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1. O0mue moJioxKeHU

1.1. Hacrosimas MHCTpykiusi mo AeIONpoOU3BOACTBY B IIKOJIE pa3pabOTaHa B COOTBETCTBHH C
®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit denepanun" B
penakiuu ot 25 urons 2022 roma, 'OCT P 7.0.97-2016 «Cucrema craHmapToB mo uHpopmaiuu,
OUONIMOTEeYHOMY M HM3AaTelNbCcKOMy neny, «OpraHu3aluOHHO-PACTIOPSAIUTENbHAS JTOKYMEHTALIUS.
TpeboBanust K OQOPMIICHHIO JOKYMEHTOB», a Takke YcTaBoM 0011e00pa3oBaTelbHON
OpraHu3alMi W JpyrMMH HOPMAaTHBHBIMM IIpaBOBbIMM akTamu Poccuiickoir @Pexnepannu,
perIaMeHTHPYIOMIUMHU e TeIbHOCTh 00111e00pa30BaTeIbHbIX OpraHU3aIuil.

1.2. Jannas WMHCTpyKIMS 1O AETONMPOM3BOACTBY B ImiKone (mamee - MHcTpykums) oOo3HAUaeT
MpaBWjia TOJITOTOBKM M OGOpMIICHHUS JIOKYMEHTOB B 00IIe00pa30BaTeIbHON OpraHu3aluiy,
OTIpeieNIAeT CTaHAapThl OPOPMIICHUS PEKBU3UTOB, OJAHKOB JIOKYMEHTOB, COCTAaBIICHUS MPUKA30B,
MOJIOKEHUH MHCTPYKIUH, a TaKkKe perjaMeHTHpyeT (popMupoBaHUE JIe U UX TEKylllee XpaHeHHE,
MOJITOTOBKY JIOKyMEHTOB M JIeN K IepeAaye Ha apXWBHOE XpaHEHHE B 00I1eo0pa30BaTeNbHOM
OpraHH3aIlHH.

1.3. MHCTpYKIUS 110 JEIONPOU3BOICTBY pa3paboTaHa B MEJSX YCTAHOBJICHHUS CIUHBIX TPeOOBaHHM
K TOJATOTOBKE, 00pabOTKe, XpaHEHUI0 M HCIOJIB30BAHUIO OOPA3yIOIIUXCS B ACSITEIbHOCTU
00mIeo0pa3oBaTeIbHOM OpPraHu3allid H  TIOCTYMAIIWX B IIKOJIY JOKYMEHTOB, a TakKke
COBEpIICHCTBOBAaHUS U MOBBIIIEHUA 3((HEKTUBHOCTH JIEIOMPOU3BOJICTBA 00II€00pa3oBaTENbHON
OpraHU3alMH.

1.4. Tonoxenus WHCTpYKIMH paclpOCTPAHSIOTCS HA OpraHu3aluio paboThl C JOKYMEHTaMU
HE3aBHCHUMO OT BHJA HOCHUTEIS, B TOM 4YHUCIE C DJJIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMH C
MTOMOIIIBI0 HH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranuzanuio, METOIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEIONPOU3BOJCTBA U
KOHTpPOJIb 32 cOOJIto/IeHueM HacTosiied MHCTpYKIMK B IIKOJIE OCYILECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIEIOIIPOU3BOJICTBA.

1.6. IlpaBa u 00s3aHHOCTHM pPabOOTHUKOB, OCYIIECTBISIONMX pabOTy € JOKyMEHTaMu B
CTPYKTYPHBIX  MOApa3JefNeHusXx  oO0Ieo0pa3oBaTeIbHOW  OpraHu3allid, YCTAHABJIMBAIOTCS
JOJDKHOCTHBIMU HHCTPYKITUSIMH WIIH TIPUKA30M JUPEKTOPA.

1.7. CBezneHus, coxepkaiiuecsi B JOKyMEHTaX, MOTYT OBbITh HCIIOJIb30BaHbl TOJBKO B paboumx
LEeISIX B COOTBETCTBHM C TMOJHOMOYMSIMH COTpPYIHHKaA, paboTaoIiero ¢ JoKymeHtamu. Pabota c
JOKYMEHTaMH BHE MOMEIIEHUH MIKOJbl He jaomyckaerca. [Ipu yTpaTe HOKYMEHTOB MPOBOAMTCS
ciry»e0Hast TpoBepKa.

1.8. TIpu yxome B OTHYCK, IepeBoje (IepeMelleHUuH) Mo paboTe WIM B Cilydae YBOJbHEHUS
COTPYIHUK o0Os3aH IepelaTh BCE HAXONAILIMECS Y HEro JOKYMEHTHl HMHOMY COTPYAHHKY,
OIIpEAEIEHHOMY B COOTBETCTBUM C YKAa3aHHEM HEIOCPEIACTBEHHOI'O PYKOBOAMTENS YBOJIBHIEMOTIO,
YXOJISIIETO B OTITYCK MJIM TIEPEBOIAIIETOCS (MIEPEMENIaeMOoro) o paboTe COTPYIHUKA.

1.9. UncTpykuus obs3arenbHa A1 COOIOICHHS BCEMU paOOTHUKAMHM IIIKOJIbl. BHOBb MPUHSTHIE HA
paboTy COTPYIHUKH, B JIOJKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJIUT BEJIEHUE TOKYMEHTAllUH, B
TeueHue TpEX pabouux THEH co JAHA W3aHUs MPUKa3a 0 Ha3HAUYECHUH Ha JOJDKHOCTH JIOJKHBI OBITh
03HAaKOMJIEHHI C HacTosAmen MHCTpyKmen noa MoAmnuch.

2. [IpaBu/1a MOATOTOBKH M 0()OPMJICHUS] JOKYMEHTOB

2.1. B [JedATeNpHOCTH IIKOJBI CO3HAECTCA KOMILJIEKC OpPraHU3alMOHHO pPACIOPSIUTENBHBIX
JIOKYMEHTOB: MPHUKa3bl, MMOJOKEHHs], IPaBUIIa, HHCTPYKLUHU, PEraMEHThl; MPOTOKOJIbI 3aceIaHul
(coBemaTenbHbIX, KOOPAMHAIMOHHBIX, O3KCIEPTHBIX M Jp. OpPraHoB), aKThl, AHAIUTHYECKUE
CIpPaBKH, JOKJIAJHbIE U CIy)KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COIJIALIEHUs), AeIoBas
(cmyxeOHasi) mepemucka M Jp. COCTAaBISIOTCA W O(QOPMIIAIOTCS CHEHalIbHBIE JOKYMEHTHI,
CBSI3aHHBIE C  IUIAHUPOBaHMEM  OOpa30BaTEIbHOM  AEATENBHOCTM U OCYIIECTBICHUEM
XO3SIUCTBEHHBIX ~MEPONPHUATHHA, BEACHUEM Y4YeOHO-Tearorn4eckoro ydera, OpraHu3aluen
JIEIOTIPON3BO/ICTBA 00111€00pa30BaTEIHPHOM OpraHu3aIui, 00ecIeueHneM OyXTaJITepCKOTO y4eTa.



2.2. JIoKyMeHTBI MOTYT cO3[aBaTbci Ha OyMa)XHOM HOCHTENE M B JJIGKTPOHHOW (opme ¢
COOJIFOJICHHEM YCTAHOBJIEHHBIX MpaBuil O0(hOpMIIEHUsI JOKYMEHTOB. Ilpu co3gaHum nokymeHTa Ha
IBYX M 00Jiee CTpaHUIIaX BTOPYIO U MOCIEAYIOIINE CTPAHHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHul OpOCTaBISIFOTCS [OCEPEIUHE BEPXHETo MOl JOKYMEHTa Ha PAacCTOSHUU HE
MeHee 10 MM oT BepxHero kpas Jjucra. JlomyckaeTrcst CO3J4aHHME JIOKYMEHTOB Ha JIMLIEBOM U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3/IaHUHU JIOKYMEHTOB LIMPHHA JIEBOT'O I0JIsI HA JIMLEBOM CTOPOHE JIUCTA
Y IIPaBOTO M0JIs1 HA 00OPOTHON CTOPOHE JIMCTA JI0JIKHBI ObITH PABHBI.

3. PekBU3UTHI JOKYMEHTOB
3.1. JIng pexkBH3WTOB JOKYMEHTOB, CO3[aBacMbIX B 00II€00pa30BaTeNbHON OpraHU3aINH,
yCTaHABIIMBAIOTCS TIpaBuia u TpedoBanus B coorBeTcTBun ¢ '[OCT P 7.0.97-2016.
3.2. CocraB peKBU3UTOB KOHKPETHOI'O JJOKYMEHTA OIPENEISAETCS €r0 BUJIOM U Ha3HAUECHUEM.
3.3. Ilpu mnoaroroBke u OGOPMICHUH JIOKYMEHTOB B IIKOJIE HCIOJB3YIOTCS CIEAYIOIIne
PEKBU3UTHI:

e Koz GpopMBbI JOKYMEHTA;

e HAWMEHOBAHUE IIKOJIbI,

e CIPaBOYHBIC JAHHBIE O IIKOJIE;

e HaWMEHOBAaHHWE BHJA JIOKYMEHTA;

e JlaTa JOKYMEHTA;

e PEruCTPallMOHHBIA HOMEp JOKYMEHTA;

e CCBLUJIKa Ha PErHCTPAI[MOHHBII HOMED U JAaTy IOKYMEHTA;

e MECTO COCTaBJICHHS (M3JaHUs1) JOKYMEHTA;

e ajpecart;

e Tpu] YTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O NMPWJIOKEHUH;

e rpu corizacoBaHus JOKYMEHTa;

e BU3a;

e TIOAINCE;

e OTMeTKa 00 3JIEKTPOHHOMN MOAIHUCH;

e TICUATDH;

e OTMETKa 00 UCIIOJIHUTEIIE;

e OTMETKa O 3aBEPEHHHU KOIIUU;

e OTMETKa O MOCTYIUIEHUH JOKYMEHTA;

e PE30JIOLHUSL.

4. BJIaHKH JOKYMEHTOB
4.1. JIokyMeHTBI, co3/1aBaeMble B 00111€00pa30BaTeIbHON OpraHn3aluu, 0opOpMIISIOTCS Ha OJlaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JincTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaOJMIIBI, CXEMBI, CMEThI) JIONycKaerca O(QOpMIATh C
ucnons3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBISIOLIME BHYTPEHHIOIO
NepenucKy, oQpOpMIISIOTCS Ha CTAaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) 6e3
UCIOJIb30BAaHUS OJIAHKOB.
4.2. Kaxxaplit TUCT HOKyMeHTa, oopMIIEHHBIH Ha OjaHke Wiau 0e3 Hero, J0JKeH MMETh MOJs He
MeHee:

e 20 MM - IeBOE;

e 10 MM - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.



4.3. JlokyMeHTbl JuiuTelbHbIX (cBbiie 10 JieT) CpOKOB XpaHEHUs JOJKHBI UMETh JIEBOE IOJie HE
Menee 30 Mm.
4.4. Buzpl 61aHKOB TOKYMEHTOB, IPUMEHSIEMBIX B IITKOJIC:

e 00mIMI ONAaHK;

e 0JaHK MHCHMa;

e OJaHK KOHKPETHOTO BHAAa JOKyMeHTa (OJIaHK mpuKa3a, OJaHK paclopsDKEHUs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX U TNPUMEHSEMBIX B IIKOJE OJIAHKOB TOJUIekKAT BKJIIOYEHUIO B
WHCTPYKIIMIO T10 JISTIONPOU3BOJICTBY 00II€00pa30BaTEIbHON OpraHU3aIMH B KAY€CTBE MPHIIIOKECHUN
(npunokenue 3 Ha 3 nUCTax).

5. Ilpuka3sbl

5.1. IlpukazamMu OQOPMIISIOTCS PELICHHUS IO ONEepPaTHBHBIM, OPTraHU3AIMOHHBIM, Y4YeOHBIM,
KaJIpOBBIM (MIpUIIOKEeHHE 2 Ha 9 TMCTaxX) U APYrUM BOIpocaM pabOThI HIKOJIBI.

5.2. IlpoexkTsl NpUKa30B TOTOBST OTBETCTBEHHbIE MCIOJIHUTEIM HA OCHOBAaHUU IOPY4YEHUU
JTUPEKTOpa, ero 3amectuteneil. [IpoekThl MpUKa30B MO JUYHOMY COCTABY TOTOBHUT CIEIUAIUCT IO
KaJlpaMm.

5.3. B mpukasax TeKCT u3iaraercs oT nepBoro jiuia earuHctBeHHoro uncia («[[IPUKA3BIBAIOy).
5.4. Tekct mpuKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTtupyromeu (mpeamOyibl) u
paciopsAUTENHHOM.

5.5. B xoHcTatHpyomeld 4YacTH KpaTKO W3JIaraloTcsl Meld W 3amadd, (akTel U COOBITHS,
MOCITY>KUBILIME OCHOBaHWEM JUIsd M3JaHus mpukasa. OHa MOXKeT HauMHAThes cioBamu "B memsax",
"B coorBerctBun", "Bo ucnomnenue", u T.1. Eciu mpukaz u3gaeTcss Ha OCHOBAHHUM JPYTOTO
JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBAaeTCsl HANMEHOBAHUE 3TOTO TOKYMEHTa, €ro Jara,
HOMep U 3arosioBok. [IpeamOyina B nmpoekTtax nmpuka3on 3aBepiuaetcs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeyaTaeTcs 3arjlaBHbIMU OyKBaMHu.

5.6. PacnopsinuTenbHasi 4yacTh JOJDKHA COJIEP)KaTh MEPEUYUCIIEHUE MPEINUChIBAEMbIX JEHCTBUI ¢
yKa3aHHEM MCIIOJIHUTENS KaKJOro JEHCTBHS M, NpPU HEOOXOJUMOCTH, CPOKOB HCIIOJHEHMS.
PacniopsinuTenbHas 4acTh JENUTCS HAa MYyHKTHl U MOJAIMYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uudpamu. [leiicTBUS 0OTHOPOAHOTO XapaKTepa MOTYT ObITh EPEUHUCIICHBI B OTHOM ITYHKTE.

5.7. B KauecTBe HCHOJIHUTENEH YKa3bIBAKOTCA 3aMECTUTENIM JIHUPEKTOpa, NPEaceNaTenu WIH
PYKOBOJIUTENHU pabouuX rpymni (KOMUCCHI).

5.8. Ecau npuka3 u3MeHsieT paHee U3JaHHbIA JOKYMEHT (IIYHKThI IOKYMEHTa), TO OJAUH U3 IIYHKTOB
pacropsIUTeIbHON YacTH TEKCTa JIOJDKEH COAEP KaTh CChUIKY Ha U3MEHSEMbIH TOKYMEHT (ITYHKTHI
JIOKYMEHTA) C YKa3aHUEM €ro J1aThl, HOMepa U 3arojoBKa.

5.9. Ecniu mpuka3 oTMeHsleT JeiicTBHE paHee W3JaHHOrO JIOKyMEeHTa (ITyHKTOB JOKYMEHTa) C
OTpeieIeHHOW JaThl, TO OJUH U3 IIYHKTOB PACHOPAIUTEIbHON YaCTU TEKCTa JOJKEH HAauWHATHCS
cinoBamu "lIpu3HaTe yTpaTUBIIMM CHIy...", lajgee yKa3blBaTbCs JaTa, HOMEP U 3aroJIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (IMyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCS ero AecCTBHE.
Ecnmu nmara He ykaszaHa, TO JeiicTBUE paHee H3AAHHOTO JOKYMEHTa (IMYHKTHI JIOKYMEHTa)
OTMEHSETCS C J1aThl M3/1aHUsI HOBOTO MPHKa3a.

5.10. Ecnu npuka3 OTMEHSET paHee U3JaHHbIN JOKYMEHT C MOMEHTA U3JaHusl, TO OAWH U3 IIyHKTOB
pacmopsAIUTEIbHOM YacTH TEKCTa JTOJDKEH HAayuHAThCs ciaoBaMH "OTMEHHTh..." W YKa3bIBaThCA
JiaTa, HOMEpP M 3aroJIOBOK PaHEE U3JITaHHOTO TOKYMEHTA.

5.11. Ecnu mpuka3 mpesnoiaraeTcsi BBECTH B JCHCTBHE HE ¢ MOMEHTA €ro M3JaHus, He00X0IUMO
yKa3aTb CpOK BBeJEHHS ero B jaeiictBue. IlocieqHuil MyHKT pacnopsaUTENIbHOM YacTH MOXKET
coJiep’KaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJb 33 UCIIOJIHEHHEM
IIPUKa3a.

5.13. Tlpukassl MOAMUCHIBAIOTCS TOJBKO AUPEKTOPOM OO0Ie00pa30BaTeIbHON OpTraHU3alluy WA
pabOTHHUKOM, UCTIOTHSIOIINM €r0 00s3aHHOCTH.



5.14. OTBeTCTBEHHOCTH 3a OOecreueHHEe CBOEBPEMEHHOW M KaueCTBEHHOM MOJTOTOBKH IPOEKTOB
MPUKA30B U HMX COTJACOBAaHWE C 3aMHTEPECOBAHHBIMH DPAOOTHUKAMH W OPraHU3alUSIMH HECYT
aBTOPBI ITPOEKTA MIPHUKA3a.

5.15. PerucrparnmonHsie HOMEpa MPUCBAMBAIOTCS IMPHKa3aM IO MOPSIKY HOMEPOB B Ipejenax
KaJICHJIapHOT O To/1a.

5.16. Jlata peructpainuu npukasa siBJIs€TCs AaTOW €ro MoAInuCcaHusl.

6. IIpaBusa, noJio:KeHsi, HHCTPYKIUH

6.1. IlpaBuia — HOPMATHBHBINA aKT, OMPEACISIONINI MOPAIOK KaKOro-Tu00 BUIA JCSATCILHOCTH,
YCTAaHABJIMBAIOIINI WIIH 3aNIPEILAIOIINN ONPEAEIEHHOE TOBEICHNUE.

6.2. IlonoxeHne — HOPMATUBHBIN aKT, JETAIBHO PEIVIAMEHTUPYIOLUI [IPABOBOM CTaTyC, MOPSIOK
OpraHu3alMM U NPOLENypY KaKOro-11u00 BUJIa 1A TEIbHOCTH.

6.3. MHCTpyKLMsT — HOPMAaTUBHBIM aKT, M3JaBacMblii B LEJAX Pa3bACHEHUS W OINpEACIICHUs
Hopsiika MPUMEHEHHs COOTBETCTBYIOLIET0 HOPMATUBHOI'O akTa JMOO C LENbI0 yKa3aHHUS HOPM O
croco0ax BBIMOJIHEHHSI OTPE/ICTICHHBIX ONepaiil (IeHCTBH).

6.4. IlpaBuiia, NOJOXKEHUsI, MHCTPYKLIMM IPUHUMAIOTCA (B 3aBUCMMOCTHM OT BHMJAa JOKYMEHTa) Ha
YrupapisoomeM coBeTe, 3acenaHusx [Ipod)CcOor03HOTO KOMHTETa IIKOJBI M yTBEPKIAIOTCS
JUPEKTOPOM.

6.5. Tlopsnok MOATrOTOBKM MPOEKTOB MPABUJI, MOJOKEHHS,, MHCTPYKIIMM COOTBETCTBYET OOIIEMY
NOPSAAKY HOATOTOBKU IPOEKTOB MPUKa30B 00111€00pa30BaTeIbHOM OpraHu3aluHm.

6.6. TekcT mpoekTa MOJIOKEHHUS, MPaBWi, MHCTPYKLMM I€YaTaeTcss Ha YHUCTOM JHCTe Oymaru
dbopmata A4.

6.7. OTAMYNUTEIBHBIMU XapaKTEPUCTUKAMU TEKCTOB IPABUJI, OJOKEHUS, UHCTPYKLIMHU ABIISIOTCS:

e TOYHOCTb NPUMEHSAEMBIX (HOPMYIUPOBOK O€3 UCHOJIb30BaHUS CJIOB U MOHATHHA, UMEIOIINX
MHO>KE€CTBEHHBIN CMBICIT;

e HCIOJI30BAaHHE KOPOTKUX MPEATONKEHUH, OOIIENPUHATHIX BBIPAKEHUH M CBS30K, IPH
HEO0OXOJIMMOCTHU - MPE/IBAPUTENILHOE OIpPEAEICHUE UCIIONb3yEMbIX MOHATUH, COKpALICHUH,
ab0peBuaTtyp;

e OMNNCAHHWE BCEX BO3MOXKHBIX BapHMAHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapHUaHTOB
JeWCTBUH, T.€. MOJHOTA MPEICTaBIeHHs HH(OPMAILIUH;

e CTPYKTYpHpPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTH)KCHHMS HAWIy4lleW IOCIIEI0BAaTEIbHOCTH
U3JI0’KEHUS MaTepUana;

e MUHUMU3ALUSA TEKCTAa C MOMOILIBIO MPUMEHEHHUs 00001eHni (0030pOB IpPEeaNnoaraeéMbIX
JeicTBUI) U MPUMEHEHHUE NepeurcieHui (3a1a4, 3TarnoB, YCIOBUH U T.1.).

6.8. B 3aBHCHMOCTH OT CJIOXKHOCTU U 00BbeMa pa3padaTbiBa€MbIX MPaBUIL, TOJIOKEHUSI, UHCTPYKLIUN
- TEKCT JOKYMEHTa JEJINTCS Ha TJaBbl, IIYHKTHl U MOANYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoaurcs apaObckumu nudpamu.

7. IIpoTokoJ 3aceqanus (CoBelIaHMs)

7.1. IIpoToKONl — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
pelIeHnit Ha COOpaHUsAX, COBEIIAHNAX, KOHPEPEHIUAX U 3acCeJaHUIX KOJUIETHAIbHBIX OPraHoB.

7.2. Ilporokon 3acemaHusi (CoBellaHus) - (najgee - MPOTOKON) o(opmisieTcss Ha YUCTOM JIMCTE
Oymaru opmara A4.

7.3. PexBU3HUT - "TEKCT NOKyMEHTA". PEKBU3UT COCTOUT U3 ABYX YACTEIl: BBOJHON U OCHOBHOM.

7.4. Bo BBOJHOM  YacTH YKa3bIBAIOTCSI  WHULHAAJIEI, bamMumun W JTOJDKHOCTH
IpeJceaTeIbCTBYIOIET0, CEKpeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, NP HEOOXOIUMOCTH,
JIUI, TPUTTIAIICHHBIX Ha 3ace/jaHne (COBEIIAHME).

7.5. BBoaHas 4acTh IIPOTOKOJA 3AaKaHYMBACTCA IIEPEUYHEM PACCMATPUBAEMBIX BOIPOCOB,
IIEPEUYMCIICHHBIX B TOPSAAKE MUX 3HAYMMOCTM C YKa3aHWEM JOKJIaJuuKa @0 KaXIOMY
paccmarpuBaeMomy Bompocy. Bonpocsr popmynupytores ¢ mpemiorom "O" ("O6"), meuararorcs ot
TPaHMIIBI JIEBOTO TOJIT U HYMEPYIOTCS apaOCKUMU Iudpamu.



7.6. OcHOBHasi 4acTb IMPOTOKOJIA COCTOMT M3 Pa3leloB, COOTBETCTBYIOIIHUX PACCMaTPUBAEMbBIM
BOIIPOCAM M UX HYMEpPAalHUH.

7.7. TekcT mpOTOKOJIa U3JAraeTcsi OT TPEThEero JIMla MHOXKeCTBeHHOro uwucna ("cmymanu",
"BpicTynuin", "mocranoBuan", "pemmnun').

7.8. TIpOoTOKOI MOANMCHIBAETCS JIMLIOM, NIPEACENATEILCTBOBABIINM Ha 3aCEIaHUU (COBELAHUM), U
cekpeTrapém 3aceanus (COBEIIaHMS).

7.9. Ilpu OTCYTCTBMM CceEKpeTapsl 3aceJaHusi, B TOM 4YHCIE I[pU NPOBEACHUU ONEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMMCAaHUE MPOTOKOJIA TOJIBKO MPEICEAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBJICH HE MO3JHEE TPEX IHEH cOo JHA 3aceJaHusl.
[IpoeKkTbl  COOTBETCTBYIOIIMX IYHKTOB TMPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a IIOATOTOBKY.

7.11. lata mpoTOKOJIa T0J>)KHA COOTBETCTBOBATH JHIO IIPOBEACHUSI COBEIIAHUS (3aceJaHus).

7.12. Komuu mOpOTOKOJIOB pacChUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3alMsIM M JOKHOCTHBIM
JUIAaM B COOTBETCTBUHU C yKas3aTelleM pAacChUIKH, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHMs
(coBemanus).

8. Iliian
8.1. IlnaH — OKYMEHT, yCTaHAaBJIMBAIOUIMH [TepeYeHb HAMEUCHHBIX K BBIIIOJIHEHUIO MEPOTIPUATHH,
WX MOCIIeIOBATEIBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX MCTIOJHUTEIICH.
8.2. Ilman odopmusercs Ha sucte Oymarn ¢opmara A4 ¢ HUCIONB30BaHUEM CIEAYIOIINUX
PEKBU3UTOB:

e HAMMEHOBAHUE ILIKOJIbI;

e Tpu] YTBEPKICHHUS JOKYMEHTA;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEpP IOKYMEHTA;

e HAaMMEHOBAHME BHJA IOKYMEHTA;

e 3arOJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA,

e HAaMMEHOBAHME JJOJKHOCTH;

e TIOJINCH.
8.3. PexBu3ut — "Tekct JokyMeHTa" opopmisieTcs B BUJIe TaOIHUIIBI ¢ Tpadamu:

e HOMEp IIyHKTA IIJIaHAa;

e HAMMEHOBAHME MEPOIPUITHS;

e  CPOK HCIIOJIHEHUS;

e  HCIOJIHUTEIID;

e IIpPUMEUYAHUE.

9. OT4er
9.1. OTyer — IOKYMEHT, COJECPKAIINN CBEEHUS O PE3yJbTaTaxX JNEATEIbHOCTH 32 ONpPEICICHHbBIN
MePHOJ] BPEMEHH, BBITIOJIHEHUU MEPOTIPUITUHN, TOPYUCHH, 3aJaHUH, TIIAHOB.
9.2. OtueTsl, MpeAOCTaBIsieMble B OpraHbl TOCYIAPCTBCHHOW BiacTH (B TOM YHCIIC B OpTraHbI
TrOCy/IapCTBEHHOW  CTaTUCTUKHM) W  HMEIOIIME  YCTAHOBJICHHYIO  TPAaBOBBIMH  aKTaMH
TOCYJIapCTBEHHBIX OPTaHOB (HOPMY, CO3JIAIOTCS 10 YCTAHOBJIEHHOW TOCYJTapCTBEHHBIMH OpPTaHaMHU
¢dbopMe u B onpeieIEHHOM UMU TIOPSAKE.
9.3. OTuéThl, NpeaOCTaBISIEMbIE COTPYAHUKAMH IIKOJIBI B XOJ€ BHYTPEHHETO B3aUMOJECHCTBUS,
CO3/Ial0TCSI 110 TPaBUIaM, YCTAHOBJICHHBIM JJIsI CO3aHUS CITYKEOHBIX 3aITUCOK.
9.4. Otuersl odopMisitOTCS Ha Jucrte Oymaru (opmata A4 ¢ HCMONB30BAHUEM CIIEAYIOIIMX
PEKBHU3UTOB:

e HAMMEHOBAHMUE IIKOJIbI;

e JaTa JOKYMEHTA;

e PETUCTPALMOHHBIA HOMEpP TIOKYMEHTA;

e HAUMEHOBAHHE BUJA JIOKYMCHTA;



e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUH (IIPU HATTUYNH);

e HAUMEHOBAHUE JIOJDKHOCTH;

e IIOJIUCH.
9.5. B Tekcre oTuéra B 00s3aTEIbHOM MOPSAIKE JODKHO COJAEPXKATHCA YKa3 Ha JEATElIbHOCTb,
MEpPOIIPUATHE, BBIAAHHOE IMOPYYEHHUE, 3a/JaHue, MYHKT IUIaHa, IOAJIEKAllud BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOACHHWE WIM HapylleHHe
UCIOJIHUTEJICKON ~ JAMCLUMILIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIOJHEHMS M  Hajylexallee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCITOJIHUTENSIMU (IIPU y4aCTUU HECKOJIBKUX UCIIOJHUTEINEH ).

10. IIucsmo
10.1. [Iucbma roToBsTCA Kak:

e OTBETHI O BHIIOJIHEHUH [TOPYUYEHUN BBIILIECTOSIIIUX OPraHOB UCIIOJHUTEIbHON BIIACTH;

e OTBETHI Ha 3aIIPOCHI OPraHU3aALUM, IPEANPUATHIA U YACTHBIX JIULL;

e HMHHIUATHBHBIC MMCHMA.

10.2. Cpoku mOArOTOBKH OTBETHBIX MTHUCEM:

e C KOHKPETHOM JJaTOM MCIIOJIHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C pE30JIIOLUEH JUpeKTopa U €ro 3aMecTHTe]Ied Ha OCHOBaHUM
YCTAaHOBJICHHBIX CPOKOB HCIOJHEHMS] MOPYUYEHUH, 3alpOoCOB WJIM IO PELIEHHIO aBTOpa
PE30IIIOLUH.

10.3. TekcTsl OTBETHBIX MHCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 3a/IaHUSM, 3a(MKCHPOBAHHBIM B
pesomoruy. CpoKH MOArOTOBKM MHUIMATUBHBIX MHCEM OINPENEISIIOTCS CaMOCTOSATENIEHO aBTOPOM
MIPOEKTAa MHUChMa C y4ETOM HEOOXOIMMOCTH PELIeHHs] KOHKPETHBIX 3a]1a4 U (WJIM) B COOTBETCTBUH C
TpeOOBAHUSAMH 3aKOHO/1ATENILCTBA, MOPYUYCHUSIMU HETIOCPEACTBEHHOI'O PYKOBOAUTEIS.

10.4. Tlucbma meyataroTcsi Ha OJaHKE MUCbMa 001E00pa30BaTENbHOM OpPraHU3alliy C YIJIOBBIM
PacroI0KEHUEM PEKBU3UTOB.

10.5. JlomonaHUTENbHO K pEKBU3UTaM OJaHKa MHCbMa INpH OQPOPMIIEHHHM IHCEM B MIKOJIE
UCIOJIB3YIOTCS CIIEYIOIINE PEKBU3HUTBHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O IPUJIOKEHUH;

e BU3a;

e TIOAMHUCH.

e OTMETKa 00 HCIIOJIHUTEE.

10.6. Ilpu odopmieHnn nucbMa Ha JByX M Oojiee CTpaHMIIAX BTOpPas M MOCIEIYIOUINE CTPAHUIIbI
HYMEPYIOTCS TIOCEpEIMHE BEPXHETO TMOJIS JIcTa apabckuMu nudpamu.

10.7. TInceMa noANUCHIBAET TUPEKTOP WK PAOOTHUKH, YIIOJTHOMOYEHHBIE TPUKA30M.

10.8. CnyxeOHbIC 3aTTUCKH

10.9. B mensx ocCyllecTBIEHMsI B3aMOAECUCTBUSI MEXAY COTPYIHUKAMHM B paMKaX BHYTPEHHEIO
JIOKYMEHTOO00O0pOTa B IIKOJE MPUMEHSIOTCS CayKeOHble 3anucku. Ciy:keOHble 3alUCKU SBIISIOTCS
CMPaBOYHO-MH(POPMALMOHHBIMUA  JIOKYyMEHTaMHU. ABTOpaMH CIIY)K€OHBIX 3alHMCOK  SBIISIOTCS
COTPYJHHMKHU 00111€00pa30BaTEIbHON OpraHU3aIiH.

10.10. CayxeGHast 3aIMCKa MOXET COCTABIISATHCS MO YKa3aHUIO PYKOBOJCTBA WJIM MO MHUIMATHBE
KOHKPETHOT'O COTPYIHUKA.

10.11. ITpu opopmieHun ciry>keOHO 3anmucKku 0POPMIISIOTCS CIETYIONINE PEKBU3HUTHI:

e ajpecar;

e J1aTa IOKYMEHTA;

e HAUMEHOBAaHUE BHJA TOKYMEHTA;

e  3aroJIOBOK K TEKCTY;



e TEKCT JOKYMEHTa;
e OTMETKa O NMPUJIOKEHHUH (TIPHU HAJTMYHH);
e HAWMEHOBAaHUE JIOJHKHOCTH;
e  TIOJIHNCE.
10.12. CnyxeOHbIe 3alTUCKH MOTYT CO37aBaThCsi HA OyMa)KHOM HOCHTENE U (MJIM) B JICKTPOHHON

dbopwme.

11. /loBepeHHOCTDH

11.1. JloBepeHHOCTh BBITAETCS COTPYAHHUKAM IIKOJBI H OQOpMIISIETCS IO IpaBUIIAM,
YCTaHOBJIEHHBIM HacTosimed MHcTpykiumeit s mucem, ¢ y4éToM TpeOOBaHUM TIpaskJaHCKOTO
3akoHojarenbeTBa Poccniickoit denepaniy 1 HaCTOALLETO pa3aena.

11.2. TIpoekT MJOBEpEHHOCTHU TMOATOTABIMBACTCA U BHU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyIeT BbIAAaHA, IMOCIE Yero mnepenaércs B KaHIEISAPUIO JJIs HalpaBiICHUS Ha
MOJNKCAHUE.

11.3. JloBEepeHHOCTb MOJNUCHIBAECTCA JUPEKTOPOM WJIM JIMLOM, OCYILECTBISIOUIMM €ro
MOJIHOMOYHS (MCTIONHSIOMIMM OO0S3aHHOCTH), U CKpEIUIIeTCs IedaTbhio 00Ieo0pa3oBaTeabHOM
OpraHU3alMH.

12. JloroBopsl, coriialieHusi, KOHTPAKTHI

12.1. JloroBopsl, cormiameHus, KOHTPaKThI (1ajnee - J0roBOpbl) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYIOBOT0, OI0/I>KETHOTO U MHOTO 3aKOHOaTeNbcTBA Poccuiickoit
denepanyy, B 3aBUCUMOCTH OT PETYJIMPYEMbIX JOIOBOPOM IPABOOTHOLICHUH M 0053aTeNbCTB
CTOPOH.

12.2. Tlpoekr noroBopa IOArOTaBIMBAETCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
YIOPAaBISAOIUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAaueCTBEHHOrO0 00ecredyeHUs
UCTIOJTHEHUS CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (DYHKIMIA), TOTHOMOYHUH IIKOJIBI B LIEJIOM.

12.3. TlpoexT JgoroBopa NOJAIOTABIMBAETCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPAKTHBIM
YIIPaBJISIOLIMM) COBMECTHO CO CIELHATUCTOM, K QYHKIUAM (IIOJTHOMOUYHUSAM) KOTOPOTO OTHOCHUTCS
pelIeHre BOMPOCOB, SIBISIOLIUXCS MPEAMETOM JI0TOBOpA, WM MHBIM COTPYJHHUKOM IO HPSIMOMY
yKa3aHHUIO TUPEKTOpa 0011e00pa3oBaTeIbHOW OpraHU3aIIH.

12.4. Heobxonumas Ji1si OATOTOBKU MPOEKTA 10roBopa MHPOpMaIs coOupaeTcs OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABIAIONIUM) B MOpsKe pabouero B3aMMOAEUCTBUS ¢ Y4ETOM MpaBuUIl,
YCTaHOBJICHHBIX HacTosIew MHCTpyKIne.

13. IIpyHIMNIIBI OPraHU3aluu JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOpPOTE BBIACISAIOTCS CIEAYIONIME JOKYMEHTOMOTOKH: TOCTYIAoIas
JOKyMEHTalusl  (BXOJsIIasi), OTHpaBisieMass  JOKyMEHTalus  (MCXOAsmiasi), BHYTPEHHsA
JIOKYMEHTAIHSI.

13.1. B cocraBe BXOAsflled M HUCXOASIIEH INOKYMEHTAlMM MOTYT BBIAEIATHCS JOKYMEHTHI,
MOCTYNUBIIME U3 BBIMIECTOSIINX, MOAPSAHBIX, MEAUIIMHCKUX U JIPYrUX OpraHH3alfii, OpraHoB
MECTHOTO CaMOYMPaBJICHHUsI, O0paIIeHus TPaKaaH.

13.3. OOparienust rpakJaH PpErucTpupyroTcs U (GOpMUPYIOTCS B Jella OTIENbHO OT JPYIHX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OPraHU3aIIH.

13.4. B mkone 1ocTaBKa M OTIIpaBKa JTOKYMEHTOB OCYILECTBIIAETCS CPEICTBAMM IOYTOBOM CBS3H,
ANEKTPOHHOU CBSI3H, a TaKXe MO CHCTeME JJIEKTPOHHOTo TOKyMeHTooOopoTa (mamee - CO/). C
MIOMOIUIBIO TOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYIO OPraHU3AIMI0 JIOCTABISETCS MHUChbMEHHAas
KOPPECTIOH/IEHIIMSI B BUJIE MPOCTHIX MHCEM, 3aKa3HBIX MHCEM, ITOYTOBBIX KapTOUeK, OaHaepoieil u
MEJIKHUX [TaKEeTOB, a TAK)Ke MeYaTHbIE U3/IaHUS.

14. IlepBuuHasi 00pad0TKA MOCTYNAKIIHUX JOKYMEHTOB

14.1. JloxymMeHTBI, IOCTYNAOIIME B UIKONY, IEPENAIOTCd Ha PErucTpaluio CEKpeTapro
0011e00pa3oBaTeIbHON OpPTaHU3allid U MPOXOIAT MEPBUUYHYIO 00paOOTKY B JEHB IMOCTYIUICHUS,
IIPU MIOCTYIUICHWHU B Hepabouee Bpemsl - Ha cieyromuid pabounii aeHs. [Ipu nepBuuHoii 00paboTke



JOKYMEHTOB MPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHMs. OMMOOYHO MOCTYMUBIIME JTOKYMEHTHI
NEPEChIIA0TCS 110 IPUHAAICKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokyMeHTsl, noctynusiue ¢ ormerkamu "Cpouno", "Bpyuuts HemeanenHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKy M JOKJIAIbIBAIOTCA AUPEKTOPY WIN B Cilydae
€ro OTCYTCTBMSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABIICHUIO JESTEIILHOCTH.
14.3. [loctynuBiye TenerpaMMbl IPUHUMAIOTCS IO/ MOAMUCH C IPOCTABIEHUEM J1aThl U BPEMEHU
IIpUEMa, PETUCTPUPYIOTCS 110 TEM XK€ MPaBUiIaM, YTO U ITUCbMa.
14.4. DnekTpoHHBIE COOOILEHUs, aJPECOBAHHbIE TUPEKTOPY WU HalpaBJIEHHbIE B aJpec LIKOJIBI,
pacrneuaThlBalOTCs U JOKJIAJbIBAIOTCS JUPEKTOPY WIM B ClIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
IUPEKTOopa.
14.5. DnexTpoHHbIE COOOIICHNUs, 3aBEPEHHBIE AIEKTPOHHOH MOANUCHIO, MOANIEKAT 00paboTKe 1o
IIpaBUJIaM, IPEAYCMOTPEHHBIM JJIs OCTyHAaroIeH (BXoas1el) TOKyMEHTallH.
14.6. IlocrynuBmias (BXopsiias) JOKYMEHTAlUsl pacHpeleNseTcs Ha PperucTpupyemble M He
MOJyIeXkKAIUE PETUCTPALIMN JOKYMEHTBI.
14.7. He nojuiexat perucrpanuu:

e IIpUITIACUTENIbHBIE, 03JPABUTENIbHBIE TUCbMA U TEJIErPaMMBbI;

e OUIIETHI

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

e JIOKYMEHThl IO OYyXTaJTepCKOMy YyuyeTy, MaTepualbHO-TEXHHMYECKOMY OOECHeueHHUIO,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYNaloIIKe 0€3 CONPOBOAUTEIBHOTO NUChMA,

e PEKJIAMHbIE, KOMMEPUECKHE MTPEAJIOKEHUS, B T.4. IOCTYIUBLINE 110 JIEKTPOHHOM TOYTE;

e TIICYaTHbIC U3JAHMUS;

e IIHCHbMA C IOMETKOU «WIMYHO».

15. Perucrpamusi, ydyer M paccCMOTpeHHe PYKOBOAUTeJIeM MOCTYNAKIUX (BXOASIIUX)
AOKYMEHTOB
15.1. TloctynuBuine (BXOAAIIME) JOKYMEHTBI PErHMCTPUPYIOTCS TOJBKO TOCIE W TEPBUYHOU
00pabOTKH M HE3aBUCUMO OT COco0a UX JIOCTABKH.
15.2. Peructpanusi — NpoCTaBJIEHUE B HUKHEM [IPaBOM YTy IEPBOTO JIMCTa JOKYMEHTa OTMETKU
O MOCTYIJIEHMM C YyKa3aHWEM JaTbl NOCTYIUIEHHS M BXOZSIIErO0 PETrMCTPALlMOHHOIO HOMEpa
JOKYMEHTa ¢ o00s3aTeIbHOM 3aluChi0 B JKypHaJl pErucTpanuy IOCTyHaromeil (Bxoasuieil)
nokyMeHTanuu. CTpyKTypa perucTpallMOHHOTO HOMEPA, MOCTYNAOMIEro (BXOASAIIEr0) TOKyMEHTA,
COCTOMT M3 €ro IOpsSJKOBOrO HOMEpa MW HMHJAEKCAa Jena II0 HOMEHKIAType el
00111e00pa3oBaTeIbHON OpraHu3aIIH.
15.3. Peructpanus Bcex NOCTYNMBIIMX (BXOASIINX) JOKYMEHTOB IPOU3BOJUTCS B Ipejaenax
o0I1Iero JOKYMEHTONOTOKA. JIOKYMEHTHI, NOCTYNUBIIME B IIKOJIY IO KaHajaM (akCUMUIbHON
CBsI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekct moctynuBlIed TeneoHOrpaMMbl 3alUCBIBAETCS B JKypHalle  PErucTpaluu
TeneoHOrpaMM U IeyaTaeTcs Ha JIucTe Oymaru Juisl nepeiadyi Ha pacCMOTPEHHUE.
15.4. Iloctynaromue (BXOIALIUE) TOKYMEHTHI IEPEAAIOTCS HA PACCMOTPEHHE PYKOBOJICTBY TOJIBKO
MocJie UX PEruCTPaliy U MPEABAPUTEIHLHOTO PACCMOTPEHHS.
15.5. JlokyMeHTBI, NMOCTYNMBIIHME B 00II€00pa30BaTeNbHYI0 OpraHM3allMio, MO BOMpOCaM, HE
TpeOYIOIIMM pacCMOTPEHUs JAMPEKTOpa, HaIpaBIAIOTCS pabOTHUKOM OTBETCTBEHHBIM 3a
JEJIONPOU3BOCTBO HIKOJIbI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3a1poca.
15.6. IupekTop B PE30OTIOLUU ONPEAEISAET JINI, OTBETCTBEHHBIX 32 UCIIOJIHEHUE IOKYMEHTA, U J1aeT
UM nopydeHue. PaGOTHHK OTBETCTBEHHBIH 3a JIEONPOU3BOACTBO IIKOJIBI MEPEaaeT JOKYMEHT Ha
UCIIOJTHEHHE.
15.7. TlogIMHHKUK JOKYMEHTa C PEe30JIIOIUe pyKOBOAUTENs 001Ie00pa3oBaTelbHON OpraHu3auu
HAIPABJIACTCS UCIIOIHUTEIIO.
15.8. Ilpu HanmuuuM HECKOJBKMX MWCIIOJHUTENEH MOUIMHHUK JOKYMEHTa IIE€pPEelaeTcsl TOMY
UCIOJIHUTENI0, KOTOPBIA B COOTBETCTBUM C YKA3aHMAMH [0 HCIOJHEHUIO  SIBIISETCA
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJIHUTENHN MTOJIy4at0T KOMUIO JOKYMEHTA.



15.9. IlognMHHUK AOKYMEHTa, KOTOPBIA HMCHOJIHAETCS HECKOJbKUMHU JOKHOCTHBIMHU JIUIIAMHU,
MOJIy4aeT OTBETCTBEHHBIN UCIIONHUTENb. OCTaIbHBIM UCTIOIHUTENSAM EPEIAlOTCs KOTHH.
15.10. HM3roroBieHue KONMHA JOKYMEHTa [UIsl MEpPEAayd COUCIOJHUTENSAM OCYLIECTBIISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHu3aIuy.
15.11. Pe3osntonust conepKuT:
e yKa3zaHWE MO WCIOJHEHHUIO, COJAEpKallee KpaTkoe ONHCaHue HEeoOXOAUMOro s
HCIIOJIHCHHS ICHCTBUS,
e yKa3zaHWE Ha CPOK, B TEUEHHE KOTOPOro JHOO /10 HCTEYEHHS KOTOPOro HeoOXO0IUMO
UCIIOJIHUTH NPEANUCAHHOE JICHCTBUE;
e JIMYHYIO MOJMKUCH aBTOPA PE3OJIIOLIHH;
e JaTy NPOCTABJIEHUS PE3OJIOLIUU.
15.12. VYkazanue Ha CpOK, B TE€UEHHE KOTOPOro JIMOO 10 HMCTEUEHHUS KOTOPOro HEOOXOIMMO
HCMOJIHUTh NPEANUCAHHOE JEHCTBUE, MOXKET HE BBIPAXaTbCsl KOHKPETHOM AAaTOM M COJIEPKATb
BbIPa)XEHMS: "'B YCTAHOBJICHHBII 3aKOHOM CPOK" U T.II.
15.13. Pe3osntouus nuuiercst Ha CBOOOJAHOM OT PEKBU3UTOB MECTE IEPBOrO JIMCTA TIOKYMEHTA.
15.14. B cinydae, koraa pe3oioLus aipecOBaHa HECKOJIBKUM COTPYJHUKAM, TO OTBETCTBEHHBIM 32
HCIIOJIHEHUE JIOKYMEHTa B LIEJIOM SBIIETCS COTPYIHUK, yKa3aHHBIM INEPBBIM (BEPXHUM), JINOO
COTPYJIHUK, B OTHOIICHUU KOTOPOTO CJIeIaHa TOMETKa O TOM, YTO OH SIBJISICTCSI OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPABIASIEMbIMH (MCXOASAIIMMHI) JOKYMEHTAMHA

16.1. lo mnpenocTaBieHUs IPOEKTa OTIPABIAEMOro (MCXOISALIEr0) JOKYMEHTa Ha IOANUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAHOBJIECHHOM IMOPSAKE HAa MOANHCAHUE JHUILY
OCHOBHOH HCITOJIHUTEIb IMPOBEPSIET MPABUIBHOCTh O(GOPMIICHHS OTHPABISIEMOTO (MCXOJISIIETO)
JOKYMEHTa Ha COOTBETCTBUE TPeOOBaHUAM HacTose NHCTpyKInU.

16.2. Ilpn moAroToBKE OTIPABISIEMOrO (MCXOMSIIEro) JOKyMEHTa Kak OTBeTa Ha MOCTYNHBILUN
(BXonsAIIMA) JOKYMEHT HCHOJHMTENb MPUKIAIBIBAET K IOATOTOBIEHHOMY MPOEKTY BXOISIIUIN
JIOKYMEHT.

16.3. IIpoekThl OTHpaBIsIeMbIX (MCXOIAMINX) TOKYMEHTOB C YUETOM COOJIOZCHNS YCTAHOBJIEHHOT'O
B PE30JIIOIMM CpPOKA MCIOJHEHHUsS] TepefaroTcsl OTBETCTBEHHBIM MCIIOJHUTEIEM B OTHEIN
JIeTIOTIPOU3BOICTBA (KaHLIEISIPHs, CEKPeTaphb) MIKOJIbI /115l HAIIPAaBJICHUS Ha MOANUCaHHE.

16.4. TloanucaHHble oOTHpaBisieMble (MCXOASIIME) JIOKYMEHTBHI, TMEpelaloTcsi padOTHUKY
OTBETCTBEHHOMY 3a  JI€JIONPOU3BOJACTBO  IIKOJBI, KOTOPBIM  OCYHIECTBIIAET  IPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHSI KOJMYECTBA HK3EMIUIIPOB OTHPABISAEMOro (HMCXOJSIIETO)
JOKYMEHTa CHHUCKY pAacChUIKM, a TaKKe IpPaBHIBHOCTE O(QOPMIIEHHS JOKYMEHTa COIJIACHO
HACTOSIIEH MHCTPYKIIHH.

16.5. B cnywyae HapymieHuss KOMIIJIEKTHOCTH WJIM COOTBETCTBUS KOJIMYECTBA, a TaKkKe
MPaBWIBHOCTH O(OPMIIEHUS JIOKYMEHTa COIJIaCHO HACTOSIIeH HHCTPYKIUU OTMpaBisieMble
(ucxosmue) JTOKyMEHTBl  HE3aMEIJIHUTEIbHO  BO3BpallalOTCd  paOOTHUKAMM  KaHLEJSPUU
OTBETCTBEHHOMY HCIIOJHUTEN0 WJIM B CIy4yae OTCYTCTBUS OTBETCTBEHHOI'O MHCIIOJIHUTENS €ro
HENOCPEACTBEHHOMY PYKOBOJUTEIIO JUIsl YCTPAHEHUS HApYIICHUH.

16.6. JIokyMeHTBI mociie WX MOMIUCAHHUS ITUPEKTOPOM WM HHBIM YIOJHOMOYEHHBIM JIMIIOM
nepeaaTcs B KaHIEIsIpUio 0011e00pa3oBaTeIbHON OpraHu3alyy sl pErUCTPAlli U OTIPABKH.
16.7. Peructparmus oTIpaBiasieMbIX (MCXOAIINX) JOKYMEHTOB OCYIIECTBIISETCS TIOCIIe TIPOBEICHUS
paOOTHHKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JIEJIONPOU3BOICTBO, MPOBEPKU KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TaKke MPaBUILHOCTh OGOPMIIEHHS OTIPABIIIEMOIO
(McxXonAIIEero) TOKyMEHTA.

16.8. Peructpanus co3raBaeMbIX JTOKYMEHTOB OCYIIECTBIISIETCA B JIEHb MOJANKMCAHUS WIU
YTBEPKICHHS 100 Ha CIeAYIOIUI pabounii 1eHb.

16.9. CBeneHus 0 PETUCTPUPYEMBIX OTIPABIISIEMBIX (MCXOAIINX) JOKYMEHTAaX BHOCSTCS B JKYypHAI
pErucTpaluy OTIpaBIsieMOil (MCXOAAIICH) TOKyMEHTAIUH.



16.10. PerucrpanmonHslii HOMEp U 1aTa OTHPABISAEMOTO (MCXOISIIET0) TOKYMEHTA MPOCTABISIOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B PEKBM3MTax OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCs B JieNe
001eo0pa3oBaTeNIbHON OPTaHU3aAIHH.
16.11. CtpykTypa perucTpaliOHHOIO HOMEpa OTIIPABIIAEMOIO (MCXOJSIIEro) JOKYMEHTa COCTOUT
U3 €ro MOpsAIKOBOr0 HOMEpPA U MHJEKCA Jieja 10 HOMEHKJIAType /1€ IIKOJIBI.
16.12. OtnpaBka JTOKYMEHTOB IPOM3BOJIUTCS LEHTPATM30BAHHO pPAOOTHHKAMHU KaHIEISPHH
IIKOJIbI, KOTOpPbIE MPOU3BOAAT HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapoaHas U Jp.).
16.13. [Tucema, TenerpaMMsbl, OTKPBITKH, OAHAECPOIH U TIEYaTHbIC N3JaHHUS OTIIPABJISIOTCS TIOYTOM.
dakcorpamMmMsbl U Tesie(hOHOTpaMMBbI ITEpeJatoTCs M0 KaHanaM TeJle(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHUS OTIPABISAIOTCS C O(UIUAIBHOTO IOYTOBOTO AJIEKTPOHHOTO
azipeca 00111e00pa30BaTEIbHON OpraHnu3aluy.
16.15. Ilucema, TenerpaMmbl, OTKPBITKH, OaHAEPOIH, (pakcOrpaMMBbl, SJICKTPOHHBIE COOOIECHUS, HE
CBsI3aHHBIE C pabouel NesATeIbHOCThIO, K OTIIPaBKE HE IPUHUMAIOTCH.
16.16. JlokyMeHTBI, OTIPaBIsi€MbIE CPEACTBAMU TOUTOBOW CBA3H MPOXOJST:
e  YIAKOBKY;
e anpecoBaHue (IPU HAMpPaBICHUM JOKyMeHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C
yKa3zaTeJeM pacChUIKM, Ha KaX/10M K3eMIUISIpe MHChbMa YKa3bIBAaeTCs TOJIBKO OJMH ajpecar.
e IIPOCTaBJIEHHUE CTOMMOCTH IOYTOBBIX YCIYT;
e Iiepenady B I0YTOBOE OTAEJICHUE CBS3U.
16.17. Ilpn noAroTroBKe M OTIpPaBKE MHUCEM HEOOXOAMMO YYMTHIBATh IpaBWIIa, YCTaHOBJIEHHBIE
MpHKa3oM MuHHCTEPCTBA CBA3M U MaccoBbiX kKoMMyHHKaluii P® ot 31 urons 2014 r. N 234 "O06
yrBepxkaeHuu [IpaBui oka3aHust yciiyr mOuYTOBOU CBSA3H".
16.18. JlokyMeHTBbI, OTIpaBisieMble CPEeICTBAMM IOYTOBOM CBSI3U B OJMH aJpEC, BKJIAJBIBAIOTCS B
OJINH KOHBEPT.
16.19. Hcxopsume NOKyMEHTHI, MpeJHa3HAuYEHHbIE A OTHPAaBKU CPEACTBAMHU (HaKCUMHIIbHON
CBSI3M, OTIPABJISIOTCS pAOOTHUKAMM KaHIIENISIPUH 00111€00pa30BaTeIbHON OpraHu3altH.

17. Pa3padoTka u BeleHHe HOMEHKJIATYPbI J1eJ1
17.1. JlokyMeHTalbHbIH (OH IIKOJIBI — COBOKYITHOCTH JOKYMEHTOB, 00pa3yIOLIMXCS B IpoLecce
€ro JesATenbHOCTH. JloKyMeHTanbHBIM (OHJI IIKOJBl COCTaBISIOT JOKYMEHTHI, CO3/IaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3alMid M TOJYYEHHBIE €10 B pe3yibTaTe B3aHMMOACUCTBUS C
OpraHaMH TOCYAApCTBEHHOM BIJIACTH, OpraHaMU MECTHOI'O CaMOYIIPaBJICHUS, IOPUAMYECKUMHU U
(bU3NYECKUMU JIUIIAMH.
17.2. HoMeHknaTypa Jen sBIseTCsl OCHOBOM (pOpMHpOBaHUS JOKYMEHTAIbHOIO (POH/A IIKOJIBI U
NpeJCTaBIsieT co0OW CHUCTEeMAaTH3UPOBAHHBIN IEepeYeHb 3arojoBKOB (HAMMEHOBAHUN) Jiell,
3aBOJUMBIX B IIKOJIE, C YKa3aHHEM CPOKOB HX XpaHEeHMs, U O(OpMIICHHBIH B COOTBETCTBUU C
IIPAaBOBBIMU AKTaMH, PEKOMEHJALMSAMU M METOAMYECKMMM YKa3aHMsMHM OpraHoB Poccuiickoi
®denepany, YHNOJTHOMOYEHHBIX B c(epe TOCYJapCTBEHHOTO YIPABJICHHUS AapXUBHBIM JIE€JIOM,
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO0O0pOTA.
17.3. HomeHkaTypa e COCTaBIIIETCS. HA OCHOBE M3YYEHHMS NOJIOKEHUM, MHCTPYKIIMI U MTPaBUIl, a
TaKXKe JPYruX JOKYMEHTOB, pErjaMeHTHUPYIOIIUX JIeSTeNbHOCTh  00IIeo0pa3oBaTebHON
OpraHM3aliy, a TakkKe HOMEHKIATyp /el 3a MPEeIIIecTBYIONIMEe ToAbl U JIOKYMEHTOB,
00pa3yIOIUXCs B ASSITEILHOCTH 00111e00pa30BaTeIbHON OpraHU3altu.
17.4. HomeHknarypa Jea1 MCHOJB3YyeTCs UIsl TPYNIIAPOBKH MCIOJHEHHBIX JOKYMEHTOB B J€na,
CUCTEMATH3allMM U y4eTa JeJl, ONPEACIIEHUS CPOKOB X XPAHEHUS U TIOUCKA JTOKYMEHTOB, SBIISETCS
OCHOBOM! ISl COCTaBJIEHUs OMHMCEH JeJ1 MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 yieT) xpaHeHus, a
TaKXKe JJIs yueTa Jie BpeMeHHOro (10 10 jeT BKIIOUUTENbHO) XPaHEHHUS.
17.5. HoMenknatypa el BBOOZUTCS B AEHCTBUE TPUKA30M 10 IIKOJIE.
17.6. HomeHk1aTypa es TOTOBUTCS B TPEX IK3EMILIApax:

e 7S IOMELIEHHS B HOMEHKJIATYPHOE /€TI0 ¥ MOCTOSTHHOTO XPAHEHUS;

e ISl UCTIONIB30BaHMS B pPabOTE OT/AEIOM JICTONPOU3BOJICTBA (KaHIIENIApHEH);




e IS XpaHEHUS B aPXUBE IIKOJIBI.
17.7. 13 HOMEHKJIATyphl AeN IIKOJIbl OTBETCTBEHHBIM JIMIIOM 3a BEACHHE JENONPOU3BOJICTBA
Oo(hopMIISIOTCS BBIMMCKHM Ui KaXJIOTO W3 IMOJAPA3AEICHUN M OTIEIOB 001eo0pa3oBaTeIbHON
OpraHu3aluH.

18. ®opmupoBaHme aeJ U UX TeKyllee XxpaHenue. [loaroroBka 10KyMeHTOB M JieJI K nepeaave
HA apXHBHOE XpaHeHHe

18.1. ®opmMupoBaHue J1e1 — TPYNINHPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATYpOH J1es 001eo0pa3oBaTebHON OpraHU3ali U CUCTEMAaTH3aIHs JOKYMEHTOB BHYTPHU
nena.

18.2. Jlena co nHA UX 3aBEACHMS A0 MEPEAAYN B apXUB LIKOJIbI UM HA YHUUTOKEHUE XPAHSTCS 110
MECTy UX (OPMUPOBAHUSI.

18.3. Ilpukaspl 1O OCHOBHOH, aJMHHUCTPATUBHO-XO3SHCTBEHHOW, Yy4eOHO-BOCIIMTATEIHLHON
JEeSTeNIbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B MO JIMYHOMY COCTaBy pabOTHUKOB U
10 JINYHOMY COCTaBY 00ydJaromuxcs (yIanuxcs/BOCIIUTAHHUKOB).

18.4. Ilepenucka rpynmupyercss 3a TMEpUOJ KaJeHIApHOIO0 ToJa M CHUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKON MOCIIE10BaTEIbHOCTH.

18.5. IIpoBepka HAIUYHUS ¥ COCTOSHUSA TOKYMEHTOB U JIeJ IPOBOIUTCS MPU MEPEMELICHUH 1€, IPU
BO3BpAaTe /i€, IPU peopraHu3alii Ui JIMKBUAALUU 00111e00pa30BaTeIbHON OpraHu3aluy.

18.6. B apxuB o0meoOpazoBaTeqbHON oOpraHu3anuu (Janee - apXuB) MepeAaroTcs jena
MTOCTOSTHHOTO, BpeMEHHOTO (CBbIIIe 10 JI€T) CPOKOB XpaHEHHUS U IO JMYHOMY COCTaBY uepes 3 roaa
MocCJie To/a, B KOTOPOM TIOKYMEHTHI ObLITM TOMEIIEHBI B N0 Ha XpaHEHHE.

18.7. Ilepenaya JOKyMEHTOB B apXUB IIPOU3BOJUTCS 110 YTBEPKICHHBIM OIUCSM /€.

18.8. IloaroroBka JOKYMEHTOB W JeJ K Iepelade Ha apXWBHOE XPAaHEHUE W HAa YHUUYTOKEHHUE
IpelycMaTpuBaeT:

e DKCIEPTHU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OIUCEH /1€ M0 pe3ynbTaTaM IKCIEPTU3bI UX LIEHHOCTH;

e odopmieHue Je;

e COCTaBJICHHE AKTOB HAa YHMUYTOKEHUE IOKYMEHTOB U JIeJl C UCTEKIIMMHU CPOKaMHU XpaHEHUSI.
18.9. DkcnepTH3a EHHOCTH JOKYMEHTOB ITOCTOSIHHOI'O U BPEMEHHOI'O XPAaHEHUs OCYILIECTBISETCS
€XKEerogHo JHIOM (JIMI[aMH), Ha3HAYEHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.

18.10. B geno nmomerniaercst He 6osiee 250 MUCTOB (TONIIUHA JIe7Ia IPU ATOM COCTaBIISIET He Oonee 4
cM). [Ipu OonblioM KonuyecTBe JOKYMEHTOB (hopMupyrOTCs ToMa (4acTu) naena. BHyTtpu nena
JIOKYMEHTBI PACIONaraloTcs B XPOHOJIOIMUECKOM IOpsIKE B COOTBETCTBUU C omuchio. B nena
MOMEIIAI0TCS TOIBKO UCTIONHEHHBIE, TPABUIILHO O(POPMIICHHBIE JOKYMEHTHI.

18.11. /JokyMeHTHl BHYTpU Jeja pacrojararoTcsi CBEpXy BHHU3 B XPOHOJIOTMYECKOM, BOMPOCHO-
JIOTHYECKOW  TOCIEAOBAaTEIbHOCTH MJIM HMX COYETaHHMU. PacnopsiiuTenbHble  JOKYMEHTHI
TPYNITUPYIOTCS B JIeJIa 110 BUIaM M XPOHOJIOTHH C OTHOCSIIIUMUCS K HUM TIPUIIOKECHUSMH.

18.12. JIuuHble KapTOYKH paOOTHUKOB (POPMUPYIOTCS B A€JI0 MO andaBuTy haMuiIni.

18.13. Odopmiienne paema mupemaycMaTpuBaeT: OQOPMIIEHHE PEKBU3UTOB OOJIOKKH Jeia TI0
YCTAaHOBJICHHON (opme; Hymepaluio JHCTOB B Jiefieé KapaHJAlIoM B BEPXHEM IPaBOM YIII;
COCTaBJICHHE BHYTPEHHEHN OMUCH JOKYMEHTOB Jieia, MOAIIMBKY U neperuier Aena. JIuct 6ombiioro
¢dopmara, MOAMMTHIM 3a OAWH Kpail, HyMepyeTcsd Kak OJMH JIUCT B IPaBOM BEpPXHEM YIIy.
JIOKyMeHTBI ¢ COOCTBEHHOM HyMmepalieil JIMCTOB, B TOM UMCIIe TieYaTHbIe U3aHusl, HyMEPYIOTCS B
o0IIIeM MOpsIJIKE.

18.14. JInctel nen, coCTOAMMUX U3 HECKOIBKUX TOMOB MJIM YacTel, HyMEPYIOTCS 10 KaXJA0MY TOMY
WA 9aCTH OTAEIBHO.

18.15. Tlocne 3aBepuieHUs] HyMEpalMu JIMCTOB COCTaBJISIETCA 3aBEpPUTENbHAs HAIIUCh, KOTOpas
pacrioyiaraercsi B KOHIIE Jiefia. 3aBepUTeNIbHAs HAAMKUCh COCTABIISIETCS B JIejie Ha OTAEIBHOM JIHCTe-
3aBepuTele Jena.



18.16. B 3aBeputenbHOM HaAnucu LU(ppaMyd M MPOMUCHIO YKA3bIBAETCS KOJMYECTBO JIUCTOB B
JAHHOM JieJie. 3aBepuTeibHas HAAMNKCh IOJANKUCHIBACTCS €€ COCTaBUTEIEM C YKa3aHUEM
pacmipoBKM TMOANMKUCH, IOHKHOCTH U JaThl cocTaBlieHUs. KonmuecTBO IMCTOB B Jeie
MIPOCTABJISIETCS HA OOJIOXKKE Jie7Ia B COOTBETCTBUU C UTOTOBOM HAMIKCHIO.

18.17. PexkBu3uT "Cpok XpaHEHHS jena" TEPEHOCHTCS Ha OOJOXKKY Jella U3 COOTBETCTBYIOIICH
HOMEHKJIATYpPBbl JIeJl TOCJe CBEPKU €ro CO CPOKOM XPaHEHHS, YKa3aHHBIM B IEPEYHE THUITIOBBIX
JOKYMEHTOB WJIU B MEPEUHE IOKYMEHTOB, O0pa3yIOMIUXCs B JACATSILHOCTH (heepaaIbHOro Oprana,
C YKa3aHHEM CPOKOB XPaHCHHUSI.

18.18. Ha nemnax mocTostHHOTO XpaHeHus nuiercs: "XpaHuTh NOCTOSHHO".

18.19. IlpueM nen mpoM3BOAMUTCS COTPYAHUKOM, YIOJHOMOYEHHBIM Ha BEIACHUE NESITEIbHOCTH
apXuBa, C MPOCTABJIECHUEM B JIBYX SK3EMIUIAPAX OMUCH /1€l OTMETOK O HAJTUYMH KaXKJI0ro jesna (Ha
Ka)KJIOM SK3EMIUISIPE OMHUCH YKa3bIBACTCS KOJIMYECTBO (DaKTHYECKH MPHUHATHIX JEJ, JaTa MpueMa-
nepeaayu Jei, a TakKe MOJIMUCH apXUBHUCTA U COTPYIHUKA, MIEPEIaBIIero Jiea.

19. 3aka04uTeJbHbIE NOJI0KEHHS

19.1. Hacrosimast MHCTpyKIMS MO JIEIOMPOU3BOJICTBY SIBIISETCS JIOKATbHBIM HOPMATHUBHBIM aKTOM
o0mieo0pa3oBaTeIbHOM OpraHM3aluu, NpuHUMaeTcs Ha OOmeM coOpaHuM pPAOOTHUKOB U
yTBepxkaaeTcs (BBOAUTCA B JCHCTBHE) MIPUKA30M JAUPEKTOpa 00I1e00pa30BaTeIbHON OpraHU3aIiy.

19.2. Bce u3MeHeHUsT W JOIOJHEHHUS, BHOCUMBIC B HACTOSIIYI0 MHCTPYKINIO, OPOPMIISIFOTCS B
MUCBMEHHOM (hopMe B COOTBETCTBUU JCUCTBYIOIINM 3aKOHOIaTeIbeTBOM Poccuiickoit denepanuu.
19.3. UHcTpyKiMs 1O JENONPOU3BOJCTBY B IIKOJE MPUHUMAETCS Ha HEOMPECICHHBIM CpPOK.
W3menenus u nomnoiHeHus K MHCTPYKIMU NPUHUMAIOTCSA B MOPSAKE, IPEeIyCMOTpeHHOM 11.19.1.
Hacrosme MacTpykummu.

19.4. Tlocne mpunstuss WHCTpyKiuu (WiM U3MEHEHMM W JOMOJHEHHH OTAENbHBIX MYHKTOB U
pasziesioB) B HOBOM peaKIMK MPEIbIYIas peJaKIis aBTOMAaTHYECKN YTPAauyUuBaeT CUITY.



Ipunoowcenue Ne 1

IIpaBuia
0(p)OpMJICHUS] PEKBU3UTOB IOKYMEHTOB

1. /11 DoOArOTOBKM JOKYMEHTOB IPUMEHSETCSI TEKCTOBBIM pENAKTOp, OOECIeunBarOIIUi
TpeGoBaHuUs TpapuUECKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

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

3. Ilpu moaroTroBke TEKCTOB B TaOMMIAx, s OOECIEYEHHUs Jydlledl YUTAaeMOCTH JaHHBIX,
JomycKaeTcs mpuMeHeHue mpudro Buaa Arial, pazmepon 12,13.

4. Jlnana3oH HUCII0JIb3YyEMBIX MEXIyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 MOJIYTOPHOTO.

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

6. 3aroJ0BKH pa3JIeNIOB U MOIPA3/IEIOB MEYATAIOTCS ¢ a03aI[HBIM OTCTYIIOM WJIM LEHTPUPYIOTCS 110
IIMPUHE TEKCTA.

7. MHOrOCTpOUHbIE PEKBH3UTHI I1€YATAIOTCS UYEpe3 OJMH MEKCTPOUHBIM HMHTEpBaJl, COCTABHbIE
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOIHUTEIbHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBUTCS JJISl M3/1aHUS C YMEHBIIEHHMEM MacluTada, TEKCT MeYaTaeTcsl yepes
JIBa HHTEpBaa.

9. UuTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBal MEXIy CIIOBaMHU - OAWH IPOOE.

10. TekcT 1OKyMEHTa BBIPaBHUBAETCS MO HIMPUHE JKCTa (110 IPaHUIAM JIEBOI'O U MPaBOro Moje
JIOKYMEHTA).

11. JInuHa caMoii AJIMHHOM CTPOKM PEKBHU3MTA IIPHU YIIIOBOM PACIOIOKEHUU PEKBU3UTOB HE Ooiee
7,5 cMm.

12. lnuHa camMOl JUIMHHOW CTPOKM PEKBHU3MTA MPH MPOAOJIBHOM PACHONO0KEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Kon dhopmbl 1oKymMeHTa

Kon dopmbl mokymeHnTa mpocTaBiseTcs Ha YHUPHUIIMPOBAHHBIX (POpMax TOKYMEHTOB, B OCHOBHOM
HCIIOJIb3YEMBIX B KaJpPOBOM JOKYMEHTOOOOpOTe MKOIBI. Pacmonaraercs xojx (Gopmbl B TIpaBOM
BEPXHEM Yy paboyero mois JOKYMEHTa, COCTOUT Hu3 cioB "dopma mo" (HaMMEHOBaHUE
Kkiaccudukaropa) u uudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HaumeHOBaHKE IITKOJIBI

HanMeHoBaHWe IIKOJBI JIOJPKHO COOTBETCTBOBAThH HAWMEHOBAHHMIO IOPHJIMYECKOTO JIMIIA,
3aKperJIeHHOMY B  €ro  yUpeluTelIbHBIX JOoKyMeHTax (YcraBe 001eo0pa3oBaTenbHOM
opranm3any). [To1 HaMMEHOBaHWEM TITKOJIBI B CKOOKaX yKa3bIBaeTCS COKpAIlEHHOS HAMMEHOBAHUE
00111e00pa30BaTeIbHON OpraHU3aAIH.

Haj HanMeHOBaHUEM IIKOJIBI - YKa3bIBACTCS TIOJTHOC HAUMEHOBAHHE BBINICCTOSIIEH OpTaHH3aIlHH.

15. CipaBOYHBIE JaHHBIE O IIKOJIE

CrpaBouHble JaHHBIC O IIKOJE BKJIIOYAIOT B ce0si: MOUYTOBBIA aapec, HOMepa TenedoHa, dakca,
azpec 3JEKTpoHHOM mouThl, koj mmKoiabl no OKIIO (mpocraBnsercss mo OOmepoccuiickomy
KIacCU(PUKATOPY MPEANPUITUNA U OpraHU3aIUii), OCHOBHON TOCY/IapCTBEHHBIH PETUCTPALMOHHBIN
Homep (OI'PH), nnentudukannoHHbII HOMEpP HAJIOTOIIATENIBIINKA/KOJT TPUYHHBI TOCTAHOBKHA HA
Hasorossiit yuer (MHH/KIIIT).

16. HanmeHOBaHMEe BUAA IOKYMEHTA

PexBU3UT ucnonb3yeTcs s yKa3aHUs BUJA JOKYMEHTa W pacrojiaraercs MoJ PEeKBU3UTOM
«HavMEeHOBaHHe o0011eo0pa3oBaTenbHON opraHu3anuu». HanMeHoBaHWe BHUAA [OKyMEHTa He
YKa3bIBaeTCs B TUChMaX.




17. lata foxymeHTa

Jlatoif NOKyMeHTa sBIseTCd Jara ero MoanucaHus (Ipuka3, MUCbMO, 3alHMCKa, akT WU Ap.),
YTBEP)KICHHUS (MHCTPYKLHMSA, MOJOXKEHHE, NMpPaBWIA, PErJIAaMEHT, IUIaH, OTYET U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOM).

Jlata TOKyMeHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, TMOANKCHIBAIONINM WM yTBEPKAAIOIIUM
JOKYMEHT, WM MpH PErucTpalMd JOKYMEHTa, WM HENOCPEICTBEHHO COCTABUTENIEM IIpU
MOJITOTOBKE JJOKYMEHTA (CIykKeOHasl 3al1cKa, 3asBICHUE U Jp.).

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

Jlary nokymenTta opopMistoT apaOckumu nudpamMy B HOCIEI0BATEIbHOCTH:

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

e TIpU CIOBECHO-LIU(POBOM criocobe ohopMIIeHUS AAThl JIeHb Mecslla yKa3blBaeTcsi Mapoi
apabckux udp, roJ YeThIpbMs apadckuMu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpalinoHHbIA HOMEP JOKYMEHTA

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

Perucrparuonnsiii HOMep MPUCBAUBACTCS TOKYMEHTY TOCTIE €T0 MOoANHUCcaHus (YTBEPKICHU).
CchliKa Ha PerucTpalMOHHBIN HOMEpP U 1aTy JOKYMEHTa

Ccbuika Ha UCXOJAIINI HOMEp U JAaTy JOKYMEHTa aJpecaHTa BKIIOYAaeT B ce0si perucTpalliOHHBIHI
HOMEP U JIaTy IOKYMEHTa, Ha KOTOPbIN JOJKEH ObITh JaH OTBET.

19. Mecro cocTtaBieHus (M31aHus1) TOKyMEHTa
MecTo cocTaBneHHs MM U3/1aHUS TIOKYMEHTa - "TopoJ ..." - yKa3bIBaeTcsl Ha OJIaHKaX MPOTOKOJIOB
Y aKTOB, COCTaBJIsIEMbIX B 00II€00pa30BaTeILHON OpraHU3aIkH.

20. Anpecar

B pexBusute "Anpecat" ncnoib3yrorcs oduiuaibHble HAUMEHOBAHUS OPTaHOB rOCYIapCTBEHHON
U HCIIOJIHUTEIBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIpaBJIeHHA, opraHuzauui. Jlomyckaercs
UCMOJIb30BaTh OPHUIMATIBHO PUHATHIE COKpPAIlEHHbIE HAMMEHOBAHUSI OPIaHOB T'OCYJJapCTBEHHOMN U
WCIIOJIHUTEJILHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIPABIIEHUS, OpraHU3aLUH.

IIpu agpecoBaHMM JOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMIY HMHHLHAIBI CTaBATCS IOCIE
bamunuu.

Ilpumep - Pyxosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH MpaBOi 4acTH JOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacrojoKeHUEM pPEKBU3UTOB) WJIM CIpaBa IOJ peKBU3UTaMH OnaHka (IpU MPOJOJIBHOM
pacroyioKeHNN PeKBU3UTOB OsiaHka). CTPOKM peKkBH3UTA "agpecaT" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WIHA HEHTPYKOTCS OTHOCUTEIIBHO CaMOW JITTMHHOM CTPOKH.

IIpu anpecoBaHuM JOKyMeHTa 0Oe€3 yKa3aHUS [OJDKHOCTHOTO JIMIIA HAaMMEHOBAaHMS aJpecaToB
MUITYTCS B UMEHUTEILHOM MaJIeXe, HalpuMep:

Opeanvl cmamucmuxu 2opooa Mockevl

[Ipn agpecoBaHMM JOKYMEHTa PpPYKOBOJIUTENIO OpraHU3allid HAaUMEHOBaHHUE JOJKHOCTH
YKa3bIBaeTCs B AATEIILHOM MaJIeXkKe, HAPUMED:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.



ITouroBBINi aapec HE YKa3blBaeTCd B JOKYMEHTaX, HAIpPaBIsEMbIX B BBICIINE OpraHbl
roCyJapCTBEHHOH BacTH, (eliepanbHble OpraHbl HCIIOJIHUTEIBHON BIACTH U UX TEPPUTOPHATILHBIC
OpraHbl, OpraHbl TOCYIapCTBEHHON U UCIIOJIHUTEIIBHON BIIACTH, IIOCTOSI UHBIM KOPPECIIOHIEHTAM.
IIpu agpecoBaHuM NUCbMa B OPraHU3ALUIO YKA3BIBAIOT €€ HAUMEHOBAHUE, 3aTEM IIOYTOBBIN ajpec,
HarpumMmep:

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

[Ipu agpecoBaHUM JOKyMEHTa (DU3MUECKOMY JIMIly VYKa3blBalOT (aMWIMI0O W WHHUIHAAIBI
I10JIy4aTelisl, 3aTeM IIOYTOBBIN aApec, HAIpUMeED:

Ilempoesy U II.
IIpouzeoocmeennas yu., 0.5, ke.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH coaepkarh Oonee derbipex amapecaroB. Cioo "Komusa" mepen
BTOPBIM, TPETHUM, UETBEPTHIM ajJipecaTaMu He YyKa3biBaercs. [Ipu uucne ampecatoB Oonee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH TOKYMEHTA.

Ecnm pgokymMeHT oTmpaBisieTcss B HECKOJIBKO OJHOPOJHBIX OpraHU3alMii WIM B HECKOJBKO
CTPYKTYPHBIX MOJIpa3fe/IeHUui OpraHa UCIIOJTHUTENBHOM BIIACTH, TO OHU YKa3bIBAIOTCS 0000IIEHHO.
[Ipumep:

Pyxosooumensm yupescoenuti CIIO

20. 'pud yTBEpK/IeHUs JOKYMEHTa

I'pud yTBep)KAeCHUS MPOCTAaBISAETCS B MPAaBOM BEpXHEM YIiy JokyMeHTa. CTpOKHM peKBH3MTA
BBIPAaBHHUBAIOTCS IO JIEBOMY KpalO WM LIEHTPUPYIOTCS OTHOCUTENBHO CaMOM JIMHHON CTPOKH.
JIOKyMEHT  yTBEepKJIaeTcs  JODKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH  JIMIIAMH) WU
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAaHOBJICHUEM, PELICHUEM, TPUKA30M, PACIIOPSKEHUEM).
[Ipu yTBEepKIeHHM JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU( YTBEPXKAECHUS JOJKEH COCTOATh U3
cioBa YTBEPXJIAI (0e3 kaBbluek), HaUMEHOBaHUS JOJLKHOCTH JIMLA, YTBEP)KJIAIOLIETO
JOKYMEHT, €ro MOJIUCH, HHULIUAJIOB, (DaMUIIMU U JaThl YTBEPXKICHHS.

[Tpumep:

VYTBEPXJ[AFO
Lupexmop MBOY Illkona Ne 1238
U.0. ©amunus

21. lata

[Ipu yTBepKIeHUN JOKYMEHTA HECKOJIBKHUMHU JOJKHOCTHBIMU JIUIIAMU UX MOJIMCH PACIIONararTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkI€HUH JOKYMEHTa PAaCHOPSAUTEIBHBIM TOKYMEHTOM TpU( YTBEP)KICHHUS COCTOUT M3
cioB YTBEPXJEH (YTBEPXJIEHO, YTBEPX/IEHbBI, YTBEPXJIEHA), cormacoBanHoro c
HAaMEHOBaHMEM BHJAa YTBEPXKAAEMOro JIOKyMEHTa, HAaWMEHOBAaHUS BHJAa JIOKyMEHTa B
TBOPUTEIHLHOM MAJIeKe, €r0 1aThl, HOMepa.

[Tpumep:

VTBEPKX/I[EHO
npukazom MAOY «COLL n. Packoso»



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

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

e rmpuka3 (0 yeM?) 00 yTBEP)KICHUH ITATHOTO PACTIHCAHUS;

e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HH(POPMALINH.
3aroyioBOK K TEKCTY 0opMIIsieTcs 1ol PpEKBU3UTaMU OJIaHKa CJieBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) nau0O aHHOTALMS JOKYMEHTA COCTaBIISIETCSI aBTOPOM MPOEKTa
JIOKYMEHTA.
3aroJo0BOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00bEM IOKYMEHTA HE MPEBBIIIAET 4-5 CTPOK.

23. TekcT JOKyMeHTa
JlokyMeHTBl 00111e00pa30BaTEIbHON OpraHU3allui COCTABIISIOTCS Ha TOCYIApCTBEHHOM SI3BIKE
Poccuiickoit dexneparuu - pyccKkoM.
TekcT MOKyMeHTa MOKET COAep aTh pa3elbl, MOAPA3/Eibl, MyHKThI, TOIMYHKTHI, HyMEpyeMbIe
apabckuMu g pamu.
B mpukasax TeKCT TOKyMEHTa U3JIaraioT OT MEePBOTO JIUIA €IMHCTBEHHOTO YHCIIa («IIPUKA3BIBAIOY)
B nokyMeHTax KOJUIETHAIbHBIX M COBEIIATEIBHBIX OpraHax OT TPEThEro JIHIA CIUHCTBCHHOTO
yucna: («cobpaHue... peunio)
Texkcr mnpoTOKONA W3JIAraeTcsi OT TPEThEro JHUIAa MHOXXECTBEHHOIO YHCNa («CIyIIaany,
«BBICTYIIUIINY, «IIOCTAHOBUIINY, «PEIIUIIN),
B COBMECTHBIX MOKYMEHTAaX TEKCT H3JIaral0T OT TIEPBOTO JIMIAa MHOXXECTBEHHOTO YHCIIA!
(«TIpHUKa3bIBAEMY, «PEIIUIINY).
B nenoBbIX (CayKeOHBIX) NUChbMAaX UCIIOJL3YIOTCS (DOPMBI M3JI0KEHNS:

e OT TMEPBOrO JIMIIa MHOXECTBEHHOTO YHCIa («IPOCHM HANpPaBHUTH», MPEJICTaBIseM Ha

pPacCMOTpPEHHEY);

e OT TPEThEro JuIla eAuHCTBEHHOro uncia («Aamunuctpanus MAOY «COII n. PackoBoy He
BO3paXKaeT»);

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

[Tpu ynorpebneHuu B TekcTe (haMuIuil U1l MHUIMABI YKA3bIBAIOTCS TTOcTe (haMIIINU.
B nenoBbIX (CayKEOHBIX) HUChbMAaX MOT'YT HCIIOIb30BATHCS:
e BCTyNUTEIbHOE OOpaleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas eocnooca I[lemposa!
Yeaowcaemvrii Huxonau Ilemposuu!
Yeaowcaemasn Onvea Huxonaesna!
Yeaoscaemvie cocnooa!

B oOpamieHnn 10 JOJDKHOCTH HaWMEHOBAHHME JOJDKHOCTH THIIETCS C TPOMHCHOH OYKBBI, B
oOpartieHuu 1o (haMUIMF UHULIAATBI JINIA HE YKAa3bIBAOTCS.

e 3aKJIFOYMTENIbHAS dTUKETHAS (pasa:
C ysaoicenuenm, ...

CTpaHUIBl TOKyMEHTa HYMEPYIOTCSI, HAUUHAsi CO BTOPOTO JIUCTA JIOKyMEHTa apaOCKUMH ITU(ppaMu
MOCEepeINHE BEPXHETO MOJIS.

Tekct AOKYMCHTA OTHACIACTCA OT 3arojioBKa ABYMSA UK TPEMA MCKIYCTPOUYHBIMU HHTCpPBAJIaMU
UCTIOJb3yEeMBIMHU B TEKCTE.

24. OTMETKA 0 IPWIOKEHNUU




OTMeTKa O MPUIIOKEHMM HCIIONB3YyeTCs MpH O(GOPMICHUM MHUCEM U MPHIOKEHHHA K IUIaHaM,
[IporpaMmam, OT4eTaM, IOJI0KEHUAM, IIpaBUIaM, HTHCTPYKLUAM U IPYyTUM

JOKYMEHTaM.

B nucemax orMeTka o npuiiokeHuH opopmisieTcs Mo TEKCTOM NUchMa Ha paccTosHuu 1,25 cM ot
IPAaHMIIBI JIEBOTO NOJIA. ECin NpuitokeHue Ha3BaHO B TEKCTE NMHUCbMA, B OTMETKE O NMPUIIOKEHUHU
YKa3bIBa€TCSA KOJIUYECTBO JIMCTOB U KOJIMYECTBO DK3EMILIAPOB IIPUIIOKEHH, HAIIPUMED:

Ilpunooscenue: na 3 1. 6 1 3k3.
[Ipy HanMuuu HECKOJbKUX NPUIIOKEHUH, B OTMETKE O TMPWIOKEHUU OHH HYMEPYIOTCS,

YKa3bIBaAOTCSA HAUMCHOBAHHA KaXAOro IIPUIIOXKCHUA, KOJIUYCCTBO JIMCTOB HU KOJHUYCCTBO
OK3CMILISIPOB, HAIIPUMCEP:

Ipunoocenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepaicoenuu pakma odyyenus... na 1 1. 8 1 3x3.

Ecnu npumnoxxeHus: cOpoIIOpoBaHbl, TO KOJTUYECTBO JUCTOB HE yKa3biBaeTcs. Ecinu mpuiiokeHue
HaIpaBJISIIOT HE BO BCE YKa3aHHBIC B JJOKYMEHTE ajpeca, TO OTMETKY O €ro HAJMYUU OOPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

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

Ha IMPUIIOKCHUAX K IIpaBUJIaM, HHCTPYKIHUAM, IMOJIOXKCHUAM, IUUIAHAM, IIPpOrpaMMamM, HOroBopamMm n
APYTrUM JOKYMCHTaM OTMCTKA O IIPHIIOKCHHUU HNPOCTABIISACTCA Ha IECPBOM JIUCTEC NPHIIOKCHHA B
IIpaBOM BCPXHEM YTIIIYy.

Ecnu nmpunoxxeHue ofHO, OHO He HymepyeTcs. Eciau npuiokeHni HECKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre noxkyMmeHTa Ipu IepBOM YIIOMMHAHUM JOKYMEHTA-IPUIOKEHUS B CKOOKAaX yKa3bIBaeTCs:
... (mpwnoxenue) wiM ... (MpUokKeHue 1); mepes HOMEPOM MPUIIOKEHHUS JTOMYCKAeTCs CTABUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke o mpUIIOKEHWH yKa3bIBaeTCsi HAMMEHOBAHWE BHIAa OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMEp, Harpumep:

IIpunoocenue N° 2 k npuxaszy MAOY «COLL n. Packogo» om 08.06.2017 Ne 67 "

Ecnu npuniokxeHueM K JOKYMEHTY (Hampumep, K MpHUKa3y) SBISETCS YTBEPXKAAEMBbIH JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEpXHEM IPaBOM YIJy MPOCTaBISETCS
OTMETKA O MPUIIOKEHUH, HIKE — IpU( yTBEp>KACHUS, HATPUMED:

Ipunoscenue
VYTBEP)KJI[EHO
npukazom MAOY «COLL n. Packosoy om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzurta "OTMeTKa 0 MPUIOKEHUU" JODKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cornacoBaHus JOKYMEHTA
I'pud cornacoBanusi JOKyMEHTa UCIOIB3YETCs IPU COTIACOBAHUU JOKYMEHTA C OpraHaMH BJIacTH,
OpraHMu3alMsIMi WIH OOKHOCTHBIMU Jiuniamu. OH cocroutr u3 cnoBa “COI'JTACOBAHO”,




JOJDKHOCTH JIMLIa, KOTOPBIM COIJIACOBAH JOKYMEHT (BKJIOYas HAWMEHOBAHHME OpraHu3alluu),
JUYHOMN MOJIUCH, paciin(POBKU MOJNUCH (MHUIIMAIIOB, ()aMIIJIMK) U JIaThl COTIaCOBaHUS.

[Tpumep:

COIJTIACOBAHO

Jupexmop MAOY «COLLI n. Packogoy
HU.U. Heanos

01.12.2017

I'pud cormacoBanusi B 3aBUCUMOCTH OT BUJA JOKYMEHTAa M OCOOEHHOCTEH ero ohopMIIeHUS MOXKET
IIPOCTABJIATHCS:

e Ha MEPBOM JIUCTE JAOKYMEHTa (€CIU JOKYMEHT MUMEET TUTYJbHBIN JHCT, - HA TUTYJIHLHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEpKACHHS WU MOJ HAUMEHOBAaHUEM
JIOKyMEHTAa OJIMKE K HYKHEMY TI0JIIO);

e Ha MOCJEIHEM JIUCTE JOKYMEHTA MO TEKCTOM;

e HA JIUCTE COIVIACOBAaHUS, SABISIOIIEMCS HEOThEMIIEMOM YaCThIO JOKYMEHTA.

Buemnee cornacoBaHue Takke€ MOXKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - MUCHBMOM,
IIPOTOKOJIOM, IIPUKA30M.
ITpumep:

COI'JTIACOBAHO npuxazom /[O2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue poeKTa JOKyMeHTa opopmiiseTcss BU30OH.

Buza mpoctaBnsieTcss cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOLIUM JIOKYMEHT, W BKIIOYaeT B ce0s
HAaMEHOBAHHME JIOJDKHOCTH BU3UPYIOIIETO, €ro JMYHYI MOJIMUCh, pPacmr(pPOBKY IOAIUCH
(nHMIMATBL, (AMUIIHIO) U AATy.

[Tpumep:

3amecmumens oupekmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcs MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro MPHIIOKEHUH.

IIpy Hamuuuu 3amMeyaHul, JONOJHEHUWH K IPOEKTy JOKyMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yYKa3aHHUEM.

JUid [OKyMeHTa, MOJJIUHHUK KOTOPOTO OTIpPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
AK3EMILIIpax JOKYMEHTOB, IOMEIAEMBIX B JEJIO0.

JU1d 1OKyMEHTa, MOJUIMHHUK KOTOPOTO0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEr0 JIMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IMOCIEJHEM JIMCTE JOKYMEHTa IOJ
MOJTHCHIO.

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

COOCTBEHHOPYYHYIO OJNKCh; PACIIM(PPOBKY NOAMUCH (MHULIUAIIBI, (DaMHITHUS):
[Tpumep:

Jlupexmop nuunas noonuco U.0. Pamunus

Ecniu noxkymeHnT odopmien He Ha OJaHKe, B HAaMMEHOBAaHUE [OJKHOCTH BKJIIOYAETCA
HaMEHOBaHME 00Ie00pa3oBaTeIbHON OpraHu3anuu (MOJHOE Ha3BaHHE IIKOubI). Jlomyckaercs B



pekBusure "[lognuce MOMKHOCTHOTO nuIa" IEHTPUPOBATH HAMMEHOBAHUE JIOJDKHOCTH JIUIIA,
MOAMMCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHOW CTPOKH.

[Ipn moanmucaHuu JOKyMEHTa HECKOJbKHUMHU JOJKHOCTHBIMU JIMIIAMHM Pa3HBIX TOJDKHOCTEH HUX
MOAMKMCH PACTIOaratoT OAHY IOJ APYTrod B TOCIEIOBATEIHBHOCTH, COOTBETCTBYIOIIECH HEpapXHUU
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

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

IIpy mnoanucaHuM JOKYMEHTAa HECKOJBKMMH JIMLIAMU PAaBHBIX JIOJDKHOCTEH UX MOANKCU
pacroyiaratoT Ha 0IHOM YpOBHE.

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

Ecnu aupexktop wWiM HHOE YNOJHOMOYEHHOE Ha MOANMCAHUE JIOKYMEHTA JIMI0O BPEMEHHO
OTCYTCTBYeT (OTHyCK, OO0JIe3Hb, KOMAaHIUPOBKA) WJIM [OJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJIKCHIBAET  COTPYIHHUK,  YIOJHOMOYEHHBIH HAa  MOAMNUCAHHE B  COOTBETCTBUH  C
pacIoOpsAIUTENIBHBIM JOKYMEHTOM WJIM HAJCJICHHBIN IOJHOMOYHUAMU, YCTAHOBJICHHBIMU IIPUKA30M
urkossl uinn yupenurens (JJOrM), ¢ ykazanrem cBO€i T10KHOCTH U TTOJIHOMOYHSI, HAIPUMED:

3amecmumens oupekmopa noonucey U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucy U.0. amunus
WK

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

PexBusut "lloanuch AOMKHOCTHOTO JMIA" MOXET OBITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAHUM CIYKEOHON 3amucku 0e3 MpPUMEHEHHS TEeXHHUYECKHX
cpencTB) Tu60 0(OPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llognmuch MODKHOCTHOTO Juia" ¢ HCHOJIB30BaHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep ImpudTa ykazaHHOTO PEKBH3UTAa HE MOXKET OTIUYATHCS OT
BHJIA M pa3Mepa mpuQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzut '"lloamuch MODKHOCTHOTO JHUIA" OTHENSETCS OT TEKCTa TpeMs WM YeThIPbMs
OJIMHAPHBIMU MEXKTyCTPOUYHBIMHA HHTEPBAIAMHU.

28. Ileuatp

[leyatp sBAsieTCSI COCOOOM TMOATBEPXKACHUS MOJUIMHHOCTH TOJNUCH JOKHOCTHOTO JIMIA Ha
nokyMeHTe. IledaTs cTaBUTCS Ha NOKYMEHTAaX B CIydasX, IPEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMH HOPMATHBHBIMU MPAaBOBBIMU aKTAMHU.

[ledats cTaBUTCS Ha CBOOOJHOM OT TEKCTAa MECTe, MPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JUYHON MOJAMUCH JOHKHOCTHOTO JIMIA MOJIMCABUIETO JOKYMEHT, WM B MecTe, 0003HaYeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, MOJArOTOBIEHHBIX Ha OCHOBE YHU(PHUIIMPOBAHHBIX (OPM, MI€YaTh CTABUTCS B MECTE,
o0o03HayeHHOM oTMeTKO# "MII" unu uHbIM 00pa3zom.

29. Or™MeTKa 00 UCIIOTHUTENE




Otmerka 00 ucnoiHMTENe (aBTOpE) AOKYMEHTa MpPOCTABISETCA HAa MUCbMAax INKOJBI B JIEBOM
HVDKHEM YIUIy JIMLEBOM CTOPOHBI MOCIEIHErO JIMCTa JOKYMEHTa OT IPaHMIIbI JIEBOTO MOJIS MIIU, IIPU
OTCYTCTBHH MECTA, - HA 00OPOTHOM CTOPOHE BHU3Y CIIEBA.

OTMerka BKIIOYaeT (aMHIMIO, UMsS, OTYECTBO WCHOJHMTENSI M HOMEp ero TeieoHa, a TakkKe
OTMETKa 00 HCHOIHHTEIE MOIKET JOIMOJIHATECS HAMMCHOBAHUCM JOJDKHOCTU M 3JICKTPOHHBIM
aZipecoOM HCIOJHUTEIIA.

IIpumep:

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

30. OT™MeTKa 0 3aBSPCHUH KOIIUH

JI1st moATBEepPKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKH M3 JJOKYMEHTA) MOJJIMHHUKY JIOKYMEHTa Ha
MOCIIEHEM JIUCTE KOMUHU (BBIMUCKU U3 JOKyMeHTa) mon pekBusutToM "llonmmuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUH KOTIHI.

OTMeTKa O 3aBEpEHMHM KOIHMHM BKIKOYAET: CJIOBO «BepHO», HauMEHOBAHUE JTOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO IOANMKCH, pPacU(POBKY TOIMUCH (HMHHUIIHAIIBI,
(dbamMunnio), 1aTy 3aBepeHus KOMUH JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEPCHHH KOIMW» MOXET OBITh OQOpMIICHAa OT pPYKH WIH C
HCITOJIb30BaHUEM IITaMIIA.

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

31. OTMETKA O MOCTYIUIEHUH JIOKYMEHTA

OTMeTka O TIOCTYIUICHWH JOKYMEHTA COICPKUT BXOMSIIMNA PETUCTPAIIMOHHBIA HOMEp W JaTy
MOCTYIUICHUsT JOKyMeHTa. JlomyckaeTcsl yka3aHHEe YacoB M MHHYT TOCTYIUICHUS JOKYMEHTa C
3aBepeHUEM MOIMUCIMU 3aUHTEPECOBAHHBIX JIUII.

OTMCTKa (0] HOCTYHJ'IeHI/II/I I[OKYMGHTa MOXET HpOCTaBJ'IflTBCSI C UCIIOJIB30BAaHUCM IIITaMIIA.

32. Pe3oumronust
Pe3omonust cogepuT ykazaHue Mo UCHOJHEHHIO JokyMeHTa. OHa odopmisercs Ha cBOOOAHOM

MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0s: pamMuinio, MHUITUAIIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TopydeHue 1o
JOKYMEHTY, TIOJIMTACh aBTOPa PE30JIIOIUHU U JIaTy O(POPMIICHHSI PE30TFOIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOIIET0 MOpyYeHHEe, MOKET BKIIOUYaTh B ceOsl TakKe CPOK
HUCIIOJTHCHU A )IOKYMeHTa.
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