YTBEPKIEHO:
JIUpeKTOp MyHHIIHNIAIBHOTO

HucTpykuus
10 X€/I0NPOH3BOJACTBY B MYHHIHNAJIBLHOM 0011€00pa3oBaTebHOM
yupexaenun «Cpeauss mkona Ne 92y

1. O6mue nonoskenus

1.1. Hacrosimass MHCTpYKUMS MO 1eNONPOH3BOACTBY B LIKOME pazpaboTaHa B COOTBETCTBHH ¢
DesepabHbIM 3aK0HOM 0T 29.12.2012 Ne 273-d3 "O6 o6pazosanun B Poccuiickoi Bepepauun” ¢
H3MeHeHUssMH oT 4 asrycra 2023 roma, 'OCT P 7.0.97-2016 «Cucrema CTaHJApPTOB 110
HH(OpMaunH, GHOIHOTEUHOMY H HM3JaTeNLCKOMY /ey, «Opranu3alMOHHO-pacopAANTEbHAs
noxymenTaumus.  TpeGosanus Kk oQopmiIcHHIO  JOKYMEHTOB», a  Takke  YCTaBOM
obweobpa3oBate/ibHO OpraHH3allii H APYTHMH HOPMAaTHBHEIMH ITPABOBBIMH aKTaMH PocCHIICKO
Denepanu, peraaMeHTHPYIOIHMH JesTeIbHOCTh 001eo6pazoBaTeIbHbIX OopraHu3auui.

1.2. lannas MHCTpyKuUHMs MO AeNONPOM3BOACTBY B IKoie (aanee - MHCTpyKuus) oGo3nauaer
MpaBHJIa MOArOTOBKH H O(OPMICHHS [OKYMEHTOB B 00LIe06pa3oBaTebHOil OpraHu3aimy,
onpenenseT CTaHAapThl OYOPMIIEHHS PEKBH3HTOB, 61aHKOB JJOKYMEHTOB, COCTABJICHHMS PHKA30B,
MOJIOXKEHHH HHCTPYKUHH, @ TaKxKe perjaaMeHTHpYeT pOpMHpOBaHHeE e/ M HX TeKyllee XpaHeHHe,
MOATOTOBKY MOKYMEHTOB M [e] K [epelaye Ha apXMBHOE XpaHEHHE B 06leoGpa3oBaTeNbHON
OpraHH3alHH.

1.3. MHcTpyKuus no aenonpousBojACTBY paspaboTana B LEJISX yCTAHOBICHHS eAHHbIX TPEOOBAHHIT
K MNoAaroroBke, 00paboTKe, XpaHEHHI0 M HCIOJB30BAHUIO 00pasylommxcs B AesTelbHOCTH
00meoOpa3oBaTe/bHOM OpraHM3allMM M TOCTYNAIOMHX B IOKONY JOKYMEHTOB, a TaKke
COBEPIUECHCTBOBAHHA M NOBBILEHHA I(QPEKTHBHOCTH AENONPOH3BOACTBA 00LIE06pa30BaATELHOIM
OpraHH3alKH. .

1.4. TlonoxeHns VIHCTpyKuUMH pacnpOCTpaHSIOTCS HA OPraHH3alHMI0 paGoThl ¢ JOKYMEHTAMH
HE3aBUCHMO OT BHJa HOCHTENA, B TOM 4YHCIE C ONEKTPOHHBIMH JOKYMEHTAMH, BKJIIOYAd
MOArOTOBKY, 00pabOTKY, XpaHeHHe M MCIONB30BAHHE JOKYMEHTOB, OCYILECTBISEMBIMH C
OOMOIIBIO HHPOPMALIHOHHBIX TEXHOJIOTHIA.

1.5. Opranuzanuio, METOAHYECKOE PYKOBOJCTBO, COBEPLIEHCTBOBAHHE JeJIONPOU3BOJICTBA H
KOHTPOJIb 3a coOyoileHHeM HacToslleid MHCTPYKIMH B IIKOJIE OCYIIECTBIseT OTBETCTBEHHDIN 3a
BeJIeHHUE JIeIONIPOU3BOJICTBA.

1.6. Tlpapa u 0643aHHOCTH pabOTHHMKOB, OCYUIECTBISIIOIWMX paboTy c JOKYMEHTaMHU B
CTPYKTYPHBIX  MOJpa3ic/IEHHAX o0uieobpazoBaTeIbHOH OpPraHH3alluM,  yCTaHABJIMBAKOTCA
JOJKHOCTHBEIMH HHCTPYKLHSMH HIH NIPHKAa30M IHPEKTOpa.

1.7. Cenenus, comepamyecs B JOKYMEHTAaxX, MOLYT ObITb HCIONB30BAHBI TONBKO B pabomx
LEJIAX B COOTBETCTBHH C IOJHOMOYHMSMH COTPYAHHKa, paboTarolero ¢ IOOKyMeHTaMH. Pabora ¢
JOKYMEHTaMH BHeE MMOMEINeHHH IIKOJIbl He IOIYCKAaeTCs. HpH YTpaTte NOKYMEHTOB IIPOBOJHTCSA

cly>keOHas npoBepka.




1.8. Ilpu yxome B OTIyCK, mepeBoje (NEpeMemeHur) Mo padoTe WM B CIy4ae yBOJbHEHHS
COTPYAHUK o00s3aH IepegaTb BCE HAXOSIIMECS y HEro JOKYMEHTBl HHOMY COTPYIHHKY,
OTpeIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJIUTEISL YBOJIBHSAEMOTO,
YXOJSLIEro B OTIIYCK MJIM IEPEeBOASIIErocs (IepeMenaeMoro) 1o padore COTpyAHHUKA.

1.9. Uuctpykuus obs3aTenbHa sl COOMI0ACHUS BCeMH paOOTHUKAMHU MIKOJIBl. BHOBb pUHSATHIE HA
paboTy COTPYIHMKH, B JIOJUKHOCTHbIE OOS3aHHOCTH KOTOPBIX BXOAUT BEJICHHE JOKYMEHTAllUH, B
TeueHue TpEX pabouyux THEH co JHA W3aHUs MPUKa3a 0 Ha3HAUYCHUH Ha JIOJDKHOCTH JOJDKHBI OBITh
O3HAKOMJIEHBI ¢ HacTose MHcTpykuuen noj noanucs.

2. [IpaBus1a MOATOTOBKU M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [JedaTenbHOCTH WIKOJBI CO3/1aeTCS KOMIUIEKC OPTraHHU3aIllMOHHO PaCHOPSIUTEIIbHBIX
JIOKYMEHTOB: MPHUKa3bl, MMOJOKEHUS], IPaBUIIa, HHCTPYKIUHU, PEraMEHThl; MPOTOKOJbI 3aceIaHuil
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OSKCIICPTHBIX W APp. OpI‘aHOB), aKThl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE U CIy>KeOHbIE 3allMCKH, IOTOBOPHI (KOHTPAKThI, COTJIAIIEHUS), HeloBas
(cmyxeOHasi) mepemucka M JAp. COCTaBISIOTCS W O(GOPMIIIOTCS CHENHATIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  00pa30BaTENbHOW  ACSITENBHOCTM U OCYLIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro yuyera, OpraHu3aunuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aluu, o0ecredeHneM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHTEIC W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBUI OQOPMIICHUS JAOKYMEHTOB. [Ipu cozmaHuM JOKyMEHTa Ha
IBYX U O0Jiee CTpaHHIIaX BTOPYIO U MOCIEIYIONINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTABISAIOTCA MOCEPEAHE BEPXHETo MOJs JOKYMEHTa Ha PAaCcCTOSIHUM HE
meHee 10 MM OT BepxHero kpas jucra. [lomyckaercsi co3laHHe JOKYMEHTOB Ha JIMIICBOH U
000OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIUPUHA JICBOTO OISl HA JIMIIEBOM CTOPOHE JIUCTa
Y TIPAaBOTO MOJIsL HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PaBHBI.

3. PeKkBU3HUTHI JOKYMEHTOB
3.1. Jlmsg peKkBU3WUTOB JOKYMEHTOB, CO3/JaBacMbIX B OOIEOOpa30BaTEIHHONW OpPTraHU3AINH,
yCTaHaBJIMBAIOTCS MpaBuiia u TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACISAETCS €r0 BHIOM U Ha3HAUCHHUEM.
3.3. Ilpu mnoaroroBke u OQGOPMICHMM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIEAYyIOlIne
PEKBU3UTHI:

e KOJ (GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIIPpaBOYHBIE JJAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA IOKYMEHTA;

e JlaTa JOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e CCBUIKA Ha PETUCTPAIIMOHHBIN HOMEP U ATy TOKYMEHTa;

e MECTO COCTaBJICHHS (M3JaHUs1) TOKYMEHTA;

e ajpecar;

e Tpu] YTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e rpu coriacoBaHus JOKYMEHTa;

e BH3a;

e TIOAINCE;

e OTMETKa 00 3JIEKTPOHHOHN MOAINHUCH;

e TICUATDH;

e OTMETKa 00 UCIIOIHUTEIIE;



e OTMETKa O 3aBCPEHHUH KOIIHH;
e OTMETKa O MOCTYIUICHUH JOKYMCHTA,;
e PE30JIIOLHSI.

4. B1aHKH TOKYMEHTOB
4.1. JlokyMeHTBI, co3/1aBaeMble B 00111e00pa30oBaTeILHON OpraHu3amnuy, oQhopMISIIOTCS Ha OJIaHKaXx,
M3TOTOBJICHHBIX HA CTaHAAPTHBIX JucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BUIBI JOKYMEHTOB (TaOJIMILIBI, CXEMbl, CMETHI) JOIyCKaeTcsi OQOopMISTh C
ucnonbp3oBanueM (Gopmata A3 (420x297mm). JIOKyMEHTBI, COCTaBISIOINIME BHYTPEHHIOIO
nepenucky, oGopMISIFOTCS Ha CTaHAAPTHBIX JUcTax Oymarn ¢opmara A4 (210x297 mm) 6e3
MCIIOJIb30BaHUS OJAHKOB.
4.2. Kaxaplii TUCT TOKyMEeHTa, OOpMJICHHBIN Ha OnaHKe wind 0e3 HEero, JOJDKEH MMETh IOJIS He
MeHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. IokyMeHThl AIUTeNnbHbIX (cBbIme 10 J1eT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSIEMbIX B LIIKOJIE:

e 0OmMii OJIAHK;

e 0JaHK MMHCHMA;

e ONaHK KOHKPETHOTO BHAAa JOKyMeHTa (OJlaHK TmpHKa3a, OJaHK pacHopsDKeHHs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX M TPUMEHSEMBIX B IIKOJC OJIAHKOB TIOJUICKAT BKJIFOUYCHUIO B
MHCTPYKIHIO 10 IEJIONPOU3BOICTBY 00111€00pa30BaTEIbHON OpraHU3alK B KAUeCTBE MPHUIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Mpuka3spl

5.1. IlpukazamMu OQOPMISIOTCS pELIEHHUs [0 ONEepaTUBHBIM, OPraHU3alMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (MpUIOKEeHHE 2 Ha 9 TMCTaxX) U IPYruM BOIpocaM pabOThl HIKOJIBI.

5.2. TIpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTEIN HAa OCHOBAHUU MOPYYECHUH
JTUPEKTOpa, ero 3aMmectuteneil. [IpoekTsl MpUKa30B MO JIMYHOMY COCTaBY T'OTOBHUT CIELHHUAIUCT IO
KaJpam.

5.3. B mpuka3ax TeKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOY).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTupyromen (mpeamOysbl) U
pacrnopsIUuTEIbHOM.

5.5. B KoHcTarupyromel dYacTH KpaTKO H3JIaraloTcs ILead M 3aJadd, (GakThl M COOBITHS,
MOCTYKUBIIINE OCHOBAaHUEM JJisi u3JaHus mpuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnomuenue", u T.n. Eciu mpukaz u3gaeTcs Ha OCHOBAHHUM JPYTOro
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTA, €ro Aarta,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHas 4acTh JOJKHA COAEP)KATh MEpPEUUClIeHHe MPEINHChIBAEMbIX JEHCTBHMA C
yKa3aHUEM UCIHOJHUTEN KaXAoro ACHCTBHS M, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinuTenbHas yacTh AEIUTCS Ha MYHKTHl U MOAMYHKTBI, KOTOPBIE HYMEpYIOTCS apabCKUMU
uuppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT ObITh IEPEUUCIIEHBI B OJJHOM ITyHKTE.

5.7. B KadecTBE HCIOJHHUTENECH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpelceiaTeNd HIu
PYKOBOIUTENN pabouux rpynn (KoMuccuit).

5.8. Ecniu mpukas nu3MeHsieT paHee U3JaHHbII TOKYMEHT (IIyHKTHI JOKYMEHTa), TO OJMH U3 TyHKTOB
pacnopsAMTENLHON YaCTH TEKCTa JIOJKEH CO/IEPKAaTh CChUIKY Ha M3MEHSIEMbIN TOKYMEHT (ITYHKTHI
JIOKYMEHTA) C yKa3aHHEM €ro JaThl, HOMepa U 3arojoBKa.



5.9. Ecnu mpukaz OTMEHSIET JCHCTBHE paHee W3IaHHOTO JOKYMEHTa (IIYHKTOB IOKYMEHTa) C
ONPENEICHHON NaThl, TO OAWH U3 IIYHKTOB PaCHOPSAUTEIBHON YaCTH TEKCTa JOJKEH HaYMHAThCA
cinoBamu "lIpu3HaTe yTpaTUBLIMM cuily...", lajee yKa3blBaTbCs /1aTa, HOMEP U 3aroJIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (IMyHKTa JOKYMEHTA), a TaKXke JaTa, ¢ KOTOPOW OTMEHSETCS €ro ACHCTBHE.
Ecim nata He yka3aHa, TO JA€WCTBHE paHee M3JAHHOTO JOKyMEHTa (IIYHKTHI JOKYMEHTA)
OTMEHSIETCS C AaThl U3/IaHUSI HOBOTO IPUKAa3a.

5.10. Ecnu npukas oTMEHSET paHee U3JaHHBIA JOKYMEHT C MOMEHTA U3JaHus, TO OJMH U3 IYHKTOB
pacnopsIIUTENIbHOM YacTH TEKCTa JOJDKEH HAuMHAThCS CiIOBaMHM "OTMEHMTh..." M yKa3bIBaThCs
JlaTa, HOMEpP U 3aroJIOBOK PaHee W3/1aHHOTO IOKYMEHTA.

5.11. Ecnu mpuka3 mpeanoyiaraeTcs BBECTH B JICHCTBUE HE ¢ MOMEHTA €ro W3/1aHus, He0OXOAHUMO
yKa3aTb CPOK BBEACHHMS €ro B AcicTBue. IlociieHMH IyHKT pacropsIUTEIbHOM 4YacCTH MOXKET
coJiepKaTh CBEJEHHUS O JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JAraercs KOHTPOJb 332 UCIIOJHEHUEM
MpuKasa.

5.13. Ilpuka3bl MOAMMCHIBAIOTCS TOJIBKO JTUPEKTOPOM 00IIe00pa3oBaTebHON OpraHu3alii WId
pabOTHHUKOM, UCTIOITHSIOIIUM €r0 0053aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O0ECIeueHUE CBOEBPEMEHHON U KAY€CTBEHHOM MOATOTOBKHU MPOEKTOB
MPUKA30B U MX COTJACOBAaHWE C 3aMHTEPECOBAHHBIMU DPAOOTHUKAMH W OPraHU3alUSIMH HECYT
aBTOPBI TPOEKTA IIPHUKA3a.

5.15. PerucrpanioHHble HOMEpa MPUCBAMBAIOTCS MPHUKa3aM IO MOPSAJKY HOMEPOB B Ipenenax
KaJICHJIapHOT0 Tofa.

5.16. Jlara peructpanuu npuka3a sSBISETCS TaTOW €ro MO IMHUCaHUS.

6. IlpaBuJjia, NoJ10KeHUs, HHCTPYKIIUHU

6.1. IIpaBusna — HOPMATHUBHBIM aKT, ONPEACIAIONIMNA MOPAJOK KAaKOro-au0o BUAA NESITEIbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAOIINI ONPEIEICHHOE MOBEACHHUE.

6.2. [Tosio’)xeHNe — HOPMATUBHBIN aKT, AE€TAIbHO PErJaMeHTUPYIOIIUN ITPaBOBOM cTaTyc, HOPSI0K
OpraHM3allK U IPOLEAYPY KaKoro-audo Buaa JesTeNbHOCTH.

6.3. MHCTpyKIMsT — HOPMAaTHBHBIM aKT, M3JaBaeMblii B LENAX PA3bACHEHHUsS M OINpE/eIeHus
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLET0 HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHUs HOPM O
crioco0ax BBINOJIHEHHSI ONPEIEICHHBIX oneparuil (1elcTBui).

6.4. IlpaBuiia, MOJOXKEHHSI, HHCTPYKIIUM NPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJAa JOKYMEHTa) Ha
VYnpasmistomeM coBete, 3acefaHusix [Ipodcoro3HOro KomMTeTa IIKOJIBI W yTBEP)KAAOTCA
JTUPEKTOPOM.

6.5. IlopsA0K MOATOTOBKM MPOEKTOB MPaBMJI, MOJ0KEHUS, HHCTPYKI[UM COOTBETCTBYET OOILIEMY
MOPAJIKY MOATOTOBKY MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHnu3alllu.

6.6. TexcT mpoekTa IMOJIOKEHHs, MpaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTIMYUTENbHBIMU XapaKTEPUCTUKAMHU TEKCTOB MPaBUII, MTOJ0XKEHUS, UHCTPYKIMU SBIISIOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYITUPOBOK O€3 HCIOIb30BAHUS CJIOB U MOHATHUN, UMEIOLIUX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJB30BaHUWE KOPOTKHMX IMPEAJIOKEHNUH, OOLIENPUHATHIX BBIPAKEHUN U CBS30K, IPH
HEO0XOMMOCTH - NPe/IBAPUTEIBHOE ONpe/eNICHHE UCIOIb3yEMBIX MOHATHH, COKpaIleHUH,
ab0OpeBuaryp;

e OIMCaHHME BCEX BO3MOXKHBIX BAapMAHTOB COOBITHH M COOTBETCTBYIOLIIMX MM BapHAHTOB
NeHCTBHI, T.€. MOJIHOTA MPeICTaBICHHs MHPOPMAaIIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTa C IEJIbIO JOCTHKEHHUS HAWIydlled MOCIe10BaTEIbHOCTH
U3JI0KEHUSl MaTepuana;

e MMHHMHU3AIUSA TEKCTAa C MOMOIIBIO MPUMEHEHUs 0000IeHui (0030pOB MpearnoiaraeMbix
JCUCTBUI) U IPUMEHECHHUE MEPEUNCIICHUH (3a/1a4, STAIOB, YCIIOBUHI | T.]I.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pa3pabaThIBA€MBIX MPABUII, OJOKEHUS, HHCTPYKLIUU
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, IIYHKTHl U MOANYHKTHL. [ J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoauTcs apabckuMu uppamu.



7. IIpoToxoJ 3acenanusi (CoBelaHmsl)

7.1. IIpoToKOl — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXIEHHUS BOIPOCOB U MPHHATHUS
pelIeHni Ha COOpaHUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3aceJaHUsIX KOJUIETHAIbHBIX OPTaHOB.

7.2. Tlporokon 3acemaHus (COBEHIaHHS) - (Jajee - MPOTOKOJ) O(OPMIISETCS Ha YHUCTOM JIHCTE
oymaru ¢opmara A4.

7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JABYX YacTeil: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  YacTM  yKa3pIBAlOTCA  MHULMAIBL,  (paMuIUUM W JOJDKHOCTH
MpeJCceaTeIbCTBYIOIIETO, CEKpeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, MPH HEOOXOIUMOCTH,
JIULL, IPUTTIAIICHHBIX Ha 3ace/laHue (COBEUIaHue).

7.5. BBogHas uacThb MNPOTOKOJA 3aKAHYMBACTCS IEPEUYHEM PACCMATPHUBAEMBIX BOIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE UX 3HAYMMOCTH C YyKa3aHHWEM JOKJIaJuuKa IO KaXIOMY
paccmarpuBaeMomy Bonpocy. Bonpocsr popmynupytrores ¢ mpemiorom "O" ("O6"), meuararorcs ot
IPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LUPpaMU.

7.6. OcHOBHas 4acTh MPOTOKOJA COCTOUT M3 Pa3ZesioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIIPOCAM M UX HyMEpPalHH.

7.7. TekcT NpOTOKOJIa M3Jaraercsi OT TPEThEero JHlla MHOKeCTBeHHoro uwcna ("ciymamu'",
"BeicTynun", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIMIIOM, IIPECEIATEILCTBOBABIINM Ha 3aceJaHiH (COBEIIAHUH), U
cekpeTapéMm 3aceaHus (COBEIaHus).

7.9. Ilpu OTCYTCTBMH CEKpeTapsl 3acelaHus, B TOM 4YHCIE MpPH TNPOBEICHHH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMUCAaHNE MPOTOKOJIA TOJIBKO MPECEAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE MO3IHEE TPEX IHEH CO JHSA 3aceJaHus.
[IpoeKkTbl  COOTBETCTBYIOIIMX IYHKTOB TPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 TIOJTOTOBKY.

7.11. Jlata mpoTOKOJa T0JKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUA (3aceaHus).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPraHM3alHUsIM W JIODKHOCTHBIM
JUIAaM B COOTBETCTBUHU C yKaszaTelleM pAacChUIKH, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBeranus).

8. Ilian
8.1. [Inan — NOKyMEHT, yCTaHaBJIMBAIOLIUI NepeyeHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOTPUSATHH,
WX MOCTIeIOBATEIBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOTHUTEIIEH.
8.2. Ilnan odopmusercs Ha nucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpu] YTBEpKICHHS TOKYMEHTA;

e JlaTa JOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e HAaWMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOAMKUCH.
8.3. PexBm3uT — "TekcT nOKyMeHTa" 0OpMIISIETCS B BUEC TAOIHIIBI ¢ Tpadamu:

e HOMEp MyHKTA IJIaHa;

e HAaWMEHOBAaHWE MEPOIPHUSATHS;

e  CpOK HMCIIOJTHEHHUS;

e WCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTuer



9.1. OTuer — MOKYMEHT, COACPKAIINI CBEACHUS O pe3yJbTaTax NESATEILHOCTH 3a OIpeeIeHHBIN
MEepUO]T BPEMEHH, BBITTOJTHEHUH MEPOIIPUSITUI, TOPYUEHUM, 3aJaHN, TUTAHOB.
9.2. Otuersl, MpenoCTaBIsieMble B OpPraHbl T'OCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpTraHbI
TOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUME  YCTAaHOBJIEHHYIO  IPAaBOBBIMM  aKTaMu
TOCYJapCTBEHHBIX OPraHOB (JOPMY, CO3JAIOTCS MO0 YCTAHOBJIEHHOW T'OCYJAapCTBEHHBIMH OpraHaMu
¢dbopme U B OIIpeIesIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 NPaBHJIaM, YCTAHOBIIEHHBIM JUISl CO3/1aHUs CITYKEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcss Ha JucTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIIEAYIOIINUX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e JlaTa JOKYMEHTA;

e PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HAMMEHOBaHUE JIOJHKHOCTH;

e  TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JODKHO COJAEPXKATHCA YKa3 Ha JEATENbHOCTb,
MEpOTPUSATHE, BBIJAHHOE IOpyYEHHUE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAIINH BBINOIHEHUIO, U
pe3yabTaT O BBINOJHEHHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHue
WCTIOJHUTENBCKON  JUCHUIUIMHBL, YCTAaHOBJIEHHBIX CPOKOB HCIIOJHEHHMS U  HaJJIeKaliee
npenoctaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOJHHUTENSIMHU (TIPH YYACTHH HECKOJIBKUX UCTIOTHUTENECH ).

10. ucsmo
10.1. ITucbma roToBsTCS Kak:

e OTBETHI O BHINOJIHEHUH MOPYUYEHUH BBIIIECTOSIIIUX OPraHOB HUCIIOJHUTEILHON BIIACTH;

e OTBETHI Ha 3aIIPOCHI OPTaHU3ALUM, IPEANPUATHIA U YACTHBIX JIUIL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku MOArOTOBKHM OTBETHBIX MMHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBMM C pE30JIOLUEN JIUpPEKTOpa M €ro 3aMeCTUTE]Ie Ha OCHOBAaHUU
YCTAaHOBJICHHBIX CPOKOB HCIOJHEHMs] MOPYUYEHUH, 3alpoCcOB WJIM IO PELIEHHIO aBTOpa
PE30IIIOLINH.

10.3. TeKcTBl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHMSIM, 3a()MKCHPOBAaHHBIM B
pesomonyy. CpoKy MOATOTOBKA MHUIMATUBHBIX ITHCEM OIPEAEISAIOTCS CaMOCTOSITEIEHO aBTOPOM
MIPOEKTAa MHUChMa C y4ETOM HEOOXOAMMOCTH PELICHHS] KOHKPETHBIX 3a/1a4 U (UJIM) B COOTBETCTBUH C
TpeOOBAHUAMH 3aKOHO/1ATENIbCTBA, MOPYUYCHUSIMU HETIOCPEACTBEHHOTO PYKOBOUTENS.

10.4. TIucema meuararoTcsi Ha ONAaHKE MHChMa OOIIE00Pa30BATENFHOW OPTaHMU3AUU C YTIIOBBIM
PacroI0KEHUEM PEKBU3UTOB.

10.5. JlomosiHATENBHO K PEKBU3WTAM OJlaHKa THUChMa TpH O(GOPMIICHUU ITMCEM B IIIKOJIE
HCIOJIB3YIOTCS CIIEYIOIINE PEKBU3UTBHI:

e ajpecar;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e BU3a;

e  TIOAMHUCH.

e OTMETKa 00 HCIIOJIHUTEIE.



10.6. IIpu odopmiieHun nuckMa Ha ABYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCSI ITOCEPEANHE BEPXHETO MOJIS JIUCTa apaObCKUMH IUPPAMH.
10.7. [lucpma MOMUCHIBACT JUPEKTOP MU PAOOTHHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.
10.8. CiryxeOHbBIC 3aMHCKU
10.9. B mensix ocCymIecTBIIEHUSI B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE TPUMEHSIOTCS CITy>KeOHbIe 3armucKku. Ciry)KeOHbIE 3aITUCKH SBIISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKYyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3alHCOK  SBIISIOTCS
COTPYJHHMKH 00111e00pa30BaTeIbHOM OpraHU3anny.
10.10. CnyxebHas 3amucKa MOXKET COCTABIATHCS MO YKa3aHUIO PYKOBOJCTBA WM 10 WHUIIMATHUBE
KOHKPETHOTO COTPY/IHHKA.
10.11. Ilpu odopmienuu ciayxeOHO 3aUCKU 0(GOPMIIIOTCS CIICAYIOIINE PEKBU3UTHI:

e ajpecar;

e JaTa IOKyMEHTa;

e HAaMMEHOBaHHE BUJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HaMMEHOBaHUE JIOJDKHOCTH;

e  TIOAIHCH.
10.12. CnyxeOHble 3alMCKM MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHTENE U (M) B JIEKTPOHHOM

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTb BBIIAETCA COTPYAHHMKAM IIKOJBI W OQOpMIIeTCS IO IpaBUIIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpyknueil s nucem, ¢ y4éroM TpeOOBaHUM TIpaskJaHCKOTO
3aKkoHozarenscTBa Poccuiickoit denepanyy 1 HaCTOALIETO pa3zena.

11.2. TIpoeKkT JOBEPEHHOCTH TMOJTrOTABIMBACTCS M BH3HPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OylIeT BbIAAHA, IOCIE Yero mnepenaércs B KaHLEISAPUIO AJIs HalpaBiIeHUS Ha
MO/NKCAHUE.

11.3. JloBepeHHOCTb MOANHUCBHIBACTCS JAUPEKTOPOM WM JIMIIOM, OCYIIECTBISIOIIUM €ro
MOJTHOMOYHST (MCTIOJIHSIFOIIIUM OO0SI3aHHOCTH), W CKPEIUIAETCS Te4aThio 00Ieo0pa3oBaTeIbHOM
OpraHM3alMH.

12. loroBopsl, cor/ianieHusi, KOHTPAKTbI

12.1. JloroBopsl, coriamenns, KOHTPAKTHI (J1ajee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSAMHU I'PaXKJaHCKOTO, TPYI0BOT0O, OI0JIKETHOTO U MHOTO 3aKOHOaTeNnbcTBa Poccuiickoit
®denepaniv, B 3aBUCUMOCTH OT DPETYJIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTEIbCTB
CTOPOH.

12.2. TIpoekt 10roBOpa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
YIPaBISAIOUIMM) € Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KayeCTBEHHOro oOecredyeHus
WCIIOJIHEHUS] CBOMX MOJTHOMOYMH (00s13aHHOCTEH, (PyHKINI), TOTHOMOYNHN IIKOJIBI B LIETIOM.

12.3. TlpoekT 10roBopa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHMKOM (KOHTPAKTHBIM
YIPABISIONUM) COBMECTHO CO CHEHAINCTOM, K QYHKIUAM (TIOJTHOMOYHSAM) KOTOPOT'O OTHOCHUTCS
pELIEHNE BOMIPOCOB, SBIAIOIIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYJHUKOM IO IPSIMOMY
YKa3aHUIO TUPEKTOpa 001ieo0pa3oBaTeIbHON OpraHu3alii.

12.4. HeoOxoaumasi /Uit IOATOTOBKH MPOEKTa TOToBopa MH(opMaus coOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAIKE paboyero B3aWMOJAECUCTBUS C YUETOM IMpaBui,
YCTAaHOBJICHHBIX HAcTOsIIEeN MHCTpyKIIMEN.

13. IpyHOMOBI OPraHU3AIMH JOKYMEHT0000poTa

13.1. B 10KyMEHTO0OOpOTE BBIACISAIOTCA CIEAYIOIIUME JOKYMEHTONOTOKH: IOCTYMAaolas
JNOKYMEHTanusi  (BXoJsluas), OTHpaBisieMas JOKyMEHTauus  (MCXOJdIiasl), BHYTPEHHSA
JOKYMEHTAIUS.



13.1. B cocraBe BxoAsImIell M WCXOAAIIEH MOKYMEHTAIIMM MOTYT BBIICISTHCS JIOKYMEHTEHI,
MOCTYMUBIINE M3 BBIIICCTOSANINX, MOAPSIHBIX, MEIUIIMHCKUX M JPYTUX OpPTaHU3allfii, OpraHOB
MECTHOTO CaMOYNPaBJICHHUs, O0paIIeHus TPaKIaH.

13.3. OOpamenuss TpaxiaaH PETUCTPUPYIOTCS W (GOPMHPYIOTCS B Jiella OTACIbHO OT JAPYTHUX
JOKYMEHTOB 00111€00pa30BaTeIbHON OpraHH3aIIH.

13.4. B mikone mocTaBka M OTIPaBKa JJOKYMEHTOB OCYIIECTBIISICTCS CPEICTBAMH ITOYTOBOW CBSI3H,
ANIEKTPOHHOU CBSI3M, & TaKXe MO CHUCTEME JJIEKTPOHHOrO JIOKyMeHTooOopoTa (mamee - CO/). C
MOMOIIIBI0 TIOYTOBOM CBSI3M B 00OIICOOpA30BATEIbHYIO OPraHU3ALMIO JIOCTABISICTCS MUChbMEHHAS
KOPPECMOH/ICHITUS B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KApTOUYEK, OaHIEpOIeH 1
MEJIKHX ITaKETOB, & TAK)KE TICYaTHBIC U3JIaHHSL.

14. TlepBuyHasi 00padOTKa MOCTYNAIIIUX JOKYMEHTOB
14.1. JloxkyMmeHThI, NOCTYNAaIOIIMEe B IIKOJNY, TMEpPeJaloTCsl Ha PErUCTPALMI0 CEKPeTapio
o0mieo0pa3oBaTelbHOW OpraHU3aluu U MPOXOAST MEPBUYHYIO 00pabOTKY B J€Hb MOCTYILICHUS,
IIpU NIOCTYIUICHWHU B Hepabouee BpeMsl - Ha cienyromuid pabounii aens. [Ipu nepBuuHoii 00paboTke
JOKYMEHTOB TPOBEPSIETCS MPaBMWIBHOCTh ajpecoBaHus. OMMUOOYHO MOCTYNHBIINE JTOKYMEHTBHI
MEPECHUIAIOTCS M0 MPUHAJIC)KHOCTH WM BO3BPAIIAIOTCS OTIPABUTEINIO.
14.2. lokymeHTbl, mocTynusiue ¢ ormetkamu "Cpouno", "Bpyunts Hemeenno", "OnepaTuBHo",
HE3aMeUTUTEIHLHO MPOXOJIAT MEPBUYHYIO 00pabOTKY M JIOKJIAJBIBAIOTCS TUPEKTOPY WIIHM B ClIydae
€ro OTCYTCTBHSI — 3aMECTUTENIO AUPEKTOPa MO HAMIPABIICHUIO JESTEIbHOCTH.
14.3. TlocTynuBiIve TeaerpaMMbl IPUHUMAIOTCS TIO]] IOAMKCH C MMPOCTABICHUEM JaThl U BpEMEHU
MpHeMa, PETUCTPUPYIOTCS [0 TEM XK€ MpaBUiIaM, YTO U MHChMA.
14.4. DnexTpoHHbIE COOOILIEHUS, aAPECOBAHHbIE JUPEKTOPY WM HAIpPAaBJIEHHBIE B a/pEC LIKOJbI,
pacreuaThIBalOTCS U JAOKIAABIBAIOTCS JIUPEKTOPY WM B CIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
TUPEKTOpA.
14.5. DnekTpoHHBIE COOOIICHUS, 3aBEPEHHbIE JJEKTPOHHOW MOJMHUCHIO, MOANEKaT 00paboTKe 1Mo
MIpaBWJIaM, TIPETyCMOTPEHHBIM ]IS TIOCTYIAOMIEH (BXO/SIIEH) TOKYMEHTAIINH.
14.6. TloctynuBmias (Bxonsiiasi) AOKYMEHTAIMsl paclpeiensieTcss Ha PErucCTpUpyeMble U He
MTOJIISHKAIIUE PETHCTPAIIUN TOKYMEHTEI.
14.7. He moanexat perucTpaluu:

e TIPHIJIACHTEIBHBIC, TIO3/IPABUTEIILHBIC IUCHMA U TEJIETPAMMBI,

e OWIETHI,

e TUTAHBI ¥ POTPAMMBI CEMHHAPOB, KOHPEPEHINI U IPYTUX TOJO0OHBIX MEPOIIPHSITHIA,

e JOKYMEHThl TIO OyXTraaTepCcKoMy VyueTy, MaTepualbHO-TEeXHHYECKOMY OOEeCHeUeHHUIO,

TJTAHOBBIC M (DMHAHCOBBIC JJOKYMEHTBI, TOCTYIIAIOIIHE O€3 COMPOBOIUTEIIHHOTO MHChMA,

e pEKJIaMHbIE, KOMMEPUYECKHE MPEATI0KEHUS, B T.4. IOCTYMUBIIHE 110 YIEKTPOHHOH MOYTE;

e TICYATHBIC U3/IAHUS,

e THCHMA C IOMETKOM «JIMYHOY.

15. Perucrpamusi, y4yer M PpaccMOTpPeHHE PYKOBOAMTEIeM MOCTYNAKMIMX (BXOASIIIHX)
JAOKYMEHTOB

15.1. IloctynuBmue (BXOZSIIME) TOKYMEHTHI PETHCTPUPYIOTCA TOJBKO MOCIAEe M MEPBUYHON
00pabOTKHU M HE3aBHCHMO OT CTII0C00a MX TOCTaBKH.

15.2. Peructpanus — npocTaBjieHUEe B HUYKHEM IPAaBOM YIIIy MEPBOTO JHUCTA JTOKyMEHTa OTMETKH
O MOCTYIUICHHMH C YKa3aHUEM [JaThbl MOCTYIUICHUA W BXOJAALICTO PETHCTPAlMOHHOI'O HOMEpaA
JOKYMEHTa C O00s3aTeIbHON 3aluChi0 B KYpHalI pPETUCTpallMM TOCTyHaromed (BXOAsIIeil)
nokymeHTaruu. CTpyKTypa perucTpaiiOHHOTO HOMEpa, TIOCTYIAIOMIETO (BXOISIIET0) TOKYMEHTa,
COCTOMT M3 €ro IMOpSAAKOBOIO HOMEpa M MHIEKca Jella 10 HOMEHKJIAaType Jel
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

15.3. Perucrpanuss BceX MOCTYNUBLIMX (BXOIALIMX) JTOKYMEHTOB NPOHM3BOJIUTCS B Ipelenax
o01Iero JOKyMEHTOINOTOKa. J[OKyMEHTbI, MOCTYNMBIIKME B IMIKOJY IO KaHajiaMm (aKCUMUIbHOU
CBSI3U, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOIIEM HOPSIZIKE.



Tekct mocTynuBIIed TenehOHOrpaMMBI  3alUCBHIBACTCA B JKypHaJle PETUCTPAIUH
TeneoHOrpaMM U IeyaTaeTcsl Ha JIMucTe OyMaru Juis nepeaay Ha pacCMOTpPEHHE.
15.4. Tlocrynatomue (BXOJAIIME) JOKYMEHThI IEPEAatOTCs Ha PAaCCMOTPEHHUE PYKOBOJICTBY TOJBKO
1I0CJI€ UX PETUCTPALMU U NIPEIBAPUTEIBHOIO PACCMOTPEHMSL.
15.5. JlokymMeHTBI, TIOCTYNHBIIHE B OO0IIEOOpa30BaTEIbHYIO OpraHW3aI{io, MO BOIPOCaM, HE
TpeOYIOLMM  PAacCMOTPEHUS JUPEKTOpa, HAIpPaBISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JIeTOTIPOU3BOACTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIIpoca.
15.6. /TupexTop B pe30IIOLMHU ONPEENsIeT ML, OTBETCTBEHHBIX 3@ MCIIOJIHEHHE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JEIOMPOU3BOACTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonnMHHUK TOKYMEHTa C PE30JIONHEN PYKOBOIUTENS 00I1e00pa30BaTeIbHON OpraHu3aluu
HaMpaBJIsIeTCs] UCIIOJHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH NOMIUHHUK JOKYMEHTa NEepeaaeTcsi ToMY
UCIIOJHUTENI0, KOTOPBIH B  COOTBETCTBUM C YKa3aHWSAMM [0 HCIOJHEHUIO  SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaOT KOMHUIO JOKYMEHTA.
15.9. IlomMHHUK JOKYMEHTa, KOTOPBIH HCHOJHSETCS HECKOJIbKUMH JOJDKHOCTHBIMHU JIMIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCTIOTHUTENb. OCTaIbHBIM UCTIOTHUTENSAM MEPEAAt0TCs KOTIHH.
15.10. HM3roroBineHue KONMM JOKyMEHTa [uld NepeAadd COUCHOJHHUTENSIM OCYIIECTBIISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpraHH3aIUH.
15.11. Pe3omronusi COAEPIKHT:
e YKa3aHHWE TII0 WCIOJHEHHUIO, COJEpKallee KpaTKOEe OIMCaHHEe HEOOXOTUMOro JUIs
UCIIOJHEHUS IeHCTBUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHOO A0 HMCTEYCHUS KOTOPOrO0 HEOOXOIMMO
UCIIOJHUTH NMPEANUCaHHOE JIeCTBUE;
e JINYHYIO MOAIHUCH aBTOPA PE3OTIOIHH;
e JlaTy IPOCTaBJICHUS PE3OIIOLHH.
15.12. VYkazaHue Ha CpOK, B TE€YEHHE KOTOPOTO JIMOO O HMCTEUYECHHUS KOTOPOro HEOOXOIMMO
UCIOJHUTh TPEIINUCAHHOE JEHCTBHE, MOXET HE BBIPaKaTbCs KOHKPETHOW JaTOW M coaepxkartb
BBIpaKEHUS: "B YCTAaHOBJICHHBINA 3aKOHOM CpPOK" U T.II.
15.13. Pe3zomtorus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE MEPBOTO JHMCTA JTOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus apecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
UCTIOJHEHUE JIOKYMEHTa B IEJIOM SBISIETCS COTPYAHMK, yKa3aHHbBIM NEpBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLIICHUH KOTOPOTO CJeJiaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranu3zanus padoTsl ¢ OTHPABJAsIeMbIMHU (MCXOAAIIUMHI) TOKYMEHTAMH

16.1. Jlo mpemoctaBieHUsT TPOEKTa OTMPABIAEMOro (MCXOISAIIET0) IOKYMEHTa Ha TMOJIMHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSJAKE Ha IOANMKMCAHUC JTUILY
OCHOBHOW HCIIOJHUTENb MPOBEPSAET MPABHIBHOCTH O(DOPMIIEHUS OTMPABISIEMOro (MUCXOMSIIEro)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosed NHCcTpyKuny.

16.2. Ilpu moAroTOBKE OTIPABIAEMOTO (MCXOMAIIET0) MTOKYMEHTa KaK OTBETa Ha MOCTYMUBIIUI
(BXOASIIMI) JOKYMEHT HCIIOJIHUTEIh MPHKIAIBIBACT K IOATOTOBICHHOMY IPOCKTY BXOISIINN
JOKYMEHT.

16.3. TIpoeKTHI OTIPABIISAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COOIOICHUS] YCTAaHOBICHHOTO
B PE3OJIIONHMHM CpPOKAa WCIOTHEHHs] TepedaroTcsl OTBETCTBEHHBIM HCIIONHUTEIEM B OTIEIN
JICJIONIPOU3BOICTBA (KAHIICSPHSI, CEKPETaph) IIKOJIBI JTIS HAITPABJICHUS HA TIOIITUCAHHE.

16.4. TloanmucaHHBIE OTHpaBIsieMble (MCXOIAIINE) JTOKYMEHTHI, TEpenaroTcs paboTHUKY
OTBETCTBEHHOMY 32  JICJIONIPOM3BOJICTBO  IIKOJBI, KOTOPBIA  OCYIIECTBIISIET  IMPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHSI KOJUYECTBA OK3EMIUIIPOB OTHPABISEMOr0 (HMCXOSIIETO)
JOKYMEHTa CITMCKY PACCBUIKH, a TaKXe MPaBWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIACHO
HACTOAIIEH HHCTPYKIIHH.

16.5. B cmydae HapymieHUS KOMIUIGKTHOCTH WJIH COOTBETCTBHSI KOJIMYECTBA, a TaKKe
MPaBIWIBHOCTH O(OpPMIIEHUS JTOKYMEHTAa COTJIACHO HACTOSIIeH WHCTPYKIIUU OTIpaBIsieMble



(ucxonsmme) JTOKYMEHTBHl  HE3aMEAJIHUTEIbHO  BO3BpAllAlOTCd  pAaOOTHUKAMM  KaHIEJSPUU
OTBETCTBEHHOMY HCIIOJHHUTENIO WM B CIy4ae OTCYTCTBUS OTBETCTBEHHOT'O HCIIOJIHUTENS €ro
HEMOCPEJCTBEHHOMY PYKOBOAUTEIIO ISl yCTPAHEHHS HAPYIICHUH.
16.6. JlokyMeHTBI moOcji€ WX MOJAIUCAHHUS TUPEKTOPOM WM HHBIM YIOJIHOMOYEHHBIM JIMIIOM
NepeaaroTcs B KaHIEISAPUI0 0011e00pa30oBaTeIbHON OpraHu3aluy JJsl PETUCTPAlIH U OTIIPABKH.
16.7. Peructpanus oTnpaBiseMbIX (MCXOISIINX) JOKYMEHTOB OCYIIECTBIISETCS MOCIIE MPOBEICHUS
pabOTHHKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JIEJIONPOU3BOJICTBO, MPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TaKke MPaBUILHOCTb OGOPMIICHHS OTIPABIIIEMOIO
(MCcXos1Iero) TOKYMEHTA.
16.8. Peructpamus co3iaBaeMbIX JOKYMEHTOB OCYLIECTBISETCS B JIeHb MOANHMCAHUSA WU
YTBEpKICHHS 100 Ha CIeyromuil pabounii 1eHb.
16.9. CBeneHus 0 perUCTPUPYEMBIX OTIIPABIISAEMBIX (MCXOAIINX) TIOKYMEHTAX BHOCATCS B KypHAI
perucTpanuy oTnpaBiIsieMon (MCXOAsIIEN) TOKYMEHTALIUH.
16.10. PeructpanrioHHBIH HOMED U JjaTa OTIPABISIEMOT0 (UCXO/ISIIET0) TOKYMEHTa MIPOCTABIISTFOTCS
Ha TIOJIMHHHUKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOUIEMCS B JIele
o011e00pa3oBaTeIbHON OpraHU3aIiH.
16.11. CtpykTypa perucTpanoOHHOTO HOMepa OTHPABISEMOTO (MCXOMASIIET0) JOKYMEHTa COCTOUT
U3 ero MopsAIKOBOT0 HOMEpa U MHJEKCA Jieia 10 HOMEHKIIAType J1eJ IIKOJIbI.
16.12. OrmpaBka JOKYMEHTOB MPOU3BOAUTCS ILEHTPATM30BAaHHO pPAOOTHUKAMHU KaHIEISPUN
IIKOJIbI, KOTOPBIE MPOU3BOIAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (mpocTas, 3aka3Has,
MEKIYHAPOIHAS | JP.).
16.13. [TuckMa, TenerpaMmsbl, OTKPBITKU, OaHIEPOJIH U TIEYaTHBIC U3/IaHUS OTIIPABIISIOTCS OYTOM.
dakcorpamMMsbl 1 Telle()OHOTPAMMBI IIEPEJAOTCS 10 KaHaIaM TeJe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIICHUS OTHPABIAIOTCS C OQPUIMAIBLHOTO MOYTOBOIO SJIEKTPOHHOTO
azpeca 001eo0pa3oBaTEIbHON OpraHNu3aIUH.
16.15. [Iucema, TeerpaMmsbl, OTKPBITKH, OaHIEPOIIH, (DaKCOTpaMMBI, JICKTPOHHBIE COOOIIEHUS, HE
CBsI3aHHBIE C paboYeH NesTeTbHOCTHIO, K OTIIPABKE HE TPUHUMAIOTCS.
16.16. JlokyMeHTBbI, OTIpaBisieMble CPECTBAMU MOYTOBOM CBSI3U MPOXOJIAT:

e  YIAKOBKY;

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

yKa3aTeJleM PacChUIKH, Ha KayKIOM K3eMIUISIpPE MUChMa YKa3bIBAETCs TOJIBKO OJIMH ajpecar.

e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;

e TIEpenadvy B IOYTOBOE OT/AEIICHHUE CBS3H.
16.17. Ilpu moOAroTOBKE M OTMpaBKE MUCEM HEOOXOJMMO YUUTHIBATh NpPaBUIIA, YCTAHOBIICHHBIE
IprKa3zoM MuHuCTEpCTBA CBA3M U MaccoBbIX KoMMyHHKauil P® ot 31 utons 2014 r. N 234 "O0
yTBepkaeHnn [IpaBui okazaHus yciyr HOYTOBOM CBS3U".
16.18. JIokyMeHTHI, OTHpaBIsIEeMbIe CPEJICTBAMH ITOYTOBOM CBSI3U B OIWMH aJPeC, BKIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmme DOKYMEHTHI, TpeAHA3HAYCHHBIE IS OTIPABKU CpPEACTBAMH (PaKCHMHIBLHON
CBSI3U, OTIPABIISIIOTCA PAOOTHUKAMH KaHLEISIPUH 00111e00pa3oBaTeIbHON OpraHU3alHH.

17. Pa3paGoTka U BeJleHHe HOMEHKJIATYPHI e

17.1. JlokyMeHTaIbHBIN (POH]I MIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0Pa3yIOIIUXCs B TIpoliecce
€ro JesATenbHOCTH. JOKyMEHTanbHBIH (OHJI IIKOIBI COCTaBISIOT JOKYMEHTHI, CO3JIaHHBIC B
001eo0pa3oBaTeIbHOW OpraHu3allid M TIOJYYEHHBIE €10 B pe3yjibTaTe B3aMMOICHUCTBHUS C
OpraHaMH TOCYAAapCTBEHHOW BIIACTH, OpPraHaMU MECTHOTO CaMOYIPABICHUS, IOPUAMYECKUMU W
(bU3MYECKUMU JIMIIAMHU.

17.2. HomeHnkmnatypa Aen sIBISIETCS OCHOBOM (hOPMUPOBAHUS JOKYMEHTAIBHOTO (JOHIA IIKOJBI U
IpeJICTaBIsAeT CO0OM CHUCTEMAaTH3MPOBAHHBIA TEPEYEHb 3arojOBKOB (HAMMEHOBAHWMN) €7,
3aBOJUMBIX B IIIKOJIe, C YKa3aHHEM CPOKOB HX XpaHEHHs, U O(OpPMIICHHBIH B COOTBETCTBUU C
MPAaBOBBIMU aKTaMH, PEKOMEHIAIMSIMH W METOAMYECKHMMH YKa3aHHSIMH OpraHoB Poccuiickoit
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denepanyy, YIOJIHOMOYEHHBIX B cdepe TOCYJapCTBEHHOTO YIPABICHUS ApXUBHBIM JEJIOM,
JIeJIOTIPOU3BOCTBA U IOKYMEHTOO00pOTA.
17.3. HomeHkaTypa Jiest COCTaBIIACTCS HA OCHOBE U3yUYCHHUS MOJIOKEHHA, MHCTPYKLUHI U TpaBuiL, a
TaKXKe JPYrUX JIOKyMEHTOB, PpErJIaMEHTUPYIOIIUX JEATEHOCTh  00I11e00pa30BaTebHOM
OpraHM3alMM, a TaKKe HOMEHKIATyp JAel 3a MPEeIUIeCTBYIOIIME TIoAbl U JIOKYMEHTOB,
00pa3yIoIIMXCsl B JSSATEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluu.
17.4. HomenknaTypa Aesl UCHOJb3YETCS JJI1 TPYNIHUPOBKU MCIIOIHEHHBIX JOKYMEHTOB B J€la,
cUcTeMaTHU3alluu U y4eTa Jejl, ONpeIesICHUs] CPOKOB UX XPaHEHUs U MOUCKA JOKYMEHTOB, SIBJISIETCS
OCHOBOM1 JUIsl COCTaBJIEHUs OIMCEN J€J1 MOCTOSHHOTO M BpeMeHHoro (cBbiie 10 jieT) xpaHeHus, a
TaKXke JUId yyeTa Jes BpeMeHHOro (10 10 JieT BKIIOUUTENbHO) XPAHEHHS.
17.5. HomeHkiaTypa J1e1 BBOAUTCS B AEUCTBUE IPUKA30M 10 LIKOJIE.
17.6. HomeHknaTypa jieJ rOTOBUTCS B TPEX IK3EMILISIpax:

e Ui IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U IIOCTOSIHHOI'O XpaHEHMUS;

e IS UCIIOJIb30BaHUA B pPabOTE OT/EIOM JIEIONPOU3BOJCTBA (KaHLensspuen);

e JUIS XpPaHEHUS B apXUBE IIKOJIBI.
17.7. 113 HOMeHKJIATypbl [Jell IIKOJIbI OTBETCTBEHHBIM JIMLOM 32 BEICHHME JEJIONPOU3BOJCTBA
OoOPMIISIFOTCSI BBIMMCKH JUTSI KAXKJIOTO W3 TOJpa3elieHUHd M OTACNIIOB 00IIeo0pa3oBaTeIbHON
OpraHu3aIMH.

18. ®opMupoBaHue AeJ M UX TeKyliee xpaHenue. [1oAroroBka 10KyMeHTOB M /ieJ1 K nepeaye
HA apXHBHOE XpaHeHHe

18.1. dopmupoBaHue Jesl — IPYNINHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATYpOH J1e)1 001eo0pa3oBaTebHOW OpraHU3aluy U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co AHS WX 3aBEICHHS /0 NEpeAaydl B apXUB IIKOJIBI IIM HA YHUUITOXKEHUE XPAHATCS 110
MeCTy UX (POPMHUPOBAHUSI.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SMCTBEHHOH, Y4eOHO-BOCTIUTATEIHHON
NESITeIbHOCTH ILIKOJIbI, TPYIIUPYIOTCS OTJACIBHO OT MPUKA30B 110 JMYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 0OydaroImuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmupyercst 3a HEpuoJl KaJIEHAAPHOIO ToJla M CUCTEMaTH3UpPYyeTCs B
XPOHOJIOTUYECKON MOCIIEI0BaTENbHOCTH.

18.5. [IpoBepka HaMMYUSA U COCTOSIHUS JOKYMEHTOB M JIe]l IPOBOJUTCS PU NIEpEMELICHUH JIel, IPH
BO3BpAaTe /i€, IPU peopraHu3alii WU JIMKBUAALUU 00111e00pa30oBaTeIbHON OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTelbHOM OpraHu3anuu (Jajgee - apxuB) IepefarTcs Jena
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbllie 10 JieT) CPOKOB XpaHEHHU U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JOKYMEHTHI OBbLIIM TOMEIIEHBI B JIEJI0 HAa XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IMPOU3BOJUTCS TI0 YTBEPKACHHBIM OITHCSM JICI.

18.8. IlogroroBka JOKYMEHTOB W JieJl K Iepefade Ha apXMBHOE XpPaHEHHWE M Ha YHUYTOXKEHUE
IpelycMaTpUBaeT:

e DKCIEPTHU3Y UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OIUCEH JIeN M0 pe3ynbTaTtaM 3KCIEPTU3bl X LIEHHOCTH;

e odopmieHue ne;

e COCTaBJIEHHE aKTOB HAa YHUUYTOKEHUE IOKYMEHTOB U JIeJl C UCTEKIIUMHU CPOKaMU XpaHEHUSI.

18.9. DkcnepTr3a EHHOCTH JI0KYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO XPaHEHMs OCYIIECTBIISIETCS
€KEroJlHO JIMIIOM (JIMIIaMu), Ha3HAYEHHBIM IPHUKAa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHPOBAHUE.
18.10. B neno momeraercs He 6osee 250 JmcToB (TONIIMHA Jeiia IPH 3TOM COCTaBIseT He Ooee 4
cM). [Ipu OonbiioM KonuyecTBE JOKYMEHTOB (hopMuUpYIOTCS ToMa (dacTH) nena. BHyrpu nena
JOKYMEHTBI PAcCIoNaraloTcs B XPOHOJIOIMUYECKOM IOpsIKE B COOTBETCTBUHU C omuchio. B nena
MOMEIIAI0TCS TOIBKO UCTIONHEHHbBIE, TPABUILHO O(POPMIICHHBIE JOKYMEHTHI.
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18.11. JlokyMeHTHl BHYTPHU Jejla PACHOJAaraloTcsi CBEpXY BHU3 B XPOHOJIOTHYECKOH, BOIPOCHO-
JIOTUYECKOW  TOCJIEeNOBAaTeIbHOCTH WJIM HMX codeTaHuu. PacrnopsauTenbHble JOKYMEHTHI
TPYIIHUPYIOTCS B JieJia MO BUJAM M XPOHOJIOTHUHU C OTHOCSIIIUMUCS K HUM TPUIIOKEHUSMU.

18.12. JInuHbple KapTOUYKH paOOTHUKOB (POPMUPYIOTCS B A0 110 anipaBuTy hamuimii.

18.13. Odopmienue xpena mnpeaycMaTpuBaeT: OQOPMICHHE PEKBH3HTOB OOJOXKKH Jena II0
YCTaHOBJICHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIalloM B BEPXHEM IpPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jieja, MOAIIUBKY U TeperieT aena. JIuct 6omporo
¢dbopMara, MOAIIUTHIA 3a OAMH Kpal, HymMepyeTcsl Kak OJMH JHCT B IPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOUW HyMepaIiei JIMUCTOB, B TOM YMCIIC TICYaTHBIC U3JaHMs, HyMEPYIOTCS B
o01eM mopsiIKe.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB MJIU YacTel, HyMEPYIOTCS M0 KaXJI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Tlocne 3aBeprieHHs] HyMepallH JIUCTOB COCTABIISCTCS 3aBEPHUTEIbHAS HAJIUCh, KOTOpas
pacnojaraercsi B KOHIIe Jefia. 3aBepuTebHasi HAAMKUCh COCTABJISIeTCS B Jiee Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBeputrenbHON Haamucu IudbpamMu U MPOMUCHIO YKAa3bIBAa€TCS KOJIUYECTBO JIMCTOB B
JaHHOM JieJie. 3aBepuTeNIbHAs HAJINUCh IOAMUCHIBACTCA €€ COCTaBHTEIEM C YKa3aHHEM
pacmiipoBKM TMOANMKUCH, IOHKHOCTH U JaThl cocTaBieHus. KonuuecTBO IHCTOB B Jeine
MIPOCTABIISIETCS HAa 0OJIOXKKE JIea B COOTBETCTBUH C UTOTOBOM HA/AMHUCHIO.

18.17. PexBH3UT "CpoK XpaHEHHUs Jena’" MEepeHOCUTCS Ha OOJIOKKY JieJa U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIE CBEPKHM €r0 CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEUYHE THITOBBIX
JOKYMEHTOB WUJIM B MEpPEeUHe IOKYMEHTOB, 00pa3yIomuXcs B AeSTENbHOCTH (heepaabHOro OpraHa,
C YKa3aHUEeM CPOKOB XpaHEHHUSI.

18.18. Ha nenax moCTOSIHHOTO XpaHEHHs UIIeTcs: " XpaHUTh IMMOCTOSHHO".

18.19. Tlpuem nenm TmPOU3BOIUTCS COTPYIHUKOM, YIOJTHOMOYCHHBIM Ha BEICHUE NEATEIHHOCTH
apxuBa, C MPOCTABICHUEM B JBYX SK3EMIUISIpaX OMHCH JEN OTMETOK O HAIWYUU KaKIOoro jaena (Ha
KKIOM 9K3EMIUIIPE OTHCH YKa3bIBACTCSA KOJMYECTBO (DAKTHUSCKH MPUHATHIX JCI, JAara Mpuema-
nepeavu Jel, a TaKkKe MOANKNCH apXUBUCTA M COTPYAHMKA, IEPEIaBIIEro Aena.

19. 3ak0YHTeIbHBIE N0JI0KEHUSs

19.1. Hacrosimast THCTpyKIUS 11O IEIOTPOU3BOJICTBY SIBISIETCS JIOKAJTLHBIM HOPMAaTHBHBIM aKTOM
o01eo0pa3oBaTeNibHOM  OpraHu3aluy, NpuHUMaerca Ha OOmeMm coOpaHuM pabOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPa 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHEHUs M JIONOJHEHUs, BHOCUMBIE B HacTosIyto MHCTpyKLuio, oQOopMIISIOTCS B
MMCbMEHHOW (hopMe B COOTBETCTBUU JICUCTBYIOIIMM 3aKOHOAaTeNnbCcTBOM Poccuiickoit denepanun.
19.3. UMHcTpyKuus mo JelIONpOM3BOJCTBY B IIKOJE NPUHUMAETCS Ha HEONPEIENCHHBIN CpOK.
W3menenusa u nonoiHeHus K MHCTpyKIMU NPUHUMAIOTCSA B MOPSAKE, IPEeIycMOTpeHHOM 11.19.1.
Hacrosmen MacTpykuuy.

19.4. Tlocne npuHsTHS WHCTpYKIUH (MM M3MEHEHWH W JIOTIOJHEHWHA OTIENBbHBIX MYHKTOB H
pa3zenoB) B HOBOW peJaKIUK MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUITY.

lIpunoscenue Ne 1
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IIpaBuaa
0()OpMJICHUS] PEKBH3UTOB IOKYMEHTOB

. Jnsg mDOArOTOBKM JOKYMEHTOB NPHUMEHSETCS TEKCTOBBIM pelakTop, OOeCIeYnBArOIIUI
TpeGoBaHuUs TpapUUECKOro BOCIIPOU3BECHHS PEKBU3UTOB JOKYMEHTA.

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

3. Ilpu moAroTOBKE TEKCTOB B TabiMIax, JUIs OOECHEYeHUs JIydlled YUTaeMOCTH IaHHBIX,
JoIycKaeTcs mpuMeHeHue mpudtoB Buaa Arial, pazmepon 12,13.

4. Jlnana3oH KUCII0JIb3yEMBIX MEXIyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOIO /10 MOJIYTOPHOTO.

5. AG3aHbBINA OTCTYI TEKCTA TOKyMEHTa - 1,25 cM.

6. 3aroJ0BKH pa3IesIOB U MOAPA3/IEIIOB MEYATAIOTCA ¢ a03aI[HBIM OTCTYIIOM HJIM HEHTPUPYIOTCS T10
LIMPUHE TEKCTA.

7. MHOroCcTpo4HBIE PEKBU3MTHI I1E€YATAIOTCA 4Y€pe3 OJUH MEKCTPOUHBIM HHTEPBaJl, COCTAaBHbIC
YaCTU PEKBU3UTOB OTAEISIOTCS JONOIHUTEIBHBIM HHTEPBAIOM.

8. Ecnu 1OKyMEHT rOTOBUTCS JJISl W3/1aHUS C YMEHBIIEHHEM MacluTada, TeKCT IeYaTaeTcsl yepes
JIBa HHTEpBaa.

9. UnTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBa MEXIy CIIOBaMHU - OAUH IPOOE.

10. TekcT TOKyMEeHTa BbIpaBHUBAETCS IO HIMPHUHE JKCTa (110 IPaHUIaM JIEBOTO U IPaBOro IMoJied
JIOKYMEHTA).

11. JInHa caMoil AJTMHHOM CTPOKM PEKBU3MTA IPH YIIIOBOM PAaCIOIIOKEHUU PEKBU3UTOB He Ooiee
7,5 cMm.

12. JInuHa caMoil JUIMHHOM CTPOKM PEKBU3UTA IPHU IPOJOJBHOM PACIHONI0KEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kox dhopMbl IOKyMEHTa

Kox ¢opmbl 1oKyMeHTa TpOCTaBIsIeTCsl HA YHU(PHUIIMPOBAHHBIX (hopMax JIOKYMEHTOB, B OCHOBHOM
HCIOJIb3YEMBIX B KaJpOBOM JOKYMEHTOOOOpOTe MIKOIbl. Pacmomaraercs xox (Gopmbl B TIpaBoM
BEPXHEM Yy paboyero Mmois JOKYMEHTa, COCTOUT u3 cioB "dopma mo" (HaMMEHOBaHUE
Kiaccudukaropa) u uudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HaumeHOBaHUE LTKOJIBI

HanmmeHoBaHMe TMIKOJBI JOJDKHO COOTBETCTBOBATh HAaWMEHOBAHWIO FOPUIMYECKOTO JIUIIA,
3aKpeIUVIECHHOMY B  €ro  Yy4peAWTeNbHBIX JoKyMeHTax (YcraBe o0meoOpa3oBaTebHON
opranuzanyn). [1og HamMeHOBaHHEM IIKOJIBI B CKOOKAX YKa3bIBAETCSl COKpAIleHHOE HAMMEHOBAHUE
00111e00pa3oBaTeIbHOW OpraHU3aIH.

Hayx HanMeHOBaHMEM IIIKOJIBI - YKa3bIBAETCS MOJTHOE HANMEHOBAHHUE BBIIIECTOSIICH OpraHU3aIliH.

15. CnpaBoyYHble IaHHBIE O IKOJIe

CropaBouHbIE JaHHBIE O LIKOJIE BKJIIOYAIOT B ceOsl: MOYTOBBIM aapec, Homepa TenedoHa, (dakca,
aapec SJeKTpoHHON mouthl, kKoj mmkoiasl mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJaccu(uKaTopy MpeanpUsTHil U opraHu3anuii), OCHOBHON T'OCYJIapCTBEHHbIN perucTpariioHHbIN
Homep (OI'PH), nnentuduxanioHHblii HOMEpP HAJIOTOIJIATENbIINKA/KOJ MPUYHHBI TOCTAHOBKH Ha
Hasiorossiit yuer (MHH/KIIIT).

16. HammeHoBaHMe BUIa JOKYMEHTA

PexkBusuT uncnonp3yercs Uid yKasaHMs BHJA JOKYMEHTa M PAcIoaraercsl I0J PEKBU3UTOM
«HavMeHOBaHHe o001ieo0pa3oBarenbHOM opraHu3anuuy». HanMeHoBaHWe BHUAA JOKyMEHTa He
YKa3bIBA€TCs B MMCbMaX.

17. JdaTta noxymeHTa
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Jlatoit MOKyMEHTa SIBISCTCS Jara ero moamnucaHus (Ipukas3, MAChMO, 3alkcKa, akT W JIp.),
YTBEp)KIEHHS (MHCTPYKIIHS, IMOJIOKEHHWE, MPaBUJIa, PErIaMEHT, IJIaH, OTYET W JIp.), COOBITHSA,
3a)KCUPOBAHHOTO B IOKYMEHTE (TIPOTOKOIM).

Jlata TOKyMEHTa MPOCTABISAETCS JODKHOCTHBIM JIMIIOM, TOJIMMCHIBAIOIIUM WM YTBEPKIAFOIIAM
JOKYMEHT, WM TPH PETUCTPAlMH JOKYMEHTa, WJIH HEMOCPEACTBCHHO COCTAaBUTEIEM IPHU
MOJITOTOBKE JTJOKYMEHTA (CiTy)KeOHasl 3aIicKa, 3asBJICHUE H JIP.).

JIOKYMEHTBI, U3/IaBaeMbI€ COBMECTHO C APYTUMHU OPTaHHU3AIMSIMH JIOJDKHBI UMETh OJIHY (SIUHYIO)
nary.

Haty nokymeHnTa ohopmiisitoT apabckumu udpamMu B MOCIEI0BATSILHOCTH:

e JIeHb Mecslla, Mecsll, roja. JleHp Mecsna U Mecsil OQOPMIISIOT JABYMs Iapamu apaOCKuX
uudp, pasaeiieHHBIMH TOYKOHM; TOJ - YeThIpbMS apaOCKuMHu LuppaMu, HapUMeEp:
01.12.2017. byksa "r" mocnie uudp HE CTaBUTCS.

e TIPH CIIOBECHO-IU(POBOM crocode opopmIIeHHs NaThl JIEHb MeECAIla YKa3bIBaeTCs Mapoi
apabckux mudp, roa 4eTIpbMs apadCKuMu nudpamu, Hanpumep: 12 nexadps 2017 r.

18. PerucrpaiimnoHHblii HOMEp JOKYMEHTA

PerucrpanmonHslii HOMEp TOKYMEHTA IIPOCTABIIAETCS B COOTBETCTBUU C CHCTEMOMW pPErMCTpaluy,
IIPUHATOH B IIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBACTCS JOKYMEHTY MOCJE €ro NOANNCaHus (YTBEPKIACHUS).
Ccbulka Ha perucTpalMOHHBIA HOMEP U 1aTy JOKYMEHTa

Ccpuika Ha UCXOJAUINM HOMEp U AaTy JOKYMEHTa aJipecaHTa BKJIIOYAeT B ce0s perucTpaliMOHHbIN
HOMEp U JaTy JOKYMEHTa, Ha KOTOPbIi JOJKEH OBbITh JaH OTBET.

19. Mecrto cocraBnenus (M34aHus) JOKYMEHTa
MecTo cocTaBiieHUs WU U3JaHMsI TOKYMEHTA - "Topoy ..." - yKa3pIBaeTcsl Ha OJaHKaxX MPOTOKOJIOB
U aKTOB, COCTaBJISIEMBIX B 00I11€00pa30BaTENILHON OpraHU3aluH.

20. Anpecar

B pexkBusute "Anpecat" ucnosb3yrorcs opUIMAIbHbIE HAMMEHOBAHUS OPIaHOB TOCY/IapCTBEHHOM
U HCIIOJIHUTENBHON BIJIACTH, OPraHOB MECTHOTO CaMOYIIPABJICHHUs, opraHusauui. Jlomyckaercs
HCIO0JIb30BaTh O(UILIMATBHO NPUHATHIE COKpAIlEHHbIE HAUMEHOBAHNS OPTaHOB rOCYAapCTBEHHON U
VCIIOJIHUTENILHOH BJIACTH, OPTaHOB MECTHOTO CAMOYIIPABIIEHUS, OPraHU3aALNN.

[Ipn agpecoBaHMM JOKYMEHTa IOJKHOCTHOMY M YacTHOMY JIMIY WHHULMAIBl CTaBITCA IOCIE
bamunnm.

IIpumep - Pykoeooumenio OO0 «Cmpoumenvy
Damunua U.0.

PexBusut "anpecar" mpocTaBisieTcs B BEpXHEH MpaBOW 4acTU JOKyMEHTa (Ha OJIaHKE C YIJIOBBIM
pacroyio)keHNeM PpPEKBU3MTOB) WJIM CIpaBa MOJA pPEKBU3UTaMU OnaHka (IIpU MPOJOJIEHOM
pacrnosokeHuu pekBu3uToB OnaHka). CTpokM pekBU3HUTa "agpecar” BBIPABHUBAIOTCS MO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTEIBHO CaMOM ITTMHHOW CTPOKH.

IIpu ampecoBaHuM [OOKyMeHTa Oe€3 yKa3aHUs JOJDKHOCTHOTO JIMI[A HAaUMEHOBAHMs aJpecaToB
MULIYTCS B UMEHUTEIBHOM IaJeKe, HallpUMED:

Opeanvl cmamucmuxu 2opooa Mockewl
[Ipu axapecoBaHMM JOKyMEHTa pPYKOBOJUTENIO OpraHU3allMM HAUMEHOBAHHUE JIOJKHOCTHU
YKa3bIBAETCS B JATEIIHHOM IaJIe)Ke, HAIIPUMED:

T'enepanvromy oupexmopy OOO «H30anuey
Damunus U.0.
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IlouroBBIli azpec He YyKas3blBaeTCd B JIOKYMEHTax, HANpPaBISEMbIX B BBICIIME OpIaHbl
roCy/1apCTBEHHOM BIIACTH, (efiepanbHble OpraHbl HCIOJHUTEIBHON BJIACTH U UX TEPPUTOpPUATHHBIE
OpraHbl, OpraHbl FOCY1apCTBEHHOW U UCIIOJIHUTEIBHOM BJIACTH, TOCTOSI MHBIM KOPPECIIOHIEHTAM.
[Ipu agpecoBaHuu nucbMa B OPraHU3ALMIO YKA3bIBalOT €€ HAMMEHOBAHME, 3aT€M IOUYTOBBIN aapec,
HaIpumep:

Tocyoapcmeennoe  yupeosicoenue  Bcepoccutickuii — HAYYHO-UCCIE008AMENbCKUL  UHCIUMYM
O0OKYMEHMOBEOeHUs. U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly YKa3blBalOT (aMWIMI0O W WHHUIHAIBI
I10JIy4aTelis, 3aTeM IIOYTOBBIN aJpec, HallpUMeEp:

Ilemposy U.11.
IIpouszsoocmeennas yn., 0.5, k8.12,
2. Mockea, 119633

PexBu3ut "Anpecat" HEe HODKEH cojepkarh Oosee derbipex amapecatoB. Cioo "Komusa" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajpecaTaMu He yka3biBaeTcs. [lpu uumcie ampecatoB Oosee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH TOKYMEHTA.

Ecnm gokymMeHT oTmpaBisieTcs B HECKOJBKO OJHOPOAHBIX OpraHu3aliii Wi B HECKOJIBKO
CTPYKTYPHBIX HOJIpa3AelieHUuil OpraHa UCIIOJHUTEIBHOM BIACTH, TO OHU YKa3bIBAIOTCSI 0O00IIEHHO.
[Ipumep:

Pyxosooumensm yupescoenuii CIIO

20. I'pud yrBepKaeHus JOKYMEHTA

I'pud yTBep)KAeHUs MPOCTaBIAETCS B IPABOM BEpXHEM YIiy JokyMeHTa. CTpOKHM peKBHU3MTA
BBIPAaBHHUBAIOTCS IO JIEBOMY KpalO WM LEHTPUPYIOTCS OTHOCUTEJIBHO CaMOM JJIMHHOM CTPOKH.
JIOKyMEHT  yTBEpKJIaeTcsd  JOJUKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH — JIMIIAaMH)  WJIH
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTaHOBJICHUEM, PELICHUEM, TPUKA30M, PACIIOPSKEHUEM).
[Ipu yTBepKaeHHM TOKYMEHTa JOJPKHOCTHBIM JIMIIOM TpU( YTBEPXAECHUS JOJKEH COCTOATh U3
cioBa YTBEPXJIAIO (0e3 kaBbluek), HAaUMEHOBAaHUS JODKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, €ro MOIUCH, HHULMAJIOB, (DaMUIIMU U JaThl YTBEPIKICHHS.

[Tpumep:

VTBEPXJIAIO
Lupexmop MBOY Ilxona Ne 1238
H.0. amunua

21. laTa

[Ipu yTBEp)KIeHUN JOKYMEHTA HECKOJIBKHUMHU JOKHOCTHBIMU JIMIIAMU UX MOJIHMCH PACIONararTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkIE€HUH JOKYMEHTa PACHOPSAUTENbHBIM TOKYMEHTOM Ipu( YTBEpP)KICHHSI COCTOUT U3
cioB YTBEPXJEH (YTBEPXXJIEHO, YTBEPX/IEHBI, YTBEPXJIEHA), cornacoBanHoro c
HAaMEHOBaHMEM BHJAa YTBEP)KIAEMOro JIOKyMEHTa, HAaUMEHOBAaHUS BHJA JIOKyMEHTa B
TBOPUTEIHLHOM MaJIeKe, €ro 1aThl, HOMepa.

[Tpumep:

VYTBEP)X/IEHO
npukazom MBOY Illxona Ne 1238
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om 01.03.2020 Ne 57
22. 3arojaoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COAEp)KaHWe JOKyMEHTa. 3arojloBOK K TEKCTy IpHKasa
dbopmynupyercs ¢ npemiiorom "O" ("O6") u oTBevaeT Ha Borpoc "o yem?"):

e 1puka3s (0 yem?) 0 cO3JaHUU KOMUCCUU;

e 1mpuka3 (0 yeM?) 00 yTBEPKICHUU ITATHOTO PACITHCAHMS;

e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HHPOPMALINH.
3aroyioBOK K TEKCTY 0opMIIsIeTCs 1O/] PEKBU3UTaMU OJIaHKa CJIeBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTALMS JOKYMEHTA COCTaBIISIETCSI aBTOPOM MPOEKTa
JIOKYMEHTA.
3aroJoBOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00bEM JIOKYMEHTA HE MPEBBIIIACT 4-5 CTPOK.

23. Tekct noKyMeHTa
JIOKyMEHTBI 001Ie00pa30BaTEIbHON OpPraHU3allii COCTABIIIOTCS HA TOCYAapCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoM.
TekcT MOKyMEHTa MOXXET COJAEpKaTh pas3jeibl, MMOAPa3Aeibl, MyHKTHI, OJIYHKThI, HyMEPYEMbIC
apabckuMu g pamu.
B npukazax TeKCcT JOKyMEHTa M3JIaraloT OT TIEPBOTO JIMIIA SAMHCTBEHHOTO YUCIIA («IIPUKA3BIBAKOY)
B nokyMeHTax KOJUIETHAIbHBIX M COBEHIATEIBHBIX OpPraHax OT TPEThEro JIMIA EAWHCTBEHHOTO
yucna: («cobpaHue... peunio)
TekcT mpoTOKONIAa W3JAraercs OT TPEThEro JIMIa MHOXKECTBEHHOTO 4Hcla («CIylaimy,
«BBICTYITHIINY, «ITOCTAHOBUJINY, «PEIIAINY),
B COBMECTHBIX MTOKYMEHTAaX TEKCT H3JIaral0T OT IEPBOTO JIMIAa MHOXXECTBEHHOIO YHCIIA!
(«TIpUKa3BIBACMY, «PEIIHITNY).
B nenoBbIx (ci1y:keOHBIX) MUCbMAaX MCIIONB3YIOTCS (hOPMBI U3TTI0KEHUS:

e OT IMEPBOrO JIMIIA MHOXKECTBEHHOTO 4YHcla («IIPOCHM HAlpaBUTh», IMPEJACTABISIEM Ha

paccMOTpEHHEY);

e OT TpeThero juia eauHcTBeHHOro umcia («Aamuuuctpanus OY Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TMEpBOTO JHIIA EIUHCTBEHHOTO UYHWCIa («CUUTAI0 HEOOXOAUMBIMY, «IIpeJiararo
PacCMOTPETHY).

[Tpu ynorpebnenuu B Tekcte (haMuUIuil U1 HHUIMABI YKA3bIBAIOTCS TOCTe (GaMIINN.
B nenoBbIX (CayKeOHBIX) NUCbMaX MOT'YT HCIIOIb30BATHCS:
e BCTYNHUTEIbHOE OOpalleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas cocnooca I[lemposa!
Yeaorcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesna!
Veaocaemvie cocnooa!

B oOpamieHnn 1Mo JOJDKHOCTH HAaWMEHOBAHHME JOJDKHOCTH TIHMIIETCS C TPOMUCHOW OYKBBI, B
oOpartiieHuu 1o (haMUITMF UHULIAATBI JINIA HE YKAa3bIBAOTCS.

e 3AKJIFOYMTENIbHAS dTUKETHAs (pasa:
C ysaoicenuenm, ...

CTpaHUIBl TOKyMEHTa HYMEPYIOTCS, HAUYMHAsl CO BTOPOT'O JIUCTA JIOKyMEHTa apaOCKUMHU IHdpamu
MOCEepeINHE BEPXHETO MOJIS.

TekcT MOKyMEHTa OTHENSIETCS OT 3arojioBKa JBYMs WM TPEMSI MEXIYCTPOYHBIMH HHTEpPBAIAMU
HCIIOJIb3YEMBIMHA B TCKCTC.

24. OT™MeTKa 0 IPUWIOKEHUH
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OTMeTKa O MPUIIOKEHHM HCIIONB3YyeTCs MpH O(GOPMIICHUM MHUCEM U MPHIOKEHUHA K IUIaHaM,
[porpaMmam, OT4eTaM, MOJIOKEHUSIM, ITpaBUiIaM, HTHCTPYKLIHUSIM U IPYTUM

JOKYMEHTaM.

B nucbmax oTMeTka o npuiiokeHuu oGopMIIsieTcs o TEKCTOM MHUCbMa Ha paccTosiHuu 1,25 cM oT
TPAaHMIIBI JIEBOTO NOJIA. ECiu npuitokeHre Ha3BaHO B TEKCTE IHCHbMA, B OTMETKE O IPHIIOKEHUU
YKa3bIBa€TCSl KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISIPOB MPUIIOKEHUS, HAIIPUMED:

Ilpunooicenue: na 3 1. 6 1 3k3.
[Ipy HanMuuM HECKOJbKUX NPUIIOKEHUIH, B OTMETKE O TMPWIOKEHUH OHU HYMEpYIOTCH,

YKa3bIBaAOTCSA HAUMCHOBAHHA KaXJAOro IIPUIIOKCHUA, KOJIUYCCTBO JIMCTOB HU KOJUYCCTBO
OK3CMILISIPOB, HAIIPUMCEP:

Ilpunooicenue:
1. Inan-epagux ... va 3 1. 6 2 3K3.
2. Cnpaska o noomeepaicoenuu pakma ooyyenus... Ha 1 1. 8 1 3x3.

Ecnu npumnoxxeHus: cOpoIIrOpoBaHbl, TO KOJUYECTBO JHCTOB HE yKa3biBaeTca. Eciau mpuioxeHue
HaIpaBJIsIIOT HE BO BCE YKa3aHHbBIC B JJOKYMEHTE aJpeca, TO OTMETKY O €ro HaJu4uu O(POPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 5x3. monvKo 6 nepaéwlil aopec.

Ha MMPUIIOKCHUAX K IIpaBUJIaM, HHCTPYKIUAM, IOJIOXKCHUAM, IJIaHaM, IIpOorpaMmamM, JOTroBOpam U
APYruM JOKYMCHTaM OTMCTKA O IMPHJIOKCHHUU IHPOCTABJISACTCA HA IICPBOM JIMCTC IIPHUIIOKCHUSA B
IIpaBOM BECPXHEM YTI'IIYy.

Ecnu nmpunoxkeHue oJHO, OHO He HyMmepyeTcs. Eciau npuiokeHui HEeCKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre nokyMmeHTa mpu MepBOM YIIOMHHAHUM JOKYMEHTA-TIPUIOKEHUS B CKOOKAaX yKa3bIBaeTCs:
... (mpwnoxenue) wiaM ... (MpujoxkeHue 1); mepen HOMEPOM NPHIIOKEHUS TOMYCKaeTCs CTaBUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTMmeTke 0 NMpUIIOKEHWU yKa3bIBaeTCsl HANMEHOBAaHWE BUAa OCHOBHOTO JTOKYMEHTa, €ro jJara u
HOMEp, Harpumep:

IIpunoocenue N° 2 k npuxazy MBOY Llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npuiioxeHueM K JOKYMEHTY (Hampumep, K MpUKazy) SBISETCS YTBEP)KAAEMBIH JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPaBOM YIJIy MPOCTaBISAETCS
OTMETKa O MPUIIOKEHUH, HI)KE — IpU( yTBEP)KICHUS, HApUMep:

Ipunoscenue
YTBEP)X/IEHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexkBuzura "OTMeTKa O MPHUIOKEHUU" JOJKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cormacoBaHusl JOKYMEHTA
I'pud cormacoBanusi JOKyMEHTa UCTIONIB3YeTCS MPU COTJIACOBAHUM JIOKYMEHTA C OpPraHaMu BIIACTH,
OpraHu3anusIMyu WK JODKHOCTHBIMU jumnamMu. OH cocrout u3 cioBa “COI'JTACOBAHO”,
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AOJDKHOCTH JIMIId, KOTOPBIM COIJIaCOBAH JOKYMCHT (BKJHO‘-IaH HanMCHOBAaHUC OpI‘aHI/ISaL{I/II/I),
JUYHOW MMOJNMUCH, pacin(pOBKHU MOAMUCH (MHUIIAATIOB, ()aMUJIMH) U IaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO

Lupexmop MBOY Illxona Ne 1238
HU.U. Heanos

01.12.2017

['pud cornacoBaHus B 3aBUCUMOCTH OT BHJIa JOKYMEHTA U OCOOCHHOCTEH ero 0(hOpMIICHUS MOXKET
IIPOCTABJIATLC:

e HA TIEPBOM JIUCTE JAOKYMEHTa (€CIH JOKYMEHT WMEET THUTYIbHBIN JIUCT, - Ha TUTYJIHHOM
JIUCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEpXKIACHUS WU I10]] HAMMEHOBAHHEM
JTOKyMEeHTa OJMKe K HIDKHEMY TIOJTIO);

e HA MOCJEIHEM JIUCTE JOKYMEHTA MO/ TEKCTOM;

e HA JIUCTE COTJIACOBAHMS, SBJISIOIIEMCSI HEOTHEMJIEMOH YaCThIO JOKYMEHTA.

Buemnee cornacoBaHue Takke MOXKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - IMHUCHBMOM,
MIPOTOKOJIOM, ITPHKA30M.
ITpumep:

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

26. Busa

CornacoBanne IpoeKTa JOKYMEHTa 0(hOPMIIIETCS] BU3OM.

Buza mpoctaBisieTcss COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIMM JIOKYMEHT, W BKIIOYAET B ceOs
HAaUMEHOBAHHME JOJDKHOCTH BH3UPYIONIETO, €ro JMYHYIO TOJIUCh, Paciu(pPOBKY IOAIMHUCH
(uHMLIMATBL, (AMUIIHIO) U AATy.

[Tpumep:

3amecmumens oupexmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcs MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro MPUIJIOKEHUH.

IIpy Hamuuuu 3amMeyaHui, JONOJHEHUWH K IPOEKTy JOKYMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yKa3aHUEM.

JUid [OKyMEHTa, MOJJIMHHUK KOTOPOTO OTHpPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
AK3EMILIApaxX JOKYMEHTOB, IOMEIAEMBIX B JEJIO.

JU1d 1oKyMeHTa, OJUIMHHUK KOTOPOT'O0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEro JMCTa MOAJUHHMKA JOKYMEHTAa WIM Ha IOCIEAHEM JIUCTE JOKYMEHTa IOJ
MOJTHCHIO.

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

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

Jlupexmop nuunas noonuce U.0.Damunus

Eciu noxkymeHnT odopmieH He Ha OnaHke, B HaMMEHOBaHUE JIOJDKHOCTH BKJIIOYAETCS
HaMEHOBaHME 00Ie00pa3oBaTeIbHON OpraHu3alnuu (MOJTHOEe Ha3BaHHWE LIKOJIbI). JlomyckaeTcs B
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pexkBusute "[lognuce MOKHOCTHOrO JuIa" IEHTPUPOBATH HAMMEHOBAHUE JOJDKHOCTH JIMIIA,
MOAMHUCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHHOM CTPOKH.

[Ipn moanucaHuu JOKyMEHTa HECKOJIbKMMH JOHKHOCTHBIMU JIMIAMU Pa3HBIX JOJKHOCTEM HX
MOAMKMCH PACTIOAraloT OJHY IO APYTrod B TOCIEIOBATEIHPHOCTH, COOTBETCTBYIOUIEH HepapXuu
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

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

IIpy mnoanucaHuM JOKYMEHTa HECKOJbKMMM JIMIAMH PaBHBIX [JOJDKHOCTEH MX MOJAINUCH
pacroyiaratoT Ha OIHOM ypOBHE.

B noxymMmeHTax, cOCTaBJIEHHBIX KOMUCCHEN, YKa3bIBAETCS CTATYC JIMIA B COCTABE KOMUCCHUU!
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBAaHMEM JIOJDKHOCTU ([IOOaBJIATH Kakue- JHOo
IIPUCTABKH).

Ecnm nupekrop wiaM HMHOE YIOJHOMOYEHHOE Ha IIOANMCAaHUE JOKYMEHTa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJIe3Hb, KOMaHAMPOBKA) MM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOATMCHIBAET  COTPYIHHMK, YIOJIHOMOYEHHBIM HAa  IOJAIMCAaHHE B  COOTBETCTBUH €
pacnopsAUTEIbHBIM JTOKYMEHTOM WJIHM HAJICJICHHBIN IIOJHOMOYUSAMH, YCTAaHOBJICHHBIMU IPUKA30M
uikoJibl uiu yapeaurens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U ITOJIHOMOYHMSL, HallpUMep:

3amecmumens oupekmopa noonucsv U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucs U.0. amunus
WK

u.o. oupexkmopa noonucv U.0. Damunus

PexBusut "lloanuchk AOMKHOCTHOTO JHIA" MOXET OBITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEeHTa (Hampumep, MpU HAMMCAHUM CIYyKeOHOH 3amucku 0e3 MPUMEHEHHs] TeXHUYECKUX
cpencTB) U060 0OPMIICH C UCTIONIH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmnenus pexBuszuta "llogmuch MODKHOCTHOTO Juna" ¢ HCHOJIb30BaHUEM
TEXHUYECKUX CPEJICTB BUJI U pa3Mep mpudTa yKazaHHOTO PEKBU3UTA HE MOXKET OTIUYATHCS OT
BHJIA M pa3Mepa mpuQTa OCHOBHOTO TEKCTa JOKYMEHTA.

PexBuzut "lloamuch MOJDKHOCTHOTO JHIA" OTACISIETCS OT TEKCTa TPeMs W  YeThIphMs
OJIMHAPHBIMU MEKyCTPOUYHBIMU HHTEPBAIAMHU.

28. [leuatp

[leyatp sBAsieTcss cnocoOOM MOATBEPXKAECHUS MOUIMHHOCTH MOANUCH JOKHOCTHOIO JIMIA Ha
nokyMeHTe. IledaTs cTaBUTCS Ha JOKYMEHTax B ClydasX, IPEAYCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH NPAaBOBBIMU aKTaMHU.

[ledats cTaBUTCA Ha CBOOOJHOM OT TEKCTAa MECTe, MPU STOM OTTHCK I€YaTH HE 3aXBaThIBACT
JUYHON MOAIMUCH JOHKHOCTHOTO JIMIA MOJIMCABUIETO JOKYMEHT, WM B MecTe, 0003Hau€HHOM
«MII» («Mecto meuatn).

B nokymeHTax, moAroTOBIEHHBIX Ha OCHOBE YHU(DHUIIMPOBAHHBIX (POPM, IIeUaTh CTAaBUTCS B MECTE,
o0o03HayeHHOM oTMeTKOo# "MII" unu uHBIM 00paszom.

29. OrMeTKa 00 UCIIOJHUTEIE
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Otmerka 00 ucnonHMTENe (aBTOpE) AOKYMEHTa MPOCTABISETCS HAa MUChMAx INKOJBI B JIEBOM
HVDKHEM YIITy JINIEBOM CTOPOHBI MOCIEIHErO JUCTAa JOKYMEHTA OT IPAHMIIBI JIEBOTO IOJI UIIU, IPU
OTCYTCTBUH MECTA, - Ha 00OPOTHOM CTOPOHE BHU3Y CIIEBA.

OTmMerka BKIIOYaeT (aMHIIMIO, UMs, OTYECTBO WCIOJIHMTENSI M HOMEp ero TeieoHa, a TaKke
OTMETKA OO0 HCIIOIHHUTEIE MOKET JOIMOJIHATECS HAMMCHOBAHUCM JOJDKHOCTU W 3JICKTPOHHBLIM
aZipecoM HCIOJIHUTES.

IIpumep:

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

30. OTMeTKA 0 3aBEpEHUN KON

JI1st mOATBEPKIAEHUSI COOTBETCTBUS KOMUU (BBIMUCKA U3 JIOKYMEHTA) MOJJIMHHUKY JIOKYMEHTa Ha
MOCJICTHEM JINCTE KONMWUU (BBIMMCKKA M3 JIOKyMEHTa) moj pekBuszutoM "lloamuce" odopmisercs
pekBU3HUT «OTMETKA O 3aBEPEHUU KOTTHI.

OTMeTKa O 3aBEpEHHMHM KOIHMHM BKJIKOYAET: CJIOBO «BepHO», HauMEHOBaHUE JOJDKHOCTH JIMIIA,
3aBEPUBIICTO KOMHUIO, COOCTBEHHOPYYHYIO IOANHKCH, paciii@poBKY TOMMUCH (HMHHUIIHAIIBI,
(dbamMunio), 1aTy 3aBepeHus KOMUHU JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEPCHHHM KOIMHW» MOXET OBITh OQOpMICHA OT pPYKH WIA C
HCITOJIb30BaHUEM IITaMIIA.

Jonyckaercs 3aBepsATh Kax/bli JUCT MHOTOCTPAHUYHON KOIHUH JTOKYMEHTA.

31. OrMeTKa 0 IOCTYIUIEHHUH TOKYMEHTA

OTMeTKa O TOCTYIUIEHHH JTOKYMEHTa COJAEPKUT BXOMISIIUNA PEruCTPAllMOHHBIM HOMEp W AaTy
MOCTYIUIEHUs JOKyMeHTa. JlomyckaeTcsi yka3aHWE 4YacOB M MHUHYT TOCTYIUICHUS JIOKYMEHTa C
3aBEPEHUEM TOMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 IOCTYIIJICHUU JOKYMEHTa MOXKET MPOCTABIIATHCS C UCIIOJIB30BAaHUEM IIITAMIIA.

32. Pesomronus
Pesouroniust coepkuT ykazaHUE 1O MCIOJHEHHIO JoKyMmeHTa. OHa odopmisieTcs Ha CBOOOIHOM

MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0si: pamMHUInio, MHUITUAIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TopydeHue 1o
JOKYMEHTY, TIOJIITUCh aBTOPA PE30JIOIUHU U JIaTy 0(OPMIICHHS PE3OJTFOIIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOIIET0 MOpyYeHHe, MOXKET BKIIOYaTh B ceOsl TakKe CPOK
HUCIIOJTHCHU A )IOKYMeHTa.
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