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1. Obmme noJ1oKeHHSA

1.1. Hacrosmas WHCTpyKIMs 1O [€JIONPOU3BOACTBY B ILIKoNe pa3paboTaHa B COOTBETCTBHH C
®enepanbHbIM 3akoHOM oT 29.12.2012 Ne 273-®3 "O6 obpasosanuu B Poccuiickoii ®enepauun” B
penaxuuu ot 25 uions 2022 roma, FOCT P 7.0.97-2016 «Cuctema cTangapton 1o HipopMaruH,
OMOIHOTEYHOMY M H3JaTelIbcKOMY Jeny, «OpraHu3allMOHHO-pPACHopsIUTEIbHAA NOKYMEHTalHs.
TpeboBanus &k oQOpMIEHHIO [JOKYMEHTOB», a TakkKe YcTaBoM 00lieoOpa3oBaTelbHOM
OpraHMzallii M JPYIHMH HOPMaTHBHBIMM TpaBOoBRIMH akTamH Poccuiickoit ®enepaim,
periiaMeHTHPYIOIMMH JIeATeTbHOCTh 0611eo6pa3oBaTelibHbIX OpraHH3aLiH.

1.2. Jlannas MHCTpyKuMs MO AENONPOM3BOACTBY B Likone (manee - Muctpyknus) obosnauaer
NpaBuia TOATOTOBKM M OGOpPMIEHHs NOKyMEHTOB B 00LIieoOpa30BaTeNbHON OpraHH3aluH,
onpezieNseT CTaHAApThl OPOPMIIEHHA PEKBU3UTOB, OIIAHKOB JOKYMEHTOB, COCTaBI€HNS NPHKa30B,
TIONIOKEHHH MHCTPYKIH, a TaKkkKe periaMeHTHpyeT (GopMHpoBaHHe [l H MX TEKylllee XpaHeHHe,
MOATOTOBKY JOKYMEHTOB M el K Iepelade Ha apXWBHOe XpaHeHMe B obuieobpa3zoBaresbHON
OpraHu3aluu.

1.3. UHCTpyKIHs 110 AeN0NPOH3BOJICTBY pa3paboTaHa B LieIAX YCTAHOBIEHHA €MHBIX TpeOOBaHUI
K IOArOTOBKe, 00padoTKe, XPaHEHMID M HCIO/bL30BAHMIO OOpasylOLIKMXCs B AEATe/bHOCTH
obuieobpa3oBaTenbHO OpraHM3allid M TMOCTYNAKOMMX B IIKOJTY HOKYMEHTOB, a TakKke
COBEpIIEHCTBOBaHHS M TOBBILIEHHA 3()(QEeKTHBHOCTH JeJONPOH3BOACTBa obmeobpa3oBaTebHOMI
OpraHU3alluu.

1.4. Tonoxenns MHCTPYKUMH paclpoOCTpaHAIOTCS Ha OPraHM3alui paboThl C JOKYMEHTaMM
HE3aBUCMMO OT BMJA HOCHMTENs, B TOM YHMCJE C 3/eKTPOHHbIMH JOKYMEHTAMM, BKIIOUas
NOATOTOBKY, 00paboTKy, XpaHeHHWe M HCIOJb30BaHHE [OKYMEHTOB, OCYILECTBIIAEMbIMU C
MIOMOIIBI0 HHPOPMALIHOHHBIX TEXHOIOTHH.

1.5. Opranuzaiuio, MeTOJMYeCKOoe PYKOBOJICTRO, COBEpIIEHCTROBaHHE MeNOMPOWU3BOICTBA U
KOHTpOJIb 3a cobmonenneM HacTosleid MHCTpYKLMH B IIKOJIE OCYIIECTB/ISAET OTBETCTBEHHBIN 3a
BeJleHHe eT0NPOU3BOICTBA.

1.6. TlpaBa W 00f3aHHOCTH paGOTHHUKOB, OCYIIECTBIAIOMMX paboTy C HOOKYMEHTaMH B
CTPYKTYPHBIX  TNojpa3jelNeHHsX oOIleoOpa3oBaTe]bHOH  OpraHM3alliH, YCTaHaBJIMBAKOTCA
JODKHOCTHBIMH HHCTPYKUMAMH MJIH NIPHKA30M JHpEKTOpa.



1.7. CeneHnusi, coaepxaiiuecs B JOKYMEHTaxX, MOTYT OBITh HCIOJB30BaHbl TOJBKO B paboOdmx
LEJIAX B COOTBETCTBUH C MOJHOMOYHMSMHU COTPYAHHUKA, paboTaromero ¢ JoKymeHTamu. Pabora c
JOKYMEHTaMU BHE MOMEIICHHWH MIKOJbl He Jomyckaercsa. [Ipu yTpaTe AOKYMEHTOB HPOBOJIUTCS
ciryxeOHast MpoBepKa.

1.8. Ilpu yxome B OTHyCK, IepeBoje (MepeMelieHrr) 1o paboTe WM B CiIydae YBOJIbHEHUS
COTPYAHUK O00s3aH TIepenaTh BCE HAXOJAIIMECS y HEro JOKYMEHTHl WHOMY COTPYIHUKY,
oTnpeAeiEHHOMY B COOTBETCTBHM C yYKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOIUTEINS YBOJIBHIEMOTIO,
YXOJISILIETO B OTITYCK WJIH MEPEBOAAIICTOCs (TIepeMenaeMoro) o pabore COTpyHHUKA.

1.9. UncTpykuus obsi3aTenbHa 7151 COONIOIEHHUS BCeMH paOOTHUKAMU LIKOJIbl. BHOBb MpUHSATHIEC HA
paboTy COTPYIHHKH, B JOJDKHOCTHBIC O0S3aHHOCTH KOTOPBIX BXOJIWT BEJEHHE JOKYMEHTAIMH, B
TeyeHue TpEX pabouux JHEU co AHS M3JaHUS MPUKa3a 0 HA3HAYEHUU Ha JIOJDKHOCTB JOJIKHBI OBITh
O3HAaKOMJICHBI C HacTosAwmen MHCTpyKImen o mognuch.

2. IlpaBujia NOoAroTOBKHU U 0opMJIeHHs JOKYMEHTOB

2.1. B [{edATenbHOCTH MIKOJNBI CO3JACTCS KOMIUIEKC OpPraHU3allMOHHO —PaCHOPSIUTEIbHBIX
AOKYMCHTOB: IIPpHUKa3bl, IMOJOXCHUA, ITPpaBHUJId, HHCTPYKIHUHU, PCTIAMCHTLI; IIPOTOKOJIbI 3aCCIIaHHI>JI
(coBemaTeNbHbIX, KOOPAWHAIMOHHBIX, O3KCIEPTHBIX M JAp. OpPraHoOB), aKThl, aHAJIUTHYECKUE
CIIpaBKH, JOKJIAAHBIC U CIY>KEOHBIC 3aIUCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIIEHWS), ACIOBAs
(cmyxeOHasi) mepenmucka M Jp. COCTaBISAIOTCA U OQOPMISAIOTCS CIelHajbHbIE JIOKYMEHTHI,
CBSI3aHHBIE C  IUIAHMPOBaHHMEM  OOpa30oBaTENbHOW  JEATEIBHOCTH U OCYIIECTBICHUEM
XO3SMCTBEHHBIX MEPONPUATHH, BeACHUEM Y4eOHO-NeIaroruyeckoro yueTa, OpraHuzanuen
JIeJIONPOU3BOICTBA 00111€00pa30BaTENbHOIN OpraHn3anuy, o0ecriedyeHneM OyXTraaTepcKoro yyeTa.
2.2. JIokyMeHTBI MOTYT cCO37aBaTbCsi Ha OyMa)XHOM HOCHUTENIE M B DIIEKTPOHHOH ¢opme ¢
COOJTIOJICHIEM YCTaHOBJICHHBIX TpaBWJI 0(OPMIICHHUSI JOKYMEHTOB. lpu co3maHnm mOKyMeHTa Ha
JBYX U 060Jiee CTpaHHUIIaX BTOPYIO U MOCTEYIOIUE CTPAHULIBI HYyMEPYIOT.

2.3. Homepa cTpaHUI] MPOCTABIISAIOTCS MMOCEPEANHE BEPXHETO TOJS JOKYMEHTA Ha PACCTOSIHUH HE
MeHee 10 MM oOT BepxHero kpas jucta. [lomyckaercss co3laHue JOKYMEHTOB Ha JIUIIEBOM U
000pOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU JJOKYMEHTOB LIMPUHA JEBOTO IOJIS Ha JMIIEBOI CTOPOHE JIUCTa
Y TIPaBOTO TOJIST Ha 00OPOTHOM CTOPOHE JIUCTA JOJDKHBI OBITH PABHEI.

3. PeKBHM3UTBI JOKYMEHTOB
3.1. JIna pekBU3UTOB JOKYMEHTOB, CO3[aBaeéMbIX B 00I1e00pa30BaTeIbHON OpraHU3alHy,
yCTaHaBIIMBAIOTCS MpaBuiia U TpedoBanus B cootBeTcTBUU ¢ [[OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO IOKyMEHTA ONPEEIIeTCS €ro BUIOM U Ha3HAUYCHHEM.
3.3. Ilpu moaroroBke M OQOPMICHUU JTOKYMEHTOB B IIKOJE HCIOJB3YIOTCA CICIYIOITHE
PEKBHU3UTHIL:

e K01 (hOpMBI TOKYMEHTA;

e HAWMEHOBAHHE IIKOJIBI,

e CIPaBOYHbBIC JAHHBIE O IIKOJIE;

e HAWMCHOBAHHE BUJA IOKyMEHTA;

e JaTa OKyMEHTa;

e PEruCTpalMOHHBIA HOMEP JOKYMEHTa;

e CCBUIKa HA PETHUCTPAIMOHHBIN HOMED U JAaTy NOKyMEHTA;

e MECTO COCTaBJICHUS (M3JaHUs1) JOKYMEHTA,

e ajpecart;

e Tpu( yTBEPKIACHHUS TOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKECHHH,

e Tpu} corIacoBaHMs JOKYMEHTA;

e BU3A;



e TOJINCE;
e OTMETKa 00 AJIEKTPOHHOU TOIHCH;
e IICYATH,

e OTMETKA 00 HCIIOIHUTENE;

e OTMETKA O 3aBEPEHHU KOIINHY;

e OTMCTKA O MOCTYIUICHUH JOKYMCHTA,
e PE30IIOLHSL.

4. B1aHKH JOKYMEHTOB
4.1. JlokyMeHTBI, CO3/1aBaeMbIe B 00IIe00pa30BaTEIHbHON OpraHu3aIuy, 0(hOPMIISIOTCS Ha OJIaHKaX,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX ucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenpHbIC BUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMBI, CMETBI) JOMyCKaeTcs OQOpMIITh C
ucnons3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBISIIOIIME BHYTPEHHIOIO
MEPEnuCcKy, OpOPMIIIOTCS Ha CTaHAAPTHBIX JHUcTax Oymarum ¢opmata A4 (210x297 mm) Ges
UCIIOJIb30BaHUs OJIAHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, o(OpMIICHHBIN Ha OjaHke wiu 0e3 Hero, JOJDKEH MMETh IO He
MEHee:

e 20 MM - IeBOE;

o 10 mm - mpaBoe;

e 20 MM - BepxHee;

o 20 MM - HUXKHEE.
4.3. JlokymMeHTBl JuMTenbHBIX (CcBBImE 10 JIeT) CPOKOB XpaHEHHs JOJDKHBI UMETh JIEBOE TI0JIEe HE
MeHee 30 mm.
4.4. Bunpl 6J1aHKOB IOKYMEHTOB, IPUMEHSEMBIX B IIIKOJIC:

e 0oOmMii OJIaHK;

e OJIaHK MHCHMA;

e ONaHK KOHKPETHOrO BHJAa JOKyMeHTa (OJaHK mpuKasza, ONaHK pacropspKeHus, OJaHK

MPOTOKOJIA H JIp.)

4.5. OOpa3upl pa3paOOTaHHBIX M NPUMEHSEMBIX B MIKOJE OJIAHKOB MOJUIEKAT BKIIOUEHUIO B
MHCTPYKIHIO IO JIEJONPOU3BOJICTBY 00111€00pa30BaTeIbHON OpraHU3alii B KaUeCTBE MPUIIOKEHNUN
(mpunoxxenue 3 Ha 3 nUCTaX).

5. llpuka3sbl

5.1. Tlpukazamu oQOPMIISIIOTCS pEIICHHWs] IO ONEPATHUBHBIM, OPTaHWU3AIIMOHHBIM, YUYEOHBIM,
KaJpOBBIM (TIpHIIOKeHHE 2 Ha 9 HcTax) U APYTUM BOIIPOcam paboThI IIKOJIBL.

5.2. IlpoekTsl NpUKAa30B TOTOBAT OTBETCTBEHHBbIE HCIOJIHUTEIN HA OCHOBAaHUU MOPYUYECHUMN
JTUPEKTOpa, ero 3amectuteneil. [I[poexTsl mpuka3zoB Mo JUYHOMY COCTaBY TOTOBUT CIICLHAIUCT IO
KaJipam.

5.3. B npukasax TeKCT u3jiaraeTcsi OT MepBoro Jjuia eauacTBeHHoro uncia («[IPUKA3ZBIBAIOY).
5.4. TekcT mpuKaza MOXKET COCTOSITh M3 JIBYX dYacTeil: KOHCTaTupyromied (mpeamOynbl) H
pPacropsIAUTEIILHOM.

5.5. B koHcTaTtupymomeld dYacTu KpaTKO U3JararoTcs Iend W 3agaud, (akTbl U COOBITHSA,
MOCTY>KUBIIIME OCHOBAaHUEM JJisi M3JaHus npuka3za. OHa MOXKET HauMHAThCs cioBaMu "B memsax",
"B coorBerctBun", "Bo ucnomnenuwe", u T.0. Ecnu mpuka3 u3gaeTcs Ha OCHOBAaHUHU JIPYroro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEH YacTH YKa3bIBa€TCSI HAMMEHOBAHUE ITOr0 IOKYMEHTA, €ro JaTa,
HOMeEp U 3aronoBok. IIpeamOyna B mpoekrax mpukaszoB 3aBepiiaetcs ciioBoM «[IPUKA3BIBAIOy,
KOTOPOE IeYaTaeTCs 3arjlaBHBIMU OYKBaMH.

5.6. PacnopsinurenbHasi yacTh JOJDKHA COJIEPKATh MEPEUUCIICHUE MPENNUChIBAeMbIX JIEHCTBHI ¢
YKa3aHUEM HCIOJIHUTENS KaXKAOro JACWCTBUS U, NMPH HEOOXOAMMOCTH, CPOKOB WCIIOTHCHHS.
PacniopsiiutenbHas 4acTh AENUTCS Ha MyHKTHl M MOJIMYHKTHI, KOTOPbIE HYMEpPYIOTCS apaOCKUMU
uudpamu. [leficTBUS OHOPOIHOTO XapaKTepa MOTYT OBITh MIEPEUYUCIICHBI B OTHOM ITyHKTE.



5.7. B KkadecTBe HCIOJNHUTENCH YKa3bIBAIOTCA 3aMECTUTENN IUPEKTOpa, MpeacefaTesd WIu
PYKOBOIUTENU pabovnX rpymnn (KOMHCCHH).

5.8. Ecnu npuka3 u3MeHsieT paHee W3JaHHbIA JOKYMEHT (IIYHKTHI JOKYMEHTA), TO OJUH U3 IyHKTOB
pacnopsAUTENbHON YaCTH TEKCTA JTOJKEH COAEPKATh CChUIKY Ha MU3MEHSIEMBbIN TOKYMEHT (ITyHKTBI
JIOKYMEHTA) C YKa3aHHEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecim mpuka3 oTMEHSIET ACHCTBHE paHee H3JaHHOrO JOKyMEHTa (IIyHKTOB ITOKyMEHTa) C
ONpPENIETICHHON 1aThl, TO OAWUH U3 IIYHKTOB PacCIOPSAUTENIbHON YAaCTU TEKCTA JIOJKEH HAUYMHATHCS
cinoBamu "llpu3HaTh yTpaTHUBIIMM cuily...", Jajee yKas3bIBaThCs JlaTa, HOMEpP U 3arojlOBOK paHee
W3JIaHHOTO JIOKyMeHTa (MyHKTa JOKYMEHTa), a TaKXKe J1aTa, ¢ KOTOPOM OTMEHSIETCSI ero JIeUCTBUE.
Ecnu nara He ykazaHa, TO JAelcTBUE paHee H3JAHHOIO JOKyMEHTa (IyHKThl JIOKyMEHTA)
OTMEHSIETCS C JaThl M3/1aHUSI HOBOT'O MPUKa3a.

5.10. Ecnu npuka3 oTMEHSIET paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JIaHHs, TO OJMH U3 ITyHKTOB
pacropsiANTENIbHOM YacTH TEKCTa JOJDKEH HauMHAThCs ciaoBamMu "OTMEHUTh..." M yKa3bIBAThCS
JlaTa, HOMEP U 3arojOBOK paHee W3/IaHHOTO JOKYMEHTA.

5.11. Ecnu mpuka3 mpeanoyiaraeTcsi BBECTH B IEHCTBUE HE ¢ MOMEHTA €ro M3/aHus, HEOOXOAMMO
yKa3aTb CpPOK BBEIEHHsA ero B jaencreue. [locinenHuil MyHKT pacHopsAUTENIBHOM YacTH MOKET
COJIep>KaTh CBEJEHUS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTCsl KOHTPOJIb 32 UCIOJHEHUEM
MIpHUKa3a.

5.13. Ilpukasbl NOAMMCHIBAIOTCA TOJBKO AUPEKTOPOM 00IIe00pa30BaTeNbHON OpraHU3aAlUU WIN
PabOTHUKOM, UCTIOJIHAIOIINUM €ro 00sS3aHHOCTH.

5.14. OTBeTCTBEHHOCTH 3a OOecleYeHue CBOEBPEMEHHOW M KaueCTBEHHOH MOArOTOBKH MPOEKTOB
MPUKa30B U MX COIJIACOBAaHUE C 3aMHTEPECOBAHHBIMM DPAOOTHUKAMU W OpraHU3alUsIMU HECYT
aBTOPBI ITPOEKTA MTPUKA3a.

5.15. PerucrpannoHHble HOMEpa MPHUCBAUBAIOTCS NPHKAa3aM MO TOPSAKY HOMEPOB B Tpenaesiax
KaJIEHAApHOTr0 roja.

5.16. Jlata perucTpanuy npuKa3a sBISCTCS TaTOW €ro MO IIMACaHus.

6. [IpaBuia, MOJI0KEHHU S, HHCTPYKIIUH

6.1. IlpaBuna — HOPMATHBHBIN aKT, OMPEACISIONNI MOPSAIOK KaKOTo-TM00 BHUIA NEATEIHHOCTH,
YCTaHaABJIMBAIOIIWNA W 3aMPEIIAIOIINN ONPEICICHHOE OBEJCHHE.

6.2. [TonokeHue — HOPMATUBHBIN aKT, AETAIBHO PETIAMEHTUPYIOIIUN MTPAaBOBOK CTATYC, MOPSIIOK
OpraHU3aIuHu U MPOIEAYPY KaKoro-1u0o0 BUIA IeATeITbHOCTH.

6.3. MHCTpyKIMST — HOPMATHBHBIM aKT, M3JaBacMblii B IEISIX pPA3bICHEHUS W OMPECIICHUs
MOpsAJIKa MPUMEHEHHUsI COOTBETCTBYIOIIETO HOPMATUBHOIO aKTa JHOO C LENbI0 yKa3aHHs HOPM O
croco0ax BBIMIOJHEHUS OIPEICIICHHBIX onepaluil (1ecTBHil).

6.4. TlpaBuiia, TOJOKEHUS, UHCTPYKIIMA TMPUHUMAIOTCS (B 3aBUCUMOCTH OT BHJa JIOKYMEHTAa) Ha
YropaBnsmoomeM CcoBeTe, 3acenaHusx [Ipodcoro3HOr0 KOMHUTETa MIKOJNBI W YTBEPKIAIOTCS
JTUPEKTOPOM.

6.5. TlopsiioKk MOATOTOBKH TMPOEKTOB MPABUJ, MOJOXKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAZIKY TIOJTOTOBKY MPOEKTOB MPUKA30B 00111€00pa30BaTEIbHON OpraHU3alltu.

6.6. TexcT mMpoeKTa IMOJOKEHHs, MPaBUJ, MHCTPYKLMHU IeYaTaeTcs Ha YUCTOM JHCTe Oymaru
dbopmarta A4.

6.7. OTIMYUTETHHBIMU XapaKTEPUCTUKAMH TEKCTOB TIPABHII, TIOJIOXKCHHUSI, HHCTPYKITUH SIBIISTFOTCSI:

e TOYHOCTb NMPUMEHSIEMBIX (POPMYITUPOBOK O€3 MCHOIB30BAHUS CJIOB U MOHATUN, UMEIOIIUX
MHO>KE€CTBEHHBIN CMBICI,

e HCIOJB30BaHUE KOPOTKHUX IMPEAJIOKEHUH, OOLIEHPUHSATHIX BBIPAXKEHUN U CBSI30K, MpPH
HEOOXOJIMMOCTH - MPEIBAPUTEIIEHOE OIPEICIICHUE HCTIOIb3yEeMbIX IMOHSATUH, COKPAICHHA,
abOpeBHaTyp;

e ONHCAaHHWE BCEX BO3MOXKHBIX BAapPHAHTOB COOBITUH M COOTBETCTBYIOIIMX WM BapHUaHTOB
NEHCTBHH, T.€. MMOJHOTA MPeACTaBICHUS HHPOpMAIIHH;

e CTPYKTypPHUPOBAHHOCTh TEKCTa C ICJBI0 JOCTIDKCHHUS HAWIYUYIICH ITOCIIEeIOBATEIIEHOCTH
U3NIOKEHUS MaTepuaa;



e MUHUMH3ALHUS TEKCTa C TMOMOIIBIO MPUMEHEHHUs 00001eHui (0030pOB MpeanoiaraeMbIx
JICHCTBUI) U IPUMCHEHHUE TIEPCUNCIICHUH (3a/1a4, STAIOB, YCIOBHMA U T.1I.).
6.8. B 3aBHCHMOCTH OT CJIOKHOCTH M 00beMa pa3padaTbiBa€MbIX MPABUII, MTOJIOKEHUS, HHCTPYKLIHUN
- TEKCT JOKYMEHTa JEIUTCSA Ha TIJIaBbl, MYHKTHl U NMOANYHKTHI. [JIaBbl JOJKHBI UMETh HAa3BAHUS.
Hywmepanus npousBogutcs apabckumu nudpamu.

7. IlIpoTokoJ 3aceqaHusi (COBeIIaHUsI)

7.1. IIpoToKkOon — JOKYMEHT, B KOTOPOM (pUKCHpYeTCsl X0 OOCY>KACHHS BOIPOCOB U MPHHATHUS
peleHi Ha coOpaHMsIX, COBEIAHUX, KOH(EPEHIUAX U 3aCeJlaHUsIX KOJUIErHaIbHbIX OPTaHOB.

7.2. Tlporokon 3acemanusi (coBemianus) - (manee - MPOTOKON) O(GOpMISIETCSs HAa YUCTOM JIHCTE
Oymaru ¢opmata A4.

7.3. PexBu3ur - "Tekct jokymMeHTa'". PEKBU3UT COCTOUT M3 ABYX YacTel: BBOJHOW U OCHOBHOM.

74. Bo BBOmHOW 4YacTW  yKas3bplBAlOTCA  UHULIMAIBL,  (QaMHIMM U JOJDKHOCTH
MpeICeIaTeNbCTBYIOIIETO, CEKpeTapsi, MPUCYTCTBOBABIINX HA 3aCEJaHUU U, MPH HEOOXOIUMOCTH,
JIMLL, IPUTTIAIIEHHBIX Ha 3ace/laHue (COBEIaHue).

7.5. BBogHas dacThb TPOTOKOJA 3aKAHYMBACTCS TIEPEUYHEM pPACCMATPUBAEMBIX BOIPOCOB,
NEPEYUCICHHBIX B TOPsJAKE MX 3HAYUMOCTHM C YyKa3aHUEM [JOKJIAJuuKa IO KaxIoMy
paccMmatpuBaeMoMy Borpocy. Bompocsl hpopmynupyrotes ¢ npemsiorom "O" ("O6"), mewaTarotes oT
I'PaHUIIBI JIEBOTO MOJIS U HyMEPYIOTCS apaOCKUMU LU (paMH.

7.6. OcHOBHasi YacTh IMPOTOKOJA COCTOMT M3 Pa3eNioB, COOTBETCTBYIOIINX paccMaTPUBAEMbIM
BOIIPOCAM M UX HyMEpalHH.

7.7. TekcT MpOTOKOJIa M3Jaraercsi OT TPEThEero JHIla MHO)KecTBeHHoro uwcia ("ciaymann",
"BpicTynuin", "nocraHoBuin", "permmnn").

7.8. IIpoTOKOJI IOJIHMCHIBACTCS JIMIIOM, MPECEIAaTeIbCTBOBABIIMM Ha 3acelaHuM (COBEIIAHUM), U
cekpeTapéM 3aceqaHus (COBEIIAHU).

7.9. Tlpu OTCYyTCTBUM CeKpeTaps 3acelaHHs, B TOM YHCJIEC TPH MPOBEACHUH OIEPATUBHBIX
COBEUIAHUH, TOMyCKAeTCs MOANMCAaHUe TPOTOKOJIA TOJIBKO MPEICeIaTeIbCTBYOIIIM.

7.10. Texcr mpOTOKOJIA JOHKEH OBITH IOJTOTOBJICH HE TMO3JHEE TPEX JHEW CO JIHS 3acelaHws.
[IpoekTsl  COOTBETCTBYIOIIUMX MYHKTOB MPOTOKOJIA BU3UPYIOTCS  JOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 TIOJTOTOBKY.

7.11. Jlata mpoTOKOJIa JOJKHA COOTBETCTBOBATH JHIO ITPOBEACHUS COBELIaHUS (3aCe/IaHus).

7.12. Komuu TPOTOKOJIOB PACCHUIAIOTCS 3aWHTEPECOBAHHBIM OpraHU3alMsIM W JOKHOCTHBIM
JUIIaM B COOTBETCTBUHM C YyKa3aTelIeM pPAaCCBUIKHM, KOTOPBIH COCTaBISIET CEKpeTaph 3aceqaHHs
(coBemanus).

8. Iliian
8.1. [Iman — NOKYyMEHT, YCTaHABIMBAIOIINH ITepeueHh HAMEUEHHBIX K BBIITOJTHEHUIO MEPOIPUSTHH,
UX TOCTIEIOBATEIILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOJIHUTEICH.
8.2. Ilman odopmusercs Ha nucre Oymaru ¢opmata A4 ¢ HCHOJIB30BAHHUEM  CIETYIOIINX
PEKBU3UTOB:

e HAaMMEHOBAHHE ILIKOJIbI,

e Tpud yTBEPKICHHS TOKYMEHTA;

e J1aTa IOKyMEHTA,

e PETrHCTPALMOHHBIA HOMEP JOKYMEHTA;

e HAaWMEHOBAaHHWE BHJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAMMEHOBAaHHUE JIOJKHOCTH;

e  TIOJIITHUCH.
8.3. PexBusut — "Tekct qokymeHnTta" odopmisieTcs B BUAe TaOIULIbI ¢ rpadaMu:

e HOMEp IMYHKTA IIaHa,

e HAWMEHOBAaHUE MEPOIPHUATHS;



e CPOK HCIIOJIHCHH,
e HCIIOJIHUTCIIb,
e IIpUMCYAHHUC.

9. Otyer
9.1. OTueT — IOKYMEHT, COJIEpKAIIUIl CBEACHUS O PE3yJIbTaTax JEATEIbHOCTH 32 ONpeIeIeHHBIN
NIEPUOJT BPEMEHH, BBIMOJIHEHUN MEPONPUATHHA, TOPYUYEHUH, 3aJaHUH, IIIaHOB.
9.2. OtueTsl, MpenocTaBiIsieMble B OpPraHbl T'OCYJAapCTBEHHON BIACTH (B TOM YHCIE B OpTraHbI
rOCYyJJapCTBEHHOM  CTaTUCTMKM) W  HUMEIOIME  YCTAaHOBJICHHYIO  IPAaBOBBIMM  aKTaMHu
rOCyJITapCTBEHHBIX OPraHOB (OpPMY, CO3JAIOTCS 1O YCTAHOBJICHHOW TrOCYylapCTBEHHBIMU OpraHaMH
¢dopme U B OIpe1eIEHHOM UMH MOPSKE.
9.3. Oruéthl, mMpenocTaBisieMble COTPYAHHKAMHU IIKOJBI B XOJ€ BHYTPEHHETO B3aMMOJEHCTBHSA,
CO3JIaI0TCs 110 MPpaBUJIaM, YCTAHOBJICHHBIM ISl CO3/1aHUS CIYKEOHBIX 3aIIHCOK.
9.4. Otuersl odopmisitorcsi Ha JmcTe Oymaru ¢opmara A4 ¢ HUCIONB30BAaHUEM CIIEIYIONINX
PEKBU3UTOB:

e HAMMEHOBAHME LIKOJIBI;

e JlaTa IOKyMEHTa,

e PErUCTPALMOHHBIA HOMEP JOKYMEHTA;

e HAaUMEHOBAaHHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

* TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJTUYUN);

e HAMMEHOBAHME JOJDKHOCTH;

e  TIOAIHCE.
9.5. B Tekcre oTuéTa B 00s3aTEIBHOM MOPSAIKE JOJDKHO COJAEPXKAThCA YKa3 Ha JEesTEeIbHOCTD,
MEpOIpUATHE, BBIIAHHOE TOpY4YEHHUE, 3a/JaHue, MYHKT IUJIaHa, TMOJJIeKAIIUN BBINOJHEHUIO, U
pe3yiabTaT O BBINOJHEHHM, B TOM YHCJIE C YyKa3aHUEM Ha COOJIOACHHWE WM HapylleHHe
WCIIOJIHUTENIbCKOW ~ AMCHUMILIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIOJHEHHS M  HaJylexaliee
npegocTaBieHne  MHPOpManuu, HEOOXOAMMBIX  MaTepHalioB  (MPOEKTOB  JTIOKYMEHTOB)
COUCIIOIHUTENSIMH (IIPH YYaCTUN HECKOJIBKUX HCTIOTHUTENEH).

10. Mucs™mo
10.1. Iluchbma roToBSATCS KaK:

e OTBETHI O BHIOJHEHHH TOPYUYCHUH BBIIIIECTOSIIIIUX OPTaHOB UCTIOIHUTEIHHOMN BIIACTH;

e OTBETHI HA 3aMPOCHI OPTaHU3AIUH, IPESAPHUSITHIA U YACTHBIX JIUIL;

e VHUIMATHBHBIC TUCHMA.

10.2. Cpoku MOATOTOBKH OTBETHBIX MTUCEM:

e C KOHKPETHOH JaTOi UCIOIHEHHUS, YKa3aHHOUN B JOKYMEHTE, - B YKa3aHHbBIN CPOK;

e B COOTBETCTBHM C pE3OJIONHEH JMPEKTOpa W €ro 3aMecTHTe]Ied Ha OCHOBaHHUU
YCTaHOBIICHHBIX CPOKOB WCIIOJIHEHHS TIOPYYEHHUH, 3alpOCOB WM MO PEIICHUI0 aBTOpa
PE30ITIOIUH.

10.3. TekcThl OTBETHBIX MUCEM JTOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a(DUKCHPOBAHHBIM B
pesonroru. CpoKd TOJTOTOBKYA WHUITMATHBHBIX THCEM OIPEICISIOTCS CaMOCTOSTEIIEHO aBTOPOM
MPOEKTA MHUChMa C YIETOM HEOOXOAMMOCTH PEUICHHUs KOHKPETHBIX 3a/1a4 ¥ (WJIM) B COOTBETCTBHH C
TpeOOBaHUSIMHU 3aKOHOIATEIHCTBA, MOPYICHUSIMU HETIOCPEICTBEHHOTO PYKOBOIUTEIS.

10.4. Tlucema meyaTaroTcs Ha OlaHKe MUCbMa OOIIE0Opa30BaTEIIPHONW OPTraHHW3aIldU C YIJIOBBIM
pacIoNoKeHUEeM PEKBU3UTOB.

10.5. JlomosHUTENbHO K pPEKBU3WTaM OJIaHKAa MHChbMa TPH OGOPMIICHHMH THMCEM B IIKOJIE
WCTIOJNB3YIOTCS CIICAYIONINE PEKBU3HTHI:

e ajpecar;

e 3arOJIOBOK K TEKCTY;

e TEKCT JOKYMCHTA;



e OTMETKa O MPUJIOKECHHH,

e BU3A;

e TIOJIIUCH.

e OTMETKa 00 MCIIOJHHTEIIE.
10.6. IIpu odopmieHnn nrchMa Ha ABYX M Oojiee CTpaHHUIAX BTOpas M MOCIEAYIOIINE CTPAHMIIBI
HYMEPYIOTCS TIOCEpEAMHE BEPXHETO MOJIs JTUCTa apaOCKUMU U paMu.
10.7. Ilucbma moANMUCHIBAET TUPEKTOP MM PAOOTHUKH, YIIOJTHOMOYEHHBIE MPUKA30M.
10.8. Cny»xeOHble 3aITUCKA
10.9. B mensix OCylIECTBICHHUS B3aUMOJCHCTBUS MEXAYy COTPYJHUKAMU B paMKaxX BHYTPEHHETO
JOKYMEHTOO0O0pOTa B IIKOJIE IPUMEHSIOTCS CITy>KeOHbIe 3amucKu. CiryKeOHbIe 3aIMCKH SBISTFOTCS
CIPaBOYHO-UH(GOPMALIMOHHBIMU ~ TOKyMEHTaMU. ABTOpaMH CIY>KEOHBIX 3alHMCOK  SBISIOTCSA
COTPYAHUKU 00111€00pa30BaTEILHON OPraHU3alIUH.
10.10. CnysxeOHas 3amMcKa MOKET COCTABIATHCA MO YKa3aHUIO PYKOBOJICTBA MIIU 110 WHUIIMATHBE
KOHKPETHOT'O COTPYAHHUKA.
10.11. [Tpu odopmueHun ciyke0HOM 3amUCK 0(OPMIISIOTCS CIETYIOIINE PEKBU3HUTHI:

e ajpecart;

e JaTa IOKyMEHTa;

e HAWMCHOBAHHE BHJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTAa;

e OTMETKAa O MPUJIOKEHUH (IIPH HATTUYUH);

e HAWMEHOBAHHE JIOJKHOCTH;

e TIOJIHUCH.
10.12. Ciry>xeOHBIC 3aIIMCKH MOTYT CO3/1aBaThCsl HA OyMaKHOM HOCHUTENC U (HJIH) B DJICKTPOHHOMN

dopme.

11. JloBepeHHOCTH

11.1. [doBepeHHOCTh BBIJAETCA COTPYOHUKAM IIKOJBI M oQopMmisieTcs TO0 TpaBHIIaM,
YCTaHOBJICHHBIM HacTosimiel WMHCTpykiuen mis muceMm, ¢ y4€ToM TpeOOBaHHWM TI'pa)KIaHCKOTO
3akoHojatesbcTBa Poccniickoil denepanivi 1 HACTOSILIETO pa3/ea.

11.2. TIpoeKkT [OBEPEHHOCTH TOATOTABIMBACTCS U BU3BHPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyAET BBIJIaHA, TOCJIE Yero mnepefaaéTcss B KaHIECISAPUIO I HANpaBJICHUS Ha
MO/IMTHACaHNE.

11.3. JIoBEepeHHOCTh TOJIMHUCHIBACTCS JTUPEKTOPOM WJIM JIMIIOM, OCYIIECTBISIONMIMM €ro
MOJIHOMOYMS (MCTIONHSIIOIINM OO0S3aHHOCTH), W CKPEIUIIeTCS IedYaThlo 001eo0pa3oBaTeIbHOM
OpraHu3aIiy.

12. IoroBopsl, corJiameHusi, KOHTPAKTHI

12.1. JloroBopsl, coriameHus, KOHTPaKTHI (J1ajnee - JOrOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBHH
¢ TpeOOBaHUAMH T'PAXKIAHCKOTO, TPYAOBOT0, OFOHPKETHOTO M MHOTO 3aKOHOaTeIhCcTBa Poccuiickoit
denepany, B 3aBUCHUMOCTH OT PETYJIHUPYEMBIX JOTOBOPOM TMPABOOTHOIIEHUH U 00S3aTEILCTB
CTOPOH.

12.2. TIpoekT moroBopa TOJTOTABIMBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAaKTHBIM
YOPABISIIONIAM) ¢ y4€TOM HEOOXOAMMOCTH CBOEBPEMEHHOTO W KauyeCTBEHHOTO OOCCICUCHUS
WCTIOJTHEHUS CBOUX MTOJTHOMOYMH (00s13aHHOCTEH, (DYHKIIHIA), TOJTHOMOYHNH IIIKOJIBI B LIEJIOM.

12.3. TIpoekT moroBopa IOATOTaBIWBACTCS OTBETCTBEHHBIM COTPYIHHKOM (KOHTPAaKTHBIM
YIPABIISIOMIAM) COBMECTHO CO CIEIUATHCTOM, K (QyHKIUAM (TIOTHOMOYHSIM) KOTOPOT'O OTHOCHUTCS
pEllIeHHE BOIPOCOB, SIBJISIOMIUXCA MPEIMETOM JOTrOBOpa, WM WHBIM COTPYIHHKOM IO MPSAMOMY
YKa3aHUIO TUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3alii.

12.4, HeoOxonumasi 11 IOATOTOBKH MPOEKTA JIOrOBOpa HHPOpMAIUsS COOUPAETCs OTBETCTBECHHBIM
JUIOM (KOHTPAKTHBIM YIPABIISIIONIMM) B TOPSJIKE padouero B3aMMOICHCTBHUS C YYETOM IMPABHIL,
YCTaHOBJICHHBIX HacTosen MHCTpyKIuen.



13. IlpuHOMNIBI OPraHU3ANUH TOKYMEHT0000pOTA

13.1. B 10KyMeHTOOOOpOTE BBIIEISIFOTCS CICAYIOIMNE JOKYMEHTOIIOTOKH: ITOCTYIIAIOIIAs
JOKyMeHTanusi  (BXoZsmias), OTHpaBisgeMas JOKyMeHTauus (UCXOZsuas), BHYTpPEHHSA
JOKYMEHTAIHSI.

13.1. B cocraBe BxoAsmied U HMCXOAALIEH JOKYMEHTAIlMM MOTYT BBIIEISATHCS JIOKYMEHTHI,
MOCTYNUBIINE W3 BBIMIECTOSANINX, MOAPSIHBIX, MEAUIUHCKUX M APYTUX OpPTaHU3aIMii, OpraHoB
MECTHOTO CaMOYIIpaBJIeHUs, 00pallleH!s TPaXk/IaH.

13.3. OOparienusi rpaxaaH pPerucTpUpPYIOTCS H (POPMHUPYIOTCS B Jefla OTACIBHO OT JPYIHX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHu3aIiHy.

13.4. B mkomne 1ocTaBka U OTHpPaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEACTBAMHU MOYTOBOW CBSI3H,
ANEKTPOHHON CBS3M, a TaKXKE MO CUCTEME 3JIEKTPOHHOro JoKyMeHTooOopoTa (manee - CIOJI). C
MIOMOIIIBIO TIOYTOBOM CBSI3M B 00IIC00pA30BATEIBHYIO OPTaHM3AIMIO0 JIOCTABISETCS MHChMEHHAS
KOPPECIIOHICHIIMS B BUJE MPOCTHIX MHCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapToyeK, OaHIeposei u
MEJIKHX TTaKEeTOB, & TAK)KE NIeUYaTHBIC H3/IaHHS.

14. llepBuyHasi 00padoTKAa MOCTYNAKIIMX JOKYMEHTOB
14.1. JIoKyMeHThI, MOCTyMaloIlle B IIKOJNy, IEpelaloTCsi Ha PErucTpalio CeKpeTapro
o011eo0pa3oBaTeIbHON OpraHu3aluu U NPOXOAST MEPBUYHYIO 00pabOTKYy B JI€Hb MOCTYIUICHUS,
IIpY TOCTYIUIEHWHU B HepaOouee BpeMs - Ha clieayroluil pabounii geHb. [Ipu nepBuuHOi 06paboTke
JIOKYMEHTOB TPOBEpSAETCS MNPaBUIBHOCTh ajipecoBaHusd. OmMOOYHO MOCTYNMUBIIME JOKYMEHTHI
IIEPECHUIAOTCS 110 IPUHAJIEKHOCTH WX BO3BPAIIAIOTCS OTIPABUTEIIIO.
14.2. lokymeHTHI, nocTynuBIme ¢ ortMetkamu "Cpouno”, "Bpyunts HememenHo", "OnepaTtuBHo",
HE3aMeIIUTEIbHO MPOXOJIAT MEPBUUHYI0 00pabOTKy M JOKJIAABIBAIOTCA JUPEKTOPY WM B Cllydae
€ro OTCYTCTBHSI — 3aMECTUTENIO IUPEKTOPA O HAIIPABIICHUIO JESTEIbHOCTH.
14.3. TlocTynuBmxe TejaerpaMMbl IPUHUMAIOTCS IO/ HOJIKMCH C MIPOCTABICHUEM JaThl U BPEeMEHHU
IpHeMa, pErUCTPUPYIOTCS 110 TEM K€ MpaBUjIaM, YTO U MHUChMA.
14.4. DnexkTpoHHBIE COOOIIEHHS, aPECOBaHHbIC JUPEKTOPY WJIM HalpaBlIEHHbIE B aJpec IIKOJIBI,
pacneydaThIBalOTCS U JOKJIAJBIBAIOTCS AUPEKTOPY WIH B Clydyae €ro OTCYTCTBUS — 3aMECTUTEINIO
JUPEKTOpA.
14.5. DnekTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHOM MOAMKUCHIO, TOJJIEkKAT 00padoTKe 1O
IIpaBWIaM, IPEyCMOTPEHHBIM IS TIOCTYNAOMIEN (BXOASIIEN) TOKyMEHTALHH.
14.6. TloctynuBmas (BXOZsImias) AOKYMEHTAIlUsl PACIPENENIeTCs Ha PETUCTPHpYEMble M He
MO/JIEKAIME PErUCTPALIUHU TIOKYMEHTBHI.
14.7. He momyiexxat perucTpaiuu:

e IIPUIJIACUTEIIbHBIE, TI03/IpaBUTENIbHBIE INCbMA U TEJIETPAMMBI,

e OWIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMUHAPOB, KOH(PEPEHINH U APYTUX NOAOOHBIX MEPOIPUATHIA;

e JIOKyMEHTHl MO OyXTajTepcKOMy YyueTy, MaTepHalbHO-TEXHUYECKOMY O0€CledeHHuIo,

IUTAaHOBBIE U (PMHAHCOBBIE JOKYMEHTBI, TIOCTYMAIOIKE 0€3 COMPOBOAUTEIBHOTO NMUCHMA;

e PpEeKJaMHble, KOMMEpPYECKHE MPEAIOKEHNS, B T.4. HOCTYNHUBIINE IO MIEKTPOHHON MOYTE;

e II€YATHBIC U3/IAHUS;

e IHCbMa C IOMETKOH «JINYHOM.

15. Perucrpanmusi, y4eT M PaccMOTpPeHHE PYKOBOAMTEJNeM MOCTYNAMMUX (BXOAAIINX)
JTOKYMEHTOB

15.1. TloctynuBmme (BXOIAIMINAE) MTOKYMEHTHI PETHCTPUPYIOTCS TOJBKO TIOCHIC W TICPBUYHOMN
00pabOTKH ¥ HE3aBUCUMO OT CITOCO0a MX JIOCTABKH.

15.2. Peructpanusi — MpOCTaBJICHUE B HIDKHEM TPABOM YIIIy MEPBOTO JIUCTA JTOKYMEHTa OTMETKH
0 TIOCTYIUICHWH C YyKa3aHWEM JaThl MOCTYIUICHHS M BXOJIIETO PETUCTPALMOHHOTO HOMEpa
JOKYMEHTa C O0S3aTeNbHOM 3alMChi0 B IKYpPHaJl PETUCTPAIMHM TOCTYMAoMIed (BXOISIIEH)
nokyMmeHTtanuu. CTpyKTypa perucTpaliiOHHOTO HOMEPA, TIOCTYTAIOMIEero (BXOIAIICT0) JOKYMEHTA,



COCTOMT M3 €ro TMOpSOKOBOTO HOMEpa U UHAEKca Jefla 10 HOMEHKJIAaType Jen
0011e00pa30BaTENbHON OpraHn3aIUH.
15.3. Peructpanmst BceX MOCTYNMUBIIHUX (BXOMSIIMX) JOKYMEHTOB IPOHM3BOIUTCS B Tpereax
o0IIero JTOKYMEHTOMOTOKA. JIOKyMEHTHI, MOCTYNHBIIKME B IIKOIY IO KaHaiaMm (aKCUMUIBHOU
CBsI3H, 00pabaThIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM MOPSIIKE.
Texecr mocTynmuBIIeH TeneOHOpaMMbI  3allUCHIBACTCS B JKypHAJIE PETHCTPAINH
TeredOHOrpaMM U TeyaTaeTcs Ha JIUCcTe OyMaru JUisl mepeiadyu Ha pacCMOTPEHHE.
15.4. Tloctynaromue (BXOAIIKE) TOKYMEHTHI MePealoTCsl HA paCCMOTPEHUE PYKOBOJICTBY TOJIBKO
MOCIIE UX PETUCTPALUU U TPEBAPUTEITHFHOTO PACCMOTPEHHUS.
15.5. JlokyMeHTBI, TIOCTYIHUBIIHE B OOIICOOpa30BaTEIbHYIO OPraHM3allHi0, 0 BOMPOCAM, HE
TpeOYIOLIUM PacCMOTPEHHsI AUPEKTOpa, HAMpPaBISAIOTCS pPaOOTHHUKOM OTBETCTBEHHBIM 3a
JIEJI0TPOU3BO/ICTBO IIKOJIBI HEMOCPEICTBEHHO UCIIOJIHUTEIIO 3aIpoca.
15.6. JlupexTop B pE30IIOIHUH OMpPEIEsIeT JULl, OTBETCTBEHHBIX 32 UCMOIHEHUE JOKYMEHTA, U J1aeT
UM nopy4eHre. PaOOTHHK OTBETCTBEHHBIN 3a JICIOMPOM3BOJCTBO IIKOJIBI TIEpeaeT JOKYMEHT Ha
UCIIOJTHEHHUE.
15.7. TTonnMMHHKUK AOKYMEHTa C PE30JIIOIUECH PYKOBOJUTENS 00IIe00pa30BaTeIbHON OpraHU3aIlluu
HAMpPaBIAETCS UCTIOTHUTEIIO.
15.8. [lpm HaMMYUU HECKOIBKUX WCIIOJHUTENCH IONIMHHUK JIOKYMEHTa TIepeacTCsl TOMY
WCTIOJTHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHUSMHU [0 HUCIOJHEHHUIO SBISETCS
OTBETCTBEHHBIM, OCTAJILHBIC UCITOJIHUTEIH TTOJTyYat0T KOITHIO JJOKYMEHTA.
15.9. TloanmuHHUK AOKyMEHTa, KOTOPBIA HCIONHSIETCS HECKOJBKHUMH JOKHOCTHBIMHU JIUIAMH,
MOJTy9aeT OTBETCTBEHHBIA UCTIOJIHUTEND. OCTAIBHBIM HCIIOTHUTEIISM TIEPEIAIOTCS KOTIHH.
15.10. UsroTtoBneHue KOMUW JOKYMEHTa [JIsl Tepelayd COUCTIOTHHUTENSIM OCYIIECTBIISAETCS
cekperapeM 0011e00pa30BaTEIbHON OpTraHUu3aIliH.
15.11. Pe3omonus COEPIKHUT:
e yKa3aHHWE II0 WCIOJHEHHUIO, COJEp)Kallee KpaTKoe OIMHWCAaHWe HEeOOXOIUMOro JJis
WCTIOJTHEHUS ICUCTBUS;
e yKa3aHHWE Ha CpPOK, B TEYEHHE KOTOPOTro JMOO 10 HUCTEYCHHUS KOTOPOTO HEOOXOIUMO
WCTIOJHUTH MPEANICAHHOE ICHCTBUE;
e JIMYHYIO TIOJIMHUCH aBTOPA PE3OTFOINH;
e ATy IPOCTABJICHUS PE3OIOIIHH.
15.12. Vka3zanme Ha CpOK, B TE€UYCHHE KOTOPOrO JHOO JI0 HCTCUYCHUS KOTOPOTO HEOOXOIMMO
HCTOJIHUTh MPEANUCAHHOE JEHCTBUE, MOXET HE BBIPAXKATbCS KOHKPETHOM JaTOM M COJEpKaTh
BBIPA)KEHHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK' U T.II.
15.13. Pe3omonust mumieTcs Ha CBOOOJHOM OT PEKBU3UTOB MECTE MEPBOTO JTUCTA TIOKYMEHTA.
15.14. B ciyyae, Korja pe3oionus aapecoBaHa HECKOJIBKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 32
WCTIOJIHEHUE JTOKYMEHTAa B IIEJIOM SIBIISIETCS COTPYIHHUK, YKA3aHHBIA TMEPBHIM (BEPXHHUM), JIHOO
COTPY/JIHUK, B OTHOIIIEHUU KOTOPOIO C/IeIaHa TOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranuszauusi padéoThl ¢ OTHPABJsieMbIMHU (MCXOASIIIIUMH) TOKYMEHTAMHU

16.1. Jlo mpemocTaBiieHUs] TPOEKTa OTMIPABISIEMOro (MCXOASIIEro) JOKYMEHTa Ha MOJIHUCH
JTUPEKTOPY WU WHOMY YIOJHOMOYEHHOMY B YCTaHOBIIGHHOM TMOpSIKE Ha TMOAMHCAHHUE JIUILY
OCHOBHOH HCITOJTHUTEJb IMPOBEPSIET MPABUIBHOCTh O(POPMIICHHS OTIPABIIEMOTO (MCXOMSAIIETO)
JIOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTose NHCTpyKuuu.

16.2. Tlpu MOATOTOBKE OTIPABIIEMOrO (MCXOJSIIETO) HOKYMEHTa KaK OTBETa Ha IMOCTYIHBIIUI
(BXoAsImui) JOKYMEHT HCIIOJHUTENb MPUKIAIbIBAET K TMOATOTOBICHHOMY IPOEKTY BXOMASIINN
JIOKYMEHT.

16.3. IIpoekTsl OTIpaBasieMbIX (MCXOAIINX) JOKYMEHTOB C YUETOM COOJIIOICHHUS YCTAaHOBJICHHOTO
B PE30JIIOIMM CpPOKAa MCIOJHEHUs TEpelatoTCsl OTBETCTBEHHBIM MCIOJIHUTEIEM B OTHEIN
JIEIONPOU3BOJICTBA (KAHILIETSPHSL, CEKPETaph) MIKOJbI JAJIsS HAIIPABICHUS HA TIOITUCAHNUE.

16.4. TlomnucanHble OTHpaBisieMble (MCXONALINE) JOKYMEHTHI, MEpeNaroTcsi pabOTHHKY
OTBETCTBEHHOMY  3a  JICTIONPOM3BOJCTBO  INKOJBI, KOTOPBIA  OCYIIECTBISET IMPOBEPKY



KOMIUIEKTHOCTH U COOTBETCTBHMSI KOJIMYECTBA HK3EMIUIAPOB OTIPABIAEMOIrO (MCXOSILEro)
JOKYMEHTa CIIMCKY pAacChUIKH, a TaKKe TMPaBHIBHOCT O(POPMIICHHS IOKYMEHTa COTJIACHO
HACTOsIIENH HHCTPYKLIUH.
16.5. B cmyuae HapymeHHs KOMIUIGKTHOCTH WJIM COOTBETCTBHS KOJMYECTBA, a TaKXKe
IPaBUIBHOCTH OGOPMIICHUS JOKYMEHTa COIVIACHO HACTOSIIEH WHCTPYKLIMU OTIpaBiisieMble
(ucxonsmue) JTOKYMEHTHl  HE3aMEMJIUTEIbHO  BO3BpALAIOTCS  PAa0OTHUKAMH — KaHIEJSPUU
OTBETCTBEHHOMY HCIOJHMTENIO WJIH B ClIydae OTCYTCTBHUS OTBETCTBEHHOI'O HCIIOJIHUTENS €ro
HENOCPEACTBEHHOMY PYKOBOJUTEIIO [l yCTPAHEHUS HAPYIICHUH.
16.6. JlokyMeHTBHl 1OCJI€ UX HOANMCAHUSA JIUPEKTOPOM WIM HHBIM YHOJHOMOUYEHHBIM JIMIIOM
IepelatoTCs B KaHILIEISpUIO 00111€00pa30BaTEIbHON OpraHU3aliy sl pETUCTPaLMK U OTIIPaBKU.
16.7. Peructpanus oTIpaBiasieMbIX (MCXOASIINX) JOKYMEHTOB OCYIIECTBIISETCS MOCe MPOBEACHUS
pabOTHUKAMU KaHLEISPUM, OTBETCTBEHHBIMH 32 JEJIONPOU3BOACTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBUS KOJMYECTBA SK3EMIUIIPOB, a TaKXe IMPaBHIBHOCTb O(OPMIIEHHUS OTHPABISEMOIO
(McxosIero) JOKyMeHTa.
16.8. Perucrpauus co3naBaeMbIX JIOKYMEHTOB OCYIIECTBISICTCS B JEHb HOAMMCAHUS WIH
YTBEPKACHUS MO0 Ha CIEeAYIOIUN pabouuil 1eHb.
16.9. CezneHus 0 perucTpUPyEMBbIX OTHPABISIEMBIX (MCXOAIINX) TOKYMEHTaX BHOCATCS B KypHAaJ
perucTpanuu oTHpaBiIsieMoil (MCXoAsIIel) TOKyMEHTAlNH.
16.10. PeructpaniioHHbIil HOMEp U JjaTa OTIIPABIIAEMOro (MCXOIAIIEr0) TOKYMEHTA MIPOCTABISIOTCS
Ha MOJJMHHUKE JOKYMEHTa B pEKBHM3UTAaX OJlaHKa M Ha HK3EMIUISpE, OCTAloIIeMCsl B Jele
00111e00pa30BaTENIbHON OpraHN3aIUH.
16.11. CtpykTypa perucTpaliioHHOTO HOMepa OTIPAaBISEMOT0 (MCXOMISIIET0) JOKYMEHTa COCTOUT
U3 €ro MOpsIKOBOI0 HOMEpPA U MHJEKCA JIe1a 0 HOMEHKIJIAType eI HIKOJIbI.
16.12. OrmpaBka JOKYMEHTOB NPOHM3BOJIWTCS LEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHIEISIPUU
IIKOJIbI, KOTOpbIE IMPOU3BOAAT WX COPTUPOBKY MO CIOcoOy oTmpaBieHHs (IIpocTas, 3aKa3Has,
MEXIyHApOIHAs U Jp.).
16.13. IlucbMa, TenerpaMMsbl, OTKPBITKH, OAHAEPOJIH U NeYaTHbIE N3JaHUs OTIIPABIISIOTCS IIOUTOM.
daxcorpamMmbl U TenedOHOrpaMMBbI IEPEAAI0TCS 110 KaHaJIaM Tele(OHHOM CBS3U.
16.14. DnexTpoHHBIE COOOIIEHUS OTHPABIAIOTCS C O(QUIMATBLHOIO IMOYTOBOTO HIIEKTPOHHOTO
azpeca o01eo0pa3zoBaTeILHON OPraHU3aIUN.
16.15. [TucbMma, TenerpamMmbl, OTKPBITKH, OaHAEPOIH, (haKCOTPaMMBI, JIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHbIE C paboyeil e TeIbHOCTHIO, K OTIPABKE HE MPUHUMAIOTCSI.
16.16. JIokyMeHTBI, OTIIpaBIiIsieMble CPEICTBAMU MIOUYTOBOM CBSI3U MPOXOJIAT:

e  YIIAKOBKY;

e ajpecoBaHHWe (TIpU HAMpaBICHUH JOKYMEHTa Ooyiee ueM B 4 aapeca) — B COOTBETCTBUU C

yKa3aTeJleM pacChUIKH, Ha KayKAOM 3K3eMIUIIpe MMChbMA YKa3bIBAETCS TOJIBKO OJUH ajapecar.

e TPOCTABJICHUE CTOMMOCTH MOYTOBBIX YCIIYT;

e TIiepeiavy B IOYTOBOE OTAEICHHUE CBA3H.
16.17. Ilpu moAroTOBKE W OTIpaBKE MUCEM HEOOXOJUMO YYHUTHIBATh MpPaBUIA, YCTAHOBIICHHBIE
MpUKa30M MHUHHUCTEPCTBA CBSI3M U MacCOBbIX KoMMyHuKaiuii PO ot 31 wurons 2014 r. N 234 "O6
yTBepxaAcHUU [IpaBui okazaHus ycilyT IOYTOBOM CBS3H'".
16.18. JIokyMeHTBI, OTHpaBIIsIEMbIe CPEICTBAMM ITOYTOBOM CBA3M B OJMH a/IpeC, BKJIAJbIBAIOTCS B
OJIMH KOHBEPT.
16.19. Ucxonsmme AOKyMEHThI, NpeJHAa3HAYCHHbIE ISl OTIPaBKU CpPEACTBAMHU (PaKCUMMIBHON
CBSI3U, OTIPABJISIIOTCSA PAOOTHUKAMU KaHIIEISIPUH 00111e00pa30BaTeIbHON OpraHU3allHH.

17. Pa3paGoTKa u BeJleHHe HOMEHKJIATYPbI J1eJ

17.1. JloxyMeHTanbHbIN (POH IIKOJIBl — COBOKYIHOCTH JOKYMEHTOB, 00pa3yIOLMXCcs B POIECCE
€ro JeATenbHOCTH. JOKyMEHTanbHBIA (OHJ IIKOJBI COCTaBISIOT JOKYMEHTBI, CO3JaHHBIC B
o0mieo0pa3oBaTeNbHOM OpraHu3ali W TMOJMY4YeHHbIE €0 B pe3ylbTaTe B3aUMOJCHCTBHUS C
OpraHaMy TOCYJapCTBEHHOW BJACTH, OpraHaMHd MECTHOTO CaMOYIpaBJICHUS, IOPUIUYECKUMU H
(bU3MYECKUMU JTHIIAMH.



17.2. HomeHnknarypa Jen sBIsi€TCS OCHOBOM ()OPMHPOBAHUS TOKYMEHTAJIBHOI'O (POHAA ILKOJBI U
NpPE/CTaBISAET COOOM CHUCTEMATH3WPOBAHHBIN IEpevYeHb 3arojOBKOB (HAMMEHOBAaHMMN) eI,
3aBOAIMMBIX B ILIKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHMs, U O()OPMIICHHBIH B COOTBETCTBUHU C
MPAaBOBBIMU AKTaMH, PEKOMEHAAUMAMU WM METOAUYECKUMHU YKa3aHUSIMH OpraHoB Poccuiickoi
denepanuy, yHOJIHOMOYEHHBIX B c(epe TIOoCyJapCTBEHHOIO YIPABICHHUS apPXUBHBIM JIEJIOM,
JIeTTOTIPOU3BOACTBA M TOKYMEHTOO0O0pOTA.
17.3. HomeHknaTypa Jes cCoCTaBIAETCsl HA OCHOBE U3yUYEHHMs MOJIOKEHHUM, HMHCTPYKLUI U NpaBuil, a
TaKXkKe JPYTUX JOKYMEHTOB, PpErJaMEeHTUPYIOIIUX JeATeNbHOCTh  00I1e00pa3oBaTeIbHOM
OpraHu3allii, a TakXke HOMEHKJIATyp Jed 3a MpeAllecTBYIOIIUE TOJbl U JIOKyMEHTOB,
00pa3yronmxcs B ACITEILHOCTH 001Ie00pa30BaTeIbHON OpTaHH3AIIHH.
17.4. HomeHknatypa Jiesl MCIOJIb3YyeTCs ISl TPYNIUPOBKU MCIOJHEHHBIX JIOKYMEHTOB B JIeNa,
CUCTEMAaTHU3allMM U y4eTa JIeJl, ONPE/IEICHUS CPOKOB UX XPAaHEHUsI U MIOMCKA JIOKYMEHTOB, SIBJISETCS
OCHOBOH JIJIsl COCTABJIEHUs ONHUCEH J1eJ1 HOCTOSHHOIO U BpeMeHHOro (cBbime 10 yer) xpaHeHus, a
TaKKe JJIs ydera JieJ BpeMeHHOTo (10 10 JeT BKIIOUUTENbHO) XpaHEHHUS.
17.5. HomeHknaTypa fes BBOAUTCA B ACHCTBUE IPUKA30M IO LIKOJIE.
17.6. HomeHKkIaTypa A€ TOTOBUTCS B TPEX IK3EMIUISIpax:

e Ul IOMEIIEHNS B HOMEHKJIATYPHOE JIEJI0 U IOCTOSHHOTO XpaHEHMS,

e JUIA UCIIOJIb30BaHUA B pabOTE OTAEIOM JEeONPOU3BOACTBA (KaHLEIsIpUEH);

e ISl XpaHEHUs B apXUBE IIKOJIBI.
17.7. VI3 HOMEHKIAaTypbl J€J LIKOJIbI OTBETCTBEHHBIM JIMIIOM 3a BEIEHHUE JIEJONpPOU3BOJICTBA
Oo(OpMIISIOTCS BBIMMCKM Ui KaXJO0r0 W3 MOJPAa3JeleHUd M OTIENIOB 001eo0pa3oBaTebHON
OpraHM3aIiy.

18. ®opMupoBaHue e U UX TeKkyuiee xpanenue. [1oAroroBka 10KyMeHTOB U JieJI K nepeaye
HAa apXMBHOE XpPaHEHHUe

18.1. ®opmupoBaHue Aell — TPYINIAPOBKA UCTIOJHEHHBIX JOKYMEHTOB B JIeJIa B COOTBETCTBHH C
HOMEHKJIATYpO# Jen 00111e00pa3oBaTeIbHON OpraHu3allii U CUCTEMaTU3allusl TOKYMEHTOB BHYTpU
nena.

18.2. Jlena co qHS WX 3aBEICHUS JI0 TIEpead B apXHB IIKOJIBI WIH HA YHHUTOKEHUE XPAHSITCA TI0
MeCTy UX (OPMUPOBAHUS.

18.3. IIpuka3pl 1O OCHOBHOH, aJIMHUHHCTPATHBHO-XO3SIMCTBEHHON, Yy4eOHO-BOCTIUTATEIHHOMN
JEeSTENBHOCTH IIKOJIBI, TPYIIIUPYIOTCS OTAEIBHO OT MPUKA30B IO JINYHOMY COCTaBy paOOTHUKOB U
0 JIMYHOMY COCTaBY 0OYYarONUXCsl (Y4aIIuXcst/BOCTUTAHHUKOB).

18.4. Ilepenucka Tpynmupyercs 3a TEpHOJ KaJCHIAPHOTO TojJa W CHUCTEMaTHU3UPYETCS B
XPOHOJIOTUYECKON MOCIEA0BATEIBHOCTH.

18.5. IlpoBepka HaMUYMSI U COCTOSIHUS JJOKYMEHTOB U JIe€J POBOJUTCS MPU NEPEMEILIEHUH J1e]1, IPU
BO3BpAaTe JieN, PU peopraHu3aIlii WK JIMKBUIANUN 00111e00pa30BaTebHON OpraHu3aliy.

18.6. B apxuB o00meoOpa3oBaTeIbHON OpraHu3auu (Jajgee - apxuB) TMepeAaroTcs Jaerna
MOCTOSTHHOTO, BpEMEHHOTO (cBbImIe 10 JIeT) CpOKOB XpaHEHHUs U IO JIMYHOMY COCTaBy uepe3 3 roaa
MoCJie To/a, B KOTOPOM JIOKyMEHTHI ObUTH MOMEIIEHBI B JIEJIO Ha XpaHEHHUE.

18.7. Ilepenavya JOKYMEHTOB B apXHB MPOU3BOAUTCS 10 YTBEPIKIACHHBIM OTHCSIM JIEI.

18.8. [loarotoBka AOKYMEHTOB W el K Iepelaye Ha apXUBHOE XPaHEHHWE U HAa YHUUYTOXKEHHUE
IpelycMaTpUBaeT:

e DKCIEPTHU3Y LIEHHOCTU JOKYMEHTOB;

e  COCTaBJICHHUE OIHUCEH /1€ MO Pe3ybTaTaM SKCIEPTU3bI UX LIEHHOCTH;

e odopmieHHE AeT;

e COCTaBJICHUE AKTOB HA YHUUYTOXXEHHUE JOKYMEHTOB U JI€J] C UCTEKIINMHU CPOKAMU XPaHEHUSI.
18.9. DkcnepTH3a LIEHHOCTH JOKYMEHTOB IMOCTOSTHHOTO M BPEMEHHOTO XPaHEHHUS! OCYLIECTBIIAETCS
€XKETroJHO JUIOM (JIMIIaMH), HAa3HAYEHHBIM IPUKA30M OTBETCTBEHHBHIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBaHUE.

18.10. B meno momeniaercs He 6ostee 250 JMCTOB (TONIIMHA JIeia IPH TOM COCTaBIseT He Oosee 4
cMm). Ilpu OonblioM KONMUYECTBE NOKYMEHTOB (hopMHpYyrOTCsS Toma (dactu) aena. Baytpu nena



JOKYMEHTBI PACIIONaraloTCsi B XPOHOJIOTMYECKOM IMOPSAKE B COOTBETCTBUHM C ONMChIO. B nena
MOMEIIAIOTCA TOJIBKO UCTIOIHEHHBIE, IPAaBHIBHO 0()OPMIICHHBIE JOKYMEHTHI.

18.11. JloxyMeHTBbl BHYTpHU Jejla PacIojaratoTcsi CBEPXY BHU3 B XPOHOJOIMUYECKOM, BOIPOCHO-
JIOTMUECKOW  TOCIIEAOBAaTEIbHOCTH WJIM HUX COYETaHWH. PacnopsiiuTenbHble  JOKYMEHTHI
IPYNIUPYIOTCS B JIeNa 10 BUIaM U XPOHOJIOTUU C OTHOCSIIIUMUCS K HUM IPUIIOKEHHUSIMH.

18.12. JInunbie KapTOUKH PaOOTHUKOB (POPMHUPYIOTCS B 1€JI0 IO anihaBUTY haMUIIHIA.

18.13. OdopmieHnue aena mnpemycMaTpuBaeT: O(GoOpMIECHHE PEKBHU3UTOB OOJIOKKH Jejia TI0
YCTAHOBIICHHOH (hopMe; HyMmepaluio JHCTOB B JeJie KapaHJalloM B BEPXHEM IIPaBOM YTIIy;
COCTaBJICHUE BHYTPEHHEN ONMCH JIOKYMEHTOB Jieja, IOIUBKY U nepermet aena. Jiucr 6onpmioro
dopmara, MOAIMMTHIA 3a OAWH Kpal, HyMepyeTcsl KaK OIMH JIMCT B TPABOM BEPXHEM YTIIy.
JIOKyMeHTBI ¢ COOCTBEHHOW HyMepalueil JUCTOB, B TOM YUCJIE NTeYaTHbIE U3/1aHusl, HyMEPYIOTCS B
00IIeM MOPSIIKE.

18.14. JIucTsl 1€, COCTOSIIUX U3 HECKOJIBKUX TOMOB MJIM YacTeil, HyMepylTcs 10 KaXXI0My TOMY
WJIA 9aCTH OTAEIBHHO.

18.15. Ilocne 3aBepiieHHs HyMepalUM JUCTOB COCTaBJISETCS 3aBEpUTEIbHAs HAJIUCh, KOTOpas
pacronaraercsi B KOHIIE Jeia. 3aBepHUTeNbHAs HAAINUCh COCTABISIETCS B JIeie Ha OTACIBHOM JIHCTeE-
3aBepuTee Jena.

18.16. B 3aBepuTenpHOW HAAMUCH HU(PpPaMU U TPOMHCHIO YKa3bIBAETCS KOJIHMYECTBO JIMCTOB B
JaHHOM Jiene. 3aBepuTelbHas HaJAMUCh MOJIMUCHIBAETCS €€ COCTaBUTEJIEM C YKa3aHHEM
pacmiuppoBKM TOIMNKCH, JOJDKHOCTH M JaThl COCTaBieHUs. KoJaWMuecTBO JHMCTOB B Jene
MIPOCTABIISETCS HA 00JIOKKE JIea B COOTBETCTBUH C UTOTOBOW HA/IIUCHIO.

18.17. PexkBu3uT "Cpok XpaHeHHs Jena" TEpEeHOCHUTCS Ha OOJIOKKY Jella M3 COOTBETCTBYIOIICH
HOMEHKJIATYpbI JI€J MOCJE CBEPKH €ro CO CPOKOM XpAaHEHMs, YKa3aHHBIM B I€pEYHE TUIOBBIX
JOKYMEHTOB WJIH B IEpPEYHE JOKYMEHTOB, 00pa3ymoIuXcsl B ACSITEILHOCTH (eIepaJIbHOrO OpraHa,
C YKa3aHHEM CPOKOB XpaHEHHUS.

18.18. Ha nemax mocTOSHHOTO XpaHEHUs THIIETCs: " XpaHUTh TIOCTOSTHHO" .

18.19. Ilpuem nen MpOU3BOAUTCS COTPYIHHKOM, YHOJTHOMOYEHHBIM Ha BEJCHUE JIEATEIbHOCTH
apXx¥Ba, ¢ MPOCTABJICHNUEM B JIBYX SK3EMIUISIPAaX OMHCHU JIEJ OTMETOK O HAIMYHH KaXI0ro jaena (Ha
KaXX/I0M 2K3eMIUIIPE OMHMCH YKa3bIBAETCS KOJUYECTBO (PAKTHUYECKH MPHUHATHIX Jell, AaTa npuema-
nepeauu JIel, a TakyKe IMOANMCH apXUBUCTA U COTPYIHUKA, TIEPEIaBIIeTo Jea.

19. 3aki0unTeIbHBIE MOJI0KEHUS

19.1. Hacrosimas MHCTpYKIMs 1O J1€IONPOU3BOJICTBY SABISECTCS JIOKAJIBHBIM HOPMAaTHBHBIM aKTOM
001eo0pa3oBaTeIbHOW OpraHu3auu, npuHuMaercss Ha OOmeM coOpaHun paOOTHUKOB |
yTBepkKaaeTcs (BBOAUTCS B IEHCTBUE) MPUKA30M JUPEKTOpa 001Ie00pa30BaTeIbHON OpraHU3aIiu.

19.2. Bce u3MeHeHHsI W JOTOJHEHUS, BHOCUMBIE B HACTOSIIyI0 WHCTpyKIuio, oQopMistoTcs B
MUCHMEHHOM (hOpMeE B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickoit dexneparyu.
19.3. UHcTpyKuusa MO AETONPOU3BOJACTBY B IIKOJE MPUHUMAETCS Ha HEOINpeAeNeHHBIH CPOK.
N3menenusa u qononHeHus K MHCTpyKIMM NMPUHUMAIOTCSA B MOPAJKE, MpeaycMoTpeHHoM 11.19.1.
Hactosied MHCTpyKIuu.

19.4. Tlocne npunsTHs MHCTpyKUMH (MM M3MEHEHUH M JIOTIOJHEHUH OTAEIbHBIX MYHKTOB U
pa3aesoB) B HOBOM peakluy Npeblayias pelakliys aBTOMAaTUYECKH yTPAauUBaeT CUITY.



Ipunooscenue Ne 1

IIpaBuaa
0(opMJICHUSI PEKBU3UTOB IOKYMEHTOB

1. Jlns1 noAroToBKM JIOKYMEHTOB MPUMEHSETCS TEKCTOBBIM pPENaKkTop, OOecrneunBaromui
TpeboBaHuUs rpaduuecKoro BOCIIPOU3BEICHUS PEKBU3UTOB IOKYMEHTA.

2. Bugsl u pa3mepsl ucnonb3dyembix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIMKEHHBIE K HUM.

3. Ilpy TOATOTOBKE TEKCTOB B TaONMIAX, MJs OOECIEYCHHUs JIydlled YUTaeMOCTH [TaHHBIX,
JoIycKaeTcst mnpuMeHenue mpudros Buaa Arial, pasmepos 12,13.

4. lnana3oH HUCII0JIb3YEMbIX MEXIYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 IOJYTOPHOTO.

5. AG3anHBIi OTCTYH TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJ0BKH pa3/esioB U MOJPa3/IesIOB MeYaTatoTcs ¢ a03aI[HbIM OTCTYIIOM HJIM LIEHTPUPYIOTCS IO
LIMPUHE TEKCTA.

7. MHOTOCTpOUYHBIE PEKBU3UTHI IEYATAIOTCS YEPe3 OJUH MEKCTPOUHBIA WHTEPBAJl, COCTABHBIE
4acTH PEKBU3UTOB OTIEISIFOTCS IOIOJHUTEIBHBIM HHTEPBAJIOM.

8. Eciim JOKyMEHT rOTOBUTCS Ul M3/IaHMs C YMEHBIIEHHUEM MacluTada, TEKCT IedaTaeTcs uyepes
7B UHTEpBaJa.

9. UuTepBan mexay OyKBaMH B CJIOBaxX - OOBIUHBIN. IHTEpBaJl MKy CIIOBAMH - OJIMH MPOOEIL.

10. TekcT nokyMeHTa BBIpaBHUBAETCS MO IIMPUHE JIUCTA (110 TpaHUIaM JIEBOTO U MPABOro IOJei
JIOKYMEHTA).

11. InuHa camMoil AMTMHHOMN CTPOKHM PEKBU3HUTA MPH YIJIIOBOM PACIOIOKEHUU PEKBU3UTOB HE Oojiee
7,5 cm.

12. JlnuHa caMoOM JUIMHHOM CTPOKM PEKBU3UTA MPHU MPOJOJIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
6omee 12 cm.

13. Koa dhopMbl IoKyMeHTa

Kox dopmbl 1oKyMeHTa mpocTaBisieTcs Ha YHU(PHUIMPOBAHHBIX (hopMax JTOKYMEHTOB, B OCHOBHOM
UCTIOJIB3YEMBIX B KaJIpOBOM JTOKYMEHTOOOOpOTE HIKOJBL Pacmoriaraercs koj (opMbl B IPaBOM
BEpXHEM yriy palbouero moiyisi JTOKyMEHTa, COCTOMT u3 cioB "®dopma mo" (HamMeHOBaHHE
KJ1accudukaropa) u mupoBoro Kosa.

Ilpumep - @opma no OKY 0301001.

14. HauMeHOBaHHME IIKOJIBI

HanMeHoBaHMe IIKOJBI JOMKHO COOTBETCTBOBATH HAWMEHOBAHHWIO IOPUIMYECKOTO JIUIIA,
3aKpeIyIECHHOMY B €ro  yYpeAWTENbHBIX JoKyMeHTax (YcraBe 0011e00pa3oBaTenbHOM
opranm3aiun). [lon HaMMEHOBaHUEM IIIKOJIBI B CKOOKaX yKa3bIBAETCS COKpPAIICHHOE HAMMEHOBAHUE
0011e00pa30BaTeILHOM OpraHUu3aIliy.

Haj HanMeHOBaHWEM IIIKOJIBI - YKA3bIBACTCS MOJTHOC HANMEHOBAHKE BBIICCTOSIIICH OpraHH3aIUH.

15. CnpaBoyHble IaHHBIE O IIKOJIE

CrpaBouHble JaHHbBIE O LIKOJIE BKJIIOYAIOT B ce0s: MOYTOBBIM ajgpec, HOMepa TenedoHa, (akca,
azpec 2JeKTpoHHOM mouthkl, kox Immkonbl mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJ1accu(UKaTopy NMpennpUsTUil U opraHu3anuii), OCHOBHON TOCYJapCTBEHHbIN pErucTpalioOHHbIN
Homep (OI'PH), unentuukanMoHHbIH HOMEpP HAJOTOIJIATENbIINKA/KOJ IPUYNHBI TOCTAHOBKH Ha
Hasorossiit yuet (MHH/KIIIT).

16. HanmeHoBaHMe BUIa TOKYMEHTA

PexBu3uT ucnosib3yercs AN yKa3aHMs BHMJA JOKYMEHTa M pacrojiaraercs MoJ| PEeKBH3UTOM
«HaUMEHOBaHUe o01Ieo0pa3oBaTenbHON opraHu3auuny». HanMeHoBaHWe BHUAA JOKYMEHTa He
yKa3bIBa€TCs B MUChMaX.




17. JdaTta nokymeHTa

JlaToii nmOKyMeHTa SIBIISIETCS Jara ero mnojanucanus (Tpuka3, MUChMO, 3alKCKa, akT U Jp.),
YTBEPKACHUS (MHCTPYKLHMS, TOJIOKEHHE, MpaBWiia, PErjiaMeHT, IUIaH, OTYeT W JAp.), COOBITHS,
3a(pUKCUPOBAHHOTO B IOKYMEHTE (IIPOTOKOII).

JlaTa nOKyMeHTa HpPOCTABISIETCA JOHKHOCTHBIM JIMLIOM, MOAMMCHIBAIOLINM WM YTBEPXKIAIOLIUM
JOKYMEHT, WJIA TPH PETHCTPAIlMM JIOKyMEHTa, WJIH HEMOCPEJICTBEHHO COCTABHTEIEM TIpU
MOATOTOBKE TOKYMEHTa (CcIy>ke0Hast 3aMucKa, 3asBJICHUE U Ip.).

JIOKYMEHTBI, U3/laBaeMbIe COBMECTHO C JPYTUMHU OPTaHHU3AIMSIMH JTOJDKHBI UMETh OJHY (€AHHYIO)
naTy.

Jlaty 1okyMeHTa 0OopMIISIOT apabckuMu nudpaMy B TOCIIEIOBATEIBHOCTH:

e JeHb Mecsla, Mecdl, rof. JeHp Mecsua u mecsa oQOpMIIOT IByMsl MapamMH apabCKux
mudp, pas3IeICHHBIMH TOYKOW, TOJ - YETBIPbMS apaOCKUMU IMdpaMu, HaIpuMep:
01.12.2017. byksa "r" mocine udp He CTaBUTCS.

e TIpU CIOBECHO-IIM(POBOM crocodOe o(OopMIICHHUS AAaThl JEHb MecsIa yKa3bIBaeTCs Mapoid
apabckux mudp, roj1 YeTHIPbMs apadCckuMu nudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpaninoHHbIif HOMEp AOKYMEHTA

PerncrpanmonHslii HOMEP JOKyMEHTa MPOCTABIISIETCS B COOTBETCTBUU C CHUCTEMOW PETHCTPALIUH,
MIPUHATON B ILLKOJIE.

PeructpaiimonHblii HOMep NPUCBAUBAETCS TOKYMEHTY MOCIIE €ro MOoANUCcaHus (YTBEpPKICHNU).
Ccbulka Ha pETUCTPALIMOHHBIA HOMEP U ATy JOKYMEHTa

Ccpulka Ha MCXOJAIIMI HOMEP U JaTy JOKYMEHTa aJipecaHTa BKJIIOYAeT B ce0sl perucTpalMOHHBIN
HOMEp U JaTy TOKYMEHTa, Ha KOTOPbIi TOJKEH ObITh JaH OTBET.

19. Mecrto cocTaBieHus (U3gaHMsI) JOKYMEHTa
MecTo COCTaBJICHUS WU U3JaHMs JIOKYMEHTA - "TopoJ ..." - yKa3pIBaeTCs Ha OJJaHKaX MPOTOKOJIOB
1 aKTOB, COCTABIISIEMBIX B 00111€00pa30BaTEeIbHOIN OpraHU3aIlHH.

20. Anpecat

B pexBusute "Anpecar" UCMONB3YIOTCS OQUIMATbHBIE HAMMEHOBAaHUS OPraHOB T'OCY1apCTBEHHOMN
U WCIOJHUTEIbHOM BIACTH, OPraHOB MECTHOIO CaMOYIIpaBIEHUs, opraHusauui. Jlomyckaercs
HCIOJIb30BaTh O0(UIIHATBHO MPUHATHIE COKpAIICHHbIE HAUMEHOBAHMSI OPraHOB T'OCYJJaPCTBEHHOMN U
HCIIOJIHUTEJILHON BIIACTH, OPraHOB MECTHOT'O CAMOYIIPABJICHUS, OpraHU3alui.

IIpn agpecoBaHMM NOKYMEHTa JIOJDKHOCTHOMY M YAaCTHOMY JIMILy WHHLHAIBI CTABSTCS IIOCIHE
bamunum.

Ipumep - Pyxosooumenio OO0 «Cmpoumenvy
Damunus U.0.

PexBusuT "ampecatr" mpocTaBiseTcs B BEpXHEH MpaBOil 4acTH JOKyMeHTa (Ha OJIaHKe C yTIIOBBIM
pacroyio)KeHUeM pPEKBH3UTOB) WJIM CIpaBa O] pPEKBU3UTaMU OjaHka (MpU TPOIOJIEHOM
pacnoyiokeHuu peKkBU3UTOB OjaHka). CTpoku pekBu3uTa "agpecar" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WK UEHTPYIOTCS OTHOCUTEIBHO CAMOW INIMHHOW CTPOKH.

[Ipu anmpecoBanuu IOKyMeHTa 0e3 yKa3aHHUS JOKHOCTHOTO JIMIIA HAaWMEHOBAHMS aJlpecaToB
MUIIYTCA B UMCHUTCIIBHOM ITaZICKE, HAIPUMEDP:

Opeanvl cmamucmuxu 20pooa Mockewl

[Ipu angpecoBaHWMU JTOKyMEHTa PYKOBOJIWUTEIIO OpTraHW3alUd HAWMEHOBAaHUE JIOJDKHOCTHU
YKa3bIBAETCS B AaTEIHHOM MaJIeKe, HAPUMED:

I'enepanvrnomy oupexmopy OOO «H30anue»

Damunus U.0O.



IlouroBBIli aznpec He YyKasplBaeTcd B JOKYMEHTAX, HANpPABIIEMbIX B BBICHIME OpraHbl
rOCyJIapCTBEHHOH BJIACTH, (eiepajbHbIe OPraHbl HCIIOTHUTEIBHON BIACTH U UX TEPPUTOPHAIIEHBIC
Oprasbl, OpraHbl FOCYAapCTBEHHON U UCIIOJIHUTEIbHON BIACTH, ITOCTOSI HHBIM KOPPECIIOHACHTAM.
IIpu agpecoBaHnM NMUCbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HAUMEHOBAHUE, 3aT€M IIOYTOBBIN ajpec,
HaIpumep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccutickuti  HayuHO-uUccie008amenvCkuti.  UHCMUMym
OOKYMEHMOBeOeHUs U ApXUBHO20 0ed
IIpoghcorosnas yn., 0.82, Mocksa, 117393

IIpu anppecoBaHuu [OOKyMeHTa (UINYECKOMY JHUIy YKa3blBalOT (PaMIIMI0O U HHUIIHAAJIBI
MOJTy4aTesisi, 3aTEM ITOUTOBBIN ajipec, HapuMep:

Ilemposy H.11.
Ilpoussoocmeennas yu., 0.5, k6.12,
2. Mockea, 119633

PexBusut "Anpecat" He HODKEH coiepikarh Oosiee yeThipex aapecaroB. CioBo "Komms" mepen
BTOpPBIM, TPETHUM, YETBEPTHIM aJpecaTaMH He ykasbiBaeTcs. llpu umcie agpecatoB Oomnee 4-x
COCTABJISICTCS CIIMCOK PACCHUTKU JTOKYMEHTA.

Ecnu 1moxkyMmMeHT OTHpaBisieTcss B HECKOJIBKO OJHOPOAHBIX OpraHU3alMi WM B HECKOIBKO
CTPYKTYPHBIX ITO/Ipa3/IeNICHI A OpraHa UCIIOIHUTEIHLHON BIACTH, TO OHU YKa3bIBAIOTCS 000OIIEHHO.
IIpumep:

Pyxosooumensm yupescoenuti CII0

20. I'pud vrBepKaeHUs JOKYMEHTA

I'pud yTBepkIeHHs] MPOCTABISAETCS B MPaBOM BEpXHEM Yy JokyMmeHTa. CTPOKHM pEKBU3HTA
BBIPABHHUBAIOTCS MO JIEBOMY Kpal WM IEHTPUPYIOTCS OTHOCUTEIHHO CaMOUW JIMHHON CTPOKH.
JIOKyMEHT  yTBEp)KIHAeTCs  JOJDKHOCTHBIM  JIUIIOM  (MODKHOCTHBIMH — JIMIIAMHU)  WIIH
pacnopsANTENFHBIM JOKYMEHTOM (ITOCTAHOBJICHUEM, PEIICHUEM, IPUKA30M, PACTIOPSKEHHEM ).
[Ipu yTBepKIIEHUH JOKYMEHTa JOJDKHOCTHBIM JIUIIOM TPHU( YTBEPXKICHHS JOJDKEH COCTOSATH U3
cnioBa YTBEPXJIAIO (0e3 kaBbluek), HAWMMEHOBaHUS JOJKHOCTH IIMIA, YTBEPKIAIOIIETO
JOKYMEHT, €T0 MOAMKNCH, HHUINAJIOB, (aMHUJIUU U 1aThl yTBEPKACHHUS.

IIpumep:

VTBEPXJIAIO
Jupexmop MBOY Illkona Ne 1238
U.0. Damunus

21. [Jata

[Tpu yTBEpKACHUH TOKYMEHTA HECKOIbKUMU JOKHOCTHBIMH JIMIIAMU UX MOJIMKCH PAcIoIaraloTcs
Ha OJTHOM YPOBHE.

[Ipu yTBepKIE€HUU TOKYMEHTa PACHOPSIUTEIbHBIM JOKYMEHTOM TpUd yTBEPKACHHUS COCTOUT U3
cioB YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJEHbBI, YTBEPXJIEHA), coriacoBanHoro c
HAaUMEHOBAaHHEM BHJA YTBEPKAAEMOrO JIOKyMEHTa, HAaUMEHOBAaHUS BHJAA JIOKyMEHTa B
TBOPUTEJILHOM T1aJI€3Ke, €ro JaThl, HOMEpA.

IIpumep:

YTBEPK/I[EHO
npukazom MBOY Illkona Ne 1238



om 01.03.2020 Ne 57
22. 3arojioBOK K TEKCTY
3arojloBOK K TEKCTY - KpaTKoe COACpKaHWE JIOKYMEHTa. 3aroJIoBOK K TEKCTy IpHKa3a
dopmynupyercs ¢ npegiorom "O" ("O6") u oTBevaeT Ha Borpoc "o uem?"):

e mpuka3s (0 ueM?) 0 CO3JJaHUU KOMHCCHUH;

e mpuka3s (0 ueM?) 00 yTBEp)KICHUU IITATHOTO PACIIHCAHUS;

e MHCHMO (0 YeM?) O MPEIOCTaBICHUN UH(OPMAITUH.
3aro0BOK K TEKCTY 0(hOpMIISIETCS IO PEKBU3UTaMHU OJIaHKa CJIeBa, OT TPAHHIIbI JICBOTO TOJIA.
HaumeHoBaHue (3arosioBok) iu0OO aHHOTAIMS JOKYMEHTAa COCTAaBJIICTCS AaBTOPOM IPOEKTa
JTOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIISITHCS, €CIIM 00BEM JOKYMEHTA HE MPEBBIIIACT 4-5 CTPOK.

23. TekcT MJOKYMEHTA
JIoKyMeHTBI 00I11e00pa3oBaTeIbHON OpraHU3allid COCTABIIIOTCS HAa TOCYJApPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycCKOM.
TexcT MOKyMEHTa MOXKET COJEPKaTh paseibl, MOAPA3IEibl, ITyHKTHI, TOIIMYHKTBI, HyMEpPYEeMEbIC
apaObckuMu udpamu.
B mpukazax TEeKCT TOKyMEHTa U3JIararoT OT IePBOTO JIUIA ¢IMHCTBEHHOTO YHCIa ((IIPUKA3BIBAIOY )
B nokyMeHTax KOJIerHalbHBIX M COBEIIATEIbHBIX OpraHax OT TPEThEro JMla €IMHCTBEHHOTO
yucna: («coOpaHue... perruino)
TexcT mpoToKoNa W3NMAraercs OT TPETbEero JMIa MHOXKECTBEHHOTO 4Hcla («CIylIanmy,
«BBICTYITHIINY, «IIOCTAHOBHITNY, «PEIIHITN ),
B CcOBMECTHBIX [OKYMEHTaX TEKCT H3JararoT OT TMEpPBOTO JMIa MHOXECTBEHHOTO YHCTA:
(«mpuKa3bIBaEM», «PEIIIIN ).
B 1e10BBIX (COY:KEOHBIX) MHUChMAX UCIOIL3YIOTCS POPMBI H3I0KCHUS

e OT TIEPBOrO JIMIA MHOXXECTBEHHOTO 4HCJA («IIPOCHM HAIPAaBUTH», IMPEACTABIsSEM Ha

paccMoTpeHHe»);

e OT TpeThero Jnua eauHcTBeHHoro uucna («Aamuauctpamus OY Ilkoma Ne 1238 He
BO3paXkaeT»);

e OT TMEpBOTO JHIA EIWHCTBEHHOIO 4YHcia («CYUTAI0 HEOOXOAMMBIMY, «IIpearato
pPaccMOTPETHY).

[Ipu ynotpebseHuu B TeKcTe (paMUINI JIMI HTHULIMAJIBI YKA3bIBAIOTCSA MOcie (PaMUIIHH.
B nenoBbIX (Ci1ykeOHBIX) MIChMaX MOTYT UCTIOJIB30BAThCS:
e BCTYNHUTEIHHOE OOpaIIcHHE:
Veaowcaemviii cocnooun Hseanos!
Yeaowcaemas cocnooaca [lemposa!
Yeaowcaemwviii Huxonati Ilemposuu!
Yeaorcaemasn Onvea Huxonaesna!
Yeaowcaemvie cocnooa!

B oOpamennn 1Mo MODKHOCTH HAaWMEHOBAHHME JOJDKHOCTH TIHIIETCS C TPOMHCHONW OYKBBI, B
oOparnieHny 1o paMUIUU MHUITUAIBI JTUIA HE YKa3bIBAIOTCS.

e 3AKJIFOYMTENBbHAS STUKETHas (pasa:
C yeaoicenuem, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCsI, HAUlHasl CO BTOPOTO JIMCTA JOKYMEHTa apabckuMu 1udpamu
MIOCEPEIMHE BEPXHETO TOJIA.

TexcT moKkymMeHTa OTHEeNsieTcs OT 3aroJioBKa ABYMS WM TPeMsl MEXKIYCTPOUHBIMU HMHTEpBajaMu
HCIIOJIb3YEMBIMH B TEKCTE.

24. OT™MeTKa 0 IPUI0KEHUHA




OTMeTKka O MPUJIOKEHUH MCIOJB3yeTCs NpU O(GOPMICHUM MUCEM U TNPWIOKEHUH K IUIaHaM,
IIporpaMMam, 0T4eTaMm, IOJI0KEHUAM, IpaBUiIaM, UHCTPYKIMAM U IPYTUM

JOKYMEHTaM.

B nucemax oTMeTKa 0 mpuiIoskeHNH 0(OPMIIIETCS O TEKCTOM MUChMa Ha paccTostHuu 1,25 cm ot
I'PaHHULBI JIEBOTO NOJIs. ECiau NpuiiokeHue Ha3BaHO B TEKCTE IUCbMA, B OTMETKE O IPHUIIOKEHUU
YKa3bIBA€TCsl KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILIAPOB IIPWIOKEHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.
[Ipy HaMMYUU HECKOJIBKUX NPHIOKEHUH, B OTMETKE O TPWIOKCHUH OHH HYMEPYIOTCS,

YKa3bIBAIOTCA HAMMEHOBAHUS KaXKIOTO MPUIOKEHHS, KOJIWYECTBO JUCTOB M KOJIUYECTBO
9K3EMILISIPOB, HATIPUMED:

Ilpunoxcenue:
1. Inan-epagux ... na 3 1. 6 2 9k3.
2. Cnpaska o noomeepxcoenuu goakma ooyuenus... na 1 1. 6 1 k3.

Ecnu nmpunoxxenus cOpoIItopoBaHbl, TO KOJIMYECTBO JINCTOB HE yKa3bIBaeTcs. Ecnu mpuiokeHue
HAMpPaBIIAIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJipeca, TO OTMETKY O €ro Halu4uu OGOPMIISIOT
CJIEIyIOIIMM 00pa3oM, HallpuMep:

Ipunooicenue: na 3 1. 6 1 3x3. monvKo 6 nepawiil aopec.

Ha npunoxxenusix k npaBuiiaM, HHCTPYKLMSIM, MOJIOKEHUSM, IIJIaHaM, [IporpaMMam, J0roBOpaM U
OPYTMM JTOKyMEHTaM OTMETKAa O NPHJIOKEHUU IPOCTABIISIETCS HAa NEPBOM JIUCTE NMPUIIOKEHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnu npunoxxenue oaHo, oHO He HymepyeTcs. Eciu npunoxkeHuii HECKOJIBKO, OHU HYMEpPYIOTCS
(mpunoxenue 1, npunoxenue 2).

B Tekcre nokymeHTa mpH NEpPBOM YIIOMUHAHUM JOKYMEHTA-IIPUIIOKEHHUS B CKOOKaX yKa3bIBaeTCs:
... (mpunoxxenue) win ... (IpuioxeHue 1); mepea HOMEPOM IPHIOKEHHS IOMYCKAeTCs CTaBUTh
3HaK HOMepa: ... (mpuioxenue N 2);

B oTrMeTke 0 NMpuiIoKEHMH yKa3blBae€TCsi HAMMEHOBAHME BHJAAa OCHOBHOIO JIOKYMEHTa, €ro jaTta u
HOMEp, Halpumep:

Ipunoscenue N° 2 k npuxazy MBOY [llxonra Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunokeHneM K JOKYMEHTY (HalpuMep, K IpHKa3y) SBISETCS yTBEPXKAaeMbI TOKYMEHT,
(monoxeHue, MpaBWila, UHCTPYKIUS, PErVIAMEHT M JIp.) B BEPXHEM IIPABOM YIJIy IPOCTaBISAETCS
OTMETKA O MPUJIOKEHUH, HUXKE — IPU] yTBEPKICHUS, HAIPUMED:

Ilpunoscenue
YTBEPK/I[EHO
npuxazom MBOY lxona Ne 1238 om 08.06.2017 Ne 67

Bunx u pasmep mpudra pekBuszuta "OTMETKa O MPUIOKEHUU" JTOJDKEH COOTBETCTBOBATH BUIY U
pa3mepy mpudTa TeKCcTa TOKyMEHTA.

25. 'pud cormacoBaHus TOKyMEHTa
I'pu¢ cormacoBanus TOKyMEHTa HCIIOIB3YETCS MPH COTJIACOBAHUU JOKYMEHTA C OpraHaMH BIIACTH,
OpraHM3alMsIMU MU JOJDKHOCTHbIMM Jjunamu. OH cocrout u3 ciosa “COI'NTACOBAHO”,




JOJKHOCTH JIUIA, KOTOPBIM COTJIACOBAaH JIOKYMEHT (BKJIOYash HaWMEHOBAaHUE OpTraHHU3alliH),
JUYHOH MOIUCH, paciii@POBKYU MOIMUCH (MHUIIUAIOB, (aMIINN) B TAThI COTJIACOBAHUS.

IIpumep:

COIJTACOBAHO

Jupexmop MBOY Illkona Ne 1238
HU.H. Heanos

01.12.2017

I'pud coryacoBaHus B 3aBUCUMOCTH OT BHUJIa JOKYMEHTa U OCOOEHHOCTEN ero opopMIeHHs MOXKET
IIPOCTABJIATHCA:

e Ha NEPBOM JIUCTE JOKyMEHTa (€CIM JOKYMEHT MMEET TUTYJbHBIN JHUCT, - Ha TUTYJIbHOM
JMCTE) B JIECBOM BEPXHEM YTy Ha YpOBHE rpuda yTBEp)KICHHS WJIH 10 HAWMEHOBAaHHEM
JIOKyMEHTa OJIMDKE K HHPKHEMY T10JTIO0);

e Ha IOCJIEIHEM JIUCTE JOKYMEHTA M0/l TEKCTOM;

e HAa JINCTE COIIACOBAHUS, SBJIAIOIIEMCS HEOTHEMIIEMON YaCThIO JOKYMEHTA.

Buemnee corsacoBaHue Takke MOKET ObITh OCYIIECTBICHO JAPYTUM JOKYMEHTOM - ITHUCBMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Tpumep:

COI''TACOBAHO npuxazom JIO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MpoeKTa JOKYMEHTa 0pOpMIIsieTCs BU3OI.

Buza npoctaBnsercs cOOCTBEHHOPYYHO JIMILIOM, BH3UPYIOLIUM JOKYMEHT, M BKJIIOYAaeT B cels
HAaMEHOBAHME JIOJDKHOCTH BU3HPYIOLIETO, €ro JIMYHYIO MOANUCH, pPacUIM(pPOBKY MOAMNUCH
(vHMLMAmBL, GaMUINIO) U AaTy.

ITpumep:

3amecmumens oupexmopa
U 0. Qamunusa
03.04.2020

JlommyckaeTcst OJIMCTHOE BUSUPOBAHKE IOKYMEHTA U €r0 MPUJIOKEHUN.

[Ipy Hanuuuu 3aMevyaHui, [OOMOJHEHHM K TPOEKTY JOKYMEHTa BH3a JIOMOJHSIETCS
COOTBCTCTBYIOIIIUM YKA3aHUCM.

Jlia oKyMeHTa, TOAJMHHUK KOTOPOTO OTHPABISIOT W3 IIKOJBI, BHU3bl IMPOCTABISIOTCA Ha
OK3EMILIAPAX JOKYMCHTOB, IOMCIIACMBIX B ACJIO.

Jl5ia 1oKyMeHTa, TOJJTMHHUK KOTOPOTO OCTAETCS B IIKOJIE, BU3bI COTNIACOBAHUS MPOCTABIISIOTCS HA
O60pOT€ MOCJCOHCTO JINCTA NMOMJIMHHUKA NOKYMCHTA WJIM HAa NOCICAHCM JIMCTC JOKYMCHTA IO
MOJMHUCHIO.

27. Ioanuce
[Toamuch BKITIOYAET: HAWMMEHOBAHUE JIOJDKHOCTH JIMIA, TMOAMKMCABIIECTO JOKYMEHT, €ro

COOCTBEHHOPYYHYIO MOJIIKCH; pacIIM(GPOBKY MOAMUCH (MHUITAAIIBI, (DaMIITHS ):
IIpumep:

Jlupexmop nuunasn noonuce U.0.Damunus

Ecnmu  nmoxkyment odopmieH He Ha OJlaHKe, B HaUMEHOBAHHE JIOJDKHOCTH BKJIIOYAETCS
HauMEHOBaHKE O0IIe00pa3oBaTeIbHON Opranu3anuu (MOJIHOE Ha3BaHME MIKOJbI). JlomyckaeTcs B



pexBusute "lloamuch OOJDKHOCTHOrO JMna" IEHTPUPOBATH HAaMMEHOBAHME JIOJDKHOCTU JIMIIA,
moANrUCaBIICIO JOKYMCHT, OTHOCUTCIIBHO caMou HJII/IHHOﬁ CTPOKH.

IIpy nmoamucaHuM NOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMM JIMLIAMHU Pa3HbIX AODKHOCTEM MX
IOAIKCU PACIOJAralT OIHY IOJ APYTOM B IIOCICAOBATEIBHOCTH, COOTBETCTBYIOUICH HEpapXuu
3aHMMAEMOH TOJKHOCTH.

IIpumep:

Jupexmop nuunasn noonuce U.0.D.
3amecmumens oupexmopa nuunas noonuco U.0.D.

[lpy mnoAMHMCAaHUM JOKYMEHTa HECKOJBKUMH JIMIIAMH PAaBHBIX JOJDKHOCTEH WX IOMAIUCH
pacrosararoT Ha OJJHOM YPOBHE.

B nokymeHTax, cocTaBICHHBIX KOMUCCHEH, YKa3bIBACTCS CTATYC JIMIIA B COCTABE KOMUCCHU:
MPOCTABJICHUEM KOCOW 4YepThl Tepe]] HAaWMMEHOBAaHUEM JOJDKHOCTH (M00aBISATh Kakue- JIMOO
MIPUCTABKH).

Ecmn pgupekrop WM HMHOE YIIOJTHOMOUYEHHOE Ha IIOAINMCAHUE JOKYMEHTa JHMLO BPEMEHHO
OoTCyTCTBYeT (OTIycK, OO0Je3Hb, KOMAaHIMPOBKA) WM JOJDKHOCTh BaKaHTHA, TO JIOKYMEHT
MOAIKCHIBAET  COTPYIHUK,  YIOJHOMOYEHHBIH Ha  MOANMCAaHUE B  COOTBETCTBUH  C
pacnopsIUTENbHBIM JOKYMEHTOM WJIM HAJEJICHHBIA MOJHOMOYHUSIMH, YCTAHOBICHHBIMU MPUKA30M
mkonel Uiy yupeautens (J{OrM), ¢ ykazanuem cBoeii JOMKHOCTH U MOJIHOMOYHS, HATIPUMED:

3amecmumens oupexmopa noonucey U.0. Qamunus

WITH:

Hcnonusiiowuil ooazannocmu oupexmopa noonucs U.0. @amunus
WIH

u.0. oupekmopa noonucv 1.0. @amunus

PexBusutr "llognuck NOHKHOCTHOTO JHUIA" MOXET ObITh OQOpPMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKyMEHTa (Hampumep, NpU HANHCAaHUM CIYXEOHOM 3amucku 0e3 NpUMEHEHUs] TEXHHUYECKHX
cpeacTB) MO0 0hOPMIIEH C UCTIOIB30BAHUEM TEXHHUUYECKUX CPEICTB.

B cnysae odopmnenus pexBusuta "[lognmuce JOMKHOCTHOrO JMIA" € HCIOJIB30BAHHEM
TEXHUYECKUX CPEJICTB BHJ M pa3Mep MpHU(PTa yKa3aHHOTO PEKBU3HTAa HE MOMKET OTIMYATHCS OT
BUJA U pa3Mepa mpu@Ta OCHOBHOTO TEKCTA JOKYMEHTA.

PexBusut "Iloamuch OOJMKHOCTHOrO JMIA" OTAENAETCS OT TEKCTa TPeMs WIM YEThIPbMS
OJIMHAPHBIMHU MEX1yCTPOUYHBIMU UHTEPBATAMHU.

28. IleuaTh

[leyatp sBASIETCS CIOCOOOM TMOATBEPkACHUS TOJUTMHHOCTH TOJMUCH JOHKHOCTHOTO JIMIA Ha
nokymMmenre. [leyatp ctaBUTCS Ha JOKYMEHTaxX B CllydasX, MPeJyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WM UHBIMA HOPMATHUBHBIMH MPABOBBIMU AKTAMHU.

[leyatp ctaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, NMPU 3TOM OTTHUCK IE€YaTH HE 3aXBaThIBAET
JUYHON TOIIMUCH JOJHKHOCTHOTO JIMIA TMOJIMCABIIETO JOKYMEHT, WIH B MECTe, 0003HAUYECHHOM
«MII» («MecTo meuaTn).

B nokyMeHTax, IOJTOTOBIICHHBIX HA OCHOBE YHU(PHUIIMPOBAHHBIX (DOPM, TIEUaTh CTABUTCS B MECTE,
o6o3HaueHHOM oTMeTKOH "MII" nmu uHBIM 00pazoMm.

29. OrMmeTKa 00 UCIIOJHUTEIE




OtmeTka 00 HCHONHUTENE (aBTOpE) MOKYMEHTa MPOCTABISAETCS Ha MUCbMax INKOJBI B JIEBOM
HIDKHEM YTy JIMIIEBOI CTOPOHBI MOCIEAHETO JUCTA JOKYMEHTA OT IPAHUIIBI JIEBOTO MOJIS WIH, IPU
OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CIIEBA.

OtmeTKa BKJIOYAET (aMUIHIO, UMS, OTYECTBO HCIIOJIHUTENSS U HOMEpP €ro TeiaedoHa, a TakKe
OTMETKa 00 HCIOJHHUTEIE MOXKET JOMOJHATHCS HAaUMEHOBAaHUEM OJKHOCTH U 3JIECKTPOHHBIM
aJpecoM HUCIIOJIHUTEIS.

[Tpumep:

Hesanos Hean Heanosuu, cneyuanucm no oxpare mpyoa

(888) 888-88-88, Ivanov@mail.ru

30. OTMeTKa 0 3aBepEeHUH KOIUH

JU1s OATBEPXKIEHUSI COOTBETCTBHSI KOMUU (BBIIMCKHM U3 JTIOKYMEHTA) MOJJIMHHUKY JIOKYMEHTa Ha
MOCTICIHEM JINCTE KOMWHW (BBIMUCKM W3 JMOKyMeHTa) mon pexBusutoM "lloammcs" odopmitsercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOITUN.

OTmeTKa O 3aBEpeHUM KOIMU BKIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE JOJKHOCTH JIMILA,
3aBEpPUBILErO KOMHIO, COOCTBEHHOPYUYHYIO IOJAINUCH, paciupoBKY MOAMUCH (MHHUIMAIIBL,
(dhaMuiInio), 1aTy 3aBepeHust KOMUM JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHMHM KOMMHU» MOXET ObITh O(OpMIIEHA OT pPYKH WIH C
UCII0JIb30BaHNEM HITaMIIa.

JlonyckaeTcs 3aBepsATh KaKbli JJUCT MHOTOCTPAaHUYHON KOIIMM TOKYMEHTA.

31. OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTa

OTMmeTKa O NOCTYIUIEHHH JOKYMEHTa COJEP)KUT BXOJSIIMN PErucTpallMOHHBIA HOMEp M JAary
IIOCTYIUIEHHUs JOKYMEHTa. J[OmycKaeTcs yka3aHME 4YacOB M MHUHYT IIOCTYIIIEHUs JIOKYMEHTa C
3aBEPEHUEM MOANHUCIMU 3aNHTEPECOBAHHBIX JIMLI.

OTmeTKa 0 NOCTYIUIEHNU JOKYMEHTa MOXKET IIPOCTABIATHCS C UCIIOJIB30BAHUEM LITAMIIA.

32. Pe3omronus
Pesomronust conepKUT yKa3aHWe 1O HMCIIONHEHHIO JokyMeHTa. OHa odopmiiseTcs Ha CBOOOTHOM

MecTe paboyero mosisi JOKyMEHTa.

Pe3omtonus BiitouaeT B ceOs: paMUIIni0, MHUIHANIB] UCTIOTHUTENS (MCHIOIHUTENEH), TOpyYeHue Mo
JOKYMEHTY, MOJITUCH aBTOPA PE30JIIOLUH U AaTy 0(OPMIICHUS PE30ITIOIIUH.

Pezosntonius, Mo yCMOTpPEHMIO JIMIA, AAIOLIETO MOPYUYEHHE, MOXKET BKIIIOYATh B C€0sl TaKXkKe CPOK
UCIIOJIHEHUS JOKYMEHTA.



