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1. O6mue moJokeHUus

1.1. Hacrosmas MHCTpyKuus 1O JENONPOM3BOACTBY B IIKOJIE pa3paboTaHa B COOTBETCTBHUH C
DeiepaibHBIM 3aK0HOM 0T 29.12.2012 Ne 273-®3 "O6 obpazosanuu B Poccuiickoit @enepaiun’ ¢
naMeHeHusMn Ha 8 pexabps 2020 roma, T'OCT P 7.0.97-2016 «Cucrema craHzapToB Mo
uHpopmauuy, OubNIHOTEeYHOMY W H3JaTensckoMy Jeny, «OpraHu3alMOHHO-PACIIOPSIAUTENbLHASL
nokyMmeHTaius. TpeGoBauss K  OQOPMIECHHIO  JOKYMEHTOB», a Takke  YCTaBOM
0061e06pa3oBaTebHOM OpraHU3aly | APYTHMH HOPMAaTHBHBIMM NPaBOBBIMH akTaMH Poccuiickoi
®epepanuu, perJaMeHTHPYIOMMMHU AeATeIbHOCTh 00111€00pa3oBaTebHbIX OPraHH3alnii.

1.2. Jlannas MuHCTpyKums MmO AENONPOM3BOACTBY B mKkoyie (nasee - HMHcTpykuus) oboszHadaer
npaBWja MOATOTOBKM H OGOpPMIIEHHS HJOKYMEHTOB B 001e00pa3oBaTeIbHON OpraHW3aluy,
OTpeNeNnseT CTaHAapThl 0OpMIIeHHsT PEKBU3HTOB, OTAHKOB JOKYMEHTOB, COCTABJICHHS MPUKA30B,
MOJIOKEHUH MHCTPYKIHH, a TaK)Ke perfiaMeHTHpyeT GOpMHPOBAaHHE JEN U MX TEKyllee XpaHCHHE,
MOATOTOBKY JOKYMEHTOB W JIeN K Iepefade Ha apXMBHOE XpaHeHHe B 00meoOpasoBaTelbHOH
OpraHU3aLuH.

1.3. UHCTpyKIMS 110 JENONPOU3BOACTBY paspaboTaHa B [ENIX YCTAHOBJICHHUS €IMHbIX TpeOOBaHHM
K [OAroToBKe, 00palOoTKe, XpaHEHHI0 W MCIONB30BaHHIO 00pa3sylomMXcs B IEATEIbHOCTH
obmeoOpazoBaTelbHOM OpraHW3aMd M [OCTYHNAIOMMX B IMIKOJY [IOKYMEHTOB, a Takxke
COBEPIIEHCTBOBAHUS M TIOBBIMIEHNs 3(P(EKTUBHOCTH IENOMPOH3BOACTBA 00me00pa3oBaTe/IbHOM
OpraHM3aI|H.

1.4. Tonoxenuss VHCTPYKUMHM PACIPOCTPAHSAIOTCS Ha OPraHU3aluio paboThl ¢ JAOKyMEHTaMH
HE3aBHCHMO OT BHJA HOCHTENs, B TOM 4YHCIe C ODJIEKTPOHHBIMH JIOKYMEHTaMH, BKIIOYAs
MOATOTOBKY, 00paboTKy, XpaHEHHE M HCMOJb30BaHHE JIOKYMEHTOB, OCYIIECTBISECMBIMH C
MOMOIIBIO HH(POPMAIHOHHBIX TEXHOJIOTHIL.




1.5. Opraum3anmio, METOAHYECKOE PYKOBOJICTBO, COBEPIIEHCTBOBAHME [ENONPOM3BOICTBA H
KOHTPOJIb 3a cobmoaenseM Hacrosuieii MHCTPYKIMY B MIKOJe OCYIECTBISET OTBETCTBEHHBIH 3a
BE/ICHUE JIEJIONPOU3BO/ICTBA.

1.6. TlpaBa u o06s3aHHOCTH pPAGOTHMKOB, OCYIMIECTBISIOUMX paboTy C JOKYMEHTaMH B
CTPYKTYpHBIX  mofpasfienieHusx  obumieoOpasoBaTenbHON  OpPraHM3alli{, —yCTaHaBIMBAIOTCH
JO/DKHOCTHBIMH MHCTPYKIHSMH MM NIPHKA30M TUPEKTOPA.

1.7. Crenenmus, cojepkammecs B OKYMEHTaX, MOTYT OBITh HCIOIB30BaHbI TOJNBKO B paboumX
LeMsIX B COOTBETCTBHM ¢ TIOMHOMOYHMSAMHM COTpY/HMKA, paboTaromero ¢ noxymentamu. Pabora ¢
JOKYMEHTaMH BHE TOMEIEHHH MMKOIbl He Aomyckaercs. [Ipu yrpare JOKYMEHTOB MPOBOAMTCH
ciyxeOHas IPOBEPKA.

1.8. IIpu yxozme B OTImycK, mepeBoje (mepemelieHuu) mo paboTe WM B CIydae YBOJBHEHHMS
COTPYAHHMK 00s3aH mepejaTh BCE HAXOMAIIMECS Yy HErO JIOKYMEHTBI HMHOMY COTPYIHHKY,
OnpeeNEHHOMY B COOTBETCTBHH C YKa3aHMEM HEMOCPEJCTBEHHOTO PYKOBOAMTENS YBOIBHACMOTO,
YXOJISIIEro B OTIYCK MM EPEBOAIErocs (MepemMemaemMoro) no pabore coTpyaHuKa.

1.9. Unctpykims o6g3aTenbHa [Uls COOIIOACHHS BeceMU pabOTHUKaMK LIKOJIbL. BHOBL MPHHATEIE HA
paboTty cOTpyIHHMKH, B JOKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJHMT BEICHHE JOKYMEHTalMH, B
Teyenue TPEX paboOUMX JHEH CO JHS U3JaHUs NPHKA3a O HA3HAYEHHM Ha JNOJDKHOCTb JAOJDKHBI OBITh
03HAaKOMJIEHHI ¢ HacTosmei MHCTpyKiuel no noAmnMcs.

2. IlpaBuia noAroTOBKHA U 0(OpMJIEHHSI JOKYMEHTOB

2.1. B esaTenpHOCTH IIKOJBI CO3Aa€TCH KOMILNEKC OpPraHu3alliOHHO —paclopsAAMTENbHBIX
JOKYMEHTOB: TIPHKA3bl, MOJIOKEHHS, NIPaBHIIA, HHCTPYKIHH, PErIaMEHThI; TPOTOKOJIBI 3ace/laHUi
(coBemaTENbHBIX, KOOPJWHAIMOHHBIX, OSKCIEPTHBIX M Jp. OPraHOB), AKThl, AHATMTHYECKHE
CTIPaBKH, JOKIAAHBIE U CIy)XeOHBIE 3alHCKH, AOTOBOPHI (KOHTPAaKTHI, COTJIAIICHHs), [eNoBas
(cnyxeOHasg) mepenmcka M [Ap. COCTAaBNAIOTCS H OQOPMISIOTCS CIENMATbHBIE TOKYMEHTEL,
CBS3aHHBIE € IUIAHWpOBaHWEM  00pa3oBaTENbHOW  JACATE/NBHOCTH M OCYIICCTBICHHEM
XO3SHCTBEHHBIX MEPOIPMATHH, BEJEHHEM y4eOHO-NEJarorMyeckoro y4era, OpraHH3alueH
JEIIONPOM3BOACTRA 06IEe06pa3oBaTeNbHOM Opranu3anyy, obecreyeHnemM OyXraaTepeKoro yuera.
2.2. JloKyMeHTBl MOTYT CO3/1aBaThCsi Ha OyMaXXHOM HOCHTENE M B DNIEKTPOHHON GopMe ¢
COBIMIOICHHEM YCTaHOB/IEHHBIX TIpaBui odopMiIeHHs N0KyMeHToB. [Ipu co3naHuy JOKyMEHTa Ha
IBYX 1 GoJiee cTpaHHIAX BTOPYIO U NOCIEAYIONIUE CTPAHUIIBI HYMEPYIOT.

2.3. Homepa CTpaHHIl MPOCTABNIAIOTCA MOCEPEMHE BEPXHETO MOJIA TOKYMEHTa Ha PacCTOsSHUH HE
meHee 10 MM OT BepxHero kpas jucrta. JloImycKaercs CO3iaHHE JOKYMEHTOB Ha JIMLEBOH M
000pOTHOM CTOPOHAX JIMCTA.

2.4. Tlpy IBYCTOPOHHEM CO3JaHWM JOKYMEHTOB IIMPHHA JIEBOTO MOJIS HA JIMIEBOH CTOPOHE JIHCTA
¥ TIPaBOTO MO Ha 0GOPOTHOM CTOPOHE JIHCTA JO/KHEI OBITh PABHBL.

3. PeKBH3UTHI JOKYMEHTOB
3.1. JIns peKBM3UTOB J[OKYMEHTOB, CO3/aBaeMbIX B 001Ieo0pa3oBaTebHOM OpraHU3alvH
yCTaHABAMBAIOTCS NpaBwia u TpeGosanus B coorBerctun ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBH3UTOB KOHKPETHOTO JOKYMEHTA ONPE/ENSIeTCs €ro BUIOM H Ha3HAYECHHEM.
3.3. Tlpu moarotoBke M O(OpPMICHMH [OKYMEHTOB B [IKOJE HCMONB3yIOTCA CIEAyIoIue
PEKBH3UTHL:
e Kox (OpMBbI JOKYMEHTA;
¢ HaUMEHOBAaHWE IIKOJIbI;
e CIIPAaBOYHBIE JIAHHBIE O IIKOJIE;
¢ HaWMEHOBaHHE BHIa JOKYMEHTA;
nata JOKyMEHTa;
PeruCTPallHOHHBIN HOMED JIOKYMEHTA;
CChUIKA Ha PEruCTPALlMOHHEBIN HOMEP M JaTy JOKYMEHTA,
MECTO COCTaBlICHHs (M3aHus) JOKYMEHTA,
e ajpecar;




o Tpu( yTBEPKACHHS JOKYMEHTa,
¢  3aroJIoBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHIJIOXKEHHH;

o rpud cornacoBaHHs JOKYMEHTA;

e BH3a;

e TOAIHCS;

e OTMETKA 00 3JIEKTPOHHOM MOAHCH;
e IEYarTh;

¢ OTMeTKa 00 UCIIOJHHUTEIIE;

» OTMETKa O 3aBEPEHUH KOIHH;

¢ OTMETKA O MOCTYIJICHUH JOKYMEHTA,
*  Pe30JIOLHUA.

4. BiiaHKH JOKYMEHTOB
4.1. JloKyMeHTSI, co3iaBaemble B 061e06pa3oBaTebHOM OpraHu3auu, 0QopMIsIOTCs Ha OaHKax,
M3TOTOBJICHHBIX Ha CTAHJAPTHBIX JucTax Oymaru dpopmaros A4 (210x297 mm) u AS (148x210 mm).
OtnenbHbIE BHABI JOKYMEHTOB (TabNMIBI, CXEMBI, CMETHI) Jomyckaercs OQopmisiTh C
ucrnions3oBanrem ¢opmara A3 (420x297mm). JIOKyMEHTBI, COCTaBJISIOIINE BHYTPEHHIOKO
TepenucKy, ohOpMIAIOTCS HA CTaHAAPTHBIX JucTax Oymarn ¢opmara A4 (210x297 mm) Oes
UCIIOJIb30BaHMUs OJIaHKOB.
4.2, Kaxaplii TMCT HOKyMeHTa, oQOpMIIEHHBIH Ha OnaHke MM Oe3 HEero, JOJDKEH MMETh IOJIA HE
MEHee:

e 20 MM - JIeBOE;

e 10 MM - mpaBoe;

e 20 MM - BEpXHee;

o 20 MM - HHXKHee.
4.3. JlIokyMeHTBI JUINTEIbHBIX (cBBIme 10 j1eT) CPOKOB XpaHEHHs JOJDKHBI UMETh JIEBOE TIOJIC HE
meHee 30 MM.
4.4, Buasl OJ1aHKOB IOKYMEHTOB IIPUMEHSAEMBIX B IIKOJIE!

e 0o0Ommit 611aHK,

e OJaHK MUCHMA;

o 06IaHK KOHKpETHOro BMza noKymeHTa (OnaHk npukasa, OmaHk pacrmopsbkeHus, OiaHK

IIPOTOKONA U Jp.)

4.5. O6pasusl pa3spaGOTaHHBIX M IPHUMEHAEMBIX B IIKOJ€ OJaHKOB MOUIENKAT BKIIOYCHHIO B
HHCTPYKIIMIO 10 JIEONPOU3BO/CTBY 0611e06pa3oBaTe/IbHOM OPraHu3alliy B Ka4eCTBe MPHII0KESHHHA
(mpunoxkenue 3 Ha 3 yECTax).

5. llpuxa3zsi

5.1. TlpukasaMu OGOPMISIOTCS pEUIEHHs! [0 ONEPATUBHBIM, OPraHU3AlMOHHBIM, Y4eOHBIM,
KaZpoBEIM (MpUIoXKeHHe 2 Ha 9 JHCTax) ¥ APYrUM BOIPOcaM paboThI IIKOJIbL.

5.2. TIpoeKThl TPUKA30B TOTOBAT OTBETCTBEHHbIC HCIONHUTENM HA OCHOBAHWH MOPYYCHHH
JIAPEKTOpA, ero 3amectutesel. [IpoeKThl NPUKA30B 110 JIMYHOMY COCTaBY FOTOBHUT CICIHATHACT 1O
Kaapam.

5.3. B mpHKa3ax TEKCT U3J1araeTcs OT NEPBOro JIMia eIMHCTBEHHOr0 YKCIa («TTIPHKA3BIBAIOY).
5.4. TexcT NpHKa’a MOXET COCTOATh M3 JABYX 4acTeil: KOHCTAaTHpyromei (npeambynel) H
pacnopsiAUTEbHOM.

5.5. B KOHCTaTHpylOIlelf 4YacTH KpAaTKO W3Jaralorcs LemM W 3ana4u, (QakTel u coOwITHd,
NOCTyXUBIIHE OCHOBAHWEM Ul H3JaHHs npukasa. OHa MOXXeT HauMHATLCA CIIOBAMH "B nmensax",
"B coorBerctBum", "Bo ucnonnenue", u T.4. Ecnm npukas HM3gaeTcs Ha OCHOBAHHH Ipyroro
JIOKYMEHTA, TO B KOHCTATHPYIONIEH YacTH yKa3bIBAaeTCsl HAMMEHOBAaHHE 3TOr0 IOKYMEHTa, €ro 1aTa,




HOMep H 3arofioBok. [Ipeambyna B mpoextax nmpukazon 3aBepmaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MevaraeTcs 3arjiaBHbIMU OyKBaMu.

5.6. PacniopsiautensHas 4acTh JOMKHA COAEPXKATh MEPEYHCICHUE MPEATMCHIBAEMBIX JCHCTBHH C
yKa3aHHeM MCHOJHHUTENS KaXAOro AEHCTBHA M, TNPH HEOOXOAMMOCTH, CPOKOB HCIONTHEHHS.
PacmopsimiuTensHas yacTh JEIMTCS HAa IYHKTHI U IOANMYHKTBI, KOTOPBIE HYMEpPYIOTCH apabCKHMH
uudpamu. [lelicTBUS OAHOPOIHOTO XapakTepa MOTYT OBITh IEpeUUCIEHB! B OHOM IIYHKTE.

5.7. B kauecTBe HCIOJHHTENEH YKA3bIBAIOTCS 3aMECTHTENIM [AMPEKTOpa, NPEACENaTeNd WM
pykoBoauTENH pabounx rpynm (KOMUCCHH).

5.8. Ecnu npukas u3MeHsieT paHee U3JaHHbIH JOKYMEHT (YHKTbI IOKYMEHTA), TO OJIHH U3 IIYHKTOB
PACTOPSANTENBHOM YaCTH TEKCTa JOJDKEH COIePXKaTh CChUIKY Ha M3MEHSEMbIH TOKYMEHT (IyHKTBI
JIOKYMEHTa) ¢ YKa3aHHEM ero JaThbl, HOMEpa U 3aroJIoBKa.

5.9. Eciu mpuka3 OTMEHSIeT [eHCTBHE paHee M3/IaHHOro JOKYMEHTa (IIyHKTOB JOKYMEHTa) C
OIpPE/IEIEHHOM AaThl, TO OJJMH M3 MYHKTOB PACMOPSAMTEILHOH 4acTH TEKCTa JOJDKEH HAYMHATHCS
cnosamu "TIpH3HATH yTPaTHBLIMM CHITY...", Jajiee yKa3blBaThCs JaTa, HOMEp M 3arojioBOK paHee
M3/IaHHOTO JOKYyMeHTa (MyHKTa JOKYMEHTA), a TAaK)Xe Jara, C KOTOPOH OTMEHSETCS €ro NeiCTBHE.
Ecnu jara He ykasaHa, TO [eHCTBHEe paHee M3JAaHHOrO JOKYMeHTa (IyHKTHI JIOKYMEHTA)
OTMEHSIETCA C JaThl H3/JaHUs HOBOTO MPHKA3a.

5.10. Ecnu mpuka3s OTMEHSIET paHee M3/JaHHbIH JOKYMEHT ¢ MOMEHTA M3JIaHHUs, TO OMH U3 ITyHKTOB
pacTopsIMTENBHOM YaCTH TEKCTa JOJDKEH HauuMHaThes cioBaMM "OTMEHMTB.." M yKa3blBATHCS
JlaTa, HOMEP | 3arojIOBOK paHee W3JaHHOIO JOKYMEHTA.

5.11. Eciu npuKa3 MpenosaraeTcs BBECTH B AeHCTBHE HE C MOMEHTA €ro W3JaHus, HeoOX0auMo
yKa3aTh CPOK BBeleHHs ero B jeidcrBue. Ilocnennuii MyHKT pacnopsAMTENIBHOM 4YacTH MOXET
COJIEpXXaTh CBEACHHS O JODKHOCTHOM JIMIE, Ha KOTOPOE BO3JIAraeTcst KOHTPOJIb 3@ HCIIONHEHHEM
npuKasa.

5.13. TIpuKkassl MOMHCHIBAIOTCS TOJNBKO AMPEKTOPOM 00meoOpa3oBaTelbHON OpraHU3allii WK
pabOTHHKOM, MCTIOJIHSIOIMM €ro 00543aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a oOecrmeyeHne CBOEBPEMEHHON M KAa4YECTBEHHOM MOATOTOBKH MPOEKTOB
PUKA30B ¥ HMX COTJIACOBAaHWE C 3aWHTEPECOBAHHLIMH PAabOTHHKAMH W OPraHU3ALUSIMU HECYT
aBTOPHI IPOEKTA MIPUKa3a.

5.15. PeructpaniMOHHBIE HOMEpa NPUCBAMBAKOTCS NpHKa3aM IO NOPSAKY HOMEPOB B Mpejenax
KaJIeH/IapHOT0 rojia.

5.16. Jlata peructpauuy MpuKasa ABISIETCS JaTOH €ro MOJANUCAHUS.

6. IlpaBuna, mo10kKeHN s, HHCTPYKIHH
6.1. TlpaBusna — HOPMATUBHBIM aKT, ONPEEIAIOMMI TTOPSIOK KaKoro-nubo BUIa JAEATEILHOCTH,
yCTaHABIMBAIONIWI UITH 3aMpeIalonui Onpeie/IeHHOE TIOBEICHHE.
6.2. ITono)xeHne — HOPMATHBHBIN aKT, I€TAlbHO PErIaMEHTUPYIOMIMHA NPaBOBO# CTATyC, NOPAAOK
OpraHu3aliy U Npoueaypy Kakoro-mmdo BuAa e TEIbHOCTH,
6.3. UHCTpyKuusi — HOPMATUBHBIA aKT, M3/aBacMblii B LENSAX Pa3biCHEHHS M ONPEACIICHUS
NOpsi/ika MPUMEHEHUS COOTBETCTBYIOUIETO0 HOPMATHBHOTO akTa MUb0 ¢ LENbI0 yKazaHWs HOPM O
cnocobax BBIIOMHEHUS ONpeIeIeHHBIX onepauuit (1eicTBHiA).
6.4. IlpaBuna, MONOXEeHUs, UHCTPYKLUH MPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJA HOKYMEHTa) Ha
Vupapimsiomem coBete, 3acemaHusx [Ipod)coro3HOr0 KOMHMTETa IUKOMBI M YTBEPXKIAKOTCS
JUPEKTOPOM.
6.5. Topsiiok MOATOTOBKH IIPOESKTOB TIPABMII, TOJIOXKEHHUS, HHCTPYKIMHM COOTBETCTBYeT oblnemy
NOPAAKY NOATOTOBKH IPOEKTOB NMPHKa30B 00imeo6pa3oBaTe/IbHOM OpraHu3alii.
6.6. TekcT mMpoeKkTa NONOXKEHHWS, NMPABHI, HHCTPYKIMH I€YaTaeTcss Ha YUCTOM JiucTe Oymaru
dbopmata A4.
6.7. OTIMYMUTENBHBIMH XapAKTEPHCTHKAMH TEKCTOB IPABHJI, MIOJIOKEHUS, HHCTPYKLIHY SBISIOTCS:

* TOYHOCTh MPUMEHSEMBIX (POPMYIHPOBOK O€3 UCMONB30BAHHS CJIOB M MOHATHH, HMEIOIMX

MHOECTBEHHBII CMBICIT;




¢ WCIONB30BAaHHE KOPOTKUX MpPEIOKeHHH, OGIIENPUHATEIX BBIPKCHHH M CBA3OK, NpPH
HE0OGXOMMOCTH - TIPEBAPHTENBHOE ONPEAEICHHE UCTIOB3YEMBIX TIOHATHH, COKpALIEHHH,
ab0peBHaryp;
e ONHCAHWE BCEX BO3MOXHBIX BApHAHTOB COOBITHH M COOTBETCTBYIOIUMX HM BapHaHTOB
nelficTBHIA, T.e. OJHOTA MPEACTaBICHH HHPOPMALIUY;
 CTPYKTYyPHPOBAHHOCTh TEKCTAa C LENBIO JIOCTHXECHMS HAHIYHIIEH MOC/IENOBATEIBHOCTH
U3JIOKEHHS MaTepuana,
e MHHUMHU3AIHA TEKCTA C MOMOIIBIO MpuMeHeHHs 0000menni (0030poB MpeanonaracMax
JeicTBHiT) ¥ IPAMEHEHHUE NEPEYUCTICHUH (321124, ITANOB, YCIOBUH H T.1.).
6.8. B 3aBHCHMOCTH OT CJIOKHOCTH B 00beMa pa3pabaThIBaEMBIX PABUJI, NTOJIOKEHHS, HHCTPYKIHH
- TEKCT HOKYMEHTa JIeJIATCS Ha [JIaBbl, MYHKTHl M IOAMYHKTHI. ['JIaBbl JO/DKHBI HMETh HA3BAHUA.
Hymepanms pou3BOAUTCs apabCKUMHU HUppamMu,

7. IpoToko. 3aceqanus (COBEMAHUA)

7.1. TIpoToKOn — MOKYMEHT, B KOTOPOM (DHKCHPYETCs X0J 0OCYKIEHHS BOIPOCOB U NMPHHSATHS
pelueHnii Ha cOGpaHusX, COBEIAHNAX, KOHPEPEHUUIX U 3aCEAAHHAX KOJUICTHAIHBIX OPTaHOB.

7.2. Tlporokon 3acenanus (CoBeM[aHHs) - (manee - MPOTOKON) OGOPMIAETCS HA YHCTOM JIHCTE
6ymaru popmara A4.

7.3. PexBU3HT - "TeKCeT MOKyMeHTa". PEKBH3UT COCTOMT H3 JBYX HacTeH: BBOJHOH H OCHOBHOM.

74. Bo BBOAHOM  4acTH  yKashlBAIOTCS  WHHIOHANLl, (QamMWiid W JODKHOCTH
[pE/ICE/IaTEIBCTBYIONIET0, CEKPETaps, IPUCYTCTBOBABIINX HA 3aCEaHHU M, [IPH HEOOXOIUMOCTH,
JIL, TIPATTIAIIEHHBIX Ha 3aceflaHue (COBEIaHNE).

7.5. BBoaHas 4acTh IPOTOKOJIA 3aKaHYMBAETCA IIEPEYHEM pPaccMaTpHBAaeMBIX BOMPOCOB,
MEPEYHCIICHHBIX B IMOPAJKe MX 3HAYMMOCTH C YKasaHHeM [JOKIaI4duKa IO KaXIOMYy
paccMaTpuBaeMoMy Borpocy. Borpocs! hopmymapytotes ¢ npemiorom 0" ("0O6"), neyaraiores 0T
rPaHMIBI JIEBOTO MOJIS H HyMepyloTes apabckiumu L pamu.

7.6. OcHOBHAs 4YacTh MPOTOKOJA COCTOMT W3 Pa3/IeNiOB, COOTBETCTBYIOIIHX PacCMaTPHBACMBIM
BOIIPOCaM U X HyMEpalluH.

7.7. TeKkcT NPOTOKONA M3NATACTCH OT TPETHETO JHUA MHOXECTBeHHOro uucna ("cmymand”,
"BeicTyrHIH", "IOCTAaHOBUIX", "pemmuun").

7.8. TIPOTOKON MOMMHCHIBACTCS JHIIOM, TPE/CEIATENbCTBOBABIINM Ha 3ace/aHiH (COBECIAHHH), H
cekperapéM 3acenaHus (COBEIAHNS).

7.9. Ilpu OTCYTCTBHH CceKperaps 3aceJaHHd, B TOM YHCJi€ [pPH MPOBEJCHHH ONEPaTHBHbIX
COBEINAHM, T0MyCKAaeTCs MOAMUCaHHE IPOTOKOJIA TOJILKO Mpe/Ice/laTeIbCTBYOIHM.

7.10. TekeT mpoTOKONa AO/DKEH ObITH MOATOTOBJIEH HE MO3JHEE TPeX AHEH CO IHA 3acelaHus.
[TpoeKTHl COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJA BH3MPYIOTCA  JO/DKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 OJATOTOBKY.

7.11. Jlata mpoToKoJ1a I0KHA COOTBETCTBOBATE [HIO MIPOBEICHHS COBEIIAHHUA (3acenanus).

7.12. Konuu MpPOTOKOJIOB PAcCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHH3alldsIM M JOKHOCTHBIM
JMNAaM B COOTBETCTBHH C YKa3aTelleM pAacChUIKM, KOTOPBIA COCTaBIsAeT CEKpETaph 3accianus
(coBemanus).

8. Ilnan
8.1. TTnas — JOKYMEHT, YCTaHABIHBAIONIMI IEpEueHb HAMEUCHHBIX K BBITIOJHEHUIO MEPOTIPHATHH,
HX TIOCIEAOBATENBHOCTD, 06BEM, CPOKH, OTBETCTBEHHBIX HCIIONHATENEH.
8.2. Ilnan odopmusiercs Ha jucte Oymarn Qopmara A4 C HCHONB30BAHWEM CIIELYIOIIMX
PEKBU3HTOB:

e HAWMMEHOBAHHE LIKOJIBI;

e Tpud YTBEPKACHUs JOKYMEHTA;

e JlaTa JIOKYMEHTa;

¢ PEruCTPalHOHHBIH HOMEP JOKYMEHTa,

¢ HaWMEHOBAHUE BHUJA JIOKYMEHTA,




e  3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTa;
o HaMMEHOBaHHE JIODKHOCTH;
o  TOAMKUCE.
8.3. PexBu3ut — "TeKCT AoKyMeHTa" oopmisieTcs B BHJE TabmulbI ¢ rpadamu:
e HOMEp MyHKTA IIaHa;
e HAUMEHOBAHUE MEPOTIPHUSTHS;
* CPOK MCIIOJTHEHHUS;
¢ JCIOJHUTENb;
e IpUMEYaHHE.

9. Oruer
9.1. OTueT — [OKYMEHT, COJAEpKallUi CBECHUS O pe3yibTaTaX AeATeIbHOCTH 3a ONpeACIeHHbIH
NEePUOJl BpEMEHH, BBIITOJIHEHHH MEPONPUATHH, TOPYYEHHUI, 3a/1aHU#l, IUIAHOB.
9.2. OtyeTsbl, NpeAOCTABISIEMbIE B OpraHbl rocyJapCTBEHHOH BIacTH (B TOM 4HUCIIE B OpraHbl
rocylapcTBEHHOM  CTATHCTHKM) M  MMEIOUIME  YCTAHOBJIEHHYIO  IIPaBOBBIMU  aKTaMH
roCyJapCTBEHHBIX OpraHoB (GopMy, CO3JAIOTCA MO YCTAHOBIEHHON rOCYJapCTBEHHBIMH OpraHamMu
dopmMe U B onpeneIEHHOM HMH TIOPS/IKE.
9.3. OruéTel, NpemocTaBIsieMble COTPYAHUKAMH ILIKOJBI B XOJAE BHYTPEHHEr0 B3aMMOAEHCTBUS,
CO3/1ar0TCA 10 MpaBHiaM, YCTAHOBICHHBIM ISl CO3aHHs CITyXKeOHBIX 3aMHCOK.
9.4, Oruetsl odopmisiorcs Ha mucte Oymaru ¢opmara A4 ¢ HCMOJIB30BAHHEM CIEAYIOIIMX
PEKBU3UTOB:

¢ HAaUMEHOBAHHUE ILKOJIL;

e Jara JOKyMEHTa,

¢  PErHCTPalMOHHBIN HOMEP JJOKYMEHTa;

¢ HaMMEHOBAaHHUE BH/A JOKYMEHTa;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKyMEHTa;

e OTMETKa O MPHUJIOKEHUH (IPH HATIMYUH),

¢ HaUMEHOBaHHWE JI0JDKHOCTH;

*  MOMIHCH.
9.5. B Tekcre oTuéra B 00sA3aTENHHOM TNOPSAKE MOJDKHO COAEPXKAThCS yKa3 Ha JESTeNIbHOCTD,
MepOMpUsATHE, BBIIAHHOE TOpPY4YEHHWE, 3aJaHue, MYHKT IUIaHA, MOJIEKAIMi BBHINOIHEHHIO, H
pe3yibTaT O BBHIMOJMHEHHWH, B TOM YHCIE€ C YKa3aHWeM Ha coONIoflecHHE HIM HapylleHHe
MCTIOJIHUTETECKOW  JAUCHUIUIMHBL, YCTAHOBJICHHBIX CPOKOB MCHOJHEHHMS MW  Hajjexaliee
npepoctaBienne  uHQopMmaiuu, HEOOXOAMMBIX  MaTepuasoB  (MPOEKTOB  JOKYMEHTOB)
COMCTIOTHUTENSAMH (TIPH Yy4aCTHH HECKOJIBKUX UCTIOTHUTENEH).

10. IMucsmo
10.1. IuceMa roToBgTCs Kak:

* OTBETHI O BHIIOJHEHUH MOPYYECHHH BHINIECTOSIIHUX OPTaHOB UCMIOJIHUTENBHON BIACTH;

e OTBETHI HA 3aMPOCHI OPTAHMU3ALNI, TPEANPUATHI U YaCTHBIX JIMII,

e MHUIMATHBHBIE MMHUCHMA.

10.2. Cpoku nMoAroTOBKH OTBETHBIX MTHCEM:

¢ C KOHKPETHOMW J1aToii MCTIONTHEHHUS], YKa3aHHOM B IOKYMEHTE, - B YKA3aHHBIH CPOK;

e B COOTBETCTBHH C pe3OMIOLMEH IupeKkTopa M €ro 3aMecTHTEe/lel Ha OCHOBaHHH
YCTAHOBJIEHHBIX CPOKOB HCIIOJHEHHS MOpy4YeHMH, 3alpOCOB WM M0 PElIeHHIO aBTopa
PE3OIOLIMH.

10.3. TekcTbl OTBETHBIX IIMCEM MOKHBI TOYHO COOTBETCTBOBATEH 3aJaHMAM, 3aQHKCHPOBAHHBIM B
pesomonuy. Cpoky MOArOTOBKH MHHIIHATHBHBIX TTHCEM OIPENEISIOTCS CAMOCTOSTENEHO aBTOPOM
NpPOEKTa NUChbMa ¢ YYETOM HEOOXOIMMOCTH pellleHHs KOHKPETHBIX 3a/1a4 ¥ (MJIM) B COOTBETCTBHH C
TpeGoBaHHAMY 3aKOHOAATENIbCTBA, TIOPYYEHUAMH HEMOCPEACTBEHHOIO PYKOBOIMUTEIS.




10.4. TucbMa mevararoTcs Ha OnaHke muchbMa oOmeoOpa3oBaTeNbHOM OpraHuU3alliM C YIJIOBBIM
pacmonoXeHHeM PEKBH3HUTOB.
10.5. JIOMONHMTENHHO K pEKBU3MTaM OnaHka NHChMA NpH OGOPMICHHM IHCEM B IUIKOIE
MCTIONIB3YIOTCS ClETYIONNE PEKBU3HUTHI:

* ajpecar;

e  3aroJIOBOK K TEKCTY;

¢ TEKCT JOKYMEHTa;

¢ OTMETKa O MPHIIOKEHHH;

s BHU3A;

* TOJIHKCE.

e OTMeTKa 00 MCIIOJHHUTENE.
10.6. Ipu odopmieHuy MucbMa Ha ABYX M Oojiee cTpaHHLAX BTOpas M IOCJICAYIOIINE CTPAHHIIBI
HYMepYIOTCs I0Cepe/IMHe BEPXHETO MOJIs JIUCTa apabCKuMu Hudpami.
10.7. [TncbMa NOANKMCHIBAET JUPEKTOP WM paOOTHUKHM, YIIOJHOMOYEHHBIC TPHKA30M.
10.8. CnyxebHble 3alIUCKH
10.9. B mensix OCYIIECTBJICHUS B3aMMOZIEHCTBHS MEXIY COTPYIHHKAMH B paMKax BHYTPEHHETO
JOKYMEHT0060pOTa B IIKOJIE IPUMEHSIOTCS CliyKeOHbIe 3anmucku. CryxeOHbIe 3auCKH ABJISIOTCA
CIIpaBOYHO-HHPOPMALIMOHHBIME ~ TOKYMEHTaMH. ABTOpaMH CJIy)XeOHBIX 3alHCOK ABJIAIOTCA
COTpyAHHKH 001e00pa3oBaTeIbHOM OpraHu3alui.
10.10. CnyxebGHas 3amicKa MOXET COCTaBIATBCSA 10 YKA3aHUIO PYKOBOJCTBA WK 10 MHHIMATHBE
KOHKPETHOTO COTPY/IHHKA.
10.11. Tpu oopmnernn cimyxeOHON 3anHCKH 0QOPMIISIOTCS CIEAYIONIHE PEKBU3UTBI:

e ajpecar;

e Jara JIOKyMEHTa;

e HaMMEHOBAaHME BHJA JOKYMEHTA;

* 3aroJIOBOK K TEKCTY;

* TEKCT JOKYMEHTa,;

e OTMETKA O MPHJIOKECHUH (MIPH HATUYHH),

¢ HAaWMEHOBAHMUE JIOKHOCTH;

e TIOJMHCE.
10.12. CyxeOHble 3alIHCKM MOTYT CO31aBaThCs Ha OyMa)KHOM HOCHTENE U (MJIH) B DJIEKTPOHHOM

dopme.

11. loBepeHHoCcTH

11.1. JloBEpeHHOCTh BLIAAETCH COTPYAHMKAM IIKONBI M O(QOPMISIETCs MO IMpaBHIIaM,
YCTAaHOBIEHHBIM HacTosimed ViHcTpykumed ams mmceM, ¢ yuérom TpeGoBaHMil rpaxIaHCKOro
3akoHOAarenbcTBa Poceuiickoit @enepanyy U HACTOAIIETO paszena.

11.2. TlpoeKT HOBEpEHHOCTH MOArOTABIMBACTCA M BH3UPYETCA COTPYAHHMKOM, KOTOPOMY
JOBEPEHHOCTE OyAeT BbIAHa, IOCie 4ero mepefaéres B KAHUEISAPUIO JUIs HaNpaBICHHA Ha
MOANMICAHUE,

11.3. JIoBEpeHHOCTh MOJNUCHIBAETCS JAHUPEKTOPOM HJIM JIMLOM, OCYIIECTBIAIOMWMM €ro
MOJIHOMOYHS (MCIIONHAIOMMM OOA3aHHOCTH), ¥ CKpeIUsieTcsl nedarhio obmeobpa3oBaTebHOM
OpraHH3aliH.

12. JloroBopkel, cOrJIaleHHs, KOHTPAKTHI

12.1. JloroBopsl, COryanieHust, KOHTPAKTHI (Jlajee - 0roBOPbI) NOArOTABIMBAIOTCA B COOTBETCTBUH
¢ TpeOOBaHHIMH TPaXKAAHCKOro, TPYAOBOr0, OIOKETHOTO M HHOTO 3aKOHOJATE/IECTBA Poccuiickoii
@enepaliy, B 3aBHCHMOCTH OT PEryJHPYEMBIX JOTOBOPOM INPABOOTHOMICHHH H 006513aTENBLCTB
CTOpPOH.

12.2. TIpoext IOroBOpa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIPaBIAIOMAM) ¢ Y4ETOM HeOGXONMMOCTH CBOEBPEMEHHOTO U KaueCTBEHHOrO O0ecTieueHHs
HCIIOJIHEHHS CBOMX MOJHOMOYHM (06s3aHHOCTEH, (QyHKIMI), TOJTHOMOYHMH IIKOJIB] B LIEIOM.




12.3. TIpoekT paoroBopa MOArOTABIUBACTCA OTBETCTBEHHBIM COTPYJHHMKOM (KOHTPaKTHBIM
YIIPaBISIOIIMM) COBMECTHO CO CNIEIHATHCTOM, K YHKIHIM (TIOJTHOMOYMSM) KOTOPOTO OTHOCHTCS
pellieHre BOMPOCOB, SBJSAIONIMXCS MPEAMETOM JOr0BOPa, WM MHBIM COTPYAHHKOM IO NPAMOMY
yKa3aHuIo AupeKTopa 06meodpa3oBaTeibHON OpraHu3alny.

12.4. Heobxoaumas [uisi MOATOTOBKH MPOEKTA AOTOBOpA HH(pOopMaLus coOUpaeTcsi OTBETCTBEHHBIM
NMHUIOM (KOHTPAKTHBIM YNPABMISIONINM) B TOpAAKe pabouero B3aUMOJEHCTBHS C yYETOM MpPaBUI,
yCTaHOBIEHHBIX HacTosuel MucTpykunen.

13. IlpyHUMIBI OPTrAaHNU3ALHH JOKYMEHT0000poTa

13.1. B joxkymeHTOOGOpOTE BBIACIAIOTCS CHENYIONIME JOKYMEHTOMOTOKM: TIOCTyNaromas
JIOKyMeHTanus  (BXoAsuiast), OTOpaBiseMas  JOKyMEHTalusi  (Mcxopsiuas), BHYTPEHHsSA
JIOKYMEHTAIHs.

13.1. B cocrtaBe BXOMAIIEH M MCXOAAIICH JOKYMEHTALMM MOIYT BBIICNATHECA HOKYMEHTSI,
MOCTYNUBIIME M3 BHILECTOSIUMX, MOAPSIHBIX, MEIHIMHCKAX M APYTHX OpraHU3arui, OpraHon
MECTHOI'0 CaMOyTpaBieHus, 00paleHus rpax/aH.

13.3. Obpamienus TpaXkIaH PErHCTPUPYIOTCA M (GOPMHPYIOTCS B JAefa OTAENbHO OT ApYrux
JIOKYMEHTOB 0011e06pa3oBaTeIbHOM OpraHu3alni.

13.4. B mKose JOCTAaBKA M OTIPaBKa JOKYMEHTOB OCYLIECTBIISIETCS CPEJCTBAMH IIOYTOBOH CBA3M,
3MEKTPOHHOM CBAI3H, a TAKXe MO CHCTEME JIEKTPOHHOTO J0OKymeHTooGopoTa (nanee - CIANL) C
[OMOIIBIO TTOYTOBON CBA3M B 00mIe0Opa3oBaTeNbHYI0 OpPraHM3alHI0 JOCTABISETCS NHCbMEHHAsA
KOPPECTIOH/ICHITMS B BH/IE MPOCTHIX IHCEM, 3aKa3HBIX MHCEM, OYTOBBIX KapTOUeK, OaHIepoel 1
MEJIKHX TAaKEeTOB, a TAK)Ke NeYaTHbIC M3IaHHs.

14. Tlepeuunas o6paboTka MoCTyNAXIMKX JOKYMEHTOB
14.1. JloKyMeHTBI, TOCTyNAIOIIMe B IIKOAY, IIE€PEJAlOTCs Ha PErHCTPALMIO CEKpeTapio
06111e06pa30BaTeNbHOM OpraHU3alMy | MPOXONAT NEPBUUYHYIO 00paboTKy B ACHB MOCTYIICHHMS,
TIpH MOCTYTUIEHHH B Hepabouee BpeMs - Ha cliefyrontuii paGounii neus. [1pn nepBuyHOMH obpaboTke
JIOKYMEHTOB IpOBEPSIETCS MPABUILHOCTH ajpecoBanusi. OmMMOOYHO NOCTYNMBIIHE JOKYMEHTHI
MepechUIAOTCs 110 PUHAJIEKHOCTH MM BO3BPAIAIOTCS OTIPABUTENIO.
14.2. JlokyMeHTbI, ocTynusimme ¢ otMetkamu "Cpouro”, "Bpyunts nemenenso", "OnepatusHo",
HE3aMeUTUTENLHO MPOXOIAT MEPBUYHYIO 00paboTKy ¥ JOKIAABIBAIOTCA AUPEKTOPY MM B Cilydae
ero OTCYTCTBUS — 3aMECTHUTEIIO JUPEKTOPa 0 HAMPABICHUIO AEATEIbHOCTH.
14.3. TlocTynuBinye TelerpaMMbl IPUHUMAIOTCS MO/ MOAIMUCH C IPOCTABJICHHEM JaThl U BPEMEHH
NpHeMa, PETHCTPUPYIOTCS 110 TEM K€ TPaBHIIaM, YTO U MHCHMA.
14.4. DnexTpoHHBIE COOOILEHH S, afpeCcOBAHHbBIE JUPEKTOPY WIIM HANPABJICHHBIC B apec IIKOJIbI,
pACMEeyaTHIBAKOTCA M JOKIAIbIBAIOTCS AUPEKTOPY WM B CIIydae ero OTCYTCTBHS — 3aMECTHTENIO
IUpPEKTOpA.
14.5. DnexTpoHHbie COOOIUIEHNS, 3aBEPEHHBIE 3IEKTPOHHOH IOANMMCHIO, MOIeKaT obpaboTke Mo
npaBuiaM, PEeayCMOTPEHHBIM JUIS IOCTYNAIOIIEH (BXOAAIIEH) T0OKYMEHTANH.
14.6. TloctynmBmiast (BXxoasmias) AOKYMEHTAllMs pacHpe/ieiieTcss Ha PEerucTpupyeMble H HE
OJUIEXKAIHE PErHCTPAIlH JOKYMEHTHI.
14.7. He nomtexar perucrpaiyu:

e TIPUTTIACUTENBHBIE, 03IpaBHTENbHbIE TUChMA H TEJIErPaMMBI;

o OHJIETHI;

e [UIAHBI ¥ IPOrPaMMBI CEMUHAPOB, KOH(EPEHIMH U APYTHX NOJ0OHBIX MEPONIPHUSTHI;

e JIOKYMEHTBEI MO OyXraaTepcKkoMy yueTy, MaTepHalbHO-TeXHHYECKOMY obecrnedeHuIo,

TJIAaHOBBIE H (PMHAHCOBBIE NOKYMEHTEI, IOCTyNalom#e 6e3 CONMpoBOANTENBHOTO MTHCHEMA;

* peKIaMHBIE, KOMMEPYECKHE MPEUIOKEHHS, B T.4. IOCTYIIUBIIHE I10 3JEKTPOHHOH MoYTe;

* IeYaTHbIC W3/IAHKS,;

e MHCHMA C TOMETKOH «JIMYHOY.

15. Permcrpaumsi, y4er H paccMOTpPEHHE pYKOBOAHUTE/IeM HNOCTYHAWMUX (BXOAAIINX)
AOKYMEHTOB




15.1. Moctynusmme (BXOAAIIME) JOKYMEHTBI PErHCTPUPYIOTCHA TOJBKO IIOCIC H IePBUYHON
06paGoTKY ¥ HE3aBUCHMO OT CII0c00a HX JOCTaBKH.
15.2. Perucrpanis — NMpoCTaBlieHHe B HIKHEM MPABOM YTy MEPBOro JACTA AOKYMCHTa OTMETKH
0 TOCTYIUIEHHH C yKa3aHHeM JaThl TOCTYIUICHHS U BXOJSANIEr0 PerucTpalHoHHOro HOMEpa
JNOKyMEHTa ¢ 00sA3aTebHOM 3alMChi0 B KypHal pPerucTpalnuy nocTynampomei (BXoasmen)
nokymenTanu. CTpyKTypa perucTpalliOHHOTO HOMEpa MOCTYMAOLIETro (BxOmsIIEero) JOKyMEHTa
COCTOAT W3 €ro TOpSAKOBOrO HOMepa M HMHIAEKca Jeja M0 HOMEHKIAType €l
06meo6pa3oBaTeIbHON OpraHH3aliy.
15.3. Perucrpanus BceX NOCTYNHMBIIHX (BXOMAIIMX) AOKYMEHTOB NPOM3BOJMTCA B IpEAc/iax
06Imero MOKyMEHTOMOTOKA., JIOKYMEHTBI, MOCTYIMBIIME B INKOJIY IO KaHAIaM hakcHMUIBHOR
cBA3H, 06pabaTHIBAIOTCS U PETHCTPUPYIOTCA B 001IEM MOPSIKE.
Texer noctynuBmied TeneOHOrpaMMbl 3AMMCHIBACTCA B KypHaIC PerHCTpalyy
TeneOHOrpaMM ¥ TIeHaTaeTcs Ha jucTe Oymaru Ui nepeJiadyy Ha pacCMOTPEHHME.
15.4. Tlocrynawomue (BXOAsIAE) TOKYMEHTHI NIEPEAI0TCs HAa PACCMOTPEHHE PYKOBOJCTBY TOJBKO
1OCJIe UX PErHCTPAIMH U IPEeBAPHTENILHOTO PACCMOTPEHHS.
15.5. JIoKyMEHTBI, MOCTYMHBIIME B 00me00pa3oBaTeNbHYI0 OpPraHU3alMIO, MO BOMPOCAM, HE
TpeGyIOmKUM PAcCMOTPEHHsS JMPEKTOpa, HANpaBIfiOTCs PabOTHUKOM —OTBETCTBEHHBIM 32
JENONPOU3BOCTBO MIKOJIbI HENOCPEICTBEHHO KCTIOHUTENMIO 3a11poca.
15.6. JlupekTop B PE30IONMY ONPEJEAET UL, OTBETCTBEHHBIX 32 HCIOJHCHAE NOKYMEHTA, K 1acT
UM TopydeHne. PaGOTHHK OTBETCTBEHHBIH 32 JENOMPOM3BOJICTBO IIKOJIBI MEPEACT NOKYMCHT Ha
HCIIOTTHEHHE.
15.7. TIOAMHAKK JOKYMEHTA C PE30IONUell PyKOBOAMTEN 00meo6pa3oBaTe/bHON OpraHA3auH
HaNpaBJIsieTCs HCIOIHHUTEIIO.
15.8. Ilpym Hanuumy HECKOJBKHX HCIOJIHHTENIEH MOMIHHHUK JIOKyMEHTa MEPENacTCs TOMYy
UCIIONHMTENO, KOTOPBIE B COOTBETCTBHH € YKA3aHHSMH 1O HCIONHEHWIO  SABJIACTCS
OTBETCTBEHHBIM, OCTAJIBHBIE UCTIOHUTEIH MTOTYy4ai0OT KOMHIO JOKYMEHTA.
15.9. TloIMHHUK JOKYMEHTa, KOTOPHIH HCIOJHSAETCS HECKOJBKMMH JAOJDKHOCTHBIMH JIMLAMH,
TI0/ly4aeT OTBETCTBEHHBIN HCIOMHUTEB. OCTAIBHBIM HCTIOJIHATEIISIM TIEPE/IAI0TCs KOTIHH.
15.10. HsroroBieHWe KONUH [JOKyMEHTa I [EPEIaydl COUCTIOJHHTEIAM OCYIICCTBIACTCA
cekpeTapeM 001e00pazoBaTeIbHON OpraHu3aliH.
15.11. Pe3omonus CONEPKMUT:
e YyKa3aHME [0 WCIOJHECHHUIO, COJEpXKAllee KPaTKOe ONKMCAHWE HEeOOXOIMMOro s
HCIIOJIHEHHUS JEeUCTBUS,
o yKa3aHHE HAa CPOK, B TEYEHHE KOTOPOro JMGO IO MCTEYEHHs KOTOPOro HEodXoammo
HCIIOIHUTD NPEANUCAHHOE JIEHCTBHE,
e JIMYHYIO MOAIKUCH aBTOPA PE3OJTIOIHNH;
e JaTy IPOCTABJICHHA PE30JIIOLHH.
15.12. Vkasauwe Ha CpPOK, B TEYEHHE KOTOPOro JMGO 10 HCTEHEHHs KOTOPOrO HEOOXOMMMO
WCTIONHHUTG TIPEANMCAHHOE JElCTBHE, MOXET HE BBIPAXAThCA KOHKDPETHOM HATOH M COACPIKATH
BLIpaXKEHHS: "B YCTAaHOBJIECHHBIH 3aKOHOM CPOK" M T.II.
15.13. Pe3omolius MUALIETCS HA CBOOOJIHOM OT PEKBH3HTOB MECTE [I€PBOTO JINCTA IOKYMCHTA.
15.14. B ciyuae, Korja pe3oiolus aApecoBaHa HECKOIBKAM COTPYHHKAM, TO OTBETCTBCHHBIM 32
HCTIONHEHHEe JOKYMEHTA B II€JIOM SIBJSETCS COTPY[HHK, YKa3aHHBIH NEPBHIM (BEPXHHUM), mbo
COTPY/IHHK, B OTHOIICHHH KOTOPOTO C/IeNIaHa MOMETKA O TOM, YTO OH SBJIAETCH OTBETCTBEHHBIM.

16. Oprannsauus paGoTsl ¢ OTNPaB/IAEMBIMHA (HCXOASMIAMH) J0KYMEHTAMH

16.1. Jlo TpemoCTaBiEHHs NPOEKTa OTHPABIAEMOro (MCXOMSIIEro) MNOKYMEHTa Ha MOANHCH
JUPEKTOpPY WM HHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM MHOPAAKE HAa TMONANHMCAHHE JIHMILLY
OCHOBHO# HCIIONHATENH NPOBEPSET NMPABWIBHOCTE OQOPMICHHS OTNPABIAEMOro (HCXOMAMIETO)
JIOKYMEHTA Ha COOTBETCTBHE TpeGoBaHMAM HacToswleH MHCTpyKimu.




16.2. Ilpu moAroToBKe OTMPABIAEMOro (MCXOISIIEro) AOKYMEHTAa Kak OTBeTa Ha MOCTYMHBIIMH
(BXOISIHMIA) AOKYMEHT MCHOJTHHUTENb NPUKIAABIBAET K IOJArOTOBIEHHOMY IIPOEKTY BXOISILMiA
JOKYMEHT.
16.3. IlpoexTs! OTIpaBIsiEMBIX (MCXOAAIMIMX) JOKYMEHTOB € YYETOM COOITIONEHHS YCTAHOBIEHHOTO
B PE30MIOLMHM CpPOKa HCIOJHEHHS [IepelaloTcsi OTBETCTBEHHBIM HCIIOMHMUTENEM B OTAEN
JIeNOTIPOU3BOCTBA (KaHIENApUs, CEKpeTaph) IKOMNbI /I HAPaBJIeHUs HA MO/NUCAHHE.
16.4. TlommucaHHble OTHpaBasieMble (MCXONSIIME) JOKYMEHTBI, MepefalroTcsi paboTHHKY
OTBETCTBEHHOMY 32  JICJIONMPOM3BOJACTBO  MIKOJBI, KOTOPBIM  OCYIIECTBISAET  MPOBEPKY
KOMIUIEKTHOCTH ¥ COOTBETCTBHS KOJMYECTBA OJK3EMIUISIPOB OTHPABIAEMOro (MCXOMSIIEro)
JOKYMEHTa CIMCKY pAacChUIKM, a TaKke NpPaBUIBHOCTh OGOPMIICHHMS [JIOKYMEHTa COIJIAaCHO
HACTOALIECH HHCTPYKIIUH.
16.5. B cnyuae HapylmeHMs KOMIUIEKTHOCTH WJIH COOTBETCTBHSI KOJMYECTBA, a TakKkKe
NpaBWIBHOCTH O(GOPMIIEHHS HOKYMEHTa COIJIaCHO HACTOSMIEH MHCTPYKUMM OTIpPaBiseMble
(Mcxondmpe) JOKYMEHTHI He3aMeIMTEIbHO BO3BpAlaloTcs  pabOTHMKaMM  KaHUEIAPHU
OTBETCTBEHHOMY MCIOJIHUTENIO WM B CIy4ae OTCYTCTBHS OTBETCTBEHHOIO HCIIOJHHUTENSA €ro
HETOCPENCTBEHHOMY PYKOBOJHUTEIIO ISl YCTPaHEHHs HapyLICHHH.
16.6. JIoOKyMEHTHI MOCJIe WX MOJAMMUCAHUS AUPEKTOPOM WM MHBIM YINOJHOMOYEHHBIM JIMLIOM
MepelaloTCs B KaHLesApuio 0611eo0pa3oBaTe/IbHOH Opraiu3aiuy /I8 PErHCTpalny i OTIPABKH.
16.7. Peructpauus OTIPaBISeMbIX (MCXOIANIMX) JOKYMEHTOB OCYIIECTBIISETCS MOC/e MPOBEACHHA
paGoTHUKAMH KaHIIETIPHU, OTBETCTBEHHBIMH 3a JIEJIONPOU3BOJICTBO, IIPOBEPKU KOMILIEKTHOCTH K
COOTBETCTBUSl KOJIMYECTBA SK3EMIUIIPOB, 4 TaKKe MPaBUJILHOCTH O(QOPMIIEHHS OTIPaBIsAEMOro
(MCXOAAIIEr0) JOKYMEHTA.
16.8. Peructpaisi co3qaBaeMbIX JOKYMEHTOB OCYHIECTBISECTCS B J€Hb NOANHCAHHSA HIIH
yTBEpXAeHUs THO0 Ha CleYyIONHHA paboumii IeHb.
16.9. CBefieHHs O PETHCTPUPYEMBIX OTIIPABISIEMBIX (HCXOIAMIMX) JOKYMEHTaX BHOCATCS B KypHaI
pErucTpanuy OTIPABIAEMON (MCXOIAIIEH) TOKYMEHTAIIHH.
16.10. PerucTpaliuOHHBIA HOMEDP U JaTa OTIIPABISEMOro (MCXO/IAIIEr0) JOKYMEHTA IPOCTABISIOTCS
HA TONIMHHHKE JOKyMEHTa B PEKBH3UTaX OlaHKa M Ha DK3EMIUIApe, OCTAIOIIEMCs B Jiene
0611e06pa3oBaTenbHON OpraHn3alyy.
16.11. CTpyKTypa perucTpallHOHHOTO HOMEpa OTHPABISIEMOrO (HCXOMAIIEro) AOKYMEHTa COCTOUT
U3 €ro MOPSAKOBOrO HOMEpa U MHAEKCA JeNa 10 HOMEHK/IAType eIl MIKOJIbL.
16.12. OrnpaBka [JOKYMEHTOB MPOW3BOJMUTCS LEHTPATW30BAHHO pPAGOTHHKAMH KaHIEIAPHH
ILIKO/IbI, KOTOpbIE MPOW3BOAAT MX COPTHPOBKY MO crocoOy oTmpaBieHHs (IpocTas, 3aKasHas,
MEXAyHapoaHas U Ip.).
16.13. ITuceMma, TeserpaMMsl, OTKPBITKH, OaHIEPOH U NeYaTHbIE H3AHHMS OTIPABJISIOTCS OYTOH.
®axcorpamMMsl 1 Tene(hOHOrpaMMBI EPENAIOTCS 10 KaHalaM Tele(OHHON CBA3H.
16.14. DnexTpoHHble COOOIIEHHMS OTMPABISIOTCH C O(GUUIHAIBHOIO IOYTOBOTO JNIEKTPOHHOIO
aznpeca obmeobpazoBaTeTbHOM OpraHU3anuy.
16.15. ITucema, TenerpaMmbl, OTKPBITKH, OaHIepony, (hakcorpaMMBl, JMEKTPOHHBIE COODIIEHUS, HE
CBsI3aHHBIE C paboyell 1eATeTbHOCTHIO, K OTIIPABKE HE IPHHUMAIOTCS.
16.16. JlokyMeHTBI, OTIIPABASEMbIC CPEACTBAMH MTOYTOBOH CBA3H MPOXOIAT:

¢  YNAaKOBKY;

e aJpecoBaHME (U HANpaBIeHHHM JOKyMeHTa Oonee ueMm B 4 ajpeca) — B COOTBETCTBHH C

yKa3zaTesleM pacChUIKH, Ha KaXI0M SK3EMIUISIPE MUChMa YKA3bIBAETCS TOIBKO OJMH aapecart.

L NPOCTABIIEHHE CTOMMOCTH IMOYTOBBIX YCIIYT,

s repenavy B OYTOBOE OT/IE/IEHHE CBS3H.
16.17. Ilpu moAroToBke M OTHpaBKE NMUCEM HEODXOAMMO YUMTHIBATH MPABWIIA, YCTAHOBIEHHBIE
npuKazoM MuHUCTEpPCTBA CBA3M M MAcCOBBIX KomMyHuKamuii PO ot 31 urong 2014 r. N 234 "O6
yTBepxaeHuu [IpaBun okazanus yciyr no4ToBoi cas3u'.
16.18. JlokyMeHTSI, OTIpaBisieMble CPEJICTBAMH [TOYTOBOM CBSI3HM B OAMH aJ[PEC, BKIAIBIBAIOTCS B
OJIMH KOHBEPT.




16.19. Ucxopsmue AOKYMEHTHI, NpeAHa3Ha4YeHHBIC A/A OTIPABKH CPCACTBAMH (axcumMHILHOM
CBSI3M, OTIIPABIIAIOTCS PaGOTHAKAMH KaHUEIApHK 061neo0pasoBaTeibHON OpraHH3alHH.

17. PazpaGoTka u BelleHHEe HOMEHKJIATYPbI eI
17.1. JlokyMeHTaJIbHBIH (GOH MKOJIBI — COBOKYIHOCTH AOKYMEHTOB, obpaszyromuxcs B IMporecce
ero JeATENBHOCTH. JIOKyMEHTaIbHbIH (OHJ MIKONBI COCTaBMIAIOT JOKYMCHTBI, CO3LaHHBIC B
obmeoOpa3oBarebHON OpraHM3ald¥ M MOJYYEHHBIC €I B Pe3ylbTare B3aUMOJICHCTBHA C
OpraHaMM TOCYAAPCTBEHHON BIACTH, OpraHaMH MECTHOTO CaMOYyNpPAaBJICHWS, IOPHUAMHECKHMH H
bu3uYecKUMH JTHIIAMH.
17.2. HomeHKnaTypa Jel SBISIETCS OCHOBOH (opMHUpOBaHUS JOKYMEHTAIBHOIO ¢oHza MKOJIBI U
npejcTaBiseT co0oM CHCTEMaTH3MPOBAHHBIA MNEPEHCHBL 3aroJioBKOB (naMMeHOBaHHH) 1el,
3aBOJMMBIX B IIKONE, C YKA3aHHEM CPOKOB WX XPaHeHMs, W O(OPMIICHHBIA B COOTBETCTBHH C
NPaBOBLIMH AKTAaMH, PEKOMEHJALMAMH M METOAWYCCKHMH yKa3aHWSIMH OPraHOB Poccuiickoii
denepanyy, YIOIHOMOYEHHBIX B cpepe TOCYAaPCTBEHHOTO YNpPABJICHUS apXUBHBIM JIC/IOM,
NENOMPOU3BOICTBA H IOKyMEHTO000pOTA.
17.3. HoMeHK/IaTypa el COCTAaBJISETCA Ha OCHOBE H3YHEHMs TOJIOKeHH)H, HHCTPYKIUH U NpaBull, a
TaKkKe JPYrMX JOKYMEHTOB, pErVIAMEHTHPYIOMMX  JEATEIbHOCTD 06meoOpazoBaTenbHOM
OpraHM3aliuM, a TaKke HOMEHKIATyp M€l 33 MpPEAECTBYIONME roasl H  JIOKyMEHTOB,
06pasyroluxcs B AesTebHOCTH 0011e00pa3oBaTe/IbHOI OpraHu3alni.
17.4. HomeHKnaTypa €l UCIOAb3yeTcs JUlsi TPYNIHPOBKH HCIONHEHHBIX JOKYMEHTOB B JEId,
CHCTEMATH3alMH U ydeTa Jell, OPEC/ICH!s CPOKOB UX XPaHEeHHs ¥ NOHCKA JIOKYMEHTOB, ABJIACTCA
OCHOBOI U1l COCTABIIEHHs ONKMCEH e/ MOCTOSHHOrO ¥ BpeMeHHoro (cBeiue 10 net) XpaHeHus, a
TaKKe JUIA y9eTa el BpeMeHHOro (10 10 neT BKIIOYHTENBHO) XpaHEHHS.
17.5. HomeHKaTypa JieJ1 BBOAUTCA B ACHCTBHE TIPUKA30M T10 IIKOJIC.
17.6. HomeHKaTypa e TOTOBUTCA B TPEX SK3eMILIAPaX.

e IS MIOMEILEHHs] B HOMEHKJIATYPHOE A€/0 ¥ IMOCTOSHHOTO XpaHEeHHU S,

e JUIS HCIIONB30BAHAS B PaboTe OT/IEIOM JEONPOH3BOICTBA (KaHLEAPHEi);

e IS XpaHEHUS B ApXHMBE LIKOJIBL.
17.7. V3 HOMEHKIATYpbl A€l ILIKOJbl OTBETCTBEHHBIM JHIIOM 33 BEICHHE NCIONPOH3BONACTBA
oopMIISIIOTCS BBIIACKM UIA KaXIOTO W3 IOAPA3JCNCHUH M OTACNOB o61meobpa3oBaTenbHOM
OpraHu3alyy.

18. ®opmupoBanue Ae U HX TeKymee xpanenue. [IoAroToBka 10KyMEHTOB H ¢JI K nepeaate
HAa APXMBHOE XpaHeHHe

18.1. ®opMupoBaHKE J€jl — IPYNITHPOBKA MCIIOJHEHHBIX NOKYMEHTOB B /ic/ia B COOTBCTCTBHH C
HOMEHKJIATYpO#i ien 001meo0pa3oBaTeIbHOM OpraHu3aliy i CHCTEMAaTH3alks JOKyMEHTOB BHYTPH
aena.

18.2. Jlena co Hs UX 3aBeJEHHUsS JO Nepeiadn B apXUB IIKOJIBI MMM HA YHHHUTOKCHHE XPaHATCS 110
MecTy uxX GOpMHPOBAHHUS.

18.3. Tlpukassl TO OCHOBHOH, aJIMHHHCTPATMBHO-XO3ANCTBEHHOH, y4e6GHO-BOCTTHTATENBHON
NeSTeNbHOCTH MIKOJIbI, TPYNNUPYIOTCS OTAENBHO OT MPUKA30B 110 JIMYHOMY COCTaBy pabOTHHKOB H
110 TUYHOMY COCTaBY 00y4arommXes (Y4auuXcs/BOCTIUTAHHUKOB).

18.4. Tlepemucka Tpynmupyercs 3a TNEpHON KaICHIapHOTO roia M CHCTEMATH3MPYETCs B
XPOHOJIOrUHECKO# ITOC/IEI0BATEIBHOCTH.

18.5. TIpoBepka HANMYUS ¥ COCTOSIHHS JOKYMEHTOB U JeJI IPOBOMTCS MPH NEPEMEIICHHY JCI, [TPH
BO3BpATE /€1, IPH PEOPTaHU3aLAM MM IMKBUAHH 001eo0pa3oBaTeIbHON OpraHH3aluy.

18.6. B apxus oGuieoOpasoBaTebHON oOpranusauuy (nanee - apX¥B) IEpeNaloTCs Jelna
[OCTOAHHOTO, BpeMeHHOro (¢Bbime 10 JIeT) CPOKOB XpaHCHUA H 110 JMIHOMY COCTaBY Hepe3 3 rona
1I0CJie TO/Ia, B KOTOPOM JOKYMEHTHI ObUIM MOMENIECHBI B JIE/I0 HA XPaHCHHE.

18.7. Tlepenaia JOKyMEHTOB B apXUB IIPOM3BOAUTCS 110 yTBEPIKACHHBIM OMHUCAM JCIL.

18.8. ToArOTOBKA AOKYMEHTOB M €N K Iepejaye Ha apXUBHOC XPAaHEHME W Ha YHHYTONKCHHC
npeaycMaTpHBaeT:




* OKCNEPTH3Y LEHHOCTH AOKYMEHTOB;
¢ COCTaBJICHHE OMUCEH /IeN MO pe3yIbTaTaM 3KCIEPTH3bl HX IEHHOCTH,

» odopmnenue nen;

* COCTaBIIEHME aKTOB Ha YHHYTOXKEHHE JJOKYMEHTOB H JIeJI C HCTEKIIUMHU CPOKaMK XpaHEHHUS.
18.9. DxcnepTr3a LEHHOCTH AOKYMEHTOB MOCTOSHHOTO W BPEMEHHOI'O XpaHEHUs OCYIIECTBISETCS
€XEroJHO JHMIOM (JIMIlaMH), HA3HAYEHHBIM IIPHKa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHPOBAHHUE.

18.10. B meno nomemaercs e 6onee 250 nucToB (TOJIIKMHA Aeja IPH 3TOM COCTaBIsAeT He Gonee 4
cm). Tlpu GonbliloM KOAMYECTBE AOKYMEHTOB (GoOpMUpPYIOTCS ToMa (dacT) nena. BHyTpu nena
JOKYMEHTBI PacloyiaratoTcsi B XPOHOJIOTHYECKOM MOpPSIKE B COOTBETCTBHHM C OMHMChIO. B nena
MOMEIIAIOTCA TOJNBKO HCTIONHEHHbIE, PAaBUIABHO 0POPMIIEHHBIE TOKYMEHTHIL.

18.11. JlokymMeHTBl BHYTpPM J€fia paclojiaraioTcs CBEpPXy BHM3 B XPOHOJIOTHYECKOH, BOMPOCHO-
JIOTHYECKOH  IMOC/IEZIOBATEIBHOCTA MIM  HX COYETaHMH. PacnopsauTenbHble JOKYMEHTHI
TPYIIHUPYIOTCA B JIENa TI0 BHIAM M XPOHOJIOTHH C OTHOCSIITUMHUCS K HUM MPUIIOKESHUSIMH.

18.12. JInunsie kapTo4yku paGOTHUKOB HOPMHUPYIOTCS B JI€JI0 10 andaBuTy hamMunuii.

18.13. Odopmienue nena mnpemycMaTpuBaer: OoGOpMIIEHHE pPEKBH3UTOB OONOXKM Jena Mo
YCTaHOBJICHHOM (hopMe: HyMepaluio JHCTOB B Jejle KapaHJalioM B BepXHEM IIPaBOM Yy,
COCTaBJICHHE BHYTPEHHEH OMHMCH JOKYMEHTOB Jela, MOAUIMBKY U neperwier aena. Jluct Gonsmioro
¢opmara, momUMTHIAN 3a OJWH Kpal, HyMepyeTcs Kak OJMH JIMCT B IIPaBOM BEpPXHEM YIIy.
JlokyMeHTBI ¢ COOCTBEHHOM HyMepalueii IUCTOB, B TOM YUC/IE NEeYaTHbIE M3IaHUs, HYMEPYIOTCS B
o011eM nopsiake.

18.14. JIMcTHI €1, COCTOAIIMX U3 HECKOJNBKHAX TOMOB WM YacTel, HyMEpPYIOTCS 10 KaXIOMYy TOMY
HITH YaCTH OT/IENBHO.

18.15. TMocne 3aBepiieHdss HyMEpalHH JIUCTOB COCTABISETCS 3aBEpUTENbHAs HAAMMCh, KOTOpas
pacrionaraeTcsi B KOHIIE Jiena. 3aBepuTesibHast HaAIUCh COCTaBIsAeTCS B Jelie Ha OTJAENBHOM JIMCTe-
3aBepuTee aena.

18.16. B 3aBepuTenbHOi Haamucu UHGpPaMH ¥ OPONKCHIO YKa3blBAeTCS KOJIMYECTBO JINCTOB B
JAHHOM JieNie. 3aBepHuTeNbHAS HAANWCh MOJIMUCHIBACTCH €€ COCTABUTENEM C YKazaHHEM
pacindpoBKM TMOANMMCH, IOJDKHOCTH M JaThl coctaBieHus. KonuwdecTBo JMCTOB B jene
[IPOCTABIAETCS Ha 0OJIOXKKE JIe/ia B COOTBETCTBHHU ¢ HTOTOBOM HAIMHCKHIO.

18.17. PexBu3ut "cpokx xpaHeHHs aena’ mepeHOCHTCs HAa OOJNOXKKY HeNna M3 COOTBETCTBYHOMICH
HOMEHKJIAaTyphl JI€N1 MOCjieé CBEPKH €ro CO CPOKOM XpaHeHHs, YKa3aHHBIM B NEpPEeYHe THIIOBBIX
JOKYMEHTOB WJIM B IIepeyHe AOKYMEHTOB, 00pa3yIomMXcs B JeITeNbHOCTH (eaepaabHOTO OpraHa,
C YKa3aHHEM CPOKOB XpaHEHUS.

18.18. Ha nenax mocTosSHHOTO XpaHeHus nuinercs: "XpaHuTh MOCTOSHHO".

18.19. Ilpuem nen MpOM3BOAWTCS COTPYAHHKOM, YIOJHOMOUYEHHBIM Ha BEINCHHE AEATEIBHOCTH
apxMBa, ¢ IPOCTABJICHUEM B JIBYX 3K3eMILISpaX ONMCH Je] OTMETOK O HAJIMYMH KaKaoro aena (Ha
KQKIOM SK3EMILISAPE ONMCH yKa3hIBAaeTCs KOIMYECTBO (DAaKTHUECKM IPHHATHIX A€M, Aara mpHeMa-
nepejauy [es, a TakKe MOAMICH apXHBHCTA U COTPYAHUKA, EPEAABIIETO Jeia.

19. 3akmounTebHbIE MO10KEHUS

19.1. Hacrosimas MHCTpyKiMs MO AENONPOH3BOACTBY SBISAETCS JOKANLHBIM HOPMATHBHBIM aKTOM
ofweoGpasoBarenbHoi  OpraHm3anyy, npuHuMaercs Ha OO6mem cobpaHun paGOTHHKOB M
yTBEpKIAETCS (BBOAMTCS B IEHCTBHE) IPUKA30M AUPEKTOpa 06111e06pa3oBaTeIbHOM OpraHu3alu .
19.2. Bce u3MeHeHMs M JIONOJIHEHHs, BHOCHMBIE B HacTosmiyio MHCTpykumio, opopmisiorcs B
NUCEMEHHOH (hOpME B COOTBETCTBHH JIEHCTBYIONMMM 3aKOHOAATELCTBOM Poceuiickoit denepanum.
19.3. MncTpykuust mo AeNONPOM3BOACTBY B LIKOJE MPHUHAMAETCS HA HEONpEIENEeHHBIH CPOK.
W3menenus u nomonuenus K MHCTPYKIMM NMPUHUMAIOTCS B MOpSIKE, MpeaycMOTpeHHOM 11.19.1.
Hacrosied MucTpykumu.

19.4. Ilocne npuusTus VIHCTpYKIMM (MM M3MEHEHMH W JOMOJHEHMH OTAENBHBIX MYHKTOB H
Pas/IesioB) B HOBOW pe/IaKIMK MPeIBbIAYIIas PeJaKiiis aBTOMATHYECKH yTPAuMBAET CHITY.




Ipunoowcenue Ne |

IIpaBuna
oopMJieHHS] PEKBH3MTOB I0OKYMEHTOB

1. Jlnf TOArOTOBKH JOKYMEHTOB IPHMEHSETCS TEKCTOBBIA pPENaKTop, oGecneunBarOILHii
TpeGoBaHus rpaduIecKoro BOCIPOU3BEICHAS PEKBU3UTOB JIOKYMEHTA.

2. Buzasl u pasMmeps! ucnonbsyembix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
npUOIIKEHHBIE K HUM.

3. [lpy MOArOTOBKE TEKCTOB B TabmMmax, s obecriedeHus Nydmledl HATAEMOCTH JAHHBIX,
JomyckaeTcs mpuMenerue wpudToB Braa Arial, pasmepos 12,1 3.

4. JluanazoH HCTIOIB3YEMbIX MEXKIYCTPOUHBIX HHTEPBAJIOB: OT OJMHAPHOIO A0 MOTYTOPHOTO.

5. AG3aLHbIHA OTCTYI TEKCTA JOKYMeHTa - 1,25 cM.

6. 3aroI0BKM Pa3JieNioB U MO/PA3/eioB NeUaTaloTcs ¢ ab3alHbIM OTCTYIIOM WK LEHTPUPYIOTCA 110
IIUPUHE TEKCTA.

7. MHOTOCTPOUHBIE PEKBM3HTHI [EYATAIOTCS HYEPe3 OJMH MEXKCTPOYHbIH MHTEPBAJ, COCTABHBIC
YaCTH PEKBH3HTOB OTACNAIOTCS NONOJHUTEIbHBIM HHTEPBAJIOM.

8. Eciiu JOKYMEHT TOTOBHTCS [UI M3/@HUs ¢ yMEHBIICHHEM MaciuiTaba, TeKCT MedaTacTes 4epes
JiBa MHTEPBAIA.

9. MuTepBan Mexkay GyKBaMH B ¢10Bax - 00braHbIA. MHTEpBa MEKITY CIIOBAMH - OIUH npoben.

10. TexeT AOKYMEHTA BBIDABHMBAETCS MO IIMPUHE JucTa (10 TPaHMIaM JICBOrO H MPaBoro nonei
JIOKYMEHTa).

11. JlmHa camoii JUIMHHO}M CTPOKM PEKBH3HMTA IIPH YIJIOBOM PACTIOJIOKEHNH PEKBU3UTOB HE Gonee
7,5 cMm.

12. JlnuHa caMoi JUIMHHOM CTPOKHM PEKBH3HTA TNPH MPOJONBHOM PACMONOKECHHH PEKBH3HTOB HE
Gonee 12 cm.

13, Koa opmbl JOKYMEHTA

Kox opMbl IOKYMEHTa TIPOCTABIACTCS HAa YHHQUIMPOBAHHBIX HOpMAX NOKYMEHTOB B OCHOBHOM
HCTIONB3YEMBIX B KaJPOBOM OKyMeHTooGopoTe mikoisl. Pacmomaraeres koA ¢opMBl B TIpPaBOM
BepxHeM yriy pabodyero mnomst IOKyMEHTa, COCTOMT H3 CJIOB "®opma mo" (HaMMEHOBAHHE
knaccudukaropa) 1 LHGPoOBOro Koza.

Ipumep - @opma no OKY] 0301001

14. HarMeHOBaHME IIKOJIBI

HauMeHOBaHHE INKOJNBl JO/DKHO COOTBETCTBOBaTh HAMMEHOBAHHMIO HOPHIMYECKOro JIMIA,
3aKpEIUICHHOMY B €ro  YYpeIuTEeIbHBIX  JOKyMEHTaX (YeraBe — 06meoOpa3oBaTeIbHOH
opraauzanyu). 10/ HaMMEHOBAaHMEM IIKOJIbI B CKOOKaX yKa3biBAeTCs COKpAIICHHOS HAaUMEHOBAHHE
o6meoOpa3oBaTeIbHON OPraHUu3aliH.

Hayi HauMEeHOBaHHUEM IIKOJIBI - YKa3bIBAETCs MOJIHOE HAMMEHOBAHNE BBIIIECTOSAIIEH OpraHu3alHy.




15. CnipaBoYHbIE TAaHHBIE O IIKOTE

CnpaBoyHble JaHHBIE O ILIKOJE BKJIIOYAIOT B ce0s: MOYTOBEIM aapec, HoMepa TenedoHa, dakca,
ajzipec 3eKTpoHHOH moutkl, kox wmkonsl mo OKIIO (mpocraBnsercs mo O6mmepoccuiickomy
K1accu(uKaTopy NpeAnpUsTHii U OpraHu3alnii), OCHOBHOM rOCYJIapCTBEHHBINH PErHCTPALMOHHBIN
Homep (OI'PH), uneHTHUKALMOHHBIA HOMED HAIOTOMNATENBIIUKA/KO IPUYNHBI TOCTAHOBKM Ha
nanoroBsit yuet (MHH/KIIIT).

16. HaumeHoBanue Bu1a IOKYMEHTA

PexBu3uT ucmons3yercs An8 yKazaHMs BHAA JOKYMEHTa M pacmojaraercs IO PEeKBU3HTOM
«HauMeHOBaHue oOmnieobpazosaTensHON opraHu3anuuy. HanMeHoBaHHE BHJA JOKYMEHTa HE
yKa3bIBaeTCsl B MUChbMaX.

17. dara goxymeHTa

Haroii noxymeHTa SBNSETCS Jara €ro NoAmucaHus (Ipukas, MHCbMO, 3amuMCKa, akT H Ap.),
yTBEpXKJIeHHSA (MHCTPYKIHS, MONOXEHHE, MpaBuila, PerjaMeHT, IUIaH, OT4ET U Ap.), CoObITHS,
3a()UKCUPOBAHHOTO B JIOKyMEHTE (ITPOTOKOJI).

[Jara noxymeHTa NMpOCTaBJISeTCs AO/KHOCTHBIM JIMIIOM, ITOANUCHIBAIOIIAM WIH YTBEPXKIAIOLIMM
JOKYMEHT, WM TIPU pPErHCTpalyy [JOKYMEHTA, WJIH HEMOCPEACTBEHHO COCTaBHTENEM IIpH
MOJIrOTOBKE AOKYMeHTa (cmyxebHas 3anucka, 3asBiIeHUE U ap.).

JloKyMeHTBI, U3/1aBaeMble COBMECTHO C JPYTHMMH OpraHu3alUsM¥ JIOJDKHBI UMETh OJHY (EAHHYIO)
Jary.

Haty nokymenTa oopmisior apabckumu nudbpaMu B OCIEA0RATENLHOCTH:

e JIeHb Mecsia, Mecsi, roa. JleHb Mecsua u Mecsl O(GOpPMISIOT ABYMS Mapamu apabckux
uudp, pazgeneHHBIMH TOYKOHM; TOA - 4YeThippbMs apabckumu uubpamu, Hanpumep:
01.12.2017. Byksa "r" nocne uudp He CTaBHTCS.

¢ 1pH croBecHO-IMGpPoBoM crnocobe odopMileHHs NAThl JeHb Mecslla YKa3hIBaeTcs Mapoi
apabekux mudp, roa yeThippMs apabekumu mudpamu, Hanpumep: 12 gexabps 2017 r.

18. PerucTpanuoHHbIi HOMED JTOKYMEHTA

PeructpaunoHHbIii HOMEpP HOKYMEHTA MPOCTABNISETCS B COOTBETCTBUM C CHCTEMOH PErHCTpanu,
[IPUHSATOU B LIKOJIE.

PerucTpanmonsslii HOMEp NPUCBAUBAETCS JOKYMEHTY IIOCIIE €ro NOMHCAHUS (YTBEPKACHUS).
Cchuika Ha perucTpalluOHHBIA HOMEP ¥ 1aTy JOKYMEHTa

Ccpuika Ha UCXOASIIMN HOMEP U JaTy JOKYMEHTA aJpecaHTa BKIO4YaeT B ce0s perncTpanuoHHbIH
HOMEp M JaTy AOKYMEHTa, Ha KOTOPbIit JODKeH OBITH JaH OTBET.

19. Mecto cocraBneHus (M3aaHus) JOKyMEHTa
Mecto cocraBneHus MU H3/1aHUS JOKYMEHTA - "Topon ..." - yKa3slBaeTcs Ha GlaHKax MpOTOKOJIOB
1 aKTOB, COCTaBIsAEMBIX B 001Ie00pazoBaTenbHO# OpraHu3aimy.

20. Anpecar

B peksusute "Anpecar” ucnons3yloTcs oduIHaNbHbIE HANMEHOBAHUS OPraHOB rOCYIAPCTBEHHOM
M HCIOJIHUTENBHON BIIACTH, OPraHOB MECTHOIO CaMOYNpaBleHHs, opraHu3aumii. Jlomyckaercs
HUCIIONIb30BaTh O(YUIHUATLHO MIPUHATHIE COKPAIllEHHbIe HAUMEHOBAHKS OPraHOB TOCYAAaPCTBEHHOH 1
UCIIOJHUTENILHOHI BIaCTH, OPraHOB MECTHOT'O CaMOYTIPABICHUS, OpraHH3al i,

[Ipu anpecoBaHuM NOKYMEHTa JODKHOCTHOMY M YacTHOMY JIMIY MHHMIHAIbl CTaBSATCS MOCIE
bamumum.

Iipumep - Pykosooumento OO0 «Cmpoumens»
Damunusa H.O.

Pexsusut "anpecar” mpoctaBnsercs B BepXHell MpaBoii yacTH IOKyMeHTa (Ha GJIaHKE C YIJIOBBIM
PacroloXeHHEM pPEKBH3HTOB) MM COpaBa MOJA PEKBU3MTaMM OnaHka (IpU MPOAOALHOM




pacmoJioXeHHH PeKkBH3UTOB Onanka). CTPOKH PEKBH3HTA "anpecar” BBHIPABHUBAIOTCS MO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCHTENBHO CaMOii [UIMHHON CTPOKH.

IIpu ajgpecoBaHmu NOKyMeHTa ©Oe3 yka3aHHs JIOJDKHOCTHOTO JIMIA HAaWMCHOBAHHSA aJpecaToB
MUIITYTCS B MMEHUTEIBHOM TaJexe, HapumMep:

Opzaner cmamucmuku 20pooa Mockebi

[lpu ajpecoBaHWH JOKYMEHTAa PYKOBOJMTENIO OpraHM3alliy HAHMEHOBAaHHC JODKHOCTH
yKasbIBaeTcs B IATEIbHOM Ma/IekKe, HapuMep:

Tenepanvromy oupexmopy 00O «Hzoanue»

Qamunus H.0.

[TouToBBIif afpec HE yKa3bBaeTCsi B JOKYMEHTaX, HANpaBIfeMBIX B BBICIIME OpraHbI
rocyIapcTBEHHOM BJIACTH, (eepabHble OPraHbl UCHIOJIHATEIBHON BIACTH M MX TEPPUTOPHATBHEIC
OpraHbl, Opraibl FOCYIaPCTBEHHOM U HCIIOJHHTEIBHOM BIACTH, NOCTOS HHBIM KOPPECTIOHACHTAM.
[lpu azpecoBaHMH MUCHMA B OPTAHW3ALMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTeM MOHUTOBBIH aIpec,
Hanpumep:

Tocyoapcmeennoe  yupesicOenue  Bcepoccutickui HAYYHO-UCCIE006AMENLCKUU  UHCIUMYM
OOKYMEeHmMOBeOeHUs. U aPXUBHO20 0eNd
Ipoghcorosnas yn., 0.82, Mockea, 117393

[Ipd ampecoBaHHH JOKYMeHTa (H3MYECKOMY MLy YKashBAlOT (AaMUIMIO M HHULHATIBI
HoJIy4aTeisi, 3aTeM MOYTOBbIH apec, HarpuMep:

IHemposy U.I1.
IIpoussoocmeennas yi., 0.5, k6.12,
2. Mockea, 119633

PexBu3uT "AnpecaT" He JODKEH comepxarh Goiee 4eThipex aapecaroB. CioBo "Konus" nepen
BTOPBIM, TPETHHM, 4eTBEPTHIM ajipecaTaMH He ykasbiBaercs. [Ipu umcne anpecatoB bonee 4-x
COCTaBJIAETCS CIMCOK PACCBUIKM JIOKYMEHTA.

EciH JOKYMEHT OTNpAaBISETCs B HECKOJBKO OJHOPOJHBIX OPraHM3allMd WM B HECKOJIBLKO
CTPYKTYpPHBIX OAPa3IC/ICHUN OpraHa UCIIOIHUTEIbHON BIIACTH, TO OHH YKa3bIBAIOTCH 0000IeHHO.
[pumep:

Pyxosooumenam yupesicoenuit CIIO

20. I'pud yrBepkaeHNA JOKYMEHTE

I'pudp yTBEpKIEeHHS MPOCTABIAETCSs B MPABOM BEPXHEM YLy NOKYMEHTa. CTpokH pEKBH3HTA
BHIPABHHBAIOTCS 11O JIEBOMY Kpal0 WM LEHTPHPYIOTCS OTHOCHTENHHO CcaMOM JUTMHHOHM CTpPOKH.
JIOKYMEHT  yTBEpXZAeTcsi  AODKHOCTHBIM  JIHLOM  (ZOIDKHOCTHBIMH JHMIaMH) WK
PaclopsANTEIFHBIM JOKYMEHTOM (IOCTAHOBICHHEM, PEIICHUEM, [IPHKA30M, pacmopsiKeHUEM).
[Ipy yTBepKIEHMH IOKyMEHTA JODKHOCTHBIM JIMLOM TP YTBEPHICHHS LOJDKCH COCTOATH M3
cnoa YTBEPXJAIO (6e3s kaBbluexk), HAMMEHOBaHWS JOJDKHOCTH JIMU@, YTBCPKIAOIICIO
JIOKYMEHT, €r0 MOAIACH, AHULHAJIOB, haMIJIMK U 1aThl yTBEPKACHHU.

[Ipumep:

VTBEPKJIAIO
Jupexmop MBOY Illxoara Ne 1238
H.0. Pamunun

21. lata




[Tpu yTBEp)IEHUH TOKYMEHTA HECKOJIBKUMH JO/DKHOCTHBIMH JIMIIAMH MX NOANUCH PacrojiararTcs
Ha OJTHOM YPOBHE.

IIpu yTBepKAEHWHM AOKYMEHTA PacIOPSAUTENIbHBIM JOKYMEHTOM IpH() yTBEpXIEHHS COCTOMT M3
cios YTBEPXJIEH (YTBEPXIEHO, YTBEPXJIEHbBI, YTBEPXJIEHA), cornacoBaHHOro ¢
HaMMEHOBAHHWEM BHJA YTBEPXKZAeMOro [OKYMEHTa, HAUMEHOBAHHMA BHJA [OKYMEHTa B
TBOPHUTENILHOM NaIEXKe, ero AaThl, HOMEpa.

[Mpumep:

YTBEP)X/IEHO
npuxazom MBOY Illxonra Ne 1238
om 01.03.2020 Ne 57
22. 3aroyioBOK K TEKCTY
3aroloBOK K TEKCTY - KpaTkoe COJepKaHWe [AOKyMEeHTAa. 3aroJioBOK K TEKCTy MpHKasa
(opmynupyercs ¢ npemnorom "O" ("O6") u orBeyaeT Ha Bompoc "o yem?"):
o mpuka3s (0 4eM?) 0 CO3JaHHU KOMHCCHH,
o npuka3 (0 yem?) 00 yTBEPIKACHUH IITATHOTO PACIIHCAHUSL;
o mHckMO (0 yeM?) 0 MpeaocTaBIeHUH HHPOpMAIHH.
3aro/10BoK K TeKeTy odopMIIseTcs oA peKBU3UTaMU O1aHKa ClieBa, OT IPAHMIIBI JIEBOTO OIS,
HaumenoBanue (3arojioBok) Jub0 aHHOTAUMsA [JOKYMEHTa COCTaBJIIETCS aBTOPOM IIPOEKTa
JOKYMEHTa.
3aro/0BOK K TEKCTY MOKET HE COCTABIIATECS, €CITH 00BeM JOKYMEHTa HE MPEBBIIIAET 4-5 CTPOK.

23. TekcT JOKYMEHTA
JlokyMeHTBI 0011e00pa30BaTenbHOM OpraHu3allid COCTABJISIIOTCA Ha TOCYJAapCTBEHHOM SA3BIKE
Poccuiickoit @enepaliuu - pycCKOM.
TexeT JMOKYMEHTa MOXKET COAEpXAaTh pa3zienbl, MOApa3/ielibl, NYHKTHI, MOANYHKTEI, HyMEpyeMbIe
apabckumu nudpamu.
B npukazax TeKCT JOKYMEHTa M31araroT OT IEPBOTO JIHIA €AMHCTBEHHOTO YHCa («IPHKA3BIBAIO))
B 1okymeHTax KOJNJIErHadbHBIX M COBELIATENbHBIX OpraHax OT TPETHEro JHla €AHHCTBEHHOTO
yucna: («cobpaHue... penmno»)
Texcr mnpoTOKONAa M3/MaraeTcsi OT TPETBETO JIMIA MHOXECTBEHHOIO0 4Yucna («CIymaimy,
«BBICTYTIHIIN Y, «TIOCTAHOBUIINY, «PEILIHITHY),
B coBMecCTHBIX [OKYMEHTaX TEKCT M3/IaraloT OT MEpBOr0 JHIla MHOXXECTBEHHOIO YHCa:
(«mpUKa3bIBaEM», «PEIIUIINY).
B nenoBeix (cinyxeOHbIX) MHcbMaX UCTIONB3YIOTCS OPMBI W3TOIKEHUS !

e OT TMEPBOr0 JIMIAa MHOXKECTBEHHOIO yucia («IPOCHM HANpaBUTH», MPEACTABIsAEM Ha

paccMOTpEHUEY);

e OT TpPeThEro juma eauHCTBeHHoro umcna («Aamunucrpauus OY Illkona Ne 1238 ne
BO3PAXKAETY);

 OT MEPBOrO JMIA EAMHCTBEHHOTO 4YHMCAa («CUUTAI0 HEOOXOAMMBIMY», «IIpeIara
pPaccMOTPETH).

[Tpn ynorpebnennu B TekcTe (paMuIUil Ul MHULIMAIEI YKa3bIBAIOTCA MOce (haMUITHH,
B nenoBbix (cayxeOHBIX) MHCEMax MOT'YT MCIIOIB30BAThCS:
e BCTYNHTENbHOE OOpaleHue:
Yeaoicaemuiii 2ocnodun Heanos!
Yeaswcaemasn zocnoaca Ilemposa!
Veascaemuvii Huxonaii [Tempoeuy!
Veascaemasn Onvea Huxonaeena!
Yeaoicaemore 2ocnooa!




B o6palieHHH MO JODKHOCTH HAMMEHOBAHHME JOJDKHOCTH MHUIIETCS C IPONHCHOH OykBbl, B
oOpaterns Mo HaMUITHE HHHIMAJIBI JIAIA HE yKa3bIBAlOTCA.

¢ 3aK/IOYMTENIbHAsA YTUKETHAas (pasa:
C yeaoiceruem, ...

CTpaHHIbI IOKYMEHTA HYMEPYIOTCS, HAUMHAs CO BTOPOTO JIMCTA AOKYMEHTa apabCKuMu nudpamu
NocepevHe BEPXHEro Mmos.

TekcT DOKYMEHTa OTZENSETCs OT 3aroJioBKa JByMsi MJIM TPEMsS MEKIYCTPOYHBIMH HHTEpBalaMu
HCIIOJIB3YEMBIMH B TEKCTE.

24, OT™MeTKa 0 NPUIOKEHHUN

OTMeTKa O TIPHJIOKEHHH MCIONb3yeTcs NpH O(DOPMICHHM IHMCEM M NPUIOKCHHH K IIaHaMm,
IpOrpaMMaM, OTYeTaM, MOJI0KEHHUAM, [IPaBHIaM, HHCTPYKIUAM U IPyruM

JOKYMEHTaM.

B nuceMax OTMETKA O TIPHJIOKEHHH 0QOPMIIAETCs MO/ TSKCTOM NMMChMa Ha PacCTOAHNH 1,25 em ot
rpaHuibl IEBOro 1ojsl. ECiM IPHIOKEHHE HA3BaHO B TEKCTE IHChMA, B OTMETKS O MPHIIOKCHHH
YKa3BIBAETCsl KOJIMYECTBO JIHCTOB M KONIMYECTBO 9K3EMILIAPOB MPUITOKEHHS, HAIPUMED:

Ipunoxcenue: na 3 1. 6 1 2x3.

[lpy HaIMYMMAM HECKOJIBKMX TIPWIOXKEHHH, B OTMETKE O MPUIIOKEHUH OHH HYMEPYHOTC,
YKa3bIBAIOTCS HAWMEHOBAHMS KAXIOTO MPUIOKEHUS, KONHMYECTBO JIMCTOB H  KOJIHHECTBO
9K3EMILISPOB, HAIpUMED:

Ipunooicenue:
1. Ihan-epagux ... Ha 3 1. 6 2 k3.
2, Cnpaeka o nodmeepoicoenuu gakma obyuenus... na I 1. 6 1 9x3.

Eciii npuiioKeHusi cOPOIIIOpOBaHkl, TO KOJIHYECTBO JICTOB HE YKa3bIBacTCA. Ecnu npunoxeHne
HaIpPaB/SIOT HE BO BCE YKa3aHHbBIE B JIOKYMEHTE ajipeca, TO OTMETKY O €ro HalIu1HH oopmIIsIOT
crieaytomuM 06pazoM, HanpuMep:

IMpunooicenue: na 3 1. 6 1 9K3. MONLKO 6 nepewlii aopec.

Ha npunoskeHMsX K IpaBujiaM, HHCTPYKIHAM, NONOKEHUSM, TIaHaM, IpOrpaMMaM, I0roeopaM
JPYTHM JOKYyMEHTaM OTMETKA O TPHJIOKEHWM MPOCTAB/ISCTCS Ha MEPBOM JIMCTE MPHIOKCHHA B
[IPaBOM BEPXHEM YTIIy.

Ecii TPUIIOKEHHUE OIHO, OHO HE Hymepyercs. Eciu npuiioxeHui HECKOIbKO, OHM HyMEPYIOTCH
(mpunoxxerne 1, IPUIOKEHHE 2).

B TeKcTe JOKYMEHTA NpPH MEPBOM YIOMUHAHHH JOKYMEHTA-NPUIIOKCHHSA B cKOOKax yKa3bIBaeTCs:
.. (mpunoXenue) WM ... (IpAnoXKeHHe 1); mepel HOMEPOM NMPHIIOKEHUs AOMYCKacTcs CTaBHTL
3HaK HOMepa: ... (mpunoxenue N 2);

B OTMETKe O TpPHIOKEHHH YKAa3hIBAeTCs HAHMEHOBAHWE BHJ@ OCHOBHOTO JIOKYMEHTa, €ro Jara u
HOMEp, HalpuMep:

Ipunooicernue N° 2 k npuxazy MBOY Ilxora Ne 1 238 om 08.06.2017 Ne 67 "
Ecnu PHUIOXKEHHEM K JOKYMEHTY (HampuMmep, K MpuKasy) ABIAETCS YTBEPIKAAEMBIH JOKYMEHT,

(TONIOXKEHNE, TPABUJIA, WHCTPYKIMS, PErNaMEeHT M Ap.) B BEPXHEM I[PAaBOM yITTy MPOCTABIACTCA
OTMETKa O NMPHJIOKEHHUH, HHXKe — rpud yTBepKICHHU, HAPUMED:




Ipunoocenue
VTBEPJ)KJIEHO
npukazom MBOY Llxona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudTa pekpusura "OTMETKA O IPUIOKEHUN'" JODKEH COOTBETCTBOBATH BHAY M
pasmepy mpudTa TeKCTa J0OKYMEHTA.

25. 'pud cornacopanus JOKYMEHTa

I'pu¢ cornacoBaHusi JOKYMEHTa HCIIONIb3YeTCS TIPH COrNacOBaHWM JIOKYMEHTa C OpraHamM BIIaCTH,
OpraHu3allisMH WIM JODKHOCTHBIMM Jmuamu. OH coctout u3 crnosa “COI'JTACOBAHO”,
JNOJDKHOCTH JIHMI[a, KOTOPBIM COIJIaCOBAH JOKYMEHT (BKIIOYas HaWMEHOBaHME OpraHM3alMu),
JTMYHOM MOANHCH, pacuin(pOBKH NOANKUCH (HHHIIKAAIOB, (PaMHUIMHK) U JaThl COTJIaCOBaHMUA.

IIpumep:

COI'JTACOBAHO

Hupexmop MBOY Lllxona Ne 1238
H U Hsanoe

01.12.2017

['pud cornacoBanns B 3aBUCHMOCTH OT BHJA JOKYMEHTa U 0cobeHHOCTeH ero odopMacHHS MOXET
[OPOCTABIATHCS:

e Ha NEPBOM JHMCTE JOKYMEHTa (€CIHM JOKYMEHT HMMEET THUTY/IBHBIA JIMCT, - HA THUTYJILHOM
JIUCTE) B JIEBOM BEPXHEM YTy Ha YPOBHE rprda yTBEpXKICHHS HIH MOJ HaHMEHOBAHHEM
JIOKyMeHTa OJIHKe K HHKHEMY T0JI0);

e Ha IOCJIEIHEM JUCTE JOKYMEHTA IO TEKCTOM;

¢ HA JIMCTE COrIAaCOBaHUS, ABJIAIONIEMCS HEOTHEMIIEMOH YacThIO JOKYMEHTA.

Buemnee cornacoBaHue TakKe MOXeT OBITh OCYIIECTBIEHO APYIMM JOKYMEHTOM - IHMCBMOM,
MPOTOKOJIOM, TIPUKA30M.
[Tpumep:

COI'TTACOBAHO npuxazom JIO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBanue npoekTa JoKyMeHTa oopmisieTcs BU30ii.

Busa mpocrasnsiercsi cOOCTBEHHOPYYHO IIMIIOM, BH3HPYIOIIMM MIOKYMEHT, M BKJIIOYAeT B CelOs
HAUMEHOBAHUE MOJDKHOCTH BH3HMPYIOIIEro, €ro JIMYHYI0 MOMHCh, pacM(pOBKY TMOAMUCH
(vHUIHATBL, (aAMUIHMIO) U 1aTY.

[Tpumep:

3amecmumensv oupexmopa
H.0. Pamunus
03.04.2020

JlonyckaeTcst MOMMCTHOE BU3MPOBAHUE JOKYMEHTA U €0 TPHIIOKEHHIH.

[Ipy Hanmuyum 3aMedaHwuif, MJONMOJHEHWH K TPOEKTY MAOKYMEHTa BH3a  JOIOJIHSAETCS
COOTBETCTBYIOIIAM YKA3aHHEM.

JUist foKymMeHTa, MOMIMHHHK KOTOPOTO OTNPABISIOT M3 LIKOJNBI, BH3hl MPOCTAaBISIOTCH HA
3K3EMILIAPaX JOKYMEHTOB, IOMEIIAEMBIX B JIEIIO.

Mt fOKyMeHTa, MOTMHHEK KOTOPOTO OCTAeTCs B LIKOJIE, BU3bl COTTACOBAHMS MPOCTABIAIOTCS HA
000poTe MOCIENHEro JUCTA MOIMHHMKA IOKYMEHTA MM Ha TOCTE[HEM JIMCTE NOKYMEHTA TOJ
MOIACHIO.




27. Ilogmuck

[Toanucs BKIIOYAET: HAWMEHOBAHHE JO/UKHOCTH JIMI@, MOAIKMCABIIETO JOKYMEHT, €ro
COOCTBEHHOPYUHYIO NONUCH; PacIIu(GPOBKY MOAMHCH (HHALMANGL, GamMumms):

[Tpumep:

Hupexmop nuunas noonuce .0, Pamunus

Ecin  poxymeHT odopMieH He Ha OlaHke, B HaWMEHOBAHHE JOIDKHOCTH BK/IIOYAETCS
HauMeHoBaHUe 00ueoOpazoBaTenbHOM opraHu3auuu (MOJHOE HazBaHME INKOJBI). Jlomyckaercs B
pexsusure "[logmuce AOMMKHOCTHOrO nMia" LEHTPUPOBATH HAMMEHOBAaHHE MOJDKHOCTH JIHIA,
NOANMCABIIEro AOKYMEHT, OTHOCHTEIBHO CaMOi JTMHHOH CTPOKH.

Ilpy nmoamucaHuy JOKYMEHTa HECKOJNbKMMH NOJDKHOCTHBIMH JIMIIAMM Pa3’HBIX JO/DKHOCTEH HX
MOANKCH PacojaraloT OAHY MOJ APYTOH B NOCIENOBATEIBHOCTH, COOTBETCTBYIOLIEH HEpPApXHH
3aHUMAEMOH JOJDKHOCTH.

[Tpumep:

Hupexmop nuunas noonuce H.0. .
3amecmumens oupexmopa nuynas noonuce H.0.D.

[lpy mnoanucaHWM JOKYMEHT2 HECKOJbKHMM JIMIAMH paBHBIX JODKHOCTEH WX [OMIHCH
pacnonaraiT Ha OJJHOM YPOBHE.

B noxymeHTax, COCTaBJICHHBIX KOMHCCHEH, yKa3bIBaeTCsl CTATYC JIMIIA B COCTABE KOMHCCHA!
MPOCTABJICHWEM KOCOW YepTHl Mepe] HAUMEHOBAaHWEM MIODKHOCTH (H00aBnaTh Kakue- JubO
MPUCTABKH).

Ecnu gupekTop WM MHOE YMOJHOMOYEHHOE HA MOANMCaHHE JOKYMEHTa IIHI0 BPEMEHHO
OTCYTCTBYeT (OTIycK, OO0/Ie3Hb, KOMAaHAMPOBKA) WM JOJKHOCTH BAKAHTHA, TO JOKYMEHT
HOJNUCHIBAET  COTPYAHMK, YIOJHOMOYECHHBIH Ha  MOANUCAHME B  COOTBETCTBHH  C
PacopsIIUTENbHBIM JOKYMEHTOM WM HaIENEeHHbIH MOJIHOMOYMSAMH, YCTAHOBJICHHBIMU MPUKA30M
mKoJ1el uid yupeaurens (JIOrM), ¢ ykazaHueM cBO€i JOJKHOCTH U MOJTHOMOYHSA, HallpUMep:

3amecmumens oupexmopa noonuce H.O. @amunus

MM

Henonnsirowuti 06s3annocmu oupexkmopa noonuce M.0. Pamunus
HIIH

u.0. oupexmopa noonuce HU.0. @Pamunus

Pexsusur "Tloanucsk H0/DKHOCTHOrO JjHia" MoXeT ObITh o(opmieH COOCTBEHHOPYYHO aBTOPOM
JOKyMeHTa (HarmpuMmep, NMpH HamucaHuu CiIyxeOHON 3amucku 0e3 NPUMEHEHUs TEXHHYECKHX
cpencT) u60 0(OPMIIEH € UCTIONBE30BAHUEM TEXHHYECKHX CPEICTB.

B cnydae opopwmienus peksusuta "[loanmck MOMKHOCTHOrO JHMI@" € HCIOMb30BaHHEM
TEXHHYECKMX CPEACTB BHJ U pasMep MWpH(Ta YKa3aHHOIO PEKBM3HTA HE MOXKET OTIHYATBCH OT
BHJIa U pazMepa Hpu{Ta OCHOBHOTO TEKCTa JOKYMEHTA.

PexBuzur "Tlomgmuch OOIDKHOCTHOrO JHI@" OTHEASETCS OT TEKCTa TpeMs WIH YeThIpbMA
OJMHapPHBIMH MEX[yCTPOYHBIMH HHTEPBAJIAMH.

28. Ileuars

[Teyats sBaseTcs CnOocoOOM MOATBEPXKIAEHUA MOJIMHHOCTH IOMIMUCH JOKHOCTHOrO JHHa Ha
nokymente. Iledars cTaBUTCS Ha JOKYMEHTax B ClydasX, IPeayCMOTPEHHBIX 3aKOHOMATEIbHBIMU
WJIH HHBIMM HOPMATHBHBIMHU [IPABOBBIMH aKTaMH.




[Teyats cTaBUTCS HA CBOOOIHOM OT TEKCTA MECTE, MPHU ITOM OTTHCK MEYaTH HE 3aXBATHIBACT
JAMYHON MOANMCH NOKHOCTHOTO JHMIIA MOJMMCABIIEr0 JOKYMEHT, M/IH B MecTe, 0003HaUYEHHOM
«MIT» («MecTo neyaTu»).

B 0KyMeHTaX, OATOTOBIEHHbIX Ha OCHOBE yHH(HMIMPOBAHHBIX (HOPM, IEYaTh CTABUTCSA B MECTE,
o603HaueHHOM 0T™METKOM "MIT" 1am nHbIM 06pasoMm.

29. OtMeTKa 00 MCIOIHUTENE

Ortmerka 06 HcHonHUTENE (aBTOpE) AOKYMEHTa IPOCTABIAETCS Ha IMHChbMAax IIKOJLI B JIEBOM
HUDKHEM YIUTY JIMIEBOH CTOPOHBI IOC/IEIHErO JMCTA JOKYMEHTA OT TPAHMIIBI JIEBOTO MO HITH, IPH
OTCYTCTBHH MeCTa, - Ha 000POTHOM CTOPOHE BHU3Y CJIeBa.

OTMeTKa BKMOYAeT (AMUIMIO, MMS, OTYECTBO MCIIONHMTENS H HOMEp ero Tene(oHa, a Takxke
OTMETKA 00 HMCIOJHHUTENEC MOYKET NOMOJHATHCS HAWUMEHOBAHHEM JAOJDKHOCTH M 3JIEKTPOHHBIM
aipecoM HCIOJHHUTENS.

[Mpumep:

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

30. OTmeTKa 0 3aBEPEHUH KOIIUK

Jlis MOATBEPXKIEHHS COOTBETCTBHSI KONMH (BBITMCKM M3 JOKYMEHTA) MOAIMHHUKY AOKYMEHTA Ha
HoceHeM JTHCTe KomuM (BHIMMCKM M3 A0KymeHTa) moj pekBusutoM "lloxmuce" odopmisercs
pekBu3uT «OTMETKA O 3aBEPEHUM KOIIHH Y.

OTMmeTKka O 3aBEpPeHMM KOMHMM BKIIOYAaeT: CloBO «BepHO», HaMMEHOBAHHE MOJDKHOCTH JIMLIA,
3aBEPHBIIET0 KONHMID, COOCTBEHHOPYYHYIO TOANHKCh, pacmM(pPOBKY MOANMCH (MHULMAIIEL,
(hamunmio), AaTy 3aBepeHHs KONHH JOKYMEHTA.

PexBuzutr «OTMETKAa O 3aBEPEHHH KONUH» MOXeT OBITh odopMmIE€Ha OT pyKH HIH C
HCIIOIF30BaHHEM ILITAMIIA.

JlomyckaeTcs 3aBepsiTh KaX/bIi JIHCT MHOTOCTPAHHYHOM KOIIUHM JOKYMEHTA.

31. OTMeTKa 0 IOCTYILIEHUH JIOKYMEHTA

OTMeTKa 0 MOCTYIUIGHHH NOKYMEHTa COIAEPXHMT BXOJAIIMH PETUCTPAllMOHHBIA HOMEpP M [aTy
MOCTYIUICHUS! JOKyMeHTa. JlomycKaeTcs yKa3aHHE 4acoB M MMHYT IMOCTYIUICHHS JOKYMEHTa C
3aBEepeHHEM MOANMUCIMH 3aHHTEPECOBAHHBIX JIHLI.

OTmMeTKa 0 MOCTYTIUIEHHH JOKYMEHTA MOXKET IIPOCTABIIATHCS C HCIONB30BAHUEM ILITAMIIA.

32. Pezomonms

Pe3omolysi CONEPXUT yKasaHHe MO UCTONHEHWIO nokyMeHTta. OHa odopmisercs Ha cBoOOAHOM
MecTe pabodero mosis JOKyMEHTa.

Pesomonus BKIro4aeT B cedst: haMuimmio, MHANHATB HCTIOTHUTENS (MCIIOIHUTEN ), MOpyYeHue 110
JOKYMEHTY, MOJMKCH aBTOPa PE30IIONUHU U JaTy 0(OPMIIEHUS PE30IIOLHH.

Pe3oymonus, Mo yCMOTPEHHIO JIHMlIa, JAIOIIEro NMOpyueHHe, MOXET BKIIOHaTh B ceOs Takxke cpok
MCTIOJTHEHUS JOKYMEHTA.




