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OBIIME ITOJIOXKEHUA

1.1. Hacrosmas MHcTpyKIus mo AEIONPOM3BOACTBY B ILIKOJE pa3paboTaHa B COOTBETCTBUU C
®denepanbHbIM 3aK0HOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccutickoit ®eneparuu', "T'OCT
P 7.0.97-2025. Haumonanpubeiii crangapt Poccuiickoit @enmepammu. Cucrema CTaHIApPTOB 10
uHpopmanuy, OuOIMOTEYHOMY M  HU3JaTelbckoMy neny. OpranuzalioHHO-PacHopsauTeNbHas
nokyMeHTarus. TpeGoBaHus K OQOPMIICHHIO TOKYMEHTOB", a Takxke YCTaBoM 00I1e00pa3oBaTeIbHOM
OpraHM3alMi ¥ JAPYTMMH HOPMAaTUBHBIMM  TpaBOBbIMH  akTamu  Poccuiickoii ~ ®enepanum,
pErylaMeHTUPYIOUTUMU JEATEIHHOCTh 0011e00pa30BaTeIbHBIX OpraHu3aliil.

1.2. lannas WHCTpyKuIMs IO JAETONMPOM3BOJACTBY B IKoje (nmamee - MucTpykuus) oOo3Hadaer
npaBuiia MOATOTOBKU U O(GOPMIIEHHUS JOKYMEHTOB B 00II€00pa30BaTENbHON OpraHU3ally, ONpeaesseT
CTaHAapThl O(QOPMIICHHUS PEKBU3UTOB, OJAHKOB JIOKYMEHTOB, COCTaBJICHHUS IPUKA30B, IMOJIOKECHHM
MHCTPYKLIMH, a TaKkKe perjaMeHTHpyeT (opMupoBaHHE Ae1 M MX TEKyllee XpaHEHHE, MOJATrOTOBKY
JIOKYMEHTOB U JIe] K Iepeaaue Ha apXUBHOE XpaHEeHUE B 00111e00pa30BaTeIbHON OpraHU3alllu.

1.3. UHCTpyKIMS O IEIONPOU3BOJICTBY pa3padoTaHa B LEJISIX YCTAHOBICHUS €AMHBIX TpeOOBaHUI
K TIOATOTOBKEe, 0O0pabOTKe, XpaHEHUI0 U UCIHOJIb30BAHUIO O00pa3yloIIMXCi B JEATEIBHOCTH
0011e00pa30BaTeIbHON ~ OpPraHM3alldd W TOCTYMAIIIMX B  IIKOJIY JOKYMEHTOB, a TakKxke
COBEpIICHCTBOBAHUA M TOBBIIIEHUS J(PGEKTUBHOCTH JEIONPOU3BOJICTBA  0011e00pa30BaTEeIbHOM
OpraHH3aIUH.

1.4. Tlonoxenus WHCTpYKIMHM pacHpOCTPaHSAIOTCA Ha OpPraHU3aluio paboThl C JOKYMEHTaMHU
HE3aBUCHMO OT BHJIa HOCHUTENS, B TOM YHCIE C JJIEKTPOHHBIMU JOKYMEHTaMH, BKIIFOYAsl MOATOTOBKY,
00paboTKy, XpaHEHHE U  HUCHOJIb30BaHHWE JOKYMEHTOB, OCYHIECTBISEMBIMH C  TOMOIIBIO
WH(OPMAITMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, METOAMYECKOE PYKOBOACTBO, COBEPIIEHCTBOBAaHUE JEIONPOU3BOJICTBA U
KOHTPOJIb 32 COOJIOICHNEM HacToAIeH NHCTPYKIINK B IITKOJIE OCYIIECTBIISIET OTBETCTBEHHBIH 32 BelEHUE

JEJI0NPOU3BOACTBA.
1.6. IlpaBa u 00s13aHHOCTH PAaOOTHUKOB, OCYIIECTBISIFOIINX pabOTy C TOKYMEHTaMHU B CTPYKTYPHBIX
noJpasJieieHusix ~ o01eo0pa3oBaTelbHOM  OpraHM3allid,  YCTaHABIMBAIOTCA  JOJDKHOCTHBIMHU

WHCTPYKIUSMH U IPHUKA30M JHPEKTOPA.

1.7. CBenenus, conepxaiyecss B JOKYMEHTaX, MOTYT OBITh HCIOJBb30BaHbI TOJBKO B PabOYMX
LEeIsIX B COOTBETCTBUU C IOJHOMOYMSMHU COTpYIAHHMKA, paloTaromiero ¢ JokymeHTamu. Paborta c
JOKYMEHTaMH BHE IIOMEIIEHUH IIKOJbl He jgomyckaercd. [Ipu yTpare AOKYMEHTOB HPOBOAMTCS
ciyxeOHasi IpoBepKa.

1.8. Tlpu yxome B oTmyck, nepeBoje (IepeMelleHuu) Mo padoTe WM B ClIydyae YBOJIbHEHUS
COTPYAHUK 00s513aH NepeiaTh BCe HAXOASIIMECS Y HEro JOKYMEHTHl HHOMY COTPYJIHHKY, OTIPEICIEHHOMY
B COOTBETCTBUHU C yKa3aHHEM HEMOCPEJICTBEHHOTO PYKOBOAMTENS YBOJBHSEMOIO, YXOJSIEro B OTIYCK
WJTU TIEPEBOIAIIErocs (TTepeMeniaeMoro) mo paboTe CoOTpyaHUKA.

1.9. UncTpykuus o0s3aTenbHa At COONI0IEHHS] BCeMU paOOTHUKAaMU IIKOJIbl. BHOBb MPHUHATHIE Ha
paboTy COTpYIHUKH, B JODKHOCTHBIE 0053aHHOCTH KOTOPBIX BXOIHT BEJCHHUE JOKYMEHTAINH, B TCUCHUE
TpEX paboumx THEH co THS M3JaHMA NMPHKa3a 0 Ha3HAUYCHUH HA JTOJKHOCTD JIOJIKHBI OBITh O3HAKOMIICHBI
¢ HacTosmed MHCTpyKIuen 1moj mouchk.

2. MPABWIA MOATOTOBKHA U O®OPMJIEHUSI JOKYMEHTOB

2.1. B JeqaTeNbHOCTH IIKOJBI CO3JAeTCS KOMIUIEKC OPTaHHW3AI[MOHHO PACIIOPSIATEITbHBIX
JOKYMEHTOB: TIPHUKa3bl, IMOJOKEHMS, TpPaBUIIa, HHCTPYKLHMH, PETJIaMEHTHI; MPOTOKOJbI 3aceJaHui
(coBemaTenbHBIX, KOOPAMHALMOHHBIX, 3KCIIEPTHBIX M Jp. OPTaHOB), aKThl, aHAIUTUYECKUE CIPABKH,
JMOKJIaTHBIE U CIYXEOHbIE 3alUCKHU, JOTOBOPBI (KOHTPAKTHI, COTJIANICHHs), IelioBasi (ciryxeOHas)
nepenucka M JIp. COCTAaBIAIOTCS UM OQOpPMIISAIOTCA  CleHUalbHbIE JOKYMEHTBI, CBSI3aHHBIE C
TUTAHUPOBAHUEM OO0pa30BaTEIbHON ACSITENTFHOCTH U OCYIIECTBICHHEM XO3SHCTBEHHBIX MEPONPHUSATHH,
BeJICHHEM Y4eOHO-TIeJarOrMuecKoro ydera, OpraHu3alued IeONpOM3BOACTBAa 0011e00pa3oBaTebHOMN
OpraHu3aIyy, 00ecreyeHrneM OyXTralTepCKOro y4era.



2.2. JlokyMeHTBI MOTYT CO3[1aBaThCsi Ha OyMa)XHOM HOCHUTEJIE M B JJIEKTPOHHOU (opme ¢
COOJIIOJIEHHEM YCTAHOBJIEHHBIX IIPaBUI 0POpMIICHUS TOKyMEHTOB. [IpH co3iaHum JOKyMEHTa Ha JBYX U
0oJsee cTpaHMIIaX BTOPYIO U MOCJIEAYIOINE CTPAHULIBI HYMEPYIOT.

2.3. Homepa cTpaHull IpOCTaBISIOTCS MIOCEPEINHE BEPXHETO IMOJI JOKYMEHTa Ha PAacCTOSHUM HE
meree 10 MM oT BepxHero kpas jucra. JlomyckaeTcs co3gaHue JOKYMEHTOB Ha JIMIIEBOH M 0OOPOTHOM
CTOPOHAX JIUCTA.

2.4. Ilpu ABYCTOPOHHEM CO3aHUU JOKYMEHTOB IIMPUHA JIEBOTO IOJISl Ha JIUIIEBOM CTOPOHE JIHCTa U
IIPaBOTo I0JIs1 Ha 00OPOTHOM CTOPOHE JIMCTA JOJKHBI OBITh PaBHBI.

3. PEKBU3UTHI JOKYMEHTOB

3.1. Jlns peKBU3UTOB JIOKYMEHTOB, CO3/1aBaeéMbIX B 0O0IIE0Opa30BaTENBPHON OpraHU3aluy,
yCTaHaBIWBAIOTCS NpaBmia u Tpedoanus B coorserctBuu ¢ [[OCT P 7.0.97-2025.

3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIPEIEIISICTCS €r0 BUIOM U Ha3HAYCHUEM.

3.3. Ilpu mnonroroBke u O(GOPMICHUM JOKYMEHTOB B IIKOJIC WCIIOJB3YIOTCS CICIYIOIIUE
PEKBU3HTHI:

—KOJ (pOpMBI TOKYMEHTA;

— HAMMEHOBAHUE IITKOJIBI,

— CIIPaBOYHBIC JaHHBIC O IIKOJIE;

— HaMMEHOBaHME BUA JOKYMEHTA,;

- JlaTa JJOKyMEHTA;

— PerHCTPAIIMOHHBIN HOMEP JIOKYMEHTA,

— CCBIJIKA Ha PErHCTPALMOHHBI HOMEP U JIaTy IOKYMCHTA,

—MECTO COCTaBJICHUS (M3aHUs) JOKYMEHTA,

—ajpecar;

—Tpud YTBEPKICHUS JTOKYMEHTA,

—3aroJIOBOK K TEKCTY;

—TEKCT JIOKyMEHTa;

—OTMETKa O MPUIIOKEHHH;

—Trpud coriacoBaHus JOKYMEHTA;

- BH34,;

— TTO/IITHCH;

—OTMETKa 00 2JIEKTPOHHOM MOAIKUCH;

—11eYarh;

—OTMETKa 00 UCIIOIHUTEIIE;

—OTMETKa O 3aBEPCHUH KOITNH;

— OTMETKa O MOCTYIUIEHUU JOKYMEHTa;

—PEe30ITOITHSL.

4. BJAHKHU JIOKYMEHTOB

4.1. JlIokyMeHTHI, cO3/1aBaeMbie B 00111€00pa30BaTEIbHOM OpraHu3anuu, 0GOPMIISIOTCS Ha OJlaHKaX,
U3TOTOBJICHHBIX HA CTaHIApTHBIX JUcTax Oymaru ¢dopmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaOJIMILIbI, CXEMBI, CMETHI) JOMYCKaeTCsl OQPOPMIISITh C HCIOIb30BAaHHEM
dopmara A3 (420x297mMm). JIOKyMEHTBI, COCTaBIAIOLINE BHYTPEHHIOIO MEPENUCKY, 0(OPMIAIOTCS Ha
CTaHJapTHBIX JucTax Oymaru popmara A4 (210x297 mm) 6e3 ucnonab30BaHus OJIAHKOB.

4.2. Kaxxaplit mucT JOKyMeHTa, O(hOpMIICHHBIA Ha OJlaHKe WK 0e3 HEero, IOJHKeH MMETh MO He
MEHee:

-20 MM - 11eBOE;

-10 MM - mpagoe;

-20 MM - BepxHeg;

—-20 MM - HIKHee.



4.3. JlokyMeHThI JIuTeNbHBIX (cBBImIE 10 J1€T) CPOKOB XpaHEHHUs JOJKHBI UMETh JICBOE IOJIE HE
MeHee 30 MM.

4.4. Buspl 071aHKOB JOKYMEHTOB, IPUMEHSAEMBIX B ILIKOJIE:

—0oO1ui OJIaHK;

—OJIaHK IIHCHhMA;

—OJIaHK KOHKPETHOTO BUa JOKyMeHTa (0JaHK MpHKa3a, OJaHK pacropsHKeHHs, OJIaHK TPOTOKOJIA U
7p.)

4.5. OOpa3npl pa3pabOTaHHBIX W TPUMEHSEMBIX B IIIKOJIC OJIAHKOB TOJJICKAT BKIIOYCHHUIO B
MHCTPYKILHUIO TIO JICJIONPOU3BOJCTBY 00IIE00pa30BaTeIbHOW OpPraHU3allMM B KA4eCTBE MPHIOKEHHUN
(mpunoxenue 3 Ha 3 TUCTaX).

5. IIPUKA3bI

5.1. Ilpukazamu O0GOpPMISIOTCS pEHIeHHs] [0 ONepaTHUBHBIM, OPraHU3allMOHHBIM, Y4YEOHBIM,
KaJIpOBbIM (IIpHIIOKEHHE 2 Ha 9 ucTax) U IpYyruM BOIIPOcaM pabOoThI MIKOJIBL.

5.2. TIpoekTel TNPHUKA30B TOTOBAT OTBETCTBEHHBIC KCIIOJHUTEIN HA OCHOBAHUU TOPYYCHUI
JUPEKTOpa, €ro 3amecTuTenei. [IpoekTel MpUKa30B MO JMYHOMY COCTaBY TOTOBUT CIHELUATIUCT IO
Kajjpam.

5.3. B mpukasax TekcT uznaraercs oT rnepBoro nuna exuactBeHHoro yucna («[IPUKA3BIBAIOY).

5.4. Tekcr mnpukasa MOXET COCTOSTb M3 JBYX 4YacTel: KOHCTaTtupymouleil (mpeamOynbl) u
pacnopsiANTEIbHOM.

5.5. B koHCTatmpyromeld 4YacTH KpaTKO W3JIAraloTcs IeMu | 3agadd, (akTel W COOBITHS,
MOCIIYKUBILIME OCHOBAaHUEM /I M3JaHus npukaza. OHa MOXeT HauuHaThcs cioBamu "B nensax", "B
cootBercTBUM", "Bo ucnonuenue", u 1.1. Ecau npukas u3gaercsa Ha OCHOBAHUU JIPYrOro JOKYMEHTa, TO B
KOHCTaTHPYIOIIEH YacTH YKa3bIBa€TCs HAUMEHOBAHME JTOrO JIOKYMEHTa, €ro J1aTa, HOMEP U 3aroJIOBOK.
[IpeamOyna B mpoekrax npuka3oB 3aBepmiaercs cioBoM «I[IPMKA3BIBAIO», koropoe mneuaTtaercs
3aryiaBHIMU OyKBaMH.

5.6. PacmiopsmuTenbHast 4acTh JOJDKHA COJIEPXKATh MEPEUYHCICHHE NPEIHChIBAEMbIX JCHCTBHH C
yKa3aHUEM HUCHOJHMUTENS KaXAOro JEHCTBHS U, NpPU HEOOXOAUMOCTH, CPOKOB HCIIOJIHEHHS.
PacniopsiiutenbHas 4acTb JENUTCS Ha MYHKTBI M MOANYHKTBHL, KOTOpPbIE HYMEPYIOTCS apabCKUMH
udpamu. [leiicTBUS OJJHOPOJAHOTO XapakTepa MOT'YT ObITh IEPEUHCIIEHBI B OJTHOM ITYHKTE.

5.7. B KxadecTBe HCIIOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENN JAUPEKTOpa, IMpeaceaTesNd WM
PYKOBOJUTENN pabouux rpymi (KOMUCCH).

5.8. Ecnin mpuka3 u3MeHseT paHee U3aHHBIN JOKYMEHT (ITyHKTHI JIOKYMEHTA), TO OJIMH U3 MTyHKTOB
pacropsAUTENbHOM YacTH TEKCTa JIOJDKEH COJAEp)KaTh CChUIKY Ha H3MEHSEMBbIH JOKYMEHT (ITyHKTbI
JIOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpPa U 3arojioBKa.

5.9. Eciu mpuka3z OTMEHseT AEHCTBHE paHee H3AaHHOIO JOKyMEHTa (IIYHKTOB JOKYMEHTa) C
ONpeeNIeHHON JaThl, TO OAMH W3 IMYHKTOB pPacCHOPSAUTEIbHOW 4YacTH TEKCTa JOJKEH HAaYMHATHCA
cinoBamu "lIpusHaTe yTpaTHUBIIMM CHIly...", najee yKa3bIBaTbCsl JaTa, HOMEpP M 3arojoBOK paHee
M3JIaHHOTO JOKyMEHTa (IIyHKTa JOKYMEHTA), a TaKXe J1aTa, ¢ KOTOpOW oTMeHseTcs ero aeiicteue. Ecnu
JaTa HE yKa3zaHa, TO JCWCTBHE paHee M3/IaHHOrO JOKyMeHTa (MyHKTHI JOKYMEHTa) OTMEHSETCS C JIaThl
M3JIaHUs] HOBOT'O IIPHKa3a.

5.10. Ecnu npuka3 oTMEHSIET paHee W3IaHHBIN JOKYMEHT C MOMEHTA U3JIaHUs, TO OJMH U3 MYHKTOB
pacropsAUTEIbHOM YacTH TEKCTAa JIOJDKEH HAYMHATBCSA ciaoBaMHM "OTMEHHTH..." W yKa3bIBaThCs JaTa,
HOMED M 3aroJIOBOK PaHee N3/1aHHOTO I0KYMEHTA.

5.11. Ecnu mpuka3 mpeanojaraercsi BBECTH B JCHCTBHME HE ¢ MOMEHTA €ro M3JaHus, HEOOXOIUMO
yKa3aTb CPOK BBeJIeHUs €ro B aelcTeue. [locieqHuil MyHKT pacnopsIuTENbHOM 4acTH MOXKET COAEepXKaTh
CBEJICHUS O JOHKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM IIpUKa3a.

5.13. Ilpuka3bl MOAMUCHIBAIOTCS TOJBKO JAUPEKTOPOM 00IIe00pa3oBaTeIbHON OpraHu3alluil WIN
pabOTHUKOM, UCTIOTHSIOIUM €r0 00s13aHHOCTH.

5.14. OTBeTCTBEHHOCTh 33 O0ECIEYCHNE CBOCBPEMEHHON M KAUEeCTBEHHOH IMOJITOTOBKH IMPOEKTOB
MPUKA30B U UX COIJIACOBaHHE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU W OpraHU3alUsSMU HECYT aBTOPHI
IIPOEKTa IIpUKa3a.



5.15. PerucrpanmoHHbie HOMEpa NPHCBAWBAIOTCS MPHKa3aM MO TMOPSIKY HOMEPOB B Mpesernax
KaJICHJapHOTO roJia.
5.16. Jlara peructpaiuu nmpukasa sBIseTCs 1aTOW ero MOIICaHusI.

6. IPABAJIA, ITIOJIOKEHUSA, UHCTPYKLIN

6.1. IIpaBusna — HOPMATHBHBIN aKT, ONMPEACISIOMNN MOPSAOK KAKOTro-T100 BUAA ESATEIbHOCTH,
YCTaHABJIMBAIOIIUI WIN 3alIPEILAIOIIUI ONPENEICHHOE IIOBEICHUE.

6.2. IlonoxeHne — HOPMATHBHBIN aKT, ACTATHHO PErIAMEHTUPYIOIINI MPABOBOM CTATyC, MOPSIIOK
OpraHu3aliy U NpoLeNypy KaKoro-a1u0o BUa e TeIbHOCTH.

6.3. MHCTpyKIMsT — HOPMATUBHBIA aKT, M3/1aBacMblii B ILIENAX Pa3bACHEHHUS M OINpEEIeHUs
HopsiIka TPUMEHEHHUS COOTBETCTBYIOLIETO HOPMATHUBHOTO aKTa JHOO C IENbI0 yKa3aHWs HOPM O
crioco0ax BBINOJIHEHH ONPEAEICHHBIX onepanuil (eicTBuil).

6.4. IlpaBuiia, MOJIOKEHHsI, UHCTPYKLIUHU TPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJa JIOKyMEHTa) Ha
VYnpasisonieM coBere, 3aceanusax [Ipodcoro3HOro KoMuTeTa MIKOJIBI U YTBEPXKIAIOTCS JUPEKTOPOM.

6.5. IlopsimOK MOATOTOBKM TMPOEKTOB MPABUJI, IMOJIOKEHHS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
HOPSIKY MOATOTOBKU IPOEKTOB MPUKA30B 00111e00pa30BaTeIbHON OpraHnu3alum.

6.6. TekcT mpoeKTa TMONOKEHWsS, NMPaBWI, WHCTPYKIMH II€YaTaeTCss Ha YUCTOM JIHCTE Oymaru
dbopmara A4.

6.7. OTIUYUTENBHBIMU XapaKTEPUCTUKAMH TEKCTOB TIPABHIL, TIOJI0KEHUS, UHCTPYKIIUHU SIBIISTIOTCSL:

—TOYHOCTb NPUMEHSEMBbIX (POPMYITUPOBOK 0O€3 HCHOJIB30BAHUS CJIOB M IOHATHH, MMEIOLIUX
MHO>KECTBEHHBII CMBICIT;

—HCIIOJIb30BAaHUE KOPOTKHMX IPEJIOKEHUH, OOLICNPUHATBIX BBIPAKEHUH U CBS30K, IpH
HEOOXOIMMOCTH - IPEABAPUTEIHHOE OIPEeNICHIE NCTIONb3yEMBIX IOHATHH, COKpaIlleHnid, ab0peBuaryp;

— OIIMCAaHKE BCEX BO3MOXKHBIX BApUAHTOB COOBITHI U COOTBETCTBYIOLMX UM BAPHAHTOB JICHCTBUH,
T.€. IIOJIHOTA MPECTaBIIEHUsI HHPOPMAIUY;

— CTPYKTYpPUPOBAHHOCTb ~TEKCTAa C LENbI0 JIOCTH)KEHHS HAWIydlled I10CIe0BaTEIbHOCTH
U3JI0KEHUS MaTepHuaa;

—MMHUMHU3AIUsI TEKCTa C TMOMOIIBI0 NpUMeHeHUs 0000mmeHnit (0030poB IIPEAIIOIaracMbIX
JefCTBUI) U IPUMEHEHNE TIepeyrCclIeHuH (3a/1a4, 3TaloB, YCIOBUHM U T.1.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pazpabaThIBaeMbIX NMPaBUJI, OJIOKEHUS, HHCTPYKLIUU
- TEKCT JOKyYMEHTa JEJIUTCS Ha IJIaBbl, IYHKTbl W TOMIIYHKTHI. [J1aBbl JOJKHBI MMETh Ha3BaHUS.
Hywmeparus npousBoautces apabckuMu uppamu.

7. MTIPOTOKOJI 3ACEJAHUS (COBEILLLAHUS)

7.1. TIpoTokonl — AOKYMEHT, B KOTOPOM (UKCHUPYETCS XOA OOCYKIEHUS BOMPOCOB U TPUHATHUS
pelieHnit Ha cCOOpaHusIX, COBEIIAHUAX, KOH(PEPEHIUAX U 3aceJaHUsIX KOJUIErHalbHbIX OPIaHOB.

7.2. TIporokon 3acemanus (coBemiaHus) - (majee - MPOTOKOJ) O(OPMIISETCS HA YHCTOM JIUCTE
Oymaru gopmara A4.

7.3. PekBu3uT - "TekcT qokyMeHTa". PEKBU3UT COCTOUT U3 JABYX YACTEH: BBOJHOW M OCHOBHOM.

7.4. Bo BBOJTHOH qJacTH YKa3bIBAKOTCSA WHUIAAIIBI, havmun Hu JOJKHOCTHU
MpeICeAaTeIbCTBYIONIET0, CEKpeTaps, MPUCYTCTBOBABIINX HA 3aCeAaHUU U, MPU HEOOXOAUMOCTH, JIHII,
MIPUTJIANIEHHBIX Ha 3ace/laHne (COBEIIaHue).

7.5. BBogHas dYacTh MPOTOKONA 3aKAaHYMBACTCS TMEPEYHEM pPACCMATPUBAEMBIX BOIPOCOB,
MEPEYUCIICHHBIX B MOPSJIKE WX 3HAYMMOCTH C YKa3aHMEM JOKJIaT4HKa M0 KaXJAOMYy paccMaTpuBaeMOMY
Borpocy. Bonpocsl popmynupyrores ¢ npemiorom "O" ("O6"), nedaTaroTcst OT TpaHULBI JIEBOTO TOJS U
HYMEPYIOTCSI apaOCKUMH U pamMu.

7.6. OcHOBHasi 9acTh MPOTOKOJA COCTOUT W3 Pa3JEOB, COOTBETCTBYIOIIUX PACCMATPHBACMBIM
BOIPOCAM U UX HyMEpaLUH.

7.7. TekcT MpOTOKOJAa H3JAaraercsi OT TPEThEro JiMla MHOXKecTBeHHoro uucna (“cmymanu",
"BpicTynm", "moctanoBuan", "pemuan').



7.8. TIpOoTOKOI MOANMKMCHIBACTCS JIMIIOM, MPECEAATSIIbCTBOBABIIIMM Ha 3aceaHUU (COBEIIAHKH), U
cekperapém 3acenanus (COBEIIaHMS).

7.9. Tlpu OTCYTCTBMU CEKpeTaps 3acelaHus, B TOM YHCIE TNPU NPOBEACHUH OICPATUBHBIX
COBCILAHUH, TOIYCKAETCS MOAMMUCAHUE MPOTOKOJIA TOJBKO MPEICeAATEIbCTBYIOIINM.

7.10. TekcT mpOTOKONA MOJDKEH OBITH MOATOTOBJICH HE TO3JHEE TpeX THEH cO JHS 3acelaHusl.
[TpOeKThI COOTBETCTBYIOIIMX MYHKTOB MPOTOKOJIA BU3UPYIOTCS JIOJDKHOCTHBIM JIMIIOM OTBETCTBCHHBIM 3a
MOJITOTOBKY.

7.11. JlaTa mpOTOKOJIa JOJDKHA COOTBETCTBOBATH JIHIO TIPOBEICHUS COBEIIAHUS (3acCeIaHus).

7.12. Komuu MPOTOKOJIOB PACCHUIAIOTCS 3aWMHTEPECOBAHHBIM OPTaHHU3AIUSAM U JIOJDKHOCTHBIM
JUIlaM B COOTBETCTBHUU C yKa3aTeJeM PACCBUIKH, KOTOPBIM COCTaBISET CEKpeTapb 3acelaHus
(coBenianus).

8. INTAH

8.1. [Tman — JOKYMEHT, YCTaHABIUBAIOIINN NIEPEYCHb HAMEUCHHBIX K BBIITOJHCHUIO MEPOIIPUSATHH,
UX MOCJIEIOBATEIBHOCTD, 00bEM, CPOKH, OTBETCTBEHHBIX HCITOTHUTEIICH.

8.2. Ilman odopmusercs Ha nucre Oymaru Qopmara A4 C HCIONB30BAHUEM CIEAYIOLIUX
PEKBU3HUTOB:

—HAMMCHOBAHHE IIKOJIBI,

—rpud yTBEPXKICHUS JOKYMEHTA;

—JaTa JOKYMEHTA;

—peruCTpaIMOHHbBIN HOMEP JOKYMEHTA;

—HAaMMCHOBAHHE BUJIa JOKYMECHTA,;

—3aroJI0BOK K TEKCTY;

—TEKCT JIOKYMEHTa;

—HAaMMEHOBAaHHE JOJKHOCTH;

—TOMHUCH.

—8.3. PexBU3UT — "TeKCT JOoKyMeHTa" opopmiisieTcs B Buje Tabauibl ¢ rpadamu:

—HOMep MyHKTAa IUIaHa;

—HaMMEHOBaHHUE MEpOIIPUATHS;

—CPOK HCTOJIHEHHUS;

—HCTIOJIHUTENb;

—IpUMeYaHue.

9. OTYUET

9.1. OTuer — AOKYMEHT, COJEPIKAIIUN CBEJICHHUS O pe3yabTaTax IEsATeIbHOCTH 3a ONpeIeIeHHBIN
IIEPUOJT BPEMEHH, BBIIIOJIHEHUH MEPONPUATHH, IOPYUYEHNH, 3a/IaHA, TIJIaHOB.

9.2. Otuertsl, mpenocTaBisieMble B OpraHbl IOCYJapCTBEHHOW BiacTh (B TOM YHCIE B OpraHbl
TOCYJapCTBEHHON CTATUCTHKH) W WMEIOIINE YCTAHOBJICHHYIO MPAaBOBBIMH aKTaMH TOCYIapCTBEHHBIX
opraHoB (opmy, c03/1al0TCsl IO YCTAHOBJIEHHOM rocyiapcTBEHHBIMU OpraHamMu (popme U B onpeieIEHHOM
UMM TTOPSIIKE.

9.3. Otu€rhl, TpeAOCTaBIsIEMbIE COTPYTHUKAMH MIKOJBI B XOZAE BHYTPEHHETO B3aMMOJICHCTBUSI,
CO3JAfOTCS 110 MTPABUIIAM, YCTAHOBIICHHBIM ISl CO3/IaHUS CITYKEOHBIX 3aIHCOK.

9.4. Otuersl odpopmisAtoTcss Ha jaucre Oymaru (opmata A4 ¢ HCIONB30BAaHUEM CIEIYIOLINX
PEKBH3HTOB:

— HAaMMEHOBAHUE IIKOJIBI;

— J1aTa JIOKyMEHTa;

— PEruCTPaLMOHHBIA HOMEP JTOKYMEHTA,;

— HaMMEHOBAHHUE BU/IA TOKYMEHTA,;

— 3aroJIOBOK K TEKCTY;

— TEKCT JOKYMEHTA;



— OTMETKA O MPUJIOKEHUU (IIPU HATTMUUN);

— HaUMEHOBAHUE JJOJKHOCTH;

— MOJIIUCH.

9.5. B Ttekcre oTuéta B 0053aTEIILHOM HOPSJKE JOIKHO COAEPIKATHCS YKa3 Ha JESTEIbHOCTb,
MEpPONPUSTHE, BBIJAHHOE [TOPYUEHUE, 3aJaHUE, IYHKT I1JIaHa, MOJUIeXKAIIUN BBIIIOJIHEHUIO, U PE3YJbTAT O
BBIIOJIHEHUM, B TOM 4YHCIE€ C YKa3aHHEM Ha COOJIIOJEHHE WM HapylIeHUEe HCIOJHUTEIbCKON
JUCLUIUIMHBI, YCTAHOBJICHHBIX CPOKOB HCIOJHEHHUS M HaJUIeXkallee IpeaocTaBieHue HHpopmaim,
HEOOXOJUMBIX MaTepuaioB (IPOEKTOB JOKYMEHTOB) COHMCIIOJIHUTENISAMHU (NPH Y4aCTUU HECKOIbKHX
HCTIOJTHUTEIICH).

10. MIMCBMO

10.1. [Tucpbma rOTOBATCS KaK:

—OTBETHI O BHINOJIHEHUH NOPYYEHUH BBILIECTOSIIIUX OPIaHOB UCIOJIHUTEIBHOM BIACTH;

—OTBETHI Ha 3aMPOCHI OPTaHU3AUI, TPEINPUATHIA M YACTHBIX JIHII;

—MHHUIMATUBHBIE TIHCHMA.

10.2. Cpok# MOArOTOBKH OTBETHBIX ITHCEM:

—C KOHKPETHOM aTOM HCIOJIHEHHUs], YKa3aHHOW B JIOKYMEHTE, - B YKa3aHHbIH CPOK;

—B COOTBETCTBHM C PE30JIOIMENH JUPEKTOpa U ero 3aMecTUTENIel Ha OCHOBAaHMM YCTaHOBJIEHHBIX
CPOKOB HMCIIOJTHEHHUS IOPYYEHUH, 3aIIPOCOB MJIH 0 PELICHUIO aBTOPa PE3OITIOIUH.

10.3. TekcTbl OTBETHBIX MHUCEM JOJKHBI TOYHO COOTBETCTBOBATH 3aJaHMSIM, 3a()UKCHPOBAHHBIM B
pesomorui. CpOKH TMOATOTOBKM WHHUIIMATUBHBIX IHUCEM ONPEACISIOTCS CaMOCTOSTEIBHO aBTOPOM
IpOEKTa MHUCbMa C y4€TOM HEOOXOAMMOCTH pPELIeHHs KOHKPETHBIX 3aJad U (WIM) B COOTBETCTBUHU C
TpeOOBaHUSMH 3aKOHOIATENILCTBA, TOPYYCHUSIMHU HETIOCPEICTBEHHOTO PYKOBOIUTEIIS.

10.4. TIucema meuaTaroTcss Ha OJlaHKE MUCbMa 00IIE00pa30BaTEIbHONM OpPraHMU3aALUU C YIIIOBBIM
pacIioioKeHUEeM PEKBU3UTOB.

10.5. JlomosHUTENbHO K pEKBU3UTaM OJaHKa MHUCbMa NOpU OQOPMIIEHHMHM IHCEM B IIKOJIE
UCTIONB3YIOTCS CIIEIYIOIINE PEKBU3HTHI:

—ajipecar;

—3aroJ0BOK K TEKCTY;

—TEKCT JIOKYMEHTa;

—OTMETKa O MPUI0KEHHH;

—BU34,;

—TOMHUCH.

—OTMeTKa 00 MCIIOJIHUTEIIE.

10.6. TIpu odopmieHnu MHICEMa Ha JIBYX W 0oJiee CTpaHUIaX BTOpasl M IMOCIEAYIONINE CTPAHHUIIBI
HYMEPYIOTCsI TOCEepPeIMHE BEPXHEro MOJIs JHCcTa apabCKUMU I pamH.

10.7. T[Tucbma MOAMKCHIBAET TUPEKTOP WM pAaOOTHHUKH, YITOTHOMOUYCHHBIE PHKA30M.

10.8. CnyxeOHble 3alMCKU

10.9. B mensx OCYIIECTBICHUS B3aMMOJEHCTBHSI MEXIY COTPYIAHHKaMH B paMKaxX BHYTPEHHETO
JOKYMEHTOO0OpOTa B IIKOJIE HPUMEHSIOTCS ciaykeOHble 3amucku. CiyxkeOHble 3alUCKU SBISIOTCA
CTIPaBOYHO-UH(POPMAIIMOHHBIMA TOKYMEHTaMHU. ABTOpPaMH CITY)K€OHBIX 3aIHCOK SIBISIFOTCS COTPYTHUKH
00111e00pa30BaTeIbHON OpraHnu3aluy.

10.10. CumyxeOHast 3amFiCKa MOYKET COCTABIIATHCS MO0 YKa3aHWIO PYKOBOJICTBA WIIM 110 WHUIIMATHUBE
KOHKPETHOT'O COTPY/AHUKA.

10.11. ITpu opopmiieHHH CITY>KeOHOH 3amicKu 0(pOPMITSFOTCS CIEAYIONINE PEKBUZUTHI:

—ajipecar;

—JaTa JOKYMEHTa;

—HAaMMEHOBAaHME BU/IAa JOKYMEHTA,;

—3aroJI0BOK K TEKCTY;

—TEKCT JI0KYMEHTa;

—OTMETKAa O MPUJIOKEHUH (TIPU HATTUYHH);



—HaMMEHOBAaHUE JOJKHOCTH;
—TIO/IITHCE.
10.12. CnyxeOHble 3aIMCKH MOTYT CO31aBaThCs HA OyMa)KHOM HOCUTENE M (WJIH) B DJIEKTPOHHOH

dbopme.
11. TOBEPEHHOCTb

11.1. [loBepeHHOCTh BBIIAETCA COTPYIHHUKAM IIKOJABI W Oo(opMmiseTcs 1o IpaBuiam,
YCTAaHOBJIEHHBIM HacTosuled WMHcTpykumeid st nuceM, ¢ Y4€TOM TpeOOBaHMM TIpakJaHCKOTO
3aKkoHoJaTenbcTBa Poccuiickoi denepaii ¥ HACTOSIIETO paszena.

11.2. TIpoeKT MOBEPEHHOCTH IMIOATOTABIMBACTCS W BU3HPYETCS COTPYAHHKOM, KOTOPOMY
JIOBEPEHHOCTH OYJ/IET BBIJIaHa, TTOCIIC YETO NepeaacTcs B KAHIIEISAPHUIO JIJIsl HAIIPaBJICHHUS Ha TOMHUCAHUE.

11.3. JIoBEpEeHHOCTH MOIMUCHIBACTCS AUPEKTOPOM WIIH JTUIIOM, OCYIIECTBISIONIUM €0 TTOTHOMOYHS
(MCTIONTHSOIIMM O0S3aHHOCTH ), M CKPEIUISAETCS NeYaThio 0011e00pa3oBaTeIbHOW OpraHu3alliy.

12. JOI'OBOPbBI, COTJIAIIEHU S, KOHTPAKTBI

12.1. JloroBopsl, cornamieHusi, KOHTPAKTHI (J1ajee - T0rOBOPHI) MOATOTaBIMBAIOTCS B COOTBETCTBUU
C TpeOOBaHUSAMHU TPaXKIAHCKOTO, TPYAOBOrO, OIOJDKETHOIO M HHOTO 3aKOHOAATenbcTBa Poccuiickoit
®Denepalliy, B 3aBUCUIMOCTH OT PETYIUPYEMBIX JOTOBOPOM MPABOOTHOIICHHH U 00S3aTENLCTB CTOPOH.

12.2. Tlpoekt [m0oroBOpa NOJATrOTABIMBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAaKTHBIM
YIPaBISIOUUM) C Y4ETOM HEOOXOIMMOCTH CBOEBPEMEHHOI'O U KQU€CTBEHHOTO 00ECIICUeHHU s UCTIOIHEHUS
CBOMX ITOJIHOMOYMH (00s13aHHOCTEH, PYHKIIMIA), [TOJTHOMOYUH HIKOJIBI B LIETIOM.

12.3. IlIpoekt pgoroBopa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPAKTHBIM
YIPAaBISIOUMM) COBMECTHO CO CIEUUATMCTOM, K (YHKUIUAM (IIOJHOMOYMSIM) KOTOPOIO OTHOCHUTCS
pELIEHNE BOINPOCOB, SBISAIOIIMUXCA MPEIMETOM JOrOBOpA, WM HHBIM COTPYJHUKOM IO HPSIMOMY
YKa3aHUI0 TUPEKTOpa 00I1eo0pa3oBaTeIbHON OpraHu3aliim.

12.4. HeoOxonuMasi Jjisl TOATOTOBKU MPOEKTa JOroBopa HHGOpMaIus coOMpaeTcsi OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABJISIOUIMM) B HOpSAAKE pabouyero B3aWMOAECHUCTBUS € YYETOM IpaBHII,
YCTaHOBJICHHBIX HacTosAIeH MHCTpyKIHEH.

13. IPUHIMUIIBI OPTAHU3AIIUU JOKYMEHTOOBOPOTA

13.1. B 10KyMeHTOOOOpOTE BBIAEIAIOTCS CIEAYIOIMEe JOKYMEHTONOTOKH: IOCTYMaroias
JIOKYMEHTaIus (BXO/A11as), OTIpaBisieMast JOKYMEHTalus (UCXOAsIast), BHYTPEHHSS TOKyMEHTAlIUs.

13.1. B cocraBe BXOAsfmel M HCXOAAMIEH JTOKYMEHTAllMM MOTYT BBIJCIATHCS JIOKYMEHTHI,
MOCTYIUBIIIAE U3 BBIIIECTOSIINX, MOIPSTHBIX, METUIIMHCKAX M JIPYTHX OPraHU3aIlNil, OpraHOB MECTHOTO
caMmoyITipaBJlieHHsI, 00paleHNus TpakaH.

13.3. OOpatenust rpaxaaH perucTpUpPYIOTCS U (QOPMUPYIOTCS B Jiela OTIAENBbHO OT JAPYTHX
JIOKYMEHTOB 00111e00pa3oBaTeIbHON OpraHu3aIiy.

13.4. B mxone 1ocTaBKa W OTIPaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEACTBAMHU MOYTOBOW CBS3H,
AJIIEKTPOHHOM CBSI3U, & TAKXKE IO CHCTEME AJIEKTPOHHOTO ToKyMeHToobopoTa (nanee - CO/1). C momorbio
MIOYTOBOM CBS3M B 00111€00pa30BaTEIbHYI0 OPTaHU3aIUIO JOCTABISAETCS MMCbMEHHAsE KOPPECTIOHICHIINS B
BUJIC MTPOCTHIX MUCEM, 3aKa3HBIX MUCEM, TIOYTOBBIX KapTOUYeK, OaHAepoIeld U MEJIKUX MaKeTOB, a TaKKe
neyaTHbIE U3/1aHusl.

14. HEPBUYHAS OBPABOTKA NIOCTYHNAIOIIUX JOKYMEHTOB

14.1. ]JloxyMmeHTbI, IOCTyHAlwIIME B IIKOJIY, MEPEJAlOTC Ha PETUCTPALMI0 CEKpETapro
00111€00pa30BaTEIbHON OpraHU3AMK W TMPOXOIAT MEPBUYHYIO 00pabOTKY B JIEHb MOCTYIUICHHUS, MPH
NOCTYIUICHUU B Hepabodee Bpemsi - Ha cienymoomuil paboumii nenb. [Ipu nepBuuHOl 00paboTke
JOKYMEHTOB TPOBEPSETCS IMPAaBWIBHOCTh ajapecoBaHusd. OIMOOYHO TNOCTYNMBIIUE JOKYMEHTHI
NEePEChUTIAIOTCS TI0 MPUHATIC)KHOCTH MITH BO3BPAILAIOTCS OTHPABUTEITIO.



14.2. lokymeHTsI, moctTynuBiue ¢ orMetkamu "Cpouno", "Bpyunts Hememienno", "OnepatuBHo",
HE3aMe/UIUTEIbHO MPOXOJAT MEPBUYHYIO 00pabOTKY M JOKIAABIBAIOTCA JUPEKTOPY WM B CIy4ae €ro
OTCYTCTBUS — 3aMECTHUTENIO TUPEKTOPA MO HANPABICHHUIO 1EATEIBHOCTH.

14.3. TlocTynuBiIne TeaerpaMMbl MPUHUMAIOTCS MO/ MOJIKUCH C MPOCTABICHUEM JaThl U BPEMEHU
preMa, PETUCTPUPYIOTCS IO TEM Ke MPaBUIIAM, YTO U MMHCHMA.

14.4. DnexTpoHHbBIE COOOIIEHUS, aPECOBAHHBIC AUPEKTOPY MM HAIpPABICHHBIE B aapec IIKOJIbI,
pacrevaTsiBalOTC M JIOKJIAIBIBAIOTCS JTUPEKTOPY WM B CIIy4ae €ro OTCYTCTBHUS — 3aMECTHTEINIO
TUPEKTOpa.

14.5. DnexkTpoHHBIE COOOIICHUS, 3aBEPEHHbIC AIEKTPOHHOMN IOAIMUCHIO, MOUIekKAT 00paboTKe IO
IpaBUJiaM, MPEIyCMOTPEHHBIM ISl TOCTYMAOLIEH (BXOAAIIEH) TOKyMEHTAIUH.

14.6. TloctynmBiias (BXOjsIiasi) MTOKYMEHTALMsl PACIpENesieTCsl Ha PETUCTPUPYEMbIE M HE
MOJIeXKAIIIE PETUCTPAIIMH JOKYMEHTHI.

14.7. He moayexaT perucTparyu:

—IPUTIACUTEIbHBIC, TIO3IPAaBUTEIIBHBIC TUCHMA U TEJICTPaMMBL;

—OuUJIeTHI;

—IIJIaHbl ¥ IPOTPaMMbl CEMHUHAPOB, KOH(PEPEHIIUI U IPYTUX MOJOOHBIX MEPOTIPHUITHIA;

—JIOKYMEHTBI 110 OYXTalTepcKOMy y4eTy, MaTepUalbHO-TEXHUUYECKOMY 00€CTIeUeHHIO, MIIAHOBBIC U
(buHaHCOBbBIE TOKYMEHTHI, MOCTYMAOMIKE 6€3 COMTPOBOAUTENHHOTO MUCHMA;

—peKJIaMHbIe, KOMMEPYECKHUE MPEATIOKEHHUS, B T.4. MOCTYIHUBIIKE MO JIEKTPOHHOM MOUTe;

—IIeYaTHbBIC U3JAHUS;

—MHUChMa C IOMETKOM <«JIMYHOM.

15. PETUCTPALMSL, VUET U PACCMOTPEHUE PYKOBOJUTEJIEM
MOCTYNAIOIMX (BXOISIINX) JOKYMEHTOB

15.1. TloctynuBmme (BXOIALIME) AOKYMEHTBI PErHMCTPUPYIOTCS TOJBKO IIOCIE M IEPBUYHOMN
00pabOTKH M HE3aBUCUMO OT CIIOCO0a MX JIOCTaBKH.

15.2. Perucrpanus — npocTaBieHUE B HUKHEM IIPaBOM YTy NEPBOTO JIUCTA JOKYMEHTa OTMETKH O
MOCTYIUIEHUU C YKa3aHHEM JaThl MOCTYIUIEHHUS W BXOJSIIETO PETUCTPALMOHHOIO HOMEpPA JIOKYMEHTA C
00s13aTeNIbHON 3aIUChIO B JKYypHAJl PEruCTpalluyl MocTynamoumei (Bxoasmeil) nokymenraun. CTpykrypa
PErucTpalioHHOT0 HOMEpa, MOCTYMAIOLIEro (BXOSIIET0) JOKYMEHTa, COCTOMT W3 €ro MOpPsSAKOBOIO
HOMeEpa U MHJIEKca JieJla TI0 HOMEHKIIAType Jies1 0011e00pa30BaTeIbHOM OpraHu3aIii.

15.3. Perucrpanus BceX IOCTYNMHMBIIUX (BXOISIINX) IOKYMEHTOB NPOHM3BOIUTCS B TIpeaeiax
o0I1ero JOKYMEHTONOTOKa. JIOKyMEeHTBI, MOCTYNHUBIINME B IIKOJY MO KaHajaM (aKCUMMIbHOU CBS3H,
00pabaThIBatOTCS U PErUCTPUPYIOTCS B OOIIEM MOPSIJIKE.

Texct nocTynuBIIei TenedoHOrpaMMbI 3alMCHIBAETCS B KypHaJle PETUCTpAIMH TeIePOHOTrpaMM U
revyaTaeTcs Ha JUcTe Oymaru JJis nepesayd Ha pacCMOTpPEHUE.

15.4. Tloctynaromue (BXOJsIIME) JOKYMEHTHI IIEpelaloTCsl Ha paCCMOTPEHUE PYKOBOJCTBY TOJIBKO
MoCJIe UX PETUCTPALMU U MPEABAPUTEIHHOTO PACCMOTPEHUSI.

15.5. JlokyMeHThI, MOCTYNMBIIHE B O0II€00pa30BaTeNbHYI0 OpraHM3alllio, MO BONpPOCaM, He
TpeOyIOIIMM  pacCMOTPEHHUS  AMPEKTOpa,  HANpaBIsAIOTCS  pAaOOTHUKOM  OTBETCTBEHHBIM  3a
JIEJIONPOU3BOJCTBO LIKOJIBI HETOCPEACTBEHHO NCIIOJIHUTEIIO 3ampoca.

15.6. /TupexTop B pe30IOLMH ONPEAEIAET UL, OTBETCTBEHHBIX 3a UCIIOJIHEHUE TOKYMEHTa, U JaeT
UM TnopydyeHue. PabGOTHMK OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO ILIKOJBI TeperaeT JOKYMEHT Ha
UCTIOJHEHHE.

15.7. TIognMHHMK JOKyMEHTa C Pe30JIoLMel pyKOBOIUTENS 00I1e00pa3oBaTeIbHOM OpraHu3alun
HAIpaBJIIETCS] UCIIOJIHUTEIIIO.

15.8. Ilpm HanmuyMM HECKOJbKUX HWCIOJHHUTENCH TOAJMHHUK JOKYMEHTa TMEepeaaeTcss TOMY
UCTIOJIHUTEIII0, KOTOPBIH B COOTBETCTBMM C YKa3aHUSAMHU I10 HCIOJHEHUIO SIBISIETCS OTBETCTBEHHBIM,
OCTaJIbHBIEC UCTIOJTHUTEIH MOIY4al0T KOO JOKYMEHTA.

15.9. IlouIMHHUK [OKYMEHTa, KOTOPBIM HCIIOJIHAETCS HECKOJIbKUMH JOJDKHOCTHBIMHU JIMIIAMU,
MOJIy4aeT OTBETCTBEHHBIN UCTIONHUTENb. OCTaIbHBIM HUCIIOIHUTEISAM TIepPeIaloTCs KOMUH.



15.10. HsroTtoBieHWe KONMUK JOKyMEHTa MJIA TepeJadd COMCIOJHUTEISAM OCYIIECTBISCTCS
cekperapeM o011e00pa3oBaTeIbHON OpraHu3aIiy.

15.11. Pe3omronust COACPIKHUT:

—yKa3aHue IO HMCIIOJHEHHUI0, COACpIKaIlee KPaTKOe ONMMCAHWE HEOOXOIUMOTO IS HCIIOTHCHUS
JICUCTBHS,

- yKa3aHUE Ha CPOK, B TEYCHHE KOTOPOTO JINOO JO UCTEUCHHUSI KOTOPOTO HEOOXOIMMO HCIIOTHUTh
MIpeANMCaHHOE JICHCTBHE,

— INYHYIO TIOJIITUCH aBTOPa PE30ITIOIINY;

— 1aTy TIPOCTABJICHUS PE30JIIOIIHH.

15.12. VYkazaHue Ha CpPOK, B TEYEHHE KOTOPOro JuOO 10 HMCTEYEHHS KOTOPOro HEOOXOIUMO
WCIIOJTHUTh TPEINUCAHHOE JCHCTBUE, MOXKET HE BBIPAKATHCS KOHKPETHOW J1aTOM M COJEp)KaTh
BBIPQXEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK" U T.II.

15.13. Pe3omronust MumeTcst Ha CBOOOTHOM OT PEKBHU3UTOB MECTE MEPBOTO JIUCTA JOKYMEHTA.

15.14. B cnyudae, korja pe3oJitolus aJpecoBaHa HECKOJIbKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 32
UCIIOJTHEHUE JIOKYMEHTa B LIEJIOM SIBIISIETCS COTPYAHUK, YKa3aHHBIM TMEpBbIM (BEpXHUM), JITHOO
COTPYJIHUK, B OTHOIIICHUH KOTOPOTO CJIEIaHa TIOMETKA O TOM, YTO OH SIBJISICTCS OTBETCTBCHHBIM.

16. OPTAHU3AIIUA PABOTbBI C OTITPABJISAEMBIMUA (MCXOASAIIIUMUN)
JOKYMEHTAMMU

16.1. [Jlo mpemocTaBieHUS MPOEKTAa OTIPABIAEMOro (MCXOMAALIETO) JOKYMEHTAa Ha IOAINUCH
JUPEKTOPY WM MHOMY YHOJHOMOYEHHOMY B YCTQHOBJICHHOM IMOPSIKE Ha MOANUCAHHUE JMIY OCHOBHOM
UCTIOJIHUTENb TIPOBEPSET MPABUIBHOCTh O(POPMIICHHS OTIIPABISEMOTO (MCXOSIIET0) AOKYMEHTa Ha
COOTBETCTBUE TPeOOBAaHUAM HacTose MHCTpyKIuH.

16.2. Tlpu mMOATOTOBKE OTIPABISAEMOTo (MCXOJSIIEro) JTOKyMEHTa KaK OTBETa Ha TOCTYHMHBIIUH
(BXOIAIIMI) TOKYMEHT UCIIOTHUTENb IPUKIIAAbIBAET K OATOTOBICHHOMY MPOEKTY BXOJAIINNA JOKYMEHT.

16.3. TIpoeKThI OTIIpaBIsIeMBIX (MCXOSIINX) JOKYMEHTOB C YU4ETOM COOIIOICHUS] YCTaHOBICHHOTO
B PpE30JIOLMU CpPOKa HCIOJHEHUS IIEPENaloTCsd  OTBETCTBEHHBIM  HCIOJIHUTENEM B OTAEI
JIEJIONPOU3BOJICTBA (KaHLIESPUSL, CEKpeTaph) IIKOJIbI IS HAallpaBJICHUs Ha MOIHCAHHE.

16.4. TlommucaHHble OTHpaBisieMble (MCXOJIAIINE) JTOKYMEHTHI, TEpeNaroTcsi pabOTHHUKY
OTBETCTBEHHOMY 3a JI€JIONPOU3BOJICTBO IIKOJIbI, KOTOPBIH OCYIIECTBIIIET MPOBEPKY KOMIUIEKTHOCTH U
COOTBETCTBUS KOJMUYECTBA HK3EMIUIIPOB OTIPABISAEMOrO (MCXOASIIET0) JOKYMEHTa CIIUCKY PACCBUIKH, a
TaK)Ke€ MPaBUILHOCTh OOPMIICHUSI TOKYMEHTA COTJIACHO HACTOSIIEH HHCTPYKLIUU.

16.,5. B ciyuae HapymeHHss KOMIUIEKTHOCTM MJIM COOTBETCTBHMSI KOJMYECTBA, a TaKkKe
MPABUJIBHOCTH OQOPMIIEHHUS TOKYMEHTA COTJIACHO HACTOSIENH MHCTPYKIIMU OTIpaBiiseMble (MCXOASIINE)
JOKYMEHTbl ~ HE€3aMeJUIMTEIbHO  BO3BpAINAIOTCS  paOOTHHKAMU  KAHLEISPUHM  OTBETCTBEHHOMY
UCIIOJTHUTENI0O WM B CJly4ae OTCYTCTBUS OTBETCTBEHHOI'O HCIOJHHUTENS €ro HENOCPEICTBEHHOMY
PYKOBOJMTEIIO [l YCTPAHEHUS HAPYILIECHUH.

16.6. JlokyMeHTBHI TOCi€ WX TIOANMUCAHHUS IUPEKTOPOM WM HWHBIM YIIOJTHOMOYEHHBIM JIHIIOM
NepeaaTcs B KaHIEsApUIo 00111e00pa3oBaTebHOM OpraHu3aluy JUIsl PETUCTPAIMM U OTIPABKH.

16.7. Peructpanus oTnpaBiseMbIx (MCXOIAIINX) JOKYMEHTOB OCYILECTBIISAETCS MOCIE MPOBEACHUS
paOOTHUKAMHU KaHIEJSPUU, OTBETCTBEHHBIMH 3a JEJONPOU3BOACTBO, MPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHUSl KOJIMYECTBA DK3EMIUISIPOB, a TaKXe TMPaBWIbLHOCTE OQOPMIICHUS OTHPABIsSIEMOTrO
(MCXOMAIIET0) TOKYMEHTA.

16.8. Perumcrpamms co3gaBaeMbIX JOKYMEHTOB OCYIIECTBISICTCS B JIEHb MOJNHCAHUS WIN
YTBEpXKIEHHS 100 Ha CIeyIoIuil pabounii 1eHb.

16.9. CeneHust 0 PErHCTPUPYEMBIX OTIIPABISEMBIX (MCXOASIINX) JOKYMEHTaX BHOCSATCS B XKypHa
pPErUCTpaLMK OTIPABIAEMON (MCXOASIIEH) TOKYMEHTALUN.

16.10. PeructpamnoHHblii HOMEp U JaTa OTIPABISIEMOTO (MCXOIAIIET0) JOKYMEHTa TPOCTaBIISIOTCS
Ha TOJUIMHHUKE JIOKYMEHTa B pEKBU3UTax OJaHKa M Ha OK3eMIULIpe, OCTAIOMIeMCs B Jelne
00111e00pa30BaTEIbHON OpTraHU3aIIH.

16.11. CtpykTypa perucTpaliiOHHOIO HOMEpa OTIPABIIEMOro (MCXOMSALIETO) JOKYMEHTa COCTOUT
U3 €ro NMopsIKOBOro HOMEpa M MHAEKCA Jejia 10 HOMEHKIIATYpe A€ IIKOJIbI.



16.12. OTnpaBka TOKYMEHTOB ITPOU3BOIUTCS IIEHTPAITM30BAaHHO Pa0OTHUKAMH KAHIIETSPUH IITKOJIHI,
KOTOpBIE MPOU3BOJISAT UX COPTUPOBKY IO CIOCO0y OTHpaBieHUs (MpocTas, 3aKa3zHas, MEKIyHapoaHas U
Jp.)-

16.13. [TuceMma, TenerpaMMbl, OTKPBITKU, OAHIEPOJIH U MeYaTHBIC U3AaHUSI OTIPABIISAIOTCS ITOYTOM.

dakcorpamMMsbl 1 Telle(hOHOTPAMMBI ITEPEJA0TCA 10 KaHaIaM Tele(OHHOM CBA3H.

16.14. DnekTpoHHBIE COOONICHHS OTIPABISAIOTCS € O(PHUIIMATHHOTO IMOYTOBOTO 3JIECKTPOHHOTO
azpeca 0011e00pa30BaTENbHON OpraHu3aIug.

16.15. [Iucema, TenerpaMmbl, OTKPBITKH, OaHACPOIH, (haKCOTpaMMBbI, JJICKTPOHHBIE COOOIIECHNUS, HE
CBsI3aHHBIE C paboueil 1esTeNbHOCTHIO, K OTIPAaBKE HE TPUHUMAIOTCS.

16.16. JlokyMeHTHI, OTIIpaBIsIEMbIE CPEJCTBAMHU ITOYTOBON CBSI3U TIPOXOIAT:

—yIaKOBKY;

—angpecoBanue (IpH HANpPaBICHUU JIOKyMEHTa Ooiee yeM B 4 ajapeca) — B COOTBETCTBUU C
yKa3aTeJleM PacChUIKH, Ha KaXI0M SK3eMIUIIpEe MICbMa YKa3bIBAeTCS TOJIBKO OJMH ajipecar.

—IPOCTaBJICHHE CTOMMOCTHU TTOYTOBBIX YCIIYT;

—Iepenadyy B IOYTOBOE OT/ICIICHUE CBS3H.

16.17. Ilpu moAroTOBKE M OTIpaBKE MHCEM HEOOXOAUMO YYUTHIBATH MpPaBUIIA, YCTAHOBJICHHbIE
nprka3oM MuUHHCTEpCTBA U(PPOBOTO PA3BUTHS, CBSI3M W MACCOBBIX KOMMyHUKanuii PO ot 17 ampens
2023 r. N 382 "OG yrBep>xaeHuu IlpaBuit okazaHus yciayr OYTOBOM CBsI3U".

16.18. JlokyMeHTBI, OTIpaBIsieMbIe CPEICTBAMH TOYTOBOW CBSI3M B OAMH aApEC, BKIIAIBIBAIOTCS B
OJIMH KOHBEPT.

16.19. Hcxonsmme OOKYMEHTHI, MpenHa3HAUYE€HHBIC U OTIPABKU CPEACTBaMHU (HaKCHUMUIbHOU
CBSI3H, OTIPABISIOTCSA PAOOTHUKAMH KaHIIENIIpUH 00111e00pa3oBaTeIbHON OpraHu3aluu.

17. PABPABOTKA U BEAEHUE HOMEHKJIATYPbI JIEJI

17.1. JloxymeHTaJlbHBIA (OHA IIKOJIBI — COBOKYHMHOCTh JOKYMEHTOB, O0pa3yIOIIMUXCs B Ipolecce
€ro JesATenbHOCTH. JIOKyMEHTanbHBIH (OHJI IIKOJBI COCTaBISIFOT JOKYMEHTHI, CO3JaHHBIE B
0011e00pa30BaTeIbHOM OpraHu3ali U TOJyYeHHbIE €0 B pe3ysbTaTe B3auMOJICHCTBUS C OpraHaMu
TOCYJapCTBEHHON BIIACTH, OpraHaMHd MECTHOTO CAaMOYIPABICHHS, HOPUANYECKIMHA U (DU3NICCKHUMU
JHMLAMH.

17.2. HomeHnknartypa Jein sIBISI€TCS OCHOBOW ()OPMHPOBAHUS JTOKYMEHTAJIBLHOIO (OHJA IMIKOJIBI U
npeJcTaBisieT co0ol cUCTeMaTU3MPOBAHHBIN MEpeYeHb 3aroj0BKOB (HAMMEHOBAaHMI) A€, 3aBOAMMBIX B
IKOJIe, C yKa3aHHEeM CPOKOB MX XpaHEHHs, U O(QOPMIICHHBIH B COOTBETCTBHU C TPAaBOBBIMH aKTaMH,
pPEKOMEHIalMsAMI 1 METOJUYECKUMH yKa3aHusMU opraHoB Poccuiickoit deaepannu, yrnosHOMOUEHHBIX
B chepe rocy1apCcTBEHHOTO YIPABIICHHUS apXUBHBIM JIETIOM, JISIOTPOU3BOJICTBA U JIOKYMEHTO000POTA.

17.3. HomeHknaTypa Jies1 COCTaBIsIeTCsl HA OCHOBE M3YYEHUs MOJIOKEHUN, MHCTPYKLUH U TIPaBuL, a
TaKXe APYruX JOKYMEHTOB, PETJIAMEHTHPYIOIINX JESTEIFHOCTh 00Me00pa3oBaTeIbHON OpraHu3aliny, a
TaKKe HOMEHKJIATyp JeJ 3a MPEeIIeCTBYIOINE IoJbl U JOKYMEHTOB, 00pa3ylomuxcs B JEATEIbHOCTH
0011eo0pa3oBaTeIbHOM OpraHu3aluy.

17.4. HomeHnknatypa Jiel MCHONb3YyeTCs Ui TPYNIUPOBKM MCIIOJHEHHBIX JIOKYMEHTOB B Jea,
CHCTEMAaTH3allud M ydYeTa JeN, ONpPEeACTCHUs CPOKOB WX XPAaHEHUS W IOWCKA JOKYMEHTOB, SIBIISETCS
OCHOBOH ISl COCTaBIJIEHHs OMHUCEH JieN MOCTOSIHHOTO U BpeMeHHOTo (cBbimie 10 jeT) XpaHeHus, a Takxke
JUTSL ydeTa el BpeMeHHOTo (70 10 JeT BKIIFOUHTENbHO) XpaHEHHS.

17.5. HomeHnknaTypa J1e1 BBOJUTCS B IEHCTBUE MPUKA30M IO LIKOJIE.

17.6. HomeHkJaTypa Jied TOTOBHUTCS B TPEX IK3EMILIAPAX:

— JUTsl IOMEIIEHUS] B HOMEHKJIATYPHOE JIeJI0 U TIOCTOSSHHOTO XPaHEHHUS;

— JUT UCTIOJIB30BaHUs B pab0OTE OTZIETIOM JIEJIONPOU3BO/ICTBA (KaHTIESIprei );

— UL XpAaHEHHUS B ApXUBE IIKOJIBI.

17.7. 113 HOMeHKNaTypsl el LIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHHE MAEJIONpPOU3BOACTBA
OQOpPMIIAIOTCS BBIMUCKU IS KaXAOTO M3 TMOJPa3NeleHUi W OTIeNoB 00meo0pa3oBaTeIbHON
OpraHMU3aLUH.




18. ®°OPMUPOBAHMUE JAEJ U UX TEKYHEE XPAHEHHUE. IIOAI'OTOBKA
JOKYMEHTOB 1 JIEJI K IEPEJAYE HA APXUBHOE XPAHEHHUE

18.1. ®opmupoBanue Jen — rpyHNUpPOBKA HCIOIHEHHBIX IOKYMEHTOB B JieJla B COOTBETCTBHH C
HOMEHKJIATypOii Jie7 001eo0pa3oBaTeIbHON OPTaHU3aIMH U CUCTEMATU3alus IOKyMEHTOB BHYTPH Jiefia.

18.2. lena co nHs MX 3aBeACHUS 1O Mepefadd B apXUB IIKOJbI WM HA YHUUYTOKEHUE XPAHATCA 1O
MeCTy UX ()OPMHPOBAHUSI.

18.3. Ilpuwka3sl 1O OCHOBHOW, aIMHUHHUCTPATUBHO-XO3SHCTBEHHOH, Y4EOHO-BOCIIUTATEIBLHOMN
JESITeIbHOCTH IIKOJbI, TPYNIHUPYIOTCS OTAEIBHO OT MPUKA30B 0 JUYHOMY COCTaBY PabOOTHHUKOB U TIO
JUYHOMY COCTaBYy 00ydaromuxcs (yJanuxcs/BOCITUTAHHUKOB).

18.4. Ilepenucka rpynnupyeTrcss 3a NEpUOJA KaJlGHIApHOTO ToJa M CHUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKOH MOCIIE0BATEILHOCTH.

18.5. IlpoBepka HAJIMYMS U COCTOSIHUS JOKYMEHTOB U JIEJI IPOBOJUTCS MIPU MEPEMEIIEHUH Aell, IpU
BO3BpATe JIeJ, IPY PEOPraHn3aluH WM JUKBUIAUHN 00111e00pa30BaTeIbHON OpTraHU3allHH.

18.6. B apxumB o00meoOpa3oBaTeabHON OpraHM3anuy (Jajgee - apxXuB) TEpenarTcs Jena
MOCTOSTHHOTO, BpeMeHHoro (cBbimie 10 j1eT) cpokoB XpaHEHHS U TI0 TMYHOMY COCTaBy uepe3 3 roja mocie
rojia, B KOTOPOM JIOKYMEHTHI ObLIH ITOMEILIEHBI B JIEJIO Ha XpaHEHUE.

18.7. Ilepenaya TOKYMEHTOB B apXUB IPOU3BOIUTCS MO YTBEPKIACHHBIM OIHUCSM JIEIT.

18.8. [loaroroBka AOKYMEHTOB W JieJ K Iepeqadye Ha apXUBHOE XpaHEHHWE M Ha YHHUYTOKEHUE
npeaycMaTpUBAET:

—3IKCIEPTHU3Yy HEHHOCTU JOKYMEHTOB;

—COCTaBIIEHUE OMUCEH JIeJ 10 pe3yIbTaTaM IKCIEPTU3bI UX LIEHHOCTH;

—odopMIICHHE JIeIT;

—COCTaBIICHUE aKTOB HAa YHUYTOKEHHE TOKYMEHTOB U JIeJ C UCTEKIIIMMH CPOKAMH XPaHEHHUS.

18.9. DkcnepTr3a HEHHOCTH JOKYMEHTOB IOCTOSTHHOI'O M BPEMEHHOT'O0 XPaHEHMs OCYILECTBIISETCS
€XKEroJHO JHUIOM (IMIlaMH), HA3HAYEHHBIM TMPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHUE.

18.10. B ngeno momemniaercs He 6omee 250 auCcTOB (TOMIIMHA Jiea MPU STOM COCTaBIsieT He Oolee 4
cMm). [lpum OonbmIOM KOJWYECTBE JTOKYMEHTOB (OPMHUPYIOTCSA ToMa (4YacTu) jaena. BHyTpu mgema
JOKYMEHTBI PpacrojaraloTcsi B XpPOHOJIOTMYECKOM TMOpsIKE B COOTBETCTBMM C ONHUChIO. B nena
MIOMEIIAIOTCS TOJIBKO UCTIOIHEHHBIE, TPABHILHO O()OPMIICHHBIE JOKYMEHTHI.

18.11. JlokyMeHTBHl BHYTpPHU JieJla paclojararoTcs CBepXY BHH3 B XPOHOJIOTMYECKOH, BOIPOCHO-
JIOTHYECKOU TIOCIIE0BATEIFHOCTH WM UX COYETaHWH. PacmopsauTenbHbIe JOKYMEHTH TPYIIHPYIOTCS B
Jiefia 1o BUJIaM M XPOHOJIOTUHU C OTHOCSIIIUMUCS K HUM MTPUIIOKEHUSIMHU.

18.12. JInunbIe KapTOUYKH PAOOTHUKOB (POPMHUPYIOTCS B A€TI0 1O alihaBUTY (haMUITHIA.

18.13. Odopmienue paena mnpeaycMaTpuBaeT: O(OpMIIEHHE PEKBU3UTOB OOJIOXKKH Jeia IO
YCTaHOBIICHHOH (hopMe; HyMepanuio JIMCTOB B JIeJie KapaHalloM B BEPXHEM IPABOM YTIIy; COCTABIICHHE
BHYTPEHHEH ONHMCH JOKYMEHTOB Jefla, MOAIIMBKY M meperuier nena. Jluct OGombmioro ¢opmara,
NOJIINATEIA 32 OIMH Kpai, HyMepyeTcs KakK OJWH JIMCT B TPAaBOM BepxXHeM yriy. JlOKyMeHTBI ¢
COOCTBEHHOM HyMepaluel JTUCTOB, B TOM YHCJIe ITeYaTHbIE U3AaHUs, HYMEPYIOTCS B OOILEM MOPSIKE.

18.14. JIucTel 1ei, COCTOSIINX M3 HECKOIBKUX TOMOB HITH YaCTeH, HyMEPYIOTCS 110 KaXJI0OMY TOMY
WJIN YaCTH OTJENBHO.

18.15. Tlocne 3aBepmieHHs] HyMEpalMU JIMCTOB COCTABJSIETCS 3aBEpUTENbHAsl HAAIMCh, KOTOpas
pacrioylaraeTcsi B KOHIIE Jelia. 3aBepuTeNibHas HAIMMHMCh COCTABIISETCS B Jiefie Ha OTICIBHOM JIUCTe-
3aBepuTelie Aena.

18.16. B 3aBepuTenpHONW HaAMMCH OU(pPaMH U TIPOMHUCHIO YKa3bIBAETCS KOJMYECTBO JIUCTOB B
JTAHHOM JieNie. 3aBepuTeNlbHas HAIMHCh TOIMHUCHIBACTCS €€ COCTaBUTEIEM C yKa3aHWEM paciiu(poBKH
HOJINCH, JOJDKHOCTH U JaThl cocTaBiIeHus. Koln4yecTBO JUCTOB B Jejie MPOCTAaBIIAETCS Ha 00JI0XKKE J1ena
B COOTBETCTBUU C UTOTOBOI HAIHUCHIO.

18.17. PexBu3uT "CpoK XpaHeHHs jena" MEepPeHOCHUTCS Ha OOJOXKKY Jeia M3 COOTBETCTBYIOIIEH
HOMEHKJIATyphl JIeJ TOCJE€ CBEPKH €ro cO CPOKOM XpaHEHHUS, YKa3aHHbIM B IE€peUHE THUIOBBIX
JOKYMEHTOB WJIHM B MEPEYHE JOKYMEHTOB, 00pa3yloIUXcs B ACATEIBHOCTH (elepalbHOro OpraHa, ¢
YKa3aHUEM CPOKOB XpaHEHHUSI.



18.18. Ha nenax mocTOSTHHOTO XpaHEHUsI MUIIETCs: " XpaHUTh TTOCTOSIHHO".

18.19. Ilpuem gen MPOU3BOIAMTCS COTPYIHUKOM, YIIOJHOMOYEHHBIM Ha BEACHUE JIEATEILHOCTH
apxuBa, ¢ MPOCTABJICHHEM B JIBYX JK3EMIUIIpPAX OIMUCH JIeJI OTMETOK O HAIMYUU KaXJIOro nena (Ha
KaXJIOM 53K3eMIUISIPE OMKMCU YKa3bIBACTCS KOJIUYECTBO (DAaKTUYECKH MPHHATHIX JeJ, JaTa IpHeMa-
nepeaayn Jel, a TaKXKe MOAMUCH apXUBUCTA U COTPYTHHKA, IIEPEIABILIETO JIea.

19. BAKVIIOYUTEJIBHBIE ITOJIOKEHUA

19.1. Hacrosimas MHCTpYKIHS 11O JAETOMPOU3BOJICTBY SIBISIETCS JTOKAIBHBIM HOPMATHBHBIM aKTOM
o0mieo0pa3oBaTeabHON OopraHu3anuy, npuHuMaercs Ha O0uemM coOpanuu pabOTHUKOB U YTBEPXKIAeTCs
(BBOIUTCS B ICWCTBHE) MPUKA30M JTUPEKTOPa 0011e00pa3oBaTeIbHON OpraHu3aluy.

19.2. Bce u3MeHEHHsS U JOMOJIHEHUS, BHOCUMBIC B HACTOAIIYI0 WMHCTpyKINIO, 0GOPMIISIOTCS B
MMMCbMEHHOU (pOopMe B COOTBETCTBUU JACHCTBYIOIIUM 3aKOHOIATEILCTBOM Poccuiickoit deaepannm.

19.3. UHCcTpyKIHsS TO ACIOMPOM3BOACTBY B IIKOJIE TMPUHUMACTCS Ha HEOIPEICICHHBIN CPOK.
W3meHenus u JomnonHeHUs K HWHCTPYKIUMM TNPUHUMAIOTCS B MOpSANKe, MpeaycMoTpeHHoMm 1.19.1.
Hacrosme Mactpykuuu.

19.4. Tlocne mpunsTus WHCTpyKiuu (WM U3MEHEHHH M JOIMOJIHEHUH OTIENbHBIX HMYHKTOB U
pa3zienoB) B HOBOM peJaKIMK MPeabIayIIast peJaKiis aBTOMAaTUYECKU YTPAYUBAET CUTTY.



Ipunoosicenue Ne 1

ITPABHUJIA
OPOPMJIEHUA PEKBU3UTOB TOKYMEHTOB

1. Jlns DOArOTOBKM JIOKYMEHTOB TPUMEHSIETCS TEKCTOBBIM peaakTop, 00ecrnedrBaroLuii
TpeOoBaHUs TpadUIeCKOro BOCIIPOU3BEICHUSI PEKBU3UTOB JIOKYMEHTA.

2. Buzapl u pasmepsl ucmonb3yembix mpudrTos: Times New Roman — 12, 13, 14; Calibri 14 u
IPUOIM>KEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B Tabimumax, s oOecredeHHs JIydlled YUTAeMOCTH JIaHHBIX,
JI0ITycKaeTcs mpuMenenue mpudros Buaa Arial, pasmepos 12,13.

4. Jlnama3oH UCIOIB3YEMbIX MEKIYCTPOYHBIX HHTEPBAIOB: OT OJJUHAPHOTO JI0 ITOJIYTOPHOTO.

5. AG3aIHbIi OTCTYI TeKCTa TOKyMeHTa - 1,25 cm.

6. 3aroy0BKM pa3ieiioB U MOAPA3ICIOB MEUATAIOTCS ¢ a03aIHBIM OTCTYIIOM WJIM IIEHTPUPYIOTCS 110
HIMPUHE TEKCTA.

7. MHOTOCTPOYHBIC PEKBU3UTHI TICUATAIOTCS Yepe3 OJUH MEKCTPOUHBIA HHTEPBAI, COCTaBHBIC
YaCcTU PEKBU3UTOB OTICISIOTCS TOTIOJHUTEILHBIM HHTEPBAIOM.

8. Eciim TOKyMEHT TOTOBHTCS JUIsl M3/IaHUS C YMEHBIICHUEM MacliTada, TeKCT MevaTaeTcs uepe3
JIBa MHTEpBaJa.

9. UnTtepBan Mexny OyKBaMH B CIIOBax - OOBIYHBIN. VIHTEpBaI MEXIy CIIOBAaMH - OJIWH TPOOET.

10. TekcT moKyMeHTa BBIpaBHHBAETCA MO MIMPUHE JKMCTa (MO IpaHUIAM JIEBOTO U MPaBOro MOJei
JIOKYMEHTA).

11. Jlnuna caMoil JIIMHHOM CTPOKHM PEKBU3HTA MPHU YIIIOBOM PACIIONOKEHUU PEKBU3UTOB HE Oolee
7,5 cm.

12. JlnvHa camMod ANUHHOW CTPOKHM PEKBU3HMTA MPU MPOJOIHLHOM PACIONOXKEHHH PEKBU3UTOB HE
6onee 12 cm.

13. Kox ¢popmbl 1oKyMeHTa

Kox dopmbl 1okymMeHTa TIpocTaBiseTcss Ha YHU(DHUIIMPOBAHHBIX (DOPMAX TOKYMEHTOB, B OCHOBHOM
UCIIONIE3YEMBIX B KaJIpOBOM JOKYMEHTO0OOpOTe mKOIbl. Pacmonaraercst ko Gopmbl B MPaBOM BepXHEM
yriy pabodero mojst TOKyMEHTa, COCTOUT u3 ciioB "®opma mo" (HauMeHOBaHHE Kiaccudukaropa) u
1u(poBOro Koja.

Ipumep - @opma no OKY/[ 0301001.

14. HauMeHoBaHME MIKOJIBI

HanMenoBaHWe TIKOJBI JODKHO COOTBETCTBOBAThH HAWMEHOBAHHWIO FOPUIUYECKOrO JIHIIA,
3aKperIECHHOMY B €r0 yupeauTeIbHbIX JokyMeHTax (YcraBe o0meoOpa3zoBaTenbHOlN opranu3anun). [log
HAaUMEHOBAHHEM IIIKOJIBI B CKOOKaX YyKa3bIBaC€TCS COKpAICHHOEC HAaMMEHOBaHWE 00IIeoOpa3oBaTEIIbHOMN
OpraHu3aIuu.

Haj HanMeHOBaHHMEM IITKOJIBI - YKAa3bIBACTCS MOJTHOC HAMMEHOBAHHE BBIICCTOSIICH OpraHU3aIiH.

15. CpaBoyHbIe JaHHBIC O LITKOJIE

CrpaBoYHBIC JaHHBIE O IIKOJIE BKJIFOYAIOT B ce0s: MOYTOBBIM ajapec, HoOMepa TenedoHa, aapec
anektpoHHoi mouThl, (OI'PH), wuneHTH(UKAIMOHHBIA HOMEpP HAJIOTOIUIATENBIINKA/KOl TPUIHHBI
MOCTaHOBKU Ha Hayorosslit yuer (MHH/KIIIT).

16. HaumeHoBaHwe BH/IA IOKYMEHTA

PekBU3NT WCHONB3yeTCS IS YKa3aHWsl BUAA JIOKYMEHTA M PACIONIaracTcs I0J] PEKBHU3UTOM
«HaUMEHOBaHUE 001eo0pa3oBaTeIbHON  OpraHu3anun». HauMmMeHoBaHHMEe BHJAa JIOKyMEHTa He
YKa3bIBACTCS B MHChMaXx.

17. Jara nokymeHTa

JlaToii nokyMeHTa sIBIsSeTCS JaTa ero NoAmucaHus (MpuKa3, MHCbMO, 3allldCKa, akT U Jp.),
YTBEpXKACHUS (MHCTPYKIMS, TOJOKEHUE, TNpaBWia, pErJIAMEHT, IUJIaH, OT4YeT H Jp.), COOBITHS,
3a(pUKCUPOBAHHOTO B IOKYMEHTE (TIPOTOKOJI).

JlaTa MOKyMEHTa MPOCTABISAETCS TOJDKHOCTHBIM JIUIIOM, MOAMHMCHIBAIONIUM WIH YTBEPKIAOIINM
JOKYMEHT, WM NPU PETUCTPALUU JOKYMEHTA, WM HEMOCPEACTBEHHO COCTABUTEJEM NpU IMOATOTOBKE
JOKyMeHTa (ciayxeOHas 3amucka, 3asBJIeHue U JIp.).




JIOKyMEHTBHI, 3/1aBaeMbleé COBMECTHO C JPYTMMH OPTaHMU3ALMSMHU JTOJDKHBI IMETh OJHY (€AMHYIO)
Jaty.

Jary noxymenTa ohopMIIsIIOT apaOckumu 1udpaMu B MOCIEI0BATEIbHOCTH:

e IGHb Mecsla, Mecsl, rol. JleHp mMecsana u Mecsal oQOpPMIISIOT IBYMs mapamu apaOckux nudp,
pa3/ieIeHHBIMU TOYKOM; TO/ - YeTBIpbMs apabckumu nudpamu, Hanpumep, 01.12.2017. Byksa "r" mocie
udp He cTaBUTCS.

e IIPU CIIOBECHO-LIU(POBOM crI0co0€e 0(hOpMIICHHS 1aThI ICHb MecsIa yKa3bIBaeTCs Mapoi apadbckux

udp, roa 4eTeipbMs apadbckumu udpamu, Harpumep, 12 nekadbps 2017 .

18. PerucrpaniioHHLIH HOMEP JOKYMEHTA

PerucrpanmoHHbII HOMEp JOKYMEHTa IMPOCTABISACTCS B COOTBETCTBHH C CHCTEMOW PETHUCTpAIUH,
IIPUHATOM B ILKOJIE.

PerucrpainoHHBIN HOMEP IPHUCBAUBACTCS JJOKYMEHTY MOCJIE €ro Mo ucanus (yTBEPKICHNUA).

Cchbulka Ha PeruCTPallMOHHBIA HOMEp H JaTy JOKYMEHTa

Ccbuika Ha UCXOJSIINI HOMEp U J1aTy JOKYMEHTA aJIpecaHTa BKJIIOUAeT B ce0s perucTpalioOHHbINA
HOMEp M JIaTy JOKYMEHTa, Ha KOTOPBIA JTOJKEH OBITH JJaH OTBET.

19. Mecro cocraBienus (U3IaHMs) JOKYMEHTA
MecTo cocTaBieHUs WM U3JaHUS TOKYMEHTa - "Topo ..." - yKa3bIBaeTcsl Ha OJIaHKaX MPOTOKOJIOB
U aKTOB, COCTABJISIEMBIX B 00I11€00pa30BaTEIHLHOM OPTaHU3aAIUH.

20. Anpecar

B pexBusute "Anpecar” ucnonp3yroTcs opUIMaIbHbIE HAUMEHOBAHUS OPTaHOB IOCYapCTBEHHOM
U HCIOJIHUTENBbHOM BIACTH, OPraHoOB MECTHOIO caMoOylpaBieHusi, opranuzauuil. Jlomyckaercs
UCMOJIb30BaTh O(GUIMAIBHO TNPUHATHIE COKpAllleHHble HAMMEHOBAHUS OPraHOB TOCYJapCTBEHHOH WU
MCIIOJTHUTENIbHOM BJIaCTH, OPraHOB MECTHOT'O CAMOYTIPABJICHMsI, OpraHU3alui.

[Ipu agpecoBaHMM JOKYMEHTa JOJDKHOCTHOMY W YaCTHOMY JIMIy WHUIMANbBI CTaBSTCS IOCIE
bamuun.

IIpumep - Pykosooumenio OO0 «Cmpoumensy

Damunua U.0.

PexBusut "aznpecar" mpocTaBisieTcsi B BEpXHEH MpaBoi yacTu JOKyMeHTa (Ha OJaHKe ¢ yrjoBBIM
pacIoio’)keHNEeM PEKBU3UTOB) WM CIIpaBa MOJ PeKBU3UTaMU OyiaHKa (TIPH MPOJOIBHOM PACIOI0KEHUU
pexkBu3uTOoB OnaHka). CrTpoku pekBu3MTa "ajpecar" BbIPaBHMBAIOTCS IO JIEBOMY Kparo WU
LEHTPUPYIOTCS OTHOCUTENIBHO CaMON AJIMHHOM CTPOKH.

[Ipu appecoBaHuM JOOKyMeHTa 0Oe€3 yKa3aHHs JOJKHOCTHOIO JIMIAa HAaMMEHOBAHUS a/IpecaroB
MUIIYTCS B UMEHUTEIBHOM MAJIEKe, HAIpUMED,

Opeanvr cmamucmuxu 2opooa Lllaxmepcka

[Ipm agpecoBaHWUW JIOKYMEHTa PYKOBOIWMTEIIO OpPTaHHW3allMd HAWMEHOBAaHUE JIOJDKHOCTH
YKa3bIBAETCS B IaTEIHLHOM MaJIeKe, HaIPUMED,

T'enepanvromy oupexmopy OOO «H30arnuey

Damunus U.0.

[TouToBBIA aapec HE yKa3blBaeTcs B JOKYMEHTaX, HANpaBIsSEeMbIX B BBICIIHEC OpTaHbI
rOCy/IapCTBEHHOW BiacTH, (efepanbHbleé OpPraHbl WCIOIHUTEIBHON BIACTH U UX TEPPUTOPHAIBHBIC
OpTaHbl, OPraHbl TOCYAAPCTBEHHOW W UCTIOTHUTEILHOM BIIACTH, ITOCTOS MHBIM KOPPECTIOHICHTAM.

[Tpu agpecoBaHnM MUChMa B OPTaHU3AIMIO YKA3BIBAIOT €€ HAMMEHOBAaHUE, 3aT€M TIOYTOBBIN aapec,
HarpuMmep,

T'ocyoapcmeennoe  yupesicOoenue  Bcepoccutickuil — HAYYHO-UCCIE008AMENbCKULL  UHCIMUMYM
00KYMeHmMOBeOeHUs. U APXUBHO20 Oeld

Ipogpcorosnas yn., 0.82, llaxmepck, 286211



[Tpu anpecoBannu JOKyMEHTa (PU3HUECKOMY JIMITY YKA3bIBAIOT (DaMUITUIO U WHUILIUAJIBI TTOTyJaTes,
3aTeM IMOYTOBBINA aJIpec, HAIIPUMED,

Ilemposy U.I1.

IIpouseoocmeennas yi., 0.5, k6.12,

2. lllaxmepck, 286211

PexBusutr "Anpecar" He AOKEH coaepikarh Ooiiee derhipex aapecatoB. CioBo "Komus" mepen
BTOpPBIM, TpPEThUM, 4YETBEPTHIM ajpecaTamMu He ykasbiBaeTcs. Ilpu umcne aapecatoB Oonee 4-x
COCTABJISICTCSI CITUCOK PACCHUIKU JIOKYMEHTA.

Eciu 1OKyMEHT OTHpaBisieTCsl B HECKOJbKO OJHOPOJHBIX OpraHu3aluil WIM B HECKOJBKO
CTPYKTYPHBIX MOpa3esIeHII OpraHa UCTIOIHUTEILHON BIIACTH, TO OHU YKa3bIBAIOTCS 0O0OIIEHHO.

IIpumep:

Pyxosooumensim yupescoenuii CI10

20. I'pud yTBEpKIAEHNSI JOKYMEHTA

['pud yTBepkIEeHHUS] MPOCTABISIETCS B MPABOM BEpPXHEM yIiy JHoKkyMmMeHTa. CTpPOKH pEKBU3HUTA
BBIPABHUBAIOTCS I10 JIEBOMY Kpar0 WIH LICHTPUPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOU CTPOKHU. JIoOKyMeHT
YTBEPXKIA€TCS JTOJDKHOCTHBIM JIUIIOM (JIOJDKHOCTHBIMU JIMIIAMH) WU PACHOPSAIUTEIBHBIM JTOKYMEHTOM
(mocTaHOBIIEHHEM, PEIICHUEM, IIPUKA30M, PACTIOPSKECHUEM ).

[Tpu yTBepKIEHUU JOKYMEHTA JOJDKHOCTHBIM JIUIIOM TPU( YTBEPKICHUS JOJDKCH COCTOSITH W3
cnoBa YTBEPXJIAIO (6e3 kaBbIuek), HAMMEHOBAHUS JOKHOCTH JIUIA, YTBEPKIAIOUIET0 JOKYMEHT, €T0
MOIMTMCH, HHUIIAAJIOB, (DaMUJIMH U JaThl YTBEPKICHUSI.

[Ipumep:

VTBEP/[AIO

Lupexmop I'BOY « CPEJHAA LLIKOJIA Ne 18»

U.0. Damunus

21. lata

[Tpu yTBepKaeHUHU JOKYMEHTa HECKOIBKUMHU TOKHOCTHBIMH JIMIIAMHU UX MOAMUCH PAcToiararTcs
Ha O/THOM YpPOBHE.

[Tpu yTBepkIEeHUU NTOKYMEHTa PACIOPSIUTENBHBIM JTOKYMEHTOM Tpu( yTBEpKICHUS COCTOHUT U3
cioB YTBEPXJIEH (YTBEPXIEHO, YTBEPXJ/EHBI, YTBEPXJ/IEHA), cormacoBanHOro ¢
HAUMEHOBAHMEM BHJa YTBEP)KIAeMOI0 JTOKYMEHTa, HAUMEHOBAaHUS BHUJA JOKYMEHTa B TBOPHUTEIHHOM
nasiexe, ero JaThl, HOMepa.

ITpumep:

VTBEPXJ[EHO

npukazom I'BOY « CPE/[HAA LLIKOJIA Ne 18»

om 01.03.2020 Ne 57

22. 3aroioBOK K TEKCTY

3aroloBOK K TEKCTy - KpaTKOE€ COJep)KaHuEe JOKyMEeHTa. 3aroJioBOK K TEKCTy IpHKasza
dopmynupyercs ¢ npeasiorom "O" ("O6") u orBedaet Ha Borpoc "o yuem?"):

e IpuKa3 (0 4em?) 0 CO3JaHIUN KOMHUCCHU;

e nIpuKa3 (0 yemM?) 00 yTBEpKACHUU IITATHOTO PaCHHCaHUs;

e MUCHMO (0 yeM?) 0 IPEAOCTaBICHUH HHPOPMALIHH.

3aroyioBOK K TEKCTY 0popMIIsIeTCs IOJT peKBU3UTaMU OJlaHKa ClIeBa, OT TPAHUIIbI JIEBOTO MOJIS.

HaumeHoBanue (3arosioBok) Jn0O aHHOTAalMs JOKYMEHTA COCTaBIISIETCS aBTOPOM MPOEKTa
JOKYMEHTA.

3aroyioBOK K TEKCTY MOKET HE COCTABJIATHCS, €CIIM 00bEM TOKYMEHTA He TpeBhITIaeT 4-5 cTpok.

23. Tekct foKyMEHTa
JlokyMeHTBl 0011e00pa30BaTeIbHON OpraHU3alMi COCTaBJISIOTCS HAa TOCYJApPCTBEHHOM  f3BIKE
Poccuiickoit deaepanum — pyccKoM.




TekcT TOKyMEHTa MOKET COAep X aTh pa3lenbl, MOAPA3NeNbl, MyHKThI, TOAMYHKTbI, HyMEpYyeMbIe
apabckumu nudpamu.

B mpukazax TeKCT JOKyMEHTa M3J1araloT OT IEPBOTO JIMIA EANHCTBEHHOTO YHCIa («IIPUKA3BIBAIO)

B nokyMeHTax KoJUlerHajJbHBIX M COBEIIATEIbHBIX OpraHax OT TPEThEero JHIa €JUHCTBEHHOI'O
grcia: («CoOpaHHue... PEIIriio)

Tekct mpoTOKONa WH3MAraeTcss OT TPETbEro JMIA MHOMXXECTBEHHOIO 4YHcia  («CIyIIaany,
«BBICTYITHITN Y, «IIOCTAHOBUIINY, «PEIIUIINY),

B coBMECTHBIX MOKyMEHTaX TEKCT H3JaralT OT IEepBOr0 JIMIA MHOXKECTBEHHOTO 4YHUCIA:
(«IpUKa3bIBAEM», «PELINUIINY).

B nenoBbIx (ci1y>keOHBIX) MUChMaX UCIIOIB3YIOTCS (DOPMBI M3JI0KCHHMSL:

eOT TMEpPBOrO JIMIA MHOXXECTBEHHOTO 4HCIa («IPOCUM HamlpaBUTb», TMPEACTaBIsIeM Ha
PaccMOTpEHHEY);

e OT TPETHETO JINIIa eauHCTBeHHOTO yncna («Aamunuctpamus OV [kona Ne 1238 He Bo3paxaeT»);

e OT IIEPBOTO JIUI[A SUHCTBCHHOTO YHCTIA («CUUTAI0 HEOOXOAMMBIMY, «IIPEJIArard PACCMOTPETHY).

[Ipu ynorpebnaeHuu B Tekcte haMuIuil U1 HHUIMAIBI YKA3bIBAIOTCS TOCTe (GaMIIINU.

B 1enmoBeIX (cay»KeOHBIX) MUChMaX MOTYT HCIIOJIb30BAThCS:

e BCTYIHUTENbHOE O0paleHHE:

Yeaowcaemwiii cocnooun Hearnos!

Yeaowcaemas cocnoorca Ilemposa!

Yeaorcaemwviti Huxonaii Illemposuu!

Yeaoicaemasn Onvea Huxonaeena!

Yeaoswcaemvie cocnooa!

B oOpamennn 1mo AOKHOCTH HAaMMEHOBAHHME JOJDKHOCTH THINETCS C TPONMHUCHOW OYKBBI, B
oOparieHny 1o paMUINN HHULMATIB JINIA HE YKa3bIBAIOTCS.

e 3aKJIIOYMTEIbHAS STUKETHAs (pa3a:

C ysaoicenuenm, ...

CTpaHUIBl JOKYMEHTA HyMEPYIOTCS, HAYMHASI CO BTOPOTO JINCTA JOKYMEHTA apaOCKUMHU ITUppaMu
HOCePEIMHE BEPXHETO MOJIS.

TekcT MOKyMEHTa OTHENSIeTCS OT 3arojoBKa JBYMS MJIM TPEMs MEKIYCTPOUYHBIMH HHTEPBaJaMU
HCIIOJIB3YEMBIMH B TCKCTE.

24. OT™MeTKa 0 IIPWIOKEHUNA

OTMeTKa O MPUJIOKEHUH HCIIONB3yeTCs Mpu O(GOpMIIEHMH MHCEM M MPUIOKEHHH K TIUIaHaM,
porpaMMam, OTYeTaM, TOJIOKEHUSAM, TIPaBHIaM, HHCTPYKIUSM U APYTUM JOKYMEHTaM.

B nuchmax oTMeTKa 0 MpUIOKEHUH 0hOpPMIIIETCS MO TEKCTOM MHUChbMa Ha paccTosiHuu 1,25 cM ot
TPaHUIIBI JIEBOTO TOJsA. Eciu mpuiokeHue Ha3BaHO B TEKCTE€ MHUChMa, B OTMETKE O MPHIOKEHUU
YKa3bIBAETCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISPOB MPHUIIOKEHUS, HATIPUMED,

Ipunoosicenue: na 3 1. 6 1 ox3.

[Ipy HanMuUUU HECKOJBKUX MPWJIOKEHWH, B OTMETKE O TMPUIOKEHUH OHH HYMEpYIOTCH,
YKa3bIBAIOTCS HAMMEHOBAHUS KaXXJOI'0 NPUIIOKEHUS, KOJUYECTBO JIUCTOB U KOJUYECTBO 3K3EMIUISIPOB,
Hafpumep,

Ipunooicenue:
1. Inan-epagpux ... na 3 1. 6 2 9k3.
2. Cnpaska o noomeepaicoenuu pakma ooyuenus... va 1 1. ¢ 1 k3.

Ecnu npumnosxeHus: cOPOIIIOPOBaHbI, TO KOJIMYECTBO JIMCTOB HE yKa3bIBaeTcs. Eciu mpuioxeHue
HAIpPaBIIIOT HE BO BCE yKa3aHHbIE B JIOKYMEHTE aJpeca, TO OTMETKY O €ro Haluuuu OQOpPMIISIOT
CIEeIYIOIHUM 00pa3oM, Halpumep,

Ipunoosicenue: na 3 1. 6 1 ox3. monvko 6 nepauiti aopec.



Ha mpwiioskeHUsIX K MpaBuUiIaM, HHCTPYKIUSM, TIOJIOKEHUSM, IJIaHaM, IporpaMMam, J0roBOpaM |
JIPYTUM JIOKyMEHTaM OTMETKa O MPHJIOKCHHU POCTABIISICTCS HA MIEPBOM JIUCTE MPHIIOKCHHUS B TIPABOM
BEPXHEM YTIy.

Ecnmu npuinoxeHne oJHO, OHO He Hymepyercs. Eciin mpuiioKeHui HECKOJIbKO, OHU HYMEpYIOTCS
(mpunoxenue 1, npuioxenue 2).

B Tekcre mokyMeHTa mpH NEPBOM YIIOMHHAaHUH JOKYMEHTA-TIPUIIOKEHUSI B CKOOKAX YKa3bIBACTCS:
... (mpunoxenue) unu ... (mpuwioxeHue 1); mepes HOMEPOM MHPUIIOKEHHUS JTOMYCKAETCS CTaBUTh 3HAK
HOMeEpa: ... (mpuiokeHue N 2);

B oTmeTke O MpUIIOKEHUH YKa3bIBa€TCS HAaMMEHOBAaHME BHJA OCHOBHOTO JOKYMEHTA, €ro JlaTa H
HOMED, HarpuMep:

Ipunoosicenue N° 2 k npuxazy MBOY Ilxonra Ne 1238 om 08.06.2017 Ne 67 "

Ecnmu mpuinokeHueM K JTOKyMEHTY (Hampumep, K MpUKa3y) SBISIETCS YTBEP)KIACMbIH JTOKYMEHT,
(ToJTo’KeHHE, TPaBUIIa, MHCTPYKIIHS, PETJIAMEHT U JIp.) B BEPXHEM IIPABOM YTy MPOCTABIIAETCS OTMETKA
0 MIPHJIOKCHUHU, HIXKE — TPUQ YTBEPXKICHUS, HAIPUMED,

Ipunooicenue

YTBEPK/[EHO

npuxazom I'BOY « CPE/JTHAA [IIKOJIA Ne 18» om 08.06.2017 Ne 67

Bun u pasmep mpudta pexBusuta "OTMETKA O MPHUIOKEHUU" JODKEH COOTBETCTBOBATH BUAY U
pasmepy HipudTa TeKCTa JOKyMEHTA.

25. I'pud cornacoBaHus JOKYMEHTA

['pud cormacoBanmsi JOKYMEHTA MCIOJIB3YETCS MPU COTIACOBAHUU JIOKYMEHTA C OpPraHAMHM BJIACTH,
OpraHu3alUsIMU WK TOJKHOCTHRIMH auiamu. OH coctouT u3 ciosa “COI'JTACOBAHO”, nomxHOCTH
JUIa, KOTOPBIM COTJIAaCOBaH JOKYMEHT (BKJIIOYAas HAMMCHOBAHUE OPTaHW3AIWH), JIMIHOW TIOJITUCH,
pacuppoBKY MOANUCH (MHUIMAIOB, ()aMUIIUH) U IaThl COIJIaCOBAHMUSL.

[Tpumep:

COI'JTACOBAHO

Lupexmop I'BOY « CPE/IHAA IIIKOJIA Ne 18»

H.0. Damunusn

01.12.2017

I'pud cornacoBaHusi B 3aBUCUMOCTH OT BHJIa IOKYMEHTA U OCOOEHHOCTEH ero 0opMIEHHsI MOKET
IIPOCTABIATHCS:

e Ha TIEPBOM JIUCTE JOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJIHHOM JIUCTE) B
JIEBOM BEpXHEM YIJy Ha YpoBHe rpu¢a YTBEpXKACHUS WU 0] HAUMEHOBAaHHMEM JIOKyMEHTa OJnxke K
HUKHEMY TOJII0);

e Ha IIOCJIETHEM JIUCTE JOKYMEHTA MO TEKCTOM;

e Ha JINCTE COTJIACOBAHMUSI, SBIISAIONIEMCS] HEOTHEMIIEMOI YaCThIO JJOKYMEHTA.

BHemHee coriacoBaHue TakKe MOXET OBITh OCYIIECTBIEHO APYTUM JOKYMEHTOM - MHCHMOM,
IIPOTOKOJIOM, ITPUKA30M.

ITpumep:

COI'JTACOBAHO npuxazom J{O2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue IpoeKTa JOKyMeHTa 0(OPMIISIETCS] BU30M.

Buza mpocTaBnsieTcss cOOCTBEHHOPYYHO JIMIIOM, BU3HPYIOIIMM JOKYMEHT, W BKJIIOYaeT B ceOs
HAUMEHOBAHHE JTOJDKHOCTU BU3UPYIOIIETO, €r0 JUYHYIO MOMAMNUCH, PACIIH(PPOBKY MOAMUCH (MHUIUAIIEI,
dbaMuuio) u aaty.

ITpumep:

3amecmumens oupexmopa

U.0. Damunus



03.04.2024

JlonyckaeTcs MOIMCTHOE BU3UPOBAHUE JOKYMEHTA U €T0 MPHIIOKEHH.

[lpy HaymuMuM 3aMedaHuil, [JONOJHEHMH K IPOEKTy JOKyMEHTa BHU3a JOIOJHSETCS
COOTBETCTBYIOILIUM YKa3aHHUEM.

JUi1  NOKyMEHTa, HOUIMHHUK KOTOPOIO OTIPABISAIOT W3 IIKOJBI, BHU3bl IPOCTABISIOTCS Ha
IK3EMILIIpaxX JOKYMEHTOB, IOMEIAEMBIX B JEJI0.

JUis 1oKyMeHTa, MOAJUHHUK KOTOPOI'0 OCTAeTCsl B ILIKOJIE, BU3bl COTJIACOBaHMS IPOCTABIISIOTCS Ha
000poTe MOCIEAHEro JUCTa IOJJIMHHMKA JOKyMEHTa WM Ha IOCICIHEM JHCTe IOKYMEHTa IIOJ
HOJMHUCBIO.

27. Iloanuce
[Toanuch BKIIOYAET: HAMMEHOBAHWE JIOJDKHOCTH  JIMIIA, IOJIHUCABIICTO  JIOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOIHCH; PACIIU(PPOBKY MOIMUCH (MHULIAAIIBI, (haMIIIUS ):
[Ipumep:
Jlupexmop nuunas noonuce U.0O.Pamunus

Ecim  nokymeHnT odopmieH He Ha OllaHKe, B HAaWMMCHOBAaHHE JOJDKHOCTH BKIJIFOYACTCS
HAaUMEHOBaHME O00I11e00pa3oBaTEIbHON oOpraHu3anuu (MOJHOE Ha3BaHUE MIKOINbI). Jlomyckaercss B
pexkBusutre "[lognmuck ODKHOCTHOTO Juna" IEHTPUPOBATH HAMMEHOBAHWUE JOJDKHOCTH  JIMIIA,
MOJIMUCABIIETO IOKYMEHT, OTHOCUTENILHO CAMOM IJTMHHOU CTPOKHU.

[Tpy moanucaHuM JTOKYMEHTa HECKOJBKUMHU JOJKHOCTHBIMH JIMIIAMHU PA3HBIX JODKHOCTCH HX
MOJAMUCH paCHojaraloT OJHY TWOJ JPYyroi B TMOCIEIOBATENLHOCTH, COOTBETCTBYIOUICH HepapXuu
3aHUMAEMOM TOJKHOCTH.

ITpumep:

Jlupexmop nuunasn noonuce 1.0.D.

3amecmumens oupexmopa auynas noonucsy M.0.D.

[lpy nOANMCAHWUU JTOKYMEHTa HECKOJBKHMHU JIMIIAMH PAaBHBIX JOJDKHOCTEH WX TOIIMKUCH
pacronararmT Ha OJJHOM YpOBHE.

B nokymMmeHTax, cocTaBIeHHBIX KOMHCCHEH, YKa3bIBAETCS CTATYC JIUIA B COCTABE KOMUCCHH:

NPOCTABJICHHEM KOCOW HYepThl Tepel HauMEHOBAHWEM JIOJDKHOCTH (00aBISATH Kakue- JIMOO
HPUCTaBKH).

Ecnmu gupexTop WM WHOE YNOJHOMOYEHHOE Ha TOJNHCAaHUE JOKyMEHTa JIMIO BPEMEHHO
OTCYTCTBYET (OTIyCK, 0OJI€3Hb, KOMAaHANPOBKA) WM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT MOJIUCHIBAET
COTPYJIHUK, YITOJJTHOMOUYCHHBIA Ha TOIHCAHIE B COOTBETCTBUU C PACIIOPSIUTEIBHBIM JOKYMEHTOM HIIH
HAJCTICHHBI TIOJTHOMOYMSIMH, YCTAHOBJICHHBIMH TMPHUKa30M IIKOJbl winu yupemutens (JOrM), c
yKa3aHHEM CBOEH JOJDKHOCTH M TTOJTHOMOYHS, HAalpUMep,

3amecmumens oupexmopa noonucs U.0. @amunus

1701178

Ucnonnsarowuti o6s3annocmu oupexmopa noonuce 1.0. @amunus

W

u.0. oupekmopa noonucs 1.0. @amunus

PexBusur "Ilognuck IOMKHOCTHOTO JMIA" MOXET OBITh OPOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JTIOKyMEHTa (HampuMmep, IpH HAIMMCAHWH CIYy)KEOHOH 3amucku 0e3 MPUMEHEHUs] TEXHHUYECKUX CPEICTB)
1100 0OpMIIEH C UCTIOIB30BAHUEM TEXHUYECKUX CPEJICTB.

B cinygae odopmnenus pexBuzuta "[loamuchk MOKHOCTHOTO Juma" C  WCIOJIB30BAaHUEM
TEXHUYECKUX CPEACTB BUJ M pa3Mep mpu@Ta yKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYAThCA OT BHIA U
pa3Mepa mpudTa OCHOBHOTO TEKCTa IOKYMEHTA.

PexBuzur "llognuce MAOKHOCTHOrO Juma" OTAEISETCS OT TEKCTa TPEeMs WU YEThIPbMs
OJIMHAPHBIMU MEXTyCTPOUHBIMH UHTEPBAIAMHU.



28. [leuaTsb

[TeuaTs sBASIETCA CIIOCOOOM MOJATBEPXKAEHUS IMOJUIMHHOCTH IOJNUCH JIOJDKHOCTHOIO JIMIIa Ha
nokyMmeHTe. [leuaTh cTaBUTCA Ha JIOKYMEHTax B CIy4asX, [IPEIyCMOTPEHHBIX 3aKOHOAATEIbHBIMU WM
WUHBIMU HOPMAaTHBHBIMH ITPABOBBIMU aKTaMH.

[TeyaTh cTaBUTCA Ha CBOOOJHOM OT TEKCTa MECTE€, NPH 3TOM OTTHCK IEYaTH HE 3aXBaThIBACT
JUYHOW TMOANUCH JOJDKHOCTHOIO JIMIA MOJMMCABUIErO JOKYMEHT, WM B MecTe, 0003HaueHHOM «MII»
(«Mecro nedyatun).

B nokymeHTax, MoAroToBICHHBIX HA OCHOBE YHU(UIIMPOBAHHBIX (OPM, I€4aTh CTABUTCS B MECTE,
0003HaueHHOM oTMeTKo# "MIT" niau uHbIM 00pa3oM.

29. OtMeTka 00 UCOOAHUTENE

OtmeTka 00 ucmonmHHUTENE (aBTOpE) MAOKYMEHTa IMPOCTABISETCS HAa MUChbMaX INKOJBI B JICBOM
HIKHEM YIUIy JIMLUEBOW CTOPOHBI MOCIEAHErO JINCTAa JOKYMEHTAa OT TPAaHHULBI JIEBOTO MOJs WIH, NpHU
OTCYTCTBHH MECTa, - Ha 000pOTHOW CTOPOHE BHU3Y CIICBA.

OtmeTka BKIIOYaeT (haMUIIMIO, UMS, OTYECTBO HCIOJIHUTENS U HOMep ero TenedoHa, a Takxe
OTMETKa 00 WCIIOJHHUTENE MOXKET JOIMOJHATHCS HAMMEHOBAHUEM JIOJDKHOCTH M AJICKTPOHHBIM aJIPEcOM
WCIIOJTHUTEIISL.

[Ipumep:

Hsanoe Usan Heanosuuy, cneyuanucm no oxpare mpyoa

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

30. OTMeTKa 0 3aBePEHUHN KOITUH

JUis OATBEpKAEHUSI COOTBETCTBUS KOMMU (BBINUCKU U3 JIOKYMEHTA) MOJUIMHHUKY JIOKyMEHTa Ha
MIOCJIETHEM JICTE KOMUU (BBIMMCKH U3 JOKYMEHTA) 1ol pekBu3uToM "lloamuce" opopmiisieTcs peKBU3UT
«OTMeTKa 0 3aBEPEHUH KOITUMY.

OTMmeTKka O 3aBepeHHMH KONUHU BKIIOYAET: CJIOBO «BepHO», HavMeHOBaHUE [OJDKHOCTU JIMIIA,
3aBEpUBILIETO KOIHIO, COOCTBEHHOPYYHYIO MOJNUCH, pacliM(poBKY MOANUCH (MHULIMAJBI, (paMHIIUIO),
JIaTy 3aBEPEHUS KOIMH JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBEpEeHUM KONHUM» MOXeT ObITh O¢dopMiIeHa OT pPyKH HWIH C
MCIIOJIb30BaHUEM IIITaMIIA.

JlonyckaeTcs 3aBepATh KaXAbIi JINCT MHOTOCTPAHUYHOU KOIIMH JOKYMEHTA.

31. OT™MeTKa 0 NOCTYIIEHUH JOKYMEHTA

OTMeTKa O TOCTYIUICHHH JIOKYMEHTA COJCPKUT BXOJSIINN PETUCTPAIMOHHBIA HOMEpP W JaTy
MOCTYIJIEHUs JOKyMeHTa. JlomyckaeTcs yka3aHHME YacoB M MHUHYT TOCTYIJICHUS JOKYMEHTa C
3aBepEHUEM ITOITUCIMH 3aMHTEPECOBAHHBIX JTHUII.

OTMeTKa 0 MOCTYIICHUH TJOKYMEHTa MOXKET MPOCTABIATHCS C UCIIOIB30BAHUEM IITaMIIA.

32. Pe3omorus
Pe3omronust copepKUT yKazaHWE IO HCIIOJIHEHWIO JokyMeHTa. OHa odopmisieTcss Ha CBOOOTHOM

MecTe pabodero moss TOKyMeHTa.

Pesomonus BktouaeT B ce0si: (haMUIiio, MHUIIAAIBI UCTIOMHUTENS (MCTIOMHHUTENEH ), TOpyYeHHUE 110
JIOKYMEHTY, TTOJMUCH aBTOPa PE30IOIUHU U 1aTy 0(OPMIICHHS PE3OTIOIIHH.

Pe3omronus, Mo yCMOTpEHMIO JIUIIA, AAIOIIEr0 MOpy4YeHHe, MOKET BKJIIOYATh B ce0s TaKkKe CPOK
WCIIOJIHEHUS JOKYMEHTA.
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