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1. O6uue no0KeHUA
1.1. Hacrosimas MHCTpyKIus mo AeIONpPOM3BOJACTBY B LIKOJIE pa3pabOoTaHa B COOTBETCTBUH C
®denepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit denepanun” ¢
mmenennsimu ot 2 wuions 2021 roma, TOCT P 7.0.97-2016 «Cucrema CTaHAapTOB IIO
uHpopmanuy, OUOIMOTEYHOMY U U3JaTeNbCcKOMy Jeny, «OpraHu3aluOHHO-PACTIOPSAUTENbHAS
nokyMeHTanusi.  TpeOoBaHuss K  OQOpPMIICHMIO  JOKYMEHTOB», a Takke  YCTaBOM
00111600pa30BaTEIPHON OpraHU3aluy ¥ APYTUMH HOPMATHBHBIMU MTPAaBOBLIMU akTamMu Poccuiickoit
®denepannu, periaMeHTUPYIOUUMU AEITeIbHOCTh 0011e00pa30BaTeIbHbIX OpraHU3aIil.
1.2. HNannas MHCTpyKOMS 1O AETONPOM3BOJACTBY B mIKoje (manee - MHCTpykums) oOo3HavyaeT
MpaBWjia TOJATOTOBKM M OGOPMIICHUS JIOKYMEHTOB B 0011e00pa3oBaTeNbHON OpraHu3aluy,
ompeseNnseT cTaHAapThl 0(OPMIICHHUS PEKBU3UTOB, OJaHKOB JOKYMEHTOB, COCTABJICHHUS MPHKA30B,
MOJIOKCHUI MHCTPYKIIMH, a TakKe perjiaMeHTHpyeT GopMHUpOBaHUE /1€ U UX TEKyllee XpaHEeHHE,
MOATOTOBKY JOKYMEHTOB M JIeNl K Iepejadye Ha apXUBHOE XpaHEeHHE B 0011eo0pa3oBaTeNbHOM
OpraHu3aIiy.
1.3. MHCTpyKIHs 10 JeNONpPOU3BOACTBY pa3padoTaHa B LIEISX YCTAHOBICHUS €IUHBIX TpeOOBaHUM
K TIOATOTOBKE, 00pa0OTKe, XpaHEHHI0 M UCIHOJb30BaHUIO OOPa3yIOIUXCA B JEATEIbHOCTU
o0mieo0pa3oBaTeIbHOM OpraHuM3alid ¥ TOCTYMAIoIUX B IIKOJIY JOKYMEHTOB, a TakKke
COBEPIICHCTBOBAHUSA W TOBBIIIEHUS 3((HEKTUBHOCTU JEIONPOU3BOJICTBA 00IIe00pa3oBaTeIbHON
OpraHu3aIiy.
1.4. Tlonoxenuss MHCTPYKUMU pacpOCTPAHSAIOTCS HA OPraHM3alMI0 padOThl C JOKYMEHTaMU
HE3aBUCHUMO OT BHJA HOCUTENI, B TOM YHCIE C JJIEKTPOHHBIMH JOKYMEHTAaMH, BKIIOYas
MOJrOTOBKY, OOpabOTKYy, XpaHEHHE U HCIHOJb30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIMU C
MOMOIIIbI0 HH(POPMALIMOHHBIX TEXHOJIOTUH.
1.5. Opranuzanuio, METOJUUYECKOE PYKOBOJACTBO, COBEPIICHCTBOBAHUE JIEJONPOU3BOJACTBA U
KOHTPOJIb 32 cOOMIOIeHuEeM HacTosed MHCTpYKIMK B IIIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 3a
BEJICHHUE JIETIONIPOU3BOJICTBA.
1.6. IlpaBa u o00s3aHHOCTH pAOOTHHUKOB, OCYIIECTBISIOMUX pabOTy C JOKYMEHTaMH B
CTPYKTYpHBIX  TOJApa3feieHusX  oO0IeoOpa3oBaTeIbHOM  OpraHM3allid,  YCTAHABJIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKIMSIMH WM IPUKA30M JIUPEKTOPA.
1.7. Cgenenusi, cojepxaiiecs B JIOKYMEHTaX, MOTYT ObITh HCIOJB30BaHbI TOJBKO B PabOYMX
LEJIAX B COOTBETCTBUH C MOJIHOMOYMSIMHU COTPYAHHKA, padoTaromiero ¢ JokymeHTamu. Pabora ¢
JOKYMEHTaMH BHE NOMEIIEHUH MIKOJBl He Jomyckaercs. [Ipu yTpaTe HOKYMEHTOB HPOBOJUTCS
ciry>keOHasi IpoBEpKa.



1.8. Ilpu yxozme B OTHYCK, NepeBoje (TmepeMenieHn) no paboTe WM B Cilydae YBOJBHEHUS
COTPYIHUK 00s3aH TMepelaTh BCE HAXOIAIIUECS y HEro JIOKYMEHTHI WHOMY COTPYIHHKY,
OIIpENEeIEHHOMY B COOTBETCTBUM C yKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOIUTEIS YBOJIBHAEMOTO,
YXOJAIIET0 B OTIYCK WM NEPEBOAALIETOCs (IIePEeMEIIaeMoro) 1o paboTe COTpyIHHUKA.

1.9. UucTpykius o0s3aTenbHa Ut COOTI0ICHNS BCeMHU paOOTHHKAMH IITKOJIBI. BHOBB PHHSATHIE HA
paboTy COTPYTHHKH, B JOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJWT BEACHUE TOKYMEHTAIUH,
JOJKHBI OBITH 03HAKOMIICHBI C HAacTosIeH MHCTpyKIHeH.

2. IlpaBusia MOATOTOBKHU U 0popMIIeHUs IOKYMEHTOB
2.1. B JedATenpHOCTH IIKOJBI CO3/aeTCS KOMIUIEKC OPTraHHU3aIOHHO PaCHOPSIUTEIBHBIX
JOKYMCHTOB: MpPHKAa3bl, IMOJOXKCHHA, IIpaBuJia, HHCTPYKIUHU, PCTIAMCHTEI; ITPOTOKOJIbI 3aC€Z[aHI/II\/II
(COBGIH&TGJIBHI)IX, KOOPAWHAOWUOHHBIX, OJOKCICPTHBIX W AP. OpFaHOB), adKThl, AHAJINTHYCCKUC
CIIpaBKH, MOKJIAIHBICE W CIY)KEOHBIC 3alHMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHUS), EJT0Bast
(cmyxeOHas) Tiepenucka W Jp. COCTABISIOTCA M O(GOPMIISIIOTCS CHEIUaIbHBIE JOKYMEHTHI,
CBSI3aHHBIE C  IUTAHMPOBAaHWEM  0Opa30BaTENbHOW  AEATENBHOCTH W OCYIIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONPUATUH, BEJEHHEM Y4eOHO-NEearoruueckoro y4yera, OpraHusalnuen
JIeJIONIPOM3BOICTBA 00111€00pa30BaTEIbHON OpraHu3aluy, 00ecredeHneM OyXraiaTepcKoro yJyera.
2.2. JIOKyMEHTBI MOTYT CO3/IaBaThCsd Ha OYMa)KHOM HOCHTENE W B JJIGKTPOHHOUW Qopme ¢
COOITIOJICHHEM YCTaHOBIJICHHBIX TpaBWI 0(OpMIIEHUsT TOKYMEeHTOB. [Ipu co3maHmy MOKyMeHTa Ha
IBYX 1 00Jiee CTpaHUIaX BTOPYIO U MOCIETYIONINE CTPAHUIIBI HyMEPYIOT.
2.3. HoMepa cTpaHUI] MPOCTABIISIOTCS MMOCEPEMHE BEPXHETO TOJIS JOKYMEHTa Ha PACCTOSIHUH HE
MmeHee 10 MM OT BepxHero kpas jucta. Jlomyckaercs co3gaHue JOKYMEHTOB Ha JIMIEBOU U
000pPOTHOM CTOPOHAX JIUCTA.
2.4. Tlpu 1BYCTOPOHHEM CO3/IaHUU JTOKYMEHTOB IIMPHHA JEBOTO MOJIsI HA JIMIEBOI CTOpOHE JTUCTa
Y IIPABOTro MOJIsl HA 000POTHOI CTOPOHE JIMCTA TOKHBI OBITH PaBHBL.

3. PeKkBU3HUTHI TOKYMEHTOB

3.1. Jlnsg pexkBU3UTOB JOKYMEHTOB, CO3JaBaeMbIX B 0O0IIe00pa30BaTEIBHOM OpraHu3aliy,
yCTaHABJIMBAIOTCS TIpaBuia u TpedoaHus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OMPEICISETCS €ro BUJIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke u OQOPMICHHH JOKYMEHTOB B IIKOJE HWCHOJIB3YIOTCS CICIYIOIIUE
PEKBU3UTHI:

e  KOJ OPMBI IOKYMEHTA;

e HAaMMCHOBAHHE IIKOJIBI;

e  CIPAaBOYHBIC JJAHHBIC O IIKOJIC;

e HaWMCHOBaHHE BHJA JOKYMCHTA;

e JaTa JOKYMCHTA;

e  PETUCTPAIOHHBIA HOMED JOKYMEHTA,

e  CCBUJIKA HAa PETUCTPAIIMOHHBIA HOMEP H JaTy JOKYMEHTA;

e MECTO COCTaBJICHUS (M3JaHUS) TOKYMEHTA;

e ajpecar;

e rpud yTBEpKICHUS JOKYMEHTA,

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHIOKECHUU;

e rpud COrnacoBaHUs JOKYMEHTA;

e BU3a;

e  TIOJIINCH;

e OTMeTKa 00 AIIEKTPOHHOU MOMHUCH;

e TICYaTh;

e OTMeTKa 00 UCTIOJHUTEIE;

e OTMETKa O 3aBEPECHUU KOTIHH,



o OTMCTKA O MOCTYIUICHUH JOKYMCHTA,
e PE30JIOIHSL.

4. BIaHKM T0KYMEHTOB

4.1. loxyMeHTBI, cO3/1aBaeMble B 00111e00pa30BaTeIbHON OpraHu3aiuu, 0(popmMiIsIoTCs Ha OlaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JIcTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUIBl  JOKYMEHTOB (TaOJMIBI, CXEMbI, CMETHI) JOIyCKaeTcsi OQopMIsTh C
ucnosib3oBanueM (¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTABJISIOIIME BHYTPEHHIOIO
MEPenucKy, OQOPMIIIOTCS Ha CTaHAApPTHBIX JHucTax Oymarum ¢opmata A4 (210x297 mm) 6Ge3
HCII0JIb30BAaHUS OJIaHKOB.
4.2, KaxxJplii TUCT TOKyMeHTa, 0(OpMIICHHBIN Ha OnaHke Wi 0e3 Hero, MOJDKEH MMETh TOJs He
MeHee:

e 20 MM - JI€BOC;

e 10 MM - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUKHEE.
4.3. JlokyMeHTBI JUTMTEeNbHBIX (cBbImE 10 JeT) CpOKOB XpaHEHUS JOJDKHBI HMETh JIEBOE TOJIE HE
MeHee 30 mm.
4.4. Buzpl 61aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B IIKOJIE:

e OOmIMIi OJIAHK;

e OJIaHK IHCHMA;

e OJaHK KOHKpPETHOTo BHUAA JOKyMeHTa (OJlaHK NpHKa3a, OJlaHK pachopshKeHHs, OJiaHK

MPOTOKOJIA U JIP.)

4.5. OOpa3ipl pa3pabOTaHHBIX W MPUMEHSAEMBIX B IIKOJE OJAHKOB MOJICKAT BKIIOUYCHHUIO B
MHCTPYKLHIO MO JIEIONPOU3BOJACTBY 00111€00pa30BaTeIbHOM OpraHU3alii B Ka4eCTBE MPHIIOKEHUH
(mputoxenue 3 Ha 3 MUCTax).

5. Ilpuka3spl
5.1. Ilpukazamu oOQOPMIIAIOTCS pELIEHUS IO OINEpPaTUBHBIM, OPraHU3ALUOHHBIM, YYEOHBIM,
KaJIpOBbIM (TpuiIokKeHHe 2 Ha 9 TMCTax) U IPYTUM BOIIPOCcaM pabOThI IIKOJIBI.
5.2. IlpoekTbl NpPHUKA30B TOTOBSIT OTBETCTBEHHbIC HCIOJIHUTENN HA OCHOBAHUU IOPYUYECHUU
JTMPEKTOopa, ero 3aMmectutesieil. [IpoekThl MPUKa30B MO JUYHOMY COCTaBY T'OTOBUT CIEHHUAIHCT IO
KaJipam.
5.3. B mpuKkazax TeKcT u3jaractes OT IepBoro Juna eauacrBeHHoro uucia («[IPUKA3BIBAIO»).
5.4. Tekct mpukasa MOXET COCTOSITb M3 JBYX 4YacTeil: KOHcTatupyrouieil (mpeamOyibl) u
paciopsaIUTENbHOM.
5.5. B koHcTaTtHpymoleld 4YacTh KpaTKO U3JararoTcsl Ield W 3a1aud, (akTel U CcOOBITHS,
MOCIIY>KUBILIME OCHOBAaHHMEM JUIs M3JaHus Mpuka3a. OHa MOKET HauMHAThbesa cioBamu "B memsx",
"B coorBerctBun", "Bo ucnosnenue", u T.n. Eciu npuka3z u3gaeTcss Ha OCHOBAHHMU JIPYrOro
JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBAETCsl HANMEHOBAHUE 3TOT0 JJOKYMEHTA, €ro JaTa,
HOMep U 3aroJjioBok. IIpeamOyna B nmpoekrax nmpukas3oB 3aBepiiaercs cioBoM «I[IPUKA3BIBAIOy,
KOTOpOE MevyaTaeTcs 3ariaBHbIMUA OyKBaMH.
5.6. PacmopsinurenbHasi 4yacTh JOJKHA COJIEPKATh TMEPEUHCIEHUE MPEINUChIBAEMbIX ACHCTBUMA C
yKa3aHUEM HCIOTHUTENs KaXJA0ro MAEHCTBUSA U, MPH HEOOXOJWMOCTH, CPOKOB HCIOTHEHHUS.
PacnopsinuTenbHast 4acTh JENUTCS HA MYHKTHl M TMOJMYHKTHI, KOTOPbIE HYMEpPYIOTCS apaOCKUMU
uudpamu. [IeiicTBUS O JHOPOIHOTO XapakTepa MOTYT OBITh IEPEYUCIICHBI B OJTHOM MTyHKTE.
5.7. B xadecTBe HCIOJHHUTENEH YKA3bIBAIOTCS 3aMECTUTENN IUPEKTOpa, MpeaAceraTeNu WiIn
PYKOBOJUTENN PabOUUX TPyMH (KOMUCCHH).
5.8. Ecnu mpuka3 u3MeHseT paHee U3JaHHbI JOKYMEHT (IIYHKThI IOKYMEHTa), TO OJMH U3 ITYHKTOB
pacnopsiANTENIbHON YaCTU TEKCTa JIOJKEH COAECPkKATh CChUIKY HAa M3MEHSIEMBbII JOKYMEHT (ITYHKTBI
JIOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMepa U 3arojioBKa.



5.9. Ecnu mpuka3 oTMeHsSeT JeiicTBHE paHee W3JaHHOTO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONPEEIEHHON aThl, TO OJAWH U3 IIYHKTOB PACIOPAIUTENILHON 4acTU TEKCTa JO0JKEH HAaUMHATHCS
cinoBamu "l[lpu3HaTh yTpaTUBIIMM CHIly...", Jlajee ykKa3bIBaThbCs JlaTa, HOMEpP U 3aroJIOBOK paHee
U3/IaHHOTO JIOKyMEHTa (IIyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOM OTMEHSIETCS €ro JIeHCTBUE.
Ecnu nata He yka3zaHa, TO JeWCTBHE paHee HU3JAaHHOIO JOKYMEHTa (IyHKThl JIOKYMEHTA)
OTMEHSETCS C JaThl U3aHUS HOBOIO MPHKA3a.

5.10. Ecnu mpuka3 oTMEHSIET paHee U3JaHHbI JOKYMEHT C MOMEHTA W3JIaHHsI, TO OJWH U3 ITyHKTOB
pactopsiANTEIIbHOW YacTH TEKCTa JOJDKEH HayMHAThCs cioBaMu "OTMEHUTSH..." W yKa3bIBaThCs
JiaTa, HOMEP U 3aroJI0BOK paHee W3/1aHHOTO IOKYMEHTA.

5.11. Ecnu nmpuka3 nmpeanoJiaraeTcsi BBECTH B JIEHCTBUE HE C MOMEHTA €ro U3AaHUs, HE0OX0AUMO
yKa3aTb CpOK BBeIEHHUs ero B jaeictBue. [locnenHuil MyHKT pacnopsiAMTENIBHOW YacTH MOKET
COJIep’KaTh CBEJCHUS O JIOJDKHOCTHOM JIMIE, HA KOTOPOE BO3J1araeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM
MpHKa3a.

5.13. IIpuka3pl MOIMUCHIBAIOTCS TOJBKO TUPEKTOPOM O0IIe00pa3oBaTebHON OpraHU3alyuu WIIH
PabOTHUKOM, HCTIOHSIOIINUM €ro 00sS3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a 00OecreuYeHne CBOEBPEMEHHONW M Ka4eCTBEHHOM MOJTrOTOBKHU MPOEKTOB
MPUKAa30B U MX COTJIACOBAaHHE C 3aWHTEPECOBAHHBIMH PAOOTHMKAMH U OpPraHU3alUsIMU HECYT
aBTOPBI MPOEKTA MPUKA3a.

5.15. PerucrpanioHHble HOMEpa MPHUCBAMBAIOTCS IMPHKa3aM IO MOPSJIKY HOMEpPOB B Ipejaenax
KaJIEeHJapHOTO ro/a.

5.16. JlaTa peructparmu npukasa sBISETCS JaTOH €To IOAACaAHHS.

6. [IpaBuia, noJ10KeHUsl, HHCTPYKIUH
6.1. [IpaBmiia — HOpMATHBHBINA aKT, ONPEAEIAIONINI MOPAJOK KaKOro-aubo BUIa AESITEIbHOCTH,
YCTaHABJIMBAIOIINI WIH 3aIPELIAIOIINN ONIPEIEIEHHOE IOBEACHUE.
6.2. [TonoxxeHne — HOPMATUBHBIN aKT, IETAJTLHO PETJIAMEHTUPYIOIINI TPaBOBOM CTATYC, OPSIIOK
OpraHu3aIiy U MpoLEeaypy KaKoro-imoo Buaa 1esTeIbHOCTH.
6.3. UHCTpyKIusi — HOPMATHUBHBIM aKT, M3JaBaeMblii B LEISAX Pa3bACHEHUS U OMpEIesICHUs
MOPsIIKa TPUMEHEHHUs COOTBETCTBYIOLIEIO HOPMATHBHOIO aKTa JUOO C LENbI0 YKa3aHWUs HOPM O
croco0ax BBIMOJTHEHUSI OTIPE/ICNIEHHBIX Olepaluii (1elcTBuil).
6.4. [IpaBuia, MonOXKeHHs, HHCTPYKIUN MPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJAa JOKYMEHTa) Ha
VYnopasnsomeM coBeTe, 3acenaHusx lIpodcoro3Horo kKomMuTeTa MIKOJIBI W YTBEPIKAAIOTCA
JTUPEKTOPOM.
6.5. TlopsaoKk MOATOTOBKH MPOEKTOB MPaBUJI, MOJIOKEHHS, MHCTPYKLIHUU COOTBETCTBYET OOIIEMY
MOPSLIKY MOJArOTOBKHU MPOEKTOB MPUKA30B 00111€00pa30BaTEIbHOM OpraHu3aluu.
6.6. TekcT mpoekTa MOJIOKEHMS], MPaBWJI, MHCTPYKIMH TeYaTaeTcs Ha YHUCTOM JIUCTe Oymaru
dbopmata A4.
6.7. OTIUYUTETHHBIMU XaPaKTEPUCTUKAMU TEKCTOB MIPABUJI, TIOJO0KEHHSI, HHCTPYKIIUU SBIISIOTCSA:

e TOYHOCTbH MPUMEHSIEMBIX (OPMYIUPOBOK O€3 UCIHOIB30BAHUS CJIOB M MOHITUN, UMEIOLINX
MHOYECTBEHHBIN CMBICIT,

e HCMOJH30BAaHHE KOPOTKUX TMPEATOKEHHUH, OOIIENPUHSTHIX BBIPAKEHUH U CBS30K, MPH
HEOO0XOAMMOCTH - MPEIBAPUTENBHOE ONpPEAENICHHE UCIOIb3YEMbIX MOHATHH, COKpaIeHNH,
ab0peBuaTtyp;

e OINHCaHUE BCEX BO3MOXKHBIX BAPUAHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapUaHTOB
JEVCTBHIA, T.€. MOJHOTA MPeACTaBICHUS HHPOPMAIIHH;

e CTPYKTYPHUPOBAHHOCTb TEKCTa C LEJIbI0 JOCTM)KEHUS HaWIydllled MOCIeI0BaTeIbHOCTH
W3JI0KEHUS MaTepuana;

e MHUHUMM3AIMI TEKCTa C MOMOUIbI0 MPUMEHEHHs 0000mIeHni (0030pOB MpeArnoIaraeMbix
JICWCTBUI ) U IPUMEHECHHUE TIEPSUUCIICHUH (3a/1a4, STaloB, YCIOBHH U T.JIL.).

6.8. B 3aBHCHMOCTH OT CIIOKHOCTH U 00beMa pa3padaThiBa€MbIX IPABUII, MTOJ0KESHHSI, UHCTPYKIIUU
- TEKCT JIOKYMEHTa JAEJUTCS Ha TJaBbl, MYHKThl U MOJMYHKTHI. ['J1aBbl JOKHBI UMETh Ha3BAHMUSL.
Hymepanus npousBoauTcst apaOCKuMu udpamu.



7. IIpoTokoJ 3acenanus (COBEIIAHUA)
7.1. TIpoToko — JOKYMEHT, B KOTOPOM (DPUKCHPYETCS XOJ OOCYKIEHHS BOTPOCOB U MPUHSATHUS
peleHuit Ha COOpaHMsIX, COBEIAHMAX, KOH(DEPEHIHMIX U 3aCeJaHUIX KOJUIETHAIbHBIX OPraHOB.
7.2. Tlporokois 3acemanus (coBemianwsi) - (Janee - MPOTOKOJ) O(OPMIISETCS HAa YHUCTOM JIHCTE
Oymaru gopmara A4.
7.3. PexBu3wuT - "TeKcT JOKyMeHTa". PEKBU3UT COCTOUT M3 JIBYX YacTeil: BBOJHOW U OCHOBHOM.
7.4. Bo BBOOHOW  4YacTH  YKa3bIBAIOTCSA  MHHUIMAIBI,  (QaMIIMA H  JIOJDKHOCTH
MpeCcenaTeNbCTBYIOIETO, CEKPeTapsi, MPUCYTCTBOBABIINX HA 3aCENaHUM W, IPU HEOOXOIUMOCTH,
JIUI, TPUTJIAIICHHBIX Ha 3aceaHue (COBEIIaHHE).
7.5. BBomHas uYacTh MPOTOKOJA 3aKAHUYMBACTCS TIEPEYHEM pACCMaTPUBAEMBIX BOIPOCOB,
MEPEYHCICHHBIX B TIOPSAKE WX 3HAYMMOCTH C YKa3aHHEM [OKJIAJAUhKa 10 KaxXJIOMYy
paccMarpuBaemMomMy Borpocy. Bompocs! popmynupyrorces ¢ npeamorom "O" ("OQ"), meuatatorcs ot
I'PaHULbI JIEBOTO MOJISI U HyMEPYIOTCs apaObCKUMH LIUppaMu.
7.6. OcHOBHasi YacTh IMPOTOKOJA COCTOWT W3 PAa3/eliOB, COOTBETCTBYIOIIUX PACCMaTPUBAEMBIM
BOIIPOCAaM U MX HyMEpaluu.
7.7. TekcT MpPOTOKOJA H3JAraercs OT TPEThero JHila MHOKeCTBeHHoro uwcna ("ciymamu",
"BoicTynun", "nmocranoBunn”, "pemman").
7.8. TIpOTOKOJ MOMMUCHIBACTCS JIUIIOM, TPEICENaTeIb,CTBOBABIINM Ha 3aceaHUM (COBEUIaHNUHN), U
cekpeTapéMm 3aceaHus (COBEIaHus).
7.9. Tlpu OTCYTCTBHHM ceKpeTaps 3aceJaHus, B TOM 4YHCIIC TPU TPOBEJACHHH OTCPATUBHBIX
COBEIIaHUH, JIOMYCKAETCS TIOIMICaHUE MPOTOKOJIA TOIBKO MPEICeNATENCTBYIOIIIM.
7.10. TekcT mMpOTOKOJIA NOJDKEH OBITH MOJATOTOBJICH HE TMO3JIHEE TPeX JHEW CO JHs 3aceTaHwsl.
[IpoeKTbl  COOTBETCTBYIOIIMX MYHKTOB IPOTOKOJA BHU3UPYIOTCS  JOJKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 MOJTOTOBKY.
7.11. Jlata mpoTOKOJIa JOHKHA COOTBETCTBOBATH JTHIO MPOBEIACHUS COBEIIAHUS (3aCeIaHus ).
7.12. Komuu MPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHMU3alMsIM M JOJHKHOCTHBIM
JUIAM B COOTBETCTBUHU C YKa3aTeJIeM pacChUIKM, KOTOPBIM COCTaBJISET CEKpeTaph 3acelaHus
(coBemanus).

8. Ilnan

8.1. [lmaH — MOKYyMEHT, yCTaHABJIMBAIOUINI ITEPEUYCHh HAMEUYECHHBIX K BBIITOJHEHUIO MEPOTIPUSATHIA,
UX TIOCIIEIOBATEIBHOCTh, 00BEM, CPOKH, OTBETCTBECHHBIX UCTIOJTHUTEIICH.
8.2. Ilman odopmusercs Ha smcre Oymarm ¢dopmata A4 C HUCIOIH30BAHUEM CIICIYIOIIHX
PEKBU3UTOB:

e HAaWMCHOBAHHE IIKOJIbI;

e rpud yTBEepKIACHUS JOKYMCHTA,

e JaTa JOKYMCHTA;

e  PETUCTPAIOHHBIA HOMED JOKYMEHTA,

e HAaWMCHOBaHHE BHJA JOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTa;

e HaMMEHOBaHHE JIOJDKHOCTH;

e TOJIUCH.
8.3. PexBu3uT — "TeKCT JOKyMeHTa" opopmisieTcs B BUje TaOIHIIbI ¢ TpadaMu:

e HOMEp IyHKTa IUIaHa;

e HaMMEHOBaHHUE MEPONPUSATHS;

e  CPOK HCHOJHEHUS;

e  HCIOJHHTEINb;

e IpHUMEYaHUE.

9. Oruer



9.1. OTueT — NIOKYMEHT, COJEep AUl CBEICHUS O Pe3yNbTaTax JeITeIbHOCTH 33 ONPEIeIeHHBIN
IIEpUOJ BPEMEHH, BBIIIOJIHECHUN MEPOIIPUATUH, IOPYUEHUH, 3aJaHHUM, TUIAHOB.
9.2. Otuetsl, MpPEeNOCTaBISIEMbIE B OpPraHbl TOCYJAapCTBEHHOW BJIACTH (B TOM YHCIIE B OpraHbl
roCylapCTBEHHOH  CTaTUCTUKHM) W  HMEIOIIME  YCTAHOBJIEHHYIO  IMPAaBOBBIMH  aKTaMuU
rOCyJapCTBEHHBIX OPTaHOB (OPMY, CO3JAIOTCS MO YCTaHOBJICHHOW TOCYJapCTBEHHBIMH OpraHaMu
¢dopme 1 B orpeIelEHHOM UMH TOPSIIKE.
9.3. Otuérpl, mpenoCcTaBisieMble COTPYAHUKAMHU IIKOJBI B XOJ€ BHYTPEHHETO B3aMMOJCHCTBHS,
CO3JIAI0TCsI 10 MPAaBHJIAM, YCTAaHOBIICHHBIM JUIS CO3JIAHHS CITY)KEOHBIX 3aIHCOK.
9.4. Otuersl odopmisroTcss Ha JmcTe Oymaru ¢opmara A4 ¢ HCIONB30BAaHUEM CIEAYIOIINAX
PEKBU3UTOB:

e HAMMEHOBAHHUE IIKOJIbI;

e JlaTa JIOKYMEHTa;

e  pErucTpanMoOHHBII HOMEpP TOKYMEHTAa;

e HaMMEHOBaHUE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKEHUH (TpU HAJIUYHH);

e HaMMEHOBaHUE JIOJKHOCTH;

e TOJIHUCH.
9.5. B tekcre oTuéTa B 00s3aTEIHHOM MOPSIKE IOJDKHO COJEPKATHCS YKa3 Ha JIESTEIBHOCTS,
MEpOTIpUATHE, BBIJAHHOE TOpY4YEHHE, 3a/laHue, MYHKT IUIaHa, MOJUIekKAIlUN BBIMOJHEHUIO, U
pe3ynbTaT O BBIINOJHEHUWH, B TOM 4YHCIE C YyKa3aHUEM Ha COOJNIIOJIEHWE WM HapylleHue
UCIIOJHUTENBCKON  JUCLUIUIMHBL, YCTAHOBJIEHHBIX CPOKOB HCIIOJIHEHMsT U HajJexallee
npeAocTaBieHrne  MHpoOpManuu, HEOOXOJAMMBIX  MaTrepuajoB  (IIPOEKTOB  JTIOKYMEHTOB)
COUCHOJIHUTENSAMH (TIPH Yy4aCTUU HECKOJIBKUX UCIIOTHUTEINEH).

10. IIncbmo
10.1. [Iucema roToBsTCA Kak:

e OTBETHI O BHINOJIHECHUH MTOPYYEHUH BBIIIECTOSAIIMX OPTaHOB UCTIOJHUTEIBHON BIIACTH;

e OTBETHI HA 3aMPOCHI OPraHU3a{, PEINPHUITUI U YACTHBIX JINLL;

e VHHIMATHUBHBIC TUCHMA.

10.2. Cpoku mOArOTOBKM OTBETHBIX MTHUCEM:

e C KOHKPETHOH JaToii UCIIOJHEHUS, yKa3aHHOU B IOKYMEHTE, - B yKa3aHHBIN CPOK;

e B COOTBETCTBHM C PpE30JIONMEH JUPEKTOpa M €ro 3aMecTUTe]Ield Ha OCHOBAHUH
YCTaHOBJICHHBIX CPOKOB HCIIOJIHEHHS MOPYYEHHI, 3alpoCcOB WM MO PEIICHUIO aBTOpa
PE30ITFOLNH.

10.3. TekcThl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33/IaHHSAM, 3a(pMKCHPOBAHHBIM B
pesosorui. CpoKH MOATOTOBKM MHUILMATUBHBIX MHCEM ONPEAEISIOTCA CaMOCTOATEIBHO aBTOPOM
NPOEKTa MHChMa € y4ETOM HEOOXOMMOCTH PeIleHHs KOHKPETHBIX 3aa4 U (MJIH) B COOTBETCTBHU C
TpeOOBaHUAMH 3aKOHO/JATENILCTBA, MTOPYYECHUSIMHA HETTOCPECTBEHHOTO PYKOBONUTEIIS.

10.4. IluceMma meuaTaroTcsi Ha OJaHKe MHUCbMa 00IE00pa30BaTEIbHOW OpPraHU3alMU C YTIIOBBIM
PacIoyioKeHNEM PEKBU3UTOB.

10.5. JlomonHUTENBbHO K peKBU3WTaM OjaHKa NHCbMa OpU OQGOPMIIEHHM IHCEM B MIKOJE
UCTOJIb3YIOTCS CIEAYIOINE PEKBU3HTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTa;

e OTMETKa O MPUJIOKECHHH;

e BU3a;

e  TOJIUCH.

e OTMETKa 00 MCIIOJIHUTETIE.



10.6. Ilpu odopmiieHun nuchkMa Ha JBYX M 0OJiee CTpaHUIAX BTOpAs M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCSI TIOCepEeINHE BEPXHETO MOJIS TUCTA apaOCKUMU U paMu.
10.7. [lucpMa MoAMUCHIBACT JUPEKTOP MU pAaOOTHUKH, YIOTHOMOYEHHBIE TPUKA30M.
10.8. CnyxeOHbIe 3aITUCKU
10.9. B mensix ocymiecTBICHHs B3aMMOJICHCTBHS MEXIY COTPYAHHKAMH B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B IIKOJIE MPUMEHSIOTCS CITy)eOHbIe 3anucku. CiaykeOHbIe 3aMCKU SBIISIOTCS
CTIPaBOYHO-MH(POPMAIMOHHBIMHA  JIOKYyMEHTaMHU. ABTOpPaMHU  CIY)KEOHBIX 3aIHCOK  SBISIFOTCS
COTPYIHHKH 0011e00pa3oBaTeIbHON OpraHu3aIiny.
10.10. CnyxebHas 3ammMCKa MOXET COCTABISATHCS 1O YKa3aHUIO PYKOBOJCTBA WM TI0 MHUIIMATHBE
KOHKPETHOTO COTPYAHHUKA.
10.11. Ilpu opopmieHnu ciykeOHOM 3amMCcKu 0(GOPMIISIOTCS CIEAYIONINE PEKBU3UTHI:

e ajpecar;

e JaTa JOKYMEHTa;

e HaMMEHOBaHHE BHJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTa;

e OTMETKa O MPHJIOKEHUH (TpU HAJIUYHH);

e HaMMEHOBaHHE JIOJDKHOCTH;

e TOJIHUCH.
10.12. CnyxeOHbIE 3alMMCKH MOTYT CO3aBaThCsl HA OYMa)KHOM HOCHUTENC U (MJIH) B DJIGKTPOHHOU

dbopwme.

11. JloBepeHHOCTH

11.1. [loBepeHHOCTh BBITAETCSA COTPYAHUKAM IIKOJBI ¥ O(QOpMISETCSs TIO TpaBHIIaM,
YCTaHOBJICHHBIM HacTosiied WMHCTpyknuenr mis muceMm, ¢ y4ETOM TpeOOBaHUN Tpa)xKIaHCKOTO
3akoHo arenbeTBa Poccuiickoit denepanviv M1 HACTOALIETO pa3jena.

11.2. TIpoekT IOBEpPEHHOCTH TOATOTABIMBACTCS M BHU3UPYETCS COTPYAHHKOM, KOTOPOMY
JIOBEpEHHOCTh OyJeT BblJaHa, IOCJe 4Yero mnepenaércss B KaHUEISAPUIO JUIsl HaNpaBlieHUS Ha
MOANKCAHUE.

11.3. JloBepeHHOCTb MOJNUCHIBAECTCA JUPEKTOPOM WM JIUIOM, OCYIIECTBIISIIOIIMM €ro
MMOJTHOMOYHS (MCIIOJTHSIOMUM OO0S3aHHOCTH), W CKpEIUIIeTCS Te4aThio 00Ieo0pa3oBaTeIbHOM
OpraHu3aIiy.

12. JloroBopsbl, corjiameHusi, KOHTPAKThI
12.1. JIoroBOpHI, COTJIAIIEHUS, KOHTPAKTHI (Jajiee - JOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUHU
¢ TpeGOBaHUSAMH TPAXKIAHCKOTO, TPYI0OBOTO, OIOIKETHOTO U MHOTO 3aKOHOAaTenbcTBa Poccuiickoii
@denepan, B 3aBUCUMOCTH OT PETYIUPYEMBIX IOTOBOPOM IPABOOTHOLIEHUH U 0053aTEIbCTB
CTOPOH.
12.2. Tlpoekt moroBopa MOJArOTaBIMBACTCS OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAKTHBIM
YIPaBJISIONIMM) € Y46TOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAayeCTBEHHOTO oOOecreueHus
WCIIOJIHEHUSI CBOMX MOJTHOMOYHIA (00s3aHHOCTEH, (DYHKIUIA), TOTHOMOYNH IIKOJIBI B LIEJIOM.
12.3. TIpoekt moroBopa TOJATOTaBIMBACTCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K GYHKIUSIM (ITOJTHOMOYHSIM) KOTOPOTO OTHOCHUTCS
pelIeHre BOTPOCOB, SBISIOUIUXCA MPEIMETOM JIOTOBOPA, WM UHBIM COTPYIHHKOM IO TPSIMOMY
yKa3aHUIO JUPEKTOpa 0011e00pa30BaTEIbHON OpraHU3alllH.
12.4. Heo6xomumasi Ui MOATOTOBKHU MPOEKTa JoroBopa UHGOpMaIUi cOOMpaeTcsi OTBETCTBEHHBIM
TUIOM (KOHTPAKTHBIM YIIPABJISIONINM) B TOPSIKE pabouero B3auMMOJCHCTBHS C Y4ETOM MPABHUI,
YCTaHOBJICHHBIX HacTosmen MHCTpyKInei.

13. IpyHIMIIBI OPraHU3a UK J0KYMEHT0000poTa



13.1. B 10KyMEHTOOOOPOTE BBIICIAIOTCA CICAYIOIUME JOKYMEHTOIOTOKH: IOCTYIAoUIast
JOKyMEHTausi  (BXojsmiasi), OTHpaBisgeMas JOKyMeHTauus  (MCXOJsiias), BHYTPEHHSS
JOKYMEHTAIUSI.

13.1. B cocraBe BXomsfmell MW HMCXOIAIMIEH IOKYMEHTAIIMM MOTYT BBIACIATHCS JOKYMEHTHI,
MOCTYIUBIINE W3 BBINICCTOSIINX, MOAPSIAHBIX, MEIUIWHCKUX M JIPYTHX OPTraHW3aIfii, OpraHoB
MECTHOTO CaMOYIIpaBJIEHHUs1, OOpallleHusl TPaXKIaH.

13.3. OOpamieHusi rpakaaH PETHCTPUPYIOTCS U (POPMHUPYIOTCS B Jella OTACIBHO OT JAPYTHX
JOKYMEHTOB 00IIe00pa30BaTeIbHOM OpraHU3aIiH.

13.4. B mxosne 1ocTaBKa M OTHPABKa JOKYMEHTOB OCYIIECTBIISIETCS CPEIICTBAMH TOYTOBOM CBSI3H,
AJIEKTPOHHOM CBSI3U, @ TAKXKE IO CHUCTEME AJIEKTPOHHOTO J0KymMeHToobOopora (mamee - CO/I). C
MTOMOIIBI0 TIOYTOBOIM CBS3U B 0OIIE00pa30BaTEIbHYIO OpPraHU3aLUIO JIOCTaBIISIETCS MUCbMEHHAS
KOPPECIIOH/IEHIIUS B BUJIE MPOCTHIX MUCEM, 3aKa3HBIX MHCEM, MOYTOBBIX KapTOUyeK, OaHIeposel u
MEJKUX [TAKETOB, a TAK)KE N€YaTHbIE U3/IaHus.

14. IlepBuyHas 00padoTKAa MOCTYNAIOIIMX IOKYMEHTOB

14.1. JloxymMeHTBI, TOCTYMAIOIIUE B IIKOJY, TEPENAIOTCI HAa PErUCTPAIMI0 CEKpeTapro
o011eo0pa3oBaTeaIbHON OpraHu3aluud U IPOXOJAT MEPBUYHYIO 00pabOTKYy B J€Hb MOCTYILICHUS,
IIpH MOCTYIUIEHUH B Hepabouee BpeMs - Ha cienyromuil padounii nens. [Ipu nepsuyHoit 06paboTke
JOKYMEHTOB TPOBEPSIETCS MPAaBHIBHOCTH aapecoBaHus. OMMOOYHO IMOCTYIMUBIINE JTOKYMEHTHI
MepechUIaloTCs M0 MPUHAAIEKHOCTH WK BO3BPAIIAIOTCA OTIPABUTENIO.
14.2. JloxymeHTHI, ocTynuBmme ¢ otmeTkamu "Cpouno", "Bpyunts HememienHo", "OnepaTuBHO",
HE3aMEUTUTEIBHO TIPOXOJIAT TIEPBUYHYIO 00pabOTKY M JOKJIAIBIBAIOTCS AUPEKTOPY WM B CIIydae
€ro OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPA MO HAIIPABIICHUIO JESITEIbHOCTH.
14.3. TlocTynuBiine TeaerpaMmMbl IPUHUMAIOTCS O] MOAMKUCH C MPOCTABIEHUEM JaThl U BPEMEHU
npreMa, perucTpUpyrTCs MO TEM e MpaBUiiaM, YTO U MUChMa.
14.4. DnexkTpoHHBIE COOOIICHHS, aPECOBAHHBIC TUPEKTOPY WM HAMPABICHHBIC B aIpeC IIKOJIBI,
pacreuaThIBalOTCS U JOKJIAIbIBAIOTCS AUPEKTOPY WM B CIIy4ae €ro OTCYTCTBUS — 3aMECTHUTEIIO
JIUPEKTOpA.
14.5. DnekTpoHHBIE COOOIEHUS, 3aBEPEHHBIE JIEKTPOHHOUW MOANMKMCHIO, TOAISKAT 00paboTKe 1O
MpaBUJIaM, IPETyCMOTPEHHBIM ISl IOCTYMAtoUIel (BXOIs1Iei) JOKYMEHTallUH.
14.6. TloctynuBiias (BXOIsmias) MOKYMEHTAIUs PACTpPEENsieTCsl Ha PETUCTPUPYEMbIE M HE
MOJIeKAIUE PETUCTPAIIIN IOKYMEHTHI.
14.7. He moyie:xat perucTpanuu:

e IPUIIIACUTENbHBIC, TO3IPABUTEIbHbIC MUCHMA U TEIETPAMMBIL;

e  OWIETHI;

e IUIAHBI U IPOrPaMMbl CEMUHAPOB, KOH(MEPEHIIHN U APYTUX MOAOOHBIX MEPOTIPUATHU;

e JIOKYMEHTHl MO OyXranTepcKOMy ydeTy, MaTepHuaJbHO-TEXHHYECKOMY 00eCleueHHUIo,

IJIAHOBBIE ¥ (PUHAHCOBBIE TIOKYMEHTHI, IOCTYIAIOIINE 0e3 COMPOBOIUTEIBHOTO MTUCHMA;

e peKIaMHbIe, KOMMEPUYECKUE TPEUIOKEHHS], B T.4. TOCTYIUBIIKE MO dJIEKTPOHHOM MOYTE;

e T[eYaTHBIC U3JIAHUS;

e IHCbMa C IOMETKOM «JIMYHOY.

15. Peructpanms, y4eT U paccMOTpeHHe PYKOBOJMTE1eM NOCTYNAKIIMX (BXOAAINX)
AOKYMEHTOB

15.1. TloctynuBimiue (BXOASAIIUE) IOKYMEHTHI PETUCTPUPYIOTCS TOJIBKO IOCIE U IMEpPBUYHOMN
00pabOTKM M HE3aBUCUMO OT Coco0a UX JOCTaBKH.

15.2. Perucrpanusi — MpOCTaBJICHUE B HIDKHEM MPABOM YIIIy IEPBOTO JIUCTA JOKYMEHTa OTMETKH
O TOCTYIUICHMHM C YyKa3aHMEeM JaThl MOCTYIUIEHHS W BXOJSIIEr0 PEerucTPallMOHHOTO HOMepa
JOKYMEHTa C 00s3aTelIbHON 3aluChi0 B JKypHAJI pErHUCTpallid IOCTyMamoume (BXoasuiei)
nokymeHTanuu. CTpyKTypa perucTpaloHHOIO HOMepa, MOCTYNAIOMIero (BXOAAIIEro) T0KyMEHTa,
COCTOUT M3 €ro MOpSAAKOBOIO HOMEpa U MHJEKca Jiela [0 HOMEHKJIaType Jiel
0011e00pa30BaTeIbHOM OpraHn3aluy.



15.3. Peructpamusi BceX MOCTYNUBIIUX (BXOMSIINX) TOKYMEHTOB MPOU3BOIUTCS B IMpeaenax
o0IIero JOKYMEHTOMOTOKa. JIOKYMEHTHI, MOCTYNHBIIME B MIKOJIY MO KaHataM (aKkCUMUIbHON
CBsI3H, 00pabaTHIBAIOTCS U PETHCTPUPYIOTCS B OOIIEM MOPSIKE.
Texct mnocrynuBuield TeneOHOTPAaMMBI  3alMCHIBACTCS B KypHANE PETUCTPAIMH
TeraeOHOTpaMM U TeUaTaeTCs Ha JIUCTE OyMaru Jyis repeiadi Ha pacCMOTPCHHE.
15.4. Tloctynaromue (BXOAIIME) TOKYMEHTHI MEPEAAtOTCsl Ha PACCMOTPEHHE PYKOBOJCTBY TOJBKO
MOCJIE UX PETUCTPAIMU U TIPEIBAPUTEITHLHOTO PACCMOTPEHUS.
15.5. JlokymeHThI, MOCTYNHUBIIKME B 0O0I€00pa30BaTEIbHYIO OpraHU3aIMIO, IO BOIPOCaM, HE
TPEOYIOIIMM  PAacCMOTPCHHSI JAUPEKTOpPA, HAMPABJIAIOTCS PAOOTHUKOM OTBETCTBEHHBIM  3a
JIEJIOTIPOU3BOICTBO IIKOJIBI HEMOCPEACTBEHHO UCIIOJIHUTEIIO 3aIpoca.
15.6. JlupekTop B pE30IOIUH OIMPEICIISICT JINUIl, OTBETCTBEHHBIX 33 UCIIOJIHCHUE JOKYMEHTA, U JIAeT
UM TopydeHue. PaOOTHHK OTBETCTBEHHBIN 3a JEIOMPOU3BOJCTBO IIKOJBI MEpPeaeT TOKYMEHT Ha
WCIIOJTHEHHUE.
15.7. TlonmMHHUK TOKYMEHTa C PE30JIIOIHME PYKOBOJIUTENST 00111€00pa30oBaTeIbHON OpraHu3aIuu
HaIpaBJISETCS UCTIOTHUTEIIO.
15.8. Tlpm HanMUMU HECKOJBKUX HCIOJHUTENCH TMOJJIMHHUK JIOKYMECHTa TIepeaaeTCs TOMY
WCTIOJTHUTENI0, KOTOPHIA B COOTBETCTBHM C YKa3aHUSAMU TI0 HCIOJHEHHUIO  SBISICTCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTEIH TIOJIYJarOT KOTIHIO IOKYMEHTA.
15.9. TloIMHHUK JOKYMEHTa, KOTOPBIA WCIIOJHICTCS HECKOJBKUMH JIOJKHOCTHBIMH JTHIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCTIOJTHUTEh. OCTaNhHBIM UCTIOTHUTESM TIEPEIA0TCS KOTIUH.
15.10. HM3roToBieHWe KOMUW JOKYMEHTA I TEepelayd COMCIIOTHHUTEISAM OCYIIECTBIISCTCS
cekpeTrapeM o011e00pa3oBaTeIbHON OpPraHnu3aIuy.
15.11. Pe3omtonusi COIEPIKUT:
e yKa3aHM€ IO WCIIOJIHEHHUIO, COJepXallee KpaTkoe ONHCaHWe HEeOO0XOAUMOTo s
HCITOJTHCHUS JCHCTBHSI;
e YKa3aHME Ha CpOK, B TEUEHHE KOTOPOro JUOO 0 HCTEYEHHUS KOTOPOro HEOOXOIUMO
WCIIOJIHUTH MPEINUCAHHOE IEUCTBUE;
e JIMYHYIO MOAIMUCH aBTOPA PE30JIOLNY;
e JIaTy MPOCTABICHUS PE3OIIOLUU.
15.12. VYxazaHue Ha CpOK, B TE€YEHHUE KOTOPOTO JMOO 10 HMCTEUEHHUS KOTOPOTO HEO0OXOJAMMO
UCIIOJIHUTh MPEANHCAHHOE JEHCTBUE, MOKET HE BbIPAXKaThCS KOHKPETHOM NaToi U coaepiKarb
BBIPKECHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK' | T.II.
15.13. Pe3omntonus nuiiercs Ha CBOOOAHOM OT PEKBU3UTOB MECTE MEPBOIO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Koraa pe3oJionus aJpecoBaHa HECKOJIbKUM COTPYAHUKAM, TO OTBETCTBEHHBIM 32
WCIIOJIHEHUE JIOKYMEHTa B IEJIOM SBIISETCS COTPYIHHK, yKa3aHHBIA MEPBBIM (BEPXHUM), JIHOO
COTPYIHHK, B OTHOIIIEHUH KOTOPOTO CJIeIaHa MOMETKA O TOM, YTO OH SIBJISICTCSI OTBETCTBEHHBIM.

16. Opranusanusi padoTsl ¢ OTHPABIIeMbIMH (MCXOASIIMMH) JTOKYMEHTAMHU
16.1. Jlo mpemocTaBiieHHsI MpPOEKTa OTMIPABISEMOro (MCXOIAIIEr0) OOKYMEHTa Ha MOJAIHUCH
JTUPEKTOPY WJIM HHOMY YIOJHOMOYCHHOMY B YCTAHOBJICHHOM IOPSAKE HA IOJIMHCAHUE JIUILY
OCHOBHOU HCIIOTHUTENh MPOBEPSET MPABUIBHOCTH O(QOPMIIEHUS OTHPABISAEMOTO (HMCXOSIIETO)
JOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUSAM HacTosie NHCTpyKIuu.
16.2. IIpu mOATrOTOBKE OTIPABISIEMOTO (MCXOMAAIIEr0) JOKYMEHTa KaK OTBETa Ha MOCTYMUBIIUN
(BXOOAImIMIA) TOKYMEHT HCIOJHHUTENh MPHUKIAIbIBACT K MOATOTOBIEHHOMY IPOEKTY BXOMISIINN
JTOKYMEHT.
16.3. ITpoexTsl OTIpaBIsAEMBbIX (UCXOAALINX) JOKYMEHTOB € YUETOM COOJIOAEHUS YCTaHOBJIEHHOTO
B PE3OJIIOIMHM CpPOKAa WCIOJNHEHHsS TepearoTcsl OTBETCTBEHHBIM HCIOJIHHUTEIEM B OTIEIN
JIeTOTIPOU3BOICTBA (KAHIIETSPHS, CEKpETaph) IIKOJIBI IS HAIIPABJICHUS HA TIOITUCAHHE.
16.4. TlomnmucaHHble OTHpaBiseMble (MCXOIANINE) TOKYMEHTBI, TepenaroTcs paboOTHUKY
OTBETCTBEHHOMY 33  JICJIONPOU3BOJICTBO  IIKOJBI, KOTOPHI  OCYIIECTBISIET  MPOBEPKY
KOMITJIEKTHOCTH ¥ COOTBETCTBHUSI KOJHMYECTBA OK3EMILIIPOB OTIPABISAEMOT0 (MCXOJSIIETO)



JOKYMEHTa CHHUCKY pacChbUIKM, a TAaKKe IMPaBHIBHOCTh O(QOPMIICHHS IOKyMEHTa COIJIACHO
HACTOSIIEN UHCTPYKLIHMH.
16.5. B ciyyae HapymeHuss KOMIUIEKTHOCTH WM COOTBETCTBUSI KOJIMYECTBA, a TaKKe
NPaBUIBHOCTH O(GOpPMIIEHUS JOKyMEHTa COIJIACHO HACTOSIICH WHCTPYKIMU OTIPABIISIEMbIC
(ucxondmme) JOKYMEHTbl  HE3aMEUIMTENbHO  BO3BpALAIOTCA  paOOTHHKAMM  KaHLEISpUU
OTBETCTBEHHOMY MCIIOJIHUTENI0O WJIM B CIy4ya€ OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HENOCPEJCTBEHHOMY PYKOBOIUTEIIO JUIsl yCTPAHEHUS! HapYIIEHUH.
16.6. JlokyMeHTBI mocie WX MOJIHCAHUS ITUPEKTOPOM WM HWHBIM YIOJHOMOYEHHBIM JIHIIOM
MepeIaloTCs B KaHLEISpUIO 00111€00pa30BaTeIbHON OpraHu3alyy JUisl pErucTpalyy U OTIIPaBKHU.
16.7. Peructpanus oTnpaBisieMbIX (HCXOIAIINX) JOKYMEHTOB OCYIIIECTBISICTCS MOCIIE TTPOBEICHUS
pabOTHUKAMU KaHIIENSIPUN, OTBETCTBEHHBIMHU 32 JICIOMPOU3BOJICTBO, IPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBUSI KOJIMUYECTBA HK3EMIUISIPOB, a TAaKKe MPaBUIBHOCTH OGOPMIEHHS OTIPABISIEMOTrO
(Mcxond1ero) 10KyMeHTa.
16.8. Perucrpamms co3/1aBaeMbIX JOKYMEHTOB OCYIIECTBIISCTCS B JIEHb TIOJIHCAHUS WU
YTBEPKACHUS IMOO Ha CIIEAYIOUUI pabouunii 1eHb.
16.9. CBeneHust 0 peruCTPUPYEMBIX OTIPABISIEMBIX (HCXOAIINX) JOKYMEHTAaX BHOCATCS B KypHA
perucTpanuy OTHpaBiIsieMoi (UCXOAsIIeN) TOKyMEHTalLHH.
16.10. PeructpanoHHBINH HOMEp | JIaTa OTIPABIIIEMOTO (HCXOIAIICTO0) TOKYMEHTA TIPOCTABIISIOTCS
Ha MOJJMHHHUKE JOKYMEHTa B pPEKBHU3MTaX OJlaHKa M Ha JK3EeMIUISIpE, OCTalouiemMcsi B Jele
o011eo0pa3oBaTeIbHON OpraHU3aIuy.
16.11. CtpykTypa perucTpamMoHHOTO HOMEpPa OTHPABISIEMOTO (MCXOASIIET0) JOKYMEHTa COCTOUT
U3 €ro MopsIKOBOTO HOMEpa U MHJEKca Jiea 10 HOMEHKJIAType JIeN IIKOJIbL.
16.12. OrmnpaBka JOKYMEHTOB TIPOU3BOIMUTCS IICHTPAIM30BAaHHO PAOOTHUKAMHU KaHIEISIPUH
IIKOJIbI, KOTOpbIE€ MPOU3BOJAT HUX COPTUPOBKY MO CHOCOOy OTmpaBieHus (MpocTasi, 3aka3Has,
MEXIyHapOaHas U Jp.).
16.13. [Iucbma, TenerpaMMbl, OTKPBITKH, OAHJEPOIN U TICYaTHBIC U3/IaHUSI OTIIPABIISIOTCS TIOUTOM.
daxkcorpamMmmbl U TeaedOHOrpaMMBI IEPEAAIOTCA M0 KaHajlaM Tesie(OHHOU CBA3H.
16.14. DnexTpoHHBIC COOOIIEHUSI OTIPABISIIOTCA € OQPHUIIMATBLHOTO IMOYTOBOTO AJIEKTPOHHOTO
azpeca 0011eo0pa3oBaTeIbHON OpraHu3alu.
16.15. TIucema, TenerpaMmmebl, OTKPBITKH, OaHIEPOIIH, (PaKCOTpaMMBI, AJIEKTPOHHBIE COOOIICHHUS, HE
CBsI3aHHbIE C paboyeil nesTeNbHOCThIO, K OTIPABKE HE MPUHUMAIOTCSI.
16.16. JIokyMeHTBI, OTIPABIIIEMbIC CPEJACTBAMH MTOYTOBOM CBSI3U MPOXOIAT:

e  YIAKOBKY;

e aJpecoBaHue (MpU HAMpPABJICHUU OKyMeHTa Ooyiee ueM B 4 ajapeca) — B COOTBETCTBUU C

yKa3aTelleM PacChUIKU, Ha KaKIOM 3K3eMIUISIpe MUChMa YKa3bIBaeTCsl TOJILKO OJIMH aJipecar.

e MPOCTABJIEHHUE CTOUMOCTU MOUYTOBBIX YCIIYT;

e TMepeaayy B MOYTOBOE OT/AETICHHUE CBS3U.
16.17. Ilpu moAroToBKE M OTIPABKE MUCEM HEOOXOIUMO YYUTHIBATH MpPaBUJIA, YCTAaHOBJICHHBIC
MpHKa3oM MuHHCTEpCTBA CBA3M U MaccoBbIX KOMMYHHKaIMil PD ot 31 utons 2014 r. N 234 "O6
yrBepxaeHuu [IpaBui okazanus ycayr mOYTOBOU CBSA3H".
16.18. JIokyMeHTHI, OTIpaBlIsgeMbIe CPEACTBAMH MOYTOBOM CBSI3U B OJMH aJpec, BKIABIBAIOTCS B
OJIUH KOHBEPT.
16.19. Hcxopsimue AOKYMEHTHI, MpeqHa3HAYCHHbIE U OTIPaBKH CpeAcTBamMH (HaKCUMUIBHOU
CBSI3U, OTHPABJISIOTCS PAOOTHUKAMH KaHLEISIPUH 00111e00pa30BaTeIbHON OpraHU3alHH.

17. Pa3paGoTka U BeeHHe HOMEHKJIATYPBI JIeJI
17.1. JloxymeHTanbHBIN (POH] IIKOJIBI — COBOKYITHOCTb JJOKYMEHTOB, 00pa3yloLIUXcs B Mpoliecce
€ro JesTeIbHOCTH. JIOKyMEeHTanbHbI (DOHI IIKOJIBI COCTaBJISIOT JOKYMEHTHI, CO3aHHBIE B
o0mieo0pa3oBaTeNbHOM OpraHu3alMi M TOJYYEeHHBIE €10 B pe3ylbTaTe B3aUMOACUCTBUS C
OpraHamMi rocCyJapCTBEHHOW BJIACTH, OpraHaMH MECTHOT'O CaMOYIPaBJICHUS, IOPUAMYECKUMH U
(bU3NYECKUMU JIMLAMH.



17.2. Homenknarypa aein sIBISIeTCS OCHOBOHM (hOpMHUpPOBaHMS TOKYMEHTAIBHOTO (DOHJA IIKOJIBI U
NpPE/ACTAaBIsCT COOOM CHUCTEMATU3MPOBAHHBIA IEPEYEHb 3arojOBKOB (HAaUMEHOBAaHWI) JIed,
3aBOJIMMBIX B IIKOJE, C YKa3aHHEM CPOKOB MX XpaHEHHsS, U O(QOPMIICHHBIII B COOTBETCTBUU C
IIPAaBOBBIMU AaKTaMH, PEKOMEHIALMUSAMU M METOJMYECKMMM YyKa3aHMsIMU OpraHos Poccuiickoit
@enepanyy, YIOJTHOMOYEHHBIX B CQepe TOCYJapCTBEHHOTO YIPABJICHUS apXUBHBIM JEJIOM,
JIETIOTIPOU3BOICTBA M IOKYMEHTOO00pOTA.
17.3. HomenkiaTypa Je71 COCTaBIISETCS HA OCHOBE M3YUCHHS MOJIOKEHUH, MHCTPYKIUHI U TIPaBUIIL, a
TaKK€ JPYTUX JOKYMEHTOB, pEIVIAMEHTUPYIOUIUX JESTEIbHOCTh  0011e00pa30BaTelbHOMN
OpraHM3aluM, a TaKkKe HOMEHKIATyp Jel 3a NpPeIlIeCTBYIOUIME TOJAbl M JOKYMEHTOB,
00pa3yrIuXcs B ACATSIHHOCTH 00IIe00pa30BaTeIbHON OpraHU3aIlHH.
17.4. HomeHnknaTypa Aen MCHOJIb3YeTCA AJIs TPYNIUPOBKU HMCIOJHEHHBIX JTOKYMEHTOB B J€na,
CUCTeMAaTH3alllK U ydeTa Jell, ONPEesIEHUsI CPOKOB UX XPaHEHUsI U TIOUCKA JOKYMEHTOB, SIBJIIETCS
OCHOBOI1 JUIsl COCTaBJIEHUS OMMCEN JeJ1 MOCTOSHHOTO U BpeMeHHoro (cBbiiie 10 yer) xpaHeHus, a
TaKoKe 7151 ydeTa Jies1 BpeMeHHOro (110 10 JieT BKIIIOYUTENHHO) XpaHESHHS.
17.5. HomeHnkmarypa JieJ1 BBOJUTCS B ISHCTBUE MTPUKA30M IO IIKOJIE.
17.6. HoMmeHKJIaTypa Jie]d TOTOBHTCS B TPEX IK3EMIUISIPAX:

e ISl IOMEUIEHUS] B HOMEHKJIATYPHOE JIeJI0 U IOCTOSIHHOTO XpaHEeHMUS;

e IS MCTIOJIL30BaHMS B pabOTE OTAETIOM JETOTIPOMU3BOICTBA (KAHIIEISIPUEH);

e ISl XpaHEHHUS B apXUBE LIKOJIBI.
17.7. V3 HOMEHKIATypbl AEN IWIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHHE JEIIONPOU3BOJICTBA
0hOPMIIIOTCSL BBITUCKH 71l KKJIOTO W3 TOJpa3/ielieHUH W OTAENOB 001Ieo0pa3oBaTeIbHOM
OpraHu3aIiy.

18. ®opmupoBanme e U UX TeKkyuiee xpaneHue. [loaroroBka 10KyMeHTOB U eI K Mepeaaye
HA apXUBHOE XpaHeHHUe

18.1. ®opmupoBaHue Jien — TPYNIUPOBKA UCIIOIHEHHBIX JOKYMEHTOB B Jiela B COOTBETCTBUU C

HOMEHKJIATypo# Jen 0011eo0pa3oBaTenbHON OpraHu3allii U CUCTeMaTu3alus JOKyMEHTOB BHYTpU

nena.

18.2. Jlena co nHS UX 3aBelEHUS JI0 MEpelauld B apXUB IIKOJIBI WM HA YHUYTOXKEHUE XPaHATCS 110

MecTy uX (popMUpoBaHUs.

18.3. Ilpuka3sl MO OCHOBHOH, aJMUHUCTPATUBHO-XO3SHCTBEHHOH, Yy4e€OHO-BOCIUTATEIHHOM

JEeSITeNbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTACIBHO OT MPUKA30B MO JIMYHOMY COCTaBy paOOTHUKOB U

10 JINYHOMY COCTaBY 00y4aroImuXcs (y4anuxcs/BOCIUTAHHUKOB).

18.4. Tlepemnucka rpynmupyercs 3a MEpHOJ KaJICHIApPHOIO ToJa U CHUCTEMaTH3UPYeTCs B

XPOHOJIOTUYECKON MOCIIEIOBATEILHOCTH.

18.5. [IpoBepka HAMUYUS U COCTOSIHUSI JOKYMEHTOB U €7l IPOBOAUTCS MPU MEPEMEIICHUN Jel, TpU

BO3BpAarTe /e, IPU peopraHu3alii WU JIMKBUAALKN 00111e00pa30BaTeNbHOM OpraHu3aliu.

18.6. B apxuB o00meoOpa3oBaTenbHOW OpraHu3anuvu (Jajee - apxXuB) IMEpeaaroTcs Jnena

MIOCTOSIHHOTO, BpeMEeHHOTO (cBhilIe 10 j1eT) CPOKOB XpaHEHU U M0 JUYHOMY COCTaBy 4yepe3 3 rojaa

MOCJIe TO/a, B KOTOPOM JIOKYMEHTHI ObLIIM IOMEIIEHBI B JIEJIO Ha XpaHEHHE.

18.7. Tlepenaua JOKYMEHTOB B apXHUB MPOU3BOIUTCS MO YTBEPHKIACHHBIM OMUCAM JIEIN.

18.8. TlogroToBka AOKYMEHTOB M el K Meperade Ha apXUBHOE XpaHEHHE U Ha YHUUYTOKEHUE

Mpe1ycMaTpuBaeT:

e IKCHEpPTH3Yy LEHHOCTH JOKYMEHTOB;

e COCTaBJICHHE OTHCEH JIeN 0 pe3yabTaTaM dKCIEePTU3bI UX [IEHHOCTH;

e odopmiieHue aem;

e COCTaBJICHHE aKTOB HA YHHUTOKCHHE TJOKYMEHTOB U JIe] C UCTEKIITUMH CPOKAMH XPAHECHHUS.
18.9. DkcnepTH3a EHHOCTH JOKYMEHTOB MOCTOSSHHOTO M BPEMEHHOTO XPAHEHUS OCYIECTBIISETCS
©KEroJIHO JHIOM (IMIIaMH), HA3HAYEHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHE.

18.10. B neno nomeniaetcst He 6osiee 250 arcTOB (TOMIIMHA JieNia IPU 3TOM COCTaBIsIeT He Oonee 4
cMm). [Ipu GosbIIoM KONMMYECTBE NOKYMEHTOB (GOpMHUpPYIOTCS ToMa (4acTH) naena. BHyrpu nena



JOKYMEHTBI PACIOJIaraloTCsi B XPOHOJIOTUYECKOM MOPSIKE B COOTBETCTBUH C OMKCHIO. B nema
MOMEIIAI0TCS TOJIBKO UCTIOHEHHBIE, TPABHIIBHO O0(POPMIICHHbBIE TOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpPHU Jiela PAaCIOJIaraloTCsi CBEPXY BHU3 B XPOHOJIOTMYECKOM, BOTPOCHO-
JIOTUYECKOW  TOCIIEOBAaTENFHOCTH WJIM HUX COYeTaHMU. PacnopsiauTenbHble  JOKYMEHTHBI
TPYIIUPYIOTCS B JIeJIa 10 BUAAM M XPOHOJIOTHU C OTHOCSIIIUMUCS K HUM TPHIIOKEHHUSIMH.

18.12. JInynpie KapTOYKH paOOTHUKOB (POPMHUPYIOTCS B AETI0 1O alihaBUTY (haMUIIHIA.

18.13. Odopmienne pena mnpemycMaTpuBaeT: OQGOPMIICHHE PEKBH3HTOB OOJIOKKH Jiela II0
YCTAHOBJIEHHOH (opMe; HyMepaluio JHCTOB B Jelie KapaHJAlloM B BEPXHEM IIPaBOM YIIIy;
COCTaBJICHHWE BHYTPEHHEH OMKCH TOKYMEHTOB JieNa, MOAMUBKY U meperuiet aena. Jluct 6onpuioro
¢dopmaTa, MOAMMTHIA 3a OJWH Kpail, HyMepyeTcs Kak OJMH JIUCT B IPABOM BEpPXHEM YTIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMmepaluel JUCTOB, B TOM YHCJIE TIeYaTHbIE U3AaHus, HyMEpYIOTCS B
00111eM MOpsIIKE.

18.14. JIucThl 1e1, COCTOSIIUX U3 HECKOJIBKUX TOMOB MIIM YacTed, HyMEepYIOTCS 10 KaXKJIOMY TOMY
WA 9aCTH OT/AEIBHO.

18.15. Tlocne 3aBepleHUS HyMEpalW¥ JIICTOB COCTABIISICTCS 3aBEpPHUTEIbHAS HAJAIMUCh, KOTOpas
pacrionaraercsi B KOHIIE Jea. 3aBepHUTeIbHAsI HAIUCh COCTABIISIETCS B JIeJIe Ha OTACIHHOM JIHCTe-
3aBepHTee Jena.

18.16. B 3aBepuTenpHOW HammucH IMU(PpPaMU WU TPOMHUCHIO YKa3bIBACTCS KOJMYECTBO JIMCTOB B
TaHHOM Jiesie. 3aBepHTeNbHAas HAAMUCh TIOJANMUCHIBACTCS €€ COCTaBUTEIEM C YyKa3aHUEeM
pacmuppoBKA TOJIUCH, JODKHOCTH W JIAaThl COCTaBJieHWs. KOIWMYecTBO IHMCTOB B Jeje
MIPOCTABIISIETCS HA OOJIOKKE JIeIa B COOTBETCTBUHU C UTOTOBOM HA/IMUCHIO.

18.17. PexBu3uT "CpoK XpaHeHUs Jeia’ MEePeHOCUTCS Ha OOJIOKKY Jiella M3 COOTBETCTBYIOIICH
HOMEHKJIATYphl JieJl MOCJe CBEPKU €r0 CO CPOKOM XPAaHEHHUS, YKa3aHHBIM B IEpPEeuHE TUITOBBIX
JOKYMEHTOB WJIU B ME€pEYHE JOKYMEHTOB, 00pa3yloIuXcs B AeSITENbHOCTH (eepaibHOro opraHa,
C YKa3aHHEM CPOKOB XpaHEHHS.

18.18. Ha ngemax moCTOSHHOTO XpaHEHUs UIIETCS: " XPpaHUTh MOCTOSHHO".

18.19. Ilpuem nmen MPOM3BOAMTCS COTPYAHHUKOM, YIIOJHOMOYECHHBIM Ha BEJCHHUE ACSITCIBHOCTH
apxuBa, C MPOCTABJIEHUEM B JABYX 3K3EMIUISIpaX OMHUCH JEJ OTMETOK O HaJIMYMU KaKJIoro jena (Ha
KaXKJIOM 3K3EMIUISIpEe OMHUCH YKa3bIBaeTCSl KOJIMUYECTBO (PAKTUUECKU MPUHATHIX /e, Jara mpuema-
nepeavu Jel, a TaKkke MOAMNCH apXUBUCTA M COTPYAHUKA, MTepe/IaBIIero Aena.

19. 3ak/0uuTeIbHbIE MOJT0KEHHUS

19.1. Hacrosmas MHCTpyKUus 1O AEIONPOU3BOJICTBY SBISETCS JIOKATbHBIM HOPMATHUBHBIM aKTOM
001eo0pa3oBaTeIbHOW OpraHu3anuu, npuHuMaercss Ha OOmeM coOpaHun paOOTHHKOB U
yTIBepxkaaeTcs (BBOAUTCS B ICHCTBUE) MPUKA30M AUPEKTOPA 00111e00pa30BaTeNbHON OpraHu3aluy.
19.2. Bce u3meHeHHs U AOMOJHEHUS, BHOCHUMBIE B HacTosiyro MHCTpykuuio, odopmisiiores B
MUCBbMEHHOU (popMe B COOTBETCTBUU JACUCTBYIOIINM 3aKOHOJaTeNbcTBOM Poccuiickoit denepanuu.
19.3. HMHCcTpyKuMs 1O AETOMPOU3BOACTBY B IIKOJE MPUHUMAETCS HA HEOMpEAENeHHBIN CpOK.
W3menenus u pononHeHus K MHCTPYKIMU NMPUHUMAIOTCSA B MOPSKE, IpeaycMOoTpeHHoM 11.19.1.
Hacrosumen MHCTpyKuuu.

19.4. Tlocne mpunHsTuss WHCTpyKIuH (WM U3MEHEHUH W JIOTIOJHEHHH OTAENBHBIX IMYyHKTOB M
pa3aenoB) B HOBOHM peqakiuu MpeablayIias pedaKkius aBTOMAaTUYECKH YTPauyMBaeT CHUITY.



Ipunoowcenue Ne 1

IIpaBunia
o(popMiIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jlns 1NOArOTOBKM JIOKYMEHTOB TIPUMEHSIETCS TEKCTOBBIM peNakTop, oOecrneynBaromuil
TpeOoBaHUS TPaPUUECKOTO BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugpl u pasmepsl ucrosib3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIIMKEHHBIE K HUM.

3. Ilpy moAroTOBKE TEKCTOB B TabnMIax, Uis OOECHEUeHHs JIydlled YUTaeMOCTH IaHHBIX,
JIOTIyCKaeTcsl mpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

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

5. AG3anHbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJIOBKM pa3ziesioB U MO/IPa3/esioB MeYaTaloTcs ¢ a03a[HbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS IO
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI I€YATAIOTCA YE€Pe3 OJUH MEKCTPOUYHBIH WHTEpBaJl, COCTAaBHBIE
4acTHU PEKBU3UTOB OTIEISIIOTCS JTOTOJHUTENIbHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT rOTOBHUTCS JJsl M3/IaHUSI C YMEHBIIEHHEM MaciluTaba, TeKCT reyaTaeTcs yepes
JIBa MHTEpBaja.

9. UnTepBan Mex 1y OykBaMu B CJIOBax - 0ObIYHBIN. MIHTepBan Mexay clOBaMU - OJHMH MPOOEII.

10. TekcT HOKyMEHTa BBIpaBHUBAETCS M0 HIMPHUHE JIMCTa (M0 TpaHUIIaM JIEBOTO U MPaBOTO IMOJeH
JTIOKYMEHTA).

11. JInuHaa camoil JUIMHHOW CTPOKHM PEKBHU3UTA MPH YIIIOBOM PACTIOJIOKEHUH PEKBU3UTOB HE OoJiee
7,5 cm.

12. JInuHa camMOil NJIMHHOW CTPOKHM PEKBU3UTA IMPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kox dhopMmbl 1o0KyMeHTa

Kon dpopmbl nokymeHnTa npocTaBisieTcs Ha YHUPHUIMPOBAHHBIX (opMax TOKYMEHTOB, B OCHOBHOM
HCIOJIb3YeMBIX B KaJpOBOM JOKYMEHTOOOOpOoTe HIKOJbl. Pacronaraercs xoa (Gopmbl B IMpaBoOM
BEpXHEM yriIy paboyero moJyis JOKyMEHTa, COCTOMT Hu3 cioB "dopma mo" (HaMMEHOBaHHE
knaccudukaropa) u nuGpoBOro Koja.

Ilpumep - @opma no OKY/[ 0301001.

14, HanMeHOBaHME IIKOJIBI

HaumMeHoBaHME IIKOJBI JIOJDKHO COOTBETCTBOBATH HAWMEHOBAHHMIO IOPHJIMYCCKOrO JIMIIA,
3aKpEeIICHHOMY B €r0  YYpPEAUTENbHBIX JIoKyMeHTax (YcraBe 001meoOpa3oBaTeinbHOM
opranu3zaiun). [10]] HAUMEHOBaHKEM IIKOJIBI B CKOOKAX YKa3bIBACTCS COKpAIIEHHOE HAMMEHOBAHUE
0011e00pa30BaTeIbHOM OpraHu3aIuHy.

Hayn HaMeHOBaHHMEM IIIKOJIBI - YKAa3bIBAETCS MMOJIHOC HAMMEHOBAHUE BBINIICCTOSIICH OPraHN3aIliHy.

15. CrpaBo4HbI€ JaHHBIE O IIKOJE

CrpaBouHbIe JaHHBIE O IIKOJE BKJIIOYAIOT B ce0s: MOYTOBBIMA ajapec, HOMepa TenedoHa, ¢akca,
aapec 2MeKTpoHHOW mouThl, kon Imkonbl mo OKIIO (mpocraBnsercs mo OOmiepoccuiickoMmy
KIIacCU(UKATOPY MPEANPUATANA U OpraHU3aIfii), OCHOBHON TOCYIapCTBEHHBIN PEeruCTPAIlMOHHBIN
Homep (OI'PH), naeHTuduKaMoOHHBI HOMEDP HATOTOIIATENbIINKA/KO MPUYHHBI MOCTAHOBKH HA
Hasiorossiit yuet (MHH/KIIIT).

16. HanmMeHOBaHME BUOA JOKYMEHTA

PexkBu3uT wucmonb3yeTcs AN yKa3aHWS BUAA JOKYMEHTa M PacoJiaraetcs TMOJ[ PEKBU3HTOM
«HauMeHOBaHue o00Ieo0pa3oBaTenbHON oOpraHu3anuun». HanMeHoBaHWE BHUAA JOKYMEHTa HE
yKa3bIBAETCSI B MUChMaX.




17. lata noxymeHTa

JlaToii NOKyMeHTa SBJS€TCS JaTa €ro noAnucaHus (Ipuka3, NUCbMO, 3alUCKa, akT U JIp.),
YTBEp)KJCHUS (MHCTPYKLHUS, MOJOXKEHHWE, NMpaBWiia, PErJIaMeHT, IUIaH, OTYET W Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKyMEHTE (TIPOTOKOII).

Jlata JOKyMeHTa MpPOCTaBIISIETCA JOJKHOCTHBIM JIMIIOM, IOJNUCBHIBAIOIIMM WM YTBEPIKAAIOLIUM
JOKYMEHT, WJIH IMpU perucrpalyy JOKyMEHTa, WJIM HENOCPEACTBEHHO COCTaBUTENIEM IIpU
MIOAATOTOBKE TOKYMEHTA (CcayxeOHas 3amnucka, 3asBICHUE U Jp.).

JIOKyMEHTBI, U3/1aBa€Mbleé COBMECTHO C JPYIrUMH OpPraHu3alMsIMHU JOJDKHBI UMETh OJHY (€AUHYIO)
Jary.

Jaty noxymeHnTa o(opMISIOT apabCckuMu udpamMy B IIOCAEI0BATEILHOCTH:

e JleHb Mecsila, Mecsl, roja. JleHp Mecsana u Mecsl oQopMIISIOT IBYMs MapamMu apaOCKuX
uudp, pazleNeHHbBIMM TOYKOW; TOJ - YeThIpbMs apadckumMu Iudpamu, HampuMep:
01.12.2017. byksa "r" nocne nudp He cCTaBUTCS.

e TIpU CJIOBECHO-IIMPPOBOM criocoOe opopMIIEHHS JaThl JIeHb Mecslla yKa3bIBaeTCsl Mapoi
apabckux uudp, rof YeThIpbMs apadCcKkuMu udppamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpanmoHHbIi HOMEP JOKYMEHTA

PerncrpanmonHslii HoMEp JOKYMEHTA IMPOCTABIIAECTCS B COOTBETCTBUU C CHCTEMOW PETUCTpALUH,
MIPUHATOM B IIKOJIE.

PeructpaiimoHHbIii HOMep MPUCBAUBAETCS TIOKYMEHTY MOCJE ero MOoANUcaHus (YTBEpKICHHUS).
Ccbuika Ha peruCTpallMOHHBIN HOMEp U 1aTy TOKYMEHTa

Ccplika Ha UCXOAIINI HOMEp U AaTy JOKYMEHTa aJpecaHTa BKJIIOYAET B c€0sl perucTpallioOHHbIN
HOMEp U JaTy JOKYMEHTa, Ha KOTOPbII JOKEH OBbITh JaH OTBET.

19. MecTto coctaBnenus (M3aHUs) JOKYMEHTa
MecTo cOCTaBJICHHS WU U3JIaHKS JIOKYMEHTA - "Topoy ..." - yKa3pIBaeTcs Ha OJaHKaX MPOTOKOJIOB
1 aKTOB, COCTaBJISIEMBIX B 00IIe00pa30BaTeIbHON OpraHU3aIlHH.

20. Anpecar

B pekBusute "Anpecar" ucnonas3yrorcs o(uiiManibHble HAMMEHOBAHHUS OPraHOB TOCYIApPCTBEHHOU
U HCIOJHUTENbHON BIJIACTH, OPraHOB MECTHOTO CaMOYIpaBlieHUs, opraHuzauui. Jlomyckaercs
UCII0JIb30BaTh O(UIIMATIbHO MPUHATHIE COKPAIICHHbIE HAUMEHOBAHUSI OPraHOB TOCYIaPCTBEHHON U
WCIIOJIHUTEJIBHOM BJIaCTH, OPTaHOB MECTHOT'O CaMOYTIPABICHUS, OPraHU3alIU.

[Ipu agpecoBaHMM OOKYMEHTa JOJKHOCTHOMY M YacTHOMY JIMIY WHUIUANBI CTaBSITCS MOCIE
(hamuuu.

Ipumep - Pyxosooumenio OOO «Cmpoumensvy
Damunus U.0.

PexBu3ur "agpecar" mpocraBisieTcsl B BepXHEH MpaBoil yacTU JOKyMEHTa (Ha OJaHKe C YIiOBBIM
pacroyio)KeHUeM pPEKBU3UTOB) WJIM CIIpaBa TOJ pPEKBU3UTaMu OyiaHka (IpU  MPOJIOJIBHOM
pacroyioKeHUN peKBU3UTOB OnaHka). CTpOKM pekBH3UTa "aapecar” BBIPABHMBAIOTCS IO JIEBOMY
Kparo WIM LIEHTPYIOTCS OTHOCUTEIBHO CaMOM JUIMHHOW CTPOKH.

IIpu ampecoBaHuM JOKyMeHTa 0Oe3 yKa3aHHs [OJDKHOCTHOTO JIMIIA HAaUMEHOBAHMS aJpecaToB
MULTYTCSl B UMEHUTEILHOM MaJIeKe, HAIlpUMED:

Opeanvl cmamucmuxu Mycaiomo8cko2o MyHUYUnaibHo20 paiioHa

[Ipu angpecoBaHWM JOKYMEHTa pPYKOBOJUTEIIO OpTaHMU3AallMd HAUMEHOBAaHHUE JIOJDKHOCTHU
yKa3bIBAETCsl B IaTEIHHOM Ta/IeXkKe, HAPUMED:

T'enepanvromy oupexmopy OOO «H30anuex

Damunusa HU.0.



IlouyToBBIM anpec HE YKa3blBaeTCd B JOKYMEHTaxX, HalpaBlIs€MbIX B BbICIINE OpraHbl
rOCyJapCTBEHHOH BJIAaCTH, (eiepalbHbIC OPraHbl UCIIOJHUTEIBHONW BIACTH U UX TEPPUTOPHATIHHBIE
OpraHbl, OPraHbl TOCYJapPCTBEHHON U UCIIOJIHUTEIILHOM BIIACTH, IIOCTOSI HHBIM KOPPECIIOHICHTaM.
IIpu agpecoBaHuM NMKUCbMa B OPraHU3ALMIO YKa3bIBAIOT €€ HAUMEHOBAHME, 3aTEM IIOYTOBBIN aJpec,
HarpuMmep:

T'ocyoapcmeennoe  yupeswcoenue — Bcepoccuiickuti  HayuHO-uccie008amenbCkuil.  UHCIUMYM
O0OKYMEHMOBeOeHUs U APXUBHO20 0eld
IIpogpcorosnas yn., 0.82, Mockea, 117393

[Ipn azgpecoBaHuM JOKyMEHTa (PU3UYECKOMY JIMIy YKa3blBalOT (aMUIMI0 W HMHULKAIBI
IOJTy4aresis, 3aTeEM IIOYTOBBIN aIpec, HapUMeEp:

Ilemposy U I1.
Koonepamuenas yn., 0.5, ke.12,
¢. Mycmomoso, 423970

PexBusut "Anpecar" He mODKEH coaepkarh Oosee udeThipex aapecaroB. CinoBo "Komusa" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajpecaTaMu He ykaszbiBaeTcs. [Ipu uymcie aapecatoB Ooisiee 4-x
COCTaBJISIETCS CIIMCOK PACCHUIKH TIOKYMEHTA.

Ecmm AOKYMCHT OTHPaBIACTCA B HCECKOJBKO OJHOPOJHBIX opraHmauHﬁ NI B HECKOJIBKO
CTPYKTYPHBIX TIO/Ipa3/ieJICHU OpraHa NCIOJTHUTEILHON BJIACTH, TO OHU YKa3bIBAIOTCS 0000IIEHHO.
[Tpumep:

Pyxosooumensm yupeocoenuii CI10

20. 'pud yTBEep KICHMUSA TJOKYMEHTA

I'pud yrBepkIEeHUS TPOCTABISIETCS B MPaBOM BEpXHEM yriy nokymeHTa. CTpOKH pPEKBH3UTA
BBIPABHUBAIOTCS TIO0 JICBOMY KpalO WM IEHTPUPYIOTCS OTHOCHTEIIBHO CaMOW JJIMHHOW CTPOKH.
JIOKyMEHT  yTBEepXKJaeTcs  JOJDKHOCTHBIM  JUIIOM  (JIOJDKHOCTHBIMH — JIMIIAMH) WK
pactopsANTEIIbHBIM JOKYMEHTOM (ITOCTAHOBJICHUEM, PEIICHUEM, ITPUKA30M, PACTIOPSDKCHHEM ).
[Ipu yTBep)kIeHHH JOKYMEHTA JOHKHOCTHBIM JIMIIOM TPU(] YTBEPXKICHHUS TOJDKEH COCTOSATH W3
cnoa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBAHHWS JIOJDKHOCTH JIHMIIA, YTBEPXKIAIOIIETO
JOKYMEHT, €Tr0 TIOAIUCH, MHUIIUAJIOB, ()aMUJIUHU U 1aThl yTBEP KICHHUS.

IIpumep:

YTBEPXJ/IAFO
Lupexmop MBEOY «Mycniomoeckasa COLL um. I'. Tykas»
U.0. Pamunusa

21. lata

[Ipu yTBEp)KI€HNN TOKYMEHTA HECKOIBKUMHU JOHKHOCTHBIMU JIMIIAMU UX MOJIUCH PAcoJiararoTcs
Ha OJJHOM YPOBHE.

[Ipu yTBepKIEHUU TOKYMEHTa PacCHOPSIUTENbHBIM JOKYMEHTOM TpHU( YTBEPKACHUS COCTOUT M3
cnop YTBEPXJIEH (YTBEPXJEHO, YTBEPXJIEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HaUMEHOBaHUEM BHUJA YTBEPKJA€MOro JOKYMEHTa, HauMEHOBAaHUA BHJA JIOKYMEHTa B
TBOPUTEJIBHOM MAJIEXKE, €r0 AAThl, HOMEPA.

ITpumep:

VYTBEPX/[EHO
npukazom MBOY «Mycniomosckas COLL um. I Tykasn»



om 01.03.2020 Ne 57
22. 3aroJioBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKoe COJep)KaHHWe JIOKyMEHTa. 3arojioBOK K TEKCTy IpHKa3a
dopmymupyercs ¢ nmpeiorom "O" ("O6") u oTBevaeT Ha Bompoc "o yuem?"):

e 1puka3 (0 ueM?) 0 CO3/1aHUU KOMHUCCHH;

e mpuka3 (0 ueM?) 00 yTBEp)KACHUH ILITATHOIO PaCIIUCAHUS;

e MHCHMO (0 YeM?) O TIPEIOCTABICHUU HHPOPMAITUH.
3aroyioBOK K TEKCTY 0(OPMIISIETCS TI0] PEKBU3UTAMU OJIaHKA CJI€Ba, OT TPAHUIIBI JIEBOTO TTOJIS.
HaumenoBanue (3arosioBok) JuOO aHHOTAIMS JOKYMEHTA COCTABJISIETCS aBTOPOM ITPOEKTa
JTOKYMEHTA.
3aroJIoBOK K TEKCTY MOKET HE COCTABJISTHCS, €CITM 00BEM IOKYMEHTa He MPEBBIIIAET 4-5 CTPOK.

23. TekcT JIokyMeHTa
JIoKyMeHTBI 00111e00pa3oBaTeIbHON OPraHU3aldu COCTABIIIOTCS HAa TOCYIAPCTBEHHOM SI3BIKE
Poccuiickoit ®eaeparuu - pyccKoMm.
TekcT MOKYMEHTa MOXKET COJEepXKaTh pPasJeNbl, MOAPA3NIeNbl, ITYHKTHI, TOJIYHKTH, HyMEpPYeMbIC
apabckumu U pami.
B mpukasax TeKCT TOKyMEHTa U3JIarafoT OT IIEPBOTO JIUIA SAMHCTBEHHOTO YUCITA («KITPUKA3BIBAIO»)
B nokyMeHTaX KOJUIETHAIBHBIX M COBEIIATEIBHBIX OpPraHax OT TPEThEro JIIa €JUHCTBEHHOTO
yucna: («cobpaHue... penrmso)
TekcT mpoTOKOJIAa W3JIaraeTcs OT TPEThEero JIMIa MHOYKECTBEHHOTO 4YHCHa  («CIyImaim,
«BBICTYITUJINY, «ITOCTAHOBHIINY, «PEIIIHITN),
B coBMecTHBIX [OKyMEHTax TEKCT H3JaraloT OT T[EpBOro JIMIAa MHOXKECTBEHHOIO YHca:
(«TIpUKa3bIBAEM», «PEIIHIIN).
B nenoBbIx (ciny:keOHBIX) MUCbMax UCIOAb3YIOTCS (POPMBI U3JI0KEHUS:

e OT MEpPBOr0 JHIA MHOKECTBEHHOTO 4Hcla («IIPOCUM HANpaBHUTH», MPEICTaBIseM Ha

PacCMOTpPEHHEY);

e OT TpeThero Jymma eauHcTBeHHOro uucia («AnvuaucTpamus OV Illkoma Ne 1238 He
BO3paXKaeT»);

e OT IMEpPBOr0 JIMIA EJAMHCTBEHHOTO 4Hcla («CUUTA0 HEOOXOAUMBIMY, «IIpeasararo
PaccMOTPETHY).

[Ipu ynotpebaennu B TeKCTe haMUTTUHN JIMI] HHUIIMAJIBI YKa3bIBAIOTCS TIOCIIe (haMUIIUH.
B nenoBeix (cay)keOHBIX) TUChbMaX MOTYT MCITOJIb30BAThCS:
e BCTYNUTEIBHOE OOpaIllCHUE:
Yeaowcaemwiii cocnooun Heamnos!
Yeaoscaemasn cocnoorca [lemposa!
Yeaocaemviii Huxonati [lempoeuu!
Yeaoicaemas Onvea Huxonaesna!
Yeaoicaemvie 2cocnooa!

B oOpamiennu mo A0MDKHOCTH HaWMEHOBAHHME JODKHOCTH THIIETCS C MPOMHCHON OYKBBI, B
oOparteHnu 1o (haMUINM UHULIMATBI I HE YKA3BbIBAIOTCS.

e 3aKJIIOYMTENbHAs TUKETHas (ppa3a:
C ysaoicenuenm, ...

CrpaHuIpl 10KyMEHTa HyMEpYIOTCs, HAUMHAasi CO BTOPOTO JIUCTA IOKyMEHTa apabckuMu nudpamu
MIOCEPEIUHE BEPXHETO IOJISA.

TekcT TOKyMeHTa OTHENsieTcs OT 3aroJIoBKa ABYMsI MM TPEMS MEXKIYCTPOUHBIMU MHTEpBajIaMH
UCIOJIb3YEMBIMU B TEKCTE.

24. OTMeTKAa 0 IIPWIOKEHUH




OTMeTKa O MPHIOKEHHH HCIOJIB3YEeTCs MpH O(GOPMIICHMH MUCEM W TMPHIOKEHHHA K IUIaHaM,
[IporpaMMam, OT4eTaM, MOJIOKEHUAM, IIPaBUIIaM, MHCTPYKLIMAM U APYTUM

JOKYMEHTaM.

B nucemax oTMeTKa 0 MpHIIOKEHUH 0OPMIISETCS MO TEKCTOM MUChbMa Ha pacctosiHuu 1,25 cm ot
TPAHMIIBI JIEBOTO IOJI. ECiM NPUIIOKEHWE HAa3BAaHO B TEKCTE NHCbMA, B OTMETKE O IPUIIOKEHUU
YKa3bIBa€TCsl KOJIUYECTBO JIMCTOB ¥ KOJIMYECTBO IK3EMILIAPOB MPUIIOKECHHUS, HAIIPUMED:

Ipunoocenue: na 3 1. 6 1 7x3.
[Ipy HaMMYUU HECKOJBKUX TPUIOKEHUH, B OTMETKE O TIPUIOKEHUH OHH HYMEPYIOTCS,

YKa3bIBaIOTCS HAUMEHOBAHMS KaXKJOTO TMPUJIOKEHUS, KOJIMYECTBO JIMCTOB M KOJUYECTBO
AK3EMIUISIPOB, HATIPUMED:

Ipunoscenue:
1. Inan-epagux ... na 3 1. 6 2 9k3.
2. Cnpaska o noomeepcoenuu gpakma ooyuenus... Ha 1 1. 6 1 3x3.

Ecnu mpumoxenust cOpoOITOpoBaHbl, TO KOJIMYECTBO JMCTOB HE YKa3bIBaeTCs. Eciu mpuiiokeHue
HaIpaBJISIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJpeca, TO OTMETKY O €r0 HaJu4duu O(QOpMIISIOT
CIIEYIOIUM 00pa3oM, HalpuMep:

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

Ha npunoxenusix K npaBuiaMm, MHCTPYKLUSM, MOJIOKEHUSAM, IUIAHaM, IporpaMMam, JI0roBOpaM U
JIPYTUM JOKYMEHTaM OTMETKa O MPHJIOKEHUWU MPOCTABJSETCS HAa MEPBOM JIMCTE MPUIIOKEHHS B
MIPaBOM BEPXHEM YTIIy.

Ecnu nmpunoxxenue oaHO, OHO HE HymepyeTcs. Eciau nmpuioKeHuil HECKOJbKO, OHU HYMEPYIOTCS
(mpunoskenue 1, npunokenue 2).

B TekcTe noxymeHTa mpu NEPBOM YIIOMUHAHUM JOKYMEHTA-TPUIIOKEHUSI B CKOOKaX yKa3bIBaeTCs:
... (mpunoxenue) Uy ... (mpuioxkeHue 1); mepen HOMEPOM MPHIIOKEHUS JOIMYCKAETCsl CTaBUTh
3HaK HOMepa: ... (mprmtokeHue N 2);

B oTMeTrke 0 MpHIIOKEHWH YKa3bIBae€TCS HAMMEHOBAHHE BHJa OCHOBHOTO JOKYMEHTa, €ro jara u
HOMeEp, HarpuMep:

Ipunoowcenue N° 2 k npukazy MBOY «Mycnomosckass COLL um. I Tyxkaay om 08.06.2017 Ne 67 "

Ecnu nmpunokeHneM K JOKYMEHTY (Hampumep, K MpUKaszy) SBISETCS YTBEP)KIaeMblid JOKYMEHT,
(momnoskeHue, MpaBuia, WHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPAaBOM YIIIy MPOCTaBISETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKIACHHS, HAIPUMED:

Ipunooicenue
YTBEPK/[EHO
npuxazom MBOY «Mycnomoeckas COLL um. I Tykas» om 08.06.2017 Ne 67

Bun u pasmep mpugra pexBuzuta "OTMeTKa 0 NMPHIOKEHUH" JODKEH COOTBETCTBOBATh BUIY U
pasmepy mpu@Ta TeKCTa JOKyMEHTA.

25. I'pud corytacoBaHus JOKYMEHTA
I'pud cornacoBaHust JOKyMEHTa UCTIONIB3YeTCS MPU COTJIACOBAHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMyu WIK JO0JKHOCTHbIMU Jnamu. O coctout u3 cnoBa “COINTACOBAHO”,




JOJDKHOCTH JIMIA, KOTOPBIM COIJIACOBAaH JIOKYMEHT (BKJIIOYas HAaMMEHOBAHME OpraHU3AlMH),
JUYHOW MOJIHUCH, paciin(POBKU NOAMHUCH (MHUIMATIOB, ()aMIJIMH) U 1aThl COTJIACOBAHMS.

IIpumep:

COIJIACOBAHO

Lupexmop MBOY «Mycnromoeckas COLL um. I'. Tykasay»
H.U. Hsanos

01.12.2017

I'pud cornacoBaHus B 3aBUCUMOCTU OT BUJIA JOKYMEHTAa U 0COOEHHOCTEN ero 0hopMIIeHHUS MOKET
IIPOCTABJIIATHCA:

e Ha MEPBOM JIUCTE JOKYMEHTa (E€CiIu JOKYMEHT MMEET THUTYJIbHBIN JIUCT, - Ha TUTYIbHOM
JIUCTE) B JIEBOM BEPXHEM YIJly Ha ypoBHE Ipu(a yTBEpXKIACHUS WIH O] HaMMEHOBaHHEM
JOKyMEHTa OJIMKe K HHYKHEMY TI0JII0);

e HA MIOCJIEJHEM JINCTE TOKYMEHTA IO TEKCTOM;

¢ HA JUCTE COTJIACOBAHMS, SBIIAIOIEMCS HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

BHemHee coriacoBaHHe TakKe€ MOKET OBITh OCYIIECTBJICHO JAPYIrUM JOKYMEHTOM - IHCBMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Tpumep:

COITTACOBAHO npuxazom /]O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue poeKTa JOKyMeHTa 0(pOPMIISIETCS BU30M.

Buza npocraBnsercs cOOCTBEHHOPYYHO JIMLIOM, BU3HUPYIOUIUM JOKYMEHT, U BKJIIOYaeT B ceds
HAaUMEHOBaHHE JOJHKHOCTH BHU3UPYIOIIETO, €ro JIMYHYI0 MOJNUCh, paciiu(poBKy MOANUCH
(mHUTIMANBI, (HAMIIIAIO) U JIATY.

[Tpumep:

3amecmumens oupekmopa
U 0. ©amunus
03.04.2020

HOHyCKaCTCH MMOJINCTHOC BU3UPOBAHUC JOKYMCHTA U €TI0 HpHJ’IO)KGHHﬁ.

HpI/I HaIn4ynu 3aMe‘laHI/II71, JOTNOJIHEHUH K IMPpOCKTY HAOKYMCHTa BHU3a  JOIOJHACTCA
COOTBCTCTBYIOIIIUM YKA3aHUCM.

HJ'ISI AOKYMCHTA, IMMOMJIMHHUK KOTOPOIrO OTIIPABJIAOT M3 IHKOJIbI, BHU3bI IIPOCTABJIISIFOTCA Ha
IK3EMIIIIPpAX JOKYMCEHTOB, IOMCIIAEMBIX B ICJIO.

HJ'ISI AOKYMCHTA, MMOAJIMHHUK KOTOPOI'0 OCTACTCA B IIKOJIC, BU3bl COTJIACOBAHUS ITPOCTABJIIAKOTCA HA
060p0Te MOCJICOHEIO JINCTA NOMJIMHHUKA JOKYMCHTA HJIM HA MOCICAHEM JIMCTEC NOKYMCHTA IO
IO AITHUCHIO.

27. Iloanuck
[loamuchr BKIIOYAET: HAaWMEHOBAaHWE JOJDKHOCTH JIMIA, TMOJMUCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYYHYIO MOJNKCh; PACIIM(PPOBKY MOIUCH (MHULMAIIBI, (PaMUIIHS):
ITpumep:

Jupexmop nuunas noonuce U.0O.Pamunus

Eciu pokymeHnt odopmieH He Ha OnaHKe, B HAUMMEHOBAaHUE JOJHKHOCTH BKIIIOUAETCS
HauMEHOBaHUE 00IIe00pa3oBaTeNbHOM OpraHu3anuu (IMOJTHOE Ha3BaHWE IIKOJbI). JlomyckaeTcs B



pexkBusute "[loanuck MOKHOCTHOrO aua" IEHTPUPOBATH HAUMEHOBAHUE JOJDKHOCTH JIMIIA,
MOJIMMCABIIET0 JOKYMEHT, OTHOCUTEIHHO CaMOM JJIMHHOU CTPOKH.

[Ipn moanucaHuu JOKyMEHTa HECKOJIBKUMH JOJKHOCTHBIMHU JIMIIAMU PA3HBIX JIOJDKHOCTEM HX
MOJIITUCH PacrojiaraloT OJHY MOJ JAPYrod B MOCIEAOBATEIBHOCTH, COOTBETCTBYIOIICH HEpapXuu
3aHMMAaeMOH JTOJDKHOCTH.

[Ipumep:

Jupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa auunas noonucey U.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJbKHUMH JIMI[AMH PaBHBIX JOJDKHOCTEH MX MOJNUCH
pacronararoT Ha OJJHOM YpOBHE.

B noxymMmeHTax, cOCTaBJIEHHBIX KOMUCCHEH, yKa3bIBaeTCs CTATYC JIMIIA B COCTABE KOMUCCHUU!
MIPOCTaBJIEHUEM KOCOM dYepThl Mepe]l HAUMEHOBAaHUEM JIOJDKHOCTU (I00aBisATh Kakue- JH00
MIPUCTABKN).

Ecam mupekTtop WM HWHOE YHOJHOMOYEHHOE Ha ITOANMCAaHWE JOKYMEHTa JIMIO0 BPEMEHHO
OTCYTCTBYeT (OTITyCK, OOJIe3Hb, KOMaHIMPOBKA) WJIH JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MIOJNUCBHIBAET  COTPYIHHK, YINOJHOMOYEHHBII HAa  TMOJINWCAaHHE B  COOTBETCTBHH €
pacopsIANTENBHBIM JIOKYMEHTOM WJIM HAJEJICHHBIN IMOJHOMOYHSIMH, YCTAaHOBJICHHBIMU MPUKA30M
urkoutbl wim yupeaurtens (JJOrM), ¢ ykazanueMm cBoei JOKHOCTH U IOJTHOMOYHSL, HallpUMep:

3amecmumens oupekmopa noonuco U.0. @amunus

WIH:

Ucnonnsarowuti obszannocmu oupekmopa noonucwy U.0. @amunus
Wi

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

PexBusut "lloanuchk AOMKHOCTHOTO JIMIA" MOXET OBITh O(GOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JNOKyMeHTa (Hampumep, NpU HANUCAaHWU CIY)KeOHON 3amucku 0e3 MPUMEHEHHS TEXHUYECKHX
CpeacTB) MO0 OPOPMIIEH C UCTIOIH30BAaHUEM TEXHUUECKUX CPEJICTB.

B cnywae odopmienus pekBusuta "lloamuce AOMKHOCTHOTO JMIA" C  HMCHOJIB30BAaHHUEM
TEXHUYECKUX CPEACTB BUJA U pa3Mep LIpH(Ta YyKa3aHHOTO PEKBU3UTA HE MOXKET OTJIMYAThCS OT
BHJIA M pa3Mepa mpUQTa OCHOBHOTO TEKCTa JOKYMEHTA.

PexBuzur '"lloanuch MOKHOCTHOrO InuIA" OTHENSETCS OT TEeKCTa TPEeMsS WIH YEeThIPbMS
OJIMHAPHBIMU MEXKIyCTPOUYHBIMU HHTEPBAIAMHU.

28. Ileuath

[ledats sBAsIETCA CHOCOOOM NOATBEPXKIEHHS MOIJIUHHOCTH IMOANUCH JOJDKHOCTHOTO JIMIIa Ha
nokyMmeHTe. IledaTs cTaBUTCSA Ha JOKYMEHTax B CilydasX, IPELyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WJIM UHBIMU HOPMATHBHBIMH MPAaBOBBIMH aKTAMHU.

[ledats cTaBuTCA Ha CBOOOJHOM OT TEKCTAa MECTE, MPU ITOM OTTHCK IEYaTH HE 3aXBaTbIBAeT
JIMYHOW TMOJAMUCH JIOJDKHOCTHOTO JIMIA MOJNMCABIIEr0 JOKYMEHT, WIH B MecTe, 0003HaYeHHOM
«MII» («Mecto eqatny).

B noxymeHTax, MOArOTOBJICHHBIX Ha OCHOBE YHU(DUIIMPOBAHHBIX (OPM, MeUaTh CTABUTCS B MECTE,
00o03HaueHHOM oTMeTKoH "MII" unu uHEIM 00pazoM.

29. OrMeTKa 00 UCIIOJTHUTENE




OtmeTka 00 wWCmoNHUTENE (aBTOPE) MOKYMEHTa IMPOCTABISETCS HA MUChbMax IIKOJBI B JICBOM
HWXXHCM YTy JII/ILIGBOI;'I CTOPOHBI MOCJICAHCTO JIUCTA JOKYMCHTA OT I'PAaHUIBI JICBOI'O IIOJIA UJIH, IIPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOM CTOPOHE BHU3Y CJIEBA.

OTMerka BKIIOYAeT (aMHIUIO, UMs, OTYECTBO MCIIOJHHUTENS M HOMEp ero TeinedoHa, a TakkKe
OTMETKa 06 HCIIOJHUTCIIC MOXKCT OOIOJJHATHCA HAMMCHOBAHUCM IOOJDKHOCTHU W SJICKTPOHHBIM
a/ipecoM HCIIOJIHUTEIIS.

[Ipumep:

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

30. OT™MeTKa 0 3aBEPEHUH KOITUH

JUis TOATBEPKIAEHUSI COOTBETCTBUSI KOTIMU (BBIIUCKU U3 JTOKYMEHTA) MOJJIMHHUKY JOKYMEHTa Ha
MOCJIETHEM JIMCTE KOMUHU (BBIMUCKU W3 JOKyMeHTa) moj pexkBuzutoMm "llonmuces" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOITHI.

OTmeTKa O 3aBepeHUM KOMMM BKIIIOYAeT: cloBO «BepHO», HauMeHOBaHHE JOJKHOCTH JIMIIA,
3aBEpUBILIEr0 KOIMHIO, COOCTBEHHOPYUHYIO MOAINUCH, paclIUPpOBKY MOANUCH (MHHUIIMAJIBL,
(dbamuinio), 1aTy 3aBEpeHMs KOMUU JOKYMEHTA.

PexkBuzur «OTMeTka O 3aBEpeHMM KOMUW» MOXKET ObITh O0¢GOpMIIEHa OT pPYKH HIH C
HCIO0JIb30BAHMEM IIITAMIIA.

JlomyckaeTtcst 3aBepATh KaX bl TUCT MHOTOCTPAHUYHOM KOTIMM JOKYMEHTA.

31. OTMeTKa O OCTYIIIICHUU JOKYMEHTA
OTMeTKa O TOCTYIUICHUU JOKYMEHTa COJCP)KHT BXOJSAIINNA PETHCTPAIMOHHBIA HOMEp W JaTy

MOCTYIUIEHUsI JOKyMeHTa. Jlomyckaercs yka3aHHe 4YacoB M MHUHYT IOCTYIUIEHUS JOKYMEHTa C
3aBepeHUEeM MOIUCIMU 3aUHTEPECOBAHHBIX JIUII.
OTMmeTKa O MOCTYIIEHUU AOKYMEHTa MOXET MPOCTABISATHCS C UCIOJIb30BAaHUEM HITAMIIA.

32. Pezoaronus
Pe3osmonust coaepUT yKazaHWe [0 MCIOJHEHHIO JokyMeHTa. OHa odopmiiseTcss Ha CBOOOJHOM

MecTe paboyero noJjs JOKyMEHTa.

Pe3omronus BritouaeT B ceOsi: (paMUITui0, MHUIUATIBI UCTIOTHUTENS (UCIIOTHUTENEH), TOpyYEHHE 110
JOKYMEHTY, MOJAINUCH aBTOPA PE30JIOLUHU U 1aTy OPOPMIICHUS PE3OJIIOLIUH.

Pe3omnronus, Mo ycMOTpPEHHIO JIUIA, JAIOIIET0 MOPYYEHUE, MOXKET BKIIOYaTh B CeOS TakkKe CPOK
WCIIOJIHEHUS JOKYMEHTA.



