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[0 JeJIONPOU3BOACTBY
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umenu C.3. u I'.3. [InckyHoBBIX»

1. O6mue nosoxeHust

1.1. Hacrosimas MHCTpyKIHS IO JEIONPOU3BOACTBY B IIKOJIE pa3zpaboTaHa B COOTBETCTBHU C
®enepanbHbM 3aKk0HOM 0T 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccutickoit Penepanuu ¢
u3MeHeHusimu Ha 8 pgexabps 2020 roma, 'OCT P 7.0.97-2016 «Cucrema craHmapToB IO
uHpopmanun, OubIMOTeYHOMY M H3IaTenbckoMy Jneny, «OpraHu3allMOHHO-PaclopsIUTeIbHAas
nokymeHTanus. TpeboBaHus K OQOpPMIICHHIO JOKYMEHTOB», a Takxke Ycrasom MOKYVY «Bropas
PoxxnectBenckas cpenHsisi obmeoOpazoBarenpHas mxona uMeHd C.3. u ['.3. [luckyHOBBIXY» U
IpyrMMH HOPMAaTHBHBIMU IPaBOBBIMHM axTamu Poccuiickoit dDenepanuy, periaMeHTHPYIOMIUAME
JIeSITEIbHOCTh 0011e00pa30BaTeIbHbIX OpraHnu3alui.

1.2. JlanHas MHCTpyKLHS IO JENOIMPOM3BOACTBY B Iukojie (maree - MHcTpykuus) oOo3Hauvaer
IpaBuiIa TOATOTOBKM U OGQOpPMIIEHHS [OKYMEHTOB B 00Imeo0pa3oBaTenbHONH OpraHu3aluy,
OIlpeJeNisieT CTaHAapThl 0QOPMIIEHUS PEKBU3UTOB, OJIAHKOB JOKYMEHTOB, COCTABICHUS IIPUKA30B,
IOJIOXKEHUH MHCTPYKIMH, a TaKKe periIaMeHTHpYyeT (GOPMHUPOBAHHUE JENl U UX TEKyllee XpaHEHHe,
IIOJrOTOBKY IOKYMEHTOB M €] K Iepefaye Ha apXWBHOE XpaHEeHHEe B 0011eoOpa3oBaTesIbHOM
OpraHHU3aIHH.

1.3. MHCTpYKIMS IO AETONPOU3BOACTRY pa3paboTaHa B IE/IAX YCTAHOBJICHUS €AUHBIX TPEOOBaHUM
K MOATOTOBKe, 00paboTKe, XPaHEHWIO ¥ WCIOIb30BAHUIO OOpa3yIOMIMXCS B IEATEIBHOCTH
001meo0pa3oBaTeIbHON OpraHu3allid ¥ [OCTYMAIOUIMX B IIKOJIY MJOKYMEHTOB, & TaKxKe
COBEpPIICHCTBOBAHMS ¥ IOBBIIEHUS 3()(HEKTUBHOCTH IENONPOU3BOACTBA 0011eo0pa3zoBaTebHOM
OpraHHU3alHH.

1.4. Tlonoxenus WHCTPYKUHMH pDacIpOCTPAHSIOTCS Ha OpraHU3aluio pabOoThl ¢ JOKyMEHTaMu
HE3aBUCHMO OT BHJAa HOCHTENS, B TOM UHCJIE€ C O3JEKTPOHHBIMH JOKYMEHTaMH, BKIIOYas
IIOJITOTOBKY, OOpalOTKy, XpaHEHHE U HCIOIb30BAaHHE JOKYMEHTOB, OCYIIECTBISEMBIMU C
IIOMOIIBIO HH()OPMAITMOHHBIX TEXHOJIOTHH.

1.5. OpraHm3anuro, METOIUYECKOE DPYKOBOICTBO, COBEPINEHCTBOBAHME MEIONPOU3BOJACTBA H
KOHTPOJIb 3a COONIIONIEHHEM HacTosne#t VHCTpYKIMY B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIM 3a
Be/IEHHUE JIEJIONPOU3BO/ICTBA.

1.6. IlpaBa um o00s3aHHOCTH pabOTHHUKOB, OCYIIECTBISIIOMMX pPabOTy C JOKYMEHTaMH B
CTPYKTYpHBIX  IOJpa3AeieHUsX  o0meoOpa3oBaTelbHOM  OpraHM3alliH, YCTaHaBIMBAIOTCS
JOJDKHOCTHBIMH MHCTPYKITUSIMH WX IIPUKA30M JUPEKTOPA.



1.7. Ceenenusi, conepxaiiiecs B JOKYMEHTaxX, MOTYT OBITh HCIOJB30BaHBI TOJBKO B PabOYHMX
LEJIAX B COOTBETCTBUU C MOJHOMOYHMSMHU COTPYIHHKA, padoTaromiero ¢ JokymeHTamu. Pabora ¢
JOKYMEHTaMH BHE NOMEIICHUH MIKOJBl HEe Aomyckaerca. [Ipu yTpaTe HOKYMEHTOB HPOBOIUTCS
ciry’keOHasi IpoBepKa.

1.8. Tlpu yxoxe B OTHYCK, IepeBoje (NMEpeMEleHUuU) 10 paboTe WM B CIy4ae YBOJbHCHUS
COTPYIHUK O00s3aH TMepelaTh BCE HAXOISIIUECS y HEro JOKYMEHTHI WHOMY COTPYIHHKY,
ONpeeIEHHOMY B COOTBETCTBUM C YKAa3aHHEM HEIOCPEICTBEHHOIO PYKOBOJUTENS YBOJIbHIEMOTIO,
YXOJISIIIETO B OTITYCK MJIM MEPEBOAAIIETOCS (MEPEMENIaeMoro) 1Mo padoTe COTPYAHUKA.

1.9. UucTpykius o0s3aTenbHa UIst COOMI0ICHNS BCeMHU paOOTHHKAMH IITKOJIBI. BHOBB PHHSATHIE HA
paboTy COTPYIHMKH, B JOJHDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJIWT BEJICHHE TOKyMEHTAIWH, B
TedyeHue TpEX pabounx JHEH co JHs M3AaHUs MPUKa3a O Ha3HAYCHUU Ha JIOJDKHOCTH JIOJKHBI OBITH
03HAaKOMJIEHBI ¢ HacTosmend MHCTpyKIyei no NoAnuch.

2. [IpaBujia NoAroTOBKU U 0(hOPMJIeHHS TOKYMEHTOB

2.1. B JeATeNbHOCTH IMKOJBI CO3/aeTCS KOMIUIEKC OPraHHW3aIllMOHHO PaCHOPSIUTEIIBHBIX
JOKYMCHTOB: IPUKa3bl, IMOJIOXKCHHA, IIpaBUJia, HHCTPYKIUHU, PCTIAMCHTEI; ITPOTOKOJIBI 3aCGHaHI/II\/’I
(COBeHlaTeJ'II)HBIX, KOOPAWHAOWMOHHBIX, OJOKCIICPTHBIX W Ap. OpFaHOB), aKThl, AHAJINTHYCCKHEC
CIIpaBKH, JOKJIAIHBICE W CIY)KECOHBIC 3alHCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHHS), ET0Bast
(cmyxeOHas) Tepenucka W JAp. COCTABISAIOTCA M O(QOPMIISIIOTCS CHEIUaIbHBIE JOKYMEHTHI,
CBA3aHHbIE C IUIAHUPOBAHHEM  O0Opa30OBaTENbHON  ACSITEIBHOCTM M OCYIIECTBJICHHUEM
XO3SUCTBEHHBIX MEPOTPUSITHH, BEICHWEM Y4YEOHO-TENarorHYecKoro ydeTa, OpraHu3aruei
JIEJIOTIPOU3BO/ICTBA 00I1I€00pa30BaTEIHLHON OpTaHU3aIlii, 00ecIeueHneM OyXTalTepCKOTro y4eTa.
2.2. JIoKyMeHTbI MOTYT CO37aBaThCcsi Ha OyMa)KHOM HOCHTEIE W B JJEKTPOHHOW (opme c
coOI0ICHHEM YCTaHOBJIEHHBIX MpaBui oQopMileHUs JAOKyMEHTOB. [lpu co3manum JoKymeHTa Ha
IBYX U 00Jiee CTpaHMIIAX BTOPYIO U MOCIEAYIOUIUE CTPAHUIIBI HYMEPYIOT.

2.3. HomMepa cTpaHMI] MPOCTABIAIOTCS MOCEPEIUMHE BEPXHETO MOJS WM HIKHEM IPaBOM YLy
JOKyMEHTa Ha paccTostHuM He MeHee 10 MM oT kpas nucta. JlomyckaeTcs co3laHue J0KYMEHTOB Ha
JTULEBOM U 000POTHON CTOPOHAX JIUCTA.

2.4. Tlpu 1BYCTOPOHHEM CO3/IaHUU JIOKYMEHTOB IIIMPHHA JIEBOTO IOJIsI HA JIMIEBOI CTOpPOHE JIUCTA
Y IIPABOTro MOJIsl HA 000POTHOI CTOPOHE JIMCTA IOJKHBI OBITH PABHBI.

3. PeKBU3UTHI JOKYMEHTOB
3.1. Jlns peKBU3HTOB JOKYMEHTOB, CO3JaBaeMbIXx B 0O0IIc0Opa3oBaTEIbHON OpraHU3aluu
yCcTaHaBIUBaIOTCS MpaBuiia u TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OMPEICIISETCS €ro BUJIOM U Ha3HAUCHHUCM.
3.3. Ilpu mnonaroroBke u OG(OPMIECHUU JOKYMEHTOB B IIKOJIE HCIOJB3YIOTCS CIEIYIOIINe
PEKBU3UTHI:

e koA GOpMBI JOKYMEHTA;

e HAMMEHOBAHHE IIKOJIBI;

e CIpaBOYHBIC JAHHBIE O IIKOJIE;

e HAMMEHOBAaHHE BHUJA JOKYMEHTA;

e Jara JOKYMEHTa;

e PETUCTPALMOHHBINA HOMEpP JOKYMEHTA;

e CCBIJIKAa HAa PETUCTPAIMOHHBIN HOMED U AAaTy TOKYMEHTA;

e MECTO COCTaBIIeHUS (M3AaHUS) JOKYMEHTA,

e ajpecar;



e rpud yTBEPKICHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKA O MPUJIOKCHHH;

e Tpu( corracoBaHus JOKYMECHTA,

e BH33;

e IOJIIKCEH;

e OTMeTKa 00 AIIEKTPOHHOH MOIIHNCH;
e IICYaTh;

e OTMETKa 00 MCITOJHHUTEIIC;

e OTMETKA O 3aBEPCHUH KOTIHH;

e OTMETKA O MOCTYIUICHUH JOKYMCHTA;
e PE30JIONUSL.

4. BraHKM 1OKYMEHTOB
4.1. JloxyMeHTBI, cO3/1aBaeMbie B 0011e00pa3oBaTeI-HON OpraHu3amnuu, 0(popmMIIsSIOTCS Ha OIaHKax,
M3TOTOBJIEHHBIX HA CTAaHAAPTHBIX JucTax 6ymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHblE BUIBI JOKYMEHTOB (TaOJMIIBI, CXEMbI, CMETHI) JOIMYyCcKaeTcsi OQopMIsTh C
ucnosb3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBIISIOIINE BHYTPEHHIOIO
nepenucky, oGOpMIISIOTCS Ha CTaHAAPTHBIX Juctax Oymaru dopmara A4 (210x297 mm) 0Ge3
HCIOJIb30BaHUS OJIaHKOB.
4.2. Kaxnaplii TUCT JOKyMEHTa, OPOpMIICHHBIN Ha OnaHke Win 0e3 Hero, JOJDKEH UMETh IOl He
MeHee:

e 20 MM - neBoe;

e 10 MM - mpaBoe;

e 20 MM - BEpXHee;

e 20 MM - HWXKHEE.
4.3. JlokyMeHThl IUTeNnbHbIX (cBble 10 jieT) cpoKOB XpaHEHUs JOJDKHBI UMETh JIEBOE I0JIe He
Menee 30 M.
4.4, Bunpl 0JIaHKOB JOKYMEHTOB IPUMEHSEMBIX B IIIKOJIC:

e 001N OJIaHK;

e 0OJaHK IIMCHMA;

e ONaHK KOHKPETHOTO BHJA JOKyMeHTa (ONaHK TNpuKaza, OJIaHK pacropspKeHus, OJlaHk

MPOTOKOJIA U JIP.)

4.5. OOpa3upl pa3pabOTaHHBIX M MPUMEHSEMBIX B IIKOJE OJIAHKOB MOJUIEKAT BKIIOYCHHUIO B
WHCTPYKIIMIO O JIETIOTIPOU3BOJICTBY 00IIe00pa30BaTeIbHON OpraHU3aIlii B Ka4eCTBE MPUITOKEHHIMA
(mpunoxxenue 3 Ha 3 nHcTax).

5. lIpukaspl

5.1. Tlpukazamu OQOPMIAIOTCS pELIEHUS IO OINEpPaTUBHBIM, OPTaHU3AIMOHHBIM, YUEOHBIM,
KaJpOBBIM (TpUIIOKEHHE 2 Ha 9 TUCTaX) U IPYTUM BOIIPOCcaM pabOTHI IIKOJIBI.

5.2. TIpoekThl TPHUKA30B TOTOBSIT OTBETCTBEHHBIC WCIOJHUTENN HA OCHOBAHUU MMOPYUCHUU
JIUPEKTOPA, €ro 3aMmecturesiei. [IpoeKkTsl NpUKa30B M0 JUYHOMY COCTABY I'OTOBUT CHELHUAIHUCT IO
KaJpam.

5.3. B mpukazax TeKcT u3iaraercs OT mepBoro juia eauHcTBeHHOTo uncia («[IPUKA3BIBAIOy).



5.4. Tekcr mnpukasa MOXET COCTOSTh M3 JBYX 4YacTei: KOHcTartupymwoueid (mpeamOyisl) u
pacropsIUTENbHOM.

5.5. B koHcTatHpyomeid dYacTh KpaTKO H3JIararoTcs Iend W 3amadd, (akTel U CcOOBITHS,
MOCTYKUBILIKE OCHOBAHUEM Jid u3JaHus npuka3za. OHa MOXKET HauMHAThCs cioBamu "B memsax",
"B coorBerctBuun", "Bo ucnomnenue", u T.n. Eciu mpukaz u3gaeTcss Ha OCHOBAHHMU JIPYrOTO
JIOKYMEHTA, TO B KOHCTAaTHPYIOIIEH YacTH yKa3bIBa€TC HAMMEHOBAHUE 3TOTO JIOKYMEHTA, €ro JaTa,
HOoMep u 3arosioBok. [IpeamOyna B mpoekrax npuka3zo 3aBepiraercs ciioBoMm «[IPUKA3BIBAIOy,
KOTOPOE MeYaTaeTCs 3arjaBHBIMU OyKBaMHU.

5.6. PacmopsiiurenbHas 4acTh JOJDKHA COJEPIKATh MEPEUYHCICHUE TPEIIUCHIBAEMBIX JICHCTBUI C
yKa3aHUEM MCIOJTHUTENSI KaXXJ0ro JEHCTBUS U, TpPH HEOOXOIMMOCTH, CPOKOB HCIIOJTHEHUS.
PacniopsimutensHas 4acTh JEIUTCS HA MYHKTHI U TOAMYHKTHI, KOTOPbIE HYMEPYIOTCS apabCKUMU
nudpamu. [{eficTBUS OJHOPOIHOTO XapaKkTepa MOTYT ObITh TIEPEUUCIICHBI B OJTHOM ITyHKTE.

5.7. B KxadecTBe HCIHOJIHUTENEW YKa3bIBAIOTCA 3aMECTUTENM IUPEKTOpa, Mpeacenaresu Win
PYKOBOJUTENN pabOUnX rpynn (KOMUCCUI).

5.8. Eciin mprka3 u3MeHseT paHee U3ITaHHbIA JOKYMEHT (IIYHKTHI IOKYMEHTA), TO OJJMH U3 ITYHKTOB
pactopsiANTEIILHON YaCTH TEKCTa JIOJHKEH COACPKATh CCHUIKY Ha M3MEHSIEMBIN TOKYMEHT (ITYHKTHI
JIOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpPA U 3arojioBKa.

5.9. Ecmm mpukas OTMEHSET JCHCTBHE paHee W3JaHHOTO JIOKYMEHTa (ITYHKTOB JIOKYMEHTA) C
OTIPENICTICHHOM MaThl, TO OJUH W3 IMMYHKTOB PACIIOPSAUTEILHON YaCTH TEKCTa JTOJDKEH HAUYMHATHCS
cnoBamu "lIpu3HaTh yTpaTUBIIMM CHIy...", najee yKa3bIBaThCs JaTa, HOMEpP M 3arojiOBOK paHee
W3JIaHHOTO JIOKyMEHTa (IMyHKTa JOKYMEHTa), a TaKXke JaTa, ¢ KOTOPO OTMEHsIeTCs ero JIeHCTBUE.
Ecnu npata we yka3zaHa, TO JeicTBHE paHee HU3JAHHOTO JOKyMEHTa (IyHKTBhl JIOKYMEHTa)
OTMEHSETCS C AaThl U3JaHUS HOBOTO MPHKAa3a.

5.10. Ecnu npuka3 oTMEHsIeT paHee U3JaHHbIA JOKYMEHT ¢ MOMEHTA U3JaHus, TO OJUH U3 IYHKTOB
pacTopsSIANTENBHON YacTH TEKCTa JIOJDKEH HadyMHAThCS ciaoBaMH "OTMEHUTH..." M yKa3bIBaTbCs
JaTa, HOMep M 3aroJIOBOK paHee W3JIJaHHOTO JOKYMEHTA.

5.11. Ecnu nmpuka3 mpeJmnoJiaraetcsi BBECTH B JIEHCTBUE HE C MOMEHTA €ro M3AaHus, HE0OXOAUMO
yKa3zaThb CpOK BBeleHHUs ero B JeiictBue. [lociaenuuil mMyHKT pacmopsIUTENIbBHON 4YacTH MOXKET
COJIepKaTh CBEICHHS O JIOJDKHOCTHOM JIUIE, HA KOTOPOE BO3JIaracTcsi KOHTPOJIb 332 UCIOJHEHUEM
MpHKa3a.

5.13. Ilpuka3pl MOAMHUCHIBAIOTCS TOJBKO JAMPEKTOPOM 00I1e00pa30oBaTeNbHON OpraHu3ali WIN
PpabOTHUKOM, HCTIOTHSIOIIUM €ro 00sS3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O00OecredyeHrne CBOEBPEMEHHOW M Ka4eCTBEHHON MOJTrOTOBKU MPOEKTOB
MPUKAa30B U HMX COTJIACOBAaHME C 3aMHTEPECOBAHHBIMH DPAOOTHHKAMHU W OpPraHU3alUsSMU HECYyT
aBTOPBI MPOEKTA MPUKA3a.

5.15. PeructpaiioHHble HOMEpa MPUCBAMBAIOTCS TMpPHKa3aM IO TMOPSAIKY HOMEPOB B Mpelenax
KaJICHJapHOTO ToJa.

5.16. lata peructpanuu npukasza sSBIsSETCs JaTOU €ro MO IMUCaHUSL.

6. [IpaBunJa, no10:keHUs1, HHCTPYKIUH

6.1. IlpaBuiia — HOPMATHUBHBIM aKT, ONPEACAIOMINNA MOPAIOK KaKOro-IM00 BHJA AEATEIbHOCTH,
YCTaHABIMBAIOLIUI WIN 3alIPEIIAIOLIUI ONIPEIETICHHOE TIOBEICHUE.

6.2. [Tono>xeHne — HOPMATUBHBIN aKT, AETAIBHO PEriiaMeHTUPYIOIMI IPaBOBOM CTaTyc, MOPSI0K
OpraHu3aluy U IpoIelypy KaKoTro-Iu00 BUIA 1ESTEIbHOCTH.



6.3. MHCTpyKIIMsI — HOPMAaTHBHBIM aKT, M3JaBAa€MbIi B LEISIX PAa3bICHEHUS U ONPEACICHUS
MopsiJKa TPUMEHEHHS COOTBETCTBYIOLIETO HOPMATUBHOTO aKTa JIMOO C IENbI0 YKa3aHUs HOPM O
crioco0ax BBITIOJIHEHHS OTIPEACICHHBIX ONepauil (1eHCTBHIA).

6.4. IlpaBuia, MoJIOKEHHsI, HHCTPYKIIMH MPUHUMAIOTCA (B 3aBUCHMOCTH OT BHJA JIOKyMEHTA) Ha
YnupapisoomeM coBeTe, 3acenaHusx [Ipo)cor3HOT0O KOMHUTETa IIKOJBI W yTBEPIKIAIOTCS
TMPEKTOPOM.

6.5. IlopsAnOK MOATOTOBKH MPOEKTOB IMPAaBHJI, TOJIOKEHUS,, HHCTPYKIIMA COOTBETCTBYET OOILIEMY
MOPSAKY MOJATOTOBKH MPOEKTOB MPUKA30B 00111€00pa30BaTEIbHON OpraHU3aIuu.

6.6. TexcT mpoOeKTa IOJIOKEHUS, MPaBWJ, WHCTPYKIMH II€YaTaeTcsl Ha YUCTOM JIHCTE Oymaru
dbopmata A4.

6.7. OTIIMYATENHHBIMH XapaKTEPUCTUKAMHU TEKCTOB TPABHII, TTOJIOKEHUS, HHCTPYKIIUU SBIISFOTCSL:

e TOYHOCTH NMPHUMEHSEMBIX (OPMYITHPOBOK O€3 HCIOJIb30BAHMS CJIOB M MOHSATHH, MMEIOIINX
MHO>KECTBEHHBII CMBICIT;

e HCIIOJIb30BAaHHE KOPOTKUX TMPEIUIOKEHHUH, OOIIEHPUHATHIX BBIPAKEHHH W CBSI30K, IPH
HEOOXOMMOCTH - TIPEIBAPUTEIHHOE OMPEIeNICHIE UCIOIB3yEeMbIX TMOHSATHH, COKpAIIeHHH,
ab0peBuaryp;

e OIMCaHWE BCEX BO3MOXKHBIX BapHAaHTOB COOBITHI M COOTBETCTBYIOIIMX MM BapHAHTOB
NeUCTBUI, T.€. MOJHOTA MpeACTaBIECHUS HHPOPMALIHH;

e CTPYKTYpHUPOBAaHHOCTh TEKCTa C MENBbIO TOCTH)KCHUS HAWJIYUIIEeH IOCIEI0BaTEILHOCTH
W3JI0’KEHUS MaTepuara;

e MHHHUMH3AIMS TEKCTa C TOMOINBIO MPUMEHEHHS 0000meHui (0030poB MpeanosaraeMbIX
JEWCTBUI) U IPUMCHEHUE TIEPEUNCIICHIH (3a/1a4, STaroB, YCIOBHM U T.JI1.).

6.8. B 3aBHCHMOCTH OT CJI0KHOCTH U 00beMa pa3padaThIBAEMbIX MPABHII, OJIOKECHHS, HHCTPYKIIUH
- TEKCT JOKYMEHTa JEeJIUTCS Ha TJaBbl, MYHKTHl U MOAMYHKTHI. | J1aBbl TOJKHBI UMETh HA3BAHMUSL
Hywmepamus nmpousBoautcst apabckumu mudpamu.

7. IIpoToxo. 3acenaHusi (COBeIAHMS)

7.1. TIpoTokon — AOKYMEHT, B KOTOPOM (PUKCHpYeTCsl XOA OOCYKIEHHUS BOIPOCOB U MPUHATHUS
pelIeHnid Ha COOpaHusX, COBEIIaHMIX, KOH(PEPEHIUAX U 3acCeJaHUSX KOJUIETHAIBHBIX OPraHoB.

7.2. Tlpotokon 3acenanus (coBemiaHus) - (manee - MPOTOKOJ) O(OPMIISIETCS Ha YUCTOM JIUCTE
Ooymaru opmara A4.

7.3. PexBu3HT - "TekcT AOKyMeHTa". PEKBU3UT COCTOUT U3 ABYX YacCTei: BBOJHOI M OCHOBHOM.

7.4. Bo BBOOHOWM  YacTH  yKa3bplBAIOTCS  HMHHUIMANGL,  (QaMHIMM U JOJDKHOCTHU
MIpeiceAaTeIbCTBYIOIIET0, CEKpeTapsl, MPUCYTCTBOBABIINX HA 3aceaHUU U, MPU HEOOXOJAUMOCTH,
JIU1I, IPUTTIAIICHHBIX Ha 3ace/laHue (COBELIaHMe).

7.5. BBojgHas uyacTb MpPOTOKOJA 3aKAaHUYMBAETCS IE€PEYHEM pacCMaTPUBAEMBIX BOIPOCOB,
IIEPEUUCIICHHBIX B TOpAAKE UX 3HAYMMOCTM C YKa3aHUMEM JOKJIAJuuKa 10 KaXJIOMy
paccMaTpuBaeMoMy Bompocy. Bonpockr popmynupyrores ¢ npeamorom "O" ("O6"), nedatatrorcs oT
I'PaHUIIBI JIEBOTO MOJISl U HYMEPYIOTCSA apaOCKUMH LU(paMU.

7.6. OcHOBHasi 4YacTh IMPOTOKOJA COCTOMT U3 Pa3/esioB, COOTBETCTBYIOIIUX PACCMaTPUBAEMbIM
BOIIPOCaM M UX HyMEpaLUU.

7.7. TekcT mpoTOKOJa M3JIaraercs OT TPEThEro JMLA MHOXKeCTBeHHoro uucna ("cmymanu",
"BpICcTynMIM", "MOoCcTaHOBUIN", "permnin").

7.8. IIpoTOKOJ MOAMUCHIBACTCS JIULIOM, IpeJICeIaTeIbCTBOBABIINM Ha 3acelaHUM (COBELIaHWUH), U
cekpeTapém 3aceqaHus (COBEIIaHUA).



7.9. Tlpu OTCYTCTBUHM ceKpeTaps 3aceJaHusi, B TOM 4YHUCIC NPU TPOBEICHHH OIEPATUBHBIX
COBEILlaHUH, IOIYCKAaeTCs MOANNCAHUE IIPOTOKOJIA TOJIBKO MPEACENATENbCTBYIOIHUM.

7.10. Tekcr mpoTOKONA MOJDKEH OBITH MOATOTOBIICH HE IMO3JHEE TPEX THEHW cO JHS 3aceJaHusl.
HpOCKTbI COOTBCTCTBYIOLIHX IIYHKTOB IMPpOTOKOJIa BU3UPYIOTCA JOJIDKHOCTHBIM JINIIOM
OTBCTCTBCHHBLIM 3a IOJATOTOBKY.

7.11. JlaTta mpoTOKOJa J0HKHA COOTBETCTBOBATH JTHIO MPOBEACHUS COBEIIAHUS (3aceIaHus ).

7.12. Kommn IMPOTOKOJIOB pPACChUIAKOTCA 3aWHTCPCCOBAHHBLIM OpPraHu3alsaM H OOJDKHOCTHBIM
JUIAM B COOTBETCTBUHU C YKa3aTeJeM pacChUIKM, KOTOPBIH COCTaBJISIET CEKpEeTaph 3acelaHus
(coBemianusi).

8. Ilnan
8.1. [ImaH — MOKyMEHT, yCTaHABJIMBAIOUINI ITepeYeHbh HAMEUYEHHBIX K BBITTOJHEHUIO MEPOTIPUSATHA,
WX MTOCJIeIOBATEIILHOCTh, 00bEM, CPOKH, OTBETCTBEHHBIX MCIIOTHUTEIICH.
8.2. Ilmam odopmusiercs Ha Jymcre Oymarm ¢opmara A4 ¢ HCIOIB30BAHUEM  CICIYIOIIUX
PEKBU3UTOB:

e HAaMMCHOBAHUE HIKOJIbI,;

e Tpud yrBepKAeHUS JOKYMEHTA;

e J1aTa JOKYMEHTA;

* PErUCTPALMOHHBIA HOMEP TOKYMEHTA;

e HAWMEHOBAaHHWE BHJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e HAaWMEHOBAaHWE JIOJDKHOCTH;

e TIOJIHCH.
8.3. PexBu3utr — "Tekct mokymeHTa" oopmisieTcss B Buae TaOiHIbI ¢ Tpadamu:

e HOMEp IYHKTA IJIaHAa;

e HAWMEHOBAHUE MEPOIPHSTHS;

e CPOK HCIIOJIHCHHS,

e HCIIOJIHUTEIIb;

e TIpUMEYaHUE.

9. Oruer
9.1. OTueT — OKYMEHT, CoJiepXKalluil CBEJCHUS O pe3yJbTaTax JesTeIbHOCTH 3a ONpe/IeeHHbIN
NepUO/]] BpEMEHH, BHITIOJIHEHHN MEPOIPUSTUH, IOPYYCHUH, 3aJaHNH, TTIAHOB.
9.2. Ortuetsl, NpenoOCTaBIseMble B OpPraHbl IOCyJapCTBEHHON BJIACTH (B TOM YHUCJIE B OpraHbl
rOCyJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIME  YCTAHOBJECHHYIO  IPaBOBBIMH  aKTaMHU
rOCyJapCTBEHHBIX OPraHoB (OpMY, CO3JIAIOTCS MO0 YCTaHOBJIEHHOW IOCYJapCTBEHHBIMH OpraHamu
¢dopme U B orpesIeIEHHOM UMH MOPSIIKE.
9.3. Otuérbl, mpenocTaBiIsieMble COTPYAHUKAMU IIKOJIbI B XOJ€ BHYTPEHHErO B3aMMOJAEHCTBUS,
CO3/IAI0TCsI 110 NPaBHJIaM, YCTAaHOBJICHHBIM JUISl CO3JIaHMS CITY)KEOHBIX 3alHCOK.
9.4. Otuersl odopmisroTcs Ha Jucte Oymaru ¢opmara A4 ¢ HCIOJNB30BaHUEM CIEAYIOIINUX
PEKBU3UTOB:

e HAaWMEHOBAHUE IIKOJIBI;

e JlaTa JOKYMEHTa;

e PErucTpalMOHHBIA HOMEP JOKYMEHTa;

e HAaWMEHOBAaHUE BHJIA IOKYMEHTA;



e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e OTMETKA O NPUIOKEHUH (IIPU HATUYUHN);

e HAMMEHOBaHME JOJDKHOCTH;

e TIOJIUCH.
9.5. B Texcre oruéra B 00s3aTENPHOM MOPSIKE JODKHO COJAECPXKAThCS YKa3 Ha IEATEIbHOCTb,
MEpOIIPUATHE, BBIJAHHOE IOpYYEHHE, 3a/laHue, MYHKT IUIaHa, MOJJIekKAllUi BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHMHM, B TOM YHUCJIE C YKAa3aHMEM Ha COONIOJEHUE WU HapyLICHHE
WCIHOJIHUTENBCKOW  JAMCLMILIMHBI, YCTAaHOBJIEHHBIX CpPOKOB HCIIOJHEHHS M  HajJiexallee
IpelocTaBleHue  HH(OpMalMKM, HEOOXOAWMBIX  MaTrepualioB  (MPOEKTOB  JOKYMEHTOB)
COMCTIOJTHUTENSAMH (IIPH YYACTHUH HECKOJIBKUX HCIIOTHUTENEH).

10. IMucs™mo
10.1. TTucrma roToBsTCS KaK:

e OTBETHI O BHITIOJHCHHUH MTOPYYCHUH BBIMISCTOSIIAX OPTaHOB MCIIOJTHUTEILHOM BJIACTH;

e OTBETHI HA 3aIPOCH OPTaHU3AINHA, TPESITPUSITHA W YaCTHBIX JIHII,

e WHUIIMATHBHBIC MTHCHMA.

10.2. Cpoxu MOATOTOBKH OTBETHBIX ITHCEM:

e ¢ KOHKPETHOW JaTOW MCIIOJIHEHUS, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUM C pE3OJIONUEH JUpEeKTopa M €ero 3aMecTUTesel Ha OCHOBaHUU
YCTaHOBJICHHBIX CPOKOB HCIIOJHEHMsI TOPYYEHH, 3alpoCOB HJIM IO PEIICHHIO aBTOpa
PE30ITIOIHH.

10.3. TeKkcThl OTBETHBIX MUCEM JOJKHBI TOYHO COOTBETCTBOBATH 33JaHUAM, 3a(pMKCHPOBAHHBIM B
pesomoru. Cpoky MOATOTOBKM MHULIMATUBHBIX MHCEM OINPEAETSIOTCS CaMOCTOSTENIbHO aBTOPOM
MIPOEKTa MUChMa C YYETOM HEOOXOIMMOCTH pelIeHHsI KOHKPETHBIX 3aJa4 U (WJIKM) B COOTBETCTBUH C
TpeOOBaHUAMHU 3aKOHOAATEIHCTBA, MOPYUYECHUSIMU HEMOCPEACTBEHHOTO PYKOBOIUTEISL.

10.4. TTucema meuartaroTcsi Ha OnaHKe MHUChbMa OOIIE0Opa30BATEIIPHOM OPTaHHW3AIlMUA C YIIIOBBIM
PacroJio’KeHUEM PEKBU3UTOB.

10.5. JlomonHUTENBPHO K pEKBU3WTAM OJIaHKa MHUChbMa MPU O(GOPMIICHHMH TIMCEM B IIIKOJIC
UCIOJIb3YIOTCS CIEIYIOIINE PEKBU3HUTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKAa O MPUJIOKECHUH,

e BU3A;

e TIOJIUCH.

e OTMETKa 00 HCIIOJIHUTEIIE.

10.6. IIpu odopmieHnn nrcbMa Ha JBYX W 0oJiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHUIIBI
HYMEpYIOTCsI OCepeIMHEe BEPXHETo MOJIs WIH B HUKHEM MPABOM YTy JUCTa apabCKUMU ITUppaMH.
10.7. Tlucpma moAMKUCHIBAET AUPEKTOP WM PAOOTHHUKH, YIOTHOMOYEHHBIE MTPUKA30M.

10.8. CiyxeOHble 3arucKu

10.9. B mensx ocymiecTBIEHUS B3aMMOJCUCTBUS MEXKAY COTPYJHHUKAMU B paMKax BHYTPEHHETO
JOKYMEHTOO00O0pOTa B IIKOJIE MPUMEHSIOTCS CIyXeOHbIe 3anmucku. Ciy)kKeOHbIEe 3alMCKU SBISIOTCS
CIPaBOYHO-WH(MOPMALIMOHHBIMU ~ IOKyMEHTaMHU. ABTOpaMHU CIYKEOHBIX 3alUCOK SBISIOTCS
COTPYIHHUKHU 0011e00pa3oBaTeIbHOM OpraHu3aluu.



10.10. CnyxebHas 3amMcKa MOXET COCTABIATHCS MO YKa3aHUIO PYKOBOJCTBA WM 110 MHUIIMATHUBE
KOHKPETHOTO COTPYAHHUKA.
10.11. Ilpu opopmiuennu cnyxeOHOM 3anucKu 0(HOPMIISIOTCS CIEAYIOUINE PEKBU3UTHI:
e ajpecart;
e J1aTa JOKYMEHTa;
e HAaWMEHOBAHHWE BHJA JIOKYMEHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e OTMETKA O MPUJIOKEHUH (IIPU HATUYUN);
e HAWMEHOBAHHUE JIOJDKHOCTH;
e TIOJIHCH.
10.12. CnyxeOHbIe 3alMCKH MOTYT CO3aBaThCsl HA OyMa)KHOM HOCHUTENE U (WIIH) B DIIGKTPOHHOU

dbopwme.

11. loBepeHHOCTH

11.1. [loBepeHHOCTh BBIIAETCA COTPYAHUKAM IIKOJBI ¥ O(QOpMIseTCs TO TIpaBHIIaM,
yYCTaHOBJIEHHBIM HacTosimied MHcTpykiumed mans mucem, ¢ yu€ToM TpeOOBaHUI TI'paKIaHCKOTO
3akoHosarenbeTBa Poccuiickoit denepaniy u HaCTOSILEro pa3aena.

11.2. TIpoeKT [JOBEPCHHOCTH TOJATOTABIMBACTCS W BH3UPYETCS COTPYIAHHKOM, KOTOPOMY
JIOBEpEHHOCTh OyJeT BblJaHa, IOCJIe 4Yero mnepenaércss B KaHLEISAPUIO JUIsl HalpaBlieHUs Ha
MOANNCAaHUE.

11.3. JIoBepeHHOCTh TOMMKCHIBACTCS JTUPEKTOPOM MM JIMIIOM, OCYIIECTBJISIONIAM €ro
MOJTHOMOYHST (MCIIOTHSIONUM O005S3aHHOCTH), W CKPEIUIIeTCA TedaTrhio o0I1eo0pa3oBaTeaIbHON
OpraHu3aIiy.

12. JloroBopbl, corjiameHusi, KOHTPAKTbI

12.1. JIoroBOpHI, COTJIANIEHUsI, KOHTPAKTHI (JaJiee - TOTOBOPHI) MOATOTABIUBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSAMU I'PAKIAHCKOTO, TPYIOBOT0, OFOPKETHOTO M MHOTO 3aKOHOIaTenbcTBa Poccuiickoit
denepanun, B 3aBUCUMOCTH OT PETYIHUPYEMBIX TOTOBOPOM MPABOOTHOIICHUH W 00s3aTEILCTB
CTOPOH.

12.2. TIpoekt pmoroBopa NOJrOTaBIMBACTCSI OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAaKTHBIM
YIPaBJISIONIMM) € Y46TOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAauyeCTBEHHOTO oOOecreueHus
WCIIOJIHEHUS] CBOMX MOJTHOMOYHI (00s3aHHOCTEH, (PYHKIUIT), TOTHOMOYUHN IIKOJIBI B LIEJIOM.

12.3. TIpoekt moroBopa MOJrOTaBIMBACTCSI OTBETCTBEHHBIM COTPYAHMKOM (KOHTPAaKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K PYHKIUAM (ITOJHOMOYHUSIM) KOTOPOTO OTHOCUTCS
pelIeHre BOTPOCOB, SBISIOUIUXCA MPEIMETOM JIOTOBOPA, WM UHBIM COTPYIHHKOM IO TPSIMOMY
yKa3aHUIO JUPEKTOpa 00I111e00pa3oBaTEIbHON OPraHu3allHH.

12.4. Heo6xoaumas Ui MOATOTOBKHU MPOEKTa JOoroBopa UHGOpMaIUs cOOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIIPABJISIONIMM) B TOPSAIKE paboyero B3auMOJCHCTBHS C Y4ETOM MpaBUI,
YCTaHOBJICHHBIX HacTosmen MHCcTpyKuuei.

13. lIpyHIMIIBI OPraHU3aL UM J0KYMEHT0000poTa

13.1. B 10KyMEHTOOOOpOTE BBIIEISIOTCS CIEAYIOUIUE JTOKYMEHTOMOTOKU: IMOCTYHAIOIIast
JOKyMeHTanusi  (BXonsdmiasl), OTHOpaBisieMas JOKyMeHTauus  (UCXOJsIiasl), BHYTPEHHsA
JOKYyMEHTAITHSI.



13.1. B cocraBe BXomsfmiell M MCXOIAIIEH ITOKYMEHTAlMM MOTYT BBIACIATHCS JOKYMEHTHI,
NOCTYIHMBINKE W3 BBIIICCTOSIINX, MOJIPSIHBIX, MEIUIMHCKUX M JPYTUX OpraHU3aluil, OpraHoB
MECTHOTO CaMOYTIPABJICHUs, OOpaIIeHus TpaXaaH.

13.3. OOparienusi rpaxiaH pPErucTpUpYIOTCS U (POPMHUPYIOTCS B Jefa OTACIBHO OT JAPYTHX
JOKYMEHTOB 00IIe00pa30BaTeIbHON OpraHU3aIiy.

13.4. B mxosne 1ocTaBKa M OTHpPaBKa JOKYMEHTOB OCYIIECTBIISCTCS CPEICTBAMH TOYTOBOM CBSI3H,
AJIEKTPOHHOM CBSI3U, @ TAKXKE IO CHUCTEME AJIEKTPOHHOTro J0KymMeHToobOoporta (maiee - CO/I). C
MOMOIIBIO TIOYTOBOW CBS3M B 0OIICOOpa30BATEIbHYI0 OPraHU3AIMIO JOCTABIISCTCS MHCbMEHHAS
KOPPECTIOH/ICHIIHS B BUJIE MTPOCTHIX MHCEM, 3aKa3HBIX MUCEM, ITOYTOBBIX KapTOUeK, OaHAEpOIeH 1
MEJIKHX ITaKETOB, a TAK)KE NICUaTHBIE W3IaHHS.

14. IlepBuuHast 00padoTKa NOCTYNAIOIIMX IOKYMEHTOB
14.1. JloxymMeHTBI, TMOCTYIMAIOIINE B IIKOJY, TEPENAIOTCI HAa PEruCTPalMi0 CEKpeTapro
0011e00pa3oBaTeIbHON OpraHu3aluid U IPOXOJAT MEPBUYHYIO 00pabOTKYy B J€Hb MOCTYILIEHUS,
MIpH MOCTYIUIEHUH B Hepabouee BpeMs - Ha cienyromuil padounii nens. [lpu nepsuuHoit 06paboTke
JOKYMEHTOB TPOBEPSIETCSl MPABHIBHOCTh aapecoBaHus. OMMOOYHO IMOCTYNMUBIINE JTOKYMEHTHI
MepechUIaloTCs M0 MPUHAAIEKHOCTH WK BO3BPAIIAIOTCA OTIPABUTENIO.
14.2. JloxymeHTHI, mocTynuBIme ¢ otMmeTkamu "Cpouno", "Bpyunts HememienHo", "OnepaTuBHO",
HEe3aMeUTUTEIBHO TPOXOJIAT TIEPBUYHYI0O 00pabOTKY M JOKJIAIBIBAIOTCS JUPEKTOPY WM B CITydae
€ro OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPa MO HAIPABIICHUIO JESITEbHOCTH.
14.3. TlocTynuBiine TeaerpaMmMbl TPUHUMAIOTCS O] MOJMKUCH C MPOCTABIEHUEM JaThl U BPEMEHU
npreMa, perucTpUpyrTCs 10 TEM K€ IPaBUIaM, YTo U MUChMa.
14.4. DnexkTpoHHBIE COOOIICHHMS, aPECOBAHHBIC TUPEKTOPY WM HAMPABICHHBIC B aIpecC IITKOJIBI,
pacreuaThIBalOTCS U JOKJIAIBIBAIOTCS AUPEKTOPY WM B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTEIIO
JIUPEKTOpa.
14.5. DnekTpoHHBIE COOOIEHUS, 3aBEPEHHBIE JICKTPOHHOMW MOANMKMCHIO, TOIeKAT 00paboTKe MO
MpaBUJIaM, IPETyCMOTPEHHBIM JJIsl IOCTYMarouel (BXOIs1ei) JOKYMEHTAlUH.
14.6. TloctynuBiias (BXOImias) MOKYMEHTAIUs pACHpeessieTcsl Ha PETUCTPUPYEMbIE M HE
MOJIEXKAIIUE PETHCTPALIMH TOKYMEHTHI.
14.7. He moyiexxat perucTpanuu:

e TIpUIJAcCUTEJIbHBIE, M03/IPABUTENIbHBIEC TMChMa U TeJIerPaMMBl;

e OHIETHI;

e IUIAHBI ¥ MPOTPAMMBI CEMHUHAPOB, KOHPEPEHIIUIN U JPYTUX MOJ0OHBIX MEPOIIPHUSITHIA,

e JIOKYMEHTHl TIO OYyXrajTepcKoMy YyYeTy, MaTepualbHO-TEXHHUYECKOMY OOECIeUeHHIO,

IJIAHOBBIE ¥ (PUHAHCOBBIE TOKYMEHTBI, IOCTYIAIOIINE 6€3 COMPOBOIUTENLHOTO MHChMA;

e peKJIaMHble, KOMMEPUECKHUE MPEAT0KEHHUS, B T.4. HOCTYIUBIINE MO IEKTPOHHON MOYTE;

e T[I€YaTHBIEC U3JIAHUS;

e IHCbMA C IOMETKOM «JIMYHOM.

15. Perucrpanmsi, y4eT U pPaccMOTpPeHHE PYKOBOAMTEJEeM TMOCTYNAWMMX (BXOASAIIUX)
JAOKYMEHTOB

15.1. TloctynuBmiue (BXOISIINE) JOKYMEHTHI PETHCTPUPYIOTCS TOJIBKO TIOCIAE U TEPBUYHOU
00pabOTKH ¥ HE3aBUCUMO OT CIIOCO0a MX JOCTaBKHU.

15.2. Perucrpanusi — MpOCTaBICHUE B HUKHEM IMPABOM YTIIy MEPBOTO JIUCTA IOKYMEHTa OTMETKU
0 TIOCTYIJICHHWH C YyKa3aHWEM JAaThl TOCTYIUIGHHS M BXOJIIETO PETUCTPALMOHHOTO HOMEpa
JOKyMEHTa ¢ 00s3aTeIbHOW 3aMHUChi0 B JKypHal pErucTpaluu MOCTyMaromeil (BXOIAIIei)



nokyMmeHTanuu. CTpyKTypa PeruCTPAllMOHHOTO HOMEpPA TMOCTYIMAIMIEro (BXOISIIEro) JOKYMEHTa
COCTOMT W3 €ro TMOpSAIKOBOTO HOMEpa W WHACKCAa Jiela 1O HOMEHKIAType el
0011e00pa30BaTeNbHOM OpraHnu3aIuHg.
15.3. Peructpamusi BceX MOCTYNUBIIUX (BXOMSIINX) TOKYMEHTOB MPOU3BOIUTCS B IMpeaenax
o0mIero JOKyMEHTONOTOKa. JIOKYMEHTHI, TOCTYNHBIIKME B IMIKOJIY MO KaHataM (aKCUMUIBHON
CBsI3H, 00pabaTHIBAIOTCS ¥ PETHCTPUPYIOTCS B OOIIEM TOPSIKE.
Texct moctynuBuIeld TeneOHOTPAMMBI  3alMCHIBACTCS B KypHAIE PETUCTPAIMH
TeraeOHOTPpaMM U TIeUaTaeTCs Ha JINCTE OyMaru Jyis repeiadi Ha pacCCMOTPCHHE.
15.4. Tloctynatomue (BXOIAIINE) JOKYMEHTHI MEPEAAtOTCsl Ha PACCMOTPEHHE PYKOBOJCTBY TOJBKO
MOCJIe UX PETUCTPALNH U TIPEBAPUTEITHHOTO PACCMOTPEHHUS.
15.5. JlokymeHThI, TOCTYNHUBIIKME B 0O0I€00pa30BaTEIbHYIO OpraHU3AIMIo, MO0 BOMpPOCaM, HE
TPEOYIOIIMM  PAacCMOTPCHHSI JAUPEKTOpPA, HAMPABJISIOTCS PAOOTHUKOM OTBETCTBEHHBIM  3a
JIEJIOTIPOU3BO/ICTBO IIKOJIBI HEMOCPEJACTBEHHO UCTIOJIHUTEIIO 3ampoca.
15.6. JlupekTop B pE30FOIUH OIPEICIISICT JIUII, OTBETCTBEHHBIX 33 UCIIOJIHCHUE JOKYMEHTA, U JIACT
UM Topy4eHre. PaOOTHHK OTBETCTBEHHBIN 3a JICJIOMPOM3BOJICTBO IIKOJBI MEepeacT JOKYMEHT Ha
WCIIOJTHEHUE.
15.7. TlonmMHHUK JOKYMEHTa C PE30JIIONHEH PYKOBOAUTENST 00IIe00pa3oBaTeIbHOM OpraHu3alluu
HaIPABJISICTCS UCTIOJTHUTEITIO.
15.8. Tlpm HanMUMK HECKOJBKHX HCIOJHUTENCH MOJJIMHHUK JIOKYMECHTa TIepeaaeTCs TOMY
UCIOJIHUTENI0, KOTOPbIH B COOTBETCTBUM C YKa3aHUSIMH [0 HCIIOJHEHHUIO  SIBISETCS
OTBETCTBEHHBIM, OCTAJIbHbIE UCIIOJIHUTEH MOJIYYaloT KOMUIO JOKYMEHTA.
15.9. TloIMHHUK AOKYMEHTa, KOTOPBIA HCIOIHSETCS HECKOJBKUMHU JOJIKHOCTHBIMU JIMIIAMU,
MOJIy4aeT OTBETCTBEHHBIHN UCIIOHUTENb. OCTaNbHBIM UCTIOTHUTENSAM MEPEIAIOTCS KOTIHH.
15.10. UzroToBneHWe KOMHMM MOKYMEHTa MJId TepeJayd COUCIIOTHUTEISIM OCYIIECTBISETCS
cekpeTapeM o011e00pa3oBaTeIbHON OpraHnu3aIuy.
15.11. Pe3osronus COEPIKUT:
e yKa3aHWe [0 WCIOJHEHHUIO, COJEp)Kalllee KpaTKoe OINHUCAaHuE HEOOXOAUMOTO s
WCIIOJIHEHUS ACHCTBUS;
e yKa3aHME HAa CPOK, B TEUEHHE KOTOPOro JHOO 10 HUCTEUEHHUs KOTOPOro HEOoOXO0IUMO
WCIIOJIHUTH MPEINICAHHOE ICHCTBUE;
e JIMYHYIO MOJMHICH aBTOPA PE30JIIOLINY;
e JIaTy MPOCTABJICHUS PE3OJIIOLIUU.
15.12. VYka3zanue Ha CpOK, B TE€UYEHHE KOTOpPOro JUOO 0 HCTEUEHHUS KOTOPOTO HEOOXOAMMO
WCIIOJIHUThH TPEANHCAHHOE NEHCTBUE, MOYKET HE BBIPAXKAThCS KOHKPETHOM NaToi U coAepiKarb
BbIpakKeHUs: "B YCTAaHOBJICHHBII 3aKOHOM CpOK" U T.II.
15.13. Pe3omntonus nuiiercs Ha CBOOOHOM OT PEKBU3UTOB MECTE MEPBOTO JUCTA JOKYMEHTA.
15.14. B cnyuae, Kora pe3oious apecoBaHa HECKOIbKUM COTPYAHHMKAM, TO OTBETCTBEHHBIM 32
WCIIOJIHEHUE JOKYMEHTa B IEJIOM SBISETCS COTPYIHHK, YKa3aHHBIA MEPBHIM (BEPXHHUM), JIHOO
COTPYIHHK, B OTHOIIIEHUH KOTOPOTO CJlIeaHa MMOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranu3zanusi padoTsl ¢ OTHPaBJIAeMbIMHU (MCXOASIIMMH) AOKYMEHTaMH

16.1. Jlo mpenocraBieHUs MPOEKTa OTIPABISEMOro (MCXOMAALIET0) JOKyMEHTa Ha IOAINHUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTaHOBJIEHHOM IOpSJKE Ha IOJNHCAHMUE JIUILY
OCHOBHOHM HCIIOJIHUTEb MPOBEPSIET IMPAaBHILHOCTh O(GOPMIICHHUS OTHPABISIEMOro (MCXOJSIIEro)
JOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTosmel MHCTpyKIuy.



16.2. [Ipu mMOATOTOBKE OTIPABISIEMOTO (MCXOJAIIEI0) JOKYMEHTa KaK OTBETa Ha MOCTYMUBIIUN
(BXOIIIMIA) TOKYMEHT HCIIOJIHUTENh MPHUKIAIBIBACT K MOATOTOBICHHOMY IPOCKTY BXOMISIINAN
JOKYMEHT.
16.3. I1poeKTHsI OTIPaBIIsAEMBIX (UCXOAALINX) JOKYMEHTOB € YUETOM COOJIOACHUS YCTaHOBJIEHHOTO
B PE30JIONMH CPOKAa WCIOJHEHHS TEpeNaroTcs OTBETCTBEHHBIM HCIIOJHUTENIEM B OTHEIN
JeTOTIPON3BOAICTBA (KaHIIETSPHs, CEKPETaPh) IIKOJIBI JIsl HAIIPABJICHUS Ha ITOAITMCAHHE.
16.4. TlommucaHHble OTHpaBisieMble (MCXONAIIME) JTOKYMEHTBHI, MepenaroTcs pabOTHUKY
OTBETCTBEHHOMY 32  JICNIOIIPOM3BOJICTBO  MIKOJBI, KOTOPBIA  OCYIIECTBISIET  MPOBEPKY
KOMIUIEKTHOCTH W COOTBETCTBHSI KOJHMYECTBA DK3EMIUIAPOB OTIIPABISEMOTO  (HCXOJISILEro)
JOKYMEHTa CHHUCKY pAacCBUIKH, a TaKKe IMPaBHIBHOCT OQOPMIICHHS IOKyMEHTa COTJIACHO
HACTOSIIEH UHCTPYKIIHH.
16.5. B ciyyae HapymieHuss KOMIUIEKTHOCTH WM COOTBETCTBUSI KOJIMYECTBA, a TaKKe
MPaBUIBHOCTH O(GOpPMIICHUS JOKyMEHTa COTJIACHO HACTOSAIIEW WHCTPYKIHUU OTIPABIISIEMbIC
(ucxopsmue) JOKYMEHTBI — HE3aMEIUTEIhHO  BO3BpAIAIOTCS  PA0OTHUKAMH  KaHIIETSPUU
OTBETCTBEHHOMY HCIIOJHUTEIIO WIH B CIydae OTCYTCTBHS OTBETCTBEHHOTO HCIIOJHUTEINS €ro
HETIOCPEJICTBEHHOMY PYKOBOUTEIIO ISl yCTPAaHSHHS HAPYIICHUH.
16.6. JlokyMeHTBI TOCTe WX TOJIIHCAHUS ITUPEKTOPOM WM HWHBIM YIOJTHOMOYEHHBIM JIHIIOM
MePeatoTCsl OTBETCTBEHHOMY JIJISI PETUCTPAITUN M OTIIPABKH.
16.7. Peructparus oTIpaBIisieMbIX (HCXOAANINX) JOKYMEHTOB OCYIIECTBISIETCS ITOCIE TIPOBEICHUS
paboTHUKAaMHU, OTBETCTBEHHBIMHU 32 JI€JIONPOU3BOICTBO, TPOBEPKU KOMIUIEKTHOCTH U COOTBETCTBHS
KOJIMYECTBA HK3EMIUISIPOB, a TAKXKE MPaBUJIBHOCTH O(OPMIIEHUS OTIPABIAEMOTO (MCXOJSIIETO)
JOKYMEHTA.
16.8. Peructpamusi co3gaBaeMbIX JTOKYMEHTOB OCYIIECTBJSIETCS B JE€Hb MOJNUCAHMS WU
YTBEPKACHHS JIMOO Ha CICIYIOIINI paOovHii 1eHb.
16.9. CBeneHust 0 PETUCTPUPYEMBIX OTIIPABIAEMBIX (MCXOAIINX) TOKYMEHTAaX BHOCSITCS B JKypHAI
perucTpanuu OTHpaBisieMoi (UCXOAsIIeH) TOKyMEHTALUH.
16.10. PerucrpaiiuoHHbIi HOMEP U JIaTa OTIPABIISIEMOTO (MCXOSIIET0) TOKYMEHTa IPOCTABIISIFOTCS
Ha MOJJUHHHUKE JOKYMEHTa B PEKBHU3UTaX OJlaHKa M Ha JK3EMIUISpE, OCTalouleMcsi B Jelie
o011eo0pa3oBaTeabHON OpraHu3aIuy.
16.11. CtpykTypa perucTpallMOHHOTO HOMEpa OTIIPABIIIEMOTO (MCXOJAIIET0) TOKYMEHTa COCTOUT
U3 €ro MOpsIKOBOTO HOMEpa U MHJEKCa Jieia M0 HOMEHKIIAType JIeN MIKOJIbL.
16.12. OtnpaBka JOKYMEHTOB MPOU3BOJIUTCS LEHTPATM30BAHHO PAOOTHHUKAMH IIKOJBI, KOTOPHIE
MIPOU3BOJIAT UX COPTUPOBKY IO CIIOCOOY OTIpaBieHus (IpocTas, 3aKa3Hasi, MeXAyHapOaHAs U 1p.).
16.13. ITucbma, TenerpaMMbl, OTKPBITKH, OAHEPOIIH U TIEYAaTHBIE U3/IaHUs OTIPABISIOTCS MOYTOM.
daxkcorpammbl U TenedOHOrPaMMBI MIEpEat0TCs 0 KaHalaM TeleOHHOM CBSI3U.
16.14. DnexTpoHHBIE COOOIIEHHS] OTIPABISIOTCS C OQPHUIMATBFHOTO TOYTOBOTO DJIEKTPOHHOTO
azpeca o01eo0pa3oBaTeIbHON OpraHU3aIiy.
16.15. [Tucema, TesnerpamMmbl, OTKPBITKH, OaHIepoIIH, (PaKCOTPaMMBl, JJIEKTPOHHBIE COOOLIECHHS], HEe
CBsI3aHHBIE C paboyeil eI TeNbHOCTBIO, K OTIPAaBKE HE MPUHUMAIOTCS.
16.16. /IokyMeHTHI, OTIpaBIsieMbI€ CPEICTBAMHU TOUYTOBON CBSA3H MPOXOIAT:

e YIaKOBKY;

e ajpecoBaHMe (IIpU HaNpaBJIeHUH JOKyMeHTa Oojee ueM B 4 aapeca) — B COOTBETCTBHHM C

yKa3aTeJeM PacChUIKU, Ha KaKIOM 3K3eMIUIsIpe MUChMa YKa3bIBaeTCsl TOJBLKO OJIMH aJipecar.
e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;
e TIiepenady B I0YTOBOE OTAEICHUE CBS3H.



16.17. Tlpu moAroTOBKE M OTIpPaBKE NMHCEM HEOOXOAMMO YYHTHIBATh MPABWIIA, YCTAaHOBIICHHBIC
npukazoM MHHHCTEpCTBA CBSI3U U MAacCOBbIX KOMMYyHUKauid PO ot 31 wurons 2014 r. N 234 "O6
yTBepxaAeHuU [IpaBui oka3aHust ycayr HOUYTOBOU CBA3H'".

16.18. lokyMeHTBI, OTIPABISIEMbIE CPEICTBAMH ITOYTOBOM CBSI3U B OJMH aJpEC, BKJIAIBIBAIOTCS B
OJIMH KOHBEPT.

16.19. Hcxonsmme DOKyMEHTHI, NpEAHA3HAYCHHBIC IS OTIPABKU CpPEACTBAMHU (HaKCHMHIBHON
CBSI3H, OTIIPABIIAIOTCS paOOTHUKAaMH 0011e00pa30BaTEIbHON OpraHUu3alig.

17. Pa3paGoTka u BeJleHHe HOMEHKJIATYPbI J1eJ
17.1. JloxyMeHTalbHBIN (POH]I IKOJIBI — COBOKYITHOCTb JIOKYMEHTOB, 00OPa3yIOIINXCs B MpoIiecce
€ro JesTeIbHOCTH. JOKyMEeHTanbHBIH (OHI IIKOJBI COCTaBJSIFOT JOKYMEHTHI, CO3JaHHBIE B
00m1eo0pa30BaTeNbHON OpraHu3alid ¥ TIOJYYEeHHBIE €I0 B pE3ylbTaTe B3aMMOJCHCTBHUS C
OpraHamM# TOCYJapCTBEHHOW BJIACTH, OpPraHAMH MECTHOTO CaMOYIPAaBJICHUS, FOPUAMYECKHUMH WU
(bU3MYECKUMU JTUIAMH.
17.2. HomeHnknarypa aen sBJSIETCS OCHOBOHM (hOpMHpPOBaHHS JOKyMEHTATHHOTO ()OHJA IIKOJIBI U
IpPEJICTaBIsAeT COOOH CHCTEMATH3WPOBAHHBIA IEPEYeHb 3aroJOBKOB (HAUMEHOBaHWA) [el,
3aBOJIMMBIX B IIIKOJIC, C YKa3aHHEM CPOKOB MX XpaHEHHUs, W OQOPMIICHHBIH B COOTBETCTBUHU C
MPABOBBIMU aKTaMH, PEKOMEHIAIMSIMHU M METOJMYSCKUMH YKa3aHHUSIMH OpraHoB Poccuiickoii
denepanyi, YIOJTHOMOYEHHBIX B CQepe TOCYIapCTBEHHOTO YIPABJICHUS apXUBHBIM JEJIOM,
JIeJIONIPOU3BOJICTBA U JOKyMEHTOO0OpOTAa.
17.3. HomeHkaTypa el COCTaBIIsICTCS Ha OCHOBE M3yUYEHUS TTOJIOKEHHUM, MHCTPYKITUN U TIPaBUII, a
TaKkKe JPYrUX JOKYMEHTOB, pEIVIAMEHTHUPYIOIIUX JIeATENbHOCTh  0011e00pa30BaTeIbHOMN
OpraHM3aiiy, a TaKke HOMEHKIATyp JeNl 3a NpeIlIecTBYIOUIMEe TOAbl M JOKYMEHTOB,
00pa3yromuxcs B IeATeILHOCTH 00111e00pa3oBaTeIbHON OpraHu3alii.
17.4. HomeHkaTypa AeN MCMOJIb3yeTCA AJIsl TPYIIUPOBKU HCIOJHEHHBIX JTOKYMEHTOB B Jena,
CUCTeMAaTH3alllK U y4eTa Jell, OIPeesIeHUs] CPOKOB UX XPAHEHUsI M TIOUCKA JOKYMEHTOB, SIBJIIETCS
OCHOBOI1 JUIsl COCTaBJICHUS OMMCEH JeJl MOCTOSHHOTO U BpeMeHHoro (cBbiie 10 yer) xpaHeHus, a
TaKkKe JJIs ydeTa Jien BpeMeHHOTo (710 10 jeT BKIIOUUTENbHO) XPaHEHHUS.
17.5. HomeHkiaTypa /iei1 BBOAUTCS B ACMCTBHE MIPUKA30M I10 HIKOJIE.
17.6. HomeHkiaTypa JieJ TOTOBUTCS B TPEX IK3EMILISIpaX:

e IS IOMEIIEHHUS B HOMEHKIIATYPHOE JIEJI0 U MOCTOSTHHOTO XPaHEHUS;

e JUISl UICTIIOJIB30BAHUS B pab0OTE OTACIIOM JCIIONIPOU3BOACTBA (KaHIEIAPHCH);

e ISl XpaHEHUS B apXUBE IITKOJIBI.
17.7. VI3 HOMEHKIATypbl el IIKOJIBI OTBETCTBEHHBIM JIMIIOM 3a BEICHHE IeNONMPOM3BOJCTBA
0hOPMIIIIOTCS BBITUCKH JIJI1 KKJIOTO M3 TOJpa3JIe]ICHUH W OTAEJIOB 00Imeo0pa3oBaTeIbHOM
OpraHH3aIiHy.

18. ®opmupoBaHue aeJ U UX TeKyliee XxpaHeHue. [loaAroToBka 10KyMeHTOB M /1eJ1 K Nepeaye
HA apXMBHOE XpaHeHHe

18.1. dopmupoBaHue Jiel — TPYNIUPOBKA MCIIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIaTypoil aen o01ieo0pa30BaTeIbHOM OpraHu3alMyi U CUCTEMaTU3alus JOKYMEHTOB BHYTPH
Jena.

18.2. Jlena co qHs MX 3aBeJCHUS /10 MEpeaayd B apXUB IIKOJIBI WIM Ha YHUYTOXKEHUE XPAHATCA 110
MeCTY X (OPMHPOBAHHUS.

18.3. Ilpuka3zbl MO OCHOBHOM TPYNIUPYIOTCA OTAEIBHO OT IPHKA30B IO JMYHOMY COCTaBY
pPabOTHHUKOB M MO JINYHOMY COCTaBY 00YydJaroIuXxcs (yJamuuxcs/BOCIUTaHHUKOB), TI0 KaJipaM.



18.4. Tlepemucka Tpymnmupyercs 3a TMEpPHOJ] KaJICHIAPHOTO TOJa M CHUCTEMATH3UPYETCS B
XPOHOJIOTUYECKOH MOCIIEA0BATEILHOCTH.

18.5. [IpoBepka HAMMYUS U COCTOSIHHSI TOKYMEHTOB U A€ IPOBOJAUTCS MIPH TMIEPEMEIICHUN e, TIPU
BO3Bpare e, PH PeOpraHu3alui UiIH JUKBUAALUHN 0011e00pa30BaTeIbHON OpraHU3aIH.

18.6. B apxuB o00meoOpazoBaTenbHON OpraHu3anuu (Jajlee - apxXuB) MepeaalTcs Jeia
MMOCTOSTHHOTO, BpeMeHHOTO (cBbIIe 10 J1eT) CPOKOB XpaHEHUs U TI0 JIMYHOMY COCTaBY uepes3 3 roga
MOCIIE TO/a, B KOTOPOM JIOKYMEHTHI OBLITH OMEIIEHBI B JIEJIO HAa XpaHEHHE.

18.7. Tlepenaua JOKYMEHTOB B apXHB TIPOU3BOIUTCS 110 YTBEPIKICHHBIM OIUCSM JIEI.

18.8. TloaroToBka JOKYMEHTOB W JeJI K Iepenade Ha apXUBHOE XpaHEHUE W HA YHHUYTOKCHHE
MpeyCMaTPUBAET:

e DKCHEPTHU3Y IICHHOCTH JIOKYMECHTOB;

e COCTaBIJICHHE OITIMCEH JIeN TIO0 Pe3yJIbTaTaM SKCIEPTU3bI X IEHHOCTH;

e odopmiieHue nem;

e COCTaBJICHHE aKTOB HAa YHUYTOXXEHUE JIOKYMEHTOB U JIeJ C HCTEKIIUMHU CPOKAMHU XpaHCHHUS.
18.9. DkcrepTH3a MEHHOCTH JOKYMEHTOB IMOCTOSSHHOTO M BPEMEHHOTO XPAHCHHSI OCYIIECTBIISCTCS
€XKETroHO JUIOM (JIMIIaMHu), HAa3HAYCHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXMUBUPOBAHHE.

18.10. B nemo nomentaercst He 6ostee 250 IHCTOB (TOJIIIMHA Jielia TPH 3TOM COCTaBIIsIeT He Oojee 4
cMm). [Ipu GONBIIOM KOJTMYECTBE NOKYMEHTOB (OPMHUPYIOTCS ToMa ("acTw) jaena. BHyrpu nena
JOKYMEHTBI pacrojaraiTcs B XPOHOJIOTMYECKOM IMOpsAKE B COOTBETCTBUU C omHchio. B gena
MOMEIIAI0TCS TOJIBKO UCTIOJTHEHHbIE, MPAaBUIBLHO O(POPMIICHHBIE TOKYMEHTHI.

18.11. JlokymMeHTHI BHYTpH JeJia pacIojiararoTCs CBEPXY BHHM3 B XPOHOJOTHYECKOH, BOIPOCHO-
JIOTUYECKOW TIOCTEeNOBAaTENbHOCTH WJIM MX CcOoYeTaHuu. PacnopsiaurenbHble  JOKYMEHTHI
IPYNIUPYIOTCS B I€jia MO BUJAM U XPOHOJIOTUU C OTHOCSIITUMUCS K HUM MPUIIOKEHHUSIMH.

18.12. JInunble KapTOUYKU paOOTHUKOB (POPMUPYIOTCS B Je)I0 10 anihaBUTy (haMHIIHA.

18.13. OdopmiieHue xaena mnpeaycMaTpuBaeT: OQOPMIICHHE PEKBU3UTOB OOJIOXKKH Jejia I0
YCTaHOBJIIEHHOW (hopMe; HyMepalMio JUMCTOB B Jiel€ KapaHIAllloM B BEPXHEM IPaBOM YTy,
COCTaBJICHUE BHYTPEHHEH OMUCU JOKYMEHTOB JieNa, MOJANIMBKY U meperuiet aena. JIuct 607b1oro
dbopmara, MOAIIUTHIA 3a OOUH Kpail, HymMepyeTcsl KaK OJHH JHCT B NPAaBOM BEPXHEM YIIy.
JlokyMeHTBI ¢ COOCTBEHHOM HyMepalliei JIMCTOB, B TOM YKCJIe NeYaTHbIe U3JaHusl, HYMEPYIOTCS B
o01eM mopsijike.

18.14. JIucTsl A€, COCTOSIINUX U3 HECKOIbKUX TOMOB MJIM YacTel, HyMEPYIOTCs 10 KaXA0OMY TOMY
WJIM YaCTH OTAEIBHO.

18.15. Ilocne 3aBepieHUs HyMEpalWH JHCTOB COCTABIISIETCS 3aBEPUTENbHAS HAAIMUCH, KOTOpas
pacmojiaraercs B KOHIIE Aefia. 3aBepuTeIbHas HAIKUCh COCTABIISETCS B Jiejie Ha OTAEIbHOM JIMCTe-
3aBepuTene Jena.

18.16. B 3aBeputenpHOW Haamucu LUpaMu U MPOINHUCHIO YKa3bIBAeTCS KOJMYECTBO JIMCTOB B
JAHHOM Jieyie. 3aBepuTeNbHas HAANUCh TMOJANUCHIBACTCS €€ COCTaBUTENeM C YyKa3aHHEM
pacmiupoBKH TMOAMKCH, MTOHKHOCTH U JaThl cocTaBieHud. KonumdecTBo HCTOB B Jiene
MIPOCTaBIISETCS HA 0OJIOKKE JIeNia B COOTBETCTBUU C UTOTOBOM HAJMHCHIO.

18.17. PexBu3uT "CpoK XpaHeHHUs Jena" MEPeHOCHTCS Ha OOJOXKKY Jiesla U3 COOTBETCTBYIOLICH
HOMEHKJIATYphI JIeNl MOCTe CBEPKU €r0 CO CPOKOM XPAaHEHHUS, yKa3aHHBIM B IEpPEUHE TUIIOBBIX
JOKYMEHTOB WJIU B MEpPEYHEe JOKYMEHTOB, OOPa3yIOIIUXCs B ASSITEN,HOCTH (heJepalbHOTO OpraHa,
C YKa3aHHEM CPOKOB XPaHEHHUS.

18.18. Ha nenax moCTOSSHHOTO XpaHEeHHsI MUIIETCS: "X paHUTh TOCTOSHHO".



18.19. Ilpuem aen MPOU3BOAUTCS COTPYAHHMKOM, YIIOJTHOMOYCHHBIM Ha BEJCHUE NEATEIBHOCTH
apxuBa, C IPOCTABJICHUEM B JABYX 3K3EMIUISIpAX OMMCH A€ OTMETOK O HaJIMYMU Ka)KJI0ro jena (Ha
KaX/IOM 2K3EMIUISIPE OMHMCH YKa3bIBACTCS KOJMUYECTBO (DaKTHUECKH NMPHUHSATHIX A€, JlaTa MprueMa-
nepelavm Jell, a TAaKKe MOANKMCH apXUBUCTA U COTPYAHHUKA, IIEPENABIIErO Jea.

19. 3akiI0YHTEeIbHBIE NOJT0KEHUS

19.1. Hacrosimas MHCTPYKIUS 110 AETOTPOU3BOJICTBY SIBJISCTCS JIOKAJTLHBIM HOPMATHBHBIM aKTOM
00mIeo0pa3oBaTeIbHON OpraHm3anyu, npuHEMaercs Ha OOmeM coOpanuu pPaObOTHUKOB H
yTBEpKaaeTcs (BBOAUTCS B ACHCTBUE) IPUKA30M JUPEKTOPA 00111e00pa3oBaTeIbHON OpraHu3aliu.

19.2. Bce u3MeHEHHUsI W JOTIOJHEHUS, BHOCHMBIE B HACTOSIIYIO MHCTPYKINIO, OQOPMIISIOTCS B
MUCBbMEHHOU (popMe B COOTBETCTBUU ACUCTBYIOIINM 3aKOHO1aTeNIbcTBOM Poccuiickoit denepanuu.

19.3. MHCTpyKIMS O JAENTONMPOM3BOJICTBY B INKOJIE MPUHUMAETCS HA HEONPEICICHHBIH CpOK.
W3menenus u nonoiHeHuss K MHCTpYKIMU NMPUHUMAIOTCS B MOPSIKE, IPeaTycMOTpeHHOM 11.19.1.
Hacrosuen MHcTpykuyu.

19.4. Tlocne mpussaths WHCTpYKIMHM (MM W3MEHEHUH W JIOTIONHEHWH OTAENBHBIX MYHKTOB U
pa3aesioB) B HOBOM peJaKuy IpeIblIylias pelakiiisg aBTOMaTHUECKH YyTPaunBaeT CUITY.

PACCMOTPEHO
Ha o01eM cOOpaHUM COTPYAHHMKOB

aexadps 2020 roga, nporoxkos Ne 2




Ipunoowcenue Ne 1

IIpaBunia
o(popMJIeHHA PEKBU3UTOB JOKYMEHTOB

1. Jlns DNOArOTOBKM JIOKYMEHTOB TIIPUMEHSIETCS TEKCTOBBIM peAaKkTop, oOecneurnBaromuii
TpeboBaHus Ipa)UUeCcCKOro BOCIPOU3BEACHUS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pasmepsl ucrosibp3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOJIMKEHHBIE K HUM.

3. Ilpy mOArOTOBKE TEKCTOB B TaONMIAX, JUISI OOCCTIEUECHMs JIy4lled YUTAeMOCTHU JIaHHBIX,
JIOTIyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

4. lnana3oH UCIOJIb3YEMBIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO JI0 MOJIYTOPHOTO.

5. AG3anHbIi OTCTYI TEKCTa AOKyMeHTa - 1,25 cMm.

6. 3aroJIOBKHM pa3ziesioB U MOJpa3esioB MeYaTaioTcs ¢ a03al[HbIM OTCTYIIOM MJIM HEHTPUPYIOTCS 110
ITUPUHE TEKCTA.

7. MHOTOCTpOYHBIE PEKBU3HTHI IEUYATAIOTCS YEpPe3 OJMH MEKCTPOUHBI WHTEpBal, COCTABHbBIC
YaCTH PEKBU3UTOB OTIEISAIOTCSA JOMOJHUTEIbHBIM HHTEPBAIOM.

8. Ecnu HOKyMEHT TOTOBHUTCS JAJIsl M3/IaHUSI C YMEHBIIEHHEM MaciuTada, TeKCT MeyaTaeTcs 4epes
JIBa NHTEPBAJIA.

9. MaTepBan Mexay OyKBaMH B CJIOBaxX - OOBIYHBINA. IHTEpBaI MEXy CIIOBaMH - OJMH MPOOEIL.

10. TekcT mOKyMeHTa BBIPAaBHMBAETCS O IIMPUHE JUCTA (10 TpaHUIlAM JICBOTO W IMPABOTO MOJICH
JIOKYMEHTA).

11. JImnHaa camoil JUIMHHOW CTPOKH PEKBU3UTA MPH YTIIOBOM PACIOJIOKEHUU PEKBU3UTOB HE OoJiee
7,5 cm.

12. JlnuHa caMOil JIJIMHHOW CTPOKHM PEKBU3UTA IPHU IMPOJOJILHOM PACIOJIOKEHUU PEKBU3UTOB HE
6omee 12 cm.

13. Koa dopMsel TIOKYMEHTA

Koxa dbopMbl JoKyMeHTa MmpocTaBisieTcs Ha YHU(GUIIUPOBAHHBIX (OpMax JTOKyMEHTOB B OCHOBHOM
UCIIOJb3YyEMBIX B KaJIpOBOM JIOKYMEHTOOOOpOTE HIKOJIbL. Pacnonaraercs koj (opMbl B TPaBOM
BEPXHEM yrily pabouero mojisi IOKYMEHTa, COCTOMT u3 cioB "®dopma mno" (HamMeHOBaHUE
kiaccudukaropa) u HUPpPOBOTO KOJa.

IIpumep - @opma no OKY 0301001.

14. HaumeHoBaHMeE NIKOJIBI

HanMeHOoBaHMe IIKOJIBI JOJDKHO COOTBETCTBOBATh HAWMEHOBAHHWIO FOPHIMYECKOTO JIMIIA,
3aKpeIUICHHOMY B  €ro  YUYpeAMTENbHBIX JIoKyMeHTax (YcraBe 00meoOpa3oBaTelbHOM
opranmu3anun). [Tog HaMMEHOBaHMEM LIKOJIBI B CKOOKaX yKa3bIBA€TCs COKpAIlEHHOE HANMEHOBaHHE
00111e00pa30BaTENIbHOM OpraHu3aIiHy.

Han HanMeHOBaHMEM IIKOJIBI - YKa3bIBAETCS TIOJIHOE HAMMEHOBAHHUE BBIMIECTOSIICH OpraHu3alyy.



15. CopaBoyHbI€ JaHHBIE O IIKOJE

CrpaBouHbIC JTaHHBIC O IIKOJIE BKJIIOYAIOT B ce0s: MOYTOBBIKA ajapec, HOMepa TenedoHa, dakca,
azipec ANIEKTPOHHOW mouThl, Kox mmkoisl 1o OKIIO (mpocraBisiercs mo OOmepoccuiickomy
KIIaCCU(UKATOPY MPEANPUATANA U OpraHU3aIuii), OCHOBHON TOCYJapCTBEHHBIN PErUCTPaIlMOHHBII
Homep (OI'PH), uaeHTH()HUKAIIMOHHBI HOMEpP HAIOTOIIATEIBIINKA/KO MPUIHHBI TIOCTAHOBKU Ha
HasoroBsiit yaer (MHH/KIIIT).

16. HammeHoBaHWe BUAA TOKYMEHTA

PexBU3UT wHCMoONB3yeTCs JUIsl yKa3aHUsT BUAA JOKYMEHTa W pacIoJjiaraercs IMOoJ PEeKBU3UTOM
«HauMeHOBaHWe o00Ieo0pa3oBaTebHON OpraHu3anuun». HanMeHoBaHWE BHUAA JOKYMEHTa HE
YKa3bIBaETCS B MUChMaX.

17. JaTta moKyMeHTa

JlaToil nOKyMeHTa SIBJISIETCS JaTa ero mnoAmucaHus (TmpuKa3, MHChMO, 3allKCKa, akT U Jp.),
YTBEPKIACHUS (MHCTPYKLMSI, TOJOKEHUE, NpaBWUia, PEriaMeHT, IUIaH, OTYeT U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B IOKYMEHTE (TIPOTOKOI).
}IaTa AOKYMCHTA HPOCTABIACTCA MJOJLDKHOCTHBIM JIMIOM, IMOAIMCBIBAIOIIMM HJIK YTBCPKIAAIOIIUM
JAOKYMCHT, WKW IIPpU PETUCTpalUH OOKYMCHTA, HWJIHW HCENOCPECACTBECHHO COCTAaBUTCIICEM IIPpU
MOJTOTOBKE IOKYMEHTA (CITy>keOHast 3amncKa, 3asBJICHUE U JIp. ).
JIOKyMEHTBI, U3/1aBa€MbI€ COBMECTHO C APYTUMHU OPraHU3AMUSIMHU JOJHKHBI UMETh OJIHY (E€IUHYIO)
1ary.
Jary nokymenTa ohopMIIsIOT apaOCKUMU udpamMy B MOCIEI0BATEIbHOCTHU
e JIeHb Mecdla, Mecsl, rod. [enb mecsana u mecan oGOpMIISIOT ABYMS IMapamMHu apaOCKUX
uudp, pasznerneHHbIMH TOYKOW; TOJ - 4YETBIpbMS apaOCKuMH IudpamMu, HaIpUMEDp:
01.12.2017. byksa "r" mocne uudp HE CTaBUTCS.
e TIPU CIOBECHO-IU(GPOBOM criocode o(OopMIICHHS AAThl JIEHb MeEcsIa YKa3bIBaeTCs Mapou
apabckux nudp, roa YeTHIpbMsI apadckuMu nudpamu, Hanpumep: 12 nexkadps 2017 r.

18. PerucrpanmoHHsiii HOMEpP JOKYMEHTA
PerucTpalinoHHbI HOMEp JIOKYMEHTa MPOCTABJIICTCS B COOTBETCTBHU C CHCTEMOMW pPErHCTpallv,

MPUHATOMN B IIKOJIE.

PeructpanmonHbiii HOMep MPUCBAaWBAETCS JOKYMEHTY MOCIIE €ro Noanucanus (yTBepKIeHus).
Cchlika Ha perucTpallMOHHBIA HOMEP U ATy JOKYMEHTa

Cchlika HA UCXOISAIINI HOMEp U AaTy JOKYMEHTa aJipecaHTa BKIOYaeT B ceOsl perucTpaluOHHbII
HOMEp U JIaTy TOKYMEHTA, Ha KOTOPBIH JI0JKEH ObITh J1aH OTBET.

19. Mecro coctaBnenus (M3qaHus) JOKyMEHTa
MecTo cocTaBieHUs WU U3JaHUS TOKYMEHTa - "Topof ..." - yka3pIBaeTcs Ha OJaHKaX MPOTOKOJIOB
1 aKTOB, COCTABJISIEMBIX B 00111€00pa30BaTEILHON OpraHu3allHy.

20. Anpecar

B pexBusute "Anpecar" ucnosnb3yroTcs odupaibHble HAUMEHOBAHUS OPraHOB TOCYIapCTBEHHON
Y HCHOJHUTENBHOM BIIACTH, OPraHOB MECTHOTO CaMOyIpaBlieHUs, opraHuzanuii. [lomyckaercs
UCIOJb30BaTh O(QUIMATIBHO IPUHATHIE COKPAILICHHbIE HAUMEHOBAHUS OPraHOB TOCYJapCTBEHHON U
WCTIOJIHUTEIBHOM BJIACTH, OPraHOB MECTHOTO CaMOYTIPaBJICHUS, OpraHU3alui.

[Ipu anpecoBaHMM NOKYMEHTa JOJKHOCTHOMY M YacTHOMY JIMIy WMHHUIIMANBl CTaBITCS IOCIE
bamumuy.



Ilpumep - Pyxogsooumenio OO0 «Cmpoumensy
Damunusa HU.0.

PexBusut "ampecatr" mpocTaBisieTcs B BEpXHEHM MpaBoil 4acTH JOKyMEHTa (Ha OJaHKe C YIJIOBBIM
pacrnojio’)KEHUEM PpEKBU3UTOB) WJIM CIOpaBa IOJ peKBU3UTaMU OnaHka (IpU IPOJOJIHLHOM
PacroJio’)KeHUU PEeKBU3UTOB OnaHka). CTpoku pekBu3uTa "agpecaT" BBIPAaBHUBAIOTCS IO JIEBOMY
Kparo WIX LEHTPYIOTCS OTHOCUTEJIBHO CaMOM JJIMHHOM CTPOKH.

IIpu anpecoBaHuu JOKyMeHTa 0Oe€3 YyKa3aHMs JOJDKHOCTHOTO JIMIIa HAaUMEHOBAHMS aJpecaToB
MUIIYTCSl B UMEHUTEILHOM MaJIeKe, HalpuMep:

Opeanvl cmamucmuxu 2opoda Mockebi

[Ipu axpecoBaHuM JTOKyMEHTa PYKOBOJWTEIIO OpraHU3allMd HAUMEHOBAaHWE JOJKHOCTU
YKa3bIBa€TCs B JIATEIILHOM Majie’Ke, HalpuMep:

T'enepanvrnomy oupexmopy OOO «H30anuey

Damunus U.0.

[TouToBBIIM angpec HE YyKa3bIBa€TCI B JOKYMEHTaxX, HaNpaBIsI€MBIX B BBICIIAE OpraHbl
rOCyJIapCTBEHHOU BIIACTH, (peiepaibHbIe OPraHbl UCTIOTHUTEIHHON BIACTH U UX TEPPUTOPHATBHBIC
OpraHbl, OPTaHbl TOCYIAPCTBEHHON 1 UCTIOJIHUTEIILHON BJIACTH, TIOCTOSI MHBIM KOPPECTIOHICHTaM.
[Ipu agpecoBaHNM MUChbMa B OPraHU3ALMIO YKa3bIBAIOT €€ HAaMMEHOBAaHME, 3aTeM MOUYTOBBIN aapec,
HanpuMep:

Tocyoapcmeennoe  yupescoenue  Bcepoccutickuti  HayuHo-uccie0o8amenbCkutl  UHCMUMYm
O0OKYMEHMOBeOeHUs U ApXUBHO20 Oelld
Ilpoghcorsnas yn., 0.82, Mocksa, 117393

IIpu azapecoBaHuM JOKyMEHTa (PU3MYECKOMY JIMIy YKa3bIBalOT (aMUIUI0 U HMHULUAIBI
MOJIy4daTelis, 3aTeM [IOYTOBBIN aJpec, Hapumep:

Ilemposy U.I1.
Ilpouzeoocmeennas yu., 0.5, ke.12,
2. Mockea, 119633

PexBu3ut "Anpecar" He NODKEH cojaepkarh Oosee uderhipex aapecaroB. CinoBo "Komusa" nepen
BTOPBIM, TPEThHM, YETBEPTHIM ajpecaTamu He ykasbiBaetrcs. [lpm uucne ampecatoB Gonee 4-x
COCTAaBJISIETCS CITIUCOK PACCHUIKH IOKYMEHTA.

Ecnm nokyMeHT oThpaBiisieTcsi B HECKOJIBKO OJTHOPOJHBIX OpraHu3alil WM B HECKOJIBKO
CTPYKTYPHBIX MOJIpa3AeTIeHII Oprana UCIOIHUTEILHOM BIACTH, TO OHU YKa3bIBaIOTCS 0000IIEHHO.
ITpumep:

Pykosooumenam yupescoenuu CI10

20. I'pud yreepxkaeHus JOKYMEHTA

I'pud yTBepkAeHUS MPOCTABISETCS B IPAaBOM BEpXHEM yriy JokyMmMeHTa. CTpOKHM peKBU3UTA
BBIPABHMBAIOTCS IO JIEBOMY Kpal0 WM LIEHTPUPYIOTCSI OTHOCHUTENBHO CAMOM UIMHHOM CTPOKH.



JIOKyMEHT  yTBEp>KJAeTCs  JOJDKHOCTHBIM — JIMIOM  (AOJDKHOCTHBIMU — JIMIIAMHU) WA
pacnopsiANTENIbHBIM JOKYMEHTOM (ITOCTaHOBJICHUEM, PEUICHUEM, TPUKA30M, PACHIOPSKEHUEM ).
[Ipu yTBepKIeHUU TOKYMEHTa JOKHOCTHBIM JIMIIOM Tpu( YTBEpKICHHUS IOJHKCH COCTOSTH W3
cioa YTBEPXJIAIO (0e3 kaBbluek), HaUMEHOBAaHHUS JIOJDKHOCTH JIMIA, YTBEPXKIAIOIIETO
JOKYMEHT, €T0 MOIICH, HHUITHAJIOB, (aMIIINU U IaThl YTBEPKICHHUS.

[Ipumep:

VTBEPX/[AFO
Lupexmop MBOY Ilxona Ne
U.0. Pamunusa

21. Jlata

HpI/I YTBep)K)IGHI/II/I }IOKYMGHTa HECKOJBKUMU JOJDKHOCTHBIMHU JIMDAMHU UX ITOAIINUCU pacnonaraIOTcz
Ha OJTHOM YPOBHE.

[Ipu yTBEpKIE€HUU TOKYMEHTa PacHopsSIUTENbHBIM JOKYMEHTOM IpU( YTBEpPXKAECHUS COCTOMUT M3
cioB YTBEPXJEH (YTBEPXJEHO, YTBEPX/IEHbBI, YTBEPXJEHA), cormacoBaHHOTO ¢
HAanNMCHOBAHUEM BHUIOA YTBep)K)IaeMOFO ,ZIOKYMCHTa, HAaNUMCHOBAHUA BHIA )IOKYMGHTa B
TBOPHUTEILHOM ITaJISKe, €r0 JaThl, HOMepa.

[Tpumep:

VYTBEPX/[EHO

npuxkasom MBOY lllkona Ne
om 01.03.2020 Ne 57

22. 3aroJIoBOK K TEKCTY

3arojloBOK K TEKCTy - KpaTKoe COJepKaHWEe JIOKyMEHTa. 3aroJioBOK K TEKCTy IpHKa3a
bopmymupyercs ¢ mpemtorom "O" ("O6") u oTBeuaeT Ha Bompoc "o uem?"):

e mpwuka3s (0 ueM?) 0 CO3J]aHUU KOMUCCHH,

e mpwuka3s (0 ueM?) 00 yTBEP)KICHUU IITATHOTO PaCIMCaHHSI,

e MHCHMO (0 YeM?) O MPEaOCTABICHUN HH(POPMAIIHH.
3aroJIoBOK K TEKCTY O(pOpMIISIETCS [TO/1 PEKBU3UTAaMU OJIaHKa CJIeBa, OT TPAHMUIIBI JIEBOTO MOJIS.
HanmeHoBaHue (3arosioBok) MO0 aHHOTAIUS JIOKYMEHTa COCTaBJISICTCS aBTOPOM IIPOCKTa
JOKYMCHTA.
3aroJIoBOK K TEKCTY MOKET HE COCTaBJISATHCS, €CIH 00beM JOKYMEHTa HE MPEBBIIIACT 4-5 CTPOK.

23. TekcT TOKYMEHTA

JloKyMeHTBl 00111e00pa30BaTebHON OpPraHMU3aLMKM COCTABIISIOTCS Ha TOCYIAapCTBEHHOM  S3BIKE
Poccuiickoit denepanuu - pyccKoMm.

TekcT TOKyMEHTa MOKET COIEpKaTh pa3lenbl, MOAPA3JENbl, IIYHKThI, IOAIYHKTBI, HyMEPYEMBIE
apabckuMu udpamu.

B npukazax TeKCT JOKyMEHTa U3JaratoT OT IEPBOTO JHIA €AMHCTBEHHOTO YKCiia ((IIPUKA3BIBAIOY)
B nokymeHTax KOJUIETHANbHBIX M COBELIATEIBHBIX OPraHax OT TPETHEro JHIa €IUHCTBEHHOTO
grcina: («coOpaHHe... PELIuio)

Tekct mpoTokoja H3JIaraeTcst OT TPEThEro JHUIAa MHOXKECTBEHHOTO YHCIa  («CITyILaany,
«BBICTYIUJINY, «ITOCTAHOBHIINY, «PEIIUITNY),



B coBMecTHBIX [OKyMEHTax TEKCT H3JaraloT OT [E€pPBOr0 JIMIA MHOXECTBEHHOIO YHCIIA:
(«IIpHUKa3bIBAEM», KPELINUIINY).
B nenoBbIx (ciryeOHBIX) TUChbMAX MCHOJIB3YIOTCS (DOPMBI U3JI0KCHUS:

e OT IEPBOrO JIMLAa MHOXECTBEHHOIO 4Hcia («IIPOCHM HAIpaBUTb», IPEJICTaBIsIEM Ha
paccMOTpeHHeE»);
e OT TPEThEro Jmua eAuHCTBEHHOro uucna («Aamunuctpamus OV Illkoma Ne HE
BO3paXkaeT»);
e OT MEpPBOr0 JHIA EIMHCTBEHHOIO 4YHcia («CUUTAl0 HEOOXOAHMMBIMY», «IIpeaJiararo
PaccMOTPETHY).
[Ipu ynotpebnaeHuu B TekcTe (paMuIuil ML HHULHMAJIBI YKa3bIBAIOTCS NOcie (GaMIIINH.
B nenoBbIx (Ciy:k€OHBIX) MHCbMax MOTYT MCIOJIb30BaThC:

e BCTYNHUTEIbHOE OOpallleHue:
Yeaowcaemviii cocnooun Hsarnos!
Yeaowcaemasn cocnoxca I[lemposa!
Yeaowcaemviit Huxonati [lemposuu!
Yeaowcaemas Onvea Hukonaesua!
Yeaowcaemvie cocnooa!

B oOpamennn mo M0DKHOCTH HAaWMEHOBAHHME JIOJDKHOCTH THIIETCS C TPOMHCHOM OYKBBHI, B
oOpareHny 1o GamMuINK HHUITHABI JIMIA HE YKAa3bIBAIOTCA.

e 3aKJIIOYUTENIbHAS dTUKETHAs (pasa:
C yeaoicenuem, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCSl, HAUMHasi CO BTOPOTO JIUCTAa JOKYMEHTa apaOCKuMu IudpaMu
MOCEePEIMHE BEPXHETO IMOJIA.

TekcT MoKyMeHTa OTHeNsieTcs OT 3aroJIoBKa ABYMsI WM TPeMSl MEXKIYCTPOUYHBIMU HMHTEpBaIaMu
UCIOJIb3YEMBIMU B TEKCTE.

24. OT™MeTKa 0 IIPWIOKEHNUH
OTMeTKa O MPWIOKCHHHM HCIOJb3yeTcs NpH O(QOPMIICHHHM NMHCEM M IPWIOKCHHH K IUIaHaM,

nporpaMmmamM, OTu€TaM, IOJOXKCHUAM, IIPpaBUJIAM, HHCTPYKIUAM U JPYTI'UM

AOKYMCHTaM.

B nuceMax oTMmeTka o IMPHUIIOKCHU N O(I)OpMJ'IHeTCSI moJ TCKCTOM IIMCbMa Ha paCCTOSAHHU U 1,25 CM OT
I'paHHUIIbI JICBOI'O ITOJIA. Ecan IMPHUJIIOKCHHUEC HA3BAHO B TCKCTC IIMCbMA, B OTMCTKC O IIPUJIOKCHUU
YKa3bIBACTCA KOJIUYCCTBO JIMCTOB U KOJIMYCCTBO 3K3CMIUIAPOB IIPUIIOKCHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

HpI/I HaJIM4YU HCCKOJIbKHX HpHJ’IO)KCHHﬁ, B OTMCTKC O TIPHUJIOKCHUHU OHU HYMCEPYIOTCH,
YKa3bIBAKOTCA HAUMCHOBAHUSA KAXAOTIO0 TIMPUIIOKCHUA, KOJIUYCCTBO JIUCTOB H©U KOJUYCCTBO
OK3CMIIIAIPOB, HAIIPUMCP!

Ipunoocenue:
1. IInan-epagpux ... na 3 1. 6 2 9k3.
2. Cnpaexa o noomeepaicoenuu pakma oodyyeHus... Ha 1 1. 8 1 3x3.



Ecnu npunoxeHus cOpoIIOpOBaHbl, TO KOJUYECTBO JIMCTOB HE yKas3blBaeTcd. Eciu mpuiiokeHue
HaNpaBJISIOT HE BO BCE YKa3aHHBIC B JIOKyMEHTE ajjpeca, TO OTMETKY O €ro HAIUYHH O(QOPMIISIOT
ClIeAyIOIKM 00pa3oM, HallpuMep:

Ipunoowcenue: na 3 1. 6 1 3k3. moabKo 8 nepawiii aopec.

Ha npunoxenusix K npaBuiaM, MHCTPYKLMSIM, MOJIOKEHUSIM, IUIaHAM, IIporpaMMam, JI0r0BOpaM U
JPYTUM JOKYMEHTaM OTMETKa O IMPWJIOKEHUU IPOCTABJISETCS HA MEPBOM JIUCTE MPUIIOKEHHUS B
[IpaBOM BEPXHEM YTIIy.

Ecmu mpusnoxeHne oqHO, OHO He HyMmepyercs. Ecim mpuitoskeHuil HECKOJIBKO, OHH HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre moxyMeHTa mpu MEPBOM YITOMHHAHUM JOKYMEHTA-TIPUIIOKEHUSI B CKOOKAaxX yKa3bIBaeTC:
... (mpunoxenue) wiM ... (MpUjokKeHue 1); mepes HOMEPOM MPUIIOKEHHS JOMYCKAETCSl CTAaBUTh
3HaK HOMepa: ... (mputokeHue N 2);

B oTMmeTKe 0 mpUIIOKEHNU yKa3bIBAeTCsl HAMMEHOBAHWE BHJA OCHOBHOTO JIOKYMEHTa, €ro Jara u
HOMeEp, HAIIpUMED:

Ipunoowcenue N° 2 k npukazy MBOY [llkona Ne om 08.06.2017 Ne 67 "

Ecnu nmpunokeHneM K JOKYMEHTY (Hampumep, K MpUKa3y) SBISETCS YTBEp)KIaeMblid JOKYMEHT,
(momnokeHue, MpaBuiia, WHCTPYKIUS, PETJIAMEHT U JIp.) B BEpXHEM IPaBOM YIJIy MPOCTaBISETCS
OTMETKA O MPUJIOKEHUH, HU)KE — TPUQ YTBEPKICHUS, HAIPUMED:

Ilpunoscenue
VTBEPK/[EHO
npuxaszom MBOY [llkona Ne om 08.06.2017 Ne 67

Bunx u pasmep mpudra pekpuszura "OTMETKAa 0 MPUIOKEHUH" JTOHKEH COOTBETCTBOBATH BUIY H
pa3Mepy mpudra TeKCTa T0KyMEHTA.

25. I'pud corjacoBaHusa JOKYMEHTA

I'pucd cornacoBaHust JOKyMEHTa UCIHOIB3YeTCS MPU COTJIACOBAaHUH JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMi WIK JOKHOCTHBIMU Jinamu. OH cocrout u3 cioBa “COINTACOBAHO”,
JOJKHOCTH JIUIA, KOTOPBIM COTJIacOBaH JOKYMEHT (BKJIIOYas HAUMEHOBAHHME OpraHU3aIN),
JTUYHOHN TIOJIMUCH, paciin(pPOBKYU MOAMUCH (MHUIIMATIOB, ()aMIIMK) U JaThl COTJIACOBAHUSI.

ITpumep:

COIJIACOBAHO
Lupexmop MBOY Ilxona Ne
H.Hn. Heanos

01.12.2017

FDI/Id) corjaCcoBaHus B 3aBUCUMOCTH OT BHMJAa JOKYMCHTA U 0COOEHHOCTEH ero Od)ODMJIeHI/I}I MOXCT

OPOCTABIIATHCA:




e HA MEPBOM JIUCTE JAOKYMEHTA (€CIIM JOKYMEHT MMEET TUTYJbHBIM JIUCT, - HA TUTYJIbHOM
JHCTE) B JIEBOM BEPXHEM YIIIy Ha YpOBHE Ipuda yTBEpKACHUS WIH 0] HAUMEHOBAaHHEM
JOKyMEHTa ONMKe K HIDKHEMY TT0JTIO);

e Ha MOCJEIHEM JIUCTE JOKYMEHTA 10 TEKCTOM;

e HAa JIUCTE COIJIACOBAHMUS, SIBJISIOIIEMCS] HEOThEMIIEMOM YaCThIO JOKYMEHTA.

BHemHee coryiacoBaHMe TakKK€ MOKET ObITh OCYIIECTBJIEHO JAPYIrUM JOKYMEHTOM - ITMCBMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Ipumep:

COITIACOBAHO npuxazom /[O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MpoeKTa TOKyMeHTa 0(pOpMIIIETCS BU30M.

Buza npocraBnsercs cOOCTBEHHOPYYHO JIMLIOM, BU3HUPYIOUIUM JOKYMEHT, U BKJIIOYAeT B ce0s
HAaUMEHOBaHWE JOJKHOCTH BHU3UPYIOIIET0, €ro JHWYHYIO MOAMNHUCH, pPAaclIu(pOBKY MOIIUCH
(MHUIMATBL, (PaMUIIHNIO) U JaTy.

[Tpumep:

3amecmumens oupekmopa
U 0. ©amunus
03.04.2020

JlommyckaeTcsi MOJUCTHOE BU3MPOBAHKE JOKYMEHTA U €r0 MPUJIOKEHUI.

[Ipy Hanuuuu 3aMevaHuid, JOMOJHEHUM K TIPOEKTY JIOKYMEHTa BH3a JIOMOJHSIETCS
COOTBETCTBYIOIIUM yKa3aHUEM.

Jlis oKyMeHTa, MOMJMHHUK KOTOPOTO OTIPABISAIOT M3 IIKOJbI, BHU3bl MPOCTABIAIOTCS Ha
AK3EeMILISIpax JOKYMEHTOB, IOMEIIAEMBbIX B JEJI0.

Jljia ToKyMeHTa, MOJUTMHHUK KOTOPOTO OCTAETCS B IIKOJIE, BU3bl COTNIACOBAHUS MPOCTABJISIOTCS Ha
000pOTe MOCIEIHEro JHMCTa MOJIMHHUKA JOKYMEHTAa WM Ha MOCJIETHEM JINCTE AOKYMEHTa IO
MOATHUCHIO.

27. Iloanuck
[Monmuch BKITIOYAET: HAUMEHOBAaHHE JIOJDKHOCTH JIMIA, TOJIHMCABIIET0 JOKYMEHT, €ro

COOCTBEHHOPYYHYIO MMOINHUCH; pACIIM(PPOBKY MOIMHCH (MHUIHAIBI, (DaMUIIHS):
IIpumep:

Hupexmop nuunas noonuce U.0. Pamunus

Ecnmu  nokymeHT odopmiieH He Ha OnaHke, B HaMMEHOBAHHWE JOJDKHOCTH BKIIOYAeTCA
HaMEHOBaHHe 001e00pa3oBaTeIbHON OpraHM3auuyu (MOJHOE Ha3BaHWeE IIKOJbI). JlomyckaeTcs B
pexkBusute "lloanuch MOJDKHOCTHOro Jnna" IEHTPUPOBAaTh HAaUMEHOBAHHWE [OJDKHOCTH JIMIIA,
MOJIHUCABIIEr0 JOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH.

IIpn moanucaHuM NOKYMEHTa HECKOJIBKMMH JOJKHOCTHBIMU JIMLAMH Pa3HBIX JOJDKHOCTEM HX
MIOJIHUCH PACIOJIaraloT OJHY IOJ APYrod B IOCIENOBATEIbHOCTH, COOTBETCTBYIOLICH UEpapXuu
3aHMMaEMOH TOJLKHOCTH.

IIpumep:



Jupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa nuunas noonucs H.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJBKMMH JIMIAMHU PaBHBIX JOJDKHOCTEH MX MOJANUCU
pacrosaratoT Ha OJJHOM YpOBHE.

B noxymMmeHTax, COCTaBJIIEHHBIX KOMUCCHEH, YKa3bIBa€TCS CTATYC JIMLA B COCTABE KOMUCCHUU!
IIPOCTaBJIEHUEM KOCOM 4YepThl Nepe]l HAUMEHOBAaHUEM JIOJDKHOCTU (I00aBiATh Kakue- JH0o
IIPUCTABKH).

Ecnm mupekTtop WM HMHOE YIOJHOMOYEHHOE Ha ITOAIMCAaHUE JOKYMEHTa JIMIO BPEMEHHO
OTCYTCTBYeT (OTIIyCK, OOJIe3Hb, KOMaHIMPOBKA) WJIM JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
MIOJNUCBHIBAET  COTPYJHUK, YINOJHOMOYEHHBIMI HAa  IOJNMCAaHHE B  COOTBETCTBHH C
pPacoOpSIANTENIBHBIM JIOKYMEHTOM HJIM HAJIEJICHHBIA MOJHOMOYMIMH, YCTAHOBJICHHBIMU IPUKA30M
urkostbl wim yupeaurtens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U IOJTHOMOYHSL, HallpUMep:

3amecmumens oupexkmopa noonuce U.0. amunus

WM

Ucnonnsarowuti obszannocmu oupekmopa noonucwy U.0. @amunus
Wi

u.o. oupekmopa noonucv 1U.0. @amunus

PexBusut "lloanmucek AOMKHOCTHOTO JMIA" MOXET OBITh OOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANUCAaHUU CIY)KeOHOW 3amucku 0e3 MPUMEHEHHS] TEeXHHYECKUX
cpencTB) 1u60 0(hOPMIICH C UCTIOIB30BAHUEM TEXHUYECKUX CPEJICTB.

B cnywae odopmienus pekBusuta "lloanmuck AOMKHOCTHOrO JMIA" C  HMCHOJIB30BAaHHUEM
TEXHUYECKUX CPEICTB BUA U pa3Mep HIpU(Ta YKa3aHHOTO PEKBU3UTAa HE MOXKET OTJIMYAThCS OT
BHJIa M pa3Mepa MmpUQTa OCHOBHOTO TEKCTa IOKYMEHTA.

PexBusut "lloanuck MOMKHOCTHOTO JMIA" OTHENAECTCS OT TEKCTa TPEMsS WM YEThIPbMs
OJIMHAPHBIMU MEXIyCTPOUYHBIMU HHTEPBAJIAMHU.

28. Ileuath

[ledats sBAsIETCA CHOCOOOM NOATBEPXKIEHHUS MOJIMHHOCTH IOANUCH JOJDKHOCTHOIO JMIA Ha
nokyMeHTe. IledaTp cTaBUTCS Ha NOKYMEHTAaX B ClydasX, IPEIyCMOTPEHHBIX 3aKOHOIATEIbHBIMU
WJIM UHBIMU HOPMAaTHBHBIMU IIPAaBOBBIMM AKTAMH.

[ledats cTaBUTCA Ha CBOOOJHOM OT TEKCTa MECTE, MPU ITOM OTTHCK IEYaTH HE 3aXBaThIBAET
JMYHOW TMOJAMUCH JTOJDKHOCTHOTO JIMIA MOJMMCABIIEr0 JOKYMEHT, WIH B MecTe, 0003HaueHHOM
«MII» («Mecto meqatuny).

B noxymeHTax, MOArOTOBJICHHBIX Ha OCHOBE YHU(HUIIMPOBAHHBIX (JOpM, NI€UaTh CTABUTCS B MECTE,
00o03HaueHHOM oTMeTKoH "MII" unu uHEIM 00pazoM.

29. OrMeTka 00 UCIIOJTHUTENE

OtMeTka 00 HCIIOJHUTEIIE (aBTOpC) JAOKYMCHTAa IPOCTABJIKICTCA Ha IMMCbMax IIKOJIBI B JICBOM
HWXXHCM YTy JINIEBOM CTOPOHBI MOCJICAHCTO JINCTA JOKYMCHTA OT I'PaHUIILI JICBOT'O ITOJIA WUJIHU, IIPpH
OTCYTCTBHUU MCCTA, - HA O60p0THOfI CTOPOHC BHU3Y CJICBA.



OTMerka BKIIOYAeT (aMHIUIO, UMs, OTYECTBO WCIOJHHUTENS M HOMEp ero TeieoHa, a TakkKe
OTMETKA 00 WCIIOJHHUTEIE MOKET JONOJHATECA HAWMMCHOBAHHUEM JOJUKHOCTH H 3JICKTPOHHBIM
aZIpeCcoOM HCIIOJIHUTEI.

IIpumep:

Usanos Usean Heanosuu, cneyuanrucm no oxpare mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEpPEHUN KOIIUU

Jli TOATBEPKAEHUSI COOTBETCTBUSI KOTIMU (BBIIMCKHU U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCJIETHEM JIMCTE KOMWHU (BBIMMCKU W3 JAOKyMeHTa) noj pexBusutoM "lloamuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUN KOITHI.

OTmeTKa O 3aBepeHUM KOMNMM BKIJIIOYAET: cloBO «BepHO», HauMeHOBaHHE JOJKHOCTH JIMILIA,
3aBEpUBILIEr0 KOIHUIO, COOCTBEHHOPYYHYIO NOJINHUCH, pacliupoBKy MOANUCH (MHULIKAIBI,
(dbamuinio), 1aTy 3aBepeHus] KOUH TIOKyMEHTA.

PexkBuszur «OTMeTka O 3aBEpeHMHM KONUU» MOXET ObIThb O¢GOpMIIEHa OT pPYKH WIH C
MCIO0JIb30BAHMEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaX bl JTUCT MHOTOCTPAHUYHON KOIIMU JOKYMEHTA.

31. OTMeTKa O MOCTYIIIICHUU JOKYMEHTA
OTMeTKa O TIOCTYIUICHUH JOKYMEHTa COJACPKHUT BXOMISIIWNA PETHCTPAIIMOHHBIA HOMEP M JaTy

MOCTYIUIEHUsI JOKyMeHTa. Jlomyckaercs yka3aHHe 4YacOB M MHUHYT MOCTYIJICHUS JOKYMEHTa C
3aBepeHUEM MOIUCIMU 3aUHTEPECOBAHHBIX JIUII.
OTMmeTKa O MOCTYIIEHUU JOKYMEHTa MOXET MPOCTABISATHCS C UCIOJIb30BAaHUEM IITAMIIA.

32. Pezomronus
Pe3omronust coaepKUT yKazaHWe M0 MCIOJHEHHIO JokyMeHTa. OHa odopmiiseTcss Ha CBOOOJHOM

MecTe paboyero noJjs JOKyMEHTa.

Pe3omnronus BritouaeT B ceOsi: (paMUITuio, MHUIUAIBI UCTIOHUTENS (UCIIOHUTENEH), OpyYeHHE 110
JOKYMEHTY, MOJANUCH aBTOPA PE30JIOLUHU U 1aTy OPOPMIICHUS PE30TIOIUH.

Pe3onronus, Mo ycMOTpPEHHIO JUIA, JAIOIIETO MOPYYEHUE, MOXKET BKIIOUaTh B CeOS TakKe CPOK
WCIIOJIHEHUS JOKYMEHTA.



