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MKOYV «KapnantoproBckas COIL umenu A./l.IlluxanueBa

1. O6mme noJiokeHust

1.1. Hacrosimass MHCTpYKIMsS 1O JEIONPOM3BOJCTBY B LIKOJE pa3pabdoTaHa B COOTBETCTBUU C
®enepasibHbIM 3aKOHOM OT 29.12.2012 Ne 273-D3 "OO6 obpazoBanuu B Poccuiickoit denepanun",
I'OCT P 7.0.97-2016 «Cuctema ctanaapToB 1o nHpopmauuu, OMOINOTEUHOMY M U3JATEIBCKOMY
neny, «OpraHu3zalliOHHO-pACIOpsSIUTEeNbHAs JOKyMeHTauus. TpeboBaHus K 0O(OpMIICHUIO
JIOKYMEHTOBY, a Takke ¥YcrtaBom MKOYVY «Kapnantoprosckas COLL nmenn A.J Ilnxanuesa

U JIpyTMMH HOPMAaTHMBHBIMH NPAaBOBbIMM akTamMu Poccuiickoin denepanuu, periiaMeHTHPYOIUMA
JesITeIbHOCTD 00111e00pa30BaTENbHBIX OPraHU3aIUi.

1.2. Jlannass VIHCTpyKums 1O JEIONPOM3BOACTBY B ImiKojie (manmee - MHCTpykmms) oOo3HA4YaeT
npaBuWiIa TOATOTOBKM M O(OpMIIEHHS JIOKYMEHTOB B 00IIe00pa3oBaTeIbHON OpraHu3aluy,
orpezesnseT CTaHAapThl OPOPMIICHHS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTaBJICHUS IPUKA30B,
HOJIOXKEHUH MHCTPYKLUH, a TakkKe periaMeHTHpYyeT (popMUpOBaHUE el U UX TEeKyllee XpaHeHue,
HOJIFOTOBKY JIOKYMEHTOB U JIeJ K Iepefaue Ha apXUBHOE XpaHEHHE B 001ieo0pa3oBaTesbHOM
OpraHM3alHy.

1.3. UHCTpYKIMSA IO AETOTPOU3BOICTBY pa3padoTaHa B IEJSIX YCTAHOBIICHUS €IMHBIX TPEOOBAHMIA
K TIOATOTOBKE, OOpabOTKE, XPaHEHHWI0O M MCIIOJIB30BAaHUIO OOPA3YIOIIMXCS B JESATEIbHOCTH
o0mieo0pa3oBaTeabHOM OpraHu3allid M IOCTYMAKIUX B HIKOJY JOKYMEHTOB, a TaKxke
COBEpILEHCTBOBAHUS U MOBBILIEHUS 3(PPEKTUBHOCTU JEIONPOU3BOJCTBA 00I1€00pa30BaTEIbHOM
OpraHu3aIiHy.

1.4. Tlonoxenuss MHCTpYKUMH paclpOCTPaHSAIOTCS HAa OpraHU3aluio padoThl € JIOKYMEHTaMHu
HE3aBUCHMO OT BHUJA HOCUTENS, B TOM YHCIE C JJIEKTPOHHBIMU JIOKYMEHTAMH, BKJIIOYas
HOJTrOTOBKY, OOpabOTKy, XpaHEHHE M HCIOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMU C
MOMOIIbI0 HHPOPMAIIMOHHBIX TEXHOJIOTUH.

1.5. Opranuzanuio, METOIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAaHUE JEJIONPOU3BOJACTBA H
KOHTPOJIb 32 COOJ0ieHneM HacTosAueil MHCTpyKIny B IIKOJIE OCYLIECTBIIIET OTBETCTBEHHBIN 3a
BEJICHHE JIEJI0NIPOU3BOCTBA.

1.6. IlpaBa u 00s3aHHOCTH pPaOOTHUKOB, OCYLIECTBIISIIOIIMX padoTy C JIOKyMEHTaMH B
CTPYKTYPHBIX  MOJpa3felieHussX  o0IeoOpa3oBaTeIbHOW  OpraHU3allK, YyCTAHABJIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKLHUSMU WIH IIPUKA30M TUPEKTOPA.

1.7. CBenenusi, coaepxaiiigecss B JOKYMEHTaX, MOTYT OBITh HCIHOJIBb30BAaHbI TOJBKO B paboumx
LEJSIX B COOTBETCTBUU C IOJIHOMOYHUSIMU COTPYAHMKA, paboTaromiero ¢ JoKymeHtamu. Pabota c



JOKYMEHTaMH BHE TOMEIIEHHUH IIKONbI He xomyckaercsa. IIpu yTpaTe JTOKYMEHTOB NPOBOAUTCS
cimy>ke0OHast mpoBepKa.

1.8. Ilpu yxome B OTHyCK, nepeBoje (mepeMmenieHur) mo paboTe WiIM B cly4yae YBOJbHEHHSA
COTPYAHUK O0s3aH TepenaTh BCE HAXOAANIMECS Yy HEro JJAOKYMEHTBI HHOMY COTpPYIHHUKY,
OTIpe/IeIEHHOMY B COOTBETCTBUH C YKa3aHUEM HEMOCPEICTBEHHOTO PYKOBOJIHUTENS YBOJIBHIEMOTO,
YXOJISIIIIETO B OTIYCK WJIH MEPEBOIAIIETOCS (TTepEeMENIaeMoro) 1mo paboTe COTpyTHHKA.

1.9. UncTpykuus o0s3aTenbHa A7 COOMI0CHUs BCeMH paOOTHUKAaMU IIKOJIbl. BHOBE PUHSATHIE HA
paboTy COTPYIHHKH, B JODKHOCTHBIC OOSI3aHHOCTH KOTOPBIX BXOJHT BEICHUE NOKYMCHTAINH, B
TedeHue TpEX pabouux THEH co AHA W3JIaHMs MPUKa3a O HA3HAYCHUU Ha JOJDKHOCTH JOJKHBI OBITH
03HAaKOMJIEHBI ¢ HacTosAmen MHCTpyKmen noa noAmnuch.

2. IIpaBu/1a MOATOTOBKH M 0()OPMJICHUS] JOKYMEHTOB

2.1. B pedTenpHOCTH WIKOJIBI CO3JAETCSl KOMIUIEKC OpPraHU3allMOHHO pPACIOPSIUTENIbHBIX
JIOKYMEHTOB: TPHUKa3bl, MOJIOKEHUS, MpaBUia, NHCTPYKIUHU, PETIIAMEHTHI; IIPOTOKOJIbI 3aceqaHHi
(coBemaTenbHbIX, KOOPAWHAIIMOHHBIX, SKCIEPTHBIX W Jp. OPraHOB), AaKThl, AHAJTUTHYECKHE
CIPaBKH, JOKJIATHBIE U CIyKeOHbIE 3alUCKU, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHHS), J1€J0Bas
(cmyeOHasi) mepenmucka M Jp. COCTABISAIOTCS M O(GOPMIISIOTCS ClEHUalbHble JOKYMEHTHI,
CBA3aHHBIE C  IUIAHUPOBAHHMEM  00pa30BaTEeNIbHON  JEATEIBHOCTH U OCYIIECTBICHUEM
XO3SMCTBEHHBIX MEpPONPUATHHA, BEACHUEM Y4eOHO-NEeJarornyeckoro ydera, OpraHu3anuei
JIEJIONPOU3BOICTBA 00111€00pa30BaTEIbHOIN OpraHu3aluy, o0ecreueHneM OyXralTepcKkoro yyera.
2.2. JIoKyMeHTBI MOTYT CO3[aBaThCsi Ha OyMaXKHOM HOCHTEJIE M B JJIEKTPOHHOU Qopme ¢
COOJIOZICHHEM YCTaHOBJIEHHBIX IMpaBuil oopmiieHus: ToOKyMeHTOB. [Ipu co3maHuu nOKymMeHTa Ha
JBYX U OoJjiee CTpaHHUIIaX BTOPYIO U MOCIEAYIONUE CTPAHULIBI HYMEPYIOT.

2.3. Homepa cTpaHull NpOCTABISAIOTCS MMOCEPEMHE BEPXHETO MOJIA TOKYMEHTa Ha PACCTOSTHUM HE
meHee 10 MM OT BepxHero kpas jaucra. /lomyckaercs co3gaHue AOKYMEHTOB Ha JIMIIEBOH H
000pOTHOM CTOPOHAX JIUCTA.

2.4. Ilpn nByCTOPOHHEM CO3JaHUM JOKYMEHTOB LIMPHUHA JIEBOTO MO HA JIMLEBON CTOPOHE JIMCTA
Y IIPaBOro MOJIs HA 00OPOTHOI CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.

3. PeKkBU3UTHI JOKYMEHTOB
3.1. Jlna pekBHU3UTOB JOKYMEHTOB, CO37]aBaeMbIX B 00IIe00pa3oBaTeNbHON OpraHU3aluH,
yCTaHaBIIMBalOTCA MpaBmiia u TpedoBanus B coorserctBuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOIO JOKYMEHTA OIPEENSETCS €r0 BUIOM U Ha3HAYEHHUEM.
3.3. Ilpu mnoaroroBke u OQOPMICHUU JOKYMEHTOB B IIIKOJIE HCIIOIB3YIOTCS CIICTYIOITHE
PEKBU3UTBHI:

e K0J (GOPMBI TIOKYMEHTA;

e HaWMEHOBAHME LIKOJIBI;

e CIIPaBOYHBIE JJAHHBIE O LIKOJIE;

e HaWMEHOBAaHME BHJA JOKYMEHTA;

e JlaTa IOKyMEHTA;

e PpEruCTpalMOHHBI HOMED JOKYMEHTa;

e  CCBhUIKA Ha PETUCTPALIMOHHBIA HOMEp U JaTy JOKYMEHTa;

e MECTO COCTaBJICHH (M3/1aHUs) JTOKYMEHTA;

e ajJpecar;

e Tpud YTBEPKACHUS TOKYMEHTA,

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUHU;

e Tpud cormacoBaHus JOKYMEHTA;

e BU3a;

e TOAIMNCH;

e OTMETKa 00 3JIEKTPOHHON MOANNCH;



e II€YaTh;
e OTMeETKa 00 UCIIOIHUTEIE;

e OTMETKa O 3aBEPEHUU KOTIHH,

L] OTMCTKA O HOCTYHJ'ICHI/II/I }IOKYMeHTa;
e PE3OIIOIHSL.

4. Bi1aHKH 1OKYMEHTOB
4.1. IokyMeHTBI, CO3/IaBaeMbIe B 0011€00pa30BaTeILHON OpraHu3anuu, 0hOpMIIIIOTCS Ha OJIaHKaX,
U3TOTOBJICHHBIX Ha CTAHIAPTHBIX JUcTax Oymaru popmaToB A4 (210x297 mm) u AS (148x210 mm).
OtnenpHBIE BHUABI JOKYMEHTOB (TaOJHUIBI, CXEMBI, CMETHI) JOIYyCKaeTcss O(QopMiIsaTh C
ucnons3oBanueM ¢opmata A3 (420x297Mm). JIOKyMEHTBHI, COCTABISIOIINE BHYTPEHHIOKO
nepenucky, oGopMIISIOTCS Ha CTaHAApTHBIX jJucTtax Oymaru ¢opmara A4 (210x297 mm) Oe3
UCTIOJIb30BaHUs OJIaHKOB.
4.2. Kaxaplil TMCT JOKYMEHTa, OOPMIICHHBIM Ha OjaHke Wi 0e3 Hero, JOJHKEH MMETh IOJISI He
MEHEE:

e 20 MM - €eBOE;

e 10 MM - npaBoe;

e 20 MM - BepxHee;

e 20 MM - HMXKHEE.
4.3. JIoKyMeHThl AIuTeNnbHbIX (cBbime 10 j1eT) cpoKOB XpaHEHHs JAOKHBI UMETh JIEBOE MOJje He
meHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B IIKOJIE:

e 00mIMii OJTaHK;

e 0OJaHK MHCHMA,

e OJIAaHK KOHKPETHOIO BHJa JOKyMeHTa (OJIaHK MpHKas3a, OJIaHK paclopshKeHHs, OJaHK

MPOTOKOJIA H JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX M NPUMEHSEMBIX B IIKOJIE OJIAHKOB MOJUIEkKAT BKJIIOUECHHUIO B
HMHCTPYKIIHIO T10 JIEJIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHn3alliy B KaueCTBE MPUIIOKEHUI
(mpunoxenue 3 Ha 3 NUCTaX).

5. IIpuka3ssl

5.1. Tlpukazamu OGOPMIIAIOTCS PEIIEHUS IO ONEpPaTHUBHBIM, OPTaHU3AIMOHHBIM, YYE€OHBIM,
KaJpOBBIM (MIpHIIOKEeHHE 2 Ha 9 TUCTax) U JPYTUM BOMIPOCaM pabOThI IIKOJBI.

5.2. TIpoekThl MPHUKA30B TOTOBAT OTBETCTBEHHBIC MCIIOJHUTEIN HA OCHOBAHUW TMOPYYEHHUI
JUPEKTOpa, ero 3amectutene. IIpoekTsl NpUKa30B MO JIMYHOMY COCTaBY F'OTOBUT CHELMAIUCT I10
KaJlpam.

5.3. B mpukasax TeKCT u3naraetcst OT mepBoro nuia enuactBeHHoro yucia («[TIPUKA3BIBAIO»).
5.4. Tekct mpHuKaza MOXET COCTOSATh U3 JBYX 4YacTel: KOHCTaTHpyouleil (mpeamOynbl) u
pacnopsaUTEIbHOM.

5.5. B KoHCTaTWpylomeld 4YacTh KpaTKO H3JararoTcs Lead W 3aaadd, (aKTel W COOBITHS,
MOCJIYKUBIINE OCHOBAaHUEM JUISl W3aHMs npuka3a. OHa MOXKET HauMHaThecs cioBamu "B memsx",
"B coorBerctBun", "Bo ucnonnenue", u 1.n1. Ecim mpuka3z u3gaercss Ha OCHOBaHWUU JIPYroro
JIOKyMEHTA, TO B KOHCTATUPYIOLIEH YacTH YKa3bIBA€TCs HAMMEHOBAHME 3TOTO JOKYMEHTa, €ro J1aTa,
HOMEp U 3aroyioBok. [IpeamOyna B mpoekTax mpuka3zoB 3aBepmaercs cioBoM «I[IPUKA3BIBAIOy,
KOTOPOE TeYaTaeTcs 3ariaBHBIMU OyKBaMHU.

5.6. PacnopsaurenpHas 4acTh JTOJDKHA COJAEPKATh NEPEUHUCICHUE NPEANHUCHIBAEMBIX JTEUCTBUH C
yKa3aHUEM HCIIOJHUTENS KaXAOro NeHCTBHUS M, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJIHEHHUS.
PacniopsinuTenbHas 4acThb JENUTCS HA MyHKTHl U MOJIYHKTHI, KOTOPble HYMEPYIOTCS apaOCKUMU
g pamu. JleficTBHUS OAHOPOJHOTO XapaKTepa MOTYT OBITh MEPEUYHCICHBI B OJTHOM ITyHKTE.

5.7. B KadecTBe WCHOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENN JUPEKTOpa, IpPEACEeNaTenu WU
PYKOBOJIUTENN pabOUUX TPYII (KOMHCCHU).



5.8. Ecnn npuka3 U3MeHsIeT paHee U3/1aHHbIN TOKYMEHT (ITyHKTbI TJOKYMEHTa), TO OJMH U3 IIYHKTOB
pacnopsAUTEILHON YaCcTH TEKCTa JIOJKEH COJIEP’KaTh CChUIKY Ha U3MEHSEMBIH TOKYMEHT (ITyHKTbI
JIOKYMEHTA) C YKa3aHHUEM €T0 J1aThl, HOMEpA U 3aroJIoBKa.

5.9. Ecnum mpuka3z OTMEHsIeT JeWCTBHUE paHee HM3JaHHOTO JOKYMEHTa (IIyHKTOB JIOKYMEHTa) ¢
OIIpEACIIEHHONW JaThl, TO OJMH U3 ITyHKTOB PacHOpSAAUTEIbHON YacTH TEKCTa JOJDKEH HaYMHATHCS
cinoBamu "llpu3HaTh yTpaTUBIIMM CWIy...", Jajee yKa3bIBaThCs JaTa, HOMEP WU 3arojOBOK paHee
U3JIaHHOTO JIOKYMEHTa (ITyHKTa JOKYMEHTA), a TakXKe J1aTa, C KOTOPOH OTMEHSETCS ero JACHCTBUE.
Ecin pata He ykazaHa, TO JeiCTBHE paHee HW3IaHHOTO JOKyMEeHTa (IyHKThl JIOKyMEHTa)
OTMEHSAETCS C 1aThl U3/1aHUs HOBOT'O IIPHKA3a.

5.10. Ecnun mpuka3 OTMEHSIET paHee U3JaHHbIM JJOKYMEHT ¢ MOMEHTA U3/aHMs, TO OJUH U3 IIYHKTOB
pacnopsAUTENbHON YacTH TEKCTa JOJDKEH HauMHAThCs ciioBaMu "OTMEHUTH..." M yKa3bIBaThCSA
JlaTa, HOMEp M 3aroJIOBOK paHee U3/IaHHOTO JJOKYMEHTA.

5.11. Ecnu npukas nmpeamnonaraeTcs BBECTH B JCHCTBUE HE C MOMEHTA €ro M3JaHHs, He0OX0IUMO
yKa3aTb CPOK BBEIECHHUS €ro B jAeiicTBue. llocieqHuil MyHKT paclopsauTENbHOM YacTH MOKET
COJIepKaTh CBEJECHMS O JOLDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcs KOHTPOJb 3a UCIIOJHEHHEM
MpHKa3a.

5.13. Ilpukasbl MOANMUCHIBAIOTCSA TOJIBKO JUPEKTOPOM 00Ie00pa30BaTeIbHOW OpraHMU3aluu WIN
PabOTHUKOM, UCIIOJIHSAIOIIUM €r0 00S3aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a 00OECreyeHHEe CBOEBPEMEHHON M KayeCTBEHHOW IOATOTOBKH IMPOEKTOB
MPUKAa30B U MX COTJIACOBAHHME C 3aMHTEPECOBAHHBIMU PAOOTHHUKAMU W OpraHU3alUsSMU HECyT
aBTOPBI IPOEKTA MTPUKA3aA.

5.15. Perucrpanmonssle HOMEpa NPUCBAMBAIOTCSA IPUKA3aM IO TMOPSAKY HOMEpPOB B IIpenesax
KaJIEHIapHOTO roJa.

5.16. Jlata peructpaiuu nmpukasa siBias€TCs 1aTol ero NoANuCaHus.

6. IlpaBuia, 10/102KeHUs], HHCTPYKIMHU

6.1. [IpaBuna — HOPMATUBHBIA aKT, ONPEACISAIOMUN NOPSIIO0K KaKOro-Inbo BUAA EATENbHOCTH,
YCTaHABJIMBAOIIMN WX 3aITPEIIAOIINI ONPEIeICHHOE MOBEJCHHUE.

6.2. I[lonoxeHne — HOPMATHUBHBIN aKT, JETAJIBHO PETJIAMEHTHUPYIOLIHUIA TPaBOBOI cTaTyC, HOPSIIOK
OpraHM3aliK U MPOLEAYPY KaKoro-a1udo BUAA JeSTEIbHOCTH.

6.3. VHCTpyKIMsI — HOPMATHUBHBIM aKT, M3/1aBaeMblii B IENSAX Pa3bsICHEHUS U ONpeAeTICHHS
MOpsAJIKa TMPUMEHEHUS! COOTBETCTBYIOLIET0 HOPMAaTUBHOIO aKTa JIMOO C LIENbI0 YKa3aHUS HOPM O
crioco0ax BBIMOJIHEHHSI OTPE/ICTICHHBIX ONepaluil (AelcTBuil).

6.4. IlpaBuina, MoJIOKEHUs, HHCTPYKIMN MPUHUMAIOTCS (B 3aBUCUMOCTH OT BMJIa JIOKyMEHTa) Ha
VYnpasistomeM coBete, 3acefaHusix I[Ipodcoro3HOro KOMHTETa WIKOJIBI M YTBEPXKIAIOTCS
JTUPEKTOPOM.

6.5. TlopsioK TOATOTOBKM HMPOEKTOB MPABUJI, MOJOXKEHHs, HHCTPYKIUU COOTBETCTBYET OOILEMY
MOPSAJIKY TIOJTOTOBKU MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHU3aIuy.

6.6. TekcT mpoekTa MOJOXKEHMs, MPaBUJI, MHCTPYKIHMM I€YaTaeTcs Ha YHCTOM JIUCTe OyMmaru
dbopmara A4.

6.7. OTIUYNTENBHBIMU XapAKTEPUCTUKAMHU TEKCTOB MTPABUJI, ITOJIOKEHHSI, MHCTPYKILIUU SIBJISIOTCS:

e TOYHOCTh IPUMEHSAEMbIX (OPMYIUPOBOK O€3 MCIOIB30BAHMS CIIOB U MOHSITHH, UMEIOIINX
MHOECTBEHHBIN CMBICIT;

e WCIOJNB30BaHUE KOPOTKHUX TIPEIIOKCHHN, OOIICIPUHATHIX BBIPAKCHHH W CBS30K, TPHU
HEOOXOJIMMOCTH - MPEIBAPUTEIILHOE ONpPE/IeIICHNUE HCIIOIb3YeMbIX MOHATUH, COKPAIIeHUH,
ab0OpeBHaTyp;

e ONUCAaHHE BCEX BO3MOXKHBIX BAapMAHTOB COOBITHMH M COOTBETCTBYIOLUIMX MM BapHaHTOB
NEICTBHI, T.€. MOJIHOTA MpeACTaBICHUS HHPOPMAIIHH;

e CTPYKTYPHPOBAHHOCTh TEKCTa C ILEJbI0 JOCTM)KEHUS HAWIydlled MOCiIe0BaTeIbHOCTH
W3JI0’KEHUs MaTepuaa;

e MUHHMMHM3ALHUSA TEKCTa C MOMOIIBIO NMPUMEHEHUs] 00001eHni (0030poB mpernonaraeMbix
NEeICTBUI) U MpUMEHEHue nepedrciIeHunil (3a1a4, Tarnos, yCIOBUM U T.1.).



6.8. B 3aBUCHMOCTH OT CIIO)KHOCTH M 00beMa pa3zpadaThIBaeMbIX MPABUJI, ITOJIOKEHHS, HHCTPYKIIMU
- TEKCT JOKYMEHTa JeJIUTCS Ha TJ1aBbl, MyHKTHl M MOAMYHKTHI. [ J1aBbl JOKHBI UMETh Ha3BaHMS.
Hywmepanus npou3BoauTcs apaOCKUMH HUuppaMu.

7. IIpoToxoJ 3acenaHus (COBeIIAHNS)

7.1. IIpoToKosl — JTOKyMEHT, B KOTOPOM (PUKCUpPYETCS XOJl OOCY>KIEHHsI BOIIPOCOB U MPUHATHUSA
pelieHuit Ha coOpaHMsAX, COBEIAaHUAX, KOH(PEPEHIHUIX U 3aCeIaHUAX KOJJIETHAIbHBIX OPTraHOB.

7.2. Tlpotokon 3acenmanus (CoBemIaHwsi) - (ganee - MPOTOKOJ) O(GOPMIISIETCS Ha YHCTOM JIHCTE
Oymaru gopmara A4.

7.3. PexBU3HT - "TEeKCT JOKyMeHTA". PEKBU3UT COCTOUT U3 ABYX YACTEH: BBOJHOW U OCHOBHOM.

7.4. Bo BBOmHOW 4YacTW  yKa3blBAlOTCS  HMHMLMANB,  (QaMWiIMd ¥ JIOJDKHOCTH
Mpe/iceaTeNbCTBYIOIIETO, CeKpeTaps, MPUCYTCTBOBABIIMX Ha 3aceJaHUM U, NP HEOOXOIUMOCTH,
JIM1I, TPUTJIAIICHHBIX Ha 3aceaHue (COBEIIaHue).

7.5. BBogHas dYacTh NPOTOKOJIA 3aKAaHYMBAETCA IIEPEYHEM pPACCMATPHUBAEMBIX BOIPOCOB,
IIEPEYUCIIEHHBIX B TMOPSJKE MX 3HAYUMOCTH C YKa3aHMEM JOKJIaJuuKka [0 KaxaoMy
paccMatpuBaeMoMy Bompocy. Bompockr hopmynupyrotcs ¢ npeniorom "O" ("O06"), mewararoTcst OT
T'PaHUIIBI JIEBOTO MOJISI U HYMEPYIOTCs apaOCKUMU LU(paMH.

7.6. OcHOBHas 4acTh IMPOTOKOJA COCTOWUT W3 Pa3/esioB, COOTBETCTBYIOIIMX PaCcCMaTpPUBAEMbIM
BOIIPOCAM U UX HyMEpALUU.

7.7. TekcT NPOTOKOJIa H3JaraeTcsi OT TPEThEro JMla MHOXecTBeHHoro uucia ("caymanu",
"BeicTynin", "moctanoBuwin", "permmin").

7.8. TIpOoTOKOJ MOMMUCHIBACTCS JTUIIOM, TPEICEATEIHCTBOBABIIMM Ha 3aCeIaHUM (COBEIIAHUM), U
CEKpeTapéM 3aceaHus (COBEILIAHU).

7.9. Ilpu OTCYTCTBHM CEKpeTaps 3acelaHusi, B TOM YHCJIE NPU MNPOBEACHUU ONEPATUBHBIX
COBEILAHUH, TOIYCKAETCs MOAMNCAHUE MPOTOKOJIA TOJIBKO IIPEICEAATENBCTBYOIINM.

7.10. TexkcT mpoTOKOJa JOJDKEH OBITh MOATOTOBJICH HE MO3JHEE TPEX THEH CO JHS 3acelIaHus.
[IpoeKTBl  COOTBETCTBYIOIIMX ITyHKTOB IIPOTOKOJA BU3HUPYIOTCS  JIOJDKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a MOATOTOBKY.

7.11. JlaTa mpoTOKOJIa OJKHA COOTBETCTBOBATH JIHIO MPOBEJICHUS COBELIAHNUS (3aceaHNs).

7.12. Konuu NpOTOKOJIOB PACChUIAOTCS 3aMHTEPECOBAHHBIM OPraHM3alUsM M JOKHOCTHBIM
JUIAM B COOTBETCTBHM C YKAa3aTEJEM pacChbUIKM, KOTOPBIM COCTaBISET CEKpETapb 3acelaHMs
(coBemanus).

8. Ilinan
8.1. [Iman — OKyMEHT, yCTaHaBIUBAIOLIMI IEpEYeHb HAMEUEHHBIX K BBIIIOJIHEHUIO MEPOTIPUATHIA,
WX MOCJIEI0BATEeNIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOIHUTENEH.
8.2. Ilman odopmusiercs Ha nucte Oymarun ¢(opmata A4 C HCIOIB30BAaHMEM  CIEIYIOLIMX
PEKBHU3UTOB:

e HaWMEHOBAHHE LIKOJIBI;

e Tpu] yTBEpKIEHUS TOKYMEHTA;

e JlaTa IOKyMEHTA;

e  pErucTpanroHHBI HOMEp JOKYMEHTa;

e HaWMEHOBAaHHE BHUJA JOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HaWMEHOBaHHE JIOJKHOCTH;

e TOAMMNCH.
8.3. PexBu3ut — "Tekct gokyMeHTa" opopmiisieTcs B BUJie TaOIHIIbI C rpadamu:

e HOMED IIyHKTA IJIaHa;

e HaWMEHOBaHHE MEPOTIPUSATHS;

e CpOK HCIIOJIHEHHS,

e  HCIIOJIHUTEID;



e IIpUMCYAHHC.

9. OTuer
9.1. OT4eT — NOKYMEHT, COAEpPKAIMN CBEACHUS O pe3yibTaTax AEATEIbHOCTH 3a ONpPEACIICHHBIN
Hepuo]l BpEMEHH, BBIOJIHEHUH MEPONPUSATHIA, TOPYUESHUH, 3aJaHH, TJIAHOB.
9.2. OtueTtsl, NpefocTaBiIsieMble B OpraHbl T'OCYJApCTBEHHON BIAcCTU (B TOM YHCIE B OpraHbl
TrOCYyJapCTBEHHOM  CTaTUCTMKM) W  HMMCIOIIUME  YCTAHOBJIEHHYIO  IPaBOBBIMM  aKTaMH
rOCy/IapCTBEHHBIX OPraHoB (hOpMy, CO3/IAIOTCS MO YCTAHOBJIEHHOM roCcyJapCTBEHHBIMH OpraHaMu
¢dopme u B onpeienEHHOM UMHU TOPSIIIKE.
9.3. OTuéThl, NpenoCcTaBIsieMble COTPYAHUKAMHU IIKOJbI B XOJE BHYTPEHHErO B3aMMOJCHCTBHS,
CO3JIAI0TCsI 110 MpaBHJIaM, YCTAHOBICHHBIM IS CO3/IaHUS CITYKEeOHBIX 3alHCOK.
9.4. Otuersl odopMistOTCS Ha JucTte Oymaru (opmata A4 ¢ HUCMONB30BAHUEM CIEAYIOIINX
PEKBU3UTOB:

e HANMEHOBAHME IIIKOJIEI,

e JaTa JIOKyMEHTa,

e PETUCTPAIMOHHBII HOMEp TOKYMEHTA;

e HANMEHOBAaHME BUJA JOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPHWJIOKEHUH (TMPU HATUYHH);

e HAMMEHOBAHHUE JIOJDKHOCTH;

e TIOAIWCH.
9.5. B Tekcre oTuéra B 00s3aTENBHOM MOPSIKE JOJDKHO COJEp)KaThCs YKa3 Ha JesTeIbHOCTD,
MEpPOTIPUSITHE, BBIJAHHOE IOpydYEHHE, 3aJaHWe, MyHKT IUIaHA, IMOJJIC)KAINUN BBIIOJHEHUIO, H
pe3yiabTaT O BBINOJHEHMHM, B TOM 4YHCIE C YyKa3aHMEM Ha COOJIIOJCHHE WIM HapylIeHue
WCIIOJIHUTENICKOW  AMCHMILIMHBI, YCTAHOBJIEHHBIX CpPOKOB HCIOJHEHHUS W  HajaJexaliee
npefocTaBieHe  MHGOpMAalMM, HEOOXOAMMBIX  MarTepuaioB  (IPOEKTOB  JOKYMEHTOB)
COUCTIOJTHHUTENSIMU (TIPH YIACTHH HECKOJIBKUX UCTIOHUTEIEH).

10. ITncsmo
10.1. IIucbma TOTOBATCA Kak:

e  OTBETHI O BBIIOJIHEHUH MOPYUYEHHH BBIIIECTOSIINX OPIraHOB UCTIOJHUTEIBHOM BIIACTH;

e  OTBETHI Ha 3aIIPOCHI OpraHU3alui, NPEANPUATHI U YACTHBIX JIUL;

e MHHUILMATUBHBIC MHCHMA.

10.2. Cpoku mOArOTOBKH OTBETHBIX MUCEM:

e C KOHKPETHOM /1aTOM UCIOJIHEHHUS], YKa3aHHOM B JOKYMEHTE, - B YKa3aHHBIA CPOK;

e B COOTBETCTBUHM C pE30JIOLUEH JUPEKTOpa M €ro 3aMeCTUTENIed Ha OCHOBaHHUM
YCTaHOBJICHHBIX CPOKOB HCIIOJIHEHUS MOPYYEHHH, 3allpoCcoB WM MO PELIEHUIO0 aBTOpa
PE30ITIOIHH.

10.3. TeKCThI OTBETHBIX MHUCEM JOHKHBI TOYHO COOTBETCTBOBATH 3a/IaHMSIM, 3a(DUKCUPOBAHHBIM B
pe3omonyy. CpoKy NOATOTOBKYA MHUIMATUBHBIX MHCEM ONPEIEISIFOTCS CaMOCTOSITEILHO aBTOPOM
MIPOEKTa MHUChMa C y4ETOM HEOOXOIMMOCTH PEIIeHUs] KOHKPETHBIX 3a7a4 U (MJIM) B COOTBETCTBHUH C
TpeOOBaHUSAMH 3aKOHOIATENLCTBA, HOPYUCHUSIMHU HETTOCPEICTBEHHOTO PYKOBOAUTEIIS.

10.4. Ilucema mevararoTcd Ha OaHKe MHCbMa 00IIE0Opa30BaTENbHON OpPraHU3alMH C YIJIOBBIM
PacroJI0KEHUEM PEKBU3UTOB.

10.5. [omonHUTENBHO K pEKBU3UTAM OlaHKa NUChbMa OpU OG(OPMIEHHUH NHUCEM B IIKOJIE
UCIIOJIB3YIOTCS CJIELYIOIINE PEKBUZHUTHI:

e ajpecar;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKA O IPUJIOKEHUHU;

e BH3Q,



e TOAMWHCH.
e OTMETKa 00 MCHOJIHUTEIE.
10.6. IIpu odopmiieHUM MUChbMa Ha ABYX U Oojiee CTpaHHUIAX BTOPas U MOCIEIAYIOUIHE CTPAaHUIIBI
HYMEPYIOTCS TOCEpEIMHE BEPXHETO TOJIS JTUCTA apaOCKUMU ITudpamu.
10.7. Ilucepma MOAMUCHIBAET TUPEKTOP MM pAOOTHUKH, YIIOJTHOMOUYEHHBIE IIPUKA30M.
10.8. Ciy»xeOHbIe 3aITUCKA
10.9. B mensix ocyliecTBIEHUS B3aUMOICHCTBUS MEXAY COTPYAHHMKaMH B paMKaxX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE IPUMEHSIOTCS CIy)eOHbIe 3amucku. Ciry>keOHbIe 3aITUCKH SBIISTFOTCS
CIPaBOYHO-UH(POPMAIIMOHHBIMU  TOKYMEHTaMU. ABTOpaMH CIIyKEOHBIX 3aMUCOK SBIISIOTCS
COTPYIHUKH 00111€00pa30BaTEIHFHON OPraHU3aIUH.
10.10. CnyxebHas 3amHucKa MOXKET COCTABIIATHCA M0 yKa3aHUIO PYKOBOJCTBA MJIHM IO MHUIIMATHUBE
KOHKPETHOTO COTPYAHHUKA.
10.11. ITpu opopmieHnu ciykeOHOM 3aucKu 0GOPMIISIOTCS CIIEAYIONINE PEKBU3UTHI:
e ajpecar;
e JlaTa IOKyMEHTA;
e HANMCHOBAHHE BU/A JOKYMECHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e OTMETKA O MPHUJIOKEHUH (TMPU HATUYHH);
e HANMEHOBAHHE JIOJDKHOCTH;
e TOAMWHCH.
10.12. CnyxeOHble 3alMCKH MOTYT CO3/1aBaThCsl Ha OyMa)KHOM HOCHTENE W (W) B AJIIEKTPOHHON

dopme.

11. loBepeHHOCTH

11.1. [oBepeHHOCTh BBIJAETCA COTPYAHUKAM IIKOJABI © OQOPMIIAETCS IO TpaBUiaM,
YCTaHOBJICHHBIM HacTosimed MHcTpykimed ans muceM, ¢ Y4€TOM TpeOOBaHUN TpaskIaHCKOTO
3akoHoJaTenbeTBa Poccniickoi denepanvivi M1 HACTOSAIIETO pa3fea.

11.2. IIpoeKT JOBEpPEHHOCTH TOJArOTABIMBACTCS W BUBUPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyAET BBIJIaHA, TOCJIC Yero mepemaarTcss B KaHIEIAPUIO U1 HANpaBJiICHUS Ha
MOATINCAaHHE.

11.3. JloBepeHHOCTh TOAMUCHIBACTCS JUPEKTOPOM HJIM JIMLOM, OCYIICCTBISIONIUM €r0
MOJTHOMOYHS (MCTIOJIHSAIOIMIUM O0SI3aHHOCTH), M CKpEIUISeTCsl TMedaThio 0011eo0pa3oBaTenbHOM
OpraHU3aINH.

12. JloroBopsl, corjiameHunsi, KOHTPAKTbI

12.1. JIoroBopsl, coriameHus, KOHTPaKTHI (Jlajee - TOrOBOPbI) MOArOTaBINBAIOTCS B COOTBETCTBUH
¢ TpeOOBAHMSIMU TPAKIAHCKOTO, TPYIOBOTO, OIOJKETHOTO M MHOTO 3aKOHOIAaTeNhcTBa Poccuiickoit
®denepay, B 3aBUCUMOCTH OT PEryJIHPYEMBIX JIOTOBOPOM NPABOOTHOIICHUH M 00s3aTelbCTB
CTOPOH.

12.2. TlpoekT poroBopa NOArOTaBIMBAECTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPAKTHBIM
YOPABISIONIAM) C yY4€TOM HEOOXOJIMMOCTH CBOEBPEMEHHOTO M KAa4eCTBEHHOTO OOECTeYeHUs
UCTIOJIHEHUS CBOMX MOJTHOMOYMM (00s13aHHOCTEH, (GYHKINI), TOTHOMOYHH HIKOJIBI B IIEJIOM.

12.3. IIpoekT poroBopa MOArOTaBIMBACTCSI OTBETCTBEHHBIM COTPYJHUKOM (KOHTPAKTHBIM
YNPaBJISAIONIM) COBMECTHO CO CHEIMAIMCTOM, K PYHKIUAM (IOJHOMOYHSIM) KOTOPOTO OTHOCHUTCS
pelieHre BOMPOCOB, SBISIOUIMXCA MPEIMETOM JOT0BOpa, WM UHBIM COTPYAHHUKOM IO MPSIMOMY
yKa3aHHUIO TUPEKTOpa 001eo0pa3oBaTeIbHON OpraHU3aliH.

12.4. Heobxonumas uisi HIOATOTOBKYU MTPOEKTa JOroBopa nHpopMalus cooupaeTcsi OTBETCTBEHHBIM
JUIIOM (KOHTPAKTHBIM YIIPABISIOUIMM) B MOpPs/IKE pabO4yero B3auMOJCHCTBUS C YYETOM IpaBUII,
YCTaHOBJIEHHBIX HacTosmed MHCcTpyknne.

13. IIpuHIMIIBI OPraHU3ALUH JOKYMEHT0000poTa



13.1. B 10KyMEHTOOO0pOTE BBIICNIAIOTCSA CIEAYIOIIUME JOKYMEHTONOTOKH: MOCTYMAroas
JOKyMeHTanusi  (BXozsiuas), OTHpaBisieMass JOKyMeHTauus  (UCXOAsIuas), BHYTPEHHSS
JIOKyMEHTAIUSI.

13.1. B cocrtaBe Bxoasumied M MCXOIAIIEH JOKYMEHTAIMM MOTYT BBIICTATHCS JTOKYMEHTHI,
MOCTYNUBIINE U3 BBIMIECTOSIIUX, MOAPSIAHBIX, MEIUIMHCKUX WU APYTUX OpraHU3aIUii, OpraHOB
MECTHOTO CaMOYIIpaBJICHUs, OOpallleHus TPaxk/1aH.

13.3. OOparmieHust TpaKAaH PETUCTPUPYIOTCS W (DOPMHUPYIOTCS B JAela OTACIBHO OT JPYTUX
JIOKyMEHTOB 00111e00pa30BaTeIbHON OpraHUu3aIliHy.

13.4. B mkoisie 10CTaBKa U OTHPABKA JOKYMEHTOB OCYLIECTBISIETCS CPEACTBAMHU MOUYTOBOM CBS3H,
AJICKTPOHHOU CBSI3U, a TAKXKE IO CHUCTEME JJIEKTPOHHOTO JOKyMeHTooOopoTa (mamee - COJI). C
MOMOIIIBIO TOYTOBOM CBSI3M B 00II€00pa30BaTENIbHYI0 OPraHU3alMI0 JOCTABISICTCS MHCHbMEHHAS
KOPPECTIOHICHIIUSI B BUIE MPOCTHIX MHUCEM, 3aKa3HBIX MHCEM, MIOYTOBBIX KapTOUEK, OaHIeposiel u
MEJIKUX MAKeTOB, a TAK)KE MeUaTHbIC U3JaHUS.

14. IlepBuuHast 00pad0TKa NOCTYNAIOIIMX JOKYMEHTOB
14.1. JloKkyMeHTBI, MOCTyNalNIME€ B MIKOJY, IMEPEJalTCd HAa PETUCTPALMIO0 CEKPETapIo
00111e00pa30BaTEIbHON OpraHU3alui U MPOXOAAT MEPBUYHYI0 00paOOTKY B JIeHb MOCTYIUICHUS,
IIpH MOCTYIJICHUH B Hepabouee BpeMs - Ha clieytomuil padbounit neHb. [1pu nepBudHoil 00paboTke
JOKYMEHTOB MpPOBEPSETCS MPaBUIBHOCTH ajpecoBaHus. OMHMOOYHO MOCTYMUBIINE JOKYMEHTHI
MEePECHUIAIOTCS 110 MPUHAAJICKHOCTH WIIM BO3BPAILAlOTCS OTIPABUTEINIO.
14.2. JlokymeHTsl, nocTynusine ¢ ormetkamu "Cpouno", "Bpyuuts HememienHo", "OnepatuBHo",
HEe3aMeUIUTEIbHO MPOXOAT NEPBUUHYI0 00paOOTKY U JOKIJIAIbIBAIOTCS IUPEKTOPY WU B CiIydae
€r0 OTCYTCTBHSI — 3aMECTUTEINIO IUPEKTOPA 0 HAIIPABJIEHUIO ACSTEIbHOCTH.
14.3. [locTynuBive TeaerpaMMbl IPUHUMAKOTCS O NOANKCH C MPOCTABIECHUEM JAaThl 1 BPEMEHH
IIPUEMA, PETUCTPUPYIOTCA IO TEM K€ ITPaBUIIaM, YTO U HCHMA.
14.4. DnekTpoHHbBIE COOOILEHUS, aAPEeCOBaHHbIE TUPEKTOPY WM HAIpPABIIEHHBIE B aJpec LIKOJIbI,
pacrneydaThIBalOTCs U JOKJIAIBIBAIOTCS IUPEKTOPY WM B CIIydae €ro OTCYTCTBUS — 3aMECTHUTEIIO
JTUPEKTOpA.
14.5. DnexTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC IEKTPOHHON MOAINUCHIO, MOoIekKaT 00paboTke Mo
MpaBWJIaM, IPEyCMOTPEHHBIM IS OCTYMaroeH (BXoAsIIen) T0KyMEeHTalllH.
14.6. IloctynuBmias (BXonsiasi) IJOKYMEHTAlLUsl paclpeleNsseTcss Ha pPETUCTpPUPYEMbIE U HE
MO/JICKAIIUE PETUCTPALIUH IOKYMEHTHI.
14.7. He nopuiexat perucTpanuu:

e TpUIJTIACUTENbHBIC, TO3APABUTEIbHbBIE MICbMA U TEJIETPAMMBI;

e OUICTHI;

e IUIAHBI U IPOTPAMMBbl CEMUHAPOB, KOHPEPEHUUH U IPYTUX MOT0OHBIX MEPOIIPHUAITHIA;

e JIOKYMEHTHl TO OyXTajTepcKoMy YYeTy, MaTepHajJbHO-TEXHHUYECKOMY OOECIEeUYeHHIO,

IJIaHOBBIE U (PUHAHCOBBIE JJOKYMEHTBI, OCTyHAloI1e 6€3 COMPOBOIUTENLHOTO MUChMA;

e pEeKIaMHbIE, KOMMEPUYECKUE MPEIJIOKEHNS, B T.U. IOCTYNHBILNE IO IEKTPOHHOMU TIOYTE;

e TII€YaTHBIC U3JAHMUS;

e IHCHbMA C IIOMETKOHN «JIMYHOM.

15. Perucrpaunms, y4eT M PacCMOTpPeHHMe PYKOBOAWTEJIEeM MOCTYNAIMUX (BXOAAIINX)
JOKYMEHTOB

15.1. TloctynuBmime (BXOISIINE) ITOKYMEHTBI PETUCTPUPYIOTCS TOJNBKO IOCIEe W TEPBHYHON
00pabOTKHU M HE3aBHCUMO OT CIIOC00a X TOCTABKH.

15.2. Peructpanus — npocTaBieHUE B HIKHEM MPABOM YTy MEPBOTO JIUCTA TOKYMEHTa OTMETKU
O TIOCTYIUICHHMH C YKa3aHHMEM [JaThbl IOCTYIUICHHUSA MW BXOJAAIICTO PETHCTPALMOHHOI'O HOMEpaA
JMOKYMEHTa ¢ o00s3aTeNbHONM 3allMChI0 B JKypHaJd PETUCTpAllMd TOCTyMaromiel (BXOASIIEH)
nokyMmeHTanuu. CTpyKTypa perucTpaliiOHHOTO HOMepa, MOCTYIAoNEero (BXOAIIero) J0KyMeHTa,
COCTOMT M3 €ro IOpAJKOBOTO HOMEpa M MHAEKca Jela 10 HOMEHKIAType Jeln
o011eo0pa3oBaTeIbHON OpraHU3aIiy.



15.3. Peructpanus BceX NOCTYNMBIIMX (BXOAAIIMX) JOKYMEHTOB IPOU3BOAMTCA B Ipeesax
o01Iero JAOKyMEHTONOTOKa. JIOKyMEHTBI, MOCTYNHUBIIME B LIKOJY MO KaHajlaM (haKCUMMIBbHOU
CBsI3U, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOIIIEM MOPSIIKE.
Texct mnoctynuBiied TenedOHOrpaMMbl —3alUCBIBACTCS B JKypHaJle pPETUCTpalluu
Tesie(hOHOTPaMM U TeYaTaeTcs Ha JIMCTe OyMaru Jis epeiadd Ha pacCMOTpPEHHE.
15.4. Tloctynatoiue (BXOIAIIME) TOKYMEHTHI IIEPEIAIOTCS Ha pACCMOTPEHNE PYKOBOJCTBY TOJIBKO
1I0CJIE UX PETUCTPALUU U MPEABAPUTEIBHOIO PACCMOTPEHHS.
15.5. JlokyMeHThl, MOCTYNUBIIME B 00I€00pa30BaTEbHYIO0 OpraHU3alfio, 0 BOIpOcaMm, He
TPeOYIOLMM pPAacCCMOTPEHHUS JAUPEKTOpa, HANpaBISIOTCS PAaOOTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOCTBO HIKOJIBI HEMTOCPEACTBEHHO UCTIOIHUTEIO 3a1poca.
15.6. JlupekTop B pe30JIIOLUH ONPENEISAET UL, OTBETCTBEHHBIX 33 UCIIOJHEHUE IOKYMEHTA, U JAET
UM nopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a JIEJIONPOU3BOJICTBO IIKOJBI MEpeaeT JOKYMEHT Ha
UCIIOJTHEHHE.
15.7. TlonmMHHUK TOKYMEHTa C PE30JIONUEH PyKOBOAUTEINS 00IIeo0pa3oBaTeIbHON OpraHUu3aIiN
HaIPaBJIAETCS UCTIOTHUTEIIIO.
15.8. Ilpy Hamuuuu HECKOJIBKUX WCIIOJHUTENICH NOJJIMHHUK JOKYMEHTa IepeNacTcss TOMY
UCIIOJIHUTEN0, KOTOPbII B COOTBETCTBMM C YKa3aHUSAMU [0 HCIOJHEHUIO SBISIETCA
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJIHUTENHN MOJTy4atoT KOMUIO JOKYMEHTA.
15.9. IlomyiMHHUK AOKyMEHTa, KOTOPBIM MCIIONHSIETCS HECKOJBKMMM AOKHOCTHBIMHU JIMIAMM,
MOJIy4aeT OTBETCTBEHHBIN UCIIONHUTENb. OCTaIbHBIM HCTIOHUTENSIM MEPEAAI0TCsI KOUU.
15.10. U3roroBneHue Komui MAOKyMEHTa [UIsl IEpeladd COMCIOJIHHUTENSAM OCYIIECTBISAETCS
cekperapem o011e00pa3oBaTeIbHON OpraHU3aIIHH.
15.11. Pe3omtonust COIEPIKUT:_
e yKa3aHM€ IO HCIOJHEHHUIO, Ccojepkallee KpaTkoe ONHUCaHue HEOOXOAUMOro s
VCIIOJIHEHUS IEHCTBUS;
e yKa3aHME Ha CpOK, B TEUEHUE KOTOPOro JHOO OO0 HCTEYEHHUS KOTOPOro HEOOXOIUMO
VCIIOJIHUTH MPEANMCAHHOE JIEHCTBUE;
e JIMYHYIO MOJINKCH aBTOPA PE30JIOLUY;
e  JIaTy NIPOCTABJICHUS PE3OJIIOLUH.
15.12. Vka3aHue Ha CpPOK, B TE€YEHHE KOTOPOTO JUOO 1O HCTEYCHHUS KOTOPOTO HEOOXOIUMO
UCIIOJIHUTh MPEANNCAHHOE AEMCTBHE, MOXET HE BBIPAXXKATbCd KOHKPETHOM NaTOM M coAepxkaTb
BBIPKECHMS: "'B YCTAHOBJICHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3omorus numiercss Ha CBOOOIHOM OT PEKBH3UTOB MECTE IEPBOTO JIUCTA JOKYMEHTA.
15.14. B ciyuae, koraa pe3oonus aJpecoBaHa HECKOJIBKUM COTPYAHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JOKYMEHTa B IIEJIOM SIBJISIETCS COTPYIHHUK, YKa3aHHBIA NEpBbIM (BEpXHHUM), JHOO
COTPYJIHUK, B OTHOIIIEHUH KOTOPOTO CJIeJIaHa IOMETKA O TOM, UTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranusanus paéoTsl ¢ OTHPABJIAsIeMbIMH (MCXOASIIUMHU) JOKYMEHTAMU

16.1. [Jlo mpenocraBiieHUs] TMPOEKTa OTHPABIIEMOro (MCXOMAILIET0) JOKyMEHTa Ha TOJIMHCH
JUPEKTOPY WU WHOMY YIOJHOMOYEHHOMY B YCTAaHOBJICHHOM IOpSIKE Ha MOJIMUCAHHUE JIHILY
OCHOBHOH HCITOJTHUTENb IMPOBEPSIET MPaBUIBHOCTh O(QOPMIICHHS OTIIPABISAEMOIO (MCXOISIIETO)
JIOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTosmed NHcTpykuuu.

16.2. IIpu MOAroTOBKE OTIPABIAEMOIO (MCXOMAIIET0) JTOKYMEHTAa KaK OTBETa Ha MOCTYIHUBIIMH
(BXOAsIIM) JOKYMEHT MCIIOJHUTENb NPUKIAIBIBAET K IMOATOTOBICHHOMY MPOEKTY BXOISILIUI
JIOKYMEHT.

16.3. IIpoeKThl OTIpaBIsieMbIX (MCXOIAIINX) TOKYMEHTOB C YIETOM COOIOZICHUSI YCTAaHOBJICHHOTO
B PE30JIIOLIMM CpPOKA HCIIOJIHEHUS MEPENAlOTCs OTBETCTBEHHBIM HCIOJIHUTENEM B OTIEIN
JIEJIONPOU3BOCTBA (KAHLIETSPUS, CEKPETaph) IIKOJIbI JJIsl HAlpaBJIeHUS Ha MOANNUCAHUE.

16.4. TloamucaHHble OTIpaBisieMble (MCXOMAIIME) JIOKYMEHTBI, MepearoTcs pPabOTHUKY
OTBETCTBEHHOMY  3a  JIeJIONPOU3BOJICTBO  IIKOJBI, KOTOPBIH  OCYIIECTBISET  IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBHS KOJMUYECTBA D3K3EMIUIIPOB OTIPABISIEMOrO (MCXOMSAILIETO)



JIOKYMEHTa CIIUCKY PpAacCBhUIKM, a TakKe MpPaBUIBHOCTh O(OPMIICHUS JOKYMEHTa COTJIAacHO
HACTOSLIEH UHCTPYKIIUH.
16.5. B ciydyae HapylmieHHMS KOMIUIEKTHOCTH WJIM COOTBETCTBMSI KOJIMYECTBA, a TAKXKE
MPaBWIBHOCTH O(OPMIICHUS JIOKYMEHTa COIJIACHO HACTOSIIeH WHCTPYKIMH OTIIpaBisieMble
(ucxosmme) JTOKYMEHTBHl  HE3aMEIJIMTENIbHO  BO3BpALIalOTCd  pabOTHUKAMU  KaHUENIAPHH
OTBETCTBEHHOMY HCIOJHHUTENIO0 WM B CIy4yae OTCYTCTBUSI OTBETCTBEHHOI'O HCIOJIHHUTENS €ro
HEINOCPEICTBEHHOMY PYKOBOAMTENIO AJIsl yCTPAaHEHMsI HAPYILEHUIA.
16.6. JlokyMeHTBl MOCJ€ WX MOAMHCAHUSA IUPEKTOPOM MM HHBIM YIOJTHOMOYEHHBIM JIHIIOM
nepeaaTes B KaHIEISPUIo 00111e00pa30BaTeIbHOM OpraHu3aIiy Ul PErUCTPallii U OTIIPaBKH.
16.7. Peructpamusi OTOpaBsieMbIX (UCXOASIINX) JOKYMEHTOB OCYIIECTBIISIETCS TTOCIIE TIPOBEICHUS
pabOTHHKaMU KaHIIETSPUH, OTBETCTBEHHBIMH 3a JICJIONPOU3BOJICTBO, MPOBEPKU KOMIUIEKTHOCTU U
COOTBETCTBHUSI KOJIMYECTBA SK3EMIUISIPOB, a TaKKe MPaBUIBHOCTH OPOPMIICHHS OTIPABISEMOTO
(McxofsIIero) JOKyMeHTa.
16.8. Peructpamusa co3gaBaeMbIX JOKYMEHTOB OCYHIECTBISETCS B JI€Hb IOANUCAHUS WIH
YTBEpKICHHS MO0 Ha CIeyIoInii pabounii 1eHb.
16.9. CBeeHUs O perucTPUPYEMbIX OTIPABISAEMbIX (MCXOSAIIMX) JOKYMEHTaX BHOCSATCS B JKypHal
perucTpanyy OTHpaBIieMon (MCXOASIIEH) TOKyMEHTALINH.
16.10. PeructpaunoHHbI HOMEpP U JaTa OTHPABISAEMOTro (MCXO/SIIIET0) JOKYMEHTA MPOCTABIISIOTCS
Ha TOJJMHHHUKE JOKYMEHTa B PEKBMU3UTaxX OJlaHKa M Ha SK3eMIULIpe, OCTaloIeMcs B Jeje
o011eo0pa3oBaTeIbHON OpraHU3aIiy.
16.11. CtpykTypa perucTpallMOHHOIO HOMEpa OTIPABIAEMOro (MCXOSAIIEr0) JOKYMEHTa COCTOUT
W3 €ro MopsIKOBOTr0 HOMEpa U MHAEKca Jieja [0 HOMEHKJIaType JIel IIKOJIbI.
16.12. OtnpaBka JOKYMEHTOB IPOU3BOJUTCS LIEHTPAIU30BAHHO pPAOOTHUKAMM KaHLEIAPHH
LIKOJIbI, KOTOpbIE MPOU3BOJAT UX COPTHPOBKY IO crocoOy OTIpaBieHus (IpocTasi, 3aKa3Has,
MEXTYHApOaHAs U Jp.).
16.13. IIucbma, TenerpaMMsbl, OTKPBITKH, OaHJEPOJIH U TIeYaTHBIE W3/IaHUs OTIIPABIISIFOTCS IOYTOM.
daxcorpamMmbl 1 Tesie(hOHOTpaMMBI ITEpeIatoTCs 10 KaHajdaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTIPABIAIOTCS C O(PHUIMATIBLHOTO MOYTOBOTIO 3JIEKTPOHHOIO
azpeca o011e00pa30BaTEIbHON OpraHnu3aIug.
16.15. Ilucema, TenerpaMmmbl, OTKPBITKH, OaHIEPOIIH, (pakCcOrpaMMBbl, 3JIEKTPOHHBIE COOOIICHHUSI, HE
CBsI3aHHBIE C paboueil e TeTbHOCTHIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JIoKkyMeHTBI, OTIPABIIIEMBIE CPEACTBAMYU ITOYTOBOM CBSA3HM MPOXOJIAT:

e  YIAKOBKY;

e ajpecoBaHue (MpU HANPABJICHUHU JTOKyMeHTa Oosee 4eM B 4 ajgpeca) — B COOTBETCTBUU C

yKa3aTeJaeM pacChlIKU, Ha KaKJOM K3EMIUIAPE MMCbMa YKa3bIBAETCS TOJIBKO OAMH aJpecar.

e TPOCTaBJIEHUE CTOMMOCTU MOYTOBBIX YCIIYT;

e Iiepeiauy B IOYTOBOE OTAEIEHHUE CBSI3H.
16.17. Ilpu NOArOTOBKE M OTHpPaBKE MUCEM HEOOXOJUMO YUYHUTHIBATh MpaBUA, YCTaHOBJICHHBIE
nprka3oM MuHHCTEPCTBA CBSI3M U MaccoBbIX KOMMyHHKaMid P® ot 31 utons 2014 r. N 234 "O6
yTBepkaeHnH [IpaBuir oka3aHus yciIyT MOYTOBOU CBSI3H".
16.18. JIokyMeHTBI, OTIPaBIsIEMbIE CPEACTBAMU MTOUYTOBOM CBSI3U B OJIMH aJPEC, BKJIA/BIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmme AOKyMEHTHI, NpeAHAa3HAYCHHbIC Ui OTIPABKH CPeICTBAMM (DaKCHMUIIbHOM
CBSI3H, OTIPABJISIOTCS paOOTHUKAMM KaHILIENSpUH 00111e00pa30BaTeIbHOM OpraHu3aluy.

17. Pa3pa0doTka 4 BeleHrMe HOMEHKJIATYPbI 1]

17.1. JlokymeHTanbHBINA (POH MIKOJIBI — COBOKYITHOCTH IOKYMEHTOB, 00pa3yIOIINXCs B TpoIecce
€ro JeATCIIbHOCTH. JIOKYMGHTaHBHBIﬁ (1)0H)I IOKOJIBI COCTaBJIAIOT AOKYMCHTBI, CO3JaHHBIC B
o0mieo0pa3oBaTeIbHONM OpTraHM3allMd W TIOJYYCHHBIE €I0 B pe3ysibTare B3aUMOJCUCTBUS C
opraHaMy TOCYJAapCTBEHHOH BJIACTH, OpraHaMHd MECTHOTO CaMOYTPABIICHHS, FOPUIMYECKUMU U
(bU3NYECKUMU JTUIIAMHU.



17.2. HomeHnknaTypa Aen SBISETCS OCHOBOW (pOPMHUPOBAHUS TOKYMEHTAIbHOTO (OHJA LIKOJBI U
Mpe/ICTaBIsIeT COOOW CHUCTEMaTHU3UPOBAHHBIM IEepevYeHb 3aroioBKOB (HAaMMEHOBAHUN) Jed,
3aBOJJUMBIX B IIKOJIE, C YKa3aHHEM CPOKOB HMX XpaHEHHUs, U O(GOPMIICHHBIH B COOTBETCTBUHU C
MPaBOBBIMU aKTaMH, PEKOMEHAAIMSIMHA W METOJUYECKHMH YKa3aHUSAMH oOpraHoB Poccuiickoi
Odenepalyiv, YNOJTHOMOYECHHBIX B Cdepe TOoCyAapCTBEHHOTO YIIPABJICHUS AapXUBHBIM JEIIOM,
JIEJIONPOU3BOCTBA U JOKYMEHTO000pOTA.
17.3. HomeHknatypa Ael COCTaBIsAETCS Ha OCHOBE U3YUYEHUS MOJIOKEHUN, HMHCTPYKIUI U TIpaBui, a
TaKkKe JAPYIHX JIOKYMEHTOB, pEIIAMCHTHPYIOMUX JEATEILHOCTh  00IIe00pa3oBaTEIbHOM
OpraHu3alli, a TaKKe HOMEHKIATyp /el 3a MPeAlIeCTBYIONIME TOJIbl U JIOKYMEHTOB,
00pa3yrommxcs B ISATeTLHOCTH 00111e00pa30BaTeIbHON OpraHU3aIlHiH.
17.4. HomeHkiiatypa Jen KCHONB3YEeTCS Al TPYNIUPOBKM HMCHOJHEHHBIX JOKYMEHTOB B Jiefa,
CHCTEMaTH3aIiH U y4eTa JIeJl, OTPE/IEICHUS CPOKOB UX XPAHEHHUS U TIOUCKA JOKYMEHTOB, SIBJISIETCS
OCHOBOM ISl COCTAaBJICHUS OMHCEH el TOCTOSTHHOTO U BpeMeHHOTro (cBbiiie 10 jeT) XxpaHeHus, a
TaKKe 715 yueTa Jien BpeMeHHoro (10 10 jieT BKIIIOYUTENIbHO) XpaHEHUS.
17.5. HoMeHknarypa ies1 BBOJUTCS B ICHCTBUE MPUKA30M T10 IIKOJIE.
17.6. HoMeHKnaTypa JieJ1 TOTOBUTCA B TPEX IK3EMILISpax:

e I IOMEUICHUSI B HOMEHKIIATYPHOE JIEJI0 U TOCTOSIHHOTO XPaHEHUS;

e JUIS UCTIONB30BAaHUS B pabOTE OTICIOM JEIONPON3BOICTBA (KaHIIETIIpUEH);

e JUIA XpAaHEHHS B aPXMBE LIKOJIBI.
17.7. I3 HOMEHKJIATyphl [IeJ IIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE AEJONPOM3BOIACTBA
O(QOPMIISIFOTCSI BBIMUCKH JUIS KaKIOTO W3 TMOApA3IelCHUd W OTIENOB 00IIeo0pa3oBaTenbHOM
OpraHu3aIy.

18. @opmupoBanue aeJ U UX Tekyliee xpaHenue. IloaAroroBka 10KyMeHTOB M /eI K Iepeaaye
HA apXHBHOE XpaHeHHe

18.1. ®opmupoBanue aeia — TPYNINUPOBKA UCIOTHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATypoOi Jien o011eo0pazoBaTeIbHON OpraHu3allii U CUCTEMaTH3alus JOKYMEHTOB BHYTPH
Jena.

18.2. [lena co nHA MX 3aBEEHUS 10 NEPEJadyd B apXUB IIKOJIbI UM HA YHUUYTOKEHUE XPAHATCSA 110
MeCTy UX (OPMUPOBAHUS.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHHUCTPATUBHO-XO3SMCTBEHHOH, Y4eOHO-BOCIHUTATEIbHOM
JESTeNIbHOCTH IIKOJIbl, TPYIIUPYIOTCS OTAEIBHO OT NMPUKA30B M0 JUYHOMY COCTaBy PabOOTHHKOB U
0 JINYHOMY cOCTaBy 0oOyuaromuxcs (yJamuxcs/BOCIIUTaHHUKOB).

18.4. Ilepenmcka rpynmupyercs 3a IMEpHOJ KaJeHIApHOTO TroJa W CHUCTEMaTHU3UPYETCS B
XPOHOJIOTUYECKON MOCIIEA0BATEIBHOCTH.

18.5. IIpoBepka HanU4Ms U COCTOSIHUSA TOKYMEHTOB U €I TPOBOJUTCA IPU NEPEMEILICHUH JIET, TIPH
BO3BpATE JIe, IPU pEeOpraHu3alliy WK JUKBUAALUHN 00111e00pa3oBaTeIbHOI OpraHu3aluu.

18.6. B apxuB o00meoOpa3oBaTeIbHONW OpraHu3anuu (Jajee - apxuB) TMepenalTcs Iena
HOCTOSIHHOTO, BpeMeHHOTo (cBbIlIe 10 JeT) CpOKOB XpaHEHUs U 110 JINYHOMY COCTaBy uepes 3 roja
ocJie Toa, B KOTOPOM JTOKYMEHTHI ObLIM IOMEIIEHBI B J€JI0 Ha XpaHEHHE.

18.7. Ilepenaya TOKYMEHTOB B apXUB IMPOU3BOAUTCS 110 YTBEPKAECHHBIM OIUCAM JEII.

18.8. IloarotoBka NTOKYMEHTOB M €1 K I€pelade Ha apXMBHOE XPAaHEHHE M HAa YHMUYTOXKECHHUE
IIPEyCMaTPUBAET:

e OKCIEPTHU3Y LIEHHOCTHU JJOKYMEHTOB;

e  COCTaBJICHHE ONMCEN €I IO Pe3yJIbTaTaM 3KCIEPTU3bI UX LIECHHOCTH;

e odopmieHue ae;

e COCTaBJICHHE aKTOB Ha YHUYTO)KEHUE JOKYMEHTOB U €I C UCTEKIINMHU CPOKaMHU XpaHEHUS.
18.9. DkcnepTr3a NEHHOCTH TOKYMEHTOB IIOCTOSSHHOTO M BPEMEHHOT'O XPAaHEHHUs OCYILECTBIIAETCS
©KErofHO JIMLIOM (JIHMIIaMH), HAa3HAYEHHBIM IPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHHUE.

18.10. B neno nomemaercs He 6osiee 250 nucTOB (TOMIIMHA JIea IPU ITOM COCTaBIIseT He Oojee 4
cMm). [Ipu GonpIIoM KoONMMYECTBE JOKYMEHTOB (DOpMHUPYIOTCS ToMa (dactu) nena. BHyTpu nena



JIOKYMEHTBI PacloyiararoTcs B XPOHOJIOTMUECKOM IOPSIKE B COOTBETCTBUHM C ONHUChIO. B nena
MOMEIAI0TCS TOJBKO UCTIOJIHEHHbIE, TPaBUIILHO OPOPMIIEHHBIE JOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpH J€ja pPAcIoIaraloTCsl CBEPXY BHU3 B XPOHOJOTMYECKOW, BOIPOCHO-
JIOTUYECKON  TOCIEOBAaTEIbHOCTH WJIM HX COuYeTaHUM. PacnopsauTenbHble JIOKYMEHTHI
IPYyIIHUPYIOTCS B I€a 0 BUAAM U XPOHOJIOTUH C OTHOCALIUMHUCS K HUM IPUIIOKECHUSIMH.

18.12. JInunble KapTOUYKU paOOTHUKOB (POPMUPYIOTCS B JIEJI0 O andaBuTy haMUIHil.

18.13. Odopmienue xaena mnpeaycMmarpuBaeT: OQOpPMIICHHE PEKBU3UTOB OOJIOXKKM Jena o
YCTaHOBJICHHON (opMe; HyMepalHio JMCTOB B Jelie KapaHJalloM B BEpPXHEM IpPaBOM YIIIy;
COCTaBJICHUE BHYTPEHHEH OMMCU JJOKYMEHTOB JieNa, MOANIMBKY M HeperuieT Aena. JIuct 60abioro
¢dopMmaTa, MONUIMTHIA 3a OAMH Kpail, HyMepyercs Kak OJWH JIUCT B TPaBOM BEpXHEM YIIy.
JIOKyMeHTBI ¢ COOCTBEHHOW Hymepaliel JUCTOB, B TOM YHMCIIE MeYaTHbIC W3/JaHHs, HyMEpYIOTCS B
o01eM mopsizKe.

18.14. JIucTel femn, COCTOSIIMX U3 HECKOJIBKUX TOMOB MJIM 4acTel, HyMEPYIOTCS IO KaXI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Ilocne 3aBepuieHMs] HyMepalUH JIMCTOB COCTABIIAECTCS 3aBEpUTEIbHAs HAANMUCH, KOTOpas
pacnojaraercsi B KOHIIE Jiefia. 3aBepuTeNbHas HAMUCh COCTABIIAETCS B JeJie Ha OT/AEIbHOM JIUCTe-
3aBepUTEIE Jea.

18.16. B 3aBeputenpHONM Haamucu uUpaMu U MPOMHCHIO YKa3bIBACTCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiesie.  3aBEpUTENbHAs HAANUCh IOJNMUCBIBAETCS €€ COCTABUTEIEM C YKa3aHHEM
pacmiupoBKK TMOANUCH, JOHKHOCTH M JAaThl cocTaBieHus. KoiumdecTBo JHCTOB B jene
HpOCTaBIISIETCS Ha 00JI0XKKE J1e1a B COOTBETCTBUH C UTOTOBOM HA/MUCHIO.

18.17. PexBu3utT "cpok xpaHeHHs nena" MEPEHOCHUTCS Ha OOJIOKKY Jiejla U3 COOTBETCTBYIOIICH
HOMEHKJIATypbl €]l MOCJE CBEPKH €r0 CO CPOKOM XPAaHEHHs, YKa3aHHBIM B IEPEYHE THUIIOBBIX
JIOKYMEHTOB MJIU B ME€pEeUHE IOKyMEHTOB, 00pa3yIoluXcs B ACSITEIbHOCTH (eiepalbHOIO OpraHa,
C YKa3aHHEM CPOKOB XPAaHEHUS.

18.18. Ha nemax mocTOAHHOro XpaHeHust nuuieTcs: " XpaHUTh IOCTOSTHHO".

18.19. Ilpuem nen nmpom3BOAUTCS COTPYAHHUKOM, YIOJHOMOYEHHBIM Ha BEJCHHUE IESATEIBHOCTH
apxuBa, C MPOCTABJIEHUEM B JIBYX IK3EMIUIIpaxX OMUCH JIeJI OTMETOK O HaJIMYMU KaXKJoro jgena (Ha
KaXJIOM 9K3eMIUISIpe ONMUCH YKa3bIBACTCS KOJIMUYECTBO (DAaKTUUECKU MPUHATHIX JIeN, JaTa mpuema-
nepeiayu Jien, a TaKkkKe MOANUCH apXUBUCTA U COTPYAHMKA, ITepeIaBIIero Aena.

19. 3aka04yuTeJIbHbIE TOJI0KEHUSI

19.1. Hacrosimass MTHCTpYyKIust IO I€JONPOU3BOJICTBY SIBJISETCS JOKAIbHBIM HOPMATUBHBIM aKTOM
0011e00pa3oBaTeIbHONM  OpraHW3aluK, NpuHUMaeTcs Ha OOmemM coOpaHuu paOOTHUKOB U
yTBEpKAaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M IUPEKTOpa 00111e00pa3oBaTEIbHON OpraHnu3alllu.

19.2. Bce u3meHeHMs] M JONOJHEHUS, BHOCUMbIE B HacToslryio MHCTpykuuio, ohpopMiIsIOTCS B
NUChMEHHOU (hOpMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOAATeNLCTBOM Poccuiickoit denepanuu.
19.3. MHCTpyKIMS MO AEIONPOU3BOJCTBY B IIKOJE MPUHUMAETCS HA HEOMPENCIICHHBIM CpOK.
N3menenusa u nonosnHenuss Kk MHCTpyKIMM MPUHUMAIOTCS B MOPSAKE, MPEIycMOTpeHHOM 11.19.1.
Hacrosen MuacTpykiuu.

19.4. Tlocne mpunsaTHS WHCTpYKIUU (WJIM W3MEHEHUH W JOTONHEHUN OTAETBHBIX MYHKTOB H
paszenoB) B HOBOM peJaKIMK MPEAbIIyIIas peJaKIis aBTOMaTHIECKH yTPAauyuBaeT CUITY.



Ilpunoscenue No |

IIpaBuia
o(popMJIeHHS PEKBU3UTOB I0OKYMEHTOB

1. Jlns TOATrOTOBKM JOKYMEHTOB NPUMEHSIETCS TEKCTOBBIM pelakTop, oOecrnednBaroIni
TpeGoBaHus rpaduuecKoro BOCIIPON3BEICHNS PEKBIU3UTOB JTIOKYMEHTA.

2. Buger u pasmepsl ucnonbdyeMbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HAM.

3. Ilpu moxaroroBke TEKCTOB B TalOnMuax, uid oOecneueHHs Jydlled YUTaeMOCTH JIaHHbIX,
JI0ITycKaeTcst mpuMeHenue mpuToB Buaa Arial, pasmepos 12,13.

4. Jnana3oH UCHOJIb3yEMBIX MEXITYyCTPOUHBIX HHTEPBAJIOB: OT OAMHAPHOTO JI0 MOJIYTOPHOTO.

5. AG3anHblil OTCTYN TEKCTa JOKyMeHTa - 1,25 cM.

6. 3aroJOBKM pa3/esioB M MOAPA3EIIOB MeYaTatoTcs ¢ a03alHbIM OTCTYIIOM WIJIM LIEHTPUPYIOTCS 110
HMIMPUHE TEKCTA.

7. MHOrocTpoYHblE€ PEKBU3UTHI IMEYATAIOTCS 4Yepe3 OJUH MEXCTPOUYHBI HMHTEpBaj, COCTAaBHBIE
YaCcTH PEKBU3UTOB OTJEISIOTCS JONOTHUTEIBHBIM HHTEPBAJIOM.

8. Ecm JOKyMEHT IOTOBMTCS Ul M3JIaHHMsI C YMEHbIIEHHEM MacliTada, TeKCT IedaTaeTcs yepes
JIBa MHTEpBaa.

9. UnTtepBan Mexxay OykBaMu B cJI0Bax - 0ObIYHbIN. IHTEpBas MeX Iy clloBaMHU - OAMH MpoOell.

10. TexcT nOKyMEHTa BBIPABHUBAETCS 110 IIMPHUHE JIUCTA (110 TPaHUIIAM JIEBOTO U MPaBOro MOJeH
JIOKYMEHTA).

11. /InuHa camoi JIMHHOM CTPOKM PEKBU3UTA MPHU YIJIOBOM PACIOJIOKEHUU PEKBU3UTOB HE OoJee
7,5 cMm.

12. lnuHa camMoO# JUIMHHOW CTPOKM PEKBU3HTA IMPH MPOJOJIEHOM PACHOJIO0KEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kox dhopMbI TIoKyMeHTa

Kox dopmbl mokyMeHTa mpocTaBiIsieTcsl Ha YHH(PHUIMPOBAHHBIX (OpMax JOKYMEHTOB, B OCHOBHOM
UCIIONB3YEMBIX B KaJpPOBOM JOKYMEHTOOOOpOTE MIKOJNbL. Pacmomaraercss kox ¢opMbl B MpaBoM
BEPXHEM YNy paboyero mnoss JOKyMeHTa, cocTouT u3 cioB "dopma mno" (HauMeHOBaHHE
Kiaccudukaropa) u udpoBoro Koja.

Ilpumep - @opma no OKY][ 0301001.

14. HauMeHOBaHNE IITIKOJIBI

HaumenoBanme mIKOdBI JOHKHO COOTBETCTBOBATH HAWMEHOBAHHMIO FOPHUIUYECKOrO JIMIIA,
3aKpPEIUICHHOMY B €TI0  YYpPEeIHMTEIbHBIX JOKyMeHTax (YcraBe o00meo0pa3oBaTenbHON
opraam3anun). [lo HanMeHOBaHUEM IIKOJIBI B CKOOKAX YKa3bIBACTCS COKPAIICHHOEC HANMEHOBAHHE
0011e00pa3oBaTeIbHON OpraHU3aIiH.

Han nanMeHOBaHMEM IIKOJIBI - YKa3bIBACTCS MOJHOE HAMMEHOBAHUE BBIIIECTOSIIEH OpraHu3aIiu.

15. CripaBoYHBI€ JIaHHBIE O MIKOJIE

CrpaBouHble JaHHBIE O IIKOJIE BKIIIOYAIOT B ceOsi: MOYTOBBIM agpec, HoMmepa TenedoHa, dakca,
azpec AJIEKTpOHHOM mouThl, koj Iwmkoasl 1no OKIIO (mpocraBmsierca mno OOmepoccuiickomy
KJIaCCU(UKATOPY MPEANPUATUN U OpraHMU3allHii), OCHOBHOM rOCYJapCTBEHHBIN perucTpaliioHHbIH
Homep (OI'PH), nneHTHUKAIMOHHBI HOMEp HAJIOTOIUIATEIIBIIUKA/KOI TPUYHNHBI IIOCTAHOBKH HA
HajoroBeii yuet (MHH/KIIIT).

16. HaumeHoBanue Bua JIOKYMEHTa




PexBusut ncnonb3yercs Uid yKasaHMs BUJAa JOKyMEHTa M pAacIoyiara€Tcsl MOJ PEKBU3UTOM
«HaUMEHOBaHHE o001Ie00pa3oBaTenbHON opraHuzanum». HammeHoBaHuMe BHIa JOKYMEHTa He
YKa3bIBAa€TCs B MHCbMaXx.

17. laTa toKymMeHTa

Jlatoil nokyMeHTa sIBIsieTcs JaTa ero MnoanucaHus (IpuKas, MUCbMO, 3alMcKa, akT u Jp.),
YTBEPKACHUSI (MHCTPYKLMS, TOJOXKEHHE, MpaBuia, perjaMeHT, IUIaH, OTYeT M JAp.), COObITHS,
3a(pUKCHPOBAHHOIO B IOKyMEHTE (IIPOTOKOJI).

Jlata nOKyMeHTa HpOCTaBISIETCA JOHKHOCTHBIM JIMIIOM, MOAMMCHIBAIOIIUM MM YTBEPIKAAIOIIUM
JNOKYMEHT, WJIH @pH PETUCTpPAllMM JOKYMEHTA, WM HENOCPEACTBEHHO COCTaBUTENIEM IIPU
MOATOTOBKE JOKYMEHTA (ciy>keOHast 3amucKa, 3asiBJICHUE U JIp.).

JIOKyMeHTBI, U371aBaeéMbleé COBMECTHO C JPYTUMH OpraHM3alUsMHU JOJKHBI UMETh OJHY (€AMHYIO)
nary.

Jaty nokyMeHTa oopMIISIOT apabckuMu MdpamMy B HOCIEI0BATEINbHOCTH:

e JIeHb Mecsla, Mmecdll, rof. [leHb mecsma u Mecan opopMISIIOT JByMs Mapamu apabCKHuX
mudp, pasfgeNeHHBIMH TOYKOW; TOA - 4YeThIpbMs apabckuMu IMdpamu, Hampumep:
01.12.2017. BykBa "r" mocine udp He CTaBUTCSL.

e IIpU CIOBeCHO-IIM(PpoBOM crmocobe ohopMiIeHUs AaThl JEHb MeECAa YKa3bIBaeTCs Mapoi
apaOckux mudp, ToA YeThIpbMs apadcKkuMu 1udppamu, Hanpumep: 12 nexadps 2017 r.

18. PerncrparmnoHHLINA HOMEpP JOKYMEHTA

PerucrpanmoHHbi HOMEP JOKYMEHTA MPOCTABIISIETCA B COOTBETCTBUU C CHCTEMOM PETHUCTPALINH,
MIPUHATOH B IIKOJIE.

PeructparimonHbiii HOMep MPUCBAUBAETCS TIOKYMEHTY TIOCJIE €T0 MOANUCaHuUs (YTBEPKICHUS).
CchUlKa Ha pErucTpallMOHHbIA HOMEP U JIaTy JOKYMEHTA

Ccbuika Ha UCXOJSAIINI HOMEp U JaTy JOKYMEHTa aJpecaHTa BKIIOYAeT B ce0sl perucTpaiiOHHBIH
HOMEp | JIaTy JTOKYMEHTa, Ha KOTOPBIN JOKEH OBITh JaH OTBET.

19. Mecro cocTaBinenus (M3aHus) JOKYMEHTa
MecTo cocTaBleHHs UM U3JIaHUsI TOKYMEHTa - "Topof ..." - yKa3pIBaeTcsl Ha OJIaHKax MPOTOKOJIOB
1 aKTOB, COCTaBJISIEMBIX B 00II€00pa30BaTEILHON OPraHU3aIlUH.

20. Anpecar

B pexBusute "Anpecatr" ucnonb3yrorcs oduipanbHble HAMMEHOBAHUS OPTaHOB I'OCYIapCTBEHHOM
Y HCIOJHUTEIbHON BIIACTH, OPraHOB MECTHOTO CaMOYIIpaBJIeHHs, opraHuzauuid. Jlomyckaercs
UCIIOJIb30BaTh O(PHIIMAIBHO MPUHATHIE COKpAIIEHHbIE HAMMEHOBAHHS OPTaHOB TOCYAApCTBEHHOM U
WCIIOJIHUTEJILHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYIIPaBJIEHUS, OpraHU3alUH.

[Ipn agpecoBaHMM NOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMILy HMHHULHUANBlI CTaBATCA IOCIE
bammun.

Ipumep - Pykosooumenio OO0 « Cmpoumeinsy
Damunus U.0.

PexBu3ut "anpecat" mpocTaBisieTcs B BEpXHEH MpaBoi 4acTW JOKyMEHTa (Ha OJlaHKE C YIJIOBBIM
pacHojio’)KeHUEM pEKBM3UTOB) WJIM ClpaBa MOJ pPEKBU3UTaMH OylaHKa (MpU MPOJOIBHOM
pacroyio)keHUN pPeKBU3UTOB OnaHka). CTpokM pekBuU3MTa "aapecar" BBHIPABHUBAIOTCS IO JICBOMY
Kparo WIHA LHEHTPYIOTCA OTHOCUTEIBHO CaMOM JINIMHHOM CTPOKH.

[Ipu agpecoBaHuM JOKyMeHTa 0O€3 yKazaHUS JIOJDKHOCTHOTO JIMIIA HAaUMEHOBAHMS aJpecaToB
MUITYTCS B UMEHUTEIFHOM MaJIeXe, HalpuMep:

Opeanvl cmamucmuxu 2opooa Mockevl



[Ipu angpecoBaHWUM JOKYMEHTa PYKOBOJUTENIO OpraHU3allid HAWMMEHOBAaHUE JIOJDKHOCTH
YKa3bIBAETCS B JIATEIIHHOM TaJIe)Ke, HAPUMED:

TI'enepanvruomy oupexmopy OOO «H3z0anue»

Damunus 1. 0.

[TouroBeIii aapec HE YKa3blBaeTCsd B JIOKYMEHTaX, HANpPaBIsEMbIX B BBICIIME OPTaHbI
rOCYapCTBEHHOW BIIACTH, (eIepabHBIC OPTaHbl UCTIOJHUTEILHOM BIACTH W X TEPPUTOPHAITEHEIC
OpraHbl, OPraHbl TOCYAAPCTBEHHON U UCTIOTHUTEIHHOM BIACTH, TOCTOSI MHBIM KOPPECTIOHICHTAM.
[Tpu angpecoBaHWM MHCHMa B OPTaHHU3AIMIO YKA3BIBAIOT €€ HANMEHOBAHUE, 3aTEM MTOUYTOBBIN ajpec,
HanpuMep:

T'ocyoapcmeennoe  yupexcoenue  Bcepocculickuii — Hay4HO-UCCIe008AMENbCKULL  UHCTMUMYM
O00KYMEeHmMOBeOeHUsl U APXUBHO20 Oelld
Ilpogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (HU3MUECKOMY JIMIYy YKa3blBalOT (aMUWIMIO W WHHUIHAIBI
M0JTy4aTessi, 3aTeM [TOYTOBBIN ajpec, HalpuMep:

llemposy U.I1
Ilpouzsoocmeennas yiu., 0.5, k8.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH cojaepkarh Oosiee deThipex aapecaroB. CioBo "Komms" mepen
BTOpPBIM, TPETHUM, UYETBEPTHIM ajpecaraMud He ykasbiBaeTcs. [lpu dymcne ampecaroB Oosiee 4-X
COCTaBJISIETCS CIIUCOK PACCHUIKH IOKYMEHTA.

Ecnum ngoKyMeHT oOThpaBisieTcss B HECKOJIbKO OJHOPOJHBIX OpraHU3alMil WIM B HECKOJBKO
CTPYKTYPHBIX NOJIpa3iesieHUuil opraia UCIOJIHUTEIbHOM BIACTH, TO OHU YKa3bIBatOTCSI 000OIIEHHO.
ITpumep:

Pyxosooumensm yupesxcoenuti CI10

20. I'pud yTBepkaeHUS JOKYMEHTa

['pud yTBepkIeHUS TPOCTABIACTCS B MPABOM BEpPXHEM YTy JokymeHTa. CTpOKHM pPEKBU3UTA
BBIPABHUBAIOTCA 10 JIEBOMY Kpar0 WIM LEHTPUPYIOTCSA OTHOCUTEIBHO CaMOM JUIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KIAeTCs  JOJDKHOCTHBIM  JIUIIOM  (JIOJDKHOCTHBIMH — JIMIIAMHU) WA
pacropsiANTENbHBIM JOKYMEHTOM (ITOCTAHOBJIICHHEM, PELICHUEM, TPUKA30M, PACTIOPSKEHUEM).
[Ipu yTBepKIeHUM NOKYMEHTa JIOJDKHOCTHBIM JIMIIOM TpU( YTBEp)KIEHUS TOJDKEH COCTOSITh U3
cnoBa YTBEPXJIAIO (06e3 kaBbluek), HAMMEHOBAaHUS JOJDKHOCTH JHUIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €T0 TIOJIMUCH, MHUIIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUS.

ITpumep:

YTBEPJ/IAFO
Jupexmop MBOY [llkona Ne 1238
U.0. Pamunus

21. JlaTa

[Ipu yTBEepKIeHNN JOKYMEHTa HECKOJIBKUMHU JTOJDKHOCTHBIMHU JIMIIAMH MX TIOJMKCH PACIIONararoTcs
Ha OJIHOM yYpOBHE.

[Ipu yTBepkIeHHH JOKYMEHTa PACHOPSIUTEIBHBIM JOKYMEHTOM TpU( YTBEPKIEHUS COCTOUT W3
cioB YTBEPXJIEH (YTBEPX/JIEHO, YTBEPX/IEHbI, YTBEPXJIEHA), coriacoBaHHOro c
HaUMCHOBAaHHEM BHJA YTBEPKIAEMOr0 JOKyMEHTa, HAWMEHOBaHUS BHJA JIOKYMEHTa B
TBOPUTEJIBHOM MAJIEkKE, €r0 AaThl, HOMEPA.



ITpumep:

YTBEPK/IEHO
npuxazom MBOY [lkona Ne 1238
om 01.03.2020 Ne 57
22. 3aroJ0BOK K TEKCTY
3arojloBOK K TEKCTy - KpaTKOE COAEpX aHUE JOKyMEHTAa. 3aroJloBOK K TEKCTy IpUKa3a
dopmynupyercs ¢ npeasorom "O" ("O6") u orBevaeT Ha Borpoc "o uem?"):
e mpuka3 (0 yem?) 0 CO3JaHUU KOMHCCHUH;
e mpuka3 (0 yeM?) 00 yTBEp>KICHUH IITATHOI'O PACTIUCAHUS;
e mUCHMO (0 YeM?) O IPEIOCTaBICHUU HHPOPMAITHH.
3aroyioBOK K TEKCTY OpopMIIsIeTCs MO/1 PEKBU3UTAMU OJIaHKa CJeBa, OT TPAHUIIBI JIEBOTO MOJIS.
HaumeHnoBanue (3aroyioBok) au0O aHHOTalIMs JOKYMEHTa COCTaBISICTCS aBTOPOM MPOEKTa
JIOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBJIATHCS, €CIIM 00BbEM JOKYMEHTA He MPEBbIIIAET 4-5 CTPOK.

23. TekcT TOKyMeHTa
JlokyMeHTBI 001e00pa3oBaTeIbHON OpPTraHU3aIlMN COCTABISIOTCS HAa TOCYIAapPCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pycckoMm.
TeKCT TOKyMEHTa MOXKET COJCpPIKaTh pa3JeNbl, IMOAPA3IEHbl, TyHKTHI, OIITYHKTI, HyMEpyeMbIe
apaObCKUMHU U pamMHu.
B mpukazax TeKCT JOKyMEHTa H3JIaratoT OT IEPBOTO JIMIIA €AMHCTBEHHOTO YHUCIIa («IIPUKA3HIBAIOY)
B nokyMmeHTax KOJIETHalbHBIX M COBEMIATEIbHBIX OpraHax OT TPEThEro JIMIa €IWHCTBEHHOTO
yucna: («cobpaHue... penruino)
TekcT mpOTOKONA W3MAraercs OT TPEeThEero IMIa MHOXXECTBEHHOTO 4Hcla («CIyIIanmy,
«BBICTYIHIINY, «ITOCTAHOBHIIH, «PEIIHIII),
B CcoBMECTHBIX [OKYMEHTaX TEKCT U3JaraloT OT IMEpPBOro JHMIla MHOXKECTBEHHOTO YHCIA:
(«TIpUKa3BIBAEMY, «PEIIFITI).
B nenoBbIX (ClTy»k€0HBIX) MUCbMAaX HCIIONb3YIOTCS GOPMBI U3T0KEHUS:

e OT TEPBOTO JIMIA MHOXXECTBEHHOTO YHCJIA («IIPOCHM HANpaBUTh», MPEICTABIsEM Ha

paccMOTpEHHEY);

e OT TpeThero juua eauHcTBeHHoro uucia («Aamunuctpanus OV Illkoma Ne 1238 ne
BO3PAKAET»);

e OT INEpBOrO JHIA EIWHCTBEHHOTO0 uucia («CUUTA0 HEOOXOIHWMBIMY, «Ipeiiiararo
paccMOTpPETHY).

[Tpu ynorpebnaeHuu B TeKCTe (haMUITHI JTUI] HHUIHAIB YKA3bIBAIOTCS TIOCTIC (haMILTHH.
B nenoBbIX (ClTyke0HBIX) MUCbMaX MOTYT UCHOIB30BAThCS:
e BCTYNHUTEIbHOE OOpallEHUE:
Yeaoicaemwiii 2cocnooun Hseanog!
Yeaowcaemas cocnoorca [lemposa!
Yeascaemwviii Huxonati Ilemposuu!
Yeaowcaemasn Onvea Huxonaeena!
Yeaowcaemvie cocnooa!

B oOpamiernyu 1o MODKHOCTH HAUMEHOBAaHHME JOJDKHOCTH THINETCS C TMPOMUCHON OYyKBBHI, B
oOpareHuu o GpamMuINN HHUITHAB JTUIA HE YKa3bIBAIOTCSI.

e 3aKIIOYUTENbHAs YTHKETHAs (ppaza:
C ysaowcenuenm, ...

CtpaHuibl TOKyMEHTa HyMEpYIOTCSI, HaulHasi CO BTOPOTO JIKCTa JOKyMEHTa apaOCKuMu 1udpamMu
[IOCEPEMHE BEPXHETO MOJIA.



TekcT AOKYMCHTA OTHACIACTCA OT 3arojioBKa ABYMSA WK TPEM MCKIYCTPOYHLBIMU HHTCPBAJIAMU
HCIIOJIb3YEMBIMHU B TCKCTE.

24. OT™MeTKa 0 IPWIOKEHUU

OTMeTKa O MPHIOKEHUM MCIONB3yeTCs NMpH O(GOPMIICHUM IMHUCEM U MPUIOKEHHH K IUIaHaM,
IIporpaMMam, OT4ETaM, MTOJIOKEHUSIM, ITPpaBUIaM, HHCTPYKLUAM U IPYTHUM

JIOKyMEHTaM.

B nucbmax oTMeTka 0 MpHIIOKeHUH 0opMIIsieTCsl O] TEKCTOM MHUChMa Ha paccTossHUM 1,25 cM oT
TPAaHMLIBI JIEBOTO MOJIA. ECiM NpUIIOKEHWE HAa3BaHO B TEKCTE MHUCbMA, B OTMETKE O IPUIIOKEHUU
YKa3bIBa€TCSl KOJIMYECTBO JJUCTOB M KOJIMYECTBO IK3EMIUISIPOB MPUIIOKEHHUS, HAIIpUMED:

Ilpunoscenue: na 3 1. 6 1 7x3.

[Ipy HamUYUU HECKOJBKUX TPHUIOKEHUNW, B OTMETKE O TMPUIOKCHHUH OHU HYMEPYIOTCS,
YKa3bIBalOTCS HAUMEHOBAHUSA KaXXJOTO MPWIOKEHHUS, KOJIUYECTBO JIMCTOB U KOJMYECTBO
AK3EMILISIPOB, HAPUMED:

Ilpunoswcenue:
1. Inan-epagux ... na 3 1. 8 2 3x3.
2. Cnpaska o noomeepacoenuu hakma ooyuenus... va 1 1. 6 1 7x3.

Ecnu mpunoxenus: cOpomroOpoBaHbl, TO KOJIWYECTBO JUCTOB HE yKaszbiBaeTcs. Eciu mpuiioxeHue
HATPAaBISAIOT HE BO BCE YKa3aHHBIE B JTOKYMEHTE aapeca, TO OTMETKY O €r0 HaJudud OQOPMIISIOT
CIIeIyIOIIUM 00pa3oM, HalpuMep:

Ipunooicenue: na 3 1. 8 1 2x3. monvKo 6 nepawiii aopec.

Ha npunoxxenusix K npaBuiaMm, HHCTPYKLUSAM, NOJOKEHUSAM, IJIaHAM, IporpaMMmam, JO0roBopam U
JpYTMM JIOKyMEHTaM OTMETKa O IPWJIOKEHHWU IPOCTABIISIETCS HAa MEPBOM JIMCTE MPUIIOKEHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnmu npuioxenne oiHO, OHO HEe HyMmepyercs. Ecim mpuiioXeHuid HeCKOJIbKO, OHU HyMEpYIOTCS
(mpunioskenue 1, mpunoxenue 2).

B Tekcre moKyMeHTa TpM TEPBOM YIOMHWHAHHWM JIOKYMEHTA-IPUJIOKEHHS B CKOOKax
yKa3plBaeTcs: ... (IpWIOKEHUEe) WM ... (MpwiokeHue 1); mepea HOMEPOM TPHIOKEHHS
JIOTTYCKaeTCsl CTABUTh 3HAK HOMepa: ... (mpuiioxkenue N 2);

B oTMmeTke 0 mpUIOKEHUU yKa3bIBaeTCsl HAMMEHOBAHUE BUJa OCHOBHOI'O JOKYMEHTa, €ro jJara u
HOMeEp, HaIpuMep:

IIpunooicenue N° 2 k npuxasy MBOY Llxkonra Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunoxeHueM K AOKYMEHTY (Hampumep, K MpUKasy) SBISETCS yTBEp>KAaeMbli JTOKYMEHT,
(monoxxeHue, MpaBuiIa, UHCTPYKLMUS, PErJaMEHT U Jp.) B BEPXHEM IIPAaBOM YIJy HPOCTaBIseTCS
OTMETKa O MPUJIOKEHUH, HUKE — IpU yTBEPKICHHUS, HAlIPpUMeEp:

lpunoscenue
YTBEPK/I[EHO
npuxaszom MBOY lxona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBusuta "OTMeTKa 0 MPUIOKEHUU" JOHKEH COOTBETCTBOBATH BUAY U
pa3mepy mpu@Ta TeKcTa J0KyMEeHTa.



25. I'pud cormacoBaHMs JOKYMEHTA

['pud cornmacoBanusi TOKyMEHTa HCTOIB3YETCS TP COTJIACOBAaHUU JJOKYMEHTA C OpraHaMu BIIACTH,
OpraHu3alMsIMU WIM JOJDKHOCTHhIMU Jmnamu. O coctout u3 cinoBa “COINTACOBAHO”,
JIOJDKHOCTH  JIMIIa, KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYas HAWMEHOBAHHME OpTaHW3aIlNH),
JUYHOM MoAnucH, paciiudpOBKH MOANHCH (MHUIHAIOB, (GaMIINN) U JaThl COTJIACOBAHUSI.

ITpumep:

COIJIACOBAHO

Jupexmop MBOY [llkonra Ne 1238
U.n. Heanos

01.12.2017

I'pud cornacoBaHusi B 3aBUCHMMOCTH OT BHJA JJOKYMEHTA U 0COOEHHOCTEN ero 0ohopMIEHHUS MOKET
MPOCTABIATHLCS:

e Ha TMEPBOM JIUCTE JAOKYMEHTa (€CIu JOKYMEHT MMEET TUTYJIbHBIM JIUCT, - Ha TUTYJIHHOM
JUCTE) B JIEBOM BEpPXHEM YTy Ha ypoBHE rpuda yTBEepKIEHUS WIH MOJ] HAUMEHOBaHUEM
JIOKyMEHTA OJIMKEe K HIYKHEMY TIOJTIO);

e Ha MOCIEIHEM JIUCTE IOKYMEHTA MO/ TEKCTOM;

e HA JIUCTE COTJIACOBAHUS, SBJISFOIIIEMCSI HEOTHEMJIEMON YaCThIO JOKYMEHTA.

BremrHee cornacoBaHue Takke€ MOXET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - MHCHMOM,
MMPOTOKOJIOM, TIPUKA30M.
ITpumep:

COI'TIACOBAHO npukasom [{O2M om 01.07.2017 Ne 01-01/54

26. Buza

CoracoBaHme IpoeKTa JOKyMeHTa oopmirsieTcss BU30OH.

Buza mpoctaBnsieTrcss cOOCTBEHHOPYUYHO JIMIIOM, BHU3HMPYIOIIUM JOKYMEHT, M BKJIIOYAeT B ceOs
HAaMCHOBAHHE JIOJDKHOCTH BHU3WPYIOMIETO, €r0 JIMYHYIO IIOAINCH, PAacHIM(POBKY TOAINCH
(vHUIMATBL, (AMUITUIO) U JIATYy.

[Tpumep:

3amecmumens oupekmopa
U.0. Qamunus
03.04.2020

JlomyckaeTcsi MOJIMCTHOE BU3MPOBAHNE JOKYMEHTA U €r0 MPUII0KEHUH.

[Ipy Hamuuuu 3amMeyaHuyl, [ONOJHEHMM K TPOEKTY JOKYMEHTAa BH3a JIONOJIHSIETCS
COOTBETCTBYIOIIUM yKa3aHHUEM.

Jlig  oKyMeHTa, MOAJMHHUK KOTOPOTO OTHPAaBJISAIOT W3 IIKOJIBI, BU3bl IPOCTaBJISAIOTCS Ha
9K3EeMILIIpax JOKYMEHTOB, IOMEIIAEMBbIX B JEIO.

Jlig noxymMeHTa, NOJUIMHHUK KOTOPOI'0 OCTAeTCs B IIKOJIE, BU3bI COTIACOBAHUS MPOCTABISAIOTCSA HA
000poTe MOCJIEAHEr0 JIUCTA MOJJIMHHUKA JOKYMEHTa WM Ha IOCIEJHEM JIMCTE JOKYMEHTa O]
HOJIITUCHIO.

27. loanuce
[Tonmuce BKITIOYACT: HAWMEHOBAHWE JO/DKHOCTH  JIMIA, IOJIMCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYYHYIO MOJNKCH; PACIIM(PPOBKY MOJNUCH (MHULIUAIIBL, (PaMHITUS):
[Tpumep:

Jlupexmop nuunasn noonuce U.0.Damunus



Ecmm  nmoxyment odopmieH He Ha OjaHke, B HAaUMEHOBAaHWE JIOHDKHOCTH BKIIFOYACTCS
HaUMEHOBaHHE 00I11e00pa30BaTEIbHON opraHu3auu (TIOJHOE Ha3BaHUE MIKOIbI). [lomyckaercs: B
pexBuzute "lloanmuce MOMKHOCTHOTO JMIA" UEHTPUPOBATH HAUMEHOBAHHWE JOJLKHOCTH JIMIA,
MOAIMCABIIETO JOKYMEHT, OTHOCUTEIBHO CaMOM JUIMHHON CTPOKH.

[Ipy moamucaHuyd NOKYMEHTa HECKOJbKUMH JOJKHOCTHBIMH JIMI[AMH PA3HBIX JOJLDKHOCTEM HX
MOANMCH PACHOJIAraloT OAHY MOJ JAPYrOoM B IOCIEIOBATEIBHOCTH, COOTBETCTBYIOLIEH HEPAPXUU
3aHUMAaeMON JODKHOCTH.

ITpumep:

Hupexmop nuunas noonuce 1.0.D.
3amecmumens oupexmopa auynas noonucsy U.0.D.

[Ipy mnoamMcaHuu AOKYMEHTa HECKOJbKUMHU JIMIIAMHM PaBHBIX JOJDKHOCTEH UHX TMOIMHCH
pacrnojararoT Ha OJTHOM YPOBHE.

B noxymeHTax, coCcTaBIeHHBIX KOMUCCHEH, yKa3bIBA€TCsI CTATYC JIHMIA B COCTaBe KOMUCCHUU:
NPOCTaBJICHUEM KOCOW YepThl TMepea HAauMEHOBAHMEM JOJDKHOCTH (100aBIATH Kakue- JH0o
MIPUCTABKH).

Ecnu aupekTop WIM HMHOE YNOJHOMOYEHHOE HA NOJANHCAHME JOKYMEHTa JHUIO BPEMEHHO
OTCYTCTBYeT (OTIYyCK, OOJe3Hb, KOMaHIUPOBKA) WJIM JODKHOCTh BAaKaHTHA, TO JOKYMEHT
MOANMUCHIBAET  COTPYIHMK, YIOJIHOMOYEHHBII HAa  MOJIMCAHWE B  COOTBETCTBHH €
pacIoOpsSIAUTEIBHBIM JOKYMEHTOM WM HAJCIICHHBINA ITOJTHOMOYUSMHU, YCTAaHOBICHHBIMHU IIPUKA30M
urkosibl uiu yupenutens (JJOrM), ¢ ykazanuem cBoeit JOKHOCTH U TOJTHOMOYHSI, HallpUMep:

3amecmumens oupexmopa noonuce U.0. ©amunus

WITH:

Hcnonnsarowuil o6szannocmu oupexmopa noonuco U.0. Qamunus
17003

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

PexBusut "lloamuchk AOMKHOCTHOTO JUIA" MOXET OBITH OPOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Hampumep, TMpU HANHCAHUU CIYyKeOHOW 3amucku 0e3 MPUMEHEHUS TEXHUYECKUX
cpeacTB) 1u60 0(hOPMIICH C UCIIOIH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmnenus pekBusuta "[loamuch JOMKHOCTHOrO JHIA" C  HCIONIH30BAHHEM
TEXHUYECKUX CPENICTB BUJ M pa3Mmep mpudTa yKazaHHOTO PEKBU3UTA HE MOXKET OTIMYATHCS OT
BUJIA U pa3Mepa mpudra OCHOBHOTO TEKCTa JOKYMEHTA.

PexBusutr "lloanuchk MOMKHOCTHOTO JHIA" OTAEIAETCS OT TEKCTa TpPEeMs WA YEThIPbMS
OJIMHAPHBIMU MEXAYCTPOUHBIMU UHTEPBATIaMHU.

28. IleuaTh

[leyaty sBisieTcs crocoOOM MOATBEPXKIEHUS TMOMIMHHOCTU TMOAMHUCH JIOJDKHOCTHOTO JIHIA Ha
nokymeHte. IleyaTh cTaBUTCS Ha JOKYMEHTaxX B CIydasx, MPEIyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WJIH UTHBIMH HOPMATHBHBIMH ITPABOBBIMU aKTaMH.

[leyats craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, NMPH ITOM OTTHCK IEeYaTH HE 3aXBaThIBAcT
JMYHOM MOANUCH JOJKHOCTHOTO JIMIAa TMOJIHCABIIET0 JTOKYMEHT, UM B MecTe, 0003HAaUeHHOM
«MID» («MecTo meqaTny).

B nokymeHnTax, moAroTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (HOPM, eUaTh CTABUTCS B MECTE,
00o03HaueHHOM oTMeTKO# "MII" uinu uHbIM 00paszom.



29. OTMeTka 00 UCTIOJIHUTEE

OTtMetka 00 uWcmosHUTENE (ABTOPE) JOKYMEHTa TMPOCTABISETCA HA MUChMax IMKOJBI B JIEBOM
HIDKHEM YTITy JIMIEBON CTOPOHBI MOCIETHETO JIUCTA JOKYMEHTA OT TPaHUIIBI IEBOTO MO WIH, IPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOH CTOPOHE BHU3Y CJICBA.

OtmeTKka BKJIIOYAET (aMWINIO, UMS, OTUYECTBO HCIOJIHUTENS M HOMEp ero TenedoHa, a TaKxke
OTMETKa 00 WCIIOJTHHTEJIC MOXKET JIOTOJHATHCS HAaWMEHOBAHHEM JODKHOCTH W 3JICKTPOHHBIM
aJPeCcOM HUCIIOJTHUTEISL.

[Tpumep:

Hesanoe Uean Heanoeuu, cneyuanucm no oxpame mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OTMeTKa 0 3aBEPEHUU KOTIUU

Jl1s moATBepkKAEHNUS COOTBETCTBUSA KOMUU (BBIMHMCKH M3 JOKYMEHTA) MOJIMHHUKY JOKYMEHTa Ha
HOCJIETHEM JIMCTE€ KOMUH (BBIMUCKU M3 JOKyMeHTa) moj peksusutoM "[loamuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOTTHUY.

OTmeTka O 3aBepeHUM KOMMM BKIIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE JOJDKHOCTH JIMILIA,
3aBEpUBIIETO KOMUIO, COOCTBEHHOPYYHYIO MOJANUCH, paclM(pOBKY MOAMNUCH (MHULUAIBI,
bamunmio), 1aTy 3aBepeHus KOIMUU JOKYMEHTA.

PexBuszur «OTMeTka O 3aBEpeHMM KOIUU» MOXKET ObITh OQOpMIIEHa OT pPYKH HIU C
VCIIOJIb30BAaHUEM ILITAMIIA.

JonmyckaeTcs 3aBepATh KaX/bli JTUCT MHOTOCTPAaHUYHON KONIUYU JOKYMEHTA.

31. OT™MeTKa 0 TOCTYIJICHHUH JIOKYMEHTA

OTMeTKa O TOCTYIUIEHUH JIOKYMEHTa COJEPKUT BXOMSAIIMNA PETUCTPAIMOHHBIA HOMEp M JAary
MOCTYTUICHHUSI JTOKYMeHTa. JlomyckaeTcsi yka3aHWE YacOB W MHUHYT TOCTYIUICHHS TOKYMEHTa C
3aBEpPEHUEM MOJANMUCIMH 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa O TTOCTYIUICHUU JJOKYMEHTA MOKET MPOCTABIISITHCS C MCTIOJIb30BAaHUEM IIITaMIIA.

32. Pe3omronus
Pesomonust cogepUT ykazaHUE MO HCIONHEHUI0 AoKyMeHTa. OHa odopMIiseTcss Ha CBOOOTHOM

MecTe paboyero nojs J0KyMeHTa.

Pesomtonus BkitouaeT B ceOs1: (haMUInio, MHUIMABI UCTIONHUTENS (MCTIOTHUTENEH ), MOpYyYeHHE 10
JIOKYMEHTY, ITOJNKCH aBTOPa PE30JIOLUHU U 1aTy 0(POPMIICHUS PE3OJTIOLINH.

Pesomtonus, Mo yCMOTpPEHHIO JIUIA, JAIOMIET0 MOPYyYeHHEe, MOXKET BKIIOUYaTh B Ce0sl TaKKe CPOK
WCTIOTHEHUS JOKYMEHTA.
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