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/HazapoBa A.D.

paciundpoBKka Nojnucu

[Ipencenarens

MOANUCH

Hucrpykuus
10 JeJIONPOH3BOACTBY
TMK YO «/JAyaunckas mkoJa Ne3»

1. O6mme 1moJ10KEeHU

1.1. Hacrosimas MHCTpyKIMs 110 JENOMPOM3BOJCTBY B IIKOJE paspaboTaHa B COOTBETCTBHH C
DeiepanbHBIM 3aK0HOM 0T 29.12.2012 Ne 273-@3 "O6 obpasosanuu B Poccuiickoii Oezepauun’ ¢
m3MeHeHusamHu Ha 8 mekabpa 2020 roma, 'OCT P 7.0.97-2016 «Cucrema craHAapToB IO
uHpopMaluy, OMOIMOTCYHOMY M H3JaTelbckoMy Jely, «OpraHu3aldOHHO-paCcHOpsAIHTE/IbHAs
nokyMmeHTanms.  TpeGopamus K ODOPMIICHHIO — JOKYMEHTOB», &  TaKke  YCTaBOM
06111e00pa30BaTeIbHOM OpraHU3ali | APYTHME HOPMATHBHBIMH ITPABOBBIMH akTamy Poccuiickoi
desepanuy, peraaMEeHTUPYIOIUMHA JeSTENBHOCTE 0011e00pa3oBaTebHbIX OPraHu3aLMH.

1.2. Jlannas VIHCTpYKIHMS TO JEJONPOU3BOACTBY B miKone (ramee - MucTpykums) obo3Hadaet
NpaBWia MOATOTOBKH © OGOPMICHHS JOKYMEHTOB B OO0IICOOpa3oBaTeIbHOM OpraHU3allkiH,
OnpejeNsieT CTaHaapThl 0QOPMICHHS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABJICHUS MPUKA30B,
MOJIOKEHUH MHCTPYKIMHA, a TaKKe periaaMeHTHpyeT GOpPMHPOBAaHUE JIell U UX TEKYyIIee XPaHCHHE,
[IO/I'OTOBKY JOKYMEHTOB M JIeJ K Tepefade Ha apXMBHOE XpaHEHHE B 00lIeoOpasoBaTeIbHOM
OpraHu3aIyy.

1.3. IHCTPYKIWS 1O JeI0NPOU3BOICTBY pa3paboTaHa B Le/ISX YCTAHOB/IEHUS eMHBIX TPEOOBAHHH
K TOATOTOBKE, 0OpabOTKe, XPAHEHWIO ¥ HCIOJIb30BAHMIO O00pa3yIOUMXCsl B JIEATEILHOCTH
06111e00pa30BaTEbHON  OpraHM3allii ¥ IIOCTYNAMOIIMX B IIKOJNY JOKYMEHTOB, a TaKKe
COBEpIIEHCTBOBAHHUS M TOBBIIEHUS )(EKTHBHOCTH AENONPOM3BOJICTBA 00IIe00pa3oBaATCIBHOM
OpraHu3aIu.

1.4. Tlonoxenuss VHCTPYKIMH pacmpOCTPAHSIOTCS HA OpraHH3aliio paboThl ¢ JOKYMEHTaMH
HE3aBHCHMO OT BHJA HOCHTENS, B TOM 4YHCIE C 3JIEKTPOHHBIMH JOKYMCHTaMH, BKIIOYas
TIOJITOTOBKY, 00palOTKy, XpaHeHHEe M HCIOIb30BaHHE [OKYMEHTOB, OCYMIECTBIIACMBIMH C
[IOMOIIBIO0 HH(POPMALMOHHBIX TEXHOJIOTH.

1.5. Opranusanuioo, METOJMYECKOe DPYKOBOJCTBO, COBEPIICHCTBOBAHHE JEJIONPOM3BOJACTBA H
KOHTPOITb 3a COOMOIeHreM HacTosIei VHCTPYKIMH B 1IKOJIE OCYIIECTBIISICT OTBETCTBEHHBIH 32
BEJICHUE JIEJIONPOU3BOICTBA.

1.6. Tlpaa u 06s3aHHOCTH pPaOOTHHUKOB, OCYIIECTBJIAIONMX pAdOTy ¢ JIOKYMEHTaMM B
CTPYKTYPHBIX  [OZpa3/iejeHusIx  00IeoOpa3oBaTeibHOW  OpraHH3alliM, — yCTaHAB/IMBAIOTCS
JOKHOCTHBIMH HHCTPYKITHSIMU HUIM IIPHKA30M JUPEKTOpa.

1.7. CaejieHusi, cojiepKalyuecs B JOKyMEHTaX, MOTYT OBITh HCHOIB30BaHbI TOJIBKO B pabOUMX
[eJISX B COOTBETCTBHH C IOJHOMOUMSMH COTPYAHHKa, pabOTaoIIero ¢ JoKyMmeHTamu. Padora ¢



JOKYMEHTaMHU BHE IOMEIICHUH IIKOJbl He Jomyckaercs. [Ipu yrpaTe HOKYMEHTOB MPOBOAUTCS
clry>keOHast IpoOBEpKa.

1.8. Ilpu yxome B OTIyCK, IepeBoje (MEpeMEIIeHHH) Mo paboTe WM B Ciydac YBOJbHEHUS
COTPYAHUK O00s3aH TMepeaaTb BCE HAXOIIIMECS y HEro JOKYMEHTBI HWHOMY COTPYIHHKY,
ornpeAeIEHHOMY B COOTBETCTBUM C YKa3aHHEM HEMOCPEIACTBEHHOI'O PYKOBOAMTENS YBOJIbHIEMOIO,
YXOZSIIET0 B OTIYCK WJIM MEPEBOSIIETOCs (IIepeMeIiaeMoro) rno pabore COTpyaHHKa.

1.9. UncTpykuus o6s13aTenbHa Uit COOII0ICHNS BceMU paOOTHUKAaMU IIKOJIbl. BHOBB MpUHSATHIE HA
paboTy COTPYIHHMKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOAWT BEJICHHE JOKYMEHTAINH, B
TedeHue TpEX pabouyux AHEH co JHS U3AaHMs MPUKa3a O HA3HAYEHUU Ha JOJIKHOCTh JOJIKHBI OBITH
O3HAaKOMJIECHBI C HacTosend MHCTpyKuen o MOAIHUCS.

2. IlpaBujia noaAroToBKU U 0opMiIeHUsI TOKYMEHTOB

2.1. B 1eqrenbHOCTH MIKOJNBI CO3JAETCS KOMIUICKC OPraHU3allMOHHO PaCHOPSIUTEIBHBIX
AOKYMCHTOB: IPHUKa3bl, IMOJOXKCHUSA, IIpaBUJid, HHCTPYKIHUU, PCTIAMCHTLI; IIPOTOKOJIbI 3aC€I[aHPIﬁ
(coBemaTeNpHBIX, KOOPAMHALMOHHBIX, SKCHEPTHBIX W Jp. OPraHOB), AaKThl, AHAJTUTHYCCKHE
CIIpaBKH, OOKJIAJIHBIC H CJ'IY)KC6HBIG 3alMMCKHU, JOTOBOPLI (KOHTpaKTI)I, COFJIaHIeHI/Iﬂ), JeJ10BadA
(cmyxeOHasi) mepenmucka M Jp. COCTABISAIOTCA W O(QOPMIIIOTCS CHENHANbHBIE JOKYMEHTHI,
CBSI3aHHBIE C  IUIAHUPOBAaHHMEM  OOpPA30BATEJIBHOW  JESTENBHOCTH M OCYIIECTBIECHHEM
XO3SHCTBEHHBIX MEPONPUITHIH, BeACHUEM Y4eOHO-IIEAarorn4eckoro yd4era, OpraHH3aluei
JIeTIOTIPOM3BOACTBA 0011e00pa30BaTEILHON OpraHn3allii, 00ecrieueHHeM OyXTaJTepCKOTo yueTa.
2.2. JIoOKyMEHTBI MOTYT CO3/aBaTbCsi Ha OyMaKHOM HOCHTENIE M B DIEKTPOHHOU (opme ¢
COOJIIOJICHHEM YCTAHOBIICHHBIX TpaBWiI 0(OpMIIEHUST JOKYMEHTOB. Ilpu co3maHum NOKyMmMeHTa Ha
IBYX M 00Jiee CTpaHUIIaX BTOPYIO H MOCIEAYIOINE CTPAHHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTaBISIOTCS MOCEPEINHE BEPXHETO MO JOKYMEHTa Ha PACCTOSTHHH HE
menee 10 MM oT BepxHero Kkpas nucra. JlomyckaeTcs co3iaHHe JOKYMEHTOB Ha JIUIIEBOH H
00OpOTHOM CTOPOHAX JIUCTA.

2.4. lpu 1ByCTOPOHHEM CO3/IaHHH JIOKYMEHTOB IIUPUHA JIEBOTO IOJISl HA JMLEBOW CTOPOHE JIUCTA
Y TIPABOTO TOJIS1 HA 00OPOTHON CTOPOHE JIMCTA JIOJKHBI OBITH PABHEI.

3. PekBHM3UTHI JOKYMEHTOB
3.1. Jlns peKkBU3WTOB JOKYMEHTOB, CO3[aBaeMBIX B 0OIIC0Opa30BaTENbHON OpraHU3alNH
yCTaHaBJIMBAIOTCS TpaBuiia U TpeboBanus B coorBercTBuu ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO IOKYMEHTA OTPENENISETCS er0 BUIOM U Ha3HAYCHHEM.
3.3. Ilpu moarotoBke u OGOPMICHUU JTOKYMEHTOB B INKOJIE HCIONB3YIOTCS CIEIYIOIIHe
PEKBHU3HTHL:

e Ko (OpMBI JOKYMEHTA;

e HaMMEHOBaHHE IIKOJIBL;

e  CIPaBOYHBIC JAHHBIC O LIKOJIC;

e HaMMEHOBaHHE BUJA IOKYMEHTA;

e JaTa JOKYMEHTa;

e  PETUCTPALMOHHBII HOMEP TOKYMEHTa;

e CCBUIKA Ha PETHCTPAI[MOHHBII HOMEP U JaTy JOKYMEHTa;

e MECTO COCTaBIICHHS (M3JIaHUs1) JOKYMEHTA;

e ajpecar;

e rpud YTBEPKACHUS JOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKA O MPUJIOKECHHH;

e rpud cornacoBaHus JOKyMEHTa;

e BH33;

e IIOJIIHCE;

e OTMETKa 00 3JIeKTPOHHOM MOAINUCH;



e IICYATh;

e OTMETKa 00 MCIIOJHUTENE;

e OTMETKA O 3aBEPCHHH KOITUH;

e OTMETKA O MOCTYIJICHUH IOKYMEHTA;
e PE30JIOLIHS.

4. BJaHKH T0KYMEHTOB
4.1. JIokyMeHTEHI, cO3/laBaeMbIe B 00II€00pa30BaTEIbHON OpraHu3aIui, 0hOPMIISIOTCS Ha OJlaHKaX,
M3TOTOBJICHHBIX Ha CTAHAAPTHHIX JIucTax Oymaru opmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaOJMIIBI, CXEMBI, CMEThI) JIONyCKaerca O(QOpMIATh C
ucrionb3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTABJISIONIME BHYTPEHHIOO
MEepenucKy, OQOPMIISIOTCS Ha CTAaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) 6e3
UCIOJIb30BaHUs OJIAHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, oopMIICHHBIH Ha OjaHke Wiy 0e3 Hero, J0JKeH MMETh IOJs He
MeEHee:

e 20 MM - I€BOC;

e 10 MM - mpaBoe;

e 20 MM - BepxHee;
20 MM - HUXKHEe.
4.3. JlokymeHTHl JuMTeNnbHBIX (cBbime 10 JeT) cpoKOB XpaHEHUs AOJDKHBI UMETH JIEBOE IIOJIE HE
Menee 30 Mm.
4.4. Buzpl 6J1aHKOB JOKYMEHTOB IMMPUMEHSIEMBIX B IIIKOJIE:

e 00IIMI ONAHK;

e 0JaHK IHCHMa;

e OJlaHK KOHKPETHOrO BHJAa JOKyMeHTa (ONlaHK MpuKa3a, OJNAaHK pacHopshKeHHs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3paOOTaHHBIX W TPUMEHSEMBIX B IIKOJE OJAHKOB IOJJICKAT BKIIOUCHHUIO B
WHCTPYKIIHIO IO JIEJIOTIPOU3BOCTBY 001€00pa30BaTeIbHOW OPraHN3alliK B KAUECTBE MPHUIIOKCHUN
(mpunoxxenue 3 Ha 3 nUCTaXx).

5. Ilpuka3spl

5.1. Ilpukazamu odopmistOTCS pELIEHUs 10 ONEPATUBHBIM, OPraHU3ALUOHHBIM, YYE€OHBIM,
KaJpOBBIM (TIpHIIO’KeHHe 2 Ha 9 ucTax) U ApyruM BonpocaM padoThl HIKOJIBL.

5.2. TIpoekTel TNpPHKA30B TOTOBST OTBETCTBEHHBIC WCIOJIHUTENNM HA OCHOBAHWU MOPYYCHHUI
JUPEKTOpa, ero 3aMectuTenel. IIpoekTel MpUKa30B MO JMYHOMY COCTaBY TOTOBUT CHELHUAINCT IO
KaJlpaMm.

5.3. B mpuKka3ax TEKCT U3jaraetcs ot mepBoro juia equactseHnoro uncia («[IPUKA3BIBAIOY).
5.4. Tekcr mnpukasa MOXKET COCTOATH M3 JBYX 4YacTeil: KOHcTatupyroued (mpeamOyibl) u
paciopsANTEIbHON.

5.5. B koHcTaTupyromei YacTh KpaTKO H3JIaraloTcs Ielu H 3amadyd, (GakTbl U COOBITHS,
MIOCITY’)KUBILIME OCHOBAaHUEM Ul M3JaHMs npuka3a. OHa MOXKET HauMHAThesA cioBamu "B nemsax",
"B coorBerctBun", "Bo ucnonnenwe", u T.0. Ecnm mpukas u3gaeTcs Ha OCHOBaHUU JPYroro
JOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBA€TCsl HAUMEHOBAHUE 3TOT0 TOKYMEHTA, €ro Aara,
HOMep U 3aroyioBok. [IpeamOyna B nmpoekTax nmpuka3oB 3aBepiuaetcs cioBoM «[IPUKA3BIBAIOy,
KOTOpOE MeyaTaeTcs 3arJlaBHbIMA OyKBaMHU.

5.6. PacmiopsmuTenbHast 4acTh OJDKHA COJAEPIKATh MEPEUUCIICHUE MPEIIICHIBAEMBIX JCHCTBUHA C
yKa3aHHEM HCIIOJIHUTENS KaKJOro JEHCTBHS M, HpPU HEOOXOJUMOCTH, CPOKOB HCIIOJHEHHMS.
PacniopsimuTenbHas 4acTh JENUTCS Ha MYyHKTHl U MOJAMYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uudpamu. [leiicTBUS 0OJHOPOAHOTO XapaKTepa MOTYT ObITh MEPEUHCIICHBI B OJTHOM ITYHKTE.

5.7. B kadecTBe HUCHOJHUTENEW YKa3bIBAIOTCS 3aMECTUTENIM IUPEKTOpa, MpelacedaTresnud Win
PYKOBOJIUTENHU pabouux rpymni (KOMUCCH).



5.8. Eciii nmpuka3 u3MeHseT paHee U3JaHHbINH JOKYMEHT (ITYHKTBI JJOKYMEHTA), TO OJWH U3 MMyHKTOB
pacnopsiANTENIbHON YaCTH TEKCTa JIOJKEH COJIEPkKATh CChUIKY Ha U3MEHSEMBIN JOKYMEHT (ITyHKTbI
JOKYMEHTA) C YKa3aHHUEM €ro JIaThl, HOMepa U 3arojoBKa.

5.9. Ecnu mpukaz OTMEHSIET JCHCTBHE paHee W3IaHHOTO JOKYMEHTa (IYHKTOB IOKYMEHTa) C
OTIpeIeNIEHHOM aThl, TO OJUH U3 IIYHKTOB PACHOPAIUTEIBHON YaCTU TEKCTa JOJDKEH HAaYMHAThCS
cinoBamu "l[lpusHath yTpaTHBIIMM CHIly...", Jajgee yKa3bIBaThbCs JlaTa, HOMEP M 3arojOBOK paHee
W3JIaHHOTO JTOKyMEHTa (IMyHKTa JOKYMEHTA), a TaKXke JaTa, ¢ KOTOPO OTMEHSETCS ero AeHCTBHE.
Ecin narta He yka3zaHa, TO JAEWCTBUE paHEE U3JAHHOIO JIOKYMEHTa (IIyHKTBHI JIOKyMEHTA)
OTMEHSETCS C J1aThl M3/1aHUs HOBOTO MPHKAa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JaHHs, TO OAMH U3 TyHKTOB
pacnopsiAUTENIbHOM 4acTH TEKCTa JOJDKEH HAuMHAThCs cioBamMM "OTMEHUTH..." M yKa3bIBATHCS
JlaTa, HOMEpP U 3aroJIOBOK PaHEE U3JIaHHOIO IOKYMEHTA.

5.11. Ecnu mpuka3 mpeanoyiaraeTcs BBECTU B JICHCTBUE HE ¢ MOMEHTA €ro M3/1aHus, He0OXOAHUMO
yKa3aTb CPOK BBEACHHMS €ro B AciicTBue. IlociieHMH NyHKT pacropsIUTEIbHOM 4YacTH MOXKET
COJIepKaTh CBEACHHS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIaracTcsi KOHTPOJb 32 MCIIOIHEHUEM
MIpHUKa3a.

5.13. Ilpukaspl MOAMKMCHIBAIOTCS TOJILKO JHPEKTOPOM 00IIe00pa3oBaTeNbHON OpraHU3alii WIN
pabOTHHUKOM, HMCIOJHSIOMNM €ro 00sM3aHHOCTH. BHM3Y TOJ MOANMMCHIO JUPEKTOpa YKa3bIBAeTCS
@®.1.0. , 1omKHOCTh U HOMep TeledoHa aBTOpa MPOEKTa MpHUKa3a.

5.14. OTBETCTBEHHOCTh 3a O0OECIEUEHUE CBOEBPEMEHHOM U KA4ECTBEHHOH MOATOTOBKHU MPOEKTOB
MPUKA30B U HMX COTJIACOBAHHME C 3aWHTEPECOBAHHBIMU DPAOOTHUKAMHM M OPTaHHU3AIUSIMH HECYT
aBTOpBI [TPOEKTA MIPUKA3a.

5.15. PerucrpanuioHHble HOMEpa MPUCBAWBAIOTCS MpPHKa3aM IO MOPSAIKY HOMEPOB B Ipelenax
KaJIEHAapHOTO rojia.

5.16. Jlata peructpauuu npukasa sBJIseTCs 1aTOH ero moAM1ucaHusl.

6. IlpaBunJia, no/10keHUsI, HHCTPYKIUH

6.1. IIpaBuia — HOPMATHUBHBIA aKT, ONPEACISIONINNA MOPSAIOK KaKOTO-THOO0 BHIA JCSITEIBHOCTH,
YCTaHABIUBAOIIMN WM 3alIpELAOUN OIPEIEICHHOE IOBEACHHE.

6.2. [TonoxxeHe — HOPMATUBHBIN aKT, AETAITBHO PErIaMEHTUPYIOIINN MTPABOBOM CTATYC, OPSIO0K
OpraHu3alMK U NPOLESYpY KaKOro-a11u0o BUJIa 1A TEIbHOCTH.

6.3. MHCTpYyKIIMST — HOPMATHBHBIN aKT, W3JaBa€MbIii B IENSAX PA3bIACHEHHS M OINpPEICICHUS
nopsiika MPUMEHEHHs COOTBETCTBYIOLIET0 HOPMATUBHOIO akTa JMOO C LENbI0 yKa3aHHUsS HOPM O
croco0ax BBITIOHEHHUS OMPEIeTIEHHBIX Oneparuii (IeHCTBHI).

6.4. IlpaBuiia, MOJOXKEHUsI, MHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCUMOCTH OT BHMJIa JOKYMEHTAa) Ha
VYmpasnsitomem coBete, 3acenaHusx [Ipodcoro3HOr0o KOMHTETa IIKOJIbI W YTBEPKIAIOTCS
nupexTopoM. YkasbiBaeTcst @.JM.0. , 10IKHOCTE M HOMEp TenedoHa aBTopa MPOEKTa T0KyMEHTA.

6.5. ITopsAOK MOATOTOBKM MPOEKTOB MPaBHJI, MOJOXKEHUS, MHCTPYKIMM COOTBETCTBYET OOLIEMY
MOPSIIKY MOJATOTOBKH MPOEKTOB MPUKa30B 00111€00pa30BaTeIbHON OpraHu3aIiy.

6.6. TexcT mpoekTa IMOJIOKEHUs, MPaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHcTe Oymaru
dbopmarta A4.

6.7. OTIMYUTETHHBIMU XaPaKTEPUCTUKAMH TEKCTOB MPABUJI, MIOJOKEHUS, MHCTPYKIIMH SBIISIOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYITUPOBOK O€3 HCIOIH30BAHUS CJIOB U MOHSTHUN, UMEIOLIUX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJB30BaHUWE KOPOTKHX IMPEAJIOKEHNUH, OOLIENPUHSATHIX BBIPAKEHUN U CBS30K, IpPH
HEO0XOMMOCTH - NPe/IBAPUTEIBHOE ONpPe/esICHHE UCIIOIb3YEMBIX MOHATHH, COKpAIleHUH,
ab0OpeBuaryp;

e OIMCaHHWE BCEX BO3MOXKHBIX BAapMAHTOB COOBITHH M COOTBETCTBYIOIIUX MM BAapHAHTOB
NeMCTBUM, T.€. MOJIHOTA MPeICTaBICHN MHPOpMAaIIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTAa C IEJIbIO JTOCTHKEHUS HaWIydlled IMOCIe10BaTEIbHOCTH
U3JI0KEHUS MaTepuaa;



e MHWHHUMH3AIMS TEKCTa C MOMOINBIO MPUMEHEHHs 00001eHui (0030pOB MpemonaraeMbIx
JICWCTBUI) U IPUMCHEHHUE TIEPSUUCIICHHH (3a/1a4, 3TAIOB, YCIOBUH U T.JI.).
6.8. B 3aBHCHMOCTH OT CJI0HOCTH U 00BbeMa pa3padaTbiBa€MbIX MPABUIL, TOJIOKEHUSI, HHCTPYKLIUN
- TEKCT JOKYMEHTA JCJIUTCS Ha TJaBbl, MYHKTHl U MOANYHKTHI. [J1aBbl JOKHBI UMETh HA3BaHMUS.
Hywmepanus npousBoaurcs apabckumu nudpamu.

7. IIpoToxoJ 3acenanusi (COBeIAHMSI)

7.1. IIpoToKOol — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
pelIeHni Ha COOpaHuUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3aceJaHUSIX KOJUIETHAIbHBIX OPTaHOB.

7.2. TIporokon 3acemaHus (COBEHIaHWS) - (Jajee - MPOTOKOJ) O(OPMIISETCS HAa YHUCTOM JIHCTE
oymaru opmara A4.

7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JBYX YacTeil: BBOJHOW U OCHOBHOM.

74. Bo BBOAHOW  YacTM  yKa3pIBAlOTCA  MHHULMAIBL,  (paMUIUUM W JOJDKHOCTH
MpeJCceaTebCTBYIOIETO, CEKpPeTaps, MPUCYTCTBOBABIINX HA 3aCE€AAHUU U, TIPH HEOOXOIUMOCTH,
JIULL, IPUTTIAIICHHBIX Ha 3ace/laHue (COBEUIaHue).

7.5. BBogHas uYacTh TPOTOKONA 3aKaHYMBACTCS TIEPEUYHEM pPACCMATPUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE UX 3HAYMMOCTH C yKa3aHWeM JOKJIaJuuKka TI0 KaXKIOMY
paccmarpuBaeMoMy Bompocy. Bomnpockr popmynupyrotcs ¢ mpemsiorom "O" ("O6"), meyartatrorcs oT
TPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU [UPPaMU.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOWUT M3 Pa3feiioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIIPOCAM M UX HYMEpPAallUH.

7.7. TekcT MNpOTOKOJIa M3Jaraercsi OT TPEThEro JHIla MHOKEeCTBeHHoro uyucia ("ciymanu'",
"BoicTynuin", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIMIIOM, IIPECEIATEILCTBOBABIINM Ha 3acelaHiH (COBEIIAHUH), U
cekpeTapéMm 3aceanus (COBEIaHUs).

7.9. Tlpu OTCYTCTBUM CEKpeTapsi 3acelaHus, B TOM 4YHUCIE IPH MPOBEIECHUH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMMCAHUE MMPOTOKOJIA TOIBKO MPEICEAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE IMO3IAHEE TPEX IHEH CO JHSA 3aceJaHusl.
IIpoeKThl  COOTBETCTBYIOIIMX IYHKTOB MPOTOKOJIA BU3UPYIOTCS  JOJDKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa 10JIKHA COOTBETCTBOBATH JHIO POBEJICHNS COBELIAHNUS (3ace/laHus).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHM3AIUSAM U JIODKHOCTHBIM
JUIIAM B COOTBETCTBUHU C YKa3aTelleM pacChUIKM, KOTOPBIA COCTaBIs€T CEKpeTapb 3acelaHHs
(coBeranmus).

8. Ilian
8.1. [Inan — NOKYyMEHT, yCTaHaBJIMBAIOLIUI NepeyeHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOIPUSATHH,
WX MOCTIeIOBATEIBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOTHUTEIICH.
8.2. Ilnan odopmusercs Ha numcre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpud YTBEPKICHHUS JOKYMEHTA;

e JlaTa IOKYMEHTA;

e PErHCTPaIlMOHHBIA HOMEp JOKYMEHTA;

e HAaWMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOAMHUCH.
8.3. PexBm3uT — "TeKcT qOKyMeHTa" 0OpMIISIETCS B BUJE TaOIUIIBI C Tpadamu:

e HOMEp MyHKTa IJIaHa;

e HAaWMEHOBAaHUE MEPOIPHUSATHS;



e CPOK HCIIOJTHCHUA,
e MHCIIOJIHUTCIIb,
e [IpUMCYAHUC.

9. Ortuer
9.1. OTuer — NMOKYMEHT, COACPKAIINI CBEACHUS O Pe3yNbTaTax JEATEIbHOCTH 32 ONpeIeIeHHBIN
NIEpUOJT BPEMEHH, BBINOJIHEHUH MEPONPUATHHA, IOPYUYEHUH, 3a1aHU, IUIaHOB.
9.2. Otuersl, mpenocTaBiIsieMble B OpTraHbl T'OCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpTraHbI
TOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUME  YCTAHOBJIIEHHYIO  IPAaBOBBIMM  aKTaMu
TOCYJapCTBEHHBIX OPraHOB (OPMY, CO3JAIOTCS M0 YCTAHOBJIEHHOW TOCYJapCTBEHHBIMH OpraHaMu
¢dopme U B OIIpeIeIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 MPaBUJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuernl odopmisitoTcss Ha JucTe Oymaru ¢opmara A4 ¢ HCIOJIB30BaHUEM CIIEAYIOLINX
PEKBU3UTOB:

e HAMMEHOBAHMUE IIKOJIbI;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEpP IOKYMEHTA;

e HAMMEHOBAaHUE BHJIA IOKYMEHTA;

e 3ar0JIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HAMMEHOBAHUE JIOJHKHOCTH;

e TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JOKHO COJEPXKATHCA YKa3 Ha JEATElIbHOCTb,
MEpPOIPUATHE, BBIIAHHOE IMOPYYEHHUE, 3a/laHue, MYHKT IUIaHa, IOAJIeXKAllUi BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHue
WCIOJIHUTEJIbCKONM  JAMCLMIUIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIOJHEHHS M  Hajylexallee
npefocTaBieHue  MH(opManuu, HEOOXOAMMBIX  MaTepuajoB  (IPOEKTOB  JIOKYMEHTOB)
COUCITOJIHUTENSIMU (IIPU yYACTHH HECKOJIBKUX HcnosHuTenen). YkaspiBaercss @.1.0. , nomxHOCTH
1 HOMep TenedoHa UCTIONHUTENS OTYeTa.

10. IMucsmo
10.1. [lucpma roToBsTCS KaK:

e OTBETHI O BHINOJIHEHUH MOPYUYECHUH BBIIIECTOSIIIUX OPTaHOB HUCIIOJHUTEIBbHOM BIIACTH;

e OTBETHI Ha 3aMPOChl OPTaHU3aLUM, TPEANPUATHIA U YACTHBIX JIUIL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku MOAroTOBKH OTBETHBIX MMHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIA CPOK;

e B COOTBETCTBUM C pE30JIOLUEH JIUPEKTOpa M €ro 3aMEeCTUTE]IE Ha OCHOBAHUU
YCTaHOBJIEHHBIX CPOKOB HCIOJHEHHs] MOPYYEHUH, 3alpOoCOB WM IO PELIEHHIO aBTOpa
PE30IIIOLUH.

10.3. TeKcTBl OTBETHBIX MUCEM TOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSIM, 3a()MKCHPOBAaHHBIM B
pesomonyy. CpoKy MOATOTOBKA MHUIIMATUBHBIX IHCEM OIPEAEIAIOTCS CaMOCTOSITENIEHO aBTOPOM
MIPOEKTa MUChMa C y4ETOM HEOOXOIMMOCTH PElIeHHs] KOHKPETHBIX 3a]1a4 U (WJIH) B COOTBETCTBUH C
TpeOOBaHUSAMH 3aKOHOIATENLCTBA, HOPYUCHUSIMHU HETTOCPEICTBEHHOTO PYKOBOIUTEIIS.
10.4. TIucema meuaTaroTcs Ha ONAaHKE MHCHMa OOIIE00Pa30BaTEILHOW OPTaHU3AlUU C YTIIOBBIM
PacroI0KEHUEM PEKBU3UTOB.
10.5. JlomosHUTENPHO K pEKBH3WTaM OJlaHKa NHCbMa TpH OGOPMIICHHH TIHCEM B IIKOJIE
HCIOJIB3YIOTCS CIIEYIOIINE PEKBU3UTBHI:

e ajpecar;



e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPUJIOKEHUH,

e BH3a;

e TIOAIHUCH.

e OTMETKa 00 UCTIOIHHUTEIIE.
10.6. TIpu odopmiieHrH MHChMa Ha JIBYX M OoJiee CTpaHHUIAX BTOpas M MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOTCS IIOCEPEIMHE BEPXHETO TOJIS JINCTa apaOCKUMU ITUppaMH.
10.7. [luchbma MOMMUCHIBACT JUPEKTOP MU PAOOTHHUKH, YITOITHOMOYECHHBIC TIPUKA30M.
10.8. CnyxeOHbIe 3amUCKU
10.9. B mensix ocCyImIecTBICHUS B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaX BHYTPEHHETO
JOKYMEHTO00O0pOTa B MIKOJIE MPUMEHSIIOTCS CyKeOHbIe 3anucku. Ciy:)keOHBbIC 3alUCKH SBISIOTCS
CIPaBOYHO-MH(POPMAIMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3aIMCOK  SIBIISFOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHU3aIliy.
10.10. CuyxeOHas 3amucKa MOXKET COCTABISTHCS 10 YKa3aHUIO PYKOBOJICTBA WIIH 110 WHUIIMATUBE
KOHKPETHOT'O COTPYTHUKA.
10.11. [Ipu oopmiieHUU ciy>ke0HOM 3amUCKH O(OPMIISIOTCS CIEAYIOIINE PEKBU3HUTHI:

e ajpecar;

e JlaTa IOKyMEHTA;

e HAWMCHOBAHHE BHJIA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKa O MPWJIOKEHUH (TIPU HAJTUYHUH ),

e HAWMEHOBAHHE JOJHKHOCTH;

e TIOAIHUCH.
10.12. Ciy>xe0HBIC 3aIMCKU MOTYT CO3JaBaThCsl HA OyMa)XKHOM HOCHUTENC W (W) B AJICKTPOHHOU

dbopwme.

11. /loBepeHHOCTH

11.1. [doBepeHHOCTh BBIJAETCS COTPYAHUKAM IIKOJBI M oQopMmisieTcss ™0 TpaBHiIaM,
YCTaHOBJICHHBIM HacTosimed MHcTpykumei ans muceMm, ¢ yu4€ToM TpeOOBaHHM Tpa)kTaHCKOTO
3akoHojarenbeTBa Poccniickoin denepanyiu 1 HACTOSIIETO pa3zena.

11.2. TIpoeKkT [HOBEPEHHOCTH TMOATOTABIUBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BblJaHa, IOCJIE€ 4Yero mnepenaércs B KaHUEISAPUIO JUIsl HamlpaBleHUS Ha
MOAMNMCAaHUE.

11.3. JloBepeHHOCTh TMOANMUCHIBACTCS JUPEKTOPOM WM JIMIOM, OCYIIECTBISIFOIIAM  €T0
MOJIHOMOYHS (MCTIONHSIIOMIMM OO0S3aHHOCTH), U CKpEIUIIeTCs IedaTrbhio 00Ieo0pa3oBaTenbHOM
OpraHu3aIyy.

12. loroBopbl, coryiameHusi, KOHTPAKTHI

12.1. JloroBopsl, cornamnieHus, KOHTPaKTHI (Jajee - JOrOBOPbI) MOArOTaBIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSIMU TPAKIAHCKOTO, TPYIOBOT0, OFOKETHOTO M MHOTO 3aKOHOJATENhCTBA Poccuiickoit
denepanyn, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTENHCTB
CTOPOH.

12.2. TIpoekT mOroBopa TMOATOTaBIMBACTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
YIOPaBISAOMUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOro 00ecredyeHus
WCIIOJTHEHUS] CBOMX MOTHOMOYHH (00s3aHHOCTEH, (PYHKIINI), TOTHOMOYHUH IIKOJIBI B IIETIOM.

12.3. TIpoekt moroBOpa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K QYHKIHSIM (IIOJITHOMOYHUSM) KOTOPOTO OTHOCUTCS
PEIICHUE BOIIPOCOB, ABIAIOIIUXCA MPCIMETOM J0OroBopa, MJIM WMHBIM COTPYAHHUKOM IIO IIPAMOMY
yKa3aHUIO0 TUPEKTOpa 001eodpa3oBaTeIbHON OpraHu3alnu.



12.4. HeoOGxonumasi A1 IOATOTOBKH MPOEKTa TOTOBOpa WH(pOpMaIrs cOOMpaeTCsi OTBETCTBEHHBIM
TUIOM (KOHTPAKTHBIM YIPABISIONIMM) B TIOPSAIKE paboyero B3aWMOJCUCTBUS C YYETOM IMpaBUII,
YCTAHOBJICHHBIX HacTosield MHCTpyKIue.

13. IpuHUOMIIBI OPraHU3aLUH TOKYMEHTO000pOTA

13.1. B 10KyMeHTOOOOPOTE BBIACIAIOTCS CIEAYIOUIUME JIOKYMEHTONOTOKU: IOCTYHaromiast
JNOKyMeHTanus  (BXozsiuas), OTIpaBiseMas JOKyMEeHTauus  (MCXOJsIiasl), BHYTPEHHsA
JOKYMEHTAIHSI.

13.1. B cocraBe BxoAsmel M WCXOAAIIEH MOKYMEHTAIIMM MOTYT BBIICISTHCS JIOKYMEHTEI,
MOCTYIUBIIME U3 BBHIIMIECTOSIINX, MOAPSAHBIX, MEAUIMHCKUX W JAPYrUX OpraHu3alfii, OpraHoB
MECTHOTO CaMOYIPaBJICHHUsI, O0paIIeHuUs TPaXKAaH.

13.3. OOpamenuss TpaxiaaH PETUCTPUPYIOTCS U GOPMHPYIOTCS B Jiella OTACIbHO OT JAPYTHX
JOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aIIH.

13.4. B mkosne 10cTaBKa U OTIpaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEICTBAMU MOYTOBOM CBSI3H,
ANIEKTPOHHOU CBSI3M, a TaKXKe MO CHCTEME JJIEKTPOHHOrO IOKyMmMeHTooOopoTa (mamee - CO/). C
MIOMOIIBIO MOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYIO OPraHU3AIMI0 JIOCTABISETCS MHUChMEHHAs
KOPPECHOH/ICHITUS B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUYeK, OAHIEpOICH 1
MEJKHUX [MaKEeTOB, a TAK)KE MeYaTHbIC U3IaHUS.

14. IlepBuuHasi 00padOTKA MOCTYNAIOIIMX IOKYMEHTOB
14.1. JloxkyMeHTBI, TOCTYIAIOIIME B IIKOJY, T[EpPEJaloTCs Ha PErUCTPalMI0 CEKpPETapro
o011ieo0pa3oBaTeIbHONM OpraHU3aluu U MPOXOAST MEPBUYHYIO 0O0pabOTKY B J€Hb MOCTYILUICHUS,
IIpH TIOCTYIUICHNU B Hepabouee BpeMsl - Ha cieyromuid pabounii aeHs. [Ipu nepBudaHoii 00paboTke
JIOKYMEHTOB IPOBEPSIETCS MPABUIBHOCTh ajipecoBaHusd. OMMOOYHO MOCTYMHUBIIME JIOKYMEHTHI
[IepPEChUIAIOTCS 110 MPUHAAIEKHOCTH WM BO3BPAIIAIOTCS OTHPABUTENIO.
14.2. loxymeHTsl, moctynusiue ¢ ormetrkamu "Cpouno", "Bpyunts Hemenienno", "OnepaTuBHo",
HE3aMEeUTUTEIBHO MPOXOIAT MEPBUUHYIO 00pabOTKYy M JOKJIAIBIBAIOTCS AUPEKTOPY WM B CIIydae
€ro OTCYTCTBHSI — 3aMECTUTENIO IUPEKTOPA MO HAMIPABIICHUIO JESTEIbHOCTH.
14.3. TlocTynuBize TeIerpaMMbl IPUHUMAIOTCS TIOJ MOIKCH C MIPOCTABJICHUEM JIaThl M BPEMEHU
MpreMa, PETUCTPUPYIOTCS 110 TEM XKe MpaBUjIaM, YTO U MUChMa.
14.4. DnexTpoHHbIE COOOIIEHUS, aAPECOBAHHbIE JTUPEKTOPY WM HAIpPaBIEHHBIE B a/pecC LIKOJBbI,
pacrevaTblBalOTCA U JIOKJIAAbIBAIOTCS JTUPEKTOPY WM B CIIydae €ro OTCYTCTBHUS — 3aMECTHUTEIIO
TAPEKTOpA.
14.5. DnexkTpoHHBIE COOOIEHUs, 3aBEPEHHBIE JIEKTPOHHOM MOAMMCHIO, MOoJUIekaT 00paboTKe 1Mo
MpaBUJIaM, PEAYCMOTPEHHBIM ISl TIOCTYNAOIIEH (BXOISIIEH) TOKYMEHTAIINH.
14.6. TloctynuBmias (Bxonsiias) AOKYMEHTAIMsl paclpeienseTcss Ha pPEerucTpUpyeMble U He
MOJIeXKAIUE PETUCTPAIIH JOKYMEHTHI.
14.7. He moanexar perucTpaiuu:

e TIPUTJIACHUTENBHBIC, TIO3/IPABUTEIILHBIC TUChMA U TEJIETPAMMBI;

e OWIETHI,

e TUIAHBI ¥ IPOTPAMMBI CEMUHAPOB, KOH()EPEHINI U APYTHX TOJOOHBIX MEPOIPHUSTHIA,

e JIOKyMEHTBl M0 OyXrajaTrepckoMy yd4eTy, MaTepHaJbHO-TEXHHYECKOMY 00€eCHeueHHuIo,

TUTAHOBBIE M (DMHAHCOBBIC JOKYMEHTBI, TIOCTYNAIOIINE 0€3 COMPOBOAUTEIBHOTO MMHCHMA,

e PpeKJaMHble, KOMMEPUECKHE MPEATIOKEHHS, B T.4. MOCTYMUBIINE MO AIEKTPOHHON MOYTE;

e TICYATHBIC U3JIAHHS,

e TIHCHMA C IOMETKOU «JIUYHOY.

15. Perucrpaumsi, y4eT M pPacCMOTpeHHe PYKOBOJAUTE]EeM MOCTYNAKIUX (BXOASAIIUX)
JOKYMEHTOB

15.1. T[octynuBmime (BXOIAIIME) MOKYMEHTHI PETUCTPUPYIOTCS TONBKO TIOCIHE M TEpPBUYHON
00pabOTKHU M HE3aBUCUMO OT CTI0C00a MX TOCTaBKH.

15.2. Peructpanus — npocTaBieHHE B HIKHEM IIPABOM YTIIy MEPBOTO JHCTAa JOKYMEHTa OTMETKHU
O MOCTYIUICHHMH C YKa3aHUCM [JaTbl IMOCTYIUICHUA W BXOAALICTO PETHCTPAlMOHHOI'0 HOMEpaA



JOKYMEHTa C O00S3aTeIbHOW 3alKChi0 B JKypHAJI PETHUCTPAIMH TOCTyHaromen (BXOIsmei)
nokymeHTanuu. CTpyKTypa perucTpalliOHHOTO HOMEpa MOCTYMHArolero (BXOAsIero) JOKyMEHTa
COCTOMT M3 €ro IMOpAJKOBOTO HOMEpa U UHAEKca Jela 10 HOMEHKJIAaType el
001eo0pa3oBaTeNIbHOM OpraHU3aIIH.
15.3. Perucrpanus BceX NOCTYNMUBIIUX (BXOMSIIHMX) JOKYMEHTOB IPOU3BOAMTCS B Mpesenax
00IIero JOKYMEHTONOTOKA. JIOKYMEHTBI, NOCTYNUBIIME B IIKOJY IO KaHajJaM (aKkCUMHUIbLHON
CBsI3H, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOIIEM MOPSIJIKE.
Tekctr moctynuBmIed TeneoOHOrpaMMBl  3alMUCBIBACTCS B JKypHaJe PErucTpaluy
TeneoHOrpaMM U IeyaTaeTcs Ha JIMcTe OyMaru Juisl mepeiadyi Ha pacCMOTPEHHUE.
15.4. Tlocrynatomue (BXOIAIIME) JOKYMEHThI IEPEAAtOTCs Ha paCCMOTPEHHE PYKOBOJICTBY TOJBKO
MOCJIe UX PETUCTPALUU U MPEABAPUTEIHHOTO PACCMOTPEHHUS.
15.5. JlokyMeHTBI, TIOCTYNHBIIKE B OO0IIEOOpa30BaTEIBbHYIO OpraHW3aI{io, MO BOIPOCaM, HE
TpeOyIOIIMM pacCMOTPEHUS AUPEKTOpa, HaAIpPaBIAIOTCS pPaObOTHUKOM OTBETCTBEHHBIM 3a
JeTIOTIPOU3BOACTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3apoca.
15.6. JIupexTop B pe30IIOIUH OINpeIeseT JIUL, OTBETCTBEHHBIX 3a UCIIOJIHEHHUE JOKYMEHTA, U 1aeT
UM nopydeHrne. PaOOTHHK OTBETCTBEHHBIN 3a JIETONPOM3BOACTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJTHEHHE.
15.7. TlognMHHUK TOKYMEHTa C PE30JIOLHE pyKOBOIUTENS 00111€00pa30BaTeIbHONW OpTraHU3aIlun
HaIpPaBJIAETCS UCTIOTHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENECH TNOMIMHHUK JOKYMEHTa NEepeaaeTcss ToMY
UCIOJIHUTENI0, KOTOPBIH B COOTBETCTBHM C YKa3aHUSAMH [0 HUCIHOJHEHUIO  SIBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIC UCTIOJIHUTEIHN TTOIYYa0OT KOMHUIO JOKYMEHTA.
15.9. TloanuHHUK AOKYMEHTa, KOTOPBIA HCIOIHIETCS HECKOJIbKHUMH JODKHOCTHBIMU JIMIIAMU,
MOJTy4aeT OTBETCTBEHHBIH NCTIOTHUTENb. OCTaIbHBIM UCIIOTHUTEISIM MEPEIAIOTCS KOTIHH.
15.10. UzrortoBneHue KOMUN AOKYMEHTa Jid TMEpelayd COHCIIOIHHUTENSM OCYIIECTBISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpraHH3aIUH.
15.11. Pe3omronusi COAEPIKUT:
e YKa3aHHWE TII0 WCIOJHEHHUIO, COJEpKallee KpaTKOe ONUCAaHHE HEOOXOIUMOro JUIs
WCIIOJTHEHUS IeHCTBUS;
e YyKa3aHHWE Ha CpPOK, B TEYEHHE KOTOPOro JHMOO IO HMCTEYECHHUS KOTOPOTO HEOOXOIMMO
WCIIOJIHUTH MPEANICAHHOE JICHCTBUE;
e JINYHYIO MOAIHUCH aBTOPA PE3OITIOIHH;
e ATy MPOCTABIICHUS PE3OTIOLINH.
15.12. VYka3aHue Ha CpOK, B TE€YEHHE KOTOPOTO JIMOO 10 HMCTEYEHHUS KOTOPOro HEOOXOIMMO
WCIIOJIHUTh TPEANHUCAHHOE IEHCTBHE, MOXKET HE BBIPAXaThCsl KOHKPETHOW IaTod M COIepiKaTh
BBIp@KEHUS: "B YCTAaHOBJIEHHBIA 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtonus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE MEPBOTO JIHCTA JOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus apecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
WCIIOJTHEHUE JIOKYMEHTa B LI€JIOM SBIIETCS COTPYIHUK, yKa3aHHBIM TMEPBBIM (BEPXHUM), JIMOO
COTPY/IHUK, B OTHOLIICHHH KOTOPOTO CJelIaHa IOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranu3zanusi padoTsl ¢ OTHPABJAsIEMbIMHU (MCXOAAIIAMHE) TOKYMEHTAMMU

16.1. Jlo mpenocraBiieHUs] TNPOEKTAa OTHPABIAEMOro (MCXOISIIET0) IOKYMEHTa Ha TOAMUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM IIOPSAKE HA IMOANMCAHUE JUIY
OCHOBHOH HCITOJIHUTENb IMPOBEPSIET MPAaBUIBHOCTh O(GOPMIICHHUS OTHPABISIEMOro (MCXOJSIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosmed NHCcTpykuuy.

16.2. TIpu moAroToBKE OTHPABISIEMOro (MCXOAALIET0) AOKYMEHTa KaK OTBETa Ha MOCTYMHBILUH
(BXOAsIIMKA) JOKYMEHT MCIIOJHUTENb MPUKIAIbIBAET K IMOATOTOBIEHHOMY IPOEKTY BXOASIINN
JOKYMEHT.

16.3. TIpoeKTHI OTIPABIIAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COOJIOICHUST YCTAHOBICHHOTO
B PpE30JIOLUM CPOKa HCIOJHEHHUS IIEPEAAOTC OTBETCTBEHHBIM MCIIOJHUTEIEM B  OTIEN
JIeJIONPOU3BO/ICTBA (KAHLIETSIPUSL, CEKPETaph) IIKOJIbI IS HAllpaBJICHUs Ha MOJIUCAHHE.



16.4. TloamucaHHble OTHOpaBisieMble (MCXOMASIINE) JTOKYMEHTHI, TepenaloTcsi pabOTHUKY
OTBETCTBEHHOMY 32  JICJIONPOM3BOJCTBO  INKOJBI, KOTOPBIH  OCYIIECTBISIET  IPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHUSI KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOro (HMCXOJSIIETO)
JOKYMEHTa CHHUCKY pAacCBhUIKH, a TaKkKe MPaBHIBHOCTE O(QOPMIICHHS JOKYMEHTa COIJIACHO
HACTOAIIEH HHCTPYKIIHH.
16.5. B cnyyae HapyleHHs KOMIUIEKTHOCTH WM COOTBETCTBUSI KOJMYECTBA, a TaKXKe
MPaBWIBHOCTH O(OpPMIIEHUS JIOKYMEHTA COIJIACHO HACTOSIIIeH HMHCTPYKIUH OTIpaBisieMble
(ucxonsmme) JOKYMEHTHl  HE3aMEAJIHUTENIbHO  BO3BpAlAlOTCS  PaOOTHUKAMHM — KaHIEISPUU
OTBETCTBEHHOMY HCIIOJHHUTENI0O WJIM B CIy4yae OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HETMOCPEJCTBEHHOMY PYKOBOAUTEIIO ISl yCTPAHEHHS HAPYIICHUH.
16.6. JlokyMeHTBI moOcji€ WX MOJAINUCAHHUS TUPEKTOPOM WM HHBIM YIOJIHOMOYEHHBIM JIMIIOM
NepeaarTcs B KaHIENSAPpUI0 00111e00pa30BaTeIbHON OpraHu3aluy sl PETUCTPALlIH U OTIIPABKH.
16.7. Peructpanust oTnpaBisieMbIX (MCXOISIINX) JOKYMEHTOB OCYIIECTBIISETCS MOCIE MTPOBEICHUS
pabOTHHKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JIEJIOMPON3BOICTBO, MPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TaKke MPaBUILHOCTb OGOPMIICHHS OTIPABIIIEMOIO
(Mcxond1Iero) T0KyMeHTa.
16.8. Peructpamus co3iaBaeMbIX JOKYMEHTOB OCYLIECTBISETCS B JIeHb MOAMHUCAHUSA WU
YTBEpKIEHHS TMO0 Ha CIEAYIOMUI pabounii JCHb.
16.9. CBenenusi 0 perUCTPUPYEMBIX OTIPABIAEMBIX (MCXOISAIINX) JOKYMEHTaX BHOCATCS B JKypHal
pErucTpaluy OTIPaBIiEeMON (MCXOAAIICH ) TOKYMEHTAIUH.
16.10. PeructpanimoHHbIii HOMEp U JaTa OTHPABIIEMOTO (UCXOISAIIETr0) JOKYMEHTa POCTABIISIFOTCS
Ha TIOJJIMHHHUKE JIOKyMEHTa B PEKBHM3WTax OJaHKa M Ha HK3EMIUIApPE, OCTAIOUMIEMCS B JIENe
o011e00pa3oBaTeIbHON OpraHU3aIiH.
16.11. CtpykTypa perucTpanoOHHOTO HOMepa OTHPABISAEMOTO (MCXOMASIIET0) JOKYMEHTa COCTOUT
U3 ero MopsAIKOBOTO HOMEpa U MHJEKCA JieJia 10 HOMEHKIIAType /1] IIKOJIbL.
16.12. OrmpaBka JOKYMEHTOB MPOU3BOAUTCS IEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHIEISPUN
IIKOJIbI, KOTOPBIE MPOU3BOJAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (mpocTas, 3aka3Has,
MEXyHapoaHas U Ap.).
16.13. IIucbMa, TenerpaMmbl, OTKPBITKH, OaHIEPOJIN U NTeYaTHbIE U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMbl 1 Telle()OHOTPAMMBI TTEPEJAOTCS MO0 KaHaIaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHbIE COOOIIEHHS OTHPABISAIOTCS € OQUIHMAIBLHOIO MOYTOBOIO 3JIEKTPOHHOIO
azpeca 0011e00pa3oBaTEIHLHON OPraHU3aIUH.
16.15. ITucbma, TenerpamMMsbl, OTKPBITKH, OaHIEpOIIH, (PaKCOTPAMMBI, FTEKTPOHHBIE COOOILIECHNS, HE
CBsI3aHHBIE C paboUeH NesTeTLHOCTHIO, K OTIIPaBKE HE TPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIpaBIsieMble CPEACTBAMU IOYTOBOMN CBSI3U MPOXOJIAT:

e  YIAKOBKY;

e aJpecoBaHMe (IIpU HANpaBlIEHUM JOKyMEHTa Oojee yeM B 4 ajapeca) — B COOTBETCTBHHM C

yKa3aTeJleM PacChUIKH, Ha KayKIOM K3eMIUISIPEe MUChMa YKa3bIBAETCs TOJIBKO OJIMH ajpecar.

e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;

e TIepenadvy B IOYTOBOE OTACIICHHUE CBS3H.
16.17. Ilpu moAroToBKE M OTIpaBKE MHCEM HEOOXOJMMO YUUTHIBATh NPABUIIA, YCTAHOBIIEHHBIE
puKa3oM MuHHCTEpCTBA CBA3M U MaccoBbIX KoMMyHHKaIuil P® ot 31 utons 2014 r. N 234 "O0
yTBepkaeHun [IpaBui okazaHus yciyr MOYTOBOM CBS3H".
16.18. JIokyMeHTHI, OTHpaBIIsIeMbIe CPEICTBAMH ITOYTOBOM CBSI3U B OIHMH aJIPEC, BKIIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmme DOKYMEHTHI, TpeAHA3HAYCHHBIE IS OTIPABKU CpPEACTBAMH (PaKCHMHIBLHON
CBSI3U, OTIPABIISIIOTCA PAOOTHUKAMH KaHLIEISIPUH 00111e00pa3oBaTeIbHON OpraHU3alHiH.

17. Pa3paGoTka u BeJleHHe HOMEHKJIATYPHI e

17.1. JlokyMeHTaIbHBIH (POH]I MIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0OPa3yIOIIUXCs B TIpoliecce
€ro JesATenbHOCTH. JOKyMEHTanbHBIA (DOHI IIKOIBI COCTaBISIOT JOKYMEHTBI, CO3/IaHHBIC B
o0uieo0pa3oBaTeIbHOM OpraHu3ali W TOJYYEHHbIE €10 B pe3yjibTaTe B3aUMOJICHCTBHUS C



OpraHamMM ToOCyJapCTBEHHOM BJIaCTH, OpPraHaMU MECTHOI'O CaMOYIpaBIICHUS, IOPUANYECKHMMU U
(U3NYECKUMU JIUIIAMH.
17.2. HomeHnkiaTypa ael SIBISETCS OCHOBOW (hOPMHPOBAHMS JOKYMEHTAIBHOTO (POH/A IIKOJIBI U
NpPE/CTAaBISCT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYCHb 3arojOBKOB (HAMMEHOBaHMMN) eI,
3aBOJIMMBIX B ILIKOJIE, C YKa3aHUEM CpPOKOB MX XPaHEHHs, U O(QOPMIICHHBIH B COOTBETCTBUHU C
IIPAaBOBBIMU aKTaMH, PEKOMEHAALMUSAMH M METOJMYECKMMM YyKa3aHMsIMU opraHoB Poccuiickoit
denepanuy, YNOJIHOMOYEHHBIX B c¢epe TIOCyJapCTBEHHOTO YIPABICHHUsS AapXUBHBIM JEJIOM,
JIeTIOTIPOU3BOCTBA U IOKYMEHTOO0O0pOTA.
17.3. HomeHkaTypa Jies1 COCTaBIIAETCSl HA OCHOBE U3yUYEHHUS MTOJIOKEHHUM, MHCTPYKLUHI U IpaBuil, a
TaKXKe JPYruX JOKYMEHTOB, PpErJaMEeHTHUPYIOIIUX JeATeIbHOCTh  00Ieo0pa3oBaTebHON
OpraHu3alii, a TaKKe HOMEHKIATyp [Jel 3a MpeIlIecTBYIOIUEe TroAbl M JIOKYMEHTOB,
00pa3yroImuXCs B ACITEILHOCTH 0011e00pa30BaTeIbHON OpraHU3aIliH.
17.4. HomeHnknatypa Jesl MCIOJB3YeTCs JUIsl TPYNIUPOBKU HCIOJHEHHBIX JOKYMEHTOB B JIela,
CHCTEMaTHU3allly U y4eTa JeJl, ONpeAeTICHUsS CPOKOB UX XPAaHEHUS U MOUCKA JOKYMEHTOB, SIBJISETCS
OCHOBOH ISl COCTABJIEHUS ONHUCEH J1eJ1 NOCTOSHHOIO U BpeMeHHOro (cBbime 10 ser) xpaHeHus, a
TaKKe JJIs yyeTa Jied BpeMeHHOro (10 10 JeT BKII0UUTEIbHO) XPaHEHHUSL.
17.5. HomeHnknatypa aea BBOOUTCS B ACHCTBUE IPUKA30M 10 LIKOJIE.
17.6. HomeHkaTypa jieJ TOTOBUTCS B TPEX IK3EMIUISIpax:

e 715 IOMELEHHS B HOMEHKJIATYpHOE /1€JI0 ¥ MIOCTOSTHHOTO XPaHEHUS;

e I UCIOJIb30BaHUA B pabOTE OTAEIOM JEJIONPOU3BOACTBA (KaHLIETIAPUEH);

e ISl XpAHEHUs B apXUBE LIKOJIBI.
17.7. VI3 HOMEHKJAaTypbl J€d ILIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHUE JIEJIONPOU3BOJICTBA
Oo(OpMIISIOTCS. BBIMMCKM Ui KaXJOTO M3 IOJPA3/EIeHUH M OTIENIOB 001eo0pa3oBaTebHON
OpTaHU3aIIH.

18. ®opmupoBaHue es U UX Tekyuiee xpanenue. [1oAroroBka 10KyMeHTOB U /ieJl K Nepeaye
HA apXHBHOE XpaHCHHE

18.1. dopmupoBaHue Jesl — TPYNIAPOBKA MCIOIHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATypOi J1en 001eo0pa3oBaTebHONM OpraHu3ali U CUCTEMaTH3alHsl JOKYMEHTOB BHYTpHU
Jena.

18.2. Jlena co AHS MX 3aBEeCHMS /0 NEpeAayd B apXUB IIKOJbI MM HA YHUUTOXKEHUE XPaHATCA 110
MECTY UX (POPMUPOBAHUSI.

18.3. Ilpuka3pl 1O OCHOBHOW, aJMUHHCTPATUBHO-XO3SIMCTBEHHOM, Yy4eOHO-BOCIIUTATEIbHON
JEeSTeIbHOCTH IIKOJIbl, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JIMYHOMY COCTaBy paOOTHUKOB U
0 JINYHOMY COCTaBY O0YUarOIIUXCsl (YJalUXCsl/BOCIIUTAHHUKOB).

18.4. Tlepenmcka rpynmupyeTcss 3a NEpUOJ KAJICHAAPHOTO TOJAa W CHUCTEMaTH3UpPyeTcs B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.

18.5. [IpoBepka HaMYUS M COCTOSIHUS JJOKYMEHTOB H JIENl TIPOBOJUTCS MIPU NIEPEMEILICHUH JIEIT, TIPH
BO3Bpate JIeJ, IPpU PEOPraHnu3aluH UIIH JTMKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3alHH.

18.6. B apxuB o00meoOpa3oBaTeIbHON oOpraHu3auu (Jajee - apXWB) MEpeaaroTCs Jelia
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbIIe 10 JIeT) CpOKOB XpaHEHUs U I10 JINYHOMY COCTaBy yepes 3 roja
ocJie To/1a, B KOTOPOM JTOKYMEHThI ObLITM IOMEIIEHBI B €10 Ha XpaHEHHeE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB MPOU3BOJUTCS IO YTBEPHKACHHBIM OIUCAM JIE.

18.8. TloaroroBka MOKYMEHTOB W el K Iiepeiade Ha apXWBHOE XpaHEHWE M HAa YHUYTOKCHUE
IIpeyCMaTpPUBAET:

e DKCIEPTU3Y UEHHOCTU JOKYMEHTOB;

e  COCTaBJIEHHME OIMUCEH JIeN 110 pe3ynbTaTaM IKCIEPTU3BI UX LIEHHOCTH;

e odopmiieHHE NIeT;

e COCTaBJIEHHE AKTOB HA YHMUYTOKEHUE TOKYMEHTOB U €] C UCTEKIIMMHU CPOKaMHU XPaHEHUSI.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB TOCTOSTHHOTO M BPEMEHHOTO XPaHEHHSI OCYIIECTBIISIETCS
€KEroJlHO JIMLIOM (JIMLIaMHu), Ha3HAYEHHBIM IIPUKAa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMM) 3a
apXUBHUPOBAHUE.



18.10. B nemo momemaercst He 6osee 250 mucTOB (TONIIMHA Jeia TIPH 3TOM COCTaBIsAeT He Oonee 4
cMm). [Ipu OonpiioM KomuyecTBe JOKYMEHTOB (hopMupyroTCsi ToMa (4acTu) naena. BHyTpu nena
JOKYMEHTBI PACIOJIaraloTCsi B XPOHOJIOTMYECKOM IOPSAAKE B COOTBETCTBUMHU C Oonuchio. B nena
MOMEIIAIOTCS TOIBKO UCTIOTHEHHBIE, TPABHIBHO OPOPMIICHHBIE TOKYMEHTHI.

18.11. JloxyMeHTBHl BHYTpHU Jejla PacHOJararTCsl CBEpXY BHU3 B XPOHOJOTHMYECKOH, BOIPOCHO-
JIOTHYECKOW  TOCIEAOBAaTENbHOCTH WJIM HMX COYETaHWU. PacmopsauTenbHble  JOKYMEHTHI
IPYNIIUPYIOTCS B J€J1a 110 BUAaM M XPOHOJIOTHU C OTHOCSIIIUMUCS K HUM IPUIIOKEHUSMH.

18.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B 1€J10 1O anpaBUTy hamMHUIHii.

18.13. Odopmienue aena mnpemycMaTpuBaeT: O(GOpMIICHHE PEKBU3UTOB OOJIOXKKH Jeja T0
YCTAaHOBJICHHOH (hopMe; Hymepaluio JHCTOB B Jefieé KapaHJAlIoM B BEPXHEM IIPaBOM YIIIY;
COCTaBJIEHHE BHYTPEHHEH OMMCH JIOKYMEHTOB JieNa, MOAMUBKY U neperuier aena. Jiucr 6onpnioro
¢dopmara, MOAMMTHIA 3a OAWH Kpail, HyMepyeTcs Kak OIMH JIUCT B IPABOM BEPXHEM YIIY.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaliel JUCTOB, B TOM YUCIIE NTeYaTHbIE U3/1aHusl, HyMEpYyIOTCs B
o0IIeM MOpsIJIKE.

18.14. JIucTsl €1, COCTOSIUX U3 HECKOJIIBKMX TOMOB WJIM YacTel, HyMEpYyIOTCs 110 KaX/10My TOMY
WJIA 9aCTH OT/AEIBHO.

18.15. Ilocne 3aBepuieHHs HyMepalUH JIMCTOB COCTaBJSETCSA 3aBepUTENbHAs HaAINUCh, KOTOpas
pacrioyiaraercsi B KOHIIE JieJia. 3aBEpUTENIbHAS HAAMKCH COCTABIISIETCS B JIeJI€ HA OTACIHHOM JIHCTE-
3aBepuTere Jena.

18.16. B 3aBepuTenbHOW HAAMUCH IU(PpPaMU U TPOMHUCHIO YKAa3bIBAETCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiesie. 3aBepuTesIbHAs HaJIIUCh IOANHUCHIBACTCA €€ COCTABUTENEM C YKa3aHUEM
pacmupoBKM TOIIKCH, JOJDKHOCTH H JaThl cocTaBieHus. KoawmuecTBo mnmcTOB B Jene
IIPOCTABIISIETCA Ha 00JIOXKKE JIea B COOTBETCTBUM C UTOIOBOM HA/AMHUCHIO.

18.17. PexBm3uT "Cpok XpaHeHHs Jena’ MepeHOCHUTCS Ha OOJIOKKY Jelia M3 COOTBETCTBYIOIIEH
HOMEHKJIATyphl JI€J IOCJE CBEPKH €ro CO CPOKOM XpaHEHMs, YKa3aHHbIM B II€peYHE TUIOBBIX
JOKYMEHTOB WJIM B MEpPEYHE JOKYMEHTOB, 00pa3yIOIINXCsl B ACSITEIBHOCTH (eIepaibHOrO OpraHa,
C YKa3aHUEM CPOKOB XPaHEHHUS.

18.18. Ha penax MoCTOSSHHOTO XpaHCHHsI MAMIETCS: " XPaHUTh TOCTOSHHO" .

18.19. Ilpuem aen MPOU3BOAUTCS COTPYAHHKOM, YIOJHOMOYEHHBIM Ha BEJCHHE JEATEIbHOCTH
apX¥Ba, C TMPOCTABJICHNUEM B JIBYX K3EMIUISIPAX OMUCH JeJl OTMETOK O HAIWYHH KaXXJO0To Jena (Ha
KaX/I0M 3K3eMIUIIpPE OMMCH YKa3bIBAETCSl KOJUYECTBO (PAKTHUYECKH NMPHUHSTHIX Jell, JaTa Mpuema-
nepeaayu JIel, a TakXKe MOANMCH apXUBUCTA U COTPYIHUKA, TIEPEIaBIIeTo Jea.

19. 3aka0unTEeIbLHbIE MOJI0KEHHUS

19.1. Hacrosimas UHCTpyKIKS MO JEIONPOU3BOJICTBY SBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
001e00pa3oBaTeibHOW  OpraHu3aluu, npuHuMaercss Ha OOmeM coOpaHun pabOTHUKOB |
yTBepXkaaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M JAUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIiH.

19.2. Bce u3MeHEHUS M JIOTIOJHEHUS, BHOCHMBIE B HAcTOSIIyI0 MHCTpyKIWiO, 0QOpPMIISIOTCS B
MMCbMEHHOM (hOpMe B COOTBETCTBUU JCHCTBYIOIINM 3aKOHOIaTENbCTBOM Poccuiickoit denepanuu.
19.3. UHCcTpyKIHsS TO JETONPOM3BOJICTBY B INKOJE MPUHUMACTCS Ha HEONMPEACIICHHBIA CPOK.
W3menenus u nomonHeHus K VHCTPYKIIMU MPUHUMAIOTCS B MOPSAKE, IpeaycMOTpeHHOM 11.19.1.
Hacrosiuien MuacTpykuum.

19.4. Tlocne mpunstus WMHCTpYyKIUU (MM W3MEHEHUW U JIOTIOTHEHUW OTAETBHBIX MYHKTOB H
paszienoB) B HOBOM peaKIIMK MPEIbIIYIIas peJaKIIis aBTOMATHICCKN YTPAuynuBaeT CUITY.



Ipunoowcenue Ne 1

IIpaBuia
oopmiieHUsI PEKBU3UTOB J0KYMEHTOB

1. Jnsg mDONrOTOBKM JOKYMEHTOB MPHUMEHSETCS TEKCTOBBIM pemakTop, o00ecneunBarommi
TpeboBaHus rpaduIecKoro BOCIPOU3BEICHUS PEKBU3UTOB JOKYMEHTA.

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

3. Ilpy moAroTOBKE TEKCTOB B TabnMIax, JUis OOECHeYeHUs Jydlled YUTaeMOCTH JaHHBIX,
JoIycKaeTcs mpuMeHeHue mpudro Buaa Arial, pazmepon 12,13.

4. Jlnana3zoH UCHOIb3yEMBIX MEXTYCTPOUYHBIX HHTEPBAIOB: OT OJMHAPHOTO JI0 MOJYyTOPHOTO.

5. AG3anHblil OTCTYI TEKCTa AOKyMeHTa - 1,25 cm.

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

7. MHOTrOCTpOYHBIE PEKBH3HUTHI IE€YATAIOTCS YEpe3 OAMH MEXKCTPOYHBIH WHTEPBAJI, COCTaBHBIE
YacTU PEKBU3UTOB OTIEISIFOTCS TOMOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecnim TOKyMEHT TOTOBHTCS Uil M3JIaHUS C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcst 4epes
JIBa UHTEpBaJa.

9. UnTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBal MEXIy CIIOBaMHU - OAWH TIPOOE.

10. Tekct mOKyMeHTa BBIPAaBHHMBAETCA IO IIMPHUHE JKCTA (110 TpaHHUIAM JIEBOTO M MPABOTo MoJei
JIOKYMEHTA).

11. Invna camMoil JIMHHOM CTPOKHU PEKBU3UTA MPH YIIIOBOM PACIOIOKEHUN PEKBU3UTOB HE Oolee
7,5 cMm.

12. lnuHa camMOl JUIMHHOW CTPOKM PEKBHU3MTA MPH MPOAOJIBHOM PACHON0KEHUU PEKBU3UTOB HE
6oxee 12 cm.

13. Kox dhopmbl fokymMeHTa

Kox ¢hopMmbl 1oKyMeHTa mpocTaBiseTcss Ha YHU(UIUPOBAHHBIX (OpPMax JTOKYMEHTOB B OCHOBHOM
UCTIOJB3YyEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTEe MIKOJBI. Pacmomaraercss kox GopMBl B MPaBOM
BEpXHEM Yy paboyero mois JOKYMEHTa, COCTOUT U3 ciioB "®opma mno" (HauMeHOBaHUE
Kkiaccudukaropa) u iudppoBoro Koja.

IIpumep - @opma no OKY][ 0301001.

14. HauMeHOBaHHE IIKOJIbBI

HanMeHoBaHWe IIKOJBI JIOMKHO COOTBETCTBOBAThH HAWMEHOBAHHMIO IOPHIMYECKOTO JIMIIA,
3aKpEIUVICHHOMY B  €ro  y4YpeJMTeNbHbIX JokymeHTax (YcraBe 00I11eo0pa3oBaTebHOM
opranm3any). [To1 HaMMEHOBaHWEM TITKOJIBI B CKOOKaX yKa3bIBaeTCsS COKpAIleHHOS HAMMEHOBAaHUE
00111e00pa3oBaTeIbHON OpraHU3aIH.

Haj HanMeHOBaHUEM IIKOJIBI - YKa3bIBACTCS TIOJTHOC HAUMEHOBAHHE BBIIICCTOSIIEH OpTaHH3aIlHH.

15. CnpaBoyYHble IaHHBIE O IIKOJIe

CrpaBouHbIe JaHHBIE O LIKOJIE BKJIIOYAIOT B ce0s: MOYTOBBIM ajapec, Homepa TenedoHa, (dakca,
aapec SJeKTpoHHOW mouThl, kKoj mmKkoasl mo OKIIO (mpoctaBmsercs mo OOmepoccHitckomy
KJ1accu(uKaTopy MpeInpUsTUil U opraHu3anuii), OCHOBHON T'OCYJIapCTBEHHbIN pErucTpaliioHHbIN
Homep (OI'PH), nnentudukanoHHbIi HOMEpP HaJIOTOIJIATENbIINKA/KO MPUYHHBI TOCTAHOBKU Ha
Hasiorossiit yuet (MHH/KIIIT).

16. HanmeHoBaHMe BUIa JOKYMEHTA




PexBu3uT uncnonp3yercs A8 yKa3aHMs BHMJ@ JOKYMEHTa M pacroiaraercs IHoJ PEKBU3UTOM
«HAaUMEHOBaHHE 00I1Ie00pa3oBaTeNbHON oOpraHu3anun». HauMmeHoOBaHHE BHIA JOKYMEHTa HeE
YKa3bIBAETCs B MUChMaX.

17. JdaTta noxymeHTa

Jlatoifi nOKyMeHTa sBIseTcd Jara ero MoAnucaHus (Ipuka3, MUCbMO, 3alKMCKa, akT WU Ap.),
YTBEp)KICHHUS (MHCTPYKLHMS, MOJOXKEHHE, NMpaBWIA, PErJIaMEeHT, IUIaH, OTYET U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOM).

Jlata OKyMeHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, TMOANKCHIBAIONINM WM yTBEPKAAIOIIUM
JOKYMEHT, WM MpPU PErucCTpalMd JOKYMEHTAa, WM HENOCPEICTBEHHO COCTABUTENIEM IIpU
MOJITOTOBKE JJOKYMEHTA (CIykeOHasl 3a1m1cKa, 3asBICHUE U Jp.).

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

Jary nokymenTta opopMistoT apaObckumu nudpamMy B HOCIEI0BATEIbHOCTH:

e JIeHb Mecdla, Mecdl, roia. JleHp Mmecsna u mecan OQOpPMIISIOT ABYMs MapamH apaOCKuX
uudp, pazgelieHHbIMH TOYKOH; roJ - YeThIpbMs apaOCKuMH LU(ppaMu, HapuMep:
01.12.2017. Byksa "r" mociue uudp He CTaBUTCS.

e TIIpU CJIOBECHO-LIU(POBOM crocobe opopMIIeHUS AAThl JIeHb Mecslla yKa3blBaeTcsi Hapoi
apabckux udp, roJ YeThIpbMs apadckuMu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpannoHHbIil HOMEDP TOKYMEHTA

PerucrpanuonHslii HOMEp JOKYMEHTA IMPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMW pPErUCTpalui,
IIPUHATOHN B LIKOJIE.

Peructparnuonnsiii HOMep MPUCBAUBACTCS TOKYMEHTY MOCTIE €To MOoANHUcaHus (YTBEpKICHuUs).
CcpuiKa Ha PerucTpalMOHHBIN HOMEp U ATy JOKYMEHTa

Ccbuika Ha UCXOJAIINI HOMEp U JAaTy JOKYMEHTa aJ[pecaHTa BKIIOYaeT B ceOs perucTpalmoOHHbII
HOMED U JIaTy IOKYMEHTa, Ha KOTOPbIN JOJKEH ObITh JaH OTBET.

19. Mecro cocraBnenus (M31aHUs) TOKYMEHTa
MecTo cocTaBneHHs MM M3/1aHUS TOKYMEHTa - "TopoJ ..." - yKa3bIBaeTcsl Ha OJIaHKaX MPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeIbHOIN OpraHu3allty.

20. Anpecar

B pexBusute "Anpecat" ncnoib3yrorcs opuuaibHble HAUMEHOBAHUS OPTaHOB IOCYAAapCTBEHHON
U HCIIOJIHUTEIBHON BIJIACTH, OPraHOB MECTHOTO CaMOYIIpaBJIeHHd, opraHuzauui. Jlomyckaercs
UCMOJIb30BaTh OPHUIMATIBHO MPUHATHIE COKPAIlEHHbIE HAMMEHOBAHUSI OPIaHOB TOCYJJApPCTBEHHON U
WCIIOJIHUTEJILHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIPABIIEHUS, OpraHU3alUH.

IIpn agpecoBaHMM JNOKYMEHTa TOJDKHOCTHOMY M YacTHOMY JIMIY HMHHLHAJIBI CTaBITCS IOCIE
bamunuu.

Ilpumep - Pykosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH MpaBOi 4acTH JOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacrlojoKeHUEM pPEKBU3UTOB) WJIM CIpaBa I0J peKBU3UTaAMH OnaHka (IpU MPOJOJIBHOM
pacroyioKeHNN PeKBU3NUTOB OsiaHka). CTpOKM peKkBH3UTa "agpecaT" BBIPABHUBAIOTCS IO JIEBOMY
Kpar WIHA HEHTPYKOTCS OTHOCUTEIIBHO CaMOW JITTMHHOM CTPOKH.

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

Opeanvl cmamucmuxu 20poda Mockebi



[Ipu agpecoBaHMM JOKYMEHTa PYKOBOJIUTENIO OpraHU3allid HAUMEHOBaHHUE JOJKHOCTHU
YKa3bIBaeTCs B AATEIILHOM MaJIekKe, HAPUMED:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.

[TouroBBIii azpec He YKa3blBaeTCd B JIOKYMEHTaX, HAMpaBlIIEMbIX B BBICUIME OpraHbl
rOCy/IapCTBEHHOMN BIIACTH, (efepaibHbIC OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIC
Oprasbl, OpraHbl FOCy1apCTBEHHON U UCTIOJHUTENILHOM BIACTH, TOCTOS MHBIM KOPPECIIOH/IEHTAM.
[Ipu anpecoBanum nrchbMa B OpraHU3AIMIO YKAa3bIBAIOT €€ HAUMEHOBAHHE, 3aT€M MOYTOBBIN aJipec,
Harpumep:

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

[Ipn angpecoBaHuM [OKyMEHTa (PU3UUYECKOMY JIMIy VYKa3bIBAlOT (PAMUIUI0O U HMHULIHAJIBI
MoJTy4aTelis, 3aTeM MOYTOBBIN ajipec, HapuMmep:

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

PexBusutr "Anpecar" He MOIDKEH cojiepxaTh Oosiee derbipex aapecartoB. Crmoo "Komms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramu He ykasbiBaercs. [Ipu uumcne aapecatoB Oonee 4-x
COCTABIISICTCSI CITUCOK PACCHUIKU JTIOKYMEHTA.

Ecnu nokyMeHT OTHpaBisieTcsi B HECKOJIBKO OJHOPOAHBIX OpraHU3alWid WM B HECKOJIBKO
CTPYKTYPHBIX TIOJIpa3clICHUI OpraHa UCTIOJHUTEILHOM BIIACTH, TO OHU YKA3bIBAIOTCS 0000IIECHHO.
ITpumep:

Pykoeooumenam yupexcoenuii CI10

20. I'pud yTBEpKaCHUS TOKYMEHTA

I'pud yTBepkIEeHUS TPOCTABISIETCS B MPaBOM BEepxXHEM Yy HokyMeHTa. CTpOKHM pEKBU3HUTA
BBIPABHUBAIOTCS I10 JIEBOMY Kpar WM LEHTPUPYIOTCS OTHOCUTEIIBHO CaMOW JUIMHHOM CTPOKHU.
JIOKyMEHT  yTBEp)KJTAeTCs  JOJDKHOCTHBIM  JIMIOM  (JIOJDKHOCTHBIMH — JIMIIAMH)  WIH
paclopsSANTENbHBIM JOKYMEHTOM (IIOCTAaHOBJICHHUEM, PEIICHUEM, TPUKA30M, PACTIOPSIKEHHEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOHKHOCTHBIM JIMIIOM TpH( YTBEPKICHHS IOJIKEH COCTOSTH U3
cnoBa YTBEPXJIAIO (06e3 kaBbluek), HAaUMEHOBAaHUS JOJHKHOCTH JIMIA, YTBEPXKIAIOLIETO
JIOKYMEHT, €T0 TMOJIIUCH, UHUIIUATIOB, ()aMUJIUU U 1aThl YTBEPKICHUSI.

IIpumep:

VTBEPJIAIO
Lupexmop MBOY [llkona Ne 1238
H.0. Damunus

21. laTa

[Ipu yTBEpKI€HUN TOKYMEHTA HECKOJIBLKIUMH JOHDKHOCTHBIMU JIMIIAMHU UX TTOJITMCH PACcIoiaraloTCs
Ha OJIHOM YpOBHE.

[Ipu yTBEepKACHUN TOKYMEHTA PACHOPSAUTEIBHBIM TOKYMEHTOM TpHU( YTBEPKIACHHUS COCTOUT U3
cnoB YTBEPX/IEH (YTBEPXJEHO, YTBEPXJEHbBI, YTBEPXJIEHA), coriacoBaHHOro ¢
HAaUMEHOBAaHMEM BHJA YTBEP)KIAeMOrOo JOKYMEHTa, HAWMEHOBaHUS BHUJA JIOKYMEHTa B
TBOPUTEIBHOM MAJIEXKE, €r0 AaThl, HOMEPA.



[Tpumep:

VTBEPK/I[EHO
npukazom MBOY Illxona Ne 1238
om 01.03.2020 Ne 57
22. 3arojioBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJIep)KaHWEe JOKYMEHTAa. 3arojioBOK K TEKCTy IpUKa3a
bopmymnupyercs ¢ npemiorom "O" ("O06") u oTBedaeT Ha Borpoc "o yem?"):
e mpwuka3s (0 4ueM?) 0 CO3JaHUU KOMHUCCHH;
e 1puka3s (o0 yem?) 00 yTBEpPKIAECHNUHU IITATHOTO PACIIMCAHMS;
e MHUCHMO (0 YeM?) O MPEIOCTABICHUN HH(POPMAITHH.
3aroJ0BOK K TEKCTY 0(OpMIISETCS MO/ PEKBU3UTAMU OJIaHKa CJI€Ba, OT TPAHMILIBI JICBOTO TIOJISL.
HanmeHnoBanue (3aroyioBok) uOO aHHOTAIMsI JOKYMEHTAa COCTaBJISICTCS aBTOPOM IIPOEKTa
JOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIISITBCS, €CITH 00bEM IOKYMEHTA HE MPEBBINIACT 4-5 CTPOK.

23. Tekct 1oKyMeHTa
JlokymeHTBhl 0011e00pa30BaTeIbHONW OpraHU3allid COCTABIISIIOTCA Ha TOCYAapCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycckoMm.
TekcT mOoKyMeHTa MOXKET COJAEpX aTh Pa3feiibl, MOAPa3/Ieibl, IYHKTHI, MOIIMYHKTHI, HyMEpPyeMbIe
apabckumu 1udpamu.
B npukazax TeKkCcT JOKyMEHTa U3JIaratoT OT MEPBOTO JIMIA €AMHCTBEHHOTO Ynciia («IIPUKA3BIBAIOY)
B nokyMeHTax KOJUIETHaNbHBIX M COBEIIATEIbHBIX OpraHax OT TPEThEero JHIa €JUHCTBEHHOIO
grcia: («coOpaHue... peLIriio)
TekcT mnpoTOKONa W3NIAraercs OT TPEThEro JMIa MHOXKECTBEHHOTO 4Hcha («CIylianuy,
«BBICTYITUJIN Y, «TTOCTAHOBHIINY, «PELITUIINY),
B CcOBMECTHBIX [OKYMEHTAaX TEKCT H3JIaraloT OT TMEpBOT0 JIMlla MHOXKECTBEHHOIO 4YHCIA!
(«IIpHKaA3bIBAEMY, «PEIIUIINY).
B nenoBbIx (ciy:keOHBIX) MUCbMaX MCTIONb3YIOTCS (POPMBI U3T0KEHUS:

e OT TEPBOr0 JIMIAa MHOXXECTBEHHOTO 4YHcia («IPOCUM HANpaBUTH», MPEJCTABIsAEM Ha

PacCMOTpPEHHEY);

e OT TpeTbero Juna enuHcTBeHHoro uucia («Aamunucrpamus OY Ilkoma Ne 1238 ne
BO3paXkaeT»);

e OT TMEpPBOTO JIMIA EIUHCTBEHHOTO uHcia («CUUTAI0 HEOOXOAHUMBIMY, «IIpeiJiararo
PaccMOTpPETHY).

[Ipu ynorpebnaenuu B Tekcte haMuIuil IMI HHULIMAJIB YKA3bIBAIOTCS TOCE (GaMIIINU.
B nenoBbIX (caykeOHBIX) MUCbMaX MOT'YT HCHOJIb30BATHCA:
e BCTYNUTEIbHOE OOpallleHue:
Veaoicaemwiii cocnooun Hearnos!
Yeaowcaemas cocnooca Ilemposa!
Yeaoicaemwviti Huxonati Ilempoeuu!
Yeaorcaeman Onvea Huxonaesna!
Veaowcaemvie cocnooa!

B oOpamiennn 1o AODKHOCTH HaWMEHOBAHHME OJDKHOCTH THIIETCS C MPOMHCHONW OYKBBI, B
oOparieHuu o paMuINN HHUITHATBI JTUIA HE YKa3bIBAIOTCS.

e 3aKIIIOUMTENbHAS dTUKETHAs ¢pasa:
C yeaowcenuenm, ...

CrpaHuibl TOKYMEHTa HyMEpYIOTCs, HaulHas CO BTOPOro JIUCTA JOKYMEHTa apabckumu nudpamu
IIOCEPEMHE BEPXHETO IMOJIA.



TexcT AOKYMEHTA OTACIACTCA OT 3arojioBKa ABYMA HIIUM TPEMA MCXKIYCTPOYHBIMHU HHTCpBAaIaMU
HCIIOJIb3YCMBIMH B TCKCTC.

24. OT™MeTKa 0 IPUIOKEHUH

OTMeTKa O MPUIOKCHHH HUCIOJB3YeTCS NPH OPOPMIICHHHM IHCEM W IMPUIOKCHHH K IUTaHaM,
MporpaMMam, OT4eTaMm, MOJIOKECHUSIM, TIPABHIIaM, HHCTPYKIIHSM H IPYTHM

JOKYMEHTaM.

B mucbMax oTMeTKa o MPHIIOKEHUH 0QOPMIISETCSI IO TEKCTOM MHUChbMa Ha paccTosiHuu 1,25 cm ot
I'PaHUIIBI JIEBOTO IO, Eciau npuiioskeHne Ha3BaHO B TEKCTE MUChbMa, B OTMETKE O MPHUIIOKECHUHU
YKa3bIBAETCS KOJIMYECTBO JIMCTOB ¥ KOJIMYECTBO IK3EMILISIPOB MPHIIOKEHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

[Ipy HaMUYMKM HECKONBKUX MPUIIOKEHHM, B OTMETKE O NPWIOKEHUU OHH HYMEPYIOTCH,
YKa3bIBAalOTCA HAMMEHOBAHUS KaXJIOTO MPUIOKEHUS, KOJIUYECTBO JIMCTOB M KOJUYECTBO
9K3EMIUISIPOB, HAIIPUMED:

Ipunoscenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpasra o noomesepaicoenuu pakma ooyuenus... na 1 1. 6 1 7x3.

Ecimu IMPHUIIOKCHUSA C6pOHIIOpOBaHI)I, TO KOJMYCCTBO JIMCTOB HC YKAa3bIBACTCH. Ecmu IMPUITOKCHUC
HAIMpPaBISAIOT HE BO BCE YKa3aHHbBIC B JOKYMEHTE aapeca, TO OTMETKY O €ro HaIu4ud O0(OPMIISIOT
CIIeyIOIUM 00pa3oM, HalpuMep:

Ipunooicenue: na 3 1. 6 1 9K3. monvKo 6 nepawlii aopec.

Ha npunoxeHusix k nmpaBuiam, UHCTPYKLMSIM, MOJIOKEHUSIM, IIJIaHaM, [IporpaMMaM, J0roBopam U
JPYTMUM JOKYMEHTaM OTMETKa O NPWJIOKEHUH IPOCTABISETCS HA IEPBOM JINCTE NPUIIOKEHUS B
MIpaBOM BEPXHEM YTIIy.

Ecnu npunoxxenue oaHO, OHO He HyMmepyercsa. Eciu nmpuinokeHuil HECKOJIbKO, OHU HYMEpYIOTCS
(mpuitoskenue 1, mpusoxenue 2).

B Tekcre moxkymeHTa mpu NEpPBOM YIIOMHUHAHMM JOKYMEHTA-TIPUJIOKEHUSI B CKOOKax yKa3bIBaeTCs:
... (mpunoxxenue) win ... (mpuioxeHue 1); mepea HOMEPOM IMPHUIIOKEHHs JIONMYCKAeTCs CTaBUTh
3HaK HOMEDpA: ... (mpuitokerue N 2);

B orMmeTke 0 MpHIIOKEHWH YKa3bIBa€TCsi HAaMMEHOBAaHUE BUJA OCHOBHOTO JOKYMEHTA, €r0 Aara U
HOMeEp, HalpuMep:

Ipunoxcenue N° 2 k npuxaszy MBOY Ilkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunoxeHneM K JOKYMEHTY (HampuMep, K IpuKa3y) SBISETCS YTBEP)KIAaeMbId JOKYMEHT,
(moso>keHue, MpaBuiia, UHCTPYKLUSA, PErJaMeHT U JIp.) B BEpXHEM MPABOM YTy MPOCTaBIAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUP YTBEPKICHUS, HATPUMED:

Ilpunosxcenue
YTBEPK/I[EHO
npuxaszom MBOY lxona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexsusuta "OTMeTKa 0 MPUIOKEHUU" TOJKEH COOTBETCTBOBATh BUIY U
pasmepy uipu@Ta TeKcTa JOKyMEHTA.



25. I'pud cornacoBaHMs JOKYMEHTA

I'pud cormacoBanmsi JOKyMEHTa UCTIONIB3YETCS TIPU COTJIACOBAHUH JIOKYMEHTA C OpPraHaMU BIIACTH,
OpraHu3alusIMi WIK JOKHOCTHBIMU Jiuniamu. OH cocrout u3 cnoBa “COI'JTACOBAHO™,
JOJDKHOCTH JIMLIa, KOTOPBIM COIJIACOBAH JOKYMEHT (BKJIIOYas HAWMEHOBAHME OpraHU3alluu),
JIUYHOM MOIUCH, pacin(pOBKH MOAMUCH (MHUIINATIOB, ()aMUJIMH) U IaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO

Lupexmop MBOY [llxona Ne 1238
U U. Heanos

01.12.2017

I'pud cormacoBanusi B 3aBUCUMOCTH OT BUJA JOKYMEHTAa M 0COOEHHOCTEH ero ohopMIIeHUS MOXKET
[IPOCTABJIATHCS:

e Ha MEPBOM JIUCTE JAOKYMEHTa (€CIU JOKYMEHT MMEET TUTYJbHBIN JIUCT, - HA TUTYJIHHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEpKACHHs WU MOJ HAUMEHOBAaHUEM
JIOKyMEHTA OJIMKE K HUYKHEMY TI0JIIO);

e Ha MOCJEIHEM JIUCTE JOKYMEHTA MO TEKCTOM;

e HA JIUCTE COIVIACOBAaHUS, SABISIOIIEMCS HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

Buemnee cornacoBaHue Tak)ke MOXKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - MHUCHBMOM,
IIPOTOKOJIOM, IIPUKA30M.
ITpumep:

COI'TIACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MTPOEKTa JOKyMEHTa 0(hOpMIIIETCS BU3OM.

Buza mpoctaBnsercs coOOCTBEHHOPYYHO JIUIIOM, BU3UPYIOUIUM JOKYMEHT, M BKJIIOYaeT B ceds
HAaUMEHOBAHWME JOJDKHOCTH BH3UPYIOMIETO, €ro JIMYHYIO TMOANKCH, PAcU(POBKY MOAMUCH
(uHMIMATBL, (AMUIIHIO) U AATy.

[Tpumep:

3amecmumens oupexmopa
U.0. ©amunua
03.04.2020

JlomyckaeTcsi MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro MPHIJIOKEHUH.

IIpy Hamuuuu 3amMeyaHul, JONOJHEHUWH K IPOEKTy JIOKyMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOILIUM yYKa3aHUEM.

JUid [OKyMEHTa, MOJJIMHHUK KOTOPOTO OTIpPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
AK3EMILIApaxX JOKYMEHTOB, IOMEIIAEMBIX B JEJIO0.

JUid 1OKyMeHTa, MOJUIMHHUK KOTOPOTO0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEro JIMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IMOCIEJHEM JIMCTE JOKYMEHTa IOJ
MOJTHCHIO.

27. Hoanuce
[Toamuch BKIFOYAeT: HAWMEHOBAaHWE JIOJDKHOCTH JIMIA, IOAMKCABIIETO JIOKYMEHT, €ro

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

Jlupexmop nuunas noonuce U.0. Pamunus



Ecmu poxkymeHT odopmieH He Ha OJaHKe, B HAWMMEHOBAaHUE [OJKHOCTH BKIIIOYACTCS
HauMEHOBaHHE 00IIe00pa3oBaTeIbHON OpraHu3aluu (MOJIHOE Ha3BaHME WIKOJbI). JlomyckaeTcs B
pexkBusure "[loanmuce MOMBKHOCTHOTO nuna" IEHTPUPOBATH HAMMEHOBAHUE JIOJDKHOCTH JIUIIA,
MOANKCABILIETO IOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.

[Ipu moanmucaHuu JOKyMEHTa HECKOJbKUMHU JOJKHOCTHBIMHU JIMIIAMHM Pa3HBIX TOJDKHOCTEH HX
MOAINKCH PACIONaraloT OJHY MOJ APYroil B MOCIEA0BAaTEIbHOCTH, COOTBETCTBYIOLIEH HepapXuu
3aHMMAEMOM TOJKHOCTH.

[Tpumep:

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

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

B nokxymMmeHTax, COCTaBIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATYC JHUIA B COCTABE KOMHCCUU:
IIPOCTABJICHUEM KOCOM 4epThl Iepes HAaUMEHOBaHMEM JIOJDKHOCTU ([I0OaBJIATh Kakue- JHO0
IIPUCTABKN).

Ecnu aupexktop wWiM HMHOE YNOJHOMOYEHHOE Ha MOANMCAHUE JIOKYMEHTA JIMII0O BPEMEHHO
OTCYTCTBYeT (OTHycK, OO0JIe3Hb, KOMaHIUPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJIKCHIBAET  COTPYIHUK,  YIOJIHOMOYEHHBIH HAa  NOAMNUCAHHUE B  COOTBETCTBUH  C
pacIoOpsAIUTENIBHBIM JOKYMEHTOM WJIM HAJCICHHBIN IOJHOMOYUSAMU, YCTAHOBJICHHBIMU IIPUKA30M
rkossl uinn yupenurens (JJOrM), ¢ ykazanuem cBO€H T0KHOCTH U TTOJIHOMOYHSI, HATIPUMED:

3amecmumens oupekmopa noonucv U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucs U.0. amunus
WK

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

PexBusut "lloanuchk AOMKHOCTHOTO JHMIA" MOXET ObITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (HampuMmep, NpU HANHCAHUM CIYKEOHON 3amucku 0e3 MpPUMEHEHHS TEeXHHUYECKHX
cpencTB) Tu00 0OPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmnenus pexBuszuta "llognmuch MOKHOCTHOTO Juia" ¢  HCHOJIB30BAHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep ImpudTa yKazaHHOTO PEKBH3UTAa HE MOXKET OTIUYATHCS OT
BHJIa M pa3Mepa mpuQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzut "lloamuch MODKHOCTHOTO JHUIA" OTHEISETCS OT TEKCTa TpeMs WA YEThIPbMs
OJIMHAPHBIMU MEXKTyCTPOUYHBIMHA UHTEPBAIAMHU.

28. [leuatp

[leyatp sBAsieTCsT COCOOOM MOATBEPXkACHUS TMOUIMHHOCTH TOJNUCH JOKHOCTHOTO JIMIA Ha
nokyMeHTe. IledaTp cTaBUTCS Ha NOKYMEHTAaX B CIydasX, IPEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMH HOPMATHBHBIMH MPAaBOBBIMH aKTAMHU.

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

B nokymeHTax, MOArOTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (OPM, II€YaTh CTABUTCS B MECTE,
o06o03HaueHHOM oTMeTKO# "MII" unu uHbIM 00pazom.



29. OTMeTKa 00 MCIIOJIHUTEIIE

Otmerka 00 ucnonHMTeNe (aBTOpE) AOKYMEHTa MPOCTABISETCd HAa MUCbMAax INKOJBI B JIEBOM
HIDKHEM YTJTY JIMIIEBOM CTOPOHBI MOCIEAHETO JTUCTA JOKYMEHTA OT TPAHUIIBI JICBOTO TOJIS WU, TIPH
OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CIIEBA.

OtMeTrka BKJIIOYaeT (aMUIIHIO, UMs, OTYECTBO MCIOJHUTEIS M HOMEP ero TejaedoHa, a TaKKe
OTMCTKaA 06 HUCITOJIHUTECIIC MOXKET IOOIIOJHATHBCA HAMMCHOBAHHCM IJOJDKHOCTH H BHGKTpOHHBIM
aJpecoM UCIIOJTHUTEIIA.

IIpumep:

Hsanos Hean Heanosuu, cneyuanucm no oxparne mpyod
(888) 888-88-88, lvanov@mail.ru

30. OT™eTKa 0 3aBEpPEHUH KOTTMHU

JI1st moATBEePKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKH M3 JJOKYMEHTA) MOJJMHHUKY JIOKYMEHTa Ha
MOCJICTHEM JINCTE KOMUU (BBIMMCKKA M3 JOKyMEHTa) moj pekBuzutoM "llommuck" odopmisieTcs
pekBU3UT «OTMETKA O 3aBEPEHUH KOTTHI.

OTMeTKa O 3aBEpeHMM KONMUHU BKIIOYAET: CJIOBO «BepHO», HauMMeHOBaHUE IOJIKHOCTH JIMLA,
3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO IIOANHKCH, pPacIIU(DPOBKY TOIIUCH (HMHHUIIHAIIBI,
(dbamMunio), 1aTy 3aBepeHHs KOMUU JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEPCHHH KOIHW» MOXET OBITh OQOpMIICHAa OT pPYKH WIH C
WCII0JIb30BaHUEM LITAMIIA.

Jonyckaercst 3aBepsATh Ka)/bli JUCT MHOTOCTPAHUYHOMN KOIHUH TOKYMEHTA.

31. OrMeTKa 0 DOCTYIUIEHHH JTOKYMEHTA

OTMeTKa O TOCTYIUIEHUU JOKYMEHTa COJEPKUT BXOJSIIMKA PErucTpPallMOHHBIM HOMEp M Jary
MOCTYIUICHUs JIOKyMeHTa. [lomyckaeTcsi yka3aHWE 4acOB M MHUHYT TOCTYIUICHHUS JTOKYMEHTa C
3aBEPEHUEM TOIMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 IOCTYIIJICHUH JOKYMEHTa MOXKET MIPOCTABIISITHCS C UCIIOJIb30BAaHUEM IIITaMIIA.

32. Pesomronus
Pe3osroniust coepkUT yKazaHHE 10 MCIOJNHEHHIO0 JokyMmeHTa. OHa odopmiisieTcss Ha CBOOOIHOM

MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ceOs: pamMUIIni0, MHUITUAIIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TOpydeHue 1o
JOKYMEHTY, TIOJIMACh aBTOPa PE30JIIOIUHU U JIaTy O(POPMIICHHSI PE30TFOIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOIIET0 MOpyYeHHe, MOKET BKIIOUaTh B ce0sl TakKe CPOK
HUCIIOJTHCHU A )IOKYMeHTa.



