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HucTpyknuns

10 JeJIONPOH3BOCTBY
B MKOY «Yerb-Canaunckas COILL»

1. O6mue nos0xeHUs

1.1. Hacrosimas MHCTpYKIHs 1O IeTONPOM3BOACTBY B LIKOJIE pa3paboTaHa B COOTBETCTBHH C

- ®enepaibHbM 3aKoHOM OT 29.12.2012 Ne 273-®3 "O6 obpa3oBannu B Poccuiickoi ®eneparun”
¢ u3MeHeHusaMH ot 4 aBrycrta 2023 roza,

-TOCT P 7.0.97-2016 «Cucrema crannapToB no HHGopMauum, GHGIHOTEIHOMY H H3/aTETbCKOMY
IleJIy s

- «OpraHu3alMOHHO-DACTIOPA/MTENbHAS  NOKYMeHTalus. IpefoBanus K  OQOPMICHHIO
JOKYMEHTOB),

- Yerasom MKOY «Verp-Cammunckas COILy (manee - OO) W ApPYrHMH HOPMATHBHBIMH
npaBoBeiMM  akTamu  Poccmiickoi  QexepanmM, —perjaMEHTHPYIONIMMH  J€STEIBHOCTD
obmeo6pa3oBaTebHBIX OpraHA3aIHMiA.

1.2. Jlannas MHCTpyKnus No JeNONpPOM3BOACTBY B miKoie (nanee - MHCTpykmms) oGo3Hauaer
TpaBuJia MOArOTOBKH M opopmieHus nokymeHToB B OO, ompenenser cTanaapTsl 0GOpMICHHS
PEKBH3HUTOB, GJIAHKOB JOKYMEHTOB, COCTABJICHHS NPHKA30B, MOJOXKEHMM MHCTPYKIH, a Takxke
periiaMeHTHpyeT (OPMHPOBaHHE JIE] H MX TeKylllee XpaHEeHHe, MOATOTOBKY JOKYMEHTOB H JeT K
nepenaye Ha apxuBHoe xpaHenue B 00.

1.3. MHCTpYKIHs Mo ENONpPOM3BO/CTBY pa3paboTaHa B ENSX YCTAHOBJICHHS €IMHBIX TpeGoBaHMit
K TOArOTOBKE, 00pabOTKe, XPaHEHHIO M HCIHOJIB30BAaHHID OOpa3ylomHXcs B JEATENbHOCTH
00meoOpa3oBaTelbHOH OpraHMW3alMH ¥ IOCTYNAMHMX B INKOAY JAOKYMEHTOB, a TAaKKe
COBEPLICHCTBOBAHHMS H NOBBIIEHAS dddexTHBHOCTH Aenonpou3soacTea O0.

1.4. Tlonoxenus WHCTpYKIMM pacnmpoCTpaHSIOTCS HA OPraHM3auMio paboTHl C JOKyMEHTAMH
HE3aBHCHMO OT BHJa HOCHTENIS, B TOM YHCI€ C O3JIEKTPOHHBIMH IOKYMEHTAMH, BKIIIOYas
MIOArOTOBKY, 00pabOTKYy, XpaHEHHE H HCIOIB30BAHHE JOKYMEHTOB, OCYIIECTBISEMBIMH C
NOMOIIBIO HH(YOPMAITMOHHBIX TEXHOJIOTHH.

1.5. Opranusammio, METOJMYECKOE PYKOBOJACTBO, COBEPLIEHCTBOBAHHE JEIONPOM3BOJCTBA H
KOHTPOJIb 3a COOMOCHHEM HacTosmel MHCTpYKIMM B LIKOJIE OCYIECTBISET OTBETCTBEHHBIH 3a
BEJICHHE JIeNIONPOU3BOJICTBA.

1.6. [IpaBa n 06s13aHHOCTH PaGOTHHKOB, OCYNIECTBIISIOAX PaboTy C JOKYMEHTAMH B CTPYKTYPHBIX
noapaszenenusx OO, yCTaHABIMBAIOTCS JO/DKHOCTHBIMH HMHCTPYKLMSMH WJIM  PHKA3oM
JIAPEKTOpa. .

1.7. Ceenenus, cozepxkamuecs B JOKYMEHTaX, MOTYT OBIThb HMCIOJIB30BaHbI TOJBKO B paboumx
LEIAX B COOTBETCTBHH C MOJHOMOYHSMM COTPYZIHHKa, paboTaromero ¢ mokymeHTamu. PaGora ¢
AOKyMEHTaMH BHE MOMEMICHHH INKOIbI HE Aomyckaercs. IIpu yTpare MOKYMEHTOB MpPOBOAMTCH
ciyxe0OHas mpoBepKa.

1.8. Ilpu yxome B oTmyck, mepeBoje (mepeMemieHun) mo paboTe WIM B CIyyae YBONbHEHHS
COTPYAHHK 00si3aH TNepeNaTh BCe HAXOMAIIMECS Yy HEro JOKYMEHTHl HHOMY COTPY/IHHKY,
ONpe/IeIEHHOMY B COOTBETCTBHH € YKa3aHMEM HEIOCPEACTBEHHOIO PYKOBOIHUTENS YBOJIBLHAEMOTO,
YXOZAIIEro B OTIYCK HIIH NEPEBOSAIIErocs (IIepeMeIaeMoro) o paboTe CoTpyAHHKA.
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1.9. MHcTpykums o0si3aTenbHa s COOIOACHUST BCEMH paOOTHUKAMHU IIKOJIbl. BHOBH pUHSATHIE HA
paboTy COTPYIHHMKH, B JOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJHUT BEJCHUE TOKYMEHTAllUH, B
TeueHue TpEX pabounx JHEH co IHS U3JaHMA MPHKa3a O HA3HAYCHUM Ha JOJDKHOCTB JIOJDKHBI OBITH
03HAaKOMJIEHBI C HacTosmend MHCTpyKIye o NOANKCh.

2. IIpaBujia noAroToBKM U 0()OpMJIEHUS TOKYMEHTOB

2.1. B [eATenbHOCTH IIKOJBI CO3JAETCSI KOMIUIEKC OPraHM3alMOHHO PacHopsIUTENIbHbIX
JOKYMEHTOB: MPHUKAa3bl, NOJOXKEHUS, NpaBuiIa, UHCTPYKIUH, PErilaMEHThl; IPOTOKOJIbI 3acedaHHi
(coBelaTeNbHbIX, KOOPAMHALIMOHHBIX, SKCIEPTHBIX M Jp. OPraHOB), AaKThl, AHAIUTUYECKUE
CIPaBKH, JOKJIAJHbIE U CIY)KEOHbIE 3alMCKH, JTOTOBOPbI (KOHTPAKTHI, COIJIALICHMS), AEI0Bas
(cmykeOHas) Tepernucka W Jp. COCTABJISIOTCS W O(QOPMIISIOTCS CHEIHAIBHBIC JOKYMEHTHI,
CBSI3aHHbIE C INIAHUPOBAHUEM 00pa30BaTENbHON JIEATENILHOCTH U OCYIIECTBICHUEM XO3SIIICTBEHHbIX
MEpOTIPUATHI, BeJEHHEM Y4eOHO-IEAarorn4eckoro yd4era, OpraHu3aluei AeJonpou3BOACTBA
00111€00pa30BaTEIbHOM OpPraHu3aIui, 00ecredYeHNEM OyXTalTepCKOTO yueTa.

2.2. JIOKyMEHThI MOTYT CO3/IaBaThCcsi Ha OyMa)XHOM HOCUTEJIE W B DJEKTPOHHOU (opme C
cOOJIOIGHUEM YCTaHOBJIEHHBIX IpaBUJ odopMieHHs] NTOKyMeHTOB. [Ipu co3maHuM JOKyMeHTa Ha
IBYX M 00Jiee CTpaHMIIAX BTOPYIO U MOCIEAYIOUIUE CTPAHUIIBI HyMEPYIOT.

2.3. HomMepa cTpaHUI IPOCTAaBIISIIOTCS OCEPEINHE BEPXHEro IMOJI TIOKyMEHTa Ha PacCTOSIHUU HE
MeHee 10 MM OT BepxHero kpas Jjucra. JlomyckaeTcss co3laHWe JIOKYMEHTOB Ha JIMIEBOU H
000pOTHOM CTOPOHAX JIUCTA.

2.4. IIpn AByCTOPOHHEM CO3JAHHUH JOKYMEHTOB IIMPHHA JIEBOTO MOJISI HA JIMIEBOW CTOPOHE JIUCTA U
MIPaBOTO TOJIsI HA 000POTHOM CTOPOHE JTUCTA AOJHKHBI OBITH PABHBI.

3. PekBU3UTBHI JOKYMEHTOB
3.1. Jlna pexkBU3UTOB JOKYMEHTOB, CO3/laBaéMbIX B 00I1€00pa30BaTeIbHOW OpraHu3aIluH,
yCTaHaBIWBAIOTCS TIpaBuia u TpedoBanus B cootBeTcTBUU ¢ [[OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA ONPEEIAETCS €ro BUAOM U Ha3HAYEHUEM.
3.3. Ilpu moaroroBke u o(OpPMICHHUH JOKYMEHTOB B IIKOJE HCIOJB3YIOTCS CIEAYIOIINE
PEKBU3UTHI:

e KOJ (hOPMBI TOKYMEHTA;

e HAMMEHOBAHME IIKOJIBI;

e CIpaBOYHbBIE JAHHBIE O IIKOJIE;

e HAMMEHOBAHME BHUJA JTOKYMEHTA;

e Jara JOKYMEHTAa;

e PETUCTPALMOHHBIA HOMEp JOKYMEHTA;

e CCBUIKA Ha PErUCTPALlMOHHBIN HOMED U AATy TOKYMEHTa;

e MECTO COCTaBIIeHUS (M3AaHUS) JOKYMEHTA;

e ajpecar;

e Tpu@ yTBEpKACHUS JOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKa O MPUJIOKECHUH,

e Tpu( corgacoBaHus JOKYMEHTA,

e BU33;

e TOJINUCH;

e OTMETKa 00 AMEKTPOHHOMN MOIUCH;

e [I€YaTh;

e OTMETKa 00 HCIIOJIHUTEIE;

e OTMETKA O 3aBEPEHHUH KOTIHH;

e OTMETKA O MOCTYIUICHUH JOKYMEHTA;

e PE30JIIOLHSL.

4. Bi1aHKM 1OKYMEHTOB



4.1. lokymeHThl, co3naBaeMbie B OO, ohopmMItsitoTcss Ha OJIaHKax, M3TOTOBJIICHHBIX HA CTAHIAPTHBIX
muctax Oymaru gopmatoB A4 (210x297 mm) u AS (148x210 mm). OtnenbHbIE BUABI JOKYMEHTOB
(TabnHIBI, CXEMBI, CMETHI) J0ITycKaeTcs 0popMiIsiTh ¢ ucnoiab3oBanueM dopmara A3 (420x297vm).
JIOKYyMEHTBI, COCTaBIISIOLINE BHYTPEHHIOI MEPENHCKy, O(OPMIIIOTCS Ha CTaHIAPTHBIX JHCTaX
oymaru popmara A4 (210x297 mMm) 6e3 UCIIOJIB30BaHUS OJTAHKOB.
4.2, KaxJplii TMCT JOKyMEHTa, 0(hOpMIICHHBIA Ha OnaHKe win 0e3 Hero, JOJKEH MMETh IOJs He
MeHee:

e 20 MM - JIeBOC;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HIKHEE.
4.3. JloxymeHTbl AnuTenbHbIX (cBbilie 10 JIeT) CPOKOB XpaHEHHs JOJDKHBI UMETh JIEBOE I10JIE HE
Menee 30 mm.
4.4. Buzpl 61aHKOB JOKYMEHTOB, IPUMEHSEMBIX B ILIKOJIE:

e 00mMIi OJIAHK;

e OJIaHK ITHCHMa;

e OJaHK KOHKPETHOTO BHJa JOKyMeHTa (OnaHK IpuKaza, OJaHK pacHopshKeHHs, OJIaHK

MPOTOKOJIA U JIp.)

4.5. OOpa3ipl pa3pabOTaHHBIX M MPUMEHIEMBIX B IIIKOJE OJAHKOB TOJJIEKAT BKIIOUECHUIO B
WHCTPYKIIUIO TI0 JISTOMPOU3BOJICTBY 00IIe00pa30BaTeIbHON OPraHU3aIliH B KQUECTBE MPHIIOKEHHH
(npunoxenue 3 Ha 3 nucTax).

5. Ilpuka3bl

5.1. Tlpukazamu OQGOpPMISIOTCS pEIIEHUs 10 OTNEPAaTUBHBIM, OPraHU3AIMOHHBIM, YYeOHBIM,
KaJIpOBBIM (TIPUJIOKEHHE 2 Ha 9 MUCTaxX) U APYTUM BOTIPOCAM PaOOTHI IIIKOJIHI.

5.2. TlpoekTbl HpHUKA30B TOTOBAT OTBETCTBEHHBbIC KCIIOJIHUTEIN HA OCHOBAaHUU MOPYUYECHUU
JIUPEKTOpa, ero 3amectuteneid. [IpoekThl mpuka3oB Mo JIMYHOMY COCTaBY TOTOBHUT CIEHHUAIUCT IO
KaJipaMm.

5.3. B mpukazax TeKCT u3jaraercs oT mepBoro juiia ennactBeHHoro uncna («[IPUKA3BIBAIOy).
5.4. TekcT mpuKaza MOXKET COCTOATh M3 JIBYX YacTeW: KOHCTATUPYIOIIEeH (mpeamOysbl) H
paciopsIUTENbHOM.

5.5. B KoHcTaTHpymolled 4YacTH KpaTKo H3JaraloTcs Lead M 3afadd, (akTel U coObITHS,
MOCJIYKUBILIME OCHOBAHWEM Ui M3JaHUs Npuka3a. OHa MOKET HauMHaThCs ciaoBamu "B memnsax",
"B coorBerctBun", "Bo wucnosnenue", u T.4. Ecim npukas u3gaeTcs Ha OCHOBAHUU JPYroro
JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YaCTH YKa3bIBaeTCs HAMMEHOBAHKE 3TOr0 JIOKYMEHTa, €ro Jara,
HOMEp | 3arojioBok. [IpeamOyna B mpoekrax mpuka3oB 3aBepmiaercs ciioBoM «[IPUKA3BIBAIOy,
KOTOpOE MevyaTaeTcs 3arjiaBHbIMUA OyKBaMH.

5.6. PacniopsautenbHasi 4acTh JOJDKHA COJEPXKATh MEepEUHCICHUE NPEINUChIBAEMbIX IEHCTBHM ¢
yKa3aHUEM HCIOJHUTENS KaKIOro IEHCTBUS U, NPU HEOOXOIUMOCTH, CPOKOB HUCHOJIHEHHS.
PacniopsinuTenbHasi 4yacTh NENUTCA HA MYHKTHI M MOAIMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [IeiicTBUS 0JHOPOIHOTO XapaKTepa MOTYT ObITh EPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B kauecTBe WCHOJHHUTENCH YKa3bIBAIOTCS 3aMECTUTENN IUPEKTOpa, MpeaceAareian WIn
PYKOBOAUTENN pabOYMX Iyl (KOMHCCHUI).

5.8. Ecnu mpuka3 u3MeHseT paHee U3AaHHbII JOKyMEHT (ITyHKTHI JOKYMEHTA), TO OJWH U3 MMYHKTOB
pacnopsiANTENIbHON YaCcTU TEKCTa JOJDKEH COJIEPKAaTh CChUIKY HAa U3MEHSIEMBbIM JOKYMEHT (ITyHKTBI
JIOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecniu mpuka3 OoTMEHsSeT [eHCTBHME paHee HM3JAaHHOTO JOKyMEHTa (IIYHKTOB JIOKyMEHTa) C
ONPENIEJIEHHOM AAThl, TO OJUH W3 IMYHKTOB PacHOpPAIUTEIbHON YaCTH TEKCTa JOJKEH HAUYMHATHCA
cinoBamu "[lpu3HaTh yTpaTMBIIUM CHIy...", Jajiee yKa3bIBaThCs JaTa, HOMEp M 3arojOBOK paHee
W3JIaHHOTO JIOKyMeHTa (TyHKTa JOKYMEHTa), a TakKe Jara, C KOTOPOH OTMEHSETCS ero JeiCTBHE.
Ecnu para He ykazaHa, TO [eHCTBHE paHee H3JAHHOTO JOKyMEHTa (IyHKTBI JOKYMEHTA)
OTMEHSIETCS C JaThl U3aHKS HOBOTO MpPHUKa3a.



5.10. Ecnu npuka3 OTMEHsIET paHee W3/IaHHBIM TOKYMEHT ¢ MOMEHTa U3JJaHMsl, TO OJUH U3 IIyHKTOB
pactopsiANTENIbHOM YacTH TEKCTa JIOJDKEH HAauuHAThes cioBamMu "OTMEHUTH..." U yKa3bIBaThCs
JiaTa, HOMEP U 3aroJI0BOK paHee W3/1aHHOTO IOKyMEHTA.

5.11. Ecnu mpukas mpeanoiaracTcsi BBECTH B JCHCTBHE HE ¢ MOMEHTA €ro HM3/IaHus, HE00X0I1MMO
yKa3zaTb CpOK BBeIEHUs ero B jelcrBue. llocieqHuil NyHKT pacnopsIuTEIbHOM 4YacTH MOXKET
COJIep’KaTh CBEJIEHUS O JIOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM
IIpHUKa3a.

5.13. Ilpuka3pl NOANUCHIBAIOTCS TOJBKO JIHUPEKTOPOM OOIIe00pa30BaTeIbHON OpraHu3aluyd WId
pabOTHHUKOM, HCTIOJHSIOIIUM €T0 00sS3aHHOCTH.

5.14. OTBeTCTBEHHOCTh 3a 00€CIeYeHNe CBOEBPEMEHHOM M KaueCTBEHHOM MOATOTOBKH IPOEKTOB
IIPUKa30B M HMX COIVIACOBAHUE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU M OpPraHU3alUsIMH HECYT
aBTOPBI IPOEKTA MPUKA3a.

5.15. PerucrpanuoHHble HOMEpa MPHUCBAMBAIOTCS MpPUKa3aM MO HOPSAIKY HOMEPOB B Ipenenax
KaJIEHJapHOTO ro/ia.

5.16. lata perucrpanunu npukasa sBIsSETCs JaTOW €ro MOIIUCaHUSL.

6. IlpaBuiia, no10KeHUs1, UHCTPYKIMHU

6.1. IlpaBmiia — HOPMATHUBHBINA aKT, OMPEACIISIONINN MOPSAOK KAaKOTO-TMO0 BUIA NEATEIHLHOCTH,
YCTaHABJIMBAKOIIMNA VI 3alPEIAIONINN ONIPEICIICHHOE OBEICHHUE.

6.2. [loso)xeHne — HOPMATUBHBIN aKT, AETAJIbHO PEriiaMEHTUPYIOIINH PaBOBOM CTATycC, MOPSIO0K
OpraHU3aI|H U MPOIEAYPY KaKOT0-IM00 BUIA NEATEILHOCTH.

6.3. UHCTpyKIIMsT — HOPMAaTHUBHBIA aKT, W3/1aBa€MbId B LENAX PA3bSICHEHUS WM OINpPEACIICHUS
MOpsiJIKa TPUMEHEHHUSI COOTBETCTBYIOIIETO HOPMATHBHOTO aKTa JIMOO C IENbI0 yKa3aHUs HOPM O
crioco0ax BBITIOHEHUS OTIPEICTICHHBIX OTIepaIyiil (IeHCTBUIA).

6.4. TlpaBuia, MOJOXKEHUS, UHCTPYKIUMU MPUHUMAIOTCA (B 3aBUCMMOCTH OT BUJA JTIOKyMEHTa) Ha
VYopasnsomeM coBere, 3acefaHuax I[Ipodcoro3Horo KomuTeTa WHIKOJNBI W YTBEPXKAAIOTCA
JTUPEKTOPOM.

6.5. Ilopsinok MOArOTOBKM MPOEKTOB MpPaBHII, MOJIOKEHHUS, MHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSIIKY MOJArOTOBKU MPOEKTOB MPUKA30B 00111€00pa30BaTEIbHON OpraHnu3aluu.

6.6. TekcT mpoekTa MOJOKEHHsI, MPaBWJ, WHCTPYKIIMH II€YaTAeTCs HAa YHUCTOM JIMCTE Oymaru
dbopmata A4.

6.7. OTIUYUTETHHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MOJI0KEHHS, HHCTPYKLIUU SBIISIOTCS:

e TOYHOCTb MPUMEHSAEMBIX (OPMYIUPOBOK O€3 HCIOJIb30BAHUS CIIOB U MOHATUN, UMEIOLIUX
MHOYKECTBEHHBIN CMBICIT,

e HCIOJIb30BaHUE KOPOTKHUX TMPEUIOKEHHUH, OOIICIPUHATHIX BBIPAXEHUM U CBSI30K, IMPHU
HEO0OXOIMMOCTH - MPEABAPUTEIHHOE OMPECIICHNE HUCIIOIb3YEMbIX MOHSATHI, COKpaLICHHH,
ab0peBuaryp;

e OMHCAHHWE BCEX BO3MOXKHBIX BAPUAHTOB COOBITUH U COOTBETCTBYIOIIMX UM BapUaHTOB
NEUCTBH, T.€. MOJHOTA MPEeACTaBICHUS HHPOPMAIUY;

e CTPYKTYpPUPOBAaHHOCTb TEKCTAa C LEJbI0 JOCTWKEHUS HAWIydlled IOCJIeI0BATEIbHOCTH
W3JI0KEHUS MaTepuana;

e MUHUMH3AILUSA TEKCTa C MOMOUIbIO MpUMEHEHUs 00001meHuit (0030pOB MpearnoIaraeMbx
NeVCTBUI) U TPUMEHEHUE TIepevrcleHu (3a/1a4, 9TarnoB, yCIOBUHN H T.1I.).

6.8. B 3aBUCHUMOCTH OT CIIO’KHOCTH U 00beMa pazpadaThIBaeMbIX MPaBUII, MOJIOKEHUS, HHCTPYKIIUU
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, MYHKTHl U MOAMYHKTHI. ['JIaBbl JOKHBI UMETh HA3BAHMUSL.
Hymeparnus npousBoautcs apabckumu nudpamu.

7. IIpoToko. 3acefanus (COBeIAHNS)

7.1. TIpoTOKONT — JOKYMEHT, B KOTOPOM (pUKcUpyeTcs X0A 0OCYXAEHUS BOIPOCOB U HMPUHATHS
peleHuit Ha coOpaHMsIX, COBEIAHUAX, KOH(DEPEHIMIX U 3aCeJaHUIX KOJUIETHAIbHBIX OPraHOB.

7.2. TlpoTtokon 3acenanus (coBemlaHus) - (janee - MPOTOKOJ) OGOpMIsieTcs HAa YHUCTOM JIUCTE
Oymaru gopmara A4.

7.3. PexBU3UT - "TeKcT JOKyMeHTa". PEKBU3UT COCTOUT M3 JBYX YacTEil: BBOJHON U OCHOBHOM.
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7.4. Bo BBOOHOM  4YacTH  YyKa3bIBAIOTCS  WHUNMAIBL,  (GaMHIUM HW  JIOJDKHOCTH
IIpe/ICeAATENbCTBYIOIIEr0, CEKPETaps, NPUCYTCTBOBABILINX Ha 3aCE€AAHUU U, NPU HEOOXOAUMOCTH,
JIUL, IPUTJIAIIEHHBIX Ha 3aceaHne (COBEILIaHUE).

7.5. BBomHas dYacTh MPOTOKOJIA 3aKAaHYMBAETCS IIEPEYHEM PacCMaTPUBAEMbIX BOIIPOCOB,
IIEPEUUCIIEHHbIX B IMOpPAJKE MX 3HAYUMOCTH C YKa3aHMEM JOKIAJAuuKa [0 KaXIOMYy
paccmarpuBaeMomy Borpocy. Borpocsl hopmynupytores ¢ npemiorom "O" ("O6"), medararorcs oT
TPaHUIIBI JIEBOTO TOJIS M HyMEPYIOTCS apaOCKUMH HU(PaMH.

7.6. OcHOBHasl 4acThb IPOTOKOJA COCTOMT M3 Pa3JIeioB, COOTBETCTBYIOIIHUX pPacCMaTpUBAEMbIM
BOIIPOCAM U MX HyMEpALUH.

7.77. Texkct mpoOTOKOJA H3JIaraeTcsi OT TPEThEro JHUIla MHOKeCTBeHHoro uwucna (“ciaymanu",
"BoicTynuin", "mocranoBuan", "pemmin").

7.8. IIpoTOKOJ MOANUCHIBAETCS JIUIIOM, MPEACEAATENbCTBOBABIIMM Ha 3aCe€AaHUU (COBELIAHUU), U
ceKpeTapéMm 3aceaHus (COBEIaHus).

7.9. Ilpu oOTCyTCTBUM CEKpeTapsi 3acelaHHsi, B TOM 4YHUCJIE IpPH IPOBEJIECHUU OIEPaTUBHBIX
COBEILlaHUH, TOMYCKAaeTCsl MOANNCAHNE POTOKOJIA TOJIBKO MPEACENaTeNbCTBYIOIMIUM.

7.10. TekcT mpoTOKOIa JOJKEH OBITh MOATOTOBIICH HE TO3/IHEE TpeX IHEH cOo JHS 3aceaHwusl.
[IpoeKTbl  COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJIA BHU3UPYIOTCS  JOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 IIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa JOKHA COOTBETCTBOBATH JIHIO TIPOBE/ICHUS COBEIIAHUS (3aCeTaHMs).

7.12. Komuu mnpOTOKOJOB pPacCBUIAKOTCS 3aMHTEPECOBAHHBIM OPraHU3alUsAM MW JOHDKHOCTHBIM
JUIAaM B COOTBETCTBUM C YyKa3aTelIeM pacChUIKH, KOTOPBIA COCTaBIISIET CEKpeTaph 3acelaHus
(coBemanus).

8. Ilnan
8.1. Ilman — TOKYMEHT, yCTaHABJIMBAIOIINHN MM€PEUYCHb HAMEUYEHHBIX K BBITIOJIHEHUIO MEPOTIPUSITHH,
WX MOCJIEeI0BATEeNIbHOCTh, 00bEM, CPOKH, OTBETCTBEHHBIX HCIIOTHUTENEH.
8.2. Ilman odopmusercs Ha smcre Oymaru Qopmara A4 C HCIOIB30BAHUEM CIIETYIOIINX
PEKBU3UTOB:

e HAMMEHOBAHME IIKOJIbI;

e Tpu( yTBEpKIEHUS JOKYMEHTA;

e Jara JOKYMEHTa;

e PErUCTPAaLMOHHBIA HOMEpP JOKYMEHTA;

e HAMMEHOBAHME BHUJA JTOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e HAaMMEHOBaHHE JOJDKHOCTH;

e TIOJIUCH.
8.3. PexBusut — "Tekct gJokymMeHTa" oopMIsieTcs B BUIE TaOIHUIIbI ¢ rpadamiu:

e HOMeEp IYyHKTa IUIaHAa;

e HAMMEHOBAHHE MEPOIPUSITHS,

e CPOK HCIIOJIHEHUS;

e  HCIOJIHUTEID;

e TpUMEYaHUE.

9. Otuer

9.1. OTueT — NOKYMEHT, COJep KAIINii CBEJICHHUS O Pe3ybTaTax IesATEIbHOCTH 3a ONpeAeTIeHHBIN
MePHO/] BPEMEHH, BBITIOJTHEHUN MEPOTIPUSITUN, IOPYUCHUIA, 3a/TaHU, TUTaHOB.

9.2. OTtueTsl, MpENOCTaBIAEMbIE B OpPraHbl TOCYIJApCTBEHHOU BiacTH (B TOM 4YHCIIE B OpTraHbI
TOCYIapCTBEHHOW  CTaTHCTUKH) M  UMEIONIME  yCTAHOBJICHHYIO  TIPABOBBIMH  aKTaMH
rOCYIapCTBEHHBIX OPraHOB (JOPMY, CO3JAIOTCS MO YCTAHOBIEHHOW TOCYIapCTBEHHBIMHU OpraHaMu
¢dbopMe u B onpeieTIEHHOM UMU TOPSKE.

9.3. OTu€Thl, MPEAOCTABISIEMbIE COTPYIHUKAMH IIKOJBI B XOJ€ BHYTPEHHETO B3aUMOJCUCTBUSA,
CO3AI0TCsI 10 MPaBUIIaM, YCTAHOBICHHBIM JJIsi CO3/IaHUS CIIYKEOHBIX 3aMUCOK.
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9.4. Otuersl odopmisitorcs Ha jucre Oymarum Qopmara A4 ¢ HUCIONB30BaHUEM CIEIYIOMINX
PEKBU3UTOB:

e HAMMEHOBAHME IIKOJIBI;

e JlaTa JOKYMEHTA;

e PErUCTPAaLMOHHBIN HOMEpP TOKYMEHTA;

e HAaMMEHOBAHME BHUJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKA O MPUJIOKEHUH (IIPU HATUYUN);

e HAMMEHOBAaHME JOJLKHOCTH;

e TIOJIHCH.
9.5. B Tekcre ortuéra B 00s3aTENILHOM MOPSIKE JOJDKHO COJEP’KAThCS YKa3 Ha JESTEIbHOCTD,
MEpOIIpUATHE, BBIJAHHOE MOpPY4YEHHWE, 3aJaHHe, IMYHKT IUIaHa, MOJAJIEKAIUN BBINOIHEHHUIO, U
pe3yiabTaT O BBINOJIHEHUH, B TOM 4YHCIE€ C YKa3aHHEM Ha COONIOJIEHHE WM HapylLIeHHE
WCIIOJIHUTENBCKOW  JUCHMIUIMHBL, YCTAHOBJEHHBIX CpPOKOB HCIOJHEHHMS M  HaJylexkaliee
MpeOCTaBI€HHEe  MHPOpMAIMM, HEOOXOOUMBIX  MarepualioB  (MPOEKTOB  JOKYMEHTOB)
COMCTIOJTHUTENSIMH (IIPH YYaCTHUH HECKOJIBKUX HCIIOTHUTENEH).

10. ITncbmo
10.1. [IncpMa roTOBATCS Kak:

e OTBETHI O BHITIOJTHEHUH MMOPYUYEHUH BBIIIECTOSIIINX OPTaHOB UCTIOTHUTEIHPHON BJIACTH;

e OTBETHI Ha 3aMPOCHI OPraHU3AIMM, IPEATPUATHN U YACTHBIX JIUII,

e HHWIIMATUBHBIE MUCHMA.

10.2. Cpoku OArOTOBKM OTBETHBIX MTHUCEM:

e C KOHKPETHOM AaTOW MCHOJIHEHUS, YKa3aHHON B TJOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBMM C PE30JIOLMEH JUPEKTOpa M €ro 3aMeCTUTENed Ha OCHOBAaHUU
YCTAaHOBJIEHHBIX CPOKOB HCIIOJIHEHUSI TOPYYEHUM, 3alpOCOB WIHM IO PEUICHUIO aBTOpa
PE30JIIOLIMH.

10.3. TekcTbl OTBETHBIX MUCEM AOJKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a(PUKCHPOBAHHBIM B
pe3omonyu. CpoKH MOATOTOBKA MHUIIMATUBHBIX MHCEM OIPEACISIOTCS CaMOCTOSITENIBHO aBTOPOM
MIPOEKTa MUChMa C YUETOM HEOOXOJMMOCTHU PEIIeHUs] KOHKPETHBIX 3ajau U (MJIH) B COOTBETCTBHUH C
TpeOOBaHUAMU 3aKOHOAATEIHCTBA, MOPYUYECHUSIMU HEIOCPEICTBEHHOTO PYKOBOIUTEIIS.

10.4. Tlucebma mevaTaroTcss Ha ONaHKE MHUChbMa OOIEO0OpPa30BATEIHHOM OpPraHU3alMA C YIIOBBIM
PacIoJIOKEHUEM PEKBU3UTOB.

10.5. JlonmomHUTENbHO K pEKBU3UTaM OJlaHKa NUChbMa MNpU O(OPMIIEHMH IHCEM B IIKOJIE
HCIOJIb3YIOTCA CIEAYIOIINE PEKBU3HUTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKYMEHTa;

e OTMETKA O NPUJIOKEHUHU;

e BU33;

e MOJIHCE.

e OTMETKa 00 HCIOJIHUTEIIE.

10.6. IIpu odopmieHnr nuckMa Ha ABYX W Ooliee CTpaHUIAX BTOpas U MOCIEAYIOIINE CTPAHUIIBI
HYMEpYIOTCSI OCepeIMHE BEPXHETO MOJIS JIUCTa apaOCKUMU U pamH.

10.7. IluceMa NOANUCHIBAET AUPEKTOP MM PAOOTHUKH, YIOJIHOMOUYEHHBIE TPHKA30M.

10.8. CiyxeOHble 3aMUCKU

10.9. B mensix ocyiiecTBlIeHHUs] B3aUMOJCHCTBUS MEXIY COTPYAHHMKAMHU B paMKaxX BHYTPEHHETO
JOKYMEHTOO0OpOTa B IIKOJIE IPUMEHSIOTCS CTy)KeOHbIe 3amucku. Ciy>keOHbIe 3alUCKU SBIISIOTCS
CIPaBOYHO-WH(OPMAIIMOHHBIMU  JIOKYMEHTaMU. ABTOpPaMH CIYKEOHBIX 3allUCOK  SBISIOTCS
COTPYIHHUKH 0011e00pa30BaTeNbHON OpraHu3aIuu.

10.10. CmyxebOHas 3amucKka MOKET COCTABIISIThCS IO YKa3aHHIO PYKOBOJCTBA HIIM 10 MHUIIMATUBE
KOHKPETHOTO COTPYJIHUKA.



10.11. Ilpu opopmieHnn Ciry>ke0HO# 3aUCKU OPOPMITSIFOTCS CIIEAYIONINE PEKBU3UTHI:
e ajpecart;
e J1aTa JOKYMEHTA;
e HAaWMEHOBAaHHWE BHJA IOKYMEHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e OTMETKA O MPUJIOKEHUU (IIPU HAJTUYUH);
e HAWMEHOBAHHUE JIOJDKHOCTH;
e IOJIIKCE.
10.12. CiyxeOHbIe 3alTUCKH MOTYT CO3[aBaThbCs HA OyMa)XHOM HOCUTeNe M (WJIM) B SJIEKTPOHHOU

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBIAAETCS COTPYAHHMKAM INKOJBI W OQOpMISETCS IO IpaBHIIaM,
YCTaHOBJIEHHBIM HacTosmed WMHcTpykumen ans muceM, ¢ yu4€ToM TpeOOBaHUM TIpakJaHCKOTO
3akoHosarenbeTBa Poccniickoit denepanviu U HACTOALIETO pa3jena.

11.2. TIpoekT JOBEpPEHHOCTH TOJATOTABIMBACTCS U BU3UPYETCA COTPYAHHUKOM, KOTOPOMY
JIOBEpPEHHOCTh OyJeT BbIJaHa, MOCJIEe Yero nepefaércs B KaHUENSIPUIO JUIsl HAlpaBiIeHUS Ha
MTOJITUCAHUE.

11.3. JIoBep€HHOCTh NOAMMCHIBAECTCS AUPEKTOPOM WIIH JIMIIOM, OCYIIECTBIISIOIINM €r0 MOJIHOMOYUS
(MCTOJTHSTFOIITUM 00SI3aHHOCTH ), M CKPETUISETCS MeYaThio 001eo0pa3oBaTeIbHON OpraHu3aliii.

12. JIoroBopbl, corjianmeHusi, KOHTPAKTHI

12.1. JloroBop#bI, COTTaIIeHHs, KOHTPAKTHI (J1ajiee - TOTOBOPHI) MOJATOTABIMBAOTCS B COOTBETCTBHH
¢ TpeOOBaHUSIMHU IPaKTAHCKOTO, TPYJAOBOTO, OIOKETHOTO U MHOTO 3aKOHOJaTeNbcTBa Poccuiickoit
@Oenepanyy, B 3aBHCHUMOCTH OT PErYJIUPYEMBIX JOTOBOPOM IPABOOTHOLIEHUI M 0053aTeIbCTB
CTOPOH.

12.2. Tlpoekt noroBopa TMOATOTABIMBACTCA OTBETCTBCHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YOPABJISAIONAM) € Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAa4eCTBEHHOTO OOecredeHus
WCTIOJTHEHUSI CBOUX MOJTHOMOYHNH (00s13aHHOCTEH, (PYHKIIHIT), TOTHOMOYHHN IITKOJIBI B IIETIOM.

12.3. IlpoexT moroBopa MOATrOTaBIMBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPaBISIONIUM) COBMECTHO CO CIELUATUCTOM, K PYHKUUSAM (ITOJTHOMOYHUSM) KOTOPOTO OTHOCHUTCS
pelIeHre BOMPOCOB, SIBISIOIIMXCS MPEAMETOM JOTOBOPA, WIM HHBIM COTPYAHHUKOM IO MPAMOMY
YKa3aHUIO TUPEKTOopa o011eo0pa3oBaTeabHON OpraHu3auu.

12.4. Heob6xoaumast Ajisi MOATOTOBKH IIPOEKTa JOToBopa HH(opmanus coOupaercss OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpPsiAKe paboyero B3aMMOAEUCTBUS C Y4ETOM IPaBUII,
yCTaHOBJICHHBIX HacTosmeld MHCTpyKIei.

13. IIpyHOMNIBI OPraHU3ALMHU TOKYMEHT0000poTa

13.1. B 10KyMeHTOOOOpOTE BBIACISAIOTCS CIEAYIOIIUE JOKYMEHTOIOTOKH: TOCTYIAFOIIAs
JNOKYMEHTAusl  (BXOHslnas), OTIpaBiseMas JOKyMeHTanus  (MCXOnslias), BHYTPEHHSs
JTOKYMCHTAITHSL.

13.1. B cocraBe BXomflIied W MCXOIAIICH JTOKYMEHTAIIUM MOTYT BBIJICIATHCS JIOKYMEHTHI,
MOCTYMUBIINE W3 BBIIICCTOSIINX, TOJPSAIHBIX, MEIMIIMHCKUX W JPYIHX OpTraHU3allfii, OpraHOB
MECTHOTO CaMOYTIPABJICHUSI, OOpAIICHHUS IPaXKIaH.

13.3. OOpameHusi TpaxIaH PETUCTPUPYIOTCS U (GOPMUPYIOTCS B JieNia OTICIBHO OT JPYTUX
JOKYMEHTOB 00111€00pa30BaTeIbHOM OPTaHU3aIUH.

13.4. B mikose qocraBKa M OTIpPaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEJICTBAMHU MOYTOBOM CBSI3H,
ANIEKTPOHHOW CBSI3M, a TaKKe MO CHCTEME JJIEKTPOHHOTO NoKyMeHTooOopota (mamee - CO/). C
MOMOIIIBIO TIOYTOBOW CBSI3U B 0O0II€00Pa30BATEILHYIO OPraHU3aIUI0 JIOCTABJISICTCS MHUChMEHHAS
KOPPECIIOH/ICHITHMS B BHJIE TPOCTBIX IMHCEM, 3aKa3HBIX MHUCEM, IMOYTOBBIX KapTOYCK, OaHIepOJIieH u
MEJIKHX ITaKETOB, a TAK)KE TICUATHBIC U3IaHHS.



14. IlepBuuHas 00padoTKa MOCTYNAKOIIMX IOKYMEHTOB
14.1. JlokyMeHTBbI, TOCTyHalollie€ B IIKOJY, TEPENaloTCsl Ha PETUCTPAIUI0 CEKpEeTapro
0011e00pa30BaTebHON OpraHu3alud U IPOXOJAT NEPBUYHYIO 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU TIOCTYIUIEHUHU B Hepabouee BpeMs - Ha ciieaytouinii padounii gens. [Ipu nepsuuHoi 00paboTke
JOKYMEHTOB IPOBEPSIETCA NPABWIBHOCTH ajpecoBaHus. OMMOOYHO NOCTYNUBIINE JOKYMEHTHI
IIEpPEChUIAIOTCA 110 IPUHAAJIEKHOCTH WIN BO3BPAIAIOTCS OTIPABUTEINIO.
14.2. TokymeHTsl, noctynusuire ¢ ormerkamu "Cpouno", "Bpyuuts HememnenHo", "OnepatuBHo",
HE3aMEUINTEIbHO MPOXOJAAT NMEPBUUYHYI0 00paOdOTKY U JOKIAJBIBAIOTCS JUPEKTOPY WM B Cilydae
€ro OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPA IO HAIIPABIICHUIO JESITEIHOCTH.
14.3. IloctynuBuine TeJerpaMMbl IPUHUMAIOTCS 10| MOANUCH C MPOCTABIECHUEM JaThl U BPEMEHU
IpreMa, perucTpUpyrTCs M0 TEM e MpaBUiIaM, YTO U MHUChMA.
14.4. DnexTpoHHBIE COOOLIEHUS, aJAPECOBAHHbIE AUPEKTOPY WM HAIPABJIEHHBIE B aIpec LIKOJIbI,
pacrneuaThIBalOTCs U JTOKJIAIbIBAIOTCS JUPEKTOPY MM B CIy4ae €ro OTCYTCTBUS — 3aMECTUTEIIO
JTUPEKTOpAa.
14.5. DnexTpoHHBIE COOOIICHHMS, 3aBEPEHHBIC SJCKTPOHHOM MOAMKUCHIO, MO IeKaAT 00paboTke 1o
MpaBUJIaM, IPEyCMOTPEHHBIM ISl TOCTYMarouei (BXos1el) JOKyMEeHTallNH.
14.6. IloctynuBmias (Bxonsmias) AOKYMEHTALMsl PpacHpeleNsercs Ha pEerucTpupyeMmble U He
MOJJIeKAallue PErUCTPalii JOKYMEHTHI.
14.7. He moanexar perucTpanuu:

e IIpUIJIACUTEIbHBIE, T03/IPAaBUTENIbHBIE TMChMA U TEJIerpaMMBbl;

e OHJETHI,

e IUIaHBI U MPOTrPAMMBI CEMHUHAPOB, KOH(PEPEHIIUIN U JPYTUX MOJO0OHBIX MEPOIIPUSITHIA;

e JIOKYMEHTBl 1O OyXraaTepcKOMy Yyd4eTy, MaTepUalbHO-TEXHUYECKOMY OOeCHeueHuIo,

IJIaHOBBIE U (PUHAHCOBBIE JOKYMEHTBI, IOCTYIAIOIINE 0e3 COMPOBOIUTENILHOTO MHChMA;

e PpEKJIaMHbIe, KOMMEPUYECKUE MPEIT0KEHHUS, B T.4. HOCTYIHUBIINE MO IEKTPOHHON NOYTE;

e TIIEYATHBIEC U3/IAHMUS,

e IHCbMA C IOMETKOH «JINYHOM.

15. Perucrpamusi, y4eT W PpaccMOTpeHHe PYKOBOJAUTENEM MNOCTYNAKIIUX (BXOASIIIHX)
JOKYMEHTOB
15.1. TloctynuBimime (BXOIAIIUE) MOKYMEHTBI PETHCTPUPYIOTCS TOJBKO IIOCIE U TEPBHYHOM
00pabOTKH M HE3aBUCUMO OT CIOCO0a X TIOCTaBKH.
15.2. Peructpanusi — mpocTaBJICHHE B HIDKHEM TPABOM YTJTy IEPBOTO JIKCTA JIOKYMEHTA OTMETKH O
MOCTYIUICHUH C YKa3aHUEM JaThl TIOCTYIUICHHUS W BXOJIIETO PErUCTPAIMOHHOTO HOMepa
JOKYMEHTa C 00s3aTeNbHONW 3alUChI0 B JKypHAJl PErHCTPAllMM IOCTYIMAIOMICH (BXOAIIEH)
nokymeHTaruu. CTpyKTypa perucTpallMOHHOTO HOMEpa, MOCTYMAIOMIEro (BXOSIIero) T0KyMeHTa,
COCTOMT U3 €ro TMOpSAKOBOIO HOMEpa M HMHAEKca Jiela 10 HOMEHKIAaType el
00111e00pa3oBaTEeIIbHOM OPraHu3aIuy.
15.3. Peructpanus BceX MNOCTYNMBIIMX (BXOIAIINX) JOKYMEHTOB MPOU3BOIUTCS B Ipeaenax
o0miero JOKyMEHTONOTOKa. J[OKyMEHTHI, MOCTYNUBIIME B ILIKOJNYy MO KaHaiaMm (aKCUMUIbHON
CBsI3H, 00pabaThIBAIOTCS M PETHCTPUPYIOTCS B OOIIEM MOPSAKE.

Texct moctynuBIIeld TeneOHOrpaMMBI — 3alMCHIBAETCS B JKypHaje perucTpaluu
TeneOHOTpaMM U TeyaTaeTcs Ha JIUcTe Oymaru Juis rnepeiadi Ha pacCMOTPEHHE.
15.4. Tloctynaroniue (BXOASIINE) TOKYMEHTHI IEPEJAIOTCs Ha PACCMOTPEHUE PYKOBOJICTBY TOJIBKO
MOCJI€ UX PETUCTPALMU U IPEIBAPUTEILHOTO PACCMOTPEHUS.
15.5. JlokyMeHThI, MOCTYMUBIIHNE B OO0IIE00pa30BaTENbHYI0 OpPraHU3allMIO, IO BOMPOCAM, HE
TpeOYIOIIMM  pPAacCCMOTPEHHsI TUPEKTOpa, HaNpaBISIOTCS PAOOTHUKOM OTBETCTBEHHBIM 3a
JEJIOTPOU3BO/ICTBO IIKOJIBI HEMOCPEACTBEHHO UCIIOJIHUTEIIO 3aIpoca.
15.6. lupexTop B pe30JIIOIUHU ONPELISIET JIUL, OTBETCTBEHHBIX 32 UCIIOTHEHUE JOKYMEHTA, U JaeT
UM mopydeHue. PaGOTHHUK OTBETCTBEHHBIN 3a JIEIOMPOU3BOJICTBO IIKOJBI MEepelaeT JOKYMEHT Ha
HCIIOJHCHUE.
15.7. TlojyIMHHUK TOKYMEHTa C PE30JIOIUEH PyKOBOAMUTENS 00IIe00pa3oBaTeNbHON OpraHu3alun
HaIpaBJIsI€TCS UCTIOTHUTEINIO.



15.8. Tlpu HanM4YMM HECKOJIbKUX HCIOJHUTENICH TMOJIMHHUK JOKYMEHTa IIepelaeTcsi TOMY
MCTIOJIHUTEIIO, KOTOPBI B COOTBETCTBUU C YKa3aHUSAMHU I10 HCIIOJIHEHHIO SBIISICTCS OTBETCTBEHHBIM,
OCTaJIbHBIEC UCTIOJHUTEIH TOIy4aloT KOMHIO JOKYMEHTA.
15.9. IlognMHHUK JOKYMEHTa, KOTODPBIM HCIOJHSAETCS HECKOJbKUMH JOJDKHOCTHBIMU JIMLIAMH,
MOJTy4aeT OTBETCTBEHHBIN NCHOTHUTENb. OCTaIbHBIM UCHIOTHUTEISIM MIEPEJAOTCS KOTIHH.
15.10. WsroroBineHue KONHMA JIOKYMEHTa Ui TMepelayd COUCHOJHHUTEISAM OCYIIECTBIIACTCS
cekperapeM o0I1eo0pa3oBaTeIbHOM OpraHU3aIUH.
15.11. Pe3ontonusi COOEPHKUT:

e yKa3aHUE [0 HCIOJIHEHUIO, COJEpXallee KpaTKoe OINHUCaHuE HEOO0XOAUMOro s

HCIIOJTHCHUS ACHCTBUS,
e YyKa3aHUE Ha CpOK, B TEUYEHHE KOTOPOro JIMOO 1O MCTEYEHMs] KOTOPOro HEOOXOAMMO
WCTIOJIHUTH TPEANMCAaHHOE JICHCTBHE;

e JIMYHYIO MOAIHUCH aBTOPA PE30ITIOLINH;

e JIaTy NMPOCTABJIEHUS PE3OJIIOLINU.
15.12. VYkazanue Ha CpOK, B TEYEHHE KOTOPOTO JMOO 10 HMCTEUEHHUS] KOTOPOrOo HEOOXOIUMO
WCTIOJIHUTh TIPEANMCAHHOE JEWCTBUE, MOXKET HE BBIPAXKAThCS KOHKPETHOW JAaTOW M CONEpKaTh
BBIPA)KEHUS: "B YCTAHOBIIEHHBIN 3aKOHOM CpPOK" U T.1I.
15.13. Pe3osroniyst mumeTcst Ha CBOOOAHOM OT PEKBU3UTOB MECTE IEPBOTO JIMCTA TOKYMEHTA.
15.14. B cnygae, kor/a pe30JIIOIUs aJipecoOBaHa HECKOJIBKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
WCIIOJIHEHUE JOKYMEHTa B II€JIOM SIBISIETCSl COTPYAHUK, YKa3aHHBIA IMEPBbIM (BEPXHUM), JHOO
COTPYZIHUK, B OTHOIICHUH KOTOPOTO CJeJIaHa IIOMETKA O TOM, YTO OH SBIISICTCS OTBETCTBEHHBIM.

16. Opranuszauus padoThl ¢ OTHPaBJIsieMbIMH (MCXOASIIMMEU) TOKYMEHTAMU

16.1. Jlo mpemocTaBieHHUs TMPOEKTa OTIPABIAEMOTO (MCXOJAIIET0) MOKYMEHTAa Ha TMOAMHUCH
JUPEKTOPY WM MHOMY YIOJIHOMOYEHHOMY B YCTaHOBJIEHHOM IOpPSJIKE Ha MOANMCAHUE JIULY
OCHOBHOU HCHOJHUTEIh MPOBEPSET MPABHIBHOCTH O(OPMIIEHUS OTHPABISAEMOTO (HMCXOSIIETO)
JOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUSAM HacTose MHcTpykuuu.

16.2. IIpu moAroToBKE OTIPaBISAEMOTO (MCXOJANIEr0) MOKYMEHTa KaK OTBETAa Ha IMOCTYIMHUBIIHI
(BXOIIIMIA) NTOKYMEHT HCIOJHUTENb MPUKIAABIBAET K MOATOTOBICHHOMY IPOEKTY BXOMASIINN
JOKYMEHT.

16.3. IIpoekTsl oTmpaBisieMbIX (UCXOAAIUX) JOKYMEHTOB C YYETOM COOIIOJCHHS YCTaHOBICHHOTO
B PE30JIIOIUMU CpPOKAa HCIOJHEHUs MEePeJaroTCsl OTBETCTBEHHBIM HCIIOJHUTEIEM B  OTAEN
JeJIONIPOU3BOICTBA (KAHIISNSPHS, CEKpETaph) IIKOJIbI I HAIlpaBJICHUs Ha TMOITMCAHHE.

16.4. TlognucaHHble OTIpaBisgeMble (MCXOMAIINE) JTOKYMEHTBI, IepelalTcs pPabOTHHUKY
OTBETCTBEHHOMY  3a  JEJIONPOU3BOJACTBO  IIKOJIbI, KOTOPBIA  OCYILECTBIIAET  MPOBEPKY
KOMILJIEKTHOCTA W COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB OTIPABIAEMOr0 (MCXOJSLIETO)
JOKYMEHTa CIHCKY pAacChUIKMA, a TaKKe MPaBHIBHOCTh OGOPMIICHHUS [OKYMEHTa COIJIACHO
HACTOSALIEH UHCTPYKLIMH.

16.5. B cnyyae HapymeHuss KOMIUIEKTHOCTH MJIM COOTBETCTBUSI KOJMYECTBA, a TaKXKe
MPaBMWIBHOCTH O(GOPMIICHHS JOKYMEHTa COTJIACHO HACTOSIIeH WHCTPYKIHMH OTIpPaBIsieMble
(ucxomdmme) JOKYMEHThl  HE3aMEIUIMTENbHO  BO3BpAIIAlOTCs  paOOTHUKAMU  KaHLEISpUU
OTBETCTBEHHOMY HCIIOJHUTEII0 WM B CIIy4ae OTCYTCTBUSI OTBETCTBEHHOI'O HCIIOJHUTENS €ro
HEMOCPEACTBEHHOMY PYKOBOAMTEIIIO JIJIsl YCTPAHEHHUS HapyIICHU.

16.6. JIOKyMEHTHI TOCJI€ HMX MOJANUCAHUS JUPEKTOPOM WM HHBIM YIIOJHOMOYEHHBIM JIMIIOM
MepelaloTCs B KaHIIETSIPpUIO 00111e00pa3oBaTeIbHON OpraHu3aliy ISl PETUCTPAIMK U OTIIPABKH.
16.7. Peructparius oTnpaBisieMbIX (MCXOASIINX) JOKYMEHTOB OCYIIECTBISETCS MOCTE MPOBEACHUS
paboOTHUKAMU KaHIIENSPUH, OTBETCTBEHHBIMHU 3a JIEIOMPOU3BOJICTBO, MPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBUSI KOJMYECTBA SK3EMILIAPOB, a TAKKe MPABUIHHOCTH OGOPMIICHHS OTIPABISIEMOTO
(McxoaAIIero) TOKyMeHTa.

16.8. Perucrpamusi co3gaBaeMbIX JIOKYMEHTOB OCYIIECTBJISETCS B JI€Hb TMOJANUCAHUS WU
YTBEPkKACHUS TUO0 Ha CIEAYIONINI pabouuii 1eHb.

16.9. CBeneHust 0 PETUCTPUPYEMBIX OTHPABISIEMBIX (MCXOISIINX) JOKYMEHTaX BHOCSITCS B KypHAI
perucTpaiyy OTIpaBIsIeMon (MCXOISIIeH) TOKYMEHTAIIHUH.
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16.10. PeructpaninoHHbIil HOMEp U JaTa OTHPABISIEMOTO (MCXOISIIET0) JOKYMEHTa MPOCTABIISIOTCS
Ha TO/UIMHHUKE JOKyMEHTa B DPEKBH3UTAaX OJaHKa M Ha OJK3EMIULIpE, OCTAIoUIeMCs B Jiene
0011e00pa30BaTEIbHOM OpraHU3aIUH.
16.11. CtpykTypa perucTpalliOHHOTO HOMEpa OTIPABIAEMOro (MCXO/SIIEro) JOKYMEHTa COCTOUT
U3 €ro MopsIKOBOTO HOMEpa U MHJEKCa JIeNa 110 HOMEHKJIAType [ HIKOJIbI.
16.12. OtnpaBka JOKyMEHTOB ITPOU3BOANUTCS IEHTPATU30BAHHO PAOOTHUKAMU KaHIIEISPUH IIKOJIBI,
KOTOpbIE NPOU3BOJAT HX COPTUPOBKY IO CHOCOOy OTHpaBiieHus (mpocrtas, 3akas3Has,
MEeXAyHapoaHAas U Jp.).
16.13. Ilucsma, TenerpaMmbl, OTKPBITKH, OaHIEPOJIN U NeYaTHbIE U3JaHUsI OTIPABIIAIOTCS IOYTOM.
daxkcorpammbl 1 Tese(hOHOTPaMMBI TIEPENAIOTCS 10 KaHaiaM TeJIe()OHHOM CBS3H.
16.14. DnekTpoHHBIE COOOLICHHUS OTHPABISIOTCA C OQHUIMATBLHOTO IMOYTOBOTO AIIEKTPOHHOTO
ajpeca o01e00pa3oBaTeIbHON OpraHU3aIHH.
16.15. IluceMa, TenerpaMMbl, OTKPBITKH, OaHIEpOIIH, (PaKkCOrpaMMbl, JJIEKTPOHHBIE COOOIIEHNUS, HE
CBsI3aHHbIE C paboyell nesTeNbHOCThIO, K OTIPABKE HE IPUHUMAIOTCS.
16.16. JlokyMeHTbI, OTIPABIIIEMbIE CPEACTBAMU ITOYTOBOM CBSI3U MPOXOMST:
e YIIAKOBKY;
e anpecoBaHue (MpU HANPABJICHUHM JIOKyMEHTa Oojiee ueM B 4 ajpeca) — B COOTBETCTBHH C
yKa3aTreneM pacChlIKU, Ha KaKI0M 3K3eMIUISIpe MUChbMa YKa3bIBA€TCsl TOJIBKO OJIMH ajipecar.
e TIPOCTaBJIEHHUE CTOMMOCTH IMOYTOBBIX YCIIYT;
e TIepeJaydy B MOYTOBOE OTIEIIEHUE CBA3H.
16.17. Ilpu moAroToBKe M OTHpaBKE MUCEM HEOOXOIUMO YUYUTHIBATh IMpaBHJIA, YCTAHOBJIEHHBIE
MpuKa3oM MHUHHUCTEPCTBA CBSI3M U MAacCOBBIX KoMMyHHKanuii P ot 31 utonsa 2014 r. N 234 "O6
yTBepkaeHNM [IpaBui okazaHus yciyT MOYTOBOM CBS3H'.
16.18. JIokyMeHTHI, OTIIpaBIIIEMbIe CPEACTBAMHU MOYTOBOW CBSI3M B OJIUH aJIpEC, BKJIAIBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Ucxonsmue MOKYMEHTHI, MpeIHA3HAYCHHBIC MJIsI OTIPABKHU CPEICTBAMH (DaKCUMUIIBLHOM
CBSI3H, OTIIPABIIIOTCS pa0OTHUKAMH KaHIIETSIPUH 0011e00pa3oBaTeIbHONM OpraHu3aIliH.

17. Pa3pa6oTka u BeJeHre HOMEHKJIATYPbI Je]
17.1. JlokymeHTanbHBIN (DOH]I MIKOJIBI — COBOKYITHOCTh JJOKYMEHTOB, 0Opa3yIOIIUXCs B MPOIECCE
€ro JesTenbHOCTU. JlOKyMEHTanbHBIA (DOHA IIKOJIBI COCTABJISIIOT JIOKYMEHTBI, CO3JaHHbIE B
o0ureo0pa3oBaTeIbHON OpraHu3alMil U TOJy4YeHHbIE €10 B pe3ylbTaTe B3aUMOJCHCTBUS C
OpraHaMH TOCYAapCTBEHHOI BJAacTH, OpraHaMH MECTHOTO CaMOYMpAaBIEHUS, IOPUAUYECKUMU U
(bU3MYECKUMU JUIAMH.
17.2. HoMeHknatypa nen sBJSIETCS OCHOBOM (hOPMHpPOBAaHMS JOKYMEHTAIBHOTO (hOHAA IIKOJIBI U
MpejcTaBiIsieT co0Oil CHCTeMaTU3MPOBAHHBIM IIEPEYEHb 3aroJIOBKOB (HAaWMEHOBAaHHI) Jel,
3aBOJIMMBIX B IIKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHUs, U O(OPMIIEHHBIH B COOTBETCTBUHU C
MPaBOBBIMU aKTaMM, PEKOMEHJALMSMU U METOJAMYECKUMHU YKazaHUAMH oOpraHoB Poccuiickoii
Oenepanyu, YHIOJIHOMOYEHHBIX B cdepe ToCyAapCTBEHHOIO YIPABJICHUS AapXUBHBIM JIEJIOM,
JIeIOTIPOU3BOJICTBA U TOKyMEHTOO0OpOTA.
17.3. HomeHkaTypa Jie COCTaBIsSeTCs] Ha OCHOBE U3YyUEHUS MOJIOKESHUN, HMHCTPYKIUI U MpaBui, a
TakkKe JPYrMX JOKYMEHTOB, pEriaMeHTHPYIOIIMX JesITeNbHOCTh  001eoOpa3oBaTebHOM
OpraHu3aly, a TakKe HOMEHKJIATyp JeJl 3a MPEIUIeCTBYIOIINE ToAbl M JOKYMEHTOB,
00pa3ymIuxcs B AeATeIbHOCTH 00111e00pa3oBaTebHON OpraHU3alIiH.
17.4. HomeHknaTypa 1€ UCHOJIb3yeTCd JUIsl TPYNIUPOBKU HCIIOJHEHHBIX JOKYMEHTOB B JI€fa,
CUCTEMaTHU3alluu U y4eTa JIeJl, ONPEAeNCHUs CPOKOB UX XPAHEHUSI U TIOUCKA TOKYMEHTOB, SIBJISETCS
OCHOBOM /1711 COCTaBIICHHS OMUCEH JIeT MOCTOSIHHOTO UM BpeMeHHoro (cBeimie 10 jer) xpaHeHus, a
Takke JJIs ydeTa Jied BpeMeHHOTO (710 10 JeT BKIIUUTENbHO) XPaHeHHUS.
17.5. HomenknaTypa /es BBOJUTCA B IEUCTBHE MPUKA30M TI0 LIKOJIE.
17.6. HomenknaTypa Jiesl TOTOBUTCS B TPEX SK3EMILISIPaX:

e IS IOMEIIEHHUS] B HOMEHKJIATYPHOE JIETIO U MOCTOSIHHOTO XPaHEHUS;

e IS UCTIOJIL30BaHUs B pabOTe OTAEIOM JEIONPOU3BOACTBA (KaHIIEIsIpUeH);

e ISl XpaHEHUS B apXUBE LIKOJIBL.
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17.7. U3 HOMCHKJIATYpbl ACJI MIKOJbI OTBETCTBCHHBIM JIMIIOM 3a BCACHHUC ACIOIMPONU3BOACTBA
O(GOPMIISIFOTCSL BBIMHCKH IS KaXJOTO W3 TOJpPA3ICICHU W OTICIOB 0O0IIe00pa3oBaTeIbHOM
OpraHu3aIuH.

18. ®opmupoBaHue aesa U UX TeKkyllee xpaneHue. [loAroroBka 10KyMeHTOB U JieJl K Iepegade
HA apXHBHOE XpaHeHHUe

18.1. ®opmupoBaHue A€l — TPYNIUPOBKA MCHOJHEHHBIX JOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATYpO# Jen 001eo0pa3oBaTeIbHON OpraHu3alii U CUCTEMAaTH3aIHs TOKyMEHTOB BHYTPH
nena.

18.2. Jlena co AHs MX 3aBEJIEHUS JI0 NIEpeJadyr B apXUB LIKOJIbI WM HA YHUUYTOKEHUE XPAHATCA IO
MeCTy uX (POPMHPOBAHHUS.

18.3. Ilpuka3sl 1O OCHOBHOW, aJMHHHUCTPAaTHBHO-XO3SHCTBEHHOHW, Yy4eOHO-BOCIUTATEIBHOM
JESITEIbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTAENIBHO OT MPHUKA30B 10 JIMYHOMY COCTaBy paOOTHUKOB U
10 JINYHOMY COCTaBY 00ydaromuxcs (y4auxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynnupyercss 3a NEpUOJ] KaJEHJApHOIO TroJa M CHCTeMaTHu3upyercss B
XPOHOJIOTUYECKON MOCIEA0BATEIBHOCTH.

18.5. IIpoBepka HaNMM4UKs U COCTOSIHUS JOKYMEHTOB U € IPOBOAUTCS MIPU MEPEMEIIEHNUH Jell, TPU
BO3BpAarte /e, IPU peopraHu3alii Uiu JMKBUAALUU 0011e00pa30BaTeIbHON OpraHu3aum.

18.6. B apxuB o00meoOpa3oBaTeNbHOW OpraHU3aluK (Jajiee - apxwB) TEpenarTcs Jena
MIOCTOSIHHOTO, BpeMEeHHOT0 (cBbIlIe 10 J1eT) CpOKOB XpaHEHHsI U 110 JIMYHOMY COCTaBy 4epes 3 rojaa
OCJIe TO/a, B KOTOPOM JIOKYMEHTHI ObLITM TIOMEIIEHBI B JEJI0 Ha XpaHEHHE.

18.7. Ilepenaya TOKYMEHTOB B apXUB ITPOU3BOIUTCS MO YTBEPKIACHHBIM OIUCAM JEIL.

18.8. IlogroroBka JOKYMEHTOB M J€J K MEpeAadye Ha apXMBHOE XPAaHEHHWE U HAa YHUUYTOKEHHUE
IpeycMaTpuBaeT:

e DKCIEPTU3Y IIEHHOCTU JOKYMEHTOB;

e COCTaBJIEHUE OMUCEH JIeN MO pe3ysibTaTaM IKCIEPTU3bl UX IEHHOCTH;

e odopmiieHHE NI,

e COCTaBJIEHUE AKTOB HAa YHUUTO>KEHUE JOKYMEHTOB U JIeJ C UCTEKIIUMU CPOKaMU XpaHEHHUSI.
18.9. DkcnepTr3a HEHHOCTH TOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOIO XPAHEHUS OCYILECTBIIACTCS
€XKEroHO JUIOM (JUI[aMHu), Ha3HAYCHHBIM IIPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHUE.

18.10. B neno nomemaercs He 6osiee 250 1ucTOB (TOJIIMHA JejIa IPU 3TOM COCTaBIIIET HE OoJiee 4
cMm). [lpu GosbIIOM KOJIWYECTBE JAOKYMEHTOB (hOpMHUpPYIOTCS TOMa (YacTu) jAena. BHyrpu pgena
JOKYMEHTBI pacrojaraiTcs B XPOHOJOTMYECKOM MOpSIKE B COOTBETCTBUHM C omuchio. B nema
MOMEILAI0TCA TOJIBKO UCTIOJTHEHHbIE, MPABUILHO 0(OPMIICHHBIE TOKYMEHTHI.

18.11. JIokyMeHTbI BHYTpU JI€Ja paclojiararOTCs CBEPXY BHU3 B XPOHOJIOTMYECKOM, BOIMPOCHO-
JIOTUYECKOW TOCHEAOBATEIbHOCTH WMIM HUX COYETAaHUHU. PacmopsiiuTenbHbIE JTOKYMEHTHI
TPYNIUPYIOTCS B Iefia MO BUJAM U XPOHOJIOTHUHU C OTHOCSIITUMUCS K HUM MPUIIOKEHHUSIMHU.

18.12. JInynble KapTOYKU paOOTHUKOB (POPMUPYIOTCS B J1eJ10 1O andaBuTy HaMUITHIA.

18.13. Odopmienue nena mnpeaycMarpuBaeT: OGOpPMICHHE PEKBU3UTOB OOJIOKKH Jiena IIo
yCTaHOBJICHHON (hopMe; HyMepalHio JMCTOB B JeJe KapaHJallloM B BEPXHEM IIPaBOM YIIIY;
COCTaBIIEHUE BHYTPEHHEH OMUCH JOKYMEHTOB Jlelia, MOIIIMBKY U meperuieT Aena. JIuct 6ombiioro
dbopmara, MOAMIMUTBHIA 33 OOUH Kpald, HyMEpyeTcs Kak OJWH JIMUCT B MPAaBOM BEpPXHEM YIIy.
JIoKyMeHTBI ¢ COOCTBEHHOI Hymepallueil TMCTOB, B TOM YHUCIIE MeYaTHbIe U3TaHUsI, HYMEPYIOTCS B
oOm1em mopsiake.

18.14. JIuctsl e, COCTOSIIUX U3 HECKOJBKUX TOMOB WJIM YacTel, HyMEPYIOTCS MO0 KaXI0MYy TOMY
WJIM YaCTH OTAETBHO.

18.15. Tlocne 3aBepiieHHUs] HyMEpPALMHU JIMCTOB COCTABIISIETCS 3aBEpPUTENbHAs HAAMHUCh, KOTOpas
pacrnonaraercs B KOHIE Jiefa. 3aBepuTeIbHas HAAMKUCh COCTABIISAETCS B Jelie HAa OTACIbHOM JIMCTE-
3aBepuUTEIIe Jea.

18.16. B 3aBepuTenbHON Haamucu MUGpaMH U TPOMUCHI0 YKA3bIBAETCS KOJIWYECTBO JIMCTOB B
JAHHOM Jiefie. 3aBepUTeNbHAas HAJNUCh TOJIUCHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM
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paciiupoBKH TMOAMKMCH, IOJDKHOCTH W JaThl cocTaBlieHHs. KoJM4YecTBO IJIMCTOB B Jiene
MIPOCTABIISIETCS HA 0OJIOKKE JIeJia B COOTBETCTBUU C UTOTOBOM HAIIHCHIO.

18.17. PexkBusutr "Cpok XpaHEHHs Jena" MEepeHOCUTCS Ha OOJIOKKY Jella U3 COOTBETCTBYIOIIEH
HOMEHKJIATYPHI JIEJI TIOCNIE CBEPKH €ro CO CPOKOM XpPaHEHHs, YKAa3aHHBIM B MEPEYHE THUIOBBIX
JOKYMEHTOB WJIH B MIEPEUHE JJOKYMEHTOB, 00pa3yIOIIMXCs B ACATEILHOCTH (DeJepaibHOTO OpraHa, ¢
yKa3aHUEM CPOKOB XpaHEHUSI.

18.18. Ha nenax mocTostHHOTO XpaHeHUs nuieTcs: " XpaHuTh MOCTOSHHO".

18.19. Tlpuem nen MpPOU3BOAUTCA COTPYAHUKOM, YIIOJHOMOYEHHBIM HA BEJICHUE JIE€ATEITbHOCTH
apx¥Ba, C TMPOCTABJICHUEM B JIBYX 3K3EMIUISIPAX OIMHUCH JIE] OTMETOK O HAIMYUH KKJIOTo 1eina (Ha
KKIOM 3K3EMIUISPE OMUCU YKA3bIBACTCS KOJMYECTBO (DAKTHUYCSCKU MPHUHATHIX JIEN, JaTa MpreMa-
Tepeiavy JIe)T, a TAaKXKe MOIMICH apXUBUCTA U COTPYIHUKA, ITEPEIaBIIETo Aeia.

19. 3aki104HTeNIbHBIE N10T0KEHUS

19.1. Hacrosimass MTHCTpyKIHs MO €I0MPOU3BOJICTBY SIBJISIETCS JIOKAIBHBIM HOPMATHUBHBIM aKTOM
oOuieo0pa3oBarenpbHON opraHu3anuu, npuHUMaercs Ha CoBeTe TpPYIOBOTO KOJUIEKTHBA MU
yTBepKIaeTcs (BBOJUTCS B IEHCTBUE) MPUKA30M JUPEKTOpa 00111e00pa30BaTEIbHOM OpraHu3aluu.

19.2. Bce n3MeHEHHs U JIONOJHEHMs, BHOCUMbIE B HacTosilyro MHCTpykunio, opopMIISIIOTCS B
MMCBbMEHHOU (popMe B COOTBETCTBUU ACUCTBYIOIINM 3aKOHO1aTeNbcTBOM Poccuiickoit denepanuu.

19.3. MHCTpyKUMS TIO ACJIONPOU3BOACTBY B NIKOJE MPUHUMAETCS HAa HEONPENEITCHHBIM CpOK.
N3menennsa n nononHeHus K VMHCTpyKIIMM NPUHUMAOTCS B MOPSAIKE, MPeayCMOTpeHHOM I1.19.1.
Hacrosuen MHcTpykumu.

19.4. Tlocne npunatus MHCcTpykuuu (WM HM3MEHEHUH M JIOMOJHEHWM OTIENBHBIX IYHKTOB WU
pa3zesioB) B HOBOM peJaKiuy IpeablIylias peJaKiys aBTOMaTUYECKH yTpauuBaeT CUy.
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Tpunoowcenue Ne 1

IIpaBunia
o(popMJIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jlns mnOAroTOoBKM JOKYMEHTOB IPUMEHSETCS TEKCTOBBIM penakTrop, oOecrneuynBaromui
TpeOoBaHUs TPaPUUECKOTO BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugpl u pa3mepsl ucnoibzyembix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
MpUOIIMKEHHBIE K HUM.

3. Ilpu moAroroBke TEKCTOB B TaOiumax, s OOecmeueHHs JIydlied YUTaeMOCTH JaHHBIX,
J0ITyCKaeTcs MpuMeHenue mpudToB Buaa Arial, pasmepos 12,13.

4. lnana3oH HUCIOJIb3YEMbIX MEXIYCTPOUHBIX UHTEPBAJIOB: OT OJUHAPHOTO JI0 MOJIYTOPHOTO.

5. AG3auHbli OTCTYI TEKCTa AOKyMeHTa - 1,25 cMm.

6. 3aroJIOBKM pa3JesioB U MOJAPA3/IeOB MeyaTaloTcs ¢ ad3alHbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 110
LIUPUHE TEKCTA.

7. MHOTOCTpOYHbBIE PEKBU3UTHI MEUATAIOTCS Yepe3 OJUH MEXCTPOUHBIN HHTEpBajl, COCTaBHBIE
4acTHU PEKBU3UTOB OTIEISIFOTCS IOTOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecnu JOKyMEHT TOTOBUTCS Ul U3JaHUS C YMEHbIIEHHEM MacluTaba, TeKCT IedaTaeTcsl yepes
JIBa UHTEpBaJa.

9. UnTepBan Mex 1y OykBaMu B CJI0Bax - OObIYHBIN. MIHTepBan Mexay clIoBaMU - OJHMH MPOOEII.

10. TekcT AOKyMEHTa BbIpaBHUBAETCS MO IIMPHUHE JHUCTA (IO TPaHUIAM JIEBOTO U IPABOro MoJiel
JOKYMEHTA).

11. Jlnuaa caMoil TMHHOM CTPOKH PEKBU3HTA TMPH YTIOBOM PACIIOJIOKEHUHN PEKBU3UTOB HE OoJiee
7,5 cm.

12. JInmHa camMoil JJIMHHOW CTPOKM PEKBU3UTA MPHU MPOJOJBHOM PACMHOJONKEHUH PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopmbl 1oKkyMeHTa

Kon ¢opmbl fokymenTa mpocraBisieTcsi Ha YHU(GULIHUPOBAHHBIX (POpMax TOKYMEHTOB, B OCHOBHOM
HCIOJIb3YeMBIX B KaJpOBOM JIOKYyMEHTOOOOpoTe mIKoJsbl. Pacmonaraercs xoa (Gopmbl B NpPaBOM
BEpXHEM yIiIy pabouero mojs JOKYMEHTa, COCTOMT u3 ciioB "dopma mo" (HaMMEHOBaHHE
knaccudukaropa) u HUPpPOBOTO KOJIa.

Ilpumep - @opma no OKY/] 0301001.

14. HanMeHOBaHME IIKOJIBI

HaumeHoBaHuEe MIKOJIBI JOJDKHO COOTBETCTBOBATh HAMMEHOBAHUIO FOPUJIUYECKOTO JIMIIA,
3aKpeIJICHHOMY B  €ro  y4YpeauTelbHbIX JOKyMeHTax (YcraBe o00mieo0pa3oBaTenbHOM
opranuzanun). [log HauMeHOBaHMEM IIKOJIBI B CKOOKAX yKa3bIBaeTCs COKpPAIICHHOE HAMMEHOBAaHUE
00111600pa30BaTEeIIbHONM OpraHU3aI|H.

Han HanMeHOBaHMEM HIKOJIBI - YKa3bIBAETCS MOJHOE HAUMEHOBAHHE BBIIIECTOSIIECH OpraHU3aliH.

15. CrupaBo4YHEBIE JJAHHBIE O IITKOJIE

CrpaBouHbIe JaHHBIE O IIKOJIE BKIIOYAIOT B ceOs: MOYTOBBIN ajapec, HOMepa TenedoHa, dakca,
aapec »IeKTpoHHOW mouthl, koa mkoisl mo OKIIO (mpocraBnsercs mo OOmepoccuiickomy
KIIacCU(UKATOPY MPEANPUITUIA ¥ OpraHU3aIlHii), OCHOBHOM TOCYJapCTBEHHBIN PETUCTPAlliOHHBIN
Homep (OI'PH), uneHTH(PHUKAITMOHHBII HOMEp HAJIOTOIUIATEIbIINKA/KOA MPUYUHBI TIOCTAHOBKU Ha
Hanorossiit yuetr (MHH/KIIIT).

16. HamMeHnoBaHHe BUJIa JOKYMEHTA

PexBU3UT wucmonb3yeTcss s yKa3aHWS BUJA JIOKYMEHTa M pacloJiaraercs MOJ PEeKBU3UTOM
«HauMeHOBaHue o00I1e00pa3oBaTeNnpHON Opranu3anun». HanMmeHOBaHHME BHIA IOKYMEHTa HeE
yKa3bIBaeTCs B MUChMaXx.

17. laTa JoKyMeHTa
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Jlatoil NOKyMeHTa SsBIS€TCS JlaTa €ro MoAnucaHus (TMpuKas, MUCbMO, 3alMCKa, akT U Ap.),
YTBEP)KICHUS (MHCTPYKLUS, IOJIOKEHHE, IMpaBWia, PErjJaMeHT, IUIaH, OTY4ET U Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKyMEHTE (TIPOTOKOII).

Jlata JOKyMEHTa MPOCTABISAETCS JOJDKHOCTHBIM JIMIIOM, MOAINMCHIBAIONINM WM YTBEPKIAIOIIUM
JOKYMEHT, WJIM TpU PETHCTPALUU JOKyMEHTa, WM HENOCPEACTBEHHO COCTABHTEIEM IIpU
IIOATOTOBKE JOKYMEHTA (CiyeOHas 3aluckKa, 3asBICHHUE U 1P.).

JIOKyMEHTBI, U3JJaBacMble COBMECTHO C APYIrUMH OPraHU3ALUsSMHU JIOJKHBI HIMETh OJHY (E€IHHYIO)
nary.

Jary nokymenTta oopMiIsioT apaObCcKuMu nudpaMy B OCIE0BATEIEHOCTH:

e JIeHb Mecsla, Mecdl, rof. JleHp Mecsauna u Mecsal oQOpMIISIOT ABYMsl MapamHu apaOCKuX
uudp, pasieNeHHBIMH TOYKOW; TOA - YETBHIPbMS apaOCKUMH LU(ppaMu, HaIpUMEp:
01.12.2017. byksa "r" nocine udp He CTaBUTCSL.

e TIpU CIOBECHO-IM(poBOM criocode opopMIIeHUs IaThl JIeHb Mecslla yKa3bIBaeTCs Mapou
apabckux uudp, rof YeThlppbMs apadcKkuMu Hudppamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucTpaliMOHHEIA HOMEP JOKYMEHTA

PeructpanmoHHbii HOMEp JOKYMEHTa MPOCTABIIAECTCS B COOTBETCTBUU C CUCTEMOM pPETMCTpALNH,
IIPUHATOM B IIKOJIE.

PerucrpanmoHasiii HOMep MPUCBAUBAETCS TOKYMEHTY MOCTIE €ro MOAMUCAHUs (YTBEPIKICHHUS).
Ccbuika Ha perucTpallMOHHBIN HOMEp U 1aTy JOKYMEHTA

Ccpuika Ha UCXOAIINN HOMEP M JIaTy JOKYMEHTA aJipecaHTa BKIIFOYAET B ce0sl peruCTparMOHHBINA
HOMEp M JIaTy IOKYMEHTa, Ha KOTOPBIN JOJHKEH ObITh JaH OTBET.

19. Mecto cocraBieHus (M31aHUS) TOKyMEHTa
MecTo cocTaBieHUsI WM U3AaHKUS JOKYMEHTA - "TOPOJ ..." - yKa3bIBaeTCs Ha OJaHKaxX MPOTOKOJIOB
Y aKTOB, COCTaBJISIEMBIX B 00I1e00pa30BaTeIbHON OpraHU3aIlHH.

20. Anpecar

B pexBusute "Anpecar" ucnosip3yroTcs odunMaTbHbIE HAMMEHOBAHUSI OPTaHOB TOCYIaPCTBEHHOM
U WCIOJHUTEIHHOW BJIACTH, OPraHOB MECTHOTO caMOyIMpaBlieHUs, opranuzauuid. [lomyckaercs
UCII0JIb30BaTh O(PUIINATIBLHO MPUHATHIE COKPAIlEHHbIE HAMMEHOBAHUSI OPraHOB rOCYAapCTBEHHOM U
WCIIOJIHUTENIBHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYTMPABIEHUS, OPTaHU3aLIUA.

[Ipu angpecoBaHuu [TOKyMEHTa JOJDKHOCTHOMY M YacTHOMY JIMILy MHHIMANIbl CTaBATCA MOCIE
hamuiun.

Ilpumep - Pyxosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBusut "agpecar" mpocraBisieTcsl B BepXHEH MPaBOil 4yacTH AOKyMeHTa (Ha OJaHKE C yrJIOBBIM
pacrloyiO’)KeHHEM PEKBU3UTOB) WM CIpaBa IO pPEKBU3UTaMU OnaHka (MpuU IPOAOIHHOM
pacroyio’)KeHUu PEeKBU3UTOB Onanka). CTpoku pekBU3UTa "aapecaT' BBIPABHUBAIOTCS IO JIEBOMY
KpAalo WIH LIEHTPYIOTCS OTHOCUTENIBHO CAaMOM JJTMHHON CTPOKH.

[Ipn anmpecoBanuu TOKyMeHTa 0Oe3 yKa3aHUs OJDKHOCTHOTO JIMIIa HAUMEHOBAHMS aJIpecaToB
MUIITYTCS B UMEHUTEILHOM Tajieke, HalpuMep:

Opeanvl cmamucmuku 2opooa Mockewvl
IIpu agpecoBaHuMM JOKYMEHTa pPYKOBOIUTENIO OpraHU3allid HAaWMMEHOBAHUE JOJDKHOCTH
YKa3bIBACTCs B JATCIILHOM IaJeXkKe, HAIIPUMED:

T'enepanvromy oupexmopy OOO «H30anuex
Damunus U.0O.
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[louyToBBIM agpec He yKa3blBaeTCs B JOKYMEHTAaX, HAIPaBIsAE€MBbIX B BBICIIME OpraHbl
roCyJapCTBEHHOH BiacTH, GenepaabHble OpraHbl HCIIOJIHUTENFHON BIACTH U UX TEPPUTOPHATIEHBIC
OpraHbl, OPraHbl TOCYIapPCTBEHHON U UCIIOJIHUTEIILHOM BIIACTH, IIOCTOSI HHBIM KOPPECIIOHIEHTaM.
[Ipu axgpecoBaHMM NMUCbMAa B OPraHU3ALUIO YKa3bIBAIOT €€ HAUMEHOBAHUE, 3aTE€M IIOYTOBBIN anpec,
HarpuMmep:

T'ocyoapcmeennoe  yupeswcoenue  Bcepoccutickuil  HAYYHO-UCCAE008AMENbCKULL  UHCIUMYM
O0OKYMEHMOBeO0eHUs U APXUBHO20 0elld
Ilpogpcorosnas yn., 0.82, Mockea, 117393

[Ipu agpecoBanum NOKyMEHTa (PU3NIECKOMY JIUIY YKA3bIBAIOT (DaMIIINIO U HHULIAANBI TTOJTydaTers,
3aT€M IIOYTOBBIN a/IpeC, HAIPUMeED:

Ilemposy U.II.
Ilpouzeoocmeennas ynu., 0.5, ke.12,
2. Mocksa, 119633

PexBusut "Anpecat" He moikeH coaepxkaTh Oonee yeThipex aapecatoB. Cinoso "Komus" mepen
BTOpPBIM, TPETBHUM, UYETBEPTHIM ajpecaTaMu He yKasbiBaeTcs. llpu umcie ampecaToB Oosee 4-x
COCTABJISIETCS CIIMCOK PACCHUTKU JOKYMEHTA.

Ecmu AOKYMCHT OTHPaBIACTCA B HECKOJBKO OJHOPOJIHBIX OpFaHI/ISaHI/Iﬁ NN B HECKOJBKO
CTPYKTYPHBIX MOApa3AeICHUN OpraHa UCIIOJHUTEIHHON BIIACTH, TO OHU YKA3bIBAIOTCS 0000IIEHHO.
[Tpumep:

Pyxosooumensm yupeocoenuii CI10

20. I'pud yTBEpKICHUS JOKYMEHTA

I'pud yTBepkIeHUs NMPOCTABIAETCS B IMPaBOM BEpXHEM yriay JoKymMeHTa. CTpOKM pPEKBHU3HTA
BBIPABHHUBAIOTCS IO JIEBOMY Kpal0 WM LEHTPUPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KJIaeTcsi  JIOJDKHOCTHBIM — JIMIOM  (JOJDKHOCTHBIMH — JIMIIAMH)  WJIU
pacnopsaUTeNbHBIM TIOKYMEHTOM (ITIOCTAHOBJICHHEM, PEIICHUEM, IPUKA30M, PACIIOPSIKEHUEM ).
[Ipn yTBep)K/IeHUU TOKYMEHTa JOJDKHOCTHBIM JIMLOM Tpu( YTBEp>KICHHS IOJHKEH COCTOSTh U3
cnoBa YTBEPXJIAIO (6e3 kaBbIYeK), HaWMMEHOBAHHS JOJDKHOCTH JIMIIA, YTBEPXKIAIOIIETO
JOKYMEHT, €ro MOAMUCH, HHUINAJIOB, (PaMUIIUU U JaThl YTBEPKACHU L.

[Tpumep:

YTBEPXJ/[AFO
Lupexmop MBOY Ilxona Ne 1238
H.0. Pamunusa

21. Jlata

[Ipu yTBepKaeHUH JOKYMEHTAa HECKOJIBKUMHU JTOJHKHOCTHBIMU JIMIIAMH MX MOJIMUCH PACIIOIararoTcs
Ha OJJHOM YPOBHE.

[Ipu yTBepkJE€HUU JNOKYMEHTa PACHOPAIUTENBHBIM TOKYMEHTOM Tpu( YTBEpKIEHHUS COCTOWT W3
cnop YTBEPXJIEH (YTBEPXIEHO, YTBEPX/EHBI, YTBEPXJIEHA), cormacoBanHoro ¢
HaUMEHOBaHUEM BHUJA YTBEPKIAEMOTO JOKYMEHTa, HAUMEHOBaHUS BUJAa JOKYMEHTa B
TBOPUTEIBHOM MaJI€Ke, €ro AaThl, HOMEpA.

ITpumep:

VYTBEPK/[EHO
npukazom MBOY [llkona Ne 1238
om 01.03.2020 Ne 57
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22. 3aroJoBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKO€ COAEp)KaHUE JOKYMEHTa. 3arojioBOK K TEKCTy IpHKasa
bopmymupyercs ¢ npeiiorom "O" ("O6") u oTBedaeT Ha Bompoc "o uem?"):

e 1puka3 (0 4eM?) 0 CO3JaHUHU KOMUCCHUH;

e 1puka3 (0 yem?) 00 yTBEpK/IEHUU IITaTHOTO PACIMCAHNUS;

e THCHMO (0 yeM?) 0 mpeAoCTaBICHUH HH(OPMAIIUH.
3aroyIoBOK K TEKCTY 0(hOpMIISIETCS IO PEKBU3UTAMU OJIaHKA CJIeBa, OT TPAHMIIBI JICBOTO TIOJISL.
HaumenoBanue (3arosioBok) Ju0OO aHHOTAIUsl JIOKYMEHTa COCTaBII€TCS aBTOPOM IPOEKTa
JTOKYMEHTA.
3aroJIoBOK K TEKCTY MOKET HE COCTABJIATHCS, €CIIM 00bEM JTIOKyMEHTa He TPEeBbIIIacT 4-5 CTpOoK.

23. TekcT JIOKyMEHTa
JlokyMeHTBI 00111e00pa30BaTEIPHOM OpPTraHU3AIMK COCTABIISIOTCS HAa TOCYAApCTBEHHOM  SI3BIKE
Poccuiickoit deaeparuu - pyccKoMm.
TekcT MOKyMEHTa MOMET COJep)KaTh pa3felibl, MOAPa3/Ielibl, IyHKTHI, MOJIYHKTHI, HyMepyeMbIe
apabckumu nuppamu.
B npukazax TeKCT JOKyMEHTa U3JIararoT OT MEPBOTO JIUIA €AMHCTBEHHOTO YHCIIa ((IIPUKA3BIBAIOY)
B nmokyMeHTax KOJUIETHAIBHBIX W COBEHIATENIbHBIX OpPraHax OT TPEThEro JIMIA €JIMHCTBEHHOTO
yucna: («cobpaHue... penrnso)
Texkct mpoTOKONA W3MaraeTcs OT TPEThEro JIMIAa MHOXKECTBEHHOTO YHCTA  («CITYyIIammy,
«BBICTYITUJINY, TIOCTAHOBWIIHY, «PEITUITH),
B coBMecTHBIX JOKyMEHTaX TEKCT WU3JIaraloT OT TMEpPBOTO JIHMIIAa MHOXKECTBEHHOTO YHCIIA:
(«TIpUKa3bIBAEM», «PEIIIHIIN).
B nenoBbIx (CHy:KE€OHBIX) MUCHEMAX MCIIOJIL3YIOTCS (hOPMBI H3JIOKEHHUS:

e OT TEPBOr0 JIMIIAa MHOXECTBEHHOTO YHCJA («IIPOCUM HANpPaBUTh», MPEACTABISAEM Ha

PacCMOTpPECHHEY);

e OT TpeTbero Jimia eauHcTBeHHOro uucia («AnmuHuctpamus OV Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TMEpBOr0 JHIA EAUHCTBEHHOTO 4YHCla («CUUTAl0 HEOOXOIUMBIMY», «IIpeylararo
PacCMOTPETHY).

[Ipu ynotpebiennn B TeKCTe haMUITUN JTUI] HHUITHAIBI YKA3bIBAIOTCS TIOCIIe (DaMIIIHH.
B nen0BbIX (ClIyKeOHBIX) MUCbMAaxX MOT'YT MCIOJIL30BaThCA:
e BCTYIUTEIHHOE OOpalicHHE:
Yeaoicaemviii cocnooun Hearnos!
Yeaowcaemasn cocnooica [lemposa!
Yeaowcaemviit Huxonati [lemposuu!
Veaowcaemas Onvea Huxonaesua!
Yeaowcaemvie 2cocnooa!

B oOpamennn mo JOMKHOCTH HAUMEHOBAaHUE JIOJDKHOCTH MHUIIETCS C MPOMUCHON OyKBBI, B
oOpaiteHnu o (haMUINN UHULUAIBI JINLA HE YKA3bIBAKOTCS.

e 3aKJIIOYHUTENbHAs dTHUKETHas (pasa:
C ysaoicenuenm, ...

CTpaHuIp!l JOKyMEHTa HyMEpYIOTCs, HAUMHAsi CO BTOPOTO JIMCTA IOKYMEHTa apaOCKUMH LuppaMu
MIOCEPEVHE BEPXHETO MOJIA.

TekcT nOKyMeHTa OTAEsEeTCs OT 3arojoBKa JBYMS WM TPeMsl MEXJIYCTPOUHBIMHU HWHTEpBAIaMU
UCIOJIb3YEMBIMU B TEKCTE.

24. OTMETKA 0 IPUJIOKEHHHU

OTMeTKa O TPUIIOKEHUH HCIOJB3YeTCcsl MpU O(GOPMIECHUH MHUCEM M MPHIOKEHUH K IJIaHaM,
porpaMMam, OT4eTaMm, MOJI0KEHUAM, MPAaBUIIaM, HHCTPYKLMSIM U APYTUM

JOKYMEHTaM.
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B muceMax oTMeTKa 0 IpUIIOKEHUH 0(opMIISIETCsl IO TEKCTOM MHCbMa Ha paccTosHuu 1,25 cM oT
IPAHMIIBI JIEBOTO MOJIA. Eciy mpuiiokeHue Ha3BaHO B TEKCTE IIMCHbMA, B OTMETKE O NPUIIOKECHUH
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUISIPOB IIPUIIOKEHHUS, HAIIpUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.
[Ipy HanWMUMKU HECKOJNbKHUX MPWIOKECHUNW, B OTMETKE O TMPWIOKCHHH OHU HYMEpPYIOTCH,

YKa3bIBAIOTCS HAWMEHOBAHHUS KaXJOTO TMPHJIOKEHUS, KOJUYECTBO JIMCTOB M KOJUYECTBO
9K3EMIUISIPOB, HAIPUMED:

Ipunoscenue:
1. Inan-epagpux ... na 3 1. 8 2 7x3.
2. Cnpaska o noomeepacoenuu hakma ooyuenus... Ha 1 1. 6 1 3k3.

Ecnu npunoxxenusi cOponItopoBaHbl, TO KOJUYECTBO JUCTOB HE yKasbiBaeTcs. Eciu mpusokeHue
HaIpaBJISIOT HE BO BCE YKa3aHHbBIC B JIOKYMEHTE aJipeca, TO OTMETKY O €ro HAJMYUu OPOPMIISIOT
CIIEYIOIUM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 3k3. moavbko 68 nepawiii aopec.

Ha npunoxeHusx K mpaBuiiaM, HHCTPYKIHMSAM, TOJOXKEHUSAM, IUIaHaM, IporpaMmam, JI0ToOBOpaM U
JIPYrUM JIOKYMEHTaM OTMETKa O MPUJIOKEHUH NPOCTaBIISIETCS HA MEPBOM JIMCTE MPUJIOKEHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnu npunoxenne ogHO, OHO HE HymepyeTcs. Eciin mpuiIoKeHH HECKOJbKO, OHU HYMEPYIOTCS
(mputoxxenue 1, mpuinoxeHue 2).

B Tekcre mokymeHTa MpH MepBOM YIOMHMHAHUU JOKYMEHTA-TPUIIOKEHHUS B CKOOKaxX YKa3bIBAeTCS:
... (mputoXkeHMe) WK ... (MpusIoKeHue 1); mepes HoMEpPOM MPHUIIOKEHHUS TOTTYCKACTCsl CTAaBUTh 3HAK
HOoMepa: ... (mpmtoxenue N 2);

B oTMerke o mpuiokKeHUH yKa3blBae€TCs HAaMMEHOBAHHE BHJIAa OCHOBHOTO JOKYMEHTa, €ro JaTa u
HOMeEp, HarpuMep:

Ipunooswcenue N° 2 k npuxkazy MBOY Ilxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunoxkeHueM K JOKYMEHTY (Hampumep, K MpUKazy) SBISETCS YTBEP)KIAEMbId TOKYMEHT,
(mono>xeHue, mpaBuia, WHCTPYKILUS, PErIaMeHT U Jp.) B BEPXHEM IIPABOM Iy MPOCTaBIseTCA
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKIACHUS, HAIPUMED:

Ipunoocenue
YTBEPX/I[EHO
npukazom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra peksusura "OTMETKa O MPUIOKEHUU" TOJDKEH COOTBETCTBOBATH BHUIY W
pa3mepy mipu@Ta TeKcTa JOKyMEHTA.

25. I'pud cormacoBaHMs JOKYMEHTA

I'pucd cormacoBanusi TOKyMEHTa MCIIOIB3YETCS MPU COTIIACOBAHUM JIOKYMEHTa C OpraHaMH BIACTH,
OpraHu3alus MU WU AO0KHOCTHBIMU JmuamMu. OH coctoutr u3 cinoa “COIJTACOBAHO”,
JOJKHOCTH JIMIA, KOTOPHIM COTJIACOBaH JOKYMEHT (BKJIIOUas HAUMEHOBAHHME OpraHH3alllH),
JTUYHOHN TIOJIMTUCH, paciin(POBKYU MOAMUCH (MHUITUAIOB, ()aMUJIUN) U IaThl COTJIACOBAHUSI.

IIpumep:
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COIJIACOBAHO

Lupexmop MBOY Ilxona Ne 1238
U.Hn. Heanos

01.12.2017

I'pud cornacoBanus B 3aBUCUMOCTH OT BHUJa JOKYMEHTa M 0COOEHHOCTEH ero opopMiIeHHs MOXKET
IIPOCTaBJIAThCS:

e Ha IEPBOM JMCTE JOKYMEHTa (€CIM JAOKYMEHT MMEET TUTYJbHBIM JIUCT, - Ha TUTYIbHOM
JUCTE) B JICBOM BEPXHEM YTy Ha YpOBHE Tpuda yTBEPKACHUS WIH 1O HaUMEHOBAaHUEM
JOKyMEHTa OJIMKe K HIDKHEMY TTOJTIO);

e Ha MOCJEIHEM JIUCTE JOKYMEHTA [0 TEKCTOM;

e Ha JIUCTE COIJIACOBAHMUS, SIBJISIOIIEMCS HEOThEMIIEMOM YaCThIO JOKYMEHTA.

BHemHee cormacoBaHue TakKe MOXKET OBITh OCYIIECTBIEHO APYIMM JOKYMEHTOM - IHCHMOM,
MIPOTOKOJIOM, ITPUKA30M.
[Tpumep:

COI'TIACOBAHO npukazom /[OzM om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue IPOEKTA JOKYMEHTa 0(hOpMIISIETCSl BU30OH.

Buza mpocraBisiercss COOCTBEHHOPYYHO JMIIOM, BHU3UPYIOIIMM JOKYMEHT, M BKJIIOYaeT B celd
HAauMEHOBaHHE JOJDKHOCTH BU3HUPYIOUIETO, €ro JIMYHYI0 MOJANUCh, pacHIMGpOBKY MOJIIUCH
(uHUIMATBL, (PaMUIINIO) U JaTy.

[Tpumep:

3amecmumens oupekmopa
U 0. ©amunus
03.04.2020

JlommyckaeTcsi MOJUCTHOE BU3MPOBAHKE JOKYMEHTA U €r0 MPUII0KEHHH.

[Ipy Hamuuyuu 3aMe4yaHWid, [JOMOJHEHMH K TPOEKTYy JOKYMEHTa BH3a JIOIOJHSETCS
COOTBETCTBYIOIIUM yKa3aHUEM.

Jlis  [1OKyMeHTa, MOJUIMHHUK KOTOPOrO OTHPABISIIOT W3 IIKOJbI, BHU3bl IMPOCTABISAIOTCA Ha
AK3EeMILISpax JOKYMEHTOB, IOMEIIAEMBbIX B J€JI0.

Jljia JOKyMEHTa, TOAJMHHUK KOTOPOTO OCTaeTCs B IIKOJIE, BU3bl COTJIACOBAHUS MPOCTABISIOTCS HA
000poTe MOCJEeNHEro JHUCTa MOJJMHHUKA JOKYMEHTa WJIM Ha TMOCIEAHEM JIMCTEe JOKYMEHTa IO
MOATHUCHIO.

27. Ilognuck
[loamuchy BKIIOYAET: HAMMEHOBAaHWE JOJDKHOCTH —JIMIA, MOANUCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MMOJIMUCH; paCIIU(PPOBKY MOIMUCH (MHUIUABI, paMuiTus):
ITpumep:

Hupexmop nuunas noonuce U.0.Pamunus

Ecnmu  nokyment odopmieH He Ha OnaHke, B HaMMEHOBAaHHE JIOJDKHOCTH BKIIIOYAETCS
HalMeHOBaHHe 00Ie00pa3oBaTeIbHOM OpraHu3anuu (MMoJIHOEe Ha3BaHME WIKOJIbI). [lomyckaeTcs B
pexBusute "lloanuch MOJKHOCTHOTO JMIA" LEHTPUPOBaTh HAMMEHOBAHUE [OJDKHOCTH JIMIIA,
MIOJIHUCABIIEr0 JOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH.

IIpn moamucaHuM JOKyMEHTa HECKOJBKUMHU [OJDKHOCTHBIMHM JIMIAMHU Pa3HBIX JOJDKHOCTEM HUX
MIOJIMUCH PACIOJIaraloT OJHY MOJ IPYrod B IOCIEAOBATEIbHOCTH, COOTBETCTBYIOLIEH HEPAPXUU
3aHMMAEMOH TOJKHOCTH.

IIpumep:
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Jupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa nuunas noonuce H.0.D.

IIpy noanucaHuM [JOKYMEHTAa HECKOJIBKMMHU JIMIIAMHU paBHBIX JOJDKHOCTEM MX MOANNCU
pacrionararoT Ha OJJHOM YPOBHE.

B noxymMmeHTax, COCTaBIEHHBIX KOMUCCHEH, YKa3bIBa€TCs CTATYC JIMIIA B COCTABE KOMUCCHUU:
IIPOCTaBJIEHUEM KOCOM uepThl Mepe] HAaUMEHOBAaHMEM JOJDKHOCTH (I00aBIATh Kakue- JIu0o
IIPUCTABKN).

Ecnum nupexrop wniauM HMHOE YIOJIHOMOYEHHOE Ha IOANKMCAHME JOKYMEHTa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OO0JIe3Hb, KOMAaHIHMPOBKA) WJIH JOJDKHOCTh BakKaHTHA, TO JOKYMEHT
MIOJANMUCBHIBAET  COTPYJHHK,  YIOJHOMOYEHHBIH Ha  IOANMCAaHUE B  COOTBETCTBHH  C
PacoOpSIANTENBHBIM JIOKYMEHTOM WJIM HAJEJICHHBIN MMOJTHOMOYMIMH, YCTAaHOBJICHHBIMU MPHUKA30M
urkoJibl wim yupeaurens (JJOrM), ¢ ykazanuem cBoeil JOKHOCTH U ITOJIHOMOYUS, HAIIpUMED:

3amecmumens oupekmopa noonuce U.0. amunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucwy U.0. @amunus
TN

u.o. oupekmopa noonucv 1U.0. @amunus

PexBusut "lloamuchk M0DKHOCTHOTO JUIA" MOXKET OBITH O(GOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEeHTa (Hampumep, MPU HAMHUCAHUM CIY)KEOHOW 3amucKu 0e3 NMPUMEHEHHS TEXHUUYECKHX
cpenctB) 1u60 0(hOPMIICH C UCTIOTB30BAHUEM TEXHUUYECKUX CPEJICTB.

B cmygae odopmienns pexBusuta "lloamuchk M0DKHOCTHOTO JMIA" C  HCIOJIB30BaHUEM
TEXHUYECKUX CPEACTB BUJ M pa3zMmep Hipudra yKazaHHOTO PEKBU3UTA HE MOXKET OTIMYATHCS OT
BHJIa M pa3Mepa MmIpUQTa OCHOBHOTO TEKCTa TOKYMEHTA.

PexBusut "l[lognuch JOJDKHOCTHOTO JuIA" OTHAEHSETCS OT TEKCTa TpeMs WM  YEThIPbMS
OJIMHAPHBIMU MEXTyCTPOUYHBIMU HHTEPBAJIaMHU.

28. [leuaTh

[leyatp siBHsieTCs CIOCOOOM MOJATBEPKIEHUS IMOMJIMHHOCTU TMOJIMKHCH JOKHOCTHOTO JIMIA Ha
nokymenTte. [ledats craBUTCA HAa TOKyMEHTax B CilydasiX, IPEAyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WM UHBIMH HOPMATHUBHBIMU MPAaBOBBIMH aKTAMHU.

Ileyatps cTaBUTCS Ha CBOOOJHOM OT TEKCTa MecCTe, IPU ITOM OTTHUCK I€YaTH HE 3aXBaThIBACT
JUYHON MOANMUCU JTOJDKHOCTHOTO JIMIIA TOJMHMCABIIEro JOKYMEHT, WM B MecTe, 0003HAaYeHHOM
«MII» («MecTto meuaTn»).

B noxymeHTax, MOJrOTOBJICHHBIX HA OCHOBE YHU(DUIUPOBAHHBIX (POPM, TeUaTh CTABUTCSA B MECTE,
00603HaueHHOM oTMeTKOK "MII" nam uHBIM 00pazom.

29. OTMeTKa 00 UCIIOJHHUTEIIE

OtmeTka 00 ucHonHHTENE (aBTOpE) AOKYMEHTa MPOCTAaBJSETCS HAa MHUChMaxX IIKOJBl B JIEBOM
HWKHEM YTJy JIMIIEBOM CTOPOHBI MOCIIEIHETO JINCTA TOKYMEHTA OT I'PAHMIIBI JIEBOTO MOJISl WM, IPU
OTCYTCTBHH MECTa, - Ha 000POTHON CTOPOHE BHHU3Y CIIEBa.

OtmeTKka BKIIOYaeT (haMUJIMIO, UMS, OTYECTBO HCIIOJHHUTENS M HOMEp ero TeiaedoHa, a TakkKe
OTMETKa 00 HCIOJHHUTENIE MOXET IOTOJHITHCS HAUMEHOBAHHEM JOJKHOCTH U DIEKTPOHHBIM
aJpecoM HCIIOTHUTEIIA.

IIpumep:

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

30. OT™MeTKa 0 3aBEPEHUM KOIIUM

JU1g OATBEPKACHUSI COOTBETCTBUSI KOIIMM (BBIIIUCKU U3 JOKYMEHTA) MOJIMHHUKY JOKYMEHTa Ha
MOCIIEIHEM JINCTE KONMM (BBIMMCKH M3 JOKyMeHTa) moj pekBusutoMm "lloammce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUN KOITUI.

OTMmeTKa O 3aBEepEeHHMM KOIMHU BKIIOYAET: CJI0BO «BepHO», HauMEHOBaHHE JIOJDKHOCTH JIMILIA,
3aBEPUBILIETO KOIMHIO, COOCTBEHHOPYYHYIO MOJMNHMCH, pPAacIM(POBKY MOANUCH (MHULIKAIBI,
(bamMuuio), naTy 3aBepeHus KOMMH JOKYMEHTA.

PexBm3ur «OTMeTKa O 3aBEpPEHUH KOMUW» MOXKET OBITh OdopMIIeHA OT pyKA WIA C
HCI0JIb30BAHUEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaX bl JTUCT MHOTOCTPAHUYHON KOIIMU JOKYMEHTA.

31. OTMETKA 0 HOCTYIUIEHWHU JIOKYMEHTA

OTMeTKa O MOCTYIUIEHHH JIOKYMEHTa COJEPXKUT BXOJSLINI PETUCTPAllMOHHBI HOMEp MU JAaTy
MOCTYIUICHUsT JIOKyMeHTa. JlomyckaeTcsl yka3aHWE YacOB M MHHYT TOCTYIUICHUS JOKYMEHTa C
3aBepeHI/I€M IO AT CSIMHA SaI/IHTepeCOBaHHI)IX JINII.

OTMGTKa (0] HOCTyHJ'ICHI/II/I I[OKYMGHTa MOXET HpOCT&BJ’[fITBCfI C UCIIOJIB30BAHUEM LITaMIIA.

32. Pe3oaronus
Pezosnrorust comepkUT yKkazaHuE MO HMCIOTHEHUIO AoKyMeHTa. OHa odopmisieTcss Ha CBOOOTHOM

MecTe paboyero nojsi J0KyMeHTa.

Pe3omronus BritouaeT B cedsi: haMuiInio, MHUIMAIBI UCIIOJHUTENS (UCIIOJIHUTENEH), HOpyYEeHHE 110
JOKYMEHTY, IOJIUCh aBTOPa PE30JIIOLUH U AaTy O(OPMIICHHSI PE30TIOLHH.

Pe3omronus, mo ycMOTpEHHIO JIHLIA, JAIOIIEro MOpyYeHHE, MOXKET BKIIIOYaTh B ceOs TaKXkKe CPOK
UCIIOJIHEHUS TOKYMEHTA.
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