaeTcs mpuMeHeHue mpudroB Buaa Arial, pazmepon 12,13.

4. Jlnana3oH HUCII0JIb3yEMBIX MEXyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOIO /10 MOJIYTOPHOTO.

5. AG3aiHbBINA OTCTYI TEKCTA IOKyMeHTa - 1,25 cM.

6. 3aro0BKH Pa3JIeNIOB U MOAPA3/IEIOB MEYaTAIOTCS ¢ a03aI[HBIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 110
LIMPUHE TEKCTA.

7. MHOroCcTpo4HBIE PEKBU3MTHI I1€YATAIOTCA 4Y€pe3 OJUH MEKCTPOUYHBIM HHTEPBaJl, COCTAaBHbIC
4aCTH PEKBU3UTOB OTIEISIOTCS TONOJHUTEIBHBIM HHTEPBAJIOM.

8. Ecnmi JOKyMEHT TOTOBHTCS Uil M3JIaHUS C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcs depes
JIBa MHTEpBaa.

9. NuTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBasl MEXIy CIOBaMHU - OAMH IPOOE.

10. TekcT 1OKyMeHTa BbIpaBHUBAETCS MO LIMPHUHE JKCTa (110 TPaHULAM JIEBOIO U MPABOro MOJei
JIOKYMEHTA).

11. JInuHa caMoii AJITMHHOM CTPOKM PEKBHU3MTA IIPHU YIJIOBOM PACIONIOKEHUU PEKBU3UTOB HE Ooiee
7,5 cMm.

12. JlnvHa camMOM IJIMHHOW CTPOKM PEKBHU3UTA IIPU HMPOJOJBHOM PACIONIOKEHUM PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopmbl fokymeHTa

Kon ¢opmbl nokymeHTa mpocTaBisercss Ha yHU(GHUIMPOBAHHBIX (OPMaxX JOKYMEHTOB, B OCHOBHOM
UCTOJIB3YyEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTEe MIKOJBI. Pacmomaraercss kox GopMbl B MPaBOM
BEpXHEM yIily pabodero mois JIOKYMEHTa, cocToMT u3 cioB "dopma mo" (HamMeHOBaHHE
Kknaccudukaropa) u mudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HauMeHOBaHUE HIKOIbI

HaumeHoBaHMe MIKOJBI JOJKHO COOTBETCTBOBaTh HAaWMEHOBAHUIO FOPUIMYECKOro JIMIIA,
3aKpeMJICHHOMY B €ro  yupeiuTelbHBIX JOoKyMeHTax (YcraBe 001eoOpa3oBaTeabHOM
opranu3zaiuu). [log HauMeHOBaHMEM HIKOJIBI B CKOOKAX YKa3bIBAETCSl COKpAIllEHHOE HAUMEHOBAaHUE
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

Han HaMeHOBaHMEM IIKOJIBI - YKa3bIBAETCS MOJTHOE HAMMEHOBAHUE BBIIECTOSAIICH OpraHu3aluy.

15. CnpaBoyYHbIe IaHHBIE O IKOJIE

CrpaBouHbI€ JTaHHBIE O IIIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM ajpec, HoMmepa TenedoHa, dakca,
azipec MEKTpOoHHOM mouThl, Kojx mkoiasl mo OKIIO (mpocraBnsercs mo OO6mepoccuiickomy
KJIacCU(PUKATOPY NPEANPUITUN U OpraHU3alMii), OCHOBHON I'OCYJapCTBEHHbINH PETUCTPALlMOHHBIN
Homep (OI'PH), unentudukanmoHHbli HOMEp HAJIOTOIUIATENBIINKA/KO/] IPUYNHBI TOCTAHOBKH Ha
Hanorosbiit yuer (MHH/KIIIT).

16. HaumeHoBaHuWe BUIa JOKYMEHTA

PexkBu3uT ucnonb3yercs Ui yKasaHUS BUJA JOKYMEHTa M paclojaraercsl IMoJl PEeKBU3UTOM
«HaUMEHOBaHME 00IIe00pa3oBaTeNbHON oOpraHuzanuu». HauMmeHoBaHHME BHIA JOKYMEHTa HeE
YKa3bIBa€TCs B MUCbMaXx.

17. JaTta noKymMeHTa

JlaTolt ngOKyMeHTa SBJS€TCSl Jara ero mnoAanucaHus (Impuka3, MUCbMO, 3alMcKa, akT U Ap.),
YTBEp)KICHUS (MHCTPYKLHMS, MOJOXKEHHE, NMpPaBWIA, PErJIaMEeHT, IUIaH, OTYeT U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOIM).




Jlata TOKyMeHTa MPOCTABISAETCA JODKHOCTHBIM JIMIIOM, MOANUCHIBAIONINM WIIM yTBEPKAAIOIIUM
JTOKYMEHT, WM NpPU PETUCTPALUH JOKYMEHTa, WM HEMOCPEACTBEHHO COCTaBHTEIEM IIpU
IIOITOTOBKE JOKYMEHTA (CiIyeOHasl 3alKcKa, 3asiBJICHUE U Jp.).

JIOKyMEHTBI, M3/1aBa€Mbleé COBMECTHO C JPYTHMMHU OPTaHHU3AIMSIMU JOJDKHBI UMETh O/IHY (EIHHYIO)
Iary.

Jlaty noxymenTa ohopMIISIOT apabCKUMH U(PaMH B TTIOCIIEI0BATEILHOCTH:

e JIeHb Mecdla, Mecsdl, roia. JleHp Mecdna U mMecan OQOPMIISIOT ABYMs IapamMH apaOCKuX
mudp, pasaeNeHHBIMH TOYKOW; TOJ - 4YeThIpbMsA apaOckumu 1mdpaMu, HarpuMmep:
01.12.2017. Byksa "r" mociue uugp He CTaBUTCS.

e IIpHU CIOBECHO-IIM(POBOM crocobe opOopMICHHUS AaThl JAE€Hb Mecsla yKa3blBaeTcs Mapou
apabckux 1udp, ro YeTbIpbMs apabckumu udpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpannoHHEI HOMED TOKYMEHTA

Peructpaiimonnbeiii HomMep JOKYMEHTa MPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOM pErucTpaluu,
IIPUHATON B LIKOJIE.

PeructparnuonHsiii HOMep MPUCBAUBACTCS TIOKYMEHTY TOCJE €ro MoAnucanus (YTBepKISHUS).
CcpuiKa Ha PerucTpalMOHHBIN HOMEp U 1aTy JJOKYMEHTa

Ccbuika Ha UCXOJAIINI HOMEp U JAaTy JOKYMEHTa aJpecaHTa BKIIOYAeT B ce0si perucTpaliOHHBIHN
HOMED U JIaTy IOKYMEHTa, Ha KOTOPbIN JOJKEH ObITh JaH OTBET.

19. Mecro cocrapiieHus (M3JaHMs ) JOKYMEHTA
MecTto cocTaBieHMs UM U3/1aHUs TIOKyMEHTa - "Topo] ..." - yKa3bIBaeTcs Ha OJIaHKaX MIPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeIbHON OpraHu3alty.

20. Anpecar

B pexBuszute "Anpecar" ucnonb3yrorcs opUIMalbHbBIE HAUMEHOBAHUSI OPTaHOB I'OCYIapCTBEHHON
YW HCHOJHUTEIBHON BIJIACTH, OPTaHOB MECTHOTO CaMOYyIpaBieHHs, opranuzanuil. [lomyckaercs
UCIOJIb30BaTh O(UIIMATBHO MPUHATHIE COKPAIIEHHbIE HAUMEHOBAHUSI OPTaHOB IOCYJApCTBEHHOMN U
WCTIOTHUTEJILHON BJIACTH, OPTaHOB MECTHOTO CAMOYIIPABJICHUS, OPraHU3aIIUA.

[Ipu anpecoBaHMM AOKYMEHTAa JOJKHOCTHOMY M YaCTHOMY JIMIY WHHIMAIBl CTaBSATCSA IOCIE
bamunuu.

Ilpumep - Pyxosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BEpXHEH IpaBOi yacTu JAOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacIoJIOKEHUEM PEKBU3WUTOB) WJIM CIIpaBa TOJA pPEKBU3UTaMH OnaHka (MpU MPOJOIHLHOM
pacroyio’keHNH PeKBU3NUTOB OsiaHka). CTPOKM peKkBH3UTa "ajpecar" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WIHA HEHTPYIOTCS OTHOCUTENIBHO CaMOM JINIMHHOM CTPOKH.

IIpu anpecoBaHuM JOKyMeHTa 0Oe€3 yKa3aHUS [IOJDKHOCTHOTO JIMIIA HAaMMEHOBAHMS aJpecaToB
MUIITYTCS B UMEHUTEJILHOM MaJIeXe, HalpuMep:

Opeanvl cmamucmuku 2opooa Mockevl

[Ipu anapecoBaHMM [TOKyMEHTAa PYKOBOIUTEIIO OpraHU3AMM HAWUMEHOBAHHE JIOJDKHOCTH
YKa3bIBae€TCs B AATEILHOM MaJIexkKe, HapUMep:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.

[ToutoBBIE aapec HE yKa3bIBa€TCI B JOKYMEHTaX, HaIMpaBIsSEMBIX B BBICHINE OPTraHbI
rOCy/IapCTBEHHON BIACTH, (efepanibHbIe OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIE
OpraHbl, OPTraHbl TOCY/IAPCTBEHHON U UCIIOJTHUTEIILHON BJIACTH, TIOCTOSI MHBIM KOPPECTIOHICHTaM.



IIpu agpecoBaHuy nucbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HAUMEHOBAHME, 3aT€M IIOYTOBBIN ajpec,
HaIpuMmep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccuiickuii  HayuHO-uccie008amenbCkutl.  UHCIMUMym
OOKYMEHMOBEOeHUs U APXUBHO20 0eld
IIpoghcorosnas yn., 0.82, Mocksa, 117393

[Ipn anpecoBaHuM [OKyMEHTa (PU3NYECKOMY JIMIy VYKa3bIBAlOT (aMUIUI0O U HMHULKAIBI
MoJTy4aTelis, 3aTeM MOYTOBBIN ajipec, Hanpumep:

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

PexBusutr "Anpecar" He MOMKEH coiepxaTh Oosiee deTbipex aapecaroB. Crmoo "Komms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramMu He ykasbiBaercs. [Ipu uumcne aapecatoB Oojee 4-x
COCTABIISICTCSI CITUCOK PACCBUIKU JIOKYMEHTA.

Ecnu nokyMeHT OTHpaBisieTcss B HECKOJIBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOJIBKO
CTPYKTYPHBIX TIOJIpa3clICHUI OpraHa UCTIOJHUTEILHOM BIIACTH, TO OHU YKA3bIBAIOTCS 000OIICHHO.
ITpumep:

Pykoeooumenam yupexcoenuii CI10

20. 'pud yTBEpKIeHUS TIOKYMEHTA

I'pud yTBEepKIeHHUS MPOCTABISETCS B MPABOM BEpXHEM yYriy aokymeHTa. CTpOKH pPEKBU3WTA
BBIPAaBHUBAIOTCS MO JIEBOMY Kpar WIM LEHTPUPYIOTCS OTHOCHUTEIBHO CAMOW JJIMHHOW CTPOKH.
JIOKyMEHT  yTBEp>KIAeTCs  JOJDKHOCTHBIM  JIUIOM  (JODKHOCTHBIMH — JIMIIAMH) WA
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAHOBJICHUEM, PELICHUEM, TPUKA30M, PACTIOPSKEHUEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOJDKHOCTHBIM JIMIIOM TpHU( YTBEPXKICHUS JOJKEH COCTOATH W3
cnoBa YTBEPXJIAIO (0e3 kaBbluek), HAaMMEHOBaHUS JOJHDKHOCTH IIMIA, YTBEPKIAIOLIETO
JIOKYMEHT, €T0 MOJIIUCH, UHUIIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUSI.

ITpumep:

VTBEPJIAIO
Jupexmop MBOY OO
U.0. ©amunua

21. Jlata

[Ipu yTBEpKI€HNN TOKYMEHTA HECKOJIBKUMHU JODKHOCTHBIMU JIMIIAMU UX TOJITUCH PAcIIoiaratoTcs
Ha OJIHOM YpOBHE.

[Ipu yTBepkaACHHHN TOKYMEHTA PACHOPSIUTEIBHBIM TOKYMEHTOM TpHQ YTBEPKICHHS COCTOUT U3
cnoB YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBAaHMEM BHJA YTBEP)KIAeMOrOo JOKYMEHTa, HAWMEHOBAHUS BHUJA JIOKYMEHTa B
TBOPUTEJIBHOM MaJIEkKE, €r0 AaThl, HOMEPA.

IIpumep:

VTBEP)KJIEHO
npuxasom MBOY OOl
om 01.03.2020 Ne 57
22. 3arojioBOK K TEKCTY




3aroJoBOK K TEKCTy - KpaTKoe CoOjep)KaHuWe JJOKYMEHTAa. 3arojioBOK K TEKCTy IpHKa3a
bopmynupyercs ¢ npemtorom "O" ("O6") u oTBedaeT Ha Bompoc "o yem?"):

e 1puka3s (0 yem?) 0 cO3JaHUN KOMUCCUU;

e 1mpuka3 (0 yeM?) 00 yTBEP)KICHUH ITATHOTO PACIIHCAHMS;

e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HH(POPMALINH.
3aroyioBOK K TEKCTY 0opMIIsieTCs 10/l pEKBU3UTaMU OJIaHKa CJIeBa, OT TPAHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) nau0O aHHOTAIMS JOKYMEHTA COCTaBIISIETCSI aBTOPOM IPOEKTa
JIOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIIATHCS, €CITH 00BEM IOKYMEHTA HE MPEBBIIACT 4-5 CTPOK.

23. Tekct noKyMeHTa
JlokyMeHThl 00111€00pa30BaTEIbHON OpraHU3allii COCTABIIAIOTCA HAa TOCYIApCTBEHHOM SI3bIKE
Poccuiickoit deneparuu - pyccKkoM.
TekcT TOKyMeHTa MOKET COAep aTh pa3lelbl, MOAPA3eNbl, MMYHKThI, TOJMYHKTbI, HyMEpYyeMbIe
apabckuMu g pamu.
B mpukasax TeKCT TOKyMEHTa U3JaraioT OT MEePBOro JUIA €IMHCTBEHHOTO YHClia («IIPUKA3bIBAIOY)
B nokymeHTax KOJUIETHAJbHBIX M COBEIIATEIBHBIX OpPraHax OT TPETHhErO JIMIA EIMHCTBEHHOTO
yucna: («cobpaHue... peumioy)
Tekct mpoTOKONAa W3NIAraeTcs OT TPEThETO JIUIA MHOXKECTBEHHOTO 4YHWCla  («CITyIIaam,
«BBICTYIIUIINY, «IIOCTAHOBUIINY, «PEIIUIIN),
B COBMEeCTHBIX JOKYMEHTaX TEKCT H3JaraloT OT IIepBOT0 JIMIAa MHOXECTBEHHOTO YHCIA!
(«TIpHUKa3bIBAEMY, «PEIIUIINY).
B 1enoBbIX (ciy)eOHBIX) MMChMAaX MCIIOIB3YIOTCS (DOPMBI H3JI0KEHHS:
e OT MEPBOrO JIMIAa MHOXECTBEHHOIO YHCIa (IPOCHM HANpPaBHUTH», MPEICTaBIseM Ha
PacCMOTpPEHHEY);
e OT TPEThEro Juila equHcTBeHHOTro yncia («Aaqmunuctpanus MBOY OOIL He Bo3paxkaeT»);
e OT TEpBOTO JHIA EIUHCTBEHHOTO 4YHCIa («CYHTAI0 HEOOXOAMMBIMY», «IIpEAiararo
PaccMOTpPETHY).
[Ipu ynorpebaenuu B Tekcte haMuInil JIMI HTHULIMAJIBI YKA3bIBAIOTCS MOCe paMUIINU.
B nenoBbIx (ciy:ke0HBIX) MUCbMaX MOTYT UCHOIb30BAThCS:
e BCTYNUTEIbHOE OOpallleHue:
Veaoicaemwiii cocnooun Hearnos!
Yeaowcaemas cocnooca Ilemposa!
Yeaoicaemwviti Huxonati Ilempoeuu!
Yeaowcaemasn Onvea Huxonaeena!
Veaoicaemvie 2ocnooa!

B oOpamienuu 1o AODKHOCTH HaWMEHOBAHHME OJKHOCTH THINETCS C MPOMHCHONM OYKBBI, B
oOpareHuu 1o (haMUITK HHUATIAAIBI JINIA HE YKa3bIBAFOTCS.

e 3aKIIIOUWTENbHAS STUKETHAs ¢paza:
C ysaoicenuen, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCs, HaulHasi CO BTOPOTO JIMCTa JOKyMEHTa apaOCKuMH 1udpamu
IIOCEPEMHE BEPXHETO IMOJIA.

TekcT nOKymMeHTa OTHENSETCS OT 3aroJioBKa ABYMS WM TpeMs MEXIYyCTPOYHBIMH HWHTEpPBAJIAMU
HCIIOJIB3YEMBIMU B TEKCTE.

24. OTMETKA 0 IPUIOKEHUU

OTMeTKa O MPWIOKCHHH HCIOJB3YeTCsl TPH OPOPMIICHHH THCEM W TNPHIOKCHHA K TUTaHaM,
MporpaMMam, OT4eTam, MOJIOKEHUSIM, TIPABHIIaM, HHCTPYKIIHSIM U IPYTUM

JOKYMEHTaM.




B nucemax oTMeTKa 0 MpUIoKEHUH 0(OPMIISETCS IO TEKCTOM NMUChMa Ha paccTosHuu 1,25 cM ot
IPaHULBI JIEBOTO NOJIA. Ecian NpuitokeHne Ha3BaHO B TEKCTE IHMCbMA, B OTMETKE O IPUIIOKECHUU
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUISIPOB IIPUIIOKEHHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.
[Ipy HaMMYUU HECKONBKUX NPUIOKEHUH, B OTMETKE O TMPWIOKEHUU OHH HYMEPYIOTCH,

YKa3bIBAIOTCSI HAUMEHOBAHUS KAXKIOrO IPUIIOKEHHUs, KOJHUYECTBO JIMCTOB U  KOJUYECTBO
3K3EMIUISIPOB, HAIPUMED:

Ipunooscenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpasra o noomsepaicoenuu pakma ooyyenus... Ha 1 1. 8 1 3x3.

Ecnu nmpunoxenus cOpOIIOPOBaHbI, TO KOJWYECTBO JIMCTOB HE yKa3biBaeTcs. Eciu mpuioxeHue
HAIpPaBJISIOT HE BO BCE YKa3aHHbBIC B JJOKYMEHTE aapeca, TO OTMETKY O €ro HAIWYUU OGOPMIISIOT
CIIeyIOIUM 00pa3oM, HalpuMep:

Ipunoosicenue: na 3 1. 6 1 9x3. monvKo 6 nepawlii aopec.

Ha npunoxeHusix k nmpaBuiam, MHCTPYKLMSIM, MOJIOKEHUSIM, IIJIaHaM, IIporpaMMam, J10roBopaM U
APYTUM JTIOKyMEHTaM OTMETKa O INPHJIOKEHHM IPOCTABISAETCS HA IEPBOM JIMCTE HNPUIOXKEHUS B
[IpaBOM BEPXHEM YTIIy.

Ecnu npunoxeHue 0JHO, OHO HE HyMepyeTcs. Eciu MpuiioKeHuid HECKOJIbKO, OHU HYMEPYIOTCS
(npunoxxkenue 1, mpuioxeHue 2).

B TekcTe moKymMeHTa IpH TIEPBOM YITOMUHAHHUH JOKYMEHTA-TIPUJIOKEHUS B CKOOKaX YKa3bIBaeTCs:
... (mpunoxxeHue) Wi ... (MpuiokeHue 1); mepea HOMEPOM IMPHIOKEHHS JIOIMYCKAeTCsl CTaBHUTh
3HaK HOMEDpA: ... (mpuokerue N 2);

B oTrMeTke 0 MpHIIOKEHUH YKa3bIBaeTCsi HaMMEHOBAaHHE BHA OCHOBHOTO JOKYMEHTa, €ro jJara u
HOMeEp, HapuMep:

Ipunoowcenue N° 2 k npuxazy MBOY OOILl om 08.06.2017 Ne 67 "

Ecnu nmpunoxeHneM K JOKYMEHTY (HampuMep, K NpuKa3y) SBJISETCS YTBEP)KIAeMbId JOKYMEHT,
(mosio>xeHue, MpaBuiia, UHCTPYKLUSA, pPErjiaMeHT U Jip.) B BEpXHEM MPABOM YTy MPOCTaBIAETCS
OTMETKA O MPUJIOKEHUH, HUKE — IPUP YTBEP>KACHUS, HAIIPUMeEp:

Ilpunosxcenue
VTBEP)X/IEHO
npuxazom MBOY OOILl om 08.06.2017 Ne 67

Bun u pa3zmep mpudra pexsusuta "OTMETKa O MPHIOKEHUU" TOJKEH COOTBETCTBOBATH BUIY U
pasmepy uipu@Ta TeKcTa JOKyMEHTa.

25. I'pud cormacoBaHusl JOKYMEHTA

I'pud cormacoBanus TOKYMEHTA UCIOJIB3YETCS TIPH COTIIACOBAHUHU JIOKYMEHTA C OpraHaMU BJIACTH,
OpraHu3alMsIMU WM JOJDKHOCTHBIMU sunamu. OH cocrout u3 cioBa “COI'NTACOBAHO”,
JOJDKHOCTH JIMIIa, KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYas HAaWMEHOBAHHWE OpTaHU3allvH),
JTUYHOMN MOIUCH, paciin(pPOBKU MOINUCH (MHUIIMAIOB, ()aMIIINK) U IaThl COTIIACOBaHUSI.

ITpumep:



COIJTIACOBAHO
Jupexmop MBOY OOLL
U.U. Heanos

01.12.2017

['pud cornacoBaHus B 3aBUCUMOCTH OT BHJIa JOKYMEHTA U OCOOCHHOCTEH ero o(hOpMICHHS MOMKET
IIPOCTABJIATLC:

e HA TIEPBOM JIUCTE JAOKYMEHTa (€CIH JOKYMEHT WMEET THUTYJIBHBIN JIUCT, - Ha TUTYJIHHOM
JIMCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEpKIACHHUS WJIU I107] HAUMEHOBaHUEM
JOKyMeHTa OJMKe K HIDKHEMY TIOJTIO);

e Ha MOCJICHEM JINCTE JOKYMEHTA IO TEKCTOM;

e HA JIUCTE COTJIACOBAHMS, SBJISIOIIEMCSI HEOTHEMIIEMOH YacThIO JOKYMEHTA.

BHeminee coryiacoBaHue TakXKe MOXKET OBITh OCYIIECTBJICHO IPYTUM JOKYMEHTOM - THCBMOM,
MIPOTOKOJIOM, TIPHKA30M.
[Tpumep:

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

26. Busa

CornacoBanne IpoeKTa JOKYMEHTa 0(hOPMIIIETCS] BU3OM.

Buza mpoctaBinsieTcss COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIMM JTOKYMEHT, W BKIIOYaeT B ceOs
HAaUMEHOBAHHME JOJDKHOCTH BH3UPYIONIETO, €ro JIMYHYI IOANKCH, PACIIU(GPOBKY TOIIMUCH
(uHMLIMATBL, (AMUIIHIO) U AATy.

[Ipumep:

3amecmumens oupekmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcsi MOAMCTHOE BU3UPOBAHNUE JOKYMEHTA U €r0 MPUIIOKEHUH.

IIpy Hamuuuu 3amMeyaHul, JONOJHEHUWH K IPOEKTy JIOKyMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yKa3aHUEM.

JUid [OKyMEHTa, MOJJIMHHUK KOTOPOTO OTHpPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
AK3EMILIIpax JOKYMEHTOB, IOMEIAEMBIX B JEII0.

JUid 1oKyMeHTa, MOJUIMHHUK KOTOPOT'O0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEro JMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IMOCIEIHEM JICTEe JOKYMEHTa IOJ
MIOJIIUCHIO.

27. oanuce
[Toamuch BKIFOYAeT: HAWMEHOBAHWE JIOJDKHOCTH JIMIA, TIOANKCABIIETO JIOKYMEHT, €ro

COOCTBEHHOPYYHYIO OJNKChH; PACHIM(PPOBKY NOAMUCH (MHULIUAIIBL, (DaMUITHUS):
[Tpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecniu noxkymeHnT odopmien He Ha OnaHke, B HaMMEHOBAaHUE JOJDKHOCTH BKJIIOYAeTCs
HauMEHOBaHKE OO0IIe00pa3oBaTeNbHON OpraHu3alnuu (MOJHOE Ha3BaHHE IKOJbI). JlomyckaeTcs B
pexkBuzute "lloanuce MOMKHOCTHOTrO JHIA" UEHTPUPOBATH HAMMEHOBAHHWE JTOJDKHOCTH JIUIIA,
MOJIKCABLIETO TOKYMEHT, OTHOCUTEIBHO CAMOM JJIMHHOW CTPOKH.



[Ipn moanmucaHuu JOKyMEHTa HECKOJbKHUMH JOJKHOCTHBIMU JIMLIAMHU Pa3HBIX JOJKHOCTEH HX
MOAMKMCH PACTIONaratoT OAHY IO APYTrod B TOCIEIOBATEIHBHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuce 1.0.D.
3amecmumens oupexmopa auynas noonucey 1.0.D.

IIpy mnoanucaHuM JOKYMEHTAa HECKOJBKMMHM JIMLIAMHU PaBHBIX JOJDKHOCTEH UX MOANUCU
pacroyiaratoT Ha OIHOM ypOBHE.

B noxyMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, yKa3bIBAETCS CTATYC JIMIA B COCTABE KOMUCCHUU!
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBAaHMEM JOJDKHOCTU ([IOOaBJIATh Kakue- JHOo
IIPUCTABKN).

Eciu JAUPCKTOPp WM HHOC YIIOJJHOMOYCHHOC Ha MHNOANHWCAHHUC OJOKYMCHTa JIMIO BPEMCHHO
OTCYTCTBYCT (OTHYCK, 6OJI€3HL, KOMaHI[I/IpOBKa) WK OOJDKHOCTb BdKAaHTHA, TO JOKYMCHT
IOAIIMChIBACT COTPYAHHUK, YHOJIHOMO‘-IGHHI)II;'I Ha NOANMCaHUuC B COOTBCTCTBHUH C
pacniopAaUTCIIbHBIM JOKYMCHTOM HJIA HaI[eJ'IeHHBIﬁ MOJIHOMOYUAMHU, YCTAHOBJIICHHBIMH ITPUKA30M
IOKOJIbI UJIX YIPCOAUTCIIA, C YKA3aHUCM cBOCH AOJDKHOCTH Y TIOJTHOMOYHM A, HAITPUMCP:

3amecmumens oupekmopa noonucv U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucs U.0. amunus
WK

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

PexBusutr "llognmuck JOMKHOCTHOTO JMIA" MOXET OBITH OQOPMIICH COOCTBCHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAaHUM CIYKEOHON 3amucku 0e3 MPUMEHEHHS TEXHHUYECKHX
cpencTB) U060 0OPMIIEH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch MODKHOCTHOTO Jsuia" ¢ HCHOJIBb30BaHHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep HmpudTa yKazaHHOTO PEKBU3UTA HE MOXKET OTIUYATHCSA OT
BHJIa M pa3Mepa mpuQTa OCHOBHOTO TEKCTA TOKYMEHTA.

PexBuzut "lloamuch MODKHOCTHOTO JHUIA" OTHEISIETCS OT TEKCTa TpeMs WM YEeThIPbMs
OJIMHAPHBIMU MEKyCTPOUYHBIMU HHTEPBAIAMHU.

28. [leuatp

[leyarp sBAsieTcsT cocoOOM MOATBEPXKACHUS MOUIMHHOCTH MOANUCH JOKHOCTHOIO JIMIA Ha
nokyMeHTe. IledaTp cTaBUTCS Ha NOKYMEHTAaX B CIydasX, NPELYCMOTPEHHBIX 3aKOHOJIATEIbHBIMU
WM UHBIMU HOPMATHBHBIMU MPABOBBIMU aKTAMHU.

[ledats craBUTCA Ha CBOOOJHOM OT TEKCTa MECTe, MPU STOM OTTHCK I€YaTH HE 3aXBaThIBAET
JUYHOM MOAINUCH JOHKHOCTHOTO JIMIA MOJIMUCABUIETO JOKYMEHT, WM B MecTe, 0003HaYeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, moAroTOBIEHHBIX Ha OCHOBE YHHU(PUIIMPOBAHHBIX (OPM, II€UaTh CTABUTCSA B MECTE,
o6o03HaueHHOM oTMeTKOo# "MII" unu uHBIM 00pa3zom.

29. OTmeTka 00 UCTIQIHUTENE

OtMmerka 00 wWcmojHUTENE (AaBTOpE) MOKYMEHTAa MPOCTABISETCS Ha MHUChbMax IIKOJIBI B JIEBOM
HUKHEM YTITy JIMIEBOM CTOPOHBI MOCIEIHEro JUCTa JOKYMEHTA OT TPAHUIIBI JIEBOTO MOJIS UITH, TIPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOW CTOPOHE BHU3Y CJICBA.




OtmeTKa BKJIIOYAeT (aMWIHIO, UMS, OTYECTBO HCIIOJHUTENS U HOMEp ero tenedoHa, a TaKKe
OTMETKa 00 HCIOJHHUTEIE MOXKET JOMOJHATHCS HAWMEHOBAaHUEM JOJDKHOCTH U 3JIEKTPOHHBIM
aipecoM HCIIOJIHUTEISL.

[Tpumep:

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

30. OT™meTKa 0 3aBepeHUH KOIHUH

Jlis HOATBEPKIEHUsSI COOTBETCTBHSI KOIUM (BBIIMCKHM U3 JIOKYMEHTA) MOJUIMHHUKY JJOKYMEHTa Ha
MOCTIETHEM JIUCTE KOMUHU (BBIMUCKU W3 JIOKyMeHTa) moja pekBuszutoM "llogmuces" odopmisercs
pekBu3nT «OTMETKa O 3aBEPEHUU KON .

OTmeTKa O 3aBepeHUM KONMU BKIIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE OJKHOCTH JIMLA,
3aBEPHBILETO KOINHIO, COOCTBEHHOPYYHYIO IOANUCH, paclIM(ppOBKY MOANUCH (MHULMAIIBI,
(bamunuio), 1aTy 3aBepeHust KO JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHUMM KONMM» MOXXET ObITb oOQopMiIeHa OT pyKH HIH C
HCII0JIb30BAHNUEM IITAMIIA.

JlonmyckaeTcst 3aBepsATh KaKbli JIUCT MHOTOCTPAaHUYHOM KOIIMM JJOKYMEHTA.

31. OTMeTKa 0 NOCTYIUIEHUMH JOKYMEHTA

OTMeTKa O TOCTYIUICHWH JOKYMEHTa COJCPYKHT BXOISIIMKA PETHCTPAIIMOHHBIA HOMEp W JaTy
MOCTYIUICHUsI JOKyMeHTa. JlomyckaeTrcs yka3aHHE 4YacOB M MHHYT MOCTYIUICHHS JOKYMEHTa C
3aBepEHUEM TOITUCSIMU 3aUHTCPECOBAHHBIX JIUII.

OTMeTKa 0 IOCTYIUICHUHU JIOKYMEHTa MOKET IMPOCTABJIATHCS C UCIOJIh30BAHUEM IITAMIIA.

32. Pe3omronus
Pe3omronust COAepKUT yKa3aHWe 1O MCIOJIHCHHIO JokyMeHTa. OHa odopmiisieTcss Ha CBOOOJIHOM

MecTe paboyero MnoJisi JOKyMEHTa.

Pe3omtonus BritouaeT B ceOs: pamMHUIINIO, MHUIUAIIBI UCTIOTHUTENS (UCTIOIHUTENEH ), TOpydeHue 1o
JTOKYMEHTY, OJIHICh aBTOPa PE30JIOLUH U 1aTy O(POPMIICHUS PE3OITIOLHIH.

Pe3osnronus, Mo yCMOTpPEHHIO JIMLA, AAMOLIET0 MOPYYEHHUE, MOKET BKIIOYATh B €e0s TaKKe CPOK
VCIIOJIHEHUS IOKYMEHTA.
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