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UueTpykuus
10 AeJIONPOU3BOACTBY

1. OOumue moI0KeHUus

1.1. Hacrosmas WHCTpYyKIMA 1O JeJ0NPOM3BOACTBY B IIKOJe pa3paboTaHa B
cooTBeTcTBUU ¢ DenepanbHbIM 3akoHOM 0T 29.12.2012 Ne 273-®3 "OO6 oOpa3zoBaHuM B
Poccuiickoit @enepauun" B penakuuu ot 1 aBrycra 2020 roga; 'OCT P 7.0.97-2016 «Cucrema
CTaHJAPTOB 1O WHpOpMaNNU, OMOIMOTEYHOMY M M3/aTEIbCKOMY JIelly B pPeJakiuu oT 14 mas
2018 roma. Opranu3alliOHHO pacropsauTeabHas JoKyMeHTauus. TpeboBaHus K 0(OpMIIEHUIO
JOKYMEHTOB», a Takke YcTaBoM 001eo0pa3oBaTeIbHON  OpraHu3alud W JApYrUMU
HOPMAaTUBHBIMU  TNpaBOBbIMM  akTamu Poccuiickoit ®Denepanuu, periaMeHTUPYIOIIUMU
JeSATEeTLHOCTH 0011e00pa30BaATENbHBIX OPTaHU3AIUH.

1.2. [lannas UHcTpyKuMs 1O 1eJIONPOU3BOJACTBY B opranu3zamnuu (manee - MHcTpykims)
o00o3HayaeT mpaBuia MNOJATOTOBKM M OQOpPMIIEHHS  JIOKYMEHTOB B  OpraHu3aluu,
OCYILECTBIISIOLIEH 00pa3oBaTeIbHYIO [ESTEIbHOCTb, OIpeNesseT CTaHIapThl O(OpMIEHUS
PEKBHU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABJIEHUS MPHUKA30B, MOJOKEHUI MHCTPYKIIUI, a Takxke
periaMeHTHpyeT GOpMHPOBAHUE /1€ U UX TEKYIee XpaHeHHe, MOArOTOBKY IOKYMEHTOB U AeT K
nepegaye Ha apXUBHOE XpaHeHue B 00111e00pa3oBaTeIbHON OpraHu3aliH.

1.3. MHHcTpykuusi 1no [eJONPOM3BOACTBY B YUYpekkJIeHHWH pazpaboTaHa B LEJAX
YCTaHOBJIEHHS €IMHBIX TpeOOBaHWI K MOJArOTOBKE, 00pabOTKE, XPaHEHUIO0 U HCIOJIb30BaHUIO
00pa3yIoLIMXCs B IEATEILHOCTH 00111e00pa30BaTeIbHON OpraHU3alMy U MOCTYHAIOIUX B IKOTY
JIOKYMEHTOB, & TaK’K€ COBEPIICHCTBOBAHUS M TOBBIMICHUS (PPEKTHBHOCTH JEIIOMPOU3BOJICTBA
00111e00pa30BaTeIbHOM OpraHu3aIiy.

1.4. Tlonoxenust MUHCTpyKIIMM pacpOCTPAHSIOTCS HA OPraHU3alnio0 paboThl € TOKYMEHTaMU
HE3aBUCHMO OT BHJA HOCHUTENsS, B TOM 4YHCIE C 3JEKTPOHHBIMU JOKYMEHTaMH, BKIIOUast
MOJFOTOBKY, 00pabOTKYy, XpaHEHHE W HCIOJIb30BaHHE JOKYMEHTOB, OCYIIECTBIISIEMBIMU C
MOMOIIBI0 HHPOPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranuzainuio, METOJUYECKOE PYKOBOJCTBO, COBEPILIEHCTBOBAHHUE JEIONPOU3BOICTBA U
KOHTPOJIb 32 COOJIIOZICHHEM HacTosIe MHCTpyKIIMK B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 32
BEJICHHE JIeII0NPOU3BO/ICTBA.

1.6. IlpaBa u 00s3aHHOCTH pPaOOTHHUKOB, OCYIIECTBISIOMIUX pPabOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX MOJpa3JeleHusx o0eo0pa3oBaTeIbHON OpraHu3allid, YyCTaHABIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKLUSMH WM MIPUKA30M JUPEKTOPA.

1.7. Ceapenus, copepkaluecss B JOKyMEHTaX, MOT'YT OBITh UCIIOJIb30BaHbI TOJIBKO B pabounx
LEJIIX B COOTBETCTBHUHU C IMOJHOMOYMSIMHU COTPYJHHKA, paboTaromero ¢ Jokymenramu. Pabora ¢
JOKYMEHTaMH BHE MMOMEIICHUH MIKOJIBI He Jomyckaercs. [Ipu yrpaTe JOKYMEHTOB MPOBOIUTCS
ciry>keOHasl IpoBepKa.

1.8. Ilpum yxoxe B OTITyCK, IepeBojie (TepeMeIeHH ) 10 paboTe WIM B CIIy4ae YBOJIbHCHHS
COTPYAHUK 00s3aH TepelaTh BCE HAXOMAALIMECS Yy HEro JOKYMEHThl HMHOMY COTPYIHHKY,
ONpeseIEHHOMY B COOTBETCTBMM C  yKa3aHMEM  HEMOCPEICTBEHHOTO  PYKOBOJUTEIS
YBOJBHSIEMOT0, YXOJSIIEro B OTHYCK WJIM MEpeBOASIIErocs (mepeMeriaeMoro) mo pabore
COTPY/HHUKA.



1.9. MHucrpykmusi oOs3aTenbHa UIsi COOMIONCHHMS BCEeMH pPaOOTHUKAMHU IIKOJb. BHOBB
NPHUHSITHIE HA PabOTy COTPYAHHKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEICHUE
JTIOKYMEHTAIIMW, B T€UEHHWE TPEX paboumx JHEW CO JTHS W3JaHWs NpHKa3a O Ha3HAYCHUH Ha
JIOJKHOCTD JIOJDKHBI OBITh 03HAKOMJICHBI ¢ HacTosiell HCTpyKIMel o/ MOAIHUCH.

2. [IpaBnJja noAroToBKH M 0hopmJieHHsI TOKYMEHTOB

2.1. B nedrenbHOCTM MIKOJIBI CO3AE€TCS KOMIUIEKC OPraHU3aLMOHHO PaclopsAUTEIbHBIX
JOKYMEHTOB: IIPUKa3bl, IIOJIO)KEHUS, [paBWJa, MHCTPYKLHUH, PEIJIAMEHThI; IPOTOKOJIBI
3aceaHuil  (COBELIATENbHBIX, KOOPAMHALIMOHHBIX, HKCHEPTHBIX M JIp. OPraHOB), aKThl,
AQHAJIUTUYECKUE CIIPaBKH, JOKJIAIHbIE M CIyXKeOHble 3alUCKH, JOTOBOPHI (KOHTPAKTHI,
COIJIAlIeHus), JenoBas (CiyxkeOHas) mepenucka M Jp. COCTAaBISAIOTCS U O(OPMIISIOTCS
CriellManbHble JOKYMEHTBI, CBSI3aHHbIE C IUIAHMPOBAHHWEM 00pa30BATENbHON NEATEIBHOCTH U
OCYILIECTBIICHUEM XO3SWCTBEHHBIX MEpONPHUSATHHA, BEJCHHEM Yy4eOHO-IEIarorHuecKoro yyera,
OopraHu3anyeil Jelonpou3BOJCTBA  00IEe00pa30BaTeNbHOW  OpraHM3aluy, oOecleYeHneM
OyXrajaTepckoro y4era.

2.2.  JIOKyMEHTBbl MOTYT CO3/laBaTbCcs Ha OyMa)KHOM HOCHUTENIE U B DJIEKTPOHHOH (opme ¢
COOJTIOJICHHEM yYCTAaHOBJICHHBIX NPAaBWII 0(OpPMIIEHUS TOKYMEHTOB. [Ipu co3jannu JOKyMeHTa Ha
IByX W Ooslee  CTpaHHMLAX  BTOPYHO M IOCIEIYIOIIUME  CTPAHUIBl  HYMEpYIOT.
2.3. Homepa cTpaHHIl IPOCTABIAIOTCS ITOCEPEINHE BEPXHETO (HIKHETO) O JOKYMEHTa Ha
paccrosHuun He MeHee 10 MM OT BepXHEro (HHMXHEro) kpas Jucta. Jlomyckaercs co3jiaHue
JIOKYMEHTOB Ha JIMIICBOW 1 00OPOTHOM CTOPOHAX JIKCTA.

2.4. Ilpu nBYCTOPOHHEM CO3JaHMM JTOKYMEHTOB IIMPHHA JIEBOI'O IOJS Ha JIMIEBOW CTOPOHE
JIMCTA ¥ MIPABOTO MO HA 00OPOTHOM CTOPOHE JINCTA JOJKHBI OBITH PABHBI.

3. PekBU3UTHI AOKYMEHTOB

3.1. lnsg pexkBH3WTOB [OKYMEHTOB, CO3JaBa€MbIX B O0OIIE00pa30BaTEIbHON OpraHW3aIud
yCTAHABJIMBAIOTCS TMpaBwia U TpeOoBanus B coorBerctBuun ¢ ['OCT P 7.0.97-2016.
3.2.  CocTaB peKBH3UTOB KOHKPETHOTO JOKYMEHTA ONPEACISIETCS ero BUAOM M Ha3HAUCHHEM.
3.3. Ilpu moaroroBke M OQOPMIEHHM ITOKYMEHTOB B ILIKOJIE HCIHOJb3YIOTCSA CIeNyroIue
PEKBU3HUTHI:

K0/l (hOpMBI JOKYMEHTA;

HaNMEHOBAHHE IIKOJIBI;

CIPaBOYHBIE IaHHBIE O ILIKOJIE;

HaMMEHOBAaHME BU/Ia JOKYMEHTA;

JaTa JOKyMEHTa;

PETUCTPAIIMOHHBIA HOMEP JTOKYMEHTA;

CCBUIKA HA PETUCTPALIMOHHBIA HOMED U J1aTy TOKYMEHTA;

MECTO COCTaBJICHUsI (M3TaHM) TOKYMEHTA;

ajipecar;

rpu¢ yTBEpKACHUS JTOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT IOKYMEHTA;

OTMETKA O PUJI0KEHUH;

rpu¢ cormacoBaHus JOKYMEHTA;

BU3Q;

TIO/TIIHCE;

OTMETKa 00 3JIEKTPOHHON MOIHCH;

neyaTh;

OTMETKA 00 UCIIOJIHUTEIIE;

OTMETKa O 3aBEPCHHUHU KOIHH;

OTMETKA O TIOCTYIUICHUH IOKYMEHTA;



e PE30JIOLHMSL.
4. B1aHKH 1OKYMEHTOB

4.1. JlokyMeHTBI, cO3/laBaeMble B O0IIe0Opa3oBaTeIbHONW OpraHW3aii, O(QOPMIISIOTCS Ha
OJlaHKaxX, M3rOTOBJICHHBIX HAa CTaHAAPTHBHIX JincTtax Oymaru gopmaroB A4 (210x297 mm) u AS
(148x210 wmm). OtnenbHBICE BUABI JOKYMEHTOB (TaONUIBI, CXEMBI, CMETHI) JOMYyCKACTCS
obopmiATh ¢ wucnonb3oBanueMm ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBJISIONINE
BHYTPECHHIOIO TIEPENHUCKY, OQOPMIIIOTCS Ha CTAaHAAPTHBIX JHucTax Oymaru ¢Qopmata A4
(210x297 mm) 6€3 ucCIob30BaHUs OJTaHKOB.

4.2.  Kaxaplii TMCT T0KyMeHTa, 0()OpMIICHHBIN Ha OJlaHKE WK 0€3 HEero, JI0JDKEH UMETh MO
HE MEHee:

. 20 MM - J1eBOC;

. 10 MM - npaBoe;
. 20 MM - BepXHee;
. 20 MM - HUXKHEE.

4.3.  JlokyMeHTHI AIUTEIbHBIX (cBbIme 10 J1eT) CpOKOB XpaHEHUs TOKHBI UMETh JIEBOE TI0JIE
He MeHee 30 MM.
4.4. Bujapl 6J1aHKOB JJOKYMEHTOB IIPUMEHSEMBIX B IIKOJIE:

o 001U OJIaHK;
. OJIaHK MMHChMa;
. OlaHK KOHKpPETHOTO BHJAa JOKyMeHTa (ONlaHK MpHKasa, OJaHK pacropsbKkeHus, OJaHk

MPOTOKOJIA U JIp.)

4.5. OOpasupl pa3pabOTaHHBIX W MPUMEHSIEMBIX B IIKOJIE OJIAHKOB ITOJICKAT BKIIOUYCHHUIO B
UHCTPYKLIMIO 10 JIJONPOU3BOJACTBY 00IIE00pa30BaTENbHOW OpraHW3allid B KadyeCTBE
NpUIOKeHUH (pritokeHue 3 Ha 3 McTax).

S. IIpuka3ssl

5.1. IIpukazamu opOpMIIAIOTCS PELICHUS 10 ONEPATUBHBIM, OPraHU3ALMOHHBIM, y4eOHBIM,
KaJpoOBBIM (TIpwiiokeHue 2 Ha 9 JmMcTax) W JAPYTUM  BOMpocaM  pabOThl  HIKOJIBI.
5.2.  IIpoexTsl MpHKa30B TOTOBAT OTBETCTBEHHbIE HMCIIOJHUTEIM Ha OCHOBAHUHU NOPYYEHUH
JTUpeKTopa, ero 3amecturesneil. IIpoekTel MpuKa3oB Mo JMYHOMY COCTaBY FOTOBUT CHEIHAIIUCT
0 KaJpam.

53. B rmpukazax TeKCT wM3iaraercss OT TEpBOro JMIAa E€JUHCTBEHHOIO  4YHcla
(«ITPUKA3BIBAIOY).

5.4. Tekcr mpukaza MOXET COCTOSTh M3 JIBYX 4YacTel: KOHCTaTUpymolleH (mpeamOynbl) U
pacropsAUTEIbHOM.

5.5. B xoncraTupymomeil yacTd KpaTKO HW3JAraroTcs LeNd W 3aaaud, (PakTel U COOBITHS,
MOCITY)KUBIIUE OCHOBAaHUEM Il M3JaHus Ipukaza. OHa MOXKET HauMHaAThCsA cioBaMu «B
uemnsix», «B coorBercTBumM», «Bo ucnomnenuey, u 1.1. Ecnu mpukas m3gaeTcss HA OCHOBAHUU
JpYroro JOKYMEHTa, TO B KOHCTAaTUPYIOUIEH 4YacTH YKa3blBa€TCi HAMMEHOBAHHUE HTOIO
JIOKYMEHTa, €ro jara, HoMmep M 3arojioBok. [IpeamOyna B mpoekTax NPUKa30B 3aBepIIaeTCs
cioBoM «[IPUKA3BIBAIO», koTopoe nedaTaercs 3arjaBHbIMU OyKBaMH.

5.6. PacmopsimuTtenpHas dYacTh JOJDKHA COJEPXKATh TIEPEUMCIICHUE TPEANHMCHIBAEMBIX
JNeMCTBUI € yKa3aHWEM HCIOJIHUTENS KaXJI0ro AEHCTBHS M, NMPU HEOOXOJUMOCTH, CPOKOB
ucnonHeHus. PacmopsaurenbHas dYacTh JENUTCS HA MYHKTHI W TOJNYHKTBI, KOTOpBIE
HyMepytoTcst apaOckumu  1uppamu. JIeHCTBHS OJHOPOJHOTO XapakTepa MOTYT OBITh
MEPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B xadecTBe HCIOJHUTENEH YKa3bIBaIOTCS 3aMECTHUTEIH TUPEKTOpa, MpelceraTeNld Hiu
PYKOBOAMTENU paboyux rpymnn (KOMUCCHUH).

5.8.  Ecnm mpuka3 u3MeHsieT paHee W3JaHHBIN JOKYMEHT (IIyHKTHI JOKYMEHTA), TO OJMH M3
IIYHKTOB pacloOpsIUTENbHON 4YacTH TEKCTa JOJDKEH COJEpXKaTh CChUIKY Ha H3MEHsAEMbIH
JOKYMEHT (IIyHKTBl JOKYMEHTa) C YyKa3aHMEM €ro JaTbl, HOMEpa U 3arojoBKa.
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5.9.  Ecam npukasz oTMeHseT AEHCTBUE paHee M3JaHHOTO JOKYMEHTa (ITyHKTOB JOKYMEHTA) C
ONpEeNeNIeHHOW JaThl, TO OJUH W3 MYHKTOB pACIOPSIIUTEIPHON YacTH TEKCTa JIOJIKEH
HauMHAThCA cioBaMu «lIpu3HATh yTpaTHBIIMM CHILY...», Jajee yKas3bIBaThCS JaTa, HOMEpP U
3aroJIOBOK pPaHEE H3/aHHOTO JOKYMEHTa (IyHKTa JOKyMEHTa), a TaKXe Jara, ¢ KOTOpOou
OoTMeHseTcs ero aeiicreue. Ecnu nata He ykasaHa, TO JEWCTBHUE paHEe M3/JaHHOTO JOKYMEHTa
(IIyHKTBI JOKYMEHTAa) OTMEHSETCS C 1aThl N3/1aHUsI HOBOIO IIPUKa3a.

5.10. Ecnm npuka3 oTMEHSET paHee W3JaHHBI TOKYMEHT ¢ MOMEHTa HM3JaHHs, TO OJUH W3
IIYHKTOB pACHOPSAIUTENIbHON YacTH TEKCTa JOJDKEH HAuMHATbCsA ciloBaMU «OTMEHUTb...» U
YKa3bIBaThCS /1aTa, HOMEP U 3aroJIOBOK paHee U3JaHHOro JOKYMEHTA.

5.11. Ecnam mnpuka3 mnpeamnojaraercs BBECTHM B JIEWCTBHE HE C MOMEHTAa €ro Hu3JAaHus,
HEO0OXOMMO yKa3zaTh CPOK BBeJAeHHUs ero B jeiictBue. [locmeaHuil myHKT pacnopsauTelbHON
4acTU MOXKET COZIEpKaTh CBEAECHUS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a
UCIIOJTHEHUE MPUKa3a.

5.13. Ilpuka3sl MOIMUCHIBAIOTCS TOJBKO TUPEKTOPOM O00IIe00pa3oBaTeNIbHON OpraHU3aluu
WM pabOTHUKOM, UCHIOJHSIOIIUM €r0 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTb 3a OO0ECIEUEeHUE CBOEBPEMEHHON U KAayeCTBEHHOW IOATOTOBKH
MIPOEKTOB MPUKA30B U UX COTJIACOBAHHE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU U OpraHU3AUSIMU
HECYT aBTOpHI IIPOEKTA IIPUKa3a.

5.15. PerucrtpaiyionHble HOMepa MPUCBAUBAIOTCA MPUKA3aM I10 MOPSAKY HOMEPOB B Mpeenax
KaJICH/apHOTO roJia.

5.16. Jlara peructpanuu npukasa siBIsieTCs JaToi ero Mo IHuCaHMus.

6. [IpaBusa, MoJI0KeHUs1, HHCTPYKIUH

6.1. IlpaBuna — HOPMAaTUBHBIA aKT, ONpPEACISIIOMUI MOPAJOK KaKoro-imbo BuUjaa
JeSITEJIbHOCTH, YCTAaHABIMBAIOIIMI WK 3alIPEILaoLIUi OlPEeIeICHHOE TIOBEICHUE.
6.2. IlonoxeHne — HOPMATHUBHBIM akT, JAETAJIbHO PETJIAMEHTUPYIOLIMH MpPaBOBOH CTaTyc,

MOPSAJIOK OPTaHU3alMY U MPOLEypy KaKOro-InOo BHUJIA AESITEIbHOCTH.
6.3. MHCTpyKuus — HOPMATHUBHBIA aKT, U37aBa€MbIi B LEJAX Pa3bsCHEHUS U OINpEesICHUS
MOpsJIKa MPUMEHEHHS] COOTBETCTBYIOIETO0 HOPMATUBHOTO aKTa JM0O0 C LIEIbI0 YKa3aHHUsI HOPM O
crioco0ax BBITOJIHEHH! ONPeIETICHHBIX omnepanuil (1elcTBuil).
6.4. IlpaBuia, MoJIOKEHUS, MHCTPYKIIUN MTPUHUMAIOTCS (B 3aBUCMOCTH OT BHJAa JOKYMEHTA)
Ha YmpaBisionieM coBeTe, 3acefaHusx I[Ipodcoro3HOro komurTeTa IIKOJIBI M YTBEPXKIAIOTCS
JTUPEKTOPOM.
6.5. Ilopsmok MNOArOTOBKM MPOEKTOB MpaBWJI, MOJOXKEHUS, HHCTPYKLUU COOTBETCTBYET
o0uieMy MOpsAKY TMOATOTOBKM IPOEKTOB IPUKA30B 0O0LIE00pa30BaTEeIbHON OpraHU3allu.
6.6. Texkct mpoekTa MOJOKEHUs, PABUI, HHCTPYKIIUH I€4aTaeTcs Ha YUCTOM JIUCTe Oymaru
dbopmara A4.
6.7. OTIMUYUTENBHBIMU XapAKTEPUCTUKAMU TEKCTOB IpaBWJ, IIOJOKEHUS, HHCTPYKIHUH
SABIISIOTCS:
TOYHOCTh TMPHUMEHSEMBIX (OPMYIMPOBOK O€3 HCIOIB30BAHUS CIOB M TOHSATHH, MMEIOLINX
MHO>KE€CTBEHHBIN CMBICIT;
UCTOJIb30BAaHUE KOPOTKUX TPEAJIOKEHUM, OOLIENIPUHATHIX BBIPAXKEHUH U CBS30K, IpU
HEOOXOUMOCTH - TpEeABApUTEIbHOE OINpeAeSICHHE MCIONb3yeMbIX MOHSITHH, COKpalleHHi,
ab0peBuatyp;
OMKMCAHWE BCEX BO3MOXKHBIX BapHAHTOB COOBITHUH W COOTBETCTBYIOIIMX KM BapUaHTOB
JeMCTBUH, T.€. MOJHOTA MPeICTaBIeHUs HH(OopMaIiH;
CTPYKTYpPUPOBAHHOCTh TEKCTAa C LENbI0 JOCTHIKEHHUS HaujIydllled I0CiIe10BaTeIbHOCTH
U3JI0KEHUS MaTepuaa;
MUHUMU3ALMA TEKCTa C MOMOUIbI0 NpUMEHeHHus o00oOmeHuit (0030poB mpenoaraeMbIx
JIEUCTBUI) U TPUMEHEHUE NIepeunciieHui (3a1a4, ITanoB, YCIOBUH U T.11.).



6.8. B 3aBUCHMOCTH OT CJIOXHOCTH M OOBeMa pa3paldaThIBAEMbIX IPABUJ, TOJOXKCHHUS,
HHCTPYKIUU - TCKCT HOKYMCHTA IACJIMTCA Ha IJIaBbl, MYHKTBI U MOJITYHKTBI. I'naBbI JOJI?KHBI
uMeTh Ha3zBaHus. Hymepauus nmpousBoautcst apabCKuMu U pamu.

7. IIpoToxoJ 3acenaHus (COBeLIAHNS)

7.1. IlpoTokos — JOKYMEHT, B KOTOpPOM (PHUKCHpYeTCsI XOA OOCYXKIEHHs BOIPOCOB U
MPUHSITHS PEeUICHU HAa COOpaHMSIX, COBEIAHUAX, KOHPEPEHLINAX U 3aCeaHUsIX KOJJIEIrHaJIbHbIX
OpraHoB.

7.2.  Ilpotokon 3acenaHus (CoBemianus) - (qajuee - TpOTOKOI) OPOPMIISETCS HA YUCTOM JIUCTE
Oymaru ¢opmara A4.

7.3. PexBHM3UT — «TEKCT JOKyMEHTa». PEeKBHU3UT COCTOUT M3 ABYX dYacTel: BBOJHON U
OCHOBHOM.

7.4. Bo BBOJHOHM 4YacTHM  yKa3bIBAIOTCSA  WHUIMAIBI, (GaMUIUU W JOJDKHOCTH
[IPEJICEAATENbCTBYIOIIEI0,  CEKpeTapsi, IPUCYTCTBOBABILIMX HA  3aceJaHUd M, IpuU
HEOOXOIUMMOCTH, JIUL, IPUTJIALIICHHBIX Ha 3acefjaHue (COBEILlaHue).

7.5. BBomHasg uacTh MNPOTOKOJIA 3aKAHYMBAETCS IEPEYHEM pacCMAaTPUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAJAKE HUX 3HAYUMOCTH C YKa3aHHEeM JOKJIaJ4hKa T0 KaKIOMY
paccmarpuBaeMoMy Bompocy. Bompocel  popmysnmpyrotes ¢ mpemiorom  «O»  («O06»),
MeYaTarTCs OT FPAHULIBI JIEBOTO MOJS K HYMEPYIOTCS apaOCKUMU U pami.

7.6. OcHOBHas  4YacThb  TNPOTOKOJA  COCTOMT M3  Pa3JeloB,  COOTBETCTBYIOIIMX
paccMaTpuBaEMbIM BOIIPOCAM M UX HyMEpalluH.

7.7. Tekcr mnpoTOKOIa M31araeTcsi OT TPETHETO JINIA MHOKECTBEHHOT'O 4MCla («CIyLIanny,
«BBICTYITUIIN, «IIOCTAHOBUIIHY, «PEIIHIIH).

7.8. IIpoTokoN  TMONNHMCHIBACTCS JIMIIOM, IPEICENaTeNbCTBOBABIIMM HA  3aceIaHUuU
(coBemanum), U cekpeTapéMm 3aceanus (COBEIIaHMS).

7.9. Tlpu OTCYTCTBMHU ceKpeTaps 3acelaHHs, B TOM YHCJIC TPH TPOBEACHHH OINEPATHBHBIX
COBEIIaHUH, I0MyCKaeTCs MOJIUCAaHUE TPOTOKOJA TOIBKO MPEACENATENbCTBYIOIINUM.

7.10. Tekct mpoTOKOJIA OJKEH OBITH TIOJTOTOBIICH HE TIO3/IHEE TPEX JAHEH CO JHS 3aceqaHusl.
[TpoeKkTbl COOTBETCTBYIOIIMX MYHKTOB MPOTOKONA BU3UPYIOTCA JIOJDKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 MOJTOTOBKY.

7.11. ]Jlata mpoTOKOJa OJDKHA COOTBETCTBOBATH JHIO MPOBEIEHHUS COBEIIAHUs (3aceaHus).
7.12. Kommu mpOTOKOJIOB PACCHUIAIOTCS 3aWHTEPECOBAHHBIM OPTAHU3AIMSIM U JTOJKHOCTHBIM
JUIAM B COOTBETCTBHHU C YKa3aTEJEM PAaCChUIKM, KOTOPBIM COCTAaBJISIET CEKpETaph 3acedaHusi
(coBemanus).

8. Ilnan

81 Ilman — JAOKYMCHT, YCTaHaBHI/IBaIOHH/If/'I NepeucHb HAMCYCHHBLIX K BbIIIOJIHCHUIO
MEPOMPHSITHIA, UX MOCIIEI0BATEILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOIHUTENCH.
8.2. Ilman odopmisercs Ha yimcre Oymaru Qopmara A4 C HCIOIB30BAHUEM CIIETYIONIUX

PEKBU3UTOB:

. HAaUMEHOBAHUE IIKOJIBI;

. rpu¢ yTBEp>KACHUS JTOKYMEHTA;

. JaTa TOKyMEHTa;

. PETUCTPALIMOHHBIA HOMEP T0KYMEHTA;
. HAaUMEHOBAHME BU/IA IOKYMEHTA;

. 3aroJIoBOK K TEKCTY;

. TEKCT JOKYMEHTA;

. HAauMEHOBAHME JJOJDKHOCTH;

. TIOJTITHCh.

8.3.  PexBH3UT — «TEKCT AOKYMEHTa» 0pOpMIIsieTcs B BUE TaOIHIIBI ¢ rpadamu:
. HOMEp ITyHKTa IJIaHa;
. HAaMEHOBAHHUE MEPOTIPHUITHSL;



° CPOK HCITOJTHCHU A,

o HACIIOIHUTEID;
o MpUMEUaHue.

9. Otuer
9.1. Ortuer — JOKYMEHT, COJAEpKAIIUN CBEICHUS O pe3yIbTaTax JeATeIbHOCTH 3a

OIIpENIEIICHHBI TIEPUOJT BPEMEHH, BBIMIOJIHEHUN MEPONPUSATHH, MOPYyYCHHI, 3aaHUH, IJIAHOB.
9.2.  Oruersl, mpeAOCTaBIsIEMbIC B OPraHbl TOCYAAPCTBEHHON BIACTH (B TOM YHUCIIEC B OPTaHbI
TOCYJApCTBEHHOH  CTAaTUCTHKH) W  HWMCIOIIME  YCTAHOBJICHHYIO  TIPAaBOBBIMH  aKTaMu
TOCY/IapCTBEHHBIX OpPraHoB (opMy, CO3MAOTCS TIO YCTAaHOBIECHHOW TOCYAapCTBEHHBIMU
opranamu (hopme ¥ B OnpeieIEHHOM UMH TTOPSIJIKE.

9.3. Oruérel, mnpenocTaBIsieMble  COTPYAHHUKAMH  IIKOJIBl B  XOJ€  BHYTPCHHETO
B3aUMOJICHCTBHS, CO3JAIOTCS TI0 TpaBWJIaM, YCTAHOBJICHHBIM I CO3JaHHS CITY)KEOHBIX
3aIMCOK.

9.4. Oruersl opopMIIAIOTCS Ha JcTe Oymaru ¢gopmara A4 C HUCIOIB30BAHUEM CIIEIYIOIINX

PEKBU3HUTOB:

. HAaUMEHOBAHHE IITKOJIBI;

. JaTa JOKyMEHTa;

. PErUCTPALIMOHHBIN HOMEP JTOKYMEHTA,

. HaMMEHOBAHHE BUA JIOKYMEHTA;

. 3arojIoBOK K TEKCTY;

. TEKCT JIOKYMEHTA;

. OTMETKA O MPUJIOKEHUH (IIPHU HATTMYUH );
. HaWMEHOBAHHE JIOJDKHOCTH;

. MIOJITHUC.
9.5. B tekcre oTuéTa B 00s3aTEILHOM HOPSIIKE JOJDKHO COAEPKATHCS yKa3 Ha JESITEIbHOCTD,
MEPONPUSITHE, BBIJAHHOE NOPYYECHME, 3a/JaHUE, IYHKT IJIaHa, IOJJICKAIINM BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHWHM, B TOM YHUCIE C YKAa3aHMEM Ha COOJIIOJCHHE WIM HapylleHHe
VCIIOJIHUTENICKON ~ IUCLHUIUIMHBI, YCTAaHOBJIEHHBIX CpPOKOB MCIIOJIHEHHMsS U HaJJeXallee
nperocTraBieHue  UHGOpManuu, HEOOXOAMMBIX  MaTrepuayioB  (IPOEKTOB  JIOKYMEHTOB)
COUCHOJHUTENISIMHU (TIPH YYaCTHUH HECKOJIBKUX UCTIOTHUTEINEH ).

10. ITucsmo
10.1. IIucbMa roToBsiTCS Kak:
. OTBETHI O BHITIOJIHEHUH MTOPYUYSHHI BHIIIECTOSIINX OPTaHOB HCIIOJIHUTEIILHON BIIACTH;
. OTBETHI Ha 3aMPOChl OPraHU3aUi, TPEINPUATHH U YACTHBIX JIULL;
. WHUIMATUBHBIE TIHCHMA.
10.2. Cpoku HOArOTOBKU OTBETHBIX MTUCEM:
. C KOHKPETHOM JaTON UCITOJIHEHMS], YKa3aHHON B JJOKYMEHTE, - B YKa3aHHBIN CPOK;
. B COOTBETCTBMM C pE30OJIONMENH ITUPEeKTOpa W €ro 3aMecTUTeNell Ha OCHOBaHUU
YCTAHOBJICHHBIX CPOKOB WCIIOJIHEHHSI TOPYYEHHH, 3allpOoCOB WM IO PEIICHHIO aBTOpa
PE3OJTIOIHH.

10.3. TekcTel  OTBETHBIX MHUCEM  JODKHBI ~ TOYHO  COOTBETCTBOBATh  3aJaHUSM,
3apukcupoBaHHBIM B pe3ositoluu. CpOoKH MOATOTOBKM MHMLMATHBHBIX IHCEM OIPEEINSIOTCS
CaMOCTOSITENIFHO aBTOPOM MPOEKTa MUChMa C YY4ETOM HEOOXOIMMOCTH PEIIeHUS KOHKPETHBIX
3aa4 M (MIM) B COOTBETCTBUM C TPEeOOBAHUSAMH 3aKOHOJATENILCTBA, IMOPYYCHUSIMHU
HETIOCPEICTBEHHOTO PYKOBOAMTEIIS.

10.4. Ilucbma neuataroTcs Ha OJaHKe MUChbMa 00IIE00pa30BATENBHON OpPraHU3aluy C YIIOBBIM
PacHoI0KEHHEM PEKBU3UTOB.

10.5. JlomomHuTeNnbHO K pEKBM3UTaM OJaHKa THCbMa NMpU OQOPMIICHHMH HHCEM B MIKOJE
UCTIONIB3YIOTCSI CIIEYIOIINE PEKBU3UTHI:

. azipecar;



° 3aroJIOBOK K TEKCTY,

. TEKCT TOKYMEHTA;
. OTMETKA O MPUJIOKEHHUH;
. BH3Q,

. MTOTIHCh.

. OTMETKA 00 HCIIOJIHUTEIIE.

10.6. Ilpu odopmiieHMM mHChMa Ha JBYX W 0oJiee CTpaHHMIIAX BTOpas M IOCICIYIOIINE
CTpaHHIIBI HYMEPYIOTCS TIOCEPEAMHE BEPXHETO MO JIUCTA apaOCKUMHU ITU(ppaMu.

10.7. Tlucbma moANuUCHIBaeT JUPEKTOP UIU PaOOTHUKH, YIIOJTHOMOUYEHHBIE TPUKA30M.

10.8. CiyxeOHbIC 3aMHUCKH.

10.9. B uensix ocymiecTBICHUS B3aUMOJCHCTBHIS MKy COTPYIHUKAMH B paMKax BHYTPEHHETO
JOKYMEHTOO0OpOTa B INKOJE TNPUMEHSIOTCA CclykeOHble 3anucku. CiaykeOHble 3anucKu
ABIIIOTCS CIPABOYHO-MH(POPMAIIMOHHBIMH JIOKYMEHTaMU. ABTOpPaMH CIY>KEOHBIX 3alHCOK
SBIISIIOTCSI COTPYTHUKH 00111e00pa30BaTeIbHON OpraHu3alty.

10.10. CnyxeOHasi 3amMCKa MOXET COCTaBIATHCA IO YKa3aHUIO PYKOBOJCTBA WJIH IO
WHUIIMATHBE KOHKPETHOTO COTPYIHUKA.

10.11. IIpu opopmieHuu ciy>ke0HOM 3anMucKu 0GOPMIISIOTCS CIIEAYIONINE PEKBU3UTHI:

. azpecar;

. JaTa TOKyMEHTa;
. HaMMEHOBAHHE BUA JIOKYMEHTA;

. 3arojIoBOK K TEKCTY;

. TEKCT JIOKYMEHTA;

. OTMETKA O MPUJIOKEHUH (IIPHU HATTMYUH );
. HaWMEHOBAHHE JIOJKHOCTH;

. MOJIHUCH.

10.12. CnyxeOHble 3allMCKM MOTYT CO37aBaTbcsi Ha OyMaXHOM HOcHUTene H (WiIH) B
AIIEKTPOHHOM opMe.

11. loBepeHHOCTDH

11.1. [loBepeHHOCTb BBITAETCS COTPYAHHKAM IIKOJIBI M oQopmisercs IO TpaBuiiaMm,
YCTaHOBJIEHHBIM HacTosuedl MHcTpykiueil nis nucem, ¢ yuétoM TpeOOBaHUN T'pa)1aHCKOIO
3akoHoarenbeTBa Poceniickoit denepany 1 HaCcTOALLETO pa3aena.

11.2. TIpoeKT JOBEPCHHOCTH TOJATOTABIMBACTCS M BU3HPYETCS COTPYIAHHKOM, KOTOPOMY
JIOBEPEHHOCTh OYJIET BbIJaHA, MOCJIE Yero nepeaaércs B KaHIENAPHUIO I HampaBlIeHHS Ha
MTOJITMCAHUE.

11.3. [loBepeHHOCTb TOJMUCHIBACTCS JIUPEKTOPOM WM JIMIIOM, OCYIIECTBISIONIUM €ro
MOJITHOMOYHS (MCTIOJIHSIFOIIIUM OOSI3aHHOCTH), M CKPEIUISeTCsl MevaThio 0011eo0pa3oBaTebHON
OpraHu3aIiu.

12. JloroBopsbl, coriameHnsi, KOHTPAKTHI

12.1. JloroBOpHI, COTJIAIIEHUsI, KOHTPAKTHI (Jajiee - JOTOBOPHI) IIOATOTABIMBAIOTCS B
COOTBETCTBUM C TpPeOOBAaHUSAMH TPaKIAHCKOTO, TPYAOBOTrO, OIOJKETHOTO U  HHOIO
3aKkoHonarenscTBa Poccuiickoil Penepanyv, B 3aBUCMMOCTH OT PETYJIHPYEMBIX JOTOBOPOM
MPaBOOTHOILIEHUH 1 0053aTeNbCTBA CTOPOH.

12.2. Tlpoekt n0oroBOpa TOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPaBIAIONMM) C Y4€TOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAauyeCTBEHHOTo OOeCTeyeHHs
HCIIOJTHEHUS CBOUX MOJIHOMOYHNH (00s13aHHOCTEN, QYHKIINIT), TOJTHOMOYHM IKOJIBI B LIETTOM.
12.3. TIpoekT 10roBOpa IOArOTABIMBAETCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
VIOPABISIFONIAM) COBMECTHO CO CHEIUATUCTOM, K (YHKIUAM (TIONTHOMOYHUSM) KOTOPOTO
OTHOCHUTCS PEIIECHUE BOIPOCOB, SIBJIAIOIIMXCS MPEAMETOM JOTOBOpA, UM UHBIM COTPYIHUKOM
10 IPSMOMY YKa3aHHUIO AUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aluu.



12.4. HeobOxomgumasi [JIi TMOATOTOBKH TMPOEKTa JOroBopa HWHGOpMaIus coOupaercs
OTBETCTBEHHBIM JINIIOM (KOHTPAKTHBIM YIIPABIIAIONIMM) B OPsIKE pabovero B3auMOACHCTBUS C
y4E€TOM TIpaBUJI, YCTAHOBIIEHHBIX HAacTOsMIEeH HCTpyKIMEH.

13. IlpyHIMIIBI OPraHU3AIUN JOKYMEHTO000poTa

13.1. B 10kyMeHTOOOOpOTE BBIACISIOTCS CIEIYIONINE JOKYMEHTOIIOTOKH: MOCTYMAroIiast
JOKyMEHTanus (BXojsias), OTHpaBisgeMas JOKYMEHTalus (MCXOAsIiasi), BHYTPEHHSA
JIOKYMEHTAIHSI.

13.1. B cocraBe BXonsIed W HUCXOMASIICH JOKYMEHTAIIMHM MOTYT BBIACIATHCS JTOKYMEHTHI,
MOCTYMHBIINE U3 BBIIIECTOSIINX, MOAPAIHBIX, MEIULIUHCKUX U JAPYTUX OpraHM3allfii, OpraHoB
MECTHOTO CaMOYIIpaBJICHUs, 0OpaIeHus IpaxiaH.

13.3. OO0pameHust TpaxaaH PETUCTPUPYIOTCS U (POPMUPYIOTCS B Jielia OTACIBHO OT JIPYTHX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHu3aIiH.

13.4. B mkosie mocTaBKa M OTIpPaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEACTBAMH IOYTOBOM
CBSI3U, DJICKTPOHHOM CBS3M, a TAaK)KEe 1O CHCTEME AJIEKTPOHHOTO JOKYMEHTO00OpoTa (majee -
CB/1). C moMomipl0 MOYTOBOM CBA3M B 00I€00pa30BaTENbHYI0 OPraHU3alldI0 JOCTaBISETCS
MUChbMEHHAs KOPPECIIOHICHITUS B BUJIE MTPOCTHIX IMHCEM, 3aKa3HBIX MHCEM, TIOYTOBBIX KapTOUCK,
OaHzIeposeil 1 MEJIKUX MMaKeTOB, a TAK)KE MEeYaTHHIC U3TAHMUS.

14. IlepBuunas 00padoTKa NOCTYNAMINX JOKYMEHTOB

14.1. JlokyMeHTBI, MOCTyMNAOIKME B ILIKOJY, IEpPENaloTCs Ha PETUCTPALMI0 CEKPETapIo
0011e00pa30BaTENbHON OPTaHU3AIMH U IPOXOIAT MEPBHYHYIO0 00pabOTKy B JIEHb MOCTYIUICHUS,
IOpU TOCTYIUICHMM B Hepabouee BpeMs - Ha cieayromiuid pabGouuit aens. Ilpu nepBuuHON
00paboTKe TOKYMEHTOB MPOBEPSETCS MPABMIIBHOCTH afpecoBaHus. OmUO0YHO MOCTYNHBIINE
JIOKYMEHTBI [1€PECHIIAI0TCS 10 MPUHAICKHOCTH I BO3BPAIAIOTCS OTIPABUTEITIO.

14.2. JlokyMeHTHI, MOCTynuBIIHE C OTMeTKaMu «CpouHO», «BpyduTh HEMEIJICHHOY,
«OnepaTuBHO», HE3aMEUINTENIBHO TPOXOJAT TMEPBUYHYI0O OO0pabOTKYy M JOKJIaJbIBAIOTCS
JTUPEKTOPY WM B CIydae €ro OTCYTCTBHSI — 3aMECTHTENIO TUPEKTOpa IO HAaIPaBICHHIO
NeSITETbHOCTH.

14.3. TlocTynuBmme TenerpaMMbl NMPUHUMAIOTCS IO TOANKCH C TMPOCTABICHUEM JaThl |
BPEMEHU  IIpHeMa, pPETUCTPUPYIOTCS IO TEeM K€ MpaBuUjaM, UYTO M  IHCbMa.
14.4. DnexkTpoHHBIE COOOIIEHUS, aIpPECOBAHHBIC IUPEKTOPY WM HANpPABJICHHBIE B aJpec
IIKOJIBI, PACHEeYaThIBAIOTCS U JIOKJIABIBAIOTCS AUPEKTOPY WIM B CIy4ae €ro OTCYTCTBHS —
3aMECTHUTENIO TUPEKTOPA.

14.5. DnekTpoHHBIE COOOLIEHHUS, 3aBEPEHHBIE AIIEKTPOHHON MOJMMCHIO, MoJyIekaT 00padoTke
0 TpaBWiaM, TPEAYCMOTPEHHBIM Ui  IOCTYNAMOMEH  (BXOIAMIECH) JOKYMEHTAIUH.
14.6. TloctynuBmias (BXOZsMIAs) JTOKyMEHTAlMs paclpeessieTcss Ha PerucTpupyeMble U He
TIOJITeXKAIIIE PETUCTPAIIH JOKYMEHTHI.

14.7. He nojyexar perucTpanuu:

. [IPUTIIACUTEIIbHBIC, TT03IPABUTEIbHBIC TUChMA U TEJICTPAMMABI,
. OMJICTHI;

. IUTaHBI U TIPOTPAMMBbI CEMHHAPOB, KOHPEPEHIINH ¥ IPYTUX MMOTO0HBIX MEPOIIPHUSTHI;

. JOKYMEHTBI T0 OYXTaJITEepCKOMY YUYeTy, MaTepHabHO-TEXHHUYECKOMY OOECIICUCHHUIO,
IUTAaHOBBIC M (DUHAHCOBBIE JIOKYMEHTHI, MOCTYIAOIIHE 0€3 COMPOBOIUTEILHOTO TUCHMA;

. pEKJIaMHBIC, KOMMEPUYECKHUE MPEIOKEHUS, B T.4. IIOCTYIHUBIIHUE 110 3JICKTPOHHOH MOUTE;
. [eyaTHbIE U3JaHuUs;

. [MACHbMa C IIOMETKOU «IHYHOY.

15. Perucrpanusi, y4eT 1 pacCMOTPeHHEe PYKOBOAUTEIeM
NOCTYNAMUX (BXOAAIIMX) T0KYMEHTOB



15.1. TloctynuBmme (BXOIAININE) TOKYMEHTHI PETUCTPUPYIOTCS TOJBKO TOCIIEC M MEePBUYHOU
00pabOTKH ¥ HE3aBUCUMO OT CIIOCO0a MX JOCTABKH.

15.2. Peructpamusi — mpocTaBieHHE B HIKHEM IPaBOM YTy TEPBOTO JHUCTa JOKyMEHTa
OTMETKHM O TIOCTYIUICHHUHM C YKa3aHHWEM JaThl TMOCTYIUICHUS U BXOMSIIETO PErHCTPAI[HOHHOTO
HOMEpa JIOKyMEHTa C O0O0s3aTeNbHOM 3aliChi0 B JKypHAJl PETUCTPAIMH ITOCTYIAFOIICH
(Bxomstieit)  noxkymeHtauuu. CTpyKTypa  perucTpallMOHHOTO HOMEpPAa  IOCTYIAroIIero
(BXoIAIIEr0) JOKYMEHTa COCTOUT U3 €ro IOpsAIKOBOIO HOMEpa H HHJIEKca Jejia 110
HOMEHKJIaType el 00I1e00pa3oBaTeIbHON OpraHU3aIliH.

15.3. Perucrpamusi Bcex NMOCTYNUBIIUX (BXOIAIINX) JTOKYMEHTOB IPOU3BOJIUTCS B Ipeieiiax
00IIero JTOKyMEHTOMOTOKA. JIOKYyMEHTBI, MOCTYNHBIINE B IIKOIY MO KaHalaM (akCHMHUIbLHON
CBSI3H, 00pabaThIBarOTCS u PETUCTPUPYIOTCS B o0rieM HIOPSIZIKE.
Tekct nmoctynuBLIel Tele(hOHOTPAMMBI 3aIMCHIBAETCS B )KypHAJIe PErHCTPALUU TeaepOoHOrpaMm
U TIe4YaTaeTcs Ha JIMCTe OyMaru JJisl iepe/iadd Ha paCCMOTpPEHHE.

15.4. Tlocrynaroume (BXOASIIKE) JOKYMEHTBI NEPENAIOTCS HAa PacCMOTPEHHE PYKOBOICTBY
TOJILKO ITOCIIE UX PETUCTPAIUH U TIPEABAPUTEIHLHOTO PACCMOTPEHHUSI.

15.5. JlokyMeHTBI, IOCTYIUBIIKE B OOIIC0Opa30BaTEIbHYI0 OpraHU3aIlMIo, 10 BOMpOcaMm, He
TPEeOYIOLIMM PACCMOTPEHUSI JIMPEKTOPa, HAIMPABISIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JIeJTOTIPOU3BOICTBO IIKOJIBI HEMOCPECTBEHHO MCIIOTHHUTEIIO 3a1poca.

15.6. JlupekTop B Pe30JIOIMH ONPEICISET JIUI, OTBETCTBCHHBIX 3a UCIIOJIHEHUE JIOKYMEHTA, U
aeT UM TopydyeHHe. PaOOTHHMK OTBETCTBEHHBIM 3a JIEIONMPOM3BOJCTBO INKOJBI IEpeaacT
JOKYMEHT Ha UCIIOJTHCHHUE.

15.7. TlogmMHHUK JIOKyMEHTa C PE30JIIONHEH PYKOBOIUTENs  00meo0pa3oBaTeIbHOM
OpraHu3alluy HANIPABJISETCs UCTIOTHUTEITIO.

15.8. Ilpm HanMuMu HECKOJBKUX HCIIOJHHUTENCH MMOJIMHHUK JOKYMEHTa IepPEeIaeTcss TOMY
UCTIOJIHUTEII0, KOTOPhIA B COOTBETCTBHHM C YKa3aHUSIMH 110 HUCIIOJHCHUIO SIBJISICTCS
OTBETCTBEHHBIM, ocTaJbHbIC UCTIOJTHUTEITN MOJTY4atoT KOTIHIO JOKYMEHTA.
15.9. TloanuHHUK JOKYMEHTa, KOTOPBII HCIONHSIETCS HECKOJBKUMH JTOJKHOCTHBIMH JTHUIIAMH,
MOJTy4aeT OTBETCTBEHHBIH HCMOMHUTENh. OCTANbHBIM HWCIOTHHUTENSAM MEPeIaroTcs KOIMHUH.
15.10. UsroToBneHnue KOMUH JOKYMEHTa Ui Tepefadyd COUCTIOTHUTENSM OCYIIECTBISIETCS
cekperapeM o011e00pa3oBaTeIbHON OpraHUu3aIliH.

15.11. Pe3omronusi COEPKUT:

° yKa3aHUWE 110 WCIOJIHEHHUIO, COJEprKallee KpaTKoe OIMHUCAHHEe HEOOXOJAUMOro IS
HCIIOJIHCHUS ICHCTBUS,

o yKa3aHHe Ha CpPOK, B TEUEHHE KOTOPOro JHUOO IO UCTEUEHHUS KOTOPOro HEOOXOAMMO
WCIIOJTHUTh MPEANUCAHHOE JEHCTBUE;

o JINYHYIO MOJIKCH aBTOPA PE3OIIOLUY;

. JIaTy TPOCTABJICHHUS PE3OJTIOLIMH.

15.12. Yka3aHue Ha CpPOK, B T€UEHHE KOTOPOro JIMOO JO MCTEUYEHUs KOTOPOro HEOOXOIMMO
UCIIOJHUTH MpPEJIUCaHHOE NEHCTBUE, MOXKET HE BBIPAXKaThCsl KOHKPETHOW JaTOW M CONIEpKaTh
BBIPKEHUS: «B YCTAHOBJICHHBIM 3aKOHOM CPOK» U T.II.

15.13. Pe3omronus muimreTcss Ha CBOOOJHOM OT PEKBHU3HTOB MECTE IEPBOTO JHCTA JOKYMEHTA.
15.14. B ciyuae, Korja pe3oiionus aJpecoBaHa HECKOJIBKUM COTPYIHHKAM, TO OTBETCTBEHHBIM
3a UCIIOJIHEHHE JJOKYMEHTA B LI€JIOM SIBJISIETCS COTPYAHUK, YKa3aHHBINA MEPBBIM (BEPXHHUM), THOO
COTPY/HUK, B OTHOILICHUH KOTOPOTO CeJiaHa TIOMETKA O TOM, YTO OH SBJISIETCS OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPABJAsiEeMbIMH (MCXOASIIIIUMHU) JOKYMEHTAMHU

16.1. Jlo mpenocraBieHUs MPOEKTa OTIPABIAEMOrO (MCXOJIIEro) JOKYMEHTa Ha IMOJIHUCH
JUPEKTOPY WM WHOMY YIIOJJHOMOYEHHOMY B YCTAHOBIICHHOM IOPSIAKE HA IMOANUCAHUE JIUILY
OCHOBHOH HCIIOJIHUTEIb MPOBEPSIET MPABUIBHOCTh O(OPMIIEHHUS OTHPABISIEMOT0 (MCXOJSIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TPEOOBaHUSIM HacTosel MHCTpyKIuy.



16.2. Ilpm moaroroBke OTHpaBiIsieMOro (MCXOMSIIEr0) JOKyMEHTa Kak OTBeTa Ha
NOCTYMUBIINNA (BXOISAIIHMIA) JOKYMEHT WCIOJTHUTENh MPUKIAIBIBAET K IOATOTOBICHHOMY
MPOEKTY BXOASIINN JOKYMEHT.

16.3. IIpoekTsl OTHpaBIsieMbIX (UCXOASIINX) JOKYMEHTOB C Y4€TOM  COOJIOJCHUS
YCTaHOBJICHHOT'O B PE30JIIOIMH CPOKA MUCTIOIHEHHSI MIEPEal0TCs OTBETCTBEHHBIM HCIIOIHUTEIEM
B OTJEI ICTIONPON3BOJICTBA (KaHIENSAPUs, CEKpETaph) IIKOJIBI JJIsl HAPABJICHUS HA TIOIMHCAHHE.
16.4. TloamucaHHbIC OTHpaBiIseMble (MCXOMISIINE) JTOKYMEHTBI, IeEpeaaloTcs paOOTHHUKY
OTBETCTBEHHOMY 32  JICJIONPOM3BOJCTBO  IIKOJBI, KOTOPBIA  OCYHIECTBISET IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBUS KOJHMYECTBA DJK3EMIUISIPOB OTIPABISIEMOro (MCXOJSIIEro)
JOKYMEHTa CIHCKY PAacChUIKH, a TaKKe MPaBUIBHOCTh O(GOPMIICHUS TOKYMEHTa COTJIACHO
HACTOALIEH MHCTPYKIIUH.

16.5. B caywyae HapymieHHs KOMIUIEKTHOCTH WM COOTBETCTBUSI KOJHMYECTBA, a TaKKe
MPaBUWIBHOCTH O(OpPMIIEHUSI TOKYMEHTa COTJIACHO HACTOSIIeH HHCTPYKIMH OTIIpaBIsieMble
(ucxopsmme) JOKYMEHTHl HE3aMEMJIUTENFHO BO3BpALIAlOTCA paOOTHUKAMHU KaHIESPUU
OTBETCTBEHHOMY HCIIOJIHUTENIO WM B CIy4yae OTCYTCTBHSI OTBETCTBEHHOTO HCIIOJIHMUTENS €ro
HETOCPECTBEHHOMY PYKOBOJIUTEIIO ISl yCTPaHEHHS HapYIICHUH.

16.6. [loxyMeHTHI oOcCiie UX MOAMHUCAHUSA JUPEKTOPOM HJIM UHBIM YIIOJTHOMOYEHHBIM JTHUI[OM
NEepeaaloTCsl B KaHIEISPHIO 0011e00pa3oBaTeIbHON OpraHU3aliy Uil PETUCTPAIN U OTIPABKH.
16.7. Peructpauus OTHOpaBiIseMbIX (UCXOASIIUX) JOKYMEHTOB OCYIIECTBIISIETCS IOCHE
poBeieHUsT PaOOTHUKAMH KaHIENSPUH, OTBETCTBEHHBIMH 32 JIEJIONPOU3BOJACTBO, TPOBEPKU
KOMIUIEKTHOCTH ¥ COOTBETCTBUS KOJMYECTBA IK3EMILISIPOB, a TAKKE MPaBUIBLHOCTH OopMIIeHUs
OTITPABIISIEMOTO (MCXOMISIIET0) JOKYMEHTA.

16.8. Peructpanus co3gaBaeMbIX JOKYMEHTOB OCYIIECTBISICTCS B JI€Hb MOMANUCAHUS WIH
YTBEPAKACHUSI TMOO Ha CIEAYIOUINI paboumil 1eHb.

16.9. CaepeHust 0 PErUCTPUPYEMBIX OTMPABISAEMBIX (MCXOISANIMX) JOKYMEHTAaX BHOCSTCS B
KYpHAJ PETUCTPAIMH OTIIPABIIIEMON (MCXOISIIEH ) TOKYMEHTAIIH.

16.10. PeructpanvoHHblii HOMEp M JaTa OTHOpaBisieMoro (MUCXOMSIIEr0) JAOKyMEHTa
NPOCTaBISIOTCS Ha TOJIMHHUKE JIOKYMEHTa B pPEKBU3WUTax ONaHKa M Ha HJK3EMIUIIpE,
ocTaromieMcs B Jiene o01ieodpa3oBaTenbHOM opraHu3aluy.

16.11. CtpykTypa pETrHCTPAIMOHHOTO HOMEpa OTHPABISAEMOTO (MCXOJIIEro) JOKyMEHTa
COCTOUT M3 €ro MOpSAKOBOIO HOMEpa M HHAEKCa Jiela MO0 HOMEHKIAType JAed IIKOJbI.
16.12. OtmpaBka AOKYMEHTOB NPOM3BOIUTCS IIEHTPATM30BAHHO DPAOOTHUKAMH KaHIIETSPUU
IIKOJIBI, KOTOPBIE MPOU3BOIAT UX COPTUPOBKY MO CMOCOOYy OTMHpaBieHUs (MpocTas, 3aka3Has,
MeX1yHapoaHas U Jp.).

16.13. IlucbMma, TenerpaMMbl, OTKPBITKH, OaHIEPOJM W NeEYaTHbIE H3JAaHUS OTIPABISIOTCS
noutoit. dakcorpaMmsbl U TeaeGOHOTPaMMBI TIEPEIAIOTCS TI0 KaHaJIaM Tele(OHHOM CBSI3H.

16.14. DnekTpoHHBIE COOOIICHHS] OTHPABISIOTCA C OPUIUAIBHOTO MOYTOBOTO 3JIEKTPOHHOTO
azpeca 001eo0pa3zoBaTeILHON OpraHU3allui.

16.15. IlucbMma, TenerpaMMsbl, OTKPBITKH, OaHIEpOIIH, (haKCOrpaMMBbl, JIEKTPOHHbIE COOOILIECHHS,
HE CBSI3aHHBIE C paboyell IeATEIbHOCTHIO, K OTIPaBKe HE MPUHUMAIOTCSI.

16.16. /lokyMeHTHI, OTIIpaBiIsieMble CPEICTBAMU MTOYTOBOM CBSI3H MPOXO/ISAT:

. VITaKOBKY;

° aApeCOBaHNC (HpI/I HaIllpaBJICHUHU JOKYMCHTA Ooitee ueM B 4 a;[peca) — B COOTBE€TCTBHUHU C
YKa3aTCJIEM pPaCChUIKH, Ha KaXX/I0M SK3EMILIAPE MUCbMa YKa3bIBACTCA TOJBKO OAWH ajapecar.

° MMPOCTABJICHUC CTOUMOCTHU IMOYTOBLIX YCIIYT,

° nepeaavy B mo4YTOBOC OTACIICHUC CBA3H.

16.17. Ilpu moAroToBKE M OTIpaBKE MHCEM HEOOXOIUMO yUUTHIBATh MpaBHiIa, YCTaHOBICHHBIE
NpUKa3oM MUHHCTEpPCTBA CBSI3M U MAacCOBBIX KOMMyHUKanud PP ot 31 wmrona 2014 r. N 234
«O06 yrBepxaeHun [IpaBuit oka3aHus yCIyr MOYTOBOM CBA3H.

16.18. JlokyMeHTBI, OTIIpaBIIsiEMbIE CPEIICTBAMH TIOYTOBOW CBSI3U B OJIMH aJIPEC, BKIIAIBIBAIOTCS
B OJIMH KOHBEPT.

16.19. Hcxonsmue TOKYMEHTHI, IpeIHa3HAYCHHBIC /Ui OTIPaBKHU CpeacTBamMH (HaKCUMHUIbHON
CBSI3U, OTHPABJISIOTCS PaOOTHUKAMU KaHLEISIPUHU 00111e00pa30oBaTeIbHON OpraHU3alHH.
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17. PazpadoTka 1 BeieHHe HOMEHKJIATYPbI J1eJI

17.1. JlokyMeHTanbHBIA (OHJ IIKOJBI — COBOKYITHOCTh JOKYMEHTOB, OOpa3yrOIIUXCS B
nporecce €ero JAeATeNbHOCTU. JIOKyMeHTanbHbIM (DOHJ IIKOJIBI COCTaBIJIAIOT JOKYMEHTHI,
co3laHHble B 00mI€00pa30BaTENbHON OpraHM3allMd W TOJYYEHHBIE €I0 B pe3yibTare
B3aMMOJECHCTBHS C OpPraHaMH IOCYIapCTBEHHOW BJIACTH, OPraHAMU MECTHOT'O CaMOYIIPABIICHUS,
IOPUINYECKUMU U (PU3NIECKUMU JINLAMH.

17.2. Howmenknartypa jaen siBIsSETCsS OCHOBON (hOpMUPOBaHUS TOKYMEHTAJILHOTO (POH/IA IIIKOJIBI
U TIpeACTaBIsIeT COOOW CHCTEMaTH3MPOBAHHBIM IEPEYeHb 3arojOBKOB (HAMMEHOBAHUMN) JIell,
3aBOJIMMBIX B ILIKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHMs, U O()OPMIICHHBIH B COOTBETCTBUH C
IIPaBOBBIMU aKTaMH, PEKOMEHJALUAMU U METOJUYECKUMM YyKa3aHWSAMU OpraHoB Poccuilckoin
denepanuy, YHOJTHOMOYEHHBIX B C(epe IoCyJapCTBEHHOI'O YIPAaBIECHUS ApXUBHBIM JIEJIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTOO00pOTA.

17.3. Homenknarypa aena COCTaBJISETCS Ha OCHOBE M3Y4YEHMs IOJIOKEHUH, MHCTPYKLHMH U
opaBWwi, a  TaKkKe  JPYrUX  JOKYMEHTOB,  PErJaMEHTHPYIOIIMX  JIEATEIbHOCTh
00111e00pa30BaTEIbHON OpraHu3aluy, a TAKKe HOMEHKJIATYp el 3a MPeALIeCTBYIOIIUE T0JIbl U
JOKYMEHTOB, 00pa3yoIuXcs B ACATEIbHOCTH 001e00pa3oBaTeIbHON OpraHU3aIHH.

17.4. Homenknatypa Aea UCHOIb3YeTCs AJIs TPYNIHUPOBKH MCIIOJIHEHHbBIX TJOKYMEHTOB B Jeja,
CUCTEMAaTH3allMM M y4yeTa JeJl, ONpEeNIEHUsT CPOKOB MX XpaHEHHsS M IOUCKA JIOKYMEHTOB,
SBJISICTCS OCHOBOMW ISl COCTaBJIEHUS OINHUCEH J1e MOCTOSTHHOTO M BpeMeHHOro (cbime 10 set)
XpaHEHUs, a TakKe I ydeTa J1eJ BpeMEeHHOTOo (10 10 JeT BKIIYUTEIbHO) XpaHEHUS.

17.5. Homenknarypa ey BBOAUTCS B JIeHiCTBHE IIPUKA30M I10 LIKOJIE.

17.6. HomenkmaTtypa Jel TOTOBUTCS B TPEX IK3EMILIApaX:

. JUTs1 TIOMEIIEHUS] B HOMCHKIIATYPHOE JICJIO U TIOCTOSTHHOTO XPaHCHHUS;
. JUTSl ICTIOJIb30BaHUs B pab0OTEe OT/IETIOM JIETIOTPOU3BO/ICTBA (KaHIIEISIpUEH );
. JUISL XpaHEHUS B apXUBE IIKOJIBI.

17.7. W3 HOMEHKIATypbl JIe] LIKOJIbI OTBETCTBEHHBIM JIMIIOM 3a BEJCHHE JEJIONPOM3BOACTBA
O0(pOPMIISIOTCST BBIMUCKU Ui KaKIOr0 W3 MOApA3JeNieHU M OTAeNnoB 001eo0pa3oBaTebHON
OpraHu3aluH.

18. ®opmupoBaHue e U MX TeKyllee XpaHeHHe.
IoaroroBka JOKYMEHTOB M J1e1 K NepeAadye HAa apXUBHOE XPaHEHHe

18.1. ®dopmupoBaHue Jie — IpyNINUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JieJa B COOTBETCTBUU
C HOMEHKJIATypoil Jen o0leo0pa3oBaTeIbHONM OpPraHM3aLUU U CUCTEMATU3alusl JOKYMEHTOB
BHYTpH J€na.

18.2. Jlema co mHS WX 3aBEJCHUS JI0 IEpeAay B apXUB IIKOJBI WIIM HA YHUYTOKEHHUE XPAHATCS
0 MECTy UX (POPMUPOBAHUS.

18.3. Tlpwkaspl MO OCHOBHOW, aJMUHUCTPATHBHO-XO3SIICTBEHHOW, Y4eOHO-BOCIUTATEIHHOMN
JEeSITeIBbHOCTH LIKOJIBI, TPYIIHUPYIOTCS OTJAEIBHO OT MPUKA30B 110 JIMYHOMY COCTaBy paOOTHUKOB
U TI0 JJUYHOMY COCTaBY oOyuarouuxcs (y4Jamuxcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynmupyercs 3a IMEpUOJ KaJeHJApHOTO roja M CUCTEeMaTU3UpyeTcs B
XPOHOJIOTUYECKOH MOCIIEA0BATEIbHOCTH.

18.5. IlpoBepka HamU4Msl U COCTOSHUS TOKYMEHTOB U JI€J IPOBOAUTCS MPH MEPEMEIICHUN e,
IIpY BO3BpaTe €, IPU peopraHu3aluy Wi JIMKBUIANKN 00I1e00pa30BaTeIbHOM OpraHU3alHH.
18.6. B apxuB o00meoOpa3oBaTeNbHON OpraHu3alMu (Jajee - apXMB) IepelaloTcs Jena
MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 JieT) CpoKOB XpaHEHUsS U MO JIMYHOMY COCTaBy uepes 3
rojja mocjie Troja, B KOTOPOM JOKYMEHThl ObUIM TIIOMELIEHBl B JI€J0 Ha XpaHEHHe.
18.7. Tlepemaya HOKYMEHTOB B apXWB MPOM3BOMUTCS TIO YTBEPKICHHBIM OIUCSAM eIl
18.8. TloaroroBka JOKyMEHTOB U JIeJ K Mepeaaye Ha apXMBHOE XpaHCHHE U Ha YHHUUTOXKCHHE
IpeIyCMaTpUBAET:

* DKCIIEPTU3Y LIEHHOCTH JJOKYMEHTOB;
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* COCTaBJICHUE OIUCEH [N 110 pe3ysIbTaTaM dKCIEePTU3bl UX LIEHHOCTH;

* oopMIICHHE JIeTT;

* COCTaBJICHUE AKTOB Ha YHHYTOXKEHUE JOKYMEHTOB M JIel C UCTEKIIUMH CPOKAaMH XpPaHEHHS.
18.9. Dkcnepru3a I1IEHHOCTHM JOKYMEHTOB IIOCTOSIHHOIO U BPEMEHHOIO  XpaHEHHS
OCYILLECTBIIACTCSL €XKEroJHO JIMIOM (JIMIIaMH), Ha3HAYEHHbIM IPUKA30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 aApXUBUPOBAHUE.

18.10. B nmeno momemnraercst He Oosee 250 nMCTOB (TONIIMHA Jieja TPU TOM COCTaBIIsECT HE
6onee 4 cm). [Ipu O0BIIOM KOTMYECTBE JOKYMEHTOB (POPMHUPYIOTCS TOMa (4acTH) Aena. Buyrpu
Jiefia JOKYMEHTBI PacojiaraloTcsi B XpOHOJIOIMYECKOM IOPSAJKE B COOTBETCTBUU C OINUCHIO. B
Jena  MOMENIAIOTCS  TOJNBKO — WCHOJHEHHBIC, MPaBWIBHO  O(GOPMIICHHBIE  JOKYMEHTBHI.
18.11. JloxyMeHTBl BHYTpPHU J€ja paclolaratloTcsi CBEpXy BHHU3 B XPOHOJIOIMUYECKOMN, BOIIPOCHO-
JIOTHYECKOW IOCIEIOBAaTEIbHOCTH WM HMX COYCTaHWU. PacmnopsauTenbHbIEe JTOKYMEHTHI
IPYNIUPYIOTCS B Jiefla MO BUAAM M XPOHOJOIMU C OTHOCSIIUMMCS K HUM IPHIIOKEHUSIMHU.
18.12. Jluuynble KapTOUYKH paOOTHUKOB (OPMHUPYIOTCS B Jei0 1o andaBuTy GHaMuIni.
18.13. Odopmienune paema mpemycMaTpuBaeT: O(GOPMIICHHE PEKBU3UTOB OOJIOKKH Jieja II0
YCTAHOBIICHHON (hopMe; HyMepamuio JIMCTOB B JIeJie KapaHJAIIOM B BEPXHEM IPABOM YTIY;
COCTaBJICHUE BHYTPEHHEH ONHUCH JOKYMEHTOB Jefla, HOJIIMBKY M meperuier nena. Jluer
Oonpmoro ¢opmara, MOAUIMTHIN 32 OJUH Kpai, HyMepyeTcsi KaKk OJFH JIUCT B IIPAaBOM BEPXHEM
yriay. JIOKyMeHThl ¢ COOCTBEHHOW HyMmepauued JIMCTOB, B TOM 4YHCIE IeYaTHbIe H3JaHMs,
HYMEPYIOTCSI B 0011IEM NOPSIKE.

18.14. JlucTsl fein, COCTOSIUX M3 HECKOJbKUX TOMOB WJIM 4YacTed, HyMEpYIOTCS MO KaKIOMY
TOMY WMJIM YaCTH OTAEIBHO.

18.15. Ilocne 3aBeplieHus HyMepaluy JUCTOB COCTABIISIETCS 3aBepUTENIbHAs HAANUCh, KOTOpast
pacrioaraercsi B KOHIIE Jefla. 3aBEpHUTENbHAs HAJIHNCh COCTABISIETCS B JeJie HA OTACIHHOM
JMCcTe-3aBepuTeie Jiea.

18.16. B 3aBepuTenbHON HaAMUCH HU(GPAMU U MPOMHUCHIO YKA3bIBACTCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiefie. 3aBepuTeNbHas HAJMMCh TOANUCHIBACTCS €€ COCTaBUTEIEM C YyKa3aHHeM
pacmmppoBKM TOAMKCH, JODKHOCTH W JaThl COCTaBJICHUs. KoJIMuecTBO JHCTOB B Jieje
IPOCTaBISIETCS Ha 00JI0XKKE J1e1a B COOTBETCTBUU C UTOIOBOM HAAMHUCHIO.

18.17. PeKxBU3UT «CPOK XpaHEHUS JieNa» MEePEHOCHUTCS Ha OOJIOKKY Jieja U3 COOTBETCTBYIOIIEH
HOMEHKJIATyphl JIeN MOCJIE€ CBEPKH €ro CO CPOKOM XPaHEHMsl, YKa3aHHBIM B IE€peyHe THIIOBBIX
JOKYMEHTOB WJIM B TEPEYHE JOKYMEHTOB, OOPa3YIOMIMXCS B JESITEIBHOCTH (heaeparbHOTO
OpraHa, ¢ yKa3aHHEM CPOKOB XPaHEHMS.

18.18. Ha nenax mOCTOSIHHOTO XpaHEHHS MUIIETCS: «XPaHUTh MOCTOSTHHOY.

18.19. Ilpuem nen MpOU3BOAUTCS COTPYIHUKOM, YITOJTHOMOYEHHBIM Ha BeJIEHHE JEeSTeIbHOCTH
apx¥Ba, C TPOCTABJICHNEM B JIBYX IK3EMIUIAPAaX OIMHUCH JIe]T OTMETOK O HAJMYMU KaXKJI0TOo Jera
(Ha KaXXJ0M HK3EeMIUIIpE ONHUCH YKa3bIBAETCS KOJIMYECTBO (aKTHMUECKH HPUHATHIX A€, JaTa
npreMa-repesaun e, a TakKe TOANNCH apXUBUCTA U COTPYAHUKA, TIEPEIaBIIETo Jea.

19. 3akaounTeIbHbIC MOJOKEHUA

19.1. Hacrosimass MHCTpYKIUS TIO JEIONMPOU3BOJICTBY SBJSETCS JIOKATBHBIM HOPMATHBHBIM
aKTOM 0011e00pa30BaTeNpHON OpraHu3aly, npuHuMaeTcs Ha OOmiem coOpaHuy pabOTHUKOB U
yTBepkaaercsd (BBOJIMTCS B JEWCTBHE) MPHKA30M JUPEKTOpa 00IIeo0pa3oBaTelbHON
OpraHu3aIiu.

19.2. Bce u3MeHeHUs U JIOMOJHECHUS, BHOCUMBIC B HACTOAMIYI0 MHCTPYKITNIO, OOPMITSIFOTCS B
NUChbMEHHOW (opMe B COOTBETCTBUHU JICHCTBYIOIIMM 3aKOHOJATENLCTBOM Poccuiickoit
denepanuu.

19.3. HHcTpykuus 1o AETONPOU3BOACTBY B IIKOJE MPUHUMAETCS HA HEOIPEIeJICHHBIH CpPOK.
N3Menenus u nonoHeHus K MHCTpyKIMKY NPUHUMAIOTCS B MOPSJKE, TPEAYCMOTpEeHHOM M.19.1.
Hacrosuen Macrpykuuu.

19.4. Tlocne npunsTuss MHCTpyKIMK (WM U3MEHEHUH W JOMOJHEHHUH OTAEIbHBIX MyHKTOB U
pa3zieJoB) B HOBOW peAaKLUU MPEAbIAYyIas peaakiiis aBTOMAaTHUYECKH YTPAYUBAET CUITY.
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ITpunoxenne Ne 1

IIpaBuia ogopmiieHHsI peKBU3UTOB JOKYMEHTOB

1. Jl1s MOATrOTOBKU JIOKYMEHTOB IPHUMEHSETCA TEKCTOBBIM peNakTop, oOecreuyuBarouii
TpeGoBaHus rpauuecKoro BOCIIPOU3BEICHNUS PEKBU3UTOB JTIOKYMEHTA.

2. Buasl u pasmepsl ucnonb3yemsix mpudTos: Times New Roman — 12, 13, 14; Calibri 14
Y TIPUOJIMIKEHHBIE K HUM.

3. IIpu moaroToBke TEKCTOB B TAOIHUIAX, JUIs 0oOecreueHus Jydllleld YNTaeMOCTH JaHHBIX,
JIoITycKaeTcst mpuMenenue mpudros Buaa Arial, pasmepos 12,13.

4. Jluana3oH HUCHOJb3YyEeMBIX MEXKIYCTPOYHBIX HMHTEPBAJIOB: OT OJMHAPHOIO  JO
MOJyTOPHOTO. AG3aIHBIN OTCTYN TEKCTa TOKyMeHTa - 1,25 cMm.

5. 3aroJoBKM pa3/le’oB M IOJPA3/eNoB IeyaTaloTcs ¢ ab3alHbIM OTCTYINOM WIH
HEHTPUPYIOTCS 1O MIUPHHE TEKCTA.

6. MHOrocTpouHble PEKBU3MTHI [1€YATAIOTCS Yepe3 OAMH MEKCTPOUHBIH HHTEpBall,
COCTaBHBIE YACTH PEKBU3UTOB OT/EIISIOTCS OTIOIHUTEILHBIM HHTEPBAJIOM.

7. Ecnu 10KyMEHT TOTOBUTCS Ul M3JIaHHsI ¢ YMEHBLIEHHEM MaciiTaba, TeKCT IeyaTaeTcs
4epes /1Ba HHTEpBaJa.

8. WuTepBas Mexy OykBaMM B CIOBax - OObIYHBIA. MHTepBas MeXIy clIOBaMHU - OAMH
npo0er.

9. TexkcT noxyMeHTa BbIpaBHMBAETCS IO IIMPHUHE JMCTa (IO TPaHULAM JIEBOTO U IPABOTO
MOJICH IOKYMEHTA).

10.  JlnuHa caMoil JUIMHHON CTPOKM PEKBHU3HMTA IPHU YIJIOBOM PACIIOIOKEHUH PEKBU3UTOB HE
ooJsee 7,5 cM.

11.  JlnuHa caMOl JUIMHHOW CTPOKU PEKBU3UTA MPH MPOJOJILHOM PACIIOIOKEHUH PEKBU3UTOB

He Oonee 12 cMm.
12.  Kox ¢popmbl 1oKyMeHTa

Kox dopmbl 1oxkymeHTa mpocraBisieTcsi HA YHU(UIMPOBAHHBIX (OpMax JOKYMEHTOB B
OCHOBHOM MHCITIOJIb3YEMBIX B KaJIpOBOM JOKYMEHTO000pOTe MIKOJbl. Pacnonaraercs ko (popMbl
B IPaBOM BEpXHEM yIiay paboyero moist JOKYMEHTa, COCTOMT u3 cioB «®Dopma mo»
(HauMeHOBaHMe Kiaccudukaropa) v UPPOBOro KoJa.

[Ipumep - @opma no OKY/] 0301001.

13. HaumeHOBaHUE LIKOJIBI

HaumeHnoBaHue 1IKOJIBI JOJKHO COOTBETCTBOBATh HAMMEHOBAHHUIO FOPUIUYECKOIO JIMIIA,
3aKpEIUVIECHHOMY B €ro y4YpeAMTeNbHbIX JOKyMeHTax (YcraBe 001meo0pa3oBaTebHON
opranuzaiuu). [log HauMMeHOBaHMEM WIKOJBI B CKOOKAaxX YKa3bIBAaeTCsl COKpALICHHOE
HalMEHOBaHME 00111e00pa30BaTEIbHON OpraHn3aluy.

Han HanMeHOBaHMEM IIKOJIBI - YKa3bIBaeTCsl IOJHOE HAMMEHOBAaHUE BBIIIECTOSIIEH
OpraHH3aliH.

14. CrpaBoYHBIE IaHHBIE O IIKOJE.

CripaBouHbIE€ JJaHHBIE O LIKOJIE BKJIIOYAIOT B ce0sl: MOYTOBBIN ajpec, HoMepa TenedoHa,
dakca, aapec IJIEKTPOHHOW mouThl, Koj 1mmkodasl 1o OKIIO (mpocraBisiercst 1o
OOmepoccuiickoMy — KJIaccupukaropy  HOpeanpusTH W opraHu3anuid),  OCHOBHOM
rocyiapcTBeHHbId  peructpanuonssiii  Homep (OI'PH), wunenTudukanvoHHBIH  HOMEp
HAJIOTOIUIATENBIINKA/KO IPUYUHBI TOCTAaHOBKHU Ha Hanorosbiit yuer (MHH/KIIIT).

15. HanmMeHoBaHMe BUa IOKYMEHTa

PexkBusuT wucnonp3yercs sl yKazaHUsS BHJAA JIOKYMEHTa M PACIONAraercs IoJ
PEKBU3UTOM «HAMMEHOBaHHE 00I111e00pa3oBaTeNbHON opraHu3anuuy». HauMeHoBanue Buaa
JIOKYMEHTA HE YKa3bIBA€TCsl B IUCbMaX.

16.  Jlata mokymeHTa

JlaToli JOKyMEHTa SIBJISIETCS laTa €ro NoAnucanus (IpuKas, MMCbMO, 3alMCKa, akT U JIp.),
YTBEPXKICHUs (MHCTPYKLUS, MOJIOKEHUE, NIPAaBUIa, PEriaMeHT, IUIaH, OTYEeT U Jp.), COOBITHS,
3a(pUKCUPOBAHHOTO B JOKYMEHTE (ITPOTOKOI).
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Jlata JOKyMEHTa TMPOCTABIISETCS JOJDKHOCTHBIM JIMIIOM, TIOAIHCHIBAIONIUM  WIIN
YTBEPKAAOIMIMM JOKYMEHT, WIH TPHU PETUCTPAIlMU JOKYMEHTa, WM HEMOCPEACTBEHHO
COCTaBUTEJEM TP TIOJATOTOBKE JOKyMEHTa (CiaykeOHas 3amucKa, 3asBICHHE U JIp.).
JIOKyMEHTBI, H3[1aBaeMble COBMECTHO C JAPYTUMH OpraHU3alMsIM{ JODKHBI HMETh OJHY
(enuHyI0) 1ATYy.

Jary noxymeHTa 0(OpMIISIOT apaOCKUMU TU(GPaMH B ITOCIICIOBATEITLHOCTHU
. JICHb MecsIa, Mecsil, Toja. JleHb Mecsna U mMecsi 0oQOpMIISIFOT JBYMsI TTapaMH apaOCKuX
udp, pa3fAeIeHHBIMA TOYKOH; TOJ - 4eThIpbMs apabckumu nudpamu, Hanpumep: 01.12.2017.
bykga "r" mocne mudp He CTaBUTCH.

. IIPH CIOBECHO-IIM(PPOBOM criocode opopMIICHHSI JaThl JICHb MecsIa YKa3bIBaeTCsl Mapoi
apabckux mudp, roa YeThIpbMsl apadckumu mudpamu, Hanpumep: 12 nexkadps 2017 r.
17. PerucrpanimoHHbIi HOMEp JOKYMEHTA

Peructpanmonnbsiii HOMEp JOKyMEHTa MPOCTAaBISIETCS B COOTBETCTBHHM C CHUCTEMOM
pEruCTpaliu, MPUHATOHN B IIKOJIE.

Peructpanmonnsiii HOMEp mpHUCBaMBaeTCsd JOKYMEHTY IIOCIE €ro IMOANHCAHUS
(yTBEp)KIaCHUS).

Ccbuika Ha pPEruCTpaMOHHBIN HOMEp u naTy JTOKYMEHTAa
Ccbulka Ha HMCXOIAIIMH HOMEpP M JaTy JIOKyMEHTa aJpecaHTa BKJIOYaeT B celds
PErUCTPALIMOHHBINA HOMEpP U J1aTy JOKYMEHTA, Ha KOTOPBIH TOJIKEH ObITh JaH OTBET.

18. MecTto cocraBieHus (U31aHus) JOKYMEHTa

MecTo cocTaBieHUs! WK U3JIaHUSL JOKYMEHTa — «TOpOJ ...» - YKa3bIBaeTcs Ha OJaHKax
IIPOTOKOJIOB U aKTOB, COCTaBJISIEMbIX B 00111€00pa30BaTEIbHON OPraHU3all|H.

19. Anpecat

B pexBusute «Anpecar» HUCHOIB3YIOTCA OQHIMATbHbIE HAUMEHOBAaHHS OpPTaHOB
rOCyIapCTBEHHOW M  HWCHOJHUTENIbHON BIACTH, OPraHOB MECTHOTO CaMOYIPaBIICHUS,
opranmzamuii.  JlomyckaeTcs — MCHOJB30BaTh  O(PHUIMAIBHO  TMPHHATBIE  COKpAIEHHBIC
HAaMMEHOBAHMS OPraHOB TOCYJAapCTBEHHONM W HCIOJHUTEIBHOM BJIACTH, OPraHOB MECTHOTO
CaMOYITPaBJICHUS, OpTaHU3aLIH.

[Ipu ampecoBaHWM MOKYMEHTa TOJKHOCTHOMY U YaCTHOMY JUIly MHUIIMAJIBI CTaBATCS
nocye pamMuuu.

[Tpumep - Pykosooumenio OO0 « Cmpoumenvy @amunus U.O.

PexBu3uT «aapecar» npocTaBiseTcss B BEpXHEW MpaBoi 4acTU JOKyMEHTa (Ha OlaHkKe C
VIJIOBBIM ~ PACMOJIOKEHUEM PEKBU3UTOB) WJIM CIpaBa TMOJ peKBU3UTamMu OnaHka (Tipu
MPOJIOJIBHOM ~ PAaCIOJIOKEHUU  PEeKBU3UTOB  Onanka). CTpokM  peKBH3UTA  «aapecary
BBIPABHUBAIOTCS MO JIEBOMY Kpar WM IEHTPYIOTCS OTHOCHTEIBHO CAMOW JJIMHHOM CTPOKH.

IIpu anpecoBaHuuM JOKyMeHTa 0€3 YKa3aHMs JOJKHOCTHOIO JIMI[a HauMEHOBaHUs
aZpecaToB MHUINYTCSA B HMEHHUTEIHHOM TMajexe, Hampumep: OpeaHvl cmamucmuku 2opood
Mockewl

[Ipu agpecoBaHuM JOKyMEHTa PYKOBOJUTEIO OPraHU3allMd HAMMEHOBAHUE JOJKHOCTH
YKa3bIBaCTCSl B JIaTEIBLHOM TMajiexe, Hampumep: [ enepanvromy oupexmopy OO0 «H30anuer
Damunus U.0.

[TouroBhIii azpec He yKa3bIBae€TCAd B JIOKYMEHTAX, HAIPaBJISEMbIX B BBICHINE OpPTraHbl
rOCyIapCTBEHHOW BJacTv, (¢efepanbHble OpPraHbl HCIONHUTEIBHOW BIACTH U HX
TEepPPUTOPHUATBHBIE OPTaHbI, OPraHbl FOCYAAPCTBEHHOM U UCIIOJIHUTENBHOMN BJIACTH, IOCTOSI HHBIM
KOPPECIOH/IEHTaM.

[Ipn anmpecoBaHnum nUChbMa B OpraHM3allMI0 YKa3bIBAIOT €€ HAaMMEHOBAHME, 3aTeM
MOYTOBBIM  ajpec, Hampumep: [ocyoapcmeennoe yupescoenue Bcepoccutickuil  HayuHo-
uccnedosamenbCKull UHCMUmMym 00KYMeHmMOoBedeHUs. u APXUBHO20 oena
IIpoghcorosznas yn., 0.82, Mockea, 117393

[Ipu agpecoBaHuM TOKyMEHTa (PU3NYECKOMY JIUIYy YKa3bIBAIOT (aMIUIMIO U MHUIIUAJIBI
MOJTydaTelis, 3aTeM MOYTOBBIN anpec, Hampumep: [lempogy HU.I1. [Ipouzeoocmeennas yi., 0.5,
x6.12,e. Mockea, 119633
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PexBu3uT «Anpecar» He JOJKEH couepkaTh OoJiee yeThipex aapecatoB. CiioBo «Komusy»
nepe]; BTOPbIM, TPEThUM, YeTBEPTHIM aapecaraMu He yKasbiBaeTcs. [Ipu uucne agpecaroB Oomee
4-X COCTaBIISIETCS] CTUCOK PACCBHIIKH IOKYMEHTA.

Ecamn nokyMeHT oTIpaBisieTcss B HECKOIbKO OJHOPOIHBIX OpraHU3aluii UM B HECKOJIBKO
CTPYKTYPHBIX TOJAPA3JCICHUA OpraHa MCIOJHUTEIbHON BJIACTH, TO OHM YKa3bIBAIOTCS
00606menHo. [Tpumep: Pyxosooumensim yupeacoenuti CI10
20. 'pud yrBepxaeHus TOKYMEHTA

I'pud yTBepkIeHUS MPOCTABISETCS B TPABOM BEpXHEM yriy JHokymMeHTa. CTpoku
PEKBU3UTAa BBIPABHUBAIOTCS MO JIEBOMY Kpal WM LEHTPUPYIOTCS OTHOCUTEIBLHO Camoil
JUTMHHOW CTPOKH. JIOKYMEHT yTBEp:KAaeTcsl AOJKHOCTHBIM JIMLOM (JOJKHOCTHBIMU JIMILIAMH )
WIM  pacloOpSIMTEIbHBIM  JIOKYMEHTOM  (TIOCTAaHOBJIEHHWEM,  PCIICHHEM,  IPUKa30M,
pacrnopsLKEHUEM).

[Ipu yTBepXKJAeHUU JTOKYMEHTa JOJKHOCTHBIM JIUIIOM TpHud YTBEPKIACHUS HTOJKEH
cocroarh u3 cioBa YTBEPXJIAIO (06e3 kaBbIueK), HAaWMMCHOBAHHS JIOJDKHOCTH JIMIIA,
YTBEP)KJIAIOIIETO JAOKYMEHT, €ro TOJINUCH, WHUIHAIOB, (aMUJIUU W JaThl YTBEPKICHUS.
[Mpumep: VTBEPK/AIO [upexmop MBOY Illkona Ne 1238 U.O. @amunus
21.  [lara

[Ipu yTBepkIeHUM JTOKYMEHTAa HECKOJbKHUMHU JOJKHOCTHBIMHU JIMLIAMH WX TOAIMUCH
pacrnoJiararoTcsi Ha OJJHOM YpPOBHE.

[Ipu yTBepkneHMH HOKYMEHTA PACIOPSAUTEIBHBIM JOKYMEHTOM TpU( YTBEPKICHUS
cocroutr w3 ciaoB YTBEPXJIEH (YTBEPX/JEHO, YTBEPXIEHBI, YTBEPXJIEHA),
COTJIACOBAaHHOTO C HAWMEHOBAHHMEM BHJIa YTBEPKIAEMOTO JIOKYMEHTAa, HAaUMEHOBAaHHUS BHJIA
JIOKYMEHTa B TBOPUTEJIBHOM Najexe, ero narel, Homepa. [pumep: VTBEPK/[EHO npuxazom
MBOY Llxona Ne 1238 om 01.03.2020 Ne 57
21. 3arojIoBOK K TEKCTY

3aroJoBOK K TEKCTY - KpaTKO€ COJEp)KaHHE TOKyMEHTa. 3arojloBOK K TEKCTYy IMpHUKa3a
bopmymupyetcs ¢ npempiorom «O» («O6») 1 0OTBEYAET Ha BOMPOC «O YeM?»):

. npuka3s (0 4em?) 0 coO3JaHUN KOMHUCCUU;
. npukas (0 yem?) 00 yTBEp:KJICHHH IITaTHOI'O PACHUCAHUS;
. nucbMo (0 yem?) 0 MpeoCTaBICHUH HH)OPMALIUH.

3aroJoBOK K TEKCTY 0(OpMIISIETCS O]l peKBU3UTAMH OJIaHKa CJIeBa, OT IT'PaHMIIbI JIEBOTO
TOJISL.

HaumenoBanue (3aroioBok) nauO0 aHHOTAalMs JOKYMEHTa COCTaBJISIETCS aBTOPOM
NPOEKTa JOKYMEHTA.

3aroJ0BOK K TEKCTY MOKET HE COCTaBIATHCA, €ClI 00BbeM TOKYMEHTA HE MpeBbIIaeT 4-5
CTpOK.
22. TekcT fokymeHTa

JIOKyMEHTBI 0011e00pa30BaTEeIbHON OPTaHU3AIMH COCTABIISIOTCS Ha TOCYJapCTBEHHOM
a3bike Poccuiickont @enepanuu - pycCKOM.

Tekct MOKyMeHTa MOXKET COIEpKaTh pasleNbl, TOAPA3JeNbl, MyHKTHI, TOAITYHKTHI,
HyMepyeMmble apaOCKUMu IudpamH.

B mpukazax TeKCT MOKyMEHTa H3J1araroT OT MEepBOTO JIMIAa EeIWHCTBEHHOTO YHCIIa
(«TIpUKa3BIBAIO»)

B moxyMeHTax KOJUIETHANbHBIX W COBEIIATENFHBIX OpraHaXx OT TPEThEro JIHIa
€IMHCTBEHHOTO YHUCIa: («COOpaHHUE... PEIIUIIO))

Tekct mpoToKkoNia M3MIaraeTcsi OT TPETHETO JIMIa MHOKECTBEHHOTO YHCTa («CITyIIaim,
«BBICTYIHIIN, «ITOCTAHOBUIINY, «PELIUIINY),

B coBMecCTHBIX JOKYMEHTaX TEKCT M3JIaraloT OT IEePBOTO JIMIAa MHOKECTBEHHOTO YMCIIA!
(«TIpUKa3bIBaEM», «PELIUITN).

B nenoBeix (ciy:ke0HBIX) MUCbMaxX UCTIONb3YIOTCSI (JOPMBI 3JI0KEHHUS:
. OT TIEPBOTO JIMIA MHOXKECTBEHHOTO 4YHCia («IIPOCHM HANpaBUTH», MPEICTABISEM Ha
PacCMOTpPEHHEY);
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. OT TPEThero Juina enuHcTBeHHOro uucna («AnvuaucTtpamus OV Illkoma Ne 1238 ne
BO3paKaeT»);

. OT TIEpBOrO JMIA EAMHCTBEHHOIO 4YHUCNa («CUHUTAI0 HEOOXOAMMBIM», «IIpeiararo
pPaccMOTPETHY).

[Ipu ynotpebnenuu B TekcTe HaMUIMI ML MHULIKAAJBI YKa3bIBAIOTCA MOcie (haMUIHHU.
B JIeTTOBBIX (cmyxeOHBIX) I1cbMax MOTYT HCII0JIb30BATHCA:
- BCTYNHUTEIbHOE 0OpalieHue:

VYBaxkaemblii rocrioguy MBanos!
VYBaxkaemas rocrioxa [letpona!
YBaxaewmsiii Hukomnaii [lerpoBny!
VYBaxkaemas Oinbra Hukonaepna!
YBaxaemsle rocnojal

B o6paienuu mo A0KHOCTH HAMMEHOBAHUE JOJDKHOCTH MUIIETCS ¢ MPOMUCHON OYKBBI,
B 00paIIeHny Mo (paMHUINH WHUIMAJIBI JINIA HE YKa3bIBAIOTCS.

- 3aKJII0YMTEIbHAs STUKETHas (dpasa:

C yBaxxeHueM, ...

CrpaHuibl TOKYMEHTa HyMEpPYIOTCS, Ha4lHasi CO BTOPOTO JIUCTA JOKYMEHTa apaOCKUMU
1 paMu mocepeInHE BEPXHETO OIS,

TekcT noKyMeHTa OTHENSeTCs OT 3arojoBKa ABYMS HIIM TPEMS MEXTYCTPOUYHBIMU
MHTEpPBaJIaMH, UCII0JIb3YEMBIMH B TEKCTE.

23. OTMeTKa 0 TPUIIOKEHUH.

OTMeTKka O TPUIIOKEHUH HCHOJIB3YeTCs] NpU OPOPMIICHHHM THCEM W TMPHIOKEHHH K
IUIaHaM, TporpamMmamMm, OTYeTaM, TIIOJIOKEHUSIM, TMpaBUiIaM, HWHCTPYKIUSAM U JPYTUM
JIOKYMEHTaM.

B nuceMax oTmeTKa 0 MpUIOKEHUH O(OPMIISETCs MO TEKCTOM MHUCbMa Ha PACCTOSHUU
1,25 cm ot rpanuusl Jiesoro nosid. Eciu npuiokeHue Ha3BaHO B TEKCTE MHUCbMa, B OTMETKE O
MPUIOKEHUU YKA3bIBAETCS KOJIMYECTBO JIMCTOB W KOJUYECTBO HK3EMILISIPOB MPUTIOKEHUS,
HanpuMep:

Ipunoowcenue: na 3 1. 6 1 7x3.

[Tpr HaTMYUM HECKOJBKUX MPHIIOKEHUH, B OTMETKE O MPUJIOKECHUH OHH HYMEpYIOTCH,
YKa3bIBAIOTCS HAMMEHOBAaHUS KaXJIOTO TMPUIOKEHHS, KOJUYECTBO JIUCTOB U KOIUYECTBO
AK3EMILISPOB, HAIIPUMED:

Ipunooicenue:
1. I[Than-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepicoenuu ¢pakma ooyuenus... Ha 1 1. 6 1 2x3.

Ecnu mpunoxeHuss cOpoLIIOPOBAaHbI, TO KOJIMYECTBO JHMCTOB HE YykasbiBaeTcs. Ecnu
NPUJIOKEHNE HANpaBiIsIOT HE BO BCE YKa3aHHbBIE B JIOKYMEHTE ajpeca, TO OTMETKY O €ro
HaIM4Yuu 0(hOpMIISIOT CIIEIYIOIIUM 00pa3oM, HallpuMep:

Ipunoowcenue: Ha 3 1. 6 1 9K3. MOALKO 6 nepawill aopec.

Ha mpunoxeHusx K TpaBWiiaM, WHCTPYKIHSM, MOJIOKEHHSM, IIaHaM, MPOTpamMMam,
JIOTOBOpaM U APYTUM JOKYMEHTaM OTMETKa O TMPWJIOKEHUH MPOCTABISIETCS Ha MEPBOM JIHCTE
MPUJIOKEHUS B IPABOM BEPXHEM YTITy.

Ecin mpunoxkenue onHo, OHO He HyMepyercs. EcnM IpHUIIOKEHUH HECKOJIBKO, OHHU
HyMepyloTcs (MpuiiokeHue 1, mpuioxenue 2).

B Tekcrte nmokymMeHTa MpH TEPBOM YIOMUHAHUHM JOKYMEHTA-TIPUIIOKEHHS B CKOOKax
yKa3bIBaeTCs: ... (MpWIOKEHWE) WiIH ... (MpWwiokeHue 1); mepen HOMEpPOM MPHIOKEHUS
JIOITyCKAETCsl CTaBUTh 3HAK HOMepa: ... (mpuioxkenue N 2);

B oTmeTKe 0 npuiokeHuu yKa3blBaeTcsi HAMMEHOBAaHUE BUa OCHOBHOTO JIOKYMEHTA, €ro
JaTa U HOMep, HarpuMep:

Ipunoscenue N° 2 k npuxazy MBOY [llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnmu mpunokeHneM K JOKYMEHTY (Hampumep, K MpUKa3y) SBISIETCS YTBEP:KIaeMbId
JOKYMEHT, (IOJIOKEHHE, MpaBUiia, WHCTPYKLHS, PETIaMEHT U JIp.) B BEPXHEM IPaBOM YIiIy
MPOCTABIISIETCS OTMETKA O IPHIIOKEHUH, HIDKE — TPpU( yTBEPIKICHUS, HATIPUMED:
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Ilpunoscenue
YTBEP)K/[EHO
npuxasom MBOY lxona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexBuznta «OTMETKA 0 IPUIIOKEHUNY JOJDKEH COOTBETCTBOBATH
BUJY U pa3Mepy mpuQTa TeKCTa JOKYMEHTA.
24.  T'pud cornacoBaHus TIOKyMEHTa

I'pud cornmacoBaHus [OKyMEHTa HCIOJB3YeTCS MpPU COTJIACOBAHMU JIOKYMEHTa C
OpraHamMH BJAacTH, OpPraHU3ALUSAMH WJIH JOJDKHOCTHBIMH JimiamMu. OH COCTOMT M3 CJIOBa
«COTI'JTACOBAHO», m0omKHOCTH JIMIIa, KOTOPBIM  COTJIaCOBaH JOKYMEHT (BKJIOYas
HAaNMEHOBAHMWE OPTaHU3aIMM), JUYHOM TOANUCH, pPACHIM(POBKH TMOANUCH (MHUIHMAJIOB,
(dhaMuUIIMK) ¥ 1aThl COTJIACOBAHUS.
IIpumep:
COIJIACOBAHO
Jupexmop MBOY [llkona Ne 1238
U U. Heanos
01.12.2019

I'pucd cormacoBanuss B 3aBUCHUMOCTH OT BHUJA JOKYMEHTa U OCOOCHHOCTEH ero
0hOpMIIEHUSI MOXKET TTPOCTABIISATHCS:
. Ha MEepPBOM JIUCTE JTOKYMEHTa (eClu JTOKYMEHT MUMEET TUTYJIbHBIN JIUCT, - HA TUTYJIbHOM
JHCTE) B JIEBOM BEPXHEM YIIIy Ha ypoBHE rpuda yTBEpKICHHS WM I0J HAaUMEHOBAaHHEM
JIOKyMEHTa OJIkKe K HIDKHEMY TI0JII0);
. Ha MOCJEHEM JINCTE JOKYMEHTA M10/] TEKCTOM;
. HA JIUCTE COTJIACOBAHMUS, SBJISIOIIEMCS] HEOTHEMIIEMOM YacThIO0 JOKYMEHTA.
Buemnee corimacoBaHue TakKe MOKET OBITh OCYIIECTBJIEHO APYTUM JIOKYMEHTOM - MHCBMOM,
MPOTOKOJIOM, ITPUKA30M.

IIpumep:
COI'JIACOBAHO npuxazom /]O2M om 01.07.2017 Ne 01-01/54
25. Bmusa
CornacoBanue IpoeKTa JTIOKYMEHTa oopmisiercs BU301.

Busa npocraBinsieTcss COOCTBEHHOPYYHO JIMIIOM, BU3UPYIOLUIUM JIOKYMEHT, M BKJIIOYaeT B ceOs
HalMEHOBAaHME JOJDKHOCTH BHM3HMPYIOLIET0, €ro JIMYHYK MOANHUCh, paciiupoBKY MOANUCH
(uHMLIKAMBL, (AMIIINIO) U J1ATY.

ITpumep:

3amecmumens oupekmopa

H.0. Damunusn

03.03.2020

JlomyckaeTcsi  MOJIMCTHOE  BHU3MPOBAaHUE  JOKYMEHTA M €ro  IPUIIOKEHHM.
IIppy HasmMuuMM 3aMedYaHWW, JONOJHEHUH K TPOEKTY JIOKYMEHTa BH3a JIONOJHSETCS
COOTBETCTBYIOIIUM YKa3aHHUEM.

Jljis TOKyMeHTa, MOAJIMHHUK KOTOPOTO OTIPABIISAIOT U3 HIKOJIbI, BU3bI MPOCTABIISAIOTCS HA
IK3EMILIIpax JOKYMEHTOB, IOMEIAEMBIX B JEJIO.

JUis  1OKyMeHTa, MOUIMHHUK KOTOPOTO OCTaeTcsl B IIKOJE, BU3bl COIJIACOBAHUS
IPOCTABISIOTCS Ha 00OpPOTE MOCIETHEro JIMCTa MOJJIMHHHUKA JOKYMEHTA WM Ha IOCIEeIHEM
JIUCTE JOKYMEHTA O]l TIOIHUCHIO.

26.  Iloanuce

[loanuck BKJIIOYAET: HAUMEHOBAHUE AOJKHOCTH JIMIA, MOANKCABLIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO  TOJMMCH;  paciiMpoBKY  MOANUCH  (MHUIMANBL,  (QaMuius):
ITpumep:

Hupexmop nuunas noonuce U.0. @amunus

Ecnu noxymeHT odopmiieH He Ha OnaHKe, B HAUMEHOBAaHUE JOJHKHOCTH BKJIOYAETCS
HaNMEHOBaHME 00111e00pa30BaTEeIbHON OpraHu3aluy (MOJHOE Ha3BaHHWE MIKOJbI). Jlomyckaercs
B pekBusnTe «[loAnuchk TOMKHOCTHOTO JIMIA» LEHTPUPOBATh HANMEHOBAHHUE JOJDKHOCTH JINLA,
MOJIMHUCABUIETO JOKYMEHT, OTHOCUTEJILHO camoi JUTMHHOMN CTPOKHU.
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[Tpu moxamucaHuu JOKYMEHTa HECKOJbKMMHM JOJKHOCTHBIMHU JIUIIAMH Pa3HBIX JTOJDKHOCTEH HMX
MOJAIKUCHU pacrojararoT OJHYy 0] APYrol B MOCIIEI0BATEIbLHOCTH, COOTBETCTBYIOLIEN HEepapXuu
3aHUMAaeMOU JOJKHOCTH.

IIpumep:

Jlupexmop nuunas noonucoe U.0.D.

3amecmumens oupexmopa nuunas noonuce U.0.D.

[Ipu moanmucaHuy JOKYMEHTa HECKOJBKUMH JIMIIAMU PABHBIX JOJDKHOCTEH MX IMOANUCU
pacrosararoT Ha OJJHOM ypOBHE.

B nokymeHTax, cOCTaBICHHBIX KOMHCCHEH, YKa3bIBaeTCsi CTAaTyC JHIIA B COCTaBe
KOMUCCHHU:

MIPOCTaBJICHUEM KOCOH 4YepThl Iepesl HauMEHOBaHHEM JOJDKHOCTHU (I00aBisATh Kakue- JMOo
IIPUCTABKN).

Ecnu nupextop uinm nHOE YIOJIHOMOYEHHOE HA MOJNUCAHKUE JOKYMEHTA JIULO BPEMEHHO
OTCYTCTBYET (OTIYCK, OO0JIe3Hb, KOMaHAMPOBKA) WM JOJDKHOCTb BaKaHTHA, TO JOKYMEHT
MOJIMUCHIBAET  COTPYAHUK, YIOJHOMOYEHHBI Ha TMOANHMCAHHE B  COOTBETCTBUU C
pacnopsSAUTENbHBIM ~ JOKYMEHTOM WM HAQJAEJNEHHBIH IMOJHOMOYMSIMM, YCTAHOBJIEHHBIMU
npuka3zoM mkonsl unu yupeaurens (JJOrM), ¢ ykazaHuem cBOEH JTOJDKHOCTU M MOJIHOMOYHS,
HanpuMep:
3amecmumens oupexmopa noonuco U.0. @amunus
WIIH:

Hcnonusarowuii ooazannocmu oupexmopa noonuce U.0. @amunus
WIH
u.0. oupexmopa noonucv U.0. @amunus

PexBusut «lloanuchk NOMHKHOCTHOrO JIMIA» MOKET ObITh O(OPMIIEH COOCTBEHHOPYYHO
aBTOPOM JIOKyMEHTa (Hampumep, MpPU HAMKMCAHUU CIY)KeOHOW 3amucku 0e3 NpUMEHEHHS
TEXHUUYECKUX CpEACTB) JUOO OQOpPMIIEH C UCIHOJIb30BAaHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmienus pexBusuta «lloamnuck TOMKHOCTHOTO JIMIA» C UCIONIb30BAHHEM
TEXHUUYECKHUX CPEACTB BHJ U pa3Mep MpU@Ta YKa3aHHOIO PEKBU3UTA HE MOXKET OTJINYAThCS OT
BUJA u pa3mMepa mpudra OCHOBHOTO TeKcTa JIOKYMEHTA.

PexBusut «lloanuck AOMKHOCTHOIO JIMIIA» OTAENSETCS OT TEKCTa TPEMS WIIM YEThIPbMsI
OJIMHAPHBIMU MEXTYCTPOUHBIMH UHTEPBAIAMHU.

27.  lleuath

[leyaty siBHsieTCSl CMOCOOOM TOITBEPKAEHUS TMOMIUHHOCTA MOJMUCH JOKHOCTHOTO
auna Ha JokyMmeHTte. [lewaTh cTaBUTCS Ha JOKyMEHTaX B Cly4asX, HpPeIyCMOTPEHHBIX
3aKOHOJATEITbHBIMU WIH WHBIMH HOPMAaTHUBHBIMH MIPABOBBIMU aKTaMHU.
[leyatp cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, IPU 3TOM OTTHCK ME€4YaTH HE 3aXBaThIBAET
JMYHOW MOJMMCHU JIOJDKHOCTHOTO JIMIIA MOJAMUCABIIEr0 JOKYMEHT, WM B MecTe, 0003HaU€HHOM
«MID» («Mecto nedatn»).

B moxymeHTax, mOJArOTOBICHHBIX Ha OCHOBE YHHU(MHUIIMPOBAHHBIX (HOPM, MeYaTh CTABUTCS
B MecTe, 0003HaYeHHOM OTMeTKOU «MII» minu naeiM 06pazom.

28. OTmeTKa 00 UCTIOTHUTEE

OtMmeTrka 00 ucmoiaHUTENE (aBTOpPE) JOKYMEHTAa MPOCTABISACTCS HA MUChMax IIKOJIBI B
JIEBOM HIDKHEM YTITY JIUIIEBOW CTOPOHBI MOCIEAHETO JINCTA JOKYMEHTA OT TPAHUIIbI JIEBOTO OIS
WIM, TpU  OTCYTCTBUM  MecTa, - Ha  OOOpPOTHOM  CTOpOHE BHM3y  Cli€Ba.
OtmeTKa BKIIOYAET (paMIIIAIO, UMS, OTYECTBO UCTIOTHUTENS M HOMEp ero tenedoHa, a TakkKe
OTMETKa 00 MCHOJHUTENE MOXKET JOMOJHATHCS HAUMEHOBAHHUEM JOJIKHOCTH U AJIEKTPOHHBIM
aJpecOM HCIIOJIHUTEIS.

ITpumep:

Usarnos Hsan Heanosuu, cneyuanucm no oxpare mpyoa
(888) 888-88-88, Ivanov@mail.ru

29. OTMeTKa 0 3aBEpEHUH KOTUHU

Jlis TOATBEP)KIEHUS COOTBETCTBUS KOMHM (BBIMUCKU U3 JIOKYMEHTA) IOUIMHHUKY
JIOKYMEHTA Ha MOCJIeTHEM JINCTE KOMHH (BBIMUCKHU U3 TOKYMEHTA) 101 pekBU3UTOM «lloamuchy

19



oopmisiercs pekBU3UT «OTMETKA O 3aBEPEHUH KOITUMY.

OTmeTKa 0 3aBEpEeHMM KONMM BKJIOYAET: cloBO «BepHO», HaMMEHOBaHUE IOJKHOCTH
JIMIIA, 3aBEPHUBILEr0 KO0, COOCTBEHHOPYUYHYIO MOANNUCH, PACIIU(POBKY MOANUCH (MHULUAIIBI,
(damunmio), AaTy 3aBepeHHs KOMUU JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBEpeHMM KOMMHM» MOXKET ObITh O(OpMIIEHA OT PYKH WIH C
MCIIOJIb30BaHUEM ILITAMIIA.

JlonmyckaeTcst 3aBepsATh KaKbli JIUCT MHOTOCTPAaHUYHOM KOIIMM JJOKYMEHTA.
30.  OrMmerka 0 MOCTYIICHUH JOKYMEHTA

OTMeTKa 0 MOCTYIUIEHUMHM JOKYMEHTa COACPKHT BXOJSIIMNA PErMCTPAllMOHHBIN HOMEp U
JlaTy NOCTYIUIEHUsI JOKyMeHTa. Jlonmyckaercs yka3aHWe 4acOB U MUHYT IIOCTYIUIEHUS JOKYMEHTA
C 3aBepeHHEM MOJIUCIMU 3aUHTEPECOBAHHBIX JIMILI.

OTMmeTKa 0 NOCTYIUIEHUHU JOKYMEHTA MOXKET IIPOCTABIATHCS C UCIIOJIB30BAHUEM IITAMIIA.
31.  Pesomonus

Pesomonnst cofepKUT yKa3aHHWE TO HUCIONHEHHIO JokyMeHTa. OHa odopmisiercs Ha
CcBOOOJTHOM MecTe pabovero MmoJisi J0KyMEHTa.

Pesomonnst Bkimowaer B ceds: paMmimio, WHUIMAIBI UCTIONHUTENS (MCIIOIHUTENEH),
HOpYYEeHHE MO JIOKYMEHTY, MOAMMCH aBTOpa PE30JIIOLMU U AaTy O(GOPMIIEHUS DPE3OJIIOLMH.

Pe3omtonus, o yCMOTpPEHMIO JIMIIA, JAIOIIETO0 MOPYYEHHE, MOXKET BKJIHOYATh B CeOs
TaKXe CPOK UCIIOJHEHUS JOKYMEHTA.
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