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1. O0mue moJ10KeHUs

1.1. Hacrosimrast HCTpyKIMsi MO ACJIONMPOU3BOACTBY B IIKOJE pa3paboTaHa B COOTBETCTBHHU C
®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit deneparuu’ ¢
n3MeHenusiMu ot 8 amrycra 2024 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHIapTOB IO
uHpopManuy, OUOIMOTEUHOMY M H3JATEIbCKOMY Jieny, «OpraHm3almoHHO-PACIIOPSAUTENbHAS
nokyMeHTanusi. TpeOoBaHusi K o(oOpMIIEHHIO JOKYMEHTOB», a Takke Ycrasom ['BOY OOII
c.Kymuno wu JpyrumMu HOpPMAaTUBHBIMH IpaBOBBIMH akTamMu Poccuiickoit  ®exnepanuu,
perIaMeHTHPYIOIIUMH JEATeTFHOCTH 00IIe00pa30BaTebHBIX OPTaHU3aAIUH.

1.2. Mannas WMHCTpyKIMs MO JENONPOU3BOACTBY B Iikoje (manee - WHCTpykims) oOo3Hadaer
MpaBWja TOJATOTOBKH M O(QOpMIIEHHUS JIOKyMEHTOB B 00I1€00pa3oBaTelbHON OpraHu3alui,
oIpeieNIAeT CTaHAapThl OPOPMIICHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTaBJICHHUS! MPUKA30B,
MOJIO)KEHUH MHCTPYKIUH, a TaKkKe perjaMeHTHpyeT (opMHUpOBaHHUE JEJl U UX TEKyIllee XpaHeHHE,
MOJArOTOBKY JIOKYMEHTOB M JieJl K Iepefaye Ha apXMBHOE XpaHEHHE B 00Ieo0pa3oBaTeNbHON
OpraHu3aliu.

1.3. MIHCTpyKIUs 1O JIENONPOU3BOJCTBY pa3paboTaHa B LENSX YCTAaHOBJICHUS €UHBIX TpeOOBaHUN
K TOJrOTOBKE, 0O0pabOTKe, XpaHEHHI0 U UCHOJIb30BAHUIO O0pa3yIoLUXCs B JAEATEIbHOCTU
0011e00pa30BaTeIbHOM  OpraHM3allid M TOCTYMAIONIMX B MIKOJIY JOKYMEHTOB, a TakKke
COBEPIICHCTBOBAHUSI M TOBBIMICHUS S()PEKTUBHOCTU JEIOMPOU3BOJCTBA 00IIE00pa30BaATEIHHON
OpraHM3aliHu.

1.4. Tlonoxenuss VHCTpyKIMHU pacmpoCTPaHSAIOTCS Ha OpraHU3alMi0 PabOThl C JTOKYMEHTaMHU
HE3aBHCHUMO OT BHJA HOCHUTENS, B TOM 4YHUCIE C DJIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOUas
MOJAFOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAaHUE JOKYMEHTOB, OCYLIECTBIISIEMBIMU C
MOMOILBI0 HHPOPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranuzanuioo, METOJAUYECKOE PYKOBOJICTBO, COBEpPUICHCTBOBAHUE JIEIONPOU3BOJACTBA U
KOHTPOJIb 3a cOOJIoieHueM HacTosiiell MHCTpYKIMU B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 3a
BEJICHUE JIeTI0NPOU3BO/ICTBA.

1.6. IlpaBa u 00s3aHHOCTH pPAaOOTHUKOB, OCYILECTBISAIOUIMX pabOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  IOJpa3JeleHUus X  oOIIeo0pa3oBaTeIbHOM  OpraHU3allid, YCTAaHABIMBAIOTCS
JOJDKHOCTHBIMU MHCTPYKIUSIMH WIIM IPUKA30M JIUPEKTOPA.

1.7. CBeneHus, coiepxamuecs B JOKYMEHTaX, MOTYT OBbIThb HCIOJb30BaHbl TOJBKO B paboumx
LEeJIAX B COOTBETCTBUM C MOJIHOMOYMSMHU COTpPYJIHHMKA, pabOTaloNIero ¢ JoKkyMeHTamu. PaboTa ¢
JOKYMEHTaMHU BHE INOMEIICHUH LIKOJIbI He Jomyckaercs. [Ipu yTpaTe AOKYMEHTOB MpPOBOJIWUTCS
clry>keOHasl IpoBepKa.

1.8. Ilpu yxome B OTHYyCK, TepeBoje (MEepeMeNIeHnr) Mo padoTe WU B Clydae YBOJBHEHUS
COTPYIHUK OO0s3aH TMepenaTh BCE HAXOMALIUECS Yy HEro TOKYMEHTHI HMHOMY COTPYIHUKY,
OIpeIeIEHHOMY B COOTBETCTBUU C YKAa3aHHUEM HEMOCPEICTBEHHOI'O PYKOBOAUTENS YBOJIBHIEMOTO,
YXOJSIIEro B OTIYCK WM MEPEeBOAIIETrocs (IepeMenaeMoro) mo padoTe COTpyJHHUKA.

1.9. UncTpykms obs3aTenpHa 11 COOIOICHHUS] BCEMU paOOTHHUKAMH IIKOJIBl. BHOBB MPHHATHIEC HA
paboTy COTPYIHUKHU, B JOJKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOAHUT BEICHHE JOKYMEHTAIH, B
TedyeHue TpEX pabounx JHEH Co JHS M3aHUS MPUKa3a O Ha3HAYEHUH Ha JIOJHDKHOCTD JTOJDKHBI OBITH
O3HAKOMIICHBI ¢ HacTosMeH MHCTpyKIue mo moAnuchk.

2. IIpaBujia NOATOTOBKH M 0()OPMJIEHUS JOKYMEHTOB

2.1. B 1eqaTeNbHOCTH IIKOJBI CO3MAaeTCS KOMIUICKC OPTaHHM3AIlMOHHO PaCHOPSIUTEIBHBIX
JOKYMEHTOB: MPHUKa3bl, MOJIOKEHUS, MPaBUia, HHCTPYKLUHU, PETJIaMEHTbhI; MPOTOKOJIbI 3aceIaHui
(COBGHIaTeJII)HI)IX, KOOPpAWHAIWOHHBIX, OKCICPTHBIX W APp. OpFaHOB), AdKTbhl, AHAJIMTHYCCKHC
CIPaBKH, JOKJIAIHBIE U CIy>)KEOHBIE 3alUCKH, IOTOBOPHI (KOHTPAKTHI, COTJIAILICHUS), IeJIOBas
(cmyxebHast) mepenucka M JAp. COCTABISIOTCA W O(QOPMIISIIOTCA CIEUUAIbHbIE JOKYMEHTHI,
CBS3aHHBIE C  IUIAHUPOBAaHHMEM  O0Opa30BaTENbHON  JAESATENBHOCTH U OCYLIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONPUATUHN, BEACHUEM Y4eOHO-IIEJarOorMYecKoro yuyera, OpraHu3anuei
JIeNIONPOU3BOACTBA 00111e00pa30BaTEIbHOM OpraHu3aluu, o0ecreueHneM OyXraaTepcKkoro y4yerta.



2.2. JIoOKyMEHTBl MOTYT CO3[aBaTbCsi Ha OyMa)XHOM HOCHUTENIE U B DIIEKTPOHHOH (opme ¢
COOJIOICHUEM YCTAaHOBJIEHHBIX MpaBuil oopmiieHus: TOKyMeHTOB. [Ipu co3gaHum AoKyMeHTa Ha
IBYX U O0Jiee CTpaHHUIIaX BTOPYIO U MOCIEAYIONINE CTPAHULIBI HYMEPYIOT.

2.3. Homepa cTpaHull IPOCTABISIOTCS MOCEPEINHE BEPXHErO MOJIsI JOKYMEHTA Ha PACCTOSHUMU HE
MeHee 10 MM oT BepxHero kpas Jjucra. JlomyckaeTcs CO3JaHHME JTOKYMEHTOB Ha JIMLEBOM U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1ByCTOPOHHEM CO3/IaHUU TOKYMEHTOB IIMpPHHA JIEBOT'O IOJI HA JULEBOW CTOPOHE JIMCTA
Y TIPaBOro MOJIsl Ha 00OPOTHOM CTOPOHE JIMCTA IOJIKHBI OBITH PABHBI.

3. PekBU3UTHI JOKYMEHTOB
3.1. Jlna pexkBHU3UTOB JOKYMEHTOB, CO3[aBaeMbIX B 00I1e00pa30BaTENIbHON OpraHU3aluy,
yCTaHABJIMBAIOTCS MpaBuiia U Tpebosanus B coorsercteuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOI'O JOKYMEHTA OIPENEISETCS €r0 BUIOM U Ha3HAYEHUEM.
3.3. Ilpu mnoaroroBke u OQOPMIECHWH JOKYMEHTOB B IIIKOJE WCIOJIB3YIOTCS CIECAYIOIINe
PEKBU3UTHI:

e Ko (OpMBI JOKYMEHTA;

* HAMMEHOBAaHMUE IIKOJIbI,

e CHpaBOYHbBIE JAHHBIE O IMIKOJIE;

e HAMMEHOBAaHHE BUJA IOKyMEHTA;

e Jara JOKYMEHTa;

*  PEerucTpalUOHHBIA HOMEp JOKYMEHTA;

e  CCBUIKA Ha PErHMCTPAL[MOHHBII HOMED U ATy TOKYMEHTA;

*  MECTO COCTaBJICHUS (U3/1aHUs) JOKYMEHTA;

e ajpecart;

e rpud yTBEpKACHUS TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

*  TEKCT IOKyMEHTA;

e OTMETKa O MPUJIOKECHHH;

e Tpud corimacoBaHus JOKYMEHTA;

* BHU3A,

*  TIOJIHUCH;

e OTMETKa 00 3JIEKTPOHHO! MOJIUCH;

e [IeyarThb;

e OTMETKa 00 HMCIIOJHHUTEIIE;

e OTMETKa O 3aBEPEHHH KOIIUU;

e OTMETKa O MOCTYIJICHUH IOKYMEHTA;

*  PE3OIIOLHSI.

4. BjIaHKH JOKYMEHTOB
4.1. JlokyMeHTEHI, cO3/1aBaeMbIe B 00IIe00pa30BaTEIFHON OpraHu3auy, OPOPMIISIFOTCS Ha OaHKaX,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX ucTax Oymaru ¢popmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUIBl  JOKYMEHTOB (TaOJIMIBI, CXEMbI, CMETbI) JOIMyCKaeTcsi o(opMIATh C
ucnons3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBISIOIIUME BHYTPEHHIOIO
MEPenucKy, OQOPMIISIOTCS Ha CTaHAAPTHBIX JucTtax Oymaru ¢opmara A4 (210x297 mm) 6e3
UCIONIb30BaHUs OJIAaHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, oopMIIEHHBIN Ha OnaHke wim 0e3 HEero, OJHKEH UMETh IOJIs He
MeHee:

e 20 MM - JIEBOE;

e 10 MM - mpaBoe;

e 20 MM - BepXHee;

e 20 MM - HUXKHEE.



4.3. JlokyMeHTbI JiuTelbHbIX (cBbime 10 JIeT) CpOKOB XpaHEHHUs JOJKHBI UMETh JIEBOE IOJIE HE
MeHee 30 Mm.
4.4. Bunpl 6;1aHKOB JJOKYMEHTOB, TPUMEHSAEMBIX B HIKOJIE:

e 00mMi ONIaHK;

e OJIaHK IIHCHMA;

e OJaHK KOHKPETHOTO BHJA JOKyMeHTa (OJaHK mpuKasza, OJaHK paclopspKeHus, OlaHk

IIPOTOKOJIA U JIp.)

4.5. OOpa3mpl pa3paOOTaHHBIX U TPUMEHSEMBIX B IIKOJEC OJAaHKOB MOMJIEkKAT BKIIOYEHHIO B
MHCTPYKIIMIO IO JEJIONPOU3BOCTBY 00I111€00pa30BaTeIbHON OPraHU3allK B KAUECTBE MPUIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. Ilpuxassbl

5.1. Tlpukazamu OQOPMISIOTCS pELIEHHUsS [0 ONEPaTUBHBIM, OPraHU3allMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TIpUIOKeHHE 2 Ha 9 ucTax) U IpYyruM BOIpocaM pabOoThl MIKOJIBL.

5.2. IlpoexkTel NpPUKA30B TOTOBSAT OTBETCTBEHHBIE WCIIOJIHUTEIN Ha OCHOBAaHUM MOPYYEHUN
JIUPEKTOpa, ero 3amectutenel. [IpoekTrl MpUKa30B MO JIUYHOMY COCTaBY TOTOBHUT CHEIUAIUCT IO
KaJpaM.

5.3. B npukazax TekcT u3naraeTcsi OT IepBOro JMla eAUHCTBEHHOTo uncia («IIpuka3piBato).

5.4. TekcT mpuKa3a MOXET COCTOATh M3 JBYX dYacTeill: KOHCTaTtupyroule (mpeamOyiibl)
pacnopsaIuTEIIbHOM.

5.5. B KoHcTaTupyomeid YacTH KpaTKO H3JaralmTcs Lead M 3agaud, (QakTbl M COOBITHS,
MOCITY>KUBIIIME OCHOBAaHUEM I M37aHus npuka3za. OHa MOKET HauuHAThCs cinoBamu "B memsax",
"B cootserctBun", "Bo ucnonnenue", u T.4. Eciu npuka3z u3gaeTcs Ha OCHOBAHHUU JIPYTOro
JIOKYMEHTA, TO B KOHCTAaTUPYIOILEH YacTH yKa3bIBA€TCsl HANMEHOBAHUE 3TOTO JIOKYMEHTA, €ro Jara,
HOMep W 3aroyioBok. IIpeamOyna B mpoekTax mHpuKa3oB 3aBepuiaercs cioBoM «llpukasbiBaioy,
KOTOpOE IeYaTaeTcs 3arjiaBHbIMU OyKBaMH.

5.6. PacniopsauTenbHas 4acTh JOJDKHA COJEP)KAaTh NEPEUUCIICHUE NPEANUCHIBAEMBIX ACUCTBUN C
yKa3aHUEM HCIOJHUTENS KaXJ0ro MAEWCTBUA U, NMPU HEOOXOJWMOCTH, CPOKOB HCIIOJIHEHMS.
PacnopsinutenpHast yacTh JAEAMTCA HA MYHKTHI M MOAMYHKTHI, KOTOpPbIE HyMEpYIOTCs apaOCKUMU
uugpamu. JleficTBUS OJHOPOJIHOTO XapaKTepa MOTYT ObITh IEPEYUCIIEHBI B OJHOM ITyHKTE.

5.7. B kadecTBe HCIOJHUTENIECH YKa3bIBAIOTCA 3aMECTUTENIM IUPEKTOpa, Mpelacenareau WIn
PYKOBOJUTENN pabouuX rpymnn (KOMHUCCHUIR).

5.8. Ecnu ipukas nu3MeHseT paHee W3JaHHbIM JOKYMEHT (IIyHKThI JOKYMEHTa), TO OMH U3 TyHKTOB
pacnopsAMTENbHON YaCcTH TEKCTa JIOJKEH CO/AEPKATh CChUIKY Ha M3MEHSIEMbIH TOKYMEHT (ITyHKTBI
JIOKyMEHTA) ¢ yKa3aHHEM €ro JaTbhl, HOMepa U 3arojIoBKa.

5.9. Ecnu mpuka3 OTMEHSIeT ACHCTBHE paHee W3JIaHHOrO JOKyMEeHTa (IIyHKTOB JOKYMEHTa) C
OIIPEAEIIEHHON JaThl, TO OJMH U3 IyHKTOB PacHOPAIUTEIILHON Y4acTH TEKCTa JOJDKEH HAYMHATBHCS
cinoBamu "[Ipu3HaTh yTpaTHBIIMM CHITY...", ajee yKa3bIBaThCA JaTa, HOMEP M 3aroJOBOK paHee
M3JJAaHHOTO JOKYMEHTa (IIyHKTa JOKYMEHTa), a TaKKe Jara, ¢ KOTOPOl OTMEHSETCs ero JeHCTBHE.
Ecnu nata He ykaszaHa, TO JAEWCTBUE paHEe U3JAHHOIO JIOKyMEHTa (IyHKThl JIOKyMEHTA)
OTMEHSETCS C 1aThl U3/1aHUs HOBOTO IIPHUKA3a.

5.10. Ecnu mpuka3 oTMEHSIET paHee U3JaHHbIN JOKYMEHT C MOMEHTA M3JIaHusl, TO OJIUH U3 yHKTOB
pacnopsAMTENbHON YacTH TEKCTa JOJDKEH HauyMHATbes cinoBaMu "OTMEHHTB..." M yKa3bIBaThCA
JiaTa, HOMEpP M 3aroJI0BOK PaHee W3/IaHHOTO IOKYMEHTA.

5.11. Ecnu npuka3 npennojaraeTcs BBECTH B JIeHiCTBUE HE ¢ MOMEHTa €ro U3JaHus, HEOOXOJUMO
yKa3aTb CpPOK BBEIEHHUs €ro B JencTBHe. IlocnenHMi NMyHKT pacnopsIUTEIbHOM YaCTH MOXKET
COJIEpKaTh CBEICHMS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAracTCsl KOHTPOJIb 32 UCIIOJIHEHUEM
IIpHUKa3a.

5.13. Ilpuka3bl NOJNMCHIBAIOTCS TOJIBKO JUPEKTOPOM 0011e00pa30oBaTeIbHON OpraHu3aliuu WIu
pabOTHUKOM, UCTIOHSIOIIUM €r0 00s3aHHOCTH.



5.14. OTBeTCTBEHHOCTh 3a 0OecreueHue CBOEBPEMEHHOM M KAaueCTBEHHOM MOJTOTOBKH IMPOEKTOB
MPUKA30B U MX COIJIaCOBAHME C 3aWHTEPECOBAHHBIMU PAOOTHUKAMU M OPraHU3ALMSIMH HECYT
aBTOpPBI ITPOEKTA MTPUKA3aA.

5.15. PerucrpanmoHHsle HOMEpa NPHUCBAUBAIOTCS MpPHUKa3aM I0 NOPAJIKY HOMEPOB B Ipejernax
KaJIEHAApHOTO roJia.

5.16. [laTa peructpanuu nmpukasa siBIsSeTCs JaTOW €ro MOAINUCAHHUS.

6. IIpaBuia, 10J10:KeHUs, HHCTPYKIMHU

6.1. IIpaBuna — HOPMATHUBHBIM aKT, ONpPEAEIAIOMINN MOPAAOK KaKOro-IuOo BHIA AEATENbHOCTH,
YCTAHABJIMBAOIINNA WIH 3alIPEIAIOIINN ONPEIeICHHOE MOBEACHHUE.

6.2. [TonoxeHne — HOPMATUBHBIN aKT, A€TAIBHO PEriIaMEeHTUPYIOIIUN IPaBOBON CTaTyC, MOPSIIOK
OpraHM3ally U IPOLEAYypY KaKoro-iudo BUAA JeSTEbHOCTH.

6.3. VHCTpyKIMsT — HOPMAaTHBHBIM aKT, M3JaBaeMbli B IENAX DPa3bACHEHHUS M OIpPEICIICHUS
MOpsAJIKa TMPUMEHEHHUSI COOTBETCTBYIOLEIO0 HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHHUs HOPM O
crioco0ax BBIMOJIHEHHSI OTPE/ICTICHHBIX Oneparuil (aelcTBuil).

6.4. [IpaBuiia, MonoXeH!s,, THCTPYKUUU NMPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJAA JOKYMEHTa) Ha
VYnpasmstomem coBete, 3acemaHusix [Ipodcoro3HOro KomMTeTa IIKOJIBI W YTBEPXKAAIOTCA
JTUPEKTOPOM.

6.5. Ilopsi0oK MOATOTOBKM IMPOEKTOB IMPABHJI, MOJIOKEHUS,, HHCTPYKIMM COOTBETCTBYET OOIIEMY
MOPSAJKY MOATOTOBKY MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHu3aluy.

6.6. TekCT MpoeKTa IOJIOKEHUsI, MPaBUJ, MHCTPYKLUUHM I€YaTaeTcsi Ha YUCTOM JIHUCTe Oymaru
dbopmara A4.

6.7. OTIUYUTENBHBIMU XapaKTEPUCTUKAMU TEKCTOB MPaBHJI, OJIOKEHUS, UHCTPYKIMU SBISIFOTCS:

* TOYHOCTb NMPUMEHSEMBIX (HOPMYIHPOBOK O€3 HCIOJIb30BAHUS CIOB U MOHITHH, UMEIOIINUX
MHOYECTBEHHBIN CMBICIT;

*  JHCIIOJIb30BAaHME KOPOTKUX TMPEIIOKECHUH, OOIIENPUHSATHIX BBIPAKCHHHA W CBSA30K, NpPHU
HEOOXOIMMOCTH - IMPEIBAPUTEIILHOE ONpEAETICHUE UCTONb3YEMbIX MOHATUH, COKpAIlEHHH,
abOpeBHaryp;

e OIIMCAaHHWE BCEX BO3MOXKHBIX BapHUAaHTOB COOBITMH M COOTBETCTBYIOIIMX MM BapUaHTOB
NEHCTBHI, T.€. MOJIHOTA MPEICTaBICHUS UHPOpMAIINH;

* CTPYKTYpPUPOBAaHHOCTb TEKCTa C LEJIbI0 JOCTM)KEHUS HAWIydlled MOoCiIeq0BaTelbHOCTH
U3JI0KEHUS MaTepuana;

* MMHHMH3AIUS TEKCTa C MOMOILBIO MPUMEHEHHsI 0000meHni (0030poB HpearnonaraeMbix
NeNCTBUI) U IpUMEHEHUe nepedrcieHnil (3a1a4, TanoB, yCIOBUM U T.1.).

6.8. B 3aBHCHMOCTH OT CJI0O)KHOCTU U 00beMa pa3pabaThiBa€MBbIX MPaBUJI, OJI0KEHUS, HHCTPYKLIUU
- TEKCT JIOKYMEHTA JIEJIUTCSl Ha TJaBbl, MyHKTHl ¥ MOJITYHKTHL. [JIaBBI TOMKHBI MMETh Ha3BaHUSI.
Hywmepauus npousBoautcs apadCKUMH Huppamu.

7. IlIpoTokoJ 3acenanusi (COBelIAHMS)

7.1. TIpoToKON — JOKYMEHT, B KOTOPOM (DUKCHUpyeTCst XOA OOCYXKIAECHHUS BOIPOCOB M MPHUHSATHS
peleHui Ha coOpaHUsAX, COBEIAHUAX, KOH(PEPEHIMAX U 3aCeJaHUAX KOJUIerHalbHbIX OPTaHOB.

7.2. Tlpotokon 3acenanus (coBemiaHus) - (Iajgee - MPOTOKOJI) OPOPMIISIETCS HAa YHUCTOM JIUCTE
oymaru opmara A4.

7.3. PexBu3UT - "TEKCT NOKyMeHTa". PEKBU3UT COCTOUT U3 ABYX YacTEil: BBOJHOI U OCHOBHOM.

7.4. Bo BBOZHOW  yacTW  yKa3bplBalOTCA  MHULIMANBL,  (QaMuIMM W JOJDKHOCTH
IpeCceaTebCTBYIONIETO, CEKpPeTapsi, MPUCYTCTBOBABIINX HA 3aCEIaHUU U, MPH HEOOXOJUMOCTH,
JIMLL, IPUTTIAIIEHHBIX Ha 3acejaHue (COBEIaHue).

7.5. BBogHas dYacTh NPOTOKOJA 3aKaHYMBAETCS IIEPEYHEM pACCMATPUBAEMBIX BOIIPOCOB,
NEPEeUYMCICHHBIX B THOPSJKE WX 3HAYUMOCTH C YyKa3aHUEM [JOKJIAJAYuKa IO KaxaAoMy
paccmarpuBaeMomy Bomnpocy. Bompocsr popmymnupyrorest ¢ mpemiorom "O" ("O6"), meuararorcs ot
I'paHMIIbI JIEBOTO MOJISl U HYMEPYIOTCs apaOCKUMU LU (paMH.



7.6. OcHOBHasi 4acTb IMPOTOKOJIA COCTOMT M3 Pa3J]ieloB, COOTBETCTBYIOIIMX pPaccMaTpUBAEMbIM
BOIIPOCAM M UX HyMEpalHH.

7.7. TekcT MpOTOKONA H3JIAaraerTcsi OT TPEThEro JMIa MHOXecTBeHHoro uucna ("cmymramu',
"BoicTynin", "nmocranoBuian", "pemman").

7.8. TIpOoTOKOI MOANMCHIBAETCS JINLIOM, NPEACENATENIBCTBOBABIINM Ha 3aCEIaHNN (COBELAHUM), U
cekpeTapéM 3acelaHusl (COBELIAHNUsA).

7.9. Ilpu OTCYTCTBMM CEKpeTapsl 3acelaHus, B TOM 4YHUCJIE IPHU IPOBEACHUM OIEPATUBHBIX
COBEUIAHUH, TOMyCKAeTCsl MOAMUCAHUE TPOTOKOIA TOIBKO MPEACENATENbCTBYOLINM.

7.10. Tekcr mpoTOKoJia JOJDKEH OBbITH MOATOTOBIEH HE IMO3/HEE TpeX THEH co JHSA 3acedaHus.
[IpoeKTbl  COOTBETCTBYIOIIMX MYHKTOB THPOTOKOJA BHU3HUPYIOTCS  JOJDKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a ITOATOTOBKY.

7.11. lata mpoTOKOJIa T0JI’)KHA COOTBETCTBOBATDH JTHIO IIPOBECHMSI COBELIaHMS (3aceJaHus).

7.12. Komuu mnpOTOKOJIOB PACCHUIAIOTCA 3aMHTEPECOBAHHBIM OpPraHM3alUsaM U JOHKHOCTHBIM
JUIlaM B COOTBETCTBUHU C YKa3aTEJIEM pAaCChUIKH, KOTOPBIA COCTaBJISIET CEKpPEeTaph 3aceAaHUs
(coBemianus).

8. Ilnan
8.1. [Iman — OKyMeHT, yCTaHaBIMBAIOLIUI NIepeyeHb HAMEUEHHBIX K BBIMOJIHEHUIO MEPOIPUATHUH,
UX MOCJIEeI0BATEIbHOCTh, 00BbEM, CPOKH, OTBETCTBEHHBIX UCIIOJIHUTENEH.
8.2. Ilman odopmisercs Ha maucte Oymarum ¢dopmata A4 ¢ HCIOIB30BAHHEM  CICAYIOIINX
PEKBU3UTOB:

e HAMMEHOBAHME LIKOJIBI;

e rpud yTBEpKICHHS JOKYMEHTA;

e Jara JOKYMEHTa;

*  PETUCTPAaLMOHHBIA HOMEP IOKYMEHTA;

e HAMMEHOBAHME BUJA IOKYMEHTA;

*  3aroJIOBOK K TEKCTY;

* TEKCT JIOKyMEHTa;

*  HAaUMEHOBAHUE JIOJKHOCTH;

e  TOJIHUCK.
8.3. PexBu3uT — "TekcT foKyMeHTa" oopmisieTcs B Buae TaOIUIbI ¢ Tpadamu:

e HOMeEp IYHKTA IUIaHa;

e HAaUMEHOBAaHUE MEPOIPUSATHS;

*  CPOK HCIIOJIHEHUS;

*  HCIIOJIHUTEIb;

e TpUMEYaHHE.

9. OTuer
9.1. OT4eT — JOKYMEHT, COAEpPKALUN CBEICHUS O pe3yJbTaTax IEATEIbHOCTH 3a ONPEACICHHBIN
IIEPUOJT BPEMEHH, BBIITOJIHEHUY MEPOIIPUATUHI, IOPYUECHU, 3aJaHUH, IUIAHOB.
9.2. OtueTsl, MpeaoOCTaBIsieMble B OpraHbl TOCYJapCTBEHHOW BJacTH (B TOM 4YHCIIe B OpraHbl
roCy/JapCTBEHHOW  CTaTUCTHMKM) W  HMEIOLIME  YCTAHOBJICHHYIO  IPAaBOBBIMM  aKTaMu
rOCy/JapCTBEHHBIX OpPraHoB (hOpMy, CO3/IAl0TCA MO YCTAHOBJICHHOM rOCYJapCTBEHHBIMH OpraHaMu
¢dbopme 1 B OrpeeiEHHOM UMH TTOPSI/IKE.
9.3. OtuéThl, MpeAoCTaBIAEMble COTPYAHHUKAMU IIKOJIBI B XOJI€ BHYTPEHHETO B3aUMOJECHCTBUS,
CO3JIAIOTCSI 110 MPaBHJIaM, YCTAHOBICHHBIM IS CO3/IaHUS CITYKEOHBIX 3aITHCOK.
9.4. Oruernl odopmisitorcs Ha nucte Oymaru ¢dopmata A4 C HCIONB30BAHHEM CIEIYIOIIMX
PEKBU3HUTOB:

*  HaMMEHOBAHUE ILKOJIbI;

e Jara JOKYMEHTa;

*  PErucTpalMOHHBIA HOMEP JOKYMEHTA;

e HAMMEHOBAHME BUJA JIOKYMEHTA;



*  3aroJIOBOK K TEKCTY;

*  TEKCT JIOKYMCHTA;

e OTMETKa O MPUJIOKEHUH (IIPH HAJTUYUH );

e HAaMMEHOBAHHE JIOJKHOCTH;

*  TIOJMUCH.
9.5. B Tekcre otuéra B 00s3aTEIHHOM MOPSAKE JOHKHO COAEPKATHCA yKa3 Ha JEsATEIbHOCTD,
MEpONpPUSITHE, BBIJIAHHOE MOPYYEHUE, 3aJaHue, MyHKT IUJIaHA, MOJIEKAIIU BBIIOJHEHUIO, U
pe3yabTaT O BBIMOJHEHWH, B TOM YHCJIE€ C YKa3aHHEM Ha COONIOZCHUE WM HapyIICHUE
WCIIOJIHUTENIbCKOM ~ JAMCLUIUIMHBI, YCTAaHOBJIICEHHBIX CPOKOB HCIOJHEHHUS W  HaaJexaliee
npenocTaBieHne  HHQoOpManuM, HEOOXOAMMBIX  MaTepuanoB  (MPOEKTOB  JOKYMEHTOB)
COUCIIOJIHUTEISIMH (TP YIaCTUU HECKOJIBKHUX UCTIOTHHUTENEH ).

10. ITnucbmo
10.1. TIncema roTOBATCA KakK:

e OTBETHI O BHINOJIHEHUH [TOPYUYEHUH BBIIIECTOSIIIUX OPraHOB MCIIOHUTEIbHON BIACTH;

e  OTBETHI Ha 3aMPOCHl OPraHU3AIMM, TPEANPUATHIA U YACTHBIX JIMII;

* MHUUUATHUBHBIEC TUCHMA.

10.2. Cpoku mOATOTOBKH OTBETHBIX TTUCEM:

* C KOHKPETHOH /1aTOM UCIIOJIHEHUS, YKa3aHHOW B JOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUU C pE30JIIOIMEH JTUpEeKTOopa M €ro 3aMecTUTeNed Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB MWCIIOJIHEHHs IIOPYYEHHUH, 3allpOCOB WJIM II0 PEIICHUIO aBTOpa
PE3OIIOLHH.

10.3. TekcThl OTBETHBIX MUCEM JIOJKHBI TOYHO COOTBETCTBOBATH 3a/1aHUM, 3a(DUKCHPOBAHHBIM B
pesomonu. CpoKy NOJATOTOBKM MHUIUMATUBHBIX ITHCEM OIPENEISIOTCS CaMOCTOSTENIbHO aBTOPOM
IIPOEKTa MUChbMa C Y4ETOM HEOOXOAUMOCTH PELICHUsI KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBUHU C
TpeOOBaHUSAMU 3aKOHO/IATENbCTBA, TOPYUEHUSIMU HEMIOCPEICTBEHHOTO PYKOBOIUTESL.

10.4. Ilucbma nedaTtaroTcss Ha OyaHKe HHCcbMa 00I1€00pa30BaTENbHOM OpraHU3aluu C YIJIOBBIM
PacmosoKeHUEM PEKBU3UTOB.

10.5. JlomONHUTENBHO K PEKBU3UTaM OJlaHKa MUChbMa MNpH O(GOPMIIEHMHM IHCEM B IIKOJIE
UCIOJIb3YIOTCS CIIEIYIOIINE PEKBU3HUTHI:

e ajpecart;

e  3aroJIOBOK K TEKCTY;

*  TEKCT IOKyMEHTa;

e OTMETKa O MPUJIOKECHHH;

* BU3a;

*  TOJIUCH.

e OTMeTKa 00 UCIIOJIIHUTEIE.

10.6. IIpu odopmiiennn nucbma Ha JByX U OoJjiee CTpaHUIAX BTOpas M MOCIEAYIONINE CTPaHUIIbI
HYMEPYIOTCS IOCEpEINHE BEPXHET0 MOJIs JIMCTa apabCKUMU LU pamH.

10.7. I[TucpMa NOANMCHIBAET AUPEKTOP WM PAOOTHHUKH, YIIOJTHOMOYEHHbBIE IPUKA30M.

10.8. Ciy>xeOHbIe 3aIuCKu

10.9. B nensix ocyiiecTBICHHs] B3aUMOJEUCTBUS MEXAY COTPYIHUKAMHU B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B ILIKOJIE MPUMEHSIOTCS ClykKeOHble 3anucku. CiryxeOHble 3alUCKU SBISIOTCS
CIPaBOYHO-UH(POPMALIMOHHBIMU  TOKYMEHTaMU. ABTOpaMH CIYXXEOHBIX 3allUCOK SBJISIIOTCS
COTPYAHUKHU 00111€00pa30BaTEIbHON OpraHu3aIUH.

10.10. CnyxeOHas 3a1IMCKa MOXET COCTABJISATHCS 10 YKA3aHUIO PYKOBOJCTBA WM 110 NUHULMATUBE
KOHKPETHOI'O COTPYAHUKA.

10.11. ITpu oopmitennu ciryxkeOHOM 3aMCKU 0O)OPMIISIOTCS CIICIYIOIINE PEKBU3HUTHI:

e axpecar;

e Jara JOKYMEHTa;

* HAaWMEHOBAHHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;



*  TEKCT I0KyMEHTa;
e OTMETKa O MPUJIOKEHUH (IIPHU HAJIUYUUN);
* HAaUMEHOBAHUE JOJDKHOCTH;
e  TOJIUCH.
10.12. Ciy»xeOHble 3alTUCKH MOTYT CO37aBaThCsl Ha OyMa)XHOM HOCHUTEJE U (MIIH) B AJIEKTPOHHON

dbopwme.

11. loBepeHHoCcTH

11.1. JloBepeHHOCTh BBIJAETCS COTPYAHHMKAM IIKOJBI H OQOpMISIETCS IO TpaBUIIaAM,
YCTaHOBJIEHHBIM HacTosimed MHcTpyknumeidt s nucem, ¢ yd4érom TpeOOBaHHMM Ipa)JIaHCKOIO
3akoHozarenbeTBa Poccniickor denepanvii U HACTOALLETO pa3aea.

11.2. IIpoexkT MAOBEPEHHOCTH TMOATOTABIMBACTCS M BUBUPYETCS COTPYAHUKOM, KOTOPOMY
JOBEpEHHOCTh OYyIEeT BBIJaHA, IOCIE Yero mnepeaaércs B KaHLEISIPUIO JUIsl HAlpaBiICHHUS Ha
MOJIACAHUE.

11.3. [loBepeHHOCTb MOAMMCHIBAETCS TUPEKTOPOM WM JIULOM, OCYILIECTBISAIOMIMM €ro
MMOJTHOMOYHS (MCIIOJTHSIFOIITUM OO0SI3aHHOCTH), W CKPEIUIAETCS TeYaThio 00Ieo0pa3oBaTeIbHOM
OpraHu3alyu.

12. JloroBopsl, coryiameHusi, KOHTPAKTHI

12.1. JIoroBOpHI, COTJIANICHUSs, KOHTPAKTHI (JJaJiee - IOTOBOPHI) MOATOTABINBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUAMHU I'PAXKIAHCKOIO, TPYIOBOTO, OFOJKETHOTO U MHOTO 3aKoHoaTenbcTBa Poccuiickoit
®enepaliv, B 3aBUCUMOCTH OT PETYJUPYEMBIX JOMOBOPOM IPABOOTHOLIEHUH U 0053aTEIbCTB
CTOPOH.

12.2. TlpoexT ngoroBopa MOJArOTABIMBAETCS OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAKTHBIM
YIPaBJIAONMM) C Y4ETOM HEOOXOIMMOCTH CBOEBPEMEHHOTO M KayeCTBEHHOro o0ecredyeHus
WCIIOJIHEHUS] CBOUX MOJIHOMOYMH (00s3aHHOCTEH, (QYHKIMI), TOJITHOMOYHUH IIKOJIbI B LIEJIOM.

12.3. IIpoexT poroBopa NOAIOTAaBIMBAETCS OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAKTHBIM
YIPaBISAIONIMM) COBMECTHO CO CHEIHAINCTOM, K (QYHKIUSAM (TIOJTHOMOYHUSAM) KOTOPOIO OTHOCHUTCSA
pEILIEHNE BONPOCOB, SABISIOLUIUXCA MPEIMETOM JOT0BOpA, MU WHBIM COTPYJHUKOM IO MPSMOMY
YKa3aHUIO TUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHUu3aIliH.

12.4. Heobxoumast 17151 HOATOTOBKHU MPOEKTA J0T0BOpa MH(POpMAIUs COOMpaeTcs OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YMPAaBISIOIMM) B MOpSAIKE paboyero B3aMMOJAEWUCTBUSA C Y4ETOM MpaBul,
YCTaHOBJICHHBIX HacTOsAIEeH NHCTpyKIHEH.

13. IIpuHUIMNBI OPraHU3aluu JOKYMEHT0000poTa

13.1. B 10KyMEeHTOOOOpOTE BBIAEISAIOTCA CIEAYIOUIME JAOKYMEHTONOTOKU: IOCTyHaroIas
JOKYMEHTanusi  (BXopsiuas), OTIpaBiseMas JOKyMeHTauus  (UCXOZsluas), BHYTPEHHSS
JOKYMEHTALUS.

13.1. B cocraBe BxXoasmed M HUCXOASAIIEH JOKYMEHTAallMd MOTYT BBLACHATHCA JOKYMEHTHI,
IIOCTYIIUBUIME W3 BBIIMIECTOSIINX, MOAPSAAHBIX, MEAULMHCKUX W JIPYrMX OpraHM3alii, OpraHoB
MECTHOT'O CaMOYIIpaBJIeHUs, OOpallleHus TpaX/1aH.

13.3. OOparmieHusi rpakaaH perucTpupyrorcs M (GopMupyroTcss B Jefa OTAEIbHO OT JPYIrHx
JIOKyMEHTOB 00111€00pa30BaTeIbHON OpraHu3aIiy.

13.4. B mixosie n0CTaBKa U OTIPaBKa JOKYMEHTOB OCYILECTBISETCS CPEACTBAMM IIOYTOBOM CBSI3H,
AJIEKTPOHHOU CBSI3U, a TAKXKE IO CUCTEME AJIEKTPOHHOTO JOKyMeHTooOopoTa (mamee - COJI). C
MIOMOILBIO TTOYTOBOM CBA3M B 00II€00pa30BaTEIbHYI0 OPraHU3ALUIO JIOCTABISIETCS MUChbMEHHAs
KOPPECTIOHICHIIMSI B BUE MPOCTHIX MHCEM, 3aKa3HBIX IHCEM, ITOYTOBBIX KapTOdeK, OaHIepoe n
MEJIKUX [1aKETOB, a TAK)KE NI€YaTHbIC U3/IaHNUs.

14. IlepBuuHas 00padoTKA NOCTYNAKIINX JOKYMEHTOB

14.1. JlokyMeHTbI, TMOCTyHarolMe B IIKOIY, IEPEJAIOTCs Ha PETUCTPALUI0 CEKPETaplo
o011eo0pa3oBaTeIbHONM OpraHU3alui M MPOXOAST MEPBUUYHYIO 00pabOTKYy B J€Hb MOCTYIUICHUS,
NIpY TIOCTYIJICHWU B Hepabouee BpeMs - Ha cienyromuil padbounii nens. [Ipu nepBuyHOi 00paboTKe



JOKYMEHTOB MPOBEPSETCS MPAaBUIBHOCTH ajapecoBaHus. OmUO0YHO MOCTYNUBIIME JOKYMEHTHI
NEePECHIIAIOTCA O MPUHAAIS)KHOCTH WM BO3BPAIIAIOTCS OTIPABUTEITIO.
14.2. lokyMeHTsl, nocTynusiue ¢ orMetkamu "Cpouno", "Bpyunts HemennenHo", "OnepatuBHo",
HEe3aMeUINTEIbHO MPOXOJIAT NEPBUUHYI0 00pabOTKy M JOKJIAAbIBAIOTCA JUPEKTOPY WIH B Cllydae
€r0 OTCYTCTBHSI — 3aMECTUTEINIO IUPEKTOPA MO HAIIPABIECHUIO AESITEIBHOCTH.
14.3. IlocTynuBmMe TeaerpaMmbl IPUHUMAIOTCS IO IMTOAIUCH C MMPOCTABICHUEM J1aThl U BPEMEHHU
IIPUEMA, PETUCTPUPYIOTCS 110 TEM XK€ MPaBUiIaM, YTO U IUChMA.
14.4. DnekTpoHHbIE COOOIICHUS, aJpECOBAHHbIE NUPEKTOPY WM HANpaBICHHbIE B aJIpeC IIKOJIBI,
pacrneyaTeIBalOTCs U JOKJIAbIBAIOTCS AUPEKTOPY WIM B CIIydae €ro OTCYTCTBUS — 3aMECTHUTEIIO
TUPEKTOpA.
14.5. DnexTpoHHbIE COOOIIECHNUs, 3aBEPEHHBIE JIEKTPOHHON MOJNMCHIO, MOATEeKaT 00paboTKe 1Mo
IpaBWIaM, IPEyCMOTPEHHBIM IS TOCTYMaoeH (BXOASIIEN) TOKyMEHTALIUH.
14.6. TloctynuBmas (BXonsuias) IOKYMEHTAllUsl paclpeniessieTcss Ha pEerucTpupyemble U He
MOJJIEKAIIUE PErUCTPALIUH IOKYMEHTBHI.
14.7. He noauexxaT perucTpanuu:

e IpUITIACUTENbHBIE, T03/IPaBUTENIbHbIE MUCbMA U TEJIErPaMMBl;

e  OWIETHI,

e IUIAHBI ¥ IPOTPAMMBI CEMHHAPOB, KOH(EPEHINH U APYTUX MOJOOHBIX MEPOIPUATU;

* JIOKyMEHTBl 10 OyXraJTepCKOMYy Y4YeTy, MaTepUalbHO-TEXHUYECKOMY O0€CIeUeHHIO,

IUTAHOBbIE U (PUHAHCOBBIE JOKYMEHTBI, OCTyNAaloIIKe 0€3 CONMPOBOIUTENLHOTO MMHUChMA;

*  PEKJIIAMHbIE, KOMMEPUYECKHE MIPENIOKEHUS, B T.4. IOCTYIIUBIIMUE 110 3JIEKTPOHHOH M0YTE;

e [I€YaTHbIC U3/IAHNUS;

* IUCBbMa C IOMETKOU INYHO».

15. Perucrpamusi, y4eT M PacCMOTpPEeHHE PYKOBOAWTE]NeM MOCTYNAIOIHUX (BXOASAIINX)
AOKYMEHTOB
15.1. IloctynuBuive (BXOAAIIME) JOKYMEHTBl PETUCTPUPYIOTCS TOJBKO IOCIE W IMEPBUYHON
00pabOTKHU M HE3aBUCHMO OT CIIOC00a X JJOCTaBKH.
15.2. Perucrpanusi — MpOCTABJIEHUE B HUKHEM IIPAaBOM YIIy IEPBOTO JIMCTa JOKYMEHTA OTMETKU
O TMOCTYIJIEHMH C YyKa3aHWEM JaTbl IMOCTYIUIEHHS M BXOSIIEr0 PErucTpalioHHOTO HoMepa
JOKyMEHTa ¢ O00s3aTeIbHOM 3aluChl0 B JKypHal pErucTpaluu MocTynamoumei (Bxoasuiei)
nokyMeHTauu. CTpyKTypa perucTpaliiOHHOTO HOMEpa, MOCTYMAOMIEro (BXOASIIEr0) T0KyMEHTa,
COCTOMT M3 €ro IMOpAJKOBOTO HOMeEpa M HWHAEKCa Jeja 10 HOMEHKIAaType JAel
001e00pa30BaTEIbHON OpraHN3aIliH.
15.3. Peructpamusi Bcex NOCTYNMHMBIIUX (BXOMASIINX) TOKYMEHTOB MPOU3BOJUTCS B Mpelenax
00IIero JOKYMEHTONOTOKA. J[OKyMEHTHI, TIOCTYNMBIIME B HIKONY IO KaHajlaM (aKCHMUIBHON
CBsI3H, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOIIEM MOPSIIIKE.

Tekct moctynmuBmIed TeneoHOrpaMMBI — 3alUCBHIBACTCS B OJKypHaJle PErHCTPaluu
TeneOoHOTpaMM M MeyaTaeTcs Ha JIucTe OyMaru Juis epeiadyi Ha pacCMOTPEHHUE.
15.4. Tloctynaromue (BXOIALINE) JOKYMEHTHI IEPEAAIOTCS HA PACCMOTPEHNUE PYKOBOJICTBY TOJIBKO
MIOCJIE UX PETUCTPALMU U TIPEIBAPUTEIBHOTO PACCMOTPEHUS.
15.5. JIoKyMeHThI, MOCTYNUBLIME B OO0II€00pa30BaTEIbHYI0 OpraHU3allMIo, MO0 BONPOCAM, HE
TpeOyIOUIMM PAcCMOTPEHUS AUPEKTOpa, HAIMpPaBISIIOTCS pPabOTHHUKOM OTBETCTBEHHBIM  3a
JeJIONPOU3BOACTBO IIKOJIbI HEMOCPEACTBEHHO UCTIIOIHUTENIO 3a1Ipoca.
15.6. JlupekTop B pe30II0LUU ONPEAEIIAET JIUL, OTBETCTBEHHBIX 33 UCIIOTHEHUE JOKYMEHTA, U 1aeT
UM nopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a JEJIONPOU3BOJICTBO LIKOJIBI NEPENAET JOKYMEHT Ha
WCIIOJTHEHHE.
15.7. TlonmuHHUK JOKYMEHTa C PE30JIIOIUEH PYKOBOAUTENST 00111€00pa30BaTEIbHOM OpraHU3alun
HaIlpaBJIs€TCs UCIIOTHUTEIIO.
15.8. Ilpu HaIUYUU HECKOJBKUX HCIIOJHUTENCH TMOMJIMHHUK JIOKYMEHTa TIEpelaeTca TOMY
WCIIOJIHUTENI0, KOTOPBIW B COOTBETCTBUM C YKa3aHUSMHU [0 HCIOJHEHUIO  SBIISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJIHUTENN MOJy4atoT KOMHUIO JOKYMEHTA.



15.9. TlogmMHHUK JOKYMEHTAa, KOTOPBIM HCHOIHSETCS HECKOIbKUMHU JIOJDKHOCTHBIMH JIHIIAMH,
MOJTy4aeT OTBETCTBEHHBIM HCIIONHUTENb. OCTaIbHBIM HCTIOHUTENSM MepeAatoTCsl KOTIHH.
15.10. M3roroBieHue KOMMHA JOKYMEHTa Uil MEpPEAaud COUCIHOJHUTENSAM OCYLIECTBIISETCS
cekperapeM o011e00pa3oBaTeIbHON OpraHUu3aIliH.
15.11. Pe3onronust conepxKur:
e yKa3zaHWE MO WCIOJIHEHHUIO, COJIEep)Kalllee KpaTKoe OIMCaHUEe HEeOoOXOIUMOro JUIs
WCTIONTHEHUS IeUCTBUS;
e yKa3zaHuWE Ha CpPOK, B TE€YEHHE KOTOPOro JMOO 10 HCTEUEHHUs KOTOPOro HeoOXOIUMO
UCIIOJIHUTH NPEANNCAHHOE IEHCTBUE;
e JIMYHYIO MOJIHUCH aBTOPa PE30JIIOIHH;
e JaTy NPOCTABJICHUS PE3OJIIOLINH.
15.12. VYkazanue Ha CpOK, B TE€UEHHE KOTOPOro JHOO /10 HMCTEUYCHHUS] KOTOPOrO0 HEOOXOIUMO
UCTIOJIHUTH TPEINUCAHHOE JEHCTBHE, MOXKET HE BBIPAKAaThCsl KOHKPETHOW NAaTOM M COAEpIKaTh
BBIpa)KEHUS: "B YCTAaHOBJICHHBINA 3aKOHOM CpPOK" U T.II.
15.13. Pe3omntonius nuieTcs Ha CBOOOAHOM OT PEKBU3UTOB MECTE MEPBOTO JIUCTA JOKYMEHTA.
15.14. B ciyuae, korga pe3oJIronus aIpecoBaHa HECKOJIbKUM COTPYIHHKaM, TO OTBETCTBEHHBIM 32
WCIIOTHEHUE JTOKYMEHTAa B IIEJIOM SIBIISETCS COTPYIHUK, YKa3aHHBIM MEpPBBIM (BEPXHUM), JTHOO
COTPYJHUK, B OTHOILIIEHUU KOTOPOTO CJieJIaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranusanusi pa6éoTsl ¢ OTHPABJASeMbIMHU (MCXOAAILIUMH) TOKYMEHTAMH

16.1. Jlo mpenocraBieHUs NPOEKTAa OTIPABIAEMOro (MCXOJSIIEro) IOKYMEHTa Ha IOAINUCH
JUPEKTOPY WM HWHOMY YIOJHOMOYEHHOMY B YCTaHOBJICHHOM IOpSAKE Ha MOJNUCAHUE JIHILY
OCHOBHOH HCIIOJTHUTEJb IMPOBEPSIET MPAaBUIBHOCTb O(GOPMIICHHUS OTHPABISIEMOro (MCXOISAIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosed NHcTpykuuu.

16.2. Ilpu NOAroTOBKE OTIPABISEMOrO (MCXOSIIEro) JOKYMEHTa KaK OTBETa Ha MOCTYMHUBIIMN
(BXOAsIIMKA) JOKYMEHT MCIIOJIHUTENb MPHUKIAIbIBAET K IMOATOTOBIEHHOMY IPOEKTY BXOMASIIUN
JOKYMEHT.

16.3. [IpoeKThI OTHPABISIEMBIX (MCXOMAIINX) JOKYMEHTOB C YUYETOM COOJIIOICHHS YCTAaHOBICHHOTO
B PE30JIIOLIMM CpOKa MCIOJIHEHHUS TIEPENAIOTCSI OTBETCTBEHHBIM HCIIOJHUTENEM B  OTAEI
JIeJIONPON3BOACTBA (KaHLIESPUS, CEKPETAph) IIKOJIbI JJI1 HAIIPaBJIEHUS Ha MOANNCAHUE.

16.4. TloamucaHHble OTHpaBisieMble (UCXOASIINE) JOKYMEHTBI, TEpelalTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JI€JIONpPOU3BOJICTBO  ILIKOJBI, KOTOPBIH  OCYLIECTBIISET  IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBHSI KOJMYECTBAa HK3EMIUIIPOB OTHPABISAEMOro (HMCXOMISIIETO)
JIOKYMEHTa CIUCKY pAacCBhUIKH, a TaKKe IMPaBHIBHOCTh O(GOPMIICHHS ITOKYMEHTa COTJIACHO
HACTOSIIIEN MHCTPYKIIMH.

16.5. B ciyuae HapymieHHs KOMIUIEKTHOCTH WJIM COOTBETCTBHUSI KOJIMYECTBA, a TaKkKe
MPaBWIBHOCTH O(OPMIIEHHS [IOKyMEHTa COTJIACHO HACTOALIEH WHCTPYKIUMU OTMpaBIsieMble
(ucxomsmme) TOKYMEHTBHl HE3aMEIJIMTEIbHO  BO3BpAIAIOTCS  PAaOOTHHKAMH — KaHIEISIPUU
OTBETCTBEHHOMY HWCIIOJHUTENI0 WJIA B CIIy4a€ OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJIHHMTENS €ro
HENOCPEACTBEHHOMY PYKOBOJUTEIIO JUIsl YCTPaHEHUS! HapyIIEHUH.

16.6. JIokyMeHThl moci€ UX MOANUCAHUA TUPEKTOPOM WM HHBIM YIOJIHOMOYEHHBIM JIMIIOM
NepelatoTcs B KAHLESAPUIO 00111e00pa30BaTeNIbHOM OpraHu3alyu A PETUCTPALUU U OTIPABKHU.
16.7. Peructpanus OoTIpaBliseMbIX (UCXOISAIINX) JOKYMEHTOB OCYIIECTBISETCS MOCE MPOBEACHUS
pabOTHUKAaMU KaHLEISPUU, OTBETCTBEHHBIMH 32 JEJIONPOU3BOICTBO, MPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHUSI KOJMYECTBA JK3EMIUISIPOB, a TaKXe MPaBUILHOCTH OGOPMIICHHS OTIPABISIEMOTO
(MCcXoasIIero) TOKYMEHTA.

16.8. Peructpauuss co3gaBaeMblX JOKYMEHTOB OCYILIECTBISETCA B [J€Hb IOJAINUCAHUA WIH
YTBEPKIACHUS IMOO Ha CIeAYOUi pabouunil 1€Hb.

16.9. CBeaeHus O pETUCTPUPYEMBIX OTIIPABISIEMBIX (MCXOAIINX) JOKYMEHTaX BHOCATCS B JKypHAI
perucTpanuy OTnpaBiIsieMon (MCXOASIEH) TOKYMEHTALINH.



16.10. PeructpaiinoHHBIA HOMEP U J1aTa OTHPABISIEMOr0 (MCXOISIIET0) JOKYMEHTA MPOCTaBIIAIOTCS
Ha MOJJMHHHUKE JOKYMEHTa B pEKBH3UTaxX OJaHKa W Ha HK3EMIUIsipe, OCTalouiemMcs B Jelie
00111e00pa30BaTEIbHON OpraHn3aluy.
16.11. CTpyKTypa perucTpalldiOHHOTO HOMEpa OTMPABIISIEMOTO (MCXO/SIIET0) TOKYMEHTa COCTOUT
U3 €ro NOpsAKOBOr0 HOMEPA U MHAEKCA JIeNa 10 HOMEHKJIATYPE J1€] IIKOJIbI.
16.12. OtnpaBka JOKyMEHTOB IPOU3BOJUTCS UEHTPAIU30BAHHO pPAOOTHUKAMHU KaHUEISIPUN
IIKOJIbI, KOTOpPbIE MPOU3BOAAT HMX COPTUPOBKY IO CIOCOOY OTIpaBieHHs (IIpocTas, 3aKka3Hasd,
MEXIyHApOaHAsS U JIp.).
16.13. [Tucema, TenerpaMMbl, OTKPBITKH, OaHAEPOIIH U MIeYaTHbIE U3JaHHsI OTIIPABIISIOTCS TIOYTOM.
daxcorpamMmbl U TeaeOHOrpaMMBbI NTEPEAAIOTCS 110 KaHaJIaM Tesle(OHHOM CBSI3U.
16.14. DnexTpoHHbIE COOOIIEHUS OTIPABISAIOTCS C O(UIUAIBHOTO IOYTOBOIO AIIEKTPOHHOTO
azpeca 001e00pa3oBaTEIHLHON OPTaHU3aIUH.
16.15. [Tucema, TenerpaMmbl, OTKPBITKH, OaHAEPOIH, (pakcorpamMMbl, 3JIE€KTPOHHBIE COOOIICHHSI, HE
CBSI3aHHBIE ¢ paboueil NesATeNIbHOCThIO, K OTIPABKE HE MPUHUMAIOTCSI.
16.16. JlokyMeHTBI, OTIPABIIsIEMbIE CPEACTBAMU [TOUYTOBOU CBSA3HU MPOXOJSAT:
e  YIMAaKOBKY;
e aJpecoBaHMe (IIpU HAINPaBIECHUM JOKyMEHTa Oosee yeM B 4 ajpeca) — B COOTBETCTBUH C
yKa3aTeJIeM PacChUIKU, Ha KaKIOM 3K3€MIUIIPE NMCbMa YKa3bIBAETCS TOJIBKO OJMH aJpecar.
* IIPOCTaBJIECHHE CTOMMOCTH IOYTOBBIX yCIIYT;
e Iiepefady B IIOYTOBOE OT/EICHUE CBS3U.
16.17. Ilpyn NoOAroTOBKE M OTHpaBKE MUCEM HEOOXOAUMO YUHTHIBATh IPAaBUJIA, YCTAHOBIICHHBIC
npuka3oM MHHHCTEPCTBA CBSI3M U MacCOBbIX KoMMyHukaui PO ot 31 utonsa 2014 r. N 234 "O6
yTBepxkacHUU [IpaBui oka3aHus ycilyT IOYTOBOU CBA3H".
16.18. JJokyMeHTHI, OTIIpaBIsieMbIe CPEICTBAMHU MOYTOBOM CBSI3W B OJUH aJpEC, BKIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxopsiue AOKYMEHTHI, MpeJHAa3HAYEHHbIE I OTIPABKH CpeACTBaAMH (PaKCUMUIbHON
CBSI3U, OTIPABIIAIOTCA PAOOTHUKAMH KaHLEISAPUH 0011e00pa3oBaTeIbHO OpraHu3aluu.

17. Pa3paboTka 1 BeieHHMe HOMEHKJIATYPbI J1eJ
17.1. JoxymMeHTalIbHBIA (OH IIKOJIBI — COBOKYITHOCTH JOKYMEHTOB, 00Opa3yIOIIUXCs B MIPOIIECCe
€ro JesATenbHOCTH. JlOKyMEHTanbHBIA (POHJI MIKOJBl COCTaBJISIOT JOKYMEHTHI, CO3JaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allid W TIOTYYCHHBIE €I0 B pe3yjbTaTe B3aMMOACUCTBUS C
OopraHaMy TOCYJapCTBEHHOH BJAacTH, OpraHaMd MECTHOTO CaMOYIPABICHMS, OPUAUYECKUMU U
(bU3NIECKUMU JTUTIAMH.
17.2. HoMmeHnknaTypa Jen sSBJIseTCsl OCHOBOM (hOpMHUpOBaHHS JOKYMEHTAIbHOTO (JOHIA HIKOJBI U
MIpPEJCTaBIsieT COO0OW CHCTEMAaTHU3UPOBAHHBIM IEpedYeHb 3arojioBKOB (HAaMMEHOBAaHWM) Jel,
3aBOJUMBIX B IIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEeHHs, U OGOpPMIICHHBIH B COOTBETCTBUU C
MIPaBOBBIMU aKTaMH, PEKOMEHJAIMSIMH M METOAMYECKUMH YyKa3aHUSIMM opraHoB Poccuiickoit
@denepanyy, yHNOTHOMOYEHHBIX B cdepe ToCyJapCTBEHHOTO YIPaBICHHUS AapXUBHBIM [EJIOM,
JIEJIONPOU3BOCTBA U JJOKYMEHTO000pOTA.
17.3. HomeHkaTypa Jies1 COCTaBIAETCS HA OCHOBE M3YUYECHHUS MOJOKESHHM, MHCTPYKLIUNA U TIPaBUIL, a
TaKK€ JPYrMX JOKYMEHTOB, PpEIVIAMEHTUPYIOIIUX JIEATEIbHOCTh  00IIe00pa3oBaTeaIbHON
OpraHM3alyy, a TaKKe HOMEHKIATyp Jel 3a NpPEeIUIecTBYIOUIMEe TOAbl U JOKYMEHTOB,
00pa3yIoMXCsl B JSSITEILHOCTH 00111e00pa30BaTeIbHON OpraHu3aliy.
17.4. HoMmeHknaTypa J1eid WCHOJb3YyeTCs ISl TPYNIUPOBKH HCIOJHEHHBIX TOKYMEHTOB B JIena,
CUCTEMATH3alMU U yUeTa JIeJl, ONPEIEIIEHNs] CPOKOB X XPaHEHUS U NOUCKA JIOKYMEHTOB, SBJISETCS
OCHOBOM ISl COCTaBJICHUS OMKCEH JeJ MOCTOSHHOTO U BpeMeHHOro (cBeimie 10 5et) xpaHeHus, a
TaKoKe JIJIs1 yuera Jies BpeMeHHoro (110 10 JieT BKIIOYUTENIbHO) XpaHEeHHUS.
17.5. Homenknartypa gen BBOAUTCA B JCHCTBHE MPUKA30M IO HIKOJIE.
17.6. Homenkiatypa fesl TOTOBUTCS B TPEX IK3EMILIAPAX:

e I IOMEIIEHUSI B HOMEHKIIATYPHOE JIEJIO M MOCTOSIHHOTO XPaHEeHHUS,

* ISl NCTIOJIB30BAHMUS B pabOTE OT/IEIIOM JICIOTPOU3BO/ICTBA (KaHIIEIsIpreii);



L4 JUJISL XpaHeHI/IH B apxyIBe IIKOJIBI.
17.7. VI3 HOMEHKJIATyphl JeJI IIKOJbI OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE JIEJIONMPOU3BOJICTBA
oOpPMIIIOTCST BBIMMCKH JUTSI KaXKJIOTO W3 TOJpa3AeNieHuil M OTAENOB 00IIeo0pa3oBaTeIbHON
OpraHu3aIyu.

18. ®opmupoBanue aea U Ux Tekyuiee xpaneHue. [loaroroBka 10KyMeHTOB H J1eJ1 K Nepegaye
HA apXHBHOE XpaHeHHUe

18.1. ®opmupoBanue e — rpynnupoBKa UCIOJHEHHBIX JOKYMEHTOB B JieJIa B COOTBETCTBHH C
HOMEHKJIATypOil 1e1 001eo0pa3oBaTeIbHOM OpraHU3allii U CUCTEMaTH3alHs TIOKyMEHTOB BHYTpHU
Jena.

18.2. Jlena co nHA UX 3aBEACHM A0 NE€PENAYU B apXUB LIKOJIBI WIM HA YHUUYTOKEHUE XPAHATCS 110
MECTY UX (OPMHUPOBAHUSI.

18.3. Ilpukazbl 1O OCHOBHOH, aJMMHUCTPATHUBHO-XO3SHCTBEHHOW, Yy4eOHO-BOCIIMTATEIbHON
JEeSITeIbHOCTH IIKOJIbl, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JUYHOMY COCTaBy pabOTHUKOB U
10 JJUMYHOMY COCTaBy 0OydaroUuxcs (y4aluxcs/BOCIMTaHHUKOB).

18.4. Ilepenucka rpynmupyercss 3a NEPUOJ KaJCHIAPHOrO TOJa M CUCTEMATU3HpPYETCS B
XPOHOJIOTUYECKON NOCIEA0BATENBHOCTH.

18.5. IIpoBepka HaIMYUS U COCTOSIHUS JOKYMEHTOB M JI€] IPOBOJUTCS IIPU NEPEMEILIEHUH J1ET], IIPH
BO3BpaTe JIeJ1, IPU PEOPraHu3aLUU MU JTUKBUAALMHU 0011e00pa3oBaTeIbHON OpraHU3aliH.

18.6. B apxuB o00meo0Opa3oBaTeIbHON OpraHu3anuu (Jajgee - apxuB) TMEpesaroTcs Jena
MIOCTOSIHHOT0, BpEMEHHOT0 (CBbIlIe 10 JIeT) CPOKOB XpaHEHUS U IO JIMYHOMY COCTaBy uepes 3 roja
1ocJie To/1a, B KOTOPOM JTOKYMEHTbI ObLIIM IOMELIEHBI B JI€JI0 Ha XpaHEHUE.

18.7. Ilepenaya JOKyMEHTOB B apXUB IIPOU3BOAUTCS 110 YTBEP>KIEHHBIM OIMCSM €.

18.8. TlogroroBka JOKYMEHTOB W Jiel K Mepefaue Ha apXUBHOE XpaHEHHE M Ha YHHUYTOXKEHUE
IIpelyCMaTpUBaET:

e DKCIEPTU3Y UEHHOCTHU JIOKYMEHTOB;

*  COCTaBJICHHUE OIUCEN JI€] M0 pe3ybTaTaM SKCIEPTU3bl X LIEHHOCTH;

e odopmieHHE NIeT;

*  COCTaBJIEHHE AKTOB HA YHHUYTOXKEHHUE IOKYMEHTOB U JI€] C UCTEKIIUMHU CPOKAMHU XPaHEHMS.
18.9. DkcnepTu3a EHHOCTH TOKYMEHTOB MOCTOSIHHOIO M BPEMEHHOTO XPAHEHUS OCYIIECTBIISETCS
©XKErofHO JMLUOM (JIMIIaMH), HAa3HAYEHHBIM IPHKa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHUE.

18.10. B neno nomemaetcs He 6osee 250 nucTOB (TOMIIKMHA JieNia IPH 3TOM COCTaBIsieT He Oonee 4
cMm). Tlpu GoybIIOM KOJHMYECTBE JOKYMEHTOB (opMHpYyrOTCS ToMma (dacTu) aena. BHyTpu mena
JOKYMEHTBI PacIoJiaraloTcsi B XPOHOJIOTMYECKOM MOpSAJKE B COOTBETCTBUM C OMHChIO. B nema
MOMEIAI0TCS TOJBKO UCIIOJIHEHHbIE, TPAaBUIIBHO OPOPMIIEHHBIE JOKYMEHTHI.

18.11. JIokyMeHTBl BHYTpHM [i€Jla pacIoJIaraloTcsi CBEpXy BHU3 B XPOHOJIOTMUYECKOM, BOMPOCHO-
JIOTUYECKOW TOCJENOBAaTEIbHOCTH WJIM HMX COYeTaHuu. PacropsauTenbHble  JOKYMEHTBI
TPYIIIUPYIOTCS B Jieja MO BUJIaM U XPOHOJIOTHU C OTHOCSALIUMUCS K HUM HPUIIOKEHUSIMU.

18.12. JInynHbple KapTOYKU paOOTHUKOB (POPMHUPYIOTCS B €TI0 1O andaBuTy haMuInii.

18.13. Odopmnenue pena mnpeaycMaTpuBaeT: oGOpMIECHHE PEKBU3UTOB OOJIOXKKH JeNa 1o
YCTaHOBIICHHOM (opmMe; HyMepaluio JHCTOB B JeJie KapaHJalloM B BEPXHEM IPaBOM YTIIY;
COCTaBJICHHE BHYTPEHHEH OMUCH JOKYMEHTOB Jieja, MOAIIMBKY U meperuiet aena. Jluct 6omibiioro
¢dopmara, MONIMIMTHIA 3a OAWH Kpail, HyMepyeTcs Kak OJHWH JIUCT B IPABOM BEPXHEM YIIy.
JIoOKyMeHTBI ¢ COOCTBEHHOUM HyMepalieil JMCTOB, B TOM YMCIe NIeYaTHbIe U3JaHus, HyMEpPYIOTCs B
00IIeM MOPSIJIKE.

18.14. Jluctel nen, cocTosAUMX U3 HECKOJIBKUX TOMOB MJIM YacTEH, HyMEPYIOTCS M0 KaXKJI0My TOMY
WM YaCTH OT/AEIIBHO.

18.15. Ilocne 3aBepuieHUsI HyMEpalUUU JIUCTOB COCTABIISIETCS 3aBEpPUTENbHAs HAANUCh, KOTOpas
pacnosaraercsi B KOHIIE JeJia. 3aBepuTeIbHasi HAAMUCh COCTABIISIETCS B JIeJie Ha OTJEIbHOM JIUCTE-
3aBepUTeIIe Jea.



18.16. B 3aBeputrenbHOM Haamucu LUGpaMud M MPONHCHIO YKa3bIBAETCS KOJIMYECTBO JIMCTOB B
JaHHOM Jiesie. 3aBepuTelbHAs HAJMUCh TMOJIMUCHIBACTCS €€ COCTaBUTENeM C YyKa3aHUeM
pacliMppoBKM TOJMMCH, JOJDKHOCTH M JaThl cocTaBieHus. KoauuecTBo nuCTOB B Jene
MpOCTaBJIsieTCsl Ha 00JI0XKKE JieJia B COOTBETCTBUH C UTOTOBOM HAJMKCHIO.

18.17. PexBu3uT "Cpok XpaHeHHs jaena’ MEepeHOCUTCS Ha OOJIOKKY Jiefla U3 COOTBETCTBYIOIIEH
HOMEHKJIATYypbl JIeJl TI0CJe CBEPKU €ro CO CPOKOM XPAaHEHHS, YKAa3aHHBIM B IE€pPEYHE TUIIOBBIX
JOKYMEHTOB WJIM B MEpPEUHE JOKYMEHTOB, 00pa3yIOLIUXCs B JAESITEIbHOCTH (eiepabHOrO OpraHa,
C YKa3aHHeM CPOKOB XPaHEHHUS.

18.18. Ha nenax mocTOSIHHOIO XpaHEHUs MUIIETCs: " XpaHUTh IOCTOSHHO'.

18.19. IlpueM nen mpoW3BOIUTCS COTPYIHUKOM, YMOJHOMOYEHHBIM HAa BEIACHUE NEATEIbHOCTH
apXxuBa, ¢ MPOCTABJICHUEM B JIBYX 3K3EMIUISPAX OMUCH JIe]l OTMETOK O HAJIMYMU KaXKJOoro Jiena (Ha
Ka)KJIOM 3K3EMIUISIpE OMHMCH YKa3bIBA€TCA KOJUYECTBO (DaKTHUECKU MPHUHATHIX JE€J, Jara Mnpuema-
nepeadu Je, a TaKXKe MOANNCH apXUBUCTA U COTPYAHMKA, IEPENABILIETO AEa.

19. 3akar09nTeIbHBIC MOJIOKECHHUS

19.1. Hacrosamas MHCTpyKIus 110 I€TONPOU3BOJACTBY SIBIISETCS JIOKAJbHBIM HOPMAaTHBHBIM aKTOM
001eo0pa3oBaTeIbHOW  OpraHu3aluy, MnpuHuUMaercs Ha OOmeMm coOpaHuM paOOTHUKOB U
yTBEpKIaeTcs (BBOAUTCS B IEHCTBUE) MPUKA30M AUPEKTOpa 0011e00pa30BaTeIbHON OpraHU3aluu.

19.2. Bce u3MeHEHUs1 U JONOJHEHHUs, BHOCUMbIE B HACTOsAIIyl0 MHCTpyKIMIO, OQOPMIISIOTCS B
MUCbMEHHON (hOpMe B COOTBETCTBUU JEUCTBYIOUINM 3aKOHOAaTeIbcTBOM Poccuiickoit denepanuu.
19.3. MHCTpyKIMs O IEJIONPOM3BOACTBY B LIKOJIE NPUHUMAETCS HA HEONPEICIICHHBIM CpOK.
W3menenus u pononHeHus K MHCTpyKUuU NpUHUMAIOTCS B MOPAIKE, NpeaycMOoTpeHHoM 1.19.1.
Hacrosuen MacTpykiuu.

19.4. Tlocne npunstus WMHCTpyKumu (WM U3MEHEHMM M JIONOJHEHWH OTIENbHBIX ITYHKTOB WU
pa3zesnoB) B HOBOW peJaKkIMK MPeablaylias pelakiis aBTOMAaTHYECKH yTPaunBaeT CUILY.



Ipunoowcenue Ne 1

IIpaBuJia
oopMJIeHHS] PEKBU3UTOB JOKYMEHTOB

1. Jnsd DOArOTOBKM JIOKYMEHTOB IIPUMEHSIETCS TEKCTOBBIM penakTop, oOecreuyuBaromui
TpeOOBaHUs TPAPUUECKOTO BOCTIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bunsl u pasmepsl ucnoib3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOIM>KEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TabiaMuax, JUisl OOecredeHus Jydlledl 4YUTaeMOCTH JaHHBIX,
J0TycKaeTcsl mpuMeHenue mpugToB Buaa Arial, pasmepos 12,13.

4. lnana3oH UCIOJIb3YEMbIX MEXIyCTPOUYHBIX HHTEPBAJIOB: OT OAUHAPHOTO JI0 MOJIYTOPHOTO.

5. AO3auHBbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJI0BKM pa3/IesIoB U MOAPA3/eJIOB NeYaTatoTCs ¢ a03alHbIM OTCTYIIOM WJIN LEHTPUPYIOTCS 110
LIMpPUHE TEKCTA.

7. MHOrOCTpOYHBIE PEKBU3UTHI IIE€YATAIOTCS 4YEPE3 OAMH MEXCTPOUYHBIM WHTEPBaJ, COCTABHBIE
4acTHU PEKBU3UTOB OTIEISIFOTCS IONOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecnum JOKyMEHT rOTOBMUTCS Ul M3JIaHUS C YMEHBIIEHUEM MacluTaba, TEKCT Me4aTaeTcs uyepes
7IBa UHTEpBaJa.

9. UnTepBan Mexay OyKBaMH B CJIOBax - OOBIUHBIN. IHTEpBaT MEXTy CIIOBaMH - OJTUH MPOOEIT.

10. TekcT noKyMEHTa BBIPABHUBAETCS MO MIMPUHE JIACTA (110 TPaHULAM JIEBOTO U IPAaBOIo IOJIEH
JIOKyMEHTA).

11. lnuHa camMoil ATMHHON CTPOKH PEKBU3UTA MPHU YIIOBOM PACHOJIOKEHUN PEKBU3UTOB He Ooiiee
7,5 cm.

12. JInuHa camMoOi AJIMHHOW CTPOKM PEKBU3UTA NPHU MPOJIOJIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Kon dhopmbl 1oKymMeHTa

Kox dopmbl mokymMeHTa IpocTaBisieTcs Ha YHUPUIIMPOBAHHBIX (pOpMax TOKyMEHTOB, B OCHOBHOM
UCIOJIb3YEMBIX B KaJpOBOM JOKyMEHTOoOOpoTe mikousbl. Pacnonaraercs kon (opmbl B IpaBoM
BEpXHEM YIiy pabouero mojis JOKyMEHTa, cocTouT u3 cioB "®opma mo" (HauMEHOBaHHE
Kiaccudukaropa) u nudpoBoro Koja.

Ilpumep - @opma no OKY 0301001.

14. HanMeHOBaHME MIKOJIBI

HanmenoBanue mIKOIBI JOKHO COOTBETCTBOBATH HAMMEHOBAHMIO FOPUIMYECKOrO JIMIIA,
3aKperIeHHOMY B ero yupenutenbHbIX JHokymeHTax (Ycrae I'bBOY OOII c.Kynuno). Ilox
HaMEHOBaHMEM  INKOJBI B  CKOOKax  YKa3blBaeTCs  COKpAIIeHHOE  HaMMEHOBaHHE
o011eo0pa3oBaTeabHON OpraHU3aIiHy.

Hax HauMeHOBaHMEM LIKOJIBI - YKa3bIBACTCS MOJHOE HAMMEHOBAHUE BBIIIECTOALLECH OpraHU3aluu.

15. CripaBoYHbI€ IaHHBIE O IIKOJE
CrnpaBoyHBI€ JTaHHBIE O IIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM ampec, Homepa TenedoHa, dakca,

azipec 3MEeKTpoHHOW mouThl, Koj Imkoasl no OKIIO (mpocraBnsercs mo OoOmiepoccuiickomy
KJIaCCU(PUKATOPY MPEANPHUATHN W OpraHU3aIiii), OCHOBHOW TOCYJIapCTBEHHBINH PETHCTPAIIMOHHBIN
Homep (OI'PH), unentruukamoHHbli HOMEp HAJIOTrOIUIATENBIIMKA/KO TPUYHUHBI TIOCTAHOBKH Ha
Hanorosbiit yuet (MHH/KIIIT).

16. HanmMeHoBaHue BUAA IOKYMEHTA

PexkBu3uT ucnonp3yercs Uid yKasaHHMs BUJa JOKYMEHTa M pacloyiaraercsi MoJl PEKBU3UTOM
«HaUMEHOBaHHE 001Ieo0pa3oBaTeibHOll oOpraHuzanun». HaummeHoBaHHMe BHIAa JOKYMEHTa HeE
yKa3bIBaeTCs B MUCbMaXx.



17. lata 1oKyMeHTa

JlaToif MOKyMeHTa SIBIISIeTCS JaTra ero NOJmHucaHus (MphKa3, MHChMO, 3allMCKa, aKT W p.),
YTBEp)KICHHUS (MHCTPYKIMSA, TMOJOXKEHHEe, NMpaBWia, PErJIaMeHT, IJIaH, OTYeT M JIp.), COOBITHA,
3a()UKCHPOBAHHOTO B IOKYMEHTE (TIPOTOKOIM).
Jlata TOKyMEHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, MOAMUCHIBAIOIIUM WM yTBEPKIAOIIUM
JTOKYMEHT, WU TPH PETUCTPAIlMH JOKYMEHTa, WM HEMOCPEICTBEHHO COCTaBHTEIEM TpH
MOJrOTOBKE JJOKyMEHTa (CayxkeOHas 3am1ucKa, 3asBJICHUE U Ip.).
JIOKyMEHTBI, U371aBaeéMble COBMECTHO C JIPYTMMHU OpPTaHU3aIMsIMU JOJDKHBI UMETh OJHY (€IUHYIO0)
nary.

aTy JOKyMeHTa 0hopMIIsioT apabckuMy UdpamMu B MOCIEI0BATEIbHOCTH:

e JleHb MecdAlla, Mecdl, roia. JleHb mecauna u Mecsal oGOpMISIOT IBYMs MapaMu apaOCKHX
uudp, pa3geNeHHbBIMH TOYKOW; TOJ - YeThIpbMsS apaOCKuMu LHU(ppaMu, Hanpumep:
01.12.2017. Byksa "r" mocine uugp He CTaBUTCS.

* MpHU CIOBECHO-NU(PPOBOM criocodOe ohOpMIICHUS AAThl JIEHb MECsSIa YKa3bIBaCTCSl Mapoit
apabckux 1udp, roJ yeTbIpbMs apadckuMHu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucTpalimoHHbI HOMEDP TOKYMEHTA
Perucrpanuonnsiii HoMep AOKYMEHTa MPOCTABIISIETCSI B COOTBETCTBUU C CHCTEMOM pPErHUCTpPAIIHH,

MIPUHATOM B ILKOJIE.

PerucrpanuoHHbIil HOMEp MPUCBAUBAETCS TIOKYMEHTY IIOCJIE €ro MoAnucanus (YTBepKICHUs).
Ccbulka Ha perucTpalOHHBIA HOMEpP U 1aTy JOKYMEHTa

Ccpuika Ha UCXOJSAUINI HOMEp U JaTy JTOKyMEHTa aJIpecaHTa BKIIIOYAET B CeOsl perucTpaliOHHbIN
HOMED U JaTy JJOKYMEHTa, Ha KOTOPbIi JOKEH ObITh JaH OTBET.

19. Mecto coctaBienus (M3JaHus) TOKyMEHTa
MecTo cocTaBieHUs WM W3JIaHUS TIOKyMEHTa - "ceno ..." - yka3blBaeTcs Ha OJIaHKax MPOTOKOJIOB
U aKTOB, COCTaBIIsIEMbIX B 00111€00pa30BaTEIbHOM OpraHu3aLuy.

20. Anpecat

B pexBusute "Anpecatr" ncnonb3yrorcs opuIHalbHbIE HAUMEHOBAHUSI OPIaHOB TOCY/IapCTBEHHON
U HCIIOJIHUTENIBHON BIJIACTH, OPraHOB MECTHOTIO CaMOYIIpaBJIEHMs, OpraHu3auui. [lomyckaercs
MCTIOJB30BaTh O(PHUIIMATIHHO MTPUHATHIE COKPALICHHbIE HANMEHOBAHHUS OPTaHOB IOCYIapCTBEHHON U
UCIIOJIHUTENILHOM BJIACTH, OPTaHOB MECTHOI'O CaMOYIIPABIIEHUS, OPraHU3aALHH.

IIpn agpecoBaHMM JOKYMEHTa JIOJDKHOCTHOMY M YAacTHOMY JIMIYy WHMIIMAJbBl CTaBSITCS IOCIIE
bamunuu.

IIpumep - Pykosooumenio MKY «Pecypcy
Damunua U.0.

PexBusut "anpecar”" mpocTaBisieTcs B BEpXHEH NpaBoOd 4acTU JOKYMEHTa (Ha OJaHKE ¢ yTJOBBIM
pacroyo)KEHUEeM pPEKBM3MTOB) WM CIpaBa I0J pPEKBU3UTaMHU OjaHka (MpH MPOAOJIBHOM
pacrnosoKeHuu peKkBU3UTOB OnaHka). CTpoku pekBu3HTa "ajapecar’ BbIPAaBHUBAIOTCS IO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTENIBHO CaMON AJTMHHOM CTPOKH.

IIpu ampecoBanuM JOKyMeHTa 0Oe€3 yKa3aHUs JOJDKHOCTHOTO JIMIA HAaUMEHOBAaHMs aJpecaToB
IUIIYTCS B UMEHUTEIIBHOM MajIeXke, Halpumep:

Opeanvl cmamucmuxu 2opooa Camapul

IIpu angpecoBaHMM [OKYMEHTa PYKOBOJUTENIO OpraHU3alldd HAMMEHOBAaHUE JIOJKHOCTH
YKa3bIBAETCS B JaTEIHLHOM MaIeKe, HAlpuMep:

I'enepanvrnomy oupexmopy AO «Kynunckoe»

Damunus U.0.



IlouroBBIN ajpec HE YKa3bIBACTC B JOKYMEHTax, HAIpPaB/IEMbIX B BBICIIHE OpPraHbI
rocy/1apCTBEHHOU BIIACTH, defiepaibHble OpraHbl UCIIOJHUTEIBHON BIACTH U UX TEPPUTOPHUATILHBIE
OpraHsbl, OpraHbl TOCYIAPCTBEHHON U UCIIOJIHUTEIIBLHON BIIACTH, IIOCTOSI UHBIM KOPPECIIOHAEHTAaM.
[Ipu agpecoBaHuy nucbMa B OPraHU3ANMIO YKA3bIBAIOT €€ HAUMEHOBAHME, 3aT€M IIOYTOBBIN aJpec,
Harpumep:

T'ocyoapcmeennoe  yupescoenue  Bcepoccutickuil — HayuHO-UCC1e008amenbCKuil — UHCMUNMYMm
O0OKYMEHmMOBeOeHUsl U APXUBHO20 Oeld
IIpoghcorosnas yn., 0.82, Mockea, 117393

IIpu agpecoBaHUM JOKyMEHTa (PHU3MUECKOMY JIMIy YKa3bIBalOT (aMUWIMIO M HHUIHMAIIBI
MOJTydaTesisi, 3aTeM [TOYTOBBIN aJpec, HalpuMep:

Ilemposy H.11.
Kynuncxas, 0.10
c.Kynuno, bBesenuykckuii pation, Camapckas oonacmo, 446247

PexBusut "Anpecat" He HODKEH comepkath Oosee derbipex ampecatoB. Cioo "Komms" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramu He ykasbiBaercs. [Ipu uucne aapecatoB Oomnee 4-x
COCTABIISIETCSI CITUCOK PACCHUTKU JIOKYMEHTA.

Ecnu nokymMeHT oTmpaBisieTcss B HECKOJBKO OJHOPOIHBIX OpTaHM3alMid WM B HECKOJIBKO
CTPYKTYPHBIX TIOApa3/IeNICHH OpraHa UCIIOJHUTEIFHON BIACTH, TO OHU YKa3bIBAIOTCS 000OIIEHHO.
IIpumep:

Pykoeooumenam yupesrcoenuii CI10

20. 'pud yTBEpXKACHUSA TOKYMEHTA

['pud yTBepkneHHUs] TPOCTABISIETCS B MPaBOM BEpXHEM YTy AoKyMeHTa. CTpPOKM pEKBU3HTA
BBIPABHUBAIOTCS I10 JIEBOMY Kpar WM LEHTPUPYIOTCS OTHOCHUTEIBHO CAMOM JJIMHHOW CTPOKH.
JIOKyMEHT  YTBEp)KIAeTCs  JOJDKHOCTHBIM  JIMIOM  (AODKHOCTHBIMUA — JIUIAMH)  WIJIH
pacnopsAUTEIbHBIM JOKYMEHTOM (ITOCTAHOBJICHHUEM, PEIICHUEM, IPUKA30M, PACTIOPSIKEHUEM).
[Ipu yTBepkaeHHH AOKYMEHTa JOKHOCTHBIM JIUIIOM TpHU( YTBEPKACHHS IOJIKEH COCTOSTh U3
cnoBa YTBEPXJIAIO (0e3 kaBbluek), HAaMMEHOBaHUS JOJDKHOCTH IIMIA, YTBEPKIAIOIIETO
JIOKYMEHT, €T0 TMOJMKUCH, HHUIIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUS.

[Ipumep:

VTBEPXJ/[AFO
Jupexmop I'BOY OOLII c.Kynuno
U.0. Damunua

21. darta

[Ipu yTBepK1€HUH TOKYMEHTA HECKOIBKUMU JOKHOCTHBIMU JIMLIAMU UX MOANKUCH pacrojararTcs
Ha OJIHOM yYpOBHE.

[Ipu yTBEpXKAE€HUN TOKYMEHTA PAaCHOPAIUTENbHBIM JOKYMEHTOM TPU( YTBEPKICHHUS COCTOUT U3
cioB YTBepkaeH (YTBEpKIEHO, YTBEPKIACHBI, Y TBEPXKICHA), COIJIACOBAHHOTO C HAMMEHOBAaHHUEM
BUJIAa YTBEPXKJIAEMOI0 JOKYMEHTa, HAMMEHOBAaHUS BUJA JOKYMEHTa B TBOPUTEIHHOM IAJEXKE, €ro
JIaThl, HOMEpa.

[Ipumep:

Ymeepoicoeno
npukazom I'BOY OOLlI c.Kynuno



om 01.03.2020 Ne 57
22. 3aroja0BOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe CoJiepKaHue JOKYMEHTAa. 3aroloBOK K TEKCTy IpuKasa
dbopmynupyercs ¢ npeiorom "O" ("O6") u oTBedaet Ha Borpoc "o yuem?"):

e mpuka3s (0 ueM?) 0 CO3AaHUU KOMUCCHH;

e mpuka3 (0 yem?) o0 yTBEpkJAECHUHU IITATHOTO PACIIUCAHMUS;

e TUCHMO (0 yeM?) 0 MpeoCTaBICHUH UH(DOPMAIIHH.
3aroJ0BOK K TEKCTY 0(OPMIIIETCS 101 PEKBU3UTAMHU OJIaHKA CJIEBA, OT TPAHMIIBI JICBOTO TIOJISL.
HaumeHnoBanue (3arosioBok) MO0 aHHOTAIMs JOKYMEHTa COCTaBJISIETCS aBTOPOM IPOEKTa
TOKyMEHTA.
3aroJoBOK K TEKCTY MOXKET He COCTaBJIATHCSA, €CIIM 00bEM JIOKYMEHTa He MPEBBIIIAeT 4-5 CTPOK.

23. TekcT 1OKyMeHTa
JIOKyMeHTBI 001Ie00pa30BaTEIbHON OPTaHU3AIMH COCTABISIOTCS HAa TOCYIAapCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoMm.
TexkcT MOKyMeHTa MOXKET COAEP)KaTh pa3felibl, TOAPA3ICIbl, IyHKTHI, MMOAMYHKTHI, HyMepyeMbIe
apabCcKUMHU U pamHu.
B npukazax TeKCT JOKyMEHTa H3JIaratoT OT EPBOTO JIMIA EAMHCTBEHHOTO YUCIIA («IIPUKA3hIBAIOY)
B nokyMeHTax KOJUIETHAbHBIX M COBEHIATENBHBIX OpPraHax OT TPEThero JHlla €IUHCTBEHHOIO
yucna: («coOpaHue... perrmino)
TekcT mnpoToKoNia W3MAraercs OT TPETbEero JIMIAa MHOXKECTBEHHOTO 4YHCNa («CIyIIaamy,
«BBICTYIIHIINY, «ITOCTAHOBUJIH, «PEIIHIII),
B COBMECTHBIX [OKyMEHTaxX TEKCT H3JIaraloT OT TMEpPBOTO JIMIAa MHOXXECTBEHHOIO YHCIA!
(«TTpUKA3BIBAEMY, «PEIIIFITI).
B nenoBbIX (cly>k€OHBIX) MUCbMAaX MCTIONb3YIOTCS OPMBI U3I0KEHUS:

e OT MEPBOTO JHMIAa MHOXECTBEHHOTO YHCIA («IPOCHM HANpPaBUThY, IPEICTABIsIEM Ha

paccMOTpeHHe»);

e OT TpeThero juua eauHcTBeHHoro uucia («Anmunuctpauus OY Ilkoma Ne 1238 He
BO3paXKaeT»);

e OT TEpPBOro JHIA EIMHCTBEHHOTO 4YHWCIa («CUYHTAI0 HEOOXOIUMBIMY, «IIpesiararo
paccMOTPETHY).

[Ipu ynorpednenuu B TekcTe (paMuiInil ML HTHUIMAJIBI YKA3bIBAIOTCS MOCe (GaMIIINU.
B nenoBbIX (ciy>kKeOHBIX) MUChbMAX MOTYT HCIOIb30BATHCS:
e BCTYNMTEIbHOE OOpallleHue:
Yeaowcaemviii 2cocnooun Heanos!
Yeaoswcaemas cocnooca [lemposa!
Yeaorcaemviii Huxonaii [lemposuu!
Veaowcaemasn Onvea Huxonaeena!
Yeaowcaemvie 2ocnooa!

B oOpamiernyr 1O JOJDKHOCTH HAaWMEHOBAHHE JOJDKHOCTH IHIIETCS C TMPOMUCHONH OYyKBBI, B
oOpareHuu 1o (GaMUITAA WHUITAABI JINIA HE YKa3bIBAIOTCS.

e 3aKJIFOYMTEINIbHAS dTUKETHas (pasa:
C ysaoicenuenm, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCSI, HAaUMHas CO BTOPOTO JIUCTA JOKYMEHTa apaOckumu Ludpamu
[IOCEPEIUHE BEPXHETO I10JIA.

Tekecr nOoKymMeHTa OTIENSeTCs OT 3arojOBKa ABYMS WIM TPeMs MEKIyCTPOYHBIMH HHTEpBAIAMU
UCIIOJIb3YEMBIMU B TEKCTE.

24. OTMeTKa 0 IPUIOKEHUHN



OTMeTKa O TMPHUJIOKEHUM HCIONB3YyeTCs NMpU OPOPMIICHUM MHCEM U TNPHIOKEHHH K IJIaHaM,
IporpaMMam, OT4eTaM, IOJIOKEHUSIM, ITpaBUIaM, THCTPYKLUAM U APYTHUM

JOKYMEHTaM.

B nucbMax oTMeTka o MpuiiokeHU: oopMIIsieTCs IO TEKCTOM MHCbMa Ha paccTosHuu 1,25 cm ot
IPAaHMIIBI JIEBOTO NOJIA. EciiM mpuitoKeHre Ha3BaHO B TEKCTE IMUCbMA, B OTMETKE O MPUIIOKECHUHU
YKa3bIBA€TCSl KOJIUYECTBO JINCTOB U KOJIMYECTBO IK3EMILISIPOB IPHUIIOKEHUS, HAIIPUMED:

Ilpunoscenue: na 3 1. 6 1 3k3.
[Ipy HaMMYUK HECKONBKUX TMPUIOKEHHH, B OTMETKE O TNPWIOKEHUU OHU HYMEPYIOTCH,

YKa3bIBalOTCS HAUMEHOBAaHUSA KaXKJIOTO MPUIOKEHHUS, KOJIMYECTBO JIUCTOB M KOJUYECTBO
AK3EMIUISIPOB, HAIPUMED:

Ilpunoscenue:
1. Inan-epagux ... na 3 1. 8 2 3k3.
2. Cnpaska o noomeepcoenuu ghakma ooyuenus... va 1 . 6 1 3x3.

Ecam mpunoxeHus cOpoIIopoBaHbl, TO KOJIMYECTBO JINCTOB HE YKa3bIBaeTcsa. Eciu mpuioxeHue
HAMpPAaBIIAIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJipeca, TO OTMETKY O €ro HaJIWYHH O(OPMIISIOT
cleIyromuM 00pa3om, HallpuMep:

Ipunooicenue: na 3 1. 6 1 29x3. monvKko 6 nepawiii aopec.

Ha npunoxxenusix K npaBuiam, HHCTPYKLHMSIM, MOJIOXKEHUSAM, IUIAHaM, IporpaMMam, J10roBopaM U
JPYTMM JOKYMEHTaM OTMETKAa O NPWJIOKEHHWH IPOCTABISETCS HAa IEPBOM JIUCTE NPUIIOKEHUS B
[IPaBOM BEPXHEM YTIIy.

Ecnu npunoxxenne oaHO, OHO HE HymepyeTcs. Eciu nmpuioKeHni HeCKOJIbKO, OHM HyMEpYIOTCs
(mpunoxenue 1, npunoxenue 2).

B Tekcre mOoKyMeHTa TpM TEPBOM YINOMHWHAHHWM JIOKYMEHTA-TIPHJIOKEHHS B CKOOKax
yKa3plBaeTCs: ... (NpWIOXKEHHE) WU ... (OpwiokeHue 1); mepes HOMEpPOM HPUIOKEHUS
JIOITyCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuiioxxenue N 2);

B oTmeTke 0 mpuiIOKEHHWU yKa3blBaeTCsl HAMMEHOBAHUE BUAA OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMEp, Harpumep:

Ipunoowcenue N° 2 k npukazy I'BOY OOLLl c.Kynuno Ne. om 12.02.2024e.

Ecnu nmpunokeHneM K JOKYMEHTY (HalpuMmep, K IpuKa3y) sBISETCS YTBEPXKIA€MbI TOKYMEHT,
(mosio’keHue, MpaBuiIa, UHCTPYKLHUSA, PErJaMeHT M Jp.) B BEPXHEM IMPaBOM YIIIy MPOCTaBIIAETCS
OTMETKA O TIPWJIOKEHUH, HIKE — Tpu( yTBEPKICHHS, HAIPHUMED:

Ipunosxcenue
YTBEPK/[EHO
npukazom I'6OY OOLlI c¢.Kynuno om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzura "OTMeETKa O NMPHIOKEHUH" JODKEH COOTBETCTBOBATH BUAY U
pasmepy wpu@Ta TeKCcTa J0KyMEHTa.

25. I'pud cornacoBaHus TOKyMEHTa

['pud cornmacoBaHus JOKYMEHTA UCIOJIb3YETCS MIPU COTJIACOBAHUU JIOKYMEHTA C OpraHaMu BJIAcTH,
OpraHu3alus MU WA JTOJHDKHOCTHBIMU JuiiaMu. OH coCcTOUT U3 cioBa “CoriacoBaHo”, TOHKHOCTH



T, KOTOPBIM COTJIACOBAH JIOKYMEHT (BKJIOUass HAMMEHOBAHHUE OPraHU3ALIMM), JIMYHOMN MOIUCH,
pactudpoBKH MOAMUCH (MHUITHAIOB, (DaMIIINK) U JaThl COTJIACOBAHUS.

[Tpumep:

Coenacosano

Jupexmop I'BOY OOLLI c.Kynuno
U Hsanos

01.12.2017

Fpmh COIJIaCOBaHMA B 3aBUCHUMOCTHU OT BUJId NJOKYMCHTA U 0COOEHHOCTEH €ro Ogi)O[zMHeHI/Iﬂ MOXKET

IOIPOCTABIATHCA.

* Ha NEPBOM JIUCTE JOKYMEHTa (€CIM JOKYMEHT MMEET TUTYJbHBIH JIUCT, - HA TUTYJIbHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEpXKIACHUS WU IOJ] HAUMEHOBAHHEM
JOKyMEHTa OJIMKEe K HHXKHEMY TOJIO);

* Ha IOCJEIHEM JIHCTE JOKYMEHTA M0l TEKCTOM;

*  HAa JIUCTE COIVIACOBAHMS, SIBJIAIOIIEMCS HEOThEMIIEMOMN YaCThIO JOKYMEHTA.

BuemHee coriacoBaHue TakKe€ MOMKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - IHCHMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Ipumep:

Coenacosano npuxazom I'BOY OO c.Kynuno om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue NpoeKTa JOKyMeHTa 0(hOpMIISIETCSI BU3OM.

Buza npocraBisercs coOOCTBEHHOPYYHO JIMIIOM, BU3UPYIOIIUM JOKYMEHT, M BKJIIOYAaeT B cels
HaUMEHOBAHME JIOJDKHOCTH BHU3UPYIOIIETO, €ro JIMYHYI [OANUCh, PACHIM(POBKY MOIMHCH
(vHUIIMANBL, (PAaMUIIHIO) U JATY.

IIpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlommyckaeTcs MOJIMCTHOE BU3NPOBAHNUE JOKYMEHTA U €r0 MPUIIOKEHUH.

IIpy Hanuuuu 3aMedaHMii, [JONOJHEHWM K TPOEKTy JOKyYMEHTa BH3a JIOIOJIHAETCS
COOTBETCTBYIOIIUM yKa3aHUEM.

JInst nOoKymMeHTa, NOJJIMHHHUK KOTOPOrO OTIPABISAIOT W3 IIKOJIBI, BHM3bl IIPOCTABIIAKOTCA HA
IK3EMILUIIpax JOKYMEHTOB, IOMEIAEMBIX B AEIIO.

JInst noOKymMeHTa, MOAJIMHHUK KOTOPOr0 OCTAeTCs B IIKOJIE, BU3bl COTJIACOBAHUS IIPOCTABIIIOTCS HA
000poTe MOCJIEAHEro JIMCTa MOAJMHHUKA JOKYMEHTa WIM Ha IMOCIEeIHEM JIUCTE JOKyMEHTa IO
MOATHCHIO.

27. lloanuce

[lonnuch BKIIOYAET: HAUMEHOBaHHE JOJDKHOCTH JIMLA, MOJNMCABIIEr0 JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIKCH; PACIIN(PPOBKY MOINUCH (MHULIUAIIBL, (DaMIITUS ):

[Ipumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecimu  ngokymeHT odopmiieH He Ha OjaHKe, B HAMMCHOBAHHE JOJDKHOCTH BKIIOYACTCS
HaMMEHOBaHHE 00111e00pa30BaTEIbHON OpraHu3anuy (MOJHOE Ha3BaHME MIKOJIBI). JlomyckaeTcs B



pexkBusute "lloanuce MOMKHOCTHOrO nuua" IEHTPUPOBATh HAMMEHOBAHUE JIOJDKHOCTH JIUIIA,
MOAMKICABIIETO JOKYMEHT, OTHOCUTEIFHO CAMOM JUIMHHOW CTPOKH.

[Ipu moamucaHuu JOKyMEHTa HECKOJBKMMH JOJKHOCTHBIMU JIMLIAMHM Pa3HBIX JOJDKHOCTEH HX
MOAMKICH PACTIONATraloT OAHY IOJ APYrod B TMOCIEIOBATEILHOCTH, COOTBETCTBYIOIICH HEpapXUH
3aHUMAaeMOM JTOJKHOCTH.

[Tpumep:

Jupexmop nuunas noonucoe U.0.D.
3amecmumens oupexmopa nuunas noonucs M.0.D.

IIpy mnoanucaHuM JOKYMEHTAa HECKOJBKMMM JIMIAMH PaBHBIX JOJDKHOCTEHM MX MOANUCU
pacrosiaratoT Ha OJJHOM ypOBHE.

B noxyMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, YKa3bIBAETCS CTATyC JULA B COCTABE KOMUCCHHU:
MIPOCTaBJICHUEM KOCOM dYepThl Mepe]l HAaUMEHOBAaHUEM JIOJDKHOCTU ([100aBIsATh Kakue- JMOo
IIPUCTABKH).

Ecnu pupexktop wiM HMHOE YNOJIHOMOYEHHOE HA MOAINMCAHUE JIOKYMEHTa JHMLO BPEMEHHO
OTCyTCTBYeT (OTImyCK, OO0J€3Hb, KOMAaHAMPOBKA) WM OJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOAIKCHIBAET  COTPYJHUK,  YIIOJHOMOYEHHBIM HAa  IOANMCAHME B  COOTBETCTBUM €
pacnopsAIUTENIbHBIM JOKYMEHTOM WJIM HAAECJIEHHBINA MOJHOMOYHUSMH, YCTAHOBJICHHBIMU MPUKA30M
mkosbl uny yupeautens (JJOrM), ¢ ykazanuem cBoe JOHKHOCTH U MTOJIHOMOYHS, HAIPUMED:

3amecmumens oupexmopa noonucsy U.0. @amunus

WIIH:

Hcnonnaowuii obsa3annocmu oupekmopa noonucv U.0. @amunus
17001

u.o. oupekmopa noonucv 1.0. @amunus

PexBuzut "llognucek AOMKHOCTHOTO NUIA" MOXET OBITH OQOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, MpH HAMUCAaHUU CIIY)KEOHOW 3amucku 0e3 NPUMEHEHUS TEeXHHUYECKUX
CpeacTB) TUO0 OPOPMIICH C UCTIONH30BAaHMEM TEXHUUECKHUX CPEJICTB.

B cinywsae odopmnenus pekBuszura "[lognmuce JOMKHOCTHOTO JMIa" € HCIOJIb30BAHHEM
TEXHUUYECKHUX CPEJCTB BUA M pa3Mep HIpH(Ta YKa3aHHOTO PEKBU3UTAa HE MOXKET OTIMYAThCS OT
BHJIa ¥ pa3Mepa mpuQTa OCHOBHOTO TEKCTA JJOKYMEHTA.

PexBuzur "[loamuch MOMHKHOCTHOTO JHIA" OTHAEISIETCS OT TEKCTa TPEMS WM  YEeThIPhMS
OAVHAPHBIMU MCKAYCTPOYHBIMU UHTCPBAIAMMU.

28. Ileuats

[ledats sBAsieTCs CIOCOOOM MOATBEPXKIEHHS MOIJMHHOCTH MOANUCH JOJDKHOCTHOIO JIMIA Ha
nokyMeHTe. Iledars cTaBUTCS Ha JOKYMEHTaX B Clydasix, MPEAyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WA UHBIMU HOPMAaTHBHBIMH [TPABOBBIMU aKTaMH.

[leyats cTaBUTCS HA CBOOOAHOM OT TEKCTa MECTE, NPU 3TOM OTTHCK IE€YaTH HE 3aXBaTbIBAET
JMYHOW MOJMUCH JIOJPKHOCTHOTO JIMIa MOAMUCABIIErO JOKYMEHT, WIM B MeCTe, 0003HAaUeHHOM
«MID» («MecTo meuaTn»).

B noxymeHTax, MoJAroTOBJICHHBIX Ha OCHOBE YHU(HUIMPOBAHHBIX (hOpM, NI€UaTh CTABUTCA B MECTE,
0003HaYeHHOM OTMeTKOH "MII" miu uHBIM 00pazom.

29. OTMeTKa 00 UCHOJIHUTENE




Otmerka 00 ucnojHMTeNne (aBTOpE) AOKYMEHTa MPOCTABISETCd HAa MUCbMAax INKOJIbI B JIEBOM
HUXXHEM YTy J'II/IHGBOf/i CTOPOHBI IMOCJICAHETO JINCTA JOKYMCHTA OT I'PaHUIIbI JICBOT'O ITOJISA WX, IIPU
OTCYTCTBUH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CIIEBA.

OTmeTKa BKJIIOYAET (aMUINIO, UMS, OTUECTBO HCIIOJHUTENS W HOMEp ero tenedoHa, a TakkKe
OTMEeTKa 00 MCIOJHHUTEIE MOXET JOMOJHATHCS HAUMEHOBAaHHEM JOJDKHOCTH M 3JIEKTPOHHBIM
aZpecoOM HCITOJIHUTENS.

IIpumep:

Hesanos Hean Heanosuu, cneyuanucm no oxpare mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEPEHUH KOTTUHU
Jl7is IOATBEPkKACHUS COOTBETCTBUS KOMUU (BBIMHCKU U3 JOKYMEHTA) MOJUIMHHUKY TOKYMEHTa Ha

MOCJIEIHEM JIUCTE KOMWU (BBIMMCKU W3 JOKyMeHTa) moj pekBuzutoMm "lloamuces" odopmisercs
peKBU3UT «OTMETKA O 3aBEPEHUU KOIIUW».

OTMeTKka O 3aBEpPEHUM KOIMHU BKIIOYAET: CJIOBO «BepHO», HaMMEHOBaHME AOJKHOCTH JIMIA,
3aBEPHBILETO KOMHIO, COOCTBEHHOPYUYHYIO TIOANUCH, paciIM(poBKY MOAMUCH (MHULIUAIIBI,
(bamMuiInio), AaTy 3aBEpeHHs KOUU JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHHMM KOMMHU» MOXXET ObITh O(QOopMIEHAa OT pyKH HWIH C
UCIOJIb30BaHNEM IITAMIIA.

JlomyckaeTcs 3aBepsATh KaXKIblil IUCT MHOIOCTPAHUYHON KOIIMY IOKYMEHTA.

31. OT™MeTKa 0 NOCTYIJICHUN JOKYMEHTA
OTMeTKka O TOCTYIUIEHHH JOKYMEHTa COJIEPKUT BXOMSIIUA PETUCTPAIMOHHBIA HOMEp W JaTy

MOCTYIUICHUA IOOKYMCHTA. I[OHYCKaeTC}I YKa3aHue 49aCOB WU MHUHYT NOCTYIUICHUA HOKYMCHTA C
3aBCPCHUEM MMOAINMUCAMHA 3aMHTCPCCOBAHHBIX JIMII.
OtmeTKa o MOCTYIUICHUH NOKYMCHTA MOXKET IMPOCTABJIATHCA C UCIIOJIb30BAHUECM LIITAMIIA.

32. Pe3zoronus
Pesomrorust comepXUT ykaszaHue MO UCIOJHEHHIO JOKyMeHTa. OHa odopmisieTcs Ha CBOOOIHOM

MecTe paboyero MmoJisi JOKyMEHTa.

Pe3omronus BkitouaeT B ceOs: pamMUIINIO, MHUIMAIBI UCTIOIHUTENS (UCTIONHUTENEH), OpyUeHHUe o
JOKYMEHTY, OJICh aBTOpa PE30JIIOLUH U ATy OPOPMIICHHS PE3OITIOLHIH.

Pezomronus, Mo yCMOTPEHHIO JIMIA, JAIOLIETO MOPYYEHHE, MOXKET BKIIIOUaTh B ce0s TakkKe CPOK
UCTIOJIHEHUS IOKYMEHTA.
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