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HNucTpykumst
10 JeJIONPOU3BOJACTBY
B MOY «COMHI IToceabs»

1. O6mue nonoxkeHust

1.1. Hacrosimas MHCTpyKIus 1Mo JeJIOMPOM3BOACTBY B IIKOJIE pa3pabOoTaHa B COOTBETCTBUH C
denepanbHBIM 3aKOHOM 0T 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoii @eneparun" ¢
uzMeHenusimu ot 24 wmaprta 2021 roma, I'OCT P 7.0.97-2016 «Cucrema cTaHmapToB MO
uHpopManuy, OMOIMOTEYHOMY U HU3JATENbCKOMY neny, «OpraHu3aluOHHO-PACIIOPSIUTEIbHAS
nokyMmeHTanus.  TpeOoBanus K  OQOpPMJIICHHIO  JIOKyMEHTOB», a  TakKke  YCTaBOM
00111e00pa30BaTENbHON OpraHU3aluy U APYTUMH HOPMAaTUBHBIMU IPAaBOBBIMHU akTamu Poccuiickoit
®denepanyy, peraiaMeHTHPYIOIUMU IESITeNTbHOCTh 0011e00pa30BaTeIbHBIX OpraHU3aIuil.

1.2. Jlannass MHCTpyKIMs 1O JEIOMPOM3BOJACTBY B Imkose (gaiee - WHCTpyknus) oOo3Ha4aer
MpaBWiia TOJITOTOBKA M O(OpMIIEHUS JTOKYMEHTOB B 0O0IIe00pa30BaTeIbHONW OpraHU3aIui,
ompeensieT CTaHaapThl 0QOPMIICHHUSI PEKBU3UTOB, OJIAHKOB JOKYMEHTOB, COCTABIICHUS TIPUKA30B,
MOJIOKEHUN MHCTPYKIUH, a TaKkKe periaMeHTHpyeT (GopMupoBaHHUE JIe]d U UX TEKylllee XpaHeHHeE,
MOATOTOBKY JOKYMEHTOB M JeJ K Tepeaade Ha apXUBHOE XpaHEHHE B 00I1e00pa3zoBaTeIbHOM
OpraHu3aIiHy.

1.3. MHCTpYyKIIMA TIO AEJIONPOU3BOJICTBY pa3paboTaHa B LEJAX YCTAHOBJICHHS €IUHBIX TPeOOBAHMI
K TIOJITOTOBKE, O0pa0OTKe, XpaHEHHI0 M WCIHOIb30BAHUIO OOPa3yIOUMXCSd B JAESITEIbHOCTH
0011e00pa3oBaTeIbHON OpraHU3alUK W TOCTYMHAIOMMX B IIKOJY JIOKYMEHTOB, a TakKke
COBEpIICHCTBOBAHUS W TOBBIIIEHU 3()(HEKTUBHOCTH NEJIOMPOU3BOJICTBA 00IIE00pa30BaTEIHHOM
OpraHu3aIuu.

1.4. Tlonoxenuss MHCTpYKIMM pacHpOCTPAHAIOTCS Ha OpPraHHU3alUi0 PadOThl C JTOKYMEHTaMU
HE3aBUCUMO OT BHUJA HOCUTENS, B TOM 4YHCJIE C OJJICKTPOHHBIMH JIOKYMEHTAaMH, BKIIOYAs
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMU C
MTOMOIIBbI0 MH(POPMAITHOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuioo, METOAUYECKOE PYKOBOJICTBO, COBEPIIEHCTBOBAHHME JEIONPOU3BOJCTBA U
KOHTPOJIb 32 COOJIO/ICHUEM HacTosmell MHCTPYKIIMK B MIKOJE OCYIIECTBIISET OTBETCTBEHHBIN 3a
BEJICHHE JIEJIOMPOU3BO/ICTBA.



1.6. IlpaBa u o0Os3aHHOCTH pPaOOTHUKOB, OCYIIECTBISIIOIIMX pPAabOTy C JOKyYMEHTaMH B
CTPYKTYpHBIX  TOJpa3JelieHusIXx  o0I1eo0pa3oBaTeIbHOW  OpraHM3allid,  yCTAHABJIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKIUSMU WM IPUKA30M JUPEKTOPA.

1.7. Cenenus, coxepkaliuecss B JOKyMEHTaX, MOTYT OBITh HCIOJB30BAHBI TOJIBKO B PabOUYMX
LEesIX B COOTBETCTBHM C MOJHOMOYMSIMH COTpPYIHHUKA, paboTaoliero ¢ JokymMeHtamu. Pabora c
JOKYMEHTAaMH BHE MOMEIIEHUI IIKOJIBI He jaomyckaercs. [Ipu yTpaTe HOKYMEHTOB HpPOBOJUTCS
CiTyeOHasi TpoBepKa.

1.8. Ilpu yxonme B OTHyCK, mepeBoje (MepeMEeNIeHnH) Mo padoTe WKW B cllydyae YBOJbHEHUS
COTPYOHUK o00s3aH TIepenaTh BCE HAXOASIIMECSs Yy HEro JOKYMEHTbl HHOMY COTPYAHHKY,
OTpeIeIEHHOMY B COOTBETCTBHH C YKa3aHHWEM HEMOCPEICTBEHHOI'O PYKOBOJIUTEISI YBOJIbHSEMOTO,
YXOJISIIET0 B OTITYCK WIJIH MEPEBOIAIIETOCS (TIEPEeMEeIaeMoro) mo padboTe COTpyIHUKA.

1.9. UncTpyKkuus obs3arenbHa i COOII0eHUS] BCeMU PaOOTHUKAMU IIKOJIbI. BHOBB PUHSTHIE Ha
paboTy COTPYIHHUKH, B JOJKHOCTHBIE O0S3aHHOCTH KOTOPBIX BXOAHUT BEJEHUE TOKYMEHTAIlUH, B
TeueHue TpEX pabounx IHEH co THA M3/aHMs MPUKa3a O Ha3HAUYECHUH HA JOJDKHOCTB JOJDKHBI OBITh
O03HAKOMIJIEHBI C HacToAer MHCTpyKnet moa moAnuch.

2. [IpaBu/1a NOATOTOBKH M 0()OPMJIEHHUS TOKYMEHTOB

2.1. B fedTenpHOCTH WIKOJIBI CO3/1Aa€TC KOMIUIEKC OpraHM3allMOHHO pPacHopsaUTENIbHBIX
JIOKYMEHTOB: MPHUKA3bl, MOJIOKEHUS, MPaBUia, HHCTPYKIUHU, PETJIaMEHThI; MPOTOKOJIBI 3aceAaHun
(COBGH_IaTeJIBHBIX, KOOpAWHAIIMOHHBIX, OJSKCHCPTHBIX W APp. OpI‘aHOB), AdKTbhl, AHAJIUTHYCCKHC
CIPaBKH, JOKJIAJHbIE U CIy)KeOHBbIE 3alMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AeN0Bas
(cmyxeOHasi) mepemwcka M Jp. COCTaBISIOTCA W OQOPMISIOTCS CIEIHajbHbIE JTOKYMEHTHI,
CBSA3aHHBIE C  IUIAHMPOBAaHHMEM  O0pa3oBaTeNbHONW  JEATENIbHOCTM U OCYIIECTBIIEHHEM
XO3SMCTBEHHBIX MEPONPUSATHIA, BEACHHEM Y4eOHO-TIEarorMyeckoro yd4era, OpraHu3aluen
JIEIOMPOU3BOJICTBA 00111€00pa30BaTEIbHON OpraHu3aluu, 00ecredeHrneM OyXraaTepcKoro y4yeTa.
2.2. JIOKYMEHTBI MOTYT CO3]1aBaThCsi Ha OYMa)XHOM HOCHTEIC W B DJIGKTPOHHOH Qopme ¢
COOJIIOZICHHEM YCTAaHOBIIEHHBIX MpaBUI OPOpPMIICHHS JTOKYMEHTOB. [Ipu cozmaHum JOKyMeHTa Ha
IBYX U O0Jiee CTpPaHHUIIAX BTOPYIO U TOCIEIYIOIINE CTPAHUIIBI HYyMEPYIOT.

2.3. Homepa cTpaHHI] MPOCTABISAIOTCS MOCEPEINHE BEPXHETO MOJs JOKYMEHTa Ha PAacCTOSIHHH He
Menee 10 MM OT BepxHero kpas Jjucta. Jlomyckaercs co3JaHue JTOKYMEHTOB Ha JIUIEBOM U
000pOTHOM CTOPOHAX JIUCTA.

2.4. IIpu AByCTOPOHHEM CO3[aHUU JTOKYMEHTOB ILIMPHHA JIEBOIO MOJIS Ha JUIEBOW CTOPOHE JIHMCTa
Y TIPaBOTo MOJIsl HA 000POTHOM CTOPOHE JIUCTA JOJKHBI OBITH PABHBI.

3. PexkBH3UTHI IOKYMEHTOB
3.1. Jlns peKBU3UTOB [OKYMEHTOB, CO3/aBacMbIX B 00II€00pa30BaTEIPHON OpraHU3AINH,
yCTaHaBIIMBAIOTCS MpaBuiia U TpedoBanus B coorsercTBuu ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEICIISIETCS €ro BUIOM U Ha3HAUYCHUEM.
3.3. Ilpu moarotoBke u OGOPMICHHH [OKYMEHTOB B IIKOJIE HCIOJB3YIOTCSA CIEIYIOIINe
PEKBH3UTEHI:

e Ko GopMBI JOKYMEHTA;

e HAUMMEHOBAHME LIKOJIBI;

e CIPaBOYHBIC JAHHBIE O IIKOJIE;

e HAaMMEHOBAHME BUJIA IOKYMEHTA;

e JaTa JOKYMEHTa;

e PErUCTPALMOHHBIA HOMEP JOKYMEHTA;

e CCBUIKA HA PETUCTPAIMOHHBII HOMED U JaTy NOKYMEHTA,

e MECTO COCTaBJICHUS (M3JaHUs) JOKYMEHTA,

e ajpecart;

e rpud yTBEpXKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;



° OTMCTKA O HpI/IJ'IO)KeHI/II/I;

e Tpu( cormacoBaHus JOKYMEHTA,

e BH3a,

e TIIOJIUCH;

e OTMETKA 00 3JICKTPOHHOMU IOJIITHCH;
e IICYATh;

e OTMETKa 00 UCIIOJHUTEIE;

e OTMETKA O 3aBEPEHUM KOIIUU;

e OTMETKA O MOCTYIJICHUH IOKYMEHTA;
e PE30IIOIHS.

4. B1aHKH T0KYMEHTOB
4.1. lIokyMeHTBI, cO3/1aBaeMbIe B 00111e00pa30BaTeIbHON OpraHu3aIui, opopMIIsIoTCS Ha OJlaHKax,
M3rOTOBJICHHBIX HA CTAHAAPTHBIX JIUCTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenpHBICE BHIBI JOKYMEHTOB (TaOJHUIIBI, CXEMBI, CMETBhI) JOMyCKaeTcs OQOpMIATh C
ucnonb3oBanueM ¢opmata A3 (420x297mm). JIOKyMEHTBI, COCTaBJISIOIINE BHYTPEHHIOIO
nepenucky, ohoOpMIISIOTCS Ha CTaHIAPTHBIX JucTax Oymaru dopmata A4 (210x297 mm) 6e3
HCII0JIb30BaHUs OJIaHKOB.
4.2. Kaxnaplii TUCT JOKyMEeHTa, OpOpMJICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKeH MMETh IO He
MEHee:

e 20 MM - JIeBOE;

e 10 mm - paBoe;

e 20 MM - BepXxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHTBl IIUTeNbHBIX (cBbIme 10 JeT) CpOKOB XpaHEHUS TOJKHBI UMETh JIEBOE MOJIe He
MmeHee 30 mm.
4.4. Bunpl 61aHKOB TOKYMEHTOB, TPUMEHSIEMBIX B IIKOJIE:

e 00mMH OJIAHK;

e 0JaHK IMMCHMA;

e ONaHK KOHKPETHOTO BHIAa JOKyMeHTa (OJIaHK TpuKaza, OJNAaHK pacIOpsHKeHUs, OJaHK

MPOTOKOJIA H JIp.)

4.5. OOpa3upl pa3paOOTaHHBIX M TMPUMEHSEMBIX B IIKOJE OJIAHKOB TMOJJICKAT BKIIOUCHHIO B
WHCTPYKIIUIO IO JIEJIONPOU3BOJICTBY 00111€00pa30BaTeIbHON OpraHU3aIlii B KAUeCTBE MPHUIOKEHUN
(npunoxenue 3 Ha 3 ucTax).

5. Ilpuka3sbl

5.1. TlpukazamMu OQOPMIISIOTCS pELIEeHUs IO ONEPaTHUBHBIM, OPraHU3AIMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (TpUiIOKEeHHE 2 Ha 9 TMCTaxX) U IPYrUM BOIIpOcaM pabOThI IIKOJIBI.

5.2. IlpoexTel MNpUKa30B TOTOBAT OTBETCTBEHHBIE MCIIOJIHUTEIN HAa OCHOBAaHUU IOPYYECHUN
TUpPEKTOpa, ero 3aMmectutesel. [IpoekThl MpUKa30B MO JIUYHOMY COCTABY TOTOBHUT CIELUATIHUCT IO
KaJpam.

5.3. B mpukasax TeKCT u3jaraercsi ot nepBoro Jjuia enuHcTBeHHOro uncia («I[IPUKA3BIBAIOy).
5.4. TekcT mpuka3za MOXKET COCTOATh M3 JIBYX YacTeil: KOHCTaTtupyromen (mpeaMOynbl) U
pacnopsaIUTEIbHOM.

5.5. B KoHcTaTHpyOmell YacTH KpaTKO H3JIAraloTcs Ienu M 3a1aud, (akTel U COOBITHA,
MOCTYKUBIIKME OCHOBAaHUEM JUIsl MU3JaHus MpuKkaza. OHa MOXET HauMHAThCA ciaoBamu "B memsax",
"B coorBerctBuun", "Bo ucnonnenue", u 1.n. Ecim npukas uzgaercs Ha OCHOBAHMM JAPYTrOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEH YacTH yKa3bIBaeTCsl HANMEHOBAaHUE 3TOr0 JOKYMEHTa, ero JaTta,
HOMeEp U 3aroyioBok. [IpeamOyna B nmpoekrax npuka3oB 3aBepuaetcs ciioBoM «[IPUKA3BIBAIO»,
KOTOpOE IeyaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsiiurenbHasi yacTh JOJDKHA COJEP)KATh NEPEUUCIIEHHUE IMPENNNChIBAEMbIX JEHCTBUH €
yKa3aHWEM HCIOJHUTENS Ka)XJ0ro JAEWCTBUS M, IPU HEOOXOIWMOCTH, CPOKOB HCIIOJIHEHHUS.



PacniopsiutenbHast 4yacTh NEIUTCS HA MYHKTHI M MOJIIMYHKTBI, KOTOpble HYMEPYIOTCS apaOCKUMU
udpamu. [IeicTBUS OJHOPOIHOTO XapakTepa MOTYT OBITh IEPEUUCIICHBI B OJHOM ITyHKTE.

5.7. B kadecTBe WCHOJHHUTEICH YKa3bIBAIOTCA 3aMECTUTEIH JUPEKTOpa, Mpeacenaresid WiIu
PYKOBOIUTENIHN pabounx rpymil (KOMUCCHH).

5.8. Ecnu npuka3 u3MeHseT panee n3JaHHbIA JOKYMEHT (IIYHKThI JIOKYMEHTa), TO OAUH U3 IIYHKTOB
pacropsiANTENILHON YaCTU TEKCTa JI0JHKEH COIEPKATh CChUIKY Ha U3MEHSEMbIN JTOKYMEHT (ITyHKTHI
JIOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpPa U 3arojioBKa.

5.9. Ecin npuka3 OoTMEHseT ACHCTBHE paHee W3JJaHHOIO JIOKYMEHTa (IIyHKTOB JIOKYMEHTa) C
ONPENIETIEHHON 1aThl, TO OAUH U3 IIYHKTOB PacCIOPSAUTENIbHON YAaCTHU TEKCTA JIOJKEH HAUYWHATHCS
cinoBaMu "[Ipu3HaTh yTpaTUBIIMM CHIy...", Jajee yKa3bIBaThCs /1aTa, HOMEP U 3aroJIOBOK paHee
W3JIaHHOTO JIOKyMEeHTa (IyHKTa JOKYMEHTa), a TaKXe J1aTa, ¢ KOTOPOM OTMEHSIETCs ero JIeUCTBUE.
Ecnu nata He yka3aHa, TO J€MCTBHE paHee W3AAHHOTO JOKYMEHTa (IMYHKTHI JOKYMEHTA)
OTMEHSIETCS C AaThl M3/1aHUS HOBOT'O MPHKa3a.

5.10. Ecniu npukas OTMEHSET paHee U3JaHHbIN JOKYMEHT C MOMEHTA U3JJaHus, TO OJUH U3 IyHKTOB
paclopsIUTEIbHOM YacTH TEKCTa JTOJDKEH HAYyMHATHCS cloBaMH "OTMEHMTh..." W YKa3bIBaThCS
JaTa, HOMEP M 3aroJOBOK paHee U3/IaHHOTO JOKYMEHTA.

5.11. Ecnu mpukas mpeanosiaraeTcsi BBECTH B EHCTBUE HE ¢ MOMEHTA €ro M3/aHusi, HEOOXOAMMO
yKa3aTb CPOK BBEJEHHsA ero B Jencteue. [locinenHuil MyHKT pacHopsiAUTENIBHONM YacTH MOKET
COJIepKaTh CBEJICHHS O JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JaraeTcsi KOHTPOJb 3a UCIOJHEHHEM
IIpHUKa3a.

5.13. TIpukasbl MOAMUCHIBAIOTCS TOJBKO TUPEKTOPOM OOIIe00pa3oBaTeNbHOM OpraHU3aliK HIN
PabOTHUKOM, UCTIOJIHAIOIINUM €ro 0053aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O0OECIeUYeHHNEe CBOEBPEMEHHONW M Ka4eCTBEHHON MOJTOTOBKH MPOEKTOB
MPUKA30B M MX COIJIACOBAHME C 3aWHTEPECOBAHHBIMH PAOOTHHKAMU W OpraHU3AIMsIMH HECYT
aBTOPBI IPOEKTA MPUKA3a.

5.15. PeructpanyoHHble HOMEpa NPUCBAMBAIOTCS IPHKa3aM IO MOPSAIKY HOMEPOB B Ipeleiax
KaJICH/IApHOT0 Tofa.

5.16. Jlata peructpanuu mpukKasa siBJIseTCsl JaTOW €ro MOMUCaAHUS.

6. IlpaBuna, no0xKeHUsl, THCTPYKUHMH

6.1. IlpaBuna — HOPMATHUBHBIN aKT, ONMPEAEISIONINI MOPATOK KaKOro-I1M00 BHUIA NEATEIHHOCTH,
YCTaHABJIMBAOIIMN WIN 3alTPEIAOIINI ONPEICIICHHOE TOBEACHHE.

6.2. ITonoxeHne — HOPMATUBHBIN aKT, I€TAIILHO PErNIAMEHTUPYIOUIUI MPABOBOM CTATYC, MOPSIIOK
OpraHU3aIuHu U MPOIEAYPY KaKOro-TH00 BHUIA IEATSIbHOCTH.

6.3. MHCTpyKUMsT — HOPMAaTUBHBIM aKT, M3JaBa€Mbli B LENAX Pa3bsICHEHUS M OIpPEICICHUS
MOPsIIKa PUMEHEHUSI COOTBETCTBYIOIIETO HOPMATUBHOTO aKTa JIMOO C IEJIbI0 YKa3aHUsS HOPM O
croco6ax BBIMOJIHEHHSI ONPEIEICHHBIX Onepanuil (IeHCTBHI).

6.4. TlpaBuia, TOJIOKEHUS, UHCTPYKIIMA TMTPUHUMAIOTCS (B 3aBUCHMOCTH OT BHA JIOKYMEHTAa) Ha
VYnopapnsoomeM coBeTe, 3acenaHusx [Ipodcoro3HOro KOMHTETa WIKOJIBI M YTBEPKIAIOTCS
JTUPEKTOPOM.

6.5. Tlopsimok MOATOTOBKH MPOEKTOB MPABUJ, MOJOXKEHHS, HHCTPYKIIMA COOTBETCTBYET OOIIEMY
MOPSIIKY MOATOTOBKH IMPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHu3aIliy.

6.6. TekcT mpoekTa MOJIOKEHHUs, MPAaBWJI, MHCTPYKIMH Ie€YaTaeTcsl Ha YHUCTOM JIHCTEe Oymaru
dbopmata A4.

6.7. OTIIMYUTEIBbHBIMU XaPAKTEPUCTUKAMU TEKCTOB MTPABUJI, MOJOKEHUSI, HHCTPYKLIUH SIBISIOTCS:

e TOYHOCTHb MPHUMEHSIEMBIX (OPMYIUPOBOK 0€3 HCIIOIB30BAHUS CJIOB M MOHATHHA, HMEIOMIUX
MHO>KECTBEHHBIN CMBICI;

e HCIOJb30BAaHHE KOPOTKUX MPEIJIONKCHUH, OOIIECTPUHATHIX BBIPAKEHUNW M CBI30K, MPH
HEOOXOJIMMOCTH - TIPEJIBAPUTEIILHOE OINpeIeNiCHNE HCTOIb3yeMbIX MOHSATHH, COKpAICHHIA,
abOpeBHaTyp;

e ONHCAaHHE BCEX BO3MOXKHBIX BAapPHAHTOB COOBITUH M COOTBETCTBYIOIIMX WM BapUaHTOB
JEUCTBUM, T.€. TIOJHOTA MPEJCTABICHUS HHOPMAITUH;



e CTPYKTYPHPOBAHHOCTh TEKCTa C IEIBI0 JOCTHIKCHHS HAWIYYIIeH ITOCIIeI0OBATSIIEHOCTH
W3TI0KEHUS MaTepuaa;
e MHHHMH3AIM TEKCTa C MOMOIIBIO MPUMEHEHHUS 00001eHui (0030pOB MpEearonaraeMpix
JEUCTBUI) U TPUMEHEHUE NIepeUHCIIeHui (3a/1a4, 3TaroB, YCJIOBUN U T.1.).
6.8. B 3aBUCHMOCTH OT CJIO)KHOCTH M 00beMa pa3padaTbiBa€MbIX MPaBUII, [TOJIOKEHUS, HHCTPYKLIUU
- TEKCT JOKYMEHTA JEJIUTCSA Ha TJaBbl, MyHKTHl M MOAMYHKTHL. [J1aBbl JOMKHBI UMETh HAa3BaHUS.
Hywmepamus nmpousBoautcs apabckumu mudpamu.

7. IlpoTokoJ 3aceqaHus (COBEIIAHMS)

7.1. IIpoTokol — JOKYMEHT, B KOTOPOM (PUKCHUPYETCS XOJ OOCYKICHHS BOIPOCOB U MPUHATHS
peleHni Ha coOpaHMsIX, COBEIAHUX, KOH(EPEHLUAX U 3aCelaHUAX KOJIIETHAIbHBIX OPTaHOB.

7.2. Tlporokon 3acenaHus (COBEIIaHHs) - (ajnee - MPOTOKOJ) OQOpMIISiETCS Ha YHUCTOM JIUCTE
oymaru popmata A4.

7.3. PexBU3UT - "TekcT foKyMeHTa". PEKBU3UT COCTOUT U3 JBYX YacTei: BBOJHON U OCHOBHOM.

7.4. Bo BBOJIHOM  YaCTHM  YKa3bIBAIOTCA  HWHUIMAJIBI, bamMmiun W JTOJDKHOCTH
MpeCeIaTeNbCTBYIOIIET0, CEKPeTapsi, MPUCYTCTBOBABIIMX HA 3aCEIaHUU U, MPH HEOOXOIUMOCTH,
JIMLL, IPUTTIAIIEHHBIX Ha 3ace/laHue (COBEIIaHue).

7.5. BBojgHas 4YacTh NPOTOKOJA 3aKaHUYMBAETCA IEPEYHEM PACCMATPUBAEMBIX BOIPOCOB,
NEPEeYUCICHHBIX B TOPSJKE MX 3HAYMMOCTH C YKa3aHHEM [JOKJIAJuuMKa IO KaxIOMy
paccmaTpuBaeMomy Bompocy. Bompockr popmynupytores ¢ mpemiorom "O" ("O06"), meuaratores oT
I'PaHULIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LU (PaMH.

7.6. OcHOBHas 4acThb INPOTOKOJIA COCTOUT M3 Pa3/esioB, COOTBETCTBYIOIIMX pPaccMaTPUBAEMBIM
BOINPOCAM M UX HyMepaluu.

7.77. TexcT NPOTOKOJIA HW3JIArae€Tcs OT TPEThEro JIMIIA MHOXECTBEHHOro umcia ("cmymranu",
"BpicTynuin", "mocranoBunu", "pemmnu").

7.8. IIpoTOKOI MOANKMCHIBAETCS JIMILIOM, MPECENATEIbCTBOBABIINM Ha 3aceaHUM (COBEILAHUM), U
ceKpeTapéM 3aceiaHus (COBEILaHMs).

7.9. Tlpu OTCYTCTBHM CEKpeTapsi 3aceJaHus, B TOM YHCJIE€ NpPU TPOBEICHUH OIEPATHBHBIX
COBEUIAHUH, TOMYCKAETCs MOAMMCAaHUE TPOTOKOIA TOJIBKO MPECeIaTeIbCTBYIOLINM.

7.10. Tekct mpoToKoJyia JOJKEH ObITh MOJATOTOBJIEH HE IMO3[HEE TPEeX AHEH co JHS 3aceqaHusl.
IIpoekTbl  COOTBETCTBYIOIIMX MYHKTOB MPOTOKOJA BU3UPYIOTCS  JOJDKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 TIOJIT OTOBKY.

7.11. JlaTa mpoTOKOIIa JOJKHA COOTBETCTBOBATH JHIO POBECHUS COBEIIAaHUS (3aCeIaHus).

7.12. Komuu mHpOTOKOJIOB PAacChUIAIOTCS 3aMHTEPECOBAHHBIM OpPraHU3alUsIM U JOJKHOCTHBIM
JUIIaM B COOTBETCTBUHM C YKa3aTelIeM pacChUIKHM, KOTOPBIH COCTaBIsIET CEKpeTaph 3aceJaHHs
(coBemanus).

8. Ilnan
8.1. Ilnan — AOKyMEHT, yCTaHaBIMBAIOIINI NIEpeUeHb HAMEUECHHBIX K BBIITOJIHEHUIO MEPOIPUSITHIA,
WX TIOCIIEIOBATEILHOCTH, 00HEM, CPOKH, OTBETCTBEHHBIX UCIIOTHUTEIICH.
8.2. Ilnman odopmisercs Ha nucte Oymaru Qopmata A4 ¢ HCIONB30BAHMEM CIEIYIOIIUX
PEKBU3HUTOB:

e HaMMEHOBAHUE IIKOJIbI;

e rpud yTBEpKICHUS JOKYMEHTA;

e JlaTa JOKYMEHTA;

e PErUCTPALMOHHBIA HOMEP JOKYMEHTA;

e HaNMEHOBaHUE BUJA JIOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e HAUMEHOBAHUE JJOJKHOCTH;

e  TOJIUCH.
8.3. PexBu3ut — "TekcT qokymeHTa" 0opMIISIETCSl B BUJIe TAOJIHIIBI C Tpadamu:



e HOMeEp IYHKTA IUIaHAa;

e HAaUMEHOBAaHUE MEPOIPUATHS;
e CpOK MCIIOJIHEHMS;

e  HCIIOJIHUTEIIb;

e IIpUMEYAHHE.

9. OT4er
9.1. OT4eT — AOKYMEHT, COJEPKALLUI CBEJIEHUS O PE3YyJIbTaTax AEATEIbHOCTH 3a ONPEAEICHHBIN
MEepUO]T BPEMEHH, BBITTOJTHEHUH MEPOTIPUITHI, TOPYUEHU, 3a]JaHH1, TUIAaHOB.
9.2. Oryersl, npeAoOCTaBIsieMble B OpraHbl I'OCYJapCTBEHHOW BIAacTU (B TOM 4YHUCIIE B OpraHbl
TrOCYyJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIME  YCTAHOBJIEHHYIO  IPaBOBBIMM  aKTaMHU
rOCYJapCTBEHHBIX OPraHoOB ()OPMY, CO3JAIOTCS IO YCTAHOBJIEHHOW IOCYIAapCTBEHHBIMU OpraHaMH
(dopme U B OIpeIeIEHHOM UMHU MOPSKE.
9.3. Otuéthl, mpeaocTaBiIsieMble COTPYAHUKAMU ILIKOJBl B XOJE€ BHYTPEHHEIO B3aMMOJCHCTBUSI,
CO3JIaI0TCH 110 MpaBUJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYyKEOHBIX 3aIIHCOK.
9.4. Otuerbl odopmisitoTcs Ha JucTe Oymaru ¢opmara A4 ¢ HCIONB30BAaHUEM CIEIYIOIIMX
PEKBU3UTOB:

e HAMMEHOBAHME LIKOJIBI;

e JlaTa IOKyMEHTa;

e PETUCTPALMOHHBIA HOMEP JOKYMEHTA;

e HAaMMEHOBAHHUE BHUJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUIOKEHUH (IIPU HATUYUN);

e HAMMEHOBAHUE JIOJKHOCTH;

e TIOJIHUCH.
9.5. B Tekcre oTuéra B 00s3aTE€IBHOM MOPSAIKE JODKHO COJAEPXKAaThbCsi YKa3 Ha JesTEeIbHOCTD,
MEpOIPHUATHE, BBIIAHHOE TOpPYYEHHE, 3a/JaHue, MYHKT IUIaHA, MOJAJIEXAllui BBINOJHEHUIO, U
pe3yiabTaT O BBIIOJHEHMHM, B TOM YHCIE C YyKa3aHMEM Ha COOJIIOJCHHE WIM HapylleHHue
WCIIOJIHUTENIbCKONW ~ AMCLUMILIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIOJHEHUS M  HaJylekallee
npefocTaBieHue  MHGOpMauuu, HEOOXOAMMBIX  MaTepHalioB  (NMPOEKTOB  JTOKYMEHTOB)
COUCIIOJIHUTENSIMH (IIPH yYaCTUU HECKOJIBKUX HCTIOTHUTENEH).

10. IInucsmo
10.1. TIucbma roToBsITCA Kak:

e OTBETHI O BHITIOJIHCHUH MOPYUYCHUN BBIIECTOSIIINX OPTaHOB UCIIOTHUTEIPHON BIIACTH;

e OTBETHI HA 3aMPOCHl OpraHU3AIMI, IPEANPUITHI U YACTHBIX JIUILL;

e HMHWIMATHBHBIC MHCHMA.

10.2. Cpoku NOArOTOBKM OTBETHBIX ITHCEM:

e ¢ KOHKPETHOW JaTOU MCIOJHEHNUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHUM C pE30JIIOIMEH AUPEKTOpa U €ro 3aMecTUTENed Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB HCIOJHEHHsI MOPYYEHH, 3alpOCcOB WIM MO PEUICHHIO aBTOpa
PE30IIIOIHH.

10.3. TekcThl OTBETHBIX MHUCEM JOJIKHBI TOYHO COOTBETCTBOBATH 3aJaHUsIM, 3a(DUKCUPOBAHHBIM B
pe3omonnu. CpoKH MOATOTOBKM MHULMATUBHBIX MUCEM OINPEIEISIOTCS CAMOCTOSTEIBLHO aBTOPOM
MIPOEKTa MHUChMa ¢ y4ETOM HEOOXOIMMOCTH pElIeHHs] KOHKPETHBIX 3a/1a4 U (UJIM) B COOTBETCTBUHU C
TpeOOBaHUSMU 3aKOHOIATEIHCTBA, TOPYUECHUSIMHU HETIOCPEICTBEHHOTO PYKOBOAUTEIIS.
10.4. Tlucekma meuartaroTcs Ha OJaHKE MHEChMa 00IIEOO0pa30BATEIBLHON OPraHU3alUUA C YIJIOBBIM
PaCIONIOKEHUEM PEKBU3UTOB.
10.5. JIOMOMHUTENIBHO K pEKBU3WTAM OjaHKa mHUChMa MpU O(GOPMIICHHUH IHMCEM B IIIKOJIC
WCIIONB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecart;



e  3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPUJIOKECHUH,

e BU3A;

e TIOJIIHUCH.

e OTMETKa 00 UCIIOJHUTEIE.
10.6. Ilpu odopmiieHNM TMChMa Ha JIBYX W 00Jiee CTpaHUIIAX BTOPAsi M MOCICIYIOUTUE CTPAHUIIBI
HYMEPYIOTCSI IIOCEpEAMHE BEPXHETO MOJIs JTUCTa apabCKUMU LU paMu.
10.7. TIuchbma mOAMUCHIBACT TUPEKTOP WK PAOOTHUKH, YITOJITHOMOYCHHBIC TPUKA30M.
10.8. CnyxeOHble 3aTTUCKHU
10.9. B mensix oCymecTBIEHUsI B3aUMOJCHCTBUS MEXAY COTPYAHUKAMHM B paMKaX BHYTPEHHETO
JOKYMEHTO00O0pOTa B IIKOJIE MIPUMEHSIOTCS CITy»)eOHbIe 3anucKu. Ciy)keOHbIe 3alUCKH SBISIOTCS
CIPAaBOYHO-MH(POPMAIIMOHHBIMH  TOKYMEHTaMU. ABTOpaMH CIY>KE€OHBIX 3alHMCOK  SIBJISIOTCS
COTPYIHUKHU 00111€00pa30BaTeIbHOM OpraHu3alny.
10.10. CnyxebOHas 3amicka MOXKET COCTABISITHCS 1O YKa3aHUIO PYKOBOJICTBA WJIA TIO WHUIIUATHUBE
KOHKPETHOT'O COTPY/AHHUKA.
10.11. ITpu opopmiaeHun CiryKeOHOM 3aUCKU OPOPMIISIOTCS CICTYIOIINE PEKBU3UTHI:

e ajpecart;

e JaTa JOKYMEHTa;

e HAaMMEHOBAaHHWE BHJA JIOKyMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJTUYUH);

e HAaWMEHOBAaHHUE JIOJKHOCTH;

e TIOJIHUCH.
10.12. CnyxeOHble 3alIUCKU MOTYT CO3JaBaThCsi Ha OyMa)KHOM HOCUTENE U (WJIK) B AJIEKTPOHHON

dbopme.

11. JIoBepeHHocTh

11.1. JloBepeHHOCTh BBINAETCS COTPYIHHUKAM IIKOJBI W OQOpMIsieTCs IO IpaBujam,
YCTaHOBJICHHBIM HacTosimed MHcTpykinued s muceMm, ¢ yu€TroMm TpeOOBaHHM TI'pa)KIaHCKOTO
3akoHo aresbeTBa Poccniickoit denepaniv 1 HACTOSILETO pa3ea.

11.2. TIpoeKT [OOBEPEHHOCTH TMOATOTAaBIMBAETCS W BU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTHh Oy/AeT BBIJIaHA, IOCJIE Yero mnepenaéTcss B KaHICISPUIO I HANpaBJICHHUS Ha
MOJIHUCAHUE.

11.3. JloBEepeHHOCTh MOJIMUCHIBAETCA JTUPEKTOPOM WJIM JIMIOM, OCYIIECTBISIONIMM  €ro
MOJIHOMOYMS (MCTIONHSIIOIINM OO0S3aHHOCTH), W CKpEIUIIeTCs IMedyaThlo 001eo0pa3oBaTebHOM
OpraHu3aIuu.

12. ToroBopsbl, coriiameHusi, KOHTPAKThI

12.1. JloroBopsl, coriameHus, KOHTPaKThI (J1ajiee - JOroBOphI) MOATOTABINBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUAMU I'PAKIAHCKOTO, TPYIOBOT0, OFOHPKETHOTO M MHOTO 3aKOHOaTeNbcTBa Poccuiickoit
denepanuy, B 3aBHCUMOCTU OT PETYIMPYEMBIX JOIOBOPOM IPABOOTHOLICHUNA U 0053aTENbCTB
CTOPOH.

12.2. IlpoekT poroBopa IOAIOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YOPABISIIOMAM) € Y4€TOM HEOOXOJUMOCTH CBOECBPEMEHHOTO M KadeCTBEHHOTO OOecCIeueHus
WCIIOJIHEHUS CBOUX MTOJTHOMOUUH (00s13aHHOCTEH, (DYHKIMIA), TOTHOMOYHUH IIKOJIBI B LIEJIOM.

12.3. IIpoekT moroBopa TMOJArOTaBIWBACTCS OTBETCTBEHHBIM COTPYIHHUKOM (KOHTPAaKTHBIM
YIIPABIISIOLUIMM) COBMECTHO CO CIIEIHUATUCTOM, K (QYHKIUAM (IIOJTHOMOYHUSAM) KOTOPOI'O OTHOCUTCS
peuieHue BOIPOCOB, SBISAIOMIMXCS MPEAMETOM JIOIOBOpA, WIM UHBIM COTPYAHHMKOM IO NPSIMOMY
yKa3aHHUIO TUPEKTOpa 0011e00pa3oBaTeIbHON OpraHU3aIiH.



12.4. HeoOxoammasi 17151 MOATOTOBKH MPOEKTA I0TOBOpa HH(PpOpMAIHsi COOMpaeTCs OTBETCTBEHHBIM
TUIOM (KOHTPAKTHBIM YIPABISIONIUM) B TOPsAAKE pabodero B3auMMOACHCTBUS C YYETOM MpaBUI,
YCTaHOBJICHHBIX HacTosield MHCTpyKIuen.

13. IIpyHUMIBI OPraHU3ALMH A0KYMEHT0000pOTa

13.1. B A0KyMEHTOOOOpPOTE BBIACIAIOTCS CJCAYIONME JOKYMEHTOIOTOKU: TOCTYIAOIas
JOKyMEHTarus  (BXOAsIuas), OTHpaBiseMas JOKyMeHTanus  (UCXOAsiuas), BHYTPEHHSs
JIOKYMEHTAIHSI.

13.1. B cocraBe BXoAsed M HUCXOASIIEH JOKYMEHTAlMM MOTYT BBIAEIATHCA JOKYMEHTHI,
MOCTYNHUBIINE U3 BBIMIECTOSIINX, MOIPSAHBIX, MEAUIIMHCKUX U JIPYIrHMX OpPraHMU3allfii, OpraHoB
MECTHOTO CaMOYIIpaBJICHUs, 0OpaIlleHUs TPaXK/IaH.

13.3. OOpaimenus TpakIaH PETUCTPUPYIOTCS W (POPMHUPYIOTCS B Jeja OTIEIBHO OT JPYrux
JOKYMEHTOB 00111€00pa30BaTeIbHONW OPTaHU3AIIH.

13.4. B mikone goctaBka U OTIpaBKa JOKYMEHTOB OCYILECTBISIETCS CPEACTBAMH IMOYTOBOM CBSI3H,
ANEKTPOHHON CBSI3M, a TaKXKE MO CUCTEME JJIEKTPOHHOro JToKyMmMeHTooOoporta (mamee - COJ). C
MOMOIIBIO TOYTOBOM CBSA3M B 0OOIIE00pa30BaTEIbHYI0 OPTaHU3AIMIO JTOCTABIAETCS MHCbMEHHAS
KOPPECHOHICHIIMS B BUJE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MTOYTOBBIX KapTOUyeK, OaHaeposiel 1
MEJIKUX [aKeTOB, a TAK)KE MeYaTHbIC U3/IaHusl.

14. IlepBuuHasi 00padoTKa MOCTYNAKIIUX JOKYMEHTOB
14.1. JlokyMeHTbI, TMOCTyMHaroue B MIKOAY, NEPEAalOTCs Ha PETUCTPALUIO CEKpEeTapro
00111e00pa30BaTENbHOM OpraHU3alluy M MPOXOAAT MEPBUUYHYI0 0OpabOTKY B JI€Hb MOCTYIUICHUS,
IIpY NIOCTYIUIEHUH B Hepabouee BpeMs - Ha cienyromui padbounii aeHs. [Ipu nepBuyHoii 00padboTke
JOKYMEHTOB HpPOBEPSAETCS IMPABUIBHOCTb ajapecoBaHus. OMMOOYHO MOCTYMUBLIME JOKYMEHTHI
MEPECHUTIAIOTCS 110 MPUHAJIEAKHOCTH WM BO3BPAIIAOTCS OTIPABUTEIIIO.
14.2. lokymeHTsl, noctynusiune ¢ orMerkamu "Cpouno", "Bpyunts Hemennenno", "OnepatuBHo",
HEe3aMEeUIMTEIbHO MPOXOAAT MEPBUUHYI0 00pabOTKY M JTOKJIAaAbIBAIOTCA JUPEKTOPY WM B Cllydae
€ro OTCYTCTBUS — 3aMECTUTEIIIO AUPEKTOPA MO HAIPABJICHUIO JESITEIbHOCTH.
14.3. TlocTynuBiine TeaerpaMMbl IPUHUMAIOTCS 11Ol OJMUCH C IPOCTaBJIEHUEM J1aThl U BPEMEHU
IpueMa, perucTpUPyIOTCs MO TEM e MpaBuiiaM, YTO U MUChMA.
14.4. DnekTpoHHBIE COOOIIEHUS, aJPECOBAHHBIE TUPEKTOPY WM HAIlpaBJICHHbIE B aJpec ILIKOJIbI,
pacreyaTbIBaloTCs U JOKJIAABIBAIOTCS TUPEKTOPY WM B CIyyae €ro OTCYTCTBHS — 3aMECTHUTEIIO
TUPEKTOpA.
14.5. DnexTpoHHbIE COOOILICHNUS, 3aBEPEHHBIE JIEKTPOHHON MOJNKCHIO, MOANEKaT 00paboTke Mo
IpaBWIaM, IPETyCMOTPEHHBIM ISl OCTYMatoeH (BXoAsIel) T0KyMEHTallH.
14.6. TloctynuBiias (BXonsmias) NOKYMEHTALlMs paclpeniessieTcss Ha PpPerucTpupyemble U He
MOJJICKAIUE PETUCTPALIUH IOKYMEHTBI.
14.77. He nopuiexat perucTpanuu:

e IIPUIJIACUTEIbHBIE, TIO3/IPaBUTENbHbIE MTUCbMA U TEJIETPAMMBbI;

e OWIETHI,

e IUIAHBI ¥ IPOTPAMMbI CEMUHAPOB, KOHPEPEHIUI U IPYTUX NOJOOHBIX MEPOIIPHUITHIA;

e JIOKyMEHTBl 10 OyXraiarepckoMy Yd4eTy, MaTepHajJbHO-TEXHHUECKOMY 00eCIleueHHuIo,

IUTAaHOBBIE U (PMHAHCOBBIE JOKYMEHTHI, IOCTYyNAaroIue 0e3 CONpOBOAUTENBHOIO MUChMA;

e PEKJIAMHbIE, KOMMEPYECKHUE MIPEAIOKEHNUS, B T.4. IOCTYIUBLINE 10 3JIEKTPOHHOH 110YTE;

e IICUaTHbIE U3JIAHUS,

e IIHMCHbMA C IIOMETKOM <«JIMYHO».

15. Permcrpanusi, y4yer M paccMOTpPeHHE PYKOBOAHUTeJIeM MOCTYNAKMMUX (BXOASIIHX)
JAOKYMEHTOB

15.1. IloctynuBumime (BXOISILIME) AOKYMEHTBI PErMCTPUPYIOTCS TOJIBKO IIOCIE W IEPBUYHOMN
00pabOTKH M HE3aBHCUMO OT CIIOCO0a UX JOCTABKH.

15.2. Peructpanus — mpocTaBiIeHHE B HIXKHEM MIPABOM YIJIy IEPBOTO JIMCTA JOKYMEHTa OTMETKU
O MOCTYIUICHMHM C YKa3aHUEM JaThbl IOCTYIUIEHHUS W BXOJSILEr0 PErucTpaliMOHHOTO HOMepa



JIOKYMEHTa C O0O0s3aTeJIbHOM 3amUChl0 B JKYpHAJl PETUCTpallMy IOCTyHaroumeil (Bxoasuieil)
nokyMeHTauu. CTpyKTypa perucTpaliMOHHOTO HOMEepa, MOCTYMAIOMIEero (BXOSIIET0) TOKyMEHTa,
COCTOUT M3 €ro MOpPAIKOBOIO HOMEpa UM MHIEKCa Jela [0 HOMEHKJIAaType Jel
00111e00pa30BaTENIbHOM OpraHnU3aIUH.
15.3. Peructpanust Bcex NOCTYNMBIIMX (BXOASIIMX) AOKYMEHTOB IIPOM3BOJAUTCS B Iperenax
00IIero JOKYMEHTONOTOKAa. J[OKyMEHTBI, MOCTYMUBIINE B IIKOJNY IO KaHajaM (aKCUMHIbLHON
CBsI31, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIZIKE.
Tekct moctynuBmIed TenepoHOrpaMMBbl — 3alUCBIBACTCS B JKypHAJe PErucTpanuu
TenedoHOrpaMM U nevaTaeTcs Ha Jucte OyMaru Juis nepeaayd Ha pacCMOTpPEHUE.
15.4. Tloctynatouue (BXOJALIME) TOKYMEHTBI IEPEAAIOTCS HA PACCMOTPEHHUE PYKOBOJICTBY TOJIBKO
[I0CJIE UX PETUCTPALMM U NIPEIBAPUTEIBHOTO PACCMOTPEHMSL.
15.5. JlokyMeHTBI, MOCTYNHBIIHE B O0IIE0Opa30BaTENbHYIO OpPraHM3alMI0, MO BOMpOCaM, HE
TpeOYyIOLUIUM PAaCCMOTPEHUsI JUPEKTOpa, HANpaBISAIOTCA pPAOOTHUKOM OTBETCTBEHHBIM  3a
JIeJIOTIPOU3BOCTBO IIKOJIBI HEMOCPEICTBEHHO UCTIOIHUTEIIO 3a1Ipoca.
15.6. JlupeKTop B pe30OLUH ONpPEAEIseT ML, OTBETCTBEHHBIX 3a UCIIOJIHEHUE TOKYMEHTA, U AaeT
UM nopydyeHue. PaOOTHMK OTBETCTBEHHBIN 3a JENONPOU3BOICTBO IIKOJBI MEpeAaeT JOKYMEHT Ha
UCIIOJIHEHUE.
15.7. TlonmuHHUK JOKYMEHTa C PE30JIIONMEN PYKOBOJMTENS 001e00pa3oBaTeIbHOW OpraHu3auu
HaMpaBJIsSIeTCs] UCTIOJHUTEIIIO.
15.8. Ilpm HanMuMu HECKOJBKHUX HCHOJIHUTENEW TMOUIMHHUK JOKYMEHTa NEepelaeTcsi TOMY
UCIIOJHUTENI0, KOTOPBIH B  COOTBETCTBUM C YKa3aHMSIMM [0 HUCIOJHEHUIO SIBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIE UCTIOJIHUTEIH MOJIYJalOT KOITUIO JOKYMEHTA.
15.9. TlojMHHUK JOKYMEHTa, KOTOPBIH HCIOJHIETCS HECKOJBKMMHU JTOJDKHOCTHBIMU JIUIIAMH,
MOJTy4aeT OTBETCTBEHHBINH UCTIONHUTENb. OCTaIbHBIM UCTIOTHUTENSAM MEPEIAIOTCS KOTIHH.
15.10. U3roTtoBneHue KOMUH JOKyMEHTa JJs Mepelauyd COMCIOIHUTENSIM OCYIIECTBISIETCS
cekperapeM 0011e00pa30BaTeIbHON OPraHN3aIUH.
15.11. Pe3ontonust conepx ur:
e YKa3aHHWE TII0 WCIOJHECHHIO, COJEpKallee KpaTKoe ONHCaHHEe HEOOXOIUMOro Ul
UCTIOJHEHUS 1eUCTBHYS,
e YKa3aHHWE Ha CPOK, B TEYEHHWE KOTOPOro JHOO IO HMCTEYCHHS KOTOPOTO HEOOXOIMMO
UCTIOJHUTH MPEANUCaHHOE JIeHCTBHE;
e JIMYHYIO MMOJAIKUCH aBTOPA PE30IIOLNH;
e J1aTy MPOCTABJICHUS PE30IIOLHNH.
15.12. VYka3anue Ha CpOK, B TE€UEHHE KOTOPOro JHOO J0 HMCTEUYCHHS KOTOPOTO0 HEOOXOIUMO
UCTIOJHUTh TPEINUCAHHOE ACUCTBHE, MOXET HE BBIPAKAThCSl KOHKPETHOW JaTOW M coaepx artb
BbIpaXEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3osntoniust nuieTcs Ha CBOOOAHOM OT PEKBU3UTOB MECTE MEPBOT'0 JINCTA JOKYMEHTA.
15.14. B cnygae, korja pe3oonus apecoBaHa HECKOJIBKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JIOKYMEHTa B IEJIOM SBISETCS COTPYAHMK, YKa3aHHBIM INEpBBIM (BEpXHUM), JHOO
COTPYZIHHUK, B OTHOIICHUH KOTOPOTO CJeNlaHa TOMETKA O TOM, YTO OH SIBIISIETCS OTBETCTBEHHBIM.

16. Opranuszauusi paéoTsl ¢ OTHIPaBJAsieMbIMH (UCXOASIIIUMHU) TOKYMEHTAMHU

16.1. o mpemocTaBieHUs TMPOEKTa OTMPABISEMOro (MCXOJAIIET0) MOKYMEHTAa Ha MOAIMHKCH
JUPEKTOPY WM HWHOMY YIOJHOMOYEHHOMY B YCTAaHOBJIEHHOM MOpPSAKE Ha TMOANHCAHHUE JIUILY
OCHOBHOW HCIIOJIHUTENh MPOBEPSET MPABIIBHOCTh O(OPMIICHUS OTMIPABISIEMOro (UCXOMSIIETo)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTose NHcTpykuuu.

16.2. Ilpu moaroToBKe OTMPABIAEMOro (MCXOMSIIET0) JOKYMEHTa Kak OTBETa HAa MOCTYMHBIIHMA
(BXoAsImMi) JOKYMEHT HCIIOJHUTENIb HPHUKIAJIbIBAET K MOATOTOBIEHHOMY IPOEKTY BXOMASIIUN
JOKYMEHT.

16.3. TIpoekThl OTIPABISAEMbIX (UCXOISIIMX) TOKYMEHTOB C YU4ETOM COOJIIO/ICHUSI YCTAaHOBIEHHOTO
B PpE30JIIOIMM CpPOKAa HCIHOJHEHUS TMEPEeAAaroTCs OTBETCTBEHHBIM HCIOJHUTEIEM B  OTJEN
JIEJIONPOU3BOJICTBA (KaHILIESPHSL, CEKpETaph) IIKOJIbI JJIs HAIIPABJICHUS HA TOJIIUCAHNUE.



16.4. TlonmucaHHble OTHpaBisieMble (MCXOASAIIME) JOKYMEHTBI, IepefaroTcsi pabOTHUKY
OTBETCTBEHHOMY 3a  JIEJIONPOU3BOJCTBO  ILIKOJBI, KOTOPBIA  OCYHIECTBISIET  IPOBEPKY
KOMIUIEKTHOCTH U COOTBETCTBHMSI KOJIMYECTBA HK3EMIUIAPOB OTIPABIAEMOrO (MCXOSAILEro)
JOKYMEHTa CIIMCKY pAacCBhUIKM, a TaKKe TMPaBHIBHOCT O(GOPMIICHHS JIOKYMEHTA COIJIACHO
HACTOSIIEH MHCTPYKLIMH.
16.5. B ciywyae HapymieHHUs KOMIUIEKTHOCTM WJIM COOTBETCTBUSI KOJIMYECTBA, a TaKKe
IIPaBUIBHOCTH OQOPMIICHUS JOKYMEHTa COIVIACHO HACTOSIIEH WHCTPYKLUHU OTIpaBIIsieMble
(ucxonsmue) JOKYMEHTHl  HE3aMEJIUTEIbHO  BO3BpALAIOTCS  PaOOTHUKAMHM  KaHIEISPUU
OTBETCTBEHHOMY HCIIOJHMTENIO WJIH B CIIydae OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJHHUTENS €ro
HENOCPEACTBEHHOMY PYKOBOAUTENIO Il yCTPAaHEHUS HAPYILIEHUH.
16.6. JlokyMeHTHI Iocie HX MOANUCAHHUS AUPEKTOPOM WM HHBIM YIOJHOMOYEHHBIM JIMIIOM
nepealoTes B KaHIEISIPHUIO 00111e00pa30BaTeIbHOM OpraHu3ayy sl pErUCTPAlMH U OTIPABKH.
16.7. Peructpanus oTnpaBiseMblX (MCXOIAIINX) TOKYMEHTOB OCYIIECTBIISIETCS 11OCIE POBEICHUS
pabOTHUKAaMU KaHLEISPUH, OTBETCTBEHHBIMH 32 JEJIONPOU3BOJCTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHUS KOJMYECTBA SK3EMIUIIPOB, a TaKXe IMPAaBWIBHOCTb O(OPMIIEHUS OTIPABISEMOIO
(ucxosmero) JOKyMEHTa.
16.8. Peructpamus co3qaBaeMbIX JOKYMEHTOB OCYIIECTBISIETCS B JI€Hb MOIINUCAHUSA WM
YTBEPKACHUS MO0 Ha Cleayoluil pabounii 1eHb.
16.9. CBenenus 0 perucTpUpyeMbIX OTHPABIAEMBIX (MCXOAAIINX) TOKYMEHTAX BHOCSITCA B JKypHal
PEruCTpaIfy OTIpaBiIsieMOl (UCXOASIICH) JOKyMEHTAIIH.
16.10. PeructpaninoHHbIi HOMEP U J1aTa OTIPABISIEMOT0 (MCXOAAIIET0) JOKYMEHTA MPOCTaBIIAIOTCS
Ha MOJJMHHUKE JOKYMEHTa B pEKBM3UTAaX OJaHKa M Ha HK3EMIUIIpPE, OCTAlOIIEMCs B Jele
00111e00pa30BaTeIbHON OpraHn3aIiH.
16.11. CtpykTypa perucTpalliOHHOIO HOMEpa OTIPABISAEMOro (MCXOSIIET0) JOKYMEHTa COCTOUT
U3 €ro MopsIKOBOI0 HOMEpPa U MHJEKCA JieJla IO HOMEHKIIAType el IIKOJIbI.
16.12. OtnpaBka JOKYMEHTOB IIPOU3BOJUTCS LEHTPAIM30BAaHHO paOOTHUKAMU KaHLEISPUU
IIKOJIbI, KOTOpBIE MPOU3BOAAT HUX COPTUPOBKY IO CIOCOOY OTHpaBieHUs (IpOcCTas, 3aKa3Has,
MEXIyHApOaHAs U Jp.).
16.13. [TucbMa, TexaerpaMMsbl, OTKPBITKH, OaHAEPOIIH U TIeYaTHbIE U3JaHUs OTIIPABIIAIOTCS TIOYTOM.
dakcorpamMmbl 1 TesIe(HOHOTpaMMBI TIEPEIAOTCS 10 KaHaIaM TeJIe()OHHOM CBS3H.
16.14. DnexTpoHHbIE COOOIICHUS OTIIPABISAIOTCA C O(PUUIMAIBHOTO IOYTOBOIO 3JIEKTPOHHOIO
azpeca o01ieo0pa3zoBaTeIbLHON OpraHU3allui.
16.15. Ilucema, TesnerpaMmsbl, OTKPBITKH, OaHIEPOIH, (pakcorpaMMbl, SJIEKTPOHHbBIE COOOIIECHUs, HE
CBsI3aHHbIE C paboYeil e TEIbHOCTHIO, K OTIIPABKE HE MPUHUMAIOTCSI.
16.16. JIokyMeHTBI, OTIpaBIIsiEMbIE CPEACTBAMU ITOUTOBOM CBS3H NMPOXOIAT:

e  YIaKOBKY;

e ajpecoBaHMe (IIpU HANpaBJICHUH JOKyMeHTa Oojee yeM B 4 ajapeca) — B COOTBETCTBHHU C

yKa3aTeJaeM pacChUIKH, Ha KaXI0M 3K3EeMIUISIpE MMChMa YKa3bIBAE€TCS TOJIBKO OJIMH ajpecart.

e IIPOCTaBJIECHHE CTOMMOCTH ITOYTOBBIX YCIYT;

e 1iepelayy B OYTOBOE OTJEJICHUE CBS3H.
16.17. Ilpu MOATrOTOBKE M OTMpaBKE MUCEM HEOOXOAMMO YUWUTHIBATh MpPaBUJA, YCTAHOBIICHHBIC
MPUKa30M MHHHUCTEPCTBA CBSA3M M MacCOBbIX KoMMyHuKaruii PO ot 31 utona 2014 r. N 234 "O6
yTBepxaAcHUM [IpaBuil okazaHus yciayr HOYTOBOM CBSA3H .
16.18. JJoKkyMeHTBI, OTIPABIISIEMbIE CPEICTBAMH TIOYTOBOW CBSI3M B OJMH aJIpEC, BKJIAJBIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxomsimme MOKYMEHTHI, IpeIHAa3HAYEHHBIC IS OTIPaBKH CPeACTBaMH (HaKCUMUIBHOM
CBSI3U, OTIPABIISIIOTCSA PAOOTHUKAMU KaHLIEISIPUH 00111e00pa30BaTeIbHON OpraHU3alHH.

17. Pa3pa6oTka u BeleHHEe HOMEHKJIATYPbI J1eJI

17.1. JlokymMeHTanbHBIA (POH]I IIKOJIBI — COBOKYITHOCTH JIOKYMEHTOB, 00Pa3yIOIIUXCsl B TIPOIIECCe
€ro JeATenbHOCTH. JIOKyMEHTanbHBIH (OHJ IIKOJIBI COCTaBISIOT JOKYMEHTHI, CO3J[aHHBIC B
o0uieo0pa3oBaTeIbHOM OpraHu3allii W TOJYYEHHbIE €10 B pe3yjibTaTe B3aHUMOJCHCTBHUS C



OpraHaMH TOCYJAapCTBEHHOW BJIACTH, OpraHaMHU MECTHOTO CaMOYIPaBIEHUS, IOPUIUYCCKUMH H
(U3MYECKUMHU JTUIIAMH.
17.2. Homenknatypa aen sSBISETCS OCHOBOM (DOPMHUPOBAHHS TOKYMEHTAIHHOTO (hOHIA IIKOIBI U
NpPEJCTaBIseT €000 CHCTEeMAaTU3UPOBAHHBIM MEpEeYeHb 3arojOBKOB (HAMMEHOBAHMN) Jiell,
3aBOJUMBIX B IIIKOJIE, C YKa3aHHEM CPOKOB MX XpaHEHHs, U O(GOpPMIEHHBIH B COOTBETCTBUU C
MPaBOBBIMU AKTaMH, PEKOMEHJAUMsSIMH M METOJMYECKHMMH YyKazaHusMU opraHoB Poccuiickoit
@denepanyy, YHOJIHOMOYEHHBIX B cdepe TrocydapCTBEHHOTO YIPABICHUS AapXHUBHBIM JEJIOM,
JIEIONPOU3BOJICTBA B JOKYMEHTOOOOPOTA.
17.3. HoMenknaTtypa g€ COCTaBIIAETCS HA OCHOBE M3YUYEHHUSI TTOJIOKEHUH, MHCTPYKIIUN U TTpaBUll, a
TaKXKE JPYrUX JIOKYMEHTOB, PETJIaMEHTHPYIOMIHUX JCSATEIILHOCTh  00IIe00pa3oBaTenbHOM
OpraHu3aly, a TaKKe HOMEHKJIATyp JeJd 3a MNPeIIECTBYIOUIME ToAbl M JOKYMEHTOB,
00pa3yromuXxcs B JeSITETLHOCTH 00111e00pa30BaTeIbHOM OpraHu3alny.
17.4. HomeHknaTypa Jiel UCIOJB3YETCS ISl TPYNIUPOBKU HCIOJHEHHBIX JIOKYMEHTOB B JI€Ja,
CHUCTEMAaTH3allMHU U yueTa JIeJl, ONPEeeICHHs] CPOKOB UX XpaHEHUs U MOUCKA JOKYMEHTOB, SIBJISIETCS
OCHOBOM JJIsl COCTABJICHHS OMMCEH JIeJ1 TIOCTOSTHHOTO W BpeMeHHOro (cBbimie 10 yieT) XpaHeHwus, a
TaKKe JIJIs1 yyeTa Jies1 BpeMeHHOro (10 10 jeT BKIIOYUTENIbHO) XpaHEHHUS.
17.5. HomeHknaTypa e BBOOUTCS B AEHCTBUE TPUKA30M 10 LIKOJIE.
17.6. HoMeHkiaTypa JieJ TOTOBUTCS B TPEX IK3EMIUISIPaX:

e Il IOMENICHUS] B HOMEHKJIATYPHOE JI€JI0 U MIOCTOSIHHOTO XPaHEHHS,

e IS UCIIOJIb30BAaHUS B pabOTE OTACTIOM JEIOMPON3BOACTBA (KAHIICISAPHUCH);

e ISl XpaHEHHUsSI B apXUBE LIKOJIBL.
17.7. VI3 HOMEHKIATyphl Il ILIKOJIbl OTBETCTBEHHBIM JIMIIOM 3a BEACHUE JACIIONPOU3BOACTBA
oQOpMIISIIOTCS. BBIMUCKH JUISI KaXJOTO W3 TOJpa3leNieHud H OTAENOB 00IIe00pa3oBaTeIbHON
OpraHu3aIuu.

18. ®opmupoBanue aes1 M UX TeKyliee XxpaHeHue. IloAroroBka J0KyMeHTOB H JieJ1 K Nepegayde
HAa apXMBHOE XpaHEHHUe

18.1. ®opMupoBaHue Jen — TIPYNINUPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBUU C
HOMEHKJIATYpOil Jen 0011eo0pa3oBaTeIbHON OpraHu3allii U CUCTEMaTU3allusl TOKYyMEHTOB BHYTpU
nena.

18.2. lena co AHS MX 3aBEJCHUA J0 MEpeJayu B apXHUB LIKOJbl WIM HA YHUUYTOKEHHUE XPAHSITCS MO
MECTY UX ()OPMHPOBAHUSI.

18.3. Ilpuka3zpl 1O OCHOBHOW, aJMHUHUCTPATUBHO-XO3SHCTBEHHOW, Y4eOHO-BOCTIMTATEILHON
NEeSATEIBHOCTH IIKOJIbI, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B 0 JIMYHOMY COCTaBy paOOTHUKOB U
0 JJUMYHOMY COCTaBy 00ydarouxcs (y4aluxcs/BOCIMTAHHUKOB).

18.4. Ilepenucka rpynmupyercss 3a NEPUOJA KAJCHAAPHOrO TOJa M CHUCTEMAaTU3UPYETCs B
XPOHOJIOTUYECKON MOCIEA0BATEIBHOCTH.

18.5. IlpoBepka HamM4us U COCTOSIHMS TOKYMEHTOB U JI€]1 IPOBOAUTCS IIPU MEPEMEILECHHUH JIET, TIPH
BO3BpaTe /e, IPU PEOPraHU3alny WU JMKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3aliH.

18.6. B apxuB o0meoOpa3oBaTenbHON OpraHM3anuy (ajgee - apxuB) TMepesarTcs aena
MIOCTOSTHHOT0, BpeMEHHOT 0 (cBbIme 10 j1eT) CpOKOB XpaHEHHS U 110 JINYHOMY COCTaBy 4epes 3 roja
ocJie Tofia, B KOTOPOM JIOKYMEHTbI ObUTH MTOMEILEHBI B JIEJIO Ha XpaHEHHUE.

18.7. Ilepenaya TOKyMEHTOB B apXUB IPOU3BOJUTCS 10 YTBEPKIEHHBIM OIMCSM JIE.

18.8. IloaroroBka IOKYMEHTOB M JI€Jl K Ie€pellaye Ha apXUBHOE XPAHCHHE M HAa YHUUYTOXEHUE
IIpelyCMaTPUBAET:

e DJKCHEPTHU3Yy LEHHOCTH JOKYMEHTOB;

e  COCTAaBJICHUE OIHUCEH /1] MO Pe3yNbTaTaM IKCIEPTU3BI UX LIEHHOCTH;

e odopmiieHHE N1eT;

e COCTAaBJICHUE AKTOB HA YHUYTOXXEHHUE TOKYMEHTOB U JI€J] C UCTEKILIMMU CPOKAMU XPaHEHUSI.
18.9. Dkcneprr3a HEHHOCTH JOKYMEHTOB IOCTOSIHHOTO U BPEMEHHOI'O XPaHEHUsl OCYILECTBIIAECTCS
€XKEroJHO JUIOM (JIMI[aMH), HA3HAYEHHBIM IPUKA30M OTBETCTBEHHBHIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHUE.



18.10. B neno momemntaetcs He 6osee 250 mcTOB (TONMIMHA Jiea TIPH 3TOM COCTaBisAeT He Oonee 4
cMm). Tlpu GonbiioM KoIWYecTBE JOKYMEHTOB (hopMHpYIOTCS Toma (dactu) nena. Baytpu nena
JOKYMEHTBI PACIIONaraloTcs B XPOHOJIOIMYECKOM IOpsIKE B COOTBETCTBUHU C omHchio. B gena
MOMEIAI0TCS TOJILKO UCTIOTHEHHBIE, MPABUIHBHO OPOPMIICHHBIE TOKYMEHTHI.

18.11. [JJoxyMeHTHl BHYTpHU Ji€jia PaCIOjararTcsi CBEPXY BHU3 B XPOHOJOTMYECKOM, BOMPOCHO-
JIOTUYECKOW TIOCTEOBATENHbHOCTH WM HMX COYETaHMHU. PacmopsiuTenbHble JOKYMEHTBI
IPYNIHUPYIOTCS B JieJia MO BUJAM M XPOHOJIOTHUU C OTHOCSIIUMUCS K HUM IPUITIOKEHHUSIMHU.

18.12. JInynble KapTOYKU paOOTHUKOB (POPMHUPYIOTCS B 1€JI0 1O ayi(haBUTy haMHUIIUIL.

18.13. Odopmiierne nena mpemaycMaTpuBaeT: O(QOPMIICHHE PEKBH3UTOB OOJIOKKH Jeia I0
YCTaHOBJIICHHON (opMe; HyMEpalHio JTUCTOB B JeJie KapaHIAllOM B BEPXHEM IIPaBOM YTy,
COCTaBJIEHUE BHYTPEHHEH OMUCH JOKYMEHTOB Jieja, MOAINBKY U meperuiet Aena. JIuct 60ib1oro
dbopMara, MOAMIUTHIA 3a OAWH Kpad, HymMepyeTcs KaK OJWH JIUCT B IMPABOM BEPXHEM YTIIy.
JIoKyMeHTBI ¢ COOCTBEHHOM HyMepalueil JIMCTOB, B TOM YHCIIE MleUaTHbIe U3AaHMsl, HyMEPYIOTCS B
o0IIeM MopsIIKE.

18.14. JIucThl e, COCTOAIIMX U3 HECKOJBKUX TOMOB WJIM YaCTE, HYMEPYIOTCS MO KaXJIOMy TOMY
WJIM YaCTH OT/AEIBHO.

18.15. Ilocne 3aBepiieHUs HyMepalUd JUCTOB COCTABISETCS 3aBEpUTENbHASI HAAMHUCh, KOTOpPAs
pacronaraercsi B KOHIIE Jieia. 3aBepHuTeNbHAs HAAMNUCh COCTABIISIETCS B JIeie Ha OTACIHHOM JIHCTe-
3aBepuTee Jena.

18.16. B 3aBepurenbHON HaAMUCH OU(pPAMU M TMPOMUCHIO YKA3BIBAETCS KOJIWYESCTBO JINCTOB B
JaHHOM Jiejie. 3aBepuTelbHas HAAMNUCh TOJIMUCHIBACTCS €€ COCTaBUTENIeM C YyKa3aHHeM
pactmpoBKM TOAMKCH, JOHKHOCTH U JaThl cocTaBlieHWs. KonIM4uecTBO IIMCTOB B Jeiie
MPOCTaBJIsIETCs Ha 00JI0KKE Jiejia B COOTBETCTBUH C UTOTOBOW HAAMKCHIO.

18.17. PexBusut "cpok XxpaHeHHUs jesia" MEePEeHOCUTCS Ha OOJIOKKY Jiella U3 COOTBETCTBYIOIIEH
HOMEHKJIATyphl JeNl MOCJe CBEPKU €ro CO CPOKOM XPAaHEHHS, yYKa3aHHBIM B IEPEYHE THUIOBBIX
JIOKYMEHTOB WJIM B TIEPEUHE IOKYMEHTOB, 00Pa3yIOIINXCs B ACATSIBHOCTH (heepaTbHOr0 OpraHa,
C YKa3aHHEM CPOKOB XPaHECHHUS.

18.18. Ha gemax mocTostHHOTO XpaHeHus numieTcst: " XpaHuTh MOCTOSHHO".

18.19. Ilpuem nen MPOU3BOIUTCS COTPYAHUKOM, YIIOJTHOMOUYEHHBIM Ha BEJACHHE ICSATEIbHOCTH
apXuBa, C MPOCTABICHUEM B JIBYX JK3EMIUISIPAX OMHCH JCJI OTMETOK O HAJMYUU KKIOTro jeia (Ha
KKIOM 5K3EMIUISIpe OMHCH YKa3bIBae€TCs KOJIMYECTBO (DaKTHUUECKU MPHUHATHIX JIeJl, JaTa mpuema-
TepeIayu JIej, a TAKXKe MOAIMCH apXUBUCTA M COTPYIHHKA, TEPEIABIIETO Jeua.

19. 3aki0unTe/ILHBIE MOJI0KEHUS

19.1. Hacrosimas MHCTpyKIuUs 1O 1€IONPOU3BOACTBY ABISIETCS JIOKAIbHBIM HOPMATUBHBIM aKTOM
001eo0pa3oBaTeIbHOW OpraHu3anuu, npuHuMaercss Ha OOmem coOpannn paOOTHUKOB |
yTBepKAaeTcs (BBOAUTCS B JEHCTBUE) MPUKA30M JAUPEKTOpa 0011e00pa30BaTeIbHON OpraHU3aIiu.

19.2. Bce u3MeHeHUs: U JOMOJHEHUS, BHOCUMBIE B HacTosAllylo MHCTpykiuio, opopMIsIIOTCS B
MUCBEMEHHOM (hOpMe B COOTBETCTBUU JICUCTBYIOLINM 3aKOHOIATENbCTBOM Poccuiickoit deneparum.
19.3. MHCTpyKIMS MO JETONPOM3BOJCTBY B IIKOJE IMPUHUMAETCS HA HEOINPEIECICHHBIA CPOK.
N3menenus u nonosHeHuss K MHCTpyKIMM MPUHUMAIOTCS B MOPSAKE, TPeayCMOTpeHHOM 1.19.1.
Hactosinerd MacTpykimu.

19.4. Tlocne npunsatuss WHCTpyKuuu (MIM U3MEHEHUH M JONOJHEHUN OTIENbHBIX IYHKTOB U
pa3ziesioB) B HOBOM peJakluy Npeablaynias pelakiiis aBTOMaTHYECKU yTPaunBaeT CUILY.



Ipunooiwcenue Ne 1

IIpaBuaa
o(opMIICHUS PEKBU3UTOB JOKYMEHTOB

1. Jlns DOArOTOBKM JOKYMEHTOB IIPUMEHSETCS TEKCTOBBIM peaakTop, oOecreynBarouit
TpeOoBaHUs TPAPUIECKOTO BOCTIPOU3BEICHHUS PEKBU3UTOB JTIOKYMEHTA.

2. Bunbl u pasmepsl ucnonb3dyeMbix mpudron: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIMKEHHBIE K HUM.

3. Ilpu moAaroToBke TEKCTOB B TaOnMUAx, JUIsl OOECHEYeHHUs Jydlled YUTaeMOCTH JaHHBIX,
J0ITycKaeTcst mpuMeHenue mpudros Buga Arial, pasmepos 12,13.

4. lnana3oH UCIIOJIb3YEMBIX MEXKYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 IIOJYTOPHOTO.

5. AG3anHbIi OTCTYH TEKCTa TOKyMeHTa - 1,25 cMm.

6. 3aro0BKH pa3/esioB U MOJPa3/IesIOB NeUaTaroTcs ¢ a03aIllHBIM OTCTYIIOM WJIM LEHTPUPYIOTCA 110
LIMpUHE TEKCTA.

7. MHOrOCTpOUHBIE PEKBHU3UTHI II€YATAIOTCA YEPE3 OJUH MEXKCTPOUHBIM HHTEPBAJ, COCTABHBIC
4acTH PEKBU3UTOB OTIEIISIFOTCS IONOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecnim JOKyMEHT TOTOBUTCS Ul M3/IaHMs C YMEHBIIEHHEM MacuiTada, TEKCT MedaTaeTcs: yepes
JIBa UHTEpBaJja.

9. NnTepBan Mexxay OykBaMH B CJI0BaX - 0OBbIYHbIN. MIHTEpBan Mexay cioBaMu - OAMH Ipooe.

10. TekcT noKyMeHTa BbIpaBHMBAETCS 10 IIMPUHE JIMCTA (110 TpaHUIaM JIEBOTO U MPABOro Mojeit
JIOKYMEHTA).

11. JInmuHa camoil JIMHHOW CTPOKH PEKBHU3WTA MPHU YIIIOBOM PACIOJIOKEHUU PEKBU3UTOB HE OoJiee
7,5 cMm.

12. JlninHa caMOM JJIMHHOM CTPOKHM PEKBHU3UTA MPH IMPOJOJIBHOM PACIOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kox dhopmebl 1okymMeHTa

Kon dhopmbl 1oKyMeHTa poCTaBiIseTCsl Ha YHU(PUITMPOBAHHBIX (JOpMax JOKYMEHTOB, B OCHOBHOM
UCTIONIb3YEMBIX B KaJpPOBOM JOKYMEHTOOOOpOTe MIKOIbl. Pacmonmaraercs xox (Gopmbl B TIpaBoM
BEpXHEM yriIy pabodyero moJyis JOKyMEHTa, COCTOMT Hu3 cioB "dopma mo" (HaMMEHOBaHHE
Kkiaccupukaropa) u MuQpoBOro Koa.

Ipumep - @opma no OKY]] 0301001.

14. HauMeHOBaHME HIKOJIBI

HanmeHoBaHne MIKOJBI JIOMDKHO COOTBETCTBOBATH HAWMEHOBAHMIO IOPUAWYECKOTO JIMIIA,
3aKpeIUIECHHOMY B  €r0  YYpEAWTENbHBIX JoKyMeHTax (YcraBe o00meoOpa3oBaTeIbHOMI
opranmzanun). [Ton HaMMEHOBaHMEM IIKOJBI B CKOOKaX yKa3bIBAETCSI COKPAIIEHHOE HAaMEHOBAaHHE
00111e00pa30BaTENbHON OPraHN3aIIH.

Han HanMeHOBaHMEM IIKOJIBI - YKa3bIBACTCS TIOJIHOE HANMEHOBAHHUE BBIIIECTOAIICH OpraHN3aliu.

15. CpaBoyHbIe JaHHbIE O IITKOJIE

CrpaBouHbIe JaHHBIE O LIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIA aapec, Homepa TenedoHa, dakca,
azpec 3JeKTpoHHOW moutkl, kKox Immkoubl 1Mo OKIIO (mpoctaBmsercss mo OOmepoccuiickomy
KJaccu(uKaTopy MpeanpusATHI U OpraHW3alnii), OCHOBHOW TOCYIapCTBEHHBIH PETUCTPAIIMOHHBIN
Homep (OI'PH), nnentudrkanoHHbI HOMEpP HAJOTOIIATENbIINKA/KO MPUYHHBI TOCTAHOBKU Ha
HanoroBsiit yuet (MHH/KIIIT).

16. HaumeHoBaHME BU/Ia IOKYMEHTA




PexBu3uT wmcmonp3yeTcss AN yKa3aHWs BHIA JOKyMEHTa M pacloyiaraetcs IOl PEKBH3UTOM
«HaMEHOBaHHe O00IIe00pa3oBaTeNbHON oOpraHu3anuuy. HauMeHoBaHHWE BHIa JOKyMEHTa HE
YKa3bIBA€TCs B MUCbMaXx.

17. Jlata JOKyMeHTa

JlaToii noKyMeHTa SBJIS€TCS JaTra ero MojanucaHus (Impuka3, MUCbMO, 3alMcKa, akT U Ap.),
YTBEpXKACHUS (MHCTPYKIHUSA, TMOJOXKEHHE, MpaBWia, PErJaMeHT, IUIaH, OTYeT W JAp.), COOBITHS,
3a()MKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOJI).

JlaTa mOKyMeHTa MPOCTABIAETCA AOHKHOCTHBIM JIUIIOM, MOAMMCHIBAIONINM HIIH YTBEPKIAIOLIUM
JOKYMEHT, WM TpU PETHCTpali [TOKYMEHTa, WJIH HEMOCPEIACTBEHHO COCTAaBUTEIEM MpuU
MOJITOTOBKE TOKYMEHTA (CIyKeOHasl 3aIUCKa, 3asBICHHUE U JP.).

JIOKyMEHTBI, U3/JaBa€Mble€ COBMECTHO C JAPYTUMH OPTaHU3ALMSIMH JOJKHBI UMETh OJHY (€AMHYIO)
aary.

Jaty nokymeHTa ohopMISIOT apaOCKUMU IIMpPaMU B TOCIE0BATEILHOCTH:

e JIeHb Mecdla, Mmecdl, roa. JleHp Mecsna U mecan oQOpPMIISIOT JBYMs MapaMu apaOCKuX
uudp, paszleNeHHBIMH TOYKOW; TOJ - 4YEeThIpbMS apadckuMu 1udpamMu, HampuMmep:
01.12.2017. Byksa "r" mocie uudp He CTaBUTCS.

e TIpU CIOBECHO-IIM(IPOBOM crocodbe oQopmIleHHUsI ATkl JI€Hb MecCAlla YKa3bIBaeTCs IMapoi
apabckux 1udp, roa 4eTeIpbMs apadcKkumMu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpalinoHHbIi HOMEP JOKYMEHTA

PeructpanuonHbeiii HoMep TOKYMEHTa MPOCTABISETCS B COOTBETCTBUU C CUCTEMOM pPETrHUCTpaIlNH,
MIPUHATOM B ILKOJIE.

PerucrparnmonHbIii HOMEp MPHUCBAUBAETCS IOKYMEHTY MOCTIE €r0 MOANUCaHuUs (YTBEPKACHUS).
CcbUiKa Ha perucTpaliOHHBIN HOMEp U 1aTy JIOKYMEHTa

Cchbuika Ha MCXOIAIINI HOMEP U ATy JOKYMEHTa aJipecaHTa BKIIOYAaeT B ce0s perucTpallMOHHBIH
HOMED | JIaTy IOKYMEHTa, Ha KOTOPbIN JOKEH OBITh JaH OTBET.

19. Mecto cocraBieHus (M31aHus) TOKyMEHTa
MecTo cocTaBleHUs WU U3JaHUsI JOKYMEHTA - "TOpoJ ..." - yKa3bIBaeTcs Ha OJaHKaX MPOTOKOJIOB
Y aKTOB, COCTaBJISIEMBIX B 00111e00pa30BaTeIbHON OpraHu3aIliy.

20. Anpecar

B pexBusute "Anpecat" ucnonb3yroTcs opuIranbHble HAUMEHOBAHUS OPTaHOB rOCYIapCTBEHHON
U HCIIOJIHUTEIbHON BIIACTH, OPraHOB MECTHOI'O CaMOYIpaBlI€HUs, opraHu3zauuid. [lomyckaercs
MCIOJIb30BaTh OPHUINMATBHO IPUHATHIE COKPAILICHHbIE HAMMEHOBAHUSI OPraHOB T'OCYJapCTBEHHON U
WCIIOJIHUTEJIHOM BJIaCTH, OPraHOB MECTHOTO CaMOYIPABJICHUsI, OpraHU3alni.

IIpu agpecoBaHMM OOKYMEHTa IOJDKHOCTHOMY M YacTHOMY JIMIY HMHULMANbI CTaBITCS IOCIIE
baMuInu.

Ilpumep - Pyxogsooumenio OO0 «Cmpoumenwvy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BEpXHEH IMPaBOM yacTH JOKyMEHTa (Ha OJIaHKe C YIJIOBBIM
pacCIloIOKEHHEM PEKBU3WTOB) WJIM ClpaBa II0J pPEKBU3UTaMH OjaHka (IIpU  MPOJOIHLHOM
pacIoyoKeHUN PeKBU3UTOB OnaHka). CTpOKM pekBH3HMTa "ajpecaT" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WX HEHTPYIOTCS OTHOCUTEIBHO CAMOM IJIMHHOM CTPOKH.

Ilpu aznpecoBaHuM JOKyMeHTa Oe€3 yKa3aHUS JOJDKHOCTHOTO JIMIIA HAaUMEHOBaHMS aJpecaToB
IUIIYTCSA B UMEHUTEIIBHOM Ma/IeXkKe, HallpuMep:

Opeanvl cmamucmuku 2opooa Mockewi



[Ipn aapecoBaHmym JOKyMEHTa PYKOBOAMUTENIO OpraHU3AWH HAMMEHOBAHWE JOJKHOCTH
YKa3bIBa€TCs B AATEIbHOM MaJIEkKE, HAIIPUMED:

L'enepanvromy oupexmopy OOO «H30anue»

Damunus U.0.

[loutoBBIli anpec He YyKa3blBaeTCd B JIOKYMEHTax, HAINpPAaBIIEMbIX B BbBICHIME OpraHbl
rOCy/IapCTBEHHON BIACTH, ()eiepaibHble OpraHbl UCIIOJHUTENBHON BIACTH H UX TEPPUTOPUATHHBIE
Oprasbl, OpraHbl rOCy/1apCTBEHHON U UCTIOJIHUTEIbHON BIACTH, TOCTOSI HHBIM KOPPECTIOHICHTAM.
[Ipu agpecoBanuu nrchbMa B OpraHU3AIMIO YKa3bIBAIOT €€ HAUMEHOBAaHHE, 3aT€M MOYTOBBIN ajapec,
HaInpuMep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccutickuti  HayuHO-UCCie008amenvCKutl.  UHCMUMYym
OOKYMEHMOBeOeHUs U apXUeHo2o 0ena
Ilpoghcorosnas yn., 0.82, Mocksa, 117393

IIpu anpecoBanuu [OKyMeHTa (HU3UUYECKOMY JIMIy VYKa3bIBAlOT (aMUIUI0O M HMHULKAIBI
MoJTyJaTelis, 3aTeM OUTOBBIN ajipec, Hanpumep:

Ilemposy H.11.
Ilpoussoocmeennas yu., 0.5, k6.12,
2. Mockea, 119633

PexBusut "Anpecat" He MOJDKEH coiepikath Oosiee ueThipex aapecaroB. CioBo "Komus" mepen
BTOpPBIM, TPETHUM, YETBEPTHIM ajpecaTaMHu He YyKasbiBaercs. [Ipm umcie aapecatoB Oomnee 4-X
COCTABJISICTCS CIIMCOK PACCHUTKU JTOKYMEHTA.

Ecnu 1moxkyMeHT oOTmpaBisieTcsi B HECKOJIBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOIBKO
CTPYKTYPHBIX TTO/Ipa3/IeNICHHI OpraHa UCIIONHUTEIBLHOMN BIACTH, TO OHU YKa3bIBAIOTCSI 0000IIEHHO.
[Ipumep:

Pyxosooumenam yupeacoenuii CI10

20. I'pud yreepxaeHus 1OKYMEHTA

I'pud yTBEepKICHUS MPOCTABISETCS B MPABOM BEpPXHEM Yriy JokyMeHTa. CTpOKH pPEKBH3WTA
BBIPABHUBAIOTCS I10 JIEBOMY Kpar0 WM LEHTPUPYIOTCS OTHOCHUTENIBHO CaMOW JJIMHHOW CTPOKH.
JIOKyMEHT  yTBEp)KHAeTCA  JOJDKHOCTHBIM  JIMIIOM  (JIOJDKHOCTHBIMH — JIUIAMH) WA
pacropsiANTENbHBIM JOKYMEHTOM (IIOCTAaHOBJIEHHEM, PELUICHUEM, TTPUKA30M, PACTIOPSIKEHUEM).
[Ipu yTBepkIeHHH AOKYMEHTa MOJKHOCTHBIM JIUIIOM TpHU( YTBEPKICHHS ITOJDKEH COCTOSTH U3
cnoBa YTBEPXJIAIO (06e3 kaBbluek), HAMMEHOBAHHS JIOJDKHOCTH JIMIIA, YTBEPIKIAIOIIETO
JIOKYMEHT, €T0 TIOJIMUCH, MHUIIUATIOB, ()aMUJIMH U 1aThl YTBEPKICHUSI.

IIpumep:

YTBEPX/IAFO
Jupexmop MOY COILL [locenvs
U.0. Damunus

21. Jata

[Ipu yTBEp>KACHUH JOKYMEHTA HECKOJIBKUMU JIOJKHOCTHBIMH JIMIAMU MX MOJIKCH PACIONaralTcs
Ha OJIHOM YPOBHE.

[Ipu yTBepKII€HUU TOKYMEHTa PacCHOPSIUTEIbHBIM JOKYMEHTOM TpU( YTBEPKIACHUS COCTOUT W3
cioB YTBEPXJIEH (YTBEPX/JEHO, YTBEPXIEHbBI, YTBEPXJIEHA), cormacoBaHHOro c
HAUMEHOBAaHHEM BHJA YTBEPXKIAeMOIro JIOKyMEHTa, HAaWMEHOBaHHUS BHJA JOKyMEHTa B
TBOPUTEJILHOM I1aJI€Ke, €ro JaThl, HOMEpA.



[Tpumep:

VTBEPX/I[EHO
npukazom MOY COILL Ilocenvs
om 01.03.2020 Ne 57
22. 3aroiaoBOK K TEKCTY
3arolloBOK K TEKCTYy - KpaTKOe COJep)KaHue JOKYMEHTa. 3arojloBOK K TEKCTy IpHKas3a
dopmynupyercs ¢ npegiorom "O" ("O6") u orBevaer Ha Bompoc "o yem?"):
e mpuka3 (0 yeM?) 0 CO3/TaHNH KOMHCCHH;
e mpuka3s (0 ueM?) 00 yTBEp>KACHUU IUTATHOTO PACIHCAHUS;
e MHCHMO (0 YeM?) O MpeIOCTaBICHUN HH(OPMAITHH.
3aro0BOK K TEKCTY 0(OpMIIIETCS O PEKBU3UTAMHU OJIaHKa CJIeBa, OT TPaHMIIbI JIEBOTO MOJIA.
HanvenoBanue (3aroyioBok) nu0O0 aHHOTANMS JOKYMEHTa COCTABJISETCS aBTOPOM ITPOEKTa
JOKYMEHTA.
3aroyIoBOK K TEKCTY MOKET HE COCTaBIIATHCS, €CIIU 00bEeM JOKYMEHTA HE MPEBBIIAET 4-5 CTPOK.

23. TekcT JOKyMEHTa
JlokyMeHTBI 00111e00pa3oBaTeIbHON OpraHU3allid COCTABIISIOTCS HAa TOCYIApCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pyccKoM.
TexcT MOKyMEHTa MOKET COIEpPKaTh pasleibl, MOAPA3Iebl, MyHKTHI, IOIITYHKTHI, HyMEpyeMbIC
apabckumu 1udpamu.
B mpukazax TeKCT TOKyMEHTa U3JIararoT OT MEePBOTO JIUIA ¢IMHCTBEHHOTO YUCITA (KITPUKA3BIBAIO)
B nmokymeHTax KOJIJIETHMAIBHBIX M COBEMIATEIBHBIX OpraHax OT TPEThEro JIMIa €IWHCTBEHHOTO
yucia: («coOpaHue... permso)
TexcT mpoTOoKoNa W3MAraercs OT TPEThEero JIMIAa MHOXXECTBEHHOTO 4YHCcla («CIylIanmy,
«BBICTYIIHAIINY, «IIOCTAHOBUIINY, «PEIIHIIN),
B CcOBMECTHBIX JOKYMEHTax TEKCT H3JIaraloT OT TMEpPBOT0 JMIa MHOXXECTBEHHOTO YHCTA!
(«TIpHUKa3bIBAEMY, «PELIUIIN).
B nenoBbIX (caykeOHBIX) NUCHMAaX UCIIOJB3YIOTCA (QOPMBI U3JI0KEHHUS:

e OT TIEPBOrO JIMIIA MHOXXECTBEHHOTO 4HCIA («IPOCHM HANpPAaBHTH», IPEICTABIsSEM Ha

paccMOTpEHHE»);

e OT TpeThero JMua eauHcTBeHHOro uucna («Aamunuctpanus OV Illkoma Ne 1238 ne
BO3PAXKACTY);

e OT IMEpBOrO JIMIA EIWHCTBEHHOTO 4YHCHAa («CUNUTAI0 HEOOXOOUMBIM», «IIPEJIararo
paccMoTpeTHY).

[Ipu ynotpebneHuu B TeKCTe (paMUINI JIMI MTHULIMAJIBI YKA3bIBAIOTCS MOciie (haMUIIHH.
B nenoBbIx (cly:keOHBIX) MUCbMax MOTYT UCTIOJIB30BAThCS:
e BCTYIUTEIHHOE OOpaIICHHE:
Veaoicaemwiii 2cocnooun Heanog!
Yeaowcaemas cocnooca [lemposa!
Yeaowcaemviti Huxonati Ilempoeuu!
Yeaorcaemasn Onvea Huxonaegna!
Veaocaemvie 2ocnooa!

B oOpamiennn 1Mo MTODKHOCTH HAUMEHOBAHHME JOJDKHOCTH THILIETCS C MPOMHCHONW OYKBBI, B
oOparnieHuu 1o paMuIMH MHUITHAIBI JTUIA HE YKa3bIBAIOTCS.

e 3aKJIIOYUTENbHAS ITUKETHas (pasa:
C yeaoicenuem, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCS, HaulHasi CO BTOPOTO JIMCTA JOKYMEHTa apaOckuMu 1udpamu
IIOCEPEIUHE BEPXHETO IOJIA.



Tekct AOKYMCHTa OTACIACTCA OT 3arojioBKa ABYMS HIIM TPEMS MEKAYCTPOUYHBIMU HHTCPBAJIaMU
HCIIOJIb3YCMBIMH B TCKCTC.

24. OTMETKA O MPUI0KEHUH

OTMeTKa O MPUIIOKEHHH HCIONB3YeTCs TpH OGOPMIICHHH IHCEM W TPWIOKCHUH K IUIaHaM,
porpaMmMam, OT4€TaMm, MOJIO0KEHUSIM, PaBUJIaM, HHCTPYKLMSIM U IPYTUM

JIOKYMEHTaM.

B mucbMax oTMeTKa 0 MpUIIOKeHUH 0(OPMIISETCS TOJI TEKCTOM MUChMa Ha paccTosHuu 1,25 cM oT
TPaHMIIBI JIEBOTO ToJiA. Eciiu mpuiio’keHre Ha3BaHO B TEKCTE MHChMa, B OTMETKE O MPHIOKEHUHU
YKa3bIBA€TCS KOJIMYECTBO JUCTOB M KOJIMYECTBO HK3EMIUISIPOB MPUIIOKEHHUSI, HATIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

[Ipy HamMYUU HECKOJBKUX TPUIOKEHHM, B OTMETKE O MPWIOKEHUH OHH HYMEPYIOTCH,
YKa3bIBAlOTCA HAMMEHOBAHUS KaXJIOTO TMPUIOKEHHS, KOJIWYECTBO JIUCTOB M KOJIUYECTBO
AK3EMILISIPOB, HAIPUMED:

Ipunoxcenue:
1. Inan-epaghux ... na 3 1. 6 2 3x3.
2. Cnpasra o noomeepaicoenuu pakma ooyyenus... na 1 1. 8 1 3x3.

Ecnu npunoxxenus cOponmopoBaHbl, TO KOJIMYECTBO JIMCTOB HE yKa3biBaeTcs. Ecnu mpuioxxeHue
HAMpPaBIAIOT HE BO BCE YKa3aHHbIE B JOKYMEHTE aJipeca, TO OTMETKY O €r0 Halu4uu OGOPMISIOT
CJIeIyIoIIUM 00pa3oM, HallpuMep:

Ipunooicenue: na 3 n1. 6 1 3x3. monvKo 6 nepawiil aopec.

Ha npunoxeHusx K npaBuiaaMm, MHCTPYKLMSIM, MOJIOKEHUSM, IJIaHaM, [IporpaMMam, J10roBopaM U
JAPYTUM JTIOKyMEHTaM OTMETKa O NPHJIOKEHUH MPOCTABISETCS HA MEPBOM JIMCTE MPUIIOKEHUS B
[IpaBOM BEPXHEM YTIIy.

Ecnu npunoxxenue oaHO, OHO HE Hymepyercsa. Eciu npuiiokeHui HECKOJbKO, OHU HYMEPYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre nokymeHTa Ipu NEPBOM YIIOMUHAHUM JOKYMEHTA-IPUIOKEHHUS B CKOOKaX YKa3bIBaeTCs:
... (mpunoxenue) win ... (IpuioxeHue 1); mepea HOMEPOM MPHIOKEHHUS TOMYCKAeTCs CTaBHUTh
3HaK HOMepa: ... (mpusoxxenue N 2);

B oTmeTKke 0 MpUIIOKEHNU YKa3bIBA€TCs HaMMEHOBAaHHME BUJA OCHOBHOI'O JIOKYMEHTa, €ro Jara U
HOMeEp, HalpuMep:

Ipunooicenue N° 2 k npukazy MOY COILLI Ilocenvss om 01.09.2020 Ne 67 "

Ecnu nmpunokeHreM K JOKYMEHTY (Hampumep, K IpuKa3y) SBISETCS yTBEP)KIAeMbI JTOKYMEHT,
(nonoxeHue, MmpaBwila, UHCTPYKLMS, PErVIAMEHT U JIp.) B BEPXHEM IIPaBOM YIJIy IMPOCTaBISAETCS
OTMETKA O MPUJIOKEHUH, HUXKE — IPU] YyTBEPKICHUS, HAIPUMED:

Ilpunoscenue
YTBEPK/I[EHO
npuxaszom MOY COLL Ilocenvs om 01.09.2020 Ne 67

Bun u pasmep mpudra pekBusura "OTMETKa O NMPUIOKESHUH" NTOHKEH COOTBETCTBOBATH BUIY M
pasMepy mpudTa TeKCTa TOKYMEHTA.



25. I'pud corjiacoBaHus JIOKYMEHTA

I'pud cormacoBanusi JOKYMEHTa UCTIONB3YETCSI IPU COTJIACOBAHUM JOKYMEHTA C OpraHaMH BJIAacTH,
OpraHu3alusiMi WIK JOKHOCTHBIMU Junamu. OH coctout u3 cioBa “COI'JTACOBAHO”,
AOJDKHOCTU JIMId, KOTOPBIM COIJIaCOBAH OJOKYMCHT (BKJIIO‘Ia}I HaAaNUMCHOBAHUC OpPI aHI/I3aLII/II/I),
JTUYHOM MOIUCH, pacii(PpOBKH MOANMCH (MHUIIUATIOB, (PaMUIIMHN) U JaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO
Jupexmop MOY Ilxona
HU.H. Heanos
01.12.2017

I'pud cormacoBaHusl B 3aBUCHMOCTH OT BHJA JOKYMEHTA M 0COOEHHOCTEN €ro 0(hOpMIIEHUS MOKET
MPOCTABIATLC:

e HA TEPBOM JIUCTE JOKYMEHTA (€CIH JOKYMEHT UMEET TUTYJBHBIA JUCT, - Ha TUTYJIHLHOM
JIUCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEpKIACHHUS WU I0J HAUMECHOBAaHHEM
JOKyMEHTa OJIMKE K HIDKHEMY TIOJTIO);

e Ha IMOCJIEIHEM JINCTE JOKYMEHTA TOJl TEKCTOM;

e HA JIUCTE COTVIACOBAHUS, SBJISIOIIEMCSI HEOTHEMIIEMOMN YaCThIO JOKYMEHTA.

BremHee coryacoBaHME TakKe MOXKET OBITh OCYIIECTBJICHO IPYTrUM JOKYMEHTOM - THCBMOM,
MIPOTOKOJIOM, TTPHKA30M.
[Tpumep:

COI'JIACOBAHO npukazom /][O2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MPOEKTA JOKyMEHTa 0(hOPMIISICTCS BU30M.

Buza mpocraBnsercs cOOCTBEHHOPYYHO JIMIIOM, BH3UPYIOLIUM JOKYMEHT, U BKIIOYaeT B cels
HAUMEHOBAHHME JOJKHOCTH BH3UPYIOIIETO, €r0 JIMYHYIO IOANKCh, PACIU(POBKY TOIIUCU
(vHMLIMATBL, (AMUIIHIO) U JATY.

[Ipumep:

3amecmumensv oupekmopa
U.0. ©amunus
03.04.2020

JlomyckaeTcsi NOJAMCTHOE BU3MPOBAHKE JOKYMEHTA U €ro IPUIIOKEHUH.

IIpy HamuuuM 3amMedaHuii, JOINOJHEHUWH K NPOEKTy JOKyMEHTa BH3a JOIOJIHAETCA
COOTBETCTBYIOILIUM yKa3aHUEM.

JUid 1OKyMeHTa, NOJJIMHHUK KOTOpPOrO OTIpPABISIOT W3 IIKOJbI, BHU3bl IPOCTABIAIOTCA Ha
9K3EeMIUISIpaxX JOKYMEHTOB, IOMEIIAEMBbIX B JIEJI0.

JUid 1OKyMeHTa, OUIMHHUK KOTOPOT'0 OCTAETCS B IIKOJIE, BU3bl COINIACOBAHUS IIPOCTABIISIOTCS Ha
000poTe MOCJIEHEr0 JMCTa MOAJMHHUKA JOKYMEHTa MM Ha IOCIEJHEM JIHMCTE JOKyMEHTa IO0J
MIOJNIUCHIO.

27. llonnuck

[lonmuce BKIIOYAeT: HAaWMEHOBaHWE JOJDKHOCTH JIMIA, TMOAMMCABILErO JIOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOAMNHKCH; pACIIM(PPOBKY MOANUCH (MHUIUAIBI, (haMuITus):

[Tpumep:

Jlupexmop nuunas noonuce U.0. Pamunus



Eciu nmokyment odopmieH He Ha OnaHke, B HaWUMEHOBaHUE JOJKHOCTH BKIFOYAETCS
HaMEHOBaHHE 00111e00pa30BaTEILHON OpraHu3auu (IMOJIHOE Ha3BaHHWE IIKObI). JlomyckaeTcs B
pekBusute "llognuce MOKHOCTHOrO auna" IEHTPUPOBATH HAMMEHOBAHUE JOJKHOCTH JIMIIA,
MOAMMCABIIETO JOKYMEHT, OTHOCUTEJIPHO CaMOW JUTMHHOM CTPOKH.

[Ipu moamwicaHuu JOKYMEHTa HECKOJBKUMHU JODKHOCTHBIMH JIMIIAMHU PAa3HBIX JOJHKHOCTEH HX
MOAMMUCH PACIoJiaraloT OAHY IOJ JAPYrod B TOCIEI0BATEILHOCTH, COOTBETCTBYIOUIEH HepapXuu
3aHMMaeMOM JOJDKHOCTH.

[Tpumep:

Jlupexmop nuunas noonucev 1.0.D.
3amecmumens oupekmopa nuunas noonucs U.0.D.

IIpy noanucaHuyM JOKYMEHTAa HECKOJBKMMM JIMI[AMH PaBHBIX JOJDKHOCTEH MX MOANUCHU
pacrnosiaratoT Ha OIHOM YpOBHE.

B nokxyMeHTax, COCTaBJIIEHHBIX KOMUCCHEN, YKa3bIBAETCSI CTATyC JIUIA B COCTABE KOMHCCHHU:
IIPOCTABJICHUEM KOCOM 4YepThl Iepe]] HaUMEHOBAaHMEM JIOJDKHOCTH ([I00aBIIATh Kakue- JIMOO
IIPUCTABKH).

Ecnu nupexkTtop WiauM HHOE YINOJHOMOYEHHOE Ha NOJNUCAaHUE JOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYeT (OTIIyCK, O0OJ€3Hb, KOMaHIMPOBKA) MM [JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
MOJANUCHIBAET  COTPYAHUK,  YIOJHOMOYEHHBIH Ha  IOANKWCAHWE B  COOTBETCTBUU  C
pacnopsaIUTEIbHbIM JTOKYMEHTOM WIIM HAJEJIEHHBI MOJTHOMOYHUSIMH, YCTAaHOBJICHHBIMH MPHUKA30M
1KoJibl uiy yupeautens (J{OrM), ¢ ykazanuem cBoel JOKHOCTH U MTOJIHOMOYHS, HAIIPUMED:

3amecmumens oupekmopa noonuce U.0. Qamunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucsy U.0. amunus
WIH

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

PexBuzut "llognuchk JTOKHOCTHOTO JHUIA" MOXET OBITH O(OpPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEeHTa (Hampumep, MpU HAMHCAHUM CIYXEOHON 3amucku 0e3 MpPUMEHEHUs] TEeXHHUYECKHX
cpeacTB) 1u60 0(hOPMIICH C UCTIONH30BAHUEM TEXHUYECKUX CPEICTB.

B cayusae odopmuenus pexBuszura "llogmuch JOMKHOCTHOrO JuUIa" € HUCHOJIb30BaHHUEM
TeXHUYECKUX CPEACTB BUJ M pa3Mep mpudTa yKazaHHOTO PEKBH3WUTAa HE MOXKET OTIUYATHCS OT
BUJA ¥ pa3Mepa mpudTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzut "llognmuck mMODKHOCTHOTO JHIA" OTAEISETCS OT TEKCTa TPeMsl WM YeThIPbMs
OJIMHAPHBIMU MEXAYCTPOUYHBIMU UHTEPBaJIaMHU.

28. [leyaTh

[leyatp sBisieTcst cocoOOM MOATBEPKACHUSA MOJUIMHHOCTH MOJNUCH JOHKHOCTHOTO JIMIA Ha
nokymenre. Ileyatb cTaBUTCA Ha JOKYMEHTaX B CIy4asx, MPEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMH HOPMATHUBHBIMU MPABOBBIMU aKTAMH.

[leuaTh cTaBUTCA Ha CBOOOJHOM OT TEKCTAa MECTE, IPU ITOM OTTHCK I€YaTH HE 3aXBaTHIBACT
JUYHON MOJIMUCH JOJHKHOCTHOTO JIMIA MOJIMKCABLIETO AOKYMEHT, WJIM B MecTe, 0003HaUYE€HHOM
«MII» («Mecto meuatuy).

B nokymeHnTax, moAroToBJIE€HHBIX Ha OCHOBE YHU(PHUIIMPOBAHHBIX (OPM, Ie4aTh CTABUTCS B MECTE,
o0o03HaueHHOM oTMeTKO# "MII" unu uHbIM 00pa3oM.



29. OTMeTKa 00 MCIOJIHHUTEIIE

OtmeTka 00 HCHONHUTENE (aBTOpE) MOKYMEHTa MPOCTABISETCS HA MUChMax INKOIBI B JIEBOM
HIDKHEM YTJTY JIMIIEBOW CTOPOHBI IMOCIEAHETO JTUCTA JOKYMEHTA OT TPAHUIIbI JICBOTO TOJIS WITH, TIPH
OTCYTCTBHH MECTa, - Ha OOOPOTHON CTOPOHE BHU3Y CIIEBa.

OtMmeTka BKJIHOYAET (aMUIIUIO, UMS, OTYECTBO HCIIOJHUTEISI U HOMEpP ero TeiedoHa, a TaKKe
OTMETKa 00 WCIOJHHUTENE MOXKET JOMOITHATHCS HAaUMEHOBAaHUEM TOJKHOCTH U DIEKTPOHHBIM
a7IPECcOM HCIIOTHUTEIIA.

IIpumep:

Usanoe Uean Heanoeuu, cneyuanucm no oxpare mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBSPECHUM KOITUH

JI1st mOATBEPKJAEHUS COOTBETCTBUS KONMUU (BBIMUCKHU M3 JJOKYMEHTA) MOJJIMHHUKY JTOKYMEHTa Ha
MOCJICTHEM JIUCTE KOMUM (BBIMMCKUA M3 JIOKyMeHTa) moj pekBuzuToM "lloamucek" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUH KOTTHI.

OTMeTKa O 3aBEpEeHHMM KOIMUM BKIIIOYAET: CJIOBO «BepHO», HanMMeHOBaHWE IOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOIHWIO, COOCTBEHHOPYYHYIO TOJIHUCH, PACIIU(POBKY TMOAMKHCH (MHULIUAIBI,
(haMHITHIO), ATy 3aBEPEHUS KOITUH JJOKYMEHTA.

PexkBu3utr «OTMETKa O 3aBEpPEHHH KOIUK» MOXET OBITh OQOpPMIICHA OT PYKH WIU C
HCIIOJIF30BaHUEM IIITAMIIA.

Jonyckaercst 3aBepsATh Ka)Iblil JIUCT MHOIOCTPAHUYHOM KOIUH IOKYMEHTA.

31. OTMEeTKa O MOCTYIIEHWH JOKYMEHTA

OTMeTKa O TOCTYIUIEHUM JOKYMEHTa COJIEPIKHUT BXOISIIMIA pPErruCcTPAllMOHHBIM HOMEp W JaTy
MOCTYIUICHUsT JOKyMeHTa. JlomyckaeTrcs yKa3aHHE 4YacOB M MHHYT TOCTYIUICHUS JOKYMEHTa C
3aBepCHHEM TOANKCIMHU 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa O IOCTYIUICHUH JTOKYMEHTA MOXKET IMPOCTABIISTHCS C HCITOJIb30BAHUEM IITAMIIA.

32. Pe3omronus
Pe3omtonust cogepUT ykazaHue MO HCIONMHEHHUIO JokyMeHTa. OHa odopmisieTcss Ha CBOOOAHOM

MecTe paboUero mosist JOKYMEHTA.

Pe3omronus Bkirouaet B ce0si: paMUIINI0, MHUIMAIBI UCTIONHUTENS (MCTIOTHHUTEIEH ), IIOpyYCHHUE 110
JTOKYMEHTY, HOAIICH aBTOPa PE30JTIOLUH U ATy OpOPMIICHUS PE30ITIOLHH.

Pe3omnonys, Mo yCMOTPEHHUIO JIMIA, AAIOUIETO MMOPYYEHUE, MOKET BKIIOYATh B ce0sl Takke CPOK
HCIIOJIHCHUA JOKYMCHTA.
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