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HNHcTpyKuus 10 1eJ10NPOU3BOICTBY

1. O01me mMoI0XKEHUA

1.1. Hactosamas MHCTpyKius Mo AETOMpPOU3BOACTBY B IIKOJIE pa3paboTaHa B COOTBETCTBHH C
®denepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-D3 "O06 o6pa3oBanuu B Poccuiickoii denepammu”
¢ u3MeHeHusasMU Ha 16 ampens 2022 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHIapTOB IO
uHpopmanuu, OUOTMOTEUHOMY U M3JIaTeIbCKOMY ey, «OpraHu3alMOHHO-PACIOPSIUTEIbHAS
JTOKyMeHTalus. TpeOoBaHus K  OQOPMIICHHIO JIOKYMEHTOB», a Takke YCTaBOM
00111e00pa3oBaTeIbHON  OpPraHM3allid W JPYTUMH HOPMATHBHBIMU TPABOBBIMU  aKTaMU
Poccuiickoit  ®enepanuu, perJaMEHTUPYIONIMMHU  JIEATEIBHOCTh  00IIe00pa3oBaTeIbHbIX
OpraHu3aIuu.

1.2. JlanHas MHCTPYKIMs IO JEJONPOU3BOJACTBY B opraHuzauuu (naisee - HHcTpykuus)
0003HavyaeT npaBuiia MOArOTOBKH U 0(POPMIIEHNUS TOKYMEHTOB BOPraHU3aI[1H, OCYIECTBIISAIONIEH
00pa30BaTeNbHYIO0 JIEATENBHOCTh, ONpPENeNseT CTaHAapThl OPOPMIICHHUS PEKBU3UTOB, OJAHKOB
JIOKYMEHTOB, COCTaBJIEHUM IIPHUKA30B, IOJOKEHUN HWHCTPYKLUUH, a TaKXE DPErIaMEHTUPYET
dopmHpoBaHUE JeNl UX TEeKyllee XpaHEeHHUe, MOATOTOBKY IOKYMEHTOB M Jell K Iepeaaye Ha
apXMBHOE XpaHeHHe B 00111e00pa30BaTeNbHOM OpraHu3aluy.

1.3. MHCTpYKIMS MO JENONPOU3BOJCTBY B YUPEXKJIECHHM pa3paboTaHa B LENAX YCTaHOBJIECHUS
€IMHBIX TPeOOBaHUI K MOJIrOTOBKE, 00paboTKe, XpaHEHHIO U UCIIOJIb30BaHUIO 00Pa3yIOLIUXCS B
NeSITeIbHOCTH 00111e00pa3oBaTeIbHON OpraHW3aluy U MOCTYMAIOUIMX B IIKOJY JOKYMEHTOB, a
TaK¥XE COBCPUICHCTBOBAHUSA n IIOBBIIIICHUA 3(1)(1)CKTI/IBHOCTI/I JACJIOIIPOU3BOJACTBA
0011eo0pa3oBaTeabHON OpraHu3aluy.

1.4. Tlonoxxenus: MHCTpYKIMU paclpOCTPaHSIOTCS Ha OpraHU3alMio paboThl ¢ JOKYMEHTaMHU
HE3aBHCHMO OT BHJa HOCHUTENs, B TOM YHCIE C JJIEKTPOHHBIMU JOKYMEHTAaMH, BKIIIOUas



MOJTOTOBKY, O00pabOTKy, XpaHEHHE W HCIOJIb30BaHHE [OKYMEHTOB, OCYIIECTBIISIEMBIMU C
MOMOIIBIO0 UHPOPMALMOHHBIX TEXHOJIOTUH.

1.5. Opranuszanuio, METOJUYECKOE PYKOBOJACTBO, COBEPLICHCTBOBAHME JEJIONPOU3BOACTBA U
KOHTPOJIb 32 COOJIOZICHUEM HacTOAIIeH NHCTPYKIMH B IIKOJIE OCYIIECTBIISICT OTBETCTBEHHBIN 32
BEJICHUE JIEIOIPOU3BOJICTBA.

1.6. IlpaBa u 00s3aHHOCTH PAOOTHHMKOB, OCYIIECTBIAIOIUX pabOTy C JOKyMEHTaMH B
CTPYKTYPHBIX IOApA3JEEHUAX OoOlIe00pa3oBaTeIbHON OpraHu3aluy, YCTaHABJIMBAKOTCS
JOJKHOCTHBIMU MHCTPYKLUHUSMHU WIH IPUKA30M JIUPEKTOPA.

1.7. CBenenusi, comepxaiiiecss B JOKyMEHTaX, MOTYT ObITh MCIOJb30BaHbI TOJILKO B PaboYnX
IeJISIX B COOTBETCTBUH C IMOJIHOMOYHSIMU COTPYIHUKA, paboTaromero ¢ JoKkyMeHTamu. Padora ¢
JIOKYMEHTaMH BHE IOMEILEHUN LIKOJbI HE nomnyckaercs. IIpu yrpare JOKyMEHTOB IIPOBOJIUTCS
ciryxeOHast TpoBepKa.

1.8. [Ipu yxome B OTHyCK, mepeBoje (MEpeMEelIeHnH) Mo padoTe WM B ClIydae YBOJbHEHHS
COTPYJIHUK OO0s3aH MepeAaTbh BCE HAXOSAIIMECS Y HEro JOKYMEHTbl HHOMY COTPYJHHKY,
OmpeAcIEHHOMY B COOTBETCTBHM C yKa3aHUEM  HEMOCPEICTBEHHOTO  PYKOBOIHUTEIS
YBOJIBHSIEMOTO, YXOJSIIETO B OTIYCK WJIM TMEpeBOAIIerocs (lepeMeniaeMoro) mo pabdore
COTpPY/IHHUKA.

1.9. HHCTpyKIMsS TO BEIEHHUIO JEJONMPOM3BOJACTBA O0sA3aTENbHA JUISI COONIONEHUS BCEMHU
pabOTHUKAaMHU LIKOJIbl. BHOBb MpuHATEIE HAa PabOTy COTPYIHUKH, BJIOJKHOCTHBIE 00s13aHHOCTU
KOTOPBIX BXOJUT Be/IEHUE IOKYMEHTAIIUH, B TeUeHUE TPEX pabouuX JHEH co AHS U3/1aHus IIPUKa3a
0 Ha3HAYEHHUU Ha JOJDKHOCTh JOJDKHBI OBITh O3HAKOMIIEHBI ¢ HacTosmed WHCTpykiuen mon
HOJIITUCH.

2. IlpaBuiia noArOTOBKU U OPOPMIIEHHUSI JOKYMEHTOB

2.1. B [eATenbHOCTH WIKOJBI CO3[Aa€TCS KOMIUIEKC OPraHU3allMOHHO PaCHOPSAUTENbHBIX
JIOKYMEHTOB: TIPUKAa3bl, TOJOKEHUS, PaBUIa, UHCTPYKIIUU, PETIIAMEHTHI; POTOKOJIBI 3aCeaHni
(COBCHIaTeJ'II)HI)IX, KOOPAWHAIMOHHBIX, OSKCICPTHBIX W [p. OpFaHOB), aKTbhl, AHAJIUTHYCCKUC
CIIpaBKH, OOKJIAAHBIC U CJ'IY)KC6HI)IC 3aIlMMCKHU, JOTrOBOPBI (KOHTpaKTI)I, COFJ'I&HICHI/I?I), JACJI0Bas
(cmyxeOHas) mepenucka W Jp. COCTABISIOTCS U OQOPMIIIOTCS CHElUaIbHbIE JTOKYMEHTHI,
CBSI3aHHBIE C IUIAHHPOBAaHMEM O0Opa30BaTENbHOW  JESATETBHOCTH W OCYIIECTBICHHEM
XO3SUCTBEHHBIX MEPOIPUATHI, BeIeHHEM Yy4eOHO-NeJarornyeckoro ydera, OpraHu3anuen
JIEIIONPOU3BOICTBA 00111e00pa30BaTeNLHOM OpraHU3aIui, 00ecIedyeHneM OyXTalTepcKOro y4era.

2.2. JIOKyMEHTBI MOTYT CO3/JaBaThCsi Ha OyMa)KHOM HOCHUTENE M B DJIEKTPOHHOPOPME C
COOJIIOZICHHEM YCTAaHOBJICHHBIX MPaBuiI 0OpMIIeHHS TOKyMeHTOB. [Ipu co3nanmnu qoKkymMeHTa Ha
IBYX U 00Jiee CTpaHUIIaX BTOPYIO U MOCIEAYIONINE CTPAHUIBI HyMEPYIOT.



2.3. Homepa cTpaHull IPOCTABISIOTCSA MOCEPEIUHE BEPXHETO MO JOKYMEHTa HapaCCTOSHUU HE
MeHee 10 MM OT BepxHero kpas jucra. [lomyckaercssi CO31aHMEIOKYMEHTOB Ha JIMIEBOW U
000pOTHOW CTOPOHAX JIUCTA.

2.4. Ilpu 1ByCTOpOHHEM CO3JJaHUH JOKYMEHTOB LIMPHHA JIEBOT'O 10JIsI HA JIULIEBOM CTOPOHE JINCTA
U TIPABOTO MOJIsl HA 00OPOTHON CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.

3. PexkBU3UTHI TOKYMEHTOB

3.1. JInmst peKBU3UTOB JOKYMEHTOB, CO3/1aBaéMbIX B 00111€00pa30BaTEIIHbHOM
OpraHu3alliy yCTaHABIMBAIOTCS MpaBuiia U TpeboBanus B coorsercTBuu ¢ 'OCT P7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIPEACIISIETCS €ro BUIOM 1 Ha3HAYCHUEM.

3.3. HpI/I IHOATOTOBKEC H O(l)OpMJ'IeHI/II/I JOKYMCHTOB B MIKOJIC HCIIOJIB3YIOTCS CIICAYIOIINEC
PECKBU3HUTLI:

- Kox (GOpPMBI JOKyMEHTA;

- HAMMEHOBAHME IIIKOJIBI;

- CIIpaBOYHBIE JAHHBIE O LIKOJIE;

- HauMEHOBaHHE BHJA JOKYMEHTA;

- Jara JOKyMEHTa;

- pEeTUCTpaIOHHBIN HOMEp TOKYMEHTA,
- CCBUIKA Ha PEeruCTPalMOHHBIA HOMEp U 1Ty JOKYMEHTa;
- MECTO COCTaBJICHUS (M3aHUs) JOKYMEHTa;
- azpecar;

- rpu¢ yTBEp)KIEHHUS JOKYMEHTa;

- 3aroJIOBOK K TEKCTY;

- TEKCT IOKyMEHTa;

- OTMETKa O MPHUJIOKECHHH;

- rpud coriacoBaHUs T0KyMEHTa;

- BU3a;

- TOJIUCH;

- OTMETKa 00 3JIeKTPOHHOH MOANUCH;

- TIeYartsb;

- OTMETKa 00 HCIIOJIHUTEIIE;

- OTMETKa O 3aBEPEHUU KOIINH;

- OTMETKa O MOCTYIUICHUH JTOKYMEHTA;

- PE3OIOIHSL.

4. biiaHKM TOKYMEHTOB



4.1. JlokyMeHTBI, co3laBacMbie B 0O0II€00pa30BaTEIbHONW OpraHu3auy, OQOPMIIIOTCS Ha
OnaHKaX, U3rOTOBJICHHBIX HA CTaHAAPTHHIX JHcTax Oymaru ¢popmatoB A4 (210x297 mm) u AS
(148x210 mm). OtamenbHBIE BUABI JOKYMEHTOB (TaOJIMIBI, CXEMbI, CMEThI) JOIMyCKAaeTCs
opopMisiTh ¢ wucmonb3oBaHueM ¢opmata A3 (420x297MMm). JIOKyMEHTBI, COCTaBIISIOIIUE
BHYTPEHHIOIO IIEPENHCKY, O(OPMIISIOTCS Ha CTaHAAPTHBIX JTUCTax Oymaru ¢popmara A4 (210x297
MM) 0€3 UCIIOJIb30BaHUs OJIAaHKOB.

4.2. Kaxnplif TUCT TOKyMeHTa, 0(hOpMIICHHBINM Ha OllaHKe WK 0e3 Hero, JOHKCHUMETh TI0JIsl He
MeHee:

- 20 MM - 1eBOC;

- 10 MM - npaBoe;
- 20 MM - BepxHeg;
- 20 MM - HIDKHEE.

4.3. JIoKyMeHThI AIuTeNbHbIX (cBbllIe 10 J€eT) CpOKOB XpaHEHUs OJIKHBI UMETh JIEBOE I10JI€ HE
meHee 30 MM.

4.4. Bupl 0JIaHKOB JOKYMEHTOB IMPUMEHSEMBIX B IIIKOJIEC:

- 0Ot OJaHK;

- OJIaHK IIHCHhMa;

- OJaHK KOHKPETHOrO BHJa JIOKyMeHTa (OJaHK mMpuKasza, OJIaHK pacIOpsKEHHs, OJaHK
MPOTOKOJIA U JIp.)

4.5. OOpa3npl pa3pabOTaHHBIX U MPUMEHSAEMBIX B IIKOJE OJAHKOB MOAJIEKAT BKIIOYEHHIO B
UHCTPYKLIMIO 10 JIeJONPOMU3BOJACTBY 00I1€00pa30BaTeIbHOM OpraHM3allid B KadyecTBe
NPWIOKEHUH (MpuioxeHue 3 Ha 3 nucTax).

5. IIpukasel

5.1. Tlpukazamu OQOpPMISIOTCS pEUIeHUs IO OIEPATUBHBIM, OPTraHU3AIMOHHBIM, y4E€OHBIM,
KaJIpOBBIM (IpHJIOKeHHE 2 Ha 9 MucTax) U IpyrUM BOIIpocaM pabOThI MIKOJIBL.

5.2. TIpoekTbl TPHKA30B TOTOBST OTBETCTBEHHBIC MCIOJHUTEINM HA OCHOBAaHUU TMOPYUYEHUI
JIUPEKTOpA, ero 3aMmectuTeneil. [IpoekThl mprKa3oB MO JUYHOMY COCTaBY TOTOBHUT CIEIUATIUCT O
KaJpam.

5.3. B mpukazax TekcT u3naraercs ot nepBoro juna ennHcTBeHHOTo uncia («I[IPUKA3BIBAIOy).

5.4. Tekcr mpuka3za MOXET COCTOATh W3 JBYX 4YacTel: KOHCTaTupymoled (mpeamOynbl) u
pactopsAuTEIbHOM.



5.5. B KoHcTatWpylomeld YacTH KpaTKO H3JIaraloTcs IMelu M 3anadd, (akTel ¥ COOBITHS,
MOCJTYKUBILIME OCHOBAaHUEM ISl M3JjaHuA Npukaza. OHa MOXKeT HaunHaThCs ciaoBamu "B nemnsax",
"B coorBerctBun", "Bo ucnonnenue", u 1.1. Eciiu npuka3 u3maercs Ha OCHOBAHMM APYIroOro
JIOKYMEHTa, TO B KOHCTaTUPYIOLIEH YaCTH YKa3bIBAE€TCS HAMMEHOBAHUE 3TOr0 JOKYMEHTa, €ro
JaTa, HOMEp U 3aroyioBok. lIpeamOyna B MpoeKTax MPHKA30B 3aBEPIIACTCS CIOBOM
«ITPUKA3BIBAIO», koTOpoe reuaTaeTcs 3arjJaBHBIMUA OYKBaMH.

5.6. PacniopsaurenbHas 4acTh JTOJIKHA COJEPKATh MEPEUNCIIEHUE NIPEANUCHIBAEMBIX JEHCTBUM C
yKa3aHUEM HCIIOJIHUTENS KaXJO0ro ICHCTBHS M, MPU HEOOXOIUMOCTH, CPOKOB HCIIOJIHEHUS.
PacnopsimuTenbHas 4acTh JENUTCA HA MYHKTHI U MOAMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
nudpamu. JleiicTBUS OJHOPOJHOTO XapaKTepa MOT'YT OBITh IEPEYUCIICHBI B OJHOM ITYHKTE.

5.7. B xadecTBe WCIOJHUTENICH YKa3bIBAIOTCS 3aMECTHTENH JUPEKTOpa, NpeAceaTeiIn HIn
PYKOBOJMTENN PaOOYUX IPyII (KOMHCCHIA).

5.8. Ecin mpuka3 u3MeHSeT paHee U3JaHHBbIA JOKyMEHT (IyHKTBl JOKyMEHTa), TO OAMH W3
IYHKTOB paclopsIUTEeIbHON YacTH TEKCTa JOJDKEH COAEp)KaTh CChUIKY Ha H3MEHSAEMbIH
JOKYMEHT (IIyHKThI JOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpa U 3aroJIOBKa.

5.9. Ecau npuka3 oTMeHsIeT AeMCTBHE paHEe M3JAaHHOI'O JOKYMEHTa (IIyHKTOB JOKYMEHTA) C
OIpe/IeIEHHON AaThl, TO OAMH U3 IIYHKTOB PACHOPSAUTEIbHON YaCTH TEKCTa JJOJKEH HAYMHAThCS
cioBamu "IIpu3HaTh yTpaTUBIIUM CHITy...", ajiee yKa3blBaThCs JaTa, HOMEP M 3aroJIOBOK paHee
U3JJAaHHOTO JJOKYMEHTa (IIyHKTa JJOKYMEHTa), a TAaKXKe J]aTa, ¢ KOTOPOH OTMEHSETCs €ro IeHCTBHE.
Ecnn nata He ykazaHa, TO JeWCTBUE paHee W3JAHHOIO JOKyMEHTa (IYHKTHI JIOKYMEHTa)
OTMEHSETCS C J1aThl U3/1aHUS HOBOTO ITPHKA3a.

5.10. Ecau mpuka3 OoTMEHSIeT paHee W3JaHHBIA TOKyMEHT C MOMEHTa W3JlaHus, TO OJUH W3
MyHKTOB PAacHoOpsAIUTEIbHON 4YacTU TEKCTa JIOJDKEH HauyuHatbes ciaoBaMu "OTMEHUTh..." u
YKa3bIBaThCS JjaTa, HOMEP U 3aroJIOBOK paHee U3/IaHHOTO JJOKYMEHTA.

5.11. Ecnu npuka3s npeanoiaraeTcst BBECTH B ICHCTBUE HE C MOMEHTA ero U3AaHusl, HE0OX0AUMO
yKa3aTh CPOK BBEJCHUS ero B aelcTBue. IlocmeaHuil MyHKT pacmopsaUTENIbHON YacTH MOXKET
COJIepKaTh CBEJCHUS O JOJHDKHOCTHOM JIHIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 33 HCIOJTHEHUEM
npuKasa.

5.13. Tlpuka3sl TOANUCHIBAIOTCS TOJBKO JAUPEKTOPOM 0011e00pa30BaTeIbHOM OpraHu3aluu Win
PabOTHUKOM, UCIIOJIHSIOIIUM €ro 00S3aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a O0ECIeYeHNe CBOEBPEMEHHOM U KaUeCTBEHHOH MOATOTOBKHU MPOEKTOB
IPUKA30B U UX COTJACOBAHME C 3aMHTEPECOBAHHBIMM PAOOTHUKAMU U OpPraHMU3AIUSIMHU HECYT
aBTOPBI IPOEKTa MPUKa3a.

5.15. PeructpannoHssle HOMEpPa MPUCBAUBAIOTCA MpPUKa3aM IO MOPSAAKY HOMEPOB B Ipezaenax
KaJIeHJJapHOTO TO/a.

5.16. I[aTa perucTpanuu 1rmpukasa ABJIdaCTCA JlaTOM ero moAIMCaHHUs.

6. I[IpaBuna, Nog0XXEeHUs, THCTPYKIIMH



6.1. IIpaBuina — HOPMATHBHBIN aKT, OMPEIEISIOMINN MOPAIOK KaKOTro-JI100 BUIA ACATEIHHOCTH,
YCTaHABJIMBAIOIIMKI WM 3aMpelalonIii ONpeIeICHHOE MTOBEICHHE.

6.2. ITlomoxeHue — HOPMATUBHBIA aKT, JETAIBHO PETJaMEHTUPYIOLIMA MpPaBOBOM CTaTycC,
MOPSAIOK OPTaHU3alMU U MPOIIeIypy KaKoro-1u0o BHUIa AESITEIbHOCTH.

6.3. UHCTpyKIIMST — HOPMATUBHBIA aKT, WU3/1aBAa€Mbld B IEJSX PaA3bsICHEHUS U OINpEICICHUS
MOpsAIKa MPUMEHEHHS] COOTBETCTBYIOIIET0 HOPMATHUBHOTO aKTa JHOO0 C LIEIbI0 YKa3aHHs HOPM O
croco6ax BBIMOIHEHUS ONPEEIIEHHBIX onepaiuil (IeicTBhii).

6.4. IlpaBuna, NoJ0KEHUS, MHCTPYKLUU MPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJA JOKYMEHTA) Ha
VYuopasinstoneM coBete, 3acefaHusx [Ipodcoro3Horo komHuTeTa IIKONBI W YTBEPKIAIOTCS
JTUPEKTOPOM.

6.5. HOpSII[OK IMOATOTOBKH ITPOCKTOB IMPAaBUJI, ITOJIOKCHUA, UHCTPYKIIUHA COOTBETCTBYCT 06H1€My
NOpAAKY NOATOTOBKH ITPOCKTOB IIPUKA30B O6H.I€O6p8.30BEIT€J'ILHOI>i OpraHu3aluu.

6.6. TekcT mpoeKTa TOJIOKEHUs, MPaBUII, HHCTPYKIUKM IeYaTaeTcs Ha YHCTOM JIMCTe Oymaru
dbopmara A4.

6.7. OTINYUTEIILHEIMH XapaKTCPUCTUKAMHU TCKCTOB IIPpaBUJI, ITOJIOKCHUSA, MHCTPYKIHUH ABJIAKOTCA:

- TOYHOCTbH MPUMEHSEMBIX ()OPMYJIMPOBOK 0€3 UCTIOIB30BAHUS CJIOB M IMIOHSATHH, UMEIOIIUX
MHOKECTBEHHBIN CMBICIT;

- WCIOJB30BAaHUEC KOPOTKHUX IMPEIJIOKEHUH, OOIENPUHSATHIX BBIPAKCHUW W CBS30K, TPU
HEOOXOJUMOCTH -  TPEIBAPUTEIBHOE  ONpEACNCHHE  HCIOJIb3YEeMbIX  IOHATHUH,
COKpalleHHi1, a0OpeBuaTyp;

- OIKMCaHUE BCEX BO3MOXHBIX BAPUAHTOB COOBITUN M COOTBETCTBYIOIIMX UM BapHaHTOB
NENCTBU, T.€. MOJHOTA NMPeACTaBIeHUS HHPOPMAITIH;

- CTPYKTYPHUPOBAHHOCTHh TEKCTA C IIEJbIO JIOCTHUKEHUS HAWIYUIIeH MOCIe0BaTeIbHOCTH
W3JI0KEHUSI MaTepHaa;

- MHUHHUMH3AIUSA TEKCTA C MOMOINIBIO0 MPUMEHEHUsT 00001eHn (0030pOB MPeATNoaraeMbIX
NeiCcTBUI) ¥ IPUMEHEHNE TIepeyrciIeHuH (3a1a4, 3TaroB, YCIOBUN U T.1I.).

6.8. B 3aBucMMOCTHM OT CIIO)KHOCTH M oObeMa pa3paldaThlBa€MbIX IPaBUJI, IOJOKEHUS,
MHCTPYKIIUH - TEKCT JOKYMEHTA JISIUTCS Ha TJIABBL, ITYHKTHI U MIOAITYHKTHI. [ JTaBbI TOJHKHBI UMETh
Ha3BaHus. Hymepanus npousBoautcs apabckumu nudpamu.

7. IlpoTokon 3acemanust (COBEIIAHU)

7.1. IIpoTOKOJT — JOKYMEHT, B KOTOPOM (PUKCHpYETCs X0 00CYK/I€HUSI BOIIPOCOB U MPHUHSITHS
peleHnii Ha cOOpaHUsAX, COBEUIAHUAX, KOH(PEPEHIMIX U 3aC€AaHUAX KOJJIETHAIBHBIX OPTraHOB.



7.2. IIpoTtokon 3acenanus (coBemanus) - (Hajnee - mMPoTOKO) 0hOPMIIIETCS HAa YHCTOM JIUCTE
Oymaru ¢opmara A4.

7.3. PexkBU3HUT - "TEKCT JOKyMEHTA". PEKBU3UT COCTOUT U3 ABYX YACTEil: BBOAHOW U OCHOBHOM.

7.4. Bo BBOJHOHW 4YacTM  YKa3blBAIOTCS  WHUIMAIBI, (GaMUIUU W JOJDKHOCTH
MIpe/ICe1aTeIbCTBYIONIETO, CEKpETaps, MPUCYTCTBOBABIINX Ha 3aCEIaHUU U, TPH HEOOXOIUMOCTH,
JIUII, TIPUTJIAIICHHBIX Ha 3ace/jaHue (COBEIaHue).

7.5. BBogHas YacThb MPOTOKOJIA 3aKAaHUYMBAETCS IEPEYHEM PACCMATPUBAEMBIX BOIIPOCOB,
NEPEYUCIICHHbIX B TOPSAOKE UX 3HAYUMOCTH C YKa3aHHUEM JIOKJIaJ4uKa IO KakKIOMY
paccmaTpuBaeMoMy Bompocy. Borpocs! popmynupyrores ¢ npemigorom "O" ("O6"), meyaTarorces
OT TPaHUIIBI JIEBOTO MOl U HyMEPYIOTCS apaOCKUMU ITUPPAMH.

7.6. OcHOBHAS 4YacTh IIPOTOKOJIA COCTOUT U3 pa3aciioB, COOTBETCTBYIOIIHNX pacCMaTpHUBACMbIM
BOIIpOCaM M X HyMEpalunu.

7.7. Tekct mpoOTOKONAa H31araeTcsl OT TPEThEro JHIa MHOXecTBeHHoro yucna ("cmymamu",
"BeicTynuin", "mocranoBuin", "pemminn").

7.8. IIpOTOKOJ MOANUCHIBACTCS JIUILIOM, ITPEICEAATEILCTBOBABIINM Ha 3aceJaHUH (COBELIAaHUM ), U
cekpeTapéM 3aceaHus (COBEIIaHus).

7.9. HpI/I OTCYTCTBUH CCKpPETApsdA 3acChaHuA, B TOM YHCIIC IIPU IMPOBEACHHUU OICPATUBHBIX
COBeHlaHHﬁ, AOITYCKACTCA MOATIMCAHUC ITPOTOKOJIA TOJIBKO NPEACCAATCIIbCTBYOIIUM.

7.10. TekcT mpoTOKOJA JOHKEH OBbITh MOATOTOBIEH HE MO3/JHEE TPEX OHEH CO JIHS 3acelaHusl.
[IpoekThl COOTBETCTBYIOUIMX ITYHKTOB IPOTOKOJA BH3UPYIOTCA JOJDKHOCTHBIM  JIHIIOM
OTBETCTBEHHBIM 32 ITOATOTOBKY.

7.11. [[aTa IMMPOTOKOJIAa JOJZKHA COOTBETCTBOBATH JHIO ITPOBCACHHNA COBCIIAHUA (3aCCI[aHI/I$I).

7.12. Konuu mpoTOKOJIOB pacChIIAIOTCS 3aMHTEPECOBAHHBIM OpPraHU3alUsM U JIOJKHOCTHBIM
JUIaM B COOTBETCTBUHU C YKa3aTeJIeM pPACCBUIKH, KOTOPBIH COCTaBIseT CEKpeTapb 3acelaHus
(coBemianus).

8. ITinan

8.1. Ilmam — HAOKYMCHT, YCTaHaBJ'II/IBaIOH_[I/Iﬁ NEepeuUCHb HAMCUYCHHBLIX K BBbIITOJHCHUIO
MepOHpHHTHﬁ, X IIOCJIC€I0BATCIBHOCTD, O6’beM, CpOKH, OTBECTCTBCHHBIX HCIIOJIHUTEIEH.

8.2. Ilman odopmisercs Ha nucte Oymaru (opmata A4 ¢ HCIOIB30BAaHUEM CIEAYIOMIMX
PEKBU3UTOB:

- HaMMEHOBaHUE IIKOJIbL;
- rpu¢ yTBEpXKICHHUS JOKYMEHTA;
- JlaTa JOKYMEHTa;



- perucTpanyOHHBIN HOMEpP JOKYMEHTa;
- HaWMEHOBaHWE BUJA IOKYMEHTA;

- 3aroJIOBOK K TEKCTY;

- TEKCT JOKYMEHTa;

- HaMMEHOBAHHE JIOJDKHOCTH;

- TOJIHCH.

8.3. PexBu3uT — "TekcT goKymMeHTa" opopmIisieTcs B BUAE TaOIMIIbI ¢ Tpadamu:

- HOMeEp ITyHKTa IJIaHa;
- HauMEHOBAHHE MEPOTPHUITHS;
- CPOK HUCHOJHEHHS;

- HCIOJHHTEINb;

- NpUMEYaHue.

9. Otuer

9.1. OT4eT — JOKYMEHT, COJIePKAIUi CBEICHUS O pe3yJIbTaTax JAesITeIbHOCTU 32 ONPE/ICIICHHBIN
NEepUOJ] BpPEMEHH, BBIIIOJIHEHUN MEPONPUITUN, TOPYUYCHHH, 3a1aHU, TJIAHOB.

9.2. Ot4etsl, MpenoCTaBIsIEMble B OpraHbl FOCyapCTBEHHOW BJAacTU (B TOM YHCIE B OPraHsbl
rOCYyJJapCTBEHHOM  CTaTUCTMKM) W  HMEIOIIME  YCTaHOBJCHHYIO IIPAaBOBBIMH  aKTaMHu
roCyJJapCTBEHHBIX OPraHoOB (pOpMY, CO3IAIOTCSI 0 YCTaHOBJIEHHON MOCY 1apCTBEHHBIMHU OpraHaMU
¢dopme 1 B onpeeIEHHOM UMHU MOPSIJIKE.

9.3. OTLIéTI)I, MMPpEaOCTaBIACMBbIC COTPYAHUKAMU MIKOJIBI B XOJA€ BHYTPCHHETO B3aHMOHeﬁCTBHH,
CO3Iar0TCA IO IIpaBujiaM, YCTAHOBJICHHBIM IJII CO3OaHU CJ'Iy)Ke6HLIX 3aIlluCOK.

9.4.0TueTsl opopMIIIOTCS Ha JUcTe Oymaru (opmata A4 C HCIOIB30BaAaHMEM CIIEAYIOLIMX
PEKBU3UTOB:

- HaMMEHOBaHUE ILKOJIbL;
- Jlara JOKyMEHTa;

- perucTpalyOHHBIN HOMEpP JOKYMEHTa;

- HaMMEHOBaHUE BUJA JOKYMEHTA;

- 3aroJOBOK K TEKCTY;

- TEKCT IOKyMEHTa;

- OTMETKa O MPWIOKEHUHU (TIpU HAIUYHH);
- HaMMEHOBaHUE JOJKHOCTH;

- TOJIHCH.



9.5. B tekcte oTu€ra B 00s13aTE€ILHOM TMOPSIKE JOHKHO COIEPKATHCSA YKa3 Ha JIEATEeIbHOCTD,
MepOHpI/IHTI/IC, BBIIAHHOC HopyquHe, 3aJaHucC, HyHKT IJ1aHa, HO,Z[JIG)KaH_II/Iﬁ BBITIIOJTHCHHUIO, U
pe3yiabTaT O BBHIIIOJIHEHHH, B TOM YHCIE C YKa3aHMEM Ha COOJIIOJCHUE WM HapylIeHUE
HCHOHHHTCHBCKOﬁ JUCHUITIIINHBI, yCTaHOBJ'IeHHbIX CpOKOB HCIIOJIHCHUA U HaAAJICXKaAIICC
npefocTaBieHue  MHGOpManKMM, HEOOXOJMMBIX  MarepuajioB  (MPOEKTOB  JIOKYMEHTOB)
COMCHIOJIHUTEIISAMU (TP YYaCTHUH HECKOIBKUX UCIIOJIHUTEIIEH ).

10. ITucemo

10.1. IImcpMa roToBSITCS KakK:

- OTBETHI O BBIITIOJIHCHUU nopyquI/Iﬁ BbILICCTOAIIUX OPraHOB HCITOJIHUTEILHOMN BJIACTH,
- OTBCTBI Ha 3aIIPOChI OpI" aHHSaI_II/Iﬁ, Hpe,[[HpI/IHTI/Iﬁ N 4aCTHBIX JIMII,
- WHHUIIMATHUBHBIC ITMCbMaA.

10.2. Cpoku mOATOTOBKH OTBETHBIX MTUCEM:

- C KOHKDETHOH AaTOW MCIIOJIHEHUS, YKa3aHHOM B JOKYMEHTE, - B YKa3aHHBIN CPOK;

- B COOTBETCTBUM C PE3OJIOLMEH JIUPEKTOpa M €ro 3aMECTUTENEH Ha OCHOBAHUU
YCTaHOBJICHHBIX CPOKOB HMCIIOJIHEHHsI IOPYYEHHMM, 3alIPOCOB HJIM II0 PELICHUIO aBTOpa
PE30IIIOLHH.

10.3. TekcTbl OTBETHBIX MHCEM JOKHBI TOUHO COOTBETCTBOBATH 3a/1aHUSAM, 3a()UKCUPOBAaHHBIM B
pe3omoruu. CpoKkH NOArOTOBKY HHUIIMATUBHBIX ITUCEM ONPEAEIIAIOTCS CAMOCTOSITEIEHO aBTOPOM
IIPOEKTa MUChMa € Y4ETOM HEOOXOAMMOCTH PEIICHHsI KOHKPETHBIX 3a/1a4 U (WJIM) B COOTBETCTBUU
¢ TpeOOBAHUAMHU 3aKOHOAATEILCTBA, TOPYUEHUSIMU HETTOCPEICTBEHHOT'O PYKOBOAUTEIIS.

10.4. ITucpma neyaTaroTcst Ha GiaHKe MucbMa oOIIe00pa30BaTENbHON OPraHU3AlMK C YTIIOBBIM
pacroaoKeHNeM PEeKBU3UTOB.

10.5. JIomoOJHHUTENBbHO K PEKBU3UTAM OJIaHKa MUChbMa TPH OQOPMIICHUU MHCEM B IIIKOJIE
UCIIOJIb3YIOTCS CJIEYIOIINE PEKBUZHUTHIL:

- ajpecar;
- 3aroJIOBOK K TEKCTY;

- TEKCT JOKYMCHTA,

- OTMCTKA O IPHUIIOKCHHHU,

- BH3a,

- TOJIHUCH.

- OTMETKa 00 HCIIOJIHUTEIIE.



10.6. Ilpu opopmiaeHnn TuckMa Ha IBYX M 0oJiee CTpaHHUIaX BTOPast U MOCIAEAYIOIINE CTPAHUIIBI
HYMEPYIOTCS MOCEPETUHE BEPXHETO MOJIS JIMCTa apaOCKUMU IUPpaMu.

10.7. ITucpma noanuchHIBaeT AUPEKTOP UM PAOOTHUKH, YIIOJHOMOUYEHHBIE TPUKA30M.
10.8. CinyxeOHbIE 3aITUCKH

10.9. B nenax ocyecTBiIEHHs] B3aUMOJICHCTBUS MEKIY COTPYJHUKAMU B paMKaX BHYTPEHHETO
JOKyMEHTOOO0OpOTa B INKOJIE HPUMEHSIOTCS ClyXeOHble 3amucku. Ciy)keOHbIe 3armucKH
SBJISIFOTCSL  CTIPAaBOYHO-MH()OPMALIMOHHBIME TOKYMEHTaMH. ABTOpPAMHU CIYKEOHBIX 3aIHCOK
SIBIISIFOTCS] COTPYAHUKHU 00111e00pa30BaTeIbHON OpraHU3auHy.

10.10. CJ'Iy}K€6Haﬂ 3aIMMCKa MOXKET COCTABJIATHCA 110 YKa3aHHUIO PYKOBOACTBA UJIW 110 HHUIIMATUBEC
KOHKPETHOT'O COTPpYAHUKA.

10.11. IIpu odopmaeHun CiryKeOHOM 3aTUCKH 0O(OPMIISIFOTCS CIASAYIOIINE PEKBU3HTHI:

- anpecar;
- Jlara JOKyMEHTa;

- HaWMMEHOBaHUE BUJA JOKYMEHTa;

- 3aroJIOBOK K TEKCTY;

- TEKCT IOKyMEHTa;

- OTMETKa O MPWIOKEHUHU (TIPU HAIUYHH);
- HaMMEHOBAHHE JIOJDKHOCTH;

- TIOJIHCh.

10.12. Ciy>xeOHbIe 3aMCKH MOTYT CO3/1aBaThCsl HA OyMa)KHOM HOCHTEIIE U (MIJIK) B 3JIEKTPOHHOI
dopme.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTb BBLIAETCS COTPYIHUKAM IIKOJBI M OGOpMIIAETCS IO IpaBUIIaM,
YCTaHOBJIEHHBIM HacTosledl MHcTpyknueil ans nmucem, ¢ y4éToM TpeOOBaHUN TIpa)KIaHCKOTO
3akoHozaresbeTBa Poccniickoit denepanuy 1 HaCTOAILETO pa3/ena.

11.2. TIpoekT IOBEpEHHOCTH MOJArOTABIMBACTCS W BU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyJeT BblJaHa, IOCJIE Yero mnepenaércs B KaHLEISAPUIO AJIs HAlpaBICHHUA Ha
MOANMCAHUE.

11.3. JloBEpeHHOCTh MOJMKCHIBAETCA IUPEKTOPOM WM JIMIOM, OCYIIECTBIISIONINM €ro
MOJTHOMOYHS (MCTIOJTHSIFOIIIIM OOSI3aHHOCTH), M CKPEIUISIETCS MeYaThio 001eo0pa3oBaTeIbHOM
OpraHu3aIiu.



12. JIoroBOp#bI, COTJIAIICHUS, KOHTPAKTHI

12.1. JloroBopsbl, corjamieHus, KOHTPaKTbl (Jajiee - JOTOBOPhI) MOJArOTaBIMBAIOTCS B
COOTBETCTBUU C TpeOOBAaHMSIMH TPaXJAAHCKOTO, TPYIOBOro, OIOHPKETHOTO U WHOTO
3akoHoaarenbcTBa Poccuiickoit ®exepanuu, B 3aBUCUMOCTH OT PETYJIHUPYEMBIX JOTOBOPOM
MPABOOTHOLIECHUM U 0053aTEBCTB CTOPOH.

12.2. Tlpoekt noroBopa NOJATOTaBIMBACTCS OTBETCTBEHHBIM COTPYAHUKOM(KOHTPAKTHBIM
YVOPAaBISIOMUM) ¢ y4€TOM HEOOXOJIMMOCTH CBOEBPEMEHHOI'O M KayeCTBEHHOIO 00ecredeHUs
MCIIOJTHEHUS CBOUX MOJHOMOUUH (00s13aHHOCTEH, (QYHKIINI), TOJHOMOYHUH HIKOJIBI B IIEJIOM.

12.3. TIpoekT moroBOpa IOATOTABIMBACTCS OTBETCTBCHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPABJISFOIIUIM ) COBMECTHO CO CIIEIUATACTOM, K (QYHKIUSIM (TIOJIHOMOYHSIM) KOTOPOTO OTHOCUTCSI
peIIeHHEe BOIIPOCOB, SIBIISIOUIMXCS MIPEIMETOM JIOTOBOPA, WM UHBIM COTPYIHUKOM IO MPSMOMY
YKa3aHUIO IUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHu3alii.

12.4. HeoOxonumas Juis IOATOTOBKM IpOeKTa Joroopa HHpopmamus cobupaercs
OTBETCTBEHHBIM JIMIIOM (KOHTPAKTHBIM YIIPABJISIIOIIKMM) B OPSAJKE pabOYero B3auMOEHCTBUS C
y4€TOM IIpaBUJl, YCTAHOBJICHHBIX HAacTOsAIEeH MHCTpyKIMen.

13. IIpuHUUIIBI OpraHU3aluu JOKyMEHTO000pOoTa

13.1. B 10KyMeHTOOOOpOTE BBIIETSAIOTCS CIEIYIONME JOKYMEHTOMOTOKH: TOCTyHAoas
JOKYMEHTalusl (BXOAsllas), OTHIpaBisieMas JOKyMEHTauus (UCXOAsIlasi), BHYTPEHHSS
JIOKYMEHTaIusl.

13.1. B cocraBe BXopsmied M HCXOIAIIEH JOKYMEHTAlMM MOTYT BBIAENATHCS JOKYMEHTHI,
MIOCTYNMBIIME U3 BBIIECTOSANINX, MOAPSAIHBIX, MEJUIMHCKUX U JAPYTHX OPraHU3alUl, OPraHOB
MECTHOT'O CaMOYTIpaBJIeHUs, 00paIeHus TPaX/iaH.

13.3. OOparmieHusi TpaxaaH pPEerucTpUPYIOTCI U (HOPMUPYIOTCS B Jiefia OTIEIBHO OT APYTrHX
JTIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHUu3aIiH.

13.4. B mikoJje 10cTaBKa U OTIIPaBKa JOKYMEHTOB OCYIIECTBIISICTCS CPEICTBAMU TIOYTOBOM CBSI3H,
ANIEKTPOHHOM CBSI3H, a TAKXKE MO CUCTEME AJIEKTPOHHOTro JIoKyMeHToobopoTa (manee - COJI). C
MIOMOIIIBIO TIOYTOBOM CBSI3W B 00IIE00pa30BaTEIbHYI0 OPTaHU3AIMIO JOCTABIISIETCS MUChMEHHAS
KOPPECTIOH ICHITUS B BUJIE TIPOCTHIX MHUCEM, 3aKa3HBIX TUCEM, TTOUTOBBIX KapTOUueK, OaHaeposnei u
MEJIKUX MaKeTOB, a TAK)KE TIeYaTHBIC U3/IaHus.

14. TlepBuyHast 00paboTKa MOCTYNAIOMUX JOKYMEHTOB



14.1. JloKyMeHTbI, MNOCTyNalIIME B IMIKOJY, MEPEAAIOTCS HAa PETHCTPAIMI0 CEKPETapro
00111€00pa30BaTENbHON OpraHU3aMK U MIPOXOAAT MEPBUUHYIO 00paOOTKY B JI€HB MOCTYIUICHHS,
Opy TOCTYIUIEHMH B Hepabodee Bpemsi - Ha cleayromuid pabouuit aenb. [lpu mepBuuHON
00paboTKe TOKYMEHTOB IMPOBEPSAETCS NMPAaBWIBHOCTH aapecoBaHus. OMMUOOYHO MOCTYNHBIIHE
JIOKYMEHTBI IIEPECHUIAOTCS 110 MPHUHAIIEKHOCTH UIIM BO3BPALLAIOTCS OTIIPABUTEIIIO.

14.2. JloxymeHTbl, mnoctynuBmue ¢ orMmerkamu "Cpouno", "BpyuunTe HemeIeHHO",
"OnepaTuBHO", HE3aMEIUTEIIFHO MPOXOIAT MEPBHYHYI0O OOpabOTKY U JIOKJIAJbIBAIOTCS
JUPEKTOPY WIM B CIy4yae €ro OTCYTCTBHSI — 3aMECTHUTENI0 JUPEKTOpa [0 HAaIPaBICHUIO
NeSITETbHOCTH.

14.3. HOCTyHI/IBH_II/Ie TCJICTpaMMBbI IPUHUMAKOTCA IO IMOANIHNCH C ITPOCTABJICHUCM J1aThl U BPDCMCHU
npueMa, pEruCTpupPyrOTCA IO TEM KE IIpaBUJIaM, YTO U IIKMCbMa.

14.4. DnexTpoHHBIE COOOIIEHUS, aPECOBAHHBIC JUPEKTOPY WA HAPABJICHHBIC B aAPEC IIKOJIBI,
pacrevaTbiBarOTCA U TOKJIABIBAIOTCS JUPEKTOPY WM B CIIy4ae €rOOTCYTCTBUS — 3aMECTHTEIIO
JTPEKTOpA.

14.5. DnekTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC YJIEKTPOHHON MOANHUCHIO, TOIeKATOOpaboTKe IO
MpaBujIaM, MPelyCMOTPEHHBIM ISl TOCTYHAOIIEH (BXOIAIIEH ) JOKyMEHTAIUH.

14.6. IlocrynuBmias (BXoasiasi) AOKyMEHTAlMsl pacHpeleNsieTcs Ha PEerucTpupyemble U He
MOJJIEKALIUE PErUCTPALMH TIOKYMEHTBHI.

14.7. He nojyiexar perucTpanuu:

- IPUIJIACUTENbHBIC, T03JPABUTEIbHBIC TMChMA U TEJCTPAMMBbIL;

- OuieTHI;

- TUIaHBI ¥ IPOTPAMMbI CEMUHAPOB, KOH(EPESHIIMHA U APYTUX MOJOOHBIX MEPOTIPUITHI;

- JIOKYMEHTBI TI0 OyXTalITEePCKOMY YYeTy, MaTepUaTbHO-TEXHHYECKOMY 00eCIeUCHHUIO,
TUTAHOBBIC W (DUHAHCOBBIC JJOKYMEHTBI, TOCTYTAIOIIHE O€3 COMPOBOIUTEIIEHOTO MTHChMA,

- peKJiaMHbIe, KOMMEpPUYECKUE MPEIOKEHHS, B T.4. TOCTYMUBIIHE 110 JIEKTPOHHOM 1MOYTe;

- IIeYaTHbIC M3aHHS;

- MHChbMAa C IIOMETKOU «IHIHOY.

15. Peructpamusi, y4er M pacCMOTpPEHHE PYKOBOJUTEIEM IOCTYMAOMUX (BXOASIINX)
JIOKYMEHTOB

15.1. IoctynuBmine (BXOIAUIME) NOKYMEHTHI PErMCTPUPYIOTCS TOJBKO TOCIE€ M TEPBUYHON
00pabOTKH M HE3aBUCUMO OT CIIOCO0a X TOCTABKH.

15.2. Perucrpanuust — npocTaBieHUE B HUYKHEM IIPABOM YTy IIEPBOIO JINCTA JOKYMEHTA OTMETKU
O IOCTYIUICHMU C YKa3aHUCM MAaTbl IMOCTYIUICHUA W BXOAAIICTO PETHUCTPALMOHHOI'O HOMEpPaA
JOKYMEHTa ¢ 00f3aTeNbHON 3amUChl0 B JKypHaJl pErucTpanuy MOoCTynaromend (BXoIsuieil)
nokyMmeHTaiuu. CTpyKTypa perucTpaliioHHOTO HOMepa MOCTYMAroIIEero (BXOIIEro) JOKyMeHTa



COCTOMT U3 €ro IOpSIKOBOrO HOMepa M HHIEKCa Jella 110 HOMEHKJIAType Jei
0011e00pa30BaTEIbHOM OpraHU3aINH.

15.3. Perucrpauusi BceX MOCTYHNUBHIMX (BXOMSIIMX) JOKYMEHTOB IPOU3BOJUTCS B Ipeenax
00IIEero TOKYMEHTOINOTOKA. JIOKYMEHTHI, MOCTYNUBIINE B MIKOJY MO KaHajaM (h)aKCHUMHIbHOM
CBSI3U, O0OpabaTHIBAIOTCS W PETUCTPUPYIOTCS B 0OmeM mopsiake. TeKCT MOCTyNMBIIEH
Tese()OHOTpaMMBbI 3alTUCBHIBACTCS B JKypHAJIEe PETUCTpallui TeneOHOTpaMM U Ie4aTaeTcs Ha
aucte Oymaru Juist epejadd Ha pacCMOTPEHUE.

15.4. Ilocrynatomue (BXOASIIME) JOKYMEHTBbI IEPENAIOTCS HAa PAcCMOTPEHHE PYKOBOCTBY
TOJIBKO IIOCJIE UX PETUCTPALIUU U IPEJBAPUTEIBLHOTO PACCMOTPEHMSL.

15.5. JIoKyMeHTBI, MOCTYNHBIIKME B OOIICOOpa30BaTEeNbHYI0 OpPraHU3alMio, 0 BOIPOCaM, HE
TPeOYIOLMM pPAacCCMOTPEHUS JAMPEKTOpa, HAMpPABISAIOTCS pPAOOTHUKOM OTBETCTBEHHBIM 32
JEJIONPOU3BOJACTBO HIKOJIBI HEITOCPEACTBEHHO UCIIOJIHUTEIIIO 3a1Ipoca.

15.6. lupekTop B pe30JIOLUN ONPENEIISET JUL, OTBETCTBEHHBIX 33 MCIIOJIHEHUE TOKYMEHTa, U
JaeT UM ImopydeHue. PabOTHUK OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO IIKOJIBI IEpeaacT
JIOKYMEHT Ha HCIIOJHEHHUE.

15.7. IloaTMHHKUK TOKYMEHTA C PE30JIIOIUEN PyKOBOAUTEIS 00111€00pa30BaTeIbHON OpraHu3aliu
HAIPaBIISIETCS HCIIOTHUTEITIO.

15.8. Ilpy HanMuMM HECKOJIbKUX HCIOJHUTENIEH MOMJMHHUK JOKYMEHTa IEpeaaeTcs TOMY
UCIIOJIHUTENI0, KOTOPBIE B COOTBETCTBUM C YKAa3aHUSAMM 110 MCIOJHEHUIOSBISAETCA
OTBETCTBEHHBIM, OCTAJIbHBIE MCIIOJHUTEIH NOJIY4a0T KOIIUIO JOKYMEHTA.

15.9. HOIIJII/IHHI/IK AOKYMCHTA, KOTOpBIfI HUCIIOJIHACTCA HECKOJIbKHMMH OOJDKHOCTHBIMUIIMIIAMU,
moJIy4uact OTBETCTBCHHBIN UCIOJHUTEE. OCTaIbHEIM HUCIIOJIHUTCIIAMIICPCAAIOTCSA KOIINH.

15.10. MsroroBieHue KOMUN JOKyMEHTa s Tepefadyd COMCIIONHUTENSIM OCYIIECTBISETCS
cekperapem o011e00pa3oBaTeIbHON OpraHu3aIiy.

15.11. Pe3omtonust COIEPIKUT:

- YKa3aHHE MO UCIOTHEHHIO, cojeprkallee KpaTKoe OMUCaHHue HEOOXOAUMOTO s
WCTIONTHEHUS IeHCTBUS;

- YKa3aHHE Ha CpPOK, B TE€UYEHHE KOTOPOro JHOO IO HCTEUEHUS KOTOPOro HEOOXOAMMO
WCTIOJTHUTH MPEMCAHHOE JICHCTBUE;

- JTUYHYIO MTOJIUCH aBTOPA PE30IIIOLINY;

- JIaTy TIPOCTABJICHUS PE30IIIOLINH.

15.12. Yka3aHue Ha CpOK, B T€UEHHE KOTOPOro JHOO A0 HCTEUEHHsS KOTOPOro HEoOXOIUMO
UCIIOJIHUTH IPEANUCAHHOE JACUCTBUE, MOXKET HE BBIPAXaThC KOHKPETHOM JAaTOW U COAEpPIKATh
BBIPKEHHMS: "B YCTAaHOBJIEHHBII 3aKOHOM CPOK" M T.II.

15.13. Pe3omronus nuiieTcs Ha CBOGOJIHOM OT PCKBU3UTOB MCCTC IICPBOI'0 JINCTAa JOKYMCHTA.



15.14. B cnyyae, korja pe3oroLus apecoBaHa HECKOJIBKUM COTPYAHUKAM, TO OTBETCTBEHHBIM
3a UCMOJTHEHHE JOKYMEHTA B LIEJIOM SIBJISIETCS COTPYAHUK, YKa3aHHBINA MEPBbIM (BEPXHUM), JTHOO
COTPYAHHUK, B OTHOILICHWU KOTOPOIr'0o CACjIaHa IIOMCTKA O TOM, YTO OH ABJISICTCSA OTBETCTBCHHBIM.

16. Opranuzanus paboThl ¢ OTIPABISEMbIMU (UCXOAAIIUMU) TOKyMEHTaMU

16.1. 1o mpenocraBiieHHUs] MPOEKTa OTIPABIAEMOro (MCXOJIIEr0) JMTOKYMEHTAa Ha TMOJIHUCH
JTUPEKTOPY WIM WHOMY YIOJHOMOYCHHOMY B YCTAHOBJICHHOM IIOpPSIKE HA TOJANUCAHHE JIHILY
OCHOBHOH HCIIOJIHUTEIh MPOBEPSET MPABHIBLHOCTh O(OPMIICHUS OTIPABISIEMOTO (MCXOISIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TPEOOBAaHUSM HacTosIeH MHCTpyKIUH.

16.2. IIpy moATrOTOBKE OTMPABIIEMOro (MCXOJAIIET0) JOKYMEHTa Kak OTBETa Ha MOCTYIHBIIUMA
(BXOASIIMN) TOKYMEHT UCIOJHHUTENb MPUKIAABIBAET K MOJITOTOBICHHOMY MPOEKTY BXOSIIUN
JIOKYMEHT.

16.3. IlpoexThl OTHpaBIsieMBIX (MCXOIALIMX) JOKYMEHTOB C Yy4€TOM COOIIOJCHUS
YCTaHOBJICHHOT'O B PE30JIIOIMH CPOKA UCTIOJHEHUS MepelatoTCsa OTBETCTBEHHBIM HCIIOJHUTEIEM
B OT/ICJI JICJIONIPOM3BOICTBA (KAHIIEISAPHS, CEKPETaph) IIKOJIbI Il HAITPaBJICHUS Ha TOAMHUCAHHKE.

16.4. TlonmucanHble OTHpaBisieMble (HCXOASIINE) JOKYMEHTBI, IepeAaroTcsi pabOTHUKY
OTBETCTBEHHOMY 3a  JICJIONPOU3BOACTBO  IIKOJIBI, KOTOPBIA  OCYIIECTBIISIET IPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBUS KOJHMYECTBA JK3EMIUISIPOB OTMHPABISEMOro (UCXOMSILIETo)
JTOKYMEHTa CIUCKY pAacChUIKHM, a TaKXe MPaBUIBHOCTb O(GOPMIIEHHUS IOKYMEHTa COTJIAaCHO
HACTOAILEH UHCTPYKLIHH.

16.5. B cnywyae HapymieHHs KOMIUIEKTHOCTH MM COOTBETCTBHUS KOJIMYECTBA, a TaKxKe
NPaBUIBHOCTH OGOPMIIEHUS JOKYMEHTA COIJIACHO HACTOAIIEH WHCTPYKIMM OTIpPaBisieMble
(ucxonduie) JOKyMEHTBl HEe3aMe/UINTEIbHO BO3BpallatoTCs paOOTHUKAMH KaHUEISpUU
OTBETCTBEHHOMY HCIIOJIHUTENIO WJIM B CIy4yae OTCYTCTBHUSI OTBETCTBEHHOT'O HCIOJIHHTENS €ro
HENOCPEJICTBEHHOMY PYKOBOJUTEIIO JIsl YCTPaHEHUs HapyIIEHUH.

16.6. JlokyMeHTBI TIOCJIC WX TOAMHCAHUS JUPEKTOPOM WM HHBIM YIOJTHOMOYEHHBIM JIMIIOM
nepeJaroTcsl B KaHLESIPUI0 00111e00pa30BaTeIbHOM OpraHu3aluy AJis perucTpaluy U OTIPaBKH.

16.7. Peructpanus oTnpaBisieMblX (MCXOAIIMX) JOKYMEHTOB OCYLIECTBIIIETCS IOCIIE
IpPOBEJCHUST PaOOTHUKAMU KaHIENSPUH, OTBETCTBEHHBIMHM 3a JIEJIONPOU3BOJICTBO, IMPOBEPKU
KOMIUIEKTHOCTH M COOTBETCTBHUS KOJIMYECTBA IK3EMILISIPOB, a TAK)KE MPaBUIBHOCTh OhopMIIeHUs
OTIIPABIISAEMOrO (UCXOASILEr0) JOKYMEHTA.

16.8. Perucrpanusi co3maBa€MbIX JTOKYMEHTOB OCYUIIECTBIAECTCS B JI€Hb NOAMUCAHUS WA
YTBEPKICHHS JINOO Ha CIETYIONTHI pabovHii 1eHb.

16.9. CBeneHust 0 perucTpUpPyeMbIX OTIPABISIEMbIX (MCXOASIINX) JOKyMEHTaX BHOCATCA B
JKYpHaJI PETUCTPALIMU OTIPABIsieMON (MCXOAsIIel) TOKyMEHTAIINH.



16.10. PeructpanmmoHHBIA HOMEpP | JlaTa OTHPABISIEMOro (MCXOMASIIET0) JTOKYMEHTa
MMPOCTABJIAOTCA HA ITOJJIMHHUKE JOKYMCHTA B pPCKBU3UTAX 6.HaHKa H Ha 9K3CMILIAPEC, OCTAOIICMC A
B Jieie 00111e00pa3oBaTeIbHON OpraHU3aly.

16.11. CTpykTypa perucTpaioOHHOT0 HOMEpa OTIPABIIAEMOT0 (UCXOIAIIECT0) JOKYMEHTA COCTOUT
U3 €ro NOpsAKOBOr0 HOMEpPA U UHAEKCA Jiela 10 HOMEHKJIAType /1€ IIKOJbI.

16.12. OtmpaBka JOKYMEHTOB IPOM3BOIUTCS LEHTPAIM30BAaHHO pPaOOTHHUKAMHU KaHIEISIPUH
HIKOJIBI, KOTOPBIE MPOM3BOJAT UX COPTHUPOBKY IO CrocoOy OTHpaBieHus (MpocTasi, 3aKa3Hasd,
MEXyHapoaHas U Ap.).

16.13. IInucema, TenerpaMMBbl, OTKPBITKH, OaHIEPOJIN U IEYATHBIE U3IaHUSI OTIIPABIISIOTCS MTOYTOM.
®daxkcorpamMmbl U Tele)OHOTPAMMEI ITEPEAAIOTCS 110 KaHAIaM TeIe(OHHOM CBSI3U.

16.14. DnexTpoHHBIE COOOIIECHUS OTMPABISIOTCA C O(UIMAIBHOTO IMOYTOBOTIO AJIEKTPOHHOTO
azipeca 0011e00pazoBaTeIbHON OpraHU3aI|HU.

16.15. [Tucema, TenerpaMmbl, OTKPBITKU, OaHAepoId, (hakcorpaMMBbl, 3IEKTPOHHBIE COOOIICHNUS,
HE CBSI3aHHBIE ¢ padoueil AesITeNbHOCThIO, K OTIPABKE HE MPUHUMAIOTCS.

16.16. JIokyMeHTbI, OTHpaBisieMble CPEICTBAMU TOYTOBOM CBS3H MPOXOJIAT:

- YIaKoBKY;

- anpecoBaHue (MpU HaMpaBICHUH JTOKyMeHTa Oojee 4yeM B 4 ajpeca) — BCOOTBETCTBUU C
yKa3zaTeJeM pPacChUIKM, Ha KaXJOM SK3eMIULIpE MHChbMa YKAa3bIBAETCS TOJIBKO OJIUH
azpecar.

- MPOCTaBJIEHWE CTOMMOCTHU MOYTOBBIX YCIYT;

- mepedayy B [I0YTOBOE OTAEJICHUE CBS3U.

16.17. Ilpu noAroToBKE M OTHpPABKE MUCEM HEOOXOMMO YUYHMTHIBATh IpaBHjIa, YCTAaHOBIICHHBIE
pHKa30M MUHHUCTEPCTBA CBA3U U MaccoBbIX KoMMyHUKaluit PO ot 31 uromns 2014 r. N 234 "O6
yTBepkacHUM [IpaBui oka3aHus yCiIyT IOYTOBOU CBA3H .

16.18. Z[OKYMGHTI)I, OTIIPaBJIAECMBIC CPCACTBAMU IIOYTOBOM CBS3U B OJINMH aZipeC, BKIIAAbIBAOTCA B
OJIMH KOHBEPT.

16.19. Ucxoasiye TOKyMEHTHI, IpeJHa3HAUCHHbIE U151 OTHPABKH CPEACTBAMH (haKCUMMIIBHON
CBSI3U, OTHPABJISIOTCS paOOTHUKAMU KaHLEISIpUH 00111e00pa3oBaTeIbHON OpraHU3alty.

17. Pa3paboTka 1 BeJleHHe HOMEHKJIATYPhI JeIT

17.1. JoxyMeHTaIbHBIN (POH IIKOIBI — COBOKYIHOCTH JOKYMEHTOB, 00pa3yIOIINXCsl B MPOIIecce
€ro JesATeNbHOCTH. J[OKyMeHTanbHBIM (POHJ IIKOJBI COCTABISAIOT JOKYMEHTHI, CO3JaHHBIC B
o011eo0pa3oBaTeIbHOM OpraHU3allid U TOJyYEHHBIE €10 B pe3yJibTaTe B3aUMOJEUCTBUS C



OpraHaMH TOCY/IapCTBEHHOW BIACTH, OpraHaMH MECTHOTO CaMOYIPABIICHHS, IOPHIMYECKUMHU H
(U3NUECKUMU JTUIIAMU.

17.2. HomenknaTypa nen siBJIseTcs OCHOBOW (pOpMUPOBaHUS TOKYMEHTAILHOTO (POHJIA ITKOJIBI U
MpEACTABISIET COOOM CHUCTEMAaTU3UPOBAHHBIA TIEPEUEHb 3arojiOBKOB (HAMMEHOBAHUMN) Jel,
3aBOAMMBIX B IIKOJIE, C YKa3aHUEM CPOKOB HX XpaHEHHUs, U O0(OPMIICHHBI B COOTBETCTBHH C
IIPaBOBBIMU aKTaMH, PEKOMEHJALUAMU U METOJMYECKMMM yKa3aHUsIMU OpPraHoB Poccuickoin
@enepauy, YNOJTHOMOYEHHBIX B cdepe TOCYJapCTBEHHOTO YIPAaBJICHUS APXUBHBIM JICJIOM,
JIEJIONPOU3BOJICTBA U IOKYyMEHTOO00pOTA.

17.3. HoMeHKJ1aTypa J1e1 COCTaBIsAETCS HA OCHOBE U3YyU€HUs MOJI0KEHUHN, NHCTPYKLUK U ITpaBuIl,
a TaKKe APYruX JOKYMEHTOB, PErJaMEeHTHPYIOIIUX JAEATEIbHOCTh 00I11e00pa30BaTebHOM
OpraHM3aly, a TakKe HOMEHKIATyp Jell 3a MpeIllecTBYIOIIME TOAbl U JOKYMEHTOB,
00pa3yronmxcs B AeITeIbHOCTH 00111e00pa30BaTeIbHOM OpraHu3aum.

17.4. HomeHnknarypa ea UCHOJB3YyeTCs Ul TPYIIIUPOBKU UCIOJHEHHBIX JOKYMEHTOB B JIEJa,
CUCTEMAaTU3alMd U y4eTa [eJ, ONPEINEICHUS CPOKOB MX XPaHEHUs U IIOUCKA JOKYMEHTOB,
SBJISICTCS OCHOBOMW JUIsSl COCTaBJICHUS OINHUCEH /e MOCTOSHHOIO U BpeMeHHoro (cbie 10 Jer)
XpaHEeHHUs, a TaKXkKe JUIs yueTa Jiesl BpeMeHHOro (710 10 jieT BKIIOUNUTENIBHO) XPaHEHUS!.

17.5. Homenkmnatypa Jies1 BBOJUTCS B JSWCTBHE PUKA30M TI0 IIKOJIE.
17.6. HomeHkiiaTypa aes TOTOBUTCS B TPEX IK3EMILIApax:

- AJI IOMEIICHHA B HOMCHKIIATYPHOC €10 U ITIOCTOAHHOI'O XPAHCHU A,
- 1715 UCHOJIb30BaHUS B padOTe OTJEIIOM JIEJIONPOU3BO/ICTBA (KaHIENIsIpuei);
- AJI1 XpaHCHUA B apXUBC IIKOJIBI.

17.7. I3 HOMEHKIATypbl JEN IIKOJIbI OTBETCTBEHHBIM JIMIIOM 32 BEACHHE JEJIONPOU3BOJICTBA
0hOPMIIAIOTCS BBIMMUCKU JJIsI KaXIOTO W3 TMOApPa3JACIeHU U OTJEIOB 0011e00pa3oBaTeIbHON
OpraHu3aIiHy.

18. CDOpMI/IpOBaHI/Ie ACJI U UX TCKYIICC XPAHCHUC. [ToaroroBka AOKYMCHTOB U JCJI K IICpeaavec
Ha apXHUBHOC XpAHCHUEC

18.1. ®opMupoBaHue ey — IpyNIrupoBKa UCHIOJHEHHBIX IOKYMEHTOB B JI€Jia B COOTBETCTBUU C
HOMEHKJIaTypoil Jen o0I1eo0pa3oBaTebHON OpraHU3allid W CHCTeMaTH3allvds JIOKYMEHTOB
BHYTpH JIEJa.

18.2. Jlena co nHS MX 3aBEJICHUS 10 IEPEAAaYr B apXHB IIKOJIbI UJIM HA YHUYTOKEHUE XPAHSITCS 10
MecTy uX (popMHupoBaHUS.

18.3. Ilpuka3pl MO OCHOBHOM, aJIMHUHHUCTPATUBHO-XO3SWCTBEHHOW, yue€OHO-BOCIHMTATEIHHON
JeSITeIbHOCTH LIKOJIBI, TPYIITUPYIOTCS OTAEIBHO OT MPUKA30B MO JMYHOMY COCTaBy paOOTHHKOB
U 110 JINYHOMY COCTaBY 00y4aromuxcs (y4auuxcs/BOCIIUTaHHUKOB).



18.4. Ilepenucka rpynmupyercsi 3a MEpUOJ KaJC€HIApHOTO Troja M CHUCTEMATHU3UPYETCS B
XPOHOJIOTHYECKOM MOCIIEIOBATEILHOCTH.

18.5. IlpoBepka HaTU4USI U COCTOSIHUSI TOKYMEHTOB U JIeJI IPOBOAUTCS IPU MEPEMELICHUH JEl,
IpY BO3BpATE JIeJ, IPU PEOpraHu3alluy WK JTUKBUIAINH 00111e00pa30BaTeIbHON OpraHu3aluy.

18.6. B apxuB 001eo0Opa3oBaTeIbHOM OpraHW3aluK (Jajee - apXuB) MepeaarTcs Jaela
MIOCTOSTHHOTO, BpEMEHHOTO (CBbIiIe 10 JIeT) CPOKOB XpaHEHUS U 110 JMYHOMY COCTaBY 4yepes 3 rojia
MOCJIE TO/1a, B KOTOPOM JOKYMEHTHI ObLITH TOMEIICHBI B JCJIO Ha XpaHEHUE.

18.7. Ilepenaua JOKYMEHTOB B apXUB MPOU3BOJUTCS [0 YTBEPKIACHHBIM OMKCSIM JIEI.

18.8. IlogroToBka JOKYMEHTOB U JieNl K Iepefadye Ha apXMBHOE XpaHEHHE M Ha YHUUYTOXKEHHE
pelyCMaTpUBAET:

- DKCIEpPTU3Y LUEHHOCTU JOKYMEHTOB;

- COCTaBJICHHME OIUCEU JIeN MO pe3ybTaTaM 3KCIEPTU3bl X LIEHHOCTH;

- otopmienue nemn;

- COCTAaBJICHME AaKTOB HAa YHUYTOXXEHUE JIOKYMEHTOB U JI€J C HUCTEKIIMMHU CpPOKaMu
XpaHEHUS.

18.9. 3KCHepTI/I3a HEHHOCTH JOKYMCHTOB IIOCTOAHHOI'O U BDEMCHHOI'O XPAHCHUS OCYHICCTBIIACTCA
CXKCTOJHO JIMIIOM (J'II/II_[aMI/I), Ha3HA4YCHHBIM IIPUKA30M OTBCTCTBCHHBLIM (OTBCTCTBGHHHMI/I) 3a
APXHUBHUPOBAHUC.

18.10. B neno momentaercs He 6osee 250 1McTOB (TONIIMHA Jea MPU TOM COCTaBIIsIeT He OoJiee
4 cm). IIpu GonplIOM KONMUYECTBE JOKYMEHTOB (hOpMUPYIOTCS ToMa (4acTH) Jeia. BHyTpu nena
JIOKYMEHTBI PaclojiaraloTcs B XpOHOJIOTHYECKOM TOpPSIKE B COOTBETCTBUU C ONMHUCHIO. B nmena
MOMEIIAIOTCS TOJTBKO MCIIOTHEHHBIE, MPaBUIHLHO OPOPMIIEHHBIE TOKYMEHTHI.

18.11. JIokyMEHTBI BHYTpH J€jla pPaclolaraloTCsl CBEPXY BHHU3 B XPOHOJOTMYECKOM, BOIIPOCHO-
JIOTUYECKON TIOCJIEN0BAaTEIbHOCTH WJIM MX COYETaHUU. PacnopsauTenbHble JTOKYMEHTBI
TPYNIUPYIOTCS B €A 10 BUJAM U XPOHOJIOTUU C OTHOCSIUMUCS K HUM MPUIIOKECHUSAMHU.

18.12. JInunHble KapTOYKU paOOTHUKOB (POPMUPYIOTCS B €70 1O andaBUTy haMuInii.

18.13. Odopmnenue paena mnperycMaTpuBaeT: O(OpMIIEHHE PEKBU3UTOB OOJOXKKH Jiena IO
YCTAHOBJIEHHON (hopMe; HyMmepalMio JIUCTOB B JeJie KapaHJAIlOM B BEPXHEM IPaBOM YIIIY;
COCTaBJIEHUE BHYTPEHHEH ONKCH JOKYMEHTOB JieJia, IOIMBKY U neperuiet aena. Jnct 6onbuoro
dopmara, MONMIMTHIA 3a OAWMH Kpaill, HyMepyeTcs Kak OJHMH JIMCT B NPaBOM BEPXHEM YIIIY.
JIoKyMeHTBI ¢ COOCTBEHHON HyMepalieil JINCTOB, B TOM YHCIIE NIeYaTHbIE U3JaHusl, HyMEpYIOTCS
B 00IIIeM MTOPSIIKE.

18.14. JIucThl A€, COCTOSIIMX U3 HECKOJIBKMX TOMOB WJIN YaCTEH, HyMEPYIOTCA M0 KaKIOMY TOMY
WJIM YaCTH OT/EJIBHO.



18.15. ITocne 3aBepiieHUs HyMEpAIMU JUCTOB COCTABISIETCS 3aBEPUTEIbHAS HAAIUCh, KOTOPAst
pacmnojraracTcs B KOHIEC ACIa. 3aBepI/ITCHLHa$I HaAIIMCh COCTABIACTCA B ACJIC HA OTACIIBHOM JIUCTEC-
3aBepuTeIe Jea.

18.16. B 3aBeputenbHON Haamucu nudpaMyd M TNPOMHCHIO YKa3bIBAETCA KOJIUYECTBO JIMCTOB B
JAHHOM Jiele. 3aBepuTeNbHas HAINHMCh IOANUCBIBAETCS €€ COCTaBUTEIEM C yKa3aHUEM
pacmppOBKU TOANUCH, AODKHOCTH M JAaThl COCTaBiCHUsA. KoOJIMUecTBO IJMCTOB B Jiene
IPOCTABIISAETCS HAa OOJIOKKE JIe/Ia B COOTBETCTBUU C UTOTOBOI HA/IITUCHIO.

18.17. PexBu3uT "cpok XpaHEeHHs jena" MepeHOCUTCS Ha OOJOXKKY JieNia U3 COOTBETCTBYIOIICH
HOMEHKJIATypbl JIe] MOCJIE CBEPKH €ro CO CPOKOM XPAHEHHS, YKa3aHHBIM B MEPEUYHE THUIOBBIX
JIOKYMEHTOB WJIH B IIEPEYHE IOKYMEHTOB, 00pa3yIONINXCs B ACSITEILHOCTH eIepalIbHOTO OpraHa,
C YKa3aHUEM CPOKOB XpaHEHHS.

18.18. Ha nemnax mocTOSHHOTO XpaHeHus nuieTcs: " XpaHUTh MOCTOSHHO".

18.19. Tlpuem nmen MpoOM3BOAUTCSA COTPYIHUKOM, YIIOJTHOMOYEHHBIM Ha BEJICHHUE ACSITEIHHOCTU
apXuBa, C MPOCTABJIICHUEM B JIBYX K3EMILISIPAX OMUCH JIE]T OTMETOK O HATMIMH KaKIO0T0 Jera (Ha
KKIOM DK3EMILTSIPE OMUCH YKa3bIBACTCS KOJIMUYECTBO (DAKTHUCCKH MPUHSITHIX JEII, JaTa MpreMa-
nepeaayn Jel, a TaKKe MOAMUCH apXUBUCTA U COTPYTHUKA, IIEPEIABILETO JIea.

19. 3aKITIOUUTEIBLHBIE TTOJT0KECHUS

19.1. Hacrosimast MTHCTpYKIMS 110 A€IONPOU3BOJICTBY SIBIISCTCS JIOKAIIbHBIM HOPMATHBHBIM aKTOM
0011eo0pa3oBaTeIbHOW OpraHu3aluy, npuHUMaeTcs Ha OOmeM coOpaHuM pPaOOTHUKOB H
yTBEpKAaeTcs (BBOAUTCS B JAEWCTBHE) TMPHKA30OM JUpeKTopa o0mieo0pa3oBaTeabHOM
OpTraHHU3aIIH.

19.2. Bce u3MeHeHuUs U JOTMOJHEHUs, BHOCUMbIE B HACTOAIILYI0 MHCTPYKIUIO, 0pOpMIISIFOTCS B
NUChbMEHHOW (opMe B COOTBETCTBUHU JICWCTBYIOLIUM 3aKOHOJATENbCTBOM Poccuiickoi
®denepanuu.

19.3. UHCcTpyKIMs MO AETIONPOU3BOACTBY B IIKOJIE MPUHUMAETCS Ha HEOMPEIEICHHBIN CpOK.
N3menenus u gononHeHus: K UHCTpyKIMK NPUHUMAKOTCS B IOPSIIKE, TPEAYCMOTpeHHOM 11.19.1.
Hacrodume Mactpykimmu.

19.4. Tlocne npunsaTus WHCTpyKIMM (MM U3MEHEHUH M JIOTIOJIHEHWH OTJENIbHBIX IYHKTOB U
paszienoB) B HOBOW peJakIMK Mpeblaylias pelaklius aBTOMaTHYeCKH yTpaunBaeT CUILY.

ITpunoxenne Ne 1

[TpaBuiia opopmiieHHs PEKBU3UTOB JOKYMEHTOB



1. [Jlnga moAroToBKH JOKYMEHTOB MNPUMEHSETCS TEKCTOBBIH penakTop, oOecredrBaroIIni
TpeboBaHUs TpadUIECKOr0 BOCIIPOU3BEICHUS PEKBU3UTOB TOKYMEHTA.

2. Bwusl u pa3mepsl ucnonbzyemsix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIM>KEHHBIE K HUM.

3. Ilpu moAroToBKe TEKCTOB B TAOMHUIIAX, JUIsl 0OECIICUEHUS JIydllled YUTAeMOCTH JTaHHBIX,
JoTycKaeTcst mpuMeHenure mpudTos Buaa Arial, pasmepos 12,13.

4. JluamazoH HCHOJB3YEMbIX MEXAYCTPOUHBIX HMHTEPBAIOB: OT OAMHAPHOTO [0
MOJIyTOPHOTO.

5. AO3amHbIi OTCTYI TEKCTa TOKyMeHTa - 1,25 cMm.

6. 3aroioBKM pa3[eNoB W IMOAPA3/CIOB IEYATAlOTCS ¢ ab3alHbBIM  OTCTYIOM WA
HEHTPUPYIOTCSI 110 IUPUHE TEKCTA.

7. MHOTOCTpOYHBIE PEKBU3UTHI II€UATAOTCS Yepe3 OJIMH MEXKCTPOUHBIM HMHTEPBAI,
COCTaBHBIE YACTH PEKBU3UTOB OTIEIISIOTCS JIOTIOJIHUTEIEHBIM HHTEPBAJIOM.

8. Ecnu 1oKyMeHT roTOBUTCS AJIS U3JIaHUS C YMEHbLICHHEM MaciuTaba, TeKCT redyaraercs
yepes JBa MHTepBaa.

9. HurepBan mexnay OykBaMu B CJOBax - OOBIUHBIN. MHTepBas MeXAy CIOBaMU - OJUH
npoGer.

10. TekcT mOKyMeHTa BBIPABHHBACTCS MO IIUpPUHE JHCTA (0 TpaHHUIIAM JIEBOTO M IPABOTO
MOJICH TOKYMEHTA).

11. /Inuna camoii AJIMHHOW CTPOKU PEKBU3UTA MPHU YIJIOBOM PACIOIOKEHUN PEKBHU3UTOB HE
Ooistee 7,5 cM.

12. JInuHa caMoil AMTUHHON CTPOKHU PEKBU3UTA MIPH MPOJOJIHHOM PACIONIOKEHUH PEKBU3UTOB
He Oonee 12 cm.

13. Kox ¢opmbl nokymeHTa

Kox ¢popmbl ToKkyMeHTa POCTaBISIETCSl HA YHU(PUIIMPOBAHHBIX (hOpMax JJOKYyMEHTOB B OCHOBHOM
HCIIONIB3YEMBIX B KaJpOBOM JOKYMEHTO0OOpoTe Kokl Pacmonaraercs ko (GopMbl B TIpaBOM
BEpXHEM yTriIy pabodero mois JIOKyMeHTa, cocTouT u3 cioB "dopma mo" (HamMeHOBaHUE
Kiaccugukaropa) u nudpoBoro Koza.

[Tpumep - /@opma no OKY /] 0301001./
14. HaumeHoOBaHME IIKOJIBI

HamnMeHnoBanne mIKOJIEI JOJDKHO COOTBETCTBOBATH HAMMCHOBAHWIO HOPHUAWYCCKOro JivIa,
3aKpEeIUIeHHOMY B €ro YUYpeAMTENbHBIX JokyMmMeHTax (YcraBe o00meo0pa3oBaTeabHOM
opraam3anuu). [log HaWMEHOBaHWEM IIKOJBI B CKOOKAaxX YKa3bIBAeTCS COKpAIICHHOE
HauMEHOBaHHE oOmIeo0pa3oBaTenbHOM oOpraHu3anuu. Hajg HauMMEHOBAaHUEM  IIKOMBI -
YKa3bIBAaETCs MOJTHOEC HAUMEHOBAHKE BBIIIECTOSIIIEH OpraHN3aIiH.

15. CripaBo4HbIe JaHHBIE O LIKOJIE

CnpaBouHble TaHHBIE O ITKOJIE BKIIOYAIOT B ce0s: MOYTOBBIN aapec, HoMepa TenedoHa, dakca,
azpec 3JeKTpOHHOM mouthbl, koj mmKoiasl o OKIIO (mpocraBisiercss mo OOiepoccuiickomy
KjJaccupukatopy — HpEeanpusTH W OpraHu3anuii),  OCHOBHOM  TOCYAapCTBEHHBIN
peructpaunonusiii Homep (OI'PH), mpeHTHdUKAnMOHHBIN HOMEp HAIOTOIUIATEIBIINKA/KOI
NPUYHHBI TOCTaHOBKH Ha HanorosbIil yuer (MHH/KIIIT).



16. HaumenoBanue Bu1a JOKyMEHTA

PexBuzut HCIIOJIB3YCTCA IJI1 YKadaHusd BHUAA JOKYMCHTA M pacrojiaractcsa moa pPEKBHU3UTOM
«HAaUMCHOBAaHHEC 06meo6pa30BaTean01?I OpraHu3anuun. HanmenoBanme BHUJa JOKYMCHTa HEC
YKa3bIBACTCA B IIMCbMax.

17. Jlata noxymeHTa

Jlatoii moKyMeHTa SBIISIeTCS Jara ero MoAnucaHus (IpuKas, MUChbMO, 3alKcKa, akT U Jp.),
yTBEpXKIeHHsT (MHCTPYKIUS, TOJIOKECHUE, MPAaBHUia, PETJIAMEHT, IUIaH, OTYET U Jp.), COOBITHS,
3a()MKCHPOBAHHOTO B JIOKyMEHTE (MPOTOKOM). JlaTa MOKyMeHTa MpOCTaBISETCs TOHKHOCTHBIM
JIMIIOM, TTOANMCHIBAIONINM WM YTBEPXKIAIOMUM JTIOKYMEHT, WM TIPU PErHCTPALUU JOKYMEHTA,
WIA HENOCPEJICTBEHHO COCTAaBUTEIIEM IIPU IOATOTOBKE JIOKyMEHTa (CiIy)kKeOHas 3ammcka,
3asiBJICHHE U JIp.). JIOKYMEHTBI, U3/]aBaeMble COBMECTHO C JIPYTUMHU OPTaHU3AMMSIMH JOJIKHBI
uMeTh onHy (eawHyro) pgary. Jlary nmokymeHTa odopmisitor apabckumu nudpamu B
MOCJIEIOBATEIBHOCTH:

- JIeHb MecsIa, Mecsl, roa. JleHp Mecsna u Mecsn oQOpMIISIOT IBYMsI ITapaMu apaOCKHuX
mudp, pa3AeICHHBIMA TOYKOW; TOA - YETHIPbMs apaOCKuMu nudpamu, Hampumep:
01.12.2017. Byksa "r" nmocne uudp He CTaBUTCSI.

- Tpu cioBecHO-1M(ppoBoM criocobe opopmIIeHHs AAaThl IeHb MecsIla yKa3bIBAeTCs Mapou
apabckux mudp, roja 4eThIpbMs apabckuMu U pamu, Hanpumep: 12 nekadbps 2017 r.

18. PeructpaiinoHHbIi HOMEP TOKyMEHTA

PerucrpanmonHusiii HOMep JOKYMEHTa MPOCTABISETCS B COOTBETCTBUH C CUCTEMOM PEruCTpaIIHH,
MPUHSATOM B 1IKoJIe. PerucTpanimoHHbIi HOMEP MPUCBAUBACTCS IOKYMEHTY IOCJIE €0 IMOITUCAHUS
(yrBepxaeHust). CcblIka Ha pErUCTPAIMOHHBIN HOMED U JaTy JoKyMeHTa. CChlIKa Ha UCXOISIIUN
HOMEP W JaTy JOKYMEHTa aJpecaHTa BKIIOYAaeT B ceOsl PErHCTPallMOHHBIAH HOMEp M JaTy
JIOKYMEHTa, Ha KOTOPBIH TOJIKeH ObITh JaH OTBET.

19. Mecto cocraBneHus (M3AaHAS) JOKYMEHTA

n

Mecto cocTaBieHUsT WIM H3JaHUS JTIOKYMEHTa - 'Topon - yKa3bIBaeTcs Ha OJaHKax

IPOTOKOJIOB U aKTOB, COCTABIISIEMbIX B 00111€00pa30BaTeIbHON OpraHU3aIiH.
20. Anpecar

B pexBuzute "Anpecar" ucnonb3yrorcst opuIHaibHble HAMMEHOBAHUS OPTaHOB TOCYAAPCTBEHHOM
U UCIIOJIHUTEIIBHON BJIACTH, OPTaHOB MECTHOI'O CaMOYIIPAaBJIEHUs, OpraHusanuil. Jlomyckaercs
MCIIOJIb30BaTh OPUIMAIILHO MPUHATHIE COKpAllleHHbIE HAMMEHOBAHMS OPTaHOB T'OCYIapCTBEHHOMN
W MCHOJHUTEIBHOM BIJIACTH, OpPraHOB MECTHOIO CaMOyIpaBJIeHMs, opraHusauui. Ilpu
aJipecoBaHMM JOKYMEHTA JOHKHOCTHOMY U YaCTHOMY JIMITY MHULIMAJIBI CTaBATCA Tocie (aMUIHH.

[Tpumep -/PykoBogutento OO0 «Ctpoutenb»

Dammmug 1.0./



PexBusuT "ampecar" nmpocTaBisieTcsi B BEpXHEH MPaBOi 4acTH TOKyYMEHTa (Ha OJlaHKE C YTJIOBBIM
pacIoio’)KeHHEeM PEKBU3UTOB) WJIM CIpaBa IOJ pEKBU3UTAMH OnaHka (IIpU MPOAOIHHOM
pAacIoNoKEHNH PEeKBU3UTOB OslaHKa). CTPOKH pekBH3HUTa "aapecar” BHIPAaBHUBAIOTCA 110 JIEBOMY
Kparo WM LHEHTPYIOTCS OTHOCUTEIBHO caMoi JUTMHHOM cTpoku. [Ipu anpecoBanuun qokymeHnTa 6e3
yKa3aHHs JOHKHOCTHOIO JIMLA HAMMEHOBAHMS aapecaToB MULIYTCS B UMEHUTEIBHOM IaJEKe,
HaIpuMep:

/OpraHbl CTaTUCTUKH ropoaa MoCKBbI/

IIpn anpecoBaHMHM JOKYMEHTa pPYKOBOIUTEIO OpPraHU3allMd HAWMEHOBAHME JOJKHOCTH
YKa3bIBa€TCs B JATCIBLHOM IaJIeXkKe, HAIIPUMED:

/TenepanpaoMy nupextopy OO0 «3nanue»
Oammusa 1.0./

[TouToBBIli agpec HE YyKa3bplBACTCA B JIOKYMEHTAaX, HAIpPaBIIEMbIX B BBICIINE OpraHbl
rOCyJJapCTBEHHOM  BJacTH,  (QelepaibHble  OpraHbl  HCHOJIHMUTENBHOM  BIacTu U
UXTEPPUTOPUAJIBHBIE OPraHbl, OPraHbl IOCYJAPCTBEHHOW M HCIIOJHUTEIBHON BIIACTH, IOCTOS
UHBIM KoppecrnoHaeHTaM. IIpu ajgpecoBaHmuM nuchMa B OpPraHU3aLMIO0  YKa3bIBAIOT €€
HAauMEHOBAHUE, 3aTE€M IIOYTOBBIN aJipec, HapUMep:

/TocynapcTBEHHOE — yupeKICHHE  BCEpOCCHHCKHI  HAYYHO-HCCIIEIOBATEILCKUAUHCTUTYT
JIOKYMEHTOBEACHHS U apXUBHOTO Jiena [Ipodcoro3nas yi., 1.82, Mocksa, 117393/

HpI/I aIp€COBaHU JOKYMCHTA (1)I/I3I/I‘IGCKOMy JIMy YKa3bIBakOT (I)aMI/IJ'II/IIO U HWHHIHAJIbI
oJjry4yareiida, 3aTeM IMOYTOBBIM aZpeC, HAIIPpUMEDP:

/Metpory N.IL
[IpousBoacTBEeHHAs Y., 1.5, KB.12,

r. Mocksa, 119633/

PexBusut "Anpecat” He IOMDKEH cojepxkaTh Oonee ueTeipex aapecatoB. Crnoso "Komus" mepen
BTOPBIM, TPETHUM, YETBEPTHIM ajipecaTamMu He ykasbiBaeTcs. [Ipu umcne agpecatoB Oomnee 4-x
COCTaBJISIETCSl CIMCOK pPAcCChUIKM JOKyMeHTa.EciM JOKYMEHT OTHpaBisIeTCsl B HECKOJIBKO
OJIHOPOJIHBIX ~OpPTraHM3alliii WJIM B HECKOJBKO CTPYKTYPHBIX TOJPA3ICICHU OpraHa
WCIIOJTHUTEIIbHON BJIACTH, TO OHU YKAa3bIBAIOTCSI 000OIIEHHO.

ITpumep:

/PykoBoaurensm yupexaenuit CI10/

21. I'pud yTBep)AeHUS TOKyMEHTA



I'pud yTBEpKIEHUS MPOCTABISAETCS B MPABOM BEpXHEM yIiIy HokymMeHTa. CTpOKHM pEeKBHU3HUTA
BBIPABHUBAIOTCS IO JIEBOMY KparO WM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JIMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KJAeTCs  JOJDKHOCTHBIM  JIMLIOM  (AODKHOCTHBIMH — JIMIIAMHU) WM
pacnopsIUTENbHBIM JIOKYMEHTOM (TIOCTAaHOBJIGHUEM, PEIICHUEM, MPUKA30M, PACIIOPSHKEHHEM).
[Tpu yTBEp>KICHUH TOKYMEHTa JOKHOCTHBIM JIMIIOM TPU( YTBEPKICHUS JODKEH COCTOSTH U3
cioa YTBEPXJIAKO (0e3 kaBbIu€K), HAaMMEHOBAHUsS JODKHOCTH JIMIA, YTBEPIKIAIOIIETO
JIOKYMEHT, €r0 TOAIMUCH, MHUIHAJIOB, (DaMUJIUU U aThl yTBEPKICHUS.

[Tpumep:
/YTBEPXJIAIO
Hupexrop MBOY Illkona Ne 1238

N.0. ©amuus/

22. Jlata

IIpy yTBEpKIEHUM JOKYMEHTAa HECKOJBbKMMH JOJDKHOCTHBIMHM JIMIIAMHA WX  IOJIUCH
pacnojlaratloTcsi Ha OJHOM YypoBHE. [Ipu yTBEpKIEHHM JIOKYMEHTa pPacnopsauTEIbHbIM
nokymeHToM Tpud yrBepxkaenus cocroutr u3 cinoB YTBEPXJIEH (YTBEPX/EHO,
YTBEPXIEHbBI, YTBEPXJIEHA), corimacoBaHHOT0 ¢ HAMMEHOBAaHHWEM BUJA YTBEPKIAEMOTO
JOKYMEHTa, HAMMEHOBaHHUs BU/Ia IOKYMEHTA B TBOPUTEIILHOM IaJI€XKE, €r0 1aThl, HOMEpa.

[Tpumep:
/YTBEPXJIEHO
npukazomM MBOYVY Illkona Ne 1238
ot 01.03.2020 Ne 57/
23. 3arooBOK K TEKCTY

3aroloBOK K TEKCTy - KpaTKOE COAEp)KaHWE JOKyMEHTa. 3arojloBOK K TEKCTy IIpHKa3a
dopmynupyercs ¢ npemyiorom "O" ("O0") u oTBeyaeT Ha Borpoc "o yem?"):

- npuka3 (0 ueM?) 0 CO31aHUHU KOMUCCHH;
- npuka3 (o ueM?) 00 yTBEp>K/IEHUU ILITaTHOTO PacHCAHNUS;
- muchMo (0 yem?) o MpeIoCcTaBIeHnH HHPOPMAITUH.

3aroJoBOK K TEKCTYy O(OpMIISIETCS IO PEKBU3UTAMH OJIaHKa CIIeBa, OT TPAHUIIBI JIEBOTO TIOJISL.
HanmvenoBanme (3aroyioBok) im0 aHHOTAIMs JOKYMEHTA COCTABIISIETCS aBTOPOM TIPOEKTa
JIOKYMEHTA. 3aroJIOBOK K TEKCTY MOXKET HE COCTaBIISATHCS, €CITH 00beM JIOKYMEHTA HE TIPEBHITIACT
4-5 cTpoK.

24. TekcT JOKyMEHTa



JlokyMeHTBI 00111e00pa30BaTeIbHON OpPraHMU3alul COCTABISAIOTCS Ha TOCYJAPCTBEHHOM S3BIKE
Poccuiickoit denepanuu - pycckom. TEKCT TOKyMEHTa MOXKET COAECPKATh pa3Ieibl, IOAPa3Ieibl,
NYHKTBI, TOAIYHKTHI, HymMepyemble apaOckumu nuppamu. B mpukasax TeKCT TOKyMEHTa
U3JIaraloT OT I1EPBOTO JIMLA €IMHCTBEHHOI'0 YNCIIa ((IIPUKA3BIBAIOY)

B JOKYMCHTAX KOJUICTHAJIBHBIX M COBCHIATCIIBHBIX OpraHax OT TPEThEro Juia CIUHCTBCHHOI'O
qucia: («coOpaHHe... peLIHIOo»)

TekcT mnpoTOKOJIa W3JIAraeTcsi OT TPEThEro JIMIa MHOMXECTBEHHOI0 4Yucia («CIyIiammy,
«BBICTYIIHIINY, «ITIOCTAHOBUIINY, «PEILIUIIN),

B coBMECTHBIX JOKyMEHTax TEKCT M3JIaraloT OT MEepBOT0 JIMLA MHOXECTBEHHOIO YHCA:
(«TIIpHKa3bIBACMY, «PELIHIIHY).

B nenoBwIx (CiryKeOHBIX) MUChMaX HUCIOIB3YIOTCS (POPMBI U3JIOKCHHUS:

- OT TEpBOro JIMIIa MHOXKECTBEHHOrO YHca («IIPOCUM HAIPaBUTH», IMPEACTABIIIEM Ha
PacCMOTpPEHHEY);

- OT TpeThero juna eauHcTBeHHOro uucna («Anmuauctpamus OV Illkoma Ne 1238 ne
BO3paKaeT»);

- OT TMEpPBOTO JIMIIA EAUHCTBEHHOTO YHCIAa («CYUTAI0 HEOOXOAMMBIMY, «IIpEAJiaraio
PaccMOTpPETHY).

[Tpu ynoTtpebiieHnn B TeKCTE (haMUIINI JIMIT HHUIIHAJIBI YKA3bIBAOTCS MOcie haMiini. B 1emoBbIx
(cmy>keOHBIX ) MUChMaX MOTYT HCIIOIb30BaThCS:

BCTYIIUTCIIBHOC o6pa1ueHHe:

VBaxkaeMblii rocnoguH MBanos!
VYBaxkaemas rocnoxa Ilerposa!
VBaxxaemsiii Huxomnaii [lerpoBuy!
VBaxxaemas Onbra HukonaepHa!
VBaxkaeMble rocnonal

B O6paH_IeHI/II/I IO AOJDKHOCTH HAMMCHOBAHHUC OOJDKHOCTH IIHMIICTCA C HpOHHCHOﬁ 6y'KBI>I, B
06paH1€HI/II/I 1o (paMI/IJ'II/II/I HWHUIKMAJIBI JIMa HE YKa3bIBArOTCA.

- 3aKJIIOYUTCIIbHAsA 3TUKCTHAsA (bpa3a:

C yBaxXeHHEM, ...

CtpaHuilbl TOKyMEHTa HyMEpYIOTCsI, HaulHas CO BTOPOTO JIMCTa JOKyMeHTaapaOCKuMu udpaMu
MIOCEPEINHE BEPXHETO ITOJIS.

TexcT JOKYMCHTA OTACIIACTCA OT 3arojioBKa ABYMs WKW TPEMA MEKAYCTPOUHBIMU HHTCPBAJIaMU
HCIIOJIB3YCEMBIMH B TCKCTE.



25. OT™MeTKa 0 IPUIIOKEHUHN

OTMmeTKa O MPHIOKEHUU HCIIONb3yeTCs Mpu OGOPMIICHMHM MHCEM M NPUIIOKEHUH K IJIaHam,
porpaMmam, OT4eTam, OJOKEHUSIM, IIPaBUIaM, MHCTPYKIIUSAM U JPYTHM TOKYMEHTaM.

B nucermax oTrMeTka o IMPUITOKECHUHN O(bOpMJ'IHCTCH moa TEKCTOM IIMCbMa Ha paCCTOSHHUN 1,25 CM
OT I'paHHUIIbI JICBOT'O ITOJIA. Ecnmu IIPHUIIOKCHUEC Ha3BaHO B TCKCTE ITMCbMA, B OTMETKE O IIPUIIOKCHHUN
YKa3bIBA€TCA KOJIMYCCTBO JIUCTOB U KOJIMYECTBO SK3EMINIAPOB IMIPUIIOXKCHUA, HAITPUMED:

/Tlpunoxkenue: Ha 3 1. B 1 7K3./

[Ipy HanM4YMM HECKOJbKUX TMPHUJIOKEHUNU, B OTMETKE O IMPWIOKEHUU OHU HYMEpPYIOTCH,
YKa3bIBAIOTCS HAWMEHOBAHMS KaXJOr0 MPUIOKEHHUS, KOJIMYECTBO JIMCTOB M KOJUYECTBO
9K3EMILIIPOB, HAIIPUMeED:

/TlpunoxxeHue:
1. [Inan-rpadux ... Ha 3 1. B 2 9K3.

2. CnpaBka o noaTBepkaeHnu paxkrta o0ydenus... Ha 1 1. B 1 7K3./

Ecnu npunoxeHus: cOpOIIopoBaHbl, TO KOJIWYECTBO JIMCTOB HE yKa3biBaeTcs. Ecnu npumoxenue
HAIPAaBISAIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJjpeca, TO OTMETKY O €ro Hallu4uHu 0(hOpMIISIOT
CIEYIOIIMM 00pa3oM, HalpuMep:

/Tpunoxenne: Ha 3 1. B 1 9K3. TOJIBKO B MEPBHIH aapec./

Ha npunoxenusx k npaBuiam, MHCTPYKLHSM, MOJIOXKEHUAM, [IJIaHaM, IIporpaMmmam, J0roBopam u
JPYrMM JOKYMEHTaM OTMETKA O MPUJIOKEHUH MPOCTABISIETCS HA MEPBOM JIMCTE MPHIIOKEHUS B
IIPaBOM BEPXHEM YTIIy.

Ecnu npunoxenue o1HO, OHO He HyMepyeTcs. Ecim npuiioskeHnil HeCKOIbKO, OHU HYyMEpPYIOTCS
(mpuiioxxenue 1, mpunoxenue 2).

B TekcTe jokyMeHTa Ipy epBOM YIIOMHUHAHUH JOKYMEHTA-TIPUII0KEHUS B CKOOKaX YKa3bIBaeTCs:
... (mpunoxenue) wid ... (Mpuiioxkenue 1); mepea HOMEPOM TPUIIOKEHHUS JOMYCKAETCS CTaBUTh
3HAK HOMEDA: ... (mpustokenne N 2);

B orMeTke 0 MpUII0KEHNHN yKa3bIBA€TCSl HAMMEHOBAHNUE BHJ1a OCHOBHOTO JOKYMEHTA, €0 JaTa U
HOMeEp, HAaIlpUMED:

/Mpunoxenne N° 2 k npukazy MBOY Illkomna Ne 1238 ot 08.06.2017 Ne 67 "'/



Ecnu npunoxeHueM K JOKyMEHTY (HampuMmep, K MpUKa3y) sIBISETCS yTBEPKIAEMbIH TOKYMEHT,
(monoxeHue, NpaBuiia, MHCTPYKIMS, PETJIAMEHT U Jp.) B BEPXHEM IIPaBOM YTy HPOCTABIISAETCS
OTMETKA O PUIIOKEHUH, HIDKE — TpU( yTBEp)KICHHS, HAPUMED:

/Tpunoxenue
YTBEPXIEHO
npukazom MBOY Illkoma Ne 1238 ot 08.06.2017 Ne 67/

Bun u pasmep mpudra pexBusuta "OTMETKA 0 TPUIOKEHUHU" TOJKEH COOTBETCTBOBATH BUIY H
pasmepy HipudTa TeKCTa JOKYMEHTA.

26. I'pud cornmacoBaHust JOKyMEHTa

I'pud cornacoBaHusi JOKYMEHTa MCIIOJIb3YETCS IPU COIVIACOBAHUHU JOKYMEHTa C OpraHaMH
BJIACTH, OpraHMU3aLMsAMU MM JIOJDKHOCTHBIMH  JmuamMu. OH  COCTOMT U3  cJOBa
“COI''TACOBAHO”, nomxHOCTM JHIla, KOTOPHIM COIJIaCOBAaH JOKYMEHT  (BKJItOuas
HAaNMEHOBAHWE OpTaHU3aIMM), JUYHOW MOAMUCH, pPACHIM(POBKH MOANMUCH (MHUIHAJIOB,
(dbaMuIMK) U AaThl COTIIACOBAHUS.

IIpumep:

/COT'JTACOBAHO

Hupexrop MBOYVY Ilkona Ne 1238
N.N. MBaHOB

01.12.2019/

FpI/Iq) COTJIaCOBAaHUS B 3aBUCUMOCTHU OT BU/JId JOKYMCHTA U 0COOEHHOCTEH €T0 O(l)OpMHeHI/I}I MOXET
MMPOCTABJIATHCA:

- Ha MICPBOM JIUCTEC NJOKYMCHTA (CCJ'II/I HAOKYMCHT UMCCT TI/ITy.TIBHHﬁ JIUCT, - HA TUTYJIbHOM
J'II/ICTe) B JICBOM BCPXHEM YIJIy Ha YPOBHC rpmba YTBCPKACHUA WM IO HAUMCHOBAHUECM
JAOKYMCHTa Onmmxe K HUKHEMY HOJ'IIO);

- Ha MOCJICAHEM JIMCTC JOKYMCHTA 110 TEKCTOM;

- Ha JIJUCTC COrjlaCOBaHMAA, ABIAOIICMCA HEOThEMJIEMOM 9aCThIO AOKYMCHTA.

BHeliHee coriracoBaHHe TaKKe MOXKET OBITh OCYHICCTBJICHO APYIr'UM NOKYMCHTOM - IMHUCBMOM,
IMPOTOKOJIOM, ITPUKA30M.

ITpumep:

/COTI'JTACOBAHO mnpukazom JIOrM ot 01.07.2017 Ne 01-01/54/



27. Buza

CormacoBaHmue MPOEKTa TOKYMeHTa odopmiisieTcs BU30i. Buza mpocrapisercs coOCTBEHHOPYYHO
JIUIIOM, BUSHPYIOIIMM JIOKYMEHT, U BKJIIOYAeT B ce0s HAMMEHOBAHUE JTOJKHOCTH BU3HPYIOIIETO,
€ro JIMYHYIO MOAIUCH, PaCIIU(PPOBKY MOANUCH (MHULIUANBI, (PaMUIINIO) U JaTy.

[Tpumep:
/3amecTutesnb TUPEKTOpa
N.0. Gamunus

03.03.2020/

I[OHYCKaeTCSI IMOJIMCTHOC BU3UPOBAHHUE NJOKYMCHTA U €I'0 HpI/IJ'IO}KeHI/If/'I. HpI/I HaJIn4nu 3aM€‘IaHHﬁ,
,I[OHOJ'IHGHI/Iﬁ K HIPOCKTY HAOKYMCHTA BHU3a HOIOJHACTCA COOTBCTCTBYIOIIHNM YKA3aHUCM. HJ'ISI
AOKYMCHTA, ITIOJJIMHHHUK KOTOPOT'O OTIIPABJIAIOT U3 IIKOJIbI, BU3bI IIPOCTABJIAAKOTCA Ha SK3CMILIAPAX
JOKYMCHTOB, IOMCIIAEMBIX B ACJIO. I[JI?[ JOKYMCHTA, IMOMJIMHHHUK KOTOPOTO OCTACTCA B LIKOJIC,
BU3BI COTIJIACOBAHMUA MMPOCTABIAIOTCA HA O60p0T€ MOCJICAHCTO JIMCTAa NOAJIMHHUKA JOKYMCHTA UJIN
Ha MOCJICAHEM JIMCTC JOKYMCHTA 110 MOAIKCBHIO.

28. IMoanuce

[Tongnuche BKIIOYAET: HAMMEHOBAHUE JIOJDKHOCTH JIMLA, [IOANMCABILErO JIOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIIHCH; PACIIH(PPOBKY MOINUCH (MHUTUAIIBI, (haMIITHS ):

[Tpumep:

/Qupextop nuynas noanuck N.O.damumnus/

Ecin noxkymeHT odopmieH He Ha OjaHKe, B HAUMEHOBAHME JIOJKHOCTH BKJIIOYAETCS
HaMMEHOBaHME 00111€00pa30BaTEIHLHON OpraHu3aIiy (MMOJTHOE Ha3BaHUE MIKOJIBI). Jlomyckaercs B
pexBusute "lloanuchk AOMKHOCTHOTO JHIA" IEHTPUPOBATh HAWUMEHOBAHHE JOJKHOCTH JIUIIA,
MOAMKUCABIIET0 JOKYMEHT, OTHOCUTENBHO CAaMOM JUIMHHOUW CTPOKHU.

HpI/I noAnruCaHu JOKYMCHTA HCCKOJIbBKMUMHU OJOJKHOCTHBIMU JIMIAMH Pa3HBIX I[OJ'I)KHOCTGI\/'I nux
noAInucCHu pacmnojararoT OJHY I1OoA prrOI\/JI B ITOCJIEAOBATCIIbHOCTH, COOTBGTCTB}H—OHICﬁ HCpapxXuu
3aHHMaeMoOH JOJIXKHOCTH.

ITpumep:
/Mupextop nuynas noanuch 1.0.D.

3amecTuTeNb qUpekTopa auuHas noamnuck 1.0.0./

HpI/I MOoANMMCAaHUM JOKYMCHTAa HCCKOJIBKMMH JIMIIaMHW pPaBHBIX }IOJI)KHOCTeﬁ nx 1noAIUCH
pacmnojiararorT Ha OJHOM YpPOBHE. B JOKYMCHTAXx, COCTABJICHHBIX KOMHCCI/ICﬁ, YKa3bIBACTCA CTATYC



JMIAa B COCTaBE KOMHCCHH: IPOCTABICHUEM KOCOW UYEpTHI Mepe] HAMMEHOBAHHEM JOJDKHOCTH
(1o0aBnATH Kakue- TU0O0 MPUCTABKHU).

Ecnu nupeKTop 1IKOJIbI MIIM HHOE YIIOJIHOMOYEHHOE Ha MOANUCAHUE JOKYMEHTA JIUII0 BPEMEHHO
OTCYTCTBYET (OTIYCK, OO0JIe3Hb, KOMAaHIUPOBKA) WM JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
HNOJNKCHIBAET  COTPYAHUK, YIOJHOMOYEHHBIH Ha TMOANMCAaHUE B  COOTBETCTBHUM  C
pacnopsiAUTEIbHBIM IOKYMEHTOM WIIM HaJI€JIEHHBII TOJIHOMOYHUSIMH, YCTaHOBJIEHHBIMU IIPUKA30M
1IKoJibl Uiy yupeaurens (JJOrM), ¢ ykazanuem cBoei JOKHOCTH U ITOJIHOMOYMSL, HallpUMep:

/3amectutens aupekTopa noanuchk M.0. damunus/

WJIN:

/MIcionHsAOmMi 0053aHHOCTH qupeKkTopa nmoanuck M.0. damunms/
583071

/u.0. mupekropa noanuck N.0. Gamunus/

PexBuzut "[loanuck AOKHOCTHOTO JHia" MOXKET OBbITH OpOpMIIEH COOCTBEHHOPYYHO aBTOPOM
JMOKYMEHTa (Hampumep, IpU HAMHUCAaHUU CIYKEOHON 3amucku 0e3 MPUMEHEHMs] TEeXHUYECKUX
CpencTB) TMO0 OPOPMIIEH C UCTIOTB30BAHUEM TEXHUYECKUX CPEJICTB.

B cnydae odopmnenus pexBuzuta "[loamuch AOKHOCTHOrO JuIAa" C HCHOJIB30BAHHUEM
TEXHUUYECKUX CPEACTB BHUJ U pa3Mmep MpuTa yKazaHHOTO PEKBU3UTA HE MOXKET OTIHYATHCS OT
BUJIa U pa3Mepa pu@Ta OCHOBHOTO TEKCTa JOKYMEHTA.

PexBusut "HO)IHI/ICB JOJDKHOCTHOTI'O J'II/II_[a" OTACIICTCA OT TEKCTa TpEMA MU UYCTBIPbMS
OIWHAPHBIMU MEKAYCTPOUYHBIMU NHTCPBAJIAMHU.

29. [1euats

[Teyatp siBnsieTCS cOCOOOM MOATBEPKIACHHS MOIJIMHHOCTU IMOANUCH JOJDKHOCTHOIO JIMIAa Ha
JnoKyMeHTe. [IeuaTs cTaBUTCS HA JOKYMEHTaX B ClIydasix, IPELyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WIA MHBIMM HOPMAaTHUBHBIMU NPaBOBBIMHM akTaMH. [ledaTh craBUTCS Ha CBOOOJHOM OT TEKCTa
MECTE, IPU JTOM OTTHCK II€YaTH HE 3aXBaThIBACT JUYHOM IOJNUCH JOJDKHOCTHOIO JIMIA
NOJNKMCABUIET0 JOKYMEHT, WM B Mecre, oOo3HaueHHOM «MID» («Mecto mneuatu»). B
JIOKYMEHTaXx, IOJrOTOBJIEHHBIX Ha OCHOBE YHU(PHUIIMPOBAHHBIX (POPM, MeyaTh CTABUTCS B MECTE,
00o3HaueHHOM oTMeTKo# "MII" unu uHbIM 00pa3oMm.

30. Or™MeTKa 00 UCIIOTHUTENE

OtMmeTka 00 HMCIOJHHUTENE (aBTope) AOKYMCHTA IIPOCTABJILCTCA HAa NMHCbMAX IIKOJIBI B JICBOM
HUKHEM YTy JINIIEBOM CTOPOHBI MOCJICAHLCTO JINCTAa JOKYMCHTA OT I'PAHUIIBI JICBOT'O IIOJIA WJIH,
Ipu OTCYTCTBHUU MCCTA, - HA 060p0THOI>i CTOPOHC BHHU3Y CJICBA. OTMeTKa BKIIIOYAET (I)aMI/IJ'II/IIO,
UM, OTYECTBO HUCIIOJHUTEIISA U HOMED €T0 TeJ'Ie(l)OHa, a TaK)Ke OTMETKa 00 HMCIIOJIHHUTENE MOXKET
JOMOJIHATHECSA HAMMCHOBAHUEM JOJIKHOCTH U DJICKTPOHHBIM aIpE€COM HCITOJTHUTECIIA.



[Tpumep:
/ViBanoB MBan MIBaHOBWY, CIIEIMAIIACT IO OXpaHE TPyaa
(888) 888-88-88, lvanov@mail.ru/

31. OTmeTKa 0 3aBepeHHH KOIHH

Jl1s moATBEpKI€HUSI COOTBETCTBUS KOMMHU (BBIIUCKH U3 IOKyMEHTA) MOUIMHHUKY JOKYMEHTA Ha
MOCJIETHEM JIUCTE KOMHUU (BBIMTUCKU M3 AOKyMeHTa) moj pekBusuToM "[loamuce" odopmisercs
pekBU3UT «OTMeTKa O 3aBepeHUM Komuu». OTMETKa O 3aBEPEHMM KOIIMU BKJIIOYAET: CIIOBO
«BepHo», HauMEeHOBaHME JOHKHOCTH JIMLA, 3aBEPHUBILET0 KOIMHIO, COOCTBEHHOPYUYHYIO HOIHCH,
pacmppoBKy MOANUCH (MHULMANIBI, (haMUIINIO), 1aTy 3aBEPEHUsI KONHUU JOKyMEHTa. PeKBU3UT
«OTMeTKa 0 3aBEpeHMM KONMU» MOXKET OBbITh OopMIIeHa OT PYKH WIIM C HCIIOJIb30BaHUEM
mramna. JlomyckaeTcst 3aBepsATh KaKIblH JIUCT MHOTOCTPAHUYHOM KOIIMM JJOKYMEHTA.

32. OT™MeTKa 0 MOCTYIUIEHUH JOKYMEHTa

OtMmeTKa O MOCTYIUIEHUM JTOKYMEHTa COJAEPKUT BXOJSALIMI pEerucTpaliOHHBIM HOMEp U JaTy
MOCTYIUICHUs JOKyMeHTa. JlomycKaeTcs yKa3aHUe 4acOB U MUHYT IOCTYIUICHUSA AOKYMEHTA C
3aBEPEHUEM IOJIUCAMHU 3aMHTEPECOBAHHBIX JHL. OTMETKA O MOCTYIUIEHUU JOKYMEHTa MOKET
IIPOCTABJIATHCS C UCIIOJb30BAHUEM LITAMIIA.

33. Pesomronus

Pesomronust conepKuT ykasaHue 1o UCIOTHEHUI0 JokyMeHTa. OHa odopmitsieTcss Ha cBOOOIHOM
MecTte pabodero mojisi AoKymeHTa. Pesonmronus Biimoyaer B ceOs: (pamuimio, WHUIMAIBI
UCTIONHUTENS (MCIIOMHUTENCH), TOpYyUYeHHUE 10 TOKYMEHTY, MOANKUCH aBTOPa PE30JIIOIUN U JaTy
oopmIIeHHsS Pe30oLrU. Pe3omnonus, M0 yCMOTPEHHUIO JIMIA, JAIOIIEr0 MOPYyYEHUE, MOKET
BKJIIOUATh B ce0sl TAaK)KE CPOK UCTIOTHEHHSI TOKYMEHTA.
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