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HNucTpykuus
110 1eJIONIPOU3BOACTBY

1. O0mme mo10KeHNUS

1.1. Hacrosmas UaeTpykums no HAeJIONPOU3BOACTBY B
IIKoJIe pa3padoTaHa B COOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM OT 29.12.2012 Ne
273-®3 "O6 obpazoBanuu B Poccuiickoit denepanuu’ ¢ U3MEHEHUSIMU OT 2 HUIOJIS
2021 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHaapTOB IO HH(MOPMAIINH,
OMOJIMOTEUHOMY U HU3AaTeNbCKOMY Jeny, «OpraHu3aldoOHHO-PaCHOpsAUTEIbHAS
JOoKyMeHTarusl. TpeboBaHus K O(QOPMIICHHIO JOKYMEHTOB», a TakKe YCTaBOM
00111e00pa30BaTEIbHON OpraHu3allui U APYTUMHU HOPMATHUBHBIMHU IPABOBBIMHU
aktamu  Poccuiickorn ~ @enepainuu,  pErNIAMEHTUPYIOIIUMUA  JEATEIBHOCTD
00111e00pa30BaTEIIbHBIX OPraHU3aIIUM.

1.2. Jlannass MHCTpYKIUS 1O AeJIONPOU3BOACTBY B OpraHu3anum (gajiee -
WNucTpykiusi) o003HayaeT MpaBuiia MOATOTOBKU U OGOPMIICHUS JOKYMEHTOB B
OpraHu3alliy, OCYIICCTBIISIONIEH 00pa30oBaTEIbHYIO NEATEIbHOCTh, OMpENeseT
CTaHAapThl O(OPMIICHHS PEKBU3UTOB, OJIAHKOB JOKYMEHTOB, COCTaBJICHUS
MIPUKA30B, MOJOKEHUN WHCTPYKIUH, a TAaKKE perjJaMeHTUPYeT (hOPMUPOBAHKE JIETT
U UX TEKYIIEe XpaHEHUE, MOArOTOBKY JOKYMEHTOB M €] K Mepeaadye Ha apXUBHOE
XpaHeHHe B 00111e00pa3oBaTeILHON OpraHu3aIuy.

1.3. UHCTpYKIIUSI 1O [1eJIONPOU3BOJCTBY B Y4UpexJAeHHHU pazpaboTraHa B
LEJSAX YCTAHOBJIEHUS €UHBIX TPEOOBAHUI K MOATOTOBKE, 00pabOTKE, XpaHEHUIO U
WCIIOJB30BaHUIO  OOpa3ymloIIuxcsi B JCATEIBHOCTH  0O0IIe00pa3oBaTeIbHON
OpraHU3allMy U MOCTYIAIIUX B IIKOJIY JOKYMEHTOB, a TAK)KE COBEPIIICHCTBOBAHUS
U TOBbIMICHUS A(PPEKTUBHOCTH ACJONPOU3BOJCTBA  0O0IIC00pa30BaTEIbHON
OpraHu3alIluu.

1.4. ITonoxenust UHCTpyKIIUU pacipOCTPaHSIOTCA HAa OpraHU3aIuo padboThI
C JOKYMEHTaMH HE3aBUCHMO OT BHJA HOCHUTEJS, B TOM YHUCJE C AJICKTPOHHBIMU
JIOKyMEHTaMH, BKJIIOYasl MOATOTOBKY, OOpaOOTKy, XpaHEHHE M WCIIOIh30BAHUE
JIOKYMEHTOB, OCYIIIECTBIIIEMBIMU C TIOMOIIBIO HH(GOPMAIIMOHHBIX TEXHOJIOTHA.

1.5. Opranuzanuioo, METOJAMYECKOE PYKOBOACTBO, COBEPIICHCTBOBAHUE
JIETIOTIPOU3BOICTBA U KOHTPOJIb 32 COOJI0IEHNEeM HacTosIIeH MHCTPYKITNY B TIIKOJIE
OCYILECTBIISIET OTBETCTBEHHBIH 3a BeICHUE JEJIONPOU3BOJICTBA.

1.6. TlpaBa u 00si3aHHOCTH pPaOOTHUKOB, OCYIIECTBISIIOIIMX pPAOOTy C
JOKyMEHTaMU B CTPYKTYPHBIX  MOJpa3feieHusix  0011eo0pa3oBaTebHON
OpraHu3alliy, YCTaHABIUBAIOTCS JOKHOCTHBIMU HHCTPYKUHUSMHM WIM MPUKA30M
JTUPEKTOPA.



1.7. CBenenusi, coaepskalimecss B JOKYMEHTaX, MOTYT OBITh MCIOJIb30BaHbI
TOJABKO B pabOuyuX IedsX B COOTBETCTBUU C TIOJHOMOYHUSMH COTPYAHHUKA,
paboTaroriero ¢ JokyMeHTamu. PaboTa ¢ JOKyMEHTaMu BHE IIOMEIIEHUH IIIKOJIBI HE
nonyckaercs. [Ipu yrpare TOKyMEHTOB MPOBOJIUTCS CIIyKeOHas MPOBEpKa.

1.8. IIpu yxoje B OTIYyCK, IIepeBojic (MepeMeIIeHH ) TT0 padoTe UK B caydae
YBOJIHEHHSI COTPYAHUK 00s13aH MepeaaTh BCE HAXOASIIUECS Y HEro JOKYMEHTbI
WHOMY  COTPYIHHKY, ONpPEACIEHHOMY B COOTBETCTBUM C  YKa3aHUEM
HEIOCPEJCTBEHHOTO PYKOBOJUTENS YBOJBHAEMOTO, YXOJSIIEro B OTHYCK WJIU
nepeBoIsIIerocs (mepemMeniaeMoro) 1o pabore coTpyIHUKA.

1.9. Unctpykuus obs3arenbHa Il COOMIOJCHUS BCEMH paOOTHUKAMU
IIKOJIbI. BHOBB IIpUHSTHIE HA pabOTy COTPYAHUKH, B JOJDKHOCTHBIC O0S3aHHOCTH
KOTOPBIX BXOJUT BEJCHUE JOKYMEHTAIIMH, B T€UEHUE TPEX pabouux JHEH cOo JAHS
U3JIaHUs TPUKa3a O Ha3HAYCHUHM Ha JOJDKHOCTH JOJKHBI OBITh O3HAKOMIICHBI C
HacTosimerd MHCTpyKIMen 1mo/1 MOIIHCH.

2. IIpaBuiia moaAroTOBKM M 0(pOpMJICHHSI JOKYMEHTOB

2.1. B JgedaTenbHOCTH IIKOJBI CO3[IA€TCS KOMILUIEKC OpPraHU3alMOHHO
pacropsAUTEIbHBIX JOKYMEHTOB: MPUKa3bl, MOJIOKEHUS, MPaBUIIa, UHCTPYKIIHH,
peryIaMeHThl; TMPOTOKOJBl 3acelaHuil  (COBEIIATENbHBIX, KOOPAWHAIIMOHHBIX,
DKCHEPTHBIX M JIp. OPraHOB), aKThl, AHAIUTUYECKUE CIPABKH, JOKJIAJHBIC U
CIIy’K€OHbBIE 3aMUCKH, TOTOBOPHI (KOHTPAKTHI, COTJIAIICHHUS ), IeTIoBast (CIy>keOHast)
nepenucKka M Jp. COCTaBIAIOTCS U OQOPMIISIOTCS CIElUaIbHbIE JOKYMEHTHI,
CBSI3aHHBIC C TUIAHUPOBAHUEM 00Pa30BaATEIILHON ACSITEIHHOCTH U OCYIIECTBICHHUEM
XO3SIUCTBEHHBIX ~MEPONPUATHM, BEJECHUEM Y4eOHO-TIeIaroTHYecKoro yuera,
OpraHu3anuel  JeJONpPOM3BOJCTBA  0011€00pa3oBaTeIbHON  OpTraHMU3aIuH,
oOecrieueHneM OyXTalITepCKOro yuera.

2.2. JlokyMeHTBI MOTYT CO3/JaBaThCsi Ha OyMa)XHOM HOCHTEIE U B
ANEKTPOHHON (opMe C COOJIOJIEHUEM YCTAaHOBJIEHHBIX MpaBUi OQOpMIIECHUS
nokyMeHToB. [Ipu co3zmaHum JTOKyMEHTa Ha JBYX M OoOJie€ CTpaHMIlaX BTOPYIO U
MOCJIEAYIONINE CTPAHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHull MPOCTABIAKOTCS TOCEPEAUHE BEPXHETO MO
JIOKYMEHTa Ha paccTosiHUU He MeHee 10 MM OT BepxHero kpas jucta. Jlomyckaercs
CO3/IJaHHE€ IOKYMEHTOB Ha JIMIIEBOM U 0OOPOTHOM CTOpOHAX JIUCTA.

2.4. Tlpu ABYCTOPOHHEM CO3JaHMM JOKYMEHTOB IIMPHHA JIEBOTO MOJS Ha
JIUTIEBON CTOPOHE JIUCTA U MPABOTO MOl HA 0OOPOTHON CTOPOHE JIMCTA JOJIKHBI
OBITH PaBHBI.

3. PeKBU3UTHI IOKYMEHTOB

3.1. JImsg peKkBU3HTOB JOKYMEHTOB, CO3/IaBa€MBIX B 00IIcoOpa3oBaTeIbHOM
OpraHu3alliy yCTaHaBIMBAIOTCS npaBuiia U TpedboBanus B cooTBeTcTBUU ¢ [[OCT P
7.0.97-2016.

3.2. CocTaB pEKBU3UTOB KOHKPETHOTO JOKYMEHTA OMPEAEISAETCS €r0 BUIOM
1 Ha3HAYCHHUEM.

3.3. Ilpu moaroToBke u 0hOPMICHUU JIOKYMEHTOB B IITKOJIE MCIIOJB3YIOTCS
CHEYIONINE PEKBU3UTHI:

. KO/l (DOPMBI JOKYMEHTA;




° HaAaMMCHOBAHUE IIKOJIbI,

. CIIPABOYHBIE JTAHHBIC O MIKOJIE;

. HAaMMEHOBAHHE BHUJIa TJOKYMEHTA;

. JaTa JTOKYMEHTA,

. PETHCTPAIMOHHBIA HOMEP JTOKYMEHTA;

. CChUTIKA Ha PETHCTPAIMOHHBIM HOMEP U J1aTy TOKYMEHTA;
. MECTO COCTaBJICHUS (M3/IaHUsI) IOKYMEHTA;
. ajpecar;

. rpud yTBepKACHUS TOKYMEHTA;

. 3aroJIoBOK K TEKCTY;

. TEKCT JIOKYMEHTA;

. OTMETKA O MPHUJIOKEHUU;

. rpud coryiacoBaHus IOKYMEHTA;

. BH34,;

. O/INHCH;

. OTMETKA 00 AJIEKTPOHHOU MOANKCH;

. nevyaTh;

. OTMETKA 00 MCIIOJTHHUTEIIC;

. OTMETKa O 3aBEPCHUH KOITUH;

. OTMETKa O MOCTYIUICHU! JOKYMEHTA,

. PE30TIONHS.

4. biaHku JOKYMEHTOB

4.1. JlokyMeHTBI, co3aBaeMble B 0O0IIe00pa30BaTEILHON OpraHu3aIlii,
opopMIIsItOTCST Ha OJIaHKaX, M3TOTOBJICHHBIX HAa CTAHIAPTHBIX JIUCTax Oymaru
dbopmaroB A4 (210x297 mm) u AS (148x210 mm). OTaenbHbIC BUIBI JOKYMEHTOB
(TaGmuIBl, CXEMBI, CMETHI) JOIyCKaeTcss OPOpMIISTh ¢ UCIONIb30BaHUEM (popmaTa
A3  (420x297mm). JIOKYMEHTBI, COCTaBJISIOIIME BHYTPEHHIOI IEPEINUCKY,
oQopMIISIIOTCST HAa CTaHAAPTHBIX JucTax Oymaru gopmara A4 (210x297 mm) Oe3
UCITIOJIb30BaHUs OJIAHKOB.

4.2. Kaxnaplii TuCT JOKyMeHTa, OOpMJICHHBI Ha OjaHke win 0e3 Hero,
JIOJKEH UMETh TIOJIsl He MEHee:

. 20 MM - JIEBOE;

. 10 MM - paBoe;
. 20 MM - BEpXHEE;
. 20 MM - HIDKHEE.

4.3. JTokyMeHTbl JIUTENbHBIX (CBbIIE 10 JIeT) CPOKOB XpaHEHUs JOJKHbI
MMETH JIEeBOE I10JIe He MeHee 30 MM.
4.4. Buapl 0JaHKOB JJOKYMEHTOB ITPUMEHSIEMBIX B IITKOJIC:

. o0 OJIaHK;
. OJIaHK MMMCHMA;
. OJJaHK KOHKPETHOTO BHJa JOKyMmMeHTa (OjaHK Tmpukasza, OJlaHK

pacropspKeHus, OJJaHK IPOTOKOJIA | JP.)

4.5. O6pa3ipl pa3pabOTaHHBIX U MPUMEHSIEMBIX B IIKOJIE OJIAHKOB MOJIJIeKAT
BKJIIOYEHUI0 B UWHCTPYKIMIO 10 JEJIONPOU3BOJICTBY 00I11€00pa3oBaTebHON
OpraHu3alliy B Ka4eCTBE MPUIIOKEHUH (MpuiioxeHue 3 Ha 3 ucrax).



5. Ilpuka3ssl

5.1.  Ilpukazamm  OoQOPMIISIOTCS  PEIICHHS 110  OICPATHBHBIM,
OpraHU3allMOHHBIM, YY€OHBIM, KaJIpOBbIM (MpHIIOKEHUE 2 HA 9 NUCTaX) U APYTUM
BOIIPOCaM padOThI IIKOJIBI.

5.2. IIpoexkTbl NOPUKA30B TOTOBAT OTBETCTBCHHBIE HCIOJHUTEIN HaA
OCHOBAaHMH MOPYYEHUM IUPEKTOpa, ero 3amectureneu. [IpoekTsl mpuka3oB 1o
JUYHOMY COCTaBY FOTOBUT CIIEIIUATMUCT IO KaJIpaM.

5.3. B mpuka3zax TEKCT M3Jaraercsi OT MEePBOro JHUIA €AUHCTBEHHOTO Yucia
(«[TPUKA3BIBAIO»).

5.4. TekcT mpuKaza MOXKET COCTOSATh M3 JBYX 4YacCTeW: KOHCTATUPYIOIIEH
(mpeamOyJIbl) M pacloOpsIUTEIILHOM.

5.5. B xoHCTaTUpYIOIIEH YaCTH KPaTKO U3IAratoTcs 1EeIu U 3a7a4u, (PaKThl 1
COOBITHS, TIOCIYKUBIIUE OCHOBaHUEM [JIsi W3AaHus Tmpukaza. OHa MOXKeT
HaunHaThcs cioBaMu "B nemsx", "B coorBerctBun", "Bo ucnonnenue", u T.41. Eciun
MPUKa3 U3IAETCA HA OCHOBAHUU JAPYroro J0OKyMEHTa, TO B KOHCTATUPYIOIIEH YaCTH
YKa3bIBACTCSI HAUMEHOBAHUE 3TOr0 JOKYMEHTA, €ro Jara, HOMEP M 3aroJIOBOK.
[IpeamOyma B mpoekTax mpuka3oB 3aBepiiaercs cioBom «IIPUKA3BIBAIO»,
KOTOpPOE MevaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacmopsauTenbHas dYacTh JODKHA — COJAEpXKAaTh  IEPEUYHCIICHUC
MPEANUCHIBAEMBIX JEUCTBUIN C YKa3aHUEM UCIIOJHUTENS KaXI0r0o AU CTBUA U, IPU
HEOOXOJIMMOCTH, CpPOKOB HCIIOJIHEHMs. PacmopsiauTenbHas 4acTh JEIUTCS Ha
MYHKTHl W TOJIMYHKTHI, KOTOpble HyMepyloTcs apaOckumu mudpamu. JlercTBus
OJIHOPOJTHOTO XapaKTepa MOTYT ObITh IEPEUNCIICHBI B OJJHOM ITYHKTE.

5.7. B kauecTB€ HCIOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENIN TUPEKTOpa,
npejceiaTey Wik PyKOBOAUTENTH pabodynX rpyIin (KOMUCCU).

5.8. Eciu mpukaz wu3MEHs€T paHee W3JaHHbIA JOKYMEHT (IyHKTBI
JIOKYMEHTa), TO OJWH U3 IYHKTOB pPaCHOPSAUTEILHON 4YacTH TEKCTa JOJIKEH
COJIEpKaTh CCHUIKY Ha U3MEHSIEMbIN TOKYMEHT (ITyHKThI JOKYMEHTA) C YKa3aHUueM
€ro J1aThl, HOMEpPA U 3ar0JIOBKA.

5.9. Ecnu nmpuka3 oTMEeHsIeT JEHCTBUE paHee U3JaHHOTO JOKyMEHTa (ITyHKTOB
JIOKYMEHTA) C OINpeIeIICHHOMN AaThl, TO OJWH U3 MYHKTOB PACHOPSAUTEIHLHON YacTH
TEKCTa JOJDKEH HauuHaThCsl cioBaMu 'lIpu3Harh yTrpaTuBmiMM cuny...", nanee
YKa3bIBaThCsl JaTa, HOMEpP M 3aroJIOBOK paHee H3JaHHOTO JOKyMEHTa (IyHKTa
JIOKYMEHTA), a TakKe Jlata, ¢ KOTOpOM OTMEeHsieTcs ero jAeicrBue. Eciau nara He
yKa3aHa, TO [ICMCTBUE paHEe U3JAHHOTO JOKyMEHTa (IMYHKTHI JOKYMEHTA)
OTMEHSIETCS C 1aThl U3JaHUS HOBOTO MPHKa3a.

5.10. Ecnu npuka3 oTMEHSIET paHee U3JIaHHbIN IOKYMEHT C MOMEHTA U3/1aHMUs,
TO OJUH W3 IMYHKTOB PACHOPSAIUTENIbHOW YacTHM TEKCTa JIOHKEH HAYUHATHCS
cioBaMH "OTMEHHUTS..." U yKa3bIBATHCS J1aTa, HOMEP U 3ar0JIOBOK PaHee U3JaHHOrO
JIOKYMEHTA.

5.11. Ecnam nmpuka3 npeanosiaraercsi BBECTH B JIEUCTBUE HE C MOMEHTA €r0
W3/1aHus1, HEOOXO0IUMO YKa3aTh CPOK BBeJeHUs ero B jerictBue. [locnenuii myHKT
pacrnopsAuTEIbHON YaCTU MOXKET COAEPKATh CBEIICHHS O JIOJXKHOCTHOM JIMIIE, HA
KOTOPOE BO3JIara€TCsi KOHTPOJIb 32 UCIIOJHEHUEM ITPUKA3a.



5.13. Ilpuka3bl NOAMUCHIBAIOTCS TOJIBKO JUPEKTOPOM 001Ie00pa30BaTEIbLHOM
OpraHu3aliy WU paOOTHUKOM, UCTIOJTHSIOIINM €T0 00S3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIEUEHHE CBOECBPEMEHHOM M Kauye€CTBEHHOM
MOATOTOBKM TPOEKTOB TMPUKA30B M WX COTJIACOBAHHWE C 3aWMHTEPECOBAHHBIMU
pabOTHHUKAMH ¥ OPTaHHU3AIUSIMH HECYT aBTOPHI IPOSKTa MPUKa3a.

5.15. PerucrpanimoHHble HOMEpa NPUCBAMBAIOTCSA NPUKa3aM MO MOPSAIKY
HOMEPOB B IpeJenax KaJIeHJapHOro roja.

5.16. [laTa peructpaliyu nprkasa siBjisieTcs JaToi ero mornucaHusl.

6. IlpaBuia, M0JI0KeHNSI, HHCTPYKIMH

6.1. [IpaBuna — HOPMATUBHBIN aKT, ONPEEIAIOMUNA TOPSATOK KaKOTro-In0o
BUJIa JEATEIbHOCTH, YCTAHABIMBAKOIIMNA WIM 3alpelialoliid ONpelIesICHHOE
IIOBEJICHHUE.

6.2. Iloso)keHHME — HOPMATUBHBINA aKT, JETaJbHO PErIaMEHTUPYOLINN
IPaBOBOM CTaTyC, MOPSAOK OpraHW3aluMyd W MOPOUEAYypy Kakoro-imbo BHA
NEATEIBHOCTH.

6.3. UHCTpYKITMS — HOPMATHUBHBIN aKT, M3aBAEMBIH B IIETISAX Pa3bICHCHUS U
OIpEENICHHS OPAIKA MPUMEHEHHSI COOTBETCTBYIOIIETO HOPMATUBHOIO aKkTa JIM00
C LENbI0 YKa3aHUs HOPM O CHOCOo0ax BBIMOJHEHUS OINPEACICHHBIX ONEeparHii
(me¥cTBuid).

6.4. IlpaBuna, MOJIOKEHUs,, MHCTPYKIMKM MPUHUMAIOTCA (B 3aBUCUMOCTU OT
BUJa JOKYMEHTA) Ha Y TIpaBIIsIoLIEM coBeTe, 3aceaanusx [Ipodcoro3noro komurera
LIKOJIBI M YTBEPKIAAIOTCSA TUPEKTOPOM.

6.5. IlopsooKk MOATOTOBKM MPOEKTOB MPABHI, IOJOXKEHUS, WHCTPYKIUU
COOTBETCTBYET  OOIIeMYy  MOpSAKY  IMOATOTOBKM  IPOEKTOB  IPUKA30B
o011e00pazoBaTeNbHON OpraHU3aIlvu.

6.6. TekcT mpoeKTa MOJIOKEHUS, IPABUIT, HHCTPYKLIMHU [IEYATAETCS HA YACTOM
aucte Oymaru ¢popmara A4.

6.7. OTIMYNATENBHBIMA XApPAKTEPUCTUKAMHA TEKCTOB ITPABUJII, IIOJOKECHUS,
WHCTPYKIUU SIBIISIIOTCSL:

. TOYHOCTh NMPUMEHSEMBbIX (DOPMYIUPOBOK 0€3 MCIOJb30BaHUS CIOB U
MOHSATHUM, UIMEIOIINX MHOXKECTBEHHBIN CMBICII;
. UCITI0JIb30BAaHUE KOPOTKHUX MPEJIOKEHUN, OOLIETPUHSTHIX BhIPAXKEHUN

U CBSA30K, MPU HEOOXOIUMOCTHU - MPEABAPUTEIBHOE OMPEICICHNUE HCIOJIb3YEMBIX
MOHSTHH, COKpaIllleHni, abOpeBuaryp;

. OIKCaHUE BCEX BO3MOXKHBIX BAPUAHTOB COOBITUI U COOTBETCTBYIOIINUX
UM BapUaHTOB JICUCTBUH, T.€. MOJHOTA MpeICTaBICHUs HH(pOpMaLIIH;

. CTPYKTYPUPOBAHHOCTb TEKCTA C LEJIbI0 JOCTHKEHUS HaWITydIlen
MOCJIEOBATEIBHOCTH U3JIOKEHUS MaTEPUAIIA;

. MHUHHMMHU3AIUS TEKCTa ¢ IIOMOIIBI0 TPUMEHEHHS 000011eHni (0030pOB
npeanojaraeéMblx JEHCTBUI) M MPUMEHEHUE TMepeyuciaeHuil (3amay, STaros,
YCJIOBUH U T.1I.).

6.8. B 3aBUCMMOCTH OT CJOKHOCTHM M OObeMa pa3pabaThiBAEMbIX MPABUII,
MOJIOKEHHS, MHCTPYKUHMHM - TEKCT JOKYMEHTa JEJIMTCS Ha TIJIaBbl, MYHKTHl W
NOANYHKTHI. ['JIaBpl JOMKHBI HMMETh Has3BaHMs. Hymepauus npou3BOAUTCS
apabckumu 1udpamu.



7. IIpoTokoJ 3aceqanus (CoOBelIAHMS)

7.1. IIpoTOoKOT — JOKYMEHT, B KOTOPOM (DHKCHUpYyeTCS XOJ OOCYKIEHUS
BOIIPOCOB U TIPUHATHS PEIICHUI Ha COOpaHUSIX, COBEIIAHUAX, KOH(MEPEHIUIX U
3aceJaHusIX KOJUIETHAIbHBIX OPTraHoB.

7.2. IIpotokoi 3acemanus (CoBeIIaHus) - (Jajee - IpoTOKoJ) opopMisgeTcs
Ha YUCTOM JCTe Oymaru ¢opmara A4.

7.3. PexkBu3UT - "TEKCT OKyMeHTa". PEKBU3UT COCTOUT W3 JIBYX YaCTEH:
BBOJIHOM YU OCHOBHOM.

7.4. Bo BBOJIHOM 4YacTW yKa3bIBAIOTCS MHUIMANbBI, (aMUIMK U JTOHKHOCTU
Ipe/icelaTeIbCTBYIONIEr0, CeKpeTaps, MPUCYTCTBOBABIIMX Ha 3acellaHud W, MpU
HE0OXOMMOCTH, JIMII, IPUTJIALIEHHBIX Ha 3ace/laHue (COBEIIAHME).

7.5. BBogHAas 4acTh MPOTOKOJIA 3aKAHYMBAETCS IEPEUHEM PACCMATPUBAEMBIX
BOIIPOCOB, MIEPEUUCIICHHBIX B IMOPSAJIKE UX 3HAYMMOCTH C YKa3aHUEM JOKJIaI4UKa 10
KaXJIOMY paccMaTpuBaeMoMy Bompocy. Bompocsl popMyIupyroTest ¢ npeajgoroMm
"O" ("O0"), meyararoTCa OT TpaHUIIBI JIEBOTO MOJA U HYMEPYIOTCS apaObCKUMHU
uudpamu.

7.6. OcHOBHAs 4acCTh MPOTOKOJIA COCTOUT M3 Pa3eioB, COOTBETCTBYIOIIUX
paccMaTpUBaEMbIM BONIPOCAM U UX HyMEpallUu.

7.77. TekcT MpOTOKOJIA U3JIaraeTcsi OT TPETHETO JIUIA MHOKECTBEHHOTO YU CIa
("coymanu", "BeicTynunn", "mocranoBuin", "pemmian'").

7.8. TIpoTOKON MOANUCHIBAETCS JIUMLIOM, IMPEICENAaTEIbCTBOBABIINM Ha
3acenaHuu (COBEIIaHNM), U CEKpeTapEéM 3acejaHusl (COBEIIaHMs).

7.9. Ilpn OTCYTCTBUM CEKpEeTaps 3acelaHusi, B TOM YHCIIE€ NMPU MPOBEICHUN
ONEPATUBHBIX COBEIIAHWI, JOMYCKaeTcsl MOANUCAHUE MPOTOKOJA TOJIBKO
peAceaaTeNbCTBYOIINM.

7.10. Texct mpoToKOJIa AOTKEH OBITH MOATOTOBJICH HE TIO3HEE TPEX JHEH CO
JHs 3acenanusi. [IpoeKThl COOTBETCTBYIOIIMX ITYHKTOB MPOTOKOJIA BU3UPYIOTCS
JIOJDKHOCTHBIM JIUIIOM OTBETCTBEHHBIM 3a TTOJATOTOBKY.

7.11. Jlara mnpoTOKOJa JOJKHA COOTBETCTBOBATH JHIO MPOBEICHUS
COBEIIaHMS (3acCeTaHMmsl).

7.12. Ko npoTOKOJIOB PaCChUIAKOTCSA 3aMHTEPECOBAHHBIM OPraHU3ALUAM U
JIOJDKHOCTHBIM JIMIIAaM B COOTBETCTBUM C yKa3aTeJIeM paCChUIKH, KOTOPBINA
COCTaBIISIET CEKPETaph 3acelaHusl (COBEIIAHNUSA).

8. Il.1an
8.1. IlmaH — JOKYMEHT, yCTaHABJIMBAIOIIMK IIepEeYCHb HAMEUYEHHBIX K
BBITIOJTHEHUIO ~ MEPONPHUSATHM, HMX  IOCIEIOBATCIBHOCTh, O00BEM, CPOKH,
OTBETCTBEHHBIX HCIIOJIHUTEIIEH.
8.2. IInan odopmirsierca Ha aucte o6ymaru dopmara A4 ¢ MCIOJIL30BaHHEM
CIEIYIOIINX PEKBU3UTOB:

. HAaMMEHOBAHUE LIKOJbL;

. rpud yTBEpKACHUS TOKYMEHTA;

. JlaTa JI0OKYMEHTa;

. PETrUCTPAallMOHHBIA HOMEP JOKYMEHTA;

° HAaNMMCHOBAHHEC BHUJa NJOKYMCHTA,



° 3aroJiIOBOK K TCKCTY,

. TEKCT IOKYMEHTA,;

. HAaWMEHOBAHUE JOJKHOCTH,

. MIOJIITHCh.

8.3. PexBu3utr — "TEeKCT MokymeHTa" odopmisieTcss B BHUAC TaOJHUIBI C
rpadamu:

. HOMED ITyHKTA IJIaHa;

. HAaMMEHOBAaHUE MEPOTPUSITHS,;

. CPOK HUCTIOJTHEHUS;

. UCIIOJIHUTEIIb;

. pUMeYaHue.

9. OTuer
9.1. Otuer — JOKYMEHT, COJEpXKalluil CBEACHUS O pPE3yibTaTax

JEATETLHOCTH 3a OIPENEJICHHBIN MEePHOJl BPEMEHH, BBIMTOTHECHUN MEPOTPHITHH,
MOPYYECHUI, 3aJJaHHH, TIJIAHOB.

9.2. OTyeTsl, IPEOCTaBISIEMbIE B OpTraHbl TOCYJaPCTBEHHOM BJIACTH (B TOM
Yuclie B OpraHbl TOCYJApCTBEHHOM CTATUCTHKU) M HUMEIOIIHUE YCTaHOBJIEHHYIO
MPaBOBBIMM  aKTaMU TOCYAapCTBEHHBIX OpPraHoB (opMy, CO3JAIOTCS IO
YCTaHOBJICHHOW TOCYJAapCTBEHHBIMH OpraHamMu (GopMe W B ONPEACIEHHOM WUMU
MOPSIAKE.

9.3. OTué€ThI, MPEOCTABISIEMBIE COTPYIHUKAMHU IIKOJIBI B XOJ€ BHYTPEHHETO
B3aMMOJICUCTBUS, CO3/IAIOTCS TIO0 TMpaBUJIaM, YCTAHOBJIEHHBIM JJISi CO3JaHUS
CITy’KEOHBIX 3aIHCOK.

9.4. Otuetsl 0opMIIsIIOTCS Ha TUCTEe OyMaru popmaTta A4 ¢ MCTIOIH30BAHUEM
CIEAYIOIINX PEKBU3UTOB:

. HAaMMEHOBAaHHE LIKOJIBL;

. JaTa JOKyMEHTa;

. pErucTpalMOHHBIA HOMEP TOKYMEHTA;

. HAaMMEHOBAaHUE BHJIa JOKYMEHTA;

. 3aroJIOBOK K TEKCTY;

. TEKCT IOKYMEHTA;

. OTMETKA O MPUJIOKEHUHU (TIPU HAJTMYHH);
. HaMMEHOBaHHE JOJKHOCTH;

. HOJIITHCh.

9.5. B TekcTe oTuéTa B 0053aTEILHOM MOPSIKE JOHKHO COMIEPKAThCS YKa3 Ha
NesATEeTbHOCTh, MEPOTPUSITHE, BBIJAHHOE IOpY4YeHWE, 3aJaHue, MYHKT TIUIaHa,
MO/IJICXKATIMI BBITTOJTHEHHIO, U PE3YJIbTAT O BBHITIOJIHEHUH, B TOM YHCIIE C YKa3aHUEM
Ha COOJII0/IeHNE UJIN HAPYIICHUE UCTIOTHUTEIHCKOMN TUCIUIUIMHBI, YCTAHOBIEHHBIX
CPOKOB HCIIOJTHEHUS ¥ Ha/IJIeXkKAIIee MPeI0CTaBICHHEe HHPOPMAIIHH, HEOOXOMMBIX
MaTepHayioB (MPOEKTOB JIOKYMEHTOB) COMCIIOJIHUTEIISAMH (TTPH YIaCTHH HECKOJIbKHIX
UCIIOJTHUTENEH ).

10. ITucsmo
10.1. IIucbMa roToBATCS KaK:




° OTBC€TBI O  BBIIIOJHCHHH nopyquHﬁ BBIICCTOAIINX  OPraHoOB
HCIIOJTHUTEIbHOM BJIaCTH,

. OTBETHI HA 3aMPOCHl OPraHU3aLNMN, TPEAITPUATUI U YACTHBIX JINII;

. WHUIIMATUBHbBIC MHCHMA.

10.2. Cpoku HOATOTOBKH OTBETHBIX HUCEM:

. C KOHKPETHOM JaTOM WCIOJHEHHWs, YKAa3aHHOM B JIOKYMEHTE, - B
YKa3aHHBIU CPOK;

. B COOTBETCTBHUM C PE30JIIOLMEN AUPEKTOpPa U €ro 3aMECTUTENIEH Ha

OCHOBAaHHWU YCTAHOBJICHHBIX CPOKOB MCIIOJIHEHHS MOPYUYECHHUH, 3alIPpOCOB HJIM IO
PEIISHUIO aBTOPa PE3OTIOLIUH.

10.3. TekcTbl OTBETHBIX MHUCEM JIOJKHBI TOYHO COOTBETCTBOBATH 3aJIaHUSIM,
3a)UKCUPOBAaHHBIM B pe3oonuu. CpoKH IOATOTOBKHM HMHHUITMATUBHBIX IHCEM
ONPEACISAIOTCS  CaMOCTOSTEIbHO  aBTOPOM  MPOEKTa MHChMa C  YYETOM
HEOOXOJIMMOCTH PEIICHUS KOHKPETHBIX 3alad U (WIM) B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHO/IATENbCTBA, MOPYYECHUSIMU HEIMOCPEACTBEHHOTO
PYKOBOJIUTEIIS.

10.4. IlucemMa medararoTcsi Ha OJlaHKE MHCbMa 00IIe00pa3oBaTeIbHOM
OpraHU3alliU C YTJIOBBIM PACIIOI0KEHUEM PEKBU3UTOB.

10.5. JJonoHUTEIBHO K PEKBH3UTAM OJIAHKA MHChbMAa NpH OQOPMIICHHH
MKCEM B IIKOJIE UCMOJIb3YIOTCS CACAYIONINE PEKBU3UTHI:

. ajzpecar;
. 3aroJIOBOK K TEKCTY;

. TEKCT JOKYMEHTA;

. OTMETKA O MPUJI0KCHUH;

. BH34;

. MOJIINCE.

. OTMETKa 00 HUCIIOJIHUTEIIE.

10.6. Ilpu odopmieHun nucbMa Ha ABYX U 0oJjiee CTpaHMIAX BTOpasl U
MOCJIEYIOUIME CTPAHULBI HYMEPYIOTCS TIOCEpEeIUMHE BEPXHEro TMoJjs JIMCTa
apaOckumu udpamu.

10.7. Tlucbma MOANMUCHIBAET AUPEKTOP WM PAOOTHHUKH, YIOJTHOMOYEHHbBIE
MPUKA30M.

10.8. Cny>xeOHbIE 3aNTUCKU

10.9. B nensix ocyiiecTBiI€HUsI B3aUMOJACHCTBHS MEXKIY COTPYIHUKAMU B
pamMKax BHYTPEHHEro JIOKyMEHTOOOOpOTa B IIKOJIE NMPUMEHSIOTCS CIIy:KeOHBIE
3anmucku. CiykeOHble 3aluCKH  SBJSIOTCS  CIIPaBOYHO-MH(DOPMAILIMOHHBIMU
JOKYMEHTaMHU. ABTOpaMH  CIYXEOHBIX  3alHMCOK  SIBIISIIOTCA ~ COTPYJIHUKU
o011e00pa3oBaTeNLHON OpraHU3aIlvu.

10.10. Ciy:xeOHasi 3arucka MOKET COCTABIISATHCS MO YKAa3aHUIO PYKOBOJICTBA
WM 110 MHULIMATUBE KOHKPETHOTO COTPYIHUKA.

10.11. Ilpu odopmaeHnn ciyxeOHOW 3anUCKU 0QOPMIISIOTCS CIEAYIOUINe
DPEKBU3UTHI:

. ajpecar;

. JaTa JOKyMEHTa;

. HAaUMEHOBAHME BU/IA IOKYMEHTA,




° 3aroJIOBOK K TCKCTY,

. TEKCT JOKYMEHTA;

. OTMETKA O MPUJIOKEHUU (TIPU HATUYHH ),
. HAaUMEHOBAHUE JIOJKHOCTH;

. MOJIUCh.

10.12. CnoyxeOHBIC 3aIIMCKH MOT'YT CO3/JaBaThCs HA OyMa>KHOM HOCHTEJIC U
(W) B DIEKTPOHHOH hopme.

11. /loBepeHHOCTH

11.1. JIoBepeHHOCTh BBIIAETCS COTPYIHUKAM IIKOJIBI U O(OpPMIISETCS I10
MpaBujaM, YCTaHOBJICHHBIM HacTtodmied WHCTpyKiuen s MUceM, C YYETOM
TpeOOBaHUM TPaXKIAHCKOTO 3akoHojarenbcTBa Poccuiickoit denepanuu  u
HACTOSILErO pa3zena.

11.2. ITpoeKT I0BEpEHHOCTH MOJATOTABIMBACTCS M BUSUPYETCSA COTPYAHUKOM,
KOTOPOMY JIOBEPEHHOCTh OYET BblJIaHa, OCJIE YETO MepeaéTCsl B KAHIICIISIPUIO TS
HaIpaBJICHUS HA MOAUCAHUE.

11.3. JloBEepeHHOCTh  TOAIHUCHIBACTCS  JUPEKTOPOM WU  JIUIIOM,
OCYIIECTBJISIIOIIUM ~ €r0  TMOJHOMOYHUSA  (MCHOJHSIOMIUM  OOSI3aHHOCTH), U
CKpEIUISETCS IeUaThio 00111e00pa30BaTeIbHON OpraHu3aIlii.

12. loroBopbl, coryiameHusi, KOHTPAKTHI

12.1.  JloroBopml, cOIJalI€HMs, KOHTPAKThl (Jajsee -  JOTOBOPHI)
[OJIFOTABIMBAIOTCS B COOTBETCTBUM C TPEOOBAHMSIMH TPakJIaHCKOTO, TPYAOBOTO,
OIOHPKETHOTO U MHOTO 3aKoHoMatenbcTBa Poccuiickoit deneparum, B 3aBUCUMOCTH
OT PETyJIUpPYyEMBIX JOrOBOPOM MPABOOTHOIICHUN U 0053aTE€IBCTB CTOPOH.

12.2. TIpoekT noroBopa MOJArOTaBIMBAETCS OTBETCTBEHHBIM COTPYIHHUKOM
(KOHTPAKTHBIM YIPABJISIONIMM) C y4€TOM HEOOXOJUMOCTH CBOEBPEMEHHOTO H
KaueCTBEHHOI0 OO€eCIeYeHUs MCHOJHEHUSI CBOMX MOJHOMOUYMU (00sS3aHHOCTEH,
(GyHKUHI), TOJTHOMOYHM IIKOJIbI B LIETIOM.

12.3. TIpoekT noroBopa MOArOTaBIMBAETCS OTBETCTBEHHBIM COTPYIHHUKOM
(KOHTPAaKTHBIM YHOPABJIAIONIMM) COBMECTHO CO CHEHUAIMCTOM, K (YHKLIUSIM
(MOTHOMOYHSIM)  KOTOPOTO  OTHOCUTCS pPELIEHHWE BOMPOCOB,  SBIISIFOLIUXCS
MPEAMETOM JOTOBOPA, WIIM UHBIM COTPYAHUKOM IO MPSMOMY YKa3aHUIO JUPEKTOpa
o01reo0pa3oBaTeIbHON OpraHU3aIUy.

12.4. HeoOxomumasi 11t TIOATOTOBKM IIPOEKTa JOTOBOpa HWH(OpMaIus
coOupaercss OTBETCTBEHHBIM JIMLOM (KOHTPAKTHBIM YMPABISIOUIMM) B TMOPSAKE
pabodero B3aMMOAEWUCTBHUA C Y4YETOM TMPaBUJI, YCTAHOBJICHHBIX HACTOSLICH
NuCcTpyKIIMEN.

13. IlpuHIUNBI OPraHU3AIMU JOKYMEHT0000pOTA
13.1. B 1okymMeHTOOOOpOTE BBIIEISIOTCS CICAYIOIIUE JTOKYMEHTOMOTOKHU:
MOCTynaromas  JOKyMeHTalusl  (BXOHdIasi), OTHpaBisieMas JOKyMEHTaIus
(ucxopsiasi), BHyTPEHHSSI JOKYMEHTALIMSL.
13.1. B cocraBe BxoAse U UCXOSIIEH TOKYMEHTAIIMA MOTYT BBIIAETIATHCS
JIOKYMEHTBI, TOCTYITUBIITNE U3 BBIIIECTOSAIIUX, MOAPSITHBIX, METUIIMHCKUX U APYTUX
OpraHu3alyii, OPraHOB MECTHOT'O CaMOYIIPaBIICHHUs, OOpaIlleHUs TpaXaaH.



13.3. OOpamienusi TpaxkaaH pPETHUCTPUPYIOTCS W (OPMUPYIOTCS B Jeja
OTZIEJLHO OT APYTHUX JOKYMEHTOB 00IIe00pa30oBaTEILHON OpraHu3aIiy.

13.4. B mkone noctaBka H OTIpPaBKa JIOKYMEHTOB OCYIIECTBIIACTCS
CpPEeACTBaMH IIOYTOBOM CBSI3M, DJEKTPOHHOW CBSI3U, a TaKXke IO CHUCTEME
AJIEKTPOHHOTO JOKyMeHTooOopoTa (nanee - COJI). C moMoIbio MOYTOBOM CBS3H B
00111e00pa3oBaTEIbHYIO OpraHU3alUI0 JIOCTaBJISACTCS TUCHhMEHHAS
KOPPECMOHEHIIUS B BUAE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KAPTOUCK,
OaHzepoJiel U MEJIKUX MAKEeTOB, a TAKKE MeYaTHbIC U3/JaHu.

14. IlepBuuHasi 00pad0TKA MOCTYNAOIINX JOKYMEHTOB

14.1. JokyMeHTbI, OCTYIAIOIINE B IIKOJY, MMEPEIAlOTCs HA PErHCTPALIUIO
ceKkpeTapro  00111e00pa3oBaTeIbHOW OpraHu3alid W MNPOXOAST TEPBUUYHYIO
00paboTKy B JIeHb MOCTYIUICHUS, MPHU TOCTYIUICHUU B Hepabodee Bpemsi - Ha
cienyrouuii padbounii geusb. [lpu nepBuyHO 00pabOTKE TOKYMEHTOB MTPOBEPIETCS
MPaBWIBHOCTH aJpecoBaHusl. OIMO0YHO MOCTYNUBIINE IOKYMEHTHI IEPECHUIAIOTCSA
M0 MPUHAJICKHOCTH WJIM BO3BPAILIAIOTCS OTIPABUTEIIIO.

14.2. JJokymeHTbl, nocTynuBmme ¢ otmerkamu 'CpouHo", "BpyuuTb
HeMemieHHo", "OnepaTuBHO", HE3aMEeTUTENBHO MPOXOIAT IEPBUUHYIO 00pa0OTKY
U JOKJIaJBIBAIOTCS JUPEKTOPY WIM B ClIydyae €ro OTCYTCTBHSI — 3aMECTUTEIIO
JMPEKTOpa M0 HAMPABJICHUIO JEATEIbHOCTH.

14.3. TloctynuBuime TelerpaMMbl NPUHUMAIOTCA TOJA MOAINUCH C
MIPOCTABJICHUEM JAaThl U BPEMEHU MPHUEMA, PETUCTPUPYIOTCS 1O TEM K€ IPaBUIIaM,
YTO U MUChMA.

14.4. DnexTpoHHBIE COOOIIEHHUS, AaJPECOBAHHBIC JUPEKTOPY  WIH
HaIlpaBJICHHBIE B a/IPEC ILIKOJIbI, pACTIEYAThIBAIOTCS U JOKIAAbIBAIOTCS TUPEKTOPY
WJIU B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTENIO TUPEKTOPA.

14.5. DneKkTpoHHBIE COOOIIECHUS, 3aBEPEHHBIC AJICKTPOHHON TMOMHUCHIO,
nojJieskar o00paboTKe MO TpaBWiiaM, MTPEAYCMOTPEHHBIM ISl TMOCTYIAIOIIeH
(BXOsII1IeH ) TOKYMEHTAIUH.

14.6. TloctynuBimas (Bxozsiias) AOKYMEHTAlMs paclpenessercss Ha
pPETUCTPUPYEMBIEC U HE MOJIJICKAITUE PETUCTPAIIUU JOKYMEHTHI.

14.7. He nojiexat perucTpaluu:

. MIPUTJIACUTENbHBIE, MO3PABUTEIbHbBIC TMChMA U TEIETPaMMBbI;

. OUJIETHI;

. TJIaHBI ¥ IPOTPAMMBI CEMUHAPOB, KOH(DEPEHIIN U APYTUX MOT00HBIX
MEPOIPHUSITUN;

. JOKYMEHTBI 10 OyXTaJITePCKOMY y4YeTy, MaTEPHUAIbHO-TEXHUIECKOMY

oOeclieueHnto, TUIaHOBbIE W (PUHAHCOBBIE JIOKYMEHTHI, TOCTymnaromue 0e3
COTPOBOIUTEILHOTO TUCHMA;

. pEKIaMHBIE, KOMMEpPYECKUE MNPEITI0KEHUS, B T.Y. MOCTYIUBIIUE II0
DJIEKTPOHHOM I10YTE;

. [IeYaTHBIE U3IaAHUS,

. IIACbMA C IIOMETKOM <«JIMYHOM.

15. Perucrpamnus, y4eT ¥ pacCMOTpeHHe PYKOBOIMTEIeM MOCTYNAKIINX
(BXOaSIIUX) JOKYMEHTOB



15.1. [ToctynuBiue (BXOAAIINE) JOKYMEHTBI PETUCTPUPYIOTCS TOJIBKO MOCTIE
¥ TIEPBUYHON 00pabOTKHU M HE3aBUCHMO OT CTII0C00a MX JOCTABKHU.

15.2. Peructpanus — npocCTaBJICHUE B HUYKHEM MMPABOM YIJIy EPBOTO JINCTA
JIOKYMEHTa OTMETKH O MOCTYIUICHUU C YKa3aHUEM JIaThl MOCTYILICHUS U BXOASIIETO
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTa C O00s3aTebHOM 3alliChi0 B JKypHAI
peructpanuu  nocTtynaromend — (Bxogsumied) — gokymeHTauuu.  CTpyKTypa
PETUCTPAIMOHHOTO HOMEpA MOCTYIAIONIEro (BXOMSIIETr0) JTOKYMEHTa COCTOUT M3
€ro TOpSJAKOBOIO HOMEpa W MHAEKCAa Jeja [0 HOMEHKIAType Jenl
00111e00pa30BaTeIbHON OpraHu3aIuy.

15.3. Perucrtpamus BceX TMOCTYNUBIIMX (BXOAIIMX) JIOKYMEHTOB
MIPOU3BOJIUTCS B TMpejieax o0IIero JOKyMEHTONOTOKa. JIOKyMEHTHI, TOCTYIHUBIIINE
B IIIKOJIy TI0 KaHaiaM (haKCUMUJIBHOU CBSA3HM, 00padaThIBAIOTCS U PETUCTPUPYIOTCS
B 00IIIEM TTOPSIJIKE.

Texkct mnoctynuBiied TenedOHOrpaMMbl  3alKCHIBAETCA B JKypHaJe
peructpanuu TeiaedoHOTpaMM M TeYaTaeTcsl Ha JUCTe Oymaru Jjis mepefadyu Ha
paccMOTpEHUE.

15.4. Iloctymaromue (BXOAAIINE) JOKYMEHTHI IIepeIaloTCs Ha paCCMOTPEHHE
PYKOBOJICTBY TOJIBKO MOCJIE UX PETUCTPAIMU U MPEBAPUTEIBHOTO PACCMOTPEHUS.

15.5. JlokymMeHThI, MOCTYNUBIINE B 00I11€00pa30BaTEIbHYIO0 OpTraHU3alINIo,
0 BOMNpOCaM, HE TPEOYIOUIMM PACCMOTPEHUSI JUPEKTOpa, HaIMpaBIIsSIOTCS
pabOTHUKOM OTBETCTBEHHBIM 3a JCJIOMPOU3BOJCTBO IIKOJIbI HEMOCPEICTBEHHO
WCIIOJTHUTEIIO 3aIpoca.

15.6. JlupekTop B PpE30JIOIUMU OMNpEaeseT JIMI, OTBETCTBEHHBIX 3a
WCIIOJIHEHUE JTIOKYMEHTAa, M JaeT UM MopydeHue. PaOOTHHK OTBETCTBEHHBIN 3a
JIEJIONPOU3BOACTBO HIKOJIBI IIEPEIaeT TOKYMEHT Ha UCIIOJIHEHUE.

15.7. TlomnuHHMK  JOKYMEHTa C  PE30JIIOUUENd  PYKOBOAMUTENS
00111e00pa30BaTEIbHON OpraHU3aIluy HAMIPABIISACTCS UCIIOTHUTEIIO.

15.8. Ilpy HanMuuM HECKOJBKHUX HWCHOJHUTENEH TMOJJIMHHUK JTOKYMEHTa
nepeaeTcs TOMY HCIOJHUTENI0, KOTOPBI B COOTBETCTBUU C YKa3aHUSIMU IO
WCIIOJTHEHUIO SIBJISIETCS OTBETCTBEHHBIM, OCTAJbHBIC HCIOIHUTEIN MOJYyYaroT
KOIHUIO JOKYMEHTA.

15.9. TlogMHHUK JOKYMEHTA, KOTOPBIM HCHOJHSETCS HECKOJIbKUMU
JIOJDKHOCTHBIMM JIMIIAMHU, TIOJIy4aeT OTBETCTBEHHBIM MCHOJHUTENb. OCTaabHBIM
WCIIOJTHUTEIISIM TEePEIat0TCsl KOTHH.

15.10. M3rotoBienne KOMUWA JOKYMEHTA JJIsl MEepeayd COMCHOJHUTEISIM
OCYIIECTBIISICTCS CEKpeTapeM 0011meo0pa3oBaTeIbHON OpraHu3aIiy.

15.11. Pe3otronus COOEpKHUT:

. YKa3aHUE II0 MCIOJHEHUIO, COJEPXKaIlee KpaTKoe ONHCAaHUE
HE0OXO0IMMOTI0 JIJI MCITOJITHEHHS JEHCTBUS,

. yKa3aHHUE Ha CPOK, B T€UYEHHUE KOTOPOTO JIMOO /10 UCTEUCHHS] KOTOPOTO
HEO0OXOIMMO UCIIOJIHUTD MPENUCAHHOE IEUCTBUE;

. JUYHYIO TOAIMCH aBTOPA PE30JIIOLINH;

. JIaTy MPOCTABJICHUS PE30JIFOLINH.

15.12. Yka3aHue Ha CpOK, B T€YEHHE KOTOPOTO JIMOO0 10 UCTEUEHHS] KOTOPOTO
HEOOXOJMMO MCHOJIHUTh NPEANUCAHHOE JIeUCTBUE, MOXKET HE BBIPAKATHCSA



KOHKPETHOM JaTOH U COepP KaTh BRIPAKEHUS: "B YCTAHOBICHHBIN 3aKOHOM CPOK" 1
T.IL.

15.13. Pe3osntonus numercs Ha cBOOOJHOM OT PEKBU3UTOB MECTE MEPBOTO
JIUCTa TOKYMEHTA.

15.14. B caydae, korjaa pe30Iiomus aapecoBaHa HECKOJIbBKUM COTPYIHUKAM,
TO OTBETCTBEHHBIM 32 HCIIOJIHCHHE TOKYMEHTA B IIEJIOM SIBJISETCS COTPYIHUK,
yYKa3aHHBINA MTEPBHIM (BEPXHUM), THOO COTPYAHUK, B OTHOIIIEHUH KOTOPOTO ClIeIaHa
MIOMETKa O TOM, YTO OH SIBJISICTCSI OTBETCTBEHHBIM.

16. Opranmszanusi padoThl ¢ OTHPABJAAeMbIMH (UCXOASIIIIMMHU)

AOKYMEHTAMH

16.1. Jlo mnpemocTaBieHUs MPOEKTAa OTMPABIAEMOro  (MCXOJSIIETO)
JOKYMEHTa Ha IMOAINUCHh JUPEKTOPY WJIHM HMHOMY YIOJHOMOYEHHOMY B
YCTaHOBJICHHOM TOPSIJIKE HA MOANUCAHUE JIUIY OCHOBHOM UCIIOJIHUTENb MPOBEPSET
MPaBWIBHOCTh O(QOPMIICHUS OTHPABIAEMOro (MCXOJAIIET0) JOKYMEHTa Ha
COOTBETCTBHE TpeOOBaHUAM HacTosied NHCTpyKIuu.

16.2. IIpu moaroToBKe OTHPABIIEMOr0 (MCXOASIIET0) TOKYMEHTA Kak OTBETa
Ha TMOCTYNUBIIMK (BXOISIIMIM) JOKYMEHT UCIOJIHUTEIb IMPHUKIAJBIBACT K
MOJITOTOBJIEHHOMY MPOEKTY BXOJAIINNA JOKYMEHT.

16.3. IlpoekThl OTHpPABISIEMBIX (MCXOASIIUX) JTOKYMEHTOB C YYETOM
COOJIIO/ICHNS YCTAaHOBJIEHHOTO B PE30JIIOIMM CpPOKa HCIIOJHEHHUS MepeaaroTcs
OTBETCTBEHHBIM HCIIOJIHUTEJIEM B OTAEN JI€JIONPOU3BOJCTBA (KaHLEIApUs,
CEKpEeTaph) LIKOJIbI U HAPABJIEHUS HA MOIUCAHUE.

16.4. [Tognucanubie OTIpaBisieMble (MCXOMAIINE) TOKYMEHTHI, MePeIatoTCs
paOOTHUKY  OTBETCTBEHHOMY 3a  JI€JONpPOU3BOJCTBO  IIKOJbI, KOTOPBIN
OCYLIECTBJISIET IPOBEPKY KOMIUIEKTHOCTM M COOTBETCTBHSI ~ KOJMYECTBA
HK3EMIUISIPOB OTIPABIAEMOTO (MCXOISAIIET0) JOKYMEHTA CIIUCKY PACCHUIKH, a TAKKE
PaBUIBLHOCTh O(DOPMIICHHSI TOKYMEHTA COTJIACHO HACTOSAIIEH MHCTPYKIIHMH.

16.5. B cnydae HapylIeHUs: KOMIUIEKTHOCTH WJIM COOTBETCTBHSI KOJTMYECTBA,
a TaK)Ke MPaBUIBHOCTU O(DOPMIIEHHS JOKYMEHTA COTJIACHO HACTOSIIIEH HHCTPYKIIUU
OTNpaBiisieMble  (MCXOASAIIME) JIOKYMEHThl HE3aMEeJIMTENbHO BO3BPAILAIOTCS
pabOTHUKAMHU KaHUEJSIPUM OTBETCTBEHHOMY MCIOJIHUTENII0 WJIA B cllydae
OTCYTCTBHSL ~ OTBETCTBEHHOI'O  HCIIOJIHUTENS  €r0  HENOCPEACTBEHHOMY
PYKOBOJUTEIIO [l YCTPAHEHUSI HAPYIIEHU.

16.6. JlokyMeHTHl TMOCI€ UX MOANUCAHUS JUPEKTOPOM WM HHBIM
YIOJHOMOYEHHBIM JIMLIOM NEPEeJaloTCs B KaHIEIAPHUIO0 0011eo0pa3oBaTesbHOM
OpraHU3alMU JJIsl PETUCTPALIMU U OTIPABKH.

16.7. Perucrpanms OTITPABJISIEMBIX (McxoasImx) JIOKYMEHTOB
OCYILIECTBIISIETCS MOCIIE MPOBEICHUSI paOOTHUKAMU KaHIEJISIPUHU, OTBETCTBEHHBIMU
3a JIeNONPOU3BOJICTBO, MPOBEPKH KOMILJIEKTHOCTH M COOTBETCTBUS KOJIUYECTBA
HK3EMIUISIPOB, a TAKKE MPABUILHOCTH O(POPMIIEHHUS OTIPABISEMOTO (MCXOSIETO)
JIOKYMEHTA.

16.8. Peructpanus co37aBa€MbIX JTOKYMEHTOB OCYILIECTBIISETCA B JI€Hb
MOAMUCAHMS I YTBEPXKJIEHUS MO0 Ha CIenyoluid pabouunil 1eHb.



16.9. CaeneHuss O PETUCTPUPYEMBIX  OTHPABISAEMBIX  (MCXOJSIINX)
JOKyMEHTaX BHOCSTCS B JKYpHaJl PETHCTPAalUU OTHPABISIEMON (MCXOMSIIEH)
JOKyMEHTALUH.

16.10. PeructpanoHHbIi HOMEp M JlaTa OTIPABISIEMOTO (HMCXOJSIIETO)
JIOKyMEHTA NPOCTABISIOTCS HAa MOJJIMHHUKE JOKYMEHTAa B PEKBU3UTaX OJaHKA U Ha
IK3EMILISIPE, OCTAIOIIEMCS B Jiesie 0011e00pa30BaTeIbHON OpraHU3aIiH.

16.11. CtpyKkTypa perucTpalluiOHHOTO HOMEpa OTIIPABIIAEMOTO (UCXOASIIETO)
JIOKYMEHTA COCTOUT U3 €r0 MOPSIKOBOrO HOMEpPA U UHJIEKCA JIeJIa IO HOMEHKJIAType
JIEJ1 IIKOJIBI.

16.12. OrtnpaBka  TOKYMEHTOB  IPOM3BOJUTCS  LIEHTPAJIN30BAHHO
pabOTHUKAMU KaHIIEJISIPUU IIKOJbI, KOTOPbIE MPOU3BOISAT UX COPTUPOBKY IO
criocoOy oTipasieHus (IPoCcTast, 3aKa3Has, MEXlyHapOIHas U JIp.).

16.13. IluceMma, TenmerpaMmbl, OTKPBITKH, OAHIEPOIU U TIEYaTHbIC M3JAHUs
OTHPABIISIIOTCS TTIOYTOM.

®dakcorpaMmMbl U TenaedOHOrpaMMBbI TIEPEAAIOTCS MO KaHajdaM TeiaedOHHOU
CBSI3H.

16.14. DneKkTpOHHBIE COOOIICHUS OTIPABIISIIOTCS ¢ O(UIIMATIBLHOTO IIOYTOBOTO
AIIEKTPOHHOTO ajjpeca 00111e00pa30BaTeIbHON OpraHU3aLHH.

16.15. Ilucbma, TenerpaMmbl, OTKPBITKH, OaHIeposik, (aKCOrpaMMBbl,
AIIEKTPOHHBIE COOOIIEHNS, HE CBA3aHHBIE C pab0Yeil e TEIbHOCTBIO, K OTIIPABKE HE
MPUHUMAIOTCS.

16.16. JIoKyMEeHTBI, OTIIpaBsieMble CPEJICTBAMU IMOYTOBOW CBSI3U MIPOXOJIAT:

. YIaKOBKY;

. ajipecoBaHue (MpU HAMpaBIEHUU IOKyMeHTa Oosiee ueM B 4 anpeca) —
B COOTBETCTBUM C YKa3aTeJIeM pAaCCBUIKA, Ha KaXKIOM 3JK3EMIUISIpE MHChMa
YKa3bIBAE€TCS TOJIBKO OJIMH aJpecar.

. MPOCTABJIEHUE CTOMMOCTH IMOYTOBBIX YCIYT;

. nepeaayvy B IOYTOBOE OTIECICHHUE CBSI3H.

16.17. Ilpy moaroToBKE ¥ OTHPABKE MUCEM HEOOXOIUMO YUUTHIBATh TpaBuia,
YCTaHOBJICHHbIE TPUKA30M MUHHUCTEPCTBA CBSA3U U MAacCOBBIX KOMMYHHKanuii PO
ot 31 utons 2014 r. N 234 "O06 yrBepxaenuu ITpaBun oka3aHusi yciayr HOYTOBOM
cBA3U".

16.18. JloxkyMeHTBI, OTHpaBisieMble CPEACTBAMM IOYTOBOM CBA3W B OJUH
aZpec, BKJIAJbIBAIOTCS B OJJUH KOHBEPT.

16.19. MHcxonsdmme [IOKYMEHTBI, MNpeIHA3HAYEHHbIC [JIi OTHPaBKHU
cpenctBaMu  (DaKCUMUIIBHOM CBSI3W, OTHPABIISIIOTCS PAaOOTHUKAMU KaHIICTSIPUU
o01reo0pa3oBaTeIbLHON OPraHU3aIUH.

17. Pa3zpaboTKa 1 BeJleHHEe HOMEHKJIATYPHI JeJl
17.1. JokyMeHTanbHbI (DOHI LIKOJBI — COBOKYIHOCTh JIOKYMEHTOB,
00pa3yroIuxcsi B MPOIECCe €ro AesATeNbHOCTU. J[oKyMeHTanbHBIN (OH IIKOJIbI
COCTaBJISIIOT JIOKYMEHTBI, CO3/IaHHbIE B OO0IIe00pa30BaTEIbHON OpraHu3alud U
MOJIyYEHHBIE €0 B PE3yJbTaTe B3aUMOJCHCTBUS C OpPraHaMHu TOCYyAapCTBEHHOU
BJIACTH, OpraHaMM MECTHOTO CaMOYIpaBJCHUs, IOPUAMYECKUMU U (PU3HMUECKUMU
JIMLIAMH.



17.2. HomeHknatypa Jen  sBJISIETCS  OCHOBOM  (popMupoBaHUs
JOKyMEHTAIBHOTO (DOHIA IIKOJIBI M MPEACTABIICT COO0N CHCTeMaTH3UPOBAHHBIN
NepeyeHb 3arojOBKOB (HAMMEHOBAHUM) /e, 3aBOJUMBIX B IIKOJE, C YKa3aHUEM
CPOKOB WX XpaHEHHWs, U O(GOPMIICHHBIH B COOTBETCTBHUHU C NMPABOBBIMU AKTaMH,
PEKOMEHIAIMAMUA M METOJAMYECKMMH yKa3aHUsIMU oOpraHoB Pocculickon
denepanuu, yoJJHOMOYCHHBIX B c(hepe rocy1apCTBEHHOTO YIIPABICHHS apXHUBHBIM
JIEJIOM, JEJIONPOU3BOICTBA U IOKYMEHTOOOOPOTA.

17.3. HomeHKknaTypa Jea COCTaBJISETCS HAa OCHOBE M3YYEHUS MOJIOKECHUMH,
MHCTPYKIIM W TMpaBWI, a TaKXe APYTUX JOKYMEHTOB, PErJIaMEHTUPYIOIINX
JesATeIbHOCTh 00111e00pa30BaTENbHON OpraHu3alliy, a TakkKe HOMEHKJIATYp e 3a
NPEAIIECTBYIONME TOAbl M JIOKYMEHTOB, OOpa3yloluxcsi B JIESITEIIbHOCTH
o01reo0pa3oBaTeIbHON OpraHU3aIuy.

17.4. Homenkiatypa el UCHOJIB3YETCSA ISl TPYNIUPOBKU HCIOJHEHHBIX
JIOKYMEHTOB B JI€JIa, CHUCTEMATU3AIMM W Yy4eTa JIeJI, ONPEAECIEHUS CPOKOB X
XpaHEHUs ¥ TOUCKA JTOKYMEHTOB, SIBJISIETCS OCHOBOM JIJIsi COCTABJICHUSI ONTUCEN J1elT
MOCTOSTHHOTO W BpeMeHHOro (cBbilie 10 JieT) XpaHeHus, a TakKKe Ui ydeTa Jiel
BpeMeHHOTO (70 10 JIeT BKIIOUUTENHHO) XPaHEHUS.

17.5. Homenknatypa aen BBOJUTCS B IEMCTBUE MTPUKA30M IO IIKOJIE.

17.6. HomeHkJaTypa JeJI TOTOBHUTCS B TPEX IK3EMILISIPaXx:

. JUTSI TIOMETIIEHNS B HOMEHKIJIATYPHOE JIEJI0 ¥ TIOCTOSTHHOTO XPaHCHHS

. JUISL  UCTIOJB30BaHMS B paboTe  OTIEIOM  JIEJIONPOU3BOJICTBA
(xaHUETSIpUEH);

. JUTSL XpAaHEHUSI B apXUBE IIKOJIBI.

17.7. I3 HOMeHKNaTypbl AE€d IIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJCHHE
JISTIOTIPOU3BOACTBA O(OPMIISIOTCS BBIMMCKHA ISl KaXJI0TO M3 TOJpa3C/ICHUN U
OTJIeJIOB 00I1Ie00pa30BaTEILHON OpraHU3aIiy.

18. ®opmupoBanue aeJ U UX TeKkyuiee xpanenue. Iloaroroska

JOKYMEHTOB H /ieJI K Ilepejaye HA apXMBHOE XpaHeHHue

18.1. ®opmupoBaHue 1e71 — IPyINIHPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JIEJIa
B COOTBETCTBMM C HOMEHKJIATypoi jesl oOeoOpa3oBaTeNbHON OpraHu3aluud U
CUCTEMATHU3ALIMSI IOKYMEHTOB BHYTPH J€Na.

18.2. Jlena co AgHsA WX 3aBelEHUs O IMEpeJayd B ApXUB IIKOJbl WM Ha
YHUYTOXXEHUE XPAHATCS 110 MECTY UX (HOPMHUPOBAHMUS.

18.3. IIpuka3sl MO0 OCHOBHOMW, aAMHUHUCTPATUBHO-XO3IUCTBEHHOW, yueOHO-
BOCIIUTATEIBHON IE€ATEIbHOCTH LIKOJIBI, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B 110
JUYHOMY COCTaBy paOOTHMKOB M 1O JIMYHOMY COCTaBy OOydYaromuxcs
(ygammxcs/BOCIUTAHHUKOB).

18.4. TIlepenmucka rpynnupyercs 3a TMEpHOJ KalleHJapHOTO Toja |
CUCTEMATU3UPYETCS] B XPOHOJOTUYECKON MOCIIEI0OBATEIHHOCTH.

18.5. IIpoBepka HaNMUMA U COCTOSIHUSI TJOKYMEHTOB M JI€] MPOBOAUTCS TIPU
nepeMeNieHny Jell, MpUu BO3BpaTe Jel, NP PEOopraHu3alMd WM JMKBHUIALUNA
o011eo0pa3oBaTeabHON OpraHU3aIuy.

18.6. B apxuB o00meo0Opa3oBaTeIbHON OpraHu3aluu (1ajgee - apxuB)
NepeatoTCs JieJa MOCTOSIHHOTO, BpeMEHHOTO (cBbliiie 10 JeT) CpOKOB XpaHEHUS U



10 JMYHOMY COCTaBy uepe3 3 roga IMocie roja, B KOTOPOM JTOKYMEHThI ObLIN
MTOMEIIEHBI B JIEJIO0 Ha XpaHEHHUE.

18.7. Ilepenaua TOKYMEHTOB B apXHWB IPOU3BOJUTCS IO YTBEPKIACHHBIM
OIHCSIM JIETT.

18.8. TlonroToBka TOKYMEHTOB U JIe] K Mepeadye Ha apXUBHOE XpaHEHUE U
Ha YHUYTOXKEHUE NIPEAyCMaTPUBAET:

* SKCIIEPTU3Y LICHHOCTH JTOKYMEHTOB;

* COCTaBJICHUE OMKCEH /1€ IO pe3yabTaTaM IKCIEPTU3bI UX LIEHHOCTH;

* ohopmiieHue ned;

* COCTaBJICHHE AKTOB HAa YHUYTOXEHUE JOKYMEHTOB U JEN C HCTEKIIUMHU
CpPOKaMH XpaHEHUSI.

18.9. DkcrmepTusza HEHHOCTH HOKYMEHTOB IOCTOSIHHOTO W BPEMEHHOTO
XPaHEHUSI OCYIIECTBIISIETCS €XKETOHO JIMIIOM (JIMIIaMH), Ha3HAYEHHBIM MPHUKA30M
OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 33 apPXUBUPOBAHUE.

18.10. B neno nmomemaercst He 6osiee 250 TUCTOB (TOJMIIKUHA Jea MPU dTOM
cocTaBiisieT He O6oJiee 4 cM). [Tpu 00IbIIIOM KOJIMUECTBE TOKYMEHTOB (DOPMUPYIOTCS
ToMa (4acTu) Jena. BHyTpu ena JOKyMEHTBI pacioaraloTcsi B XpOHOJIOTHYECKOM
MOPSIAKE B COOTBETCTBUM C OMHUCHIO. B 11e71a moMemarTcs: TOIbKO UCTIOTHEHHbIE,
MPaBUWIbHO 0()OPMIICHHBIE JOKYMEHTHI.

18.11. JIokyMeHTBI BHYTpPM [€Ja pACIOJIATal0TCA CBEpPXYy BHHU3 B
XPOHOJIOTUYECKOM,  BOIMNPOCHO-JIOTUYECKOW  MOCJIENOBATEIbBHOCTH WU HX
coueTaHuu. PacnopsaurenbHble JOKYMEHTBI TPYNIUPYIOTCS B Ji€fia 1O BUAAM M
XPOHOJIOTHH C OTHOCSAILIUMUCS K HUM IIPUIOKEHUSIMU.

18.12. JInunple KapTOUYKU PaOOTHUKOB (POPMHUPYIOTCS B JI€JI0 TI0 alihaBUTY
bamunuii.

18.13. Odopmienne nena mnpeaycMaTpuBaeT: O(GOpMIICHHE PEKBU3UTOB
0OJIOKKH JieJ1a [0 YCTaHOBJIEHHOU (hopMe; HyMEPALIHMIO JINCTOB B JI€JI€ KapaHIalloM
B BEpPXHEM IMPaBOM YIJy; COCTaBJICHUE€ BHYTPEHHEW OIMUCH JOKYMEHTOB Jiefia,
NOJIIMBKY U nieperuier aena. JIuct 6onapmoro popmara, HOAIIUTHIN 32 OJUH Kpaid,
HyMEpYeTCsl KaK OJIUH JIUCT B IIPaBOM BepxHEM yriy. JJoKyMeHThI ¢ COOCTBEHHOM
HyMepalde JMCTOB, B TOM YHCJIE MEYaTHbIC W3JaHUs, HYMEPYIOTCS B 00IIeM
MOPSIIKE.

18.14. JlucTtel J1en, cCOCTOSIIMX M3 HECKOJLKHX TOMOB MM 4YacTeH,
HYMEPYIOTCA 10 KaXJA0MY TOMY WJIM YaCTH OTJIEJIBHO.

18.15. TTocne 3aBepiieHUs HyMepaluy JUCTOB COCTABIISIETCS 3aBEpUTEIIbHAS
HaJ[MCh, KOTOpas pacrojaraercss B KOHIIE Jejia. 3aBepuTelbHas HaANUCH
COCTABJIISIETCS B JI€JI€ Ha OTJIEJIbHOM JIMCTE-3aBepUTENE Jea.

18.16. B 3aBepurensHON HaAMWCH HUPPaMH U TPOMUCHIO YKa3bIBACTCS
KOJIMYECTBO JIUCTOB B JIAHHOM Jiejie. 3aBepUTEbHAsl HAJIUCh MOAIUCHIBACTCS €€
COCTaBUTEJIEM C YyKa3aHWEeM pacliu(@poBKHM TOAMMUCH, JODKHOCTH M JAThl
cocraByieHus. KoqnyecTBO JMCTOB B Jesie MPOCTABISIETCS Ha OOJIOKKE Jena B
COOTBETCTBHH C UTOTOBOM HAJIUCHIO.

18.17. PexkBu3uT "Cpok XpaHeHHs Jerna" MEepeHOCUTCS Ha OOJIOXKKY Jiejia U3
COOTBETCTBYIOIIIEH HOMEHKJIATYPHI JIeNl MOCIe CBEPKU €ro CO CPOKOM XpaHEHUS,
yKa3aHHbIM B IE€PEYHE THUIOBBIX JIOKYMEHTOB WJIM B IEpPEYHE JIOKYMEHTOB,



oOpa3yroluxcsi B JAESITeNbHOCTH (hellepalbHOr0 OpraHa, ¢ YKa3aHHEM CPOKOB
XpaHEHUS.

18.18. Ha nenax mocTostHHOTO XpaHEHHUs MUIeTCs: " XpaHUTh MOCTOSIHHO".

18.19. Ilpuem pnen NpPOU3BOAUTCS COTPYAHUKOM, YIOJIHOMOYEHHBIM Ha
BEJICHUE JIEATEIIbHOCTU apXUBa, C MPOCTABICHUEM B JABYX IK3EMILISAPAX OMHUCHU JIe]T
OTMETOK O HAJIMYUU KaXKJOTO Jiesia (Ha KaXKJI0OM SK3EMIUISIPE OMUCH YKa3bIBACTCS
KOJMYECTBO (DaKTHUUECCKU TPUHATHIX JeJ, JaTa MpueMa-Tiepeaadn Ael, a TaKKe
MOJMKUCH apXUBUCTA U COTPYIHUKA, MIEPEABIIETo Jea.

19. 3ak0uuTeIbHBbIC MOJI0KEHUS

19.1. Hacrosimass MHCTpYKIHS 11O AENONPOU3BOACTBY SBJISIETCSA JOKAJIbHBIM
HOPMATHBHBIM aKTOM 00IIe00pa30BaTeIbHON OpraHu3alyyd, TPUHUMAETCS Ha
O6mem coOpanuu pabOTHUKOB M YTBEPKIAETCs (BBOJUTCA B JEHCTBUE) MMPUKA30M
JTUPEKTOpa 00111€00pa30BaTEIHLHON OpTraHU3aAIIIH.

19.2. Bce n3MeHeHus U IONOJHEHUS, BHOCUMBIE B HACTOSIITYI0 MHCTpYKIIHIO,
opopMIISITOTCSI B MUCbMEHHOM (¢GopMe B  COOTBETCTBUU  JACHCTBYIOIINM
3aKOHOJATENLCTBOM Poccuiickon deaeparuu.

19.3. HNHCTpyKUMs 1O AEIONPOU3BOJACTBY B IIKOJE NPUHAMAECTCS Ha
HEOIPEICIICHHBIN CPOK. I3MeHeHus u TonoaHeHUsT K UHCTpYyKIIMY TPUHUMAKOTCA B
MOpPSAKE, MpeycMOTpeHHOM 11.19.1. HacTosimen MucTpyknnm.

19.4. Tlocne npunstug MHCTpykumu (WM WU3MEHEHWH W JONOJHEHUU
OTHEJIbHBIX IMYHKTOB M PAa3/I€JIOB) B HOBOW pEAaKIMMU MpEAbIAyIas peaaKius
aBTOMATHYECKU YTPAUUBAECT CUITY.



[Tpunoxenne Ne |

IIpaBuia opopmiieHNsi peKBU3UTOB IOKYMEHTOB

. Jlnmga TDOArOTOBKH JOKYMEHTOB HPUMEHSIETCS TEKCTOBBIM PEIAKTOP,
obOecricunBaOIMil  TpeOoBaHMS T'padUUESCKOTO BOCHPOM3BEICHUS PEKBH3UTOB
JTIOKYMEHTA.

2. Buzpl u pazmepsl ucnosnbszyemsbix mpudTos: Times New Roman — 12, 13,
14; Calibri 14 u npubIMIKEHHBIC K HUM.

3. Ilpu moaroToBke TEKCTOB B Tabmuuax, s oOecreueHus Jydien
YUTAEMOCTH JAHHBIX, JOIMYyCKaeTcs nmpuMeHeHue mpudToB Buaa Arial, pasmepos
12,13.

4. JIlnanazoH HUCMOJb3yEMBIX MEXKIYCTPOUYHBIX MHTEPBAJIOB: OT OAUHAPHOTO
JI0 TIOJIyTOPHOTO.

5. AG3alHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cwm.

6. 3aroJ0BKH pa3/IesIOB M MOAPA3/ICJIOB MEYaTAIOTCs C a03aI[HBIM OTCTYIIOM
WJIU HEHTPUPYIOTCA 1O HUPUHE TEKCTA.

7. MHOTrOCTpOYHBIE PEKBU3UTHI II€UATAIOTCS YE€pe3 OAUH MENKCTPOUHBIN
WHTEpPBAJ, COCTaBHbIE YaCTH PEKBU3UTOB OTIECISIOTCS  JIOMOJHUTEIbHBIM
WHTEPBAJIOM.

8. Eciii TOKyMEHT TOTOBUTCS JIJIsl U3/IaHUsI C YMEHBIIIEHUEM MaciiTada, TEKCT
MeYaTaeTcs yepes3 1Ba HHTEpBaa.

9. UntepBan mexay OykBamMH B ClIOBax - OObIUHBIA. WMHTEpBam Mexmay
CJIOBaMU - OJIMH MpoOe.

10. Tekct moxkyMeHTa BBIPAaBHHMBAETCA MO MIMPUHE JIUCTa (MO TpaHUIAM
JIEBOTO M MPABOTO MOJIEH JOKYMEHTA).

11. JInvHa caMOi IJIMHHOW CTPOKHM PEKBU3UTA MPU YIIIOBOM PACIIOIOKEHUN
PEKBHU3UTOB He Oosee 7,5 cMm.

12. JlnuHa camMOoM JUIMHHOM CTPOKH pEKBHU3UTAa TMPU MPOJOJIBHOM
PacCIOJI0KEHUHN PEKBU3UTOB HE Oosiee 12 cM.

13. Koxa dopmbr mokymeHTa

Kon ¢opmbl nokymMeHTa mnpocTaBisieTcss Ha YHU(DUIMPOBAHHBIX (hopmax
JIOKYMEHTOB B OCHOBHOM HCIIOJIb3YEMBbIX B KaJJpOBOM JIOKYMEHTOOOOPOTE IIKOJIBI.
Pacnonaraercs xoa ¢GopMbl B IPAaBOM BEPXHEM YINIy pabouyero moJjisi JTOKyMEHTa,
coctouT u3 cioB "®opma mo" (HauMeHOBaHHE KiaccudukaTopa) M 1UGPOBOTO
KO/JIa.

[Tpumep - @opma no OKY/] 0301001.

14. HaumMeHOBaHUE MIKOJIbI

HanmeHoBaHve  WIKOABI  JOJDKHO  COOTBETCTBOBATH  HAMMEHOBAHUIO
IOpUJIMYECKOTO JIMIIA, 3aKPETUICHHOMY B €0 YUpPEJIUTENIbHBIX JOKyMeHTax (YcTaBe
oOmreoOpazoBarenbHON opranu3aruu). [lon HamMeHOBaHWEM IIKOJIBI B CKOOKax
YKa3bIBA€TCsl COKpAIICHHOE HAaMMEHOBaHWE 00111e00pa30BaTeIbHON OpraHu3aIiu.

Han namMeHOBaHMEM WIKOJBI - YKa3bIBaeTCS IIOJIHO€ HAWMEHOBAHUE
BBILIECTOSIIECH OpPTraHU3aLHH.

15. CopaBouHble JaHHbBIE O IIKOJIE

CrnpaBoYHbI€ TaHHBIE O IIKOJIE BKIIOUYAIOT B CE0si: MOYTOBBIN aJIpec, HOMEpa
tenedoHa, (Qakca, aapec dSIEKTpOHHOM mouThl, KoaA wKodasl 1o OKIIO




(npoctaBnsiercss mo OOmepoccuiickomy — KiacCu(pUKaTopy NPEANpUATAA U
OpraHu3allvii), OCHOBHOM TroCyJlapCTBEHHBIN peructpanuonueiii Homep (OI'PH),
UCHTU(UKAIIMOHHBI HOMEP HAaJOTOIUIATENIBITNKA/KOA TPUYUHBI IOCTAHOBKU HA
HasjoroBerid yuet (MHH/KIIIT).

16. HaumeHoBaHuUe BUIA TOKYMEHTA

PexBu3uT ncnonb3yeTcs A1 yKa3aHus BUJa JOKYMEHTA U PaCIoiaracTCsl O]
PEKBU3UTOM «HAMMEHOBAHUE o01eo0pa3oBaTebHON OpTraHU3aIuny.
HanMeHoBaHMe BUIa TOKyMEHTA HE YKa3bIBAETCS B MUChMaXx.

17. lata jokymeHTa

JlaToii ToKyMeHTa SIBJISIETCS JjaTa ero noAnucanus (mpukas, nucbMo, 3arncka,
aKT W Jp.), YTBEPKIeHUs (MHCTPYKIIMS, MOJIOKEHUE, MpaBUiia, PerjJaMeHT, IJIaH,
OTYET U JIp.), COOBITUSA, 3aPUKCUPOBAHHOTO B JOKYMEHTE (IIPOTOKOI).

JlaTa TOKyMeHTa MpPOCTaBISETCS JOJKHOCTHBIM JIMIIOM, TOJMUCHIBAIOIINM
WM YTBEPXKAAIONIUM JOKYMEHT, WM TPH PETUCTPAlMUd JOKYMEHTa, WU
HEIOCPEICTBEHHO COCTABUTEIIEM ITPH MOATOTOBKE IOKYMEHTA (CITy)KeOHast 3aIiCKa,
3asBJICHUE U JIp.).

JIOKyMEHTBI, M37]aBaeMble COBMECTHO C JIPYTUMHU OPTaHU3AMUSIMH JOJDKHBI
HMETh OJHY (€IMHYI0) AaTy.

Haty noxymeHTa opopMIIsIOT apabCKUMH IT(paMu B ITOCIETOBATSILHOCTH:

. JIeHb MecsIa, Mecs, roa. JleHs Mecsna u Mecsi o(QOpMIISIOT IBYMS
napamMu apaOckux mudp, pasae’aeHHbIMH TOYKOH; TOJ - YETHIPbMs apaOCKUMU
nudpamu, Hanpumep: 01.12.2017. byksa "r" nocnie uudp He cTaBUTCS.

. IPU CJIOBECHO-TIU(POBOM criocoOe opopMIIeHHUsT ATkl JI€Hb MecsIa
yKa3bIBaeTCs Mapoil apabckux uudp, roa dYeThlppbMs apaOCKUMU HH(ppaMHu,
Harpumep: 12 nexabps 2017 r.

18. PerucrpaiimoHHbiii HOMEp JIOKYMEHTa

PerucrpanioHHbIi HOMEpP JOKYMEHTa IPOCTABISICTCSI B COOTBETCTBUHU C
CUCTEMOM PErUCTpaliu, IPUHATON B IIKOJIE.

PerucrparnmonHbIii HOMEp IPUCBAaUBACTCS TOKYMEHTY TIOCIIE €T0 TIO AT CAHMSI
(yTBEpKACHHUS).

CchlIKa Ha PeTUCTPAIMOHHBIA HOMED U JIaTy TOKyMEHTa

Cchplika Ha MCXOJSIIAA HOMEDP W JaTy JTOKYMEHTa aJpecaHTa BKJIIOYACT B
ceOs1 perucTpaIMoOHHBIM HOMEp U J1aTy JOKYMEHTa, Ha KOTOPBIN JOJDKEH OBITh JaH
OTBET.

19. Mecto cocTaBieHus (M3AaHUs) TOKYMEHTA

MecTo cocTaBlIeHHs WM U3JaHUs IOKYMEHTa - "'Topoy ..." - yKa3bpIBaeTcs Ha
OlaHKax TIPOTOKOJIOB U AaKTOB, COCTaBIsIEMbIX B 00IIe00pa30BaTEIbHOMN
OpraHU3allnu.

20. Anpecar

B pexBusure "Anpecar" uCHONB3YHOTCA OQUIMAIbHBIE HAWMEHOBAHUS
OpraHOB TOCYJApPCTBEHHOW W MCIOJHUTEIBHOM BJIACTH, OPraHOB MECTHOIO
caMoOyIpaBlieHusi, opraHuzanuil. Jlomyckaercss UCHONb30BaTh  O(UIHMATBHO
IIPUHATBIE  COKPAILLCHHBIC HAaWMEHOBAHMS  OPraHOB  TI'OCYJAapCTBEHHOM U
VICIIOJIHUTEJILHOM BJIACTH, OPraHOB MECTHOTO CaMOYIIPaBJICHUs, OpraHU3allHAM.



[Ipu aapecoBaHuyn TOKYMEHTA JIODKHOCTHOMY M YaCTHOMY JIMILY WHUIIHAJIBI
CTaBSITCS TOC/IC (PaMHIIHH.

[Ipumep - Pyxkosooumentro OO0 «Cmpoumenvy

Damunus U.0.

PexBuszut "aapecat" mpocTaBiiseTcsl B BEpXHEH MpaBoil yacTu JOKyMeHTa (Ha
OJIaHKE C YIJIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB) WJIM CHpaBa MOJI PEKBU3UTAMU
OJs1aHka (TIpy MPOJ0JILHOM PACIIOI0KEHUU PEKBU3UTOB O1aHKka). CTpOKH pEKBU3UTA
"ampecar" BBIPABHUBAIOTCS 110 JICBOMY Kpalo WM IEHTPYIOTCS OTHOCHUTEILHO
CaMOM JIJIMHHOW CTPOKH.

[Ipu aapecoBanun JOKymMeHTa ©O€3 yKazaHUs JOJDKHOCTHOIO —JIMIIA
HaUMEHOBAHUS a/IPECATOB MUIITYTCS B UMEHUTEIILHOM MajieKe, HalpuMep:

Opeanvl cmamucmuxu 2opooa Mockebl

[Ipu agpecoBaHMM NOKYMEHTA PYKOBOIUTEIO OPTaHU3AlMK HAUMEHOBAHUE
JIOJDKHOCTH YKa3bIBACTCS B JIJATEIILHOM I1aJ1€3K€e, HAIPUMED:

I'enepanvromy oupexmopy QOO «H3z0anuey

Damunus U.0.

[TouToBBIN ampec HE YKA3bIBAETCS B JOKYMEHTAX, HAMPABIISIEMBIX B BBICIIINE
OpraHbl TOCYJApPCTBEHHOM BIacTH, (heliepaibHble OPTaHbl UCIIOJHUTEILHOU BIACTH
U UX TEPPUTOPHUATILHBIE OpPraHbl, OpraHbl IOCYJIApCTBEHHONW M HCIOJIHUTEILHON
BJIACTH, IMOCTOSI UHBIM KOPPECTIOH/ICHTAM.

[Ipu agpecoBaHuu NMUcbMa B OPraHU3ALMI0 YKa3bIBAIOT €€ HAaMMEHOBAHUE,
3aT€M MOYTOBBIN a/Ipec, HaIPpUMeEp:

T'ocyoapcmeennoe yupesxicoenue Bcepoccuiickuti HAay4YHo-
UCc1e008amenbCKull UHCIMUmym OOKYMeHmMOoB8e0eHUs U ApXUBHO20 Oeild

IIpoghcorosnas yn., 0.82, Mockea, 117393

[Ipu aapecoBannu MOKyMeHTa (GU3MYECCKOMY JIMITY YKa3bIBAIOT (haMHIIAIO W
WHUIIAAJIBI TTOTyYaTels, 3aTeM TTOUTOBBIN aJipec, HalpuMep:

llempoegy U.11.

lIpouzeoocmeennas yiu., 0.5, k6.12,

2. Mocxea, 119633

PexBuzutr "Anpecatr" He HOMKEH cojepkaTh Oojiee YEThIPEX aJIpecaToB.
CnoBo "Konus" nepen BTOpbIM, TPETBUM, YETBEPTHIM aIpECATAMU HE YKA3bIBAETCHI.
[Tpu uncne aapecatoB OoJiee 4-X COCTABIACTCS CIIMCOK PACCHUIKH JTOKYMEHTA.

Ecii ToKyMeHT OTIpaBIIsieTCss B HECKOJIBKO OJTHOPOJIHBIX OPTraHU3alui HITH
B HECKOJIbKO CTPYKTYPHBIX IMOJPa3eICHNl OpraHa MCIIOJIHUTEIHHON BJIACTH, TO
OHH YKa3bIBAIOTCS 000OIIEHHO.

[Tpumep:

Pyxosooumenam yupescoenuti CI10

20. 'pud yTBEpkACHUS TOKYMEHTA

I'pud yTBEpkIeHUS MPOCTABISETCS B MPABOM BEPXHEM YTy IOKYMEHTA.
CTpoKM pEKBH3UTa BBIPABHHBAIOTCS 110 JICBOMY Kpaw WIA IEHTPUPYIOTCS
OTHOCHTEIFHO CaMOM JUIMHHON CTPOKH. JIOKyMEHT yTBEp>KIaeTCsl JOKHOCTHBIM
JUIOM  (JOJKHOCTHBIMU — JIMI[AMHM) WM PACHOPSAIUTEILHBIM — JTOKYMEHTOM
(TTOCTaHOBIIEHUEM, PEIICHUEM, TIPUKA30M, PACTIOPSKEHUEM ).




[Ipu yTBepKJI€HUU JTOKYMEHTa JOJKHOCTHBIM JIMLIOM TPUQ YTBEPKICHUS
noJbkeH cocTtosiTh u3 cioBa Y TBEPXK/IAKO (6Ge3 kaBbluek), HAaWMMEHOBAHUS
JOJDKHOCTH JIUIIA, YTBEPIKIAOIIETO JOKYMEHT, €T0 IMOAIUCH, HHUIHAJIOB, (hamMuinm
U JIaThl YTBEPKICHHUS.

[Tpumep:

VTBEPX][AIO

Jupexmop MBOY [llxona Ne 1238

H.0. Damunusn

21. [lata

[Ipu yTBEpKIIeHUM JTOKYMEHTa HECKOJBKUMH JIOJKHOCTHBIMM JIMIIAMH HUX
MOJMKUCH PACIONIaraloTCs Ha OJHOM YPOBHE.

[Ipu yTBepKII€HUU JTOKYMEHTa paCHOPSAUTEIbHBIM JOKYMEHTOM Tpud
yrBepknenuss  coctoutr w3 cimoB  YTBEPXJEH  (YTBEPX/IEHO,
YTBEPX/IEHbBI, YTBEPXJIEHA), corinacoBaHHOro ¢ HaMMEHOBAaHHEM BHJIA
YTBEPKIAEMOI0 JOKYMEHTa, HaMMEHOBAaHMS BHJIA JIOKYMEHTa B TBOPUTEIbHOM
najiexe, ero 1atbl, HOMepa.

[Tpumep:

VTBEPX/[EHO

npuxazom MBOY Illkona Ne 1238

om 01.03.2020 Ne 57

22. 3aroJioBOK K TEKCTY

3aroJ0BOK K TEKCTY - KpaTKOE COAEpKaHUE JOKYMEHTA. 3aroJIOBOK K TEKCTY
npukasa popmynupyercs ¢ mpeniorom "O" ("O06") u orBevaer Ha Bonpoc "o yem?"):

. npukas (0 4em?) 0 CO31aHIUN KOMHUCCHH;
. npukas (0 uem?) 00 yTBEpKACHUH IITATHOTO PACTICAHUS;
. nucbMoO (0 4yem?) 0 IpenocTaBiIeHuU HHGOPMAITUH.

3arojoBOK K TEKCTy Oo(opmiseTcsl MojJ peKBU3UTAMU OJIaHKa CJieBa, OT
IPAHUIIBI JIEBOTO TIOJIS.

HaumenoBanue (3arojoBok) JuOO aHHOTAIMS JOKYMEHTAa COCTaBIISIETCS
aBTOPOM MPOEKTa JOKYMEHTA.

3arojoBOK K TEKCTYy MOKET HE COCTaBJSATHCS, €CIM O0OBbEeM JIOKYMEHTa He
npeBbIacT 4-5 cTpok.

23. TeKCT I0KyMeHTa

JlokyMeHTBl ~ 001e00pa30BaTeIbHON  OpraHU3aIllid  COCTAaBJISIOTCS  Ha
roCy1apCTBEHHOM s3bIke Poccuiickont deaepannu - pycCKOM.

Texcr mOKyMeHTa MOKET COJEp)KaTh pas3feiibl, MOApPa3Aeibl, TyHKTHI,
MOJITYHKTHI, HyMEepyeMbIe apaOCKUMH UPPAMH.

B mpukazax TekcT IMOKyMEHTa M3jararoT OT MEPBOTO JUIA €IUHCTBEHHOTO
yucina («IpuKa3bIBaoy)

B noxyMeHTax KoJIerHajibHBIX M COBEIIATENIbHBIX OpraHax OT TPEThEro Julla
€UHCTBEHHOTO YHCIIa: («COOpaHue... PEIInIo)

TekcT mpoToKoja M3jIaraeTcs OT TPEThEro Jihila MHOXKECTBEHHOI'O YHCIa
(«ciymanmy, «BBICTYIUIIN, «TOCTAHOBUIINY, «PEILIUIIN ),

B coBMecTHBIX JOKyYMEHTax TEKCT U3JlaraloT OT TepBOro Juila
MHOKECTBEHHOTO YHCa: ((IPUKA3bIBAEM», «PEIIHIIN ).




B nenoBbIx (CiyeO0HBIX) MUChMaX UCIOIB3YIOTCS (DOPMBI U3JI0KEHUS:

. OT MEpPBOro JIMIIa MHOXECTBEHHOTO YHCIA («IPOCHUM HAMpaBUTHY,
MPEJCTABIIIEM Ha PACCMOTPEHUEY);

. OT TPEThEro JHWIla €AUHCTBEHHOro umcia («AamuHuctpamus OY
[IIxona Ne 1238 He Bo3paxkaeT»);

. OT MEPBOTO JUIA €IUHCTBEHHOIO YMCJIa («CUUTA0 HEOOXOIUMBIMY,
«Tpeajiarar pacCMOTPETHY).

[Ipu ynorpe6ieHun B TekcTe (pamMuiIMii UL MHUIIMAIIBI YKa3bIBAIOTCS MOCIE
bamunmm.

B nenoBbix (city>keOHBIX) MUCbMaX MOTYT UCIOJIb30BAThCS:

- BCTYIIUTEIbHOE O0pallieHue:

YBaxkaemblil rocrioguH MBaHoB!

YBaxaemas rocnoxa Ilerposa!

YBaxaewmbiit Hukonaii [leTpoBuu!

VYBaxaemas Onbra Hukonaena!

YBaxkaeMmble rocnojal

B oOpameHun 1o AOMKHOCTH HAMMEHOBAHME JOJKHOCTH THILIETCS C
MPOMUCHOM OYKBBI, B 00pallleHNH IO (PaMUJIMU UHUITUAJIBI JIWIIA HE YKa3bIBAIOTCS.

- 3aKJIFOYUTEIbHAs STUKETHas (pa3za:

C yBaxkeHuew, ...

CrpaHuilpl JOKyMEHTAa HyMEPYIOTCS, HAUMHAsI CO BTOPOTO JIMCTA TIOKYMEHTA
apaOckumu 1 pamMu ocepeMHe BEPXHETO MOJIs.

TekcT JOKyMeHTa OTHENSETCs OT 3arojoBKa JBYMsS WA  Tpems
MEKlyCTPOUYHBIMU UHTEPBAJIaMU UCIIOIb3YEMBIMH B TEKCTE.

24. OTMeTKa 0 MPUII0KEHHUH

OTMeTka O TPWIOKEHUU HCIONB3YyeTCs MpU O(GOPMIICHUH TIHCEM H
NPUIOKEHUN K IUIaHaMm, IporpaMMamM, OT4YeTaM, TOJIOKEHUSIM, TIpaBUiiaM,
WHCTPYKITUSAM U APYTHM

JIOKYMEHTaM.

B nucemax oTtMeTrka o npuiiokeHur ohopMIISIETCS MOJ TEKCTOM MHUChMa Ha
pacctosinuu 1,25 ¢cM OT rpaHullbl I€BOTO NoJist. Eciii mpuinoxkeHne Ha3BaHO B TEKCTE
MKUChMa, B OTMETKE O IMIPUIIOKEHUH YKa3bIBAETCSl KOJMYECTBO JTUCTOB U KOJIMYECTBO
AK3EMILISIPOB MPUIIOKEHU S, HATIPUMED:

Ipunooicenue: na 3 1. 6 1 5k3.

[Ipy HaIMYMKM HECKOIBKHX MPHUIOKEHUH, B OTMETKE O NPWIOKEHUH OHU
HYMEPYIOTCS, YKa3bIBAIOTCSA HAMMEHOBAHMS KaXKJIOTO MPHUIIOKEHUS, KOJIUYECTBO
JIMCTOB U KOJIMYECTBO AK3EMIUISIPOB, HAIIPUMED:

IIpunoscenue:

1. ITnan-epagpux ... na 3 1. 6 2 3K3.

2. Cnpaska o noomeepacoenuu paxma ooyuenus... na 1 1. 6 1 ox3.

Ecnu npunoxenus: cCOponItopoBaHbl, TO KOJIMYECTBO JTUCTOB HE YKA3bIBAETCS.
Ecnu mpusoxeHre HampaBJIsilOT HE BO BCE yKa3aHHBIE B JIOKYMEHTE ajpeca, TO
OTMETKY O €ro HaIu4uu 0hOpMIIAIOT CIIEIYIOIIMM 00pa3oM, HalpuMep:

Ipunoowcenue: na 3 1. 6 1 5x3. monvko 6 nepauiii aopec.




Ha npunoxenusx K mnpaBujiaM, HHCTPYKIUSM, TOJOXKEHUSIM, IUIaHAM,
mporpaMmam, JOTOBOpaM W JPYTUM JOKYMEHTaM OTMETKa O MPUJIOKECHUN
MPOCTABIISICTCS HA IEPBOM JIMCTE MPUIIOKEHUS B IPABOM BEPXHEM YTITy.

Eciu npunoxkenue o1HO, OHO HE HyMepyeTcs. Eciu npuimokxeHnid HeCKOJIbKO,
OHM HYMepYIOTcs (TpuiioxeHue 1, npunoxenue 2).

B Tekcre moxymeHTa mpu NEPBOM YIIOMUHAHUM JTIOKYMEHTA-TIPUIIOKEHUS B
CKOOKax yKa3bIBaeTCS: ... (MPUJIOKEHUE) WIH ... (IpUjIokeHue 1); mepen HoMepom
MPWIOKEHUS JOMYCKAETCSI CTABUTh 3HaK HOMepa: ... (mpuioxenue N 2);

B oTmeTke 0 mpuIIOKEHUH YKa3bIBAETCS HAMMEHOBAHHWE BHJIa OCHOBHOIO
JIOKyMEHTA, €T0 J1aTa U HOMEP, HallpuMep:

IIpunooicenue N° 2 k npuxazy MBOY [llkona Ne 1238 om 08.06.2017 Ne 67 ™

Ecnu mnpunoxkeHueM K JOKYMEHTY (HampuMep, K TpUKa3y) SBIAETCS
YTBEPK/IaeMbIH TOKYMEHT, (I10JI0XKEHUE, MpaBuiia, HHCTPYKIIUS, PETJIaMEHT U Jp.)
B BEpXHEM IIPAaBOM YTJy MPOCTABIISCTCS OTMETKA O MPUJIOKEHUU, HIKE — Tpud
YTBEPKICHHUSI, HATIPUMED:

IIpunooicenue

VTBEPX/[EHO

npuxazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bug u pasmep mpudra pexBuzutra "OTMETKA O MNPUIOKEHUU" HOJIKEH
COOTBETCTBOBATh BUJLy U pazMepy MipudTa TeKCTa JOKYMEHTA.

25. 'pud cornacoBaHusi JOKyMEeHTa

I'pud cornmacoBanusi JTOKyMEHTa MCHOJB3YETCS TMPU  COIIACOBAHUU
JIOKyMEHTa C OpraHaMU BJIACTH, OPTaHU3AIMAMU WU JOHKHOCTHRIMU JulilaMu. OH
coctouT u3 ciosa “COI'JTACOBAHO”, n0JbKHOCTH JIMIA, KOTOPHIM COTJIACOBaH
JOKyMEHT  (BKJIOYash HAMMEHOBAaHWE OpraHM3alluu), JIMYHOW  TIOJIIKCH,
pactppOBKU MOANUCH (MHUIIMATIOB, (PaMWJIMK) U JaThl COTJIACOBAHUS.

[Ipumep:

COI'JIACOBAHO

Jupexmop MBOY [llxona Ne 1238

H.U. Heanos

01.12.2019

I'pud cornacoBanus B 3aBUCUMOCTH OT BUJIa JOKYMEHTa U OCOOEHHOCTEMN €ro
o(OpMIICHUSI MOKET IPOCTABIATHCS:

. Ha TIEPBOM JIUCTE IOKyMEHTA (€CJIA JOKYMEHT UMEET TUTYJIbHBIHN JIUCT,
- Ha TUTYJILHOM JIMCTE) B JICBOM BEPXHEM YTJIy Ha ypPOBHE Tprda yTBEPKACHUS WIIN
M0/ HAUMEHOBAHUEM JIOKYMEHTa OJIIKe K HIYKHEMY TIOJTIO);

. HAa MOCJICTHEM JINCTE IOKYMEHTA MO TEKCTOM;
. Ha JUCTE COIJIaCOBaHWUs, SBISIONIEMCS HEOTHEMJIEMON YacThIO
JIOKYMEHTA.

Bheminee corjacoBaHuME TakKe MOXET ObITh OCYIIECTBICHO JPYTUM
JIOKYMEHTOM - IUCbMOM, IIPOTOKOJIOM, IIPUKA30M.
[Tpumep:

COI'JIACOBAHO npukazom /[O2M om 01.07.2017 Ne 01-01/54
26. Buza



CornacoBaHnue MpoexTa J0KyMeHTa 0(hopMIIIeTCS BU30M.

Buza npocrapinsieTcsi COOCTBEHHOPYYHO JUIIOM, BUSUPYIOIIUM JOKYMEHT, U
BKJIFOYAET B c€0s1 HANMEHOBAHUE JIOJDKHOCTH BU3HPYIOIIETO, €r0 JIMYHYIO TIOIIHCH,
pacmupOBKY MOATUCH (MHUITHATBI, (PaMUTUIO) U 1aTy.

[Tpumep:

3amecmumens oupexmopa

H.0. Damunusa

03.03.2020

JlommyckaeTcsi HOJUCTHOE BU3UPOBAHUE TOKYMEHTA U €r0 MPUIIOKEHUH.

[Ipy HanmMuuu 3aMeyaHuid, JOMOJMHEHUH K MPOEKTY JOKyMEHTa BHU3a
JOTIOJTHSIETCS COOTBETCTBYIOIIMM YKa3aHUEM.

JIns AOKyMeHTa, MOMJIMHHUK KOTOPOTO OTHPABISIOT M3 UIKOJbI, BU3bI
MIPOCTABIISIFOTCS HA SK3EMIUISIPAX JOKYMEHTOB, IOMEIIAEMBIX B JIEJIO.

Jlns  noKyMeHTa, TOJJIMHHUK KOTOPOrO OCTaeTCs B IIKOJIe, BU3bI
COrJIaCOBaHMUSl TMPOCTABISIIOTCS Ha O0OpPOTE MOCIEAHEro JHCTAa MOJIMHHHUKA
JIOKYMEHTA WM Ha MOCJIETHEM JIUCTE JIOKYMEHTA MOJ1 MOJIIUCHIO.

27. llonmuch

[Toanuch BKJIIOYAET: HAMMEHOBAHHWE JIOHDKHOCTH JIMIIA, IOJIKCABIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOIUCH; paciiupOBKY MOANUCH (MHUIAATIBI,
bamunus):

[Tpumep:

Jlupexmop nuunas noonuce U.0.Damunus

Ecnu noxymeHnt odopmiieH He Ha OJlaHKe, B HAUMEHOBAHUE JOJIKHOCTH
BKJIIOYAETCS HAMMEHOBaHHWE O0O0IIe00pa3oBaTEIbHON OpraHu3anuu  (MOJIHOE
Ha3BaHue MmIKOJbl). Jlomyckaercs B pekBusute "lloamuch AOMKHOCTHOTO jHia"
LIEHTPUPOBATh HAWNMEHOBAHHWE JIOHKHOCTH JIMIA, MOJANKMCABLIETO JOKYMEHT,
OTHOCHUTEJIBHO CAMOU JJIMHHOW CTPOKH.

[Tpu noanucanuu 1OKyMeHTa HECKOJIBKUMU JT0HKHOCTHBIMU JIUIIAMH Pa3HBIX
JOJDKHOCTEHN MX MOAMKMCH PaclojiaratoT OAHY MOJ IPYroi B MOCIEI0BATEIbHOCTH,
COOTBETCTBYIOIIECH UepapXrUu 3aHUMAEMOU JTOTKHOCTH.

[Ipumep:

Jlupexmop nuunas noonuce U.0.D.

3amecmumens oupexmopa auunas noonuce M.0.D.

[Tpu moanucanuyu TOKyMEHTa HECKOJIBKUMU JIMIIAMH PaBHBIX JTOHDKHOCTEH X
MOAIUCH PAcIoaratoT Ha OJJHOM YPOBHE.

B nokymeHTax, COCTaBJIEHHBIX KOMHUCCHEH, yKa3bIBAa€TCsl CTAaTyC JUla B
COCTaBE€ KOMUCCHUU:

MPOCTABJICHUEM KOCOM 4YepThl TMepell HAUMEHOBAHHEM JOJIKHOCTHU
(106aBAATH KaKue- MO0 MPUCTABKH).

Ecnu nupekTop win nHOE yIOJIHOMOYEHHOE Ha MTOANMUCAHNUE JOKYMEHTA JIUIIO0
BPEMEHHO OTCYTCTBYeT (OTIIyCK, OOJI€3Hb, KOMAHJIUPOBKA) WM JOJKHOCTH
BaKaHTHA, TO JOKYMEHT IMOJIUCHIBAET COTPYJIHUK, YIOJIHOMOYEHHBIH Ha
MOJNMKUCAHUE B COOTBETCTBUH C PACTIOPSIIUTEIBHBIM JOKYMEHTOM WJIM Ha/IeJIEHHBIH



MOJIHOMOYHSIMH, YCTAHOBJICHHBIMU MPUKA30M IIKOJIbI Wi yupenutens (J1OrM), c
YKa3aHHEM CBOEH JOJKHOCTH U MOJTHOMOYUSI, HAIPUMED:

3amecmumens oupexmopa noonucv U.0. @amunus

WJIN:

Hcnonnsarowuti ooszaunocmu oupekmopa noonucv U.0. @amunus

15R0

u.o. oupexkmopa noonuce 1U.0. @amunus

PexBuzutr "Iloamuchk mODKHOCTHOTO JHIa" MOXKET OBbITh  OhopMIIeH
COOCTBEHHOPYYHO aBTOPOM JOKYMEHTa (HarpuMmep, Mpu HAMUCAHUU CIYXKEOHOU
3amucKu  0e3 TPUMEHEHHS] TEXHHUYECKMX CpelCcTB) Jubo odopmileH ¢
UCIIOJIb30BAaHUEM TEXHUUECKUX CPECTB.

B cnydae odopmiienus pexusurta "lloanuck goMKHOCTHOrO muma" ¢
WCIIOJIb30BAaHUEM TEXHUUYECKUX CPEACTB BHUJ M pasMmep Hpudra yKazaHHOTO
PEKBU3HUTA HE MOXKET OTJIMYAThCA OT BUAA M pa3Mmepa MIpudTa OCHOBHOTO TEKCTa
JIOKYMEHTA.

PexBuzut "l[loanucek qOTKHOCTHOTO Jua" OTASISIETCS OT TEKCTa TPEMS WU
YETBIPEMS OJMHAPHBIMU MEKIYCTPOYHBIMU HHTEPBATAMH.

28. llevatp

[leyatp sBHIAETCS CIOCOOOM TOATBEPXKACHUS TMMOJIMHHOCTU TMOIIUCU
JIOJDKHOCTHOTO JIMIIA Ha JOKyMeHTe. [leuath cTaBUTCA HAa JOKYMEHTaX B ClydasX,
MPETYCMOTPEHHBIX 3aKOHOATEIbHBIMU WM MHBIMU HOPMATHUBHBIMH IPABOBLIMU
aKTaMH.

[TeyaTs cTaBUTCS Ha CBOOOJHOM OT TEKCTAa MECTE, IIPU ITOM OTTUCK TEYaTH
HE 3aXBaThIBACT JIMYHOM MOJIMUCH JOJKHOCTHOIO JIUIA MOAMUCABIIETO JOKYMEHT,
WK B MecTe, o0o3HaueHHOM «MID» («MecTo meuatny).

B noxymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHHU(HUIIMPOBAHHBIX (HOpPM,
neyaTh CTaBUTCA B MecTe, 0003HaueHHOM oTMeTKou "MII" uinu uabiM 00pazom.

29. OTMeTKa 00 UCTIOTHUTEIIe

OtmMmeTka 00 ucnoaHUTENE (aBTOpE) JOKYMEHTA MPOCTABISIETCS HAa MUChbMaxX
IIKOJIbI B JICBOM HUKHEM YTy JIMIIEBOM CTOPOHBI MOCIEIHETO JIUCTA JOKYMEHTA OT
IPAHUIIBI JIEBOTO MOJISl UJIH, IPU OTCYTCTBUU MECTa, - Ha 00OPOTHOM CTOPOHE BHUBY
cleBa.

OTtMeTKka BKJIIOYAET (PaMUIIUIO, UMS, OTYECTBO HCIOJHUTEIS U HOMEDP €ro
TenedoHa, a TAKKE OTMETKA 00 UCTIOTHUTENE MOKET JOTOTHATHCS HAMMEHOBAaHUEM
JOJKHOCTH U DJIEKTPOHHBIM aJIPECOM UCIIOTHUTEIIS.

[Tpumep:

Hsanos Uean Hsanosuuy, cneyuanucm no oxpame mpyoa

(888) 888-88-88, Ivanov@mail.ru

30. OT™MeTKa 0 3aBEpPEHUH KOTIHH

Jlns moATBEpKACHUST COOTBETCTBUS KOMUHU (BBIMUCKU W3 JOKYMEHTA)
MOJIMHHUKY JIOKYMEHTa Ha MOCJICTHEM JIUCTE KOMUHU (BBITTUCKHU U3 JOKYMEHTA) 0T
pekBusutoM "lloanuce" opopmisiercss pekBU3UT «OTMETKA O 3aBEPEHUU KOITUNY.

OTMeTka O 3aBepeHUH KOMHM BKIIIOYAET: clOBO «BepHO», HauMeHOBaHUE
JOJDKHOCTH  JIMILIA, 3aBEPUBIIETO  KOIMHUIO, COOCTBEHHOPYYHYIO  MOJIIHUCH,




pacmiidpoBKy ToANUCH (MHUIMAIBI, (PaMUIIKIO), JdaTy 3aBEPEHHs] KOIUH
JTIOKYMEHTA.

PexBusut «OTMETKA O 3aBEPEHUU KOIUM» MOXKET OBITh OOpMIICHA OT PYKH
WJIU C UCIIOJIb30BAaHUEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaKAbIN JJUCT MHOTOCTPAHUYHOM KOITMM JOKYMEHTA.

31. OTMeTKa 0 TOCTYIUICHUU JOKYMEHTA

OtrMeTka O  TOCTYIUIGHMM  JOKYMEHTa  COACPXKHUT  BXOISLIUN
perucTpaloHHbIA HOMED U 1aTy MOCTYIUICHHS TIOKyMeHTa. JlomyckaeTcst ykazaHue
4acOB W MHUHYT TIOCTYIUICHHS JOKYMEHTa C 3aBEpPEHHUEM MOJIMUCIMU
3aMHTEPECOBAHHBIX JIMII.

OTMeTKa O TIOCTYIUICHHMH JIOKYMEHTa MOXET TIPOCTABIATHCS  C
HCITOJIb30BaHUEM IIITAMIIA.

32. Pe3onrornus

Pesonmtonust  coepKUT yKazaHUE 1O HCIOJHEHUIO JokymeHTa. OHa
ohopMIIIETCS Ha CBOOOJHOM MECTE paboyvero moJisi JOKyMEeHTa.

Pesomtorus  Bkimrowaer B ceOs:  paMIUIMIO, WHHUIIAAIBI  HCTIOJHUTES
(ucnoyiHUTENEH), MOPpYYEHUE 0 JOKYMEHTY, MOAMUCH aBTOpA PE30JIIOIUU U JIaTy
ohOopMIICHHS PE30JIFOIIHNH.

Pe3zomntonust, o yCMOTPEHUIO JIUIA, TAIOIIETO MOPYYEHUE, MOKET BKIIIOYATh
B €03l TaK)KE€ CPOK MCIIOTHEHUSI TOKYMEHTA.
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