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1. OBIIME NNOJIOXKEHUSA

1.1. Hacrosimas MHCTpyKLMsS MO JENOMPOU3BOJCTBY B IIKOJIE pa3padoTaHa B COOTBETCTBHH C
@denepanbHbIM 3aK0HOM OT 29.12.2012 Ne 273-®3 "OO6 obOpaszoBanuu B Poccuiickoit @enepanuu” ¢
n3MeHeHussMu oT 25 nekadbps 2023 romxa, OCT P 7.0.97-2016 «Cucrema ctangapToB 10 HHPOPMAIIUH,
OMONIMOTEYHOMY U H3/aTelbCcKoMy aeny, «OpraHu3aloHHO-PACHOPSAUTENbHAS —JTOKYMEHTAIIUS.
TpeboBanust k 0hOpMIICHUIO JOKYMEHTOB», a TakKe YCTaBOM 0O0IIe00pa30BaTeIbHOM OpraHU3aluu U
JPYTMMU HOPMAaTHBHBIMHM IpaBOBbIMU akTaMu Poccuiickoin ®Penepauyu, periaMeHTHPYIOLIUMU
NesITeNIbHOCTh 00111e00pa30BaTeNIbHBIX OpraHU3aIHil.

1.2. JlanHas MHCTpYKIUS TO JEIONPOU3BOACTBY B mikonie (manee - MHcTpykmms) oOo3Hadaer
MpaBWia MOATOTOBKU U O(OPMIICHUS JOKYMEHTOB B 00II€00pa3oBaTeIbHOM OpraHu3aliu, ONpeaesseT
CcTaHzapThl O(OPMIICHUS PEKBH3UTOB, OJAHKOB JOKYMEHTOB, COCTAaBJICHUS IPUKA30B, IOJIOKECHHHA
MHCTPYKLHUN, a TakkKe periiaMeHTUpyeT (opMHpoBaHHE AeN U HX TeKyllee XpaHEHHE, MOJArOTOBKY
JOKYMEHTOB U JIeJ1 K IIepe/iaue Ha apXUBHOE XpaHEHHE B 00111e00pa30BaTeIbHON OpraHu3alllu.

1.3. MHCTpYyKIMS 1O IENONPOU3BOJICTBY pa3padoTaHa B LEJISX YCTAaHOBIICHHS €IWHBIX TpeOOBaHUMN
K TOATOTOBKE, 0OpabOTKe, XpaHEHUI0O U UCHOJIB30BAHUIO O00pa3yloUIMXCi B JEATEIBHOCTH
o0mieo0pa3oBaTeIbHOM  OpraHW3alliil W TOCTYMAOMIMX B  IIKOJIY JOKYMEHTOB, a TaKXKe
COBEpIICHCTBOBAHUSA U TMOBBIIIEHUS 3(PPEKTUBHOCTH JIEIOMPOU3BOJACTBA  00IIC00pa30BaTENBHOM
OpTaHU3aIHH.

1.4. Tlonoxenuss WHCTpYKIMH pacHpOCTPaHSAIOTCS Ha OpraHU3aluio padoThl C JOKyMEHTaMu
HE3aBUCHMO OT BH/Ia HOCHUTENS, B TOM YHCIE C JJEKTPOHHBIMU JOKYMEHTaMH, BKIIIOYasl MOATOTOBKY,
00paboOTKy, XpaHEHHWE U  HCIOJb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMH C  ITOMOIIBIO
MH(POPMAIMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, METOJAMYECKOE PYKOBOJICTBO, COBEPILIECHCTBOBAaHHUE JEIOMPOU3BOJCTBA U
KOHTPOJIb 3a COOJIt0/IEHnEM HacTosue IHCTPYKIMK B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 3a BEJICHUE
JeIIONPON3BOCTBA.

1.6. IlpaBa 1 00s13aHHOCTH PAOOTHUKOB, OCYIIECTBISIFOIINX PabOTy C TOKYMEHTaMHU B CTPYKTYPHBIX
MoJpa3/ieieHusiXx ~ o0lieoOpa3oBaTeNbHOM  OpraHM3alldd,  YCTaHaBIMBAIOTCA  JOJDKHOCTHBIMHU
WHCTPYKIMSMH WU TIPUKA30M TUPEKTOPA.

1.7. Cgenenus, conepramuecss B JOKyMEHTaX, MOTYT OBITh HCIOJb30BAaHBl TOJBKO B PabOYMX
LEeIsIX B COOTBETCTBUU C IOJHOMOYMSIMM COTpPYJHHUKaA, paboTaromiero ¢ JgokymeHTamu. Pabota c
JOKyYMEHTaMH BHE TIOMEIIEHUI IIKONbl He jomyckaerca. Ilpu yTpaTe HOKYMEHTOB TPOBOAMTCS
CiTykeOHast TpoBepKa.

1.8. Ilpu yxome B oTmyck, nepeBoje (IepeMelieHnu) Mo padoTe WM B Cilydae yBOJbHEHHUS
COTPY/ZHUK 00sI3aH TepeaTh BCE HAXOISAIIMECs Y HETO JIOKyMEHTBI HHOMY COTPYAHHKY, OTPENEIEHHOMY
B COOTBETCTBUHU C yKa3aHHEM HEMOCPEJCTBEHHOTO PYKOBOJIMTENS YBOJIBHSAEMOIO, YXOJSIIEro B OTIYCK
WJTU TIEpeBOIAIIErocs (IepeMeriaeMoro) mo pabore CoTpyaIHUKA.

1.9. UHcTpykuus obs3arenbHa A1 COONII0IeHUs] BCeMU paOOTHUKAaMU HIKOJIbI. BHOBB MPHUHSATHIE Ha
paboTy COTPYAHUKH, B JOJDKHOCTHBIE 00S3aHHOCTH KOTOPBIX BXOJIUT BEIECHHE TOKYMEHTAINH, B TCUCHHE
TpEX paboumnx THEH co JHS U3AaHUS MpHUKa3a O HA3HAYCHHUU Ha JOJDKHOCTB JOJDKHBI OBITh 03HAKOMJIICHBI
¢ HacrosAmel MucTpykuuei moa noamnuce.

2. MIPABUJIA TIOATOTOBKHU U O®OPMJVIEHUA TOKYMEHTOB

21 B OCATCIIBPHOCTH IIKOJIBI CO31Aa€TCsI KOMIIJICKC OpFaHI/ISaHI/IOHHO paCHOpH)II/ITeJ'H)HBIX
JOKYMEHTOB: TMPUKa3bl, TOJOXKEHUs, MpaBujia, WHCTPYKUHUHU, PETJIaMEHThI; MPOTOKOJbI 3acelaHuid
(COBeHlaTeJ'II)HBIX, KOOpJII/IHaHI/IOHHI)IX, 3KCHepTHBIX 158 )Ip. OpFaHOB), aKTbl, AHAJIUTHYCCKHC CHpaBKI/I,
JOKJIaJTHbIe W CIYXXEOHbIe 3amUCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAICHHS), AeNoBas (ciyxeOHas)
mepenucka © JAp. COCTaBISIOTCS W OQOPMIISIOTCS  CIIEUANbHBIE JOKYMEHTBI, CBSI3aHHBIE C
IUTAHUPOBAHUEM O0pa30BaTENbHON ACSITENFHOCTH W OCYIIECTBICHHUEM XO3SHCTBEHHBIX MEPONPUSATHH,
BEJICHUEM YYEOHO-TIeJarOTHYECKOTO y4eTa, OpraHu3alyell JeIONpOU3BOJCTBA 00IIe00pa3oBaTEIHLHOM
opranmzaiuu, ooecredeHrneM OyXraaTepcKoro yuera.
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2.2. JIoKyMeHTBI MOTYT CO3[aBaTbci Ha OyMa)XHOM HOCHUTENE W B DJIEKTPOHHOH (opme ¢
COOJIFOJICHUEM YCTAHOBJIEHHBIX MIPAaBUI O(hOpPMIIEHHS TOKYMEHTOB. [Ipu co3iaHuM HOKyMEHTa Ha ABYX U
Oosiee CTpaHUIIAX BTOPYIO U IOCIEIYIOLINE CTPAHULIBI HyMEPYIOT.

2.3. Homepa cTpaHull NpOCTaBISIOTCS MIOCEPEINHE BEPXHErO MOJIs JOKYMEHTA Ha PAacCTOSHUM HE
meHee 10 MM oT BepxHero kpas jucra. JlomyckaeTcs co3jaHue JOKYMEHTOB Ha JIUIIEBOH M 00OPOTHOM
CTOPOHAX JIUCTA.

2.4. ITpu ABYCTOPOHHEM CO3AaHUU JIOKYMEHTOB IIMPUHA JIEBOTO TOJIS HA JIULIEBOW CTOPOHE JINCTA U
IIPABOTO M0JI1 HA 0OOPOTHOI CTOPOHE JINCTA JOJDKHBI OBITH PAaBHBI.

3. PEKBU3UTHI JOKYMEHTOB

3.1. Jlna pexBU3UTOB JOKYMEHTOB, CO3[aBa€MbIX B 00IIEOOpa30BaTEIBLHON OpTraHU3ALUH,
yCTaHaBJIMBAIOTCS MpaBuiIa U TpeboBanus B coorsercTBuu ¢ 'OCT P 7.0.97-2016.

3.2. CocTaB peKBU3UTOB KOHKPETHOTO IOKYMEHTA OTPENIENISETCS €r0 BUIOM U Ha3HAYCHHEM.

3.3. Ilpu mnoaroroBke u o0QGOPMIICHUH JIOKYMEHTOB B IIKOJE HCIONB3YIOTCS CIIEAYIOIIHNE
PEKBHU3HTHL:

—K0Jl OPMBI IOKYMEHTA,

— HaMEHOBAHHE IIKOJIBL;

— CIIPaBOYHBIE JJAHHBIE O IIKOJIE;

— HaMEHOBaHHE BU/Ia IOKYMEHTA,

- JlaTa JOKYMEHTa;

— pPeTUCTPALMOHHBII HOMEP JTOKYMEHTa;

— CCBhITKA Ha PETUCTPAIIMOHHBIN HOMEp U JaTy TOKYMEHTA;

—MECTO COCTaBIICHHS (M3/IaHKs1) TOKYMEHTA;

—ajpecar;

—rpud yTBEpP)KICHUS TOKYMEHTA;

—3aroJIOBOK K TEKCTY;

—TEKCT JIOKyMEHTa;

—OTMETKa O MPHJIOKEHHH;

—rpu( cornacoBaHus JOKyMEHTa;

—BH3a;

— OATNCH;

—O0TMeTKa 00 AJIEKTPOHHOMN MOJIITUCH;

—T1e4ars;

—OTMETKa 00 UCITOJHUTEIIE;

—OTMETKa O 3aBepEeHUU KOMHH;

—OTMETKa O MOCTYIUICHHH JOKYMEHTA;

—pe3omonus.

4. BIAHKHN JOKYMEHTOB

4.1. JIokyMeHTBbI, co371aBaeMble B 00111e00pa30oBaTeIbHON OpraHu3aiu, oQpopMIISIOTCS Ha OJlaHKax,
M3TOTOBJICHHBIX Ha CTaHJApTHBIX JucTax Oymaru dopmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUIBI JOKYMEHTOB (TaOJUIbI, CXEMBbI, CMETHI) AOMYCKaeTCsl O(POPMIISTH ¢ UCIOIH30BAHUEM
dopmara A3 (420x297Mm). JIOKYMEHTHI, COCTABIISIFOIIME BHYTPEHHIOIO MEPENHUCKY, O0(QOpMISIOTCS Ha
CTaHJApTHBIX JHucTax Oymaru ¢popmara A4 (210x297 mm) Ge3 UCmoNb30BaHuUs OJaHKOB.

4.2. Kaxaplii TMCT JOKyMEHTa, 0(hOpMIICHHBI Ha OllaHKe WM 0e3 Hero, MOJHKEH WMETh IO He
MEHee:

-20 MM - JI€BOE;

-10 MM - npaBoe;

-20 MM - BEpXHEE;

—-20 MM - HMKHee.
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4.3. JlokyMeHTBl JUIMTeNbHBIX (cBbImIEe 10 J1eT) CpOKOB XpaHEHHUs JOJDKHBI UMETh JIEBOE IOJIE HE
MeHee 30 MM.

4.4. Buzpl 61aHKOB JOKYMEHTOB, IPUMEHSIEMbIX B LIIKOJIE:

—001IMii OJ1aHK;

—0JaHK MHCHMa;

—OnaHK KOHKPETHOTO BHUIa JOKyMeHTa (OJaHK MpuKasa, OJaHK pacrnopsbKeHus, OJIaHK MPOTOKOIa U
ap.)

4.5. OOpa3npl pa3pabOTaHHBIX M MPUMEHSIEMBIX B IIKOJIC OJIAHKOB TOMJIEKAT BKIIOUCHUIO B
MHCTPYKIMIO TIO JEJONPOU3BOACTBY 00IIe00pa30oBaTeIbHON OpraHM3allid B KauecTBE HPUIIOKECHUH
(mpunoxkenue 3 Ha 3 MUCTax).

5. TIPUKA3bI

5.1. Ilpukazamu OQOPMISIIOTCS pEIICHUS IO ONEPATUBHBIM, OPraHU3AIMOHHBIM, Y4EOHBIM,
KaJIpOBBIM (MpUIOKeHHE 2 Ha 9 TMCTax) U IPYTrUM BOIIpocaM pabOThl IKOJIBI.

5.2. IIpoexThl HpHUKA30B TOTOBSAT OTBETCTBEHHBIC HCIIOJHUTEIM Ha OCHOBAaHUU MOPYYCHUU
JTUPEKTOpa, ero 3amectutenei. IIpoexTel NmpHUKa30oB MO JUYHOMY COCTaBy TOTOBUT CIIELUAIUCT IO
KaJipaMm.

5.3. B npukasax TEKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOy).

5.4. Tekct mnpukaza MOXKET COCTOSITh M3 JBYX 4YacTel: KOHCTaTupyromeil (mpeaMOymnel) u
pacropsIuTEIbHOM.

5.5. B KoHcTaTHpyomel YacTH KpaTKo H3JIaraloTcs Lenu H 3adadd, (GakTbl U COOBITHSA,
MOCITYKUBILIME OCHOBAaHUEM Il M3gaHus mnpukaza. OHa MokeT HauuHaThes cioBamu "B nensax", "B
cootBercTBUM", "Bo ncnonuenue", u .1. Eciu npukas uznaercs Ha OCHOBaHUHU JPYroro JOKyMeHTa, TO B
KOHCTaTUPYIOLIEH YacTH yKa3bIBa€TCS HaMMEHOBAHME ATOr0 JIOKYMEHTa, €ro Jara, HOMEp U 3arojioBOK.
[IpeamOyna B mpoekrax mnpuka3zoB 3aBepmiaercs cioBoMm «I[IPUKA3BIBAIO», koropoe mneuaTtaercs
3arjaBHBIMU OyKBaMH.

5.6. PacnopsimuTenbHasi 4yacTh JOJKHA COAEPKATh MEPEUYUCTICHHE MPEANUCHIBAEMBIX JEUCTBUN C
yKa3aHMEM HCIIOJIHUTENS] KaXJ0ro JeMcTBUS M, MpU HEOOXOJUMOCTH, CPOKOB HCIIOJIHEHUS.
PacniopsimutenbHas 4acTh JENUTCS Ha MYyHKTHl W TOJMYHKTBI, KOTOpbIE HYMEPYIOTCA apaOCKUMHU
uuppamu. [leficTBUS OJHOPOJHOTO XapaKTepa MOTYT OBITh IEPEUNCIIEHBI B OJJHOM ITyHKTE.

5.7. B xadecTBe WHCIOJHHUTENCH YKa3bIBAIOTCS 3aMECTHTENH AUPEKTOpa, MpelaceaaTeNy WIn
PYKOBOJIUTENN pabOUnX rpym (KOMUCCUI).

5.8. Ecnu npuka3 u3MeHseT paHee W3/IaHHbII JOKyMEHT (ITyHKThI IOKyMEHTa), TO OJIUH U3 MyHKTOB
paclopsAMTENbHON 4YacTU TEKCTa JIOJDKEH COAEpXkaTh CChUIKY Ha HM3MEHSEMbIH JTOKYMEHT (IIyHKTbI
JOKYMEHTA) C YKa3aHHUEM €T0 JaThbl, HOMEPA U 3arojoBKa.

5.9. Ecnm mpuka3z OTMEHsET ACHCTBHE paHee H3AaHHOTO JIOKyMEHTa (ITyHKTOB JIOKYMEHTa) C
ONpENEICHHON NaThl, TO OJWH M3 IYHKTOB pPacHOpSAIWTEIbHOM YacTW TEKCTa JIOJDKEH HayuHaAThCs
cinoBamu "llpu3HaTh yTpaTUBIIUM CHITY..", JHajnee YyKa3blBaThCAd JaTa, HOMEP W 3arojoBOK paHee
W3JIaHHOTO JIOKyMeHTa (MyHKTa JOKYMEHTa), a TaKXkKe JlaTa, ¢ KOTOpOil oTMeHsieTcs ero aeiictsue. Ecnu
JaTa He yKa3aHa, TO JIeWCTBHE paHee M3JaHHOrO JOKyMEHTa (IMMyHKTHI JOKYMEHTa) OTMEHSETCS C JIaThl
W3/1aHKs] HOBOTO MPUKa3a.

5.10. Ecnm npuka3 oTMEHSIET paHee W3JaHHbBII TOKYMEHT C MOMEHTA U3JJaHHs, TO OJMH U3 ITyHKTOB
pacnopsiAUTENIbHOM 4YacTU TEKCTa JIOJDKEH HauuMHaThea ciaoBamMu "OTMEHUTh..." W yKa3bIBaThCs JaTa,
HOMEp U 3aroJIOBOK paHee W3/IaHHOTO JIOKYMEHTA.

5.11. Ecnu mpuka3 mpearnoyaraeTcsi BBECTU B JIEWCTBUE HE C MOMEHTA €ro M3JaHus, HEOOXOIMMO
yKa3aTh CPOK BBEIECHUS €ro B AercTBue. [locienHnil MyHKT pacnopsauTeIbHON YaCTH MOXKET COAEPKaTh
CBEICHHUS O JIOJKHOCTHOM JIMILE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM IIPUKa3a.

5.13. IIpuka3sl MOAMUCHIBAIOTCS TOJBKO JHPEKTOPOM 0O0IIeoOpa3oBaTeIbHON OpraHWU3allul WIN
pabOTHUKOM, UCTIOTHSIOLIIM €r0 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a 00ecreYeHne CBOEBPEMEHHOM M KaueCTBEHHOM MOATOTOBKH MPOEKTOB
MPUKA30B U WX COTJIACOBAaHHE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMHU U OPTaHHU3AIMSAMH HECYT aBTOPHI
MPOEKTa MpHUKa3a.
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5.15. PerucrpanoHHble HOMEpa IPHUCBAMBAOTCSA IpHUKa3aM IO NOPSAAKY HOMEPOB B Ipejesnax
KaJIeHJapHOT0 rojia.
5.16. Jlara peructpanuy npuKa3a sBIsSETCs TaTOU ero MoIMuCaHusl.

6. IPABUJIA, ITIOJOXEHUSA, UHCTPYKIIUN

6.1. IIpaBusia — HOPMATHBHBIN aKT, ONPENEISIOMIMI MOPSAOK KaKOro-1u0o BHIA JESTEIbHOCTH,
YCTaHABIIMBAOIINI WIN 3alpeLa0Ini ONPeIeIEHHOE TIOBEACHHE.

6.2. [TomosxxeHne — HOPMATHBHBIN aKT, JIETATHHO PErIaMEHTUPYIOUINI MIPABOBOM CTATyC, MOPSIIOK
OpraHu3aliy U MpoLeAypYy KaKkoro-mudo Bua esTeIbHOCTH.

6.3. MHCTpyKUMST — HOPMATHUBHBIA aKT, WM3/1aBaCMblii B IENSAX PA3bSCHEHUS M OINpPEIEICHUs
MOpSAJIKa TPUMEHEHHS COOTBETCTBYIOIIETO HOPMATHBHOTO akTa JHOO C LEeNbl0 yKa3aHus HOPM O
Croc0o0ax BBITOJIHCHUS OTPECIICHHBIX ONeparyii (IeiCcTBHIA).

6.4. [lpaBuiia, MOJOXKEHUS, UHCTPYKIIMU MPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJA JOKYMEHTa) Ha
VYnpasisromem coere, 3acenanusax [Ipodcoro3HOro KOMUTETa IIKOJIBI M YTBEPKIAIOTCS TUPEKTOPOM.

6.5. TlopsaoKk MOArOTOBKM MPOEKTOB IMPaBHWJI, MOJIOKEHUS, WHCTPYKIIMU COOTBETCTBYET OOIIEMY
MOPSIIKY MOJATOTOBKH MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHu3aIiy.

6.6. TekcT mpoekTa MONOXKEHHs, MPaBUJ, WHCTPYKLUMHU I€YaTaeTCs Ha YHUCTOM JHcTe Oymaru
¢dbopmara A4.

6.7. OTANYUTEIHHBIMU XapaKTEPUCTUKAMH TEKCTOB MPABUJI, MOJOKEHUS, MHCTPYKIIMH SBIISIOTCS:

—TOYHOCTh HPUMEHSAEMBIX (OPMYJIUPOBOK O€3 HUCHOJIb30BAaHUS CJIOB M IOHATUH, HMEIOLIUX
MHOECTBEHHBIN CMBICIT;

—HCMOJIb30BAaHUE KOPOTKUX TPEUIOKEHUM, OOILENPUHATHIX BBIPAXKEHUW U CBS30K, IPH
HEO0OXOIUMOCTH - MPEABAPUTEIHHOE ONPEACTICHUE UCTIONb3yEeMbIX MMOHATHI, COKpallleHul, a00peBuatyp;

—ONHMCAaHNE BCEX BO3MOXKHBIX BAPUAHTOB COOBITHI M COOTBETCTBYIOIIMX UM BapHaHTOB JCHCTBUH,
T.€. MIOJIHOTA MPeACTaBIeHUsI HHPOPMAIUY;

— CTPYKTYPUPOBAaHHOCTh TEKCTa C LEJIbI JOCTH)KCHUS HAWIyYIIeH IOCJIEeI0BATEIbHOCTH
M3JI0KEHUSI MaTepHaa;

—~MUHUMM3AIUS TEKCTAa C TOMOIIbI0O TpUMEHEHUs: 0000meHuit (0030poB MpeanoIaraeMbx
JeNUCTBHI) U IPUMEHECHUE MTEPEUNCIICHUH (3a/1a4, STaIOB, YCIOBHH U T.]I.).

6.8. B 3aBUCHMOCTH OT CIOKHOCTH M 00beMa pa3pabaThIBa€MBbIX IPABUII, TOJIOKEHHS, WHCTPYKIIHU
- TEKCT JIOKYMEHTa JEJIUTCS Ha TJIaBbl, MYHKThl U MOAMYHKTHL. [JIaBbl JOKHBI MMETh Ha3BaHUSL.
Hywmepanus npousBoaurcs apaObckumu nudpamu.

7. MPOTOKOJI 3ACEJJAHUSI (COBELLIAHMUST)

7.1. I[IpoTokos — JOKYMEHT, B KOTOPOM (PUKCUpyeTCsl X0Jl OOCYKIEHUS BONPOCOB U NPUHATHUS
peleHui Ha coOpaHMsIX, COBELaHUAX, KOH(EPEHIMAX U 3aCeJaHUsIX KOJUIErHaIbHbIX OPIaHOB.

7.2. Tlporokon 3acenanus (COBemIaHMs) - (ayiee - MPOTOKOJN) O(opMIsieTcss Ha YUCTOM JIUCTE
Oymaru ¢gopmara A4.

7.3. PexBu3uT - "TekcT JokyMeHTa". PEKBU3UT COCTOUT U3 JABYX YaCTEH: BBOJHON M OCHOBHOM.

74. Bo BBOAHOM  d4YacTM  YKa3bIBAIOTCS  WHHLIMANBL,  (QaMUIMM U JOJDKHOCTH
Ipe/iceaaTeNbCTBYIOIIET0, CEKpeTaps, MPUCYTCTBOBABIIMX HA 3acCe€JaHUM U, MPU HEOOXOIUMOCTH, JIUII,
MIPUTJIAIIEHHBIX HA 3ace/laHue (COBEIIaHuE).

7.5. BBogHas yacTb MPOTOKOJIa 3aKaHYMBACTCS MEPEYHEM paccMaTpUBAEMBbIX BOMPOCOB,
IIEPEUUCIICHHBIX B MOPSAJIKE UX 3HAYMMOCTH C YKa3aHMEM JOKJIaJ4MKa M0 KaKIOMYy paccMaTpUBacMOMY
Bonpocy. Bonpocs! popmynupytores ¢ npeasorom "O" ("O6"), meyararoTcst OT IpaHULIbI JIEBOTO MOJS U
HYMEpYIOTCS apaOCKUMU [P pamH.

7.6. OcHOBHasi 4acTh MPOTOKOJA COCTOUT M3 Pas3feiioB, COOTBETCTBYIOIIUX pPaCCMaTPUBAEMBIM
BOIIPOCAM M UX HyMEpalHH.

7.7. TekcT MpPOTOKOJA HU3JAraercs OT TPEThEro JiMla MHOXEeCTBeHHoro uwucia ("ciymanu",
"BpicTynuin", "mocranoBuin", "permminn”).
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7.8. TIpOoTOKOJI MOANUCHIBACTCS JIMIIOM, TIPECEAATeILCTBOBABIINM HA 3acelaHuy (COBELIaHUH), U
cexpeTapém 3aceaHus (COBEIIaHMS).

7.9. Tlpu OTCYTCTBUM CEKpeTapsi 3acelaHusi, B TOM YHCIE TNPU NPOBEACHUH OINEPATHBHBIX
COBCIIAHUH, TOMMYCKAETCS MOAMMCAaHUE MPOTOKOJIA TOJIBKO MPEICEAATEIbCTBYOIIHM.

7.10. Tekct mpoTOKONA MOJDKEH OBITh MOATOTOBJIEH HE MO3JHEE TpeX THEW cO JHS 3aceJaHusl.
[TpoeKThI COOTBETCTBYIOIIMX MYHKTOB MPOTOKOJIa BUUPYIOTCS JOHKHOCTHBIM JIMIIOM OTBETCTBCHHBIM 32
MTOJITOTOBKY.

7.11. Jlata mpoTOKOJIa T0KHA COOTBETCTBOBATH JTHIO MPOBEICHUS COBEIIAHUS (3aCeIaHmsl).

7.12. Komuu mNPOTOKOJIOB PACCHUIAIOTCS 3aWHTEPECOBAHHBIM OPTAHU3ANMUSIM M JOJHKHOCTHBIM
JUIlaM B COOTBETCTBHU C YyKa3aTeJeM pPAacCBUIKH, KOTOPBIM COCTaBIsET CEKpeTapb 3aceaaHus
(coBeranus).

8. IIVTAH

8.1. [Inan — AOKyMEHT, yCTaHABIUBAIOIINN NIepeYeHb HAMEUCHHBIX K BBIIIOJTHEHUIO MEPOTIPUSTHA,
UX TI0CJIE/IOBATEIIEHOCTD, 00bEM, CPOKH, OTBETCTBEHHBIX HCIIOJTHUTEICH.

8.2. Ilman odopmusiercs Ha nucte Oymaru ¢opmata A4 C HUCHOIB30BAaHUEM  CIIEAYIONIUX
PEKBH3HTOB:

—HaMMEHOBAHHE IIKOJIBL;

—rpud yTBEpP)KICHUS TOKYMEHTA;

—JlaTa JOKYMEHTa;

—PpETUCTPAITMOHHBIA HOMEP JOKYMEHTA;

—HanMEHOBaHUE BHJA IOKYMEHTA;

—3aroJIOBOK K TEKCTY;

—TEKCT JIOKyMEHTa;

—HanMEHOBaHHE JIOJKHOCTH;

—IOJIIHCE.

—8.3. PexBu3uT — "TeKCT Ho0KyMeHTa" oopmIsieTcs B BUE TaOIULBI ¢ Tpadamu:

—HOMep MyHKTa IJIaHa;

—HaMMEHOBaHUE MEPONPUSATHS;

—CpOK HUCIOJTHEHUS;

—HCIIOJTHUTEIb;

—TMpUMEUYaHHE.

9. OTYET

9.1. OTueT — AOKYMEHT, COJICPKAINN CBEIEHHUS O Pe3yJIbTaTax JEATeIbHOCTH 3a ONpe/IeICHHBINA
NIEPHOJ] BPEMEHH, BBIITOJIHEHUN MEPONPUATUI, IOPYUECHUM, 3aJaHUH, TJIAHOB.

9.2. OtueTsl, MpeNOCTaBIsieMblE B OpraHbl T'OCYAApCTBEHHOW BIAcTH (B TOM YHCIE B OpraHbl
rOCYJapCTBEHHON CTAaTUCTMKH) U HMEIOIINME YCTAHOBJICHHYIO IPABOBBIMU aKTaMH T'OCYAApPCTBEHHBIX
OpraHoB (hopMy, CO3/1at0TCs 110 YCTAHOBJIIEHHON IrOCYJapCTBEHHBIMU OpraHaMu (pOpMe U B OIPEACIEHHOM
UMHU TOpSJKE.

9.3. Otuérhl, TpeAoCTaBIsIEMbIE COTPYJHHUKAMH MIKOJBl B XOA€ BHYTPEHHETO B3aMMOJICHCTBUSI,
CO3JIAI0TCSI 110 MPaBHUJIaM, YCTAHOBICHHBIM JUISL CO3/1aHUS CITY>KEOHBIX 3aITUCOK.

9.4. Otuernl opopmisiroTcss Ha Jucre Oymard Qopmara A4 ¢ HCIONB30BaHUEM CIEIYIONINX
PEKBU3UTOB:

—HaMMEHOBAHUE ILIKOJIBI;

—J1aTa JOKYMEHTAa;

—PpEerucTpaloOHHbIN HOMEP JOKYMEHTA;

—HaMMEHOBaHUE BUA JTOKYMEHTA;

—3aroJ0BOK K TEKCTY;

—TEKCT IOKyMEHTa;



—OTMETKa O MPUJIOKCHHUH (TTPU HATMYWH );

—HaNMEHOBaHUE JIOJDKHOCTH,

—TIO/IITHCh.

9.5. B tekcre oTuéra B 0053aTEIILHOM TOPSJAKE JODKHO COICPIKATHCS YKa3 Ha JesTEIbHOCTD,
MEpPOIPUATHE, BBIJAHHOE TOPYYCHUE, 3a[JaHUe, MYHKT IJIaHa, TIOJJICKAIINA BBIIIOJIHEHUIO, U PE3YJIBTAT O
BBIIIOJIHEHUH, B TOM 4YHCIE C YKa3aHHEM Ha COOJIIOJICHHE WM HapyIICHUE HCIOIHUTEIbCKON
JTUCIUIUIMHBI, YCTAHOBJICHHBIX CPOKOB WCIIOMHEHHMS W HaJUIekKallee MpelocTaBlieHue WHGOpMAInH,
HEOOXOJMMBIX MaTepuajoB (IMPOCKTOB JOKYMEHTOB) COHMCIIOJIHUTEISIMH (IIPH YYaCTHH HECKOJIBKHX
HCTIOJTHUTEIICH ).

10. IMCBMO

10.1. [lucpma roToBsTCS KakK:

—OTBETHI O BHIITOJHEHUH OPYYECHUH BBILIECTOSIINX OPTaHOB UCIIOJHUTEIBHOMN BIIACTH;

—OTBETHI HA 3aMIPOCH OPTaHU3AIMHA, TPEATNPUATHN 1 YACTHBIX JIUII;

—HMHUIIUATHBHBIC TUCHMA.

10.2. Cpoku MOArOTOBKHM OTBETHBIX ITHCEM:

—C KOHKPETHOM! JAaTOM MCIIONHEHUS, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIN CPOK;

—B COOTBETCTBUH C PE30JIONHMEH TUPEKTOpa W €ro 3aMeCTHTENeld Ha OCHOBAaHUHM YCTAHOBIICHHBIX
CPOKOB HCIIOJIHEHUS MOPYYEHHUH, 3apOCOB UJIH 10 PELLICHUIO aBTOpPa PE30JIFOLIUH.

10.3. TekcThl OTBETHBIX MHCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 33JaHUSM, 3a()UKCHPOBAHHBIM B
pesomorui. CpoKM HOJATOTOBKM HWHHMIMATHBHBIX IHUCEM ONPEAESIOTCS CaMOCTOSATENIHO aBTOPOM
MPOEKTa MHCbMa C y4ETOM HEOOXOJMMOCTH PEIICHHS KOHKPETHBIX 3agad W (WJIM) B COOTBETCTBUHU C
TpeOOBAHUAMH 3aKOHO/1ATENIbCTBA, TOPYUYCHUSIMU HETIOCPEACTBEHHOI'O PYKOBOAUTEINS.

10.4. Tlucema meuaTaroTcs Ha OJIaHKE MUChbMa 0O0IIEO0pa30BATEIBLHON OpPraHU3AIMH C YTIIOBBIM
pacIoyio’KeHNEeM PEKBU3UTOB.

10.5. [omonHHUTENHHO K pPEKBH3WTAM OJlaHKAa MHCbMa TpU OGOPMIICHHH THUCEM B IIIKOJE
UCHOJb3YIOTCS CIIEAYIONINE PEKBU3UTHI:

—aJpecar;

—3aroJIoBOK K TEKCTY;

—TEKCT JIOKyMEHTa;

—OTMETKa O MPUJIOKEHHH;

—BH34;

—TOATHUCE.

—O0TMeTKa 00 UCTIOJTHUTEIIE.

10.6. IIpu odopmieHuu nucbMa Ha JByX U Oojiee CTpaHHUIaX BTOpas M MOCIEAYIOIINE CTPAaHHUIIbI
HYMEpYIOTCS IOCEpEIMHE BEPXHETO MOJIA JINCTA apaOCKUMHU U pamH.

10.7. [lucpma MOAMUCHIBACT JUPEKTOP MM PAOOTHUKH, YIIOJIHOMOUYEHHBIE TIPUKA30M.

10.8. CryxeOHbIC 3aITUCKU

10.9. B mensix oCyIIeCTBICHUS B3aUMOJEHCTBHS MEXIY COTPYIHHKAaMH B PaMKax BHYTPEHHETO
JOKYMEHTOO00pOTa B IIKOJIE TPUMEHSIOTCS CIIy)XKeOHble 3amuckd. CiayxXeOHbIe 3alUCKH SIBIISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMU JJOKYMEHTaMHU. ABTOPaMHU CITy>K€OHBIX 3alMCOK SBISIFOTCS COTPYIHUKH
o011eo0pa3oBaTeabHON OpraHU3aIiy.

10.10. CuyxeOHast 3aITUCKa MOYKET COCTABJIATHCS 10 YKa3aHHIO PYKOBOJICTBA WJIM 1O MHUIIMATHUBE
KOHKPETHOTO COTPYAHHKA.

10.11. Ilpu opopmieHuu ciayxeOHOM 3aucKu 0(hOPMIIIOTCS CIIEAYIONINE PEKBU3UTHI:

—aJpecar;

—JlaTa JOKYMEHTa;

—HaWMEHOBaHUE BUJA IOKYMEHTA;

—3aroJIoBOK K TEKCTY;

—TEKCT JIOKyMEHTa;

—OTMETKa O MPWIOKEHUHU (TIPU HAIUYHH);



—HanMEHOBaHUE JIOJDKHOCTH;
—TIO/IITHCh.
10.12. CiyxeOHbIe 3alIUCKH MOTYT CO3JaBaThCs Ha OyMa)KHOM HOCHTENIe U (UJIH) B JIEKTPOHHOM

dopme.
11. JOBEPEHHOCTb

11.1. JloBepeHHOCTh BBITAETCS COTPYAHHKAM IIKOJIBI W OQoOpMIIseTcs TO MpaBWIaM,
YCTaHOBJIEHHBIM HacTosAmell WHcTpykiueidl mis nucem, ¢ y4€ToM TpeOOBaHUI TIpaskJaHCKOTO
3akoHojarenbeTBa Poccniickor denepanviu U HACTOSLLIETO pa3aena.

11.2. T[IpoeKkT MAOBEPEHHOCTH IMOATOTABIMBAETCS U BUBUPYETCS COTPYAHHKOM, KOTOPOMY
JOBEPEHHOCTH Oy/IEeT BbIJJaHa, TIOCIIE Yero MepeiaéTcs B KaHLEIAPHIO sl HAIIPaBICHUS HA TTOANMCAHHE.

11.3. JloBEpEHHOCTH MOAMUCHIBAETCS AUPEKTOPOM HIIU JIULIOM, OCYIIECTBIISIFOIIMM €r0 MOJIHOMOYHS
(MCTIONMHSAIOMMM 0053aHHOCTH ), 1 CKPETUISETCS Me4aThio 00111e00pa30BaTeIbHOM OpraHu3aIiy.

12. AOT'OBOPBLI, COI'JTAIIEHUSA, KOHTPAKTbBI

12.1. JloroBopbI, coriameHusi, KOHTPAKTHI (Jajiee - JOrOBOPHI) MOIrOTABINBAIOTCS B COOTBETCTBUH
C TpeOOBaHUSAMM TPaKIAHCKOI0, TPYIOBOro, OIOKETHOIO M MHOrO 3aKoHojarenbcTBa Poccuiickoit
denepanyy, B 3aBUCKMOCTH OT PETYJIUPYEMBIX JOTOBOPOM MIPABOOTHOIICHUN M 00S3aTEIHCTB CTOPOH.

12.2. Ilpoexkt poroBopa NOATrOTABIMBAECTCS OTBETCTBEHHBIM COTPYJHUKOM (KOHTPAaKTHBIM
YIPABJISIIOIIUM) ¢ Y4ETOM HEOOXOIUMOCTH CBOEBPEMEHHOIO U Ka4eCTBEHHOT'O 00ECTICYeHHS UCTIOTHEHUS
CBOMX MOJHOMOYHI (00s3aHHOCTEH, PYHKIIMIA), TOTHOMOYUHN IIKOJIBI B LIEJIOM.

12.3. Tlpoekt pmoroBopa NOATrOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAaKTHBIM
YNPaBJIAIOLUIMM) COBMECTHO CO CHEHHMAIMCTOM, K (YyHKIUSAM (ITOJHOMOYHUSAM) KOTOPOI'O OTHOCHUTCS
pellieHrne BOMPOCOB, SBISIOLIUXCS IPEAMETOM JIOTOBOPA, WJIM HHBIM COTPYJHHUKOM IIO MPSMOMY
yKa3aHHIO TUPEKTOpa 001e00pa3oBaTeIbHOW OpraHU3aIiH.

12.4. Heobxoaumast 1715l IOATOTOBKH MPOEKTA JIOTOBOpa WH(GOpMAIHs COOMPAETCsi OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YINPaBIAIONMM) B TOpsAAKe pabouero B3aMMOACHCTBUS € Y4ETOM HpaBUII,
YCTaHOBJICHHBIX HacTosied NHCTpyKIuen.

13. IPUHIOUIIBI OPTAHU3AIIUU JOKYMEHTOOBOPOTA

13.1. B J0KyMEHTOOOOpPOTE BBIICISIOTCS CICAYIONIME JOKYMEHTOIOTOKH: ITOCTYIAIoIIas
JTOKyMEHTaIus (BXOIIas), OTIpaBisieMast JOKYMEHTAIUs (MCXOA1Iast), BHYTPEHHSIS JJOKYMEHTAIIHS.

13.1. B cocraBe Bxopsmell M HCXOASNIEH TOKYMEHTAllUd MOTYT BBIIENATHCS JIOKYMEHTHI,
MOCTYTNHBIIHE U3 BBIIIECTOSIIUX, MOIPSTHBIX, MEIUIIMHCKUAX U APYTHX OpraHU3alUil, OpraHOB MECTHOTO
caMoyIIpaBJlIeHHsI, OOpalLeHNUs TPakIaH.

13.3. OOpamenusi TpakaaH pPETHUCTPUPYIOTCS W (OPMHUPYIOTCS B Jeia OTHENbHO OT JPYTHX
JIOKYMEHTOB 00111€00pa30oBaTeIbHON OpraHU3alHH.

13.4. B mkone mocTaBKa M OTIPaBKa JTOKYMEHTOB OCYIIECTBIISIETCS CPEIICTBAMH ITOYTOBOM CBSI3H,
AJIEKTPOHHOM CBSI3H, a TAKXKe [0 CUCTEME AIIEKTPOHHOT0 JOKyMeHToobopoTa (nanee - CO/1). C nomorrsio
MIOYTOBOH CBSI3H B 00IIIE00pa30BATEIHHYIO OPTaHU3AINIO JTOCTABIISETCS MUCHhMEHHAs KOPPECTIOHICHINS B
BUJIE MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, OYTOBBIX KapTOUyeK, OaHAeposIeld U MEJIKUX MaKeTOB, a TaKKe
TieYaTHBIC H3/IaHusl.

14. IEPBUYHASA OBPABOTKA ITIOCTYINAIOHIUX TOKYMEHTOB

14.1. JloxyMeHTHI, TMOCTyHalolie€ B IIKOJYy, TMEpPeJaloTCs Ha PETUCTPAIUI0 CEKPEeTapro
00111e00pa30BaTeNIbHON OpraHU3alMi M MPOXOJAAT NMEPBHYHYIO OOpabOTKY B JIeHb IMOCTYIJICHMS, MPHU
MOCTYIUIGHUH B Hepabouee BpeMsl - Ha clefyroomuid paboumii nenb. [lpu nepBuyHOl 00paboTke
JOKYMEHTOB TpOBEpsieTC MPaBUIBHOCTH ajpecoBaHus. OIMOOYHO MOCTYMHBIIKE JIOKYMEHTHI
MepechUIaloTCs M0 MPUHAAIEKHOCTH WIIM BO3BPAIAIOTCS OTHPABUTENIO.
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14.2. lokymeHTbI, moctynusige ¢ orMerkamu "Cpouno", "Bpyunts HememienHo", "OnepatusHo",
HEe3aMEeUIMTENbHO MPOXOJAT MEPBUUHYI0 00pabOTKY M JOKJIAABIBAIOTCS AMPEKTOPY WM B CIydae ero
OTCYTCTBHS — 3aMECTUTENIO AUPEKTOPA 110 HANPABJICHUIO JIEATEIBHOCTH.

14.3. IToctynuBime TeaerpaMMbl IPUHUMAKOTCS O] MOANUCH C IPOCTABIEHUEM JaThl U BPEMEHU
IIpUEMa, PETUCTPUPYIOTCS 110 TEM XKE MpaBUiIaM, YTO U IHUCbMA.

14.4. DnekTpoHHBIE COOOIIEHUS, alPECOBAHHBIE AUPEKTOPY WM HAIIPABJICHHbIE B aJpEC LIKOJIBI,
pacrneyaThlBalOTCSl M JIOKJIAQAbIBAIOTCS AMPEKTOPY WJIM B ClIy4dae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpA.

14.5. DnexTpoHHBIE COOOIICHUS, 3aBEPEHHbIE AJIEKTPOHHON IMOAIMUCHIO, MOIekKAT 00paboTKe 1O
IIpaBUJIaM, IPEAYCMOTPEHHBIM AJIs TOCTyHAroIIEeH (BXOJAIIeH) TOKYMEHTaLUH.

14.6. IlocrynuBmias (BXonsuias) IOKYMEHTAlMs paclpeiessieTcss Ha pPEerUCTPUpyeMble U He
MOJIEKAIUE PErUCTPALIUU TOKYMEHTBHI.

14.7. He nopJiexxat peructpamuu:

—IpUIJIACUTENbHBIE, 103JPABUTEIbHBIEC IMCbMA U TEJIETPaMMBb;

—OHJIETHI;

—IIJIaHbI M [IPOrpaMMbl CEMUHAPOB, KOH(PEPEHIMH U IPYTUX MOJA0OHBIX MEPONPHUATUH;

—JIOKYMEHTBI 110 OyXTaJITepCKOMY Y4eTy, MaTepUalbHO-TEXHUYECKOMY O00ECIEUEeHHUIO, IIJIaHOBBIE U
(UHAHCOBBIE TOKYMEHTHI, IIOCTYNAIOIINE 0€3 COMPOBOAUTEIBHOTO MTUCHMA;

—peKJIaMHble, KOMMEPUYECKHE IPEIOKEHHS, B T.4. HOCTYIUBIINE 10 3JIEKTPOHHOM 10YTE;

—IeYaTHbIC U3JIAaHUS;

—IIMCbMA C IIOMETKOM JIMYHOM.

15. PETUCTPALMSL, YYET U PACCMOTPEHUE PYKOBOJIUTEJEM
MOCTYNAIOIMX (BXOISAIIUX) JOKYMEHTOB

15.1. TloctynuBmine (BXOIAIIME) JOKYMEHTBHI PErHCTPUPYIOTCA TOJBKO IOCIIE M IMEPBUYHON
00pabOTKH ¥ HE3aBUCUMO OT CITOCO0a UX JIOCTABKHU.

15.2. Perucrpanus — npocTaBjieHUE B HUKHEM IIPaBOM yTJIy IEpBOro JUCTa JOKYMEHTa OTMETKH O
MOCTYIJICHUN C yKa3aHUEM JIaThl MOCTYIJICHUS M BXOJISIIETO PErHCTPAllMOHHOTO HOMeEpa JOKYMEHTa C
00s13aTeNIbHON 3alUChI0 B XKYpHAJ PErUCTpalluy MocTynaoumei (Bxoasmeit) fokymentanuu. CTpykTypa
PETUCTPAIIMOHHOTO HOMEpa, TOCTYMAIOMIEro (BXOMAIIETO) JOKYMEHTA, COCTOMT W3 €ro TOpPSIKOBOTO
HOMeEpa U MHJIEKCa Jiesla TI0 HOMEHKJIaType Jiel 001ieo0pa3zoBaTenbHON OpraHu3aluu.

15.3. Peructpamms BceX IMOCTYNUBIIMX (BXOJSIINX) JOKYMEHTOB NPOHM3BOIUTCS B TIpejaeiax
00I1Iero JOKYMEHTONOTOKa. JIOKyMEeHTHI, OCTYNUBIIKE B IIKOJY MO KaHaldaM (pakCUMUIbHOHM CBs3H,
00pabaThIBatOTCSl U PETUCTPUPYIOTCS B OOIIEM MOPSIJIKE.

Texct nmoctynusiuei TeneoHOrpaMMbl 3aITMCHIBAETCS B KypHaJle perUCTpaliy TeaedoHOrpaMM U
reJaTaeTcs Ha Jucte Oymaru Juist iepejadu Ha pacCMOTpPEHHE.

15.4. Tloctynatomue (BXoJAIIMe) JOKYMEHTHI IIEpeIatoTCsl HA pacCMOTPEHHE PYKOBOJCTBY TOJIBKO
MOCJIe UX PETUCTPAIMH U TPEIBAPUTEIHHOTO PACCMOTPEHHUS.

15.5. JlokyMeHTbI, MOCTyHHBIIME B 0O0II€00pa30BaTENbHYI0 OpPraHU3alMio, M0 BOIpOCaM, He
TpeOYIOIUM  pacCMOTPEHHSI  JUPEKTOpa,  HANpaBIAIOTCS  PaOOTHUKOM  OTBETCTBEHHBIM 32
JIeTIOTIPOU3BOCTBO LIKOJIBI HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIIpoca.

15.6. JlupekTop B pe30JFOIMH OMpPEACISIET JTUI], OTBETCTBEHHBIX 32 HCIIOJHEHNE TOKYMEHTA, U 1aeT
UM nopydyeHue. PabGOTHMK OTBETCTBEHHBIM 3a JEJIONPOM3BOACTBO IIKOJBI MEepeAaeT IOKYMEHT Ha
WCTIOJTHEHHE.

15.7. TlognMHHMK JIOKyMEHTa C pe30JIolueil pyKoBOAMUTENs 00Ie00pa3oBaTebHON OpraHu3aluu
HATPaBIISIETCS] HCITOTHUTEITIO.

15.8. Ilpu HanmuyMM HECKOJbKUX MWCIOJHHUTENECH TMOAJMHHUK JOKYMEHTa MEepeaaeTcss TOMY
WCTIOJTHUATEI0, KOTOPHI B COOTBETCTBHH C YKAa3aHUSMHU I10 HCIOJHEHHIO SIBJSIETCS OTBETCTBEHHBIM,
OCTaJIbHBIE UCTIOJIHUTEIH MOIY4alOT KOMHUIO JOKYMEHTA.

15.9. TMommMHHUK TOKYMEHTa, KOTOPBIA HCIIONHSETCS HECKOJIBKHUMH JOJDKHOCTHBIMH JIHIIAMH,
MOJIy4aeT OTBETCTBEHHBIM NCTOIHUTENb. OCTaIbHBIM UCIOTHUTENSIM MEPEIatoTCs KOHH.
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15.10. HMsrotoBieHue KOMUH JOKYMEHTa Il Tepelayd COUCIIOIHUTENSAM OCYIIECTBIISACTCS
cekperapem o011eo0pa3oBaTeIbHON OpraHu3aIiy.

15.11. Pe3omtonust COAEPIKUT:

—yKa3aHue IO HCIOJHEHHIO, COAEp)Kallee KpPaTKoe OMUCAHHWE HEOOXOJUMOTO JUIsl MCIIOTHEHHS
JICHCTBUS,

—yKa3aHUE Ha CPOK, B T€YEHHE KOTOPOro JINOO 10 UCTEUEHHUS KOTOPOTO HEOOXOIUMO HCIOIHUTH
IIPEANIUCAHHOE IEUCTBUE;

—JINYHYIO MOAINKCH aBTOPA PE3OIIOLINU;

— 1aTy NPOCTaBJIEHUS PE30IIOLUH.

15.12. Vka3aHue Ha CpPOK, B TEUEHHE KOTOPOro JUOO 1O HCTEYEHHUS KOTOPOro HEOOXOIMMO
WCIOJHUTh NPEANUCAHHOE JEHUCTBUE, MOXKET HE BBIPAXKATHCA KOHKPETHOM JaTOM M COJIEpkKAaTb
BBIpa)KECHHUS: "B YCTAHOBIICHHBIN 3aKOHOM CPOK' U T.II.

15.13. Pe3zomtonust numieTcss Ha CBOOOTHOM OT PEKBH3UTOB MECTE IEPBOTO JIMCTA TOKYMEHTA.

15.14. B cnyuyae, korja pe3oionus aapecoBaHa HECKOIbKUM COTPYIHHKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JIOKYMEHTa B LIEJIOM SIBJISETCS COTPYIHUK, YKa3aHHbIM MEpBbIM (BEpXHHUM), JHOO
COTPYJHUK, B OTHOIIEHUU KOTOPOTO CJIeIaHa TOMETKA O TOM, YTO OH SIBJISIETCS] OTBETCTBEHHBIM.

16. OPTAHU3ALUSA PABOTHI C OTIIPABJIAEMBIMU (MCXOAALINMMN)
JOKYMEHTAMUA

16.1. /lo mpenocraBieHUs HpPOEKTa OTMPABIAEMOro (MUCXOIAIIEro) JOKYMEHTa Ha IHOANUCH
JUPEKTOPY WM UHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM IIODSIIKE HA MOANMCAHUE JIMIYY OCHOBHOM
UCIOJHUTENb TPOBEPSET IMPABUIBHOCTh O(POPMIICHHS OTIIPABIAEMOr0 (MCXOASIIEro) JOKyMEHTa Ha
COOTBETCTBHE TpeOOBaHUAM HacTosAlel MHCTpyKIuu.

16.2. TIpu moAroToBKe OTHPABISAEMOro (MCXOSIIEro) JOKYMEHTa Kak OTBeTa Ha IMOCTYHHUBILUI
(BXOASILMIT) TOKYMEHT UCIIOJIHUTENb IPUKIIAIbIBACT K MOJTOTOBIEHHOMY IIPOEKTY BXOASIIUN JOKYMEHT.

16.3. IIpoeKTsl OTIPaBIAEMbIX (UCXOISIINX) JOKYMEHTOB C YYETOM COOJIIOICHUS YCTaHOBICHHOTO
B PpE30JIONUU CpPOKa MCIOJHEHUS IepelaloTCs OTBETCTBEHHBIM  HUCIOJHUTENIEM B  OTHEN
JIeTIOTIPOU3BOCTBA (KaHLIEISIPHUs, CEKPEeTaph) IIKOJIbI ISl HAIIPABJICHUS Ha MOANUCaHHE.

16.4. TlommucaHHble OTHpaBiisieMble (MCXOSAIINE) JOKYMEHTBHI, MepefarTcs pabOTHHUKY
OTBETCTBEHHOMY 3a JIEJIONPOU3BOJCTBO IIKOJBI, KOTOPBIA OCYHIECTBIIIET IPOBEPKY KOMIUIEKTHOCTH H
COOTBETCTBHS KOJMYECTBA IK3EMILIIPOB OTIPABIAEMOr0 (MCXOMSAIIEro) TOKyMEHTa CIIUCKY PAcChUIKH, a
TaKXe MPaBUILHOCTh O(OPMIIEHUS IOKYMEHTA COTJIACHO HACTOSIEH MHCTPYKIIUH.

16.5. B ciydae HapymieHHss KOMIUIEKTHOCTH WM COOTBETCTBHSI KOJHYECTBA, a TaKXKe
NPAaBUIBHOCTH O(OPMIIEHHUS JOKYMEHTA COTJIACHO HACTOSIIEH MHCTPYKLUHU OTIpaBiseMble (MCXOIALINE)
JOKYMEHThl ~ HE3aMEJUIMTENIbHO  BO3BpallalOTCs  pa0OTHHKAMM  KaHLENSPUM  OTBETCTBEHHOMY
UCIIOJIHUTENIO WM B ClIy4ae OTCYTCTBUS OTBETCTBEHHOI'O MWCIIOJIHUTENS €ro HENOCPEACTBEHHOMY
PYKOBOJUTEIIO JUIsl yCTPAHEHUS! HApyIIEHUH.

16.6. JlokyMeHTBI Mocie WX TMOANUCAHMUS JUPEKTOPOM MM HMHBIM YHOJIHOMOYEHHBIM JIMIIOM
NepelaloTcs B KaHILEISIpUIO 00111€00pa30BaTebHON OpraHU3aluy JUIsl pETUCTPalK U OTIIPABKH.

16.7. Peructpanus oTnpaBisieMbIX (MCXOIAIINX) JOKYMEHTOB OCYILECTBIISICTCS MOCTE MPOBEACHUS
pabOTHUKAMU KaHLEISPUU, OTBETCTBEHHBIMHM 3a JEJIONPOU3BOJCTBO, IMPOBEPKU KOMIUJIEKTHOCTH U
COOTBETCTBHUSI KOJHMUYECTBA OHK3EMIUIIPOB, a TakXKe TMPaBHIBHOCTE O(GOPMIIEHUS OTIPABISIEMOTO
(MCXoaAIIero) TOKyMEHTA.

16.8. Peructpanms co3gaBaeMbIX JOKYMEHTOB OCYIIECTBISETCS B JIeHb HOANMMCAHUS WU
YTBEPKACHUS JIMOO HA CICTYIONTUN pabodmil 1eHb.

16.9. CezneHust 0 perucTpUPYEMBIX OTIPABIAEMBIX (UCXOASIINX) JOKYMEHTAX BHOCSATCS B KypHAJ
perucTpanuu OTIpaBiIsieMon (MCXOAsIIEH) TOKyMEHTAIINH.

16.10. PeructpanimoHHbI HOMEP U JaTa OTHPABISAEMOro (MCXOISIIEr0) JOKYMEHTA MPOCTABIISAIOTCS
Ha TMOJUIMHHUKE JOKYMEHTa B pEKBU3MTAaX OJaHKa M Ha OJK3EMIUISIpe, OCTalleMcs B Jieje
0011eo0pa3oBaTeIbHON OpraHU3aIHH.

16.11. CtpykTypa perucTparioOHHOTO HOMEpa OTIPABISIEMOT0 (MCXOMANIET0) JOKYMEHTa COCTOUT
U3 €ro NOpsAIKOBOr0 HOMEPA U MHJEKCA Jieja 10 HOMEHKJIAType €] MKOJIBI.
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16.12. OrmpaBka JOKYMEHTOB IMPOU3BOAUTCS [IEHTPATN30BAaHHO PAOOTHUKAMU KAHIEISIPUU IIKOJIBI,
KOTOpBIE€ MPOU3BOJAT UX COPTUPOBKY IO CIOCOOY OTMpaBieHUs (MpocTasi, 3aKa3Hasi, MeXIAyHapoaHas U
ap.).

16.13. [TuckMa, TenerpaMmsbl, OTKPBITKH, OaHEPOJIH U TIEUYaTHBIC U3/IaHUS OTIIPABIISIOTCS MOYTOM.

dakcorpamMMsbl 1 Telle()OHOTPAMMBI ITEPEJA0TCS [0 KaHaIaM Tele(OHHOM CBS3H.

16.14. DnexTpoHHBIC COOOIICHHS OTHPABJSAIOTCS C O(DHUIIMAIBHOTO IOYTOBOIO AJICKTPOHHOTO
azpeca 001e00pa30BaTEIbHON OpraHNU3aIUH.

16.15. [Iucema, TenerpaMMbl, OTKPBITKH, OaHACPOIH, (haKCOrpaMMBbI, JIEKTPOHHBIC COOOIIEHUS, HE
CBsI3aHHBIE C paboYeH NesTeTLHOCTHIO, K OTIIPABKE HE TPUHUMAIOTCS.

16.16. JlIokyMeHTBI, OTIIPABIIIEMbIE CPEICTBAMH TTOUYTOBOM CBSI3H MPOXOJIAT:

—YIIaKOBKY;

—aapecoBaHue (IpU HaNpaBJIEHUM TOKyMeHTa Ooiee ueM B 4 ajpeca) — B COOTBETCTBUHU C
yKa3areJeM pacChUIKU, Ha KaXI0OM 3K3EMIUISIpe MUChMa YKa3bIBA€TCS TOJIBKO OJIMH aJipecar.

—MPOCTABJIEHUE CTOUMOCTH MTOYTOBBIX YCIYT;

—nepeaady B IOYTOBOE OTAENICHUE CBSI3U.

16.17. Ilpu mOATOTOBKE M OTHpPABKE MHUCEM HEOOXOAWMO YYHUTHIBATh MPABWIIA, YCTaHOBIICHHBIC
MpUKa3oM MUHHCTEpCTBA CBSI3M UM MaccoBbIX KomMMmyHuKanuii P® ot 31 wurong 2014 r. N 234 "O6
yTBepkaeHuu [IpaBui oka3aHus yciyr o4TOBOM cBsI3u".

16.18. JlokyMeHThI, OTIpaBIlsieMble CPEIACTBAMH MOYTOBOM CBS3H B OJIMH aJIpeC, BKIIAIBIBAIOTCS B
OJIMH KOHBEPT.

16.19. Hcxonsamme AOKYMEHTHI, IMpelHa3Hau€HHbIC ISl OTIPAaBKU CpeACTBaMU (PaKCUMUIBHON
CBSI3M, OTIIPABJISIOTCS paOOTHUKAMM KaHLEJISpUH 00111e00pa30BaTeIbHON OpraHu3allly.

17. PABPABOTKA U BEAEHUE HOMEHKJUIATYPbBI IEJI

17.1. JloxyMeHTaIbHBIA (POH]I MIKOJIBI — COBOKYITHOCThH JIOKYMEHTOB, 0Opa3yIONIUXCs B MPOIIecce
€ro JAesrenbHOCTU. JIOKyMeHTanbHbIH (OHI MIKOJNBI COCTaBJISIOT JOKYMEHTBHI, CO3JaHHbIE B
o011eo0pa3oBaTeIbHOM OpraHM3alli U IOJyYEHHBIE €10 B pe3yjbTaTe B3aMMOJCHCTBHUS C OpraHaMu
rOCy/IapCTBEHHOW BIIACTH, OpPraHaMHW MECTHOTO CaMOYIPAaBIEHUS, IOPUANYECKUMU MU (PUINIECKUMHU
JTUIAMH.

17.2. HomenknaTypa Jen SBISETCS OCHOBOM (OPMHPOBAHUS JTOKYMEHTAIbHOTO (DOHIA HIKONBI U
MpE/ICTAaBISET CO00I CHCTEeMAaTU3NPOBAHHBIN MEPEUYeHb 3arojOBKOB (HAMMEHOBAHMM) JIeTl, 3aBOJIUMBIX B
IIKOJIe, C yKa3aHHWEM CPOKOB MX XpaHEHUs, 1 OPOPMIICHHBII B COOTBETCTBHUHU C MPAaBOBBHIMH aKTaMH,
PEKOMEHJAIUSIMA U METOAMYECKUMHU YKa3aHUsIMH opraHoB Poccuiickoit Denepannu, ynoJIHOMOYEHHBIX
B c(hepe rocyJapCTBEHHOTO YIIPABICHUS apXUBHBIM JIEJIOM, JIEJIOMPOU3BOJICTBA U JOKYMEHTO000POTA.

17.3. HomeHkaTypa J1es1 COCTaBIIsIETCs HA OCHOBE M3YYEHUS TIOJI0KESHNH, HHCTPYKIMI U TIpaBuIL, a
TakXe JPYTruX JOKYMEHTOB, PETJaMEHTHPYIOIINX JeATeIbHOCTh 00IIe00pa3oBaTeIbHON OpraHu3aIliy, a
TaK)kK€ HOMEHKJIaTyp el 3a IPEIIIECTBYIOLIUE oAbl U JIOKYMEHTOB, 00pa3yIOIUXCs B JEATEIbHOCTH
00111e00pa3oBaTeIbHON OpraHU3aIH.

17.4. Homenkiatypa 1€l HCHOJB3YETCS ISl TPYNIUPOBKH HMCIOJHEHHBIX JOKYMEHTOB B Jela,
CUCTEMAaTH3allMd U y4deTa Jell, ONPENETICHUs] CPOKOB MX XPAaHEHUS M IOUCKA JIOKYMEHTOB, SIBIISIETCA
OCHOBOM Il COCTaBJIEHUS OMUCEN el MOCTOSIHHOTO U BpeMeHHoro (cBbilie 10 51eT) XpaHeHus, a TaKxe
JUIS ydeTa JeT BpeMEeHHOTO (110 10 JeT BKIIOUUTEThHO) XpaHEHUS.

17.5. HoMeHnkiaTypa /ie1 BBOJUTCS B ACMCTBHUE MPUKA30M 10 LIKOJIE.

17.6. HoMeHkiaTypa Jiel TOTOBUTCS B TPEX IK3EMILIAPAX:

— 17151 TIOMEUIEHUS] B HOMEHKJIaTYpPHOE JIeJI0 U IMOCTOSIHHOTO XPaHEeHHUS;

— 17151 ICTIONIB30BaHUS B pabOTe OTJEIOM JETONPOU3BOICTBA (KaHIEIIpueii);

— I XpaHEHUS B apXUBE IIIKOJIBI.

17.7. VI3 HOMEHKIATyphl AeN IIKOJIbl OTBETCTBEHHBIM IHIIOM 3a BEIEHHUE JIEJIONPOU3BOJICTBA
Oo(OPMIISFOTCSL  BBIMMMUCKU JIJIST  KXJOTO W3 TOAPA3ACIICHUA W OTICIOB 001eo0pa3oBaTeIbHON
OpraHu3alyy.
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18. ®°OPMHUPOBAHME JIEJ U UX TEKYIHIEE XPAHEHUE. [IOJAI'OTOBKA
JOKYMEHTOB 1 JEJI K IEPEJAYE HA APXUBHOE XPAHEHUE

18.1. dopmupoBaHue e — IpyNIMPOBKA UCIIOJIHEHHBIX JTOKYMEHTOB B Ji€lla B COOTBETCTBUM C
HOMEHKJIATYpOii Jen 001meo0pa3oBaTesIbHOM OpraHu3alliy U CHCTEMaTH3alus JOKYMEHTOB BHYTPH JIeJa.

18.2. Jlena co qHs uX 3aBeEHUS 10 MepeJadyd B apXHUB LIKOJIbI UM HA YHUYTOXKEHUE XPaHATCA 110
MeCTy UX (POPMHUPOBAHUSI.

18.3. Ilpuka3sl 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SHCTBEHHOH, Yy4eOHO-BOCIUTATEIHHOM
JESTEeIbHOCTH IIKOJIbI, TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JHYHOMY COCTaBy PAOOTHHMKOB M TIO
JMYHOMY COCTaBY OOydaronmxcs (y4almxcs/BOCIIUTAHHUKOB).

18.4. Ilepenucka rpynmupyercs 3a IEpHOJ KaJeHIApPHOTO TroJa W CHCTEMaTH3HpPYyeTcs B
XPOHOJIOTUYECKOH MOCIe10BaTEIbHOCTH.

18.5. [IpoBepka HaTMYUS ¥ COCTOSIHHSI TOKYMEHTOB U JIeJ IPOBOAUTCS TPU NIEPEMEIICHUH JelT, TIPU
BO3BpaTe JIeJ1, IPU PEOPraHN3aLUH UIIH JUKBUAALUHN 00111e00pa30BaTeIbHON OpraHU3alHH.

18.6. B apxuB o00mieo0pa3oBaTeIbHON OpraHM3aluK (Jajgee - apXuB) MepeiarTcs jAela
IIOCTOSIHHOT'0, BpeMeHHOro (cBbiie 10 J1eT) CpOKOB XpaHEHUs U M0 JIMYHOMY COCTaBy 4epe3 3 roja mnocie
rozia, B KOTOPOM JOKYMEHTHI OBLIIM MOMEUICHBI B JIEJI0 HA XpaHEHHE.

18.7. Ilepenaua 1OKyMEHTOB B apXHB IIPOU3BOJUTCS IO YTBEPKACHHBIM OIUCAM JIE.

18.8. IloaroroBka IOKYMEHTOB M JIei K Iepegadye Ha apXWBHOE XPaHEHHWE W HA YHHUTOKCHHE
[IpeyCMaTpUBACT:

—3KCIIEPTU3Y LIEHHOCTH JIOKYMEHTOB;

—COCTaBJICHHE OIUCEH J1eJ1 0 pe3ysbTaTaM 3KCIEePTU3bl UX LIEHHOCTH;

—odopMIieHuE JeT;

—COCTaBJICHHE aKTOB HA YHUYTOKEHHE JOKYMEHTOB H JIeJI C UCTEKIIUMHU CPOKAMH XPaHEHHUS.

18.9. DkcnepTy3a LEHHOCTH JOKYMEHTOB IOCTOSSHHOI'O M BPEMEHHOI'O XPaHEHUsl OCYIIECTBIISAETCS
©KEroJHo JMLIOM (JIMLaMHu), HAa3HAYEHHbIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 32
apXMBHPOBAHUE.

18.10. B nemo nomemntaercs He 6osiee 250 TUCTOB (TOJIIMHA JIea TPU dTOM COCTaBIISIeT He Ooiree 4
cMm). Ilpu OonbmioM KonnM4ecTBE JOKYMEHTOB (GoOpMHpYlOTCs ToMa (uyactu) aena. BHyTpu npena
JOKYMEHTBHI PacIojararoTcsi B XPOHOJIOTUYECKOM TIOPSIKE B COOTBETCTBMM C ONHUCHIO. B nema
MOMEIIAIOTCS TOIBKO UCTIONHEHHBIE, TPABUIILHO O(POPMIICHHBIE JOKYMEHTHI.

18.11. JloxyMeHTBI BHYTPH Jelia pacrojiaratoTcs CBEpXy BHU3 B XPOHOJIOTHYECKOU, BOMPOCHO-
JIOTHYECKOW TMOCJIEJ0BATEIbHOCTH UJIM UX COYEeTaHUH. PacropsauTenbHble JOKYMEHThI TPYNIUPYIOTCS B
7ieT1a 10 BHJIaM M XPOHOJIOTHUH C OTHOCSIIIUMHUCS K HUM TTPHIIOKECHHUSIMHU.

18.12. JInunble KapTOUKH paOOTHUKOB (POPMHUPYIOTCS B JI€JIO0 110 ajndaBUTy GaMUIHIA.

18.13. Odopmienne paena npemycMaTpuBaer: OG(GOPMIICHHE PEKBU3UTOB OOJIOKKH Jiena TI0
YCTAHOBJICHHOH (hopMe; HyMepaluio JUCTOB B JieJie KapaHIallloM B BEPXHEM IIPABOM YTIIy; COCTaBJIEHUE
BHYTPEHHEH ONKMCH JOKYMEHTOB Jella, IMOJAIIMBKY M Tmeperuier aena. Jluct Oonpmoro ¢opmara,
NOJIIUTEIA 32 OJMH Kpail, HyMepyeTcs KakK OJWH JIMCT B IPaBOM BepxHeM yriy. JIOKyMEHTHl ¢
COOCTBEHHOI HyMepaluei IMCTOB, B TOM YHCJIE MTeYaTHbIC H3IaHUs, HYMEPYIOTCS B OOIIEM TOPSIKE.

18.14. JIucTel €1, COCTOSIIUX M3 HECKOJIBKUX TOMOB MJIM YacTeil, HyMEpyIOTCs 10 KaX/JI0My TOMY
WJIH 9aCTH OT/ACITHHO.

18.15. Tlocne 3aBepuieHHs] HyMEpallMu JHCTOB COCTABISETCS 3aBEpUTENbHAs HAJIIHMCh, KOTOpas
pacrojaraercsi B KOHIIE Jeia. 3aBepuTelbHas HaJIIMUCh COCTABJIsIETCS B JieJ€ Ha OTIEIbHOM JIHCTE-
3aBepuTee Jena.

18.16. B 3aBepuTenbHONW HAANUCH OU(PaMHA U TIPOIMUCHIO YKa3bIBACTCS KOJMYECTBO JIMCTOB B
JAHHOM Jienie. 3aBepUTeNbHasi HAAMUCH MOJANUCHIBACTCS €€ COCTABUTENIEM C yKa3aHHUEM paclIu(ppOBKU
MOJINKCH, TOJKHOCTH U JaThl cocTaBiaeHus. KomnuecTBo IMCTOB B Aesie MPOCTaBiIsieTcst Ha 00JI0KKe Jiena
B COOTBETCTBUH C UTOTOBOM HAAIMHUCHIO.

18.17. PexkBm3uT "Cpok XpaHEHHs Aena" MEePeHOCHTCS Ha OOJOXKKY Jelia M3 COOTBETCTBYIOMICH
HOMEHKJIATypbl €]l TIOCJI€ CBEPKH €ro CO CpPOKOM XpaHEHHs, YKa3aHHbIM B II€peYHE THIIOBBIX
JOKYMEHTOB WJIH B TIEPEYHE JTOKYMEHTOB, OOpa3yroIUXCS B JESITEIBHOCTH (enepaabHOro OpraHa, ¢
yKa3aHHEM CPOKOB XPaHEHHS.
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18.18. Ha nenax mocTossHHOTO XpaHeHUs MHUIeTcs: " XpaHUTh TOCTOSHHO' .

18.19. Ilpuem nenm MPOU3BOAUTCS COTPYAHHKOM, YIIOJTHOMOYEHHBIM Ha BEACHHUE ICATEIHHOCTH
apxuBa, C TPOCTABIICHHEM B JIBYX HK3EMIUIIpPaX OIMUCH JIeJI OTMETOK O HAIMYUU KaXKIOro Jena (Ha
KKJIOM JK3EMIUISIPE ONMUCH YKa3bIBACTCS KOJUYECTBO (DAKTUYECKH NPHUHATBHIX J€J1, Jara Mpuema-
nepeavn JIe, a TAKKe MOANMKMCH apXUBUCTA M COTPYAHHKA, IEPEIABIIETO Jea.

19. BAKVIIOYUTEJIBHBIE ITOJIOKEHUSA

19.1. Hacrosmas MHCTpyKIHS MO JAEIONPOU3BOJICTBY SIBISETCS JOKATHHBIM HOPMATUBHBIM aKTOM
o01ieo0pa3oBaTeabHONM OpraHu3aly, npuHuMaercs Ha O01eM coOpanunu pabOTHUKOB M yTBEP)KIaeTCs
(BBOAMTCS B JCHCTBUE) IPUKA30M JTUPEKTOPA 00111e00pa30BaTEILHON OpraHUu3aliy.

19.2. Bce u3MeHEeHHUsT U JIOMOJIHEHHS, BHOCHMBIE B HacTosnyto MHCTpyKiuio, opopMistoTcs B
MUCHMEHHOM (hOpME B COOTBETCTBUU JICHCTBYIOLIMM 3aKOHOAATEILCTBOM Poccuiickoit denepanuu.

19.3. MHCcTpyKIus 1O AEJIONPOU3BOACTBY B IIKOJE HMPUHUMACTCS HA HEONMPEICICHHBIA CpPOK.
N3menenus u pononHeHuss K MHCTPYKIMM NPUHUMAIOTCS B TOPSJKE, MpeaycMoTpeHHoMm 11.19.1.
HacTosweil MHCTpyKIuu.

19.4. Tlocne npunstus WHCTpyKum#u (WM W3MEHEHWH W JIONMOJHEHMM OTIEIbHBIX IYHKTOB U
pa3esioB) B HOBOM pefaKIliy MpeablIyias peJakiiis aBTOMAaTUYECKU yTPauuBaeT CUILY.
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Ipunoowcenue Ne 1

IIPABUJIA
OPOPMJIEHUA PEKBU3UTOB JOKYMEHTOB

1. Jlig m[OArOTOBKM JIOKYMEHTOB IIPUMEHSETCS TEKCTOBBIM pelakTop, oOecrneyrBaromui
TpeOOBaHUs TPaPUUECKOTO BOCTIPOU3BEICHHS PEKBU3UTOB JOKYMEHTA.

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

3. Ilpu moaroroBke TEKCTOB B Tabuuuax, i oOecneueHHs JIydlled 4YUTaeMOCTH JaHHBIX,
J0IycKaeTcs mpuMeHnenue mpugTos Buaa Arial, pasmepos 12,13.

4. lnana3oH UCHOJIb3yEMBIX MEXyCTPOUHBIX HHTEPBAJIOB: OT OJMHAPHOIO J10 MOJIYTOPHOTO.

5. AO3anHBbIif OTCTYI TEKCTa JOKyMeHTa - 1,25 cMm.

6. 3aroJ0BKM pa3/ieNoB U MO/APa3/AEesoB MeYaTarTcs ¢ a03alHbIM OTCTYIIOM MJIM LEHTPUPYIOTCS 110
[IUPUHE TEKCTA.

7. MHOTrOCTpOUYHBIE PEKBH3UTHI MEYaTAIOTCA Yepe3 OJUH MEKCTPOUYHBIH HHTEpBaJl, COCTABHbIC
YaCTH PEKBU3UTOB OTACIAIOTCS JONOTHUTEIBHBIM HHTEPBAJIOM.

8. Eciu IOKyMEHT roTOBUTCS Ul U3JJaHUS C YMEHbIIEHHEM MaciiTada, TeKCT IedaraeTcs uepes
JIBa UHTEpBaJa.

9. UuTtepBan Mexay OykBaMH B CJI0Bax - 00bIYHbIN. MIHTEpBas Mex oy cilioBaMU - OAUH IpOOe.

10. TekcT mOKyMeHTa BbIpaBHUBAETCS IO IIMPUHE JUCTA (II0 TPaHMIAM JIEBOTO M MPABOI0 IoJiei
JOKYMEHTA).

11. AnuHa camoil JUIMHHON CTPOKM PEKBU3UTA MPH YTIIOBOM PACIIONIOKEHUU PEKBU3UTOB HE Ooiiee
7,5 c™.

12. InuHa caMOW JJIMHHOM CTPOKH PEKBU3UTA MPHU MPONOJEHOM PACIOJIOKEHUU PEKBU3UTOB HE
6omee 12 cm.

13. Koa dhopmbl fokymMeHTa

Koxa ¢opmbl 1okyMeHTa mpocTaBiseTcs Ha YHU(DUIIUPOBAHHBIX (OpPMax JOKYMEHTOB, B OCHOBHOM
HCIOJIb3YEMBIX B KaJIpOBOM JIOKYMEHTO000pOTe 1Kokl Pacnonaraercs koj Gpopmbl B IpaBOM BEPXHEM
yrily pabodero mosis JOKYMEHTa, cOCTOUT u3 cioB "dopma mo" (HauMeHOBaHHE KiaccudukaTropa) H
uudpoBoro Koja.

IIpumep - @opma no OKY]] 0301001.

14. HauMeHOBaHUE IKOIbI

HaumeHnoBaHMe 1IKOJBI JOJDKHO COOTBETCTBOBATH HAMMEHOBAHMIO FOPUAMYECKOTO  JIUIIA,
3aKpEIUICHHOMY B €r0 YUpEeAUTENbHBIX JoKyMeHTax (Y cTaBe obmieoOpa3zoBarenbHol opranu3ainun). [log
HalMEHOBAHMEM IIIKOJIBI B CKOOKAaX yKa3bIBa€TCs COKpPALIEHHOE HaMMEHOBaHUE 001e00pazoBaTeIbHOM
OpTaHU3aIH.

Han HaMeHOBaHMEM IIKOJIBI - YKa3bIBACTCS MOJTHOE HAMMEHOBAHUE BBIIIECTOSAIIEH OpraHu3aIiy.

15. CnpaBoyYHbl€ IaHHBIE O IIKOJIE

CrpaBouHbIe JlaHHBIE O ILKOJE BKJIIOYAIOT B ceOs: MOYTOBBIA ajapec, HoMepa TenedoHa, aapec
anekTpoHHo mouThl, (OI'PH), wuneHTHdUKanMOHHBIH HOMEp HAJOTrOIMJIATENbIINKA/KOA MPUUUHBI
MMOCTaHOBKH Ha HayoroBsIit yuer (MHH/KIIIT).

16. HanmeHoBaHMe BUIa JOKYMEHTA

PexBM3UT wHcnonbp3yercss Ul yKazaHUS BUAA JIOKYMEHTa M pacrojaraercss IMoJl PEeKBU3UTOM
«HaUMEHOBaHHEe o001meo0pa3oBaTeibHON  opraHuzauuu». HaumeHoBaHMe BHJa JOKYMEHTa HE
yKa3bIBAa€TCs B MUChMaXx.

17. JdaTta nokymeHTa

Jlatoif OKyMeHTa SsBIseTCS JaTa ero MNoJAmucaHus (TMpuKas, MUCbMO, 3alKcKa, akT U Ap.),
YTBEpKIEHUSI (MHCTPYKIHSI, IIOJIOKEHHWE, TpaBWia, pErJIaMeHT, IUIaH, OT4eT W Jp.), COOBITHSA,
3a(hUKCHPOBAHHOTO B IOKyMEHTE (IIPOTOKOJI).

Jlata TOKyMEHTa MPOCTABISETCS TOJKHOCTHBIM JIUIIOM, ITOANMCHIBAIONINM WM YTBEPIKIAIOIINM
JOKYMEHT, WIM IPU PErHCTpaliu JOKYMEHTAa, MM HEMOCPEICTBEHHO COCTaBUTEJEM IPH IMOATOTOBKE
JIOKYMEHTa (ciy>keOHasl 3aIKcKa, 3asBJICHHE U Ap.).




15

JIOKYMEHTBI, U3/1aBa€Mbl€ COBMECTHO C IPYIMMM OPraHU3aLUsSMU JOJDKHBI UMETh OJIHY (E€OUHYIO)
1ary.

Jary noxyMeHTa 0OpMIISIOT apabCckuMu I pamMu B OCIEI0BATEIbHOCTH:

e ICHb Mecsilia, Mecsl, roa. JleHb Mecsna U Mecsal oGopMIIOT IByMs IapamMu apaOCckux Ludp,
pa3eneHHbIMHA TOYKOMN; TOJl - YeThIpbMs apabckumu nugppamu, Hanpumep, 01.12.2017. Byksa "r" nocie
nudp He CTaBUTCS.

e [IPH CJIOBECHO-IIM(PPOBOM criocode opopMIICHH IaThl I€Hb Mecslla YKa3bIBaeTCs Mapoil apabckux

uudp, roa 4eTripbMs apadbckuMu nudpamu, Hanpumep, 12 aexadps 2017 r.

18. PerucrpaninoHHbli HOMEp JOKYMEHTA

PerucrpanmonHslii HOMEP JOKYMEHTA MPOCTABISAETCS B COOTBETCTBMM C CUCTEMOM pErucTpalui,
IIPUHATOM B IIKOJIE.

PerucrpanmoHHbIil HOMEp IPUCBAUBAETCS IOKYMEHTY IIOCJIE €T0 MOoANKUCaHus (YTBEPKICHU).

Ccbulka Ha perucTpalOHHBIA HOMEP U 1aTy JOKYMEHTa

Ccpuika Ha UCXOJALIUI HOMEP U JaTy AOKYMEHTa aJpecaHTa BKJIIOYAET B ce0sl perucTpaliOHHbIN
HOMEp U JaTy JOKYMEHTa, Ha KOTOPbI JOKEH ObITh JaH OTBET.

19. Mecto cocraBrienus (M3JaHus) JOKYMEHTa
MecTo cocTaBieHHsI WM U3AaHUs JOKYMEHTaA - "Topoy ..." - yKa3bIBaeTcsa Ha OJlaHKaX MPOTOKOJIOB
U aKTOB, COCTABJISIEMBIX B 00I1€00pa30BaTENILHON OpraHU3alHy.

20. Anpecar

B pexBusute "Anpecar” HCIoNb3yrOTCS OQUIMATbHBIE HAMMEHOBAHUS OPraHOB TOCYapCTBEHHON
U UCIOJHUTEJIHOW BIAacTH, OPraHOB MECTHOIO caMoOyIlpaBiieHus, opraHuzauui. Jlomyckaercs
UCTOJIB30BaTh O(PHUIMAIBHO NPUHATHIE COKpAIIEHHbIE HAMMEHOBAHHS OpPTaHOB T'OCYJApCTBEHHOH U
WCIIOJHUTEJIbHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIpPaBJIEHUs, OpraHU3alui.

[Ipu anpecoBaHMM JOKyMEHTa IODKHOCTHOMY W YaCTHOMY JIMILy HHHLHUAIBI CTaBSTCA TIOCIE
bamunnu.

Ilpumep - Pykosooumenio OO0 «Cmpoumensy

Damunus U.0O.

PexBu3ut "aznpecatr" mpocTaBisieTcsl B BEpXHEH MPaBOM 4acTH JIOKyMEHTa (Ha OJIaHKEe C YIJIOBBIM
PacrojoKeHUEM PEKBU3UTOB) UJIU CIpaBa MoJ PEKBU3UTAMM OaHKa (MPU MPOAOIBHOM PACIONIOKEHUH
pekBu3nTOB OnaHka). CTpOKM pekBU3UTa "ajipecaT” BbIPAaBHUBAIOTCA IO JIEBOMY KpPalo WM LIEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM JJIMHHOM CTPOKH.

IIpu agpecoBaHuM JIOKyMeHTa 0e3 yKa3aHMsS [JOJDKHOCTHOTO JIMIIA HAaMMEHOBAHMS aJpecaToB
MUIIYTCS B UMEHUTEIILHOM a/I€Ke, HAIpUMeED,

Opeanvr cmamucmuxu 2opooa Lllaxmepcka

IIpn amgpecoBaHuM JOKYMEHTa PYKOBOIUTENIO OpraHU3alid HAMMEHOBAaHUE JIOJDKHOCTHU
YKa3bIBACTCs B JIATEIHLHOM MajieKe, HarpuMmep,

T'enepanvromy oupexmopy OOO «H30anuey

Damunus 1. 0.

[TouroBBINi aapec He YyKa3bBaeTCsl B JOKYMEHTaX, HANpaBlIsSeMbIX B BBICIIHNE OpTaHbI
rOCy/JIapCTBCHHOW BJIACTH, (eIepaibHbIe OpraHbl WCIOJHUTEIBHON BIACTH W WX TEPPUTOPHAIBHBIC
OpraHbl, OpraHbl FTOCYAaPCTBEHHON U UCTIOTHUTEIHLHOM BIACTH, TOCTOSI MHBIM KOPPECTIOHICHTAM.

[Ipu agpecoBaHwWM MUChMa B OPTAaHMU3AIMIO YKA3BIBAIOT €€ HAMMEHOBAHUE, 3aTeM MTOUYTOBBIN aJipec,
HaTpuMep,

Tocyoapcmeennoe  yupesicoenue  Bcepoccutickuti  Hay4HO-uccie008amensbCKutl.  UHCIMUmMym
O00KYMeHmOoBedeHUs U apXUBHO20 Oeld

Ilpogpcorosnas ya., 0.82, [llaxmepck, 286211
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[Ipu anpecoBannu AJOKyMEHTa (PU3NYECKOMY JIMITY YKA3bIBAIOT ()aMUIHIO U UHUITAAIIBI TIOTy4YaTels,
3aTeM MOYTOBBIA aJIpec, HAPUMeEp,

Ilemposy H.11.

Ilpouzeoocmeennas yu., 0.5, k6.12,

2. llaxmepck, 286211

PexBusut "Anpecar”" He JOJDKEH conepikaTh Oomnee deThipex anapecaroB. Crmoso "Komwms" mepen
BTOPBIM, TpPEThbUM, YETBEPTHIM ajpecaTaMu He YykasbiBaeTcs. llpu uucne azapecatoB Oonee 4-x
COCTAaBIISICTCSI CITUCOK PACCBHUIKU JIOKYMEHTA.

Ecnu 1OKyMEeHT OTHpaBisieTcsi B HECKOJIbKO OJHOPOJIHBIX OpraHu3aluil WIH B HECKOJBKO
CTPYKTYPHBIX TOJIpa3AciieHUi OpraHa UCTIOTHUTEILHON BIIACTH, TO OHU YKA3bIBAIOTCS 00OOIICHHO.

[Tpumep:

Pyxoeooumensam yupesxcoenuii CI10

20. T'pud yTBepkIeHUS TOKYMEHTA

I'pud yTBepkneHus MPOCTaBISETCS B MPAaBOM BEpXHEM YIiy AokyMeHTa. CTpOKH pEKBHU3HTA
BBIPAaBHUBAIOTCS 110 JIEBOMY Kparo WJIA LEHTPUPYIOTCSI OTHOCUTEIBHO CaMOW JUIMHHOM CTPOKU. JJOKyMeHT
YTBEPKAACTCSA JOKHOCTHBIM JIMIOM (JODKHOCTHBIMU JIMLIAMHU) UM PACHOPSAUTEIbHBIM JOKYMEHTOM
(mocTaHOBIIEHUEM, PEIICHUEM, IPUKA30M, PACTIOPSHKECHUEM ).

[Ipu yTBep:kIE€HUU TOKYMEHTa MOJKHOCTHBIM JIULIOM TpU( YTBEPKIEHHUS JTOJKEH COCTOSTH M3
cioBa YTBEPXJIAIO (0e3 kaBbluek), HAMMEHOBAHUS IOJKHOCTH JIMIIA, YTBEPHKAAIOIIEr0 JOKYMEHT, €ro
MOAINKCH, HHUIIUAJIOB, (DaMUJINH U JaThl yTBEPKIACHUS.

[Ipumep:

YTBEPX/[AIO

Jupexmop I'BOY « CPE/[HAA LLIKOJIA Ne 18»

H.0. Damunus

21. lata

[Ipu yTBepKIeHUH TOKYMEHTa HECKOJbKUMU JOJKHOCTHBIMHU JIMIIAMH MX TOJITUCH PacoiararoTcs
Ha OJIHOM YpOBHE.

[Ipu yTBEep>)IeHUU TOKYMEHTa PaCIOPSAUTEIBHBIM JOKYMEHTOM TpU( yTBEPXKICHUSI COCTOUT U3
cioB YTBEPXJIEH (YTBEPXIEHO, YTBEPXJEHbI, YTBEPXJIEHA), coriacoBanHOro c
HaMEHOBAHHEM BHJIa YTBEPXKIAAEMOTO JOKyMEHTa, HAUMEHOBAaHUS BUJA JOKyMEHTa B TBOPUTEIHHOM
najiexe, ero 1atbl, HOMepa.

[Tpumep:

YTBEP)K/I[EHO

npukazom I'BOY « CPEJTHAA LIIKOJIA Ne 18»

om 01.03.2020 Ne 57

22. 3arojoBOK K TeKCTY

3aroJoBOK K TEKCTy - KpaTKOE COJIEep)KaHWe JOKYMEHTa. 3arojloBOK K TEKCTy TIpHKasa
bopmynupyercs ¢ npeuiorom "O" ("O06") u oTBedaeT Ha Borpoc "o yem?"):

e 1IpuKa3 (0 yeM?) 0 CO3/ITaHUU KOMHCCHH;

e ripHKa3 (0 ueM?) 00 yTBEPKACHUH ILITATHOTO PacIUCaHMS;

e MUCHMO (0 ueM?) 0 IPeOCTaBIEHUU HHPOPMAITHH.

3aroJ0BOK K TEKCTY 0(OpMIISETCs 101 PEKBU3UTAMU OJIaHKa CJIeBa, OT TPAHMIIbI JIEBOTO TOJISL.

HaumenoBanme (3aroioBok) nu00 aHHOTAIMs JTOKYMEHTA COCTaBIAETCS aBTOPOM TPOEKTa
JOKyMEHTA.

3aroJ0BOK K TEKCTY MOXKET HE COCTaBIISITBCS, €CITH 00bEM JIOKYMEHTA He TPEBBIIIAET 4-5 CTPOK.

23. TekcT TOKyMeHTa
JIoKyMeHTBI 00I1Ie00pa3oBaTeIbHON OpraHU3allid COCTABISIFOTCS Ha TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit denepanuy — pycckom.
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TekcT MOKyMEHTa MOXKET COJIEpIKaTh Pa3Aelibl, MOAPA3/ENbl, MyHKThI, MOAMYHKTHI, HyMEpyEeMbIe
apabckumu 1udpamu.

B mpukasax TEeKCT TOKyMEHTa U3JIaraloT OT IMEPBOTO JIMIA €AUHCTBEHHOTO YUCIA (KIIPUKA3BIBAIOY )

B nokymeHTax KOJUIETHAIbHBIX M COBELIATENIbHBIX OpraHax OT TPEThEro JMla €AMHCTBEHHOTO
grcina: («coOpaHwue... peruiio)

TexkcT mpoTokoNia wu3Maraercs OT TPEThEro JUIa MHOXKECTBEHHOTO 4YHcla («CIyIaam,
«BBICTYTIHIINY, «TIOCTAHOBHIINY, «PEUIIIIN» ),

B coBMecTHBIX MOKyMEHTaX TEKCT H3JaraloT OT I[EepPBOro JIMIA MHOMXECTBEHHOIO YHCIA!
(«IIpUKA3BIBAEMY, «PELIMIIN).

B nenoBbIx (ci1y:ke0HBIX) MUCbMax MCTONb3YIOTCS (OPMbBI U3TI0KEHUS:

e OT TIEPBOTO JIMIIA MHOXXECTBEHHOTO 4YHCIA («IIPOCUM HANpPaBUTH», TMPEACTABIsIEM Ha
paccMOTpEHUE»);

e OT TPETHETO JINLA €AUHCTBEHHOTO uncia («Anmunucrpauus OV lkona Ne 1238 He Bo3paxaer»);

e OT MEPBOTO JINIIA EAMHCTBEHHOTO YKcia («CUUTAI0 HEOOXOIUMBIMY, «IIPEIaral0 pacCMOTPETHY).

[Tpu ynotpebsieHuu B TeKCTe (haMUITUI JTUI] HHUIIHAJIBI YKA3BIBAIOTCS TIOCTIE haMITHH.

B nenoBbIX (ciTy»ke0HBIX) MUCbMAaX MOTYT UCHOJB30BAThCS:

e BCTYNUTENBHOE O0palIeHuE:

YVeaorcaemwiii cocnooun Hearnos!

Yeaosrcaemas cocnoorca Ilemposa!

Yeaorcaemwviti Huxonaui Ilemposuu!

Yeaorcaemasn Onvea Huxkonaesna!

Veaoicaemvie 2ocnooa!

B oOpameHnn 1o JODKHOCTH HAMMEHOBAHWE JIOJDKHOCTH IHIIETCS C IPOMUCHON OYyKBBI, B
oOpareHuu 1o (haMUIMK HHUALIAAJBI JINIA HE YKa3bIBAFOTCSI.

e 3AKIIFOYUTEIIbHAS ATHKETHAS (pa3za:

C ysaoicenuenm, ...

Crpanuibl TOKyMEHTa HyMEpYIOTCs, HAUMHAasi CO BTOPOIO JIMCTA JOKyMEeHTa apabckumu nudpamu
[IOCEPEIUHE BEPXHETO IOJIA.

Tekcr nOKyMeHTa OTHENSAETCS OT 3arojIoBKAa JIBYMsI WM TPEMS MEXIYCTPOYHBIMH HHTEPBAIIAMHU
UCIIOJIb3YEMBIMU B TEKCTE.

24. OTMeTKa 0 MPHUIIOKESHUH

OTMeTKa O MPUIOKEHUH HCIOJIB3YeTCs MpU O(QOPMIICHUU IMHCEM W TMPWIOKCHHHA K TUTaHAM,
porpaMMam, OT4eTam, MOJIOKEHUSIM, TIPaBUIIaM, HHCTPYKIIHSIM U JPYTUM JTOKYMEHTaM.

B nucemMax oTMeTKa 0 MPUIIOKEHUH 0(DOPMITIETCS TTOJT TEKCTOM MTUChMa Ha paccTosHuM 1,25 cM oT
rpaHulbl jeBoro mois. Eciau mpuiiokeHWe Ha3BaHO B TEKCTE MHUChMAa, B OTMETKE O MPHIOKEHUU
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISPOB MPHIIOKECHUS, HAIIpUMeED,

Ipunoowcenue: na 3 1. 6 1 7x3.

IIpy HanuuuMm HECKOJIBKUX MPWIOKEHHUH, B OTMETKE O MPWIOKEHUH OHHU HYMEPYIOTCH,
YKa3bIBalOTCS HAaUMEHOBAHUS KaXKIOTO MPUIIOKEHUS, KOJIMYECTBO JHMCTOB M KOJUYECTBO 3K3EMIUISPOB,
Hanpumep,

Ilpunoscenue:
1. Inan-epagpux ... na 3 1. 8 2 3x3.
2. Cnpaska o noomeepacoenuu pakma ooyuenus... na 1 1. 6 1 3k3.

Ecim npumnoskeHust cOPOIIIOPOBaHbI, TO KOJWYESCTBO JINCTOB HE yKa3biBaeTcsa. Ecim mpuiioskeHne
HAMpaBIIIOT HE BO BCE yKa3aHHbIE B JIOKyYMEHTE aapeca, TO OTMETKY O €ro Haluduu O(QOPMIISIOT
CJIEIYIOIIM 00pa3oM, HarpuMmep,

Ipunooscenue: na 3 1. 6 1 9k3. MoabLKO 6 nepawili aopec.
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Ha npunokeHusx K mpaBmiiaM, HHCTPYKIUSAM, TIOJOXKEHUSAM, TJIaHAM, MporpaMMmam, J0roBOpaM U
APYTUM JTOKyMEHTaM OTMETKa O MPUJIOKCHHUU TPOCTABIISICTCS HA TIEPBOM JIUCTE MPHUIIOKECHUS B TIPABOM
BEPXHEM YTIIy.

Ecmu nmpuioskeHre ogHO, OHO HEe Hymepyercs. Eciin mpuiioskeHUil HECKOJIbKO, OHU HYMEPYIOTCS
(npunoxenue 1, npunoxenue 2).

B TekcTe mokyMeHTa MpH MepBOM YIOMHUHAHHHU JIOKYMEHTA-IIPUIIOKEHUS B CKOOKaX yKa3bIBaeTCS:
... (mpunoxenue) unu ... (mpuwioxkeHue 1); mepea HOMEPOM MPUIIOKEHHS JOMYCKAETCS CTaBUTh 3HAK
HoMepa: ... (mpuioxkeHue N 2);

B oTmeTke O MpUIIOKEHUH YKa3bIBA€TCS HAMMEHOBAaHME BHJA OCHOBHOTO JOKYMEHTA, €ro jara U
HOMEp, HarpuMep:

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

Ecan mpuiioxkeHueM K JIOKYMEHTY (HampuMmep, K MPUKa3y) SIBISETCS yTBEPKIaeMbId JTOKYMEHT,
(monoxeHue, MpaBuiia, MHCTPYKLHUS, PErJIaMEHT U JIp.) B BEPXHEM MPABOM YTy MPOCTABIISAETCS OTMETKA
0 TIPWJIOKCHUH, HIDKE — TpU() YTBEPKIACHUS, HATIPUMED,

Ipunoocenue

YTBEPK/IEHO

npukazom I'BOY « CPEJHAA LHIKOJIA Ne 18» om 08.06.2017 Ne 67

Bun u pasmep mpudra pekpuzura "OTMETKa O NMPUIOKECHUU" JIOJDKEH COOTBETCTBOBATH BHUIY U
pa3Mepy mpudTa TeKCTa JOKyMEHTA.

25. 'pud cormacoBaHus IOKyMEHTa

I'pucd cornacoBanus JOKYMEHTa HUCIOJIB3YETCS MPU COTIACOBAHUU JIOKYMEHTA C OpraHaMHM BJacTH,
OpraHM3alMsIMH WK JOJKHOCTHRIMU Junamu. OH coctout u3 cinoa “COI'JTACOBAHO”, nomxHOCTH
JUIa, KOTOPBIM COTJIACOBaH JOKYMEHT (BKIIOYas HAMMEHOBAaHWUE OPTraHU3alMM), JIMYHOW MOJIHUCH,
pacimpoBKY OANUCH (MHUAIIMATIOB, (DaMUJIMH) U 1aThl COTJIACOBAHMUS.

ITpumep:

COI'JTACOBAHO

Lupexmop I'BOY « CPEJHAA LLIKOJIA Ne 18»

H.0. Pamunus

01.12.2017

I'pud cornacoBaHus B 3aBUCMMOCTH OT BHJIa JIOKYMEHTa U 0COOEHHOCTEH ero opopMiIeHHs MOXKET
IPOCTaBIATHCS:

e Ha MIEPBOM JICTE JTIOKYMEHTa (€ClIH JOKYMEHT UMEET THTYJbHBIH JIUCT, - HA TUTYJIBHOM JIMCTE) B
JIEBOM BEpPXHEM YIJIy Ha YpOBHE Irpu(a YTBEpXkACHUS WIM 110 HAUMEHOBAHHEM JOKyMEHTa OJIKe K
HIDKHEMY TI0JII0);

e Ha MIOCJIEIHEM JIUCTE JOKYMEHTA MOJ1 TEKCTOM;

e Ha JINCTE COIJIACOBAHUS, ABISIOLIEMCS] HEOThEMIIEMOM YaCThIO JOKYMEHTA.

BaemHee coriiacoBaHue TakkKe MOXKET OBITh OCYIIECTBIEHO IPYTHMM JIOKYMEHTOM - IHCHMOM,
IIPOTOKOJIOM, ITPUKA30M.

[Tpumep:

COI'JTACOBAHO npuxazom J{OzM om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBanne POEKTa JOKYMeHTa 0(hopMIIsIeTCsT BU3OM.

Buza mpoctaBnsieTcss coOCTBEHHOPYYHO JIMIIOM, BU3UPYIOIIMM JOKYMEHT, UM BKJIOYaeT B cels
HAaMMEHOBAHHE JTOJDKHOCTH BH3HPYIOIIETO, €0 JHYHYIO TOIHUCH, PACIIH(POBKY MOAMUCH (MHUIHAIIBL,
(bamunuio) u aary.

[Tpumep:

3amecmumens oupexmopa

H.0. Pamunus
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JlonyckaeTcsi NOJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €ro IIPUIIOKEHUH.

IIpy HamuuuuM 3aMe4aHui, JIONOJHEHUWM K IPOEKTy JOKyMEHTa BU3a JOHOJHSIETCS
COOTBETCTBYIOIIUM YKa3aHUEM.

JUis NOKyMeHTa, IO/UIMHHUK KOTOPOTO OTHPAaBISIOT W3 LIKOJbI, BU3bl INPOCTaBIAIOTCA Ha
9K3EMILIAPaX JOKYMEHTOB, IOMEIAEMBIX B JEJI0.

Jlis TOKyMEHTa, MOAJMHHUK KOTOPOTO OCTAeTCs B LIKOJIE, BU3bI COINIACOBAHUS MPOCTABIIAIOTCSA Ha
000poTE MOCIETHEro JHCTa MOUIMHHUKA [JOKyMEHTa WM Ha IOCICIHEM JIUCTE JOKYMEHTa IO
HOJITHUCHIO.

27. Ioanuce
[Moamuch BKIIIOYAET: HAWMMEHOBAaHWE JIOJDKHOCTH —JIMIIA, MOJAIMHUCABIIETO JIOKYMEHT, €ro

COOCTBEHHOPYYHYIO MMOJIUCH; paciIMGPOBKY MOAMUCH (MHUIIAAIIBI, (DaMIIIH):
[Ipumep:
Lupexmop nuunas noonuce U.0.@amunusa

Ecnu pokymeHnT odopmieH He Ha OllaHke, B HaWMEHOBaHHE JOJDKHOCTH BKJIIOYAETCS
HAaMEHOBaHME 00IIe00pa3oBaTeNbHON OpraHu3aluy (IIOJHOE Ha3BaHWE INKOJbBI). Jlomyckaercss B
pexkBuzute "lloamuch JOMKHOCTHOrO InuIA" ILEHTPUPOBaTh HAMMEHOBAaHUE JOJDKHOCTH JIUIIA,
MOAMMUCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHOU CTPOKH.

[Ipyn moanmucaHuM JOKYMEHTa HECKOJbKUMHU JIOJKHOCTHBIMH JIMIIAMHU Pa3HBIX JOJKHOCTEH WX
MOJANKCU PpACHoJIaraloT OJHY IOJ JpPYrod B IOCIENOBATEIbHOCTH, COOTBETCTBYIOLIEH Hepapxuu
3aHUMAaeMOil TOJKHOCTH.

[Ipumep:

Lupexmop nuunas noonuce 1.0.P.

3amecmumens oupekmopa auunas noonuce 1.0.D.

[Ipn mnoanucaHum JOKyMEHTa HECKOJIbKUMH JIMIIAMH PAaBHBIX JOJDKHOCTEH WX IOJAIUCH
pacrojararoT Ha OJJHOM YPOBHE.

B nokymeHTax, cOCTaBIEHHBIX KOMUCCHEH, YKa3bIBA€TCsI CTATYyC JIMIIA B COCTaBe KOMUCCHU:

MPOCTaBJICHHEM KOCOM dYepThl Iepel HAaUMEHOBAaHHMEM MJOJDKHOCTH (M00aBIATh Kakue- JHO0
MIPUCTABKH).

Ecnu pupexktop wWiM HMHOE YNOJHOMOYEHHOE Ha TMOANUCAHUE JOKYMEHTa JUI0 BPEMEHHO
OTCYTCTBYET (OTITyCK, 00JI€3Hb, KOMaHJMPOBKA) WIIH JIOJDKHOCTh BaKaHTHA, TO JJOKYMEHT TOJIITUCHIBACT
COTPYJIHUK, YIIOJIHOMOUYEHHBIA Ha MOAMKUCAHNE B COOTBETCTBUH C PACHOPSIUTENBHBIM IOKYMEHTOM HITU
HAJICIICHHBI TIOJHOMOYHSIMH, YCTAHOBJICHHBIMH MPHUKAa30M IIKOJIbl Wi yupemutens (JOrM), c
yKa3aHUEM CBOEH MOKHOCTHU U MOJTHOMOYHS, HAaIPUMED,

3amecmumens oupekmopa noonucev U.0. Damunus

WJIH:

Ucnonnsarowuii obszannocmu oupekmopa noonucy U.0. amunus

W

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

PexBuzut "l[loamucek MOMKHOCTHOTO JHUIA" MOXET OBITh OQOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Hampumep, MpU HAMHUCAHUU CIY>KeOHOW 3amucku 0e3 MPUMEHEHHs] TeXHHYECKUX CPE/ICTB)
160 0(hOPMIIEH C UCTIOIH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuae odopmienus pexBuzuta "lloamnuce JOMKHOCTHOrO JHUIA" € HCHOJIB30BaHUEM
TEXHUYECKUX CPEACTB BHJ M pa3Mep MpudTa yKa3aHHOTO PEKBHU3HWTA HE MOXKET OTIWYATHhCS OT BUIA U
pa3Mepa mpudTa OCHOBHOTO TEKCTa TOKYMEHTA.

PexBusut "llognuchk AOMKHOCTHOrO Jua'" OTHAENSETCS OT TEKCTa TpeMs WIM YEThIPbMS
OJIMHAPHBIMU MEXAYCTPOUYHBIMU HUHTEPBAJIaMHU.
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28. [leuatp

[ledats sBIsIETCA CIIOCOOOM MOJTBEPXkAECHUS MOJUIMHHOCTH MOJIIHMCH JOKHOCTHOTO JIMLA Ha
nokyMmeHte. [leuaTh craBUTCA Ha JOKyMEHTax B CIydasX, IPEIyCMOTPEHHBIX 3aKOHOAATEIbHBIMU WM
MHBIMU HOPMATHUBHBIMU IIPABOBBIMU aKTaMH.

Ileyats cTaBUTCS Ha CBOOOJHOM OT TEKCTAa MECTE, IPU ITOM OTTUCK II€YaTH HE 3aXBAThIBAET
JIMYHOW MOANUCH JOJDKHOCTHOIO JIMIA MOJNMCABLIEro JOKYMEHT, Wi B MecTe, 0003HaueHHOM «MID»
(«Mecto neyatun).

B nokymeHTax, MOArOTOBIEHHBIX HA OCHOBE YHU(UIIMPOBAHHBIX (OPM, I€4aTh CTABUTCS B MECTE,
0003HaYyeHHOM OTMeTKOH "MII" uinu uHbIM 00pazom.

29. OtmeTka 06 UCTIOTHUTEIIE

OtmeTka 00 wucmonHUTENE (aBTOpE) MOKyMEHTa MPOCTABJIAETCS HAa MHCbMaxX LIKOJIBI B JIEBOM
HIDKHEM YTy JIMIIEBOM CTOPOHBI MOCIEIHEro JIUCTAa JOKYMEHTAa OT TPAHHULBI JIEBOTO MOJS WU, MPHU
OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CIIEBA.

OtmeTka BKJIIOYAaeT (aMUIIMIO, UMS, OTYSCTBO HCIIOJTHHUTENSI M HOMEp ero TeiedoHa, a TakkKe
OTMEeTKa 00 HMCIOJHHUTENE MOXKET JOMOJHATHCS HAMMEHOBAHUEM JIOJDKHOCTU M AJEKTPOHHBIM aJ[pecoM
WCTIOTHUTEJIS.

ITpumep:

Usanoe Uean Hsanosuu, cneyuanucm no oxpane mpyoa

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

30. OTMeTKa 0 3aBepeHHUH KOMUU

JI1st mOATBEPKIEHUSI COOTBETCTBHS KOMUU (BBIMUCKU M3 JOKYMEHTA) MOJJIMHHUKY TOKYMEHTa Ha
MOCJICHEM JIUCTE KOIMUU (BBIMKUCKHU U3 TOKyMeHTa) oA pekBuszutoM "lloamuce" odopmiisercs pekBU3UT
«OTMeTKa 0 3aBEPEHUU KOTIHI.

OTMeTKka O 3aBEpEHUM KOIMM BKIIOYAET: CJIOBO «BepHO», HauMeHOBaHME IOJKHOCTH JIMLIA,
3aBEPHBILETO KOMHIO, COOCTBEHHOPYYHYIO HOIKCH, PACIIH(POBKY MOANUCH (MHUIUAIBI, (HaMUINIO),
JaTy 3aBEPEHUs KOIUU JOKYMEHTA.

PexBm3utr «OTMeTKa O 3aBEepeHUM KOMUM» MOXKET OBITh oOQopMmMieHa OT pPYKH WIH C
WCIIOJIB30BaHUEM LITAMIIA.

Jonyckaercst 3aBepsATh Ka)/bli JUCT MHOTOCTPAHUYHOMN KOIUH TOKYMEHTA.

31. OrMeTKa 0 MOCTYILIEHHUH JIOKYMEHTA

OTMeTKa O MOCTYIUIGHMH AOKYMEHTa COACPKUT BXOJSMUIMN PEruCTPAllMOHHBIA HOMEp U JaTy
MOCTYIUICHUST JIOKYMEHTa. JlomyckaeTcs yKa3aHHE€ YacOB M MHUHYT TOCTYIUICHUS JIOKYMEHTa C
3aBEPEHUEM MOJMUCIMH 3aUHTEPECOBAHHBIX JIUII.

OTMeTKa 0 TOCTYIUIEHUU JOKYMEHTA MOKET MPOCTABIISITHCS C MCIIOJIb30BAaHUEM IIITaMIIA.

32. Pesomronus
Pe3osroninst COAEp)KUT yKa3aHWe MO UCIOJHEHUIO JokymeHTa. OHa odopmisieTcs Ha CBOOOTHOM

MecTe paboyero noJjs J0KyMeHTa.

Pe3omtonus BkitouaeT B cedst: haMUIIHIO, HHUIIMAIIBI UCIIOHUTEINS (MCIIOIHUTENEH ), TOpydeHue 1o
JOKYMEHTY, ITOJINKCH aBTOPA PE30IIOLUH U 1aTy 0POPMIICHUS PE30IIIOLIUH.

Pe3omronusi, Mo yCMOTPEHUIO JIMIIA, NAIOIIETO MOPYYSHHE, MOXKET BKJIIOYATh B ceOsS TakKe CPOK
WCTIOTHEHHS JIOKYMEHTA.
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