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MBOY «OOII x. IyossHCK»

1. O6me moJ10:KeHUs

1.1. Hacrosimass MHCTpyKUMs 1O AETONMPOU3BOACTBY B IIKOJE pa3padoTaHa B COOTBETCTBHH C
denepanbHbIM 3aK0HOM 0T 29.12.2012 Ne 273-D3 "O6 obpazoBannu B Poccuiickoit deaepanun" ¢
n3MeHenussiMu Ha 29 nekabps 2022 roma, 'OCT P 7.0.97-2016 «Cucrema craHmapToB IO
uHpopmanuy, OUOIMOTEUHOMY W U3JATENbCKOMY neny, «OpraHu3aluOHHO-PACIOPAIUTENbHAS
JNOoKyMeHTarusi.  TpeboBanuss K  OQOpPMIICHHIO  JIOKYMEHTOB», a  TaKke  YCTaBOM
o011eo0pa3oBaTeIbHON OpraHu3aluy U IPYrMMH HOPMATHBHBIMU MPaBOBBIMU akTamMu Poccuiickoit
denepanun, periIaMeHTUPYIOITUMU JESTEIHFHOCTh 00IIe00pa30BaTEIbHBIX OPraHU3aIUH.

1.2. Jannas WMHCTpyKius MO AENONMPOM3BOACTBY B IIKoie (manee - WHcTpykuus) oOo3HAvaeT
MpaBujia TOATOTOBKM W OQOpPMIIEHUS JTOKYMEHTOB B 00I11€00pa30BaTeIbHOM OpraHu3aluy,
OTIpesieTIsieT CTaHAaPThl OPOPMIICHHUS PEKBH3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABIECHUS MPUKA30B,
TOJIOKEHUH WHCTPYKITUH, a TaKkKe periiaMeHTHpyeT (OpPMHUPOBAHUE JIET U UX TEKYIee XpaHCHHE,
MOATOTOBKY JOKYMEHTOB W JeN K Tepeaadye Ha apXUBHOE XpaHEHHE B 0O0IIeo0pa3oBaTelbHOU
OpraHu3aIyy.

1.3. MHCTpYKIMS 1O AETOMPON3BOACTBY pa3paboTaHa B LENSIX YCTAaHOBIEHUS IUHBIX TPeOOBaHUI
K TMOJTOTOBKE, 00pabOTKEe, XpaHEHUI0O U UCIOJIB30BAHUIO OOpa3yOIIHUXCS B JEATEILHOCTH
o0mieo0pa3oBaTebHOM OpraHu3alud M TOCTYMAIIMX B IIKOJIY JTOKYMEHTOB, a Takke
COBEPIIICHCTBOBAHUSI M TOBBIIEHUS 3(PHEKTUBHOCTH JIEJIOMPOU3BOJICTBA 00IIE00pa30BaATEIHHOM
OpraHH3aIliH.

1.4. Tlonoxenusi MHCTPYKIIMU pPAcTIpPOCTPAHSIOTCS HA OPTaHM3AIMI0 padOTHl C JOKYMEHTaMU
HE3aBUCHMO OT BHJA HOCUTENS, B TOM 4YHUCJIE C DJIEKTPOHHBIMU JIOKYMEHTAMH, BKIIIOYast
MOATOTOBKY, OOpaOOTKYy, XpaHEHHWE U WCIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMH C
MTOMOITHI0 HH(POPMAIITMOHHBIX TEXHOJIOTHH.

1.5. Opraamzanuio, METOAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHWE JEIOMPOU3BOJICTBA U
KOHTPOJb 33 COOJII0/IeHueM HacTosimeld MHCTPYKIMK B IIKOJIE OCYIIECTBISET OTBETCTBEHHBIN 3a
BEJICHUE JIeTIOMPOU3BO/JICTBA.

1.6. IlpaBa u o00s3aHHOCTH pPAaOOTHHUKOB, OCYLIECTBISIOMMX paboOTy C JOKYMEHTaMH B
CTPYKTYPHBIX  TOJpa3JeieHUusIXx  00IIeo0pa3oBaTeIbHOW  OpraHU3AllMK, yCTAHABJIMBAIOTCS
JOJKHOCTHBIMHM MHCTPYKLIMSIMU WIIM IIPUKA30M JIUPEKTOPA.

1.7. Ceenenus, couepkammecss B JOKYMEHTaX, MOTYT OBITh HCIIOJIB30BAaHBI TOJBKO B PabOYmMX
[[EIsIX B COOTBETCTBHH C TOJTHOMOYHSMH COTPYIHHKA, pabOTaOIIero ¢ JoKymMeHTamu. Pabota ¢
JOKYMEHTaMHU BHE IOMEIICHUH IIKOJbl He Jomyckaercs. [Ipu yTpaTe HOKYMEHTOB MpPOBOIUTCS
ciry>keOHasi IpoBEpKa.



1.8. Ilpu yxome B OTIyCK, mepeBoje (NEpeMemeHur) Mo padoTe WM B CIy4ae yBOJbHEHHS
COTPYAHUK o00s3aH IepeJaTb BCE HAXOIIIMECS y HEro JOKYMEHTbl HWHOMY COTPYIHHKY,
OTpeIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJAUTEISI YBOJIBHSAEMOTO,
YXOJSLIEro B OTIIYCK MJIM IEPEeBOASAIIErocs (IepeMenaeMoro) o padore COTpyAHUKA.

1.9. Unctpykuus obs3aTenbHa 171sl COOMIOACHUS BCeMH pabOTHUKAMHU HIKOJIBl. BHOBb MpUHSATHIE HA
paboTy COTPYIHMKH, B JIOJUKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOAUT BEJICHHE JOKYMEHTAllUH, B
TeueHue TpEx pabouux THEH co JHA W3aHUs MPUKa3a 0 Ha3HAUYCHUH Ha JIOJDKHOCTH JOJDKHBI OBITh
O3HAKOMJIEHBI ¢ HacTose MHCTpyKien no moAnucs.

2. [IpaBuJ1a MOATOTOBKH M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [JedaTenbHOCTH WIKOJNBI CO3/1aeTCS KOMIUIEKC OPTraHHU3aIllMOHHO PaCHOPSIUTEIbHBIX
JIOKYMEHTOB: MPHUKa3bl, MMOJOKEHUSI, IPaBUIIa, HHCTPYKIUHU, PEraMEHThl; MPOTOKOJIbI 3aceIaHnul
(COBGH.[&TGJIBHBIX, KOOpAWMHAIITMOHHBIX, OJOKCICPTHBIX W APp. OpI‘aHOB), aKThl, AHAJIUTHYCCKUC
CIPaBKH, JOKJIAJHBIE W CIyKeOHbIe 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AEN0oBas
(cmyxeOHasi) Tepernucka W Jp. COCTaBJISAIOTCS W O(QOPMIISIOTCS CHEIHAIbHBIC JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  00pa30BaTENbHOW  ACSITENBHOCTM U OCYLIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKoro y4yera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3amuu, 00ecredeHneM OyXraaTepcKoro y4yerta.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHTEJIE W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKyMEeHTOB. [Ipu cozmaHum JOKyMEeHTa Ha
IBYX U O0Jiee CTpaHMIIaX BTOPYIO U MOCIEAYIONINE CTPAHUIIBI HYyMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTABISAIOTCA MOCEPEIHE BEPXHEro MOJs JOKYMEHTa Ha PAaCCTOSHUM HE
MeHee 10 MM or BepxHero kpas ymcra. JlomyckaeTcsl CO3JaHHE JTOKYMEHTOB Ha JIMIIEBOH W
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Tlpu 1BYCTOpPOHHEM CO3/IaHUU JIOKYMEHTOB IIMPHHA JICBOTO TOJIS Ha JUIICBOW CTOPOHE JIMCTA
Y TIPaBOTO OIS HA 0OOPOTHOM CTOPOHE JIMCTA OJKHBI OBITH PaBHBI.

3. PekBH3NTBI JOKYMEHTOB
3.1. Jlmsg peKkBU3WUTOB JOKYMEHTOB, CO3JaBacMbIX B OO0IEOOpa30BaTEIbHONW OpTraHU3AINH,
yCTaHaBJIMBAIOTCS MpaBuiia 1 TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACISETCS €r0 BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke M OQGOPMICHMM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIEAyIOIIne
PEKBU3UTHI:

e KOJ (GOPMBI TIOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIIPpaBOYHBIE JJAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA JIOKYMEHTA;

e JlaTa IOKYMEHTA;

e  PErHCTPaIlMOHHBIA HOMEp JOKYMEHTA;

e CCBUIKA Ha PETUCTPAIIMOHHBIA HOMEpP U J1aTy IOKyMEHTAa,

e MECTO COCTaBJICHHS (M3JaHUs1) TOKYMEHTA,

e ajpecar;

e Tpud YTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NMPUJIOKEHUH;

e rpu coriacoBaHus JOKYMEHTa;

e BH3a;

e TIOJIINCE;

e OTMETKa 00 AJIEKTPOHHOHN MOAIHUCH;

e IICYATh;

e OTMETKa 00 HCIIOJHHUTETE;



e OTMETKA O 3aBEPEHHUH KOIIHH;
e OTMETKa O MOCTYIUICHUH JOKYMCHTA;
e PE30JIIOLHSI.

4. B1aHKH TOKYMEHTOB
4.1. JlokyMeHTBI, co3/1aBaeMble B 00111e00pa30BaTeILHON OpraHu3amnuu, oQhopMISIIOTCS Ha OJaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BUIBI JOKYMEHTOB (TaOJIMILIBI, CXEMbl, CMETHI) JOIMYCKaeTcsi OQopMISTh C
ucnons3oBanueM ¢opmarta A3 (420x297mm). JIOKYMEHTBI, COCTaBISIONIME BHYTPEHHIOKO
nepenucky, oGopMISIFOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢opmara A4 (210x297 mMm) 6e3
HCII0JIb30BAaHUs OJIaHKOB.
4.2. Kaxaplii TUCT TOKyMeHTa, o(pOpMJICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKEH MMETh IO He
MEHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl AIUTeNbHbIX (CBbIme 10 JeT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MmeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, TPUMEHSIEMBIX B LIIKOJIE:

e 0OmMii OJIAHK;

e 0JaHK MMHCHMA;

e ONaHK KOHKPETHOTO BHAA JOKyMeHTa (OJIaHK TMpHKa3a, OJaHK pacHopsDKeHHs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX U TPUMEHSEMBIX B IIKOJE OJAHKOB IMOJIEkKAT BKIIOUCHHUIO B
WHCTPYKIIHUIO 0 JIETIONPOU3BOJICTBY 00111€00pa30BaTENbHON OpraHU3aIiK B KA4eCTBE MPHIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Mpuka3spl

5.1. IlpukazamMu OQOPMISIOTCS pELIEHHUS [0 ONEepaTHBHBIM, OPraHU3alMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TIpUIOKEeHHE 2 Ha 9 TMCTaxX) U IPYrUM BOIIpocaM pabOThl MIKOJIBI.

5.2. TIpoekTel MNpHKa30B TOTOBST OTBETCTBEHHBbIE HCIOJIHUTENNM HA OCHOBAHUU MOPYYECHUH
TUPEKTOpa, ero 3aMmectutene. [IpoekThl MpUKa30B MO JIUYHOMY COCTaBY T'OTOBHUT CIEHHUAIUCT IO
Kajpam.

5.3. B mpukasax TeKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOY).
5.4. TekcT mpuKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTtupyromed (mpeamOysbl) u
pacrnopsIUTEIbHOM.

5.5. B KoHCTatupyromei dYacTH KpaTKO H3JIaraloTcsi Iend M 3a1add, (GakThl U COOBITHS,
MOCTY>KUBIIIME OCHOBAaHHUEM JJIsl M3JaHus Mpukaza. OHa MOKET HauMHaThCa ciaoBaMu "B memsax",
"B coorBerctBun", "Bo ucnonnenue", u T.7. Eciu npukaz u3gaeTcs Ha OCHOBAHUU JIPYTOTO
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEN YacTH yKa3bIBAaeTCsl HANMEHOBAHUE 3TOTO IOKYMEHTa, €ro Jara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEYUCICHHE MPEIIHChIBAEMbIX JEHCTBHMA C
yKa3aHUEM UCIHOJHUTEN KaXIOoro ACHCTBHS W, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinuTenbHas yacTh AEIUTCS Ha MYHKTHI U MOAMYHKTBI, KOTOpPBbIE HYMEpYIOTCS apaObCKUMU
uuppamu. [leiicTBUS 0JHOPOJHOTO XapaKTepa MOTYT OBITh IEPEYUCIIEHBI B OJHOM ITyHKTE.

5.7. B KadecTBe HCIOJNHHUTENECH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpelceiaTeNd HIu
PYKOBOJMTENN PabOYUX TPyII (KOMHCCHIA).

5.8. Ecniu mpukas u3MeHseT paHee U3JaHHbII JTOKYMEHT (IIyHKTBI JOKYMEHTa), TO OJJMH U3 TyHKTOB
pacnopsAUTEIbHON YaCTH TEKCTa JTOJDKEH COEPHKaTh CChUIKY Ha M3MEHSEMbIN JOKYMEHT (ITyHKThI
JOKYMEHTA) C YKa3aHUEM €r0 J1aThl, HOMEpA U 3arojoBKa.



5.9. Ecin mpuka3 oTMeHseT JeiicTBHE paHee W3JAaHHOTO JOKyMEHTa (IyHKTOB TOKYMEHTa) C
ONPEJEICHHON aThl, TO OAUH U3 IIYHKTOB PacHOpPSAUTENIBHON YaCTH TEKCTa JOJKEH HAaYMHATHCA
cinoBamu "l[lpusHath yTpaTHBIIMM CHIly...", Jajgee yKa3bIBaThbCs JlaTa, HOMEP M 3arojOBOK paHee
W3JIaHHOTO JTOKyMEHTa (IMyHKTa JOKYMEHTA), a TaKXke JaTa, ¢ KOTOPO OTMEHSETCS ero AeHCTBHE.
Ecin narta He yka3zaHa, TO JAEWCTBME paHEe W3JAHHOIO JOKYMEHTa (IIyHKThl JOKYMEHTA)
OTMEHSIETCS C AAaThl U3/IaHHsI HOBOTO MPUKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JJaHHs, TO OJAMH U3 MyHKTOB
pacnopsiINTENIbHOM 4acTH TEKCTa JOJDKEH HAuMHAThCsA cioBaMM "OTMEHUTh..." M yKa3bIBATHCS
JlaTa, HOMEpP U 3aroJIOBOK PaHEE U3JITaHHOIO TOKYMEHTA.

5.11. Ecnu mpuka3 mpeanoyiaraeTcs BBECTH B JICHCTBUE HE ¢ MOMEHTA €ro W3JaHus, He0OXOAHUMO
yKa3aTb CPOK BBEACHHMS €ro B AcucTBhe. IlociiemHMH IyHKT pacropsIUTEIbHOM 4YacTH MOXKET
coJiepKaTh CBEJEHHUS O JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3Jaraercs KOHTPOJIb 332 UCIIOJHEHUEM
IIPUKa3a.

5.13. Ilpuka3sl MOAMKUCHIBAIOTCS TOJIBKO JHPEKTOPOM 0O0IIe00pa3oBaTebHON OpraHU3alii WIN
PabOTHUKOM, HCITOJTHSIOIIAM €0 00S3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIeueHUEe CBOEBPEMEHHON U KAYeCTBEHHOM MOATOTOBKHU MPOEKTOB
MIPUKa30B U MX COIJIACOBAHME C 3aWHTEPECOBAHHBIMU DPAOOTHUKAMM M OpPraHU3aLUsIMH HECYT
aBTOPBI IPOEKTA IIPHUKA3a.

5.15. PerucrpanmonHsie HOMEpa MPUCBAUBAIOTCS MPHUKA3aM IO TOPSJIKY HOMEPOB B Mpejerax
KaJICHJIapHOT0 Toja.

5.16. [lara perucrpannu npuKasa SBISIETCS JaTOU €ro MOAMUCAHMUS.

6. IlpaBuJjia, NoJ10:KeHUs, HHCTPYKIIUHU

6.1. IlpaBuna — HOPMATHBHBINA aKT, OMpPEAESIONINI MOPAIOK KaKoro-iubo BUIA JESTEIbHOCTH,
YCTaHABJIMBAKOIINNA WA 3aMIPEIAIOIINN ONPEICIICHHOE MOBEACHHUE.

6.2. [Toso’xeHNe — HOPMATUBHBIN aKT, AE€TAIBHO PErjaMeHTUPYIOIINN TPaBOBOM CTATyC, HOPSI0K
OpraHM3allK U MPOLEAYPY KaKoro-a1udo Buaa JesTeIbHOCTH.

6.3. MHCTpyKIMsT — HOPMAaTHBHBIM aKkT, M3JaBaeMblii B LENAX PA3bACHEHHUS M OINpe/eleHus
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHWUs HOPM O
crioco0ax BBINOJIHEHHSI ONPE/IEICHHBIX onepanuil (1elcTBuil).

6.4. IlpaBuiia, MOJOKEHHSI, HHCTPYKIIUM NPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJAa JOKYMEHTa) Ha
VYnpasmistomeM coBete, 3acefaHusx [Ipodcoro3HOro kKomHTeTa IIKOJIBI W yTBEP)KAAOTCA
JTUPEKTOPOM.

6.5. ITopsAOK MOATOTOBKM MPOEKTOB MPaBHJI, MOJOXKEHUS, MHCTPYKIMM COOTBETCTBYET OOLIEMY
MOPSIIKY MOJATOTOBKH MPOEKTOB MPUKa30B 00111€00pa3oBaTeIbHON OpraHu3aIiy.

6.6. TexcT mpoekTa IMOJIOKEHUs, MPaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHMCTe Oymaru
dbopmara A4.

6.7. OTIMYUTENbHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABHJI, TOJIOKEHUS, UHCTPYKIIMU SBIISFOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYITHPOBOK O€3 HCIOIb30BAHUS CJIOB U MOHSTUN, UMEIOLIUX
MHOKECTBEHHBIN CMBICIT;

e HCIOJB30BaHHWE KOPOTKHUX IMPEAJIOKEHNUH, OOLIENPUHATHIX BBIPAKEHUN U CBS30K, IpPH
HEO0XOMMOCTH - MPe/IBAPUTEIBHOE ONpPE/eICHHE UCIOIb3YEMBIX MOHATHH, COKpAIleHUH,
ab0OpeBuaryp;

e OIMCaHHME BCEX BO3MOXKHBIX BAapHAHTOB COOBITHH M COOTBETCTBYIOIIUX MM BAapHAHTOB
NeHCTBHI, T.€. MOJIHOTA MPeICTaBICHN MHPOpPMAaIIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTAa C IE€JIbIO JTOCTHKEHUS HaWIydlled IMOCJIe10BaTEIbHOCTH
U3JI0KEHUS MaTepuaa;

e MMHHMHU3AIUSA TEKCTa C MOMOINBIO MPUMEHEHUs 0000ImeHui (0030pOB MpeanoiaraeMbix
JEWCTBUI) U IPUMCHEHHUE TIEPEUNCIICHHH (3a7a4, STAoB, YCIOBHH U T.JI.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pa3padaThIBAEMBIX MPABUII, TOJOKEHUS, HHCTPYKLIUU
- TEeKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, IIYHKTHl U MOAMYHKTHL. [ J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoautcs apabCKuMu uppamu.



7. IIpoToxoJ 3acenanusi (CoBelIaHMsl)

7.1. IIpoToKOol — JOKYMEHT, B KOTOPOM (PpUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
pelIeHni Ha COOpaHuUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3aceJaHUSIX KOJUIErHAIbHBIX OPTaHOB.

7.2. Tlporokon 3acemaHus (COBEHIaHMS) - (Jajee - MPOTOKON) O(OPMIISETCS HAa YHUCTOM JIMCTE
oymaru opmara A4.

7.3. PexBU3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JBYX YacTeil: BBOJHOW U OCHOBHOM.

74. Bo BBOAHOW  YacTM  yKa3pIBalOTCA  MHHULUAIBL,  (paMUIUM W JOJHKHOCTH
MpeJCceaTebCTBYIOIETO, CEKpPeTaps, MPUCYTCTBOBABIINX HA 3aCEAAHUU U, MPH HEOOXOIUMOCTH,
JIUL, IPUTTIAIICHHBIX Ha 3ace/laHue (CoBeLIaHue).

7.5. BBogHas uacThb MNPOTOKONA 3aKAaHYMBACTCS TIEPEUYHEM PACCMATPHUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE UX 3HAYMMOCTH C yKa3aHWEM JOKJIaJuuka IO KaXIOMY
paccmarpuBaeMomy Bomnpocy. Bonpocsr popmynupytrores ¢ mpemiorom "O" ("O6"), meuararorcs ot
TPaHUIBI JIEBOTO MOJISI U HYMEPYIOTCS apaOCKUMU [UPPaMU.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOWUT M3 Pa3feiioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIIPOCAM M UX HyMEpPalHH.

7.7. TekcT MNpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKeCTBeHHoro uwcna ("ciymamu",
"BeicTynun", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIUIIOM, IIPECEIATEILCTBOBABIINM Ha 3aceaHiH (COBEIIaHUH), U
cekpeTapéMm 3aceanus (COBEIaHus).

7.9. Tlpu OTCYTCTBUM CeEKpeTapsi 3acelaHus, B TOM 4YHUCIE IpPH MPOBEIECHUH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMUCAaHUE MPOTOKOJIA TOJIBKO MPEICEAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE IMO3JAHEE TPEX IHEH CO JHSA 3aceJaHusl.
[IpoeKkTbl  COOTBETCTBYIOIIMX IYHKTOB TPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa 10JIKHA COOTBETCTBOBATH JHIO MPOBEJCHUS COBELIaHUs (3ace/laHts).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHM3AIUSAM U JIODKHOCTHBIM
JUIIAM B COOTBETCTBUU C YKa3aTelleM pacChUIKM, KOTOPBIA COCTaBISET CEKpeTapb 3acelaHHs
(coBeranus).

8. Ilian
8.1. [Inan — NOKYMEHT, yCTaHaBJIMBAIOLIUI epeyeHb HAMEUEHHBIX K BBIIIOJTHEHUIO MEPOTPUSATHH,
WX MOCTIeIOBATEIBHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX MCTIOITHUTEIICH.
8.2. Ilnan odopmusercs Ha naumcre Oymarm ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpud YTBEPKICHHUS JOKYMEHTA;

e JlaTa IOKYMEHTA;

e  PErHCTPaIlMOHHBIA HOMEp JOKYMEHTA;

e HAaWMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOAMKUCH.
8.3. PexBm3uT — "TekcT nOKyMeHTa" 0QOpMIISETCS B BUE TAOIHIIBI C TpadamMu:

e HOMEp MyHKTa IJIaHa;

e HAaWMEHOBAaHWE MEPOPHUSTHS;

e  CpOK HMCIIOJTHEHHUS;

e HCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTuer



9.1. OTuer — MOKYMEHT, COACPKAIINI CBEACHUS O Pe3yJbTaTax NEATEILHOCTH 32 OINpeIeIeHHBIN
NIepUOJI BPEMEHH, BBINOJIHEHUH MEPONPUATHH, TOPYUYEHUH, 3aJaHUM, TUIAaHOB.
9.2. Otuersl, mpenocTaBiIsieMble B OpPTraHbl T'OCYJapCTBEHHOM BIAacTH (B TOM YHCIE B OpTraHbI
TOCYJapCTBEHHOH  CTaTUCTMKM) W  HUMEIOIIUME  YCTAHOBJIEHHYIO  IMPABOBBIMM  aKTaMu
rOCYJapCTBEHHBIX OPTaHOB (OPMY, CO3JAIOTCS M0 YCTAHOBJICHHOW TOCYJapCTBEHHBIMH OpraHaMU
¢dbopme U B OIIpeIesIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 MPaBUJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuernl odopmisitoTcss Ha JMcTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIEAYIOMIAX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e JlaTa IOKYMEHTA;

e  PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUN);

e HAMMEHOBAHUE JIOJHKHOCTH;

e  TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JOKHO COJEPXKATHCA YKa3 Ha JEATENbHOCTb,
MEpOTPUSTHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAIINH BBINOIHEHUIO, U
pe3yabTaT O BBINOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHue
WCTIOJHUTENBCKON  JUCHUIUIMHBL, YCTAaHOBJIIEHHBIX CPOKOB HCIIOJHEHHMS U  HaJJIexaliee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSIMU (TIPH YYACTHH HECKOJIBKUX UCIIOIHUTEIEH ).

10. IMucsmo
10.1. ITucbma roToBsTCS Kak:

e OTBETHI O BHINOJIHEHUH MOPYUYECHUH BBIIIECTOSIIIUX OPTaHOB HUCIIOJHUTEIBbHOM BIIACTH;

e OTBETHI Ha 3aMPOCHI OPraHU3ALUH, IPEAIPUATHIA U YACTHBIX JIMIL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku MOArOTOBKH OTBETHBIX MMHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C pE30JIOLUEH JIUpPEKTOpa M €ro 3aMEeCTUTE]IE Ha OCHOBAHUU
YCTAaHOBJICHHBIX CPOKOB HCIOJHEHMs] MOPYYEHHUH, 3alpOoCOB WJIM IO PELIEHHIO aBTOpa
PE30IIIOLINH.

10.3. TeKcTBl OTBETHBIX MUCEM TOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSIM, 3a()UKCHPOBAaHHBIM B
pesomonyy. CpoKd MOATOTOBKA MHUIIMATUBHBIX ITHCEM OINPEAEISAIOTCS CaMOCTOSITENIEHO aBTOPOM
MIPOEKTa MUChMa C y4ETOM HEOOXOIMMOCTH PElIeHHs] KOHKPETHBIX 3a]1a4 U (WJIH) B COOTBETCTBUH C
TpeOOBaHUSAMH 3aKOHOIATENLCTBA, HOPYUCHUSIMHU HETTOCPEICTBEHHOTO PYKOBOIUTEIIS.

10.4. TIucema meuataroTcsi Ha ONaHKE MHCHMa O0IIE00Pa30BaTENLHOW OPTaHU3AIUU C YTIIOBBIM
PacroI0KEHUEM PEKBU3UTOB.

10.5. JlomosHATENBHO K PEKBU3MTaM OJaHKa MHChMa MpH O(GOPMIICHUH IMCEM B IIIKOJIE
HCIOJIB3YIOTCS CIIEYIOIINE PEKBU3HUTHI:

e ajpecar;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O NMPUJIOKEHUH;

e BU3a;

e  TIOAMKUCH.

e OTMETKa 00 UCTIOJHHUTEIE.



10.6. IIpu odopmiieHun nuckMa Ha ABYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCSI TOCEPEANHE BEPXHETO MOJIS JIUCTa apaOCKUMH LUPPAMH.
10.7. [lucpma MOMUCHIBACT JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYCHHBIE TIPUKA30M.
10.8. CiryxeOHbBIC 3aMHCKU
10.9. B mensix ocCymIecTBICHUS] B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE TPUMEHSIOTCS CITy>KeOHbIe 3armucKu. Ciry)KeOHBIE 3aITUCKH SBIISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3alHCOK  SBIISIOTCS
COTPYJHHMKH 00111e00pa30BaTeIbHOM OpraHu3anny.
10.10. CuyxebHas 3amMcKa MOXKET COCTABIATHCA IO YKa3aHUIO PYKOBOJICTBA WIIM 110 WHUIIMATHUBE
KOHKPETHOTO COTPY/IHHKA.
10.11. Ilpu odopmieHuu ciayxeOHOM 3aUCKU 0(GOPMIIIOTCS CIICAYIOIINE PEKBU3UTHI:

e ajpecar;

e JaTa JIOKYMEHTa;

e HaNMMEHOBaHHE BUJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHUH (IIPU HAJTUYUN);

e HaMMEHOBaHUE JIOJDKHOCTH;

e  TIOAIHCH.
10.12. CnyxeOHble 3alMCKM MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOcUTeNe U (WIM) B JIEKTPOHHOMN

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTb BBIAAETCA COTPYAHUKAM IIKOJIbI W odopmiseTcs MO MpaBHIIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpykuumeint mist mucem, ¢ y4éToM TpeOOBaHUM TIpaskJaHCKOTO
3akoHomarenberBa Poccniickon denepanvi U HaCTOALLETO pasaena.

11.2. TIpoeKT OBEPEHHOCTH TOJITOTABIMBACTCS W BH3UPYETCS COTPYAHHUKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BbIJaHa, IMOCIE 4Yero mnepenaércs B KaHLEISIPUIO ISl HampaBleHUS Ha
MOJIITACAHUE.

11.3. [oBepeHHOCTh TMOAMHCHIBACTCS JTUPEKTOPOM WM JHUIIOM, OCYIIECTBISIONIUM €ro
MOJTHOMOYHST (MCTIOJIHSIFOIIIUM OO0SI3aHHOCTH), U CKPEIUIAETCS Te4aThio 00I1eo0pa3oBaTeIbHOM
OpraHu3alyu.

12. loroBopsl, cor/ianieHusi, KOHTPAKTbI

12.1. JloroBopsl, coriamieHns, KOHTPAKTHI (J1ajiee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUAMHU I'PaXKJaHCKOTO, TPYI0BOT0, OI0JKETHOTO U MHOTO 3aKOHOIaTeNnbcTBa Poccuiickoit
®denepaiv, B 3aBUCUMOCTH OT PETYJIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTENbCTB
CTOPOH.

12.2. TlpoekT mOoroBopa TOJTOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAKTHBIM
YIPaBISIONIMM) C Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAayeCTBEHHOTO OOecredyeHus
WCIIOJIHEHUS! CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (PYHKINI), TOTHOMOYHNH IIKOJIBI B LIETOM.

12.3. TIpoekt moroBopa TMOATrOTaBIMBAECTCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPaKTHBIM
YIPABISIONIUM) COBMECTHO CO CHEHAINCTOM, K QYHKIUAM (TIOJTHOMOYHSAM) KOTOPOI'O OTHOCHUTCS
pelieHue BOMPOCOB, SBISIOMIMXCA MPEAMETOM JI0IOBOpa, WJIM WHBIM COTPYAHHMKOM IO MPSIMOMY
YKa3aHUIO TUPEKTOpa 00IIeo0pa3oBaTeIbHON OpraHu3alii.

12.4. HeobOxoaumasi /Ui IOJATOTOBKH MPOEKTa TOTOBopa MH(opManus coOMpaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAAKE paboyero B3aWMOJAEUCTBUS C YUETOM IMpaBui,
YCTAaHOBJICHHBIX HAcTOsIEeN MHCTpyKIIMEN.

13. IlpuHUMNIBI OPraHU3aAUMU JOKYMEHT0000pOTA

13.1. B 10KyMEHTOOOOpOTE BBIACISAIOTCA CICAYIOIIHME JOKYMEHTONOTOKH: IOCTYIAIoIas
JOKyMEHTaIusi  (BXOZsIIasl), OTHpaBisieMas JOKyMEHTamus  (MCXonsimias), BHYTPEHHS
JOKYMEHTAITHSI.



13.1. B cocraBe BxOoAsImIed M WCXOAAIIEH MOKYMEHTAIIMM MOTYT BBIICISTHCS JIOKYMEHTHI,
MOCTYIUBIINE M3 BBIMICCTOSIINX, MOAPSIIHBIX, MEAUIMHCKUX M JPYTUX OpPTaHU3allfidi, OpraHoB
MECTHOTO CaMOYIPaBJICHHUsI, O0paIIeHUs TPAXKAaH.

13.3. OOpamenuss TpaxiaaH PETUCTPUPYIOTCS W (GOPMHPYIOTCS B Jiella OTACIbHO OT JAPYTHUX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aIIH.

13.4. B mkomne moctaBKka M OTHpPaBKa JOKYMEHTOB OCYIIECTBIISIETCSI CPEICTBAMH ITOYTOBOW CBSI3H,
ANEKTPOHHOU CBSI3M, & TaKXe MO CHCTEME AJIEKTPOHHOTO IOKyMeHTooOopoTa (mamee - CO/). C
MIOMOIIIBI0 TIOYTOBOM CBSI3M B 00IICOOpA30BATEIbHYI0 OPraHU3ALUIO JIOCTABISICTCS NMUChMEHHAS
KOPPECMOH/ICHITUS B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KApTOUYEK, OAHIEpOIeH 1
MEJIKHX ITAaKETOB, & TAK)KE TICYATHBIC U3IAHHSL.

14. TlepBuyHasi 00padOTKa MOCTYNAIIIUX JOKYMEHTOB
14.1. JoxyMeHThI, TOCTYIAWIIME B IIKOJNYy, T[EpPEJaloTCs Ha PEruCTPalUi0 CEKpPETapro
o011eo0pa3oBaTebHONM OpraHU3alluu U MPOXOAAT MEPBUYHYIO 0O0pabOTKY B J€Hb MOCTYILICHUS,
IIpH NIOCTYIUICHWHU B Hepabouee BpeMsl - Ha cieyromui pabounii aeHs. [Ipu nepBuuHoii 00paboTke
JOKYMEHTOB IPOBEPSETCS MPABUIBHOCTh ajpecoBaHusa. OMMOOYHO MOCTYMHUBIIME JIOKYMEHTHI
[I€pPEChUIAIOTCS 110 MPUHAAJIEKHOCTH WM BO3BPAILAIOTCS OTHPABUTENIO.
14.2. loxymeHTsl, moctynusiue ¢ orMmetkamu "Cpouno", "Bpyunts Hemenienno", "OnepaTuBHo",
HE3aMEeUTUTEIBHO MPOXOIAT MEPBUUHYI0 00pabOTKYy M JOKJIAIBIBAIOTCS AUPEKTOPY WM B CIIydae
€ro OTCYTCTBHSI — 3aMECTUTENIO AUPEKTOPA MO HAMIPABIICHUIO JESTEIILHOCTH.
14.3. TlocTynuBize TeIErpaMMbl IPUHUMAIOTCS TIOJ MOJIKCH C MIPOCTABJICHUEM JIaThl M BPEMEHHU
MpHeMa, PETUCTPUPYIOTCS 110 TEM XK€ MpaBuiIaM, 4YTO U MHUChMA.
14.4. DnexTpoHHbIE COOOILIEHUS, aAPECOBAHHbIE JUPEKTOPY WJIM HAIpPAaBIEHHBIE B a/pEC LIKOJbI,
pacrneuaThIBalOTCS U JAOKIAIBIBAIOTCS AUPEKTOPY WM B ClIydae €ro OTCYTCTBUS — 3aMECTUTEIIO
TAPEKTOpA.
14.5. DnexkTpoHHBIE COOOIEHUs, 3aBEPEHHBIE JEKTPOHHOM MOAMMCHIO, MOJyIekaT 00paboTKe 1Mo
MpaBUJIaM, TIPEAYCMOTPEHHBIM ISl TIOCTYHAOIIEH (BXOIIIEH) TOKYMEHTAIINH.
14.6. TloctynuBmias (Bxonsiiasi) AOKYMEHTAIUsl paCHpeleNseTcs Ha PEruCTpUpyeMble U He
MOJTeKAIUE PETUCTPAIIH JOKYMEHTHI.
14.7. He moanexar perucTpaiuu:

e TIPUTJIACHTENBHBIC, TIO3/IPABUTEIBHBIC TUChMA U TEIETPAMMBI;

e OWIETHI,

e TUIAHBI ¥ IPOTPAMMBI CEMUHAPOB, KOH(EPEHINI U APYTHX TOJOOHBIX MEPOTPHUSTHIA,

e JIOKyMEHTBl M0 OyXTajTepckoMy yd4eTy, MaTepHallbHO-TEXHHYECKOMY 00eCHeueHHuIo,

TUTAHOBBIE M (DMHAHCOBBIC JJOKYMEHTBI, TIOCTYNAIOIINE 0€3 COMPOBOAUTEIHHOTO MMUCHMA,

e PpeKJaMHble, KOMMEPUYECKHE MPEATIOKEHHS, B T.4. HOCTYIMHUBIINE IO HIEKTPOHHON MOYTE;

e TICYATHBIC U3JIAHHS,

e THCHMA C IOMETKOH «INYHO.

15. Perucrpamusi, y4yer M PpaccMOTpPeHHE PYKOBOJMTEIeM MNOCTYNAKMIMX (BXOASIIHX)
JAOKYMEHTOB

15.1. TloctynuBimue (BXOZSIIME) TOKYMEHTHI PETHUCTPUPYIOTCA TOJBKO MOCIEe M MEPBUYHON
00pabOTKHU M HE3aBHCHMO OT CTI0C00a MX TOCTaBKH.

15.2. Peructpanusi — npocTaBjieHHEe B HUYKHEM IPAaBOM YTIIy MEPBOIo JUCTA JTOKyMEHTa OTMETKHU
O TMOCTYIJIEHUH C yKa3aHWEM JaThbl MOCTYIUIEHHS M BXOJSIIEr0 pPErUCTPAllMOHHOIO HOMepa
JOKYMEHTa C O00s3aTeIbHON 3aluChi0 B KYpHal pPETUCTpPallMM TOCTyHaromed (BXOASIIEi)
nokyMeHTauu. CTpyKTypa perucTpallMOHHOTO HOMEpa, MOCTYIAONIEro (BXOASIIEro) T0KyMeHTa,
COCTOMT M3 €ro IMOpAJKOBOIO HOMEpa M MHAEKca Jela 10 HOMEHKJIAType Jenl
0011e00pa3oBaTebHON OpraHU3aIH.

15.3. Perucrpauuss BceX MOCTYNUBUIMX (BXOIALIMX) TOKYMEHTOB HPOHM3BOJIUTCS B Ipenenax
o0IIero JOKYMEHTONOTOKA. JIOKYyMEHThI, IOCTYNUBLIME B IIKOJIY IO KaHajgaM (akCUMHIbHON
CBSI3U, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B O0IIIEM MOpPSAKE.



Tekct moctynuBIIed TeneOHOrpaMMBI  3alUCBHIBACTCA B JKypHalle PETUCTpPAIUH
TenedoHOrpaMM U IeyaTaeTcsl Ha JiucTe OyMaru Juid nepeaayd Ha pacCMOTpPEHHUE.
15.4. Tlocrynatomue (BXOAIIME) TOKYMEHThI IEpEAat0TCs Ha paCCMOTPEHHE PYKOBOJICTBY TOJBKO
[I0CJI€ UX PETUCTPALMM U NPEIBAPUTEIBHOIO PACCMOTPEHHUSL.
15.5. JlokyMeHTBI, TIOCTYNHBIIAE B OO0IIEOOpa30BaTEIBbHYIO OpraHW3aI{io, MO BOIPOCaM, HE
TpeOYIOLMM PAacCMOTPEHUS JUPEKTOpa, HAIpPaBISIOTCS PAaOOTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOICTBO HIKOJIbI HEITOCPEACTBEHHO UCIIOIHUTEIIO 3aIpoca.
15.6. /TupexTop B pe30IOLMU ONpPENENsET ML, OTBETCTBEHHBIX 3a UCIIOJIHEHHE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHN 3a JIETONPOU3BOACTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonnMHHUK TOKYMEHTa C PE30JIIONHEN PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaMpaBJIsSIeTCs] UCIIOJIHUTEIIIO.
15.8. Ilpm HaMM4YMM HECKOJBKHUX HCIIOJHUTENCH NOAIUHHUK JOKYMEHTa MEepeaaeTcss ToMy
UCIIOJHUTENI0, KOTOPBIH B  COOTBETCTBUM C YKa3aHUSAMM [0 HCIOJHEHUIO  SBISAETCS
OTBETCTBEHHBIM, OCTAJILHBIC UCTIOJIHUTEIH TTOIYYaOT KOMHUIO JOKYMEHTA.
15.9. IlomMuHHUK JOKYMEHTa, KOTOPbI HCHOJHAETCS HECKOJIbKUMH JOJDKHOCTHBIMHU JIUIIAMH,
MOJTy4YaeT OTBETCTBEHHBIH NCTIOTHUTENb. OCTaIbHBIM UCIIOTHHUTEISIM MIEPEIAI0TCS KOTIHH.
15.10. HM3roroBineHue KONMM JOKyMEHTa JUIl HEepeAayd COMUCIOJHUTEISIM OCYIIECTBIISAETCS
CeKpeTapeM 00I11e00pa3oBaTeIbHON OpraHU3aIUH.
15.11. Pe3omronusi COAEPIKUT:
e yKa3aHuWE IO UCIOJHEHHIO, COJAEp)KAlllee KpaTKoe ONHUCaHuE HEOOXOAUMOro s
WCTIOJIHEHUS IeHCTBHUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHOO A0 HMCTEYECHHUS KOTOPOTO0 HEOOXOIMMO
UCIIOJHUTH NMPEANNCaHHOE JIeCTBUE;
e JIMYHYIO MOAIHUCH aBTOPA PE3OTIOIHH;
e JlaTy IPOCTaBJIEHUS PE3OIIOLHH.
15.12. VYkazaHue Ha CpOK, B TE€YEHHE KOTOpPOTO JIMOO O HMCTEYECHHUS KOTOPOro HEOOXOIMMO
UCTIOJHUTH TPEIIUCAHHOE JIEHCTBHE, MOXET HE BBIPAKaThCsl KOHKPETHOW JaTOW M coaepxkartb
BBIpaKEHUS: "B YCTAaHOBJICHHBINA 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtonus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE MEPBOTO JHCTA JTOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus aJpecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
UCIIOJHEHUE JIOKYMEHTa B IEJIOM SBISETCS COTPYAHMK, yKa3aHHbBIM MEpBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLICHUH KOTOPOTO CJeliaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBECHHBIM.

16. Opranu3zanusi padoTsl ¢ OTHPABJAsIEMbIMHU (MCXOAAIIUMHI) TOKYMEHTAMU

16.1. Jlo mpemocTaBieHUsi MPOEKTa OTMPABIAEMOro (HMCXOJSIIET0) JOKYMEHTa Ha TMOJIMHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSJAKE Ha IOANMKHCAHUC JIUILY
OCHOBHOW HCIIOJTHUTENh MPOBEPSET MPABIIBHOCTh O(DOPMIIEHUS OTMPAaBISIEMOro (MUCXOMISINIEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTose NHcTpykunu.

16.2. Tlpu mMOATOTOBKE OTIPABISAEMOTO (MCXOMAIIET0) MOKYMEHTa KaKk OTBETa Ha MOCTYMUBIIUI
(BXOAAIINI) JOKYMEHT HCIIOJIHATETh TMPHKIAIBIBACT K IMOATOTOBICHHOMY IPOCKTY BXOISIINAN
JOKYMEHT.

16.3. TIpoeKTHI OTIIPABIISAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COOIOCHUST YCTAHOBICHHOTO
B PE3OJIIONHMHM CpPOKA WCIOTHEHHs] TEepearoTcsl OTBETCTBEHHBIM HCIIONHUTEIEM B OTIEIN
JICJIONIPOU3BOICTBA (KAHIICSPHSI, CEKPETaph) IIKOJIBI JTS HAITPABJICHUS HA TIOIITUCAHHE.

16.4. TloanmucaHHBIE OTIpaBIsieMble (MCXOIANINE) JTOKYMEHTBI, TMeEpenarTcs paboOTHUKY
OTBETCTBEHHOMY 32  JICJIONIPOM3BOJICTBO  IIIKOJBI, KOTOPBIA  OCYIIECTBIISIET  IMPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHUSI KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOr0 (HMCXOMSIIETO)
JOKYMEHTa CIIMCKY pAacChUIKM, a TaKXe MPaBWIbHOCTh OGOpPMIIEHHS JOKYMEHTa COTJIacHO
HACTOSIIEN UHCTPYKLIUH.

16.5. B cinyyae HapymieHHss KOMIUIGKTHOCTH WJIM COOTBETCTBHSI KOJIMYECTBA, a TaKKe
MPAaBWIBHOCTH O(OpPMIIEHUS JTOKYMEHTA COTJIACHO HACTOSIICH WHCTPYKIIUU OTIpaBIsieMbIe



(ucxonsmue) JTOKYMEHTHl  HE3aMEIJIUTEIbHO  BO3BpAllalOTCS  paOOTHUKAMM  KaHIEJSPUU
OTBETCTBEHHOMY HCIIOJHMTEII0 WJIM B Cllyda€ OTCYTCTBHUS OTBETCTBEHHOI'O MCIIOJHHUTENS €ro
HETNOCPEJCTBEHHOMY PYKOBOAUTEIIO ISl yCTPAHEHHs HAPYIICHUH.
16.6. JlokyMeHTBHl mHocji€ UX MOJNUCAHUSA IUPEKTOPOM WIM HHBIM YIOJHOMOUYEHHBIM JIUIIOM
NepeaarTcs B KaHIENAPpUI0 0011e00pa30oBaTeIbHON OpraHu3aluy sl pETUCTPALlUH U OTIIPABKH.
16.7. Peructpanus oTIpapiasieMbIX (MCXOASIINX) JOKYMEHTOB OCYILECTBIIAETCS MOCIE IPOBEIECHUS
pabOTHHKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JICJIONPOU3BOJICTBO, IPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBUS KOJMYECTBA SK3EMIUISPOB, a TAKXe IMPAaBUIBHOCTh O(OPMIIEHUS OTIPABISEMOIO
(MCcXos1Iero) TOKYMEHTA.
16.8. Perucrpauus co3naBaeMbIX [JOKYMEHTOB OCYILECTBJIAETCS B JIeHb HOAMNMCAHUS WU
YTBEpKICHHS 100 Ha CIeyromuil pabounii 1eHb.
16.9. CBeneHus 0 peruCTPUPYEMBIX OTIIPABIISEMBIX (MCXOAIINX) TIOKYMEHTAX BHOCATCS B KypHAJ
perucTpanyu OTHpaBiIsieMon (MCXOAIIEH) JOKYMEHTALIUH.
16.10. PeructpanimoHHbIit HOMEp U JaTa OTHPABIAEMOTO (UCXOISAIIEr0) JOKYMEHTa TPOCTABIISIFOTCS
Ha TIOJJIMHHHUKE JIOKyMEHTa B pEKBHM3HWTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCS B JIEle
00111e00pa30BaTeNIbHON OpraHU3aIHH.
16.11. CtpykTypa perucTpanMoOHHOTO HOMepa OTHPABISAEMOTO (MCXOMASIIET0) JOKYMEHTa COCTOUT
U3 €ro MopsIKOBOIo HOMEpa M UHJEKca Jela 10 HOMEHKJIAType JeJT IKOJIbI.
16.12. OrmpaBka JOKYMEHTOB MPOU3BOAUTCS IEHTPAIM30BAaHHO pPAOOTHUKAMHU KaHIEISPUN
LIKOJIbI, KOTOpPbIE MPOU3BOASAT HUX COPTUPOBKY IO CIOCOOY OTHpaBieHMs (IIpOcTasl, 3aKa3Has,
MEXyHapoaHas U Ap.).
16.13. IlucbMa, TenerpaMmbl, OTKPBITKH, OaHIEPOJIN U NTeYaTHbIE U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl 1 Telle()OHOTPaAMMBI IIEPEJAOTCS 10 KaHaiaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHBIE COOOIICHHS OTIPABIAIOTCS C OQPUIMAIBLHOTO MOYTOBOTO 3JIEKTPOHHOTO
azpeca 0011e00pa3oBaTEIHLHON OPraHU3aIUH.
16.15. ITucbma, TenerpamMMsbl, OTKPBITKH, OaHIEPOIH, (PaKCOTPAMMBI, HJIEKTPOHHBIE COOOILIECHNS, HE
CBsI3aHHBIE C paboUeH NesTeTLHOCTHIO, K OTIIPaBKE HE TPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIpaBiIseMble CPEACTBAMU MIOYTOBON CBSI3U MPOXOJIAT:

e  YIAKOBKY;

e aJpecoBaHMe (IIpU HANpaBlIEHUM JOKyMEHTa Oojee 4yeM B 4 ajapeca) — B COOTBETCTBHHM C

yKa3aTeJleM PacChUIKH, Ha Ka)KIOM SK3eMIUISIPE MUChMa YKa3bIBAETCs TOJIBKO OJIMH ajpecar.

e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;

e TIepenadvy B IOYTOBOE OTACIICHHUE CBS3H.
16.17. Ilpu moAroToBKE M OTIpaBKE MUCEM HEOOXOJMMO YUUTHIBATh NPaBUIIA, YCTaHOBIICHHBIE
puKa3oM MuHuCTEpCTBA CBA3M U MaccoBbIX KoMMyHHKauil P® ot 31 urons 2014 r. N 234 "O0
yTBepkaeHun [IpaBui okazaHus yciuyr Mo4TOBOM CBA3U".
16.18. JIokyMeHTHI, OTHpaBIIsIeMbIe CPEICTBAMH ITOYTOBOM CBSI3U B OIHMH aJIPEC, BKIIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxonsmme DOKYMEHTHI, TpeAHA3HAYCHHBIC IS OTIPABKU CPEACTBAMH (PaKCUMHIBLHON
CBSI3U, OTIPABIISIIOTCA PAOOTHUKAMH KaHLIEISIPUH 00111e00pa3oBaTeIbHON OpraHU3alIHiH.

17. Pa3paGoTka U BeJleHHe HOMEHKJIATYPHI e

17.1. JlokyMeHTalbHBIH (POH]I MIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0Pa3yIOIIUXCsS B TIpoliecce
€ro JesATenbHOCTH. JOKyMEHTanbHBIA (DOHI IIKOJIBI COCTaBISIOT JOKYMEHTHI, CO3JIaHHBIC B
o0nieo0pa3oBaTeabHOW OpraHM3all W TOJYYEHHbIE €10 B pe3yjibTaTe B3aHMMOJICHCTBHUS C
OopraHaMu TOCYJapCTBEHHON BJIACTH, OpraHaMd MECTHOTO CaMOYIpPAaBJICHUS, IOPUAUUYECKUMU U
(bU3MYECKUMU JIMIIAMHU.

17.2. HomeHnknatypa Aen sIBISIETCS OCHOBOUM (hOPMUPOBAHUS JOKYMEHTAIBHOTO (JOHIA IIKOJBI U
MPEACTaBaseT CO0OM CHCTEMATH3WPOBAHHBIA IE€PEUCHb 3arojiOBKOB (HAaMMEHOBAaHWM) JIEll,
3aBOJUMBIX B IIIKOJIe, C YKa3aHHEM CPOKOB MX XpaHEHHs, U O(OPMICHHBIH B COOTBETCTBUU C
MPaBOBBIMU aKTaMH, PEKOMEHJAIMSIMU M METOAMYECKHMMM YKa3aHHMsMH OpraHoB Poccuiickoi



denepanyy, YIOJIHOMOYEHHBIX B cdepe TOCYJapCTBEHHOTO YIPABICHHUS AapXWUBHBIM JIEIIOM,
JIeJIONIPOU3BOCTBA U IOKYMEHTOO00pOTA.
17.3. HomeHkaTypa Jiest COCTaBIIACTCS Ha OCHOBE U3yUYCHHUS MOJIOKEHHA, MHCTPYKLIUN U TpaBuiL, a
TAaKXKe JPYI'HX JIOKyMEHTOB, PpErJIaMEHTUPYIOIIMX JEATENbHOCTh  00I11e00pa30oBaTebHOM
OpraHM3alMM, a TaKkKe HOMEHKIATyp Jel 3a NpPeUIeCTBYIOUIME TOoAbl U JIOKYMEHTOB,
00pa3yIoIIKXCsl B ASATEILHOCTH 00111e00pa30BaTeIbHON OpraHu3aluy.
17.4. HomenknaTypa Jesl UCHOJb3YeTCS JJI1 TPYNIHUPOBKU MCIIOIHEHHBIX JOKYMEHTOB B €A,
cUcTeMaTHU3allui U y4eTa Jejl, ONPeeseHUsI CPOKOB UX XPaHEHMs U NTOUCKA JOKYMEHTOB, SIBJISIETCS
OCHOBOM1 JUIsl COCTaBJIEHUs OIMCEN J€J1 MOCTOSHHOTO U BpeMeHHoro (cBbiiie 10 jieT) xpaHeHus, a
TaKXke Ui ydeTa Jesl BpeMeHHOro (10 10 JieT BKIIOUUTENbHO) XPAHEHHUS.
17.5. HomeHkiaTypa J1e1 BBOAUTCS B AEUCTBUE IPUKA30M 110 LIKOJIE.
17.6. HomeHknaTypa jies TOTOBUTCS B TPEX IK3EMILISIpax:

e Ui IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U MIOCTOSIHHOT'O XPaHEHMS;

e IS UCIIOJIb30BaHUA B pabOTE OT/IEIOM JIEIONPOU3BOJICTBA (KaHIensspuei);

e JUIS XpPaHEHUS B apXUBE IIKOJIBI.
17.7. 113 HOMeHKJIATypbl Jell IIKOJIbI OTBETCTBEHHBIM JIMLIOM 32 BEJICHHME JEJIONPOU3BOJICTBA
OoOPMIISIFOTCSI BBIMMCKH JUTSI KAXKJIOTO W3 TOJpa3elieHUd M OTACIIOB 00IIeo0pa3oBaTeIbHON
OpraHu3aIMH.

18. ®opMupoBaHue AeJ M UX TeKyliee xpaHenue. [1oAroroBka 10KyMeHTOB M /ieJ1 K nepeaye
HA apXHBHOE XpaHeHHe

18.1. dopmupoBaHue Jesl — IPYNIHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATYpPOH J1e) 001eo0pa3oBaTeIbHOW OpraHU3ali U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co AHS WX 3aBEICHHS JI0 NEpeaayll B apXUB IIKOJIBI MIIM HA YHUUITOKEHUE XPAHATCS 110
MeCTy UX (POPMHUPOBAHUSI.

18.3. Ilpuka3el 1O OCHOBHOW, aJIMHUHUCTPATHBHO-XO3SHCTBEHHOW, Y4eOHO-BOCIIUTATEIHHON
JeSITeIbHOCTH IIKOJIbI, TPYNIUPYIOTCS OTJACIBHO OT MPUKA30B M0 JIMYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 0OyUaroImuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmupyercst 3a HEpuoJl KaJEHAAPHOIO Toja M CUCTEMaTH3UpPYyeTCs B
XPOHOJIOTUYECKON MOCIIEI0BaTEIbHOCTH.

18.5. [IpoBepka HaMMYUSA U COCTOSIHUS JOKYMEHTOB M JIe]l IPOBOJUTCS IPU NIEpEMELLICHUH JIel, IPH
BO3BpAaTe /i€, IPU peopraHu3aIiy WU JIMKBUAALUN 00111e00pa30oBaTeIbHON OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTelbHOM OpraHu3anuu (Hajgee - apxuB) IepenarTcs JAera
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbllie 10 jieT) CPOKOB XpaHEHHU U MO JUYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JJOKYMEHTHI OBbIITM MOMEIIEHBI B JIEJI0 HAa XpaHEHUeE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IMPOU3BOJUTCS TI0 YTBEPIKIACHHBIM OITHACSM JIEI.

18.8. IloaroroBka JOKYMEHTOB W €Nl K Iepefade Ha apXWBHOE XpaHEHUE M Ha YHUUTOXKEHUE
IpeycMaTpuBaeT:

e DKCIEPTU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OMUCEH JIe] M0 pe3ynbTaTaM IKCIEPTU3bI UX LIEHHOCTH;

e odopmieHue ne;

e COCTaBJICHHE aKTOB HAa YHMUYTOKEHUE JTOKYMEHTOB U JIeJl C UCTEKIIUMHU CPOKaMU XpaHEHUSI.

18.9. DkcnepTr3a IEHHOCTH JI0KYMEHTOB MOCTOSSHHOTO M BPEMEHHOTO XPaHEHHsI OCYIIECTBIISAETCS
€KEroJlHO JIMIIOM (JIMIIaMu), Ha3HAYEHHBIM [PHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHPOBAHUE.
18.10. B neno momernaercs He 6osee 250 McToB (TONIIMHA €A IPH 3TOM COCTaBJIseT He Oolee 4
cM). [Ipu OonbiioM KonuyecTBe JOKYMEHTOB (hopMuUpPYIOTCS ToMa (dacTH) nena. BHyTtpu nena
JOKYMEHTBI PACIOJIaraloTCsi B XPOHOJIOTMYECKOM MOpPSAAKE B COOTBETCTBUHU C ONMChIO. B nena
MOMEIIAIOTCS TOJIBKO UCTIOTHEHHBIE, TPABHIBHO O(POPMIICHHBIE TOKYMEHTBHI.



18.11. JlokyMeHTBHl BHYTpPHU Jejla PACHOJaraloTcsi CBEpXY BHU3 B XPOHOJIOTHYECKOH, BOIPOCHO-
JIOTUYECKOW  TOCJIEeNOBAaTeNIbHOCTH WJIM HMX codeTaHuu. PacrnopsauTenbHble JOKYMEHTHI
TPYIIHUPYIOTCS B JieTia MO BUJAM M XPOHOJIOTHUHU C OTHOCSIIIIUMUCS K HUM TPUIIOKEHUSIMU.

18.12. JInuHbple KapTOUKH paOOTHUKOB (DOPMUPYIOTCS B ACIIO 10 aldaBUTy (HaMIIIHA.

18.13. Odopmienue xpena mnpeaycMaTpuBaeT: OQOPMIICHHE PEKBH3HTOB OOJOXKKH Jena II0
YCTaHOBJICHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIalloM B BEpXHEM IpPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jiela, MOAIINBKY U Tieperier Aena. JIuct 6ompiioro
¢dbopMara, MOAIIUTHIA 3a OAUH Kpad, HymMepyeTcsl KaKk OJMH JHCT B IPAaBOM BEpPXHEM YIIy.
JIOKYMEHTBI ¢ COOCTBEHHOW HyMepaIlieu JIMCTOB, B TOM YHUCIIC TICUYaTHBIC U3JaHMsI, HYMEPYIOTCS B
o01eM mopsiIKe.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WJIU YacTel, HyMEPYIOTCS MO KaXJI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Tlocne 3aBepiieHHs] HyMepallll JIHCTOB COCTABIISICTCS 3aBEPHUTENbHAS HAJIUCh, KOTOpas
pacmojaraercs B KOHIIE jJefia. 3aBepuTebHasi HAAMKUCh COCTABIISETCS B Jiee Ha OT/IEIbHOM JIUCTe-
3aBepHTee Jena.

18.16. B 3aBeputrenpHOM Haamucu IubpamMu U MPOMUCHIO yKa3bIBAa€TCS KOJIUYECTBO JIMCTOB B
JaHHOM JieJie. 3aBepUTENIbHAs HAJINUCh IOAMUCHIBACTCA €€ COCTaBHTEIEM C YKa3aHUEM
pacmiipoBKM MOANMKUCH, IOHKHOCTH U JaThl cocTaBieHus. KonuuecTBO IHCTOB B Jeie
MIPOCTABIISIETCSA HA 0OJIOXKKE JIea B COOTBETCTBUH C UTOTOBOM HA/AMUCHIO.

18.17. PexBH3UT "CpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY Jieja U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIE CBEPKHU €ro CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEYHE THITOBBIX
JOKYMEHTOB UJIU B MEpPEeUHe TIOKYMEHTOB, 00pa3yIomuXcs B AesITeNbHOCTH (heepaabHOro OpraHa,
C YKa3aHUEeM CPOKOB XpaHEHHUSI.

18.18. Ha nenax moCTOSSHHOTO XpaHEHUs uIieTcs: " XpaHUTh MOCTOSHHO".

18.19. Tlpuem nenm TPOU3BOIUTCS COTPYIHUKOM, YIIOJHOMOYCHHBIM Ha BEJICHUE JEATEIHHOCTH
apxuBa, ¢ MPOCTABIEHUEM B JBYX SK3EMIUISIpaX OMHCHU T OTMETOK O HAIWYUU KaKIOoro jAena (Ha
KKJOM 9K3EMIUIPE OTHCH YKa3bIBACTCS KOJMYECTBO (DAKTHUECKH MPUHATHIX JCN, Jara Mnpuema-
nepeavu Je, a TaKkKe MOAMKUCH apXUBUCTA M COTPYAHMKA, TEPEIaBIIEero Aena.

19. 3ak0YHTeIbHBIE N0JI0KEHUSs

19.1. Hacrosimast THCTpyKIUS 110 JIEIOTPOU3BOJICTBY SIBISIETCS JIOKAJTbHBIM HOPMAaTHBHBIM aKTOM
o01eo0pa3oBaTeibHOM  OpraHu3anuy, npuHUMaercas Ha OOmeMm coOpaHuM pabOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBIE B HacTosyto MHCTpyKuuio, opopMIISIOTCS B
MUCbMEHHOW (hopMe B COOTBETCTBUU JICUCTBYIOIIMM 3aKOHOaTeNbcTBOM Poccuiickoit denepanun.
19.3. HMHcTpyKuus mo JAelIONpOM3BOJCTBY B ILIKOJIE NPUHUMAETCS Ha HEONpEIENCHHBIN CpOK.
W3menenus u nonoiHeHus K MHCTpYyKIMU NPUHUMAIOTCSA B MOPSAKE, IPeIycMOTpeHHOM 11.19.1.
Hacrosuen Mactpykuuu.

19.4. Tlocne npuasTHS WHCTpYKIMM (MM M3MEHEHWH W JIOTIOJIHEHWHA OTIENBbHBIX MYHKTOB H
pa3zenoB) B HOBOW peJaKkIUK MpeIblayIias peJakius aBTOMaTUYECKH YTPAauuBaeT CUITY.

Tlpunooscenue Ne 1



IIpaBuaa
0(p)OpMJICHUS] PEKBH3UTOB IOKYMEHTOB

. Jnsg mDOArOTOBKM JOKYMEHTOB NPHUMEHSETCS TEKCTOBBIM peaakTop, oOecreynBaromuit
TpeGoBaHuUs TpapuUECcCKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugsl u pasmepsl ucnonb3yembix mpugTos: Times New Roman — 12, 13, 14; Calibri 14 u
IpUOIINKEHHBIE K HUM.

3. Ilpy moaroTroBKe TEKCTOB B TabNMIAx, Ui OOECMEYeHHUs Jydlled YUTaeMOCTH JaHHBIX,
JomycKaeTcs mpuMeHeHue mpudro Buaa Arial, pazmepon 12,13.

4. Jlnana3oH UCIOIb3yEeMBIX MEXKITYCTPOUHBIX HHTEPBAIOB: OT OJHMHAPHOT'O JI0 MTOJYTOPHOTO.

5. AG3aiHbBINA OTCTYI TEKCTA IOKyMEeHTa - 1,25 cM.

6. 3aroJ0BKH pa3IesIOB U MOAPA3/IEIIOB MEYATAIOTCA ¢ a03aI[HBIM OTCTYIIOM HJIM HEHTPUPYIOTCS T10
IIMPUHE TEKCTA.

7. MHOrOCTpOYHBIE PEKBH3HTHI IE€YATAIOTCS YEpe3 OAMH MEKCTPOUHBIM HWHTEPBAN, COCTaBHBIC
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOIHUTEIbHBIM HHTEPBAJIOM.

8. Ecni TOKyMEHT TOTOBHTCS Uil M3JIaHHs C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcsl yepes
JIBa HHTEpBaa.

9. UnTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBal MEXIy CIIOBaMHU - OAUH IIPOOe.

10. TekcT 1OKyMEHTa BbIpaBHUBAETCS IO MIMPUHE JKCTa (110 IPaHUIAM JIEBOI'O U MPaBOro Moje
JIOKYMEHTA).

11. JInuHa caMoil ATMHHOM CTPOKM PEKBU3MTA IPH YIIIOBOM PACIIONIOKEHUU PEKBU3UTOB He Ooiee
7,5 cMm.

12. JInuHa caMoil JJIMHHOM CTPOKM PEKBU3UTA MPU MPOJOJBLHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopMbI TIOKyMEHTA

Koxa dopmbl mokymeHTa mpocTaBiseTcs Ha YHUPHUIIMPOBAHHBIX (POpMax TOKYMEHTOB, B OCHOBHOM
HCIIOIB3YEMBIX B KaJpPOBOM JIOKyMEHTOOOOpOoTe miKkoJibl. Pacmonaraercs koa (Gopmbel B mpaBoM
BEpXHEM Yy paboyero mois JOKyMEHTa, cocTouT u3 cioB "®opma mo" (HauMEHOBaHUE
Kkiaccudukaropa) u uudpoBoro kKoja.

Ipumep - @opma no OKY]] 0301001.

14. HaumeHOBaHUE LTKOJIBI

HanmeHoBaHMe TMIKOJBI JOJDKHO COOTBETCTBOBATh HAWMEHOBAHUIO FOPUIMYECKOTO  JIUIIA,
3aKpeIUVIECHHOMY B  €ro  Yy4peAWTeNbHbIX JoKyMeHTax (YcraBe o0meoOpa3oBaTesbHON
opranu3zamyn). [1o1 HaMMEeHOBaHMEM IIKOJIBI B CKOOKAX YKa3bIBAETCSl COKpAIlEHHOE HAMMEHOBAHUE
00111e00pa30BaTeIbHON OpraHU3aIH.

Han HaMeHOBaHMEM IIKOJIBI - YKa3bIBACTCS MOJTHOE HANMEHOBAHUE BBITIECTOSIICH OpraHN3aIliH.

15. CnpaBoyYHble IaHHBIE O IIKOJIEe

CroipaBouHbIE JaHHBIE O LIKOJIE BKJIIOYAIOT B ceOsl: MOYTOBBIM aapec, Homepa TenedoHa, (akca,
aapec SJeKTpoHHOW mouthl, kKoj mmkoiasl mo OKIIO (mpoctaBisiercss mo OOmepoccuiickomy
KJaccu(uKaTopy MpeanpUsTHil U opraHu3anuii), OCHOBHON TOCYJIapCTBEHHbIN perucTpaliioOHHBIN
Homep (OI'PH), naentuduxanoHHbIi HOMEpP HAJIOTOIMJIATENbIINKA/KO MPUYMHBI TOCTAHOBKU Ha
Hasiorossiit yuet (MHH/KIIIT).

16. HanmeHoBaHMe BUIa JOKYMEHTA

PexkBu3uT uncnonp3yercs JUid yKasaHMs BHJA JOKYMEHTa M pAacIoaraercsl IMOoJ PEKBU3UTOM
«HavMEeHOBaHHe o0011eo0pa3oBaTenbHOM opraHu3anuuy». HanMeHoBaHWe BHUAA [OKYMEHTa He
YKa3bIBA€TCs B MMCbMaXx.

17. [lara noxymMeHTa




Jlatoit MOKYMEHTa SIBISICTCS Jara ero MoAmucaHus (IpuKa3, MUChbMO, 3alUCKa, akT W Jp.),
YTBEpXKICHHS (MHCTPYKIIMS, IMOJIOKEHHE, MPaBUiIa, PErIaMEHT, IUIaH, OTYET W JIp.), COOBITHS,
3a)IKCHPOBAHHOTO B JIOKYMEHTE (TIPOTOKOIM).
Jlata TOKyMEHTa MPOCTABISAETCS JOKHOCTHBIM JIMIIOM, TOANUCHIBAIONINM WIIH yTBEPKIAOIIUM
JOKYMEHT, WA TIPH PETUCTPAMH JIOKYMEHTa, WJIH HEMOCPEACTBCHHO COCTAaBUTEIEM IPHU
MOJITOTOBKE JIOKYMEHTA (CiTy)KeOHasl 3aIcKa, 3asBICHUE H JIP.).
JIOKYMEHTBI, U3/IJaBa€MbI€ COBMECTHO C JAPYTUMU OPTaHU3AMMSIME JTOJKHBI UMETh OJHY (SIUHYIO)
nary.
Haty nokymeHnTa ohopmisitoT apabckumu nudpamMu B OCIESI0BATSIILHOCTH
e JIeHb Mecslla, Mecsll, roja. JleHp Mecsna U Mecsil OQOPMIISIOT JABYMs Iapamu apaOCKuX
uudp, pasaeieHHBIMH TOYKOH; TOJ - YeTBIPbMS apaOCKuMu LudpaMu, HampUMep:
01.12.2017. byksa "r" mocie uudp HEe CTaBUTCS.
e TIPH CIIOBECHO-IU(POBOM crocode opopmIIeHHUs NaThl JIEHb MECAIla YKa3bIBaeTCsl Mapoi
apabckux mudp, roj1 YeThIpbMs apabCKuMu nudpamu, Hanpumep: 12 nexadps 2017 r.

18. PerucrpaninoHHbli HOMEp JOKYMEHTA

PerucrpanmonHslii HOMEp JOKYMEHTA IIPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMN pPEruCcTpalui,
IIPUHATOH B IIKOJIE.

PerucrpanmonHbiil HOMEp IPUCBAUBACTCS JOKYMEHTY IOCJE €ro NOANNUCaHus (YTBEPKIACHUS).
Ccbulka Ha perucTpalOHHBIA HOMEP U 1aTy JOKYMEHTa

Ccpulka Ha UCXOJAUINM HOMEp U JaTy JOKYMEHTa aJ[pecaHTa BKIIOYAaeT B ce0sl perucTpaliOHHBbIHN
HOMEp U JaTy JOKYMEHTa, Ha KOTOPbI JOKEH OBbITh JaH OTBET.

19. Mecto coctaBiienus (M3JaHus) JOKYMEHTa
MecTo cocTaBiieHUs WM U3JaHUsI TOKYMEHTa - "Topoy ..." - yka3bpIBaeTcs Ha OJaHKaX MPOTOKOJIOB
U aKTOB, COCTaBIIsIEMbIX B 00111€00pa30BaTeNbHOM OpraHu3aluu.

20. Anpecar

B pekBusute "Anpecatr" ucnonb3yrorcs opUIUMAIbHbIE HAMMEHOBAHUS OPraHOB TOCY/IapCTBEHHOM
U WCIIOJIHUTEIBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIPaBJIEHHA, opraHuzauuil. Jlomyckaercs
HCIO0JIb30BaTh O(UIIMATBHO MPUHATHIE COKPAIICHHbIE HAMMEHOBAHMSI OPraHOB T'OCYJapCTBEHHOHN U
VCIIOJIHUTEJILHOM BJIACTH, OPTaHOB MECTHOT'O CAMOYIIPABIIEHUS, OPraHU3aALNH.

[Ipn agpecoBaHMM JOKYMEHTa IOJKHOCTHOMY M YacTHOMY JIMIY WHHULIMAJIBl CTaBSTCS IOCTE
bamunnm.

IIpumep - Pykogooumenio OO0 «Cmpoumenvy
Damunus U.0.

PexBusut "anpecar" mpocTaBisieTcs B BEpXHEH IMpaBoOd 4acTu JOKyMeHTa (Ha OJaHKe ¢ yrioBbIM
pacroyio)keHUeM PpPEeKBU3MTOB) WJIM CIpaBa MO pPEKBU3UTaMU OnaHka (IIpU MPOJOJIEHOM
pacrosoKeHuu peKkBU3UTOB OnaHka). CTpoku pekBu3MTa "aapecar’ BBIPABHUBAIOTCS IO JIEBOMY
Kparo WIHA LHEHTPYIOTCS OTHOCUTEIIBHO CaMOU JTIMHHOM CTPOKH.

IIpu anpecoBaHuM [OOKyMEeHTa Oe€3 yKa3aHUs [OJDKHOCTHOIO JIMI[Aa HAaUMEHOBAHMsS aJpecaToB
MULIYTCS B UMEHUTEILHOM I1a/IEKe, HAlpUMED:

Opeanvl cmamucmuxu 2opooa Mockewvl

[Ipn angpecoBaHWUM [OKYMEHTa pPYKOBOJUTENIO OpraHU3allid HAMMEHOBAaHUE JIOMKHOCTH
YKa3bIBaeTCs B aTEIbHOM MajieKe, HalpuMep:

T'enepanvromy oupexmopy OOO «H30anuey

Damunus U.0O.



ITouroBBINi aapec HE YKa3blBaeTCd B JOKYMEHTaX, HAINpPaBIsEMbIX B BBICIINE OpraHbl
roCyJapCTBEHHOH BacTH, (eliepanbHble OpraHbl HCIOIHUTENBHOM BIACTH U UX TEPPUTOPHATIbHBIC
OpraHbl, OpraHbl TOCYIapCTBEHHON U UCIIOJIHUTEIIBHON BIIACTH, IIOCTOSI UHBIM KOPPECIIOHIEHTAM.
IIpu agpecoBaHMM NMKMCbMA B OPraHU3aLMIO YKa3bIBAIOT €€ HAUMEHOBAHUE, 3aT€M IOYTOBBIN ajpec,
HarpumMmep:

Tocyoapcmeennoe  yupeoicoenue  Bcepoccutickuil — HAYYHO-UCCIE008AMENbCKUL  UHCIUMYM
O00KYMEHMOBeOeHUsL U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly VYKa3blBalOT (aMWIMI0O W WHHUIHAIBI
I10JIy4aTelisl, 3aTeM IIOYTOBBIN aApec, HAIpUMeED:

Ilempoesy U II.
Ilpouzsoocmeennas yu., 0.5, k.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH coaepkarh Oonee derbipex amapecaroB. Cioo "Komusa" mepen
BTOPBIM, TPETHUM, UETBEPTHIM ajJpecaTaMu He yKkas3biBaercs. [Ipu uumcne ampecatoB Oosee 4-x
COCTaBJISIETCSI CIIMCOK PACCHUIKH TOKYMEHTA.

Ecnm pgokymMeHT oTmpaBisieTcss B HECKOJIBKO OJHOPOJHBIX OpraHU3alMii WIM B HECKOJBKO
CTPYKTYPHBIX TOJIpa3AesieHUuil OpraHa UCIIOJHUTEIBLHOM BIACTH, TO OHU YKa3bIBAIOTCS 0O0OIIEHHO.
[Ipumep:

Pyxosooumensm yupescoenuti CIIO

20. 'pud yTBEpkKACHUS TOKYMEHTA

I'pud yTBepkAeHUS MPOCTAaBIAETCS B IMPAaBOM BEpPXHEM YIiy JoKyMeHTa. CTpOKM pEKBH3HMTa
BBIPAaBHHUBAIOTCS IO JIEBOMY KpalO WM LIEHTPUPYIOTCS OTHOCUTENBHO CaMOM JIMHHON CTPOKH.
JIOKyMEHT  yTBepKJIaeTcs  JOJDKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH  JIMIIAMH) WU
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAHOBJIEHUEM, PEIIEHUEM, IPUKA30M, PACIIOPSIKEHUEM).
[Ipu yTBEepKIeHHM JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU( YTBEPXKAECHUS JOJKEH COCTOATh U3
cioBa YTBEPXJIAI (0e3 kaBblueKk), HAaUMEHOBAaHUS JODKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, €ro MOJIUCH, HHULIUAJIOB, (DaMUIIMU U JaThl YTBEPXKICHHS.

[Tpumep:

VYTBEPXJ[AFO
Lupexmop MBOY Illkona Ne 1238
U.0. ©amunus

21. lata

[Ipu yTBepKIeHUN JOKYMEHTA HECKOJIBKHUMHU JOJKHOCTHBIMU JIUIIAMU UX MOJIMCH PACIIONararTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkI€HUH JOKYMEHTa PAaCHOPSAUTEIBHBIM TOKYMEHTOM TpU( YTBEP)KICHHUS COCTOUT M3
cioB YTBEPXJEH (YTBEPXJIEHO, YTBEPX/IEHBI, YTBEPXJIEHA), cornacoBanHoro c
HAaMEHOBaHMEM BHJAa YTBEPXKAAEMOro JIOKyMEHTa, HAaWMEHOBAaHUS BHJAa JIOKyMEHTa B
TBOPUTEIHLHOM MaJIeKe, €ro 1aThl, HOMEpa.

[Tpumep:

VTBEPKX/I[EHO
npukazom MBOY Illxona Ne 1238



om 01.03.2020 Ne 57
22. 3arojoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJep)KaHWe JJOKYMEHTAa. 3arojioBOK K TEKCTy IpUKasa
dbopmynupyercs ¢ npemyiorom "O" ("O6") u oTBevaeT Ha Borpoc "o yem?"):

e 1puka3s (0 yem?) 0 CO3JaHUN KOMUCCUU;

e rmpuka3 (0 yeM?) 00 yTBEP)KICHUH ITATHOTO PACTIHCAHUS;

e mHCcbMO (0 YeM?) O IPeAOCTaBICHUH HH(POPMALIUH.
3aroyioBOK K TEKCTY 0opMIIsieTcs 1ol PpEKBU3UTaMU OJIaHKa CJieBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTAIMS JOKYMEHTA COCTaBIISIETCS aBTOPOM TMPOEKTa
JIOKYMEHTA.
3aroJoBOK K TEKCTY MOXKET HE COCTABIIATHCS, €CIM 00bEM TIOKyMEHTa He MPEBBIIIAET 4-5 CTPOK.

23. Tekct noKyMeHTa
JlokyMeHTBl 00111e00pa30BaTEIbHON OpraHU3allui COCTABIISIOTCS Ha TOCYIApCTBEHHOM SI3BIKE
Poccuiickoit deneparuu - pyccKkoMm.
TekcT MOKyMeHTa MOKET COAep aTh pa3elbl, MOAPA3/Eibl, MyHKThI, TOIMYHKTHI, HyMEpyeMbIe
apabckuMu g pamu.
B mpukasax TeKCT TOKyMEHTa U3JIaraioT OT MEePBOTO JIUIA €IMHCTBEHHOTO YHCIIa («IIPUKA3BIBAIOY)
B nokyMeHTax KOJUIETHAILHBIX M COBEHIATEIBHBIX OpPraHax OT TPEThEro JIHIA EIUHCTBCHHOTO
yucna: («cobpaHue... peunio)
TekcT mnpOTOKOJIa W3JIAraeTcs OT TPEThEero JIMIA MHOXECTBEHHOTO 4YHUCHa («CIYIIaImy,
«BBICTYIIUIINY, «IIOCTAHOBUIINY, «PEIIUIIN),
B COBMECTHBIX MOKYMEHTAaX TEKCT H3JIaral0T OT TIEPBOTO JIMIAa MHOXXECTBEHHOTO YHCIIA!
(«TIpHUKa3bIBAEMY, «PEIIUIINY).
B nenoBbIX (CayKeOHBIX) NUChbMAaX UCIIOJL3YIOTCS (DOPMBI M3JI0KEHNS:

e OT TMEPBOrO JIMIIa MHOXXECTBEHHOTO 4HCIa («IPOCHM HAMpPaBHUTH», MPEACTaBIsEM Ha

pPacCMOTpPEHHEY);

e OT TpeTbero juia enuHcTBeHHOro uucina («Aamunuctpanus OY Ilkoma Ne 1238 nHe
BO3paXKaeT»);

e OT TMEpBOTO JHIIA EIUHCTBEHHOTO UYHCIa («CUUTAI0 HEOOXOAUMBIMY, «IIpeiJiararo
PacCMOTPETHY).

[Tpu ynotpebneHuu B TekcTe (haMumInil U1 HHUIIMATBI YKA3bIBAIOTCS TOCe PaMIINU.
B nenoBbIX (CayKEOHBIX) HUChbMAaX MOT'YT HCIIOIb30BATHCS:
e BCTyNUTEIbHOE OOpaleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas eocnooca I[lemposa!
Yeaowcaemvrii Huxonau Ilemposuu!
Yeaowcaemasn Onvea Huxonaesna!
Yeaoscaemvie cocnooa!

B oOpamieHnn 10 JOJDKHOCTH HaWMEHOBAHHME JOJDKHOCTH THIIETCS C TPOMHCHOH OYKBBI, B
oOpartieHuu 1o (haMUIMF UHULIAATBI JINIA HE YKAa3bIBAOTCS.

e 3aKJIFOYMTENIbHAS dTUKETHAs (pasa:
C ysaoicenuenm, ...

CrpaHuIbl TOKyMEHTa HYMEPYIOTCS, HAUYMHAask CO BTOPOT'O JIMCTa JIOKyMEHTa apaOCKuMH LuppaMu
MocepeIMHE BEPXHETO MOJIS.

TekcT mOKyMeHTa OTHENsIeTCs OT 3arojioBKa JBYMs WJIM TPEMsI MEXIYCTPOUHBIMM HMHTEpBAIaMHU
UCIOJIb3yEMBbIMHU B TEKCTE.

24. OTMeTKa 0 IPUIOKEHHUN




OTMeTKa O MPUIIOKEHMM HCIIONB3YyeTCs MpH O(GOPMICHUM MHUCEM U MPHIOKEHHHA K IUIaHaM,
[IporpaMmam, OT4eTaM, IOJI0KEHUAM, IIpaBUIaM, HTHCTPYKLUAM U IPYyTUM

JOKYMEHTaM.

B nucemax orMeTka o NpuiIoKeHUH 0popMIIeTCs 0 TEKCTOM IHMChbMa Ha paccTosHuu 1,25 cm ot
IPAaHMIIBI JIEBOTO NOJIA. ECin NpuitokeHue Ha3BaHO B TEKCTE NMHUCbMA, B OTMETKE O NMPUIIOKEHUHU
YKa3bIBa€TCSA KOJIUYECTBO JIMCTOB U KOJIMYECTBO DK3EMILIAPOB IIPUIIOKEHU, HAIIPUMED:

Ilpunooscenue: na 3 1. 6 1 3k3.
[Ipy HanMYuM HECKOJbKUX NPUIIOKEHUIH, B OTMETKE O MPHIOKEHUH OHU HYMEpPYIOTCH,

YKa3bIBaAOTCSA HAUMCHOBAHHA KaXAOro IIPUIIOXKCHUA, KOJIUYCCTBO JIMCTOB HU KOJHUYCCTBO
OK3CMILIIPOB, HAIIPUMEP:

Ipunoocenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepaicoenuu pakma odyyenus... na 1 1. 8 1 3x3.

Ecnu npumnoxxeHus: cOpoIIIOpoBaHbl, TO KOJUYECTBO JHCTOB HE yKa3biBaeTca. Eciam mpuiiokeHue
HaIpaBJISIIOT HE BO BCE YKa3aHHbBIE B JJOKYMEHTE aJpeca, TO OTMETKY O €ro HAJIUYUu OOPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 5x3. monvKo 6 nepaéwlil aopec.

Ha IMPUIIOKCHUAX K IIpaBUJIaM, HHCTPYKIUAM, IOJIOKCHUAM, IJIaHaM, IIpOrpaMmMmamM, JOTroBOpam U
APYTrUM JOKYMCHTaM OTMCTKA O IPHIIOKCHHUU HNPOCTABJIIACTCA Ha IEPBOM JIMCTC MPUIIOKCHHUA B
IIpaBOM BCPXHEM YTIIIYy.

Ecnu nmpunoxxeHue ofHO, OHO He HymepyeTcs. Eciau npuiokeHni HECKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Texcre noxkyMmeHTa Ipu IepBOM YIIOMMHAHUM JOKYMEHTA-TIPUIOKEHUSI B CKOOKaX yKa3bIBaeTCs:
... (mpunoxenue) wiM ... (MpuUokeHue 1); mepes HOMEPOM MPUIIOKEHHUS JOMYCKAeTCs CTABUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke 0 mpUIIOKEHWN yKa3bIBaeTCsi HANMEHOBAaHWE BUIAa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMEp, Harpumep:

IIpunoocenue N° 2 k npuxazy MBOY Llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npuiiokxeHueM K JOKYMEHTY (Hampumep, K NMpHKa3y) SBISETCS YTBEPXKAAeMbI JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPaBOM YTy MPOCTaBISETCS
OTMETKA O MPUIIOKEHUH, HIKE — IpU( yTBEp>KACHUS, HATPUMED:

Ipunoscenue
VYTBEP)KJI[EHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzura "OTMeTKa O MPHUIOKEHUU" JOJKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud coryacoBanus JOKYMEHTA
I'pud cornacoBanusi JOKyMEHTa UCHOIB3YETCS MIPU COTIACOBAHUM JIOKYMEHTa C OpraHaMy BIIACTH,
OpraHMu3alMsIMi WIH OOKHOCTHBIMU Jiuniamu. OH cocroutr u3 cnoBa “COI'JTACOBAHO”,




JOJDKHOCTH JIMLIa, KOTOPBIM COIJIACOBAH JOKYMEHT (BKJIIOYash HAMMEHOBAHUE OpTraHU3aIliM),
JUYHOMN MOJIHUCH, paciiu(POBKU NOANNCH (MHUIMAIOB, (aMIINK) U IaThl COTIACOBaHUS.

[Tpumep:

COIJTIACOBAHO

Jupexmop MBOY [llxona Ne 1238
HU.U. Heanos

01.12.2017

I'pud cormacoBanwusi B 3aBUCUMOCTH OT BHJIA JOKYMEHTa U OCOOEHHOCTEH ero ohopMIIeHHUS MOKET
IIPOCTABJIATHCS:

e Ha MEPBOM JIUCTE JAOKYMEHTa (€CIU JOKYMEHT MUMEET TUTYJIbHBIA JIUCT, - HA TUTYJIHLHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEpKACHHS WU MOJ HAUMEHOBAaHUEM
JIOKyMEHTAa OJIMKE K HYKHEMY TI0JIIO);

e Ha MOCJEIHEM JIUCTE JOKYMEHTA M0J] TEKCTOM;

e HA JIUCTE COIVIACOBAaHUS, SABISIOIIEMCS HEOThEMIIEMOM YaCThIO JOKYMEHTA.

Buemnee cornmacoBaHue Takke MOXKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - MHUCHBMOM,
IIPOTOKOJIOM, IIPUKA30M.
ITpumep:

COI'TIACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue poeKTa JOKyMeHTa opopmiiseTcss BU30OH.

Buza mpoctaBnsieTcs cOOCTBEHHOPYYHO JIMIIOM, BU3MPYIOIIUM JIOKYMEHT, W BKIIOYaeT B ce0s
HAaMEHOBAHHME JIOJDKHOCTH BU3UPYIOIIETO, €ro JMYHYI MOJIMUCh, pPacmr(pPOBKY IOAIUCH
(nHMIMATBL, (AMUIIHIO) U AATy.

[Tpumep:

3amecmumens oupexmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcs MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro MPHIIOKEHUH.

IIpy Hamuuuu 3amMeyaHul, JONOJHEHUWH K IPOEKTy JOKyMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yYKa3aHHUEM.

JUid [OKyMeHTa, MOJJIUHHUK KOTOPOTO OTIpPABISAIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCS Ha
AK3EMILIIpax JOKYMEHTOB, IOMEIAEMBIX B JEJIO0.

JUd 1oKyMeHTa, MOJUIMHHUK KOTOPOT0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS MTPOCTABIISAIOTCS Ha
000poTe MOCJIEAHEr0 JIMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IMOCIEJHEM JIMCTE JOKYMEHTa IOJ
MOJTHCHIO.

27. Hoanuce
[Toamuch BKIFOYAeT: HAWMEHOBAaHWE JIOJDKHOCTH JIMIA, IOANKCABIIETO JIOKYMEHT, €ro

COOCTBEHHOPYYHYIO HOJMKCh; PACIIM(PPOBKY NOANUCH (MHUIIUAIIBL, (haMHITHS):
[Tpumep:

Jlupexmop nuunas noonuco U.0. Pamunus

Ecnu nokymenT odopmien He Ha OnaHke, B HaMMEHOBaHUE JIOJDKHOCTH BKJIIOYAETCS
HaMEHOBaHME 00Ie00pa30BaTeIbHON OpraHu3aluuu (MOJHOE Ha3BaHHWE IIKOJIbI). JlomyckaeTcs: B



pekBusure "[loanuck MOMKHOCTHOTO nuIA" IEHTPUPOBATH HAMMEHOBAHUE JIOJDKHOCTH JIUIIA,
MOAMMCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHOW CTPOKH.

[Ipn moanmucaHuu JOKyMEHTa HECKOJIbKHUMH JOHKHOCTHBIMU JIMIAMU PA3HBIX JOJIKHOCTEM HX
MOAMKMCH PACTOiaratoT OAHY IOJ APYTOod B TOCIEIOBATEIBHOCTH, COOTBETCTBYIOIICH HEpapXUH
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuco 1U.0.D.
3amecmumens oupexmopa auynas noonucsy 1.0.D.

IIpy mnoanucaHuM JOKYMEHTa HECKOJBKMMM JIMLIAMHU PaBHBIX JOJDKHOCTEH UX MOANNUCU
pacroyiaratoT Ha 0IHOM YpOBHE.

B nokymMmeHTax, COCTaBJIIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATYyC JIULA B COCTABE KOMHCCHUHU:
IIPOCTABJICHUEM KOCOM 4epThl Iepes HAaUMEHOBAaHMEM JIOJDKHOCTU ([IOOaBJIATh Kakue- JHO0
IIPUCTABKN).

Ecnu aupexktop wWiM HHOE YNOJHOMOYEHHOE Ha MOANMCAHUE JIOKYMEHTA JIMI0O BPEMEHHO
OTCYTCTBYeT (OTHyCK, OO0JIe3Hb, KOMaHIUPOBKA) WM JIOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJIKCHIBAET  COTPYIHHUK,  YIOJHOMOYEHHBIH HAa  MOAMNUCAHHE B  COOTBETCTBUH  C
pacnopsIAUTENbHBIM JOKYMEHTOM WJIM HAJEJICHHBIA IMOJHOMOYUSMH, YCTAHOBJIEHHBIMU MPUKA30M
mkossl uiu yupenurens (JIOrM), ¢ ykazanuem cBO€i TOKHOCTH U TOJTHOMOYHS, HAIIPUMED:

3amecmumens oupekmopa noonucey U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucy U.0. amunus
WK

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

PexBusut "lloanuchk AOMKHOCTHOTO JHIA" MOXKET ObITh O(OPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAHUM CIYKEOHON 3amucku 0e3 MpPUMEHEHHS TEeXHHUYECKHX
cpencTB) Tu60 0(OPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch MOKHOCTHOTO Juna" ¢ HCHOJIB30BaHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep ImpudTa yKa3aHHOTO PEKBU3UTA HE MOXKET OTINYAThCSA OT
BHJIA M pa3Mepa mpuQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzut '"lloamuch MOJDKHOCTHOTO JHIA" OTACISIETCS OT TEKCTa TpeMsl WU  YEeThIPhMS
OJIMHAPHBIMU MEXKTyCTPOUYHBIMHA HHTEPBAIAMHU.

28. [leuatp

[leyatp sBAsieTCST cOCOOOM TMOATBEPKACHUSI MOJIMHHOCTH MOJMUCH JOHKHOCTHOTO JIMIA Ha
nokyMeHTe. IledaTs cTaBUTCS Ha NOKYMEHTAaX B CIydasX, IPEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMH HOPMATHBHBIMH MPABOBBIMU aKTaMHU.

[ledats craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTHUCK I€YaTH HE 3aXBaThIBAET
JUYHON MOJAMUCH JOHKHOCTHOTO JIMIA MOJIMCABUIETO JOKYMEHT, WM B MecTe, 0003HaYeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, mOAroTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (OpM, TIeuyaTh CTABUTCS B MECTE,
o0o03HayeHHOM oTMeTKO# "MII" unu uHbIM 00pa3zom.

29. OrMeTKa 00 UCIIOJHUTEIE




Otmerka 00 ucnoiHMTENe (aBTOpE) AOKYMEHTa MpPOCTABISETCA HAa MUCbMAax INKOJBI B JIEBOM
HVDKHEM YIUIy JINLIEBOM CTOPOHBI MOCJIEIHEr0 JUCTAa JOKYMEHTa OT IPAHMIIBI JIEBOTO MOJIA MU, IPU
OTCYTCTBHH MECTA, - Ha 00OPOTHOM CTOPOHE BHU3Y CIIEBA.

OTMerka BKIIOYaeT (aMMIIMIO, UM, OTYECTBO WCHOJIHMUTENS M HOMEp ero TeieoHa, a TakkKe
OTMETKa 00 HCHOIHHTEIE MOIKET JOIMOJIHATECS HAMMCHOBAHUCM JOJDKHOCTU M 3JICKTPOHHBIM
aZipecoM HCIOJIHUTEIS.

IIpumep:

Usanos Hean Heanosuu, cneyuanucm no oxpane mpyoda
(888) 888-88-88, lvanov@mail.ru

30. OTMeTKAa 0 3aBEpEHUN KOIIHHU

JI1st moATBEepPKIAEHUSI COOTBETCTBUSI KONMUU (BBIMUCKH M3 JJOKYMEHTA) MOJJIMHHUKY JIOKYMEHTa Ha
MOCIIEIHEM JIUCTE KOMUU (BBIMUCKK M3 JOKyMeHTa) moj pekBuzutoMm "llommuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUH KOTIHI.

OTMeTKka O 3aBEpEHMHM KOIHMHM BKJIIOYAeT: CJIOBO «BepHO», HaMMEHOBaHWE JIOJHKHOCTH JIUIIA,
3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYYHYIO IOANMKCH, pPacU(POBKY TOIMUCH (HMHHUIIHAIIBI,
(dbamMunnio), 1aTy 3aBepeHus KOMUHU JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEPCHHH KOIMW» MOXET OBITh OQOpMIICHAa OT pPYKH WIH C
HCITOJIb30BaHUEM ITAaMIIA.

Jonyckaercs 3aBepsATh Ka) /bl JUCT MHOTOCTPAHUYHOMN KOIHUH TOKYMEHTA.

31. OrMeTKa 0 DOCTYIUIEHHH JTOKYMEHTA

OTMeTKa O TOCTYIUIEHHH JTOKYMEHTa COAEPKUT BXOASIIUNA PErucTpPallMOHHBIM HOMEp M Aary
MOCTYIUIEHUs JOKyMeHTa. JlomyckaeTcsi yka3aHWE YacOB M MHUHYT TOCTYIUICHHMSI JOKYMEHTa C
3aBEPEHUEM MOJAMUCIMH 3aUHTEPECOBAHHBIX JIULI.

OTMeTKa 0 IOCTYIIJICHUU JOKYMEHTa MOXKET MTPOCTABIISITHCS C UCTIOJIb30BAaHUEM IIITaMIIA.

32. Pesomronus
Pesouroniust coiepkUT yKa3zaHHe 10 MCIOJNHEHHIO0 JokyMmeHTa. OHa odopmiisieTcss Ha CBOOOIHOM

MecTe pabovero moJist TOKyMEHTa.

Pe3omtonus BkitouaeT B ce0s: pamMuinio, MHUITUAIIBI HCTIOTHUTENS (UCTIOTHHUTENEH ), TopydeHue 1o
JOKYMEHTY, TIOJIITUCh aBTOPA PE30JIOIUHU U JIaTy 0(OPMIICHHS PE3OJTFOIIHH.

Pe3omtonusi, Mo ycMOTpeHHIO JUIA, JAIOIIET0 MOpyYeHHEe, MOKET BKIIOUYaTh B ceOsl TakKe CPOK
HUCIIOJTHCHU A )IOKYMGHTa.



