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1. O6mue mo10KeHUA

1.1. Hacrosmmas VHCTpyKIlMsS IO AEIONPOU3BOACTBY B IIKOJIE Pa3paboTaHa B COOTBETCTBHH C
®enepanbHabM 3aK0HOM 0T 29.12.2012 Ne 273-®@3 "O6 obpasoBanuu B Poccuiickoit ®enepanuu” ¢
usmenenusMu oT 8 amrycra 2024 roma, I'OCT P 7.0.97-2016 «Cucrema craHgapTroB IIo
uHbopManuK, OMOIMOTEUHOMY U H3NATENbCKOMY JAely, «OpraHu3aldOHHO-paclopsauTeIbHas
JIOKyMeHTanus. TpeGoBaHumst K  ODOPMIICHHIO  JOKYMEHTOB», a  TakkKe  YCTaBOM
00111e00pa30BaTeNLHON OPraHU3aluy U APYTHMH HOPMATHBHBIMYU IIPaBOBBIMU akTaMu Poccuiickon
denepaluu, periaMeHTHPYIONTHMHE AESTENbHOCT 001e00pa30BaTENbHBIX OPraHU3allii.

1.2. Jlannas VHCTpyKIMS O IEJONMPOM3BOACTBY B InKoie (mamee - MucTpykmms) obGosHadaeT
IpaBujia MOATOTOBKA ¥ O(OPMIECHHS IOKYMEHTOB B 00IIE00pa3oBaTENbHON OpraHu3alluy,
OIpeneNseT CTaHAapTel 0QOPMIICHUST PEKBU3HTOB, OIaHKOB JOKYMEHTOB, COCTABIIEHHUS TPUKA30B,
IOJIOYKEHHUM HHCTPYKITHH, a TakKe periaMeHTHpyeT (GOPMHPOBAHKE NEN M UX TEKyIlee XpaHEeHHUe,
HOArOTOBKY JOKYMEHTOB W J€J K Iepelnade HA apXWBHOE XpaHEHHE B 00IIeo0pa3oBaTesbHOM
OpraHu3aIluy.

1.3. MHCTpYKIMs IO JENONPOU3BOICTBY paspaboTana B LEJSIX YCTAaHOBIEHHS eUHBIX TpeOOoBaHuUH
K IOATOTOBKE, 00pabOTKe, XpPAaHEHHWIO W WCIOJIB30BAHHIO O00pa3yloIuXCs B OCATEIBHOCTH
0011e00pa3oBaTeIbHON OpraHu3allid W I[OCTYHNAloIUX B INKOJNYy JOKYMEHTOB, a TakKxkKe
COBEPIIEHCTBOBAHMS M IIOBBLIIIEHUS () ()EKTHBHOCTH IEIOIPOU3BOACTBA 001e00pa3oBaTENbHOM
OpraHHu3aIluy.

1.4. Tlonoxenuns MHCTpYKIMH pPaCIpOCTPAHSIOTCS Ha OPraHM3alUI0 PaboOTBl € JIOKYMEHTaMH
HE3aBHCHMO OT BHIA HOCHTENsS, B TOM 4YHCIE C DOJEKTPOHHBIMH JOKYMEHTaMH, BKIIOUYas
MOATOTOBKY, 00pabOTKy, XpaHEHHE M HCIOJB30BaHHE JOKYMEHTOB, OCYIIECTBIIIEMBIMH C
IIOMOIIBI0 HH(DOPMAIIHOHHBIX TEXHOJIOTHH.



1.5. Opranuzanuio, METOAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEIONPOU3BOACTBA U
KOHTpPOJIb 3a cOOJIIoIeHueM HacTosield MHCTPYKIMM B IIKOJIE OCYILIECTBISET OTBETCTBEHHBIN 3a
BEJICHUE JIEIOMPOU3BO/ICTBA.

1.6. IlpaBa u o00s13aHHOCTH pPAOOTHHUKOB, OCYIICCTBISAIOMIUX pPabOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  TOJPA3JCIICHUsX  0Omeo0pa3oBaTeIbHOM  OpraHu3allid,  yCTaHABIUBAIOTCS
JOJKHOCTHBIMU MHCTPYKUHUSMU WM TPUKA30M IUPEKTOPA.

1.7. Cenenusi, copepxaimuecss B JOKYMEHTaX, MOTYT OBITh HCIOJB30BAHBI TOJHKO B pabOdmx
LEeIsIX B COOTBETCTBHH C MOJHOMOYHMSIMH COTPYAHHKA, padoTaoIero ¢ JoKymeHtamu. Pabota c
JIOKYMEHTaMU BHE IMOMEUICHUN IMIKOJIbI He Jnomyckaercs. [Ipu yrpaTe JOKYMEHTOB MPOBOJMUTCS
ciy>xeOHasi IpoBepKa.

1.8. Tlpu yxome B OTIyCK, IepeBoje (NEpeMemeHur) o padoTe WM B ClIydae yBOJbHEHHS
COTPYOHUK OO0s3aH IepelaTh BCE HAXONALIUECS Y HEro JOKYMEHTHl HHOMY COTPYAHHUKY,
onpe/IeIEHHOMY B COOTBETCTBUU C YKa3aHMEM HEMOCPEACTBEHHOTO PYKOBOJUTENS YBOJBHSIEMOTO,
YXOJSILEro B OTITYCK MJIM MEPEBOIALIETOCs (IepeMeIaeMoro) o pabore CoTpyIHUKa.

1.9. UucTpykuust o0s13aTeNbHA TSl COOJIOICHUS BCeMU PaOOTHUKAMU IIKOJIbI. BHOBE MPUHSATHIC HA
paboTy COTPYIHUKH, B TOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEICHUE NOKYMEHTAIlWH, B
TeueHue TpEX pabounx JHEH CO THS U3JaHus MpPUKa3a O HA3HAYEHUHU Ha JIOJDKHOCTD JIOJDKHBI OBITh
03HAKOMJICHBI ¢ HacTosAlel MHCTpyKIMel mo moAmnuchk.

2. [IpaBusia noAroTOBKU U 0(popMiIeHHS JOKYMEHTOB

2.1. B JedTenbHOCTH MIKOJBI CO3/1aeTCS KOMIUIGKC OPTaHHU3AIllMOHHO PAaCHOPSIUTCIEHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJOKEHHS, TIPaBUIIa, HHCTPYKLUHU, PErilaMeHThl; IPOTOKOIbI 3acCeAaHMi
(COBeHlaTeJII)HI)IX, KOOpAWMHAIIMOHHBIX, OKCIICPTHBIX W APp. OpFaHOB), aKTbl, AHAJIUTHYCCKUC
CIpPaBKH, JOKJIAJHBIE W CIy>KeOHbIe 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AEN0oBas
(cmyxeOHasi) Tepenucka W Jp. COCTaBISIOTCS W O(QOPMIIIOTCS CHEIHAIBHBIC JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  00pa30BaTENbHOW  ACSATENBHOCTM U OCYLIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro y4yera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aluu, 00ecreueHneM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCcs Ha OyMaKHOM HOCHTEIC W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHHEM YCTaHOBIIEHHBIX MpaBuiI OQOpMIICHUS NOKYMEHTOB. [Ipu cozmaHumM JOKyMEHTa Ha
JBYX U 0oJiee CTpaHUIaX BTOPYIO U MOCJIEIYIONINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHHI] MPOCTABISAIOTCA MOCEPEIHE BEPXHETO MOJs JOKYMEHTa Ha PAaCCTOSHUM HE
Menee 10 MM OT BepxHero kpas Jucrta. Jlomyckaercs co3JaHuEe JIOKYMEHTOB Ha JIUIEBOM H
00OpOTHOM CTOPOHAX JTUCTA.

2.4. Tlpu 1BYCTOpPOHHEM CO3/IaHUU JIOKYMEHTOB IIMPHHA JICBOTO TOJIS Ha JUIICBOW CTOPOHE JIMCTA
Y TIPaBOTO TMOJIsI HA 0OOPOTHOM CTOPOHE JIUCTA JOJKHBI ObITh PaBHBL.

3. PekBHU3NTHI JOKYMEHTOB
3.1. Jlnmsg peKkBU3WUTOB JOKYMEHTOB, CO3JaBacMbIX B OOIEOOpa30BaTEIHHONW OpPTraHU3AINH,
yCTaHaBJIMBAIOTCS MpaBuiia u TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEICISETCS €ro BHIOM U Ha3HAUYCHHEM.
3.3. Ilpu mnoaroroBke M O(GOPMICHUM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIEIyIOIue
PEKBU3UTHI:

e KOJl GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIEI,

e CIIPpaBOYHBIE JJAHHBIE O IIKOJIE;

e HaWMEHOBAaHWE BHJA JIOKYMEHTA;

e JlaTa IOKYMEHTA;

e PErHCTPaIlMOHHBIA HOMEp JOKYMEHTA;

e CCBUIKA Ha PETUCTPAIMOHHBIN HOMEP U ATy TOKYMEHTa;

e MECTO COCTaBJICHHS (M3JaHUs) TOKYMEHTA,

e ajpecar;



e Tpud YTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e OTMETKa O IPUJIOKEHUH;

e Tpu( corimacoBaHus JOKYMEHTa;

e BHU33;

e IIOJIINUCH;

e OTMETKa 00 3JIEKTPOHHOMN MOAIHUCH;
e IICYaTh;

e OTMETKa 00 UCIOJIHUTEIIE;

e OTMETKAa O 3aBEPEHUU KOIIUHU;

e OTMETKa O MOCTYIJICHUH TOKYMEHTA;
e  PpEe30JIOLHS.

4. B1aHKH TOKYMEHTOB
4.1. JlokyMeHTBHI, co3/laBaeMble B 00111€00pa30BaTeIbHON OpraHu3ai, ohOpMIISIOTCS Ha OllaHKax,
M3rOTOBJIEHHBIX HAa CTAaHAAPTHBIX JiucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenpHble BHUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIMYyCKaeTcs OQopMISITh C
ucnonp3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBJSIOLIME BHYTPEHHIOIO
nepenucky, opopMISIIOTCS Ha CTaHAAPTHBIX NucTax Oymaru (opmara A4 (210x297 mm) 6Ge3
HCII0JIb30BaHUs OJIaHKOB.
4.2. Kaxaplii TUCT TOKyMEHTa, O()OPMIICHHBII Ha ONaHKe WU 0e3 Hero, J0JDKEH UMETh IOoJi He
MEHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl AIUTeNbHbIX (CBbIme 10 JeT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MMm.
4.4. Buapl 61aHKOB JOKYMEHTOB, TPUMEHSIEMBIX B IITKOJIE:

e 00U OJIAHK;

e OJaHK NMHUCHMA;

e 0OJlaHK KOHKPETHOrO BMJA JOKyMeHTa (OJaHK IpuKa3a, OJIAaHK pacHopsKeHMs, OJIaHK

IIPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX U MPUMEHSEMBIX B IIKOJE OJAHKOB TMO/JIECkKAT BKIIOUCHHUIO B
WHCTPYKIIUIO 0 IeTIONPOU3BOJICTBY 00111€00pa30BaTENbHON OpraHU3aIiK B KAUeCTBE MPHIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Mpuka3spl

5.1. Tlpukazamu odopMmIIsIOTCS pELIEHUS IO ONEPATUBHBIM, OPTraHU3AIMOHHBIM, YUeOHBIM,
KaJIpOBBIM (TpUiIOkKeHHe 2 Ha 9 TMCTax) U APYruM BOIIpocaM pabOThl HIKOJIBI.

5.2. TIpoekThl TPUKA30B TOTOBSIT OTBETCTBEHHBIC HCIOJIHUTENH HA OCHOBAaHWU MOPYYCHUU
JTUPEKTOpa, ero 3aMmectuteneil. [IpoekThl MpUKa30B MO JIUYHOMY COCTaBY TOTOBHUT CIEHHUAIUCT IO
Kajpam.

5.3. B mpukasax TeKCT u3naraeTcs ot nepBoro juna equacteeHHoro uncia («[IPUKA3BIBAIO).
5.4. Tekct mpukasa MOXKET COCTOATH M3 JBYX 4YacTeil: KOHCTaTtupyromed (mpeamOynel) u
pacrnopsIuTEIbHOM.

5.5. B koHcTatupyomield YacTh KpaTKO U3JAraloTcs [eNu W 3agadd, (akTel U COOBITHS,
MOCTY>KUBILIME OCHOBAaHHMEM JJIsl M3JaHus Mpukaza. OHa MOXET HauMHaThCd ciaoBaMu "B memsax",
"B coorBerctBun", "Bo ucnonunenue", u T.7. Eciu npukaz u3gaeTcs Ha OCHOBAHUU JIPYTOTO
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOTO JIOKYMEHTA, €ro Jara,



HOMEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arJIaBHbIMA OyKBaMHU.

5.6. PacniopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEUUCICHHE MPEIIICHIBAEMbIX JCHCTBHHA C
yKa3aHUEM HCIIOJHUTENS KaXXJ0ro JAEHCTBHS M, HPU HEOOXOJUMOCTH, CPOKOB HCIIOJIHEHHS.
PacniopsiuTenbHas 4acTh JEJIUTCS HAa MYyHKThl U MOJAINYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uudpamu. [leiicTBUs OTHOPOAHOTO XapaKkTepa MOTYT ObITh IEPEYHUCIIEHBI B OJTHOM ITyHKTE.

5.7. B KauecTBe HUCHOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENIN IUPEKTOpa, Ipelacenareaud Win
PYKOBOJMTENN PaOOUYUX TPpyII (KOMHCCHIA).

5.8. Ecniu mpukas n3MeHsieT paHee U3JaHHbIi TOKYMEHT (IIyHKTBI JOKYMEHTA), TO OJMH U3 TyHKTOB
pacropsIUTEIbHON YacTH TEKCTA JOJKEH COAEPHKATh CChUIKY HA U3MEHSEMbIH TOKYMEHT (IIyHKThI
JIOKYMEHTA) C YKa3aHUEM €r0 J1aThl, HOMEpa U 3arojoBKa.

5.9. Ecin mpuka3 oTMeHsieT JeiicTBHE paHee W3JaHHOIO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OIIpEeECNIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTEIbHON YaCTU TEKCTa JOJKEH HAauMHAThCA
cioBamu "lIpu3HaTh yTpaTHBIIMM cuiy...", Jajgee yKa3blBaThCs JjaTa, HOMEp U 3arojioBOK paHee
U3JIaHHOTO JTOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCS €ro ACHCTBHE.
Ecnu para He ykaszaHa, TO JeiicTBUE paHee H3AAHHOTO JOKYMEHTa (IYHKThl JIOKYMEHTa)
OTMEHSETCS C J1aThl M3/1aHUsl HOBOTO IIPHUKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIH JOKYMEHT ¢ MOMEHTA U3JIaHMsl, TO OAMH U3 IYHKTOB
pacnopsiAMTEIbHON YacTH TEKCTa JOJKEH HayuHaThCs cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTta, HOMEp M 3arojlOBOK paHee U3/1aHHOrO JOKYMEHTA.

5.11. Ecnu mpuka3 mpeamnoiaraeTcs BBECTU B JICHCTBUE HE C MOMEHTA €ro M3/1aHus, HEOOXOAUMO
yKa3aTb CpPOK BBeAeHHUs ero B JeiictBue. IlocieqHuil MyHKT pacrnopsIUTEIbHOM YacTH MOXKET
COJIEp’KaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsl KOHTPOJIb 332 UCIOJHEHUEM
IpUKasa.

5.13. Ilpuka3pl NOANKCHIBAIOTCA TOJBKO AMPEKTOPOM 0OIIe00pa30BaTEIbHON OpraHU3aluN WU
paOOTHHUKOM, UCTIOIHSIIOLIUM €ro 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O0ECIEUEeHUE CBOEBPEMEHHOM U KA4ECTBEHHOM MOATOTOBKHU IPOEKTOB
IIPUKA30B U MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH U OpraHU3aLMsAMHU HECYT
aBTOpBI [TPOEKTA MPHKa3a.

5.15. PerucrpannoHHble HOMEpa NMPUCBAUBAIOTCA NpPUKa3aM IO MOPAIKY HOMEPOB B Ipejenax
KaJIEHAapHOTO rojia.

5.16. /lara perucrpanuuu npukasa sBiseTcs JaTON ero MoAnucaHus.

6. IlpaBunJjia, No10KeHUs, HHCTPYKIUH
6.1. IlpaBuiia — HOPMATHBHBIA aKT, ONMPEACISIONINI MOPSAIOK KaKOro-TH00 BHIA JNEATCIHHOCTH,
YCTaHABIUBAIOILMN WK 3alIpelaOUi ONPEIEICHHOE II0BEIECHHUE.
6.2. [TonoxxeHNe — HOPMATUBHBIN aKT, AETAITBHO PErJIaMEHTUPYIOIINN MTPABOBOM CTATYC, OPSIOK
OpraHu3alK U NPOLESYpY KaKOro-a1u0o BUJIa 1A TEIbHOCTH.
6.3. MHCTpYyKIIMST — HOPMATHBHBIM aKT, W3J]aBa€MbIi B IENAX PA3bICHEHHS M OINPEICICHUS
nopsiika MPUMEHEHHs COOTBETCTBYIOLIET0O HOPMATUBHOI'O aKTa JMOO C LENbI0 yKa3aHHUsS HOPM O
Croco0ax BBINOJIHEHUS ONPEENIEHHBIX onepanuil (aeicTBuii).
6.4. IlpaBuiia, MOJOXKEHHSI, MHCTPYKIIMM NPUHUMAIOTCA (B 3aBUCMMOCTH OT BHMJA JOKYMEHTa) Ha
VYmupasnstomem coBete, 3aceqaHusx [Ipodcoro3HOr0o KOMHUTETa IIKOJIBI M YTBEPKIAIOTCS
JUPEKTOPOM.
6.5. IlopsimoKk MOATOTOBKH MPOEKTOB IMPABHII, TOJOXKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAKY MOATOTOBKU IMPOEKTOB MPUKa30B 00111€00pa30BaTeIbHON OpraHu3aIuHy.
6.6. TekcT TpOEKTa IOJIOKEHUsI, TPaBIJI, WHCTPYKIMU TedaTaeTcss Ha YUCTOM JIHCTE Oymaru
¢dopmara A4.
6.7. OTIMYIHUTENBHBIMA XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, HHCTPYKIIHH SBIISTFOTCS:

e TOYHOCTb NPUMEHSAEMBIX (OPMYIMPOBOK O€3 HCHOIb30BaHUS CJIOB U MOHATHHA, UMEIOIINX

MHOECTBEHHBIN CMBICIT;



e HCIIOJI30BAaHHE KOPOTKUX MPEATIONKCHUN, OOIICPUHATHIX BBIPAKEHHUH M CBSI30K, IPH
HEO0OXOIMMOCTHU - MPEIBAPUTENILHOE OIpEAeICHIE HCIONb3yEeMbIX MOHATHH, COKpALICHHH,
ab0peBuaryp;

e OINHCAHHE BCEX BO3MOXXHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIMX HM BapUaHTOB
JeWCTBUH, T.€. IOJHOTA MPECTaBICHHS HH(OPMAIIUH;

e CTPYKTYpUPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTHXKEHHS HaWIydlled IOCJIeI0BAaTEIbHOCTH
M3JI0KEHUS MaTepHUalIa;

e MUHUMH3ALUSA TEKCTAa C MOMOIIBIO MPUMEHEHHUs 00001eHui (0030pOB IpeanoiaraeMbix
JICWCTBUI) U IPUMCHEHHUE TIEPEUUCIICHHH (3a/1a4, 3TAIOB, YCIOBUM U T.JI.).

6.8. B 3aBHCHMOCTH OT CII0KHOCTU U 00BbeMa pa3padaTbiBa€MbIX MPABUIL, ITOJIOKEHUSI, UHCTPYKLIUN
- TEKCT JOKYMEHTa JEJINTCS HA TJaBbl, IIYHKTHl U MOANYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoaurcs apabckumu nudpamu.

7. IIpoToxoJ 3acenanusi (COBeIAHMSI)

7.1. IIpoToKOol — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
peleHui Ha coOpaHMsIX, COBELaHUAX, KOH(EPEHIMAX U 3aCeJaHHUsIX KOJUIErHaIbHbIX OPIaHOB.

7.2. Tlporokon 3acemanusi (coBellaHus) - (manee - MPOTOKON) Oo(opMIsieTcss Ha YUCTOM JIHCTE
Oymaru popmara A4.

7.3. PexBu3uT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT U3 JABYX YacTeil: BBOJHOW U OCHOBHOM.

74. Bo BBOZHOM wyacTW  yKa3bplBAlOTCA  WHULNMANBL,  (GaMUIMM U JOJDKHOCTH
MpeCceIaTeIbCTBYIOMIETO, CEKPeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, TIPH HEOOXOIUMOCTH,
JIMLL, IPUTJIAIIEHHBIX Ha 3aceJaHue (COBEIaHue).

7.5. BBogHas uYacTh MNPOTOKONA 3aKaHYMBACTCS TIEPEUYHEM pPACCMATPHUBAEMBIX BOIIPOCOB,
NEPEUYUCICHHBIX B MOPSAJKE HX 3HAYUMOCTH C YKa3aHUEM JIOKJIAJYUKa IO KaKAOMY
paccmarpuBaeMoMy Bompocy. Bomnpockr popmynupyrotcs ¢ nmpeasiorom "O" ("O6"), neyartarorcs oT
IPaHMIIBI JIEBOTO MOJIS U HyMEPYIOTCs apaOCKUMU LudpamH.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOWUT M3 Pa3feiioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIPOCaM M UX HyMEpalHH.

7.7. TekcT MpOTOKOJa M3Jaraercsi OT TPEThEero JHlla MHOKeCTBeHHoro uyucna ("ciymamu'",
"BeIcTynuian", "mocranoBuwin", "pemunn").

7.8. IIpoTOKOJ MOIMCHIBACTCS JIUIIOM, TIPECEIATEILCTBOBABIINM Ha 3acelaHUH (COBEIIaHUH), U
cekpeTapéMm 3aceaHus (COBEIaHus).

7.9. Tlpu OTCYTCTBMM CeKpeTapsl 3acelaHus, B TOM 4YHCIE MpPH TPOBEICHHH OIEPATHBHBIX
COBEIIAHUH, TOMyCKAaeTCs MOANMCAaHUe TPOTOKOJIA TOJIBKO MPeJICeNaTeNIbCTBYIOLIIM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE IMO3JHEE TPEX IHEH CO JHSA 3aceJaHus.
IIpoeKThl  COOTBETCTBYIOIIMX IYHKTOB MPOTOKOJIA BU3UPYIOTCS  JOJDKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa 10JIKHA COOTBETCTBOBATH JHIO POBEJICHNS COBELIAHNUS (3ace/laHts).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHM3AIUSAM U JIODKHOCTHBIM
JUIIAM B COOTBETCTBUHU C YKa3aTelleM pacChUIKM, KOTOPBIH COCTaBJIs€T CEKpeTapb 3aceJaHHs
(coBeranus).

8. Ilinan
8.1. [Inan — NOKYyMEHT, yCTaHaBJIMBAIOLIUI NepeuyeHb HAMEUEHHBIX K BBIIIOJTHEHUIO MEPOTPUSATHH,
WX MOCTIeIOBATEIBHOCTh, 00HEM, CPOKH, OTBETCTBEHHBIX UCTIOTHUTEIICH.
8.2. Ilnan odopmusercs Ha nucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e Tpud YTBEPKICHHUS JOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPaIMOHHBIA HOMEp JOKYMEHTA;

e HAWMEHOBAaHUE BHJIA IOKYMEHTA;



e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e HAWMEHOBAaHUE JIOJHKHOCTH;
e  TIOJIHNCE.
8.3. PexBu3ut — "TekcT JokymeHTa" opopmIIseTcs B BUE TaOIUIbI C rpadamu:
e HOMEp IYHKTA IUIAHA;
e HAWMEHOBAaHUE MEPOIPUATHS;
e CPOK HCIIOJHEHUS;
e HCIIOJIHUTEIb;
e IpHMEYaHHE.

9. Ortuer
9.1. OTuer — MOKYMEHT, COJACPKAIIMI CBEACHUS O Pe3yNbTaTax JEATEIbHOCTH 32 ONpeIeTIeHHBIN
NEpUOJT BPEMEHH, BBINOJIHEHUHU MEPONPUATHHA, TOPYUYEHUH, 3aJaHHH, IIaHOB.
9.2. Otuersl, mpenocTaBiIsieMble B OpTraHbl T'OCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpTraHbI
TrOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIME  YCTAHOBJIIEHHYIO  IPAaBOBBIMM  aKTaMu
roCy/1IapCTBEHHBIX OpPraHoOB ()OpMY, CO3/1al0TCA 110 YCTAHOBJIEHHOH I'OCYJapCTBEHHBIMU OpraHaMU
¢dopme U B OIpeIeIEHHOM UMU MOPSKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHHKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIAI0TCsI 110 MPaBUJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcss Ha JMCTe Oymaru ¢opmara A4 ¢ HCIOIB30BAaHUEM CIIEAYIOLINX
PEKBU3UTOB:

e HAMMEHOBAHMUE IIKOJIbI;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEpP IOKYMEHTA;

e HAUMEHOBAaHUE BHJIA IOKYMEHTA;

e 3ar0JIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HAaMMEHOBAHME JOJDKHOCTH;

e TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTEIbHOM MOPSAIKE JODKHO COJAEPXKAThCA YKa3 Ha JEATENbHOCTb,
MEpOIPUATHE, BBIAHHOE IOPYYEHHE, 3a/laHue, MYHKT IUIaHa, MOJAJIeKAllui BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHUHM, B TOM YHCJIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHe
WCIOJIHUTEJIbCKONW  JAMCLUMILUIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIOJHEHHS M  Hajyiexallee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCITOJIHUTENSIMU (IIPU y4aCTUU HECKOJIBKUX UCTIOTHUTENEH ).

10. Mucsmo
10.1. [lucpma roToBsTCS Kak:

e OTBETHI O BHINOJIHEHUH MOPYYCHUHN BBIIIECTOSIIIUX OPTaHOB HCIIOJHUTEIHHOHN BIIACTH;

e OTBETHI Ha 3aMPOCHI OPTaHU3ALUH, TPEANPUATHIA U YACTHBIX JIUIL;

e HMHWIMATHBHBIC MMCHMA.

10.2. Cpoku mOArOTOBKH OTBETHBIX IMHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C pE3OJIOLHUEH JUPEKTOpa W €ero 3aMecTHTeNed Ha OCHOBAaHUM
YCTaHOBJICHHBIX CPOKOB HWCIIOJNIHEHHS TOPYYEHHUH, 3allpoCOB WM TIO0 PEIICHHIO aBTopa
PE30ITIOIUH.

10.3. TeKcTBl OTBETHBIX MUCEM TOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSIM, 3a()UKCHPOBAaHHBIM B
pesomtoru. CpoKH MOATOTOBKM MHUIIMATUBHBIX MHCEM OINPENEISIOTCS CaMOCTOSATENIEHO aBTOPOM
MPOEKTA MUChMa C YIETOM HEOOXOAUMOCTH PEIICHUsI KOHKPETHBIX 3a/1a4 U (MJIN) B COOTBETCTBHH C
TpeOOBaHUSAMH 3aKOHO/IATENILCTBA, OPYUCHUSIMHU HETTOCPEICTBEHHOTO PYKOBOIUTEIIS.



10.4. TIucema meuataroTcsi Ha ONaHKE MHCbMa O0IIE0OPa30BaTENLHOW OpraHU3aLUU C YIIIOBBIM
PacrooKeHUEM PEKBU3UTOB.
10.5. [lomosHUTENBHO K PEKBU3UTAM OJaHKa NUChMa TpH O(GOPMIICHUU IMCEM B IIIKOJE
UCIOJIB3YIOTCS CIIEYIOIINE PEKBU3HUTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPUJIOKEHUHU;

e BH3a;

e TIOJIHUCH.

e OTMETKa 00 UCTIOIHHUTEIIE.
10.6. TIpu odopmiieHrH MUChMa Ha JIBYX M OoJiee CTpaHHUIAX BTOpas M MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOTCSI IOCEPEINHE BEPXHETO MO TUCTA apaOCKUMU HUppaMu.
10.7. Ilucbma nMoANKUCHIBAET TUPEKTOP WU PAOOTHUKH, YIOJTHOMOYEHHbBIE TPUKA30M.
10.8. CnyxeOHbIe 3amiCKu
10.9. B mensix ocyuiecTBiE€HUS B3aUMOJEUCTBUS MEXKAYy COTPYJHUKaMU B paMKax BHYTPEHHETO
JOKYMEHTO00OpOTa B IIKOJIEC MPUMEHSIFOTCS CTyKeOHbIe 3anmucKu. Ciry>)keOHbIC 3alTUCKH SBIISIOTCS
CIPaBOYHO-MH(GOPMAIIMOHHBIMU  JTOKYMEHTaMHU. ABTOpaMH CIY>KEOHBIX 3alHMCOK SBISIOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHu3aIliy.
10.10. CmyxeOHas 3amucKa MOKET COCTABIISTHCS MO YKa3aHUIO PYKOBOJICTBA MIIU 110 UHUIIUATHBE
KOHKPETHOTO COTPY/AHHUKA.
10.11. [Tpu oopmieHUH cIy>keOHOM 3amUCKH 0(OPMIISIOTCS CIEAYIOIINE PEKBUZHUTHI:

e ajpecart;

e JlaTa JOKYMEHTA;

e HAaWMCHOBAHHE BHJIA JIOKYMCHTA;

e 3aroJiIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKA O MPUJIOKEHUH (IIPU HAJIHYUN);

e HAWMEHOBAHHE JOJHKHOCTH;

e TIOJIHUCH.
10.12. Ciyxe0HBIC 3aIMCKU MOTYT CO3JaBaThCsl HA OyMaXKHOM HOCHUTENC W (WJIH) B DJICKTPOHHON

dbopme.

11. /loBepeHHOCTH

11.1. [doBepeHHOCTh BBITAETCS COTPYAHUKAM IIKOJBI M oQopmisieTcs 1O TIpaBHiIaM,
YCTaHOBJICHHBIM HacTosimed MHcTpykumei ans muceMm, ¢ yu4€ToM TpeOOBaHHM Tpa)kTaHCKOTO
3akoHojarenbeTBa Poccniickoin denepanyiu 1 HACTOSILIETO pa3fena.

11.2. TIpoeKkT [HOBEPEHHOCTH TMOJATOTABIMBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BblJaHa, IOCIIE 4Yero Inepeaaércs B KaHLEISAPUIO JUIsl HamlpaBleHUS Ha
MOAMNKCAaHUE.

11.3. JloBepeHHOCTh TMOANMUCHIBACTCS JUPEKTOPOM WJIM JIMIIOM, OCYIIECTBIISIFOIIUM  €T0
MOJIHOMOYHS (MCTIONHSIIOMINM OOS3aHHOCTH), M CKpEIUIAeTCs IMedaTrhio 001Ieo0pa3oBaTenbHOM
OpraHu3aIyy.

12. JloroBopsl, corjianieHusi, KOHTPAKTbI

12.1. JloroBopbl, COTNalIeH s, KOHTPAKTHI (Jajiee - JOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIOPKETHOTO U HHOTO 3aKOHOJATENhCTBA Poccuiickoit
@denepanun, B 3aBUCUMOCTH OT PETYIHUPYEMBIX JOTOBOPOM IMPABOOTHOIICHUNW U 00S3aTENbCTB
CTOPOH.

12.2. TIpoekT mOroBopa TOATOTaBIMBACTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
YIOPAaBISAIOMUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOro oOecredyeHus
WCIIOJTHEHUS] CBOMX MOTHOMOYHH (00s3aHHOCTEH, (PYHKIINIA), TOTHOMOYHUH IIKOJIBI B IIETIOM.



12.3. TIpoekt moroBopa TOATrOTaBIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPaKTHBIM
YIPABJISIONIAM) COBMECTHO CO CHEIUATUCTOM, K QYHKIHUAM (TIOJTHOMOYHSIM) KOTOPOTO OTHOCHUTCS
pelIeHre BOMPOCOB, SIBISIONIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYJHUKOM IO TPSIMOMY
yKa3aHUIO TUPEKTopa 001eo0pa3oBaTesibHOM OpraHu3aluu.

12.4. HeobOxomumasi Utk IOJTOTOBKHU MIPOEKTa TOTOBOpa MH(OpMaIus COOMPAETCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAIKE paboyero B3aWMOJACUCTBUS C YYETOM MpaBul,
YCTaHOBJICHHBIX HacTosAwwerd NHCTpyKIuen.

13. IlpuHIMNIBI OPraHU3aUMU JOKYMEHT0000poTA

13.1. B 10KyMeHTOOOOpOTE BBIACISAIOTCA CIEAYIOIIHME JOKYMEHTONOTOKH: IIOCTYIAIoIas
JNOKyMeHTanusi  (BXozsiuas), OTHpaBisgeMas JIOKyMeHTauus (UCXOZsIas), BHYTPEHHSA
JTOKYMEHTAIHSL.

13.1. B cocraBe BxoAslleld M HCXOAALIEH MOKYMEHTAlMM MOTYT BBIICIATHCS JIOKYMEHTHI,
MOCTYIUBIINE W3 BBHINICCTOSIINX, MOAPSAHBIX, MEAUIIMHCKUX W JPYrHUX OpPTaHHU3aIMii, OPraHOB
MECTHOT'O CaMOYIIpaBJIeHUs, 0OpallleHus Tpax/1aH.

13.3. OOpamenusi rpaxaaH pPerucTpUpyrorcs U (HOpMUPYIOTCS B Jela OTAEIbHO OT IPYTHX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aI|H.

13.4. B mxone gocTaBKa M OTIPaBKa JTOKYMEHTOB OCYIIECTBIISIETCS CPEICTBAMH TTOYTOBON CBSI3H,
ANEKTPOHHOU CBSI3H, a TaKXe IO CHCTEME AJIEKTPOHHOro JToKymMeHTooOopoTa (mamee - CO/). C
MOMOIIIBIO TIOYTOBOM CBS3M B 00IICO0pA30BATEIbHYIO OPTaHM3ALMIO JIOCTABISIETCS MMHMChMEHHAsS
KOPPECHOH/ICHITUSI B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUeK, OaHIeposel u
MEJIKHX ITaKEeTOB, a TAK)KE TIEYaTHBIC N3TaHHS.

14. IlepBuyHas 00padoTKAa MOCTYNAIOIIMX IOKYMEHTOB
14.1. JlokyMeHTBI, IOCTyMalollMe B IIKOJIy, IEpPElaloTCs Ha PETUCTPALMI0 CEKpeTapro
0011e00pa30BaTeIbHOM OPraHU3alMU M MPOXOIAT MEPBHYHYI0 00pabOTKY B JI€HB HOCTYIUICHUS,
IIPU MOCTYIUIEHWHU B HepaOouee BpeMsl - Ha cienyroluil pabounii aens. [Ipu nepBuuHoii 00paboTke
JIOKYMEHTOB IPOBEPSETCS NMPaBUIBHOCTh ajipecoBaHus. OMMOOYHO NOCTYNMBIIME JIOKYMEHTBI
NEPEChUIAI0TCS 0 MPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymeHTHI, ocTynuBize ¢ otMetkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUITMTENbHO MPOXOJAT NMEPBUUHYI0 00pabOTKy M JOKJIAIbIBAIOTCSA AUPEKTOPY WIH B ClIydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. TlocTynuBiMe TeaerpaMMbl IPUHUMAIOTCS MO MOJMKMCH C IPOCTABICHUEM JIaThl M BPEMEHU
MpHeMa, PETUCTPUPYIOTCS 10 TEM XK€ MpaBUiaM, YTO U MHUChMA.
14.4. DnexkTpoHHBIE COOOILIEHUS, aAPECOBaHHbIC JUPEKTOPY WM HAIpPaBJIECHHBIE B aJpec MIKOJbI,
pacrneuaThIBalOTCs U JAOKJIAIbIBAIOTCS JUPEKTOPY WIM B CIIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHONW MOJANMKCHIO, MOJIeKaT 00paboTKe Mo
IpaBUJIaM, IPEAYCMOTPEHHBIM JJIs TOCTYyHAaroIeH (BXoas1el) TOKyMEHTallu.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpeeNsieTcss Ha PETUCTPUPYEMble W He
MOJJIEKAIUE PErUCTPALIUU TOKYMEHTBI.
14.7. He moaJyiexxat perucTpaiuu:

e IIPUIJIACUTEIbHBIE, I03/IPaBUTENILHBIE INCbMA U TEJIETPAMMBI;

e OWICTHI,

e IUIAHBI ¥ IPOrPAMMBbI CEMUHAPOB, KOH(MEPEHIUH U APYrUX MOJOOHBIX MEPOIPUSATHIA;

e JIOKYMEHThl TIO OyXTajaTepCcKoMy YyueTy, MaTepualbHO-TEXHHMYECKOMY OOEeCHeueHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, OCTYHAloIIKe 06€3 CONMPOBOAUTEIBHOTO NMUCHMA;

e pEKJIaMHbIE, KOMMEpUECKHE MPEAJI0KEHUs, B T.4. IOCTYNUBIINE 110 JIEKTPOHHON TOYTE;

e II€YATHBIEC U3/IaHNUS;

e THCHMA C IOMETKOM «INYHOM.

15. Perucrpamusi, yyeT M PaccCMOTPeHHE PYKOBOAMTEJNeM MNOCTYNAIMX (BXOAAIIMX)
AOKYMEHTOB



15.1. TloctynuBuime (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ M IEPBUYHOMN
00pabOTKH M HE3aBUCUMO OT CIIOC00a MX IOCTaBKH.
15.2. Peructpanus — npocTaBieHHE B HIKHEM IIPABOM YTIIy MEPBOTO JIMCTA JOKYMEHTa OTMETKHU
O TMOCTYIJICHUH C YyKa3aHUEM JaThbl MOCTYIUIGHHS M BXOSIIETO0 PErUCTPAllMOHHOTO HOMepa
JOKYMEHTa C O0s3aTeNhbHOM 3alMHChI0 B JKYpPHAl PErHCTPAllMU IOCTYMAIOMEH (BXOISIICH)
nokyMeHTanuu. CTpyKTypa perucTpaliMOHHOTO HOMEpa, MOCTYIAONIEro (BXOASIIEro) T0KyMEHTa,
COCTOMT M3 €ro IOpAJKOBOIO HOMEpa U MHAEKca JejJa 10 HOMEHKJIAType el
o011eo0pa3oBaTeIbHON OpraHU3aIiH.
15.3. Perumctpamus BceX MOCTYMUBIIUX (BXOMSAIIUX) TOKYMEHTOB NPOU3BOJIUTCS B Mpeleinax
o01Iero JAOKyMEHTOINOTOKa. J[OKyMEHTbI, MOCTYNMBIIKME B IIKOJY IO KaHajiaMm (aKCUMUIbHOU
CBsI3H, 00pabaTHIBAIOTCS ¥ PETHCTPUPYIOTCS B OOIIEM MOPSIIIKE.
Texct mnoctynuBiIeld TenedOHOrpaMMBbl 3alUCHIBACTCA B JKypHalle PErUCTpalldu
Tesie()OHOTPaMM U TIeYaTaeTCs Ha JINCTe OyMaru JJis iepeiad Ha pacCMOTpPEHHeE.
15.4. Tlocrynatomue (BXOIAIINE) TOKYMEHTHI IEPEAAIOTCS HAa PACCMOTPEHHE PYKOBOJICTBY TOJIBKO
II0CJIE UX PETUCTPALIMU U NPEABAPUTEIBHOTO PACCMOTPEHUS.
15.5. JlokymeHTBI, NOCTYNHBIIKE B 00I€00pa30BaTENbHYIO OpraHU3al{Io, MO BOIPOCaM, HE
TPeOYIONIMM  PACcCMOTPEHHS JAUPEKTOpPA, HAIPABJISIOTCS pPaOOTHUKOM OTBETCTBEHHBIM  3a
JIEJIONPOU3BOICTBO HIKOJIBI HEMTOCPEACTBEHHO UCTIOTHUTEIIO 3a1poca.
15.6. /TupexTop B pe30IIONMHU OTIPEEISIET JIUII, OTBETCTBEHHBIX 32 MCIIOJIHEHHE TOKYMEHTA, U 1aeT
UM nopydeHue. PaOOTHHK OTBETCTBEHHBIN 3a ACNOMPOU3BOACTBO IIKOJbBI MEpelaeT JOKYMEHT Ha
HCIIOJIHEHHE.
15.7. IlonIMHHKUK AOKYMEHTa C Pe30JIOIUeH PyKOBOAUTENS 00IIe00pa3oBaTeIbHON OpraHu3aluu
HaIPaBJIAETCS UCIIOJHUTEIIO.
15.8. [lpm HanMuuMU HECKOJBKUX HWCHOJTHUTENEH MOAIUHHUK JOKYMEHTa IepeaeTcs TOMY
WCIIOJIHUTENI0, KOTOPBIA B COOTBETCTBHUU C YKAa3aHWSAMH 110 HWCIHOJHEHUIO  SIBJISICTCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTENH MOYYal0T KOMHUIO JTOKYMEHTA.
15.9. TMoamMHHUK MOKYMEHTa, KOTOPBIA HCIIOIHICTCS HECKOJBKHUMH JIODKHOCTHBIMU JTHIIAMU,
MOJIy4aeT OTBETCTBEHHBIN UCIIONMHUTENb. OCTATbHBIM UCTIOTHUTEISM NIEPEIAlOTCs KOTTHH.
15.10. UsroroBneHWe KOMUH JOKYMEHTA I TEpPeladdl COWCIIOIHHUTEISIM OCYIICCTBIISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.
15.11. Pe3omtonust COAEPIKUT:
e yKa3zaHWE MO WCIOJHEHHUIO, COJAEp)Kalllee KpaTKoe ONHUCaHWe HEOOXOAUMOro s
HCIIOJIHCHUS ICHCTBUS,
e yKa3zaHWE Ha CPOK, B TEUEHHE KOTOPOro JHOO 10 HCTEYEHHS KOTOPOro HeoOXO0IUMO
WCIIOJTHUTH TPEITMCAHHOE JICHCTBUE;
e JIMYHYIO MOJMKUCH aBTOPA PE3OIIIOIIHH;
e JIaTy MPOCTABIIEHUS PE3OJIOLINU.
15.12. Vka3aHue Ha CpOK, B TE€YEHHE KOTOpPOro JMOO JO HMCTEUYEHUS KOTOPOro HEOOXOIMMO
WCIIOJTHUTE TPEANMCAHHOE JCHCTBHE, MOXKET HE BBIPAXaThCsl KOHKPETHOW IaTOW W COJIEpIKaTh
BBIPAKEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3ommonus mumieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Kora pe3oroius aJpecoBaHa HECKOIBKUM COTPYJHHKaM, TO OTBETCTBEHHBIM 3a
WCIIOJTHEHUE JIOKYMEHTa B IIEJIOM SIBJIICTCS COTPYIHUK, yKa3aHHBIA IMEPBBIM (BEPXHHUM), JIMOO
COTPYJIHUK, B OTHOIIEHUH KOTOPOTO CJIeIaHa TOMETKA O TOM, YTO OH SIBJISIETCS] OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPAaBJIseMbIMHU (MCXOASIIMMHU) TOKYMEHTAMHM

16.1. Jlo mpemocTaBiieHUsT TPOEKTa OTIPABIAEMOro (MCXOJAIIET0) JOKYMEHTa Ha TOJIHUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAaHOBJIEHHOM IOpPSAKE Ha IOANHUCAHUE JIUILY
OCHOBHOI HCIIOJIHUTENb MPOBEPSAET MPaBHIBHOCTH O(OPMIIEHUS OTMPABISEMOro (UCXOMASIIEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosIel MHCTpyKIum.



16.2. TIpu moAroTOBKE OTHPABISIEMOro (MCXOAAILIETO) AOKYMEHTAa KaK OTBETa Ha MOCTYMHBILUIH
(BXoaAIMiA) JOKYMEHT HCHOJHMUTENb NPUKIAIBIBAECT K IOATOTOBIEHHOMY IMPOEKTY BXOISILUIN
JIOKYMEHT.
16.3. IIpoeKThl OTIpaBiIsIeMbIX (MCXOIANINX) JOKYMEHTOB C YYETOM COOIOJICHUS YCTAHOBIEHHOTO
B PE30JIIOLMM CpPOKA MCIOJHEHUS] MEpPEedatoTCsl OTBETCTBEHHBIM MCIIOJIHUTEIEM B OTHEIN
JeJI0NIPOU3BOCTBA (KaHLIESIpUs, CEKPETaph) IIKOJIbI ISl HAIIPABICHUS Ha MOANUCaHUE.
16.4. TlomnmucanHble OTHpaBisieMble (MCXOMAILIME) JOKYMEHTHI, MepenaroTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JICJIONPOM3BOJCTBO  INKOJBI, KOTOPBIH  OCYIIECTBISIET  IPOBEPKY
KOMIUIEKTHOCTU M COOTBETCTBHSI KOJMYECTBA HK3EMIUIIPOB OTIPABIAEMOro (HMCXOJISALIETO)
JOKYMEHTa CHHUCKY pAacChUIKM, a TAaKKe IPaBHIBHOCTh O(QOPMIICHHMS JOKYMEHTa COIJIACHO
HACTOSIIEH UHCTPYKLIHH.
16.,5. B cayuae HapylleHHs KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TaKxkKe
NPaBUIBHOCTH O(GOPMIIEHUS JOKYMEHTA COIJIACHO HACTOSIIEH WHCTPYKIHMU OTIPAaBISIEMbIC
(ucxonsmue) JOKYMEHTbl  HE3aMEAJIMTEIbHO  BO3BpAllAlOTC]  pAaOOTHUKAMM  KaHILEISPUU
OTBETCTBEHHOMY MCIIOJIHHUTENII0 WIA B CIy4ya€ OTCYTCTBUS OTBETCTBEHHOI'O MWCIIOJIHUTENS €ro
HEINOCPECTBEHHOMY PYKOBOAUTEIIO JUIs YCTPaHEHUs HApYIIEHUH.
16.6. JlokyMeHTBI TOCJ€ WX MOINUCAHUS IUPEKTOPOM WIM HHBIM YIOJTHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIsIpUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy s perucTpaliy U OTIPABKH.
16.7. Peructpanus oTIpaBisieMbIX (MCXOASIINX) JOKYMEHTOB OCYIECTBIISICTCS TIOCIE POBEICHUS
paOOTHHKAMU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIONPOU3BOICTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUISIPOB, a TAKXKe IMPABHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(McxXoAdIIero) T0KyMEHTA.
16.8. Perucrpanmsi co3iaBaeMbIX JOKYMEHTOB OCYIIECTBIIICTCS B JIHb TOIMHCAHUS WU
YTBEpKIeHUS 100 Ha claenyromuil pabounii 1eHb.
16.9. CBenenust 0 pErUCTPUPYEMBIX OTIPABIIIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B JKYpHAJ
perucTpanuu OTIpaBisieMol (MCXOsIel) JOKYMEHTalUH.
16.10. PeructpaiinoHHBIH HOMEp H JaTa OTIPABISIEMOTO (MCXOISAIIET0) JOKYMEHTA TPOCTABIISIFOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApE, OCTAIOLIEMCS B JieNe
o011eo0pa3oBaTeabHON OpraHU3aIiy.
16.11. CtpykTypa perucTpaliMOHHOIO HOMepa OTHPABISAEMOro (MCXOASIIEr0) JOKYMEHTa COCTOUT
U3 €ro MOpsAIKOBOT0 HOMEpA U MHJEKCA Jiea 10 HOMEHKJIAType /1€ IKOJIbI.
16.12. OrtnpaBka JOKYMEHTOB MPOU3BOAUTCS LIEHTPAIM30BaHHO pPAOOTHUKAMHU KaHLEISAPUU
IIKOJIbI, KOTOpbIE MPOU3BOJAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (IpocTasi, 3aKka3Has,
MEXyHapOaHas U Jp.).
16.13. IluceMma, TenerpaMMbl, OTKPBITKH, OAaHIEPOJIN U MTeYaTHBIC U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle()OHOTPaMMBbI ITEpeJatroTcs Mo KaHajaaM TeJle()OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO JJIEKTPOHHOTO
aspeca 001eo0pa3oBaTENIbHON OPraHU3alINY.
16.15. [Tucema, TenmerpamMMbl, OTKPBITKH, OaHIepOIH, (haKCOTPaMMBI, JJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBIE C paboyeil e TeNTbHOCThIO, K OTIPaBKE HE IPUHUMAIOTCSL.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U TPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (IIPU HAMPABICHWH JOKyMEHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

yKazaTeJeM pacChUIKHM, Ha KaKJOM K3EMIUIIPE MUCbMa YKa3bIBA€TCs TOJIBKO OJUH aJpecar.

e IIPOCTaBJICHHE CTOUMOCTH IMOYTOBBIX yCIYT;

e IIepeJady B IIOYTOBOE OTJEIIEHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE MHCEM HEOOXOIMMO YUUTHIBATh NMpPABWIIA, YCTaHOBIICHHBIC
pHUKa3oM MUHHUCTEPCTBA CBSI3W M MaccoBbIX komMMmyHuKauii PO ot 31 urong 2014 r. N 234 "O6
yTBepkaeHUH [IpaBui okazaHus yCciIyr OYTOBOM CBS3H'.
16.18. JlokyMeHTHI, OTHpaBisieMble CPEJICTBAMH ITOYTOBOM CBSI3U B OJHMH AJPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.



16.19. Hcxonsmme AOKYMEHTHI, MpEAHA3HAYCHHbIE IS OTIPABKU CPEACTBAMH (PaKCUMMIbLHON
CBSI3H, OTIIPABIISIOTCS paOOTHUKAMH KaHIEISIPUH 00I1Ie00pa30BaTeIbHON OpraHU3aIiH.

17. Pa3paGoTKa u BejleHHe HOMEHKJIATYPbI J1eJ
17.1. JJoxymeHTanbHBINA (DOH IIKOJIBI — COBOKYITHOCTHh JOKYMEHTOB, 00pa3yIOIUXCs B MPOIIEcce
ero neATenbHOCTU. JloKyMeHTanbHBIA (DOHI IIKOJBI COCTaBISIOT JOKYMEHTBI, CO3/IaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allMid M TOJYYEHHBIE €10 B pe3yjibTaTe B3aMMOACUCTBHUS C
OpraHaMH TOCYAAapCTBEHHOM BIIACTH, OpraHaMU MECTHOTO CaMOYIIPABIICHUS, IOPUAMYECKUMU U
(bU3NYECKUMU JIUIIAMH.
17.2. Homenknatypa aen sIBIsieTCS OCHOBOM (hOpMUPOBAaHUS AOKYMEHTAJIBHOTO (POHJA IIKOJBI U
NpPE/CTAaBIsCT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYCHb 3arojOBKOB (HAMMEHOBaHMMN) eI,
3aBOJUMBIX B IIKOJIe, C YKa3aHHEM CPOKOB MX XpaHEeHHs, U O(OpMIICHHBIH B COOTBETCTBUU C
IIPAaBOBBIMU AKTaAMH, PEKOMEHAALMUSAMU M METOJWYECKMMM YKa3aHHUSAMHU oOpraHoB Poccuiickoi
@denepanyy, YHOJTHOMOYEHHBIX B c(epe TOCyJapCTBEHHOTO YIPAaBJICHHUS AapXUBHBIM JIE€JIOM,
JIeTIOTIPOU3BOCTBA U IOKYMEHTOO0OPOTA.
17.3. HomeHkuaTypa Aes COCTaBIsIeTCS HA OCHOBE U3YUEHUS MOJIOKEHUN, MHCTPYKIUHN U MPaBuIL, a
TaKXK€ JPYIHMX JOKYMEHTOB, PpErVIAMEHTUPYIOLUIUX JI€ATEIbHOCTh  0011e00pa3oBaTeabHOM
OpraHM3aliy, a TaKkKe HOMEHKIATyp /el 3a MNPEeUIeCTBYIONIMEe TOAbl U JIOKYMEHTOB,
00pa3yrIMHUXCs B ICATSILHOCTH 00Ie00pa30BaTeIbHON OpraHU3aIlIH.
17.4. HomenknaTypa el UCHOJb3yeTCs IJid TPYNIHUPOBKU HMCIOIHEHHBIX JOKYMEHTOB B Jena,
CUCTEMAaTH3alluM U y4eTa JeJl, ONPEEIIEHUsI CPOKOB UX XPaHEHUS U IIOUCKA JIOKYMEHTOB, SBJISETCS
OCHOBOI1 JIJIsl COCTaBJICHUS OMHCEH JeN MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 yieT) xpaHeHus, a
TaKKe JJIs yyeTa Jied BpeMeHHOro (10 10 JeT BKII0UUTEIbHO) XPaHEHHUSL.
17.5. HomeHnknaTypa JieJ BBOAUTCS B ACHCTBHE MTPUKA30M IO LIKOJIE.
17.6. HoMeHkIaTypa JieJ TOTOBHTCS B TPEX IK3EMILISAPAX:

e Ui MOMEIEHUSI B HOMEHKIIATyPHOE JIEJIO M MOCTOSTHHOTO XPaHEHHUS;

e JUIA UCIOJIb30BaHUs B pabOTE OTAEIOM JEJIONPOU3BOACTBA (KaHLEIIpUEH );

e IS XpaHEHUS B apXUBE IIKOJIBI.
17.7. V3 HOMEHKIATyphl JEJI WIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE JEJIONPOU3BOJICTBA
Oo(OpMIISIOTCS BBIMMCKM Ui KaXJIOTO M3 MOJPA3/EIeHUH M OTIENOB 001eo0pa3oBaTeIbHON
OpraHu3alyHy.

18. ®opMupoBaHue Aes U UX Tekyuiee xpanenue. [1oAroroBka 10KyMeHTOB U jieJl K Nepeaye
HA apXHBHOE XpaHEHHE

18.1. dopmupoBaHHe 1Nl — TPYNIHAPOBKA MCIOTHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATypOi J1en 001eo0pa3oBaTebHOM OpraHu3ali U CUCTEMaTH3alMsl JOKYMEHTOB BHYTpHU
Jena.

18.2. Jlena co AHS MX 3aBEJCHUS 10 Nepeady B apXUB IIKOJbI MM HA YHUUTOXKEHUE XPAHATCA 110
MECTY UX (POPMUPOBAHUSI.

18.3. IIpuka3pl 1O OCHOBHOW, aJMUHHCTPATUBHO-XO3SIMCTBEHHOM, Yy4eOHO-BOCIIUTATEIbHON
JEeSTeIbHOCTH IIKOJIbl, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JINYHOMY COCTaBy paOOTHUKOB U
10 JINYHOMY COCTaBY OOydaromuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Tlepenucka rpymmupyeTcsl 3a NEpUON KAJICHAAPHOTO TOJa W CHUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.

18.5. [IpoBepka HaHUYUS M COCTOSIHUS JJOKYMEHTOB H JIE]T TIPOBOUTCS MIPU TIEPEMETICHUH JIElT, TIPH
BO3Bparte JIeJ, IPU PEOPraHnu3aluH UIIH JIMKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3alHH.

18.6. B apxuB o00meoOpa3oBaTeIbHONH oOpraHu3auu (Jgajee - apXWB) IEpeaaroTCs jelia
IIOCTOSIHHOT'0, BPEMEHHOT0 (cBbllIe 10 JIeT) CPOKOB XpaHEHHU U MO JUYHOMY COCTaBY uepe3 3 ronaa
ocJie To/1a, B KOTOPOM JTIOKYMEHThI ObLITM IOMEIIEHBI B €10 Ha XpaHEHUE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IMPOU3BOJHUTCS IO YTBEPHKACHHBIM OIUCAM JIE.

18.8. TloaroroBka MOKYMEHTOB W Jell K Iiepeiade Ha apXWBHOE XpaHEHWE M HAa YHUYTOKCHUE
IIpeyCMaTPUBAET:



e DKCIEPTU3Y LIEHHOCTH JIOKYMEHTOB;

e COCTaBJICHHE OMUCEH JIe] MO pe3ynbTaTaM IKCIEPTU3bI X LIEHHOCTH;

e odopMIICHHE JEIT;

e COCTaBJICHHE aKTOB HAa YHMUYTO>KEHUE JTOKYMEHTOB U JIe]l C UCTEKIIUMHU CPOKaMU XpaHEHUSI.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XPAaHEHHS OCYIIECTBIISIETCS
©KEroJHO JHIOM (JIMIIaMu), Ha3HAYEHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.

18.10. B nenmo nomemraercst He 6osiee 250 aucTOB (TOJIIMHA Jieia TIPHU 3TOM COCTaBIIsIeT He Oonee 4
cM). Tlpu GosbIIOM KONMHYECTBE JOKYMEHTOB (hopmupyroTcs Toma (dactu) nena. Bayrpu aena
JOKYMEHTBI PAcIoaraloTcs B XPOHOJIOIMUYECKOM IOpsIKE B COOTBETCTBUU C omuchio. B nena
MMOMEIIAIOTCS TOIBKO UCTIOTHEHHBIE, MPAaBUIIBHO OOPMIICHHBIC IOKYMEHTHI.

18.11. JlokyMeHTbl BHYTpHU Jieja pPacIoiararoTcsi CBEPXY BHU3 B XPOHOJIOTHYECKOM, BOMPOCHO-
JIOTHYECKOW  TOCNIEAOBATENbHOCTH MJIM HMX COYETaHMU. PacmopsiauTenbHble JOKYMEHTHI
TPYNIUPYIOTCS B Jiefia 10 BUJAM U XPOHOJIOTUHU C OTHOCSIIUMUCS K HUM HPUIIOKEHUSIMU.

18.12. JInunble KapTOUKH paOOTHUKOB (POPMHUPYIOTCS B JIEJI0 1O anpaBUTy HaMHUIHii.

18.13. Odopmienue paena mnpemycMarpuBaeT: oGOpMIICHHE PEKBU3UTOB OOJIOXKKH Jela 10
YCTaHOBJICHHOW (opMe; HyMeparuio JMCTOB B Jelie KapaHJalloM B BEPXHEM IPaBOM YIIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jieja, MOAIIUBKY U neperer Aena. Jluct 6ompiioro
dbopMara, MOAIMMUTHEIA 3a OIWUH Kpal, HyMEepyeTcs KaKk OJMH JIHCT B IPABOM BEPXHEM VIIy.
JIOKyMeHTBI ¢ COOCTBEHHOU HyMepalueil TUCTOB, B TOM YMCIIE TIeYaTHbIe U3aHus, HyMEPYIOTCS B
o0mIeM MOpsIIKE.

18.14. JIucTsl e, COCTOSIIIUX U3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS MO KaXJA0My TOMY
WJIA 9aCTH OT/AEIBHO.

18.15. Ilocne 3aBepiieHHs] HyMepalld JHCTOB COCTABIISECTCS 3aBEpPHUTENbHAs HAJIHUCh, KOTOpas
pacrioyiaraercsi B KOHIIE JieJia. 3aBEepUTENIbHAS HAAIKCH COCTABIISIETCS B JIeJI€ Ha OT/ACIHHOM JIHCTe-
3aBepuTeIe Jena.

18.16. B 3aBepuTenbHONW HaAMUCH IU(PpPaMU U TPOMHUCHIO YKAa3bIBAETCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiesie. 3aBepuTelbHAas HAJMUCh TMOJMUCHIBACTCS €€ COCTaBUTENIeM C yKa3aHUeM
pacmupoBKM TOIIKCH, JJOJDKHOCTH H JAaThl cocTaBieHUs. KonwmuecTBo mmCTOB B Jene
MPOCTaBJIsIeTCsl Ha 00JI0XkKKE Jiefia B COOTBETCTBUH C UTOTOBOM HAMKCHIO.

18.17. PexkBm3uT "CpoK XpaHeHHs Jena’ MEepeHOCUTCS Ha OOJIOKKY Jella M3 COOTBETCTBYIOIIEH
HOMEHKJIATYphI JIeNl TIOCTE CBEPKU €ro CO CPOKOM XpaHEHHs, yKa3aHHBIM B IEpPEUHE THUIIOBBIX
JOKYMEHTOB WJIHM B IEpPEYHE JOKYMEHTOB, 00pa3yIOUINXCsl B ACSITEIBHOCTH (eIepaibHOTO OpraHa,
C YKa3aHHEM CPOKOB XPaHEHHUS.

18.18. Ha nenax mocTOSSHHOTO XpaHCHHsI MUATIETCS: " XpaHUTh TOCTOSTHHO" .

18.19. Ilpuem nen mpOU3BOIUTCS COTPYIHUKOM, YIMOTHOMOYEHHBIM Ha BEJEHUE NEATEIbHOCTU
apX¥Ba, C TMPOCTABJICHNUEM B JIBYX K3EMIUISIPAX OMUCH JeJl OTMETOK O HAIWYHH KaKJO0To Jena (Ha
KaKJIOM 9K3EMIUISIpe OMHCH YKa3bIBA€TCS KOJMYECTBO (DaKTHUECKU MPUHATHIX Ael, JAara mpuema-
nepeaayu JIel, a TakXKe MOANMCH apXUBUCTA U COTPYIHUKA, TIEPEIaBIIETo Jea.

19. 3aka0unTeIbLHbIE MOJI0KEHHUS

19.1. Hacrosimas UHCTpyKIUS 1O JEIOMPOU3BOJICTBY SIBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
001eo0pa3oBaTelbHOW  OpraHu3aluy, npuHuMaercss Ha OOmeM cobpaHun pabOOTHUKOB |
yTBepXkaaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M JAUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIiy.

19.2. Bce W3MeHeHHUS M JIOTIOJHEHUS, BHOCHMBIE B HACTOSIIYI0 MHCTpYKIHIO, 0QOpPMIISIOTCS B
MUCBMEHHOM (hOpMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOaTeNbcTBOM Poccuiickoit denepanuu.
19.3. UHCTpyKIHS TO JETONPOM3BOJICTBY B INKOJE MPUHUMACTCS Ha HEONMPEACIICHHBIA CPOK.
W3menenus u nomnoiHeHus K VHCTPYKIIMK MPUHUMAIOTCSA B MOPSAKE, IpeaycMOTpeHHOM 11.19.1.
Hacrosiuien MuacTpykuum.

19.4. Tlocne mpunstus WMHCTpyKIuU (WM W3MEHEHUW M JIOTOJHEHWN OTAENBHBIX MYHKTOB U
paszienoB) B HOBOM peaKIMK MPEIbIIYIIasl PeJaKIIis aBTOMATHICCKN YyTPAuyuBaeT CUITY.



Tlpunooicenue Ne 1

IIpaBuia
oopmiieHHUsI PEKBU3UTOB J0KYMEHTOB

1. Jnd DOArOTOBKM JOKYMEHTOB IPUMEHSETCS TEKCTOBBIM peaakTop, oOecrneynBaroIui
TpeOOBaHMUs TPAPUUECKOTO BOCTIPOU3BEICHHS PEKBU3UTOB JOKYMEHTA.

2. Buasl u pasmepsl ucnonb3dyeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
PUOIMKECHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TabiMLax, JUIsl OOecledyeHus Jydlled 4YuTaeMOCTH JaHHBIX,
J0ITycKaeTcs mpuMeHenue mpugTos Buaa Arial, pasmepos 12,13.

4. Jlnana3zoH UCHOJIb3yEMBIX MEXKTYCTPOUHBIX HHTEPBAJIOB: OT OJMHAPHOIO J10 MOJIYyTOPHOTO.

5. AG3anHblil OTCTYN TEKCTa JOKYMEHTa - 1,25 cM.

6. 3aroJI0BKH pa3/IesIoB U MOIPA3/eJIOB NeUaTatoTcs ¢ a03alHbIM OTCTYIIOM HJIM LEHTPUPYIOTCS 110
LIMPUHE TEKCTA.

7. MHOrocTpouHble PEKBHU3HUTHI [1E€YATAIOTCS 4Yepe3 OAMH MEXKCTPOUHBIM HMHTEpBal, COCTaBHbIE
4acTU PEKBU3UTOB OTIEISIFOTCS JIONOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecii 1OKyMEHT IOTOBUTCS Ul W3JIaHMs C YMEHbIIEHHEM MacliTaba, TeKCT IedaTaeTcs yepes
JIBa UHTEpBaJa.

9. NuTtepBan Mexay OykBaMH B CJI0Bax - 0ObIYHbIN. MIHTEepBas Mexx 1y clioBaMU - OAMH poOe.

10. TekcT noOKyMeHTa BBIpABHUBAETCS 10 IIMPUHE JIMCTA (110 TpaHUIaM JIEBOTO M MPaBOro Mojeit
JIOKYMEHTA).

11. /Inuna camoi IJIMHHOM CTPOKHM PEKBU3MTA MPHU YIJIOBOM PACIOJIOKEHUH PEKBU3UTOB HE Ooiiee
7,5 cMm.

12. JIlnuHa camoi AJIMHHOM CTPOKM PEKBU3UTA INPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Kox dhopmbl fokymMeHTa

Kox ¢opmbl 1okyMeHTa IpoCTaBiIsieTcss Ha YHU(PHUIMPOBAHHBIX (hopMax TOKYMEHTOB, B OCHOBHOM
UCTIOJB3YyEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTEe MIKOJBI. Pacmomaraercss kox GopMBbl B MPaBOM
BEPXHEM yIily palbouero mojsi JIOKYMEHTa, COCTOMT u3 cioB "®opma mno" (HamMeHOBaHUE
Kjaccudukaropa) 1 1udpoBoro Koaa.

Ilpumep - @opma no OKY 0301001.

14. HaumMeHOBaHUE ITKOJIBI

HauMmeHoBaHme MIKOJBI JOMKHO COOTBETCTBOBATh HAWMEHOBAHHIO IOPHAMYECKOTO JIHIIA,
3aKpEIUICHHOMY B  €ro  y4YpeIuTeNbHBIX JOKyMeHTax (YcrtaBe o0mieo0pa3oBaTeabHOM
opranmuzanui). [lon HamMeHOBaHHUEM IIKOJIBI B CKOOKaX yKa3bIBaeTCs COKpaIlleHHOE HAMMEHOBAaHUE
o01ieo0pa3oBaTeabHON OpraHU3aIiy.

Han HanMeHOBaHMEM MIKOJIBI - YKAa3bIBACTCS TIOJTHOE HAUMEHOBAHHE BBINIECTOSIICH OpraHu3aIiu.

15. CupaBouHble JaHHBIE O LIKOJE




CrpaBouHble JaHHBIC O IIKOJE BKJIIOYAIOT B ce0s: MOUYTOBBIA aapec, HOMepa TenedoHa, ¢akca,
aapec SJeKTpoHHOW mouthl, kKoj mKkoiael mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJIAaCCU(UKATOPY MPEINPUITHNA U OpraHU3aIlMii), OCHOBHOW T'OCYAapCTBEHHBIA PETUCTPAIIMOHHBIN
Homep (OI'PH), naentudukanoHHblii HOMEpP HAIOTOIJIATENbIINKA/KO MPUYUHBI TOCTAHOBKU Ha
Hasorossiit yuet (MHH/KIIII).
16. HaumeHnoBaHue Buia JOKYMEHTA
PexkBu3uT wucnone3yeTcs JUIS yKa3aHWS BUIA JOKYMEHTa M PACIONaraeTcss MOJ PEKBHU3UTOM
«HavMEeHOBaHHe o0011eo0pa3oBaTenbHON opraHu3anuuy». HanMeHoBaHue BUAA [OKyMEHTa HeE
YKa3bIBAETCS B MHChMaXx.
17. JaTta nokymeHTa
Jlatoii nokyMeHTa SBJSETCS Jara ero moanucaHus (Tpuka3, MUChMO, 3alHCKa, akT W JIp.),
yTBEpKACHUS (MHCTPYKIIMS, TOJOXKEHUE, MpaBuUia, PErIaMeHT, IUJIaH, OTYEeT U Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B IOKyMEHTE (IIPOTOKOJI).
Jlata nOKyMEHTa MpPOCTaBIIAETCA AOHKHOCTHBIM JIMIIOM, MOJMMCHIBAIOIIUM HIIM YTBEPHKIAIOIIUM
JOKYMEHT, WIIM TIPH PETUCTPAMH JIOKYMEHTa, WJIH HEMOCPEACTBEHHO COCTAaBUTEIEM IPHU
MOATOTOBKE TOKYMEHTA (CIyKeOHasl 3amrcKa, 3asBJICHHUE U Jp.).
JIOKYMEHTBI, U3/IJaBaeMbI€ COBMECTHO C JPYTUMHU OPTaHHU3AMMSIMH JTOJDKHBI UMETh OJHY (SIUHYIO)
nary.
Jary noxymeHTa 0hOopMIISIOT apaOCKUMU ITUGPAMHE B ITOCIICIOBATSILHOCTH
e JIeHb Mecslla, Mecsl, rof. JeHp mecsna u mecsi oQOpMIIAIOT ABYMsS MapamMH apaOCKuX
mudp, pas3aeNCHHBIMH TOYKOW; TOJ - 4YeTBIPhMS apaOCKUMHU IUdpaMu, HaIpuMep:
01.12.2017. byksa "r" nocne nudp He CTaBUTCSL.
e TIpU CIOBECHO-IM(POBOM criocobe ohopMIIeHHUS AaThl JI€Hb MECSIa YKa3bIBae€TCS Mapou
apabckux mudp, roj YeThIpbMs apadCkuMu nudpamu, Hanpumep: 12 nekadbps 2017 r.

18. PerucrpaninoHHblii HOMEp JOKYMEHTa

PerucrpanimoHHblii HOMEp TOKYMEHTa MPOCTABISETCS B COOTBETCTBUU C CHUCTEMOM perucTpalui,
IIPUHATOH B IIKOJIE.

PerucrpanmoHHbIil HOMEp MPUCBAUBAETCS IOKYMEHTY MOCJe €ro MoAnucanus (yTBep:KIeHus).
Ccbuika Ha perucTpalMOHHBIA HOMEP U 1aTy JOKYMEHTa

Ccpulka Ha UCXOJSAUINM HOMEp U JaTy JOKYMEHTa aJpecaHTa BKIOYaeT B ce0s perucTpalioOHHbIN
HOMED U JaTy JOKYMEHTa, Ha KOTOPbIi JOKEH ObITh JaH OTBET.

19. Mecto coctaBnenus (M3JaHus) JOKYMEHTa
MecTo cocTaBiieHUs WM U3JaHMsI TIOKYMEHTa - "Topoy ..." - yKa3bpIBaeTcs Ha OJaHKaX MPOTOKOJIOB
U aKTOB, COCTaBIIsIEMbIX B 00111€00pa30BaTeNbHOM OpraHu3aluu.

20. Anpecar

B pexkBusute "Anpecat" ucnonb3yrorcs opUIUAIbHbIE HAMMEHOBAHUSI OPraHOB TOCY/IapCTBEHHON
U WCIIOJIHUTEIBHON BJIACTH, OPraHOB MECTHOIO CaMOYIIpaBJIEHMs], opraHu3auui. /lomyckaercs
HCIO0JIb30BaTh O(UIIMATBHO MPUHATHIE COKPAIICHHbIE HAMMEHOBAHMSI OPraHOB T'OCYJJapCTBEHHON U
HCIIOJIHUTEJILHOH BJIACTH, OPTaHOB MECTHOT'O CAaMOYIPABJIEHUS, OPraHU3aALNH.

[Ipn agpecoBaHMM JOKYMEHTa IOJKHOCTHOMY M YAacTHOMY JIMIY HMHMIIMAJIBI CTaBSITCS MOCIe
bamumuy.

IIpumep - Pykosooumenio OO0 «Cmpoumenvy
Damunus U.0.

PexBusut "anpecar" mpocTaBisieTcs B BEpXHEH NMpaBOd 4acTu JOKyMeHTa (Ha OJaHKe ¢ yriIOBbIM
pacroyio)keHUeM PpPEKBU3MTOB) WJIM CIpaBa MOJA pPEKBU3UTaMU OnaHka (IpU MPOJIOJIEHOM
pacrojoKeHuu pekBu3uToB OnaHka). CTpoKM pekBu3UTa "agpecar” BBIPABHUBAIOTCS IO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTENIBHO CAMOM ITTMHHON CTPOKH.



[Ipu axpecoBaHuM OOKyMeHTa 0Oe€3 yKa3aHUS JOJDKHOCTHOTO JIMI[Aa HAaUMEHOBAHMS aJpecaToB
MULIYTCS B UMEHUTEIBHOM Ia/IEKe, HAlpUMED:

Opeanvl cmamucmuxu 2opooa Mockevl

[Ipu agpecoBaHUMM JOKYMEHTa PYKOBOJIUTENIO OpraHU3allid HAUMEHOBaHHUE JOJKHOCTH
YKa3bIBaeTCs B AATEIILHOM MaJIeKe, HAIPUMED:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.

[TouroBhIii anpec He YKa3blBaeTCs B JIOKYMEHTax, HANpPaBlseMbIX B BBICHIME OpTraHbl
rOCy/IapCTBEHHOMU BIIACTH, (efiepaTbHbIC OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHLHBIC
OpraHbl, OpraHbl FOCy1apCTBEHHON U UCHIOJHUTEIHLHOM BIACTH, TOCTOS MHBIM KOPPECIIOH/IEHTAM.
[Ipu anpecoBanuu nuchbmMa B OpPraHU3AIMIO YKa3bIBAlOT €€ HAMMEHOBAHME, 3aT€M MOYTOBBIN aJipec,
Harpumep:

Tocyoapcmeennoe  yupescoenue — Bcepoccutickuil — HAYYHO-UCCAEO008AMENbCKULL  UHCMUNLYM
O0OKYMEeHmMOBe0eHUs U APXUBHO20 Oelld
IIpoghcorosnas yn., 0.82, Mocksa, 117393

IIpu anpecoBaHMM [OKyMEHTa (PU3UUYECKOMY JIMIY YKa3blBalOT (aMUJIMI0 W HWHUIUAIBI
MoJTy4aTeis, 3aTeM MOYTOBBIN ajipec, HalpuMmep:

Ilemposy H.11.
Ilpouseoocmeennas yu., 0.5, k.12,
2. Mockea, 119633

PexBusutr "Anpecar" He IOIDKEH cojiepxaTh Oosiee derbipex aapecaroB. Crmoo "Komus" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramMu He ykasbiBaercs. [Ipm uumcne aapecatoB Oomnee 4-X
COCTABIISICTCSI CITUCOK PACCHUIKU JIOKYMEHTA.

Ecnu nokyMeHT oOTHmpaBisieTcsi B HECKOJIBKO OJHOPOAHBIX OpTraHU3alluid WM B HECKOJIBKO
CTPYKTYPHBIX TIOApa3/IeNICHI OpraHa UCTIOJIHUTEIFHON BIIACTH, TO OHU YKa3bIBAIOTCS 0OO0OIIEHHO.
ITpumep:

Pykoeooumenam yupexcoenuii CI10

20. I'pud yTBEpKICHUS TOKYMEHTA

I'pud yTBepkIEeHUS TPOCTABISETCS B MPaBOM BEepxXHEM YIriIy HokyMeHTa. CTpOKHM pEKBU3HUTA
BBIPAaBHUBAIOTCS MO JIEBOMY Kpar WIM LEHTPUPYIOTCS OTHOCHTEIBHO CAMOW JJIMHHOW CTPOKH.
JIOKyMEHT  yTBEp)KIAeTCs  JOJDKHOCTHBIM  JIMIOM  (JIOJDKHOCTHBIMU — JIMIIAMH)  WJIH
paclopsSAUTENbHBIM JOKYMEHTOM (IIOCTAaHOBJICHHUEM, PEIICHUEM, TPUKA30M, PACTIOPSIKEHHEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOHKHOCTHBIM JIMIIOM TpH( YTBEPXKICHHS IOJIKEH COCTOSTH U3
cioBa YTBEPXJIAIO (06e3 kaBblueKk), HAWMMEHOBAaHUS MJODKHOCTH JUIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €T0 TOJIIMUCH, MHUIIUATIOB, ()aMUJIUU U 1aThl YTBEPKICHUS.

IIpumep:

VTBEPJIAIO
Lupexmop MBOY [llkona Ne 1238
H.0. Damunus

21. laTa

[Ipu yTBEpKI€HUN TOKYMEHTA HECKOJIBKIUMH JODKHOCTHBIMU JIMIIAMU UX TTOJITUCH PACIIoNiaraloTCs
Ha OJIHOM YpOBHE.



[Ipu yTBepkKIE€HUH JOKYMEHTa PACHOPSAUTEIBHBIM JTOKYMEHTOM Ipu() YTBEpKIEHHS COCTOUT U3
cios YTBEPX/IEH (YTBEPXIEHO, YTBEPXIEHBI, YTBEPXXJIEHA), cormacoBaHHOro c
HAaUMCHOBAHMEM BHJA YTBEPKIAEMOIO0 JOKYMEHTa, HAMMEHOBaHUSA BUJA JIOKYMEHTa B
TBOPUTEIBHOM IIAJIEkKE, €r0 AaThl, HOMEPA.

[Tpumep:

VTBEPK/I[EHO
npukazom MBOY Illxona Ne 1238
om 01.03.2020 Ne 57
22. 3arojoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJep)KaHWEe JOKYMEHTAa. 3arojioBOK K TEKCTy IpUKa3a
bopmymnupyercs ¢ npemiorom "O" ("O06") u oTBedaeT Ha Borpoc "o yem?"):
e mpwukas (0 4ueM?) 0 CO3aHUN KOMHUCCHH;
e mpwukas (0 ueM?) 00 yTBEP)KICHUU IITATHOTO PAaCIIHCAHUS;
e MHUCHMO (0 YeM?) O MPEIOCTABICHUN HH(POPMAITHH.
3aroJ0BOK K TEKCTY 0()OPMIIETCS MO/1 PEKBU3UTAMHU OJIaHKa CJI€Ba, OT TPAHMIIBI JICBOTO TIOJISL.
HaumeHnoBanue (3aroyioBok) JmOO aHHOTAIMs JOKYMEHTa COCTABJIICTCS aBTOPOM IPOEKTa
JOKYMEHTA.
3aroJI0BOK K TEKCTY MOXKET HE COCTABJIATHLCS, €CIIH 00BbEM JJOKYMEHTA HE MPEBBIIIAET 4-5 CTPOK.

23. Tekct 1oKyMeHTa
JlokymeHTBhl 0011e00pa30BaTeIbHONM OpraHU3allud COCTABIISIIOTCS Ha TOCYAapPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycckoMm.
TekcT mOKyMeHTa MOXET COAEpXkaTh Pas3feiibl, MOJPa3/Iebl, TyHKTHI, MOAMYHKTHI, HyMEpPYyeMbIe
apabckumu 1udpamu.
B npukazax TeKkcT JOKyMEHTa U3JIaratoT OT MEPBOTO JIMIA €AMHCTBEHHOTO YnCia («IIPUKA3BIBAIOY)
B nokyMeHTax KoJUIeTHANbHBIX M COBEHIATEIBHBIX OpraHax OT TPEThEro JHIa €JUHCTBEHHOIO
yucna: («coOpaHue... peimso)
TekcT mnpoTOKONa W3Maraercs OT TPEThEero IMIa MHOXXKECTBEHHOTO 4Hcha («CIaylianuy,
«BBICTYITUJIN Y, «TTOCTAHOBHIINY, «PEITUITNY),
B COBMECTHBIX [OKYMEHTAaX TEKCT H3JIaraloT OT TMEpBOTO JIMlla MHOXKECTBEHHOTO YHCIA!
(«TIpHUKa3bIBAEM», «PEIIUIINY).
B nenoBbIx (ciy:ke0HBIX) MUCbMAaX HCTONb3YIOTCS OPMBI U3ITOKEHUS:

e OT TEPBOr0 JIMIAa MHOXXECTBEHHOTO 4YHcia («IPOCUM HANpaBUTH», MPEJCTABIsAEM Ha

PacCMOTpPEHHEY);

e OT TpeTbero Juna enuHcTBeHHoro uucia («Aamuaucrpamus OY Ilkoma Ne 1238 ne
BO3paXKaeT»);

e OT TMEpPBOTO JIMIIA EIUHCTBEHHOIO 4YHcia («CUHUTA0 HEOOXOAMMBIMY, «IIpeiararo
PaccMOTPETHY).

[Ipu ynorpebnaenuu B Tekcte haMuInil IMI HHULMAJIBI YKA3bIBAIOTCS MOCE (GaMIIINU.
B nenoBbIx (cly:keOHBIX) MUCbMaX MOTYT UCHOIB30BAThCS:
e BCTYNUTEIbHOE OOpallleHue:
Veaocaemviti cocnooun HMeanog!
Yeaowcaemas cocnooca [lemposa!
Yeaorcaemwviti Huxonati Ilemposuu!
Yeaorcaeman Onvea Huxkonaesna!
Veaowcaemvie cocnooa!

B O6paH_[eHI/II/I IO AOOJDKHOCTH HAMMCHOBAHHEC OOJDKHOCTH IHUIICTCA C HpOHI/ICHOﬁ 6YKBLI, B
06paHIGHI/II/I 1o (baMI/IJ'H/II/I HWHULHUAJIBI JIMIa HEC YKAa3bIBAKOTCA.
e 3AKJIIOYMTCIIbHAA 3TUKCTHAaA (I)pasa:



C ysaoicenuenm, ...

CrpaHuIpl TOKyMEHTa HyMEPYIOTCsI, HAUMHAasi CO BTOPOTO JIUCTA JIOKyMEHTa apaOCKUMH IU(ppaMu
[IOCEPEIUHE BEPXHETO 0.

TekcT nOKyMeHTa OTHENSETCS OT 3aroJIoBKa ABYMS WIM TpeMs MEXIYCTPOYHBIMU MHTEpBajIaMu
UCIIONIb3YEMBIMH B TEKCTE.

24, OTMETKA 0 IPUIOKEHUU

OTMeTKa O MPWIOKECHHH HCIONIB3YeTCsl MpH OQOPMIICHHH THCEM U TMPUIOKCHHH K TUIaHaM,
MporpaMMamM, OTYeTaM, MOJIOKCHUSIM, IIPABHIIaM, HHCTPYKIMSAM B IPYTHM

JIOKyMEHTaM.

B nurcbMax oTMeTKa O MPHIIOKEHUH 0OPMIISETCS 110 TSKCTOM IMHChbMa Ha paccTosHuu 1,25 ¢cM oT
TpaHUIBI JICBOTO MMOJIs. Eciau mpuiioskeHrne Ha3BaHO B TEKCTE MUChMA, B OTMETKE O MPHUIIOKCHUU
YKa3bIBACTCS KOJIMYESCTBO JIMCTOB U KOJIMYECTBO IK3EMILISAPOB MPHIIOKECHHUS, HallpUMep:

Ilpunooicenue: na 3 1. 6 1 3k3.

HpI/I HalIn4ynyu HCCKOJIBKHX HpHHO)KeHI/Iﬁ, B OTMCTKEC O IIPUIIOXKCHHU OHH HYMCPYIOTCA,
YKa3bIBAIOTCA HAMMCHOBAHUA KAXKAOTO HNPUIIOKCHHA, KOJUYCCTBO JIMCTOB W KOJHWYCCTBO
OK3CMILISAPOB, HAIIPUMEP:

Ipunoocenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepaicoenuu pakma ooyyenus... na 1 1. 8 1 3x3.

Ecnu npusnoxeHus: cOpoIIOpoBaHbl, TO KOJMYECTBO JHCTOB HE YyKa3biBaeTcsa. Eciau mpuioxeHue
HaIpaBJISIIOT HE BO BCE YKa3aHHBIE B JJOKYMEHTE aJpeca, TO OTMETKY O €ro HAJMYUu OOPMIISIOT
ClIeyIomuM 00pa3oM, HalpuMep:

Ipunooscenue: na 3 1. 6 1 9k3. monvbKoO 6 nepawiii aopec.

Ha MPUIIOKCHUAX K IIpaBUJIaM, UHCTPYKIUAM, IOJOXKCHUAM, IJIaHaM, IIporpaMmam, JOroBOpaM H
APYTrUM JOKYMCHTaM OTMCTKA O IPHIIOKCHHUU HNPOCTABIISACTCA Ha IECPBOM JIUCTEC NPHIIOKCHHA B
IIpaBOM BECPXHEM YTIIIYy.

Ecnu mpunoxxeHue ofHO, OHO He HymepyeTcs. Eciau nmpuiokeHnd HECKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre noxyMmeHTa pu IepBOM YIIOMMHAHUHU JOKYMEHTA-IIPUIOKEHUS B CKOOKaX yKa3bIBaeTCs:
... (mpwnoxeHue) wiK ... (MpUokKeHue 1); mepes HOMEPOM MPUIIOKEHHUS JOMYCKAeTCs CTABUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke 0 mpUIIOKEHNWN yKa3bIBaeTCsi HANMEHOBAaHWE BUIAa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMEp, Harpumep:

Ipunoowcenue N° 2 k npukazy MBOY Illkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npuiioskxeHueM K JOKYMEHTY (Hampumep, K NMpHKa3y) SBISETCS YTBEPXKAAeMbI JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPaBOM YIJIy MPOCTaBISETCS
OTMETKA O MPUIIOKEHUH, HIKE — TpU( yTBEp>KACHUS, HATPUMED:

Ipunoscenue
VYTBEP)KJ/IEHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67



Bunx u pasmep mpudra pekBuzuta "OTMETKa 0 MPUIOKEHUH" TOHKEH COOTBETCTBOBATH BUIY U
pa3mMepy mpu@dTa TeKCTa TOKYMEHTA.

25. 'pud cornacoBaHus TOKyMEHTa

I'pu¢ cormacoBaHus TOKyMEHTa HCIOIB3YETCS MIPU COTJIACOBAHUU JOKYMEHTA C OpraHaMH BIIACTH,
OpraHM3alMsIMM WM JOJDKHOCTHbIMM junamu. OH coctoutr u3 cnoBa “COIJTACOBAHO”,
JOJDKHOCTH JIMIIA, KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYas HAMMEHOBAHHME OpraHU3allvH),
JMYHON NOJNKCH, paciin(POBKU NOANUCH (MHUIIUATIOB, ()aMHIJIMHU) U 1aThl COTJIACOBAHUSI.

IIpumep:

COI'JTACOBAHO

Jupexmop MBOY lllkona Ne 1238
U.U. Heanos

01.12.2017

I'pud coryiiacoBaHus B 3aBUCHUMOCTHU OT BUJIa JOKYMEHTA U 0COOEHHOCTEH ero ohopMiIeHUs: MOKET
IIPOCTABIATHCA.

e Ha NEPBOM JIUCTE JOKYMEHTa (€CIM JOKYMEHT UMEET TUTYJbHBIA JIUCT, - HAa TUTYIbHOM
JUCTE) B JICBOM BEPXHEM YIIIy Ha ypoBHE Tpuda YTBEPKIACHHS WU 0] HAMMECHOBAHUEM
JOKYMEHTa OJIMKEe K HHKHEMY I10JTI0);

e HA IOCJIEIHEM JINCTE JOKYMEHTA IO/ TEKCTOM;

e HA JIUCTE COIJIACOBAHMS, SABJIAIOIIEMCS] HEOTHEMIIEMOM YacThIO JOKYMEHTA.

BHemHee corimacoBaHHe TakKe MOXET OBITh OCYIIECTBICHO IPYTMM JOKYMEHTOM - ITHCHMOM,
IIPOTOKOJIOM, ITPHUKA30M.
[Ipumep:

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

26. Buza

CornacoBaHue IpoeKTa JOKyMeHTa 0(hopMIIsIeTCsl BU3OM.

Buza npocraBisercs coOCTBEHHOPYYHO JIMIIOM, BU3UPYIOLUIMM JOKYMEHT, M BKJIIOYAaeT B ce0s
HaMEHOBaHME JIOJDKHOCTH BHU3UPYIOIIETO, €ro JHUYHYI0 MOJIUCh, pPaclU(pOBKY IOAMNUCH
(vHMLIMATBL, (AMUIIMIO) U AATy.

ITpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlomyckaeTcs OJIMCTHOE BUSUPOBAHUE TOKYMEHTA U €r0 IIPUIIOKEHUH.

[Ipy Hamuuum 3aMedaHMii, JONOJHEHMM K MPOEKTy JOKyMEHTa BHM3a JIONOJHAETCA
COOTBETCTBYIOIIUM YKa3aHHUEM.

JInst nOKyMeHTa, NOJJIMHHHUK KOTOPOIO OTIPABISAIOT W3 WIKOJBI, BH3bl IPOCTABIIAKOTCA HA
JK3EMILIIpaxX JOKYMEHTOB, IIOMEIIAEMBIX B JEJIO.

JInst nokymeHTa, MOJJIMHHUK KOTOPOT0 OCTAeTCsl B IIKOJIE, BU3bl COTJIACOBAHUS IIPOCTABIIAIOTCS HA
000poTe MOCJIEAHEro JIMCTa MOAJUHHUKA JOKYMEHTa WJIM Ha IMOCIEJHEM JIUCTE JOKYMEHTa IOJ
MOAIUCHIO.

27. Hoanuce



HOI[HI/ICB BKJIFOYACT: HaMMCHOBAHUC JOJDKHOCTHU  JIMId, MTOAMNMWCABIICTO JOKYMCHT, €ro
COOCTBEHHOPYUYHYIO MOITUCH; paciIMGPOBKY MOAMUCH (MHUIIAAIBI, (DaMIIIHs):
IIpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecmu nmokymeHnT odopmieH He Ha OJaHKe, B HAWMEHOBaHWE JIOJDKHOCTH BKJIFOYAETCS
HavMEeHOBaHKUE 00I11e00pa3oBaTe/bHON opraHu3anuu (MoJHOe Ha3BaHUE IKOJIbI). JomyckaeTcs B
pexkBusure "[loanmuce MOMKHOCTHOTO nuna" IEHTPUPOBATH HAMMEHOBAHUE JIOJDKHOCTH JIUIIA,
MOANKCABILIETO IOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.

[Ipn moamucaHuu JOKyMEHTa HECKOJIbKMMH JOHKHOCTHBIMU JIMIAMU PA3HBIX JOJIKHOCTEM HX
MOAINKCH PAcIoNaraloT OJHY MOJ APYroil B MOCIEA0BAaTEIbHOCTH, COOTBETCTBYIOLIEH HepapXuu
3aHMMAEMOM TOJKHOCTH.

[Tpumep:

Lupexmop nuunas noonuce U.0.D.
3amecmumens oupekmopa auunas noonuce 1.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJbKMMM JIMIAMH PaBHBIX JOJDKHOCTEHM MX MNOANMCU
pacrioyiaratoT Ha 0IHOM YpOBHE.

B nokxymMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATYC JHUIA B COCTABE KOMHCCUU:
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBaHMEM JIOJDKHOCTU ([IOOaBJIATh Kakue- JHO0
IIPUCTABKN).

Ecnum nupekrop WM HMHOE YIOJHOMOYEHHOE Ha IIOANMCAaHHE JOKYMEHTa JIMIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJIe3Hb, KOMaHIMPOBKA) WM JODKHOCTh BAaKaHTHA, TO JIOKYMEHT
IOANMCHIBAET  COTPYIHHK, YIOJIHOMOYEHHBIM HAa  IOJAIMCAaHUE B  COOTBETCTBUH €
paciopsAUTEIbHBIM JTOKYMEHTOM WIIM HAJEJCHHBIN MOJHOMOYUSAMH, YCTAHOBJIICHHBIMH IIPUKA30M
kosibl Uiy yapeautens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U ITOJIHOMOYHSL, HallpUMep:

3amecmumens oupekmopa noonucv U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucy U.0. amunus
WK

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

PexBuszut "lloanuchk AOMKHOCTHOTO JHIA" MOXKET ObITh O(GOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (HampuMmep, NpU HANHCAHUM CIYKEOHON 3amucku 0e3 MpPUMEHEHHS TEeXHHUYECKHX
cpencTB) Tu60 0OPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmnenus pexBuszuta "llogmuch MOMKHOCTHOTO JMIa" € HUCIOJB30BAaHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep ImpudTa ykazaHHOTO PEKBH3UTAa HE MOXKET OTIUYATHCS OT
BHJIA M pa3Mepa mpuQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzutr "llognucek MOMKHOCTHOrO JHIA" OTAEISAETCS OT TEKCTa TpeMsi WIH YEeThIPbMS
OJIMHAPHBIMU MEXAYCTPOUYHBIMU HHTEPBAJIAMHU.

28. Ileuath

[Tewatp sBISETCS CHOCOOOM IMOATBEPXIACHUS TOJUTMHHOCTH TOJIIUCH JODKHOCTHOTO JIMIA Ha
nokyMmeHnTte. [ledaTs cTaBUTCS Ha JOKYMEHTAaX B CIydasX, MPEAYCMOTPEHHBIX 3aKOHOATEIbHBIMU
VT MHBIMH HOPMATHBHBIMH ITPABOBBIMH aKTAMHU.

[Teyats cTaBUTCS HAa CBOOOAHOM OT TEKCTa MECTE, MPU I3TOM OTTHCK IE€YaTH HE 3aXBaThIBAaeT
JUYHON TIOJAMUCH JOHKHOCTHOTO JIMIA TOJITHCABIIET0 JIOKYMEHT, WJIM B MecTe, 0003HAYCHHOM
«MII» («Mecto meuatn).



B noxymeHTax, MoAroTOBICHHBIX Ha OCHOBE YHH(PHIMPOBAHHBIX ()OPM, TIeUaTh CTABUTCS B MECTE,
o6o3HaueHHOM oTMeTKOHM "MII" niam uHBIM 06pazom.

29. OTMeTka 00 UCTIOJIHHTEIIS

OtMmerka 00 wucnojHUTENE (aBTOpE) NOKYMEHTAa NPOCTABIsETCA HA MUCbMAaX IIKOJIBI B JIEBOM
HUKHEM YTITy JIMLEBOM CTOPOHBI MOCJEIHEro JUCTa JOKYMEHTa OT TPaHMIIbI JIEBOTO IOJIS UITH, IPU
OTCYTCTBHH MECTa, - HA 00OPOTHON CTOPOHE BHU3Y CIICBA.

OtmeTka BKJIIOYAET (aMWINIO, UMS, OTYECTBO HCIIOJHUTENSI U HOMEp ero teinedoHa, a TakkKe
OTMETKa 00 WCIOJTHHUTEIE MOXKET JOMOJHATHCS HAWUMEHOBAHUEM JOJDKHOCTH W JIIEKTPOHHBIM
aIpecoM HCIIOJIHUTESL.

IIpumep:

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

30. OTMeTKa 0 3aBEpEHUN KOIIHHU

JI1st moATBEPKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKH M3 JJOKYMEHTA) MOJJIMHHUKY IOKYMEHTa Ha
MOCNIEIHEM JIUCTE KOMUU (BBIMUCKK M3 JAOKyMeHTa) moj pekBuzutoM "llommuces" odopmisercs
pekBU3HUT «OTMETKA O 3aBEPEHUH KOTTHN.

OTMeTKa O 3aBEpEeHMHM KOIMHMM BKIKOYAET: CJIOBO «BepHO», HauMMEHOBAaHUE JTOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOMUIO, COOCTBEHHOPYYHYIO IOANMKCH, pPacI(POBKY TOIIUCH (HMHHUIIHAIIBI,
(dbamMunio), 1aTy 3aBepeHus KOMUHU JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEpCHHHM KOMWUU» MOXET OBITh odopmieHa OT pPYKH WIH C
HCITOJIb30BaHUEM IITaMIIA.

Jonyckaercs 3aBepsATh Ka) /bl JUCT MHOTOCTPAHUYHOMN KOIHUH TOKYMEHTA.

31. OrMeTKa 0 DOCTYIUIEHHH JTOKYMEHTA

OTMeTKa O TOCTYIUIEHHH JTOKYMEHTa COAEPKUT BXOSIIUNA PErucTpPallMOHHBIM HOMEp M Aary
MOCTYIUIEHUS JTOKYMeHTa. JlomyckaeTcsi yka3aHWE YacOB M MHUHYT TOCTYIUICHHS JTOKYMEHTa C
3aBEPEHUEM MOJAMUCIMH 3aUHTEPECOBAHHBIX JIULI.

OTMeTKa 0 OCTYIIJIEHUU JOKYMEHTa MOXKET MTPOCTABIISITHCS C UCTIOJIb30BAaHUEM IIITaMIIA.

32. Pesomronus
Pe3ouroniust coepKUT yKa3zaHUE IO MCIIOJNHEHHI0 JoKyMeHTa. OHa opopmisieTcs Ha CBOOOTHOM

MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0si: paMuinio, MHUITUAIIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TopydeHue 1o
JOKYMEHTY, TIOJIITUCh aBTOPa PE30JTIOIUHU U JIaTy 0(OPMIICHHS PE3OJTFOIIHH.

Pe3omtonusi, Mo yCMOTpEeHHIO JUIA, JAIOMIET0 MOpyYeHHEe, MOXKET BKIIOUaTh B ce0sl TakKe CPOK
HUCIIOJTHCHU A )IOKYMeHTa.



