«Hpunamo»
Ha IMedazozuueckom cogeme WKONHE
Ipomoxon Ne _{_ om 30.08.2022 2.

HNucTpykuust
110 1eJIONIPOU3BOACTBY
I'bOY «COLI Ne4 r. Cynka um. A.M. KaaumartoBa»

1. O0mue moJ10KeHUs

1.1. Hacrosimas MHCTpyKIusi MO AENONMPOU3BOACTBY B IIKOJE pa3padoTaHa B COOTBETCTBHH C
®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-D3 "O6 obpazoanuu B Poccuiickoit denepanmn” B
penakuuu ot 25 utons 2022 roga, OCT P 7.0.97-2016 «Cuctema ctaHAapTOB MO MHPOPMAIUH,
OMOIMOTEYHOMY W HM3JaTeNbCcKOMY ey, «OpraHn3allmOHHO-PACTIOPSAUTENbHAS TOKYMEHTAIINS.
TpebGoBanust k 0GOPMIICHHIO [IOKYMEHTOB», a Takke YCTaBOM 00I1eo0pa3oBaTeabHON
OpraHu3allMM W JpYyTMMH HOPMAaTHBHBIMM IIpaBOBBIMM akTamu Poccuiickoit @exnepanmu,
permaMeHTHPYIOIMIMMHU JeSTEIbHOCTh 00111e00pa30BaTeIbHBIX OpraHU3aIHil.

1.2. Jlannas MHCTpyKIUS TO NETOMPOU3BOJCTBY B mikoie (manee - MHCTpykuus) obOo3Ha4yaeT
mpaBWJia TOJATOTOBKM U OGOpMIICHUS JTOKyMEHTOB B 0O0Ie00pa3oBaTeIbHONW OpraHu3allii,
OTIpeIeNIIeT CTaHAAPThl OQPOPMIICHHS PEKBU3UTOB, OJIAHKOB JIOKyMEHTOB, COCTABJICHHUS MPUKA30B,
MOJIOKEHUN MHCTPYKIUH, a TaKkke periaMeHTHpyeT (GOopMHUpOBaHHE JEN U UX TeKyIllee XpaHeHHE,
MOJATOTOBKY JOKYMEHTOB U JeNl K IepeJadye Ha apXUBHOE XpaHEHUE B 00I1e00pa3oBaTelbHON
OpraHu3alMH.

1.3. UaCcTpyKIMs 10 AENOMPOU3BOACTBY pa3paboTaHa B LIENAX YCTAHOBJICHUS €IMHBIX TPeOOBaHUIA
K TIOJITOTOBKE, 0O0pabOTKe, XpaHEHHI0 M UCIOJIb30BAHUIO OOpPa3yIOIIUXCS B ACSITEIbHOCTH
001meo0pa3oBaTeIbHOM OpraHW3allid W TIOCTYMAIOMMX B IIKONY JOKYMEHTOB, a TaKKe
COBEpIICHCTBOBAHUS U TOBBIIIEHUA 3((HEKTUBHOCTH JIEJIOMPOU3BOJICTBA 00IIe00pa3oBaTeIbHON
OpraHu3alIiu.

1.4. Tlonoxenuss MHCTPYKIIMH pacHIpOCTPAHSAIOTCS Ha OPraHM3alfio0 padoThl ¢ JOKYMEHTaMU
HE3aBHCUMO OT BHJA HOCHUTENS, B TOM YHUCIE C DJJIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAaHUE JOKYMEHTOB, OCYIIECTBISEMBIMU C
TTOMOIIHI0 UHPOPMAITMOHHBIX TEXHOIOT .

1.5. Opranuzanmio, METOAUYECKOE PYKOBOJCTBO, COBEPILICHCTBOBAHME JEJIONPOU3BOACTBA H
KOHTpOJIb 3a cOOJIto/IeHneM HacTosied MHCTpYKIMM B IIKOJIE OCYILECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIEJIONPOU3BO/ICTBA.



1.6. IlpaBa u 00s3aHHOCTH pPAaOOTHHUKOB, OCYIIECTBIISIONIMX pabOTy C JIOKYMEHTaMH B
CTPYKTYpPHBIX  MOJApa3JeNIeHusx  oO0meo0pa3oBaTeIbHOW  OpraHU3allid, YCTaHABIMBAIOTCS
JOJKHOCTHBIMH MHCTPYKIMSIMU WM TIPUKA30M AUPEKTOPA.

1.7. CBenenus, coiepkamuecs B JOKyMEHTaX, MOTYT OBbIThb HCIOJB30BaHbl TOJBKO B pabodmx
[EISIX B COOTBETCTBHH C TOJTHOMOYHMSIMH COTPYJIHHKA, pabOTaOIIero ¢ JoKymeHTamu. Pabota ¢
JOKYMEHTaMU BHE TMOMEIICHUH IIKOJIbI He fomyckaercs. [Ipu yTpaTe HOKyMEHTOB MPOBOJIUTCS
ciry>keOHast mpoBepKa.

1.8. Tlpu yxome B OTHycK, nepeBoje (MepeMenieHruH) Mo padoTe WM B Clydae YBOJbHEHUS
COTPYIHUK OO0s3aH TepelaTh BCE HAXOMANIUECS Yy HEro TOKYMEHTHI HMHOMY COTPYIHUKY,
OTpeieIEHHOMY B COOTBETCTBUU C YKa3aHHEM HEMOCPECTBEHHOI'O PYKOBOAUTENS YBOJIBHIEMOTO,
YXOJSLIETO B OTITYCK WJIH MEPEBOASAIIETOCS (IIepeMenaeMoro) mo pabore CoTpyAHUKA.

1.9. MucTpyKius o6s3aTenbHa sl COOJI0IeHHUsI BCEMU PaOOTHUKAMU IIKOJIBl. BHOBE IPUHSTHIC HA
paboTy COTPYIHUKH, B JOKHOCTHBIC OOS3aHHOCTH KOTOPBIX BXOAHWT BEICHHE JOKYMEHTAIUH, B
Te4eHHe TpEX pabouux JHEH co AHS U3JaHMs NMpUKa3a 0 HA3HAYEHUU Ha JTOJKHOCTD JTOJIKHBI OBITH
O3HAKOMJIEHBI C HacTosAlel MHcTpyKkuren noa noanuchs.

2. IIpaBujia NOArOTOBKH M 0(pOpMJICHHS TOKYMEHTOB

2.1. B [eATenpbHOCTH LIKOJBI CO3/A€TCSl KOMIUIEKC OPIaHU3allMOHHO PACIOPSAUTENbHBIX
JOKYMEHTOB: IMPHKAa3bl, MMOJOKEHHs, MPaBUIa, HHCTPYKIMU, PETIAMEHTHI; MPOTOKOJIBI 3aceJaHul
(coBemaTeNbHbIX, KOOPAMHALMOHHBIX, 3KCIEPTHBIX M Jp. OPraHOB), AaKThl, AHAJIUTHYECKUE
CTpaBKH, JOKJIAJHbIE W CIyXeOHbIe 3alHMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAILICHUS), J1eI0Bas
(cmyxeOHast) Tmepenucka W JAp. COCTABISIOTCA W O(QOPMIISIOTCS CIENUAIbHBIE JTOKYMEHTHI,
CBSI3aHHBIE C  IUIAHUPOBAaHMEM  OOpa30BaTENbHOW  JEATENBHOCTH M OCYIIECTBICHUEM
XO3AMCTBEHHBIX MEpPONPUATHH, BEAECHUEM Y4eOHO-IEeJarorn4eckoro yd4era, oOpraHu3anuen
JIeTIOTIPOU3BOICTBA 00111€00pa30BaTEIbHON OpraHn3aluy, o0ecrieueHHeM OyXraJlITepCKOTO y4eTa.
2.2. JIOKyMEHThI MOTYT CO3/aBaTbCcsi Ha OyMa)XKHOM HOCHTEJIC W B JJICKTPOHHOW Qopme ¢
COOJIFOJICHHEM YCTAHOBJIEHHBIX MpaBuil 0(OpMIIEHUS JOKyMEHTOB. llpu co3pmaHum JOKymMeHTa Ha
IBYX M 00Jiee CTpaHHIIaX BTOPYIO U OCIEIYIONIUE CTPAHUIBI HYMEPYIOT.

2.3. Homepa cTpaHHuIl IPOCTABISAIOTCS MTOCEPEIMHE BEPXHEro MOl TOKYMEHTa Ha PacCTOSHUM HE
meHee 10 MM OT BepxHero kpas nucta. Jlomyckaercsi co3iaHue JOKYMEHTOB Ha JIMIEBOW W
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1ByCTOPOHHEM CO3/IaHUU JTIOKYMEHTOB IIMpPHHA JIEBOTO IOJI HA JIUIEBOM CTOPOHE JIHCTa
Y TIPaBOTo MOJIsl Ha 000POTHON CTOPOHE JIUCTA JAOJIKHBI ObITH PABHBI.

3. PeKBHM3UTBI IOKYMEHTOB
3.1. Jlna pexkBH3WTOB MJOKYMEHTOB, CO3[aBacMbIX B 00IIe00pa30BaTEIbHON OpraHU3aIlNy,
yCTaHaBJIMBAIOTCS MpaBuiia u TpeboBanus B coorBercTBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOT'O JOKYMEHTA OMPEEISETCS €ro BUIOM U Ha3HAUYCHUEM.
3.3. Ilpu mnoaroroBke M O(GOPMICHUM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIeIyIoIue
PEKBU3UTHI:

e KOJ ()OPMBI TOKYMEHTA;

e HAaWMEHOBAHHE IIKOJIBI;

e CIIPpaBOYHBIE JaHHBIE O ILIKOJIE;

e HAaWMEHOBaHHWE BHJA IOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPallMOHHBIA HOMED JOKYMEHTA;

e CCBUIKA Ha PETUCTPALMOHHBIN HOMEP U J1aTy JOKYMEHTa;

e MECTO COCTaBJICHUS (M3JaHUs1) JOKYMEHTA,;

e ajpecart;

e Tpud yTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKyMEHTa;



e OTMETKA O MPUJIOKEHUH;

e Tpu( coriacoBaHus JOKYMECHTA;

e BHU3A;

e  IIOJIHCH;

e OTMETKA 00 3JIEKTPOHHOU MOMAIHUCH;
e IICYaTh;

e OTMETKa 00 HCIIOJHHUTEIIE,

e OTMETKA O 3aBEPCHHH KOITUH;

e OTMETKA O MOCTYIUICHUU TOKYMEHTA,
e PE30JTIONHA.

4. BJIaHKHU 10KYMEHTOB
4.1. JIokyMeHTBbI, co3/1aBaeMble B 00111€00pa30BaTEIbHON OpraHn3alui, 0pOPMIIIOTCS Ha OJIaHKaX,
M3TOTOBJICHHBIX HAa CTaHAAPTHHIX JucTax Oymaru hopmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaONMUIIBI, CXEMBI, CMETbI) JOMyCKaeTcs OQOpMIIsATh C
ucrionb3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTABJISIFOIINE BHYTPEHHIOIO
MEPEnuCcKy, OQOPMIIIOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢opmata A4 (210x297 mm) Ges
UCIOJIb30BaHUs OJIaHKOB.
4.2. Kaxxaplit TUCT T0KyMeHTa, o(OpMIIEHHBI Ha OjaHke uiau 0e3 Hero, JO0JKeH MUMETh MO He
MeHee:

e 20 MM - nIeBOC;
10 MM - npaBoe;
20 MM - BepxHee;
20 MM - HUXKHEe.
4.3. JlokyMeHTbI JiuTeNnbHbIX (CBbie 10 J1eT) CpOKOB XpaHEHMs JOJIKHBI UMETh JIEBOE IOJie HE
MeHee 30 MMm.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHIEMBIX B IIKOJIE:

e 00mIUI OJIAHK;

e 0JaHK MHCHMA;

e 0JlaHK KOHKPETHOTO BHJA JOKyYMEHTa (OJIaHK TNpuKas3a, OJaHK pacHopsKeHHs, OJaHK

MIPOTOKOJIA U JIp.)

4.5. OOpa3mpl pa3paOOTaHHBIX U TPUMEHSEMBIX B IIKOJE OJAHKOB TMOJIEKAT BKIIOUCHHUIO B
WHCTPYKIHIO 10 IETIOTPOU3BOJICTBY 00I11€00pa30BaTEIbHON OpraHU3allK B KA4eCTBE MPHIIOKEHUN
(mpunoxkenue 3 Ha 3 MTUCTaX).

5. Ilpuka3ssbl

5.1. Tlpukazamu OQOPMIISIOTCS pELIEHHUs [0 ONEpPaTUBHBIM, OPraHU3allMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TIpuiIoKeHHEe 2 Ha 9 TMcTax) U IPYTrUM BOIpPOcaM pabOThl IIKOJIBI.

5.2. 1IpoexkTel NpPUKAa30B TOTOBIT OTBETCTBEHHBbIE WCIIOJIHUTEIN HAa OCHOBAaHUU MOPYYECHUN
JTUPEKTOpa, ero 3aMmectuteneil. IIpoekThl MpUKa30B MO JIMYHOMY COCTaBY TOTOBHUT CHEIUAIUCT IO
KaJpam.

5.3. B npukasax TekcT uznaraercs ot nepsoro juna eaguHcTseHHoro uncia («[IPUKA3BIBAIOy).
5.4. Tekct mpuKa3a MOXET COCTOATh M3 JBYX dYacTel: KOHCTaTupymwoued (mpeamOynbl) u
pacnopsaIUTEIbHOM.

5.5. B KoHcTatupyomei 4YacTH KpaTKO H3JaraioTcs Lead M 3agadd, (QakTbl M COOBITHS,
MOCITY>KUBIIIME OCHOBAaHUEM ISl M37aHus npuka3za. OHa MOXKET HauMuHaThbes cioBamu "B mensax",
"B cootBerctBun", "Bo ucnonnenue", m T.4. Eciu npuka3z u3gaeTcs Ha OCHOBAHHUU JIPYTOro
JOKYMEHTA, TO B KOHCTATUPYIOILEH YaCTH yKa3bIBAETCSl HANMEHOBAHUE 3TOT0 JTOKYMEHTA, €ro JaTa,
HOMep U 3arojioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepuiaercs cioBoM «IIPUKA3BIBAO»,
KOTOpOE IeYaTaeTcs 3arjiaBHbIMU OyKBaMH.

5.6. PacnopsanurenbHas 4acTh JOJDKHA COJEP)KAaTh NEPEUYUCIICHUE NPEANUCHIBAEMBIX ACUCTBUN C
YKa3aHMEM HCIOJHUTENS KaXAO0ro AEUCTBUS U, NMPU HEOOXOAMMOCTH, CPOKOB HCIIOJHEHHUS.



PacniopsinutenpHas yacTh AEIUTCS HA MYHKTHI M TOAIMYHKTBHI, KOTOPBIE HyMEpYIOTCs apaOCKUMU
uudpamu. [leiicTBUs OJHOPOJIHOTO XapaKTepa MOTYT OBITh IEPEYUCIIECHBI B OJHOM ITyHKTE.

5.7. B KadecTBE HCIHOJIHHUTEIEH YKa3blBAIOTCA 3aMECTUTENM IUPEKTOpa, IMpeace]aTenu WIH
PYKOBOAMTENN PaOOUYUX TPy (KOMHCCHIA).

5.8. Ecniu mpukas nu3MeHseT paHee W3JaHHbIH JOKYMEHT (IIyHKThI TOKYMEHTA), TO OJHH U3 MTyHKTOB
pacnopsAUTENLHON YaCcTH TEKCTa JIOJKEH COAEPKATh CChUIKY Ha MU3MEHSIEMbIH TOKYMEHT (ITyHKTBI
JOKYMEHTA) C YKa3aHUEM €r0 JaThl, HOMEPA U 3arojoBKa.

5.9. Ecam mpuka3 OTMEHsET NCUCTBHE paHee M3AAHHOTO JOKyMeHTa (IyHKTOB JIOKYMEHTa) ¢
OIpEAEIEHHON JaThl, TO OJMH U3 IyHKTOB PacloOpsAIUTEIbHON YacTU TEKCTa JOJKEH HAauMHAThCS
cinoBamu "lIpu3HaTh yTpaTUBIIMM CHIY...", lajiee yKa3bIBaThCs JaTa, HOMEP M 3aroJiIOBOK paHee
U3JIJaHHOTO OKYMEHTa (IyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCS €ro AeHCTBHE.
Ecnu nata He ykazaHa, TO JAelcTBUE paHee U3JAHHOTO JOKyMEHTa (IyHKThI JOKyMEHTA)
OTMEHSETCS C 1aThl U3/1aHUsl HOBOTO ITPUKA3a.

5.10. Ecnu npuka3 OTMEHSET paHee M3AaHHbIA JOKYMEHT C MOMEHTA U3/IaHus, TO OJUH U3 ITYHKTOB
pactopsiANTENIbHOM YacTH TEKCTa AOJKEH HauMHAThCcs cioBaMu "OTMEHHTH..." M YyKa3bIBAThCS
JaTa, HOMEp M 3arojIoOBOK paHee U3JJaHHOTO JOKYMEHTA.

5.11. Ecnu npuka3 npenmnojaraeTcst BBECTH B JISHCTBHE HE ¢ MOMEHTA €ro U3JaHus, HEOOXOIMMO
yKa3aThb CpPOK BBeAECHUA €ro B aeicTtBue. [locneaHuil MyHKT pacnopsiAuTEIbHOW YaCTH MOYKET
COJIEpKaTh CBEJCHUS O JODKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 32 MCIIOJIHEHUEM
IpUKasa.

5.13. Tlpuka3pl NOANHMCHIBAIOTCS TOJIBKO JHUPEKTOPOM 00I1e00pa30oBaTeIbHONM OpraHU3allul WU
PabOTHUKOM, UCIIOJIHAIOIIUM €r0 00S3aHHOCTH.

5.14. OTBeTCTBEHHOCTh 3a 0OECIeYeHHEe CBOCBPEMEHHOM M KAa4eCTBEHHOM IMOJTOTOBKH MPOEKTOB
MPUKA30B U HMX COIJIACOBAHME C 3aWHTEPECOBAHHBIMM PAOOTHHKAMHM M OpPraHMU3alMsIMU HECYT
aBTOpBI ITPOEKTA MIPUKA3A.

5.15. PerucrtpanyioHHble HOMEpa IPUCBAMBAIOTCS IMPHUKa3aM IO IMOPSJKYy HOMEPOB B Ipenenax
KaJICHJIapHOT0 Toa.

5.16. [laTa peructpaiuu mpuKasa siBJasSeTCsl JaTOW ero MOMUCaAHUS.

6. IIpaBuna, noJ10KeHU s, HHCTPYKIIUH

6.1. IIpaBusna — HOPMATHUBHBIM aKT, ONpPEACIAIOMINN MOPAAOK KaKOro-1ubo BHJA AEATEIbHOCTH,
YCTAHABJIMBAKOIINNA WIH 3aIIPEIAIOIINN ONPEICIICHHOE TOBEACHHUE.

6.2. [lonoxeHne — HOPMATUBHBIN aKT, A€TAIBHO PeriJaMeHTUPYIOIINI IPaBOBON CTaTyC, MOPSIIOK
OpraHM3aliy U IpOoLEAYypY KaKoro-audo Buaa JesTEIbHOCTH.

6.3. VHCTpyKUMsT — HOpPMAaTHBHBIM akT, M3JaBaeMblii B IENAX Pa3bsACHEHHUS M OIpPECIICHUS
MOpsAJIKa TPUMEHEHUSI COOTBETCTBYIOLETO HOPMATUBHOIO aKTa JUOO C LENbI0 yKa3aHHUs HOPM O
crioco0ax BBIIOJIHEHHSI ONPE/IETICHHBIX onepauil (aeicTBuil).

6.4. IlpaBuiia, MonoOXeHUs, THCTPYKLUU NMPUHUMAIOTCS (B 3aBUCHMOCTH OT BUJAA JOKYMEHTa) Ha
VnpasistomeM coBete, 3acemaHusx [Ipodcoro3HOro KkomMTeTa IIKOJABI W YTBEPXKAAOTCA
TUPEKTOPOM.

6.5. Ilopsnok MOATOTOBKM MPOEKTOB IMPAaBHJI, MOJIOKEHUS,, MHCTPYKIMM COOTBETCTBYET OOLIeMYy
MOPSIKY TIOJTOTOBKH IIPOEKTOB PUKA30B 00111e00pa30BaTEIbHON OpraHn3alli.

6.6. TekcT MpoeKTa IOJIOKEHHsI, MPaBWJ, MHCTPYKLUUHM IE€YaTaeTcss Ha YUCTOM JIMCTe Oymaru
dbopmara A4.

6.7. OTIUYUTENBHBIMU XapaKTEPUCTUKAMU TEKCTOB MPaBHJI, MOJI0XKEHUS, HHCTPYKIMU SBISIFOTCS:

e TOYHOCTH NMPHUMEHSEMBIX (OPMYIHPOBOK O€3 HMCIOIB30BAHUS CJIOB M IOHITHH, UMEIOIINX
MHOYKECTBEHHBIN CMBICIT;

e JCIIOJIb30BAaHHE KOPOTKUX TPEAJIOKCHUN, OOIICTIPUHATHIX BBIPAKEHUH M CBS30K, IPH
HEOO0XOIMMOCTH - IMPEeJIBApUTEIbHOE ONpEACICHUE UCIIOIb3YEMbIX MOHSATHH, COKpAIlEeHUl,
abOpeBHaTyp;

e OIMCaHHWE BCEX BO3MOXKHBIX BapMAaHTOB COOBITMM M COOTBETCTBYIOIIMX WM BapHAHTOB
JEeUCTBUH, T.€. TOJTHOTA MPEICTaBICHUS HH()OPMAIIHH;



e CTPYKTYpUPOBAaHHOCTb TEKCTa C IETbI0 JIOCTHKECHUS HAWIydIIed IOCIe10BaTeIbHOCTH
W3JI0KCHHS MaTepUaa;
e MUHUMH3ALMUS TEKCTa C TMOMOIIBID MPUMEHEHHUs 0000meHnul (0030pOB MpeanoiaraeMbIX
NEHUCTBUI) U TPUMEHEHNE TIPS CIICHNH (3a/1a4, 3TaroB, YCIOBHHA H T.1.).
6.8. B 3aBHCHMOCTH OT CJIO)KHOCTH U 00beMa pa3pabaThIBaEMBIX MPABUII, IOJOKEHHUS, THCTPYKLIUU
- TEKCT JOKYMEHTA JICJIMTCS Ha TJIaBbl, MyHKTHl U MOJIYHKTHL [ JIaBbI TOJKHBI UMETh Ha3BaHUSI.
Hywmepanus npousBoauTcs apaOCKuMu Luppamu.

7. IIpoTokoJ 3acenanus (COBeIIAHNS)

7.1. TIpoTOKO — JOKYMEHT, B KOTOpPOM (DUKCHUpyeTCst XOA OOCYXKIACHUS BOIMPOCOB M MPHUHSATHS
peH_ICHI/Iﬁ Ha C06paHI/I}IX, COBCIIAHUAX, KOHq)epeHI_[I/I}IX " 3aCCAaHUAX KOJUICTHAJIBHBIX OPraHOB.

7.2. Tlpotokon 3acenanus (coBemaHus) - (majgee - TMPOTOKOI) OGOPMIIIETCS HAa YHUCTOM JIMCTE

Oymaru gopmara A4.
7.3. PexBU3HT - "TEKCT JOKyMEHTA". PEKBU3UT COCTOUT U3 JBYX YACTEH: BBOAHON U OCHOBHOM.
7.4. Bo BBOmHOW  4YacTW  yKa3bplBAlOTCA  WHULNMANBL,  (QaMUIMM W JOJDKHOCTH

Ipe/iceaTeNbCTBYIOIIETO, CEKpeTapsi, MPUCYTCTBOBABUIMX Ha 3acelaHuU U, IPU HEOOXOJIUMOCTH,
JIUI], IPUTTIAIICHHBIX Ha 3ace/IaHue (COBEIIaHMeE).

7.5. BBoaHasg 4YacTh MPOTOKOJA 3aKAHYMBAECTCA IMIEPEYHEM paCCMaTPUBAEMBIX BOIPOCOB,
NEPEUYHCICHHBIX B TOPSAKE HX 3HAYUMOCTH C YKa3aHHEM JIOKJIAJUUWKa 10 KaKAOMY
paccMatpuBaeMoMy Bompocy. Bompockl hopmynupyrotcs ¢ mpemiorom "O" ("O6"), meyaTarores oT
T'PaHMIIBI JIEBOTO TOJISI U HyMEPYIOTCs apaOCKUMU HU(paMH.

7.6. OCHOBHAsi 4acThb MPOTOKOJA COCTOUT W3 Pa3liesIOB, COOTBETCTBYIOIIMX pPacCMaTPUBAEMBIM
BOIIPOCaM M UX HyMepaluu.

7.7. TexkcT mpOTOKOJIa HW3JIAraeTcsi OT TPEThEro JIMIa MHOXKEeCTBeHHOTo uwmcia ("cmymamu",
"BoicTynuin", "nocranoBuin", "pemman").

7.8. TIpoTOKOI MOANMCHIBAETCS JIULIOM, MPEACENATEIbCTBOBABIINM Ha 3aCEAaHUN (COBELAHUM), U
cekpeTapéM 3aceaHus (COBEIaHuUs).

7.9. Ilpu OTCYTCTBUHM CEKpeTapsl 3acelaHus, B TOM 4YHCJIE€ IpU NPOBEACHUM ONEPATUBHBIX
COBEILIaHUH, TOMYCKAaeTCs MOAMMCAaHNE MPOTOKOJIA TOIBKO MPECeAaTEeIbCTBYOMIUM.

7.10. TekcT mpoToKoJyia JOJKEH ObITh MOJATrOTOBIIEH HE IMO3JHEE TpeX JHEW CO JHS 3acelaHus.
[IpoeKkThl  COOTBETCTBYIOIIMX MYHKTOB TMPOTOKOJA BHU3HUPYIOTCS  JODKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a MOATOTOBKY.

7.11. lata mpoTOKOJa T0JKHA COOTBETCTBOBATH JHIO IPOBECHHS COBEIIAHMS (3aceJaHus).

7.12. Komuu mnpoOTOKOJIOB pPACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHU3alUsM U JOHKHOCTHBIM
JUIIAaM B COOTBETCTBUU C YKa3aTeNeM pAaCChUIKH, KOTOPBIA COCTaBISET CEKpEeTaph 3acedaHus
(coBemranus).

8. Ilnan
8.1. Ilnan — JOKyMEHT, yCTaHaBJIMBAIOIIMN IepeYeHb HAMEUEHHBIX K BBINIOJIHEHUIO MEPOIIPUATHH,
UX TIOCTIeIOBATEIBHOCTh, 00HEM, CPOKH, OTBETCTBEHHBIX UCIIOIHUTEIEH.
8.2. Ilman odopmasercs Ha nucte Oymarn ¢opmara A4 ¢ HCHOIB30BAHUEM CIIEAYIOIIMX
PEKBHU3UTOB:

e HAaUMEHOBAHUE IIKOJIBI;

e rpu( yTBEPKACHUS JOKYMEHTA;

e JlaTa IOKYMEHTa;

e PETrUCTPALMOHHBIA HOMEpP TOKYMEHTA;

e HAaWMEHOBaHHUE BHJA IOKYMEHTA;

e 3arOJIOBOK K TEKCTY;

e TEKCT JIOKyMEHTa;

e HAMMEHOBAHME JOJKHOCTH;

e TOAMKUCH.
8.3. PexBu3uT — "TeKcT JoKyMeHTa" opopmIiIsieTcs B BUAE TaOIHIIbI ¢ Tpadamu:



e HOMEp IIyHKTA IUIAHA;
e HaWMEHOBAHUE MEPOIIPUATHUS,
* CpOK UCIIOJIHCHUS;

e HCIIOJHUTEND;

e IIpUMEYaHUE.

9. OT4er
9.1. OTyeT — JIOKYMEHT, COJECPKAIINN CBEJCHUS O PE3yJbTaTaxX AEATEIIbHOCTH 3a ONpPEAEICHHbBIN
IIEPUOJI BPEMEHH, BBIITOJIHCHUN MEPOIIPUATUH, IOPYUCHUH, 3aaHUH, IVIAHOB.
9.2. Ot4eTsl, MPEAOCTaBIsAEMbIE B OpPTraHbl TOCYAapCTBEHHOM BIACTH (B TOM YHCJIE B OpTraHBI
rOCyJapCTBEHHON  CTaTUCTUKUM) M  HMEIOIIME  YCTAHOBJIEHHYIO  IMPABOBBIMU  aKTaMH
roCy/apCTBEHHBIX OpPraHoB (hOpMy, CO3/1al0TCA M0 YCTAHOBJIEHHOM TOCYJapCTBEHHBIMH OpTraHaMu
¢dbopMe u B onpeieTIEHHOM UMU TIOPSIIKE.
9.3. OTuéThl, NpenocTaBisieMble COTPYJHUKAMH IIKOJIbI B XOJI€ BHYTPEHHETO B3aUMOJCHCTBUS,
CO3/IAf0TCS 110 MPaBUJIaM, YCTAHOBICHHBIM JJIsI CO3aHUS CITYKEOHBIX 3aIHCOK.
9.4. Otuersl odopmisitOTCS Ha JucTte Oymaru (opmata A4 ¢ HCIONB30BAHUEM CIIETYIOIINX
PEKBU3HUTOB:

e HAMMEHOBAHHUE IIKOJIBI;

e JlaTa JOKYMEHTa;

e PETUCTPaLIMOHHBIA HOMEpP TOKYMEHTA;

e HaWMEHOBaHUE BUJA JOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O MPWIOKEHUH (TIPH HATMYUH);

e HaWMEHOBaHUE JOKHOCTH;

e  TIOJIITHUCH.
9.5. B Tekcre oTuéra B 00S3aTENBHOM MOPSAKE TOJIKHO COJEP)KATHCS yKa3 Ha JEATEIbHOCTH,
MEpOTPUSITHE, BBIIAHHOE TOPYYEHHUE, 3aJaHue, MYyHKT IUIaHa, TMOJICKAIIUN BBIIIOJHEHUIO,
pe3ynbTaT O BBHINOJHEHHH, B TOM 4YHCIE C YyKa3aHHEM Ha COONIOJICHWE WM HapylIeHHe
WCTIOTHUTENIbCKON  JAUCIUIUIMHBI, yCTAaHOBJIICHHBIX CPOKOB HCIOJHEHHUS H  HaJJIexKaliee
mpenocTaBieHne  MHQOpMaluH, HEOOXOAMMBIX  MaTepuanoB  (MPOEKTOB  JOKYMEHTOB)
COMCTIONTHUTENSAMU (TIPH YYACTHUU HECKOJIBKUX UCTIOJIHUTETIEH ).

10. ITucbmo
10.1. TIncpma roTOBATCA Kak:

e OTBETHI O BHINOJIHEHUH [TOPYUEHUN BBIILIECTOSIIIUX OPraHOB MCIIOJHUTEIBHON BIACTH;

e OTBETHI Ha 3aMPOCHl OpPraHU3ALMHI, IPEATPUATUN U YACTHBIX JIULL;

e HHUIMATUBHBIC MHCHMA.

10.2. Cpoku mOArOTOBKM OTBETHBIX MTUCEM:

e ¢ KOHKPETHOMW JaTOW MCIOJHEHUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C PE3OJIONUEH JTUPEKTOpa M €ro 3aMeCcTUTENIed Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB HCIOJHEHHs] MOPYYEHHUH, 3alpOCOB WM IO PELIEHHIO aBTOpa
PE30IIOLHUH.

10.3. TekcTsl OTBETHBIX IMHCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 3a/IaHUSM, 3a()UKCHPOBAHHBIM B
pe3omounn. CpoKH MOJATOTOBKM MHULIMATUBHBIX MUCEM OIMPEACIISAIOTCS CAMOCTOSITENBHO aBTOPOM
MIPOEKTa MUChbMa C y4ETOM HEOOXOAUMOCTH PELIeHHs] KOHKPETHBIX 3a/1a4 U (UJIM) B COOTBETCTBUH C
TpeOOBaHUSMU 3aKOHOIATENbCTBA, TOPYUCHUSIMU HEMOCPEACTBEHHOTO PYKOBOIUTENS.
10.4. IluceMa neyaTaroTcsi Ha OjaHKe MUcbMa OOLIEOOPAa30BATEIBLHOM OpPraHU3allid C YTJIOBBIM
PacCIIOIOKEHUEM PEKBU3UTOB.
10.5. JIomONMHHUTENH,HO K pPEKBH3UTAM OJlaHKAa MHCbMa MPU OQPOPMIICHHHM TIHCEM B IIIKOJIC
HCIIONB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;



e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O NMPUJIOKEHHH;

e BH3A;

e TIOAMKUCE.

e OTMETKa 00 UCTIOIHHUTEIIE.
10.6. Ilpu oopmieHnn nucbMa Ha JIByX M OoJiee CTpaHHMIIAX BTOpPas U MOCIEIYIONINE CTPAHUIIBI
HYMEPYIOTCS TOCEPEMHE BEPXHETO MOJIS JIMCTA apaObCKUMU I paMH.
10.7. TIuceMa MOANUCHIBAET TUPEKTOP WM PAOOTHUKH, YIIOJTHOMOYECHHBIE IPUKA30M.
10.8. Cny>xeOHbIe 3aITUCKI
10.9. B mensix OCyIIECTBICHUS B3aWMOJICHCTBUA MEXIy COTPYJHHKAMH B paMKaX BHYTPEHHETO
JTOKyMEHTOO00pOTa B IIKOJIE TPUMEHSIOTCS CITyKeOHbIe 3anucku. Ciry>KeOHBIC 3aITUCKH SIBIISIOTCS
CIPaBOYHO-MH(POPMALIMOHHBIMUA  JTOKYMEHTaMU. ABTOpaMH CIIy>)KEOHBIX 3alMCOK  SBISIOTCS
COTPYAHHUKHU 00111€00pa30BaTEIHFHOM OPTaHU3aIUH.
10.10. CayxeOHast 3aITUCKa MOYKET COCTABJIATHCS 0 YKA3aHUIO PYKOBOJACTBA MJIM N0 MHUIIMATHBE
KOHKPETHOTO COTPY/THHKA.
10.11. ITpu opopmiennn ciry>keO6HO 3anucku 0hOPMIISIOTCS CIEAYIONINE PEKBU3UTHI:

e ajpecar;

e JlaTa IOKYMEHTa;

e HAaMMEHOBaHHE BU/A TOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHUH (IIPU HAJTUYUN);

e HAMMEHOBAHHE JAOJDKHOCTH;

e TIOAMKUCH.
10.12. CnyxeOHble 3alIUCKU MOTYT CO3[aBaThCsi HA OyMaKHOM HocuTele U (WIM) B AJIEKTPOHHON

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBINAETCS COTPYIHHUKAM IIOKOJBI W OQOpMIIsieTCs IO IIpaBUiaM,
YCTaHOBJICHHBIM HacTosied MHCTpykiueid i muceMm, ¢ yd4éToM TpeOOBaHMM Tpa)IaHCKOTO
3akoHoJaTenbeTBa Poccniickoin denepaniyu U HaCTOALLETO pa3/iena.

11.2. IIpoekT [OBEPEHHOCTH MOATOTABIMBACTCA M BHU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OYyJeT BblJaHa, IOCJIE 4Yero mnepeaaércs B KaHLEISAPUIO JUIsl HAlpaBiCHHUs Ha
MOANKCAaHUE.

11.3. JloBEpeHHOCTb MOJNUCHIBAECTCA JIUPEKTOPOM WJIM JIMLOM, OCYIIECTBISIOUIUM €ro
MOJTHOMOYUS (MCTIONHSIIOIIUM OO0S3aHHOCTH), M CKpEIUIAeTCs MedaThio 00IIeo0pa3oBaTeabHON
OpraHU3alNH.

12. JloroBopsl, coryiameHusi, KOHTPAKTbI

12.1. JloroBopsl, coraameHusi, KOHTPaKThI (ajee - J0roBOphl) MOATrOTaBIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBAHMSIMH TPAKIAHCKOTO, TPYIOBOTO, OFOJKETHOTO M HHOTO 3aKOHOATeIhCTBA Poccuiickoi
denepauy, B 3aBUCHUMOCTH OT PETYJIMPYEMbIX JOrOBOPOM IPABOOTHOLICHUH M 0053aTeNbCTB
CTOPOH.

12.2. TlpoekT nporoBopa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YOPaBIAOMUM) € YY4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAayeCTBEHHOTOo 0OecredyeHus
HCTIOJIHEHUS CBOMX MOJHOMOYMH (00s13aHHOCTEH, (QYHKIMIA), TOJTHOMOYUH IIKOJIBI B LIEJIOM.

12.3. TlpoexT pgoroBopa NOJAIOTABIMBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YNPaBJIAIOLUIMM) COBMECTHO CO CHEIMAIUCTOM, K QYHKLIHUAM (IIOJTHOMOUYHUSAM) KOTOPOIO OTHOCHUTCS
pelIeHre BOMPOCOB, SBISIOLIUXCS MPEIMETOM JIOTOBOpA, WM MHBIM COTPYJHUKOM IO HPIMOMY
yKa3aHHUIO TUPEKTOpa 001eo0pa3oBaTeIbHON OpraHU3aliH.



12.4. Heob6xonumasi A1l HOATOTOBKY MPOEKTa JOroBopa MHQPOpMaLus cOOUpAETCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YMPAaBISIONIMM) B MOPSAIKE paboyero B3aMMOJAEUCTBUSA C YYETOM MpaBul,
YCTaHOBJICHHBIX HacTosien MHCTpyKIMen.

13. IIpyHUMNIBI OPraHU3al U JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOpPOTE BBIACTSAIOTCS CIEAYIOUIME JOKYMEHTONOTOKU: TOCTyMHaromas
JOKyMEHTaIuss  (BXOAMAIIas), OTHNpaBisieMas JOKyMEHTarus  (MCXOMsIasl), BHYTPEHHS
JOKYMEHTAITHSI.

13.1. B cocraBe BXomfled M HUCXOAANEH JTOKYMEHTAlMM MOTYT BBIACIATHCS JOKYMEHTBHI,
MOCTYNUBIINE W3 BBHIMICCTOSIINX, MOAPSIHBIX, MEAUIIMHCKUX W JIPYTHMX OPTraHU3AIHiA, OPTaHOB
MECTHOTO CaMOYIIpaBJIeHUs, 0OpallleHus Tpax/iaH.

13.3. OOpamienus TpakJaH PETUCTPUPYIOTCA U (OPMHUPYIOTCS B Jiela OTIENBHO OT JAPYTHX
JIOKyMEHTOB 00111e00pa30BaTeIbHON OpraHU3aIliH.

13.4. B mkosie JocTaBKa U OTIpPaBKa JOKYMEHTOB OCYIIECTBIISETCS CPEACTBAMU IOYTOBOM CBS3H,
AJICKTPOHHOW CBSI3U, a TAKXKE IO CHUCTEME AJIEKTPOHHOTO JOKyMeHTooOopoTa (mamee - COJI). C
MIOMOIIIBIO TTIOYTOBOM CBA3M B 00IIE00pa30BaTEIbHYIO0 OPraHU3ALMIO JTOCTABISIETCS MUChMEHHAs
KOPPECMOH/IEHIUS B BUJE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, IMOUYTOBBIX KapToyeK, OaHaeposen u
MEJIKUX MMAaKeTOB, a TAK)KE MEYATHBIC U3/IaHN.

14. IlepBuuHasi 00pad0TKa NOCTYNAIOLIUX TOKYMEHTOB
14.1. JIoKyMeHTBI, TMOCTyNalOUIME€ B WIKOJIY, MEPEAAlOTCsl Ha PErUCTpalldI0 CEKpeTapro
00111€00pa30BaTEIbHON OPraHU3alUU M MPOXOAAT MEPBUYHYI0 00pabOTKy B JCHb MOCTYIUICHHS,
P TIOCTYIIJICHUU B Hepabouee BpeMs - Ha cienyromuid pabouuit aeHs. [Ipu nepBuuHoit o0paboTke
JOKYMEHTOB MpPOBEPSETCS MPAaBUIBHOCTH aapecoBaHMs. OMUO0YHO MOCTYNUBIIME JTOKYMEHTHI
NEePEeChIIAI0TCA 0 MPUHAAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEITIO.
14.2. lokyMeHTsl, nocTynusiune ¢ orMerkamu "Cpouno", "Bpyunts HemennenHo", "OnepaTtuBHo",
HEe3aMeUIMUTEIbHO MPOXOJAT NEPBUUHYI0 00pabOTKy M JTOKJIaAbIBAIOTCS AUPEKTOPY WIM B Cllydae
€ro OTCYTCTBUS — 3aMECTUTEII0 AUPEKTOPA MO HANPABJICHUIO AEATEIbHOCTH.
14.3. [loctynuBmIMe TenerpaMmbl IPHHUMAIOTCS TIOJ] MOAIUCH C MPOCTABICHUEM JaThl U BPEMEHU
npruemMa, perucTpUpPYyIOTCs MO TEM K€ MpaBUIaM, YTO U MUChMA.
14.4. DnekTpoHHbBIE COOOIIECHHUS, aPECOBAHHbIE NUPEKTOPY WM HANPABJICHHBIE B aJIpeC IIKOJIBI,
pacrevaTbIBaloTCA U JOKJIAABIBAIOTCS JUPEKTOPY WM B CIIy4ae €ro OTCYTCTBUS — 3aMECTHUTEIIO
JUPEKTOpA.
14.5. DnexTpoHHbIE COOOIICHNUs, 3aBEPEHHbIE 3JIEKTPOHHON MOJANHUCHIO, MOAJIEKAT 00paboTKe Mo
MpaBUJIaM, IPEAYCMOTPEHHBIM JIJIS TIOCTYNAIOIIEH (BXOSIIEH) TOKYMEHTAIIUH.
14.6. IloctynuBmas (BXonsuias) IOKYMEHTAllUs paclpefessieTcs Ha perucTpupyemble U He
MOJJIEKAIUE PETUCTPALIUHN IOKYMEHTBHI.
14.7. He noayexxar perucTpauuu:

e TIPUTJIACHUTENBHBIC, TIO3PABUTEIILHBIC TMChMa U TEIETPAMMBL;

e OHUIIETHI

e TUIAHBI ¥ IPOTPAMMBI CEMUHAPOB, KOH(PEPEHIINA U IPYTHX MTOA0OHBIX MEPOTIPHUSITHH;

e JIOKyMEHTHl MO OyXrajaTepckoMy Yy4eTy, MaTepHallbHO-TEXHHUYECKOMY O00ecHeueHuIo,

IUTAHOBbIE U (PUHAHCOBBIE JOKYMEHTBI, IOCTyMHAloIINe O€3 COMPOBOAUTENBLHOIO MUChMA;

e peKJaMHble, KOMMEpPUECKUE MPEATIOKEHNS, B T.4. HOCTYNUBLINE MO HIEKTPOHHOMN MOYTE;

e TICYATHBIC U3JIAHUS,

e IHCbMA C IOMETKOM «INYHOM.

15. Perucrpanms, y4eT H PacCMOTPeHHMe PYKOBOAHUTEIEM MOCTYNAKIIUX (BXOJSAIIHNX)
AOKYMEHTOB

15.1. IloctynuBuive (BXOAAIINME) AOKYMEHTBl PErUCTPUPYIOTCS TOJBKO IOCIE U TEPBUYHOU
00pabOTKH M HE3aBUCUMO OT CITOCO0a MX JTOCTaBKH.

15.2. Perucrpanus — npocTaBieHHE B HIDKHEM MIPABOM YIJIy MEPBOIO JIMCTA JOKYMEHTa OTMETKU
O TOCTYIUICHUH C YKAa3aHUCM JaTbl IOCTYIUICHUSA W BXOAALICTO PErUCTPAIMOHHOTO HOMCEpPaA



JOKyMEHTa C O00s3aTeIbHOM 3aluChi0 B JKypHaJl pPETHCTpPAallMU IOCTYMAoWEeH (BXOAAIIeH)
nokyMmeHTanuu. CTpyKTypa perucTpalioHHOTO HOMEpA, MOCTYMAIOMIEro (BXOSIIEro) JOKyMEeHTa,
COCTOMT M3 €ro IOpAJKOBOIO HOMEpa UM HHAEKca Jejla 10 HOMEHKIAaType Jel
0011e00pa3oBaTeIbHON OpraHu3aIuy.
15.3. Peructpanus Bcex NOCTYNMBIIMX (BXOASIIMX) IOKYMEHTOB IIPOMU3BOJIUTCS B IIpenenax
o01Iero JAOKyMEHTONOTOKA. J[OKyMEHTbI, MOCTYNMBIIME B IMIKOIY IO KaHaidaMm (aKCUMUIbHON
CBSI31, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOIIEM MOPSAKE.
Texct moctynuBiied TenedOHOrpaMMBbl — 3allMChIBACTCSI B KYpHAJIE€ perucTparuu
TenedoHOrpamMM U TieyaTaeTcsl Ha JIucTe OyMaru Juis nepeaayd Ha pacCMOTpPEHHE.
15.4. Tloctynaromue (BXOASIINE) JOKYMEHTHI MIEPEAIOTCS HA pACCMOTPEHUE PYKOBOACTBY TOJIBKO
II0CJIE UX PETUCTPALIMU U NPEABAPUTEIBLHOTO PACCMOTPEHHS.
15.5. JlokyMeHTBI, TIOCTYNHBIIHE B O0OIIEOOpa30BaTEIbHYIO OpraHU3AIMIO, MO BOMpPOCaM, HE
TpeOYIOIMM  PAaCCMOTPEHHUS JIUPEKTOpa, HANpPABISAIOTCS pPAaOOTHUKOM OTBETCTBEHHBIM 32
JIeJIONPOU3BOACTBO HIKOJIBI HEMOCPEACTBEHHO UCTIOTHHUTEIIO 3a1poca.
15.6. lupeKTop B pe30I0LUH ONPEAEISAET JINLI, OTBETCTBEHHBIX 3a UCIIOJIHEHUE TOKYMEHTA, U JA€T
UM nopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a JEIONPOU3BOJICTBO LIKOJIBI MEPENaeT JOKYMEHT Ha
HCIIOJIHEHHE.
15.7. TlonmuHHUK DOKYMEHTa C PE30JIIOIMEH PYKOBOIUTENST 00IIe00pa30oBaTEIbHON OpraHUu3aluu
HAIpPAaBJIAETCS UCTIOTHUTEIIIO.
15.8. Ilpy HanM4YMM HECKOJbKUX MCIIOJTHUTENEH TOJIMHHUK JIOKYMEHTa TNEpPENacTcss TOMY
UCIIOJIHUTENI0, KOTOPBIH B COOTBETCTBUM C YKAa3aHUSAMH 110 HUCIOJHEHHUIO  SBISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJHUTENH MOJy4aloT KOMHUIO JOKYMEHTA.
15.9. IloqMMHHUK JOKYMEHTA, KOTOPBIM HCIOJHSAETCS HECKOJIBKUMHU JIOJKHOCTHBIMM JIMIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCIIONHUTENb. OCTAIbHBIM HCTIOHUTENSM MepeaatoTCsl KOTHU.
15.10. M3roroBieHue KOMMHA JOKYMEHTa sl MEpEAaud COUCIOJHUTENSAM OCYLIECTBIISETCS
cekperapeM o011e00pa3oBaTeIbHON OpraHUu3aIliy.
15.11. Pe3omntonus conepxKuT:
e YKa3aHWE TII0 WCIOJHEHHUIO, COJEpKallee KpaTKOe ONUCaHHEe HEOOXOTUMOro JUIs
WCTIOJTHEHUS IeUCTBUS;
e YyKa3aHHWE Ha CpPOK, B TEUEHHUE KOTOPOro JHOO 10 MCTEYEHHS] KOTOPOro HEOOXOIMMO
WCIIOJTHUTH MPEANICAHHOE IEUCTBUE;
e JIMYHYIO MOJIHUCH aBTOPA PE30JIIOLINH;
e ATy MPOCTABIICHUS PE3OIIOLIUU.
15.12. VYkazanue Ha CpOK, B TE€UEHHE KOTOPOro JHOO /0 HMCTEUECHHUS] KOTOPOro HEOOXOIUMO
UCIIOJHUTh TPEANHMCAHHOE JEHCTBHE, MOKET HE BBIpaXKaThCsl KOHKPETHOM JAaTOM M COJEep:KaTh
BbIpaKEHUS: "B YCTAaHOBJIECHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3omntonus numiercs Ha CBOOOAHOM OT PEKBU3UTOB MECTE MEPBOTO JTUCTA JOKYMEHTA.
15.14. B ciyuae, korja pe3oiionus aapecoBaHa HECKOJIBKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJTHEHUE JTOKyMEHTa B LIEJIOM SIBIISETCS COTPYIHUK, yYKa3aHHBIM MEpBbIM (BEPXHUM), JIHOO
COTPY/JHUK, B OTHOILIEHUU KOTOPOTO C/€JIaHa IOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranusanus padoThbl ¢ 0OTHPaBJIsAeMbIMH (MCXOASIIUMHI) JOKYMEHTAMH

16.1. lo mpemocTaBieHHUS MPOEKTa OTHPABIAEMOro (MCXOIALIET0) JOKyMEHTa Ha MOJIMHUCH
JUPEKTOPY WM HWHOMY YIOJHOMOYEHHOMY B YCTAaHOBJIEHHOM IOpPSAKE Ha MOANKCAHUE JIHILY
OCHOBHOM HCIIONIHUTENb MPOBEPSET MPABHIBHOCTh O(OpPMIIEHUS OTMPaBIsEeMOro (HMCXOISIIETo)
JOKYMEHTa Ha COOTBETCTBUE TpeOoBaHUAM HacTosed NHcTpykuuu.

16.2. Ilpy MOATOTOBKE OTIPABISIEMOro (MCXOASIIEro) JOKYMEHTa Kak OTBETa Ha MOCTYMHBIIUN
(BXOAsIIMKA) JOKYMEHT MCIOJHUTENb MPHUKIAIbIBAET K IMOATOTOBIEHHOMY IPOEKTY BXOMASILUN
JIOKYMEHT.

16.3. [IpoeKThI OTHPABISIEMBIX (MCXOMSIINX) JOKYMEHTOB C YUYETOM COOJIIOICHHS YCTAaHOBICHHOTO
B PpE30JIIOLMM CPOKa UCIOJHEHHUS TEPEeAaroTCs OTBETCTBEHHBIM MCIOJHUTEIEM B OTIEN
JeJIONPOU3BOACTBA (KAHLIEISIPUSL, CEKPETAph) IIKOJIbI JJI1 HAIIPABJIECHUS Ha MONNCAHUE.



16.4. TloamucaHHble OTHpaBisieMble (MCXOASIINE) JOKYMEHTBI, TEepelaloTcsi pabOTHUKY
OTBETCTBEHHOMY  3a  JIEJIONPOU3BOJCTBO  ILIKOJBI, KOTOPBIA  OCYILIECTBISET  IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBMSI KOJMYECTBA HK3EMIUIIPOB OTIPABIAEMOro (MCXOISALIETO)
JOKYMEHTa CIIUCKY pAacChUIKM, a TaKXe MpPaBWIBHOCTh OGOpPMIIEHHS] IOKYMEHTa COTJIacHO
HACTOSILIEH UHCTPYKLIMH.
16.5. B cnydae HapymieHHs KOMIUIEKTHOCTM WJIM COOTBETCTBUSA KOJHUYECTBA, a TaKxke
NPaBUIBHOCTH O(GOpPMIIEHUS JOKYMEHTa COIJIACHO HACTOSIIEH WHCTPYKIMU OTIIpaBIIsieMble
(ucxondmue) JOKYMEHThl HE3aMEUIUTEIbHO  BO3BPALLAIOTCA  pPAaOOTHUKAMHM  KaHUEISIpUU
OTBETCTBEHHOMY MCIIOJIHMUTENII0 WJIH B CIy4ae OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJHUTENS €ro
HEMOCPEACTBEHHOMY PYKOBOJIUTEIIO JUIsl YCTPAaHEHUS! HApyIICHUH.
16.6. JlokyMeHTBI mOCI€ HMX HOMINUCAHUS AUPEKTOPOM WM HMHBIM YIIOJIHOMOYEHHBIM JIHMIIOM
nepenalTcs B KaHLEIIpUIo 00111e00pa3oBaTeIbHON OpraHu3alyy AJid PETUCTPALUU U OTIPABKH.
16.7. Peructpanus oTmpasisieMbIX (UCXOISAIINX) JOKYMEHTOB OCYLIECTBISIETCS MOCIIe MPOBEICHUS
paboOTHUKAaMU KaHLEISPUU, OTBETCTBEHHBIMH 32 JEJIONPOU3BOICTBO, MPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHUS KOJHMYECTBA SK3EMIUIIPOB, a TAKXKe IMPAaBHIBHOCTh O(OPMIICHHUS OTHPABISEMOTO
(MCXOAIIETO) TOKYMEHTA.
16.8. Peructpanus co3gaBaeéMbIX JOKYMEHTOB OCYILECTBISETCS B JE€Hb NOJNUCAHMS WIN
YTBEPXKACHUS JIMOO Ha CIIeTyIONUi paboduii 1eHb.
16.9. CBeaeHust O pErUCTPUPYEMBIX OTIIPABIISIEMBIX (MCXOAALINX) JOKYMEHTAX BHOCATCS B XKypHall
perucTpaiuu oTnpaBiIsieMoi (MCXOAsIIeN) TOKyMEHTAIIHUH.
16.10. PeructpanmonHslii HOMEp U 1aTa OTHPABISIEMOTO (MCXOISAIIET0) TOKYMEHTA MPOCTABISIOTCS
Ha MOJJIMHHHUKE JOKYMEHTa B pPEKBM3UTaX OJlaHKa M Ha JK3EeMIUISIpE, OCTalolleMcsl B Jele
00111e00pa30BaTENIbHON OpraHnu3aIUH.
16.11. CtpyKTypa perucTpalldiOHHOTO HOMEpa OTIPABIIIEMOTO (MCXOMASIIET0) TOKYMEHTa COCTOUT
U3 €ro NOpsAKOBOr0 HOMEPA U MHAEKCA Jieja 10 HOMEHKJIATYpe /1€ IIKOJbI.
16.12. OtnpaBka JOKyMEHTOB IPOU3BOJIUTCS LEHTPAIM30BAHHO pPaOOTHUKAMHU KaHUEISpUn
IIKOJIBI, KOTOPBIE MPOU3BOIAT WX COPTHPOBKY IO CHOcOoOy OTmpaBieHHs (TpocTasi, 3aKas3Has,
MEXAyHapoaHas U Ap.).
16.13. IIucbma, TenerpaMMbl, OTKPBITKH, OaHIEPOIIU U MeYaTHBIE U3AaHUS OTIPABISIOTCS MTOYTOM.
daxcorpamMmsl U Teae(OHOIPaMMBbI NIEPEAAIOTCS 110 KaHAJIaM TelIe(pOHHOM CBSI3U.
16.14. DnexTpoHHBIE COOOILIECHUS OTMPABISAIOTCS C OQUIMAIBHOTO IMOYTOBOTO 3IIEKTPOHHOTO
ajpeca o0IIe00pa3oBaTeIbHON OPTaHNU3aIIHH.
16.15. ITucema, TenerpaMMsbl, OTKPBITKH, OaHAEepOIH, aKCOrpaMMBI, SJEKTPOHHBIE COOOIICHUS, HE
CBSI3aHHBIE C paboYell e TENbHOCTHIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIpaBIIsieMbIe CPEACTBAMU MTOUYTOBOM CBSI3U MPOXO/IST:

e YIAKOBKY;

e ajpecoBaHue (TpU HampaBICHHH AOKyMeHTa Ooliee yeM B 4 ajpeca) — B COOTBETCTBUU C

yKa3aTeJeM pacChlUIKH, Ha KaXKJI0M 3K3EMIUISIpE MUChMa YKa3bIBAE€TCS TOJIBKO OJIMH ajipecar.

e TPOCTaBJICHHE CTOMMOCTH IMOYTOBBIX yCIYT;

e IIepeJavy B IOYTOBOE OTJEICHUE CBA3H.
16.17. Ilpun moAroToBKEe M OTIpaBKE MHCEM HEOOXOAMMO YUHMTHIBATH IMpaBWIIA, YCTAaHOBICHHBIC
puKa3oM MuHHCTEpCTBA CBA3M U MaccoBbIX KOMMyHHUKauil P® ot 31 utons 2014 r. N 234 "O06
yTBepxkaeHun [IpaBun okazaHus yciryT OYTOBOM CBS3H".
16.18. JlokyMeHTBI, OTIIPABIIIEMbIE CPEACTBAMH OYTOBOM CBSI3U B OJMH aJIpeC, BKJIAbIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxopsamye NOKyMEHTHI, MpeaHa3HAuYCHHBIE ISl OTIPABKU CPEACTBaMHU (haKCUMIIIBHOU
CBSI3H, OTIIPABJISAIOTCS paOOTHUKAMH KaHIIENSPUH 00111e00pa3oBaTeIbHOIM OpraHu3aluu.

17. Pa3paboTka 1 BeieHHe HOMEHKJIATYPbI J1eJ1

17.1. JlokyMeHTaIbHBINH (OHJ IIKOJIEI — COBOKYITHOCTH JOKYMEHTOB, 00Pa3yIOIIUXCs B IPOIecce
€ro JeATenbHOCTH. JlOKyMEHTanbHBIA (OHI IIKOJBl COCTaBISIOT JOKYMEHTHI, CO3JaHHBIC B
001meo0pa3oBaTeIbHOM OpraHu3allid W TIOJTYYCHHBIE €10 B pe3yjbTaTe B3aMMOACWUCTBUS C



opraHaMy TrOCYJapCTBEHHON BJIAcCTH, OpraHaMHd MECTHOI'O CaMOYIpaBJICHUS, IOPUIUYECKUMH U
(HUBUIECKUMH JTUTIAMU.
17.2. HomeHknatypa Jien siBIseTcs OCHOBOW (pOpPMUPOBAaHUS JOKYMEHTAIBHOTO (POHIA MIKOJBI U
MPEACTABISIET COOOW CHCTEeMAaTHU3WPOBAHHBIM TIEPEUYCHb 3aroJIOBKOB (HAMMEHOBAHU) I,
3aBOJUMBIX B IIKOJIE, C YKa3aHHEM CPOKOB UX XpaHEHHs, U OGOPMIICHHBIH B COOTBETCTBUU C
MIPABOBBIMU aKTaMH, PEKOMEHJAIMSIMU M METOAMYECKHMMM YKa3aHHsIMH OpraHoB Poccuiickoit
denepanyiv, YNOJTHOMOYECHHBIX B Cdepe TOCYJapCTBEHHOTO YIMPABICHHS APXUBHBIM JIE€JIOM,
JIEJIONPOU3BOACTBA U JJOKYMEHTO000pOTA.
17.3. HomeHknaTypa Jied1 COCTaBIISIETCSl HA OCHOBE M3YyUEHHS MOJI0KEHUH, MHCTPYKIUI U TTpaBuil, a
TaKkKe JPYrMX JOKYMEHTOB, PpEIJIAMEHTUPYIOIIUX JI€ATEIbHOCTh  00IIe00pa3oBaTeabHOM
OpraHu3alli, a TaKKe HOMEHKIATyp /el 3a MPEIUIeCTBYIOUIME TOoAbl U JOKYMEHTOB,
00pa3yromuxcs B JeATeILHOCTH 00I[e00pa30BaTeIbHON OpraHNu3aliiy.
17.4. HomeHknarypa nel MCHOJB3YETCA JUIsl TPYNIHUPOBKH HCIIOIHEHHBIX JAOKYMEHTOB B Jena,
CUCTEMAaTHU3allMM U y4eTa JeJl, ONPEEICHNs CPOKOB UX XPAaHEHUS U MOUCKA TIOKYMEHTOB, SIBIISETCS
OCHOBOH JIJIsl COCTABJICHUSI ONMCEH JeJ1 TOCTOSHHOTO U BpeMeHHOro (cBbime 10 ser) xpaneHus, a
TaKKe JJIs yueTa JieJ BpeMeHHOTo (10 10 JeT BKIIIOUNUTENbHO) XpaHEHHUS.
17.5. HomenknaTypa Aesl BBOJUTCA B IEUCTBUE MPUKA30M IO IIKOJIE.
17.6. HomeHknaTypa Aesl FOTOBUTCS B TPEX SK3EMILISIPAX:

e ]ISl IOMEIICHHS] B HOMEHKJIATYPHOE JIeJIO M OCTOSIHHOTO XPaHEHHS;

e JIJISl UICTIOJIB30BaHUS B pab0OTE OT/IEIIOM JICJIONPOU3BOICTBA (KaHIIEISIPHUCH ),

e I XpaHEHUS B apXUBE IIKOJIBL.
17.7. VI3 HOMEHKJIATyphl €Nl IIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE JIEJIONMPOU3BOJICTBA
o(hopMIISIOTCS BBIMMCKM I KaXJOTO0 W3 TMOJpPA3JeNeHUuil W OTIeNoB 0011e00pa3oBaTeIbHON
OpraHu3aliu.

18. ®opmupoBaHue e M UX TeKylee XxpaHeHue. [loaroroBka 10KyMeHTOB U JeJI K Nepefaye
Ha apXMBHOE XpaHeHHe

18.1. ®opmupoBaHue Jie1 — TIPyHNHPOBKA UCIIOJHEHHBIX JOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATypOoi z1e1 001eo0pa3oBaTeIbHONM OpraHU3allii U CUCTEMAaTH3alHsl IOKyMEHTOB BHYTpHU
aena.

18.2. lena co HS UX 3aBEAEHUS 10 MEpe/laud B apXMB IIKOJIbI WK Ha YHUUTOXEHHUE XPaHATCS IO
MECTY UX (OPMUPOBAHUSI.

18.3. IIpuka3pl 1O OCHOBHOW, aJMHUHHCTPATUBHO-XO3SICTBEHHOH, Y4e€OHO-BOCIIHTATEIHHON
JEeSTENIbHOCTH IIKOJIbI, IPYIIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JUYHOMY COCTaBy paOOTHUKOB U
M0 TUYHOMY COCTaBY 00yHYarOIMUXCs (y4aluXcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynmupyeTcss 3a MEpUOJ KaJeHAApHOTO Troja M CHUCTEMaTH3UpyeTcs B
XPOHOJIOTHYECKOH MOCIe0BATENEHOCTH.

18.5. IIpoBepka HaIMUMUSA U COCTOSIHUSI IOKYMEHTOB U €]l IPOBOAUTCS MIPU MEPEMEIEHUN Ael, IpU
BO3BpaTe JIeJ1, IPU PEOPraHn3aluy WU JTUKBUAALUHI 00111e00pa3oBaTeIbHON OpraHU3alHH.

18.6. B apxuB o00meo0Opa3oBaTeIbHON OpraHu3aluu (Jajgee - apxuB) TMepesaloTcs Jena
MIOCTOSIHHOTO, BpEMEHHOT0 (CBbIme 10 JIeT) CpOKOB XpaHEHUs U IO JIMYHOMY COCTaBy uepes 3 roja
1ocJie Toa, B KOTOPOM JTOKYMEHTbI ObLIM IOMEILEHBI B JIEJI0 Ha XpaHEHUE.

18.7. Ilepennaua JOKyMEHTOB B apXUB MPOU3BOJUTCS IO YTBEP)KICHHBIM OIUCAM /€.

18.8. TlogroroBka JOKYMEHTOB W Jied K Iepefjaue Ha apXMBHOE XpaHEHHE M Ha YHUUYTOXKEHHE
IpeaycMaTpUBaeT:

e DKCIEPTU3Y LEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OMUCEH JIeN MO pe3yabTaTaM 3KCIEePTU3bl UX LIEHHOCTH;

e odopmieHHE N1eT;

e COCTaBJIEHHE aKTOB HAa YHUUTOKEHHE JOKYMEHTOB M JIeJ1 C UCTEKIIIMMHU CPOKaMH XpaHEHHUS.
18.9. DkcnepTH3a EHHOCTH TOKYMEHTOB MOCTOSIHHOIO U BPEMEHHOTO XPAaHEHUs OCYIIECTBIISETCS
©KErofHO JMLOM (JMLIaMH), Ha3HAYEHHBIM IPHKa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHUE.



18.10. B neno momemaetcst He 6osee 250 MUCTOB (TOIIKMHA JieNia IPU 3TOM COCTaBIIsIeT He Oonee 4
cMm). [Ipu GonbIIOM KOMMYECTBE TOKYMEHTOB (GOopMHUPYIOTCS Toma (4acTH) Aena. BHyTpu nema
JOKYMEHTBI PACIIONIaraloTCsl B XPOHOJIOTUYECKOM TMOPSIAKE B COOTBETCTBUHM C ONKCHIO. B nema
MOMEIAI0TCS TOJIBKO MUCIIOJIHEHHbIE, TPAaBUILHO OPOPMIIEHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBbl BHYTpPH JA€jla paclojararTcs CBEpXY BHM3 B XPOHOJIOIMYECKOM, BOIPOCHO-
JIOTUYECKOW  TOCJEeNOBaTeIbHOCTH WJIM HMX COYeTaHuWu. PacropsauTenbHble  JOKYMEHTBI
IPYNIUPYIOTCS B JeJia 0 BUaM M XPOHOJIOTUU C OTHOCSIIUMHUCS K HUM TPHIIOKEHUSIMH.

18.12. JInuHbIe KAPTOYKH PAOOTHUKOB (POPMUPYIOTCS B JIEJI0 1O andaBuTy haMUITUi.

18.13. Odopminenue nena mnpesycMaTpuBaeT: OG(OPMIICHHE PEKBH3UTOB OOJOXKKH Jena IIo
YCTaHOBJIEHHOW (hopMe; HyMepaluio JIUCTOB B JieJ€ KapaHIallloOM B BEPXHEM IPaBOM YTIIy;
COCTaBJICHUE BHYTPEHHEH OMMCH TOKYMEHTOB Jieja, MOAIINBKY U neperuier aena. Jiuct 6onpioro
¢dbopmara, MOAIIUTHIA 3a OAUH Kpad, HyMmMepyeTcsl KaKk OJMH JIMCT B NPAaBOM BEPXHEM YIIy.
JIOKyMEHTBI C COOCTBEHHOW HyMepalllel JTUCTOB, B TOM YHCIIE MeYaTHbIe U3/1aHusl, HyMEPYIOTCS B
o01eM TopsizIKe.

18.14. JIucThl A€, COCTOSIIMX U3 HECKOJIBKMX TOMOB WM YacTeH, HyMEpYIOTCA 110 KaKJIOMY TOMY
WM YaCTH OTJAEJBHO.

18.15. Ilocne 3aBepiieHUs HyMEpaLUU JIMCTOB COCTAaBJISETCS 3aBEpUTENIbHAs HAAINUCh, KOTOpas
pacnojaraercsi B KOHIIE Aeia. 3aBepuTeabHasi HAAMUCh COCTaBIISIeTCS B Jieie Ha OTJEIbHOM JIUCTe-
3aBepHTeIe Jena.

18.16. B 3aBepuTenpHOM Haamucw mudpamMud U MPOMUCHIO YKa3bIBACTCS KOJWYECTBO JINCTOB B
JaHHOM JieJie. 3aBepUTeNIbHAs HAJIMUCh TIOJAIMUCHIBAETCS €€ COCTaBUTEJIeM C yKa3zaHHeM
pacmiipoBKM TMOANMMUCH, IOJKHOCTH U JaThl cocTaBiieHus. KonuuecTBo 5nHMCTOB B Jiene
MPOCTABISIETCA Ha 0OJIOXKKE JIea B COOTBETCTBUH C UTOTOBOM HA/AIMHUCHIO.

18.17. PexBusut "cpok XpaHeHHUs jena" MepeHOCUTCS Ha OOJOXKKY Jejia U3 COOTBETCTBYIOIICH
HOMEHKJIATYphI JIeJ TOCJE CBEPKH €ro CO CPOKOM XpaHEHHWs, YKa3aHHBIM B IEPEUYHE THUIOBBIX
JOKYMEHTOB WJIHM B IEPEYHE JOKYMEHTOB, 00pa3yIONINXCs B JACSITEIHHOCTH (eIepaibHOTO OpraHa,
C YKa3aHHEM CPOKOB XPaHEHHUSI.

18.18. Ha nenax mocTostHHOTO XpaHeHHUs MUIIeTCs: " XpaHUTh TOCTOSIHHO" .

18.19. Ilpuem nen mpoU3BOAUTCS COTPYAHHKOM, YIOJTHOMOUYEHHBIM HAa BEJCHUE AEATEIbHOCTU
apX¥Ba, C TMPOCTABJICHUEM B JIByX 3K3EMIUISIPAX OIHCH JE]I OTMETOK O HAIMYHH KaXKJOTro Jiena (Ha
KQKIOM 5K3EMIUISIpE OMKMCH YKa3bIBA€TCA KOJMUYECTBO (DaKTHMUECKU MPHUHATHIX A€M, Jara Mmpuema-
nepeadu e, a TAaKKe IMOANMCH apXUBUCTA U COTPYIHUKA, TEPEIaBIIETO Jea.

19. 3aka0unTeIbHBIE MOJI0KEHUS

19.1. Hacrosmas MHcTpyKuus 10 1€TONPOU3BOICTBY SIBIISETCS JIOKAJbHBIM HOPMAaTUBHBIM aKTOM
o0mieo0pa3oBaTeIbHOM OpraHW3anuy, NpuHUMaercs Ha OOmeM coOpaHuu pPaOOTHHKOB U
yTBepkKAaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M JIUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIliH.

19.2. Bce u3MeHeHHsT W JOTMOJHEHUS, BHOCUMBIE B HACTOANIyI0 WHCTpyKIHIO, 0OpMIIIOTCS B
MUCHhMEHHOM (hOpMe B COOTBETCTBUU JCUCTBYIOUINM 3aKOHOIaTeNbcTBOM Poccuiickoit denepanuu.
19.3. UHCcTpyKIMS TO JEIONPOM3BOJCTBY B IIKOJE MPUHUMAETCS HA HEOMPEICICHHBIA CPOK.
N3menenusa u nononHeHus K MHCTPpYKIMHM NMPUHUMAIOTCS B MOPSAKE, IPeayCMOTpeHHOM I1.19.1.
Hacrosuen MHCTpyKiuu.

19.4. Tlocne nmpunstus WMHCTpyKuuu (WM U3MEHEHHH M JOMOJHEHUH OTIENbHBIX IYHKTOB W
paszienoB) B HOBOM peaKIUU MPEbITyIIas peJaKiis aBTOMAaTHYECKH yTPAUYNBAET CUTTY.



Tpunoowcenue Ne 1

IIpaBuia
oopmJiIeHHS] PEKBU3UTOB J0KYMEHTOB

1. Jnsd DOArOTOBKM JIOKYMEHTOB IPUMEHSIETCS TEKCTOBBIM pedakTop, o0OecreunBaromui
TpeOOoBaHuUs TPaPUUECKOro BOCIIPOU3BEICHHS PEKBU3UTOB JOKYMEHTA.

2. Bunel u pasmepsl ucnoib3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOJINKEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TaOMMIAX, A oOeclnedeHus Jydiledl 4YUTaeMOCTH JaHHBIX,
J0TycKaeTcs mpuMeHenue mpugTos Buaa Arial, pasmepos 12,13.

4. Inana3oH UCIOJIb3YEMbIX MEXIYCTPOUYHBIX HHTEPBAJIOB: OT OAUHAPHOTO 10 IOJIYTOPHOTO.

5. AO3auHBIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJ0BKH pa3esIoB U MOJPA3/eJIOB NIeyaTaroTcs ¢ a03allHbIM OTCTYIIOM WIN LEHTPUPYIOTCA 110
LIMPUHE TEKCTA.

7. MHOTOCTPOYHBIE PEKBU3UTHI IE€YATAIOTCS 4YEPE3 ONMH MEXCTPOUYHBIM WHTEPBaJ, COCTABHBIC
4acTU PEKBU3UTOB OTIEISIFOTCS IONOJHUTEIBHBIM HHTEPBAJIOM.

8. Ecim JOKyMEHT rOTOBUTCS Ul M3/1aHUS C YMEHBIIEHHEM MacluTala, TEKCT MeyaTaercsl 4epes
7IBa UHTEpBaJa.

9. UnTepBan Mexay OyKBaMH B CJIOBaxX - OOBIYHBIN. IHTEpBaM MEX Ty CIIOBaMH - OJIMH MPOOEIL.

10. TekcT noKyMEHTa BBIPABHUBAETCS MO MIMPUHE JINCTA (10 TPaHUIAM JIEBOI'O M IIPAaBOrO IOJIEH
JIOKyMEHTA).

11. JInuHa camMoil ATMHHON CTPOKH PEKBU3UTA MPHU YTIOBOM PACIOJIOKEHUN PEKBU3UTOB He Ooee
7,5 cm.

12. JInuHa camMoO# AJIMHHOM CTPOKM PEKBU3UTA NPHU MPOJOJIBHOM PACIOJOKEHUN PEKBU3UTOB HE
Oonee 12 cm.

13. Kox dhopmbl 1oKyMeHTa

Kox dopmbl nokymeHTa pocTaBisieTcss Ha YHUPUITUPOBAHHBIX (popMax JOKYMEHTOB, B OCHOBHOM
UCIOJIb3YEMBIX B KaJpOBOM JOKYMEHTOO0OOpoTe mKosbl. Pacnonaraercs kon (opmbl B IpaBoM
BEpXHEM YIiIy paboyero mois JOKYMEHTa, COCTOUT u3 cioB "®opma mo" (HaMMEHOBaHUE
Kiaccudukaropa) u nudpoBoro Koja.

Ilpumep - @opma no OKY/[ 0301001.

14. HauMeHOBaHKE MIKOJIbI

HauMmeHoBaHHME IIIKOJIBI AOJDKHO  COOTBCTCTBOBATH HAWMMCHOBAHHWIO HOPUAUYCCKOro JIMIA,
3aKpEIUICHHOMY B  €ro  y4YpeAWTeNbHBIX JoKyMeHTax (YcrtaBe o00meo0pa3oBaTeabHOM
opraam3anu). [lon HauMeHOBaHHEM IIKOJIBI B CKOOKAaX yKa3bIBAETCS COKpAIICHHOE HAMMEHOBAHUE
0011e00pa3oBaTeIbHON OpraHu3aIuy.

Han HaNMMCHOBAHUCM HIKOJIbI - YKA3bIBACTCA IOJITHOC HANMCHOBAHUC BBIHIGCTOSIH.IGIZ OopraHu3anuu.

15. CripaBoYHBI€ JIaHHBIE O IIKOJE

CnpaBoyHbIC JaHHBIE O IIKOJIE BKJIFOYAIOT B ceOs: MOYTOBBIA ajmpec, HoMmepa TeiedoHa, dakca,
azpec 3MeKTpoHHOW mouThl, Kox mkoibsl mo OKIIO (mpocraBmsercs mo OOmepoccuiickomy
KJIaCCU(PUKATOPY MPEANPHUATHN U OpraHu3aIliii), OCHOBHOW TrOCYIapCTBEHHBIH PETHCTPAIIMOHHBII
Homep (OI'PH), unentudukaimoHHbI HOMEp HAJOTOIUIATENIBIINKA/KO MPUYUHBI TIOCTAHOBKH Ha
Hajorosblit yuet (MHH/KIIIT).

16. HaumeHnoBanue Buja IOKyMEHTa




PexkBu3uT ucnonb3yercs IS yKa3aHHS BUIA JOKYMEHTa W PAcCIoiaraeTcss MOJ PEKBU3UTOM
«HAaUMEHOBaHKME 00IIe00pa3oBaTeIbHON OpraHu3anum». HanuMeHOBaHHME BHIA TOKYMEHTa HE
YKa3bIBAaeTCs B MIChMaX.

17. Jlata toxyMeHTa

JlaToii noOKyMeHTa SIBISIETCS JaTra ero MOoANmHucaHus (IpHKa3, MUChMO, 3amlHcKa, akT U Jp.),
YTBEpKIEHUsI (MHCTPYKIIHS, IOJIOKEHHUE, MpaBUia, PETIaMEHT, IUIaH, OTYeT M JIp.), COOBITHS,
3a(hUKCHPOBAHHOTO B IOKyMEHTE (IIPOTOKOJI).

Jlata TOKyMEHTa IMPOCTABIISETCS JOKHOCTHBIM JIMIIOM, TIOAIMCHIBAIOIIAM WM YTBEPIKIAIOIIHM
JOKYMEHT, WM TpPH PETHCTpali JIOKyMEHTa, WJIH HEMOCPEJICTBEHHO COCTAaBHTEIEM TIpU
MMOATOTOBKE TOKyMEHTA (CITyKeOHas 3armcKa, 3asBJICHUE U . ).

JIOKYMEHTBI, U3/laBaeMble COBMECTHO C APYTMMHU OPTaHHU3AIUSMU JOJDKHBI UMETh OJIHY (€IUHYIO)
nary.

Jary gokymeHTa 0(hOpMISIOT apaOCKUMHU ITU(GPaAMH B MTOCIEIOBATEILHOCTH:

e JIeHb Mecsla, Mecdll, roa. JleHp mecsma U Mecsi OpOpPMIISIOT JABYMs Tapamu apaOCcKux
mudp, paszaeleHHBIMH TOYKOHM; ToJ - YeThIpbMs apaOCKuMH LupaMu, HampuMep:
01.12.2017. Byksa "r" mocne uudp HE CTaBUTCS.

e TPHU CIOBECHO-IU(POBOM crocode ohOopMIICHUS AAaThl J€Hb MecsIa yKa3bIBaeTCs Mapoi
apabckux mudp, ro1 YeTIpbMs apadckumu mudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucTpainoHHEIN HOMEP JOKYMCHTA

PerucrpanuonHslii HOMEp AOKYMEHTA IIPOCTABIISIETCS. B COOTBETCTBUU C CUCTEMOM PErUCTPALMH,
MPUHSITON B LIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBAETCS TOKYMEHTY IOCIIE €0 MOANKNCAHUS (YTBEPKICHNUSA).
CcpuiKa Ha PETUCTPAIMOHHBIN HOMEp U AaTy JOKyMEHTa

Ccplika Ha UCXOSIIUI HOMEp U JaTy JOKYMEHTa aJpecaHTa BKJIIOYaeT B ce0sl perucTpariioHHbIN
HOMEp U J1aTy TOKYMEHTa, Ha KOTOPbIH J10JI’KEH ObITh 1aH OTBET.

19. Mecto coctaBieHus (M31aHus) TOKyMEHTa
MecTo cocTaBieHHsI UM U3/1aHUs TOKYMEHTa - "TopoJ ..." - yKa3bIBaeTcs Ha OJIaHKaX MPOTOKOJIOB
U aKTOB, COCTABJISIEMBIX B 00I1€00pa30BaTeIbHOM OpraHU3alny.

20. Anpecat

B pekBuzute "Anpecar” ucmonb3yroTces oUIMANTbHBIE HAMMEHOBAHUS OPIaHOB T'OCYAapCTBEHHOM
¥ WCTIOJHHUTENBHOW BIIACTH, OPraHOB MECTHOTO CaMOYTpaBJICHUs, opraHuzanuii. [lomyckaercs
UCTIOJIF30BaTh O(PUIINATILHO NPUHSTHIE COKPAIlCHHbIE HAMMEHOBAHUS OPTaHOB TOCYAapPCTBEHHOM M
WCTIOJTHUTEIIHOU BJIACTH, OPTaHOB MECTHOTO CaMOYTIPABJICHUS, OpTraHU3aIIHH.

[lpn ampecoBaHMM JOKYMEHTa JODKHOCTHOMY M YaCTHOMY JIMIy WHHIMAIBI CTaBSTCS IOCTE
bamuum.

Ilpumep - Pyxosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBuzut "ampecar" mpocTaBisieTcs B BEpXHEH MpaBoi 4acTu JOKyMeHTa (Ha OJlaHKE C YTIOBBIM
pacCIOJIOKEHUEM PEKBU3WUTOB) WM CIpaBa TMOJA pEKBU3UTaMHU OnaHka (TpU  MPOJOIHLHOM
pacmnonoKeHun pekBU3UTOB OjaHka). CTpOKM pekBu3UTa "agpecar’ BBIPABHUBAIOTCA IO JIEBOMY
Kparo WIHA HEHTPYKOTCS OTHOCUTEIBHO CaMOM JNIMHHOM CTPOKH.

IIpu ampecoBaHuMu AOKyMeHTa ©Oe€3 yKa3aHHUS JODKHOCTHOTO JIMIIA HAaWMEHOBAaHHS aJIpecaToB
MUIIYTCS B UMEHUTEIBLHOM MaJIeKe, HalpUMep:

Opeanvl cmamucmuxu 2opoda Mockebi



[Ipu angpecoBaHWUM JOKYMEHTAa pPYKOBOJIUTENIO OpraHU3alldd HAWNMEHOBAaHUE JIOJDKHOCTHU
yKa3bIBaeTCs B AATEILHOM MaJiexe, HalpuMep:

T'enepanvromy oupexmopy OOO «H30anuex

Damunus U.0.

[TouroBBIli aapec HE YKa3plBaeTCd B JIOKYMEHTaX, HAIMpPaBISIEMbIX B BBICIINE OpPTraHbI
rocy/IapCTBEHHOU BIIACTH, (efiepanbHbIe OpraHbl UCIIOJHUTENBHON BIACTH U UX TEPPUTOpUATIHHBIE
OpraHbl, OpraHbl TOCYAAPCTBEHHON U UCTIOTHUTEIHLHOM BIACTH, MOCTOS MHBIM KOPPECIIOHICHTAM.
[Ipu agpecoBaHuM NMUCbMa B OPraHU3alLMIO0 YKa3bIBAIOT €€ HAMMEHOBaHKE, 3aTeM MOYTOBBIN aapec,
HaTpuMep:

Tocyoapcmeennoe  yupescoenue  Bcepoccutickuili — HAYYHO-UCCAE008AMENbCKUNL  UHCIUMYM
O00KYMeHMOBeOeHUs U APXUBHO20 Oeld
IIpogpcorosnas ya., 0.82, Mockea, 117393

IIpu agpecoBaHUM JOKyMEHTa (HU3MUECKOMY JIMIy YKa3bIBalOT (QaMHUIMIO M HMHUIHAIBI
IIOJTy4aTerisi, 3aTeM ITOYTOBBIN aapec, HAIpUMeD:

Ilemposy U.I1.
IIpouszeoocmeennas yiu., 0.5, k8.12,
2. Mockea, 119633

PexBusut "Anpecat" He HODKEH comepkarth Oosee detbipex ampecatoB. Cioo "Komus" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramu He ykasbiBaercs. [Ipu uumcne aapecatoB Oomnee 4-x
COCTaBJIIETCS CIIUCOK PACChUIKU JOKYMEHTA.

Ecam AgoKyMeHT OTHpaBisieTcsi B HECKOJbKO OJHOPOAHBIX OpraHu3aluii WM B HECKOJIBKO
CTPYKTYPHBIX TIOJIpa3iclICHUI OpraHa UCTIOTHUTEILHOMW BIIACTH, TO OHU YKAa3bIBAIOTCS 00OOIICHHO.
[Ipumep:

Pykoeooumenam yupearcoenuii CI10

20. 'pud yTBEpKICHUI TOKYMEHTA

['pud yTBepkmeHHs] TPOCTABISIETCS B MPaBOM BEpxXHEM YTy AoKyMeHTa. CTpOKM pEKBU3HTA
BBIPAaBHUBAIOTCS MO JIEBOMY Kparw WM LIEHTPUPYIOTCS OTHOCUTENBHO CaMOM JJIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KIAeTCs  JOJDKHOCTHBIM  JIUIOM  (AOJDKHOCTHBIMU  JIMIAMH)  WJIH
pacnopsAUTENbHBIM JOKYMEHTOM (IIOCTAHOBJICHHEM, PEIICHUEM, IPUKA30M, PACTIOPSIKEHUEM ).
[Ipu yTBepkaeHHH AOKYMEHTa MOJKHOCTHBIM JIUIIOM TPHU( YTBEPKACHHS IOJKEH COCTOSTh W3
cnoBa YTBEPXJIAK) (6e3 kaBbluek), HAaUMEHOBAHUS JOJKHOCTH JIMIA, YTBEPIKAAIOIIETO
JIOKYMEHT, €T0 TOJIIKUCH, MHULIUATIOB, ()aMUJTUU U IaThl yTBEPKICHHUS.

[Ipumep:

VTBEPX/[AIO
Lupexmop MBOY Illxonra Ne 1238
U.0. amunua

21. Jara

[Ipu yTBepkIeHUN TOKYMEHTa HECKOJIBbKUMU JOKHOCTHBIMU JIUIIAMHU X TIOJIIMHUCH PACTIONATral0TCs
Ha OJTHOM YpOBHE.

[Tpu yTBEepkICHUN TOKYMEHTA PACIOPSIUTECIEHBIM JOKYMEHTOM TPU( YTBEPKICHHUS COCTOUT U3
cnoB YTBEPXJIEH (YTBEPX/JIEHO, YTBEPXJEHbI, YTBEPXJIEHA), coriiacoBaHHOro ¢
HAaUMEHOBAHHEM BHJA YTBEPXKJAAEMOr0 JIOKYMEHTa, HAMMEHOBAaHWs BHUJA JOKYMEHTa B
TBOPUTEIHLHOM MAJIeKe, €ro 1aThl, HOMEpa.



IIpumep:

VTBEPK/[EHO
npuxaszom MBOY [llxona Ne 1238
om 01.03.2020 Ne 57
22. 3arojaoBOK K TEKCTY
3aroloBOK K TEKCTYy - KpaTKOe CoOJepKaHue JOKYMEHTa. 3arojioBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npeiorom "O" ("O6") u oTBevaeT Ha Borpoc "o uem?"):
e 1mpuka3 (0 yeM?) 0 CO3JJaHUU KOMUCCHH;
e mpuka3 (0 yeM?) 00 yTBEPKICHUH MTATHOTO PACTICAHUS;
e THCHMO (0 yeM?) 0 IpeAOCTaBICHIH UH()OPMAIIHH.
3aroyioBOK K TEKCTy 0hopMIIsieTCsl MO pEKBU3UTAMH OJIaHKa clieBa, OT TPAHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3aroyioBok) 10O aHHOTAIMS JIOKyMEHTAa COCTABIISETCS aBTOPOM IPOEKTa
JIOKYMEHTA.
3aroJIoBOK K TEKCTY MOKET HE COCTaBIISATHCS, €CITM 00bEM JJOKYMEHTA HE MPEBBIMIALCT 4-5 CTPOK.

23. TekcT TIOKyMeHTa
JIokyMeHTBl 00111€00pa30BaTENIbHON OpraHU3al[Mi COCTABISIOTCS Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu - pyccKoM.
TekcT mOKyMEHTa MOXKET COJIEp:KaTh pa3/ieiibl, MOAPa3Aeibl, MYHKTbI, MOAMYHKTHI, HyMepyeMble
apabCcKuMH IUdpamu.
B mpukazax TeKCT TOKyMEHTa U3JIaraioT OT MEPBOTO JIMLA €IMHCTBEHHOTO Yncia («IPUKa3bIBAIO»)
B nokyMeHTax KOJUIETHATbHBIX M COBEMIATEIBHBIX OpraHax OT TPEThEro JHIAa €JUHCTBEHHOTO
yucna: («cobpaHue... penruino)
TekcT mpoTOKONA W3MAraercs OT TPEThEero JIMIa MHOXXECTBEHHOTO 4YHCNa («CIyIIaimy,
«BBICTYTTHIINY, «IIOCTAHOBHIINY, «PEIIHIIN ),
B CcOBMECTHBIX [OKYMEHTaX TEKCT HW3JIaraloT OT TMEpBOT0 JIMIa MHOXXECTBEHHOIO YHCIA!
(«TTpUKA3BIBAEMY, «PEIIIFLTI).
B nenoBbIx (cly>keOHBIX) MUCbMAaX HCTIONb3YIOTCS (JOPMBI U3ITOKEHUS:

e OT TIEPBOTO JIMIA MHOXECTBEHHOTO dYHCIAa (IIPOCHM HAIpPAaBHTH», IPEICTaBIsEM Ha

paccMOTpEeHHE»);

e OT TpeThero nuna eauHcTBeHHOro uucia («Aamunuctpanus OV Ilkoma Ne 1238 He
BO3paXkaeT»);

e OT TIEPBOTO JMIA EJUHCTBEHHOTO 4YHCIAa («CUYUTAI0 HEOOXOAMMBIMY», «IPEIararo
paccMOTPETHY).

[Tpu ynotpebieHun B TeKCTE (DaMUITUI JTUT] MHUIIHAIBI YKA3BIBAIOTCS TTOCIIE (haMUITHH.
B nenoBbIX (ci1y>k€0HBIX) MUCbMaX MOTYT UCHOJIB30BAThCS:
e BCTYNHTEJIbHOE OOpaleHue:
Yeaoicaemwiii cocnooun Heanos!
Yeaoicaemasn cocnoorca [lemposa!
Yeaorcaemvuii Huxonaii [lemposuu!
Yeaorcaemasn Onvea Huxonaesna!
Yeaowcaemvie cocnoda!

B oOpamerny 1O JODKHOCTH HAaUMEHOBAaHHE JOJDKHOCTH IHIIETCS C TMPOMUCHONH OYKBBI, B
oOpareHny 1o (haMUITUHF HHUTIAATBI JINIA HE YKa3bIBAFOTCSL.

e 3aKJIFOYMTEINIbHAS ITUKETHAs (hpasa:
C ysaoicenuenm, ...

CTpaHuIpl TOKyMEHTa HyMEPYIOTCS, HAaUMHAasi CO BTOPOTO JIUCTA JIOKyMEHTa apaOCKUMH ITUppaMu
[IOCEPENUHE BEPXHETO IOJIA.



TekcT AOKYMCHTA OTACIACTCA OT 3aroJIOBKa ABYMsS HIIM TPEMSA MCKAYCTPOUHBIMU HMHTCPBAJIaMHU
HCIIOJIB3YEMBIMHU B TCKCTE.

24. OTMeTKa 0 MPUJIOKEHUHU

OTMeTKa O TMPHJIOKEHHM HCIIONB3YyeTCd NpU OQOPMIICHHMHM THCEM M TNPWIOKEHUH K IUIaHaM,
IporpaMMam, OT4eTaMm, MOJIOKEHUSAM, IPaBUIaM, HHCTPYKIUSM U JPYTHM

JIOKYMEHTaM.

B nuceMax oTmeTKa 0 npuiokeHuu ohopMITSIETCS TTO TEKCTOM MHMChMa Ha paccTossHuH 1,25 cM oT
r'paHHUIbI JICBOT'O IIOJIA. Ecmu IMPUIIOKCHUC HA3BAHO B TCKCTC IMHMCbMA, B OTMCTKEC O MPHIIOKCHUU
YKa3bIBa€TCsl KOJIMYECTBO JMCTOB U KOJIMYECTBO IK3EMILISPOB MPHIIOKEHHUS, HAIIPUMED:

Ilpunoscenue: na 3 1. 6 1 3k3.

[Ipy HanMMYUM HECKONbKUX NPUIIOKEHUN, B OTMETKE O TMPWIOKEHUH OHU HYMEpYIOTCH,
YKa3bIBAlOTCS HAMMEHOBAHUS KAXKIOTO TIPUIOKEHHUS, KOJIUYECTBO JIUCTOB M KOJIUYECTBO
AK3EMILISPOB, HAITPUMED:

Ilpunosxcenue:
1. Inan-epagux ... na 3 1. 8 2 3k3.
2. Cnpaska o noomeepcoenuu hakma ooyuenus... va 1 1. 6 1 3x3.

Ecnu npunoxenus: cOpoIopoBaHbl, TO KOJIMYECTBO JHCTOB HE YKa3blBaeTcs. Ecnu mpuiiokeHue
HAIpPAaBIIAIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJIpeca, TO OTMETKY O €ro HAIUYUU O0()OPMIISIOT
ClIeIyIoIUM 00pa3oM, HalpuMep:

Ipunooicenue: na 3 1. 6 1 2x3. monvKo 6 nepawiii aopec.

Ha npunoxxeHusix K npaBuiam, UHCTPYKLMSM, MOJIOKEHUSAM, IUIAHaM, IporpaMMam, J0roBopaM U
APYTUM JIOKYMEHTaM OTMETKa O NMPHJIOKEHUM MPOCTABISAETCS HA TMEPBOM JIMCTE NPUIOKEHUS B
IIPaBOM BEPXHEM YTIIy.

Ecnu nmpunoxenne ogHO, OHO HE Hymepyercs. Eciu nmpuioKeHni HeCKOJbKO, OHM HyMEpYIOTCs
(mpunoxenue 1, mpunoxeHue 2).

B Tekcre moKyMeHTa MpH IepBOM YIIOMHHAHUH JOKYMEHTA-TIPUIIOKEHUSI B CKOOKAaX YKa3bIBaeTCS:
... (mpunoxxenne) win ... (MpuinoxeHue 1); mepea HOMEPOM TNPHIIOKEHUS JIOMYCKAeTCS CTaBHUTh
3HaK HOMEDpA: ... (mpuitokeHue N 2);

B oTMeTke 0 TpMIIOKEHNU YKa3bIBae€TCSl HAMMEHOBAHUE BHJA OCHOBHOTO JIOKYMEHTA, €r0o Jara W
HOMEp, HaTIpuMep:

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

Ecnu mpunokeHneM K JOKYMEHTY (HalpuMep, K MpHUKa3y) SBISETCS YTBEPKAAEMbIH JTOKYMEHT,
(mosio’xeHue, MpaBuia, UHCTPYKLUSA, PErJaMeHT M Jp.) B BEPXHEM IMPaBOM YIIIy MPOCTaBIIAETCS
OTMETKA O TPUJIOKEHUH, HIKE — Ipu() yTBEPKICHHUS, HAPHAMED:

Ipunosxcenue
YTBEPK/[EHO
npukazom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuszura "OTMETKa O MPHIOKEHUH" JODKEH COOTBETCTBOBATH BUAY U
pa3mepy mpu@Ta TeKCcTa J0KyMEHTa.



25. I'pud cormacoBaHusg TOKYMEHTA

I'pud cormacoBanusi JOKYMEHTa UCIIOIB3YETCS TIPH COTVIACOBAaHUM JOKYMEHTA C OpraHaMH BJIacTH,
OpraHu3alMsIMU WIM JOJKHOCTHbIMU sunamu. OH cocrout u3 cioBa “COI'JIACOBAHO”,
JOJDKHOCTH JIMIA, KOTOPBIM COTJIACOBaH JIOKYMEHT (BKJIIOYash HAWMMEHOBAaHUE OpraHU3aIlvH),
JTUYHOHN MOIIMUCH, pacin(POBKU MOIMUCH (MHUIIUAIOB, ()aMIIUN) U IaThl COTJIACOBAHUS.

IIpumep:

COIJIACOBAHO

Lupexmop MBOY [llkona Ne 1238
H.U. Heanos

01.12.2017

I'pud cormacoBaHus B 3aBUCUMOCTH OT BHJIA JOKYMEHTA M OCOOCHHOCTEH €ro 0opMJICHHUI MOXKET
IIPOCTABJIATHCA .

e Ha IMEPBOM JIUCTE JOKYMEHTa (€CId JOKYMEHT MMEET TUTYJbHBIH JIUCT, - Ha TUTYJIHHOM
JHCTE) B JIEBOM BEPXHEM YIJy Ha ypoBHE rpuda yTBEp)KICHHS WM MOJ HauMEHOBAaHUEM
JIOKyMEHTA OJIMKE K HIYKHEMY TIOJTIO);

° Ha IMOCJICIHEM JINCTEC I[OKyMeHTa 104 TCKCTOM,

e Ha JIUCTE COTJIACOBAHUS, SIBIISIOIMIEMCS HEOThEMJIEMOH YacThIO JOKYMEHTA.

BaemrHee cornacoBaHHe TakkKe MOXKET OBITh OCYIIECTBICHO IPYIMM JTOKYMEHTOM - IMHUCHBMOM,
MIPOTOKOJIOM, IIPUKA30M.
IIpumep:

COI'JIACOBAHO npukazom [O2M om 01.07.2017 Ne 01-01/54

26. Buza

CoracoBanue MpoeKTa JOKyMeHTa OpOpMIISETCs: BU3OM.

Buza mpoctaBnsercs COOCTBEHHOPYYHO JIMIIOM, BU3UPYIOIIMM JOKYMEHT, M BKJIIOYaeT B cels
HAUMEHOBAHHE JOJDKHOCTH BH3UPYIONIETO, €ro JIMYHYIO TOJINKNCH, Pacmu(POBKY MOAIUACH
(vHMIIMATBL, HAMUIIHIO) U AATy.

ITpumep:

3amecmumens oupekmopa
U.0. ©amunua
03.04.2020

JlommyckaeTcsi MOJIMCTHOE BU3MPOBAHKE JOKYMEHTA U €r0 MPHIIOKEHUH.

[Ipy Hamuuuu 3aMeyaHuil, JONOJHEHHWH K TPOEKTy JOKYMEHTa BH3a JONOJHsIETCS
COOTBETCTBYIOIIUM yYKa3aHUEM.

Jis 1OKyMeHTa, NOMJIMHHMK KOTOPOTO OTHPABISIIOT M3 IIKOJIbI, BH3bl MPOCTABISAIOTCS Ha
AK3EMILIApaxX JOKYMEHTOB, IOMEIIAEMBIX B JEJIO.

Jlist TOKyMeHTa, MOJJIMHHUK KOTOPOTO OCTAeTCs B IIKOJIE, BU3bl COTIACOBAHUS MPOCTABIISIOTCS Ha
000pOTe MOCIIEAHET0 JHCTa MOUIMHHUKA JOKYMEHTA WM Ha IMOCIETHEM JINCTE JOKYMEHTA IO
MOJIHUCHIO.

27. Ilogmuchk
[Tognuce BKIIOYAET: HAMMEHOBAHWE JOJDKHOCTH JIMIA, TOAMHCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYUHYIO TOJIMHUCH; pacCIIN(PPOBKY MOAMUCH (MHULIUATBI, (PaMIIINs):
[Tpumep:

Jlupexmop nuunas noonuce U.0.Damunus



Ecmm  nmoxymeHT odopmieH He Ha OlaHKe, B HAaWMEHOBAaHUE JIOJDKHOCTH BKIIFOYAETCS
HAaUMEHOBaHHME OO0IIe00pa3oBaTEIbHON OpraHu3anuu (IOJIHOE HAa3BaHME INKOJbBI). JlomycKaeTcs B
pekBuzute "lloanmuce MOMKHOCTHOrO JHIA" LEHTPUPOBATH HAMMEHOBAHWE JIOJHKHOCTH JIWIIA,
IIOAIIMCaBIICT O I[OKYMGHT, OTHOCUTCIIBHO CaMOﬁ I[HHHHOﬁ CTpOKI/I.

[Ipy noanucaHun AOKYMEHTA HECKOJBKUMH JOJDKHOCTHBIMHU JIMIIAMHU Pa3HBIX TOJKHOCTEH HX
IIOAIINCHU pacnonaranT OIIHy mon I[perfI B IIOCJICA0OBATCIIBHOCTH, COOTBGTCTBYIOH.Ieﬁ Hepapxm/l
3aHUMAaeMOU JTOJKHOCTH.

IIpumep:

Jupexmop nuunas noonuce U.0.D.
3amecmumens oupekmopa auunas noonuce U.0.D.

[lpy momnucaHuM JOKYMEHTAa HECKOJIBKMMHU JIMIAMH DPABHBIX JOJDKHOCTEH WX MOATHUCH
pacriosiaraiotT Ha OJJHOM YpOBHE.

B nmoxymeHTax, cocTaBIeHHBIX KOMUCCHEH, yKa3bIBACTCS CTATyC JIMIA B COCTaBE KOMUCCHU:
IIPOCTABJICHUEM KOCOM 4YepThl Iepe] HAaUMEHOBAaHHEM JIOJDKHOCTH (00aBIATh Kakue- JHOO
MIPUCTABKH).

Ecnu nupekTtop WM WHOE YIOJIHOMOYEHHOE Ha TMOJNUCAaHHE JAOKyMEHTa JIMIO BPEMEHHO
OTCYTCTBYeT (OTIyCK, OOJIe3Hb, KOMAaHIUPOBKA) WM JOJKHOCTh BaKaHTHA, TO JOKYMEHT
MOJMKUCHIBAET  COTPYIHHUK, YIOJTHOMOYEHHBI Ha  MOAMNHCAHME B  COOTBETCTBHH  C
pactnopAAUTCIbHBIM JOKYMCHTOM HJIN HaHeHeHHBIﬁ MOJIHOMOYMAMHU, YCTAHOBJICHHBIMH ITPUKA30M
mkossl Wik yupeaurtens (JIOrM), ¢ ykazanuem cBOEH TOHKHOCTH 1 TTOJTHOMOYHS, HATIPUMED:

3amecmumens oupekmopa noonucey U.0. Damunus

WIIH:

Ucnonnarowuti obsazannocmu oupekmopa noonucsy U.0. Pamunus
1001

u.o. oupexkmopa noonucv 1.0. @amunus

PexBuzut "llognmucek AOMKHOCTHOTO JUIA" MOXET OBITH OQOPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Hampumep, NpU HANUCAHUM CIY)KEOHOW 3amucku 0e3 MPUMEHEHUS TEXHUYECKHX
CpeICTB) MO0 OPOPMIICH C HCTIOIH30BAaHUEM TEXHUYECKHUX CPEJICTB.

B cnyuae odopmnenus pexBuszura "llogmuch TOMKHOCTHOTO IJMHAa" € HCHOJIb30BaHHUEM
TEXHUUYECKHUX CPEICTB BUJA M pa3Mep WIpU(Ta yKa3aHHOI'O PEKBHU3MTA HE MOKET OTIMYATHCA OT
BUJA M pa3Mepa mpuQTa OCHOBHOTO TEKCTa TOKYMEHTA.

PexBuzut "lloanuch [OMKHOCTHOrO JnMHA" OTAENSETCS OT TEKCTa TpPeMs WM YeThIpbMs
OJIMHAPHBIMU MEXKTyCTPOUYHBIMHU UHTEPBAIAMHU.

28. [leuats

[ledats sBAsieTCS CIOCOOOM TOATBEPIKIEHUS TOJIMHHOCTH TIOANMCH JODKHOCTHOTO JIMIA Ha
nokymeHre. IleyaTb cTaBUTCS Ha JOKyMEHTax B ClIyyasX, IPeAyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIA UTHBIMH HOPMAaTHBHBIMH ITPABOBBIMH aKTaMH.

Iledats craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTUCK I€4YaTH HE 3aXBaTbIBaeT
JUYHON MOJIMHUCU JOJHKHOCTHOIO JIMIA MOJINKCABLIETO AOKYMEHT, WIM B MECTE, 0003HAUYE€HHOM
«MID» («MecTo meuaTn»).

B noxymeHTax, moAroTOBICHHBIX Ha OCHOBE YHU(HUIIMPOBAHHBIX (HOPM, ME€UaTh CTABUTCA B MECTE,
0003HaueHHOM oTMeTKO# "MIT" unm uHbIM 006pa3oM.



29. OrMeTKa 00 MCHOIHUTEIIE

OtMmeTka 00 HCIONHHTENE (aBTOPE) MOKYMEHTa IMPOCTABISACTCS HA IMUChbMax INKOJBI B JICBOM
HUKHEM YTITy JIMIIEBON CTOPOHBI MOCIEIHETr0 JUCTA TOKYMEHTa OT TPAHMIIBI JICBOTO TOJISL WITH, TIPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOH CTOPOHE BHU3Y CJICBA.

OtmeTka BKJIIOYAET (aMWIHIO, UMS, OTYECTBO HCIIOJHUTENSI U HOMEp ero tenedoHa, a Takke
OTMETKa 00 WCIIOJHHUTEJIE MOXET JOMOJHATHCS HAMMECHOBAHHUEM JIOJDKHOCTH M AJICKTPOHHBIM
aJIPeCcOM HCIIOJIHUTEISL.

[Tpumep:

Hsanoe Uean Heanosuu, cneyuanucm no oxpave mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEpPEHUH KOTUHU

Jl7is IOATBEPXKACHUS COOTBETCTBUS KOMUU (BBIMUCKU U3 JOKYMEHTAa) MOJUIMHHUKY TOKYMEHTa Ha
MOCTIeTHEM JIUCTE KOMUU (BBIMUCKU W3 JTIOKyMeHTa) mox pekBuszutoM "llogmucs" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOTIHUY.

OTmeTKa O 3aBepEeHUHM KOMMM BKIIIOUAET: CJIOBO «BepHO», HauMeHOBaHHE TOJKHOCTH JIMLA,
3aBEpUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO TOAMKCH, pacIUPpPOBKY MOAMUCH (MHHUIIHAIIBL,
bamunuio), 1aTy 3aBepeHust KOMUHM JOKYMEHTA.

PexkBu3zur «OTMeTka O 3aBEpeHHHM KOMUW» MOXET ObITh odopMieHa OT pyKd WIH C
HCIOJIb30BaHNEM HITaMIIA.

JonyckaeTcst 3aBepATh KaXK/bIi JTUCT MHOTOCTPAaHUYHOMN KOIHMH JOKYMEHTA.

31. OTMeTKa O MOCTYINICHUH JIOKYMEHTA

OTmeTKa O NOCTYIUIEHMH JOKYMEHTa COACPKUT BXOASAIIMNA PEruMCTpPallMOHHBIM HOMEp U JaTy
HOCTYHJ'IGHI/ISI I[OKyMeHTa. I[OHyCKaeTCﬂ YKaBaHI/Ie qacoB " MUHYT HOCTYHJ'IGHI/HI I[OKYMGHTa C
3aBepeHUEeM MOIMUCIMU 3aUHTEPECOBAHHBIX JIUII.

OTMGTKa (0] HOCTyrIJ'IeHI/II/I I[OKYMGHTa MOXET HpOCTaBJ'IHTBCH C UCIIOJIB30BAHUECM IIITAMIIA.

32. Pesouonust
Pe3omronust cogepuT ykazaHue MO HCIOJTHEHHIO JokyMmeHTa. OHa odopmiisercs Ha CBOOOIHOM

MecTe paboyero IMmoJisi JOKyMEHTA.

Pe3omrorus BkitouaeT B ces: paMIINi0, MHUIMAIIBI HCTIOHUTENS (MCIIOHUTENEH), TOpYyUYEHUE 10
JTOKYMEHTY, TTOJITICHh aBTOpa PE3OJIIOIUH U ATy O(OPMIICHUS PE3OITIOIIH.

Pe3omronusi, Mo ycMOTpeHHIO JUIA, JAIOMIET0 MOPYYEeHHE, MOXKET BKIIIOUaTh B ce0sl TakkKe CPOK
WCTIOTHEHUS JIOKYMEHTA.
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