I[OKYMCHT oA CaH BHGKTpOHHOﬁ IMOAITNCBIO.
YTBEPXKJIAIO:

Jupexkrop MKOY «COLI Ne31» n. BocTrok
3.1. Ma3zyp
Ipuka3 Ne 193 a ot 15.03.2023 r

Nucrpykuus
110 1eJI0NIPOU3BO/ACTBY

1. O01mMe mo10KeHus

1.1. Hacrosimas UHCTpyKIMA 110 1e10POM3BOACTBY B LIKOJIe pa3paboTaHa B
cooTBeTCTBUM ¢ DeaepalibHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpa3oBaHuU B
Poccuiickoit @eaepanun" ¢ uamenenusimu Ha 29 nexabps 2022 roga, 'OCT P 7.0.97-
2016 «Cucrtema crannapToB 1o HH(pOpMaLMK, OMOTMOTEUHOMY U U3AATEIIbCKOMY eIy,
«OpraHu3aloOHHO-PACTIOPSAUTENbHAS ToKyMeHTauus. TpeboBanus K 0pOpMIIEHUIO
JOKYMEHTOBY, a TaKkke Y CTaBOM 00111e00pa30oBaTeNIbHOIN OpraHu3aluu U IpyrumMu
HOPMaTHMBHBIMM NIPaBOBbIMHU akTaMu Poccuiickort denepannn, periiaMmeHTUPYOIUMHU
JeSITETBHOCTh 00111€00pa30BaTEIbHBIX OPraHU3AIUH.

1.2. JlanHast MHCTPYKLHUS 110 AJIONPOU3BOICTBY B Opranu3anuu (nanee - MHcTpykims)
0003HayaeT npaBuia MOArOTOBKHU U 0(hOPMIIEHUS TOKYMEHTOB B OpraHU3aliH,
OCYIIECTBIISIOLIEH 00pa30BaTEIbHYIO JEATEIBHOCTh, ONPEIEIISIET CTaHAAPTHI
o(opMIIEHUSI PEKBU3UTOB, OJJAHKOB IOKYMEHTOB, COCTABIICHUS IMPUKA30B, TOJ0KEHHM
MHCTPYKLUH, a TAK)KE PErIaMEHTUPYET (POPMUPOBAHNUE I U UX TEKYIlee XpaHEHHE,
MIOATOTOBKY JIOKYMEHTOB U JIEJI K IIepejaye Ha apXUBHOE XPAaHEHUE B
0011e00pa3oBaTeNbHON OpraHu3alluu.

1.3. UHCTpyKIHS MO AETONPOU3BOACTBY B YUPEKICHNUU pa3paboTaHa B IEIIX
YCTaHOBJICHUSI €IMHBIX TPEOOBAaHUH K MOATOTOBKE, 00pabOTKe, XpAaHEHUIO U
MCITOJIH30BAHUIO 00Pa3yIOIINUXCS B IEATETLHOCTH 00IIe00pa3oBaTEILHOM OpraHu3aIiu
Y NIOCTYIAKIINX B IIKOJIY JOKYMEHTOB, & TAK)KE€ COBEPILIEHCTBOBAHUS U MOBBILIEHUS

3 PEeKTUBHOCTHU JEIOMPOU3BOACTBA 00IIC00pa30BaTEILHON OpraHU3alluH.

1.4. Tonoxenust UHCTpyKIMK pacpOCTPAHSAIOTCA HA OPTaHU3ALNUI0 paObOTHI €
JOKYMEHTaMU HE3aBUCUMO OT BUJA HOCUTENS, B TOM YHUCIIE C DJIEKTPOHHBIMU
JOKYMEHTaMu, BKJIt04Yask OAr0TOBKY, 00pabOTKy, XpaHEHUE U UCTIOJIb30BaHHE
JOKYMEHTOB, OCYIIECTBIIIEMBIMH C TIOMOIIBI0 HH()OPMALIMOHHBIX TEXHOJIOTHIA.

1.5. Opranu3zaiuio, METOJIMYECKOE PYKOBOJICTBO, COBEPIICHCTBOBAHUE
JIEJIONPOU3BOACTBA U KOHTPOJIb 32 COOJII0IEHNEM HacTosel MHCTpykumu B mKoJe
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OCYILIECTBIISIET OTBETCTBEHHBIN 3a BEACHUE JEJIONPOU3BOICTBA.

1.6. IIpaBa u 00s13aHHOCTH PAOOTHUKOB, OCYIIECTBIIAIOMINX PadOTy ¢ JOKYMEHTaMH B
CTPYKTYPHBIX TOJIpa3/ieJIeHUSIX 00111e00pa3oBaTEIbHON OpraHu3aliii,
YCTaHABJIMBAIOTCS JOJKHOCTHBIMU MHCTPYKLMSIMU WM IPUKA30M TUPEKTOPA.

1.7. CBenenusi, copepKaiecs: B JOKyMEHTaX, MOTYT ObITh UCIIOJIb30BaHbI TOJIHKO B
paboyuXx 1eJIIX B COOTBETCTBUU C MOJTHOMOYHUSIMU COTPYAHUKA, paOOTAIOIIETo ¢
NoKyMeHTamu. PaboTa ¢ JOKyMEHTaMH BHE MOMEIEHUI IIKOJIBI He Jomyckaercs. [Ipu
yTpare JOKYMEHTOB MPOBOAMUTCS CIIy>KeOHasi MpOBEpKa.

1.8. IIpu yxoje B OTITycK, epeBojie (epeMerieHnn) o padboTe Uil B ciiydae
YBOJIBHEHUS COTPYIHHUK 00s3aH NEpelaTh BCE HAXOASIINECS Y HETO JOKYMEHTBI HHOMY
COTPYIHUKY, ONPENECIEHHOMY B COOTBETCTBHH C YKAa3aHUEM HETOCPEICTBEHHOTO
PYKOBOJIUTENS YBOJIBHSIEMOT0, YXOSUIETO B OTIYCK HJIUA MEPEBOISILETOCS
(mepemerniaeMoro) 1o paboTe COTpyIHHKA.

1.9. MuCcTpyKIMS 110 BEICHUIO JEIONPOU3BOACTBA 00s13aTeNbHA JJIsl COOIIOICHUS] BCEMU
pabOTHHUKAMU IIKOJIbl. BHOBE PUHSATHIE HA PaObOTy COTPYIHUKH, B TIOJ>KHOCTHBIE
00513aHHOCTH KOTOPBIX BXOJIUT BEACHHUE JOKYMEHTAIlUH, B TEUCHHE TPEX pabounx JTHEH
CO JIHA U3/IaHUs PYKa3a O HA3HAYEHUH Ha JI0JKHOCTh JOJIKHBI ObITh O3HAKOMIIEHBI C
HacTosiuen MHcTpyKimen no1 moamnuch.

2. IIpaBuwia noaAroToBKM U 0popMJIeHHS JOKYMEHTOB

2.1. B 1eaTenpbHOCTH MIKOJIbI CO3/1a€TCSl KOMIUJIEKC OPraHU3allMOHHO
pactopsSIMTEIbHBIX JOKYMEHTOB: TIPUKA3bl, OJI0KECHHUSI, TPaBUJIa, HHCTPYKIIHH,
pErJIaMeHThI; TPOTOKOJIBI 3acelaHni (COBEIIATEeIbHBIX, KOOPIMHAIIMOHHBIX,
OKCIIEPTHBIX U Jp. OPTAaHOB), aKThI, AaHATUTHICCKUE CIIPABKH, JOKJIAIHBIC U CITy)KCOHBIE
3aMKCKH, JOTOBOPHI (KOHTPAKTHI, COTJIANICHUS ), AeJIoBas (CIy)keOHas) epenucka 1 Jip.
COCTABJISIFOTCS M O(POPMIISIFOTCSI CTICIIMANIbHBIE IOKYMEHTBI, CBSI3aHHBIE C
MJIAHUPOBAHKEM 00Pa30BATEIBLHON EATETLHOCTH M OCYIIECTBIICHUEM XO03IHCTBCHHBIX
MEpOTPUATHIA, BeJIEHHEM y4eOHO-TIeJarOrMuecKoro y4eTa, Opranusaiuei
JIEeJI0NPOU3BOACTBA 0011I€00pa30BaTEILHOM OpraHu3aIuy, 00ecredYeHueM
OyXTaJlTepCKOTo yuera.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHUTEJIC U B DJICKTPOHHOU opme
C COOJTIOJICHNEM YCTaHOBJICHHBIX MPaBI opopMiieHUs JoOKyMeHTOB. [Ipu co3manuu
JIOKyMEHTA Ha JIBYX M 00JIee CTpaHUIaX BTOPYIO M MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOT.

2.3. Homepa cTpanuil MpOCTaBISIOTCS TIOCEPEINHE BEPXHETO MOJIsl JOKYMEHTa Ha
paccrostHun He MeHee 10 MM oT BepxHero Kpas iucTa. [lomyckaeTcs co3nanue
JIOKYMEHTOB Ha JIUIIEBOM U 00OPOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu nByCTOpOHHEM CO3[JaHWHU JOKYMEHTOB IIIMPHHA JIEBOTO IOJIS HA JINIIEBOU
CTOPOHE JINCTa U TIPABOTO TOJISI Ha 000POTHOM CTOPOHE JIMCTA TOJKHBI OBITH PABHBEI.

3. PeKBU3UTHI JOKYMEHTOB
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| 3.1. JIns peKBU3UTOB IOKyMEHTOB, CO3/1aBAEMBIX B 00111€00pa30BaTEIbHON
OpraHM3alliy YCTaHABIMBAIOTCS MpaBuia u Tpedosanus B coorserctBuu ¢ ['OCT P
7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOI'O IOKYMEHTA ONPEAEISAETCA €ro BUAOM U
HA3HAYCHUEM.

3.3. IIpu moaroroBke v 0HOPMIIEHUU JJOKYMEHTOB B IIIKOJIE UCIIOJIB3YVIOTCS CIEIVIOIINE
PEKBHU3UTHI:

Ko OpMBI JOKYMEHTA;
HauMEHOBAHHE IITKOJIBI;

CIIPaBOYHEBIE TAHHBIC O MIKOJIE;
HAaMCHOBAHHE BHJIa JOKYMECHTA,;

naTa JOKyMEHTa,

pPErucTpaIrioOHHbIN HOMEp JOKYMEHTA;
CCBIIIKA Ha PETUCTPAIIMOHHBIN HOMEpP U 1aTy JOKYMEHTA,
MECTO COCTaBJICHUS (M3/IaHUsI) TOKYMEHTA,;
ajzpecar;

rpud yTBEPKIACHUS TIOKYMCHTA,;
3aroJIOBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKA O MPUII0KCHUU;

rpud coriacoBaHus TOKYMEHTA;

BU3Q;

IOJIITHCE;

OTMETKa 00 3JICKTPOHHOM MOAIHUCH;
11eYaTh;

OTMETKA 00 MCITOJHUTEIC;

OTMETKA O 3aBEPESHUH KOIIUU;
OTMETKA O MOCTYTUICHUH JIOKYMCHTA;

PE3OTIOITH.

4. BJ1aHKH 1OKYMEHTOB
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4.1. JlIokyMeHTBI, cO3/1aBaeMble B 00111€00pa30BaTeIbHON Opranu3anuu, opopmiIstoTcs
Ha OJlaHKaX, M3TOTOBJICHHBIX Ha CTAHJAPTHBIX JIMcTax Oymaru gopmaTtoB A4 (210x297
MM) 1 AS (148x210 mm). OTAenbHbIE BUIBI TIOKYMEHTOB (TaOIUIIbI, CXEMBI, CMETHI)
noryckaetcst opopMIsITh ¢ ucoib3oBanueM Gopmara A3 (420x297mMm). JIoKyMEeHTHI,
COCTABJISIFOLIME BHYTPEHHIOIO MEPENUCKY, ODOPMIISIIOTCS HA CTaHAAPTHBIX JTUCTaX
oymaru ¢popmata A4 (210x297 mm) 6€3 uCIoab30BaHus OJIaHKOB.

4.2. Kaxaeiii TucT 10KyMeHTa, 0(OpMIICHHBIN Ha OJaHKe Wiu 06€3 HEeTo, T0/DKCH UMETh
0JISI HE MEHEeE:

e 20 MM - 1€BOE;

o 10 MM - mpaBoe;
o 20 MM - BepxHeg;
o 20 MM - HUXKHEE.

4.3. JIOKyMeHTBI JUIUTENbHBIX (CBbIIIE 10 J1€T) CPOKOB XpaHEHUSI 10JKHBI UMETh JIEBOE
nosie He MeHee 30 MM.
4.4. Bunpl O1aHKOB JOKYMEHTOB MPUMEHSIEMBIX B IIIKOJIE:

e 00mMii OJaHK;
o OJaHK IIHCHMA;

o OJaHK KOHKPETHOIO BHJIa JOKyMeHTa (OJaHK MpuKasa, OJaHK pactopsKeHus,
0JIaHK MPOTOKOJIA U JIP.)

4.5. O0pas3iibl pa3paboTaHHBIX U TPUMEHSIEMBIX B IIKOJIE OJJAHKOB MOJ1JICKAT
BKJIIOUCHHIO B MHCTPYKITHIO T10 JIEIOMPOU3BOACTBY 00111€00pa30BaTeIbHOM
OpraHu3alliy B Ka4eCTBE MPUIIOKEHUH (MTpuiioxkeHue 3 Ha 3 Jucrax).

5. Ilpuka3sbl

5.1. Tlpukazamu 0hOPMIIIIOTCS PEILICHHUS 110 OTIEPATUBHBIM, OPTaHU3AIIMOHHBIM,
y4eOHBIM, KaIpOBbIM (TIPHIIOKEHUE 2 HA 9 TUCTax) U APYTrUM BOTIPOcaM pabOThI
IITKOJIBI.

5.2. IIpoeKThl MPUKA30B FOTOBST OTBETCTBEHHBIE UCIIOJIHUTEIN HA OCHOBAHUU
[IOPYYEHUN TUPEKTOPA, €ro 3amecturese. [IpoeKkTsl npuKka3oB 110 JUYHOMY COCTaBY
TOTOBUT CHEUUAIIUCT IO KaJpaM.

5.3. B npukazax TeKCT u3Jiaraercs OT MepBOro JINIa €AMHCTBEHHOTO YK CIIa
(«[TPUKA3BIBAIO»).

5.4. TekcT mpuka3za MOKET COCTOSITh U3 ABYX YacTeil: KOHCTaTUpYrome (IpeamOyIbl) u
paciopsAIUTEIILHOM.

5.5. B koHCTaTUpYIOIIEH YaCTH KPAaTKO U3JIararoTcs 1eIu U 3a/1auu, (PaKThl U COOBITHS,
MOCTY>KMBIIME OCHOBAHUEM JIJI U3JaHud npukaza. OHa MOKET HAUMHATHCS CIIOBAMU
"B nensax", "B coorBerctBun", "Bo ucnonnenue", u t.4. Eciu npuka3 u3gaercs Ha



I[OKYMCHT noAnucan BJIGKTpOHHOﬁ IMOAITNCBIO.

OCHOBAHHUH JIPYTrOro JTOKYMEHTa, TO B KOHCTaTUPYIOLIEH YaCTH YKAa3bIBAECTCS
HaMMEHOBAHUE 3TOTO IOKYMEHTa, €Tro JaTa, HOMep U 3arojioBok. [IpeamOyia B
npoekTax npuka3oB 3aBepmaercs ciioBoM «I IPUKA3BIBAIO», koTopoe neuaraercs
3arjlaBHBIMU OYKBaMH.

5.6. PacniopsiauTenbHas 4acTh JOJKHA COAECPKATH NEPEUUCICHUE TTIPEANMMCHIBAEMBIX
JEUCTBUM C yKa3aHUEM MCTIOJHUTENS KaXJA0ro JeHCTBUS U, TP HEOOXOIMMOCTH,
CPOKOB ucIojgHeHus. PactiopsiauTenbHas 4acTh IEUTCS HA MYHKTHI U TOITYHKTHI,
KOTOpbIE HyMepyIoTcs apabckumu nudpamu. JlecTBUs OTHOPOHOTO XapaKTepa MOTYT
OBITH MTEPEUHCIICHBI B OJTHOM ITyHKTE.

5.7. B Ka4eCcTBE HCTIOJHUTENIEH YKA3bIBAKOTCS 3aMECTUTENN TUPEKTOPA, IPEACEaATENN
WM PYKOBOJMUTEIH pab0duX rpynn (KOMUCCHI).

5.8. Ecnu npuka3 u3MeHsieT paHee U3AaHHbIN JOKYMEHT (ITYHKTHI JOKYMEHTA), TO OJUH
13 MYHKTOB PaclopsAUTEIbHON YaCTH TEKCTA JOJIKEH COAEPKATh CChUIKY Ha
M3MEHSAEMBIN TOKYMEHT (MYHKTHI JOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMepa 1
3aroJioBKa.

5.9. Ecnu npuka3 oTMEHsET JeHCTBUE paHee U3JaHHOTO IOKYMEHTa (ITyHKTOB
JIOKYMEHTA) C ONPEACICHHOMN AaThl, TO OJIUH U3 MTyHKTOB PACOPSAIUTEIbHON YaCTH
TEKCTa JOJKEH HAUMHAThCA ciioBaMu "[Ipr3HaTh yTpaTUBIIUM cHIly...", nanee
YKa3bIBaThCH J1aTa, HOMEP U 3ar0J0BOK paHEe U3AHHOTO TOKyMEHTA (IIyHKTa
JIOKYMEHTA), a TaKXe JaTa, C KOTOpOH OTMEHseTcs ero jelcteue. Ecnu nata He
yKa3zaHa, TO JCHCTBUE paHee U3TaHHOTO TOKyMEHTA (TTYHKThI JOKyMEHTa) OTMEHSETCS C
JaThl U3JIaHKUsI HOBOTO TMpUKa3a.

5.10. Ecnu npuka3 OTMEHSIET paHee U3IaHHbIA IOKYMEHT C MOMEHTA U3/IaHusl, TO OAUH
13 MYHKTOB PacCloOPsAUTEIbHON YaCTH TEKCTA JOJKEH HAYMHATHCS CIIOBaMU
"OTMEHUTS..." U YKa3bIBaThCA JaTa, HOMEP M 3aroJIOBOK PaHEe U3IAHHOTO JOKYMEHTA.
5.11. Ecnu npuka3 mpemnosaraeTcsi BBECTU B ACHCTBHE HE C MOMEHTA €ro U31aHusl,
HEO00XO0JIMMO YKa3aThb CPOK BBEJICHUs €To B JelicTBue. [lociaeanuit myHKT
pacropsiIuTEeILHON YaCTH MOXKET COJICPKATh CBEJICHUSI O TOJDKHOCTHOM JIMIIE, Ha
KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCTIOJIHEHUEM ITPUKa3a.

5.13. Tlpukassl MOAMUCHIBAIOTCS TOJIBKO TUPEKTOPOM 0011Ic00pa3oBaTeIbHON
OpraHu3alNK UK PAOOTHUKOM, UCTIOJHSIOIINM €T0 00S3aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a 00ECIEYEHUE CBOEBPEMEHHOM U KaueCTBEHHOU MOATOTOBKU
MIPOEKTOB MPUKA30B U UX COIIACOBAHUE C 3aMHTEPECOBAHHBIMU PAa0OTHUKAMU U
OpraHU3alMsIMU HECYT aBTOPHI MPOEKTA MPHUKa3a.

5.15. PerucrpanyoHHbie HOMEpa MPUCBAUBAIOTCS MIPUKA3aM IO TOPSIAKY HOMEPOB B
npejenax KajJeHIapHoro roja.

5.16. Jlata peructpanuu npukasa siBJasieTCsl 1aTou ero moAMUCaHusl.

6. [IpaBua, MOJIOKEHUSI, HHCTPYKIIUH

6.1. IlpaBuiia — HOPMATUBHBIN aKT, ONPEAEISIIONINI TOPSAIOK KaKoro-JInbo Buaa
JNEATENbHOCTH, YCTAHABIIMBAOIINN WIIN 3aNPEMIAOIINN ONTPEACIEHHOE TOBEICHUE.
6.2. ITosio’)keHME — HOPMATUBHBIN AKT, JETATIBHO PETJIAMEHTUPYIOIIUN MPABOBOM
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CTaTyc, MOPSIIOK OpraHu3aluu U Npoleaypy Kakoro-mmoo BUaa JesTeTbHOCTH.

6.3. MHCTpyKIIMS — HOPMATHUBHBIN aKT, U37aBAEMbIN B IIEJISX Pa3bsICHEHUS U
onpeeeHus MopsIKa MPUMEHEHUSI COOTBETCTBYIOIIETO0 HOPMATUBHOTO aKTa JIMOO C
LENIbI0 YKa3aHUsl HOPM O CI0cO0ax BBITIOJIHEHUSI ONIPEACIICHHBIX onepanuid (IeiCTBHI).
6.4. IIpaBuina, mMonoXeHusl, ”HCTPYKIIMK MPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJa
JIOKyMEHTa) Ha YTIpaBJsIolleM coBeTe, 3acenanusix [Ipodcoro3noro komurera mIKoibl
Y YTBEPXKAAIOTCS JUPEKTOPOM.

6.5. [TopsAOK MOATOTOBKY MTPOEKTOB MPABUIL, ITOJOKEHUS, UHCTPYKIIUH COOTBETCTBYET
o01eMy MOPSAKY OATOTOBKH IIPOSKTOB MPUKA30B 0011e00pa3oBaTeIbHON
OpraHu3alu.

6.6. TekCT mpoeKTa MOJIOKEHHUS, IPABUI, HHCTPYKIUHU [1€YaTACTCSI HA YHCTOM JIUCTE
Oymaru ¢opmata A4.

6.7. OTIMYUTENBbHBIMU XapaKTEPUCTHKAMH TEKCTOB MPABUIL, OJI0KEHUSI, UHCTPYKIIUU
SIBJISTFOTCSL:

TOYHOCTD IIPUMCHACMBIX (IJOpMy.]'II/IpOBOK 0e3 UCIOoJIL30BaHUS CIIOB H HOHHTHﬁ,
HUMCIOIHNX MHOKECTBECHHBIN CMBICIJI,

e HCIOJb30BAHUE KOPOTKUX MPEJI0KEHUN, OOLIECTPUHATHIX BBIPAKEHUN U CBA30K,
MIPU HEOOXOIMMOCTH - TIPEABAPUTEIIBHOE OTIPE/ICTICHUE UCTIONB3YEMbIX MIOHATHH,
COKpallleHH, ab0peBHaTyp;

e OIKCAHUE BCEX BO3MOKHBIX BAPHUAHTOB COOBITUM U COOTBETCTBYIOUIUX UM
BapUAHTOB JICUCTBUH, T.€. IOJIHOTA MPECTAaBICHUS HH(DOPMAITUH;

e CTPYKTYPHPOBAHHOCTb TEKCTA C LIEJIbIO JOCTHKEHUS HAWITYUIIEN
IIOCJIEI0BATEIILHOCTH U3JI0KEHUS MaTepUaa;

e MHUHHUMM3AIMS TEKCTA C IIOMOIIBIO TPUMEHEHHS 000011IeHnH (0030pOB
IpearnoaraeMbix IeUCTBHI) U TPUMEHEHUE TIEpeUnciIeHuH (3a1a4, 9TaroB,
YCJIOBUH U T.1.).

6.8. B 3aBUCUMOCTH OT CJIIOHOCTH U 00beMa pa3padaThIBAEMBbIX MTPABUII, MMOJI0KEHUS,
MHCTPYKIUU - TEKCT TOKYMEHTA JICIUTCS Ha IJ1aBbl, MyHKTHl U NOJAMYHKTHI. [ 1aBbI
JOJKHBI UMETh Ha3BaHusl. Hymepanus npousBoauTcst apabckumu nudpamu.

7. IIpoTokoJ 3aceqanus (CoBelaHus)

7.1. IIpoTOKOJI — TOKYMEHT, B KOTOPOM (DUKCUPYETCS X0 00CYKJI€HHUS BOIIPOCOB U
MIPUHSTHUS PEIICHU Ha COOPaHUSX, COBEIIAHMIX, KOH(DEPEHIINAX U 3aCeIaHUsIX
KOJIJIETHaIbHBIX OPTaHOB.

7.2. IIpoTokou 3acenanust (COBeIIaHus) - (J1ajnee - mpoToko) 0hopMIIsETCS Ha YUCTOM
mucte Oymaru ¢popmara A4.

7.3. PekBU3UT - "TEKCT JOKyMeHTA". PEKBU3UT COCTOUT U3 JBYX YaCTEW: BBOAHOM U
OCHOBHOWM.

7.4. Bo BBOAHOM YaCTH YKa3bIBAIOTCSI MHUIMAIIBI, (PaMUITUU U TIOJKHOCTH
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npecenaTeabCTBYIOUIEr0, CEKpeTapsi, MPUCYTCTBOBABIIMX HA 3aCEAaHUU U, IPU
HEOOXOJIMMOCTH, JIUII, TPUTJIAIICHHBIX Ha 3aceaHue (COBEIAHUE).

7.5. BBoHAst 4acTh MPOTOKOJIA 3aKAHYMBAETCS IIEPEYHEM PACCMaTPUBAEMbIX BOIIPOCOB,
MEPEUYHCIICHHBIX B MOPSAKE WX 3HAYMMOCTH C YKa3aHUEM JIOKJIATINKA TT0 KaKIOMY
paccMaTpuBaeMoMy Borpocy. Borpocsl hopmynupytores ¢ npegiorom "O" ("OG6"),
NeYaTaroTCsl OT TPAHUIIBI JIEBOTO TOJISI U HYMEPYIOTCS apaOCKUMU LIUPPAMH.

7.6. OcHOBHAas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/I€I0B, COOTBETCTBYIOLIUX
paccMaTprBaEMbIM BOIPOCAM U UX HyMepaluu.

7.77. TexcT npOTOKOJIA U3JIATaeTCA OT TPETHETO JINIA MHOKECTBEHHOTO YHCIIA
("cymanu", "BeicTynuin", "moctanoBuin", "pemumnu'").

7.8. IIpoToko MoANUCHIBACTCS JIULIOM, TIPE/ICEaTEILCTBOBABIINM Ha 3aCe/laHuU
(coBemianuu), U ceKpeTapéM 3aceianus (COBEIIaHUA).

7.9. Ilpu OTCYTCTBUU CEKpeTapsi 3aceqaHusi, B TOM YHUCJIE MPU MTPOBEACHUU
OTIEPATHBHBIX COBEIAHUM, JOITYCKACTCS TOMMCAHNEe TPOTOKOIA TOIBKO
MPEICeIaTeNbCTBYIOLIUM.

7.10. TekcT nmpoToKoJa AOJKEH ObITH IOJITOTOBJICH HE TIO3HEE TPEX JIHEU CO JTHS
3acemanus. [I[poeKThI COOTBETCTBYIONIUX MMYHKTOB IMPOTOKOJIA BUSHUPYIOTCS
JOJKHOCTHBIM JIMIIOM OTBETCTBEHHBIM 3a MOJTOTOBKY.

7.11. JaTa mpoTOKOJIa JOJKHA COOTBETCTBOBATH JIHIO MPOBEJICHUST COBEIIAHUS
(3acemanus).

7.12. Konuu npoTOKOJIOB paCChUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3ALMSAM U
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBHH C YKa3aTEJIEM PACChUIKH, KOTOPBIM COCTaBIISET
CeKpeTaphb 3ace/jaHusl (COBEIaHMUs).

8. Il;1an

8.1. Ilman — JOKyMEHT, yCTaHABJIMBAIOIIHMK MIEPEUCHh HAMEUCHHBIX K BBITOJTHEHUIO
MEPOTIPUATHIA, UX TIOCIEAOBATEIIBHOCTh, 00BEM, CPOKH, OTBETCTBECHHBIX MCTIOJHUTEIICH.
8.2. [1nan odbopmirsiercs Ha aucre oymaru dopmara A4 ¢ UCIOJIb30BAHUEM CIIEAYVIOIINX

PCKBHU3UTOB!

e HAMMEHOBAaHUWE LIKOJIBI,

o Tpud yTBEpKIACHUS TOKYMEHTA;

e J1aTa IOKYMEHTA;

e PpErUCTPallMOHHBIA HOMEP JOKYMEHTA;
e HAMMEHOBAHWE BUJA TIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKYMEHTA;

e HAMMCHOBAHHUC NOJIDKHOCTH,
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o TOJMUCH.
8.3. PexkBu3uT — "TekcT nokyMeHTa" oopmiiseTrcs B BUjie TabIUIIBI ¢ TpadaMu:

e HOMED MYHKTA IJIAHA;

HaMMCHOBAHNC MCPOIIPUSATHUS,

CPOK UCIIOJIHCHUA

e HCIIOJIHUTCIIb,

MIpUMEUYaHUE.
9. OTuer

9.1. OT4eT — IOKYMEHT, COAEPKALINI CBEICHUS O pPe3yJIbTaTax JEATEeIIbHOCTH 32
OTIPENIECIICHHBIN ITEPUOJ] BPEMEHHU, BBIIIOJIHEHUN MEPONIPUITUI, IOPYUEHNH, 3aJaHUH,
IIJIAHOB.

9.2. OT4eTsl, NpeoCTaBISIEMBIE B OPTaHbl TOCYAAPCTBEHHON BIIACTH (B TOM YHUCIIE B
OpraHbl rOCYJapCTBEHHOM CTATUCTUKH) U UMEIOIINE YCTAHOBJICHHYIO MPaBOBBIMU
aKTaMU TOCYJJapCTBEHHBIX OpraHoB (popMy, CO3/1at0TCS MO0 YCTAHOBJIECHHON
rocyJapCTBEHHbIMH OpraHaMu (popMe U B ONPEETEHHOM UMH MOPSIIKE.

9.3. OTuéThl, NpenOCTaBISIEMBIE COTPYAHUKAMU IKOJIBI B XO/I€ BHYTPEHHETO
B3aMMOJICHCTBHS, CO3JJAI0TCS IO ITPaBUJIaM, YCTAHOBJIEHHBIM ISl CO3JJaHUS CITYKEOHBIX
3aMHUCOK.

9.4. Otuersl obhoOpMIIIIOTCS Ha Jincte Oymaru ¢popmara A4 ¢ UCIIOJIBL30BAHUEM
CJIEIYIOIIUX PEKBU3HUTOB:

¢ HANMEHOBAHME ILIKOJIBI;
o JlaTa JOKYMEHTA;

e PEruCTPALIMOHHBIN HOMEp JOKYMEHTA;

e HAaNMEHOBAaHMUE BUJA TOKYMEHTA;

¢ 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKAa O MPHWJIOKEHUH (TIPU HATUYUHN);
¢ HAMMEHOBAHUE JIOJKHOCTH;

o TOAIMCH.

9.5. B Tekcte oTuéTa B 0053aTEIIHHOM MOPSIIKE JOJDKHO COACPIKATHCS yKa3 Ha
JNEATENBHOCTh, MEPONIPUATHUE, BBIITAHHOE MIOPYUYCHUE, 3a1aHUE, ITYHKT IUIAHA,
MOJIEKAIAN BBITTOJIHEHHIO, U PE3YJITAT O BBIMOJHEHUH, B TOM YUCJIE C YKa3aHUEM Ha
COOJIFOICHUE WU HAPYIICHUE UCTIOTHUTEIBCKON TUCIMIUIMHBI, YCTAHOBJIEHHBIX CPOKOB
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UCIIOJHEHMSI M HaJuIeXkalllee IpeocTaBleHue MHpopMaly, Heo0OX0JUMbIX MaTepralloB
(IpOEKTOB JOKYMEHTOB) COMCIIOJIHUTESAMU (IIPH YUACTHH HECKOJIBKUX HCIIOTHUTENEH).

10. ITucsmo

10.1. IIucpMa roTOBATCS KaK:

e OTBCTHI O BBIIIOJIHCHHNHA HOpyquI/Iﬁ BBIIICCTOAIINX OPIraHOB HUCIIOJITHUTEIbHOM
BJIAaCTH,

e OTBCTLI HA 3aIIPOCHI opraﬂnsaunﬁ, HpGI[HpHSITI/Iﬁ N 9YaCTHBIX JIMII,
e HWHHMIMATHUBHBIC ITMCbMaA.

10.2. CDOKI/I NOATOTOBKH OTBCTHLIX ITMCCM.

e C KOHKpGTHOﬁ I[ElTOfI HCIIOJTHCHMA, YKaSaHHOﬁ B TOKYMCHTC, - B YKaSaHHBIfI CpPOK;

e B COOTBETCTBUU C PE3OJIIOIMCH TUPEKTOPA U €ro 3aMeCTUTEIIeH Ha OCHOBAHUH
YCTaHOBJICHHBIX CPOKOB HCITOJIHEHUS TIOPYUYCHHH, 3aIPOCOB WITH 10 PEIICHUIO
aBTOpPA PE3OJTIOIIHH.

10.3. TekcThl OTBETHBIX ITHUCEM JOKHBI TOYHO COOTBETCTBOBATH 3aJaHUSM,
3a()UKCUPOBAHHBIM B pe30oIi. CpOKH MOATOTOBKY MHUIIUATUBHBIX MUCEM
OTIPENICIITIOTCS CAMOCTOSTEIFHO aBTOPOM MPOEKTa MUChMa ¢ YIETOM HEOOXOUMOCTH
pelIeHns] KOHKPETHBIX 3a/1a4 U (UJIM) B COOTBETCTBUU C TPEOOBAHUSIMU
3aKOHOJIaTEILCTBA, TOPYUCHUSIMH HEIOCPEICTBEHHOTO PYKOBOIUTEIIS.

10.4. [Tucpbma neyvararoTcst Ha OJaHKE MUChbMa 00IIe00pa30BaTEIHHOM OPraHU3aIH C
YTJIOBBIM PACTIONIOKEHUEM PEKBU3UTOB.

10.5. JIomoJIHUTENIBLHO K PEKBU3UTAM OJIAHKA ITMChbMa OPHU 0DOPMIICHUH ITHCEM B IIIKOJIE
VICIIOJIB3YIOTCS CIEIYIONINE PEKBU3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,;

e OTMETKa O MPHUJIOKCHUH;
e BH3A;

e TIOJINCE.

OTMETKA 00 UCIIOJTHUTEJIE.

10.6. IIpu opopmieHun nmucbMa Ha ABYX U 00Jiee CTpaHHUIIAX BTOPAs M MOCIIEAYIONINE
CTpaHUIIBl HyMEPYIOTCS IMOCEPEIMHE BEPXHETO MOJISI JINCTAa apaOCKUMU U paMu.
10.7. Iluchbma mOAMUCHIBAET AUPEKTOP WM PAOOTHUKH, YITOJTHOMOYCHHBIC TPUKA30M.
10.8. CnyxeOHbIE 3aITUCKU

10.9. B nensix ocyuiecTBIeHUsI B3aUMOACUCTBUSL MEXAY COTPYAHUKAMU B paMKax
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BHYTPEHHETO IOKYMEHTO000pOTa B IIKOJIE MPUMEHSIOTCS CITYKEOHbIE 3aUCKU.
Cry>xeOHbIe 3aIUCKH SIBJISIOTCS CIPABOYHO-UH(POPMAITMOHHBIMA TOKYMEHTAMHU.
ABTOpamu CiIyK€OHBIX 3alUCOK SBJISIIOTCS COTPYAHUKHU 00111€00pa3oBaTebHON
OpraHU3aIHH.

10.10. Ciy>xeOHas 3amucKa MOKET COCTaBIATHCS MO YKa3aHUIO PYKOBOJCTBA WIIU T10
MHUIIMATUBE KOHKPETHOTO COTPYAHHKA.

10.11. Ilpu obopmiieHnH cay>Ke0HOM 3amUCKH 0DOPMIISIFOTCS CACAYIONINE PEKBU3UTHI:

o ajpecar;
e JlaTa JOKYMEHTA,

e HAaMMEHOBaHUE BHUJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKYMEHTA;

e OTMETKA O MPUJIOKEHUH (TPU HATUYUHN );
e HAMMEHOBaHUE JOJIKHOCTH;

e TIOJINCH.

10.12. Ciy>xeOHbIe 3alUCKU MOTYT CO3/1aBaThCsl HA OyMa)XHOM HOCUTENE U (1K) B
AIEKTPOHHOU (hopme.

11. /loBepeHHOCTH

11.1. JoBepeHHOCTDb BBIIAETCSI COTPYTHUKAM IIKOJIBI M OPOPMIISIETCS TIO MPaBHUIIaM,
YCTaHOBJICHHBIM HacTosiel MHCTpyKuuen 1uisi miuceM, ¢ y4€ToM TpeOOBaHMIA
rpa)XJaHCKOro 3akoHoAaTenbeTBa Poccuiickon denepanyu 1 HACTOAILIETO pasjaena.
11.2. ITpoeKT JOBEPEHHOCTHU MOATOTABIMBAETCS U BUSUPYETCSI COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OYJIET BbIaHa, MOCJIE YEro nepeaacTcsl B KaHLSISAPUIO JIJIs HAlIPaBICHUS
Ha MOJIHICAHKE.

11.3. JloBepeHHOCTh TOAMUCHIBAECTCS TUPEKTOPOM WITU JTUIOM, OCYIIECTBIISIIOIIUM €0
MOJIHOMOYHMSI (MUCTIOTHSIOIIUM 00SI3aHHOCTH ), U CKPEILISIETCS MeYaThIo
0011e00pa3oBaTeNbHON OpraHU3allvy.

12. loroBopsl, COriamieHusi, KOHTPAKTHI

12.1. JoroBopsbl, coraiieHus, KOHTPAKTHI (J1ajiee - JOroBOPhI) MOATOTABINBAIOTCS B
COOTBETCTBUH C TPEOOBAHUSMU TPAXKIAHCKOTO, TPYIOBOT0, OIOI)KETHOTO U HHOTO
3akoHoarenbcTBa Poccuiickon denepanuu, B 3aBUCUMOCTH OT PETYIIUPYEMBIX
JIOTOBOPOM ITPABOOTHOIIEHHUH U 0053aTeNIbCTB CTOPOH.

12.2. ITpoekT goroBopa NoAroTaBINBAETCS OTBETCTBEHHBIM COTPYIHUKOM
(KOHTPAKTHBIM YIPABISAIOMUM) C YYETOM HEOOXOIUMOCTH CBOEBPEMEHHOTO U
KauyeCTBEHHOTO 00€CIIeYeHHsI UCIIOJIHEHUSI CBOMX TOJTHOMOYMI (00sS3aHHOCTEH,
GbyHKIHIT ), TOJTHOMOYHI IIKOJIBI B IIEJIOM.
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12.3. ITpoekT noroBopa noAroTaBINBAETCS OTBETCTBEHHBIM COTPYIHUKOM
(KOHTPAKTHBIM YIPABIISIOIINM) COBMECTHO CO CIIEIUATUCTOM, K (QYHKITUSIM
(MOTHOMOYHSAM) KOTOPOT'O OTHOCUTCS PEIICHUE BOMPOCOB, SIBISIOUIUXCS PEIMETOM
JIOTOBOPA, WM UHBIM COTPYAHUKOM IO NPSMOMY YKA3aHHIO JUPEKTOPA
0011e00pa3oBaTeNbHON OpraHu3alluu.

12.4. Heobxoaumasi /uist MOArOTOBKH MPOEKTa JOroBopa nHpopmaiusi cobupaercs
OTBETCTBEHHBIM JIULIOM (KOHTPAKTHBIM YIIPABJISIOIIMM) B IOPSAJKE paboyero
B3aMMO/JICUCTBUS C YYETOM IIPABUJI, YCTAHOBIICHHBIX HAacTosAen NHCTpyKInen.

13. IpuHUMIIBI OPraHU3ALUM JOKYMEHT0000poTa

13.1. B 1o0kyMeHTOO0O0pOTE BBIACSIOTCS CAEAYIONIUE JOKYMEHTOIIOTOKHU:
noctynarounias JoKyMeHTauus (BXozs1as), OTIpasiseMas JOKyMEHTaUs
(ucxonsias), BHyTPEHHsA JOKYMEHTAIUSI.

13.1. B cocraBe BXOAAIIEN U UCXOIAIIEH JOKYMEHTAUN MOTYT BBIIEIISITHCS
JOKYMEHTBI, TOCTYUBIINE U3 BBIIECTOSIINX, MOAPAIHBIX, METUIUHCKUX U JPYTUX
OpraHu3aliii, OPraHOB MECTHOI'O CAMOYIIPABIICHUS, OOpaIEHUs] TPaXIaH.

13.3. OOpatienus rpaxxaad perucTpupyroTcs U GOpMHUPYIOTCS B Jieda OTAEIBHO OT
APYTUX TOKYMEHTOB 00111€00pa30BaTeNbHON OpraHu3aluu.

13.4. B mkose qoctaBka U OTHPABKA TOKYMEHTOB OCYILECTBIISIETCS CPEACTBAMU
MIOYTOBOM CBSA3M, FIEKTPOHHOMN CBS3H, a TAKXKE [10 CUCTEME AJIEKTPOHHOTO
nokymMeHntoobopota (npanee - COJI). C moMoIbio MOYTOBOM CBSI3U B
00111e00pa30BaTENbHYI0 OPraHU3alNI0 JOCTABIIAECTCS MUChbMEHHAs KOPPECTIOHIEHIIUS B
BU/JIE MPOCTHIX MHCEM, 3aKa3HbIX MHCEM, TOYTOBBIX KapTOUeK, OaHIepOsIei U MEIKUX
MAKETOB, a TAK)KE MEYaTHbIC U3/IaHMUS.

14. IlepBuuHas 00padoTKa NOCTYNAKIIHUX JOKYMEHTOB

14.1. JIokyMeHTBHI, TTOCTYIAIOIINAE B IIKOJIY, TIEPEIAIOTCS HA PETUCTPALIMIO CEKPETAPIO
0011e00pa3oBaTeNbHON OpraHu3alyy U MPOXOAAT MEPBUYHYIO 00paObOTKY B IEHb
MOCTYIJIEHUS1, IPU MOCTYIVIEHUH B HEpabouee BpeMs - Ha CIEyIOUUMH padounii 1€Hb.
[Tpu nepBuyHOI 00pPaOOTKE TOKYMEHTOB IIPOBEPSAETCS MPABUIBLHOCTD aIPECOBAHMS.
Omurb0YHO MOCTYNUBIINE TOKYMEHTHI IEPECHUTIAIOTCS MO MPUHAJICKHOCTH UK
BO3BPAILAIOTCS OTIPABUTEIIIO.

14.2. ToxymeHTsl, ocTynuBIuxe ¢ otMeTkamu "Cpouno", "Bpyunts HeMeIJIEHHO",
"OnepaTuBHO", HE3aMEIUTENBLHO MPOXOIAT NEPBUUHYIO 00pabOTKY U TOKIIAIbIBAIOTCS
JTUPEKTOPY WX B CIy4ae €ro OTCYTCTBUSI — 3aMECTUTEIIIO TUPEKTOPA 10 HAIIPABICHHIO
NS TETBHOCTH.

14.3. ITocTynuBLIME TEIErpaMMbl IPUHUMAIOTCS IO OAMUCH C TPOCTABICHUEM J1aThI
Y BPEMEHU NIPUEMaA, PETUCTPUPYIOTCS IO TEM K€ ITpaBUilaM, 4TO U MUChMa.

14.4. DnekTpoHHbIE COOOILEHHUS, aJpECOBAaHHbIE TUPEKTOPY WIIM HAIIPABICHHBIC B
aJpec LIKOJIbI, PACIIEYaThIBAIOTCA U JOKIAJABIBAKOTCS JUPEKTOPY UIIU B CIIYYae €ro
OTCYTCTBHSI — 3aMECTUTEIIO AUPEKTOPA.

14.5. DnexTpoHHBIE COOOIIEHNUS, 3aBEPEHHBIE DIEKTPOHHOMN MOJIHUCHIO, OIEKAT
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00paboTKe 1Mo MpaBuiaM, MPETyCMOTPEHHBIM IS TOCTYIAroIEH (BXOAAIIEH)
JTOKyMEHTAITIH.

14.6. IloctynuBiias (BXosmias) JOKyMEHTAIUS PACIIPEICTISETCs] Ha PETUCTPUPYEMbIE
1 HE TIOJIISKAIIHNE PETUCTPAIIUNA JOKYMEHTHI.

14.7. He nmoayiexart perucTparuu:

o TPUTIIACUTEIBHBIC, TO3IPABUTEILHBIC IUChMA U TEJIETPAMMBI;
o OWIETHI;

e IUIaHBI ¥ IPOTrPaMMbl CEMUHAPOB, KOH(EPEHIUI U IpyruX N0 00OHBIX
MEPOIPUATHH;

o JIOKYMEHTBI 110 OyXTaJITEpPCKOMY yUYeTy, MaTepUaIbHO-TEXHUUECKOMY
o0ecreyeHuto, MIaHOBbIE U (PMHAHCOBBIE JOKYMEHTHI, IOCTyHaroue 0e3
CONPOBOAMTEIIBHOIO ITHCHMA;

e PCKJIaMHBIC, KOMMEPYECKHE MMPEIOKEHHUS, B T.4. IIOCTYIHUBIINE 110 DJICKTPOHHON
IIOYTE;

e TICHATHBIC U3AaHUI,
e TIMCHhMa C TIOMETKOM «JIUYIHOY.

15. Perucrpanus, y4eT U pacCMOTPeHHEe PYKOBOAMTEIEeM MOCTYNAKIINX
(BXOasIUX) JOKYMEHTOB

15.1. IoctynuBime (BXOAAIIHNE) JOKYMEHThI PETUCTPUPYIOTCS TOJIBKO MOCIIE U
MEePBUYHON 00paOOTKH M HE3ABUCHUMO OT CIIOCO0A UX JOCTaBKH.

15.2. Peructpaiusi — npocTaBlieHHUE B HUKHEM MTPABOM YTIIy TIEPBOTO JIUCTA
JIOKYMEHTA OTMETKHU O TOCTYIUICHUH C YKa3aHUEM JaThl MOCTYIJICHUS U BXOJISIIIIETO
PETHCTPALIMOHHOTO HOMEPAa JJOKYMEHTA C 00513aTeNIbHOM 3aIKChI0 B )KYpHAI
perucTpanru MoCcTymnawIIen (Bxoasiieii) fokymeHTanuu. CTpykTypa
PErHCTPAlMOHHOTO HOMEpA MOCTYIAIOMIETO (BXOAAIIETr0) TOKYMEHTa COCTOUT U3 €ro
MOPSIIKOBOTO HOMEpa M MHJIEKCA Jieia 0 HOMEHKJIAType Jie7 001eo0pa3oBaTeIbHOM
OpraHu3alMH.

15.3. Peructpanus BceX MOCTYMUBIINX (BXOSAIINX ) TOKYMEHTOB MTPOU3BOIUTCS B
npejenax o0IIero JOKYMEHTOMOToKa. JJOKyMEHTHI, MOCTYMHBIIKE B IIIKOJTY 1O KaHaJIaM
(hakCUMIIIBHOM CBsI3M, 00Pa0ATHIBAIOTCS U PETUCTPUPYIOTCS B OOIIIEM TOPSIIKE.
Texcr mocTynuBIIeH TenedhoHOTpaMMBI 3aMTMCHIBACTCS B KypPHAJIE PETUCTpAITIU
TenedoHOrpaMM U TIe4aTaeTcs Ha JUCTe OyMaru i repefadynd Ha pacCMOTpPEHUE.
15.4. TToctynatoiue (BXoAs1MEe) JOKYMEHTHI IEpeAaloTCsl Ha paCCMOTPEHHUE
PYKOBOJICTBY TOJIBKO MOCJIE UX PETUCTPALMU U MPEIBAPUTEIIBHOTO PACCMOTPEHHUSI.
15.5. JlIokyMeHTBI, MOCTYIUBIIINE B 00111€00pa30BaTEIbHYI0 OpraHU3alnio, 0
BOIIPOCaM, HE TPEOYIOIUM PaCCMOTPEHUS TUPEKTOPA, HAMIPABIISIOTCS PAOOTHUKOM
OTBETCTBEHHBIM 32 JIETIONPOU3BOJICTBO IKOJbI HEMOCPEICTBEHHO UCIIOTHUTEIIO
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3arpoca.

15.6. JIupexTop B pe30JIIOLUN ONPEAEISAET JIUI, OTBETCTBEHHBIX 32 UCIIOJIHEHUE
JIOKYMEHTA, U JIaeT UM NnopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a JACIONPOU3BOICTBO
IIKOJIBI IIEPENIAET JOKYMEHT Ha UCTIOJTHEHHUE.

15.7. TlonIMHAUK TOKYMEHTA C PE30JIF0IIMEH pyKOBOIUTENS 0011e00pa3oBaTeIbHON
OpraHu3allyi HaIPaBJISIETCA UCIIOJTHUTEIIIO.

15.8. ITpu HanTM4YMKM HECKOJBKUX UCIOJHUTENCH MOIJIMHHUK JOKYMEHTA Mepe1aeTcs
TOMY UCTIOJTHUTEJIIO, KOTOPBIN B COOTBETCTBUHU C YKA3aHUSIMU 110 UCTIOJTHEHUIO
SIBJISIETCSL OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJHUTEIHN MTOIYYa0T KOO JOKYMEHTA.
15.9. IloaIuHHUK TOKYMEHTA, KOTOPBIN UCIIOIHSAETCS HECKOIBKUMU JOJIKHOCTHBIMU
JIMIIaMU, TTOJy4aeT OTBETCTBEHHBIA UCTIOTHUTEIb. OCTaIbHBIM UCTIOJHUTEISIM
MEePENAI0OTCS KOMUHU.

15.10. M3roToBieHune KOMUM JOKYMEHTA ISl TIepe1aul COMCIIOIHUTEISIM
OCYILIECTBIISIETCSA CEKpeTapeM 00111e00pa3oBaTeIbHON OpraHu3aluu.

15.11. Pe3oumronus COIEPIKUT:

e YKa3aHHUC 110 UCIIOJJHCHHIO, COACPIKAIICC KPATKOC OIMMMCAHNUC H€O6XOI[I/IMOFO JJIs
HCIIOJIHCHUA IIGfICTBPISI;

e YKa3aHHUC Ha CPOK, B TCUCHHUEC KOTOPOTO 00 A0 UCTCUCHUA KOTOPOTro
H€O6XOI[I/IMO HCIIOJHUTD IIPCAIINCAHHOC ,Z[GI;'ICTBHG;

o JIMYHYIO TIOJTUCH aBTOPa PE30TIOIHH;
e JIaTy IPOCTABJICHUS PE3OJIIOIIHH.

15.12. Yka3anue Ha CpOK, B T€YEHUE KOTOPOTO JIMOO0 10 UCTCUCHHS] KOTOPOTO
HEO0OXOJIMMO UCTIOIHUTD MPEANUCAaHHOE ACHCTBHUE, MOXKET HE BBIPAXKAThCS KOHKPETHOM
JATOM U COZIepKaTh BBIPAKECHUS: "B yCTAHOBJIECHHBIN 3aKOHOM CPOK' U T.II.

15.13. Pe3omtonust muieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIUCTA
JIOKYMEHTA.

15.14. B cnyuae, korja pe3oronus agpecoBaHa HECKOJIbKUM COTPYAHUKAM, TO
OTBETCTBEHHBIM 3a UCTIOJIHEHHUE IOKYMEHTA B 1I€JIOM SIBJISIETCS COTPYIHUK, YKA3aHHBIN
MIEPBBIM (BEPXHUM), INOO COTPYTHUK, B OTHOIIICHUH KOTOPOTO CJieJlaHa TIOMETKA O TOM,
YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranusanus padoThl ¢ OTHPABJIAEMbIMH (UCXOASIINMHU) TOKYMEHTAMH

16.1. Jlo nmpeaocTaBiaeHus MPOEKTa OTIPABISIEMOTO (MCXOISIIET0) JOKYMEHTa Ha
MOANUCH TUPEKTOPY WIM HHOMY YIIOJTHOMOYEHHOMY B YCTAHOBJICHHOM TOPSIIKE Ha
MOAMKUCAHKE JIMIY OCHOBHOM MCIIOJHUTENb POBEPSET MPaBUILHOCTh O(hOPMIICHHUS
OTMPaBIIAEMOTO (MCXOAIIET0) JOKYMEHTAa Ha COOTBETCTBUE TPEOOBAHUSAM HACTOSIIEH
NHcTpykiuu.

16.2. IIpy noAroToBKe OTNPABIAEMOro (MCXOIAIEr0) JOKYMEHTa KaK OTBETa Ha
MOCTYNUBIIUN (BXOSAINNA) TOKYMEHT UCIIOJHUTEIIb MPUKIAJbIBAET K
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MOJIFOTOBJIEHHOMY MPOEKTY BXOSIIUN JOKYMEHT.

16.3. [IpoekThI OTIIpaBIsSEMbIX (UCXOIAIINX) TOKYMEHTOB C YIETOM COOTIOACHUS
YCTAHOBJIEHHOT'O B PE30JIIOIMN CPOKA UCTIOTHEHUS MEPEAAIOTCS OTBETCTBEHHBIM
WCIIOJIHUTEJIEM B OT/EII AEJIONPOU3BOACTBA (KaHUEISAPHSI, CEKPETAPH) IIKOJIBI IS
HaIpaBJICHUs Ha MMOJITUCaHUE.

16.4. [Tognucanubie OTIpaBiIsieMble (MCXOAIINE) JOKYMEHTBI, IEPEIatOTCs paOOTHUKY
OTBETCTBEHHOMY 3a JIEJIONPOU3BOJICTBO LIKOJIbI, KOTOPBIN OCYIIECTBIIAET IPOBEPKY
KOMITJIEKTHOCTH ¥ COOTBETCTBHUSI KOJIMYECTBA HK3EMIUISIPOB OTIPABIISIEMOTO
(MCXOIAIIET0) TOKYMEHTA CIIUCKY PACCBIIKH, a TAK)KE MPABHIBHOCTh 0(OPMIICHHUS
JOKYMEHTA COIVIACHO HACTOSIIIEH HHCTPYKIUH.

16.5. B ciiydyae HapylIeHHs] KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJIMYECTBA, a TAKKE
MPaBUILHOCTH O(DOPMIIEHHSI IOKYMEHTA COTJIACHO HACTOSIIEH MHCTPYKIIMH
OTIIpaBJIsieMble (UCXOSAINE) JOKYMEHThI HE3aMeUINTEIBHO BO3BPAIIAIOTCS
pabOTHHUKAMU KaHLIEJISIPUU OTBETCTBEHHOMY MCIIOJHUTENO WM B CITy4ae OTCYTCTBHS
OTBETCTBEHHOT'O UCIOJIHUTENSI €r0 HEMOCPEICTBEHHOMY PYKOBOIUTEINIO IS
YCTPaHEHHUsI HAPYILICHU.

16.6. JIOKyMEHTBI IIOCIIE UX MOATUCAHUS TUPEKTOPOM WIIM UHBIM YIIOJTHOMOYEHHBIM
JIMIIOM NEPEIaloTCs B KAHLESPUIO 00111e00pa30BaTEIbHON OpraHnu3aluy 1Jis
PErHCTPALiU U OTIIPABKHU.

16.7. Peructpanus oTIpaBiaseMbIX (MCXOSIINX) JOKYMEHTOB OCYIIECTBIISETCS TOCIIE
IPOBEJCHUS paOOTHUKAMU KaHLETSIPUU, OTBETCTBEHHBIMHU 3a JIEJIONPOU3BOJICTBO,
MPOBEPKHU KOMIUIEKTHOCTH M COOTBETCTBUS KOJMYECTBA HK3EMIUISIPOB, a TAKKE
MPaBUIILHOCTH O(DOPMIICHHS OTIIPABISEMOTO (MCXOSIIETO) TOKYMEHTA.

16.8. Peructpanus co3naBaeMbIX JOKYMEHTOB OCYILIECTBISETCS B I€Hb MOAUCAHUS
WJIM YTBEPXKACHUS JTMOO0 Ha CIIETYIONINI pabounii 1EHb.

16.9. CBenenusi 0 perucTpUpPyEeMbIX OTIPABISIEMbIX (MCXOMSIINX) TOKYMEHTaxX
BHOCATCA B KypHAJI PETUCTPAI[UU OTIPABIsIEMOM (MCXOAAIIEH ) TOKyMEHTAIUY.
16.10. PeructpaniiOHHbII HOMEpP U JAaTa OTHPABISIEMOr0 (UCXOMASILEr0) JOKyMEHTa
MPOCTABJISIOTCS Ha MOJAJMHHUKE JOKYMEHTa B pEKBU3UTaX OJIaHKa U Ha 3K3EMIUISIpE,
ocTaroniemcs B jesie 0011e00pa3oBaTeIbHON OpraHu3aliH.

16.11. CtpykTypa perucTpalluOHHOIO HOMEPA OTIPABIIIEMOTO (MCXOISIIETO)
JOKYMEHTa COCTOUT U3 €ro MOPsIIKOBOTO HOMEpa M MHAEKCA Jiejia IO HOMEHKIIAType
JI€JT IIKOJBI.

16.12. OTmpaBka TOKyMEHTOB IPOU3BOIUTCS IEHTPATHU30BAHHO PAa0OOTHHUKAMU
KAHIIEJISIPUU [IKOJIbI, KOTOPBIE MPOU3BOJSAT UX COPTUPOBKY MO CIIOCOOY OTIpaBICHUS
(mpocrasi, 3aKka3Hasi, MeXAyHApOIHAS U JIP.).

16.13. [Tuckbma, TenerpaMMsbl, OTKPHITKH, OAHIEPOJIN U TICYATHBIC U3IaHUS
OTIIPABJISIIOTCS ITOYTOM.

daxcorpamMmbl U TeaeOHOTPaMMBbI ITEPEAAIOTCS 110 KaHAIaM Tele(OHHOM CBSI3U.
16.14. DnekTpoHHbBIE COOOIIEHUS OTIPABIISIIOTCS ¢ OPHUITMATEHOTO ITOYTOBOIO
AJIEKTPOHHOTO a/ipeca 0011e00pa3oBaTeIbHON OPraHU3aIIHH.

16.15. Tlucbma, TenerpaMMbl, OTKPBITKU, OaHIEPOIH, (haKCOrpaMMBbI, FITEKTPOHHbBIE
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COOOIIIeHHUsI, HE CBSA3AHHBIE C pabouel JeaTeIbHOCThIO, K OTIIPABKE HE MIPUHUMAIOTCS.
16.16. /lokyMeHTEL, OTIIpaBJsIEMbIE CPEACTBAMH [TIOYTOBOM CBS3U IIPOXOIT:

o YIIAKOBKY;

o aJipecoBaHue (MpU HAMpaBJICHUU JOKYMEHTa Ooliee 4eM B 4 ajpeca) — B
COOTBETCTBHHM C YKA3aTEJIEM PACCBHUIKH, HA Ka)KJIOM SK3EMILISIPE MUChMa
yKa3bIBa€TCs TOJIBKO OJIUH aJpecar.

e IIPOCTABJICHUC CTOMMOCTH ITOYTOBBIX YCIIYT,
e TICPCHAYY B IIOYTOBOC OTJACICHUC CBA3U.

16.17. Ilpu OAroTOBKE M OTHPABKE MUCEM HEOOXOIMMO YUUTHIBATh MpaBUIIa,
YCTaHOBJICHHBIE NTPUKAa30M MHUHHUCTEPCTBA CBSA3U U MACCOBBIX KOMMYHHUKaInuii PO ot
31 uronst 2014 r. N 234 "O6 yrBepkaenuu [IpaBui okazanus yciayr HOYTOBOM CcBsi3U".
16.18. JIOKyMEHTBI, OTIIPABIIIEMBIE CPEICTBAMM IIOYTOBOM CBSI3U B OJUH aJIpec,
BKJIQJIBIBAIOTCS B OJIUH KOHBEPT.

16.19. Ucxonsdmue TOKYMEHTHI, IPEeIHAa3HAYECHHBIE U OTIPABKU CPEACTBAMU
(baKCUMUJIBHOW CBSI3U, OTIPABIISIOTCS pa0OTHUKAMU KaHLIEJISIPUN
0011e00pa3oBaTebHON OpraHU3aluu.

17. Pa3paboTka u BeileHHEe HOMEHKJIATYPbI eI

17.1. JoxymeHTanbHBINA (DOH/T IIKOJIBI — COBOKYIMHOCTh JOKYMEHTOB, 00pa3yIOIINXCS B
MIpOILIECCE €ro NeATENbHOCTH. JJoKyMeHTanbHbIA (POH] IIKOJIBI COCTABIIAIOT TOKYMEHTHI,
CO3/1aHHbIE B 00111€00pa30BaTeNIbHON OpraHU3aluy U MOJYUYEHHbIE €10 B pe3yJIbTaTe
B3aMMO/JICHCTBUS C OPraHAMU TOCYAAPCTBEHHOW BJIACTH, OPraHaMHU MECTHOTO
CaMOYIIpaBJICHUs, IOPUANUECKUMU U (PU3UUECKUMU JTUIIAMHU.

17.2. HomeHnkiatypa fiei siBisieTCs OCHOBOM (DOPMHUPOBAHMSI IOKYMEHTaIbHOTO (hOoHIA
IIKOJIBl ¥ TIPEJICTABIIAET COOOM CUCTEMATU3UPOBAHHBIN NIEPEUEHb 3ar0JI0BKOB
(HaMMeHOBaHUI) J1eJ1, 3aBOJUMBIX B ILIKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHHUsI, U
O(OpPMJIEHHBIN B COOTBETCTBUU C MTPABOBBIMHU aKTaMHU, PEKOMEHAAIUSIMU U
METOAUYECKUMH yKazaHusMu opraHoB Poccuiickon denepanyu, yrioJHOMOYECHHBIX B
cdepe rocy1apcTBEHHOTO YIPaBICHUS apXUBHBIM JEJIOM, JIEJIONPOU3BOACTBA U
JOKYMEHTO000poTAa.

17.3. HoMeHKI1aTypa J1ea1 COCTaBISIETCA Ha OCHOBE U3YYEHHUS MOJI0KEHUIA, MHCTPYKLUI
Y TIPaBUJI, @ TAKKE JAPYTHMX JOKYMEHTOB, PENIAMEHTUPYIOIIUX I€ATEIbHOCTh
001eo0pazoBaTeNbHON OpraHu3alnu, a TaKKe HOMEHKIIATYp A€l 3a MPEIIeCTBYOIIHE
rOJIbl ¥ TOKYMEHTOB, 00Pa3yIOIINXCsl B ICSITEILHOCTH 00111e00pa3oBaTebHON
OpraHU3aLHH.

17.4. HoMeHKIIaTypa J1ea UCHOJb3YyeTCs JUIsl TPYIITUPOBKYU UCIIOIHEHHBIX JOKYMEHTOB
B JI€J1a, CUCTEMATU3alMM U y4YeTa JeJ1, ONPEIEICHNs CPOKOB UX XPAHEHHUS U IIOUCKA
JOKYMEHTOB, SIBJSIETCS OCHOBOM JIJIsl COCTaBJICHHUSI ONMCEMN AEII MOCTOSSHHOTO U
BpeMeHHOT O (cBbIe 10 eT) XxpaHeHus, a TaKxke 1Js yuera Jen BpeMeHHoro (1o 10 met
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BKJIFOUUTEJIBHO) XPAHEHUSI.
17.5. HoMeHkmnarypa J1e71 BBOAUTCS B ACMCTBUE NPHUKA30M IO IIKOJIE.
17.6. HomeHnksaTypa Jiesi FOTOBUTCS B TPEX DK3EMILISIpaXx:

e ISl IOMEIICHNUS] B HOMEHKJIATYPHOE JIETI0 U TTIOCTOSTHHOTO XPaHCHMS;
e I MCTOJIb30BaHUS B pabOTE OTJEIOM JICJIONPOU3BOJICTBA (KaHIICISIpUeil);
e JUIS XpAaHCHUS B apPXUBE IIKOJIBI.

17.7. VI3 HOMEHKIIATYpHhI JET IIKOJIbI OTBETCTBECHHBIM JIUI[OM 32 BEJICHHE
JETONPOU3BOACTBA O(OPMIISIOTCS BBITUCKH IS KQKIOTO U3 MOAPa3AeICHUN 1 OTJEIOB
0011e00pa30BaTeIbHON OpraHU3aIIH.

18. ®@opmupoBaHue e U UX TeKylee xpaneHue. [loaroroBka J10KyMeHTOB H JIeJI
K mepeaave HA apXHMBHOE XpaHeHHe

18.1. ®opmupoBanue aes1 — IpyNIAPOBKA UCITOTHEHHBIX TOKYMEHTOB B J€a B
COOTBETCTBUM C HOMEHKJIATYpOH /1€ 00111€00pa30BaTeIbHON OpraHnu3aluy U
CUCTEMaTHU3ALMS IOKYMEHTOB BHYTPH JI€a.

18.2. Jlena co qHs UX 3aBEAEHUA 0 NIEPEAAYN B APXUB IIKOJIBI MM HA YHUUYTOKEHUE
XPpaHATCS IO MECTY UX (POPMHUPOBAHUS.

18.3. IIpuka3bl 10 OCHOBHOMW, aIMUHUCTPATUBHO-XO3SIMICTBEHHOM, y4eOHO-
BOCITUTATEIbHOM IE€ATEIbHOCTH IIKOJIbI, TPYIITAPYIOTCS OTAEIBHO OT IPUKA30B 110
JMYHOMY COCTaBY paOOTHHUKOB U MO JTUYHOMY COCTaBY OOyUaIOLUXCSI
(yyammxcs/BOCHMTAaHHUKOB).

18.4. Ilepenucka rpynnupyeTrcs 3a Nepuoj KaJICHAApHOTO rojia U CUCTEMATU3UPYETCS B
XPOHOJIOTMYECKOU MOCJIEI0BATETbHOCTH.

18.5. IIpoBepka HaIM4UMsI U COCTOSIHUS JOKYMEHTOB U JI€] IPOBOJMUTCS NIPU
IEpEMELICHUH JIE]1, IPYU BO3BPATE J€], IPYU PEOPTaHU3aALNN WIH JIMKBUAALUN
00111e00pa3oBaTeNbHON OpraHu3aluu.

18.6. B apxuB o01ieo0pa3oBaTeabsHON OpraHU3aIuy (J1anee - apxuB) IepelatoTcs ena
MOCTOSIHHOTO, BpeMEHHOTO (cBbIIe 10 1eT) CpOKOB XpaHEHHUS U 10 JIMYHOMY COCTaBY
yepes 3 rojia mocsjie roja, B KOTOPOM JOKYMEHTHI ObLITH MTOMEIIEHBI B JIEJI0 Ha
XpaHEHHE.

18.7. Ilepenaya TOKyMEHTOB B apXUB MPOU3BOJIUTCSA MO YTBEPKACHHBIM OMUCAM .
18.8. IloaroToBka IOKYMEHTOB U JieJl K Iepe/laue Ha apXUBHOE XpaHEHUE U Ha
YHUUYTOKEHHUE MPEyCMaTPUBAECT:

e OKCHEPTHU3Y IIECHHOCTH JOKYMEHTOB;
e COCTAaBJICHWE OIHMCEH JIeT 0 pe3yabTaTaM dKCIEPTU3bI UX IICHHOCTH;
o odopmIieHHE e,

e COCTaBJICHMC aKTOB Ha YHUYTOXCHUC JOKYMCHTOB U ACJI C UICTCKIIMMU CPOKaAMU
XPaHCHUA.



I[OKYMCHT noAnucan BJIGKTpOHHOﬁ IMOAITNCBIO.

18.9. DkcnepTr3a IEHHOCTH TOKYMEHTOB MTOCTOSIHHOTO U BPEMEHHOT'O XpaHEHUS
OCYULIECTBJISIETCS €KETOJHO JTUIOM (JIMLAMH ), HA3HAYEHHBIM PUKA30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH ) 32 APXUBUPOBAHUE.

18.10. B neno nmomeniaercs He Oonee 250 TUCTOB (TOMIIKMHA J€1a P ITOM COCTaBIISET
He Oosiee 4 cM). [Ipu 60JIBIIIOM KOJIMUECTBE TOKYMEHTOB (DOPMHUPYIOTCSI TOMA (YACTH)
nena. BHyTpu nena JOKyMEHTBI paclolaratoTcsi B XpOHOJIOTMYECKOM MOPSIIKE B
COOTBETCTBHH C ONUCHIO. B /1€51a MOMEMaTCs TOJIBKO UCIIOIHEHHBIE, TPAaBUIBHO
0(pOpMJICHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpH JieJia PaCIoiararoTcs CBEPXy BHU3 B XPOHOJOTHUECKOH,
BOITPOCHO-JIOTMYECKOM MOCIEA0BATEIbHOCTH WM UX COYETaHnU. PacriopsiauTesbHbIe
JOKYMEHTBI TPYIIIUPYIOTCS B JieJia M0 BUJaM U XPOHOJOTUU C OTHOCAIIUMHUCS K HUM
MIPUIOKEHUSIMHU.

18.12. JInunble KapTOUKU paOOTHUKOB (POPMHUPYIOTCS B JI€JI0 O andaBuTy HaMuImii.
18.13. Odopmienue aena npeaxycMarpuBaeT: 0hOpMICHUE PEKBU3UTOB O0JI0XKKH Jea
10 YCTAHOBJIEHHOU (pOopMe; HyMEPALIMIO JIUCTOB B JI€JI€ KapaHAalllOM B BEpXHEM ITPaBOM
yIJ1y; COCTaBJICEHUE BHYTPEHHEHN ONKUCH JOKYMEHTOB JI€J1a, IOJUIMBKY U IEPETUIET JeIa.
JIuct Gonbioro popmata, MOJMIMTHINA 32 OAMH Kpail, HyMEpyeTcs Kak OJMH JIUCT B
IIPaBOM BEPXHEM yTiy. JJOKyMEHTBI C COOCTBEHHON HyMepalHen JIUCTOB, B TOM YHCIIe
NeYaTHbIE U3/1aHUs, HYMEPYIOTCS B 0011IEM HOPSAKE.

18.14. JIuctsl nen, coCTOAMMNX U3 HECKOJIBKUX TOMOB WJIA YAaCTEW, HYMEPYIOTCS 1O
KQKJIOMY TOMY WJIM YaCTH OTHENBHO.

18.15. Ilocne 3aBepiieHNs HyMEPAILMK JIMCTOB COCTABIISICTCS 3aBEPUTEIbHAS HAJIIKCh,
KOTOpAasi pacIioyiaraeTcsi B KOHIIE Jiena. 3aBepuTebHas HaANNCh COCTABIIAECTCS B JIEIE Ha
OTJIEJIbHOM JINCTE-3aBEPUTEIIE JEIIA.

18.16. B 3aBepuTenbHON Haanucu MU paMu U IPOIMUCHIO YKa3bIBAETCSl KOJIMYECTBO
JIMCTOB B JAHHOM JieJie. 3aBepuTebHas HAAKUCh MOIIMCHIBAETCS €€ COCTABUTEIIEM C
yKa3aHueM paciinu(@poBKU NOANUCH, JOHKHOCTU U AaThl cocTaBieHus. KonnuecTBo
JIUCTOB B JieJie MTPOCTABIIAETCS Ha O0JIOXKKE Jieia B COOTBETCTBUU C UTOTOBOM
HaJIIUCHIO.

18.17. PekBu3ut "cpok xpaHeHus Aea’ NepeHoCUuTCs Ha 00JI0KKY Jiena U3
COOTBETCTBYIOILIEH HOMEHKJIATYPhI JEJI ITOCIIE CBEPKH €r0 CO CPOKOM XpaHEHUs,
YKa3aHHBIM B TIEpPEYHE TUMIOBBIX JJOKYMEHTOB WJIM B MEPEUYHE IOKYMEHTOB,
oOpa3yroluxcs B AeSTENbHOCTU (pesiepanibHOro Oprana, ¢ ykazaHueM CpOKOB XpaHEHHUS.
18.18. Ha nenax mocTOsSIHHOTO XpaHEHUsI MUIIETCs: " XpaHUTh MOCTOSIHHO'.

18.19. IIpuem aen npou3BOAUTCS COTPYIHUKOM, YIIOJJTHOMOUYEHHBIM HA BEJICHUE
NEeSATENbHOCTH apXHBa, C MPOCTABICHUEM B JIBYX DK3EMIUISIPAX OMMCH JI€JT OTMETOK O
HaJIUYHMH KaXI0T0 JeNa (Ha KaKI0M 3K3EMIUIAPE OMUCH YKAa3bIBAETCS KOJIUYECTBO
(baKkTHUEeCKU NPUHSTHIX JIE], 1aTa IpueMa-niepeiauu Jell, a TAaKkKe MOMNUCH apXUBUCTa
Y COTPY/JHMKA, IEPEIABIIETO Jea.

19. 3aka0uYnuTeNLHbIE MOJI0KEHUS
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19.1. Hacrosmast MHCTpyKIUS 10 1€T0NPOU3BOJICTBY SBISIETCS JIOKATbHBIM
HOPMAaTUBHBIM aKTOM 00I1Ie00pa30BaTeIbHON Opranu3aiuu, npuHuMaercs Ha O0miem
coOpanuy pabOTHUKOB M YTBEpKIaeTcsl (BBOAUTCS B ICHCTBHE) MPUKA30M IUPEKTOPA
0011e00pa30BaTeIbHON OpraHU3aIIH.

19.2. Bce nu3MeHeHHs U IONOJIHEHNUS, BHOCUMBIE B HacToALIyI0 MHCTpyKIMIO,
o(opMIISIIOTCS B MUCBMEHHOM (hopMe B COOTBETCTBHUH JCHCTBYIOIINUM
3akoHoAaTensCcTBOM Poccuiickont denepannu.

19.3. HCTpyKIUS 1O 1ETONPOU3BOJICTBY B IIKOJIE IPUHUMACTCS HA HEONPEIeICHHbIH
cpok. M3Menenus u nonoaHeHus K MHCTPYKIIMKM IPUHUMAIOTCS B TIOPSIZIKE,
npeaycMoTpeHHoMm 1.19.1. nactosiieit Uactpykiuu.

19.4. Tlocne npunsTus UHCTpYyKIMK (MM U3MEHEHUH U JONOJTHEHUN OTACTBHBIX
MYHKTOB U Pa3/eNiOB) B HOBOW PEAAKIINY MPEABIAYIIAs peJaKkius aBTOMaTUYECKU
yTpauuBaeT CUITY.

[Tpunoxenue Ne 1
IIpaBuia opopmiieHUsI pEeKBU3UTOB IOKYMEHTOB

1. 17151 HOATOTOBKH JIOKYMEHTOB IPUMEHSIETCSI TEKCTOBBIN pPeIaKTOP, 00ECIIeUNBAIONTUN
TpeboBaHUsI rparUecKOro BOCIPOU3BEICHUSI PEKBU3UTOB JJOKYMEHTA.

2. Bunpl 1 pasmepsl ucoab3yeMbix mpudToB: Times New Roman — 12, 13, 14; Calibri
14 v npuOIMKEHHBIE K HUM.

3. Ilpu moAroTOBKE TEKCTOB B TaOJUIIAX, JAJIsI 00ECIICUCHUS JTyUIIel YUTaeMOCTH
JAHHBIX, JIOMTyCKaeTcs MpuMeHenue mpudTos Buaa Arial, pazmeposn 12,13.

4. JInanazoH UCIOIb3YEeMbIX MEKYCTPOUHBIX HHTEPBAJIOB: OT OJIMHAPHOTO J10
IIOJIyTOPHOTO.

5. AG3alHbIi OTCTYH TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJIOBKHY pa3/iesioB U MOAPa3/IeI0B MeYaTaOTCs ¢ a03aI[HBIM OTCTYIIOM WUJIU
LEHTPUPYIOTCS MO MIMPUHE TEKCTA.

7. MHOTOCTpPOYHBIE PEKBU3UTHI IIEYATAKOTCS YEPE3 OAUH MEKCTPOUYHBIN UHTEPBAII,
COCTaBHBIC YACTH PEKBUZUTOB OTIEISIOTCS JOMOJIHUTEIHLHBIM HHTEPBAIOM.

8. Eciii MOKyMEHT TOTOBUTCS JJISI U3AHUS C YMEHBIIIEHUEM MaciTada, TeKCT
reyaTaeTcsl 4yepes JIBa MHTepBaa.

9. UnTepBan mex 1y OykBaMu B CJIOBax - 0ObI4HbIN. IHTEepBa Mexay clioBaMU - OAUH
npo0er.

10. TekcT fOKyMEeHTa BhIpAaBHUBAETCS 11O MIMPUHE JUCTa (10 TPaHUIlaM JIEBOTO U
MIPABOro MOJIEH JOKYMEHTA).

11. InuHa caMoi JUIMHHOM CTPOKM PEKBU3UTA IPU YIIIOBOM PACIIONIOKEHUU
PEKBU3UTOB HE Oojee 7,5 cMm.

12. InuHa caMoi JUIMHHOM CTPOKU PEKBU3UTA MPHU MPOAOJIBHOM PACHOJIOKEHUN
PEKBU3UTOB HE Oosiee 12 cm.

13. Koa dopmbl TOKYMEHTA
Ko dhopmbl JOKyMEHTa MPOCTaBIACTCS Ha YHU(PUITUPOBAHHBIX OpMax JOKYMEHTOB B
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OCHOBHOM HCITOJIb3YEMbIX B KaJJpOBOM JIOKyMEHTOO0OpOTE MIKOJIBI. Pacmonaraercs kon
(GhopMBI B TPaBOM BEPXHEM YTIIy pab0Yero mojis JOKyMeHTa, COCTOUT u3 ciioB "dopma
no" (HauMeHoBaHUE Kiaccudukaropa) v UdpPoBOTo Koja.

[Ipumep - @opma no OKY/] 0301001,

14. HauMeHOBaHME IIKOJIbI

HanmMeHnoBaHue KO JOJKHO COOTBETCTBOBATh HAMMEHOBAHUIO IOPUAMYECKOTO
JU1A, 3aKPETJIEHHOMY B €r0 yUpeIuTeIbHbIX JoKyMeHTax (Y cTaBe
oOmeoOpaszoBarenbHOM opranu3anun). [1o HaMMEHOBaHUEM IITKOJIBI B CKOOKaX
YKa3bIBAECTCS COKpPAILIEHHOE HAMMEHOBaHUE 0011e00pa30BaTEIbHON OpraHU3aIuy.
Han nHanmeHoOBaHMEM TITKOJIBI - YKa3bIBACTCS MTOJTHOC HAMMEHOBAHUE BBITIIECTOSIICH
OpraHu3aIMH.

15. CupaBouHble JaHHBIE O IIKOJE

CrnpaBo4HbI€ JaHHBIE O IIKOJIE BKIIOYAIOT B ce0s1: MOYTOBBIN ajipec, Homepa TenedoHa,
(haxca, agpec 2JIeKTPOHHOU nmouThl, Ko 1mKoJbl 1o OKIIO (mpocTaBnsiercs mo
O6mepoccuiickoMy Kiaccu(pUKaTopy NPEANpUsTUN U OpraHu3aiiii), OCHOBHOM
rocyaapcTBeHHbIN peructpannonusii Homep (OI'PH), nnentudukamonusii Homep
HaJIOTOIJIATENbIIMKA/KOJI MPUYMHBI TOCTAaHOBKH Ha HajoroBbid yuetr (MHH/KIIIT).

16. HanMeHoBaHHe BUIa JOKYMEHTA

PexBU3UT HcnoNb3yeTcs Al yKa3aHUsl BUIA IOKYMEHTA U pacloJiaraeTcs Mo
PEKBU3UTOM «HAaMMEHOBaHHUE 00111e00pa30BaTelIbHOM opraHu3anumn». HanmeHnoBanue
BHJIa IOKYMEHTA HE YKa3bIBAETCSA B MUChMAX.

17. Jlata foKyMeHTa

JlaToii moKymMeHTa SBJSIETCS JaTa ero noanucanus (puKas, MucbMo, 3alHUCKa, akT U
Ip.), YTBEpAKAEHUS (MHCTPYKIIMS, TOJIOKEHHE, PaBUila, PErJIaMEeHT, IJ1aH, OTYET U JIp.),
coObITHS, 3a(DUKCUPOBAHHOTO B TIOKYMEHTE (TIPOTOKOJI).

JlaTa TOKyMEHTa MPOCTABIIETCS JOJKHOCTHBIM JIUILIOM, TTOAMUCHIBAIOIINM WU
YTBEPKIAIOIIUM JOKYMEHT, WU IIPU PETUCTPALIMK TOKYMEHTA, WM HEMOCPEACTBEHHO
COCTABUTEJIEM IMPHU MOJTOTOBKE JTOKYMEHTa (CITy>KeOHas 3amucKa, 3asBJICHUE U p.).
JIOKyMEHTBI, U3/1aBa€Mbl€ COBMECTHO C JIPYTUMH OPTraHU3alUsIMU JOJKHBI UMETh OJHY
(enuHyr0) naty.

Haty noxymeHTa opopMIiIsitoT apabckuMu 1 paMu B MOCIEIOBATEILHOCTH:

o JICHBb MecsIa, MecsIl, To1. JleHb Mecsa 1 Mecsir 0pOPMITSIFOT IByMS TTapaMu
apabckux nudp, pa3aeIeHHBIMA TOYKOM; TO/I - YETHIPEMS apaOCKuMu nudpamu,
Hanpumep: 01.12.2017. byksa "r" nocie uudp He cTaBUTCS.

¢ IIPH CIOBECHO-IIM(PPOBOM criocoOe opopMIIeHHUs AaThl I€Hb MECAIa YKa3bIBACTCS
napoi apabckux Hudp, rojl YeTbIpbMs apadCckuMu Ludpamu, Harpumep: 12
nekabps 2017 r.

18. PerucrpanimoHHblii HOMEpP IOKYMEHTA
PerncrpanronHsii HOMEp JOKYMEHTA MPOCTABIIIETCSA B COOTBETCTBUU C CUCTEMOU
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pEeTUCTpaINU, IPUHATON B IIKOJIE.

PerucrpanuoHHbIii HOMEp MPUCBAUBACTCS TIOKYMEHTY MOCJIE €T0 TIOTUCAHUS
(YTBEpKICHUS).

CcpliKa Ha PETUCTPAITMOHHBIA HOMED U JIaTy TOKyMEHTa

Ccbuika Ha UCXOJSIINI HOMEp U 1aTy JOKYMEHTA aJipecaHTa BKIIOUYaeT B ce0s
PETUCTPAIIMOHHBIA HOMEP U JIaTy JTOKYMEHTa, Ha KOTOPBIA OJIKEH OBITh JJaH OTBET.

19. Mecto cocTaBienus (U3AaHUs) IOKYMEHTa
MecTo cocTaBiieHUs WU U3JaHUs JOKYMEHTa - "TopoJ ..." - yKka3pIBaeTcs Ha OJlaHKax
IPOTOKOJIOB M aKTOB, COCTABIISIEMbIX B 00111€00pa30BaTeIbHON OpraHu3aluu.

20. Anpecar
B pekBusure "Aapecar" ucnosib3yroTcs opuiimanibHble HAMMEHOBAHUSI OPTaHOB

roCyZapCTBEHHOW U MCIIOJIHUTEIBHOM BJIACTH, OPTaHOB MECTHOT'O CAMOYIIPABIICHUS,
opranuzauuii. Jlomyckaercst HICOJAb30BaTh O(PUIMAIBHO TPUHATHIE COKPAILICHHBIE
HaVMEHOBAHHs OPTaHOB rOCYAapCTBEHHOW U UCIIOJIHUTEIBHOM BIACTH, OPTaHOB
MECTHOT'O CaMOYIIPABJIEHU S, OpTraHU3ALIHM.

[Ipu anpecoBaHny JOKYMEHTA IOJKHOCTHOMY U YACTHOMY JIMIy MHUIIMAJIBI CTaBsATCS
nocJse GpamMuimm.

[Ipumep - Pykosooumento OO0 « Cmpoumenvy
Damunusn U.0.

PexBusut "agpecar" mpocraBiseTcs B BEpXHEH MpaBoil 4acTh JOKyMeHTa (Ha OJIaHKe C
YTJIOBBIM PACIOIOKEHUEM PEKBU3UTOB) WM CIIpaBa MoJi pEKBU3UTaMU OJ1aHKa (mpu
MPOJIOJIBHOM PacloJIOKEHUH peKBU3UTOB OnaHka). CTpoku pekBusuTa "agpecar”
BBIPAaBHUBAKOTCS 110 JIEBOMY KPArO WM LIEHTPYIOTCS OTHOCUTEJIBHO CaMOU JITTMHHOM
CTPOKH.

[Ipu agpecoBanuu noKyMeHTa 0€3 yka3zaHus JOHKHOCTHOTO JIMIA HAMMEHOBAHMUS
aJpecaToB MUIIYTCS B UMEHUTEIBHOM MaJIeXkKe, HApUMep:

Opeanvl cmamucmuku 20poda Mockawl

[Ipu anpecoBaHny JOKYMEHTA PyKOBOIUTEIIIO OPraHU3allid HAMMEHOBAHHE JTOJDKHOCTH
yKa3bIBaeTCs B AATEIILHOM TajieXe, HalpuMep:

TI'enepanvrnomy oupexmopy OO0 «H30anuey

Damunus U.0.

[TouToBBII aapec HE YKa3bIBACTCS B IOKYMEHTAX, HAPABJIICMBIX B BBICIIIHEC OPTaHbI
roCcyJapCTBEHHOM BIIacTH, (heiepalibHbIe OpTaHbl UCTIOJTHUTEIIBHON BIIACTH U UX
TEPPUTOPHUATHHBIC OPTaHbI, OPTAHbI TOCYIAPCTBEHHON M UCTIOJHUTEILHOM BJIACTH,
MTOCTOSI HHBIM KOPPECIIOHICHTaM.

[Ipu anpecoBanny MMChMa B OPTaHU3AIMIO YKA3BIBAIOT €€ HAMMEHOBAHUE, 3aTEM
MMOYTOBBIN aIPEC, HAIPUMED:

T'ocyoapcmeennoe yupeoicoenue Beepoccutickuil nayuno-ucciedosamenbckuil
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UHCMUmMym OOKyMeHmMOo8e0eHUsl U APXUBHO20 Oeld
IIpoghcorosnas yn., 0.82, Mockea, 117393

[Tpu agpecoBanuu NOKyMEeHTa (PU3NUECKOMY JTUIY YKA3bIBAIOT (DaMUJIMIO M MHULIAAIIBI
ITOJIy4aTesis, 3aTEM ITOYTOBBIN a/Ipec, HAIlpUMeEp:

Ilemposy U.11.
lIpouszeoocmeennas yiu., 0.5, ke.12,
2. Mockea, 119633

PexBuszut "Anpecat" He T0KEH colepKaTh Oojiee YeThipex aapecaToB. CiioBO
"Konus" nepen BTOpbIM, TPETHUM, YETBEPTHIM aipecaTaMu He ykasbiBaercs. [Ipu uucie
azpecaToB 0oJiee 4-X COCTABISETCS CIIMCOK PACCHUIKU JOKYMEHTA.

Ecnu 1oKyMEHT OTHpaBisieTcsi B HECKOJIBKO OJTHOPOJAHBIX OpraHu3alvuii Uiy B
HECKOJIbKO CTPYKTYPHBIX MOAPA3/eICHUN OpraHna UCTIOJHUTEIIBHOU BJIACTH, TO OHU
YKa3bIBAIOTCSI 000OIICHHO.

[Tpumep:

Pyxosooumensam yupescoenuti CI10

20. 'pud yrBepkaeHus JOKYMEHTA

['pud yrBEepkACHUS IPOCTABIIACTCS B IIPAaBOM BEPXHEM YTy JTokyMeHTa. CTpoku
PEKBHU3UTA BEIPABHUBAIOTCS TI0 JICBOMY KPAO WUIH IIEHTPUPYIOTCSI OTHOCUTEIBHO CaMOM
JUTMHHOM CTPOKH. JIOKYMEHT yTBEPKIAETCS TOKHOCTHBIM JIUIIOM (JIOJDKHOCTHBIMH
JUIIaMH ) WA PACTIOPSIUTEILHBIM IOKYMEHTOM (TIOCTaHOBJICHUEM, PEIICHUEM,
MIPUKA30M, PACTIOPSIKEHUEM ).

[Tpu yTBep)aeHNN JOKYMEHTA JIOKHOCTHBIM JIMIIOM IpU( YTBEPKISHUS TOHKCH
coctosTh U3 ciioBa Y TBEPXKJIAIO (0e3 kaBbIuek), HAMMEHOBAHUS JOJDKHOCTH JIUIIA,
YTBEPIKIAOIIETO JOKYMEHT, €0 IMONUCH, MHUITHATIOB, (DaMHUJIUK U JIaThl yTBEPKICHUSI.
[Tpumep:

YTBEPK/IAFO
Jupexmop MBOY [llxkona Ne 1238
H.0. Damunus

21. llata

[Ipu yTBEpKACHUN JOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMU JIMLIAMU WX MMOJIUCH
pacnoJiararoTcsi Ha OJHOM YPOBHE.

[Tpu yTBepx)aeHUU TOKYMEHTA PaclOPSIUTEIbHBIM IOKYMEHTOM TpU( YTBEPKICHUS
coctout u3 cnoB YTBEPXX/IEH (YTBEPXXJIEHO, YTBEPXX/IEHbI,
YTBEPXJIEHA), corinacoBaHHOT0 ¢ HAMMEHOBAHUEM BHJIa YTBEPK1a€MOT0
JOKYMEHTA, HAMMEHOBAHHS BUIa JOKYMEHTA B TBOPUTEIBHOM NAJEkKe, €ro JaThl,
HOMeEDpa.

IIpumep:
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YTBEPK/I[EHO

npuxazom MBOY [llkona Ne 1238

om 01.03.2020 Ne 57

22. 3aroJioBOK K TEKCTY

3aroyioBOK K TEKCTY - KpaTKO€ CojiepKaHue JOKyMEeHTa. 3arojloBOK K TEKCTY IpUKa3a
dbopmymupyercs ¢ npeasiorom "O" ("O06") u oTBeuaer Ha Bompoc "o yem?"):

o IpHKa3 (0 yeM?) 0 CO3JaHUU KOMHUCCHUU;
o TpuKa3 (0 yem?) 00 yTBEPKACHUU IITATHOTO PACITUCAHMUS;
o mHCHhMO (0 ueM?) 0 MPeAOCTaBICHNH HH(POPMAITUH.

3aroJ0BOK K TEKCTY 0OPMIISIETCS 0] PeKBH3UTAMH OJIaHKa CJIeBa, OT TPAHMIIBI JIEBOTO
TIOJISL.

HanmenoBanue (3arojioBoK) 1100 aHHOTAIUS TIOKYMEHTA COCTABJISAETCS aBTOPOM
MPOEKTA JOKYMEHTA.

3aroJIoBOK K TEKCTY MOKET HE COCTaBJISITHCS, €CIIM 00bEM JOKYMEHTA HE MPEBBINIACT 4-
S CTpOK.

23. TexcT TOKYMEeHTa

JlokymMeHTBI 00111€00pa30BaTeIbHON OpraHU3alluid COCTABJISIOTCA Ha FOCYAapCTBEHHOM
a3bIke Poccuiickoit denepanuiu - pycCKOM.

TekcT TOKyMeHTa MOXKET COACPKATh Pa3AEIibl, TOAPA3AEIbI, TYHKTHI, TOJMTYHKTHI,
HyMepyeMble apaOCKUMU U pamu.

B npukazax TeKCT JOKyMEHTa U3JaraloT OT EPBOIo JIMIA €IMHCTBEHHOTO YHCIIa
(«TIpUKa3bIBAIO»)

B nokymeHTax KoJuIerHalibHbIX U COBELIATEIbHBIX OpraHax OT TPEThEro JIuIa
€AMHCTBEHHOTO YKcia: («COOpaHHUe... PEIINIIO)

Texcr mpoTokoIa u3aaraeTcs OT TPETHETO JIUIa MHOKECTBEHHOTO YHCIIa («CITyIIamm,
«BBICTYITUJINY, IIOCTAHOBUIINY, «PEILIUIIN ),

B coBMeCTHBIX JOKYMEHTaxX TEKCT U3JaratoT OT MEPBOIO JIMIIAa MHOKECTBEHHOIO YMCIA!
(«TIpUKa3BIBAEM», «PELLUAIIN).

B nenoBwix (city>keOHBIX) MUChbMaX UCTIONIB3YIOTCS (DOPMBI M3II0KEHNS:

e OT MEPBOTO JIMI[A MHOKECTBEHHOTO YHCJIa (KIIPOCUM HAMPABUTHY, IPEACTaBIIsIEM
Ha PacCCMOTPEHUEY);

e OT TPEThEro Jauia eAuHCcTBeHHOTO yncia («Aamunuctpaius OY lkoma No 1238
HE BO3PAXACT»);

e OT IEPBOIO JIULA EAUHCTBEHHOT'O YUCIIA («CUUTAI0 HEOOXOUMBIMY, «IIpEaJiarato
paccMOTPETHY).

[Ipu ynorpebneHnuu B TekcTe (haMuiuil UL MHUIMAIBI YKA3bIBAIOTCA MOCe (aMUIIHH.
B nenoBeix (ciy:ke0HBIX) MUCbMax MOTYT UCTIOJIb30BAThCS:
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| - BCTYIIUTEJILHOE 00OpaIeHue:
VBaxxaeMbId TocrioguH MBaHoB!
YBaxkaemas rocnoxa Ilerponal
VYBaxxaembiii Hukonaii [letpoBuu!
VBaxkaemast Onpra HukonaeBHa!
VBakaemble rocrnoja!l

B o0paiiiennu o 10KHOCTH HAaMMEHOBAHUE JOJIKHOCTH MUIIETCS ¢ TIPOIMCHOMN
OYyKBBI, B 0OpatieHnu 1Mo GaMuIny HHUITHATBI JINIA HE YKa3bIBAIOTCA.

| - 3aKJIFOYUTEIbHAs STUKETHas (pa3za:
C yBaxkeHHeEM, ...

CrpaHu1bl TOKyMEHTa HyMEPYIOTCS, HAUMHAsl CO BTOPOT'O JIUCTA TIOKYMEHTa apaOCKUMU
nupamMu MocepeIMHe BEPXHETO MO,

TekcT TOKyMeHTa OTAEIISIETCS OT 3aroJIOBKa ABYMS WIIA TPEMSI MEXKAYCTPOUHBIMHU
MHTEpBaJaMH UCIOJIb3YEMBIMU B TEKCTE.

| 24. OTMeTKa 0 MPUIOKCHUH
OTMmeTKa O IPUIIOKEHUU UCTIONB3YETCs TPU 0(OPMIICHUH MTUCEM U MPUITOKEHHUH K
IJTAaHaM, [IPOrpaMMaM, OT4ETaM, MOJIOKEHUAM, IPABUIIAM, UHCTPYKLIHAM U APYTUM
JOKYMEHTaM.
B nuceMax oTMeTKa 0 MpuiIoKeHUH oQOpMIIIETCs MOJI TEKCTOM MHChMa Ha PacCTOSIHUU
1,25 cM OT rpaHuLbl JIEBOTO MOJA. ECau npunokeHne Ha3BaHO B TEKCTE MUCbMA, B
OTMETKE O MPUJIOKEHUH YKA3bIBACTCA KOJIMYECTBO JIMCTOB U KOJIMYECTBO DK3EMILIIPOB
MIPUJIOKEHUS, HATIPUMED:

Ipunooicenue: na 3 1. 8 1 3K3.

[Ipy HaNMMYMK HECKOJIBKUX MPUIIOKEHHI, B OTMETKE O MPUJI0KEHUU OHU HYMEPYIOTCS,
YKa3bIBAIOTCS HAMMEHOBAHUS KaXK]IOTO MPUIIOKEHUS, KOJIMYECTBO JTUCTOB U KOJIMYECTBO
AK3EMILISIPOB, HAIPUMED:

Ipunooicenue:
1. IInan-epagux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepoicoeHuu pakma ooyueHus... Ha 1 1. 8 1 3k3.

Ecnu npunosxenust cOpoIopoBaHbl, TO KOJIMYECTBO JUCTOB HE yKa3biBaeTcs. Eciun
MIPWIOKEHUE HATIPABJISIIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE ajpeca, TO OTMETKY O €ro
HaJIMuuu 0(OPMIISIOT CIICIYIOIIUM 00pa3oM, HalpuMep:

Ipunoowcenue: na 3 1. 6 1 9k3. mobKo 8 nepavlil aopec.

Ha npunoxenusx k rnpaBuiaM, HHCTPYKLUSAM, ITOJIOKECHUSM, IUIAHAM, IIPOrpaMMam,
JIOTOBOPaM U JPYTUM JOKYMEHTAM OTMETKA O MPUJI0KEHUH MPOCTABIIACTCS HA IEPBOM
JIUCTE MPUJIOKEHHUS B IPABOM BEPXHEM YTIIY.
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Ecnu npunoxxenue oaHO, OHO HE HymepyeTcs. Eciiu npuioxkeHuil HEeCKOJIbKO, OHU
HyMepyroTcs (puioxeHue 1, npunoxenue 2).

B TekcTe nokyMeHTa nmpu nepBoM YIIOMUHAHUM JTOKYMEHTA-TIPUIIOKEHHUS B CKOOKaxX
YKa3bIBACTCS: ... (IPUTIOKEHUE) WIH ... (IPUIIOKEHUE 1); mepel HOMEpOM MPUIIOKEHHS
JIOITYCKAeTCsl CTaBUTh 3HAaK HOMepa: ... (mpuinoxenue N 2);

B oTrMeTke 0 mpuiioKeHUH YKa3bIBA€TCs HAMMEHOBAHUE BHJla OCHOBHOTO JIOKYMEHTA,
€ro J1aTa ¥ HOMep, HalpuMep:

Ipunoowcenue N° 2 k npuxasy MBOY lxkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npunoxxennem K 10KyMEHTY (Hampumep, K MpUKasy) sSBISETCS YTBEPKIaeMbIi
JOKYMEHT, (ITOJIOKEHUE, PAaBUIIA, UHCTPYKIIUS, PETIIAMEHT U JIp.) B BEpXHEM ITPaBOM
yIJIy MPOCTABISAETCS OTMETKA O MPHIIOKEHUHU, HIKE — Ipu( yTBEPKACHUSI, HAIPUMED:

Ipunoowcenue
YTBEPK/IEHO
npuxazom MBOY lxona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra peksuzura "OTMETKa 0 TPUITOKEHUH'" JOJIKEH COOTBETCTBOBATH
BUJIY U pa3Mmepy mpudTa TeKCTa JOKYMEHTA.

25. I'pud cornacoBanus JOKYMEHTA

['pud cormacoBanust JOKyMEHTa UCIIONB3YETCs TIPHU COTTIACOBAHUM JJOKYMEHTA C
OpraHaMH BJIACTH, OpPraHU3aLUSAMU WK JOJKHOCTHBIMU JInaMu. OH COCTOUT U3 CJIOBA
“COI'JTACOBAHQO”, 10J15KHOCTH JIMLa, KOTOPBIM COTJIaCOBaH JOKYMEHT (BKIIIOUYAs
HAUMEHOBAHME OPTaHHU3AINH ), TMYHOU MOAMNUCH, PACITU(PPOBKH MOANUCH (MHUIIAAJIOB,
(haMUITUM) U 1aThl COTJIACOBAHMSI.

[Tpumep:

COI'JIACOBAHO

Jlupexmop MBOY Illkona Ne 1238
HU.U. Hsanos

01.12.2019

['pud cormacoBanusi B 3aBUCMMOCTH OT BUA JOKYMEHTa U OCOOCHHOCTEH €ro
0(OpPMIICHUS MOXKET IIPOCTABIISATHCS:

e Ha IEPBOM JIUCTE JOKYMEHTA (€CIU JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha
TUTYJILHOM JICTE) B IEBOM BEPXHEM YIIIy Ha YpOBHE Tpr(da yTBEpKICHUS WIN
10/1 HAMMEHOBAHUEM JJOKYMEHTA OJIMKe K HIDKHEMY TI0JTIO);

e Ha MOCJICAHCM JIMCTC JOKYMCHTA IO TCKCTOM;,
e Ha JIUCTC COIJIaCOBAHUSA, ABIAIOIIICMCS HEOTHEMJIEMON YaCThIO JOKYMCHTA.

Bremnnee cornacoBaHue Takke MOKET ObITh OCYIIIECTBICHO APYTHUM JOKYMEHTOM -
MUCbMOM, IPOTOKOJIOM, TPUKA3OM.
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[Tpumep:

COI'JIACOBAHO npuxazom /]OzM om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MpoekTa JOKyMeHTa 0hOpPMIISIETCS BU3OM.

Buza npocrabiisieTcsi COOCTBEHHOPYYHO JIUIIOM, BUBUPYIOIIUM JOKYMEHT, U BKIIIOYAET B
ce0s HAaMMEHOBAHUE JIOJHKHOCTH BU3UPYIOIIETO, €ro JIUYHYIO MOJIUCh, paciii(@poBKy
noAnucy (MHULMAIBL, (PaMWIHIO) U JaTy.

[Ipumep:

3amecmumens oupekmopa
H.0. Damunus
03.03.2020

Jlomyckaercs OJIMCTHOE BUBUPOBAHUE JOKYMEHTA U €r0 IMPHUIJIOKEHUN.

[Ipn HanmMuuy 3amMevyaHui, TONOJIHEHUH K MPOEKTY JOKYMEHTA BU3a JIOIOIHAETCSA
COOTBETCTBYIOIIUM yKa3aHUEM.

JI1st JOKyMEHTa, ITOJJIMHHUK KOTOPOI'O OTIIPABIIAIOT U3 LIKOJIBI, BU3BI IIPOCTABIIIOTCS
Ha K3EMIUIBIPAX JOKYMEHTOB, IOMEIIAEMBIX B JIEJIO.

JU1s JOKyMeHTa, ITOJVIMHHUK KOTOPOI'O OCTAeTCs B IIKOJIE, BU3bI COINIACOBAHUS
IPOCTABJISIOTCS HAa 000POTE MOCIEIHErO JIUCTA MOJIMHHUKA IOKYMEHTA UM Ha
IIOCJIETHEM JIUCTE TOKYMEHTA IO ITOAIHUCHIO.

27. Ilognuck
[Toanuck BKIItOYAET: HANMEHOBAHHE JOJDKHOCTH JIMIIA, TIOAMHACABIIIETO TOKYMEHT, €T0

COOCTBEHHOPYUYHYIO MOJIHUCH; PaCIIM(PPOBKY MOAMUCH (MHULHAAIBI, (PaMUIIN):
ITpumep:

Jlupexmop nuunas noonuce U.O.Damunus

Ecnu noxymenT odopmiieH He Ha OJaHKE, B HAUMEHOBAHKE JIOJDKHOCTH BKITIOUAETCS
HalMEHOBaHUE 0011e00pa30BaTEILHON OpraHu3aluu (MOJHOE HA3BaHUE IIKOJIbI).
Jonyckaercs B pekBu3ute "l[loanuch NOMKHOCTHOrO JUld" IEHTPUPOBATH
HalMEHOBAHUE JIOJ>KHOCTH JIUIIA, TTOIMMCABIIETO JOKYMEHT, OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKH.

[Tpu noanucannu TOKyMEHTa HECKOJIbKUMH JI0>KHOCTHBIMU JIMIIAMU PA3HBIX
JOJDKHOCTEH MX TMOJIUCH PacIiojiaratoT OJHy MO APYrou B MOCIeI0BaTEILHOCTH,
COOTBETCTBYIOIICH UepapXuu 3aHUMAEMOU JOJIKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuce U.0.D.
3amecmumens oupekmopa auynas noonucs U.0.D.
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[Tpu moamMcanuy JOKyMEHTa HECKOJIBKUMU JIMIIAMU PABHBIX TOJKHOCTEH MX TOIUCH
pacrojaraioT Ha OJJHOM ypOBHE.

B moxyMeHTax, COCTaBIIEHHBIX KOMHUCCHEH, yKa3bIBACTCS CTATYC JIMIA B COCTABE
KOMHUCCHH:

MPOCTABJICHUEM KOCOW YEePTHI Mepel HANMEHOBAHUEM JOJHKHOCTH (100aBISATh KaKHe-
00 MPUCTABKH).

Ecnu nupekTop KOkl UM MHOE YIIOJIHOMOYEHHOE Ha MOIMKUCAHUE JOKYMEHTA JIUIIO0
BPEMEHHO OTCYTCTBYET (OTITyCK, 00JI€3Hb, KOMaHIUPOBKA) MJIM IOJDKHOCTH BaKaHTHA,
TO JOKYMEHT MOJIUCHIBAECT COTPYAHUK, YIIOJITHOMOUYEHHBIN Ha MOIUCAHNUE B
COOTBETCTBHUH C PACIIOPSIAUTENBHBIM JOKYMEHTOM WJIM HAJIETICHHBIN MMOTHOMOYHUSIMH,
YCTAaHOBJICHHBIMH MPUKA30M IIKOJIbI WU yupenurens (JIOrM), ¢ ykazanueM cBoeit
TOJKHOCTH U TIOJTHOMOYMS, HAIIPUMED:

3amecmumens oupekmopa noonuce U.0. ©amunus

WJIN:

Hcnonuaowui obsa3annocmu oupekmopa noonucs U.0. @amunus
WITH

u.o. oupexmopa noonucv 1.0. @amunus

PexBuzut "[loanuck H0IKHOCTHOTO JIHIIA" MOXKET ObITh OPOPMIIEH COOCTBEHHOPYYHO
aBTOPOM JIOKYMEHTa (HarpuMep, MpU HAIMCAHUU CITY>KeOHOM 3anucKu 0e3 MPUMEHEHHUSI
TEXHUYECKUX CPEJCTB) JIMO0 OPOPMIIEH C UCTIOIB30BAHMEM TEXHUYECKHUX CPENICTB.

B ciiygae odopmnenus peksusuta "lloanucs 10IKHOCTHOTO JUIA" C UCIIOIH30BAHUEM
TEXHUUYECKUX CPEJICTB BUJI U pa3Mep mipudTa yKa3aHHOTO PEKBU3UTA HE MOXKET
OTJIMYATHCS OT BHUJIA U pa3Mepa MmpudTa OCHOBHOTO TEKCTa JOKYMEHTA.

PexBuzut "[lognuck JOMKHOCTHOTO JIMIA" OTAEISAETCS OT TEKCTa TPEMS MU YEThIPbMSI
OJIMHAPHBIMHU MEXIYCTPOUYHBIMU UHTEPBAJIAMH.

28. [leuath

[Teuats siBISIETCSI CIOCOOOM MOATBEPKACHUS MOITMHHOCTH TOAMKUCH JOJKHOCTHOTO
JUla Ha ToKyMeHTe. [leyaTh cTaBUTCS HA JOKYMEHTAaxX B CIy4asiX, MPEyCMOTPEHHBIX
3aKOHOJATEIbHBIMU UM UHBIMU HOPMATHUBHBIMH MPABOBLIMHU aKTaMHU.

[TeyaTs cTaBUTCSA HA CBOOOTHOM OT TEKCTA MECTE, IIPU ITOM OTTHCK NeYaTH HE
3aXBaThIBAET JUYHOU MOJAMKUCH JAOTKHOCTHOTO JIUIIA MOAMUCABIIET0 JOKYMEHT, WU B
Mecte, o0o3HaueHHOM «MID» («Mecto euatny).

B noxymeHnTax, moAroTOBICHHBIX HA OCHOBE YHHU(PUIIMPOBAHHBIX (OPM, TTeYaTh
CTaBHUTCSl B MeCTe, 0003HaUeHHOM OTMeTKOHM "MII" min uHbIM 0Opazom.

29. OtMeTKa 00 UCHOIHHUTEIIE

OtMmeTKka 00 UCTIOJHUTENE (aBTOPE) TOKYMEHTA IIPOCTABIISACTCS HA MTMChMaXx IITKOJIBI B
JIEBOM HUKHEM YTITY JIUIIEBOM CTOPOHBI TTOCIETHETO JIMCTA TIOKYMEHTA OT TPAHUITBI
JICBOTO TIOJISL WJTH, TIPU OTCYTCTBHH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.
OtmMmeTka BKITIOYAET (haMUITUIO, UMSI, OTYECTBO HUCITOJIHUTEIIS U HOMED ero tenedoHa, a




I[OKYMCHT noAnucan BJIGKTpOHHOﬁ IMOAITNCBIO.

TaK)Xe OTMETKA 00 MCIOTHUTENE MOXKET JOMOJIHATHCS HAMMEHOBAaHUEM JOJKHOCTU U
AJIEKTPOHHBIM aJIPECOM UCIIOJIHUTEIS.
[Tpumep:

Hesanos Hean Heanosuuy, cneyuanucm no oxpave mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. OT™MeTKa 0 3aBepeHUU KOTIHUU

J1J1st MOATBEPKICHUSI COOTBETCTBUS KOMHHU (BBITUCKH U3 JIOKYMEHTA) MOAJIMHHUKY
JOKYMEHTA Ha MOCJIEIHEM JINCTE KONUU (BBIMUCKU U3 JTOKYMEHTA) O] PEKBU3UTOM
"Tlognuce" odopmiisiercst pekBU3UT «OTMETKA O 3aBEPEHUU KOTTUI.

OTMeTKa 0 3aBEepEeHUH KOIHH BKJIIOYAET: CIIOBO «BepHO», HAMMEHOBaHUE JOKHOCTU
JMIIa, 3aBEPUBILIETO KO0, COOCTBEHHOPYYHYIO MTOANUCH, paCIIM(PPOBKY MOAMUCH
(uHUIMANBI, (aMUITUIO), 1aTy 3aBEPEHUS KOIIMH JOKYMEHTA.

PexBu3ut «OT™METKA O 3aBEPEHUH KOMHUI» MOXKET ObITh OPOpMIIEHA OT PYKH WIIH C
UCIIOJIB30BAaHUEM LITAMIIA.

JlomyckaeTcst 3aBepSITh KaK bl JJUCT MHOIOCTPAHUYHOW KOTIMU JOKYMEHTA.

31. OTMeTKa 0 HOCTYIUIEHHH JIOKYMEHTA

OTMmeTKa 0 IOCTYIJICHUH JIOKYMEHTA COACPKUT BXOISAIIUN PETUCTPAITMOHHBIA HOMED U
JaTy MOCTYIUICHHS JoKyMeHTa. JlomyckaeTcs yka3aHHe 9acOB M MUHYT MOCTYIUICHHS
JTIOKYMEHTA C 3aBEPCHHUEM TOAMUCIMH 3aMHTEPECOBAHHBIX JIHII.

OTMeTKa 0 TOCTYIJICHUH JIOKYMEHTA MOYKET MPOCTABJIATHCS C UCTIOJIb30BAaHUEM
IITaMIIA.

32. Pe3omronus
Pe3omtonus coiepkUT yKa3aHue 10 HCIIOIHCHUIO qokyMeHTa. OHa oopmisieTcs Ha

CBOOOJHOM MecTe pabouero moJis T0KyMEHTa.

Pesomtonus BkitouaeT B ce0si: (haMuIInio, MHUIMAIBI UCTIOTHUTENS (MCTIOTHUTEIEH),
MOPYYCHHUE TI0 JOKYMEHTY, TTOJMKUCH aBTOPa PE3OJTFOITUH U 1aTy o(popMiIeHUS
PE30ITIOIIHH.

Pesomtonus, Mo ycMOTpEHUIO JIUIA, JAIOIIET0 TOPYUYSHHUE, MOKET BKIIOUaTh B ce0s
TaK)Xe CPOK MUCIIOJIHCHHSI IOKYMEHTA.

JOKYMEHT NOANMUCAH 3JJEKTPOHHOHN NMOANUCHIO

NOAJIUHHOCTD JOKYMEHTA HE IOATBEPKIEHA.
w IMPOBEPEHO B ITPOTPAMME KPUIITOAPM.

MOJIIMACH

OO0muii craryc moamucu: [loanucu MaTeMaTHYECKHU KOPPEKTHBI, HO HET IIOJHOIO JOBEPHUS K OHOMY UJIN
HECKOJIBKUM CepTU(GUKATAM TOITHCH

Cepruduxar: 00F7850BC87E91CAB33B60D236D809EOOB
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