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1. O6mme nooxkenus

I.1. Hacrosimas Muerpykuus no ACJIONPOU3BOACTBY B LIKOJE pa3pabOTaHa B COOTBETCTBHU C
GexepaabHbIM 3aK0HOM 0T 29.12.2012 No 273-d3 "O6 obpasoBanuu B Poccuiickoii ®enepanuu" B
penakuuu ot 1 centabps 2020 roaa, TOCT P 7.0.97-2016 «CucTema CTaHAapTOB 110 HHpOpMaLuH,
Oubamoreunomy u M3/aTenbekoMy neny B pexakuuu ot 14 mas 2018 rona, «OpraHu3anuoHHo-
pacriopAuTeNbHas 1oKyMeHTauus. TpeGosanus k opopmienuio JIOKYMEHTOBY, a Tak)ke YCTaBom
ob1eo6pasoBaTesbHOM OpraHu3auy 1 APYTHMH HOPMaTHBHBIMH IPABOBBIMH aKTaM# Poccuiickoii
Deziepanuy, periaMeHTHPYIOLIHAMH e TeIbHOCTh 001e06pa3oBaTebHBIX OpraHU3aIHii,

1.2, lannas Uuctpykiums mo ACJIONPOM3BOACTBY B wIKoIe (manee - MHcTpykmus) 0GosHauaer
lIpaBUIa  NIOArOTOBKM M O(QOPMJICHHS JOKYMEHTOB B 001eobpa3oBarenbHOll  opranuzamuy,
ONPEICIACT CTaHAAPTEI OYOPMIICHUS PEKBH3HTOB, O1aHKOB AOKYMEHTOB, COCTaBJICHHsI IPHKA30B,
TIOJIOKCHUI MHCTPYKLMIA, a TaKKe periamMeHTupyeT GOpMUpPOBAHHE e U UX TEKyIlllee XpaHeHue,
MOATOTOBKY NOKYMEHTOB M el K Nepejaye Ha apXHBHOE XpaHeHue B 00ueoOpazoBare/ibHOIN
OpraHHU3alHH.

1.3. MuCcTpyKums o ACJIONIPOU3BO/CTBY pa3paboTaHa B Le/IAX YCTAHOBJIEHHS €IHHbIX TpeGoBaHMI
K TOArOTOBKE, 00paboTKe. XPAHEHHIO M MCMOb30BAHMIO 00pasylommxes B AesTeIbHOCTH
o0ueobpasoBare/bHOH  OpraHusannm i MOCTYNAOWMX B IUKOJY JOKYMEHTOB., a TakKe
COBCPLICHCTBOBAHMSA M IOBBILCHUS Y)PEKTUBHOCTH ACJIONPOMU3BOACTBA 0011€00pa3oBaTeIbHOl
OpraHu3aluy.

1.4. Tlonoxennss WucTpykuuu PACIPOCTPAHSIOTCA HAa OpraHM3alui0 paboThl ¢ JIOKYMEHTaMHu
HE3aBUCHMO OT BH/JIa HOCHTENs, B TOM 4YHCIEe C SJICKTPOHHBIMH  JIOKYMEHTaMH, BKJIFOYas
NOATOTOBKY, 00pabOTKy, XpaHeHHE M HCIONb30BAHME JOKYMEHTOB, OCYIUECTBISEMBIMH C
[IOMOLIBIO HH(POPMALIHOHHBIX TeXHOIOIHI.

1.5, Opranusaumio, Mertoamueckoe PYKOBOACTBO, COBEPLICHCTBOBAHUE /EJIONPOU3BOACTBA M
KOHTPO/Ib 3a co0/Ir0AeHHEeM HacTosLIEk MHCTpykumu B wKone ocyImecTBIseT 0TBETCTBEHHbI 3a
BCJICHHE JIeJI0NIPOU3BOICTBA.

1.6. IlpaBa u o6s3anHOCTH PabOTHHMKOB, OCYILIECTBISIOIIMX paboTy ¢ goKymeHTamu B
CTPYKTYPHBIX  MOJpasiesieHusX  oOueo6pasoBaTenbHOl OpraHu3alui,  YyCTAHABJIMBAKOTCS
ACJKHOCTHBIMH HHCTPYKIHAMH HIIH TPHKA30M JIUpEeKTOopa.

1.7. Cenenus, conepxkammecs B AOKYMEHTAX. MOryT OBITh HCIOIB30BaHBI TOJBKO B PabOuMX
UCSX B COOTBETCTBHHU C IOJHOMOYHSIMH COTpPY/IHHKA, paboraromero ¢ aokymenramu. PaGora ¢
AOKYMCHTaMH BHE IOMELUCHHIT LIKO/IbI HE J0MYCKAeTCs. Ilpu yrpate nokymentos nposoautcs
cly’)keOHas nposepka.

1.8. Ilpu yxome B oTmyck, epeBo/ie (mepemMelleHnn) no paboTe HiH B Cllyyae YBOJIbHEHMSI
COTPYAHHK O0O0s3aH IepeaaTh BCe HAXOSIIHECs Y HEro JOKYMEHTBI HHOMY COTPYIHHKY,
ONPE/IEIEHHOMY B COOTBETCTBHHU C yKa3aHHEM HETIOCPEICTBEHHOTO PYKOBOJUTENIS YBOJILHIEMOTO,
YXOJUILIETO B OTILYCK MJIH IE€PEBOSIIErocs (nepemeraemoro) o paGore COTpYAHHKA.



1.9. UncTpykuus o0s3aTenbHa 7151 COONIIOICHHUS BCeMH paOOTHUKAMU IIKOJIBl. BHOBb MpUHSATHIE HA
paboTy COTPYIHUKH, B OJDKHOCTHBIE O0S3aHHOCTH KOTOPBIX BXOJHT BEICHHE TOKYMECHTAIIUHU, B
TCUCHUEC TpéX pa60q1/1x IlHCﬁ CO OHA U34aHus HpI/IKaBa 0O HAa3HAYCHHUHU HA JOIKHOCTH HJOJIPKHBI 6LITB
03HAKOMJIEHBI C HacToAer MHCTpyKune moa noAnuch.

2. IlpaBuia noaAroToBKU U 0opMIeHUs TOKYMEHTOB

2.1. B [JeqATenbHOCTH IIKOJBI CO3/1a€TCS KOMIUIEKC OPraHM3alMOHHO PaclopsSAUTEIbHbBIX
JOKYMEHTOB: TIPHUKAa3bl, MOJIOKEHHSI, TIPaBUIIa, HHCTPYKIIMU, PETIAMEHTBI; MPOTOKOJBI 3aceIaHui
(coBemaTeNnbHbIX, KOOPAWHAIIMOHHBIX, O3KCIEPTHBIX M JAp. OpPraHOB), aKThl, aHAIUTHYECKUE
CTIpaBKH, JOKJIAIHBIE W CIY)KEOHBIC 3aIlHCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHUS), JEIOBas
(cmyxeOHasi) mepemucka M Jp. COCTaBISAIOTCA U OQOPMIISIOTCS CIElMabHbIE JOKYMEHTHI,
CBSI3aHHBIE C IUIAHUPOBAaHWEM  00pa30BaTENbHOW  JEATEIBHOCTH W OCYIIECTBICHHUEM
XO3SMCTBEHHBIX MEPONPUATHH, BeACHWEM Y4eOHO-TIearormyeckoro yd4era, OpraHu3alue
JIEJIOTPOU3BOICTBA 001II€00Pa30BATEIHLHON OpPraHu3aIlii, 00eCIeueHUEM OyXTaITepPCKOTO y4eTa.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHUTEJIE W B DJIGKTPOHHOU Qopme ¢
COOJIFOJICHHEM YCTAHOBJIICHHBIX MpaBWJI 0(OPMIICHHUSI JOKYMEHTOB. [Ipu co3MaHWMM JOKyMEHTa Ha
IBYX U OoJiee CTpaHHUIIAX BTOPYIO U MOCIEIYIONIUE CTPAHUIIBI HYyMEPYIOT.

2.3. Homepa cTpaHUI] MPOCTABIISIOTCS MOCEPEIMHE BEPXHETO IMOJIS JOKYMEHTa Ha PACCTOSHUH HE
MeHee 10 MM OT BepxHero Kpas jucta. Jlomyckaercsi co3laHue JOKYMEHTOB Ha JIUIIEBOH U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHMUU JTOKYMEHTOB IIMPUHA JEBOTO IOJIS Ha JMIIEBOI CTOPOHE JIUCTa
Y TIPaBOTO TOJIs1 HA 00OPOTHOM CTOPOHE JIUCTA JOJDKHBI OBITh PABHBI.

3. PekBU3HUTHI JOKYMEHTOB
3.1. Jlns peKBU3UTOB JOKYMEHTOB, CO3/JaBa€MbIX B 00IIE00pa30BaTEIbHON OpraHU3alud
yCTaHaBJIMBAIOTCS MpaBmiia U TpeboBanus B coorsercTBrM ¢ I'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEIEIISETCS €ro BUIOM U Ha3HAYCHUEM.
3.3. Ilpu moxmroroBke u OQOPMIICHUH JOKYMEHTOB B INKOJE HCIHONB3YIOTCS CIIEAYIOLIHe
PEKBU3UTHI:

e KOA (hOpMBI TIOKYMEHTA,

e HAaMMEHOBAHWE IIIKOJIEI,

e CIIPaBOYHBIC JAHHBIC O IIKOJIC;

e HaWMEHOBAaHHWE BHJA JIOKyMEHTA,

e JlaTa IOKyMEHTA;

e PErHCTPAalMOHHBIA HOMED JOKYMEHTA;

e CCBUIKA HA PETUCTPALIMOHHBIA HOMEP U JIaTy TOKYMEHTA,

e MECTO COCTaBJICHUS (M3JaHUs) JOKYMEHTA,

e ajpecar;

e Tpu] YTBEPKICHHUS JOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUIOKEHHH;

e rpud COrIacoBaHUs JOKYMEHTA;

e BH3a;

e  IIOJIINCE;

e OTMeTKa 00 3JIEKTPOHHOU MOMHCH;

e IICYATh;

e OTMETKA 00 UCIIOIHUTENIE;

e OTMETKa O 3aBEPECHUH KOIINY;

e OTMETKa O MOCTYIUICHHH JOKYMEHTA;

e pe3orouus.



4. B1aHKH 10OKYMEHTOB
4.1. lIokyMeHTBI, CO3/1aBaeMbIe B 0011e00pa30BaTeIbHON OpraHu3aIui, opopMIIsIoTCS Ha OJlaHKax,
M3rOTOBJICHHBIX HA CTAaHAAPTHBIX JICTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHBICE BHIBI JOKYMEHTOB (TaOJHUIIBI, CXEMBI, CMETBhI) JOMyCKaeTcs OQOpMIIATh C
ucnons3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBISIONIME BHYTPEHHIOIO
MepenucKy, opOpMIISIIOTCS Ha CTaHAApTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) Ge3
WCIIOJIb30BaHUs OJIAHKOB.
4.2. Kaxxaplit IUCT TOKyMeHTa, opOpMIICHHBIN Ha OjaHke wiu 0e3 Hero, JOJDKEH MMETh TOJs He
MEHee:

e 20 MM - JIeBOE;

o 10 mm - paBoe;

e 20 MM - BepXxHee;

e 20 MM - HUXKHEE.
4.3. JloxymeHTHl JuTelbHbIX (CBbIme 10 JIeT) CpOKOB XpaHEHHs JOJDKHBI UMETh JIEBOE TOJIE HE
MeHee 30 mm.
4.4. Bunpl 6J1aHKOB IOKYMEHTOB ITPUMEHSEMBIX B IITKOJIC:

e 00U OJIAHK;

e 0JaHK MMCHMA;

e (OJIaHK KOHKPETHOIO BMJa JOKyMEHTa (OJIaHK NpHKa3a, OJIaHK pacrnopsyKeHus, OJIaHK

MPOTOKOJIa  JIp.)

4.5. OO6pa3mpl pa3pabOTaHHBIX M TPHUMEHSEMBIX B IIKOJE OJIAHKOB TOJJICKAT BKIIOYCHHIO B
MHCTPYKIHIO IO JIEJIONPOU3BOJICTBY 00111€00pa3oBaTeIbHON OpraHU3alii B Ka4eCTBE MPHIIOKEHUN
(mpunoxxenue 3 Ha 3 MUCTaX).

5. llpuka3sel

5.1. Ilpukazamu OQOPMISAIOTCS pELIEHUs IO ONEPaTUBHBIM, OPraHU3aLMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TpuiIOkKeHHE 2 Ha 9 TMCTaxX) U IPYrUM BOIIpOcaM pabOThI IIKOJIBI.

5.2. IIpoekThl NpPHUKA30B T'OTOBSAT OTBETCTBEHHBIE WCIOJIHMUTENIM HA OCHOBAHUU MOpPYYEHUH
JTUPEKTOpa, ero 3aMmectutesiell. [IpoekTsl NpUKa30B MO JIUYHOMY COCTaBY TOTOBHUT CIELUATIMUCT IO
KaJpaM.

5.3. B mpukazax TeKCT u3iaraeTcs OT mepBoro juina enuHctBeHHoro yncia («[IPUKA3BIBAIOy).
5.4. TekcT mpukasa MOXKET COCTOATH W3 JBYX 4YacTeil: KOHcTaTupyromel (mpeamOynbsl) u
pacnopsaIUTEIbHOM.

5.5. B koHcTaTHpyomel YacTM KpaTKO H3JIAraloTcs Lend M 3a1aud, (GakTbl U COOBITHA,
MOCTYKUBIIIME OCHOBAaHUEM JIJIsi M3AaHus npuka3za. OHa MOXKET HauWHaAThes ciaoBamu "B memsax",
"B coorBerctBun", "Bo ucnonnenue", u 1.n. Ecim npukas u3gaercs Ha OCHOBAHMM JAPYroOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEH YacTH yKa3bIBaeTCsl HAMMEHOBAaHUE 3TOr0 JOKYMEHTa, €ro JaTa,
HOMeEp U 3aroyioBok. [IpeamOyna B nmpoektax mpukas3os 3aBepuaercs ciioBoM «[IPUKA3BIBAIOy,
KOTOpOE IeyaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsauTenbHast 4acTh JOJDKHA COJEPXKATh IEPEUUCIICHUE MPEINUCHIBAEMbIX JEUCTBUM C
YKa3aHUEM UCIOJHUTENS KaXAO0ro ACHCTBUS M, NMPU HEOOXOAMMOCTH, CPOKOB HCIIOJTHEHHUS.
PacnopsiautenbHas yacTh AEIUTCA Ha MYHKTHI M MOAINYHKTBHI, KOTOpPbIE HyMEpYIOTCs apabCKUMU
nudpamu. [leiicTBrsS 0OHOPOJHOIO XapaKkTepa MOryT ObITh IEPEUUCICHBI B OHOM ITYHKTE.

5.7. B KauecTBe WCIOJHHUTENEH YKa3bIBAIOTCA 3aMECTUTENIM JUPEKTOpa, NpeacefareIn WIn
PYKOBOIUTENN PAabOUYUX Iyt (KOMHUCCHIA).

5.8. Eciin npuka3 u3MeHseT paHee W3JaHHbIN JTOKYMEHT (IIyHKTBI JOKYMEHTA), TO OJJUH U3 IIYHKTOB
pacnopsaIuTeIbHON YacTH TEKCTA JOJKEH COAEPAKATh CChUIKY Ha U3MEHSIEMbIH JOKYMEHT (IIyHKTBI
JIOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEpPA U 3ar0JI0BKA.

5.9. Ecnu mpuka3z OTMEHsET JCWCTBHE paHee M3JAaHHOrO JOKYMEHTa (IIYHKTOB JOKYMEHTa) C
OIIPEEIIEHHON J1aThl, TO OJIUH U3 IYHKTOB PacloOpsINUTENbHON YaCTU TEKCTAa JOJKEH HAYMHATBHCS
cioBamu "lIpu3HaTh yTpaTUBIIMM CuUIy...", lajiee yKa3bIBaThCsl JlaTa, HOMEpP W 3aroJIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (IIyHKTa JOKYMEHTA), a TaKXe J1aTa, C KOTOPOM OTMEHSIETCS €ro JEHUCTBUE.



Ecnu nara He yka3zaHa, TO JA€WCTBHE paHEE W3JAHHOTO JOKYMEHTa (IIyHKTHI JOKYMEHTA)
OTMEHSETCS C IaThl U3/1aHHUS HOBOT'O NPUKA3a.

5.10. Ecau npuka3 oTMEHsIET paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JaHMs, TO OJMH U3 YHKTOB
pacnopsIUTEIbHOM YacTH TEKCTa JOJDKEH HAYMHATHCSA cloBaMH "OTMEHMTh..." W YKa3bIBaThCS
JiaTa, HOMEP U 3aroj0BOK paHee U3/IaHHOIO JOKYMEHTA.

5.11. Ecnu mpuka3 mpenanosaraeTcsi BBECTH B JIEUCTBHE HE C MOMEHTA €r0 W3JIaHus, HEOOXOIMMO
yKa3aTb CPOK BBEIEHUS ero B AcucrTBue. IlociieHMM IyHKT PacHOpsAIUTEIbHOM YacTH MOXKET
CoJlep>KaTh CBEJEHUS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM
IIpHUKa3a.

5.13. Ilpuka3sl MOAMUCHIBAIOTCS TOJBKO TUPEKTOPOM OOIIE0Opa30BaTEIbHOM OpraHU3AINKN WITH
PabOTHUKOM, UCTIOJIHAIOIINUM €ro 00s3aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 32 0OECTICUCHHE CBOEBPEMEHHON M Kaue€CTBEHHOW IOATOTOBKH MPOEKTOB
MPUKA30B U MX COIJIACOBAHME C 3aWHTEPECOBAHHBIMU PAOOTHMKAMU W OPraHU3ALMSIMH HECYT
aBTOPHI MTPOEKTA MPHUKA3a.

5.15. PerucrpanioHHble HOMEpa IPUCBAMBAIOTCS IPHKa3aM IO MOPSAAKY HOMEPOB B Ipeleiax
KaJIeHJapHOTr 0 roja.

5.16. /lata peructpanuu npuKasa sBISIeTCS AaTOH €ro MOAMUCAHHMS.

6. [IpaBuia, NoT0KeHUsI, HHCTPYKIIUH

6.1. IlpaBuna — HOPMATHUBHBIN aKT, ONMpPEAEISIOUINI MOPAJOK KaKOro-Iu00 BHUIA NEATEIBHOCTH,
YCTaHABJIUBAKOLIMN WK 3alIPELIAOIINI ONPEICIICHHOE TOBEACHHUE.

6.2. [TonoxxeHne — HOPMATUBHBIH aKT, AETAIbHO PETIAMEHTUPYIOUIUI MTPABOBOM CTATyC, MOPSAI0K
OpTaHu3alluy U IPOLETYPY KaKOTo-TH00 BH/A IS TEILHOCTH.

6.3. MHCTpyKIuST — HOPMATUBHBIM aKT, M3JaBacMblii B LESIX pPa3bICHEHUS WM OMpEeNeHUs
MopsiIKa MPUMEHEHHUS COOTBETCTBYIOIIETO HOPMATUBHOTO aKTa JIMOO C IENbI0 YKa3aHHs HOPM O
croco6ax BBIMIOJTHEHHSI ONIPEIEICHHBIX onepanuil (IeHCcTBHi).

6.4. IIpaBuia, MOJOXKEHHS, HHCTPYKIIMH TPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJA JIOKyMEHTa) Ha
VYnopapnsomeM coBeTe, 3acenaHusx [Ipodcoro3HOro KoMHTETa WIKOJIBI M YTBEPKIAIOTCS
THPEKTOPOM.

6.5. Tlopsimok MOATOTOBKH MPOEKTOB MPABUJ, MOJOKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSIAKY MOATOTOBKH MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHU3aIiy.

6.6. TekcT mpoekTa MOJIOKEHHUs, MPaBWJI, MHCTPYKIMH TeYaTaeTcsl Ha YHCTOM JHCTe Oymaru
dbopmarta A4.

6.7. OTAMYUTENBHBIMU XapaKTEPUCTUKAMH TEKCTOB MPABHII, TIOJOKEHUS, HHCTPYKITUH SIBISIOTCS:

e TOYHOCTH NMPHUMEHSEMBIX (OPMYITHPOBOK O€3 HMCIIOIb30BAHMS CJIOB M TOHSTHHA, UMEIOIIHX
MHOKECTBEHHBIN CMBICIT;

e JCIIOJIb30BaHHE KOPOTKUX TMPENJIOKCHUN, OOMICTIPHHATHIX BBIPAKEHUA W CBS30K, IPH
HEOOXOAMMOCTH - MPEIBAPUTEIBHOE ONpPEEeNICHHE UCIOIb3yEMbIX MOHSATHHA, COKpAIleHUH,
ab0peBHaTyp;

e OIMCaHME BCEX BO3MOXKHBIX BapUAaHTOB COOBITHMH M COOTBETCTBYIOIIUX MM BapHaHTOB
NEeHCTBHM, T.€. MOJIHOTA MpeACTaBICHUS HHPOpMaIIHH;

e CTPYKTYpUPOBAaHHOCTb TEKCTa C LEJIbIO JOCTM)KEHUS HAWIy4dlIed IOCIeI0BaTEIbHOCTH
U3JI0KEHUSl MaTepuara;

e MUHUMH3AILHUS TEKCTa C TOMOIIBI NMPHUMEHEHHUs 0000meHui (0030pOB MpeanoiaraeMbIX
JCHCTBUI) U IPUMEHEHHUE TTEPSUNCIICHH (3a1a4, STAllOB, YCJIOBHH U T.1.).

6.8. B 3aBUCHMOCTH OT CJIO)KHOCTH M 00beMa pa3pabaThIBaEMBIX MPABUII, OJOKEHUS, HHCTPYKLIUU
- TEKCT JOKYMEHTA JeJIUTCA Ha TJIaBbl, IIyHKThl M MOAMYHKTHI. [J1aBbl JOJIKHBI UMETh HAa3BaHUS.
Hywmepanus npousBoautcs apaOCKuMu uppamu.

7. IIpoToxoJ 3aceganusi (COBeIAHUA)
7.1. TIpoTOKOJI — JOKYMEHT, B KOTOPOM (DUKCHUPYETCSI XOJ OOCYKJICHHUS BOMPOCOB M MPUHATHUS
pelIeHnii Ha COOPaHUSX, COBEIIAHMIX, KOHPEPEHIIUAX U 3aCEIaHUSIX KOJUIETHAIBHBIX OPTaHOB.



7.2. Tlpotokon 3acemanus (coBemlaHusi) - (Janee - MPOTOKOJ) OGOPMIISETCS HAa YHUCTOM JIHCTE
Ooymaru popmarta A4.

7.3. PexBu3HUT - "TeKcT H0KyMeHTa'". PEKBU3UT COCTOUT U3 JBYX YacTel: BBOJHOW M OCHOBHOM.

74. Bo BBOIHOH 4YacTH  yKa3bIBaIOTCA  WHULUANL, (aMWIMd W JTOJDKHOCTH
IpeCceIaTeNbCTBYIOIIET0, CEKPeTapsi, MPUCYTCTBOBABILMX HA 3aCEIAHUU U, P HEOOXOIUMOCTH,
JIUII, IPUTTIAIIICHHBIX Ha 3ace/laHne (COBEIIaHME).

7.5. BBogHasg uYacTb MNPOTOKOJA 3aKAHUYMBACTCS IIEPEUHEM pPACCMATPUBAEMBIX BOIPOCOB,
MEPEYNCICHHBIX B TOPSJAKE WX 3HAYUMOCTH C YKa3aHHEM JIOKJIAJUWKa TI0 KaKIOMY
paccmaTpuBaeMomy Bompocy. Bompockr popmynupytores ¢ mpemiorom "O" ("OG"), meuaratores oT
TPaHUIIBI JIEBOTO TOJISI U HyMEPYIOTCS apaOCKUMU [UPpaMu.

7.6. OcHOBHas 4YacTh IMPOTOKOJA COCTOUT M3 Pa3JesioB, COOTBETCTBYIOIMX pPaccMaTpPUBAEMbIM
BOIIPOCAM M UX HyMEpAIIUH.

7.7. TekcT NpOTOKOJIa M3J1AaraeTcsi OT TPEThEro JMIA MHOXKECTBEHHOro uwucina ("ciaymanu',
"ppicTynun", "mocranoBuan", "pemmnu').

7.8. IIpoTOKOJI MOANKCHIBACTCS JIMILIOM, MPECEeIaTeIbCTBOBABUIMM Ha 3acelaHuy (COBELIaHWUN), U
cekpeTrapém 3acenaHus (COBEITaHMS).

7.9. Tlpu OTCyTCTBUM CeKpeTapsi 3acedaHHs, B TOM YHWCJIE TPH MPOBEACHUH OIEPATUBHBIX
COBEILIaHUH, TOMYCKAeTCs MOAMMUCAHUE TPOTOKOJIA TOJIBKO MPEICEaaTeNbCTBYIOIIUM.

7.10. Tekct mpoTOKOJIa AOJDKEH OBITH MOATOTOBJIEH HE IMO3JHEE TPEX JHEH CO JHS 3acellaHwMs.
[IpoeKTbl  COOTBETCTBYIOIIMX MYHKTOB TPOTOKOJA BU3UPYIOTCS  JODKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa TOJKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUS (3acelaHus).

7.12. Komuu TPOTOKOJIOB PACCHUIAIOTCS 3aWHTEPECOBAHHBIM OPraHU3alUsIM U JOHKHOCTHBIM
JUIlAaM B COOTBETCTBUHM C YKa3aTelIeM pAacChUIKH, KOTOPBIA COCTaBISET CEKpeTapb 3acelaHus
(coBemranus).

8. Ilinan
8.1. [InaH — MOKyMEHT, yCTaHaBJIMBAIOLIHUI NTepeueHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOIPUATHH,
UX TOCTIeI0BATEIBHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOJIHUTEIEH.
8.2. Ilman odopmusercs Ha mnucte Oymarum ¢opmata A4 ¢ HCHOIB30BAHUEM CIEAYIOIIHX
PEKBU3UTOB:

e HAaMMEHOBAHHUE ILIKOJIbI,

e Tpu] YTBEPKICHHUS TOKYMEHTA;

e JlaTa IOKyMEHTA;

e PErHCTPAalMOHHBIA HOMED JOKYMEHTA;

e HAaMMEHOBAaHHUE BHJA IOKyMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAWMEHOBAaHHUE JIOJKHOCTH;

e TOAIMHUCH.
8.3. PexBu3ut — "TekcT okyMeHTa" 0OpMIIIETCS B BUJE TaOJIUIIBI C TpadaMu:

e HOMEp IYHKTA IJIaHA;

e HAUMEHOBAaHUE MEPOIPUATHS;

e CPOK HCIIOJIHCHHUS,

e HCIIOJIHUTEIIb;

e TIpUMEYAHUE.

9. Otuer

9.1. OT4eTr — IOKYMEHT, COACPIKAIIUIl CBEICHHUS O Pe3yIbTaTax JEsTEIbHOCTH 32 ONPE/ICICHHbIN
[IEpUOJI BPEMEHHU, BBIITOJIHEHUU MEPOIIPUATUH, TIOPYUYCHUM, 3aJaHUH, TUIAHOB.

9.2. Otuetsl, NperoCTaBiIsieMble B OpraHbl I'OCYJapCTBEHHON BIAcTH (B TOM 4YHCIE B OpraHbl
roCy/lapCTBEHHOM  CTaTUCTHMKM) W  HMEIOIIME  YCTAHOBJIEHHYIO  IPAaBOBBIMM  aKTaMu



rOCYJapCTBEHHBIX OPraHoOB (OpMY, CO3JAIOTCS MO YCTAHOBJIEHHOW IOCYIapCTBEHHBIMU OpraHaMH
(dbopme u B OTpeIeIEHHOM UMH TTOPSIIKE.
9.3. Orué€thl, MpenocTaBsieMble COTPYIHMKAMHU IIKOJBl B XOJ€ BHYTPEHHETO B3aUMOJEHCTBHUSA,
CO3JIaI0TC 110 MPpaBWJIaM, YCTAHOBJICHHBIM JUUISl CO3aHUS CIIyKEOHBIX 3aIIHCOK.
9.4. Otuerbl odopmisitoTCs Ha JMcTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIIEAYIOIINUX
PEKBU3UTOB:

e HAaMMEHOBAHHUE IIKOJIbI,

e JaTa JIOKYMEHTAa,

e PErucTpalMOHHBIA HOMED JOKYMEHTa;

e HAMMEHOBAHHUE BHUJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKAa O NMPUJIOKEHUM (IIPU HAJIUYUN);

e HAMMEHOBAHUE JIOJKHOCTH;

e  TIOAIHUCH.
9.5. B Tekcte oTuéra B 0043aTE€IBHOM MOPSAIKE JOJDKHO COJAEPXkKAaThbCAd YKa3 Ha JEsTEeIbHOCTD,
MEpPONPUSATHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IMyHKT IUIaHa, MOJJICKAIINH BBIMOJIHEHUIO, U
pe3yiabTaT O BBINOJHEHMHM, B TOM YHCJIE C YyKa3aHHMEM Ha COOJIIOJCHHE WIM HapylleHHe
WCTIOJTHUTENBCKON  JUCHMIUIMHBL, YCTAaHOBJICHHBIX CPOKOB HCIIONHEHHWS W  HaJyIexaliee
npefocTaBieHne  MHGOpManuu, HEOOXOAMMBIX  MaTepUaloB  (NMPOEKTOB  JTOKYMEHTOB)
COUCTIOJTHUTENSIMHU (TIPH YYaCTHU HECKOJIBKUX UCTIOTHUTENEH ).

10. IIncbmo
10.1. Ilucbma roToBSITCS Kak:

e  OTBETHI O BHINOJIHEHUH TOPYUYEHUH BBIILIECTOSIIIUX OPraHOB MUCIIOIHUTEIbLHON BIACTH;

e OTBETHI HA 3aMPOCHl OPraHU3AI, IPEAPHUITHIA U YACTHBIX JIULL;

e MHHIUATHBHBIC TUCHMA.

10.2. Cpoku MOATOTOBKH OTBETHBIX MHUCEM:

e ¢ KOHKPETHOM JaTOM MCIOJHEHNUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHUH C PE3ONIOIHEH JTUPEKTOpa M €ero 3aMecTUTe]el Ha OCHOBAaHUU
YCTAaHOBJIEHHBIX CPOKOB MCIOJHEHMsI MOPYYEHHH, 3alpoCcOB WIM MO PEUIEHHIO aBTOpa
PE3OITIOIHH.

10.3. TekcThl OTBETHBIX MUCEM TOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHHSM, 3a(DUKCHPOBAHHBIM B
pesomonuy. CpoKy NOATOTOBKY MHULIMATUBHBIX MHCEM OIPEAEISAIOTCS CaMOCTOSTEIBHO aBTOPOM
IIPOEKTa MHUChbMa ¢ Y4ETOM HEOOXOIMMOCTH PELIeHHs] KOHKPETHBIX 3a]1a4 U (UJIM) B COOTBETCTBUHU C
TpeOOBaHUSAMH 3aKOHO/IATENILCTBA, MOPYUECHUSIMHU HETIOCPEACTBEHHOI'O PYKOBOAUTEIS.

10.4. Tlucema mevararoTcsi Ha OJaHKE MHChMa 00IIE00Pa30BATEIBHON OPTaHU3ALUU C YTIIOBBIM
PacnoJI0)KEHUEM PEKBU3UTOB.

10.5. JlomoJHUTENBHO K pEKBU3WTaM OJaHKa NUChMa TpH O(MOPMIICHUH IHCEM B IIKOJE
HCIIOJIB3YIOTCS CIIEYIOIINE PEKBU3HUTHI:

e ajpecar;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHHH;

e BHU3A;

e TIOJIHUCH.

e OTMETKa 00 UCIOJIHUTEIE.

10.6. IIpu odopmieHnH nuchkMa Ha JABYX M 0oJiee CTpaHMIAX BTOpas M MOCIEAYIOIINE CTPAHHUIIBI
HYMEpYIOTCS MOCEpeIMHE BEPXHETO MOJIS JINCTA apadCKUMU U pami.

10.7. [lucbma moaANKMCHIBACT JUPEKTOP MM PAaOOTHUKH, YIOJTHOMOUYEHHBIE IIPUKA30M.

10.8. City>xeOHbIE 3aMUCKU



10.9. B mensix ocymiecTBIEHHUs B3aUMOJCHCTBUS MEXIY COTPYAHHKAMH B paMKaX BHYTPEHHETO
JOKYMEHTO000POTa B IIKOJIE TIPUMEHSIOTCS CITy)eOHbIe 3anicKi. CyKeOHBIE 3alMCKH SBISTFOTCS
CIPAaBOYHO-MH()OPMALIMOHHBIMU ~ TOKYMEHTaMU. ABTOpaMH CIIY’)KEOHBIX 3alHMCOK  SBISIOTCS
COTPYAHHMKHU 00111€00pa30BaTEILHON OpraHU3alINH.
10.10. CuyxebHas 3amMCcKa MOXET COCTABIIATHCA 10 YKa3aHHIO PYKOBOJICTBA WIIM 110 WHUIIMATHBE
KOHKPETHOTO COTPY/IHHUKA.
10.11. Ilpu opopmiieHUH Cay)keOHON 3aTUCKU 0(OPMIIIOTCS CIECAYIOIINE PEKBU3UTHI:

e ajpecar;

e JlaTa IOKyMEHTA;

e HAMMEHOBAHHUE BHUJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKAa O NMPUJIOKEHUM (IIPU HAJIUYUN);

e HAMMEHOBAHUE JIOJKHOCTH;

e  TIOAIHUCH.
10.12. CnyxeOHbIE 3aHCKA MOTYT CO3/1aBaThCsi HA OyMa)KHOM HOCHUTENE W (WJIH) B DJIEKTPOHHON

dopme.

11. loBepeHHOCTDH

11.1. JloBepeHHOCTb BbIAAETCA COTPYJHUKAM IIKOJIBI U OQOopMisieTcs MO MpaBHiiaM,
YCTaHOBJIEHHBbIM Hacrosimed MHcTpyknumen st muceM, ¢ y4€ToM TpeOOBaHUM TIpakJaHCKOTO
3akoHoarenbeTBa Poccuiickoit denepanuy 1 HaCTOSIIIETO pa3zena.

11.2. TIpoekT IOBEPEHHOCTH TIOJATOTABIMBACTCSI W BU3BHPYETCS COTPYAHHKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BbIJaHa, IMOCJe Yero mnepeiaércs B KaHLESIPUIO ISl HampaBlIeHUS Ha
MOATMCaHUE.

11.3. [loBepeHHOCTb MOAMHUCHIBACTCA JUPEKTOPOM WIJIM JIUIOM, OCYIIECTBISIOUIUM €ro
MOJTHOMOYHS (MCTIOJIHSIIOIUM OO0SI3aHHOCTH), W CKPEIUIAETCS TMe4yaThio 00I11eo0pa3oBaTebHON
OpraHu3aluu.

12. IoroBopsml, corJiameHusi, KOHTPAKThI

12.1. JloroBopsl, coriameHns, KOHTPAKTHI (J1aee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBHH
¢ TpeOOBaHUSIMH TPaKIAHCKOTO, TPYIOBOTO, OFOIXKETHOTO U MHOTO 3aKOHOAaTeNnbcTBa Poccuiickoi
®denepaniy, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOLIEHUN U 00sA3aTEIbCTB
CTOPOH.

12.2. TlpoekT m0roBOpa TIOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHHKOM (KOHTPAKTHBIM
YIPaBISAIOLIMM) € Y4€TOM HEOOXOAMMOCTH CBOEBPEMEHHOIO U KaueCTBEHHOTO OOecreueHUs
WCIIOJIHEHUS] CBOMX MOJTHOMOYMH (00s13aHHOCTEH, PYHKIUIT), TOJTHOMOYU IIKOJIBI B LIEJIOM.

12.3. TlpoekT [oroBopa TMOATOTaBIMBAETCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAKTHBIM
YIPABJISIOLIMM) COBMECTHO CO CIELUUATUCTOM, K QyHKIUAM (MIOTHOMOUYUSAM) KOTOPOIO OTHOCUTCS
pelleHre BOMPOCOB, SBISIOMIMXCS MPEIMETOM JIOTOBOPA, MJIM MHBIM COTPYIHUKOM IO MPSIMOMY
YKa3aHUIO TUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aIliH.

12.4. HeoGxoaumasi 1y MOATOTOBKU MIPOEKTa JOTOBOpa MH(OpMaIus cOOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABJISIOIUMM) B MOpsAIKEe pabouero B3auMMOACHCTBUS ¢ Y4ETOM IMpaBui,
YCTAaHOBJICHHBIX HacTosAle MHCTpyKIMen.

13. IpuHOMOBI OPraHU3ANNH J0KYMEHT0000pOTA

13.1. B 10KkyMeHTOOOOPOTE BBIACISIOTCS CIEAYIOUIME JOKYMEHTONOTOKH: IOCTYHAIoas
JOKyMEHTaIusi  (BXoAsmiasi), OTHpaBisieMas  JOKyMEeHTaruss  (Mcxonsimasl), BHYTPCHHSS
JOKYMEHTALHSL.

13.1. B cocraBe BXOASIICH W WUCXOMAIICH MTOKYMEHTAIIMA MOTYT BBIICIATHCS JIOKYMEHTHI,
MOCTYMUBIIME M3 BBIMIECTOANINX, MOAPSIHBIX, MEAUIUHCKUX M APYTrUX OpraHU3alHii, OpraHoB
MECTHOT'O CaMOYIIpaBJIeHUs, 0OpaIleHNs Ipaxk/IaH.



13.3. OOparueHusi rpakaaH perucTpUpyOTCs M (OpMHUPYIOTCS B Jesia OTAEIbHO OT JAPYIHX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHnu3aIiy.

13.4. B mxosne 1ocTaBka M OTHpPaBKa JOKYMEHTOB OCYIIECTBIISETCS CPEACTBAMHU MOYTOBOU CBS3H,
AJICKTPOHHOU CBSI3M, a TaKXKe IO CHUCTEME A3JIEKTPOHHOro JokyMeHToobOopora (maiee - COJI). C
MIOMOILBIO TIOYTOBOM CBS3M B 00IIE00pa30BATEIbHYI0 OPraHMU3ALMIO JIOCTABISETCA MUChMEHHAS
KOPPECTIOHICHITHS B BUE MPOCTHIX IMHCEM, 3aKa3HBIX IHCEM, IMTOYTOBBIX KapTOdeK, OaHIepoiei
MEJIKHMX ITaKeTOB, a TAK)Ke NIeUaTHbIC U3/1aHUs.

14. IlepBuyHasi 00padOTKA MOCTYNAKLIUX JOKYMEHTOB
14.1. JIoKyMeHTBI, TIOCTYIMAWIIKE B IIKOJNY, TMEpPeNalTCs Ha PETUCTPAIMI0 CEKpeTapro
00111e00pa30BaTENbHON OpraHU3aluy M MPOXOAST MEPBUYHYI0 00paOOTKY B JI€Hb MOCTYIUICHUS,
P TIOCTYIUICHUH B Hepabouee BpeMs - Ha cieayronuii padbouunit g1eHs. [Ipu nepBuyHoit 00paboTke
JOKYMEHTOB TpPOBEPSETCS MPAaBUIBHOCTH ajapecoBaHus. OMMOOYHO IMOCTYMUBIINE JTOKYMEHTHI
NEePEeChIIatTCA MO MPUHAAJIES)KHOCTH WM BO3BPAILAIOTCS OTHPABUTEITIO.
14.2. lokymeHTsl, nocTynuBime ¢ otMetkamu "Cpouno”, "Bpyuuts HemeuienHo", "OnepaTtuBHo",
HEe3aMeINTEIbHO MPOXOIAT MEPBUUHYI0 00pabOTKYy M JOKJIAbIBAIOTCA AUPEKTOPY WM B Cllydae
€T0 OTCYTCTBHUS — 3aMECTUTEIIO JUPEKTOPA MO HAIIPABJICHUIO JAESITEIHHOCTH.
14.3. TlocTynuBiye TejaerpaMMbl IPUHUMAIOTCS O HOJNKMCH C MIPOCTABICHUEM JaThl U BPEMEHU
npreMa, pETUCTPUPYIOTCS IO TEM K€ MpaBUIIaM, YTO U IMUChMA.
14.4. DnexkTpoHHBIE COOOIIEHMS, aAPECOBaHHbIC JTUPEKTOPY WM HAINPaBJICHHBIE B aJpec IIKOJIBI,
pacreyaTbIBarOTCS U JOKIIAJABIBAIOTCS TUPEKTOPY WM B CIydae ero OTCYTCTBHS — 3aMECTHUTEIIO
JTUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIIEHMSI, 3aBEPEHHBIE 3JIEKTPOHHOW MOJNUCHIO, MoAJiekar o0paboTke Mo
IIpaBUJIaM, IPEIYCMOTPEHHBIM JJIs OCTyHaroIel (BXoAAIIen) TOKyMEHTallH.
14.6. TloctynuBmas (BXOZsIIas) AOKYMEHTAIUS pPACIPEIENICTCS Ha PETUCTPHUPYEMble W HE
NOJyIeKAIMe PETUCTPALIUH JJOKYMEHTHI.
14.7. He moanexxat perucTpaiuu:

e IpUTJacHUTENbHbIE, 03/IPaBUTEIIbHBIC TMCbMA U TEIETPAMMBI;

e OWIIETHI

e IUIAHBI ¥ IPOrpaMMbl CEMUHAPOB, KOH(EPEHIUI U APYrUX MOAOOHBIX MEPONPHUATHIA;

e JIOKyMEHTBHl 10 OyXrajTepckoMy YYeTy, MaTepHaJbHO-TEXHHUYECKOMY 00eCIedeHuIo,

IUTAaHOBBIE U (PMHAHCOBBIE JOKYMEHTHI, IOCTYyNaroIue 0e3 COnpoBOAUTENBHOTO MUChMA;

e PpeKJaMHBIC, KOMMEPYECKHE TPEIOKEHHS, B T.9. IOCTYMUBIIINE TI0 AIEKTPOHHON TOYTE;

e TICUYATHbIEC U3JIAHUS,

e TIMCHEMA C MIOMETKOH «JINIHOY.

15. Permcrpamusi, y4eT M PpaccMOTpPeHHE PYKOBOIUTEJIeM MOCTYNAKMIMUX (BXOASIIHX)
AOKYMEHTOB
15.1. TloctynuBuine (BXOASIIME) TOKYMEHTbl PETUCTPUPYIOTCS TOJBKO IIOC]IE M IEPBUYHOMN
00pabOTKM U HE3aBUCUMO OT cIoco0a MX TOCTABKH.
15.2. Peructpanusi — IpoCTaBJICHNE B HIDKHEM MPAaBOM YIIIy MEPBOTO JIHCTA JOKYMEHTa OTMETKH
O TOCTYIUICHMM C YKa3aHHEM JaThl HOCTYIUIGHHUS W BXOMSIIETO0 PETUCTPAllMOHHOTO HOMEpa
JOKYMEHTa C 0053aTeJIbHOM 3alHChi0 B JKYpHAJI PETUCTPAIlMH TMOCTyHAromend (BXOSIIeH)
nokymeHTanuu. CTpyKTypa perucTpaldOHHOrO HOMEpa MOCTYHarolero (BXOIAIIero) JOKyMEeHTa
COCTOMT M3 €ro IMOpSJKOBOrO HOMEpa U HHJAEKca Jeja 10 HOMEHKJIAaType Jell
00111e00pa30BaTENbHOM OpraHnU3aIUH.
15.3. Peructpanmsi BceX MOCTYNUBIIMX (BXOMSIIMX) JOKYMEHTOB NPOM3BOAMTCS B Tpenenax
00IIero JOKYMEHTONOTOKAa. J[OKyMEHTBI, MOCTYNMUBIIME B LIKOJNY IO KaHajiaM (aKCUMHIbHON
CBsI31, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIZIKE.

TekcT mocTtynuBIIed TenepoOHOrpaMMBI  3alUCBIBACTCS B JKypHaJe PErucTpanuu
TereOHOrpaMM U MeyaTaeTcs Ha JIMcTe Oymaru Juist epeiadyu Ha pacCMOTPEHHE.



15.4. Tloctynatomiue (BXOASIINE) JOKYMEHTHI MIEPEIal0TCsS HA PACCMOTPEHUE PYKOBOJCTBY TOJIBKO
MOCJIC UX PETUCTPAIMU U TIPEIBAPUTEILHOTO PACCMOTPEHHSI.
15.5. JlokyMeHTBI, MOCTYNUBIIME B 0OLIC00pa30BaTEIbHYI0 OpraHU3allMIo, [0 BOIPOCaM, HE
TpeOyIOIIMM PAacCMOTPEHMsI AUPEKTOpa, HANpaBISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 3a
JIEIOMPOU3BOJICTBO HIKOJIBI HEMTOCPECTBEHHO UCTIOTHUTEIIO 3a1poca.
15.6. JIupexTop B pE30TFOIIUH OIPEICIISET JIUIl, OTBETCTBEHHBIX 32 UCITOJIHEHUE JOKYMEHTA, U J1aeT
UM nopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a JENOMPOW3BOJICTBO HIKOJBI MepeaaeT JOKYMEHT Ha
WCTIOJTHEHUE.
15.7. TlogMMHHKUK JOKYMEHTa C PE30JIONUEH PYKOBOIUTENS OOIe00pa3oBaTeIbHON OpraHu3aIlluu
HaIpaBJIAETCS UCTOTHUTEIIO.
15.8. [lpum HaMMYUM HECKOIBKUX HCIOTHUTENEH TMOMIMHHUK JIOKYMEHTa TIepeacTcss TOMY
UCIIOJIHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHUSIMH IO HCIOJHEHHUIO SBISETCS
OTBETCTBEHHBIM, OCTAJILHBIC UCIIOIHUTENIN MOTYYaIOT KOMUIO JOKYMEHTA.
15.9. TloanuHHUK [OKyMEHTa, KOTOPBIA HCIONHSIETCS HECKOJBKHUMH IOHKHOCTHBIMHU JIUIAMHU,
MOJIy4aeT OTBETCTBEHHBIN MCTIOIHUTEND. OCTANIBHBIM HCIIOTHUTEIISM TIEPEIAIOTCS KOTIHH.
15.10. MsroTtoBineHHe KOMHWK JOKYMEHTa I TepeJadyd COMCIIOJHUTEISIM OCYIIECTBISCTCS
CeKkpeTapeM o0IIe00pa3oBaTeIbHON OpraHU3AITHH.
15.11. Pe3omtonusi COAEPIKHT:

e yKa3aHWE TIO UCIHOJHEHHWIO, COJEpXkallee KPaTKoe OMNHCaHWe HEOOXOIUMOro JJis

WCTIOJTHEHUS IUCTBUS;
e yKa3aHWE Ha CPOK, B TEUEHHUE KOTOPOro JHOO /O HMCTEUEHUS KOTOPOro HEO0OXOIUMO
UCTIOJIHUTH MPEANHCAHHOE IeUCTBHUE;

e JIMYHYIO MOATKCH aBTOPA PE3OJIIOIIHH;

e ATy MPOCTaBIEHUS PE30IIOLHUH.
15.12. VYxazaHue Ha CpOK, B TE€YEHHE KOTOpPOTO JIMOO 10 MCTEYECHHS KOTOPOro HEOOXOIMMO
WCTIOJIHUTH TIPEANHUCAHHOE NEHCTBHE, MOXKET HE BBIPaXKaThCsl KOHKPETHOW HaTOW M ColepKaTb
BbIp@XEHUS: "B YCTAHOBJIECHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3omonus numieTcs Ha CBOOOJIHOM OT PEKBU3UTOB MECTE MEPBOTO JTUCTA TOKYMEHTA.
15.14. B ciyuae, korga pe3oJoLus aJpecoBaHa HECKOJIBKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 32
WCTIOJIHEHUE JTOKYMEHTa B LIEJIOM SBIISETCS COTPYOHHUK, yKa3aHHBIA TMEpPBBIM (BEPXHHUM), JIHOO
COTPYIHUK, B OTHOIIICHUH KOTOPOTO CJIeJIaHa TIOMETKA O TOM, YTO OH SIBJISICTCSI OTBETCTBCHHBIM.

16. Opranu3amnusi padéoThl ¢ OTHPABJIAEMBIMHU (MCXOASAIIUMHI) TOKYMEHTAMH

16.1. Jlo mpemocTaBieHUs MPOEKTa OTMIPABISIEMOro (MCXOASIIEro) IAOKYMEHTa Ha MOJIHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYCHHOMY B YCTaHOBJICHHOM TIOPSAKE HA TOANHCAHHE JIUAILY
OCHOBHOW HCIIOJIHUTENh MPOBEPSET MPABHIBHOCTh O(OPMIICHUS OTMPaBIsIEeMOro (MCXOMSIIETo)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosie NHcTpykuuu.

16.2. Tlpu MOATOTOBKE OTHPABISAEMOTO (MCXOJAIIET0) NOKYMEHTAa KaK OTBETa Ha MOCTYMUBIIUI
(BXOASIINI) JOKYMEHT HCIIOJIHUTENb NPHKIAIBIBACT K IMOATOTOBICHHOMY IPOCKTY BXOJISIINN
JIOKYMEHT.

16.3. TIpoeKThI OTIPABIAEMBIX (MCXOMSIINX) JOKYMEHTOB C YYETOM COOIOICHUS] YCTaHOBICHHOTO
B PE3OJIIOIMH CPOKA WCIOTHEHHsS TIepelaroTCsi OTBETCTBEHHBIM WCIOJTHHUTEIEM B OTIEN
JIEJIOTIPON3BO/ICTBA (KAHIICIIAPHUS, CEKPETaph) IMIKOJIBI JIJIs1 HAITPaBJICHUS Ha TTOANKICAHNE.

16.4. TlognucaHHBE OTHpaBISEMble (MCXOIAIIUE) TOKYMEHTBI, TEpeNalTcs pabOTHUKY
OTBETCTBEHHOMY 32  JICJIONPOM3BOJCTBO  IIKOJIBI, KOTOPBIH  OCYIIECTBISET  IPOBEPKY
KOMIUIGKTHOCTH ¥ COOTBETCTBHUSI KOJIMYECTBAa JK3EMIUIIPOB OTHPABISEMOTO (MCXOJISIIETO)
JIOKYMEHTa CIHCKY pPacChUIKH, a TakkKe MPaBUIBHOCTh O(OPMIICHHS JOKYMEHTa COTJIACHO
HACTOSIIEN UHCTPYKLIMH.

16.5. B cnywae HapymieHHs KOMIUIEKTHOCTH WM COOTBETCTBHS KOJMYECTBA, a TaKKe
MPAaBWIBHOCTH O(OpPMIIEHUST JTIOKYMEHTAa COTJIACHO HACTOSIICH WHCTPYKIMH OTIPABISEMbIC
(ucxopnsiue) JTOKYMEHTHI — HE3aMEJJIMTEIbBHO  BO3BpAIIAIOTCS  PaOOTHUKAMH  KaHICISIPHH



OTBETCTBEHHOMY MCIIOJHHUTENI0 WIH B CIyda€ OTCYTCTBUS OTBETCTBEHHOI'O MHCIIOJIHUTENS €ro
HEMOCPEJCTBEHHOMY PYKOBOAUTENIO ISl yCTPAaHEHUs HapyILIEHUH.
16.6. JlokyMeHTBHI TOCJI€ UX HOANHCAHUSA IUPEKTOPOM WIM HHBIM YHOJHOMOUYEHHBIM JIHIIOM
NepesaroTcs B KaHIEISIPUIO 00111e00pa30BaTeIbHOM OpraHu3alyy AJs perucTpaly U OTIPABKH.
16.7. Peructpanusi OTIpaBisieMbIX (UCXOISIINX) JOKYMEHTOB OCYIIECTBIISICTCS TOCIE MTPOBEICHUS
paboOTHUKAMU KaHLEJSPUH, OTBETCTBEHHBIMH 32 JEJIONPOU3BOACTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMUYECTBA SK3EMIULIPOB, a TaKXkKe IMPAaBHIBHOCTh O(OPMIICHHUS OTHPABISEMOIO
(MCXOAIIEro) JOKYMEHTA.
16.8. Peructpamms co3maBaeMbIX JIOKYMEHTOB OCYILECTBISCTCS B JE€Hb NOAMHCAHUS WIN
YTBEPKICHUS JIMOO Ha CIICIYIONTNI paOovHii IeHb.
16.9. CeeHust 0 perucCTpUPYEMbIX OTIPABISIEMBIX (MCXOIAIINX) TOKYMEHTAX BHOCATCS B KypHAJ
perucTpanuy OTIpaBIsieMon (MCXOAIEeH) JOKYMEHTAIUH.
16.10. PeructpaniioHHbIil HOMEp U JaTa OTIPABIIIEMOT0 (MCXOSIIEr0) TOKYMEHTa MPOCTABISIOTCS
Ha IO/UIMHHHMKE JIOKyMEHTa B pEKBHU3MTax OJaHKa M Ha HK3EMIUIApe, OCTaloLleMcs B Jiene
00111e00pa30BaTENbHON OPraHN3aIIH.
16.11. CtpykTypa perucTpaiiOHHOTO HOMEpPa OTIPABIIEMOTr0 (MCXOSIIEr0) JOKyMeHTa COCTOUT
U3 €ro MopsAAKOBOr0 HOMEpa U MHJEKCA Jieja 10 HOMEHKJIAType J1€J IKOJbI.
16.12. OrmpaBka JOKYMEHTOB HPOM3BOJIUTCS LEHTPAIM30BAaHHO PAaOOTHUKAMHU KaHLEISIPUU
IIKOJIbI, KOTOpPHIE NPOU3BOAAT UX COPTHPOBKY IO CHOCOOY OTIpaBieHHs (MpocTasi, 3aKa3Has,
MEXIyHapoaHas U JIp.).
16.13. Ilucema, TenerpaMMBbl, OTKPBITKH, OAHAEPOJIH U TeYaTHbIE U3JaHUs OTIIPABIISIOTCS TIOYTOM.
dakcorpammsl 1 Tese(OHOrpaMMBbl IEPeJAtOTCs 110 KaHanaM TeJle()OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHUS] OTHPABISAIOTCS C O(QUIMATBFHOTO IMOYTOBOTO JIIEKTPOHHOTO
azipeca o011e00pa30BaTENbHON OpraHu3aluy.
16.15. [TuceMma, TemerpamMmbl, OTKPBITKH, OaHAEpOIH, (haKCOTpaMMBbI, IEKTPOHHBIE COOOIIECHMS, HE
CBsI3aHHBIE C pabouel e TeNbHOCThIO, K OTIIPaBKe HE IPUHUMAIOTCS.
16.16. JIokyMeHTHI, OTIIpaBIIsIEMbIE CPEACTBAMH TIOYTOBOM CBSI3U MPOXOIAT:

e  YIAaKOBKY;

e anpecoBaHue (MpU HANPABJICHUH TOKyMEHTa Oojee ueMm B 4 ajgpeca) — B COOTBETCTBUU C

yKa3aTeJIeM pacChbUIKH, Ha KaX/10M 3K3eMIUIIpe MUChbMa YKa3bIBA€TCsI TOJIBKO OMH ajpecar.

e IIPOCTaBJIEHHE CTOMMOCTH IMOYTOBBIX YCIYT;

e Tiepeiavy B IOYTOBOE OTAEJICHHUE CBA3H.
16.17. Ilpu mMOATOTOBKE W OTIIPAaBKE NMHCEM HEOOXOJUMO YUYUTHIBATh MPABWIIA, YCTaHOBIICHHBIC
NPHUKa30M MUHHUCTEPCTBA CBSI3U M MaccoBbIX KoMMyHuKarmii PO ot 31 uronsa 2014 r. N 234 "O6
yrBepkaeHuu [IpaBun okazanus yciayr mouToBOU CBA3H'.
16.18. JlokyMeHTBI, OTHpaBIIEMbIe CPEICTBAMH MOYTOBOM CBA3HM B OJMH aJIpec, BKIJIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Ucxonsmue AOKYMEHTHI, NpeAHAa3HAYCHHbIE ISl OTIPaBKU CpPeACTBaMHU (PaKCUMMIBHON
CBSI3H, OTIPABJISIOTCS paOOTHUKAMH KaHIEISpUH 00111€00pa30BaTeIbHON OpraHU3allly.

17. Pa3paboTKa u BeJleHHe HOMEHKJIATYPBbI J1eJ

17.1. JloxymeHTanbHBIN (POH] HIKOJIBI — COBOKYIHOCTH JIOKYMEHTOB, 00pa3yloIuXxcs B IMpolecce
€ro JeATeabHOCTU. JloOKyMeHTanbHBbIA (OHJ IIKOJBl COCTaBISIOT JOKYMEHTBHI, CO3JlaHHBIE B
0011e00pa3oBaTeNbHOM OpraHu3alid M TOJYYEeHHBIE €10 B pe3yibTaTe B3aHMMOACWUCTBUS C
OpraHaMH TrOCYJAapCTBEHHOM BJIAaCTH, OpraHaMHW MECTHOI'O CAMOYIPABJICHUS, IOPUAUYECKHUMH H
(bU3NYEeCKUMU JINIIAMH.

17.2. HomeHknarypa Ael sBISICTCS OCHOBOW (hOPMHUPOBAHHUS JOKYMEHTAIHLHOTO (POHIA MIKOJIBI U
MPEJICTAaBIsACT COOOM CHUCTEeMAaTHU3UPOBAHHBIM MEPEYCHb 3arojoBKOB (HAMMEHOBAHWMW) JIEl,
3aBOJUMBIX B IIIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHHs, U OPOpPMIIEHHBbIH B COOTBETCTBUHU C
[IPAaBOBBIMU AKTAMH, PEKOMEHIAUMSAIMHU M METOJMYECKMMM YyKa3aHusAMU opraHos Poccuiickoit
Oenepaly, YHOJIHOMOYEHHBIX B cdepe TroCydapCTBEHHOTO YIPABICHUS AapXHUBHBIM JEJIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTOOOOPOTA.



17.3. HoMeHkaTypa Jell COCTAaBIISIeTCS HA OCHOBE M3YYCHHUS MOJOKESHHM, MHCTPYKIIUN U TIPaBUIIL, a
TaKXKe JIPYyTUX JTOKYMEHTOB, pErJIaMCHTUPYIOIIUX JeSATEIBHOCTh — 00IIe00pa3oBaTebHOM
OpraHM3alii, a TaKkKe HOMEHKIATyp Jel 3a NpPeAUIeCTBYIONINEe TOAbl M JIOKYMEHTOB,
00pa3yromuxcs B AeATeIbHOCTH 0011e00pa30BaTeIbHON OpraHu3aliiy.
17.4. Homenknatypa Jed UCHONB3YeTCS JI TPYINIHUPOBKH HCIIOJHEHHBIX JIOKYMEHTOB B JIEJa,
CHCTEMaTH3aIllly U y4eTa Jell, ONpeesieHHs CPOKOB MX XPaHEHHUS U TIOUCKA TOKYMEHTOB, SIBIISIETCS
OCHOBOH JIJIsl COCTABJICHUS OMHUCEH J1eJ1 MOCTOSHHOTO U BpeMeHHoro (cBbime 10 yer) xpaneHus, a
TaKKe JJIs ydeTa Je BpeMeHHoro (110 10 JieT BKIIOYUTENBHO) XpaHECHHUS.
17.5. HomeHnknaTypa z1e71 BBOJUTCS B AEMCTBHE IPUKA30M I10 LIKOJIE.
17.6. HomeHnknaTypa JieJ TOTOBUTCS B TPEX 3K3EMILISApax:

e IS MIOMEIICHUSI B HOMEHKIIATYPHOE JIEJI0 ¥ MIOCTOSTHHOTO XPaHEeHMS,

e ]ISl UCTIOJIB30BAHUS B pabOTe OTAEIIOM JCIONPOU3BOICTBA (KaHIIEISIPUEH );

e JUIS XpaHEHUS B aPXUBE IIKOJIBI.
17.7. VI3 HOMEHKNATypbl J€d HIKOJIbI OTBETCTBEHHBIM JIMIIOM 3a BEJIEHUE JIeJONpPOU3BOJICTBA
Oo(opMIISIOTCST BBIMMCKH Ui KaXJO0TO W3 MOJPA3JeeHUH M OTIENIOB 00IIe00pa3oBaTeIbHON
OpraHu3aIiy.

18. ®opmupoBaHue 1eJl U UX TeKyliee xpanenue. [1oAroroBka 10KyMeHTOB H JieJI K Nepeaye
Ha apXHBHOe XpaHeHHe

18.1. ®opmupoBaHue Aen — rpyNIUPOBKa UCIOTHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBHUH C
HOMEHKJIATYpO# J1e1 00111e00pa30BaTeIbHOM OpraHu3alii U CHCTEMATH3alus JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co aHs MX 3aBEeEHHS 10 NIepeaaydl B apXUB IIKOJIBI HJIM HA YHUYTOKEHUE XPAHATCA 110
MecTy uxX (popmMHupoBaHUS.

18.3. Ilpuka3sl 1O OCHOBHOH, aJIMHUHHCTPATHBHO-XO3SMCTBEHHOH, Y4eOHO-BOCTIUTATEIHHON
JEeSTENBHOCTH HIKOJIBI, TPYIIHUPYIOTCS OTAEIBHO OT MPUKA30B MO JIMYHOMY COCTaBy paOOTHUKOB U
110 JJMYHOMY COCTaBy 00ydaronuMxcs (y4aInxcst/BOCIIMTAHHHKOB).

18.4. Tlepenucka rpynmupyercs 3a TMEpHOJ KaJICHIAPHOTO TOAa U CUCTEMATH3UPYETCs B
XPOHOJIOTUYECKOH MOCIIET0BATEILHOCTH.

18.5. TlpoBepka HAMUYHSI U COCTOSIHUS JOKYMEHTOB U JIeJ MPOBOIUTCS MPU NEPEMEILIEHUH J1e]1, IPU
BO3BpATe JIeT, IPH PEOPraHU3alNH WU JIMKBUIALMHN 0011e00pa30BaTeIbHON OpTaHU3allHH.

18.6. B apxuB o00meoOpazoBaTenbHON OpraHu3aluu (Jajnee - apXuB) IMepeaaroTcs JAena
MIOCTOSIHHOT0, BpeMEeHHOT 0 (cBhIlIe 10 JeT) CPOKOB XpaHEHHS U 10 JUYHOMY COCTaBy 4epe3 3 rojaa
1ocJje rojia, B KOTOPOM JTIOKYMEHTHI ObLIIM IIOMEIEHBI B JI€JI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHB ITPOU3BOAMUTCS IO YTBEPIKACHHBIM OITHCSM JICI.

18.8. IloaroroBka JOKYMEHTOB W JeNl K Iepefade Ha apXMBHOE XpaHEHHE M HAa YHUUTOXKEHUE
peycCMaTpUBACT:

e DKCIEPTHU3Y LIEHHOCTH JIOKYMEHTOB;

e COCTaBIJICHHUE OTHCEH JIeN M0 Pe3yNIbTaTaM SKCIEPTU3bI UX IEHHOCTH;

e odopmieHue sien;

e COCTaBIICHHE aKTOB HA YHUUTOXKCHHE JOKYMEHTOB H €I C HUCTEKIINMHU CPOKAMH XPAaHCHHS.
18.9. DkcnepTH3a EHHOCTH TOKYMEHTOB MOCTOSITHHOTO U BPEMEHHOT'O XPaHEHHsI OCYILECTBIISETCS
€XETOJHO JHUIOM (JIMIIaMH), Ha3HAYCHHBIM IPUKA30M OTBETCTBEHHBHIM (OTBETCTBEHHBIMH) 3a
apXMBHPOBAHUE.

18.10. B geno nmomeniaercs e 6oiiee 250 JMCTOB (TONIIMHA JIe]Ia IPH 3TOM COCTaBJIseT He Oosee 4
cMm). [Ipu GonpiIoM KoiM4ecTBE TOKYMEHTOB (hopMupyroTcst ToMa (4actu) jaena. BHyrpu aena
JOKYMEHTBI PACIIONaraloTcs B XPOHOJIOIMYECKOM IOpsIKE B COOTBETCTBUHU C omHchio. B gena
MOMEUIAIOTCA TOJIBKO UCTIOJIHEHHBIE, TPaBHIBHO 0(POPMIICHHbBIE JOKYMEHTBI.

18.11. JIokyMeHTBI BHYTpPH Jiejla PAacIIOJIaraloTCsi CBEPXYy BHH3 B XPOHOJIOTHMYECKOH, BOIPOCHO-
JIOTMYECKOM  TOCIICOBATEIbHOCTH WJIM WX COYeTaHHH. PacmopsiiuTenbHble  JOKYMEHTHI
IPYNIHUPYIOTCS B JIeia MO BUJAM M XPOHOJIOTHU C OTHOCSIIUMUCS K HUM MPUIIOKEHUSIMHU.

18.12. JInunbie KapTOUKH PaOOTHUKOB (POPMUPYIOTCS B JIEJIO 10 anpaBUTy GaMUITHA.



18.13. Odopmiienue paena mnpeaycMaTpuBaeT: O(GOpPMIICHHE PEKBU3MTOB OOJIOKKHM Jieda I10
YCTaHOBIICHHOH (hopMe; Hymepalio JUCTOB B Jelie KapaHAalmloM B BEPXHEM IPAaBOM YTy,
COCTaBJICHUE BHYTPEHHEH ONMUCU JTOKYMEHTOB Jieja, IMOIMBKY U neperier aena. Jiuct 6onpioro
¢dbopMara, MOAIIMTHIA 3a OAUH Kpad, HymMepyeTcs KaK OJMH JIUCT B IPaBOM BEpPXHEM YIIy.
JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepaIueil TUCTOB, B TOM YHUCIIC TIeUYaTHbIC U3AaHMsI, HYMEPYIOTCS B
o01eM MmopsiIKe.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WIIM YacTed, HyMEPYIOTCS M0 KaXKIOMY TOMY
WIJIA 9aCTH OTAEIHHO.

18.15. Tlocne 3aBepliieHUs HyMepalH JIHCTOB COCTABISICTCS 3aBEPUTENbHAS HAJIUCh, KOTOpas
pacrnoyiaraercsi B KOHIIE Jiesia. 3aBepuTeabHas HaAINCh COCTABISETCS B JIeJie Ha OTACIbHOM JIMCTE-
3aBepHTee Jena.

18.16. B 3aBepuTenbHON HaamucHu IU(paMu U MPOMHCHIO YKa3bIBACTCS KOJIMYECTBO JIUCTOB B
JaHHOM Jiesie. 3aBepuTelbHAs HaJIIUCh MOJIMUCHIBAETCS €€ COCTaBHTENEM C YKa3aHHEM
pacimupoBKM MOANMUCH, AOHKHOCTH M JaThl cocTaBiieHus. KonuuecTBo IMCTOB B Jeine
MIPOCTABISIETCS HA OOJIOKKE JIeIa B COOTBETCTBUH C UTOTOBOW HA/ITUCHIO.

18.17. PexBu3uT "Cpok XpaHEHHs Jnena" MEePEeHOCHTCS Ha OOJOXKKY Jiejla M3 COOTBETCTBYIOIIEH
HOMEHKJIATYpBI JIeJ TIOCJIE€ CBEPKH €r0 CO CPOKOM XpaHEHHs, YKa3aHHBIM B IEPEYHE THUIOBBIX
JIOKYMEHTOB WJIM B MIEPEYHE IOKYMEHTOB, 00pa3yoIInXCcs B ACSATEIBHOCTH (heepaJIbHOro OpraHa,
C YKa3aHUEM CPOKOB XpPaHEHHUSI.

18.18. Ha nenax moCTOSSHHOT'O XpaHEHUS MUIIETCs: " XPpaHUTh IMTOCTOSTHHO".

18.19. Ilpuem nen MpPOU3BOAUTCS COTPYAHHKOM, YIIOJTHOMOYEHHBIM Ha BEJCHUE NEATEIbHOCTH
apXxuBa, C MPOCTABIEHUEM B JIBYX SK3EMIUISIPaxX OMHUCH JeJl OTMETOK O HAIMYUHU KaXKJOro jena (Ha
KaXX/IOM 2K3eMIUISIPE ONMHMCH YKa3bIBAETCS KOIUYECTBO (PAKTHUECKH MPHUHSATHIX Jell, AaTa mpuema-
nepenayu Jiei, a TaKkKe MOAMKUCH apXUBUCTA U COTPYAHUKA, MTEPEIaBILIero Aena.

19. 3ak0unTeIBbHBIE 0JI0KEHUS

19.1. Hacrosimast MHCTpYKIUS 110 EIONPOU3BOJCTBY SBISETCS JIOKAIBHBIM HOPMAaTUBHBIM aKTOM
o01ieo0pa3oBaTeNbHOM  OpraHu3anuy, MNpuHUMaeTcss Ha OOmem coOpaHuu paOOTHUKOB U
yTBEpKAACeTCS (BBOJUTCS B ICHCTBUE) MPUKA30M JUPEKTOPA 00MIc00pa30BaTeILHON OpraHU3aIliH.

19.2. Bce u3MeHeHUs M JOMOJHEHUs, BHOCHUMbIE B HacTosiyo MHcTpykiuio, opopMisioTcs B
MTUCHMEHHOM (hOpME B COOTBETCTBUH JICHCTBYIOIIMM 3aKOHOJATENHCTBOM Poccuiickoit deneparmn.
19.3. HMHcTpykuust mo JAeJIONpOM3BOJCTBY B INIKOJIE NPUHMMAETCS Ha HEONpEIENCHHBIN CpOK.
W3menenus u gononHeHus K MHCTpyKIMU NMPUHUMAIOTCS B MOPANKE, MpeaycMoTpeHHoM 1.19.1.
Hacroswmen Mactpykuuu.

19.4. Tlocne npuHsaTHs WHCTpYKIMH (MM M3MEHEHWH M JIOTIONHEHUH OTAEIBHBIX IMYHKTOB M
pa3lesoB) B HOBOM peakLuy Npeplaylias pelakliis aBTOMaTHUECKH yTPAuNBaET CUILY.



Ipunoowcenue Ne 1

IIpaBuaa
o(opMJICHUS PEKBU3UTOB JIOKYMEHTOB

1. JIng1 NOATrOTOBKM JOKYMEHTOB IPUMEHSIETCS TEKCTOBBIH pENaKkTop, 00eclneYrBarONIii
TpeOoBaHUs TPAPUUECKOT0 BOCTIPOU3BEICHHUS PEKBU3UTOB JTOKYMEHTA.

2. Buael u pa3mepsl ucnoib3yeMbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOIMKEHHBIE K HUM.

3. Ilpu moAaroTroBke TEKCTOB B TaOJMIAX, A OOecledYeHHs Jydlled YUTaeMOCTH [aHHbIX,
JoITycKaeTcst mpuMeHenue mpudros Buga Arial, pasmepos 12,13.

4. lnana3zoH UCIIOJIb3YEMBIX MEXKYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO J10 IIOJYTOPHOTO.

5. AG3anHbIi OTCTYH TEKCTa TOKyMeHTa - 1,25 cMm.

6. 3aroJ0BKM pa3esioB U MOJPa3/IesIOB IeyaTaroTcs ¢ a03a[HBIM OTCTYIOM WUJIM LIEHTPUPYIOTCS IO
LIMPUHE TEKCTA.

7. MHOrOCTpOUHBIE PEKBHU3UTHI II€YATAIOTCA YEPE3 OJUH MEXKCTPOUHBIM HHTEPBAJ, COCTABHBIC
4acTH PEKBU3UTOB OTIEISIFOTCS IONOJHUTEIbHBIM HHTEPBAJIOM.

8. Eciim OKyMEHT TOTOBUTCS JUIS M3/1aHUsS C YMEHbIIEHHEeM MacluTaba, TeKCT MevaTaeTcsl dyepes
JIBa UHTEpBaJja.

9. MuTepBan Mexxay OykBaMH B CJI0BaX - 0ObIYHbIA. MIHTEpBan MeXay cioBaMHU - OAMH IpoOe.

10. TekcT nOKyMeHTa BbIpaBHMBAETCS 10 IIMPUHE JIMCTA (110 TpaHUIaM JIEBOTO U MPABOro Mojeil
JIOKYMEHTA).

11. JInmuHa camoil JJIMHHOW CTPOKHM PEKBU3UTA MPHU YTIIOBOM PACTIONOKEHUH PEKBU3UTOB HE OoJiee
7,5 cMm.

12. JlninHa caMOM JJIMHHOM CTPOKHM PEKBHU3UTA IPU IMPOJOIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopMmbl 1okymMeHTa

Kox dopmer nokymeHTa mpocraBisercss Ha yHUQUIMPOBAaHHBIX (hopMax JOKYMEHTOB B OCHOBHOM
UCIOJb3yeMBIX B KaJpOBOM TOKYMEHTOOOOpoTe mikoibl. Pacmosiaraercs koji ¢GopMbl B NpaBOM
BEpXHEM YIiIy paboyero mojis JOKyMeHTa, cocToUT u3 cioB "dopma mno" (HauMeHOBaHUE
Kiaccudukaropa) v HUPPOBOro KoJa.

Ipumep - @opma no OKY]] 0301001.

14. HaumeHoBaHUE IITKOJIbI

HanmeHoBaHne IIKOJBI JOMKHO COOTBETCTBOBATH HAWMEHOBAHMIO IOPUAWYECKOTO JIMIIA,
3aKpeIUVIECHHOMY B  €ro  YYpeAWTENbHBIX JoKyMeHTax (YcraBe o001meo0pa3oBaTenbHOM
opranmzanun). [To HaMMEeHOBaHNEM IIKOJIBI B CKOOKaX yKa3bIBAETCSI COKPAIIEHHOE HANMEHOBAHHUE
00111e00pa30BaTENbHON OPraHN3aIIH.

Han HanMeHOBaHMEM IIKOJIBI - YKa3bIBACTCS TIOJIHOE HANMEHOBAHHUE BBIIIECTOAIICH OpraHU3aIiu.

15. CnpaBoyHble JaHHBIE O IIKOJIE

CripaBouHBIC JaHHBIC O IIKOJIC BKJIFOYAIOT B CeO0s: MOYTOBEIN axpec, HOMepa TenedoHa, ¢akca,
azpec SJIeKTpoHHOW mouthl, kon mmKombkl mo OKIIO (mpoctaBisiercs mo OOmepoccHiickoMmy
KJIacCU(UKATOPY MPEANPUIATANA U OpraHU3aIlMii), OCHOBHOW T'OCYIapCTBEHHBIA PETUCTPAIIMOHHBIN
Homep (OI'PH), nnentudukanmoHHbI HOMEpP HAJOTOIIATENBIINKA/KO MPUYHHBI TOCTAHOBKU Ha
HanoroBsiil yuet (MHH/KIII).

16. HanMeHOBaHNWe BHIa JOKYMEHTA

PexBu3UT ucnonp3yeTcs s yKasaHUsS BUAA JOKYMEHTA W pacCIoyiaraeTcs TOJ PEKBU3UTOM
«HauMEHOBaHHe 00I11e00pa3oBaTenbHON opraHu3anuuy. HaumeHoBaHHMe BHIa JOKYMEHTa HeE
YKa3bIBa€TCS B MUCHhMaXx.




17. lara JokyMeHTa

JlaToli JOKyMeHTa SIBJSETCS Jara ero MOJANHCaHus (NpHKa3, MUChMO, 3alHcKa, akT W JIp.),
yYTBEpXKACHHUS (MHCTPYKIUSA, TMOJOXKECHHE, MPaBWa, PErJIaMEHT, IUIaH, OTYeT W JAp.), COOBITHS,
3a)MKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOJI).

JlaTa mOKyMeHTa MPOCTABIAETCSA JAOHKHOCTHBIM JIUIIOM, MOAMKCHIBAIONINM WU YTBEPIKIAIOIINM
JOKYMEHT, W TIPH PETHCTPAIlMM JIOKYMEHTa, WA HEMOCPEACTBEHHO COCTABHTEIEM TIpU
MOATOTOBKE TOKyMEHTA (CIy>KeOHasl 3aIUCKa, 3asBICHHUE U Jp.).

JIOKYMEHTBI, U3JJaBa€MbI€ COBMECTHO C JIPYTUMHU OPTaHU3AMMSIMH JTOJKHBI UMETh OJHY (SIHHYIO)
JaTy.

Jaty nokymenta odhopMisIOT apabckuMu udbpamMu B OCIEI0BATEILHOCTH:

e JICHb MecsIa, Mecsll, roj. JleHp Mecsa u mecs oQOopMISIIOT IBYMs HapaMu apabCKux
uudp, paszleNeHHBIMH TOYKOW; TOJ - 4YEeThIpbMS apadckuMu IudpamMu, HampuMmep:
01.12.2017. Byksa "r" mocie uudp He CTaBUTCH.

e TMpPU CIOBECHO-IM(PPOBOM criocobe odhopmileHHs JaThl JCHb MeECAIa yKa3bIBAe€TCsS Mapou
apabckux 1udp, roa 4eTeIpbMs apadCKumMu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpaiinoHHbII HOMED JOKYMEHTA

PeructpanmonHbeiii HoMep TOKyMEHTa MPOCTABISETCS B COOTBETCTBUU C CUCTEMOM pETrHUCTpallvi,
MIPUHATOM B LLIKOJIE.

PerucrpanmonHslii HOMEp MPUCBAUBACTCS TOKYMEHTY IOCTIE €T0 MOANMUCAHUS (YTBEPKIACHUS).
CchbliKa Ha perucTpalMOHHBIN HOMEp U 1aTy JIOKYMEHTa

CcpUika Ha UCXOASIIMI HOMEp U JaTy JOKYMEHTa ajpecaHTa BKJIIOYAET B ce0s perucTparimOHHBIN
HOMEp U JIaTy TOKYMEHTa, Ha KOTOPBIH JTOJKEH OBITh JJaH OTBET.

19. Mecrto cocTaBieHus (M30aHMs) JOKYMEHTA
MecTo cocTaBieHHs UM U3/1aHUs TOKyMEHTa - "Topof ..." - yKa3bIBaeTCsl Ha OJIaHKaX MPOTOKOJIOB
1 aKTOB, COCTABJISIEMBIX B 00111€00pa30BaTENIbHON OpraHu3alty.

20. Anpecar

B pexBusute "Anpecar” ucnonb3yrorcs oduipaibHble HAUMEHOBAHUS OPIaHOB IOCYIapCTBEHHOM
U HCIIOJIHUTENbHON BIIACTH, OPraHOB MECTHOIO CaMOYIpaBlI€HUs, opraHu3auuid. [lomyckaercs
UCIOJIb30BaTh OPHUINATIBHO IPUHATHIE COKPAILICHHbIE HAMMEHOBAHUSI OPraHOB I'OCYJJapCTBEHHON U
WCIIOJIHUTEJIHOM BJIaCTH, OPraHOB MECTHOT'O CaMOYMPABJICHUS, OpraHU3alui.

IIpu agpecoBaHuMM NOKYMEHTa IOJDKHOCTHOMY M YAacCTHOMY JIMIY HMHULMANbI CTaBITCS IOCIIE
bamunu.

Ilpumep - Pyxosooumenio MBOY---
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BEpXHEH MpaBOi yacTU JOKyMEHTa (Ha OJIaHKE C yrJIOBBIM
pacmojyio’)KeHUEM PpEKBH3UTOB) WJIM CIpaBa IOJ peKBU3UTaMH OnaHka (IpU MPOAOIHHOM
pacmoyioKeHUN pPeKBU3NUTOB OnaHka). CTpOKK pekBH3HMTa "ajpecaT" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WX HEHTPYIOTCS OTHOCUTEIBHO CaAMOM IJIMHHOM CTPOKH.

[lpu azapecoBaHuM JOKyMeHTa Oe€3 YKa3aHUS JOJDKHOCTHOTO JIMI[Aa HAaUMEHOBAaHMS aJpecaToB
IUIIYTCS B UMEHUTEIIBHOM Ia/IeXkKe, HallpuMep:

Oprasbl oneku

[Ipu axapecoBaHuM JIOKyMEHTa pPYKOBOJIUTEII OpraHM3allMd HAUMEHOBAaHUE JOJKHOCTH
YKa3bIBa€TCs B JJaTEILHOM TaJIeKe, HAIPpUMED:

Jlupexmopy wikonvl

Damunus 1. 0.



IlouToBBIli aznpec He YyKa3blBaeTCsd B JIOKYMEHTax, HANpPaBIAEMbIX B BBICIIME OpraHbl
roCy/lapCTBEHHOM BIIACTH, (eiepaibHbIEe OpraHbl UCIIOJHUTENBHON BIACTH U UX TEPPUTOpPUATIbHBIE
Oprasbl, OpraHbl FOCY/1apCTBEHHOW U UCIIOJIHUTEIbHON BIACTH, IOCTOSI HHBIM KOPPECIIOHAECHTAM.
IIpu anpecoBaHuy NMUCbMa B OPTaHU3ALMIO YKA3BIBAIOT €€ HAUMEHOBAHME, 3aTEM IIOYTOBBIN aapec,
HaIlpuMep:

T'ocyoapcmeennoe  yupesicoenue  Bcepoccutickuii  HAYYHO-UCCI€008AMENbCKUL  UHCIUMYM
O0OKYMEHMOBeOeHUs U APXUBHO20 Oeld
Ipogpcorosnas ya., 0.82, Mockea, 117393

Ilpu axpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIy VYKa3bIBalOT (aMUIMIO M  HMHUIHAIIBI
IIOJIy4aTels, 3aTeM [TOYTOBBIN aApec, HAIPUMED:

Ilemposy U.I1.
IIpouszeoocmeennas yu., 0.5, k6.12,
2. Mockea, 119633

PexBusut "Agnpecat" He MOJDKEH coiepkaTh Oosiee yeThipex aapecartoB. CioBo "Komms" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajJipecaTaMu He yka3biBaercs. I[lpu umcnie ampecatoB Oonee 4-x
COCTABJISIETCS CITUCOK PACCHUIKH JTOKYMEHTA.

Ecnu ngokyMeHT oOTHpaBisieTcss B HECKOJBKO OJHOPOJHBIX OpraHU3allMii WM B HECKOJBKO
CTPYKTYPHBIX TIOJIpa3/IeJICHU OpraHa NCIIOJTHUTEIBHON BJIACTH, TO OHM YKa3bIBAIOTCS 000OIICHHO.
IIpumep:

Pyrxosooumensm yupesrcoenuii CIIO

20. 'pud yrBepKaeHNs JOKYMEHTA

I'pud yTBepkaeHUS MPOCTaBIsETCS B MPaBOM BEpXHEM YIiy AokyMeHTa. CTpPOKH pPEeKBH3UTA
BBIPABHUBAIOTCS TI0 JIEBOMY Kpai0 WIH LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KIOAeTCs  JOJDKHOCTHBIM  JIMIIOM  (JOJDKHOCTHBIMHM  JIMIIAMH) WU
PacHoOpsIANTEIbHBIM JOKYMEHTOM (ITOCTAaHOBJICHUEM, PEIICHUEM, TTPUKA30M, PACTIOPSIKEHUEM ).
[Ipu yTBepkIE€HUU TOKYMEHTa IOJKHOCTHBIM JUIIOM TpHU( YTBEPKICHHUS IOJDKEH COCTOSTH U3
cioBa YTBEPXJIAIO (6e3 kaBblueKk), HAaMMEHOBAHUSA JODKHOCTH JIUIA, YTBEP)KIAIOIIETO
JOKYMEHT, €T0 MOAMKCH, HHUIAIIOB, (PaMIIIUU U IaThl YTBEPKIACHHUS.

[Ipumep:

VTBEPX/IAIO
Lupexmop MBOY ...
H.0. ©amunua

21. arta

IIpu yTBEpKAEHUN JOKYMEHTA HECKOIBKUMHU JTOJKHOCTHBIMU JIMIIAMU UX IOAIUCU PACIIOIArarTcs
Ha OJIHOM YpOBHE.

[Ipu yTBepKIEHUH JTOKYMEHTa PACHOPSAUTEIBHBIM JOKYMEHTOM TIpu} YTBEP)KICHHS COCTOUT U3
cioB YTBEPX/IEH (YTBEPXJIEHO, YTBEPXIEHbBI, YTBEPXEHA), cormacoBanHoro c
HAaMCHOBAHMEM BHUJA YTBEPKIAeMOIO0 JOKYMEHTa, HAaMMCHOBAHUSA BUIA JOKyMEHTa B
TBOPUTEJIBHOM I1aJI€KE, €r0 JaThl, HOMEpA.

[Tpumep:

VTBEPKX/[EHO
npukazom MBOY .........



om 01.03.2020 Ne 57
22. 3arojioBOK K TeKCTY
3aroJoOBOK K TEKCTY - KpaTKOe COJep’KaHhe JIOKYMEHTa. 3arojloBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npegorom "O" ("O6") u oTBevaeT Ha Bompoc "o uem?"):

e mpuka3 (0 4em?) 0 CO3JJaHUU KOMHCCHUU;

e mpuka3 (0 yem?) o0 yTBEpKJI€HUH IITATHOTO PACIUCAHMUS;

e THCHMO (0 yeM?) 0 mpeAoCTaBICHUN HH(POPMATIHH.
3aroyioBOK K TEKCTY 0(popMIIsIeTCsl O] pEKBU3UTaMHU OJIaHKa cieBa, OT TPaHUIIbI JIEBOTO MOJIS.
HanmMenoBanue (3arosoBok) au0OO aHHOTAalMA JOKYMEHTA COCTaBJSIETCS aBTOPOM IIPOEKTa
JIOKYMEHTA.
3aro0BOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00BEM JIOKyMEHTA HE MPEBBIIAET 4-5 CTPOK.

23. TekcT 1oKyMeHTa
JlokyMeHTBl 00111€00pa30BaTeIbHON OpraHU3alliid COCTABISAIOTCS Ha TOCYAApCTBEHHOM SI3bIKE
Poccuiickoit denepanuu - pycCKOM.
TekcT MOKyMEHTa MOKET COAEpKaTh pasieibl, MOAPa3/esbl, MyHKThI, MOAMYHKThI, HyMepyeMble
apaOCKUMH U pamMu.
B mpukazax TeKCT TOKyMEHTa U3JaraioT OT MEePBOro JUIA €IMHCTBEHHOTO YUCIIa («IIPUKA3BIBAIOY)
B nokyMeHTax KOJUIETHAIBHBIX M COBEIIATEIBHBIX OpraHaX OT TPEThETO JIUIA €IUHCTBEHHOTO
yucna: («coOpaHue... peumso)
TexcT mpOTOKONIA W3NAraercs OT TPEThEero JIMIA MHOXXECTBEHHOTO 4YHCNa («CTyIaimy,
«BBICTYTIUJINY, «ITIOCTAHOBUIINY, «PEIIUIIN),
B COBMECTHBIX JOKYMEHTaX TEKCT H3JIaraloT OT IEePBOTO JIMI[a MHOXXECTBEHHOTO YHCTIA!
(«TIpUKa3bIBaEMY, «PEIIIINY).
B nenoBbIX (CayKeOHBIX) NUChMaX UCIIOJL3YIOTCI (DOPMBI M3JI0KEHHUS !

e OT TMEPBOrO JHIIA MHOXECTBEHHOTO 4HcIa (WIPOCHM HANpPaBUTH», MPEICTaBIseM Ha

paccMOTpEHUEY);

e OT TpeThero Jmua eauHcTBeHHoro uucna («Aamunuctpanus OV Illkoma Ne 1238 ne
BO3paXKaeT»);

e OT TMEpBOTO JHIA EIWHCTBEHHOTO 4Hcia («CUUTal0 HEOOXOAMMBIMY, «Ipesararo
PacCMOTPETHY).

[Tpu ynotpebneHuu B TeKcTe (paMUIUi IUI] MHUIIUATIBI YKA3BIBAIOTCSA MOCIe (haMUIIHH.
B nenoBbIX (CayKeOHBIX) NUCbMaX MOT'YT MCHOJIb30BATHCS:
e BCTYNHTEJIbHOE OOpalleHHe:
Yeaoccaemwiii cocnooun Hearnos!
Yeaowcaemas cocnooca [lemposa!
Yeaowcaemvii Huxonau Ilemposuy!
Veaowcaemas Onvea Huxkonaesna!
Veaoccaemwvie cocnooa!

B oOpamiernn 10 JTOJDKHOCTH HAWMEHOBAHHME JOJDKHOCTH TIHMIIETCS C TIPOTNHMCHOH OYKBBI, B
oOpateHny 1o (haMUITUN HHULIAATBI JINIA HE YKa3BbIBAIOTCS.

e 3aKJIIOYMTEINIbHAS dTUKETHas (hpasa:
C ysaoicenuenm, ...

CrpaHuipl TOKyMEHTa HyMEPYIOTCSI, HAUMHAsE CO BTOPOT'O JIUCTA JIOKyMEHTa apaOCKUMHU Hudpamu
[IOCEPEANHE BEPXHETO I10JIA.

TexkcT MOKyMeHTa OTAENSAETCS OT 3arojOBKa ABYMsI WM TPEMS MEXAYCTPOUHBIMU HMHTEpBalaMu
HCIIO/b3YEMBIMH B TEKCTE.

24. OTMeTKa 0 IPWIOKEHUHN




OTMeTKa O MPWIOKEHUU HCTIONB3yeTCs MpH OPOPMIICHHM THCEM U TMPWIOKEHHH K IUIaHaM,
mporpamMmmamM, OT4€TaM, IMOJIOKCHUAM, ITpaBUIaM, HHCTPYKIUAM U JPYTUM

JIOKYMEHTaM.

B nucemax oTMeTKa 0 npuiiokeHuu oGopmIsieTCs 1o TEKCTOM MHUChMa Ha paccTtosiHuu 1,25 cm ot
I'paHUIIbI JICBOT'O ITOJIA. Ecnu IMPUIIOKCHUC HA3BAHO B TCKCTC IMUMCbMA, B OTMCTKEC O IPUIIOKCHUU
YKa3bIBA€TCA KOJIUYCCTBO JIUCTOB U KOJTMYECTBO SK3EMINIAPOB IMPHUIIOKCHUSA, HAITPHUMEP:

Ilpunosxcenue: na 3 1. 6 1 3k3.
[Ipy HaIWYMKM HECKONBKUX TMPUIOKEHUH, B OTMETKE O TMPWIOKEHUH OHU HYyMEpYIOTCH,

YKa3bIBAIOTCS HAUMEHOBAHUSA KaXKJIOTO TMPUIOKEHHUS, KOJIMYECTBO JIUCTOB M KOJUYECTBO
9K3EMILIIPOB, HAIIPUMED:

Ilpunoscenue:
1. Inan-epagpux ... na 3 1. 8 2 3x3.
2. Cnpaska o noomeepcoenuu ghakma ooyuenus... va 1 1. 6 1 7x3.

Ecnu npunoxeHus: cOpOIIIOpoBaHbl, TO KOJHMYECTBO JIHCTOB HE yKa3biBaeTcs. Ecnu mpuinokeHnue
HAMpPAaBIIIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJpeca, TO OTMETKY O €r0 HAIUYHHU O(OPMIISIOT
CleIyIomuM 00pa3oM, HalpuMep:

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

Ha npunoxeHusix K npaBuiiaM, HHCTPYKILUSAM, MOJIOKEHHM, IUIaHaM, IIporpaMMam, J0roBopam U
IPYTUM JOKYMEHTaM OTMETKa O IMPHJIOKEHUU IPOCTABIISIETCSI HAa MEPBOM JIUCTE NMPUIIOKEHUS B
IIPaBOM BEPXHEM YIIIy.

Ecnu npunoxxeHne ogHO, OHO HE Hymepyercs. Eciau mpuiaokeHuid HECKOJIbKO, OHU HYMEPYIOTCS
(npunoxenue 1, npunoxeHue 2).

B tekcTe moxymeHTa mpu MepBOM YIIOMUHAHWHU JOKYMEHTA-TIPUIIOKEHUSI B CKOOKAX YKa3bIBaCTCS:
... (mpwnoxenue) Wik ... (mMpuitokeHue 1); mepen HOMEPOM MPHIOKEHUST TOMYCKAETCsS CTaBUTh
3HaK HOMepa: ... (mpuoxkenue N 2);

B oTmeTke 0 mpUIIOKEHWU yKa3bIBaeTCSl HAMMEHOBAaHWE BUAA OCHOBHOTO JIOKYMEHTA, €T0 JlaTa |
HOMEp, Harpumep:

Ipunoocenue N° 2 k npuxasy MBOY ........... om 08.06.2017 Ne 67 "

Ecnu npunokxeHueM K JOKYMEHTY (Hampumep, K NMpHUKa3y) SBISETCS yTBEPXKAA€MbI JOKYMEHT,
(nonoxeHue, MpaBWiia, UHCTPYKLMS, PErjlaMEHT U JIp.) B BEPXHEM IPABOM YIJIy MPOCTaBIsAETCS
OTMETKA O MPUIOKEHUH, HIDKE — IpU() yTBEP)KACHHUS, HAIPUMED:

Ipunosxcenue
VTBEPX/IEHO
npukazom MBOY ... ... ... om 08.06.2017 Ne 67

Bug u pasmep mpudra pexBusuta "OTMETKA 0 NPUIOKEHUU" JOJKEH COOTBETCTBOBATH BHUIY U
pasmepy Hpu@Ta TeKCTa JOKYMEHTA.

25. I'pud corylacoBaHus JOKYMEHTA
I'pud cormacoBanusi JOKYMEHTA UCTIONB3YETCS TP COTJIACOBAHUM JOKYMEHTA C OpraHaMH BJIAcTH,
OpraHu3alusIMM WIK JOKHOCTHBIMU Juiiamu. OH coctout u3 cioBa “COI'JTACOBAHO”,




JOJDKHOCTH JIMIAa, KOTOPBIM COIJIACOBaH JOKYMEHT (BKJIKOYasi HAaMEHOBaHME OpraHu3alun),
JUYHOMN MOANHUCH, paciin(POBKU MOANUCH (MHUIAJIOB, (aMIJINK) U JAThl COTJIACOBaHUS.

[Tpumep:

COI'JIACOBAHO
Jupexmop MBOY .........
U.U. Heanos
01.12.2017

I'pud cormacoBaHus B 3aBUCUMOCTH OT BHa JOKYMEHTA U OCOOEHHOCTEH €ro 0QOPMIIEHHS MOXKET
MPOCTABIATLC:

e HA TEPBOM JIUCTE JOKYMEHTA (€CIH JOKYMEHT UMEET TUTYJBHBIA JUCT, - Ha TUTYJIHLHOM
JIUCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEpKIACHHUSI WU T0J HAUMEHOBAaHHEM
JIOKyMEHTa OJIMKE K HUKHEMY TI0JII0);

e Ha MOCJIEIHEM JIUCTE JOKYMEHTA IO TEKCTOM;

e HA JIUCTE COTJIACOBAHUS, SIBJISIFOIIIEMCS HEOTHEMJIEMON YaCThIO IOKYMEHTA.

BremHee coryacoBaHME TakKKe MOXKET OBITh OCYIIECTBJICHO IPYTUM JOKYMEHTOM - THCHMOM,
MIPOTOKOJIOM, TTPHKA30M.
[Tpumep:

COI'JTACOBAHO npukazom om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MPOEKTa JOKYMEHTa 0(hOPMIISIETCS BU30M.

Buza mpoctaBnsieTcsi cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIUM TOKYMEHT, W BKJIIOYAaeT B ceOs
HAUMEHOBAHHME JOJDKHOCTH BH3UPYIOIIETO, €r0 JIMYHYIO IOANHKCH, PACIU(POBKY TOIIUCU
(vHMLIMATBL, (AMUIIHIO) U AATY.

[Ipumep:

3amecmumens oupekmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcsi NOJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €ro IPUII0KEHUH.

IIpy Hamuuuu 3amMedaHuii, JOINOJHEHUWH K NPOEKTy JOKyMEHTa BH3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yKa3aHUEM.

JUid 1OKyMeHTa, NOJJIMHHUK KOTOpPOrO OTIPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
9K3EMILIApaxX JOKYMEHTOB, IOMEIIAEMbIX B JEJI0.

JUig 1OKyMeHTa, MOUIMHHUK KOTOPOTO OCTAETCs B IIKOJIE, BU3bl COINIACOBAHUS IIPOCTABIISIOTCS Ha
000poTe MOCJIEHErO JIMCTa MOAJNHHUKA JOKYMEHTa MM Ha IOCIEJHEM JIHCTE JOKYMEHTa IOJ
MIOJNIUCHIO.

27. Hoanuch
[Monmuce BKIIOYACT: HAWMMEHOBAaHWE JIOJDKHOCTH JIMIIA, TIOJIMCABIIETO0 JOKYMEHT, €ro

COOCTBEHHOPYYHYIO MOAMKCH; pacIIM(PPOBKY NOANUCH (MHULUAIIBI, (aMHIIU):
[Tpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecin  nokymeHT odopmien He Ha OjaHKe, B HAaUMEHOBAaHUE JOJDKHOCTH BKJIFOYAETCS
HaMMEHOBaHME 001e00pa3oBaTeIbHON OpraHu3anuu (MOJTHOE Ha3BaHHWE IIKOJbI). JlomyckaeTcst B



pekBusute "llognuce DOKHOCTHOrO auua" IEHTPUPOBATH HAMMEHOBAaHUE JOJKHOCTH JIMIIA,
MOJMUACABIIETO IOKYMEHT, OTHOCUTEIBHO CaAMOW JITTMHHOW CTPOKH.

[Ipy nmoanmucaHuM JOKYMEHTA HECKOJBKHMH JOJDKHOCTHBIMHM JIMUAMH PA3HBIX JOJDKHOCTEH HX
MOJIUCH PACIONaratoT OJHY MOJ APYrod B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOIIECH HEpapXuu
3aHMMaeMOM JOJDKHOCTH.

[Tpumep:

Jlupexmop nuunas noonucev 1.0.D.
3amecmumens oupekmopa nuunas noonuce U.0.D.

IIpy noanucaHMyM MAOKYMEHTa HECKOJBKMMM JIMIIAMM PaBHBIX JOJDKHOCTEH MX MOANUCU
pacrnosiaratoT Ha OlHOM YpOBHE.

B nokxyMeHTax, COCTaBJIIEHHBIX KOMUCCHEN, YKa3bIBAETCSI CTATYyC JIHUIA B COCTABE KOMHCCHHU:
IIPOCTABJICHUEM KOCOH 4YepThl Iepel]] HaUMEHOBAaHMEM JIOJDKHOCTH ([I00aBIIATh Kakue- JIMOO
IIPUCTABKH).

Ecnu nupexkTtop WM HHOE YIOJHOMOYEHHOE Ha IOJANUCAHUE JOKYMEHTAa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTIIyCK, O0OJ€3Hb, KOMaHIMPOBKA) MM [JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
MOJANUCHIBAET  COTPYAHHUK,  YIOJHOMOYEHHBIH Ha  IOANKWCAHHE B  COOTBETCTBUU  C
pacnopsaaUTEIbHbIM JTOKYMEHTOM WIH HaJeleHHbIN MOJTHOMOYMSIMH, YCTAaHOBICHHBIMH MPHKA30M
1KoJibl uiy yupeautens (JJOrM), ¢ ykazaHuem cBoel JOKHOCTH U MTOJIHOMOYHS, HAIIPUMED:

3amecmumens oupekmopa noonuce U.0. ©amunus

WITH:

Ucnonnarowuti obsz3annocmu oupekmopa noonucsy U.0. amunus
WIH

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

PexBuzut "lloanuchk AOMKHOCTHOTO JMIA" MOXET ObITh OQOpPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, MpU HAMHCAHUM CIYKEOHON 3amucku 0e3 MpUMEHEHUs] TEeXHHUYECKHX
cpeacTB) 1u60 0(hOPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEICTB.

B cayusae odopmnenus pexBusuta "lloamuch JOMKHOCTHOTO JMIA" € HCIONb30BAHHEM
TEXHUUYECKHUX CPEJCTB BUJA U pa3Mep LIpHU]Ta yKa3aHHOTO PEKBU3UTA HE MOXKET OTJIMYAThCS OT
BUJA U pa3Mepa mpudTa OCHOBHOIO TEKCTA JOKYMEHTA.

PexkBuzut "lloamuch nOMKHOCTHOrO Juua" OTAENSETCS OT TEKCTa TpPeMs WIM YeThIpbMS
OJIMHAPHBIMHU MEXTYCTPOUHBIMH UHTEPBAJIaMHU.

28. Ileuath

[leuaTr sBISIETCS CIIOCOOOM TOATBEPIKICHHS TOIMHHOCTH TOAIHMCH JOJDKHOCTHOTO JIMIA Ha
nokymenre. Ileyatb cTaBUTCA Ha JOKYMEHTaX B CIy4asx, MPEAyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WJIA UTHBIMH HOPMATHBHBIMH MTPABOBBIMU aKTaMH.

[leuaTh cTaBUTCA Ha CBOOOJHOM OT TEKCTa MECTE, IMPU 3TOM OTTHCK II€YaTH HE 3aXBaThIBAET
JUYHON MOJIMUCH JOJHKHOCTHOTO JIMLA MOJIMKCABLIETO AOKYMEHT, WJIM B MecTe, 0003HauYe€HHOM
«MID» («Mecto meuatuy).

B nokymeHnTax, moAroTOBJIEHHBIX Ha OCHOBE YHHU(PHUIMPOBAHHBIX (POpPM, II€4aTh CTAaBUTCA B MECTE,
o0o03HaueHHOM oTMeTKO# "MII" unu uHbIM 00pa3oM.

29. OrMmeTKa 00 UCIIOJHUATEIIE




Otmerka 00 ucnoiHMTENE (aBTOpE) AOKYMEHTa MPOCTABISETCS HAa MUChMAx IIKOJBI B JIEBOM
HWXXHEM YTy J'II/IHeBOI\/II CTOPOHBI IMMOCJICAHETO JIUCTAa JOKYMCHTA OT I'PaHUIIbI JICBOTO IT0JIA WX, IIPpH
OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CJIEBA.

OtmMerka BKIOuYaeT (paMWINIO, UM, OTYECTBO HCIIOJIHMUTENS M HOMEp ero TeieoHa, a Takke
OTMETKA 00 HCIIOJHHUTEIE MOKET JOIMOJIHATECA HAWMMCHOBAHUCM JOJDKHOCTU M JJICKTPOHHBIM
aZpecOM HCIIOJIHUTEIA.

IIpumep:

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

30. OTMeTKa 0 3aBEPEHUH KOIIMU

JI1st mOATBEPKAEHUS COOTBETCTBUS KONMUU (BBIMUCKHU M3 JJOKYMEHTA) MOJJIMHHUKY JTOKYMEHTa Ha
MOCJICTHEM JIMCTE KOMWUU (BBIMMCKKA W3 JIOKyMeHTa) moj pekBuzutoM "lloamuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUH KOTTHI.

OTMeTKa O 3aBEpEeHHMM KOIMHUM BKIIIOYAET: CJIOBO «BepHO», HanMMEHOBaHWE JOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOIHUIO, COOCTBEHHOPYYHYIO TOJIUCH, PACIIU(POBKY TMOAMKHCH (MHULUAIBI,
(haMHIIHIO), ATy 3aBEPEHUS KOIUU JOKYMEHTA.

PexkBu3utr «OTMETKa O 3aBEpPeHHH KOMHUW» MOXET OBITh OQOpMICHAa OT pPYKH WIA C
HCITOJIb30BaHUEM IITaMIIA.

Jonyckaercst 3aBepsATh Kablil JIUCT MHOIOCTPAHUYHOM KOIUH IOKYMEHTA.

31. OTMeTKa 0 DOCTYIUIEHHH JOKYMEHTA

OTMeTKka O TOCTYIUICHUH JTOKYMEHTa COJEPKUT BXOJMSIIMA PETUCTPAIMOHHBIA HOMEp W JaTy
MOCTYIUJICHUs JOKyMeHTa. JlomyckaeTcsi yka3aHUE YacOB M MHUHYT TOCTYIUICHUS JIOKYMEHTa C
3aBepeHHEM MOMUCSIMHU 3aUNHTEPECOBAHHBIX JTHUII.

OTMeTKa 0 IOCTYIIJICHUU JOKYMEHTa MOKET MPOCTABIISITHCS C UCTIOJIb30BAaHUEM IIITaMIIA.

32. Pe3omronust
Pesouroniust cofepkuT yKazaHHE 1O MCIOJMHEHHI0 AokymMeHTa. OHa odopmiisieTcs Ha CBOOOTHOM

MecTe paboUero mosst JOKYMEHTA.

Pesomronys BKiroYaeT B ceOst: (haMUIINI0, MHULMAIBI UCTIOTHUTENS (MCHONHUTENCH ), HOpyYeHHEe 1O
JTOKYMEHTY, TIOAIICH aBTOPa PE30JTIOLIH 1 AaTy 0(OPMIICHUS PE30ITIOIHH.

Pe3omnonys, Mo yCMOTPEHHUIO JIMIA, AAIOMIETO MOPYYCHUE, MOXKET BKJIIOUATh B CeOS TaKkKe CPOK
HCIIOJIHCHUSA JOKYMCHTA.



