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INOJIOKEHHUE
O AEJIOITPOU3BOACTBE MBOY «COIMI Ne2 UM.
I'EPOSI COBETCKOI'O COIO3A
B.l. KOHSIXWHA CT. APXOHCKAS»



HNucTpykuus

10 1eJIONPOU3BOACTBY
1. O0mme noJ10KeHNs
1.1. Hacrosimass MHCTpyKIUsST 110 AETONPOU3BOACTBY B IIKOJE pa3paboTaHa B COOTBETCTBHH C
denepanbHBIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit @enepanuu" ¢
m3MeHeHussMu Ha 29 npexabps 2022 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHmapToB IO
uHpopManuy, OMOTMOTEUHOMY M HU3JATEIbCKOMY neny, «OpraHu3alliOHHO-PAcTIOPSIUTEIbHAS
nokymeHTanus. TpeboBanus kK 0OPMIICHHIO TOKYMEHTOBY, a Takxke Ycraom MBOY «COI Ne2
uM. I'epos Coserckoro Coroza B. JI. Konsxuna cr. ApXOHCKas» U JAPYrMMU HOPMaTHUBHBIMU
mpaBoBbIMU  akTamMu  Poccuiickoit ~ ®egepanuu, — perIaMEHTUPYIOLIUMHU  JIESITEIbHOCTH
00111€00pa30BaTENLHBIX OpPraHU3aIHHA.
1.2. Jlannas MHCTpYKIUS O NETOMPOM3BOJACTBY B IKoie (nmaiee - MHCTpyknus) oOo3HavaeT
MpaBWwia TOJITOTOBKA M OQOPMIICHHS JIOKYMEHTOB B OO0IIE0Opa3oBaTeIbHONW OpraHHU3aIlNH,
OTIpesieNIsieT CTaHAaPThl OPOPMIICHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABJICHUS IPUKA30B,
MOJIOKEHUI MHCTPYKLUH, a TaK)Ke perjaMeHTHpyeT (OPMHUPOBAHME /1€ U MX TEKyIlee XpaHeHHe,
MOATOTOBKY JOKYMEHTOB W JeNl K IepeJadye Ha apXUBHOE XpaHEHHE B 0O0IIeo0pa3oBaTenbHOU
OpraHu3aIyHu.
1.3. MHCTpYKIMS TIO AETOMPON3BOACTBY pa3paboTaHa B IENSIX YCTAaHOBICHUS SIUHBIX TPEeOOBaHUH
K TOJATOTOBKE, 00pa0OTKe, XpaHEHUI0 M HCIOJIB30BAHUIO OOPa3yIOIIUXCS B ACSITEIbHOCTU
001eo0pa3oBaTeIbHOM OpraHW3allid W TOCTYNAIOMMX B MIKOJAY JOKYMEHTOB, a TaKkKe
COBEpIICHCTBOBAHUS U TMOBBIIICHUA 3(()EKTUBHOCTU [EJIONMPOU3BOJICTBA 00IIe00pa3oBaTeIbHON
OpTaHU3aIH.
1.4. Tlonoxenus WHCTpyKIMH paclpOCTPaHSIOTCS Ha OpraHu3anuio paboThl € JAOKYMEHTaMu
HE3aBUCHMO OT BHJA HOCUTENs, B TOM WYHCIE C OJJIEKTPOHHBIMU JOKYMEHTAaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIMH C
MTOMOIIBI0 HHPOPMAITMOHHBIX TEXHOJIOTHIA.
1.5. Opranuzanuio, METOIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEIONPOU3BOJCTBA U
KOHTPOJIb 32 cOoOMIoAeHueM Hactosimeil MHCTpYKIMK B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIeTIOMPOU3BOICTBA.
1.6. IlpaBa u o00s3aHHOCTH pPAaOOTHHUKOB, OCYIIECTBISIOMMX paboOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  MOJApa3JelieHusx  oOmeo0pa3oBaTeIbHOM  OpraHu3allid,  yCTaHABIUBAIOTCS
JOJHDKHOCTHBIMH WHCTPYKIUSMHU WIH ITPUKA30M JUPEKTOPA.
1.7. Cenenusi, copepaiiuecss B JOKyMEHTaX, MOTYT OBITh HCIOJb30BaHBI TOJBKO B pabodmx
[ENISX B COOTBETCTBUH C IOJHOMOYHMSMHU COTPYIHHUKA, pabOTAIOMIEro ¢ JOKyMeHTamMHu. Pabora ¢
JOKYMEHTaMHU BHE TMOMEIICHMI IIKOJbl He NMomyckaercs. [Ipu yTpaTe HOKYMEHTOB MPOBOAUTCS
cirye0Hast TpoBepKa.
1.8. Ilpu yxome B OTmyCK, IepeBoje (NEpeMelieHuH) Mo padoTe WM B CIy4yae YBOJbHEHHS
COTPYAHUK O00s3aH TepenaTh BCE HAXOISIIUECS y HEr0 JIOKYMEHTHI WHOMY COTPYIHHKY,
OIpeIeIEHHOMY B COOTBETCTBUU C YKAa3aHHEM HEMOCPEJICTBEHHOTO PYKOBOJAUTEINS YBOJBHAEMOTO,
YXOJISIIETO B OTITYCK MJIM TIEPEBOIAIIETOCS (MIEPEMENIaeMoro) o padoTe COTPYIHUKA.
1.9. UncTpykuus o6si3aTenbHa Uit COOI0ICHUS BceMU pabOTHUKAMU MIKOJIbI. BHOBE MpUHSATHIEC HA
paboTy COTPYIHHKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJWT BEIEHHE JOKYMEHTAIINH, B
Te4eHHne TpEX pabouynx JHEH co JHS M3AaHUs MPUKa3a O HA3HAYEHUU Ha JOJKHOCThH JOJIKHBI OBITH
03HAaKOMJIEHBI ¢ HacTosAmen MHCTpyKmen o MoAnuch.

2. IlpaBujia noaAroToBKU U 0opMiIeHUsI TOKYMEHTOB

2.1. B [JeqaTenbHOCTH WIKOJBI CO3/Aa€TCd KOMIUIEKC OpIaHU3allMOHHO PacloOpsIUTENbHbBIX
JOKYMEHTOB: TPHUKAa3bl, MMOJIOKEHUS, TIPAaBUIIa, HHCTPYKIIMU, PETIAMEHTHI; IIPOTOKOJBI 3aceaHui
(coBemaTenbHbIX, KOOPAMHAIMOHHBIX, O3KCIEPTHBIX M Jp. OpPraHoB), AaKThl, AaHAIUTHYECKUE
CIpPaBKH, JOKJIAJHbIE U CIy)KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COIJIALICHUs), AeI0Bas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISAIOTCA U O(QOPMIIAIOTCS CHElMalIbHbIE JOKYMEHTHI,
CBSI3aHHBIE C  IUIAHUPOBaHMEM  OOpa30BaTEIbHOM  JEATENBHOCTM U OCYIIECTBICHUEM
XO3SIUCTBEHHBIX ~MEpPONPHUATHHA, BeJACHUEM Y4eOHO-TIeJarornyeckoro ydera, OpraHu3aluen
JIeJIONPOU3BOJICTBA 00111€00pa30BaTEIbHON OpraHn3auy, o0ecredeHneM OyXraaTepcKoro yyera.



2.2. JIokyMeHTBI MOTYT cO37aBaThCsi HAa OYMaXHOM HOCUTENIE U B DJIEKTPOHHOH (opme ¢
COOJIIO/ICHNEM YCTaHOBJICHHBIX MPaBUII O0GOPMIICHUS JOKyMEHTOB. [Ipu co3manum ITOKyMeHTa Ha
IBYX U OoJiee CTpaHHIIaX BTOPYIO U MOCIEIYIONINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHMIl IPOCTABISIOTCS TIOCEPEIMHE BEPXHETO IMOJIS TOKYMEHTA Ha PACCTOSIHUU HE
meHee 10 MM OT BepxHero kpas nucra. [lomyckaercsi co3/laHHe JOKYMEHTOB Ha JIMIIEBOM U
000POTHOM CTOpOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIMPHUHA JIEBOTO MO HA JIMIIEBOM CTOPOHE JTUCTa
Y TIPaBOTO IOJIsl HA 0OOPOTHOM CTOPOHE JIMCTA AOJKHBI OBITH PABHBI.

3. PekBH3UTHI JOKYMEHTOB
3.1. Jlnsg pekBU3UTOB JOKYMEHTOB, CO3JaBacMbIX B OOIIEOO0pa30BaTENbHONW OpTraHU3AIINH,
yCTaHABIIMBAIOTCS TpaBuia u TpedoBanus B cootBeTcTBUn ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OINPENEISAETCS €r0 BUIOM M Ha3HAUYCHUEM.
3.3. Ilpu moaroroBke u OQOPMICHHH JOKYMEHTOB B IIKOJE HCIOIB3YIOTCS CIEAYIOIINE
PEKBHU3UTHI:

e KOI GOPMBI IOKyMEHTA;

e HAMMEHOBAHHUE IIKOJIbI;

e CIIPaBOYHBIC JJAHHBIE O IIKOJIE;

e HAWMEHOBAHHE BUJA JIOKYMCHTA;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEp IOKYMCHTA;

e CCBUIKA Ha PETUCTPAIIMOHHBIA HOMED M ATy IOKYMEHTA,

e MECTO COCTABJICHHS (M3JaHUs1) JOKYMEHTA;

e ajpecar;

e Tpu( yTBEPKIACHUS JOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKa O MPUJIOKCHUH,

e Tpu( corimacoBaHus JOKYMEHTA;

e BU3a;

e TIOJIIHUCE;

e OTMETKa 00 AJIEKTPOHHOM TOIHUCH;

e TICYATH;

e OTMETKa 00 HCIIOJHUTEINE;

e OTMETKA O 3aBEPCHHUH KOITHH;

e OTMETKa O MOCTYIJICHUH IOKYMEHTA;

e PE3OIIONHSI.

4. BJIaHKHM JOKYMEHTOB
4.1. JIokyMeHTBI, co3/1aBaeMble B 00111€00pa30BaTeIbHON OpraHn3aluy, opopMIISIOTCS Ha OJlaHKax,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JincTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaOJMIIBI, CXEMBI, CMEThI) JIOMyCKaerca O(QOpMIATh C
ucnonb3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBISIOLIME BHYTPEHHIOIO
nepenucky, oQOpMIISIOTCS Ha CTAaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210x297 mm) 6e3
UCIOJIb30BAHUS OJIAHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, oopMIIeHHBIH Ha OjaHke uiau 0e3 Hero, J0JKeH MMETh MOJs He
MeEHee:

o 20 MM - meBog;

e 10 mm - paBoe;

e 20 MM - BepxHee;

e 20 MM - HIDKHEE.
4.3. JlokyMeHTBI JUInTeNnbHBIX (cBbime 10 JeT) cpoKOB XpaHEHUs JOJKHBI UMETH JIEBOE IOJIEe HE
MeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSEMBIX B IIKOJIE:

e 00mmii OJ1aHK;



e OJIaHK IMHCHMA;
e OJaHK KOHKPETHOTO BHAAa JOKyMeHTa (OJIaHK mpuka3a, OJaHK pacmopspDKeHUs, OJaHK
IIPOTOKOJIA U JIp.)
4.5. OOpa3npl pa3paOOTaHHBIX W TPUMEHSEMBIX B IIKOJE OJAHKOB IMO/JICKAT BKIIOUYCHHUIO B
WHCTPYKIIHIO 10 IETIONPOU3BOJICTBY 00II€00pa30BaTEIbHON OpraHU3aIH B KAYeCTBE MPHIIIOKEHUN
(mpunoxenue 3 Ha 3 nUCTax).

5. [Ipuka3spl

5.1. IlpukazamMu OQOPMIISIOTCS pPEUICHHUS IO OINEepPAaTHBHBIM, OPTraHU3AIMOHHBIM, Y4YeOHBIM,
KaJIpOBBIM (MpUIIOKEeHHE 2 Ha 9 TUCTaxX) U APYrUM BOIpocaM pabOoThl HIKOJIBI.

5.2. TIpoekTel MPHKA30B TOTOBSAT OTBETCTBEHHBIC HCIOJIHUTEIN HA OCHOBAHWUU MOPYYCHHUIH
JTUPEKTOpa, ero 3amectuteneil. [IpoekThl MPUKa30B MO JUYHOMY COCTAaBY TOTOBHUT CIEIUAIUCT IO
KaJpam.

5.3. B mprkasax TeKCT u3naraercs OT mepBoro juna eauacrennoro urncia («[IPUKA3BIBAIO»).
5.4. Tekct mpuKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTtupyromen (mpeamOynbl) u
pacnopsAUTEIbHOM.

5.5. B KoHCTarupyomel 4YacTH KpaTKO H3JIaraloTcsi IeNd H 3a1add, (GakTsl U COOBITHS,
MOCITYKUBILIME OCHOBAaHUEM Il M3JaHus npuka3za. OHa MOXKET HauMHAThCs ciaoBamu "B memsax",
"B coorBerctBun", "Bo ucnomnenue", u T.1. Eciu npukaz u3gaeTcs Ha OCHOBAHUU JIPYTOTO
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBAeTCsl HANMEHOBAHUE 3TOTO TOKYMEHTA, €ro Jara,
HOMEp U 3arosioBok. [IpeamOyna B mpoektax mpukaszo 3aBepiiaercs cioBom «[IPUKA3SBIBAO,
KOTOpOE [eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacmopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEUUCICHHE MPEIIICHIBAEMbIX JCHCTBUHA C
yKa3aHWEM WCIOJHUTENS KaXJO0ro JAEWCTBUA M, MPH HEOOXOIWMOCTH, CPOKOB HCIIOTHEHUS.
PacniopsiuTenbHas 4acTh JENUTCS Ha MYyHKTHl M HOJIYHKTBI, KOTOpPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT OBITh IEPEUUCIICHBI B OJHOM ITyHKTE.

5.7. B KkadecTBe HUCHOJHUTENEH YyKa3bIBAIOTCS 3aMECTUTENIM AUPEKTOpa, Mpelacedarenu Win
PYKOBOIUTENU paboUuuX rpymnn (KOMUCCHUIA).

5.8. Ecniu mpukas n3MeHsieT paHee U3JaHHbIN JTOKYMEHT (IIyHKTHI JOKYMEHTA), TO OJIMH U3 TyHKTOB
paclopsANTENbHON YaCTH TEKCTa TOJDKEH COIEPHKAaTh CChUIKY Ha M3MEHSEMbIN JOKYMEHT (ITyHKTBI
JIOKYMEHTA) C YKa3aHUEM €ro J1aThl, HOMEpa U 3arojoBKa.

5.9. Ecnu mpuka3 OTMEHSIeT ACHCTBHE paHee W3IaHHOTO JOKYMEHTa (IYHKTOB [IOKYMEHTa) C
OIIpeIeNIEHHONW JaThl, TO OJIMH U3 IIYHKTOB PAaCHOPSAIUTEIbHON YaCTU TEKCTa JOJKEH HAauWHAThCS
cinoBamu "IIpu3HaTe yTpaTMBIIMM CHIy...", lajee yKa3blBaTbCs JaTa, HOMEP U 3aroJIOBOK paHee
W3JIaHHOTO JTOKyMEHTa (IMyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCs €ro AeHCTBHE.
Ecnmu nmara He ykaszaHa, TO JeicTBUE paHee H3AAHHOTO JOKyMEHTa (IYHKTHI JIOKYMEHTa)
OTMEHSETCS C J1aThl M3/1aHUsl HOBOTO MTPHUKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JJaHUs, TO OJMH U3 IYHKTOB
pacropsiIUTENIbHON YacTH TEKCTa JOJKEH HayMHAThCs cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTa, HOMEp M 3ar0JIOBOK PaHEE U3JJAHHOTO TOKYMEHTA.

5.11. Ecnu mpuka3 mpenmnosiaraeTcs BBECTU B JIEHCTBUE HE C MOMEHTA €ro W3/1aHus, HE0OXOAUMO
yKa3aTb CpOK BBeJEHHMS ero B jeiictBue. IlocieqHuil MyHKT pacnopsaUTENbHOM YacTH MOXKET
COJIepKaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 33 UCIIOJHEHUEM
IIPHUKa3a.

5.13. Tlpuka3pl NOANKCHIBAIOTCA TOJBKO AMPEKTOPOM 0OIIE00pa30BaTEIbHON OpraHU3alUN WIIN
pabOTHHUKOM, UCTIOJHSIOLIIM €ro 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIeUeHUE CBOEBPEMEHHON U KAa4€CTBEHHOH MOATOTOBKH MPOEKTOB
MPUKA30B U MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH U OpTraHU3ALMsIMH HECYT
aBTOpBI ITPOEKTA MPHKa3a.

5.15. PerucrpannoHHble HOMEpa MPUCBAUBAIOTCA NpPUKa3aM MO MOPSJIKY HOMEpPOB B IMpejaenax
KaJIeHAapHOTO0 rojia.

5.16. Jlata peructpainuu npukasa sBIsSeTCs JaTOH ero Mo Am1ucaHusl.

6. IlpaBunJjia, No10KeHUs, HHCTPYKIUH



6.1. IIpaBuna — HOPMATHUBHBIM aKT, ONPEACIAIONIMNA MOPAJOK KAKOro-1u00 BUAA NESTEIbHOCTH,
YCTAHABJIMBAIOIINN WIH 3aNIPEINAIOIINN ONPEAEICHHOE TOBEICHNUE.

6.2. [TososxeHe — HOPMATUBHBIN aKT, AETAIBHO PErJaMeHTUPYIOIINUN TPABOBOM CTATyC, MOPSI0K
OpraHu3alK U NPOLENypY KaKOro-11u00 BUJIa 1EATEIbHOCTH.

6.3. MHCTpyKIIMSI — HOPMAaTHBHBIM aKT, M3JaBaeMblii B IENAX PA3bACHEHHUS M OINpPEIEICHUs
Hopsiika MPUMEHEHHs COOTBETCTBYIOLIET0 HOPMATUBHOI'O aKTa JMOO C LENbI0 YKa3aHHUsS HOPM O
Croc0o0ax BBIMOTHEHUS OTPEICIICHHBIX OMeparuil (IeicTBuil).

6.4. IlpaBuiia, NOJOXKEHUsI, MHCTPYKLIMM IPUHUMAIOTCA (B 3aBUCMMOCTH OT BHMJA JOKYMEHTA) Ha
VYnpasusromem coBete, 3acemaHusx [Ipodcoro3HOro KOMHTETa IIKOJIBI W yTBEPKAAIOTCA
JUPEKTOPOM.

6.5. IlopsmoK MOATOTOBKH MPOEKTOB IMPAaBHJI, MOJIOXKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
HOPSAAKY HOATOTOBKU IPOEKTOB IPUKa30B 00111€00pa30BaTeIbHOM OpraHu3aluHm.

6.6. TekcT mpoeKTa IMOJIOKEHHs, MPaBHJ, MHCTPYKLUMHU IeYaTaeTcss Ha YUCTOM JHCTEe Oymaru
dbopmata A4.

6.7. OTIMYUTENbHBIMU XapAKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, UHCTPYKIIMH SBIISTFOTCS:

e TOYHOCTb NPUMEHSAEMBIX (GOPMYIMPOBOK 0€3 UCIOIb30BaHUA CJIOB U MOHATHHA, UMEIOIIUX
MHO>KECTBEHHBIN CMBICI,

e HCIIOJIb30BAaHUE KOPOTKUX MPEAJIOKEHUH, OOIIENPUHATHIX BBIPAKEHUH M CBSI30K, IPH
HEOOXOMMOCTH - MPEIBAPUTEIBHOE ONPECICHIE UCTIOIb3yEMBIX MOHSATHH, COKpPAICHUH,
ab0peBuartyp;

e OINNMCAHHWE BCEX BO3MOXKHBIX BAapHUAHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapUaHTOB
JeWCTBUH, T.€. MOJHOTA MIPECTaBICHHs HH(OPMALIUH;

e CTPYKTYpPUPOBAHHOCTb TEKCTAa C IIE€JIbI0O JOCTHKEHHUS HaWIydlled MOCIe10BaTeIbHOCTH
U3JI0’KEHUS MaTepUaa;

e MUHUMH3AIHUSA TEKCTAa C IMOMOINBID MPUMEHEHHUs 0000mIeHnl (0030pOB MpeaoiaraeMbIX
JEHCTBUIT) U IPUMEHEHHUE MIEPEUHCIICHHH (3a/1a4, ITAIOB, YCIOBHHU H T.1I.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH M 00BbEeMa pa3padaThIBAEMBIX MPABUIL, TOJIOKECHHS, HHCTPYKIIUU
- TEKCT JOKYMEHTa JEJINTCS Ha TJaBbl, IIYHKTHl ¥ MOANYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hymepanus npousBoauTcs apadCKuMu uppamu.

7. IIpoToxoJ 3acenanus (CoBelIaHMS)

7.1. IIpoToKkosl — JOKYMEHT, B KOTOPOM (PUKCHUpYETCs XOA OOCYXJEHHUS BOIPOCOB U IMPHUHATHUS
pelIeHnii Ha COOpaHusX, COBEIIAHNAX, KOHPEPEHIUAX U 3aCEJaHUAX KOJUIETHAJIbHBIX OPraHoB.

7.2. Tlporokon 3acemaHusi (CoBellaHus) - (Hajngee - MPOTOKON) odopmisieTcs Ha YUCTOM JIMCTE
Oymaru popmara A4.

7.3. PexBU3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JBYX YacTeil: BBOJHOW M OCHOBHOM.

7.4. Bo BBOJHOM  4YaCTHM  YKAa3bIBAIOTCA  HWHUIHAAJIBI, bamunuun U JOKHOCTHU
IpeJceIaTeIbCTBYIOIIET0, CeKpeTaps, MPUCYTCTBOBABILNX HA 3aCE€AaHUU U, P HEOOXOIUMOCTH,
JIUI, TPUTTIAIIICHHBIX Ha 3ace/jaHue (COBEIIAHME).

7.5. BBojgHas uyacTb MNpOTOKOJA 3aKAaHYMBAETCS IEPEUYHEM PpPacCMAaTPUBAEMbIX BOIIPOCOB,
MIEPEYUCIICHHbIX B TOPSAKE UX 3HAYMMOCTHM C YyKa3aHUWEM JOKJIaJuuKa IO KaXJIOMYy
paccMaTpuBaeMoMy Bompocy. Borpocs! popmynupyrores ¢ npeasiorom "O" ("O6"), neuaTarorcs oT
IPaHULbI JIEBOTO MOJISI U HYMEPYIOTCSI apaOCKUMU LIUPpaMU.

7.6. OcHOBHas 4yacTh IMPOTOKOJA COCTOUT M3 Pa3fesioB, COOTBETCTBYIOLIUX pacCMaTpUBAEMbIM
BOIIPOCAM M UX HyMEpPAalUH.

7.7. TekcT mMpOTOKOJNA H3JIaraercsi OT TPEThEro JMIA MHOXecTBeHHoro uucia ("cimymanu",
"BpicTynuin", "nmocranoBuin”, "pemminn").

7.8. IIpoTOKOJ MOJIUCHIBAETCS JIMLIOM, IPECENaTeILCTBOBABIINM Ha 3aceJaHUM (COBEIIAHUM), U
ceKpeTapéM 3aceaHus (COBEIaHus).

7.9. Tlpu OTCYTCTBUM CEKpeTapsl 3acelaHus, B TOM 4YHUCIE IpH MPOBEIECHUH OIEPaTUBHBIX
COBEILAHUH, TOMYCKaeTCsl MOAMMCaHNe MPOTOKOJIA TOJIBKO MPEICEAATENbCTBYIOIINM.

7.10. Tekcr mpoTOKONA JOJDKEH OBITH MOATOTOBJIEH HE IMO3JHEE TPEX IHEH co JHA 3acelJaHus.
[IpoeKTbl  COOTBETCTBYIOIIMX MYHKTOB TMPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 3a IIOATOTOBKY.

7.11. Jlata mpOTOKOJIa TOKHA COOTBETCTBOBATH JTHIO MPOBEJICHHUS COBEIIAHUS (3aCeIaHmsl).



7.12. Komuu NpOTOKOJIOB pPacChUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHMU3ALUAM U JIODKHOCTHBIM
JUIIAM B COOTBETCTBUM C YKAa3aTeJIEM pAacChUIKM, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBemanus).

8. Iliian
8.1. [lmaH — MOKyMEHT, yCTaHABJIMBAOIIUI TePEUCHh HAMEUECHHBIX K BBIITOJTHEHHUIO MEPOTIPUSITHIA,
UX MOCTIeI0BATEIbHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJHUTEIICH.
8.2. Ilman odopmisiercs Ha nucre Oymarum Gopmata A4 ¢ HCHOJIB30BAaHUEM  CIICTYIOIIUX
PEKBU3UTOB:

e HaWMEHOBAHUE IIKOJIbI,

e Tpu] YTBEpKICHHS JOKYMEHTA;

e JlaTa IOKYMEHTA;

e PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAaWMEHOBAaHUWE BHJA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMCHTA;

e HAWMEHOBAHUE JIOJKHOCTH;

e TIOAIHUCH.
8.3. PexBu3ut — "Tekct qokymeHTta" opopmisieTcs B BUe TabIuIbI ¢ rpadamu:

e HOMEp IYHKTA IJIaHA;

e HAWMEHOBAaHWE MEPOIPUATHS;

e CPOK HCITOJTHCHHS,

e HCIIOJIHUTEIb;

e TIpUMECYAHUE.

9. Otyer
9.1. OTuer — MOKYMEHT, COJCPIKAIINI CBEJACHUS O Pe3yJbTaTax NESATEILHOCTH 32 OIpeIeIeHHBIN
NIepUOJT BPEMEHH, BBINOJIHEHUH MEPONPUATHIA, TOPYUYEHUH, 3aJaHUH, TIAaHOB.
9.2. Otuersl, MpenoCTaBIsIEMble B OpPTraHbl TOCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpTraHbI
TrOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUME  YCTAHOBJIIEHHYIO  IMPABOBBIMM  aKTaMu
TOCYJapCTBEHHBIX OPraHOB ()OPMY, CO3JAIOTCS MO0 YCTaHOBJIEHHON T'OCYJapCTBEHHBIMH OpraHaMHU
¢dopme U B OIpeeIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIAI0TCsI 110 MpaBHJIaM, YCTAaHOBJICHHBIM ISl CO3/1aHUS CITYKEOHBIX 3aITUCOK.
9.4. Otuersl odopmisitoTcs Ha JMCTe Oymarn ¢opmara A4 ¢ HCIOIB30BAaHHEM CIIEAYIOIINX
PEKBU3UTOB:

e HAMMEHOBAHMUE IIKOJIbI;

e Jara JOKYMEHTa;

e PETUCTPALMOHHBIA HOMEpP IOKYMEHTA;

e HAaMMEHOBAHME BHUJA IOKYMEHTA;

e 3arOJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPUJIOKEHUH (IIPU HAJUYUN);

e HAaMMEHOBAHME JOJDKHOCTH;

e TIOJIUCH.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JODKHO COJAEpPXKAThCA YKa3 Ha JEATENbHOCTb,
MEpOIPUATHE, BBIAHHOE IMOPYYEHHE, 3a/laHue, MYHKT IUIaHa, MOJAJIeKAllui BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHUHM, B TOM YHCIE€ C YyKa3aHHMEM Ha CcOOJIOJCHHWE WIM HapylleHHe
WCIOJIHUTENIbCKON  AMCUUIUIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIOJHEHHS M  Hajyiexaliee
npenocTaBieHue  MH(opMamuu,  HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCIIOJIHUTENSIMU (IIPH Y4aCTUU HECKOJIBKUX UCTIOTHUTENEH).

10. ITucs™mo
10.1. ITucbMa roTOBITCS KAK:
e  OTBETHI O BHITIOJTHCHHUH IMOPYYICHUN BBIIIECTOSIIIAX OPTaHOB MCIIOJTHUTEIHLHOM BIIACTH;



e OTBETHI Ha 3aIPOCHI OPTaHU3ANHI, TPEANPUATHIA U YACTHBIX JIUIL;
e VHUIMATHBHBIC HCHMA.
10.2. Cpoku MoArOTOBKH OTBETHBIX ITHCEM:

e C KOHKPETHOH AaTON MCIOJIHEHUS, YKa3aHHON B JOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHUM C pE3OJIOLUEH JUpPEKTOpa W €ro 3aMecTHTe]Ied Ha OCHOBAaHHUH
YCTaHOBJICHHBIX CPOKOB HCIHOJHEHHS IOPYYEHHUH, 3alpocoB WIHM IO PEIICHHUIO aBTOPa
PE30ITIOIUH.

10.3. TekcThl OTBETHBIX MUCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHHSM, 3a)MKCHPOBAaHHBIM B
pesomtorun. CpoKH MOATOTOBKM MHUIIMATHBHBIX MHCEM OINPEACISIOTCS CaMOCTOSATEIIEHO aBTOPOM
IPOEKTa MHChMa ¢ y4ETOM HEOOXOMMOCTH PEIICHHS KOHKPETHBIX 3a/a4d M (WJIM) B COOTBETCTBHU C
TpeOOBaHUSAMH 3aKOHOIATENILCTBA, TOPYUCHUSAMHU HETTOCPEICTBEHHOTO PYKOBOAUTEIIS.

10.4. Tlucema meuaTaroTcs Ha OlaHKe MUChbMa 0OIIE0Opa30BATENIbHONW OpPraHM3aIlid C YIJIOBBIM
pacroyio’KeHNEM PEKBU3UTOB.

10.5. JlomosHWTENbHO K pEKBU3UTAM OJIaHKa MHUChbMa TPU OGOPMIICHHMH TIMCEM B IIIKOJIC
UCTIOJB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e 3ar0JIOBOK K TEKCTY;

e TEKCT JOKYMEHTa,

e OTMETKa O MPUJIOKEHUH;

e BH3a;

e  TIOAIHCH.

e OTMETKa 00 MCITOJHUTEIIE.

10.6. IIpu odopmiieHun nuckMa Ha IBYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCSI TOCEPEANHE BEPXHETO MOJIS JIUCTa apaOCKUMH LUPPAMH.

10.7. [lucpma MOMUCHIBACT JUPEKTOP MU PAOOTHHUKH, YIIOJTHOMOYEHHBIC TIPUKA30M.

10.8. Ciy>xeOHble 3aIIUCKU

10.9. B mensix ocCymIecTBICHUS B3aUMOJCHCTBUS MEXKIY COTPYAHHKAMU B paMKaxX BHYTPEHHETO
JOKYMEHTOO00pOTa B IKOJIE IPUMEHSIOTCS CiTy>KeOHbIe 3anmucku. Ciry)keOHbIe 3aIMCKH SBIISIOTCS
CTIPaBOYHO-MH(POPMALMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3aIlHCOK  SBIISIOTCS
COTPYJHHMKH 00I11e00pa30BaTeIbHOM OpraHu3alny.

10.10. CuyxebHas 3amucKa MOXKET COCTABIATHCS 10 YKa3aHUIO PYKOBOJICTBA WIIM 110 WHUIIMATHBE
KOHKPETHOTO COTPY/THHKA.

10.11. Ilpu odopmiiennu cayxeOHOM 3aMCKU 0O(GOPMIIIIOTCS CIIEAYIONINE PEKBU3UTHI:

e ajpecar;

e J1aTa IOKYMEHTA;

e HAaWMEHOBaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HAUMEHOBaHUE JIOJHKHOCTH;

e TIOAIHCE.

10.12. CnyxeOHble 3alMCKH MOTYT CO3/1aBaThCsl HA OYMa)KHOM HoOcUTeNle U (WIM) B JIEKTPOHHOM

dbopwme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTh BBAAETCA COTPYAHUKAM IIKOIBI W odopmisercs Mo MpaBHIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpyknumeil s mucem, ¢ y4éroM TpeOOBaHUM TIpaskJaHCKOTO
3akoHozarenbeTBa Poccniickor denepanviu U HaCTOALLETO pasiena.

11.2. TIpoekT JOBEPEHHOCTH TOJATOTABIMBACTCS W BH3UPYETCS COTPYIHHKOM, KOTOPOMY
JIOBEpEHHOCTh OYyJeT BbIJaHa, IMOCIE 4Yero mnepenaércs B KaHLESAPUIO ISl HampaBleHUS Ha
MOJIITACAHUE.

11.3. [loBepeHHOCTh TMOAMHUCHIBAECTCS JTUPEKTOPOM WM JHUIIOM, OCYIIECTBISIIONIUM €r0
MTOJTHOMOYHST (MCTIOJTHSIFOIIIUM OOSI3aHHOCTH), W CKPEIUIAETCS Te4aThio 00Ieo0pa3oBaTeIbHOM
OpraHu3alyu.



12. ToroBopbl, coryameHusi, KOHTPAKTHI

12.1. JIoroBopsl, CoTJalieHus, KOHTPAKTHI (Hajiee - JOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUHU
¢ TpeOOBaHUAMHU T'PAXIAHCKOTO, TPYI0BOT0, OI0JKETHOTO U MHOTO 3aKOHOaTeNbCTBa Poccuiickoit
®denepanviv, B 3aBUCUMOCTH OT DPETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUN U 00s3aTENIbCTB
CTOpOH.

12.2. TIpoekT moroBOpa TMOATOTABIMBACTCA OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPaBISIONIMM) C Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAayeCTBEHHOTO OO0eCTedYeHus
WCIIOJIHEHUS] CBOUX MOJTHOMOYMH (00s3aHHOCTEH, (PYHKINI), TOTHOMOYKHN IIKOJIBI B LIETIOM.

12.3. Tlpoekt 10roBopa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAKTHBIM
YIPABJISIOUIMM) COBMECTHO CO CHEIHATUCTOM, K (PYHKIHSIM (IIOJIHOMOYHUSIM) KOTOPOTO OTHOCUTCS
pelIeHre BOMPOCOB, SBISAIOMIMXCS MPEIMETOM JIOTOBOPA, MIM WHBIM COTPYAHUKOM IO MPSIMOMY
yKa3aHUIO TUPEKTOopa 001eo0pa3zoBaTesIbHON OpraHu3aluy.

12.4. HeobOxomumasi JUIsi IOJTOTOBKHU MTPOEKTA TOTOBOpa MH(OpManus cOOMpaeTCcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAIKE paboyero B3aWMOJACUCTBUS C YYETOM IMpaBui,
YCTaHOBJICHHBIX HacTosAwwend NHCTpyKIuen.

13. IlpuHIMNIBI OPraHU3aUMU JOKYMEHT0000poTA

13.1. B 10KyMEeHTOOOOpOTE BBIACIAIOTCA CIEAYIOIIME JOKYMEHTONOTOKH: IOCTYIAIoIas
JIOKyMeHTaust  (BXomsiasi), OTIpaBisieMas  JOKyMeHTauus  (MCXOZsiias), BHYTPEHHSSI
JTOKYMEHTAIHSL.

13.1. B cocraBe BxoAfmlell M HCXOAAIIEH MOKYMEHTAlMM MOTYT BBIICISTHCS JOKYMEHTHI,
MOCTYMUBIIME M3 BBIIICCTOANINX, MOAPSIHBIX, MEIUIUHCKUX M JPYTUX OpTaHU3alfii, OpraHOB
MECTHOT'O CaMOYIIpaBJIeHUs, 0OpallleHus Tpax/iaH.

13.3. OOpamenusi rpaxaaH pPErucTpUPYIOTCS W (HOPMUPYIOTCS B Jela OTAEIBHO OT JIPYTHX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aI1H.

13.4. B mxone mocTaBKa M OTIpPaBKa JTOKYMEHTOB OCYIIECTBIISIETCS CPEICTBAMH TTOYTOBOW CBSI3H,
ANEKTPOHHOU CBSI3H, a TaKXe IO CHCTEME AJIEKTPOHHOro JTOoKymMeHTooOopoTa (manee - CO/). C
MIOMOIIIBIO TIOYTOBOM CBS3M B 0O0IIC00pA30BATEIbHYIO OPTaHMU3ALMIO JIOCTABISIETCS MHUChbMEHHAsS
KOPPECHOH/ICHITUSI B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUeK, OaHIEposel u
MEJIKHX TTaKETOB, a TAK)KE TICUaTHBIC U3/IaHMs.

14. llepBuyHas 00padoTKAa MOCTYNAKOIIMX JOKYMEHTOB
14.1. JlokyMeHThI, IOCTyMaollMe B IIKOJy, IEpPENaloTCs Ha PErUucTpallio CeKpeTapro
0011e00pa30BaTEIbHOM OPraHMU3alMU M MPOXOIAT MEPBUYHYI0 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU MOCTYIUIEHWHU B HepaOouee BpeMsl - Ha cieyroluil pabounii aeHs. [Ipu nepBuuHoii 00paboTke
JIOKYMEHTOB IPOBEPSETCS NMPaBUWIBHOCTh ajpecoBaHus. OMMOOYHO MOCTYNMBIIHME JTOKYMEHTBHI
MIEPECHUIAIOTCSA 1O MPUHAIEKHOCTH WM BO3BPAILAIOTCS OTIPABUTENIO.
14.2. lokymeHTHI, mocTynuBime ¢ otMetkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKy M JOKJIAIBIBAIOTCSA AUPEKTOPY WIN B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA MO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. TlocTynuBiMe TeaerpaMMbl IPUHUMAIOTCS MO MOJNKMCH C MIPOCTABICHUEM JIaThl M BPEMEHHU
IIpHeMa, PETUCTPUPYIOTCS 110 TEM XK€ MpaBUiIaM, YTO U MUChMa.
14.4. DnekTpoHHBIE COOOILIEHUS, aPECOBaHHbIC JUPEKTOPY WM HAINPaBIEHHbIE B aJpec MIKOJbI,
pacreyaThIBalOTCs U JAOKJIAAbIBAIOTCS JTUPEKTOPY WM B CIyyae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpA.
14.5. DneKkTpoHHbBIE COOOIIEHNUS, 3aBEPEHHBIE 3JIEKTPOHHOW MOJNHUCHIO, MoAsexkar o0paboTKe 1o
IpaBUJIaM, IPEAYCMOTPEHHBIM JJIs TOCTYyHaroIel (BXoas1el) TOKyMEHTallH.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPAcHpeleNnsieTcss Ha PETUCTPUPYEMble W He
MO/IJIEKAIUE PErUCTPALIUU TIOKYMEHTBI.
14.7. He moayiexxat perucTpaiuu:

e IIPUIJIACUTEIBbHBIE, I03IPABUTENIBHBIE INCbMA U TEJIETPAMMBI;

e OWICTHI,

e IUIAHBI ¥ IPOrPAMMBbI CEMUHAPOB, KOH(EPEHIUH U APYrUX MOJOOHBIX MEPOIPUSATHIA;

e JIOKYMEHThl N0 OyXrajaTepcKoMy yuyeTy, MaTepualbHO-TEXHHMYECKOMY OOEeCHeueHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JJOKYMEHTBI, TOCTYHAaroIue 0e3 CONpOBOAUTENIBHOTO MUChMA;
e pEKJIaMHbIE, KOMMEpUECKHE MPEAJI0KEHUs, B T.4. IOCTYIUBIINE 110 3JIEKTPOHHOM MOYTE;



e JICHATHBLIC U3JaHHA,
e MHCHhMa C IIOMETKOM «IUUHO.

15. Perucrpamusi, y4eT M PacCMOTPeHHE PYKOBOAMTEJNeM MNOCTYNAKIMX (BXOAAIIMX)
AOKYMEHTOB
15.1. TlocrynuBmme (BXOASAIINAE) MTOKYMEHTHI PETHCTPHPYIOTCS TOJBKO TOCJIE€ W TEPBUYHOU
00pabOTKH ¥ HE3aBUCUMO OT CIIOCO0a UX JOCTABKHU.
15.2. Peructpanus — npoctaBieHHE B HIXKHEM IIPABOM YTIIy MEPBOTO JIMCTAa JOKYMEHTa OTMETKHU
O MOCTYIUICHMHM C YyKa3aHHEM JaThl TOCTYIUIGHHS W BXOSIIEr0 PETUCTPAllMOHHOTO HOMeEpa
JOKyMEHTa ¢ o00s3aTeIbHOM 3aluChi0 B JKypHaJl pErucTpaluy IOCTyHaromeil (BXoasmieil)
nokymeHTanuu. CTpyKTypa perucTpalliOHHOTO HOMEpa, MOCTYMAIOMIEro (BXOISAIIET0) TOKYMEHTA,
COCTOMT M3 €ro IMOpSAJKOBOrO HOMEpa U UHAEKca Jejla 10 HOMEHKJIAaType Jenl
001e00pa3oBaTeIbHON OpraHU3aIIH.
15.3. Perucrpanus BceX NOCTYNMUBIIUX (BXOMSIIHMX) JOKYMEHTOB IPOU3BOAMTCS B Mpesenax
00IIero JOKYMEHTONOTOKA. JIOKYMEHTHI, NOCTYNUBIIME B IIKOJY IO KaHajJaM (akCHMUIbHON
CBsI3H, 00pabaThIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM MOPSIIIKE.
Tekct mocTynuBIIed TenehOHOrpaMMBI  3alUCHIBACTCA B JKypHalle PETUCTpPAIUH
TeneoHOrpaMM U IeyaTaeTcs Ha JIucTe Oymaru Juisl nepeiadyi Ha pacCMOTPEHHUE.
15.4. Tlocrynatomue (BXOJAIIME) JOKYMEHThI IEPEAatOTCs Ha PAaCCMOTPEHHUE PYKOBOJICTBY TOJBKO
MOCIIe UX PETUCTPALIMU U MPEABAPUTETHHOTO PACCMOTPEHUS.
15.5. JlokymMeHThI, MOCTyNnuBIIKME B OO0IIC00pa30BaTEIbHYI0 OpPraHU3aldio, MO BOMpOcaM, HE
TpeOYIOIIMM PAacCMOTPEHUS AUPEKTOpPa, HAIpPaBIAIOTCS pPaObOTHUKOM OTBETCTBEHHBIM 3a
JIeTIOTIPOU3BOACTBO IIKOJIBI HETIOCPEACTBEHHO MUCTIOIHUTEIIO 3aIpoca.
15.6. JIupekTop B pe30IOIHIH ONpeIeseT JIULl, OTBETCTBEHHBIX 3a HUCIIOJHEHUE JOKYMEHTA, U 1aeT
UM nopydeHrne. PaOOTHHK OTBETCTBEHHBIHN 3a JEIOMPOU3BOICTBO IMIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJTHEHHE.
15.7. TlognMHHUK TOKYMEHTa C PE30JIOLHE pyKOBOIUTENS 00111€00pa30BaTeIbHOW OpTraHU3aIlluu
HaIpPaBJIAETCS UCTIOTHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH TMOMIUHHUK JOKYMEHTa NepeaaeTcss TOMY
UCIOJIHUTENI0, KOTOPHIA B COOTBETCTBHM C YKa3aHHSMH IO HUCIOJHEHUIO  SIBJISETCS
OTBETCTBEHHBIM, OCTAJILHBIC UCTIOJIHUTEIH TTOIYJaIOT KOMUIO JOKYMEHTA.
15.9. IloanuHHUK AOKYMEHTa, KOTOPBIA HCIONHSETCS HECKOJIbKHUMH JOJKHOCTHBIMU JIMIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCTIOTHUTENb. OCTaIbHBIM UCTIOTHUTENSAM MEPEAAt0TCs KOTIHH.
15.10. UsrortoBneHue KOMUH MAOKYMEHTa MJisi TMEpeJayd COHCIIOIHHUTENSM OCYIIECTBISETCS
cekperapem o011eo0pa3oBaTeIbHON OpraHu3aIiu.
15.11. Pe3omtonusi COAEPKUT:
e yKa3aHWE 110 WCIOJHEHHUIO, COJEpKallee KpaTKOe OIMCaHHEe HEOOXOIUMOTo JUIs
WCIIOJTHEHUS IeUCTBUS;
e YyKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHMOO IO HMCTEYECHUS KOTOPOTO HEOOXOIMMO
WCIIOJIHUTH MPEANICAHHOE IEHCTBUE;
e JIMYHYIO MOAIHUCH aBTOPA PE3OITIOIHH;
e ATy MPOCTABIICHUS PE3OIIOLIUU.
15.12. VYkazaHue Ha CpOK, B TE€YEHHE KOTOPOTO JIMOO 1O WMCTEYEHHUS KOTOPOro HEOOXOIMMO
WCIOJIHUTh TPEANHUCAHHOE ICHCTBHE, MOXKET HE BBIpAXaThCsl KOHKPETHOW IaTOW M COJepKaTh
BBIpaKEHUS: "B YCTAaHOBJICHHBINA 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtonus numiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE MEPBOTO JIHCTA JJOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus apecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
WCIMOJTHEHUE JIOKYMEHTa B IIEJIOM SBIISETCS COTPYIHUK, yKa3aHHBIA TMEPBBIM (BEPXHUM), JIMOO
COTPY/HHUK, B OTHOIIICHHH KOTOPOTO CJeJIaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranu3zamnusi padoThl ¢ OTHPABJAsIEMbIMHU (MCXOAAIIAMHI) TOKYMEHTAMM

16.1. [Jlo mpenocTaBiieHUs] TNPOEKTa OTHPABIAEMOro (MCXOMISIIEr0) JOKYMEHTa Ha TOAMUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM IOPSAKE HA MOANMCAHHUE JUIY
OCHOBHOH HCITOJIHUTEb IMPOBEPSIET MPAaBUIBHOCTh O(GOPMIICHHS OTHPABISIEMOro (MCXOISIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosmed NHcTpykuuu.



16.2. TIpu moAroTOBKE OTHPABISIEMOro (MCXOAALIETO) AOKYMEHTAa KaK OTBETa Ha MOCTYMHBILUMN
(BXozaAImMiA) JOKYMEHT HCHOJIHMUTENb MPUKIAIbIBAET K IOATOTOBIEHHOMY IMPOEKTY BXOISILUMN
JOKYMEHT.
16.3. ITpoekTsl OTIpaBiIseMbIX (MCXOIANINX) JOKYMEHTOB C YYETOM COOJIIOICHUS] YCTAaHOBIIEHHOTO
B PE30JIIOLMM CpPOKA MCIOJHEHHUsS] TMEPEHaroTCsl OTBETCTBEHHBIM MHCIIOJIHUTEIEM B  OTHEIN
JeJI0NIPOU3BOCTBA (KaHLIEISIPHUs, CEKPETaphb) MIKOJIBI ISl HAIIPABICHUS Ha MOANUCaHUE.
16.4. TlomnmucanHele oOTHpaBisieMble (MCXOIAIIME) JIOKYMEHTHI, MepefarTcs pabOTHUKY
OTBETCTBEHHOMY  3a  JICJIONPOM3BOJACTBO  INKOJBI, KOTOPBIH  OCYIIECTBISIET  IPOBEPKY
KOMIUIEKTHOCTU M COOTBETCTBHUS KOJMYECTBA HK3EMIUIIPOB OTIPABIAEMOro (HMCXOISLIETO)
JOKYMEHTa CHHUCKY pAacChUIKM, a TaKKe IpaBHWIBHOCTh O(QOPMIICHHS JOKYMEHTa COIVIACHO
HACTOSIIEH UHCTPYKLIHH.
16.,5. B cayuae HapylleHHs KOMIUIEKTHOCTH WM COOTBETCTBUSL KOJMYECTBA, a TaKxkKe
NPaBUIBHOCTH O(GOPMIIEHUS JOKYMEHTA COIJIACHO HACTOSIIEH WHCTPYKIHUU OTIpaBIIEMbIC
(ucxonsmme) JOKYMEHTbl  HE3aMEAJIMTEIbHO  BO3BpAllalOTCd  pAaOOTHUKAMM  KaHLESPUU
OTBETCTBEHHOMY MWCIIOJIHHUTENIO0 WIM B CIy4ya€ OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJIHUTENS €ro
HEIOCPEJCTBEHHOMY PYKOBOAUTEIIO [l YCTPaHEHUs HApYIIEHUH.
16.6. JlokyMeHTBI TOCJ€ WX MOJNMCAHUSA JUPEKTOPOM WM WHBIM YIOJTHOMOUYEHHBIM JIUIIOM
HepeaaTcs B KaHIEIIpUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy s perucTpaliy U OTIPABKH.
16.7. Peructpanust oTrpaBisieMbIX (MCXOASAIINX) JOKYMEHTOB OCYIIECTBIISICTCS TOCIE TPOBEICHUS
paOOTHHKAMU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIONPOU3BOICTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUISIPOB, a TAKXKE IMPABHIBHOCTH O(OPMIICHHUS OTIIPABISEMOTO
(McxoAdIIero) T0KyMeHTa.
16.8. Perucrpanusi co3iaBaeMbIX JOKYMEHTOB OCYIIECTBIISICTCS B JIEHb TOAMHUCAHUS WU
YTBEPKICHUS 100 Ha Cleyromuil pabounii 1eHb.
16.9. CBeneHust 0 pEerUCTPUPYEMBIX OTIPABIIIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B JKYpPHAI
perucTpanuu oTIpaBsieMol (MCXOsIell) TOKYMEeHTaIUH.
16.10. PeructpaiinoHHBIN HOMEp H JaTa OTHPABISIEMOTO (MCXOISAIIETO) TOKYMEHTA TPOCTABIISIFOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApE, OCTAIOLIEMCS B Jele
001eo0pa3oBaTeIbHON OPTaHU3aAIHH.
16.11. CtpykTypa perucTpalliOHHOIO HOMEpa OTIPABISIEMOro (MCXOASIIEro) T0KyMEHTa COCTOUT
U3 €ro MopsAIKOBOr0 HOMEpA U MHJEKCA Jieja 10 HOMEHKJIAType /1€ IIKOJIbI.
16.12. OrtnpaBka JOKYMEHTOB IPOU3BOAUTCS LIEHTPAIM30BaHHO pPAOOTHUKAMHU KaHLEISAPUU
IIKOJIBI, KOTOpPbIE MPOU3BOAST HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapOaHas U Jp.).
16.13. IlucbMma, TenerpaMmbl, OTKPBITKH, OAaHIEPOJIN U TTeYaTHBIC U3IaHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle(hOHOTPaMMBbI ITEpeJatoTCs M0 KaHainaM Tele(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO JJIEKTPOHHOTO
azpeca 0011e00pa3oBaTENIbHON OPraHU3alINY.
16.15. [Tucema, TenmerpamMMbl, OTKPBITKH, OaHAepoiIH, (hakcOTpaMMBI, HIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBIE C paboyel NesATeTbHOCThIO, K OTIIPaBKE HE IPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U TPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (IIPU HAMPABICHUM JOKyMeHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

yKazaTeJeM pacChUIKHM, Ha KaKJOM K3EMIUIIPE MUCbMa YKa3bIBA€TCs TOJIBKO OJUH aJpecar.

e IIPOCTaBJIEHHUE CTOUMOCTH IOYTOBBIX yCIYT;

e IIepejady B IIOYTOBOE OTIEIICHUE CBA3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE MHCEM HEOOXOIMMO YUUTHIBATH NMPABWIIA, YCTaHOBIICHHBIC
pUKa3oM MUHHUCTEPCTBA CBSI3M M MaccoBbIX komMMmyHuKanuii P® ot 31 urong 2014 r. N 234 "O06
yTBepkaeHNH [IpaBuin okazaHus yCciIyr OYTOBOU CBS3H'.
16.18. JlokyMeHTHI, OTHpaBiIsieMble CPEJICTBAMM ITOYTOBOM CBSI3U B OJMH aJIPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.
16.19. Hcxonsmme DOKYMEHTHI, MpeAHAa3HAYCHHbIE IS OTIPAaBKU CPEACTBAMH (PaKCUMMIbLHON
CBSI3M, OTIPABJISIOTCS paOOTHUKAMH KaHIENSpUH 00111e00pa3oBaTeIbHON OpraHu3allly.

17. Pa3pa6oTKka u BeJeHHe HOMEHKJIATYPbI e



17.1. JloxymeHTanbHBINA (POH IIKOJIBI — COBOKYITHOCThH JOKYMEHTOB, 00pa3yroIUXCcs B MpoIecce
€ro JesTelNbHOCTH. JIOKyMEHTaabHBI (DOHJ IIKOJIBI COCTaBIAIOT JOKYMEHTHI, CO3JaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allMd M TOJYYEHHBIE €10 B pe3yjibTaTe B3aHMMOACUCTBUS C
OpraHamMM ToOCyJapCTBEHHOM BJIaCTH, OpPraHaMH MECTHOI'O CaMOYIpaBIICHUS, IOPUANYECKHMMU U
(bU3NYECKUMU JIUIIAMH.
17.2. HomenkiaTypa el SBIsSETCS OCHOBOW (hOPMHPOBAaHUS JOKYMEHTAIBHOTO (POHMA IIKOJIBI U
NpPE/CTAaBISCT COOOM CHUCTEMAaTU3UPOBAHHBIA IEPEYCHb 3arojOBKOB (HAMMEHOBaHMMN) eI,
3aBOJIMMBIX B IIKOJE, C YKA3aHUEM CPOKOB MX XPaHEHHs, U OQOPMIICHHBI B COOTBETCTBUHU C
IIPAaBOBBIMU AKTaMH, PEKOMEHAALMUSAMU M METOJMYECKHMMM YyKa3aHHUsIMHU opraHoB Poccuiickoi
®enepanuy, yNOJIHOMOYEHHBIX B cdepe TIOoCyJapCTBEHHOIO YIPABICHHUS apXUBHBIM JEJIOM,
JIeTIOTIPOU3BOCTBA M IOKYMEHTOO0O0POTA.
17.3. HomeHkaTypa Jies1 COCTaBIIAETCSl HA OCHOBE U3yUYEHHUs M10JI0KEHUH, HHCTPYKIMH U IpaBuil, a
TaKXKe JPYruX JOKYMEHTOB, pErjJaMEHTHUPYIOIIUX JEeATeIbHOCTh  00IIeo0pa3oBaTeNbHON
OpraHu3aly, a TaKKe HOMEHKIATyp Jel 3a MpeIlIecTBYIOIMEe ToAbl M JIOKyMEHTOB,
00pa3yroIuXCs B ACATEILHOCTH 0011e00pa30BaTeIbHON OpraHH3aIliH.
17.4. HomeHnknatypa Jesl MCIOJIB3YyeTCs JUIsl TPYNIUPOBKU MCIOJHEHHBIX JIOKYMEHTOB B JIela,
CUCTEMAaTH3allMM U y4eTa JIeJl, ONPEACICHUSI CPOKOB UX XPAHEHMSI M IIOUCKA IOKYMEHTOB, SIBJISETCS
OCHOBOH ISl COCTABJIEHUS ONHUCEH J1eJ1 NOCTOSHHOIO U BpeMeHHoro (cBbime 10 ser) xpaHeHus, a
TaK)Ke /715 yueTa Jiel BpeMeHHOro (10 10 jeT BKIIOUUTENbHO) XPaHEHHUS.
17.5. HomeHknatypa aea BBOOUTCA B ACHCTBUE IPUKA30M IO LIKOJIE.
17.6. HoMeHkIaTypa JieJ TOTOBHTCS B TPEX IK3EMILISAPAX:

e 715 IOMELIEHHs B HOMEHKJIATYpHOE /110 ¥ MIOCTOSTHHOTO XPaHEHUS;

e ]ISl UICTIOJIB30BAHUS B pab0OTE OTACIIOM JCJIONPOU3BOACTBA (KaHIESIpUEH);

e ISl XPAHEHUs B apXUBE LIKOJIBI.
17.7. VI3 HOMEHKJaTypbl €71 LIKOJIBI OTBETCTBEHHBIM JIMLIOM 3a BEICHHUE JEIONPOU3BOJCTBA
Oo(OpMIISIOTCS BBIMMCKM Ui KaXJIOTO M3 MOJpPA3JeNeHUN M OTIENIOB 001eo0pazoBaTeIbHON
OpraHu3alMHu.

18. ®opMupoBaHue Aes U UX Tekyulee xpanenue. [1oAroToBka 10KyMeHTOB U /ieJl K Nepeaye
HA apXHBHOE XpaHCHHE

18.1. ®opmupoBaHue Jes — TPYNIHAPOBKA UCIOJHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBUU C
HOMEHKJIATypOi Jien 001eo0pa3oBaTebHON OpraHu3ali U CUCTEMaTH3alMsl JOKYMEHTOB BHYTPHU
Jena.

18.2. Jlena co AHs MX 3aBECHMS /10 EpeAayd B apXUB IIKOJIbI MJIM HA YHUUYTOXKEHUE XPAHATCS 110
MECTY UX (POPMUPOBAHUS.

18.3. IIpuka3pl 1O OCHOBHOW, aJMUHUCTPAaTUBHO-XO35IMICTBEHHOH, Yy4eOHO-BOCTIUTATEIbHON
JESTeIbHOCTH IIKOJIbl, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B MO JINYHOMY COCTaBy pabOTHUKOB U
0 JINYHOMY COCTaBY 00yUarOLIUXCsl (YJaluXcsl/BOCIIUTAHHUKOB).

18.4. Tlepenmcka rpymnmupyeTcsi 3a NEpUOJ KAIEHAAPHOTO ToJa M CHUCTEMaTH3HPYETCS B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.

18.5. [IpoBepka HaMMYUS U COCTOSIHUS JJOKYMEHTOB H JIE]l IPOBOIUTCS MTPH NIEPEMETICHUH JelT, TIPH
BO3Bparte JIeJ, IPU PEOPraHnu3aluy UIIH JTMKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3alHH.

18.6. B apxuB o00meoOpa3oBaTeIbHON oOpraHu3anuu (Jajiee - apXWB) MEpeaaroTCs Jela
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbIIe 10 JIeT) CpOKOB XpaHEHUs U I10 JINYHOMY COCTaBy yepes 3 roja
ocJie T0/1a, B KOTOPOM JOKYMEHThI ObLIIM TTOMEILIEHBI B 1€JI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXUB MPOU3BOJUTCS IO YTBEPHKACHHBIM ONHUCAM JIE.

18.8. TloaroroBka MOKYMEHTOB W Jell K Iepeladye Ha apXWBHOE XpaHEHHE M Ha YHUYTOXKEHUE
IIpelyCMaTpUBAET:

e DKCIEPTU3Y UEHHOCTU JOKYMEHTOB;

e COCTaBJIEHHME OIUCEH JIeN 110 pe3ysbTaTaM IKCIEPTU3BI UX LIEHHOCTH;

e odopmiieHHE NIeT;

e COCTaBJICHHE AaKTOB HA YHUUYTOKEHUE IOKYMEHTOB U /1€ C UCTEKIIMMU CPOKaMU XPaHEHUS.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB TTOCTOSTHHOTO M BPEMEHHOTO XPaHEHUS OCYIIECTBIISIETCS
©XKErofHO JIMLIOM (JIMIIaMH), HAa3HAYEHHBIM IPHKa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.



18.10. B neno momernaercs He 6omnee 250 nmucToB (TONIIMHA AeNia IPU TOM COCTaBJIsET He Ooee 4
cMm). Ilpu OompIIoM KONMHMYECTBE JOKYMEHTOB (popMupyrOTCs ToMa (WacTH) aena. BHyTpu nena
JOKYMEHTBI PACIIONAraloTCs B XPOHOJIOTHMYECKOM IOpSIKE B COOTBETCTBUU C OMHCHhIO. B nema
MOMEIIAIOTCS TOJIBKO UCIIOJIHEHHbIE, TPAaBUILHO O(POPMIICHHBIE IOKYMEHTHI.

18.11. JlokyMeHTBHI BHYTpPHU Jefla PACHoJaraloTcsi CBEpXY BHU3 B XPOHOJOTHYECKOI, BOIPOCHO-
JIOTUYECKOW  TOCJIEeNOBAaTeNIbHOCTH WJIM HMX codeTaHuu. PacropsauTenbHble JOKYMEHTHI
TPYIIHUPYIOTCS B JieJia M0 BUJAM B XPOHOJIOTHUHU C OTHOCSIIIUMUCS K HUM TPUIIOKEHUSMU.

18.12. JInuHbple KapTOUKH paOOTHUKOB (DOPMUPYIOTCS B ACIIO 10 alndaBUTy (HaMIIIHA.

18.13. Odopmienue xpena mnpeaycMarpuBaeT: OQOPMICHHE PEKBH3HTOB OOJOXKKH Jena II0
YCTaHOBJICHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIalloM B BEPXHEM IPaBOM YIIY;
COCTaBJICHHEC BHYTPEHHEH OMUCHU JOKYMEHTOB JIea, MOAIINBKY U Tieperier Aena. JIucT 6ompioro
¢dbopMara, MOAIIUTHIA 3a OAMH Kpal, HyMmMepyeTcsl KaKk OJMH JHCT B IPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIueil JIUCTOB, B TOM YMCIIE TICYaTHBIC U3JaHMs, HyMEPYIOTCS B
o01eM mopsiziKe.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WJIU 9acTed, HyMEPYIOTCS MO KaXJI0My TOMY
WJIM YaCTH OTAEIBHO.

18.15. Tlocne 3aBeprieHHs HyMepallH JIUCTOB COCTABIISICTCS 3aBEPHUTEIbHAS HAJIUCh, KOTOpas
pacrojaraercsi B KOHIIE Jefia. 3aBepuTebHasi HAAMKUCh COCTaBJISIeTCS B Jiee Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBeputrenbHOM Haamucu IudbpamMu U MPOMUCHIO YKa3bIBAa€TCS KOJIUYECTBO JIUCTOB B
JaHHOM JieJie. 3aBepuTeNIbHAs HAJINUCh IOAMUCHIBACTCA €€ COCTaBHTENEM C YKa3aHHEM
pacmiipoBKM TMOAMKUCH, IOHKHOCTH U JaThl cocTaBiieHus. KonuuecTBO IUCTOB B Jeine
MIPOCTABISIETCS HA 0OJIOXKKE JIea B COOTBETCTBUH C UTOTOBOM HA/IMTUCHIO.

18.17. PexBH3UT "CpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY JieJa U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIE CBEPKHM €r0 CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEUYHE THITOBBIX
JOKYMEHTOB UJIM B MEpPeUHe IOKYMEHTOB, 00pa3yIomuXcs B AeSITeNbHOCTH (heJepalbHOro OpraHa,
C YKa3aHUEeM CPOKOB XpaHEHHUSI.

18.18. Ha nenax moCTOSIHHOTO XpaHEHHs UIIeTcs: " XpaHUTh IMMOCTOSHHO".

18.19. Ilpuem nenm TmPOU3BOIUTCS COTPYIHUKOM, YIOJHOMOYCHHBIM Ha BEICHUE NEATEIHHOCTH
apxuBa, C MPOCTABICHUEM B JBYX SK3EMIUISIpaX OMHCHU e OTMETOK O HAIWYUU KaKIO0ro jAena (Ha
KKIOM 9K3EMIUISIPE OMHCH YKa3bIBACTCS KOJUYECTBO (DAKTHUSCKH MPUHATHIX JCI, Jara Mmpuema-
nepeavu Je, a TaKkKe MOAMKMCH apXUBUCTA M COTPYAHMKA, IEPEIaBIIEro Aena.

19. 3ak0YHTeIbHBIE N0JI0KEHUSs

19.1. Hacrosimast THCTpYKIUS 11O JIEIOTPOU3BOJICTBY SIBISETCS JIOKAJTLHBIM HOPMAaTHBHBIM aKTOM
o01eo0pa3oBaTeNibHOM  OpraHu3aluy, npuHUMaerca Ha OOmeMm coOpaHuM pabOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBIE B HacTosIyto MHCTpyKuuio, opopMIISIOTCS B
MMCBbMEHHOW (popMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOaTeNnbecTBOM Poccuiickoit denepanun.
19.3. UMHcTpyKuus mo JelIONpOM3BOJCTBY B IIKOJE NPUHUMAETCS Ha HEONPEIENCHHBIN CpOK.
W3menenus u nonoiHeHus K MHCTpyKIMU NPUHUMAIOTCSA B MOPSKE, IPEeIyCMOTpeHHOM 11.19.1.
Hacrosmen MacTpykuuu.

19.4. Tlocne npuusTHS WHCTpYKIMH (MM M3MEHEHWH W JIOTIOJIHEHWH OTIENbHBIX MYHKTOB H
pa3zenoB) B HOBOW peJaKIUK MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUITY.

lIpunoscenue Ne 1



IIpaBuia
o(opMIIeHHUS] PEKBU3UTOB IOKYMEHTOB

1. Jlis TOATOTOBKM JIOKYMEHTOB TIPHUMEHSIETCS TEKCTOBBIM pEAaKTOp, OOECIeYNBaIOIINMA
TpeboBaHuUs rpaduyeckoro BOCIIPOU3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Bunbel u pa3mepsl ucnoib3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIMKEHHBIE K HUM.

3. Ilpu moarotoBke TEKCTOB B Tabmumax, s oOecredeHus Jydlleil 4MTaeMOCTH JaHHBIX,
J0IycKaeTcs mpuMeHnenue mpugTos Buaa Arial, pasmepos 12,13.

4. Jlnana3oH UCIOJIb3YEMbIX MEKYCTPOUHBIX HHTEPBAJIOB: OT OJAMHAPHOIO JO IOJIYTOPHOTO.

5. AO3auHblif OTCTYH TeKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroI0BKH pa3/ieNioB U MOAPA3/IEIIOB IeYaTatoTCs ¢ a03aI[HBIM OTCTYIIOM WJIH LIEHTPUPYIOTCS 10
LIMPUHE TEKCTA.

7. MHOroCcTpo4HbIE PEKBU3UTHI IE€YATAIOTCA 4Y€pEe3 OJUH MEKCTPOUHBII WHTEpBall, COCTABHbIC
4acTHU PEKBU3UTOB OTIEISIFOTCS JIOIOJHUTENBHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBHUTCA JJIsl M3/IaHUs C YMEHBbIIEHHEM MaciiTada, TEeKCT IedaTaeTcsl depes
JIBa MHTEpBaJja.

9. UuTtepBan Mexay OyKkBaMH B CJIOBaX - OOBIYHBIN. IHTEpBasl MeXIy CIOBaMHU - OAMH IPOOE.

10. Tekct mOKyMeHTa BBHIPAaBHHMBAETCA IO IIMPHUHE JUCTA (10 TPaHHIIAM JIEBOTO M MPABOTO MOJei
JIOKYMEHTA).

11. InvHa camMoil JIMHHOM CTPOKHM PEKBU3UTA MPHU YIIIOBOM PACIOJIOKEHUU PEKBU3UTOB HE Oolee
7,5 cMm.

12. JInuHa camoil JIMHHOM CTPOKM PEKBU3UTA MPU MPOJOJbHOM PACIOJIOKEHUH PEKBU3UTOB HE
6onee 12 cm.

13. Kox dhopmbl fokymeHTa

Kon ¢opmbl nokymeHTa mpocTaBisercss Ha yHUGHUIUPOBAHHBIX (OPMaxX JOKYMEHTOB, B OCHOBHOM
UCTOJIB3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTEe MIKOJBL. Pacmomaraercss kox GopMbl B MPaBOM
BEpXHEM yIily pabodero mois JIOKYMEHTa, cocToMT u3 cioB "dopma mo" (HamMeHOBaHHE
Kknaccudukaropa) u mudpoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HauMeHOBaHUE HIKOIbI

HaumeHoBaHMe MIKOJBI JOJKHO COOTBETCTBOBaTh HAMMEHOBAHUIO FOPUIMYECKOro JIMIIA,
3aKpeMJICHHOMY B €ro  yupeauTelbHBIX JOoKyMeHTax (YcraBe 001eoOpa3oBaTeabHON
opranu3zaiuu). [log HauMeHOBaHMEM HIKOJIBI B CKOOKAX YKa3bIBAETCSl COKpAIllEHHOE HAUMEHOBAaHUE
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

Han HaMeHOBaHMEM IIKOJIBI - YKa3bIBAETCS MOJTHOE HAMMEHOBAHUE BBIIECTOSAIICH OpraHu3aluy.

15. CnpaBoyYHbIe IaHHBIE O IKOJE

CrpaBoyHbI€ JTaHHBIE O IIKOJIE BKJIIOYAIOT B ce0s: MOYTOBBIM ajpec, HoMmepa TenedoHa, dakca,
azipec MEKTpOHHOM mouThl, Kojx mmkoiasl mo OKIIO (mpocraBnsercs mo OOmepoccuiickomy
KJIacCU(PUKATOPY NPEANPUITUN U OpraHU3alMii), OCHOBHOM I'OCYJapCTBEHHbIH PETUCTPALlMOHHBIN
HoMep (OI'PH), unentudukamoHHbli HOMEp HAIOTOIUIATENbIINKA/KOJ IPUYMHBI TOCTAHOBKH Ha
Hanorosbiit yuer (MHH/KIIIT).

16. HaumeHoBaHWe BIIa JOKYMEHTA

PexkBu3uT ucnonp3yercs JUid yKa3aHHs BUJa JOKYMEHTa M pacloyiaraetcsl MOoJ PEKBU3UTOM
«HaUMEHOBaHME 00IIe00pa3oBaTeNbHON oOpraHu3anuu». HanmMmeHoBaHHE BHIA JOKYMEHTa HeE
YKa3bIBa€TCs B MUCbMaXx.

17. JaTta noKymMeHTa

JlaToli ngoKyMeHTa sBJS€TCSl JaTa ero MoAnucaHus (IMpHKa3, MUChMO, 3alKcKa, akT u Jp.),
YTBEp)KICHUS (MHCTPYKLHMS, MOJOXKEHHWEe, MpPaBWIA, PErJIaMEeHT, IUIaH, OTYeT U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B IOKYMEHTE (TIPOTOKOIM).




Jlara MOKyMEHTa MPOCTABISETCS JAOKHOCTHBIM JIMIIOM, MOJMHMCHIBAIONIUM HIIM yTBEPHKIAIOIUM
JOKYMEHT, WJIM TIPU PErUCTpalli JOKYMEHTA, WM HEMOCPEACTBEHHO COCTAaBHTEIIEM IpH
MOITOTOBKE TOKYMEHTA (CIyKeOHasl 3aMrcKa, 3asBICHHUE U JIp.).
JIOKyMEHTBI, U31aBa€MbI€ COBMECTHO C JIPYTUMHU OPTaHU3AIUSIMU JTOJDKHBI UMETh OJHY (SIHHYIO)
nary.
Jlaty mokymMeHTa o(hOpMIISIOT apaOCKUMU IM(paMU B ITOCIEI0BATSIALHOCTH
e JICHb MecsIa, Mecsl, rof. Jenp mecsana u mecsi oGopMmIsOT IByMs mapaMu apabCKux
uudp, pasaeIeHHBIMH TOYKOW; TOJ - YETBIpbMs apaOCKuMH IudpamMu, HampuMep:
01.12.2017. Byksa "r" mocie uugp He CTaBUTCS.
e IpU CIOBECHO-IMGPOBOM criocode ohopMIICHHS IaThl JCHb MeECAIlla yKa3bIBaeTCs Mapou
apabckux 1udp, roJ 4eTbIpbMs apabckuMu Iudpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpannoHHEIi HOMED TOKYMEHTA

Peructpanimonnbeiii HoMep JOKYMEHTa MPOCTABIISIETCS B COOTBETCTBHUU C CUCTEMOM pErucTpaluu,
IIPUHATON B LIKOJIE.

PerucrpanmonHblii HOMEp MPUCBAMBACTCS JOKYMEHTY ITOCJE €0 MOANUCaHusl (YTBEPIKICHHUS ).
CcbuiKka Ha perucTpalMoOHHBIN HOMEp U ATy JTOKYMEHTa

Ccpuika Ha UCXOASIIMK HOMEP U JaTy JOKYMEHTA aJpecaHTa BKIIOYACT B ce0sl perucTpariiOHHBINA
HOMEp U JIaTy TOKyMEHTa, Ha KOTOPBIH JTI0OJKEH OBITh J1aH OTBET.

19. Mecro cocrapiieHus (M3JaHMS ) JOKYMEHTA
MecTo cocTaBieHMs UM U3/1aHUs TIOKyMEHTa - "TopoJ ..." - yKa3blBaeTcs Ha OJIaHKaX MIPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeNbHON OpraHu3alyy.

20. Anpecar

B pexBusute "Anpecar” ucronb3yrorcsi opUIMaTbHbIE HAMMEHOBAHUSI OPraHOB TOCY/IapCTBEHHOM
Y WCIOJHHUTENBHOW BIIACTH, OPraHOB MECTHOTO CaMOYyIpaBlieHUs, opraHuzanmid. Jlomyckaercs
UCIIOJIb30BaTh O(PUIINATIBHO PUHSTHIE COKPAIICHHBIE HAUMEHOBAHHS OPTaHOB TOCYIApPCTBEHHOU U
WCTIOJTHUTENIBHOM BJIACTH, OPTAHOB MECTHOT'O CaMOYIIPaBIICHUS, OpraHU3aLni.

[lpu ampecoBaHWM JOKYMEHTa JOJDKHOCTHOMY M YacTHOMY JIMIy WHHIMAIBl CTAaBATCS IOCIE
bamumum.

Ilpumep - Pykosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BEpXHEH IpaBOi yacTu JAOKyMEHTa (Ha OJlaHKe C YIJIOBBIM
pacrlojoKeHUEM pEKBU3UTOB) WJIM CIpaBa IMOJ pEKBU3UTaMH OylaHka (MpU MPOAOIHHOM
pacroyio’keHNH peKBU3NUTOB OyiaHka). CTPOKM peKkBH3UTa "ajpecar" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WIHA HEHTPYIOTCS OTHOCUTEIIBHO CaMOM JINIMHHOM CTPOKH.

IIpu anpecoBaHuM JOKyMeHTa Oe€3 yKa3aHUs JIOJDKHOCTHOTO JIMI]a HAaUMEHOBAaHMs aJpecaToB
MUIITYTCS B UMEHUTEJILHOM MaJIeXe, HalpuMep:

Opeanvl cmamucmuxu 2opoda Mockebi

[Ipn angpecoBaHWM JIOKyMEHTa PYKOBOJUTEIIO OpraHU3alldd HAWUMEHOBAHHWE JOJDKHOCTH
yKa3bIBAETCs B IaTEIILHOM MaJieXke, HallpuMep:

I'enepanvrnomy oupexmopy OO0 «H30anuey

Damunus U.0.

[TouroBBIii aapec HE YKa3bIBaeTCI B JIOKYMEHTaX, HAINpPaBIIIEMbIX B BBICIIHNE OPTaHbBI
rOCy/IapCTBEHHON BIACTH, (efepaibHbIE OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIE
OpraHbl, OPraHbl TOCYIAPCTBEHHONW 1 UCTIOTHUTEILHOM BIIACTH, TOCTOS WHBIM KOPPECIIOHICHTAM.
[Ipu agpecoBaHuy MUChMa B OPraHU3AIIMIO YKA3bIBAIOT €€ HAUMEHOBAHKE, 3aTeM TOYTOBBIN aapec,
HaIpuMep:



Tocyoapcmeennoe  yupesxcoenue  Bcepoccutickuii  HAy4HO-UCCIe008AMENbCKULL  UHCMUMYM
O00KYMEeHmMOoBe0eHUsl U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly VYKa3blBalOT (aMWIMI0O W WHHUIHAIBI
II0JIy4aTelis, 3aTeM IIOYTOBBIN aApec, HAIPpUMED:

Ilemposy U.11.
IIpouszsoocmeennas yn., 0.5, k8.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH coaepkarh Oosiee deThipex aapecaroB. CinoBo "Komms" mepen
BTOPBIM, TPETBHM, YETBEPTHIM ajpecaraMu He ykaspiBaercs. [Ipm uucie aapecatoB Ooiee 4-X
COCTABJISICTCS] CITUCOK PACCHUIKH IOKYMEHTA.

Ecnn ngokyMeHT oOTnpaBisieTcss B HECKOJIBKO OJHOPOAHBIX OpraHU3allMil WIM B HECKOJBKO
CTPYKTYPHBIX TTOAPA3ACICHU OpraHa UCIIOTHUTEIBHOM BJIACTH, TO OHU YKa3bIBAFOTCSI 000OIICHHO.
IIpumep:

Pyxosooumensm yupexcoenuti CI10

20. l'pud yTBEp /ICHUS JOKYMEHTA

I'pud yTBep)KAeHUS MPOCTaBIAETCS B IPAaBOM BEpXHEM YIiy JIokyMeHTa. CTpOKHM peKBHU3MTA
BBIPAaBHUBAIOTCSI IO JIEBOMY KpalO WM LIEHTPUPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHON CTPOKH.
JIOKyMEHT  yTBepKJIaeTcsd  JOJDKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH  JIMLIAMH) WU
pacnopsAMTEIbHBIM JOKYMEHTOM (IIOCTAaHOBJICHUEM, PELICHUEM, IPUKA30M, PACIIOPSKEHUEM).
[Ipu yTBEepKIeHHM JOKYMEHTa JOJDKHOCTHBIM JIMIIOM IpU( YTBEpXKAEHUS IOJKEH COCTOATh U3
cioBa YTBEPXJIAIO (0e3 kaBbluek), HAUMEHOBAaHUS JODKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, €ro NOJIMCH, MHULMAJIOB, (DaMUIIMU U JaThl YTBEPIKICHHS.

[Ipumep:

YTBEPJ/AIO
Lupexmop MBOY [llkona Ne 1238
H.0. Pamunus

21. [lata

[Tpu yTBEp)KICHUH TOKYMEHTa HECKOIBKHMH JTOJDKHOCTHBIMY JIMIIAMU MX TTOAMUCH PACIIONIaratoTCs
Ha OJIHOM YPOBHE.

[Tpu yTBepkIE€HUN JOKYMEHTa PacHOPSIUTEIbHBIM JOKYMEHTOM TpH() YTBEP)KACHHSI COCTOHUT U3
cioB YTBEPXJIEH (YTBEPXJIEHO, YTBEPXIEHbI, YTBEPXJIEHA), cormacoBaHnHoro ¢
HaMMEHOBAaHMEM BHJA YTBEP)KJAaEMOrO JOKYMEHTa, HAaWMMEHOBaHMS BHAA JOKYMEHTa B
TBOPHUTEIBHOM TaJIe)Ke, €0 JIaThl, HOMEPA.

[Tpumep:

VTBEPK/I[EHO
npuxazom MBOY Ilkona Ne 1238
om 01.03.2020 Ne 57
22. 3aroj0BOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe CoAep)KaHWe JOKYMEHTAa. 3arojloBOK K TEKCTy TIpHKa3a
dopmynupyercs ¢ npeiorom "O" ("O06") u oTBevaet Ha Borpoc "o uem?"):
e mpuka3 (0 yem?) 0 CO3JaHUH KOMUCCHUU;
e mpukas (0 ueM?) 00 yTBEp)KICHUU IITATHOTO paclUCaHMUS;
e THCHMO (0 YeM?) 0 MpeJOCTaBICHUH HH()OPMALIHH.
3aroJ0BOK K TEKCTY 0(OpMIISETCs 101 PEKBU3UTAMU OJIaHKa CJI€Ba, OT TPAHMILIBI JIEBOTO TMOJISL.




HaumenoBanue (3aroyioBok) iu0O aHHOTAIMs JOKYMEHTa COCTaBIJIIETCS aBTOPOM IPOEKTa
JIOKYMEHTA.
3aroJo0BOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00BEM IOKYMEHTA HE MPEBBIIIACT 4-5 CTPOK.

23. Tekct noKyMeHTa
JIOKyMEHTBI 0011e00pa30BaTeIbHON OpPTaHU3allMU COCTABIIIIOTCS HAa TOCYAapCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoM.
TekcT MOKyMEHTa MOXKET COJAEpKaTh pas3jeibl, MMOAPa3/eibl, MyHKTHI, OJIYHKTHI, HyMEpYyEeMbIC
apabckuMu g pamu.
B npukazax TeKcT JOKyMEHTa M3JIaraloT OT IIEPBOTO JIMIIA SANHCTBEHHOTO YKCia («ITPHKA3bIBAOY)
B nokyMeHTax KOJUIETHAILHBIX W COBEHIATEIBHBIX OpPTraHax OT TPEThEro JIHIA €JUHCTBEHHOTO
yucna: («cobpaHue... peuruio)
TekcT mnpoTOKONA W3NIAraercs OT TPEThEro JIMIa MHOXKECTBEHHOTO 4Hcha («CIyliainmy,
«BBICTYIHIINY, «IIOCTAHOBUJIHY, «PEIIVIH),
B COBMECTHBIX [IOKYMEHTaX TEKCT H3JIaraldT OT IMEPBOTO JIMIAa MHOXKECTBEHHOTO YHCIIA!
(«IIpUKa3bIBAEM», «PEIIHIIN).
B nenoBbIx (ciy:keOHBIX) MUCbMAaX MCIIONB3YIOTCS (DOPMBI U3TI0KEHUS:

e OT IMEPBOrO JIMIIA MHOXXECTBEHHOTO 4YHCIa («IIPOCHM HANpaBUTh», IPEJACTABISIEM Ha

PacCMOTpPEHHEY);

e OT TpeTbero juia eauHcTBeHHOro umcia («Aamuuuctpanus OY Illkoma Ne 1238 He
BO3PaXKaeT»);

e OT IEPBOTO JIMIIA CAWHCTBEHHOTO 4YHclaa («CUUTAD HEOOXOAMMBIMY, «IIpeajiararo
PaccMOTpPETHY).

[Ipu ynorpebneHuu B TekcTe haMuIuil U1 HHUIMAIBI YKA3bIBAIOTCS TOCTe (paMIIINU.
B nenoBbIxX (CIy:K€OHBIX ) MHChMaX MOT'YT MCIIOJb30BATHCS:
e BCTyNUTEIbHOE OOpalleHue:
Yeaorcaemwiii cocnooun Hsanos!
Yeaowcaemas cocnoorca Ilemposa!
Yeaowcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesna!
Veaorcaemvie cocnooa!

B oOpamiennu 1Mo JODKHOCTH HaWMEHOBAHHME OJDKHOCTH TIHIIETCS C TPOMHCHOH OYKBBI, B
oOpariieHuu 1o (haMUJIMK WHUIIMATBI JIUIA HE YKa3bIBAIOTCS.

e 3aKIIIOYMTENbHAS dTUKETHAs (pasa:
C ysaoicenuenm, ...

CrpaHuIpl TOKyMEHTa HyMEpPYIOTCS, HAUMHasi CO BTOPOT'O JIMCTA JIOKyMEHTa apaOCKUMHU Iudpamu
IIOCEPEJMHE BEPXHETO MOJIS.

TexkcT moKkyMmeHTa OTHENseTcss OT 3arojoBKa JABYMs WM TpeMs MEXIYCTPOUYHBIMHU MHTEpBaJaMU
UCIOJIb3YEMBIMU B TEKCTE.

24. OT™MeTKa 0 IPHWIOKEHUH

OTMeTKa O MPWIOKEHUH HUCIONB3yeTcsl MpH OQOPMIICHMHM THCEM U TMPUIOKEHHH K IUIaHaM,
MporpaMMam, OT4eTaMm, MOJIOKEHUSIM, TIPABHIIIaM, HHCTPYKIIHSIM H IPYTHM

JIOKYMEHTaM.

B nucbMax oTMeTKa O MPHIIOKEHUH 0OPMIISETCS TI0]] TEKCTOM THChMa Ha paccTossHuu 1,25 cM ot
TPaHUIIBI JIEBOTO MOJIsL. Eciau mpuiokeHne Ha3BaHO B TEKCTE MUChbMA, B OTMETKE O MPUITIOKEHUU
YKa3bIBACTCS KOJIMYECTBO JIMCTOB M KOJIMYSCTBO IK3EMILISPOB MPHIIOKECHHUS, HAlIpUMep:

Ilpunoscenue: na 3 1. 6 1 3k3.

[Ipy HaMMUYMKM HECKONBKUX TPWIOKEHHH, B OTMETKE O TNPHIOKEHUH OHHU HYMEPYIOTCH,
YKa3bIBAIOTCS HAMMEHOBAHUS KaXJOr0 MPWIOKEHUS, KOJIUYECTBO JIMCTOB M KOJIMYECTBO
AK3EMILISIPOB, HAIPUMED:



Ilpunoscenue:
1. Inan-epagux ... va 3 1. 6 2 3K3.
2. Cnpaska o noomeepcoenuu pakma ooyuenus... va 1 1. 8 1 3k3.

Ecnu npumnoxxeHus cOpoIIopoBaHbl, TO KOJUYECTBO JHCTOB HE yKa3biBaeTca. Eciau mpuiokeHue
HaIpPaBIIIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJIpeca, TO OTMETKY O €r0 HAIMYUH O()OPMIISIOT
CIIeyIOIKUM 00pa3oM, HallpuMep:

Ipunooicenue: na 3 1. 6 1 5x3. monvKo 6 nepawiii aopec.

Ha npunosxeHusx K mpasuiaaM, HHCTPYKLHAM, ITOJIOKEHUSAM, IUIAHAM, IIporpaMmam, 10roBopaM U
APYTUM JOKYMEHTaM OTMETKA O INPUJIOKEHUHU IPOCTABIISIETCS HA IIEPBOM JIMCTE IPHIIOKCHHUS B
IIPaBOM BEPXHEM YTIIy.

Ecnu npuiioxeHne oHO, OHO He HymepyeTcs. Eciu NpuioKeHud HECKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcte mokyMeHTa mpH MEpBOM YIIOMHHAHUH JOKYMEHTA-TIPUIIOKEHHUSI B CKOOKAaX YKa3bIBaeTCS:
... (mpuioxenue) wiM ... (MpujoxkeHue 1); mepes HOMEPOM MPUIIOKEHHUS JOMYCKAeTCsl CTABUTh
3HaK HOMepa: ... (mpuiokerue N 2);

B oTMmeTke 0 MpUIIOKEHWH yKa3bIBaeTCsl HAMMEHOBAHWE BUAA OCHOBHOTO JIOKYMEHTA, €ro Jara u
HOMEp, Harpumep:

Ipunoowcenue N° 2 k npukazy MBOY Illkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunoxeHneM K JOKYMEHTY (Hampumep, K IpuKa3zy) SBISETCS YTBEP)KIaeMblid JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKLUS, PErJIaMEHT U JIp.) B BEPXHEM IIPaBOM YIJIy MPOCTaBISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPU YTBEPKACHUS, HAIIPUMEP:

Ipunoocenue
YTBEP)K/IEHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexkpusuta "OTMeTKa 0 MPUIOKEHUH" JOJDKEH COOTBETCTBOBATH BUAY U
pasmepy mpudra TeKCTa TOKYMEHTA.

25. 'pud cornmacoBaHus IOKYMEHTA

I'pud cornacoBaHusi JOKyMEHTa UCHOJIB3YETCs IPU COTIACOBAHUU JJOKYMEHTA C OpraHaMH BJacTH,
OpraHu3alusIMu WK JOJDKHOCTHBIMU Jmiiamu. O coctout u3 cinoBa “COINTACOBAHO”,
JOJDKHOCTH  JIMIIA, KOTOPBIM COIJIAaCOBaH JOKYMEHT (BKJIOYas HAWMEHOBAHUE OpraHU3alUM),
JUYHOM MOJIUCH, paciin(pOBKU MOJNUCH (MHUIIMAJIOB, (JaMHJINK) U JIaThl COTJIACOBaHUS.

[Tpumep:

COI'JIACOBAHO

Lupexmop MBOY Illxona Ne 1238
U Hsanos

01.12.2017

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHUJIA JOKYMEHTa U 0COOEHHOCTEH ero ohopMIeHUs MOKET
IPOCTABJIATHCS:

e Ha MEpPBOM JIUCTE JAOKYMEHTa (€CIu JOKYMEHT MUMEET TUTYJbHBIN JIHCT, - HA TUTYJIbHOM
JIMCTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda YTBEPKICHHUS WJIU T0J] HAaWMEHOBAaHHUEM
JOKyMeHTa OJMKe K HIXKHEMY TIOJTHO);

e Ha MOCJIEIHEM JINCTE JOKYMEHTA I10J] TEKCTOM;




e Ha JHUCTC COIJIaCOBAHUsA, ABJIAIOIMICMCA HEOTHbEMJIIEMOH YaCTBIO AOKYMCHTA.
Buemnee cornacoBaHue Takke MOXKET OBITh OCYIIECTBJICHO JAPYTUM JOKYMEHTOM - IMHUCBMOM,
MIPOTOKOJIOM, MPUKA3Z0M.
[Tpumep:

COI'JTACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBanue IpoeKTa JOKyMEHTa 0(hOPMIIIETCS] BU3OM.

Buza mpoctaBinsieTcss cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIMM JTOKYMEHT, W BKIIOYAaeT B ceOs
HAaUMEHOBAHHME JOJDKHOCTH BH3UPYIONIETO, €ro JIMYHYI TMOANKCH, Pacu(pPOBKY MOAMUCH
(vHUIIMANTBL, (DAMHUIIAIO) U JIATY.

IIpumep:

3amecmumens oupexmopa
H.0. Damunus
03.04.2020

JlonyckaeTcs MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro IIPUJIOKEHUH.

[Ipy HasuuuuM 3amMeyaHWil, JONOJHEHHWH K MPOEKTy JOKYMEHTa BHU3a JOMNOJHSETCS
COOTBETCTBYIOIIUM yYKa3aHUEM.

Jis [1OKyMeHTa, MOAJMHHUK KOTOPOTO OTHPABISIIOT M3 ILIKOJIBI, BM3bl IPOCTABISAIOTCS Ha
AK3EMILIApaxX JOKYMEHTOB, IOMEIAEMBIX B JEJIO.

JUis TOKYMEHTa, MOJIMHHUK KOTOPOTO OCTAeTCs B ILIKOJIE, BU3bl COTIACOBaHMS MPOCTABIISIIOTCS Ha
000pOTE MOCJIEAHEr0 JHUCTa MOUIMHHUKA JOKYMEHTA WM Ha IMOCIEJHEM JIHMCTE JOKYMEHTa IOA
MOJIITHUCHIO.

27. Ioanuce
[Toxmuchr BKIFOYAeT: HAWUMEHOBAaHUE JIOJDKHOCTH JIMIA, T[OANKCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOJIHUCH; paCIIM(PPOBKY MOJMUCH (MHUIIUANIBI, (pamMuius):
[Ipumep:

Jlupexmop nuunas noonuce U.0. Pamunus

Ecim  nmoxymeHnTt odopmieH He Ha OnaHke, B HaUMEHOBAaHWE JOJDKHOCTH BKIIIOYACTCS
HauMEHOBaHKE O0IIe00pa3oBaTeNbHON OpraHu3aluu (MOJHOE Ha3BaHHE IIKOJbI). JlomyckaeTcs B
pexkBusute "[loanmuce MODKHOCTHOTO JHIA" IIEHTPUPOBATH HAMMEHOBAHWE JOJDKHOCTH JIMIIA,
MOAMMCABUIETO JOKYMEHT, OTHOCUTENBHO CaMOM JUIMHHOW CTPOKH.

[Ipu moamucaHuu JOKyMEHTa HECKOJIBKHUMH JOHKHOCTHBIMU JIUIIAMU Pa3HBIX JOJIKHOCTEM HX
MOAMKUCH PACHOJaratoT OJHY MOJ JAPYTrod B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOLIEH HepapXuu
3aHUMAaeMOMN JOKHOCTH.

ITpumep:

Hupexmop nuunas noonuce 1.0.P.
3amecmumens oupekmopa auunas noonuce M.0.D.

[Ipy mnoamucaHuM JOKYMEHTa HECKOJbKHUMM JIMIAMH PaBHBIX JOJDKHOCTEH MX MOJANUCH
pacnosararoT Ha OJJHOM YpOBHE.

B nokxymMmeHTax, COCTaBIEHHBIX KOMUCCHEH, yKa3bIBAa€TCs CTATYC JIHIlA B COCTaBE KOMUCCHUU:
MIPOCTABJICHHUEM KOCOM 4epThl Mepes HAaUMEHOBaHMEM JOJDKHOCTH (J00aBIATH Kakue- JHOo
MIPUCTABKH).

Ecmm JUPECKTOP MWW HHOC YIIOJJHOMOYCHHOC Ha MNOANHCAaHWEC OJOKYMCHTa JIMIO BPEMCHHO
OTCYTCTBYCT (OTHYCK, 6OJ'IC3HL, KOMaH,[[I/IpOBKa) WM NOOJDKHOCTb BdKAaHTHA, TO JOKYMCHT
IOAIIMChIBACT COTPYOAHHUK, ynOJIHOMO'—IGHHBIfI Ha oA CaHuEC B COOTBETCTBHU C



pacnnopAaUTCIbHBIM JOKYMCHTOM HWJIA HaI[eJIeHHblf/'I MMOJIHOMOYHUAMHU, YCTAHOBJIICHHBIMH ITPUKA30M
mkosel uin yupenureds (JIOrM), ¢ ykazaHueMm CBOEH TOKHOCTH U TTOJTHOMOYHSI, HAIPUMED:

3amecmumens oupekmopa noonucv U.0. Pamunus

WIIH:

Ucnonnsarowuti obszannocmu oupekmopa noonucy U.0. Pamunus
W

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

PexBusut "lloanuchk AOMKHOCTHOTO JMIA" MOXET OBITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAHWH CIY)KEOHON 3amucku 0e3 MPUMEHEHHS TEXHUYECKHX
CpeacTB) Tu60 0POPMIICH C UCTIOIB30BAHMEM TEXHUUYECKUX CPEJCTB.

B cnyuae odopminenus pexBuszura "llogmuch MOJDKHOCTHOTO JMia" ¢ HWCHOJB30BaHUEM
TEXHUUYECKUX CPEJCTB BUA U pazMep WpU(Ta yKa3aHHOTO PEKBU3UTA HE MOXKET OTJIMYAThCS OT
BHJIA ¥ pa3Mepa mpudTa OCHOBHOTO TEKCTA JTOKYMEHTA.

PexBusut "lloanuck MOMKHOCTHOrO Juma" OTACISIETCS OT TEKCTa TpeMsi WIM YEThIPbMS
OJIMHAPHBIMU MEXAYCTPOUHBIMU UHTEPBAJIaMHU.

28. [leuatp

[ledats sBAsIETCA CHOCOOOM MOATBEPXKIEHHS MOMJMHHOCTH IMOANUCH JOJDKHOCTHOIO JIMIIA Ha
nokyMeHTe. IledaTp cTaBUTCS Ha JOKYMEHTAaX B Cly4asX, IPELyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WA UHBIMU HOPMAaTHBHBIMH [IPABOBBIMU aKTaMH.

[leyatb cTaBUTCS HAa CBOOOAHOM OT TEKCTa MECTE, IIPU 3TOM OTTHCK II€YaTH HE 3aXBaTbIBAacT
JMYHOW IMOJAMUCH JTOJDKHOCTHOTO JIMIa MOANHKCABILEro JAOKYMEHT, WIH B MecTe, 0003Hau€HHOM
«MID» («Mecto neuatn»).

B noxymeHTax, MoAroToOBJICHHBIX Ha OCHOBE YHU(PHUIHUPOBAHHBIX ()OpM, IeUaTh CTABUTCS B MECTE,
0003HaueHHOM oTMeTKO# "MII" ninu uHBIM 00pazom.

29. OrmeTKa 00 UCIIOJIHUTENE

Otmerka 00 wucrmonHUTENE (aBTOpE) MOKYMEHTa IMPOCTABISETCS HA MUChbMAaX IIKOJBI B JIEBOM
HUKHEM yrioy JIHIIGBOfI CTOpOHI)I IIOCJICAHECI O JIUCTa ZIOKYMGHTa oT FpaHI/IIII)I JICBOI'O ITOJIA HUJIH, HpI/I
OTCYTCTBHH MECTA, - Ha OOOPOTHON CTOPOHE BHU3Y CIIEBa.

OTMeTKa BKJIIOYAET (aMWIHIO, UMS, OTYECTBO HCIIOJHUTENIS U HOMEp ero TeiaedoHa, a TakKe
OTMeTKa 00 HCIOJHHUTETIE MOXKET JOMOJHATHCS HAUMEHOBAHUEM [OJKHOCTU M AJIEKTPOHHBIM
aIPECOM HCITOJTHUTEISL.

ITpumep:

Hesanos Hean Heanosuu, cneyuanucm no oxpane mpyoa

(888) 888-88-88, lvanov@mail.ru

30. OT™meTKa 0 3aBepeHUH KOHUH

Jlist HOATBEPK/IEHUsS] COOTBETCTBHSI KONUH (BBIMMCKH U3 JIOKYMEHTA) MOJUIMHHUKY JJOKYMEHTa Ha
MOCJIEIHEM JINCTE KOMWUHU (BBIMUCKU M3 JOKyMeHTa) moj pekBusutoM "lloamuces" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOIIMH.

OTmeTKa O 3aBepeHUM KOMHMU BKIIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE OJKHOCTH JIMLA,
3aBEPHBILETO KOIMHIO, COOCTBEHHOPYYHYIO IOJAIMUCH, PACIIM(PPOBKY MOAMUCH (MHULUAIIBI,
(dbamMuinio), 1aTy 3aBepeHus KOMUU JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHHM KOMHMM» MOXET ObIThb oOQopMIeHa OT pyKH HWIH C
MCIOJIb30BaHKEM IITAMIIA.

JlonyckaeTcs 3aBepsITh KaXkIbli TUCT MHOTOCTPAaHUYHON KOIIMH TOKYMEHTA.

31. OTmeTKa 0 HOCTYIJIICHHMH JOKYMEHTA




OTMmeTKa O NOCTYIUIEHUH JOKYMEHTa COAEPKUT BXOSIIMNA PEruCTpallMOHHBIM HOMEp M AaTy
MOCTYIJIEHUs JOKyMeHTa. [lomyckaeTcsi yka3aHME 4acOB M MHUHYT IOCTYIUIEHUS JTOKYMEHTa C
3aBEpEHUEM MOJIUCIMU 3aUNHTEPECOBAHHBIX JIULI.

OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTA MOKET MTPOCTABIIATHCS C UCIOJIb30BAHUEM LITAMIIA.

32. Pe3omronus
Pe3omonust coIepUT yKazaHue MO UCTOTHEHHIO JokyMeHTa. OHa odopmiisercs Ha cBOOOTHOM

MecTe paboyero MnoJis J0KyMEHTa.

Pezomronnst BKItO4aeT B ce0si: haMHITNIO, MHUITUAIBI UCTIOTHUTEIS (MCIIOIHUTENEH ), TOPYYEHUE 110
JOKYMEHTY, OJIMCh aBTOpa PE30JIIOLUH U AaTy O(POPMIICHHS PE3OJIIOLIH.

Pe3omronus, Mo yCMOTPEHHIO JIMLA, JAIOLIETO NOPYYEHUE, MOKET BKIIOYATh B €€0s TaKKe CPOK
UCIIOJIHEHUS IOKYMEHTA.



C noKanbHBEIM aKTOM 03HAKOMJIEHBI:

ITenaroruyeckuii KOJUIEKTHB IIKOJIBI:

®UO POcTIHCh =
A Kpyroronosa Omus Bacunbesua L)y
2. Bapbanen Anna AHaTonbeBHa S 4 ///
3 Kysnenosa Anna AnekcasaposHa A%
4. Abanbmazosa Enena Buktoposna S Y /4
5. Barsiposa 3apuna MapkopHa VELOTIE A
6. Beneenko 'anuna Anexcanapossa PP7 A
7. Bonaps JInmms Muxaitiosra 7 2
8. Bnacosen Upuna Hakonaessa & LT
9. I'epacumMoBckas Onbra Hukonaesna CA AT
10. I'n3oesa Tanpa Cakoesna e S
11: 3onoTek0 Bauecnas KOpbesuy Z ‘;‘-”/
12. HUpxa Ceernana Bramumuposna VA9
13. HUpxa HUrops BaxToposuy Zpve ;, [
14. Kanamnnkosa AnHa AJjiekcaspoBHa :
15. Kanssrosa Mapuna Tasperosna
16. Kecaesa Jlionmuna Cepreessa
17. Knouko Hanexna AuaronseBHa
18. Ko6noea 3amna Sayapnosna
19. Kopens Unna Bnagumuposna
20. Konyp I'anmuna Hukonaesuna
21. Kouyp Haranes Anekcanaposna
22. JIsicokons MUpuna Anexceepna
23. Mypanosa 3e#inab Dnunamaesna AT A
24. Hasupbaepa Kapuna Axmat/ukoHOBHA %’
25. CeHpuioB Muxann Apkaasesry S a—
26. Ceperpesa Csetnana Uropesna Z
27. Cnarosa Manana 'aé30BHa Ry
28. Trauenko Exarepuna Pomanosna (/270
29. Tpumacosa Hanexna Msanoena D
30. Y noesraenko Jliogpvuna Hukonaegna W
31. Ympuxuna Hatanss IOpeesna WAZi
32. Dunonosa Anuuaa Boprcosra qopud) — L/
33. ®enoceesa Okcana Muxaiiiosna A
34, Xeraryposa Panuna Batansesna GCS —
3s. Xpamenkosa JIunsna Pomanosna For, e —
36. Xyraesa Anuna Bacunbesua ) W
37. [Ilaranosa Upuna Hukonaesna —
38. Ilaranoea Jlioamuna Bacunsesna 1/ WD
39. Ixuns Jiomvuna Bragumuposa W




