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1. O0mue moJ10xkeHUs

1.1. Hacrosmas MHCTpyKIus Mo AeI0Nporu3BOACTBY B IIKOJIE pa3paboTaHa B COOTBETCTBUU
¢ ®enepanbHbiM 3aK0HOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoit ®eneparyn”
¢ wm3meHeHussmu ot 2 wutona 2021 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHmapToB IO
uHpopManuy, OMOTMOTEUHOMY M HU3JATEIbCKOMY neny, «OpraHu3alliOHHO-PacTIOpSIUTEIbHAS
nokymeHrtanus.  TpeOoBaHus K  OQOPMJIICHMIO  JOKYMEHTOB», a  TaKke  YCTaBOM
0011e00pa30BaTENIbHON OpPraHU3auy U JPYTUMH HOPMAaTUBHBIMU IIPABOBBIMHU aKTamMu Poccuiickoit
denepanuu, periaMeHTUPYIOLIMMHU AEATeIbHOCTh 00111€00pa30BaTeIbHbIX OpraHu3aluil.

1.2. Hannas WHCTpyKuHMsi 1O JEJIONPOM3BOJACTBY B InKosie (manee - MHcTpykims)
o0o3HayaeT IMpaBuja MOATOTOBKM M O(OpPMIIEHUS JIOKYMEHTOB B 001Ie00pa3oBaTeIbHON
OpraHu3ally, OMpENeNseT CTaHAapThl O(QOPMIICHUS PEKBU3UTOB, OJAHKOB JOKYMEHTOB,
COCTaBJICHUsI IIPUKA30B, MOJOKEHUH MHCTPYKLHH, a TaKkKe periaMeHTHpyeT pOopMHUpOBaHUE AeT U
UX TEKyllee XpaHEHHEe, MOATOTOBKY JOKYMEHTOB M €N K Iepenadye Ha apXWBHOE XpPaHEHUE B
00111e00pa30BaTeIbHON OpraHU3aIH.

1.3. UncTpyKums 1o Jenonpou3BOACTBY pa3paboTaHa B IENSAX YCTAHOBJICHHUS EIHHBIX
TpeOOBaHUI K MOJArOTOBKE, 00paOOTKe, XpaHEHUI0 M MCIIOJIIB30BAaHUIO OOpa3yIoLIMXCs B
JesITeIbHOCTH 00I1e00pa30BaTEIbHON OpraHW3allMi M TMOCTYMAIONIMX B IIKOJIY JOKYMEHTOB, a
TaKxke COBEpILIEHCTBOBAHUS u HOBBIILICHHS 3P HEKTUBHOCTH JIeNIOTIPOU3BOICTBA
o011eo0pa3oBaTeIbHON OpraHU3aIuy.

1.4. Tlonoxenuss MHCTpYKUMH pacHpOCTpaHSIOTCS Ha OpraHuzaluio paboThl C
JOKYMEHTaMH HE3aBHCHMO OT BHJIAa HOCHUTENS, B TOM YHCIE C DJIEKTPOHHBIMH JOKYMEHTaMH,
BKJIFOYasl MMOATOTOBKY, 00pabOTKy, XpaHEHHE U UCIOJIb30BaHUE JIOKYMEHTOB, OCYILECTBIIIEMBIMU C
MTOMOIIIBI0 HHPOPMAIIMOHHBIX TEXHOJIOTHH.

1.5. Opranusanuo, METOANYECKOE PYKOBOJICTBO, COBEPIICHCTBOBAHUE JIEIONPOU3BOJICTBA
¥ KOHTPOJIb 32 COOMIOIeHNEM HacTosmeil NHCTPYKIIMY B MIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 32
BE€JICHUE JIETIONPON3BOJICTBA.

1.6. IlpaBa u 00s3aHHOCTH PAOOTHUKOB, OCYIIECTBISIOMIUX PadOTy € MOKYMEHTaMH B
CTPYKTYPHBIX  MOApa3JeNeHusXx  oO0Ieo0pa3oBaTeIbHOW  OpraHU3allid, YCTAHABJIMBAIOTCS
JODKHOCTHBIMU MHCTPYKIUSIMH WJIH TTPUKA30M JIUPEKTOPA.

1.7. Cgenmenus, conepkamiuecsi B JOKYMEHTaX, MOTYT OBITb HCIOJBb30BaHbl TOJBKO B
pabounx MeNsX B COOTBETCTBHH C TIOJHOMOYHMSMH COTPYIHHKA, PaOOTAIOMIETO C JOKYMEHTaMH.
Pabota ¢ goKyMeHTaMH BHE MOMELICHHMH IIKOJIBI HE jaomyckaerca. [Ipu yrpare JOKYMEHTOB
MIPOBOIMTCS CIyKeOHast MpoBepKa.

1.8. [Ipu yxoze B OTHYCK, nepeBoie (epeMeIIeHnn) Mo paboTe WIK B CIIydyae YBOJbHEHUS
COTPYIHUK O00s3aH TepenaTh BCE HAXOIIIUECS y HEro JOKYMEHTHI HWHOMY COTPYIHHKY,
OIpeIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEJICTBEHHOTO PYKOBOJAUTEINS YBOJIBHSAEMOTO,
YXOJISIIETO B OTITYCK MJIM TIEPEBOIAIIETOCS (MIEPEMENIaeMOoTo) o paboTe COTPYIHUKA.

1.9. Muctpykuust oOs3arenbHa JUIsl COOMIONEHUS BCeMH paOOTHHKAMHU IIKOJIB. BHOBB
MPUHATBIE HAa pPabOTy COTPYAHWUKH, B JOJDKHOCTHBIC OOS3aHHOCTH KOTOPBIX BXOJIUT BEICHHE
JOKYMEHTAIlMH, B TeueHHe TpEX paboumx IHEeH co AHS M3/JaHUs MpHUKa3a O Ha3HAYCHUM Ha
JOJDKHOCTB JIOJDKHBI OBITh 03HAKOMIICHBI ¢ HacToser MHCTpyKIMe o MOAMUCH.

2. [IpaBu1a NoAroToBKU M 0popMJIeHHsI JOKYMEHTOB



2.1. B nesATenbHOCTH MIKOJIBI CO3AAETCS KOMIUIEKC OPTaHU3AIMOHHO PACIIOPSIUTEIBHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJOKEHHS], IPaBUJIa, HHCTPYKIUHU, PErJaMEHThl; MPOTOKOJIbI 3aceIaHui
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OSKCIICPTHBIX W APp. OpI‘aHOB), aKTbl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJIHbIE W CIy>KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COIJIALICHHS), AeI0Bas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISIOTCS W O(QOPMIIIOTCS CHENHATIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  O00pa30BaTENbHOW  JESATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIIICTBEHHBIX ~MEpONPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro yuyera, OpraHu3anuen
JIeJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3anuu, o0ecredeHneM OyXraaTepcKoro y4yera.

2.2. JIOKyMEeHTBl MOTYT CO3/1aBaThCs Ha OYMa)XHOM HOCHTEJIE U B AJICKTPOHHOU (opme ¢
COOJIOZICHUEM YCTaHOBJIEHHBIX NMpaBuil oQOpMIICHUS JOKyMEeHTOB. [Ipu cozmaHum JOKyMeHTa Ha
IBYX U O0Jiee CTpaHHUIIaX BTOPYIO U MOCIEAYIOLINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHull MpOCTaBISIOTCS IIOCEPEIMHE BEPXHEro I0Jii JOKyMEHTa Ha
paccrositHun He MeHee 10 MM oT BepxHero kpas nucra. Jlomyckaercs co3iaHue JTOKYMEHTOB Ha
JTUEBOM U 000POTHON CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOpOHHEM CO3JaHUU JOKYMEHTOB IIMPHHA JICBOTO IMOJIS HA JUIIEBOH CTOPOHE
JIUCTA U MIPABOTO MOJI HA OOOPOTHOM CTOPOHE JIUCTA I0JKHBI OBITH PaBHBIL.

3. PeKBU3UTHI JOKYMEHTOB

3.1. lns peKBHU3UTOB TOKYMEHTOB, CO3JaBa€MbIX B 00IIE00pa3oBaTEIbHON OpraHU3aIlHH,
yCcTaHaBIUBaIOTCA MpaBuiia u TpedoBanus B coorserctBuu ¢ ['OCT P 7.0.97-2016.

3.2. CocraB pPEKBH3UTOB KOHKPETHOTO JIOKyMEHTa OINpEACsIeTCs €ro BHIOM U
Ha3HAYCHUEM.

3.3. IIpu moaroroBke U O(GOPMICHHM AOKYMEHTOB B IIKOJE HCHOJB3YIOTCS CIEIYIOIINE
PEKBH3HTHL:

e KOJ (pOpMBI TOKYMEHTA;

e HAIMEHOBAHHE IIIKOJIBL;

e CITPaBOYHBIE JAHHBIC O IIKOJIE,

e HAMMEHOBAHHE BUJIA JOKYMEHTA,;

e JaTa JOKYMEHTA;

e PETUCTPAIIMOHHBIN HOMEpP I0KYMEHTA,

e CCBIJIKA HA PETHCTPALIMOHHBIN HOMEP U JAaTy JOKYMEHTa;

e MECTO COCTaBJIEHUS (M3JaHUs) TOKYMEHTA,

e a/1pecar;

e rpu( yTBEP>KACHUS TOKYMEHTAa,

* 3ar0JIOBOK K TEKCTY;

e TEKCT IOKYMEHTA,

e OTMETKA O MPHUIIOKECHHH;

e rpu() COINIaCOBaHUS TIOKYMEHTA,

* BH33;

e [TO/IITUCD;

e OTMETKA 00 3JIEKTPOHHOI MOJINCH;

e [1€YATh;

e OTMETKA 00 UCIIOTHUTEIIE;

e OTMETKA O 3aBEPEHUU KOIIUU;

e OTMETKa O MOCTYIUICHUHN JIOKYMEHTA,

* PE30ITIOIHS.

4. B1aHKH T0OKYMEHTOB

4.1. JIokyMeHThI, co3/1laBaeMble B OOIIe00pa30BaTeIbHON OpraHu3anuu, oQopMIISIOTCS Ha
OnaHKaX, M3rOTOBJICHHBIX HAa CTaHAAPTHBIX JHcTax Oymaru ¢opmaroB A4 (210x297 mm) u AS
(148x210 mm). OTnenbHbIE BUIIBI JOKYMEHTOB (TaOJHUIIBI, CXEMBI, CMETBI) JOITYCKAaeTCsl 0OPMIIATH
¢ wucnonb3oBanneMm ¢opmata A3 (420x297vm). JIOKyMEHTBHI, COCTaBISIONIME BHYTPEHHIOIO



MEepenucKy, OQOpPMIISIOTCS Ha CTAaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) 6e3
HCIOJIb30BaHHUs OJIaHKOB.

4.2. Kaxnaplii 1UCT JOKyMeHTa, OpOpPMIICHHBIN Ha OllaHKe Wiu 0e3 Hero, JOKEeH HMETh
T0JI HE MEHee:

¢ 20 MM - JI€BOE;

e 10 MM - paBoe;

e 20 MM - BEepxHee;

e 20 MM - HM)KHEE.

4.3. JIokyMeHTbI AIUTENbHBIX (CBbImIE 10 JIeT) CPOKOB XpaHEHHs OJDKHBI MMETh JIEBOE
nosie He MeHee 30 MM.

4.4. Buzpl 01aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B LIKOJIE:

e 001U OJIaHK;

e OJIaHK IIHCHMA;

e OJJaHK KOHKPETHOT'O BHJIa JOKyYMeHTa (OJlaHK MpuKa3a, OJlaHK pacHopspDKEHUs, OJIaHK
MPOTOKOJIA U JIp.)

4.5. O0pa3ipl pa3pabOTaHHBIX U MPUMEHSIEMBIX B IITKOJIE OJIAHKOB IOJIC)KAT BKIIOUEHUIO B
WHCTPYKIIMIO IO JIEIOTIPOU3BOCTBY 0011€00pa30BaTeIbHOW OPraHN3alliK B KAUECTBE MPHUIIOKCHUN
(npunoxenue 3 Ha 3 nucTax).

5. Ipuka3spl

5.1. IlpukazamMu ohOpMIISIFOTCS PELICHHUS MO OTNEPATHBHBIM, OPTaHU3AMOHHBIM, YIEOHBIM,
KaJpOBBIM (MIpHJIO’KeHHEe 2 Ha 9 nucTax) U ApyruM BonpocaM padoThl LIKOJIBL.

5.2. IIpoeKThl MPUKA30B TOTOBIT OTBETCTBEHHBIC MCIIOJIHUTEIN HA OCHOBAHHH TOPYUCHHHA
JUPEKTOpa, ero 3aMmectutesied. IIpoekTel MpUKa30B MO JIMYHOMY COCTaBY T'OTOBHUT CHELUAINCT IO
KaJlpaMm.

5.3. B mpukazax TeKCT wu3jgaraercs OT MEpBOro JMIA E€JUHCTBEHHOIO 4YHcia
(«ITPUKA3BIBAIOY).

5.4. TekcT npuKa3a MOXET COCTOATh M3 JIByX uacTel: KOHCTaTHpyrouled (mpeamOyibl) U
pacrnopsaIUTEIbHOM.

5.5. B koHcTaTtupyomei 4acT KpaTKO M3JaratoTcs LeNd U 3aaadyd, (GakTel U coOBITHS,
MOCITYKUBIIINE OCHOBAaHUEM JJIsi u3faHus mpuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B cootrBerctBun", "Bo ucnonnenue", u T.n. Eciu mpukaz u3gaeTcs Ha OCHOBAHHUMU JIPYTOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTA, €ro Jara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacmopsiiuTtenpHas dYacTh JOJDKHA COJEpXaTbh IEPEUUCIIeHUEe MPEANHUChIBAEMBIX
NEUCTBUM C YKa3aHWEM MWCIOJHUTENS KaKJIOro IEHCTBUS M, MPU HEOOXOJUMOCTH, CPOKOB
ucnoyHeHus. PacniopsiantenbHast 4acTh JEIUTCA HA IMYHKTHI U MOAIMYHKTBI, KOTOPBIE HYMEPYIOTCS
apabckuMu 1udpamu. J{eHCTBUS OJHOPOJHOTO XapakTepa MOTYT ObITh NEPEUHCIEHBl B OJHOM
ITyHKTE.

5.7. B kauecTBe MCNONHUTENEH YKa3bIBAIOTCS 3aMECTUTENH TUPEKTOpa, MpeaceaaTenu uin
PYKOBOJIUTENHU pabouuX rpymi (KOMUCCHIA).

5.8. Ecim mpuka3 W3MeHseT paHee M3IaHHBIA JOKYMEHT (ITyHKTHI JOKYMEHTa), TO OJIUH W3
IIYHKTOB PACIOPSIUTENBHON YaCTH TEKCTA JOJDKEH COAEP)KATh CCbUIKY Ha M3MEHSIEMbIN TOKYMEHT
(TyHKTBI TOKyMEHTA) C YKa3aHHEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecnin mpukas oTMeHsIeT JeiicTBUE paHee U3/1aHHOTO JOKYMEHTA (ITyHKTOB JOKYMEHTA) C
OTpeieIeHHON JaThl, TO OJIMH U3 ITYHKTOB PAaCHOPAIUTENbHON YacTH TEKCTa JOJKEH HAauWHATHCS
cinoBamu "lIpu3HaTe yTpaTUBIIMM cHiy...", lajee yKa3blBaTbCs JaTa, HOMEP U 3aroJIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (IMyHKTa JOKYMEHTA), a TaKXe JaTa, ¢ KOTOPOW OTMEHSETCs €ro JAeicTBHE.
Ecin nara He yka3zaHa, TO JAEWCTBHE paHEe W3JAHHOIO JOKYMEHTa (IIyHKTHI JOKYMEHTA)
OTMEHSETCS C 1aThl U3/1aHUs HOBOTO ITPHUKA3a.



5.10. Ecnu mpuka3 OTMEHSIET paHee W3IaHHBI JOKYMEHT ¢ MOMEHTA M3JIaHusl, TO OJIUH U3
MMYHKTOB PACHOPSAMTENIBHON YacTH TEKCTa JOJDKEH HauuHaThCd ciaoBaMHu "OTMEHUTH..." H
YKa3bIBaThCs J1aTa, HOMEP U 3aroJIOBOK paHee U3JaHHOIO JOKYMEHTA.

5.11. Ecnu mpuka3 mnpeamnojiaraeTcs BBECTH B JCHCTBHE HE C MOMEHTa €ro HM3JaHus,
HE00XO0MMO yKa3aTh CPOK BBEJIEHUS €ro B AeiicTBue. [locieqnuii myHKT pacnopsaUTeIbHON YacTh
MOXKET COJepKaTh CBEACHHUS O JOJDKHOCTHOM JIMIIE, Ha KOTOPOE BO3Jaraercsi KOHTPOJIb 3a
HCIIOJIHEHUEM TIpUKa3a.

5.13. [IpuKka3bl MOANMUCHIBAIOTCS TOJIBKO JTHUPEKTOPOM 00IIe00pa3oBaTEIbHON OpraHU3aIlun
WA PaOOTHUKOM, UCTIOJHSIOUINM €ro 00sI3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECleYeHHE CBOEBPEMEHHOW M KauyeCTBEHHOH IMOATOTOBKH
MIPOEKTOB MPUKA30B U UX COTJIACOBAHUE C 3aMHTEPECOBAHHBIMU PAOOTHHKAMU M OPTaHU3AIMSIMU
HECYT aBTOPHI IPOEKTa MPUKa3a.

5.15. PerucrpanuonHsie HOMEpa NPHUCBAUBAIOTCS MPUKA3aM 10 TOPSAJIKY HOMEPOB B
npeenax KajJeHAapHoro roja.

5.16. [lara perucrpanuu npuKasa sSBISIETCS 1aTON €ro MOIMTUCAHNS.

6. [lpaBu.a, N0/10KeHUS, HHCTPYKIIMHU

6.1. IlpaBuna — HOPMATUBHBIA akT, OMNpEACISAIOIIMNA MOPSIIOK Kakoro-iubo BHIa
JeSTeNIbHOCTH, YCTaHABIMBAIOLIUI WK 3aIlPELAI0LUi OlIpe/Ie]IEHHOE TIOBEICHUE.

6.2. Iloso’)xeHMe — HOPMATUBHBIA aKT, NETAJbHO PEerIaMEHTHPYIOLIUI MpaBOBOM cTaTyc,
MOPSIOK OPTaHU3AIMH U TIPOLIEAYPY KaKOTo-T100 BH/A EATEITLHOCTH.

6.3. UHCTpyKIIMsS. — HOpPMAaTUBHBIN aKT, U3aBaeMblil B LEJISAX PA3bACHEHUS U ONPEaeIICHUS
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHWUs HOPM O
crioco0ax BBINOJIHEHHsI ONPE/IEICHHBIX onepanuil (1edcTBuil).

6.4. IlpaBmia, NOJOXEHHSA, WHCTPYKIMH TPUHUMAIOTCA (B 3aBUCHMOCTH OT BHJA
JOKyYMEHTa) Ha YIpapismolieM coBeTe, 3acegaHusx IIpodcoro3Horo komurera IMIKOJIBI U
YTBEPKIAIOTCS TUPEKTOPOM.

6.5. IlopsnoK MOATOTOBKM MPOEKTOB MpaBWJI, MOJOXKEHHS, WHCTPYKIMU COOTBETCTBYET
o0uiemMy HopsAKY MOATOTOBKH MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHu3aluy.

6.6. TekcT mpoeKTa MoJIoKeHUs, TPABUJI, MHCTPYKIMH [1€4aTaeTCs Ha YUCTOM JIUCTE OyMaru
dbopmara A4.

6.7. OTIMYUTENbHBIMH XapaKTEPUCTUKAMH TEKCTOB MPABWII, MOJOXKEHHs, HHCTPYKIHH
SIBJISIFOTCSL:

e TOYHOCTh MTPUMEHAEMBIX (POPMYIMPOBOK O€3 MCIIOJIb30BAaHU CIIOB U MOHATHHA, HMEIOIINX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJIb30BAHNE KOPOTKHX MPEUIOKEHNUH, OOILEHPUHATBHIX BBIPAKEHUH U CBSI30K, INPH
HEOOXOIMMOCTH - TMIPE/BAPUTENILHOE ONpPEEICHUE HCIOIb3YEMbIX MOHSITHHM, COKpalleHHH,
ab0peBuaTtyp;

e ONIMCaHHE BCEX BO3MOKHBIX BapHAHTOB COOBITUH U COOTBETCTBYIOUIMX WM BapHaHTOB
JeCTBUH, T.€. MOJTHOTA MPECTaBICHHs HH(OPMALIUH;

e CTPYKTYPUPOBAHHOCTh TEKCTa C IEJIbI0 JIOCTHKEHUS HaWIydlled IOcCiie0BaTeIbHOCTH
U3JI0’KEHUS MaTepUaa;

e MMHUMM3AIIMS TEKCTa C MOMOIIbI0 MpUMEHeHUs: 00001eHuit (0030poB MpeanoaraeéMbix
JICWCTBUI ) U IPUMCHEHHUE MTEPEUNCIICHHH (3a/1a4, STAIoOB, YCIOBHM U T.1I.).

6.8. B 3aBUCHUMOCTH OT CJIOXHOCTH W 00OBeMa pa3pabaThIBAEMBIX TPABWII, TOJOXKCHUS,
MHCTPYKLUU - TEKCT JOKYMEHTA ACIUTCS HA TJIaBbl, MYHKTHI U MOAMYHKTHI. ['J1aBbI JOKHBI UMETH
Ha3BaHus. Hymepanus npousBoaurcs apabckumu nudpamu.

7. IIpoTokoJ 3acenanmusi (COBeIIaAHMS)

7.1. TIpoTOKON — JIOKYMEHT, B KOTOPOM (HUKCHPYETCS XOA OOCYXIEHHsI BOIPOCOB H
NPUHATHS PEIICHUH Ha cOOpaHWUSIX, COBEUIAHUSIX, KOHPEPEHIMIX M 3aCeaHMAX KOJUIETHaTbHBIX
OpraHoB.



7.2. Tlpotokon 3acemaHusi (coBemianusi) - (mamee - MPOTOKON) OGOPMIISETCS Ha YHUCTOM
nucre Oymaru popmara A4.

7.3. PexBu3uT - "TekcT MOKymeHTa". PEKBU3UT COCTOMT W3 JIBYX dYacTed: BBOJHON U
OCHOBHOM.

7.4. Bo BBOJAHOH 4YacTH YKa3blBAIOTCS WHUIMAIL, (QaMHIAA U JOIDKHOCTH
Mpe/iceAaTeNbCTBYIOIIET0, CEKpeTapsi, MPUCYTCTBOBABIINX HA 3acellaHuu U, IPU HEOOXOAMMOCTH,
JIUL, IPUTJIAIICHHBIX Ha 3ace1aHue (COBELIAaHUE).

7.5. BBogHas yacTh MPOTOKOJNA 3aKaHYMBAETCS MEPEYHEM PAcCMATPUBAEMBIX BOMPOCOB,
MEPEUYMCIICHHBIX B TIOPSAJKE MX 3HAYUMOCTH C YyKa3aHMEeM JOKJIaJuuKa 10 KaKIOMY
paccmarpuBaeMoMy Bompocy. Bonpockr hopmynupyrores ¢ npeniorom "O" ("O6"), neyararoTcs OT
TPaHUIIBI JIEBOTO OISl © HYMEPYIOTCS apaOCKUMU ITUBpaMH.

7.6. OcHOBHasg 4YacThb MPOTOKOJA COCTOMT U3  pa3lelioB, COOTBETCTBYIOIIUX
paccMaTpuBaeMbIM BOIIPOCAM U UX HyMEpALIUH.

7.7. TexcT mpoOTOKOJIa M3JIAraeTcsi OT TPEThETrO JUIla MHOKECTBEHHOTO vucia ("ciymanm",
"BoicTynin", "nocranoBuin", "pemminn").

7.8. TIpoTokon MOANMCHIBAETCS JMIIOM, IMpeICceAaTeIbCTBOBABIIMM Ha 3aceIaHUU
(coBemanum), U cekpeTapém 3aceanus (COBEIIaHU).

7.9. Ilpu oTCyTCTBUU ceKpeTaps 3acelaHusi, B TOM YHCIIe MPHU MPOBEICHUU ONEPATUBHBIX
COBEIIIaHMH, TOMYCKAETCA MOAMUCAHUE TPOTOKOJIA TOIBKO MPEACEAATETbCTBYIOMIUM.

7.10. Tekct mpoTOKoNia JOHKEH OBbITh MOATOTOBIEH HE MO3JAHEE TpeX IHEH co IHs
3acenanusi. [IpoeKThl COOTBETCTBYIOMIUX MYHKTOB MPOTOKOJA BU3UPYIOTCS JIOJDKHOCTHBIM JIUIIOM
OTBETCTBEHHBIM 32 IMOATOTOBKY.

7.11. JlaTa mpOoTOKOJIa IOJKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIaHUS (3acelaHus).

7.12. Komuu mNPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM  OpraHU3alusM |
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBUHU C YKa3aTeJIeM PAaCChUIKH, KOTOPBIA COCTaBIsIET CEKpeTaph
3acenaHus (COBEIIAHNUS).

8. Ilnan

8.1. IlmanH — JOKYMEHT, YCTaHABJIMBAIOUIMI TepeueHb HAMEUYCHHBIX K BBITOJHEHHIO
MEPONPUATHHA, UX TOCIE0BATEIBHOCTb, 00bEM, CPOKH, OTBETCTBEHHBIX HCIIOJHUTEICH.

8.2. Ilman odopmisiercss Ha nmucte Oymaru ¢opmara A4 ¢ UCIOJIB30BAHUEM CJICTYIOIINX
PEKBU3UTOB:

e HANMEHOBAHME IIKOJIBI;

e rpu( yTBEP>KACHUS TOKYMEHTAa,

e JaTa JOKYMEHTA;

e PETUCTPAIIMOHHBIN HOMEpP IOKYMEHTA;

e HANMEHOBAHKE BUJIA JOKYMEHTA,;

* 3ar0JIOBOK K TEKCTY;

e TEKCT JIOKyMEHTA,

e HAUMEHOBAHHE JIOJKHOCTH;

* TTOJIITUCh.

8.3. PexBu3utT — "Tekct AokyMeHTa" opopmisieTcs B Bue TabauIbl ¢ rpadamu:

e HOMEp ITyHKTA TUIaHa;

e HAMMEHOBAaHHE MEPONPUSATHS;

e CPOK UCTIOTHECHHUS;

e HCIIOJTHUTEb;

e IPAMEYAHUE.

9. OTuer
9.1. Oruer — JAOKYMEHT, COJAEpXalllui CBEAEHUS O pe3ylbTarax JesATeIbHOCTH 3a
ONpPEeACIICHHBIN IEPUOJ BPEMEHH, BHITIOJITHEHUN MEPOIIPUATHI, HOPYUEHU, 3aJaHN, TUIAaHOB.



9.2. OTtuerTsl, peocTaBiIsieMble B OPraHbl TOCY1apCTBEHHON BIACTH (B TOM YHCIIE B OPTaHBI
TrOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUME  YCTAHOBJIEHHYIO  IPAaBOBBIMM  aKTaMHU
TOCYJapCTBEHHBIX OPraHOB (OPMY, CO3JAIOTCS M0 YCTAHOBJIEHHOW T'OCYJAapCTBEHHBIMH OpraHaMu
(dopme U B OIIpeIesIEHHOM UMH MOPSAKE.

9.3. Ortuérpl, mnpenocTaBiIsieMble COTPYJHUKAMH IIKOJIBI B XOAE€ BHYTPEHHETO
B3aUMOJIEHCTBHSI, CO3/IAI0TCS 110 MPaBHJIaM, YCTAHOBICHHBIM JUIsl CO3/1aHUS CIYXKEOHBIX 3aIUCOK.

9.4. Otuetsl opopmisitoTcs Ha ucte Oymaru popmata A4 ¢ HCIIOIB30BAaHUEM CIIETYIOIIUX
PEKBU3UTOB:

e HAMMEHOBAHHE LIKOJIBL;

e 1aTa JOKYMEHTA;

e PETUCTPAIIMOHHBIN HOMEP TIOKYMEHTA;

e HAMMEHOBAHKE BUJIA JOKYMEHTA,;

* 3ar0JIOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e OTMETKA O MPHJIOKEHUH (TIPU HATUYHH);

e HAUMEHOBAHHE JIOJKHOCTH;

* MTO/IITUCD.

9.5. B Tekcre oruéra B 00s3aTENBHOM IMOpPSAJKE JODKHO COJAEPKAThCS YKa3 Ha
NesTeNbHOCTh, MEPONpPUATHE, BBIJAHHOE IOPYYCHHE, 3aJaHHWe, MYHKT IUIaHa, TOAJISKAIIHN
BBIIIOJIHEHUIO, U pE3yJbTaT O BBIIOJHEHHM, B TOM YHCIE C YKa3aHHEM Ha COOJIOJeHHE WU
HapyIIEHHE MCIIOJHUTEILCKOW TUCIUILTMHBI, YCTAHOBJICHHBIX CPOKOB MCIIOJNHEHHS M Ha/AJIeKalee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSIMU (TIPH Y4ACTHH HECKOJIBKUX UCIIOIHUTEIEH).

10. Mucs™mo

10.1. TIncbma roToOBSITCS Kak:

e OTBETHI O BBHITIOJHEHNUH TIOPYYEHUH BBIIIECTOSAIINX OPTaHOB UCTIOJHUTEIBHON BIIACTH;

e OTBETHI Ha 3aMPOCHI OPTraHU3ALWHN, MPEANPUITHN 1 YACTHBIX JTUIL;

e HHUIIMATUBHBIC MTHCHMA.

10.2. Cpoku MOATOTOBKH OTBETHBIX MHCEM:

e C KOHKPETHOM J1aTOM MCIOJHEHNUs, YKa3aHHOM B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

B COOTBETCTBUM C pE30JIIOLMEH JAMPEKTOpa W €ro 3amecTuTeNeil Ha OCHOBaHUM
YCTaHOBJICHHBIX CPOKOB MCITOJTHEHHS MTOPYICHUH, 3aIIPOCOB MIIU 110 PEIICHUIO aBTOPA PE30TFOIIHH.

10.3. TekcThl OTBETHBIX THCEM JOKHBI TOYHO COOTBETCTBOBATH  3aJlaHUSIM,
3aukcupoBaHHBIM B pe3omonud. CpoKH MOIrOTOBKH WHHUIIMATUBHBIX TIHCEM OIPENCISIOTCS
CaMOCTOSITEJIbHO aBTOPOM IPOEKTa MUChbMa ¢ Y4ETOM HEOOXOIMMOCTH peIlIeHHs] KOHKPETHBIX 33134
U (MJIHM) B COOTBETCTBHU C TPEOOBAHUSAMH 3aKOHOJATEIbCTBA, MOPYUCHUSIMH HEMOCPEJICTBEHHOTO
PYKOBOJIUTEIS.

10.4. Tlucebma medvararoTcs Ha OJlaHKe THChMa O0IIe0Opa30BATEIILHON OpraHWU3alld C
YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB.

10.5. JIonmogHUTENIEHO K PEKBU3MTAaM OJIaHKa MHCHbMa MPU O(GOPMIICHHH TTHUCEM B IIIKOJIC
UCTOJIB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e aJIpecar;

* 3ar0JIOBOK K TEKCTY;

e TEKCT JIOKyMEHTA,

e OTMETKA O MPHUIIOKECHUU;

* BH33;

* MTOIMTUCD.

e OTMETKa 00 UCTIOJTHUTEIIE.

10.6. Ilpu odopmieHnHn mucbMa Ha JBYX M Ooyiee CTpaHUIAX BTOpas M MOCIETYIOLIHE
CTpaHUIbl HYMEPYIOTCS TIOCEpPEIMHE BEPXHETO MOJIs JINCTa apaOCKUMU U pamH.

10.7. TIncbma MOAMUCHIBAET TUPEKTOP HIIM PAOOTHHUKH, YIIOJTHOMOYEHHBIE TIPUKA30M.



10.8. CiryxeOHbIe 3amuCcKu

10.9. B memsix OCyHIECTBICHHS B3aUMOJACHCTBUS MEXKIYy COTPYIHHKAMH B paMKax
BHYTPEHHET0 JOKYMEHTOOOOpOTa B WIKOJE NPUMEHSIOTCS ciyxeOHble 3amucku. CiyxeOHbIe
3alUCKU  SIBIISIIOTCSL  CIPABOYHO-UH(POPMALMOHHBIMU ~ JIOKyMEHTaMH. ABTOpaMH  CITy>KEOHBIX
3aIMCOK SABIISIOTCS COTPYTHUKH 00111e00pa3oBaTeIbHON OpraHU3aIHH.

10.10. CuyxeOHas 3amMcKa MOXET COCTABJIATHCS IO YKA3aHHIO PYKOBOJICTBA WJIU IO
WHUIMATUBE KOHKPETHOTO COTPYIHHKA.

10.11. ITpu oopmiieHNH CITy>KEOHOM 3aTUCKHA O(QOPMIISIOTCS CISAYIONINE PEKBU3HTHI:

e ajIpecar;

e JaTa JOKYMCHTA;

e HAMMEHOBAHHE BUJIA JOKYMEHTA;

* 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTA,

e OTMETKa O MIPUJIOKECHUU (ITPH HATUYIHH);

e HANMEHOBAHHE JIOJKHOCTH;

e MTOJIMTUCh.

10.12. CuyxeOHbIC 3amMCKU MOTYT CO3JaBaThCs Ha OyMakHOM HocutTene u (W) B
AJIEKTPOHHOU (opMe.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBINAETCA COTPYAHUKAM IOKOJBI M O(QOpPMIISETCS IO IpaBHIIaM,
YCTaHOBJICHHbIM Hactosimell MHcTpykuumedt s nuceMm, ¢ ydyéToM TpeOOBaHUN Tpa)IaHCKOTO
3akoHojarenbeTBa Poccniickoi denepanviu 1 HACTOSLLETO pa3ena.

11.2. TIpoeKT AOBEPEHHOCTH MOJTrOTABIUBACTCS U BU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEpPEHHOCTh OYyJEeT BblJaHa, IIOCJIE 4Yero Mepenaércss B KaHUESPUIO JUIsl HalpaBieHUS Ha
MOJITUCAHUE.

11.3. JloBepeHHOCTh MOINMUCHIBACTCS AWPEKTOPOM WIIH JIUIIOM, OCYIIECTBISIONIAM €ro
MIOJTHOMOYUS (MCHIOJHSIOMMM O00S3aHHOCTH), M CKpeIUIIeTCs INedaThio 00I1eo0pa3oBaTesbHOM
OpraHu3alyHy.

12. loroBopsl, coryiameHusi, KOHTPAKTHI

12.1. JloroBopsbl, coOrNamieHusi, KOHTPAKTHI (Jlaiee - JOTOBOPHI) IMOATOTABIMBAIOTCS B
COOTBETCTBUM C TpeOOBAaHMSIMU  TPaXIAHCKOTO, TPYAOBOTO, OIO/DKETHOTO W HMHOTO
3akoHoAarenscTBa Poccuiickoit denmepanuu, B 3aBUCHUMOCTH OT PErYIHPYEMBIX JIOTOBOPOM
MPAaBOOTHOIIEHUH U 00S3aTEIHCTB CTOPOH.

12.2. TIpoekT noroBopa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAKTHBIM
YOPaBISAIOMAM) C YYETOM HEOOXOIUMOCTH CBOEBPEMEHHOTO W KAaueCTBEHHOTO OOeCTICUeHUs
WCIIOJTHEHUS] CBOMX MOTHOMOUMH (00s3aHHOCTEH, (PYHKIINI), TOTHOMOYUHN IIKOJBI B LIETIOM.

12.3. TIpoekT JoroBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYIHHUKOM (KOHTPAKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K (GYHKIHSIM (IIOJITHOMOYHUSIM) KOTOPOTO OTHOCUTCS
pelIeHre BOTPOCOB, SBIISIONIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYTHHUKOM IO TPSIMOMY
yKa3aHUIO0 TUPEKTOpa 001eodpa3oBaTeIbHON OpraHu3alnu.

12.4. HeoOxomumasi Is TOJATOTOBKH TIPOEKTa JOroBopa HWHMOpMaNus CcoOupaeTcs
OTBETCTBEHHBIM JUIIOM (KOHTPAKTHBIM YIPABJISIONIMM) B MOPSAKE pabodyero B3aWMOJACHUCTBUS C
y4€TOM IMPaBUJI, yCTAHOBIIEHHBIX HacTosAmen MHCTpyKIuen.

13. IIpyHUMNBI OPraHU3ALMHU IOKYMEHT0000pOoTa

13.1. B moxyMeHTOOOOPOTE BBIICISIOTCS CIEAYIOMNE JOKYMEHTOIIOTOKH: ITOCTYIAIOIIas
JOKyMEHTanusi  (BXOAsImas), OTHOpaBiseMas JOKyMEeHTauus (MCXOJAIIas), BHYTPEHHSA
JIOKyMEHTAITHSI.

13.1. B cocraBe BXxoAfIIeH U UCXOIAICH AOKYMEHTAIIMH MOTYT BBIACNIATHCS JOKYMEHTHI,
MOCTYIUBIIME U3 BBIMIECTOSIINX, MOAPSAHBIX, MEAUIMHCKUX U JPYrUX OpraHHU3allfii, OpraHoB
MECTHOTO CaMOYITPaBJICHUS, OOpaIleHus TPaXK/IaH.



13.3. Obpamenus rpaxxJjaH perucTpupyoTcss U GOPMHUPYIOTCS B Jella OTAEIBHO OT JPYTUX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHu3aIiy.

13.4. B mkose g0cTaBKa M OTIIPaBKa JOKYMEHTOB OCYLIECTBIISIETCS CPEICTBAMU IOYTOBOM
CBSI3H, DJICKTPOHHOM CBSI3H, a TAKXKE MO CHCTEME AJICKTPOHHOTO JOKyMeHTooOopoTa (naiee - COJ).
C noMo1IpI0 OYTOBOM CBSI3U B 00IIE00pa30BaTEbHYIO OPraHU3aLHUI0 JOCTABISAETCS MUCHMEHHAS
KOPPECHOH/ICHIIMS B BHJIE HMPOCTHIX MHCEM, 3aKa3HBIX MTHCEM, IIOYTOBBIX KapTOueK, OaHaeposeh
MEJIKHX ITaKEeTOB, a TAK)KE NIeUaTHbBIC U3/IaHUSL.

14. IlepBuyHas 06padoTKa NOCTYNAKIIUX JOKYMEHTOB

14.1. JlokyMeHTBI, MOCTyNaIOLIMe B IIKOJy, MEPElaloTCs Ha PETrUCTPALMIO CEKPETapro
00111e00pa30BaTENILHON OpraHU3aluU M MPOXOJAT MEPBHYHYI0 00pabOTKY B JE€Hb MOCTYILJICHHUS,
IIPU NOCTYIUIEHUHU B HepaOouee BpeMsl - Ha cielyrolnil pabounii aeHs. [Ipu nepBuuHoi 00paboTke
JOKYMEHTOB TPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYNMUBIIME JTOKYMEHTHI
NEPEChUIA0TCS 110 IPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.

14.2. JloxymeHnTsl, moctynuBmue c¢ orMmerkamu "Cpouno", "Bpyuuts HememieHHO",
"OnepaTuBHO", HE3aMEIUTEIBHO IPOXOAAT EPBUUHYIO 00PAaOOTKY U JTOKJIABIBAIOTCS TUPEKTOPY
WIH B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTEIIO TUPEKTOPA 110 HAIPABIEHUIO AESITEIbHOCTH.

14.3. IlocTynuBuve TeaerpaMMbl IPUHUMAIOTCS MOJ MOANUCH C MPOCTABICHUEM JaThl U
BPEMEHHU NpUEMa, PETUCTPUPYIOTCS 110 TEM K€ IIPAaBUJIaM, YTO U ITUChMa.

14.4. DnexTpoHHbIE COOOIIEHUS, apPECOBAHHBIE TUPEKTOPY WIM HAIpPaBIEHHbIE B aJpec
IIKOJIbI, PacleyaTbhlBAIOTCS W JOKIAABIBAIOTCA IUPEKTOPY WM B CIydyae €ro OTCYTCTBHSI —
3aMECTHUTENIO0 TUPEKTOPA.

14.5. DOnexTpoHHbIE COOOILEHUS, 3aBEPEHHBbIE JJIEKTPOHHOM MOANMCHIO, IOJJIEKAT
00paboTKe MO IpaBUiIaM, MPEAyCMOTPEHHBIM /IS MOCTYNAaroel (BXOs1ei) TOKyMEHTaluH.

14.6. TloctynuBmas (BXOZIIAs) JOKYMEHTAIHS PacpeessieTCss Ha peruCTpUpyEeMbIe U HE
MOJyIEeXkKAIUE PETUCTPALIMM JOKYMEHTBI.

14.7. He moasexaT perucTpaluu:

e IPUTJIACUTEIIBHBIE, TO3PAaBUTENIbHBIE ITUCbMA U TEJIETPAMMBI;

e OUJICTEI,

e IIJIAHBI U IPOTPaMMBbI CEMUHAPOB, KOH(PEPEHIMIA U IPYTUX MOJA00HBIX MEPONIPUATHH;

e JOKYMEHTbIl N0 OyXrajTepckoMy Y4YeTy, MaTepuaIbHO-TEXHMUECKOMY OOECIEeUeHHIO,
IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHaroIye 06e3 CONMPOBOAUTENBHOIO MUChMA,

e peKJIaMHble, KOMMEpPUYECKUE MPEUI0KEHHS], B T.4. HOCTYIHBIINE MO 3JIEKTPOHHOM 1oYTe;

e [IEUaTHBIC U3JAHUS;

e MMCHhMA C TIOMETKOM «JTUYHOM.

15. Perucrpanusi, y4er ¥ paccMOTpPeHHe PYKOBOAHMTEJeM MOCTYNAIOIUX (BXOASAIINX)
AOKYMEHTOB

15.1. [loctynuBmiue (BXOAsIINE) JOKYMEHThI PErUCTPUPYIOTCS TOJIBKO MOCIE U MEePBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOCO0a UX JIOCTABKH.

15.2. Peructparnusi — MpOCTaBICHHE B HM)KHEM IPABOM YTIIy MEPBOTO JIMCTA TOKYMEHTa
OTMETKH O IOCTYIUIEHMH C YKa3aHMEM JaTbl IOCTYIUIEHUS WM BXOJAILIETO PETUCTPALMOHHOIO
HOMepa JIOKyMEHTa ¢ 00s3aTeNIbHOM 3alHiChI0 B )KYpHAJl PETMCTPALUU MOCTyHaromen (BXxoasamuieil)
nokyMeHTanuu. CTpyKTypa perncTpallMOHHOTO HOMEpa, MOCTYNAOIEro (BXOASILEr0) TOKYMEHTa,
COCTOMT M3 €ro IMOpAJKOBOrO HOMEpa U UHAEKca Jeja 10 HOMEHKJIAaType el
00111e00pa30BaTeIbHON OpraHU3aIIH.

15.3. Perucrpanus BcexX MOCTYMUBIINX (BXOSIINX ) TOKYMEHTOB IIPOU3BOJUTCS B MIpEIeiiax
00IIero JOKYMEHTONOTOKA. JIOKYyMEHTHI, MOCTYNUBIIME B IIKOJIY IO KaHajJaM (akCUMUIbLHON
CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekcr moctynuBLIed TenehOHOrpaMMbl 3alUCBHIBACTCA B JKypHaJle PETUCTpPAIUH
TeneoHOrpaMM U IeyaTaeTcsl Ha JJucTe OyMaru [yl nepeaay Ha pacCMOTpPEHHE.



15.4. Tloctynaromue (BXOAsIME) JOKYMEHTHI IEPEAAIOTCS HA PACCMOTPEHNUE PYKOBOJCTBY
TOJIBKO TOCJIE UX PETUCTPALIUU U TPEIBAPUTEIHLHOTO PACCMOTPEHHS.

15.5. JlokyMeHTBI, MOCTYNHUBIINE B 00111€00pa30BaTEIbHYIO OPraHU3allMIo, 10 BOIIpOcam, He
TpeOyIOIIMM  PAacCMOTPEHUS AUPEKTOpa, HAIpPaBIAIOTCS pPabOTHUKOM OTBETCTBEHHBIM 3a
JeTOTIPOU3BOACTBO IIKOJIBI HEMOCPECTBEHHO NCIIOTHUTEIIO 3a1poca.

15.6. lupexTop B pe30JIOLUU OMPEEIISET UL, OTBETCTBEHHBIX 3a UCIOJIHEHHUE IOKYMEHTA,
U JaeT UM TnopydyeHue. PaOOTHHK OTBETCTBEHHBIH 3a JEIONPOM3BOJICTBO INKOJIBI IEpeacT
JOKYMEHT Ha UCIIOJIHEHUE.

15.7. TlomnuHHWK JOKyMEHTa C PE30JIIONHUeH PYKOBOIAUTENS 001eo0pa3oBaTeIbHON
OpraHM3ally HaIlPaBIISIETCS UCTIOTHUTEIIO.

15.8. [Ipu HaMMYMKM HECKOJIBKMX HMCIIOJIHUTENEH MOUIMHHUK AOKYMEHTA MEpeaacTcss TOMY
UCIOJIHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHUSMH IO HUCIOJHEHUIO SIBJISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TTOIYYal0T KOMHUIO JOKYMEHTA.

15.9. [loanuHHUK [JOKYMEHTa, KOTOPBIA HCIIOJIHAETCS HECKOJbKUMHU JIOJDKHOCTHBIMU
JMIIAMH, TTOJIY4aeT OTBETCTBEHHBIN UCIOTHUTENb. OCTaIbHBIM HCIIOTHUTEISIM MTEPEIAIOTCS KOIHUH.

15.10. UsroToBneHue KOMMI TOKYMEHTa Ui MEPEAayd COUCIIOIHUTENSM OCYIIECTBISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpTaHH3aAIUH.

15.11. Pe3omronust COAEPIKUT:

e yKa3aHWE IO WCIOJHEHUIO, COJepXKamiee KpaTKoe OIMCaHHe HEOOXOIUMOro JUIs
WCIIOJTHEHUS IeUCTBUS;

e yKa3aHHE Ha CPOK, B TEUYEHHE KOTOPOTO JIMOO IO HCTEYCHHS KOTOPOrO HEOOXOAMMO
UCIIOJIHUTH MPEANICAHHOE JICHCTBUE;

e JIMYHYIO MOJITUCH aBTOPA PE30JIIOLINH;

e JIaTy MIPOCTABJICHUS PE3OIIOIIHH.

15.12. Yxa3zaHnue Ha CpPOK, B TEUCHHE KOTOPOTO JHOO J0 UCTEUEHHSI KOTOPOTO HEOOXOANMO
WCIOJIHUTh TMPEANHUCAHHOE ACMCTBHE, MOXKET HE BBbIPAXaThCsl KOHKPETHOW IaTOW M COJIepKaTh
BBIpaKEHUS: "B YCTAaHOBJIEHHBIA 3aKOHOM CpPOK" U T.II.

15.13. Pezomrornus mnuiiercs Ha CBOOOJHOM OT PEKBU3UTOB MECTE€ TIEPBOTO JIMCTA
JTOKYMEHTA.

15.14. B cnywae, Korma pe3ONIONHsS aJpecoBaHa HECKOIBKHUM COTPYIHUKAM, TO
OTBETCTBEHHBIM 32 UCIIOJHEHHE JIOKYMEHTa B IIEJIOM SIBIISICTCS COTPYIHHK, YKAa3aHHBIA MEPBBIM
(BepxHUM), TUOO COTPYIHUK, B OTHOIIEHWU KOTOPOTO CAeNaHa NOMETKAa O TOM, YTO OH SIBISETCS
OTBETCTBEHHBIM.

16. Opranu3amnusi padéoThl ¢ OTHPABJASIeMbIMH (MCXOAAIIUMHI) TOKYMEHTAMH

16.1. Jlo npengocTaBieHHs MPOEKTa OTHPABIAEMOT0 (MCXOJAIIET0) TOKYMEHTa Ha TIOJMUCH
JTUPEKTOPY WU WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSJAKE Ha IOANMKMCAHUC JTUILY
OCHOBHOW HCIIOJHUTENb MPOBEPSAET MPABHIBHOCTH O(DOPMIIEHUS OTMPABISIEMOro (MUCXOMSIIEro)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosmed NHCcTpykuuu.

16.2. Tlpu mnoOATOTOBKE OTMpaBiIsieMOro (MCXOMASIIEro) JTOKyMEHTa Kak OTBeTa Ha
MMOCTYIUBIIAKA (BXOJISAIINI) TOKYMEHT UCTIOJHUTEb MPUKIAIBIBACT K TIOJTOTOBICHHOMY TPOCKTY
BXOJIAIIUI IOKYMEHT.

16.3. TIpoexTsl OTHpaBISIEMBIX (MCXOMSIINX) JOKYMEHTOB C YYETOM COOJIOJCHHS
YCTaHOBJICHHOTO B PE30JIIOIIMK CPOKA MCIIOTHEHUS TMepelaloTCs OTBETCTBEHHBIM HCIIONHUTENEM B
OTJIEJNT JISIONIPOU3BOICTBA (KAHIICTSAPHSI, CEKPETaph) IIKOJIBI JIS HAITPABJICHUS Ha IO IHCAHHE.

16.4. TloanucaHHble OTIpaBisieMble (UCXOMSIINE) MOKYMEHTHI, MEPeNaroTcsi paOOTHUKY
OTBETCTBEHHOMY 3a  JICJIONIPOM3BOJICTBO  IIKOJBI, KOTOPBIA  OCYIIECTBIISIET  IMPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHUS KOJMYECTBA JK3EMIUIIPOB OTHPABISEMOrO (HMCXOSIIETO)
JOKYMEHTa CITMCKY PACCBUIKH, a TaKXe MPaBWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIACHO
HACTOAIIEH HHCTPYKIIHH.

16.5. B cnyuae HapymieHWs KOMIUIEKTHOCTH WJIM COOTBETCTBHSI KOJIMYECTBA, a TaKXKe
MPaBWIBHOCTH O(OpPMIIEHUS JTOKYMEHTa COTJIACHO HACTOSIICH WHCTPYKIIUU OTIpPaBIsieMbIe



(ucxonsmme) JTOKYMEHTBHl  HE3aMEAJIHUTEIbHO  BO3BpAllAlOTCd  pAaOOTHUKAMM  KaHIEJSPUU
OTBETCTBEHHOMY HCIIOJHUTENII0 WJIM B CIy4ae OTCYTCTBUS OTBETCTBEHHOI'O MHCIIOJIHUTENS €ro
HETMOCPEJCTBEHHOMY PYKOBOAUTEIIO ISl YCTPAHEHHS HAPYIICHUH.

16.6. JlokyMeHTBI IOCIe UX MOAMUCAHUS JUPEKTOPOM MIIM UHBIM YIIOJTHOMOYEHHBIM JIULIOM
NepeaaroTcs B KaHIEISAPUI0 0011e00pa30oBaTeIbHON OpraHu3aluy JJsl PETUCTPAlIH U OTIIPABKH.

16.7. Peructpamusi OTHpaBisieMbIX (MCXOMSIINX) JOKYMEHTOB OCYIIECTBISICTCS IIOCIIE
npoBeieHus paOOTHUKAaMHU KaHIENISpPUM, OTBETCTBEHHBIMH 3a JEJIONPOU3BOJICTBO, IPOBEPKU
KOMIUIEKTHOCTU U COOTBETCTBUS KOJIMYECTBA HK3EMIUISPOB, a TaKkKe MPAaBHIBHOCTb OQOPMIICHUS
OTIPABISIEMOT0 (MCXOASIIET0) JOKYMEHTA.

16.8. Perucrtpanus cozraBaeMbIX JOKYMEHTOB OCYILECTBISETCS B JACHb MOIMHCAHUS WU
YTBEpKICHHS 100 Ha CIeyromuil pabounii 1eHb.

16.9. CeneHust 0 peruCTPUPYEMBIX OTIIPABIISEMBIX (MCXOJSIINX) JOKYMEHTaX BHOCATCS B
KYPHaJI PETUCTPAIMH OTIIPABIIIEMOHN (MCXOSIEH ) TOKYMEHTAIUH.

16.10. PerucTpanvioHHBIF HOMEp W JaTa OTIPaBIIEMOro (MUCXOJAIIEro) JAOKYMEHTa
MIPOCTABIISIOTCS HA MOUIMHHUKE JJOKYMEHTA B PEKBH3HUTAX OJIaHKA M HA SK3EMIUISIPE, OCTAIOLIEMCS
B Jieie o011eo0pa3oBaTeaIbHOM OpraHU3aluy.

16.11. CtpykTypa pEerucTpaliOHHOTO HOMEpa OTIPABISIEMOTO (MCXOISIIETr0) TOKYMEHTa
COCTOMT U3 €T0 MOPSIKOBOTO HOMEpa U MHJEKCA JieJia 0 HOMEHKJIAType /e MIKOJIBL.

16.12. OtnpaBka TOKyMEHTOB IPOU3BOIUTCS IICHTPAIU30BAHHO PA0OOTHUKAMHU KaHLIEISPUH
IIKOJIbI, KOTOPBIE MPOU3BOIAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (mpocTas, 3aka3Has,
MEXyHapoaHas U Ap.).

16.13. IIucema, TenerpaMMbl, OTKPBITKH, OAHJIEPOIN U TICYaTHBIC M3JaHUS OTIPABIISIOTCS
IIOYTOM.

®daxkcorpamMmbl U TeneOHOTPaMMBI ITEPEAAIOTCS 10 KaHAIaM Telne(OHHOM CBSI3U.

16.14. DnexTpoHHBIE COOOIICHHS OTHPABISIIOTCS C  O(PHUIMAIBHOTO  TOYTOBOTO
ANEKTPOHHOTO ajpeca o0I1e00pa3oBaTeIbHON OpraHU3aIiH.

16.15. Ilucema, TenerpaMMbl, OTKPBITKH, OaHIEpONH, (AKCOTPAMMBI, JJIEKTPOHHBIC
cOOOIIEeHNUs, HE CBS3aHHBIE C paboueil 1esTeTbHOCThIO, K OTIPaBKE HE TPUHUMAIOTCSL.

16.16. JIokyMeHTHI, OTIIpaBIIsieMbIe CPEACTBAMH ITOYTOBOM CBSI3U MPOXOIAT!

e YIIAaKOBKY;

e asipecoBanue (IIPU HANPABJICHUH JOKYMEHTa Oosiee ueM B 4 ajnpeca) — B COOTBETCTBUU C
yKa3zaTeJeM PacChUIKU, Ha KaX/10M K3eMIUIsIpe MHChbMa YKa3bIBAaeTCs TOJIBKO OJMH ajipecar.

e IPOCTABIIEHUE CTOUMOCTH TIOYTOBBIX YCIIYT;

e IIepeavy B OYTOBOE OTJICIIEHUE CBS3H.

16.17. Tlpm mOATOTOBKE W OTHpaBKE MHCEM HEOOXOAWMO YYHUTHIBATh MPaBHIIA,
YCTAQHOBJICHHbIE NMPUKAa30M MUHHUCTEPCTBA CBA3M M MAcCOBBIX KOMMYyHUKauud P® ot 31 wurong
2014 r. N 234 "O06 yrBepxxaenuu IIpaBuin okazaHus yCIyr O4TOBOM cBsI3U".

16.18. JlokymeHTbI, OTIpaBisieMble CpEACTBAMHU IIOYTOBOW CBSI3W B OAMH aJpec,
BKJIQ/IBIBAIOTCS B OJTMH KOHBEPT.

16.19. MHcxonsmue JOKyMEHTHI, IpelHa3HAYeHHble IS OTHPaBKH  CPEICTBAMHU
(akCUMUIIBHOW  CBSI3M, OTIPABIAIOTCS paOOTHUKAMU  KaHIENspUH  oO0I1eo0pa3oBaTelbHON
OpraHu3aIH.

17. Pa3pa6oTka U BeJeHHEe HOMEHKJIATYPHI JIeJl

17.1. JloxyMeHTambHBIH (OHJ IIKOJIBI — COBOKYITHOCTh JOKYMEHTOB, 0O0pa3yIOIINXCS B
mporiecce ero JesTeabHOCTH. JJOKyMeHTanbHbIN (POH IIKOJIBI COCTABIAIOT JOKYMEHTHI, CO3/1aHHbIE
B 00m1eo0pa3oBaTeNbHO OpraHW3aluyd W TIONMyYeHHBIE €0 B PpE3yJIbTaTe B3aMMOJCHCTBHS C
OpraHamMH TOCyJapCTBEHHON BJIACTH, OpraHaMH MECTHOTO CaMOYIPaBIIEHUS, IOPUANYECKHUMU U
(bU3MYECKUMU JIMIIAMHU.

17.2. Homenknatypa Aen SBISeTCS OCHOBOM (OPMHpPOBAHMS TOKYMEHTAJIbHOrO (OoHIa
IIKOJIBl M TIPEACTABISIET COOOH CHCTEMAaTH3MPOBAHHBIN IepeYeHb 3arojOoBKOB (HaMMEHOBAHUIA)
7IeTl, 3aBOAMMBIX B IIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHUs, U 0(OPMIICHHBIN B COOTBETCTBUU C



IIPAaBOBBIMU aKTaMH, PEKOMEHAALMUSAMU M METOJUYECKMMM YyKa3aHHUSAMH OpraHoB Poccuiickoi
®enepanyy, yNOJIHOMOYEHHBIX B c(epe TOoCYJapCTBEHHOIO YIPABICHHUS apXUBHBIM JEJIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTO00O0pOTA.

17.3. Homenknarypa 1iesl COCTaBIsI€TCS Ha OCHOBE M3Y4YEHUs MOJIO0XKEHUH, UHCTPYKUUN U
MPaBUJI, a TAKXKe APYIHX JTOKYMEHTOB, PETIIaMEHTHPYIOIIUX AEATEIbHOCTh 00111e00pa3oBaTebHON
OpraHu3ali, a TaKXKe HOMEHKIATyp Jel 3a MpeIlIecTBYIOIMEe ToAbl M JIOKYMEHTOB,
00pa3yroIUXCs B ACATEILHOCTH 0011e00pa30BaTeIbHON OpraHU3aIliH.

17.4. HomenknaTypa Jesl UCHOJIb3YyeTCsl JUIsl TPYHIMPOBKH HMCIIOJHEHHBIX JOKYMEHTOB B
JieNla, CUCTEMaTU3allui U ydyeTa Jell, ONPEAEICHUsI CPOKOB UX XPAHEHHUS M IOMCKa JOKYMEHTOB,
ABJISICTCS OCHOBOM JUIsl COCTaBJIEHMs OMMCEH JeJl NOCTOSHHOrO U BpeMeHHOro (cBeime 10 ner)
XpaHEHUs, a TaK)Ke JJIs ydeTa J1eJ BpeMEeHHOTo (10 10 JeT BKIIOYUTEIbHO) XpaHEHUS.

17.5. HomeHnknarypa e BBOOUTCA B AEHCTBUE TPUKA30M IO LIKOJIE.

17.6. HomeHkyatypa jie’ TOTOBUTCS B TPEX IK3EMILIAPAX:

e Ul IOMEIIECHUSI B HOMEHKJIATYPHOE JIeJI0 U TOCTOSIHHOTO XPaHEeHMS,;

e JUUIsl UCTIOJIB30BaHMs B paboTEe OTJEIIOM JIETIONPOU3BOICTBA (KaHIeIsIpueil);

e IS XPAaHEHUS B apXHUBE LIKOJIBI.

17.7. VI3 HOMEHKIaTyphl /1€ IIKOJIbl OTBETCTBEHHBIM JIUILIOM 32 BEJCHHUE JI€JI0NPOU3BOICTBA
Oo(OpMIISIOTCS BBIMMCKM Ui KaXJOTO M3 IOJAPA3/AEICHUN M OTIENOB 001eo0pa3oBaTeIbHON
OpraHu3alMHu.

18. ®opmupoBaHue e M UX TeKyllee XpaHenue. [IoAroroBka J0KYMEHTOB M Je] K
nepesaye Ha apXUBHOE XPaHeHUe

18.1. ®opmupoBaHue €1 — TPYNIUPOBKA HCIIOIHEHHBIX JTOKYMEHTOB B Jiela B
COOTBETCTBUM C HOMEHKJIATypod Jen o0lieoOpa3oBaTeilbHONM OpraHu3alu M CHCTEMaTH3aLus
JIOKYMEHTOB BHYTpPH JI€Ja.

18.2. Jlena co aHs uX 3aBeleHUs A0 NEpeJadyd B apXHMB LIKOJbl MM HA YHUUYTOXKCHHE
XpaHATCS M0 MECTY UX (OPMHUPOBAHUSI.

18.3. Ilpukasbl M0 OCHOBHOM, aAMUHUCTPATUBHO-XO035CTBEHHON, YUeOHO-BOCITUTATEIBHOM
JEeSTENIbHOCTH IIKOJIbl, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JINYHOMY COCTaBy paOOTHUKOB U
0 INYHOMY COCTaBY 00YUaroIHUXCcsl (YJaluXcsi/BOCIIUTAHHUKOB).

18.4. Tlepenucka Tpynmupyercs 3a MEPHOJA KaJICHJApHOTO TO/a W CHUCTEMaTH3UpPYeTCs B
XPOHOJIOTUYECKOH 1MOCIe10BaTEIbHOCTH.

18.5. IIpoBepka HAMYHS U COCTOSHUS IOKYMEHTOB M JI€J MPOBOJIUTCS MPH MEPEMEIICHUH
Jeq, TpU BO3BpaTe Jiesl, MpH peopraHu3aly WIM JIMKBUAALMM 00I1eo0pa3oBaTebHOM
OpTaHU3aIH.

18.6. B apxuB 00mieoOpa3oBaTenbHON OpraHu3anuy (Aajgee - apxuB) NEpeAaroTcs Jena
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbliie 10 jieT) CPOKOB XpaHEHHU U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JOKYMEHTHI ObLIIM TOMEIIEHBI B JIEJI0 HAa XpaHEHHeE.

18.7. Ilepenaua MOKyMEHTOB B apXHB IMPOU3BOIAMUTCS 110 YTBEPKICHHBIM OITUCSIM JIET.

18.8. ITloaroroBka IOKYMEHTOB M J€l1 K Iiepelaue Ha apXWBHOE XpaHEHHWE U Ha
YHHUYTOXCHUE TIPETyCMaTPHBACT:

e DKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB;

e COCTaBJIEHHE OMHCEN el IO pe3yabTaTaM dKCIEePTU3bI UX [IEHHOCTH;

e oopMIICHHE JIET;

e COCTAaBJICHHE aKTOB Ha YHHMUYTOXKEHHWE JOKYMEHTOB U J€JI C HCTEKIIUMHU CPOKaMHU
XpaHEeHHUS.

18.9. DkcmepTH3a IIEHHOCTH JOKYMEHTOB IIOCTOSSHHOTO UM BPEMEHHOTO XpaHCHUs
OCYILLIECTBISICTCA ~ €XKErOJHO JHUIOM (IMLIAMH), Ha3HAYEHHBIM MPUKA30M  OTBETCTBEHHBIM
(OTBETCTBEHHBIMHU) 32 APXUBUPOBAHUE.

18.10. B neno momeriaetcst He 6onee 250 mucToB (TOJIIMHA JIe]a IPU STOM COCTAaBJISIET HE
oomnee 4 cm). [Ipu GonbIIOM KOMMYECTBE JOKYMEHTOB (POPMUPYIOTCS TOMa (YacTH) nena. BHyTpu



JieNia TOKYMEHTBI PacIloyIaraloTCsl B XPOHOJIOTHUYECKOM TOPSIKE B COOTBETCTBUM C OMKCHIO. B mema
MOMEIIAIOTCS TOJIBKO UCIIOJIHEHHbIE, TPAaBUILHO O(OPMIICHHBIE IOKYMEHTHI.

18.11. JokyMeHTh BHYTpU Jelia pPAacCIoJIaralOTCs CBEPXY BHHU3 B XPOHOJIOTHUYECKOM,
BOIIPOCHO-JIOTMYECKOM IOCIIeIOBATEIbHOCTA WM UX CcOueTaHUH. PacmopsauTenbHble JOKYMEHTBI
TPYIIHUPYIOTCS B JieTia M0 BUJAM M XPOHOJIOTHUHU C OTHOCSIIIIUMUCS K HUM TPUIIOKEHUSIMU.

18.12. JInunbie KapTOUKH paOOTHUKOB (DOPMUPYIOTCS B ACIIO 1O andaBUTy (HaMHIIHAA.

18.13. Odopmiienne nena npemycMaTpuBaeT: opopMIIeHHE PEKBU3UTOB OOJIOKKH JIea IO
YCTaHOBJICHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIalloM B BEpXHEM IpPaBOM YIIY;
COCTaBJIEHHE BHYTPEHHEH ONKMCH TOKYMEHTOB JieNa, MOAIMMBKY U Meperier aena. JIuct 6ompuioro
¢dbopMara, MOAIIUTHIA 3a OAMH Kpad, HyMepyeTcsl Kak OJUH JHCT B IPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOUW HyMepaIieil JIHUCTOB, B TOM YUCIIC TICYaTHBIC U3aHMs, HyMEPYIOTCS B
o01eM mopsiKe.

18.14. JlucTthl nen, COCTOSIIMX W3 HECKOJIbKMX TOMOB WJIM YacTed, HYMEpYIOTCS IO
KaKJIOMY TOMY UJIM YaCTH OTIENIBHO.

18.15. Tlocme 3aBepiieHUs HyMepalMd JMCTOB COCTaBIISICTCS 3aBEPHUTENbHAS HAMIIHKCH,
KOTOpasi pacroyiaraeTcsi B KOHIE Jeja. 3aBepUTeNbHas HAAMHUCh COCTABISAETCS B JIel€ Ha
OT/IEITLHOM JINCTE-3aBEPUTEIIE JIEIa.

18.16. B 3aBepurenbHON HaAMUCU HU(PaMH U MPOIMKUCHI0 YKAa3bIBAETCS KOJIUYECTBO JTUCTOB
B JAaHHOM JeJie. 3aBepUTeNbHAs HAANWCh TOJNKCHIBACTCS €€ COCTaBUTEIeM C YKa3aHUEM
pacmiipoBKM TMOAMKUCH, IOHKHOCTH U JaThl cocTaBiieHus. KonuuecTBO IHCTOB B Jeine
MIPOCTABISIETCSA HA 0OJIOXKKE JIea B COOTBETCTBUH C UTOTOBOM HA/IMUCHIO.

18.17. PexBu3uT '"Cpok XpaHeHHS Jena" TepeHOCHTCS Ha OOJIOKKY Jena H3
COOTBETCTBYIOIIEH HOMEHKJIATYPHI JIEJI TOCIIE CBEPKH €ro CO CPOKOM XpaHEHHs, YKa3aHHBIM B
MepeyHe THUIMOBBIX JOKYMEHTOB WJIM B IEpPEYHE JOKYMEHTOB, OOPa3yIOIIUXCS B ACSITEIbHOCTU
(benepanbHOTO OpraHa, ¢ yKa3aHueM CPOKOB XpaHECHHSI.

18.18. Ha nenax moCTOSSHHOTO XpaHEHHS MUIIETCS: " XPpaHUTh MTOCTOSTHHO" .

18.19. Tlpwmem pmen TPOU3BOAUTCS COTPYAHUKOM, YIIOJHOMOYCHHBIM Ha BEJICHUE
NEeSTeIbHOCTH apXHBa, C MPOCTABIECHUEM B JIBYX JK3EMIUISIpaX OMUCH el OTMETOK O HaTU4Huu
KaKI0ro Jiena (Ha KaXKIOM 3K3eMIUISIPe OMUCH YKA3hIBACTCS KOJIMYECTBO (DAKTHUUECKH TPHHSTHIX
Jiell, 1aTa mpueMa-Tiepeadu Jell, a TakKe MOJNKUCH apXUBUCTA U COTPYIHUKA, TIepPeIaBIIero aema.

19. 3ak/0uuTeIbHBIE MOJI0KEHUS

19.1. Hacrosimass THCTpYKITUS 11O JIEIONTPOU3BOJICTBY SBIISETCS JIOKAITBHBIM HOPMATHBHBIM
aKToOM 00111e00pa3oBaTeNbHON OpraHu3aluy, NpuHuMaeTcs Ha OOmeM coOpaHuu paOOTHUKOB U
yTBepKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce wu3MeHeHHs U JIOTMOJHEHHs, BHOCHMBIE B HacTosmyw HHCTpyKImio,
opOpMIISIOTCS B MHUCHbMEHHOW (OpME B COOTBETCTBUH JCHCTBYIOIIUM 3aKOHOJIATE€IHCTBOM
Poccuiickoit denepanun.

19.3. MHCTpyKIUs MO JEJIONPOU3BOJCTBY B IIKOJIE NMPUHUMACTCS HA HEONPEISTICHHBII
cpok. M3mMeHeHus1 u AONONHEHUs: K MHCTpyKIMH NMPUHUMAIOTCS B MOPAJIKE, IPEIYCMOTPEHHOM
.19.1. macrosamen MHCcTpyKIIMN.

19.4. Tlocne npunsaTus MHCTpYKIUY (MM U3MEHEHUH U TIOTIOJTHEHH OTAETbHBIX MYHKTOB U
paszienoB) B HOBOM peaKIMK MPEIbIIYIIas peJaKIis aBTOMATHICCKN YyTPAuyuBaeT CUITY.



Tpunooicernue Ne 1

IIpaBuia
oopMJIeHHSI PEKBU3UTOB JOKYMEHTOB

1. JIns mOArOTOBKM JTOKYMEHTOB NPUMEHSIETCS TEKCTOBBIM pelakTop, 0O0ecreurnBaroOmni
TpeboBaHuUs rpaduyeckoro BOCIIPON3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Bunsl u pa3mepsl ucnoab3yeMbix mipudTos: Times New Roman — 12, 13, 14; Calibri 14
Y TIPUOIKEHHBIE K HUM.

3. [Ipu moAroToBKEe TEKCTOB B TaOJIHMIIAX, 71l OOECHeUeHuUs JTydllled YUTAeMOCTH JTaHHBIX,
J0IycKaeTcs mpuMenenue mpugTos Buaa Arial, pasmepos 12,13.

4. Jluama3oH HCHOJB3YEMBIX MEXKIYCTPOUYHBIX HWHTEPBAIOB: OT OJMHAPHOTO JO
MIOJIyTOPHOTO.

5. AG3anHbIil OTCTYM TEKCTa JOKyMeHTa - 1,25 cM.

6. 3arosOBKM pa3[eioB M IMOAPA3JCIOB IEUYaTAlOTCs C a03alHBIM OTCTYIIOM WM
LEHTPUPYIOTCS 1O LIMPUHE TEKCTA.

7. MHOrocTpo4Hbl€ PpEKBU3MUTBI II€YATAIOTCS 4Yepe3 OAMH MEXCTPOYHBIM HHTEpBAal,
COCTABHBIEC YACTH PEKBU3UTOB OTJEISAIOTCS JONOJIHUTEIbHBIM HHTEPBATIOM.

8. Eciin JOKYMEHT TOTOBMUTCS JUIsl U3JaHMsI C YMEHBIIEHUEM MacuiTaba, TEKCT IevyaTaercs
yepes JABa UHTEpBaa.

9. UnrtepBan Mexay OykBamMu B CJIOBax - OObIYHBIA. MHTEpBanm Mexdy cloBaMU - OIUH
npo0er.

10. Tekct nOKyMeHTa BbIpaBHHUBAETCS IO LIMPUHE JMCTA (IO FPaHMLIAM JIEBOIO U IPAaBOIo
noJiel JOKYMEHTA).

11. InHa camMoil JUIMHHOW CTPOKH PEKBU3HTA MPU YIVIOBOM PACIIOJIOKEHUN PEKBU3UTOB HE
ooiee 7,5 cm.

12. JlnuHa camoi JAJMHHOW CTPOKHM PEKBU3UTA MpPU MPOJOJIBHOM PaCHOJIOKEHUU
PEKBHU3UTOB He 6onee 12 cm.

13. Kox dopmbl fokymMeHTa

Kox ¢opmbl okymeHTa mpocTaBiseTcs Ha YHU(PHUIMPOBAHHBIX (popMax JOKYMEHTOB, B
OCHOBHOM HCIIOJIb3YEMBIX B KaJJpOBOM JTIOKYMEHTOOOOpoTe IKOjbI. Pacmonaraercs koj Gpopmsl B
IIpaBOM BEpPXHEM YTy pabouero mosis JOKYMEHTa, COCTOUT U3 cioB "dopma nmo" (HauMeHOBaHUE
Kiaccuukaropa) u nudpoBoro Koja.

Ipumep - @opma no OKYJ] 0301001.

14. HanmeHOBaHWE IITKOJIBI

HanMenoBaHue MIKOJBI OJKHO COOTBETCTBOBATh HAWMMEHOBAHUIO IOPHAWYECKOTO JIHIIA,
3aKpEIUICHHOMY B  €ro  y4YpeIuTeNbHBIX JOKyMeHTax (YcrtaBe o0mieo0Opa3oBaTeabHOM
opranuzanu). [lon HauMeHOBaHHEM IIKOJIBI B CKOOKaX yKa3bIBaeTCs COKpaIlleHHOe HAMMEHOBAaHUE
o01ieo0pa3oBaTeIbHON OpraHU3aIiy.

Han wnamMeHOBaHMEM WIKONBI - YyKa3bIBaeTCs IOJHOE HAMMEHOBAHWE BBIIIECTOSIIICH
OpTaHU3aIH.

15. CrpaBoyHbIe IaHHBIE O MIKOJE

CripaBo4HbIe JTaHHBIE O IIKOJIE BKJIIOYAIOT B ceOs: MOUYTOBBIM ajapec, HOMepa TenedoHa,
¢akca, agpec 31eKTpoHHOM nmouThl, ko1 mKojbl o OKIIO (nmpocrasnsercs mo O0miepoccuiickoMmy
KJaccu(uKaTopy MpeanpUsTHil U OpraHu3anuii), OCHOBHON T'OCYIapCTBEHHBIN PEruCTpallMOHHBIN
Homep (OI'PH), nnentudukaninoHHbI HOMEp HAJOTOIUIATENbIINKA/KOI TPUYHHBI IOCTAHOBKH HA
Hasorossiit yuet (MHH/KIIIT).




16. HaumeHoBaHue BH/1a JOKYMEHTA

PexkBu3uT Hcnonb3yercs A yKa3aHHs BHJIA TOKYMEHTa U pacrojaraercs 1moj peKBU3UTOM
«HAaUMEHOBaHHE 00IIe00pa3oBaTeNbHON OpraHu3anuu». HanMmeHoBaHHWe BHIA JOKYMEHTa HeE
YKa3bIBAaeTCs B MUCbMaXx.

17. lata nokymeHTa

JlaToii mokyMmeHTa sIBJIsieTCs JaTa ero noAmnucanus (Impuka3, MUChbMO, 3alKcKa, akT U Jp.),
YTBEPXKACHUS (MHCTPYKIMS, IOJIOXKCHHE, MpaBWIa, PErJaMeHT, IUIaH, OTYeT W Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOI).

Jlata 1OKyMEHTa TMPOCTAaBJISACTCS JOJDKHOCTHBIM  JIMIIOM, TIOANHKCHIBAIOUINM  HIIH
YTBEP)KAAIOMIMM  JOKYMEHT, WM T[PH PETUCTPAlMU JOKYMEHTa, WJIH HENOCPEICTBEHHO
COCTaBHUTEJIEM IIPU MOJATrOTOBKE JOKYMEHTA (CIIy)KeOHast 3a1ncKa, 3asiBICHUE U Jp.).

JIOKyMeHTBI, U3[aBa€Mbleé COBMECTHO C IPYTMMH OpraHU3alUsSMU JOJKHBI HUMEThb OJHY
(enuHy10) NATY.

Jaty nokymenTa ohopMIIsioT apaOckuMu udpamMu B MOCIEI0BATEILHOCTH:

e ICHb Mecsla, Mecsl, roja. JleHp mecsana u Mecsl oQOpMIISIOT ABYMS MapaMu apaOCKuX
nudp, pasaeneHHbIMH TOYKOW; Toj - YeThIpbMs apabckumu nudpamu, Harnpumep: 01.12.2017.
Bbyksa "r" nmocne nudp He craBUTCS.

e IIPU CJIOBECHO-IIU(PPOBOM criocobe odopmileHHUs: aThl A€Hb Mecsla yKa3bIBaeTcsl mapoi
apabckux 1udp, ro YeThIpbMs apabckuMu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrparioHHLII HOMEDP TOKYMEHTA

PeructpainiuoHuslii HOMEp [JOKYMEHTa MpPOCTABIsAETCA B COOTBETCTBUM C CUCTEMOM
perucTpauuu, NPUHATON B IIKOJIE.

PeructpaliuoHHbli  HOMEp IPUCBAMBAETCA JOKYMEHTY IIOCIE€ €ro  IHOJANHUCAHMS
(yTBEpKaEHUS).

CcblIKa Ha perucTpaliOHHbII HOMEp U AaTy JOKYMEHTa

Ccpllka Ha HMCXOISIIMM HOMEp M JaTy JOKyMEHTa aJpecaHTa BKIIOYAaeT B ce0s
PETUCTPALIMOHHBIN HOMEP U 1aTy JOKYMEHTa, Ha KOTOPBIi TOJKeH ObITh JaH OTBET.

19. MecTto coctaBneHus (M3AaHUs) JOKYMEHTa
MecTo cocTtaBieHUs WIM M3JaHUS JOKyMEHTa - "TopoX ..." - yKa3blBaeTcsi Ha OJaHKax
MIPOTOKOJIOB M aKTOB, COCTaBIISIEMBIX B 00111€00pa30BaTEIbHON OpraHu3aIuy.

20. Anpecar

B pexBuszure "Agpecat" HCHoONb3yrOTCS OQUIMAIbHBIE HAUMEHOBAHUS OPraHOB
roCylapCTBEHHON M MCIIOJHUTENIBHOM BIIACTH, OPTaHOB MECTHOT'O CaMOYIIPaBJICHUs, OPTaHU3alHMI.
JlomyckaeTcsi MCHOJb30BaTh O(QUUMANBHO MPHUHATHIE COKpAllleHHble HAaMMEHOBAaHMSI OpPraHOB
roCy1apCTBEHHON U MCIIOJHUTEIbHON BIACTH, OPTaHOB MECTHOTO CaMOYITIPABJICHUs], OpraHU3aLi.

[Tpu agpecoBaHuU JOKYMEHTA TOJKHOCTHOMY M YaCTHOMY JIMIlY MHHUIIMAJIBI CTABATCS MOCIE
bamumuy.

Ipumep - Pykosooumenio OO0 «Cmpoumenvy
Damunus U.0.

PexBu3ut "anmpecar" mpocraBisieTcsi B BEpXHEHM MpaBod yacTU NOKyMeHTa (Ha OnaHke ¢
YIJIOBBIM PACIIONIOKEHHEM PEKBU3UTOB) HIIM CIIpaBa IMOJ PEKBU3UTaMU OJlaHKa (TIPH MPOJOIBHOM
pacnojokeHuu pekBu3nuToB OnaHka). CTpOoKM pekBu3UTa "agpecar” BBIPABHUBAIOTCS MO JIEBOMY
Kparo WIHA LHEHTPYIOTCS OTHOCUTEIIBHO CaMOU JIJIMHHOM CTPOKH.

[Tpu anpecoBannu JOKyMeHTa 0€3 yKa3zaHHs JOJDKHOCTHOTO JIMIIa HAUMEHOBAHHUS a/IpeCcaToB
MULIYTCS B UMEHUTEIbHOM IaJIeKe, HAlpUMeED:

Opeanvl cmamucmuku 2opooa Mockewvl



[lpu agpecoBaHWM TOKYMEHTa PYKOBOJIWTEIIO OpPraHW3allMd HAMMEHOBAaHUE JIOJDKHOCTH
YKa3bIBACTCS B IATEIILHOM TaJIeXkKe, HAIPUMED:

T'enepanvromy oupexmopy OOO «H30anue»

Damunus U.0.

[TouToBBIi azpec HE YKa3bIBAaeTCs B JIOKYMEHTAaX, HAIPABISEMBIX B BBICIIHE OPIaHBI
TOCy/IapCTBEHHOMN BIIACTH, ()efiepabHbIC OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIC
OpTraHbl, OPraHbl TOCYAAPCTBEHHOM U MCIIOJIHUTEILHON BIIACTH, TIOCTOSI MHBIM KOPPECIIOHICHTaM.

[Tpu anpecoBaHWU MHUCHMA B OPTaHHU3AIMIO YKA3BIBAIOT €€ HAMMEHOBAHHE, 3aTEM TTOUYTOBBIN
azipec, HarpuMmep:

Tocyoapcmeennoe yupesicoenue Bcepoccutickuil HAy4HO-UCCIe008aAMeNbCKULL UHCIMUMYM
OOKYMEHMOBEOeHUs U APXUBHO20 0eld
Ilpoghcorosuas yn., 0.82, Mocksa, 117393

[Ipu ampecoBaHuu JOKyMeHTa (U3MYECKOMY JIHUIy YKa3bIBalOT (DAMUIUIO U WHUIUAIBI
MoJTy4aTelis, 3aTeM MOYTOBBIN ajipec, Hapumep:

Ilemposy H.11.
IIpouzsoocmeennas yi., 0.5, x8.12,
2. Mockea, 119633

PexBuzut "Anpecat" He NOJDKEH coaepaTh Ooisiee yeTwipex aapecatoB. Cimoo "Korwms"
nepesl BTOPbIM, TPEThUM, YETBEPTHIM apecaraMu He ykasbiBaeTcs. [Ipu uucne agpecaros 6omee 4-
X COCTaBJISIETCS] CIIUCOK PACCBUIKH JJOKYMEHTA.

Ecnu 1oKyMeHT OTIpaBisieTCs B HECKOJIBKO OJHOPOJIHBIX OpPraHMU3alMid WM B HECKOJIBKO
CTPYKTYPHBIX TIOApa3/IeNICHHI OpraHa UCTIOJIHUTEIFHON BIACTH, TO OHU YKa3bIBAIOTCSI 000OIIECHHO.

ITpumep:

Pykosooumenam yupexcoenuii CI10

20. I'pud yTBEepkaeHUS TOKYMEHTa

I'pud yTBEepkAeHUST MPOCTABISIETCS B TMPAaBOM BepxHEM yriy AokymeHta. CTpoku
PEKBHU3UTA BBIPABHUBAIOTCS I10 JIEBOMY KPar WIM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOU
CTpOKH. JIOKyMEHT YTBEpPXKIAETCS JTOJDKHOCTHBIM JIMIOM (JAOKHOCTHBIMHU JIMIIAMH) WJIU
paciopsAUTETbHBIM JOKYMEHTOM (IIOCTAaHOBJICHUEM, PELICHUEM, TPHUKA30M, PACTIOPSKEHHEM).

[Ipu yTBepKI€HNN TOKYMEHTA JOJDKHOCTHBIM JIUIIOM TPU(Q YTBEPIKIAEHUS TOJDKEH COCTOSITh
u3 cnoBa YTBEPXJIAIO (6e3 kaBbluek), HAUMEHOBAHUS AOJKHOCTH JIMIIA, YTBEPKIAIOLIETO
JIOKYMEHT, €T0 TOJIIUCH, HHUIIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUSI.

ITpumep:

VTBEPX/[AFO
Lupexmop MBOY Illkona Ne 1238
H.0. Pamunus

21. Jlata

[Mpr yTBepXIEHUH JOKYMEHTAa HECKOJbKHMH JOUKHOCTHBIMH JIMI[AMHA WX ITOJIUCH
pacroyiaratoTcsi Ha OJIHOM YPOBHE.

[Mpu yTBepKIACHWH JIOKYMEHTA PpACHOPSIUTEIBHBIM JIOKYMEHTOM Tpu( YTBEPKICHHS
cocrour w3 ciaop YTBEPXJEH (YTBEPX/JEHO, YTBEPX/EHBI, YTBEPXJIEHA),
COTJIACOBAHHOTO C HAMMEHOBAHHWEM BHIA YTBEPKIAEMOTO JOKyMEHTa, HAMMEHOBAHHsS BHIA
JOKYMEHTa B TBOPUTEILHOM MAJCKE, €ro IaThl, HOMEpa.



[Tpumep:

VTBEPX/I[EHO

npukazom MBOY Ilxona Ne 1238

om 01.03.2020 Ne 57

22. 3aroJoBOK K TEKCTY

3aroJoBOK K TEKCTYy - KpaTKoe COCp)KaHUE JTOKYMEHTA. 3aroJioBOK K TEKCTy IpHKas3a
bopmymnupyercs ¢ npemiorom "O" ("O06") u oTBedaeT Ha Borpoc "o yem?"):

e riprKa3 (0 yem?) 0 Co3/1aHUM KOMHUCCHU;

e 11puKa3 (0 ueM?) 00 yTBEP)KACHUH ILTATHOI'O PACTIUCAHUS;

e TUCHMO (0 YeM?) O IIPeOCTaBICHUN HH(DOpMAITUH.

3arojoBOK K TEKCTy o(opmisieTcs 1oJ| peKBU3UTAaMH OJIaHKa CJIEeBa, OT TPAHUIIBI JIEBOTO

OIS

HammeHnoBanue (3arojoBoK) OO aHHOTAIUSl JOKYMEHTA COCTABIISCTCS aBTOPOM IPOEKTa
JIOKYMEHTA.

3arooBOK K TEKCTY MOXKET HE COCTABJIATHCS, €CJIM 00bEM JOKYMEHTAa HE MpeBbImaeT 4-5
CTpOK.

23. Tekcr noKyMeHTa

JloxymMeHTBI 00111€00pa30BaTEILHON OpPraHU3allMd COCTABJISIIOTCA Ha TOCYAapCTBEHHOM
s3bike Poccuiickoit denepanuu - pycckoMm.

TexkcT MOKYMEHTa MOKET COJEpKaTh pa3feiibl, MOAPA3ACIbl, ITYHKTHI, MOIMYHKTHI,
HyMepyeMble apaOCKUMU U pamH.

B nmpukazax TeKCT JOKYMEHTa U3JIaraloT OT TEPBOr0 JIMIa E€AMHCTBEHHOTO YHCIIa
(«IIpuKa3bIBAIOY)

B gokymeHTax KOJUIETHAIBHBIX W COBEHIATEIBHBIX OpraHax OT TPEThEro Juia
€IMHCTBEHHOTO Yncia: («CoOpaHue... PEIIniio)

TexkcT mMpoOTOKOJNA HM3JAraeTcsi OT TPEThEro JIHMIA MHOXECTBEHHOTO Yucia («CIyIiamny,
«BBICTYIUIINY, «IIOCTAHOBHIINY, «PEIIHINY),

B coBMecTHBIX JTOKYMEHTAaX TEKCT H3JIaraloT OT IMEPBOTO JUIla MHOXXECTBEHHOTO YHCTIA!
(«TIpHUKa3bIBAEMY, «PEIIUITNY).

B nenoBbIX (CayKeOHBIX) NHUChbMAaX UCIIOJB3VIOTCS (DOPMBI H3JIOKEHHU

e OT NEPBOTO JIMIIAa MHOYKECTBEHHOIO 4Hucia («IIPOCHUM HAMpPaBUThY, NPEACTaBIIEM Ha
pPacCMOTpPEHHEY);

e OT TpeThero Juia eAuHcTBeHHOro umcna («Aamunuctpanus OV Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TMEPBOrO IIMIA EJUHCTBEHHOTO 4YHCNa («CUYUTAK0 HEOOXOIHMMBIMY, «IIpeasiararo
PacCMOTPETHY).

[Tpu ynotpebieHnu B TeKcTe (haMUIIHI JTUI] HHULIAATBI YKA3bIBAIOTCS MOCe (GaMIIINU.

B n1en0BBIX (CIY)KEOHBIX) HNUCBMaX MOTYT HCIIOJIb30BATLCS:

e BCTYIIUTENILHOE OOpallleHHeE:

Yeaowcaemwiii cocnooun Heanos!

Yeaoscaemas cocnoorca [lemposa!

Yeaorcaemviii Huxonati Ilemposuu!

Yeanxcaemas Onvea Huxonaesna!

Yeaoscaemvie cocnooa!

B oOpamennu mo J0JDKHOCTH HaMMEHOBAHUE JIOJDKHOCTH TTHIIETCS ¢ MPOTMCHON OYKBEI, B
oOpartiieHuu 1o (haMUIIMM UHULIAATBI JINIA HE YKAa3bIBAOTCS.

e 3AKIIFOYUTEIIbHAS ATHKETHAS (pa3za:

C ysaoicenuenm, ...



Ctpanuibl JOKyMEHTa HYMEpYIOTCSl, HauWHas CO BTOPOTO JIHCTa JOKyMEHTa apabCKUMH
U paMu IOCepeMHE BEPXHETO MOJIS.

Texkcr nOKyMeHTa OTHENsAeTCs OT 3arojioBKa JABYMS WIM TPEMs MEXITYCTPOUYHBIMHU
UHTEPBaAJIaMU UCIOJIb3YEMbIMU B TEKCTE.

24. OT™MeTKa 0 IPUI0KEHUU

OTMeTKa 0 IPHIOKEHUH HCIIOJIb3YEeTCs TPH O(hOPMIICHUH MTHUCEM U MPHIIOKECHUN K TTaHAM,
MporpaMMam, OT4eTaMm, MOJIOKEHUSIM, TIPABUIIaM, HHCTPYKIIUSIM H IPYTUM

JIOKYMEHTaM.

B mmcbMax oTMeTka O MPUIOKEHUH O(OPMIISETCS MOJ] TEKCTOM MUChMa HAa PACCTOSHUU
1,25 ¢cM OT rpaHHMIBI JIeBOro mojisi. Eciiu mpuiiokeHHue Ha3BaHO B TEKCTE NMHUChMa, B OTMETKE O
MPWJIOKCHUN YKA3bIBACTCS KOJIMYECTBO JIUCTOB U KOJHYECTBO OSK3EMIUISPOB MPHIIOKECHHUS,
HaIpuMep:

Ilpunooicenue: na 3 1. 6 1 3k3.

HpI/I HaJIN4YHMH HCECKOJIBKHUX HpI/IHO)KCHI/Iﬁ, B OTMCTKC O IPUITIOKCHUHN OHU HYMCEPYIOTCA,
YKa3bIBAIOTCA HAMMCHOBAHUA KAXKAOTO MPHIIOKCHHUA, KOJIMYECTBO JIMCTOB W KOJIMYCCTBO
OK3CMILISAPOB, HAIIPUMEP:

Ilpunootcenue:
1. Inan-epagpux ... na 3 1. 8 2 3x3.
2. Cnpaska o noomeepacoenuu pakma ooyuenus... ua 1 1. 6 1 3k3.

Ecnun npunoxeHust cOpOIIIOPOBaHbI, TO KOJMYECTBO JIMCTOB HeE YKasbiBaeTcsa. Eciu
MIPUJIOKEHNE HAMpPaBJISIOT HE BO BCE yKa3aHHbIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro HaJIUuYuu
oopMIIAIOT craexyronM 00pa3oM, Harpumep:

Ipunoowcenue: Ha 3 1. 6 1 9K3. MoOabKO 6 nepswiii aopec.

Ha MNPUIIOKCHUAX K IIpaBUJIaM, HWHCTPYKLUAM, IIOJIOKCHUAM, IlJIaHaAM, IIpOorpaMMam,
AOTrOBOpaM M JAPYyruM JOKYMCHTAM OTMCETKA O MPHIIOKCHHU NPOCTABIACTCA Ha ICPBOM JIUCTEC
MPUIIOKCHUS B IIPABOM BCPXHEM YTITY.

Ecnun mnpunoxeHne ogHO, OHO He HyMepyercd. Eciau mpuioXkeHWH HECKOJIbKO, OHM
HyMepyroTcs (puiiokeHue 1, npuiioxenue 2).

B Tekcre noKyMeHTa NpH MEpPBOM YIOMHHAHUU JOKYMEHTA-IIPUJIOKEHHS B CKOOKax
yYKa3bIBaeTCS: ... (MpUIIOKEHHWE) WM .. (TmpwioxkeHue 1); mepen HOMEPOM MPHIIOKEHUS
JIOMyCKAETCsl CTaBUTh 3HAK HOMepa: ... (mpusioxenue N 2);

B oTMeTke O MpHIIOKEHWH YKa3bIBaeTCs HaWMEHOBAaHHE BHU/a OCHOBHOTO JIOKYMEHTA, €To
Jata ¥ HoMep, HallpuMep:

Ipunoowcenue N° 2 k npuxkazy MBOY Illkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunoxeHneM K JTOKYMEHTY (Hampumep, K IpHKa3y) SBISIETCS YTBEp)KIaeMblil
JOKYMEHT, (II0JIOKEHHEe, TNpaBHJia, MHCTPYKIMS, PErjJaMeHT U Jp.) B BEPXHEM IMPaBOM YIIIy
MIPOCTABIISIETCA OTMETKA O MPUJIOKEHUH, HUXKE — TPU(Q YTBEpKJIECHHs, HalpuMep:

Ipunooicenue
YTBEPX/[EHO
npukazom MBOY Ilxona Ne 1238 om 08.06.2017 Ne 67



Bun u pasmep mpudra pekBuzuta "OTMETKa 0 NMPHIOKEHUU" TOHKEH COOTBETCTBOBATH
BUJy U pa3Mepy mpudTa TeKCTa JOKYMEHTA.

25. I'pud cornacoBaHust JOKYMEHTa

I'pu¢ cornmacoBanust TOKyMeHTa MCIIOJIB3YETCS IPU COTIACOBAHUM JJOKYMEHTA C OpraHaMu
BJIACTH, OPraHU3alUsIMU WIH JTOJKHOCTHBIMM Jinnamu. OH coctout u3 ciosa “COI'NIACOBAHO”,
JOJDKHOCTH JIMIIA, KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYash HAMMEHOBAaHHME OpraHU3allvH),
JMYHOW NOJNKCH, paciin(POBKU NOANUCH (MHUIUATIOB, ()aMHIJIMHU) U 1aThl COTJIACOBAHUSI.

ITpumep:

COIJIACOBAHO

Lupexmop MBOY Illkona Ne 1238
H.U. Heanos

01.12.2017

I'pud coryiacoBaHus B 3aBUCHUMOCTHU OT BUJIa JOKYMEHTA U OCOOEHHOCTEN ero oGopmiIeHHs
MOXECT IIPOCTABJIATHCA .

e Ha [IEPBOM JIUCTE JIOKyMEHTa (€CIM JTOKYMEHT MMEET TUTYJbHBIM JIUCT, - Ha TUTYIbHOM
JUCTE) B JIGBOM BEPXHEM YINIy Ha ypoBHE Tpuda YTBEPKACHUS WIA IO HAUMEHOBAaHHEM
JOKYMEHTa OJIMKe K HHKHEMY I10JII0);

e Ha TOCJIETHEM JIUCTE JOKYMEHTA O] TEKCTOM;

e Ha JINCTE COIJIACOBAHUS, ABJISIOLIEMCSI HEOTHEMIIEMOM YaCThIO TOKYMEHTA.

Bueminee corsiacoBaHue TakkKe MOXET OBbIThb OCYLIECTBIEHO APYTUM JOKYMEHTOM -
IIICBMOM, ITPOTOKOJIOM, IIPUKA30M.

IIpumep:

COI''TACOBAHO npuxazom J{O2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue IpoeKTa JOKyMeHTa o(hopMIIsieTcs: BU3OM.

Buza mpocraBnsieTcsi COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOUIMM JTOKYMEHT, M BKIIIOYAeT B
ce0s1 HaMEHOBAHME JOJDKHOCTU BU3UPYIOIIETO, €ro JUYHYIO MOANUCH, paciIupoBKY MOANUCH
(vHMLIMATBL, (AaMUINIO) U AATy.

ITpumep:

3amecmumens oupekmopa
H.0. @amunua
03.04.2020

JlomyckaeTcst IOJIMCTHOE BUSUPOBAHKUE TOKYMEHTA U €r0 IIPUIIOKEHUN.

[Ipn Hanuuuu 3aMe4yaHWl, JONOJIHEHUN K IPOEKTYy JOKYMEHTa BH3a JOIOJIHAETCS
COOTBETCTBYIOIINM YKa3aHHUEM.

Jns 1oxyMeHTa, MOJUIMHHUK KOTOPOIO OTHPABIISIIOT M3 IIKOJIBI, BU3bl MPOCTABISAIOTCS HA
JK3EMILIIpaX JOKYMEHTOB, IIOMEIIAEMBIX B JIEIIO.

Jns  nmoxkymeHTa, MOJUIMHHUK KOTOPOIO OCTAaeTCs B IIKOJE, BH3bl COTJIACOBAHUSA
MPOCTABIISIOTCS HA 000pOTE MOCIEIHEr0 JUCTa MOIMHHUKA TJOKYMEHTA WM Ha MOCIEIHEM JIHCTE
JOKYMEHTA T0JT MTOAIHUCHIO.

27. Ilognuce



HOIIHI/ICB BKJIFOYACT: HAMMCHOBAHUC JOJDKHOCTU JIMIIA, NOANHCABIICTO IOOKYMCHT, Cro
COOCTBEHHOPYUYHYIO MOITUCH; paciIMGPOBKY MOANUCH (MHUIIAATIBI, (DaMIIIHS):
ITpumep:

Hupexmop nuunas noonuce U.0. Damunus

Eciu pgokymeHnT odopmiieH He Ha OllaHKe, B HAaMMCHOBAaHWE JOJDKHOCTH BKIIFOYASTCS
HauMEHOBaHHE O0IIe00pa3oBaTeIbHON OpraHu3anuu (MOJHOe Ha3BaHMWE IIKOJbI). JlomyckaeTcs B
pekBusure "[lognuck MOJKHOCTHOTO JuIA" IEHTPUPOBATH HAMMEHOBAHUE JIOJDKHOCTU JIMIIA,
MOJINKCABILIETO IOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.

[Ipu moanucanuu TOKyMEHTa HECKOJbKUMU JOKHOCTHBIMU JIMIIAMHU PAa3HBIX JOJKHOCTEH
UX TOJITUCH PACIONIaratoT OJIHY MOJ APYToil B MOCIEN0BATEIbHOCTH, COOTBETCTBYIOIIEH HEepapXuu
3aHMMAEMOM TOJKHOCTH.

[Tpumep:

Hupexmop nuunas noonuce 1.0.D.
3amecmumens oupexmopa auynas noonucsy 1.0.D.

[Ipy nmoamMcaHuu AOKyMEHTa HECKOJBKMMH JIMLAMHU PAaBHBIX JOJDKHOCTEH HMX IOJIIUCU
pacrioyiaratoT Ha 0IHOM YpOBHE.

B noxymeHTax, cOCTaBJI€HHBIX KOMUCCHUEH, YKa3bIBA€TCs CTATYC JIMIA B COCTABE KOMUCCHUU:

IPOCTaBJICHUEM KOCOW UepThl Ilepei HAMMEHOBAHUEM JIOJDKHOCTH (100aBIATh Kakue- JIMO0
IIPUCTABKH).

Ecnu nupexkTtop WM MHOE YNOJHOMOYEHHOE Ha IOANMCAHME JTOKYMEHTA JIMIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJIe3Hb, KOMaHJIMPOBKA) WM JOJDKHOCTh BaKaHTHA, TO JIOKYMEHT
MOATMCHIBAET  COTPYIHHK, YIOJIHOMOYEHHBIM HAa  IOJAINUCAHUE B  COOTBETCTBUH C
pPacCnoOpsAUTEIBHBIM JOKYMEHTOM WIM HAJCIICHHBIN ITOJTHOMOYHAMH, YCTAHOBIECHHBIMU IIPUKA30M
ukosibl Uiy yapeautens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U ITOJIHOMOYHMSI, HallpUMep:

3amecmumens oupexmopa noonucv U.0. amunus

WITH:

Hcnonnarowuil o6szannocmu oupexmopa noonuco U.0. Qamunus
WIn

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

PexBuzut "lloanmuck MOMKHOCTHOTO JMIA" MOXKET OBITh O(QOpPMIIEH COOCTBEHHOPYUYHO
aBTOPOM JOKyMEHTa (Hampumep, NpU HaNMCAHUM CIyXeOHOW 3amucku 0e3 NpUMEHEHUs
TEXHUYECKUX CPECTB) MO0 0(POPMIIEH C HCTIOIb30BAHHUEM TEXHHUUECKUX CPEJCTB.

B cnydae opopmienus pexBuszura "Ilognuchk AOKHOCTHOTO JIMIA" C MCHOJIB30BAHUEM
TEXHUYECKUX CPEJCTB BUA U pazMep WIpU(Ta yKa3aHHOTO PEKBU3UTAa HE MOXKET OTJIMYAThCS OT
BUJIa U pa3Mepa MpUQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBusut "lloanuces AOMKHOCTHOrO JHMHA" OTAENSETCS OT TEKCTa TPEMSI WU YEThIPbMS
OJIMHAPHBIMHU MEKyCTPOUHBIMUA HHTEPBAIAMHU.

28. IleuaTh

[TeyaTs sBHISIETCSI CIOCOOOM TOATBEPKICHUS TOTMHHOCTH TIOJIKACH JTOJDKHOCTHOTO JIMIIA
Ha JgokymeHrte. llewatp craBuUTCS Ha JOKYMEHTax B  Clly4yasdX, NPELYyCMOTPEHHBIX
3aKOHOJIaTE€IbHBIMHU WJIM HHBIMU HOPMATHBHBIMU ITPABOBBIMH aKTaMHU.

[Tewyats cTaBUTCS HA CBOOOJHOM OT TEKCTA MECTE, IIPH 3TOM OTTHUCK MEYaTH HE 3aXBaThIBACT
JUYHON MOAMUCH JOHKHOCTHOTO JIMIA MOJIMUCABIIETO JOKYMEHT, WJIM B MECTe, 0003HaYE€HHOM
«MII» («Mecto meuatn).



B noxymeHTax, moAroTOBICHHBIX HA OCHOBE YHU(HUIIMPOBAHHBIX (HOPM, MEUaTh CTABUTCS B
Mecte, 0003HaueHHOM oTMeTKOH "MII" ninu uHBIM 00pa3om.

29. OT™MeTKa 00 UCTIOJHUTETIE

OtmeTka 00 UCTIONHUTENE (aBTOPE) JOKYMEHTA MPOCTABIISACTCS HA MMChMaX IIKOJIBI B IEBOM
HUKHEM YTJTy JIMLEBOIM CTOPOHBI MOCJEIHEro JUCTa JOKYMEHTA OT TPAHMUIIbI JIEBOTO MOJIS UJIH, IPU
OTCYTCTBHH MECTa, - HA OOOPOTHON CTOPOHE BHU3Y CIIEBA.

OtmeTka BKJIHOYAaeT (aMUIMIO, UMS, OTYECTBO MCIIOJIHUTENS U HOMep ero TenedoHa, a
TaK)K€ OTMETKa 00 WCIIOJHUTENE MOXKET JOTMOJTHATHCS HAMMEHOBAHUEM JIOJDKHOCTH U
ANEKTPOHHBIM aIPECOM HUCIIOTHUTEIIS.

IIpumep:

Hesanoe Hean Hsanoeuu, cneyuanucm no oxpave mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OTMeTKa 0 3aBEPEHUH KOIMMU

Jnst moATBEpKIIEHUSI COOTBETCTBUSL KOMHUHM (BBIMUCKH U3 JIOKYMEHTA) MOJJIMHHUKY
JOKYMEHTa Ha IOCJIETHEM JIMCTE KOMHH (BBIMHCKU M3 JAOKyMeHTa) moja pekBuszutoMm "[loamuch”
odopmisiercst pekBU3HT «OTMETKA O 3aBEPCHHUH KON,

OTMeTKa 0 3aBEPEHUHU KOIMUU BKIJIKOYAET: CJIOBO «BepHo», HaMMEHOBaHUE JOJYKHOCTH JIMIIA,
3aBEPUBIICTO KOMHUIO, COOCTBEHHOPYYHYIO IIOANMKCH, pPacM(@POBKY TOINUCH (HMHHUIIHAIIBI,
(dbamMunio), 1aTy 3aBepeHus KOMUHU JOKYMEHTA.

PexkBusur «OTMeTKa O 3aBEPCHHM KOMHUW» MOXET OBbITh O(OpMIICHAa OT PYKH WIH C
HCITOJIb30BaHUEM IITaMIIA.

Honyckaercst 3aBepsATh KaXK/Ibli JTUCT MHOTOCTPAHUYHOM KOMUU JOKYMEHTA.

31. OTMeTKa 0 IOCTYINIEHNH JOKYMEHTA

OTMeTKa O MOCTYIUIEHMHM JIOKYMEHTa COJEPKUT BXOISAUIMN PErUCTPALMOHHBIA HOMEp M
JaTy TOCTYIUJICHUSI IOKYMEHTa. JlomycKkaeTcsl yka3aHue 4acoB U MUHYT MOCTYIUICHUs TJOKyMEHTa C
3aBEPEHUEM MOJANUCIMHU 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa O MOCTYIJIEHUU JJOKYMEHTA MOKET MPOCTABIISITHCS C MCIIOJIb30BAHUEM IIITaMIIA.

32. Pe3omonus

Pesomronust comepXUT ykazaHHME MO HCHOTHEHHIO OokyMeHTa. OHa odopMiseTcss Ha
CBOOOTHOM MecTe paboyvero moJsis JOKyMEHTA.

Peszomrorust Bkmrowaer B ce0s: (aMuiIMiO, MHULMATIBI UCHOMHUTENs (MCIOTHHUTENEH),
MOpyYEHHUE TI0 JJOKYMEHTY, TTOJIIACh aBTOPa PE30JIIOINN U 1aTy O(POPMIICHHS PE3OITFOITHH.

Pesomonusi, M0 yCMOTPEHHIO JTUIIA, NAOIIEr0 MOPyYEHUE, MOXKET BKIIFOYATh B CE0s TaKxkKe
CPOK MCIIOJTHEHUS JIOKYMEHTA.
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