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HNucTpykuus mo Aej10npou3BoOACTBY
1. O01mme mo10KeHNs

1.1. Hacrosamas UHeTpykums 1no AEJIONPOU3BOACTBY B
HIKOJIe pa3padoTaHa B cOOTBETCTBUU ¢ DenepanbHbIM 3aK0OHOM 0T 29.12.2012 Ne
273-®3 "OO0 ob6pazoBanun B Poccuiickoii @exnepauuu" ¢ U3MEHEHHUSIMU OT 4
asrycra 2023 roga, 'OCT P 7.0.97-2016 «Cuctema crangapToB 1o uH(popmaru,
OMOMMOTEeUHOMY M M3JaTellbckoMy Jeny, «OpraHu3alOHHO-PACTIOPSAUTENbHAS
nokymeHTanus. TpeOoBaHuss K OQOPMIICHUIO JOKYMEHTOBY», a TaKXe YCTaBOM
oOmreo0pa3oBaTeNbHON OpraHu3alul U JAPYTMMH HOPMATUBHBIMH IPABOBBIMU
aktamu  Poccumiickonn ~ ®Dexepanuu,  pEeriiaMEHTUPYIOIIMMHU  JIESITEIIbHOCTD
o01reo0pazoBaTeIbHBIX OpPraHU3aIHil.

1.2. lannass MHCTpyKIMS 1O 1€JIONPOU3BOACTBY B OPraHu3anuu (1aiee -
WucTpykuus) o6o3HauaeT mMpaBuia MOATOTOBKM U OGOPMIIEHHSI JOKYMEHTOB B
OpraHM3aliM, OCYIIECTBIISIONICH O00pa30BaTEIbHYIO JESTENbHOCTb, OIpEIeyseT
CTaHAApThl O(OPMIIEHHS] PEKBU3HUTOB, OJIAHKOB JIOKYMEHTOB, COCTABIICHHS
MIPUKA30B, MMOJ0KEHUN NHCTPYKIUH, a TAaKXKe perjiaMeHTUpyeT (popMUpoOBaHUE 1€
U WX TEKyllee XpaHEHUe, MOArOTOBKY JOKYMEHTOB M JIeJ K epe/laye Ha apXUBHOE
XpaHeHue B 0011eo0pa3oBaTeIbHON OpraHu3alvu.

1.3. UHCTpPYKUMSA 1O [1eJONPOU3BOJACTBY B Y4Upe:KJAeHMH pa3padoTaHa B
LEJISIX YCTAaHOBJICHUS €MHBIX TPeOOBaHUN K MOATOTOBKE, 00pabOTKe, XpaHEHUIO U
UCIIOJIb30BAHUIO  O0pa3yloIUXcsi B JIEATEIBHOCTH  001Ieo0Opa3oBaTeIbHOM
OpraHu3alMd W  TOCTYMAKIMX B  I[IKOJY  JOKYMEHTOB, a  TaKxke
COBEpILIEHCTBOBAHMUSI M  TOBBINICHUS  A(O(PEKTUBHOCTH  JCIOMPOU3BOICTBA
o01reo0pazoBaTeIbHON OpraHU3aIUy.

1.4. [Tonoxenust MHCTpyKIMH pacipOCTPAHSIIOTCS HA OPTaHU3AIMIO PAOOTHI
C JIOKYMEHTaMH HE3aBHUCHUMO OT BHJIa HOCHUTEIIA, B TOM YHCIE C 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIOYas MOJATOTOBKY, 0OpabOTKy, XpaHEHHE M HCIOJIb30BaHHUE
JOKYMEHTOB, OCYILIECTBIIIEMBIMU C TOMOILBIO HHPOPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranuzanuio, METOJAMYECKOE PYKOBOJICTBO, COBEPIICHCTBOBAHUE
JIEJIONPOU3BOICTBA M KOHTPOJb 3a COONMIOACHHEM HacTosed MHCTpykuuu B
IIKOJIE OCYILIECTBIIIET OTBETCTBEHHBIH 32 BEJIEHUE JeJIONPOU3BOICTBA.

1.6. IlpaBa u o00s3aHHOCTH pPaOOTHUKOB, OCYLIECTBISIOIIUX padoTy C
JOKYMEHTaMHd B  CTPYKTYpHBIX  MOJpa3fAelieHusx  o01eo0pa3oBaTenbHON



OpraHu3alliy, YCTAaHABIUBAIOTCS JOHKHOCTHBIMU HMHCTPYKIUSMH WIW MPUKA30M
TUPEKTOPA.

1.7. CBenenus, comepxaiyecs: B JOKYMEHTax, MOTYT OBbITb MCIOJIb30BaHbI
TOJIBKO B pPabo4YMX WENsIX B COOTBETCTBUM C MOJHOMOYHMSIMU COTPY/JHHMKA,
paboTaroiero ¢ JoKkymeHTaMu. PaboTa ¢ J1OKyMEHTaMU BHE MOMEIIEHUN IIKOJIbI
He aomnyckaercd. [Ipu yTpaTe JOKYMEHTOB MPOBOAUTCA CIyKeOHask MPOBEPKA.

1.8. Ilpu yxozme B OTMHyCK, IepeBojie (MepeMelieHruu) mo pabore Wid B
cllyyae YBOJIbBHEHHMS COTPYJHUK 00s3aH IepeAaTb BCE HAXOJSAIIMECS Yy HEro
JOKYMEHTbl MHOMY COTPYAHHKY, ONPENCIEHHOMY B COOTBETCTBUM C yKa3aHHEM
HEMOCPEJICTBEHHOTO PYKOBOJUTENS YBOJBHIEMOr0, YXOJSIIEr0 B OTIYCK WIH
nepeBosIerocs (mepeMeniaemMoro) no padoTe coTpyAHUKA.

1.9. HnCcTpykius obs3aTenbHa ISl COONIOACHUS BCEMH pPaOOTHUKAMU
1IKOJIbl. BHOBB MpuUHATHIE HA PabOTy COTPYIHUKH, B JOJKHOCTHBIE OOSI3aHHOCTH
KOTOPBIX BXOJHUT BEJIEHUE JOKYMEHTAIUU, B TEUCHUE TPEX pabouyux THEH co AHS
U3JaHUS TIpHUKa3a O Ha3HAUYEHHWW Ha JOJKHOCTH JOJDKHBI OBITh O3HAKOMIICHBI C
Hacrosmen MHCTpyKuumen o noAnuch.

2. IIpaBuiia noaroroBKu U 0popmMJIeHUS JOKYMEHTOB

2.1. B [JOeATenbHOCTHM MIKOJIBI CO3AA€TCA KOMIUIEKC OpraHW3allMOHHO
pacnopsAIUTENbHBIX JIOKYMEHTOB: MPUKA3bl, MOJIOKEHUS, NMPaBUIA, UHCTPYKIHUH,
perjJamMeHThl; IPOTOKOJbl 3aceJaHuil (COBEIIATEIbHBIX, KOOPJIMHALMOHHBIX,
HKCHEPTHBIX M Jp. OpPraHoOB), AaKTbl, AHAIUTUYECKUE CIIPaBKU, JOKIATHBIE U
CITyKeOHbIE 3aITUCKH, JTOTOBOPHI (KOHTPAKTHI, COTJIALIECHUS ), IEI0Bast (CiryKeOHast)
Nepenucka M JAp. COCTaBIAOTCA M O(QOPMISIOTCS CHELMAIbHbIE JTOKYMEHTHI,
CBSI3aHHbIE  C  IUIJAHUPOBAHUEM  OOpa30BAaTEIbHOW  JEATEIBHOCTH |
OCYLIECTBIEHUEM  XO3SIMCTBEHHBIX  MEpONPHUATHI,  BEIEHHEM  y4eOHO-
MeJaroruyeckoro yuera, opraHu3anuen JIEJIONPOU3BOCTBA
o01ieo0pa3zoBaTeabHON OpraHu3anuu, 00ecreyeHueM OyXTrajlTepcKOro yuera.

2.2. JlokyMeHTBl MOTYT CO3/1aBaTbCsi HAa OYMa)XHOM HOCHUTEIE H B
ANEKTPOHHOM (opMe C COOJIOJIEHUEM YCTAaHOBJIICHHBIX MpaBui O(OpMIEHUS
noKyMeHTOB. [Ipu co3annu AOKyMEHTa Ha JIByX M 0oJiee CTpaHULax BTOPYIO U
MOCJIEYIOIINE CTPAHULIBI HYyMEPYIOT.

2.3. Homepa cTpaHuIl NPOCTABISAIOTCS IOCEPEAVHE BEPXHErO IOJIA
JOKyMEHTa Ha pPacCTOSHMM He MeHee 10 MM OT BEpXHEro Kpas JIMCTa.
Jloryckaercst co3/ilanue JTOKyMEHTOB Ha JIMIIEBOM U 000POTHOM CTOPOHAX JIUCTA.

2.4. IIpu ABYCTOPOHHEM CO3/IaHMM JIOKYMEHTOB LIMPHMHA JIEBOIO IMOJS Ha
JMLIEBON CTOPOHE JIUCTA M MPABOro IMOJIA Ha 0OOPOTHOM CTOPOHE JIUCTA JOJKHBI
OBITH PaBHBI.

3. PeKBU3UTHI JOKYMEHTOB
3.1. Jlnst pexBU3UTOB JIOKYMEHTOB, CO3J[aBa€MbIX B OO0II€00pa3oBaTEIbHON
OpraHu3allii YCTAHABJIMBAIOTCS MpaBwia U TpeOoBanus B cootBercTBUU ¢ ['OCT
P 7.0.97-2016.
3.2. CocTaB pEKBU3UTOB KOHKPETHOIO JIOKYMEHTA OMPEAENSETCS €ro BUJIOM U
Ha3HAYECHUEM.



3.3. Ilpu moaroroBke M OQGOPMIIEHUU TOKYMEHTOB B IIIKOJIE

CJIEAYIOIINE PEKBU3UTHI:

KOJ ()OpPMBI IOKYMEHTA;
HAaUMEHOBAHHUE IIKOJIBL;

CTHPaBOYHBIE TAHHBIE O IIKOJIE;
HAaUMEHOBaHNE BUJA IOKyMEHTA;

JaTa JOKYMEHTa;

PETUCTPAIIMOHHBIA HOMEP JTOKYMEHTA,
CCBLIKA Ha PErHCTPALIMOHHBIM HOMEP U ATy TOKyMEHTA;
MECTO COCTaBJICHUS (U3/1aHus1) TOKYMEHTA,
ajipecar;

rpu¢ yTBepKACHUS JOKYMEHTA;
3arojIOBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKa O MPUIIOKECHUH;

rpud coriiacoBaHus TOKYMEHTa;

BU3Q,;

MOJIMTHUCH;

OTMETKa 00 AJIEKTPOHHOM MOJIUCH;
reyarh;

OTMETKA 00 UCIIOJIHUTEIIE;

OTMETKa O 3aBEPEHUU KOIUH;

OTMETKA O MOCTYIJICHUH JOKYMEHTA;
PE30IIIOLIHS.

4. bilaHKu TOKYMEHTOB

4.1. JlokyMeHTBI, cO3/JaBacMbie B O00IICO00pa30BATEIHLHOM
opopMIIsItOTCS Ha OJIaHKaX, WM3rOTOBJICHHBIX HA CTAaHJAPTHBIX JIMCTaXx Oymaru
dbopmaroB A4 (210x297 mm) u A5 (148x210 mm). OTaenbHBIE BUILI JOKYMEHTOB
(TabnuIlbl, CXEeMbI, CMETHI) JOMycKaeTcsi opOpMIISITh C UCIOJIb30BaHUEM (dopmaTa
A3  (420x297mm). JIOKYMEHTBI, COCTABJISIIOLIME BHYTPEHHIOIO IEPEIUCKY,
oOpMIISIFOTCSI Ha CTAHJIAPTHBIX JiucTtax Oymaru gopmara A4 (210x297 mm) 6e3
UCIIOJIb30BaHMs OJIAHKOB.

4.2. Kaxnaplii TUCT JAOKYMEHTa, OGOpMIICHHBIH Ha OjaHKe WM 0e3 Hero,
JOJIKEH UMETh T0JISI HE MEHEE:

20 MM - JIeBOE;
10 MM - paBoe;
20 MM - BEpXHee;
20 MM - HIKHEE.

HCIIOJIB3YIOTCA

OpraHu3aluu,

4.3. JlokymeHThl aiauTenbHbIX (cBbiie 10 JIeT) CPOKOB XpaHEHHUs JOJKHBI
MMETH JIEBOE MoJIe HE MeHee 30 MM.
4.4. Buapl 671aHKOB JIOKYMEHTOB MTPUMEHSIEMBIX B IIIKOJIE:

o0mMii OJTaHK;
OJIaHK IMMCHMA;



o OJaHK KOHKPETHOTO BHAAa JOKyMeHTa (OJllaHK TpuKasza, OJaHK
pacnopspKeHus, OJTaHK TTPOTOKOJIA U . )
4.5. Obpasnpl pazpaboOTaHHBIX U MPUMEHSIEMBIX B IIIKOJIE OJIAHKOB IMOIICKAT
BKJIIOYEHUIO B HHCTPYKIMIO TIO JEJIONPOU3BOJACTBY 0O0II€00pa3oBaTEIbHON
OpraHu3alliy B Ka4eCTBE MPUIIOKEHUM (MTpuiiokeHue 3 Ha 3 JIMcTax).

5. Ilpuka3ssl

5.1.  Tlpukazamu  OoQOPMISIOTCS ~ pPEIICHUST 1O  OINEPATUBHBIM,
OpraHu3allMOHHBIM, YY€OHBIM, KaJpOBbIM (MIPUIIOKEHUE 2 Ha 9 JIMCTaxX) U APYyTUM
BOIIpOCaM pabOThI IIKOJIBI.

5.2. IIpoexkTbl TMpPUKA30B TOTOBAT OTBETCTBEHHbIC HCIOJHUTEIN Ha
OCHOBAHUHU MOPYYECHUH IUPEKTOpa, €ro 3amecturenei. [IpoekTel Impuka3oB Mo
JUYHOMY COCTaBY FOTOBUT CIELIUAIKCT MO KaJpam.

5.3. B nmpukazax TEKCT M3JIaraercsi OT MepBOro JIUila €AMHCTBEHHOTO YHCIIa
(«ITPUKA3BIBAIO»).

5.4. Texkcr mpukasa MOXKET COCTOATH M3 JIBYX 4YaCTEH: KOHCTATHPYIOLIEH
(npeaMOyJibl) ¥ pacopsIUTEIBHOM.

5.5. B koHCTaTUpYyOLIEH YaCTH KPAaTKO U3JIararoTcs e U 3a/1auu, (PaKThl U
COOBITHS, TOCIYXUBIIME OCHOBaHUEM JUIsl HU3JaHud npukaza. OHa MOXeT
HaunHaThca ciaoBamu "B nenax", "B coorBercTtBum", "Bo mcnoanenue", u T.n.
Ecnu npuka3 u3gaercsa Ha OCHOBAaHUM JAPYTroro JOKYMEHTA, TO B KOHCTAaTHPYIOIIEH
YaCTU YKa3blBA€TCd HAMMEHOBAHME JTOr0 JOKYMEHTa, €ro Jara, HOMEp H
3aroyioBok. IIpeamOyna B mpoekTax MPUKA30B  3aBEPIIACTCS  CIOBOM
«ITPUKA3BIBAIO», koTOpOEe neuaraercs 3arjaBHBIMU OYKBaMHU.

5.6. PacnopsiautenbHas 4acTh  JIOJDKHA — COJIEPkKATh  NEPEUHCICHUE
MPENKUCHIBAEMBIX JCHUCTBUIN C YKa3aHHEM HCTIOJHUTENS KaXKI0r0 JEUCTBUA U, IIPU
HEOOXOJAMMOCTH, CPOKOB HCIIOJIHCHHs. PacmopsauTenbHas 4acTh JAEIUTCS Ha
MYHKTBl U TMOJIYHKTBI, KOTOPble HyMEpyroTca apadbckumu mnudpamu. JleicTBus
OJIHOPOJHOT'O XapaKTepa MOTYT ObITh IEPEUNCIIEHBI B OJJHOM ITYHKTE.

5.7. B KayecTBE€ HCIIOJHUTEIECH YKa3bIBAIOTCA 3aMECTUTEIIM JIUPEKTOPA,
npejcenaTean Wik PyKOBOJAUTENU padounX Irpyni (KOMUCCUI).

5.8. Eciu mpukaz wu3MeHseT paHee W3JIaHHBbIA JOKYMEHT (IIyHKTHI
JOKYMEHTa), TO OJUH M3 IyHKTOB PACHOPSIUTEIBHOW YacTH TEKCTa JOJHKEH
coJiepKaTh CChUIKY Ha M3MEHSEMbIN JTOKYMEHT (IyHKTHI JIOKYMEHTA) C YKa3aHUEM
€ro J1aTbl, HOMEpPA 1 3aroJioBKa.

5.9. Ecim mnpuka3z OTMEHSET [IEWCTBUE paHee W3AaHHOTO JOKyMEHTa
(IyHKTOB JOKYMEHTa) C ONpPENENIEHHOW JaThl, TO OJWH U3 IIyHKTOB
pacropsiIUTEIbHON YacTH TEKCTa JIOJKeH HauuHaThes cioBamu "[IpusHath
YTPAaTUBILIMM CHJy...", Jajee yKa3blBaThCs JlaTa, HOMEpP M 3arojioOBOK paHee
M3JIaHHOTO TIOKyMeHTa (IIyHKTa JOKYMEHTa), a TAK)Ke JaTa, C KOTOPO OTMEHSETCS
ero npevicreue. Ecny ata He ykas3aHa, TO JEHUCTBHE paHEE W3AAHHOTO JTOKYMEHTa
(TTyHKTBI JOKYMEHTAa) OTMEHSETCS C AaThl U3JJaHUs HOBOTO TIPUKa3a.

5.10. Ecnaum mpuka3 OTMEHSET paHee HW3JAHHBIM JTOKYMEHT C MOMEHTA
W3/aHus, TO OJMH U3 IIYHKTOB PACHOPSAUTEIbHONM 4YacTh TEKCTa JOJHKEH



HaunHaThCa ciaoBamMu "OTMEHUTH..."

paHee U3JaHHOTO JOKYMEHTA.

5.11. Ecnn npuka3 npeanosaraeTcs BBECTH B JEHCTBHE HE C MOMEHTA €ro
W31aHus, HEOOXO0IUMO YKa3aTh CPOK BBeJIeHUs ero B nerictBue. [locnequuii myHKT
pPacCHopsSAUTEILHON YaCTH MOXKET COJNEPKATh CBEAEHUS O JOJDKHOCTHOM JIMIE, HA
KOTOPOE BO3JIaraeTCsl KOHTPOJIb 33 UCIIOJHEHUEM IIPUKA3a.

5.13. IIpukassl IIOJITUCHIBAOTCS TOJIBKO JAPEKTOPOM
o01reoOpa3oBaTeNbHON  OpraHu3all  Wid  pabOTHUKOM, HCIOJHSIOUUM €ro
00s13aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIEYEHHE CBOEBPEMEHHOW M KauyeCTBEHHOU
IIOArOTOBKH MPOEKTOB IPUKA30B M HUX COIJIACOBAHUE C 3aMHTEPECOBAHHBIMU
pabOTHHUKAMU U OPTaHU3AIMSIMH HECYT aBTOPHI IPOEKTA MPUKa3a.

5.15. PeructpauroHHblE HOMEpa MPUCBAUBAIOTCA MpPHKa3aM MO MOPSAKY
HOMEPOB B IIpeJienax KaJeHIapHOro roja.

5.16. laTa peructpanuu npuKasa sBiasieTcst JaTON €ro NoANUCAHUS.

N YKa3bIBaTbCA AaTa, HOMCP H 3aroJIOBOK

6. IlpaBuJia, M0J10KEHUSI, HHCTPYKLIMH
6.1. [IpaBuna — HOPMaTUBHBIN aKT, OMPECISAIOIUN MOPSAOK KaKoro-iaudo
BUJA JCATEIbHOCTH, YCTAHABJIMBAIOIIMN WM 3alpelIarOlMi  ONpPENAEICHHOE
NIOBEJICHHUE.
6.2. IlonmoxkeHne — HOPMAaTUBHBIM aKT, ACTAIBHO pPENIAMEHTUPYIOLIUN
OpaBOBO cTaTyc, MOPSAOK OpraHM3allMM U MpOLenypy Kakoro-iudbo BHUAA
NEATEIBHOCTH.
6.3. UHCTpyKIIUsI — HOPMATUBHBIA aKT, U34aBA€Mblid B LIENAX PA3bSICHEHUS U
OTpeeNICHUs TOPsAKa IPUMEHEHUS! COOTBETCTBYIOIIEIO0 HOPMAaTUBHOTO aKTa JIn0o
C LENbI0 yKa3aHHs HOPM O CIOCO0ax BBIMOJIHEHUS OIpPEIEICHHBIX OIepaluii
(meicTBuid).
6.4. IlpaBuna, MOJOXKEHMS, UHCTPYKLMH NPUHUMAOTCA (B 3aBUCHUMOCTU OT
BHUJIa JIOKYMEHTa) Ha VYHOpaBisiolleM coBere, 3acenaHusx I[Ipodcoro3znoro
KOMMTETA IIKOJIbI U YTBEPKIAIOTCSA JUPEKTOPOM.
6.5. IlopAmok mOATOTOBKM NPOEKTOB MPABUI, ITOJOKEHHS, WHCTPYKIIUHU
COOTBETCTBYET  O0OIIeMy  TOPSJKY  TOATOTOBKM  TMPOEKTOB  IMPHUKA30B
00111e00pa3oBaTeIbHON OpraHU3alHH.
6.6. TexcT nmpoekTa MOJIO0KEHUs, MPABWJI, NHCTPYKLMHU 1€4aTACTCs Ha YUCTOM
mucte Oymaru ¢popmara A4.
6.7. OTIIMYMTENBHBIMM XapaKTEPUCTUKAMHM TEKCTOB NIPABWJI, IOJIOKEHUS,
WHCTPYKIMH SBIISIOTCH:
e TOYHOCTb MPHUMEHIEMBIX (QOPMYIUPOBOK O€3 HCIOIB30BAHUSI CIOB H
ITOHSATHN, UMEIOINX MHOKECTBEHHBIN CMBICIT,

¢ HCIIOJb30BAaHWE KOPOTKHUX MPEJIOKEHUN, OOLIETIPUHSTHIX BBIPAXKEHUN W
CBA30K, NP  HEOOXOJMMOCTH - NPEIBAPUTEIBLHOE  OINPEJCICHHE
MCITIOJIb3yEeMbIX TIOHSTHI, COKpalieHui, ab0peBuaTyp;

¢ OIMCaHUE BCEX BO3MOXHBIX BAPUAHTOB COOBITUH M COOTBETCTBYIOIIMX UM
BapUaHTOB JICUCTBU, T.€. IOJHOTA NPECTaBICHUS HH(DOPMAIUY;



e CTPYKTYpUPOBAHHOCTb TEKCTa C UEIbI0 JIOCTWXKEHHS HaWIydllen
MOCJIE0BATEILHOCTH U3JIOKEHUS MaTepHaa;

e MUHUMM3ALMS TEKCTa C IOMOIIBI0 TMPUMEHEHUs 00001eHnii (0030poB
MpenoiaraeéMbIX JACHUCTBUI) U MPUMEHEHUE TIEPEUHCIICHUN (3a7a4, 3TaroB,
YCJIOBUH U T.1I.).

6.8. B 3aBUCHMOCTHM OT CJIOXXHOCTM M 00beMa pa3padaTbiBa€MbIX IpPaBUIL,
MOJIOKEHUSI, MHCTPYKIIMM - TEKCT JOKYMEHTA JIEeJIUTCS Ha TJIaBbl, MyHKTHl M
HNOJANMYHKTHI. [7aBbl JTOJDKHBI HMMETh Ha3BaHus. Hymepanus mnpou3BOAMTCS
apabckumu 1udpamu.

7. IIpoTokoJ 3aceqaHus (COBeNIAHNUA)

7.1. IIpoTOKOT — JOKYMEHT, B KOTOPOM (DUKCHUPYETCS XOJA OOCYX IACHUS
BOIPOCOB U MPHUHITHUS PEHICHUH HAa COOPAaHUAX, COBEUIAHMSX, KOHPEPEHUHUAX U
3ace/laHnAX KOJUIETHAIbHBIX OPraHOB.

7.2. IIpoTokon 3acenanus (coBemianus) - (ganee - TPOTOKOI) opopMIIsIeTCs
Ha YUCTOM JucTte Oymaru ¢popmata A4.

7.3. PexBusur - "Tekcr gokymeHTa'. PEKBU3UT COCTOMT M3 JABYX 4YacTeu:
BBOJHOM U OCHOBHOM.

7.4. Bo BBOJHON 4YacTH YKa3bIBAIOTCA WHHIUAIBI, (DAMWIMK U JTOJDKHOCTH
peiceaTeIbCTBYIOIIET0, CeKpeTapsi, NPUCYTCTBOBABIIUX Ha 3acCeJAaHUM U, IPH
He0OXO0IMMOCTH, JIUII, TPUTITIAIICHHBIX Ha 3acejaHue (COBEIllaHue).

7.5. BBoanas 4acTh MIPOTOKOJIa  3aKaHYMBAETCS nepeyHeM
paccMaTpUBaEMbIX BOIPOCOB, IEPEUUCIECHHBIX B TOPSAKE HX 3HAYUMOCTH C
yKa3aHUEM JOKJIAaJuuKa MO KaXJIOMy paccMaTpuBaeMoMy Bolpocy. Borpocsl
dbopmymmpyrorcs ¢ mpeaiorom "O" ("O06"), meyaTaroTCsS OT TPAHMIIBI JIEBOTO TOJIS
1 HyMEpYIOTCS apaOCKuMu mudpamu.

7.6. OcHOBHAs 4acTh NMPOTOKOJIA COCTOUT W3 Pa3JesioB, COOTBETCTBYIOIINX
paccMaTpUBaEMbIM BOIPOCAM U UX HyMepaluu.

7.7. TeKCT NPOTOKOJIA M3JAraeTcs OT TPEThEro JHUIA MHOKECTBEHHOI'O
yucia ("caymanu", "Beictynuin”, "mocranosuin”, "pemiin").

7.8. 1IpOTOKONA MOANMMCHIBACTCA JMUOM, NPEACENATEeIbCTBOBABIINM Ha
3ace/laHuu (COBEIIaHUM), U CEKpeTapeéM 3aceaHusl (COBEIIaHMS).

7.9. Ilpn OTCYTCTBUM CEKpETaps 3aCelaHus, B TOM YHUCIIE MPU MPOBEICHUU
ONEPATUBHBIX COBEIIAHWM, JOMYCKAaeTCs IMOAINUCAHHE IPOTOKOJIA TOJIBKO
[IPEICENATENBCTBYOLIUM.

7.10. Texct mpoTOKOJIA JOJDKEH OBITH MOJTOTOBJICH HE IMO3JHEE TPEeX JTHEH
co aHs 3acenaHus. [IpoekTbl COOTBETCTBYIOIIUX TYHKTOB IIPOTOKOJIA BUSUPYIOTCS
JOJKHOCTHBIM JIMIIOM OTBETCTBEHHBIM 3a IMOJATOTOBKY.

7.11. Jlara mnpoTokona HOOKHA COOTBETCTBOBATh JHIO IIPOBEICHHS
COBeElIaHus (3acejaHus).

7.12. Ko npoTOKOJIOB PacChUIAKOTCA 3aWHTEPECOBAHHBIM OPTraHU3aALHSIM
U JOJDKHOCTHBIM JIMIIAM B COOTBETCTBHM C YKa3aTeleM pPacChUIKH, KOTOPBIH
COCTAaBIISIET CEKPETaph 3ace/laHus (COBEIIaHMS).

8. Il.1an



8.1. Ilmamn — JOKyMEHT, YCTaHaBIMBAIOIIMNA TE€peuYeHb HAMEUYEHHBIX K
BBIMIOJTHEHUIO ~ MEPONPUATUH, HX  TOCJIEeNI0BAaTENIbHOCTh, 00BEM, CpOKH,
OTBETCTBEHHBIX UCTIOJHUTENECH.

8.2. Ilnan odopmisercs Ha nucte Oymaru gopmara A4 ¢ HCHOJIB30BAHHEM
CJIEIYIOLUX PEKBU3HUTOB:

¢ HAWMEHOBAHHE IIKOJIBI;

o Tpu( yTBEpKIACHUS TOKYMEHTA;

o JlaTa JOKYMEHTA;

e PETrUCTPALMOHHBIA HOMEpP TOKYMEHTA;

o HAMMEHOBAHME BUJA IOKYMEHTA;

¢ 3aroJIOBOK K TEKCTY;

o TEKCT JIOKyMEHTA;

¢ HAMMEHOBAHUE JOJHKHOCTH;

o TOJIKCH.

8.3. PexBm3utr — '"TekcT gokymeHTa' odopmisercs B BUAE TaOMUIBI C
rpadamu:

e HOMEp MYHKTAa IJIaHa,;

¢ HAMMEHOBAHHME MEPOIPHITHS,

e CPOK UCIIOJIHEHHS;

e HCIOJIHUTEIIb;

o IIpUMEYAHHE.

9. Otuer

9.1. OTuer — IOKYMEHT, COAEPKAIINI CBEICHUS O Pe3yJIbTaTaxX AEsITEIbHOCTH
3a ONPEAEIEHHBIM NEPUOJ BPEMEHHU, BBIIOJIHEHUH MEPOIPUITUN, MOPYUYEHUM,
3aJIaHUM, TJIAHOB.

9.2. OtueTsl, NpeaOCTABISIEMbIE B OpPraHbl rOCYJapCTBEHHOM BIAacTH (B TOM
Yuclie B OpraHbl IOCYJapCTBEHHOM CTaTUCTUKH) U MMEIOLIME YCTAaHOBJIEHHYIO
MPaBOBBIMM  AKTaMH TOCYJAPCTBEHHBIX OpPraHoB (opmy, CO34a0TCS IO
YCTaHOBJICHHOW TOCYJApCTBEHHBIMU OpraHaMu (opMe U B ONPEACIEHHOM HMU
MOPSIJIKE.

9.3. OTuéthl, NMpeaoCTaBISIEMbIE COTPYJHUKAMU IIKOJIbl B XOJI€ BHYTPEHHETO
B3aMMOJICUCTBHSI, CO3JIAIOTCSI 1O TpaBWiaM, YCTAHOBJICHHBIM [UIsl CO3JIaHUS
CITyKEOHBIX 3aIHCOK.

9.4. Otuetnl odopmisitores Ha aucte Oymaru ¢opmara A4 ¢ UCTIOIB30BAaHUEM
CJIEIYIOIUX PEKBU3HUTOB:

e HAMMEHOBAHME IIKOJIbL;

e JlaTa IOKYMEHTA;

e PEruCTPalMOHHBIN HOMEpP JOKYMEHTA;

o HAaMMEHOBAHME BUJA IOKYMEHTA;

¢ 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e OTMETKA O MPUJIOKEHUHU (IIPU HATUYHUN);

¢ HaMMEHOBAHHE JIOJKHOCTH;

o TOJIUCH.



9.5. B Tekcre oTuéTa B 0053aTEILHOM TOPSIKE TOJDKHO COJEPIKATHCS YKa3 Ha
NESATENbHOCTh, MEpOIPHUATHE, BBIJIAHHOE MOPYYEHHUE, 3aJlaHhe, MYHKT IJIaHa,
MOJJICKAIIMKN  BBIMOJTHEHUIO, U PE3yJbTaT O BBHIINOJHEHUU, B TOM YHCIE C
yKa3aHHEeM Ha COOJIIOJCHUE WM HapYIICHHE HCHOJHUTENbCKOW JTUCHUIUIUHBI,
YCTAaHOBJICHHBIX ~ CPOKOB  HCIOJHEHUS W  HaaJexallee MpeaoCTaBICHUE
nH(opmaruu, HEO0OXOIUMBIX MaTepUaIoB (IpoexToB JIOKYMEHTOB)
COMCIIOJIHUTEJSIMU (TIPU YUYaCTUHM HECKOJIBKUX HCTIOJHUTEIICH ).

10. ITucemo
10.1. ITucbma roToBATCS KaK:
e OTBETBl O  BBIIOJIHEHMM  IIOPYYEHUH  BBILIECTOSAIIMX  OPraHoB
WCITOJIHUTEIILHOM BJIACTH;
e OTBETHI HA 3aIIPOCHI OPraHU3aLUI, IPEANPUATUN U YACTHBIX JINLL;
¢ HHHIMATHBHBIC MHCHMA.
10.2. Cpoku MOArOTOBKH OTBETHBIX MHUCEM:
e C KOHKPETHOM JAaTOW MCIIOJIHEHUs, YKa3aHHOM B JIOKYMEHTE, - B YKa3aHHBIN
CpOK;

e B COOTBETCTBMM C PpE3OJIIOLMEN JHUPEKTOpa M €ro 3aMecTUTeNled Ha
OCHOBAHHMH YCTAHOBJIEHHBIX CPOKOB MCIIOJIHEHUS MOPYUYEHUH, 3aIPOCOB WU
[0 PELICHUIO aBTOPA PE30IIOLUU.

10.3. TekcTbl OTBETHBIX IUCEM JAOJKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM,
3apuKCUpOBaHHBIM B pe3omtonuu. CpoKd MOATOTOBKM HMHUIMATHUBHBIX IHCEM
ONPENEISIFIOTCS  CaMOCTOSITEJIBHO ~ aBTOPOM  IIPOEKTa MNHCbMa C  YYETOM
HEOOXOJMMOCTH pEIIEHUS] KOHKPETHBIX 3aJady M (WIM) B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHOJIaTENbCTBA, NOPYYECHUSIMHU HENOCPEICTBEHHOT O
PYKOBOJIUTENS.

10.4. Ilucema mnedaratorcsi Ha OJaHKe NUCbMa O0IE00pa30BATEILHON
OpraHu3alliy C YTIOBBIM PACIIOIOKEHUEM PEKBU3UTOB.

10.5. JonoaHUTENBbHO K PEKBU3UTAM OJaHKa MUChbMa MpU OPOPMIIEHUU MUCEM
B LIKOJIE HUCMOJIb3YIOTCS CIEAYIOIINE PEKBU3UTHIL:

e ajpecar;

e 3aroJOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKA O IPHWIOKCHHH;

e BU3Q;

o IIOJINCH.

e OTMETKa 00 HUCIIOJIHUTEIIE.

10.6. Ilpu odopmnennn nuchMa Ha JIBYX W 0oJjiee CTpaHUIAX BTOpas M
MOCJIEYIONIME CTPAaHULBI HYMEPYIOTCS TOCEpEAUMHE BEPXHEro IIOJIsl JIMCTa
apaOckumu U pamu.

10.7. IlucpmMa NOANMCHIBAET AMPEKTOP WM PAOOTHUKH, YIOJIHOMOYECHHbIE
MIPUKA30M.

10.8. Cny>xeOHbBIC 3aITUCKHU.

10.9. B mensix OCyLIECTBIEHUS B3aMMOJCUCTBUS MEXIYy COTPYAHUKAaMU B
pamMKax BHYTPEHHEro JIOKyMEHTOOOOpOTa B IIKOJE IMPUMEHSIOTCS CIy>KEOHbIE



3anucku. CiykeOHble 3allUCKU  SIBISIFOTCSL  CIIPABOYHO-MH(OPMALMOHHBIMU
JOKYMEHTaMH. ABTOpaMH  CIYyXEOHBIX  3allUCOK  SIBJISIIOTCS  COTPYAHHKHU
0011e00pa3oBaTeIbHON OPraHU3aIHH.

10.10. CiyxeOHas 3amuCKa MOXET COCTaBIATHCS MO YKa3aHUI PYKOBOJICTBA
WM TI0 MHULIMATUBE KOHKPETHOTO COTPYTHHUKA.

10.11. IIpu odopmieHun ciyxeOHOW 3amucku O(OPMIIAIOTCS CIEeAyIoILINe
PEKBU3HTEHI:

e ajpecar;

o JlaTa JOKYMEHTA;

o HAMMEHOBAHME BUJA IOKYMEHTA;

¢ 3aroJIOBOK K TEKCTY;

o TEKCT JIOKyMEHTA;

e OTMETKa O IPWIOKEHUHU (IIPU HAIUYUH);

¢ HAUMMEHOBAHUE JOJHKHOCTH;

o TOJIKCH.

10.12. CnyxeOHble 3aMMCKU MOTYT CO3/aBaTbCsl HA OyMa)KHOM HOCHUTENE U
(1K) B 3JIEKTPOHHOU (popMme.

11. /loBepeHHOCTH

11.1. JloBepeHHOCTh BBIIAETCS COTPYAHUKAM IIKOJBI U OPOPMIISIETCS TIO
npaBujiaM, YCTAHOBJICHHBIM Hacrtosmeid HMHcTpykuumen mist nucem, ¢ y4€TOM
TpeOOBaHUM TPaKTAHCKOTO 3akoHojarenbcTBa Poccuiickort denepanuu  u
HACTOSILIErO pa3zea.

11.2. IIpoekT AOBEPEHHOCTHM  MOJATOTABIMBAECTCS U  BU3UPYETCS
COTPYJIHHUKOM, KOTOPOMY JIOBEPEHHOCTh OyJET BbIJaHa, IMOCJIE Yero nepeaaércs B
KaHUEJSPUIO JIJIsl HAlPaBJICHUS HA MOAIUCAHUE.

11.3.  JIOBEpEeHHOCTb  NOANMCBHIBACTCS  JUPEKTOPOM WM  JIULOM,
OCYILIECTBJISIFOIMUM ~ €r0  TOJIHOMOYHUSL  (MCHOJIHSIIOUIUM  OOSI3aHHOCTH), U
CKpEIUIAETCS TIeYaThio 0011e00pa3oBaTeIbHON OpraHU3allii.

12. /IoroBopsbl, corJialieHusi, KOHTPAKTHI

12.1. JloroBophl, coOTrJamieHusi, KOHTPAKThl (Jajgee -  JIOrOBOPHI)
MOJITOTABJIMBAIOTCS B COOTBETCTBUU C TPEOOBAHUSIMU TPAKIAAHCKOTO, TPYIOBOTO,
010/PKETHOT0 U MHOTO 3aKoHoMaTenbcTBa Poccuiickoit denepaiuu, B 3aBUCUMOCTH
OT PEryJMpyeMbIX JOrOBOPOM IIPABOOTHOIIEHUN U 0053aTEIbCTB CTOPOH.

12.2. TIpoekt goroBopa MOJArOTaBIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM
(KOHTPaKTHBIM YMPABJISAIOUIMM) C YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO U
KaueCTBEHHOI'0 O00ECHEeYEHUsI UCIOJIHEHUS CBOUX MOJHOMOYMH (00sS3aHHOCTEH,
GYHKIHIT ), TOTHOMOYHIA IITKOJIBI B LIETIOM.

12.3. TIpoekT noroBopa HOArOTaBIMBAETCS OTBETCTBEHHBIM COTPYIHHUKOM
(KOHTpPAKTHBIM YIPABISAIONIMM) COBMECTHO CO CHEIUATUCTOM, K (DYHKIUSAM
(MOTHOMOYMSIM)  KOTOPOTO  OTHOCHUTCSl pPELIEHUE BOMPOCOB,  SBIISIFOIIMXCS
MpPEeJAMETOM JIOTOBOPa, WM HHBIM COTPYJHUKOM [0 TMPSIMOMY YKa3aHHUIO
aupexkTopa o011eo0pa3oBaTeNbHON OpraHU3altu.



12.4. HeobGxomumasi 1jisi TOATOTOBKH IIPOEKTa JOroBopa HWH(oOpMaIus
coOupaeTcsi OTBETCTBEHHBIM JHMIIOM (KOHTPAKTHBIM YIPABISIFOIIMM) B TOPSIJIKE
pabodero B3aWMOACWUCTBUA C Y4YETOM TMpaBUJI, YCTAHOBIIEHHBIX HACTOSIIEH
NHucTpykuuen.

13. IlpuHIUNBI OPraHu3anuu JOKYMEHT0000pOTA

13.1. B 10KkymMeHTOOOOPOTE BBIJAECISAIOTCS CIEAYIOMIHNE JOKYMEHTOIOTOKH:
nocrynaromas JOKyMeHTauus (BXojsiiasi), OTHpaBisieMas JOKYMEHTallMs
(ucxopsiasi), BHyTPEHHsSI JOKYMEHTALIMSL.

13.1. B cocraBe Bxoadiel U UCXOASIIEH TOKYMEHTAIIMA MOTYT BBIIEISTHCS
JOKYMEHTBI, TOCTYNHBIINE W3 BBIIIECTOSIINX, MOAPAIHBIX, MEIUIMHCKUX U
JPYTUX OpraHu3aIlyii, OpraHoB MECTHOTO CaMOYTPaBIICHUs, OOpaIeHUs TPaxIaH.

13.3. OOpamenus TpaXKaaH PETUCTPUPYIOTCS U (POPMHUPYIOTCS B Jema
OTJIEJILHO OT APYTHUX JOKYMEHTOB 00II€00pa30BaTEIbHON OpTraHU3aIlHH.

13.4. B mkone nocrtaBka M OTIPAaBKAa JOKYMEHTOB OCYLIECTBIIAECTCS
CPEICTBAMM IIOYTOBOM CBSI3M, DJJIEKTPOHHOM CBSI3M, a TakKXke IO CHCTEME
AIEKTPOHHOTO JIoKyMeHTooOopoTa (nanee - CIOJ1). C moMolpio MoYTOBOM CBSI3U B
00111e00pa30BaTEIbHY IO OpraHU3aIUIo JIOCTaBIISCTCS MUChbMEHHAasI
KOPPECMOHCHIIMS B BUE MPOCTHIX MUCEM, 3aKa3HBIX IMUCEM, TOYTOBBIX KaPTOUEK,
OaHzepoliel 1 MEJIKUX MTAKETOB, a TAKKE NIEYaTHbIC U3/IaHNUA.

14. IlepBuuHasi 00pad0TKA NMOCTYNAIIIMX JOKYMEHTOB

14.1. JIoKyMeHTBI, MOCTYNAIOIINE B IIKONY, NEPEHAIOTCS HA PETUCTPALUIO
CeKkpeTapro  0011e00pa3oBaTeIbHON OpraHu3alMd W MNPOXOAST TEPBUYHYIO
00paboOTKy B JIeHb MOCTYIUICHUS, MPU TOCTYIJICHUU B Hepabouee Bpemsi - Ha
cienyronuii pabounii nenb. [Ipu nepBuaHOM 00pabOTKE TOKYMEHTOB MTPOBEPIETCS
MPaBUIBHOCTh  aJIPECOBAHUS. Ommb0OYHO ~ MOCTYNMBUIME  JTOKYMEHTBI
MEPECHLIAIOTCA 110 TPUHAIEKHOCTH UM BO3BPALIAIOTCS OTIPABUTEINIO.

14.2. [JoxymeHtsl, mnoctynuBmue ¢ oTtmerkamu "Cpouno", "Bpyuuts
HeMemieHHO",  "OmnepatuBHO", HE3aMEIIUTEIBHO  MPOXOAIAT  IMEPBUYHYIO
00paboOTKy U JOKJIAABIBAIOTCS IUPEKTOPY WJIM B Cllydae €ro OTCYTCTBUS —
3aMECTHUTEIIIO IUPEKTOPA 110 HAMIPABICHUIO JAESTEIbHOCTH.

14.3. IloctynuBiiMe TeJerpaMMbl MPUHUMAIOTCS TOJ  TOJMUCH C
IIPOCTaBJIEHUEM JIaThl U BPEMEHHU MpUEMa, PETUCTPUPYIOTCA O TEM K€ TIPaBUIIaM,
4TO U MHUCHMA.

14.4. DnexTpoHHbIE  COOOIICHHS,  aJAPECOBAaHHbIE  JUPEKTOPY WU
HaIpaBJIEHHbIE B aJIpeC IIKOJbI, PaCleYaThIBAIOTCS U JTOKIAIbIBAIOTCS AUPEKTOPY
WIM B CIIy4ae ero OTCyTCTBUS — 3aMECTHUTEIIIO TUPEKTOPA.

14.5. DnekTpoHHbIE COOOIIECHUS, 3aBEPEHHBIC AJIEKTPOHHOW MOAMKCHIO,
nojJjiexar oOpabOTKe MO MpaBWIaM, NPEIYCMOTPEHHBIM sl MOCTyHarolen
(BXOsI1Ie) TOKYMEHTAIUH.

14.6. TlocrynuBmiass (BXxonsiias) JOKyMEHTAIlUsi pachpeaesisieTcss Ha
pEruCTpUpYEMbIE U HE TOJIJIEKAIINE PETUCTPALIMN JOKYMEHTHI.

14.7. He noaJiexkaTt perucTpaiuu:

o TPUIIIACUTEIBHBIC, T03/IPABUTEIbHBIC MHUChbMA U TEJIETPAMMBIL;



o OWIIETHI;

e IUIAaHBI W TPOTPAMMBI CEMHHAPOB, KOH(PEPECHIMA W JPYTUX MOJOOHBIX
MEpONPUATHUL;

e JIOKYMEHThl MO OyXrajarepcKkoMy y4deTy, MaTepHabHO-TEXHHUYECKOMY
o0ecrnieueHuIo, TIaHOBbIE U (DMHAHCOBBIE JIOKYMEHTHI, MOCTynaromue 0e3
COMPOBOJAUTENHLHOTO TUCHMA;

e pEeKJIaMHble, KOMMEPUYECKHE NPENJOKEeHHs, B T.4. IOCTYIHUBILUE IO
AJIEKTPOHHOM I10YTE;

o TECYATHBIC U3JAHNUS;

e MHUCbMA C IOMETKOH «JIMYHO».

15. Perucrpanus, y4eT ¥ pacCMOTPeHHe PYKOBOAUTEIeM MOCTYNAIIINX
(BXOASAIINX) IOKYMEHTOB

15.1. IlocTtynuBiine (BXOJAIINE) TOKYMEHThHI PETUCTPUPYIOTCS TOJIBKO MOCIE U
MEPBUYHON 00paOOTKH M HE3aBUCUMO OT CIIOC00a X JJOCTABKHU.

15.2. Peructpanuss — MpOCTaBIEHUE B HUKHEM IPABOM YIUIy MEPBOrO JINCTA
JIOKYMEHTa OTMETKM O TMOCTYIUICHUH C YKa3aHWEeM [laThl TMOCTYIUICHUS U
BXOJSIIIIETO PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa C 00s3aTeIbHOM 3aluchio B
KYpHAJI PErHCTpallMu TocTynaromend (Bxojasmieit) nokymeHtanuu. CTpykrypa
PErUCTPAIMOHHOTO HOMEpa MOCTYIAIMIETO (BXOSIIET0) JOKYMEHTa COCTOUT W3
€ro TOpSJKOBOTO HOMEpPAa W HHAEKCA Jena 10 HOMEHKJIAType el
o01reo0pa3zoBaTeIbHON OpraHU3aIuy.

15.3. Peructpauus  Bcex  MOCTYNMBIIMX  (BXOISIIMX)  JIOKYMEHTOB
MIPOU3BOAMTCS B TIpesiesiaX O0IIero JOKYMEHTOMOToKa. JJOKyMEHThI, MOCTYTUBIITHE
B IIIKOJIY 110 KaHajaM (paKCUMUJIBLHOM CBSI3U, 00padaThIBAIOTCS U PETHCTPUPYIOTCS
B 00IIIEM TTOPSIIKE.

Texcr mocTynuBIIeH TenedOHOTPaMMBI 3aMTMCHIBACTCS B KYPHAJIC PETHCTPAIIAN
TeneoHorpaMM U reyataeTcs Ha JIMCTe OyMaru Jijisi epeiadyu Ha pacCMOTPEHUE.

15.4. Tloctynatomue (BXOAAUIME) JOKYMEHTHI NEPENAIOTCS HA PACCMOTPEHUE
PYKOBOJICTBY TOJIbKO TOCJI€ UX PETUCTPAIlMU U MPEIBAPUTEIHHOIO PACCMOTPEHUS.

15.5. lokyMeHTbI, MOCTYNUBIINE B 00IIc00pa30BaTEIbHYIO0 OpraHU3allnio, M0
BOIIpOCaM, HE TPEOYIOIUM PACCMOTPEHUS TUPEKTOPA, HAMPABIISIOTCS paOOTHUKOM
OTBETCTBEHHBIM 32 JEJIONPOU3BOJCTBO IIKOJbl HEMOCPEICTBEHHO HCIIOJHHUTEIIO
3amnpoca.

15.6. JlupexTop B pE30IIOLMHN ONPEAEIISAET JIUL, OTBETCTBEHHBIX 3a UCIIOJIHEHUE
JOKyMEHTa, H JaeT WM TmopydeHue. PaOOTHHK  OTBETCTBEHHBIM  3a
NEJONPOU3BOACTBO  IIKOJBI  MEpelaer  JIOKYMEHT  Ha  HUCIOJHEHUE.
15.7. [TognuaaMK JIOKyMEHTAa c pe3ononuen PYKOBOJIUTETSA
o011eo0pa3oBaTeILHON OPraHU3aIliy HAMIPABJISETCS UCIIOTHUTEITIO.

15.8. Ilpy HanM4UMM HECKOJBKUX MCIOJHUTEIECH TMOJJIUHHUK JOKYMEHTa
NepelaeTcsa TOMY HCIOJHUTEN0, KOTOPBhI B COOTBETCTBUM C YKa3aHUSMH 10
WCIIOJTHEHUIO SBJISIETCS OTBETCTBEHHBIM, OCTAJIbHBIC WCIOJHUTEIN MOJYy4aroT
KOIIMIO JOKYMEHTA.



15.9. TlopUMHHUK JOKYMEHTAa, KOTOPBIA HCIOJHSETCS  HECKOJbKUMU
JOJKHOCTHBIMU JIMLAMH, IIOJYYaeT OTBETCTBEHHBIN HCIOJHHUTENb. OCTaabHbIM
UCITOJIHUTEIISIM [TEPEAAOTCS KOIUU.

15.10. HzroroBneHume KomuM ITOKYMEHTAa Uil NEpedadv COMCIIOJIHUTEISAM
OCYULIECTBIISIETCS] CEKpeTapeM 0011e00pa30BaTENbHON OpraHu3auu.

15.11. Pe3omronust COEpKUT:

¢ yKa3aHUE MO UCIOJIHEHUIO, COepIKallee KPaTKoe OMUCaHue HEOOX0IMMOT0O

JUISL UCTIOJTHEHUS ICUCTBUS;
e YyKa3zaHHE Ha CpPOK, B TEYEHHE KOTOPOro JHOO 10 HCTEYEHHUS KOTOPOIO
HEOO0XOAMMO UCTIIOJHUTH NMPEANNCAHHOE EHCTBHE;

o JIMYHYIO MOJIUCH aBTOPA PE30IIOLNN;

o JIaTy NMPOCTABJICHUS PE30JIIOLMH.

15.12. Yka3anue Ha CpOK, B T€YEHUE KOTOPOTO JTUOO /10 UCTEUYECHHS] KOTOPOTO
HEOOXOJMMO HCIOJHUTh TMPEANHCAHHOE JCHCTBHE, MOXET HE BBIPAXKATHCS
KOHKPETHOHM JaTOM M COAEpXk aTh BBIPAKEHHUS: "B YCTAaHOBJIIEHHBIA 3aKOHOM CpOK"
U T.II.

15.13. Pe3omrouust numiercs Ha CBOOOAHOM OT PEKBU3UTOB MECTE IMEPBOTO
JIUCTA TOKYMEHTA.

15.14. B cnydae, koraa pe3ostonus aApecoBaHa HECKOJIBKUM COTPYIHHUKAM, TO
OTBETCTBEHHBIM 33 MCIOJIHEHHWE JIOKYMEHTa B I1IEJIOM SBISIETCS COTPY/IHUK,
yKa3aHHBIM TEpBBIM (BEPXHUM), JIMOO COTPYJHUK, B OTHOILIEHUU KOTOPOTO
CZIeJIaHA IIOMETKA O TOM, YTO OH SIBJISIETCS] OTBETCTBEHHBIM.

16. Opranu3anusi paéoThbl ¢ OTHIPABJIsIEMbIMHU (MCXOASIIUMU) JOKYMEHTAMU

16.1. To mpeaocTaBieHuss IPOEKTa OTIPABISIEMOTO (MUCXOASIIEr0) NOKYMEHTA
Ha TMOANUCh JUPEKTOPY WJIM HMHOMY YIOJIHOMOYEHHOMY B YCTAaHOBJICHHOM
MOPSIAKE HA MOJMUCAHUE JIMIY OCHOBHOW HCIIOJHUTENb MPOBEPSET MPABUIBHOCTD
opOpMIICHUSI OTMPABISIEMOTO  (MCXOJAIIET0) JOKYMEHTa Ha COOTBETCTBHE
TpeboBaHMsAM HacTosend NHCTpyKuuu.

16.2. Tlpu moaroToBke OTHPaBIsIEMOro (MCXOMASIIET0) JOKYMEHTa KaK OTBETa
Ha TMIOCTYNUBIIMK (BXOIAIIUM) JIOKYMEHT UCIOJHUTENb MPUKIAIbIBACT K
MOJATOTOBJICHHOMY TTPOEKTY BXOJISIIINI JOKYMEHT.

16.3. IlpoekTbl oOTHpaBiasieMbIX (MCXONAIIMX) JIOKYMEHTOB C Yy4€TOM
COOJIIOJIEHUsI YCTAHOBJIEHHOTO B PE30JIIOIMU CpPOKa HCIOJHEHUS TMepeatoTcs
OTBETCTBEHHBIM HCIIOJHUTEIEM B OT/AEN JEJONPOU3BOACTBA  (KaHLEISPHS,
CEKpEeTaph) WIKOJIbI IJI HAMPABJICHUS HA MOAIMCAHHE.

16.4. Tlonnucanuble OTIHpaBisgeMble (UCXOASUIUE) NOKYMEHTHI, MEPEIAI0TCs
pabOTHHUKY  OTBETCTBEHHOMY 3a  JICJIOMPOM3BOJCTBO  IIKOJBI, KOTOPBIA
OCYILIECTBJISIET  MPOBEPKY  KOMIUIEKTHOCTH M  COOTBETCTBHUS  KOJIMYECTBA
AK3EMILUISIPOB OTHPABISIEMOTO (MCXOJSIIET0) JAOKYMEHTAa CIUCKY PACCBhUIKH, a
TaKke MPaBUILHOCTb 0(DOPMIIEHHUS IOKYMEHTA COTJIACHO HACTOSIIEH HHCTPYKIIUH.

16.5. B cnyyae HapylIeHUs: KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJIMYECTBA, a
TaKKe MPaBUILHOCTH OPOPMIICHHS IOKYMEHTa COTJIaCHO HACTOSIIIEH MHCTPYKIUU
oTnpaBisieMble  (MCXOMASIINE) JOKYMEHTBl HE3aMEIJIUTEILHO BO3BPAIAlOTCS
pabOTHUKAMU KaHUEISIPUU OTBETCTBEHHOMY WCIOJHUTEI0 WIA B Cclydae



OTCYTCTBHSL ~ OTBETCTBEHHOI'O  HCIIOJIHUTENS  €r0  HENOCPEICTBEHHOMY
PYKOBOJIUTEIIO JUIsl YCTPAHEHUST HAPYILEHU.

16.6. JlokymMeHTBl IOCI€ MX IOAINUCAHUS JAUPEKTOPOM WA  HHBIM
YIOJHOMOYEHHBIM JIMIIOM TNEPENaloTCsl B KaHUEISAPHUIO 0011e00pa3oBaTebHON
OpraHu3alyy JUIsl PETUCTPALIMHA U OTIPABKH.

16.7. Peructpauusi OTOpaBIsieMbIX (MCXOIAIIMX) JOKYMEHTOB OCYILECTBISETCS
1ocjie  MpOBEACHHS  paOOTHUKAMU  KAHIENISAPUH,  OTBETCTBEHHBIMM 32
JIEJIONPOU3BOICTBO, TMPOBEPKA KOMIUIEKTHOCTM M COOTBETCTBHUSI KOJMYECTBA
HK3EMILISIPOB, @ TAK)KE NMPABUIBHOCTh OPOPMIIEHHS OTIPABIAEMOTO (MCXOASILIETO)
JOKyMEHTA.

16.8. Peructpanus co3n1aBaeMbIX JOKYMEHTOB OCYIIECTBISIETCA B JICHb
MOJMMCAHUS WK YTBEPKIECHUS 00 Ha ClIeIyouii pabounii JeHb.

16.9. CBenenust 0 perucTpupyeMbIX OTIPABIAEMBIX (MCXOMSIINX) JOKYMEHTAX
BHOCSITCS B )KypHAJI PETUCTPALMU OTIIPABIIIEMOM (MCXOAAIIECH) TOKYyMEHTALMH.

16.10. PeructpauvoHHBI HOMEP U JaTa OTIPaBIAEMOro (HMCXOASIIETO)
JOKYMEHTa MPOCTABJISAIOTCS HA MMOJUIMHHUKE JOKYMEHTa B pEeKBU3UTaX OJaHKa U Ha
AK3EMIUISIPE, OCTAIOLIEMCS B JIesie 00111e00pa30BaTeIbHON OpraHUu3aliH.

16.11. CtpykTypa perucTpaliMiOHHOIO HOMEpa OTHPAaBIAEMOro (MCXOJSIIEro)
JOKYMEHTa COCTOMT U3 €ro ImOpAJKOBOIO HOMEpa W HHJEKca Jeja Io
HOMEHKJIaType JeJT IIKOJIbI.

16.12. OTmpaBka TOKYMEHTOB MPOU3BOAMUTCS IEHTPAIU30BAHHO paOOTHUKAMU
KaHLEISIPUM  IIKOJIBI, KOTOpbIE TMPOMU3BOAAT MX COPTUPOBKY IO CIOCOOY
OTIIpaBieHUs (pOCTast, 3aKa3Has, MEXIyHapOoIHas U JIp.).

16.13. Tlucema, TenmerpaMmbl, OTKPBITKH, OaHIEPOIN W TICUYATHHIC H3JAHUS
OTIpaBISIIOTCS TouToi. PakcorpamMmbl U Tene(OHOIPaMMbI EPEJAIOTCS 10
KaHasiaM Teje(OHHOU CBSI3U.

16.14. DnexTpoHHBIE COOOIIEHUS OTHPABISAIOTCA C OPHUIMATBEHOTO MOYTOBOTO
AJIIEKTPOHHOTO ajjpeca 00111e00pa3oBaTeIbHON OpraHUu3alHH.

16.15. TIlucema, TenerpamMmbl, OTKpBITKH, OaHaeposid, (haKCOorpammbl,
AJIEKTPOHHBIE COOOIIECHMS], HE CBSI3aHHbIE C PaboYell IesTeNbHOCThIO, K OTIIPABKe
HE TPUHUMAIOTCA.

16.16. JIokyMeHTBI, OTIIPaBIIsIEMbIE CPEICTBAMU ITIOYTOBOM CBSA3U MTPOXOIAT:

e YIIAKOBKY;

o ajpecoBaHME (NpU HAIpPaBIECHUHU JOKyMeHTa Oosee ueM B 4 aapeca) — B
COOTBETCTBHM C YKAa3aTEJIEM PAaCCBUIKM, Ha KaXJIOM JK3EMIULIpE MHCbMa
YKa3bIBa€TCs TOJIBKO OJIMH aJpecar.

¢ IPOCTABJIEHUE CTOUMOCTH MIOYTOBBIX YCIIYT;

o II€peaydy B IIOYTOBOE OTJIEJICHUE CBS3H.

16.17. Ilpu moAroToBKE M OTIPABKE MUCEM HEOOXOJUMO YUHMTHIBAThH MpPaBUIIA,
YCTaHOBJICHHBIE TPUKA30M MUHUCTEPCTBA CBA3M U MAaCCOBBIX KOMMyHHKauu PO
ot 31 utons 2014 r. N 234 "OO0 yrBepxkaenuu IIpaBui okazaHust yciyr Mo4ToBOM
cBs3n'".

16.18. IokyMeHTBI, OTIIPABJISIEMbIE CPEACTBAMU MOUYTOBOM CBSI3U B OJIMH aJIPEC,
BKJIQJIBIBAIOTCS B OJJUH KOHBEPT.



16.19. Ucxonsmume JOKYMEHTHI, TpeJHa3HAUYCHHBIE JUTsI OTIIPABKU CPEACTBAMU
(bakcuMIITEHOM CBSI3H, OTHPABIISIOTCS paboTHUKaMuU KaHIEISAPUH
0011e00pa3oBaTeIbHON OPraHU3aIHH.

17. Pa3paboTka u BeleHHe HOMEHKJIATYPHI eI

17.1. JloKyMeHTaJbHbIA (OHJ IIKOJbI — COBOKYMHOCTb JOKYMEHTOB,
00pa3yrommxcsi B MPoOIEecce ero AesTeabHOCTU. JIoOKyMeHTalbHbIA (DOH]T HIKOJIBI
COCTaBJISIIOT JIOKYMEHTBI, CO3JIaHHbIE B 00IIe00pa30BaTEIbHON OpraHu3alud |
NOJIyYEHHBIE €10 B pE3yJIbTaTe B3aUMOJACHCTBUS C OpraHaMy TOCYJIapCTBEHHOM
BJIACTH, OPTaHAMH MECTHOI'O CaMOYIPABJICHUS, IOPUAUYECKUMHU U (PU3UYECKUMHU
JTULAMH.

17.2. HomeHknatypa Jen siBIseTCsi OCHOBOM (hOPMHUPOBAHUS JOKYMEHTAIBLHOTO
dboHMa MIKOABI ¥ TMPEACTaBISET COOONW CHCTEMAaTU3UPOBAHHBIA TEPEUYCHD
3aroJ0BKOB (HAaMMEHOBAHUM) JIeJl, 3aBOAUMBIX B IIKOJIE, C YKa3aHUEM CPOKOB HX
XpaHeHus, ©W O(GOPMIICHHBIA B COOTBETCTBHM C TIPAaBOBBIMH  aKTaMH,
pEeKOMEHAAMsIMM W  METOAMYECKMMHM yKa3aHMsAMU opraHoB Poccuiickon
@denepauuy, YINOJIHOMOYEHHBIX B c(epe TOCyAapCTBEHHOIO  YIPABICHHS
aApXMBHBIM JIEJIOM, JIEJIONPOU3BOJICTBA U TOKYMEHTOO0OPOTA.

17.3. HomeHknatypa Aen COCTaBJISIETCS HA OCHOBE HW3YYEHUS TOJIOKECHUH,
MHCTPYKIIMM W TIpaBWI, a TakXKe JPYIHMX JOKYMEHTOB, PErIaMEHTHUPYIOUTUX
JeSTENbHOCTh 00IIe00pa30BaTEILHON OpraHu3alliy, a TakyKe HOMEHKIIATyp /el 3a
NPEAIIECTBYIONME TOAbl U JIOKYMEHTOB, OOpa3yloIIMXCS B JI€ATEIbHOCTH
o01reo0pa3zoBaTeIbHON OpraHU3aIUy.

17.4. HomeHkiarypa Jedl HCHOJB3YETCA Il TPYNIHUPOBKUA HCIOJHEHHBIX
JOKYMEHTOB B JI€JIa, CUCTEMATH3allM U y4yeTa Jes, OMNpPENENICHHs] CPOKOB HUX
XpaHEHUs U MOUCKA JIOKYMEHTOB, SIBJIIETCSI OCHOBOM JJIsl COCTaBIICHUSI OITUCEN JIET
ITOCTOSIHHOT'O M BpeMEHHOro (cBbiie 10 JeT) XpaHeHus, a TakKe I ydyeTa Jel
BpeMeHHOTO (10 10 JIeT BKIIOUUTENIBHO) XpaHEHUSI.

17.5. Homenknatypa aen BBOJUTCS B IEMCTBUE MTPUKA30M IO HIKOJIE.

17.6. HomenknaTtypa aen roTOBUTCS B TPEX IK3EMILISpax:

o JUISl IOMEILIEHHUS] B HOMEHKJIATYPHOE JIEN0 U TOCTOSIHHOTO XPAHEHMUS;

e JUISl UICTIOJIb30BaHMS B pa0OTE OTIEIOM JEIONPOU3BOACTBA (KaHUEIIpUEH);

e JUIA XPaHEHUs B apXHUBE LIKOJIBI.

17.7. 13 HOMEHKHaTypbl J€Jd IIKOJIbl OTBETCTBEHHBIM JIMIIOM 3a BEJCHUE
JICJIONPOU3BOICTBA OOPMIISIOTCS BBIIMUCKHU JUIsI KaXKJIOTO M3 MOApPA3ACICHUN U
OTJIeJIOB 00I1Ie00pa30BaTEIHLHOM OpraHu3aIuy.

18. ®opmMupoBaHme aeJ ¥ UX TeKyulee xpaHenue. Iloaroroska 10KyMeHTOB 1
AeJI K nepejadye Ha apXMBHOE XpaHeHHe
18.1. ®opmupoBanue nen — TPyNIUPOBKA HCIOJHEHHBIX JTOKYMEHTOB B
JieJia B COOTBETCTBUM C HOMEHKJIATYpO el o0uieo0pa3oBaTeabHON Opranu3aiin
Y CUCTEMATHU3alMsl IOKYMEHTOB BHYTpPH JI€Na.
18.2. Jlena co gHA WX 3aBEAEHHS A0 IEpElauyd B ApXWB IIKOJbI WM Ha
YHUUTOKEHUE XPAHATCS MO MECTY UX (POPMUPOBAHUSI.



18.3. Ilpukassl 110 OCHOBHOM, aJIMHHHCTPATUBHO-XO3SHCTBEHHOHN, YUeOHO-
BOCIIUTATEJILHON AESATEIbHOCTHU LIKOJIbI, TPYIIIUPYIOTCS OTAEJIBHO OT MPUKA30B IO
JUYHOMY COCTaBy pa0OTHHKOB H TIO JIMYHOMY COCTaBy OOYYaromuxcs
(yuauuxcsi/BOCOUTaHHUKOB).

18.4. Ilepenucka rpynmnupyercss 3a MNEPUOJ KaJCHIAPHOTO TOJa U
CHUCTEMATU3UPYETCS B XPOHOJIOTHYECKON MOCTIEI0BATEILHOCTH.

18.5. TlpoBepka HaTUYUsI U COCTOSTHUS JTOKYMEHTOB W JIeJl IPOBOJAUTCS TIPU
nepeMeleHuu e, MpU BO3BpaTe e, MPU PEeOpraHu3alud WiId JUKBUJIALUNA
o01reo0pa3zoBaTeIbHON OpraHU3aIuu.

18.6. B apxuB o001meo0pa3oBaTeIbHON OpraHu3aluu (JIajgee - apXuB)
nepearTcs Jena MOCTOSIHHOTo, BpeMeHHOro (cBbiiie 10 JieT) CpoKOB XpaHEHUs U
M0 JMYHOMY COCTaBy 4epe3 3 rojaa mociie roja, B KOTOPOM JOKYMEHTHI ObUIH
MTOMEIIEHHI B JIEJI0 HA XPaHEHHUE.

18.7. Ilepenaua AOKYMEHTOB B apXWB IMPOU3BOJUTCS MO YTBEPKIACHHBIM
OMUCSM JIeTI.

18.8. IloaroroBka JOKyMEHTOB M JEN K MEPENade Ha apXUBHOE XPAHEHUE U
Ha YHUYTOXEHHE MPeTyCMaTpUBaET:

* OKCIIEPTHU3Y LIEHHOCTH JOKYMEHTOB;

* COCTaBJICHUE OIMMCEH JIeJ MO Pe3ysIbTaTaM dKCIEPTU3bI UX IIEHHOCTH;

* ohopmiieHHE e,

* COCTABJICHHE AaKTOB Ha YHMUYTOKEHUE JOKYMEHTOB M JI€J C MCTEKIIUMHU
CpOKaMu XpaHEHHUSI.

18.9. DkcnepTusza LEHHOCTH AOKYMEHTOB IIOCTOSSHHOTO M BPEMEHHOTO
XpaHEHUs] OCYIIECTBISETCS €XKEroIHO JINLOM (JUI[aMH), HAa3HAYCHHBIM MPUKA30M
OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 32 apXUBHPOBAHHE.

18.10. B neno nomemaercs He Oonee 250 TucToB (TOJIIMHA JI€]a IPU 3TOM
cocraBisger He Oonee 4 cm). Ilpu OosbIIOM KOJIMYECTBE JOKYMEHTOB
dbopmupyrorcs Toma (yactu) nena. BHyTpu nena JOKYMEHTHI pacrojiaraloTrcsi B
XPOHOJIOTHYECKOM TMOPSIKE B COOTBETCTBHUH C OMHCHIO. B mema momeriaroTcs
TOJILKO UCTIOJTHEHHBIE, MPABUIHLHO OPOPMIICHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBl BHYTpU Jeja pacnojararorcsi CBEpXy BHHU3 B
XPOHOJIOTHYECKOM,  BOMPOCHO-JIOTUYECKON  MOCIENOBATEIBHOCTH WM  HX
coueTaHuu. PacnopsauTenbHble JOKYMEHTHI IPYHNIUPYIOTCS B Jejia MO BUJAM U
XPOHOJIOTHH ¢ OTHOCSAIIMMHUCS K HUM MPUIIOKEHUSIMHU.

18.12. JInunple KapTOUYKU PaOOTHUKOB (POPMUPYIOTCS B JI€TO MO andaBUTY
bamunuii.

18.13. Odopmiienne nena mnpemycmaTpuBaeT: o(opmileHHE PEKBH3UTOB
OO0JIO)KKM Jella MO YCTAaHOBJIEHHOW (opMe; HyMepaluui JHCTOB B Jele
KapaH/JalloM B BEpPXHEM IMPaBOM yIJy; COCTAaBIEHHWE BHYTPEHHEH OMHUCH
JOKYMEHTOB JieJia, TMOJIMBKY M meperuier jaena. Jluer Oonpmioro ¢opmara,
MOJIIUTHIN 32 OJUH Kpail, HyMepyeTcsi KaKk OJHH JIUCT B MPAaBOM BEPXHEM YTIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepalliel JINCTOB, B TOM YHCJIC TIeYaTHbIC U3aHMS,
HYMEpYIOTCS B O0IIEM MOPSIKE.



18.14. Jluctel 1en, COCTOSIIUX M3 HECKOJBKMX TOMOB WJIM 4YacTew,
HYMEPYIOTCS MO KaXJAOMY TOMY WJIM YaCTH OTJIEJIbHO.

18.15. Ilocne 3aBepiieHUs HyMEpPaLMH JUCTOB COCTABIISIETCS 3aBEPUTEIbHAS
HAJUCh, KOTOpas pacloyiaraeTcsi B KOHLE Jesa. 3aBepuTelbHas HaAIUCh
COCTAaBJISIETCS B JI€JI€ HA OTJEIBHOM JIMCTE-3aBEpUTEIE JIETa.

18.16. B 3aBepurenbHOil Haamucu LudpaMyd U MOPONUCHIO YKa3bIBACTCS
KOJIMYECTBO JIMCTOB B JAHHOM JieJie. 3aBepUTeSibHAs HAAMKUCh MOJANUCHIBAECTCS €e
COCTaBUTEJIEM C yKa3aHWeM paciu@pPOBKU TOJAMKUCH, JOJDKHOCTH U JaThl
coctaBiieHus. KonnyecTBO JIMCTOB B Jesie MPOCTABISIETCS Ha OOJIOKKE Jena B
COOTBETCTBHH C UTOTOBOW HAJITUCKIO.

18.17. PexkBusut "cpok XpaHeHus Jena" MepeHOCUTCs Ha OOJIOXKKY Jena U3
COOTBETCTBYIOIICH HOMEHKJIATYPhI JI€] TOCIIE CBEPKU €ro CO CPOKOM XpPaHEHWS,
YKa3aHHbIM B TI€PEYHE THUIOBBIX JIOKYMEHTOB WJIM B IE€pEYHE JOKYMEHTOB,
o0Opa3yromuxcsi B JACSITEIBHOCTH (eaepalbHOTO OpraHa, C yKa3aHHEM CPOKOB
XpaHEHUSI.

18.18. Ha nemax mocTostHHOro XpaHeHus mumieTcs: ' XpaHUuTh MOCTOSIHHO" .

18.19. IlpumeM nen HpPOU3BOAMUTCS COTPYAHUKOM, YIOJHOMOYEHHBIM Ha
BEJICHUE JIEATEIbHOCTH apX1Ba, C MPOCTABICHUEM B JIBYX IK3EMIUISIPaxX OMUCHU JENd
OTMETOK O HAJIMYUU KAKJOT0 Jesa (Ha KaXJIOM SK3EMIUISIPE ONMHMCH YKa3bIBAETCs
KOJUYECTBO (haKTUYECKHU TMPHUHATHIX JIEJ, JaTa Mpuema-mepeaadn e, a TakkKe
MOJMKUCH aPXUBUCTA U COTPYJIHUKA, IEPEJaBUIETO Jea.

19. 3akaounTebHbIC MMOJI0KEHUS

19.1. Hacrosiiiast THCTpYyKIMS 110 IEJIOMPOU3BOJICTBY SIBJISIETCS JIOKATbHBIM
HOPMATHBHBIM aKTOM OO0IIe00pa30BaTEILHON OpraHu3alliy, MPUHUMAETCS Ha
OO6mem coOpaHnn pabOTHUKOB M YTBEPKIACTCS (BBOJIUTCS B ACHCTBUE) TPUKA30M
AUpeKTopa 001Ie00pa3oBaTeIbHON OpraHU3aIiH.

19.2. Bce wu3MeHeHHWs W JIONOJHEHUSA, BHOCHUMBIE B HACTOSIIYIO
Nuctpykiuio, odopmiisaioTcs B NUCbMEHHOM  (QopMe B COOTBETCTBUU
JNEHUCTBYIOIIUM 3aKOHOAATeNbCTBOM Pocculickon denepanuu.

19.3. MHCcTpyKuMsT 1O JAEJIONPOU3BOJICTBY B IIKOJE MPUHUMAETCS Ha
HEONPeICICHHBIN CpoK. M3MeHeHus u 1onoinHeHus K MHCTPYKIIMKU TPUHUMAIOTCS
B MOPSAKE, MpeaycMoTpeHHOM 11.19.1. HacTosmen NHcTpykium.

19.4. Tlocne npunstus WHCTpyKIMKW (MW W3MEHEHMH M JIOMOJHEHUM
OTJICJIbHBIX IYHKTOB W Pa3/ieJlOB) B HOBOM peIaKlMU MpEeblayias peaakius
ABTOMATHYECKU yTPAUYUBAET CUITY.



[Tpunoxenue Ne 1
IIpaBusa opopMiieHHsI PpEKBU3UTOB IOKYMEHTOB

1. Jlis mOAroTOBKM JOKYMEHTOB MNPUMEHSIETCS TEKCTOBBIA PEIAKTOD,
oOecrieunBalOIINil  TpeOOBAaHUSI TPAPUUYECKOTO BOCIPOU3BEICHUS PEKBU3UTOB
JOKYMEHTA.

2. Bugpl u pa3mepsl ucnoiabdyembix mpudToB: Times New Roman — 12, 13,
14; Calibri 14 u npubinKEHHbIE K HUM.

3. Ilpu noaroroBke TEKCTOB B TalOmuuax, s oOecreyeHus Iyduiei
YUTAEMOCTH JAHHBIX, JOMYCKaeTcs MpuMeHeHue mpudToB Buaa Arial, pazmepon
12,13.

4. JIlnanazoH HUCMOJb3yEMbIX MEXKIYCTPOUYHBIX MHTEPBAJIOB: OT OAUHAPHOTO
710 MOy TOPHOTO.

5. AG3aiHbIf OTCTYH TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJIOBKM pa3/eioB U MOAPA3EIIOB Me4aTatoTcsl ¢ a03alHbIM OTCTYIOM
WJIU HEHTPUPYIOTCA 10 HIMPUHE TEKCTA.

7. MHOrOCTpPOYHBIE PEKBU3HTHI II€YATAKOTCA YEpPe3 OJUH MEKCTPOYHBIN
WHTEpBaJl, COCTABHBIE YaCTH PEKBU3UTOB OTHEISIIOTCA  JONOJIHHUTEIbHBIM
HMHTEPBAJIOM.

8. Eciu MOKyMEHT TOTOBUTCS JUIsl M3JaHUS C YMEHbIIEHHEM MacliTaa,
TEKCT IeYaTaeTcs Yepe3 JiBa MHTepBaia.

9. HMurepBan Mexay OykBaMH B CJIOBax - OObIYHBIA. VHTepBam Mexzy
CJIOBaMH - OJIMH MPOOET.

10. TekCT NOKyMEHTa BBIPABHUBAETCS IO ILIMPUHE JIMCTa (110 TpaHULIAM
JIEBOTO M IPABOTO MOJEH JOKYMEHTA).

11. Inuna camoil JIMHHON CTPOKH PEKBU3HUTA MPHU YIIIOBOM PACIOJIOKEHUU
PEKBHU3UTOB HE Oosee 7,5 cM.

12. JlnmHa camMOoM JUIMHHOM CTPOKH pEKBHU3UTAa MPU NIPOJOJIBHOM
PaCIONIOKEHUU PEKBU3UTOB He Oosee 12 cM.

13. Koa ¢opMmbl 1oKkyMeHTa

Kon ¢opmbl nokymeHTa mpocTaBisieTcss Ha yHU(UUUPOBAHHBIX (opmax
JOKYMEHTOB B OCHOBHOM HCIIOJIb3YEMBIX B KaJPOBOM JOKYMEHTOOOOPOTE IIKOJIBI.
Pacnonaraercs xoa ¢opMbl B PaBOM BEPXHEM YIIIy paboyero mojs JOKyMEHTa,
coctouT u3 cioB "®opma no" (HauMeHOBaHUE KiaccuuKaTopa) U HUPPOBOTO
KOJa.

[Ipumep - @opma no OKY/] 0301001.

14. HaumeHOBaHHE LIKOJIbI

HanmeHoBaHMe  MIKOJIBI ~ JOJDKHO  COOTBETCTBOBaTh  HAMMEHOBAHUIO
IOpUJINYECKOT0 JIMIIA, 3aKPEIUICHHOMY B €0 yUYpeIUTEIbHbIX JOKyMeHTax (YcraBe
oOmieoOpa3zoBarenbHOM opraHu3anuu). [lom HamMeHOBaHMEM IIKOJBI B CKOOKax
YKa3bIBa€TCsl COKpPALIEHHOE HAaUMEHOBAaHUE O0IIe00pa30BaTENbHOW OpraHU3alUH.
Han HamMeHOBaHMEM  IIKOJbI -  YKa3bIBae€TCAd IOJHOE HAaMMEHOBAHUE
BBILIECTOSIIEN OPTraHU3aALHH.

15. CripaBouHbI€ JaHHBIE O IIKOJIE
CrnpaBouHble JaHHBIE O IIKOJE BKJIIOYAIOT B ce0si: MOYTOBBIM ajapec, HOMepa
tenedoHa, (akca, aapec dSIEKTpOHHOM mouThl, koxa mmKoabl 1o OKIIO



(mpoctaBnsiercss mo  OOmepoccuiickoMmy — KiacCU(UKATOPY MPEANPUATANR |
OpraHu3aluii), OCHOBHOM TrOCyJlapCTBEHHBIN peructpaiuoHHbiii Homep (OI'PH),
UCHTU(UKAITMOHHBIA HOMEP HAaJIOTOIUIATENbITUKA/KOA TPUYUHBI TOCTAHOBKHA Ha
Hanorossli yuet (MHH/KIIII).

16. HaumenoBanue BUJA JIOKYMEHTAa
PexBU3UT ucmonb3yeTcs: AJi yKa3aHWs BHUJIa JJOKYMEHTA M PacrojiaraeTcs IO
PEKBU3UTOM «HAaUMEHOBaHUE 00111e00pa3oBaTeIbHOM OpraHu3aIuny.

HanMeHoBaHME BU/Ia JOKyMEHTA HE YKa3bIBACTCS B IMHCHhMaX.

17. Jata nokyMeHTa

JlaToli mOoKyMeHTa SIBJSIETCS JaTa ero mojanucanus (Mpukas, MUChbMO, 3aIUCKa,
aKT W Jp.), YTBEPXKJeHUs (MHCTPYKIIMS, TIOJIOKEHHUE, TIPaBUia, pEeriaMeHT, TUIaH,
OTYET U JIp.), COOBITHSA, 3aUKCUPOBAHHOTO B JOKYMEHTE (ITIPOTOKOJM).

JlaTa JOKyMEHTa TIPOCTABISAETCS TOKHOCTHBIM JIUIIOM, TIOIITUCHIBAIOIIAM HIIA
YTBEPXKIAOIMIMM  JOKYMEHT, WJIH TP PETUCTpAllMd  JOKYMEHTa, WA
HEMOCPEJCTBEHHO COCTABUTEIEM INIPU MOJATOTOBKE JOKyMEHTa (ClyKeOHas
3amnmucKa, 3asBJICHUE U JIP.).

JIOKyMEHTBI, W3JlaBacMbleé COBMECTHO C JIPYTUMU OpPTaHU3ANMSIMHU JTODKHBI
UMETh OJIHY (€AUHYIO0) JaTy.

Haty noxymeHTa opopmiisitoT apabckumu udpaMu B MOCIEI0BATEILHOCTH:

o JICHb MecsIla, MecsIl, roJ1. JIeHs Mecsia u Mecsil 0hOpMIISIOT IBYMsI ITapaMu
apaOckux 1uudp, pazleNeHHbBIMU TOYKOH; TOA - YEThIPbMS apaOCKUMH
udpamu, Hanpumep: 01.12.2017. byksa "r" mocne nuudp He CTaBUTCS.

e IpU CIOBECHO-IU(GPOBOM crocobe odopmiieHHus JaThl J€Hb Mecsia
yKa3bIBaeTCs Mapoil apaOCKux mudp, rof YeThIpbMsi apaOCKuMu Iudpamu,
Harpumep: 12 nexabps 2017 r.

18. PeructpainOHHbII HOMEp JOKYMEHTa

PeructpanvioHHBIT HOMEp OKyMEHTAa WIPOCTABISETCS B COOTBETCTBUH C

CUCTEMOU perucrpanuu, MIPUHATON B LIKOJIE.
PerncrpanvoHHBIE HOMEpP INPUCBAMBAECTCS JOKYMEHTY IIOCIE €ro MNOANHUCAHUS
(yTBEpKACHUS).

Ccbulka  Ha  PETUCTPAIlMOHHBIA  HOMEp W JaTty  JOKyMeHTa
Cchulka Ha UCXOJAIIMN HOMEp W JaTy JOKYMEHTa aJpecaHTa BKIIOYaeT B ceOs
PErUCTPAllMOHHBIM HOMEpP W JaTy JOKYMEHTa, Ha KOTOPBIM JTOJDKEH OBITh JlaH
OTBET.

19. MecTto coctaBieHus (M3aHUs) TOKYMEHTA

Mecto coctaBieHUsl WM U3JaHUs JOKYMEHTa - '"ropox ..." - yka3bIBaeTcs Ha
OmaHKax TPOTOKOJIOB U AaKTOB, COCTaBISEMBIX B 00IIeo0pa3oBaTEIbHOM
OpraHu3allnu.

20. Anpecar
B pexBusute "Anpecatr" UCHONB3YIOTCS OpULMATbHBIE HAMMEHOBAHUSI OPraHOB
rOCYJJapCTBEHHOM W WCIIOJHUTEIBHOM  BJIACTH,  OpPraHOB  MECTHOTO

caMOyIpaBJieHusi, opraHu3zanuil. Jlomyckaercss UCHoJib30BaTh O(QULIHATIBHO
MIPUHATBIE  COKPAUICHHBIE HAMMEHOBAHUS OpPraHOB TOCYJApCTBEHHOW U
UCITOJTHUTEIBHON BJIACTH, OPraHOB MECTHOTO CAaMOYIIPABJICHUS, OpPraHU3ALU.



IIpn agpecoBaHMM JOKyMEHTa JOJDKHOCTHOMY M YacCTHOMY JIMLY WHHIIMAJIBI
CTaBATCS MOCIE (PaMUITHH.

[Tpumep - Pykosooumento OO0 « Cmpoumenvy

Damunua U.0.

PexBusnur "ampecatr" mpocTaBisieTcsi B BEPXHEW IMPABOM 4YacTH JOKYMEHTa
(Ha OjaHKe C YIJIOBBIM pACMOJOKEHUEM PEKBU3WTOB) WM CIpaBa IMOJ
pexkBU3UTaMU OJyiaHKa (MPU MPOJOJIBHOM PACIOJIOKEHUN PEKBU3UTOB OJaHKa).
Crpoku pekBu3uTa "agpecar” BbIPaBHUBAKOTCSA IO JIEBOMY KPar0 WA UEHTPYHOTCS
OTHOCUTEIBHO CaMOM JUTMHHOW CTPOKH.

[Ipu angpecoBanuu JOKyMeHTa ©0€3 YyKa3zaHUS JOHKHOCTHOTO —JIMIA
HAaUMEHOBAHUS aJJPECATOB MTUIIYTCS B UMEHUTEIBHOM I13JI€XKe, HAIIPUMED:

Opeanbl cmamucmuku 20pooa Mockewl

ITpu anpecoBaHuM JOKYMEHTA PyKOBOAMTEINIO OpPraHU3alMd HAUMEHOBAaHUE
JOJKHOCTH YKa3bIBAa€TCS B JATEIIbHOM IaJI€XKe, HAIpUMEp:

I'enepanvromy oupexmopy OOO «H30anuey

Damunua 1.0.

[TouToBBIi agpec HE yKa3bIBA€TCs B JOKYMEHTAX, HAIIPABJISEMbIX B BBICILINE
OpraHbl rOCyJJapCTBEHHOM BIAacTH, (peepaibHble OPraHbl UCIIOJIHUTEIBLHOM BIACTH
U UX TEPPUTOPHAIbHBIE OPraHbl, OpPraHbl TOCYAapCTBEHHOW M HCIIOJIHUTEIbHON
BJIACTH, MIOCTOSI MHBIM KOPPECTIOHICHTaM.

[Ipu agpecoBaHuM MHCbMa B OPraHU3AIMIO YKA3bIBAIOT €€ HAaMMEHOBaHHUE,
3aTeM MOYTOBBIN aJpec, HapuMep:

T'ocyoapcmeennoe  yupeswcoenue Bcepoccutickuii  Hay4HO-uccie0o8amenbCKull
UHCMUMYm OOKYMeHmo8eoeHUsl U ApXUBHO20 Oelld
Ilpogcorosnas yn., 0.82, Mocksa, 117393

[Tpu anpecoBanuu JOKyMEHTa (PU3NYECKOMY JIMITY YKa3bIBAIOT (GaMUIIUIO U
WHUIIMAJIBI TTOTy4aTesis, 3aTeM MOYTOBBIN ajipec, HapuMep:
Ilempogy U.11.
lIpouzeoocmeennas yiu., 0.5, k6.12,
2. Mockea, 119633

PexBuzutr "Agnpecar" He HOKEH cojep)kaTh 0oJjiee YeThIpeX aJpecaToB.
CinoBo "Kommsa" mepenx BTOpPBIM, TPETbUM, UYETBEPTHIM ajapecaTaMH He
ykasbiBaercs. [Ipu umcne aapecaroB Oosiee 4-X COCTaBIAETCS CIHMCOK PACCHUIKH
JTOKYMEHTA.
Ecaum pgokymMeHT oTmpaBisieTcsi B HECKOJIBKO OJHOPOJHBIX OpraHu3aluil WK B
HECKOJIBKO CTPYKTYPHBIX MOAPA3ACICHUN OpraHa UCIOJHUTEIIbHOU BIACTH, TO OHU
YKa3bIBaIOTCs1 0000IIEHHO.

[Ipumep:
Pyrxosooumensm yupescoenuti CI10

20. I'pud yTBEpKI€HUS TOKyMEHTA

['pud yTBepKIeHUS TMPOCTABISETCS B MPAaBOM BEPXHEM YIUIy JTOKYMEHTA.
CTpokM pEKBHU3WTa BBIPABHUBAIOTCA IO JIEBOMY Kpaw WM LEHTPUPYIOTCS
OTHOCHUTEJIbHO CaMOM JJIMHHOW CTPOKH. JIOKyMEHT yTBEp)KAaeTcsl JTOKHOCTHBIM



JULIOM  (AOKHOCTHBIMU — JIMI[AMHU) WM  PacClOPSIUTEIbHBIM  JOKYMEHTOM
(mocTaHOBJIEHUEM, PELIEHUEM, PUKA30M, PACIIOPSAKEHUEM ).

[Ipu yTBep>KIE€HUM AOKYMEHTa JIOKHOCTHBIM JUIOM TIpU( YTBEPKICHUS
noibkeH coctoath u3 cioBa YTBEPXJIIAIKO (6e3 kaBbluek), HaMEHOBaHMS
JOJDKHOCTU  JIMIIA, YTBEPXKJAIOIIETO JOKYMEHT, €ro IMOJIUCH, WHUIMAJIOB,
(haMmIMK U 1aThl yTBEPKICHUS.

[Tpumep:

YTBEPK][AIO
Jupexmop MBOY Illkona Ne 1238
H.0. Damunus

21. Jlata

[Ipyn yTBEpKIE€HUH AOKYMEHTAa HECKOJbKUMHU JOKHOCTHBIMHU JIULAMH HX
MOAMKUCH PACIIONaratoTcs Ha OJJTHOM YPOBHE.

[Ipy yTBepkIeHWN JTOKYMEHTA PaCHOPSIUTEIBHBIM JOKYMEHTOM Tpud
yTBepxkaeHus  coctoutr w3 cnoB  YTBEPX/JEH  (YTBEPX/EHO,
YTBEPXJEHbI, YTBEPXJ/IEHA), corimacoBaHHOrO ¢ HaMMEHOBAaHHMEM BHJA
YTBEPKIAEMOIr0 JOKYMEHTa, HAUMEHOBAaHMS BHJA JOKYMEHTa B TBOPUTEIHLHOM
najiexxe, ero 1aThl, HOMEpA.

ITpumep:
YTBEPKJ/[EHO
npuxazom MBOY Ilxona Ne 1238
om 01.03.2020 Ne 57

22. 3arojgoBOK K TEKCTY

3arojoBOK K TEKCTY - KpaTKO€ COJEpKaHHE TOKYMEHTa. 3arojloBOK K TEKCTY
npukaza ¢gopmynupyetrcsi ¢ npemigorom "O" ("OO0") u oTBewaer Ha Bompoc "o
yeM?"):

o mpuka3 (0 yeM?) 0 CO3JaHUU KOMUCCHUHU;

o Tmpuka3 (0 yem?) 00 yTBEpKIAEHUH IITATHOIO PacCIUCaHUS;

e THUCHMO (0 ueM?) O IPeAOCTABICHUU HHPOPMAITUH.

3arosioBOK K TeKCTy oQopMIIIeTcs MOJ pPEKBU3UTaAMU OJlaHKa CjeBa, OT
TPAHUIIBI JIEBOTO TIOJIS.

HanMeHnoBanue (3arojioBok) JjauOO aHHOTAlUsl JIOKYMEHTa COCTaBJIsIeTCS
aBTOPOM IPOEKTA JIOKYMEHTA.

3aroyioBOK K TEKCTy MOXKET HE COCTaBIATHCS, €CIM O0bEeM JOKYMEHTa He
npeBbIaeT 4-5 CTpokK.

23. TekcT noKyMeHTa

JlIokyMeHTBl ~ 00IIe00pa3oBaTeILHONM  OpraHU3allid  COCTABIISIOTCS  HA
roCy1apCTBEHHOM sA3bIke Poccuiickoit denepannu - pycCKOM.

TexkcT JOKyMeHTa MOXET COJEpXKaTh pas3jelibl, MOAPa3Aeibl, IYyHKTHI,
MOJAIYHKTbI, HyMEepyeMble apaOCKUMH LIUPPAMH.

B mnpukazax TEKCT JOKyMEHTa H3JIararoT OT MEPBOTO JUUA €JUHCTBEHHOTO
yuciia («IpUKa3bIBako)

B nokymeHTax KoJiIeruajabHbIX M COBEHIATEIbHBIX OpraHax OT TPEThEro JMIla
€MHCTBEHHOTO YHCIa: («CoOpaHue... PEIInio)



TexkcT mpoTokona H37araeTcsi OT TPEThEro JIMIa MHOYKECTBEHHOI'O 4YHUCia
(«cmymanmy, «BBICTYIIUIINY, «IIOCTAHOBUIINY, «PEIIIIN),

B COBMECTHBIX JOKYMEHTaX TEKCT H3JaraloT OT TMEepBOro  JuIa
MHO>KECTBEHHOT'0 YHCa: ((IPUKA3bIBAEM», «PEILIHIINY ).

B nenoBbix (ci1y>k€OHBIX) MUCbMAX UCIOJIb3YIOTCS (DOPMBI U3JI0KEHUS:

e OT TMEPBOTO JIMIIA MHOXECTBEHHOTO 4YHClIa («IPOCUM HAIMpPaBUTHY,

MIPEJICTaBIIsIEM Ha PACCMOTPEHUEY );

e OT TPEThEro jula eAuHCTBeHHOTO uncia («Aamunuctpamnus OV [lkoma Ne

1238 He Bo3paxkaeT»);

e OT TMEpBOr0 JHIA E€IWHCTBEHHOIO 4YHCNIA («CUUTAID HEOOXOIUMBIMY,

«Tpenararo pacCMOTPETHY).

[Ipu ynorpebnenuu B TekcTe (hamMuiidii U1l WHULUAAIBI YKA3bIBAIOTCS TOCIE
bamuun.

B nenoBbix (ciry>keOHBIX) MHCbMaxX MOTYT MUCIIOJIb30BAThCS:

- BCTYIIUTEIBHOE OOpallleHHE:

YBaxaemsliil rocnionvH MBaHoB!

YBaxaemas rocrioxa [lerposa!

YBaxkaembiit Hukomaii [Terposuu!

YBaxkaemas Osbra HukonaesHa!

VYBaxkaemrble rocroaal

B oOpamenun 1o JOMKHOCTH HAMMEHOBaHUE JOJKHOCTH THILETCS C
IIPOIKCHOM OYKBBI, B 00pallieHuy 1o paMUINK UHUIHAIIBI JINIIA HE YKa3bIBAIOTCSI.

- 3aKJIIOYMTENbHAs ATUKETHas (Pppa3a:

C yBaxkeHHeEM, ...

CrpaHuilbl JOKyMEHTa HYMEPYIOTCS, HAUMHasi CO BTOPOrO JIUCTa JOKYMEHTa
apaOCcKuMu udpamu nocepeanHe BEPXHETO OJISL.
TekcT TOKyMeHTa OTIENSAETCS OT 3arojoBKa JIBYMs WIIM TPEMsI MEXIYCTPOUYHBIMU
WHTEpPBAJIAMU UCIIOJIb3YEMbIMH B TEKCTE.

24. OtMmeTKa 0 [IPUIIOKECHUU
OTMeTKa O MPUIIOKEHUU UCTIONB3YETCs MPU 0(DOPMIICHUN TTUCEM U TTPUIIOKEHUM K
IJIaHaM, MporpaMmamM, OT4eTaM, MOJIOKEHUSIM, TIpaBUIaM, UHCTPYKIUSM U IPYTUM
JIOKYMEHTaM.

B nuceMax oTmeTka O mpuioKeHUH OQOPMIISETCS TMOJ] TEKCTOM MHChbMa Ha
pacctostHuM 1,25 cM OT TpaHuIlbl JeBoro mnojs. Eciu mpuiiokeHue Ha3BaHO B
TEKCTE€ MUCbMA, B OTMETKE O MPUJIOKEHUU YKA3bIBAETCS KOJIMYECTBO JIUCTOB U
KOJIMYECTBO K3EMILISIPOB MPUIIOKEHUS, HATIPUMED:

Ilpunoocenue: na 3 1. 6 1 9x3.

[Ipy HaNMYUKM HECKOJBKUX MPWIOKEHHM, B OTMETKE O MPUJIOKEHUU OHU
HYMEPYIOTCSI, YKa3bIBAIOTCS HANUMEHOBAHMS KaXKJIOTO MPUIOKEHUS, KOJIUYECTBO
JMCTOB U KOJIMYECTBO SK3EMIUISIPOB, HAITPUMED:

Ipunooscenue:
1. IIhan-epagux ... na 3 1. 6 2 3K3.
2. Cnpasxka 0 noomeepoicoeHuu ghakma odyyenus... va 1 1. 6 1 7x3.



Ecimu npumokeHuss  cOpOUTIOPOBaHBI, TO  KOJWYECTBO JIUCTOB HE
yKka3biBaeTcs. Eciiv mpuiiokeHre HalpaBiIsiioT HE BO BCE YKAa3aHHBIE B JOKYMEHTE
azipeca, TO OTMETKY O €ro HaTM4UU OPOPMIISIIOT CIEAYIOIIUM 00pa3oM, HalpuMep:
Ilpunoowcenue: na 3 1. 6 1 9x3. monbKo 8 nepaulti aopec.

Ha npuioxeHusix K mpaBWiiaMm, WHCTPYKLHSIM, TOJOXKECHUSIM, IUIaHaM,
nmporpaMMam, JO0roBOpaM U JIPyTMM JOKYMEHTaM OTMETKa O MPUII0KEHUU
MIPOCTABIIAETCS HA MIEPBOM JIMCTE MPUIIOKEHHUS B IPABOM BEPXHEM YTIIy.

Ecnu npunoxenue oaHO, OHO HE HyMepyercs. Ecim 1npuioxeHuit
HECKOJIbKO, OHU HyMepYyIoTcs (MpuiioxkeHue 1, npunoxeHue 2).

B Tekcre mokymeHTa mpu MEpBOM YIIOMUHAHWUU JOKYMEHTA-TPUIIOKEHUS B
CKOOKax yKas3bIBaeTcCs: ... (MIPUIIOKEHUE) UK ... (IpuiioxkeHue 1); nmepes HoMepom
MIPUJIOKEHUS JOIYCKAETCS CTaBUTh 3HAK HOMEpA: ... (mpuioxkenue N 2);

B oTMeTke O MpUIOKEHUM YKa3bIBAETCSI HAUMEHOBAHUE BUJA OCHOBHOTO
JIOKYMEHTA, €ro J1aTa U HOMEp, HalpuMep:

Ipunooswcenue N° 2 k npuxasy MBOY [llkonra Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunoxeHueMm K JOKYMEHTY (Hampumep, K TMpPUKa3y) SBISETCS
YTBEPKIAEMbIH JOKYMEHT, (MOJIOKEHUE, TPaBuiia, HHCTPYKIUS, PErJIaMEeHT U JIp.)
B BEPXHEM IPABOM YIJIy MPOCTABIISIETCS OTMETKA O MPUJIOKEHUU, HUXKE — TpUd
YTBEPIKJEHUSI, HATPUMED:

Ilpunoocenue
YTBEPX/I[EHO
npuxazom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexkBuszura "OTMETKa O MPWIOKEHUU" TOJKEH
COOTBETCTBOBATh BUAY U pazMepy mpudTa TeKCTa JOKYMEHTA.

25. I'pud cormacoBanus JOKyMEHTa

['pud cormacoBanwsi JOKyMEHTa WCIONB3YETCS TMPH  COTJIACOBAHUU
JIOKYMEHTA C OpraHaMM BJIACTH, OPTaHU3aLMSIMU WIH TOHKHOCTHRIMU JduiaMu. OH
coctout u3 cimoBa “COI'JTACOBAHO”, momkHOCTH JuIa, KOTOPBIM COTJIACOBaH
JOKYMEHT  (BKJIOYas HAaWMMEHOBAHHME OpraHu3alvu), JHAYHOW  MOJIMUCH,
pacuin@poBKU MOANUCH (MHULIMAIOB, (PaMUIUK) U JaThl COTIAaCOBAHUS.

ITpumep:
COIJIACOBAHO
Jupexmop MBOY Illxkona Ne 1238
.U Hsanos
01.12.2019
I'pud cormacoBanusi B 3aBUCUMOCTH OT BHJIa IOKYMEHTa U OCOOEHHOCTEH ero
o OpMIICHUST MOXKET MPOCTABIISTHCS:
e HAa MEPBOM JIUCTE JOKYMEHTA (€CJIM JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha

TUTYJBLHOM JIUCTE) B JICBOM BEPXHEM YTy Ha YpPOBHE Ipuda yTBEPKIACHUS

WM 110J] HAMMEHOBAHUEM JJOKyMEHTA OJIMKE K HUKHEMY TOJI0);

¢ Ha MOCJIEIHEM JIUCTE JTOKYMEHTA M0/l TEKCTOM;

e Ha JIUCTE COIJIACOBAHMS, SIBISIFOLIEMCSI HEOThEMIIEMOM YacThIO JJOKYMEHTA.

Bueminee cornacoBaHuEe TakXke MOMKET OBITb OCYILECTBIEHO JIPYyTUM
JOKYMEHTOM - TUCbMOM, MPOTOKOJIOM, IIPUKA30M.



[Tpumep:

COI'JIACOBAHO npukasom [JO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBanue IpOEKTa JOKyMEHTa odopmisiercs BU30M.
Buza mnpoctaBisieTcsi COOCTBEHHOPYYHO JMIIOM, BH3UPYIOIIUM JOKYMEHT, H
BKJIIOYAeT B C€0s HAMMEHOBAaHUE JOJDKHOCTH BHU3HMPYIOLIErO, €ro JUYHYIO
HOJIIUCH, PACIIM(PPOBKY MOJMUCH (MHUIMAIIBI, (PaMUIIUIO) U ATy .

[Tpumep:
3amecmumens oupexmopa
H.0. @amunus
03.03.2020

JlommyckaeTcsi NOJMCTHOE BU3UPOBAHUE JTOKYMEHTA U €r0 MPUIIOKEHUH.

[Ipy Hanuuuy 3aMedaHuid, JONOJHEHUW K TMPOEKTY JOKYMEHTa BHU3a
JOTIOHSIETCS. COOTBETCTBYIOIIMM YKa3aHUEM.

JUist TOKyMeHTa, MOJUIMHHUK KOTOpPOTO OTIPABISAIOT W3 IIKOJbI, BU3bI
MPOCTABIIAIOTCS HA SK3EMILUIAPAX TOKYMEHTOB, TOMEIIAEMbIX B JIEJIO.

Jist  1OKyMEHTa, TMOUIMHHUK KOTOPOrO OCTaeTcs B IIKOJIE, BH3bI
COrJacoBaHUsl MPOCTABISAIOTCS HA O0OpPOTE TMOCJIEAHEro JIMCTAa MOJJMHHUKA
JOKYMEHTa WJIM Ha TOCIIETHEM JIUCTE JIOKYMEHTA MOJ1 MOAMHUCHIO.

27. Ilongnuce

[Moanuch BKIIOYAET: HAMMEHOBAHHWE JOJDKHOCTH JIUIA, IOIMUCABIIETO
JOKYMEHT, €r0 COOCTBEHHOPYUHYO MOANKCH; paclIu(PpOBKY MOJIUCH (MHULIUAIIBI,
bamumnus):

[Tpumep:
Jlupexmop nuunas noonuce U.0.Damunus

Ecnmu poxkymenTt odopmieH He Ha OlaHKe, B HAaUMEHOBAaHHE JOJKHOCTH
BKJIIOYAETCS HaWMEHOBaHUE o00Ieo0pa3oBaTeibHOM opraHu3auuu  (TOJIHOE
Ha3BaHue WKojbl). [lomyckaercs B pekBusure "llognuce nomkHOCTHOro juua'
LIEHTPUPOBATh HAMMEHOBAHHWE JOJDKHOCTH JIMIA, MOAMNKMCABIIEr0 JIOKYMEHT,
OTHOCHUTEJIBHO CaMOU JIJIMHHOMN CTPOKH.

[Ipy mnoanucaHuu JAOKYMEHTa HECKOJbKMMH JIOJDKHOCTHBIMHM — JIULIAMU
pa3HbIX JOJDKHOCTEM WX TMOJNUCH pacrloyiaraloT OJHY TMOJ Jpyroil B
MOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH HEPAPXUU 3aHUMAEMOM JTIOJKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuce U.0.D.
3amecmumens oupexmopa auunasn noonucs U.0.D.

[Tpn moamucanuy JOKYMEHTA HECKOJBKUMU JIMIIAMH PaBHBIX JIOJDKHOCTEH
WX TIOJIITMCH PACTIOAraloT Ha OJHOM YPOBHE.

B nokyMmeHTax, COCTaBICHHBIX KOMHCCHEH, YKa3bIBA€TCS CTATyC JUIA B
COCTaBE KOMHUCCHH:

MPOCTaBIICHWEM KOCOH YepThl Iepel] HAMMEHOBAaHUEM JIOJDKHOCTH
(106aBAATH Kakue- TUO0 MPUCTABKH).



Ecnn aupexTtop wiv MHOE YMOJHOMOYEHHOE Ha MOANUCAHHUE JIOKYMEHTa
JUII0 BPEMEHHO OTCYTCTBYET (OTITyCK, 00JI€3Hb, KOMAHIUPOBKA) WU JTOJKHOCTH
BAKaHTHA, TO JOKYMEHT TMOJIIUCHIBAET COTPYJHUK, YIOJTHOMOYECHHBIM Ha
MOANUCAHUE B COOTBETCTBUU C PACTIOPSIAUTEIHHBIM JOKYMEHTOM WJIM HaJIeJICHHBIN
MOJTHOMOYHUSIMU, YCTAaHOBJICHHBIMH MPUKA30M IIKOJBI Uin yupeautens (JJOrM), c
yKa3aHUEM CBOEH JOJDKHOCTU U MOJTHOMOYMS, HAITpUMED:
3amecmumens oupekmopa noonucey U.0. ©amunus
WIIH:

HUcnonnaowui oosazannocmu oupekmopa noonucsy U.0. Damunus
N
u.o. oupexmopa noonucev 1.0. @amunus

PexBusur "lloamucek JODKHOCTHOTO JHIA" MOXET OBITh OhOpMIICH
COOCTBEHHOPYYHO aBTOPOM JOKYMEHTa (HarpuMmep, Mpu HAMUCAHUU CITYKEOHOM
3amucKku 03 TPUMEHCHHS TEXHHUYECKHX CPEeACTB) MO0 odopMiIeH ¢
HCIIOJIb30BaHUEM TEXHUUECKUX CPEJICTB.

B cnyuae odopmienus pekBusuta "llognuce AOMKHOCTHOrO jauma" ¢
HCIIOJb30BaHUEM TEXHUUYECKUX CPEJICTB BUJ W pa3Mep wmpudTa yKa3aHHOTO
PEKBU3HUTA HE MOXET OTJIMYAThCA OT BHUJAA M pa3Mepa mipudTa OCHOBHOTO TEKCTa
JIOKYMEHTA.

PexBusut "[loanucek J0KHOCTHOTO JIUIA" OTAETSAETCS OT TEKCTA TPEMS WITU
YETHIPbMS OJIMHAPHBIMHU MEXYCTPOYHBIMU NHTEPBAIAMM.

28. Ileyats

[lewatr sBHsieTCSs C€MOCOOOM TMOATBEPXKIACHUS TOJIMHHOCTH TOJIMUCH
JOJKHOCTHOTO JIMIAa HA AOKyMeHTe. IleyaTh cTaBUTCS Ha JOKYMEHTaxX B CIIydasXx,
MPEAYCMOTPEHHBIX 3aKOHOJATEIIbHBIMU WJIM UHBIMH HOPMATHBHBIMHU MPABOBBIMU
aKTamu.

[TegaTsr cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, IIPU ATOM OTTHCK TeUaTh
HE 3aXBaThIBACT JTUYHOU MOJNUCH JOJKHOCTHOIO JIMI[A MMOJMKUCABIIETO JOKYMEHT,
i B Mecte, o0o3naueHHoM «MID» («Mecto neyatn).

B noxymeHTax, MOATOTOBIEHHBIX Ha OCHOBE YHH(PUIUPOBAHHBIX (OPM,
reyaTh CTaBUTCS B MecTe, 0003HaueHHOM oTMeTKoi "MIT" ninu unbiM 0O6pazom.

29. OT™meTka 00 UCIIOJIHUTENE
OtmeTka 00 wucnonHuTene (aBTOpe) AOKYMEHTa MPOCTAaBISETCS Ha MHChbMax
IIKOJIbI B JIEBOM HUYKHEM YTIIy JIMLEBOW CTOPOHBI MOCIEIHErO JUCTA TIOKYMEHTA
OT TPaHUIIBI JIEBOTO MOJISl UK, IPU OTCYTCTBUU MECTa, - HA OOOPOTHOM CTOPOHE
BHU3Y CJIEBA.

OTmeTka BKJIIOYAeT (PaMUIIHIO, UMS, OTYECTBO HCTIOJHUTENSI U HOMEp €ro
tenedoHa, a TaKKE OTMETKa 00 HCIOITHUTEIC MOXKET JOTMOJIHSATHCS
HAaUMEHOBAHUEM JIOJKHOCTH U JJICKTPOHHBIM aipECOM UCTIOJHUTEIIS.

[Ipumep:

Hesanos Hesan Heanosuu, cneyuanucm no oxpane mpyoa
(888) 888-88-88, lvanovi@mail.ru

30. OTMeTKa 0 3aBEPEHUN KOIIUHU

Jlns moATBEpKACHUS COOTBETCTBUS KOMHUHU (BBIMMUCKKH U3 JOKYMEHTA)
NOJJTMHHUKY JOKYMEHTa Ha MOCIEAHEM JIMCTE KOMHUM (BBIMUCKU U3 JOKYMEHTA)



nox pexBusutoMm "lloamuces" odopmisercs pexkBuzuT «OTMETKa O 3aBEpEeHUU
KOTIHI.
OTMeTKka O 3aBepeHUM KOMUHU BKJIIOYaeT: cJIoBO «BepHo», HanmmeHOBaHMe
JOJDKHOCTUA  JIMIIA, 3aBEPUBIIETO  KOMHUIO, COOCTBEHHOPYYHYIO  IOJIMMKCH,
pacuinpoBky TnoANUCH (MHULMAIBL, (DAMUINIO), JaTy 3aBEpPEHUs] KOMUU
JIOKYMEHTA.

PexBu3ut «OTMETKA O 3aBEPEHUN KOTTUU» MOXKET ObITh 0(hOopMIIEHA OT PYKH
WJIM C UCIIOJIb30BAHHUEM IITaMIIA.

JlommyckaeTtcst 3aBepsATh KaK/Iblil JINCT MHOTOCTPAHUYHOM KOIMUHU JOKYMEHTA.

31. OT™MeTKa 0 NOCTYIUIEHHH TOKYMEHTA

OTMeTka O  MOCTYIUIEGHMM  JOKYMEHTa  COJIEPXKUT  BXOJSIIHIA
pPErUCTPallMOHHBII HOMEpP W JaTy I[OCTyIUIeHus1 JoKyMeHTa. Jlomyckaercs
YKa3aHHE 4YacOB M MHUHYT IOCTYIUIEHUS JTOKYMEHTa C 3aBE€PEHUEM MOJMUCIMU
3aMHTEPECOBAHHBIX JIUII.

OTMeTka O TOCTYIUIGHMH JOKYMEHTa MOXKET TMPOCTaBIATHCS  C
MCIIOJIb30BaHUEM IIITAMIIA.

32. Pezomonus

Pezomronnst comepKUT yKa3zaHWE MO MCHOJHEHUI0 JokymeHTa. OHa
opopmiisieTcss  Ha  CBOOOJHOM  MecTe  pabodero  moyisl  JIOKYMEHTA.
Pesomroniust  Bkitouaer B ceOs:  dpaMmiIidiO,  MHUIUMATIBI  WCIIOJHUTENS
(uciomHUTENEH), TOPYUYEHUE IO TOKYMEHTY, MOANUCH aBTOPa PE30IIOLUUU U ATy
o opMIIEHUS PE3OITIOIUH.

Pe3ontonus, mo yCMOTPEHUIO JIULA, JAIOIIETO MOPYYEHUE, MOKET BKIIFOUATh
B ce0s Tak)Ke CPOK MCTIOTHEHUS JOKYMEHTA.
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