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1. O6me moJ10:KeHUs

1.1. Hacrosimas MHCTpyKIus mo [1€I0NpoM3BOACTBY B LIKOJIE pa3padoTaHa B COOTBETCTBUM C
®denepanbHbIM 3aK0HOM 0T 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoit Deaepanun" ¢
n3mMeHeHussMu ot 4 asrycra 2023 roma, I'OCT P 7.0.97-2016 «Cucrema cTaHmapToB IO
uHpopmanuy, OUOIMOTEUHOMY W U3JATENbCKOMy Jneny, «OpraHu3aluOHHO-PACIOPSIUTENIbHAS
nokymeHrtanus.  TpeboBamus K  OQOPMIICHHIO  JIOKYMEHTOB», a  TaKke  YCTaBOM
o011eo0pa3oBaTeIbHON OpPraHu3aluy U IPYrUMH HOPMATHUBHBIMU MPaBOBBIMU akTamMu Poccuiickoit
®depepanun, periiaMeHTUPYIOITUMU JACSTEIHHOCTh 00IIe00pa30BaTEIbHBIX OPraHU3aIUH.

1.2. Hannas WHCTpyKuMsi MO HIEIONPOU3BOJACTBY B mikosie (manee - MHCTpykiusi) oOo3HauaeT
MpaBWwIa TOJATOTOBKA M OQOPMIICHHS JIOKYMEHTOB B OO0IICOOpa30BaTeIbHONW OpraHHU3AIHH,
OTpesieTIsieT CTaHAAPThl OPOPMIICHUS PEKBU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABIEHUS MPUKA30B,
MOJIOXKEHUH MHCTPYKIUH, a TaKkkKe perJjaMeHTHpyeT (popMHpoBaHUE J€1 U UX TEKylllee XpaHeHHE,
MOJIrOTOBKY JIOKYMEHTOB M Jiel K IepeAade Ha apXHMBHOE XpaHEHHE B 00Ieo0pa3oBaTeNbHON
OpraHu3alyHy.

1.3. UncTpykuus no Aenonponu3BOACTBY pa3paboTaHa B LIEISX YCTAaHOBIIEHUS €IMHBIX TpeOOBaHUMN
K TOJArOTOBKE, O0pabOTKe, XpAaHEHUI0 M HCIOJb30BaHUIO OOPa3yIOIIUXCS B JAESITEIbHOCTU
001eo0pa3oBaTeIbHOM  OpraHM3allid M TOCTYNAIOMIMX B MIKOJIY JOKYMEHTOB, a TakKke
COBEPIIICHCTBOBAHUSI M TOBBIICHUS 3(PGEKTUBHOCTH JIEJIOMPOU3BOJICTBA 00IIE00pa30BaATEIHHOM
OpraHu3aIMH.

1.4. Tlonoxenus WHCTpyKIMM paclpOCTpPaHSIOTCS Ha OpraHu3aluio paboThl € JOKYMEHTaMu
HE3aBUCHUMO OT BHJIA HOCUTENI1, B TOM YHUCJIE C OJJIEKTPOHHBIMUH JOKYMEHTaMH, BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHWE U UCIOJIb30BAaHUE JIOKYMEHTOB, OCYILIECTBISIEMBIMH C
MOMOIIbI0 HH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranmzanuioo, METOJAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHWE JEIOMPOU3BOJACTBA U
KOHTPOJIb 32 cOOMIoAeHueM HacTosimell MHCTpYKIMK B IIKOJIE OCYIIECTBISIET OTBETCTBEHHBIN 3a
BEJICHUE JIeTIONPOU3BO/JICTBA.

1.6. IlpaBa u o00s3aHHOCTH pPaOOTHHUKOB, OCYLIECTBISIOMMUX paboTy C JOKYMEHTaMH B
CTPYKTYpPHBIX  MOJpa3JelieHusx  oOmeo0pa3oBaTeIbHOM  OpraHu3alld,  YCTaHaBIMBAIOTCS
JOJPKHOCTHBIMU MHCTPYKIUSIMH WM TPUKA30M JUPEKTOPA.

1.7. Cenenusi, copepxaiiuecss B JOKYMEHTaX, MOTYT OBITh MCIIOJNb30BaHbl TOJBKO B paboumx
LEJIAX B COOTBETCTBUM C MOJHOMOYMSIMHU COTPYIHHUKA, pabOTaIONIEro ¢ JOoKyMeHTamMHu. Pabota ¢
JIOKYMEHTaMHU BHE IMOMEIIEHUH IIKOJbl He Jomyckaercs. [Ipu yTpate HOKYMEHTOB MPOBOJIUTCS
ciry>keOHast IpoOBEpKa.

1.8. Tlpu yxome B OTIyCK, IepeBojie (NepeMemeHrur) 1o pabdoTe WM B CIydae yBOJIbHCHHS
COTPYIHUK o00s3aH TIepeaaTb BCE HAXOIIMECS y HEro JIOKYMEHTHI HWHOMY COTPYIHHKY,



OTpesIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJAUTEISL YBOJIBHSAEMOTO,
YXOJISIIETO B OTITYCK WJIM TIEPEBOIAIIETOCS (MIEPEMENIaeMOoro) o paboTe COTPYIHUKA.

1.9. Unctpykuus obs3aTenbHa sl COOMI0ACHUS BCeMH pabOTHUKAMHU HIKOJIBI. BHOBB MpUHSATHIE HA
paboTy COTPYAHUKH, B JIOJDKHOCTHBIE OOSI3aHHOCTH KOTOPBIX BXOIWUT BEICHHE JOKYMEHTAIUH, B
TeueHue TpEX pabouux THEH co JHA W3aHUs MPUKa3a 0 Ha3HAUYCHUH Ha JOJDKHOCTH JOJDKHBI OBITh
O3HaKOMJICHBI ¢ HacTosme MHcTpykuueit mo moamuce.

2. [IpaBus1a MOATOTOBKU M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B [edaTenbHOCTH WIKOJBI CO3/1aeTCS KOMIUIEKC OPTraHHU3aIllMOHHO PaCHOPSIUTEIIbHBIX
JOKYMEHTOB: MPHUKa3bl, MMOJIOKEHUSI, IPaBUIIa, HHCTPYKIUHU, PErJIaMEHThl; MPOTOKOJIbI 3aceIaHul
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OJKCIICPTHBIX W APp. OpI‘aHOB), aKTbhl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIyKeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALLICHUS), IesIoBas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISIOTCS W O(GOPMIIIOTCS CHEIHATIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  O00pa30BaTENbHOW  JESATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro yuyera, OpraHu3anuen
JIEJIONPOU3BOJICTBA 00111e00pa30BaTEIbHON OpraHu3aiuu, 00ecredeHueM OyXraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHTEJIC W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKYMEHTOB. [Ipu cozmaHumM JOKyMEHTa Ha
IBYX U O0Jiee CTpaHHIIaX BTOPYIO U MOCIEAYIONINE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTaBISAIOTCSA MOCEPEIHE BEPXHETO MOJs JOKYMEHTa Ha PAaCCTOSIHUM HE
meHee 10 MM OT BepxHero kpas jucra. [lomyckaercsi co3laHHe JOKYMEHTOB Ha JIMIICBOH U
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIUPUHA JICBOTO IOJISI HA JIMIIEBOM CTOPOHE JIUCTA
Y TIPAaBOTO MOJIsi HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PaBHBI.

3. PeKBU3HUTHI JOKYMEHTOB
3.1. Jlns pexkBH3WTOB JOKYMEHTOB, CO3[aBaeéMbIX B 0O0IIe00pa30BaTENbHON OpTraHU3aINH,
ycTaHaBIUBalOTCA MpaBuiia u TpedoBanus B coorserctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JIOKYMEHTA ONPEACIISAETCS €r0 BHIOM U Ha3HAUCHHEM.
3.3. Ilpu mnoaroroBke M OQGOPMICHMM JOKYMEHTOB B IIKOJE HCIOJb3YIOTCS CIEAyIOIIne
PEKBU3UTHI:

e KOJ (GOPMBI IOKYMEHTA;

e HAWMEHOBAHWE IIKOJIbI,

e CIPaBOYHBIE JAHHBIE O IIKOJIE;

e HaWMEHOBaHWE BHJA TIOKYMEHTA;

e JaTa JOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e CCBIJIKa Ha PErHCTPAI[MOHHBIN HOMED U JAaTy TOKYMEHTA;

e MECTO COCTaBJICHHS (M3JaHUs1) TOKYMEHTA;

e ajpecar;

e Tpu( yTBEPKICHUS JOKYMCHTA,;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUHU;

e rpu coriacoBaHus JOKYMEHTA;

e BU33;

e TIOAINCE;

e OTMeTKa 00 AJIEKTPOHHOMN MOAIHUCH;

e TICUATDH;

e OTMEeTKa 00 UCIIOIHUTEIIE;

e OTMETKa O 3aBEpEHHH KOIIHH;

e OTMETKa O MOCTYIUICHUH JOKYMEHTA;



e PE30JIIOLHS.

4. B1aHKH 1OKYMEHTOB
4.1. JlokyMeHTBI, co3/1aBaeMbIe B 00111e00pa30BaTeILHON OpraHu3amnuu, oQopMISIIOTCS Ha OJIaHKaXx,
M3TOTOBJICHHBIX HA CTaHAAPTHBIX JucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mMm).
OtnenpHble BUIBI JOKYMEHTOB (TaOJIMIIBI, CXEMbl, CMETHI) JOIyCKaeTcsi OQopMISITh C
ucnons3oBanueM ¢opmata A3 (420x297mm). JIOKYMEHTBI, COCTaBISIONIME BHYTPEHHIOKO
nepenucky, oGopMISIIOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢opmara A4 (210x297 mMm) 6e3
MCTIOJIb30BaHUs OJIAHKOB.
4.2. Kaxaplii TUCT TOKyMEHTa, oOpMIICHHBIN Ha OjaHKe win 0e3 Hero, MOJDKEH MMETh IO He
MeHee:

e 20 MM - JIEBOE;

e 10 mm - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. JIokyMeHThl AIUTeNnbHbIX (cBbIme 10 J1eT) CpOKOB XpaHEHUs OJDKHBI UMETh JIEBOE I0JIe HE
MeHee 30 MM.
4.4. Buapl 61aHKOB JOKYMEHTOB, TPUMEHSIEMBIX B LIIKOJIE:

e 00Ut OJIaHK;

e 0JaHK MMHCHMA;

e OJaHK KOHKPETHOTO BHIAa IOKyMeHTa (OJlaHK TMpHKa3a, OJaHK pacHopsDKeHHs, OJaHK

MPOTOKOJIA U JIp.)

4.5. OO6pa3npl pa3pabOTaHHBIX M TPUMEHSEMBIX B IIKOJEC OJIAHKOB TIOJUICKAT BKJIFOUYCHUIO B
MHCTPYKIHIO 10 JIEJIONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHU3alK B KA4eCTBE MPHUIIOKEHUN
(npunoxenue 3 Ha 3 ucTax).

5. [Ipuka3spl

5.1. Ilpukazamu odopmisitoTCS pELIeHUS IO ONEPAaTUBHBIM, OPraHU3AIMOHHBIM, YYEOHBIM,
KaJIpOBBIM (MpUIOKeHHE 2 Ha 9 TMCTax) U IPYruM BOIIpocaM pabOThl MIKOJIBI.

5.2. TIpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTEIN HAa OCHOBAHUU MOPYYECHUH
JTUPEKTOpa, ero 3aMmectutenel. [IpoekThl MpUKa3oB MO JIMYHOMY COCTaBY T'OTOBHUT CIELHUAINCT IO
KaJlpam.

5.3. B mpukasax TeKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOY).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JBYX 4acTeil: KOHCTaTtupyromen (mpeamOynbl) U
pacrnopsaIuTEIbHOM.

5.5. B KoHCTarupyromei dYacTH KpaTKO H3JIaraloTcs ILend M 3ajJadd, (GakThl M COOBITHS,
MOCITYKUBIIINE OCHOBAaHUEM JJIsi u3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnonnenue", u T.4. Eciu mnpuka3z u3gaeTcss Ha OCHOBAaHUU JIPYroro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTA, €ro Aara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHas 4acTh JOJDKHA COJAEPIKATh MEPEUMCIICHUE MPEINHChIBAEMbIX JEHCTBHM C
yKa3aHUEM UCIHOJHUTEN KaXIAOoro ACHCTBHS M, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinuTensHas yacTh JAEIMTCA HA MYHKTHI M MOAMYHKTHI, KOTOpPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT OBITh EPEUUCIICHBI B OJJHOM ITYHKTE.

5.7. B KadecTBE WCIOJHHUTENEH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpelceiaTeNd HIu
PYKOBOIUTENN pabouux rpynn (KoMUcCuit).

5.8. Ecniu mpukas nu3MeHsieT paHee U3JaHHbIN TOKYMEHT (IIyHKTHI JOKYMEHTA), TO OJJMH U3 MyHKTOB
pacnopsAMTENLHON YaCTH TEKCTa JIOJKEH COJIEPKAaTh CChUIKY Ha M3MEHSIEMbIH TOKYMEHT (ITYHKTBI
JIOKYMEHTA) C yKa3aHUEM €ro JaThl, HOMEpa U 3arojoBKa.

5.9. Ecmu mpuka3 OTMEHSET JCHCTBHE paHee HW3JIaHHOTO JOKYMEeHTa (IIyHKTOB JIOKYMEHTA) C
OIpEAEIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTENBHON 4acTU TEKCTa JOJKEH HAaYMHAThCA



cinoBamu "lIIpu3HaTe yTpaTUBIIMM cuily...", lajee yKa3blBaThCs /aTa, HOMEP U 3aroJIOBOK paHee
W3JJaHHOTO JIOKYMEHTa (IIyHKTa JOKYMEHTA), a TaKKe Jara, ¢ KOTOPOM OTMEHSeTCs ero JAEHCTBHE.
Ecin narta He yka3zaHa, TO JAEWCTBHE paHee W3JAHHOIO JOKyMEHTa (IIyHKThl JOKYMEHTa)
OTMEHSETCS C 1aThl U3/1aHUsI HOBOTO IIPHUKA3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JJaHHs, TO OJMH U3 MIyHKTOB
pacnopsiIUTENIbHOM 4acTH TEKCTa JOJDKEH HAuMHAThCs cioBaMM "OTMEHUTH..." M yKa3bIBATHCS
JlaTa, HOMEpP M 3aroJI0BOK PaHee W3/1aHHOTO I0KYMEHTA.

5.11. Ecnu npuka3 npennosaraeTcs BBECTH B JIeHiCTBHE HE ¢ MOMEHTA €ro M3AaHus, HeOOXOIUMO
yKa3aTb CPOK BBEACHHMSA €ro B AcicTBue. IlociieHMH IyHKT pacropsIUTEIbHOM 4YacCTH MOXKET
COJIEPKaTh CBEACHMS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAracTCsl KOHTPOJIb 33 UCIOJHEHUEM
IIPUKa3a.

5.13. Ilpuka3bl NOANKMCHIBAIOTCA TOJBKO AUPEKTOPOM 00IIe00pa30BaTeIbHONM OpraHU3alUuN WU
pabOTHHUKOM, UCTIOTHSIOIIIM €r0 00s3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a 00ECIeUeHHE CBOEBPEMEHHONW M KaueCTBEHHOM MOJArOTOBKH MPOEKTOB
MPUKA30B M MX COIJIACOBAHWE C 3aWHTEPECOBAHHBIMU PAOOTHUKAMH M OPTaHU3ALMSIMH HECYT
aBTOpBI ITPOEKTA MTPUKA3A.

5.15. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IMPUKa3aM IO MOPSAJKY HOMEPOB B Ipenenax
KaJIEHAApHOT0 roa.

5.16. /lara perucrpanuu npuKasa sSBISETCS JaTOW €ro MOAUCAHHS.

6. [IpaBuia, MoJI0KeHUs1, HHCTPYKIIUH

6.1. IlpaBuna — HOPMATHBHBIA aKT, OMpPENEISIONINI MOPAIOK KaKoro-iubo BUIA JESTENbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAOIINI ONPEIEICHHOE MOBEAECHUE.

6.2. Ilono>xeHne — HOPMATUBHBIN aKT, JETALHO PETJIAMEHTUPYIOLIUI MTPABOBOM CTaTyC, MOPSIOK
OpraHM3ally U IPOoLEAYPY KaKoro-audo Buaa JesTeIbHOCTH.

6.3. MHCTpyKIMsST — HOPMATUBHBIM aKT, M3JaBaeMbIii B IENAX Pa3bACHEHUS W ONpeAeSeHUs
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JMOO C LENbI0 YKa3aHUs HOPM O
croco0ax BBIMOJHEHUS OMPEEIIEHHBIX onepanuil (IeicTBuii).

6.4. [IpaBwiia, MOJIOKECHHS, UHCTPYKIIUU NMPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJA JOKYMEHTa) Ha
VYopasnsoomeM coBete, 3aceqaHusx [Ipodcoro3HOr0 KOMHTETa WIKOJNBI M YTBEPXKIAIOTCS
TUPEKTOPOM.

6.5. TlopsoK MOATOTOBKH MPOEKTOB MPABUJ, MOJOKEHHS, HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPSIIKY MOJATOTOBKH MPOEKTOB MPUKa30B 00111e00pa30BaTeIbHON OpraHu3aIiy.

6.6. TekcT mpoekTa MONOXKEHHUA, MPaBWI, MHCTPYKIMH TedyaTaeTcs Ha YHUCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTINYUTETHHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABUJI, MTOJOKEHUS, MHCTPYKIIMU SBIISIOTCS:

e TOYHOCTHh NMPHUMEHSEMBIX (OPMYIUPOBOK 0€3 MCIOJIb30BAHUS CIIOB M TMOHSATHUN, UMEIOITUX
MHOECTBEHHBIN CMBICIT;

e HCIMOJb30BAHHE KOPOTKUX TMPEIOKEHUHN, OOIIETPUHATHIX BBIPAKEHUM W CBSI30K, IPH
HEO0OXOJIMMOCTHU - TIPEIBAPUTENHLHOE OINpeAeTICHIE HCIIONb3yeMbIX MOHATUH, COKPAICHHIHA,
ab0OpeBuaryp;

e OMHCAaHHE BCEX BO3MOXKHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIUX HM BAapUaHTOB
JEHUCTBUM, T.€. TOJHOTA MPEACTaBICHUS HH(DOpMAIUH;

e CTPYKTYpPUPOBAaHHOCTh TEKCTAa C UEJIbI0 JOCTMXKEHHS HAWIydllled MOoCleI0BaTEIbHOCTH
U3JI0KEHUSl MaTepuana;

e MUHUMH3AILUSA TEKCTa C MOMOINBID MPUMEHEHHUs 0000ImeHnui (0030pOB MpeanoiaraeéMbIX
JCWCTBUI) U IPUMEHEHHUE MEPEUNCIICHUN (3a/1a4, STAIOB, YCIIOBUI | T.]I.).

6.8. B 3aBHCHMOCTH OT CIIOKHOCTH U 00BbeMa pa3padaThiBa€MbIX MPABUI, MTOJOKEHUSI, UHCTPYKIIUU
- TeKCT JOKYMEHTA JCIUTCS Ha TJaBbl, MyHKTHl U MOAMYHKTHI. [ J1aBBI JOKHBI UMETh HA3BaHMUS.
Hywmeparus npousBoautcs apabckumu nudpamu.

7. IIpoToko. 3acegaHusi (COBEIIAHMS)



7.1. TIpoToKkol — JOKYMEHT, B KOTOPOM (PUKCHpYETCS XOA OOCYXJEHHUS BOIPOCOB M MPHHATHUS
pelIeHni Ha COOpaHuUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3aceJaHUSIX KOJUIErHaIbHBIX OPTaHOB.

7.2. Tlporokon 3acemaHus (COBEHIaHMS) - (Jajee - MPOTOKOJ) O(OPMIISETCS Ha YHUCTOM JIMCTE
oymaru opmara A4.

7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JABYX YacTeil: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  YacTM  YKa3bIBAIOTCA  MHULKAIBL,  (paMUIMM W JOJDKHOCTH
MpeJCceIaTeIbCTBYIOIIETO, CEKPeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU U, MPH HEOOXOIUMOCTH,
JIUL, IPUTTIAIICHHBIX Ha 3ace/laHue (COBELIaHue).

7.5. BBogHas uacTb MNPOTOKOJA 3aKAHYMBACTCS TEPEUYHEM PACCMATPHUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAKE WX 3HAYMMOCTH C YyKa3aHHWEM JOKJIaJuuKka IO KaXIOMY
paccmarpuBaeMomy Bomnpocy. Bonpocsr popmynupytrores ¢ mpemiorom "O" ("O6"), meuatarorcs ot
IPaHUIBI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LUPpaMU.

7.6. OcHOBHas 4acTh MPOTOKOJA COCTOUT M3 Pa3fesioB, COOTBETCTBYIOIIUX PacCMaTPUBACMBIM
BOIIPOCAM M UX HYMEpPAallHH.

7.7. TekcT NpOTOKOJIa M3Jaraercsi OT TPEThEro JHlla MHOKEeCTBeHHoro uwcina ("ciymanu",
"BpicTynun", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ MOIIMCHIBACTCS JIMIIOM, IIPECEIATEILCTBOBABIINM Ha 3aceaHiH (COBEIIaHUM), U
cekpeTapéMm 3aceaHus (COBEIaHUs).

7.9. Ilpu OTCYTCTBMM CEKpeTapsl 3acelaHus, B TOM 4YHCIE MpPH TMPOBEICHHH OIEPATUBHBIX
COBEILAHUH, TOMYCKAeTCs MOAMUCAaHNE MPOTOKOJIA TOJIBKO MPEICeAATEIbCTBYIOIINM.

7.10. Tekct mpoTOKONA JODKEH OBITH MOATOTOBIICH HE MO3JAHEE TPEX JHEH CO JHS 3aceJaHus.
[IpoeKkTbl  COOTBETCTBYIOIIMX IYHKTOB TPOTOKOJA BHU3UPYIOTCA  JOKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 TIOJITOTOBKY.

7.11. Jlata mpoTOKOJa T0JKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUA (3aceJaHus).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHU3alMsIM W JIODKHOCTHBIM
JUIAaM B COOTBETCTBUHU C YyKaszaTelleM pAacChUIKH, KOTOPBIA COCTaBISIET CEKpeTapb 3acelaHHs
(coBemanusi).

8. Ilinan
8.1. [1nan — NOKYyMEHT, yCTaHaBJIMBAIOLIUI NTepeuyeHb HAMEUEHHBIX K BBIIIOJHEHUIO MEPOIPUATHH,
WX MOCTIeIOBATEIBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJTHUTEIIECH.
8.2. Ilnan odopmusercs Ha naucre Oymarn ¢opmara A4 ¢ HCHOIB30BAHHUEM  CIEIYIOLIMX
PEKBU3UTOB:

e HAaMMEHOBAHUE IIKOJIbI;

e Tpu] YTBEpKICHHS TOKYMEHTA;

e JlaTa IOKYMEHTa;

e PErHCTPallMOHHBIA HOMEp JOKYMEHTa;

e HAaWMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAaWMEHOBaHUE JIOJHKHOCTH;

e TIOAMHUCH.
8.3. PexBm3uT — "TekcT nOKyMeHTa" 0OpMIISIETCS B BUE TaOIHIIBI ¢ Tpadamu:

e HOMEp NyHKTA IJIaHa;

e HAaWMEHOBAaHWE MEPOIPHUSATHS;

e  CpOK HMCIIOJTHEHHUS;

e WCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. Oruer
9.1. OTyer — AOKYMEHT, COJICPIKANTUN CBEICHUS O pPe3yibTaTaX JACSITeILHOCTH 32 ONpeAcIICHHBINA
MEepPUOJI BPEMEHHU, BBHIITOJIHEHUH MEPONIPUSATUHN, IOPYUECHUM, 3a1aHH, TIJIAHOB.



9.2. Otuersl, mpenocTaBiIsieMble B OpraHbl T'OCYJapCTBEHHOH BiIacTH (B TOM YHCIE B OpraHbI
TrOCYJapCTBEHHON  CTaTUCTMKM) W  HUMEIOIIUME  YCTAHOBJIEHHYIO  IMPABOBBIMM  aKTaMu
TOCYJapCTBEHHBIX OPraHOB (OPMY, CO3JAIOTCS M0 YCTAHOBJIEHHOW T'OCYJAapCTBEHHBIMH OpraHaMu
(dopme U B OIIpeIesIEHHOM UMH MOPSAKE.
9.3. Oruérhl, mpenocTaBisieMble COTPYAHMKAMHU IIKOJIBI B XOJE BHYTPEHHETO B3aWMOJICHCTBHA,
CO3JIA0TCsI 110 NPaBHJIaM, YCTAHOBJICHHBIM JUISl CO3AAHUS CITY>KEOHBIX 3aIIUCOK.
9.4. Otuersl odopmisitoTcss Ha JucTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIEAYIOIINUX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI,

e JlaTa JOKYMEHTA;

e PErucCTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BUJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUU (IIPU HAJIUYUN);

e HAMMEHOBAHUE JIOJHKHOCTH;

e TIOAIHCH.
9.5. B Tekcre oTuéra B 00s3aTeIbHOM MOPSAIKE JODKHO COJEPXKATHCA YKa3 Ha JEATENbHOCTb,
MEpOTPUSTHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAIINH BBIOIHEHUIO, U
pe3yabTaT O BBIIOJHEHHM, B TOM YHCIE C YyKa3aHHMEM Ha COOJIOACHHWE WIM HapylleHHue
WCTIOJHUTENBCKON  JUCHUIUIMHBL, YCTAaHOBIIEHHBIX CPOKOB HCIIOJHEHHMS U HaJJIeKaliee
npenoctaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOJTHHUTENSIMU (TIPH YYACTHH HECKOJIBKUX MUCTIOIHUTEINEH ).

10. ucsmo
10.1. ITucbma roToBsTCS Kak:

e OTBETHI O BHINIOJHEHUH MOPYYCHUH BBIIIECTOSIIUX OPTaHOB UCIIOJHUTEIHHOMN BIIACTH;

e OTBETHI Ha 3aIIPOCHI OPraHU3aLUM, IPEANPUATHIA U YACTHBIX JIULL;

e MHHIMATHBHBIE MHCHMA.

10.2. Cpoku MoAroTOBKH OTBETHBIX MMHCEM:

e C KOHKPETHOMW JJaTOM MCIIOJHEHNUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBUM C pE3OJIOLUEH JUpeKTopa W €ro 3aMecTHTelIed Ha OCHOBAaHUM
YCTaHOBJICHHBIX CPOKOB HCIIOJNIHEHHS TOPYYEHHUH, 3alpoCOB WM IO PEIICHHIO aBTOpa
PE30ITIOIUH.

10.3. TekcTBl OTBETHBIX MUCEM JTOJDKHBI TOYHO COOTBETCTBOBATH 3aJlaHMSIM, 3a()MKCHPOBAaHHBIM B
pesomoru. CpoKH MOATOTOBKM MHUIIMATHBHBIX MHCEM OINPENENSIOTCS CaMOCTOSATENIEHO aBTOPOM
MIPOEKTa MHUChMa C YIETOM HEOOXOANMOCTH PEUICHNsT KOHKPETHBIX 3a/1a4 U (MJIN) B COOTBETCTBHH C
TpeOOBAHUAMH 3aKOHO/1ATENIbCTBA, MOPYUYCHUSIMHU HETIOCPECTBEHHOTO PYKOBOIUTEII.

10.4. TIucepma meuataroTcsi Ha ONaHKE MHCHhMa OOIIE00Pa30BATENFHOW OPTaHMU3AIUU C YTIIOBBIM
pacroyio’KeHNEeM PEKBU3UTOB.

10.5. [lomoysHUTENBHO K PEKBU3UTAM OJlaHKa TUChMa TpH O(GOPMIICHUU IHMCEM B IIIKOJIE
UCTOJIB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH;

e BU3a;

e TIOAMHUCH.

e OTMETKa 00 UCTIOIHHUTEIIE.

10.6. IIpu odopmieHun nuckMa Ha IBYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHUIIBI
HYMEpYIOTCs IOCEPEIMHE BEPXHET0 MOJIs JINCTa apadCKUMuU U pami.
10.7. [lucpma MOMUCHIBAET JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.



10.8. CnyxeOHbIe 3amUCKu
10.9. B mensix ocCymIecTBIICHHUS B3aUMOJCHCTBUS MEKIY COTPYAHHKAMH B pPaMKax BHYTPEHHETO
JOKYMEHTOO00O0pOTa B MIKOJIE MPUMEHSIIOTCS CIyKeOHbIe 3anucKu. Ciry)keOHbIe 3alUCKH SBIISIOTCS
CIPaBOYHO-MH(POPMAIMOHHBIMUA  JIOKyMEHTaMH. ABTOpaMH CIIY’)KEOHBIX 3aIMCOK  SIBIISTFOTCS
COTPYIHUKH 0011e00pa30BaTeILHON OpraHU3aIliy.
10.10. CuyxeOHas 3amucKa MOXKET COCTABISATHCS 10 YKa3aHUIO PYKOBOJICTBA WIIH 110 WHUIIMATHUBE
KOHKPETHOT'O COTPYTHUKA.
10.11. ITpu opopmieHUH CirykeOHOM 3aTTUCKH 0(DOPMIISIFOTCS CSAYIOINUE PEKBUHTHI:

e ajpecar;

e JlaTa IOKYMEHTA;

e HAUMEHOBAHHE BUJA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTA,

e OTMETKa O MPWJIOKEHUH (TIPU HAJTUYHUH ),

e HAUMEHOBAHHE JJOJHKHOCTH;

e TIOAIHUCH.
10.12. Ciy>keOHBIC 3aIMCKH MOTYT CO3/aBaThCs HA OyMa)KHOM HOCHUTENE U (WIH) B JICKTPOHHON

dhopwme.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTh BBIAETCA COTPYAHUKAM INKOJIBI W oQopmIIsLeTcs TO MpaBHIIaM,
YCTaHOBJICHHBIM HacTosimied MHcTpykumei ans muceMm, ¢ y4€ToM TpeOOBaHHM Tpa)KAaHCKOTO
3akoHojarenbeTBa Poccniickoin denepanniy U HaCTOAILIETO pa3jiena.

11.2. TIpoeKkT [HOBEPEHHOCTH MOJATOTABIMBACTCS W BHU3UPYETCS COTPYTHUKOM, KOTOPOMY
JIOBEpPEHHOCTh OYyJEeT BblJaHa, IIOCJIE 4Yero Mepenaércss B KaHUESPUIO JUIsl HalpaBieHUS Ha
MOJNKCAHUE.

11.3. loBepeHHOCTh MOAMKMCHIBACTCS JTUPEKTOPOM WIIM JIUIIOM, OCYIISCTBIISIFOIIMM €T0
MOJIHOMOYUS (MCTIONHSIOMIMM OO0S3aHHOCTH), M CKpEIUIAeTCs MedaTrbio o0Iieo0pa3oBaTeabHON
OpraHu3aIyy.

12. JloroBopbl, corJianieHusi, KOHTPAKTbI

12.1. JloroBopsl, coriamienus, KOHTPaKThI (J1ajee - 10roBOpbI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIOJI>KETHOTO U MHOTO 3aKOHOATEeNbCTBA Poccuiickoit
denepanyy, B 3aBUCUMOCTH OT PETYJIMPYEMbIX JOrOBOPOM IPABOOTHOLIECHHH M 0053aTeNbCTB
CTOPOH.

12.2. TlpoekTt 10roBopa IOATOTaBIMBAETCS OTBETCTBEHHBIM COTPYJHMKOM (KOHTPaKTHBIM
YIOPAaBISAOIUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOI'O M KAaueCTBEHHOro oOecnedyeHus
UCTIOJIHEHUS CBOMX MOJTHOMOYMH (00s3aHHOCTEH, (QDYHKIMIA), TOTHOMOYNH IIKOJIBI B LIEJIOM.

12.3. Tlpoekt 10roBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIIPaBJISIOLIMM) COBMECTHO CO CHELMATMCTOM, K QYHKIHUAM (IIOJTHOMOYHUSAM) KOTOPOIO OTHOCHTCS
pelIeHre BOMPOCOB, SBISIOLIUXCS MPEAMETOM JI0TOBOpA, WM MHBIM COTPYJHUKOM IO HPSIMOMY
yKa3aHHUIO TUPEKTOpa 0011e00pa3oBaTeIbHON OpraHU3aI|H.

12.4. HeoOxoaumast Ut TIOATOTOBKH MPOEKTA TIOTOBOPa HH(MOpMAIIHSI COOMpAETCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABIAIONIMM) B MOpsAAKE pabouero B3aMMOAEUCTBHUS C Y4ETOM MpaBuUII,
YCTaHOBJIEHHBIX HacTosew MHCTpyKIne.

13. IpyHOMIBI OPraHU3AMH J0KYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIICISIOTCS CIEAYIONUE JIOKYMEHTOMOTOKH: ITOCTYIAIOIIast
JOKYMEHTalusl  (BXOJsIasi), OTHpaBisieMas JOKyMEHTauus  (MCXOJsIasi), BHYTPEHHAA
JIOKYMEHTAIHSI.

13.1. B cocraBe Bxoasdmel W HMCXOIAIIEH MOKYMEHTAllMM MOTYT BBIACNATHCS JIOKYMEHTHI,
MOCTYIHUBIIME U3 BBIMIECTOSIINX, MOAPSAHBIX, MEAUIIMHCKUX U JIPYrUX OpraHH3aliii, OpraHoB
MECTHOT'O CaMOYMpaBJICHHUsI, O0paIleHus TpaKaaH.



13.3. OOpaieHust rpaxaaH pPerucTpUpyroTcs U (HOpMUPYIOTCS B Jela OTAEIbHO OT IPYTHX
JIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHu3aIiy.

13.4. B mxone gocTaBKa M OTIpaBKa JTOKYMEHTOB OCYIIECTBIISETCS CPEICTBAMH IOYTOBOW CBSI3H,
AJICKTPOHHOU CBSI3U, a TAKXKE IO CHUCTEME JJICKTPOHHOIro JoKyMeHToobOopora (mamee - COJ). C
IIOMOUIBIO TOYTOBOM CBA3M B 0OIIE00pa30BaTEIbHYIO OpPraHU3ALMIO JIOCTABISETCS MHCbMEHHAs
KOPPECHOH/ICHIUSI B BUJE MPOCTHIX MUCEM, 3aKa3HbIX MUCEM, MOYTOBBIX KapTOUeK, OaHaeposiel u
MEJIKMX MAKETOB, a TAK)KE IeYaTHbIC U3JaHUs.

14. IlepBuyHas 00padoTKa MOCTYNAKOIIMX IOKYMEHTOB
14.1. JlokyMeHThI, IOCTyMalolle B IIKOJy, IEpPElalOTCs Ha PErUCTpalMio CeKpeTapro
00111e00pa30BaTENILHON OPraHMU3alMU M MPOXOAT MEPBUYHYI0 00pabOTKY B JI€Hb HOCTYIUICHUS,
IIPU NOCTYIUIEHUHU B HepaOouee BpeMsl - Ha cielyrolunil pabounii aeHs. [Ipu nepBuuHoi 00paboTke
JOKYMEHTOB TPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYNMUBIIME JTOKYMEHTHI
NEPEChUIA0TCS 110 IPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymenTsbl, noctynusixe ¢ ormerkamu "Cpouno”, "Bpyunts HemeienHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKYy U JOKJIAIbIBAIOTCA AUPEKTOPY WM B Cilydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABIICHUIO JESATEIILHOCTH.
14.3. IlocTynuBuMe TeaerpaMMbl IPUHUMAIOTCS MO HOJNMCH C IPOCTABICHUEM JIaThl U BPEMEHU
[IpUeEMa, PETUCTPUPYIOTCS 110 TEM XK€ MpaBUiIaM, YTO U MHUChMA.
14.4. DnekTpoHHBIE COOOILIEHUS, aPECOBaHHbIC JUPEKTOPY WM HAINIPaBIEHHbIC B aJpeC HIKOJbI,
pacrneyaThIBalOTCs U JAOKJIAAbIBAIOTCS JTUPEKTOPY WIM B CIydyae €ro OTCYTCTBUS — 3aMECTUTEIIO
IUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHOM MOAMMCHIO, MOUIekKAT 00padoTKe 1O
[IpaBUJIaM, IPEAYCMOTPEHHBIM JJIs TOCTyHaroIel (BXoas1el) TOKyMEeHTaluu.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpeleNsieTcss Ha PETUCTPUPYEMble W He
MOJyIEeXkKAIUE PETUCTPALIMM JOKYMEHTBI.
14.7. He nmomJiexxat perucTpaiuu:

e IIpUITIACUTENbHBIE, I03/IPABUTEIIbHBIE TUCbMA U TEIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMHUHAPOB, KOH(EPEHILUH U APYrUX NOJOOHBIX MEPOIPUSATHIA;

e JIOKYMEHThl TIO OyXTaJTepCcKoOMy yuyeTy, MaTepualbHO-TEXHHMYECKOMY OOEeCHedeHHUIo,

IUTAHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYHAloIIKe 6€3 CONMPOBOAUTENBHOIO NMUCHMA,

e pEKJIaMHbIE, KOMMEPUYECKHE MPEIJI0KEHUS, B T.4. IOCTYIUBIINE 110 JIEKTPOHHOM MOYTE;

e II€YATHBIC U3/IaHUS;

e TIMCbMA C IOMETKOM «INYHOM.

15. Perucrpaumsi, y4yeT M pacCMOTpeHHe PYKOBOAMUTEJEeM MOCTYNAKIUX (BXOASAIINX)
AOKYMEHTOB
15.1. [ocrynuBuime (BXOIAIIME) IOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ M IEPBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOC00a UX JIOCTABKH.
15.2. Peructpamusi — mpocTaBeHUE B HIDKHEM IPAaBOM YIIIy MEPBOTO JIHCTA JTOKyMEHTa OTMETKH
O MOCTYIJIEHMH C YyKa3aHWEM JaTbl NOCTYIUIEHHS M BXOZSAIIErO0 PETrMCTPALMOHHOIO HOMEpa
JOKYMEHTa ¢ o00s3aTeIbHOM 3alKChi0 B JKypHaJd perucTpanuy IOCTyHaroumeil (Bxoasuieil)
nokyMeHTanuu. CTpyKTypa perucTpallMOHHOTO HOMEpA, MOCTYMAOLIEro (BXOASIIEr0) TOKYMEHTa,
COCTOMT M3 €ro IMOpAJKOBOrO HOMEpa U UHAEKca Jeja 10 HOMEHKJIAaType el
00111e00pa30BaTeIbHON OpraHU3aIH.
15.3. Perucrpamms BceX MOCTYNUBIIMX (BXOMSANINX) JOKYMEHTOB MPOM3BOAUTCS B TIpeaenax
00IIero JOKYMEHTONOTOKA. JIOKYyMEHTHI, MOCTYNUBIIME B IIKOJIY IO KaHajJaM (akCUMUIbLHON
CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIEM TTOPSIJIKE.

Tekct moctynuBlIed TenehoHOrpaMMBl  3alUCBHIBACTCA B JKypHaJle PErUCTpaIUH
TeneQoHOrpaMM U IeyaTaeTcs Ha JIucTe Oymaru Juisl nepeiadyi Ha pacCMOTpPEHHUE.



15.4. Tlocrynatomue (BXOIAIIME) JOKYMEHThI IEPEAAOTCs Ha PAaCCMOTPEHHUE PYKOBOJICTBY TOJIBKO
II0CJIE UX PETUCTPALMU U NIPEIBAPUTEIBHOTO PACCMOTPEHMSL.
15.5. JlokyMeHTBI, TIOCTYNHBIIHE B OO0IIEOOpa30BaTEIBHYIO OpraHW3aI{io, MO BOIpPOCaM, HE
TpeOYIOLMM  PAacCMOTPEHUS JUPEKTOpa, HAIpPaBISAIOTCS PaOOTHUKOM OTBETCTBEHHBIM 32
JeTIOTIPOU3BOACTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIIpoca.
15.6. /lupexTop B pe30IOLMU ONPEAENSIET JIUL, OTBETCTBEHHBIX 3a HUCIIOJIHEHHE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JETOMPOM3BOICTBO IIKOJIBI MEPEAaeT JOKYMEHT Ha
UCIIOJIHEHHUE.
15.7. TlonnMHHKK TOKYMEHTa C PE30JIIONHEN PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaMpaBJIsIeTCs] UCIIOJIHUTEIIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH MOMIUHHUK JOKYMEHTa NEepeaaeTcss ToMY
UCIIOJIHUTENI0, KOTOpPBIH B  COOTBETCTBUM C YKa3aHUSAMM 110 HUCIOJHEHUIO SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaOT KOMHUIO JOKYMEHTA.
15.9. IloyIMHHUK JOKYMEHTa, KOTOPBIH HCHOJHSETCS HECKOJbKHMH JOJKHOCTHBIMHU JIMIIAMH,
MOJTy4aeT OTBETCTBEHHBIN UCTIOMHUTENb. OCTaNbHBIM HCHIOTHUTENSAM MEPEAAI0TCs KOTIHH.
15.10. HM3roroBineHue KONMH JOKyMEHTa [uld Nepefayd COUCHOJHHUTENSIM OCYIIECTBIISETCS
CeKpeTapeM 00I1e00pa3oBaTeIbHON OpTaHH3aIUH.
15.11. Pe3omronusi COAEPIKHT:

e YKa3aHHWE IO WCIOJHEHUIO, COJEpKallee KpaTKOe OIMCaHHEe HEOOXOIUMOro JUIs

UCIIOJHEHUS IeHCTBUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOpPOro JHOO A0 HMCTEYECHUS KOTOPOTO0 HEOOXOIMMO
UCIIOJHUTH NPEANUCaHHOE JIeCTBUE;

e JIMYHYIO MOAIHUCH aBTOPA PE3OIOIHH;

e JlaTy IPOCTaBJICHUS PE3OIIOLHH.
15.12. VYka3aHue Ha CpOK, B TE€YCHHE KOTOPOTO JIMOO O HMCTEUYECHHUS KOTOPOro HEOOXOIMMO
UCIOJHUTh TPEIINUCAHHOE JEHCTBHE, MOXET HE BBIPAKaTbCs KOHKPETHOW JaTOW M coaepxkarb
BBIp@KEHUS: "B YCTAaHOBJICHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3omtonus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE IEPBOTO JHMCTA JOKYMEHTA.
15.14. B cnyuae, Korjaa pe3osronus aJpecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
UCTIOJHEHUE JIOKYMEHTa B IIEJIOM SBISETCS COTPYAHMK, yKa3aHHbBIM NEpBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLIICHHH KOTOPOTO CJeJIaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranu3zanusi padoTsl ¢ OTHPABJAsIEMbIMHU (MCXOAAIIUMHI) TOKYMEHTAMH

16.1. Jlo mpemocTaBieHUsi MPOEKTa OTMPABISAEMOro (MCXOISAIIET0) IOKYMEHTa Ha TMOJIMHUCH
JTUPEKTOPY WM WHOMY YIIOJHOMOYECHHOMY B YCTAaHOBJICHHOM TIOPSAKE Ha IOAMKMCAHUC JTUILY
OCHOBHOW HCIIOJHUTENb MPOBEPSAET MPABHIBHOCTH O(OPMIIEHUS OTMPABISIEMOro (MUCXOMSIIEro)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosimed NHCcTpykuuy.

16.2. Tlpu moAroTOBKE OTIPABIAEMOTO (MCXOMAIIET0) TOKYMEHTAa KaK OTBETa Ha TMOCTYMUBIIUI
(BXOAsIIM) JOKYMEHT HCIIOJIHUTEIh MPHKIAIBIBACT K IOATOTOBICHHOMY IPOCKTY BXOISIINN
JOKYMEHT.

16.3. IIpoeKTHI OTIIPABIISAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COONIOICHUS] YCTAaHOBICHHOTO
B PE3OJIIOIHMHM CpPOKAa WCIOTHEHHs] TEepPedaroTCsl OTBETCTBEHHBIM HCIIONMHUTEIEM B OTIEIN
JICJIONPOU3BOICTBA (KAHIICSPHSI, CEKPETAPh) IIKOJIBI JIS HAITPABJICHUS HA TIOIITUCAHHE.

16.4. TloanucaHHBIE OTHpaBIsieMble (MCXOIAIINE) JTOKYMEHTBI, TEpenaloTcs paboOTHUKY
OTBETCTBEHHOMY 32  JICJIONIPOM3BOJICTBO  IIIKOJBI, KOTOPBIA  OCYIIECTBIISIET  MPOBEPKY
KOMIUIGKTHOCTH ¥ COOTBETCTBHUS KOJMYECTBA HK3EMIUIIPOB OTHPABISEMOr0 (HMCXOSIIETO)
JOKYMEHTa CITMCKY PACChUIKM, a TaKXe MPaBWIBHOCTH OQOPMIICHHS JOKYMEHTa COTJIACHO
HACTOAIIEH HHCTPYKIIHH.

16.5. B cmydae HapymieHHS KOMIUIGKTHOCTH WJIH COOTBETCTBHSI KOJIMYECTBA, a TaKKe
MPaBIWIBHOCTH O(OpPMIIEHUS JTOKYMEHTAa COTJIACHO HACTOSIIeH WHCTPYKIIUU OTMpaBIsieMble
(ucxomsmue) JOKYMEHTHI — HE3aMEJIMTEIbHO  BO3BPAMIAIOTCS  PAOOTHUKAMH  KaHIEISPUN



OTBETCTBEHHOMY MWCIIOJHHUTENI0 WIM B CIy4yae OTCYTCTBUS OTBETCTBEHHOI'O HCIIOJIHUTENS €ro
HEINOCPEICTBEHHOMY PYKOBOAUTEIIO [l YCTPaHEHUs HAPYIIEHUH.
16.6. JlokyMeHTBI mTOCJ€ WX MOJNUCAHUSA IUPEKTOPOM WIM HHBIM YIOJTHOMOUYEHHBIM JIUIIOM
NepeaaTcs B KaHIEIApUIo 0011e00pa3oBaTeIbHOM OpraHu3alyy sl perucTpaliy U OTIPABKH.
16.7. Peructpanust oTrpaBisieMbIX (MCXOASAIINX) JOKYMEHTOB OCYIIECTBIISCTCS TOCIIE TMPOBEICHUS
paOOTHUKAMU KaHIEJISPUU, OTBETCTBEHHBIMHU 32 JI€JIOIPOU3BOJICTBO, IPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHS KOJUYECTBA JK3EMIUISIPOB, a TAKXKE IMPABHIBHOCTH O(OPMIICHHUS OTIPABISEMOIO
(MCXOAIIIET0) TOKYMEHTA.
16.8. Perucrpauusi co3laBaeMbIX JOKYMEHTOB OCYILECTBJISCTCS B JIeHb TOAMHUCAHUS WU
YTBEp:KJeHHs MO0 Ha CIeAYIOIUN paboumii JeHb.
16.9. CBenenust 0 perUCTPUPYEMBIX OTIPABIISIEMBIX (MCXOSIINX ) JOKYMEHTaX BHOCATCS B JKypHAJ
perucTpanuy oTIpaBisieMol (MCXOsIel) JOKYMEHTalUH.
16.10. PeructpaiiioHHBI# HOMEp U JaTa OTIPABIAEMOTo (MCXOSIIEr0) TOKyMEHTA IIPOCTABIISIOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCS B JeNe
001eo0pa3oBaTeIbHON OPTaHU3aAIHH.
16.11. CTtpykTypa perucTpalliOHHOIO HOMEpa OTIPABISIEMOro (MCXOASIIEro) T0KyMEHTa COCTOUT
U3 €ro MOpsAIKOBOr0 HOMEpPA U MHJEKCA Jieja 10 HOMEHKJIAType /1€ LIKOJIbL.
16.12. OrtnpaBka JOKYMEHTOB IPOU3BOAUTCS LEHTPAIM30BaHHO pPAOOTHUKAMHU KaHLEISAPUU
IIKOJIBI, KOTOpPBIE MPOU3BOAAT HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapoaHas U Jp.).
16.13. IluceMma, TenerpaMmbl, OTKPBITKH, OAaHIEPOJIN U ITeYaTHBIC U3AAHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMMsbl U Tesle()OHOTPaMMBbI ITEpPEeJat0TCs M0 KaHaiaM TeJle(OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO SJIEKTPOHHOTO
azipeca 00111e00pa30BaTEIbHOM OpraHu3aIuy.
16.15. [Tucema, TemerpamMMbl, OTKPBITKH, OaHAEepOIH, (haKCOTPaMMBI, HJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHBbIE C pabouel NesATeTbHOCThIO, K OTIIPaBKE HE IPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U MPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (IPU HAMPABICHUM JOKyMEHTa Oojiee 4eM B 4 ajapeca) — B COOTBETCTBHH C

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

e IIPOCTaBJIEHHUE CTOUMOCTH IOYTOBBIX YCIYT;

e IIepeJady B IIOYTOBOE OTIEIICHUE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIPAaBKE MHCEM HEOOXOIMMO YUUTHIBATH NpPaBUJA, YCTaHOBIICHHBIE
MpUKa30M MUHHUCTEPCTBA CBSI3U M MaccoBbIX koMMyHuKkanuii PO ot 31 urong 2014 r. N 234 "O0
yrBepkaeHun [IpaBui oka3aHust yciiyr MOYTOBOU CBS3H".
16.18. JlokyMeHTHI, OTHpaBiIsieMble CPEJICTBAMM ITOYTOBOM CBSI3U B OJMH aJIPEC, BKIIAJBIBAIOTCS B
OJINH KOHBEPT.
16.19. Hcxonsmme AOKYMEHTHI, MpeAHAa3HAYCHHbIE IS OTIPaBKU CPEACTBAMH (PaKCUMMIbHON
CBSI3M, OTIPABJISIOTCS paOOTHUKAMM KaHILENSpUH 00111e00pa30BaTeIbHON OpraHu3allly.

17. PazpaGoTka M BejeHHe HOMEHKJIATYPBbI e

17.1. JloxymeHTanbHBINA (POH/I LIKOJIBI — COBOKYITHOCTH JJOKYMEHTOB, O0pa3yIOIIUXCs B Ipoliecce
€ro JesTeThbHOCTH. JIOKyMEHTa bHBIH (OHI IIKONBI COCTABISIOT JOKYMEHTHI, CO3JaHHBIC B
001eo0pa3oBaTeIbHOM OpraHu3alMd M TOJIYYEeHHBIE €10 B pe3yjibTaTe B3aHMMOACUCTBUS C
OpraHamMH TOCYJapCTBEHHOW BIIACTH, OpraHaMH MECTHOTO CaMOYIIPaBIICHUS, FOPUANYECKHIMH M
(bU3NYECKUMU JIUIIAMH.

17.2. HomeHkmatypa Aein SBISIETCS OCHOBOH (hOpPMHUpPOBAHHS JOKYMEHTAIFHOTO (OHIA IIKOJIBI U
NPEACTaBIsSeT CO0OM CHUCTEMAaTU3MPOBAHHBIA IEPEYEHb 3arojOBKOB (HAMMEHOBaHWHN) e,
3aBOJIMMBIX B IIKOJE, C YKa3aHHEM CPOKOB WX XpaHEHHs, ¥ OQOPMIICHHBI B COOTBETCTBHU C
MIPaBOBBIMU aKTaMM, PEKOMEHIAIMSAMHM W METOAMYECKHMMM YyKa3aHMsIMU OpraHoB Poccuiickoit
denepanyn, YIOJIHOMOYEHHBIX B cdepe TOCYIapCTBEHHOTO YIPABICHHUS apXUBHBIM JEJIOM,
JIeTIOTIPOU3BOICTBA U IOKYMEHTOO0O0pOTA.



17.3. HomeHkaTypa Jiest COCTaBIIAETCSl HA OCHOBE U3YUCHHS MOJIOKEHUH, MHCTPYKIMN U TpaBuiL, a
TAKXKe JPYrHX JIOKyMEHTOB, PpErJaMEHTUPYIOIIUX JEATEIBHOCTh  00I1e00pa30BaTeIbHOM
OpraHM3alM, a TaKKe HOMEHKIATyp JAel 3a MPEeJUIeCTBYIOIIME TroAbl U JIOKYMEHTOB,
00pa3yIoIMXCsl B ASSATEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluu.
17.4. HomenknaTypa Jesl UCHOJb3YETCA AJi1 TPYNIIHUPOBKU MCIIOIHEHHBIX JOKYMEHTOB B €A,
CUCTEMATU3alMH U y4eTa eI, ONPEACICHUS CPOKOB UX XPAHEHMSI M TIOUCKA TIOKYMEHTOB, SIBIIIETCS
OCHOBOM JUIsl COCTaBJIEHUs OIMCEN J1eJ1 MOCTOSHHOIO U BpeMeHHoro (cBbiiie 10 yer) xpaHeHus, a
TaKXke Ul ydeTa Jes BpeMeHHOro (10 10 JieT BKIIOUUTENbHO) XPAHEHHS.
17.5. HomeHnkiaTypa J1e1 BBOAUTCS B AEUCTBUE IPUKA30M 10 LIKOJIE.
17.6. HomeHknaTypa jieJ rOTOBUTCS B TPEX IK3EMIUISIpax:

e JUI IOMEIEHUSI B HOMEHKIIATYPHOE JIEJI0 U MIOCTOSIHHOT'O XPaHEHMS;

e IS UCIIOJIb30BaHMS B pPabOTE OT/AEIOM JI€IONPOU3BOJICTBA (KaHILeIspUei);

e JUI XpPaHEHUS B apXUBE IIKOJIBI.
17.7. 113 HOMeHKJIATypbl [Jell LIKOJIbI OTBETCTBEHHBIM JIMLIOM 32 BEJICHHME JEJIOINPOU3BOJCTBA
O0(OpMIISIOTCS BBIMUCKHM JJIS KaXAOT0 U3 IOAPA3JENIeHUH M OTHEIOB 00lIeo0pa3oBaTeIbHOM
OpraHM3alMH.

18. ®opMupoBaHue aeJ M UX TeKyliee XxpaHenue. [1oAroTroBka 10KyMeHTOB M /ieJ1 K nepeaye
Ha apXMBHOE XpaHeHHe

18.1. dopmupoBaHue Jes1 — IPYNINHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU C
HOMEHKJIATYpOH J1eN 001eo0pa3oBaTeIbHOW OpraHU3aliy U CUCTEMAaTH3aIHsl JOKYMEHTOB BHYTPH
nena.

18.2. Jlena co aHs WX 3aBEICHHS /10 NEpeAaydl B apXUB IIKOJIBI MIIM HA YHUYTOXKEHUE XPAHATCS 110
MeCTy UX (POPMHUPOBAHUS.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SMCTBEHHOW, Y4eOHO-BOCTIMTATEIHHON
JESITeIbHOCTH ILIKOJIbI, TPYIIUPYIOTCS OTACIBHO OT MPUKA30B M0 JMYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 0OyUaroImuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmupyercst 3a HEpUoJl KaJIEHAAPHOIO roJa M CUCTEMaTH3UpPYeTCs B
XPOHOJIOTUYECKON MOCIIE0BaTEIbHOCTH.

18.5. [IpoBepka HaMMYUA U COCTOSIHUS JOKYMEHTOB M JIe]l IPOBOJUTCS PU NEpEMELICHUH JIel, IPH
BO3BpAaTe JieJ, IPU peopraHu3alii WU JIMKBUAALUU 00111e00pa30BaTeIbHON OpraHu3aluy.

18.6. B apxuB oOmeoOpa3oBaTeNbHOM OpraHu3anuu (Jajgee - apxuB) IepelarTcs JAena
MIOCTOSIHHOT0, BpeMEHHOT0 (cBbliie 10 jieT) CPOKOB XpaHEHUs U 10 JMYHOMY COCTaBy uepe3 3 rojaa
1ocJje rojia, B KOTOPOM JTOKYMEHTHI OBbLIIM MTOMEIIEHBI B JIEJI0 HAa XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IPOU3BOJUTCS TI0 YTBEPKJACHHBIM OITHCSIM JICI.

18.8. IlogroroBka JOKYMEHTOB W €Nl K Iepefade Ha apXHMBHOE XpaHEHHE M Ha YHUUTO)KEHUE
IpelycMaTpUBaeT:

e DKCIEPTHU3Yy UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OIUCEH JIeN M0 pe3ynbTaTtaM 3KCIEPTU3bl UX LIEHHOCTH;

e odopmieHue Je;

e COCTaBJICHHE aKTOB HA YHUYTOKEHHE TOKYMEHTOB H JIEJl C UCTEKIIMUMHU CPOKAMH XPaHEHHUS.
18.9. DkcnepTr3a IEHHOCTH JIOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOI'O XpaHEHHs OCYIIECTBIISETCS
©KEroJlHO JHIOM (JIMIIaMu), Ha3HAYEHHBIM MPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHBHPOBAHUE.

18.10. B neno momernaercs He 6osee 250 McTOB (TONIIMHA Jeiia IPH TOM COCTaBJIseT He Oolee 4
cM). [Ipu OonbiioM KonuyecTBe JOKYMEHTOB (hOpMHUpPYIOTCS ToMa (dacTH) nena. BHyrpu nena
JOKYMEHTBI PAcCIoNaraloTcs B XPOHOJIOIMUYECKOM IOpsIKE B COOTBETCTBUHU C omuchio. B nena
MIOMEIIAIOTCS TOJIBKO UCTIONHEHHBIE, TPABUILHO O(POPMIICHHBIE JOKYMEHTBI.

18.11. JIokyMeHTBI BHYTpPH Jieja pPacIoJIararoTCs CBEPXY BHU3 B XPOHOJIOTHYECKOM, BOIPOCHO-
JIOTHYECKOW  TOCIE0BAaTEIbHOCTH MJIM MX COYETaHWU. PacnopsiuTenbHble JOKYMEHTHI
TPYNITUPYIOTCS B JIeJIa 110 BUIaM M XPOHOJIOTHH C OTHOCSIIIUMUCS K HAUM TIPUIIOKECHUSMH.

18.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B JIEJ10 1O anpaBUTy haMHUIHi.



18.13. Odopmienue paena mnpeaycMaTpuBaeT: OQOPMICHHE PEKBU3HTOB OOJOXKKH Jeia I0
YCTaHOBJIEHHOW (hopMe; HyMepaluio JIUCTOB B JieJe KapaHIalloM B BEPXHEM IpPaBOM YIIY;
COCTaBJICHHE BHYTPEHHEH OMUCHU JOKYMEHTOB Jiela, MOAIINBKY U Tieperier Aena. JIuct 6ompioro
¢dbopMara, MOAIIUTHIA 3a OJUH Kpal, HyMepyeTcsl KaKk OJMH JHCT B INPAaBOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIiei JIUCTOB, B TOM YKCIIE TICYaTHBIC U3JaHMs, HyMEPYIOTCS B
o01eM mopsiike.

18.14. JIucTsl e, COCTOSIIUX U3 HECKOJIBKUX TOMOB WJIU YacTed, HyMEPYIOTCS MO KaXJI0My TOMY
WM YaCTH OTAEIBHO.

18.15. Tlocne 3aBeprieHHs HyMEpalMH JIUCTOB COCTABIISICTCS 3aBEpHUTEIbHAS HAJIUCh, KOTOpas
pacrojaraercsl B KOHIIe Jefia. 3aBepuTebHasi HAAMKUCh COCTaBJIsIeTCS B Jiee Ha OT/IEIbHOM JIMCTe-
3aBepHTee Jena.

18.16. B 3aBepuTenbHON Haanmucu nudpaMu U MPOMHCHIO YKa3bIBACTCS KOJIMYECTBO JIMCTOB B
JaHHOM Jiejie. 3aBepuTeNbHAas HAMIMUCh TOMAMUCHIBACTCS €€ COCTaBUTENEM C yKa3aHUEM
paciiipoBKM MOANMUCH, IOHKHOCTH M JaThl cocraBiieHus. KomnuuecTBo IHCTOB B Jeine
MIPOCTABJISIETCS HAa 00JIOXKKE JieJia B COOTBETCTBUH C UTOTOBOM HAAMHKCHIO.

18.17. PexBH3UT "CpoK XpaHEHHUs Jena" MEepeHOCUTCS Ha OOJIOKKY JieJa U3 COOTBETCTBYIOLIEH
HOMEHKJIATYPHI JIeJI TI0CTIE CBEPKHM €r0 CO CPOKOM XPAHCHHS, yYKa3aHHBIM B IEPEYHE THITOBBIX
JOKYMEHTOB WUJIM B MEpeYHe IOKYMEHTOB, 00pa3yIomuXcs B AeSITeNbHOCTH (heJepaibHOro OpraHa,
C YKa3aHHEM CPOKOB XPAHCHHUS.

18.18. Ha nenax moCTOSSHHOTO XpaHEHUs UIIeTCs: "XpaHUTh IMMOCTOSHHO".

18.19. Tlpuem nenm mPOU3BOIUTCS COTPYIHUKOM, YIIOJHOMOYCHHBIM Ha BEICHUE NEATEIHHOCTH
apxuBa, C MPOCTABICHUEM B JBYX SK3EMIUISIpaX OMHCHU T OTMETOK O HAIWYUU KaKIO0ro jAena (Ha
KKIOM 9K3EMIUIIPE OMKCH YKa3bIBACTCSA KOJMYECTBO (DAKTHUSCKH MPUHATHIX JCI, Jara Inpuema-
nepeavu Jel, a TaKkKe MOANKUCH apXUBUCTA M COTPYAHMKA, TEPEIaBIIEro Aena.

19. 3ak0YuTeIBbHBIE N0J10KEHUS

19.1. Hacrosimass HCTpyKIUS 1O IEIOTPOU3BOJCTBY SIBISCTCS JIOKAJTHHBIM HOPMAaTHUBHBIM aKTOM
o0mieoOpa3oBaTebHOM OpraHu3aluu, npuHuMaercs Ha OO0meM coOpaHuu paOOTHUKOB U
yTBEpKaaeTcs (BBOAUTCS B ICUCTBUE) MPUKA30M JUPEKTOPA 00111€00pa30BaTEIHLHON OpraHU3alliu.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBIE B HacTosIyto MHCTpyKUuio, opOpMIISIOTCS B
MMCbMEHHOW (hOpMe B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOAaTeNnbCcTBOM Poccuiickoit denepanun.
19.3. MHcTpyKuus mo JelIONpOM3BOJCTBY B IIKOJE NPUHUMAETCS Ha HEONPEIENCHHBIH CpOK.
W3menenusa u nonoiHeHus K MHCTpyKIMU NPUHUMAIOTCSA B MOPSAKE, IPEeyCMOTpEeHHOM 11.19.1.
Hacrosuen Mactpykuuu.

19.4. Tlocne npuHsTHS WHCTpYKIUH (MM M3MEHEHWH W JIOTIOJHEHWH OTIENBbHBIX MYHKTOB H
pa3zenoB) B HOBOW peJaKIuK MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUITY.

lIpunoscenue Ne 1

IIpaBuna
o(opmiieHUs] PEKBU3UTOB 10KYMEHTOB



. Jnsg mDONrOTOBKM JOKYMEHTOB MPHUMEHSETCS TEKCTOBBIM pelakTop, oOecreynBaromui
TpeGoBaHuUs TpapUUECKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugsl u pasMepsl ucnonb3yeMmbix mpudTos: Times New Roman — 12, 13, 14; Calibri 14 u
IpUOIINKEHHBIE K HUM.

3. Ilpy moAroToBKE TEKCTOB B TaONMIAx, IS OOECIEUYeHHUs Jydlledl YWTaeMOCTH JaHHBIX,
JoIycKaeTcs mpuMeHeHue mpudroB Buaa Arial, pazmepon 12,13.

4. Jlnana3oH HUCII0JIb3yEMBIX MEXyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOIO /10 MOJIYTOPHOTO.

5. AG3aiHbBINA OTCTYI TEKCTA IOKyMeHTa - 1,25 cM.

6. 3aroJ0BKH Pa3JIeNIOB U MOAPA3/IEIIOB MEYATAIOTCA ¢ a03aI[HBIM OTCTYIIOM HJIM HEHTPUPYIOTCS T10
LIMPUHE TEKCTA.

7. MHOroCcTpo4HBIE PEKBU3MTHI I1€YATAIOTCA 4Y€pe3 OJUH MEKCTPOUYHBIM HHTEPBaJl, COCTAaBHbIC
4aCTH PEKBU3UTOB OTIEISIOTCS TONOJHUTEIBHBIM HHTEPBAJIOM.

8. Ecnmu JOKyMEHT TOTOBHTCS Il M3/IaHUSI C YMEHBIIEHHEM MacIiTada, TeKCT IMedaTaeTcs yepes
JIBa MHTEpBaa.

9. NuTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBasl MEXIy CIOBaMHU - OAMH IPOOE.

10. TekcT 1OKyMeHTa BbIpaBHUBAETCS MO LIMPHUHE JKCTa (110 TPaHULAM JIEBOIO U MPABOro MOJei
JIOKYMEHTA).

11. JInvHa caMoii IJIMHHOW CTPOKM PEKBU3MTA IIPU YIJIOBOM PACIIOIOKEHUHM PEKBU3UTOB HE Oolee
7,5 cMm.

12. JlnvHa camMOM IJIMHHOW CTPOKM PEKBHU3UTA IIPU HMPOJOJBHOM PACIONIOKEHUM PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopmbl fokymeHTa

Kon ¢opmbl nokymeHTa mpocTaBisercss Ha yHUGHUIMPOBAHHBIX (hOpMax JOKYMEHTOB, B OCHOBHOM
UCTIOJB3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpOTE MIKOJBL. Pacmomaraercss kox GopMbl B MPaBOM
BEpXHEM yIily pabodero mois JIOKYMEHTa, cocToMT u3 cioB "dopma mo" (HamMeHOBaHHE
Kknaccudukaropa) u mudpoBoro Koja.

Ipumep - @opma no OKY/] 0301001.

14. HauMeHOBaHUE HIKOIbI

HaumeHoBaHMe MIKOJBI JOJKHO COOTBETCTBOBaTh HAWMEHOBAHUIO FOPUIMYECKOro JIMIIA,
3aKpeMJICHHOMY B €ro  yupeiuTelbHBIX JOoKyMeHTax (YcraBe 001eoOpa3oBaTeabHOM
opranu3zaiuu). [log HauMeHOBaHMEM HIKOJIBI B CKOOKAX yKa3bIBAETCsl COKpAILICHHOE HAUMEHOBAHUE
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

Han HaMeHOBaHMEM IIKOJIBI - YKa3bIBAETCS MOJTHOE HAMMEHOBAHUE BBIIECTOSAIICH OpraHu3aluy.

15. CnpaBoyYHbIe IaHHBIE O IKOJIE

CrpaBouHbI€ JTaHHBIE O IIIKOJIE BKJIIOYAIOT B ceOs: MOYTOBBIM ajpec, HoMmepa TenedoHa, dakca,
azipec MEeKTpoHHOM mouThl, Kojx mkoiasl o OKIIO (mpocraBnsercs mo OOmepoccuiickomy
KJIacCU(PUKATOPY NPEANPUITUN U OpraHU3alMii), OCHOBHON I'OCYJapCTBEHHbINH PETUCTPALlMOHHBIN
Homep (OI'PH), unentudukanmoHHbli HOMEp HAJIOTOIUIATENBIINKA/KO/] IPUYNHBI TOCTAHOBKH Ha
Hanorosbiit yuer (MHH/KIIIT).

16. HaumeHoBaHuWe BUIa JOKYMEHTA

PexkBu3uT ucnonp3yercs JUid yKa3aHHs BUJa JOKYMEHTa M pacloyiaraetcsl MOoJ PEeKBU3UTOM
«HaUMEHOBaHME 00IIe00pa3oBaTeNbHON oOpraHuzanuu». HauMmeHoBaHHME BHIA JOKYMEHTa HeE
YKa3bIBa€TCs B MUCbMaXx.

17. JaTta noKymMeHTa

JlaToli ngokyMeHTa sBJS€TCsl Jara ero MoANnMucaHus (IpuKa3, MUCbMO, 3alKcKa, akT H Jp.),
YTBEp)KICHUS (MHCTPYKLHMS, MOJOXKEHHE, NMpPaBWIA, PErJIaMEeHT, IUIaH, OTYeT U Jp.), COOBITHS,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (TIPOTOKOIM).




Jlata TOKyMEHTa MPOCTaBISAETCS JODKHOCTHBIM JIMIIOM, MOAMUCHIBAIONIUM WM YTBEPKIAIOIINM
JTOKYMEHT, WJIM HpU PETHCTPAllMH JOKYMEHTa, WM HEMOCPEACTBEHHO COCTaBHUTENEM IpHU
IIOITOTOBKE JOKYMEHTA (CiIyeOHasl 3alKcKa, 3asiBJICHUE U Jp.).

JIOKyMEHTBI, M3/1aBa€Mbleé COBMECTHO C JPYTHMMHU OPTaHHU3AIMSIMU JOJDKHBI UMETh O/IHY (EIHHYIO)
Iary.

Jlaty nokymenTa oOopMIISIIOT apabCKUMK U(PaMH B TTOCIIEI0BATEILHOCTH:

e JIeHb Mecdla, Mecsdl, roia. JleHp Mecdna U mMecan OQOPMIISIOT ABYMs IapamMH apaOCKuX
mudp, pasaeNeHHBIMH TOYKOW; TOJ - 4YeThIpbMsA apaOckumu 1mdpaMu, HarpuMmep:
01.12.2017. Byksa "r" mociue uugp He CTaBUTCS.

e IIpHU CIOBECHO-IM(POBOM crocode opopMIICHHUS AaThl JE€Hb MecCsla yKa3bIBaeTCsl Mapoi
apabckux 1udp, ro YeTbIpbMs apabckumu udpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpannoHHEI HOMED TOKYMEHTA

Peructpaiimonnbeiii HomMep JOKYMEHTa MPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOM pErucTpaluu,
IIPUHATON B LIKOJIE.

Peructparnmonnsiii HOMep MPUCBAUBAETCS IOKYMEHTY MOCJE €ro MOANUCaHus (YTBEPKICHHS).
CcpuiKa Ha PerucTpalMOHHBIN HOMEp U 1aTy JJOKYMEHTa

Ccbuika Ha UCXOJAIINI HOMEp U JAaTy JOKYMEHTa aJpecaHTa BKIIOYAeT B ce0si perucTpaliOHHBIHN
HOMEp U JIaTy TOKyMEHTa, Ha KOTOPBIH JIOJDKEH OBITh JIaH OTBET.

19. Mecro cocrapiieHus (M3JaHMS ) JOKYMEHTA
MecTto cocTaBieHMs UM U3/1aHUs TIOKyMEHTa - "Topo] ..." - yKa3bIBaeTcs Ha OJIaHKaX MIPOTOKOJIOB
1 aKTOB, COCTABJIIEMbIX B 00111€00pa30BaTeIbHON OpraHu3alty.

20. Anpecar

B pexBuszute "Anpecar" ucnonb3yrorcs opuiManibHble HAUMEHOBAHUS OPraHOB TOCYIapCTBEHHON
YW HCHOJHUTEIBHON BIJIACTH, OPTaHOB MECTHOTO CaMOYyIpaBieHHs, opranuzanuil. [lomyckaercs
UCIOJIb30BaTh O(UIIMATBHO MPUHATHIE COKPAIIEHHbIE HAUMEHOBAHUSI OPTaHOB IOCYJApCTBEHHOMN U
WCTIOTHUTEJILHON BJIACTH, OPTaHOB MECTHOTO CAMOYIIPaBJICHUS, OpTraHU3aAIIMA.

[Ipu anpecoBaHMM AOKYMEHTAa JOJKHOCTHOMY M YaCTHOMY JIMIY WHHIMAIBl CTaBSATCSA IOCIE
bamunuu.

Ilpumep - Pyxosooumenio OO0 «Cmpoumensy
Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH MpaBOi 4acTH JAOKyMEHTa (Ha OJlaHKe ¢ yIJIOBBIM
pacrlojoKeHUEM pPEKBU3UTOB) WJIM CIpaBa I[0J pEKBU3UTaMH OyiaHka (MpU MPOAOIHHOM
pacroyio’keHNH PeKBU3NUTOB OsiaHka). CTPOKM peKkBH3UTa "ajpecar" BBIPABHUBAIOTCS IO JIEBOMY
Kparo WIHA HEHTPYIOTCS OTHOCUTENIBHO CaMOM JINIMHHOM CTPOKH.

IIpu anpecoBaHuM JOKyMeHTa 0e€3 YyKa3aHUS JOJDKHOCTHOTO JIMIla HAaUMEHOBAaHMS aJpecaToB
MUIITYTCS B UMEHUTEJILHOM MaJIeXe, HalpuMep:

Opeanvl cmamucmuku 2opooa Mockevl

[Ipu anapecoBaHMM [TOKyMEHTAa PYKOBOIUTEIIO OpraHU3AMM HAWUMEHOBAHHE JIOJDKHOCTH
YKa3bIBae€TCs B AATEILHOM MaJIexkKe, HapUMep:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.

[TouTtoBBIE aapec HE yKa3bIBa€TCI B JOKYMEHTaX, HaMpaBIsSEMbIX B BBICHINE OPTraHbI
rOCy/IapCTBEHHON BIACTH, (efepanibHbIe OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIE
OpraHbl, OpPTraHbl TOCY/IAPCTBEHHON U UCIIOTHUTEIILHON BJIACTH, TIOCTOSI HHBIM KOPPECTIOHICHTaM.



IIpu agpecoBaHuu nuUcbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HAUMEHOBAHME, 3aTE€M IIOUYTOBBIN anpec,
HaIpuMmep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccuiickuii  HayuHO-uccie008amenbCkutl.  UHCIMUMym
OOKYMEHMOBEOeHUs U APXUBHO20 0eld
IIpoghcorosnas yn., 0.82, Mocksa, 117393

[Ipu anppecoBaHuu [OKyMEeHTa (DU3UUYECKOMY JIMIY YKa3blBalOT (aMUJIMI0 W HWHUIUAIbBI
MoJTy4aTelis, 3aTeM MOYTOBBIN ajipec, Hanpumep:

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

PexBusut "Anpecar" He MOMKEH coaepxkarh Ooyiee derbipex anpecartoB. Crmoo "Komus" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM aJipecaraMu He ykasbiBaercs. [Ipm uumcne aapecatoB Goiee 4-x
COCTABIISICTCSI CITUCOK PACCBUIKU JIOKYMEHTA.

Ecnu nokyMeHT OTHpaBisieTcss B HECKOJIBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOJIBKO
CTPYKTYPHBIX TIOJIpa3iclIiCHUI OpraHa UCTIOJHUTEILHOM BJIACTH, TO OHU YKA3bIBAIOTCS 0OOOIICHHO.
ITpumep:

Pykoeooumenam yupexcoenuii CI10

20. 'pud yTBEpKIeHUS TIOKYMEHTA

I'pud yTBEepKIeHHUS MPOCTABISETCS B MPABOM BEpXHEM yYriy aokymeHTa. CTpOKH pPEKBU3WTA
BBIPAaBHUBAIOTCS MO JIEBOMY Kpar WIM LEHTPUPYIOTCS OTHOCUTENBHO CaMOMl JUIMHHOM CTPOKH.
JIOKyMEHT  yTBEp>KHAeTCs  JOJDKHOCTHBIM  JUIOM  (JOJDKHOCTHBIMH — JIMIIAMH) WA
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAHOBJICHUEM, PELICHUEM, TPUKA30M, PACTIOPSKEHUEM).
[Ipu yTBepkIeHHH TOKYMEHTA JOHDKHOCTHBIM JIMIIOM TPHU( YTBEPXKICHHS IOJKEH COCTOSITh W3
cnoBa YTBEPXJIAIO (0e3 kaBblueKk), HAMMEHOBAaHUS MJOJDKHOCTH JUIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €T0 MOJIIUCH, UHUIIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUSI.

ITpumep:

VTBEPJIAIO
Jupexmop MKOY "Moeunésckas COLL um.H.Y.A3u306a"
U.0. ©amunua

21. Jlata

[Ipu yTBEpKI€HNN TOKYMEHTA HECKOJIbKUMHU JOHKHOCTHBIMU JIUI[AMHU WX TIOJIITMCH PACIIONIaraloTCs
Ha OJIHOM YpOBHE.

[Ipu yTBepkaACHHHN TOKYMEHTA PACHOPSIUTEIBHBIM TOKYMEHTOM TpHQ YTBEPKICHHS COCTOUT U3
cnoB YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBAaHMEM BHJA YTBEPKIAEMOr0 JOKYMEHTa, HAMMEHOBAaHWUS BHJAa JOKYMEHTa B
TBOPUTEJIBHOM MAJIEXKE, €T0 AaThl, HOMEPA.

IIpumep:

YTBEPK/IEHO

npuxaszom MKOY "Mozeunésckasa COL um.H.Y.A3u306a"
om 01.03.2020 Ne 57

22. 3arojoBOK K TEKCTY




3aroJoBOK K TEKCTy - KpaTKoe COAep)KaHuEe JOKyMEHTa. 3arojloBOK K TEKCTy IpHKa3a
dbopmynupyercs ¢ npemyiorom "O" ("O6") n oTBevaeT Ha Borpoc "o uem?"):

e 1puka3s (0 yem?) 0 cO3JaHUN KOMUCCUU;

e 1mpuka3 (0 yeM?) 00 yTBEP)KICHUH ITATHOTO PACIIHCAHMS;

e THCHbMO (0 YeM?) O IPeAOCTaBICHUH HH(POPMALINH.
3aroyioBOK K TEKCTY 0opMIIsieTcs 101 peKBU3UTaMU OJIaHKa CIeBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTALMS JOKYMEHTA COCTaBIISIETCSI aBTOPOM MPOEKTa
JIOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIIATHCS, €CITH 00BEM IOKYMEHTA HE MPEBBIIACT 4-5 CTPOK.

23. Tekct noKyMeHTa
JIOKyMEHTBI 00Ie00pa30BaTEIbHON OpPraHU3allii COCTABIISIIOTCS HAa TOCYAapCTBEHHOM  SI3BIKE
Poccuiickoit deneparuu - pyccKkoM.
TekcT MOKyMEHTa MOXKET COJAEpKaTh pas3/eibl, MMOAPa3/eibl, MyHKTHI, MOIIYHKTHI, HyMEpYEeMbIC
apabckuMu g pamu.
B npukazax TeKCT JOKyMEHTa M3JIaraloT OT IIEPBOTO JIMIIA SAMHCTBEHHOTO YUCIIA («IIPUKA3BIBAIOY)
B nokyMeHTax KOJUIETHATbHBIX M COBEHIATEIBHBIX OpPraHax OT TPEThEro JIMIA EAWHCTBEHHOTO
yucna: («cobpaHue... peumioy)
TekcT mnpoTOKONIAa W3JAraeTcs OT TPEThEro JIMIa MHOXKECTBEHHOTO 4Hcha («CIyliaimy,
«BBICTYITHIINY, «ITOCTAHOBUJINY, «PEIIHIIN),
B COBMECTHBIX MOKYMEHTAaX TEKCT H3JIAaral0T OT IEPBOTO JIMIAa MHOXXECTBEHHOI'O YHCIIA!
(«TIpUKa3bIBACM», «PEIIHITNY).
B nenoBbIx (ci1y:keOHBIX) MUCbMAaX MCIIONB3YIOTCS (hOPMBI U3TI0KEHUS:

e OT IMEPBOrO JIMIIA MHOXKECTBEHHOTO 4YHCIa («IIPOCHM HANpaBUTh», IMPEACTABIIEM Ha

paccMOTpeHUE»);

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

e OT IEPBOTO JIMIIA CAWHCTBEHHOTO 4YHciaa («CUUTAD HEOOXOAMMBIMY, «IIpeajiararo
PacCMOTPETHY).

[Tpu ynorpebnenuu B Tekcte (haMuIuil U1 MHUIMATBI YKA3bIBAIOTCS TocTe GaMIIINN.
B nenoBbIX (CayKEOHBIX) HUChbMAaX MOT'YT HCIIOIb30BATHCS:
e BCTYyNHUTEIbHOE OOpalleHue:
Yeaocaemwiii cocnooun Heanos!
Yeaoicaemas cocnooca I[lemposa!
Yeaowcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesna!
Veaoccaemvie cocnooa!

B oOpamieHnu 1Mo JOJDKHOCTH HAaWMEHOBAHHE JOJDKHOCTH TIHMIIETCS C TPONMUCHOW OYKBBI, B
oOpartieHuu 1o (haMUINH UHULIAATBI JIUIA HE YKa3bIBAIOTCS.

e 3AKJIFOYMTENIbHAS dTHUKETHAs (pasa:
C ysaoicenuenm, ...

CTpaHuIBl TOKYMEHTa HYMEPYIOTCS, HAUYMHAsl CO BTOPOT'O JIUCTA JIOKyMEHTa apaOCKUMHU IHdpamu
MOCEepeINHE BEPXHETO MOJIS.

TekcT MOKyMEHTa OTHENSIeTCS OT 3arojioBKa JBYMs WM TPEMsI MEXIYCTPOUYHBIMH WHTEpPBAIAMU
HCIIOJIb3YEMBIMH B TCKCTC.

24. OTMeTKa 0 IPUIIOKEHUN

OTMeTKa O MPWIOKEHUH HUCHONB3YyeTCsl MpH OQOPMICHMHM THCEM U TMPUIOKEHHH K IUIaHaM,
MporpaMMamM, OTYETaM, MTOJIOKEHUSIM, TIPABHIIaM, HHCTPYKIIHSM H IPYTHM

JIOKYMEHTaM.




B nucemax oTMeTKa 0 MPHUIIOKEHUH OPOPMIISETCS MO/ TEKCTOM MUChbMa Ha PacCTosHUM 1,25 cM oT
IPaHULBI JIEBOTO NOJIA. Ecian NpuitokeHne Ha3BaHO B TEKCTE IHMCbMA, B OTMETKE O IPUIIOKECHUU
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUISIPOB IIPUIIOKEHHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.
[Ipy HaMMYUU HECKONBKUX TPUIIOKEHUH, B OTMETKE O TMPWIOKECHHH OHU HYMEpPYIOTCS,

YKa3bIBAIOTCSI HAUMEHOBAHUS KAXKIOrO IPUIIOKEHHUs, KOJHUYECTBO JIMCTOB U  KOJUYECTBO
3K3EMIUISIPOB, HAIPUMED:

Ipunooscenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpasra o noomsepaicoenuu pakma ooyyenus... Ha 1 1. 8 1 3x3.

Ecnu nmpunoxenus: cOpOIIOPOBaHbI, TO KOJUYECTBO JIUCTOB HE yKa3blBaeTcs. Eciau mpuioxeHnue
HAIPaBISIIOT HE BO BCE YKa3aHHBIC B JIOKYMEHTE aJpeca, TO OTMETKY O €ro HaJMYHK O(OPMIISIOT
CIIEAYIOIIMM 00pa3oM, HalpuMep:

Ipunoosicenue: na 3 1. 6 1 9x3. monvKo 6 nepawlii aopec.

Ha npunoxxeHusix K npaBuiaaM, HHCTPYKLHUSM, MOJIOKEHUSAM, IUIAHaM, IIporpaMmam, J10roBopaM U
APYTUM JTIOKyMEHTaM OTMETKa O INPHJIOKEHHM IPOCTABISAETCS HA IEPBOM JIMCTE HNPUIOXKEHUS B
[IpaBOM BEPXHEM YTIIy.

Ecnu npunokeHue oJHO, OHO HE HyMepyeTcs. Eciu MpUIoKeHW HECKOJIbKO, OHU HYMEPYIOTCS
(npunoxkenue 1, mpritoxeHue 2).

B TekcTe moKymMeHTa IpH TIEPBOM YITOMUHAHHUH JOKYMEHTA-TIPUJIOKEHUS B CKOOKaX YKa3bIBaeTCs:
... (mpuioxxeHue) Wik ... (MpuiokeHue 1); mepea HOMEPOM IMPHIIOKEHHS JIOMYCKACTCS CTaBUTh
3HaK HOMEDpA: ... (mpuokerue N 2);

B oTMeTke 0 MpHIIOKEHUH YKa3bIBaeTCsi HAUMEHOBAHHE BUJA OCHOBHOTO JIOKYMEHTa, €ro JlaTa u
HOMeEp, HapuMep:

Ipunoxcenue N° 2 k npuxaszy MBOY Illkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunoxeHneM K JOKYMEHTY (Hampumep, K IpUKa3y) SBISETCS YTBEPXKIAeMbl JOKYMEHT,
(mosio>xeHue, MpaBuiIa, UHCTPYKLUSA, PErJaMeHT M JIp.) B BEPXHEM IMPaBOM YIJIy MPOCTaBIISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — IPUP YTBEP>KACHUS, HAIIPUMeEp:

Ilpunosxcenue

VTBEP)X/IEHO

npukazom MKOY "Moeunéscxas COLL um.H.Y.A3uz06a"
om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzura "OTMeTKa O MPHUIOKEHUU" JOJKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cormacoBaHusl JOKYMEHTA

I'pucd cormacoBanmsi JOKyMEHTa UCTIONB3YETCS TIPU COTJIACOBAHHUH JOKYMEHTA C OpraHaMH BIIACTH,
OpraHu3alusIMi WIH JOKHOCTHBIMA Junamu. OH coctout u3 cinoBa “COI'JTACOBAHO™,
JOJKHOCTH JIUIAa, KOTOPBIM COIJIACOBAH JIOKYMEHT (BKJIIOYash HAWMEHOBAHHE OpTaHM3AIlNH),
JTUYHOW MONUCH, pacin(pOBKHU MOAMUCH (MHUIIMATIOB, ()aMUJIMH) U IaThI COTJIACOBAHMS.




IIpumep:

COI'JTACOBAHO

upexmop MKOY "Moeunésckaa COLL um.H.Y.A3uz06a"
P.M.Mamanosa

01.12.2017

['pud coryacoBanusi B 3aBUCUMOCTH OT BHJIa JOKYMEHTA U OCOOCHHOCTEH ero 0hopMIICHUST MOKET
IPOCTABISATHCS:

e Ha NEPBOM JIUCTE JOKYMEHTa (eCIM JOKYMEHT UMEET THTYJIbHBIA JIUCT, - HA TUTYIHHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda YTBEPKACHHS WU O] HAMMEHOBAHUEM
JIOKyMEHTA OJIMKEe K HIPKHEMY TI0JIIO);

e Ha MOCJEIHEM JIHCTE JOKYMEHTA IO/ TEKCTOM;

e Ha JIMCTE COTJIACOBAHMSI, SBJISFOIIEMCS HEOTHEMIIEMOW YaCThIO JIOKYMEHTA.

BHemHee corimacoBaHHe TakKe MOXET OBITh OCYLIECTBICHO JPYIMM JOKYMEHTOM - ITHCHMOM,
MIPOTOKOJIOM, ITPUKA30M.
[Ipumep:

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

26. Buza

CornacoBaHue NpOeKTa JOKYMEHTa 0(hOPMIISIETCS] BU3OM.

Buza mpocraBnsieTcs cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOUIMM TOKYMEHT, W BKJIIOYaeT B ceOs
HaMEHOBAHME JIOJDKHOCTH BHU3UPYIOIIErO, €ro JIMYHYIO IOJANHUCH, PACHIU(POBKY MOANUCU
(uHMUMATBL, (AMUIINIO) U AATY.

ITpumep:

3amecmumens oupekmopa
U.0. Damunus
03.04.2020

JlomyckaeTcs OJIMCTHOE BUSUPOBAHUE TOKYMEHTA U €r0 IIPHIIOKEHUN.

[Ipy Hamuuum 3aMedaHMii, JONOJHEHUHM K TPOEKTYy JOKYMEHTa BHU3a JIONOJIHSETCS
COOTBETCTBYIOIIUM YKa3aHUEM.

Jlnst noKyMeHTa, NOJJIMHHHUK KOTOPOrO OTIPABISAIOT W3 IIKOJBI, BHU3bl IIPOCTABIIAKOTCA HA
JK3EMILIApaX JOKYMEHTOB, IIOMEIIAEMBIX B JIEIIO.

Jlnst nokymeHTa, MOUIMHHUK KOTOPOTO OCTAeTCsl B IIKOJIE, BU3bl COTJIACOBAHUSI ITPOCTABIISIIOTCS Ha
000poTe MOCJIEAHEro JMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IOCIEJHEM JIUCTE JOKYMEHTa IOJ
MOAIUCHIO.

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

COOCTBEHHOPYUYHYIO MOJIHUCH; paCHIM(PPOBKY NOANUCH (MHULMANBI, paMUINA):
IIpumep:

Jupexmop nuunas noonuce U.0.@amunus

Ecnu pmokymeHnT odopmieH He Ha OJaHKe, B HAWMEHOBaHWE JOJDKHOCTH BKIIFOYAETCS
HaWMEHOBaHME 0011e00pa30BaTEIbHON OpraHu3aiy (MOJIHOE Ha3BaHWE MIKObBI). JlomyckaeTcs B
pexBuzute "lloamuch MOMKHOCTHOrO JWIA" MEHTPUPOBATh HAWMEHOBAHHE JOJDKHOCTU JIHIIA,
oA CABIICTO JOKYMCHT, OTHOCHUTCIILHO camou JIJ'IPIHHOﬁ CTPOKH.



[Ipn moanmucaHum NOKyMEHTa HECKOJIbKMMH JOHKHOCTHBIMU JIMIAMU Pa3HBIX JOJKHOCTEM HX
MOAMKMCH PACTIONaratoT OAHY IO APYTrod B TOCIEIOBATEIHBHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHUMaeMOM JTOJLKHOCTH.

[Tpumep:

Jlupexmop nuunas noonuce 1.0.D.
3amecmumens oupexmopa auynas noonucey 1.0.D.

IIpy mnoanucaHuM JOKYMEHTa HECKOJbKMMM JIMIAMHM PaBHBIX [JOJDKHOCTEH MX MOJANUCU
pacroyiaratoT Ha OIHOM ypOBHE.

B noxymeHTax, cOCTaBJIEHHBIX KOMUCCHEH, YKa3bIBAETCS CTATYC JIMLA B COCTaBE KOMUCCHM:
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBAaHMEM JOJDKHOCTU ([IOOaBJIATh Kakue- JHOo
IIPUCTABKH).

Ecnu pgupexktop WM HMHOE YHOJHOMOYEHHOE Ha NOANMCAHUE JIOKYMEHTA JIMIIO BPEMEHHO
OTCYTCTBYeT (OTHYCK, OOJIe3Hb, KOMaHIMPOBKA) WJIH JOJHDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJIKCHIBAET  COTPYIHHUK,  YIOJIHOMOYEHHBIH HAa  MOANUCAHHUE B  COOTBETCTBUH  C
pacnopsIAUTENbHBIM JOKYMEHTOM WJIM HAJEJICHHbIA IMOJHOMOYUSMH, YCTAHOBJICHHBIMU MPUKA30M
mkossl uin yupenurens (JIOrM), ¢ ykazanuem cBO€i TOKHOCTU U TTOJIHOMOYHMSI, HATIPUMED

3amecmumens oupekmopa noonucv U.0. Damunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucs U.0. amunus
WK

u.o. oupexmopa noonucv U.0. Damunus

PexBusutr "llognmuck JOMKHOCTHOTO JMIA" MOXET OBITH OQOPMIICH COOCTBCHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANUCAHUHM CIYXEOHOW 3amuckd 0e3 NpPUMEHEHHUS TEXHUYECKHX
cpencTB) U060 0OPMIIEH C UCTIONH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch MODKHOCTHOTO Juna" € HCHOJIB30BaHUEM
TEXHUYECKUX CPEJICTB BUJ U pa3Mep MmpudTa yKazaHHOTO PEKBH3UTA HE MOXKET OTJIUYATHCA OT
BHJIa M pa3Mepa mpuQTa OCHOBHOTO TEKCTA TOKYMEHTA.

PexBuzut "lloamuch MOMDKHOCTHOTO JHIA" OTACISIETCS OT TEKCTAa TPeMs WM  YEeThIphMs
OJIMHAPHBIMU MEKyCTPOUYHBIMU HHTEPBAIAMHU.

28. [leuatp

[leyatp sBAsieTCST COCOOOM TMOATBEPXACHUS MOUIMHHOCTH MOJMUCH JOJKHOCTHOTO JIMIIA Ha
nokyMeHTe. IledaTp cTaBUTCS Ha NOKYMEHTAaX B CIydasX, NPELYCMOTPEHHBIX 3aKOHOJIATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH NPAaBOBBIMU aKTaMHU.

[ledats craBUTCA Ha CBOOOJHOM OT TEKCTa MECTe, MPU STOM OTTHCK I€YaTH HE 3aXBaThIBAET
JUYHOM MOJAIMUCH JOHKHOCTHOTO JIMIA MOJANKCABUIETO JOKYMEHT, WJIM B MecTe, 0003HaYeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, moJAroTOBIEHHBIX Ha OCHOBE YHU(PHUIIMPOBAHHBIX (POPM, IIeUaTh CTAaBUTCS B MECTE,
o6o03HaueHHOM oTMeTKOo# "MII" unu uHBIM 00pa3zom.

29. OtMeTka 06 UCTIQIHUTENE

OtMmerka 00 wcmonHUTENE (ABTOpE) JOKYMEHTAa MPOCTABISETCS Ha MUCHhbMax IIKOJIBI B JIEBOM
HUKHEM YTITy JIMIEBOM CTOPOHBI MOCJEIHEr0 JUCTa JOKYMEHTa OT TPAHMIIBI JICBOTO TOJIS UITH, PU
OTCYTCTBHH MeCTa, - Ha 00OPOTHOW CTOPOHE BHU3Y CJICBA.

OtmeTka BKJIIOYAaeT (aMWIHIO, UMS, OTYECTBO HCIIOJHUTENSI U HOMEp ero TenedoHa, a Takxke
OTMETKa 00 WCIIOJHHUTE]IE MOXKET JIOMOJHATHCS HAWMEHOBAHUEM JOJDKHOCTH W JJIEKTPOHHBIM
aJIPeCOM HCIIOTHUTEISL.




IIpumep:

Usanos Hean Heanosuu, cneyuanucm no oxpare mpyoda
(928) 676-44-62

30. OTMeTKa 0 3aBepeHHUH KOMIUU

JUi IOATBEPKAECHUS COOTBETCTBUS KONMMHU (BBIIMMCKU U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
IOCJIETHEM JIUCTE KOMUHU (BBIIUCKU W3 JOKyMeHTa) moj pekBusuToM "[loamnuce" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOIIUMY.

OTmeTKa O 3aBepeHUHM KONMH BKIIIOYAET: CIOBO «BepHO», HaMMEHOBAaHME [JOJDKHOCTH JIMIA,
3aBEPHBILETO KOIMHIO, COOCTBEHHOPYYHYIO IOAINUCH, pACIIU(PPOBKY TMOANUCH (MHUIUAIIBI,
(bamunuio), 1aTy 3aBepeHMst KOIMH JOKYMEHTA.

PexBm3ur «OTMeTKa O 3aBepeHHHM KOMHMHM» MOXXET OBbITh oOQopMIeHa OT pyKH HWIH C
UCIIOJIb30BAHNEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaX bl TUCT MHOTOCTPAHUYHOM KOIIMU JOKYMEHTA.

31. OrMeTKa 0 IOCTYIUIEHHUH TOKYMEHTA

OTMeTKa O TOCTYIUIEHUH JTOKYMEHTa COJAEPXKUT BXOMSIIUNA PEruCTPAllMOHHBI HOMEp M AaTy
MOCTYIUICHUS JOKyMeHTa. [lomyckaeTcsi yka3aHuWE 4YacOB M MHUHYT TOCTYIUICHUS JIOKYMEHTa C
3aBEPEHUEM TOMUCIMHU 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa 0 IOCTYIIJIEHUU JOKYMEHTa MOYKET MIPOCTABIIATHCS C UCTIOJIB30BAaHUEM IIITAMIIA.

32. Pesomronus
Pesouroniust coepkuT yKazaHUE 10 MCIOJHEHHIO JoKkyMmeHTa. OHa odopmisieTcs Ha CBOOOJHOM

MecTe paboyero mnosjis J0KyMeHTa.

Pe3omronus Bkirouaer B ceOst: (paMUIINIO, MHUIHMAIBI UCTIONHUTEINS (MCIIOTHUTENEH ), TOpyYEeHUE 10
JTOKYMEHTY, HOANHNCH aBTOPA PE3OJIIOINH U ATy 0(POPMIIEHUS PE3OIIOLHUH.

Pe3omronus, Mo yCMOTpPEHHIO JHIA, JAIOUIETO MOPYYEHUE, MOKET BKIIOYATh B CE0Sl TaKKe CPOK
HCIIOJIHCHUSA JOKYMCHTA.
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