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1. O0mue nmo10KeHU

1.1. Hacrosimas WHCTpYKIHsS IO IEIONPOM3BOACTBY B IIKONE Pa3pabOTaHA B COOTBETCTBUM C
®deepanabHbIM 3aKOHOM 0T 29.12.2012 Ne 273-®3 "0O6 obpazoBanuu B Poccuiickoit Meneparun" ¢
usMeHeHuAMH oT 8 asrycra 2024 roma, 'OCT P 7.0.97-2016 «Cucrema CTaHIApTOB 110
uH(OpMALKH, OHOIMOTEYHOMY M H3MATENBCKOMY Aely, «OpraHu3ariMOHHO-PACIIOPSIIUTENbHAS
npokymeHtauus.  TpeOboBanms K oDOpPMIEHHMIO  JOKYMEHTOB», a  Takke  YCTaBOM
0011e00pa30BaTENbHOM OPraHN3aIiy U APYTHMHE HOPMATUBHBIMU MPABOBBIME aKTaMu PocCHICKOI
Deiepalvi, periiaMeHTHPYIOIEMU JESTEIBHOCTE 06Ie00pa30BaTeIbHBIX OPraHH3aIlHil.

1.2. Jlannas WUncTpykiust 10 JeNIOMPOM3BOJCTBY B LIKONE (janee - Huctpyknmst) o603Ha4gaer
NpaBHNIa TOATOTOBKH M O(QOPMIICHHS JIOKYMEHTOB B 0OIIe00pa3oBaTeNbHON OpraHu3alliy,
Ompe/eNsAeT CTaHAapThl OQOPMIIEHHS PEKBU3UTOB, OJIAHKOB JOKYyMEHTOB, COCTABIEHHUS IPHKA30B,
TIOJIOKEHUH MHCTPYKIHUHI, a Tak)Ke periaMeHTupyeT hOPMUPOBAHKE JIEN U MX TeKyllee XpaHeHHe,
HOArOTOBKY JIOKYMEHTOB M JIeNl K Iepelladye Ha apXUBHOE XpaHEHHE B 0OIIEoOpa3oBaTesbHOM
OpraHH3aI.

1.3. MHCTpYKIMs [0 NENONPOM3BOACTBY pa3paboTaHa B IelIX YCTAHOBIEHUS eIHHBIX TpeOoBaHH i
K TIOATOTOBKE, 00pabOTKEe, XPaHEHUIO U HCIOJIB30BAHMIO OOPa3yIONIUXCS B ACSTEILHOCTH
0011e00pa3oBaTeILHON  OPTraHM3aliil U IIOCTYMAOIMX B MIKOJNY JOKYMEHTOB, a TaKiKe
COBEPIICHCTBOBAHUS W MOBBIIEHHS 3(PEKTHBHOCTH JEIONPOM3BO/ICTBA 0OIIE0OPa30BaTEILHON
OpraHu3aIly.

1.4. Tlonoxennss VHCTPYKIMHM pPacIpOCTPaHSIOTCS HA OPraHU3auio paboThl ¢ IOKYMEHTAMH
HE3aBUCUMO OT BHJA HOCHTENS, B TOM YHCIIE C OISKTPOHHBIMH JOKYMEHTAMM, BKJIFOUYAs
MOATOTOBKY, 00pabOoTKy, XpaHEHHE M HCIONB30BaHHE JIOKYMEHTOB, OCYIIECTBISEMBIMA C
IOMOIIBI0 HHPOPMAITHOHHBIX TEXHOJIOTHA.

1.5. Opranusanuio, METOIMYECKOE PYKOBOJACTBO, COBEPIIEHCTBOBAHHE JEIONPOH3BOICTBA W
KOHTPOJIb 3a COOJIO/ICHHEM HacTosed MHCTPpyKIMKU B 1IKOIE OCYIIECTBISET OTBETCTBEHHBIN 32
BEJICHHE JI€JI0IIPOU3BO/ICTRA.

1.6. Ilpaa u 0Os3aHHOCTH pPAbOTHHMKOB, OCYILIECTBIMIOMMX paboTy C JOKYMEHTAMH B
CTPYKTYPHBIX  NOAPA3NeNeHHsIX  00meo0pa3oBaTeNbHON — OpraHM3alid,  YCTAHABIMBAIOTCS
JOJDKHOCTHBIMHU HHCTPYKIMAMH HITH IIPHKA30M JIUPEKTOPA.

1.7. Ceenenus, coiepiamuecss B TOKyMEHTax, MOTYT OBITh HCIIONB30BaHbI TOMBKO B paboumnx
[eISX B COOTBETCTBMU C HMOJTHOMOYHSIMH COTPYIHHMKA, pabOTAIOIIEro ¢ J0KyMeHTaMH. PaGora ¢
JIOKYMCHTaMU BHE NOMELICHHH IIKOJIBI He aomyckaercs. IIpu yrpare MOKYMEHTOB MpOBOIHTCS
ciry>xeOHast TpoBepKa.

1.8. Ilpu yxome B OTmyck, mepeBoie (liepeMelieHuM) mo paboTe WM B cly4dae yBOJbHEHHS
COTPYIHHMK O00s3aH IMepenarb BCe HAXOIIIUECST y HEro JOKYMEHTHI HHOMY COTPY/JHUKY,
ONPEAENCHHOMY B COOTBETCTBHH C yKa3aHHEM HETIOCPEICTBEHHOTO PYKOBOIHUTENS YBOJIBHIEMOIO,
YXOJAIIEro B OTIYCK MJIM IMEPEBOISIIIETOCS (IIEpEMEIaeMOoro) Mo paboTe COTPy/IHHUKA.



1.9. UncTpykuus obs3aTenbHa sl COOMI0ACHNS BCeMH pabOTHUKAMHU IIKOJIBl. BHOBB MpUHSATHIE HA
paboTy COTPYAHUKH, B JIOJDKHOCTHBIC OOSI3aHHOCTH KOTOPBIX BXOJHUT BEICHHWE JOKYMEHTAILUH, B
TeueHue TpEX pabouux HEH co JAHSA W3aHUs MPUKa3a 0 Ha3HAUYCHUH Ha JIOJDKHOCTH JOJDKHBI OBITh
O3HaKOMJICHBI ¢ HacTosme MHcTpykuuneit mos moamnuce.

2. [IpaBus1a MOATOTOBKU M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [fedaTenbHOCTH WIKOJNBI CO3/1aeTCS KOMIUIEKC OPTraHHU3aIlMOHHO PaCHOPSIUTEIbHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJOKEHUS, IPaBUIIa, HHCTPYKLUHU, PErilaMEHThl; IPOTOKOJIbI 3aCeAaHU
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OSKCIICPTHBIX W APp. OpI‘aHOB), aKThl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIy>KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COTJIALICHHS), AeI0Bas
(cmyxeOHasi) mepemucka M JAp. COCTaBISIOTCS W O(GOPMIIIOTCS CHEIHATIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHEM  O00pa30BaTENbHOW  JCSATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKoro yuyera, OpraHu3anuen
JIeJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3auu, o0ecredeHneM OyXraaTepcKoro yyera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)KHOM HOCHTEIE W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui OPOpPMIICHUS JNOKYMEHTOB. [Ipu co3maHumM JOKyMEHTa Ha
IBYX U O0Jiee CTpaHHIIaX BTOPYIO U MOCIEIYIONINE CTPAHUIBI HYMEPYIOT.

2.3. Homepa cTpaHHI] MPOCTABISAIOTCA MOCEPEAHE BEPXHET0 MOJs JOKYMEHTA Ha PACCTOSIHUM HE
meHee 10 MM OT BepxHero kpas nucra. [lomyckaercsi co3laHHe JOKYMEHTOB Ha JIMIICBOH M
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIUPUHA JICBOTO OISl HA JIMIIEBOM CTOPOHE JIUCTA
Y TIPAaBOTO MOJIsI HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI ObITh PAaBHBI.

3. PeKkBU3HUTHI JOKYMEHTOB
3.1. Jlng pexkBH3WTOB JOKYMEHTOB, CO3[aBaeéMbIX B 0O0IIe00pa30BaTENbHON OpTraHU3aINH,
yCcTaHaBIUBaIOTCA MpaBuiia u TpedoBanus B coorsercTBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACIAETCS €ro BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke u oOGOPMICHUH JTOKYMEHTOB B IIKOJE HCIOJB3YIOTCS CIEAYIOIIne
PEKBU3UTHI:

e KOJ GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIPaBOYHBIC JAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA TIOKYMEHTA;

e JaTa JOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e CCBIJIKa Ha PErHCTPAI[MOHHBII HOMED U AaTy TOKYMEHTA;

e MECTO COCTaBJICHHS (M3JaHUs1) TOKYMEHTA;

e ajpecar;

e Tpu( yTBEPKICHUS JOKYMCHTA,;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUHU;

e rpud coriacoBaHus JOKYMEHTA;

e BU3;

e TIOAINCE;

e OTMeTKa 00 3JIEKTPOHHOMN MOJIHCH;

e TICUATDH;

e OTMeTKa 00 UCIIOJIHUTEIIE;

e OTMETKa O 3aBEpEHHUH KOIIHH;

e OTMETKa O MOCTYIUICHUH JOKYMEHTA,;

e PE3OIIONHSI.



4. BJaHKH JOKYMEHTOB
4.1. JlokyMeHTBI, cO3/1aBaeMbIe B 00I11e00pa30BaTeILHON OpraHu3amuy, oQOpMIISIIOTCS Ha OJaHKax,
M3TOTOBJICHHBIX HA CTaHAAPTHBIX JucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIyCKaeTcsi OQopMIsITh C
ucnoinb3oBanueM (Gopmata A3 (420x297mm). JIOKyMEHTBI, COCTaBISIONIME BHYTPEHHIOIO
nepenucky, oGopMISIFOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢opmara A4 (210x297 mMm) 6e3
MCTIOJIb30BaHUS OJIAHKOB.
4.2. Kaxaplii TUCT TOKyMEeHTa, oOpMIICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKEH MMETh IO He
MEHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl IIuTeNbHbIX (cBbIe 10 J1eT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MMm.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSIEMbIX B LIIKOJIE:

e 0Ot OJIAHK;

e 0JaHK MMHCHMA;

e OJaHK KOHKPETHOTO BHAA JOKyMeHTa (OJlaHK TMpHKa3a, OJaHK pacHopsDKeHHs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX M TPUMEHSEMBIX B IIKOJEC OJIAHKOB TIOJUIC)KAT BKJIFOUYCHUIO B
WHCTPYKIHIO 10 JIEJIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHU3aIK B KAU€CTBE MPHUIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Ipuka3spl

5.1. IlpukazamMu OQOPMIISIOTCS pELIEHHUS [0 ONEepaTUBHBIM, OPraHU3alMOHHBIM, Y4YEOHBIM,
KaJIpOBBbIM (MIpUIOKEeHHE 2 Ha 9 JIMCTaxX) U APYrUM BOIIpOcaM pabOThl IIKOJIBI.

5.2. IlpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTEINM HA OCHOBAHUU MOPYYEHUH
TUPEKTOpa, ero 3aMmectuteneil. [IpoekTel MpUKa30B MO JIMYHOMY COCTaBY T'OTOBHUT CIEHHUAIUCT IO
KaJpam.

5.3. B mpuka3ax TEKCT u3yaraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOy).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTupyromen (mpeamOynbl) U
pacrnopsIuTEIbHOM.

5.5. B KoHCTarupyomel dYacTH KpaTKO H3JIaraloTcsi ILend M 3ajJadd, (GakThl M COOBITHS,
MOCITYKUBIIINE OCHOBAaHUEM JJIsi u3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBuun", "Bo ucnomnenue", u T.n. Eciu mpukaz u3gaeTcs Ha OCHOBAHHUMU JIPYTOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTA, €ro Jara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHas 4acTh JOJDKHA COAEPIKATh MEPEYUCICHHE MPEINHChIBAEMbIX JEHCTBUM C
YKa3aHUEM UCIOJHUTENS KaXAOro ACHCTBUS M, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinuTenpHas yacTh AEIUTCS HA MYHKTHl U MOAMYHKTBI, KOTOPBIE HYMEpYIOTCS apabCKUMU
uuppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT OBITh IEPEYUCIIEHBI B OJHOM ITyHKTE.

5.7. B KadecTBE WCIOJHHUTENCH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpelceiaTeNd HIu
PYKOBOIUTENN pabouuX rpynn (KOMHUCCUR).

5.8. Ecniu mpukas n3MeHsieT paHee U3JaHHbII TOKYMEHT (IIyHKTHI JOKYMEHTa), TO OJJMH U3 MyHKTOB
pacnopsAMTEILHON YaCTH TEKCTa JIOJKEH COJEPKAaTh CChUIKY Ha M3MEHSIEMbIH TOKYMEHT (ITyHKTBI
JIOKYMEHTA) C yKa3aHHEM €ro JaThl, HOMepa U 3arojoBKa.

5.9. Ecmu mpuka3 OTMEHSET JCHCTBHE paHee HW3JIaHHOTO JOKyMEeHTa (IIyHKTOB JIOKYMEHTA) C
OIIpEAEIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTENBHON YacTU TEKCTa JOJKEH HAaYMHAThCS
cnoBamu "IIpu3HaTh yTpaTMBIIMM CHITy...", Jajee yKa3blBaTbCs JaTa, HOMEp M 3arojOBOK paHee
U3JJTAaHHOTO JIOKYMEHTa (IIyHKTa JOKYMEHTa), a TaKkKe Jara, ¢ KOTOPO OTMEHsSETCs ero JeHCTBHe.



Ecim nata He yka3aHa, TO J[A€WCTBHE paHee W3AAHHOTO JOKyMeHTa (IYHKTHI JOKYMEHTA)
OTMEHSIETCS C JaThl U3IaHUSI HOBOT'O MPHUKA3a.

5.10. Ecnu npukas oTMEHSET paHee U3JaHHbIA JOKYMEHT C MOMEHTA U3/IaHus, TO OJMH U3 YHKTOB
pacropsAIUTEeIbHOM 4acTH TEKCTa JOJDKEH HayuHaThCs ciaoBaMH "OTMEHMTh..." W YKa3bIBaThCA
JlaTa, HOMEp U 3aroJIOBOK paHee U3JIaHHOTO JOKYMEHTA.

5.11. Ecnu mpuka3 mpenronaraeTcs BBECTH B JISHCTBHE HE C MOMEHTA €r0 M3JaHus, HeOOXOIUMO
yKa3aTb CPOK BBEACHHMS €ro B AcicTBue. IlociieHMI IyHKT pacnopsIUTEIbHOM 4YacCTH MOXKET
COZIEp)KaTh CBEICHUS O JIOJHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM
MpuKasa.

5.13. Ilpuka3sl MOAMHUCHIBAIOTCS TOJIBKO TUPEKTOPOM OOIIe00pa3oBaTeIbHOW OpraHU3alUd WM
PpabOTHUKOM, UCITOJHSIONIUM €Tr0 00sSI3aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 3a 00OECIeUeHne CBOCBPEMEHHON M KauyeCTBEHHOW IMOATOTOBKH MPOEKTOB
MPUKA30B M WX COTJIACOBAHHWE C 3aWHTEPECOBAHHBIMH DPAOOTHUKAMH W OPTaHHU3AIUSAMH HECYT
aBTOPBI IPOEKTA MPUKa3a.

5.15. PerucrpanyioHHble HOMEpa MPUCBAWBAIOTCS IPHKa3aM IO MOPSAAKY HOMEPOB B IIpelenax
KaJIeHAapHOTO To/1a.

5.16. Jlara peructpanuy npuKa3a sBIsSETCs TaTOU ero MOoIMHUCaHus.

6. IlpaBuJia, NoJ10KeHUs, UHCTPYKIIUU

6.1. IlpaBuna — HOPMATHBHBIA aKT, OMpPENESIOUINI MOPAIOK KaKoro-iubo BUIA JESITEIbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAOIINI ONPEIEICHHOE MOBEAECHUE.

6.2. IlonoxeHne — HOPMATUBHBIHN aKT, JETATLHO PETJIAMEHTUPYIOLIUI MTPABOBOM CTaTycC, MOPSIOK
OpraHM3ally U IPoLEeAYypY KaKoro-audo Buaa JesTeIbHOCTH.

6.3. MHCTpyKIMsST — HOPMATUBHBIN aKT, M3JaBaeMbIii B IENSIX Pa3bACHEHUS W ONpeAeSeHUs
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JMOO C LENbI0 YKa3aHWUs HOPM O
croco0ax BBIMOJHEHUS ONPEeNIEHHBIX onepaluil (IeicTBuii).

6.4. IlpaBuiia, MOJOXKEHUSI, HHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCHMOCTH OT BHJA JOKYMEHTA) Ha
VYopasnsoomeM coBete, 3acenaHusx I[Ipodcoro3HOro KOMHTETa WIKOJBI M YTBEPXKIAIOTCS
TUPEKTOPOM.

6.5. IlopsmOK MOATOTOBKM MPOEKTOB IMPaBHJI, MOJIOKEHUS,, MHCTPYKIIMM COOTBETCTBYET OOILIeMYy
MOPSIIKY MOJATOTOBKH MPOEKTOB MPUKa30B 00111€00pa30BaTeIbHON OpraHu3aIiy.

6.6. TexcT mpoekTa IOJIOKEHUs, MpaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTIMYUTENbHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABHJI, ITOJIOKEHUS, UHCTPYKIMU SBIISFOTCSL:

e TOYHOCTb NMPUMEHSAEMBIX (POPMYITHPOBOK O€3 HCIOIb30BAHUS CJIOB U MOHATHUN, UMEIOLIUX
MHO>KECTBEHHBIN CMBICIT,

e HCIOJB30BaHUWE KOPOTKHMX IMPEAJIOKEHNUH, OOLIENPUHATHIX BBIPAKEHUH U CBS30K, IpH
HE00XOUMOCTH - Mpe/IBapUTEIbHOE ONpPE/eNICHHE UCIIOIb3YEMBIX MOHATHH, COKpaIleHUH,
ab0peBuaryp;

e OIMCaHHME BCEX BO3MOXKHBIX BAapMAaHTOB COOBITHM M COOTBETCTBYIOIIMX MM BapHAHTOB
NEHCTBUM, T.€. IOJIHOTA MPEACTAaBICHUS HHPOPMALIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTa C IE€JIbIO JOCTWKEHHUS HAWJIydlled IMOCIe10BaTEIbHOCTH
U3JI0KEHUSl MaTepuana;

e MMHHMHU3AIUS TEKCTAa C MOMOIIBIO MPUMEHEHUs 0000IeHui (0030pOB MpeanoiaraeMbix
JCUCTBUI) U IPUMEHEHHUE MEPEUNCIICHHUH (3a/1a4, STAIOB, YCIOBHIA U T.]1.).

6.8. B 3aBHCcHMOCTH OT CIIO)KHOCTH M 00beMa pa3pabaThIBAEMBIX MPABUII, OJOKEHHS, HHCTPYKLIUU
- TEKCT JOKYMEHTa JeJIUTCS Ha TJaBbl, IIYHKTHl U MOANYHKTHL. [ J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoauTcs apabcKuMu uppamu.

7. IIpoTokoJ 3acegaHusi (COBEIIAHNS)
7.1. I[IpoTokosn — MOKYMEHT, B KOTOPOM (PUKCHpYeTCsi XOJ 0OCYXKJIEHUS BOIPOCOB U MPUHATHUS
peleHui Ha coOpaHMsIX, COBEIIAaHUAX, KOH(EPEHIMAX U 3aCeJaHHUsIX KOJUIErHaIbHBIX OPIaHOB.



7.2. Tlporokon 3acenanus (COBEIIaHMS) - (Jajee - MPOTOKOJ) O(OPMIISETCS Ha YHUCTOM JIMCTE
Oymaru opmara A4.

7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JABYX YacTeil: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  YacTM  yKa3blBAlOTCA  MHHULMAIBGL,  (paMUIUUM W JOJKHOCTH
MpeCceaTeIbCTBYIOIETO, CEKPeTaps, MPUCYTCTBOBABIINX HA 3aCE€AAHUU U, P HEOOXOIUMOCTH,
JIUL, IPUTTIAIICHHBIX Ha 3ace/laHue (COBELIaHue).

7.5. BBogHas 4YacTh MNPOTOKOJA 3aKAHUMBAETCS IIEPEUYHEM pacCMATPUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE UX 3HAYMMOCTH C yKa3aHWEM JOKJIaJuuka IO KaXKIOMY
paccmarpuBaeMomy Bonpocy. Bonpocsr popmynupytrores ¢ npemiorom "O" ("O6"), meuararorcs ot
IPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LUPpaMU.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOUT M3 Pa3fesioB, COOTBETCTBYIOIIUX PacCMaTpUBACMBIM
BOIIPOCAM M UX HYMEpPAallUH.

7.7. TekcT MNpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKEeCTBeHHoro uwcia ("ciymanu",
"BpicTynun", "mocranoBuin", "pemmian').

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIMLIOM, IIPECEIAaTEILCTBOBABIINM Ha 3acelaHiH (COBEIIAHUH), U
cekpeTapéMm 3aceaHus (COBEIaHUs).

7.9. Ilpu OTCYTCTBMH CEKpeTapsl 3acelaHus, B TOM 4YHCIE IpH TMPOBEICHHH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMMCAHUE MMPOTOKOJIA TOIBKO MPEICEAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE IMO3IAHEE TPEX IHEH CO JHSA 3aceJaHus.
[IpoeKkTbl  COOTBETCTBYIOIIMX IMYHKTOB TMPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a IOATOTOBKY.

7.11. Jlata mpoTOKOJa I0JKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUA (3aceJaHus).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHM3ALUSAM MU JIOJDKHOCTHBIM
JUIAM B COOTBETCTBUU C yKaszaTelleM pAacChUIKH, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBemanus).

8. Iliian
8.1. [1nan — NOKyMEHT, yCTaHaBJIMBAIOLIUI TepeUyeHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOIPUATHH,
WX MOCTIeIOBATEIBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJTHUTEIIECH.
8.2. Ilnan odopmusercs Ha nucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpu] YTBEpKICHHS TOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e HAaMMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TOAMHUCH.
8.3. PexBm3uT — "TekcT qOoKyMeHTa" 0OopMIISETCs B BUJE TAOIUIIBI C rpadaMu:

e HOMEp NyHKTA IJIaHa;

e HAaWMEHOBAaHWE MEPOIPHUSATHS;

e  CpOK HMCIIOJTHEHHUS;

e WCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTuer

9.1. OTyer — AOKYMEHT, COJICPIKANTUI CBEICHUS O pe3yibTaTaX JACSITeILHOCTH 32 ONpeAcICHHBINA
MIEePHOJ] BPEMEHH, BBITIOJIHEHUU MEPOTIPUITUIN, TOPYUCHHA, 3aJaHUH, TIIAHOB.

9.2. Oruersl, mpeAOCTaBIsieMble B OpPraHbl TOCYIAPCTBEHHOW BiacTH (B TOM 4YHCIIC B OpTraHbI
rOCy/IapCTBEHHOW  CTaTUCTUKM) W  HMEIOIIME  YCTAHOBJICHHYIO  TPAaBOBBIMH  aKTaMH



rOCYJapCTBEHHBIX OPraHOB (JOPMY, CO3JAIOTCS M0 YCTAHOBJIEHHOW IOCYJapCTBEHHBIMH OpraHaMu
(dopMe U B OIIpeIeIEHHOM UMH MOPSKE.
9.3. Otuérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 NPaBHJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcss Ha JucTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIEAYIOMINX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e JlaTa JOKYMEHTA;

e  PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BUJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAUMEHOBAHUE JIOJDKHOCTH;

e  TIOAMKCE.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JODKHO COJACPKAThCA YKa3 Ha JEATENbHOCTb,
MEpOTPUATHE, BBIJAHHOE IOpyYEHHUE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAINH BBIOIHEHUIO, U
pe3yabTaT O BBIIOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHue
WCTIOJHUTENBCKON  JUCHWIUIMHBL, YCTAaHOBIIEHHBIX CPOKOB HCIIOJHEHHS U  HaJJIexariee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSIMU (TIPH YYACTHH HECKOJIBKUX UCIIOIHUTENEH).

10. nucsmo
10.1. ITucbma roToBsTCS Kak:

e OTBETHI O BHIIIOJHEHUH MOPYYCHUH BBIIIECTOSIIIUX OPTaHOB UCIIOJHUTEIHHOHN BIIACTH;

e OTBETHI Ha 3aIIPOCHI OPraHU3ALUM, IPEANPUATHIA U YACTHBIX JIULL;

e HMHHIUATHBHBIC MMCHMA.

10.2. Cpoku MOArOTOBKHM OTBETHBIX ITHCEM:

e C KOHKPETHOM JJaTOM MCIIOJIHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C pE3OJIOLUUEH JUpeKTopa W €ro 3aMecTHTeled Ha OCHOBAaHUM
YCTaHOBJICHHBIX CPOKOB HWCIIOJIHEHHS TOPYYEHHUH, 3alpoCOB WM IO PEIICHHIO aBTOpa
PE30ITIOIUH.

10.3. TeKcTBl OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSM, 3a()MKCHPOBAHHBIM B
pesomoru. CpoKH MOArOTOBKM MHUIIMATHBHBIX MHCEM OINPENEISIOTCS CaMOCTOSATENIEHO aBTOPOM
MPOEKTa MHUChMa C YIETOM HEOOXOANMOCTH PEUIeHNUsT KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBHH C
TpeOOBAHUAMH 3aKOHO/1aTENIbCTBA, TOPYUEHUSIMHU HETIOCPEICTBEHHOT'O PYKOBOAUTEIS.

10.4. TIucepma meuataroTcsi Ha ONaHKE MHChMa OOIIE00Pa30BATENFHOW OPTaHU3AUU C YTIIOBBIM
pacroyio’KeHNEeM PEKBU3UTOB.

10.5. JlomoysHUTENBHO K PEKBU3UTAM OJlaHKa THUChMa TpH O(GOPMIICHUU IHMCEM B IIIKOJIE
UCTOJB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e BU3a;

e TIOAMHUCH.

e OTMETKa 00 HCIIOJIHUTEIE.

10.6. IIpu odopmiieHun nuckMa Ha JBYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEpYIOTCs OCEPEIMHE BEPXHET0 MOJIs JINCTa apaOCKUMuU U pami.

10.7. [lucpma MOMUCHIBACT JUPEKTOP MM PAaOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.

10.8. CnyxeOHBIC 3aIMCKU



10.9. B mensix ocymiecTBIEHUS B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaxX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE TPUMEHSIOTCS CITy>KeOHbIe 3armucKu. Ciry)KeOHBIC 3aITUCKH SBIISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKYyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3alHCOK  SBIISIOTCS
COTPYJHHMKH 00111e00pa30BaTeIbHOM OpraHu3anny.
10.10. CnyxebHas 3amucKa MOXKET COCTABIATHCS MO YKA3aHUIO PYKOBOJCTBA WM 10 WHUIIMATHUBE
KOHKPETHOTO COTPY/IHHKA.
10.11. Ilpu odopmiennu ciayxeOHOM 3auCcKu 0(GOPMIIIIOTCS CIIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e JaTa JIOKYMEHTa;

e HAaMMEHOBaHHE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAaMMEHOBaHHE JIOJDKHOCTH;

e MOJIHKCH.
10.12. CnyxeOHble 3alMCKM MOTYT CO3/1aBaThCsl HA OYMa)KHOM HoOcuTelle U (WIM) B JIEKTPOHHOM

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBIIAETCA COTPYAHHMKAM IIKOJBI W OQOpMIIeTCS IO IpaBUIIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpyknueil s nucem, ¢ y4éroM TpeOOBaHUM TIpaskJaHCKOTO
3aKoHozarenbcTBa Pocculickoi denepanuy U HaCTOALIETO pa3lea.

11.2. TIpoeKkT JOBEPEHHOCTH TMOJTrOTABIMBACTCS M BH3HPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyleT BbIAAHA, IOCIE Yero nepenaércs B KaHLENAPUIO Ui HalpaBieHUS Ha
MO/NKCAHUE.

11.3. JloBepeHHOCTb MOANHUCHIBACTCS JAUPEKTOPOM WM JIMLOM, OCYIIECTBIISIIOIUM  €ro
MOJTHOMOYHST (MCIIOJIHSIONUM OO0S3aHHOCTH), M CKPEIUIAETCS Te4aThio 00I1eo0pa3oBaTeaIbHOM
OpraHM3alMH.

12. JloroBopsl, cor/iameHusi, KOHTPAKThI

12.1. JloroBopsl, coriamenns, KOHTPAKTHI (J1ajee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSAMHU I'PaXKJaHCKOTO, TPYI0BOT0, OI0JIKETHOTO U MHOTO 3aKOHOoaTeNbcTBa Poccuiickoit
@denepaniv, B 3aBUCUMOCTH OT DPETYJIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTENIbCTB
CTOPOH.

12.2. TIpoekt 10rOBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
YIPaBISAIOUIMM) € Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KauyeCTBEHHOIo oOOecredyeHus
HCIIOJIHEHUS! CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (PyHKINI), TOTHOMOYNH IIKOJIBI B LIETOM.

12.3. Tlpoekt 10roBopa IOArOTaBIMBAETCS OTBETCTBEHHBIM COTPYAHHMKOM (KOHTPAKTHBIM
YIPABISIOIMM) COBMECTHO CO CHEMUAINCTOM, K QYHKIUAM (TIOJTHOMOYHSAM) KOTOPOI'O OTHOCHUTCS
pELIeHNEe BONPOCOB, SBISAIOIIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYJHUKOM IO IPSIMOMY
YKa3aHUIO TUPEKTOpa o0I1eo0pa3oBaTeIbHON OpraHU3alii.

12.4. HeobOxoaumasi /Uit IOATOTOBKHU MPOEKTa TOToBopa MH(opManus coOupaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAIKE paboyero B3aWMOJAEUCTBUS C YYETOM IMpaBui,
YCTAaHOBJICHHBIX HAcTOsIEeN MHCTpyKIIMEN.

13. IpyHOMOIBI OPTaHU3AIUH JOKYMEHT0000pPoTa

13.1. B 10KyMEHTOOOOpOTE BBIACISAIOTCA CIEAYIOIIUME JOKYMEHTONOTOKH: IOCTYIMAaolas
JNOKYMEHTalusi  (BXozsiuas), OTHpaBiseMas JOKyMEeHTauus (MCXOJsIiasl), BHYTPEHHSA
JOKYMEHTAIUS.

13.1. B cocraBe BXoasAmel W MCXOIAMICH MOKYMEHTAIIMM MOTYT BBIICISATHCS JIOKYMEHTHI,
MIOCTYIUBIINE W3 BBIMIECTOSIINX, MOAPSAAHBIX, MEAULIMHCKUX W JPYrMX OpraHM3aliii, OpraHoB
MECTHOT'O CaMOYIIpaBJIeHUs, OOpallleHus TpaX/1aH.



13.3. OOpaieHust rpaxaaH pPerucTpUpyroTcs U (HOpMUPYIOTCS B Jela OTAEIbHO OT IPYTHX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHu3aIiy.

13.4. B mxone gocTaBKa M OTIpaBKa JTOKYMEHTOB OCYIIECTBIISETCS CPEICTBAMH IOYTOBOW CBSI3H,
AJICKTPOHHOU CBSI3U, a TAKXKE IO CHUCTEME JJIGKTPOHHOIo JIoKyMeHToobopora (mamee - CO/). C
IIOMOUIBIO TOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYIO OpPraHU3ALMIO JIOCTABISAETCS MHUCbMEHHAas
KOPPECHOH/ICHIUSI B BUJE MPOCTHIX MUCEM, 3aKa3HbIX MUCEM, MOYTOBBIX KapTOUeK, OaHaeposiel u
MEJIKUX [1aKETOB, a TAK)KE NI€YaTHbIE U3/1aHNUs.

14. IlepBuyHas 00padoTKa MOCTYNAKOIIMX IOKYMEHTOB
14.1. JlokyMeHThl, IOCTyNalolMe B IIKOJIy, IEPElaloTCs Ha PETUCTPALMI0 CEKpPEeTapro
00111e00pa30BaTENILHON OPraHMU3alMU M MPOXOAT MEPBUYHYI0 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU NOCTYIUIEHUHU B HepaOouee BpeMsl - Ha cielyrolnil pabounii aeHs. [Ipu nepBuuHoi 00paboTke
JOKYMEHTOB MPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYNMUBIIME JTOKYMEHTHI
NEPEChUIA0TCS 0 IPUHAISKHOCTH HIIM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymenTsl, noctynusixe ¢ orMmerkamu "Cpouno”, "Bpyunts HemeuienHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKYy U JOKJIAIbIBAIOTCA AUPEKTOPY WM B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABJICHUIO JESATEIILHOCTH.
14.3. IlocTynuBuMe TeaerpaMMbl IPUHUMAIOTCS 1O HOJNMCH C IPOCTABICHUEM JIaThl U BPEMEHU
[IpUeMa, PETUCTPUPYIOTCS 10 TEM XK€ MpaBUiIaM, YTO U MUChMA.
14.4. DnekTpoHHBIE COOOILIEHUS, aPECOBAHHbIC JUPEKTOPY WM HAINPABJIEHHbIC B aJpeC HIKOJBbI,
pacrneyaThIBalOTCs U JAOKJIAAbIBAIOTCS JTUPEKTOPY WIM B CIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
IUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIEHUS, 3aBEPEHHBIC JIEKTPOHHOW MOAIMMCHIO, MOUIekKAT 00paboTKe 1Mo
IIpaBUJIaM, IPEAYCMOTPEHHBIM JJIs IOCTYyHAaroIeH (BXoas1el) TOKyMEHTaluu.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpEleNsieTcss Ha PETUCTPUPYEMble W He
MOJyIEeXkKAIUE PETUCTPALIMM JOKYMEHTBI.
14.7. He nmogJiexxat perucTpaiuu:

e IIpUITIACUTENbHBIE, I03/IPABUTEIIbHBIE TUCbMA U TEIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMHUHAPOB, KOH(EPEHILUH U APYrUX NOJOOHBIX MEPOIPUATHIA;

e JIOKYMEHTbl TIO OYyXTaJTepCcKOMy yuyeTy, MaTepualbHO-TEXHHMYECKOMY OOeCHedeHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHAloIIKe 0€3 CONMPOBOAUTENBHOTO NMUChMa,

e pEKJIaMHbIE, KOMMEPUECKHE MTPEAJI0KEHUS, B T.4. IOCTYIUBIINE 110 JIEKTPOHHOM MOYTE;

e IICYATHBIC U3/IAHNUS;

e TIMCbMA C IOMETKOM «INYHOM.

15. Perucrpaumsi, y4yeT M pacCMOTpeHHe PYKOBOAMUTEJEeM MOCTYNAKIUX (BXOASAIINX)
AOKYMEHTOB
15.1. [ocrynuBmme (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ WU IEPBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOC00a UX JIOCTABKH.
15.2. Peructpamusi — mpocTaBieHUE B HIDKHEM IPAaBOM YTIIy MEPBOTO JIMCTA JTOKyMEHTa OTMETKH
O MOCTYIJIEHMM C YyKa3aHWEM JaTbl NOCTYIUIEHHS M BXOZSAIIErO0 PETrUCTPALMOHHOIO HOMEpa
JOKYMEHTa ¢ 00s3aTeIbHOM 3alKChi0 B JKypHaJd perucTpaiuy IOCTyHaromeil (Bxoasuieil)
nokyMeHTanuu. CTpyKTypa pErucTpallMOHHOTO HOMEPA, MOCTYMAOLIEr0 (BXOASILIEr0) TOKYMEHTa,
COCTOMT M3 €ro IMOpAJKOBOrO HOMEpa U UHAEKca Jeja 10 HOMEHKJIAaType el
00111e00pa30BaTeIbHON OpraHU3aIIH.
15.3. Perucrpanuss BceX MOCTYNUBIIMX (BXOMSAIIMX) ITOKYMEHTOB NPOHM3BOIUTCS B Ipelenax
00IIero JOKYMEHTONOTOKA. JIOKYMEHTHI, MOCTYNUBIIME B IIKOJIY IO KaHajgaM (akCUMUIbHON
CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekct moctynuBIIed TenehOHOrpaMMbl 3alUCBHIBACTCA B JKypHaJle PETrUCTpaIUH
TeneoHOrpaMM U IeyaTaeTcs Ha JiucTe OyMaru Juisl mepeiadyi Ha pacCMOTPEHHE.



15.4. Tlocrynatomue (BXOIAIIME) JOKYMEHThI IEPEAAOTCs Ha PAaCCMOTPEHHUE PYKOBOJICTBY TOJBKO
IOCJIE UX PETUCTPALMH U NIPEIBAPUTEIBHOIO PACCMOTPEHHUSL.
15.5. JlokymMeHTBI, TIOCTYNHBIIHE B OO0IIEOOpa30BaTEIbHYIO OpraHW3aI{io, MO BOIPOCaM, HE
TpeOYIOLMM  PAacCMOTPEHUS JUPEKTOpa, HAIPABISAIOTCS PAaOOTHUKOM OTBETCTBEHHBIM 32
JeTIOTIPOU3BOACTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIIpoca.
15.6. /lupexTop B pe30IOLMU ONpPENENsEeT ML, OTBETCTBEHHBIX 3a UCIIOJIHEHHE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JETOMPOM3BOICTBO IMIKOJIBI MEpEaaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonnMHHKK TOKYMEHTa C PE30JIIONHEN PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaMpaBJIsIeTCs] UCIIOJHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH NOMIUHHUK JOKYMEHTAa MEepeaaeTcss ToMY
UCIIOJIHUTENI0, KOTOPBIH B  COOTBETCTBUM C YKa3aHUSAMM [0 HUCIOJHEHUIO  SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaOT KOMHUIO JOKYMEHTA.
15.9. IloyIMHHUK JOKYMEHTa, KOTOPbI HCHOJHSAETCS HECKOJIbKUMH JOJKHOCTHBIMHU JIUIAMH,
MOJTy4aeT OTBETCTBEHHBIH NCTIOTHUTENb. OCTaIbHBIM UCIIOTHUTEISIM MEPEIAIOTCA KOIHH.
15.10. HM3roroBineHue KONMH JOKyMEHTa [uld Nepefayd COUCHOJHHUTENSIM OCYIIECTBIISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpTaHH3aAIUH.
15.11. Pe3omronusi COAEPIKHT:

e YKa3aHHWE IO WCIOJHEHUIO, COJEpKallee KpaTKOe OIMCaHHEe HEOOXOIUMOro JUIs

UCIIOJHEHUS IeHCTBUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHOO A0 HMCTEYECHHUS KOTOPOTO0 HEOOXOIMMO
UCIIOJHUTH NPEANUCaHHOE JIeCTBUE;

e JIMYHYIO MOAIHUCH aBTOPA PE3OIOIHH;

e JlaTy IPOCTABJICHUS PE3OIIOLHH.
15.12. VYka3aHue Ha CpOK, B TE€YEHHE KOTOPOTO JIMOO O HMCTEYECHHUS KOTOPOro HEOOXOIMMO
UCIOJHUTh TPEINUCAHHOE JEHCTBHE, MOXET HE BBIPaKaTbCs KOHKPETHOW JaTOW M colepxkartb
BBIp@KEHUS: "B YCTAaHOBJICHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtonus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE IEPBOTO JHMCTA JOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus aJpecoBaHa HECKOJIbKUM COTPYJHUKaM, TO OTBETCTBEHHBIM 3a
UCTIOJHEHUE JIOKYMEHTa B IIEJIOM SBISE€TCS COTPYAHMK, yKa3aHHbBIM NEpBBIM (BEpXHUM), JHOO
COTPY/IHUK, B OTHOLIICHUH KOTOPOTO CJeJiaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranu3amnusi padoThl ¢ OTHPABJASIEMbIMH (MCXOAAIIUMEU) TOKYMEHTAMU

16.1. Jlo mpemocTaBieHUsT MPOEKTa OTMPABIAEMOro (MCXOISAIIET0) IOKYMEHTa Ha MOJIMHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSJAKE Ha IOANMKMCAHUC JIUILY
OCHOBHOI HCIIOJHUTENb MPOBEPSAET MPABHIBHOCTH O(OPMIIEHUS OTMPABISIEMOro (UCXOMSINIEro)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosed NHcTpykuuy.

16.2. Tlpu mOArOTOBKE OTIPABIAEMOTO (MCXOMAIIET0) TOKYMEHTAa KaK OTBETa Ha TMOCTYMUBIIUI
(BXOAsIIM) JOKYMEHT HCIIOJIHUTEIh MPHKIAIBIBACT K IOATOTOBICHHOMY IPOCKTY BXOISIINN
JOKYMEHT.

16.3. IIpoeKTHI OTIPABIISAEMBIX (MCXOSIINX) JOKYMEHTOB C YUETOM COOIOICHUS] YCTAaHOBICHHOTO
B PE3OJIIOIHMHM CpPOKAa WCIOTHEHHs] TEepPedaroTcsl OTBETCTBEHHBIM HCIIONMHUTEIEM B OTIEIN
JICJIONPOU3BOICTBA (KAHIICISPHSI, CEKPETaph) IIKOJIBI JIS HAITPABJICHUS HA TIOIITUCAHHE.

16.4. TloanucaHHbIe OTHpaBisieMble (MCXOJAIINE) JTOKYMEHTHI, TMepenalTcs paboTHUKY
OTBETCTBEHHOMY 32  JICJIONIPOM3BOJICTBO  IIKOJBI, KOTOPBIA  OCYIIECTBIISIET  MPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHUS KOJMYECTBA JK3EMIUIIPOB OTHPABISEMOr0 (HMCXOMSIIETO)
JOKYMEHTa CITMCKY PACChUIKH, a TaKXe MPaBWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIaCHO
HACTOAIIEH HHCTPYKIIHH.

16.5. B cmydae HapymieHHS KOMIUIGKTHOCTH WJIH COOTBETCTBHSI KOJIMYECTBA, a TaKKe
MPaBIWIBHOCTH O(OpPMIIEHUS JTOKYMEHTa COTJIACHO HACTOSIIEH WHCTPYKIIUU OTMpaBIsieMble
(ucxomsmue) JAOKYMEHTHI  HE3aMEJIMTEIbHO  BO3BPAMIAIOTCS  PAOOTHUKAMH  KaHICISPHUN



OTBETCTBEHHOMY MWCIIOJIHHUTENI0 WIM B CIy4ya€ OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJIHUTENS €ro
HEINOCPEICTBEHHOMY PYKOBOAUTEIIO [l YCTPaHEHUs HAPYIIEHUH.
16.6. JlokyMeHTBI TOCJ€ WX MOJNUCAHUSA IUPEKTOPOM WIM HHBIM YIMOJTHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIApUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy A perucTpaliy U OTIPABKH.
16.7. Peructpanust oTrpaBisieMbIX (MCXOASAIINX) JOKYMEHTOB OCYIIECTBIISCTCS TOCIIE TMPOBEICHUS
paOOTHUKAMU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIOIPOU3BOJCTBO, IPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUISIPOB, a TAKXKE IMPABHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(MCXOAIIIET0) TOKYMEHTA.
16.8. Perucrpanusi co31aBaeMbIX JOKYMEHTOB OCYILECTBIISICTCS B JI€Hb IOANUCAHHS WU
YTBEp:KJeHHs MO0 Ha CIeAYIOIUN paboumii JeHb.
16.9. CBenenust 0 perUCTPUPYEMBIX OTIPABISIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B JKYypHAI
perucTpanuy oTIpaBisieMol (MCXOsIel) JOKYMEHTalUH.
16.10. PeructpaniioHHBIH HOMEpP U JaTa OTIPABIAEMOTo (MCXOSIIEr0) TOKyMEHTA MIPOCTABIISIOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCS B JeNe
001eo0pa3oBaTebHON OPTaHU3AINH.
16.11. CTtpykTypa perucTpalliOHHOIO HOMEpa OTIPABISIEMOro (MCXOASIIEro) T0KyMEHTa COCTOUT
U3 €ro NOpsAIKOBOr0 HOMEpPA U MHJEKCA Jiea 10 HOMEHKJIAType /1€ IIKOJIbL.
16.12. OrtnpaBka JOKYMEHTOB IPOU3BOAUTCS LEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHLEISAPUU
IIKOJIBI, KOTOpPBIE MPOU3BOAAT HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapoaHas U Jp.).
16.13. IluceMma, TenerpaMmbl, OTKPBITKH, OAaHIEPOJIN U ITeYaTHBIC U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle()OHOTPaMMBbI ITEpPEeJat0TCs M0 KaHaiaM TeJle(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMAIBLHOTO MOYTOBOTO SJIEKTPOHHOTO
azipeca 00111e00pa30BaTEIbHOM OpraHu3aIuy.
16.15. [Tucema, TenmerpamMMebl, OTKPBITKH, OaHIepOIH, (haKCOTPaMMBI, HJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBbIE C pabouel NesATeTbHOCThIO, K OTIIPaBKE HE IPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U MPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (MIPU HAMPABICHUM JOKyMEHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

yKaszaTeJieM pacChUIKU, Ha KaX/10M K3eMIUIsIpe MHChbMa YKa3bIBAaeTCs TOJIBKO OJMH ajipecar.

e IIPOCTaBJIEHHE CTOUMOCTH MOYTOBBIX YCIIYT;

e IIepeJady B IIOYTOBOE OTIEIICHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE NMHCEM HEOOXOIMMO YUUTHIBATh NMpPaBWIIA, YCTaHOBIICHHBIE
pHUKa30M MUHHUCTEPCTBA CBSI3U M MaccoBbIX koMMyHuKkanuii P® ot 31 urong 2014 r. N 234 "O06
yrBepkaeHun [IpaBui oka3aHust yciiyr MOYTOBOU CBS3H".
16.18. JlokyMeHTHI, OTHpaBiIsieMble CPEJICTBAMM ITOYTOBOM CBSI3U B OJMH aJIPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.
16.19. Hcxonsmme AOKYMEHTHI, MpeAHAa3HAYCHHbIE U OTIPaBKU CpPeACTBAMH (aKCUMMIbHON
CBSI3M, OTIPABJISIOTCS paOOTHUKAMM KaHLENSpUH 00111e00pa30BaTeIbHON OpraHu3allly.

17. PazpaGoTka M BejeHHe HOMEHKJIATYPBbI e

17.1. JloxymeHTanbHBINA (POH/I LIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0pa3yIOIIUXCs B Ipoliecce
€ro JesTeThbHOCTH. J{OKyMEHTa bHBIH (OHI IITKONBI COCTABISIOT JOKYMEHTHI, CO3JaHHBIC B
001eo0pa3oBaTeIbHOM OpraHu3alMd M TOJIYYEeHHBIE €10 B pe3yjibTaTe B3aHMMOACUCTBUS C
OpraHamMH TOCYJapCTBEHHOW BIIACTH, OpraHaMH MECTHOTO CaMOYIPaBIICHUS, OPUANYCCKHIMU U
(bU3NYECKUMU JIUIIAMH.

17.2. HomeHkmatypa Aen sSBISIETCS OCHOBOHM (hOPMHUPOBAHMS JOKYMEHTAILHOTO (POHIA IIKOJIBI U
NPEACTaBISeT COOOM CHUCTEMAaTU3MPOBAHHBIA IEPEYEHb 3arojOBKOB (HAMMEHOBaHMHN) e,
3aBOJIMMBIX B IIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHHs, W O(QOPMIICHHBIH B COOTBETCTBUHU C
MIPaBOBBIMU aKTaMM, PEKOMEHIAIMSAMHM W METOAMYECKHMMM YyKa3aHHsIMHU OpraHoB Poccuiickoi
denepanyn, YIOJIHOMOYEHHBIX B cdepe TOCYIapCTBEHHOTO YIPABICHHUS apXUBHBIM JEJIOM,
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO0O0pOTA.



17.3. HomeHkaTypa Jiest COCTaBIIAETCS HA OCHOBE U3yUYSHHUS MOJIOKEHHM, MHCTPYKLUMHI U TpaBuiL, a
TAaKXKe JPYrUX JIOKyMEHTOB, PpErJaMEHTUPYIOUIMX JAEATeNbHOCTh  00I1e00pa30BaTeIbHOM
OpraHM3aliM, a TaKKe HOMEHKIATyp Jel 3a MPEeIIIeCTBYIOIIME ToAbl U JIOKYMEHTOB,
00pa3yIoMXCs B ASATEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluy.
17.4. HomenknaTypa Jesl UCHOJb3YETCA AJi1 TPYNIHUPOBKU MCIIOIHEHHBIX JOKYMEHTOB B €A,
CUCTEMATU3alMH U y4eTa eI, ONPEACICHUS CPOKOB UX XPAHEHMSI M TIOUCKA TOKYMEHTOB, SIBJISETCS
OCHOBOM1 JUIsl COCTaBJIEHUs OIMCEN J€J1 MOCTOSHHOTO U BpeMeHHoro (cBbiiie 10 yieT) xpaHeHus, a
TaKXke Ul ydeTa Jes BpeMeHHOro (10 10 JieT BKIIOUUTENbHO) XPAHEHHUS.
17.5. HomeHkiaTypa z1e1 BBOAUTCS B AEUCTBUE IPUKA30M 10 LIKOJIE.
17.6. HomeHknaTypa jieJ rOTOBUTCS B TPEX IK3EMIUISIpax:

e JUI IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U MIOCTOSIHHOT'O XPaHEHMS;

e IS UCIIOJIb30BaHUA B pPabOTE OT/EIOM JIEIONPOU3BOJICTBA (KaHIeIsspUen);

e JUI XpPaHEHUS B apXUBE IIKOJIBI.
17.7. 113 HOMeHKJIATypbl [Jell LIKOJIbI OTBETCTBEHHBIM JIMLIOM 32 BEJICHHME JEJIOINPOU3BOJCTBA
O0(OpMIISIOTCS BBIMUCKHM JJISL KaXAOT0 U3 IOAPA3JENIeHUH M OTHEIOB 00IeoOpa3oBaTeIbHOM
OpraHM3alMH.

18. ®opMupoBaHue aeJ M UX TeKyliee XxpaHenue. [1oAroTroBka 10KyMeHTOB M /ieJ1 K nepeaye
Ha apXMBHOE XpaHeHHe

18.1. dopmupoBaHue Jes1 — IPYNIHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATypoil Aen 00111eo0pa3oBaTeIbHON OpraHU3alii U CUCTEMAaTH3alUsl JOKYMEHTOB BHYTpU
nena.

18.2. Jlena co aHs WX 3aBEICHHS /0 NEpeAayd B apXUB IIKOJIBI JIM HA YHUUYTOXKEHUE XPAHATCS 110
MeCTy UX (POPMHUPOBAHUS.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SMCTBEHHOW, Y4eOHO-BOCIIUTATEIHHON
JESITeIbHOCTH ILIKOJIbI, TPYIIUPYIOTCS OTACIBHO OT MPUKA30B 110 JMYHOMY COCTaBy paOOTHHUKOB U
0 JINYHOMY COCTaBY 0Oy4aroImuXxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmupyercst 3a HEpuoJl KaJIEHAAPHOIO roJa M CUCTEMaTH3UpPYeTCs B
XPOHOJIOTUYECKON MOCIIE0BaTEIbHOCTH.

18.5. [IpoBepka HaMYUSA U COCTOSIHUS JOKYMEHTOB M JIE]l IPOBOJUTCS IPU NEpEeMEIEHUH Jell, TIPU
BO3BpaTe JieJ, IPU peopraHu3alii WU JIMKBUAALNUN 00111e00pa30BaTeIbHOM OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTelbHOM OpraHu3anuu (Jajgee - apXuB) IepefarTcs Jena
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbliie 10 jieT) CPOKOB XpaHEHHUS U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JTOKYMEHTHI ObIITH MOMELIEHBI B /110 Ha XpaHEeHHUE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IPOU3BOJUTCS TI0 YTBEPKACHHBIM OITHACSM JIEI.

18.8. IlogroroBka JOKYMEHTOB W JeJl K Iepefaye Ha apXWBHOE XpaHEHHE M Ha YHUYTOXKEHUE
IpelycMaTpUBaeT:

e DKCIEPTHU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OIUCEH JIeN M0 pe3yibTaTaM HKCIEPTU3bI UX LIEHHOCTH;

e odopmieHue Je;

e COCTaBIICHHWE aKTOB HA YHUYTOKEHHE TOKYMEHTOB M JIEJ]l C UCTEKIINMHU CPOKAMH XPaHEHHUS.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO XPaHEHMs OCYIIECTBIISIETCS
€XKEroJlHO JHUIOM (JIMIIaMu), Ha3HAYEHHBIM IPUKAa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHBHPOBAHUE.

18.10. B nenmo momernaercs He 6osee 250 McTOB (TONIIMHA Jeiia IPH TOM COCTaBJIseT He Ooiee 4
cM). [Ipu OonbiioM KonuyecTBE JOKYMEHTOB (hopMupyIOTCs ToMa (4acTH) nena. BHyTtpu nena
JOKYMEHTBI PAcCIoNaraloTcs B XPOHOJIOIMUYECKOM IOpsIKE B COOTBETCTBUHU C omuchio. B nena
MOMEIIAIOTCS TOJIBKO UCTIONHEHHBIE, TPaBUILHO 0(POPMIICHHbIE JOKYMEHTHI.

18.11. JIokyMeHTBI BHYTpPH Jieja pPAacIoJIarar0TCs CBEPXY BHU3 B XPOHOJOTHYECKOW, BOIPOCHO-
JIOTHYECKOW  TOCIEA0BAaTeIbHOCTH WJIM HMX COYETaHHWU. PacnopsiiuTeNnbHble  JJOKYMEHTBI
TPYNITUPYIOTCS B JIeJIa 110 BUIaM M XPOHOJIOTHU C OTHOCSIIIUMUCS K HUM TIPHIIOKECHUSMH.

18.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B JIEJ10 1O anpaBUTy haMHUIHi.



18.13. Odopmienue paena mnpeaycMaTpuBaeT: OQOPMICHHE PEKBU3HTOB OOJOXKKH Jena I0
YCTaHOBJIEHHOW (hopMe; HyMepaluio JIMCTOB B JieJe KapaHIalloM B BEPXHEM IPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB JIela, MOAIINBKY U Tieperier Aena. JIuct 6ombioro
¢dbopMara, MOAIIUTHIA 3a OAUH Kpad, HyMepyeTcsl KaKk OJMH JHCT B IPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaIiei JIUCTOB, B TOM YKCIIE TIeYaTHBIC U3JaHNs, HyMEPYIOTCS B
o01eM mopsiike.

18.14. JIucTsl e, COCTOSIIIUX U3 HECKOJIBKUX TOMOB MJIU YacTed, HyMEPYIOTCS M0 KaXJI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Tlocne 3aBeprieHHs HyMEpalMH JIHCTOB COCTABIISICTCS 3aBEpHUTEIbHAs HAJIUCh, KOTOpas
pacrojaraercsi B KOHIIe Jefia. 3aBepuTebHasi HAAMKUCh COCTaBJISIeTCS B Jieje Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBepuTenbHON Haanmucu nudpaMu U MPOMHCHIO YKA3bIBACTCS KOJIMYECTBO JIMCTOB B
JaHHOM JieJie. 3aBepuTeNbHAs HAAMNWUCh TOMAIMUCHIBACTCS €€ COCTaBUTEIIEM C YKa3aHUeM
paciiipoBKM MOANMUCH, IOHKHOCTH M JaThl cocraBiieHus. KomnuuecTBo IHCTOB B Jeine
MIPOCTABJISIETCS HAa 00JIOXKKE JieJia B COOTBETCTBUH C UTOTOBOM HAAMHKCHIO.

18.17. PexBH3UT "CpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY Jieja U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIe CBEPKHU €r0 CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEYHE THITOBBIX
JOKYMEHTOB WUJIM B MEpeYHe IOKYMEHTOB, 00pa3yIomuXcs B AesITeNbHOCTH (heepaabHOro OpraHa,
C YKa3aHHEM CPOKOB XPAHCHHUS.

18.18. Ha nenax moCTOSSHHOTO XpaHEHUs umieTcs: " XpaHUTh MMOCTOSHHO".

18.19. Tlpuem nenm mPOU3BOIUTCS COTPYIHUKOM, YIOJHOMOYCHHBIM Ha BEJCHUE NEATEIHHOCTH
apxuBa, C MPOCTABICHUEM B JBYX SK3EMIUISIpaX OMHCHU T OTMETOK O HAIUYUU KaKIOoro Aena (Ha
KKIOM 9K3EMIUIIPE OTKCH YKa3bIBACTCSA KOJMYECTBO (DAKTHUSCKH MPUHATHIX JACI, Jara Mpuema-
nepeavu Jel, a TaKkKe MOANMKMCH apXUBUCTA M COTPYAHMKA, IEPEIaBIIEro Aena.

19. 3ak0uuTe/IbLHBIE OJI0KEHUSI

19.1. Hacrosimass HCTpyKIUS 1O IEIOTPOU3BOJCTBY SIBISCTCS JIOKAJTHHBIM HOPMAaTHBHBIM aKTOM
o0mieo0pa3oBaTenbHOM OpraHu3aluu, npuHuMaeTcs Ha OOmeM coOpaHuu paOOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBbIE B HacTosiyro MHCTpyKuuio, opopMIIsSIOTCS B
MMCBbMEHHOW (hopMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAaTeNbcTBOM Poccuiickoit denepanuu.
19.3. MHcTpyKuus mo JelIONpOM3BOJCTBY B IIKOJE NPUHUMAETCS Ha HEONPEIENCHHBIH CpOK.
W3menenusa u nononHeHus K MHCTpyKIMU NPUHUMAIOTCA B MOPSAKE, IPEeTyCMOTpEeHHOM 11.19.1.
Hacrosmen MacTpykuuy.

19.4. Tlocne npuusTHsS WHCTpYKIUH (MM W3MEHEHUH W JIOTIOJIHEHWH OTAEIBHBIX IYHKTOB M
pa3enioB) B HOBOM peaKkIluy Mpeablaylas peJakiius aBTOMaTUUECKH yTPaunBaeT CUITY.



Ipunoowcenue Ne 1

IIpasuia
0(p)OpMJICHUS] PEKBU3UTOB IOKYMEHTOB

. Jnsg mDOArOTOBKM JOKYMEHTOB NPUMEHSETCS TEKCTOBBIM pelakTop, OOeCIeYrBAIOIIUI
TpeGoBaHuUs TpapUUECKOro BOCIIPOU3BECHHS PEKBU3UTOB JOKYMEHTA.

2. Bunsl u pasMepsl ucnonb3yeMmbix mpudTos: Times New Roman — 12, 13, 14; Calibri 14 u
IpUOIINKEHHBIE K HUM.

3. Ilpu moAroTOBKE TEKCTOB B TabiMIax, JUIs OOECHEYeHUs JIydlled YUTaeMOCTH IaHHBIX,
JomycKaeTcs npuMeHeHue mpudros Buaa Arial, pazmepon 12,13.

4. Jlnana3zoH UCHOIb3yEMBIX MEXITYCTPOUYHBIX HHTEPBAIOB: OT OJMHAPHOTO JI0 MOJIYyTOPHOTO.

5. AG3aIHbBINA OTCTYI TEKCTA TIOKyMeHTa - 1,25 cM.

6. 3aroJ0BKH pa3esIOB U MOAPA3/IEIIOB MEUYATAIOTCA ¢ a03aI[HBIM OTCTYIIOM HJIM HEHTPUPYIOTCS T10
LIMPUHE TEKCTA.

7. MHOTOCTpOYHBIE PEKBH3HUTHI IEYATAIOTCS YEpe3 OAMH MEXKCTPOYHBIH WHTEPBAJ, COCTaBHBIE
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOIHUTEIBHBIM HHTEPBAJIOM.

8. Ecnmi JOKyMEHT TOTOBHTCS Ul M3JIaHUS C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcs yepes
JIBa HHTEpBaa.

9. UnTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBa MEXIy CIIOBaMHU - OAWH POOE.

10. TekcT TOKyMeHTa BbIpaBHUBAETCS MO LIMPUHE JKCTa (110 TPaHULAM JICBOIO U MPABOro MOJei
JIOKYMEHTA).

11. JInHa caMoil AJTMHHOM CTPOKM PEKBHU3MTA IPH YITIOBOM pacIlOIOKEHUH PEKBU3UTOB HE Ooiiee
7,5 cMm.

12. JInuHa camoil JUIMHHOM CTPOKM PEKBU3UTA IIPHU IPOJOJIBHOM PACIHONI0KEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kon dhopMbl TIOKyMEHTA

Kon dopmbl mokymeHnTa mpocTaBiseTcs Ha YHUPHUIIMPOBAHHBIX (hOPMax TOKYMEHTOB, B OCHOBHOM
HCIIOJIE3YEMBIX B KaJpPOBOM JOKYMEHTOOOOpOTe MKOIbI. Pacmonaraercs xojx (Gopmbl B TIpaBOM
BEPXHEM Yy paboyero Mmois JOKYMEHTa, COCTOUT u3 cioB "dopma mo" (HaMMEHOBaHUE
Kkiaccudukaropa) u uudpoBoro kKoja.

Ipumep - @opma no OKY]] 0301001.

14. HauMeHOBaHHE IIKOJIbBI

HanMeHoBaHWe IIKOJBI JIOJDKHO COOTBETCTBOBATH HAWMEHOBAHHWIO FOPUIAMYECKOTO JIHIIA,
3aKpEIVICHHOMY B €ro  y4YpeJMTeNbHBIX JokymeHTax (YcraBe 00I1eoOpa3oBaTebHOM
opraam3anuw). [To1 HaMMEHOBaHUEM TITKOJIBI B CKOOKAX yKa3bIBACTCS COKPAIIEHHOS HANMEHOBAHUE
00111e00pa30BaTeIbHON OpraHU3aIH.

Han HanMeHOBaHUEM IIKOJIBI - YKa3bIBACTCS TIOJTHOC HAUMEHOBAHHE BBIIICCTOSIIEH OpTaHU3aIlHH.

15. CnpaBoyYHble IaHHBIE O IKOJIe

CrpaBouHbIe JaHHBIE O LIKOJIE BKJIIOYAIOT B ce0s: MOYTOBBIM ajapec, Homepa TeiedoHa, (dakca,
aapec SJeKTpoHHOW mouthl, kKoj mmkoiael mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJaccu(uKaTopy MpeanpusTHil 1 opraHu3alnii), OCHOBHON T'OCYAapCTBEHHBIM perucTpariiOHHbII
Homep (OI'PH), naentudukanoHHbI HOMEpP HAJIOTrOIJIATENbIINKA/KO MPUYMHBI TOCTAHOBKU Ha
Hasiorossiit yuer (MHH/KIIIT).

16. HanmeHoBaHMe BUIa JOKYMEHTA

PexkBusnuT uncnonp3yercs Uid yKasaHMs BUJAa JOKYMEHTa M pPaclojaraercs IoJ PEKBU3UTOM
«HavMEeHOBaHHe o001eo0pa3oBarenbHOM opraHu3anuuy». HanMeHoBaHWe BHUAA [OKYMEHTa He
YKa3bIBA€TCs B MMCbMaX.




17. JaTta noxymeHTa

JlaToif NOKyMEeHTa sBIseTCA JaTa ero MoAnucaHus (IpHKa3, NMUCbMO, 3alHMCcKa, akT U Jp.),
YTBEP)KICHHUS (MHCTPYKIMSA, MOJOXKEHHE, NMpaBWia, PErJIaMeHT, IJIaH, OTYeT W JIp.), COOBITHA,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOIM).

Jlata TOKyMeHTa MPOCTABISAETCA JODKHOCTHBIM JIMIIOM, MOANUCBHIBAIONINM WIIM yTBEPXKAAIOIIUM
JNOKYMEHT, WU MpU PErucTpald JOKYMEHTa, MM HEHNOCPEICTBEHHO COCTABUTEIEM IIpU
IIOITOTOBKE JOKYMEHTA (CIyeOHasl 3alKcKa, 3asiBJICHUE U Jp.).

JIOKyMEHTBI, U37]aBa€Mbleé COBMECTHO C JIPYTMMHU OpraHU3alMsIMU JOJKHBI UMETh OJHY (EIUHYIO)
nary.

Jlary nokymeHnTa opopmMistoT apaOckumu nudpamu B 1OCIE10BATENbHOCTH:

e JIeHb Mecflla, Mecdl, roja. JeHp mecana u mecan OQOPMISIOT ABYMs IapamMH apaOCKuX
uudp, pazgelieHHbIMH TOYKOH; TroJ - 4eThlpbMs apaOCKuMH LU(ppaMu, HapuMep:
01.12.2017. Byksa "r" mociue uu¢p He CTaBUTCS.

e TIpu ciIOBeCHO-IU(pPOBOM crocobe ohopMIIeHHUs JaThl JE€Hb MeECsla yKa3bIBaeTCsl Hapoi
apabckux 1udp, roJ 4eThIpbMs apadckuMu udpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpannoHHbIil HOMEP TOKYMEHTA

PerucrpanmonHslii HOMEp JOKYMEHTA IPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMW pPETUCTpalui,
IIPUHATOH B LIKOJIE.

PeructparnuonHbiii HOMep MPUCBAUBAETCS IOKYMEHTY MOCJE ero MOANUcaHus (yTBepKIeHUs).
CcpuiKa Ha PerucTpalMOHHBIN HOMEp U ATy JTOKYMEHTa

Ccbuika Ha UCXOJAIINI HOMEp U JAaTy JOKYMEHTa aJpecaHTa BKIOYaeT B ce0si perucTpaliiOHHBIHN
HOMED U JIaTy JIOKYMEHTa, Ha KOTOPbIN JOJKEH ObITh JaH OTBET.

19. Mecro cocrapiieHus (M3JaHMS ) JOKYMEHTA
MecTo cocTaBineHMs UM U3/1aHUS TIOKyMEHTa - "Topo] ..." - yKa3blBaeTcs Ha OJIaHKaX MIPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeIbHON OpraHu3alty.

20. Anpecar

B pexBusute "Anpecat" ncnosib3yrorcs oduuaibHble HAUMEHOBAHUS OPTaHOB IOCY1apCTBEHHOMN
U HCIIOJIHUTENbHON BJIACTH, OPraHOB MECTHOTO CaMOYIIpaBJIeHHs, opraHuzauuil. Jlomyckaercs
UCMOJb30BaTh OPUIMATIBHO IPUHATHIE COKPAILICHHbIE HAUMEHOBAHUSI OPraHOB I'OCYIapCTBEHHON U
WCIIOJIHUTEJILHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIPAaBJIIEHUS, OpraHU3alni.

IIpn agpecoBaHMM JNOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMIy WHMIMAIBl CTaBATCS IOCIE
bamunuu.

Ilpumep - Pykosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BEpXHEH IpaBOi yacTu JAOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacrojoKeHUEM pEKBU3UTOB) WM CIpaBa MOJ peKBU3UTaMH OnaHka (MpU MPOJOJIBHOM
pacroyio’keHNH PeKBU3NUTOB OyiaHka). CTPOKM peKBH3UTa "ajpecar” BBIPABHUBAIOTCS IO JIEBOMY
Kpar WIHA HEHTPYIOTCS OTHOCUTEIIBHO CaMOU INTMHHOM CTPOKH.

IIpu anpecoBaHuM JOKyMeHTa 0€3 yKa3aHUS JIOJDKHOCTHOTO JIMI[Aa HAaUMEHOBAHMS aJpecaToB
MUITYTCS B UMEHUTEIBLHOM MaJIeXe, HalpruMep:

Opeanvl cmamucmuxu 2opooa Mockevl

[Ipn angpecoBaHWM JIOKyMEHTa PYKOBOJUTEIIO OpraHU3alldd HAWUMEHOBAHHWE JOJDKHOCTH
yKa3bIBAETCs B IATEIILHOM TaJIeXkKe, HallpuMep:

TI'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.



IlouroBBIli azpec HE YKas3blBaeTCs B JOKYMEHTAaX, HAIpPABIAEMbIX B BBICHIIME OpIaHbl
roCy/1apCTBEHHOM BIIACTH, (efiepanbHble OpraHbl HCIOJHUTEIBHON BJIACTH U UX TEPPUTOpPUATHHBIE
OpraHbl, OpraHbl FOCY/1apCTBEHHOW U UCIIOJIHUTEIbHOM BJIACTH, TOCTOSI MHBIM KOPPECIIOH/IEHTAM.
[Ipu agpecoBaHuu nucbMa B OPraHU3ALMIO YKa3bIBAlOT €€ HAUMEHOBAHUE, 3aT€M IIOYTOBBIN ajpec,
HaIpumep:

Tocyoapcmeennoe  yupeosicoenue  Bcepoccutickuii — HAYYHO-UCCIE008AMENbCKUL  UHCIUMYM
O00KYMEHMOBeOeHUsL U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (U3MUECKOMY JMIly YKa3blBalOT (aMWINI0O H  HMHUIHAIBI
I10JIy4aTelis, 3aTeM IIOYTOBBIN aJpec, HallpUMeEp:

Ilemposy U.11.
IIpouszsoocmeennas yn., 0.5, k8.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH cojaepkarh Oonee uderhipex aapecaroB. Cinoso "Komusa" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajpecaTaMu He yka3biBaercsa. [Ipu uucne anpecatoB Oonee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH TOKYMEHTA.

Ecnm pgokyMeHT oTmpaBisieTcss B HECKOJIBKO OJHOPOJHBIX OpPraHU3allMil WIM B HECKOJBKO
CTPYKTYPHBIX HOJIpa3AelieHUuil OpraHa UCIIOJHUTEIBHOM BIACTH, TO OHU YKa3bIBAIOTCSI 0O00IIEHHO.
[Ipumep:

Pyxosooumensm yupescoenuii CI1O

20. I'pud yrBepKaeHus JOKYMEHTA

I'pud yTBep)KAeHUs MPOCTaBIAETCS B IPABOM BEpXHEM YIiy JokyMeHTa. CTpOKHM peKBHU3MTA
BBIPAaBHMUBAIOTCS IO JIEBOMY KpalO MM LIEHTPUPYIOTCS OTHOCUTEJIBHO CaMOM JJIMHHOM CTPOKH.
JIOKyMEHT  yTBepKJIaeTcsd  JOJDKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMM — JIMIIAMH) — WIH
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTaHOBJICHUEM, PELICHUEM, TPUKA30M, PACIIOPSKEHUEM).
[Ipu yTBEepKIEHHM JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TPHU( YTBEPXkAECHUS IOJKEH COCTOATh U3
cioBa YTBEPXJAI (0e3 kaBbluek), HaMMEHOBaHUS JODKHOCTH JIMIA, YTBEPXKIAIOLIEro
JOKYMEHT, €ro MOIUCH, HHULMAJIOB, (DaMUIIMU U JaThl YTBEPIKICHHS.

[Tpumep:

VTBEPXJIAIO
Lupexmop MBOY Ilxona Ne 1238
H.0. amunua

21. laTa

[Ipu yTBEpKIeHUN JOKYMEHTA HECKOJIBKHUMHU JOJKHOCTHBIMU JIMIIAMU UX MOJIHMCH PACIIONAraloTCs
Ha OJTHOM YpOBHE.

[Ipu yTBepkJI€HHH JOKYMEHTa PACHOPSAUTENbHBIM JIOKYMEHTOM TIpu( YTBEP)KICHHUS COCTOUT M3
cioB YTBEPXJEH (YTBEPXXJIEHO, YTBEPX/IEHBI, YTBEPXJIEHA), cornacoBanHoro c
HAaMEHOBaHMEM BHJAa YTBEPXKAAEMOro JIOKyMEHTa, HAaWMEHOBAaHUS BHJA JIOKyMEHTa B
TBOPUTEIHLHOM MaJIeKe, €ro 1aThl, HOMepa.

[Tpumep:

VYTBEP)X/IEHO
npukazom MBOY Illxona Ne 1238



om 01.03.2020 Ne 57
22. 3arojaoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJep)KaHuhe JJOKYMEHTAa. 3arojioBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npemiiorom "O" ("O6") u oTBevaeT Ha Borpoc "o yem?"):

e 1puka3s (0 yem?) 0 CO3JaHUN KOMUCCHUU;

e 1mpuka3 (0 yeM?) 00 yTBEPKICHUU ITATHOTO PACITHCAHMS;

e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HHPOPMALINH.
3aroyioBOK K TEKCTY 0opMIIsIeTCs 1O/] PEKBU3UTaMU OJIaHKa CJieBa, OT TPAHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) nau0O aHHOTALMsS JOKYMEHTAa COCTaBIIIETCSI aBTOPOM TMPOEKTa
JIOKYMEHTA.
3aroJoBOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00bEM JIOKYMEHTA HE MPEBBIIIACT 4-5 CTPOK.

23. Tekct noKyMeHTa
JIOKyMEHTBI 00I1e00pa30BaTEIbHON OpPTaHU3alluU COCTABIISIOTCS HAa TOCYAapCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoM.
TekcT MOKyMEHTa MOXKET COJCPKaTh pas3ieibl, MOAPa3Aeibl, MMyHKTHI, MOIMYHKTHI, HYMEPYyEeMbIC
apabckuMu g pamu.
B npukazax TeKcT JOKyMEHTa M3JIaraloT OT IIEPBOTO JIMIIA SAMHCTBEHHOTO YKCia («IIPUKA3BbIBAOY)
B nokyMeHTax KOJUIETHAIbHBIX M COBEHIATEIBHBIX OpPraHax OT TPEThEro JIMIA EAWHCTBEHHOTO
yucna: («cobpaHue... peunio)
TekcT mpoTOKONIAa W3JAraercs OT TPEThEro JIMIa MHOXKECTBEHHOTO 4Hcla («CIylaimy,
«BBICTYITHIINY, «ITOCTAHOBUJINY, «PEIIUIH),
B COBMECTHBIX MTOKYMEHTAaX TEKCT H3JIaral0T OT IEPBOTO JIMIAa MHOXXECTBEHHOIO YHCIIA!
(«TIpUKa3BIBACMY, «PEIIHITNY).
B nenoBbIX (ci1y:keOHBIX) MUCbMAaX MCIIONB3YIOTCS (hOPMBI U3TI0KEHUS:

e OT IMEPBOrO JIMIIA MHOXKECTBEHHOTO 4YHcla («IIPOCHM HAlpaBUTh», IMPEJACTABISIEM Ha

PacCMOTpPEHHEY);

e OT TpeTbero juia eauHcTBeHHOro umcia («Aamuuuctpanus OY Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TMEpBOTO JHIIA EIWHCTBEHHOTO 4YHCIa («CUUTAI0 HEOOXOAMMBIM», «IIpeIararo
PacCMOTPETHY).

[Tpu ynorpebnenuu B Tekcte (haMuUIuil U1 HHUIMABI YKA3bIBAIOTCS TOCTe (GaMIINN.
B nenoBbIX (CayKEOHBIX) NUCbMaX MOT'YT HCIIOIb30BATHCS:
e BCTYNHUTEIbHOE OOpalleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas cocnooca I[lemposa!
Yeaorcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesna!
Veaocaemvie cocnooa!

B oOpamieHnn 1Mo JOJDKHOCTH HaWMEHOBAHHME OJDKHOCTH TIHIIETCS C TPOMHCHOH OYKBBI, B
oOpartiieHuu 1o (haMUITMF UHULIAATBI JINIA HE YKAa3bIBAOTCS.

e 3AKJIFOYMTENIbHAS dTUKETHAs (pasa:
C ysaoicenuenm, ...

CTpaHUIBl TOKyMEHTa HYMEPYIOTCS, HAUYMHAsl CO BTOPOT'O JIUCTA JIOKyMEHTa apaOCKUMHU IHdpamu
MOCEepeINHE BEPXHETO MOJIS.

TekcT MOKyMEHTa OTHENSIeTCs OT 3arojoBKa JABYMs HIIM TPEMsl MEXIYCTPOUYHBIMU HMHTEPBAIAMU
HCIIOJIb3YEMBIMHA B TCKCTC.

24. OT™MeTKa 0 IPUWIOKEHUH




OTMeTKa O MPUIIOKEHUM HCIIONB3YyeTCs MpH O(QOPMIICHUM IMHCEM U TPHIOKEHUHA K IUIaHaM,
[porpaMmam, OT4eTaM, MOJIOKEHUSIM, ITpaBUiIaM, HTHCTPYKLIHUSIM U IPYTUM

JOKYMEHTaM.

B nucbmax oTMeTka o npuiiokeHuu oGopMIIsieTcs o TEKCTOM MHUCbMa Ha paccTosiHuu 1,25 cM oT
IPAaHMIIBI JIEBOTO NOJIA. ECiM NpUIIOKEHUE HAa3BaHO B TEKCTE NMHCbMA, B OTMETKE O NMPUJIOKECHUH
YKa3bIBa€TCSl KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISIPOB MPUIIOKEHUS, HAIIPUMED:

Ilpunooscenue: na 3 1. 6 1 3k3.
[Ipy HanMuuM HECKOJbKUX NPUIIOKEHUIH, B OTMETKE O TMPWIOKEHUH OHU HYMEpYIOTCH,

YKa3bIBaAOTCSA HAUMCHOBAHHWA KaXIOro IIPUIIOXKCHUSA, KOJIUYCCTBO JIMCTOB U KOJHUYCCTBO
OK3CMILISIPOB, HAIIPUMCEP:

Ilpunooicenue:
1. Inan-epagux ... va 3 1. 6 2 3K3.
2. Cnpaska o noomeepaicoenuu pakma ooyyenus... a 1 1. 8 1 3x3.

Ecnu npumnoxeHus: cOpoIIOpoBaHbl, TO KOJMYECTBO JIMCTOB HE YKa3blBaeTcs. Eciu mpuiiokeHue
HaIpaBJIsIIOT HE BO BCE YKa3aHHbBIC B JJOKYMEHTE aJpeca, TO OTMETKY O €ro HaJu4uu O(POPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 5x3. monvKo 6 nepaéwlil aopec.

Ha MMPUIIOKCHUAX K IIpaBUJIaM, UHCTPYKIUAM, ITOJIOXKCHUAM, IJIaHaM, IIporpaMMam, J0roBopam n
APYruM JOKYMCHTaM OTMCTKA O IMPHJIOKCHHUU IHPOCTABJISACTCA HA IICPBOM JIMCTC IIPHUIIOKCHUSA B
IIpaBOM BECPXHEM YTI'IIYy.

Ecnu nmpunoxxeHue ofHO, OHO He HymepyeTcs. Eciau npuiokeHnd HeCKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre nokyMeHTa pu NepBOM YIIOMMHAHUM JJOKYMEHTA-TIPUIOKEHUS B CKOOKaX yKa3bIBaeTCs:
... (mpwnoxenue) wiM ... (MpUoKeHue 1); mepes HOMEPOM MPUIIOKEHHUS JTOMYCKAeTCs CTABUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTMmeTke 0 MpUIIOKEHHWH yKa3bIBaeTCsl HANMEHOBAHWE BUAAa OCHOBHOTO JIOKYMEHTA, €ro JaTa U
HOMEp, Harpumep:

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

Ecnu npuiioxeHueM K JOKYMEHTY (Hampumep, K NpHKa3y) SBISETCS YTBEPXKAAaeMbId JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPaBOM YTJy MPOCTABISAETCS
OTMETKa O MPUIIOKEHUH, HI)KE — IpU( yTBEP)KICHUS, HApUMep:

Ipunoscenue
YTBEP)X/IEHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexkBuzura "OTMeTKa O MPHUIOKEHUU" JOJKEH COOTBETCTBOBATH BUAY U
pa3Mepy mipudra TeKCTa J0KyMEHTA.

25. I'pud cormacoBaHusl JOKYMEHTA
I'pud cormacoBanusi JOKyMEHTa UCTIONIB3YeTCS MPU COTJIACOBAHUM JIOKYMEHTA C OpPraHaMu BIIACTH,
OpraHu3anusIMu WK O0JDKHOCTHBIMU Jsmmamu. OH cocrout u3 cioBa “COI'NTACOBAHO”,




AOJDKHOCTH JIMIId, KOTOPBIM COIJIaCOBAH JOKYMCHT (BKJHO‘-IaH HaAanNMCHOBAHUC OpFaHI/ISaHI/II/I),
JUYHOW MMOJNMUCH, pacin(pOBKHU MOAMUCH (MHUIIAATIOB, ()aMUJIMH) U IaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO

Jupexmop MBOY [llxona Ne 1238
HU.U. Heanos

01.12.2017

['pud cornacoBaHus B 3aBUCUMOCTH OT BHJa JOKYMEHTA U OCOOCHHOCTEN ero 0(hOpMICHUS MOXKET
IIPOCTABJIATLC:

e HA TIEPBOM JIUCTE JAOKYMEHTa (€CIH JOKYMEHT WMEET THUTYIbHBIN JIUCT, - Ha TUTYJIHHOM
JIMCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEPKIACHHUS WJIU I0J] HAaWMEHOBAaHHUEM
JTOKyMEeHTa OJMKe K HIDKHEMY TIOJTIO);

e HA MOCJEIHEM JIUCTE JOKYMEHTA MO/ TEKCTOM;

e HA JIUCTE COTJIACOBAHMUS, SIBJISIOIIEMCSI HEOTHEMJIEMOH YaCThIO JOKYMEHTA.

Buemnee cornacoBaHue Tak)ke MOXKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - IMHUCHBMOM,
MIPOTOKOJIOM, IIPHKA30M.
ITpumep:

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

26. Busa

CornacoBaHue IIPOEKTa JOKYMEHTa 0(popMIIIEeTCs BU3OM.

Buza mpoctaBnsiercs cOOCTBEHHOPYYHO JIMIIOM, BM3HMPYIOLIUM JOKYMEHT, W BKJIIOYaeT B ce0s
HAaMEHOBAHHME JIOJDKHOCTH BHU3HPYIOIIETO, €ro JIMYHYIO IOJANUCH, PACHIM(POBKY TMOAMHUCH
(uHMLIMATBL, (AMUIIHIO) U AATy.

[Tpumep:

3amecmumens oupexmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcs MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro MPUIJIOKEHUH.

IIpy Hamuuuu 3amMeyaHui, JONOJHEHUWH K IPOEKTy JOKYMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yKa3aHUEM.

JUid [OKyMEHTa, MOJJIMHHUK KOTOPOTO OTHpPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
AK3EMILIApax JOKYMEHTOB, IOMEIAEMBIX B JEII0.

JU1d 1oKyMeHTa, OJUIMHHUK KOTOPOT'O0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEro JMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IMOCIEIHEM JICTEe JOKYMEHTa IOJ
MOJTHCHIO.

27. Hoanuce
[Toamuch BKIFOYAeT: HAWMEHOBAaHWE JIOJDKHOCTH JIMIIA, TIOJIHCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYYHYIO OJNKChH; PACHIM(PPOBKY NOAMUCH (MHULIUAIIBL, (DaMUITHU):
[Tpumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Eciu noxkymeHnT odopmieH He Ha OnaHke, B HaMMEHOBaHUE JIOJDKHOCTH BKJIIOYAETCS
HaMEHOBaHME 00Ie00pa3oBaTeIbHON OpraHu3aluy (MOJHOEe Ha3BaHHWE LIKOJIbI). JlomyckaeTcs B



pexkBusute "[lognuce MOKHOCTHOrO JuIa" IEHTPUPOBATH HAMMEHOBAHUE JOJDKHOCTH JIMIIA,
MOAMMCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHOW CTPOKH.

[Ipn moanmucaHuu JOKyMEHTa HECKOJIbKHUMH JOKHOCTHBIMU JIMIIAMU PA3HBIX JIOJDKHOCTEH HX
MOAMKMCH PACTIOAraloT OJHY IO APYTrod B TOCIEIOBATEIHPHOCTH, COOTBETCTBYIOUIEH HepapXuu
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuco 1U.0.D.
3amecmumens oupexmopa auynas noonucsy 1.0.D.

IIpy noanucaHuM JOKYMEHTa HECKOJbKMMM JIMIAMH paBHBIX JIOJDKHOCTEH UX MOANNUCU
pacroyiaratoT Ha OIHOM ypOBHE.

B noxymMmeHTax, cOCTaBJIEHHBIX KOMUCCHEN, YKa3bIBAETCS CTATYC JIMIA B COCTABE KOMUCCHUU!
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBAaHMEM JOJDKHOCTU ([IOOaBJIATh Kakue- JHO0
IIPUCTABKH).

Ecnum nupekrtop WM MHOE YIOJHOMOYEHHOE Ha IOAINMCAaHUE JOKYMEHTa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJIe3Hb, KOMaHAMPOBKA) MM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
IOATMCHIBAET  COTPYIHHK, YIOJIHOMOYEHHBIM HAa  IOJAIMCAHUE B  COOTBETCTBUHU C
pacnopsAUTEIbHBIM JTOKYMEHTOM WM HAJICJICHHBIN IIOJHOMOYUSAMH, YCTAaHOBJICHHBIMHU IIPUKA30M
uikoJibl uiu yapeaurens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U ITOJIHOMOYHMSL, HallpUMep:

3amecmumens oupekmopa noonucey U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucs U.0. amunus
WK

u.o. oupexkmopa noonucv U.0. Damunus

PexBusut "lloanuchk AOMKHOCTHOTO JHMIA" MOXET ObITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, MpU HANHCAaHUM CIYKEOHON 3amucku 0e3 MPUMEHEHHS TEXHHUYECKHX
cpencTB) U060 0OPMIICH C UCTIONIH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmnenus pexBuszuta "llogmuich MOKHOCTHOTO Jsuna" ¢  HCHOJIB30BaHHUEM
TEXHUYECKUX CPEJICTB BUJI U pa3Mep mpudTa yKazaHHOTO PEKBU3UTA HE MOXKET OTIUYATHCS OT
BHJIA M pa3Mepa mpuQTa OCHOBHOTO TEKCTA TOKYMEHTA.

PexBuzut "lloamuch MOJDKHOCTHOTO JHIA" OTACISIETCS OT TEKCTa TPeMs W  YeThIphMs
OJIMHAPHBIMU MEXTyCTPOUYHBIMHU UHTEPBAIAMHU.

28. [leuatp

[leyatp sBAsieTcss cnocoOOM MOATBEPXKAECHUS MOUIMHHOCTH MOANUCH JOKHOCTHOIO JIMIA Ha
nokyMeHTe. IledaTs cTaBUTCS Ha NOKYMEHTAaX B CIydasX, MPELYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH NPAaBOBBIMU aKTaMHU.

[ledats cTaBUTCA Ha CBOOOJHOM OT TEKCTAa MECTe, MPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JUYHON MOAMUCH JOHKHOCTHOTO JIMIA MOJIMKCABUIETO JOKYMEHT, WM B MecTe, 0003HaYeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, MOJAroTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (POPM, IIeUaTh CTAaBUTCS B MECTE,
o0o03HayeHHOM oTMeTKOo# "MII" unu uHBIM 00paszom.

29. OrMeTKa 00 UCIIOJHUTEIE




Otmerka 00 ucnoiHMTENe (aBTOpE) AOKYMEHTa MPOCTABISETCS HAa MUCbMAax INKOJBI B JIEBOM
HVDKHEM YIITy JINIEBOM CTOPOHBI MOCIEIHErO JUCTAa JOKYMEHTA OT IPAHMIIBI JIEBOTO IOJI UIIU, IPU
OTCYTCTBUH MECTA, - Ha 00OPOTHOM CTOPOHE BHU3Y CIICBA.

OTmMerka BKIIOYaeT (aMHIIMIO, UMs, OTYECTBO WCIOJIHMTENSI M HOMEp ero TeieoHa, a TaKke
OTMETKA OO0 HCIIOJIHHUTEIE MOIKET AOMOJIHATECSA HAMMCHOBAHUEM JOJDKHOCTU W 3JICKTPOHHBIM
aZipecoM HCIOJIHUTES.

IIpumep:

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

30. OTMeTKA 0 3aBEpEHUN KON

JI1st moATBEpPKIAEHUSI COOTBETCTBUSI KONUU (BBIMUCKH U3 JJOKYMEHTA) MOJJMHHUKY JIOKYMEHTa Ha
MOCJICTHEM JINCTE KONMUU (BBIMMCKK W3 JIOKyMeHTa) 1oj pekBu3uToM "lTloamuce" odopmisercs
pekBU3HUT «OTMETKA O 3aBEPEHUU KOTTHI.

OTMeTKa O 3aBEpEHHMHM KOIHMHM BKJIKOYAET: CJIOBO «BepHO», HauMEHOBaHUE JOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO IIOANMKCH, pPacM(@POBKY TOIIUCH (HMHHUIIHAIIBI,
(dbamMunio), 1aTy 3aBepeHus KOMUHU JOKYMEHTA.

PexkBuszur «OTMeTka O 3aBEpCHHM KOMHUW» MOXET OBbITh o(opMIeHa OT pPYKH WIH C
HCITOJIb30BaHUEM IITaMIIA.

Jonyckaercs 3aBepsATh Ka) /bl JUCT MHOTOCTPAHUYHOM KOIUH TIOKYMEHTA.

31. OrMeTKa 0 IOCTYIUIEHHUH TOKYMEHTA

OTMeTKa O TOCTYIUIEHUH JOKYMEHTa COJIEPXKUT BXOMSIIMNA PErHCTPAllMOHHBIA HOMEp U JaTy
MOCTYIUIEHUs JOKyMeHTa. JlomyckaeTcsi yka3aHWE 4YacOB M MHUHYT TOCTYIUICHUS JIOKYMEHTa C
3aBEPEHUEM TOMUCIMH 3aHHTEPECOBAHHBIX JIHII.

OTMeTKa 0 IOCTYIIJICHUU JOKYMEHTa MOYKET IMPOCTABIIATHCS C UCTIOJIB30BAaHUEM IIITAMIIA.

32. Pesomronus
Pesosroniust coepKUT yKa3zaHHE O HCIOJHEHHIO AoKyMeHTa. OHa odopmisieTcss Ha CBOOOIHOM

MecTe paboyero mosisi TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0si: (paMUITUI0, MHUITHATBI UCTIOHUTENS (UCTIONHUTENEH ), TOpyYEHHUE 110
JOKYMEHTY, TIOJIITUCh aBTOPA PE30JIOIUHU U JIaTy 0(OPMIICHHS PE3OJTFOIIHH.

Pe3omtonusi, Mo ycMOTpeHUIO NUIIA, JAIOUIET0 MOpYyYeHHEe, MOXKET BKIIOUaTh B ce0sl TakKe CPOK
HUCIIOJTHCHU A )IOKYMeHTa.



