MPUHSATO:
Ha O61memM cobpaHuu pabOTHUKOB
MBOY «bormanosckasg COILI»

[Tporokon Nel ot 02.04.2021 r.

IIpencenarens [Ipuzenko A.E.

HNucTpykuus
10 1eJIONPOU3BOACTBY

1. O6uue nosoxeHust

1.1. Hacrosimas MHCTpyKIMsT MO JAEIONPOM3BOACTBY B IIKOJIE pa3paboTaHa B COOTBETCTBUHU C
®denepanbHbIM 3aKOHOM 0T 29.12.2012 Ne 273-®3 "O6 obOpazoBannu B Poccuiickoit deaepanun" ¢
u3MeHeHussMu ot 25 nekabps 2023 roma, T'OCT P 7.0.97-2016 «Cucrema cTaHIapTOB IO
nHpopManuu, OUOJIMOTEYHOMY W HU3AaTeNbCKOMY Jeny, «OpraHu3alnoHHO-PACIIOPSAUTEIbHAS
nokymeHTanus.  TpeOoBaHus K OQOPMIICHMIO  JIOKYMEHTOB», a  TaKke  YCTaBOM
o011e00pa3oBaTeIbHOM OpraHu3aluy U IpYrUMMH HOPMaTUBHBIMU NPAaBOBBIMU akTaMu Poccuiickoit
denepanuu, periaMeHTUPYIOLUIUMHU AEATEIbHOCTh 00111€00pa30BaTeNbHBIX OPraHU3aIHi.

1.2. Jlannas WHCTpyKIUS TO NETOMPOM3BOJACTBY B mikoie (nmaiee - MHCTpykuus) ob6o3HavyaeT
IpaBUja MHOATOTOBKM M O(QOPMIICHHMS JOKYMEHTOB B 00I1€00pa30BaTeIbHOM OpraHu3aiuy,
oTpesieNsieT CTaHAapPThl OPOPMIIEHHUSI PEKBU3UTOB, OJIAaHKOB JIOKYMEHTOB, COCTABJIEHUS IIPUKA30B,
MOJIOKEHUH MHCTPYKLUH, a TakKe periaMeHTHUpyeT (OpMHUpPOBaHME /1€ U MX TEKYyIlee XpaHeHHe,
MOATOTOBKY JIOKYMEHTOB W JeNl K IepeJadye Ha apXUBHOE XpaHEHHE B 0oO0IIeo0pa3oBaTeIbHOU
OpraHu3aIMH.

1.3. MHCTpYKIHS 10 AETOMPON3BOACTBY pa3paboTaHa B IEISIX YCTAHOBICHUS €IUHBIX TPEOOBAHUI
K TOATrOTOBKE, OOpabOTKe, XpaHEHHI0O U HCIHOJb30BAHUIO O0O0pa3yloLUXcs B JAEATEIbHOCTH
o0mieo0pa3oBaTeIbHOW OpraHu3allid M TOCTYMAIIMX B IIKOJAY JOKYMEHTOB, a TakKke
COBEPILICHCTBOBAHMS U TOBBIIIEHUA 3(PPEKTUBHOCTH AEIONPOU3BOACTBA 001Ie00pazoBaTeIbHON
OpraHu3aIMHy.

1.4. Tlonoxenuss VHCTPYKUMH paclpoOCTPAHSAIOTCS Ha OpraHU3anuio paboThl ¢ JOKyMEHTaMHu
HE3aBHCUMO OT BHJA HOCHUTENS, B TOM 4YHCJIE€ C OJJIEKTPOHHBIMH JOKYMEHTaMH, BKIIOuas
MOJIrOTOBKY, OOpabOTKy, XpaHEHHWE U HCIOIb30BAHUE JOKYMEHTOB, OCYIIECTBISEMBIMH C
MTOMOUILI0 HH(OPMALIMOHHBIX TEXHOJIOTUH.



1.5. Opranuzanuio, METOAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEIOMPOU3BOACTBA U
KOHTpPOJIb 3a cOOJIIoIeHueM HacTosield MHCTPYKIMM B IIKOJIE OCYILIECTBISET OTBETCTBEHHBIN 3a
BEJICHUE JIEIOMPOU3BO/ICTBA.

1.6. IlpaBa u o00s13aHHOCTH pPaOOTHHUKOB, OCYIICCTBIISAIOMUX PabOTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  TOJPA3JCIICHUsX  0Omeo0pa3oBaTeIbHOM  OpraHu3allid,  yCTaHABIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKUHUSMU WM TPUKA30M IUPEKTOPA.

1.7. Cenenusi, copepkamyecss B JOKyMEHTaX, MOTYT OBITh HCIIOJB30BAHBI TOJIBKO B paboumx
LEeIsIX B COOTBETCTBHH C MOJHOMOYHMSIMH COTPYAHHKA, padoTaoIero ¢ JoKymeHtamu. Pabota c
JIOKYMEHTaMU BHE IMOMEUICHUN IMIKOJIbI He Jnomyckaercs. [Ipu yrpaTe JOKYMEHTOB MPOBOJMUTCS
ciy>xeOHasi IpoBepKa.

1.8. Tlpu yxome B OTIyCK, IepeBoje (NEpeMemeHnn) Mo padoTe WM B CIy4ae YBOJIbHEHHS
COTPYIHUK OO0s3aH IepelaTh BCE HAXONALIUECS Y HEro JOKYMEHTHI HHOMY COTPYAHHUKY,
onpe/IeIEHHOMY B COOTBETCTBUU C YKa3aHMEM HEMOCPEACTBEHHOTO PYKOBOJUTENS YBOJBHSIEMOTO,
YXOJSILEro B OTITYCK WJIH MEPEBOAAIIETOCS (IIEpEMEIIaeMOro) 1o padore COTpyTHUKA.

1.9. UHcTpykuus o0s13aTeNbHA TSl COOJIOICHUST BCeMU PaOOTHUKAMU IIKOJIbI. BHOBE MPUHSATHIC HA
paboTy COTPYIHUKH, B JIOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEJIEHUE NOKYMEHTAllUH, B
TeYeHHE TPEX pabOUYMX JHEH CO JHS M3AaHMs MPUKa3a O HA3HAYCHUU HA JIOJKHOCTh JTOJIKHBI OBITH
03HAKOMJICHBI ¢ HacTosAlel MHCTpyKIMel moj moAnuch.

2. [IpaBusia noAroTOBKU U 0(popMiIeHHS JOKYMEHTOB

2.1. B [edATenbHOCTH IIKOJBI CO3MACTCS KOMIUICKC OPTaHHW3aI[MOHHO PAaCIOPSIUTEIBHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJOKEHHSI, IPaBUIIa, HHCTPYKIUHU, PErIaMEHThl; MPOTOKOJbI 3aceIaHuil
(COBeHlaTeJII)HI)IX, KOOpAWMHAIIMOHHBIX, OJSKCICPTHBIX W APp. OpFaHOB), aKTbl, AHAJIUTHYCCKUC
CIpPaBKH, JOKJIAJHBIE W CIy>KeOHbIe 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AEN0oBas
(cmyxeOHasi) Tepenucka W Jp. COCTaBJISIOTCS W O(QOPMIISIOTCS CHEIHAIbHBIC JOKYMEHTBI,
CBS3aHHBIE C IUIAHUPOBaHHWEM  O00pa30BaTENbHOW  ACSITENBHOCTM U OCYLIECTBICHHUEM
XO3SIIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro y4yera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aluu, 00ecreueHneM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHTEJIE W B JJICKTPOHHOU ¢opme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKyMEeHTOB. [Ipu cozmaHum JOKyMEHTa Ha
JBYX U 0oJiee CTpaHUIaX BTOPYIO U MOCJIEIYIONINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHHI] MPOCTABISAIOTCA MOCEPEIHE BEPXHETO MO JOKYMEHTa Ha PAacCTOSHUM HE
Menee 10 MM OT BepxHero kpas Jjucta. Jlomyckaercs co3jJaHuEe JIOKYMEHTOB Ha JIUIEBOM H
00OpOTHOM CTOPOHAX JTUCTA.

2.4. Tlpu 1BYCTOpPOHHEM CO3/IaHUU JIOKYMEHTOB IIMPHHA JICBOTO TOJIS Ha JUIICBOW CTOPOHE JIMCTA
Y TIPaBOTO TOJIsL HA 0OOPOTHOM CTOPOHE JIMCTA OJKHBI OBITH PaBHBI.

3. PekBH3NTBI JOKYMEHTOB
3.1. Jlnmsg peKkBU3WUTOB JOKYMEHTOB, CO3JaBacMbIX B OOIEOOpa30BaTEIHHONW OpPTraHU3AINH,
yCTaHaBJIMBAIOTCS MpaBuiia u TpeboBanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBHU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACISAETCS €r0 BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke M OQGOPMICHMM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIEAyIOIIne
PEKBU3UTHI:

e KOJl GOPMBI IOKYMEHTA;

e HAaWMEHOBAHWE IIKOJIbI,

e CIIPpaBOYHBIE JJAHHBIE O IIKOJIE;

e HaWMEHOBAaHWE BHJA JIOKYMEHTA;

e JlaTa IOKYMEHTA;

e PErHCTPaIlMOHHBIA HOMEp JOKYMEHTA;

e CCBUIKA Ha PETUCTPAIMOHHBIN HOMEP U ATy IOKyMEHTAa,

e MECTO COCTaBJICHHS (M3JaHUs) TOKYMEHTA,

e ajpecar;



e Tpud YTBEPKICHHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA;

e OTMETKa O IPUJIOKEHUH;

e Tpu( corimacoBaHus JOKYMEHTa;

e BHU33;

e IIOJIINUCH;

e OTMETKa 00 3JIEKTPOHHOMN MOAIHUCH;
e IICYaTh;

e OTMETKa 00 UCIOJIHUTEIIE;

e OTMETKAa O 3aBEPEHUU KOIIUHU;

e OTMETKa O MOCTYIJICHUH TOKYMEHTA;
e  PpEe30JIOLHS.

4. B1aHKH TOKYMEHTOB
4.1. JlokyMeHTHI, co3/1aBaeMble B 00111e00pa30oBaTeILHON OpraHu3amnuu, oQopMIIIOTCS Ha OJaHKax,
M3rOTOBJICHHBIX Ha CTaHAAPTHBIX JHcTax Oymaru ¢popmatoB A4 (210x297 mm) u A5 (148x210 mm).
OtnenpHble BHUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIMYyCKaeTcs OQopMISITh C
ucnonp3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBJSIOLIME BHYTPEHHIOIO
nepenucky, opopMISIIOTCS Ha CTaHAAPTHBIX JucTax Oymaru (opmara A4 (210x297 mm) 6e3
HCII0JIb30BAaHUS OJIaHKOB.
4.2. Kaxaplii TUCT TOKyMEHTa, O()OPMIICHHBII Ha ONaHKe WU 0e3 Hero, J0JDKEH UMETh IOoJi He
MEHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl AIUTeNnbHbIX (CBbIme 10 JeT) CpOKOB XpaHEHUs NOJKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MMm.
4.4. Buapl 61aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B IIKOJIE:

e 00U OJIAHK;

e OJaHK NMHUCHMA;

e 0OJlaHK KOHKPETHOrO BMJA JOKyMeHTa (OJaHK IpuKa3a, OJIAaHK pacHopsKeHMs, OJIaHK

IIPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX U TPUMEHSEMBIX B MIKOJE OJAHKOB TMOJIEKAT BKIIOUCHHUIO B
WHCTPYKIIHUIO 10 JIETIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHU3aIK B KAUeCTBE MPHIIOKEHUN
(npunoxenue 3 Ha 3 nucTax).

5. [Mpuka3spl

5.1. Tlpukazamu odopMmIIsIOTCS pELIEHUS IO ONEPATUBHBIM, OPTraHU3AIMOHHBIM, YUeOHBIM,
KaJIpOBBIM (TIpUIOKeHHE 2 Ha 9 TMCTax) U IPYrUM BOIIpocaM pabOThl IIKOJIBI.

5.2. TIpoekThl TpPUKA30B TOTOBSIT OTBETCTBEHHBIE HCIOJIHUTENH HA OCHOBAaHWUU MOPYYCHUU
TUPEKTOpa, ero 3aMmectutene. [IpoekThl MpUKa30B MO JIUYHOMY COCTaBY T'OTOBHUT CIEHHUAIUCT IO
Kajpam.

5.3. B mpukasax TEeKCT u3naraetcs ot nepBoro juna equactseHHoro uncia («[IPUKA3BIBAIO).
5.4. Tekct mpukasa MOXKET COCTOATH M3 JBYX 4YacTeil: KOHCTaTtupyromed (mpeamOynel) u
pacrnopsIuTEIbHOM.

5.5. B koHcTatupyomield YacTh KpaTKO U3JAraloTcs [eNu W 3agadd, (akTel U COOBITHS,
MOCTY>KUBIIME OCHOBAaHHUEM JJIsl M3JaHus Mpukaza. OHa MOXET HauMHaThCd ciaoBaMu "B memsax",
"B coorBerctBun", "Bo ucnonunenue", u T.7. Eciu npukaz u3gaeTcs Ha OCHOBAHUU JIPYTOTO
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOTO JIOKYMEHTA, €ro Jara,



HOMEp U 3aroyioBok. [IpeamOyra B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIOy,
KOTOpOE MeYaTaeTcs 3arJIaBHbIMA OyKBaMHU.

5.6. PacniopsautenbHast 4acTh JOJDKHA COAEPIKATh MEPEUUCICHHE MPEIIICHIBAEMbIX JCHCTBHHA C
yKa3aHUEM HCIOJHUTEN KaXJI0ro MAEHCTBUS M, NPU HEOOXOIUMOCTH, CPOKOB HCIIOJHEHHUS.
PacniopsiuTenbHas 4acTh JEJIUTCS HAa MYyHKTHl U MOJAIYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uudpamu. [leiicTBUs OTHOPOAHOTO XapaKkTepa MOTYT ObITh IEPEYHUCIIEHBI B OJTHOM ITyHKTE.

5.7. B KauecTBe HUCHOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENIN IUPEKTOpa, MpelaceAareau Win
PYKOBOJMTENN PaOOUYUX TPpyII (KOMHCCHIA).

5.8. Ecniu mpukas nu3MeHseT paHee U3JaHHbIi TOKYMEHT (IIyHKTBI JOKYMEHTA), TO OJMH U3 TyHKTOB
pacropsIUTEIbHON YacTH TEKCTA JOJKEH COAEPHKATh CChUIKY HA U3MEHSEMbIH TOKYMEHT (IIyHKThI
JIOKYMEHTA) C YKa3aHUEM €r0 J1aThl, HOMEpa U 3arojoBKa.

5.9. Ecin mpuka3 oTMeHsieT JeiicTBHE paHee W3JaHHOTO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OIIpEeECNIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTEIbHON YaCTU TEKCTa JOJKEH HAauMHAThCA
cioBamu "lIpu3HaTh yTpaTUBIIMM cuiy...", Jajgee yKa3blBaThCs JjaTa, HOMEp U 3arojIoBOK paHee
W3JIaHHOTO JTOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKXe JaTa, ¢ KOTOPOU OTMEHSETCS €ro ACHCTBHE.
Ecnin para He ykaszaHa, TO JelicTBUE paHee M3AAHHOTO JOKYMEHTa (IYHKThl JIOKYMEHTA)
OTMEHSETCS C J1aThl M3/1aHUsl HOBOTO IIPHUKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JJaHUs, TO OAUH U3 IYHKTOB
pacnopsiAMTEIbHON YacTH TEKCTa JOJKEH HayuHaThCs cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTta, HOMEp M 3arojlOBOK paHee U3/1aHHOrO JOKYMEHTA.

5.11. Ecnu mpuka3 mpennojaraetcs BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3AaHus, HeOOXOIMMO
yKa3aTb CpPOK BBeAeHHUs ero B JeiictBue. IlocieqHuil MyHKT pacrlopsIUTEIbHOM YacTH MOXKET
COJIEp’KaTh CBEACHMS O JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 32 UCIOJHEHUEM
IpUKasa.

5.13. Ilpuka3pl NOANKCHIBAIOTCA TOJBKO AMPEKTOPOM 0OIIe00pa30BaTEIbHON OpraHU3aluN WIIN
paOOTHHUKOM, UCTIOIHSIIOLIUM €ro 00513aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIEUEeHUE CBOEBPEMEHHOM U KA4ECTBEHHOM MOATOTOBKHU MPOEKTOB
IIPUKA30B U MX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH U OpraHU3aLMsAMHU HECYT
aBTOpBI [TPOEKTA MIPUKA3a.

5.15. PerucrpannoHHble HOMEpa NPUCBAUBAIOTCA IPUKa3aM IO MOPSJIKYy HOMEPOB B Ipejenax
KaJIEHAapHOTO rojia.

5.16. /lara perucrpanuuu npukasa sBiseTcs JaTON ero MoAnucaHus.

6. IlpaBunJjia, No10KeHUs, HHCTPYKIUH
6.1. IlpaBuia — HOPMATHBHBIA aKT, ONMPEACISIONINI MOPAIOK KaKOro-Tr00 BHUIA JCATCILHOCTH,
YCTaHABIUBAIOILMN WK 3alIpELAOLINN OIIPEIEIECHHOE IIOBEICHHUE.
6.2. [TonoxxeHNe — HOPMATUBHBIN aKT, AETAITBHO PErJIaMEHTUPYIOIINN MTPABOBOM CTATYC, OPSIOK
OpraHu3alK U NPOLESYpY KaKOro-a1u0o BUJIa 1A TEIbHOCTH.
6.3. MHCTpYKIIMSI — HOPMATHBHBIN aKT, M3J]aBa€MbIi B IENAX PA3bIACHEHHS M OINPEICICHUS
nopsiika MPUMEHEHHs COOTBETCTBYIOLIET0O HOPMATUBHOIO akTa JMOO C LENbI0 yKa3aHHUsS HOPM O
Croco0ax BBINOJIHEHUS ONPEENIEHHBIX onepanuil (aeicTBuii).
6.4. IlpaBuiia, MOJOXKEHUsI, MHCTPYKIIUM NPUHUMAIOTCA (B 3aBUCUMOCTHM OT BHMJIa JOKYMEHTA) Ha
VYmpasnsitomem coBere, 3acenaHusx [Ipodcoro3HOr0 KOMUTETa MIKOJIBI M YTBEPKIAIOTCS
JUPEKTOPOM.
6.5. IlopsimoKk MOATOTOBKH MPOEKTOB IMPABHII, TOJOXKEHUS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSAKY MOATOTOBKU IMPOEKTOB MPUKa30B 00111€00pa30BaTeIbHON OpraHu3aIuy.
6.6. TekcT TpOEKTa IOJIOKEHUSI, TPaBIJI, WHCTPYKIMU ITeUaTaeTcss Ha YHUCTOM JIHCTE Oymaru
¢dopmara A4.
6.7. OTIMYIHUTENBHBIMA XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, ITOJIOKEHUS, HHCTPYKIIHH SBIISTFOTCS:

e TOYHOCTb NPUMEHSAEMBIX (OPMYIMPOBOK O€3 UCHOIb30BaHUS CJIOB U MOHATHHA, UMEIOIINX

MHOECTBEHHBIN CMBICIT;



e HCIIOJIb30BAaHHE KOPOTKUX MPEATIOKEHUN, OOIICPUHATHIX BBIPAKEHHUH M CBSI30K, IPH
HEO0OXOIMMOCTHU - MPEIBAPUTENILHOE OIpEAeIeHIE HCIONb3yEeMbIX MOHATHH, COKpALICHHIH,
ab0peBuaryp;

e OINHCAHHE BCEX BO3MOXXHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIMX HM BapUaHTOB
JeWCTBUH, T.€. IOJHOTA MPEICTaBICHHS HH(OPMAIINH;

e CTPYKTYpPUPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTHXKEHHS HAWIy4lled IO0CJIeI0BAaTEIbHOCTH
M3JI0KEHUS MaTepHUalIa;

e MUHUMH3ALUSA TEKCTAa C MOMOIIBIO MPUMEHEHHUs 00001eHui (0030pOB IpeanoiaraeMbix
JICWCTBUI) U IPUMCHEHHUE TTEPEUNCIICHHI (3a/1a4, STAloOB, YCIOBHMA U T.1I.).

6.8. B 3aBHCHMOCTH OT CIOXHOCTU U 00BbeMa pa3padaTbiBa€MbIX MPABUIL, ITOJIOKEHUSI, HHCTPYKLIUN
- TEKCT JOKYMEHTa JEJINTCS HA TJaBbl, IIYHKTHl U MOANYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoaurcs apabckumu nudpamu.

7. IIpoToxoJ 3acenanusi (CoBelaHMsl)

7.1. IIpoToKkosl — JOKYMEHT, B KOTOPOM (PpUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB U MPHHATHUS
peleHuii Ha coOpaHMsIX, COBELaHUAX, KOH(PEPEHIMAX U 3aCeJaHMsIX KOJUIErHaIbHbIX OPIaHOB.

7.2. Tlporokon 3acemanusi (coBemlaHus) - (mangee - MPOTOKON) Oo(opMisieTcss Ha YUCTOM JIHCTE
Oymaru popmara A4.

7.3. PexBu3uT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT U3 JABYX YacTeil: BBOJHOW U OCHOBHOM.

74. Bo BBOZHOM wyacTW  yKa3bplBAlOTCA  WHULNMANBL,  (GaMUIMM U JOJDKHOCTH
MpeCceIaTeIbCTBYIOMIETO, CEKPEeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, IPH HEOOXOIUMOCTH,
JIMLL, IPUTJIAIIEHHBIX Ha 3aceJaHue (COBEIIaHue).

7.5. BBogHas uYacTh MNPOTOKONA 3aKaHYMBACTCS TIEPEUYHEM pPACCMATPHUBAEMBIX BOIIPOCOB,
NEPEUYUCICHHBIX B MOPSAJKE HX 3HAYUMOCTH C YKa3aHUEM JIOKJIAJYUKa IO KaKAOMY
paccMarpuBaeMoMy Bompocy. Bonpockr hopmynupyrores ¢ npeniorom "O" ("O6"), neyararorcs oT
IPaHMIIBI JIEBOTO MOJIS U HyMEPYIOTCs apaOCKUMU Luppamu.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOWUT M3 Pa3feiioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIPOCaM M UX HyMEpalHH.

7.7. TekcT MNpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKeCTBeHHoro uwcna ("ciymamu",
"BpicTynun", "mocranoBunn", "pemunn").

7.8. IIpoTOKOJ MOIMCHIBACTCS JIUIIOM, TIPECEIATEILCTBOBABIINM Ha 3acelaHUH (COBEIIaHUH), U
cekpeTapéMm 3aceaHus (COBEIaHus).

7.9. Tlpu OTCYTCTBMM CeKpeTapsl 3acelaHus, B TOM 4YHCIE MpPH TPOBEICHHH OIEPATHBHBIX
COBEIIAHUH, TOMyCKaeTCs MOANMCaHUe TPOTOKOJA TOIBKO MPeJICeNaTeNIbCTBYIOLIIM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE IMO3JHEE TPEX IHEH CO JHSA 3aceJaHus.
IIpoeKThl  COOTBETCTBYIOIIMX IYHKTOB MPOTOKOJIA BU3UPYIOTCS  JOJDKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJIa I0JIKHA COOTBETCTBOBATh JHIO MPOBEJCHUS COBELIaHUs (3ace/laHMs).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpPTaHM3AIUSAM U JIODKHOCTHBIM
JUIIAM B COOTBETCTBUM C YKa3aTelleM pacChUIKM, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBeranus).

8. Ilian
8.1. [Inan — NOKYyMEHT, yCTaHABJIMBAIOLIUI NepeueHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOTPUSATHHA,
WX MOCTIeIOBATEIBHOCTh, 00HEM, CPOKH, OTBETCTBEHHBIX UCTIOTHUTEIICH.
8.2. Ilnan odopmusercs Ha nucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI,

e Tpu] YTBEpKICHHS TOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPaIMOHHBIA HOMEp JOKYMEHTA;

e HAWMEHOBAaHUE BHJIA IOKYMEHTA;



e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e HAWMEHOBAaHUE JIOJHKHOCTH;
e  TIOJIHNCE.
8.3. PexBu3ut — "TekcT qJokyMeHTa" opopMIIsieTcs B BUE TaOIHUIIBI C rpadamu:
e HOMEp IYHKTA IUIAHA;
e HAWMEHOBAaHUE MEPOIPHUSATHS;
e CPOK HCIIOJHEHUS;
e HCIIOJIHUTEIb;
e IpHMEYaHHE.

9. Ortuer
9.1. OTuer — NMOKYMEHT, COJACPIKAILINI CBEACHUS O pe3yJbTaTax NEsATEIbHOCTH 32 OINpeIeIeHHBIN
NepUOJI BPEMEHH, BBINOJIHEHUH MEPONPUATHIA, TOPYUYEHUH, 3aJaHUM, TUIAaHOB.
9.2. Otuersl, mpenocTaBiIsieMble B OpPTraHbl T'OCYJapCTBEHHOH BIAacTH (B TOM YHCIE B OpTraHbI
TOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUME  YCTAHOBJIIEHHYIO  IPAaBOBBIMM  aKTaMu
roCy/1IapCTBEHHBIX OpPraHoOB ()OpMY, CO3/1al0TCA 110 YCTAHOBJIEHHOH I'OCYJapCTBEHHBIMU OpraHaMU
¢dopme U B OIpeIeIEHHOM UMU MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHHKAMHU IIKOJIBI B XOZE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIAI0TCsI 110 MPaBUJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITYKEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcs Ha JMCTe Oymaru ¢opmara A4 ¢ HCIOIB30BAaHHEM CIIEAYIOIIAX
PEKBU3UTOB:

e HAMMEHOBAHMUE IIKOJIbI;

e JlaTa IOKYMEHTA;

e PETUCTPALMOHHBIA HOMEpP IOKYMEHTA;

e HAUMEHOBAaHUE BHJIA IOKYMEHTA;

e 3ar0JIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUUN);

e HAMMEHOBAHUE JIOJHKHOCTH;

e TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTEIbHOM MOPSAIKE JODKHO COJAEPXKAThCA YKa3 Ha JEATENbHOCTb,
MEpOIPUITHE, BBIAHHOE IMOPYYEHHE, 3a/laHue, MYHKT IUIaHa, MOJAJIeKAllui BBINOJIHEHUIO, U
pe3yabTaT O BBIMOJHEHHM, B TOM YHCIE€ C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHe
WCIOJIHUTEJIbCKON  JAMCLUUILUIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIOJHEHHS M  Hajyiexalliee
npefocTaBieHue  MH(opManuu, HEOOXOAMMBIX  MaTepuajioB  (IIPOEKTOB  JIOKYMEHTOB)
COUCITOJIHUTENSIMU (IIPU y4aCTUU HECKOJIBKUX UCTIOTHUTENEH ).

10. Mucsmo
10.1. [lucpma roToBsTCS Kak:

e OTBETHI O BHINOJHEHUH MOPYYCHUHN BBIIIECTOSIIIUX OPTaHOB HCIIOJHUTEIHHOHN BIIACTH;

e OTBETHI Ha 3aMPOCHI OPraHU3ALUH, TPEINPUATHIA U YaCTHBIX JIMIL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku mOArOTOBKH OTBETHBIX IMHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBHUM C pE3OJIIOLUUEH JUpeKTopa W €ro 3aMecTHTe]Iel Ha OCHOBAaHUH
YCTaHOBJICHHBIX CPOKOB HWCIIOJIHEHHS TOPYYEHHUH, 3alpOCOB WM 10 PEIICHHIO aBTopa
PE30ITIOIUH.

10.3. TeKcTBl OTBETHBIX MUCEM TOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSIM, 3a()UKCHPOBAHHBIM B
pesomtoru. CpoKH MOArOTOBKM MHUIIMATUBHBIX MHCEM ONPENEISIOTCS CaMOCTOSATENIEHO aBTOPOM
MPOEKTA MHUChMa C YIETOM HEOOXOANMOCTH PEUIeHNUsT KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBHH C
TpeOOBaHUSAMH 3aKOHO/IATENILCTBA, OPYUCHUSIMHU HETTOCPEICTBEHHOTO PYKOBOIUTEIIS.



10.4. TIucema meuataroTcsi Ha ONaHKE MHCbMa O0IIE0OPa30BaTENLHOW OpraHU3aLUU C YIIIOBBIM
PacrooKeHUEM PEKBU3UTOB.
10.5. JlomosHHUTENBHO K PEKBU3WTAM OJaHKa MUChMa MpH O(QOPMIICHUH IHCEM B IIIKOJE
UCIOJIB3YIOTCS CIIEYIOIINE PEKBU3HUTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPUJIOKEHUHU;

e BU33;

e TIOJIHUCH.

e OTMETKa 00 UCTIOIHHUTEIIE.
10.6. TIpu odopmiieHrH MUChMa Ha JIBYX M OoJiee CTpaHHUIAX BTOpas M MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOTCSI IOCEPEINHE BEPXHETO MO TUCTA apaOCKUMU HUppaMu.
10.7. Ilucbma nMoANKUCHIBAET TUPEKTOP WU PAOOTHUKH, YIOJTHOMOYEHHbBIE TPUKA30M.
10.8. CnyxeOHbIe 3amiCKu
10.9. B mensx ocyuiecTBiE€HHS B3aUMOJEUCTBUS MEXKAY COTPYJHUKAaMU B paMKax BHYTPEHHETO
JOKYMEHTO00O0pOTa B IIKOJIC MPUMEHSIFOTCS CTyKeOHbIe 3anmucKu. Ciry>)keOHBbIC 3alTUCKH SBIISIOTCS
CIPaBOYHO-MH(GOPMAIIMOHHBIMU  JTOKYMEHTaMHU. ABTOpaMH CIY>KEOHBIX 3alHMCOK SBISIOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHu3aIliy.
10.10. CmyxeOHas 3amucKa MOKET COCTABIISITHCS MO YKa3aHUIO PYKOBOJICTBA MIIU 110 UHUIIUATUBE
KOHKPETHOTO COTPY/AHHUKA.
10.11. [Tpu oopmieHUH cIy>keOHOM 3amUCKH 0(OPMIISIOTCS CIEAYIOIINE PEKBUZHUTHI:

e ajpecart;

e JlaTa JOKYMEHTA;

e HAaWMCHOBAHHE BHJIA JIOKYMCHTA;

e 3aroJiIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKa O MPUJIOKEHUH (IIPU HATTUYUH);

e HAWMEHOBAHHE JOJHKHOCTH;

e TIOJIUCH.
10.12. Ciy>xeOHBIC 3alMCKU MOTYT CO3/1aBaThCsl HA OyMaKHOM HOCHUTEINE U (MJIH) B DJICKTPOHHOMN

dbopme.

11. /loBepeHHOCTH

11.1. [doBepeHHOCTh BBIJAETCS COTPYAHUKAM IIKOJBI M oOQopMmisieTcss 1O TMpaBHiIaM,
YCTaHOBJICHHBIM HacTosimed MHcTpykumei s muceMm, ¢ yu€ToMm TpeOOBaHHM Tpa)kAaHCKOTO
3akoHojarenbeTBa Poccniickoin denepanyiu 1 HACTOSILIETO pa3fena.

11.2. TIpoeKkT [HOBEPEHHOCTH TMOJATOTABIMBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEpEHHOCTh OyJeT BblJaHa, IOCJIE 4Yero mnepenaércs B KaHUEISAPUIO JUIsl HamlpaBleHUS Ha
MOAMNKCAaHUE.

11.3. JloBepeHHOCTh TMOANMUCHIBACTCS JUPEKTOPOM WJIM JIMIIOM, OCYIIECTBIISIFOIIUM  €T0
MOJIHOMOYHS (MCTIONHSIIOMIMM O0S3aHHOCTH), M CKpEIUIAeTCsl MedaTrbio oO0IIeo0pa3oBaTeabHON
OpraHu3aIyy.

12. JloroBopsl, corjianieHusi, KOHTPAKTbI

12.1. JloroBopsl, COTNaIeH s, KOHTPAKTHI (Jajee - JOrOBOPHI) MOATOTaBIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIOPKETHOTO U HHOTO 3aKOHOJATENhCTBA Poccuiickoit
denepanun, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTENbCTB
CTOPOH.

12.2. TIpoekT mOroBopa TOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
YIOPAaBISAIOMUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOro oOecredyeHus
WCIIOJTHEHUS] CBOMX MOTHOMOYHMH (00s3aHHOCTEH, (PYHKIINIA), TOTHOMOYHUH IIKOJIBI B I[ETIOM.



12.3. TIpoekt moroBopa TMOATrOTaBIMBACTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
YIPABJISIONIAM) COBMECTHO CO CHEIUATUCTOM, K QYHKIHUAM (TIOJTHOMOYHSIM) KOTOPOTO OTHOCHUTCS
pelIeHre BOMPOCOB, SIBISIONIUXCS MPEAMETOM JIOTOBOPA, WM MHBIM COTPYJHUKOM IO TPSIMOMY
yKa3aHUIO TUPEKTOpa 001eo0pa3oBaTesibHOM OpraHu3aluu.

12.4. HeobOxomumasi Utk IOJTOTOBKHU MIPOEKTa TOTOBOpa MH(OpMaIus COOMPAETCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B MOpSAIKE paboyero B3aWMOJACUCTBUS C YYETOM MpaBul,
YCTaHOBJICHHBIX HacTosAwwerd NHCTpyKIuen.

13. IlpuHIMNIBI OPraHU3aUMU JOKYMEHT0000poTA

13.1. B 10KyMEHTOOOOpOTE BBIACIAIOTCA CIEAYIOIIME JOKYMEHTONMOTOKH: IIOCTYIAIoIas
JNOKyMeHTanusi  (BXozsiuas), OTHpaBisgeMas JIOKyMeHTauus (UCXOZsIas), BHYTPEHHSA
JTOKYMEHTAIHSL.

13.1. B cocraBe BxoAslleld M HCXOAALIEH MOKYMEHTAlMM MOTYT BBIJICISTHCS JIOKYMEHTHI,
MOCTYIUBIINE W3 BBHIMICCTOSIIINUX, MOAPSIHBIX, MEAWIIMHCKUX U JIPYIrUX OpPTaHHU3AIMii, OPraHOB
MECTHOT'O CaMOYIIpaBJIeHUs, 0OpallleHus Tpax/1aH.

13.3. OOpamenust rpaxaaH pPerucTpUpyroTcs U (HOpMUPYIOTCS B Jela OTAEIbHO OT IPYTHX
JOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3aI1H.

13.4. B mxone gocTaBKa M OTIPaBKa JOKYMEHTOB OCYIIECTBIISIETCSI CPEICTBAMH ITOYTOBON CBSI3H,
ANEKTPOHHOU CBSI3H, a TaKXe IO CHCTEME AJIEKTPOHHOro JToKymMeHTooOopoTa (mamee - CO/). C
MIOMOIIIBIO TIOYTOBOM CBS3M B 00IICO0pA30BATEIbHYIO OPTaHMU3ALMIO JIOCTABISIETCS MUChbMEHHAs
KOPPECHOH/ICHITUSI B BUE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTOUeK, OaHaeposiel u
MEJIKHX ITaKEeTOB, a TAK)KE TIEYaTHBIC N3TaHHS.

14. IlepBuyHas 00padoTKAa MOCTYNAIOIIMX IOKYMEHTOB
14.1. JloKyMeHThI, IOCTyMalolle B IIKOJIy, IEpPElaloTCs Ha PETUCTPALMI0 CEKpPEeTapro
0011e00pa30BaTeIbHOM OPraHU3alMU M MPOXOIAT MEPBHYHYI0 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU MOCTYIUIEHWHU B HepaOouee BpeMsl - Ha cienyroluil pabounii aeHs. [Ipu nepBuuHoii 00paboTke
JIOKYMEHTOB IPOBEPSETCS MPABUIBHOCTh ajpecoBaHusd. OMMOOYHO MOCTYNUBIIME JOKYMEHTHI
NEPEeChUIAI0TCS 10 NPUHAIIEKHOCTH MM BO3BPAILAIOTCS OTHPABUTEITIO.
14.2. lokymenTsl, noctynusime ¢ otMerkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKYy U JOKJIAIbIBAIOTCSA AUPEKTOPY WIM B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA MO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. TlocTynuBiMe TeaerpaMMbl IPUHUMAIOTCS MO MOJMKMCH C IPOCTABICHUEM JIaThl M BPEMEHU
MpHeMa, PETUCTPUPYIOTCS 10 TEM XK€ MpaBUiaM, YTO U MHUChMA.
14.4. DnekTpoHHBIE COOOILIEHUS, aAPECOBAHHbIC JUPEKTOPY WM HAIPaBIEHHBIE B aJpeC MIKOJbI,
pacrneyaThIBalOTCs U JAOKJIAIbIBAIOTCS AUPEKTOPY WM B CIIydae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHONW MOJANMKCHIO, MOJIeKaT 00paboTKe Mo
IpaBUJIaM, IPEAYCMOTPEHHBIM JJIsl TOCTyHaroIel (BXoas1el) TOKyMEHTallH.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl PACIpENeNsieTcsl Ha PETUCTPHPYEMble W He
MOJJIEKAIUE PErUCTPALIUU TOKYMEHTBI.
14.7. He moaJyiexxat perucTpaiuu:

e IIPUIJIACUTEIIbHBIE, I03/IPAaBUTEIIBHBIE INCHMA U TEJIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPAMMBbl CEMUHAPOB, KOH(EPEHIUH U APYIUX NOJOOHBIX MEPOIPHUSATHIA;

e JIOKYMEHThl TIO OYyXTaJaTepCKOMYy Yy4YeTy, MaTepHaJbHO-TEXHHMYECKOMY OOEeCHeueHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, OCTYHAloIIKe 06€3 CONMPOBOAUTEIBHOTO NMUCHMA;

e pEKJIaMHbIE, KOMMEpUECKHE MPEAJI0KEHUs, B T.4. IOCTYIUBLINE 110 3JIEKTPOHHOM MOYTE;

e II€YATHBIEC U3/IaHNUS;

e THCHMA C IOMETKOM «INYHOM.

15. Perucrpamusi, yyeT M PaccCMOTPeHHE PYKOBOAMTEJNeM MNOCTYNAIMX (BXOAAIIMX)
AOKYMEHTOB



15.1. TloctynuBuime (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ M IEPBUYHOMN
00pabOTKH M HE3aBHCHMO OT CTII0C00a MX TOCTABKH.
15.2. Peructpanusi — npocTaBlieHUE B HIYKHEM IPAaBOM YTIIy MEPBOTO JUCTA TOKyMEHTa OTMETKH
O TMOCTYIJICHUH C YyKa3aHUEM JaThbl MOCTYIUIGHHS M BXOSIIETO0 PErUCTPAllMOHHOTO HOMepa
JOKYMEHTa C O0O0s3aTeIbHON 3amuChi0 B IKYpPHalI pPETUCTPAlMM TOCTYHAromed (BXOASIIEH)
nokyMeHTanuu. CTpyKTypa perucTpallMOHHOTO HOMEpa, MOCTYIAONIEro (BXOASIIEro) T0KyMEHTa,
COCTOMT M3 €ro IOpAJKOBOIO HOMEpa U MHAEKca JejJa 10 HOMEHKJIAType el
o011eo0pa3oBaTeIbHON OpraHU3aIiH.
15.3. Perumctpamus BceX MOCTYMUBIIUX (BXOMSAIIUX) TOKYMEHTOB NPOU3BOJIUTCS B Mpeleinax
o01Iero JAOKyMEHTOINOTOKa. J[OKyMEHTbI, MOCTYNMBIIKME B IIKOJY IO KaHajiaMm (aKCUMUIbHOU
CBsI3H, 00pabaTHIBAIOTCS ¥ PETHCTPUPYIOTCS B OOIIEM MOPSIIIKE.
Texct mnoctynuBiIeld TenedOHOrpaMMBbl 3alUCHIBACTCA B JKypHalle PErUCTpalldu
Tesie()OHOTPaMM U TIeYaTaeTcs Ha JIUCTe OyMaru Ui nepeaayl Ha pacCMOTPEHHE.
15.4. Tlocrynatomue (BXOIAIINE) TOKYMEHTBI TIEPEAAIOTCS Ha PACCMOTPEHHE PYKOBOJICTBY TOJIBKO
II0CJIE UX PETUCTPALIMU U NPEABAPUTEIBHOTO PACCMOTPEHUS.
15.5. JlokyMeHThI, MOCTynuBIIHE B 0O0IIe00pa30BaTelbHYI0 OpPraHW3alhio, 10 BOMpOcaM, HE
TpeOYIOIMM  PAacCMOTPEHUSI JUPEKTOpa, HAMpPaBISAIOTCS PAa0OTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOICTBO HIKOJIBI HEMTOCPEACTBEHHO UCTIOTHUTEIIO 3a1poca.
15.6. /TupexTop B pE30IIONMHU OTIPEIEISIET JIUII, OTBETCTBEHHBIX 32 MCIIOJIHEHHE TOKYMEHTA, U 1aeT
UM nopyueHue. PaOOTHHK OTBETCTBEHHBIN 3a ACMOMPOU3BOACTBO IIKOJbBI MEpelaeT JOKYMEHT Ha
HCIIOJIHEHHE.
15.7. IlonIMHHKUK AOKYMEHTa C Pe30JIOIUeH PyKOBOAUTENS 00IIe00pa3oBaTeIbHON OpraHu3aluu
HaIPaBJIAETCS UCIIOJHUTEIIO.
15.8. [lpm HanMuuM HECKOJbKUX HCIHOJHHUTENEH MOATUHHUK JOKYMEHTa IepeaeTcs TOMY
UCIIOJIHUTENI0, KOTOPBIH B COOTBETCTBUM C YKAa3aHUSMHU [0 HCIIOJHEHUIO SIBIISIETCA
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTENH MOYYal0T KOMHUIO JTOKYMEHTA.
15.9. TlommMHHUK JOKYMEHTa, KOTOPBIH HCHOJHAETCS HECKOJIbKUMH JOJDKHOCTHBIMHU JIUIIAMH,
MOJIy4aeT OTBETCTBEHHBIN UCIIONMHUTENb. OCTATbHBIM UCTIOTHUTEISM NIEPEIAlOTCs KOTTHH.
15.10. UsroroBneHWe KOMUH JOKYMEHTAa JUIS MEpeladdl COWCIIOIHHUTENSIM OCYIICCTBIISETCS
ceKpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.
15.11. Pe3omtonust COAEPIKUT:
e YKa3aHHWE TII0 WCIOJHEHUIO, COJepKallee KpaTKOoe OIUCaHHe HEOOXOIUMOro JUIs
HCIIOJIHCHUS ICHCTBUS,
e YKa3aHHE Ha CpPOK, B TEYEHHE KOTOpOro JUOO A0 HMCTEYEHUS KOTOPOro HEoOXOAMMO
WCIIOJIHUTH MPEANICAHHOE JICHCTBUE;
e JINYHYIO MOAINHUCH aBTOPA PE3OIIOLNH;
e JIaTy MPOCTABIIEHUS PE3OJIOLINU.
15.12. Vka3aHue Ha CpOK, B TE€YEHHE KOTOpPOro JMOO JO HMCTEUYEHUS KOTOPOro HEOOXOIMMO
WCIOJIHUTh TPEANHUCAHHOE JEMCTBHE, MOYKET HE BbIpAaXaThCsl KOHKPETHOM IaToM M COJEep)KaTh
BBIPAKEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3ommonus mumieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Korja pe3oyonus aJpecoBaHa HECKOJIBKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JIOKYMEHTa B LI€JIOM SBIIETCS COTPYIHUK, yKa3aHHBIM INEpBbIM (BEPXHUM), JINOO
COTPY/IHUK, B OTHOLIIEHUU KOTOPOTO C/ellaHa TIOMETKA O TOM, YTO OH SIBJISI€TCS OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPaBJIAAeMbIMU (MCXOASAIUMHI) JOKYMEHTAMHU

16.1. Jlo mpemocTaBiieHUsT TPOEKTa OTIPABIAEMOro (HMCXOJAIIET0) JOKYMEHTa Ha IOJIHUCH
JUPEKTOPY WM WHOMY YIOJHOMOYEHHOMY B YCTAaHOBJIEHHOM IOPSAKE Ha IMOANHUCAHUE JIHILY
OCHOBHOI HCIIOJIHUTENb MPOBEPSAET MPaBHIBHOCTH O(OPMIIEHUS OTMPABISEMOro (UCXOMASILEro)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosel MHCTpyKIun.



16.2. TIpu moAroTOBKE OTHPABISIEMOro (MCXOAAILIETO) AOKYMEHTAa KaK OTBETa Ha MOCTYMHBILUIH
(BXozaAImMiA) JOKYMEHT HCHOJHMUTENb NPHUKIAIbIBAET K IOATOTOBIEHHOMY INPOEKTY BXOISIIUI
JIOKYMEHT.
16.3. IIpoeKThl OTIpaBIsIeMbIX (MCXOANTNX) JOKYMEHTOB C YYETOM COOIOJICHUS YCTAHOBIEHHOTO
B PE30JIIOLMM CpPOKA MCIOJHEHUS] MEpPEedatoTCsl OTBETCTBEHHBIM MCIIOJIHUTEIEM B OTHEIN
JeJI0NIPOU3BOCTBA (KaHLIESIpUs, CEKPETaph) IIKOJIbI ISl HAIIPABICHUS Ha MOANUCaHUE.
16.4. TlomnmucaHHble OTHpaBisieMble (MUCXOIAIIME) JIOKYMEHTHI, MepefarTcs pabOTHUKY
OTBETCTBEHHOMY 3@  JICJIOIPOM3BOJCTBO  INKOJBI, KOTOPBIH  OCYIIECTBISIET  IPOBEPKY
KOMIUIEKTHOCTU M COOTBETCTBHSI KOJMYECTBA HK3EMIUIIPOB OTIPABIAEMOro (HMCXOJISALIETO)
JOKYMEHTa CHHUCKY pacChUIKM, a TaKKe IPaBHIBHOCTh O(QOPMIICHHS JOKYMEHTa COIVIACHO
HACTOSIIEH UHCTPYKLIHH.
16.,5. B cayuae HapylleHHs KOMIUIEKTHOCTM WJIM COOTBETCTBUS KOJMYECTBA, a TaKxkKe
NPaBUIBHOCTH O(GOPMIIEHUS JOKYMEHTA COIJIACHO HACTOSIIEH WHCTPYKIHMU OTIPAaBISIEMbIC
(ucxonsmme) JOKYMEHTbl  HE3aMEAJIMTEIbHO  BO3BpAlAlOTC]  pAaOOTHUKAMM  KaHLESPUU
OTBETCTBEHHOMY HCIIOJIHUTENI0 WJIA B CIy4ya€ OTCYTCTBHUS OTBETCTBEHHOI'O MCIIOJIHUTENS €ro
HEIOCPEJCTBEHHOMY PYKOBOAUTEIIO [l yCTPaHEHUs HApYIIEHUH.
16.6. JlokyMeHTBI TOCJ€ WX MOINUCAHUS IUPEKTOPOM WIM HHBIM YIOJTHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIsIpUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy Al perucTpaliy U OTIPABKH.
16.7. Peructpanus oTIpaBisieMbIX (MCXOASIINX) JOKYMEHTOB OCYIECTBIISICTCS TIOCIE POBEICHUS
paOOTHHKAMU KaHIEJISPUU, OTBETCTBEHHBIMU 32 JI€JIONPOU3BOICTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJMYECTBA JK3EMIUISIPOB, a TAKXKE IMPABHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(McxoadIIero) T0KyMeHTa.
16.8. Perucrpanmsi co3iaBaeMbIX JOKYMEHTOB OCYILECTBIISICTCS B JIEHb TOAMHUCAHUS WU
YTBEpKIeHUS 100 Ha claenyromuil pabounii 1eHb.
16.9. CBenenust 0 pErUCTPUPYEMBIX OTIPABIIIEMBIX (MCXOAIINX ) JOKYMEHTaX BHOCSATCS B JKYpPHAJ
perucTpanuy OTIpaBiasieMol (MCXOsIEei) JOKYMEHTAIUH.
16.10. PeructpaiinoHHBIH HOMEp H JaTa OTIPABISIEMOTO (MCXOISAIIET0) JOKYMEHTA TPOCTABIISIFOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApE, OCTAIOLIEMCS B Jele
001eo0pa3oBaTeIbHON OPTaHU3AIH.
16.11. CtpykTypa perucTpalliOHHOTO HOMEepa OTIPABISIEMOro (MCXOASIIEro) T0KyMEHTa COCTOUT
U3 €ro MOpsAIKOBOT0 HOMEpA U MHJEKCA Jiea 10 HOMEHKJIAType /1€ IKOJIbI.
16.12. OrtnpaBka JOKYMEHTOB MPOU3BOAUTCS LIEHTPAJIM30BaHHO pPAOOTHUKAMHU KaHLEISPUU
IIKOJIbI, KOTOpbIE MPOU3BOJAT WX COPTHUPOBKY IO CHOCOOY OTmpaBieHUs (IpocTasi, 3aKa3Has,
MEXyHapOaHas U Jp.).
16.13. IluceMma, TenerpaMMbl, OTKPBITKH, OAaHIEPOJIN U MTeYaTHBIC U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle()OHOTPaMMBbI ITEpeJatoTCs M0 KaHaiaM Tele(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHUS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO JJIEKTPOHHOTO
aspeca 001eo0pa3oBaTENIbHON OPraHU3alINY.
16.15. [Tucema, TenmerpamMMbl, OTKPBITKH, OaHIepOIH, (haKCOTPaMMBI, JJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBIE C paboyel NesTeTbHOCThIO, K OTIIPaBKE HE MPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsIeMbIEe CPEACTBAMH IIOYTOBON CBSI3U MPOXOJIAT:

e  YIAKOBKY;

e anpecoBaHue (IPU HAMPABICHUM JOKyMEeHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

yKazaTeJeM pacChUIKHM, Ha KaKJOM SK3EMIUIIPE MUCbMa YKa3bIBA€TCs TOJIBKO OJUH aJpecar.

e IPOCTaBJIEHHE CTOUMOCTH IMOYTOBBIX YCIIYT;

e IIepeJady B IIOYTOBOE OTJEIIEHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE MHCEM HEOOXOIMMO YUUTHIBATh NMpPABWIIA, YCTaHOBIICHHBIC
pUKa3oM MUHHUCTEPCTBA CBSI3U M MaccoBbIX komMMmyHuKauii PO ot 31 urong 2014 r. N 234 "O06
yTBepkaeHUH [IpaBun okazaHus yciIyr MOYTOBOM CBA3M".
16.18. JlokyMeHTHI, OTHpaBisieMble CPEJICTBAMH ITOYTOBOM CBSI3U B OJHMH AJPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.



16.19. Hcxonsmme AOKYMEHTHI, MpEAHA3HAYCHHbIE IS OTIPABKU CPEACTBAMH (PaKCUMMIbLHON
CBSI3H, OTIIPABIISIOTCS pa0OTHUKAMH KaHIEISIPUH 00IIe00pa30BaTeIbHON OpraHU3aIiH.

17. Pa3paGoTKa u BejleHHe HOMEHKJIATYPbI J1eJ
17.1. JJoxymeHTanbHBINA (DOH IIKOJIBI — COBOKYITHOCTHh JOKYMEHTOB, 00pa3yIOIUXCs B MPOIIEcce
ero JesTelIbHOCTH. JlOKyMEeHTaabHbIH (DOHJ IIKOJIBI COCTaBIAIOT JOKYMEHTHI, CO3JAaHHBIE B
001eo0pa3oBaTeIbHOM OpraHu3allid M TOJYYEHHBIE €10 B pe3yjibTaTe B3aMMOACHUCTBHUS C
OpraHamMM IoOCyJapCTBEHHOM BJIACTH, OpPraHaMH MECTHOI'O CaMOYIpaBJICHUS, IOPUANYECKHMU U
(bU3NYECKUMU JIUIIAMH.
17.2. Homenknarypa en sBisieTcs OCHOBOM (hOPMHUPOBAHMS JOKYMEHTAJIbHOro ()OHJA IIKOJIBI U
NpPE/CTAaBISCT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYCHb 3arojOBKOB (HAMMEHOBaHMMN) eI,
3aBOJIMMBIX B ILIKOJIE, C YKa3aHUEM CPOKOB HMX XpPaHEHMs, U O(QOPMIICHHBIH B COOTBETCTBUHU C
IIPAaBOBBIMU AKTaAMH, PEKOMEHAALMUSAMU M METOJWYECKMMM YKa3aHHUSAMHU oOpraHoB Poccuiickoi
denepanyy, YNOJIHOMOYEHHBIX B c(epe TIOoCyJapCTBEHHOTO YIPABICHHsI APXUBHBIM JIEJIOM,
JIeTIOTIPOU3BOCTBA U IOKYMEHTOO0OPOTA.
17.3. HomeHkaTypa Jies1 COCTaBIIAETCSl HA OCHOBE U3yUYEHHUs MTOJIOKEHUM, MHCTPYKLUHI U IpaBuil, a
TAaKXK€ JPYIHMX JOKYMEHTOB, PpErVIAMEHTUPYIOLUIUX JI€ATEIbHOCTh  0011e00pa3oBaTeabHOM
OpraHu3ali, a TakKXKe HOMEHKJIATyp [Jell 3a MpeaUIecTBYIOIUE TOAbl M JIOKYMEHTOB,
00pa3yrIMHUXCs B ICATSILHOCTH 00Ie00pa30BaTeIbHON OpraHU3aIlIH.
17.4. HomeHnknatypa Jesl MCIIOJB3YeTCs JUIsl TPYNIUPOBKU MCIOJHEHHBIX JTOKYMEHTOB B JIela,
CUCTEMAaTH3allMM U y4eTa JIell, ONpEeeSICHUsI CPOKOB UX XPAHEHUS U MOUCKa JIOKYMEHTOB, SIBJISETCS
OCHOBOH ISl COCTABJIEHUS ONHUCEH J1eJl HOCTOSHHOIO U BpeMeHHOro (cBbime 10 ser) xpaHeHus, a
TaKKe JJIs yyeTa Jied BpeMeHHOro (10 10 JeT BKII0UUTEIbHO) XPaHEHHUSL.
17.5. HomeHnknatypa aen BBOOUTCS B ACHCTBUE IPUKA30M 10 LIKOJIE.
17.6. HomeHkaTypa jieJ TOTOBUTCS B TPEX IK3EMIUISIPax:

e 715 IOMELEHHS B HOMEHKJIATYpHOE /1€J10 ¥ MIOCTOSTHHOTO XPaHEHUS;

e JUIA UCIOJIb30BaHUs B pabOTE OTAEIOM JEJIONPOU3BOACTBA (KaHLEIIpUEH );

e ISl XPAHEHUsI B apXUBE LIKOJIBI.
17.7. VI3 HOMEHKJAaTypbl J€d ILIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJIEHUE JIEIONPOU3BOJICTBA
O0(OpMIISIOTCS BBIMMCKM Ui KaXJIOTO M3 MOJpPAa3JIeNeHUuN M OTIENIOB 001eo0pazoBaTeIbHON
OpraHu3alyHy.

18. ®opMupoBaHue Aes U UX Tekyuiee xpanenue. [1oAroroBka 10KyMeHTOB U jieJl K Nepeaye
HA apXHBHOE XpaHCHHE

18.1. dopmupoBaHHe 1Nl — TPYNIHAPOBKA MCIOTHEHHBIX JOKYMEHTOB B Jlella B COOTBETCTBUU C
HOMEHKJIATypOi J1en 001eo0pa3oBaTebHOM 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 (POPMUPOBAHUSI.

18.3. Ilpuka3pl 1O OCHOBHOW, aJMHUHUCTPATUBHO-XO35IMICTBEHHOH, Y4ueOHO-BOCTIUTATEIbHON
JEeSTeIbHOCTH IIKOJIbl, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JINYHOMY COCTaBy paOOTHUKOB U
0 JINYHOMY COCTaBY O00YUarOLIUXCsl (YJaluXCsl/BOCIIUTAHHUKOB).

18.4. Tlepenmcka rpymnmupyeTcsi 3a NEpUOJ KAIEHAAPHOTO TOJa W CHUCTEMaTH3UPYETCS B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.

18.5. [IpoBepka HaHUYUS M COCTOSIHUS JJOKYMEHTOB H JIE]T TIPOBOUTCS MIPU TIEPEMETICHUH JIElT, TIPH
BO3Bparte JIeJ, IPU PEOPraHn3aluH UIIH JIMKBUAALUHN 00111e00pa3oBaTeIbHON OpraHU3alHH.

18.6. B apxuB o00meoOpa3oBaTeIbHON OpraHu3anuu (Jgajee - apXWB) MeEpeaaroTcs jela
IIOCTOSIHHOT'0, BPEMEHHOT0 (cBbllIe 10 JIeT) CPOKOB XpaHEHHU U MO JUYHOMY COCTaBY uepe3 3 ronaa
ocJie To/1a, B KOTOPOM TOKYMEHTHI ObLITM TTOMELIEHBI B I€JI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IMPOU3BOJUTCS O YTBEPKACHHBIM OIUCAM JIE.

18.8. TloaroroBka MOKYMEHTOB W Jell K Iiepeiade Ha apXWBHOE XpaHEHWE M HAa YHUYTOKCHUE
IIpeyCMaTPUBAET:



e DKCIEPTU3Y LIEHHOCTH JIOKYMEHTOB;

e COCTaBJICHHE OMUCEH JIe] M0 pe3ynbTaTaM IKCIEPTU3bl UX LIEHHOCTH;

e odopMIICHHE JEIT;

e COCTaBJICHHE aKTOB HAa YHHUYTO>KEHHUE JTOKYMEHTOB U JIeJl C UCTEKIIUMHU CPOKaMU XpaHEHUSI.
18.9. DkcnepTr3a EHHOCTH JIOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XPAaHEHHS OCYIIECTBIISIETCS
©KEroJHO JHIOM (JIMIIaMu), Ha3HAYEHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.

18.10. B nenmo nomemraercst He 6osiee 250 mucTOB (TOJIIMHA Jieia TPHU 3TOM COCTaBJIseT He Oonee 4
cM). Tlpu GosbIIOM KONMHYECTBE JOKYMEHTOB (hopmupyroTcs Toma (dactu) nena. Bayrpu aena
JOKYMEHTBI PAcIoaraloTcs B XPOHOJIOIMYECKOM IOpsIKE B COOTBETCTBUU C omuchio. B nena
MMOMEIIAIOTCS TOIBKO UCTIOTHEHHBIE, MPAaBUIIBHO OOPMIICHHBIC IOKYMEHTHI.

18.11. JlokyMeHTbl BHYTpHU Jieja pPacIoiararoTcsi CBEPXY BHU3 B XPOHOJIOTHYECKOM, BOMPOCHO-
JIOTUYECKOW  TIOCIENOBATEIIbHOCTH WM WX COYETaHWU. PacrmopsauTenbHbIE JOKYMEHTBI
TPYNIUPYIOTCS B Jiefia 10 BUJAM U XPOHOJIOTUHU C OTHOCSIIUMUCS K HUM HPUIIOKEHUSIMU.

18.12. JInunble KapTOUKH paOOTHUKOB (POPMHUPYIOTCS B JIEJI0 1O anpaBUTy HaMHUIHii.

18.13. Odopmienue aena mnpemycMaTpuBaeT: o(GOpMIICHHE PEKBU3UTOB OOJIOXKKH Jeja T0
YCTaHOBJICHHOW (opMe; HyMepanuio JHCTOB B Jelie KapaHJalloM B BEPXHEM IPaBOM YIIIY;
COCTaBJICHHE BHYTPEHHEH OMUCH JOKYMEHTOB Jiela, MOAIINBKY U neperuier Aena. JIuct 6ombiioro
dbopMara, MOAIMMUTHEIA 3a OIWUH Kpal, HyMEepyeTcs KaKk OJMH JIHCT B IPABOM BEPXHEM VIIy.
JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepalliei JIMCTOB, B TOM YHUCIIE MeYaTHbIe U3JaHUsI, HyMEPYIOTCS B
o0mIeM MOpsIIKE.

18.14. JIucTsl e, COCTOSIIIUX U3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS MO KaXJA0My TOMY
WJIA 9aCTH OT/AEIBHO.

18.15. Ilocne 3aBepiieHHs] HyMepallH JHCTOB COCTABIISCTCS 3aBEpUTENbHAS HAJIUCh, KOTOpas
pacrioyiaraercsi B KOHIIE JieJia. 3aBEepUTENIbHAS HAAMNUCh COCTABIISIETCS B JIeJI€ HA OT/ACIHHOM JIHCTe-
3aBepuTeIe Jena.

18.16. B 3aBepuTenbHONW HaAMUCH IU(PpPaMU U TPOMHUCHIO YKAa3bIBAETCS KOJIMYECTBO JIMCTOB B
JaHHOM Jiesie. 3aBepuTelbHas HAJMUCh TMOJAMUCHIBACTCA €€ COCTaBUTENeM C yKa3aHUEM
pacmuppoBKM TOIIKCH, JOJDKHOCTH H JaThl cocTaBieHUs. KoawmuecTBo mnmcTOB B Jene
MpOCTaBisieTCsl Ha 00JI0XKKE Jiefia B COOTBETCTBUH C UTOTOBOM HAMKCHIO.

18.17. PexBm3uT "CpoK XpaHeHHs Jena’ TMEepeHOCUTCS Ha OOJIOKKY Jella M3 COOTBETCTBYIOIIEH
HOMEHKJIATYphI JIeNl TIOCJe CBEPKU €ro CO CPOKOM XPaHEHHs, yKa3aHHBIM B IEpPEYHE THUIIOBBIX
JOKYMEHTOB WJIHM B IEpPEYHE JOKYMEHTOB, 00pa3yIOUINXCsl B ACSITEIBHOCTH (eIepaibHOTO OpraHa,
C YKa3aHHEM CPOKOB XPaHEHHUS.

18.18. Ha nenax mocTOSSHHOTO XpaHCHHsI MUATIETCS: " XpaHUTh TOCTOSTHHO" .

18.19. Ilpuem nen mpOU3BOIUTCS COTPYIHUKOM, YIMOTHOMOYEHHBIM Ha BEJIEHUE NEATEIbHOCTU
apX¥Ba, C TMPOCTABJICHNUEM B JIBYX K3EMIUISIPAX OMUCH JeJl OTMETOK O HAIWYHH KaKJO0To Jena (Ha
KaKJIOM 9K3EMIUISIpe OMHCH YKa3bIBA€TCS KOJMYECTBO (DaKTHUECKU MPUHATHIX Ael, JAara mpuema-
nepeaayu JIel, a TakXKe MOANMCH apXUBUCTA U COTPYIHUKA, TIEPEIaBIIETo Aema.

19. 3aka0unTeIbLHbIE MOJI0KEHHUS

19.1. Hacrosimas UHCTpyKIKS 1O JEIONPOU3BOJICTBY SBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM
001eo0pa3oBaTeibHOW  OpraHu3alui, npuHuMaercss Ha OOmeM cobpaHun pabOTHUKOB |
yTBepkKaaeTcs (BBOAUTCA B JCHCTBHE) MPUKA30M AUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIiy.

19.2. Bce W3MeHeHHUS M JIOTIONHEHUS, BHOCHMBIE B HACTOSIIYI0 MHCTpYyKIUIO, 0QOpPMIISIOTCS B
MUCBMEHHOM (hOpMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOaTeNbcTBOM Poccuiickoit denepanuu.
19.3. UHCTpyKIHS TO JETONPOM3BOJICTBY B INKOJE MPUHUMACTCS Ha HEONPEACIICHHBI CPOK.
W3menenus u nomnoiHeHus K VHCTPYKIIMK MPUHUMAIOTCSA B MOPSAKE, IpeaycMOTpeHHOM 11.19.1.
Hacrosinien MuacTpykuum.

19.4. Tlocne mpunstus WMHCTpYyKIUM (MM W3MEHEHUW U JIOTMIOTHEHUW OTAETBHBIX MYHKTOB H
paszienoB) B HOBOM peAaKIIMK MPEAbIIYINAs PEAAKIINSI aBTOMATHIECKN YTPAuYUBaET CUITY.



Tpunoowcenue Ne 1

IIpaBuia
oopmiieHUs] PEKBU3UTOB J0KYMEHTOB

1. Jng DOArOTOBKM JOKYMEHTOB IPHUMEHSETCS TEKCTOBBIM peaakTop, oOecrneynBaromui
TpeOoBaHuUs rpaduuecKoro BOCIIPON3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Bunbel u pazmepsl ucnois3yeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIMKEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TabiaMLAxX, JUIsl OOecledeHUs Jydlled 4YuTaeMOCTH JaHHBIX,
J0IyCcKaeTcs mpuMeHnenue mpugTos Buaa Arial, pasmepos 12,13.

4. Jlnana3oH UCHOJIb3yEeMbIX MEXITYCTPOUHBIX HHTEPBAJIOB: OT OJJMHAPHOI'O J10 ITOJYyTOPHOTO.

5. AO3anuHBbIif OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJI0BKH pa3/iesIoB U MOIPA3/IeJIOB [IeUaTatoTcs ¢ a03alHbIM OTCTYIIOM HJIM LEHTPUPYIOTCSA 110
[IUPUHE TEKCTA.

7. MHOrocTpouyHble PEKBHU3MThI 1€YATAIOTCS 4Yepe3 OAMH MEXKCTPOUHBIH HHTEpBal, COCTaBHbIC
YaCTH PEKBU3UTOB OTACIAIOTCS JONOTHUTEIBHBIM HHTEPBAIOM.

8. Ecii 1OKyMEHT IOTOBUTCS Ul W3JIaHHMs C YMEHbIIEHHEM MacliTada, TeKCT IedaTaeTcs yepes
JIBa MHTEpBaa.

9. UutepBan mexay OykBaMH B CJI0Bax - 0ObIYHBIN. MIHTEepBas MeX1y clloBaMU - OAUH IPOOe.

10. Tekct nOKyMeHTa BbIPaBHUBAETCS IO LIMPHUHE JUCTA (110 TPaHUIIAM JIEBOTO U MPaBOro IMOJeH
JIOKYMEHTA).

11. lnuHa camMoil ATMHHOM CTPOKHM PEKBU3UTA IPH YIIIOBOM PACIIONIOKEHUU PEKBU3UTOB HE Oolee
7,5 cMm.

12. lnuHa camMoO#l JUIMHHOW CTPOKM PEKBH3HTA MPH MPOJOIEHOM DPACHOJIOKECHHH PEKBH3HTOB HE
6oxee 12 cm.

13. Koa dbopMbl oKyMeHTa

Kox dopmbl mokymMeHTa TpocTaBisieTcs Ha YHU(QHUIIMPOBAHHBIX (hopMax TOKYMEHTOB, B OCHOBHOM
UCMOJb3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpoTe MIKOJbl. Pacmomaraercss koa (GopMbl B MPaBoOM
BEpXHEM Yy paboyero mois JOKYMEHTa, COCTOMT u3 cioB "®opma mno" (HauMEHOBaHHE
Kkiaccudukaropa) u HudppoBoro Koja.

Ipumep - @opma no OKY]] 0301001.

14. HaumeHOBaHUE ITKOJIBI

HaumeHoBaHue MIKOJBI JOMKHO COOTBETCTBOBATh HAWMEHOBAHWMIO IOPUAMYECKOTO JIMIIA,
3aKpEIUICHHOMY B  €ro  Yy4YpeIUTENbHBIX JOKyMeHTax (YcrtaBe o0mieo0pa3oBaTeabHOM
opranuzainu). [lon HauMeHOBaHHEM IIKOJIBI B CKOOKaX yKa3bIBaeTCs COKpallleHHOe HAMMEHOBAaHUE
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

Hag HanMeHoBaHMEM IIKOJBI - YKa3bIBAETCS TIOJTHOE HAUMEHOBAHHE BHIIIECTOSIIIIEH OpraHU3aIlHH.

15. CnpaBoYHbIe IaHHEIE O IKOJIE

CnpaBouHbI€ JTaHHBIE O IIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM anpec, Homepa TenedoHa, dakca,
azipec AMEKTpOHHOW mouThl, Koj mKkoiasl o OKIIO (mpocraBnsercss mo OOmepoccuiickomy
KJIacCU(PUKATOPy MPEANPHUATHI U OpraHU3aIfii), OCHOBHON TOCYAapCTBEHHBIN PETUCTPAIlMOHHBIN
Homep (OI'PH), upentudukanvioHHblii HOMEP HAJIOTOIIATENbIINKA/KOJ MPUIHHBI TTOCTAHOBKU Ha
Hanorosbiit yuetr (MHH/KIIIT).

16. HaumeHoBaHMe BUIa JOKYMEHTA




PexkBu3uT wucnonb3yeTcs JUIS yKa3aHHS BUJA JOKYMEHTa M PAacIoiaraeTcs MOJ PEKBU3UTOM
«HAaUMCHOBaHHE 00IIe00pa3oBaTeNbHON OpraHu3anun». HauMeHOBaHHWE BHIA TOKYMEHTa HE
YKa3bIBAETCS B MHChMaXx.
17. JaTta noxymeHTa
Jlatoii nokyMeHTa SBJSETCS Jara ero moanucanus (Tpuka3, MUChMO, 3alHCKa, akT W JIp.),
YTBEpXKIEHHS (MHCTPYKIIMS, IOJIOKEHHE, MPaBUiIa, PErIaMEHT, IUIaH, OTYET W JIp.), COOBITHS,
3a(hUKCUPOBAHHOTO B IOKYMEHTE (IIPOTOKOJI).
Jlata TOKyMEHTa MPOCTABISAETCS JOKHOCTHBIM JIMIIOM, TOANUCHIBAIONINM WIH yTBEPKIAOIIUM
JOKYMEHT, WIIM TIPH PETUCTPAMH JOKYMEHTa, WJIH HEMOCPEACTBEHHO COCTAaBUTEIEM IPHU
MOJITOTOBKE JIOKYMEHTA (CITy)KeOHasl 3aIicKa, 3asBJICHUE H JIP.).
JIOKYMEHTBI, U3/IaBaeMbI€ COBMECTHO C JAPYTUMU OPTaHU3AMMSIMH JTOJDKHBI UMETh OJHY (SIUHYIO)
nary.
Haty nokymenTa ohopmisitoT apabckumu udpamMu B OCIESI0BATSIILHOCTH
e JIeHb Mecslla, Mecsll, roia. JleHp Mecsna U Mecsi OQOPMIISIOT JABYMs IapamH apaOCKuX
uudp, pa3geNCHHBIMH TOYKOW; TOJ - YETHIphbMS apaOCKuMu IudpaMu, HaIpuMep:
01.12.2017. byksa "r" mocie uudp HEe CTaBUTCS.
e TIPH CIIOBECHO-IU(POBOM crocodOe opopMIICHHUs NaThl JIGHb MECSAIa YKa3bIBaeTCs Mapoi
apabckux mudp, roj1 YThIpbMs apaOCKuMu nudpamu, Hanpumep: 12 nexadps 2017 r.

18. PerucrpaiinoHHbli HOMEp JOKYMEHTA

PerucrpanmonHslii HOMEP JOKYMEHTA IIPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMN pPEruCcTpalui,
IIPUHATOM B IIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBACTCS JOKYMEHTY MOCJE €ro NOANNUCaHus (YTBEPKIACHUS).
Ccbulka Ha perucTpalOHHBIA HOMEP U 1aTy JOKYMEHTa

Ccpika Ha UCXOSIIUI HOMEp U JaTy JOKYMEHTa aapecaHTa BKIIOYAET B Ce0sl perUCTpAIlHOHHBIN
HOMEDp U JaTy JOKYMEHTa, Ha KOTOPbIi JODKEH OBbITh JaH OTBET.

19. Mecto cocraBiienus (M3JaHMs) JOKYMEHTa
MecTo cocTaBiieHUs WM U3JaHUsI TIOKYMEHTa - "Topoy ..." - yKa3pIBaeTcs Ha OJaHKaX MPOTOKOJIOB
U aKTOB, COCTABJISIEMBIX B 00I1€00pa30BaTENIbHON OpraHUu3alHy.

20. Anpecar

B pexkBusute "Anpecat" ucnonb3yrorcs opUIUAIbHbIE HAMMEHOBAHUSI OPraHOB TOCY/IapCTBEHHON
U WCIIOJIHUTENBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIpaBJIEHHsA, opraHuzauui. Jlomyckaercs
HCIO0JIb30BaTh O(UIIMATIBHO MPUHATHIE COKpPAIICHHbIE HAMMEHOBAHMSI OPraHOB TOCYJapCTBEHHOHN U
HCIIOJIHUTEJILHOH BJIACTH, OPTaHOB MECTHOTO CAMOYIIPABIIEHUS, OPraHU3aALNH.

[Ipn agpecoBaHMM JOKYMEHTa IOJKHOCTHOMY M YacTHOMY JIMIY WHHULIMAIBl CTaBSTCS IOCIE
bamunnm.

IIpumep - Pykosooumenio OO0 «Cmpoumenvy
Damunua U.0.

PexBusut "anmpecar" mpocTaBisieTcs B BEpXHEH NpaBOM 4acTu JOKyMEHTa (Ha OJaHKE ¢ YIiOBBIM
pacroyio)keHUeM PEKBU3MTOB) WJIM CIpaBa MO pPEKBU3UTaMU OnaHka (IpU MPOJOJIEHOM
pacrosoKeHuu pekBU3nuTOB OnaHka). CTpoKu pekBu3MTa "aapecatr" BBIPABHUBAIOTCS 1O JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTENIBHO CAMOM IITMHHON CTPOKHU.

IIpu ampecoBaHuM OOKyMeHTa Oe€3 yKa3aHUs [OJDKHOCTHOIO JIMI[Aa HAaUMEHOBAHMsS aJpecaToB
MULIYTCS B UMEHUTEIBHOM aJeXKe, HalpUMEp:

Opeanvl cmamucmuxu 2opooa Mockewvl



[Ipu angpecoBaHWUM [TOKYMEHTa PYKOBOJUTENIO OpraHW3alid HAWMMEHOBAaHUE JIOJDKHOCTHU
YKa3bIBaeTCs B aTEIbHOM MaJieKe, HalpuMep:

T'enepanvromy oupexmopy OOO «H3z0anuey

Damunus U.0.

[TouroBBIii aapec HE YKa3blBaeTCA B JIOKYMEHTaX, HAMpPaBIIIEMbIX B BBICIINEC OPTaHbI
rocy/1apCTBEHHOMU BIIACTH, (efiepaibHble OpraHbl UCIIOJIHUTEIBHON BIACTH U UX TEPPUTOPUATILHBIC
OpraHbl, OPraHbl FOCYAAPCTBEHHOW U UCTIOTHUTEILHOM BIIACTH, TOCTOSI MHBIM KOPPECIIOH/ICHTAM.
[Ipu agpecoBanuM NMHCbMa B OPraHU3aLMIO YKAa3bIBAIOT €€ HAUMEHOBAHUE, 3aT€M MOYTOBLIN ajpec,
HarpumMep:

Tocyoapcmeennoe  yupeoicoenue  Bcepoccutickuil — HAYYHO-UCCIE008AMENbCKUL  UHCIUMYM
O00KYMEHMOBeOeHUsL U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly YKa3blBalOT (aMWINI0O W WHHUIHAIBI
I10JIy4aTelisl, 3aTeM IIOYTOBBIN aApec, HAIpUMED:

Ilemposy U.II.
IIpouzeoocmeennas yu., 0.5, k.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH cojaepkarh Oonee derbipex amapecaroB. Cioo "Komusa" mepen
BTOPBIM, TPETHUM, UETBEPTHIM ajJpecaTaMu He yka3biBaercs. [lpu uucne ampecatoB Oosee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH TOKYMEHTA.

Ecnm ngokymeHT oTmpaBisieTcs B HECKOJIBKO OJHOPOJHBIX OpPraHU3allMii WM B HECKOJBKO
CTPYKTYPHBIX TOJIpa3AesieHUuil OpraHa UCIIOJHUTEIBLHOM BIACTH, TO OHU YKa3bIBAIOTCS 0O0OIIEHHO.
[Ipumep:

Pyxosooumensm yupescoenuii CIIO

20. 'pud yTBEpk)ACHUS TOKYMEHTA

I'pud yTBep)kAeHUS MPOCTABISAETCS B IMPAaBOM BEpPXHEM YIiy AoKyMeHTa. CTpOKM pPEKBH3HUTA
BBIPAaBHHUBAIOTCS IO JIEBOMY KpalO WM LIEHTPUPYIOTCS OTHOCUTENBHO CaMOM UIMHHON CTPOKH.
JIOKyMEHT  yTBepKJIaeTcs  JOJDKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH  JIMIIAMH) WU
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAHOBJIEHUEM, PEILIEHUEM, IPUKA30M, PACIIOPSIKEHUEM).
[Ipu yTBEepKIeHHM JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU( YTBEPXkKAECHUS TOJKEH COCTOATh U3
cioBa YTBEPXJIAI (0e3 kaBbluek), HAaUMEHOBAaHUS JODKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, €ro MOJIUCH, HHULIUAJIOB, (DaMUIIMU U JaThl YTBEPKICHHS.

[Tpumep:

VTBEPXJIAIO
Lupexmop MBOY Illxona Ne 1238
H.0. amunua

21. lata

[Ipu yTBEpKIeHUN JOKYMEHTA HECKOJIBKHUMHU JOJKHOCTHBIMU JIUIIAMU UX MOJIMCH PACIIONArarTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkJI€HUH JOKYMEHTa PAaCHOPSAUTEIBHBIM TOKYMEHTOM TpU( YTBEP)KICHHUS COCTOUT M3
cioB YTBEPXJEH (YTBEPXJIEHO, YTBEPX/IEHBI, YTBEPXJIEHA), cornacoBanHoro c
HAaMMEHOBaHMEM BHJAa YTBEPXKAAEMOro JIOKyMEHTa, HAaWMEHOBAaHUS BHJA JIOKyMEHTa B
TBOPUTEIHLHOM MAJIeKe, €r0 1aThl, HOMEepa.



IIpumep:

VTBEP)KJIEHO
npuxazom MBOY Ilxona Ne 1238
om 01.03.2020 Ne 57
22. 3arojoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe CoOJep)KaHuhe JJOKYMEHTAa. 3arojioBOK K TEKCTy IpUKasa
dbopmymupyercs ¢ npemiiorom "O" ("O6") u oTBevaeT Ha Borpoc "o yem?"):
e 1puka3s (0 yem?) 0 CO3JaHUN KOMUCCUU;
e mpuka3 (0 yeM?) 00 yTBEP)KICHUH ITATHOTO PACTIHCAHUS;
e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HH(POPMALIUH.
3aroyioBOK K TEKCTY 0opMIIsieTcs 10/l peKBU3UTaMU OJIaHKa CJIeBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTALMS JOKYMEHTA COCTaBIISIETCS aBTOPOM MPOEKTa
JIOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIIATHCS, €CIM 00bEM IOKYMEHTa HE MPEBBIIIAET 4-5 CTPOK.

23. Tekct noKyMeHTa
JIOKyMEHTBI 0011e00pa30BaTeIbHON OpPraHMU3alli COCTABIISIOTCS HA TOCYAapPCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoMm.
TekcT MOKyMEHTa MOXKET COJCpKaTh pas3ieibl, MMOAPa3ieibl, MyHKTHI, MOINYHKTHI, HYMEPYEeMbIC
apabckumu udpamu.
B npukazax TeKcT JOKyMEHTa M3JIaraloT OT IIEPBOTO JIMIIA €AMHCTBEHHOTO YKCia («IIPHKA3bIBAIOY)
B nokyMeHTax KOJUIETHAILHBIX M COBEHIATEIBHBIX OpPraHaXx OT TPEThEro JIHMIA EIUHCTBCHHOTO
yucna: («cobpaHue... peumioy)
TekcT m[pOTOKOJIa W3JIAraeTcs OT TPEThEero JIMIa MHOKECTBEHHOTO 4YHUCHa  ((«CIYIIaImy,
«BBICTYITHIINY, «ITOCTAHOBUJINY, «PEIIUIH),
B COBMECTHBIX MOKYMEHTAaX TEKCT H3JIAral0T OT TIEPBOTO JIMIAa MHOXXECTBEHHOTO YHCIIA!
(«TIpUKa3BIBACMY, «PEIIHITNY).
B nenoBbIx (CiTy:keOHBIX) MUCbMAaX MCIIONB3YIOTCS (hOPMBI U3TI0KEHUS:

e OT IMEPBOrO JIMIIA MHOXKECTBEHHOTO 4YHCHa («IIPOCHM HAlpaBUTh», IMPEACTABISICM Ha

pPacCMOTpPEHHEY);

e OT TpeTbero juia enuHcTBeHHOro uucina («Aamunuctpanus OY Ilkoma Ne 1238 nHe
BO3paXKaeT»);

e OT TMEpBOTO JHIIA EIUHCTBEHHOTO UYHCIa («CUUTAI0 HEOOXOAUMBIMY, «IIpeJiararo
PacCMOTPETHY).

[Tpu ynotpebneHuu B Tekcte (paMuInii U1 HHUIMATIBI YKa3bIBAIOTCS TOCTe PaMIIINU.
B nenoBbIX (CayKEOHBIX) HUChbMAaX MOT'YT HCIIOIb30BATHCS:
e BCTyNUTEIbHOE OOpaleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas eocnooca I[lemposa!
Yeaowcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesna!
Yeaoscaemvie cocnooa!

B oOpamieHnn 10 JOJDKHOCTH HaWMEHOBAHHME OJDKHOCTH THIIETCS C TIPOMHCHOH OYKBBI, B
oOpartiieHuu 1o (haMUINF UHULIAATBI JINIA HE YKa3bIBAIOTCS.

e 3aKJIFOYMTENIbHAS dTUKETHAS (pasa:
C ysaoicenuenm, ...

CTpaHUIBl TOKYMEHTa HYMEPYIOTCS, HAYMHAs CO BTOPOT'O JIMCTa JIOKyMEHTa apaOCKUMH 1uppaMu
MOCepeINHE BEPXHETO MOJIS.



Tekct AOKYMCHTA OTHACIACTCA OT 3arojioBKa ABYMSA UK TPEM MCKIYCTPOYHBIMU HHTCpPBAJIaMU
HCIIOJIb3YEMBIMHA B TCKCTC.

24. OTMETKA 0 IPUIOKEHUU

OTMeTKa O MPWIOKCHHH HUCIONB3YyeTCsl MpH OQOPMIICHHH THCEM W TMPUIOKCHHH K IUTaHaM,
MporpaMMamM, OTYETaM, MOJIOKECHUSIM, IIPABHIIaM, HHCTPYKIMSAM B IPYTHM

JIOKyMEHTaM.

B nrcbMax oTMeTKa O MPHIIOKEHUH 0QOPMIISETCS 110 TSKCTOM IMMChbMa Ha paccTosHuu 1,25 ¢cM oT
TPaHUIBI JICBOTO MMOJIs. ECiu mpuiioskeHrne Ha3BaHO B TEKCTE MUChMa, B OTMETKE O MPHIIOKEHUHU
YKa3bIBACTCS KOJIMYESCTBO JTUCTOB U KOJIMYECTBO IK3EMILIIPOB MPHIIOKECHHUS, HAalIpUMep:

Ilpunoosicenue: na 3 1. 6 1 3k3.

HpI/I HaJIMYUM HCECKOJIBKUX HpHJ’IO)KGHHfI, B OTMCTKE O IIPHUIIOXKCHHM OHH HYMCPYIOTCA,
YKa3bIBaAOTCSA HAUMCHOBAHHA KaXAOro IIPUIIOXKCHUA, KOJIUYCCTBO JIMCTOB HW KOJHUYCCTBO
OK3CMILISIPOB, HAIIPUMEP:

Ipunoocenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepaicoenuu pakma ooyyenus... na 1 1. 8 1 3x3.

Ecnu npumnoxxeHus: cOpoIIrOpoBaHbl, TO KOJUYECTBO JIMCTOB HE yKa3biBaeTca. Eciam mpuiiokeHue
HaIpaBJISIIOT HE BO BCE YKa3aHHbBIE B JJOKYMEHTE aJpeca, TO OTMETKY O €ro HAJIUYUu OOPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 5x3. monvKo 6 nepawlil aopec.

Ha MMPUIIOKCHUAX K IIpaBUJIaM, HHCTPYKIUAM, IOJIOKCHUAM, IJIaHaM, IIpOrpaMmam, JOTroBOpam U
APYruM JOKYMCHTaM OTMCTKA O IPHIIOKCHHUU HNPOCTABJIACTCA Ha IICPBOM JIMCTC IMPUIIOKCHHUA B
IIpaBOM BCPXHEM YTI'IIYy.

Ecnu mpunoxxeHue ofHO, OHO He HymepyeTcs. Eciau nmpuiokeHn# HECKOJIbKO, OHU HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre nokyMmeHTa Ipu IEepBOM YIIOMMHAHUM JOKYMEHTA-TIPUIOKEHUS B CKOOKAaX yKa3bIBaeTCs:
... (mpuoxenue) WM ... (MpujgoxkeHue 1); mepen HOMEPOM MPHIIOKEHUS TOMYCKAETCs CTaBUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke 0 MpUIIOKEHNWN yKa3bIBaeTCsi HANMEHOBAaHWE BUIAa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMEp, Hanpumep:

IIpunoocenue N° 2 k npuxazy MBOY Llkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu npuiioxeHueM K JOKYMEHTY (Hampumep, K NpHKa3y) SBISETCS YTBEPXKAAaeMbId JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPaBOM YIJIy MPOCTaBISETCS
OTMETKA O MPUIIOKEHUH, HIKE — IpU( yTBEp>KACHUS, HATPUMED:

Ipunoocenue
VYTBEP)KJI[EHO
npukazom MBOY Illkona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzura "OTMeTKa O MPHUIOKEHUU" JOJKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTa.



25. 'pud cornacoBaHus TOKYMEHTa

I'pu¢ cormacoBaHus JOKyMEHTa MCHOJIB3YETCS IPH COTJIACOBAHWU JOKYMEHTA C OpraHaMH BIIACTH,
OpraHM3alMsIMM WM JOJDKHOCTHhIMM Jjunamu. OH coctoutr u3 cinoBa “COIJTACOBAHO”,
JOJDKHOCTH JIMIIA, KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYas HAMMEHOBAaHHME OpraHU3allvu),
JMYHOW NOJNKCH, paciIn(POBKU NOAMHUCH (MHUIMATIOB, ()aMHUIIUH) U AaThl COTJIACOBAHUSI.

IIpumep:

COI'JTACOBAHO

Jupexmop MBOY lllkona Ne 1238
U.U. Heanos

01.12.2017

I'pud coryiacoBaHus B 3aBUCHUMOCTHU OT BHJIa JOKYMEHTA U 0COOEHHOCTEH ero ohopMiIeHns MOKET
IIPOCTABIATHCA.

e Ha IIEPBOM JIUCTE JOKyMEHTa (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, - HAa TUTYIBHOM
JUCTE) B JICBOM BEPXHEM YIIIy Ha ypoBHE Tpuda YTBEPKACHHS WU 0] HAMMEHOBAHUEM
JOKYMEHTa OJIMKEe K HHKHEMY I10JTI0);

e HAa IOCJEIHEM JIHCTE JOKYMEHTA I10Jl TEKCTOM;

e HA JIUCTE COIIACOBAHMS, SABJIAIOIIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

BHemHee coriacoBaHue TaKkKe€ MOMKET ObITh OCYILECTBICHO APYTUM JOKYMEHTOM - IHMCBMOM,
IIPOTOKOJIOM, ITPHUKA30M.
[Ipumep:

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

26. Buza

CornacoBaHue IpOEKTa JOKyMeHTa 0(hOpMIISIETCSE BU3OM.

Buza npocraBisercs coOCTBEHHOPYYHO JIMLIOM, BU3UPYIOLUIMM JOKYMEHT, M BKJIIOYaeT B cels
HaMMEHOBAHME JIOJDKHOCTH BU3UPYIOIIErO, €ro JMYHYI0 MOJIHUCh, pPaclin(pOBKY IOANUCH
(vHMLIMATBL, (aMUIIMIO) U AATy.

ITpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlomyckaeTcs OJMCTHOE BUSUPOBAHKUE TOKYMEHTA U €TI0 IIPUIIOKEHUH.

IIpy Hamuuum 3aMedaHuii, JONOJHEHMM K TPOEKTy JOKYMEHTa BHM3a JIONOJHAETCA
COOTBETCTBYIOIIUM YKa3aHHUEM.

Jlnst noKyMeHTa, NOJJIMHHHUK KOTOPOrO OTIPABISAIOT W3 WIKOJBI, BHU3bl IIPOCTABIIAKOTCA HA
JK3EMILIApaX JOKYMEHTOB, [IOMEIAEMBIX B JEIIO.

Jlnst nokymeHTa, MOJJIMHHUK KOTOPOr0 OCTAeTCsl B IIKOJIE, BU3bI COTJIACOBAHUS IIPOCTABIIAIOTCS HA
000poTe MOCJIEAHEro JIMCTa MOAIUHHUKA JOKYMEHTa WJIM Ha IOCIEJIHEM JIUCTE JOKYMEHTa IOJ
MOAIUCHIO.

27. Hoanuce
[Toamuch BKIIOYAET: HAWUMEHOBAaHUE JODKHOCTH JIMIA, TMOAMKMCABIIETO JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOJIHUCH; paCHIU(PPOBKY NOAMUCH (MHULUAIBI, (paMIIINs):
ITpumep:

Jupexmop nuunas noonuce U.0.@amunus



Ecnmu  nokymeHT odopmiieH He Ha OnaHKe, B HAaMMEHOBAHME JOJDKHOCTH BKIIIOYAETCS
HauMEeHOBaHME 00I1e00pa30BaTeIbHON OpraHu3anuy (I0JHOE Ha3BaHUE ILIKOJBI). JlomyckaeTcs B
pexBusute "lloanuck MOJDKHOCTHOrO JMLA" LEHTPUPOBATH HAaWMEHOBAHHUE JOJDKHOCTH JIMLA,
nmoAnrucaBmICro JOKYMCHT, OTHOCHUTCIILHO caMoi I[JIPIHHOfI CTPOKHU.

IIpy moanucaHuM IOKYMEHTAa HECKOJBKMMH JOJDKHOCTHBIMHU JIMIIAMH Pa3HBIX JOJDKHOCTEM MX
IIOAIMCU PACIIONAralT OJHY IIOJ APYIOM B IIOCICIOBAaTEIBHOCTH, COOTBETCTBYIOLIEH HEPAPXHUU
3aHMMAEMOM TOJKHOCTH.

IIpumep:

Jupexmop nuunas noonuce U.0.D.
3amecmumens oupexmopa auunas noonuce U.0.D.

[Ipy moanKMcaHWU JTOKYMEHTa HECKOJIBKUMH JIMIIAMHA PaBHBIX JIOJDKHOCTEH WX TOJITHCH
pacrosiaratotT Ha 0JIHOM YpOBHE.

B nokymeHTax, COCTaBICHHBIX KOMUCCHEH, YKa3bIBACTCSI CTATYC JIMIIA B COCTAaBE KOMUCCHU:
MPOCTABJICHHEM KOCOW YepThI Tepe]] HAaWMEHOBAaHUEM JOJDKHOCTH (MOOaBIATH Kakue- 0O
MIPUCTABKH).

Ecim nupekrtop wiaM MHOE YINOJHOMOYEHHOE Ha MOANUCAHUE JOKYMEHTa JIMLIO BPEMEHHO
OoTCyTCTBYeT (OTHYCK, OO0JIe3Hb, KOMAaHIUPOBKA) WM JIOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOAMMUCHIBAET  COTPYIHUK, YIOJIHOMOYEHHBIM HAa  MOJANUCAHUE B  COOTBETCTBUU C
pacnopsAMTENbHBIM TOKYMEHTOM WJIM HAJICJICHHbIN NOJHOMOYUSAMH, YCTAHOBJIEHHBIMU IPUKA30M
uikosibl iy yapeautens (JJOrM), ¢ ykazanuem cBoed JOHKHOCTH M MOJTHOMOYUS, HAIPUMED:

3amecmumens oupexmopa noonucev U.0. @amunus

WITH:

Hcnonusarowuii 0o6azannocmu oupexkmopa noonucs M.0. Qamunus
WITH

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

PexBuzut "lloanmuck AOMKHOCTHOTO NUIA" MOXET ObITh OGOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKyMEHTa (Hampumep, MpH HAMUCAaHUU CIIYKEOHOM 3amucku 0e3 MPUMEHEHHS TEXHHYECKHX
CpeacTB) TUO0 0POPMIIEH C UCTIOIB30BAHUEM TEXHUUECKHUX CPEJICTB.

B cinysae odopmnenus pekBuszutra "[lognmuck JOMKHOCTHOrO JMIA" C HUCHOJH30BAHUEM
TEXHHUYECKHUX CPEJCTB BUJA M pa3Mep HIpH(Ta YKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYATHCS OT
BUJIA U pa3Mepa MpUQPTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzur "lloamuch MOMKHOCTHOTO JWIAa" OTAENSETCS OT TEKCTa TpeMs WIH YeThIPhMS
OAVHAPHBIMU MEKAYCTPOUYHBIMU MHTCPBAJIAMU.

28. [leuatp

[ledats sBAsIETCS CMOCOOOM MOATBEPXKJIEHHUS MOUIMHHOCTH MOJMMCU JODKHOCTHOTO JIUIA Ha
nokyMeHTe. IledaTp cTaBUTCS Ha JOKYMEHTaX B CIy4asiX, PEAYCMOTPEHHBIX 3aKOHOJATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH NIPABOBBIMU aKTaMHU.

[leyats cTaBUTCS HA CBOOOAHOM OT TEKCTa MECTE, NPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JMYHOW TMOJAMUCH JIOJPKHOCTHOTO JIMIa TMOANMKCABIIErO AOKYMEHT, WM B MecTe, 0003HaueHHOM
«MII» («Mecto neuatu»).

B noxymeHTax, MoAroTOBJICHHBIX Ha OCHOBE YHHU(PHIMPOBAHHBIX (OpPM, IIeYaTh CTABUTCS B MECTE,
o0o3HaueHHOM oTMeTKoi "MIT" ninu uabIM 06pazom.



29. OTMeTKa 00 UCIIOIHUTEIIE

Otmerka 00 wWcmosHUTENE (aBTOpE) MOKYMEHTAa MPOCTABISCTCS Ha MHUCHbMax IIKOJIBI B JIEBOM
HWDKHEM YTITY JIMIIEBOM CTOPOHBI TIOCJIEIHETrO JTUCTA JOKYMEHTa OT TPAHMIIBI JICBOTO TOJISL UITH, TIPU
OTCYTCTBHUH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.

OtmeTka BKJIIOYAaeT (aMWIHIO, UMS, OTYECTBO HCIIOJIHHUTEIS U HOMEp ero TenedoHa, a Takke
OTMETKa 00 HCIOJIHUTEJIE MOJXKET JOIMOJHATHCS HAUMEHOBAHHUEM JOJDKHOCTH W AJICKTPOHHBIM
aJIPECOM HCIIOJTHUTEISI.

[Tpumep:

Hsanoe Hean Hsanosuu, cneyuanucm no oxpane mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. OT™meTKa 0 3aBepeHUH KOIUH

Jlis HOATBEP KIEHUs] COOTBETCTBHSI KOIUU (BBIIMCKHM U3 JIOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCTIeTHEM JIUCTE KOMUMU (BBIMUCKU W3 JOKyMEHTa) mon pexBusuToM "lloamuce" odopmisercs
pekBu3nT «OTMETKA O 3aBEPEHUN KOIIHUN».

OTmeTKa O 3aBepeHUM KONMU BKIIIOYAET: CIIOBO «BepHO», HauMeHOBaHHE JOJKHOCTH JIMLA,
3aBEPHBILETO KOINHIO, COOCTBEHHOPYYHYIO TIOANUCH, paclIM(ppoOBKY MOANUCH (MHULUAIIBI,
(bamuuio), 1aTy 3aBepeHHst KONUH JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHMM KOMMHU» MOXKET ObITh oOQopMiIeHa OT pyKHM WIH C
HCI0JIb30BAHNUEM IITAMIIA.

JlonmyckaeTcst 3aBepsATh KaKbli JIUCT MHOTOCTPAaHUYHOM KOIIMM JJOKYMEHTA.

31. OTMeTKa 0 NOCTYIUIEHUH JJOKYMEHTA

OTMeTKa O TOCTYIUICHWH JTOKYMEHTa COJCPKHT BXOSIIMNA PETHCTPAIIMOHHBIA HOMEp M JaTy
MOCTYIUICHUsI JOKyMeHTa. JlomyckaeTrcs yka3aHHE 4YacOB M MHHYT MOCTYIUICHHS JOKYMEHTa C
3aBepEHUEM TOITUCSIMU 3aUHTCPECOBAHHBIX JIUII.

OTMeTKa 0 MOCTYIUICHUU JIOKYMEHTA MOXKET IMPOCTABJIATHCS C UCIIOIb30BAHUEM ILITAMIIA.

32. Pesomronmst
Pe3osrorust coep XUT ykazaHuE MO UCIOJHEHHIO JokyMeHTa. OHa odopmisieTcss Ha ¢BOOOTHOM

MecTe paboyero Mmos J0KyMeHTa.

Pe3omtonus BritouaeT B ceOs: pamMHUIINIO, MHUIUANIBI UCTIOTHUTENS (UCIIOIHUTENEH ), TOpydeHue 1o
JOKYMEHTY, IOJIHICh aBTOpa PE30JIIOLUH U AATy OPOPMIICHHSI PE3OITIOLHH.

Pe3omronus, Mo yCMOTpPEHHIO JIMLA, JAIOLIET0 MOPYYEHHUE, MOKET BKIIIOYATh B Ce0s TaKKe CPOK
VCIIOJIHEHUS TOKYMEHTA.



