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1. O6mue nosoxKeHUst

1.1. Hacrosimas MHCTpyKIMs MO JI€IONPOU3BOJICTBY B IIKOJIE pa3paboTaHa B COOTBETCTBUM C
®denepanbHbIM 3aK0OHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit denepanuun” ¢
m3MeHeHusMU Ha 29 nekabps 2022 roma, TOCT P 7.0.97-2016 «Cuctema craHmapTOB IO
nHpopManuu, OUOIMOTEYHOMY W H3JaTEIbCKOMY Jeny, «OpraHu3alioHHO-PACTIOPSIUTEIbHAS
nokyMeHTanusi.  TpeOoBanuss K  OQOpMIIECHHIO  JTOKYMEHTOB», a TaKkKe  YCTaBOM
00111600pa30BaTEIPHON OPraHU3aluy M APYTUMH HOPMATHBHBIMU MTPaBOBBIMU akTamMu Poccuiickoi
®denepannu, periaMeHTUPYIOUUMU AEITeIbHOCTh 00111e00pa30BaTeIbHBIX OpraHU3aIUil.

1.2. Nannas MHCTpYKIMS TO AETONPOM3BOJACTBY B miKoje (manee - MHCTpykums) oOo3HadaeT
MpaBWjia TOATOTOBKA W OQOpPMIICHHS JTOKYMEHTOB B 0O0IIe00pa30BaTEIbHOM OpraHU3alIlny,
onpezenseT cTaHAapThl 0(OPMIICHHUS PEKBU3UTOB, OJAaHKOB JOKYMEHTOB, COCTaBJICHUS MPUKA30B,
MOJIOKEHUI MHCTPYKIIHI, a TakkKe perjiaMeHTHpyeT GOopMHUpOBaHUE /1€ U UX TEKyIlee XpaHEHUE,
MOATOTOBKY JIOKYMEHTOB M JIeJl K IepeJadye Ha apXUBHOE XpaHEHHE B 0011eo0pa3oBaTeNbHOM
OpraHu3aliy.

1.3. UHCTpyKIMs 10 JeNONpOU3BOACTBY pa3padoTaHa B LIENSAX YCTAHOBJICHUS €IMHBIX TpeOOBaHUMN
K TMOJArOTOBKE, 0O0pa0OTKe, XpaHEHHI0 M HCIOJb30BaHUIO OOpa3ylooIuXcsi B ACATEIbHOCTU
o0mieo0pa3oBaTeIbHOM OpraHM3allid M TOCTYMAlIUX B IIKOJIY JOKYMEHTOB, a TakKke
COBEPIICHCTBOBAHUSA W TMOBBIIEHUS 3((EKTUBHOCTU JEIONPOU3BOJICTBA 00IIe00pa3oBaTeIbHON
OpraHu3aIiy.

1.4. Tlonoxenuss VMHCTpyKUMU pacpOCTPaHSAIOTCS HA OpPraHM3alMI0 padOThl C JOKYMEHTaMU
HE3aBHCHMO OT BHJA HOCHUTENS, B TOM UYHCJIE C OJJIEKTPOHHBIMU JIOKYMEHTaMH, BKIIOUas
MOATOTOBKY, 00pabOTKYy, XpaHEHHE U UCHOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIMU C
MTOMOIIBI0 HH(OPMAIIMOHHBIX TEXHOIOTHIA.

1.5. Opranuzanuio, METOJUYECKOE PYKOBOJACTBO, COBEPIICHCTBOBAHUE JIEJONPOU3BOJICTBA U
KOHTPOJIb 32 cOOMIoAeHuEeM HacTosed MHCTpYKIMK B IIIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 32
BEJICHUE JIETIONPOU3BO/ICTBA.

1.6. IlpaBa u o00s3aHHOCTH pPaOOTHHUKOB, OCYIIECTBIAIOIIMUX paboTy ¢ JOKYMEHTaMu B
CTPYKTYpHBIX  MOJApa3AeieHusX  oO0IeoOpa3oBaTeIbHOM  OpraHM3alMd,  YCTAHABJIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKIIUSMU WM MIPUKA30M JAUPEKTOPA.

1.7. Cgenenusi, cojepxaiiecs B JOKYMEHTaxX, MOTYT ObITh HCIOJB30BaHbI TOJIBKO B PabOYMX
LEJIAIX B COOTBETCTBUU C MOJHOMOYMSIMHU COTPYAHHUKA, padoTaromiero ¢ JokymeHTtamu. Pabora c
JOKYMEHTaMH BHE NOMEIIEHUH MIKOJbl He Jomyckaercsa. [Ipu yTpaTe HOKYMEHTOB HPOBOJUTCS
ciry’keOHasi MpoBepKa.



1.8. Ilpu yxome B OTHYCK, IepeBoje (NMEpeMeleHruu) Mo padoTe WM B Clydae yBOJbHEHUS
COTPYIHUK 00s3aH TMepeJaTb BCE HAXOJIIMECS y HEro JOKYMEHTbl WHOMY COTPYIHHKY,
ONpEJENIEHHOMY B COOTBETCTBUM C YKAa3aHHUEM HEIOCPEICTBEHHOIO PYKOBOJUTEIS YBOJIbHIEMOTIO,
YXOJISIIIIEr0 B OTITYCK WJIM NIEPEBOAIIETOCA (TIepeMEenaeMoro) o pabore CoTpyIHUKA.

1.9. MucTpykius oOs3aTenbHa sl COOMOACHUS BCEMHU paOOTHUKAMHM IIKOJIbl. BHOBB MPHHATHIE HA
paboTy COTPYOHMKH, B JIOJUKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEICHHE NTOKYMEHTAIlUH, B
TedeHue TpEX paboumx JHEH cOo THS M3JaHUs MPHUKa3a O HA3HAYCHUHU Ha JIOJDKHOCTH JIOJKHBI OBITH
03HAaKOMJIEHBI ¢ HacTosmen MHCTpyKIyen nox noAuch.

2. [IpaBujia noAroToBKU U 0oopmjieHUsI JOKYMEHTOB

2.1. B JeATenpHOCTH IMKOJBI CO3/aeTCS KOMIUIEKC OPTraHHU3aIlOHHO PaCHOPSIUTEIbHBIX
AOKYMCHTOB: MpPHKAa3bl, IMOJIOXKCHHA, IIpaBUJia, HHCTPYKIUHU, PCTIIAMCHTBI; IIPOTOKOJIbI 3aCCHaHI/II\/II
(COBGIH&TCJ'II)HI)IX, KOOpAWHAIIMOHHBIX, OJOKCICPTHBIX W JP. OpFaHOB), adKThl, AHAJIUTHYCCKHC
CIIpaBKH, AOOKJIAAHBIC U CJ'Iy>K€6HI>I€ 3aIlIMCKHU, JOTrOBOPBI (KOHTpaKTI)I, COFJ'IaIHCHI/IH), JCJI0Bas
(cmyxeOHas) Tiepenucka W Jp. COCTABISIOTCA M O(DOPMIISIIOTCS CHEIUaIbHBIE JOKYMEHTHI,
CBSI3aHHBIE C  IUJJAHWPOBAaHWMEM  0Opa30BaTENbHOW  JEATENBHOCTH W OCYIIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONPUATUH, BEJEHHEM Y4eOHO-IEeJarorMueckoro y4yera, OpraHu3alnuent
JIeJIONIPOM3BOICTBA 00111€00pa30BaTENIbHON OpraHnu3aluy, ooecredeHneM OyXraiaTepcKkoro yJera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMaKHOM HOCHTEJIE W B JJIGKTPOHHOU Qopme ¢
COOITIOJICHHEM YCTaHOBJICHHBIX TpaBWiI 0(OpMIIEHUsT TOKYMEeHTOB. [Ip co3maHnm JOKyMeHTa Ha
IBYX 1 00Jiee CTpaHUIaX BTOPYIO U MOCIEIYIONINE CTPAHUIIBI HyMEPYIOT.

2.3. HoMepa cTpaHUI] MPOCTABIISIOTCS MMOCEPEIMHE BEPXHETO TOJIS JOKYMEHTa Ha PACCTOSIHUH HE
MmeHee 10 MM OT BepxHero kpas jucra. Jlomyckaercs co3fgaHue JOKYMEHTOB Ha JIMIEBOM H
000pPOTHOM CTOPOHAX JIUCTA.

2.4. Tlpu 1BYCTOPOHHEM CO3/IaHUU JTOKYMEHTOB IIMPHHA JIEBOTO IMOJISI HA JIMIEBOI CTOpOHE JIUCTa
Y IIPaBOTrO MOJIsl HA 000POTHOI CTOPOHE JIMCTA OKHBI OBITH PaBHBIL.

3. PekBU3UTHI TOKYMEHTOB
3.1. Jlng peKBH3UTOB JOKYMEHTOB, CO3JaBaeMbIX B 0OIIE00pa30BaTEILHOM OpraHu3aliy,
yCTaHABJIMBAIOTCS TIpaBuia U TpedoaHus B coorserctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA ONPEICISCTCS €ro BUJIOM U Ha3HAUYCHHUEM.
3.3. Ilpu mnoaroroBke M OQOPMICHHH JOKYMEHTOB B IIIKOJE HCHOJB3YIOTCS CIECAYIOIINE
PEKBU3UTHI:

e KOJI (GOPMBI IOKYMEHTA;

e HAaWMEHOBAHUE IITKOJIBI,

e  CIIPaBOYHBIE JIAHHBIE O MIKOJIC;

e HAWMEHOBAHHUE BHJIA JIOKYMCHTA;

e JlaTa JOKYMEHTA;

e PErHCTPAlMOHHBIM HOMEpP JTOKYMECHTA;

e CCBUIKA Ha PETUCTPAIIMOHHBIA HOMED U JIaTy IOKYMEHTA,

e MECTO COCTaBJICHUS (M3/IaHUs) JOKYMECHTA,

e ajpecar;

e Tpu@ yTBEpKACHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O MPUJIOKEHUH,

e Tpu( corracoBaHus JOKYMEHTA,

e BU3A;

e TIOJIHUCE;

e OTMETKa 00 AIEKTPOHHOMU MOAIMHUCH;

e TICYATH;

e OTMETKa 00 HCIIOJIHUTEIE;



e OTMETKA O 3aBEPCHHUH KOIIHH;
° OTMCTKA O MMOCTYIUICHUH JOKYMCHTA,
e  Ppe30IIOLHSL.

4. B1aHKH JOKYMEHTOB
4.1. loxyMeHTBI, cO3/1aBaeMble B 00111e00pa30BaTeIbHON OpraHu3aiuu, 0(popmMIiIsIoTCS Ha OJIaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JIMCTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BHJIBI  JOKYMEHTOB (TaOJMIBI, CXEMbI, CMETbI) JIOIyCKaeTcsi OQOopMIsTh C
ucrionb3oBanueMm ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBJISIONIME BHYTPEHHIOIO
MEepenucKy, OGOpPMIIIOTCS Ha CTaHAApTHBIX Juctax Oymaru ¢opmara A4 (210x297 mm) Ge3
HCII0JIb30BAaHUS OJIaHKOB.
4.2, Kaxxaplii TMCT AOKyMeHTa, 0()OpMIICHHBIH Ha OJaHKe WM 0e3 HEero, JOJDKEH MMETh TOJs He
MeHee:

e 20 MM - JIeBOE;

e 10 mMm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HIKHEE.
4.3. JlokyMeHTHI JUIATENbHBIX (cBbIIe 10 JIeT) CPOKOB XpaHEHHs JOJDKHBI HMETh JIEBOE TMOJIE He
MeHee 30 M.
4.4. Buzpl 6;1aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B ILIKOJIE:

e 00mMIi OJIAHK;

e 0OJaHK ITHCHMa;

e OJaHK KOHKPETHOTO BHJAa JOKyMeHTa (OJaHK MpuKas3a, OJaHK pacHopshKeHHs, OJaHK

MPOTOKOJIA U JIP.)

4.5. OOpa3ipl pa3pabOTaHHBIX M TMPUMEHSEMBIX B IIKOJE OJAHKOB IMOMJIEKAT BKIIOUYCHHUIO B
MHCTPYKIIHUIO MO JIEIONPOU3BOJACTBY 00111€00pa30BaTeIbHOM OpraHU3alii B Ka4eCTBE MPUIIOKEHUH
(mputoxenue 3 Ha 3 MUCTax).

5. Ilpuka3spl

5.1. Ilpukazamu oOQOPMIIAIOTCS pELIEHUSI IO OINEpPaTUBHBIM, OPraHU3ALUOHHBIM, YYEOHBIM,
KaJIpOBbIM (TpuiiokeHue 2 Ha 9 IucTax) ¥ IpYruM BOIIPOcaM pabOThI IIKOJIBI.

5.2. IlpoekTbl NpPUKA30B TOTOBST OTBETCTBEHHbIC HCIOJIHUTENN HA OCHOBAHUU IOPYUYECHUU
JTUPEKTOpa, ero 3aMmectutesield. [IpoekThl MPUKa30B MO JUYHOMY COCTaBY T'OTOBUT CIEHHUAIHCT IO
KaJlpaM.

5.3. B mpuKkazax TeKcT u3jaraeTcs OT IepBoro juna eauacrBeHHoro uncia («[IPUKA3BIBAIOy).
5.4. Tekct mpukasa MOXET COCTOSTh M3 JBYX 4YacTeil: KOHcTatupyromedl (mpeamOyinbl) u
paciopsaIUTENbHOM.

5.5. B koHcTaTHpymolell 4YacTh KpaTKO U3JararoTcsl Iend W 3a1aud, (akTel U CcOOBITHS,
MOCIIY>KMBILIME OCHOBAaHWEM JUIsl M3JaHus mpuka3a. OHa MOKET HauMHAThbes cioBamu "B nemsx",
"B coorBerctBun", "Bo ucnosnenue", u 1.n. Eciu npukaz u3gaeTcss HA OCHOBAHMU JAPYTOTO
JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBAeTCsl HANMEHOBAHUE 3TOT0 JJOKYMEHTa, ero JaTa,
HOMep U 3aroJjioBok. [IpeamOyna B nmpoekrax npukas3os 3aBepiiaercs cioBoM «[IPUKA3BIBAIOy,
KOTOpOE MevyaTaeTcs 3ariaBHbIMUA OyKBaMH.

5.6. PacnopsiaurenbHas 4acTh JOJKHA COJAEPXKATh MEPEUUCIICHUE MPEANUChIBAEMbIX JIEHCTBUM C
yKa3aHUEM HCIOTHUTENs KaxXJA0ro MAEWCTBUA M, MPH HEOOXOJWMOCTH, CPOKOB HCIIOTHEHHS.
PacniopsinuTenbHast 4acTh JENUTCS HA MYyHKTHl U TOJMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh IEPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B xadecTBe WHCIIOJIHUTENEH YKA3bIBAIOTCS 3aMECTUTENH IUPEKTOpa, MpeaceqaTeNnu Win
PYKOBOJUTENN pabOYUX rpynn (KOMHCCUN).

5.8. Ecnu mpuka3 u3MeHseT paHee U3JIaHHbI JOKYMEHT (ITYHKTHI JOKYMEHTa), TO OJMH U3 IMYHKTOB
pacnopsiANTENIbHON YaCcTU TEKCTa JOJKEH COAEPKATh CChUIKY Ha M3MEHSEMbIN IOKYMEHT (ITyHKTBI
JOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpa U 3arojioBKa.



5.9. Ecnu mpuka3 oTMeHsSeT JeicTBHE paHee W3JaHHOTO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONPEEIEHHON IaThl, TO OJAUH U3 IIYHKTOB PACIOPAIUTENILHON 4acTU TEKCTa JOJKEH HAaUMHATHCS
cinoBamu "l[lpu3HaTh yTpaTUBIIMM CHIly...", Jlajee yKa3bIBaThbCsl JlaTa, HOMEpP U 3arojIoBOK paHee
U3/IaHHOTO JIOKyMEHTa (MYHKTa JOKYMEHTA), a TaKXkKe JaTa, ¢ KOTOPOM OTMEHSIETCS €ro JIHCTBHE.
Ecnu nata He yka3zaHa, TO JEWCTBHE paHee H3JAaHHOIO JOKYMEHTa (IIyHKThl JIOKYMEHTA)
OTMEHSETCS C JAaThl U3aHUS HOBOIO MPHKA3a.

5.10. Ecnu nmpuka3 oTMEHSIET paHee U3AaHHBIA JOKYMEHT ¢ MOMEHTA M3/IaHus, TO OJWH U3 ITyHKTOB
pactopsiANTEIIbHOM YacTH TEKCTa JOJDKEH HayMHAThCs ciaoBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTa, HOMEP U 3aroJ0BOK paHee W3/IaHHOTO IOKYMEHTA.

5.11. Ecnu nmpuka3 mpearnoJiaraeTcsi BBECTH B JIEHCTBUE HE C MOMEHTA €ro U3AaHus, HE0OXO0IUMO
yKa3aTb CpPOK BBEJIEHHs ero B nencrBue. [locimenHuil MyHKT pacnopsiAMTENIBHOW YacTH MOKET
COJIep’KaTh CBEJIECHUS O JIOJDKHOCTHOM JIMIE, HA KOTOPOE BO3J1araeTcsi KOHTPOJIb 32 UCIOJIHEHUEM
MpHKa3a.

5.13. TIpuka3pl MOIMUCHIBAIOTCS TOJBKO TUPEKTOPOM 00IIe00pa3oBaTebHOW OpraHU3alud WIIH
PpabOTHUKOM, HCTIOHSIOIINUM €ro 00sS3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a 00OeCIeuYeHne CBOEBPEMEHHONW M Ka4eCTBEHHOM MOJTrOTOBKHU MPOEKTOB
MPUKa30B U HMX COIJIAaCOBaHME C 3aMHTEPECOBAHHBIMM pPAOOTHUKAMU W OpPraHU3alUsMU HECYT
aBTOPBI MPOEKTA MPHUKaA3a.

5.15. PerucrpanyioHHble HOMEpa MPHUCBAMBAIOTCS TMPHUKa3aM IO MOPSJIKY HOMEpPOB B Ipejaenax
KaJIEeHJapHOTO ro/a.

5.16. JlaTa peructparmu npukasa siBISETCS JaTOUW €To IOAACAHHS.

6. [IpaBuja, MOJI0KEHUSI, HHCTPYKIIUH

6.1. [IpaBmia — HOpPMATHBHBINA aKT, ONMpPEAESIOUINI MOPAJOK KaKOro-iubo BHUIA JNESTENbHOCTH,
YCTaHABJIMBAIOIINI WM 3aIPELLAOIINI ONTPENEIEHHOE IOBEACHUE.

6.2. [TonoxxeHne — HOPMATUBHBIN aKT, AETAILHO PETJIAMEHTUPYIOIINI MPAaBOBOM CTATYC, MOPSAI0K
OpraHu3aIiy U MpoLEeaypy KaKoro-imdo Buaa e TeIbHOCTH.

6.3. UHCTpyKuusi — HOPMATHUBHBIM aKT, M3JaBaeMblii B LIEISAX Pa3bICHEHUS M OMpEIesICHUs
MOPsIIKa MPUMEHEHHUsI COOTBETCTBYIOLIEIO0 HOPMATHBHOIO aKTa JIMOO C LEIbI0 YKa3aHWUs HOPM O
croco0ax BBIMOJHEHUSI OTIPE/IENIEHHBIX Olepaluii (1elcTBUil).

6.4. [IpaBuia, MonOXKeHHs, HHCTPYKIIUN MPUHUMAIOTCS (B 3aBUCUMOCTH OT BHJA JIOKyMEHTa) Ha
VYuopasnsoomeM coBeTe, 3acenaHusix I[Ipodcoro3HOro KOMHUTETa WIKOJBI U yTBEPXKIAIOTCS
JTUPEKTOPOM.

6.5. Tlopsaok MOATOTOBKH MPOEKTOB MPaBUJI, MOJIOKEHHS, MHCTPYKLHUU COOTBETCTBYET OOIIEMY
MOPSLIKY MOJArOTOBKHU MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHOI OpraHu3aluu.

6.6. TekcT mpoekTa MOJIOKEHHs, MPaBWUJI, MHCTPYKIMM TeyaTaeTcss Ha YHUCTOM JIUCTe Oymaru
dbopmata A4.

6.7. OTIUYUTETHHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MOJIO0KEHHS, HHCTPYKIIUU SBIISIOTCS:

e TOYHOCTh MPUMEHSEMBIX (POPMYITHPOBOK O€3 HCIOIB30BAHUS CIOB M MOHATHUN, UMEIOIIUX
MHOECTBEHHBIN CMBICIT,;

e WCIOJB30BAaHUE KOPOTKHUX MPEIIOKEHUN, OOUICTIPUHSATHIX BBIPAXKEHUN U CBS30K, MpPH
HEOOXOIMMOCTH - TIPEIBAPUTEILHOE OIMpPEIETICHHE HCIOIb3yeMbIX MOHSATHH, COKpAIICHHIA,
ab0peBuaTtyp;

e OMHCAHHWE BCEX BO3MOXKHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIUX WM BapUaHTOB
NEMCTBH, T.€. MOJTHOTA MpeACTaBIeHUs HHPOPMAIIHH;

e CTPYKTYpUPOBAaHHOCTh TEKCTa C LEJIbI0 JOCTHXKEHHUS HaWIydllled MOCIeI0BaTEIbHOCTH
W3JI0KEHUS MaTepuana;

e MUHUMH3AIUSA TEKCTAa C TOMOIINBI0 MPUMEHEHUs 00001eHuit (0030poB MpenoiaraeMbix
JICWCTBUI ) U IPUMEHECHHUE MEPSUUCIICHHH (33124, ITaloB, YCIOBUH U T.1I1.).

6.8. B 3aBHCHMOCTH OT CIIOKHOCTH U 00BbeMa pa3padaThiBa€MbIX MPABUIL, TOJI0KESHHSI, HHCTPYKIIUU
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, MYHKThl U MOJMYHKTHI. [J1aBbl JOKHBI UMETh HA3BAHMUSL.
Hymeparnus npousBoautcs apabckumu nudpamu.



7. IIpoToxo. 3acefaHus (COBeIAHNS)

7.1. IIpoTOKOJI — JOKYMEHT, B KOTOPOM (PHKCHPYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
peleHuit Ha COOpaHMsIX, COBEIAHMAX, KOH(DEPEHIHMIX U 3aCeJaHUIX KOJUIETHAIbHBIX OPraHOB.

7.2. Tlporokon 3acemanus (coBemianwsi) - (manee - MPOTOKOJ) O(OPMIISETCS HAa YHCTOM JIHCTE
Oymaru gopmara A4.

7.3. PexBu3uT - "TeKcT JOKyMeHTa". PEKBU3UT COCTOUT M3 BYX YacTeil: BBOJHOW U OCHOBHOM.

7.4. Bo BBOOHOW YacTH  YKa3bIBAIOTCSA  MHHUIMAIBI,  (QaMINIMA H  JIOJDKHOCTH
MpeCcenaTeIbCTBYIOMIETO, CEKpeTapsi, MPUCYTCTBOBABIINX HA 3aCEHaHUU U, P HEOOXOIMMOCTH,
JIUI, TPUTJIAIICHHBIX Ha 3aceaHue (COBEIIaHHE).

7.5. BBomHas dYacThb TNPOTOKOJA 3aKaHUYMBACTCS IIEPEUYHEM PACCMATPHUBAEMBIX BOIIPOCOB,
MEPEYHCICHHBIX B TIOPSAKE WX 3HAYMMOCTH C YKa3aHHEM [OKJIAJAUhKa 10 KaxXJIOMYy
paccmarpuBaeMoMy Bompocy. Bompocsl popmynupyrores ¢ npeamorom "O" ("OGQ"), meuatatorcs ot
I'PaHULbI JIEBOTO MOJISI U HyMEPYIOTCs apaObCKUMH LUPpaMu.

7.6. OcHOBHasi YacTh IMPOTOKOJA COCTOWT W3 PA3JeNiOB, COOTBETCTBYIOIIUX PacCMaTPUBAEMBIM
BOIIPOCAaM U MX HyMEpaluu.

7.7. TekcT MpPOTOKOJA U3JaraeTcsi OT TPEThEro JMila MHOKECTBeHHOro uwcia ("ciymamu",
"BoicTynun", "nmocranoBuan”, "pemmnn").

7.8. TIpOTOKOJ MOMMUCHIBACTCS JIMIIOM, MPEICENaTeIb,CTBOBABIINM Ha 3aceIaHUM (COBEUIaHNHN), U
ceKpeTapéMm 3aceaHus (COBEIaHus).

7.9. Tlpu OTCYTCTBMM CEKpeTapsi 3acelJaHHs, B TOM YHCIIEe TPH MPOBEACHUU ONEPATHBHBIX
COBEIIaHUH, JIOMYCKAETCS TIOIICaHUE MMPOTOKOJIA TOIBKO MPEICeNaTeLCTBYIOIIM.

7.10. Tekcr MpoOTOKOJIA JIOJKEH OBITH TOJTOTOBIICH HE TMO3JHEE TPeX THEH CO JHS 3acelaHusl.
[IpoeKTbl  COOTBETCTBYIOIIMX MYHKTOB MPOTOKOJA BU3UPYIOTCA  JOJKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 3a TIOJTOTOBKY.

7.11. JlaTta mpoTOKOJa A0HKHA COOTBETCTBOBATH JTHIO MPOBEJCHUS COBEIIAHUS (3aCeTaHMs).

7.12. Komuu MPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHMU3alMsIM M JOJHKHOCTHBIM
JUIIAaM B COOTBETCTBUHU C YKa3aTeJIeM pPACChUIKH, KOTOPBIA COCTaBJSET CEKpeTapb 3acelaHus
(coBemanus).

8. Ilnan
8.1. [lmaH — MOKyMEHT, yCTaHABJIMBAIOUINI ITEPEUYCHh HAMEUYCHHBIX K BBIITOJHEHUIO MEPOTIPUSATHIA,
UX TIOCIIEIOBATEIBHOCTh, 00BEM, CPOKH, OTBETCTBECHHBIX UCTIOJTHUTEIICH.
8.2. Ilman odopmusercs Ha smcre Oymarm ¢Gopmata A4 ¢ HMCHOJB30BAaHUEM CIICIYIOIIHX
PEKBU3UTOB:

e HAWMEHOBAHUE IIKOJIBI,

e rpud yTBEPKICHUS JOKYMCHTA;

e JlaTa JOKYMEHTA;

e PErHCTPAlMOHHBIM HOMEpP JTOKYMECHTA;

e HAWMEHOBAHHUE BHJIA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBAHUE JIOJDKHOCTH;

e TOJMHUCE.
8.3. PexBu3uT — "TeKkcT JOKyMeHTa" oopMIIIeTcs B BUJe TaOIuIbl ¢ rpadamu:

e HOMEp IYHKTa IJIaHa;

e HAWMEHOBAHUE MEPOIPUSITHS;

e CPOK HCIIOJIHEHHUS;

e HCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTtuer



9.1. OTueT — JOKYMEHT, COJep AUl CBEJCHUS O PE3yJbTaTax JAEeSITEIbHOCTH 3a ONPEIeIeHHBIN
IIEpUOJ BPEMEHH, BBIIIOJIHEHUN MEPOIIPUATUH, IIOPYUEHUH, 3alaHUN, TUIAHOB.
9.2. Otuetsl, MpPEeNOCTaBIsIEMbIE B OpPraHbl TOCYJAapCTBEHHOW BIIACTH (B TOM 4HMCIIE B OpraHbl
rOCylapCTBEHHOW  CTaTUCTUKHM) W  HMMEIOIIME  YCTAHOBJEHHYIO  IIPABOBBIMHM  aKTaMH
rOCyJapCTBEHHBIX OPraHOB (OPMY, CO3JAIOTCS MO0 YCTaHOBJIIEHHOW TOCYJapCTBEHHBIMH OpraHaMu
¢dbopme U B onpeieIEHHOM UMHU MOPSITIKE.
9.3. Otuérhl, mMpenocTaBiIsieMble COTPYAHUKAMHU IIKOJBI B XOJ€ BHYTPEHHETO B3aMMOJCHCTBHS,
CO3JIAI0TCSI 10 MPaBHIIaM, YCTAaHOBIICHHBIM JUIS CO3JIAHHS CITY)KEOHBIX 3aIHCOK.
9.4. Otuersl odopmisrorcss Ha smcte Oymaru ¢opmara A4 ¢ HUCIONB30BaHUEM CIEAYIOIINX
PEKBU3UTOB:

e HAMMEHOBAHME IIKOJIBI;

e Jara JOKYMEHTa;

e PETUCTPALMOHHBIA HOMEp JTOKYMEHTA;

e HaMMEHOBAaHME BHUJA TIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKAa O MPUJIOKEHUH (IIPU HATUYUN);

e HAMMEHOBaHHE JOJDKHOCTH;

e  TIOJIHCH.
9.5. B tekcre oTuéTa B 00S3aTEIBHOM IMOPSIKE IOJDKHO CONEPKATHCS YKa3 Ha JIESTEIBHOCTD,
MEpOTIpUATHE, BBIJAHHOE TOpY4YEHHE, 3a/laHue, MYHKT IUIaHa, MOJUIekKAIlUN BBIMOJHEHUIO, U
pe3ynbTaT O BBIINOJHEHHWH, B TOM 4YHCIE C yKa3aHMEM Ha COONIOIGHWE WM HapylleHue
WCIOJIHUTENBCKOW  JUCHMILIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIIOJIHEHUS U HaJyIekaliee
MpeAoCTaBieHHe  MHPOpManuu, HEOOXOJAMMBIX  MaTrepuajoB  (IIPOEKTOB  JTIOKYMEHTOB)
COUCHOJIHUTENISIMHU (TIPH Yy4aCTUU HECKOJIBKUX UCIIOTHUTEIEH ).

10. ITncbMmo
10.1. ITucema roToBsTCS KaK:

e OTBETHI O BHITIOJHCHHH MTOPYUYCHUH BBIMICCTOSIINX OPTaHOB MCIIOJTHUTEILHON BIIACTH,

e OTBETHI HA 3aIPOCHI OPraHU3AIUHA, TPEAMTPUATHI U YACTHBIX JIHII,

e WHUIMATUBHBIE MMCHMA.

10.2. Cpoku mOArOTOBKH OTBETHBIX MTUCEM:

e C KOHKPETHOM JIaTOM MCIIOJIHEHUS, YKa3aHHOW B JOKYMEHTE, - B YKa3aHHBIH CPOK;

e B COOTBETCTBUM C PpE30JIOIUCH JIUPEKTOpa M €ro 3aMEeCTHTEJICH Ha OCHOBAaHUHU
YCTAHOBJICHHBIX CPOKOB WCIIOJTHCHHS TOPYYCHHH, 3alpOCOB HIIM IO PEIICHHIO aBTOpa
PE30TIOIUH.

10.3. TekcThl OTBETHBIX MHUCEM JOHKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a(PUKCHPOBAHHBIM B
pesomonrn. CpoKH MOATOTOBKHA MHUIIMATUBHBIX ITUCEM OIPEICIISIOTCS CaMOCTOSITEIFHO aBTOPOM
MIPOEKTA MUChMa C YUETOM HEO0OXOAUMOCTH PElICHUsSI KOHKPETHBIX 33124 M (WJIM) B COOTBETCTBUH C
TpeOOBaHUSAMU 3aKOHOAATEIIbCTBA, MOPYICHUSIMHU HETTOCPEACTBEHHOTO PYKOBOIUTEIS.

10.4. IlucekMma meyararoTcs Ha OnaHKe MUChbMa OOIIE00pa30BAaTEIbHOM OPraHU3alMU C YIJIIOBBIM
PacToNI0KEHUEM PEKBU3UTOB.

10.5. JlomonHUTENBHO K pEKBU3UTaM OjaHKa NUCbMa MpH O(GOPMIIEHUM IHCEM B IIKOJIE
WCIOJIb3YIOTCS CIEIYIOIINE PEKBUZHUTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O MPUJIOKEHUH,

e BH3Q;

e IIOJIHCE.

e OTMETKa 00 HCIIOJHHTEIIE.



10.6. Ilpu odopmiieHun nuchbMa Ha JIBYX M 0oJiee CTpaHUIAX BTOpAs M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCSI IOCepEINHE BEPXHETO MOJIS TUCTA apaOCKUMU HuppaMu.
10.7. Ilucpma moAMUCHIBACT JUPEKTOP MU paOOTHUKH, YIOTHOMOUYEHHBIE TIPUKA30M.
10.8. CnyxeOHbIe 3aITUCKU
10.9. B mensix oCymIeCTBICHUS B3aUMOJICHCTBUS MEXIy COTPYAHHKAMH B paMKaxX BHYTPEHHETO
JOKYMEHTOO00pOTa B IIKOJIE MPUMEHSIOTCS CITy)eOHbIe 3anucku. CiaykeOHbIe 3aMCKU SBISIOTCS
CTIPaBOYHO-MH(POPMAIMOHHBIMHA  JIOKYyMEHTaMH. ABTOpPaMHU CIY)KEOHBIX 3alHCOK  SIBISIOTCS
COTPYIHHMKH 0011e00pa30BaTeIbHON OpraHu3aIny.
10.10. CmyxxebHas 3amECKa MOXET COCTABIISATHCS MO YKa3aHUIO PYKOBOJCTBA WM 110 MHUIIMATHUBE
KOHKPETHOTO COTPYAHHUKA.
10.11. Ilpu opopmiennu ciykeOHOM 3amucKu 0(HOPMIISIOTCS CIEAYIONINE PEKBU3UTHI:

e ajpecart;

e JaTa IOKYMEHTAa;

e HAaWMEHOBAaHHWE BHJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKAa O MPUJIOKEHUH (IIPU HATUYUN);

e HAaWMEHOBAaHHWE JIOJDKHOCTH;

e  TIOJIHCH.
10.12. CnyxeOHbIe 3aIMCKH MOTYT CO3/IaBaThCsl HA OYMa)XHOM HOCHTENE M (WJIH) B DIIEKTPOHHOMH

dbopwme.

11. loBepeHHOCTH

11.1. [loBepeHHOCTh BBINAETCSA COTPYAHUKAM IIKOJBI H O(QOpMISETCSs TIO TpaBHIIaM,
YCTaHOBJICHHBIM HacTosiied MHCTpykumen mis muceMm, ¢ y4ETOM TpeOOBaHUN TPa)xKTaHCKOTO
3akoHosarenbeTBa Poccuiickoit denepanviu 1 HACTOAILIETO pa3jena.

11.2. TIpoekT [OBEPEHHOCTH TMOATOTABIMBACTCSA M BHU3UPYETCS COTPYAHHKOM, KOTOPOMY
JIOBEpPEHHOCTh OyJeT BblJaHa, IOCJIe Yero mnepeaaércs B KaHLEISPHUIO IJs HalpaBlieHUs Ha
MOANNCAaHUE.

11.3. JloBepeHHOCTb MOINUCHIBAECTCS JTUPEKTOPOM WM JIMIOM, OCYLIECTBIISIIOIIMM  €ro
MOJTHOMOYHS (MCIIOJTHSIOMUM OO0S3aHHOCTH), W CKpEIUIIeTCS Ie4aThio 00Ieo0pa3oBaTeIbHOM
OpraHu3aIiy.

12. JloroBopbl, corjiameHusi, KOHTPAKTbI

12.1. JIoroBOpHI, COTJIANIEHUsI, KOHTPAKTHI (JaJiee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeGOBaHUSAMH TPAXKIAHCKOTO, TPYI0OBOTO, OFOKETHOTO U MHOTO 3aKOHOAaTelnbcTBa Poccuiickoi
@denepany, B 3aBUCUMOCTH OT PETYIUPYEMBIX TOTOBOPOM IPABOOTHOIIEHUNH W 00s3aTENbCTB
CTOPOH.

12.2. Tlpoekt poroBopa NOJrOTaBIMBACTCSI OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAaKTHBIM
YIPaBJISAIONIMM) € Y46TOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAayeCTBEHHOTO oOOecreueHus
WCIIOJIHEHUS] CBOMX MOJTHOMOYHIA (00s3aHHOCTEH, (DYHKIUIT), TOJTHOMOYHUH IIKOJIBI B LIEJIOM.

12.3. TIpoekt poroBopa TOJTOTaBIMBACTCSI OTBETCTBEHHBIM COTPYAHMKOM (KOHTPAaKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K PYHKIUAM (IIOJTHOMOYHUSM) KOTOPOTO OTHOCUTCS
pelIeHre BOTPOCOB, SBISIONIUXCSA MPEIMETOM JIOTOBOPA, WM UHBIM COTPYIHHKOM TO MPSIMOMY
yKa3aHUIO JUPEKTOpa 0011e00pa3oBaTEIbHON OpraHU3allHH.

12.4. Heo6xomumas Uist MIOATOTOBKH MPOEKTa JOoroBopa UHGOpMaIUs coOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABJISIONIMM) B TOPSAIKE paboyero B3auMMOACHCTBHS C Y4ETOM MPaBHUI,
YCTaHOBJICHHBIX HacTosmed MHCTpyKInei.

13. lIpyHUMIIBI OPraHU3alUM JOKYMEHT0060poTa

13.1. B J0KyMEHTOOOOPOTE BBIIENISIOTCS CIEAYIONINE JOKYMEHTOMOTOKU: MOCTYMArOIIast
JOKyMeHTanusi  (BXOJsmiasl), OTHOpaBisieMass JOKyMEHTanus  (MCXOAsIas), BHYTPEHHSs
JOKYyMEHTAITHSI.



13.1. B cocraBe BXomsmiell M MCXOIAIIEH ITOKYMEHTAIlMM MOTYT BBIACIATHCS JOKYMEHTHI,
NOCTYIHMBINME W3 BBIIICCTOSIINX, MOJPSIHBIX, MEIUIIMHCKUX M APYTUX OpraHU3aluil, OpraHoB
MECTHOTO CaMOYTIPaBJICHUs, 0OpaIIeHus rpaXaaH.

13.3. OOparienusi rpakiaH pPEerucTpUPYIOTCS U (GOpPMUPYIOTCS B Jela OTACIbHO OT JAPYTHUX
JOKYMEHTOB 00IIe00pa30BaTeIbHOM OpraHU3aIiu.

13.4. B mxosie 10ocTaBKa M OTHpPaBKa JOKYMEHTOB OCYIIECTBIISIETCSI CPEACTBAMH MOYTOBOM CBSI3H,
AJIEKTPOHHOM CBSI3U, @ TAKXKE IO CHUCTEME AJIEKTPOHHOTO J0KymMeHToobOoporta (maiee - COJI). C
MOMOIIBIO TIOYTOBOM CBSI3M B 00IIEO00pA30BATEIbHYIO OPraHM3alMI0 JOCTABISETCS MHChMEHHAS
KOPPECTIOH/ICHIIHS B BUJIE MTPOCTHIX MUCEM, 3aKa3HBIX IHCEM, IMMOYTOBBIX KapTOYeK, OaHaeposieil u
MEJIKHX ITaKETOB, a TAK)KE NICUaTHBIE U3IaHHS.

14. IlepBuuHasi 00padoTKa MOCTYNAIOIIMX IOKYMEHTOB
14.1. JloxymMeHTBI, TMOCTYMAIOIINE B IIKOJY, TEPENAIOTCI HAa PErUCTPalMI0 CEKpPEeTapro
0011eo0pa3oBaTebHON OpraHu3aluyd U MPOXOJAT MEPBUYHYIO O00pabOTKYy B JIeHb MOCTYILIEHUS,
IIpH MOCTYIUIEHUH B Hepabouee BpeMs - Ha cieyroluil padounii neHs. [Ipu nepBuyHOii 00paboTke
JOKYMEHTOB TpPOBEPSAETCS NPAaBUIBHOCTH ajapecoBaHus. OmMOOYHO TNMOCTYHNUBIINE JOKYMEHTBI
MepEChUIAIOTCS 110 MPUHAAJIEKHOCTH WK BO3BPAIIAIOTCS OTIPABUTENIO.
14.2. JloxymeHTHI, mocTynuBIme ¢ otMmeTkamu "Cpouno", "Bpyunts HememienHo", "OnepatuBHO",
HEe3aMeUINTEIbHO MPOXOAAT MEPBUUHYI0 00pabOTKY M JOKJIAABIBAIOTCA TUPEKTOPY WM B Cilydae
€ro OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPA MO HAIIPABIICHUIO JESITEbHOCTH.
14.3. TloctynuBime TenerpaMMbl TPUHUMAFOTCS TIOJ TIOJIITHICH C TIPOCTABJICHUEM JaThl M BPEMEHHU
npreMa, perucTpUpyrTCs MO TEM e MpaBuUiIaM, YTO U MHUChMA.
14.4. DnekTpoHHBIE COOOIIEHUS, apecOBaHHbIE JUPEKTOPY WM HAIMpaBIIEHHBIE B aJpec MIKOJIbI,
pacreqaTblBalOTCA U JOKJIAIBIBAIOTCS AUPEKTOPY WM B CIIy4ae €ro OTCYTCTBHS — 3aMECTHUTEINIO
IUPEKTOpA.
14.5. DnekTpoHHBIE COOOIEHUS, 3aBEPEHHBIE JICKTPOHHOM MOAMKCHIO, TOIeKAT 00paboTKe MO
IIpaBUJIaM, IPEIYCMOTPEHHBIM IS TOCTYMAIOLIEH (BXOAIIEN) TOKYMEHTALUH.
14.6. TloctynuBmias (BXOIsmIas) MOKYMEHTAIUs PACTpEesieTCsl Ha PETUCTPUPYEMbIE W HE
MOJUIEeXkKAIUE PETUCTPALIMH JOKYMEHTHI.
14.7. He moyiexxat perucTpanuu:

e IPUIJIACUTENbHBIE, 03JPABUTEIIbHBIE TMCbMA U TEJIErPaMMBbl;

e OHUJETHI;

e IUIaHBI ¥ IPOrpaMMbl CEMUHAPOB, KOH(PEPEHINI U IPYTUX 0A00HBIX MEPOTPHUATHH;

e JIOKyMEHTBbl MO OyXraJTepCKOMy Y4eTy, MaTepHaJbHO-TEXHUYECKOMY O0€eCleueHuIo,

IUTAHOBBIE M (DUHAHCOBBIE JOKYMEHTHI, IOCTYHAlOIKe 0€3 COPOBOAUTEIBHOTO NTUCHMA;

e peKJIaMHble, KOMMEPUYECKUE MPEATO0KEHHUS, B T.4. HOCTYIUBIINE MO IEKTPOHHON NOYTE;

e [I€YaTHBIEC U3JIAHMUS;

e IMCbMA C IOMETKOH «JIMYHOM.

"

15. Perucrpammsi, y4eT H PpacCMOTpPeHHe PYKOBOAUTEIEM MNOCTYNAIOMMX (BXOASIINX)
JAOKYMEHTOB

15.1. TloctynuBimiue (BXOASILIUE) IOKYMEHTHI DPETHCTPUPYIOTCS TOJIBKO IMOCIE€ M MEepPBUYHOMN
00pabOTKM M HE3aBUCUMO OT Coco0a UX JOCTaBKH.

15.2. Perucrpaniusi — MpoCTaBJICHUE B HIDKHEM MPABOM YIIIy IEPBOTO JIMCTA JOKYMEHTa OTMETKH
O TOCTYIUICHMHM C YyKa3aHMEeM JaThl MOCTYIUIEHHS W BXOJSIIEr0 PEerucTpallMOHHOIO HOMepa
JOKYMEHTa C O00s3aTeIbHOM 3aluChi0 B JKypHAJI pPETUCTpalMy MOCTyMamoume (BXxoasueil)
nokymeHTanuu. CTpyKTypa perucTpaliMOHHOrO HOMepa, MOCTYHAIOMIEero (BXOSIIEro) T0OKYMEHTa,
COCTOUT M3 €ro IMOpSAAKOBOrO HOMEpa U HMHJEKca Jiela [0 HOMEHKJIaType Jiel
00111e00pa30BaTeNIbHOM OpraHnu3aIug.

15.3. Perucrpamms Bcex MOCTYMUBHIMX (BXOIALIMX) JOKYMEHTOB HPOU3BOJUTCS B Ipejaenax
o0I1ero JOKYMEHTONOTOKA. JIOKYyMEHTHI, MOCTYMUBIIME B IIKOJY IO KaHajaM (aKCUMHUIbLHON
CBSI3U, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOLIEM MOPSITIKE.



Texct moctynuBuield TenedOHOTpaMMBI  3allUCHIBACTCS B KypHANE PETUCTPAIMH
TeneoHOTpaMM U IeyaTaeTcs Ha JIMCTe OyMaru JJis epeadyn Ha PacCMOTPECHHE.
15.4. Tloctynaromue (BXOIsIIKE) TOKYMEHTHI MEPEAatoTCsl Ha pACCMOTPEHUE PYKOBOJCTBY TOJIBKO
MOCJIe UX PETUCTPALMU U TIPEIBAPUTEITLHOTO PACCMOTPEHUS.
15.5. JlokyMeHTBI, TIOCTYNHBIIHE B OOIICOOpa30BATEIBHYI0 OPTaHU3AIMI0, 1O BOMPOCAM, HE
TPEOYIOIIMM  PAaCCMOTPCHHSI JAUPEKTOPA, HAMPABISIFOTCS PAaOOTHHUKOM OTBETCTBEHHBIM 32
JIEJIOTIPOU3BOICTBO IIKOJIBI HEMOCPEACTBEHHO UCIIOJIHUTEIIO 3aIpoca.
15.6. JlupekTop B pe30JFOIUH ONPEACIISCT JIUI, OTBETCTBCHHBIX 32 HCIIOJTHCHUE TIOKYMEHTA, U JIaeT
UM TopydeHue. PaGOTHHK OTBETCTBEHHBIN 3a JEIOMPOU3BOACTBO IIKOJIBI MEPEAET HOKYMEHT Ha
WCIIOJTHEHHUE.
15.7. TlonMMHHUK TOKYMEHTa C PE30JIIOIUEH PYKOBOJIUTENS 00111€00pa30BaTEIbHON OpraHu3auu
HaIpaBJIsE€TCS UCTIOTHUTEIIO.
15.8. Tlpm HanMUMU HECKOJBKUX HCIOJHUTENCH MOJIMHHUK JIOKYMEHTa TIepeaaeTCs TOMY
WCTIOJTHUTENI0, KOTOPBIA B COOTBETCTBMM C YKa3aHUSIMU TI0 HCIOJHEHHUIO  SBISICTCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTEIN TIOJIY4alOT KOTIHIO IOKYMEHTA.
15.9. TloMHHUK JOKYMEHTa, KOTOPBIA WCIIOTHSETCS HECKOJBKHMH JOJDKHOCTHBIMHU JTHIIAMU,
MOJIy4aeT OTBETCTBEHHBIN UCTIOJHUTENh. OCTaNIbHBIM UCTIOTHUTENSIM TIEPEIAIOTCS] KOTIUH.
15.10. WM3roToBieHWe KOMWW JOKYMEHTA JUIA TEpPelayd COUCIIOTHHUTEISIM OCYIICCTBIISICTCS
cekpeTapem o011e00pa3oBaTeIbHON OpraHnu3aIiy.
15.11. Pe3omtonusi COIEPIKUT:
e VyKazaHWME TIO WCIOJHEHUIO, COJepKalee KpaTKoe OMUCaHWe HEOOXOAUMOro st
WCTIOJIHCHUS JICHCTBUS,
e VyKazaHWE Ha CPOK, B TEYCHHE KOTOPOTO JUOO 10 HCTEYCHHS KOTOPOTO HEOOXOIUMO
WCIIOJIHUTH MPEINICAHHOE IEUCTBUE;
e JIMYHYIO MOJMHICH aBTOPA PE30JIIOLINY;
e JIaTy NMPOCTABJIEHUS PE3OJIIOLIUU.
15.12. Vka3zaHue Ha CpOK, B TE€YEHHE KOTOPOTO JMOO 10 MCTEUEHHUS KOTOPOTO HEO0OXOJAMMO
WCIOJIHUTh TPEANHCAaHHOE NIEHCTBUE, MOYKET HE BBIPAXKaThCsS KOHKPETHOM NMaToi U coaepKarb
BBIPAKECHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK' | T.II.
15.13. Pe3otonus mumeTcst Ha CBOOOHOM OT PEKBU3UTOB MECTE TIEPBOTO JINCTA TOKYMEHTA.
15.14. B ciyuae, korja pe3oJionus aJipecoBaHa HECKOJIbKUM COTPYIHUKaM, TO OTBETCTBEHHBIM 32
UCIIOJIHEHUE JOKYMEHTa B LIEJIOM SIBISETCA COTPYOHHUK, yKa3aHHBIA MEpPBHIM (BEPXHUM), JHUOO
COTPYIHHK, B OTHOILIEHUH KOTOPOTO CJIeIaHa TOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranuzanusi pa6oThl ¢ OTIPABJIsIEeMbIMHU (MCXOASIMMHU) JOKYMEHTAMM

16.1. Jlo mpemocTaBiieHHsI MpPOEKTa OTMIPABISAEMOro (HMCXOJIIEr0) MOKYMEHTa Ha MOJIHUCH
JTUPEKTOPY WM WHOMY YIIOJITHOMOYCHHOMY B YCTAHOBJICHHOM IOPSAKE HAa TOJIMHCAHUE JIUILY
OCHOBHOH HCIIOJIHUTEIb MPOBEPSET MPABUIBHOCTH O(GOPMIICHHUS OTIPABIAEMOro (HMCXOISIIEro)
JOKYMEHTa Ha COOTBETCTBHE TPEOOBaHMIM HacTosIeH MHCTpYyKIuH.

16.2. Tlpy moAroToBKE OTHPABISIEMOro (MCXOMAIIET0) JOKYMEHTA KaK OTBETa Ha TOCTYITHBIIUN
(BXOmSANIMIA) NOKYMEHT HCHOJHHUTEIb MPUKIAIBIBACT K IOATOTOBICHHOMY MPOCKTY BXOISIIUN
JOKYMEHT.

16.3. ITpoexTs! OTIpaBIIsAEMBbIX (UCXOISIIUX) JOKYMEHTOB € YUETOM COOJIOAEHUS! YCTaHOBJIEHHOTO
B PE3OJIIOIHMHM CpPOKAa WCIOTHEHHs] TepefaroTcsl OTBETCTBEHHBIM HCIOJHUTEIEM B OTIEIN
JIeTOTIPOU3BOICTBA (KAHIIENSPHS, CEKPETaph) IIKOJIBI IS HAIIPaBJICHUs Ha TIOITHCAHHE.

16.4. TlomnmucaHHble OTHpaBiseMble (MCXOMANINE) TOKYMEHTHI, TMepeAarTcs pabOTHUKY
OTBETCTBEHHOMY 33  JICJIONPOU3BOJICTBO  IIKOJBI, KOTOPBIM  OCYHIECTBISIET  MPOBEPKY
KOMIIJIEKTHOCTH ¥ COOTBETCTBHSI KOJHMYECTBA OK3EMIUIIPOB OTIPABISIEMOro (HCXOJSIIETO)
JOKYMEHTa CIHCKY pAacCBhUIKM, a TakKXKe MPaBWIBHOCTh OGOpPMIICHHS TOKYMEHTa COTJIACHO
HACTOSIIIEH UHCTPYKIIHH.

16.5. B cinyuae HapyimeHHss KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TakKke
MPABWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIACHO HACTOSIIeH WHCTPYKIMH OTIpaBIsieMble



(ucxondmme) JOKYMEHTBHl  HE3aMEUIMTEIbHO  BO3BPALLAIOTCA  paOOTHHKAMM  KaHLEISpUU
OTBETCTBEHHOMY MCIIOJHUTENI0 WIM B CIyda€ OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HENOCPEJCTBEHHOMY PYKOBOIUTEIO JUIsl YCTPAHEHUS HApYILIEHUH.
16.6. JlokyMeHTBI Mocje WX MOJANHCAHUS JAUPEKTOPOM WJIM HHBIM YIOJIHOMOYEHHBIM JIHIIOM
NepeaaTesl B KaHIEeMApUIo 00111e00pa30oBaTeIbHOM OpraHU3alyu sl PETUCTPAIlH U OTIIPABKH.
16.7. Peructpanus oTIpaBiIsieMbIX (HCXOISANIMX) JOKYMEHTOB OCYIIIECTBIISICTCS IMOCIE MPOBEICHUS
pabOTHUKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JICJIOMPOU3BOJICTBO, TPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJMYECTBA JK3EMIUISIPOB, a TAKKE IMPABHIBHOCTh O(MOPMIICHHS OTIPABIISEMOTO
(Mcxond1ero) 10KyMeHTa.
16.8. Peructpamms co3maBaeMbIX JOKYMEHTOB OCYIIECTBIICTCS B JIEHb TOJIHCAHUS WU
YTBEPKIACHUSI IMOO Ha CIIeAYIOUINi pabouuil 1eHb.
16.9. CBeneHust 0 peruCTPUPYEMBIX OTHPABISEMBIX (MCXOSAIINX) TOKYMEHTAaX BHOCATCS B KypHAT
perucTpanuu oOTHpapasieMoi (MCXoAsIIel) TOKyMEHTallUH.
16.10. PeructpanmoHHBINH HOMEp | JIaTa OTIPABISIEMOTO (HCXOISAIIETO) TOKYMEHTA MPOCTABIISIOTCS
Ha MOJJMHHUKE JOKYMEHTa B pEKBHM3UTaX OJlaHKa W Ha HK3EMIUIpe, OCTalouleMcsi B Jelie
o011eo0pa3oBaTeIbHON OpraHu3auy.
16.11. CtpykTypa perucTpaliioHHOTO HOMEpa OTHPABISIEMOTO (MCXOASAIIET0) JOKYMEHTa COCTOUT
U3 €ro MopsIKOBOTO HOMEpa U MHJEKca Jieja 10 HOMEHKIIAType JIeN MIKOJIbL.
16.12. OtmpaBka JOKYMEHTOB IPOM3BOJWTCS IEHTPAITM30BAaHHO pPAOOTHUKAMHU KaHIIEISPUU
IIKOJIbI, KOTOpbIE€ MPOU3BOJAT HUX COPTUPOBKY MO CHOCOOy OTmpaBieHHs (MpocTasi, 3aKa3Has,
MEXIyHapOaHAas U Jp.).
16.13. IluceMma, TenerpaMMBbl, OTKPBITKH, OAHIEPOIIN U TTIeYaTHBIC U3JAHUS OTIIPABIISIOTCS TIOYTOM.
daxkcorpamMmmsl U TenehOHOrpaMMBbI EPEAAIOTCA 10 KaHallaM TeleOHHOH CBSI3U.
16.14. DnexTpoHHBIC COOOIIEHUSI OTMPABISIIOTCA C OQHUIIMATBLHOTO IMOYTOBOTO AJICKTPOHHOTO
aapeca 001eo0pa3oBaTeILHON OpraHU3alii.
16.15. TIucema, TenerpaMmmebl, OTKPBITKH, OaHIEPOIIH, (DAKCOTPaMMBI, JIEKTPOHHBIE COOOIIECHHUS, HE
CBsI3aHHBIE C paboyeil e TeIbHOCThIO, K OTIIPAaBKE HE PUHUMAIOTCS.
16.16. JIokyMeHTHI, OTIPABIIIEMbIC CPEJACTBAMH TTOYTOBOM CBSI3U MPOXOIAT:

e YIAaKOBKY;

e ajpecoBaHue (IpU HampaBiIeHUH JOKyMeHTa Ooiyiee ueM B 4 ajapeca) — B COOTBETCTBUU C

yKa3aTelleM PacChUIKU, Ha KaKIOM 3K3eMIUISIpe MIUChbMa YKa3bIBaeTCs TOJIBKO OJIUH aJipecar.

e IIPOCTaBJICHHE CTOMMOCTH ITOYTOBBIX YCIIYT;

e IIepeJaydy B MOYTOBOE OT/EIICHUE CBS3H.
16.17. Ilpu mMOATOTOBKE M OTMIPABKE MHCEM HEOOXOJIMMO YUMTHIBATH IpaBUjIa, YCTAHOBJICHHBIC
MpUKa3oM MUHHUCTEPCTBA CBSA3M U MAacCOBBIX KOMMYyHUKaruid P® ot 31 uromst 2014 r. N 234 "O6
yrBepxaeHuu [IpaBui oka3anus ycayr mOYTOBOM CBSA3H'".
16.18. JIokyMeHThI, OTIpaBIIAeMbIe CPEACTBAMH MOYTOBOI CBSI3U B OJMH aJpec, BKIAIbIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxopdimue AOKYMEHTHI, MpeqHa3HAYCHHbIC Ui OTHPaBKH CpeAcTBamMH (HaKCUMUIBHOU
CBSI3H, OTIPABISIOTCSA paOOTHUKAMH KaHIIENIAPUH 00111e00pa30BaTEIbHON OpraHU3allHu.

17. Pa3pa6oTka u BeJleHHe HOMEHKJIATYPHI e

17.1. JloxyMeHTanbHBINA (POH LIKOJIBI — COBOKYIMHOCTh JJOKYMEHTOB, 00pa3ylomuxcs B mpolecce
€ro JesTeNbHOCTH. JIOKyMEHTanbHbI (POHA IIKOJNBI COCTaBJSIOT JOKYMEHTHI, CO3JaHHBIE B
o0mieoOpa3oBaTeNbHON OpraHu3alMi M TOJYYE€HHbIE €10 B pe3ylbTaTe B3aMMOAEUCTBUS C
OpraHamMi TrocCyJapCTBEHHOW BJIACTH, OpraHaMHd MECTHOT'O CaMOYIIPaBJICHUS, OPUAWYECKHUMU U
(bU3NYECKUMU JIMLAMH.

17.2. Homenknarypa aen sBJsieTCs OCHOBOHM (hopMHpOBaHMS TOKYMEHTAIbHOTO (OHJA IIKOJIBI U
NpeACTaBIseT COOOH CHUCTEMATU3WPOBAHHBIM IEpPEeYeHb 3arojOBKOB (HAaMMEHOBaHW) Jed,
3aBOJIMMBIX B INKOJE, C YKa3aHHEM CPOKOB HX XpaHEHHs, U O(QOPMIICHHBII B COOTBETCTBUHU C
MPaBOBBIMU aKTaMM, PEKOMEHJIAIMSAMH M METOAMYECKMMHM YKa3aHMsSMHM oOpraHoB Poccuiickoit



@enepanyy, YIOTHOMOYEHHBIX B c(epe TOCyJapCTBEHHOTO YHPABICHHUS ApPXUBHBIM JIEJIOM,
JIETIOTIPOU3BOICTBA M IOKYMEHTO000pOTA.
17.3. HomenkuaTypa Jies COCTaBIISIeTCsl Ha OCHOBE U3YUYCHHUS MTOJIOKEHUH, MHCTPYKIUI 1 TIpaBuJ, a
TAaKXKe€ JPYTUX JIOKYMEHTOB, pErJIaMEHTHPYIOIIMX JAESITEIbHOCTh  00IIe00pa3oBaTebHOM
OpraHM3aluM, a TaKkKe HOMEHKIATyp Jel 3a NpPeIlIeCTBYIOUIME TOJAbl M JOKYMEHTOB,
00pa3yrIuXcsl B ACATSILHOCTH 00IIe00pa30BaTeIbHON OpraHU3aIlHH.
17.4. HomeHnknaTypa Aenl MCHOJIb3YEeTCA AJIs TPYIIUPOBKU HCIOJHEHHBIX JTOKYMEHTOB B J€na,
CUCTEMAaTH3alMK U y4eTa JeJl, OIPEIEICHNUs CPOKOB UX XpaHEHUs U NIOMCKa JOKYMEHTOB, SIBJIIETCS
OCHOBOM JUIsl COCTaBJIEHUS OIMCEN JIeJ1 IOCTOSHHOTO U BpeMeHHoro (cBbiie 10 jer) xpaHeHus, a
TaKoKe 7151 ydeTa Jes1 BpeMeHHOro (210 10 JieT BKIIOYUTENBHO) XpaHESHHS.
17.5. HomeHkiaTypa zie1 BBOJAUTCS B AEUCTBHE IPUKA30M 10 LIKOJIE.
17.6. HoMmeHKIIaTypa Jie]d TOTOBHTCS B TPEX IK3EMIUISIPAX:

e I NOMEIEHHUSI B HOMEHKJIATYPHOE JIEJIO U TOCTOSTHHOTO XpaHEHUs;

e ]ISl UICTIOJIB30BAHUS B pab0OTE OT/AEIIOM JCIIOTPOU3BOACTBA (KaHIIEISPHEH);

e JUISI XpAaHEHHUS B apPXHUBE IIKOJIBL.
17.7. VI3 HOMEHKJAaTypbl i€l LIKOJbl OTBETCTBEHHBIM JIMLIOM 3a BEICHHE JIEIONpPOU3BOJCTBA
0GOPMIIIOTCSL BBITUCKH JJIs1 KaXKJIOTO M3 TOJpa3/ielieHuH U OTAeNOoB 001eo0pa3oBaTeIbHOM
OpraHu3aIiy.

18. ®opmupoBaHme e U X TeKyllee xpaHeHue. [loAroToBka 10KyMeHTOB H JIe] K mepeaaye
HA apXHBHOE XpaHeHHUe

18.1. ®opMupoBaHHe JIe] — TPYIMITAPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JIela B COOTBETCTBUU C
HOMEHKJIATYpOii e 001eo0pa30BaTeIbHOM OpraHu3alid U CHCTEMATH3aIUs JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co qHs WX 3aBEICHHS JI0 MEpeaddl B apXUB IIKOJIBI WIM Ha YHUYTOKCHUE XPAHITCS 110
MecTy uX (popMUpPOBaHUSI.

18.3. Ilpuka3sl MO OCHOBHOH, aJMUHUCTPATUBHO-XO3SHUCTBEHHOH, Yy4eOHO-BOCITUTATEIHHOM
JESTETPHOCTH IIKOJIbI, TPYIITUPYIOTCS OTASIBHO OT MPHKA30B 10 JIUYHOMY COCTaBy pPaOOTHHKOB H
10 JTUYHOMY COCTaBY 0OyUarONIMXCs (yJaIuXxcs/BOCITUTAHHUKOB).

18.4. Tlepenucka rpymmupyercst 3a MEpUOJ KaJICHJApHOTO ToJla M CUCTEMaTH3UPYeTCs B
XPOHOJIOTUYECKOH MOCIIC0BATEILHOCTH.

18.5. TIpoBepka HaTMYUs U COCTOSIHHS JOKYMEHTOB M JIEJI IPOBOIUTCS MPU MIEPEMEIICHUH JIEIT, TIPU
BO3Bpare Jejl, IPH PeOpraHu3allui HiIH JUKBUAAIUH 0011e00pa30BaTeIbHOM OpTraHU3aIlHH.

18.6. B apxuB o00meoOpa3oBaTelpbHOW OpraHu3anuu (Jajee - apxXxuB) IMepeaaroTcs nena
MIOCTOSTHHOTO, BpeMeHHOTO (cBbIme 10 JieT) CpOKOB XpaHEHUs U IO JITYHOMY COCTaBy 4yepe3 3 roja
MOCJIE TOJ1a, B KOTOPOM JIOKYMEHTBI ObLITH MIOMEIIEHBI B JICJIO Ha XpaHCHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHB IMPOU3BOIUTCS IO YTBEPIKIACHHBIM OTIHCSAM JICII.

18.8. TloaroToBka JOKYMEHTOB W el K Ieperadye Ha apXUBHOE XpaHCHHE M HAa YHUYTOXXCHUE
peyCMaTPUBAECT:

e JKCIIEPTU3Y IEHHOCTH IOKYMEHTOB;

e COCTaBJICHHE OIHKCEH JIEN TI0 Pe3yJIbTaTaM SKCIEPTH3bI UX IEHHOCTH,

e odopmieHue nen;

e COCTaBIIEHHE aKTOB HAa YHUUTOXXEHHUE TOKYyMEHTOB U JIeT C UCTEKIIUMHU CPOKaMU XpaHEHHUSI.

18.9. DkcnepTH3a EHHOCTH JOKYMEHTOB MOCTOSSHHOTO M BPEMEHHOTO XPaHEHHs OCYILECTBISETCS
€KEroJIHO JHIIOM (IMIIaMH), HA3HAYEHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHUE.
18.10. B neno nomeniaetcst He 6osiee 250 mucToB (TOMIIMHA JieNa MPH 3TOM COCTaBIsIeT He Oosee 4
cMm). Ilpu GonpmioM KOJIHYECTBE NOKYMEHTOB (GOPMHUPYIOTCS ToMma (4acTu) aena. BuHyTpu gena
JOKYMEHTBI pacrojiaraloTcs B XPOHOJIOTHMYECKOM TOpPSAKE B COOTBETCTBUM C ONHCHhIO. B nema
MTOMEIIAITCS TOJILKO UCTIOTHEHHBIE, MPABUIHHO O0(POPMIICHHBIE TOKYMEHTHI.



18.11. JlokyMeHTBI BHYTpPHU JieJia PAaCIOJIaralOTCsi CBEPXYy BHU3 B XPOHOJIOTHYECKOU, BOTPOCHO-
JIOTUYECKOW  TOCIEAOBATENFHOCTH WJIM HUX COYETaHWU. PacnopsiiuTenbHble  JOKYMEHTHI
TPYNIUPYIOTCS B Jieia 0 BUAAM M XPOHOJIOTHU C OTHOCSIIIUMUCS K HUM NPHIIOKEHUSIMH.

18.12. JInynbie KapTOUYKU paOOTHUKOB (POPMHUPYIOTCS B A€JI0 1O alihaBUTY (haMUITHIA.

18.13. Odopmienue paena npeaycMaTpuBaeT: OQGOPMIICHHE PEKBH3UTOB OOJOXKKH Jeia IO
YCTAaHOBJIEHHOH (opMe; HyMepaluio JMCTOB B JieJieé KapaHJalloM B BEPXHEM IPaBOM YIIIy;
COCTaBJICHHWE BHYTPEHHEH OMHCH TOKYMEHTOB JieNa, TOAIIUBKY U neperuieT nena. Jluct 60bpmoro
dopmaTa, MOAMMTHIA 3a OAWH Kpail, HyMepyeTcs Kak OJHMH JIUCT B IPABOM BEpPXHEM YIIy.
JIOKyMEHTBI C COOCTBEHHOW HyMepaluen JIMCTOB, B TOM YHCJIe TIeUYaTHbIE U3JaHUs, HyMEPYIOTCS B
o0mIeM MopsIIKe.

18.14. JIucTel z1e1, COCTOSIIUX U3 HECKOJIBKUX TOMOB WIIM YacTed, HyMEpPYIOTCS 110 KaXJI0My TOMY
WJIA 9aCTH OT/ACITBHO.

18.15. Tlocne 3aBepIeHUS HyMEpalW¥ JIHCTOB COCTABIISICTCS 3aBEPUTEIbHAS HAIMUCh, KOTOpas
pacrioaraercsi B KOHIIE Jie7ia. 3aBepHUTeIbHAsI HAIIUCh COCTABIISIETCS B JIeJIe HAa OTACIHHOM JIHCTe-
3aBepuTee Jena.

18.16. B 3aBepuTenpHONW HaImUCH IU(PpPaMU U TIPOMHUCHIO YKA3bIBACTCS KOJMYECTBO JIMCTOB B
TaHHOM Jienie. 3aBepHTeNbHas HAAMUCh IOANMUCHIBAETCS €€ COCTaBHTEIEM C YKa3aHUEM
pacmuppoBKA TOJIMUCH, JODKHOCTH M JaThl COCTaBJieHWsA. KOIMYeCTBO IHMCTOB B Jeje
MIPOCTABIIIETCS HA OOJIOKKE Jie7la B COOTBETCTBUHU C UTOTOBOM HA/IIUCHIO.

18.17. PexBu3uT "CpoK XpaHeHHUs Jeia’ MEePeHOCUTCS Ha OOJIOXKKY Jiella M3 COOTBETCTBYIOIICH
HOMEHKJIATYpPBI JIeJ TOCTEe CBEPKH €ro CO CPOKOM XpaHEHHWs, YKa3aHHBIM B TEPEYHE THUIIOBBIX
JOKYMEHTOB HJIM B TIEpeUHE JOKYMEHTOB, 00pa3yIOUINXCs B JCATEIBHOCTH (ellepalbHOTO OpraHa,
C YKa3aHHEM CPOKOB XpaHEHHUSI.

18.18. Ha ngenax moCTOSHHOTO XpaHEHHs MUIIETCs: " XPpaHUTh MOCTOSHHO".

18.19. Ilpuem nmen TPOU3ZBOAMTCS COTPYJHHUKOM, YIIOJHOMOYECHHBIM Ha BEJCHHUE ICATEIHHOCTH
apxuBa, C MPOCTABJIICHUEM B JIBYX 3K3EMIUISIpaX OMHUCH JeJl OTMETOK O HaJMYMU KaXJOro Jena (Ha
KQXKJOM 3K3EMIUISIpE OMHUCH YKa3bIBA€TCSl KOJMYECTBO (PAKTHUECKU MPUHATHIX A€, Aara Mpuema-
nepeavu Jel, a TaKkkKe MOIMICH apXUBHUCTA U COTPYAHUKA, MTepe/laBIIero Aena.

19. 3akaounTeabHbIE MOJIOKEHUS

19.1. Hacrosmas MHCTpYKIMS 1O AETOTIPOU3BOJICTBY SBIACTCS JIOKATbHBIM HOPMAaTHBHBIM aKTOM
001e00pa3oBaTeIbHOM OpraHu3anuu, npuHuMaercss Ha OOmeM coOpaHun paOOTHHKOB U
yTBEpKaaeTcs (BBOAUTCS B ACHCTBUE) IPUKA30M JUPEKTOPA 00IIe00pa30oBaTeIbHON OpraHu3aliy.

19.2. Bce u3MeHEHHsI W JIOTIOJHEHUS, BHOCUMbBIE B HACTOAIIYI0 WMHCTpyKIuio, opopMIISIOTCS B
MMUCbMEHHOU popMe B COOTBETCTBUH JCHCTBYIOIIIUM 3aKOHOIaTeILCTBOM Poccutickoit deaepannm.

19.3. UHcTpykuus mo AENONPOM3BOACTBY B IIKOJE MPUHUMAETCS HA HEOMpEeAENECHHBIH CpOK.
W3menenus u nononHeHus K WHCTPYKIMU NPUHUMAIOTCS B MOPsKE, IpeaycMOTpeHHoM 11.19.1.
Hacrosmen MHCTpyKkuuu.

19.4. Tlocne mpunstuss WMHCTpyKIMH (WM W3MEHEHUHW WM JIOTIOJHEHHH OTAENBHBIX IMYHKTOB M
pa3aenoB) B HOBOM peqaKilMy IpeablIylias peJaKiyus aBTOMAaTUYECKH YTPAuYUBaET CHITY.



Tpunoowcenue Ne 1

IIpaBunia
o(popMiIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jlns DNOArOTOBKM JIOKYMEHTOB IPUMEHSIETCS TEKCTOBBIM pPENaKToOp, OOEeCneunBaroLnil
TpeOoBaHUS TpapUUECKOTO BOCIIPOU3BEICHHS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pasmepsl ucnoib3dyeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
MpUOIIMKEHHBIE K HUM.

3. Ilpu moAroToBke TEKCTOB B TabnuUax, sl OOeCHeueHus JIydlled 4YUTaeMOCTH JIaHHBIX,
JIOTIyCcKaeTcsl MpuMeHeHue mpu@Tos Buja Arial, pasmepos 12,13.

4. lnana3oH UCIOJIb3YEMbIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 MOJIYTOPHOTO.

5. AG3anHblil OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJIOBKM pa3zesioB U MOJIpa3esioB MeyaTaoTcs ¢ ad3alHbIM OTCTYIIOM WM LIEHTPUPYIOTCS O
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI IE€YATAIOTCS Y€pe3 OJWH MEXKCTPOUHBIM MHTEpBaJl, COCTABHbIE
4acTH PEKBU3UTOB OTIEISIIOTCS TOTOJHUTENIbHBIM HHTEPBAJIOM.

8. Eciau AOKyMEHT TOTOBHUTCS Ui M3JAAaHUS C YMEHBUICHHMEM Maclutada, TEeKCT IedaTaeTcsl yepes
JIBa MHTEpBaja.

9. UnTepBan Mex 1y OykBaMu B CJI0Bax - 0ObIYHBIN. MIHTepBan Mexay cioBaMU - OJHMH MIPOOEII.

10. TekcT HOKyMEHTa BBHIpaBHUBAETCS MO HMIMPUHE JIMCTA (10 TpaHUIaM JIEBOTO M MPaBOTo MHoJeit
JIOKYMEHTA).

11. Jlnunaa camoil JUIMHHOW CTPOKH PEKBU3WTA MPHU YIIIOBOM PACTIOJOKECHHH PEKBU3UTOB HE 0OoJiee
7,5 cm.

12. JInuHa caMOil IJIMHHOW CTPOKHM PEKBHU3UTA IMPHU IMPOJOJIBHOM PACIHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kon dbopMbl 1oKyMeHTa

Kon ¢opmbl nokymeHnTa npocTaBisieTcs Ha YHUPHUIMPOBAHHBIX (hopMax TOKYMEHTOB, B OCHOBHOM
UCIIOJIb3YeMBIX B KaJpOBOM JOKYMEHTOOOOpoTe MIKOJbl. Pacrosaraercs koa ¢GopMbl B MpaBOM
BEpXHEM yIriIy paboyero moyisi IOKyMEHTa, COCTOMT u3 cioB "dopma mo" (HaMMEHOBaHHE
kiaccudukaropa) u HUPpPoOBOTO KOJa.

Ilpumep - @opma no OKY/] 0301001.

14, HanMeHOBaHME IIKOJIBI

HaumMeHoBaHME IIKOJBI JIOJDKHO COOTBETCTBOBATh HAWMEHOBAHHMIO IOPHIAMYECKOrO JIMIIA,
3aKpEeIICHHOMY B €ro  YYpEJUTENbHBIX JIoKyMeHTax (YcraBe o00ImeoOpa3oBaTeibHOM
opranu3zaiun). [10]] HAUMEHOBaHKEM IIKOJIBI B CKOOKaX YKa3bIBACTCSl COKpAIlEHHOE HAMMEHOBAHUE
0011e00pa30BaTEILHON OpraHU3aIiH.

Hayi HanMeHOBaHHMEM IIKOJIBI - YKAa3bIBACTCSI MOJIHOC HAMMEHOBAHUE BBINICCTOSIIECH OpraHu3aliy.

15. CpaBoyHble JTaHHBIE O LITKOJIE

CrnpaBoyHble JJaHHBIE O LIKOJIE BKJIIOUAIOT B ceOsl: MOYTOBBIM aapec, Homepa TenedoHa, (akca,
azipec ANEKTpOHHOM mouThl, KoJ wmkoiasl nmo OKIIO (mpocraBisercs mo OOmiepoccuiickomy
KJaccu(uKaTopy MpeanpusTHil U opraHu3aluii), OCHOBHOW rOCyIapCTBEHHbIN perucTpaluoHHbIN
HoMmep (OI'PH), uneHTH(UKaMOHHBIA HOMEp HAIOTOIUIATENbIINKA/KOJ] IPUYMHBI TOCTAHOBKH Ha
Hasorossiit yuet (MHH/KIIIT).

16. HaumeHnoBaHue Buaa JOKYMEHTA

PexBM3UT wHcnonb3yeTcst A yKa3aHMsS BHJA JIOKYMEHTa M paclojaraercs IoJ PEeKBU3UTOM
«HAaMEHOBaHUE 0011e00pa3oBaTeIbHON OpraHuzanuu». HanmeHoBaHWEe BHMJA JIOKyMEHTa HeE
yKa3bIBAa€TCsl B MUChMaX.




17. lata noxymeHTa

JlaToil nOKyMeHTa SIBISeTCS Jara e€ro NOoAmucaHus (MpHKa3, MUChMO, 3alUCKa, akT U Jp.),
YTBEp)KJCHUS (MHCTPYKLUS, TMOJOXKCHHWE, NMpPaBWIa, PETIaMeHT, IUIaH, OTYeT M Jp.), COOBITHA,
3a(hUKCUPOBAHHOTO B JIOKyMEHTE (TIPOTOKOII).

Jlata OKyMEHTa MPOCTABJISAETCS JOJDKHOCTHBIM JIMLIOM, TOJIHMCHIBAIOIIUM HJIH YTBEPKIAIOIIUM
JOKYMEHT, WIM TPH PETUCTPAllMH JOKYMEHTa, WM HEMOCPEICTBEHHO COCTABHTEIEM IIpU
MOJITOTOBKE JOKYMEHTa (cykeOHasi 3a1mcKa, 3asBICHUE U IP.).

JIOKyMEHTBI, U3JJaBa€MbI€ COBMECTHO C JIPYTMMH OpraHU3alUsIMU JOJDKHBI IMETh OJHY (EAUHYIO)
nary.

Jary nokymenTta oQopMiIsioT apaObCKuMu nrdpaMu B OCIEI0BATEIEHOCTH:

e JIeHb Mecdla, Mecdl, roa. JleHp mecana u mecsa oGOpMIISIOT IBYMs Mapamu apabCKux
uudp, pazleNeHHbBIMM TOYKOW; TOJ - YeThIppbMs apabckumMu IupamMu, HampuMmep:
01.12.2017. byksa "r" nocine udp He CTaBUTCSL.

e TIpU CIOBECHO-IU(GPOBOM crioco0e ohopMIICHHS JaThl JCHb MeCAlla YKa3bIBAETCS Mapou
apabckux uudp, roj YeThIppbMs apabCKuMu udppamu, Harpumep: 12 gexadps 2017 r.

18. PerucrpanmoHHbIi HOMEP JOKYMEHTA

PerncrpanmonHslii HOMEp JOKYMEHTA MPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOW PETUCTpaluHy,
MIPUHATOM B IIKOJIE.

PeructpaiimoHHbIii HOMep MPUCBAUBAETCS TOKYMEHTY MOCIE ero MOoANUcaHus (YTBEpKICHUS).
Ccbuika Ha perucTpallMOHHBIN HOMEpP U 1aTy JOKYMEHTa

Ccplika Ha UCXOSAIINI HOMEp U AaTy JOKYMEHTa aJipecaHTa BKIOYaeT B ce0sl perucTpaluOHHbIN
HOMEp U J1aTy TOKYMEHTa, Ha KOTOPbIH JI0JIKEH ObITh J1aH OTBET.

19. MecTto coctaBneHus (M3aHus) JOKyMEHTa
MecTo cOCTaBJICHHS WU U3JaHKs JJOKYMEHTa - "TopoJ ..." - yKa3pIBaeTcs Ha OJaHKaX MPOTOKOJIOB
1 aKTOB, COCTAaBJISIEMBIX B 00IIe00pa30BaTeIbHON OpraHU3aIliH.

20. Anpecar

B pexBusute "Anpecar" ucnonas3yrorcs o(uIiManibHbIe HAMMEHOBAHKS OPraHOB TOCYIAapPCTBEHHON
U HCIOJHUTEIBHOU BJIACTH, OPraHOB MECTHOTO CaMOYIpaBjeHHs, opraHuzanuii. Jlomyckaercs
HCI0JIb30BaTh O(PUIIMATIBHO MPUHATHIE COKpPAIICHHbIE HAMMEHOBAHMS OPraHOB rOCYIapCTBEHHOM U
WCIIOJIHUTENBHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYIPABIEHUS, OPTaHU3aLIUA.

IIpyn angpecoBaHUM JOKYMEHTa JIOJDKHOCTHOMY M YAacTHOMY JIMIY WHUIMANBI CTaBSTCS IOCIHE
hamuun.

Ipumep - Pyxosooumenio OOO «Cmpoumensvy
Damunus U.0.

PexBuzut "anmpecar" mpocTaBisieTcsl B BEpXHEH MpaBoi yacTu JOKyMeHTa (Ha OJaHKe ¢ yrJIOBBIM
pacrloyiO’)KeHUEM PpEKBH3UTOB) WM CIpaBa IOJ pPeKBU3UTaMH OiiaHka (Ipud MPOAOJIHHOM
pacroyio)kKeHUN peKkBU3UTOB OnaHka). CTpoKHM pekBU3UTa "ajpecaT" BBIPAaBHUBAIOTCS IO JIEBOMY
Kparo WIH LEHTPYIOTCS OTHOCUTENIBHO CAMOM JJIMHHOW CTPOKH.

IIpu agpecoBaHuM JOKyMeHTa 0Oe€3 YyKa3zaHHs JIOJDKHOCTHOTO JIMI[Aa HAaUMEHOBAHMs aJpecaToB
MUIIYTCS B UMEHUTEIBHOM MajieXke, Halpumep:

Opeanvl cmamucmuku 2opooa Mockewl

IIpu angpecoBaHuM [TOKyMEHTa pPYKOBOJWUTENIO OpraHM3allid HANMEHOBAaHHE JIOJDKHOCTHU
yKa3bIBaETCsl B IaTEIHHOM TaJIeXkKe, HAPUMED:

T'enepanvromy oupexmopy OOO «H30anuex

Damunus U.0.



ITouToBEBII aapeC HC YKa3bIBACTCA B AOOKYMCHTAX, HAIIPAaBJIACMbBIX B BBICIHMEC OpraHbl
FOC}’[[apCTBeHHOﬁ BJIaCTH, q)eI[epaJIBHBIe OpraHbl HMCIOJIHUTEIBHOM BIIACTH M UX TCPPUTOPHUATIBLHBIC
Oopratbl, OpraHbl FOCYI[apCTBeHHOI;'I W UCTIIOJIHUTEIIHHOM BJIACTH, IMOCTOSA MHBIM KOPPCCIIOHACHTAM.
[Tpu agpecoBaHMU MHChMa B OPraHU3aIMI0 YKa3bIBAIOT €€ HAMMEHOBAHHUE, 3aTE€M TIOUTOBBIN aJ1pec,
HarpuMep:

T'ocyoapcmeennoe  yupesxcoenue  Bcepoccuiickuti  Hayuno-uccie0o8amenbCkuii  UHCIUMYM
O0OKYMEHMOBeOeHUs U APXUBHO20 0eld
IIpogpcorosnas yn., 0.82, Mockea, 117393

[Ipu agpecoBaHum [JOKyMEHTa (PU3MUYECKOMY JIMIly YKa3bIBalOT (AMIIMIO W WHHUIIHAAIBI
IIOJTy4aTelist, 3aTeEM MTOYTOBBIN aJpec, HallpUMeD:

Ilemposy U 11
IIpouzeoocmeennas ynu., 0.5, ke.12,
2. Mocksa, 119633

PexBusut "Anpecar" He moKeH conepkarh Oosee udeTkipex aapecaroB. CrnoBo "Kommsa" mepen
BTOPBIM, TPETbHM, YETBEPTHIM ajpecaTaMu He ykasbiBaeTcs. [lpu uucne aapecaroB Goiee 4-x
COCTaBJIISIETCS CIIMCOK PACChUIKHU JIOKYMEHTA.

Ecmm AOKYMCHT OTHPaBJIACTCA B HCECKOJBKO OJHOPOJIHBIX OpFaHI/ISaHI/Iﬁ Hnin B HECKOJBKO
CTPYKTYPHBIX MOJIpa3/ieJIeHII OpraHa UCIIOIHUTEIbHON BJIACTH, TO OHU YKa3bIBalOTCs 0000IIEHHO.
[Tpumep:

Pyxosooumensm yupeocoenuii CI10

20. 'pud yTBEpKaCHMUA TOKYMEHTA

I'pud yrBepkIEeHUS TPOCTABISIETCS B INMPAaBOM BepxHEM yriry mokymeHTa. CTpPOKH pEKBU3UTA
BBIPABHUBAIOTCS TIO0 JICBOMY KpalO0 WM IEHTPUPYIOTCS OTHOCHUTEIHHO CaMOW JUTMHHOM CTPOKH.
JIOKyMEHT  yTBEep)KJIAeTcsi  JOJDKHOCTHBIM  JIMIOM  (JIOJDKHOCTHBIMH — JIMIIAMH)  WIIK
pactopsANTEIIbHBIM JOKYMEHTOM (ITOCTAaHOBJICHHEM, PEIICHUEM, ITPHUKA30M, PACTIOPSHKCHHUEM ).
[Ipu yTBepkKIeHMH JOKYMEHTa AOJHKHOCTHBIM JIMIIOM T'pU(] YTBEP)KICHHUS JODKEH COCTOATH W3
cnoa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBAHHWs JIOJDKHOCTH JIHMIA, YTBEPXKIAIOIIETO
JOKYMEHT, €0 TIOAMUCH, MHUIHAJIOB, ()aMUJIUU U 1aThl YTBEPKICHUS.

[Tpumep:

YTBEPXJ/IAFO
Lupexmop MBOY Llxona Ne 1238
U.0. Pamunusa

21. laTa

[Ipu yTBEp)KI€HNN TOKYMEHTA HECKOIBKUMHU JOHKHOCTHBIMU JIMI[AMU UX MOJINUCH PACcoJIararoTcs
Ha OJJHOM YPOBHE.

[Ipu yTBepkIE€HUU TOKyMEHTa PaCHOPSIUTENbHBIM JOKYMEHTOM TPpU( YTBEPKICHUS COCTOUT U3
cnop YTBEPXJIEH (YTBEPXJEHO, YTBEPXJIEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBaHUEM BHUJA YTBEPKIAEMOro JIOKYMEHTa, HAaUMEHOBaHUs BUJA JOKYMEHTa B
TBOPUTEIBHOM MaJI€Ke, €ro JaThl, HOMEpA.

ITpumep:

VYTBEPX/[EHO
npukazom MBOY [llkona Ne 1238



om 01.03.2020 Ne 57
22. 3aroJioBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKoe COJep)KaHue JJOKyMEHTa. 3arojioBOK K TEKCTy IpHKa3a
dopmymupyercs ¢ npeiorom "O" ("O6") u oTBedaeT Ha Bompoc "o uem?"):

e 1puka3 (0 4eM?) 0 CO3JaHUHU KOMUCCUHY;

e 1puka3 (0 yem?) 00 yTBEpK/I€HUU IITaTHOTO PACIMCAHNUS;

e 1ucHMO (0 yeM?) 0 mpeAoCcTaBICHUH HH(OPMAITUH.
3aroJIoBOK K TEKCTY 0(OpMIISIETCS IO PEKBU3UTAMU OJIaHKA CJIeBa, OT TPAHMIIBI JICBOTO TIOJISL.
HaumenoBanue (3arosioBok) OO aHHOTAIMS JOKYMEHTAa COCTABJISIETCS aBTOPOM ITPOEKTa
JOKYMEHTA.
3aroyIoBOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00BEM TIOKYMEHTA HE MPEBBIIIAET 4-5 CTPOK.

23. TekcT JIokyMeHTa
JIokyMeHTBI 00IIe00pa30BaTeIbHON OpraHU3alliil COCTABIIIOTCS HAa TOCYJIAPCTBEHHOM SI3BIKE
Poccuiickoit deaeparuu - pyccKkoMm.
TekcT MOKyMEHTa MOXKET COJEp)KaTh Pa3leibl, IMOJIPa3aeibl, MyHKTHI, MOIITYHKTHI, HYMEpPyEeMbIe
apabckumu uppamu.
B mpukasax TeKCT TOKyMEHTa U3JIararoT OT IMEPBOTO JIUIA SIMHCTBEHHOTO YUCITA (KITPUKA3BIBAIO)
B nokyMeHTaX KOJUIETHAIIBHBIX M COBEIIATEIBHBIX OpraHaXx OT TPEThEro JIMIA EAWHCTBEHHOTO
yrcia: («coOpaHue... PEIIrio)
TekcT mpoTOKOJIa W3JIaraeTcs OT TPEThEro JIMIA MHOXKECTBEHHOTO 4YHCHA  («CITyIIamy,
«BBICTYITUJINY, «ITOCTAHOBYIINY, «PEIIIHITNY),
B CcoBMeCTHBIX JOKYMEHTaX TEKCT H3JIaraloT OT TEepPBOTO JIMIAa MHOXKECTBEHHOTO YHCIIA:
(«TIpUKa3bIBAEM», «PEIIHIIN).
B nenoBbIx (Ciy:keOHBIX) MUCbMax UCIOIb3YIOTCS. (JOPMBI U3JIOKEHUS:

e OT MEPBOTO JIMIIA MHOXXECTBEHHOTO 4YHCIa («IPOCHM HAINPAaBHUThY, IPEACTABIIEM Ha

PacCMOTpPECHHEY);

e OT TpeTbero Jjuia eauHcTBeHHOTO umcia («Aamunuctpanus OV Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TMEpBOr0 JHIA EIUHCTBEHHOIO YHcia («CUUTAl0 HEOOXOIMMBIM», «Ipeyiaraio
PaccMOTPETHY).

[Ipu ynotpebaeHuu B TeKcTe (paMuUIuil TMI MHULMAJIBI YKa3bIBAIOTCS MOcie (haMIINU.
B nenoBbIx (Ciy:keOHBIX) MUCbMax MOTYT MCIOJIb30BaThCS:
e BCTYyNHUTEJIbHOE OOpalleHue:
Yeaowcaemwiii 2cocnooun Heanog!
Yeaoscaemas cocnoorca [lemposa!
Yeaocaemviii Huxonati [lempoeuu!
Yeaoicaemasn Onvea Huxonaesna!
Veaowcaemvie cocnooa!

B oOpamiennu 1o A0KHOCTM HauMEHOBAHHME AOJDKHOCTH IHINETCS C MPOMHUCHON OYKBBI, B
oOparteHnu 1o (haMUINM UHULIMATBI I HE YKA3bIBAIOTCS.

e 3aKIIIOYUTENIbHAS dTUKETHas ¢pasa:
C ysaoicenuenm, ...

CrpaHuIpl 10KyMEHTa HyMEpPYIOTCS, HAUMHAasi CO BTOPOTO JIUCTA JOKYMEHTa apaOCKUMHU Iu(pamu
MIOCEPEVHE BEPXHETO MOJIA.

TekcT noKyMeHTa OTHeNsieTcs OT 3aroJIoBKa JBYMsI MM TPEMS MEXKIYCTPOUYHBIMH MHTEpPBaJIaMU
UCIIOJIb3YEMBIMU B TEKCTE.

24. OTMeTKAa 0 IIPWIOKEHUH




OTMeTKa O TNPWIOKEHHH HCIOJIB3YEeTCS NMPU OPOPMIICHHM MHCEM U TNPHIOKEHHH K IJIaHaMm,
[IporpaMMam, OT4eTaM, IOJI0KEHUAM, IIPAaBUIIaM, MHCTPYKLIMAM U JPYTUM

JOKYMEHTaM.

B nucemax oTMeTKa 0 MPHIOKEHUH 0(OPMIISETCS MO TEKCTOM MUChbMa Ha paccTosHuM 1,25 cM oT
TPAHMLBI JIEBOTO IOJIs. ECiM IpuiIoKeHUE HAa3BaHO B TEKCTE IIMCbMA, B OTMETKE O IPHWIOKEHUHU
YKa3bIBa€TCsl KOJIUYECTBO JIMCTOB ¥ KOJIMYECTBO IK3EMILIAPOB MPUIIOKECHUS, HAIIPUMED:

Ipunoocenue: na 3 1. 6 1 7x3.
[Ipy HanWuMu HECKOJBKUX TNPHIOKEHUH, B OTMETKE O TMPWIOKCHHH OHH HYMEpPYIOTCS,

YKa3bIBAIOTCS HAUMEHOBAHMS KAXKJIOTO TMPUIIOKECHHS, KOJUYECTBO JIMCTOB W  KOJIMYECTBO
AK3EMIUISIPOB, HATIPUMED:

Ipunoscenue:
1. Inan-epagux ... na 3 1. 6 2 9k3.
2. Cnpaska o noomeepicoenuu gpakma ooyuenus... Ha 1 1. 6 1 3x3.

Ecnu mpunosxeHust cOpoIItopoBaHbl, TO KOJIMYECTBO JINICTOB HE yKa3biBaeTcs. Ecnu mpumoxenue
HaIpaBJISIOT HE BO BCE YKa3aHHBIE B IOKYMEHTE aJpeca, TO OTMETKY O €ro HAIW4YUU O(OPMIISIOT
CIIEYIOIUM 00pa3oM, HalpuMep:

Ipunoosicenue: na 3 1. 6 1 3k3. moabKo 8 nepawiii aopec.

Ha npunoxeHusix K mpaBuiaM, MHCTPYKLHUSAM, MOJIOKEHUSAM, IUIaHaM, IIporpaMMmam, J1I0roBopaMm U
JIPYTUM JTIOKyMEHTaM OTMETKa O MPHJIOKEHHUU IMPOCTABJISETCS HA MEPBOM JIUCTE MPUIIOKEHHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnu nmpunoxxenue oaHO, OHO HEe HymepyeTcs. Eciau mpusiokeHuil HECKOJIBKO, OHU HYMEPYIOTCS
(mputoxxenue 1, mpunoxeHue 2).

B Tekcre mokymeHTa mpH MEpBOM YIIOMUHAHUM JOKYMEHTA-TPUJIOKEHHUSI B CKOOKAaX YKa3bIBaeTCs:
... (mpunoxenue) uny ... (mpuioxkeHue 1); mepen HOMEPOM MPHIIOKEHUS TOMYCKAETCS CTABUTh
3HaK HOMepa: ... (mprmtokeHue N 2);

B oTMeTrke o MmpuiIoKeHUH yKa3bIBAaeTCs HAUMEHOBAHHE BUIAa OCHOBHOIO JIOKYMEHTA, €ro jara u
HOMeEp, HarpuMep:

Ipunoowcenue N° 2 k npukazy MBOY [llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunokeHneM K JOKYMEHTY (Hampumep, K MpUKazy) SBISETCS YTBEp)KIAeMblid JOKYMEHT,
(momnoskeHue, MpaBuiia, WHCTPYKIUS, PErJIaMEHT W JIp.) B BEPXHEM IPABOM YIIIy MPOCTABISIETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKIACHHS, HAIPUMED:

Ipunooicenue
YTBEPK/[EHO
npuxazom MBOY Llxona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzura "OTMeTKa O MPUIOKEHUU" JOJDKEH COOTBETCTBOBATh BUAY U
pa3mepy mpu@Ta TeKcTa JOKyMEHTA.

25. I'pud corytacoBaHus JOKYMEHTA
I'pud cornacoBaHust JOKyMEHTa UCTHOIB3YeTCS MPU COTJIACOBAHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMyd WK JOKHOCTHbIMU Jmnamu. OH coctout u3 cioa “COIJTACOBAHO”,




JOJDKHOCTH JIMIA, KOTOPBIM COIJIACOBAaH JIOKYMEHT (BKJIIOYas HAMMEHOBAHME OpraHU3alMH),
JUYHOW MOJMUCH, paciin(POBKU NOANHUCH (MHUAIIMAJIOB, ()aMIIIMH) U 1aThl COTJIACOBAHMUSL.

IIpumep:

COIJIACOBAHO

Lupexmop MBOY Ilxona Ne 1238
U.U. Heanos

01.12.2017

I'pud cornacoBaHus B 3aBUCHMOCTU OT BUJIa IOKYMEHTA U OCOOCHHOCTEH ero 0popMIICHNS MOKET
IOIPOCTABJIIATHCA:

e Ha MEpPBOM JIMCTE JAOKYMEHTa (€CIM JOKYMEHT MMEET TUTYJbHBIN JIUCT, - Ha TUTYJIbHOM
JIUCTE) B JIEBOM BEPXHEM YIJly Ha ypoBHE Irpuda yTBEpXkACHUS WU M0J HaUMEHOBAaHUEM
JOKyMEHTa OJIMKe K HIYKHEMY TI0JII0);

e Ha IOCJEIHEM JIUCTE JOKYMEHTA MOJ TEKCTOM;

e Ha JIMCTE COIJIaCOBAHMsI, SIBIISIOIIEMCS HEOThEMIIEMON YacThIO JOKYMEHTA.

BHemHee coriacoBaHHe TakKe€ MOKET ObITh OCYIIECTBJIEHO JAPYTUM JOKYMEHTOM - IHCBMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Tpumep:

COITTACOBAHO npuxazom /]O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MpoeKTa TOKyMeHTa 0(OPMIISIECTCS BU30M.

Buza npocraBnsiercs COOCTBEHHOPYYHO JIMILIOM, BU3HMPYIOUIUM IOKYMEHT, M BKJIIOYAaeT B cels
HAauMEHOBaHWE JOJHKHOCTH BHU3UPYIOUIETO, €ro JHMYHYI0 MOJNUCh, pacliu@poBKy MOANUCU
(mHUTIMANTBL, (HAMIIIAIO) U JIATY.

[Tpumep:

3amecmumens oupekmopa
U 0. ©amunus
03.04.2020

HOHYCKaeTCH IMOJIMCTHOC BU3UPOBAHUE JOKYMEHTA U €TI0 HpHJ’IO)KGHPIﬁ.

HpI/I HaIn4ynu 3aMeanHﬁ, ,I[OHOJ'IHGHI/Iﬁ K IPOCKTYy HAOKYMCHTa BH3a  JOIIOJIHACTCA
COOTBCTCTBYIOIIIUM YKA3aHUECM.

HJ'ISI AOKYMCHTA, MNOIJIMHHHUK KOTOPOTrO OTIIPABJIAIOT M3 IHKOJbI, BHU3bl IPOCTABJIAIOTCA Ha
IK3EMIIIIPAX JOKYMCHTOB, IIOMCHIAEMBIX B JICJIO.

HJ'ISI AOKYMCHTA, NMOJIMHHHUK KOTOPOI'0 OCTACTCA B IIKOJIC, BU3bI COTIACOBAHUA IMMPOCTABIISIFOTCA Ha
o6op0Te MOCJICOHCIO JINCTA NMOMIMHHUKA JOKYMCHTA HJIM Ha IMOCICAHCM JIMCTC HNOKYMCHTA IIOJ
IO AITHUCHIO.

27. Iloanuck
[Toamucy BKIIOYAET: HAUMEHOBAaHUE JOJDKHOCTH JIMIA, TMOMAIMHUCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYYHYIO HONKCh; PACIIM(PPOBKY NOIUCH (MHULMAIIBI, (haMUIIHS):
ITpumep:

Jupexmop nuunas noonuce U.0. @amunus

Ecau HAOKYMCHT O(I)OPMJ'ICH HC Ha 6J'IaHKe, B HAMMCHOBAHHC JOJDKHOCTH BKIIOYACTCA
HanMCHOBAHHUC O6m€06pa30BaTCJIBHOI>'I OpraHusanuvu (HOHHOG Ha3BaHHC I_HI(OJ'IBI). I[OHYCKaCTCSI B



pexkBusute "[loanuck MOBKHOCTHOrO Juna" IEHTPUPOBATH HAMMEHOBAHUE JOJDKHOCTH JIMIIA,
MOJIMTUCABIIET0 JOKYMEHT, OTHOCUTEIHHO CaMOM JJIMHHOW CTPOKH.

[Ipn moamucaHuu TOKyMEHTa HECKOJIBKUMH JOKHOCTHBIMU JIMIAMHU Pa3HBIX JIOJHKHOCTEM HX
MOJIITUCH PacroJiaraloT OJHY IOJ JPYrod B MOCIEI0BATEILHOCTH, COOTBETCTBYIOUIEH HepapXuu
3aHMMAaeMOH TOJDKHOCTH.

[Ipumep:

Jupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa auunas noonucey U.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJBKMMH JIMI[AMH PaBHbIX JOJDKHOCTEH MX MOJANUCH
pacronararoT Ha OJJHOM YPOBHE.

B noxymMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, YKa3bIBa€TCs CTATYC JIMIIA B COCTaBE KOMUCCHUU!
MIPOCTaBJIEHUEM KOCOM 4YepThl Mepe]l HauMEHOBAaHUEM JIOJDKHOCTU ([I00aBisATh Kakue- JH00
MIPUCTABKN).

Ecnm nupexkrop Wi HMHOE YIOJHOMOYEHHOE Ha IOAIMCAaHWE JOKYMEHTa JMIO BPEMEHHO
OTCYTCTBYeT (OTITyCK, OOJIe3Hb, KOMaHIMPOBKA) WM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
IIOJNUCBHIBAET  COTPYJHUK,  YIOJTHOMOYEHHBII Ha  MOJNUCAaHHE B  COOTBETCTBHH  C
pacopsIANTENBHBIM TOKYMEHTOM WJIM HAJEJIECHHBIN MOJHOMOYMIMH, YCTAHOBICHHBIMU IPUKAa30M
urkoutbl Wi yupeautens ({OrM), ¢ ykazanuem cBoel JOKHOCTH U IOJTHOMOYHS, HallpUMep:

3amecmumens oupexmopa noonuce U.0. amunus

WIH:

Ucnonnsarowuti obszannocmu oupekmopa noonucwy U.0. @amunus
Wi

u.o. oupekmopa noonucv 1U.0. @amunus

PexBusut "lloanmucek AOMKHOCTHOTO JHIA" MOXKET OBITh O0(OPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANUCAHUU CIY)KeOHOW 3amucku 0e3 NpPUMEHEHHUS TEXHHUYECKUX
CpeaCTB) MO0 OPOPMIIEH C UCTIOIH30BAaHUEM TEXHUUECKUX CPEJCTB.

B cinydae odopmienus pekBuszura "lloanmuck JOMKHOCTHOTO JMIA" C  HCIOJIB30BAHHEM
TEXHUYECKUX CPEICTB BUJA U pa3Mep LIpU(Ta YKa3aHHOTO PEKBU3UTAa HE MOXKET OTJIMYAThCS OT
BHJIa M pa3Mepa MmpUQTa OCHOBHOTO TEKCTa TIOKYMEHTA.

PexBusutr "lloanmuck MOMKHOCTHOTO JMIA" OTHENAETCS OT TEKCTa TpemMs WIH YEeThIPbMS
OJIMHAPHBIMU MEXKTyCTPOUYHBIMU HHTEPBAIAMHU.

28. Ileuath

[ledats sBHSETCA CrIOCOOOM HOATBEPXKAEHHUS MOUIMHHOCTH MOINUCH JOJDKHOCTHOIO JIMIIA Ha
nokyMmeHTte. Iledars craBUTCS Ha JOKYMEHTAaX B CiaydasX, NPEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WJIM UHBIMU HOPMATHBHBIMH IIPAaBOBBIMH aKTAMHU.

[ledaTh craBUTCS Ha CBOOOJHOM OT TEKCTAa MeECTE, MpPU ATOM OTTUCK Ie4YaTh HE 3aXBaThIBAET
JMYHOW TMOJMUCH JIOJDKHOCTHOTO JIMIA MOAINMKCABILEro JOKYMEHT, WJIM B MecTe, 0003Hau€HHOM
«MII» («Mecto meqatuny).

B noxymeHTax, MOArOTOBJICHHBIX Ha OCHOBE YHU(DUIIMPOBAHHBIX (OPM, MeUaTh CTABUTCS B MECTE,
o0o3HaueHHOM oTMeTKoi "MII" unu uHBIM 00pa3oM.

29. OTMeTKa 00 UCIIOJHHUTEIIE

OtmeTka 00 wucmonHUTENE (aBTOPE) MOKYMEHTa IMPOCTaBISETCS HA MUChbMaxX IIKOJBI B JIEBOM
HUKHEM YTIY JTUIEBON CTOPOHBI MOCEIHEro JUCTa JOKYMEHTa OT TPAHMIIBI JIEBOTO TOJIS WIIH, TIPH
OTCYTCTBHH MECTa, - Ha 000POTHON CTOPOHE BHU3Y CIIEBA.




OTMerka BKIIOYAeT (aMHIUIO, UMs, OTYECTBO WCIOJHHUTENS M HOMEp ero TeieoHa, a TakkKe
OTMETKA 00 HCIIOJHHUTEIE MOKET JONOJHATECA HAUMCHOBAHHUEM JOJDKHOCTH W JJICKTPOHHBIM
aZIpeCcOM HCIIOJIHUTEIIA.

IIpumep:

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

30. OT™MeTKa 0 3aBEPEHUH KOIIUH

JUig mOATBEPKIAEHUSI COOTBETCTBUSI KOMM (BBIIMCKH U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCIIEIHEM JIUCTE KOTMHWHU (BBIMMCKU W3 JOKyMeHTa) moj pekBusutoMm "lloamuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUN KOTTHI.

OTmeTka O 3aBepeHUM KOMNMM BKIJIIOYAeT: clIoBO «BepHO», HanMeHOBaHHE JIOJKHOCTH JIMILA,
3aBEpUBILIEr0 KOIHUIO, COOCTBEHHOPYYHYIO NOJINHUCH, pacliupoBKy MOANUCH (MHULIKAIBI,
(bamuinio), 1aTy 3aBEpeHMsI KOMUU JOKYMEHTA.

PexBm3utr «OTMeTKa O 3aBEepeHHH KOMUU» MOXKET ObITh O(GOopMIIeHa OT PYKH WIH C
UCIO0JIb30BAHMEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaX bl JTUCT MHOTOCTPAHWUYHON KOIIMU JOKYMEHTA.

31. OTMeTKa 0 MOCTYIICHHH JOKYMEHTA

OTMeTKa O MOCTYIUIEHUH JOKYMEHTa COJIEPKUT BXOJAIIWNA PETUCTPALMOHHBIA HOMEp M JaTy
IIOCTYIUIEHUs JTOKYMEHTa. JloImycKaeTcsi yka3aHHWE 4YacOB M MHMHYT ITOCTYIUIEHUs JIOKYMEHTa C
3aBEPEHUEM NOANUCIMH 3aNHTEPECOBAHHBIX JIMLI.

OTMmeTKa 0 MOCTYIUIEHUU JOKYMEHTA MOXKET IMPOCTABIIATHCS C UCIOJIB30BAHUEM LITAMIIA.

32. Pezoaronus
Pesommonust ConepUT yKazaHWE MO0 HMCIOJTHEHHIO JokyMeHTa. OHa odopmiisieTcss Ha CBOOOTHOM

MecTe pabouero moJjs JOKyMEHTa.

Pesosmrorus Brimrovaet B ce0si: pamMuimiio, MHUITAAIBI UCTIOJTHUTEIS (UCTIOTHUTENCH), TOPYICHHE TI0
JOKYMEHTY, TIOJITUCh aBTOpa PE30JIIOIUH U ATy O(POPMIICHHS PE30ITFOIIHH.

Pesosnronus, Mo yCMOTPEHHIO JIMIA, JAIOMIETO MOPYYCHUE, MOXKET BKIFOUATh B CeOsl TaKKe CPOK
WCTIOJIHCHUS JIOKYMEHTA.
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