ITPHHATO: EHO:

Ha O61mem cobpaHnH pabOTHHKOB A A Nod»
MKOV «'umuasng Ne3» a Jl.A.
Ipotokon Nel ot 37.08.20232. 2023r.
Ipexcenarens '~ ~  Hcaes H.Y.

HHCTPYKLHUA

o aeaonpoussoacTsy MKOY «I'nmuaznst Ne3»

1, Ob6mue MoNoKEHHA

1.1. Hacrosmaa VHeTpykuMA IO AeNONpPOH3BOACTBY B INKoJe pa3pafoTaHa B COOTBETCTBHH C
QenepanbHEIM 3aKOHOM OT 29.12.2012 Na 273-03 "O6 obpazoranuu B Poccutickolt Qegepaunn” ¢
H3MeHeHHsSMH OT 4 aerycra 2023 roma, T'OCT P 7.0.97-2016 «CucreMa cTaHAapToB IO
AHpopManuy, OGHONMHOTEUHOMY H H3JATenbCcKOMy geny, «OpraHH3allHOHHO-paclopAXHTENbHAA
JoKyMeHTalAs, TpeboBaHHA K  OQOPMNIEHHIO  JOKYMEHTOB», a TaKXe  YCTaBOM
o61eo6pazoBaTenbHON OpraHH3aliy B JpYTHMH HOPMAaTHBHEIME TTpaaoBEIME akTaMi PoccuiickoH
Qeaepalii, perMaMeHTHPYIOLIHME AeATeNbHOCTE 061eo6pa3oBaTenbHBIX OpranH3anHi.

1.2. HManHas MHCTpYKuHs IO OENONPOH3BOACTRY B wKkone (fanee - MHeTpyknus) obo3navaer
TNpABHNIA ITIOATOTOBKH H  0O(OpMNeHHs MAOKYMEHTOB B 00lIeo6pazoBaTeNEHOR OpraH3amHH,
OIpedeNseT CTaHOapThl 0QOPMNEHHS PEKBU3HTOB, ONAaHKOR IOKYMEHTOB, COCTABIEHHASA IIPHKA30B,
NOJO¥CHAHA MHCTPYKIMH, a TaKKe perflaMeHTHPYET GOpMHPOBAHHE JeN H HUX TEKYLIEe XpaHCHHE,
MNOATOTOBKY OOKYMEHTOB M IeN K Mepejade HAa apXHBHOe XpaHeHHe B obmeobpa’osaTenbHOH
OpraHH3alHH.

1.3. MHCTpYKLHA [0 AENONPOHIBOACTRY pa3paboTaHa B ENIX YCTAHOBJIEHHS eNMHEIX TpeboBaHHA
K NoarotoBKe, o6paboTke, XpaHEHHIO H HCMONB30BaHHIO OGpa3yOLMXcd B JIEATENBHOCTH
ofmeobpazosaTensHoff OpraHM3allAH M TOCTYMAIOIIHX B LIKOMY JOKYMEHTOB, a TaKke
COBEPLICHCTBOBAHHA H MOBbILIEHAA 3PPeKTHBHOCTH ACNONpPOoH3BoAcTBa 061eobpa3opaTenpHOR
OpraiH3alMH.

1.4. TlonoxeHus VHCTpYKUMH paclnpOCTpaHAIOTCS Ha OpraHM3auidio paboTel ¢ JOKyMEHTaMH
HE3aBHCHMO OT BHZA HOCHTENs, B TOM UMCIE C DBISKTPOHHBIMH JOKYMEHTaMH, BKIHOYAf
noArotoeky, o6paboTKy, XpaHEHHE H HCMONR30BAHHE JOKYMEHTOB, OCYLUECTBISEMBIMH C
NOMOLIBIO AHQOPMALHOHHBIX TEXHONOTHI,

1.5. OpraHH3anH©o, METOOMYECKOE PYKOBOACTBO, COBEPIICHCTBOBAHHE JeNONPOH3BOJACTBA H
KOHTPOJb 3a cobmofiecHHeM HacTtosmed MHCTpYKIHHK B IIKONE OCYILECTRIACT OTBETCTBEHHBIN 3a
BeeHHE OENONPOHIBOICTRA.

1.6. Ilpasa n o6a3aHHOCTH pabOTHUKOB, OCYIIECTBANIOMEUX paboTy ¢ MOOKYMeHTAMM B
CTPYKTYPHBIX  TozpasfieNeHHax ofmeobpa3loBaTeNnbHON  OpPraHM3allHH,  YCTaHaBJIHMBAIOTCH
OOXHOCTHEIMH HHCTPYKIMSIMA MITH TPHKA30M JUPEKTODA.

1.7. Cpenenns, comepxalipecs B AOKYMEHTAX, MOTYT OBITE HCMONBEIOBAHEI TOJABKO B pabouux
IENAX B COOTBETCTBHH ¢ MOJHOMOYHAMH COTPYHANUKa, paboTarommero ¢ noKkymeHTaMH. PaGora ¢
OOKYMEHTAMHM BHE MOMELIeHHN IIKOJIEl me Aonyckaercs. [Ipn yTpare DOKYMEHTOB IpPOBOAHTCH
cnyxebHas poBepKa.

1.8. TIpn yxoae B oTHycK, HepeBoje (IepeMellleHHH) Mo paboTe HMM B Clyyae YBOJNBHEHHH
COTpYZHWK o00s3aH nepenatk Bce HAaxoAglIHecd Y HEro JOKYMEHTEI HHOMY COTPYIHHKY,
OTpeAeNéHHOMY B COOTBETCTBUH C YKA3aHHEM IIENMOCPEACTBEHHOTO PYKOBOAHTENS YBOJIBHAEMOrO,
YXOZAIIETO B OTIYCK HIIH NIePeBOAALLErOCA ([lepeMelllaeMoro) 1o paboTe COTpYAHHKA.

1.9. MUaCcTpYKuEA obs3aTensHa 118 coDnoaeHHS BCEMH pabOTHHKaMH IIKOJIbl. BHOBE NIPHHATEIE Ha
paboTy COTpPYAHHMKH, B JOMKHOCTHEIE OOA3aHHOCTH KOTOPBIX BXOIHT BEIEHHE JOKyMEHTalHH, B



TedyeHue TpéX pabouux AHEH co JHs U3aHus MPUKa3a O HA3HAYEHUH Ha JTOJDKHOCTbH JTOJDKHBI OBbITh
O3HAaKOMJICHBI C HacTosen MHCTpyKuen o MoAIuUCh.

2. [IpaBuJia oAroTOBKHU M 0(hOpMJIEeHUS TOKYMEHTOB

2.1. B [nedTenpbHOCTH IIKOJBI CO3JAETCS KOMIUIEKC OpPraHM3alHOHHO —pPAaCIOPSIUTEIbHbIX
AOKYMCHTOB: IPHUKa3bl, IMOJOXKCHUSA, IIpaBUJida, HHCTPYKIHUU, PCTIAMCHTLI; IIPOTOKOJIbI 3aC€I[aHHﬁ
(coBelaTeNpHbIX, KOOPAWHAIMOHHBIX, AKCIEPTHBIX M Jp. OPraHOB), aKTbl, AHAJUTHYCCKUEC
CIIpaBKH, OJOKJIAJIHBIC H CJIY)KGGHBIG 3allMCKHU, JOTOBOPLI (KOHTpaKTBI, COFHaHIeHHH), JAcJIoBada
(cmykeOHast) mepenucka W JAp. COCTABIAIOTCS W O(OPMIISIOTCS CIEHHANbHBIC JTOKYMEHTHI,
CBSI3aHHBIC C  IUIAHUPOBAaHMEM  OOpPA30BATEILHOW  JESITENBHOCTH W OCYIIECTBICHUEM
XO3SICTBEHHBIX ~MEPOIPHSATHH, BEACHHEM Yy4eOHO-NEJarornyeckoro yd4era, OpraHu3anuei
JEJIONPOM3BOACTBA 001Ie00pa30BaTEIbHOM OpraHu3alyi, odecrieYeHueM OyXTIaITepCKOro ydyera.
2.2. JIokyMeHTBl MOI'YT CO3[aBaThCsi Ha OYMa)KHOM HOCHTENIC M B JIICKTPOHHOW (opme ¢
COOJIIO/ICHMEM YCTAaHOBJICHHBIX MPaBUII OPOPMIICHUS JOKyMEHTOB. [Ipy co3maHum TOKYMEHTa Ha
ABYX U 00Jiee CTpAaHMIAX BTOPYIO U MOCIEAYIOINE CTPAHULBI HYyMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTaBISIOTCS MOCEPEINHE BEPXHETO TOJS JOKYMEHTa Ha PACCTOSTHHH HE
meHee 10 MM oT BepxHero Kpas sucra. Jlomyckaercsi co3jaHHe JOKYMEHTOB Ha JIMIIEBOU U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Tlpu ABYCTOPOHHEM CO3J@HUH JOKYMEHTOB IIUPHHA JICBOTO MOJIsl HA JIMIIEBOI CTOPOHE JIUCTA
Y MIPABOTO MOJIsl HA 00OPOTHOM CTOPOHE JIMCTA JOJKHBI OBbITh PABHBI.

3. PeKBH3HTHI JOKYMEHTOB
3.1. JIna pexkBU3UTOB JOKYMEHTOB, CO3[aBaeMbIX B 00I1€00pa30BaTeNbHON OpraHu3aluy,
yCTaHaBJIMBAIOTCS NpaBuia U TpeboBanus B coorBercTBum ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOI'O IOKYMEHTA ONPEAEIsSeTCs €ro BUJIOM U Ha3HAUCHHEM.
3.3. Ilpu moaroroBke ©u O(GOPMICHHH JOKYMEHTOB B IIKOJE HCIIONB3YIOTCS CIEIyIOIINe
PEKBU3UTHI:

e Ko GOpMBI JOKYMEHTAa;

e HAaMMEHOBAHUE IIKOJIbI;

e CIIPaBOYHBIE JJAHHBIE O IIKOJIE;

e HAaMMEHOBAaHUE BHJIA IOKYMEHTA;

e J1aTa IOKyMEHTA;

e PErucTpalMOHHBIA HOMEp JOKYMEHTa;

e CCBUIKA Ha PETUCTPAIIMOHHBIA HOMEDP U JIaTy TOKyMEHTa;

e MECTO COCTaBJICHUs (U3/1aHUs) JOKYMEHTA;

e ajpecar;

e Tpud yTBEp)KICHHS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH,

e Tpu( coriacoBaHus JOKYMEHTa;

e BU3a;

e TIOAMNCE;

e OTMETKa 00 3JIeKTPOHHOM MOAINUCH;

e TICYaTh;

e OTMETKa 00 UCITOJHUTEIE;

e OTMETKa O 3aBepEHHH KOIHH;

e OTMETKa O MOCTYIUICHUH JOKYMEHTA;

e PE30JIIOLHSL.



4. BJaHKH J0KYMEHTOB
4.1. JIokyMeHTEHI, co3/laBaeMbIe B 00II€00pa30BaTEIbHON OpraHu3aIui, 0hOPMIISIOTCS Ha OJIaHKaX,
M3TOTOBJICHHBIX HA CTAHAAPTHHIX JucTax Oymaru opmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaOJMIIBI, CXEMBI, CMETBI) JIONyCKaerca O(QOpMIATh C
ucrionb3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTABJISIONIME BHYTPEHHIOK
MEepenucKy, OQOpPMIISIOTCS Ha CTAaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) 6e3
UCIOJIb30BaHUs OJIaHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, oopMIICHHBIH Ha OjaHke uiau 0e3 Hero, JOJKeH MMETh IOJs He
MeEHee:

o 20 MM - IeBOC;

e 10 MM - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JlokymeHTHI JunTeNnbHBIX (cBbime 10 JeT) cpoKOB XpaHEHUs AOJDKHBI UMETH JIEBOE TIOJIE HE
Menee 30 Mm.
4.4. Bunpl 6J1aHKOB JJOKYMEHTOB, TPAMEHSIEMBIX B IITKOJIC:

e 00IIMI ONaHK;

e 0JaHK MHCHMa;

e OJlaHK KOHKPETHOTO BHJAa JOKyMeHTa (ONlaHK TMpuKa3a, ONAaHK pacrmopspDKEHHs, ONaHK

MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3paOOTaHHBIX W TPUMEHSEMBIX B IIKOJE OJAHKOB IOJJICKAT BKIIOUCHHUIO B
WHCTPYKIIMIO IO JIEIOTIPOU3BOICTBY 001€00pa30BaTeIbHONW OPraHN3alliK B KAUECTBE MPHUIIOKCHUN
(npunoxenue 3 Ha 3 nUcTax).

5. [Ipuka3spl

5.1. Ilpukazamu oQOpMIISAIOTCS pELIEHUs IO ONEpPaTUBHBIM, OPraHU3ALUOHHBIM, YYE€OHBIM,
KaJpOBBIM (TIpHIIO’KeHHe 2 Ha 9 nucTax) U ApyruM BompocaM padoThl HIKOJIBL.

5.2. TIpoekTel TpPHKA30B TOTOBST OTBETCTBEHHBIC WCIOJIHUTENM HA OCHOBAHWU MOPYYCHUI
JUPEKTOpa, ero 3aMectuTenel. IIpoekTel MpUKa30B MO JUYHOMY COCTAaBY TOTOBUT CHELHUAINCT IO
KaJlpaMm.

5.3. B mpukasax TEKCT U3jaraetcs ot mepBoro juia equactseHnoro uncia («[IPUKA3BIBAIOY).
5.4. Tekcr mpukasa MOXKET COCTOATH M3 JBYX 4YacTeil: KOHcTatupyroued (mpeamOyinbl) u
paciopsANTEIbHON.

5.5. B koHcTaTupyromiei YacTU KpaTKO U3JIaraloTcs IeNu H 3amadyd, (GakTbl U COOBITHS,
MIOCITY’)KUBILIME OCHOBAaHUEM Ul M3JaHMs npuka3a. OHa MOXKET HauMHAThesA cioBamu "B nemsax",
"B coorBerctBun", "Bo ucnomnenue", u T.7. Eciu mpukaz w3gaeTcss Ha OCHOBAHHUM JIPYTOTO
JOKYMEHTA, TO B KOHCTATUPYIOLIEN YaCTH yKa3bIBA€TCsl HANMEHOBAHUE 3TOTO JTOKYMEHTA, €ro Aara,
HOMep U 3aroyioBok. [IpeamOyna B nmpoekTax nmpuka3oB 3aBepiaercs cioBoM «[IPUKA3BIBAIOy,
KOTOpOE MeyaTaeTcs 3arJlaBHbIMA OyKBaMHU.

5.6. PacmiopsmuTenbHasi 4acTh TOJDKHA COAEPIKATh IEPEUUCIICHUE MPEIIICHIBAEMBIX JCHCTBHHA C
yKa3aHHEeM MCIIOJIHUTENS KaKJOro JEHCTBHS M, NpPU HEOOXOJUMOCTH, CPOKOB HCIIOJHEHHMS.
PacniopsimuTenbHas 4acTh JENUTCS Ha MYyHKTHl U MOJAMYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uudpamu. [leiicTBUS 0OJHOPOAHOTO XapaKTepa MOTYT ObITh MEPEUHCIICHBI B OJTHOM ITYHKTE.

5.7. B KkauecTBe HUCHOJHUTENEW YKa3bIBAIOTCS 3aMECTUTENIM IUPEKTOpa, MpelacedaTresnud Win
PYKOBOJIUTENHU pabouuX rpymi (KOMUCCHI).

5.8. Ecnin mpukas n3MeHsieT paHee U3JaHHbIN TOKYMEHT (ITyHKTHI JOKYMEHTA), TO OJIH U3 TyHKTOB
pacnopsAMTEIbHON YaCcTH TEKCTa JIOJKEH COEPKATh CChUIKY Ha M3MEHSIEMbIN JOKYMEHT (ITyHKTBI
JIOKYMEHTA) C YKa3aHHUEM €ro J1aThl, HOMepa U 3arojoBKa.

5.9. Eciu mpuka3 oTMeHsieT JeiicTBHE paHee H3JaHHOTO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OIIPEICIEHHON AAThl, TO OJUH W3 IIYHKTOB PACHOPSAAUTENBHOM YacTU TEKCTa JOJKEH HAYMHATHCS
cinoBamu "lIpu3HaTe yTpaTUBIIMM cHIy...", lajgee yKa3blBaTbCs JaTa, HOMEP U 3aroJIOBOK paHee
U3JJaHHOTO JIOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKKe Jara, ¢ KOTOPOH OTMEHSETCs ero JAEHCTBHE.



Ecniu para He ykaszaHa, TO JelcTBUE paHee H3AAHHOIO JOKYMEHTa (IYHKThl JIOKYMEHTA)
OTMEHSETCS C 1aThl M3/1aHUsl HOBOTO IIPUKAa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JaHMs, TO OAMH U3 IYHKTOB
pacnopsiAMTENIbHOM YacTH TEKCTa JOJKEH HayuHaThesl cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTta, HOMEp M 3aroj0OBOK paHee U31aHHOIO JOKYMEHTA.

5.11. Ecnu mpuka3 mnpennojaraetcs BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3AaHus, HEOOXOIMMO
yKa3aTb CpPOK BBeA€HHUs ero B jeictBue. llocieqHuil MyHKT pacrlopsIuTeIbHOM YacTH MOXKET
COJIEpKaTh CBEACHMS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIOJHEHUEM
IpUKasa.

5.13. Ilpuka3pl NOAMKUCHIBAIOTCA TOJBKO AMPEKTOPOM 00IIe00pa30BaTEeIbHON OpraHU3aluN WU
paOOTHHUKOM, UCIIOIHSIOLIUM €r0 00s13aHHOCTH.

5.14. OTBeTCTBEHHOCTH 3a OOeCHeueHHEe CBOEBPEMEHHONW M KaueCTBEHHOM MOJTOTOBKH IPOEKTOB
IIPUKA30B U MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH U OpraHU3aLMsAMHU HECYT
aBTOpBI [IPOEKTA MIPUKA3a.

5.15. PerucrpannoHHble HOMepa NPUCBAUBAIOTCA IPUKa3aM IO MOPAIKY HOMEPOB B Ipejenax
KaJIEHAapHOTO rojia.

5.16. /lata perucrpaunu npukKasa sBiIseTcs JaTON ero noAnucaHus.

6. [IpaBuia, MoJ10KeHU, HHCTPYKIUH

6.1. I[IpaBusa — HOPMATHUBHBIA aKT, ONPEACISIONINNA MOPSAIOK KaKOTO-THOO0 BHIA JCSATEIBHOCTH,
YCTaHaBJIMBAIOIINM WM 3aMpelaloluii ONpeIeJICHHOE TOBEICHUE.

6.2. IlonoxeHne — HOPMATUBHBIN aKT, JETAILHO PETIAMCHTUPYIONIUHI MTPABOBOM CTATyC, MOPSIOK
OpraHM3aliy U MPOLEAYPYy KaKoro-a11udo Buaa JesSTEIbHOCTH.

6.3. MHCTpYyKIMST — HOPMATHBHBIN aKT, W3JaBa€MbIi B LENAX PA3bACHEHHS M OINPEIEICHUS
MOpsAIKa PUMEHEHHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JUOO C LENbI0 YKa3aHHUs HOPM O
croco0ax BBITIOTHEHHUS OMPEIeTICHHBIX Oneparuii (1IeHCTBHI).

6.4. IlpaBuiia, MOJOXKEHUsI, MHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCUMOCTHM OT BHMJIa JOKYMEHTA) Ha
VYmpasnsitomem coBete, 3acenaHusx [Ipodcoro3HOr0o KOMHUTETa IIKOJIBI W YTBEPKIAIOTCS
JUPEKTOPOM.

6.5. IlopsimoKk MOATOTOBKH MPOEKTOB IMPABHJI, TOJIOKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAAKY MOATOTOBKU IMPOEKTOB MPUKa30B 00111€00pa30BaTeIbHON OpraHu3aIum.

6.6. TekcT TpoOeKTa IOJIOKEHUs], MPaBMJI, MHCTPYKLIMHU IleUaTaeTcss Ha YUCTOM JIHCTEe Oymaru
¢dopmara A4.

6.7. OTIMIUTENBHBIMA XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, HHCTPYKIIHH SBIISFOTCS:

e TOYHOCTb NMPUMEHAEMBIX (HOPMYIMPOBOK O€3 HCHOJIb30BaHUS CJIOB U MOHATHHA, UMEIOIINX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJIb30BAaHHE KOPOTKUX MPEATOKEHUH, OOIIENPUHATHIX BBIPAKEHUH M CBSI30K, IPH
HEO0OXOJIMMOCTHU - MPEIBAPUTENILHOE OIpEAeICHIE HCIONIb3yEeMbIX MOHATUH, COKpALICHHH,
ab0peBuaTyp;

e OINHCAHHE BCEX BO3MOXKHBIX BAapHAHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapHUaHTOB
JeWCTBUH, T.€. OJHOTA MPeICTaBICHHs HH(OPMAILIUH;

e CTPYKTYpHPOBAaHHOCTb TEKCTAa C LEIbI0 JOCTM)KCHHS HaWIydlled IOCIIeT0BAaTEIbHOCTH
U3JI0’KEHUS MaTepUaa;

e MUHUMH3ALUSA TEKCTa C MOMOIIbIO MPUMEHEHHUs 0000IIeHni (0630pOB MperoaraeMbIx
JICWCTBUI) U IPUMCHEHHUE TIEPSUUCIICHHH (3a1a4, ITAroB, YCIOBHH U T.JI.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH M 00BheMa pa3padaThIBAEMBIX TPABUII, TTOJOKEHHS, HHCTPYKIIUU
- TEKCT JOKYMEHTa JEJINTCS Ha TJaBbl, IIYHKTHl ¥ MOANYHKTHI. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoaurcs apabckumu nudpamu.

7. IIpoToxoJ 3acenanusi (CoBelaHusl)
7.1. TIpoToKkol — JOKYMEHT, B KOTOPOM (PUKCHUpYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
perieHuit Ha COOpaHUsX, COBEIIAHUAX, KOH(DEPEHIINAX U 3aCeIaHUsIX KOJUIETHAIBHBIX OPTaHOB.



7.2. Tlpotokon 3acenanus (CoBemranusi) - (majgee - MPOTOKOI) OpOPMIIIETCS HAa YHCTOM JIMCTE
Oymaru ¢opmara A4.

7.3. PekBU3HT - "TEKCT JOKYMEHTA". PEKBU3HUT COCTOMUT M3 ABYX YaCTEH: BBOJHOW M OCHOBHOM.

74. Bo BBOOHOW  4YacTHM  YKa3bIBAIOTCA  WHHUIMATNG, (QaMHIUU W JIOJDKHOCTHU
MpeiceaTeNbCTBYIOIIET0, CEKpeTapsi, MPUCYTCTBOBABIINX HA 3acelaHud U, IPU HEOOXOAMMOCTH,
JIUL, IPUTJIAIICHHBIX Ha 3ace/1aHne (COBELIAaHUE).

7.5. BBogHas 4YacTh MNPOTOKOJA 3aKAHYMBAETCS I[EPEUYHEM pPACCMATPUBAEMBIX BOIPOCOB,
MEPEUYHCIICHHBIX B TIOPSAJKE MX 3HAYUMOCTH C YyKa3aHWEM JOKJaJuuKa M0 KaxXIOMY
paccmarpuBaeMoMy Bompocy. Bonpockl hopmynupyrotcs ¢ npeaiorom "O" ("O6"), meyatarorcs oT
TPaHUIIBI JIEBOTO OISl © HYMEPYIOTCS apaOCKUMU IUPPaAMHU.

7.6. OcHOBHasi 4acTb IMPOTOKOJIa COCTOUT M3 Pa3lieloB, COOTBETCTBYIOIIUX pPAacCMaTPUBACMbIM
BOIIPOCAM U UX HyMEpAaIIHH.

7.7. TekcT mpOTOKOJIa H3JIAaraeTcsi OT TPEThEero JIMIAa MHOXKeCTBeHHOro uwmcia ("cmymamu",
"BoicTynuin", "nocranoBuian", "pemminn").

7.8. TIpoTOKON MOAMKUCHIBAETCS JIUIIOM, MPEACEIATEIbCTBOBABIINM Ha 3aCeaHUU (COBELAHUM), U
ceKpeTapéM 3aceianus (COBELaHus).

7.9. Ilpu OTCYTCTBUHM ceKpeTapsl 3aceJaHusi, B TOM 4HCIE NpPU MPOBEACHUU OMNEPATUBHBIX
COBEIIIAaHMH, TOMYCKAETCA MOIMUCAHNE TPOTOKOJIA TOIBKO MPEACEAATEIbCTBYIOIINUM.

7.10. Tekcr mpoToKoOJia JOMKEH OBITh MOJTOTOBIIEH HE MO3JHEE TpeX IHEH CO JIHA 3acelaHusl.
[IpoeKkThl  COOTBETCTBYIOLIMX IYHKTOB TMPOTOKOJA BHU3UPYIOTCS  JIOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 MOATOTOBKY.

7.11. Jlata mpoTOKOJIa T0KHA COOTBETCTBOBATH JTHIO MPOBEJICHUS COBELIAHUS (3acCeIanmsl).

7.12. Komuu mpOTOKOJOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpTraHU3alMSIM M JOKHOCTHBIM
JUIIaM B COOTBETCTBUHU C YKa3aTeJIeM pPACCBUIKH, KOTOPBIM COCTAaBISET CEKpeTaph 3acedaHus
(coBerranms).

8. Iliian
8.1. [Iman — MOKyMEHT, yCTaHABJIMBAOIINI ITepeUeHh HAMEUYEHHBIX K BBIITOJTHEHUIO MEPOTIPUSTHIA,
UX MOCIIeI0BATEIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJTHUTEIIEH.
8.2. Tlman odopmisercs Ha Jymcre Oymarum ¢opmara A4 C UCHOIB30BAaHUEM  CJICIYIOIINX
PEKBU3UTOB:

e HAaWMEHOBAHWE IIKOJIbI,

e Tpud yTBEp)KICHUS JOKYMEHTA;

e J1aTa IOKYMEHTA;

e PErucTpalMOHHBIA HOMEp JOKYMEHTA,;

e HaWMEHOBAaHWE BHJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAWMEHOBAHUE JIOJHKHOCTH;

e TIOAIHCH.
8.3. PexBu3uT — "TeKcT JoKkyMeHTa" opopMmIIsieTcs B BUe TaOIHUIIbI ¢ rpadamu:

e HOMEp IYHKTA IJIaHA;

e HAaMMEHOBAHUE MEPOIPUATHS;

e CpOK HCITOJTHEHHS;

e HCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTuer

9.1. OTyer — AOKYMEHT, COJIEPKAIINI CBEIEHUSI O pe3yabTaTax AEATeIbHOCTH 3a ONpeaeTeHHBIN
MEepUO]T BPEMEHH, BBITTOJTHEHUH MEPOIIPUSITUH, TOPYUEHUM, 3aJaHN, TUTAHOB.

9.2. Otuersl, mpenocTaBiIsieMble B OpraHbl T'OCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpraHbI
rOCy/lapCTBEHHOM  CTaTUCTUKM) W  HMEIOIIME  YCTAHOBJEHHYIO  IIPAaBOBBIMH  aKTaMu



TOCYJapCTBEHHBIX OPTaHOB ()OPMY, CO3JAIOTCS 10 YCTAHOBJICHHOW T'OCYIapCTBEHHBIMH OpraHaMU
¢dopme 1 B OIpeeiEHHOM UMH MOPSAKE.
9.3. Oruérhl, MpenocTaBiIsieMble COTPYAHMKAMHU IIKOJIBI B XOJE€ BHYTPEHHETO B3aWMOJICHCTBHS,
CO3JIAIOTCSI 110 MPaBHJIaM, YCTAHOBJICHHBIM IS CO3/IaHUS CITYKEOHBIX 3aITUCOK.
9.4. Otuerpl odopMisitOTCS Ha Jmucre Oymaru (opmata A4 ¢ HCIONB30BAHHEM CIEAYHOIIMX
PEKBH3UTOB:

e HAaMMEHOBAHUE IIKOJIbI,

e J1aTa IOKYMEHTA;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTA;

e HAWMEHOBAaHUE BHJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPWJIOKEHUH (TIPU HAJTUYHUH ),

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOAIHUCH.
9.5. B Tekcre oTu€ra B 00s3aTEIBHOM MOPSIKE JODKHO COJEPKATHCSA YKa3 Ha AEATEIbHOCTD,
MEpOTIPUATHE, BBIJAHHOEC IOpYYCHHUE, 3aJaHue, IYHKT IUJIaHa, TOJUIC)KANIUH BBIMOJIHECHUIO, U
pe3yabTaT O BBINOJHEHHH, B TOM YHCIE C YKa3aHHEM Ha COOJIOJCHWE WM HapylleHHe
WCTIOJIHUTENIBCKOM  JTUCHMIUIMHBI, YCTAHOBJICHHBIX CPOKOB HCIIOJHCHHS W  HaJJIeKaliee
npenocraBieHue  wHGOpMamuu, HEOOXOAMMBIX  MaTepHalioB  (MIPOEKTOB  JIOKYMEHTOB)
COUCTIOJTHUTENISIMU (TIPH YY4ACTHH HECKOJIBKUX UCIIOIHUTEIICH ).

10. IIncbmo
10.1. [lucpma roToBSTCS KaK:

e OTBETHI O BBINOJHEHUH NOPYUEHUH BBILIECTOSIIIIUX OPIraHOB UCIIOJHUTEIBHOMN BIIACTH;

e OTBETHI HA 3aIPOCHI OPTAHU3AINH, TPEAPUATHIA U YACTHBIX JIUIL;

e MHMLUATHBHBIC MUCHMA.

10.2. Cpoku MOATOTOBKH OTBETHBIX ITHCEM:

e C KOHKPETHOM JaToi NCIOJIHEHUs, YKa3aHHO! B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHHM C pE3OJIIONUEH IUpEeKTOpa W €ro 3aMecTHTe]ed Ha OCHOBAaHUH
YCTAQHOBJICHHBIX CPOKOB HCIIOJHEHHUs TMOPYUYEHHH, 3alpOoCOB WIM IO PELICHHIO aBTOPa
PE30ITIONHUH.

10.3. TekcTbl OTBETHBIX MUCEM JOJDKHBI TOUHO COOTBETCTBOBATH 33aJaHMSIM, 3a()UKCHPOBAHHBIM B
pe3omtorun. CpOKH MOATOTOBKM MHUITMATHBHBIX TTHCEM OIPENEISIFOTCS CaMOCTOSTEIEHO aBTOPOM
MIPOEKTa MUChMa C YUETOM HEOOXOAUMOCTH PELIeHNUs KOHKPETHBIX 33/1a4 U (WJIK) B COOTBETCTBHH C
TpeOOBAHUSIMH 3aKOHO/IATENILCTBA, MOPYUYSCHUSIMUA HETIOCPEACTBEHHOTO PYKOBOIHTEIS.

10.4. TIucema meuataroTcs Ha OJaHKe MHUCbMa 0O0IIE00Pa30BaTENILHOW OpraHMU3aluU C YIIIOBBIM
pacIioyio’KEHNEM PEKBHU3UTOB.

10.5. JlomosHUTENPHO K peKBHU3UTAaM OJaHKa NHCbMa MNpU OGOPMIIEHHMH IHCEM B IIKOJIE
WCTIOJNB3YIOTCS CIEAYIONINE PEKBH3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH,

e BH3a;

e TIOAIHCH.

e OTMETKa 00 UCTIOJHHUTEIE.

10.6. IIpu odopmiieHun mruckMa Ha IBYX M OoJjiee CTpaHUIIAX BTOpas M TOCIEAYIONIAE CTPAHHIIBI
HYMEPYIOTCSI IOCEPEINHE BEPXHETO MO TUCTA apaOCKUMU LU paMu.

10.7. [Tucbma MOAMUCHIBAET AUPEKTOP WU paOOTHUKH, YIIOJTHOMOYCHHBIC TPUKA30M.

10.8. CnyxeOHbIe 3amUCKU



10.9. B mensix ocCymiecTBICHUS B3aUMOJCHCTBUS MEXIY COTPYAHHKAMH B paMKaX BHYTPEHHETO
JOKYMEHTO00OpOTa B MIKOJIE MPUMEHSIIOTCS CyKeOHbIe 3anmucku. Ciy:)keOHBbIC 3alTUCKH SBIISIOTCS
CTIPaBOYHO-MH(POPMAIMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3aIMCOK  SIBIISFOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHU3aIliy.
10.10. CuyxeOHas 3amucKa MOXKET COCTABISTHCS 110 YKa3aHUIO PYKOBOJICTBA WIIH 110 UHUIIMATUBE
KOHKPETHOT'O COTPYTHUKA.
10.11. ITpu opopmieHUH CirykeOHOM 3aTTUCKH 0(DOPMIISIFOTCS CSAYIOINUE PEKBUHTHI:

e ajpecar;

e JlaTa IOKYMEHTA;

e HAUMEHOBAHHE BUJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPWJIOKEHUH (TIPU HAJTUYHUH ),

e HAWMEHOBAHHE JOJHKHOCTH;

e TIOAIHUCH.
10.12. Ciy>xe0HBIC 3aIMCKU MOTYT CO3JaBaThCsl HA OyMaXKHOM HOCHUTENC W (WIIM) B AJIEKTPOHHOU

dbopwme.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTh BBIAETCA COTPYAHUKAM INKOJIBI W OQopMmIIIeTCs TO MpaBHIIaM,
YCTaHOBJICHHBIM HacTosimied MHcTpykumei ans muceMm, ¢ y4€ToM TpeOOBaHHMM Ipa)kAaHCKOTO
3akoHojarenbeTBa Poccniickoit denepanviu 1 HACTOSLLIETO pa3aena.

11.2. TIpoeKT [HOBEPEHHOCTH MOATOTABIUBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OYyJEeT BblJaHa, IIOCJIE 4Yero mnepenaércs B KaHLEISAPUIO JUIsl HalpaBleHUS Ha
MOJNKCaHUE.

11.3. JloBepeHHOCTh MOAMKMCHIBACTCS JTUPEKTOPOM FWIIM JIUIIOM, OCYIIECTBIISIFOIIAM €T0
MOJIHOMOYHS (MCTIONHSIIOMIMM OO0S3aHHOCTH), M CKpEIUIIeTCs IedyaTbhio 00Ieo0pa3oBaTenbHOM
OpraHu3aIyy.

12. JloroBopsl, corJianieHusi, KOHTPAKTbI

12.1. JloroBopsl, cornamieHus, KOHTPaKThI (J1ajnee - 10roBOpbl) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIO/I)KETHOTO U MHOTO 3aKOHOJAaTeNbCTBA Poccuiickoit
denepanyy, B 3aBUCUMOCTH OT PETYJIMPYEMBIX JOIOBOPOM IPABOOTHOWIEHUH M 0053aTeNbCTB
CTOPOH.

12.2. Tlpoekt 10roBopa IOATOTaBIMBAETCS OTBETCTBEHHBIM COTPYJHMKOM (KOHTPaKTHBIM
YIOPAaBISAOIUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAaueCTBEHHOro oOecnedyeHus
UCTIOJIHEHUS CBOMX MOJTHOMOYMH (00s13aHHOCTEH, (DYHKIIMIA), TOTHOMOYHUH IIIKOJIBI B LIEJIOM.

12.3. TIpoekt moroBOpa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIIPaBJISIOLIMM) COBMECTHO CO CIEILHATUCTOM, K QYHKIHUSAM (IIOJTHOMOUYHUSAM) KOTOPOTO OTHOCHTCS
pelIeHre BOMPOCOB, SBISIOUIUXCS MPEIMETOM JI0TOBOpA, WM MHBIM COTPYJHUKOM IO HPSIMOMY
yKa3aHHUIO TUPEKTOpa 0011e00pa3oBaTeIbHOW OpraHU3aIIH.

12.4. HeoOxoaumast [UTst TIOATOTOBKH MPOEKTA TIOTOBOPA HH(MOpMAIIHSI COOMpAETCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABIAIONIUM) B MOpsAIAKE pabouero B3aMMOAEUCTBUS C Y4ETOM MpaBuUII,
YCTaHOBJIEHHBIX HacTosIew MHCTpyKIne.

13. IpyHOMIBI OPraHU3AMH J0KYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIACISIOTCS CIEAYIONUE JIOKYMCHTONMOTOKH: ITOCTYIAIOIIast
JOKYMEHTalusl  (BXOJsIasi), OTHpaBisieMass  JOKyYMEHTauusi (MCXOZsIiasi), BHYTPEHHSA
JIOKYMEHTAIHSI.

13.1. B cocraBe Bxoasdmed W HCXOIAIMIEH JOKYMEHTAllMM MOTYT BBIACNATHCS JIOKYMEHTHI,
MOCTYNUBUIME M3 BBIMIECTOALINX, MOAPSIHBIX, MEAULIUHCKUX M JPYTUX OpraHU3alfii, OpraHoB
MECTHOTO CaMOYIPaBJICHHUsI, O0paIIeHUs TPaXKAaH.



13.3. OOpamenust TpaxiaaH pPETUCTPUPYIOTCS U GOPMHPYIOTCS B Jela OTACIbHO OT JAPYTHUX
JOKYMEHTOB 00111€00pa30BaTeIbHON OpTaHU3aI1H.

13.4. B mkone qoctaBKa M OTIPaBKa JJOKYMEHTOB OCYIIECTBIISICTCS CPEICTBAMH ITOYTOBOW CBSI3H,
ANEKTPOHHOU CBSI3M, a TaKXe IO CHCTEME JJIEKTPOHHOrO IOKymMeHTooOopoTa (mamee - CO/). C
MOMOIIIBI0 TIOYTOBOM CBSI3M B 0OOIICOOpA30BATEIbHYIO OPraHU3ALUIO JIOCTABISICTCS MMUChMEHHAS
KOppeCIIOHACHIIUA B BUJC ITPOCTHIX IMUCEM, 3aKA3HBIX MMUCCM, ITOYTOBBIX KAapTOYCK, 6aH):[ep0neﬁ u
MEJIKHX ITaKETOB, & TAK)KE TICYATHBIC U3IAaHHSL.

14. TlepBuyHasi 00padOTKa MOCTYNAIIIUX JOKYMEHTOB
14.1. JloxkyMmeHTBI, TOCTYIAWOIIME B IIKOJNYy, T[EpPEJaloTCs Ha PErucCTPalMi0 CEKpPETapro
o011eo0pa3oBaTelbHOM OpraHU3alluu U MPOXOAST MEPBUYHYIO 00pabOTKY B J€Hb MOCTYILICHUS,
IIpU NIOCTYIUICHWHU B Hepabouee BpeMsl - Ha cieyromuid pabounii aens. [Ipu nepBuuHoii 00paboTke
JIOKYMEHTOB IPOBEPSIETCS MPaBUIBHOCTh ajipecoBaHusa. OMMOOYHO MOCTYMHUBIIME JOKYMEHTHI
MEPECHUIAIOTCS MO MPUHAJIC)KHOCTH UM BO3BPAIIAIOTCS OTIPABUTEIIO.
14.2. loxymeHTsl, moctynusiue ¢ orMmetkamu "Cpouno", "Bpyunts Hemenienno", "OnepaTuBHo",
HE3aMeUTUTEIFHO MPOXOJIAT MEPBUYHYIO 00pabOTKY ¥ JIOKJIAABIBAIOTCS TUPEKTOPY WM B CIIydae
€ro OTCYTCTBHSI — 3aMECTUTENIO AUPEKTOPA MO HAMIPABIICHUIO JESTEIILHOCTH.
14.3. TlocTynuBIMe TeaerpaMMbl IPUHAMAIOTCS TIOJ] MIOAMKCH C MPOCTABICHUEM JaThl U BPEMEHU
IpreMa, PETUCTPUPYIOTCS 110 TEM XKE MpaBUiIaM, YTO U MUChMa.
14.4. DnexTpoHHbIE COOOILIEHUS, aAPECOBAHHbIE JUPEKTOPY WM HAIpPaBIEHHBIE B a/peC LIKOJbI,
pacreuaThIBalOTCS U JAOKIAIBIBAIOTCS JUPEKTOPY WM B CIydae €ro OTCYTCTBUS — 3aMECTUTEIIO
TUPEKTOpA.
14.5. DnekTpoHHBIE COOOIICHUS, 3aBEPEHHbIE JJEKTPOHHOW MOIIMHUCHIO, MOANEKAT 00paboTKe 1Mo
MIpaBWJIaM, TIPETyCMOTPEHHBIM ]IS TIOCTYIAOMIEH (BXO/SIIEH) TOKYMEHTALINH.
14.6. TloctynuBmias (Bxonsias) AOKYMEHTAIMsl paclpeiensieTcss Ha PErucTpUpyeMble U He
MTOJIICKAIIUE PETHCTPAIIUN JIOKYMEHTEI.
14.7. He moanexat perucTpaiuu:

e TIPHUIJIACHTEIBHBIC, IIO3IPABUTEIILHEIC TUCHMA U TEJIETPAMMBI;

e OWIETHI,

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

e JOKYMEHThl TIO OyXTraaTepCcKoMy Vy4eTy, MaTepualbHO-TEeXHHMYECKOMY OOEeCHeUeHHUIO,

TJTAHOBBIC W (DHHAHCOBBIC JOKYMEHTBI, TOCTYITAIOIIHE O€3 COMPOBOTUTEIIHEHOTO MHCHMA,

e pEKJIaMHbIE, KOMMEPUYECKHE MPEAT0KEHUs, B T.4. IOCTYMUBIIHE 110 JIEKTPOHHOHN MOYTE;

e TICYATHBIC U3/IAHUS;

e TIHCHMA C IOMETKOU «JIMYHOY.

15. Perucrpamusi, y4yer M PpaccMOTpPeHHE PYKOBOAMTEJIeM MNOCTYNAKMIMX (BXOISIIIHX)
JOKYMEHTOB
15.1. TloctynuBmue (BXOZSIIME) TOKYMEHTHI PETHUCTPUPYIOTCS TOJBKO IOCIHE U MEPBUYHON
00pabOTKHU M HE3aBHCHMO OT CTI0C00a MX TOCTaBKH.
15.2. Peructpanus — npocTaBiieHUE B HUYKHEM IPAaBOM YIIIy MEPBOTO JHUCTA TOKyMEHTa OTMETKH
O MOCTYIUICHHMH C YKa3aHUEM [JaTbl MOCTYIUICHUA W BXOAANICTO PErHCTPpAalMOHHOIO HOMEpaA
JOKYMEHTa C O0O0s3aTebHON 3alMChi0 B KYpPHaJl pPETUCTpallMM IOCTyHaromed (BXOAsIeil)
nokymeHTaruu. CTpyKTypa perucTpaliiOHHOTO HOMEpa, TOCTYIAIOMIETO (BXOISAIIET0) TOKYMEHTa,
COCTOMT M3 €ro TMOpSAIAKOBOrO HOMEpa U HMHIEKCa Jiela 10 HOMEHKJIAaType JAel
o011eo0pa3oBaTeIbHON OpraHU3aIiy.
15.3. Perucrpanus BceX MOCTYNUBLIMX (BXOMALIMX) JTOKYMEHTOB NPOHM3BOJIUTCS B Ipenenax
o01iero J0KyMEHTOINOTOKa. JIOKyMEHTbI, MOCTYNMBIIKE B IMIKOJIY IO KaHajdaMm (aKCUMUIbHOU
CBSI3U, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B O0IIIEM MOpPSAKE.

Tekct moctynuBmIeH TeneOHOrpaMMBI  3alUCBHIBAETCS B JKypHalle  PErHCTPalluu
Tesie()OHOTPaMM U TIeYaTaeTcs Ha JIMCTe OyMaru Ui nepeaayl Ha pacCMOTpPEHHE.



15.4. Tlocrynatomue (BXOIAIINE) TOKYMEHTHI TIEPEAAIOTCS Ha PACCMOTPEHHE PYKOBOJICTBY TOJBKO
MOCJIe UX PETUCTPALMH U PEIBAPUTEIHHOTO PACCMOTPEHHUSL.
15.5. JlokyMeHThI, MOCTynuBIIME B 0O0IIe00pa30BaTEelbHYI0 OpPraHW3alhio, 10 BOMpOcaM, HeE
TpeOYIOIIMM  PACCMOTPEHHUST JUPEKTOpA, HANPABISAIOTCS PAOOTHHKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOICTBO HIKOJIBI HEMTOCPEACTBEHHO UCTIOTHHUTEIIO 3a1poca.
15.6. /TupexTop B pe30IOLMU ONPENENSIeT JIML, OTBETCTBEHHBIX 32 UCIIOJIHEHUE TOKYMEHTA, U 1aeT
UM nopyueHue. PaOOTHUK OTBETCTBEHHBIN 3a AENONPOU3BOACTBO IIKOJbBI MEpeaeT JOKYMEHT Ha
UCTIOJTHEHHE.
15.7. TlonmMHHUK TOKYMEHTa C PE30JIIONHMEH PYKOBOIUTENS 0011e00pa30oBaTeIbHOW OpTraHU3aIluu
HaNPaBJISIETCS] HCIIOTHUTEITIO.
15.8. [lpm HanMuuu HECKOJbKUX HCHOJHUTENCH MOMJIUHHUK JOKyMEHTa IepefaeTcs TOMY
WCIIOJIHUTENI0, KOTOPHIA B COOTBETCTBHU C YKAa3aHUSAMHU [0 HCIOJIHEHUIO  SIBISICTCS
OTBETCTBEHHBIM, OCTAJIbHbIC UCIIOJIHUTENH MOJIy4atoT KOMHUIO TOKYMEHTA.
15.9. TMoanmMHHUK MOKYMEHTa, KOTOPBIA HCIIOITHICTCS HECKOJBKHUMH JIODKHOCTHBIMH JIHIIAMU,
MOJIy4aeT OTBETCTBEHHBIN UCTIONHUTENb. OCTaTbHBIM UCTIOTHUTEISM NIEPEIAlOTCs KOTTHH.
15.10. UsroroBneHWe KOMUH JOKYMEHTA I TEPelaydl COWCIIOIHHUTEISIM OCYIIECTBIISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.
15.11. Pe3omtonust COAEPIKUT:

e yKa3zaHWE MO WCIOJHEHHUIO, COJAEpXKallee KpaTkoe OMHCaHWe HEeOOXOIUMOro MAJis

HCIIOJIHCHHS ICHCTBUS,
e yKa3aHWE Ha CPOK, B TEUEHHE KOTOPOro JHOO 0 HCTEYEHHS KOTOPOro HeoOXO0IUMO
WCIIOJTHUTH TPEMCAHHOE JICHCTBUE;

e JIMYHYIO MOJMKICH aBTOPA PE3OJIIOLIHH;

e JIaTy IPOCTABJICHUS PE3OITIOIHU.
15.12. Vka3zanue Ha CpOK, B TE€YEHHE KOTOpPOro JuOO 1O HCTEUEHUS KOTOPOTO HEOOXOAUMO
WCIIOJTHUTE TPEANMCAHHOE JCHCTBHE, MOXKET HE BBIPAXaThCsl KOHKPETHOW IaTOW W COJIEpIKaTh
BBIPAKEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3ommonus mumieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Koria pe3orous aJpecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
WCIIOJTHEHUE JIOKYMEHTa B IIEJIOM SIBJIICTCS COTPYIHUK, yKa3aHHBIA IEPBBIM (BEPXHHM), JINOO
COTPYJIHUK, B OTHOIIEHUH KOTOPOTO CIeaHa TOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPABJIAeMbIMHU (MCXOASAIMMHI) JOKYMEHTAMHU

16.1. Jlo mpemocTaBiieHUsT TPOEKTa OTIPABIAEMOro (MCXOJAIIET0) JOKYMEHTa Ha TOJIHUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM IOPSAKE Ha MOANHUCAHUE JIHILY
OCHOBHOI HCIIOJIHUTENb MPOBEPSAET MPaBIWIBHOCTh O(OPMIIEHUS OTMPABISEMOro (UCXOASILEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosmel MHCTpyKIun.

16.2. TIpu MOATOTOBKE OTHPABISIEMOTO (MCXOMAAIIETO) JOKYMEHTa KaK OTBETa Ha IOCTYITHBIIUH
(BXomsAmMiA) JOKYMEHT HCHOJHMUTENb NPHUKIAIBIBAET K IOATOTOBIEHHOMY IMPOEKTY BXOISIIUIN
JIOKYMEHT.

16.3. IIpoeKThI OTIIpaBIsAEMBIX (UCXOISMIINX) JOKYMEHTOB C YUETOM COOIOIEHUS] YCTAaHOBICHHOTO
B PE30JIIOIMM CpPOKa MCIOJHEHHUs] TepefaroTcsl OTBETCTBEHHBIM HCIIOIHUTEIEM B OTHEIN
JIeTTOTIPOU3BOCTBA (KaHLIESIPHUS, CEKPEeTaph) MIKOJIBI ISl HAIIPABJICHUS Ha MOANUCaHHE.

16.4. TlomnmucaHHBIE OTHpaBISIEMble (MCXOJAIINE) JOKYMEHTBI, TEPENaloTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JI€JIONPOMU3BOJACTBO  IIKOJBI, KOTOPBIM  OCYHIECTBISET  IPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHUSI KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOro (HMCXOJSIIETO)
JOKYMEHTa CIHUCKY pAacChUIKM, a TaKkKe IPaBHIBHOCTE O(QOPMIICHHS JOKYMEHTa COIJIACHO
HACTOSIIEH NHCTPYKIIHH.

16.5. B cnyuyae HapylleHHs KOMIUIEKTHOCTH WM COOTBETCTBUS KOJMYECTBA, a TaKXKe
IPABUIBHOCTH O(QOPMIIEHUS JOKYMEHTa COIVIACHO HACTOSIIEH WHCTPYKLIMU OTIpaBiIseMble
(ucxonsmue) JTOKYMEHTHl  HE3aMEAJIHUTEIbHO  BO3BpAllalOTCS  paOOTHUKAMM  KaHIEJSPUU



OTBETCTBEHHOMY HCIIOJHHUTENI0O WJIM B CIy4yae OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HETNOCPEJCTBEHHOMY PYKOBOAUTEIIO ISl yCTPAHEHHs HAPYIICHUH.
16.6. JlokyMeHTHI mocji€ WX MOJAIMUCAHMS TUPEKTOPOM WM HHBIM YIOJIHOMOYEHHBIM JIMIIOM
NepeaarTcs B KaHIENSAPpUI0 0011e00pa30oBaTeIbHON OpraHu3alyy sl pETUCTPALlIH U OTIPABKH.
16.7. Peructpanus oTnpaBisieMbIX (MCXOISIIMX) JOKYMEHTOB OCYIIECTBIISETCS MOCIE MTPOBEICHUS
pabOTHHKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JICJIOMPOU3BOICTBO, TPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TaKke MPaBUILHOCTb OGOPMIICHHS OTIPABIIIEMOIO
(McXos1Iero) T0KYMEHTA.
16.8. Peructpamus co3iaBaeMbIX JOKYMEHTOB OCYLIECTBJISETCS B JI€Hb MOANMHUCAHUSA WU
YTBEPKICHHS 100 Ha CIEAYIOIUI pabounii JeHb.
16.9. CBeneHus 0 peruCTPUPYEMBIX OTIIPABIISAEMBIX (MCXOAIINX) TOKYMEHTAX BHOCATCS B KypHAJ
pErucTpaluy OTIpaBIsieMOl (MCXOAAIICH) TOKyMEHTAIUH.
16.10. PeructpanvioHHBIH HOMED U JjaTa OTIPABISIEMOT0 (MCXO/SIIET0) TOKYMEHTA MTPOCTABIISTFOTCS
Ha TIOJIMHHHUKE JIOKyMEHTa B PEKBH3WTaxX OJaHKa M Ha HK3EMIUIApPE, OCTAIOUMIEMCS B JIEle
o011eo0pa3oBaTeIbHON OpraHU3aIiH.
16.11. CtpykTypa perucTpanMoOHHOTO HOMepa OTHPABISAEMOTO (MCXOMASIIET0) JOKYMEHTa COCTOUT
U3 ero MopsAIKOBOTO HOMEpa U MHJEKCA Jiejia 10 HOMEHKIIAType J1eJ IIKOJIbI.
16.12. OrmpaBka JOKYMEHTOB MPOU3BOAUTCS IIEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHIEISPUN
IIKOJIbI, KOTOPBIE MPOU3BOJAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (mpocTas, 3aka3Has,
MEXAyHapoaHas U Ap.).
16.13. [TuckMa, TenerpaMmsbl, OTKPBITKU, OaHIEPOJIH U TIEYaTHBIC U3/IaHUS OTIIPABIISIOTCS TOYTOM.
dakcorpamMMsbl 1 Telle()OHOTPaAMMBI ITEPEJAOTCS 10 KaHaIaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIICHUS OTHPABIAIOTCS C OQPUIMAIBLHOTO MOYTOBOTO SJIEKTPOHHOTO
azpeca 001eo0pa3oBaTEIbHON OpraHNu3aIUH.
16.15. [Iucema, TeerpaMmsbl, OTKPBITKH, OaHIEPOJIH, (DaKCOTpaMMBI, AJIICKTPOHHBIE COOOIIEHHUS, HE
CBsI3aHHBIE C paboUeH NesTeTLHOCTHIO, K OTIIPaBKE HE TPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIpaBiIsieMble CPEACTBAMHU OYTOBOM CBSI3U MPOXOJIAT:

e  YIAKOBKY;

e aJpecoBaHMe (IIpU HANpaBJIEHUM JOKyMEHTa Oojee yeM B 4 ajapeca) — B COOTBETCTBHH C

yKa3aTeJleM PacChUIKH, Ha KaKIOM SK3EMIUISIPEe MUChMa YKa3bIBAETCs TOJIIBKO OJIMH ajpecar.

e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;

e TIepenadvy B IOYTOBOE OTACIICHHUE CBS3H.
16.17. Ilpu mMOArOTOBKE W OTHpPaBKE MHUCEM HEOOXOAWMO YUYWTHIBATh MpPaBUIIA, YCTAHOBJICHHBIE
MpuKa3oM MuHHCTEpCTBA CBA3M U MaccoBbIX KOMMYyHHKauil P® ot 31 utons 2014 r. N 234 "O0
yTBepxaeHun [IpaBun okazanus yciyr mouTOBOU CBS3H'".
16.18. JIokyMeHTHI, OTHpaBIIsIeMbIe CPEJICTBAMH ITOYTOBOM CBSI3U B OIHMH AJPEC, BKIABIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmme DOKYMEHTHI, TpeAHA3HAYCHHBIC IS OTIPABKU CpPEACTBAMH (PaKCHMHIBLHON
CBSI3U, OTIPABIISIIOTCA PAOOTHUKAMH KaHLEISIPUH 00111e00pa3oBaTeIbHON OpraHU3alHiH.

17. Pa3paGoTka U BeJleHHe HOMEHKJIATYPHI e

17.1. JlokyMeHTaIbHBIH (POH]I MIKOJIBI — COBOKYITHOCTH JIOKYMEHTOB, O0OPa3yIOIIUXCs B TIpoliecce
€ro JesATenbHOCTH. J[OKyMEHTanbHBIA (DOHI IIKOIBI COCTaBISIOT JOKYMEHTHI, CO3JIaHHBIC B
00meo0pa3oBaTeIbHOW OpraHu3allid M TIOJYYEHHBIE €10 B pe3yjibTaTe B3aMMOJACHUCTBHUS C
OpraHaMH TOCYAApCTBEHHOW BIIACTH, OpPraHaMU MECTHOTO CaMOYIIPABICHUS, IOPUAMYECKUMU W
(bU3MYECKUMU JIMIIAMHU.

17.2. Homenknatypa Aen sIBIsIeTCS OCHOBOW (hOpMHUPOBAaHUS JOKYMEHTAIBHOTO (POHJA IIKOJBI U
NpeJICTaBIsAeT CO0OM CHCTEMAaTU3MPOBAHHBIA TEPEYeHb 3arojOBKOB (HAMMEHOBaHWMN) €7,
3aBOJUMBIX B IIIKOJIe, C YKa3aHHEM CPOKOB HX XpaHEHHs, U O(OPMICHHBIH B COOTBETCTBUHU C
MPaBOBBIMU aKTaMH, PEKOMEHJAIMSMU M METOAMYECKHMMM YKa3aHHMsMH OpraHoB Poccuiickoi
denepanun, YHIOTHOMOYECHHBIX B c(epe TOCYJapCTBEHHOTO YIPABICHHS AapXUBHBIM JIE€JIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTO0OO0pOTA.



17.3. HomeHkaTypa Jies1 COCTaBIAETCS HA OCHOBE U3YyUYEHUs MOJIOKEHUH, MHCTPYKLUHI U IpaBuil, a
TaKXKe JPYruX JOKYMEHTOB, pErJaMEeHTHUPYIOIIUX JeATeNbHOCTh  00Ieo0pa3oBaTebHON
OpraHu3ali, a TakKXKe HOMEHKIATyp [ell 3a MpeIlIecTBYIOIMEe ToAbl M JIOKYMEHTOB,
00pa3yroImuXCs B ACATEILHOCTH 0011e00pa30BaTeIbHON OpraHU3aIiH.
17.4. HomeHnknatypa Jesl MCIIOJB3YyeTCs JUIsl TPYNIUPOBKU HCIOJHEHHBIX JOKYMEHTOB B JIela,
CUCTEMATH3allMM U y4eTa JIeJl, ONPEEIICHUSI CPOKOB UX XPAHEHUS U IIOUCKA JIOKYMEHTOB, ABIISETCS
OCHOBOM ISl COCTABJIEHUS ONHUCEH J1eJ1 NOCTOSHHOIO U BpeMeHHOro (cBbime 10 ser) xpaneHus, a
TaKXKe JJIs yueTa Jiel BpeMeHHOro (10 10 jeT BKIIOUUTEIbHO) XPaHEHHUS.
17.5. HomeHnknatypa iea BBOOUTCS B ACHCTBUE IPUKA30M IO LIKOJIE.
17.6. HoMeHksaTypa JieJ TOTOBUTCS B TPEX IK3EMILISAPAX:

e IS IOMELIEHHs B HOMEHKJIATYpHOE J1€JI0 ¥ MIOCTOSTHHOT'O XPAHEHUS;

e JIJIsl UCTIONIB30BaHUA B Pa0OTE OT/AEIOM JICTONPOU3BOJICTBA (KaHIEIAPHEH);

e ISl XPAHEHUs B apXUBE LLIKOJIBI.
17.7. VI3 HOMEHKJAaTypbl J€d ILIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHHUE JIEJIONPOU3BOJICTBA
Oo(OpMIISIOTCS. BBIMMCKHM Ui KaXJOTO W3 IOJPA3/EIeHUH M OTIEeNIOB 001eo0pa3oBaTeIbHON
OpraHu3alMHu.

18. ®opMupoBaHue es U UX Tekyuiee xpanenue. [1oAroroBka 10KyMeHTOB U /ieJl K Nepeaye
HA apXMBHOE XpaHeHHe

18.1. ®opmupoBaHue Jesl — TPYIIAPOBKA UCIOJHEHHBIX JOKYMEHTOB B JIeJIa B COOTBETCTBUU C
HOMEHKJIATYPOi Jie)1 0011e00pa3oBaTeIbHOW OpraHU3aluy U CUCTEMAaTH3aIHsl JJOKYMEHTOB BHYTPHU
nena.

18.2. Jlena co AHS WX 3aBEICHHS JIO NIEPEAayl B apXUB IIKOJIbI HJIM HA YHUYTOXKECHUE XPAHSITCS 110
MeCTy X ()OPMHPOBAHUSI.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHHCTPATUBHO-XO3SIMCTBEHHOW, Y4eOHO-BOCIUTATEIBHOMN
JEeSATEIILHOCTH IIKOJIBI, TPYIITUPYIOTCS OTACIBHO OT MPUKA30B 10 JIMYHOMY COCTaBY PaOOTHUKOB U
110 JINYHOMY COCTaBY 0OyUaroImuxcs (y4ariuxcs/BOCITUTAHHUKOB).

18.4. Tlepenucka Tpynmupyercs 3a IMEpHOJ KaJICHIAPHOTO TOoJa H CHUCTEMATH3UPYETCS B
XPOHOJIOTUYECKON MOCIIET0BATEIBHOCTH.

18.5. TIpoBepka HATMYHS ¥ COCTOSIHUAS TOKYMEHTOB U JIeJ IIPOBOJIUTCS TIPU TIEPEMEIIICHUH JIeT1, PU
BO3BpAaTe JieJl, IPU PEOPraHU3aIH WU JIMKBUIALNN 00111e00pa30BaTeIbHOM OpraHu3aIiy.

18.6. B apxuB o00meoOpa3oBaTeIbHON oOpraHU3auu (Jajee - apXWB) MEpeHaaroTCs Jela
MIOCTOSIHHOTO, BpeMEHHOT0 (cBbitie 10 J1eT) CPOKOB XpaHEHHUS U 10 JTUYHOMY COCTaBy 4yepe3 3 rojaa
MocJie To/ia, B KOTOPOM IOKYMEHTHI OBLITH IIOMEIIEHBI B JIEJI0 Ha XpaHEHHUE.

18.7. Ilepenada JOKYMEHTOB B apXHB MPOU3BOAUTCS MO YTBEPKICHHBIM OMUCSM JIE.

18.8. TloaroroBka JOKYMEHTOB W JEJI K Iepeaade Ha apXWBHOE XPaHEHHWE W HA YHUUYTOKCHHUE
mpelycMaTpuBaeT:

e DKCIEPTH3Y IEHHOCTH JOKYMEHTOB;

e COCTaBIICHHE OMUCEH JIeN MO pe3yIbTaTaM IKCIEPTU3BI UX IEHHOCTH;

e odopmiieHHE NIeT;

e COCTaBIICHHE aKTOB HA YHHUYTOKEHUE JTOKYMEHTOB U JIeN C UCTEKIIUMHU CPOKaMHU XpaHEHUSI.
18.9. DkcmepTH3a MEHHOCTH JOKYMEHTOB ITOCTOSSHHOTO M BPEMEHHOTO XPaHEHUSI OCYIICCTBIISACTCS
©KEroJHO JHUIIOM (JIMIIaMH), Ha3HAYCHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHHUE.

18.10. B neno momeriaercs He 6omnee 250 nucToB (TONIIMHA AeNia IPU STOM COCTaBIseT He Ooee 4
cMm). [lpu GombIIOM KONMHYECTBE JOKYMEHTOB (popMUpYIOTCS ToMa (W4acTH) Aena. BHyTpu nema
JOKYMEHTBI PACIIONaraloTCs B XPOHOJOTHMYECKOM IOpSIKE B COOTBETCTBUU C OMHCHhIO. B nema
MTOMEIIAIOTCS TOJIBKO UCTIOTHEHHBIE, MPAaBUIIBHO OOPMIICHHBIC IOKYMEHTEI.

18.11. JIokyMeHTBl BHYTpU JieJa PacIoJIararoTCsl CBEPXY BHU3 B XPOHOJIOTHYECKOM, BOMPOCHO-
JIOTHYECKOW  TOCIIEAOBATEIFHOCTH WJIM WX COYETAaHWU. PacmopsauTenbHble JOKYMEHTBI
TPYIIHUPYIOTCS B JIeTia MO BUJAM M XPOHOJIOTHUHU C OTHOCSIIIIUMUCS K HUM TPUIIOKEHUSIMHU.

18.12. JInuHbple KapTOUKH paOOTHUKOB (DOPMUPYIOTCS B ACINIO 10 alndaBUTy (HaMIIIHid.



18.13. Odopmienue naena mnpemycMaTpuBaeT: o(GopMIeHHE PEKBU3WTOB OOJOXKKH Jefia To
YCTAaHOBJICHHOH (hopMe; Hymepaluio JHCTOB B Jefieé KapaHJAlIoM B BEPXHEM IPaBOM YIIIY;
COCTaBJIEHHE BHYTPEHHEH OMMCH JIOKYMEHTOB JieNa, MOAUBKY U neperuier aena. Jiucr donpuioro
¢dopmara, MOAMMTHIA 3a OAWH Kpail, HyMepyeTcs Kak OIMH JIUCT B IPAaBOM BEPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepallel JJUCTOB, B TOM YUCIIE NTeYaTHbIE U3/1aHusl, HyMEpYIOTCs B
00IIeM MOPSIJIKE.

18.14. JIucTsl e, COCTOSIUX U3 HECKOJIIBKMX TOMOB MJIM YacTel, HyMEpYyIOTCs 110 KaX/10My TOMY
WA 9aCTH OTAEIBHO.

18.15. Ilocne 3aBeplieHMs HyMepalUH JIMCTOB COCTaBISETCSA 3aBepUTENbHAs HAAIUCh, KOTOpas
pacrioyiaraercsi B KOHIIE JieJia. 3aBepUTeNIbHAs HAAMUCh COCTABIISIETCS B JIeJI€ HA OT/AEIHHOM JIHCTe-
3aBepuTere Jena.

18.16. B 3aBepuTenbHOW HaAMUCH IU(PpPaMU U TPOMHUCHIO YKAa3bIBACTCS KOJIUYECTBO JIMCTOB B
JAHHOM JieJie. 3aBepUTeNIbHAs HAJIIUCh IOANMUCHIBACTCA €€ COCTABUTENEM C YKa3aHUEM
pacmuppoBKM TOIINKCH, JOJDKHOCTH H JaThl cocTaBieHUs. KoawmuecTBo mnHCTOB B Jene
IIPOCTABIISIETCA Ha 00JIOXKKE JIea B COOTBETCTBUM C UTOIOBOM HA/AMUCHIO.

18.17. PexBm3uT "CpoK XpaHeHHs Jena’ MepeHOCUTCS Ha OOJIOKKY Jelia M3 COOTBETCTBYIOIIEH
HOMEHKJIATYphl JI€J HOCJE CBEPKH €ro CO CPOKOM XpAaHEHMs, YKa3aHHbIM B II€peYHE TUIOBBIX
JOKYMEHTOB WJIH B MEpPEYHE JOKYMEHTOB, 00pa3yIOLINXCsl B ACSITEIBHOCTH (eIepaibHOrO OpraHa,
C YKa3aHUEM CPOKOB XPaHEHHUS.

18.18. Ha nenax MoCTOSSHHOTO XpaHCHHsI MAMIETCS: " XPaHUTh TOCTOSTHHO" .

18.19. Ilpuem pen MpPOU3BOAUTCS COTPYAHHKOM, YIOJTHOMOYEHHBIM Ha BEICHUE JEATEIbHOCTH
apX#Ba, C TMPOCTABJICHUEM B JIBYX K3EMIUISIPAX OMUCH JeJl OTMETOK O HAIMYMH KaXJO0Tro Jena (Ha
KaX/I0M 3K3eMIUIIpPE OMMCH YKa3bIBAETCsl KOJUYECTBO (PAKTUUYECKHM NMPHUHSATHIX Jell, JaTa Mpuema-
nepeaayu JIel, a TakXKe MOANMCH apXUBUCTA U COTPYIHUKA, TIEPEIaBIIETO Aea.

19. 3aka0unTEeIbLHbIE MOJI0KEHHUS

19.1. Hacrosimas UHCTpyKIKS MO JEIONPOU3BOJICTBY SBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
001eo0pa3oBaTeibHOW OpraHu3aluy, npuHuMaercss Ha OOmeM coOpaHun pabOTHUKOB |
yTBepxkaaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M JAUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIiH.

19.2. Bce u3MeHeHUS M JIOTIOJHEHUS, BHOCHMBIE B HACTOSIIYI0 MHCTpyKIWiO, 0QOpPMIISIOTCS B
MUCBMEHHOM (hopMe B COOTBETCTBUU JCUCTBYIOIINM 3aKOHOIaTeNbcTBOM Poccuiickoit denepanuu.
19.3. UHCcTpyKIHS TO JIETONPOM3BOJICTBY B INKOJE MPUHUMACTCS Ha HEOMPEACIICHHBIA CPOK.
W3menenus u nomnonHeHus K WHCTPYKIIMU MPUHUMAIOTCSA B MOPSAKE, IpeaycMOTpeHHOM 11.19.1.
Hacrosuien MuacTpykuum.

19.4. Tlocne mpunstus MHCTpyKIUM (MM W3MEHEHUW U JIOTMIOTHEHUN OTAETbHBIX MYHKTOB H
pazziesIoB) B HOBOM peaKIMK MPEIbIIYIast peJaKIis aBTOMAaTHYECKN YTPAuynuBaeT CUITY.



Tpunooscenue Ne 1

IIpaBuia
0(pOpMJICHUS] PEKBU3UTOB IOKYMEHTOB

1. Jnd DOArOTOBKM JOKYMEHTOB IIPUMEHSETCS TEKCTOBBIM pedakTop, oOecreunBaromui
TpeboBaHuUs rpapuuecKoro BOCIIPOU3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Bunbel u pa3mepsl ucnois3yeMbix mpudroB: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIMKEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TabiMuax, JUis OOecHedeHUs Jydlled 4YUTaeMOCTH JaHHbIX,
J0IyCKaeTcs MpuMeHeHue mpugTos Buaa Arial, pasmepos 12,13.

4. Jlnana3oH UCHOJIb3YEMBIX MEXAYCTPOUHBIX HHTEPBAJIOB: OT OJMHAPHOIO J10 MOJYyTOPHOTO.

5. AO3anHbIif OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJIOBKM pa3JiesIoB U MOPA3/IeI0B MeYaTatoTCs ¢ a03alHBIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 110
[IUPUHE TEKCTA.

7. MHOrocTpouHble PEKBHM3HUTBHI ME€YATAIOTCS 4Yepe3 OAMH MEXKCTPOUHBIM HWHTEpBall, COCTaBHbIE
9aCTH PEKBU3UTOB OTACIAIOTCS JONOTHUTEIBHBIM HHTEPBAIOM.

8. Ecim 1OKyMEHT IOTOBUTCS Ui M3JIaHUsS C YMEHbIIEHHUEM MacliTaba, TeKCT MedaTaeTcsl uyepes
7IBa MHTEpBaa.

9. UuTtepBan mexay OykBaMH B CJI0Bax - 0ObIYHBIN. MIHTEpBas MeX 1y clloBaMU - OAMH IPOOe.

10. TekcT nOKyMEHTa BBIPABHUBAETCS 110 IIMPUHE JIMCTA (110 TpaHUIaM JIEBOTO M MPaBOro MoJei
JIOKYMEHTA).

11. InuHa camMoil ATMHHOM CTPOKHM PEKBU3UTA IPHU YIIIOBOM PACIOJIOKEHUN PEKBU3UTOB HE Ooiee
7,5 cMm.

12. JlnuHa camMoil JUIMHHOW CTPOKM PEKBHU3HTA IMPH MPOJOIEHOM PACIOI0KEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Koa opMbI TOKYMEHTA

Kox ¢opmbl mokymMeHTa TpoCcTaBisieTcsl Ha YHU(QHUIIMPOBAHHBIX (hopMax TOKYMEHTOB, B OCHOBHOM
UCMOJb3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpoTe MIKoJbl. Pacmomaraercss koa ¢GopMmbl B MPaBOM
BEpXHEM Yy paboyero mois JOKYMEHTa, COCTOUT U3 ciioB "®opma mno" (HauMeHOBaHUE
Kkiaccuukaropa) u iudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HaumMeHOBaHUE IITKOJIBI

HaumeHoBaHue MIKOJBI JOMKHO COOTBETCTBOBATh HAWMEHOBAHWMIO IOPUAMYECKOTO JIMIIA,
3aKpPEIUICHHOMY B  €ro  y4YpeIuTeNbHBIX JOKyMeHTax (YcrtaBe o0mieoOpa3oBaTeabHOM
opranuzanui). [lon HamMeHOBaHHUEM IIKOJIBI B CKOOKaX yKa3bIBaeTCs COKpaIlleHHOE HAMMEHOBAaHUE
o011eo0pa3oBaTeabHON OpraHU3aIiy.

Hag HanMeHOBaHMEM IIKOJIBI - YKa3bIBAETCS TIOJTHOC HAUMEHOBAHHE BHIIIECTOSIIIEH OpraHU3aIlHH.

15. CrpaBoyHbIe JaHHBIE O IITKOJIE

CnpaBouHbI€ aHHBIE O IIKOJIE BKJIIOYAIOT B ceOs: MOUYTOBBIM ajapec, Homepa TenedoHa, dakca,
azipec MEKTpOHHOM mouThl, Koj mmkoiasl mo OKIIO (mpocraBnsercs mo OOmepoccuiickomy
KJIacCU(PUKATOPY MPEANPHUATHI U OpraHU3aIfii), OCHOBHON TOCYAapCTBEHHBIN PETUCTPAIlMOHHBIN
Homep (OI'PH), naentudukanmoHHblii HOMEP HATOTOIIATENBIINKA/KO MPUIHHBI TTIOCTAHOBKU Ha
Hanorosbiit yuetr (MHH/KIIIT).

16. HauMmeHoBaHMe BHAA JOKYMEHTA

PexBu3uT ucnonb3yercs Ui yKasaHUS BUJa JOKYMEHTa M paclojiaraercsi MoJl PEKBU3UTOM
«HaMEHOBaHHWE O00IIe00pa3oBaTeNbHONW OpraHu3anuu». HanMeHoBaHWE BHUAA [OKyMEHTa HE
YKa3bIBAa€TCs B MUCbMaXx.




17. JaTta noxymeHTa

JlaToii nokyMeHTa SBJSIETCS Jara ero moamnucanus (ImpuKa3, MUChMO, 3alUCKa, akT U Ap.),
YTBEpXKIEHHS (MHCTPYKIIMS, IOJIOKEHHE, MPaBUiIa, PErIaMEHT, IUIaH, OTYET W JIp.), COOBITHS,
3a(hUKCUPOBAHHOTO B IOKyMEHTE (IIPOTOKOJI).

Jlata TOKyMEHTa MPOCTABISAETCS JOKHOCTHBIM JIMIIOM, TOANUCHIBAIONINM WIH yTBEPKIAOIIUM
JOKYMEHT, WJIM TIPH PETHCTPAIMH JOKYMEHTA, WJIH HEMOCPEICTBEHHO COCTABHTEIEM TIpU
MOJITOTOBKE JIOKYMEHTA (CiTy)KeOHasl 3aIicKa, 3asBJICHUE H JIP.).

JIOKYMEHTBI, U3/IJaBaeMbI€ COBMECTHO C JAPYTUMU OPTaHU3AMMSIMH JTOJKHBI UMETh OJHY (SIUHYIO)
nary.

Jary noxymeHTa 0hopMISIOT apaOCKUMH ITUbpamMu B MOCIEIOBATSILHOCTH:

e JIeHb Mecslla, Mecsll, roia. JleHp Mecsna U Mecsil OQOPMIISIOT JABYMs IapamH apaOCKuX
uudp, pa3aeNCHHBIMH TOYKOW; TOJ - YeThIphbMS apaOCKuMu IudpaMu, HapuMep:
01.12.2017. byksa "r" mocie uudp HEe CTaBUTCS.

e TIPH CIIOBECHO-IU(POBOM cIOcOOe OPOPMIICHHUS NaThl JICHb MECSIa YKa3bIBACTCS IApOM
apabckux nmudp, roj1 YeThIpbMs apadCKuMu nudpamu, Hanpumep: 12 nexadps 2017 r.

18. PerucrpaninoHHbli HOMEp AOKYMEHTA

PerucrpanmonHslii HOMEP JOKYMEHTA IIPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMN pPEruMCTpaluy,
IIPUHATOH B IIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBAETCS TIOKYMEHTY IIOCJIE €ro MOoANKUCaHus (YTBEPKIEHU).
Ccbulka Ha perucTpalOHHBIA HOMEP U 1aTy JOKYMEHTa

Ccbulka Ha UCXOJSALINM HOMEp U JaTy JOKYMEHTa aJpecaHTa BKJIIOYAeT B ce0sl perucTpalioOHHbIN
HOMEDp U JaTy JOKYMEHTa, Ha KOTOPbIi JOKEH OBbITh JaH OTBET.

19. Mecto coctaBiienus (M3JaHus) JOKYMEHTa
MecTo cocTaBiieHUs WM U3JaHUsI TIOKYMEHTa - "Topo ..." - yKa3bpIBaeTcs Ha OJaHKaX MPOTOKOJIOB
U aKTOB, COCTaBIsIEMbIX B 00111€00pa30BaTeNbHON OpraHu3aluu.

20. Anpecar

B pexBusute "Anpecat" ncnosb3yrorcs opUIMalbHbIE HAUMEHOBAHUS OPraHOB IOCYIapCTBEHHOU
U WCIIOJIHUTENBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIPaBJIEHHA, opraHuzauuil. Jlomyckaercs
HCIO0JIb30BaTh O(UIIMATBHO MPUHATHIE COKPAIICHHbIE HAMMEHOBAHMSI OPraHOB T'OCYJapCTBEHHOHN U
VCIIOJIHUTEJILHOM BJIACTH, OPraHOB MECTHOT'O CAMOYTIPABIIEHUS, OPraHU3aLluH.

[Ipn agpecoBaHMM JOKYMEHTa IOJKHOCTHOMY M YacTHOMY JIMIY WHHULMAJIBl CTaBSTCS IOCTE
bamunnm.

IIpumep - Pykoeooumenio OO0 «Cmpoumenvy
Damunus U.0.

PexBusut "anpecar" mpocTaBisieTcs B BEpXHEH NMpaBOd 4acTu JOKyMeHTa (Ha OJaHKe ¢ yriOBbIM
pacroyio)keHUeM PpPEeKBU3MTOB) WM CIpaBa TOJ pPEKBU3UTaMHU OjaHka (MpH MPOJOJIEHOM
pacrnosoKeHuu pekBU3nuToB OnaHka). CTpOKM pekBu3UTa "agpecar” BBIPABHUBAIOTCS MO JIEBOMY
Kparo WIHA HEHTPYIOTCS OTHOCUTEIIBHO CaMOU JUIMHHOM CTPOKH.

IIpu appecoBaHuM JOKyMeHTa Oe€3 yKa3aHUs [OJDKHOCTHOTO JIMIIA HAaMMEHOBAHUS aJpecaToB
MULIYTCS B UMEHUTEILHOM I1a/IEKe, HAlpUMeED:

Opeanvl cmamucmuxu 2opooa Mockewl

IIpu agpecoBaHUM JOKyMEHTa PYKOBOJIUTENIO OpraHU3allid HAUMEHOBaHHUE JOJHKHOCTHU
YKa3bIBaeTCs B AaTEIbLHOM MajieKe, HalpuMep:

T'enepanvromy oupexmopy OOO «H30anuey

Damunus U.0.



IlouroBelli aznpec He YKa3bplBaeTCd B JOKYMEHTax, HANPABIIEMBIX B BBICHIME OPIaHbI
rOCYJapCTBEHHOH BIAacTH, (eliepaibHble OpraHbl HCIIOIHUTEIBHONW BIACTH U UX TEPPUTOPHATIBLHBIC
OpraHbl, OPraHbl FOCYAapCTBEHHOW U UCIIOJIHUTEIBLHON BIIACTH, ITOCTOSI HHBIM KOPPECIIOHICHTaM.
IIpu agpecoBaHuyM nucbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HAUMEHOBAHME, 3aT€M IIOYTOBBIN ajapec,
HaIpumep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccuiickuii  HayuHO-uccie008amenbCkutl  UHCMUMYm
OOKYMEHMOBEOeHUs U APXUBHO20 0eld
IIpoghcorosnas yn., 0.82, Mocksa, 117393

[Ipn angpecoBaHMM [OKyMEHTa (PU3MYECKOMY JIMIy VYKa3bIBAlOT (AaMUIUI0O U HMHULKAIBI
MoJTyvaTelis, 3aTeM MOYTOBBIN ajipec, Hanpumep:

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

PexBusutr "Anpecar" He IOIDKEH cojiepxaTh Oosiee deTbipex aapecaroB. Crmoo "Komus" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramMu He ykasbiBaercs. [Ipm uumcne aapecatoB Ooiee 4-x
COCTABIISICTCSI CITUCOK PACCHUIKU JTIOKYMEHTA.

Ecnu noxkyMeHT oOTHpaBisieTcsi B HECKOJIBKO OJHOPOAHBIX OpraHU3alWid WM B HECKOJIBKO
CTPYKTYPHBIX TIOJIpa3clICHUI OpraHa UCTIOJHUTEILHOM BIIACTH, TO OHU YKAa3bIBAIOTCS 0000IICHHO.
ITpumep:

Pykoeooumenam yupexcoenuii CI10

20. I'pud yrBepKaeHUS JOKYMEHTA

I'pud yTBepkIEeHUS TPOCTABISETCS B MPaBOM BEpxXHEM Yy HokyMeHTa. CTpOKHM pEKBU3HUTA
BBIPABHUBAIOTCS I10 JIEBOMY Kpar WM LEHTPUPYIOTCS OTHOCUTEIIBHO CaMOW JUIMHHOM CTPOKHU.
JIOKyMEHT  yTBEp>KIAeTCs  JOJDKHOCTHBIM  JUIOM  (JIOJDKHOCTHBIMH — JIMIIAMH)  WIH
paciopsSAUTENbHBIM JOKYMEHTOM (IIOCTAaHOBJICHHUEM, PEIICHUEM, TPUKA30M, PACTIOPSIKEHHEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOHKHOCTHBIM JIMIIOM TpHU( YTBEPXKICHHS JOJKEH COCTOSTH U3
cnioBa YTBEPXJIAIO (06e3 kaBblueKk), HAaMMEHOBaHUS JOHDKHOCTH IIMIA, YTBEPKIAIOLIETO
JIOKYMEHT, €T0 TMOJIUCH, HHUIIUATIOB, ()aMUJIUU U 1aThl YTBEPKICHUSI.

ITpumep:

VTBEPXJIAIO
Lupexmop MBOY [llkona Ne 1238
U.0. Damunus

21. Jlata

[Ipu yTBEpkI€HNN TOKYMEHTA HECKOJIBKIUMH JODKHOCTHBIMU JIMIIAMU UX TTOJITMCH PACcIoiaraloTCs
Ha OJIHOM YpOBHE.

[Ipu yTBEepKACHUHN TOKYMEHTA PACHOPSAUTEIBHBIM TOKYMEHTOM T'pHUd YTBEPKIACHHUS COCTOHUT U3
cnoB YTBEPX/IEH (YTBEPXJEHO, YTBEPXJEHbBI, YTBEPXJIEHA), coriacoBaHHOro ¢
HaUMEHOBAaHMEM BHJA YTBEP)KIAeMOro JOKYMEHTa, HAWMEHOBaHUS BHJA JIOKYMEHTa B
TBOPUTEIBHOM MaJIEkKE, €r0 AaThl, HOMEPA.

IIpumep:

YTBEPK/IEHO
npuxaszom MBOY Ilxona Ne 1238



om 01.03.2020 Ne 57
22. 3arosioBOK K TEKCTY
3arojJoBOK K TEKCTy - KpaTKoe COJIep)KaHWEe JOKYMEHTAa. 3arojioBOK K TEKCTy IpUKa3a
dopmynupyercs ¢ npeiorom "O" ("O6") u oTBevaeT Ha Borpoc "o uem?"):

e mpwuka3s (0 ueM?) 0 CO37aHUU KOMUCCHH;

e 1puka3s (o0 yem?) 00 yTBEpKIAECHNUHU IITATHOTO PACIIMCAHMS;

e MHUCHMO (0 YeM?) O MPEIOCTABICHUN HH(POPMAITHH.
3aroJ0BOK K TEKCTY 0(OpMIISETCS MO/ PEKBU3UTAMU OJIaHKa CJIeBa, OT TPAHMILIBI JICBOTO TIOJIS.
HanmeHnoBanue (3aroyioBok) OO aHHOTAIMsI JOKYMEHTa COCTAaBJIICTCS aBTOPOM IPOEKTa
JOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIISITBCS, €CITM 00bEM JIOKYMEHTA HE MPEBBIIIACT 4-5 CTPOK.

23. TekcT JoKyMEHTa
JIoKyMeHTBI 00111e00pa30BaTEIbHON OpraHU3allii COCTABIISIOTCS HAa TOCYIApCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycckoMm.
TekcT MOKyMEHTa MOKET COICpXKaTh pa3elbl, MOAPA3NEbl, ITYHKThI, TIOIIMTYHKTI, HyMEpPYyeMbIC
apabckumu rudpamu.
B mpukasax TeKCT TOKyMEHTa U3JIaratoT OT IEPBOTO JIUIA ¢ANHCTBEHHOTO YUCIIA («ITPHUKA3BIBAIO)
B nokyMeHTax KoOJUIeTHATbHBIX M COBEHIATEIBHBIX OpPraHax OT TPEThEero JHUlla €IUHCTBEHHOIO
grcna: («coOpaHue... PeHIuiio)
TexkcT mnpoTOKONa W3MAraercs OT TPEThEro JMIa MHOXXECTBEHHOTO 4Hcha («CIylianuy,
«BBICTYIHAIINY, «ITOCTAHOBHIINY, «PEIIHIIN),
B COBMECTHBIX [OKYMEHTax TEKCT H3JIaraloT OT MEpPBOTO JIMIAa MHOXECTBEHHOI'O YHCIA:
(«IIpHUKa3bIBAEM», KPEIINUIINY).
B nenoBbIX (CayKeOHBIX) NUChbMAaX UCIIOJL3YIOTCS (DOPMBI U3JI0KEHUS

e OT TIEPBOrO JIMIa MHOXECTBEHHOT'O YHCIA (IIPOCHM HAIPABHUTH», IPEICTaBIsIEM Ha

PacCMOTpPEHHEY);

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

e OT TMEpPBOTO JIMIA EIUHCTBEHHOTO uYHcia («CUUTA0 HEOOXOAHUMBIMY», «IIpeiJiararo
PaccMOTPETHY).

[Ipu ynorpebnaenuu B Tekcte haMuIuil IMI HTHULIMAIIBI YKA3bIBAIOTCS MOCe (aMIIINU.
B nenoBbIX (caykeOHBIX) MUChbMaX MOT'YT HCHOJIb30BATHCS:
e BCTYNUTEIbHOE OOpallleHuE:
Veaoicaemwiii cocnooun Hearnos!
Yeaowcaemas cocnooca Ilemposa!
Yeaoicaemwviti Huxonati Ilempoeuu!
Yeaorcaeman Onvea Huxonaesna!
Veaowcaemvie cocnooa!

B oOpamiennn 1o AODKHOCTH HaWMEHOBAHHME TOJDKHOCTH THIIETCS C MPOMHCHONW OYKBBI, B
oOparieHuu 1o paMuINN HHUITHATBI JTUIA HE YKa3bIBAIOTCS.

e 3aKIIIOUMTENbHAS dSTUKETHAs ¢pasa:
C yeaowcenuenm, ...

CrpaHu1bl TOKYMEHTa HyMEpYIOTCs, HaulHas CO BTOPOrO JIMCTA JOKYMEHTa apabckumu nudpamu
IIOCEPEAMHE BEPXHETO MOJIA.

TekcT nOKyMeHTa OTHENSETCS OT 3aroJIOBKa JABYMS WIIM TPEMs MEXIYCTPOYHBIMH WMHTEpBajIaMu
HCIIOJIb3YEMBIMU B TEKCTE.



24, OTMETKA 0 IPUJIOKEHUN

OTMeTKa O MPHUIOKEHUM HCIIONB3YeTCs MpH O(GOPMIICHUM MHUCEM U TMPHIOKCHHHA K IUIaHaM,
MporpaMMamM, OTYETaM, MOJIOKCHUSIM, IIPABHIIaM, HHCTPYKIIMSAM B IPYTHM

JIOKYMEHTaM.

B nucbMax oTMeTKa O MPHIIOKEHUH 0(GOPMIISETCS TI0J] TSKCTOM IMMChbMa Ha paccTossHuM 1,25 cM ot
FpaHI/ILIBI JICBOT'O ITOJIA. ECJII/I HpI/IJ'IO)KeHI/Ie Ha3BaHO B TCKCTC IIMCbMA, B OTMCTKC O HpI/IJ'IO)KeHI/II/I
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISAPOB MPHIIOKECHHUS, HalIpUMeEp:

Ilpunoosicenue: na 3 1. 6 1 3k3.

HpI/I HaJIMYUM HCECKOJIBKUX HpHJ’IO)KGHHfI, B OTMCTKE O IIPUIOKCHHH OHH HYMEPYIOTCH,
YKa3bIBaAOTCSA HAUMCHOBAHHA KaXJAOro IIPUJIOKCHUA, KOJIUYCCTBO JIMCTOB HU KOJIUYCCTBO
OK3CMILISIPOB, HAIIPUMCEP:

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

Ecnu npumnoxeHus: cOpoIIrOpoBaHbl, TO KOJTUYECTBO JIMCTOB HE yKa3biBaeTcs. Eciau mpuiiokeHue
HaIpaBJISIIOT HE BO BCE YKa3aHHBIE B JJOKYMEHTE ajpeca, TO OTMETKY O €ro HAJMYUU OGOPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 9x3. monvKo 6 nepawlil aopec.

Ha IMPUIIOKCHUAX K IIpaBUJIaM, UHCTPYKIUAM, IMOJIOXKCHUAM, IJIaHAM, IIpOrpaMmMam, HOroBopamM n
APYTrUM JOKYMCHTaM OTMCTKA O IPHIIOKCHHUU HNPOCTABIIAACTCA Ha IEPBOM JIUCTEC NPHIIOKCHHA B
IIpaBOM BECPXHEM YTIIIYy.

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

B Tekcre noxkyMmeHTa Ipu IepBOM YIIOMMHAHUM JOKYMEHTA-TIPUIOKEHUS B CKOOKAaX yKa3bIBaeTCs:
... (mpwnoxenue) M ... (MpUoKeHue 1); mepes HOMEPOM MPUIIOKEHHUS JOMYCKAeTCs CTABUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke 0 mpUIIOKEHNH yKa3bIBaeTCsl HAMMEHOBAHWE BUIAa OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMEp, Harpumep:

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

Ecnu npuiioskxeHueM K JOKYMEHTY (Hampumep, K NMpHKa3y) SBISETCS YTBEPXKAAeMbIH JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PETJIAMEHT U JIp.) B BEpXHEM IPaBOM YIJy MPOCTaBISETCS
OTMETKA O MPUIIOKEHUH, HIKE — IpU( yTBEp>KACHUS, HATPUMED:

Ipunoscenue
VYTBEP)KJI[EHO
npukazom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzurta "OTMeTKa 0 MPUIOKEHUU" JODKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cornacoBaHus TOKYMEHTA
I'pud cornacoBanusi JOKyMEHTa UCIOIB3YETCs IPU COTIIACOBAHUU JOKYMEHTA C OpraHaMu BJIacTH,
OpraHMu3alMsIMi WIH OOKHOCTHBIMU Jiunamu. OH cocroutr u3 cnoBa “COI'JTACOBAHO”,




JOJKHOCTH JIUIA, KOTOPBIM COTJIACOBAH JIOKYMEHT (BKJIIOYash HAaWMEHOBAHHE OpTraHHU3aliH),
JTUYHOU TOITUCH, paciin(POBKU MOIIUCH (MHUIIUAIOB, ()aMIJIMN) U JIaThI COTIACOBaHUSI.

IIpumep:

COI'JTACOBAHO

Jupexmop MBOY lllkona Ne 1238
U.U. Heanos

01.12.2017

I'pud coryiacoBaHus B 3aBUCUMOCTHU OT BUJIa JOKYMEHTA U OCOOEHHOCTEN ero opopMIeHHs MOXKET
IIPOCTABIATHCS.

e Ha IEPBOM JIUCTE JOKyMEHTa (€CIM JOKYMEHT UMEET TUTYJbHBIH JIUCT, - HA TUTYIbHOM
JUCTE) B JICBOM BEPXHEM YIIIy Ha ypoBHE Tpuda YTBEPKACHHS WU 0] HAMMECHOBAHUEM
JOKYMEHTa OJIMKEe K HHYKHEMY I10JTI0);

e HA IOCJIEIHEM JINCTE JOKYMEHTA IO/ TEKCTOM;

e HA JIUCTE COIIACOBAHMS, ABJIAIOIIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

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

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

26. Buza

CornacoBaHue IpoeKTa JOKyMeHTa 0(hOpMIISIETCSE BU3OM.

Buza npocraBisercs coOCTBEHHOPYYHO JIMIIOM, BU3UPYIOLUIMM JOKYMEHT, M BKJIIOYAaeT B ce0s
HaMEHOBaHME JIOJDKHOCTH BU3UPYIOIIETO, €ro JUYHYI0 MOJIUCh, PaclIU(pOBKY IOAMNUCH
(vHMLMATBL, (aMUIIMIO) U AATy.

ITpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlomyckaeTcs OJMCTHOE BUSUPOBAHUE TOKYMEHTA U €TI0 IPUIIOKEHUH.

IIpy Hamuuum 3aMedaHuii, JONOJHEHMM K TPOEKTy JOKyMEHTa BHM3a JIONOJHAETCA
COOTBETCTBYIOIIUM YKa3aHHUEM.

JIns nOKyMeHTa, NOJJIMHHHUK KOTOPOIO OTIPABISAIOT W3 IIKOJBI, BH3bl IPOCTABIIAOTCA HA
JK3EMILIIpaX JOKYMEHTOB, [IOMEIAEMBIX B JIEIIO.

Jlnst noKkymeHTa, MOJJIMHHUK KOTOPOT0 OCTAeTCsl B IKOJIE, BU3bl COTJIACOBAHUS IIPOCTABIIAIOTCS HA
000poTe MOCJIEAHEro JIMCTa MOAJUHHUKA JOKYMEHTa WJIM Ha IOCIEJHEM JIUCTE JOKYMEHTa IOJ
MOAIUCHIO.

27. llognuck
[Toamuch BKIIOYAET: HAWUMEHOBAaHUE JODKHOCTH JIMIA, TMOAMKMCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOJNHUCH; PaCIIM(PPOBKY MOJIUCH (MHULUAIBI, paMHUITus):
IIpumep:

Jupexmop nuunas noonuce U.0.@amunus

Ecmu poxkymeHT odopmieH He Ha OJaHKe, B HAWMMEHOBAaHUE [OJKHOCTH BKIIOYACTCS
HaMEHOBaHHE 00111e00pa30BaTEIbHON OpraHu3auu (IMOJTHOEC Ha3BaHHWE MIKOJBI). [lomyckaeTcs B



pekBuzute "lloamuce MOMKHOCTHOrO JHIA" UEHTPUPOBATH HAMMEHOBAHWE JIOJHDKHOCTH JIWIIA,
IIOAIMMCAaBIICT O I[OKYMGHT, OTHOCUTCIIBHO CaMOfI I[JIPIHHOP'I CTpOKI/I.

[Ipy moanucaHuM AOKYMEHTA HECKOJBbKUMH JOJDKHOCTHBIMHM JIMIIAMH Pa3HBIX JTOJDKHOCTEH HX
MOAMKUCH PACMoJiaratoT OAHY IOJ APYrod B MOCIEIOBATEIBHOCTH, COOTBETCTBYIOLIECH HEpapXHUU
3aHUMaeMOH TOJKHOCTH.

IIpumep:

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

[lpy mnoanuMcaHWU JTOKYMEHTa HECKOJIbKUMH JIMIIAMH PAaBHBIX JIOJDKHOCTEH WX TIOAMUCH
pacriosiaratotT Ha OJIHOM YpOBHE.

B nokymeHTax, cOCTaBICHHBIX KOMUCCHEH, YKA3bIBACTCS CTATYC JIMIIA B COCTaBE KOMHCCHUU:
MPOCTABJICHAEM KOCOW 4YepThI Tepe]] HAaWUMEHOBAaHUEM JOJDKHOCTH (MOOaBIATH Kakue- JMOO
MIPUCTABKH).

Ecan nupekrtop wiaM HMHOE YHOJHOMOYEHHOE Ha IMOANUCAHUE JOKYMEHTa JIMLIO BpPEMEHHO
oTCyTCTBYeT (OTHYCK, OO0JIe3Hb, KOMaHJIUPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOANMUCHIBAET  COTPYIHUK, YIOJIHOMOYEHHBIM HAa  MOJANUCAHUE B  COOTBETCTBUU C
pacnopsAMTENbHBIM TOKYMEHTOM WM HaJI€JI€HHbIA MOJHOMOYUSAMH, YCTAHOBJIEHHBIMU IPUKA30M
uikosibl i yapeautens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U MTOJIHOMOYHS, HallpUMep:

3amecmumens oupexmopa noonucsy MU.0. @amunusa

WITH:

Hcnonnaowuii obsazannocmu oupekmopa noonucs H.0. @amunus
WIH

u.o. oupekmopa noonucv 1.0. @amunus

PexBuzut "lloanuce AOMKHOCTHOTO NUIA" MOXET ObITh OQOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKyMEHTa (Hampumep, MpH HAMUCAaHUU CIIYKEOHOM 3amucku 0e3 MPUMEHEHHS TEXHHUYECKHX
CpeacTB) TUO0 0POPMIIEH C UCTIOIB30BAHUEM TEXHUYECKHUX CPEJICTB.

B cinysae odopmnenus pekBuszutra "llogmuce JOMKHOCTHOTO JMIA" C  HCIMOJH30BAHUEM
TEXHUUYECKHUX CPEJCTB BUA M pa3Mep LIpu(Ta YKa3aHHOTO PEKBU3UTA HE MOXET OTJIMYAThCS OT
BUJIA U pa3Mepa MpUQPTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzur '"lloamuch MOMKHOCTHOTO InWIA" OTAENSETCS OT TEKCTa TpeMs WM YeThIPhMS
OAVHAPHBIMU MEKAYCTPOUYHBIMU MHTCPBAJIAMU.

28. [levatp

[ledats sBAsieTCs CMOCOOOM TOATBEPXKJEHHS MOJIMHHOCTH TMOANUCH JOJDKHOCTHOTO JIMIIA Ha
nokyMmeHnTe. IledaTs cTaBUTCS Ha JOKYMEHTaX B CIy4asX, MPEAyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMU HOPMATHBHBIMU IPABOBBIMH aKTaMHU.

[leyats cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, NPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JMYHOW TMOJAMUCH JIOJDKHOCTHOTO JIMIA MOANMKCABIIEro JOKYMEHT, WM B MecTe, 0003HaueHHOM
«MII» («Mecto neuatu»).

B noxymeHTax, MoAroTOBJICHHBIX Ha OCHOBE YHHU(HUIIMPOBAHHBIX (hOpM, NIeUaTh CTABUTCS B MECTE,
o0o3HaueHHOM oTMeTKoi "MIT" ninu uabIM 06pazom.

29. OrMeTKa 00 HUCIIOIHUTEIIE

OtmeTka 00 wHcIONHUTENE (aBTOPE) MOKYMEHTa MPOCTABISETCS HA MUChMaxX INKOIBI B JIEBOM
HWKHEM YTJTY JIMIIEBOM CTOPOHBI MOCIEIHETO JMCTAa JOKYMEHTA OT TPaHMIIBI JICBOTO TTOJIS HITH, TIPU
OTCYTCTBHH MECTa, - Ha OOOPOTHON CTOPOHE BHU3Y CIIEBa.




OTmerka BKIIOYaeT (aMHIIMIO, UMs, OTYECTBO HCIOJIHMTENSI M HOMEp ero TeiedoHa, a TaKkke
OTMETKa 00 HCHOIHHUTEIE MOIKET JOMOJIHATECS HAMMCHOBAHUCM JOJDKHOCTU M 3JICKTPOHHBIM
aZipecoM HCIOJIHUTEIS.

IIpumep:

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

30. OTMeTKA 0 3aBEpEHUN KOIIHHU

JI1st moATBEePKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKH M3 JJOKYMEHTA) MOJJMHHUKY JIOKYMEHTa Ha
MOCJICTHEM JINCTe KOMUU (BBIMMCKKA M3 JOKyMeHTa) moj pekBuzutoM "[lommuce" odopmisercs
pekBU3HUT «OTMETKA O 3aBEPEHUH KO,

OTMeTKa O 3aBEpEHMHM KOINHMM BKJIKOYAET: CJIOBO «BepHO», HaMMEHOBAHUE JOJLKHOCTH JIMIIA,
3aBEPUBIICTO KOMHUIO, COOCTBEHHOPYYHYIO IOANMKCH, pPacIU(POBKY TOIIUCH (HMHHUIIHAIIBI,
(bamMunio), 1aTy 3aBepeHus KOMUH JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEPCHHH KOIHMW» MOXET OBITh OQOpMIICHA OT pPYKH WIH C
HCITOJIb30BaHUEM IITaMIIA.

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

31. OT™MeTKa 0 MOCTYIUIEHUH IOKYMEHTA

OTMeTKa O TOCTYIUIEHUU JOKYMEHTa COJAEPKHUT BXOSIIMNA PErucTpPallMOHHBIM HOMEp M Aary
MOCTYIUICHUs JOKyMeHTa. [lomyckaeTcsi yka3aHWE 4acOB M MHUHYT TOCTYIUICHHUS JTOKYMEHTa C
3aBEPEHUEM TOMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 OCTYIIJICHUH JOKYMEHTa MOKET MIPOCTABIISITHCS C UCIIOJIb30BAaHUEM IIITaMIIA.

32. Pesomronus

Pe3omonust cogepuT ykazaHue Mo UCTHOJHEHHIO JokyMeHTa. OHa odopmisercs Ha cBOOOAHOM
MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0s1: paMUIInio, MHUITUAIIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TOpydeHue 1o
JOKYMEHTY, TIOJIITICh aBTOPA PE30JTIOIUHU U JIaTy O(POPMIICHHS PE3OITFOIIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOIIET0 MOpyYeHHEe, MOKET BKIIOUYaTh B ceOsl TaKKe CPOK
HCITIOJITHCHU A )IOKYM€HTa.



