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I10 JCJIOIIPOU3BOACTBY

1. O61mme noJ10:KeHUS

1.1. Hacrosmas HWHcTpykuuss 1o JEeNONPOU3BOACTBY B IIKOJE pa3padoTaHa B
cootBeTcTBUM ¢ DenepanbHbiM 3aKk0HOM OT 29.12.2012 Ne 273-®3 "O0 oOpazoBaHuH
B Poccuiickonn ®@enepanun" ¢ uzmenenusmu ot 4 asrycra 2023 roma, 'OCT P
7.0.97-2016 «Cuctema crapmaptoB 1o uHpopmammu, OUOTMOTEYHOMY U
U3IaTeIbCKOMY  Jeny, «OpraHu3aloOHHO-paclopsIIUTENbHAs  JOKYMEHTAIHS.
TpeboBanus K  odopmiieHuro JOKYMEHTOBY, a  Takke  YcraBoM
o0uieo0pa3oBaTeabHOM OpraHu3allid W JAPYTMMHU HOPMAaTUBHBIMU IPAaBOBBIMU
aktamu  Poccuiickon ~— ®enepaunu, — perjJaMEHTUPYIOLIMMU  AEATEIbHOCTH
00111e00pa30BaTEIbHBIX OPraHU3AIIHM.

1.2. Jannas WHCTPYKIMs 1O AEIONPOU3BOACTBY B IKOje (maynee - MHCTpyKIius)
o0o3Ha4yaeT  MpaBuUja  TMOATOTOBKM W O(OpMIIeHHS  JIOKYMEHTOB B
0011e00pa3oBaTebHON  OpraHu3allii, OMpEeNeIseT CTaHAapThl  O0(OPMIICHUS
PEKBU3UTOB, OJAHKOB JOKYMEHTOB, COCTaBJEHUS NPHUKA30B, MOJIOKEHUHN
MHCTPYKIUH, a TaKXKe perjaaMeHTUpyeT (GOpMUPOBaHUE JI€] U UX TEKYIllee XpaHEHHE,
MOATOTOBKY JOKYMEHTOB M Jell K Iepeiadye Ha apXUBHOE XpaHEHUE B
00111e00pa3oBaTeNbHON OpraHU3allUu.

1.3. WHCTpyKmmsT TO AETONPOM3BOJICTBY pa3paboTaHa B IESIX YCTAaHOBJICHHS
€AUHBIX TpeOOBAaHMM K TMOATOTOBKE, OOpabOTKE, XPaHEHHUIO M HCIOJIb30BAHUIO
oOpa3yloIuxcsi B JEATEIBHOCTH  00I1Ie0o0pa3oBaTeNbHON  OpraHu3aluud U
MOCTYHAIOUINX B IIKOJY JOKYMEHTOB, a TaKKE COBEPUICHCTBOBAHUS M MOBBIIICHUS
3¢ (HEeKTUBHOCTH JI€TIOMPOU3BOICTBA 00IIE00pa30BaATEILHON OpraHU3aIIH.

1.4. Tlonoxxenuss MHCTpYKIIMM pacHpOCTPaHAIOTCS Ha OpraHu3alui0 paboThl C
JOKYMEHTaMU HE3aBUCUMO OT BHJAA HOCHUTENS, B TOM YHCJIE C 3IIEKTPOHHBIMHU
JOKYMEHTaMH, BKJIIOYas MOJArOTOBKY, 0Opa0OTKy, XpaHEHHE M HCIIOJIb30BaHUE
JOKYMEHTOB, OCYIIECTBIIIEMBIMH C MIOMOIIBI0 HH(OPMALIMOHHBIX TEXHOJIOTHIA.

1.5. Opranuzanuio,  METOJUYECKOE  PYKOBOJCTBO,  COBEPIICHCTBOBAHHE
JIEJIONPOU3BOACTBA U KOHTPOJIb 3a COOJIIOIeHHEeM HacTosAleld MHCTpyKIuKu B 1IKoJIe
OCYUIECTBISAETACIONPOU3BOAUTEII.

1.6. IIpaBa u 06513aHHOCTH paOOTHUKOB, OCYLIECTBISIOMIUX PaOOTy C TOKYMEHTaMU B
CTPYKTYPHBIX MOIpa3/IeICHUAX o011eo0pazoBaTenbHON OpraHu3allly,
YCTaHABIUBAIOTCS IOJBKHOCTHBIMU MHCTPYKIMSIMU WIIA TIPUKA30M JIUPEKTOPA.



1.7. Cenenus, copeprKaniiecs B JOKyMEHTaX, MOTYT OBITh UCIIOJIb30BaHbI TOJIBKO B
pabounx TENsIX B COOTBETCTBUU C IOJHOMOYHSMH COTPYAHHKA, pabOTAIOMIETO C
nokymeHTamMu. Pabota ¢ JOKyMEHTaMH BHE TIOMEIICHHWH IIKOJBI HE JOIMyCKaeTCs.
[Ipu yTpaTe TOKYMEHTOB MPOBOIUTCS CIy>KeOHAs MTPOBEPKA.

1.8. IIpu yxome B OTmyck, mepeBoje (mepeMerieHnn) mo paboTe WM B Clydae
YBOJIBHCHUSI COTPYAHHUK O0si3aH TepefaTh BCE HAXOMASIIMECS Yy HETrO JOKYMEHTHI
WHOMY  COTPYIOHHUKY, OIpEACIEHHOMY B  COOTBETCTBHM C  yKa3aHUEM
HETMOCPEJICTBEHHOTO PYKOBOJUTEIS YBOJBHSACMOIO, YXOJMSIIET0 B OTIHYCK WIH
nepeBoAsIIerocs (ImepeMenaeMoro) mo padoTe COTpyTHHKA.

1.9. UncTpykuus oOs3aTenbHa I COOTIOACHUS] BCeMU paOOTHUKAMU IIKOJIbI. BHOBB
IPUHATHIC Ha PabOTy COTPYAHHMKH, B JOJKHOCTHBIC OOS3aHHOCTH KOTOPBIX BXOIUT
BEJICHHE JIOKYMEHTAIIMH, B TCUCHHUE TPEX pabouux THEH cO JHS M3JaHUs MpHKa3a O
Ha3HAYCHUHU Ha JIOJDKHOCTH JIOJIKHBI OBITh O3HAKOMIJICHBI ¢ HacTosmmer MHcTpyKinei
10JT OJIIINC.

2. lIpaBuiia moAroTOBKY U 0pOpMIIeHHSI JOKYMEHTOB

2.1. B  [eATenbHOCTHM  IIKOJBI  CO3/Aa€TCA  KOMIUIEKC  OpraHU3allOHHO
paclopsANTEIBHBIX JOKYMEHTOB: TPHUKA3bl, IMOJOXKCHHS, MpaBUia, WHCTPYKIIUH,
pEerIaMeHThI; TPOTOKOJBI 3aCeIaHui, aKThl, AaHAIUTUICCKUE CIPABKH, TOKIAIHBIC U
CITy>K€OHbIE 3aIllMCKHU, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHHMS), AeJIoBast (Ciay:keOHas)
HEepernucka M Jp. COCTaBIAIOTCS M O(QOPMISIOTCS CHEIHAIbHbIE JOKYMEHTHI,
CBSI3aHHBIE C IJITAHUPOBAHUEM 00pPA30BATEIbHON JEATEIBHOCTH U OCYIECTBICHUEM
XO3SIICTBEHHBIX ~ MEpONpPUATUH, BEACHHEM Y4eOHO-TIEJaroruueckoro  yuera,
opraHusarei JeJIONPOU3BOCTBA o011eoOpa3oBareabHON OpraHu3aIvH,
obecrieueHneM OyXTalITePCKOTO y4eTa.

2.2. JIOKyMEHTBI MOTYT CO3/JaBaThCi HAa OyMa)KHOM HOCHUTENIE W B DJICKTPOHHOU
dopme ¢ coOJIIO/IEHHEM YCTAaHOBJIEHHBIX MpaBWil OQOpMIIeHUs JOKyMeHTOB. [lpu
CO3/aHMU JIOKyMEHTa Ha JBYX M OoJiee CTpaHHUIAX BTOPYIO W MOCJEIYIOIIHNE
CTpaHUIIbI HyMEPYIOT.

2.3. Homepa cTpaHHIl MPOCTABISAIOTCS MOCEPEIUHE BEPXHEro MOJisi JOKYMEHTa Ha
pacctosiuuu He MeHee 10 MM OT BepxHero kpas jmcrta. JlomyckaeTcsl co3/aHue
JIOKYMEHTOB Ha JIMIIEBON U 000POTHOM CTOpOHAX JIKCTA.

2.4. Ilpu IBYCTOPOHHEM CO3JIaHWU JOKYMEHTOB IIMPHUHA JIEBOTO IOJISI HA JIUIICBOU
CTOpOHE JIUCTA U TIPABOTO TOJIsI HA 000POTHOM CTOPOHE JIMCTA AOJKHBI OBITH PABHBI.

3. PeKBU3UTHI IOKYMEHTOB
3.1. Jlna pexkBU3UTOB JOKYMEHTOB, CO3/JaBaeMbIX B 00IIe00pa30BaTeILHOM
OpraHu3alliy, YCTAHABIMBAIOTCA TpaBuia u TpeboBanus B coorBeTcTBUU ¢ ['OCT P
7.0.97-2016.
3.2. CocraB pEKBU3UTOB KOHKPETHOTO JOKYMEHTa OMNPENEIseTCs €ro BUIOM U
HA3HAYCHUEM.
3.3. Ilpu mnoaroroBke u OGOPMICHUH JTOKYMEHTOB B WIKOJE MCIOIb3YIOTCS
CHEAYIOUINE PEKBU3UTHI:

o KOJ (POpMBI TOKYMEHTA;

e HAMMEHOBAHHE IIKOJIBL;



¢ CIIPaBOYHBIE JAHHBIE O IIKOJIE;
o HAMMEHOBaHUE BUJA TOKYMEHTA;

¢ JlaTa JIOKyMEHTA;

e PETHUCTPAITMOHHBIA HOMED TOKYMEHTA,;

¢ CCBUIKA HAa PETUCTPAIIMOHHBIA HOMEP U J1aTy JOKYMEHTA;
e MECTO COCTaBJICHUS (M3/1aHUs1) TOKYMEHTA;

e ajpecar;

o Tpu( yTBEepKICHHS TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPHUJIOKEHUU;

o Tpu( coriacoBaHus JOKyMEHTA;

e BU3A;

o TIOJIHCH;

¢ OTMETKa 00 3JEKTPOHHOM MOJIHUCH;

o TICUATH;

e OTMETKa 00 HMCITOJIHUTEIE;

¢ OTMETKa O 3aBEPECHUU KOTHH;

¢ OTMETKa O MOCTYIJICHUH JJOKYMEHTA,;

o PE30JIIOIHS.

4. bJIaHKM 10KYMEHTOB
4.1. JlokyMeHTBHI, co3JaBaeMble B  00ImIcoOpa3oBaTeILHON  OpraHHU3allvH,
opopMIsitOTCST Ha OJIaHKaX, W3TOTOBIIEHHBIX Ha CTaHAAPTHBIX JIMCTaX Oymaru
dopmaroB A4 (210x297 mm) u AS (148x210 mm). OtnenbHbIe BUABI JOKYMEHTOB
(TabmuIIBl, CXEMBI, CMETHI) TOMyCcKaeTcsi 0OpPMIISIThH C UCTIONIb30BaHueM dopmata A3
(420x297MM). IOKYMEHTBI, COCTABJISIIONINE BHYTPEHHIOIO MEPEMUCKY, 0hOPMIISIOTCS
Ha CTaHAapTHBIX JucTax Oymaru gopmara A4 (210x297 mMm) 6e3 ucCHoIb30BaHUS
0JIaHKOB.
4.2. Kaxnapii 1ucT JOKyMeHTa, oOopMIIeHHBI Ha OJaHKe WM 0e3 Hero, JOJHKEH
UMETH TT0JIsI HE MCHEe:
20 MM - JIeBOEC;

o 10 mm - mpaBoe;

o 20 mm - BepxHee;

o 20 MM - HIKHEeE.
4.3. JloxymeHThl muTenbHbIX (cBbime 10 J1€T) CpOKOB XpaHEHUS MOJKHBI UMETh
neBoe noJie He MmeHee 30 MM.
4.4, Bunpl 61aHKOB JOKYMEHTOB, PUMEHSIEMBIX B IITKOJIC:

o 00U OJIAaHK;

o OJIaHK ITHCHEMA;

o 0OJIaHK KOHKPETHOrO BUJA JTOKyMeHTa (OJIaHK MpHKa3a, OJIaHK pacTopsiKEHUs,

OJIaHK MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX W MPUMEHSIEMBIX B IIIKOJe OJaHKOB MOJJIEkKaT
BKJIIOUEHUIO B HWHCTPYKIMIO MO JIEJTONPOU3BOJICTBY  00IIe00pa3oBaTeIbHOM
OpraHu3alliy B KAUeCTBE MPUIIOKEHUH (MpuiiokeHue 3 Ha 3 IucTax).



5. IIpuxassbl

5.1. Tlpukazamu oQOpPMISIOTCS pEIIeHUS 1O OINEePaTUBHBIM, OPraHU3allMOHHBIM,
y4eOHBIM, KaJpoBBIM (IpuiiokeHue 2 Ha 9 nucTax) U JIpyruM BompocaMm padoTh
IIKOJIBI.

5.2. TIpoekThl MpPUKA30B TOTOBAT OTBETCTBEHHBIC HWCIIOIHUTEIIM HAa OCHOBAaHUU
IIOPYYEHHUU AUPEKTOPA, €ro 3aMmecTuTenei. [IpoekTsl MprKa3oB N0 JMYHOMY COCTaBY
TOTOBUTACOJIIPOU3BOIUTEND.

5.3. B mnpukazax TeKCT wuznaraercss OT MEpPBOr0o JHIla E€AUHCTBEHHOTO 4YHCia
(«ITPUKA3BIBAIOY).

5.4. Tekct mpHuKaza MOXKET COCTOATh U3 JBYX YacTel: KOHCTaTUPYIOIen
(mpeamOyJIbl) U pacHOPSIUTEIIBHOM.

5.5. B koHcTaTupyromeld YacTH KpaTKO H3JaraiTcs IMelu W 3a1add, (QakTel U
COOBITHSI, TOCITYKUBIIME OCHOBAaHUEM IS u3AaHUs Tpukaza. OHA MOXKET
HaunHaThes cioBamu "B nensax", "B coorBerctBun", "Bo ucnonnenue", u 1.4. Ecimn
MpUKa3 U3JaeTCd Ha OCHOBAHUU JIPYroro JIOKYMEHTa, TO B KOHCTaTUPYIOIIEH 4acTu
YKa3bIBA€TCS HAMMEHOBAHME JTOr0 JOKYMEHTa, €ro Jara, HOMEP M 3arojioBOK.
[IpeamOyna B mnpoektax mnpuka3zoB 3aBepiiaerca ciioBoM «IIPUKA3BIBAIOy,
KOTOPOE MevaTaeTcs 3arjiaBHbIMU OyKBaMH.

5.6. PacnopsiutensHas 9acTh JIOJDKHA COAEPIKATh TEPEUNCIICHUE TTPEAMICHIBAEMBIX
JNEUCTBUIN C yKa3aHMEM HUCIIOJHUTENS KaXJ0ro JEHUCTBUS U, MPU HEOOXOAUMOCTH,
CPOKOB MCHOJIHEHUS. PacriopsauTenbHas 4acTh JEIUTCS HAa ITYHKTHl U MOIIYHKTHI,
KOTOpbIE HyMepyroTcs apaOckumu nudpamu. JledcTBUS OIHOPOIHOTO XapakTepa
MOTYT OBITh IEPEUUCIICHBI B OJTHOM ITYHKTE.

5.7. B KkadecTBe WCHOJHUTENECH YyKa3bIBAIOTCA 3aMECTUTENH JIHUPEKTOpa,
npencenaTeny Wik pyKOBOJIUTETU paboduX Tpymil (KOMUCCHUTA).

5.8. Ecnu mpuka3 M3MEHsIET paHee M3JIaHHBIA JOKYMEHT (IMyHKTHI JOKYMEHTa), TO
OJIMH U3 MyHKTOB PacHOpsANTEIHHON YacTH TEKCTa JOJDKEH COJIepXaTh CChUIKY Ha
M3MEHSEMBIN JTOKYMEHT (MYHKTHI JOKYMEHTa) C yKa3aHHEM €ro JaThl, HOMepa u
3aroJjoBKa.

5.9. Ecim mpuka3 oTMEHSET ACHCTBHME paHee HW3JAaHHOTO JOKYMEHTa (ITyHKTOB
JIOKYMEHTA) C ONpEeJEIECHHON JaThl, TO OJJUH U3 IYHKTOB PacCMOpPSAUTEILHON 4acTu
TEKCTAa JIOJDKEH HauuHaThCs ciloBamu "lIpu3HaTh yTpaTUBIIMM CHIy...", [ajee
yKa3bIBAaThCS JlaTa, HOMEP W 3arojiOBOK paHee HW3JaHHOTO JOKyMeHTa (IMyHKTa
JOKYMEHTA), a TaKXke Jlara, ¢ KOTOpOH OoTMeHsieTcs ero aedcreue. Ecnu marta He
yKa3aHa, TO JEWCTBUE paHee W3AAHHOTO JOKyMeHTa (IMyHKThl JOKYMEHTA)
OTMEHSETCS C AaThl U3JJaHUSI HOBOT'O IIPUKa3a.

5.10. Ecnm mpuka3 OoTMEHSIET paHee W3MaHHBIA JOKYMEHT C MOMEHTa W3JIaHUS, TO
OJIMH M3 MYHKTOB PacHOpPSAUTEILHON YacTH TEKCTa JOJDKEH HAYMHATHCS CIIOBAMU
"OTMeHuTh..." U YyKa3bpIBaThbCS JaTra, HOMEP U 3arojOBOK paHEe H3JaHHOIO
JIOKYMEHTA.

5.11. Eciu npukas npesrnosaraeTcsi BBECTH B ACHCTBHE HE ¢ MOMEHTA €r0 W3JIaHus,
HEOOXOJIUMO YyKa3aTh CpPOK BBeJeHUs ero B jeidcrBue. Ilocnennuili MyHKT
pacopsAUTENbHON YaCTH MOXET COAEPKATh CBEACHUS O JIOJHXKHOCTHOM JIHMIE, Ha
KOTOPO€ BO3JaraeTcsi KOHTPOJIb 33 UCIIOJHEHUEM NIPUKa3a.



5.13. Ilpuka3pl TOAMMCHIBAIOTCS TOJBKO JUPEKTOPOM 00I1Ie00pa3oBaTeIbLHON
OpraHU3alNA WK PaOOTHUKOM, UCTIOJHSIOIIAM €T0 00S3aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 3a OOCCICUYCHHE CBOEBPEMEHHONM H KadueCTBEHHOU
MOATOTOBKM TMPOEKTOB TMPHUKA30B M HX COIVIACOBAHHE C 3aMHTEPECOBAHHBIMU
pabOTHUKAMU M OPTaHU3AIMSIMH HECYT aBTOPHI IPOEKTa MPUKa3a.

5.15. PerucrpaliioHHbIE HOMEpa MPUCBAUBAIOTCS MPUKa3aM MO MOPSAJIKY HOMEPOB B
npejesiax KajJeHAapHOTo roja.

5.16. [laTa peructpalliu nprkasa sBiseTCs 1aTON ero mom1ucaHusl.

6. [IpaBWia, N0JI0KeHNUs, HHCTPYKUMHU

6.1. IlpaBuna — HOPMATUBHBIN aKT, ONPEACIAIONIMN MOPSAIOK KaKOro-iudo BHUAaA
NEATEIbHOCTH, YCTAHABJIMBAIOIINI W 3aMPEIIAONINiI ONPEIeIEHHOE TOBEICHUE.
6.2. [lonoxeHnue — HOPMATUBHBIA aKT, JETAJIbHO PETIAMEHTUPYIOIIUNA MPaBOBOU
CTaTyc, NOPSIIOK OPraHU3aluu U NPOLEAYPY KaKOro-1m0o BUA J€ATEIbHOCTH.

6.3. UHCTpyKunMs — HOPMATUBHBIM aKT, W3aBa€MbIi B LEISIX Pa3bsCHEHHS WU
OnpeaeeHus MOopsiAKa MPUMEHEHHUS COOTBETCTBYIOIIEr0 HOPMATUBHOTO aKTa JMOO C
LEIbI0 YKa3aHUs HOPM O CHoco0ax BBIIOJHEHHS OIPEAEICHHbBIX ONepaluii
(meucTBui).

6.4. IlpaBwia, TOMOKEHUS, HHCTPYKIIMA TPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJIA
JOKYMEHTAa) Ha TMeJAaroru4eckoM CcoBeTe, corjacoBbiBatoTca ¢ CoBeToM
Opranu3zaiuu 1 yTBEPKAAI0TCS TUPEKTOPOM.

6.5. Ilopsgok TMOATOTOBKA TPOEKTOB MpaBWJ, IMOJIOKEHUS, HHCTPYKIIUU
COOTBETCTBYEeT  oOmeMy  TOpSAAKY  MOATOTOBKM  IPOEKTOB  IMPHUKA30B
00111e00pa3oBaTeNbHON OpraHU3alllu.

6.6. TekcT mpoekTa MOJOKEeHHUs, TPaBUJI, UHCTPYKIIMU TI€YaTACTCS HA YHCTOM JIHCTE
Ooymaru opmata A4.

6.7. OTIMYUTETHPHBIMM  XapaKTCPUCTUKAMH TEKCTOB TIPaBWJ, ITOJOKCHUS,
WHCTPYKIIUU SIBJISTFOTCS

¢ TOYHOCTH ITPUMEHSAEMBIX (POPMYITUPOBOK O€3 UCIOIH30BAHUS CJIOB U MOHATHM,
HMMEIOIIUX MHOXECTBEHHBIN CMBICIT,

e HCIMOJIb30BAaHUE KOPOTKHUX TMPEJI0KEHUHN, OOIICIPUHSTHIX BBIpAKEHUNU U
CBA30K, IPU HEOOXOAMMOCTH - MIPEABAPUTEILHOE ONPEIEICHUE UCTIOIb3YEMbIX
MOHSTUM, COKpaIlleHH, ab0OpeBHUaTyp;

e OMHCAHWE BCEX BO3MOXHBIX BAPUAHTOB COOBITUA U COOTBETCTBYIOIIUX MM
BApUAHTOB JCHCTBUH, T.€. TOJHOTA MIPEACTABICHUS MHPOPMAIIUH;

e CTPYKTYPUPOBAaHHOCTh TEKCTa €  LEIbI0  JOCTHKEHUS  HAWIy4llIei
MOCJIEA0BATEILHOCTH U3JIOKEHUS MaTepHUaa;

e MHMHUMH3AIMA TEKCTa C IIOMOIIBI0 TPHMEHEHHS 0000menuii (0030poB
MpEANoiaraeéMpiX JCMCTBUN) U NMPUMEHEHUE NEpPeUUCIeHUui (3a7ad, ITaIoB,
YCJIOBHH U T.11.).

6.8. B 3aBucuMOCTH OT CIOXHOCTH M 00beMa pa3zpabaTbiBaeMbIX MPABUI,
MOJIOKEHUS, WHCTPYKLIMH - TEKCT JOKYMEHTa JEJIUTCA Ha IJIaBbl, MyHKTHl H
NOAMYHKTHI. [7aBpl JOJDKHBI MMETh Ha3BaHus. Hymepanus npousBoautcs
apabckumu 1udpamu.



7. IIpoTokoJ 3acenanus (CoBelianmsl)

7.1. ITpoTOKOT — MOKYMEHT, B KOTOPOM (DUKCUPYETCS X0 OOCYKICHUS BOIIPOCOB U
MPUHATHS PEIICHWA Ha COOpaHUSAX, COBEIIAHMSX, KOH(MDEPEHIUAX M 3aceIaHUsIX
KOJUIETHAJLHBIX OPTaHOB.

7.2. Tlporokon 3acemanmsi (coBemanwsi) - (mgayee - TPOTOKON) odopmisieTcss Ha
gucTOM Jincte Oymaru hopmara A4.

7.3. PexBm3uT - "TEKCT MJOKyMeHTa". PEKBU3UT COCTOUT U3 JBYX YaCTEi: BBOAHOU U
OCHOBHOM.

7.4. Bo BBOAHOW dYacTM yKa3bIBaIOTCS WHULMANB, GaMUIUU MU JOJKHOCTU
pe/iceaTeIbCTBYIONIET0, CEKpeTapsi, MPUCYTCTBOBABIIMX Ha 3aceJaHUU U, NpU
HE0OXOIUMOCTH, JIMII, IPUTJIANICHHBIX Ha 3ace/laHue (COBEIIAHMUE).

7.5. BBojmHasg dYacTb NPOTOKOJA 3aKaHYMBACTCS IMEPEYHEM paccMaTPUBAEMBIX
BOIIPOCOB, MEPEUUCICHHBIX B MOPSIKE UX 3HAUUMOCTU C YKa3aHUEM JIOKJIaTIMKa 10
KaXJIOMY paccMaTpuBaeMOMYy Bompocy. Bompockl dhopmMynupyroTcs ¢ NpeajoroM
"O" ("O0"), meyararoTCsi OT TpaHULBI JEBOTO IMOJA U HYMEPYIOTCS apaOCKUMHU
uudpamu.

7.6. OcHOBHasi 4YacTh TPOTOKOJIA COCTOWT W3 PAa3CiiOB, COOTBETCTBYOIIMX
paccMaTprBaeMbIM BOTIpPOCAaM U UX HyMepaIluu.

7.7. TexcT mpoTOKONA M3JAraeTcs OT TPEThEro JHUIAa MHOXECTBEHHOTO YHCia
("cymanu", "BeicTynuian", "moctanoBuin", "pemmnu'").

7.8. TIpoTOKOJN MOJAMUCHIBACTCS JMIIOM, IMPEIACEAATeIbCTBOBABIIMM Ha 3acellaHuu
(coBeranun), U cekpeTapém 3aceaaHus (COBEIIAHUS).

7.9. Tlpu oOTCyTCTBHM CeKpeTapsi 3acelaHusi, B TOM 4HCIE€ NpH NPOBEICHUU
OTIEPAaTUBHBIX  COBEIIAHWM, JOMyCKAaeTCsS MOAMHCAHHE TMPOTOKOJA  TOJIBKO
peiceaTeIbCTBYIOIIUM.

7.10. TekcT mpoToKONa JOJDKEH OBITH MOATOTOBJICH HE TO3JHEE TPEX JHEH CO JIHS
3acemanusi. [IpOEKTBI COOTBETCTBYIOIIMX ITYHKTOB TIPOTOKOJIA BU3UPYIOTCS
JOJDKHOCTHBIM JIUIIOM OTBETCTBCHHBIM 32 ITOJTOTOBKY.

7.11. Jlata mpoTOKOJa JOKHA COOTBETCTBOBATH JHIO IPOBEACHUS COBELIAHUS
(3acenanus).

7.12. Komuu TmPOTOKOJOB pAaCCHUIAOTCS 3aWHTEPECOBAHHBIM OpTAaHM3AIUSAM U
JTOJDKHOCTHBIM JIMIIAM B COOTBETCTBHUU C yKa3aTelIeM pPacChUIKH, KOTOPBIN
COCTABJIICT CEKpeTaph 3aceaaHus (COBEIIAHMUS ).

8. [lnan
8.1. [lman — MOKyMEHT, YCTaHABIMBAIOIINK MEPEUCHh HAMEUEHHBIX K BBITIOJHEHUIO
MEpOTPUATHA, WX  IOCJIEAOBATEILHOCTh, O00BEM, CpPOKH, OTBETCTBEHHBIX
HCTIOJIHUTETIEH.
8.2. Ilman odopmusercas Ha nucre Oymarum ¢dopmata A4 C HUCMIONIB30BAHUEM
CIIEIYIONTUX PEKBU3HUTOB:

e HAWMEHOBAHHWE ITKOJIBI;

o Tpu( yTBEpPKICHHS TOKYMCHTA;

o JaTa IOKYMEHTa;

e PETrUCTPAlMOHHBIA HOMEDP IOKYMEHTA;

¢ HAMMEHOBAHHE BHUJIA JOKYMEHTA;



¢ 3aroJIOBOK K TEKCTY;
e TEKCT IOKyMEHTA;
¢ HAMMEHOBaHUE JIOJDKHOCTH;
o TIOJIUCH.
8.3. PexBusut — "Tekct qokyMeHTa" ohopMIIsieTCs B BUIEe TaOIUIBI ¢ Tpadamu:
¢ HOMEp MyHKTA IJIaHa;
¢ HAMMEHOBAaHUE MEPONPUATHUS;
¢ CPOK HCHOJHEHUS;
¢ HCIIOJTHUTEIIb;
o TpUMEYaHHE.

9. OTuer
9.1. OTuer — JOOKYMEHT, COAEpXalluil CBEACHUS O pe3ysibTaTax AESITEIbHOCTU 3a
ONIPEEIICHHBIA IEPUOJT BPEMEHH, BBIITOJIHEHUN MEPOIIPUATHM, TOPYUYEHNN, 3aJaHNM,
IJIAHOB.
9.2. OT4eTsI, MpeOCTaBIsIEMbIE B OPTraHbl TOCYIapCTBEHHON BJIACTH (B TOM YHCIIE B
OpraHbl TOCYJapCTBEHHOW CTAaTUCTUKH) W MMEIOLIME YCTAHOBJIEHHYIO IPaBOBBIMHU
aKTaMU TOCYJIapCTBEHHBIX OpraHoB QopMmy, cO3Aal0TCs 1O YCTaHOBJIEHHOM
rocyJAapCTBEHHbIMH OpraHaMu (popMe U B ONPEAEIEHHOM UMH MOPSIKE.
9.3. OtuéThl, mpemocTaBIsieMble COTPYIHHUKAMH IIKOJIBI B XOJE€ BHYTPEHHETO
B3aMMOJICHCTBHS, CO3JAIOTCS 110 IPaBHUJIaM, YCTAHOBJIEHHBIM JUISI CO3JaHUS
CJIy>K€OHBIX 3aIUCOK.
9.4. Otuetst odopmisitoTcsl Ha jaucte Oymaru ¢dopmata A4 C HUCIONIB30BAHUEM
CJIEIYIOIUX PEKBU3HUTOB:

e HANMEHOBAHHE IIKOJIbL;

o J1aTa JOKYMEHTA;

e PErUCTPAMOHHBIA HOMEDP TOKYMEHTA;

o HAMMEHOBAHUE BHJIA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHUHU (IPU HAJIMYMH);

¢ HAMMEHOBAaHUE JOJIKHOCTH;

e TIOJIHUCH.
9.5. B Tekcre oTuéra B 00s3aTEILHOM MOPSAKE IOJKHO COAEpXKAThCs yKa3 Ha
NEeSATENbHOCTh, MEPOIPUSATHE, BBIJIAHHOE [OpPYYEHHE, 3aJaHue, IIyHKT IUIaHa,
MTO/IJIEXKAIINI BBITOJIHEHUIO, U PE3YJIBTAT O BBIIOJIHEHUH, B TOM UYHCJIE C YKA3aHUEM
Ha COOJIIOJICHUE WJIM HapyUIeHHE UCHOJHUTEIbCKON TUCIUIUIMHBI, YCTAaHOBJIEHHBIX
CPOKOB MCIIOJIHEHHS M HaJJIexallee IpeaocTaBiieHne MH(OpMaluy, HEOOXOIUMBIX
MaTepualioB (MPOEKTOB JOKYMEHTOB) COUCIIOIHUTENAMU (TIPU YYACTUH HECKOJBKUX
UCIIOTHUTENIEH ).

10. ITucsmo
10.1. IIncbMa TOTOBSITCS KaK:
e OTBETHI O BBINOJHEHUU MOPYYCHUHN BBIIICCTOAIIUX OPTaHOB MCIOJHUTEIbHON
BJIACTH;



e OTBETHI Ha 3aIIPOCHI OPTaHU3ALNMN, TIPEAIPUATAN U YACTHBIX JIULL;
¢ HMHHIIMATUBHBIC MHCHMA.
10.2. Cpoku MOATrOTOBKH OTBETHBIX IMHUCEM:
e C KOHKPETHOM JAaTOW HCIOJIHEHMS, YKAa3aHHOM B JOKYMEHTE, - B yKa3aHHBIU
CpPOK;
¢ B COOTBETCTBUU C PE3OJIOIHUEH AUPEKTOPA U €ro 3aMECTUTENeH Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB MCIIOJIHEHHUS MOPYUYEHHH, 3alIPOCOB WU O PELICHUIO
aBTOpA PE30JOLUH.
10.3. TekcTsl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJIaHUSM,
3aUKCUpOBaHHBIM B pe3oiouund. CpoKM MOATOTOBKM WHUIMATUBHBIX IHCEM
ONPEAESAIOTCA ~ CAMOCTOATENIBHO  aBTOPOM  MPOEKTAa IHUCbMa C  YYETOM
HEOOXOAMMOCTH pEIICHUs KOHKPETHBIX 3a7ad U (WIM) B COOTBETCTBHHU C
TpeOOBaHUSIMU 3aKOHO/IaTEJIbCTBA, HNOpPYYEHUSIMU HENOCPEICTBEHHOTO
PYKOBOJUTEIIS.
10.4. Iucbpma meyaTtaroTcst Ha OJ1aHKe MIChMa 00IIe00pa30BaTeILHON OPraHU3aIli C
YIJIOBBIM PACTIONOKEHUEM PEKBU3UTOB.
10.5. JlomonHUTENbHO K PEKBU3UTaM OJlaHKa MHChbMa TpU O()OPMIICHWU TMHCEM B
IIKOJIEC UCTIONB3YIOTCS CIIEAYIONINE PEKBU3UTHI:
e« ajpecar;
e 3aroJIOBOK K TEKCTY;
e TEKCT IOKyMEHTa;
¢ OTMETKa O NMPUIOKEHUH;
o BU3Q;
o TIOJIUCH.
e OTMeETKa 00 UCIIOJHUTEIIE.
10.6. Ilpu odopmieHnn mHcbMa Ha JBYX W 0OoJjiee CTpaHMIIAX BTOpas U
MOCIEAYIONIME CTPAHUIBI HYMEPYIOTCS TIOCEPEAMHE BEPXHEro TOJisA JIMCTa
apaOckumu udpamu.
10.7. TIncpma MOAMUCHIBAET TUPEKTOP MM PAOOTHUKH, YIIOJTHOMOYECHHBIE TIPUKA3OM.
10.8. Ciy>xeOHBIE 3aITUCKU
10.9. B mensix oCymIeCTBICHHUS B3aUMOJICHCTBUS MEXAY COTPYJHHKAMHU B paMKax
BHYTPEHHETO JOKYMEHTOOOOpPOTa B IIKOJE MPUMEHSIOTCS CIy>KeOHBIC 3amHCKH.
CnyxeOHble 3amUCKU SIBISIFOTCS  CIIPAaBOYHO-MH(DOPMAIIMOHHBIMUA JTOKYMEHTaMH.
ABTOpaMHU CIYXEOHBIX 3alHCOK SIBJISIOTCS COTPYIHHUKH 0011e00pa3oBaTeNIbHOIM
OpraHU3aIlHH.
10.10. Cuy>xeOHas 3alIMCKa MOXKET COCTABISATHCS MO YKA3aHUIO PYKOBOJICTBA WM T10
MHUIMATHBE KOHKPETHOTO COTPYAHUKA.
10.11. TIpm odopmieHun CiIy>keOHOW 3amUCKH  O(POPMIISIOTCS  CIEIYIONTUE
PEKBU3UTHIL:
e ajpecar;
e JlaTa JIOKyMEHTA,
o HAMMEHOBaHWE BUJA TOKYMEHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT IOKyMEHTA;
e OTMETKa O NMPUWIOKEHUH (IIPU HATUYUK);



¢ HAMMEHOBaHUE JIOJDKHOCTH;

e TIOJITHUCH.
10.12. CnyxeOHbIe 3alUCKU MOTYT CO37aBaThCs Ha OyMaKHOM HOCHUTENE W (UJH) B
AIIEKTPOHHOU (hopMme.

11. loBepeHHOCTH

11.1. JIoBepeHHOCTb BBIAAETCA COTPYIHUKAM IIKOJIBI U OPOPMIIAETCA MO MPaBUIIAM,
YCTAHOBJICHHBIM HacTosmer WHcTpykiuen s muceMm, ¢ y4€ToM TpeOoBaHUM
IrpaXIAHCKOT0 3aKOHOJaTenbcTBa Poccuiickoit deaepany 1 HaCTOSIErO pa3ieia.
11.2. TIpoekT MAOBEPEHHOCTHM TMOATOTABIMBAETCS W BHU3UPYETCA COTPYIHUKOM,
KOTOPOMY JOBEPEHHOCTh OYAET BblJaHa, OCJIE Yero nepeaacTcsl B KaHICISPUIO IS
HaIlpaBJICHHS HA OANMUCAHUE.

11.3. JloBepeHHOCTh MOJNUCHIBAECTCS TUPEKTOPOM WIIM JIMIIOM, OCYIIECTBIISIOLIUM
€ro TMOJHOMOYMS (UCHOJHSAIOIUM OOS3aHHOCTH), U CKPEIUISIETCS Ie4YaTbio
00111e00pa30BaTENbHON OpraHU3allUH.

12. loroBopbl, coryiameHusi, KOHTPAKTHI

12.1. JloroBopsl, coriamieHus, KOHTPAKTHI (fajiee - TOTOBOPHI) MOATOTABIUBAIOTCS B
COOTBETCTBUM C TPEOOBAHUSIMHU TI'PAKIAHCKOTO, TPYAOBOrO, OFOJKETHOIO M MHOTO
3akoHogarenbcTBa Poccmiickor Penepanun, B 3aBUCHMOCTH OT PETYIUPYEMBIX
JOTOBOPOM IIPABOOTHOLIEHUH U 0053aTEIBCTB CTOPOH.

12.2. Ilpoext poroBopa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM
(KOHTPAKTHBIM YIPABJSIIOIIMM) C YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO H
KaueCTBEHHOTO OOECIICUEHUsI WCIIOJNHEHUS CBOMX IOJHOMOYHM (00s3aHHOCTEH,
(GYHKIIMN), TOTHOMOYHUNA MTKOJIBI B 1IETIOM.

12.3. Ilpoext goroBopa TOJTOTABJIUBACTCS OTBETCTBEHHBIM COTPYIHHUKOM
(KOHTpPaKTHBIM  YIPABJSIONIMM) COBMECTHO CO CHEHHAIMCTOM, K (PYHKIUSIM
(MOTHOMOYMSAM) KOTOPOTO OTHOCUTCSI PELIEHUE BOMPOCOB, SBIISIFOIIUXCS TPEAMETOM
JOTOBOpPA, WM HWHBIM COTPYAHUKOM TIO TPSIMOMY VYKa3aHUIO JIUPEKTOpa
00111e00pa30oBaTeNIbHON OpraHU3aluu.

12.4. Heobxoammas aJis MOATOTOBKU TMPOEKTa JOroBopa MH(OpmaIus codupaercs
OTBETCTBEHHBIM JIMIOM (KOHTPAKTHBIM YIpPaBJSAIOIIMM) B MOpsAKE pabdouero
B3aUMOJICMCTBUS C YYETOM MPABUJI, YCTAHOBJIEHHBIX HacTosmen MHCTpyKIen.

13. IlpyHUIUNBI OPraHU3aLMU JOKYMEHT0000pOTa

13.1. B 10KkymMeHTOOOOpPOTE BBIACISIOTCS  CISAYIOIIHE JOKYMEHTOIIOTOKH:
MOCTYMAOMasi  JOKyMEHTauus  (BXOAsIas), OTHpaBisieMas  JOKYMEHTAaLHs
(ucxonsiasi), BHyTpEHHSIS TOKYMEHTAIUSI.

13.1. B cocraBe BXOIslIe MU HUCXOAAIIEH TOKYMEHTAllMd MOTYT BBIAEISATHCS
JOKYMEHTBI, TOCTYIUBIINE W3 BBIIIECTOSIINX, TOAPSAHBIX, MEIUIIMHCKUX U IPYTUX
OpraHu3alMii, OpPraHOB MECTHOTO CaMOYIIpaBJIEHUs, OOpAIICHUS TPaXkIaH.

13.3. OOpamienus rpakJaH pErucTpUpyroTcss U GOPMUPYIOTCS B JAesia OTAEIBHO OT
JIPYTUX JOKYMEHTOB 00111e00pa3oBaTeIbHON OpraHU3aliii.

13.4. B mikosie JocTaBKa U OTIpPaBKa JTOKYMEHTOB OCYLIECTBISIETCS CpEACTBAMU
MIOYTOBOM CBSI3U, DJIEKTPOHHOM CBSA3M, a TakXkKe MO CHUCTEME BJIEKTPOHHOIO
nokymMeHtoobopora (mamee - COJI). C mnoMoup0 TIMOYTOBOM  CBSI3U B



O6IHCO6pa?>OBaT€JIBHy}O OpraHu3aluio JOCTABJIACTCA IIMCbMCHHAA KOPPCCIIOHACHIIA
B BHAC IPOCTBIX IIMCEM, 3dKa3HbBIX IIMCCM, IIOYTOBBLIX KapTOYCK, 6aHHepOHCﬁ n
MCJIKHUX ITAaK€TOB, 4 TAKXKC IICYATHBIC U3 aH1A.

14. TlepBnuHas 00padoTKa MOCTYNAKIIUX JOKYMEHTOB

14.1. JlokymMeHTBI, MOCTyHAIOIIME B WIKOJNYy, NEPEJaloTCsl Ha PETUCTPALUIO
CeKpeTapio 0011e00pa30BaTeNbHON OpraHU3alud U MIPOXOIAT NEPBUUHYIO 00pa0OTKY
B JIEHb TOCTYIUICHUS, MpPHU MOCTYIUIEHUH B Hepabouee BpeMs - Ha CIEAYIOIIHi
pabouuit nenw. [Ipu nepBuyHOI 00pabOTKE JOKYMEHTOB MPOBEPSAETCS MPABUIBHOCTh
aapecoBanus. OmMUOOYHO  MOCTYNMBIIME JOKYMEHTBI  MEPEChUIAIOTCS 10
NPUHAIIICAKHOCTH UM BO3BPAILAIOTCS OTIIPABUTEIIO.

14.2. loxymeHTsl, mocTynuBiire ¢ orMerkamu "Cpouno", "BpyunuTs HeMemJIeHHO",
"OnepaTuBHO",  HE3aMEIUIMTEIIBHO  MPOXOJAT  MEPBUYHYIO  00pabOTKYy U
JOKJIAbIBAIOTCS JTUPEKTOPY WM B CIy4ae €ro OTCYTCTBUS — 3aMECTUTENIO0
JUPEKTOpa MO HANPABIICHUIO JIESTEIIBHOCTH.

14.3. TloctynuBmine TenerpaMMbl MPUHUMAIOTCS TOJ MOANUCH C MPOCTABICHUEM
JaThl 1 BPEMEHU MIPUEMa, PETUCTPUPYIOTCS MO TEM K€ MPaBUjIaM, 4TO U MUChMa.
14.4. DneKkTpoHHbBIE COOOIIEHUSA, aJPECOBAHHBIC TUPEKTOPY WM HAIMpaBJICHHBIC B
aZpec IIKOJIbI, PACIEYaThIBAIOTCSA M JOKJIAJBIBAIOTCS TUPEKTOPY WK B CIIy4ae €ro
OTCYTCTBHUSI — 3aMECTUTENIO JUPEKTOPA.

14.5. DnexTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC SJEKTPOHHOM MOJMHUCHIO, MOJJIEKAT
o0pa0oTKe MO mpaBWiIaM, NPEIyCMOTPEHHBIM JUIsl TOCTYMHAroLEel (BXoasuieil)
JOKYMEHTALUU.

14.6. TlocrynuBmas  (BXozsmias)  JOKyMEHTAIlMs  pacmpeaensercs  Ha
PETHCTPUPYEMBIE U HE MOJIEXKAIINE PETUCTPALUN JOKYMEHTBHI.

14.7. He moanexaT perucTpaiiyu:

o IPUTJACUTENbHBIC, O3PABUTEIbHBIEC MMCbMA U TEJIETPAMMBI;

o OuIeTHI

e IUIAHBl W MPOTrpaMMbl CEMHHAPOB, KOH(PEPEHLHMH M JAPYrux MOJOOHBIX
MEPOIPUSATHI;

e JOKYMEHTBl 1O OyXraaTepckoMy y4YeTy, MaTepHaIbHO-TEXHUYECKOMY
o0OecreyeHunto, IMIaHOBble W (DUHAHCOBBIE OKYMEHTHI, MOCTynaroume 0e3
COMPOBOAMTENILHOIO MTUCHMA;

e DpEKJIaMHbIE, KOMMEpPYECKHE MpPEMIOKEHUS, B T.4. MOCTYNUBIIAE IO
AJIEKTPOHHOM TOYTE;

o TI€YATHBIC U3/IAHUS;

e IHMCHbMa C IOMETKOU «JIUYHO».

15. Perucrpanusi, y4er M PpaccCMOTPeHHE PYKOBOAUTEIEM MNOCTYNAKIIAX
(BX0oasimuX) J0KYMEHTOB

15.1. IloctynuBuive (BXOIALIUE) TOKYMEHTHI PErMCTPUPYIOTCS TOJBKO TOCIE M
NepBUYHON 00pabOTKU M HE3aBUCHUMO OT COoc00a UX JOCTABKHU.

15.2. Perucrpauusi — NpOCTaBI€HHE B HMKHEM IIPABOM YIJy IEPBOTO JIHCTA
JOKYMEHTa OTMETKH O MOCTYIUICHUM C YKa3aHWEM JAaThbl IIOCTYIUICHHUS] U BXOJSILErO
PETUCTPALIMOHHOTO HOMEpPAa JOKyMEHTa C 0O0sA3aTEeNbHOM 3aluChl0 B KypHAall



perucTpanuu NOCTyMaloIIeH (BxosIeh) JOKYyMEHTAIUH. Crpyktypa
PErHCTPAlMOHHOTO HOMEpPA, MOCTYMAOWIEr0 (BXOIALIEr0) JOKYMEHTAa, COCTOUT M3
€ro MOpsSOKOBOIO HOMEpa M HHIAEKca Jelna 10  HOMEHKIAType Jell
0011e00pa30BaTeIbHON OpraHU3aIiH.

15.3. Peructpanusi BceX MOCTYNMUBIIUX (BXOMSIINX) TOKYMEHTOB MPOU3BOIUTCS B
mpenenax oOIIero JOKYMEHTOIMOTOKAa JIIEKTPOHHBIM CIIOCOOOM B IMporpamme
«Peructpanus JoKyMeHTOBY». JKypHall perucTpaiuu €XXeroJHO pacleydyaTrblBacTCs U
ciuBaeTcs B aeno. ([lanubiii myHKT BcTynaet B crity ¢ 01.01.2024 r.)

JIOKyMEeHTBI, TMOCTYNHBIIME B IIKOJY 1O KaHajlaM (DaKCUMMUIIBLHON CBSA3W,
00pabaThIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TOPSJIKE.

Texkcr moctynuBIIed — TenedoHOTpaMMBbI — 3allMCHIBAETCS B JKypHale
peructpanuu TeiaedoHOrpaMM M IeyaTaeTcsi Ha JIMCTe OyMaru Ijisi mepenadyud Ha
PacCMOTpEHHE.

15.4. Tloctynaromue (BXOMASIIME) JOKYMEHTHI TMEPENalOTCd Ha PacCMOTPEHUE
PYKOBOJICTBY TOJIBKO MOCJIE UX PETUCTPALIUU U MIPEIBAPUTEIHHOTO PACCMOTPEHUSI.
15.5. JlokyMeHTBbl, TOCTYNHUBIIHME B 00IIc00pa30BaTEIBLHYIO OPTaHU3AIMIO, II0
BOIIpOCaM, HE TPEOYIOIIMM PAacCMOTPEHUsI JUPEKTOPA, HANPaBJISIOTCA PAOOTHUKOM
OTBETCTBEHHBIM 3a JEJOMPOU3BOACTBO IIIKOJbl HEMOCPEACTBEHHO HCIIOJHUTENIO
3amnpoca.
15.6. JlupexTop B PE3OJIIOIMH OMPEIESISICT JIMI, OTBETCTBEHHBIX 3a HCIOJHCHUE
JIOKyMEHTa, ¥ JJaeT UM MopydeHue. PAaOOTHUK OTBETCTBEHHBIN 3a JIEJIOMPOU3BOJICTBO
IIKOJIbI IEPEIa€T JOKYMEHT Ha UCIIOJIHEHUE.
15.7. [logmMHHKUK JOKYMEHTa C PE30JIIOIMel PYKOBOAUTENST 00IIe00pa3oBaTeIbHON
OpraHU3alMy HAMPABIISETCS UCTIOTHUTEIIO.
15.8. Ilpu HaMMYUU HECKOIBKUX MCTIOJHUTENCH MOJIMHHUK JOKYMEHTa MepeaaeTcs
TOMY MCIOJHUTEN0, KOTOPbIi B COOTBETCTBHUM C YKAa3aHUSMH MO HCIOJHEHUIO
SIBJISIETCS OTBETCTBEHHBIM, OCTAJIbHbBIC UCTIOTHUTEIHU MOTYYal0T KOMUIO JOKYMEHTA.
15.9. TlogmMHAWK TOKYMEHTa, KOTOPBIA UCTIONHSACTCS HECKOJIBKUMH JTOHKHOCTHBIMHU
JULAMH, TIOJy4aeT OTBETCTBEHHBINM HCMOJHUTENb. OCTaqbHBIM HUCIOJTHUTEISM
MepeAA0TCs KOIHUU.
15.10. MUsroToBneHme KOMUH JOKyMEHTa IS TEpeaadyd  COUCIOJHUTEIM
OCYILIECTBIISIETCS CEKpeTapeM 00111e00pa3oBaTeIbHON OpraHu3aIuu.
15.11. Pe3osnroniust COAEPAKUT:

e yKa3zaHWE M0 WCIIOJHCHHIO, COJACpIKallee KpaTKoe OMHCAHWEe HEeOOXOIMMOro

JUTSI UICTIOJTHEHUS JICHCTBUS;

e YyKa3aHWE Ha CpPOK, B TEUECHHE KOTOPOro JHOO JI0 HCTEUEHUS KOTOPOTO

HEO0OXOMMO WCIIOTHUTH MPEMTUCAHHOE JICHCTBUE;

e JIMYHYIO MOJIUCH aBTOPA PE3OJIOLINY;

e JIaTy MPOCTABJICHUS PE3OIOLIHHU.
15.12. VYka3zaHue Ha CpOK, B T€YEHHE KOTOPOTO JHMOO J0 HCTEUCHUS] KOTOPOTO
HEOOXOJUMO WCIHOJIHUTh TMPEANUCAHHOE JEHCTBUE, MOXET HE BBIPAKATHCS
KOHKPETHOM JaTOW M COJEPKATh BBIPAXKEHUS: "B YCTAaHOBIICHHBIM 3aKOHOM CPOK'" U
T.I1.
15.13. Pe3omronusi muieTcss Ha CBOOOJHOM OT PEKBU3UTOB MECTE MEPBOTO JIMCTA
JIOKyMEHTA.



15.14. B cnydae, Korjia pe30jIONMs aJpecoBaHa HECKOJIBKUM COTPYIHUKAM, TO
OTBETCTBEHHBIM 32 WCIOJHCHHE JOKyMEHTa B IICJIOM SIBJSICTCS COTPY/IHUK,
yKa3aHHBIM TEPBBIM (BEPXHUM), TNOO COTPYIHUK, B OTHOIIEHUU KOTOPOTO CHeJIaHa
MTOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranusamnusi padoThl ¢ OTHPABJIAEMbIMH (MCXOASIIIUMH) JOKYMEHTAMH
16.1. Jlo mpemocTaBieHUs] MPOEKTa OTHPABISAEMOro (MCXOMSIIEro) ITOKyMEHTa Ha
HOJNUCH AUPEKTOPY WM MHOMY YHNOJHOMOYEHHOMY B YCTAaHOBJIEHHOM IOpSJIKE HA
HOJNMCAHUE JHUIy OCHOBHOW HMCIOJHMUTEIbL MPOBEPSET NPABWIBHOCTh O(POPMIICHHUS
OTIPaBISIEMOrO  (MCXOMAIIEro) JOKyMEHTa Ha COOTBETCTBUE TpPEOOBAHUAM
HacTosen MacTpyKumm.

16.2. Tlpu moAroToBKe OTHPABIAEMOTO (MCXOIALIET0) JOKYMEHTa Kak OTBETa Ha
NOCTYNUBIIMKA  (BXOIAMIMM)  JOKYMEHT  HWCHOJHUTENb  NPHUKJIAAbIBACT K
MOATOTOBJIEHHOMY MPOEKTY BXOJAAIINUNA JOKYMEHT.

16.3. IIpoekThl OTIpaBiIsSeMbIX (MCXOASAIINX) JOKYMEHTOB C YYETOM COOJIOICHUS
YCTaHOBJICHHOTO B PE30JIOLUMU CPOKa MCHOJHEHUS MEpPEeAaroTCs OTBETCTBEHHBIM
UCIIOJIHUTEJIEM B OTAEN JEJIONPOM3BOACTBA IIKOJBI JJi HANpaBlICHUS Ha
MOANKCAHUE.

16.4. TlonmmucaHHble OTIpaBiIsieMble (MCXOIANINE) TOKYMEHTBI, TIE€PEeIaroTCs
pPaOOTHUKY OTBETCTBEHHOMY 3a JEJIOMPOU3BOACTBO IIKOJbI, KOTOPBIM OCYIECTBIISET
OPOBEPKY  KOMIUIEKTHOCTM M COOTBETCTBHSI  KOJMYECTBA  SK3EMILISAPOB
OTIIPaBJISIEMOrO (MCXOMASILETr0) JOKYMEHTa CIIUCKY PACCHUIKH, a TAK)KE MIPABUIIBHOCTD
o(opMIIeHHSs] JOKYMEHTA COIVIACHO HACTOSIIENH HHCTPYKIUH.

16.5. B ciyuae HapyieHHUs KOMIUIEKTHOCTH WJIM COOTBETCTBHS KOJMYECTBA, 4 TAKKE
OPaBWJIBHOCTH OQOpPMJIEHHMS] JOKYMEHTa COTJIaCHO HACTOALIEH MHCTPYKLMU
oTmpamisieMble  (MCXOZSIIME) JOKYMEHTbl HE3aMEJUIMTEIbHO  BO3BpAILalOTCs
pabOTHHUKAMU KaHLEJISIPUU OTBETCTBEHHOMY MCIIOJHUTENIO WM B CITy4ae OTCYTCTBHS
OTBETCTBEHHOTO HCIIOJHUTENII €ro HEMOCPEICTBEHHOMY PYKOBOJMUTENIO s
YCTpPaHEHHUs HAPYILLECHH.

16.6. JIokyMeHTBI TIOCJIe WX MOAMUCAHUS TUPEKTOPOM HIJIM UHBIM YIOJIHOMOYEHHBIM
JULOM TEpellaloTcsl B KaHIEISpUI0 o0meoOpa3oBaTeNbHON OpraHu3aluud s
pErucTpalury U OTIPABKHU.

16.7. Peructpauus oTnpaBisieMbIX (UCXOISAIIMX) JOKYMEHTOB OCYIIECTBIISIETCS
nociie  MpoBeACHHUA  PaOOTHMKAMHM  KaHLENSPUM,  OTBETCTBEHHBIMH  3a
JEJONPOU3BOACTBO, MPOBEPKH KOMIUIEKTHOCTH M COOTBETCTBHSI KOJUYECTBA
HK3EMILUISIPOB, & TaKXe MPaBUIBHOCTh OGOPMIICHHS OTHPABISEMOTO (MCXOJSLIETO)
JOKYMEHTA.

16.8. Peructpauus co3gaBaeMbIX JOKYMEHTOB OCYIIECTBISETCS B J€Hb MOJANUCAHUS
WM YTBEPKICHUS TMOO Ha CIEAYIOLUI paboyuunii 1eHb.

16.9. CsegeHuss 0 pEruCTpUPYEMBIX OTIPABISIEMBIX (MCXOASAMIMX) JAOKYMEHTaX
BHOCSITCS B JKypHAJl PErHCTpallMy OTHpaBiIAeMON (MCXOIsAUIEH) IOKyMEHTaluu
AJNIEKTPOHHBIM CcHocoOoM B mporpamme «Perucrpanus mgokymeHTOB». JKypHan
pETUCTpallMK €XKETOJIHO pacleyaThlBaeTcsd U cIUMBaeTcs B Aeno. (JlaHHbIM IyHKT
BcTymnaet B cuity ¢ 01.01.2024 r.)



16.10. PeructpaiimoHHbIii HOMEp M JaTa OTMIPABIAEMOro (MCXOJAIIET0) JOKYMEHTa
MPOCTABJISIOTCS HA MOJIMHHUKE TOKYMEHTa B PEKBU3UTAX OJIaHKa U Ha SK3EMILIIpE,
ocTaroleMcs B jienie 0011eoopa3oBaTeIbHON OpraHnu3alllu.

16.11. CrpykTypa perucTpallMOHHOTO HOMEpa OTIPABISIEMOro (MCXOISIIETO)
JOKYMEHTa COCTOUT U3 €r0 MOPSIKOBOTO HOMEpa U MHJACKCA Jiefia 0 HOMEHKJIAType
JIeJT TITKOJIBI.

16.12. OrtmpaBka JOKYMEHTOB MPOU3BOJUTCS IICHTPATM30BAHHO pPaOOTHUKAMU
KaHIIEJIIPUU IIKOJIbI, KOTOPBIE MPOU3BOJISAT UX COPTUPOBKY MO CIIOCOOY OTIPABICHUS
(npocTasi, 3aKka3zHas, MEeXIyHApOIHAS U JIp.).

16.13. Ilucema, TenerpaMmbl, OTKPBITKH, OaHJEpPOJM | TIeUaTHBIC HW3JAaHUS
OTMPABIISAIOTCS TTOYTOM.

daxcorpamMmsl U TesaeOHOIPaMMBbI IEPEAAIOTCS 110 KaHAIaM Tele(OHHOM CBSI3U.
16.14. DnexTpoHHBIE COOOIIEHUS OTHPABISIIOTCA C O(PUIMAIBHOTO TOYTOBOTO
AJIEKTPOHHOTO ajipeca 00111e00pa3oBaTeIbHON OpraHu3aluu.

16.15. Ilucema, TenerpaMmMbl, OTKPBITKH, OaHAEpOH, (pakcorpaMMBbl, IEKTPOHHBIE
COOOlICHUS, HE CBA3aHHblE C paldodeil JeATeNbHOCThIO, K OTIpaBKE He
MPUHUMAIOTCA.

16.16. JlokyMeHTBI, OTIIpaBJsieMble CPEICTBAMHU TTOYTOBOM CBSI3U MTPOXOISAT:

¢ YIAKOBKY;

e ajgpecoBaHue (IIpU HaMNpaBJICHUU JOKyMEeHTa Oojiee yem B 4 anpeca) — B
COOTBETCTBUHM C YKa3aTeJIeM pAaCChUIKM, Ha KaXJOM DSK3EMIUIIpE NUChMa
yKa3bIBaeTCs TOJIBKO OJMH ajpecar.

¢ TPOCTABJIEHUE CTOMMOCTH MTOUYTOBBIX YCIIYT;

o TIepefayy B IOYTOBOE OTAEIICHUE CBSI3U.

16.17. Ilpu moAroToBKE W OTMHpPaBKE MHUCEM HEOOXOJMMO YYHMTHIBATH MpPaBUIIA,
YCTaHOBJIEHHbIE IPUKA30M MUHHCTEPCTBA CBSI3U U MAacCOBBIX KOMMyHUKauuii PO ot
31 umromst 2014 r. N 234 "O6 yrBepxkaennu [IpaBun okazaHus ycinyr MOYTOBOM
CBsI3U'".

16.18. JlokyMeHTHI, OTIpaBlisieMble CpPEIACTBAMH TOYTOBOW CBS3M B OJWH afpec,
BKJIQJBIBAIOTCS B OJIMH KOHBEPT.

16.19. Ucxopnsmme TOKYMEHTHI, MpEAHA3HAUYCHHBIE [JIs1 OTIPAaBKUA CpPEICTBAMHU
(akcuMUIBHON CBSI3H, OTIIPABJISIFOTCS paboTHUKaMU KaHLEIIpUN
00111e00pa3oBaTeNbHON OpraHU3alluu.

17. PazpaboTKa 1 BeJleHHEe HOMEHKJIATYPHI JeJl

17.1. JIOKyMeHTalIbHbI  ()OHA  IIKOJBI — COBOKYNHOCTh JOKYMEHTOB,
00pa3yromuxcsi B MPOIIECCEe €ro NeATeTbHOCTH. JIOKyMEHTaIbHBINH (DOH]I IIKOJIBI
COCTABJISIIOT JOKYMEHTBI, CO3JaHHBIE B 00I€00pa30BaTeIbHON OpraHU3aIi |
MOJIYYEHHbIE €10 B pe3yJbTaTe B3aWMOJICUCTBUSA C OpraHaMu TOCYAapCTBEHHOU
BJIACTU, OPraHaMH MECTHOTO CaMOYIPaBJICHUS, HOPUAUYCCKUMH U (PU3HUYECKUMHU
JULAMHU.

17.2. HoMmeHknaTypa jAen SBJISIESTCS OCHOBOM (hOpMHUpPOBAHUS JOKYMEHTAJIBbHOIO
(doHIa MIKOJIBI U TPEJICTABIISAET COOOM CHCTEMATU3UPOBAHHBIN MEpEeYEHb 3aroJ0BKOB
(HauMEHOBaHMIA) J1eN1, 3aBOJMMBIX B IIIKOJIE, C YKa3aHHUEM CPOKOB MX XPaHCHUS, U
O(pOpMJICHHBII B COOTBETCTBUM C TPABOBBIMH aKTaMH, PEKOMEHIALUUIMH U



METOJUYECKUMHU YKa3aHUsIMU opraHoB Poccuiickoit denepannu, ynoJHOMOUYEHHBIX B
chepe TOCYyIapCTBEHHOTO YIPABICHUS AapXHUBHBIM JI€JIOM, JEIOMPOM3BOJCTBA U
JIOKYMEHTO000pOTA.
17.3. Howmenkmatypa [ea1 COCTaBISi€TCS HAa OCHOBE M3Y4YCHHUS TMOJIOKEHUH,
MHCTPYKUMHA H TpaBWiI, a TaKkKe JAPYruX JAOKYMEHTOB, pPETJIaMEHTHUPYIOIINX
JeSITeIbHOCTh 00111e00pa30BaTeIbHON OpraHU3allui, a TaK)KE€ HOMEHKIATYp Jied 3a
MPEIIIECTBYIONME TOABl U JOKYMEHTOB, OOpasylolMXcsi B JEATEIbHOCTH
0011e00pa30BaTEIbHON OpraHU3aIiH.
17.4. HomeHknaTypa Jel MCHONb3YeTCA Ui TIPYHNIUPOBKH  HCIIOJHEHHBIX
JOKYMEHTOB B J€Jjla, CUCTEMaTH3allMl U YydeTa JeJl, OINpEAENIEHUS CPOKOB HX
XpaHEHUs U MOMCKA JOKYMEHTOB, SIBISIETCS OCHOBOW JUUIsl COCTABJIEHUS ONMUCEN el
IOCTOSTHHOTO M BpeMeHHOro (cBbime 10 sier) XpaHeHus, a Takxke JUIs ydera Jeln
BpEMEHHOTO (710 10 €T BKIIOYUTENBHO) XpaHEHUSI.
17.5. HomenkmnaTypa Aen BBOAUTCA B IEUCTBHE MPUKA30M IO IIKOJIE.
17.6. HomeHkaTypa JeJ1 TOTOBHUTCS B TPEX DK3EMILISIPaXx:

o JIJISl IOMEIICHHS B HOMEHKIIATYpPHOE JEJI0 U MMOCTOSTHHOTO XPAHEHUS;

e JIJISl UCTIOJIB30BaHUs B pabOTE OTAEIIOM JEJIONPOU3BOACTBA (KaHIEIsIpUEH);

o ISl XpaHEHHsI B ApPXHBE LIKOJBI.
17.7. V3 HOMEHKIaTypbl €7 IIKOJbl OTBETCTBEHHBIM JIULIOM 3a BEJICHUE
JEIOMPON3BOACTBA OGOPMIISIIOTCS BBIMMMCKH JJIST KAXAOTO M3 TOJpa3feiieHudl u
OTJIeJIOB 00I11Ie00pa30BaTEILHON OpraHU3aIuy.

18. ®opmupoBaHue jJej U UX TeKyulee xpaHneHue. [1oAroroBka J0KyMeHTOB U
JeJ1 K nepejaye HA apXMBHOE XPaHeHUe

18.1. ®opmupoBaHue nen1 — TPYNINUPOBKA HUCIOTHEHHBIX JOKYMEHTOB B Jielia B
COOTBETCTBUM C HOMEHKJIATypoill jen o001eo0pa3oBaTeNbHOM OpraHu3alud U
CHUCTeMAaTH3aIHsI TOKyMEHTOB BHYTpH Jela.

18.2. Jlena co qHS WX 3aBEACHHS 10 NIEpEayr B apXUB IIKOJIbI MJIM HA YHHUTOKEHUE
XPaHSTCS TI0 MECTY MX (DOPMHUPOBAHMSI.

18.3. Ilpuka3pl 1O OCHOBHOH, aJIMHHHUCTPATHUBHO-XO3SIMICTBEHHOH, y4eOHO-
BOCTIMTATEIILHON EATEIHLHOCTH IIKOJBI, TPYNIUPYIOTCS OTIAEIBHO OT MPUKA30B IO
JUYHOMY COCTaBy paOOTHHUKOB W IO JIMYHOMY COCTaBy OOYyYaroluXcs
(yyammxcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynmupyercs 3a IEpUOA  KaJICHAAPHOTO Toda |
CUCTEMATU3UPYETCS B XPOHOJOTUYECKOM MOCIIEI0BATEILHOCTH.

18.5. IlpoBepka HamuuuMsi M COCTOSHHUS JIOKYMEHTOB W JIeT TPOBOJIUTCS TPHU
MepeMeNIeHn JieJ, TPU BO3BpaTe Jei, NPH PEOpraHU3alUHd WM JTUKBUIAINH
0011e00pa3oBaTebHON OpraHU3aIlNN.

18.6. B apxuB o01micoOpa3oBaTeIbHON OpraHu3auu (Iajaee - apXuB) IEpeAaroTCs
JieJia TOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 JieT) cpokoB XpaHEHUS U MO JUYHOMY
cocTaBy 4epe3 3 roja mocie roja, B KOTOpOM JTOKYMEHTBI ObUIA IMOMEIIECHBI B JIEJIO0
Ha XpaHEHUE.

18.7. Ilepenaua JOKYMEHTOB B ApXUB MPOU3BOAUTCS MO YTBEPKICHHBIM OMKCSM JEJI.
18.8. TloarotoBka AOKYMEHTOB U JeJ K Mepeade Ha apXMBHOE XpaHEHUE U Ha
YHUUTOXEHUE TIPElyCMaTPUBAET:



o DKCIEPTU3Y IEHHOCTH IOKYMEHTOB;

¢ COCTaBJICHHME OIUCEH JEJ MO pe3yJIbTaTaM SKCIEPTU3bI X LICHHOCTH;

o odopMIeHHUE ACIT;

e COCTABJICHHE AaKTOB HA YHHUYTOXCHHE JOKYMEHTOB M JEJl1 C HCTEKIIMMHU

CpPOKamMH XpaHEHUSI.

18.9. DxkcmepTH3a EHHOCTH JOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XpaHEHHS
OCYILIECTBJISIETCA ~ €XKEroJHO  JUIOM  (JIMUaMH), Ha3HAYCHHBIM  IPUKA30M
OTBETCTBEHHBIM (OTBETCTBEHHBIMHU) 32 apXUBUPOBAHHUE.
18.10. B neno momemiaercs He Oosnee 250 yiucTOB (TONIIMHA Jiefla MPU ITOM
coctaBisieT He Oonee 4 cM). [Ipu 6OTBIIOM KOTUYECTBE JOKYMEHTOB (DOPMUPYIOTCS
Toma (4acTH) jaena. BHYTpu nena JOKyMEHTBI paclojaratoTcsi B XpOHOJIOTMYECKOM
HOPSAJIKE B COOTBETCTBUHU C ONMCHIO. B 1ena moMemaroTcss TOJBKO HCIOJIHEHHBIE,
IPaBUIBHO 0()OPMIICHHBIE JOKYMEHTHI.
18.11. /lokyMeHTHI BHYTPH JieJia pacroJiararoTcsl CBEPXY BHH3 B XPOHOJOTHYECKOH,
BOITPOCHO-JIOTMYECKOM MOCIE0BATENIBHOCTU UM UX COYeTaHUU. PacniopsiauTenbHbIe
JOKYMEHTBI TPYNIUPYIOTCS B J€Na MO BUAAM U XPOHOJIOTHH C OTHOCSIIIUMHUCS K HUM
MPUIOKEHUSMHU.
18.12. Jluuneie kapTOuku paOOTHUKOB (QOPMHUPYIOTCS B A€o Mo andaBUTy
(damunuii.
18.13. OdopmiieHne nena mpemycMaTpuBaeT: OGQOPMIICHHE PEKBHU3UTOB OOJIOKKH
JieJia 0 YCTaHOBJIEHHOW (popMe; HyMepaluio JIMCTOB B JieJie KapaHIallloM B BEpXHEM
IPaBOM YIJy; COCTaBJICHHE BHYTPEHHEH OIIMCU JTOKYMEHTOB J€ja, NOAIIMBKY H
neperuiet Aena. Jluct Gospiioro gopmMara, MOMIIUTHIA 32 OAWH Kpail, HyMepyeTcs
KaK OJWH JIMCT B TIPAaBOM BepxHeM yriy. JIOKyMEeHTBI ¢ COOCTBEHHOW HyMmeparuei
JIMCTOB, B TOM YHCJIE TICYaTHbIE U3/1aHusl, HYMEPYIOTCS B 0011EM MOpSAKE.
18.14. JIucThl nen, COCTOSIIMX M3 HECKOJBKUX TOMOB HUIM YacTel, HyMEPYIOTCS I10
KOKJIOMY TOMY MJIM YaCTH OTAENBHO.
18.15. Tlocne 3aBepiicHHS HyMEpallid JIMCTOB COCTAaBJISETCS 3aBepUTEIbHAS
HaJIUCh, KOTOpas pacrojaraerca B KOHLE Jefa. 3aBepuTeibHas HaAMNKChH
COCTAaBJISIETCS B IeJie HA OT/IEJIbHOM JINCTE-3aBEPUTEIIE Jena.
18.16. B 3aBepurenpHON HagmucH nu(paMu U MPOMHUCHIO YKA3bIBACTCS KOJIUIECTBO
JUCTOB B IAHHOM JieJie. 3aBEpUTENIbHASI HAAIUCh MOANUCHIBAETCS €€ COCTABUTEIIEM C
yKa3aHUEM pacIiiu(PpOBKU MOAMKCH, TOJKHOCTU U JaThl cocTaBiieHus. KonnuecTBo
JUCTOB B JeJie TNPOCTAaBIIETCA Ha OOJIOKKE JieJa B COOTBETCTBUU C HTOTOBOM
HaJUCHIO.
18.17. PexBusut '"cpok XxpaHeHus nena" TEPEHOCHTCS Ha OOJIOKKY Jena u3
COOTBETCTBYIOIIEH HOMEHKJIATYPBI J€1 MOCIE CBEPKH €r0 CO CPOKOM XpAHEHHS,
YKa3aHHbBIM B TIEpEYHE THUIOBBIX JOKYMEHTOB WJIM B IE€pEYHE JOKYMEHTOB,
o0pa3ymoIuxcsi B JEATENbHOCTH (eAepalbHOrO OpraHa, C YKa3aHHEM CpPOKOB
XpaHEHHS.
18.18. Ha nenax mocTosTHHOrO XpaHeHus nueTcs: "XpaHuTb MOCTOSTHHO".
18.19. IlpueM npen mpoU3BOAUTCA COTPYIHHMKOM, YIOJHOMOYEHHBIM Ha BEJEHUE
NEeSTEIbHOCTH apXUBa, C IPOCTABIECHUEM B JBYX IK3EMIUISIPAX OMUCH JIe] OTMETOK O
HAJIMYUU KKJOTO Jefia (Ha KaXJI0M SK3EMIUISIpE OMUCH YKa3bIBA€TCS KOJIUYECTBO



(akTUYeCKH MPHUHATHIX JeJ, JaTa IpueMa-lepeaadu Jel, a TakkKe IOANNUCH
apXUBUCTA U COTPYIHUKA, IEPEIABIIETO JIEa.

19. 3akn04uTeIbHBIE M0JI0KEHUSA

19.1. Hacrosmas WHcTpykuus 1O AEIONPOU3BOJACTBY SBISIETCS JIOKAJIBHBIM
HOPMAaTUBHBIM ~ aKTOM  0OOIIe00pa30BaTeIbHOM  OpraHM3aliM, YTBEPXKIaeTCs
MIPUKA30M JIUPEKTOpa 00111e00pa3oBaTeIbHON OPraHU3aIIHH.

19.2. Bce u3MeHEHMs W JONOJHEHUWs, BHOCHMBIE B HacTosulyro MHcTpykuuto,
opopMiIAIOTCST B NHCBMEHHOHM  (QopMe B COOTBETCTBUM  JIEHCTBYIOIIUM
3aKOHOJATENBCTBOM Poccurickon deneparuu.

19.3. HMHCTpykumss 10 JAEJONPOM3BOJACTBY B  IIKOJIE INPUHHAMAETCS Ha
HEONpEEICHHBIA CPOK. M3MeHeHns u 1onoyiHeHnsd K MHCTpyKIMKY NPUHAMAKOTCS B
nopsJIKe, peaycMoTpeHHoM 11.19.1. mactosmen MHcTpyKuu.

19.4. Tlocne npunsatuss MHCTpyKIuM (MM M3MEHEHUI W JIONOJIHEHHUWA OTIEIbHBIX
IIyHKTOB WU pa3/iesioB) B HOBOW peJaklUUM Npenblaylias peAakuus aBTOMaTHYECKU
YTpaunBaeT CHITY.



IIpunoowcenue Ne [

IIpasuia
o(popMIIeHUS] PEKBU3UTOB IOKYMEHTOB

I. Jlmga m[OArOTOBKM  JOKYMEHTOB  IPHUMEHSIETCS  TEKCTOBBIM  PEAAKTOP,
oOecrieuynBaOIMK  TpeOOBaHUSI TpaUUeCKOro BOCIPOU3BEICHHUS PEKBU3UTOB
TOKYMEHTA.

2. Bunpl 1 pasmepsl ucnoiibdyembix mpudtoB: Times New Roman — 12, 13, 14,
Calibri 14 1 mpuONM>XeHHBIE K HUM.

3. Ilpu noAroToBKe TEKCTOB B TabnMIaX, Ml 0OeCledeHus JIydlled 4MTaeMOCTH
JAHHBIX, JIOMTyCKaeTcs MpuMeHenue mpudTo Buaa Arial, pazmepos 12,13.

4. Jluama3oH HCIOJb3YEMbIX MEXAYCTPOYHBIX HHTEPBAJIOB: OT OJMHAPHOTO [0
MOJIyTOPHOTO.

5. AG3anHbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

6. 3arojIoOBKM pa3JeioB M TMOJPA3/CNIOB IMEUaTAlOTCAd C al3al[HbIM OTCTYIOM WJIU
LEHTPUPYIOTCSI IO MIUPUHE TEKCTA.

7. MHOrOCTpPOYHBIE PEKBU3UTHI MEYATAKOTCA 4Y€pe3 OJUH MEKCTPOUYHBIM MHTEPBAJ,
COCTABHBIEC YACTU PEKBU3UTOB OTAEIISIFOTCS JOTIOIHUTEIBHBIM HHTEPBAIOM.

8. Eciin JOKYMEHT TOTOBHUTCS IJii W3JIaHUA C YMEHBIIEHHWEM MaciiTada, TEeKCT
[eyaTaeTcs yepe3 IBa HHTEpBAJIa.

9. NUutepBan mexay OykBamMu B CJIOBaX - OObIUHBIN. MIHTEpBal MeXIy ciIoBamu -
OJIH TpoOe.

10. TexcT mOKyMeHTa BBIPAaBHHBAETCS MO IIUPUHE JHUCTa (110 TpaHUIlaM JIEBOTO U
IIPaBOTro IMOJIeH JOKYMEHTA).

11. JlnuHa caMol JJIWHHOW CTPOKM PEKBU3UTA IMPU YIJIOBOM PAaCIOJIOKEHHUU
PEKBU3UTOB HE Oosee 7,5 cMm.

12. /InmHa caMOW IJIMHHOW CTPOKH PEKBU3UTA IPU IPOJOJIBHOM PACIOIOKEHUN
PEKBU3UTOB HE Oosee 12 cm.

13. Koxa hopmbr 1okymeHTa

Kon ¢opmbl  nokymeHTa mpocTaBisieTcsi Ha  YHU(PUUUMPOBAHHBIX (popmax
JOKYMEHTOB, B OCHOBHOM HCHOJIB3YEMBIX B KaJpPOBOM JOKYMEHTOOOOPOTE IIKOJIBI.
Pacrionaraercs kox ¢opMbl B MpPaBOM BEpPXHEM YTy pabouero mossi JOKyMEHTa,
coctouT u3 cioB "dopma no" (HauMeHoBaHHE KiIaccupukaropa) u nupoBoro Koja.

IIpumep - @opma no OKY][ 0301001.

14. HauMeHOBaHME IIKOJIbI

HanMeHoBaHME MIKOJBI JTOJDKHO COOTBETCTBOBATH HAWMMCHOBAHHMIO FOPHIMYECKOTO
JUIA,  3aKpeIUICHHOMY B €T0  yYpPEAUTCNIBbHBIX  JOokyMeHTax  (YcraBe
ob1eo0Opa3oBarenbHOM opranu3anuu). [lon HamMeHOBaHUWEM IIKOJBI B CKOOKax
YKa3bIBAETCs COKpAILIEHHOE HAaMMEHOBaHUE 00111e00pa30BaTeIbHON OpraHU3alltu.




15. CupaBouHbIe JaHHbBIE O MIKOJIE

CrpaBoyHbIe JaHHBICE O IIIKOJIE BKJIIOYAIOT B CeOs: IOYTOBBIA ajapec, HOMepa
tenedoHa, dakca, ampec IJIEKTPOHHOW TouThl, kox mkoiael 1o OKIIO
(mpoctaBnsercss 1o  OOImEpOCCUUCKOMY — KJIacCU(PHUKATOPY MPEANpUATHNR U
OpraHu3alMii), OCHOBHOM TOCYJIapCTBEHHBI peructpaunoHHeiii Homep (OI'PH),
UACHTU(PUKAIIMOHHBI HOMEp HaJOTOIUIATENbIIUKA/KOJ MPUYMHBI MOCTAHOBKHU Ha
HajoroBeiii yuet (MHH/KIIII).

16. HaumeHoBaHue BUIA IOKYMEHTA

PexBU3UT ucCHoNb3yeTcs s yKa3aHus BHJA JIOKYMEHTa W pacIoJiaraeTcsi Moj
PEKBU3UTOM «HAaMMEHOBaHUE 00111e00pa3oBaTeIbHON opranu3aiuny. HaumenoBanue
BUJIa JOKYMEHTA HE YKa3bIBACTCs B MUChMaX.

17. lata nokymeHTa

JlaToii JOKyMeHTa sIBJIIETCS JaTa ero moanucanus (Ipukas, MMCbMO, 3alMCKa, aKT U
1p.), YTBEpKACHUs (MHCTPYKIHUSA, MOJOKECHHE, MpaBuja, PeriiaMeHT, TUIaH, OT4eT U
ap.), COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE (IPOTOKOJI).

Jlata JOKyMEHTa MPOCTABIAETCA MOJDKHOCTHBIM JIMIIOM, MOJANUCHIBAIONIMM WA
VTBEPXKAAIOMIMM  JOKYMEHT, WJIM TpH  PErucTpaludl  JOKyMEHTa, WU
HEMOCPEACTBEHHO COCTAaBUTENEM IPH MOATOTOBKE JTOKyMEHTa (Ciy)keOHas 3amucka,
3asiBJICHUE U JI.).

JIOKYMEHTBI, M3/1aBa€Mble COBMECTHO C JPYTUMHU OpPTaHU3ALMUSMHU JTOJKHBI HUMEThb
OJIHYy (€IUHYIO0) JaTy.

Haty noxymeHTa oQopMiIsioT apabckuMu 1@ paMu B MOCIAETOBATEILHOCTH:

e JIEHb Mecsla, Mecsll, rof. JleHp Mecsna u mMecsi opOpMIISIOT ABYMs Mapamu
apabckux 1udp, pa3AeNeHHBIMU TOUYKOW, TOJ - YETBIPbMS apaOCKUMH
upamu, Hanpumep: 01.12.2017. byksa "r" nocie uudp He cTaBUTCS.

e TIPU CJOBECHO-IIMPPOBOM crmocobe odopmiieHHs JaThl JEHb Mecsla
yKa3bIBaeTcsl mapod apaOckux uudp, roj 4eTbipbMs apaOCKUMu IUdpamu,
Harpumep: 12 nexabps 2017 .

18. PerucrpaiimoHHbIi HOMEp TOKYMEHTa

Perncrpanronsslii HOMEp JTOKYMEHTa MPOCTABISETCA B COOTBETCTBUHM C CHCTEMOU
perucTpauuy, MPUHATOM B IIKOJE, KJIACCU(PUKALMS PETUCTPALMOHHBIX HOMEPOB
YTBEPKIAAETCA MPUKA30M TUPEKTOPA.

PerncrpanvoHHbli HOMEp NIPUCBAMBACTCA JOKYMEHTY IIOCIE €ro IOAIMCAHHUS
(yTBEpKICHUS).

CcbuiKa Ha perucTpalMoOHHbIA HOMEDP U JaTy JOKYMEHTA

Ccbulka Ha UCXOSIIMA HOMEpP W JaTy JOKyMEHTa aJpecaHTa BKIIOYaeT B cels
pPETrUCTPALlMOHHBIA HOMEpP M JIaTy JOKYMEHTa, Ha KOTOPBIA OJIKEeH ObITh JaH OTBET.

19. Mecto cocTaBieHus (U34aHus1) TOKYMEHTa

Mecrto cocTaBieHusi WIM W3JaHHUs JOKyMEeHTa - "Tropoj ..." - yKa3bpIBaeTcs Ha
OJlaHKax TMPOTOKOJIOB M aKTOB, COCTaBIsieMbIX B  001I€00pa30BaTEIbHOM
OpraHM3alMH.

20. Anpecat



B pekBusute "Agnpecar" wuCHoNb3yHOTCS OQUIMATbHBIE HAaUMEHOBAHUS OPTraHOB
rOCyJIapCTBEHHON M MCIIOJHUTEIBHON BIIACTU, OPTAHOB MECTHOI'O CAMOYIIPABIICHUS,
opranu3anuid. JlomyckaeTcss MCHOb30BaTh O(DHUIIMAIBHO MPHUHSATHIE COKPAIICHHBIC
HaVMEHOBAHUSI OPTraHOB TOCYJAPCTBEHHOMW U WCIOJHUTEIIBHOM BJIACTH, OPraHOB
MECTHOTO CaMOYTMPABJICHUS, OpTaHU3aIIU.

[Ipu anpecoBaHuM AOKYMEHTa JIODKHOCTHOMY M YAaCTHOMY JIMIy WHUIUAIBI
CTaBATCS Mocie haMUINu.

IIpumep - Pykosooumento OO0 «Cmpoumenvy
Damunusa U.0.

PexBuszut "agpecar" npocTaBisercs B BEpXHEW NMpaBOil YaCTH TOKyMEHTa (Ha OJlaHKe
C YIJIOBBIM pAacloOJIOXKEHUEM PEKBU3UTOB) WM CIpaBa IOJ PEKBU3UTaMU OjaHKa
(Ipu  OPOAOJIBLHOM PACHOJIOKEHUM PEKBU3UTOB OnaHka). CTpOKH pEeKBU3UTA
"anpecaT" BBIPABHUBAIOTCSA IO JIEBOMY KPArO WIM LIEHTPYIOTCS OTHOCUTEIIBHO CaMOM
JUTMHHOW CTPOKH.

[Ipu anpecoBanuu IOKyMeHTa O€3 yKa3aHUsA JOHKHOCTHOIO JIMIIA HAMMEHOBAaHUS
aJpecaToB MUIIYTCS B UMEHUTENBHOM MaJIeXke, HalpUMep:

Opeanvl cmamucmuku 2opooa Mockaul

IIpu agpecoBaHMM JIOKYMEHTa PYKOBOJMTEIIO OpPraHM3allii HauMEHOBAHHE
JOJDKHOCTH YKA3bIBACTCS B JIaTEIILHOM I1aJIe)Ke, HaIPUMED:

T'enepanvrnomy oupexmopy OOO «H3z30anuey

Damunusn U.0.

[TouToBBIi anpec HE yKa3bIBACTCS B JIOKYMEHTAX, HAMMPABIISIEMbIX B BBICIIIME OpTaHbI
roCyJapCTBEHHOW BJAcTH, (emepanbHbIC OpraHbl MCHOJHUTEIHHOW BIACTH M HX
TEPPUTOPHAIIBHBIE OPTaHbI, OPTaHBl TOCYAAPCTBEHHOW M HMCTIOJHUTEIHHOW BIIACTH,
MTOCTOSI HHBIM KOPPECTIOHICHTaM.

[Ipu anpecoBanwuy mMHChMa B OPTaHM3AIMI0 YKa3bIBAIOT €€ HAWMMCHOBAHHE, 3aTEM
MOYTOBBIN aIpEC, HATTPUMED:

Tocyoapcmeennoe  yupesicoenue  Bcepoccutickuili  HAYYHO-UCCIE08AMENbCKULL
UHCMUmMym OOKYyMeHmMOo8e0eHUsl U apXU8HO20 0ed
IIpoghcorosnas yn., 0.82, Mockea, 117393

[Ipu anpecoBanuu nOKyMeHTa (U3UYECKOMY JIUIy YKa3blBalOT (aMuiInio u
VHHLMAIIBI [T0JTy4YaTesis, 3aTEM ITOYTOBBIM aJApec, HAIPUMED:

Ilemposy U.I1
IIpouzeoocmeennas yi., 0.5, k6.12,
2. Mockea, 119633



PexBuzutr "Apapecar" He JOJDKEH cojaepkaTh Oosiee uerhipex aapecaToB. CoBO
"Konusa" mepen BTOpbIM, TPETbUM, YETBEPTHIM ajJpecaTaMu He ykasbpiBaercs. [lpu
qucie agpecaToB 0osiee 4-X COCTaBISAETCS CHUCOK PACCHUIKUA JOKYMEHTA.

Ecnu HOKyMEHT OTIpaBisieTCs B HECKOJBKO OJHOPOJIHBIX OpraHU3aluid WU B
HECKOJIBKO CTPYKTYPHBIX MOJPA3/EJICHUN OpraHa MCHOJHUTEIbHOW BIACTH, TO OHH
YKa3bIBaIOTCs 0000IIEHHO.

IIpumep:

Pyxosooumensam yupescoenuti CI10

20. I'pud yTBepKaecHUS JOKYMEHTA

I'pud yTBepKmeHUs IMPOCTaBISAETCS B MPABOM BEepXHEM yIiIy JokymeHTa. CTpoku
PEKBHU3HUTa BBIPABHUBAIOTCSA MO JIEBOMY Kpaw WA ILEHTPUPYIOTCA OTHOCUTEIBHO
CaMOM [JUJIMHHOM CTpPOKH. JIOKYMEHT YTBEPXKAACTCA JOJUKHOCTHBIM JIUIIOM
(TOMKHOCTHBIMU JIMIIAMU) UJIN PACTIOPAIUTEIbHBIM IOKYMEHTOM (IIOCTAHOBJICHUEM,
pelIeHueM, MPUKa30M, PACTIOPSIKEHUEM ).

[Ipu yTBepx)aeHUU TOKYMEHTa JOJKHOCTHBIM JIMIIOM TpU] YTBEPKACHUS TOJDKECH
coctosaTh u3 ciaoBa Y TBEPXKJIAIO (6e3 kaBbIuek), HAUMEHOBAHHUS JOJDKHOCTH JIUIIA,
YTBEPXKJAIOMIETO JOKYMEHT, €ro NOAMUCH, HWHULIMAIOB, (QaMmwiud ¢ JaThl
YTBEPKICHUSI.

[Tpumep:

YTBEPX][AIO
Jupexmop MBOY COILLI Ne 11 um. A.M. Ilozvinuua
H.0. Damunus

21. JlaTta

[Ipu yTBep)keHUN NOKYMEHTA HECKOJBKUMU JOJKHOCTHBIMU JIMIIAMHU WX MOAMUCH
pacrojararoTcsi Ha OJTHOM YPOBHE.

[Ipu yTBEepKIeHUM TOKYMEHTA PACIOPSAUTEIBLHBIM JOKYMEHTOM TpUd yTBEPKIACHUS
cocroutr w3 cinoB  YTBEPXJIEH (YTBEPXJIEHO, VYTBEPXJIEHBHI,
YTBEPXJIEHA), coriacoBaHHOr0o ¢ HauMEHOBAaHHMEM BHJA YTBEPKIaeMOTO
JOKYMEHTA, HAUMEHOBAHUA BHJAa JOKYMEHTAa B TBOPUTEJIBHOM MaAECkKe, €ro NaThl,
HOMeEDpa.

[Tpumep:

VTBEPX][EHO

npuxazom MBOY COLII Ne 11 um. A.M. [lozbinuua

om 01.03.2020 Ne 57

22. 3aroJ0BOK K TEKCTY

3aroloBOK K TEKCTy - KpaTKoe COJEpKaHWE JOKYMEHTA. 3arojloBOK K TEKCTY

npukasza popmynupyercs ¢ npeasiorom "O" ("O6") u orBeuaer Ha Borpoc "o yem?"):
o TpuKa3 (0 4em?) 0 CO31aHUU KOMHUCCHH;
o TpuKa3 (0 yem?) 00 yTBEPKIAECHUHU IITATHOI'O PACIIUCAHUS;




e MHUCHMO (0 YeM?) 0 MPeIOCTaBICHUU HH(DOPMALIIH.
3aroyioBOK K TEKCTy OGOpMIIIECTCS TOJl PEKBU3WTAMH OJIaHKa CJIEBa, OT TPAHUIIBI
JICBOTO TIOJIA.
HanmenoBanue (3aroioBok) au0O aHHOTALUSI JOKYMEHTA COCTaBISIETCS aBTOPOM
MPOEKTA JOKYMEHTA.
3aroyioBOK K TEKCTY MOYKET HE COCTaBIISATHCA, €CITU 00bEM TOKyMEHTa HE TPEBBIMIACT
4-5 CcTpoK.

23. TekcT I0KyMeHTa
JIOKyMEHTBI o01reo0pazoBaTebHON OpraHu3aluu COCTAaBJISIIOTCSA Ha
rOCyJlapCTBEHHOM si3bIke Poccuiickont denepaiuul - pyCCKOM.
TekcT JOKyMEHTa MOXKET COJIepKaTh pas3/ielibl, MOAPA3/AeIibl, MyHKTHI, MOIMTYHKTHI,
HyMepyeMble apaOCKUMH UPpaMH.
B mpukazax TEKCT ITOKyYMEHTa H3JaratoT OT MEPBOr0 JMIla €AMHCTBEHHOTO YHUCIa
(«1IpUKa3bIBAIO»)
B nokyMeHTax KOJUIETUAIBHBIX M COBEHIATENBHBIX OpraHax OT TPEThEro Jula
€MHCTBEHHOTO YHCIia: («COOpaHUeE... PEIIUIION)
TekcT mpoTOKOJIAa WM3JIAraeTcsi OT TPEThEro JHIAa MHOXKECTBEHHOIO0 4YHCia
(«cmymanmy, «BBICTYITHIIN, «ITOCTAHOBYIINY, «PEIIHIIN ),
B coBMeCTHBIX NOKYMEHTax TEKCT H3J1aratoT OT IEPBOr0 JIMIa MHO>XECTBEHHOTO
yucia: («IpUKa3bIBAEMY, «PEITIIN).
B nenoBbIx (ci1y>k€OHBIX) MUChbMaX UCTIOIb3YIOTCS (DOPMBI U3JI0KEHUS:
e OT TMEpPBOIO JIMIIa MHOXECTBEHHOTO 4HCJIAa («IIPOCHM HAMpPaBUTHY,
NPEACTABIISIEM Ha PACCMOTPEHUEY);
e OT TpeThero nuia eauHcTBeHHOro uucia («Aamunuctparus OV Illkxoma Ne
1238 He Bo3paxkaeT»);
e OT TMEPBOTO JMIA EIAWHCTBEHHOTO 4YHcCla («CUUTAI0 HEOOXOIUMBIM,
«Tpeaiaral0 pacCMOTPETHY).
[Ipu ynorpebneHun B TEKCTe (QaMUIUNA JIMI] WHULMAIBl YKa3bIBAIOTCS TOCIE
bamunuu.
B nenoBbIX (ci1y»KeOHBIX ) MUCbMaX MOTYT HMCII0JIb30BaThLCS:
¢ BCTYNHUTEJIBbHOE OOpalICHUE:
Veaoicaemviii cocnooun Meanos!
Veaowcaemas cocnooica [lemposa!
Veaowcaemwiti Huxonati Ilempoeuu!
Veaowcaemasn Onvea Hukonaesna!
Veaoswcaemule 2ocnooa!

B oOpamenun mo J0KHOCTH HAaMMEHOBAaHUE JOJKHOCTH MUIIETCS C MPOMUCHOU
OYKBBI, B 00pallieHud 1Mo GaMuIuu MHUIMABI JIMIA HE YKa3bIBAIOTCA.

o 3aKJIIOYMTENIbHAS TUKETHas ¢pasa:
C yeaowcenuenm, ...

CrtpaHulbl JOKYMEHTa HYMEpPYIOTCS, HAauWHas CO BTOPOro JIMCTa JOKYMEHTa
apabckumu 1udpaMu NocepeInHe BEPXHEro MoJis.



Tekct AOKYMCHTA OTHACIISACTCA OT 3aroJIOBKa ABYMS HIIM TPEMA MCXKAYCTPOUYHBIMH
HHTCPBAJIaMH UCIIOJIb3YECMBbIMHU B TCKCTC.

24. OTMeTKa 0 IPUIOKEHHUH

OTMeTKa 0 TMPWIOKEHUH HCIIONB3YeTCs MPU O0(QOPMIICHUH THCEM U TPUIIOKCHHUHA K
IJIaHaM, MporpaMMam, OTIEeTaM, MOJIOKEHUSIM, TTpaBUjIaM, HHCTPYKIIHSIM B IPYyTUM
JTOKyMEHTaM.

B mnmceMax oTMeTKa O TPHIIOKCHHUH OQOPMIISETCS II0J TEKCTOM IIMChbMa Ha
paccTostHUH 1,25 ¢M OT rpaHUIIBI JICBOTO TOJI. ECIIM nmpuiioskeHre Ha3BaHO B TEKCTE
IIUChbMa, B OTMETKE O IPHJIOKCHUH YKa3bIBACTCS KOJUYCCTBO JINCTOB U KOJUYECTBO
AK3EMILISIPOB MPUJIOKCHHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 8 1 k3.

HpI/I HaJIW4uM HCCKOJIBbKHX HpHHO)I(eHI/Iﬁ, B OTMCTKC O IIPUIOKCHHHN OHHU
HYMCPYIOTCA, YKa3bIBAIOTCA HAMMCHOBAHHA KaXXJAO0OI'O IIPUITIOKCHHUA, KOJINYCCTBO
JIMCTOB U KOJIMYCCTBO 3K3CMILIAPOB, HAIIPHUMCEP:

Ipunooicenue:
1. Inan-epaghux ... na 3 1. 6 2 3k3.
2. Cnpaska o noomeepaicoeHuu pakma ooyueHus... Ha 1 1. 6 1 3k3.

Ecnu npunoxkeHus: cOpoItopoBaHbl, TO KOJIWYECTBO JUCTOB HE yKas3biBaeTcs. Eciu
IPUJIOKEHUE HAMPaBIISIOT HE BO BCE YKA3aHHBIC B JIOKYMEHTE aJipeca, TO OTMETKY O
€ro HaJIM4IuK 0(hOPMIISIOT CJICIYIONTUM 00pa3oM, HaIIPUMED:

Ipunoowcenue: na 3 1. 6 1 3k3. mobKo 8 nepavll aopec.

Ha npunoxenusax k npaBuiaMm, HHCTPYKLHUSM, MOJIOKEHUAM, IUIAHAM, IIPOrpaMMam,
NOTOBOpaM M JIPYTHMM JOKYMEHTaM OTMETKA O MPUJIOKEHUM IPOCTABISIETCS Ha
IIEPBOM JIMCTE MPUIIOKEHUS B IPABOM BEPXHEM YTIIy.

Ecnu npunoxenue oHO, OHO HE HyMepyeTcs. Eciu npuiokeHuil HECKOJIbKO, OHU
HyMepyroTcs (MpuiiokeHue 1, npuioxenue 2).

B TekcTe moxymeHTa mpu MepBOM YIOMHHAHHUH JTIOKYMEHTA-TIPHIIOKEHHUS B CKOOKax
yKa3bIBaercs: ... (OIpWwioXkeHuwe) wik ... (mpuiiokeHue 1); mepes HoMepom
MIPUJIOKEHUS JOYCKAETCsl CTAaBUTh 3HAK HOMeEpa: ... (mpuioxenue N 2);

B ormeTke 0 npuiioKeHUN yKa3bIBaeTCsl HAMMEHOBAHUE BUAa OCHOBHOTO IOKYMEHTA,
€ro Jlata U HOMep, HalpuMep:

Ipunoowcenue N° 2 k npuxaszy MBOY [lxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunoxenueM K T10KyYMEHTY (HarpuMep, K MpUKasy) sBISETCS YTBEPKIAEeMbIii
JOKYMEHT, (II0JI0KEHUE, IPaBuiia, UHCTPYKIUS, PETJIAMEHT U Jp.) B BEPXHEM MPABOM



yIay TpOCTaBIsAETCS OTMETKAa O MPWIOKEHUU, HUXKE — Tpud YTBEpKIACHUS,
Harnpumep:

Ipunooiwcenue

VTBEPX/[EHO

npuxazom MBOY COLL Ne 11 um. A.M. Ilo3zbinuua
om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuszuta "OTMeTKa O NPUIIOKEHUH" JIOJKEH
COOTBETCTBOBATh BUAY U pazMepy mpudTa TeKCTa JOKyMEHTA.

25. 'pud cornacoBaHusi JOKYMEHTa

I'pu¢ cormacoBaHusi AOKYMEHTa HCIHOJIB3YETCSl MpPHU COTIACOBAaHUMU JOKYMEHTa C
OopraHaMu BJIACTH, OpPTaHU3aLUUsSIMH WIH JOJDKHOCTHBIMU JIMaMH. OH COCTOMT U3
cioBa “COI'NIACOBAHO”, nomKHOCTM JIAIA, KOTOPBIM COIVIACOBAaH JTOKYMEHT
(BKJIIOYasi HAUMEHOBAHUE OPTaHU3AIMK), TUYHON MOAMUCH, pacCIIM(POBKHU MOMUCH
(MHUIMANOB, (haMHIIMK) U 1AThI COTJIACOBAHMUS.

[Ipumep:

COI'JTACOBAHO

Lupexmop MBOY COILLI Ne 11
um. A.M. Ilozvinuua

U U Heanos

01.12.2017

I'pud cormacoBaHus B 3aBUCMMOCTH OT BHJA JOKYMEHTAa M OCOOEHHOCTEH €ro
o opMIIeHHS MOXKET IIPOCTABIATLCS:

e Ha MEPBOM JINCTE JOKyMEHTa (€CIM TOKYMEHT MMEET TUTYJBbHBIN JIUCT, - Ha
TUTYJIBHOM JIUCTE) B JICBOM BEPXHEM YTy Ha YpPOBHE Irprida YTBEPKIACHUS UITH
10T HANMEHOBAHUEM JIOKYMEHTa OJIFKE K HIDKHEMY TIOJTIO ),

e HAa MOCIICHEM JINCTE JOKYMEHTA TI0]T TEKCTOM;

e HA JINCTE COTJIACOBAHUS, SBIIIOIICMCS HEOThEMJIEMOH YacThIO JJOKYMECHTA.
BremHee corimacoBaHme Takke MOXKET ObITh OCYIIECTBICHO APYTUM JOKYMEHTOM -
MMICHMOM, TIPOTOKOJIOM, IIPHUKA30M.

[Tpumep:

COI'JIACOBAHO npukazom Ynpasnenus obpazosanus om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBanue MpoeKTa JOKyMeHTa o(popmIIsieTcs: BU30H.

Buza mpocTaBiaseTcss COOCTBEHHOPYYHO JIMIIOM, BH3UPYIOIIMM JOKYMEHT, W
BKJIIOYAET B ce0si HAMMEHOBAHUE JOKHOCTH BU3UPYIOIIET0, €ro JMYHYIO MOJIIHUCH,
pacmiPpoBKy NOAMKUCH (MHUIIAAIBI, (PaMUJIUIO) U 1aTYy.

[Tpumep:



3amecmumens oupexmopa
U 0. Damunusa
03.04.2020

JlomyckaeTrcst HOJINCTHOE BUBMPOBAHUE JOKYMEHTA U €T0 NPHUJIOKEHUM.

[Ipy HanMunMM 3aMedaHuil, JONOJHEHHM K NMPOEKTY JOKYMEHTa BU3a JOIOJHSAETCS
COOTBETCTBYIOIIUM yKa3aHUEM.

JUisi  NOKyMEHTa, MOJJIMHHUK KOTOPOTO  OTHPABISIOT W3  IIKOJbL, BHU3bI
IIPOCTABIIIOTCS Ha 3K3EMIUIAPAX TOKYMEHTOB, [IOMEIIAEMBIX B JIETIO.

JUIst TOKyMeHTa, IOJIMHHUK KOTOPOIO OCTaeTCs B IIKOJIC, BU3bl COIVIACOBAHMSI
IPOCTABIISIIOTCSL HA 000pPOTE MOCIEAHETO JHUCTAa IMOJJMHHUKA JOKYMEHTa WIM Ha
IIOCJICAHEM JIMCTE JOKYMEHTA 10 IIOAIUCHIO.

27. Ioanuck
[Toamucek BKIIOYAET: HAMMEHOBAHUE JIOJDKHOCTH JIWIA, TOJIMCABIIETO JOKYMEHT,

€ro cOOCTBEHHOPYUYHYIO MOAMNKUCH; PACIIN(PPOBKY MOANUCH (MHULIMAIIBI, PamMuins):
[Ipumep:

Jupexmop JIUYHASL HOONUCH U.0.Damunus

Ecnu noxymeHT odopmiieH He Ha OJaHKE, B HAUMEHOBAHUE JTOJDKHOCTH BKJIIOYAETCS
HAaUMEHOBaHUE O0IIe00pa30BaTEIbHON OpraHu3auu (MOJHOE HAa3BAHUE IIIKOJIBI).
Honyckaercss B pekBusute "l[loanuch AOMMKHOCTHOTO JMLA" ILIEHTPUPOBATH
HAaVMEHOBAHUE JIOJXKHOCTH JIMIA, MOJMKUCABLIETO JTOKYMEHT, OTHOCUTEIBHO CaMOM
JTJTAHHOW CTPOKH.

[Ipy mnoanucaHuM AOKYMEHTa HECKOJIbKMMHU JOJDKHOCTHBIMU JIMIIAMHU Pa3HbBIX
JIOJDKHOCTEM MX TOAMHUCH PAcToJiaraloT OJHY MOJ APYrodl B MOCIEI0BATEIHHOCTH,
COOTBETCTBYIOIICH UepapXuu 3aHUMAEMOM JOJIKHOCTH.

[Ipumep:

Jlupexmop nuunas noonuce U.0.D.
3amecmumens oupekmopa auyras noonuco 1.0.D.

[Ipu mnoamucanwu MOKYMEHTAa HECKOJBKHUMHU JHMIIAMU DPAaBHBIX JOJDKHOCTEH WX
MO/IMKCH PACIIONIaraloT Ha OJHOM YPOBHE.

B nmokymeHTax, COCTaBIEHHBIX KOMHCCHUEH, YKa3bIBA€TCS CTATyC JIMIIA B COCTaBe
KOMUCCHH:

MIPOCTABJICHUEM KOCOW YEPTHI TIEpe]l HAMMEHOBAHUEM JIOJDKHOCTH (JI00aBIIsATh KaKue-
00 MIPUCTABKH).

Ecnu pupekTop WiM WHOE YMOJHOMOYEHHOE HA TMOJANMKHCAaHUE JIOKYMEHTa JIHIIO0
BPEMEHHO OTCYTCTBYeT (OTmycK, OO0Je3Hb, KOMaHJIUPOBKA) WM JOJKHOCTD
BaKaHTHa, TO JOKYMEHT TMOJIUCHIBAET COTPYJHHUK, YIOJHOMOYEHHBI Ha
MOJNKUCAHUE B COOTBETCTBUM C PACIOPSAUTEIBbHBIM JIOKYMEHTOM WJIM HaJeJICHHBIN



MOJIHOMOYMSIMH, YCTAHOBIIEHHBIMU MPUKA30M HIKOJIbI WM YUYPEAUTEIIS, C YKa3aHUEM
CBOEH JTIOJDKHOCTH U TIOJTHOMOYHSI, HAITPUMED:

3amecmumens oupekmopa noonucsy U.0. ©amunus

WJIH:

Hcnonusowuu obsazannocmu oupekmopa noonucs U.0. @amunus
WJIn

u.o. oupexmopa noonucev M.0. amunus

PexBuzur  "[logmuchk  MOMDKHOCTHOro  Jmma"  MOXeT  ObITh  odopMIICH
COOCTBEHHOPYYHO aBTOPOM JOKyMEHTa (HampuMep, NpU HANUCAHUM CIY)KEOHOM
3aIUCKM  0e3 TPUMEHEHHMS TEXHMYECKHUX cpeiactB) Jmbo odopmiieH c
HCII0JIb30BAaHUEM TEXHUUYECKUX CPEJICTB.

B cnywae odopmiienus pexBusuta "lloamuch  JOMKHOCTHOro — jmma' ¢
WCIIOJB30BAaHUEM TEXHUYECKUX CPEACTB BHUJ U pa3Mep Mmpudra yKa3aHHOTO
PEKBU3UTAa HE MOXET OTIMYAThCS OT BUJA U pa3Mepa mpudTa OCHOBHOTO TEKCTa
JIOKYMEHTA.

PexBusutr "lloanmuce DOMKHOCTHOrO JUIA" OTAENSETCS OT TEKCTa TpPEMS WIIH
YETHIPbMS OJJMHAPHBIMU MEXYyCTPOUYHBIMU HHTEPBAIAMH.

28. lleyartn

[leyarsb siBAsIETCS CIOCOOOM MOATBEPKACHUS MOUIMHHOCTH HMOJAMUCH JOKHOCTHOTO
quua  Ha  gokyMmeHre. [ledate craBUTCS HAa  JIOKYMEHTax B ClydYasx,
OPELYCMOTPEHHBIX 3aKOHOJATEJIbHBIMU WM WHBIMM HOPMATUBHBIMU IPaBOBBIMU
aKTaMH.

[leyats cTaBuUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU ATOM OTTUCK IIe4aTd HE
3aXBaThIBAET JTUYHOW MOAMMUCH JOKHOCTHOTO JIMIA MOJAMUCABIIEr0 JOKYMEHT, WU
B MecTe, 0003HaueHHOM «MII» («Mecto neuatn»).

B nokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHU(PHUIMPOBAHHBIX (POpM, MNEHATh
CTaBUTCA B MecTe, 0003HaueHHOM 0TMeTKOM "MII" mnu uabIM 00pazoMm.

29. OTmeTKa 00 UCTIOTHUTEIIS

OtmeTka 00 ucnonHutene (aBTope) JOKyMEHTa MPOCTABISAETCS HA MUChMaX MIKOJIBI B
JIEBOM HWKHEM YTIIy JIMIIEBOW CTOPOHBI MOCJIEIHETO JUCTA IOKYMEHTa OT TPaHUIIbI
JIEBOTO TIOJIS UJTH, TIPU OTCYTCTBUH MECTa, - Ha 000POTHOI CTOPOHE BHU3Y CJICBA.
OtmeTka BKIIO4aeT GaMUIUIO, UMSI, OTYECTBO MCTIOJHUTENS U HOMEp ero TenedoHa,
a TAaK’Ke OTMETKA 00 MCIIOTHUTENIC MOXKET JOMOTHATHCS HAUMEHOBAHUEM JOJIKHOCTH
U DJICKTPOHHBIM aJPECOM UCIIOJTHUTEIS.

[Tpumep:

Hesanos Hean Heanosuuy, cneyuanucm no oxpame mpyoa

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



30. OT™MeTKa 0 3aBepEeHUH KOTIHUH

JI7is mOATBEPKIIEHUSI COOTBETCTBUSI KOMHUU (BBIMHCKU M3 JOKYMEHTA) MOJJIMHHHUKY
JOKYMEHTa Ha MOCIEAHEM JINCTE KOMHUM (BBIMMCKU U3 JIOKYMEHTA) O]l PEKBHU3UTOM
"Tloanuce" odopmisieTcst pekBU3UT «OTMETKA O 3aBEPEHUN KOTTHI.

OTMeTKa 0 3aBEpEeHHH KOIMH BKJIIOYAET: CIOBO «BepHo», HAMMEHOBaHUE JOKHOCTU
JIla, 3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYUHYIO MOAMKCH, PACIIU(PPOBKY MOAMUCH
(vHMLIAATBL, (AMUIIHIO), AATY 3aBEPEHHSI KOMUU JOKYMEHTA.

PexBusut «OTMETKa O 3aBEPEHUU KOIUU» MOXKET ObITh O(POpPMIIEHA OT PYKH WIH C
UCIOJIb30BaHUEM ILITAMIIA.

JlommyckaeTcsi 3aBepsTh KakJIbli IUCT MHOTOCTPAaHUYHON KOIIMM TOKYMEHTA.

31. OrmeTKa 0 IMOCTYIVICHHNH JOKYMCHTA

OTtMeTKa o IMOCTYIINICHUHN OOKYMCHTA COICPKUT BXOIIHHII/II;’I peI‘I/ICTpaI_II/IOHHHﬁ
HOMCPp MW JaTy MNOCTYIUICHUS IOOKYMCHTA. I[OHyCKaeTCSI YKa3aHnue 49aCOB WU MHUHYT
IMOCTYINUICHUA JOKYMCHTA C 3aBCPCHUECM ITOAIUCAMU 3aUHTCPCCOBAHHBIX JIUII.
OtmeTKa 0O INOCTYINNICHUN JOKYMCHTA MOXKCT IIPOCTABIATHCA C HCIIOJIBb30BAHHCM
mIraMiia.

32. Pe3osonus
Pesosronust coaepKUT yKazaHWe 10 MCIOJIHCHHIO JokyMeHTa. OHa odopmiiseTcs: Ha

CBOOOJTHOM MECTe paboyero moJjs JOKYMEHTA.

Pe3omrorust BKiIrowaeT B ce0si: pamMiInio, HHAIAAIIBI UCTIOTHUTENS (MCIIOTHUTEIEH),
MOpyYeHUE IO JOKYMEHTY, IOJIMHNCH aBTOpa PE3OJIIONMH W JaTy OoQOopMIICHUS
PE3OITIOIHH.

Pe3osrorust, Mo yCMOTPEHHIO JIMIIA, TAIOIIETO MOPYyYEeHUE, MOXKET BKIIIOYATh B ceOs
TaK)Ke CPOK UCTIOTHCHHSI IOKYMEHTA.
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