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I'. I'. Mu»razoBa

HNHcTpykims 1o 1eI0mpon3BOICTBY

1. Ob1mue noJiokeHust

1.1. Hacrosmas UHCTpyKUIMsI 1O /eJIONPOM3BOJACTBY B IIKOJIe pa3paboTaHa B COOTBETCTBHU C
®enepanbubiM 3akoHOM OT 29.12.2012 Ne 273-®3 "OO6 oOpazoBanuu B Poccuiickoit ®@enepanun" c
n3MeHeHussMu ot 8 asrycta 2024 roga, 'OCT P 7.0.97-2016 «Cuctema ctaHaapToB IO HH(pOpMAIHH,
OubIMoTeYHOMY W W3JaTelbcKoMy Jneny, «OpraHu3almOHHO-PACTIOPSIUTENbHAS —JOKYMEHTAITHS.
TpeGoBanusi Kk OPOPMIICHUIO JOKYMEHTOBY», a TakkKe YCTaBOM 00I11e00pa3oBaTeIbHONM OpraHU3aluKi U
JPYTMMH HOPMAaTHBHBIMM IpaBOBbIMU akTamMu Poccuiickoii @enepanuu, periaMeHTHPYIOIIMMU
NEeSTETHLHOCTH 00I1e00pa30BaTEIIbHBIX OPTaHU3AIUH.

1.2. JlanHass MHCTPYKLHMS TO JEIONPOU3BOACTBY B opranuzanuu (mamee - WHcTpykiusi) oOo3HauvaeT
MpaBHJIa TIOJTOTOBKHA M 0()OPMIICHHUSI TOKYMEHTOB B OpPTaHH3aIliH, OCYIIECTBISIONICH 00pa30BaTebHYIO
JESTeITbHOCTD, OTPEACIsieT CTaHAAPThl O0(QOPMIICHUSI PEKBH3UTOB, OJAHKOB JIOKYMEHTOB, COCTABIICHHSI
MIPUKA30B, TOJIO)KEHUH HWHCTPYKIHMHA, a TaKkKe periJaMeHTHpyeT (GOpMHpOBaHWE I W HX TEKyIlee
XpaHeHHue, MOATOTOBKY JOKYMEHTOB | JIeJ K Tiepeiaye Ha apXUBHOE XpaHEeHHEe B 0011e00pa3oBaTebHOM
OpraHu3aIuH.

1.3. UHCcTpyKIHS TIO AEIONPOU3BOACTBY B YUPEKJIEHUU pa3paboTaHa B IENISIX YCTAHOBJICHHS €IUHBIX
TpeOOBaHUN K TOJITOTOBKE, 00pabOTKEe, XPAaHEHUIO W HMCIOJb30BAaHUIO O0OPa3yIONIUXCS B JIEATEILHOCTH
o0mieo0pa3oBaTeIbHOM  OpraHM3alli W MOCTYMAKIUMX B [IKOJY JOKYMEHTOB, a  Takke
COBEPIIICHCTBOBAHUSI ¥ TOBBIMICHUS A(G(OEKTUBHOCTH JIETOMPOU3BOJICTBA  00IIe00pa3oBaTeIbHON
OpraHu3aIiy.

1.4. [Tonoxxenust MHCTpYKIIMK pacripoOCTPAHSIIOTCS Ha OPraHU3aIiuio padoOThl ¢ JOKYMEHTaMH HE3aBUCHUMO
OT BUJA HOCHUTENA, B TOM YHUCJIE C DJEKTPOHHBIMU JOKyMEHTaMH, BKIIOYas MOATOTOBKY, 00paboTKy,
XpaHEHUE U HCIOJIb30BAHUE JOKYMEHTOB, OCYIIECTBISIEMBIMU C IOMOIIBI0 HH(POPMAIIMOHHBIX
TEXHOJIOTUH.

1.5. Opranuzanuio, METOJU4YECKOE PYKOBOJACTBO, COBEPIICHCTBOBAHUE JEIONPOU3BOICTBA U KOHTPOJIb 32
coOmronenreM Hacrosimeid WHCTpykuMM B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIM 3a BelIEHUE

JIeIONIPOU3BOCTBA.
1.6. TIpaBa u o00s3aHHOCTH PaOOTHHMKOB, OCYIIECTBISIOUIUX PabOTy C JOKYMEHTaMU B CTPYKTYPHBIX
nojApasfesieHusax  oOmieoOpa3oBaTelbHOW  OpraHU3allid,  YCTAaHABJIMBAIOTCS  JOJKHOCTHBIMU

MHCTPYKIMSMH WM IPUKA30M JAUPEKTOpA.
1.7. CBeneHnus, coaepkaliuecss B JOKYMEHTax, MOT'YT ObITh MCIIOJIb30BaHbI TOJIBKO B pabouMX LESIX B
COOTBETCTBUH C IOJHOMOYHSIMH COTPYIHHKA, pabOTaIOMIEro ¢ JoKyMeHTaMu. PaboTa ¢ TokyMeHTaMu BHE
MOMEIIEHHUH IIKOJIBI HE JIomycKaeTcs. [Ipu yrpaTe TOKyMEHTOB IPOBOAUTCS CIIy)KeOHast POBEpPKa.

1.8. Ilpu yxone B OoTIycK, nepeBojie (mepeMelIeHrn) Mo padoTe WM B CIydae YBOJIBHEHUS COTPYAHUK
o0si3aH TepenaTh BCE HAXOAAILIUECS y HEro JOKYMEHTbl HHOMY COTPYIHHKY, OINpPENeNEHHOMY B
COOTBETCTBHUH C YKa3aHUEM HETOCPEACTBEHHOI'O PYKOBOAMUTENS YBOJIBHIEMOTO, YXOSIIEro B OTIYCK WIN
nepeBoAdlerocs (mepemMeriaeMoro) rno padbore COTpyIHHUKa.

1.9. MHCTpyKIMS MO BEAECHUIO JENONPOU3BOJICTBA 00s3aTebHa A COONIIOCHUS BCEMHM PaOOTHUKAMU
HIKOJIbl. BHOBB MpHHATBIE Ha pabOTy COTPYAHUKHU, B JOJDKHOCTHBIE OOSI3aHHOCTH KOTOPBIX BXOJUT
BEJICHHUE JOKYMEHTAIlMM, B TeUeHue TpEX pabouux JHEH co AHA M3JaHMs NMpUKa3a O Ha3HAYEHUU Ha
JIOJKHOCTD JI0JKHBI ObITh O3HAKOMIIEHBI ¢ HacTosie MHCTpyKInel mo/ moAnuch.

2. IIpaBnJa NoaAroTOBKH M 0(pOpMJICHHS TOKYMEHTOB

2.1. B nedtenbHOCTH MIKOJIBI CO3Ja€TCsl KOMILJIEKC OPraHMU3allMOHHO PaclOpsIUTEIbHBIX JOKYMEHTOB:
MpUKa3bl, MOJOXKEHUS, MPaBUia, UHCTPYKIMH, PETIaMEHTHI; MPOTOKOJbI 3acelaHuil (COBEIaTeNbHbIX,
KOOPAMHAIIMOHHBIX, AKCIEPTHBIX M JIp. OPraHOB), AaKTbl, AHAJUTHYECKHE CIPABKH, JOKJIAJHBIE H
CITy’K€OHBIE 3aIllMCKH, JTOTOBOPHI (KOHTPAKThI, COTJALICHMS), JeyioBas (CiyxkeOHas) mepenucka u Ap.

[okyMeHT co3aaH B 3nekTpoHHon chopme. Ne 67 ot 23.10.2024. VcnonHutens: MuHrasosa .l B INEKTPOHHbBIA
CtpaHunua 1 13 17. CtpaHnua cosgana: 23.10.2024 08:46 =¥ TATAPCTAH



COCTaBIIAIOTCA W O(QOPMIISIOTCS  CIIEUUAIbHBIE JOKYMEHTBI, CBSI3aHHBIE C  IUIAHUPOBAHHEM
00pa3oBaTeNbHON JEATEIBHOCTH M OCYIIECTBICHUEM XO3SHCTBEHHBIX MEPONPHUATHIA, BEIeHUEM y4eOHO -
MeIarOTMYECKOT0  y4eTa, OpraHu3alueil Jelonpou3BOJACTBA 00IIe00pa3oBaTeIbHON OpraHu3aliH,
o0ecrieyeHrEeM OyXTaaTepCKOro yueTa.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsl HA OyMa)KHOM HOCHUTEIIC M B AJIIEKTPOHHOU (hopMe ¢ COOII0IeHUEM
YCTaHOBJICHHBIX ITPaBUJI 0popMIIeHHSI JOKYMEHTOB. [Ipu co3annm ToKyMeHTa Ha ABYX U 0oJiee CTpaHUuLaxX
BTOPYIO U MOCJIEAYIOIINE CTPAHULIBI HYMEPYIOT.

2.3. HoMmepa cTpaHull NpOCTABISAIOTCS OCEPEINHE BEPXHETO MO JOKYMEHTa Ha PACCTOSIHUM HE MEHee
10 MM OT BepxHero Kpas Jiicrta. Jlomyckaercs co3/1anne JOKYMEHTOB Ha JIMIIEBOM U 0O0POTHON CTOpPOHAX
JUCTA.

2.4. Ilpu IBYCTOPOHHEM CO3JaHMM JTOKyMEHTOB IIMPHHA JIEBOIO IOJISI HA JIMIIEBOM CTOPOHE JIUCTA U
MIPABOTO TOJII HA 000POTHOH CTOPOHE JINCTA JJOJDKHBI OBITH PaBHEI.

3. PekBU3HUTBHI JOKYMEHTOB
| 3.1. Jlns pexBU3UTOB JOKYMEHTOB, CO3JaBaeMbIX B  001Ie00pa3oBaTeNbHON  OpraHu3aluu
yCTaHaBJIMBaIOTCA NpaBuia U Tpedosanus B coorserctBuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOIO JOKYMEHTA ONPEIENSIETCS €ro BUJOM U Ha3HAUEHHUEM.
| 3.3. Ilpu noaroroske U 0HOpMIECHUH TIOKYMEHTOB B IIIKOJIE UCIOIb3YIOTCS CASAYIONINE PEKBU3UTHI:

e KOJ (hOPMBI IOKYMEHTA;

e HaMMEHOBaHUE IIKOJIBI;

e  CIIPaBOYHBIC JJAHHBIE O IITKOJIE;

e HaMMEHOBaHWE BHJA JOKYMEHTA;

e JaTa JOKYMEHTA;

e  PETUCTpAIIOHHBIN HOMEp JOKyMEHTA,

e  CCBIJKAa HAa PETUCTPAIIMOHHBIA HOMEp H ATy JOKYMEHTA;

e MECTO COCTaBJICHUs (M3IaHM) TOKYMEHTA;

e ajpecar;

e rpu yTBepXkKAEHUS TOKYMEHTAa,

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e OTMETKa O MIPUJIOKEHUHU;

e rpu COrIacOBaHUS IOKYMEHTA;

e BHU3a;

e IOJINUCH;

e OTMETKa 00 3JIEKTPOHHOM MOANUCH;

e II€YaTh;

e OTMETKa 00 MCIIOJIHUTEJE;

e OTMETKa O 3aBEPEHUU KOIIUHU;

e OTMETKa O MOCTYIUICHUH JIOKYMEHTA;

e PE30JIIOLHSL.

4. BiIaHKH T0KYMEHTOB
4.1. JloxymMeHTbI, co3liaBaeMble B 00I1€00pa30BaTeIbHOM OpraHu3anuy, opopMIIAIOTCS Ha OJaHKax,
W3TOTOBJICHHBIX Ha CTaHJApPTHBIX JucTax Oymaru ¢opmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHbIe BUIBI JJOKYMEHTOB (TaOMUIIBI, CXEMbI, CMEThI) JOMYycKaeTcs 0(OpMIIATh C MCIOJIb30BaHUEM
¢dopmata A3 (420x297MM). JIOKyMEHTBI, COCTABIAIONINE BHYTPEHHIOI MEPENUCKY, OGOPMIISIOTCS Ha
CTaHJApPTHBIX JHcTax Oymaru ¢popmara A4 (210x297 mm) 6e3 nconb30BaHUs OJIaHKOB.
4.2. Kaxaplil mucT J0KyMeHTa, 0pOopMIIEHHBIH Ha OlaHKe WK 0e3 Hero, 10JDKeH UMETh TOJIsl HE MEeHee:
20 MM - 1eBoE;
10 MM - npaBoe;
e 20 MM - BepxHee;
e 20 MM - HUXKHEE.
4.3. JIokyMeHTHI JUINTeNbHBIX (cBbIme 10 JeT) CpOKOB XpaHEeHHUs AOKHBI UMETh JIeBOe 1oJie He MeHee 30
MM.
4.4. Buapl 61aHKOB IOKYMEHTOB IPUMEHSIEMBIX B IIIKOJIE:
e 00mIUii OJaHK;
e QUAHK IUCEMA;
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e 0OJIaHK KOHKPETHOTO BUJA JJOKyMeHTa (OJaHK MpuKasa, OJaHK pacrlopsKeHHs, OJaHK IPOTOKOJIA U Jp.)
4.5. O06pa3ipl pa3padOTaHHBIX U MIPAUMEHSIEMBIX B IIKOJE OJAHKOB MOJJICKAT BKIFOUEHUIO B HHCTPYKITHIO
10 JICJIONPOU3BOJICTBY 00II€00pa30BaTeIbHON OpraHu3alii B Ka4eCTBE MPUIOKEHUH (puiioxkeHue 3 Ha
3 nucTrax).

5. Ilpuka3ssl

5.1. Tlpukazamu opopMIIAIOTCS PEIICHHS 10 OTEPATHBHBIM, OPraHU3AI[MOHHBIM, YU4€OHBIM, KaJIPOBBIM
(mputosxkenue 2 Ha 9 nmucTax) U APYrUM BOIIPOCaM padOTHI HIKOJIBI.

5.2. ITpoeKThl MPUKA30B FOTOBST OTBETCTBEHHBIC UCTIOJIHUTENN HA OCHOBAHUM MTOPYUYCHUM TUPEKTOPA, €TO
3amecTtuTenen. [I[poekThl mpUKa30B MO JMYHOMY COCTaBY TOTOBHUT CIICIIHAIUCT IO Kapam.

5.3. B nmpukaszax TeKCT u3jaraercs oT nepBoro jmia eauacrseHHoro uncia («[IPUKA3BIBAIO).

5.4. Tekcr mnpukaza MOXET COCTOATh U3 JBYX 4YacTeil: KoHcraTupyromed (mpeamOyibl) U
pacropsIUTENbHOM.

5.5. B xoHCcTaTHpYIOIEH YacTH KpaTKO M3JAraloTcs MeNud U 3a1auu, (GakThl U COOBITUS, TOCTYKUBIINE
OCHOBaHHUEM I u3aaHus npukaza. OHa MokeT HaunHaThes ciioBamu "B nensx", "B cootBerctBun", "Bo
ucrionHeHue", u T.4. Ecnu npuka3 u3gaeTcss Ha OCHOBAaHUM JPYTOro JTOKYMEHTA, TO B KOHCTATUPYIOIIEH
YaCTH YyKa3bIBA€TCsS HAaMMEHOBAHUE ATOTO JIOKYMEHTa, €ro jJara, HoMep W 3arojioBok. [IpeamOyia B
npoektax mpuka3oB 3aBepmaercs ciioBoM «IIPUKA3BIBAIO», koTopoe mewaTtaeTcsi 3arjaBHBIMU
OyKBaMH.

5.6. PacnopsiauTenbHas 4acTh JOJDKHA COAEPKATh IEPEUUCICHUE TPEANUChIBAEMBIX JIEUCTBUU C
YKa3aHUEM HCIOJHUTENS KaXJO0TO JIEUCTBHS U, TMPU HEOOXOJAMMOCTH, CPOKOB HCIIOJTHEHUSI.
PacniopsimutenpHas 9acTh AETUTCS HA MyHKTHI U TIOAITYHKTHI, KOTOPhIE HyMEPYIOTCS apabCKUMU udpamu.
JleficTBUSI OTHOPOJHOTO XapakTepa MOTYT ObITh TIEPEUNCIIECHBI B OJTHOM ITYHKTE.

5.7. B xauecTBe UCIIOJIHUTENEN YKa3bIBAOTCS 3aMECTUTENN AUPEKTOPA, MPEICEAATENN UIN PYKOBOIUTEIH
pabounx rpymni (KOMUCCHI).

5.8. Ecnm mpukaz u3MeHsieT paHee W3JaHHBIA JOKYMEHT (ITyHKTBI JOKYMEHTA), TO OJWUH W3 IYHKTOB
paclopsaUTENbHON YacTH TEKCTa JODKEH COAEP)KAaTh CChUIKY HAa W3MEHSEMbIH JOKYMEHT (IyHKTBI
JOKYMEHTA) C yKa3aHUEM €ro AaThbl, HOMEpa U 3arojoBKa.

5.9. Ecnim mnpuka3 OTMEHSET JEWCTBHE paHEe W3JaHHOTO JOKYMEHTa (IMYHKTOB JOKYMEHTa) C
OTIpe/IeNIEHHOM AaThl, TO OJIUH U3 MTyHKTOB PACIIOPSIIUTEILHON YaCTH TEKCTA JOJKEH HAYMHATHCS CIIOBAaMU
"I[lpu3Hath yTpaTUBIIMM CHJY...", Jajnee yKa3bIBaThCsl JaTra, HOMEP W 3aroJIOBOK paHee H3JIaHHOTO
JOKyMeHTa (IyHKTa JOKyMEHTa), a TakXkKe JaTa, ¢ KOTOpOoil oTMeHsieTcs ero jeiicreue. Eciu gara He
yKa3aHa, TO JIHCTBUE paHee M3/IaHHOTO JOKYMEHTa (IIyHKTbl JOKYMEHTa) OTMEHSETCS C JAAaThl U3JaHH
HOBOTO MPUKa3a.

5.10. Ecnu npuka3 OTMEHSIET paHee W3JIaHHBIA JOKYMEHT C MOMEHTa W3JaHHs, TO OJUH M3 IYHKTOB
pacrnopsANTEILHON YaCTH TEKCTA AOJIKEH HAUMHATHCS CJI0BaMH "OTMEHUTD..." M yKa3bIBaThCs J]aTa, HOMEP
Y 3aroJIOBOK paHee M3aHHOTO JIOKYMEHTA.

5.11. Ecnu npuka3 mpearnoaraetcs BBECTH B IEHCTBHE HE C MOMEHTA €ro U3JaHus, He0OX0IUMO yKa3aTh
CpOK BBeJieHUs ero B JieiicTBue. [locneqHuii myHKT pacropsiIMTENbHON YaCTH MOKET COAEepPKATh CBEICHHUS
0 IOJDKHOCTHOM JTUIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJHEHHEM MIPHKa3a.

5.13. Ilpukaspl MOAMUCBHIBAIOTCS TOJBKO JHUPEKTOPOM 0OIIe00pa30oBaTeNbHON OpraHu3alud  UiIu
pabOTHUKOM, HCTIOJHSIONIUM €TI0 0053aHHOCTH.

5.14. OTBETCTBEHHOCTH 32 O0ECIIeueHnEe CBOEBPEMEHHOM 1 KaYeCTBEHHOU IMOATOTOBKH MPOEKTOB MIPUKA30B
U UX COIJIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHHKAMH W OPraHU3AIMSIMH HECYT aBTOPHI MPOEKTa
MpUKasa.

5.15. PerucrpanmonHsle HOMEpa NPUCBAMBAIOTCS IpUKa3aM [0 TOPAJIKY HOMEPOB B Mpeaenax
KaJICHJTapHOTO ToJa.

5.16. [laTa peructpauuu npuKasa sBiIsieTCsl JaTOW €ro MoAnrCcCaHusl.

6. IIpaBuJa, no10KeHUsi, HHCTPYKINHU

6.1. IlpaBuwia — HOPMATHUBHBIM aKT, OMPEAEIAIONIMI MOPSJA0K KaKOro-lInbOo BHIA JEATENbHOCTH,
YCTaHABJIMBAIOLIUI WIN 3alIPEIIAIOLIUI OIIPEIETIEHHOE TIOBEICHUE.
6.2. IlomoxeHne — HOPMATHUBHBIM aKT, JETAJIBHO PEIVIAMEHTHUPYIOUIMI IPAaBOBON CTaTyC, NMOPSIOK

opraHusanvu 1 npoucaypy KaKOTro-Iu00 BuJaa ACATCIbHOCTU.

6.3. I/IHCprKI_[I/Iﬂ — HOpMaTHBHLIfI aKT, H3HaBa€MBII>'I B HCJIEIX PA3BACHCHUS W OMPCACIICHUS TTOPSAKa
MNPUMCHCHUA COOTBCTCTBYIOIICIO HOPMATHUBHOI'O aKTa 0o ¢ LCJIBKO YKa3aHUsA HOPM O crocobax
BEITIQIHEHU S QNPENeIeHHEIX Qnepanui (1eicTruil)
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6.4. IlpaBuia, IOJIOKEHUS, WMHCTPYKLUUH MPUHUMAIOTCS (B 3aBHCHUMOCTH OT BMJA JOKYMEHTa) Ha
Vnpasnstomem cosere, 3aceanusix [Ipodcoro3HOro KoMuTeTa MIKOJIBI U YTBEPKAAIOTCSA AUPEKTOPOM.
6.5. TTopsI0K MOATOTOBKU IPOEKTOB MPABUJI, MOJIOKEHHSI, HHCTPYKIIMN COOTBETCTBYET OOILIEMY HOPSIKY
MOJITOTOBKH MTPOEKTOB MPHUKA30B 00111€00pa30BaTEIbHOM OpraHnu3aIiH.
6.6. TekcT mpoeKTa MOJOKEHHSI, TPABWJI, HHCTPYKIMH [IeYaTaeTcs Ha YUCTOM Jucte Oymaru opmata A4.
6.7. OTIMYUTENBHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MOJI0XKEHUS], UHCTPYKLIMHU SBIISIOTCS:
TOYHOCTh MPUMEHSEMBIX (OPMYIHUPOBOK O€3 HCIOJIB30BAaHUA CIOB M TOHATHH, HMMEIOLIHX
MHO>KECTBEHHBIN CMBICIT;
HCII0JIb30BAHNE KOPOTKUX MPEI0KEHUHN, OOLIEIPUHATHIX BBIPAXKEHUN U CBSA30K, IPU HEOOXOAUMOCTH -
IIPE/IBAPUTENILHOE OIPEIETICHUE UCIIOJIb3YEMbIX MIOHATUHM, COKpallleHuii, ab0peBHuaryp;
OTMCAaHUE BCEX BO3MOXKHBIX BaPHAHTOB COOBITUH M COOTBETCTBYIOIIMX UM BapuUaHTOB JCHCTBUH, T.€.
IIOJIHOTA MpEACTaBICHUS UHPOPMAIIH;
CTPYKTYPUPOBAHHOCTb TEKCTA C LIEJbI0 JOCTH)KEHUS HAWIydlled IOCIIe0BAaTEIbHOCTH H3JI0KEHUS
MaTepuana;
MUHHMU3ALKS TEKCTa C MOMOIIBI0 TPUMEHEHUs1 00001IeHi (0030poB MpearnoaaraeéMelx AeHCTBUN) U
MIpUMEHEHNE NePEYUCIIeHNH (3a1a4, 3TaroB, YCIOBUH U T.11.).
6.8. B 3aBHCHMOCTH OT CIIOKHOCTH ¥ 00beMa pazpabaThIBaEMbIX IIPABUJI, [TOJIOKEHUS, MHCTPYKLIUHU - TEKCT
JOKYMEHTa JENUTCS Ha TJaBbl, MYHKTbl U MOJIMYHKTHI. ['J1aBbl JOJDKHBI MMETh Ha3BaHus. Hymepauus
MIPOU3BOIUTCS apaOCKUMU LU PpaMu.

7. IIpoToko. 3acenaHus (COBEIIAHMS)

7.1. IIpoTOKOJ — JOKYMEHT, B KOTOPOM (PUKCHPYETCs X0/1 00CYK/IEHUSI BOIIPOCOB U MPUHATHUS PEILICHUN
Ha COOpaHMIX, COBEIIAHUAX, KOHPEPEHITUAX U 3aCeTaHUIX KOJIJIETHAIBHBIX OPTaHOB.

7.2. TlpoTokos 3acenanus (coBemiaHusi) - (ajgee - MPOTOKOI) OGOPMIISETCS HAa YUCTOM JIMCTE Oymaru
dbopmata A4.

7.3. PexBu3uT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT M3 JBYX YaCTEi: BBOJHOW U OCHOBHOM.

7.4. Bo BBOJHOHM YacTH YKa3bIBAIOTCS MHHITUAIBI, (PaMUIMK ¥ JOJDKHOCTH TPEACENaTeIbCTB VIOIIETO,
CeKpeTapsi, MPUCYTCTBOBABIINX Ha 3aceJaHUU U, P HEOOXOIMMOCTH, JIMLI, IPUTJIAIIICHHBIX Ha 3ace/laHue
(coBemranue).

7.5. BBogHas yacTh MPOTOKOJIA 3aKAHYUBAETCS IEPEYHEM PACCMATPUBAEMBIX BOIIPOCOB, MEPEUUCICHHBIX
B MOPSAJIKE MX 3HAYMMOCTH € YKa3aHHEM JOKJIaquuKa [0 KaXJI0My paccMaTpuBaeMoOMy Bompocy. Borpocst
dbopmymupyrorcst ¢ npempiorom "O" ("OG"), medararoTcsi OT T'PaHMIIBI JIEBOTO TIOJSI M HYMEPYIOTCS
apabckumu 1udpamu.

7.6. OcHOBHasl 4acTh NMPOTOKOJIA COCTOUT U3 Pa3/ieloB, COOTBETCTBYIOIIMX PACCMATPUBAEMbIM BOIIPOCaM
U UX HyMepaIuu.

7.7. TekcT mMpOTOKOJIA U3JIaraeTcsi OT TPEThETro JIMIa MHOKEeCTBEHHOTO yrcia ("ciymranu”, "BeicTynuaun",
"mocranoBun", "pemman').

7.8. IIpoTOKON MOANHUCHIBACTCS JMIIOM, MPEICENaTeNbCTBOBABIIUM Ha 3acelaHud (COBEIIAHUU), U
cekpeTapéMm 3aceaHus (COBEIIaHus).

7.9. Ilpu oTcyTCcTBUM CEKpeTapsl 3acelaHus, B TOM 4YHCJe MPH MPOBEICHUH ONEPATUBHBIX COBEIIAHUH,
JOTTYCKAETCsl MOMUCAaHKE MPOTOKOJIAa TOJIBKO MPeAceaTeIbCTBYIOIIIM.

7.10. TekcT npoTokoJia H0KEH ObITh MOATOTOBJICH HE MO3JHEe TpeX JHEW co aHA 3acemanus. [IpoekThl
COOTBETCTBYIOIIMX MYHKTOB TMPOTOKOJA BU3HPYIOTCA JOJKHOCTHBIM JIMIIOM OTBETCTBEHHBIM 32
MOJTrOTOBKY.

7.11. lata mpoTOKOJIa JOJKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUS (3aceqaHus).

7.12. Konuu mpoOTOKOJIOB PAaCCHIIAIOTCA 3aMHTEPECOBAHHBIM OPraHU3alMsAM U JIOJDKHOCTHBIM JIMIIAaM B
COOTBETCTBUU C yKa3aTeJlIeM PACCBLIKU, KOTOPBIA COCTABISET CEKpeTaph 3acelaHusl (COBEIIAHMS).

8. IL.1an
8.1. [Iman — AOKYMEHT, yCTaHaBJIMBAIOIIMI MEepeueHb HAMEUEHHBIX K BBIIOJHEHUIO MEPONPUSITHI, UX
MOCJIEIOBATETILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOJIHUTEICH.
8.2. [1nan odopmasgercs Ha nucre Oymard opmara A4 ¢ HCIOIH30BAHUEM CIEAVIOIINX PEKBU3UTOB:
HaMEHOBaHME IIKOJIbI;
rpud yTBepKaeHUS JTOKYMEHTA,;
JaTa J0KyMEHTa;
PErucTpallMOHHBIA HOMEP IOKYMEHTA;
HAUMCHQOBAHUC RI/IEQ EOKWPHTH;
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3aroJIOBOK K TEKCTY;
TEKCT JOKYMEHTA;
HAaMMEHOBAHHE JOJDKHOCTH;
MO/IITUCH.
8.3. PexBu3ut — "Tekct gokymeHTa" oopmisieTcs B Buae Tabnuibl ¢ rpadamu:
HOMEp IyHKTA IUIaHa;
HAaMEHOBAHHE MEPOTIPUSATHUS;
CPOK HMCIIOJIHEHHS;
WCTIOJTHUTEIIb;
pUMEYaHue.

9. OTuer
9.1. OT4eT — NOKYMEHT, COJIep KAIIUi CBEICHUSI O pe3ysIbTaTax JeATeIbHOCTH 32 OTIPEICICHHBIN MEPU O/
BPEMEHH, BBIITOJITHEHUU MEPOIIPUATHH, IOPYYEHUH, 3aJaHH, TIAHOB.
9.2. Otuerbl, TpENOCTaBIIEMbIE B OpPraHbl TOCYJapCTBEHHOW BJIacTU (B TOM 4YHCJIE B OpraHbl
rOCYJapCTBEHHOM CTAaTUCTUKH) M WMEIOIIHME YCTAHOBJIEHHYIO MPABOBBIMU aKTaMU TOCYIAPCTBEHHBIX
opraHoB (opMy, CO3JAIOTCS 10 YCTAHOBJIEHHON TOCY/IapCTBEHHBIMH OpraHaMu JopMe U B OTIPEICTIEHHOM
MMM TIOPSITIKE.
9.3. OTuéThI, MPEIOCTABIIIEMbIE COTPYTHUKAMHU IIKOJIBI B XOJI€ BHYTPEHHETO B3aMMOICHCTBHS, CO3AI0TCS
10 TIPaBUJIaM, YCTAHOBJICHHBIM JIJISI CO3aHUS CITYKEOHBIX 3aIHUCOK.
9.4. Otuetnl 0OPMIIIIOTCS Ha JIMcTe OymMaru hopMaTa A4 ¢ UCIOJH30BAaHUEM CIECAYIOIINX PEKBU3UTOB:

HAauMEHOBAHHUE IIKOJIEI;

naTa TIOKyMEHTa;

PErucTpaIMOHHBIA HOMED TIOKYMEHTA;

HaMEHOBaHHUE BUJA JIOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT IOKYMEHTA;

OTMETKA O TIPUJIOKCHHUH (TTPH HATHYHH ),

HaMEHOBaHHE JOJLDKHOCTH;

MMOITHCE.
9.5. B Tekcre oru€ta B 0053aTEIBHOM TMOPSAKE JOJKHO COJEPXKATHCA YKa3 Ha JACATEIbHOCTH,
MEpOIPUITHE, BbIIAHHOE TIOPYUYEHHUE, 3aJJaHUEe, ITYHKT IUIaHa, MOJICKAIIUN BHIMOJHEHHUIO, U PE3YJIbTAT O
BBITIOJTHEHUH, B TOM YHCJIE C YKa3aHUEM Ha COOTIOCHUE WM HAPYIIICHUE UCTIOTHUTEIbCKOMN TUCITUTIITMHBI,
YCTaHOBJICHHBIX CPOKOB HCIIOJIHGHHS M HaJUIekKallee NpelocTaBiIeHue HHQPOPMAIUHA, HEOOXOIUMBIX
MaTepuaioB (MPOEKTOB JOKYMEHTOB) COMCIIOJIHUTEISAMHU (ITPH yIaCTHH HECKOJIbKUX UCIIOJTHUTEIICH).

10. IIncsmo
10.1. IITucbMa TOTOBSTCS KaK:

OTBETHI O BBITIOJHEHUH MMOPYUYEHUH BBIIIECTOSIIIUX OPTaHOB UCTIOJIHUTEILHON BIACTH;

OTBETHI HA 3aIIPOCHI OPraHU3aLNUN, TPSANPUITHA U YACTHBIX JIHII;

MHUIIMATUBHBIE THCHMA.
10.2. Cpoku MOATOTOBKH OTBETHBIX ITHCEM:

C KOHKPETHOM 1aTOI UCMOJIHEHUS], YKa3aHHOHW B JOKYMEHTE, - B YKa3aHHBIN CPOK;

B COOTBETCTBHUHM C PE30JIIOLMEN TUPEKTOPA U €r0 3aMECTUTENE Ha OCHOBAaHUHU YCTAHOBJIEHHBIX CPOKOB

WCIIOJTHEHUS IOPYYEHU, 3aIIPOCOB MJIH M0 PEIICHUIO aBTOPA PE30JIIOLINH.
10.3. TekcThl OTBETHBIX MHCEM JOJKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a(UKCHPOBAHHBIM B
pe3omonnu. CpoKu MOArOTOBKY MHUIIMATUBHBIX TUCEM OIMPEACIISIOTCS CAMOCTOSITEILHO aBTOPOM IPOEKTA
MUChMa C Y4€TOM HEOOXOAMMOCTH PEIIeHUSI KOHKPETHBIX 3a/1a4 U (WJIH) B COOTBETCTBUH C TPeOOBaHUSIMU
3aKOHO/IATENbCTBA, MOPYUCHUSMHU HETIOCPEACTBEHHOTO PYKOBOIUTEIIS.
10.4. Tlucema meyataroTcsi Ha OnaHke mHchMa 0OOIIE00Opa30BaTENbHOM OpraHU3alid C YIJIOBBIM
PacIoIOKEHUEM PEKBU3UTOB.
10.5. JIONOJHUTENRHO K PEKBU3UTAM OJaHKA IMHUChbMa IpH OGOPMIIEHHU IUCEM B IIKOJE HCIIOIL3YIOTCS
CIICIVIONINE PDEKBU3UTHI:

ajpecar;

3aroJ0BOK K TEKCTY;

TEKCT IOKYMEHTA;

QTMETKA QO ﬂpWHO)KPHI/IVI;
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e BHU3a;

e  TOJIUCH.

e OTMETKa 00 HCIIOJIHUTETIE.
10.6. Ilpu odopmiieHnH nmuchMa Ha JABYX W 0ojiee CTpaHUIAX BTOpAs M MOCIEAYIONIME CTPAHULIBI
HYMEPYIOTCSI IOCEPEIMHE BEPXHETO TOJIS JINCTA apaOCKUMU [HPpaMHu.
10.7. IlncbMa MOANMCHIBACT TUPEKTOP WK PAaOOTHHUKH, YITOJTHOMOYEHHBIEC TIPUKA30M.
10.8. CiyxxeOHbIe 3aMTUCKU
10.9. B mensx OCyLIECTBICHUS B3aUMOJEUCTBUS MEXAY COTPYJHUKAaMU B paMKax BHYTPEHHETO
JOKYMEHTOO0OpOTa B IIKOJIE TPUMEHSIOTCS CiykeOHble 3amucku. Ciry)KeOHbIE 3alMCKd SBISIOTCS
CIPaBOYHO-MH(POPMAIMOHHBIMUA JJOKYMEHTAaMH. ABTOpaMH CIYy)KEOHBIX 3aIIUCOK SIBISIOTCS COTPYAHHUKH
0011e00pa30BaTeNbHOM OpraHn3auy.
10.10. CmyxeOHasi 3ammucKka MOXKET COCTaBISIThCA IO YKa3aHHIO PYKOBOJICTBA WJIM IO HHHUIMATHBE
KOHKPETHOTO COTPYAHHUKA.

| 10.11. Ilpu opopmnenun cayxe0HOM 3anUCKU 0OQOPMIISIOTCS CAEAYIOUINE PEKBU3UTHI:

e ajpecar;

e JaTa JOKYMEHTa;

e HaMMEHOBaHHE BHJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e OTMETKa O MPHJIOKEHUH (TpU HAJINYHH);

e HaMMEHOBaHHE JOJDKHOCTH;

e TOJIUCH.
10.12. City>xeOHBIE 3aMMCKHA MOTYT CO371aBaThCs Ha OyMaKHOM HOCHTEJE U (MJTH) B DJIEKTPOHHOU (opme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTb BBINAETCA COTPYTHUKAM IIKOJIBI M O(QOPMIISETCS TIO MPaBWIaM, YCTAaHOBJICHHBIM
Hacrosmedn MHcTpykmuwedn ams nmcem, ¢ ydé€ToM TpeOOBaHMM TpakJIaHCKOTO 3aKOHOJATEIbCTBA
Pocculickoit @enepaliuy 1 HACTOSIIETO pa3iena.

11.2. ITpoeKT AOBEPEHHOCTH MOATOTABIMBAETCS W BU3UPYETCS COTPYAHUKOM, KOTOPOMY JTIOBEPEHHOCTh
OyZeT BblJaHa, MOCJIe Yero nepenaéTesl B KaHUENSIPUIO Ui HallpaBJICHUs Ha MOANKUCAHNUE.

11.3. JloBepeHHOCTh MOJMUCHIBACTCA AMUPEKTOPOM HWJIM JIUIIOM, OCYHIECTBIISIIOIIUM €ro MOJTHOMOYMS
(MCTIONHSIOMIMM 00SI3aHHOCTH ), U CKPEIISETCS e4aThio 00111e00pa30BaTEIbHOIN OpraHu3alium.

12. [loroBopsbl, corJjiameHusi, KOHTPAKTbI

12.1. JloroBopsl, coriamieHusi, KOHTPAKThl (Jajiee - JOTOBOPHI) MOATOTABIMUBAIOTCA B COOTBETCTBUU C
TpeOOBaHUAMU TPAXKIAHCKOTO, TPYAOBOTrO, OIOMKETHOTO M HMHOTO 3aKOHOAaTenbcTBa Poccuiickoit
®denepanyu, B 3aBUCUMOCTH OT PETYIHPYEMbBIX IOTOBOPOM MPABOOTHOIICHUN U 0053aTEIbCTB CTOPOH.
12.2. IIpoekT 1oroBopa MoAroTaBIUBAETCS OTBETCTBEHHBIM COTPYIHHUKOM (KOHTPAKTHBIM YIPABIISIOLIUM )
C yuéToM HEOOXOJIMMOCTH CBOEBPEMEHHOTO U KAa4eCTBEHHOTO OOECleueHUs] HCIIOJHEHUS CBOUX
MOJIHOMOYUH (00s13aHHOCTEH, (PYHKININ), TOTHOMOYHUHN HIKOJIBI B LIEJIOM.

12.3. IIpoekT 1oroBopa noAroTaBIUBAETCS OTBETCTBEHHBIM COTPYIHHUKOM (KOHTPAKTHBIM YIIPABIISIOLIUM )
COBMECTHO CO CIEUUATUCTOM, K (QYHKIMSIM (MIOJHOMOYHSIM) KOTOPOTO OTHOCHTCSI PEIIEHUE BOIPOCOB,
SBJISIOIIUXCST TPEIMETOM JIOTOBOpA, WM HUHBIM COTPYAHHUKOM [0 MIPSIMOMY YKa3aHHUIO AUPEKTOpa
o011e00pa30BaTeNbHOM OpraHnu3aluy.

12.4. HeoOxoaumast 1yist IOJATOTOBKU MIPOEKTa JOTOBOpa UH(OpMaIns COOUPAETCsi OTBETCTBEHHBIM JIUIIOM
(KOHTPAKTHBIM YIPABISIONIMM) B TIOPSAKE paboyero B3auMOACHCTBHS ¢ YIETOM MIPABHII, YCTAHOBIEHHBIX
Hacrosumen MHcTpykuuen.

13. IIpuHOMNIBI OPraHU3ALUHA JOKYMEHT0000pOTa

13.1. B 10KyMeHTO000POTE BBIIENAIOTCS CIAEAYIONME JOKYMEHTOIOTOKH: TOCTYHArOIas JOKyMEHTalus
(BXomsmIas), OTHpaBisieMast JOKyMeHTalus (MCX0I11as ), BHYTPEHHss JOKYMEHTAIH .

13.1. B cocraBe BXOJsIel U UCXOSIIEH JOKYMEHTAI[MH MOTYT BBIIEIATHCS TOKYMEHTBI, OCTYMHUBIIHNE
U3  BBIIIECTOSANIMX, MOAPATHBIX, MEIUIMHCKUX M JIPYTUX OpraHM3aluii, OpraHoB MECTHOI'O
caMOyIpaBieHHsI, 0OpaleHUs TPaXkJIaH.

13.3. OOparieHus rpaxaaH perucTpupyroTcst U GOPMUPYIOTCS B Jiesia OT/AEIBHO OT JPYrHX JIOKYMEHTOB
o011e00pa30BaTeNbHOM OpraHn3alum.

13.4. B mikolie 0CTaBKa M OTHOPaBKA JIOKYMEHTOB OCYIIIECTBISETCS CPEACTBAMU IIQYTOBOW CBS3M,
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AIIEKTPOHHOM CBSI3H, a TAKXKE [0 CUCTEME IEKTPOHHOTO JoKyMeHToobopoTa (nanee - C3/1). C nomoruibio
MIOYTOBO CBSI3M B 00111€00pa30BaTEIbHYIO OPTraHU3AIMIO JJOCTABISIETCS MMCbMEHHAs KOPPECTIOHICHIINS B
BUJC MPOCTBIX NMHUCCM, 3dKa3HBIX IMMUCEM, ITOYTOBBIX KApPTOYCK, 6&HIICpOJICfI N MCJIKUX ITIaK€TOB, a TAKXC
IICYaTHBIC U3JaHUs.

14. IlepBu4Has 06padoTKa NOCTYNAIOIINX JOKYMEHTOB
14.1. JloKyMeHTBHI, TMOCTyMarolMe B IIKOJNY, TIE€PElalOTCsi Ha  PETUCTPAIMI0  CEKpeTapro
0011e00pa30BaTeNbHON OpraHU3alli M TMPOXOJAT MEPBHYHYI0 00pabOTKy B J€Hb MOCTYIUICHUS, TpPU
MOCTYIUICHHHM B Hepaboyee Bpems - Ha ciemyrommii paboumit aens. [lpum mepBuduHOi 00paboTke
JOKYMEHTOB IPOBEPSETCSI MPaBUIBHOCTh ajpecoBaHus. OMMOOYHO MOCTYNUBLINE JIOKYMEHTHI
[IEPEChUIAIOTCS 110 IPUHAIIEKHOCTH WIN BO3BPAILAIOTCS OTIPABUTEINIO.
14.2. JloxymeHTsl, noctynuuue ¢ otmerkamu "Cpouno", "Bpyuuts HememneHno", "OmnepaTuBHO",
HE3aMEeUINTEIbHO MPOXOJAT MEPBUYHYIO 00paOOTKY M JOKIAJAbIBAIOTCS AUPEKTOPY WM B CIIydae €ro
OTCYTCTBHSI — 3aMECTHUTEIIIO JUPEKTOPA [0 HAMIPABJICHUIO EATEIILHOCTH.
14.3. IlocTynuBiiue TejaerpaMmbl IPUHUMAIOTCS MOJ1 TOANKCH C TPOCTaBICHUEM JIaThl U BpEMEHU IpUEMa,
PErUCTPUPYIOTCS MO TEM K€ IIPaBHIIaM, 4TO U MUChMa.
14.4. DnexTpoHHBIE COOOIIEHMS, aJ[PECOBAHHBIE IUPEKTOPY MWJIM HAIpPaBJIEHHbIE B aJpec IIKOJIbI,
pacrneyaThlBalOTCsl M JIOKJIAQAbIBAIOTCS AMPEKTOPY MM B CIIy4ae €ro OTCYTCTBUSI — 3aMECTUTEIIO
JTUPEKTOpA.
14.5. DnekTpoHHbIE COOOIIEHMs], 3aBEpEHHbIE SJIEKTPOHHOM TMOJIHUCHIO, MOAJIekKaT 00paboTKe 110
MpaBUJIaM, IPEyCMOTPEHHBIM JIJIs TOCTYMAIoNIel (BXoAsIen) T0KyMeHTaIiH.
14.6. TloctynuBiias (BXxoAsias) JOKYMEHTAIUS paclpeiesisieTcs Ha perucTpupyeMble U He Mo IIeKalue
perucTpanu JOKyMEHTHI.
| 14.7. He nojuiesxaT perucTpanuu:

e [PUIIIACUTENbHBIE, TO3JPABUTEIbHbIE TUChMA U TEJIETPaMMBI;

e OWIIETHI;

e IUIAHBI ¥ OIPOTrPaMMbl CEMUHAPOB, KOH(PEPEHLNH 1 JPYruX NOJ0OHBIX MEPOIPUATHIA;

e JIOKYMEHTBHI IO OyXraJTepCcKOMy Y4YeTy, MaTepHaJbHO-TEXHHYECKOMY OOECHEUEHHIO0, IUIAHOBBIE U

(uHAHCOBBIE JOKYMEHTHI, IOCTYyNaoLe 0e3 COPOBOAUTENLHOIO THChMA;

¢ pEeKIaMHbIC, KOMMEPUYECKUE IPEUIOKEHHS, B T.4. IOCTYIHUBIINE 110 3JIEKTPOHHOM 1OYTE;

e [ICUATHBIC U3JIAHUS;

e IHCHMA C IOMETKOU «JIMYHOM.

15. PerucTtpanmsi, yueT M pacCMOTpeHHe PYKOBOAMTEIeM MOCTYNAIIIUX (BXOAAIMX) JIOKYMEHTOB
15.1. IlocTynuBmue (BXOAIINE) JOKYMEHTBI PETHCTPUPYIOTCS TOJIBKO MMOCJIE U IEPBUYHOM 00pabOTKH 1
HE3aBHCHMO OT CI0Cc00a UX JIOCTABKHU.

15.2. Peructpauuss — mnpocTaBieHHUE B HIDKHEM IPaBOM YIJIy MEPBOTO JIMCTA JOKYMEHTa OTMETKU O
MOCTYIUIGHUU C YKa3aHHEM JaThl MOCTYIUICHUS U BXOMSILIErO PErucTPaliOHHOT0 HOMepa JOKYMEHTa C
00s3aTeNbHOM 3aMKChIO B KypHAJI PETUCTPALIMU MOCTyHaromen (Bxoasmieit) nokymentanuu. CTpykTypa
PETUCTPAIIMIOHHOTO HOMEpa, MOCTYMAOUIEro (BXOMAIIEr0) JAOKYMEHTa COCTOMT M3 €ro MOPSAKOBOTO
HOMEpa U MHJIEeKca Jiefla I0 HOMEHKJIaType Aen o01ieo0pa3oBaTenbHOM OpraHu3alim.

15.3. Peructpaius BceX MOCTYNUBIIUX (BXOISAIIUX) AOKYMEHTOB MPOM3BOJUTCS B Mpeienax oOIIero
JOKYMEHTONOTOKa. JIOKYMEHTHI, MOCTYNHMBIIME B IIKOJYy IO KaHainaMm (DaKCUMUIBLHOW CBSI3H,
00pabaThIBaIOTCS ¥ PETUCTPUPYIOTCS B OOIIEM MOPSIIKE.

Texct moctynuBimied TenedOHOTPaMMBbI 3alKCHIBAETCS B JKypHalle pPErucTpaluu TenedoHorpamMm u
revaraercs Ha IucTe Oymaru Jjis mepeaadr Ha pacCMOTpPEHHE.

15.4. Tloctynarorue (BXoAsIIre) JOKYMEHTHI TIEpearoTcsl Ha paCCMOTPEHHE PYKOBOJICTBY TOJIBKO MOCTE
WX PETUCTPAIMU U TIPEIBAPUTEITHLHOTO PACCMOTPEHUS.

15.5. JIokyMeHThbI, MOCTYMHBIIKE B 00II€00pa30BaTEIbHYI0 OPraHU3allKIo, IO BOIIPOCaM, HE TPEOYIOIUM
paccMOTpEHUS TUPEKTOpa, HAIMPABISIFOTCS paOOTHUKOM OTBETCTBEHHBIM 3a JENOTPOU3BOACTBO IIKOJBI
HETMOCPEACTBEHHO UCTIOIHUTEINIO 3aIpoca.

15.6. JlupekTtop B pe30dIOLUUNA ONPEAEseT UL, OTBETCTBEHHBIX 3a UCHOJHEHHE TJOKYMEHTa, U JIa€T UM
nopyueHue. PaGOTHHUK OTBETCTBEHHBIH 32 JIEIOMPOU3BOICTBO MIKOJIBI IEPEAAET TOKYMEHT Ha HCIIOTHEHNUE.
15.7. TlognmuHHUK JOKYMEHTa C PE30NIONHEeH pPYKOBOAUTENs 0OIeo0pa3oBaTenbHOl OpraHu3aun
HaIpaBJIsI€TCS UCTIOTHUTENIO.

15.8. [Ipu HaNM4YUKM HECKOJIBKUX UCHIOJIHUTENEH MOUIMHHUK TOKYMEHTA MEPEAAETCSI TOMY UCTIOJTHUTENIO,
KﬂTﬁpRTﬁ B COQTBCTCTBRUU C yR'ﬂ'{ﬂHVISIMVI II1Q0__UCITOIMHCHUWHK) dIBRIICTCId QTBCTCTBRCHHBIM QCTAIOLHEIC
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WCTIOJIHUTEINHN TIOTY4aloT KOTHIO JOKYMEHTA.
15.9. TlognmuHHKK JOKYMEHTA, KOTOPBIH MCIOIHAECTCS HECKOIBKHUMHU JOJDKHOCTHBIMH JIMLIAMU, TOJTy4aeT
OTBETCTBEHHBIH UCTIOTHUTENb. OCTaTBHBIM UCTIOJIHUTEINSAM TIEPEIAI0OTCs KOTIHH.

15.10. U3roToBneHnue Konuii JOKyMEHTa AJIs MEpeAayd COMCIOJHUTENSAM OCYLIECTBIISIETCS CEKpETapeM
0011e00pa30BaTeNbHOM OpraHn3aluy.

| 15.11. Pe3osironyst cOAEpKUT:

e yKa3aHME IO UCIOIHEHHIO, COJIEpIKaIlee KPaTKOe ONMMCAHNE HEOOXO0IMMOTO /ISl UCTIOTHEHUS IeHCTBHUS;

e VyKa3aHWE Ha CPOK, B TEYCHHE KOTOPOTO JHMOO 10 HMCTEYECHUS KOTOPOTO HEOOXOIUMO HCHOJIHHTH

IIPEANMCAHHOE JIEHCTBUE;

e JIMYHYIO OJIHUCH aBTOPA PE30JIIOLIUH;

e JIaTy MPOCTABJICHUS PE30JIOLUH.
15.12. Yka3zanue Ha CpOK, B TE€YEHHUE KOTOPOTO JIMOO JO MCTEUEHHUS KOTOPOTrO0 HEOOXOJUMO HUCIIOIHUTH
MPEIUCaHHOE JCWCTBUE, MOKET HE BBIPAKATHCS KOHKPETHOW IaTOM M COAEp)KaTh BBIPAKEHUS: "B
YCTaHOBJIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3osroniyst mumieTcst Ha CBOOOAHOM OT PEKBU3UTOB MECTE MEPBOIO JUCTA TIOKYMEHTA.
15.14. B cnyuae, Korja pe3ojionus aJpecoBaHa HECKOJBKUM COTPYIHHUKAM, TO OTBETCTBEHHBIM 3a
WCTIOJTHEHUE IOKYMEHTA B IIeJIOM SIBISIETCS COTPYIHUK, YKa3aHHBINA NIEPBBIM (BEPXHUM), THOO COTPYIHUK,
B OTHOIIIEHUH KOTOPOTO CJeJIaHa MOMETKA O TOM, YTO OH SBIISIETCS OTBETCTBEHHBIM.

16. Opranuszanusi padoThl ¢ OTHPABJIAEMbIMHU (UCXOAAIMMHU) TOKYMEHTAMU

16.1. Jlo mpepocTaBieHns IPOEKTa OTIPABIIIEMOTro (MCXOASIIEro) T0OKyMEHTa Ha MOIUCh JTUPEKTOPY WU
MHOMY YIIOJHOMOYEHHOMY B YCTaHOBIJIEHHOM MOPSIKE HA TMOJIHCAHWE JUIy OCHOBHOM HCHOJHUTENb
MPOBEPSIET TMPABWILHOCT OQOPMIICHHUSI OTMPABIAEMOTr0 (MCXOJIIET0) JOKYMEHTa Ha COOTBETCTBHUE
TpeboBaHUAM HacTosAulel MHcTpykuuu.

16.2. Tlpu NOArOTOBKE OTHpPaBISIEMOro (MCXOAAIIEro) JOKYMEHTa Kak OTBeTa Ha IOCTYNUBIIUN
(BXOSIIMIA) JOKYMEHT UCIIOJIHUTENb MPUKIIAIBIBACT K MOATOTOBICHHOMY IIPOEKTY BXOAAIIUN JOKYMEHT.
16.3. TIpoekThl OTHPaBISIEMBIX (MCXOMASIINX) MTOKYMEHTOB C y4ETOM COONIOACHHUS YCTAaHOBJIECHHOTO B
PE30JTIOINH CPOKA HCIIOIHEHUS MepeaatoTCsl OTBETCTBEHHBIM HCIIOJHUTENIEM B OT/IEN ACIONPOU3BOICTBA
(kaHUENApus, CeKpeTaph) LIKOJIbI 1711 HAPaBJIeHUs Ha MOANKMCAHUE.

16.4. ITognmucanHbie OTIpaBIsieMble (UCXOAAIINE) TOKYMEHTBI, TIEPEeIatoTCsl paAOOTHUKY OTBETCTBEHHOMY
3a JeIONPOU3BOJACTBO IIKOJbI, KOTOPBI OCYIIECTBIISIET MPOBEPKY KOMILJIEKTHOCTH M COOTBETCTBUS
KOJIMYECTBA HK3EMIUISIPOB OTHPABISEMOro (HMCXOJIIET0) JOKYMEHTa CHHCKY pPAacChUIKH, a Takke
MPaBUIIBHOCTH 0(DOPMIICHUS TOKYMEHTA COTJIACHO HACTOSAIIEH MHCTPYKLUU.

16.5. B cnyyae HapylieHHUS KOMIUIEKTHOCTH WM COOTBETCTBHUSI KOJHMYECTBA, a TAaKXKE MPaBUIBHOCTH
opopMIIEHHST TOKYMEHTa COIJIACHO HACTOSIIEH MHCTPYKLUMU OTIpPAaBIIAeMble (MCXOIAIINE) TOKYMEHTBHI
HE3aMeUINTEIbHO BO3BpAIllalOTCd PAaOOTHUKAMM KaHUEISPUU OTBETCTBEHHOMY HCIOJIHUTENIO WIA B
cllydae OTCYTCTBUSI OTBETCTBEHHOT'O WCIIOJHUTENS €ro HENOCPEACTBEHHOMY PYKOBOJIUTENIO IS
yCTpaHEeHHs HapyLICHUH.

16.6. JIokyMeHThI TIOCIIE UX MOMUCAHUS AUPEKTOPOM HIIM MHBIM YIOJIHOMOUYEHHBIM JIMIIOM HEPeIaroTCs
B KaHIIENSPHUIO 00111€00pa30BaTENbHON OpraHu3aluu Ui PETUCTPALlUU U OTIPABKU.

16.7. Peructpauusi OTHpaBisieMbIX (HMCXOMSIINX) JOKYMEHTOB OCYIIECTBIISIETCS TOCJIE IPOBEICHUS
pabOTHUKAMU KaHLEISPUH, OTBETCTBEHHBIMH 32 JENOMPOU3BOJCTBO, MPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJMYECTBA DK3EMIUISIPOB, a TakXKe NPaBHILHOCTb OGOPMICHHS OTHPABIISIEMOTrO
(McxoadIIero) T0KyMeHTa.

16.8. Perucrpanus co3naBaeMbIX JTOKYMEHTOB OCYILECTBIIAETCSA B JCHb NOJINUCAHUS WIA YTBEPKICHUS
1100 Ha cleAyromui pabounii 1eHb.

16.9. CBeneHus 0 pErucTpUpPYEMBIX OTHPABISEMbIX (MCXOJAIIMX) JOKYMEHTaX BHOCSTCS B JKypHal
perucTpanuu oTIpaBiseMon (MCXosmeil) JOKyMEeHTaIUH.

16.10. PeructpaioHHbIil HOMEp M J1aTa OTHPABISIEMOro (MCXOJIIEro) JOKyMEHTa MpPOCTaBISAIOTCA Ha
MOJUIMHHUKE JIOKYMEHTa B pEKBU3UTaX OJaHKa W Ha OK3eMIULIpe, OCTalolleMcs B Jefe
0011e00pa30BaTeNbHOM OpraHnu3alum.

16.11. CTpyKTypa perucTpaiiioHHOr0 HOMepa OTIPaBIAEMOro (MCXOASAIIET0) JOKYMEHTA COCTOUT U3 €T0
MOPSIIKOBOTO HOMEpPA U MHAEKCA JIENa 10 HOMEHKJIATYpe JEJT IIKOJIBI.

16.12. OtnpaBka JOKYMEHTOB IPOM3BOAUTCS LEHTPAIN30BAHHO paOOTHUKAMHU KAaHLEISAPUH IIKOJbI,
KOTOpPBIE MPOU3BOIAT UX COPTUPOBKY IO CIIOCOOY OTHpaBieHUs (IIPOCTast, 3aKa3Has, MEXKAYHAPOJHAS U

ap.).
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daxcorpammbl 1 Tene(OHOrpaMMbI TIEPEIAIOTCS 10 KaHadaM TeJle()OHHOM CBA3H.
16.14. DnekTpoHHBIC COOOINEHHUS OTIPABISIIOTCS C O(UIIMATHHOrO MOYTOBOTO AJIEKTPOHHOTO aapeca
0011e00pa30BaTeNbHOM OpraHn3aluy.
16.15. Ilucbma, TenerpamMMbl, OTKPBITKH, OaHIEpOJH, (HhaKCOTpaMMBI, 3JEKTPOHHBIE COOOIICHMS, HE
CBsI3aHHBIE C paboueil esITeTbHOCTHIO, K OTIIPaBKE HE TPUHUMAIOTCS.
| 16.16. JloKyMEHTBI, OTIPABJIIEMBIE CPEACTBAMHU IIOYTOBOM CBA3U MPOXOMST:
e  YIAKOBKY;
e anpecoBaHue (IIpU HAIMPABJIICHUU JOKyMeHTa Ooyiee 4eMm B 4 ajgpeca) — B COOTBETCTBUU C yKazaTelieM
PacChUIKH, Ha KaXKJIOM 3K3EMIUISIpE MCbMa YKa3bIBA€TCs TOJIbKO OJIMH aJpecar.

e IPOCTABJIEHUE CTOUMOCTHU IOUYTOBBIX YCIIYT;

e Iiepefayy B IOYTOBOE OT/AEICHHUE CBSI3U.
16.17. Ilpu mOATOTOBKE M OTIPABKE MHCEM HEOOXOJAMMO YUYUTHIBAThH MPABUIIA, YCTAHOBJICHHBIC TPUKA30M
MunucrepcTBa cBsi3u U MaccoBbIX kKoMMmyHuKauid P® ot 31 urons 2014 r. N 234 "O6 yrBepxkaeHuu
[IpaBun okazaHus ycayr HOYTOBOMU CBA3H".
16.18. JIokyMeHTBI, OTIIpaBisieMble CPEICTBAMH TTOYTOBOM CBSI3U B OJHMH aJpecC, BKIIAJILIBAIOTCS B OJWH
KOHBEPT.
16.19. Hcxopnsmue NOKYMEHTHI, MpeAHa3HAuUEHHbIE ISl OTIPAaBKU CPEICTBaMHM (PaKCUMUIBHOW CBS3H,
OTIPABJISIOTCS paOOTHUKAMU KaHLIEISpUU 00111e00pa30BaTeIbHON OpraHu3aliy.

17. Pazpa0boTka 1 BeleHHe HOMEHKJIATYPbI J1eJ
17.1. JoxymeHTaIbHBINA (HOHJ IITKOJBl — COBOKYITHOCTH JOKYMEHTOB, 0Opa3yIONIUXCS B MPOIECCE €T0
ACATCIBbHOCTH. JIOKYMCHTaHBHLIfI (bOH)I ITKOJIBI COCTaBJIAIOT JOKYMCHTBI, CO3J1aHHBIC B
o0m1eo0pa3oBaTeIbHON OpraHM3alMi U MOJYYEHHbIE €0 B pe3yibTaTe B3aUMOJEHUCTBUSL C OpraHamu
TOCYJapCTBEHHOM BJIACTH, OpraHaMHd MECTHOTO CaMOYIpaBJICHUS, HOPUIAWYECKUMH W (PU3NUECKUMHU
JTULAMHU.
17.2. Homenkmarypa pen SBISE€TCS OCHOBOW (OpMHpOBaHUS JOKYMEHTAIbHOTO (HOHIA WIKOIBI W
MIpe/ICTaBiIsIeT cOO0W CUCTEeMATU3UPOBAaHHBIN NEPEYeHb 3aroJIOBKOB (HAMMEHOBAHUMN) JIeJ, 3aBOJIUMBIX B
IIKOJIe, C yKa3aHHEeM CPOKOB UX XpaHEHHs, U O(OPMIICHHBIH B COOTBETCTBUM C IMPABOBBIMU aKTaMU,
PEKOMEHIalIMSIMA U METOIMYECKUMU yKa3aHUAMU opranoB Poccuiickoit denepanyu, ynoJHOMOYEHHBIX B
cdepe rocy1apcTBEHHOTO YIPaBJICHUS apXUBHBIM JETIOM, JIEIOMPOU3BOJICTBA U JOKYMEHTOO00pOTA.
17.3. HoMeHkJaTypa Jies1 COCTaBIISIETCS HA OCHOBE M3YUYEHHUS TTOJIOKEHUH, MHCTPYKIMIA U MPABUJI, a TAKXKE
JPYTrUX JTOKYMEHTOB, PETJIAMEHTUPYIOIINX JAEATEIbHOCTh 0011e00pa30BaTeIbHON OpraHu3alky, a TakKe
HOMEHKJIATyp JeJd 3a NpPEeIIIeCTBYIONIME TOJbl M JOKYMEHTOB, OOpa3ylolIUXcs B JEATEIbHOCTU
0011eo0pa3oBaTeIbHOM OpraHU3aIUH.
17.4. Homenknarypa [en HCHOJb3YeTCA I TPYNIHUPOBKU MCHOJHEHHBIX JOKYMEHTOB B Jela,
CUCTEMaTU3allMi U ydyeTa JeJl, ONPEICIICHHs] CPOKOB MX XPAaHEHHsS] U IOUCKA JOKYMEHTOB, SIBIISIETCA
OCHOBOI1 ISl COCTABJICHUS OMKCEH AeN MOCTOSIHHOTO U BpeMeHHOTO (cBbimie 10 jeT) XpaHeHus, a TaKxke
JUI yueTa Jied BpeMeHHOTO (10 10 neT BKIIUYUTEIbHO) XpaHeHH .
17.5. HomeHknarypa zieJ1 BBOJUTCS B JCHCTBUE MTPUKA30M I10 HIKOJIE.
| 17.6. HoMeHknarypa jieJ1 TOTOBUTCS B TPEX SK3EMILISIPaAX:

e Ui IOMEILIEHUS B HOMEHKJIATYPHOE JIEJ0 U MOCTOSHHOTO XPAHEHUS;

e IS HCTIONIH30BAHUS B pabOTe OTIEIOM AETIONPOU3BOICTBA (KaHIEIIpuUeii);

e Ui XPAHEHUS B apXUBE IIKOJIBI.
17.7. VI3 HOMEHKJIaTypBI IeJ IIKOJIBI OTBETCTBEHHBIM JIUIIOM 32 BEJICHHE AETONPOU3BOJICTBA O0(OPMIISIOTCS
BBITIUCKU JIJIS1 K&XKIO0TO U3 MOApa3aeNieHuii U OTAeTI0B 00111e00pa3oBaTeIbHON OpraHnu3allliu.

18. ®opmupoBanue gej M UX Tekyliee xpanenue. IloaroroBka 10KyMeHTOB M /eJ K nepegade Ha

apXuBHOe XpaHeHHue

18.1. ®opmupoBaHue Jen — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUHU C
HOMEHKJIATYpOil Jien 001eo0pa3oBaTeIbHONM OpraHU3aIMK U CUCTEMATH3alus IOKyMEHTOB BHYTPH JIefa.
18.2. lena co AHA WX 3aBeEHUs JI0 TIEpeayl B apXUB IIKOJIbI MJIM HA YHUUTOKEHHE XPAHSTCA 110 MECTY
ux (POpMUPOBAHMSL.

18.3. TIpukassl 10 OCHOBHOM, aIMUHUCTPATUBHO-X035ICTBEHHO!, y4eOHO-BOCIIUTATEIbHON 1€ TEILHOCTH
IIKOJIBI, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B IO JUYHOMY COCTAaBY PaOOTHHUKOB U MO JINYHOMY COCTaBY
oOyyaronuxcs (y4anuxcs/BOCIIUTaHHUKOB).

18.4. Ilepenucka rpynnupyercs 3a NEPUO KaJE€HAapHOIO ToJja U CUCTEMATU3UPYETCS B XPOHOJIOIMUECKON
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MOCJIEeI0BATENLHOCTH.
18.5. IlpoBepka HamU4Usi U COCTOSHUSL JTOKYMEHTOB W JI€J MPOBOJUTCA MPU MEPEMEIICHUU e, TPHU
BO3BpATe JIeN, PU pEeopraHU3aIii WU JIMKBUAANNN 001Ie00pa3oBaTeIbHON OpraHU3aIliH.
18.6. B apxuB oOmieoOpa3oBaTrenbHON OpraHU3alMK (J1ajee - apXuB) MEpPENaroTCs Jejia MOCTOSHHOTO,
BpeMeHHOTO (cBbiiIe 10 J1eT) CpOKOB XpaHEHUS U 10 JINYHOMY COCTaBy uepe3 3 rojia nocie rojia, B KOTOpoM
JOKYMEHTBI ObLITH TIOMEIIEHBI B JIEJI0 HAa XpaHEHHE.
18.7. Ilepenaya TOKYMEHTOB B apXUB IIPOU3BOJUTCS IO YTBEPKICHHBIM OMUCSAM JIEI.
18.8. IloAroroBKa JIOKYMEHTOB W JIed K Tepenadye Ha apXMBHOEC XPAaHEHHWE M Ha YHHUUYTOKCHUE
MPEAyCMaTPUBACT:

AKCIIEPTU3Y IIEHHOCTU JOKYMEHTOB;

COCTaBJICHUE OIUCEH JIeN 10 pe3ysIbTaTaM IKCIEPTU3bl UX EHHOCTH;
e odopmiienue nem;

COCTaBJICHUE aKTOB HA YHUUYTO)KCHHUE JJOKYMEHTOB U JIeJI C UCTEKIINMH CPOKAMU XPAHCHHUS.
18.9. Dxkcnepru3a LEHHOCTH JOKYMEHTOB IIOCTOSIHHOTO M BPEMEHHOTO XPaHEHMsI OCYLIECTBIISETCS
€XKEroJHO JHIOM (JIMIIaMH), Ha3HAYEeHHBIM TIPUKA30M OTBETCTBEHHHIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHHUE.
18.10. B neno momemaercs He 6oJiee 250 muCcTOB (TOJIIMHA JIeTia PU 3TOM COCTaBJIsIeT He Oosiee 4 cm).
[Ipu OoJsibIIOM KOJMYECTBE JAOKYMEHTOB (hOpMHUpPYIOTCS ToMma (4acTu) jaena. BHyTpu aena TOKyMEHTHI
pacrojiaratrorcst B XpOHOJIOTUYECKOM MOPSAKE B COOTBETCTBUM C ONMUCHIO. B 1iea moMmenarTcess TOJIbKO
WCTIOJTHEHHBIE, MPAaBUIILHO 0(POPMIICHHBIE IOKYMEHTHI.
18.11. JIoKkyMEHTBI BHYTpPH JI€JIa PACTIOJIArat0TCs CBEPXY BHU3 B XPOHOJIOTUYECKOM, BOITPOCHO-JIOTHYECKON
MOCJIEIOBATEIILHOCTH WJIM WX COYETaHWH. PacmopsauTenbHble JOKYMEHTHI TPYNIHUPYIOTCS B Jiena IO
BHJIaM W XPOHOJIOTHH C OTHOCSITUMUCS K HUM TIPUIIOKECHUSIMU.
18.12. JInyHble KapTOYKU paOOTHUKOB (POPMUPYIOTCS B J1€J10 TO aidaBuTy HaMUIHA.
18.13. Odopmnenue nena npeaycMaTpuBaeT: o(hopmMiIeHHE PEKBU3UTOB 00JIOKKH JIeJIa TI0 YCTAHOBJICHHOU
dbopme; HyMepalHio JIMCTOB B JIeJie KapaHJallloM B BEPXHEM MPaBOM YIJy; COCTaBJICHHE BHYTpPEHHEH
OMHCH JIOKYMEHTOB JieJia, MOAIIMBKY U nepereT aena. Jluer Gosnpiioro gopmara, MOAMIMUTHINA 32 OJUH
Kpai, HyMepyeTCsl KaK OJWH JINCT B MPaBOM BepXHEeM Yriry. JIOKyMEHTHI ¢ COOCTBEHHOW Hymepaluen
JIUCTOB, B TOM YHCJIE TI€YaTHbIE U3/IaHus, HYMEPYIOTCS B OOIIEM MOPSIIKE.
18.14. JIucTel e, COCTOSIMX M3 HECKOJIBKUX TOMOB HJIM YacTeW, HyMEPYIOTCS MO KKIOMY TOMY HIJIH
4acTU OT/IEIbHO.
18.15. Tlocne 3aBepiieHUs HyMepalMu JIMCTOB COCTaBISIETCS 3aBEpUTEIbHAs HAJIIUCh, KOTOpas
pacrnojiaraercs B KOHIIE [esia. 3aBepuTeNbHAs HAANKUCh COCTABISETCA B Jiefie Ha OTAEIbHOM JIUCTE-
3aBepuTee Jena.
18.16. B 3aBepuTenbHOM HAAMKUCH ITU(PaAMU U MPOTTUCHIO YKa3bIBAETCS KOJMYECTBO JIUCTOB B TAHHOM JIEJIE.
3aBepuTenbHas HAAMKUCh IOJIMUCHIBACTCS €€ COCTABUTENEM C yKa3aHHEM paciiu(pOBKU IMOINUCH,
JOJKHOCTH M JaThl cocTaBieHus. KoiauuecTBO JIMCTOB B Jefie MPOCTaBisieTcss HAa OOJOXKKe Jiena B
COOTBETCTBUU C UTOTOBOM HAIHCHIO.
18.17. PexBu3uT "Cpok XpaHeHus Jena" TMEPEHOCHTCS Ha OONOXKY Jeja U3 COOTBETCTBYIOLICH
HOMEHKJIATYPHI JIEJI TTOCIIe CBEPKH €r0 CO CPOKOM XPAHEHHUS, YKa3aHHBIM B IIEpEYHE TUTIOBBIX JOKYMEHTOB
WJIH B TIEpEeYHE IOKYMEHTOB, 00pa3yIoNINXcs B ACATEIbHOCTU (hefepanbHOro OpraHa, ¢ yka3aHueM CpOKOB
XpaHEHHUSI.
18.18. Ha nenax moctostHHOTO XpaHeHusl nuiiercs: " XpaHuTh MOCTOSHHO .
18.19. Ilpuem aen npou3BOAUTCS COTPYIHUKOM, YIIOJHOMOUYEHHBIM Ha BEJCHUE JIEATEIbHOCTH apXuBa, C
MPOCTaBIEHHEM B JIBYX SK3EMIUIIpax OMHUCU JIel OTMETOK O HAIMYMU KaKIOro jena (Ha KaxaoM
AK3EMILISIPE OTIMCH YKa3bIBAECTCS KOJMMYECTBO (PAKTHUECKH MPUHSATHIX JIeN, JAaTa MpuemMa-rnepeaadu e, a
TaK)Ke MOJIMUCU apXUBHUCTA U COTPYAHHUKA, IEPEAABIIETO Aea.

19. 3akaounTeIbHBIE MOJIOKEHUA

19.1. Hacrosimas WHCTpyKIusi MO JI€IOMPOU3BOJICTBY SIBIISETCS JIOKAJIbHBIM HOPMATUBHBIM aKTOM
o0m1eo0pa3oBaTenbHON OpraHu3aIuy, NpuHIMaeTcs Ha O0iemM coOpaHud pabOTHUKOB U yTBEPIKIAETCS
(BBOAMTCS B ICMCTBHE) MIPUKA30M TUPEKTOPa 00111e00pa30BaTEIbHON OpraHU3alluH.

19.2. Bce wu3MeHeHHMs W JOMOJIHEHHWs, BHOCHMBIE B HacTosmyro WHCTpykiuio, oQopMIsIFOTCs B
MMCBMEHHOU (popMe B COOTBETCTBUU JACUCTBYIOIINM 3aKOHOJaTeNbcTBOM Poccuiickoii Denepanum.

19.3. MHCcTpyKIMs MO AETONPOU3BOJICTBY B IIKOJIE IPUHUMAETCS] HA HEOTIPECIICeHHbIN CPOK. I3MeHeHus
U JOomojgHEeHUs K WHCTpyKUMM TNPUHUMAIOTCS B MOpPsAKEe, MOpeaycMoTpeHHoM 1.19.1. Hacrosmieit

aerpyvxmyy.

o py*
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19.4. Tlocne npunsatus MHCTpyKIuy (MM U3MEHEHUH U JONIOJIHEHUH OT/IENbHBIX IIYHKTOB U pa3/eiioB) B
HOBOM peAaKIK MPpeAbIAYIas peaKis aBTOMAaTUYECKU YTPAUUBAET CUITY.
[Tpunoxxenne Ne 1

IIpaBuia odopmiieHnsi peKBU3UTOB JOKYMEHTOB

1. JIns mOArOTOBKHM JOKYMEHTOB MPHUMEHSETCS TEKCTOBBIA pENaKkTop, 00ecreumBaromuid TpeOOBaHUS
rpauuecKoro BOCIPOU3BEICHUS PEKBU3UTOB JOKYMEHTA.
2. Bugsl u pa3smepsl ucnonbdyembix mpudtoB: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOIMKEHHBIE K HUM.
3. Ilpu moAroToBKE TEKCTOB B TAOIMMIIAX, /Il OOSCIICUCHHUS JIyUIIed YATAEMOCTH JTAaHHBIX, JTOIYCKAaeTCs
npuMeHeHune mpudToB Buaa Arial, pazmepos 12,13.
4. Jlnana3oH UCIOJIb3YEMBIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJJUHAPHOTO /10 MOJIYTOPHOTO.
5. AO3anHBIif OTCTYN TEKCTa JJOKyMeHTa - 1,25 cm.
6. 3aroJI0BKH pa3/eoB U MOJIpa3AeoB eYaTalTcs ¢ a03alHBIM OTCTYIIOM UJTH HEHTPUPYIOTCA 110 IIUPUHE
TEKCTa.
7. MHOrocTpoyHble PEKBU3UTHI ME€YATAIOTCS 4Yepe3 OJMH MEKCTPOUYHBIM HMHTEpBaJl, COCTaBHBbIE YACTH
PEKBU3UTOB OTAEISIOTCS JAOMOJHUTEIBHBIM UHTEPBAJIOM.
8. Eciiu OKyMEHT rOTOBHUTCA Ul M3/aHUS C YMEHbIIEHHWEM MacluTaba, TEKCT IedaTaeTcsl uyepes JBa
MHTEpBaJIa.
9. UnTepBan Mex 1y OykBaMu B CJI0Bax - 0ObIYHBIN. MIHTepBan Mexay ci0BaMU - OJHMH MPOOEII.
10. TekcTt nOKyMeHTa BbIpaBHHMBAeTCS MO LIMPUHE JHUCTa (IO TpaHUIAM JIEBOIO U MPaBOro IMoJiel
JOKYMEHTA).
11. JlnuHa camMoit IIMHHON CTPOKU PEKBU3UTA MPHU YIIIOBOM PaCIOJIOKEHUN PEKBU3UTOB He Oosee 7,5 cM.
12. lnuHa caMoi JUIMHHOM CTPOKHM pPEeKBU3UTA MPU MPOJ0JIHLHOM PACHOJI0KEHUHN PEKBU3UTOB He Oojee 12
CM.

| 13. Koa ¢popmbl 1oKyMEHTa
Kox ¢dopmbl nokymeHTa mnpocTaBisercss Ha YHUGUIMPOBAHHBIX (POpPMAax JOKYMEHTOB B OCHOBHOM
UCIOJb3yeMBbIX B KaJIpOBOM JIOKYMEHTO00OpOTE 1IKOJIBL. Pacnosaraercs koa (GopMbl B IIPaBOM BEPXHEM
yriy pabodero moJisi JHOKyMEHTa, COCTOMT u3 ciioB "dopma mo" (HamMeHOBaHME KiaccuduKaropa) u
nugpoBoro KoJa.
[Tpumep - @opma no OKY][ 0301001.

| 14. HaumeHOBaHME IIKOJIBI
HanmenoBaHMe IKOJIBI JOJDKHO COOTBETCTBOBATH HAMMEHOBAHUIO IOPUAMYECKOTO JIULA, 3aKPEINIEHHOMY
B €r0 y4peIuTeNbHBIX J0KyMeHTax (YcraBe o0meoOpa3oBaTesibHON opranu3anun). Ilog HanmeHoBaHHEM
LIKOJIBI B CKOOKaX yKa3bIBAa€TCsl COKPALICHHOE HAaUMEHOBaHKe 00111e00pa30BaTeIbHOM OpraHnu3alum.
Hazn HanMeHOBaHMEM ILIKOJIBI - YKa3bIBACTCS MIOJHOEC HAMMEHOBAHUE BBIIECTOSIIEH OpPraHU3aliy.

| 15. CnpaBouHbI€ JaHHBIE O IIKOJIE
CrnpaBouHble JaHHBIE O ILIKOJIE BKIIIOYAIOT B ce0sl: MOYTOBBIM ajapec, HoMepa TenedoHa, daxca, aapec
NIEKTPOHHOU mouThl, kKoJ mmKojabl no OKIIO (nmpocraBusiercs no ObuepoccuiickoMy Kiaccu(pukaTopy
NPEeNnpHUsITH U OpraHu3aluii), OCHOBHOW TOCYIapCTBEHHBIM peructpamuoHHsii HoMep (OI'PH),
UACHTU(GUKAIIMOHHBIH HOMEp HaJOTrOIUIATEeNbIINKA/KOJ HPUYMHBI TOCTAHOBKM HA HAJIOTOBBIA YdYeT
(MHH/KTIID).

| 16. HaumenoBanue Buaa JOKYMEHTa
PexkBusur wucnone3yercss I yKasaHMsT BUJA JOKYMEHTa M paclojlaraercsi IOJ PEKBU3UTOM
«HauMeHOBaHHe 00111e00pa3oBaTesIbHON opranu3anuny». HanMeHnoBanue Bua JOKYMEHTa HE YKa3bIBA€TCs
B IIUCHMaXx.

| 17. Jara nokymeHTa
JlaTtoil TokyMeHTa sIBJII€TCs JjaTa ero noJanucanus (IpukKas, MMCbMO, 3aIlMCKa, aKT U JIp.), YTBEPKICHUS
(MHCTpYKIMS, TOJIOKEHHE, MpaBHja, perjaMeHT, IJIaH, OTYeT M JIp.), COObITHA, 3a(PMKCUPOBAHHOTO B
JOKYMEHTE (IIPOTOKOI).
Jlata JOKyMEeHTa IpOCTaBJIAETCS JOJKHOCTHBIM JIMIOM, IIOJNUCHIBAIOIIMM WIH YTBEPKIAIOLIUM
JOKYMEHT, WIHM IIPU PETUCTPAlMU JOKYMEHTA, WIM HEMOCPEACTBEHHO COCTABUTEIEM IPU NMOATOTOBKE
JOKyMeHTa (cayxe0Hast 3a11cKa, 3asBJICHUE U Jp.).
JIOKyMEHTBI, U3/JaBa€Mble COBMECTHO C JIPYTUMH OpraHU3alMsIMU JOJDKHBI UIMETh OJIHY (€IMHYIO) JaTy.
Jlaty nokymeHnTa opopMIIsIOT apaOCKUMH MdpamMu B TIOCIIE0BATEIILHOCTH:
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e JeHb Mecsua, Mecsl, roia. JleHb Mecsna u mecsl oOPMIIIOT OBYMS MapaMu apabckux mudp,
pa3AeIeHHBIMH TOYKOM; TOJT - YeThIpbMsI apadckumu udpamu, Hanpumep: 01.12.2017. Byksa "r" nocne
udp HE CTaBUTCH.

e IIpU CJIIOBECHO-IU(POBOM CIOCOOE 0POPMIIEHHS IaThI IeHb MECsII1a yKa3bIBaeTCsl apoit apadckux mudp,
rOJI YeThIpbMs apabckumMu 1udpamu, Hanpumep: 12 nexadpst 2017 r.

| 18. PerucrpannoHHbIil HOMEp JOKYMEHTA
PeructpannoHHBII HOMEp JOKYMEHTAa IIPOCTaBISETCS B COOTBETCTBUH C CHUCTEMON pETHCTpAlUH,
IIPUHATOM B LIKOJIE.
PerucrpannoHHbII HOMEp NPUCBAUBACTCS TOKYMEHTY IOCIIE €ro MOAMUCAaHNs (YTBEPKACHHS).
Ccpulka Ha PEruCTPAIOHHBIN HOMEp U 1aTy JOKYMEHTa
Ccpuika Ha HCXOAAIINN HOMEP M JaTy JOKYMEHTA aipecaHTa BKJIIOUAaeT B ce0sl PeruCTpallMOHHBIN HOMEP
U JIaTy JOKYMEHTA, Ha KOTOPBI I0JDKEH OBITh JJaH OTBET.

| 19. Mecto cocraBiieHus (U3JaHNs) JOKYMEHTA

MecTo cocraBieHMs WM U3JaHUS JOKyMeHTa - "ropon ..." - yka3blBaeTcs Ha OJaHKax MPOTOKOJIOB U
aKTOB, COCTaBJISIEMbIX B 00111€00pa30BaTeIbHON OpraHu3aliy.
| 20. Anpecar

B pexBusute "Anpecat" ucnonb3yroTcsi o(uIMaTbHBIE HAUMEHOBAHHUS OPraHOB TOCYAapCTBEHHOW U
WCIOJIHUTENBHON  BJAacTH, OPraHOB MECTHOIO CcaMOYIpaBlieHus, opraHuzamuil. Jlomyckaercs
WCIIOJb30BaTh O(HUIIMATBLHO TPHUHATHIE COKpAIlCHHbIE HAUMEHOBAHUS OPraHOB TOCYAApCTBEHHON U
WCIIOJIHUTENBHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYTPABIEHUS, OPTaHU3aALIUN.

[Ipu agpecoBannm TOKyMEHTA AOHKHOCTHOMY M YaCTHOMY JIMITY MHUIIHAIIBI CTaBSATCS TOCHE (PaMUITHH.
[Ipumep - Pykosooumento OO0 «Cmpoumeins»

Damunus U.0.

PexkBusut "agpecatr" mpocTaBisieTcs B BEpXHEW MpaBod 4YacTH JOKyMeHTa (Ha OJaHKE C YIJIOBBIM
PacroJio’)KeHUEM PEKBU3UTOB) WUJIM CIpaBa IMOJ PEKBU3UTAMU OJlaHKa (TMPU MPOJOTIBHOM PACIIONIOKEHUU
pekBu3nTOB Onanka). CTpoku pekBu3uTa "aapecat' BBIPABHUBAIOTCS 1O JICBOMY Kpar WU IEHTPYIOTCS
OTHOCHUTEJILHO CaMOMW IJTMHHOW CTPOKH.

[Ipu agpecoBanuu TOKyMeHTa 0€3 yKa3aHUs JOJHKHOCTHOTO JIMIIA HAUMEHOBAHMSI apecaToB MUIIYTCS B
MMEHUTEIIBHOM I1aJIeXKe, HAIIPUMEp:

Opeanvt cmamucmuku 2opooa Mockebl

[Ipu agpecoBaHuM TOKyMEHTa PYKOBOAMTENIO OpraHU3allMd HAUMEHOBAHUE JIOJDKHOCTH YKa3bIBaeTCs B
JATEIbHOM MaJie’Ke, HallpuMep:

L'enepanvromy oupexmopy OOO «H30arnue»

Damunus U.0.

[TouTOBBIN afpec HE YKa3bIBACTCS B JOKYMEHTAaX, HAIPABIISIEMBIX B BBICIIME OpraHbl TOCYJapCTBEHHOU
BIIACTH, (elepaabHble OpraHbl HCHOJHUTEIBHOM BIIACTH M HMX TEPPUTOPHAIIbHBIE OpPraHbl, OPraHbl
rOCyJapCTBEHHOM M UCIIOJHUTEIBHOM BIACTH, TOCTOSI HHBIM KOPPECIOHIEHTAM.

[Ipu angpecoBaHuMM MUCbMa B OpPraHU3AlMIO YKa3blBaOT €€ HAMMEHOBAHUE, 3aTeM IIOYTOBBIM ajpec,
HarpuMmep:

l'ocyoapcmeennoe  yupeosicOeHue Bcepoccuiickuil HAY4YHO-UCCIe008aMeNbCKUL uHcmumym
O0OKYMEHMOBEOeHUsl U APXUBHO20 Oeild

IIpogpcorosnas yn., 0.82, Mockea, 117393

ITpu anpecoBaHnM JOKyMEHTa (PU3UUECKOMY JIMIY YKa3bIBAIOT (PaMUIIMIO M MHUIMAJIBI ITOJIyYaTess, 3aTeM
MIOYTOBBIH ajipec, Hanpumep:

Ilemposy U.I1.

IIpouzsoocmeennas yiu., 0.5, x8.12,

2. Mockea, 119633

PexBusur "Anpecatr" He goKeH coaepxkarh Oojiee dyeThipex aapecaroB. CiaoBo "Komus" nmepen BTopbiM,
TPEThUM, YETBEPTHIM a/ipecaTaMu He yka3biBaeTcs. [Ipu uncine anpecaToB 60iiee 4-X COCTABISETCS CIUCOK
PacChUIKU JOKYMEHTA.

Ecnu 1oxyMeHT oTHpaBisieTcsi B HECKOJIBKO OJHOPOJHBIX OpraHU3aldidi MM B HECKOJBKO CTPYKTYPHBIX
M0JIpa3/ieIeHn it OpraHa UCIOJHUTEIBHON BIACTH, TO OHM YKa3bIBAIOTCS 0000IIEHHO.

ITpumep:

Pyxosooumenam yupescoenuu CIIO
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| 20. 'pud yrBepxaeHHUs TOKyMEHTa
I'pud yTBepkaeHUS MPOCTABISETCS B TPABOM BEpXHEM yriay JokymeHta. CTpOKH pEKBU3UTA
BBIPABHUBAIOTCS T10 JICBOMY Kparo WK LHEHTPUPYIOTCSI OTHOCUTEILHO CaMOM IJTMHHOM cTpoku. JIoKyMeHT
YTBEPKJIAETCS JOJDKHOCTHBIM JIUIIOM (JIOJDKHOCTHBIMU JIMIIAMH) WM PACHOPSIAUTEIBHBIM JTIOKYMEHTOM
(mocTaHOBIIEHHEM, PEIICHUEM, IPUKA30M, PACTIOPSIKECHUEM ).
[Ipu yTBep)KICHHH TOKYMEHTA JIOJDKHOCTHBIM JIUIIOM T'pHU(] YTBEPKACHUS JTOJDKCH COCTOSTh M3 CIIOBA
YTBEPXIAK (6e3 kaBbIueK), HAUMEHOBAHUS JOJDKHOCTH JIMIIA, YTBEPXKIAIOMIETO JOKYMEHT, €ro
MOJITUCH, HHUITMAJIOB, (DaMIIINK U JaThl YTBEPKICHHUS.
[Ipumep:
YTBEPXJ/[AFO
Lupexmop MBOY Ilxonra Ne 1238
H.0. Damunus
| 21. lata
[Ipu yTBepkAeHHH TOKYMEHTAa HECKOJBKMMHU JODKHOCTHBIMH JIMIIAMH WX TIOJAMKMCH PacroJiaratoTcs Ha
OJIHOM YpOBHE.
[Ipu yTBEepX)ICHUU NTOKYMEHTa PacHOpSAIUTEIbHBIM TOKYMEHTOM T'pHU( YTBEPKICHHS COCTOUT M3 CIIOB
YTBEPXJIEH (YTBEPXIAEHO, VYTBEPX/JEHbI, VYTBEPXJEHA), cornacoBanHoro c
HaMEHOBAaHUEM BHJIa YTBEP)K/Ia€MOT0 JTOKYMEHTAa, HAUMEHOBAHUS BHUJA JOKYMEHTA B TBOPUTEIHLHOM
najie’xe, ero 1aThl, HOMepa.
[Tpumep:
VYTBEP)K/[EHO
npuxasom MBOY [llkona Ne 1238
om 01.03.2020 Ne 57
| 22. 3aroJIOBOK K TEKCTY
3aroJIOBOK K TEKCTY - KpaTKO€ CoJiepKaHue TOKYyMEHTA. 3arojIOBOK K TEKCTY MpuKa3za GOpMyIHpyeTcs ¢
npemyiorom "O" ("O6") u oTBevaeT Ha Bompoc "o yem?"):
e TpuKa3 (0 4em?) O CO3TaHNN KOMHUCCHUH;
e TpuKa3 (0 yem?) 00 YTBEpPKACHHUH IIITATHOTO PACIHCAHUS;
e 1chbMO (0 yeM?) 0 TIpeA0CTaBICHUH HH(POPMAITUH.
3aro0BOK K TeKCTy 0(GopMIIsieTCs 1Mo peKBU3UTaMU OJIaHKa CIeBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3aroyioBok) a100 aHHOTAIMS TIOKyMEHTa COCTABIISIETCSI aBTOPOM MIPOEKTa TOKYMEHTA.
3aro0BOK K TEKCTY MOKET HE COCTaBJISATHCS, €CJIM 00beM JJOKYMEHTa HE MPEBBIIIAET 4-5 CTPOK.
| 23. TekcT JOKyMEHTa
JlokymMeHTBI 00111€00pa30BaTeIbHON OpraHU3al[iK COCTaBIISIOTCS Ha TOCYIapCTBEHHOM s3bike Poccuiickoit
Denepanuu - pyccKoM.
TekcT AOKyMEHTa MOXET COJAEp)KaTh pas3felibl, MOJpa3/eibl, MYHKTbI, HOJIMYHKTHI, HyMEpyeMbIe
apabckumu 1udpamu.
B nmpukasax TeKCT TOKyMEHTa U3JIaraioT OT MEePBOTO JIUIA €AUHCTBEHHOTO YUCIA («ITPUKA3BIBAIOY)
B nmoxyMmeHTax KOJUIETHANbHBIX U COBEIIATENIbHBIX OpraHax OT TPEThEro JHIa €JUHCTBEHHOIO YHCa:
(«coOpaHue... PeIInIoy)
TexkcT mpoTokona U3naraeTcsi OT TPEThEro JIMIa MHOXKECTBEHHOTO YHCla («CIYIIamny, «BBICTYITHINY,
«TIOCTAaHOBUIINY, «PEIINIINY),
B coBMecCTHBIX JOKyMEHTaX TEKCT M3JaratT OT MEPBOTO JIMIa MHOXKECTBEHHOIO YHCIA: («IIPUKA3bIBACM),
«PELINIINY).
| B nenoBbIx (Ciy>ke0HBIX) MUCbMAaX UCTIOIb3YIOTCS (POPMBI H3JI0KEHHUS
e OT IEPBOTO JIHIIA MHOKECTBEHHOTO YUCIA («IIPOCHM HAIMIPaBUTHY, MPEJCTABISIEM HA PACCMOTPEHUE);
e OT TPETHEro JHIa eAMHCTBEHHOTO uncna («Anmunuctpanus OV [kona Ne 1238 He Bozpaxkaer»);
e OT IEPBOTO JIHIIA UHCTBEHHOTO YHCTa («CUUTAI0 HEOOXOTUMBIMY, «IIPEIaral0 pacCMOTPETHY).
[Tpu ynotpebneHun B TekcTe (paMuuii U1l MHUIHAJIBI YKa3bIBAIOTCS TOcTe (haMIIIHH.
B nenoBbIx (City>ke0HBIX) MUCbMaX MOTYT HUCIIOIb30BAThCS:
| - BCTYNUTENIbHOE OOpalleHue:
YBaxkaemblid rocnioguH MiBaHos!
VYBaxkaemas rocrnoxa Ilerposa!
YBaxaemslii Hukoonaii [lerpoBuu!
VYBaxkaemas Onbra HukonaeBna!
VYBaxkaemble rocrojal
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B obOpamiennu o J0KHOCTH HAaMMEHOBAHKE JODKHOCTH MUIIETCS € MPOTMCHOM OYKBBI, B 0OpaIieHuu 1mo
(haMuIHKH MHUTIMANBI JIA HE YKA3BIBAIOTCA.

| - 3aKJIIOYUTEIbHAS STUKETHAs (pasa:
C yBaxxeHUeM, ...
CtpaHunpl JOKyMEHTa HYMEpYIOTCS, Ha4MHAas CO BTOPOTO JIMCTa JIOKYMEHTa apaOCKkuMu nudpamu
IIOCEPEMHE BEPXHETO IOJIA.
TexkcT MOKyMEHTa OTIEISETCS OT 3arojloBKa JBYMSI WM TpPEeMs MEXIYCTPOUYHBIMH HWHTEpBaIaMU
HCIIOJIb3YEMbIMH B TEKCTE.

| 24. OTMeTKa 0 IPUIIOKEHUH
OTMeTKa O MPUIIOKEHUU UCTIONB3YETCs IPU O(POPMIICHUH MUCEM U IPHIIOKEHHUH K TIJIaHaM, IIporpaMma,
OTYETaM, MOJIOKEHHUAM, ITPaBUIIaM, HHCTPYKLUSIM U APYTUM
JOKYMEHTaM.
B mmcemax oTMeTKa O TPUIIOKEHUH O(QOPMIIIECTCS IMOJ TEKCTOM MUChMa Ha paccrosHuu 1,25 cMm ot
TpaHUIlBl JIEBOTO mMOJsi. Ecnu mpuiiokeHue Ha3BaHO B TEKCTE IMHMCHbMa, B OTMETKE O MPHUIIOKEHUU
YKa3bIBAETCS KOJIMUYECTBO JIMCTOB U KOJIMYECTBO HK3EMILISPOB MPUIIOKEHUS, HAIIPUMED:
Ipunoscenue: na 3 1. 6 1 9x3.
[Ipyn HanmUYMU HECKOJBKHUX MPHUJIOKEHUM, B OTMETKE O MPUJIOKCHHH OHM HYMEPYIOTCS, YKa3bIBAIOTCSA
HaWMEHOBAHUS KaXKJIOTO MPUIJIOKEHHS, KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILUIIPOB, HATIPUMED:
Ipunoscenue:
1. I[Ihan-epagux ... na 3 1. 8 2 9K3.
2. Cnpaska o noomeepcoenuu hakma ooyuenus... na 1 1. 6 1 k3.
Ecnu npunoxeHuss cOpOIIIOpOBaHbL, TO KOJMYECTBO JHCTOB HE YKas3blBaeTcsa. Eciu mnpuioxeHue
HampaBJIIIOT HE BO BCE yKa3aHHbIE B JIOKYMEHTE ajpeca, TO OTMETKY O €ro HaJlu4uu O(OPMISIOT
CJIeIYIONTUM 00pa3oM, HarpuMep:
Ipunoosicenue: na 3 1. 6 1 3k3. moabko 6 nepswiii aopec.
Ha npunosxeHusix K npaBuiaM, HHCTPYKIUSAM, MOJ0XKEHHUIM, IIJIaHaM, TPpOrpaMMam, 10roBOpaM U Jpyrum
JOKYMEHTaM OTMETKa O MPHJIOKEHUU MPOCTABIIAETCS HA TIEPBOM JIMCTE MPUIIOKEHUS B IIPABOM BEPXHEM
yTIy.
Ecnu mpunoxkeHue oOaHO, OHO HE HymepyeTcs. Eciaum NpuiioKeHWil HECKOJIbKO, OHM HYMEPYIOTCS
(mputosxenue 1, mpuioxeHue 2).
B Ttekcre noxkymeHTa Mpu NEpPBOM YINOMUHAHMM JTOKYMEHTA-MPHIIOKEHUS B CKOOKAaX yKa3bIBAeTCH: ...
(mpusoxeHue) Wit ... (mpusoxenue 1); nepex HOMEPOM IPUIIOKEHUS IOIYCKAETCsl CTABUTh 3HAK HOMEpa:
... (mpuno>xenne N 2);
B oTMeTke 0 mpUIIOKEHUHU YKa3bIBA€TCSl HAMMEHOBAHUE BHUJa OCHOBHOTO JIOKYMEHTA, €ro JaTa U HOMep,
HanpuMep:
Ilpunoosicenue N° 2 k npuxaszy MBOY Ilxona Ne 1238 om 08.06.2017 Ne 67 "
Ecnu mpuiokeHneM K JOKyMEHTY (Hampumep, K THpUKazy) SBISETCS YTBEP)KIAaeMbld JOKYMEHT,
(momnosxeHue, MpaBuia, MHCTPYKLUS, PETJIAMEHT U JIp.) B BEPXHEM MIPABOM YTIIy MPOCTABIIAETCS OTMETKA O
MIPUIIOKEHUH, HIDKE — Tpu( yTBEpKACHUS, HAIPUMED:
Ipunoocenue
VTBEPK/[EHO
npukazom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67
Bun u pasmep mpudra peksusuta "OT™MeTKa 0 NPHIOKEHUH'" TOKEH COOTBETCTBOBATH BUAY M pa3Mepy
mpudra TeKcTa JOKyMEHTA.

| 25. I'pud cornacoBanus JOKyMEHTa
I'pud cormacoBaHust JOKyMEHTa HUCHOJB3YEeTCS TPHU COTJIACOBAaHUHM JOKYMEHTa C OpraHamMH BIAcTH,
OpraHu3alusIMU WK JOJDKHOCTHBIMM Jnnamu. OH coctout u3 ciosa “COI'JIACOBAHO”, nomxHOCTH
JUIa, KOTOPBIM COTJIAaCOBaH JOKYMEHT (BKJIIOYash HAMMEHOBAHUE OPraHU3allid), JUYHOW MOJIKUCH,
pacuppoBKY NOAMUCH (MHUIMATIOB, (JaMUIIMK) U JaThl COTJIaCOBAHMSL.
ITpumep:
COI'JIACOBAHO
Jupexmop MBOY Ilxona Ne 1238
U.U. Heanos
01.12.2019
I'pu¢ cormacoBanus B 3aBUCHMOCTH OT BHJAa JOKYMEHTa U OCOOCHHOCTEH ero OQOpMIICHUS MOKET
MIPOCTABJISATHCSA:
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e Ha [IEPBOM JIUCTE JOKYMEHTA (€CIU JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJILHOM JIUCTE) B JIEBOM
BEpPXHEM YIIIy Ha YpPOBHE Tpuda YTBEPKICHUS WITU I10]] HAUMEHOBAaHUEM JJOKYMEHTA OJIIKE K HIDKHEMY
MOJIIO);

e HA IIOCJIEIHEM JIUCTE JTOKYMEHTA 10 TEKCTOM;

e HA JIMCTE COIVIACOBAHMS, SIBJISAIOIIEMCS HEOTHEMIIEMOU YaCThIO JIOKYMEHTA.

BHemnee corimacoBaHHEe TakXKe MOXKET OBITh OCYIIECTBICHO JPYTUM JIOKYMEHTOM - IIHCBMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Ipumep:

COI'JIACOBAHO npuxazom [{O2M om 01.07.2017 Ne 01-01/54

|  26.Buza
CornacoBaHue IpoOeKTa JOKYMEHTa 0(hopMIISIETCs] BU30H.
Busza mnpocraBisiercs COOCTBEHHOPYYHO JIMIIOM, BHU3UPYIOIIUM JOKYMEHT, M BKJIIOYaeT B ce0s
HAaMMEHOBaHHE JOJKHOCTH BU3UPYIOIIETO, €ro JUYHYIO MOJIMUCH, paclin(poBKYy MOAMNUCH (MHULUAIBI,
(haMunuio) u Jary.
[Tpumep:
3amecmumens oupekmopa
H.0. Damunus
03.03.2020
JlomyckaeTcs MOJMCTHOE BU3UPOBAHNUE JJOKYMEHTA U €r0 MPUIIOKEHUH.
[Ipn Hamuuuu 3amedaHui, AOMOJHEHUH K MPOEKTY JOKYMEHTa BH3a JOIOJHSETCS COOTBETCTBYIOLIUM
YKa3aHUEM.
Jlig oKyMeHTa, MOJJIMHHUK KOTOPOTO OTIPABISIOT U3 LIKOJbI, BU3bI IPOCTABIISIIOTCS Ha AK3EMILISPax
JOKYMEHTOB, TIOMEIIAEMBIX B JIEINO.
J51g TOKyMeHTa, MOATMHHUK KOTOPOT0 OCTAETCS B LIIKOJIE, BU3bI COTJIACOBAHUS IPOCTABIISAIOTCA Ha 000poTe
MOCJIETHETO JIMCTA MOJUIMHHUKA JOKYMEHTa WK Ha MOCJIEIHEM JINCTE JOKYMEHTA MO/ MOANUCHIO.

| 27. llognuce
[Toanuce BKITIOYAET: HAMMEHOBAaHKE JOJDKHOCTH JIMIIA, MTOMUCABIIETO JOKYMEHT, €r0 COOCTBEHHOPYUHYIO
MTOJITUCH; PACIIU(PPOBKY MOAMUCH (MHUIHAIBI, (haMUITH):
[Tpumep:
Jlupexmop nuunas noonucey U.0. Pamunus
Ecnu nokyment odopmieH He Ha OiiaHKe, B HAUMEHOBAHHE JOJDKHOCTU BKJIIOYAETCS HAMMEHOBaHUE
o0mreo0pa3oBaTenbHONM OpraHu3anuu (IMOoJIHOE Ha3BaHMe IIKOJbI). Jlomyckaercs B pekBusutre "l[loanuch
JOJKHOCTHOTO JMIA" IIEHTPUPOBAaTh HAUMEHOBAaHUE JOJDKHOCTH JIMIIA, MOJIMUCABIIETO JOKYMEHT,
OTHOCHUTEIILHO CaMOM JJTMHHON CTPOKHU.
[Ipu nmoanucanuu JOKyMEHTa HECKOJBKUMH JTOJDKHOCTHBIMH JIMIIAMH Pa3HbIX JOJKHOCTEH MX MOJIUCH
pacrnojiaraloT OJHy MOJ JPYrodl B TMOCJIEI0BAaTENbHOCTH, COOTBETCTBYIOIICH HEpapXvuu 3aHUMaeMOn
JOJIKHOCTH.
ITpumep:

Lupexmop nuunas noonuce 1.0.D.

3amecmumens oupexmopa nuunas noonuce 1.0. .

[Tpu nmoanucaHnu JOKYMEHTA HECKOJBKUMU JIMIIAMHU PABHBIX JIOJKHOCTEH MX MOJIUCH PACIIOIaraloT Ha
OJIHOM YpOBHE.

B moxymMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, yKa3bIBA€TCS CTATYC JIMIIA B COCTaBE KOMUCCHU:
MPOCTaBIEHUEM KOCOH UepThI Mepel HAMMEHOBAaHUEM JIOJIKHOCTH (JI00aBISATh Kakue- THO0 MPUCTaBKH).
Ecnu mupekTop MIKOJBI WM HMHOE YIOJHOMOYEHHOE Ha TOJMUCAaHHE JOKYMEHTa JHUII0 BPEMEHHO
OTCYTCTBYET (OTIyCK, OOJ€3Hb, KOMaHAUPOBKA) WU JOJKHOCTh BaKaHTHA, TO JIOKYMEHT IMOJIMHCHIBAET
COTPYIHHK, YIMOJHOMOUYEHHBIA Ha MOAMMCAHUE B COOTBETCTBUU C PACTOPSIUTENBHBIM JOKYMEHTOM WITU
HaJeNEHHBIN MTOJTHOMOYUSMH, YCTAHOBJICHHBIMU MPUKA30M HITKOJIBI Wi yupeautens (JJOrM), ¢ ykazanuem
CBOEH JTOJDKHOCTH U TIOJTHOMOYUSI, HATIPUMED:

3amecmumens oupexmopa noonucsy M.0. @amunusa

WJIH:

Hcnonnaowuii o6s3annocmu oupekmopa noonucv M.0. @amunusa

WK

u.0. oupekmopa noonucs M.0. @amunus
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PexBuzur "[loamuch MOKHOCTHOTO JsHma" MOXKET ObITh O(OpPMIIEH COOCTBEHHOPYYHO AaBTOPOM
JOKyMEHTa (HampuMep, NMpH HAMMCAHUM CIIY)KEOHOH 3amucku 0e3 MPUMEHEHUS TEXHUYECKUX CPEJICTB)
160 0(POPMIICH C HCIIOIH30BAHUEM TEXHHUECKUX CPECTB.
B cinyuae odopmnenus pexkBusuta "lloanuchk AOKHOCTHOTO JHUIA" ¢ HMCIOJIB30BAHUEM TEXHUYCCKUX
CpeACTB BUJ U pa3Mep mpu(Ta yKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYATHCS OT BUA U pasMepa mpudra
OCHOBHOTO TEKCTa JOKyMEHTA.
PexBuzut "[loanuch NOKHOCTHOrO JMLA" OTAENAETCS OT TEKCTa TPeMs WM YEThIPbMsI OJMHAPHBIMU
MEXAYCTPOUYHBIMU UHTEPBAIAMH.

| 28. IleyaTs
[leuats gBigeTCsA CIOCOOOM MOATBEPKACHUS MOJJIMHHOCTHU TOITUCH JIOJDKHOCTHOTO JIMIA Ha JOKYMEHTE.
[lewars craBUTCA Ha JOKYMEHTaX B CIydasX, HPEIyCMOTPEHHbIX 3aKOHOJATEIbHBIMU WU HHBIMU
HOPMAaTUBHBIMH IIPAaBOBBIMU aKTaMU.
[leyats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, MPU ITOM OTTHCK I€YaTH HE 3aXBaTbIBAET JIMYHOU
TOJITUCH JOJHKHOCTHOTO JIMIIA TOJIMUCABIIEro TOKYMEHT, WM B MecTe, 0003HaueHHOM «MII» («Mecto
reyaTny).
B nokymeHTax, MOArOTOBJIEHHBIX HAa OCHOBE YHHU(UIMPOBAHHBIX (OpPM, IEUaTh CTABUTCS B MECTE,
o0o3HaueHHOM oT™MeTkoi "MII" unu uHbIM 00pazom.

| 29. OrMeTKa 00 UCHOJTHUTENE
OtMmetka 00 ucroaHuTENE (aBTOPE) JOKYMEHTA MPOCTABIISIETCS] HA TUChMaX IIKOJIBI B JIEBOM HIDKHEM YTy
JIUIEBOM CTOPOHBI MOCIIEIHETO JUCTA JOKYMEHTA OT I'PaHMIIbI JIEBOTO TOJIS WIIH, IPU OTCYTCTBUU MECTa, -
Ha 00OPOTHOM CTOPOHE BHHU3Y CJIEBA.
OtmeTKa BKIItOYaeT paMIIINIO, UMsl, OTYECTBO MCIIOJIHUTENS U HOMEp ero TenedoHa, a Takke OTMETKa 00
MCIIOJIHUTENIE MOKET JOMOJIHATHCS HAUMEHOBAHUEM JIOJDKHOCTH U DJIEKTPOHHBIM aJIpECOM HUCIOJTHUTETIS.
[Tpumep:
Hsanos Usean Heanosuu, cneyuanucm no oxpare mpyoa
(888) 888-88-88, lvanov@mail.ru

| 30. OTMeTKa 0 3aBEPEHUN KOIIUU
Jlis TOATBEpXKACHUS COOTBETCTBHUSI KONMHMU (BBIMMCKM W3 JOKYMEHTa) MOUIMHHUKY JOKYMEHTa Ha
TTOCJICTHEM JIMCTE KOMUHU (BBIMUCKU U3 JOKyMEHTa) 1o pekBu3uToM "[loanuce" odhopmiisieTcs: peKBU3UT
«OTMeTKa 0 3aBEpEHUH KOTIUN.
OTMmeTKa 0 3aBepeHUH KOTHH BKIIIOYAET: CI0OBO «BepHOo», HaMeHOBaHUE TOJDKHOCTH JIMIIA, 3aBEPUBIIIETO
KOIHIO, COOCTBEHHOPYYHYIO MOANUCH, paCIIM(PPOBKY MOAMUCH (MHULIKAJBI, (AMHUIINIO), ATy 3aBEPEHUS
KOIUU JOKYMEHTA.
PexBuzut «OTMeTKa O 3aBEPEHHM KOMHUW» MOXKET ObITh O(opmiieHa OT PYKHM WIM C HCIOJIb30BAHHUEM
ITamna.
JlommyckaeTcst 3aBepsITh KaXK bl TUCT MHOTOCTPAHUYHON KOTIMH JOKYMEHTA.

| 31. OTMeTKa 0 NOCTYIJICHUH IOKYMEHTA
OTMeTKa 0 OCTYIICHUU TOKYMEHTA COACPKUT BXO SN PErUCTPAIIMOHHBIN HOMEp U 1Ty MOCTYIIICHUS
nokyMmeHTa. [lomyckaeTcsi yka3aHHe 4acoB U MUHYT MOCTYILICHUS IOKYMEHTa C 3aBEPEHUEM MOIMTUCIMU
3aMHTEPECOBAHHBIX JIMII.
OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTa MOXKET MPOCTABIATHCS C UCIIOJIb30BAHUEM IITAMIIA.

| 32. Pesonronus
Pe3omionius copepKUT yKazaHue MO MCHOJMHEHHIO JokyMeHTa. OHa odopmiisercss Ha cBOOOJIHOM MecTe
pabouero noJjist JOKyMEHTa.
Pe3omronusa BkmovaeT B ceOs: GaMHINIO, MHUIMAIBI UCIOJHUTENS (UCHOJHUTENEH), MOopydeHue Mo
JOKYMEHTY, IOJIMUCh aBTOpa PE30JIFOLUH U AaTy O(POPMIICHHS PE30TIOLHH.
Pe3omronys, mo yCMOTpPEHHIO JIMIA, JAIOIIEr0 MOpYYEHHE, MOXKET BKIIoYaThb B ce0sl TakkKe CpoK
UCTIOJIHEHUS IOKYMEHTA.
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Jluct cornacoBaHus k gokymeHTy Ne 67 ot 23.10.2024
WHnumnaTop cornacoBanus: Munrasosa I'.I".
CornacoBaHune nHnyumnposaHo: 23.10.2024 08:46

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMNoanucaHo
1 MwuHrazosa I'.I". A

23.10.2024 - 08:47

[lokymeHT co3aaH B anekTpoHHon copme. Ne 67 ot 23.10.2024. VicnonHutens: MuHrasosa I.I. N IIEKTPOHHbIA
CrpaHuua 17 u3 17. CtpaHuua cosgada: 23.10.2024 08:47 =¥ TATAPCTAH



