IMPUHATO: YTBEPKIEHO:
Ha MEaroru4eckoM COBETE Hupexrop MBOY COLI
MBOY COII um. H.C. Konrapa c. Baii-Tan .. . HC. Konrapa c. Baii-Tan

IIporokon Ne_5_ot 30.09.2022 . / Konrap 5.C./

pacmppoBKa MOANHCH

Hpezlcenarem,<_—;4£» s e

TOJUITHCH pacmmdpoBka nopmmer: - @AY

-3

Hucrpyxuus
& 10 A¢JIONPOU3BOACTBY ‘
MBOY COIII um. H.C. Konrapa c. Baii-Tax

1. O0mue noozxenus

1.1. Hacrosimas MHCTpykims 1o 1e70npon3sBoACTBy B mikonie pa3paboTaHa B COOTBETCTBHM C
DeneparnbHbiM 3akoHoM 0T 29.12.2012 Ne 273-®3 "O6 o6pasosanuu B Poccuiickoii Genepamun’ ¢
usmenenuavMu ot 2 mions 2021 roma, TOCT P 7.0.97-2016 «Cuctema cTanmaproB mo
uropmaim, GubmHOTE HOMY M W3ZATeNbCKOMY Heny, «OpraHM3alHOHHO-PACTIOPSANTENbHAS
noxkymentauys. TpeboBauus Kk 0dOPMICHH0 TOKYMEHTOBY, a Taioke Yctasom MBOY COIII um.
H.C. Kownrapa c. baii-Tan # Apyrumui HODMATMBHBIMH TpABOBBIMH aKTaMH Poccmiickoii
Denepaiin, perIamMeHTHYIOIUME AESTENBHOCTS 0011e06pa30BaTEHBIX OPraHH3aLHiA.

1.2. Jlansas VHCTpyKIMA 1O AENONPOM3BOACTBY B IIKONE (ganee - Mucrpykuus) obosnauaer
NpaBhia MOATOTOBKH M OQOPMIEHHS NOKYMEHTOB B 00mE00pa3oBaTENbHOM OpraHW3aLL,
OMPEZENAET CTAHAAPTI OOPMIEHHS PEKBHIUTOB, GIIAHKOB JI0KYMEHTOB, COCTABIEHHS TPUKA30B,
TONIOXEHHH HHCTPYKIIHHA, A TAloke PErJaMeHTHpYeT GOPMAPOBAHKE NN H HX TEKyIee XpaHEeHHe,
TMOATOTOBKY JIOKYMEHTOB M J€/l K Nepenade Ha apXMBHOE XpaHeHHe B 00me06pa3oBaTenbHOl
OpraHM3aLHH.

1.3. MHCTpyKups 10 1eNonpon3BOACTBY pa3paboTaHa B LESX YCTAHOBIEHNS €MHbIX TpeboBaHmii
K TOAroTOBKE, 00paboTKe, XAHEHMI0 W HCIONG30BAHMI0 OODA3YIONMXCH B JESTENBHOCTH
0011e00pa3oBaTeNbHON  OPraHM3alMH | TOCTYNAIOMMX B IIKONY JOKYMEHTOB, a Taioke
COBEPLICHCTBOBAHMS H MOBBIICHHs (QHEKTUBHOCTH JENONMPOH3BOACTBA 06MIE06pAa3OBATETBHON
OpraHH3alHH.

1.4. Tlonoxenuss MHCTpyKIMHM PacmpoCTpaHSIOTCs HA OPraHH3ALAO paboTEl C HOKYMEHTAMH
HE3aBHCHMO OT BHMJA HOCHTENA, B TOM 4HCIE C ONEKTPOHHBIMH JOKYMEHTAMH, BKITIOYAs
MOATOTOBKY, 00pabOTKY, XpaHEHHE M HCIONB30BAHUE IOKYMEHTOB, OCYIIECTBISEMBIMU C
TIOMOLIBH0 HH(OPMALMOHHBIX TEXHOIOTHI.

1.5. Opranmsaiyo, MeToIMYECKOE PYKOBOICTBO, COBEPLIEHCTBOBAHHE JETONPOH3BOACTBA
KOHTPOITb 33 COOM0OZIEHMEM HacToseH MHCTpyKimy B IIKoe OCYIIECTBISET OTBETCTBEHHbIH 32
BE/IEHHE JIENONPOU3BO/ICTRA.

1.6. Tlpasa u oOs3aHHOCTH PAGOTHHKOB, OCYMECTBAMOMMX paboTy JOKYMEHTaMH B
CTPYKTYPHBIX ~ MOJpasfeneHusX — 00meodpa3oBaTenbHONl  OpraHM3alMy, — YCTAHABIMBATCS
JOIDKHOCTHBIMH HHCTPYKUMSAMH HITH TIPHKA30M UPEKTOPA.

1.7. Ceenenus, conepkaumiecss B 0KyMEHTAX, MOTYT OBITh HCIIONb30BAHbI TONBKO B pabounx
LEAX B COOTBETCTBMH C IONHOMOYMSMH COTPY/HKKA, paboTaromero ¢ gokymeHtamu. Pabota ¢
AOKyMEHTAaMHA BHE MOMELICHHH LIKOJbI HE momyckaerca. ITpu yTpaTte MOKyMEHTOB MPOBOIHMTCS
cirykebHast mpoBepka. 4

1.8. Ilpn yxonme B ommyck, mepeBoze (nepememenuu) mo pabore Wi B CIy4ae yBOJbHEHHUS
COTPYZHMK 00f3aH NEpefaTh BCE HAXOMANIMECS Y HErO NOKYMEHTBI MHOMY COTpYIHHKY,
OMPENENCHHOMY B COOTBETCTBHH C YKa3aHUEM HEMOCPEACTBEHHOTO PYKOBOAHUTENS YBOJNBHIEMOTO,
YXOZSLIEro B OTMYCK HITH [EPEBOASAIIEN0Cs (MEPEMEILAeMOro) 10 paboTe COTPyIHMKA.



1.9. MucTpykius oOs3aTenbHa sl COOMOACHUS BCEMH paOOTHUKAMH IIKOJIbl. BHOBB MPHHATHIE HA
paboTy COTPYIAHMKH, B JIOJUKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEJCHHE JTOKYMEHTAlLlMH, B
TeueHue TpEX pabounx JHEH co JHs M3AaHUS MPUKa3a O Ha3HAYEHUH Ha JIOJDKHOCTbH JIOJKHBI OBITH
03HAaKOMJIEHBI C HacTosend MHCTpyKIyei mox NoAKcCh.

2. [IpaBujia noAroToBKU U 0opm/ieHHsI JOKYMEHTOB

21. B ACATCIIBHOCTU IIKOJIbI CO3AAaCTCAd KOMIIJICKC OPraHUu3allMOHHO paclnopAanTCIbHBIX
AOKYMCHTOB: IpPHKAa3bl, IMOJIOXKCHHA, IIpaBujia, HHCTPYKIUHU, PCTIAMCHTLI;, IIPOTOKOJIbI 3aCGHaHHﬁ
(COBGH.I&TCJII)HI)IX, KOOpAWHAIIMOHHBIX, OJOKCICPTHBIX W JP. OpFaHOB), adKThl, AHAJIMTHYCCKHC
CIIpaBKH, AOOKJIAAHBIC H CJ'I}’)KC6HBI€ 3aIlIMCKHU, OOTrOBOPBI (KOHTpaKTI)I, COFJIaIHGHI/ISI), JACJI0OBast
(cmyxkeOHas) Tepenucka W Jp. COCTaBISIOTCA W O(GOPMIIIOTCS CHEIHATbHBIC JOKYMEHTHI,
CBSI3aHHBIE C IJJAHUPOBAaHUMEM  0Opa30BaTENbHOW  JEATENBHOCTH W OCYIIECTBICHUEM
XO3SIIICTBEHHBIX ~MEpONPUATUH, BEJEHHEM Y4eOHO-IEeIarorMueckoro y4yera, OpraHusanuen
JIeJIONIPOU3BOJICTBA 00111€00pa30BaTENbHON OpraHnu3aly, 00ecriedeHueM OyXralaTepcKoro yJera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMaKHOM HOCHTEJIE W B JJIGKTPOHHOU Qopme ¢
COOIIIOJICHHEM YCTaHOBJIGHHBIX TpaBWiI 0(OpMIIEHUsT TOKYMEeHTOB. [Ipu co3maHmm JOKyMeHTa Ha
IBYX U 00Jiee CTpaHUIaX BTOPYIO U MOCIETYIONINE CTPAHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHUIl POCTABISIFOTCS MOCEPEIMHE BEPXHETO MOl JOKYMEHTa Ha PAacCTOSIHUU HE
MmeHee 10 MM OT BepxHero kpas jucra. Jlomyckaercs co3fgaHue JOKYMEHTOB Ha JIMIEBOM H
000pOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOpPOHHEM CO3J[aHWHU JIOKYMEHTOB ITUPHHA JICBOTO TIOJISI HA JIMIIEBOI CTOPOHE JIHCTa
Y TIPABOTO TOJIST Ha 00OPOTHOW CTOPOHE JIMCTA JOJDKHBI OBITH PaBHEI.

3. PekBHU3UTBHI TIOKYMEHTOB
3.1. Jlng peKBH3UTOB JOKYMEHTOB, CO3JaBaeMbIX B 0OIIE0O0pa30BaTEIBLHOM OpraHu3aliy,
yCTaHaBIWBAIOTCS TpaBuia u TpedoBanus B cootBeTcTBUU ¢ [[OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA ONPEICISIETCS €ro BUIOM U Ha3HAUYCHHUEM.
3.3. Ilpu moaroroBke u 0oGOPMIECHUH JTOKYMEHTOB B IIIKOJE HCIOJB3YIOTCS CIECAYIONIINe
PEKBU3UTHI:

e KOJ (hOPMBI TOKYMEHTA;

e HAaWMEHOBAHUE IIKOJIBI,

e CIIPaBOYHBIE JIAHHBIE O MIKOJIE;

e HAWMEHOBAaHHUE BHJIA JIOKYMCHTA;

e JlaTa JOKYMEHTA;

e  PErHCTPallMOHHBIA HOMEpP JTOKYMEHTA;

e CCBUIKa Ha PETUCTPAIIMOHHBIA HOMEP U ATy IOKYMEHTA,

e MECTO COCTaBJICHUS (M3/aHU) JOKYMCHTA,

e ajpecart;

e rpud yTBEPKICHUS JOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMCHTA;

e OTMETKa O MPHJIOKECHHH;

e rpud coriacoBaHus JOKYMCHTA,

e BU3a;

e TIOJIHUCH;

e OTMETKa 00 AIEKTPOHHOU MOAIHUCH;

e TICYATH;

e OTMETKa 00 HCIIOJIHUTEIE;

e OTMETKa O 3aBEPEHHUHU KOIUHU;

e OTMETKa O TIOCTYIJICHUH IOKyMEHTA;

e  pe3oouus.

4. BJIaHKM 10KYMEHTOB

4.1. JIokyMeHTHI, co37aBaeMble B 00111€00pa30BaTeIbHOM OpraHn3anuu, 0(opMIISIOTCS Ha OJIaHKaX,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JIcTax Oymaru ¢popmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JOKYMEHTOB (TaONMUIIBI, CXEMBbl, CMEThI) JOMycKaeTrcs OQOpMIATh C



ucnosb3oBanneM (Gopmara A3 (420x297mm). JIOKyMEHTBI, COCTABJISIOIINE BHYTPEHHIOIO
MEepenucKy, O(pOpPMIIIOTCS Ha CTaHAApTHBIX JucTtax Oymarum ¢opmara A4 (210x297 mm) Ge3
HCII0JIb30BAaHUs OJIaHKOB.
4.2, Kaxxaplii 1UCT AOKyMeHTa, o(OpMIICHHBIN Ha OjaHke Wiau 0e3 Hero, JOJDKEH MMETh MOJs He
MEHee:

e 20 MM - 1I€BOC;

e 10 mm - mpaBoe;

e 20 MM - BepxHEE;

e 20 MM - HIKHEE.
4.3. loxymeHTHl JuATeNbHBIX (cBbIme 10 JIeT) CPOKOB XpaHEHHs IOJDKHBI MMETh JIEBOE MMOJIE He
MeHee 30 mm.
4.4. Bunpl 61aHKOB IOKYMEHTOB, IPUMEHSIEMBIX B IITKOJIE:

e 00mMIi OJIAHK;

e 0OJaHK IIHCHMa;

e OJaHK KOHKPETHOTO BMJA JOKyMeHTa (OJMaHK TmpuKas3a, OJIAaHK pacnopsyKeHHUs, OJlaHK

MPOTOKOJIA U JIP.)

4.5. OOpa3upl pa3pabOTaHHBIX M TMPUMEHSEMBIX B IIKOJE OJAHKOB TMOJJIEkKAT BKIIOUCHHUIO B
MHCTPYKIHIO O JEJIONPOU3BOICTBY 00111€00pa30BaTeIbHON OpraHU3aluy B Ka4YeCTBE MPUIIOKEHHUM
(npunoxenue 3 Ha 3 nucTax).

5. Ilpuka3spl

5.1. Ilpukazamu oQOpPMIIAIOTCS pELIeHUsI IO OINEpPaTUBHBIM, OPTraHU3ALMOHHBIM, YUEOHBIM,
KaJIpOBBIM (TpuIokKeHHe 2 Ha 9 IucTax) U IpYyrUM BOIIPOcaM pabOThI IIKOJIBI.

5.2. TIpoekThl TPHKA30B TOTOBSAT OTBETCTBCHHBIC WCIIOJHUTEIN HA OCHOBAHWW IMOPYYCHUU
JTMpEKTopa, ero 3aMmectuteneld. [IpoekTsl MPUKa30B MO JUYHOMY COCTaBY T'OTOBUT CIEHHUAIHCT MO
KaJipaMm.

5.3. B mpuKkazax TeKcT u3jaraeTcs OT mepBoro jumna eauacrBeHHoro uucia («[IPUKA3BIBAIOy).
5.4. Tekct mpuKaza MOXET COCTOSNTh M3 JIBYX YacTe: KOHCTaTUpyolied (mpeamOysbl) H
pacropsAUTENbHOM.

5.5. B kxoHcraTupyromeld 4YacTH KpaTKO H3JIaraloTcs IeMd W 3a1ad, (akTel U COOBITHS,
MOCIYKUBILIME OCHOBAaHUEM JI M3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamMu "B nemsax",
"B cootBerctBun", "Bo ucnomnenune", u T.1. Ecnu mpukas u3gaeTcs Ha OCHOBAHUU JPYTroro
JOKYMEHTA, TO B KOHCTaTUPYIOIIEH YacTH yKa3bIBAaeTCsl HANMEHOBAHUE 3TOT0 JJOKYMEHTa, ero JaTa,
HOMep u 3arosioBok. [IpeamOysa B mpoekrax npuka3zoB 3aBepiraercs cioBoMm «[IPMKA3BIBAIOy,
KOTOpOE MeyaTaeTcs 3arjiaBHbIMA OyKBaMH.

5.6. PacnopsiaurenbHas yacTh JOJKHA COJEPXKATh MEPEUUCIICHUE MPEANUChIBAEMbIX JIEHCTBUM ¢
YKa3aHUEM HCIHOJIHUTENS KaXIOro IeHCTBUS W, NMPU HEOOXOAMMOCTH, CPOKOB HCIOJHEHUS.
PacniopsinuTenbHasi 4acTh JENUTCS HA MYyHKTHl UM TOJIMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [IeiicTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh IEPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B xayecTBe WCIIOJIHUTENEH YKAa3bIBAIOTCS 3aMECTUTENN IUPEKTOpa, Mpeacenared Win
PYKOBOIUTENN pabOUUX rpynn (KOMHCCUI).

5.8. Ecnu npuka3 u3MeHseT paHee U3JaHHbI JOKYMEHT (IIYHKThI JOKYMEHTa), TO OJMH U3 IYHKTOB
pacnopsaUTEeNbHON YacTH TeKCTa JAOJKEH COAepkKaTh CChUIKY HAa U3MEHSIEMbI JTOKYMEHT (IIyHKTHI
JOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecnu mpuka3 oTMeHsIeT ACWCTBHE paHee W3JAaHHOTO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONPENIETICHHOM aThl, TO OJUH U3 IMYHKTOB PACIOPSAUTENIbHON YaCTH TEKCTa JIOJKEH HAUYMHATHCA
cnoBamu "llpu3HaTh yTpaTUBIIMM CHIly...", Jajee yKa3bIBaThbCs J1aTa, HOMEpP U 3arojIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTa), a TaKXke JaTa, ¢ KOTOPO OTMEHsIeTCs ero JeHCTBUeE.
Ecnu npata we yka3zaHa, TO JeicTBHE paHee H3JAHHOTO JOKyMEHTa (IIyHKTHl JIOKYMEHTa)
OTMEHSIETCS C JaThl U3aHKS HOBOTO MpHUKa3a.

5.10. Ecnu mpuka3 oTMEHSIET paHee U3JaHHbIA JOKYMEHT C MOMEHTA U3/IaHus, TO OJWH U3 YHKTOB
pacnopsiAMTENIbHOM YacTH TEKCTa JOJDKEH HayMHaThCcsl ciaoBamMu "OTMEHUTH..." W yKa3bIBaThCs
JaTa, HOMEp U 3aroJIOBOK paHee U3/IaHHOTO JOKYMEHTA.

5.11. Ecnu mpuka3 mpearnoJiaraeTcsi BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3AaHus, HEOOXOIMMO
yKa3zaTb CPOK BBeJeHUs ero B jeictBue. IlocienHuil MyHKT pacnopsIUTENIbHON 4YacTH MOXKET



COJIEp’KaTh CBEJCHUS O JIOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM
IIpHUKa3a.

5.13. IIpukaspl MOINUCHIBAIOTCS TOJBKO TUPEKTOPOM 00IIe00pa3oBaTebHON OpraHU3aluy WIN
pabOTHUKOM, UCTIOJHSIOIIUM €T0 005S3aHHOCTH.

5.14. OTBETCTBEHHOCTh 32 OOEcIeueHue CBOEBPEMEHHOW M KAaueCTBEHHOM IMOJTOTOBKH IPOEKTOB
IIPUKa30B U MX COIJIACOBAHME C 3aMHTEPECOBAHHBIMM pPaOOTHUKAMU U OpPraHU3alUsSMU HECYT
aBTOPBI IPOEKTA MPUKA3a.

5.15. PerucrpannoHHble HOMEpa MPUCBAWBAIOTCS MpPHKa3aM MO TOPSAKY HOMEpPOB B Ipeiaenax
KaJIEHapHOTO ro/ja.

5.16. JlaTa peructparmu npukasa siBISETCS JaTOU €ro IMOANYCAHHSL.

6. [IpaBuJjia, NoJ10KeHUs1, HHCTPYKIUH

6.1. IlpaBuiia — HOPMATHBHBIM aKT, OMPEACISIONINNA MOPSAIOK KaKOTO-THOO0 BHJIA JESITEIBHOCTH,
YCTaHABJIMBAKOIIMNA WM 3alIPENIAIOINI ONPEIEIEHHOE MOBEJACHHUE.

6.2. TTomosxeHne — HOPMATUBHBIN aKT, AETATHHO PEriIaMEHTHUPYIOIINI MTPABOBOM CTATYC, TIOPSIO0K
OpraHM3aliy U MpoLeaypy KaKoro-imoo Buaa 1esSTeIbHOCTH.

6.3. MHCTpyKIMsIT — HOPMAaTHBHBIM aKT, WU3[aBa€MbIi B MLEJISIX Pa3bsICHEHHUS W ONpEACICHHUS
MOPsIIKa TPUMEHEHHUSI COOTBETCTBYIOLEIO HOPMATHBHOIO aKTa JIMOO C LIEIbI0 YKa3aHUsS HOPM O
crioco0ax BBITIONHEHUS OTIPEICTICHHBIX OTIepaIyii (IeHCTBUIA).

6.4. IlpaBuia, MOJIOXKEHHSI, HHCTPYKIIMH TPUHAMAIOTCS (B 3aBUCUMOCTH OT BHJIAa JIOKYMEHTa) Ha
VYmopasnstomem coBeTe, 3acemaHusx [Ipodcoro3HOr0o KOMHTETa IIKOJBI W YTBEPIKIAIOTCS
TUPEKTOPOM.

6.5. TopsmoK MOATOTOBKH NMPOEKTOB IMPABHJI, TOJIOKEHUS, HHCTPYKIIMA COOTBETCTBYET OO0IIEMY
MOPSKY MOJATOTOBKH MPOEKTOB MPUKA30B 00111€00pa30BaTEIbHON OpTraHU3aIuy.

6.6. TekcT mpoekTa TOJIOKEHHUS, TPaBWJI, WHCTPYKIIMU TI€YaTaeTCs Ha YUCTOM JIMCTE Oymaru
dbopmata A4.

6.7. OTIUUUTETHHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MOJ0XKEHHS, HHCTPYKLIUU SBIISIOTCS:

e TOYHOCTb MPUMEHSAEMBIX (POPMYITHPOBOK O€3 HCIOIB30BAHUS CJIOB M MOHATHUN, UMEIOLIUX
MHOYECTBEHHBIN CMBICIT,

e HCIOJIb30BaHUE KOPOTKHUX MPEIIOKEeHUH, OOUIETIPUHATHIX BBIPAXKEHUN U CBS30K, MpPH
HEO0OXOIMMOCTH - MPEIBAPUTENILHOE OIpPEAEICHHE HCIOIb3yEeMbIX MOHSATHH, COKpAIICHUIA,
ab0OpeBuaryp;

e OINHCAHHWE BCEX BO3MOXKHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIMX WM BapUaHTOB
NEUCTBHIA, T.€. MOJHOTA MpeACTaBICHUS HHPOPMALIHH;

e CTPYKTYpUPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTHXKEHHUS HAWIydllled IOCJIeI0BAaTEIbHOCTH
W3JI0KEHUs MaTepuana;

e MUHUMH3ALUSA TEKCTAa C MOMOILIBI0 MPUMEHEHUs 00001meHuit (0030poB MpernoiaraeMbix
JIeACTBHI) U TIPUMEHCHHUE MTEPEUNCIICHHH (3a/1a4, STAaNoB, YCIOBHI U T.]1.).

6.8. B 3aBHCHMOCTH OT CJII0HOCTU U 00BbeMa pa3padaThiBa€MbIX MPABUIL, MTOJI0KEHHSI, HHCTPYKLIUU
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, IYHKThl U MOJAMYHKTHI. [J1aBbl JOJKHBI UMETh HA3BAHMUSL.
Hymepanus npousBoautcs apabckumu nudpamu.

7. IIpoToxoJ 3acenaHusi (COBeIAHMS)

7.1. IIpoTOKOJI — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BONPOCOB U MPHUHATHUS
peleHit Ha coOpaHMsIX, COBEIIAHUAX, KOH(DEPEHIMAX U 3aCeJaHUIX KOJUIETHaIbHBIX OPIaHOB.

7.2. Ilporokon 3acenanusi (coBellaHus) - (ajee - MPOTOKOJ) OGOPMIISETCS Ha YUCTOM JIUCTE
Oymaru gopmara A4.

7.3. PexBU3HT - "TeKCT AOKyMeHTa". PEKBU3UT COCTOUT U3 IBYX YacTeil: BBOJHOW U OCHOBHOM.

7.4. Bo BBOAHOW  yacTW  yKa3bIBAIOTCS  WHULIMANGL, GaMMIMM U JOJDKHOCTH
IpeJcenaTeabCTBYIOIIET0, CeKpeTapsl, MPUCYTCTBOBABIINX HA 3aCE€IaHUU U, MPH HEOOXOIUMOCTH,
JIMIL, IPUTJIAIIEHHBIX Ha 3acejaHue (COBEIIaHue).

7.5. BBojgHas dacThb MNPOTOKOJA 3aKaHUYMBAETCS IEPEUYHEM pPACCMATPUBAEMBIX BOIIPOCOB,
IIEPEUUCIIEHHBIX B TOPAAKE UX 3HAYMMOCTM C YyKa3aHUEM JOKJIAJUUKA [0 KaKIOMY
paccMaTpuBaeMoMy Bompocy. Borpocsr popmynupyrores ¢ npeamorom "O" ("O6"), nedatarorcs oT
T'PaHUIIBI JIEBOTO MOJISI U HYMEPYIOTCSA apaOCKUMH LU(paMHU.



7.6. OcHOBHasi 4acTh IMPOTOKOJA COCTOMT W3 PA3/eNiOB, COOTBETCTBYIOIIUX PacCMaTpUBAEMbIM
BOIIPOCAM U X HyMEpPALIUH.

7.7. TexcT NpOTOKOJIA U3Jaraercsi OT TPETHEro JMIla MHOKECTBEHHOro uucia ("ciymanu",
"BoicTynmu", "nocranoBunu", "pemman").

7.8. IIpoTOKO MOAMUCHIBACTCS JMIIOM, MPEJCeIaTeIbCTBOBABIINM Ha 3aceaHUM (COBEUIaHWUHN), U
cekpeTapém 3aceqaHus (COBEUIAHUA).

7.9. Ilpu OTCYTCTBHMM CEKpeTapsi 3acelJaHHs, B TOM YHWCIE TPH MPOBEACHUU OIECPATHBHBIX
COBEILlaHUH, TOIYCKAaeTCsl MOANNCAHUE IIPOTOKOJIA TOJIBKO MPEACENATENbCTBYIOIIHUM.

7.10. Tekct mpoTOKONA MOJDKEH OBITH MOATOTOBIIEH HE IMO3JHEE TPEX THEW CO JHS 3acelaHusl.
[IpoeKTbl  COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJA BU3UPYIOTCA  JOJDKHOCTHBIM  JIMLIOM
OTBETCTBEHHBIM 32 IIOJTOTOBKY.

7.11. Jlata mpoTOKOJa A0HKHA COOTBETCTBOBATH JIHIO MPOBEJCHUS COBEIIAHUS (3aCeIaHMUs).

7.12. Komuu TPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHU3alysM W JOJDKHOCTHBIM
JUIIaM B COOTBETCTBUHU C yKa3aTeJIeM pPACCBUIKH, KOTOPBIA COCTaBJISET CEKpeTapb 3acelaHUs
(coBemanus).

8. lnan
8.1. Iitan — JOKyMEHT, YCTaHABIIMBAIONINN TIepeUeHh HAMEUEHHBIX K BBITTOJIHEHUIO MEPOTPHSTHIA,
WX MTOCIIeIOBATEILHOCTh, 00bEM, CPOKH, OTBETCTBCHHBIX MCIIOTHUTEICH.
8.2. Ilmam odopmiseTrcs Ha Jymcre Oymarm ¢opmara A4 ¢ HCIOIB30BAaHUEM  CICIYIOIIAX
PEKBH3UTOB:

e HAMMCEHOBAHHE IITKOJIBI;

e Tpu( yTBEpXKICHUS JOKYMEHTA;

e J1aTa TOKYMEHTA;

e PErHCTPallMOHHBIA HOMEpP JTOKYMEHTA;

e HAaWMEHOBAaHHWE BHJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e HAWMEHOBAHHUE JIOJHDKHOCTH;

e TIOJIHCH.
8.3. PexBu3utr — "Tekct nokymeHTa" oopmisieTcss B Buae TaOIHIIbI ¢ Tpadamu:

e HOMEp IYHKTA IJIaHa;

e HAWMEHOBAHUE MEPOIPHSITHS;

e CPOK HCIIOJIHCHHS,

e HCIIOJIHUTEIb;

e TIpUMEYaHUE.

9. Ortyer
9.1. OTueT — JOKYMEHT, CoJiepXKalluil CBEJCHUS O Pe3yJbTaTax JesITeIbHOCTH 3a ONpe/IeeHHbIN
NepUO/]] BpEMEHH, BHITIOJIHEHHN MEPOIPUSTUH, IOPYUCHUH, 3aJaHNH, TIIAHOB.
9.2. Ortuetsl, MpenOCTaBIsEMblE B OpPraHbl IOCyJapCTBEHHOW BJIACTH (B TOM 4HUCJIE B OpraHbl
TOCYJIapCTBEHHOW  CTaTUCTUKM) W  HMMEIOIIME  YCTAHOBJICHHYIO  IIPaBOBBIMH  aKTaMH
rOCY/IapCTBEHHBIX OPraHoOB (OPMY, CO3JAIOTCS 10 YCTAaHOBJICHHOW T'OCYIapCTBEHHBIMU OpraHaMH
¢dopme U B orpeIeIEHHOM UMH MOPSIKE.
9.3. Otuérbl, mpenocTaBiIsieMble COTPYAHUKAMU IIKOJIbI B XOJ€ BHYTPEHHErO B3aMMOJEHCTBUS,
CO3/IAI0TCsI 110 MPaBUJIaM, YCTAaHOBJICHHBIM JUISl CO3JIaHMS CITY)KEOHBIX 3alHCOK.
9.4. Otuersl odopmisitorcss Ha jucte Oymaru ¢opmara A4 ¢ HUCNOJNB30BAaHUEM CIEAYIOIIHUX
PEKBU3UTOB!

e HAaWMEHOBAHUE LIKOJIBI;

e J1aTa JOKYMEHTa;

e PEerucTpalMOHHBIA HOMEP JOKYMEHTa;

e HAaWMEHOBAHHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKEHUH (TIPU HAJMYUH);

e HAWMEHOBAHHUE JIOJDKHOCTH;



e TIOJIUCH.

9.5. B tekcre oTuéta B 00s3aTEIBHOM MOPAIKE IOJDKHO COJCPXKATHCA YKa3 Ha JIESTEIBHOCTD,
MEpONIPUATHE, BBIJIAHHOE IOPYYCHHUE, 3aJaHue, IIYHKT IUIaHA, IOJUICKALIUN BBIIIOJHEHUIO, U
pe3yapTaT O BBIIOJHEHUH, B TOM YMCIE C yKa3aHMEM Ha COONIOJIGHUE WM HapylleHHe
HCIIOJHUTENBCKOM  AUCLMIUIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIOJIHEHHs M HaJJIexKaiee
npenocTaBieHne  MHQOpPMALWU, HEOOXOAMMBIX  MaTepHalioB  (TPOEKTOB  JOKYMEHTOB)
COMCIIOJIHUTENSIMH (IIPU YYACTHUH HECKOJIBKUX HCIIOTHUTENEH).

10. ucsmo
10.1. [lucema roToBsSTCS KakK:

e OTBETHI O BHINOJIHEHUH TOPYYCHHUH BBIIIECTOSIINX OPTaHOB UCIIOJHUTEIHHOMN BIIACTH;

e OTBETHI HA 3aMPOCHI OPraHU3AINNA, TPEANPHUATHIA U YACTHBIX JIUIL;

e HMHHIMATHBHBIE MUCHMA.

10.2. Cpoxu MOATOTOBKH OTBETHBIX ITHCEM:

e C KOHKPETHOW JJaTOW MCIIOJIHEHUS, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHHM C pE30JIIOLMEH IUPEKTOpa M €ro 3aMecTHTeNed Ha OCHOBAaHHUH
YCTQHOBJIEHHBIX CPOKOB WCIIOJIHEHHS TIOPYYEHH, 3allpOCOB WJIM TIO PEIICHUIO aBTopa
PE30ITIOIUH.

10.3. TekcThl OTBETHBIX MUCEM JIOJHDKHBI TOYHO COOTBETCTBOBATH 3aJaHHSIM, 3a(PUKCHPOBAHHBIM B
pesomorur. CpoKH TMOATOTOBKH MHUITUATUBHBIX IHCEM OTIPENENSIOTCS CAaMOCTOSATEIEHO aBTOPOM
MPOEKTa MUChMa C YIETOM HE0OXOAMMOCTH pPelIeHUsI KOHKPETHBIX 3a7a4 M (W) B COOTBETCTBUH C
TpeOOBaHMUSAMU 3aKOHOAATENBCTBA, MOPYICHUSIMHU HETTOCPEACTBEHHOTO PYKOBOUTEIS.

10.4. Tlucema meuaTaroTcsi Ha OJaHKe MUChMa 00MIE00pa30BaTENILHOW OpPraHU3aIMU C YTIIOBBIM
pacIioIoKeHUEM PEKBU3UTOB.

10.5. JlomonHUTENBHO K pEKBU3WTAM OJIaHKa MHChMa MpPU O(GOPMIICHHH THMCEM B IIIKOJIC
UCIOJIb3YIOTCS CIEAYIOINE PEKBU3UTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKEHHH;

e BU3a;

e TOJMHUCE.

e OTMETKa 00 UCIOJHUTEIIE.

10.6. Ilpu odopmieHrM HChMa Ha JABYX M OOJiee CTpaHHUIAX BTOPAs M MOCICIYIONINE CTPAHHIIBI
HYMEPYIOTCsI TIOCEpEeAMHE BEPXHET0 MOJIS JIUCTA apaOCKUMU LU paMu.

10.7. Ilucpma noANUCHIBAET JUPEKTOP UM paOOTHUKH, YIOJHOMOUYEHHbIE IIPUKA30M.

10.8. City>xeOHBIC 3aUCKU

10.9. B mensx ocymiecTBI€HUs] B3aUMOJICHCTBUS MEXIY COTPYAHMKAMU B paMKaX BHYTPEHHEIO
JOKYMEHTO000pOTa B IIKOJE IPUMEHSIOTCA ClykeOHble 3anucku. CiayxeOHble 3alUCKU SBISIOTCS
CIPaBOYHO-UH(POPMALMOHHBIMU  JIOKYyMEHTaMHU. ABTOpPaMHU CIIYy)K€OHBIX 3alMCOK SIBJISIOTCA
COTPYIHUKH 00111€00pa30BaTeIbHOM OpraHu3aluy.

10.10. CnyxebHas 3amucKa MOXET COCTABJATHCS MO YKa3aHUIO PYKOBOJCTBA WIM 0 MHUIMATHUBE
KOHKPETHOT'O COTPYAHHUKA.

10.11. Ilpu opopmienuu cinyxe0HOM 3anucKu 0(HOPMIISIOTCS CIEAYIOIINE PEKBU3NUTHI:

e ajpecart;

e JlaTa JOKYMEHTa;

e HAWMEHOBAHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKEHUH (TIPU HATMYHUH);

e HAaWMEHOBAHHUE JIOJDKHOCTH;

e TIOJIHUCE.

10.12. CnyxeOHble 3alMCKH MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCUTENE M (WJIM) B AJIEKTPOHHOMH

dopme.

11. loBepeHHOCTH



11.1. JloBepeHHOCTh BBIAAETCA COTPYJHUKAM IIKOJBI © OQOpPMIISIETCS TIO IpaBUIIaM,
YCTaHOBJICHHBIM Hactosimed WHcTpykuumeidl ans mucem, ¢ yd4€ToM TpeOOBaHUM TpakIaHCKOTO
3akoHoarenberBa Poccniickoit denepanviu U HACTOALLETO pa3iena.

11.2. TIpoeKkT [OBEPEHHOCTH IMOJATOTABIMBACTCS M BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JOBEPEHHOCTh OyIeT BBIAaHA, IMOCIE Yero mnepenaércs B KaHIENSPHUIO Ui HAlpaBiICHUS Ha
MOANHCAaHUE.

11.3. JloBepeHHOCTh TOAMHCHIBACTCS AUPEKTOPOM WIJIM JIMIIOM, OCYHIECTBISIIOIIAM — €ro
MOJITHOMOYHST (MCTIOTHSIONIMM OOS3aHHOCTH), W CKPEIUISETCS IeYaThio 00Ieo0pa3oBaTeIbHOM
OpraHu3alu.

12. loroBopbl, corJialieHns, KOHTPAKTbI

12.1. JloroBopsl, corianieHus, KOHTPAKTHI (J1aee - JOTOBOPHI) MOATOTABINBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSMU T'PAXKIAHCKOTO, TPYIOBOTO, OFOPKETHOTO M MHOTO 3aKOHOIaTebcTBa Poccuiickoit
®enepanyv, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH W 00A3aTENIbCTB
CTOPOH.

12.2. Tlpoekt 1moroBopa TIOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM
YOPaBISAOMUM) € Y4€TOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KauyeCTBEHHOTO 00ecredyeHUs
WCIIOJIHEHUS! CBOMX MOJTHOMOYMH (00s3aHHOCTEH, QYHKIUIT), TOJTHOMOYUH IIKOJIBI B LIETIOM.

12.3. Tlpoekt moroBopa TIOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAKTHBIM
YIPaBIISIONMM) COBMECTHO CO CIELUHAIUCTOM, K QYHKIMIM (TIOJTHOMOYHSAM) KOTOPOTO OTHOCHUTCS
pelIeHre BOIPOCOB, SBISIOLIUXCSA MPEIMETOM JI0TOBOpPA, WM UHBIM COTPYIHHKOM IO HPSIMOMY
YKa3aHUIO TUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHNu3aIliH.

12.4. HeoOxoqumast Utst TIOATOTOBKHU MTPOEKTA TOTOBOpa MH(pOpMAIs cCOOMpAETCs OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABJISIOUIMM) B MOPSAIKE paboyero B3auMOACHCTBHS ¢ Y4ETOM MpaBUIL,
YCTaHOBJIEHHBIX HacTosimeld MHCTpyKInen.

13. IlpuHUMNIBI OPraHU3ANUH TOKYMEHT0000POTA

13.1. B J0KyMEHTOOOOpPOTE BBIACISIOTCS CICAYIONIUE JOKYMEHTOIOTOKU: TOCTYMaromas
JOKyMEHTaIus:  (BXOJsIias), OTHpaBisgeMas JOKyMEHTamus  (MCXOnsIias), BHYTPCHHsISA
JOKYMEHTAIHSI.

13.1. B cocraBe Bxozsmied U HCXOAALIEH JOKYMEHTALIUH MOTYT BBIJIENATHCS JIOKYMEHTHI,
MOCTYNUBIINE W3 BBHIMIECTOSIINX, MOAPSAHBIX, MEAULMUHCKUX U JAPYIMX OpraHu3alyii, OpraHoB
MECTHOTO CaMOYITpaBJIeHUs, 0OpallleHus TPaxK/IaH.

13.3. OOpareHust TpakaaH PETUCTPUPYIOTCS W (HOPMUPYIOTCS B Jelia OTIACIBHO OT JPYIHX
JOKYMEHTOB 00111e00pa30BaTeIbHON OpraHU3aIiu.

13.4. B mikosie JocTaBKa M OTIPaBKa JOKYMEHTOB OCYLIECTBIISIETCS CPEICTBAMU TMOYTOBOM CBSI3H,
ANIEKTPOHHOM CBSI3M, & TAaKXKe 10 CHUCTEME IJIEKTPOHHOIO JoKymMeHToobopora (maee - COJI). C
MOMOIIBI0 TIOYTOBOM CBsI3U B 0OLIC00Pa30BATEIbHYIO OPraHU3alUIO JOCTaBJSETCS MUChbMEHHAs
KOPPECIIOHICHITUS B BUJIE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOueK, OaHIeposei u
MEJIKUX MAaKEeTOB, a TAK)KE MeYaTHbIC U3/IaHuUs.

14. TlepBuuHasi 00pad0oTKA MOCTYNAIOIIMX IOKYMEHTOB

14.1. JoxkyMeHTBI, MOCTYyNAaKOUIMEe B IIKOIY, IEPEAalOTCs Ha PErUCTPALMI0 CEKpPeTapro
001m1e00pa30BaTeNbHOM OpraHU3aluy M MPOXOJAT MEPBUUHYI0 0OpabOTKY B JI€Hb HOCTYIUICHUS,
IIPU MOCTYIUIEHUHU B Hepabouee BpeMs - Ha clenyromuil pabounii aeHs. [Ipu nepsuuHoi 00paboTke
JOKYMEHTOB IpPOBEPSIETCS MPaBUIBHOCTh ajapecoBaHus. OMMOOYHO MOCTYMUBIINE JTOKYMEHTHI
MePEeChIIAI0TCS MO MPUHAAISKHOCTH WM BO3BPAIIAIOTCS OTIPABUTEITIO.

14.2. JlokymeHTsl, noctynusine ¢ otmerkamu "Cpouno", "Bpyunts HememienHo", "OnepaTuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKy U JOKJIAABIBAIOTCSA AUPEKTOPY WM B CIIydae
€ro OTCYTCTBHUS — 3aMECTUTEIIIO JUPEKTOPA M0 HANPABJICHUIO AEATEIbHOCTH.

14.3. TloctynuBiiye TeaerpaMMbl IPUHUMAIOTCS 1O MOJMKUCH C MPOCTABICHUEM JaThl U BPEMEHU
pUeMa, pEruCTPUPYIOTCS MO TEM K€ MpaBUiiaM, YTO U MUChMA.

14.4. DnexTpoHHBIE COOOIIEHHS, aJPECOBAHHBIEC IUPEKTOPY WM HAlpaBlIEHHBIE B aJpec LIKOJIBI,
pacrevaTblBalOTCA U JTOKJIAABIBAIOTCS JAUPEKTOPY WM B CIIydae €ro OTCYTCTBHS — 3aMECTHUTEINIO
TUPEKTOpA.

14.5. DnexTpoHHBIE COOOIIEHUS, 3aBEPEHHBIE HJIEKTPOHHOI MOMMCHIO, MOAekaT 00padoTke 1Mo
IpaBUIIaM, IPEAYCMOTPEHHBIM ISl TIOCTYMAOMIEH (BXOIAIIEH) TOKYMEHTAIUH.



14.6. TlocrynuBmas (BXOASIIAs) MOKYMEHTAIUsl pacHpeleNisieTcss Ha pErucTpupyemMbie M HE
MOJUISKAIIUE PETUCTPAIIUU JOKYMEHTHI.
14.7. He nojyiexxar perucTpanuu:

e [PUIJIACUTEIIbHBIE, O3APABUTEIIbHBIC TUChMA U TEJIETPAMMBI;

e OWIIETHI;

e TUTAHBI M POTPAMMBI CEMHUHAPOB, KOHPEPEHIUI U IPYTUX MO JOOHBIX MEPOIIPHSITHIA,

e JOKYMEHTHl MO OYyXrajaTepcKOMYy Y4YeTy, MaTepUaIbHO-TEXHUYECKOMY OO0O€eCIeueHuIo,

TJTAHOBBIE M (PMHAHCOBBIC IOKYMEHTBI, IOCTYIAIOIIHE O€3 COMPOBOTUTEIILHOTO MTHChMA;

e pEKJIaMHbIE, KOMMEPYECKUE MTPEATI0KEHHS, B T.4. TOCTYIMHUBIIINE 110 SJICKTPOHHOU MOYTE;

e [I€UATHBIC U3JIAHNUS;

e MHUChbMa C IOMETKOU «IMYHO.

15. PermcTpauusi, y4eT M PaccMOTpPeHHE PYKOBOJHMTEJTeM MOCTYNAIOMMX (BXOAALIUX)
AOKYMEHTOB
15.1. TloctynuBuine (BXOISIIME) JOKYMEHTHl PETUCTPUPYIOTCS TOJIBKO TOCHE U TNEpBUYHON
00pabOTKH M HE3aBUCUMO OT CIIOCO0a UX TOCTaBKH.
15.2. Perucrpanusi — MpOCTaBJICHUE B HIDKHEM MPABOM YIIIy TIEPBOTO JICTA JOKYMEHTa OTMETKH
O TOCTYIUICHMH C YKa3aHHEM JaThl TOCTYIUICHHWS W BXOISIIEr0 PETUCTPAIIMOHHOTO HOMeEpa
JOKyMEHTa C o00s3aTeNbHOM 3amuchi0 B JKypHaJl pErUCTpaludd MOCTymnarouieil (Bxonsuieil)
nokyMmeHTaruu. CTpyKTypa perucTpaiiioHHOTO HOMepa, MOCTYMAIOMIero (BXOISIIET0) TOKYMEHTa,
COCTOMT W3 €ro TMOPSAKOBOTO HOMEpa W HWHIGKCa Jella 10 HOMEHKJAType Jiel
o011eo0pa3oBaTeabHOM OpraHu3aluy.
15.3. Perucrpamms BceX MOCTYMUBIIMX (BXOMIANINX) ITOKYMEHTOB MPOM3BOJUTCS B TIpeeIax
o0mIero JOKYMEHTOTOTOKA. JIOKYMEHTBI, MOCTYNUBIIME B IIKOJy IO KaHajJaM (aKCHMHIBLHON
CBsI31, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM MOPSAKE.
Texct mnoctynuBmield TenedOHOrpaMMbl — 3allMCHIBACTCSl B KypHalle PErucTpaluu
TeraeoHOrpaMM U MeyaTaeTcs Ha IiucTe Oymaru Juid rnepeiadd Ha pacCMOTpEHHE.
15.4. Tloctynatomue (BXOIAIINE) TOKYMEHTHI MEPEAAOTCsl Ha pACCMOTPEHHE PYKOBOJCTBY TOJBKO
MOCJI€ UX PETUCTPALIMU U MPEIBAPUTEIHLHOTO PACCMOTPEHHS.
15.5. JlokymMeHTBI, TIOCTYIHUBIIHE B OOIIE00pa30BaTEIbHYIO OpPraHU3AIMIO, IO BOIPOCaM, HE
TpeOYIOIIMM PAacCMOTPEHMsI AUPEKTOpa, HAMPaBISIOTCS pPaObOTHUKOM OTBETCTBEHHBIM  3a
JIeJIONIPOU3BOICTBO IIKOJIBI HEMOCPEACTBEHHO UCTIOTHUTEIIO 3aMpoca.
15.6. lupekTop B pe30IOIUH ONPEAESeT JIUL, OTBETCTBEHHBIX 32 UCIIOJIHEHNE TOKYMEHTA, U J1aeT
UM nopydeHue. PabOTHUK OTBETCTBEHHBIN 3a JEJIOMPOU3BOJACTBO LIKOJbI MEpPelaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonmMHHUK TOKYMEHTa C PE30JIIOIUEH PYKOBOJIUTENS 00IIe00pa3oBaTeIbHOM OpraHu3aIuu
HaMpPaBJIIETCS UCIOJIHUTEIIO.
15.8. Ilpm HanMuuu HECKOJbKUX HCHOJHUTENEH TMOMJIUHHUK JOKYMEHTa TIepeaaeTcs TOMY
UCIIOJIHUTENI0, KOTOPHIH B COOTBETCTBUM C YKa3aHHSMH [0 HCIIOJHEHUIO  SIBISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJHUTENH MOJIy4alOT KOMHUIO JOKYMEHTA.
15.9. TloMHHUK AOKYMEHTa, KOTOPBIA HCIOIHSETCS HECKOJIbKHUMH JOJDKHOCTHBIMHU JIMIIAMU,
MOJIy4aeT OTBETCTBEHHBIIN UCTIOHUTETh. OCTaTbHBIM UCTIOTHUTEISAM MEPEIAlOTCs KOMHH.
15.10. MsroTtoBneHue KOMUK JOKYMEHTa MJis TMeEpeJayd COMCIIOIHHUTENSM OCYIIECTBISETCS
cekpeTapeM o0I111e00pa3oBaTeIbHOM OpraHU3aIiy.
15.11. Pe3omtonius COAEPIKHUT:
e yKa3zaHHE II0 HCIHOJHEHUIO, CoJepKallee KpaTKoe OIMCaHWe HeOoOXOAUMOTo Juis
UCTIOJIHEHUS 1eHCTBHUS;
e YKa3zaHHE Ha CpOK, B TEYEHHE KOTOpOro JHOO J0 HUCTEYEHUS KOTOPOro HEOoOXOAMMO
UCTIOJIHUTH MPEANUCaHHOE JIeHCTBHE;
e JIMYHYIO MOAINHUCH aBTOPA PE30ITIOLINY;
e JIaTy MPOCTABJICHUS PE3OJIOIHH.
15.12. VYka3aHue Ha CpOK, B TE€UEHHE KOTOPOTO JMOO 10 MCTEYEHUS KOTOPOro HEoOXOIUMO
UCTIOJIHUTh TPEANUCAHHOE JeWCTBUE, MOXKET HE BBIPAXXaThCs KOHKPETHOM IaToil M conepxarb
BBIPAKEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3omntonius numieTcs Ha CBOOOHOM OT PEKBU3UTOB MECTE MEPBOTO JIUCTA JOKYMEHTA.



15.14. B ciyudae, korja pe3oronus apecoBaHa HECKOJIbKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
UCTIOJIHEHUE JIOKYMEHTa B IEJIOM SIBIISICTCS COTPYAHUK, YKAa3aHHBIM TEPBBIM (BEPXHUM), JHOO
COTPYAHHUK, B OTHOIICHHUU KOTOPOI'0 CACIaHa ITIOMCTKA O TOM, YTO OH ABJISACTCSA OTBETCTBCHHBIM.

16. Opranu3zanus padoTsl ¢ OTHPABJASIEMBIMHI (MCXOASIIIIMMH) TOKYMEHTAMH
16.1. Jlo mpenocraBieHUs MPOEKTa OTHPABISEMOTO (MCXOAALIET0) IOKyMEHTa Ha IOAIHUCH
IUPEKTOPY WIM HHOMY YIIOJTHOMOYEHHOMY B YCTAHOBJICHHOM IMOpSAKE Ha TOJIMHCAHUE JIUILY
OCHOBHOHM HCIIOJTHUTEb MPOBEPSIET IMPABHIBHOCTh O(GOPMIICHHS OTIPABISIEMOT0 (MCXOJISIIETO)
JOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTosed MHcTpykuuu.
16.2. Tlpy moAroTOBKE OTHPABISIEMOTO (MCXOMAILIETO) AOKYMEHTa KaK OTBETa Ha TOCTYIHMBIIUH
(BXomsAmIMiA) NOKYMEHT HCHOJHHUTEIb NPUKIAIBIBACT K IOATOTOBICHHOMY MPOEKTY BXOISIIUIH
JTOKYMEHT.
16.3. [TpoeKTsI OTIIPABIIIEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COOJIOICHUST YCTaHOBIEHHOTO
B PE30JIONMH CPOKa WCIIOJHEHHS TEepPEeNaroTcs OTBETCTBEHHBIM HCIIOJHUTENIEM B OTHEIN
JeTOTIPON3BOICTBA (KaHIIETSPHs, CEKPETAPh) IIKOJIBI ISl HAIIPABJICHHUS Ha TTOIITMCAHHE.
16.4. TlommucaHHbIE OTIpaBIsieMble (MCXOMANIME) JTOKYMEHTHI, TepenalTcss pabOTHHUKY
OTBETCTBEHHOMY 32  JICNIOTIPOM3BOJICTBO  MIKOJBI, KOTOPBIH  OCYIIECTBISIET  MPOBEPKY
KOMIUIEKTHOCTH W COOTBETCTBHSI KOJHMYECTBA HK3EMIUIIPOB OTIIPABISAEMOTO  (MCXOJISIIETO)
JOKYMEHTa CITMCKY pAacChUIKH, a TaKKe TIPaBHIBHOCTE OQOPMIICHHS IOKyMEHTa COTJIACHO
HACTOSIIEH UHCTPYKIIHUH.
16.5. B ciydae HapymieHusi KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJIMYECTBA, a TaKKe
MPaBHIBHOCTH O(GOPMIICHUST JOKyMEHTa COTJIACHO HACTOSIICH WHCTPYKIUU OTIPABIISIEMbIC
(ucxopsmue) JOKYMEHTB — HE3aMEIUTEIhHO  BO3BpAIAIOTCS  PAa0OTHUKAMH — KaHIIETSPUN
OTBETCTBEHHOMY HCIIOJHUTEII0 WIH B CIydae OTCYTCTBHS OTBETCTBEHHOTO HCIIOJIHUTEINS €ro
HEMOCPEJCTBEHHOMY PYKOBOIUTEIIO JUIsl yCTPAHEHUS! HapYIICHUH.
16.6. JlokyMeHTBI TOCJ€ HMX MOAMUCAHHS AUPEKTOPOM WM HMHBIM YHOJHOMOYEHHBIM JIMIIOM
MepelaloTcs B KaHILIESpUIO 00111e00pa3oBaTeIbHON OpraHu3aliy JUIsi pEruCTpaluy U OTIIPaBKHU.
16.7. Peructpamus oTIpaBiIsieMbIX (MCXOISIINX) JOKYMEHTOB OCYIIECTBIISCTCS MOCIE MPOBEICHUS
paboTHUKAMU KaHLEISIPUU, OTBETCTBEHHBIMU 32 JEJIONPOU3BOACTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBUSl KOJMYECTBA HK3EMIUISIPOB, a TakkKe MPaBUILHOCTH OGOPMIIEHHS OTIPABIISIEMOTO
(McxXoAIIero) JOKyMEHTa.
16.8. Peructpamusi co3gaBaeMbIX JTOKYMEHTOB OCYIIECTBJSIETCS B JE€Hb MOJIUCAHUS WU
YTBEPKIACHUSI TMOO Ha CIIEAYIOUINI pabouuil 1eHb.
16.9. CBeneHus 0 perucTpupyeMbIX OTIPABISIEMBIX (MCXOSIINX) JOKYMEHTAaX BHOCATCS B JKypHaI
perucTpanuu OTHpaBIsieMoi (MCXOAsIIeH) TOKyMEHTALUH.
16.10. PerucrpariuoHHbIii HOMEP U JIaTa OTIPABIISIEMOT0 (MCXOSIIET0) TOKYMEHTa IPOCTABIISIFOTCS
Ha MOJJUHHUKE JOKYMEHTa B pEKBH3UTaX OJlaHKa W Ha HK3EMIUIpe, OCTalouieMcsi B Jelie
0011e00pa3oBaTenbHOM OpraHu3alru.
16.11. CtpykTypa perucTpalliOHHOIO HOMEpa OTHPABISIEMOTo (MCXOISAIEr0) TOKyMEHTa COCTOUT
U3 €ro MOpsIKOBOTO HOMEpa U MHJEKCa Jieia M0 HOMEHKIIAType JIeN MIKOJIbL.
16.12. OrtnpaBka [IOKYMEHTOB MPOU3BOJUTCS IICHTPAIM30BAHHO DPAOOTHUKAMHU KaHUEISPUU
IIKOJIbI, KOTOpbIE MPOU3BOIAT WX COPTUPOBKY MO CHOCOOy OTmpaBieHus (MpocTas, 3aKa3Has,
MEeXAYHApOAHAS U Jp.).
16.13. ITucbma, TenerpaMMsbl, OTKPBITKH, OAHEPONIH U TIEYaTHBIE U3/IaHUs OTIPABISIOTCS TOYTOM.
daxkcorpammbl U TenedOHOTPaMMBI EPEAAIOTCA M0 KaHallaM Tesle(OHHON CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS] OTIPABISIOTCS C OQPHUIIMAILHOTO TOYTOBOTO JIIEKTPOHHOTO
azpeca 001eo0pa3oBaTeIbHON OpraHU3aIiy.
16.15. [Tucema, TenerpamMmbl, OTKPBITKH, OaHIepoIIH, (PaKCOTPaMMBI, JJIEKTPOHHBIE COOOLIECHMS], HEe
CBsi3aHHBIE C pabouell 1esTeIbHOCThIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JlokymMeHTHI, OTIpaBiIsieMble CPECTBAMU IOYTOBOW CBS3U MPOXOJIAT:

e YIaKOBKY;

e ajJpecoBaHMe (IIpU HaNpaBlIeHHH JOKyMeHTa Oojee ueM B 4 ajapeca) — B COOTBETCTBHH C

yKazaTeJeM pacChUIKM, Ha KaXJI0M 3K3eMILISpe MHChbMa YKa3bIBAaeTCs TOJBKO OJMH ajipecarT.
e TPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT;
e TIiepelady B IOYTOBOE OTAEICHUE CBS3H.



16.17. Tlpu moAroToBKE M OTMpaBKE MHCEM HEOOXOAMMO YYHUTHIBATh MPABWIIA, YCTAaHOBIICHHBIC
MPUKa30M MHHHCTEPCTBA CBSI3M U MaccoBbIX KoMMyHHKarii P® ot 31 utons 2014 r. N 234 "O6
yTBepxaAeHuU [IpaBui oka3aHust ycayr HOUYTOBOU CBA3H'.

16.18. lokyMeHTBI, OTIPABISIEMbIC CPEICTBAMH ITOUYTOBOM CBSI3U B OJMH aJpEC, BKIAIBIBAIOTCS B
OJIMH KOHBEPT.

16.19. Hcxonsammue DOKyMEHTHI, NpeAHA3HAYCHHbIC IS OTIPABKU CPEACTBAMHU (aKCHMHIBHON
CBSI3H, OTIIPABIIAIOTCS pa0OTHUKAMH KaHIEISIPUH 0011e00pa30BaTeIbHON OpraHUu3aIiy.

17. Pa3paGoTka u BeleHHe HOMEHKJIATYPbI J1eJ
17.1. JloxkyMeHTalbHbIN (POH]I IIKOJIBI — COBOKYITHOCTh JIOKYMEHTOB, 00pa3yloIINXCs B Ipoliecce
€ro JeATeIbHOCTH. JIOKyMEHTANbHBIA (DOHI IIKOJBI COCTaBISIOT JOKYMEHTHI, CO3JIaHHBIC B
00m1eo0pa3oBaTeNbHON OpraHu3alid M TOJYYEeHHBIE €0 B pe3ylbTaTe B3aMMOACHCTBHUS C
OpraHaMH TOCYJapCTBEHHOW BIIACTH, OpPraHaMU MECTHOTO CaMOYIPABIICHUS, IOPUIMYECKUMHU W
(bU3NYECKUMU JHUIAMH.
17.2. Homenknarypa aen sBJSIETCS OCHOBOHM (hOpMHpPOBAHHS JOKYMEHTAIHHOTO (OHJA IIKOJIBI U
MPEJACTaBIsSeT €000 CHCTEMAaTH3WPOBAHHBIN IMEPEYCHb 3arojiOBKOB (HaWMEHOBaHH) JIel,
3aBOJIMMBIX B IIIKOJIC, C YKa3aHHEM CPOKOB WX XpaHEHUs, M O(OPMIICHHBIH B COOTBETCTBUU C
MPABOBBIMU aKTaMH, PEKOMEHIAIMSIMHU M METOJMYSCKUMH YKa3aHHSIMH OPTaHoB Poccuiickoii
denepanun, YIOJHOMOYCHHBIX B c(epe TOCYTapCTBEHHOTO VIPABJICHHS apXWBHBIM JICIIOM,
JIeIONIPOU3BOJICTBA U TOKYyMEHTOO0OpOTA.
17.3. HomeHKIIaTypa el COCTABIISICTCSI HA OCHOBE U3YUCHUS TTOJIOKCHHM, HHCTPYKITHI W MTPaBUIIL, a
TaKkKe JPYrHX JOKYMEHTOB, PEIVIAMEHTHUPYIOIIUX JIEATEIBHOCTh  00IIeo0pa3oBaTeIbHON
OpraHW3aliy, a TakKXke HOMEHKIATyp Jel 3a NPEIIICCTBYIONINE TOJbl M JOKYMCHTOB,
00pa3yromuxcs B IeATEILHOCTH 00111e00pa30BaTeIbHON OpraHu3aIii.
17.4. HomeHknaTypa AeN MCMOJIb3yeTCA AJIsl TPYNIUPOBKU HCIOJHEHHBIX JTOKYMEHTOB B Jena,
CUCTeMAaTH3alllK U yJeTa JeJl, OIPEeesIeHUs] CPOKOB UX XPaHEHUsI M TIOUCKA JOKYMEHTOB, SIBJIIETCS
OCHOBOM JIJISl COCTABJICHHSI ONMCEH I MOCTOSIHHOTO U BpeMeHHOTO (cBbime 10 yer) XpaHeHus, a
TaKkKe JJIs ydeTa Jiel BpeMeHHOTo (10 10 jJeT BKIIOUNUTENbHO) XpaHEHHUS.
17.5. Homenkmarypa J1e71 BBOJUTCS B ISHCTBHE MMPUKA30M TIO IIKOJIE.
17.6. HomeHkIaTypa Jied TOTOBUTCS B TPEX SK3EMILISIpaX:

e ISl IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U MOCTOSTHHOTO XPaHEHUS;

e ISl CIIOJIb30BaHUs B pabOTe OTAEIOM JEIONPOU3BOACTBA (KaHLEIsIpUeH);

e ISl XpaHEHHs B apXHUBE IIKOJIBL.
17.7. VI3 HOMEHKJATypbl €1 LIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHUE JEJIONPOU3BOJICTBA
Oo(pOPMIISIFOTCSL BBIMUCKHU [UISL KaKJIOTO M3 TOJpa3efieHUl W OTAeNIoB o00Iieo0pa3oBaTeabHON
OpraHu3aIiy.

18. ®opmupoBaHue aeJ U UX TeKyliee XxpaHeHue. [1oAroToBka 10KyMeHTOB M /1eJ1 K Nepeaye
HA apXHBHOE XpaHEHHUe

18.1. dopmupoBaHue Jiesl — IPYNIUPOBKA MCIIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIaTypoil aen o01ieo0pa30BaTesIbHOM OpraHu3alMyi U CUCTEMaTU3alusl JOKYMEHTOB BHYTPU
Jena.

18.2. Jlena co qHs MX 3aBEeJCHMS /10 NEpeaayd B apXUB IIKOJIBI WIK Ha YHUUYTOXKEHUE XPaHATCA 110
MeCTY X (OPMHPOBAHHUS.

18.3. Ilpuka3pl MO OCHOBHOW, aJMUHUCTPATUBHO-XO3SIMCTBEHHON, Y4ueOHO-BOCIIUTATEIbHOMN
JEeATeIbHOCTH LIKOJIbI, TPYIIUPYIOTCS OTEIBHO OT MPHUKA30B MO JUYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 0OydaroIuxcs (y4aluXcs/BOCIIUTAHHUKOB).

18.4. Ilepemucka rpynmupyercss 3a MEpUoJ KaJleHJApHOTO TroJla M CUCTeMaTH3UpPYyeTcs B
XPOHOJIOTUYECKON MOCIIEA0BATEIBHOCTH.

18.5. TIpoBepka HaIMUUs U COCTOSIHUS JOKYMEHTOB M JIeJI IPOBOIUTCS MIPU MEpPEMEIIEHUH JIel, TIPU
BO3Bpare Jej, MPHU PeopraHu3allui iU JUKBUIALMHU 00111e00pa3oBaTeIbHON OpraHU3aIiH.

18.6. B apxuB oOmeoOpa3oBaTenbHOM oOpraHu3anuu (Jajgee - apxuB) IepelalTcs Jena
IIOCTOSIHHOTO, BPEMEHHOTO (cBbIlIe 10 J1€T) CPOKOB XpaHEHUs U M0 JUYHOMY COCTaBY 4yepe3 3 rojaa
MOCJIe r0J1a, B KOTOPOM JIOKYMEHTHI OBLITH MTOMEIEHBI B 1€J710 Ha XpaHEeHHUe.

18.7. Ilepenaua TOKyMEHTOB B apXHUB MPOU3BOJUTCS MO YTBEPKIACHHBIM OTUCAM JIE]I.



18.8. IloaroToBka JOKYMEHTOB W JeNl K Ieperadye Ha apXUBHOE XpaHEHHE M HAa YHUYTOKCHUE
MpeIyCMaTpUBAET:

e JKCIIEPTU3Y LIEHHOCTHU TIOKYMEHTOB;

e COCTaBJICHHE OIHCEH JIeN IO pe3yIbTaTaM SKCIEPTU3bI UX IEHHOCTH;

e odopMIICHHE JCT;

e COCTaBJICHHE aKTOB HAa YHHUYTOXKEHHE JOKYMEHTOB M JIeJ]l C UCTEKIIMMHU CPOKAMU XPaHECHUSI.
18.9. DkcnepTr3a IEHHOCTH JOKYMEHTOB MOCTOSSHHOTO M BPEMEHHOTO XPaHEHHUsI OCYIECTBIISETCS
€KEroJIHO JIMIOM (IMIIaMH), HA3HAYEHHBIM IPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXWBHPOBAHHUE.

18.10. B nemo nomentaercst He 6ostee 250 arcTOB (TOJIIMHA JeNia IPH 3TOM COCTaBIIsIET HE Oosee 4
cMm). Ilpu GoNBIIOM KOJIMYECTBE NOKYMEHTOB (OPMHPYIOTCS ToMma (d4actu) nena. BuHyrpu gena
JOKYMEHTBI PAcIoJIaraloTCsi B XPOHOJIOTUYECKOM TOPSAJIKE B COOTBETCTBUU C OMKUCHIO. B nema
MTOMEMIAFOTCS TOJIBKO UCTIOTHEHHBIE, MPABIIIBHO 0(POPMIICHHBIE TOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpPH JieJia pPACIOJIaralOTCsi CBEPXYy BHU3 B XPOHOJIOTHYECKOM, BOTPOCHO-
JIOTUYECKOW  TOCIIEOBATEIFHOCTH WJIM WX COYETaHWH. PacnopsauTenbHble  JOKYMEHTHI
TPYIIUPYIOTCS B JIeJIa TI0 BUAAM M XPOHOJIOTHH C OTHOCSIIIUMUCS K HUM TIPHIIOKEHHSIMH.

18.12. JInynbpie KapTOUYKH paOOTHUKOB (POPMHPYIOTCS B A€JI0 10 alihaBUTY (PaMHITHIA.

18.13. Odopmienne paena npeaycMaTpuBaeT: OQGOPMIIEHHE PEKBH3UTOB OOJOXKKH Jena TI0
YCTAaHOBJIEHHOW (opMe; HyMepaluio JHCTOB B Jielieé KapaHJalloM B BEPXHEM IPaBOM YIIIY;
COCTaBJICHHE BHYTPEHHEH OMHCH TOKYMEHTOB JIeNa, TIOAIIUBKY M TieperuieT nena. Jiuct 60bporo
dbopmaTa, MOAMMTHIA 3a OJWH Kpail, HyMepyeTcs KaKk OJMH JIMCT B IPaBOM BEpPXHEM YTIy.
JIOKyMEHTBI C COOCTBEHHOW HyMmepaIruel JIMCTOB, B TOM YHCJIe TIeYaTHbIE U3aHus, HyMEPYIOTCS B
001eM MmopsiIKe.

18.14. JIucTel 1e1, COCTOSIUX U3 HECKOJIBKUX TOMOB WIIH YacTed, HyMEpPYIOTCS 110 KaXXJI0OMy TOMY
WM YacTH OTAEIBHO.

18.15. Tlocne 3aBepiieHUsT HyMEpalliu JIMCTOB COCTABIIICTCS 3aBEpPHUTENIbHAS HAMINUCh, KOTOpas
pacrojiaraercs B KOHIIE Jefia. 3aBepuTeIbHas HAIMHUCh COCTaBISeTCs B Jiejie Ha OTAEIbHOM JIMCTe-
3aBepuTee Jena.

18.16. B 3aBepuTenpHOM Haamucu IUPpPaMH U MPOMHUCHIO YKA3BIBACTCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiesie. 3aBepuTeNbHAas HAANUCh TMOANKCHIBAETCS €€ COCTAaBUTEIEM C YKa3aHUeM
paciiupoBKH MOAMKMCH, MTOJHDKHOCTH W JaThl cocTaBieHus. KonudecTBo HMCTOB B Jiene
MIPOCTaBIISICTCS HA 0OJIOKKE JIeJia B COOTBETCTBUU C UTOTOBOM HAJMKCHIO.

18.17. PexBu3utT "cpok XpaHEHHs Jeja" MEPEHOCHTCS Ha OOJIOXKKY Jiejda M3 COOTBETCTBYIOLISH
HOMEHKJIATYphl JIeJI TOCJE€ CBEPKU €ro CO CPOKOM XPAaHEHHUA, YKAa3aHHBIM B IEPEYHE THUIIOBBIX
JOKYMEHTOB WU B IEpEYHE JOKYMEHTOB, 00Opa3yIoIIUXCs B JEATENIbHOCTH (hefiepaibHOro opraHa,
C YKa3aHHEM CPOKOB XpaHEHHUS.

18.18. Ha nemax moCTOSSHHOTO XpaHEHHs umieTcs: " XpaHUTh MMOCTOSIHHO".

18.19. Ilpuem nen MpOU3BOIUTCS COTPYIHUKOM, YIMOJHOMOUYEHHBIM Ha BEJIEHHUE ACATEeIbHOCTU
apx#Ba, C MPOCTABJIICHUEM B JBYX K3EMIUISIpAX OMHUCH JeJl OTMETOK O HaJM4YMU KaXKJIOro Jena (Ha
KQKJOM 3K3EMIUISIpE OMHUCH YKa3bIBAeTCSl KOJMYECTBO (PAKTHUECKU MPUHATHIX €N, Jara Mpuema-
nepeavu Jel, a TaKke MOAMMCH apXUBUCTA U COTPYAHUKA, MTepeIaBIIero Aena.

19. 3aka0unTeIbHbIE MOJI0KEHHUS

19.1. Hacrosmas MHCTpyKIKS 1O ETOMPOU3BOJICTBY SBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
oOmieoOpa3oBaTenbHO  OpraHu3anuu, npuHUMaeTcss Ha OOmem coOpaHuu pabOTHUKOB H
yTBepkaaeTcs (BBOAUTCS B ICHCTBUE) MPUKA30M AUPEKTOPA 00111e00pa30BaTeNbHON OpraHu3aliy.

19.2. Bce u3meHeHHMS U AOMOJHEHUS, BHOCHUMBIE B HacTosiyro WHCTpykiuio, odopmisiorcs B
MMCEMEHHOU (popMe B COOTBETCTBUU ACUCTBYIOIINM 3aKOHOJaTeNbcTBOM Poccuiickoit deneparum.
19.3. HMHCcTpyKuMS TO AETOMPOU3BOACTBY B IIKOJE MPUHUMAETCS HA HEOMpEeAENeHHBIH CpOK.
W3menenust u nononHeHuss K MHCTPYKIIMU MPUHUMAIOTCS B MOPSAKE, IpeaycMOTpeHHOM 1m1.19.1.
Hacrosuen Macrpykuuu.

19.4. Tlocne mpunsTHs WHCTpyKIMM (WM U3MEHEHMA W JOTIOJHEHHWH OTIENbHBIX ITYHKTOB W
pa3aenoB) B HOBOM peqaKIliy MpeablIyIas peJaKkiius aBTOMATUYECKH YTPAuYNBaET CHITY.



Tpunoowcenue Ne 1

IIpaBunia
o(popMJIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jnsg mNOArOTOBKM JIOKYMEHTOB MPHUMEHSETCS TEKCTOBBIM peNakTop, OOecTeYrBarONIUii
TpeOoBaHUS TPaPUUECKOTO BOCTIPOU3BEICHHSI PEKBU3UTOB JOKYMEHTA.

2. Bugsl u pasmepbl ucnoib3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HUM.

3. Ilpu moAroToBke TEKCTOB B Tabnuuax, sl OOeCHeueHus JIydlled 4YUTaeMOCTH JIaHHBIX,
J0ITyCKaeTcs MpuMeHeHue mpugToB Buna Arial, pasmepos 12,13.

4. lnana3oH UCIIOJIb3YEMBIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 OJIYTOPHOTO.

5. AG3anHbIil OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJIOBKM pa3ziesioB U MOJpa3esioB MeyaTaoTcs ¢ ad3alHbIM OTCTYIIOM WM LIEHTPUPYIOTCS O
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI I€YATAIOTCA 4Ye€pe3 OJUH MEXKCTPOUYHBIH WHTEpBaJl, COCTAaBHBIE
4acTHU PEKBU3UTOB OTEISIFOTCS IOTOIHUTEIbHBIM HHTEPBAJIOM.

8. Ecau HOKyMEHT TOTOBHUTCS Ui M3AAaHUS C YMEHBUICHHEM Maclutada, TEeKCT IedaTaeTcsl yepes
JIBa UHTEpBaja.

9. UnTepBan Mex 1y OyKkBaMU B CJI0Bax - 0ObIYHBIN. MIHTepBan Mexay cioBaMU - OJMH MIPOOEII.

10. TekcT HOKyMEHTa BBIpaBHUBAETCS M0 HMIMPUHE JIMCTA (10 TpaHUIaM JIEBOTO M MPaBOTO MHoJei
JTIOKYMEHTA).

11. Jlnuna camoil JUIMHHOW CTPOKH PEKBU3WTA MPHU YIIIOBOM PACTIOJOKCHUH PEKBU3UTOB HE OoJiee
7,5 cm.

12. JInuHa camMOil NJIMHHOW CTPOKHM PEKBU3UTA IMPHU MPOJOJIBHOM PACHOJIOKEHUN PEKBU3UTOB HE
6onee 12 cm.

13. Kon dhopMbl 1oKyMeHTa

Kon ¢popmbl nokymeHnTa npocTaBisieTcs Ha YHUPUIMPOBAHHBIX (hopMax TOKYMEHTOB, B OCHOBHOM
UCIOJIb3YeMBIX B KaJpOBOM JOKYMEHTO0OOpoTe MIKOJbl. Pacrosaraercss koa ¢GpopMbl B MpaBoOM
BEpXHEM yIriIy paboyero moJyisi IOKyMEHTa, COCTOMT u3 cioB "dopma mo" (HaMMEHOBaHHE
kiaccudukaropa) u HUPpPOBOTO KOJIa.

Ilpumep - @opma no OKY/] 0301001.

14. HanMeHOBaHME IIKOJIBI

HauMeHoBaHME IIKOJBI JIOJDKHO COOTBETCTBOBATh HAWMEHOBAHHMIO OPHUIUYECKOrO JIMIIA,
3aKpEeIICHHOMY B €ro  YYpEJUTENbHBIX JIoKyMeHTax (YcraBe o00ImeoOpa3oBaTeibHOM
opranu3zaiun). [10]] HAUMEHOBaHKEM IIKOJIBI B CKOOKAX YKa3bIBACTCSl COKpAIlEHHOE HAMMEHOBAHUE
00111e00pa30BaTEILHON OpraHU3aIiH.

Hayn HanMeHOBaHHMEM IIKOJIBI - YKAa3bIBACTCSI MOJIHOC HAMMEHOBAHUE BBILICCTOSIIECH OpraHu3aliy.

15. CopaBoYHbIe JaHHBIE O MIKOJIE

CrnpaBoyHble JJaHHBIE O LIKOJIE BKJIIOUAIOT B ce0s: MOYTOBBIM ajapec, Homepa TeiedoHa, (akca,
azipec ANEKTpOHHOM mouThl, Koj mkoiasl o OKIIO (mpocraBisercs mo OOmiepoccuiickomy
KJaccu(uKaTopy MpeanpusTHil U opraHu3anuii), OCHOBHON TOCYAapCTBEHHBIM perucTpaliuoHHBIN
HoMmep (OI'PH), uneHTH(UKaMOHHBIA HOMEp HAIOTOIUIATENbIINKA/KOJ] IPUYMHBI TOCTAHOBKU Ha
Hanorossiit yuetr (MHH/KIIIT).

16. HaumeHoBaHue BUa JOKyMEHTa

PexBM3UT wHcHonb3yeTcst A yKa3aHMsS BHJA JIOKYMEHTa M pacmojaraercs MOJ PeKBU3UTOM
«HAaMEHOBaHUe 0011e00pa3oBaTeIbHON OpraHuzanuu». HanmeHoBaHWEe BHMJa JIOKyMEHTa HeE
yKa3bIBAa€TCsl B MUChMaX.

17. lata noxymeHTa

Jlatoil noKyMeHTa SBIseTCs Jara ero HoAmucaHus (MpHKa3, MUChMO, 3allUCKa, akT U Jp.),
YTBEp)KICHUS (MHCTPYKLMS, TMOJOXKEHHE, MpaBWia, PErjaMeHT, IUIaH, OTYeT M Jp.), COOBITHA,
3a(hUKCUPOBAHHOTO B JIOKyMEHTE (TIPOTOKOII).




Jlata OKyMEHTa MPOCTABJISAETCS JOJDKHOCTHBIM JIMLIOM, TOJIHMCHIBAIOIIUM MM YTBEPKIAIOIIUM
JOKYMEHT, WIM TPU PErucTpaludl JOKYMEHTa, WM HEMOCPEICTBEHHO COCTABUTEIEM IIpU
MOJrOTOBKE JIOKyMEHTA (CiIy>keOHasl 3arucKa, 3asBJICHUE U JIp.).

JIOKyMEHTBI, U3/JaBa€Mble COBMECTHO C JIPYTMMH OpraHU3alMsIMU JOJDKHBI UIMETh OJHY (E€AUHYIO)
aary.

Jary nokymenTta oopMiIsioT apaObCKuMu nudpaMy B IOCIE0BATEILHOCTH:

e JIeHb Mecdla, Mecdl, roia. JeHp mecana U mecs oGOpMIISIOT ABYMs IapamMH apaOCKUX
uudp, pas3leleHHBIMH TOYKOH; TOJ - YeTBIppbMsS apaOCKuMu nudpaMu, HampuMmep:
01.12.2017. byksa "r" nocine udp He CTaBUTCSL.

e TIPHU CIIOBECHO-IU(POBOM crocode oQopMIICHHUS NaThl JIEHb MECSIa YKa3bIBACTCS Mapou
apabckux mudp, rox 4eTeIpbMs apadckumu nudpamu, Harnpumep: 12 nexadpst 20__ T.

18. PerucrpatnoHHbI HOMED JOKYMEHTA

PeructpanmoHHbii HOMEpP TOKYMEHTa MPOCTABISETCS B COOTBETCTBUU C CUCTEMOM pPEruMCTpallvH,
MIPUHATOM B IIKOJIE.

PerucrpanmonHsiii HOMep MPUCBAaUBAETCS TOKYMEHTY MOCTE €ro MOANMUCaHusl (YTBEPIKICHU).
CchuiKka Ha pEeruCTPAllMOHHBIN HOMEP U 1aTy JTOKYMEHTa

Ccpuika Ha UCXOSIINN HOMEp U JAaTy MOKYMEHTa aJpecaHTa BKIIIOYAET B €0l pEerucTpalMOHHBIN
HOMEp | JIaTy IOKYMEHTa, Ha KOTOPBIN JOJHKEH ObITh JaH OTBET.

19. Mecro cocraBneHus (M31aHUs) JOKYMEHTA
MecTo coCTaBJICHHS WU U3JaHUS JJOKYMEHTA - "TopoJ ..." - yKa3pIBaeTcs Ha OJaHKaX MPOTOKOJIOB
Y aKTOB, COCTAaBJISIEMBIX B 00IIe00pa30BaTeIbHON OpraHU3aIlHiH.

20. Anpecar

B pexBusute "Anpecar" ncnonas3yorcs o(uiiManibHble HAMMEHOBAHMS OPraHOB TOCYIAapPCTBEHHON
U HCIIOJHUTEIBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIpaBJieHMs, opraHuzanuid. Jlomyckaercs
MCIO0JIb30BaTh O(PUIIMATIBHO MPUHATHIE COKpPAIICHHbIE HAMMEHOBAHMS OPraHOB rOCYIapCTBEHHOM U
WCIIOJIHUTENIBHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYTPABICHUS, OPTaHU3aALIUN.

[Ipn angpecoBaHUMM OOKYMEHTa JOJDKHOCTHOMY M YAacTHOMY JIMILy MHHIIMAJBI CTaBSTCS IMOCIE
hamuun.

Ilpumep — Pykosooumennto ...
Damunus U.0O.

PexBu3ut "ampecatr" mpocTaBisieTcsl B BEpXHEH MpaBoil 4acTH JOKyMeHTa (Ha OJaHKe C YIJIOBBIM
pacroJio’)KeHUEM PpEKBH3UTOB) WM CHpaBa IOJ peKBU3UTaMH OyiaHka (IpuU MpPOJ0JIbHOM
pacmoyio’)KeHuu peKBU3UTOB OnaHka). CTpoku pekBu3uTa "ampecar” BBIPABHUBAIOTCA IO JIEBOMY
KpAaro WIH LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JITMHHON CTPOKH.

[Ipu anmpecoBaHuu JOKyMeHTa 0Oe€3 YKa3aHHs JIOJDKHOCTHOTO JIMIIa HAUMEHOBAHMS aJpecaToB
MUITYTCS B UMEHUTEILHOM MaJieke, HalpuMep:

OPZClel cmamucmuku ...

IIpn angpecoBaHuMM [TOKyMEHTAa pPYKOBOJWTENK OPraHM3alluid HAUMEHOBAaHHE JIOJDKHOCTHU
YKa3bIBaeTCsl B 1aTEIbHOM aJIeXkKe, HAIPUMED:

I'enepanvromy oupexmopy OOQO ...

Damunua 1.0.

IlouroBBIii aapec He YyKa3blBaeTCd B JIOKYMEHTAX, HaIpPaBISIEMbIX B BBICIIME OpraHbl
roCyJapCTBEHHOH BJIACTH, (e/iepaibHble OpraHbl HCIIOIHUTENBHON BIACTH U UX TEPPUTOPHATILHBIE
Oprasbl, OpraHbl FOCy/JapCTBEHHOW U UCIIOJIHUTEIbHON BIACTH, TOCTOSI MHBIM KOPPECIIOHAECHTaM.
IIpu agpecoBaHMM MCbMa B OPraHU3aLMIO0 YKa3bIBAIOT €€ HAUMEHOBAHUE, 3aTEM IIOYTOBBIN ajpec,
HanpuMep:

Tocyoapcmeennoe  yupesicoenue — Bcepoccutickuil  HayuHO-UCCIE008AMENbCKULL  UHCIMUMYM
OOKYMEHMOBeOeHUs U APXUBHO20 Oelld



IIpogpcorosnas ya., 0...

[Ipu agpecoBaHuu JOKyMEHTa (PU3MUECKOMY JIMIYy YKa3blBalOT (AMIIMIO W WHHUIIHAAIBI
[IOJIy4arelis, 3aTe€M IIOYTOBBIN aipec, HalpUMep:

Ilemposy H.11.
IIpouzeoocmeennas yn., 0.5...,
2. .

PexBusut "Anpecar" He NOKEeH coaepikarh Oosee uerhipex aapecaroB. Cinoso "Komusa" mepen
BTOPBIM, TPETHHM, YETBEPTHIM ajpecaraMu He ykasbiBaercs. [Ipu ducie aapecaroB Oojee 4-X
COCTaBJISIETCS CIIMCOK PACCHUIKU JOKYMEHTA.

Ecmu JAOKYMCHT OTHPAaBJIACTCA B HCECKOJBKO OJHOPOIHBIX OpFaHI/I?;aIII/II\/’I NI B HECKOJIBKO
CTPYKTYPHBIX MOApa3ACICHUN OpraHa UCIIOJTHUTEIHHOMN BIIACTH, TO OHU YKA3bIBAIOTCS 000OIIEHHO.
[Tpumep:

Pyxosooumensm yupeocoenuii CI1O

20. 'pud yrBep KIeHUsI TOKYMEHTA

I'pud yTBEep)KICHHS MPOCTaBISETCS B TPAaBOM BepxXHEM yriy jJokymMeHTa. CTpPOKH pPEKBU3WTA
BBIPABHHUBAIOTCS IO JICBOMY Kparo WM ICHTPUPYIOTCS OTHOCHUTEIBHO CaMOM JUIMHHOW CTpPOKH.
JIOKyMEHT  YTBEp)KIAeTcs  JOJDKHOCTHBIM  JIUIOM  (JIOJDKHOCTHBIMHM  JIMIIAMH) WA
pacopsAIUTEILHBIM TIOKYMEHTOM (TTOCTAHOBJICHHEM, PEIICHUEM, TIPUKA30M, PACITOPSIKEHUEM ).
[Ipu yTBepKJIEeHUU TOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpH(] YTBEPKICHHUS TOJDKCH COCTOSTH W3
cnoa YTBEPXJIAIO (6e3 kaBbluek), HaWMMEHOBAHHWS JOJDKHOCTH JIHMIA, YTBEPXKIAIOIIETO
JTOKYMEHT, €T0 TIOAMUCH, MHUIIUAJIOB, ()aMUJINH U IaThl YTBEPKICHUSI.

[Tpumep:

VTBEPXJ/[AFO
Jupexmop MBOY COLlI..
U.0. Damunus

21. lata

[Ipu yTBepKIeHUN TOKYMEHTa HECKOJIBKUMH JIO/DKHOCTHBIMU JIMIIAMHU WX TOJIITUCH PACIIOIaraloTCs
Ha OJITHOM YPOBHE.

[Ipu yTBEepKICHHH TOKYMEHTA PacCHOPSAUTEIbHBIM JIOKYMEHTOM T'pH{( YTBEPKICHUS COCTOUT M3
cnos YTBEPXJIEH (YTBEPXJIEHO, YTBEPXIEHBI, YTBEPXX/IEHA), cormacoBaHHOro ¢
HAaUMEHOBaHMEM BHUJA YTBEPKJAEMOTO JIOKYMEHTa, HAUMEHOBAaHUS BHJAA JIOKYMEHTa B
TBOPHUTEIBLHOM TJICKE, €r0 JaThl, HOMEpA.

IIpumep:

VYTBEPXJ/[EHO
npuxazom MBOY COILII..
om 01.03.2020 Ne 57
22. 3aroJIoBOK K TEKCTY
3arojloBOK K TEKCTy - KpaTKoe CoJepKaHHhe JJOKyMEHTa. 3arojioBOK K TEKCTy IpHKa3a
bopmynupyercs ¢ npeiiorom "O" ("O06") u oTBedaeT Ha Bompoc "o uem?"):
e mpuka3s (0 ueM?) 0 CO3JaHUU KOMUCCHH;
e mpuka3s (0 ueM?) 00 yTBEp>KICHUU IUITATHOTO paclyCaHMUs;
e mucbMo (0 yeM?) o Mpe0CTaBIeHUH HH(POPMALIHH.
3aroJIoBOK K TEKCTY 0(OopMIIsIeTCs IO PEKBU3UTAMU OJIaHKa cJieBa, OT TPaHMIIBI JIEBOTO TOJISL.
HaumeHnoBaHue (3arosioBok) MO0 aHHOTAIMsl JOKYMEHTa COCTaBJIAETCS aBTOPOM IPOEKTa
JOKYMEHTA.
3aroJIoBOK K TEKCTY MOXKET HE COCTABJIATHCS, €CIIM 00BEM JIOKYMEHTa He MPeBbIIIaeT 4-5 CTpoK.




23. TekcT IoKyMeHTa
JlokyMeHTBI 00I111e00pa3oBaTeIbHON OpraHU3allii COCTABIISIOTCS HAa TOCYAAPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pyccKoMm.
TekcT MOKyMEHTa MOXKET COACPKAaTh pa3feiibl, MOAPA3/IEbl, MYHKThI, MOJMYHKTbI, HyMEpPYyeMble
apabckuMu 1udpamu.
B npukazax TeKCT JOKyMEHTa U3JaratoT OT IEPBOTo JHUIA €AMHCTBEHHOTO YHCIIa ((IIPUKA3BIBAIOY)
B nokymeHTax KoJUIETHANIBHBIX M COBELIATEIBHBIX OpraHax OT TPEThEro JIUIa €IUHCTBEHHOTO
grcia: («coOpaHue... penIuiio)
Texkct mpoOTOKONA W3JIAraeTcsi OT TPEThEro JIMIAa MHOMXECTBEHHOTO 4YHuCia («CIyIIamm,
«BBICTYITUJINY, «ITOCTAHOBYIINY, «PEIIHIIN),
B coBMecTHBIX JOKyMEHTaX TEKCT H3JaratoT OT II€PBOTO JIMI[a MHOKECTBEHHOTO YHCIIA:
(«IpHUKa3bIBAEM», «PEIINUIINY).
B nenoBbix (cayKeOHBIX) MUChbMaX MCIOJIb3YIOTCS (POPMBI U3JI0KECHUSI:

e OT MEpPBOr0 JHUIlA MHOXKECTBEHHOTO YHCa («IIPOCHUM HAMpPaBHUTh», MPEICTABIIEM Ha

pPacCMOTpPEHHEY);

e OT TpeTbero Jnuia eauHcTBeHHOTOo umcia («Aamunuctpanus OY Illkoma Ne 1238 He
BO3pAXKaET»);

e OT TEpBOrO JIMIIA EIUHCTBEHHOTO 4YHCIa («CUYHTAI0 HEOOXOJUMBIMY, «IIpeIararo
PacCMOTPETHY).

[Ipu ynotpebaeHuu B TekcTe (paMuanii JIML HHULKAIIBI YKa3bIBAIOTCS MOcie GaMIIINH.
B nenoBBIX (CIIykeOHBIX) MUCbMAaX MOT'YT MCIOJIL30BaThCS:
e BCTYIUTEIHHOE OOpalieHue:
Yeaowcaemviii cocnooun Hearnos!
Yeaowcaemas cocnoorca [lemposa!
Yeaowcaemviit Huxonati [lemposuu!
Yeaowcaemas Onvea Hukonaesua!
Yeaowcaemvie cocnooa!

B oOpamenuun mo MODKHOCTH HAaWMEHOBAHHME TOJDKHOCTH IHIIETCS C TMPOMUCHOW OYKBBHI, B
oOpareHny 1o GamMuINu HHUITHAIBI JIUIA HE YKA3bIBAIOTCA.

e 3aKJIIOYUTENIbHAS dTUKETHAs (pasa:
C yesaoicenuem, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCSl, HAUWHasi CO BTOPOTO JIUCTAa JOKYMEHTa apaOCKuMu IudpaMu
MOCEePEIMHE BEPXHETO IMOJIA.

TekcT mokyMeHTa OTHeNnsieTcs OT 3aroJioBKa IBYMsI MM TPEMsSl MEXKIYCTPOUYHBIMU HMHTEpPBajIaMU
UCIOJIb3YEMBbIMU B TEKCTE.

24. OTMETKA O IPHIOKEHUN

OTMeTKa O MPHIOKEHHH HCIOJB3YyeTCs NMpU O(GOPMIICHHM IMHCEM W TMPWIOKCHHHA K IUIaHaM,
porpaMmam, OT4eTaMm, IMOJIOKEHHUSIM, TPABUIIaM, HHCTPYKIHSIM U JPYTHM

JOKYMEHTaM.

B nucbMax oTMETKa O MPHIIOKEHUH 0(QOPMIISETCS 10T TSKCTOM IMHChbMa Ha paccTossHuu 1,25 ¢M ot
TPaHUIIBI JIEBOTO MOJs. Ecnu mpuiioskeHrne Ha3BaHO B TEKCTE MUChMA, B OTMETKE O MPHIOKEHUU
yKa3bIBAETCs KOJIMYECTBO JIMCTOB U KOJIMYECTBO HK3EMILISPOB MPHIIOKEHUS, HATIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

HpI/I HaJIMYUM HCCKOJIBKUX HpHHO)I(CHHﬁ, B OTMCTKEC O IMPHIOXKCHUHU OHHU HYMCPYROTCH,
YKa3bIBAKOTCA HAUMCHOBAHUSA KAXAOIO IMPUIIOKCHUA, KOJIUYCCTBO JIMCTOB H©U KOJUYCCTBO
OK3CMILIAIPOB, HAIIPUMCP!

Ipunooicenue:
1. IInan-epagpux ... na 3 1. 6 2 9k3.
2. Cnpaexa o noomeepaicoenuu pakma oodyyeHus... Ha 1 1. 8 1 3x3.



Ecnu npunoxeHus cOpoIIOpOBaHbl, TO KOJIMYECTBO JUCTOB HE yKa3blBaeTcsd. Eciu npuiioxkeHue
HaNpaBJISIIOT HE BO BCE YKa3aHHBbIE B JOKYMEHTE ajJpeca, TO OTMETKY O €ro HaJu4uu O(QOpMIIIOT
ClIeAyIOIKM 00pa3oM, HallpuMep:

Ipunooicenue: na 3 1. 6 1 3k3. moabKo 8 nepawiii aopec.

Ha npunoxeHusix Kk mpaBuiaM, MHCTPYKLHUSAM, MOJIOKEHUSAM, IUIaHaM, IIporpaMmam, J1I0roBopam 1
JPYTUM JTIOKyMEHTaM OTMETKa O IMPHJIOKEHUU IPOCTABJISETCS HA MEPBOM JIMCTE MPUIJIOKEHUS B
IIpaBOM BEPXHEM YTJIy.

Ecnmu mpusnoxeHne oqHO, OHO HE HyMmepyercs. Ecnm mpuinoskeHuil HECKOJIBKO, OHH HYMEpPYIOTCS
(npunoxxenue 1, npunoxeHue 2).

B Tekcre mokyMeHTa MpH NEepBOM YITOMHHAHUM JOKYMEHTA-TIPHIIOKEHUSI B CKOOKaxX yKa3bIBaeTCS:
... (mpunoxenue) wiK ... (mMpuioxkenue 1); mepen HOMEPOM MIPHIIOKEHHUS TOMYCKAETCS CTaBUTh
3HaK HOMepa: ... (mpuokeHue N 2);

B oTMeTKe 0 mpUIIOKEHNWN yKa3hIBAeTCS HaMMEHOBAHHE BUAa OCHOBHOTO JIOKYMEHTa, €ro jJara U
HOMEp, HATIpUMED:

Ipunoowcenue N° 2 k npukazy MBOY I[llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunoxeHneM kK JOKYMEHTY (Hampumep, K MpUKa3y) SBISETCS YTBEp)KIaeMbli JOKYMEHT,
(momno>keHue, MpaBuiia, WHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IIPABOM YIIIy MPOCTaBIISIETCS
OTMETKA O MPUJIOKEHUH, HU)KE — TPUQ YTBEPKIACHUS, HaIpUMED:

Ilpunosxcenue
VYTBEPK/I[EHO
npuxaszom MBOY [llkona Ne 1238 om 08.06.2017 Ne 67

Bunx u pasmep mpudra pexBuzuta "OTMETKa O MPUIOKEHUH" HOJHKEH COOTBETCTBOBATH BHUIY U
pa3Mepy mpudra TeKCTa T0KyMEHTA.

25. I'pud cormacoBaHMs JOKYMEHTA

I'pud cormacoBanust JOKYMEHTa MCIOJIb3YeTCs IIPH COTJIACOBAHMM JOKYMEHTA C OpraHaMH BJIacTH,
OpraHu3alusMi WIK J0JKHOCTHBIMU Jimnamu. OH cocroutr u3 cioBa “COINTACOBAHO”,
JOJDKHOCTH JIMIIA, KOTOPBIM COIJIACOBaH JOKYMEHT (BKJIKOYAas HAMMEHOBAHHME OpPTaHU3AIHH),
JIUYHOM TOIMUCH, pacin(PpOBKH MOANUCH (MHUITUAIOB, (aMUJIMK) U JAThl COTJIACOBAHUSI.

ITpumep:

COIJIACOBAHO

Lupexmop MBEOY Llxona Ne 1238
H.U. Heanoes

01.12.2017

I'pud cornacoBaHus B 3aBUCUMOCTU OT BUJIa JOKYMEHTA U 0COOCHHOCTEH ero oopMiIeHns MOXKET
IIPOCTABIATBLCA:

e Ha NEPBOM JIUCTE JAOKyMEHTa (€ClM JOKYMEHT MMEeT TUTYJIbHBIH JIUCT, - Ha TUTYJIBHOM
JMCTE) B JIEBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEp)KICHUS WM MOJ HaMMEHOBaHUEM
JOKYMEHTa OJIMKe K HUXKHEMY T10JTI0);

e HA [IOCJIEIHEM JIUCTE JOKYMEHTA 10 TEKCTOM;

e HA JIUCTE COIJIaCOBAHUS, SABISAIOIIEMCS HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

BHemiHee coriacoBaHue Takke MOXKET OBITh OCYIIECTBICHO APYIMM JOKYMEHTOM - IHCBbMOM,
IIPOTOKOJIOM, IIPUKA30M.
IIpumep:

COI'TTACOBAHO npuxazom J{JO2M om 01.07.2017 Ne 01-01/54



26. Busa

CornacoBaHue IpOeKTa JOKYMEHTa 0(hopMIIsIETCsl BU30H.

Busa npocraBisercs cOOCTBEHHOPYYHO JIMLIOM, BU3HMPYIOLUIUM JOKYMEHT, U BKJIIOYAET B ceOd
HAaMMEHOBAHHE JIOJDKHOCTH BU3UPYIOIIETO, €ro JIMYHYIO MOAINUCH, DPACHIM(POBKY TMOANUCH
(MHUIMATEL, (PaMUIIMIO) U JaTy.

[Ipumep:

3amecmumens oupekmopa
H.0. Damunus
03.04.2020

JlomyckaeTcsi HOJIMCTHOE BUSUPOBAHKUE TIOKYMEHTA U €T0 IIPHIIOKEHUI.

[Ipy Hamuuum 3aMedaHuil, JONOJHEHUMM K TPOEKTy JOKYMEHTa BH3a JIOIOJIHSIETCS
COOTBETCTBYIOIIMM YKa3aHHUEM.

JInst nOKyMeHTa, NOMJIMHHHUK KOTOPOIO OTIPABISIIOT W3 IIKOJbI, BU3bl IPOCTABIISIOTCA Ha
IK3EMIUIIpaxX JOKYMEHTOB, IOMEIAEMBIX B JEJIO.

Jlnst ToxymMeHTa, IOJUIMHHUK KOTOPOTO OCTAeTCs B IIKOJIE, BU3bl COTJIACOBAHMS IIPOCTABIIAKOTCS HA
000poTe MOCJIEAHEro JHUCTa MOAJMHHMKA JOKYMEHTAa WIM Ha MOCIEIHEM JIUCTEe JOKyMEHTa IOJ
MTOJITUCHIO.

27. lloanuce

[loanucp BKIIIOYAET: HAUMEHOBAaHUE JOJDKHOCTH JIMIA, [MOJANKCABIIEro JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJNUCH; paCIIM(PPOBKY MOIMUCH (MHULIUAIBI, (aMUIIN):

[Tpumep:

Jlupexmop nuunas noonucoe U.O.Pamunus

Ecniu pokyment odopmien He Ha OnaHke, B HAaUMMEHOBAaHUE JOJDKHOCTH BKIIIOYAETCS
HaMEHOBaHHUE 0011e00pa30BaTEIbHON OpraHu3anuu (MOJTHOE Ha3BaHHWE IIKOJbI). Jlomyckaercs B
pexBuzute "[loamuch MOJDKHOCTHOrO JHIA" HEHTPUPOBATH HAWMEHOBAHHE JIOJDKHOCTU JIUIIA,
MOANKCABIIETO JOKYMEHT, OTHOCUTEJILHO CAMOM JIJTMHHOU CTPOKH.

[Ipyn moanucaHuM TOKyMEHTa HECKOJBKUMH JOJDKHOCTHBIMH JIMLAMHU Pa3HBIX JIOJDKHOCTEH HX
MOANKCH PaclojiaralT OJHY MOJ APYroil B MOCIEI0BAaTEIbHOCTH, COOTBETCTBYIOIIECH HEpapXuu
3aHMMAaeMOU JTOJKHOCTH.

[Tpumep:

Jlupexmop nuunasn noonuce U.0.D.
3amecmumens oupexmopa nuunas noonucs H.0.D.

[lpy mnoxanucaHuM JOKYMEHTa HECKOJBKMMHU JIMIAMH DaBHBIX JIOJDKHOCTEH HX IOJIHCH
pacrojararoT Ha 0JTHOM YPOBHE.

B nmoxymeHTax, cocTaBiIeHHBIX KOMUCCHEH, YKa3bIBA€TCs CTATYC JIMIA B COCTaBE KOMUCCHUU:
MIPOCTABJIEHUEM KOCOM dYepThl Mepe]] HauMEHOBaHHWEM JIOJDKHOCTH (I00aBIIATh Kakue- JHO0
MIPUCTABKH).

Ecnum nupexktop wiaM HHOE YIHOJHOMOYEHHOE Ha MOANMCAaHUE JOKyMEHTa JIMLIO BPEMEHHO
OTCYTCTBYeT (OTIyCK, OOJIe3Hb, KOMaHIMPOBKA) WM JIOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJNUCHIBAET  COTPYIHUK,  YIOJTHOMOYEHHBII Ha  MOJANUCAHHE B  COOTBETCTBHHU  C
paciopsAUTEeNbHBIM JTOKYMEHTOM WJIM HaJIeJICHHBIN MOJHOMOYHUSMH, YCTAHOBJICHHBIMHU MPUKA30M
mrkoutel wim yapeautens (JJOrM), ¢ ykazanuem cBoel JOKHOCTH U TIOJTHOMOYH S, HAlpUMep:

3amecmumens oupexmopa noonucey U.0. @amunusa

WIIH:

Hcnonnaowuii o6s3annocmu oupekmopa noonuce HU.0. @amunus
W



u.0. oupekmopa noonuco 1.0. @amunus

PexBuzutr "lloanmuce NOMKHOCTHOTO JUIA" MOXET OBITh OQOPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Hampumep, TNpU HAMMCAHUU CIY)KeOHOW 3amucku 0e3 NPUMEHEHHUS TEXHUYECKUX
CpeaCTB) MO0 OPOPMIICH C UCTIOIH30BAHUEM TEXHHUECKUX CPEICTB.

B cnysae odopmienus pexBuzura "llognuck TODKHOCTHOTO JMia" ¢ HCHOJIb30BaHHUEM
TEXHUYECKUX CPEJICTB BUJI U pa3Mep mpudTa yKazaHHOTO PEKBH3UTA HE MOXKET OTIMYAThCS OT
BUJIa U pa3Mepa mpu@Ta OCHOBHOTO TEKCTA JOKyMEHTA.

PexBuzur "llognuch ODKHOCTHOrO JiMna" OTHAEISETCS OT TEKCTa TpPeMs WM YeThIpbMs
OJIMHAPHBIMU MEXITYCTPOYHBIMHI HHTEPBATaMHU.

28. Ileyatpb

[leyatrp sBAsSeTCS CIMOCOOOM MOATBEPXKACHMSI MOJUIMHHOCTH MOANUCH JIOJDKHOCTHOTO JIMIIA Ha
nokymenTte. Iledars craBUTCS Ha JOKYMEHTaX B CiaydasX, MPEAyCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH MPAaBOBBIMH aKTAMHU.

[leyats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE€, NMPU 3TOM OTTHCK I€YaTH HE 3aXBaTbIBAaeT
JUYHOM MOJAIMUCH JOJDKHOCTHOTO JIMLA IMOANKCABLIETO JOKYMEHT, WIH B MecTe, 0003HauYe€HHOM
«MID» («Mecto neqatny).

B noxymeHTax, moaroToBIEHHBIX HA OCHOBE YHHU(PHUIIMPOBAHHBIX (POPM, IIeUaTh CTABUTCSA B MECTE,
o0o3HaueHHOM oTMeTKoM "MIT" nian uHbIM 06pazom.

29. OT™meTKa 00 MCIIOJHUTENE

OtMmerka 00 wucrmosiHHUTENE (aBTOPE) AOKYMEHTAa MPOCTABISACTCS HA IMHUChbMaX IIKOJBI B JICBOM
HIDKHEM YTJTY JIMIIEBOW CTOPOHBI MOCIEAHETO JIMCTA TOKYMEHTA OT TPAHMIIBI JIEBOTO TOJIS WITH, TIPU
OTCYTCTBHUH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.

OtMeTka BKJIIOYAeT (aMUIIMIO, UMs, OTYECTBO MCIOJHHUTEISI M HOMEp ero TeinedoHa, a Takke
OTMETKa 00 HCIIOJIHUTENIE MOJXKET JOTMOJHATHCS HAWMEHOBAHHMEM JOJDKHOCTH W AJIEKTPOHHBIM
aJpecoM HCIIOTHHUTEIIA.

[Tpumep:

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

30. OTMeTKa 0 3aBEPEHNH KOIIHUU

JIJis IOATBEPIKIACHHUSI COOTBETCTBHSI KONMHMHM (BBIIMCKH U3 JJOKYMEHTA) TMOUIMHHUKY JOKYMEHTa Ha
MOCJICIHEM JIUCTE KOTHHU (BBIMUCKU W3 JOKyMeHTa) moj pekBusutoMm "[loamuce" odopmisercs
pekBU3HT «OTMETKA O 3aBEPCHHUH KOTTHH.

OTMeTKa O 3aBepEHUHU KOMHMH BKIIIOYACT: CIIOBO «BepHO», HaMMEHOBAaHUE JOJDKHOCTH JIMIIA,
3aBEpPHBIIEIO KOMHIO, COOCTBCHHOPYYHYIO TMOJIHUCH, pacmuppOBKY MOANUCH (MHUIKAIIbI,
bamMuIuIo), naTy 3aBepeHUs KOIHH JOKYMEHTA.

PexkBuszur «OTMeTKa O 3aBEpEHHHM KOMUW» MOXET ObITh OGOpMIEHa OT pPYyKH WIU C
HCIIOJIb30BaHUEM IIITAMIIA.

JlommyckaeTcst 3aBepsITh KaX/IbIil TUCT MHOTOCTPAHUYHON KOTIMH IOKYMEHTA.

31. OTMeTKa 0 IOCTYIIEHUH JOKYMEHTA

OTMeTKa O TOCTYIUIEHUU JOKYMEHTa COJEPXKHUT BXOMSIIMNA PErUCTPAlMOHHBIA HOMEP W JaTy
MOCTYIUIEHUsI JOKyMeHTa. JlomyckaeTcs yka3aHHe 4YacoB M MHUHYT MOCTYIJICHHS JOKYMEHTa C
3aBepeHHEM TOMUCIMU 3aUHTEPECOBAHHBIX JTUII.

OTMeTKa O MOCTYIUIEHUU JOKYMEHTA MOXKET MPOCTABISATHCS C HCIIOJIb30BAaHUEM IITAMIIA.

32. Pesomronus
Pe3omionius conepuT ykazaHue MO HCIOMHEHHIO JokymMeHTa. OHa odopmiisercs Ha CBOOOAHOM
MecTe pabouero mojs JOKyMEHTa.



Pe3omronus BitouaeT B ceds: haMuIMio, MHUITUAIIBI HCTIOTHATENS (MCIIOTHUTENCH), TOpyYeHHE TI0
JOKYMEHTY, IOJIMUCh aBTOpa PE30JIIOLUH U AaTy O(POPMIICHHS PE30TIOIHH.

Pe3omronusi, Mo ycCMOTpPEHMIO JIMIA, JAIOIIETO MOPYYEHUE, MOXKET BKIIIOUYATh B C€0sl TAaKXKE CPOK
WCIIOJTHEHUS TOKYMEHTA.



