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HNHcTpyKus 1o /1eJ10npou3BoJACTBY
MBOY «JlecHOBCKasi CpeIHAA LIKO0JIa»

1. O0mue moJ10KeHUS
1.1. Hacrosimiast UHCTpyKIMs 10 A€10NPOU3BOACTBY B IIKO0JIe pa3paboTaHa B COOTBETCTBUU C
®enepasibHbIM 3aKOHOM 0T 29.12.2012 Ne 273-®3 "O6 obpa3zosanuu B Poccuiickoit @enepanyn”
¢ u3meHenussiMu ot 4 asrycra 2023 roma, I'OCT P 7.0.97-2016 «Cucrema ctaHgapToB IO
uHpopmanuu, OUOIMOTEUHOMY U U3JIaTEIbCKOMY ey, «OpraHu3alioOHHO-PACIOPSIUTEIbHAS
nokyMmeHTtainus. TpeOoBanus kK oQOpMIEHHIO JOKYMEHTOB», a Takxke Ycraom MBOY
«JlecHoBckas cpeansis mkona» (nanee — lllkona) u ApyruMu HOpMaTUBHBIMU MPABOBBIMU aKTaMU
Poccuiickoit  denepauuu, peraaMeHTUPYIOIIMMU  JIEATEIBHOCTh  001e00pa3oBaTeNbHbIX
OpraHu3aIu.
1.2. JlanHas MHCTPYKIMS IO JAEJIONPOU3BOJACTBY B opraHuzauuu (naigee - HHCTpyKuus)
0003HayaeT npaBuiia MoroTOBKH 1 0()OPMIICHUS JOKYMEHTOB B OpTaHU3aLINH, OCYIIECTBISIONICH
00pa3oBaTeNbHyI0 JESTENbHOCTD, ONpeAeseT CTaHAapThl O(OPMIICHHUS PEKBU3UTOB, OJIAHKOB
JIOKYMEHTOB, COCTaBJICHUSI IPHUKA30B, IOJIO)KEHUH MHCTPYKLMH, a TaKXkKe PpEeriaMeHTUpYeT
(dopMHpoBaHUE JIeNl U MX TEKylllee XpaHEHHe, MMOJrOTOBKY JIOKYMEHTOB M JeJ K Iepejaade Ha
apXMBHOE XpaHEHUE B 0011e00pa30BaTeIbHON OpraHU3aIiH.
1.3. MHCTpYKIMS MO JEJIONPOU3BOJCTBY B YUpEXKJIEHUHM pa3padoTaHa B LENSIX YCTaHOBJICHUS
€IMHBIX TPeOOBAaHUM K MOATOTOBKE, 00pabOTKE, XpaHEHUIO U HUCIIOIB30BAHUIO 00Pa3yIOMIMXCS B
nesTenbHOCTH LIIKOoJIBl M MOCTYNaImuUX B HIKOJIY JOKYMEHTOB, a TAKXKE COBEPIIEHCTBOBAHUS U
NOBBIIICHUS 3(PPEKTUBHOCTH JEIONPOU3BOCTBA 00111€00pa30BaTEIbHON OpraHu3allnu.
1.4. Tonoxxenuss MHCTPYKIIMKM PACTIPOCTPAHSIIOTCS HA OpraHU3allMI0 pabdOThI C JOKYMEHTaMHU
HE3aBUCHMO OT BHJa HOCHUTEN, B TOM 4MCIE€ C JJIEKTPOHHBIMU JOKYMEHTaMH, BKJIIOYas
HOJArOTOBKY, 00pa0OTKy, XpaHEHHE M HCIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIMH C
MOMOIUIbI0 UHPOPMAITMOHHBIX TEXHOJIOTHH.
1.5. Opranuszanuio, METOIUYECKOE PYKOBOJCTBO, COBEPIIEHCTBOBAHUE IEIIONPOU3BOACTBA U
KOHTPOJIb 32 COOJIIO/IEHNEM HacTosAlell MTHCTpyKIuu B 1IKOJIe OCYIIECTBIISIET OTBETCTBEHHBIH 3a
BEJICHUE JIEI0NIPOU3BO/ICTBA.
1.6. CBenenwsi, copepkamecs: B JOKyMEHTaX, MOTYT OBITh MCIOJIB30BAaHBI TOJBKO B pabOvmMx
LEJIIX B COOTBETCTBUHU C IMOJHOMOYMSMHU COTPYIHHKA, pabOTaroIIero ¢ JokyMmeHtamMu. Pabora ¢
JIOKYMEHTaMU BHE MOMEIIEHUH IIKOJbl He aomyckaercs. [Ipu yTpare JOKYMEHTOB MpPOBOIUTCS
ciry>keOHast IpoBepKa.
1.7. Tlpu yxone B OTHYCK, IepeBojie (MepeMelieHnn) mo padboTe WIM B CIy4yae YBOJIbHEHHS
COTPYAHMK O0s3aH TepelaTh BCE HAXOMAALIMECS Yy HEro JOKYMEHThl HMHOMY COTPYIHHKY,
onpefeNéHHOMY B  COOTBETCTBHM C  YyKa3aHHEM  HEMOCPEICTBEHHOTO  PYKOBOIMTENS
YBOJIBHSIEMOTO, YXOJAILIEro B OTIYCK WM IepeBOAsIIerocs (mepeMeriaeMoro) mo pabore
COTPY/JIHUKA.
1.8. MHcTpyKiuus 10O BEJEHMIO JENONPOU3BOJACTBA O0s3aTeNbHA Ui COOJIIOJICHUS BCEMH



paboTHUKaMU IIKOJIbl. BHOBb MPHUHSTHIE HAa pabOTy COTPYAHUKH, B JOKHOCTHBIE 00sI3aHHOCTH
KOTOPBIX BXOJIUT BEJICHUE TOKYMEHTAIINH, B TCUCHUE TPEX padoUnX JHEU cO AHS U3JaHUS IPUKa3a
0 HAa3HAYEHWU HA JIOJDKHOCTH JIOJDKHBI OBITh O3HAKOMIIEHBI ¢ Hactosiuied MHctpyknueil mon
MOATMHUCH.

2. IlpaBuJia NoAroToBKU U 0opMJIeHHS JOKYMEHTOB
2.1. B [eATenbHOCTH WIKOJIBI CO3/a€TCs KOMILIEKC OpPraHM3allMOHHO PacHOPSAUTENbHBIX
JOKYMEHTOB: TIPUKa3bl, OJOXKEHHUS, TIPABUIIA, HHCTPYKIIUH, PETJIIAMEHTHI; IIPOTOKOJIBI 3aCeIaHMHi
(coBenIaTenbHBIX, KOOPAMHALMOHHBIX, SKCIEPTHBIX M Jp. OPraHoB), aKTbl, aHAIUTUYECKHE
CHpaBKH, JOKJIAJHBIE U CIy)KEOHBIC 3alUCKH, JOTOBOPHI (KOHTPAKTHI, COTJAIICHUS), JeI0Bas
(cmy>xeOHas) mepemucka M Jp. COCTABIAIOTCS M O(QOPMIISIOTCA CIEHUAIbHBIE JTOKYMEHTHI,
CBSI3aHHBICE C IUIAHMPOBAaHHEM O0Opa30BaTEeNIbHOM  JESATEIBHOCTH UM OCYLIECTBICHHUEM
XO3SIUCTBEHHBIX MEPOIPUATHI, BeIeHHUEM Yy4eOHO-NEeJarornyeckoro ydera, OpraHu3anuen
nenornpousBozcTsa LIkoinel, o6ecriedeHnemM OyXraaTepcKoro y4yera.
2.2. JIOKyMEeHTBhl MOTYT CO3/1aBaThCsi Ha OyMaKHOM HOCHTENIE U B JJIEKTPOHHOH Qopme ¢
COOJIIO/ICHHEM yCTAaHOBJICHHBIX MPAaBUII OPOPMIICHHS TOKYMEHTOB. [Ipu co3qannu 10KyMeHTa Ha
IBYX U 00Jiee CTpaHUIIaX BTOPYIO U MOCIEAYIONINE CTPAHUIIBI HyMEPYIOT.
2.3. Homepa cTpaHUII TPOCTABIISIOTCS IMTOCEPEINHE BEPXHETO MO JOKYMEHTa Ha PACCTOSIHUU HE
meHee 10 MM OT BepxHero kpas nucta. Jlomyckaercs co3laHue JOKYMEHTOB Ha JIMIEBOH U
000pOTHOM CTOPOHAX JIUCTA.
2.4. IIpu 1ByCTOPOHHEM CO3JJaHUH JOKYMEHTOB LITUPHUHA JICBOTO MOJIsI HA JIMIIEBOI CTOPOHE JIHCTA
U TIPABOTO TOJISl HA 00OPOTHOW CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.
3. PeKBH3HMTHI JOKYMEHTOB
3.1. Jlns pexkBU3UTOB JOKYMEHTOB, CO3/1aBa€MbIX B 00I1€00pa30BaTEIbHON OpraHU3alUun
yCTaHaBIMBalOTCA MpaBmiia u Tpedbosanus B coorserctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA ONPEACIISICTCS €ro BUIOM M Ha3HAYCHUEM.
3.3. Ilpu moarotoBke u odopmieHun TOKyMeHTOB B Illkone uCmonb3yroTcs cleayroue
PEKBU3UTHI:
Koz pOpMBI JOKYMEHTA;
HaNMEHOBAHHE IIKOJIBI;
CIpaBOYHbBIE IaHHBIE O ILIKOJIE;
HaNMEHOBAaHME BU/Ia JOKYMEHTA;
JlaTa JOKyMEHTa;
PETUCTPAIIMOHHBIA HOMEP JTOKYMEHTA;
CCBUIKA HA PEerUCTPALMOHHBIA HOMEp U J1aTy JOKYMEHTa;
MECTO COCTaBIJIeHUsI (U3aHUs) IOKYMEHTA;
ajipecar;
rpu¢ yTBEpKICHUS JOKYMEHTA;
3aroJI0BOK K TEKCTY;
TEKCT IOKYMEHTA;
OTMETKA O MPUJI0KEHUH;
rpu¢ cormacoBaHus JOKYMEHTA;
BU3Q;
TIO/TIHCE;
OTMETKA 00 3JIEKTPOHHON MOIIHCH;
neyaTh,;
OTMETKa 00 UCHIOJHUTEIE;
OTMETKA O 3aBEPEHUH KOITUH;
OTMETKA O TIOCTYIUICHUH JIOKYMEHTA;
PE3OTFOTTHSL.

4. B1aHKH 10KYMEHTOB

4.1. HokymenTtsl, co3naBaemble B MBOYVY «JlecHoBckast cpenHsisi mIkosia» , opopMIIIIOTCS Ha



OJlaHKax, M3rOTOBJICHHBIX HAa CTaHAAPTHBHIX JiucTax Oymaru gopmaroB A4 (210x297 mm) u AS
(148x210 wmm). OtnenpHBIE BHUABI JOKYMEHTOB (TaONUIBI, CXEMBI, CMETBHI) JOIYyCKAeTCs
obopmiATh ¢ wucnonb3oBanueMm ¢opmara A3 (420x297mm). JIOKyMEHTBI, COCTaBJISIONINE
BHYTPEHHIOIO IIEPENHCKY, O(OPMIISIOTCS Ha CTaHAAPTHBIX JUCcTax Oymaru ¢opmara A4 (210x297
MM) 0€3 UCITOJIb30BaHUs OJTAaHKOB.
4.2. Kaxxaplit TuCT 1OKyMeHTa, 0pOopMIICHHBIN Ha OJaHKe uik 06e3 Hero, TOJHKEH UMETh IOJIs He
MeHee:
20 MM - J1€BOE;
10 MM - mpaBoe;
20 MM - BepXHEE;
20 MM - HUXKHEe.
4.3. JIoKyMeHThI AauTeNbHbIX (cBbllIe 10 J€T) CpOKOB XpaHEHUs JOJIKHBI UMETh JIEBOE I10JIE HE
MeHee 30 MM.
4.4. Bunpl 6J1aHKOB JIOKYMEHTOB ITPUMEHSEMBIX B IIKOJIEC:
001U OJIaHK;
0JIaHK MHCHMa;
0JIaHK KOHKPETHOTO BHJa TOKyMeHTa (OJIaHK MpHKa3a, OJIaHK pacropsbKeHus, OIaHK MPOTOKOJa
u p.)
4.5. O6pa3upl pazpaboTaHHBIX U MPUMEHSEMbIX B IIKOJIE OJAaHKOB MOJJIEKAT BKIIOYEHUIO B
MHCTPYKLHUIO 10 nenornpou3BojacTBy Illkonbl B kauecTBe NpuiioKeHUU (TpuioxkeHue 3 Ha 3
JIUCTax).

5. IlIpuka3swbl
5.1. Ilpukazamu oGOPMIISIOTCS PEUICHHsS IO ONEpPaTUBHBIM, OPTraHU3AIMOHHBIM, Y4YEOHBIM,
KaJIpOBbIM (IIpHIIOKEeHHE 2 Ha 9 TUCTax) U IpyrUM BOIIPOcaM pabOThI IIKOJIBL.
5.2. TlpoexkTsl TPUKA30B TOTOBST OTBETCTBEHHBIC HCIOJHUTENIN HAa OCHOBAaHHHM MOPYUYEHUN
JIUpeKTopa, ero 3amectureneil. [IpoekTsl MpHKa30B MO JMYHOMY COCTaBY TFOTOBUT CEKpPETapb
[Txomb1
5.3. B mpukazax TekcT uznaraercs ot nepBoro jguna exruHctBeHHOro uncia («IIPUKA3BIBAIOy).
5.4. Tekcr mpuka3za MOXET COCTOATh W3 JBYX 4YacTel: KOHCTaTupymoied (mpeamOysibl) H
pacnopsAIUTENbHOM.
5.5. B koHcTaTtupymomei 4YacTd KpaTKO M3JIararoTcs IeNd W 3agadd, (akThl U COOBITHS,
MOCTYKUBIIIME OCHOBAHUEM JUTsl M3/IaHuA nprka3za. OHa MOXKET HauMHAThCs cinoBamu "B memsax",
"B cootBerctBun", "Bo ucnonnenue", u 1.1. Eciu npuka3 u3maercs Ha OCHOBAHMM APYIrOro
JIOKYMEHTa, TO B KOHCTAaTUPYIOILIEH 4acTU yKa3blBaeTCsd HAMMEHOBAaHUE 3TOr0 JOKYMEHTA, €ro
nata, HoMep U 3aroyioBok. IIpeamOyna B mpoekTax NpPHUKAa30B 3aBEpIIAETCS CIOBOM
«ITPUKA3BIBAIO», koTOpoe neyaTaercs 3arjiaBHbIMU OyKBaMH.
5.6. PacniopsauTenbHas 4acTh JOJIKHA COAEPKATh MEPEUNCICHUE MPEANUCHIBAEMbIX JIEUCTBHI C
yYKa3aHUEM HCIIOJIHUTENS Ka)XJ0ro JEHCTBUS M, MpU HEOOXOIMMOCTH, CPOKOB HCIOJHEHHUS.
PacnopsimuTenbHas 4acTh JENUTCSA HA MYHKTHI U MOAMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
nugpamu. JleficTBUS OJHOPOJHOTO XapaKTepa MOT'YT ObITh IEPEUMCIIEHBI B OJHOM IIYHKTE.
5.7. B kadecTBe MWCIIOJHUTEIEH YKa3bIBaIOTCS 3aMECTUTENM AMPEKTOpa, NMpeacenaTesnd WIn
PYKOBOJUTENN pabouuX rpyIil (KOMUCCH).
5.8. Ecnu mpuka3 u3MeHseT paHee W3JaHHBIA JOKYMEHT (IyHKTHI JOKYMEHTa), TO OAWH W3
MYHKTOB PacHOPSAUTENbHOM YacTH TEKCTa [JOJDKEH COAEpXkaThb CChUIKY Ha W3MEHSEMBbII
JOKYMEHT (IIyHKTBI JOKYMEHTA) C YKa3aHHEM €ro JaThl, HOMEpa U 3arojIoBKa.
5.9. Ecan npuka3 oTMeHsieT AeicTBHE paHee M3JAaHHOTO JOKYMEHTa (MyHKTOB JOKYMEHTA) C
OIPEAEIEHHON JaThl, TO OJMH U3 IIYHKTOB PACIOPSAAUTEIbHON YaCTH TEKCTA T0JKEH HAUMHATBCS
cinoBamu "[Ipu3HaTh yTpaTHBIIMM CUITY...", 1ajiee yKa3bIBaThCs J1aTa, HOMEP M 3arojiOBOK paHee
U3JJAHHOTO JJOKYMEHTA (IyHKTa JOKYMEHTa), a TaKXKe J]aTa, ¢ KOTOPOil OTMEHSIETCs €ro JIeHCTBHE.
Ecnin nata He yka3aHa, TO JAeHCTBHE paHEE W3/JaHHOTO JOKyMeHTa (IyHKThl JTOKyMEHTa)
OTMEHSETCS C 1aThl U3/1aHUs HOBOTO ITPHKA3a.
5.10. Eciu mpuka3 OTMEHSIET paHee M3IAHHBIM JTOKYMEHT C MOMEHTa W3JaHWs, TO OAUH W3



MYHKTOB PacCHoOpSAUTEIbHOM YacTH TEKCTAa MOJKEH HadyuHaThCAd clioBaMu "'OTMEHHTh..." H
YKa3bIBaThCs JaTa, HOMEP U 3aroJIOBOK paHee U3JIaHHOTO JJOKYMEHTA.
5.11. Ecnu mpuka3 npenoiaraeTcs BBECTH B JCHCTBHE HE ¢ MOMEHTA €ro M3JjaHusl, He0O0X0IMMO
yKas3aTb CPOK BBEJIEHHMs €ro B aeiicTBue. [locneqHuil MyHKT pacloOpsAUTEIbHON Y4acTU MOKET
COJIepXkKaTh CBEJEHUS O JOXKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTCsi KOHTPOJIb 3a UCIIOJTHEHUEM
npuKasa.
5.13. Tlpuka3sl HOJMUCHIBAIOTCS TOJIBKO JAUPEKTOPOM 001Ie00pa30BaTeIbHON OpraHU3aluu Uiu
pabOTHUKOM, UCIIOJIHSIOLIUM €T0 00sI3aHHOCTH.
5.14. OTBETCTBEHHOCTH 332 00ECIICUCHHE CBOCBPEMEHHOMN M KAYECTBEHHOMN MOATOTOBKH MTPOCKTOB
MPUKA30B U WX COIJIACOBaHUE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU U OPraHU3alUsIMU HECYT
aBTOPBI ITPOEKTA IIPHUKA3A.
5.15. PeructpaunoHHble HOMEpPaA MPUCBAUBAIOTCA MpUKa3aM 110 MOPSIKY HOMEPOB B Ipelenax
KaJICHAPHOT0 rojia.
5.16. [laTa peructpaiuu nmpuKasa siBJasieTcsl JaTOW ero Mo muCaHus.
5.17. Ilpuxa3bl GOpMUPYIOTCA B KHUTH, KOTOPbIE MPOIINBAIOTCSA, HOMEPYIOTCS U CKPEIUIAIOTCS
MOJAMKCHIO U NIEYaThI0 PYKOBOJIUTENSI HE PEKE, YEM pa3 B KBapTall.

6. IIpaBuaa, M0J10:KeHUs], HHCTPYKIHMHU
6.1. [IpaBuiia — HOPMATHBHBIN aKT, ONMPEACISIONINI TOPSIOK KAaKOTO-JIN00 BHJIA ACITEITLHOCTH,
YCTaHABIMBAIOIIMKI WK 3alpelIaloIni ONPeIeICHHOE OBEICHHE.

6.2. TlonoxeHue — HOPMATUBHBIA aKT, JI€TAJbHO PETJIAMEHTUPYIOIIMM MpPaBOBOW CTaTyC,
MOPSIOK OPTaHU3AlIMY U TPOIEAYyPY KaKOro-nu0o BHU/Ia AESITEIbHOCTH.
6.3. UHCTpyKIIUSI — HOPMATUBHBIA aKT, W3/1aBa€MbIi B IIEJIAX PA3bSICHEHUS M ONPEICICHUS

HOpsi/IKa IPUMEHEHHUSI COOTBETCTBYIOIEI0 HOPMATUBHOTO aKTa JIM0O ¢ LIENbI0 YKa3aHUs HOPM O
Croco0ax BBIMOJIHEHUSI OIPEEIIEHHBIX onepanuil (IeicTBUi).
6.4. [IpaBuia, MOJIOXKEHUS, MHCTPYKLIUU IPUHUMAIOTCA (B 3aBUCUMOCTH OT BHJIA JJOKYMEHTA) Ha
VYnpasisromeM coBete, 3acenanusax [Ipodcoro3HOro KoMuTeTa, NeIarorndeckoro COBETa mKOJIbI
U YTBEPKIAIOTCA JUPEKTOPOM.
6.5. Ilopsi0K MOArOTOBKYU MIPOEKTOB MTPaBUIL, I10JIOXKEHUS, UHCTPYKIIMH COOTBETCTBYET O0OLIEMY
HOPSIKY HOATOTOBKU IPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHU3aIUH.
6.6. TekcT mpoekTa IMOJIOKEHUsI, NMPaBUJI, HHCTPYKLIUK MEYaTaeTcss Ha YUCTOM JIUCTE OyMaru
dopmara A4.
6.7. OTINYUTENBHBIMH XapaKTEPUCTUKAMH TEKCTOB MPaBUJI, TIOJI0KEHUS, UHCTPYKIIUHU SIBISIOTCS:
TOYHOCTh TNPUMEHSAEMBIX (OPMYIHUPOBOK O€3 HCIOJIb30BAHUS CIOB M MOHATHH, HMMEIOIIUX
MHO’KE€CTBEHHBIN CMBICIT;
UCIIOJIb30BaHUE KOPOTKUX TPEAJIOKEHUH, OOIIENPUHATHIX BBIPAKEHUH U CBA30K, IpHU
HEOOXOJUMOCTH - MpPEIBAPUTENILHOE OINPECIIEHUE MCIONIb3yEMbIX MOHSITHH, COKpAIICHMH,
ab0peBuatyp;
OIMCAaHNE BCEX BO3MOKHBIX BAPHAHTOB COOBITHI 1 COOTBETCTBYIOLIUX UM BApUAHTOB JIEHCTBUH,
T.€. IOJTHOTA Mpe/ICTaBIeHUs UH(OPMAIIUH;
CTPYKTYpPUPOBAaHHOCTh TEKCTAa C LENbI0 JOCTHUKEHHUS HAWIydlledl [OClIe0BaTeIbHOCTU
U3JI0KEHUS MaTepuaa;
MUHUMU3ALMs TEKCTa C TOMOIIBI0 NpUMEHEHUs 00001eHuil (0030poB MpeAnonaraeMbix
NENCTBUI) U IPUMEHEHUE TIepevrclIeHu (3a/1a4, 9TanoB, YCIOBUH U T.11.).
6.8. B 3aBucMMOCTHM OT CIIO)KHOCTH U oObemMa pa3pabdaThIBA€MbIX TMPaBUJI, IOJOKEHUS,
MHCTPYKLHUU - TEKCT JOKYMEHTA JIEJINTCS Ha TJIaBbl, ITYHKTHI U OAIYHKTHI. [ JTaBbI JOJKHBI UMETh
Ha3BaHus. Hymepanus npousBoautcs apaObckumu nudpamu.

7. lIpoToxoJ 3acenaHus (COBEIIAHNS)
7.1. IIpoTOKOJI — JTOKYMEHT, B KOTOPOM (PUKCHpYyeTcs X0 00CykKIEeHUs BOIPOCOB U MPUHATHS
peleHnii Ha coOpaHUsAX, COBELIAHUAX, KOH(PEPEHIMAX U 3aCeJaHUAX KOJUIETHaIbHBIX OPTaHOB.
7.2. IIpoTtokon 3acenanusi (CoBemanus) - (janee - MPOTOKOI) opOPMIIIETCS HAa YUCTOM JIUCTE
Oymaru ¢opmara A4. 7
.3. PexkBU3HUT - "TEKCT JOKyMeHTAa". PEKBU3UT COCTOUT U3 JBYX YAaCTE: BBOJHON U OCHOBHOM.



7.4. Bo BBOIHOW 4YacTHM  YKa3bIBAIOTCS  WHUIMAIBI, (GaMUIUU W JOJDKHOCTH
npecenaTeabCTBYIOIIET0, CEKpeTapsi, MPUCYTCTBOBABIIMX HA 3aCEAAHUU U, TPU HEOOXOMMOCTH,
JIUII, IPUTTIAIICHHBIX Ha 3ace/laHue (COBEUIaHue).
7.5. BBogHas dacTh IPOTOKOJIA 3aKAaHYMBAETCA IIEPEYHEM pPacCMAaTPUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHbIX B TOPSAJKE UX 3HAYUMOCTH C YKa3aHHUEM JIOKJIaJ4uKa IO KaKIOMY
paccMmarpuBaeMomy Bompocy. Borpockl popmynupyrotes ¢ mpeaiorom "O" ("O6"), medaratorcs
OT I'PaHULIbI JIEBOTO MOJSI U HyMEPYIOTCS apaOCKUMU [UPPAMHU.
7.6. OcHOBHAsl 4aCTh MPOTOKOJIA COCTOUT M3 Pa3/IesiOB, COOTBETCTBYIOIINX PAaCCMAaTPUBAEMBIM
BOIPOCAM U UX HyMEpALUH.
7.7. Tekct mpoTOKOda M3J1araeTcsi OT TPETHEro JIMLA MHOXECTBEHHoro uucia ("cmymanu",
"BpicTynuin", "mocranoBuan", "pemmian').
7.8. [IpoTOKOJI MOAMKUCHIBAETCS JIMIIOM, IIPEJICEATEIHLCTBOBABILIMM Ha 3aceaHUU (COBEIIaHUN), U
cekperapém 3acenanus (COBEIIaHMS).
7.9. Ilpu OTCYTCTBMM CEKpeTapsi 3acellaHus, B TOM YHCJIE IPU IPOBEACHUM OIEPATHUBHBIX
COBEILIAaHUH, TOMYCKAETCs MOANMCAHUE MPOTOKOJIA TOJIBKO MPEICEAaTEIbCTBYOIIMM.
7.10. Teker mpoTOKOJIA AOJDKEH OBITH MOATOTOBICH HE IMO3/HEE TpeX THEH cO JHS 3acelaHusl.
[IpoeKTbl COOTBETCTBYIOIIMX MYHKTOB TMPOTOKOJA BHU3UPYIOTCS JOJDKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 IOJrOTOBKY.
7.11. Jlata mpoTOKOJa T0JKHA COOTBETCTBOBATH JHIO IPOBEACHHUSI COBEIIAHUS (3aCEIaHMs).
7.12. Konuu npoTOKOJIOB pacChLIAIOTCS 3aMHTEPECOBAHHBIM OpPraHU3alUsAM U JIOJPKHOCTHBIM
JUIAM B COOTBETCTBUHU C yKa3aTelIeM DPACCHUIKH, KOTOPBIA COCTaBISIET CEKpeTaph 3acelaHus
(coBemanus).
7.13. IlpoTokomsl (hOPMUPYIOTCS B KHUTH, POLINBAIOTCS, CTPAHUIIBI HOMEPYIOTCS, CKPEIUISIOTCS
HOJIKUCHI0 PYKOBOAUTENS U neyaThio I1IKosbl B KOHIIE KaJIEHJapHOTO T0/a.

8. [lnan
8.1. Ilman — [OKyMEHT, YyCTaHaBIMBAIOLIUI NEpEeYeHb HAMEUYEHHBIX K BBINOJIHEHUIO
MEPONPUITHIA, UX MOCIIEI0BATEILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOIHUTENCH.
8.2. [Tnan odopmisieTcss Ha mucTe Oymaru A4 ¢ UCTIOIB30BaHUEM CIICAYIOMUX PEKBH3UTOB:
HAaUMEHOBAHUE IIKOJIBI;
rpud yTBEp>KICHUS T0KYMEHTA;
JlaTa JOKyMEHTa;
perucTpanoHHbIi HOMEpP JOKYMEHTa;
HAauMEHOBAHME BUJIA IOKYMEHTA;
3aroJIoBOK K TEKCTY;
TEKCT JOKYMEHTAa;
HAaUMEHOBAaHME JJOJKHOCTH;
MOJIITUCH.
8.3. PexBu3uT — "TekcT AoKyMeHTa" opopMIIseTCs B BUAE TaOIHIIBI ¢ Tpadamu:
HOMeEp IYHKTa IUIaHa;
HAaUMEHOBAHHUE MEPOIIPUSITHS;
CPOK HCIIOJIHEHUS;
WCIIOJIHUTEIIb;
IIPUMEUYaHUE.

9. Otuer
9.1. OT4eT — JOKYMEHT, COIEPKALUI CBEICHUS O PE3yJIbTaTax AESITEIbHOCTH 32 OIIPEIEIICHHbIN
IIEPHOJT BPEMEHH, BBIITOJIHEHUH MEPONPUATHHI, IOPYUEHNH, 3aIaHA, IIJIaHOB.
9.2. OT4eTsl, MpeNOCTABISIEMbIE B OpPraHbl FOCYAapCTBEHHOW BIAcTU (B TOM YHCJIE B OPraHbl
rOCy1apCTBEHHOW  CTAaTUCTUKM) U  MMEIOIIME YCTAaHOBJIEHHYIO IPAaBOBBIMH  aKTaMu
roCyJJapCTBEHHBIX OPraHoOB (pOpMY, CO3IAIOTCSI IO YCTaHOBIEHHON rOCYTapCTBEHHBIMHU OpTaHaMH
dbopMe U B ornpeieIEHHOM UMU MOPSKE.
9.3. OT4€TBI, IPENOCTABIIAEMBIE COTPYIHUKAMH LIKOJIBI B XOJI€ BHYTPEHHEIO B3aUMOAECUCTBHS,
CO3/aI0TCsI 110 TPaBUiIaM, YCTAaHOBJICHHBIM I CO3JaHMsI CITy>KEOHBIX 3aIHCOK.



9.4. OT4etsl 0pOpMITAIOTCS Ha JINCTe OymMaru A4 ¢ UCTIOJIB30BAaHUEM CIICAYIOINX PEKBU3UTOB:
HaNMEHOBAHME IIKOJIbI;
JiaTa JOKyMEHTa;
pPETUCTPAIIMOHHBIN HOMEpP IOKYMEHTA,
HalMEHOBAaHME BU/A JOKYMEHTA;
3aroJIoBOK K TEKCTY;
TEKCT JIOKYMEHTA;
OTMETKA O MPUJIOKEHUH (IIPU HAJIUYUN);
HalMEHOBAaHUE JOJKHOCTH;
HOJIITUCH.
9.5. B Tekcte oruéra B 0053aTEILHOM MOPSJIKE JOJDKHO COJEPXkKAThbCs yKa3 Ha JEATENbHOCTb,
MEPONPUITHE, BBIJAHHOE MOPYYEHME, 3aJaHUE, IYHKT IUIaHA, IOJUIEKAIIUN BBINOIHEHUIO, U
pe3yabTaT O BBIIOJHEHHWH, B TOM 4YMCJIE€ C YyKa3aHUEM Ha COOJIOJEHUE WM HapylleHHUe
VCIIOJHUTENIbCKOM ~JAMCLUIUIMHBI, YCTAHOBJIEHHBIX CpPOKOB MCIOJIHEHMsS U HaJAJexallee
npefocTaBlieHue  MHGpOpMalMK, HEOOXOJMMBIX  MarepuagoB  (IPOEKTOB  JIOKYMEHTOB)
COUCIIOJIHUTENSIMU (IIPH Y4aCTUU HECKOJIBKMX UCIIOTHUTENEH).
10. ITucsmo

10.1. I[Tucpbma rOTOBATCS Kak:
OTBETHI O BHINOJIHEHUH NTOPYUYEHHH BBIILIECTOSIINX OPraHOB UCIIOJIHUTEIbHON BIIACTH;
OTBETHI Ha 3aMPOCHl OPraHU3aALUH, TPEINPUATHA U YACTHBIX JIULL;
MHUIIMATHUBHBIE THChMA.

10.2. Cpok# OATOTOBKH OTBETHBIX ITHCEM:
C KOHKPETHOH 1aTOM MCIIOJHEHUs, YKa3aHHOM B JOKYMEHTE, - B YKa3aHHBIH CPOK;
B COOTBETCTBHH C PE3OJIIOLUEN AUPEKTOPA U €ro 3aMECTUTENEH Ha OCHOBAaHUM YCTaHOBJIECHHBIX
CPOKOB MCIIOJHEHHUS IOPYUYEHUH, 3aIpOCOB UJIM 10 PELICHUIO aBTOPa PE30JIIOLIUH.

10.3. TekcTbl OTBETHBIX MMCEM JOJKHBI TOYHO COOTBETCTBOBATH 3a/1aHUSAM, 3a()UKCUPOBAaHHBIM B
pesomtory. CpoKH NOArOTOBKY MHUIIMATUBHBIX TUCEM ONPEAEIISIOTCS CAMOCTOSTENILHO aBTOPOM
IIPOEKTa MUChbMa € YYETOM HEOOXOAMMOCTH PEICHHsI KOHKPETHBIX 3a/1a4 U (WJIM) B COOTBETCTBUU
¢ TpeOOBaHMUAMHU 3aKOHOAATENIbCTBA, IOPYUECHUSMH HEIIOCPEICTBEHHOTO PYKOBOIUTEIIS.

10.4. Ilucbma nedvararorcs Ha OylaHKe mUChbMa 0011e00pa30BaTEIbHON OpraHU3alMK C YTIIIOBBIM
pacroI0KEHUEM PEKBU3UTOB.

10.5. JlonomHUTENTFHO K pPEKBU3WTAaM OJlaHKAa MHCbMa TpH O(GOPMIICHWH IHCEM B IIKOJE
HCIIOJIB3YIOTCS CIIEYIOIINE PEKBUZHTHIL:
ajapecar;
3aroJIOBOK K TEKCTY;
TEKCT JOKYMEHTAa;
OTMETKA O MPUJI0KEHUH;
BU3Q;
MOJIITUCH.
OTMETKa 00 HUCITOJIHUTEIE.

10.6. Ilpu ohopmieHnu nucbMa Ha JIByX U OoJiee CTpaHMIIaX BTOPasi U MOCJIEAYIOLINE CTPAHUIIBI
HYMEpYIOTCS IOCEPETUHE BEPXHETO MOJIS JIMCTa apaOCKUMU [IUPpaMu.

10.7. Tlucema MOANMUCHIBAET JUPEKTOpP WM paOOTHUKH, YHOJHOMOYEHHble mpukazoM. 10.8.
CiyxeOHbBIE 3aIMICKU

10.9. B menax ocymiecTBIECHUsI B3aUMOJICHCTBUS MEXKy COTPYJHHKAMH B paMKaxX BHYTPEHHETO
JOKYMEHTOO0OpOTa B IIKOJE TPUMEHSIOTCS Ccly>)keOHble 3amucku. CiykeOHble 3amucKu
SBIISIIOTCSL  CIIPABOYHO-MH(DOPMAITMOHHBIMU JIOKYMEHTaMH. ABTOpaMH CIY>KEOHBIX 3allHCOK
ABIIIOTCS COTPYAHUKH 00111€00pa30BaTeIbHON OpraHu3alnu.

10.10. Cny>xeOHas 3amicKa MOYKET COCTAaBIATHCS 110 YKAa3aHUIO PYKOBOJICTBA MIIM 110 MHUIIMATHBE
KOHKPETHOI'O COTPY/IHUKA.

10.11. ITpu opopmiieHUN ciay)KeOHON 3aTUCKH O(OPMIISIOTCS CIEAYIOIINE PEKBU3UTHI:
ajapecar;



JlaTa JOKyMEHTa;
HAaUMEHOBAHME BUJIA IOKYMEHTA;
3aroJ0BOK K TEKCTY;
TEKCT JOKYMEHTAa;
OTMETKA O MPUJIOKEHUH (IIPU HAJIMYUK);
HAauMEHOBAHUE JJOJDKHOCTH;
HOJIIHCh.
10.12. CayxeOHbIe 3aIICKH MOTYT CO3/1aBaThCs HA OyMa)KHOM HOCHUTENE U (MJTH) B SJIEKTPOHHON
dbopwme.
11. loBepeHHOCTH
11.1. JloBepeHHOCTb BBIAAETCS COTPYIHUKAM IIKOJbI M OQOpMIIeTCS [0 IpaBUIIaM,
YCTaHOBJICHHBIM HacTosuie MHCTpykimen ans muceMm, ¢ yuy€ToM TpeOOBaHHM TIpa)kIaHCKOTO
3akoHoJaTenbcTBa Poccuiickoi denepaviv M1 HACTOSIIETO pasjena.
11.2. TIpoeKkT HOBEpEHHOCTH MOJATrOTABIUBACTCA W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh Oy/eT BblJaHa, IOCJIE 4Yero neperaércs B KaHLESAPUIO IS HAIpaBJiICHUs Ha
HOJIMCAHUE.
11.3. JloBEepeHHOCTh MOAINUCHIBACTCS JAUPEKTOPOM WM JIMLOM, OCYIIECTBIISIOIIUM €ro
MOJIHOMOYHS (MCTIOJIHSIFOIIIUM OOSI3aHHOCTH), M CKPEIUISETCsl MevyaThio 001ieo0pa3oBaTebHON
OpraHu3aluy.
12. JloroBopsl, corjiameHusi, KOHTPAKTbI
12.1. [oroBopsel, corjamieHusi, KOHTpPakThl (fajee - JOroBOpPbI) IOATOTABIMBAIOTCS B
COOTBETCTBUH C TpeOOBAaHUSMH TPAXKIAHCKOTO, TPYIOBOTO, OIO/KETHOTO W WHOTO
3akoHoJarenbcTBa Poccuiickoit ®enepaunu, B 3aBUCUMOCTH OT PEryJIUPYEMbIX JIOTOBOPOM
IIPABOOTHOLIEHUH U 0053aTEIBCTB CTOPOH.
12.2. IlpoekT poroBopa MOATrOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIOPAaBISAOLUM) ¢ y4€TOM HEOOXOJMMOCTH CBOEBPEMEHHOI'O M KAaYECTBEHHOI'O 00ecredeHHUs
UCIIOJIHEHUS CBOMX MOJHOMOYMHM (00s13aHHOCTEH, (GYHKIMIA), TOTHOMOYUI HIKOJIBI B IIEJIOM.
12.3. TIpoexkT noroBopa NOJArOTaBIMBAECTCSI OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPaBJISIONIM) COBMECTHO CO CIIELUAIUCTOM, K (PYHKIUAM (ITOJTHOMOYHUSAM ) KOTOPOTO OTHOCUTCS
pelIeHNEe BOIPOCOB, SIBISIOMINUXCS MTPEAMETOM JJOTOBOPA, WM UHBIM COTPYAHUKOM IO MPSIMOMY
yKa3aHUIO IMPEKTOopa 00111e00pa30BaTeIbHOW OpraHU3aIIH.
12.4. HeoOxoaumasi [JIsi TOATOTOBKH TPOEKTa J0roBopa uWHMoOpMalus coOupaercs
OTBETCTBEHHBIM JIMIIOM (KOHTPAKTHBIM YIPABIISIONIMM) B IOPsiIKE pabovyero B3auMOACHCTBUS C
y4E€TOM MpaBUJI, YCTAHOBIICHHBIX HacTosmen MHCTpyKIuen.
13. IIlpuHIMNIBI OPraHU3aALUH JOKYMEHT0000pOTa
13.1. B 10KyMeHTOOOOpOTE BBIIETSIOTCS CIEAYIONME JOKYMEHTOIOTOKHU: IOCTYyMAroas
JOKyMEHTalusi  (BXoAslas), OTHpaBiseMas JOKyMeHTauus (UCXOAduias), BHYTPEHHSA
JIOKYMEHTaIH.
13.1. B cocraBe BXOAsIIEd M HCXOIAIIEH AOKYMEHTAllMM MOTYT BBIAEIATHCSA JTOKYMEHTHI,
MOCTYIUBIINE U3 BBIIIECTOSIINX, MOAPSIHBIX, MEIULIMHCKUX U JAPYTUX OpraHMU3alfil, OpraHoB
MECTHOT'O CaMOYTIpaBJIeHuUs, 00paleHus IPaX/iaH.
13.3. OOparieHus TrpaxaaH PETUCTPUPYIOTCS U (OPMUPYIOTCS B Ji€Ja OTAEIbHO OT APYTUX
JIOKYMEHTOB 00111€00pa30BaTeIbHOM OpraHU3aIIH.
13.4. B mkoJie JocTaBKa M OTIPABKA JIOKYMEHTOB OCYIIIECTBIISECTCS CPEACTBAMH MOYTOBOM CBSI3H,
ANIEKTPOHHON CBsi3u. C TMOMOIIBbIO MOYTOBOM CBSI3M B 00I€00Pa30BATENBbHYIO OpraHU3alHIo
JIOCTaBJISIeTCSl MHUChbMEHHAs KOPPECIOHACHIIMS B BHJE MPOCTHIX IHCEM, 3aKa3HBIX IHCEM,
MOYTOBBIX KapTOUeK, OaHAeposel U MEJIKUX MaKeTOB, a TAKXKe MeYaTHbIE U3/1aHusl.
14. IleppuyHas 00padoTKa MOCTYNAOMIUX JOKYMEHTOB
14.1. [IoKyME€HTHI, MOCTyNaKoOIME B IIKOIY, NEPEJAlOTC Ha PETUCTPALUI0 CEKPETapro
0011eo0pa3oBaTeaIbHON OPraHU3alMK U MPOXOJIAT MEPBUUYHYI0 00pabOTKY B JI€Hb MOCTYIICHUS,
Opy TOCTYIUIEHMM B Hepabouee BpeMs - Ha cieayromuid paGouuit aensb. Ilpu nepBuuHON
00paboTKe TOKYMEHTOB IPOBEPSETCS MPaBWIBHOCTH aapecoBaHus. OmMUOOYHO MOCTYNHBIINE



JIOKYMEHTBI NEPECHIIAI0TCS 110 IPUHAUICKHOCTH WIIM BO3BPALIAIOTCS OTIPABUTEIIIO.
14.2.  JloxymeHTbl, mnoctynuBmue c¢ orMerkamu "Cpouno", "BpyuuTb HememsieHHO",
"OmnepaTuBHO", HE3aMEUIMTEIBHO MPOXOAAT TEPBUYHYIO O0pabOTKY U JIOKJIAJIBIBAIOTCS
JUPEKTOPY WIM B CIy4ya€ €ro OTCYTCTBUS — 3aMECTUTENIO JUPEKTOpA IO HAIpPaBICHUIO
JESTEIbHOCTH.
14.3. TlocTynuBine TeaerpaMmbl IPUHUMAIOTCS 1101 IIOJIHUCH C IPOCTABICHUEM AAThl U BPEMEHU
pHeMa, PETUCTPUPYIOTCA IO TEM Ke MpaBUIaM, YTO U MHUCHhMA.
14.4. DnexTpoHHBIE COOOIICHUS, aIPECOBAHHBIEC JUPEKTOPY WM HAPABJICHHBIC B a/IpEC LIKOJIBI,
pacreyaThIBalOTCS U TOKJIAIbIBAIOTCS AUPEKTOPY WIH B CIy4Yae ero OTCYTCTBUS — 3aMECTHTEIIO
JUpPEKTOpa.
14.5. DnexTpoHHBIC COOOIIEHUS, 3aBEPEHHBIC AJICKTPOHHOU IMOITUCHIO, IOIeKAT 00paboTKe 10
IIpaBUJIaM, IPEIyCMOTPEHHBIM JUIsl OCTYTAOLIEH (BXOAIIEH) TOKyMEHTALUH.
14.6. IlocrynuBmias (BXoAsiiasi) JAOKyMEHTAIMsl pacHpeleNsieTcs Ha PEerucTpupyemble U He
MOJJIEKALIUE PETUCTPALIMU JOKYMEHTHI.
14.7. He moasyiexaT perucTpaluu:
IPUIIIACUTEIbHBIE, I03/IPaBUTENIbHBIE IUCbMA U TEJIEIrPaMMBI;
OMJIETHI,
TUTAHBI ¥ IPOTPAMMBbI CEMHUHAPOB, KOH(PEPEHITUH U IPYTHX MOT0O0HBIX MEPOIIPHSITHIA,
JOKYMEHTBI [0 OyXTanTepCKOMY yUeTy, MaTepUaIbHO-TEXHUYECKOMY 00€CTIeUeHHIO, IIJIAaHOBBIE U
(uHAHCOBBIE TOKYMEHTHI, IOCTYTAIOIINE O€3 COITPOBOAUTEIBLHOTO TUCHMA;
peKJIaMHbIE, KOMMEPYECKHUE MPEATIOKEHHUS, B T.U. MOCTYNUBIIKE TI0 AIEKTPOHHON TOYTE;
nevyaTHbIC U3TAHUS;
MUChMA C MIOMETKOM «IHYHOY.

15. Perucrpanusi, y4er U paccMOTpeHHe PYKOBOAUTEIeM NOCTYNAIMMX (BXOASIHNX)

JAOKYMEHTOB

15.1. IloctynuBuine (BXOISALIME) NOKYMEHTHI PErMCTPUPYIOTCS TOJBKO IOCIE U IMEPBUYHOMN
00paboTKH ¥ HE3aBUCUMO OT CIIOCO0a UX JOCTaBKH.
15.2. Perucrpanust — npocTaBieHHE B HIKHEM IIPABOM YTy IIEPBOIO JIMCTA JOKYMEHTA OTMETKU
0 TMOCTYIUICHHHM C yKa3aHWEM JaThl MOCTYIJICHUS M BXOJSILIEro PErUCTPAllMOHHOTO HOMeEpa
JOKYMEHTa ¢ 00s3aTeNbHOM 3amUChl0 B JKypHal perucTpanuy MOCTyMnawoomen (BXOIAIIen)
nokyMmeHTanuu. CTpyKTypa perucTpalioHHOTO HOMepa MOCTYMAIIEro (BXOASIIEro0) T0KyMeHTa
COCTOMT M3 €ro TOpSAKOBOIO HOMEpa U UHAEKca Jiela 10 HOMEHKIaType JAel
00111e00pa30BaTeIbHOM OpraHu3aIuy.
15.3. Perucrpanusi Bcex MOCTYHNUBLIMX (BXOJASAIIMX) JOKYMEHTOB IPOU3BOJUTCS B Mpeesax
o0IIero JOKyMEHTOMOTOKa. JIOKyMEHThI, MOCTYNUBIIHE B IIKOTY MO KaHainaMm (hakCHMUIBHON
CBs3M, OOpalaThIBalOTCS U PErUCTPUPYIOTCA B 00meM mnopsake. TekcT MocTynuBILEH
TeneoHOrpaMMBbl 3aIUCHIBACTCS B JKypHAJle perucTpanuu TenedoHOrpaMM M TiedaTaeTcsl Ha
aucTe Oymaru s nepefadn Ha pacCMOTPEHHE.
15.4. Tlocrynaronue (BXOASAILIME) JTOKYMEHTHI IEpENaloTCs Ha PAaCCMOTPEHHE PYKOBOJCTBY
TOJIBKO MOCJIE UX PETUCTPALIUU U MPEABAPUTEIHLHOTO PACCMOTPEHHUS.
15.5. JlokyMeHTBI, MOCTYyNHBIINE B 00II€00pa30BaTeNbHYI0 OpPraHU3alMio, MO BOIpOCaM, HE
TpeOyIOIIMM PACCMOTPEHUSI JIUPEKTOpa, HANPABISAIOTCS PaOOTHUKOM OTBETCTBEHHBIM 3a
JEJIONPOU3BOJCTBO LIKOJIBI HETOCPEACTBEHHO UCIIOJIHUTEIIO 3ampoca.
15.6. IupekTop B pe30JIIOLMUA OMPEAEIISIeT JUL, OTBETCTBEHHBIX 3a MCIOJHEHUE TIOKYMEHTA, U
JaeT UM TopydeHue. PabOTHMK OTBETCTBEHHBIM 3a EIOMPOM3BOJCTBO IIKOJBI IepenaeT
JIOKYMEHT Ha HCIIOJHEHHUE.
15.7. IToamMHHUK JTOKYMEHTA C pe30JIIoLei pyKOBOAUTENs 00111€00pa30BaTeIbHOM OpraHu3auu
HAIPAaBIISETCS UCTIOIHUTEITIO.
15.8. Ilpyu HanmMyuu HECKOJIbKUX HCIOJIHUTENCW MOUIMHHUK JOKyMEHTa NEepelaeTcs TOMY
UCIIOJTHUTEINI0, KOTOpPBIi B COOTBETCTBUM C YKa3aHUSIMU TI0 HCIOJHEHUIO SIBISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTEU MOJIYYat0T KOMUIO IOKYMEHTA.
15.9. IlogMMHHUK JOKYMEHTA, KOTOPbIA HUCHOJHSIETCS HECKOIbKUMHU JOJKHOCTHBIMU JIMIAMH,



MOJIy4aeT OTBETCTBEHHBIM UCIOIHUTEND. OCTAIIBHBIM HUCITOJIHUTEISAM M1EPEJAI0TCS KOTTHH.

15.10. M3roroBieHne Konui AOKyMEHTa JUIsl MEpeAadyd COMCIIONHMUTENSM OCYIIECTBISAETCS

cekpeTapeM o0I111e00pa3oBaTeIbHON OpraHu3aIuy.

15.11. Pe3omtonust COAEPKUT:

yKa3aHHe [0 HCIOJIHEHUIO, COojepiKallee KpaTKoe OMUCaHUE HEOOXOAMMOIO Ui HCIIOJHEHUs

JIeHCTBHS,

yKa3aHHe Ha CPOK, B TEUEHUE KOTOPOTo JIMOO J0 MCTEYEHHS] KOTOPOro HEOOXOAMMO HCIIOIHUTD

IIPEANMCAHHOE IEHCTBUE;

JUYHYIO MOJIKCH aBTOPA PE30JIIOLIHH;

JIaTy IPOCTABJIECHUSI PE30JIIOLIUH.

15.12. Yka3aHue Ha CpOK, B TEUEHHE KOTOPOro JIMOO 10 MCTEUEHHUS KOTOPOro HEO0OXOIMMO

WCIIOJHUTh MPEAIUCAHHOE JEHCTBUE, MOKET HE BBIPAXKATHCA KOHKPETHOM N1aTOW U COJEPHkKaTh

BbIpaXKEHHUS: "'B yCTAHOBJICHHBIN 3aKOHOM CPOK' U T.II.

15.13. Pe3omronust numercs Ha CBOOOJHOM OT PEKBH3UTOB MECTE IEPBOTO JIHMCTA JOKYMEHTA.

15.14. B cnyuae, korja pe3oJrolus aIpecoBaHa HECKOJIBKUM COTPYAHHKAaM, TO OTBETCTBEHHBIM

3a UCIIOJIHEHHUE JOKYMEHTA B LIEJIOM SIBJISIETCS COTPYJHUK, YKA3aHHBIN NEPBbIM (BEPXHUM), TUO0

COTPYAHUK, B OTHOILIEHUH KOTOPOTO C/IeJIaHA IOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.
16. Opranusanusi padoTbl ¢ OTHPABJIAEeMbIMH (MCXOASIIUMHU) JOKYMEHTAMH

16.1. Jlo mpenoctaBiieHUs TPOEKTa OTHPABISEMOro (MCXOMASIIEro) JOKYMEHTa Ha MOJIHUCH

JUPEKTOPY WM MHOMY YHOJHOMOYEHHOMY B YCTAHOBJIEHHOM IOpPSAKE Ha MOANHCAHUE JIHILY

OCHOBHOM HCIIOJHUTENb MPOBEPSET MPABIIBHOCTh O(OPMIICHUS OTIPABISIEMOr0 (MCXOMSIETo)

JIOKYMEHTa Ha COOTBETCTBUE TpeOoBaHUAM HacTosed NHcTpykuuu.

16.2. Ilpu moAroToBKe OTIPABISIEMOT0 (MUCXO/SIIET0) JOKYMEHTA KaK OTBETa Ha MOCTYMUBILINI

(BXOASIILIMI) TOKYMEHT UCIOJIHUTENb MPUKIAABIBAET K MOJArOTOBIEHHOMY MPOEKTY BXOJSALIUIM

JIOKYMEHT.

16.3. IlpoexThl OTOpaBiIseMBIX (MCXOIALIMX) JOKYMEHTOB C Y4Y€TOM COOJIOJCHUS

YCTaHOBJIEHHOT'O B PE30JIFOLIMU CPOKA MCIIOJIHEHUS MePEJatoTCs OTBETCTBEHHBIM UCIIOJIHUTEIIEM

B OTJIEJ JIEJIONIPOU3BO/ICTBA (KaHLEISPHUs, CEKpETaph) MIKOJIbI JIJIsl HAPABICHUS Ha MOINCAHUE.

16.4. TlonmucanHble OTHpaBisieMble (HCXOMAAIIME) JIOKYMEHTBHI, IEpPEeAalnTcss pabOTHUKY

OTBETCTBEHHOMY 3a JIEJIONIPOMU3BOJICTBO  IIKOJBI, KOTOPBIM  OCYIIECTBISIET IPOBEPKY

KOMILUJIEKTHOCTH U COOTBETCTBHSI KOJMYECTBA 3K3EMIUIIPOB OTIPABISIEMOT0 (MCXOJSIIETO)

JIOKYMEHTa CIHUCKY pacChUIKHM, a TaKXe MPaBUIBHOCTh O(OPMIIECHHUS JIOKYMEHTa COTJIaCHO

HACTOSIIEH MHCTPYKIIMH.

16.5. B cnyuae HapymieHHs KOMIUIEKTHOCTH WM COOTBETCTBHS KOJIMYECTBA, a TaKKe

MPaBUIBHOCTH O(OpPMIIEHUST TOKYMEHTa COTJIACHO HACTOSIIeH HHCTPYKIUU OTIpaBIseMble

(ucxonsuIe) JOKYMEHTBl HE3aMEeUINTEIbHO BO3BpAIIAIOTCS PaOOTHUKAMM  KaHIENISAPUU

OTBETCTBEHHOMY MWCIIOJIHUTEII0 WIM B Cllydae OTCYTCTBUSl OTBETCTBEHHOI'O HCIIOJHUTEIS €ro

HEINOCPEJICTBEHHOMY PYKOBOJUTEIIO JUIsl YCTPAHEHUS! HapyIICHUH.

16.6. JlokymMeHTBI TOClie MX MOAMHCAHUS JUPEKTOPOM WM HHBIM YIOJTHOMOYEHHBIM JIMLIOM

NepealoTcsl B KaHLEIIpHIO 00111e00pa3oBaTeIbHON OpraHU3aliy JUIsl PErUCTpaLlii U OTIIPaBKH.

16.7. Peructpanus OTHpaBiseMbIX (MCXOAALIMX) JOKYMEHTOB OCYIIECTBIISIETCS I1OCIe

NpOBEJCHUS PaOOTHUKAMU KaHILEISPUH, OTBETCTBEHHBIMHU 3a JIE€JIONPOU3BOJICTBO, IPOBEPKU

KOMIIJIEKTHOCTH U COOTBETCTBHS KOJMUYECTBA HK3EMIUISIPOB, a TAK)KE MPaBUIbHOCTh OhOpMIICHHUS

OTIIPaBISAEMOro (MCXOASIIEro) J0KyMEHTa.

16.8. Perucrpanusi co3gaBaeMbIX JOKYMEHTOB OCYILIECTBIIETCS B JI€Hb IOJIUCAHUS WU

YTBEPKICHHS JIMOO Ha CIETYIONTHI pabovHii 1eHb.

16.9. CBeneHus O pEruCTPUPYEMBIX OTHPABISIEMbIX (MCXOMALIMX) JOKYMEHTaX BHOCSTCS B

’KYpHaJI PETUCTPALIUU OTIIPaBIIsIEeMOH (MCXOIAIei) TOKYMEHTaIUH.

16.10. PeructpanioHHBIE HOMEpP U Jara OTIPABISIEMOrO (MCXOJAIIET0) JOKYMEHTa

MIPOCTABJISIFOTCS Ha MOJIMHHUKE TOKYMEHTA B pEKBU3UTaX OJaHKa U Ha SK3EMILIAPE, OCTAIOLIEMCS

B Jiesie 001ieoOpa3oBaTeabHON OpraHu3altu.

16.11. CTpykTypa perucTpalluiOHHOTO HOMEpa OTIPABIIIEMOTO (MCXOISIIETO) JOKYyMEHTa COCTOUT



U3 €ro MOpsAIKOBOr0 HOMEpPA U UHAEKca JieNa 0 HOMEHKJIAType JIe IIKOJbI.
16.12. OTtnpaBka AOKYMEHTOB TPOU3BOAMTCS IIEHTPATU30BAHHO PAOOTHHKAMHU KaHIEISPUU
HIKOJIBI, KOTOPbIE MPOU3BOJAT UX COPTUPOBKY IO crocoOy OTIpaBieHus (TpocTasi, 3aKa3Has,
MEXyHapoaHas U ap.).
16.13. IInucema, TeerpaMMBbl, OTKPBITKH, OaHIEPOJIU U ITEYaTHBIE U3IaHUS OTIIPABIISIOTCS TOYTOMH.
daxcorpamMmbl 1 Tesie(hOHOTpaMMBI TIEPEIAIOTCS 110 KaHajdaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIICHUS OTMHPABISIOTCA ¢ OQUIMAIBHOIO IMOYTOBOTO 3JIEKTPOHHOTO
azpeca o011e00pa3oBaTeIbHON OpraHu3aluy.
16.15. ITucema, TenerpamMmbl, OTKPBITKH, OaHIEPOJIH, (aKCOrpaMMBbl, SJICKTPOHHBIE COOOIICHMS,
HE CBA3aHHBIE C paboyell AeATeIbHOCTBIO, K OTIPAaBKE HE IPUHUMAIOTCSI.
16.16. IoKkyMeHTBI, OTIIpaBIIsieMble CPEJICTBAMH IMOYTOBOM CBSI3U MPOXOIST:
YIIaKOBKY;
aZipecoBaHue (MPU HAMpaBlIEHUU JOKyMeHTa Oojee ueMm B 4 ajapeca) — B COOTBETCTBUHU C
yKa3aTeJaeM pacChlIKU, Ha KaKJIOM SK3EMIUIIpE MUCbMa YKa3bIBa€TCs TOJIBKO OJUH aJpecar.
MPOCTaBJICHUE CTOUMOCTH IOYTOBBIX YCIIYT;
nepesady B IOYTOBOE OTJIEIEHUE CBS3H.
16.17. Ilpu moAroToBKe U OTHpPaBKE MHCEM HEOOXOIMMO YUYUTHIBATH MPaBUIIA, YCTAHOBJICHHBIE
npuKazoM MuHHCTEPCTBA CBA3M U MaccoBbIX KoMMyHUKauuidi P® ot 31 uronst 2014 r. N 234 "O6
yTBepxkaeHun [IpaBui oka3aHust yciyr Mo4ToBOM cBs3u".
16.18. JlIokyMeHTBI, OTIPABIIIEMbIE CPEICTBAMU ITOUTOBOM CBS3U B OJIUH aJ[PEC, BKIAIBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Ucxopsmme TOKyMEHTHI, IpeJHa3HAUYCHHBIC ISl OTHPABKH CPEICTBAMH (haKCUMIITbHON
CBSI3H, OTHpaBIsOTCA cekpeTapeM Ikombl.

17. Pa3paboTka u BeleHHMe HOMEHKJIATYPbI J1e]
17.1. JoxymeHTaIbHBIN (POH MIKOIBI — COBOKYITHOCTH JOKYMEHTOB, 00pa3yIOIIUXCs B IIPOLIECCe
€ro JesATeNIbHOCTH. JIOKyMEHTanbHBIN (DOHJ IIKOJIBI COCTABISIOT JOKYMEHTHI, CO3JIaHHBIE B
o011eo0pa3oBaTebHOM OpraHU3allid U TOJMyYEHHBIE €10 B pe3yJbTaTe B3aUMOJICHCTBUSA C
OpraHaMM rocyJapCTBEHHOH BJIAacTH, OpraHaMd MECTHOI'O CaMOYIIPaBJICHMsI, IOPUINYECKUMU U
buU3NYECKUMU JIULIAMHU.
17.2. Homenknartypa Jien siBjisieTcss OCHOBOW (pOpMHUPOBaHUS JOKYMEHTAIBHOIO (DOHAA IIKOJIBI U
npe/cTaBiIsieT co0Ol CHUCTEeMaTHU3MPOBAHHBIM IE€peyeHb 3arojOBKOB (HAaMMEHOBaHM) e,
3aBOJIMMBIX B IIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHMs, U O(OPMIICHHBIN B COOTBETCTBUU C
IIPABOBBIMU AKTaMH, PEKOMEHJIALUSIMU U METOAMYECKMMH YKa3aHUsIMH opraHoB Poccuiickoit
®enepaliiv, YINOJIHOMOYEHHBIX B c(epe roCyJapCTBEHHOI'O YIPABIEHUS APXUBHBIM JIEJIOM,
JIeNTOTIPOU3BOICTBA M IOKYMEHTOO00pOTA.
17.3. HoMeHkJ1aTypa Jie COCTaBIseTCsl HA OCHOBE U3yUEHUs MOJI0KEHU M, UHCTPYKIUHN U TIPaBUJI,
a TaKKe JAPYTruX JOKYMEHTOB, PErjJaMEeHTHPYIOIIUX JeATeNbHOCTh 001eo0pa3oBaTeIbHON
OpraHM3ali, a TakKe HOMEHKJIATyp Jel 3a NPEIIIECTBYIOUIME TOAbl M JIOKYMEHTOB,
00pa3yIoUIMXcs B IEATEILHOCTH 00111e00pa3oBaTeIbHON OpraHu3aluu.
17.4. HomeHnknatypa Aea UCHOJB3YyeTCs Ui TPYNIUPOBKH UCIIOJHEHHBIX JTOKYMEHTOB B J€la,
CUCTEMATH3allMM M yueTa JAeJl, ONPEACNICHUS CPOKOB MX XPAHEHUS M IIOMCKAa JTOKYMEHTOB,
SIBJISIETCSI OCHOBOM ISl COCTABJICHUSI OMHUCEN JIe] TIOCTOSTHHOTO M BpeMeHHOTO (cBbiiie 10 jer)
XpaHEeHHUs, a TaKXkKe JUIs yueTa Jiesl BpeMeHHOro (710 10 jieT BKIIOUNTENbHO) XpaHEHUS!.
17.5. HomeHknarypa ies BBOAUTCA B IEHCTBHE MPUKA30M IO IIKOJIE.
17.6. HoMeHnknaTypa Jied TOTOBUTCS B TPEX IK3EMILISAPaAX:
JUISI IOMEIIIEHNS B HOMEHKJIATYPHOE JI€J10 ¥ MTOCTOSIHHOTO XpaHEHMUS;
JUISL UCTIOJIb30BaHUs B paboTe OTIENIOM JeNIONPOU3BOCTBA (KaHLEIsIpueil);
JUTSL XpaHEHUS B apXUBE IIKOJIBI.
17.7. V13 HOMEHKJIATypbl A€N LIKOJIbI OTBETCTBEHHBIM JIMIIOM 3a BEACHUE JIEJIONPOU3BOJICTBA
0hOPMITAIOTCSL BBIMMUCKU IS KaXJAOTO W3 TMOApa3IeNeHud M OTACNIOB 00Ieo0pa3oBaTelbHON
OpraHH3alIiH.




18. ®@opmupoBaHme e/l U UX TeKyllee XxpaHenue. [IoaroroBka 10KyMeHTOB U JeJ1 K
nepeaaye Ha apXMBHOE XpPaHEHHe

18.1. ®opMupoBaHue Jesl — IrpyNnInyupoBKa UCIIOTHEHHBIX JIOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATypOil Jien 00meo0pa3oBaTeIbHON OpPraHM3alui M CHCTEMaTH3alus JOKYMEHTOB
BHYTpH Jena.
18.2. Jlena co qHs UX 3aBEACHHUS J0 IEpeaadn B apXUB LIKOJIbI MM HA YHUUTOKEHUE XPAHATCS 110
MecTy uX (popMHUpOBaHUS.
18.3. Ilpuka3pl MO OCHOBHOW, aJIMHUHHMCTPATUBHO-XO3SIWCTBEHHOH, y4eOHO-BOCTIMTATEIHLHOU
JESTEIIbHOCTH IIKOJIbI, TPYNIUPYIOTCS OTACIBHO OT MPUKA30B MO JTUYHOMY COCTaBy paOOTHUKOB
U 110 JINYHOMY COCTaBY OOy4aromuxcs (y4auxcs/BOCIIUTAHHUKOB).
18.4. Tlepenucka rpymnmupyercs 3a IEpHOJ KaleHAApHOTO ToJa W CHCTeMaTU3UpYyeTcs B
XPOHOJIOTUYECKON MTOCIIEA0BATENBHOCTH.
18.5. IlpoBepka HaTU4US U COCTOSHUS JJOKYMEHTOB U JeJ MPOBOJIUTCS MPHU MEepEMEIICHUN e,
IpU BO3BpaTe /e, IPU peopraHu3aliy Wil JUKBUIAUN 0011e00pa30oBaTelbHON OpraHnu3alim.
18.6. B apxuB 001eo0Opa3oBaTeIbHOM OpraHu3anuu (Jajgee - apXuB) MepeaarTcs jela
MOCTOSIHHOTO, BpeMeHHOT O (cBbIIIe 10 J1eT) CPOKOB XpaHEHHUS U 110 TUYHOMY COCTaBy 4yepe3 3 rojia
Mocyie ro/1a, B KOTOPOM JOKYMEHTHI ObLIT TOMEIICHBI B IETI0 HAa XpaHEHUE.
18.7. llepenaua AOKYMEHTOB B apXuUB HPOU3BOAUTCS [0 YTBEP)KICHHBIM OIHUCAM JEIl.
18.8. IloaroroBka JOKYMEHTOB M JeJl K Iepeaye Ha apXMBHOE XPAaHEHHE U Ha YHUUYTOXKEHHE
IpeJlycMaTpUBaeT:
9KCIEPTHU3Y LIEHHOCTH JOKYMEHTOB;
COCTaBJICHUE OIUCEH /1€ 10 pe3ybTaTaM SKCIIEPTU3bl X LIEHHOCTH;
odopmIIeHHE eI
COCTaBJICHUE AKTOB HAa YHUUYTOKEHUE JTOKYMEHTOB U JI€J C UCTEKIIMMU CPOKaMU XpaHEHUSI.
18.9. DkcnepTr3a HEHHOCTH JOKYMEHTOB MOCTOSIHHOT'O U BPEMEHHOTO XPaHEHHS OCYIIECTBIISETCS
€XKETOJHO JUIIOM (JIMI[aMU), Ha3HAYEHHBIM IMPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMM) 3a
apXUBHUPOBAHHUE.
18.10. B neno momemaercs He 6osiee 250 aucTOB (TOMIIMHA Aeia TIPU TOM COCTaBIISIET He Ooliee
4 cm). IIpu GonblIoM KOIWYECTBE JOKYMEHTOB (hOpMHUPYIOTCS TOMa (4acTu) nena. BHyTpu aena
JIOKYMEHTBI pacriojaraloTcsi B XpOHOJOTUYECKOM MOpPSAIKE B COOTBETCTBUU C OINHUCHI0. B nena
MOMEIIAIOTCS TOJTBKO UCTIOTHEHHBIE, MPAaBUIIBHO OPOPMIIEHHBIE TOKYMEHTHI.
18.11. lokyMeHTBI BHYTpH JieJa PacIoiararoTcsi CBepXy BHU3 B XPOHOJOTHUYECKOU, BOIIPOCHO-
JIOTUYECKOW TMOCIEeNOBaTeIbHOCTH HMIIM HMX COYETAaHWHU. PacmopsauTenbHble JTOKYMEHTBI
TPYIIUPYIOTCS B JieJia TI0 BUJAM H XPOHOJIOTUU C OTHOCSIIIIUMUCS K HUM TIPUIIOKEHUSMHU.
18.12. JInynble KapTOUYKH paOOTHUKOB (HOPMUPYIOTCS B J€JI0 MO an(aBUTy HaMUIHii.
18.13. Odopmrnenue npena mnpeaycMarpuBaet: o(QopmieHHE PEKBU3UTOB OOJIOXKKH Jejia o
YCTaHOBJICHHOW (opMe; HyMepaluio JHCTOB B JeJe KapaHIalloM B BEPXHEM MPaBOM YIIIY;
COCTaBJICHUE BHYTPEHHEHN ONMCH JOKYMEHTOB JieJia, MOAINBKY U neperuiet aena. JIuct 6omapiioro
dbopmaTa, MOAMIUTHIA 3a OAMH Kpal, HymMepyeTcs KaK OJMH JIUCT B MPaBOM BEPXHEM YTIIy.
JIOKyMeHTBI ¢ COOCTBEHHON HyMepalueil JINCTOB, B TOM YHCII€ NIeYaTHbIE U3JaHMsl, HyMEpYOTCS
B 00IIIEM MOPSIZIKE.
18.14. JIucThl e, COCTOSIMIMNX U3 HECKOJIBKUX TOMOB MJIM YacTe|, HyMEPYIOTCS 110 KaXKI0OMY TOMY
WJIM YaCTH OT/EJIBHO.
18.15. ITocne 3aBepieHUs HyMEpAIMU JUCTOB COCTABIISIETCSA 3aBEPUTENbHAS HAAMUCH, KOTOpast
pacroiaraeTcs B KOHIIE Jiea. 3aBepuTeNbHas HAIICh COCTABISETCS B [IeNie Ha OTJEIHHOM JIUCTE-
3aBepuTelie Jena.
18.16. B 3aBepuTenpHON HaamucH nU(paMu U MPOMUCHIO YKAa3bIBAETCS KOJIUYECTBO JIUCTOB B
JaHHOM Jienie. 3aBepuTeibHas HaJNHCh MOJANUCHIBAETCS €€ COCTaBUTENEM C YKa3aHHEM
pacmii(poBKM TOJIMUCH, TOKHOCTH M JaThl cOcTaBleHUs. KolWyecTBO IHCTOB B Jele
IpocTaBIsieTcs Ha 00JI0XKKeE Jiejla B COOTBETCTBUU C UTOTOBOM HAHUCHIO.
18.17. PexkBu3uT "Cpok XpaHEHHUS jAeja" MepeHOCUTCS Ha OOJOXKKY Jiesa U3 COOTBETCTBYIOIIEH
HOMEHKJIATypbI JIeJl TOCJI€ CBEPKH €ro CO CPOKOM XpaHEHMsI, YKa3aHHBIM B MEPEYHE TUIOBBIX




JIOKYMEHTOB WJIH B [IEpeUHE TOKYMEHTOB, 00pa3yIoIINXCs B IEATEIbHOCTH (peiepabHOro OpraHa,
C YKa3aHUEM CPOKOB XpPaHEHHS.
18.18. Ha genax mocTossHHOTO XpaHeHus numercs: " XpaHUuTh MOCTOSIHHO' .
18.19. Ilpuem nen mMpoU3BOIUTCS COTPYIHUKOM, YIIOJHOMOYEHHBIM Ha BEJEHUE JIEATEIbHOCTH
apXuBa, ¢ IPOCTABJICHUEM B JIBYX IK3EMILISIPaxX OIMKUCH JIe] OTMETOK O HAJIMYUH KaXKJ0ro Aena (Ha
KaX/IOM 9K3eMIUISIPE OMUCH YKa3bIBACTCS KOJTMUYECTBO (PAKTHUECKH MPUHATHIX /1€, AaTa IMprueMa-
nepesavu Jel, a TakKe MOANKUCH apXUBUCTA U COTPYAHMKA, ITepe/IaBIIero Aena.
19. 3aka04uTeIbHbIE MOJI0KEHUS

19.1. Hacrosimas MHCTpyKIIHS 10 1€70MPOU3BOJICTBY SABJISETCS JIOKaIbHBIM HOPMATHBHBIM aKTOM
o0mieo0pa3oBaTepbHON OpraHu3aluu, npuHuMaercs Ha OOmeM coOpaHuu paOOTHUKOB U
yTBEpKAaeTcsa (BBOIUTCS B JCWCTBHE) IMPHUKA30M JUPEKTOpa 0O0IIeo0pa3oBaTeIbHON
OpraHH3al1Hy.
19.2. Bce u3MeHeHus1 U JOTOJHEHUs, BHOCUMBIE B HACTOSAIIYI0 MHCTpYKIHIO, 0)OpMIISIIOTCS B
NUCHbMEHHOW (opMEe B COOTBETCTBHM JACWUCTBYIOIIMM 3aKOHOJATENBCTBOM Poccuiickoit
denepanuu.
19.3. UHCTpyKIMS 1O JEJIONPOU3BOJCTBY B IIKOJE MPUHUMACTCS HAa HEOIPEICICHHBIA CPOK.
W3meHenus u nonoiaHeHus K MHCTPYKIIMKM TIPUHUMAIOTCS B TIOPSAKE, MpelycMOTpeHHoM 1.19.1.
Hacrodue MacTpykimu.
19.4. Tlocne npunstus UHCTpyKumMu (WM U3MEHEHHWH U JIOTIOJHEHUN OTIENbHBIX ITYHKTOB U
pa3ziesnoB) B HOBOM peJaklUy IpeablIyIlas pelakliis aBTOMaTUUYECKH yTPAauuBaeT CUITY.
[Ipunoxenue Ne 1

IIpaBuia odopmiieHnst peKBU3UTOB JOKYMEHTOB
1. JIns MOATOTOBKM JOKYMEHTOB TMPUMEHSETCS TEKCTOBBIA pPEIaKkTop, OOecTeunuBaOIUil
TpeOoBaHuUs IrpaduuecKOro BOCIPOU3BEIEHUS PEKBU3UTOB JTOKYMEHTA.
2. Buasl u pazmepsl ucrnonb3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIMKEHHBIE K HUM.
3. Ilpu moaroTroBke TEKCTOB B TabmuIax, g OOECIEYEHHs JIydllleil YMTaeMOCTH JIaHHBIX,
JoITycKaeTcst mpuMenenue mpudros Buaa Arial, pazmepos 12,13.
4. lnana3oH UCIOJIb3yEeMbIX MEX/IyCTPOUYHBIX HHTEPBAJIOB: OT OJIMHAPHOTO J0 MOIYyTOPHOTO.
5. AG3anHbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cM.
6. 3aroJOBKH pa3JIesIoB U MOIPA3/IeNIOB MeUaTaroTcs ¢ a03aI[HbIM OTCTYIIOM WJIU LEHTPUPYIOTCS
O IIUPUHE TEKCTA.
7. MHOroCTpO4HbIE PEKBU3UTHI I1€UATAKOTCS YEPE3 OJMH MEKCTPOUYHBI MHTEPBAJ, COCTABHBIC
YacTU PEKBU3UTOB OTJEISIOTCS JOMOJHUTEIBHBIM HHTEPBAIOM.
8. Ecniu JOKyMEHT roTOBUTCS ISl U3JIaHUSI C YMEHbIIICHHMEM MaciluTada, TeKCT MeyaTaeTcst uepes
JIBa UHTEpBaJa.
9. UnTepBan Mexay OykBamMH B CJI0Bax - oObIYHbIN. MHTEpBam MeX 1y clloBaMM - OJUH IpoOe.
10. TexkcT noKyMeHTa BbIPABHUBAETCS 110 IIUPHUHE JIMCTA (110 TpaHUIaM JIEBOTO M IIPABOIo IMoJIeh
JIOKYMEHTA).
11. AnvHa caMoil JUIMHHOM CTPOKU pEKBU3UTA IIPU YIJIOBOM PACIIOIOKEHUN PEKBU3UTOB HE OoJiee
7,5 cMm.
12. JlnvHa caMoil JUIMHHOM CTPOKU PEKBU3UTA MPHU MPOJOILHOM PACHOJIOKEHUN PEKBU3UTOB HE
6onee 12 cm.
13. Kox dopmer pokymenta Koxg ¢opmbl moKyMeHTa MpOCTaBISIETCS Ha YHUDHUIIMPOBAHHBIX
¢dopmMax JOKYMEHTOB B OCHOBHOM HCIIOJIb3YEMBIX B KaJIpOBOM JOKYMEHTOOOOpPOTE IMIKOJIBI.
Pacnonaraercs ko (popMbI B [TIpaBOM BEPXHEM YTITy paboyero mnosjsi JOKyMeHTa, COCTOUT U3 CIIOB
"®opma no" (HauMeHOBaHKe Ki1accu(UKaTOpa) U MUPPOBOTO KOA.
[Ipumep - @opma no OKY] 0301001.
14. HaumenoBanue 1ikosbl HauMeHoBaHME HIKOJNBI JTOJDKHO COOTBETCTBOBATH HAaMMEHOBAHHIO
IOPUAMYECKOTO JIMIA, 3aKPEIUIEHHOMY B €ro Y4YpeOuTelbHbIX JokyMmeHTax (YcraBe
o0mieoOpa3oBarenbHOM opranuzanuu). [log HauMeHOBaHMEM IIKOJBI B CKOOKaX YKa3bIBaeTCs
COKpAaIllEHHOE HauMEeHOBaHHME oOuIeo0pa3oBaTenbHOM opraHuzanuu. Hajg HanMmeHoBaHuEM




IIKOJIBI - YKa3bIBaeTCs MOJIHOE HAUMEHOBAHUE BBILIECTOSIICH OpraHU3aluy.

15. CpaBounsle fanubie o mkosie CrpaBovHbIe JaHHBIE O IIKOJIE BKIIOYAIOT B CE0s: MOYTOBBIH
anapec, Homepa Tenedona, (dakca, agpec AIEKTPOHHOW TouThl, Koj mKoael 1o OKIIO
(mpoctaBisiercst mo OOmepoccuiickoMy Kiaccu(ukaropy MTPEANpPUSATHIA M OpraHu3aIuil),
OCHOBHOM ToCyAapcTBeHHBIN peructpannoHubiii Homep (OI'PH), maeHTHdUKaIIMOHHBIA HOMED
HAJIOTOIUIATENBIMKA/KO ~ TMPUYMHBI [MOCTAHOBKM Ha HaimoroBeii  yuer (MHH/KIIII).
16. HaumenoBanue Bujia JokyMeHTa PEKBU3UT UCIIONB3YyeTCs Ui YKa3aHUs BHUJIA JOKYMEHTa U
pacrioyiaraeTcsi MoJ pPEKBH3UTOM «HAMMEHOBAaHHE O0IIE00pa3oBaTENbHON OpraHU3aIHN.
HaumeHnoBanue Buja TOKyMEHTa HE YKa3bIBACTCs B MHCbMaX.

17. lara noxymenTa JlaToi JTOKyMEHTa SIBJIIETCS JaTra €ro MoJANucaHus (MpuKa3, MUCHMO,
3aIKcKa, akT U Jp.), YTBEPKIACHUS (MHCTPYKIMS, MOJI0XKEHHUE, MpaBUja, periaMeHT, MIaH, OTYeT
U JIp.), COOBITHS, 3aUKCHPOBAHHOTO B IOKyMEHTe (IIPOTOKOI). JlaTa JTOKyMeHTa MpOCTaBISIETCS
JOJIKHOCTHBIM JIMLIOM, MTOJANUCHIBAIOIIMM WJIM YTBEP)KIAIOLIUM TOKYMEHT, UJTU [IPU PETUCTPALIUN
JOKYMEHTa, WJIA HEMOCPEICTBEHHO COCTABHTEIEM IIPH IOATOTOBKE AOKyMEHTa (ciyxkeOHas
3anucKa, 3agBlieHue U Ap.). JIOKyMeHThI, U3JaBaeMbleé COBMECTHO C JAPYIMMH OpraHH3aIlUsIMU
JOJDKHBI UMETh OJHY (enuHyro) naty. JlaTy nokymeHTa oQopMIIsioT apaOckumu nudpamu B
MOCIIe0BATEIHHOCTH:

JIeHb MecsIa, Mecsll, roi. Jlenp mecsna u Mecs oGopMIISIIOT IByMsI TapaMu apaOCKuX mudp,
pa3JiesieHHBIMH TOYKOM; TOJ1 - YeThIpbMsl apabckumu nudpamu, Hanpumep: 01.12.2017. byksa "r"
nocie nudp He CTaBUTCS.

IIPU CIIOBECHO-IIU(GPOBOM criocode opopmileHus 1aThl IEHb Mecs1la yKa3bIBaeTCs Mapoi apabcKux
mudp, o1 4eThIpbMs apadckumu nudpamu, Harpumep: 12 gexadps 2017 .

18. PeructpaiimoHHblii HOMep JIOKyMeHTa PerucTpainoHHbIii HOMEP T0KyMEHTa MPOCTABIISETCS B
COOTBETCTBUM C CHCTEMOM pPETrHCTpalldy, IPUHATOM B IIKOJE. PerucrpanvoHHBII HOMEp
npucBaMBaeTcs JIOKyMEHTy Tmoclie ero mnoxanucanus (ytBepxkaeHus). CcpUika Ha
perucTpanoHHbIi HoOMep U aaTy JokyMeHTa CchblIKa Ha UCXOASIIUN HOMEP U JaTy JIOKyMEHTa
aZipecaHTa BKIIIOUAeT B ceOs perucTpallMOHHbBIN HOMEp U JaTy JOKYMEHTa, Ha KOTOPBIM JOKEeH
OBITH 1aH OTBET.

19. Mecto cocTaBnenus (M3aHus) J0KyMeHTa MecTo cocTaBleHUs! WM M3JaHHs JOKyMEHTa -
"ropox ..." - yka3piBaeTcs Ha OJaHKaX TMPOTOKOJOB M aKTOB, COCTaBISIEMBIX B
00111e00pa30BaTEIbHOM OpraHu3aIH.

20. Anpecar B pexBuzute "Angpecar" HCMONB3YIOTCS O(UIIMANEHBIE HANMEHOBAHHS OpPTaHOB
TFOCyJapCTBEHHOW M  HWCIOJHUTEJIBHOM BIACTH, OPraHOB MECTHOIO CaMOYIIPABIICHUS,
opranusanuii. Jlomyckaercs Ucronb3oBaTh 0O(pUIIMATBLHO IPUHATHIE COKpAIllEHHbIE HANMEHOBAHUS
OpraHoOB T'OCYJapCTBEHHON M HCIIOJIHUTENBHOM BIACTH, OPTaHOB MECTHOIO CaMOYIPAaBIIEHUS,
opranuzaiuii. Ilpu anpecoBaHum OKyMEHTa JIOJDKHOCTHOMY M YacTHOMY JIMIY WHUIIUAJIbBI
CTaBsITCA Nocie haMUIny.

[Ipumep - Pykosooumento OO0 « Cmpoumensvy Pamurus U.O.

PexBu3ur "agpecar” mpocraBisieTcsi B BEpXHeW MpaBoil yacT JJOKyMeHTa (Ha OJIaHKe C YIJIOBBIM
pacrojio’)KEHUEM pPEKBU3UTOB) WM CIipaBa II0Jl PEKBU3UTaMM OnaHka (MpU MPOJOJIBLHOM
pacIono’)keHNH peKBU3UTOB OsaHKa). CTpOKM pekBH3MTa "ajpecaT” BBIPABHUBAIOTCS IO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTEIBHO caMO JUIMHHOM cTpoku. [Ipu agpecoBanuu jokymeHTa 6€3
yYKa3aHHs JOJDKHOCTHOIO JIMIIA HAMMEHOBAHMS aJpecaToB IUIIYTCS B UMEHUTEIBHOM MAJCKe,
HanpuMep:

Opeanvl cmamucmuxu 20pooa Mockaul

[Ipu agpecoBaHMM JOKYMEHTa pPYKOBOJIUTENIO OpraHU3allid HAaMMEHOBAaHUE JIOJDKHOCTU
yKa3bIBae€TCsl B JaTEIbHOM Majexe, Hanpumep: I enepanviomy oupexkmopy OOO «H30anuey
@amunus M.0O. IlouToBBI agpec HE YKa3blBA€TCs B JOKYMEHTaX, HAIpPaBJISIEMBIX B BBICIIHE
OpraHbl TOCYJapCTBEHHOH BlacTu, (QenepanbHble OpraHbl HCIOJIHUTEIBHON BIAacTH M UX
TEepPPUTOPHUATBHBIE OPTaHbI, OPraHbl FOCYAAPCTBEHHOM U UCIIOJIHUTENBHOMN BJIACTH, IOCTOSI HHBIM
KoppecnoHjieHTam. IIpu agpecoBaHuu nmucbMa B OpraHU3allMI0 YKa3blBalOT €€ HAMMEHOBAHUE,
3aTeM MOYTOBBIA ajapec, Hampumep: [ ocydapcmeennoe yupexcoenue Bcepoccutickuil HayuHo-




uccnedo8amenbCKull UHCMumym O0OKYMeHmoseoeHus u apxusnoco oeia IIpogcorosznas yu., 0.82,
Mocksa, 117393

[Ipu anpecoBaHuM [OKyMEeHTa (U3UYECKOMY JIMIYy YKa3blBalOT (aMHUIUI0O W HMHULKAIBI
[10JTy4aTelisl, 3aTeM [IOUTOBBIN aJpec, HaIpUMED:

Ilemposy U.II. I[Ipouzeoocmeennas yiu., 0.5, x8.12, e. Mockesa, 119633

PexBusut "Anpecar" He JOKEH cojiepkaTh Oosee yerbipex aapecaroB. CinoBo "Komus" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajpecaTamMu He ykasbiBaeTcs. [Ipu umcie aapecatoB Goree 4-x
COCTaBJISIETCSl CIUCOK PAacChUIKM JOKyMeHTa. Eciu JOKYMEHT OTHpaBiAE€TCS B HECKOJBKO
OJIHOPOAHBIX OpraHM3alMii WIM B HECKOJbKO CTPYKTYPHBIX MOJpa3felieHuil opraHa
UCTIOJTHUTENIBHOW BJIACTH, TO OHH yKa3bIBatoTCsl 00001menHo. [Ipumep:

Pyxosooumensm yupescoenuii CI10

20. I'pud yrBepkaeHus gjokymenTa ['pud yTBep:KIeHUS IPOCTABISICTCS B IPABOM BEPXHEM YTITY
nokymeHnta. CTpPOKM pEKBU3UTA BBIPABHHUBAIOTCS 110 JIEBOMY Kpalw WU I[EHTPUPYIOTCS
OTHOCHUTEJIBHO CaMOM JUIMHHOM CTPOKHU. JIOKYMEHT yTBEp:KIaeTcs AOKHOCTHBIM JIMLIOM
(1IOJKHOCTHBIMHU JIULIAMH) WIIH PACHIOPSAUTENbHBIM JOKYMEHTOM (IIOCTAaHOBJICHHUEM, PELICHUEM,
MPHUKA30M, pacrnopsbkeHueM). [Ipu yTBEepKIEHUH JOKYMEHTAa IOJKHOCTHBIM JIMIIOM TpHUQ
YTBEpKACHUS JTOJDKeH cocTosith u3 cioBa Y TBEPXJIAK) (0e3 kaBbluek), HaMMEHOBaHUS
JIOJDKHOCTH JIMIIA, YTBEPXKIAIOMIEro JOKYMEHT, €ro MOJNHWCH, WHULIMAJIOB, (pamMumivu U AaThl
yTrBepxkaenus. [Ipumep:

YTBEPX/[AFO /lupexmop MBOY Illkona Ne 1238 U.0O. @amunus

21. Jlata [Ipu yTBep:KIEHUU [TOKyMEHTAa HECKOJIbKHUMH JOJHDKHOCTHBIMU JIMIAMHU HMX MOJIHCH
pacnojaraloTcs Ha OJHOM YypoBHe. Ilpu yTBepKIEeHUM [OKYMEHTa pacHopsAUTEIbHBIM
nokymeHToM rpud yrBepxkaenus cocroutr u3 cinoB YTBEPXJIEH (YTBEPXIEHO,
YTBEPXJEHBI, YTBEPXXJIEHA), coriacoBanHOr0 ¢ HauMEHOBAaHHUEM BHUJA YTBEPKIAEMOTO
JIOKYMEHTa, HAUMEHOBaHUS BUJIa IOKYMEHTa B TBOPUTEIHHOM Ma/IeXkKe, €ro JaThl, HOMEpa.
IIpumep:

VYTBEPK/[EHO npukazom MBOY I[lxonra Ne 1238 om 01.03.2020 Ne 57 22.3aroiioBoK K
TEKCTY 3arojoBOK K TEKCTY - KPaTKOE€ COJEpXKaHUE JOKYMEHTAa. 3arojoBOK K TEKCTy IpHKa3a
dopmynupyercs ¢ npemsiorom "O" ("O6") u oTBevaet Ha Bompoc "o yem?"):

npuka3s (0 4em?) o co3JaHuM KOMHUCCUU;

npuka3s (0 yem?) 00 yTBEpkKJACHUHU IITATHOTO PACITUCAHHUS;

nucbMo (0 yem?) 0 MpeAoCTaBICHUH HH(OPMALINH.

3aronoBoK K TEKCTy o(opMIIsieTcs MOJ peKBU3UTAMU OJIaHKa CJeBa, OT TPAHMIIBI JIEBOTO MOJIA.
HaumenoBanue (3aronoBok) auOO0 aHHOTaIMsS JOKYMEHTa COCTAaBJISIETCS aBTOPOM TIPOEKTa
JIOKYMEHTA. 3ar0JIOBOK K TEKCTY MOKET HE COCTaBISATHCS, €CIIM 00beM TOKYMEHTA HE MPEBbIIIAeT
4-5 cTpok.

23. Texct pokymenTa JIokyMeHTBl 00II€00pa3oBaTeIbHON OpPraHU3allMd COCTaBISIOTCA Ha
rocyaapctBeHHOM si3blke Poccuiickoir ®Denepanum - pycCKOM. TeKCT JOKYMEHTa MOKET
COJIepIKaTh pa3zieibl, MOAPa3iesbl, MYHKTHI, MOAMYHKTHI, HyMepyeMble apabckumu nudpamu. B
MPHUKa3ax TEKCT JOKYMEHTA U3JIaraloT OT MEPBOro JMIA €AMHCTBEHHOIO YKciia ((IPUKa3bIBaI0»)
B nokymeHTax KOJIETHANbHBIX M COBELIATENIBHBIX OpPraHax OT TPEThEro JIMIA €JUHCTBEHHOI'O
yucna: («coopanue... penrmioy) TeKcT MpoToKoJia U3JIaraeTcst OT TPETHETO JINIa MHOYKECTBEHHOTO
yrcna («CIyIanny», «BBICTYIMUIN», «IIOCTAHOBWIINY, «PEIIUIN»), B COBMECTHBIX NOKYMEHTax
TEKCT W3JIaraloT OT MEPBOro JIMIA MHOXKECTBEHHOIO YHUCIa: («IIpUKa3bIBaEM», «pemnian»). B
JIEJIOBBIX (CIY>KEOHBIX ) MUChMaX MCIONB3YIOTCS (JOPMBI U3II0KEHUSI:

OT TMEpBOTO JIMIIA MHOXECTBEHHOTO 4Hcla («IIpOCUM HANpaBUTb», MPEACTABIsEM Ha
pPaccMOTpPEHHEN);

OT TPETHETO JInIa enMHCTBeHHOTO yucia («Anmuanctpanus OV [llkona Ne 1238 He Bo3pakaer»);
OT MEPBOTO JIHIA AUHCTBEHHOTO YHCTa («CUUTAI0 HEOOXOIUMBIMY, «IIPEIaral0 PaCCMOTPETHY).
[Ipu ynorpebieHnn B TeKCTe (haMHIINIA JIWIT HHUITHATBI YKA3bIBAIOTCS TI0ce paMuiini. B nemoBbix
(cmy>keOHBIX) MHUChMax MOTYT HCIOJB30BaThCA: - BCTYIUTEIbHOE oOpalieHue: YBakaeMblil
rocnoguH HMBanoB! VYBaxkaemass rocroxa IlerpoBa! VYBaxaembiii Hukomait IlerpoBuu!




VBaxxaemasa Onbra Hukonaesna! YBakaemble rocrnojal

B oOpamennn mo IOMKHOCTH HAaMMEHOBAHUE OJDKHOCTH THIIETCS C MPOMHCHOM OYKBBHI, B
oOpaiieHun 1o (aMWIMK WHULMAIBL JMIA HE YKA3bIBAIOTCA. - 3aKJIOYMTEIbHAs STUKETHAs
(paza: C yBaxeHHEM, ...

CrpaHulbl JOKYMEHTa HyMEpYIOTCs, HaulHasi CO BTOPOTo JINCTA IOKyMEHTa apabckuMu L pamu
[IOCEPEIMHE BEPXHEro Mouid. TeKCT JAOKyMeHTa OTHENsieTcs OT 3arojioBKa ABYMs WIH TpeMms
MEXyCTPOUHBIMU UHTEPBAJIAMH UCIIOJIb3yEMbIMU B TEKCTE.

24. Ormetka o npuiokeHnr OTMETKa O MPHIIOKEHUH UCTIONb3YeTCs PU OQPOPMIICHHH TTHCEM U
OPUIOKEHUH K IUlaHaM, IporpaMMam, OT4eTaM, IOJIOKEHHSIM, MpaBWiIaM, MHCTPYKLUMAM H
JPyTUM TIOKyMEHTaM. B mucbMax oTMeTKa 0 MPUIIOKEHHH 0POPMIIETCs IO TEKCTOM IHChMa Ha
paccrosHuu 1,25 cM OT rpaHuLbl J1eBOro nois. Eciu npuioxkeHue Ha3BaHO B TEKCTE MHUCbMa, B
OTMETKE O MPWIOKEHUHU YKa3bIBAa€TCsS KOJIMYECTBO JIMCTOB M KOJUYECTBO 3K3EMILISIPOB
HPUIIOKEHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 3x3.

[Ipy HaIMYMKM HECKOJBKUX IPUIOKEHHUH, B OTMETKE O MPWIOKEHUU OHH HyMepyrTcs,
YKa3blBalOTCS HAMMEHOBAaHUS Ka)XJ0ro MPUIOKEHHS, KOJIMYECTBO JIUCTOB U KOJMYECTBO
9K3EMILISIPOB, HAIIpUMep:

Ipunoocenue: 1. Ilnan-epagux ... na 3 1. 6 2 sx3. 2. Cnpaska o noomeepoicoenuu axma
ooyuenus... Ha I 1. 6 1 9K3.

Ecnu npuioxenus cOpOLIIOpOBaHbl, TO KOJIMYECTBO JUCTOB HE yKa3blBaeTcs. Eciu npuiioskenue
HAIpaBJIIOT HE BO BCE YKAa3aHHBIC B JOKYMEHTE a/Ipeca, TO OTMETKY O €ro HaJU4uu 0(OpMIISIOT
CIIETYFOIIIMM 00pa3oM, HalpuMmep:

Tpunooicenue: na 3 1. 6 1 3x3. monvbKo 8 nepawiil aopec.

Ha npunoxenusx k npaBuiiaMm, HHCTPYKLUSAM, MOJIO0XKEHUAM, [IJIaHaM, IporpaMmmam, J0roBopam u
JPYTUM JIOKyMEHTaM OTMETKa O MPUJIOKEHUH MIPOCTABISAETCS Ha MEPBOM JIUCTE MPHIIOKEHUS B
IIPABOM BEPXHEM YTIIy.

Ecnu npunoxenne o1HO, OHO He HyMepyeTcs. Ecnu npuiioskeHui HeCKOJIbKO, OHU HyMEpYIOTCS
(mpunoxenue 1, npuwioxkenue 2). B Tekcre 1OKyMeHTa IpU NEPBOM YIOMHUHAHUU JJOKYMEHTa-
HPUIIOKEHUS B CKOOKaX YKa3bIBaCTCA: ... (IPHIIOKEHHE) WM ... (IpuiioxkeHue 1); nepe HomepoM
MPWIOKEHHUS JIOMMYCKAeTCsl CTaBUTh 3HAaK HoMmepa: ... (mpuioxkenue N 2); B ormerke o
NPUJIOKEHNN YKa3bIBAaeTCd HAaHMMEHOBAHME BHJAAa OCHOBHOIO JIOKYMEHTa, €ro JaTa U HOMep,
HanpuMep:

Ipunoocenue N° 2 k npuxasy MBOY ILlkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunoxeHnem K JOKYMEHTY (HampuMmep, K MpuKa3y) sIBISIETCS YTBEPKIAeMbI JOKYMEHT,
(moJsio’keHue, MpaBuila, MHCTPYKIMS, PETJIAMEHT U JIp.) B BEPXHEM IPAaBOM YTy MPOCTaBISETCS
OTMETKa O MPUJIOKEHUH, HUKE — TPU(Q YTBEPKJIECHUS, HAIPUMED:

IIpunosxcenue YTBEPK/[EHO npuxazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexksusura "OT™MeTka 0 IpUI0KEHUU" JOKEH COOTBETCTBOBATh BUAY U
pasmepy HipudTa TeKCTa JOKYMEHTA.

25. 'pud cormacoBanus joxymenTa ['pud cormacoBaHus ITOKyMEHTa WCIIONB3YETCS TpU
COIJIACOBAHUU JJOKYMEHTA C OpraHaMH BJIACTH, OPraHU3alUsIMH WK TOJDKHOCTHBIMU JTniiamu. OH
cocrout u3 cinosa “COI'JTACOBAHO”, momKHOCTH JMIa, KOTOPBIM COIJIACOBAaH JOKYMEHT
(BKJItOUYAsi HAMMEHOBAHNE OpraHU3alllN ), THYHON NOANKCH, pacIM(PPOBKH NOAMHCH (MHUIIMAJIOB,
(dbaMuIIMN) ¥ 1aThl COTIIACOBAHUSI.

ITpumep:

COI'JIACOBAHO Hqupexmop MBOY [llxkona Ne 1238 U.H. Heanoes 01.12.2019

['pud cormacoBaHus B 3aBUCUMOCTH OT BUJIa IOKYMEHTa K OCOOCHHOCTEN €ro 0(OPMIICHHS MOXKET
MPOCTABIIATHCS:

Ha MEePBOM JIMCTE JTOKYMEHTA (€C/IM JJOKYMEHT UMEET TUTYJIbHBIH JIUCT, - Ha TUTYJIBHOM JIUCTE) B
JIEBOM BEPXHEM YTy Ha YPOBHE rpuda yTBEpXKACHUS WU I0J HAaUMEHOBAaHUEM JOKYMEHTa
OJMKe K HIDKHEMY TOJTIO);

Ha MOCJeIHEM JIUCTE JOKYMEHTA MO TEKCTOM;




Ha JINCTE COTJIACOBAHMUS, SBJIAIOMIEMCS] HEOTHEMIIEMOM YacThIO JOKYMEHTA.

BHeminee coriacoBaHue TakKe MOMKET OBITh OCYIIECTBICHO APYTHUM JOKYMEHTOM - IMUCHMOM,
npoTtokoiom, npukazoM. [Ipumep: COIJIACOBAHO npuxazom /{O2M om 01.07.2017 Ne 01-
01/54

26. Buza CornacoBanue mpoekTa JoKymMeHTa odopmiisercs Bu3oil. Buza mpocrasisercs
COOCTBEHHOPYYHO JIMLIOM, BHU3UPYIOIIMM JOKYMEHT, U BKJIIOUaeT B ce€0s HAaMMEHOBAHUE
JOJKHOCTH BU3HPYIOIIETO, €ro JIMYHYI0 MOANHCH, paciiu@poBKY TMOANHUCH (MHHUIMAIIBL,
damunmio) u gary. lpumep:

3amecmumens oupexmopa U.O. @amunus 03.03.2020

JlomyckaeTcs MOJIMCTHOE BUSUPOBAHKE JOKYMEHTA U €ro npwioxkeHui. [Ipu Hanuyuu 3amedanuii,
JOTIOJTHEHUN K TPOEKTY JOKYMEHTa BH3a JOIMOJIHAETCS COOTBETCTBYIOIIMM YyKazaHueMm. Jlis
JIOKYMEHTA, IOIJIMHHUK KOTOPOTO OTIPABJISIOT U3 IIKOJIbI, BU3bl IPOCTABIIIOTCS Ha AK3EMILIsApax
JIOKYMEHTOB, TIOMeIIaeMbIX B jeo. Jljig ToKyMeHTa, MOJUIMHHUK KOTOPOro OCTAeTCs B IIKOJIE,
BU3bI COTJIACOBAHMUS MPOCTABIISIFOTCS HAa 000pOTE TOCIEIHETO JIUCTA MOUTMHHUKA IOKYMEHTA WIIN
HAa MOCJeIHEM JIUCTE JOKYMEHTA MO/ MOAMKUCHIO.

27. lonnuce [loanuch BKIIOYACT: HAMMEHOBAHHUE JODKHOCTH JIMIA, TMOANMCABIIETO JOKYMEHT,
€ro COOCTBEHHOPYUYHYIO MOJNKICH; paciiuPpoBKY moanucy (MHUImManbl, pamunus): [pumep:
Jlupexmop nuunas noonuce U.0.Damunus

Eciu noxyment odopmien He Ha OjaHke, B HAUMEHOBAHME JIOJDKHOCTH BKIIIOUAETCS
HauMeHOBaHUE 0011e00pa3oBaTeIbHON OpraHu3aluy (II0JHOE Ha3BaHue 1IKoJbl). [Jomyckaercs B
pexBuzute "[loanuch AOKHOCTHOTrO JuHa" IEHTPUPOBATh HAMMEHOBAaHUE JOJIKHOCTH JHUIIA,
MOJIKMCABIIETO JIOKYMEHT, OTHOCHUTEJIBHO CaMONl JUIMHHOW CTPOKH. [Ipu mnoanucanuu
JOKYMEHTa HECKOJbKMMHU JIOJDKHOCTHBIMH JIMLIAMH PA3HBIX JIOJDKHOCTEH WX MOAINUCH
pacmojaraloT OJHY TMOJ Jpyrod B IIOCJE€IOBAaTEIbHOCTH, COOTBETCTBYIOIIEH HEpApXUU
3aHuMaeMoil fmomxHocTu. [lpumep: Jupexmop nuunas noonuce H.O.®D. 3amecmumens
oupexmopa auunas noonucv 1.0.D.

[Ipy moxamucaHUM JOKYMEHTa HECKOJIbKUMHU JIUIIAMH PaBHBIX JOJDKHOCTEH WX MOJMUCU
pacrnoJjiaratoT Ha OJJHOM ypoBHeE. B TOKyMeHTax, COCTaBIIEHHbIX KOMUCCHEH, YKA3bIBAETCSI CTATYC
JUIa B COCTaBe KOMHUCCHH: MPOCTABIECHUEM KOCOW 4epThl Mepe] HAUMEHOBAaHUEM JIOJKHOCTU
(100aBnATH Kakue- 100 MPUCTABKH).

Ecin qupeKTop KOl MWK UHOE YIIOJTHOMOUYEHHOE Ha MOANNCAHUE JOKYMEHTA JINLO BPEMEHHO
OTCYTCTBYET (OTIYCK, OO0JIe3Hb, KOMaHAMPOBKA) WJIM JOJKHOCTh BaKaHTHA, TO JOKYMEHT
NOJAINUCHIBAET  COTPYIHHK, YIOJHOMOYEHHBII Ha IOANMCAHWE B  COOTBETCTBUU C
pacnopsAUTENbHBIM IOKYMEHTOM WM Ha/I€TICHHBIN TOJIHOMOYHUSIMH, YCTaHOBJIEHHBIMU IIPUKA30M
IkoJel Uiy yupeautens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U TOTHOMOYHS, HallpUMep:
3amecmumensy  Oupexmopa noonuce H.O. Damunus via: Hcnoausrowuii  006s13aHHOCMU
oupexmopa noonucv M.0. @amunusa Wiu u.o. oupekmopa noonucv U.0. Pamunus

PexBusut "lloanuce q0MKHOCTHOTO JUIA" MOXKET OBITH O(OpMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKYMEHTa (Hampumep, NpU HANMCAHUU CITy>KEOHOH 3amucku 0e3 MPUMEHEHUs TeXHUYECKUX
cpeacTB) 1100 oopmIleH € MCHOJB30BaHWEM TEXHHUYECKUX CpeACTB. B ciyuyae odopmiieHus
pekBu3uTa "lloanuce MOMMKHOCTHOrO JMLA" C MCIONb30BAHMEM TEXHUYECKHX CPENCTB BHUI U
pasMep mipudra yKa3aHHOTO PEKBHM3UTa HE MOXKET OTJIMYAThCS OT BUAA M pa3Mmepa wpudta
OCHOBHOTO T€KCTa JoKyMeHTa. PexBusur "l[loanuce omKHOCTHOTO ua" OTAEISETCS OT TEKCTa
TPEMs WU YE€THIPHMS OJITMHAPHBIMU MEXKIYyCTPOYHBIMUA WHTEPBAJIaMHU.

28. Ileuats [leyats sBisieTCS CIOCOOOM MOATBEPHKIEHUS MOVIMHHOCTH MOANUCH JOHKHOCTHOTO
auna Ha JokymeHrte. [leyath cTaBUTCS Ha JOKyMEHTax B CilydasX, MPEIyCMOTPEHHBIX
3aKOHOJATENFHBIMA WU WHBIMA HOPMATHBHBIMH TIPAaBOBBHIMH akTamu. lledaTh cTaBUTCS Ha
CBOOOJAHOM OT TEKCTa MECTe, MPU STOM OTTHCK MEYaTH HE 3aXBaThIBaeT JUYHON MOJIUCU
JIOJDKHOCTHOTO JIMIA MOJNHMCABIIEr0 JOKYMEHT, WM B MecTe, o6o3HaueHHOM «MID» («Mecto
nevyatu»). B JOoKyMeHTax, MOJITOTOBJIEHHBIX Ha OCHOBE YHU(UIUPOBAHHBIX (OpM, MeyaTh
CTaBUTCS B MecTe, 0003HAa4eHHOM OTMeTKOM "MIT" unu uHbIM 00pazoM.

29. Ormetka 00 ucnonauTesie OTMeTKa 00 UCTIOHUTEIE (aBTOpE) TOKYMEHTA IMPOCTABIISIETCS Ha




MUChMaX MIKOJIbI B JIEBOM HIKHEM YIUIy JIMIEBOM CTOPOHBI MOCJIEIHEro JIMCTa JOKYMEHTa OT
TPaHUIIBI JICBOTO TOJI WJIH, TIPU OTCYTCTBUM MECTa, - HA OOOPOTHOW CTOpOHE BHU3Y CJIEBA.
OtmeTKa BKJIIOYAET (aMIIINIO, UMs, OTYECTBO UCIIOJHUTEN U HOMEp ero TenedoHa, a Takxke
OTMETKAa 00 WCTIOJHHUTENE MOXKET JOMOJHATHCS HAUMEHOBAHHMEM JOJIKHOCTH U DIIEKTPOHHBIM
aapecom ucnonuutens. [Ipumep:

Hsanoe Hean Hsanosuu, cneyuanucm no oxpane mpyoa (888) 888-88-88, lvanov@mail.ru

30. Ormerka o 3aBepeHuu konuu JIJis MOATBEPKAEHUS COOTBETCTBUS KOMHUH (BBIIUCKU U3
JIOKYMEHTa) TIOJUTMHHUKY JTOKYMEHTa Ha MOCIEHEM JTUCTE KOMHH (BBITUCKU U3 IOKYMEHTA) IO
pexkBusutoM "llonmuce" odpopmisercs pekBuzuT «OTMETKa 0 3aBepeHHH Komuu». OTMETKa O
3aBEPEHUN KOIUU BKJIIOYACT: CIIOBO «BepHO», HAMMEHOBAaHUE JOHKHOCTH JIHIIA, 3aBEPHUBIIETO
KOITUI0, COOCTBEHHOPYYHYIO TOJINKCH, pacin(PpOBKY MOANUCH (MHHUIHAIBI, (aMUIIUIO), NaTy
3aBEepEHUs KOMMHUH JTOKyMeHTa. PekBu3uT «OTMETKA O 3aBEPEHUN KOITHI» MOXKET OBITh 0OopMIICHA
OT pPYKM WIM C HCIOJIb30BaHMEeM IuTamma. Jlomyckaercss 3aBepsiTh KaKIbld JIUCT
MHOTOCTPAaHUYHON KOTIHH JJOKYMEHTA.

31. Ormerka O mocTyruieHud JokyMeHTa OTMETKa O MOCTYIUIGHHHM JOKYMEHTa COJEPKUT
BXOJISIINI PEruCcTPaIlOHHBIN HOMEp W JaTy MOCTYIUIEHUs JoKyMeHTa. JlomyckaeTcs yka3zaHue
YacoB U MHUHYT IMOCTYIUICHUS JOKYMEHTa C 3aBEPEHHEM MOMAMUCAMU 3aUHTEPECOBAHHBIX JIHII.
OTMeTKa 0 TOCTYIUICHHH JOKYMEHTA MOXET IMPOCTABIISTHCS C HCIIOJIb30BAHUEM IITAMIIA.

32. Pezomonust Pe3omnonus coiep KUT yKkazaHue 1o UCIIOMHEHHIO JokyMeHTa. OHa odopmiisercs
Ha CBOOOJHOM MecTe pabouero moisi JOKyMeHTa. Pesomionus BKIOYaeT B ceOs: Gamuinio,
WHUIMAIB UCTOMHUTENS (UCHOJHUTENEeH), MOpy4YeHHe IO JOKYMEHTY, MOJIUCh aBTopa
pe3omonuu U Aaty o(GopMIIeHHs PEe30IONUH. Pe30dronus, mo yCMOTPEHHIO JIMIA, JAOIIETO
MOpy4YeHHUe, MOXKET BKIIIOYATh B Ce0sI TAK)KE CPOK MCIOIHEHUS TOKYMEHTA.
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