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NucTpykuus mo 1eJ10Npou3BOACTBY
MyHUIIMTIAJIBHOTO 0I0?KETHOT0 00111€00Pa30BaTEILHOI0 YUpeKIeHU s
«Koxkpekckasi cpeansisi 001e00pa3oBarebHAs KO0

1. O0mue mMoJ10KeHHUA

1.1. Hacrosimmast UHCTpyKIHsI 1O AE€TONPOU3BOACTBY B IIKOJE pa3paboTaHa B COOTBETCTBHH C
®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpazosanuu B Poccuiickoit denepanun" B
penakuuu ot 1 centsadps 2020 roga, OCT P 7.0.97-2016 «Cuctema ctanaapToB 1o uH(popMmaiuu,
OUONIMOTEYHOMY M W3JATENBCKOMY Jeny B pemakiuu oT 14 mas 2018 roma, «OpraHu3anyioHHO-
pacnopsauTenbHas AoKyMeHTalus. TpeOoBaHUsS K OPOPMIIEHHIO TOKYMEHTOBY», a TaKXKe Y CTaBOM
0011e00pa30BaTeIbHOM OpraHU3alyy U APYTUIMH HOPMAaTUBHBIMU IIPaBOBBIMU akTamMu Poccuiickoit
®denepannu, periaMeHTUPYIOIKUMU AESITeNTbHOCTh 0011e00pa30BaTeNIbHBIX OPraHU3aIU.

1.2. Jannas WHCTpyKIMS MO AETOMPOM3BOACTBY B MmIKojie (mamee - MHcTpykuus) oOo3HA4aeT
MpaBuja TIOATOTOBKM W OQOpPMIICHUS JTOKYMEHTOB B 00II€00pa3oBaTeIbHONW OpraHU3aIlHH,
OIpeieNIAeT CTaHAapThl OPOPMIICHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABJICHHUS MPUKA30B,
MOJIOKEHUH MHCTPYKIUH, a TaKkKe perjaMeHTHpyeT (popMHUpoBaHUE JIe1 U UX TEKyIllee XpaHEHHeE,
MOJATrOTOBKY JIOKYMEHTOB M JIel K Mepefaye Ha apXMBHOE XpaHEHHE B 00IIe0o0pa3oBaTeNbHOU
OpraHu3aIHH.

1.3. MHCTpYKIUS 10 JEIONPOU3BOJICTBY pa3paboTaHa B IESIX YCTAHOBJICHHS €AMHBIX TPeOOBaHUMN
K TIOJArOTOBKE, OOpabOTKe, XpaHEHHWI0O M HCIIOJIB30BAHUIO OOPA3yIOIIMXCS B JEATCILHOCTH
001e0o0pa3oBaTeIbHOM  OpraHU3allid W TOCTYMAIOMIMX B HIKOJAY JOKYMEHTOB, a TakKke
COBEPIIICHCTBOBAHUS W TOBBIMICHUS A(PPEKTUBHOCTH JEIOMPOU3BOJICTBA 00IIE00pa30BaATEIHHOM
OpraHM3alHH.

1.4. Tlonoxenuss MHCTPYKIIMM PacHpOCTPAHSIOTCS Ha OpraHU3alHi0 PabOThl C JTOKYMEHTaMH
HE3aBUCHMMO OT BHJ@ HOCUTENI, B TOM WYHCIE C OJJIEKTPOHHBIMU JOKYMEHTaMH, BKJIIOYast
MOATOTOBKY, 00pabOTKy, XpaHEHHWE M UCIOJIb30BaHUE JIOKYMEHTOB, OCYLIECTBISEMBIMH C
MOMOIIBIO0 HH(POPMALMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuioo, METOJMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEJIONPOU3BOACTBA U
KOHTPOJIb 32 COOMIOACHUEM HacTosieil MHCTpYKIMK B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 32
BEJICHHE JIETIOMPOU3BO/ICTBA.



1.6. IlpaBa u 00sg3aHHOCTH pPAOOTHUKOB, OCYIIECTBISIONIMX pPabOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  MOJApa3JeleHusx  oOmeo0pa3oBaTeIbHOM  OpraHU3alldd,  yCTAHABIMBAIOTCS
JOJDKHOCTHBIMY MHCTPYKLUSMHU WM ITPUKA30M AUPEKTOPA.

1.7. CBenenus, coaepkamuecs B JOKYMEHTAaX, MOTYT OBbIThb HCIOJIB30BaHbl TOJBKO B pabOUMX
LEJIAX B COOTBETCTBUM C MOJHOMOYMSMHU COTPYIHHUKA, padoTaromiero ¢ JokymeHTtamu. Pabora ¢
JOKYMEHTaMHU BHE IMOMEIICHUN IIKOJbl He Jomyckaercs. [Ipu yTpate HOKYMEHTOB MPOBOAUTCS
ciry>keOHasi IpoBepKa.

1.8. Ilpu yxome B OTHycCK, mepeBoae (MepeMerieHrur) Mo paboTe WM B Claydae YBOJIbHEHUS
COTPYAHUK O00s3aH TMepenaTb BCE HAXOIIUMECS Y HEro JOKYMEHTBI HWHOMY COTPYIHHKY,
ornpeieIEHHOMY B COOTBETCTBUU C YKa3aHHEM HEMOCPEJCTBEHHOI'O PYKOBOAMUTENS YBOJIbHSIEMOTO,
YXOJSIIETO B OTIYCK WIH MEPEBOAAIIETOCs (TIepeMeniaeMoro) o padbore CoTpyaHUKA.

1.9. MucTpykius o6s3aTenbHa 711 COOTI0ICHUS] BCEMU PaOOTHUKAMU IITKOJIBl. BHOBE IPUHSTHIE HA
paboTy COTPYIHHMKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOAWT BEACHHE JOKYMEHTAIUH, B
Te4eHHe TPEX pabouyux JHEH co JAHS U3JaHUs MpHKa3a 0 HA3HAYEHUU Ha JIOJKHOCTD JIOJKHBI OBbITH
O3HAaKOMJICHBI C HacTosAwerd MHCTpyKIuen o moaInuch.

2. IIpaBnja noaAroToBku M 0opmiieHNs TOKYMEHTOB

2.1. B [JedaTenbHOCTH MIKOJBI CO3AAETCA KOMIUIEKC OPraHH3alMOHHO PAaCIOpsAIUTENIbHBIX
JIOKYMEHTOB: MPUKA3bl, MOJOKEHUS, MPABUIIA, UHCTPYKIIUU, PETIAMEHThI; MPOTOKOJIbI 3aceqaHuil
(coBemaTenpHbIX, KOOPAWHALMOHHBIX, AKCIEPTHBIX U JAp. OPraHoB), aKTbl, AaHAJUTHYECKUE
CIPaBKH, JOKJIAJHBIC W CIy’)KEOHBIC 3alMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHUS), IEIIOBas
(cmyxeOHas) Tiepenucka W JAp. COCTABISIOTCA W O(QOPMIISIOTCS CIENUaIbHbIE JTOKYMEHTHI,
CBSI3aHHBIE C  IUIAHUPOBAaHMEM  OOpPa30BaTENbHOW  JEATENBHOCTH M OCYIIECTBICHUEM
XO3SUCTBEHHBIX MEPONPUSITHI, BEICHUEM Y4YEOHO-IEJarorndeckoro ydera, OpraHu3aIuei
JIeTIOTIPOU3BOICTBA 00I11e00pa30BaTEILHOM OpraHn3aluy, o0ecreueHrneM OyXrajaTepcKoro yJera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHUTEJIE€ W B DIEKTPOHHOH Qopme C
COOJIFOJICHHEM YCTAHOBIIEHHBIX TpaBui oGopMIIeHUST TOKYMEHTOB. Ilpu co3maHum nOKyMmMeHTa Ha
IBYX M OoJiee CTpaHUIaX BTOPYIO U MOCIEAYIOUIUE CTPAHUIIBI HYMEPYIOT.

2.3. HomMepa cTpaHuI] IPOCTABIIAIOTCS ITOCEPEIUHE BEPXHETO NOJS JOKYMEHTA Ha PACCTOSIHUU HE
MeHee 10 MM OT BepxHero kpas Jjucrta. Jlomyckaercs co3laHuE€ JOKYMEHTOB Ha JIMIEBOM H
00OpOTHOM CTOPOHAX JIUCTA.

2.4. [Ipu 1BYCTOPOHHEM CO3/1aHUU JOKYMEHTOB IIMPUHA JIEBOTO MOJISI HA JIMLIEBOM CTOPOHE JIMCTA
Y TIPABOTO MOJIsl HA 000POTHOM CTOPOHE JIUCTA JOJKHBI OBITH PaBHBI.

3. PeKkBU3UTHI JOKYMEHTOB
3.1. Jlna peKkBU3WTOB JIOKYMEHTOB, CO3/IaBaéMbIX B 00IIe00pa3oBaTEIbHON OpraHU3aIUH
yCTaHaBJIMBAIOTCS MpaBuiIa U TpedoBanus B coorsercTBum ¢ [OCT P 7.0.97-2016.
3.2. CocTaB p€KBU3UTOB KOHKPETHOT'O TOKYMEHTA OMPEAEISAETCS €r0 BUIOM U HA3HAYEHUEM.
3.3. Ilpu mnoaroroBke u OQOPMICHUHM JOKYMEHTOB B IIKOJE HCIOIb3YIOTCS CIEAYIOIINE
PEKBU3UTHI:

e K0J (OPMBI TOKYMEHTA,

e HAMMEHOBAHUE IIKOJIBI;

e CIIPAaBOYHBIC JAHHBIE O IIKOJIE;

e HAaUMEHOBAaHME BHJA JIOKYMEHTA;

e JlaTa JOKYMEHTa;

e PETUCTPALMOHHBIA HOMEpP TOKYMEHTA;

e CCBUIKA HA PETUCTPAIMOHHBIN HOMEp U ATy JTOKYMEHTA;

e MECTO COCTaBJICHHS (M3JaHUs1) JOKYMEHTA,

e ajpecart;

e Tpud yTBEpKACHUS TOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,



e OTMETKA O MPUJIOKEHUH;

e Tpu( coriacoBaHus JOKYMEHTA;

e BHU3A;

e TIOJIHCH;

e OTMETKa 00 3JEKTPOHHOU MOAIHKCH;
e IICYaTh;

e OTMETKa 00 HCIIOJHHUTEIIE,

e OTMETKA O 3aBEPCHHHM KOITUU;

e OTMETKA O MOCTYIJICHUU JIOKYMEHTA,
e PE3OJIIOLHS.

4. BJIaHKH 0KYMEHTOB
4.1. IoKyMeHTBI, co3/1aBaeMble B 00111€00pa30BaTEIbHON OpraHn3aluy, 0pOPMIISIOTCS Ha OJIaHKaX,
M3TOTOBJICHHBIX Ha CTAHAAPTHHIX JIucTax Oymaru opmaToB A4 (210x297 mm) u AS (148x210 mm).
OtnenvHBIE BHUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMBI, CMETHI) JOMYyCKaeTcs OQOpMISITh C
ucronb3oBanueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTABJISIONIME BHYTPEHHIOKO
MEePenucKy, OQOPMIISIOTCS Ha CTAaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) 6e3
HCIIOJIb30BaHUS OJIAHKOB.
4.2. Kaxxaplit TUCT HOKyMeHTa, oopMIIEHHBIH Ha OjaHke uiau 0e3 HEero, J0JDKEH MMETh MOJs He
MEHee:

e 20 MM - IeBOE;

e 10 MM - paBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JlokyMeHTbI JiIuTeNbHbIX (CBbilIe 10 JIeT) CPOKOB XpaHEHMS JOJKHBI UMEThH JIEBOE MOJIE HE
MeHee 30 Mm.
4.4. Buzpl 61aHKOB JOKYMEHTOB MPUMEHSIEMBIX B IIIKOJIE:

e 00IIMH ONIAHK;

e OJIaHK IMHCHMA;

e OJaHK KOHKPETHOTO BHAAa JOKyMeHTa (OJIaHK mpuKa3a, OJaHK pacrlopsKeHUs, OJaHK

IIPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX U NPUMEHAEMBIX B IIKOJE OJIAHKOB MOJUIEKAT BKIIIOUYEHUIO B
MHCTPYKIIMIO IO JIEIONPOU3BO/ICTBY 00111€00pa30BaTeIbHON OPraHU3alliK B KAUeCTBE MPUIIOKECHUN
(mpunoxenue 3 Ha 3 nucTax).

5. Ilpuka3sbl

5.1. TlpukazamMu OQOPMISIOTCS pPELIeHHUs IO ONEpPaTUBHBIM, OPraHU3AIMOHHBIM, Y4YeOHBIM,
KaJIpOBBIM (MPUJIOKEHHE 2 HA 9 TUCTaX) U IPYTUM BOIIPOCaM PabOThI IIKOJIBI.

5.2. llpoexkTel NpUKa30B TOTOBSAT OTBETCTBEHHBIE MCIOJIHUTEIM HA OCHOBAHHUU IOPY4YEHUU
IOUPEKTOpa, ero 3aMectuTesen. IIpoeKTel MpUKa30B MO JMYHOMY COCTAaBY TOTOBHUT CHELUAINCT II0
KaJpaMm.

5.3. B mpukazax TeKCT u3jaraercs oT nepBoro Jmia exuactBeHHoro yncia («[IPUKA3BIBAIOy).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JABYX dYacTedl: KOHCTaTupyiomied (mpeamOyibl) u
pacnopsAIUTEIbHOM.

5.5. B KoHCTatupyomel 4YacTH KpaTKO H3JIaraloTcsi Iend M 3anaud, (GakTel U COOBITHS,
MOCTY>KUBIIIME OCHOBAaHHMEM JJIs1 M3JaHMs Mpukaza. OHa MOXKET HauMHaThes ciaoBaMu "B memsax",
"B coorBerctBun", "Bo ucnonnenue", u T.1. Eciu mnpukas u3gaercs Ha OCHOBAHUU JAPYTOro
JOKYMEHTA, TO B KOHCTATUPYIOLIEH YaCTH YKa3bIBA€TCSI HANMEHOBAHUE 3TOTr0 JOKYMEHTa, €ro JaTa,
HOMEp U 3aroyioBok. [IpeamOysa B mpoekrax mpukas3oB 3aBepiaercs ciioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcsl 3arJIaBHbIMA OyKBaMHU.

5.6. PacnopsuTenbHasl 4acTh JOJDKHA COJAEP)KATh NEPEUUCIICHNE NPEANUCHIBAEMbIX IEHCTBUM ¢
yYKa3aHUEM HCIOJIHUTEN KaXXJ0ro JAEHCTBUS M, IPU HEOOXOJUMOCTH, CPOKOB MCIIOJIHEHMS.



PacriopsimuTenbHas 9acTh JENUTCS HAa MYHKTHI U TOJIYHKTBI, KOTOPBIE HYMEPYIOTCS apaOCKUMU
uugppamu. [leficTBUS 0JHOPOJHOTO XapaKTepa MOTYT OBbITh IEPEUUCIICHBI B OJJHOM ITYHKTE.

5.7. B KadecTBe HCIOJIHUTENICH YKa3bIBAKOTCA 3aMECTUTENM IUPEKTOpa, IMpeacetaTenu WIN
PYKOBOJMTENN PaO0OUYUX TPYIIT (KOMHCCHIA).

5.8. Eciu npuka3 u3MeHsieT paHee U3JJaHHbIN JOKYMEHT (IIYHKTBI JOKYMEHTA), TO OJAUH U3 YHKTOB
pacnopsANTENHLHOM YaCTH TEKCTa JIOJKEH CO/IEPKaTh CChUIKY Ha M3MEHSIEMbIH JOKYMEHT (ITyHKTBI
JIOKYMEHTA) ¢ YKa3aHUEM €r0 JaThl, HOMEPa U 3arojoBKa.

5.9. Ecam mpuka3 OTMEHsET JACHCTBHE paHee M3JaHHOTO TOKyMEeHTa (ITYHKTOB JTIOKYMEHTa) C
ONpeIeJICHHON AaThl, TO OAUH U3 IIYHKTOB PACIOPSAUTEIbHON YAaCTH TEKCTa JOJKEH HAaYMHATHCA
cinoBamu "l[lpu3HaTh yTpaTHUBIIMM CHUIy...", ajiee yKa3bIBaThCsA JaTa, HOMEP M 3aroJIOBOK paHee
U3JIaHHOTO JIOKyMEHTa (IyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCS €ro ACUCTBHUE.
Ecnu nata He ykazaHa, TO JAeicTBHE paHee U3IAHHOTO JOKyMEHTa (IyHKThI JOKYMEHTA)
OTMEHSETCS C 1aThl U3/1aHUSI HOBOTO ITPUKA3a.

5.10. Ecnu npuka3 oTMEHSET paHee W3JaHHbIA JOKYMEHT C MOMEHTA U3/1aHus, TO OJJMH U3 IIYHKTOB
pacropsiAUTENIbHOM YacTH TEKCTa JOJDKEH HayuHaThCcsi ciaoBamMu "OTMEHUTH..." W yKa3bIBaThCS
JaTa, HOMEp M 3arojIoBOK paHee U3JJaHHOIO JOKYMEHTA.

5.11. Ecnu mpuka3 npeanojaraeTcs BBECTH B JICHICTBHE HE ¢ MOMEHTa €ro M3JaHus, HeOOXOIMMO
yKa3aThb CpPOK BBeAE€HUsA €ro B aeictBue. IlocinenHuii mMyHKT pacnopsiAuTENbHOM 4YacTH MOMKET
COJIEpKaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3J1araeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM
MpUKasa.

5.13. Tlpuka3pl NOAMHUCHIBAIOTCA TOJIBKO JHPEKTOPOM 00IIe00pa30oBaTeIbHON OpraHu3allul WU
PpabOTHUKOM, UCIIOJIHAIOIIUM €TI0 00S3aHHOCTH.

5.14. OTBEeTCTBEHHOCTH 3a OOecreueHre CBOEBPEMEHHOW M KaueCTBEHHON MOJATOTOBKH IPOEKTOB
MPUKAa30B U HMX COIJIACOBAHME C 3aWHTEPECOBAHHBIMM DPAOOTHHKAMHM U OpPraHU3alUsIMU HECYT
aBTOPBI IPOEKTA MPHUKA3a.

5.15. PeructpanrioHHble HOMEpa MPUCBAMBAIOTCA IMpHUKa3aM IO MOPSAKY HOMEpPOB B Mpenaesiax
KaJIEHAApHOTO rojia.

5.16. JlaTa perucTpaiuu npukasa siBjseTcsl JaTOM €ro MoArnucaHus.

6. IIpaBuaa, noJio:KeHUs, HHCTPYKIUMN

6.1. IlpaBuna — HOPMATHBHBINA aKT, ONPEACTSAIONINA MOPAIOK KaKOro-mu0o BUIAa ACSITEILHOCTH,
YCTaHABJIMBAIOIIMI WIN 3alpeIlaoni ONPeIeIEHHOE TOBEACHHUE.

6.2. IlonoxeHne — HOPMATUBHBIN aKT, JETAILHO PEIVIAMEHTUPYIOLIUI [TPaBOBOM CTaTyC, MOPSIO0K
OpraHM3alK U MPOLEAYPY KaKoro-a1udo Buaa JesTeIbHOCTH.

6.3. VHCTpyKUMsI — HOPMAaTUBHBIM AaKT, M3JaBAaEMblil B LENAX Pa3bsICHEHUS M ONpPEACNICHUS
MOpsAIKAa IPUMEHEHHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHHUS HOPM O
crioco0ax BBIMTOJIHEHHS OTIPEICICHHBIX ONepalii (IeHCTBHI).

6.4. [IpaBuina, MouoXKeHMs,, MHCTPYKIUU MPUHUMAIOTCS (B 3aBUCHMOCTH OT BUJA JOKYMEHTa) Ha
YopasnsomeM coBeTe, 3acenaHusx [Ipodcor03HOTO KOMHUTETa IIKOJBI M YTBEPKIAIOTCS
TUPEKTOPOM.

6.5. TlopsoK MOATOTOBKHM TMPOEKTOB MPABUJ, MOJOXKEHHS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAIKY MOATOTOBKHU MPOEKTOB MPUKA30B 00111e00pa30oBaTeIbHON OpraHu3alnu.

6.6. TekcT mpoekTa MOJIOKEHUS, MPaBWI, MHCTPYKIMH TeYaTaeTcss Ha YHCTOM JIHCTe Oymaru
dbopmarta A4.

6.7. OTIMYUTENBHBIMU XaPAKTEPUCTUKAMHU TEKCTOB MPABUJI, TIOJIOKEHUS, THCTPYKIIMH SIBJISIOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYIHPOBOK O€3 HCIOIb30BAHUS CIOB M MOHATHUN, HMEIOLIUX
MHO>KECTBEHHBIN CMBICI;

e HCIOJIb30BaHUWE KOPOTKHUX TMPEAJIOKEHUHN, OOIIENPUHATHIX BBIPAXKEHUH W CBSI30K, MpPH
HEOOXOIMMOCTH - TIPEIBAPUTEIILHOE OINPEACTICHIE HCIIONb3YyeMbIX MOHSATUH, COKPAICHHIA,
ab0OpeBuaryp;

e OMHCAaHHE BCEX BO3MOXXHBIX BAapUAHTOB COOBITUHA M COOTBETCTBYIOIIMX WM BapUAHTOB
NEUCTBUM, T.€. TIOJHOTA MPEJCTaBICHUS HHPOpMAITUH;



e CTPYKTYpPUPOBAaHHOCTh TEKCTa C IEJbI0 JOCTHKECHUS HAWIy4IIeH MOCIeA0BaTeIbHOCTH
W3JI0KCHHS MaTepHuaa;
e MUHUMH3ALHUSA TEKCTa C TMOMOIIBID MPUMEHEHUs 0000IIeHul (0030pOB MpPEIIoiaraeMbIX
JEHCTBUI) U TPUMEHEHNE TIePEUYHCIICHNH (3a/1a4, 3TaroB, YCIOBHUH | T.1I.).
6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pa3pabaThIBAEMBIX MPABUII, IOJOKEHUS, HHCTPYKLIUU
- TEKCT TOKyMEHTA JICJIUTCS Ha TJIABBI, MyHKTHl U MOJIIYHKTHL. [JIaBbI TOJKHBI UMETh Ha3BaHMS.
Hymepanus npou3BoauTcs apadCKUMH HUppaMu.

7. IIpoToxoJ 3acenaHus (COBeIAHNS)

7.1. TIpoTOoKONT — MOKYMEHT, B KOTOPOM (PUKCHPYETCS XOJ OOCYKIICHHUS BOIPOCOB M MPUHATHUS
pemeHHﬁ Ha COGpaHI/ISIX, COBCIIAHUAX, KOH(bepeHI_II/IﬂX H 3aCCAaHNAX KOJUICTUAJIBHBIX OPraHOB.

7.2. Tlpotokon 3acenmanusi (coBemmaHus) - (majgee - MPOTOKON) OpOPMIIIETCS HAa YHCTOM JIMCTE

Oymaru ¢opmara A4.
7.3. PexBU3HT - "TEKCT JOKyMEHTA". PEKBU3UT COCTOUT U3 JBYX YacTEH: BBOJHON U OCHOBHOM.
7.4. Bo BBOmHOW  4YacTW  yKa3plBAIOTCA  WHUIMANGL, (GaMUIMM U JOJDKHOCTH

MpeiceaTeNbCTBYIONIETO, CeKpeTapsi, MPUCYTCTBOBABUINX HA 3acCelaHUU U, MPU HEOOXOAMMOCTH,
JIUI, TPUTJAICHHBIX Ha 3acejaHue (COBEIIaHHE).

7.5. BBoaHas 4YacTh MPOTOKOJA 3aKAaHYMBAECTCS IEPEYHEM pACCMATPUBAEMBIX BOIPOCOB,
MEPEUYHCIICHHBIX B TOpPSAJKE WX 3HAYUMOCTH C YyKa3aHMEM JOKJIaJuuhKa [0 KaXIOMY
paccmarpuBaeMoMy Bompocy. Bonpockr dopmynupyrotcs ¢ npemorom "O" ("O6"), neyaTaroTcs oT
T'PaHMIIBI JIEBOTO MOJIST U HyMEPYIOTCS apaObCKUMu [uQpamu.

7.6. OCHOBHAasi 4acThb MPOTOKOJA COCTOMT M3 Pa3JliesIOB, COOTBETCTBYIOIIMX pPAaCcCMaTPUBAEMBIM
BOIIPOCAM U UX HyMEpALHH.

7.7. TekcT mMpOTOKOJIAa HW3JIaraeTcsi OT TPEThEro JIMIla MHOXKECTBEHHOTO uwmcia ("cmymamu",
"BpicTynmin", "nocranoBuin”, "pemman").

7.8. TIpoTOKOI MOANMCHIBAETCS JIMLIOM, MPEACEIATEIbCTBOBABIINM Ha 3aCeaHUU (COBEIAHUM), U
cekpeTapém 3aceqanusi (COBEIIaHUS).

7.9. Ilpu OTCYTCTBHM CEKpeTapsl 3acelaHusi, B TOM 4YHCIE MpPH MPOBEICHUH OMNEPATUBHBIX
COBEIIAHMH, T0MyCKAETCs MOAIUCAaHUE TPOTOKOJIA TOJIBKO MPEACEIATENbCTBYIOIIUM.

7.10. TekcT mMpoTOKOJIa TOJDKEH OBITH MOATOTOBJICH HE IMO3/IHEE TpeX THEH CO JHS 3aceTaHwsl.
[IpoeKkThl  COOTBETCTBYIOUIMX MYHKTOB TMPOTOKOJA BHU3UPYIOTCS  JIOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 MOATOTOBKY.

7.11. Jlata mpoTOKOJa T0IKHA COOTBETCTBOBATH JIHIO MPOBE/ICHUS COBEIAHUS (3aCEIaHus ).

7.12. Komuu NOPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3alUsAM W JIOJKHOCTHBIM
JUIaM B COOTBETCTBHUU C YKa3aTe€JIeM pPACChUIKH, KOTOPBIM COCTaBISET CEKpeTapb 3acelaHus
(coBemanms).

8. [linan
8.1. Ilman — JOKYMEHT, yCTaHABJIMBAIONIMN MTEPeYeHb HAMEUEHHBIX K BBITIOJIHEHUIO MEPOTIPHUITHH,
WX MOCJIEI0BATENbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOIHUTENCH.
8.2. Ilman odopmusiercs Ha nucte Oymarum ¢opmara A4 ¢ HCHOIB30BAHUEM CIEAYIOIIUX
PEKBU3HUTOB:

e HAMMEHOBAHUE IIKOJIbI,

e Tpud yTBEpKACHUS TOKYMEHTA;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEpP TOKYMEHTA;

e HAaWMEHOBAaHHWE BHUJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAMMEHOBAHME JOJIKHOCTH;

e TIOJIHUCH.
8.3. PexBu3ut — "Tekct qokymeHTa" oopmisieTcs B Buje TaOJIUIIbI ¢ Tpadamu:



e HOMEp IIyHKTA IUIaHa;
e HAaUMEHOBAHME MEPOIPUITHS;
* CpOK UCIIOJIHCHUS;

e HCIOJIHUTEIIb;

e IIPUMEYAHUE.

9. OT4er
9.1. OTyer — NOKYMEHT, COAEPKAIIMUN CBECHUS O PE3yJbTaTaxX NESITEIbHOCTH 3a ONpPEACICHHbBIN
IIEPUOJI BPEMEHH, BBIITOJIHCHUY MEPOIIPUATUI, IOPYUCHUM, 3aaHUH, TIAHOB.
9.2. OT4eTpl, TPENOCTABIIsIEMbIE B OpraHbl TOCYJapCTBEHHOM BJAacTH (B TOM YHCJIE€ B OpraHbI
rocyJapCcTBEHHOM  CTaTUCTMKHM) M  HMEIOIIME  YCTAHOBJICHHYIO  IPABOBBIMU  AKTaMH
roCy/IapCTBEHHBIX OPraHOB (hOpMy, CO3/IAl0TCA M0 YCTAHOBJIEHHOM TOCYJapCTBEHHBIMH OpraHaMu
dbopMe u B onpeieNEHHOM MU TIOPSIKE.
9.3. OTuéThl, NpenoCTaBIsIEMbIE COTPYIHUKAMH IIKOJBI B XOJ€ BHYTPEHHETO B3aUMOICHCTBUS,
CO3/IAl0TCSI 110 TPaBUIIaM, YCTAHOBICHHBIM JJIsI CO3AAHUSI CITY)KEOHBIX 3aITHCOK.
9.4. Otuerpl odopMmisitoTcs Ha Jmcte Oymaru (opmata A4 ¢ HCMIONB30BAHHEM CIICTYIOIINX
PEKBU3HUTOB:

e HAMMEHOBAHUE IIKOJIBI;

e JlaTa JOKYMEHTa;

e PETrUCTPALMOHHBIA HOMEpP TOKYMEHTA;

e HaNMEHOBaHHUE BUJA JOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e OTMETKA O MPWJIOKEHUH (TP HATTUYHH );

e HaNMEHOBaHUE JOJKHOCTH;

e TIOJIHUCH.
9.5. B Tekcre oTuéra B 00S3aTENHHOM MOPSAKE TOJDKHO COJEPXKAThCS YKa3 Ha JESITeIbHOCTb,
MEpONpUITHE, BBIAAHHOE TMOpPYYEHHE, 3a/JaHue, MYHKT IJIaHa, IMOAJIEXAllui BBIMOIHEHUIO, U
pe3ylnbTaT O BBHINOTHEHUHM, B TOM 4YHCIE C YKa3aHHEM Ha COONIOACHHE WM HapylIeHHe
WCIOJIHUTENIbCKOW  AMCLUMIIMHBL, YCTAHOBJIEHHBIX CPOKOB HCIOJHEHHS M  HaJuiexaliee
mpenocTtaBieHne  WHGOpMamuMHM, HEOOXOAMMBIX  MaTepuaioB  (MMPOEKTOB  JOKYMEHTOB)
COUCIIOJIHUTENSIMH (ITPH YUYaCTUU HECKOJIbKUX UCTIOTHUTENEH).

10. ITncbmo
10.1. I[Iuchbma roToBSITCS Kak:

e OTBETHI O BHIMOJIHEHUH MMOPYUYECHUN BBHIIIECTOSIIIMX OPTaHOB UCTIOJIHUTEIbHON BIACTH;

e OTBETHI Ha 3aMPOCHI OpraHU3aINi, IPEANPUATUN U YACTHBIX JIULI,

e UHUIMATHBHBIC THUCHMA.

10.2. Cpoku mOArOTOBKM OTBETHBIX MTUCEM:

e C KOHKPETHOM AaTOI UCIOJHEHHUS, YKa3aHHON B TJOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHM C PE3OJIONUEH JTUPEKTOpa U €ro 3aMecTUTeliel Ha OCHOBAaHHUU
YCTaHOBJICHHBIX CPOKOB HCIIOJHEHHsI MOPYUYEHUH, 3alpOCOB WM IO PEHICHHI0 aBTOpa
PE30IOLHH.

10.3. TekcThl OTBETHBIX MHCEM JOJIKHBI TOUHO COOTBETCTBOBAThH 3aJaHUAM, 3a()MKCUPOBAHHBIM B
pe3omonru. CpoKH MOJATOTOBKM MHULIMATUBHBIX MUCEM OMPEACINISIOTCS CAMOCTOSITEIBHO aBTOPOM
MIPOEKTAa MHUChMa C y4ETOM HEOOXOAUMOCTH PEIeHHs] KOHKPETHBIX 3a/1a4 U (WJIM) B COOTBETCTBUU C
TpeOOBaHUSMHU 3aKOHO/IATEIHCTBA, MOPYICHUSIMH HEMTOCPEACTBEHHOTO PYKOBOAUTEIIS.
10.4. TTucema medararoTcsi Ha OJaHKE MUChMa O0IIE0OpPa30BATEIHPHON OPraHU3AIMHU C YTIIOBBIM
PacCIOJIOKEHUEM PEKBU3UTOB.
10.5. JlomoaHUTENHHO K pPEKBHU3UTAM OJaHKa TUChMa TpH OQPOPMIICHUH THCEM B IIIKOJIE
UCIIONB3YIOTCA CIEAYIONINE PEKBU3UTHL:

e ajpecart;



e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e BU3a;

e TIOAMKUCH.

e OTMETKa 00 UCTIOJHUTEE.
10.6. Ilpu oopmieHnn nrcbMa Ha JBYX M Oojiee CTpaHHMILIAX BTOPas W MOCIEIYIOUINE CTPAHUIIBI
HYMEPYIOTCS IOCEPEINHE BEPXHETO MOJIs JIUCTA apaOCKUMM LU paMu.
10.7. TInceMa nMoANMCHIBAET TUPEKTOP WM PAOOTHUKH, YIIOJTHOMOYEHHBIE TPUKA30M.
10.8. CnyxeOHbI€ 3aITUCKH
10.9. B mensix OCyIIECTBICHUSI B3aUMOJEHCTBHS MEXKIY COTPYIHHKAMH B paMKaxX BHYTPEHHETO
JOKYMEHTOO00pOTa B ILKOJIE IPUMEHSIOTCA ClTykeOHble 3anucku. CiayxeOHble 3alUCKU SBISIIOTCA
CIPaBOYHO-MH(POPMALMOHHBIMUA ~ JIOKyMEHTaMU. ABTOpaMH CIIY’)KEOHBIX 3aIHCOK  SIBJISIFOTCS
COTPYAHHUKH 00111€00pa30BaTEIHFHON OpPTaHU3aIUH.
10.10. CaiyxeGHast 3aITUCKa MOXET COCTABJISATHCS MO YKAa3aHUIO PYKOBOJCTBA WM 10 UHUIIMATHUBE
KOHKPETHOT'O COTPY/IHHUKA.
10.11. ITpu opopmieHun ciry>keOHO 3anmucKku 0POPMIIIOTCS CIACTYIONNE PEKBU3HUTBL:

e ajpecar;

e J1aTa IOKYMEHTA;

e HAMMEHOBAHHUE BHUJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUH (IIPU HATUYUN);

e HAUMEHOBAHUE JIOJKHOCTH;

e TIOAMKUCH.
10.12. Cinyxe0HbIe 3alIUCKH MOTYT CO3/1aBaThCsl Ha OyMaKHOM HOCHTEJE U (WJIH) B DJIEKTPOHHOU

dopme.

11. /loBepeHHOCTH

11.1. JloBepeHHOCTh BBIIAETCS COTPYAHHUKAM IIOKOJBI W OQOpMIISIETCS 10 IIpaBujaM,
YCTAHOBIICHHBIM HacTosmed WHcTpyknmen s muceM, ¢ y4€ToM TpeOOBaHMH TI'pa’kAaHCKOTO
3akoHojartenbeTBa Poccniickoit denepaniy u HaCcTOAILETO pa3jena.

11.2. TIpoekT JOBEPEHHOCTH TMOATOTABIMBAETCS W BU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEpEHHOCTh OyJeT BblJaHa, IOCJIe 4Yero mnepeaaércs B KaHLEISPHUIO AJs HampaBieHUS Ha
MOAMNKCAaHUE.

11.3. JloBepeHHOCTh MOJIHUCHIBAETCA JUPEKTOPOM WM JIMIOM, OCYHIECTBIISIONIMM  €ro
MOJTHOMOYUS (MCTIONMHSIONIMM OO0S3aHHOCTH), M CKPEIUIIeTCs MedaTrbio 00Ieo0pa3oBaTeabHON
OpraHu3aIyy.

12. JloroBopsbl, corjianmieHusi, KOHTPAKTbI

12.1. JIoroBOpHI, COTJIallIEHUs], KOHTPAKTHI (J1ajiee - I0rOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYAOBOT0, OI0IPKETHOTO U HHOTO 3aKOHOIATENhCTBA Poccuiickoit
@denepanuu, B 3aBUCUMOCTH OT PETYJIUPYEMBIX JOTOBOPOM IPABOOTHOIICHUNH U 0OS3aTEIIbCTB
CTOpOH.

12.2. IlpoexT pgoroBopa NOAIOTABIUBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YOPaBJSIONAM) C YYETOM HEOOXOIMMOCTH CBOEBPEMEHHOTO M KaueCTBEHHOTO OOCCTICUCHHSI
UCTIOJTHEHUS CBOMX MOJTHOMOYHH (00s13aHHOCTEH, (DYHKINIA), TOJIHOMOYHUH IITIKOJIBI B IIEJIOM.

12.3. TIIpoexT moroBopa IOJArOTABIMBACTCS OTBETCTBEHHBIM COTPYJAHHKOM (KOHTPAKTHBIM
YIPABJIAIONIMM) COBMECTHO CO CIIEHHATUCTOM, K (PYHKIUAM (TIOJIHOMOYHSAM) KOTOPOT'O OTHOCHUTCS
peuieHne BOMPOCOB, SABISIOMIMXCS MPEAMETOM JI0IOBOPA, WJIA WHBIM COTPYAHMKOM IO MPSIMOMY
YKa3aHUIO TUPEKTOpa 0011e00pa30BaTeIbHON OpraHU3aIIH.



12.4. Heobxoaumas Jj1si TOATOTOBKU MPOEKTA JOrOBOpa HHQPOpMAIIHS COOMPAETCS OTBETCTBEHHBIM
JTUIOM (KOHTPAaKTHBIM YMPABISIONIMM) B MOpsAIKE paboyero B3aMMOJAEUCTBHS C YYETOM MpaBul,
YCTaHOBJIEHHBIX HacTosiien MHCTpyKIMEen.

13. lIpyHUMNIBI OPraHU3aIMU JOKYMEHT0000poTa

13.1. B 10KyMeHTOOOOpPOTE BBIACISIOTCS CIEAYIONIME JAOKYMEHTONOTOKU: TOCTYHAroIas
JOKyMEHTaIusl  (BXOZsIIas), OTHpaBiseMas JOKyMEHTarus  (MCXOoAsmias), BHYTPCHHSSA
JOKYMEHTAITHSI.

13.1. B cocraBe BXOfllled M HCXOIAIIECH JAOKYMEHTAlMM MOTYT BBIAEIATHCS JOKYMEHTHI,
MOCTYIUBIIINE W3 BBINICCTOSIINX, MOAPSIHBIX, MEAUIIMHCKUX U JIPYTrUX OpPraHHU3AIlNi, OpraHOB
MECTHOTO CaMOYIIpaBJIeHUs, OOpallleHus TPaX/IaH.

13.3. OOparmieHusi TpakJaH pPETUCTPUPYIOTCS U (POPMUPYIOTCS B JieNa OTACIBHO OT JAPYIHX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHu3aIiy.

13.4. B mkosie ocTaBKa U OTIPaBKa JOKYMEHTOB OCYILIECTBISETCS CPEACTBAMH IOYTOBOM CBSI3H,
AJICKTPOHHOW CBSI3U, a TAKXKE IO CHUCTEME JJIEKTPOHHOTrO JoKymMeHTooOopora (mamee - COJ). C
MIOMOIIIBIO TIOYTOBOM CBSA3H B 00IIe00pa30BATEIbHYI0 OPTaHMU3ALMIO JTOCTABJISIETCS MUChbMEHHAs
KOPPECHOH/IEHIUSI B BUJE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MMOYTOBBIX KapTOuyeK, OaHaeposiei u
MEJIKUX MMaKEeTOB, a TAK)KE MEYATHBIC H3TaHHUS.

14. IleppuuHasi 00padOTKa NOCTYNAIOIIUX JOKYMEHTOB
14.1. JIoKyMeHTBI, MOCTYNAIOUIME B MIKOJIY, MEPEAAIOTCS Ha PErUCTpalldI0  CEKpEeTapro
0011e00pa30BaTEIbHOM OPraHMU3alMU M MPOXOAT MEPBHUYHYI0 00pabOTKYy B J€Hb MOCTYIUICHUS,
MIPU TIOCTYIUJICHUHU B Hepabouee BpeMs - Ha ClIeyIomuid padouunii aeHb. [Ipu nepBuaHoi 06paboTke
JOKYMEHTOB MpPOBEPSETCS MPaBUIBHOCTH aapecoBaHus. OMMOOYHO MOCTYNUBIIME JOKYMEHTHI
NEPEChUIAIOTCA M0 NPUHAAIEKHOCTH WM BO3BPAILAIOTCS OTIPABUTEITIO.
14.2. lokyMeHTsl, noctynusne ¢ orMmerkamu "Cpouno", "Bpyunts HemennenHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKy M AOKJIAIbIBAIOTCA JUPEKTOPY WM B CiIydae
€ro OTCYTCTBHSI — 3aMECTUTENIO AUPEKTOPA IO HAIIPABIICHUIO JESATEIBHOCTH.
14.3. IlocTynuBIKe TeJlerpaMMbl IPUHUMAIOTCS IO/ MTOJAIUCH C MPOCTABJICHUEM JaThl U BPEMEHU
IIpYEMa, PETUCTPUPYIOTCS 110 TEM XK€ MPaBUJIaM, YTO U ITUChMA.
14.4. DnekTpoHHBIE COOOIIEHUS, aIpeCOBAaHHBIC AUPEKTOPY WM HAIMpaBJICHHBIC B aJpeC IIKOJIbI,
pacrneuaThIBalOTCs U AOKJIAbIBAIOTCS AUPEKTOPY WM B CIIydae €ro OTCYTCTBHUSI — 3aMECTHUTEIIO
IUPEKTOpa.
14.5. DnexTpoHHbIE COOOIICHNUS, 3aBEPEHHbIE AIEKTPOHHOH MOANUCHIO, MOANEKaT 00paboTke 1Mo
IIpaBUJIaM, IPEAYCMOTPEHHBIM IS IOCTYyHAroIEeH (BXOIAIIEN) TOKYMEHTALUH.
14.6. IlocrynuBmias (BXozsmias) IOKYMEHTaLUs PpacHpeiessieTcsl Ha PErucTpupyemMble M HE
NOJyIEXKAIUE PETUCTPALIMN JOKYMEHTBI.
14.7. He nojuiexaT perucTpanum:

e IPUIJACHUTENbHBIE, I03PABUTEIIbHBIE IMCbMA U TEIETPAMMBI;

e OWIETHI,

e IUIAHBI ¥ IPOrpPaMMbl CEMUHAPOB, KOH(EPEHIUHN U APYIUX NOJOOHBIX MEPONPUATHIA;

e JIOKyMEHTBHl M0 OyXTajTepcKkoMy ydYeTy, MaTepHallbHO-TEXHHUYECKOMY 00eCleueHuIo,

IUTAHOBBIE U (DMHAHCOBBIE TOKYMEHTHI, IOCTYHAroOIIKe 0€3 CONPOBOANUTENIBHOIO MUChMA;

e PEKJIAaMHbIE, KOMMEPUYECKHE MTPEATIOKEHUS, B T.U. IOCTYIUBIIUE 110 3JIEKTPOHHOM MOYTE;

e TIICYaTHbIEC U3JAHMUS;

e IMHUCHbMa C HOMETKOM «JIUYHO.

15. Perucrpamusi, y4yer M PacCMOTPEeHHE PYKOBOAUTEJIEM MOCTYNAKIHUX (BXOASAIINX)
JAOKYMEHTOB

15.1. IloctynuBumine (BXOAAIIUE) AOKYMEHTBI PErMCTPUPYIOTCS TOJIBKO IOCIE W TEPBUYHOMN
00pabOTKH M HE3aBUCUMO OT CIIOCO0a X IOCTaBKH.

15.2. Perucrpanusi — mpocTaBieHUE B HIDKHEM IIPABOM YIJIy MEPBOTO JIUCTa JOKYMEHTAa OTMETKU
O MOCTYIUICHMHM C YyKa3aHUEM JaTbl IOCTYIUIEHHS M BXOJMILEr0 PErMCTPALlMOHHOTO HOMeEpa



JOKYMEHTa C O0O0s3aTebHON 3alMChi0 B JKYpPHaJ pPETHUCTpPAllMM TOCTyHAromed (BXOASIIEi)
nokyMeHTanuu. CTpyKTypa perucTpaliMOHHOTO HOMeEpa MOCTYIMAONIEro (BXOASILEro) TOKyMEHTa
COCTOMT M3 €ro IOpAJKOBOIO HOMEpa UM HUHAEKCAa Jeja 10 HOMEHKIaType Jell
0011e00pa3oBaTeIbHON OpraHU3aIHH.
15.3. Peructpanus Bcex NOCTYNMBIIMX (BXOZSIIMX) JOKYMEHTOB IIPOU3BOJIUTCS B Ipenaenax
o0IIero JAOKYMEHTOIMOTOKa. J[OKyMEHTbI, MOCTYNMBIIKME B IIKOJY IO KaHajiaMm (paKCUMUIbHOU
CBSI3U, 00pabaThIBAIOTCS M PETUCTPUPYIOTCS B 0OIIIEM MOPSIKE.
Texct mnoctynuBiied TenedOHOrpaMMbl 3alUCHIBACTCA B JKypHalle PETUCTPaLUU
TenedoHOrpaMM U TieyaTaeTcst Ha JJucTe Oymard JUist epejaud Ha pacCMOTPEHUE.
15.4. Tloctynaromue (BXOASIINE) JOKYMEHTHI MEPEIAl0TCS Ha pACCMOTPEHUE PYKOBOJICTBY TOJIBKO
II0CJIE UX PETUCTPALNU U PEABAPUTEIBLHOTO PACCMOTPEHHUS.
15.5. JIoKyMeHTBI, TIOCTYNHUBIIHE B O0OIIE0Opa30BaTEIbHYI0 OpPraHU3aIMIo, IO BOIPOCAM, HE
TpeOYIOLMM  PACCMOTPEHHUS JUPEKTOpa, HAIMpPABISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JEJIOMPOU3BOICTBO IIKOJIBI HEMOCPEACTBEHHO UCITOJIHUTEIIIO 3aIIpOca.
15.6. lupeKTop B pe30JI0LUN ONPEEIISAET JIML, OTBETCTBEHHBIX 3@ UCIIOJHEHHUE TOKYMEHTA, U JacT
UM nopyueHue. PaOOTHUK OTBETCTBEHHBIN 3a JENONPOU3BOACTBO LIKOJBI MEPElaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonmuHHUK AOKYMEHTa C PE30JIIOIUEH PYKOBOIUTENS 00IIe00pa30oBaTEIbHON OpraHUu3aIiu
HaIpPaBJIAETCS UCIIOTHUTEIIO.
15.8. Ilpm HanM4YMM HECKOJBKHUX MCIOJIHUTENEH TOJIMHHUK JIOKYMEHTa TEpPEeNacTcss TOMY
UCIIOJIHUTENI0, KOTOPBIH B COOTBETCTBMM C YKa3aHUSIMH II0 HUCIOJHEHUIO SIBJISETCA
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTEIH MOJIYYAOT KOIUIO TOKYMEHTA.
15.9. IloqMMHHUK JOOKYMEHTA, KOTOPBIM HCIHOJHSAETCS HECKOJIbKHMH JIOJKHOCTHBIMM JIMIIAMH,
[IOJIy4aeT OTBETCTBEHHBIN UCTIOJHUTENb. OCTaNbHBIM UCIIOIHUTENSAM NEPENAIOTCS KOIUU.
15.10. M3roroBieHue KOMMH JOKYMEHTa [UIsl MEpEAauyd COUCHOJHUTENSAM OCYLIECTBISAETCS
cekperapeM o011e00pa3oBaTeIbHON OpraHu3aIiuy.
15.11. Pe3omntonust CONEPAKUT:
e yKa3zaHWE 1O UCIHOJHEHHIO, COJAepXkallee KpaTkoe OMNHCaHHe HEOoOXOJUMOro JUIs
HCIIOJIHEHUS ICHCTBUS,
e yKa3zaHHWE Ha CpPOK, B TEUEHHE KOTOPOro JHOO 10 HCTEYEHHS KOTOPOro HeoOXO0IuMO
UCIIOJIHUTH NPEAINNCAHHOE JIEHCTBUE;
e JIMYHYIO MOJIHKCH ABTOPA PE3OJIIOLUH;
e ATy NPOCTABJIEHUS PE3OJIOLIUN.
15.12. VYka3anue Ha CpOK, B TE€UEHHE KOTOPOTO JIMOO 10 HMCTEUEHHUS KOTOPOro HEOOXOIMMO
WCIIOJIHUTB IPEAIUCAHHOE IEUCTBUE, MOXET HE BBIPAXAaTbC KOHKPETHOM JATOM U COJEpXKarhb
BBIpa)KE€HHUSI: "B YCTAHOBJICHHBIN 3aKOHOM CPOK' M T.II.
15.13. Pe3omtoniust nuieTcs Ha CBOOOHOM OT PEKBU3UTOB MECTE MEPBOTO JIMCTA JOKYMEHTA.
15.14. B ciyuae, korga pe3oJIIolus aipecoOBaHa HECKOJIBKUM COTPYIHHKAM, TO OTBETCTBEHHBIM 3a
UCTIOJHEHUE JIOKYMEHTa B IIEJIOM SBISETCS COTPYIAHMK, YKa3aHHBIH NEpBBIM (BEPXHUM), JHOO
COTPY/AHMK, B OTHOLLIEHUH KOTOPOTO C/I€JIaHA IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranusanus padoThl ¢ OTHPABJASIeMbIMHU (MCXOAAIMMHU) JOKYMEHTAMH

16.1. Jlo mpenocTaBieHHs TPOEKTa OTMPABIAEMOro (MCXOASIIEr0) JOKYMEHTa Ha MOJAINKCH
TUPEKTOPY WM HWHOMY YIOJHOMOYEHHOMY B YCTaHOBJIEHHOM TOpPSAKE Ha MOANHUCAHUE JUILY
OCHOBHOW HCIIOJTHUTEh MPOBEPSET MPABHIBHOCTH O(DOpPMIICHUS OTMPaBISIEMOro (MUCXOMISINIEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTose NHCTpyKuuu.

16.2. Ilpy MOArOTOBKE OTHPABIAEMOro (MCXOMSIIET0) JOKYMEHTAa KaK OTBETa Ha MOCTYMUBIIUN
(BXoAsImuii) JOKYMEHT HCIOJHUTEIb MPHUKIAAbIBAET K MOATOTOBIEHHOMY IPOEKTY BXOASIINN
JIOKYMEHT.

16.3. IIpoeKThI OTHPABISIEMBIX (MCXOISIINX) JOKYMEHTOB C YU4ETOM COOJIIOICHHS YCTAaHOBJICHHOTO
B PpE30JIIOLMU CpPOKA UCIIOJIHEHHUS] TMEepeAaroTCss OTBETCTBEHHBIM HCIOJHUTENEM B OTIEN
JIeJIONPOU3BOJICTBA (KAHLIETSPUSL, CEKPETaph) IIKOJIbI U HAIIPABJICHUS HA MOIUCAHHE.



16.4. TloamucaHHble OTHpaBiisieMble (MCXOASIINE) JOKYMEHTBI, TepelaloTcsi pabOTHUKY
OTBETCTBEHHOMY 3a  JIEJIONPOM3BOJACTBO  IIKOJbI, KOTOPBIA  OCYIIECTBISET  IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBMSI KOJMYECTBA HK3EMIUIIPOB OTHPABISAEMOro (MCXOJSAIIETO)
JOKYMEHTa CIIMCKY pAacChUIKM, a TaKXe MpPaBWIbHOCTh OGOpMIICHHS JOKYMEHTa COTJacHO
HACTOSILEN UHCTPYKLIMH.
16.5. B cnydyae HapyuieHHUsT KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJIMYECTBA, a TaKKe
NPaBUIBHOCTH O(GOpPMIIEHUS JOKYMEHTA COTJIACHO HACTOSIIEH HWHCTPYKIMU OTIpaBIIEMbIC
(ucxondmue) JOKYMEHThl  HE3aMEUIMTENIbHO  BO3BPALAIOTCS  pAaOOTHUKAMM  KaHUEJSPUU
OTBETCTBEHHOMY MCIIOJHHUTENI0 WIH B CIy4yae OTCYTCTBHUS OTBETCTBEHHOI'O MWCIIOJIHUTENS €ro
HEMOCPEJACTBEHHOMY PYKOBOJIUTEIIO JIsl yCTPAHEHUsI HapyILIEHUH.
16.6. JlokyMeHTBI mHOCi€ MX MOJANUCAHUS JUPEKTOPOM MM HHBIM YIOJIHOMOYEHHBIM JIMIIOM
NepelaloTcs B KaHLESPUIO 00111e00pa30BaTeIbHON OpraHn3aluy Ui PETUCTPALMU U OTIIPABKU.
16.7. Peructpainus oTrpasisieMbIX (UCXOSAIINX) JOKYMEHTOB OCYIIECTBISETCS MOCIIE MPOBEICHUS
pabOTHUKAMU KaHLEJISPUU, OTBETCTBEHHBIMH 3a JEJIONPOU3BOACTBO, MPOBEPKH KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUISIPOB, a TAKXKe IMPABHIBHOCTH O(OPMIICHHUS OTIIPABISEMOIO
(MCXOAIIIET0) TOKYMEHTA.
16.8. Peructpanus co3gaBacMbIX JOKYMEHTOB OCYILECTBIISIETCS B JE€Hb MOJIMCAHMUS WU
YTBEP)KICHHS JIMOO Ha CIICTYIONTUI pabovHii I1CHb.
16.9. CBeneHus 0 perucCTpUPYEMBIX OTIIPABISIEMBIX (MCXOAALINX) JOKYMEHTAX BHOCSITCS B XKypHAaI
PETUCTPAIMK OTIIPABISAEMON (MCXOIAIICH) TOKYMEHTAIIUH.
16.10. PerucrpaiimoHHslii HOMEp U 1aTa OTHPABISEMOr0 (MCXOSIIET0) TOKYMEHTA MPOCTABIISIOTCS
Ha MOJJUHHHUKE JOKYMEHTa B pEKBM3UTax OJaHKa W Ha HK3EMIUIApe, OCTalouiemMcs B Jele
00111e00pa30BaTeIbHON OPraHU3aIH.
16.11. CTpykTypa perucTpalldoOHHOTO HOMEpa OTIPABISIEMOTO (MCXOMASIIET0) TOKYMEHTa COCTOUT
U3 €ro MopsAIKOBOr0 HOMEpA U MHAEKCA Jieja 10 HOMEHKJIAType 1€ MIKOJIBI.
16.12. OtnpaBka TOKYMEHTOB TMPOM3BOJIUTCS IIEHTPATU30BAHHO pPAOOTHUKAMHU KaHIEISIPUH
IIKOJIbI, KOTOpPbIE MPOU3BOAAT MX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIpOcTas, 3aKa3Has,
MEXIyHApOaHas U JIp.).
16.13. [Tucema, TenerpaMMsbl, OTKPBITKH, OAHAECPOIH U TIEYaTHbIC N3JaHHUS OTIIPABIISIOTCS TIOYTOM.
daxkcorpamMmbl U TeneOHOTPaMMBbI TTEPEAAIOTCS 110 KaHalaM TeleQOHHOI CBsI3U.
16.14. DnexTpoHHBIE COOOIICHUS OTIPABISAIOTCS C O(UIIMAIBHOTO IOYTOBOTO AJIEKTPOHHOTO
aapeca 001eoopa3oBaTeIbHON OpraHU3alIliu.
16.15. [Iucema, TenerpaMmbl, OTKPBITKH, OaHIEPOIH, (PaKkcOrpaMMBbl, SJICKTPOHHBIE COOOILICHHS, HE
CBSI3aHHBIE ¢ paboyeil JesTeIbHOCTHIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JlokyMeHTBI, OTIPaBIIsiEMbIE CPEACTBAMHU [TOUYTOBON CBSA3HM MPOXOMST:

e  YIIaKOBKY;

e anpecoBaHue (IIpU HaNpaBlIeHMH AOKyMEHTa Oojiee ueM B 4 ajapeca) — B COOTBETCTBHHU C

yKa3aTeJeM pacChUIKU, Ha KaXIOM 3K3EMIUISIpe MIUChMa YKa3bIBA€TCS TOJIBKO OJIMH aJipecar.

e IIPOCTaBJIEHHE CTOMMOCTH IMOYTOBBIX YCIIYT;

e Tepelavy B OYTOBOE OTJICJICHUE CBA3H.
16.17. Tlpn mOATOTOBKE M OTMHpaBKE MUCEM HEOOXOAMMO YUMTHIBATH IPAaBHJIA, YCTAHOBJICHHBIC
MpUKa3oM MUHHCTEPCTBA CBS3M U MacCOBbIX koMMmyHukaruii P® ot 31 uronst 2014 r. N 234 "O6
yTBepxkAcHUM [IpaBui okasaHus yCiIyr O4YTOBOM CBsI3U".
16.18. JlIokyMeHTBI, OTIIpaBIISIEMbIE CPEACTBAMU MOYTOBOM CBSI3M B OJIMH aJIPEC, BKIIAJIBIBAIOTCS B
OJIH KOHBEPT.
16.19. Hcxopsmme AOKYMEHTHI, MpeIHA3HAYEHHBIC JIs OTHPABKH CPEICTBaMH (HaKCUMUIHHOM
CBSI3H, OTIPABIIOTCS PAOOTHUKAMU KaHLIEISIPUH 00111e00pa30BaTeIbHON OpraHu3alyu.

17. PazpadoTka U BeleHHe HOMEHKJIATYPbI J1eJI

17.1. JloxyMeHTanbHBIA (HOH ITKOJIBl — COBOKYIMHOCTh JOKYMEHTOB, 00pPa3yIOIUXCS B MPOIIECCE
€ro JAcATCIbHOCTH. HOKyMeHTaJIBHLIfI q)OHI[ IOKOJIbI COCTaBJIAAFOT JOKYMCHTLI, CO3JAaHHBIC B
o0mieo0pa3oBaTeabHOM OpraHu3alMd W TOJYYEHHbIE €10 B pE3yJbTaTe B3aUMOJICHCTBHUS C



opraHaMy TOCYJapCTBEHHOH BJIACTH, OpraHaMHd MECTHOT'O CaMOYIpPABJICHUS, IOPUIUYECKUMU U
(HDUBUYIECKUMH JTUTIAMU.
17.2. HomeHkmnaTypa Jen sBISeTCs OCHOBOW (POPMHUPOBAHUS JOKYMEHTAJIbHOTO (DOHIA LIKOJIBI U
MPEACTABISIET COOOM CHCTEeMAaTH3UPOBAHHBIM TIEPEUYCHb 3aroJIOBKOB (HAMMEHOBAaHU) [T,
3aBOJUMBIX B IIKOJIe, C YKa3aHHEM CPOKOB MX XpaHEHHs, U O(OPMICHHBIH B COOTBETCTBUHU C
MPABOBBIMU aKTaMH, PEKOMEHIAIMSIMU M METOAMYECKUMH YKa3aHUSAMH opraHoB Poccuiickoit
denepanuu, YHNOTHOMOYCHHBIX B c(epe TOCYJapCTBEHHOTO YIPABICHHS apXUBHBIM JIETIOM,
JIeJIONPOU3BOJICTBA U JOKYMEHTO000pOTA.
17.3. HomeHkaTypa 1€ COCTaBIISIETCSI HA OCHOBE U3YUEHHUS MOJIOKEHUM, MHCTPYKIIUHI U MTpaBuJ, a
TaKK€ JPYrHMX JOKYMEHTOB, PpEIJIAMEHTUPYIOIIUX JeATEIbHOCTh  00IIeo0pa3oBaTeabHOM
opraHuzali, a TaKKe HOMEHKIaTyp /el 3a MNPeIUIECTBYIONIUE TOAbl W JOKYMEHTOB,
00pa3yromuxcs B ISATEILHOCTH 0011e00pa30BaTeIbHON OpraHU3aIliH.
17.4. HomeHnknatrypa 1€l MCHOJB3YyeTCs JUIisl TPYNIUPOBKU HMCHOJHEHHBIX JOKYMEHTOB B Ji€fa,
CUCTEMAaTHU3allMM U y4eTa JeJl, ONPEIeNICHUs] CPOKOB UX XPaHEHHUS U MOMCKA IOKYMEHTOB, SBIISIETCS
OCHOBOM1 JUIsl COCTaBJIEHUsI OIIUCEH JIe MOCTOSHHOTO U BpeMeHHoro (cBbie 10 yer) xpaHeHus, a
TaKKe AJIs ydeTa JieJd BpeMeHHOTO (10 10 JeT BKIIOUUTEIbHO) XPaHEHHUS.
17.5. HomenknaTypa /est BBOJUTCS B IEUCTBHE MPUKA30M IO IIKOJIE.
17.6. HomeHnknaTypa JieJ1 TOTOBUTCS B TPEX K3EMILISApax:

e ISl IOMEIIEHHUS] B HOMEHKJIATYPHOE JIEJI0 U MOCTOSIHHOT'O XPAHECHHS;

e JIJIS UICTIOJIB30BAHUS B pabOTE OTACIIOM JCIIONPOU3BOACTBA (KaHIIEIsIpUEH);

e IS XpaHEHUS B apXUBE IIKOJIBL.
17.7. V13 HOMEHKJIATyphl A€ IIKOJIbI OTBETCTBEHHBIM JIMIIOM 3a BEICHHUE JEJIONPOU3BOJICTBA
Oo(hopMIISIFOTCSL BBIMMCKM I KaXJIOTO W3 MOJPA3IEICHUN M OTHCNOB 001e00pa3oBaTeIbHON
OpraHu3alHH.

18. ®opmupoBaHue 1es U UX TeKylee xpaHeHue. [1oaroroBka 10KyMeHTOB M JieJI K nepeaave
HAa apXMBHOE XPaHEHHUeE

18.1. ®opmupoBanue e — rpynnupoBKa UCIOJHEHHBIX TOKYMEHTOB B JieJla B COOTBETCTBUH C
HOMEHKJIATYpOil Jien 001eo0pa3oBaTeIbHON OpraHU3aIlii U CUCTEMATH3aIUs JOKYMEHTOB BHYTpHU
nena.

18.2. lena co AHS WX 3aBEJEHUS /0 MEpeJaydl B apXUB LIKOJbI WJIM HA YHUUYTOXKEHUE XPAHATCS MO
MecTy uX (OopMUPOBAHUSI.

18.3. Ilpuka3pl 1O OCHOBHOH, aJMHHUCTPATHBHO-XO3SHCTBEHHOMW, Yy4eOHO-BOCTIMTATEILHON
JEeSITeIbHOCTH IIKOJIbl, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO JIMYHOMY COCTaBy pabOTHUKOB U
0 TUYHOMY COCTaBY 0OyUaromuxcs (y4anuxcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynmnupyercss 3a MEPUOJA KaJCHIApPHOIO TOJa M CUCTEMATH3HpYETCS B
XPOHOJIOTHYECKOM TOCIIE0BATEIHHOCTH.

18.5. [IpoBepka HaIU4us U COCTOSIHUSL IOKYMEHTOB U JI€J TPOBOAUTCSA MPU NMEPEMEIICHUN JIE]1, IPU
BO3BpAaTe JieJl, IPU PEOPraHU3aIH WU JIMKBUAANNUN 0011e00pa30BaTeIbHOM OpraHU3aIiu.

18.6. B apxuB o00meo0Opa3oBaTeIbHON OpraHu3auu (ajgee - apxuB) MepenaroTcs Jena
MMOCTOSIHHOTO, BpeMEHHOTO (cBbIlIe 10 JeT) CpOKOB XpaHEHHUs U N0 JIMYHOMY COCTaBY uepe3 3 roaa
1ocJie To/ia, B KOTOPOM JTOKYMEHThI ObLITM IOMEIIEHBI B JIEJI0 Ha XpaHEHUE.

18.7. Ilepenaya TOKYMEHTOB B apXUB MPOU3BOIUTCS MO YTBEPKACHHBIM OIHUCSM JIETI.

18.8. IloaroToBKa HOKYMEHTOB M J€J K Iepelaye Ha apXWBHOE XPAHEHHE M HA YHUYTOXKECHUE
MpEeAyCMaTPUBAET:

e DKCIEPTHU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHUE OMMCEH /I O pe3yIbTaTaM 3KCIEPTU3bI UX [IEHHOCTH;

e odopmieHHE NIeT;

e COCTaBJICHUE aKTOB Ha YHUUYTOXKEHUE JOKYMEHTOB U JI€Jl C UICTEKIIUMHU CPOKAMU XPAHECHHUSI.
18.9. DkcnepTr3a EHHOCTH JTOKYMEHTOB MOCTOSHHOTO M BPEMEHHOTO XPAaHEHHUS OCYIIECTBIISAETCS
€XKErogHO JHIIOM (JIMIAMH), Ha3HAYEHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHHUE.



18.10. B neno nomemaetcs He 6osee 250 mucTOB (TOMIIMHA JIENa IPU 3TOM COCTaBIseT He Oonee 4
cMm). Ilpu OonbIIOM KONMHYECTBE JOKYMEHTOB (popMHUPYIOTCA ToMa (YacTw) aena. BHyTpu paenma
JOKYMEHTBI PACIONIaraloTCsi B XPOHOJIOTMYECKOM IMOPSIKE B COOTBETCTBMHU C ONHUCHIO. B nema
MOMEIAIOTCS TOJBKO UCIIOJIHEHHbIE, TPABUILHO OPOPMIICHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBl BHYTpPH Je€jla paclojararTcs CBEpXY BHM3 B XPOHOJIOIMYECKOH, BOIPOCHO-
JIOTUYECKOW  TOCJEeNOBAaTENIbHOCTH WJIM HMX codeTaHuu. PacrnopsauTenbHble JOKYMEHTHI
TPYNIUPYIOTCS B Jiea 110 BUAaM M XPOHOJIOTHU C OTHOCSIIUMUCS K HUM IPUIIOKEHUSMHU.

18.12. JInuHbIie KAPTOYKH PAOOTHUKOB (POPMUPYIOTCS B JIEJI0 110 andaBuTy haMUIU.

18.13. Odopmienue nena mnpegycMarpuBaceT: O(OPMIICHHE PEKBU3UTOB OOJOXKKH Jena o
YCTaHOBJICHHOW (opMe; HyMepaluio JIMCTOB B JieJe KapaHIallloM B BEPXHEM IPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMMCH JIOKYMEHTOB Jieja, MOAIIMBKY U nepervier aena. Jiuct 6onpuioro
¢dbopMara, MOAIIUTHIA 3a OJUH Kpald, HyMepyeTcs KaK OJUH JHCT B MPAaBOM BEpXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepalllel JTUCTOB, B TOM YHCJIE IeYaTHbIe U3aHus, HyMEPYIOTCS B
o01eM TopsiziKe.

18.14. JIucThl Aein, COCTOSIMMX U3 HECKOJIBKMX TOMOB WJIM YacTeH, HyMEPYIOTCS 110 KaKJIOMY TOMY
WM YaCTH OTAEIBHO.

18.15. Ilocne 3aBepiieHUs HyMepaLUU JIMCTOB COCTAaBJISETCS 3aBEPUTENbHAsI HAANKUCh, KOTOpas
pacnojaraercsi B KOHIIe eia. 3aBepuTeibHasi HaAMKUCh COCTABIISIETCS B Jiele Ha OT/IEIbHOM JIMCTE-
3aBepuUTEIIE JeNa.

18.16. B 3aBepuTenpHON HaAMMCH HU(PPAMH U MPOIMUCHIO YKA3bIBACTCS KOJUYECTBO JINCTOB B
JAaHHOM JieJie. 3aBepuTeNbHAs HAJINUCh IOANUCHIBACTCS €€ COCTaBHTEIEM C YyKa3aHHEM
pacmiipoBKM TMOANMMUCH, JOJKHOCTH W JaThl cocTaBiieHus. KomuuecTBo IHCTOB B Jene
MPOCTABISETCA Ha 0OJIOXKKE JIea B COOTBETCTBUH C UTOTOBOM HAAIMKUCHIO.

18.17. PexkBu3uT "CpoK XpaHEHHUs jAeya" MEepeHOCUTCS Ha OOJIOXKKY Jejia M3 COOTBETCTBYIOIICH
HOMEHKJIATYphI JIeJ TMOCJEe CBEPKHU €ro CO CPOKOM XpaHEHMs, YKa3aHHBIM B IEpEYHE TUIOBBIX
JIOKYMEHTOB WJIU B ME€pEeUHe TOKYMEHTOB, 00pa3yIOIIUXCs B AEATENbHOCTH (heiepaabHOro opraHa,
C YKa3aHUEeM CPOKOB XpaHEHHUS.

18.18. Ha genax mocTOSIHHOTO XpaHEHUs mumeTcs: " XpaHUTh MOCTOSIHHO .

18.19. Ilpuem nen mpou3BOAUTCS COTPYAHHMKOM, YIIOJIHOMOUYEHHBIM Ha BEACHUE ACSITEIbHOCTU
apxuBa, ¢ MPOCTABJIEHUEM B JABYX SK3EMIUISIpaX OMHMCU JAeN OTMETOK O HAIWYMM Ka)KIOoro jAena (Ha
KaXX/I0M 3K3EMIUIIpE OMHMCH YKa3bIBAETCS KOJUYECTBO (PAKTHUYECKH MPUHSATHIX NI, JAaTa IMpueMa-
nepenayu Je, a TaKkKe MOAMNKMCH apXUBUCTA M COTPYAHUKA, TEPEIaBILIEro Aena.

19. 3akr0uHuTeNbHBbIC NTOJI0KEHUS

19.1. Hacrosmas MHCTpyKIMs 10 I€I0NPOU3BOACTBY SABIISETCS JOKAJIBHBIM HOPMAaTUBHBIM aKTOM
001eo0pa3oBaTelbHONM  OpraHu3aluy, npuHuMaercss Ha OOmeM cobpaHun pabOTHUKOB H
yTBep)KaaeTcs (BBOIUTCS B JCHCTBUE) IPUKA30M AUPEKTOpa 00111e00pa3oBaTeIbHON OpraHu3aluu.

19.2. Bce u3MeHeHHsI W JOTIOJHEHUS, BHOCUMBIE B HAcTOAIIyI0 WHCTpyKIHio, 0pOpMIISIOTCS B
MUCHMEHHOM (hopMe B COOTBETCTBUU JACUCTBYIOLINM 3aKOHOIAaTeNLCTBOM Poccuiickoit deneparum.
19.3. UHcTpyKuMs MO JIETONPOU3BOJACTBY B IIKOJIE NMPUHUMAETCS HA HEOINPEIEICHHBIM CpOK.
W3meHeHns u 1onoiaHeHuss K MHCTpYyKIMU NPUHUMAIOTCS B MOPSAKE, IPEIyCMOTPEHHOM I1.19.1.
Hacrtosen MHcTpykiuu.

19.4. Tlocne npunsTus MHCTpyKuuu (MM U3MEHEHMM M JONOJHEHUN OTIENbHBIX IYHKTOB U
pa3aesoB) B HOBOM peaklMy MpeablIyIas peJakiyis aBTOMaTHUYECKU YyTPAuUBaeT CUITY.



Ipunooscenue Ne 1

IIpaBuia
oopmiieHUsI PEKBU3UTOB JOKYMEHTOB

1. Jlis TOATOTOBKM JTOKYMEHTOB TIPUMEHSETCS TEKCTOBBIM pPETaKTOp, OOECIeYMBAIOIINMA
TpeOOBaHUs TPaPUUECKOro BOCIIPOU3BEICHHS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pa3mepsl ucnoibdyeMbix mpudTos: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HUM.

3. Ilpu nmoaroroBke TEKCTOB B TaOmMIax, A oOecrnedeHus Jydlled 4YUTaeMOCTH JaHHBIX,
J0IycKaeTcs mpuMeHenue mpudros Buaa Arial, pasmepos 12,13.

4. Jlnana3zoH UCHOJIb3yEMBIX MEXAYCTPOUHBIX HHTEPBAIOB: OT OJUHAPHOIO /10 MOJIYTOPHOTO.

5. AO3auHBIif OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJ0BKH pa3/esIoB U MOIPA3/EI0B M1€4aTatTCsl ¢ a03alHbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 110
LIMPUHE TEKCTA.

7. MHOroCTpouYHbI€ PEKBHU3HMTHI I1€YATAIOTCS 4Yepe3 OAMH MEXKCTPOYHBIM HMHTEpBall, COCTaBHbBIE
4acTH PEKBU3UTOB OTIAEIISIIOTCS JONOJHUTEIBHBIM HHTEPBAJIOM.

8. Ecim JOKyMEHT IOTOBMUTCS Ul M3/1aHUSl C YMEHBIIEHUEM MacuiTaba, TEKCT Me4aTaeTcs 4epes
7IBa UHTEpBaJa.

9. UnTepBan Mexay OyKBaMH B CIIOBax - OOBIYHBIN. IHTEpBAT MEXTy CIIOBaMH - OJTUH MPOOEIL.

10. TekcT noKyMeHTa BBIpaBHUBAETCS MO IIMPUHE JHCTa (TI0 TPAaHUIAM JIEBOI'O U IPABOIO IMOJIEH
JIOKYMEHTA).

11. AnuHa camMoil JUIMHHOM CTPOKM PEKBU3UTA IPU YIIIOBOM PACIOJIOXKEHUN PEKBU3UTOB He Oolee
7,5 cm.

12. JInuHa camol AJIMHHOM CTPOKM PEKBU3UTA IPHU MPOAOJIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Koa dhopmbl 1okymMeHTa

Kox ¢opmbr qokyMeHTa TpOCTaBiseTCs HAa YHU(DUIUPOBAHHBIX (POpMaxX JOKYMEHTOB B OCHOBHOM
HCIOJIb3YEMBIX B KaJpOBOM JOKYMEHTOOOOpoTe mikosbl. Pacnonaraercss kon (opmbl B MpaBoM
BEpXHEM YIiIy paboyero Mmojis JOKyMEHTa, COCTOUT u3 cioB "®opma mo" (HauMEHOBaHUE
Kiaccudukaropa) u mudpoBoro Koja.

IIpumep - @opma no OKY]] 0301001.

14. HaumeHOBaHHE IIKOJIBI

HaumenoBanue mIKONBI JODKHO COOTBETCTBOBATh HAWMEHOBAHHWIO FOPHIAMYECKOTO JIMIIA,
3aKpeIICHHOMY B €ro  yYpeAuTeNbHBIX JoKyMeHTax (YcrtaBe o00mieo0pa3oBaTenbHON
opranuzary). [1o HauMeHOBaHWEM IITKOJIBI B CKOOKaX yKa3bIBAe€TCS COKpAINEHHOE HAUMEHOBAHUE
0011e00pa3oBaTeIbHON OPTaHU3aIH.

Han HanMeHOBaHMEM IIKOJIBI - YKA3bIBACTCS TIOJTHOE HAMMEHOBAHWE BBIIIECTOSIIECH OpraHu3aIiy.

15. CupaBoYHBbI€ TAHHBIE O IIKOJE

CrpaBouHbIe JaHHBIC O IIKOJE BKIIOYAIOT B ce0si: MOUYTOBBIA aapec, HOMepa TeiedoHa, ¢akca,
aapec SJeKTpoHHOM mouthl, Koj mKkoiael mo OKIIO (mpoctaBnsiercss mo OOmepoccuiickomy
KJaccu(uKaTopy MpeInpUsTUil 1 OpraHu3aluii), OCHOBHOW IOCYJapCTBEHHBIH PErucTpaliOHHBINA
Homep (OI'PH), nnenTudukanmoHHbII HOMEP HAJIOTOIUIATENIBIINKA/KOT TPUYHHBI TOCTAHOBKH HA
HasoroBsiit yuer (MMHH/KIII).

16. HanMeHOBaHMe BUAA IOKYMEHTA




PexkBu3uT wucmonb3yeTcs Ui yKa3aHUS BHIA JOKYMEHTa W pacrojaraercss MO PEKBH3UTOM
«HAaUMCHOBaHHE O0O0IIe00pa3oBaTEIbHON OpraHu3aluu». HauMeHOBaHHWE BHIA JTOKYMEHTa HeE
YKa3bIBAETCs B MIChMaX.

17. Jlata toKyMeHTa

JlaToii nokyMeHTa SIBISIETCS Jara ero MoAmucaHus (MpHKa3, MUChMO, 3alHicKa, akT U Ap.),
YTBEp)KICHHS (MHCTPYKIIMSI, IOJIOKEHHE, MPaBHJa, PETJIaMEHT, IUIaH, OTYeT M Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOJI).

Jlata TOKyMEHTa MPOCTABIISETCS JOKHOCTHBIM JIMIIOM, TIOITMCHIBAIOIIAM WM YTBEP)KIAOIIAM
JOKYMEHT, WM TpPH PEruCTpalii JTOKYMEHTa, WJIH HEMOCPEICTBEHHO COCTABHTEIEM TpHU
MOATOTOBKE TOKYMEHTA (CITy>KeOHasl 3amncKa, 3asBJICHUE U Ip. ).

JIOKYMEHTBI, U3/1aBaeMbI€ COBMECTHO C APYTMMHU OPTaHHU3AIUSAMU JTOJDKHBI UMETh OJHY (€AMHYIO)
nary.

Jary noxkymeHTa 0hOpMISIOT apaOCKUMHU TUGPaMH B ITOCIEIOBATEILHOCTH:

e JIeHb Mecsla, Mecsl, roia. JleHp Mecsna U Mecsi OopOpPMIISIOT ABYMS Iapamu apaOCKuX
mudp, paszaeieHHBIMH TOYKOH; ToJ - YeThIpbMs apaOCKuMH LudpaMu, HampuMep:
01.12.2017. byksa "r" mocie uudp HEe cTaBUTCS.

e TIpPHU CIOBECHO-LIU(POBOM criocobe ohopMIIEHUS HaThl J€Hb MECsIa YKa3bIBaeTCs Mapoiu
apabckux mudp, roa YeTIpbMs apadckumu nudpamu, Hanpumep: 12 nexadbps 2017 .

18. PerucrpalinoHHblii HOMEpP IOKYMEHTa

PerucrpanuoHHslii HOMEP AOKYMEHTA IIPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOM PErUCTpaLUH,
MPUHATON B LIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBAETCS TIOKYMEHTY IIOCIIE €T0 MOANUCAHUS (YTBEPXKICHUSA).
CchUika Ha pEerucTpalOHHbIM HOMEP U 1aTy JOKYMEHTa

CcplKa Ha UCXOSIINI HOMEp U JaTy JOKYMEHTa aJpecaHTa BKJIIOYAeT B ce0sl pEerucTpaliMOHHBIN
HOMEp U J1aTy TOKYMEHTa, Ha KOTOPBII J0JKEH ObITh 1aH OTBET.

19. Mecto cocraBienus (M31aHus) TOKYMEHTa
MecTo cocTaBneHHs MM U31aHUS JOKYMEHTa - "TopoJ ..." - yKa3bIBaeTCs Ha OJIaHKaX MPOTOKOJIOB
Y aKTOB, COCTaBJIsIEMbIX B 00IIc00pa30BaTeILHON OpraHU3aIHH.

20. Anpecar

B pexBusute "Anpecar" ncnosib3ytorcs odunanbHble HAMMEHOBAaHHUS OPraHOB rOCYIapCTBEHHON
U UCIOJHMUTENBHOM BJIACTH, OpPraHOB MECTHOIO CaMOyIpaBlieHUs, opraHuzanuid. [lomyckaercs
UCTOJIb30BaTh OPHUIMATIBHO MIPUHATHIE COKPAILICHHbIE HAMMEHOBAHUS OPraHOB rOCYIapCTBEHHON U
UCIIOJHUTEJILHOM BJIACTH, OPraHOB MECTHOT'O CaMOYTIPaBIICHUs, OpraHU3alui.

IIpu agpecoBaHMM JOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMILY MHMIMAJIBl CTaBSTCS IOCIIE
dhamuun.

Ilpumep - Pykosooumento OO0 «Cmpoumenwy
Damunus U.0.

PexBu3ut "anpecat" mpocTaBisieTcs B BepXHEH MpaBoil yacTh JOKyMeHTa (Ha OJlaHKe ¢ yrJIOBBIM
pACIIOJIOKECHUEM PEKBH3WTOB) WJIM CIpaBa TOJ PEKBU3UTaMH OjaHka (TIpH  MPOAOIHLHOM
pacIoyio’)KeHNH PeKBU3UTOB OsiaHka). CTpokM pekBH3UTa "agpecaT" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WX HEHTPYIOTCS OTHOCUTEIIBHO CaMOU JIMHHOM CTPOKH.

[Ipu axpecoBaHuM JOKyMEHTa 0Oe€3 YyKazaHUS JOJDKHOCTHOTO JIMI[Aa HAaWMEHOBAHHS aJpecaToB
IUIIYTCS B MMEHUTEIBHOM Ma/IeXke, Halpumep:

Opeanvl cmamucmuku 2opooa Mockevl



[Ipu angpecoBaHWM JIOKyMEHTAa PYKOBOJUTENIO OpraHU3aldd HANMEHOBAaHUE JIOJDKHOCTHU
yKa3bIBaeTCs B AATEIHHOM MaJiexe, HalpuMep:

T'enepanvromy oupexmopy OOO «H30anuex

Damunus U.0.

[TouroBBIli aapec HE YKa3blBaeTCs B JIOKYMEHTaX, HAIMpPaBISIEMbIX B BBICIINE OPTraHbI
roCy/1apCTBEHHOMU BIIACTH, (efiepaibHble OpraHbl UCIIOJHUTEIBHON BIACTH U UX TEPPUTOPUATILHBIE
OpraHbl, OPraHbl TOCYAaPCTBEHHOW U UCTIOTHUTEILHON BIIACTH, IOCTOS MHBIM KOPPECIIOHICHTAM.
[Ipu agpecoBaHuM MUChbMa B OPraHU3ALMIO YKAa3bIBAIOT €€ HAMMEHOBaHKe, 3aTeM MOUTOBBIN azipec,
HaTnpumMep:

T'ocyoapcmeennoe  yupescoenue  Bcepoccutickuil — HayuHO-UCCI€008aMeNbCKULL  UHCMUMYM
O00KYMeHMOBeOeHUsl U APXUBHO20 Oeld
IIpogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHUM JOKyMEHTa (PHU3MUECKOMY JIMIy VYKa3blBalOT (aMWIMIO M WHUIHMAIBI
II0JIy4aTelis, 3aTeM ITOYTOBBIN aapec, HalpuMep:

Ilemposy U.11.
IIpouszsoocmeennas yi., 0.5, k6.12,
2. Mockea, 119633

PexBuzut "Anpecat" He HODKEH conepkarh Oosee derbipex ampecartoB. Cioo "Komms" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajpecaraMu He ykasbiBaercs. [Ipu uumcne azmpecaroB Oonee 4-x
COCTaBJIAETCS CIIUCOK PACCHUIKU JJOKYMEHTA.

Ecayn AgOKyMEHT OTHpaBiseTCs B HECKOJIBKO OJHOPOAHBIX OPraHHU3alUd WM B HECKOJIBKO
CTPYKTYPHBIX TTOAPA3ACIICHUA OpTaHa UCTIOJTHUTEIHHOM BJIACTH, TO OHU YKa3bIBAIOTCSI 000OIICHHO.
IIpumep:

Pyxosooumensm yupescoenuti CI10

20. I'pud yTBEepKIeHUS JOKYMEHTA

I'pud yTBepkaeHUs MPOCTaBISETCS B MPABOM BEpXHEM YIiIy JokyMeHTa. CTpOKH pEKBU3UTA
BBIPAaBHUBAIOTCS MO JIEBOMY Kpal WIM LEHTPUPYIOTCS OTHOCUTENIBHO CaMOW UIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KOaeTcsi  JOJDKHOCTHBIM  JIMIIOM  (JOJDKHOCTHBIMHM  JIMIIAMH) WU
pacnopsiAUTENIbHBIM JOKYMEHTOM (ITOCTaHOBJICHUEM, PELICHUEM, TPUKA30M, PACIIOPSKEHUEM).
[Ipu yTBep)KI€eHUU TOKYMEHTa IODKHOCTHBIM JIMIOM TpU( YTBEPKICHUS IOJKEH COCTOSTh U3
cioBa YTBEPXJIAIO (0e3 kaBbluek), HAWMMEHOBAaHUS JOJHDKHOCTH JIMIA, YTBEPIKIAIOIIETO
JTOKYMEHT, €T0 MOAMKUCH, MTHUINAJIOB, (aMIJINU U 1aThl YTBEPKACHHUS.

IIpumep:

VYTBEPJ[AIO
Hupexmop MBOY «Kokpexckasa COLLD»
H.0. Pamunus

21. laTa

[Ipu yTBepKIeHUH TOKYMEHTA HECKOIBKUMU JOKHOCTHBIMU JIMIIAMU UX MOAMKMCH Pacrojaraiorcs
Ha OJIHOM YpOBHE.

[Ipu yTBEepKIEHUU TOKYMEHTa PAaCHOPSTUTENIbHBIM JOKYMEHTOM TpU( YTBEP)KICHHSI COCTOUT U3
cioB YTBEPXJIEH (YTBEPX/JIEHO, YTBEPXIEHbI, YTBEPXJ/IEHA), coriacoBanHoro c
HAUMEHOBAaHMEM BHUJA YTBEPXKAAEMOTO JOKyMEHTa, HAUMEHOBAaHUS BHJAAa JOKyMEHTa B
TBOPUTEJIHHOM MAJIEKE, €ro AaThl, HOMEPA.



IIpumep:

VTBEPK/[EHO
npuxaszom MBOY «Kokpexcrkas COLL»
om 01.03.2020 Ne 57
22. 3aroiaoBOK K TEKCTY
3aroioBOK K TEKCTYy - KpaTKoe COJepKaHWe JOKYMEHTa. 3arojioBOK K TEKCTy MpHKa3a
dbopmynupyercs ¢ npeayiorom "O" ("O6") u oTBevaer Ha Borpoc "o yem?"):
e mpuka3s (0 yem?) 0 CO3JaHNU KOMHCCHUU;
e mpuka3 (0 yeM?) 00 yTBEP)KICHUH IITATHOTO PACTICAHUS;
e THUCHMO (0 YeM?) O IpeOCTaBICHHH HH(DOPMAIIHH.
3aroyioBOK K TEKCTY 0hopMIIsIeTCsl IO/l pEKBU3UTaMU OJIaHKa CJieBa, OT TPAHUIIbI JIEBOTO MOJIA.
HaumenoBanne (3aroioBOK) IMOO aHHOTAIMsI JOKYMEHTAa COCTABISIETCS aBTOPOM IPOEKTa
JOKYMEHTA.
3aroJIoBOK K TEKCTY MOXKET HE COCTaBJIATHCS, €CIIM 00hEM JOKYMEHTA HE MPEBBIMIALT 4-5 CTPOK.

23. TekcT ToOKyMeHTa
JIOKyMEHTBI 00I1e00pa30BaTeIbHON OpPraHU3allii COCTABIIIIOTCS HAa TOCYAapCTBEHHOM  SI3BIKE
Poccuiickoit denepanuu - pyccKkoM.
TekcT JOKyMEeHTa MOXKET COACPIKATh pa3felibl, MOAPA3ICIbl, MYHKTHI, MMOAIMYHKTHI, HyMepYyeMbIe
apabckuMu g pamu.
B npukazax TeKCT JOKyMEHTa H3JIarafoT OT IEPBOTO JIUIA SAMHCTBEHHOTO YUCIIA («IIPUKA3HIBAOY)
B nokyMeHTax KOJUIETHALHBIX U COBEIIATEIBHBIX OpPraHax OT TPEThEro JHIA €IUHCTBEHHOIO
yucna: («cobpaHue... penmso)
TekcT mnpoTOKONA W3NAraercs OT TPEThEero JIMIA MHOXKECTBEHHOTO 4YHUCHa («CIYIIaan,
«BBICTYTIHIIN, «ITOCTAHOBHIINY, «PEIIHITN),
B COBMECTHBIX MOKYMEHTAaX TEKCT H3JIaraloT OT TMEpPBOTO JIMIAa MHOXXECTBEHHOTO YHCIIA!
(«rIpuKa3bIBaEM», «PEIIIIIN).
B nenoBbIx (cly:keOHBIX) MUCbMAaX MCTIOIB3YIOTCS (JOPMBI U3ITQKEHUS

e OT MEPBOTO JIMIIA MHOXXECTBEHHOTO 4YHCTa («IIPOCHUM HANpaBUTH», NPEICTaBIsIeM Ha

paccMOTpPEHHE);

e OT TpeTbero juia eauHcTBeHHOTOo umcia («Aamuuuctpanus OY Illkoma Ne 1238 He
BO3paXKaeT»);

e OT TEPBOTO JIMIA EAWHCTBEHHOTO 4YHcia («CUUTAlD HEOOXOAMMBIMY, «IIpeasiaraio
PaccMOTpPETHY).

[Tpu ynotpebnaeHun B TekcTe (paMuInil TN MTHUIMAIBI YKA3bIBAIOTCS MOce GaMUIUH.
B nenoBbIx (cly’keOHBIX) MUChbMaX MOTYT UCTIOJIB30BAThCS:
e BCTYIUTEIHHOE OOpallICHHE:
Yeascaemwiii cocnooun Heanos!
Yeaowcaemas cocnooica [lemposa!
Yeascaemwiti Huxonaii [lempoeuu!
Yeaowcaemasa Onvea Huxonaeena!
Yeaowcaemvie cocnooa!

B oOpamiennn 1Mo AODKHOCTH HaWMEHOBAHHE OJDKHOCTH TUIIETCS C MPONUCHOW OYKBBI, B
oOpartieHuu 1o (haMUINKM WHULMAIBI JIMLA HE YKa3bIBAIOTCSL.

e 3aKIIIOYUTENbHAS STUKETHAs ¢pasa:
C yeadicenuenm, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCsI, HAUMHAsl CO BTOPOTO JIUCTA JOKYMEHTa apaOCKUMU HUppaMu
IIOCEPEANHE BEPXHETO MOJIS.



TekcT AOKYMCHTA OTHACIACTCA OT 3aroJiIoBKa ABYMsS WKW TPEMSA MCKAYCTPOUHBIMU HMHTCPBAJIAaMH
HCIIOJIb3YEMBIMHA B TCKCTE.

24. OTMeTKa 0 NPUIOKEHUU

OTMeTKa O MPHUIOKEHHM HCIIOJB3YyeTcd NpH OGOPMIICHHMH NHCEM U TPWIOKEHUH K IUIaHaM,
MporpaMMamM, OT4eTaMm, MOJIOKEHUAM, IPaBHIIaM, HHCTPYKIUSAM U IPYTHM

JIOKYMEHTaM.

B nuceMax oTmeTKka 0 nmpuiiokeHur opopMIISETCs 1o TEKCTOM MHUChMa Ha paccTossHuM 1,25 cM oT
r'paHHUIbI JICBOT'O IIOJIA. Ecmu NPUIIOKCHUC HA3BAHO B TCKCTC IMHCbMA, B OTMCTKC O NPHUIIOKCHUU
YKa3bIBAa€TCSl KOJIMYECTBO JIMCTOB U KOJIMYECTBO HK3EMIUIIPOB MPUIIOKEHUS, HATPUMED:

Ilpunooscenue: na 3 1. 6 1 3k3.

[Ipy HanMYuu HECKOJbKUX MPUIIOKEHUH, B OTMETKE O TMPUIOKEHUH OHH HYMEpYIOTCs,
YKa3bIBAlOTCS HAMMEHOBAHUS KAXKJIOTO TPUIOKEHHUS, KOJMYECTBO JIMCTOB U KOJIHYECTBO
AK3EMILIAPOB, HAIIPUMED:

Ilpunoscenue:
1. Inan-epagux ... na 3 1. 8 2 3K3.
2. Cnpaska o noomeepcoenuu pakma ooyuenus... ua 1 1. 8 1 3k3.

Ecnu npumnoxenus: cOpoIopoBaHbl, TO KOJUYECTBO JHUCTOB HE yKa3blBaeTcsa. Eciau mpuiiokeHue
HAMpPAaBIISIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJpeca, TO OTMETKY O €ro HAJIMYUU O(QOpPMIISIOT
CIIeyIOIKUM 00pa3oM, HalpuMep:

Ipunoosicenue: na 3 1. 6 1 5K3. monvKo 8 nepawiii aopec.

Ha npunoxeHusx K npaBwiiaMm, HHCTPYKLHUSAM, IOJOKEHUSM, IUIAHAM, IIpOrpaMMaM, JOTOBOPAM U
JIPYTUM JTOKYMEHTaM OTMETKa O MPWJIOKEHWU IMPOCTABISETCS HA IEPBOM JINCTE IPUIIOKEHUS B
IIPaBOM BEPXHEM YIIIy.

Ecnu nmpunoxxenue oaHo, OHO He HyMepyercs. Eciiv nmpuiiokeHuid HECKOJIbKO, OHU HYMEPYIOTCSA
(npunoxenue 1, npunoxenue 2).

B Tekcre moxkymeHTa mpu MEpBOM YIIOMUHAHUH JOKYMEHTA-TPUIOKEHUS B CKOOKaxX YKa3bIBaeTCs:
... (mpunoxxenue) wiu ... (mpuioxeHue l); mepes HOMEPOM MPHIOKEHHS JIOMYCKAeTCs CTaBUTh
3HaK HOMEpa: ... (mpuioxkeHue N 2);

B orMmeTke 0 NMpHIIOKEHNH YKa3bIBa€TCsi HAMMEHOBAHHME BUJA OCHOBHOI'O JIOKYMEHTA, €0 JaTa U
HOMeEp, HarpuMep:

Ipunoscenue N° 2 k npuxkazy MbOY «Kokpexckas COLL» om 08.06.2017 Ne 67 "

Ecnu mpunokeHneM K JOKYMEHTY (HampuMep, K MpUKa3y) SBISETCS yTBEPKIAaeMbI TOKYMEHT,
(monoxeHue, NMpaBuia, UHCTPYKLUS, PETVIAMEHT U JAp.) B BEPXHEM IMPABOM YIUIy MPOCTABISAETCS
OTMETKA O MPUIIOKEHUH, HUKE — TpU] YTBEPKICHUS, HATPUMED:

Ilpunoscenue
YTBEPX/[EHO
npuxaszom MBOY «Koxpexcrkas COLL» om 08.06.2017 Ne 67

Bun u pasmep mpudra pexuzuta "OTMETKa O IPHIOKEHUH'" TOJDKEH COOTBETCTBOBATH BUAY M
pasMepy mpudTa TEKCTa TOKYMEHTA.



25. I'pud cormacoBaHMs JOKYMEHTA

I'pud cornmacoBanusi JOKyYMEHTA UCIIOJIB3YETCS TIPH COMIACOBAaHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHuzalusIMyd WIK JOKHOCTHBIMU JsunamMu. OH cocrout u3 cioBa “COI'JTACOBAHO”,
JOJDKHOCTH JIUIAa, KOTOPBIM COTJIACOBaH JIOKYMEHT (BKJIIOYash HAaWMMEHOBAaHUEC OpraHU3allvu),
JTUYHOHN MOJIUCH, paciiuPOBKU MOIIUCH (MHUIIMAIOB, (aMUIIUK) U IaThI COTTIACOBAHUSI.

IIpumep:

COI'JTACOBAHO

Hupexmop MBOY «Kokpexckas COLLD»
HU.U. Heanos

01.12.2017

I'pud cormacoBaHus B 3aBUCMMOCTH OT BHJA JOKYMEHTA M OCOOCHHOCTEH ero 0hopMICHHUS MOYKET
IIPOCTABJIATHCSA:

e Ha MEPBOM JIUCTE JOKYMEHTa (€CIH JOKYMEHT UMEET TUTYJbHBIA JIUCT, - HA TUTYJIHHOM
JMCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE Ipuda yTBEp)KICHHUS WM MOJ HauMEHOBAaHUEM
JIOKyMEHTa OJIMKe K HHKHEMY TIOJTIO);

o Ha IMOCJICIHEM JINCTEC [[OKyMeHTa o4 TEKCTOM,

e Ha JIUCTE COTJIACOBAHUS, SBIISIOMIEMCS HEOTHEMJIEMOHN YacThIO JOKYMEHTA.

BaemrHee cornacoBaHue Takke MOXET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - MHUCHBMOM,
MIPOTOKOJIOM, TIPUKA30M.
IIpumep:

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

26. Buza

CorracoBanue MpoeKTa JOKyMeHTa 0pOopMIISIETCST BU30M.

Buza mpoctaBisiercss COOCTBEHHOPYYHO JIMIIOM, BU3UPYIOIIUM JOKYMEHT, M BKJIIOYaeT B ceOs
HAaUMEHOBAHME JOJHKHOCTH BH3UPYIOLIETO, €ro JHYHYIO TMOAMHNCh, paciupoBKy MOANUCH
(vHUIMATBL, (PAMUIIHIO) U JaTy.

[Tpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlommyckaeTcs MOIMCTHOE BUBUPOBAHKUE JOKYMEHTA U €T0 MPHIOKCHHH.

IIpy Hamuyuu 3amMedaHuii, JONOJIHEHUM K IIPOEKTYy JOKYMEHTa BHU3a  JIONOJIHIETCS
COOTBETCTBYIOIIUM YKa3aHHUEM.

Jlnst noKyMeHTa, NOMJIMHHHUK KOTOPOrO OTIIPABISIOT W3 IIKOJIBI, BHU3bl IIPOCTABIIAKOTCA HA
JK3EMILIIPaxX JOKYMEHTOB, IOMEIIAEMBIX B JEIIO.

Jlnst noKymMeHTa, MOAJIMHHUK KOTOPOT0 OCTAeTCs B IIKOJIE, BU3bI COTJIACOBAHUS IIPOCTABIIAIOTCS HA
000poTe MOCNIEAHEro JHUCTa MOAJUHHUKA JOKYMEHTAa WM Ha IMOCJIEAHEM JINCTE JOKYMEHTa O]
MIOATIHUCHIO.

27. Hoanuck

[loamuch BKIIOYAeT: HAWMEHOBAaHME JIOJDKHOCTH JIMLA, TMOAMMCABIIEr0 JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO TIOJITUCH; PACIIU(PPOBKY NOAMUCH (MHUALIUATBI, (haMIIINs):

[Tpumep:

Jlupexmop nuunas noonucev U.0. Pamunus



Ecmm  nmoxymeHnT odopmieH He Ha OnaHke, B HAaWMEHOBAaHUE JIODKHOCTH BKIIFOYACTCS
HAaUMEHOBaHME OO0IIe00pa30BaTEIbHON OpraHu3anuu (MOJIHOE Ha3BaHME IIKOJbBI). JlomyckaeTcs B
pekBuzute "lloamuce MOMKHOCTHOrO aWNIA" LEHTPUPOBATh HAMMEHOBAHWE AOJDKHOCTU JIMIIA,
IIOAIIMCAaBIICT O I[OKYMGHT, OTHOCUTCIILHO CaMOﬁ ILJIHHHOfI CTpOKI/I.

[Ipy nmoanmucaHuM JOKYMEHTA HECKOJBKUMH JOJDKHOCTHBIMHU JIMIIAMH Pa3HBIX OJKHOCTEH HX
MOAIKCH PACIOJIAraloT OJHY IOJ APYroM B IOCIENOBATEIBHOCTH, COOTBETCTBYIOLIEH HEPAPXUU
3aHUMAaEMOU TOJKHOCTH.

IIpumep:

Jlupexmop nuunas noonucoe U.0.D.
3amecmumens oupekmopa auunas noonuco M.0.D.

[lpy noanuwcaHuM JTOKYMEHTa HECKOJBKMMHU JUIIAMH DPAaBHBIX JIOJDKHOCTEW WX TMOJIHCH
pacmojararT Ha OJTHOM YPOBHE.

B nokymeHTax, cOCTaBIEHHBIX KOMUCCHEH, YKa3bIBACTCS CTATYC JIMIIA B COCTAaBE KOMUCCHHU:
MPOCTABJICHUEM KOCOM depThl Mepe]] HAaUMEHOBAaHMEM JIOJKHOCTH ([00aBIATH Kakue- JIMOO
MIPUCTABKH).

Ecnu nupekTtop uiauM WHOE YHNOJIHOMOYEHHOE Ha TMOJNHCaHHE JAOKYMEHTa JIMIO BPEMEHHO
OTCYTCTBYeT (OTHYyCK, OO0JIe3Hb, KOMAaHIMUPOBKA) WM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJAMKUCHIBAET  COTPYIHHUK,  YIOJIHOMOYEHHBI Ha  MOJNMCAaHME B  COOTBETCTBHUH  C
pacnnopsAaUTCIbHBIM JOKYMCHTOM WJIAU HaHGHeHHBIﬁ NMOJIHOMOYUAMHU, YCTAHOBJIICHHBIMHA IMPHUKA30M
mkossl uiu yupenureds (JJOrM), ¢ ykazanuem cBOEH JOHKHOCTH U TTOJTHOMOYHS, HATIPUMED:

3amecmumens oupekmopa noonucey U.0. Pamunus

VTN

Hcnonnsarowuti obszannocmu oupekmopa noonucsy U.0. Pamunus
WA

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

PexBuszut "lloanucek HOMKHOCTHOTO JHIA" MOXKET ObITh O0(GOpPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Hampumep, TMpPU HANUCAHUHM CIYKEOHOW 3amucku 0e3 MPUMEHEHUS TEXHUYECKHX
cpencTB) 1u60 0OPMIICH C UCTIOIB30BAHUEM TEXHUYECKHUX CPE/ICTB.

B cnyuae odopminenus pexBuszura "llognmuck MODKHOCTHOTO JHIA" €  HCIOJIB30BAHHEM
TEXHUYECKHUX CPEICTB BUJ M pa3Mep HIpU(Ta YKa3aHHOTO PEKBU3MTA HE MOKET OTIUYATHCA OT
BHJIA ¥ pa3Mepa mpudTa OCHOBHOTO TEKCTa JTIOKYMEHTA.

PexBuzutr "lloanmuchk AOMKHOCTHOrO Juna" OTAEISIETCS OT TEKCTa TPEMS WIM YEThIPbMS
OJIMHAPHBIMU MEXKTyCTPOUYHBIMH UHTEPBAIAMHU.

28. Ileuatp

[ledaTs sBASIETCA CIOCOOOM NOATBEPXKIEHHUS IOUIMHHOCTH MOJMNMCH JODKHOCTHOTO JIMIA Ha
nokymenre. Ileyatb cTaBUTCS Ha JOKYMEHTaxX B CIyd4asx, MPEAyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIA UHBIMU HOPMAaTHBHBIMH [TPABOBBIMU aKTaMH.

[ledaTh craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPU 3TOM OTTUCK IE€4YaTH HE 3aXBaTbIBACT
JMYHOW TMOANUCH IOJKHOCTHOTO JIMIA MOAMMCABUIErO0 JOKYMEHT, WIM B MeCTe, 0003HAaYEeHHOM
«MII» («Mecto eqatn»).

B noxymMmeHTax, MoAroTOBICHHBIX HA OCHOBE YHU(MHUIIMPOBAHHBIX (DOPM, I€4aTh CTABUTCA B MECTE,
o0o03HaueHHOM OTMeTKOH "MII" unu uHbIM 00pa3oM.



29. OrMeTKa 00 UCIOIHUTEIIE

OtMmeTKa 00 HCITOJIHHUTENIE (aBTOPE) MOKYMEHTa IPOCTABISAETCS HA MUChMax INKOJBI B JIEBOM
HUKHEM YTITY JIUIIEBON CTOPOHBI MOCEIHEr0 TUCTA TOKYMEHTa OT TPAHMIIBI JICBOTO MOJIS WITH, TIPU
OTCYTCTBHH MECTa, - Ha 00OPOTHOW CTOPOHE BHU3Y CJICBA.

OtmeTka BKJIIOYAaeT (aMUIHIO, UM, OTYECTBO HCIIOJHUTENS U HOMEp ero TeinedoHa, a Takxke
OTMETKa 00 WCIOJHHUTEJIC MOXKET JOMOJHATHCS HAMMEHOBAHHUEM JIOJDKHOCTH M AJICKTPOHHBIM
aJIPECOM UCTIOTHUTEIIS.

[Tpumep:

Hsanos Uean Hsanosuu, cneyuanucm no oxpane mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEpEHUH KOITUHU

Jljis IOATBEPkKACHUSI COOTBETCTBUSI KOMMU (BBIMUCKU M3 TOKYMEHTA) MOJJIMHHHUKY TOKYMEHTA Ha
MOCTIETHEM JIUCTE KOMHUHU (BBIMUCKU W3 JTOKyMeHTa) moja pekBuzutoMm "Ilommuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEepEHUU KOTHH.

OTMmeTKa O 3aBepeHUM KOMMM BKIIIOYAET: CJIOBO «BepHO», HauMEHOBaHHME [OJDKHOCTU JIMIA,
3aBEpUBIIETO KOMUIO, COOCTBEHHOPYYHYIO TMOAMNKCH, paclMPpoBKYy MOAMUCH (MHUIHAIIBI,
(bamunuio), 1aTy 3aBepeHHs KON TOKYMEHTA.

PexkBuzur «OTMeTKka O 3aBEpeHHHM KOMHW» MOXET ObITh odopMmiIeHa OT pPyKH WIH C
HCIOJIb30BAHNUEM IITAMIIA.

Jonyckaercst 3aBepsATh KaxKbIi JTUCT MHOTOCTPAHUYHON KOIMHUH JOKYMEHTA.

31. OT™MeTKa O MOCTYINICHUH JIOKYMEHTA

OTMeTKa O NOCTYIUIEHMH JOKYMEHTa COAEPKUT BXOISAIIMN PErucTpalMOHHBIM HOMEp M Aary
MOCTYIJICHUs JOKYMEHTa. Jlomyckaercs yka3zaHHWE 4YacOB W MHHYT IOCTYIUICHHS IOKyMEHTa C
3aBepeHHeM IIOAIMUCSIMHA SaI/IHTepeCOBaHHBIX JINII.

OTMeTKa 0 OCTYIIJICHUH JOKYMEHTA MOKET MPOCTABJIATHCS C UCIIOJIB30BAHUEM IITAMIIA.

32. Pesomonus
Pe3omronust comepUT ykazaHue MO UCHOTHEHHIO JokyMeHTa. OHa odopmiisercs Ha cBOOOTHOM

MecTe pabovero moJist TOKyMEHTa.

Pe3omronust BkitouaeT B ceOst: (paMumnio, MHUITMAIIBI HCTIOTHUTENS (MCIIOIHUTENICH ), TOpyYEHHUE 110
JTOKYMEHTY, TIOJIITICh aBTOpa PE3OJIIOIUH U AATy O(OPMIICHHS PE3OITIOIIH.

Pe3omronust, Mo yCMOTpEeHHIO JIUIA, JAIOMIETO MOPYYEHHE, MOXKET BKIIOUATh B CE0S TaKKe CPOK
WCTIOJTHEHUS IOKYMEHTA.
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