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1. Ofmme noaoKeHHs

1.1. HacTosimas MHCTPYKIMA 110 A€10NPOHIBOACTBY B LIKO/E paspaboTana B COOTBETCTBHM C:

o ®enepanbhbiM 3aKkoHoM or 29.12.2012 Ne 273-03 "0O6 oGpazosanun B Poccuiickoi
dejiepanun” B pepaknuu ot S aekadpa 2022 roza,

e TI'OCT P 7.0.97-2016 «Cucrema craHaaptos mo uHopmanuu, OnOAHOTCUHOMY H
U3AaTENLCKOMY aeny, «Opran#3auHOHHO-PACTIOPAANTENbHAS  JIOKYMCHTAIHA.
TpeGopanns K 0OPMIEHHIO TOKYMEHTOBY,

e Vcrasom o6uieo0pasoBartenbHoll Opranu3auli | APy riMH HOPMATHBHLIMH MPAaBOBLIMH
aKTamu Poccuiickoi Dejlepaliu, pernaMeHTHpPY IOIUMH JIeSITeTILHOCTh
061meo6pa3oBaTeIbHBIX OpraHH3alHil.

1.2. JlanHas MHCTPYKUMS 10 ACTONPOM3BOACTBY B OpraHusauun (nanee - Uncrpykuus)
00603HavaeT Npasuia MOArOTOBKH H 0QOpMIeHHS JIOKYMEHTOB B OPrann3aluy, OCYIIECTRIIAOIECH
0Gpa30BaTENBLHYIO AESTENBHOCT, ONpE/eiser CTaHAapTsl OhOPMICHHA PEKBH3HTOB, O/1aHKOB
JIOKYMEHTOB, COCTABICHHSA NPUKA30B, MOJOKCHHH MHCTPYKUMH, @ TAKKe PErIaMeHTHPYCT
opmMupoBanMe Jie W HX TEKyllee XPaHEeHWe, MOArOTOBKY AOKYMEHTOB H el K Meperate Ha
APXHMBHOE XpaHeHue B 06111e00pa3oBarebHONH OpraHuialuH.

1.3. VIHCTpYKIMA 10 ACTONPOM3BOJACTBY B YUPEeXKICHHH pa3spaloTaHa B LEJAX yCTAHOB/ICHHS
e/IMHBIX TpeOOBAHMI K MOAroTOBKEe, 00paboTke, XPAaHEHHIO H HCIIOIE30BAHUIO 00pa3yIomuxcst B
nesTeNbHOCTH 001e06pa3oBaresibHOM OpraHu3alni H MOCTYTAIIIUX B MKOJIY A0KYMCHTOB. a
TAK)KE  COBEPLICHCTBOBAHMSA W NOBBILEHWA  dPQEKTHBHOCTH  AEIONPOM3BOACTEA
00111e00pa30BaATEIbHON OPraHN3alHH,

1.4. Tonoskenus MHCTPYKIMM PacnpocTPaHAIOTCS HA OpraHu3aluio paboTsl ¢ JOKYMEHTaMH
HE3ABHCHMO OT BHJIA HOCHTENS, B TOM YHCIe C ONCKTPOHHBLIMH JOKYMEHTAMH, BKIIOUYas
[I0ATOTOBKY. 00paboTKy, XpaHeHHe H HCMO/1b30BAHHE [OKYMEHTOB, OCYIIECTB/ISEMBIMHA C
MOMOLUIBIO HHPOPMALMOHHBIX TEXHOJIOIHH.

1.5. Oprans3aumio, METOAHYECKOe PYKOBOACTBO, COBEPIICHCTBOBAHME JC/IONPOH3BOACTBA H
KOHTPOJIb 3a COOMIONEHHeM HacToseH MHCTPYKIIHY B KO/ OCYLIECTBIAET OTBCTCTBEHHbIA 3a
BeIEHHE JIeJIOTIPON3BOICTBA.

1.6. Tlpasa u o6s3aHHOCTH PabOTHHKOB, OCYWIECTBAAIOWMX paboTy ¢ JOKyMEHTamu B
CTPYKTYPHBIX  TMOZpa3jiesieHusx  00ueo0paoBaTe/ibHON  OpTanH3alliyi, yCTAHABIHBAIOTCS
JOJIKHOCTHBIMM HHCTPYKIHSAMH HIH NPHKA30M JAHPEKTOPA.

1.7. CBejieHusi, CONCPIKALIMECH B JOKYMEHTAX, MOTYT GbiTh HCNONLIOBAHBI TONBKO B PabOUHX
LeMISIX B COOTBETCTBHM C TOIHOMOYHSIMH COTPY/IHHKA, paboTatoiiero ¢ AokymenTamu. Pabota ¢
JIOKYMEHTAMM BHE MOMCLICHHH WIKO/IBI HE fomycKaerces. [Ipi yrpare J10KyMEHTOB MPOBO/MTCS
ciryxeOHas npoBepKa.

1.8. [lpu yXone B OTIYCK. Mepepoie (NepeMmelieHnn) 10 padoTe Win B Cl1y4ae YBOIBHEHHS
COTPYIHHK 00s3aH MEPeAaTh BCE HAXOJAUIMECS Y HEr0 JOKYMEHTbl HHOMY COTPYIHHKY,

Ollpe;'lCHéHHOM}" B COOTBETCTBMH C  YKa3aHHCM HEHOCPEACTBCHHOIO  PYKOBOAHTCIA
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1. O01ue moJI0KeHu s

1.1. Hacrosimas MHCTpyKIMS 110 1€7I0MPOU3BOJICTBY B IIKOJIE pa3paboTaHa B COOTBETCTBUHU C:

o ®denepanbHbiM 3aKkOHOM OT 29.12.2012 Ne 273-@3 "OO6 obpazoBanuu B Poccuiickoit
Oenepauun" B pegakuuu ot 5 nexadps 2022 rona,

e TOCT P 7.0.97-2016 «Cucrema craHgapToB 1O HHGpOpMAIHH, OHOIMOTECYHOMY WU
U3JIATEIIbCKOMY Jeny, «OpranuszaioOHHO-pacIOPSAAUTENbHAS JOKYMEHTAIHSI.
TpeboBanust K 0(OPMIICHUIO TOKYMEHTOBY,

e VYcraBoMm 0011€00pa30BaTEIbHON OpPraHu3aluu U JAPYyTMMHU HOPMATUBHBIMHU ITPABOBBIMU
aKTaMu Poccuiickoii ®denepanuu, perJaMeHTUPYIOIUMU JeSITENbHOCTh
0011e00pa3oBaTeIbHbIX OPraHU3aLNM.

1.2. JlanHas MHCTPYKIMs IO JAEJIONPOU3BOJACTBY B opraHuzauuu (naigee - HHCTpyKuus)
0003HayaeT npasuja NOJAroTOBKU U 0(hOpMIIEHUS JOKYMEHTOB B OPraHU3alliy, OCYLIECTBIISIONMIEN
00pa30BaTeNbHYIO0 JIEATENIBHOCTD, ONpPEENsseT CTaHAapThl O(GOPMIIEHUS PEKBU3MTOB, OJaHKOB
JIOKYMEHTOB, COCTaBJICHUS IPHKA30B, IOJIO)KEHUH MHCTPYKIMH, a TaKXkKe perJiaMeHTUpYeT
(dopmMHpoBaHUe JIeNl U MX TEKylllee XpaHEHHe, MMOJrOTOBKY JIOKYMEHTOB M JeJ K Iepeaade Ha
apXMBHOE XpaHEHHE B 0011€00pa30BaTEIbHON OpraHU3aluy.

1.3. MHCTpYKIMS MO JEJIONPOU3BOJCTBY B YUPEXKJIEHUHM pa3padoTaHa B LENSIX YCTaHOBJICHUS
€IMHBIX TPeOOBAaHUH K MOATOTOBKE, 00pabOTKE, XpaHEHUIO U HUCIIOIB30BAHUIO 00PA3yIOMIMXCS B
NeSITeIbHOCTH 00111e00pa3oBaTeIbHON OpraHU3aluu U MOCTYMAIOUIMX B LIKOJIY JIOKYMEHTOB, a
TaKK€  COBEPIICHCTBOBAHUS M MOBBILIEHUS  3(PPEKTUBHOCTH  JIETIONPOU3BOJCTBA
00111e00pa30BaTeIbHOM OpraHu3aIuy.

1.4. Tlonoxxenuss UHCTPYKIIMK pacTIpOCTPAHSIIOTCS HA OpPraHU3AIMI0 padOThl C JOKyMEHTaMHU
HE3aBUCHMO OT BHJAa HOCHUTENsS, B TOM 4YHCIE C 3JEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas
MOJFOTOBKY, O00pabOTKYy, XpaHEHHE W HCMOJIb30BaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMU C
MOMOIIBI0 HH(POPMALIMOHHBIX TEXHOJIOTHH.

1.5. Opranuzaiuioo, METOIUYECKOE PYKOBOJCTBO, COBEPIIEHCTBOBAHUE JIEIONMPOU3BOJICTBA U
KOHTPOJIb 32 COOJIOZICHHEM HacTosAe NHCTPYKIMH B IIIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN 32
BEJICHHE JIeIOMPOU3BO/ICTBA.

1.6. IlpaBa u 00sg3aHHOCTH pPAOOTHHUKOB, OCYIIECTBISIONIMX pabOTy C JOKyMEHTaMH B
CTPYKTYPHBIX MOJApa3JeNeHusx oOeo0pa3oBaTeIbHON OpraHu3allid, YCTaHABIMBAIOTCS
JOJDKHOCTHBIMU MHCTPYKLHUSMH MITH TIPUKA30M JUPEKTOpA.

1.7. CBenenusi, conuepkaiuecs: B JOKyMEHTaX, MOTYT ObITh HCIIOJIb30BAHBI TOJBKO B pabounx
LENIIX B COOTBETCTBUHU C IMOJHOMOYMSAMHU COTPYIHHKA, pabOTaroIIero ¢ JokyMmeHTamMu. Pabora ¢
JIOKYMEHTaMU BHE MOMEIIEHUH IIKOJbl He Jomyckaercs. [Ipu yTpare JOKYMEHTOB MpPOBOIUTCS
ciry>keOHast IpOBEpKa.

1.8. IIpu yxome B OTHyCK, mepeBoje (MEpeMEeleHnH) Mo padoTe WM B Cllydae YBOJbHECHHS
COTPYAHMK O0s3aH TepelaTh BCE HAXOAALIMECS Yy HEro JOKYMEHThl HHOMY COTPYIHHKY,
onpenenéHHOMY B  COOTBETCTBHM C  yKa3aHHEM  HEMOCPEICTBEHHOTO  PYKOBOIMUTENS
YBOJIBHSIEMOTO, YXOJAILIEr0o B OTIYCK MJIM TEpeBOJIIEerocs (mepeMeriaeMoro) mo paborte



COTPYIHUKA.
1.9. HHCTpyKuMsS TO BEIEHHUIO JICJIONMPOM3BOJACTBA OO0sA3aTENbHA JUISI COONIONEHUS BCEMHU
paboTHUKaMU IIKOJIbl. BHOBb MPHUHSATHIE HA pabOTy COTPYAHHUKH, B JOJKHOCTHBIE 00sI3aHHOCTH
KOTOPBIX BXOAUT BEACHUC NOKYMCHTAIMH, B TCHCHUC TpéX pa60tmx I[Hefl CO OHA U3JaHUs I[TPpUKa3a
0 HA3HAYEHMU HA JIOJDKHOCTH JIOJDKHBI OBITh O3HAKOMIIEHBI ¢ Hactosiuied MHctpyknueil mon
IOAIINCH.

2. IIpaBusia noaAroroBku U oopmJiieHHsi JOKYMEHTOB

2.1. B [neATenbHOCTH WIKOJIBI CO3/JA€TCA KOMIUIEKC OPraHU3alMOHHO paclopsAUTEIbHBIX
JIOKYMEHTOB: TIPUKAa3bl, OJOKEHUS, PAaBUiIa, UHCTPYKIUU, PETJIIAMEHTHI; MPOTOKOJIBI 3aCeIaHnui
(COBCH_IaTeJIBHBIX, KOOPAUMHAINOHHBIX, SKCIICPTHBIX W AP. OpFaHOB), AKTbhl, AHAJIUTHYCCKUC
CIPaBKH, JOKJAIHbIC U CIYXKEOHbIC 3alHCKH, JIOTOBOPHI (KOHTPAKThI, COTJIAIICHHUS), AEOBas
(cmy>xeOHas) TepemnucKka M JIp. COCTABJISIOTCS M O(QOPMIISIOTCS CIEIUAIBHBIE JTOKYMEHTHI,
CBA3aHHBIE C TUIAHHPOBAaHHWEM 00pa30BaTENIbHOM  AESITENBHOCTH W OCYIIECTBICHUEM
XO3SIMCTBEHHBIX MEpOTNPHATHH, BEICHHEM Y4YeOHO-TIeNarorndeckoro ydera, OpraHu3aluei
JIEJIONPOU3BOICTBA 00111e00pa30BaTeIbHON OpraHu3aluu, 00ecredyeHrneM OyXTraaTepcKoro y4yera.
2.2. JIOKyMEHTBI MOTYT CO3/IaBaThCsi Ha OyMa)KHOM HOCHUTENIE W B JJICKTPOHHOW Qopme ¢
COOJIIOZICHHEM YCTaHOBJICHHBIX MpaBuil 0opMIIeHHS T0KyMeHTOB. [Ipu co3nanuu qokymMeHTa Ha
JByX W Oojee cTpaHHMIlaX BTOPYHD U  MOCJIEIYIOIIME  CTPAaHULBl  HYMEpYIOT.
2.3. Homepa cTpaHuIl MPOCTABISIFOTCS MOCEPEIMHE BEPXHETO OIS JOKYMEHTa Ha PACCTOSIHUH HE
meHee 10 MM OT BepxHero kpas jucta. Jlomyckaercs co3/laHue JOKYMEHTOB Ha JIMLEBOH U
000pOTHOI CTOPOHAX JIUCTA.

2.4. Ilpu nByCTOPOHHEM CO3JJaHUH JOKYMEHTOB LIMPHUHA JIEBOT'O MOJIs HA JIMLIEBOM CTOPOHE JIMCTa
U TIPABOTO MOJISl HA 0OOPOTHOM CTOPOHE JIUCTA JIOJKHBI OBITH PABHBI.

3. PekBH3HUTBI JOKYMEHTOB

3.1. Jlns pEKBU3UTOB JOKYMEHTOB, CO37aBa€MbIX B 00I1€00pa30BaTENbHON OpraHU3aluu
yCTaHABIMBAIOTCS TpaBwia W TpeboBanums B coorBerctBu ¢ [OCT P 7.0.97-2016.
3.2. CoctaB peKBU3UTOB KOHKPETHOTO JOKYMEHTa OIpENeNIeTCs] €ro BUJIOM M Ha3HAYEHUEM.
3.3. [Ipu_monroroBke u OQOPMICHHH JTOKYMEHTOB B INKOJE WCHOIB3YIOTCS CIEAYIOUIHE
DPEKBU3UTHIL:

KoJ (OpMBbI JOKYMEHTA;

HalMEHOBAaHME IIKOJIbI;

CIpaBOYHBIE TAHHBIE O IIKOJIE;

HalMEHOBaHME BU/1a JOKYMEHTA;

JaTa JOKyMEHTa;

pETUCTpaIlMOHHBIN HOMEpP IOKYMEHTA,

CCBUIKA Ha PETUCTPAIMOHHBI HOMED U JIaTy JOKYMEHTa;

MECTO COCTaBJIeHUS (M3/1aHUs) JOKYMEHTA;

ajpecar;

rpu¢ yTBEp>KIACHUS JOKYMEHTA;

3aroJI0BOK K TEKCTY;

TEKCT JIOKYMEHTA;

OTMETKa O TPUJI0KECHUH;

rpu¢ coriacoBaHUs JOKYMEHTAa;

BU3a;

HO/IIHCh;

OTMETKa 00 3JIeKTPOHHOM MOANUCH;

neyaTh;

OTMETKA 00 UCIOIHUTEIIE;

OTMETKA O 3aBEPEHUH KOITUH;

OTMETKA O MOCTYIICHUH JIOKYMEHTA;

PE30IIOLHSL.




4. bJIaHKH 10KYMEHTOB

4.1. JIoKyMeHTHI, CO3/1aBaeMble B O0IIe00pa3oBaTeIbHONW OpraHu3anuu, O(GOPMISIOTCS Ha
OJlaHKax, M3rOTOBJICHHBIX HAa CTaHAAPTHBHIX JIMcTax Oymaru gopmaroB A4 (210x297 mm) u AS
(148x210 mwm). OtamenbHBIE BUABI JOKYMEHTOB (TaOJIMIBI, CXEMbI, CMETHI) JIOIyCKAaeTCs
obopmiATh C wucnonb3oBanueMm ¢opmara A3 (420x297mm). JIOKyMEHTBI, COCTaBJISIOIINAE
BHYTPEHHIOIO TIEPENHCKY, O(OPMIISIOTCS Ha CTaHAAPTHBIX JTUCTax Oymaru ¢opmara A4 (210x297
MM) 0€3 UCITOJIb30BaHUs OJJaHKOB.

4.2. Kaxxaplii TMCT JOKyMEHTa, 0()OpMIICHHBIN Ha OJlaHKE WK 0e3 Hero, TOJHKEH UMETh OIS He
MeHee:

e 20 MmMm - 1€BOEC;

e 10 MM - npaBoe;

e 20 MM - BepxHee;

e 20 MM - HIDKHEE.
4.3. IoKyMeHTHI ATUTENbHBIX (cBbIlIe 10 JeT) CpOKOB XpaHEHUS JOJIKHBI UMETh JIEBOE TOJIE He
menee 30 Mm.
4.4. Bupl 6J1aHKOB JOKYMEHTOB MPUMEHSEMBIX B ILIKOJIE:

e 00mMii O1aHK;
e OJIaHK IHCHMA;
e OJaHK KOHKPETHOTO BU/Ia TOKyMeHTa (OJIaHK MprKa3a, OJaHK pacopsiKeHHs, 0JaHK TPOTOKOJIA
u ap.)
4.5. O6pa3upl pa3paboTaHHBIX U MPUMEHSIEMbIX B LIKOJIE OJAaHKOB MOMAJEKAT BKIIOYCHHUIO B
WHCTPYKIIMIO TI0 JEJIONPOU3BOJCTBY 00IIE0Opa30BaTeIbHON OpraHW3allii B KAauecTBE
NPUIOKEHUH (TIpritokeHue 3 Ha 3 JTucTax).

S. IIpuka3ssl

5.1. Tlpukazamu oQGOPMISIOTCS pEUICHUS IO ONEpPaTHUBHBIM, OPraHU3AIMOHHBIM, YUeOHBIM,
KaJIpOBBIM (TIpwiIokKeHue 2 Ha 9 JmucTtax) W JIpyTdM  BOmpocaM paOOThI  IIKOJIBI.
5.2. IlpoekTbl TpPHUKa30B TOTOBSAT OTBETCTBEHHBIE MCIOJHUTEIM HA OCHOBAaHUU MOPYUYEHUU
TUPEKTOPA, ero 3amectutesield. [IpoeKkThl MprKa30B MO JIMYHOMY COCTaBY TOTOBUT CICIIHAIUCT TIO
KaJipam.

5.3. B mpukazax TekcT uznaraercs oT nepBoro jguia eruHcTBeHHOro uncia («IIPUKA3BIBAIOy).
5.4. TekcT mpuka3za MOXKET COCTOATh W3 JBYX 4YacTel: KOHCTaTupymoled (mpeamOysbl) H
pacnopsAIUTENbHOM.

5.5. B koHcTatupyromeil 4acTd KpaTKO H3JIararoTcs Iend W 3ajadd, (akThl U COOBITHS,
MOCTY>KMBILIME OCHOBAaHUEM JIJIA M3JIaHus MprKaza. OHa MOXKET HauMHaThCs cioBamu "B nemnsax",
"B cootBerctBun", "Bo ucnonnenue", u 1.1. Eciu npuka3 u3maercss Ha OCHOBAHMM APYIroOro
JIOKYMEHTa, TO B KOHCTaTUPYIOIIEH YacTH YKa3bIBAE€TCsS HAMMEHOBAHUE 3TOTO JOKYMEHTa, €ro
maTa, HOMEp U 3aroyioBok. IIpeamOynma B MpoeKkTax MPHKA30B 3aBEPIIAECTCS CIOBOM
«ITPUKA3BIBAIO», koTOpoe neuaTaercs 3arjaBHBIMU OyKBaMHu.

5.6. PacniopsauTenbHas 4acTh JOJIKHA COAEPKATh MEPEUNCICHUE MPEANUCHIBAEMbIX JEHCTBUM €
YKa3aHUEM HCTIOJHUTENS KaXKJIOTO MEHCTBHS W, TIPH HEOOXOAMMOCTH, CPOKOB HCIIOJHEHUS.
PacniopsiiuTenbHas 9acTh IEAUTCS HA MyHKTHI M TOJMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
nudpamu. JleficTBUS OTHOPOAHOTO XapaKTepa MOTYT OBITh MEPEUYUCICHBI B OJTHOM ITyHKTE.
5.7. B KkauecTBe HCIOJIHUTENIEH YKa3bIBAIOTCS 3aMECTUTENM IUPEKTOpA, MpeacenaTelnd Wiu
PYKOBOIUTENN paboUunX rpymi (KOMUCCUI).

5.8. Ecnu mpuka3 w3MeHseT paHee U3JaHHBIA JOKYMEHT (IyHKTHI JOKyMEHTa), TO OAWH W3
IIyHKTOB PAacCHOPSIUTEIbHON 4YacTH TEKCTa JOJDKEH COAEpP’KaTh CChUIKY Ha HM3MEHSAEMbIN
JOKYMEHT (MyHKThl JOKYMEHTa) C yKa3aHHWEM €ero JaTbl, HOMEpa M 3arojioBKa.
5.9. Ecnu mpuka3 OTMEHSIET NEUCTBUE paHEe M3aHHOTO JTOKyMeHTa (IMyHKTOB JOKYMEHTa) C
OMpEeJIETICHHOM 1aThl, TO OJIMH U3 MYHKTOB PaCHOPsAIUTEIbHON YaCTH TEKCTa JOJKEH HAUMHATHCS
cinoBami "[Ipu3HaTh yTpaTUBIIMM CUITY...", 1ajiee yKa3bIBaThCs J1aTa, HOMEP M 3arojioBOK paHee



W3/IaHHOTO JJOKyMEHTA (IMTyHKTa IOKYMEHTA), a TAK)Ke JjaTa, C KOTOPOW OTMEHSIETCS €ro JACHCTBHE.
Ecin nata He yka3aHa, TO JAEHCTBUE pPAaHEE W3/IaHHOTO JOKyMEHTa (IIyHKThl JTOKYMEHTa)
OTMEHSIETCS C JIaThl U3/1aHUs HOBOTO IIpUKa3a.

5.10. Ecnu mpuka3 OTMEHSET paHee W3JAaHHBIA JOKYMEHT C MOMEHTa W3JaHMs, TO OJUH W3
MYHKTOB PacHoOpSAUTEIbHON YacTH TEKCTAa JOJKEH HauyuHaThCA clioBaMu "OTMEHHTh..." H
YKa3bIBaThCS Jara, HOMED il 3ar0JIOBOK paHee H3JJAHHOT'O JIOKYMEHTA.
5.11. Ecnu pukas npe/noiaraeTcsi BBECTH B JCHCTBHE HE C MOMEHTA €ro W3/JaHus, HEO0X0IMMO
yKas3aTb CPOK BBEJIEHHMs €ro B aeiicTBue. [locneqHuil MyHKT pacnoOpsAUTEIbHON Y4acTU MOKET
CoZIEp>KaTh CBEJICHUS O JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJTHEHUEM
npuKasa.

5.13. Ilpuka3sl MOAMUCHIBAIOTCS TOJBKO JTUPEKTOPOM 00IIe00pa3oBaTeIbHON OpraHU3aluK WU
PabOTHUKOM, UCTIOJTHSIOIIUM €0 00S3aHHOCTH.

5.14. OTBETCTBEHHOCTH 32 00ECIICUCHHE CBOCBPEMEHHOM M KAYECTBEHHOM MOATOTOBKH ITPOCKTOB
MPUKA30B U WX COIJIACOBAaHUE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU U OPTraHU3AIUSIMUA HECYT
aBTOPBI IPOCKTA MPUKA3a.

5.15. PeructpannoHHble HOMEpa MPUCBAUBAIOTCS MPUKa3aM IO MOPSAAKY HOMEPOB B Ipejaesax
KaJICHAApHOTO ToJia.

5.16. [laTa perucrpaiiuu mprKasa siBJaseTcsl JaTOW ero Mo MuCaHus.

6. IlpaBuia, MoJ10KeHUs1, HHCTPYKIUH

6.1. [IpaBuia — HOPMATUBHBIN aKT, ONPEACTSIOUINI MOPSAOK KAaKOT0-IN00 BUJIA AEITEITbHOCTH,
YCTaHABJIMBAKOIIMN WIIH 3aIIPEUIAOIINI ONPEICICHHOE OBEACHHUE.

6.2. IlonoxeHne — HOPMATUBHBIA AaKT, JETalbHO PpErJaMEHTUPYIOIIMH MPaBOBOM CTaTyc,
HOPSAIOK OpraHu3aluu u pOLEAYPY KaKoro-amoo BUJA JESITEIbHOCTH.
6.3. HCTpyKIMsI — HOPMAaTUBHBINA aKT, M37aBaeMblii B LEISIX Pa3bsICHEHUS U OIpeesIeHUs

MOpsJIKa IPUMEHEHHS] COOTBETCTBYIOIIET0 HOPMATUBHOTO aKTa JMOO0 C LIEIbI0 YKa3aHHUsI HOPM O
crioco0ax BBIMOJIHEHHSI ONPEIETICHHBIX onepanuil (1eicTBuil).

6.4. IlpaBuna, NoJ0KEHUS, MHCTPYKLIUN NPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJA JOKYMEHTa) Ha
VYnpasistomeM cosere, 3acenaHusx I[Ipodcoro3HOro kKomurera MIKOJABI U YTBEPKAAIOTCA
JTUPEKTOPOM.

6.5. ITops 10K MOATOTOBKU MPOEKTOB MPaBHJI, MOJOKEHUS, UHCTPYKIMU COOTBETCTBYET 00LIEMY
NOpSAAKY  IOATOTOBKM  IPOEKTOB  IPUKa30B  0O0II€00pa3oBaTeNbHOW  OpPraHU3allvu.
6.6. TekcT mpoekTa MOJ0KEHUs, MPaBWJ, HHCTPYKLUH Ie4aTaeTcsi Ha YMCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTIIMYUTENBHBIMY XapaKTEPUCTUKAMH TEKCTOB ITPaBUJL, TIOJIOKEHUS, UHCTPYKLIUNU SIBIISIOTCS:

TOYHOCTh TMPHUMEHSEMBIX (OPMYIHPOBOK O€3 HCIONB30BAHUS CIOB M TOHSATHH, MMEIOLINX
MHO>KE€CTBEHHBIN CMBICIT;
UCIIOJIb30BAaHUE KOPOTKUX TPEJIOKEHHUM, OOIIENIPUHATHIX BBIPAXKEHUH U CBS30K, IpU
HEOOXOJUMOCTH - TpEeABApUTEIbHOE OINpEAENCHUE MCIONb3yeMbIX MOHSATHM, COKpalleHui,
ab0peBuatyp;
ONKMCAHWE BCEX BO3MOXKHBIX BapHAHTOB COOBITUH W COOTBETCTBYIOIIMX KM BapHUaHTOB
JeMCTBUH, T.€. MOJHOTA MpeICTaBIeHUs UH(OopMaIiH;
CTPYKTYpPUPOBAaHHOCTh TEKCTa C IEJbI0 JOCTHKEHHS HaWIydllleld IOCiIeI0BaTebHOCTH
U3JI0KEHUS MaTepuaa;
MUHUMU3ALUs TEKCTa C MOMOUIbI0 MpHUMEHEHHus 0000meHuit (0030poB mIpeanoaraéMbIx
JIEMCTBUI ) U TPUMEHEHUE NIepeunciieHni (3a/1a4, 3TarnoB, YCIOBUM U T.1.).
6.8. B 3aBucMMOCTH OT CIIO)KHOCTH U oObema pa3palaThiBa€MbIX IPaBUJI, MOJOKEHUS,
MHCTPYKLHUU - TEKCT JOKYMEHTA JEJINTCS Ha TJIaBbl, IIYHKTHI U IOJIYHKTHI. [ J1aBbI TOJIKHBI UMETh
Ha3BaHus. Hymeparus nmpousBoauTcs apabCckumMu mudpamu.

7. IIpoTokoJ 3acenanus (CoBelIaHMs)



7.1. IIpoTOKOJT — JOKYMEHT, B KOTOPOM (DUKCHpYETCs X0 00CYK/I€HHUSI BOIIPOCOB U MPUHSITHS
peleHnii Ha cOOpaHUsAX, COBEIIAHUAX, KOHPEPEHIUAX U 3aCeIaHUSAX KOJUICTHAIBHBIX OPTaHOB.
7.2. IIpoTtokon 3acenanusi (coBemanus) - (jajnee - MPOTOKOI) opOpMIIIETCS HAa YUCTOM JIUCTE
Oymaru ¢opmara A4.

7.3. PexkBU3UT - "TeKCT HOKymMeHTa". PEKBU3UT COCTOUT M3 JBYX YaCTEil: BBOJHOW U OCHOBHOM.
7.4. Bo BBOIHOW YacTM  YKa3blBAIOTCS  WHUIMUAIBL, (QaMUIMM ¥ JOJDKHOCTH
peJiceAaTeIbCTBYIOIIEr0, CEKpeTapsi, MPUCYTCTBOBABILNX HA 3aCEJaHUU U, P HEOOXOIUMOCTH,
JIMLL, IPUTJIAIIEHHBIX Ha 3ace/laHue (COBELIaHKE).

7.5. BBogHas yacThb MPOTOKOJIA 3aKAaHUYMBAETCS IEPEYHEM PACCMATPUBAEMBIX BOIIPOCOB,
MEPEUYUCICHHBIX B TOPAJKE HUX 3HAYUMOCTH C YKa3aHHEM JIOKJIAJUMKa M0 KaXIOMY
paccmaTpuBaeMoMy Bompocy. Borpocsl hopmynupytores ¢ npemiorom "O" ("O6"), mevararorcs
oT TPAHUIIBI JIEBOT'O TOJIst u HYMEPYIOTCS apabCcKuMu nudpamu.
7.6. OCHOBHas 4acTh MPOTOKOJIA COCTOUT M3 Pa3fesioB, COOTBETCTBYIOIIUX PAaCCMATPUBAEMbIM
BOIIPOCAM U UX HyMEpaIIHUH.

7.7. Tekct mMpOTOKOJA H3JaraeTcsi OT TPEThEro JMla MHOXecTBeHHoro yucna ("cmymamu",
"BpicTynuin", "nmocranoBuian", "pemmian").

7.8. IIpOTOKOJ MOANUCHIBACTCS JIUILIOM, ITPE/ICEAATENLCTBOBABIINM Ha 3aceJaHUU (COBEIIAaHUM ), U
CeKpeTapéM 3aceaHus (COBEILaHus).

7.9. Ilpu OTCYTCTBMM CEKpeTapsi 3acelaHusi, B TOM YHCJIE€ IPHU MPOBEACHHM OIEPATHUBHBIX
COBEILlAaHUM, [JOMYCKAaeTCs MOJNMCAHME NPOTOKOJA TOJIBKO  IPEJCENaTeNbCTBYIOLIUM.
7.10. TekcT mMpOTOKONA AOHKEH OBITh MOATOTOBIEH HE MO3/JHEE TpeX MHEH COo THS 3acelaHusl.
[IpoeKThl COOTBETCTBYIOIIMX IIYHKTOB IPOTOKOJA BHU3UPYIOTCA JIODKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 MOJTOTOBKY.

7.11. [ata mpoTOKOJa JOJKHA COOTBETCTBOBATH JIHIO MPOBEJICHUS COBEIIaHUs (3acemaHus).
7.12. Konuu mpOTOKOJIOB PACCHUIAIOTCA 3aUHTEPECOBAHHBIM OPraHHU3alUsM U JOKHOCTHBIM
JUIaM B COOTBETCTBUU C YKa3aTeJIEM DPACCHUIKH, KOTOPBIH COCTaBISET CEKpeTaph 3acelaHus
(coBenianus).

8. Ilian

8.1. Ilman — JOKYMEHT, YCTAaHaBJIHMBAIOIIUI IE€PEYCHb HAMEUCHHBIX K BBIOJHEHHIO
MEpONPHUATHIA, HX MOCIEI0BATENbHOCTb, O0OBEM, CpPOKH, OTBETCTBEHHBIX HCIIOJIHUTENEH.
8.2. Ilman odopmisiercs Ha Jsmcte Oymarn ¢dopmara A4 ¢ WCHOIH30BAHUEM CIETYIONINX
DEKBH3HTOB:

e HAaMMEHOBAHHE IIKOJbI;

e rpud yTBEpKACHUS JOKYMEHTA;

e JIaTa JIOKyMEHTa;

e  PETUCTPAllMOHHBII HOMEpP IOKYMEHTa;

e HAMMCHOBaHHE BUJA JOKYMEHTA;

e  3aroJOBOK K TEKCTY;

e TEKCT IOKYMEHTA;

e HAMMEHOBAaHME JOJKHOCTH;

e  TIOJIIIHCE.
8.3. PexBu3uT — "TekcT HoKyMeHTa" oopmIisieTcs B BUE TaOIUIBI ¢ Tpadamu:

e HOMEp IMyHKTA IJIaHa;
e HAWMEHOBAHUE MEPOTPHSITHS;
e CPOK HCIOJHEHUS;
e  VCIIOJHUTEID;
e TpPUMEYAHHUE.
9. Otuer

9.1. OTyeT — NOKYMEHT, COJIep KAl CBEICHUSA O Pe3yJIbTaTaxX JeATeIbHOCTH 32 ONPEICTCHHBIN
NIEPUOJ  BPEMEHHU,  BBIIOJIHEHUM  MEPONPUATUH,  I[OPYYEHUH,  3aJaHUM,  IUIAHOB.



9.2. OT4eThl, MpeaOCTABISIEMbIE B OPTaHbl TOCYJAPCTBEHHOW BJIACTH (B TOM YHCIIE B OpTaHbI
TOCYIapCTBEHHOW CTAaTUCTUKM) W  HMCKOIIME YCTAHOBIECHHYK) TIPABOBBIMH  aKTaMU
rOCyIapCTBEHHBIX OPraHOB (POPMY, CO3/IAI0TCS 110 YCTAHOBICHHOM rOCYIapCTBEHHBIMH OpraHAMU
¢dopme u B onpeaeiéHHOM UMH MOPSIAKE.

9.3. OTuéThl, MpeOCTaBIsAEMbIC COTPYIHUKAMHM IIKOJIBI B XOJ¢ BHYTPEHHETO B3aUMOJICHCTBUS,
CO3MAIOTCSI 10  MpaBujaM, YCTAHOBIGHHBIM JIJIi  CO3JAHHUS  CIY)KEOHBIX  3aIHCOK.
9.4. Otyersl oopMIAIOTCS Ha JmcTe Oymaru dopmara A4 ¢ HMCIOJB30BAHUEM CIEAYIOIINX
DPEKBH3UTOB:

e HaMMEHOBAHHE IIKOJIBI;

e JlaTa IOKyMEHTA;

e  PErHCTPAIMOHHBIN HOMEP JOKYMEHTA;

e HAaWMEHOBAHUE BHUJA JOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMECHTA;

e OTMETKa O MPHJIOKECHUH (TIPU HATMYHH ),

e HaMMCHOBAaHHE JOJDKHOCTH,

e IIOJIIUCE.

9.5. B TekcTe oTuéta B 00s3aTEILHOM TOPSIKE JOJDKHO COJIEPIKATHCSA YKa3 Ha JIEATEIbHOCTS,
MEpOTPUSITHE, BBIIAHHOE IMOpPYYCHHE, 3aJaHKe, IMyHKT IUIaHA, MOJIC)KAIIHA BBHIIOJHCHUIO, W
pe3yNbTaT O BBHINIOJHCHWH, B TOM YHCJIE C YKa3aHHEM Ha COONIOJCHHWE WU HapyIICHHE
UCTIOJTHUTEIICKOM  JIMCIMUIUIMHBI, YCTAaHOBJICHHBIX CPOKOB HCIOJHCHUS H  HaJJIeKaliee
npenocTaBieHue  WHPOPMAIUU, HEOOXOAMMBIX  MAaTepHAOB  (MPOCKTOB  JIOKYMEHTOB)
COUCHIOJTHHUTEISIMU (TIPY YYACTHH HECKOJIbKUX MCIIOJTHHUTENICH ).

10. IIncsmo

10.1. IIrcbMa TOTOBITCS KaK:

e  OTBETHI O BBHIMIOJIHEHUU TIOPYUYEHHUI BBIIIECTOSIINX OPTaHOB MCIOIHUTENBHOM BIACTH;

e  OTBETHI HA 3aIMTPOCHI OPTraHU3ANNHN, TPEANPUITAN U YACTHBIX JIUIT;

e WHUIIMATHBHBIE IHCHMA.
10.2. CpokH IOATOTOBKH OTBETHBIX ITHCEM:

e C KOHKpETHOU JaTO¥ MCIOTHEHUS, YKa3aHHOU B JOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBUU C PE3OJIFOIUCH TUPEKTOPA U €T0 3aMECTHTEIICH Ha OCHOBAHWUHU YCTaHOBJICHHBIX

CPOKOB UCTIOJTHEHHS MIOPYUYCHHI, 3aPOCOB WIIH O PEIICHUIO0 aBTOPA PE3OIIOIINH.

10.3. TeKCTBI OTBETHBIX IMHCEM JOKHBI TOYHO COOTBETCTBOBATH 38/ IaHUSIM, 3a(DUKCHPOBAHHBIM B
pe3omtonu. CpoKy MOATOTOBKH MHUITMATUBHBIX MIHCEM OIMPENETSIOTCS CAaMOCTOSATEIHHO aBTOPOM
MPOEKTa MUChMa C YIETOM HEOOXOAMMOCTH PEIICHHSI KOHKPETHBIX 3a/1a4 U (W) B COOTBETCTBUHU
C TpeOOBaHMUSIMH 3aKOHOAATENHCTBA, TMOPYUYCHHUSIMH HEMOCPEICTBEHHOTO PYKOBOIUTEIIS.
10.4. ITucema neyaTaroTcsl Ha GiaHKe MUcbMa O0IIE00pa30BaTEIbLHON OPraHU3alMH C YTIIOBBIM
pacmoiI0KEeHNUEM PEKBH3UTOB.
10.5. JonomHUTENEHO K pPEKBH3WTAM OJIaHKa THChMa 1IpH  O(QOPMIIEHHHM IIHCEM B IIIKOJIE
HCIIOJB3YIOTCS CIIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e  3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O MPHUJIOKEHUU;

e BHU3A;

e TOJINCH.

e OTMETKA 00 UCIOJIHUTEIIE.
10.6. IIpu oopmiieHun mrchMa Ha IByX U 0oJiee CTPAHUIAX BTOPAs U TMOCIICTYIOIINE CTPAHUIIBI
HYMEPYIOTCS MOCEPEINHE BEPXHETO OJISt JINCTA apabCcKkuMu nudpamu.
10.7. TluckMa MOANMHCHIBAET AUPEKTOP WM PAOOTHHUKH, YIIOJHOMOYCHHBIC MPHKA30M.
10.8. CnyxeOHbIe 3amiCKH




10.9. B mensix ocyniecTBICHHSI B3aUMOJCUCTBUA MEKy COTPYJIHHKAMH B paMKaX BHYTPEHHETO
JOKYMEHTOO0OpOTa B INKOJE TNPUMEHSIOTCA ChoykeOHble 3anmucku. CiykeOHbIe 3amHCKH
ABIIIOTCS CIPABOYHO-MH(POPMAIIMOHHBIMH JOKYMEHTaMH. ABTOpPaMH CIIy>KEOHBIX 3alHCOK
ABIIAIOTCS COTPYIHUKH 00111€00pa30BaTEIbHON OpraHu3altH.
10.10. Ciy>xe0Has 3amrcka MO>KET COCTaBIIATHCS 110 YKa3aHUIO PYKOBOJICTBA WM MO MHUIIUATHBE
KOHKPETHOTO COTPYAHHUKA.
10.11. Ipu odopmiieHNH Ciry)eOHOM 3aTUCKH 0DOPMIISIFOTCS CASAYIOIINE PEKBU3HTHI:

ajpecar;

JaTa TOKyMEHTa;

HaMMEHOBAHME BU/IAa JOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT JIOKYMEHTA;

OTMETKA O MPUJIOKEHUH (IIPU HAJIUYUN);

HaMMEHOBAHHE JIOJDKHOCTH;

MOJIMHUCH.
10.12. CayxeOHbIe 3aIICKH MOTYT CO3/1aBaThCsl HA OyMa)KHOM HOCHUTeNE U (MJIN) B SJIIEKTPOHHOU

dbopwme.

11. /loBepeHHOCTH

11.1. [doBepeHHOCTh BBIAAETCS COTPYAHUKAM WIKOJIBI ¥ O(opmIIsseTcs 10 TpaBHIIaM,
YCTaHOBJICHHBIM HacTosedl MHCcTpykiuei s mucem, ¢ yuéToM TpeOOBaHUN Tpa)KIaHCKOTO
3aKOHO/IaTEJIbCTBA Poccuiickoit ®denepauun u HACTOSILETO pasznena.
11.2. IIpoekT MAOBEpEHHOCTHM TOJArOTABIMBACTCS M BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTb OYJET BbIJaHA, MOCJIE Yero Inepeiaércss B KaHLENSPHUIO NI HalpaBJiICHUs Ha
MOJIIMCaHUE.

11.3. JloBEpeHHOCTb TMOAMMCHIBAETCS TUPEKTOPOM WM JIMIIOM, OCYIIECTBIISIIOIIUM €ro
MOJTHOMOYHS (MCHOJHSIOMUM O0053aHHOCTH), M CKpEIUIAeTCs Mevarbio 001eo0pazoBaTeIbHON
OpraHu3aIuu.

12. loroBopsl, corJiameHusi, KOHTPAKTHI

12.1. JloroBopbl, corjameHus, KOHTPAKThl (Jajiee - JOrOBOphI) MOJArOTaBIMBAIOTCS B
COOTBETCTBUM C TpPeOOBAaHUSAMH TPaKIAHCKOTO, TPYIOBOrO, OIOJKETHOTO UM  HHOIO
3akoHoaarenbcTBa Poccniickoit ®enepanuv, B 3aBUCUMOCTH OT PETYJIHMPYEMBIX JOTOBOPOM
IPaBOOTHOLIEHUH U 00513aTENbCTB CTOPOH.

12.2. TIpoekT noroBopa MOJArOTaBIMBAECTCSI OTBETCTBEHHBIM COTPYJIHUKOM (KOHTPAaKTHBIM
YIPaBISIONUM) € Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOI'O M KauyeCTBEHHOTo OOecreyeHMs
UCIIOJTHEHUSI CBOUX MOJIHOMOYMH (00s3aHHOCTEH, (QyHKUHMI), MOJIHOMOYHMI HIKOJIBI B LEIOM.
12.3. IlpoekT poroBopa IMOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIPaBIISOLIIM ) COBMECTHO CO CIIEHUATUCTOM, K PyHKIHAM (ITOJIHOMOYHUSM) KOTOPOI'O OTHOCUTCS
pEIlIeHNE BOIIPOCOB, SIBIISAIOIIMXCS IPEIMETOM J0IOBOPA, MM UHBIM COTPYIHUKOM I10 NPSMOMY
YKa3aHUIO TUPEKTOpa 001eo0pa3oBaTeIbHON OpraHu3alii.

12.4. HeoOxomumas [uis TOATOTOBKM IpPOEKTa JOroBopa HHpopMaius cobupaercs
OTBETCTBEHHBIM JIMIIOM (KOHTPAKTHBIM YIPABISAIONIMM) B MOPsAKE pabovero B3auMOJAEUCTBUS C
y4€TOM IIpaBUJl, YCTAHOBIIEHHBIX HacTosAEen MHecTpyKuen.

13. IIpuHIMIIBI OPraHU3alUH JOKYMEHT0000poTa

13.1. B 10KyMeHTOOOOpOTE BBIIETSAIOTCS CIEIYIONME JOKYMEHTOIIOTOKU: IOCTYyTAroas
JOKyMEHTalus (BXOoAsilas), OTHpaBisgeMas JOKYMEHTalus (MCXOAsIiasl), BHYTPEHHsA
JIOKYMEHTaIH.

13.1. B cocraBe Bxojsmiel W UCXOIALIEH JOKYMEHTALIMM MOTYT BBIACIATHCS JTOKYMEHTHI,
MOCTYIUBIINE U3 BBIIMIECTOSIINX, MOAPSIHBIX, MEAUIIMHCKUX U IPYTHUX OpraHu3aluii, OpraHoB
MECTHOT'O CaMOYIIPaBJICHHUs, OOpaIleHus TPaXK/IaH.



13.3. OOpamieHust TpaxaaH PErUCTPUPYIOTCS U (HOPMHUPYIOTCS B Jelia OTIEIBHO OT JAPYTHX
JIOKYMEHTOB 00I1e00pa30BaTeIbHON OpraHU3aIlHH.

13.4. B mikoJje 10cTaBKa U OTIPaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEeICTBAMU ITOYTOBOM CBSI3H,
AJIEKTPOHHOMU CBSI3H, a TaKXKe MO CUCTEME JJIEKTPOHHOTO JOKyMeHTooOopoTta (manee - CO/). C
MOMOIIbIO TTOYTOBOM CBSI3U B 00II€00pa30BaTEIbHYI0 OpraHU3aIUI0 JOCTABISIETCS MUChMEHHAs
KOppPCCIIOHACHIIMA B BUJC IMTPOCTHIX MMUCCM, 3aKA3HBIX ITUCEM, ITOYTOBBLIX KAPTOUCK, 6aHz[ep0Hel‘/’1 n
MEJIKUX MAaKEeTOB, a TAK)KE NIeUYaTHbIC U3/1aHus.

14. IlepBuyHasi 00padOTKA MOCTYNAKIIMX JOKYMEHTOB

14.1. JIOKyMEHTBI, IOCTYyMarOUIMe B IIKOJy, MEPEJAIOTCs Ha PETUCTPAIUI0 CEKpPETapro
00111€00pa30BaTEIbHOM OpraHU3alK U IPOXOAAT NIEPBUYHYIO 00pabOTKY B JI€Hb MOCTYIUICHMUS,
Opy TOCTYIUICHMH B Hepabodee BpeMms - Ha cieayromuid paboumit aens. [lpu nepBuuHOU
00paboTKe JOKYMEHTOB IPOBEPSAETCS MPAaBMIIBHOCTh ajpecoBaHus. OMMOOYHO MOCTYHMUBIINE
JOKYMEHTbI ~IIEPEChUIAIOTCS [0 MPUHAUIKHOCTH WM BO3BPAILAlOTCS  OTIPABUTEIIIO.
14.2. ]Jlokymentbl, mnoctynuBimue ¢ otMerkamu "Cpouno", "BpyuuTb HemeeHHO",
"OnepatuBHO", HE3aMEUIUTEIBHO NPOXOAAT MEPBUUHYIO OOpabOTKy U JOKJIAIbIBAIOTCA
JUPEKTOPY WIM B CIy4yae €ro OTCYTCTBHMSI — 3aMECTUTENIO JUPEKTOpa I10 HaIPaBICHUIO
JeSITENIbHOCTH.
14.3. [TocTynuBiIKe TeaerpaMMbl IPUHUMAIOTCS MO TOANUCH C IPOCTABICHUEM J1aThl U BPEMEHU
npuema, PETUCTPUPYIOTCS 1o TeM xKe [IpaBUIIaM, 4TO u UCchMa.
14.4. DnekTpoHHBIE COOOIIEHUS, aJPECOBAHHBIE AUPEKTOPY MM HAIpPaBJIEHHBIE B a/Ipec MIKOJIbI,
pacrneyaThIBatOTCs M JI0KJIaAbIBAIOTCS JUPEKTOPY MM B CIIydae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUpPEKTopa.
14.5. DnexkTpoHHBIE COOOIICHNS, 3aBEPEHHBIE SJICKTPOHHOH MOAIMCHIO, MOJIeKAT 00paboTKe 1Mo
OpaBUiIaM,  HPEJYyCMOTPEHHbIM  JUIsl  TOCTynaromed  (BXoasumiei) — JOKyMEHTaIUH.
14.6. IloctynuBmias (BXojsiiasi) JAOKyMEHTAlMsl pacHpelenseTcs Ha PEerucTpupyemble U He
MOJJIEXKAIUE PETUCTPALIMH TIOKYMEHTHI.
14.7. He noanexar perucrpaiuu:

e  IIPUIJIACUTEIIBHBIE, TO3PAaBUTEIbHBIE TUCbMA U TEJIETPAMMBI;

e  OWICTEHI

e IUIaHBI U IPOTrPAMMBI CEMHHAPOB, KOH(EpPEeHLIUH U APyTruX NOJOOHBIX MEPOIPUSATHIA;

e JIOKyMEHTHI 10 OyXTaJTepCKOMY yUeTy, MaTepHaIbHO-TEXHUYECKOMY 00€CIIEUeHHIO0, TJIAHOBBIE

U (PMHAHCOBbIE JOKYMEHTBI, IOCTYTaloIIe 0e3 COMPOBOAUTENBHOTO MUCHMA;

e peKJaMHble, KOMMEpPUYECKUE MPEUI0KEHHS], B T.4. IOCTYIUBIINE MO 3JIEKTPOHHOM MOUTE;

e IICYATHBIC U3JAHMS;

e TIMCbMA C IOMETKOMN JIMYHOM.
15. Perucrpanusi, y4yer W paccCMOTPeHHe PYKOBOAMTEJeM MOCTYNAKIMX (BXOASIINX)
JOKYMEHTOB

15.1. IoctynuBmine (BXOIALINE) JOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IOCIE U MEPBUYHOM
00pabOTKM M HE3aBUCUMO OT CIOC00a UX JIOCTABKH.

15.2. Perucrparnus — NpoCTaBJIEHUE B HUKHEM IIPABOM YTJIy IIEPBOTO JINCTA JOKYMEHTA OTMETKH
O MOCTYIUICHUM C YKa3aHMEM JaThl IOCTYIUICHUS U BXOJSILIETO PErHCTPALMOHHOIO HOMeEpa
JOKYMEHTa ¢ 00s3aTeNbHOM 3amuChl0 B JKypHaJl perucTpanuy MOCTynamomen (BXOImiei)
JokyMmeHTanuu. CTpyKTypa perucTpaliiOHHOTO HOMEpa MOCTYNAIOIIEro (BXOIIEr0) JOKyMEHTa
COCTOMT M3 €ro TIOpSAKOBOIO HOMEpa MW HHAEKCAa Jela 10 HOMEHKIAType Jel
00111e00pa30BaTEIbHON OpraHn3aIuy.

15.3. Perucrpanusi BceX MOCTYNUBLIMX (BXOJSAIIUX) JOKYMEHTOB IPOU3BOJUTCS B Tpeesax
00IIero JTOKYMEHTOIOTOKA. JIOKyMEHTBI, MOCTYNUBIINE B MIKOJY MO KaHajaM (paKCUMHIbHOU

CBSI3H, oOpabaTsIBatoTCSA u PETHCTPUPYIOTCS B obmem TOpSIIKE.
Texct nmoctynuBIIel TeneOHOrpaMMBbI 3aIMCHIBACTCS B )KypHAJIE PErHCTPALUU TeIePOHOTpaMM
u reyaTaeTcs Ha JHCTE Oymaru IE nepeaadn Ha paccMoOTpeHue.

15.4. Ilocrynaromue (BXOAAIIME) NOKYMEHTBI IEPEAIOTCS HAa PACCMOTPEHHE DPYKOBOJACTBY



TOJIBKO nocine 170'¢ perucTpanuu u MIPEIBAPUTEIILHOTO paccMOTpEHHUS.
15.5. JlokyMeHTbI, IOCTYIUBLIME B O0I€00pa30BaTEIbHYIO OpPraHMU3alMio, [0 BOIpOcaMm, HE
TpeOyIOIIMM PACCMOTPEHHUs JUPEKTOpa, HAMpPAaBIAIOTCS PaOOTHUKOM OTBETCTBEHHBIM 32
JIEJIONPOU3BOJICTBO IIKOJIBI HEIOCPEACTBEHHO UCIIOJIHUTEIIIO 3arpoca.
15.6. lupekTop B pe30JIIOLUN ONpPEeseT JUl], OTBETCTBEHHBIX 33 MCIIOJIHEHUE JOKYMEHTa, U
JaeT UM IopydeHue. PaOOTHMK OTBETCTBEHHBIM 3a JEJIONPOM3BOJCTBO WIKOJIBI IE€PENAET
JIOKYMEHT Ha HCIIOJIHEHHUE.
15.7. TlomyiMHHUK TOKYMEHTA C PE30JIOLHUEH PyKOBOIUTEIS 00I1e00pa30BaTEIbHON OpraHN3aIiun
HAIPAaBIIAETCS UCTIOTHUTEIIIO.
15.8. Ilpu HamMYuu HECKOJIbKHX HCIOJIHUTENICH TMOUIMHHUK JOKyMEHTa NepelaeTcs TOMY
UCIIOJTHUTEII0, KOTOPBIi B COOTBETCTBUM C YKa3aHUSIMU TI0 HCIOJIHEHHUIO SBIISETCS
OTBETCTBEHHBIM, OCTaJIbHbIE HCIIOJIHUTENN [0JIy4aroT KOIIUIO JIOKYMEHTA.
15.9. IlonIMHHUK JTOKYMEHTA, KOTOPBIA MCHOJHSIETCS HECKOJIbKUMHU JOKHOCTHBIMHU JIMILIAMH,
[I0JIy4aeT OTBETCTBEHHbIN HCHOIHUTENb. OCTaJbHBIM HCIOJIHUTENSAM MEPEJAlOTCs KOIHUU.
15.10. MsroroBieHue KOMUN AOKyMEHTa IJs TepeJadyd COMCIIONIHHUTENSIM OCYIIECTBISETCS
cekperapem o011eo0pa3oBaTeIbHON OpraHu3aIiy.
15.11. Pe3ontonus CoIePKHUT:

yKa3aHHUE N0 UCIOJHEHUIO, CO/IepKalllee KPaTKoe ONKMCaHue HEOOXOAMMOrO JJIsi UCIIOIHEHUSI

JCUCTBUS,

yKa3zaHHe Ha CPOK, B TE€YEHHE KOTOPOTO JINOO /10 UCTEUSHHSI KOTOPOTO HEOOXOAMMO HCIIOTHHUTH

MpeIucaHHoe JeCTBHE;

JIMYHYIO IOJIUCH aBTOpa PE30JII0LUY;

JaTy MPOCTABJICHUS PE3OIIIOIIHH.
15.12. Yka3anue Ha CpOK, B TEUEHHE KOTOPOTO JIMOO 0 MCTEYEHUs KOTOPOTO HEOOXOIMMO
WCIIOJIHUTh MPEANUCAaHHOE JIEUCTBUE, MOKET HE BBIPAXKAThCd KOHKPETHOM JaTOM M coAepKaTh
BbIpaXXEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3omtorust nuieTcsi Ha cBOOOJHOM OT PEKBHU3UTOB MECTE MEPBOTO JTUCTA JOKYMEHTA.
15.14. B cnyuae, korjja pe3oJrolus a[pecoBaHa HECKOJIBKUM COTPYAHHKAM, TO OTBETCTBEHHBIM
3a UCIOJTHEHHE TJOKYMEHTA B IIeJIOM SIBIISIETCS COTPYIHUK, YKA3aHHBIN MEPBBIM (BEPXHHUM), THOO
COTPYJIHUK, B OTHOIIIEHUH KOTOPOTO CJIeIaHa TOMETKa O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranusaunus paéoTsl ¢ OTHPABIASIEMbIMH (MCXOASIIUMHU) JOKYMEHTAMU

16.1. Jlo mpenocraBieHus MPOEKTa OTIPABIAEMOro (MCXOAAILIETr0) JOKYMEHTa Ha MOIMHCH
JUPEKTOPY WM MHOMY YHNOJHOMOYEHHOMY B YCTAHOBJIEHHOM MOpSAKE Ha MOAMNHCAHUE JIHILY
OCHOBHOM HCIIOJIHUTENb MPOBEPSIET MPABUIBHOCTh O(OPMIIEHUS OTHPABISIEMOT0 (MCXOJSIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOoBaHUSAM HacTosuen HNuctpykunn.
16.2. IIpn noaAroToBKe OTIPABISEMOTO (MCXOALIET0) JOKYMEHTAa KaK OTBETA Ha MOCTYIHBIINI
(BXOASIIIMI) TOKYMEHT UCHOJHUTENb MPUKIAAbIBAET K MOJATOTOBIEHHOMY MPOEKTY BXOJSIIUI
JIOKYMEHT.

16.3. IlpoekThl OTHpaBiIsieMBIX (MCXOIALIMX) JOKYMEHTOB C Yy4€TOM  COOJIOJEHUS
YCTaHOBJIEHHOT'O B PE30JIIOIIMM CPOKA MUCIIOIHEHUSI NIEPEIAIOTCS OTBETCTBEHHBIM HCIIOJHUTEIIEM
B OTJIEJ JIEJIOTIPOU3BO/ICTBA (KaHLEISPHUS, CEKPETaph) MIKOJIBI JIJIsl HAPaBICHUS Ha MOIICAHUE.
16.4. TloamucaHHble OTIpaBisieMble (MCXOAAIINE) JOKYMEHTBI, IEepelaloTcsi pabOTHHUKY
OTBETCTBEHHOMY 3a  JIEJIONPOU3BOJICTBO  INIKOJbI, KOTOPBIM  OCYIIECTBISET MPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBHS KOJMYECTBA 3K3EMIUISIPOB OTIPABISIEMOIO (MCXOMAILIETO)
JOKYMEHTa CIHCKY PpAacChUIKM, a TaKXKe INpPaBUIBLHOCTh OQOPMIICHUSI JOKYMEHTa COTJIACHO
HACTOALIEH MHCTPYKIIUH.

16.5. B cnywae HapylmieHUs KOMIUIEKTHOCTA WJIM COOTBETCTBHUSI KOJIMYECTBA, a TaKkKe
NPaBUWIBHOCTH OGOPMIICHHUS JOKYMEHTA COIJIACHO HACTOSIIEH HWHCTPYKIMU OTIIpaBIIseMble
(ucxopsmme) JOKYMEHTbl HE3aMEAJUTENbHO BO3BPALIAIOTCA PAOOTHUKAMHU  KaHLEISPUU
OTBETCTBEHHOMY MWCIIOJIHUTEII0 WIM B Cllydae OTCYTCTBUSl OTBETCTBEHHOI'O HMCIIOJHMUTENS €ro
HEINOCPENCTBEHHOMY PYKOBOJUTEIIO [UIsl YCTPAHEHUS HapYyILICHUN.



16.6. JIoKyMEeHTBI MOCJI€ UX MOAMUCAHUS TUPEKTOPOM HWJIM WHBIM YMOJHOMOYEHHBIM JIUIIOM
NEepeaaloTCsl B KaHIEISPHIO 0011e00pa3oBaTeIbHON OPraHU3aIiy [l PETUCTPALIMH U OTIIPABKH.
16.7. Peructpanus OTHpaBisieMbIX (MCXOIAUIMX) JOKYMEHTOB OCYIIECTBISICTCS IOCTE
npoBeeHUsT PaOOTHUKAMH KaHIENSpPUM, OTBETCTBEHHBIMH 32 JIEJONPOU3BOACTBO, MPOBEPKU
KOMIUIEKTHOCTH M COOTBETCTBHUS KOJIMUYECTBA IK3EMIUISIPOB, a TAK)KE MPABHIBHOCTH OhOpMITEHUS
OTIIPABISAEMOIO (MCXOASILEr0) T0KyMEHTA.
16.8. Perucrpanus co3gaBaeMbIX JOKYMEHTOB OCYLIECTBIISIETCS B JE€Hb MOJINUCAHUS WIIU
YTBEPKACHUSI TMOO Ha CIEAYIOLUN pabounii 1€Hb.
16.9. CBeneHust 0 pEerucTpUpPyEeMbIX OTIPABISIEMBIX (MCXOASIINX) JOKYMEHTaX BHOCATCA B
JKYpHaJI pETUCTPALMU OTIPABIAEMON (MCXOASIIEN) TOKYMEHTALIUH.
16.10. PerucrpanmuoHHBIi HOMEp | JilaTa OTHPABISIEMOrOo (MCXOMASIIET0) JIOKYMEHTa
IIPOCTABJISIFOTCS HA ITOJIMHHUKE JOKYMEHTA B PEKBU3UTaX OJaHKa U Ha SK3EMILIPE, OCTAIOLIEMCS
B Jiesie 0011e00pa3oBaTeIbHON OpraHu3aluy.
16.11. CTpykTypa perucTpalliOHHOTO HOMEpa OTIPABIIAEMOT0 (MCXOASIIET0) JOKYyMEHTa COCTOUT
U3 €ro IOpSAKOBOIO HOMEpa W HMHJAEKCAa Jela 10 HOMEHKJIAType el  LIKOJbL.
16.12. OtnpaBka JOKyMEHTOB IPOU3BOJUTCS IIEHTPAIM30BAHHO DPAOOTHUKAMM KaHIEISIPUU
HIKOJIbI, KOTOPbIE MPOU3BOJAT UX COPTUPOBKY IO crocoOy oTmpaBieHus (MpocTasi, 3aKa3Has,
MeXJlyHapoaHas U Ap.).
16.13. ITucema, TenerpaMmmbl, OTKPBITKH, OaHIEPOIIHU U TIeYaTHbIE U3AAHUS OTIPABIISIOTCS MOYTOH.
@akcorpaMmbl U TenedOHOTPaMMBI  MEPEAArOTCs 1O  KaHajaM  Telne(OHHOH  CBS3H.
16.14. DnexTpoHHbIE COOOIIEHUS OTIPABISIIOTCS € O(UIMATHLHOTO MOYTOBOTO 3JIEKTPOHHOTO
ajzpeca 0011e00pa3oBaTeIbHON OpraHu3anuy.
16.15. [Tucema, TenerpaMMbl, OTKPBITKH, OaHAEPOIH, (haKcOrpaMMBbl, SJEKTPOHHBIE COOOIIECHUS,
HE CBsA3aHHble ¢  pabouyell  JEATENIbHOCTbIO, K  OTIpaBKE HE  IPUHUMAIOTCA.
16.16. IoKyMEHTBI, OTIpaBisieMble CPEICTBAMU MOYTOBOMN CBSA3H MPOXOJIAT:
YIaKOBKY;
ajZipecoBaHue (IpH HaNpaBlIeHUM JIOKyMeHTa Oosiee yeM B 4 aapeca) — B COOTBETCTBUHU C
yKazaTeJeM pacChlIKU, Ha KaKJIOM SK3EMIUIIpE MUCbMa YKa3bIBaeTCs TOJIBKO OJMH aJpecar.
IIPOCTaBJIEHUE CTOMMOCTH IOYTOBBIX YCIIYT;
nepegavy B IOYTOBOE OTJIEIEHUE CBS3H.
16.17. IIpu moAroToBKe U OTIPaBKE MHCEM HEOOXOIUMO YyUUTHIBATh MPaBUIIA, YCTAHOBJIECHHBIE
npuKazoM MHHHCTEPCTBA CBA3U U MaccOBBbIX KoMMyHUKauii P® ot 31 utons 2014 r. N 234 "O0
yTBepkacHUM [IpaBuin okasaHus yciyr o4ToBOM cBs3u".
16.18. JlIokyMeHTBI, OTTIPaBIIIEMbIE€ CPEICTBAMU ITOUYTOBOM CBSI3U B OJIUH aJ[PEC, BKIAIBIBAIOTCS B
OJIMH KOHBEPT.
16.19. HUcxoasine TOKyMEHTHI, MpeJHa3HAYCHHbIE JJIs OTHPAaBKU CpeJICTBaMU (PaKCUMMIbHOMN
CBSI3U, OTHPABJISAIOTCS PAOOTHUKAMU KaHLIEISIPUH 00111e00pa30oBaTeIbHON OpraHU3alty.

17. PazpadoTka 1 BeileHHe HOMEHKJIATYPBI J1eJI

17.1. JlIokyMeHTaIbHBIN (POH]T IIKOJIBI — COBOKYITHOCTB JIOKYMEHTOB, 00Pa3yoNIUXCs B IPOIiecce
€ro JeATeNIbHOCTH. JIOKyMEeHTaIbHBIN (DOHJ| ILIKOJIBI COCTABISIOT JOKYMEHTHI, CO3/IaHHBIE B
o0mieo0pa3oBaTeIbHOM OpraHU3allid U TOJyYEHHBIE €10 B pe3yjbTaTe B3aUMOJICHCTBUS C
OpraHaMM roCyJapCTBEHHOH BIAacTH, OPraHaMU MECTHOI'O CaMOYIIPaBJICHMs, IOPUINYECKUMU U
(bu3NYECKUMU JIULIAMHU.

17.2. HomeHkIaTypa J1en siBJIsieTCsl OCHOBOM (pOpMHUPOBaHUS JOKYMEHTAIBHOTO (OHAA LIKOJBI U
IpeJCTaBIsieT CcOoOOM CHUCTEMAaTH3MPOBAHHBIM IE€peUYeHb 3aroJIoBKOB (HAaMMEHOBAHMM) Jell,
3aBOAMMBIX B IIIKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHUs, U OPOPMIICHHBIH B COOTBETCTBUU C
IIPaBOBBIMU aKTaMM, PEKOMEHIALMSAMU U METOAMYECKHMMM yKa3aHUsMH opraHoB Poccuiickoit
@deneparuy, YNOJTHOMOYEHHBIX B cepe TOCyIapCTBEHHOTO YIPABJICHUS APXUBHBIM [IEJIOM,
JIeJIONIPOU3BOCTBA U IOKYMEHTO000pOTA.

17.3. HoMeHKJ1aTypa J1e1 COCTaBIsAETCSl HA OCHOBE U3yUEHUS MOJI0XKEHU M, UHCTPYKIUI U IIPAaBUJI,
a TaKkKe JAPYruX JOKYMEHTOB, PErjJaMEHTHPYIOIIUX JeATeIbHOCTh 00Ie00pa3oBaTeIbHON



OpraHM3alyi, a Tak)Ke HOMEHKIATyp JeNl 3a NpPEIUIeCTBYIOLUIME TOAbl M JIOKyMEHTOB,
oOpa3zyromuxcs B JESTENIbHOCTH o011eo0pa3oBaTeabHON OpraHH3aIH.
17.4. HomeHkiatypa el UCHOJb3YyeTCs Ui TPYIIUPOBKH UCIOIHEHHBIX JTOKYMEHTOB B Jela,
CHUCTEMaTH3allui U yueTa JIeJ, OMpEeNeJCHUsI CPOKOB MX XPAHEHHUS] W IOUCKA JOKYMEHTOB,
SBIISIETCS. OCHOBOM /ISl COCTABIICHUSI OMMCEN JIeJl MOCTOSHHOTO U BpeMeHHOro (cBeime 10 ser)
XpaHEHHus, a TaKKe M ydera Jeil BpeMeHHOro (1o 10 jer BKIIOYMTENBHO) XpaHEHUS.
17.5. Homenkmnarypa e BBOJIUTCS B JIIEUCTBUE MPUKa30M o IIKOJIE.
17.6. HomeHkJaTypa JieJd TOTOBUTCS B TPEX IK3EMILISAPAX:

e JUIs IOMEIICHUSI B HOMEHKJIATYPHOE JIEJI0 U TOCTOSTHHOTO XpaHEHUs;

e JUIS KICTIOJIB30BAHUS B pab0OTE OTIEIIOM JICTONPOU3BOJICTBA (KaHIIEISIpUEH ),

e JUISl XpAaHEHUS B apXUBE LIKOJIBI.
17.7. 3 HOMEHKIATYyphl JeJ IIKOJIbI OTBETCTBEHHBIM JIMIIOM 32 BEJCHHE JCIIONPOU3BOJICTBA
O(QOPMIISIFOTCSI BBIIUCKU ISl KaXAOTO M3 IMOAPA3JEICHUNA M OTIENOB 00I11e00pa3oBaTeIbHON
OpraHu3aIiu.

18. ®opmupoBaHue 1€ U UX TeKyliee XxpaHeHue. [1oAroToBKa J0KyMeHTOB H /1] K
nepesaye Ha ApXUBHOE XPAHEHHUe

18.1. ®opmupoBaHue 1€l — rpyNIUPOBKA UCIIOTHEHHBIX JOKYMEHTOB B JIela B COOTBETCTBHH C
HOMEHKJIaTypoil Jien o01eo0pa3oBaTeIbHON OpraHu3aluyd M CHCTeMaTHh3alus JOKYMEHTOB
BHYTpPH JIeJIa.

18.2. [lena co AHs UX 3aBEAEHUS JI0 IIepeiadl B apXUB IIKOJIbI WM HA YHUYTOXKEHUE XPAHATCS 110
MecTy X (OPMHPOBAHUSI.

18.3. Ilpuka3pl MO OCHOBHOHM, aIMUHUCTPATUBHO-XO3SWCTBEHHOW, Yy4eOHO-BOCIHUTATEIHHON
JEeSITeTBHOCTH IIKOJIBI, TPYIIITUPYIOTCS OTAEIBHO OT MPUKA30B 110 JIMYHOMY COCTaBY paOOTHHUKOB
U 110 JINYHOMY COCTaBY oOyuaromuxcs (y4auuxcs/BOCIIUTaHHUKOB).

18.4. Ilepenmcka rpynmupyeTrcs 3a MEpUOJ KaJCHIAPHOTO TOJa M CHCTEMAaTH3HPYETCS B
XPOHOJIOTUYECKOH MOCIIeA0BATENTbHOCTH.

18.5. IIpoBepka HAIMYHS ¥ COCTOSIHUS JIOKYMEHTOB U JIENI TIPOBOAMTCS TPH TIEPEMEIIECHUH JIeT,
IpY BO3BpaTe JeJ, IPU PeopraHu3aluy Ui JUKBUIAMH 0011e00pa30BaTeIbHOW OpraHu3aIiHy.
18.6. B apxuB 001eo0pa3oBaTeIbHOM OpraHu3anuu (Jajgee - apXuB) MepearoTcs jena
MOCTOSIHHOT0, BpEMEHHOT0 (cBbIiIe 10 j1eT) CpPOKOB XpaHEHUs U 10 JMYHOMY COCTaBY 4yepes 3 rojia
mociae Toma, B KOTOPOM JOKYMEHTHI OBUIM TOMENICHBI B JIEJIO Ha XpaHEHHeE.
18.7. Ilepenaua JOKYMEHTOB B apXUB IPOU3BOAMUTCS 10 YTBEP)KICHHBIM OIUCAM JIEll.
18.8. [lonroToBKa JIOKYMEHTOB M JIeJl K Mepefade Ha apXMBHOE XpaHEHHE M Ha YHHUYTOKCHUE
OpeaycMaTpuBaer:

e DKCHEPTU3Y LEHHOCTH JOKYMEHTOB;

e COCTaBJICHUE OIHCEH JEJ M0 pe3ysbTaTaM IKCIEePTU3bl UX IEHHOCTH;

e odopmIeHue Je,;

e COCTaBJICHUE AKTOB Ha YHUUYTOXKEHUE JTOKYMEHTOB U JIeJ C MCTEKIIMMH CPOKAMH XPaHEHHS.
18.9. DkcnepTr3a HEHHOCTH JOKYMEHTOB ITOCTOSIHHOTO M BPEMEHHOI'O XPaHEHUS OCYIIECTBIISIETCS
©XKErofHO JHUIOM (JIMLAMH), Ha3HAaYEHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 32
apXUBHPOBAHNE.

18.10. B neno nomeraetcs He 6osiee 250 TUCTOB (TONIIMHA Jejia IPH TOM COCTaBIIsET He Ooliee
4 cm). [Ipu 607BIIIOM KOMHYECTBE JOKYMEHTOB (DOPMHUPYIOTCS ToMa (4acTH) Aena. BHyTpu aena
JIOKYMEHTBI PACIMOJIaraloTcsi B XpOHOJOTMYECKOM IOPSAIKE B COOTBETCTBUM C ONMUCHIO. B nena
TIOMEIIIAI0TCS TOJIBKO WCTIOTHEHHBIE, MIPAaBHILHO oopmieHHBIC TOKYMEHTHI.
18.11. JlokyMeHTBI BHYTPH JIeJIa PACIOJIaraloTcsi CBEpXy BHH3 B XPOHOJOTHUYECKOH, BOPOCHO-
JIOTMYECKOW IOCIEIOBAaTEIbHOCT WM HMX COYETaHUU. PacnopsauTenbHble JTOKYMEHTHI
TPYNIUPYIOTCS B JieNa MO BUAAM U XPOHOJOTMU C OTHOCSIIMMHUCS K HUM THPUIOKECHUSMH.
18.12. JluuHbple KapTOUKH pPAOOTHUKOB (OPMUPYIOTCS B JAeio 1o andaButy GdaMuIui.
18.13. Odopmnenune aena mnperycMaTpuBaeT: oGOpMIIEHHE PEKBU3UTOB OOJIOKKH Jena I0
YCTAHOBJICHHON (hopMe; HyMepalMIO JINCTOB B JIeJle KapaHJAIIOM B BEPXHEM IIPaBOM YTIY;




COCTaBJIEHUE BHYTPEHHEH ONICH JOKYMEHTOB JeJia, MOIUINBKY U neperuiet aena. JIuct 6omapuioro
dbopmaTa, MOAMUTHIA 3a OAWH Kpail, HyMepyeTcs KaK OJHMH JIUCT B MPAaBOM BEPXHEM YTIIy.
JIOKyMeHTBI ¢ COOCTBEHHOUN HyMepallieil JINCTOB, B TOM YHCIIE NIeYaTHbIe U3JaHusl, HyMEpYIOTCS
B 0011IeM MOPSIIKE.

18.14. JIuctel 171, COCTOSAIUX U3 HECKOJIBKUX TOMOB WJIM YaCTEH, HyMEPYIOTCS MO KaXKJI0MY TOMY
WJIM YaCTU OTAEIIBHO.

18.15. Tlocne 3aBepuieHUs] HyMepaluu JUCTOB COCTaBISETCS 3aBEPUTENbHAS HAANUCh, KOTOpast
pacroJiaraeTcsi B KOHIIE JieJia. 3aBepUTesIbHas HAaIIIMCh COCTABIIECTCS B JIeJI€ HAa OTJCIbHOM JIUCTE-
3aBepuTelie Aena.

18.16. B 3aBepuTenpHON HaaMUCU HU(pPaMU U TMPOMUCHIO YKAa3bIBACTCS KOJUYECTBO JINCTOB B
JAaHHOM Jiefie. 3aBepuTeibHas HaJNHCh IMOJANUCHIBACTCS €€ COCTaBUTENIEM C YyKa3aHUEM
pacmiipoBKM TIOJIUCH, TOJKHOCTH W JaThl COCTaBlieHUs. KOJHMYECTBO JHCTOB B el
IpocTaBisieTcss Ha  OOJIOKKE  JieJa B COOTBETCTBHM C  WUTOTOBOM  HAJIUCHIO.
18.17. PexBu3uT "Cpok XpaHeHus jenia" MepeHOCUTCs Ha OOJIOXKKY Jelia U3 COOTBETCTBYIOIICH
HOMEHKJIATYphI JIe]l TI0CJI€ CBEPKH €ro CO CPOKOM XpaHEHHs, YKa3aHHBIM B MEpPEUHE THUITOBBIX
JIOKYMEHTOB WJIH B IIEPEUHE IOKYMEHTOB, 00pa3yIONINXCS B ICITEILHOCTH (DeiepaibHOTO OpraHa,
C YKa3aHUEM CPOKOB XPaHECHHS.

18.18. Ha  pmemax  TOCTOSHHOTO  XpaHEHUs  IHILIETCSA: "XpaHuUTh  MOCTOSTHHO".
18.19. IlpueM nen mpou3BOAUTCS COTPYAHUKOM, YIOJTHOMOYEHHBIM Ha BEACHHE JIEATEIBHOCTH
apXuBa, C MPOCTABJIECHUEM B IBYX IK3EMIUISIPAaX OMUCH J€JI OTMETOK O HAJIMYUU KaXI0To Jena (Ha
KQ)KIOM DK3EMILISIPE OMUCH YKa3bIBACTCS KOJIMYECTBO (DAKTHUECKU MPUHATHIX JIell, 1aTa IpueMa-
nepeaayuu Jei, a TAakKe MOJIUCH apXUBHUCTA U COTPY/IHUKA, IEPEABIIETO Jea.

19. 3aka0unTeIbHbIE MOJI0KEHU

19.1. Hacrostiiast THCTpyKIHs 11O 1€70NPONU3BOJICTBY SBJISETCS JIOKaIbHBIM HOPMATHBHBIM aKTOM
0011e00pa3oBaTeIbHON Opranu3anuu, npuHuMaeTcs Ha OOmemM cobpaHun pabOTHUKOB U
yTBep)KJIaeTcs (BBOAMUTCS B JEWCTBUE) MPHKA30M JUpPEKTopa 00I1e00pa3oBaTeIbHOM
OpraHu3aIiHy.

19.2. Bce n3MeHeHMs U JOMOJHEHUs, BHOCUMBIE B HACTOALIYI0 VHCTPYKIMIO, OPOPMIISIOTCS B
NUCbMEHHOW (opME B COOTBETCTBUHM JIEUCTBYIOUIMM 3aKOHOJATENbLCTBOM Poccuiickoi
denepanuu.

19.3. UHCTpyKIHs MO JETONPOM3BOJICTBY B IIKOJIE MPUHUMAETCS HA HEOIPEIEIEHHBIH CpPOK.
W3MmeHeHns U nonoaHeHus K HCTpYKIIMKY NPUHUMAIOTCS B TIOPSAKE, IPELyCMOTPEHHOM 11.19.1.
Hacrode MacTpykimu.

19.4. ITocne npunatna WHCTpyKUMM (MM W3MEHEHMH M JOTIOJIHEHUN OTIENbHBIX ITYHKTOB U
pa3ziesnioB) B HOBOM peJaKlvy IpeablIyIlas pelakiiis aBTOMaTHUECKH yTpauuBaeT CUITY.



[Tpunoxenue No 1
IIpaBuia oopmiiennsi peKBU3UTOB JOKYMEHTOB

1. Jlnd NOArOTOBKM JOKYMEHTOB IIPUMEHSETCS TEKCTOBBIM pelakTop, oOecrneyrBaroIuil
TpeOoBaHuUs TpagUUECKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bunpl u pasmepsl ucnosnb3dyembix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
NPUOIM>KEHHBIE K HUM.

3. Ilpu noAroToBke TEKCTOB B TaliMLax, [uid oOecreyeHMs Jydlledl 4YuTaeMOCTH JaHHBIX,
JIOITYCKaeTCsl IIPUMEHEHNE mpudTOB BUJIA Arial, pa3MepoB 12,13.
4. Jlnamna3oH HCHOJIb3YEMBIX MEXAYCTPOUHBIX MHTEPBAIOB: OT OJMHAPHOIO /10 IMOJyTOPHOTO.
5. AG3amHbIil OTCTYN TeKCTa JOKyMeHTa - 1,25 cM.

6. 3aroJ0BKH pa3/ieioB M MOJPa3/IesIOB [1e4aTarTCs ¢ a03alHbIM OTCTYIIOM WJIN LIEHTPUPYIOTCS
10 IIMPHHE TEKCTA.

7. MHOrOCTpOUHbIE PEKBU3HUTHI IIEUaTAIOTCA Yepe3 OJUH MEXKCTPOUHBIM MHTEpBaJl, COCTaBHbIE
4acTu PEKBU3UTOB OTIEISIOTCS JIOTIOJTHUTEIILHBIM UHTEPBAJIOM.
8. Eciiu 1OKyMEHT rOTOBUTCS AJISl U3JJaHUs C YMEHbLICHHEM MacluTala, TEKCT Ie4araeTcs yepes
JIBa MHTEpBaJA.

9. UnTepBan mexay OykBamH B cioBax - oObIYHbIN. MHTEepBan Mex 1y clloBaMM - OJUH IpoOe.
10. TexkcT 1oOKyMeHTa BbIPABHUBAETCS 10 IIMPUHE JIMCTA (110 TPaHULAM JIEBOT'O U IPAaBOro MoJiei

JIOKYMEHTA).
11. AnvHa caMoil JUIMHHOM CTPOKU pEKBU3UTA IIPU YIJIOBOM PACIIOIOKEHUN PEKBU3UTOB HE OoJiee
7,5 CM.

12. lyivHa caMo#l JUIMHHOM CTPOKH PEKBU3UTA MPH MPOJOIHLHOM PACIIOIOKEHUN PEKBU3UTOB HE
ooiee 12 cMm.

13. Kox ¢opmbl 1oKymMeHTa

Kox ¢popmbl ToKkyMeHTa TpOCTaBISIeTCS HA YHUPHUIIMPOBAHHBIX (hOpMax IOKYMEHTOB B OCHOBHOM
UCTOJIb3YEMBIX B KaJIpOBOM JOKYMEHTOoOOopoTe IKoibl. Pacnonaraercs ko GpopMbl B IpaBoOM
BEPXHEM yIJly pabodero mojis JOKyMEHTa, cOCTOUT u3 cioB "dopma mo" (HauMeHOBaHUE
Kiaccugukaropa) u nudpoBoro Koza.

[Tpumep - @opma no OKY/] 0301001.

14. HauMeHoOBaHME IITKOJIbI

HammeHoBaHME MIKOJBI JODKHO COOTBETCTBOBATh HAWMEHOBAHUIO FOPHIMYECKOTO JIUIIA,
3aKpEIUVIECHHOMY B €ro yuypeIOuTelbHbIX JOKyMeHTax (YcraBe o001eo0pa3oBaTebHOM
opranmzaiuu). I[log HaWMeHOBaHMEM IIKOJIBI B CKOOKaX YKa3bIBae€TCS COKpalleHHOE
HalMEHOBaHUE 00111e00pa30BaTeIbHON OpraHu3aIiH.

Hayx HanMeHOBaHMEM IITKOJTBI - YKA3bIBAETCS TIOJTHOE HAMMEHOBAHUE BIIIECTOSIIEH OpTaHU3aIiH.
15. CrpaBoyHEbIe IaHHBIE O MIKOJE

CnpaBouHbIe JTaHHBIE O IIKOJIE BKIIOYAIOT B ceOsi: TIOUTOBBIN aznpec, HoMmepa Tenedona, (axca,
azipec IEKTpOHHOU mouThl, koA mmkoabl no OKIIO (mpoctaBnsiercss mo O6mepoccuiickomy

Kiaccudukraropy NPEINPUITHI 51 OpraHu3aINi ), OCHOBHOM rOCYIapCTBEHHbIN
peructpannonusiii Homep (OI'PH), uneHTH(UKaMOHHBIAH HOMEp HAIOTOIUIATENbIINKA/ KO
IPUYHHBI ITOCTaHOBKH Ha HaJIOTOBBII y4er (MHH/KIIIT).

16. HaumenoBanue Buga JOKYMEHTA

PexkBu3UT uWCHONB3yeTcs ISl YKa3aHWs BHJA JOKYMEHTA W PAacIojiaraeTcs IO PEKBH3UTOM
«HAaMMEHOBaHUE 00IIe00pa3oBaTeIbHON OpraHu3anuuy. HanMeHoBaHHWe BHUAAa JOKYMEHTa HE
YKa3bIBACTCs B MHUChMaXx.

17. Jara goKkyMeHTa

JlaToli JOKyMEHTa SIBJISICTCS JlaTa ero IoJIucaHus (MpUKa3, MACHMO, 3alUCKa, aKT W Jp.),
YTBEpKACHUS (MHCTPYKIHUS, TOJIOKEHUE, MpaBuila, PerjJaMeHT, IUIaH, OTYeT W JIp.), COOBITHUS,
3a()UKCUPOBAHHOTO B IOKYMEHTE (ITPOTOKOM).

JlaTa mOKyMeHTa MPOCTABISETCS JOIKHOCTHBIM JTUIIOM, TTOAMMCHIBAIOIINM WU yTBEPKIAIOIINM
JIOKYMEHT, WJM TP PETUCTPAllMM JIOKYMEHTA, WU HEMOCPEJICTBEHHO COCTaBUTEIIEM IIpU




MOJATOTOBKE JIOKyMEHTA (cimyxeOHast 3armcKa, 3asIBJICHUE u ap.).
JIOKYMEHTBI, 3/JaBa€MbIe COBMECTHO C IPYTUMU OpPraHU3alUsIMU JIOJDKHBI UMETh OJTHY (EIHHYIO)
naTy.
Jary nokymeHnTa ohopmMIIsitoT apabCKkuMu udpamMu B MOCIET0BATEILHOCTH:
e JIeHb Mecsla, Mecsll, roA. Jlens Mecsna u mecs ohopMIISIOT ABYyMs TapaMu apabckux uudp,
pa3/ieIeHHBIMU TOYKOI; T - 4YeThIpbMs apadbckumu nudpamu, Hanpumep: 01.12.2017. byksa
"r" mocie nudp HE CTaBUTCS.
e IPHU CIOBECHO-IU(PPOBOM cIrocode OohOpMIICHHS IaThl JIEHb MECSIa YKa3bIBACTCS IMapou
apabckux mudp, roa YeThIpbMs apadckumu mudpamu, Hanpumep: 12 nexkadps 2017 r.
18. PerucrpaiiioHHbIi HOMED JIOKYMEHTA
PerucrpanoHHblii HOMEp TOKYMEHTa MIPOCTABISIETCS B COOTBETCTBUU C CUCTEMON PETUCTPALIUH,
IIPUHATOM B ILIKOJIE.
PerucrpanmoHHblii HOMep NMPUCBAUBACTCS TOKYMEHTY IOCJIE €ro MOANUCAHUS (YTBEPKACHHUS).
Cchuika Ha PEeTUCTPAIIMOHHBIH HOMED " naTy JIOKYMEHTa
Ccbuika Ha UCXOJISIIMI HOMEP U 1aTy JOKYMEHTA aJpecaHTa BKIIOYAeT B Ce0sl peTUCTPallMOHHBIN
HOMEp M JIaTy TOKYMEHTa, Ha KOTOPBIA JTOJKEH OBITh JJaH OTBET.
19. MecTto coctaBneHus (M31aHus) TOKYMEHTA

Mecto cocTaBieHUs WM HW3IaHUs JOKyMeHTa - 'ropox ..." - yKa3blBaeTcs Ha OJilaHKax
IPOTOKOJIOB U aKTOB, COCTABIISIEMbIX B 00111€00pa30BaTeIbHON OpraHU3aIiH.
20. Axpecar

B pexBusute "Anpecar" ucnonabp3yrorcs opuimaibHble HANMEHOBAHUS OPTraHOB I'OCY1apCTBEHHON
U HCIIOJIHUTEIbHOW BJAacTHU, OPraHOB MECTHOI'O CaMOyIpaBJeHMsl, opraHuzanuil. Jlomyckaercs
UCIIOJIb30BaTh O(UIUAIBHO IPUHATHIE COKpAIllEHHbIE HAUMEHOBAHUS OPraHOB IOCYIapCTBEHHOM
U WCIOJIHUTENbHOM  BJIACTH, OPraHOB  MECTHOTO  CaMOYIIPaBJICHUs, OpraHu3alUi.
ITpu ampecoBaHMM OKyMEHTa JOJKHOCTHOMY M YaCTHOMY JIMIY MHHUIMAJIBI CTABATCS IOCIE
bamunuu.

[Tpumep — Pyxosooumento MbOY «Jlocuxunckas COLL»

Damunua U.0.

PexBu3ut "agpecar” mpocraBisieTcsi B BEpXHeW MpaBoil yacTH JJOKyMeHTa (Ha GJIaHKe C YIJIOBBIM
pacrojio’)KeHUEM pPEKBU3UTOB) WM CIipaBa IOJl PEKBU3UTaMM OnaHka (MpU MPOJOJIBLHOM
pacIonokeHNH peKBU3UTOB OsaHKa). CTpOKHM pekBH3MTa "ajpecaT” BBIPABHUBAIOTCS IO JIEBOMY
Kparo WINA LHEHTPYIOTCS OTHOCUTEIBHO CaMOU JINIMHHOM CTPOKH.

20. 'pud yrBEp)IEHUSI JOKYMEHTA

['pud yTBep)aeHUS MPOCTaBISETCS B MPABOM BEPXHEM yriy HoKymMeHTa. CTPOKH pPEKBU3WTA
BBIPABHUBAIOTCS T10 JICBOMY KparO WU HEHTPUPYIOTCS OTHOCUTEIHFHO CaMOM JJIMHHOW CTPOKH.
JIOKyMEHT  YTBEp)KIAeTcsi  JOJDKHOCTHBIM  JIMIIOM  (JIOJDKHOCTHBIMH  JIMIIAMH)  HIIU
pacToOpsIUTEIBHBIM JOKYMEHTOM (TIOCTAHOBIICHUEM, PEIICHUEM, IMPUKA30M, PACTIOPSIKCHHEM).
[Tpu yTBEp>KICHUH TOKYMEHTa AOKHOCTHBIM JIMIIOM TPU( YTBEPIKIEHUS JOIKEH COCTOSTh U3
cioBa YTBEPXJIAKO (0e3 kaBbIuek), HAaMMEHOBAHUsS JOHKHOCTHU JIMIA, YTBEPKIAIOIIETO
JIOKYMEHT, €ro MOIITHCH, HHHUIIHAIOB, bamunnn u JaThl YTBEPKACHHUS.
ITpumep:

YTBEP/IAIO

Hupexmop MBOY Illxona Ne 1238

U.0. amunus

21. [lata

[Ipn yTBepkACHUM JOKYMEHTa HECKOJIbKUMHU JIOJDKHOCTHBIMH JIMIIAMH WX TOJIUCH
pacroJyiaraloTcst Ha OJJHOM YPOBHE.

[Tpu yTBEp>KICHUH TIOKYMEHTA PACTIOPSIUTEIBHBIM JOKYMEHTOM TpU() yTBEPKACHUS COCTOUT U3
cino YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJIEHBI, YTBEPXJIEHA), cornacoBanHoro ¢
HAUMEHOBAHMEM BHJA YTBEPXKIAEMOrO0 JOKYMEHTa, HAaWMEHOBAaHHWS BHJa JOKYMEHTa B
TBOPHUTEIHHOM IaJIeXkKe, €T0 AaThl, HOMEPA.

ITpumep:




VTBEPX/I[EHO
npuxazom MBOY [llkona Ne 1238
om 01.03.2020 MNe 57
22. 3aroioBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJCpKaHWE JIOKyMEHTa. 3arojOBOK K TEKCTYy IIpUKa3a
dopmynupyercs ¢ nmpeiorom "O" ("O06") u oTBevaeT Ha Bompoc "o uem?"):
e mpuka3 (0 yem?) 0 CO3TaHNUH KOMHUCCHU;
e mpuka3 (0 yem?) 00 yTBEpKIECHUH IITATHOTO PACITUCAHUS;
e TCHMO (0 YeM?) 0 IpenocTaBlIeHUH HH(pOpMaITUH.
3aroJoBOK K TEKCTy O(opMIIeTCsl O PEeKBU3UTAMH OJIaHKA CIIEBa, OT TPAHUIIBI JIEBOTO ITOJIS.
HanmeHnoBanue (3arosioBok) MO0 aHHOTAIMS JIOKYMEHTa COCTaBISIETCS aBTOPOM IIPOCKTa
JOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTABIIATHCS, €CITH 00BEM IOKYMEHTA He MPEBbIIACT 4-5 CTPOK.

23. TexcT 1OKYMEHTa
JoxymeHnTsl 00111€00pa3oBaTeIbHOM OpPraHU3allid COCTABIISIOTCS HAa TOCYJApCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pyccKkoM.
TekcT TOKyMEHTa MOKET COJIEPKaTh pa3ieiibl, MOAPA3AeIibl, IyHKTHI, MOAMYHKTHI, HyMEpYyeMble
apabckumMu nudpamu.
B nmpukazax TekcT JOKyMeHTa U3JIaraloT OT [EPBOTO JIUIA €IMHCTBEHHOTO YU CIIA («IIPUKA3BIBAIOY )
B nokymeHTax KOJUIETHAIBbHBIX M COBEIIATEIbHBIX OPraHax OT TPEThEro JUIa €JUHCTBEHHOTO
ymcina: («coOpaHue... PEeLnio)
TekcT mpoTOKOJA H3NIAraercs OT TPETbEero JHIla MHOXKECTBEHHOTO uucia («CIylianmy,
«BBICTYIIHIINY, «TIOCTAHOBYIIN, «PEIITUIIN» ),
B coBMecTHBIX MOKyMEHTaxX TEKCT H3JarailoT OT IEpPBOro JHIIA MHOKECTBEHHOTO YHCIA:
(«TIpuKa3bIBAEM», «PEIIHIIN).
B nenoBbix (cmy>ke0HBIX) MUChMaX UCIONB3YIOTCS (DOPMBI U3ITI0KEHUS:

e OT TMEpPBOTO JIUIA MHOXECTBEHHOTO 4YHCIA («IIPOCUM HAMpPaBUThY, TMPEACTABIsIEM Ha

pPaccCMOTpPEHHED);

e OT TpEeThero muma eAUHCTBeHHOro uucia («Anmunuctpauus OV Illkoma Ne 1238 He
BO3PaKaeT»);

e OT TMEpPBOTrO JUIA E€IUHCTBEHHOrO0 4Hcia («CUUTA0 HEOOXOAMMBIM», «IpeiaJiararo
pPaccMOTPETHY).

CrpaHullbl TOKyMEHTa HyMEpYIOTCSs, HAUMHAsI CO BTOPOI'O JINCTA JOKYMEHTa apaOCKUMHU uppaMu
IOCEPEIMHE BEPXHETO IOJIA.

Tekcr nOKyMeHTa OTAENAETCs OT 3aroJIOBKa JBYMs WM TPEMS MEKyCTPOUYHBIMU MHTEpPBAJIAMU
UCIIOJIb3YEMBIMU B TEKCTE.

24. OTMETKA 0 IPUI0KEHUU

OTMeTKa O TIPHIIOKCHWH HCIIONIB3YeTCs MPU OPOPMIICHHH MHCEM W TPUJIOKEHUH K TUIaHaM,
nporpaMmmanm, OTYETaM, MMOJIOKEHHSAM, MIpaBUIIaM, WHCTPYKIUSM u IPYTUM
JIOKYMEHTaM.

B ncemax oTMeTKa 0 IPUTIOKEHUU 0POPMIISIETCS TTOJ] TEKCTOM MHChMa Ha paccTossHuu 1,25 cMm
OT TPaHMIIBI JICBOTO T0JIs1. ECI mpuitokeHrne Ha3BaHO B TEKCTE IMHChMa, B OTMETKE O MPIIIOKCHAN
YKa3bIBAETCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISPOB MPHUIIOKEHUS, HATPUMED:
Ipunooscenue: na 3 1. 6 1 oxs.

[Ipy HaMUYMKM HECKOJBKUX TPUIOKEHUH, B OTMETKE O MPUIOKEHUH OHU HYMEpYyHOTCH,
YKa3bIBAIOTCS HAMMCHOBAHUS Ka)XJOTO IPHIOKCHHS, KOJIHYECTBO JIUCTOB W KOJUYECTBO
IK3EMILISPOB.

25. I'pud cornacoBaHus NOKYMEHTA
I'pu¢ coryacoBaHusi JOKYMEHTa HCIIONB3YeTCS MPU COTVIACOBAaHMHM JOKYMEHTa C OpraHaMu
BIIACTH, OpraHU3alUsIM{d WIH  JOJDKHOCTHBIMH  JunamMud. OH  COCTOMT W3  CIIOBa




“COI'JTACOBAHO”, nmomKHOCTM JIMIIa, KOTOPBIM COIJIACOBAaH JIOKYMEHT (BKJIIOYas
HAUMEHOBAHHWE OpTaHW3allMu), JUYHOH MOMMUCH, pPACIIU(PPOBKH TOIIMUCH (MHULUAJIOB,
(dhaMUIIMN) ¥ 1aThl COTJIACOBAHUS.

IIpumep:

COIJTIACOBAHO

Jlupexmop MBOY [llxona Ne 1238

H.U. Heanos

01.12.2019

['puc cormacoBaHus B 3aBUCUMOCTH OT BHJIa TOKYMEHTa U 0COOEHHOCTEH ero 0(hOpMIICHUS MOKET
MPOCTABIIATHCS:

e HA [IEPBOM JIUCTE JOKYMEHTa (€CIIU JOKYMEHT UMEEeT TUTYJIbHbIH JIUCT, - HA TUTYJILHOM JIMCTE)
B JICBOM BEPXHEM YTIIy Ha ypOBHE rpua yTBEpKACHUS WIK 110 HAMMEHOBAaHUEM JIOKyMEHTa
OJIMKe K HIDKHEMY TOJIO);

e HA [IOCJICJHEM JIUCTE JOKYMEHTA I10]] TEKCTOM;

e  HA JIUCTE COIJIACOBAHUS, SIBJIAIOLIEMCS HEOThEMIIEMOH YacThiO JOKYMEHTA.

Breminee corimacoBaHue TakKe MOKET OBITh OCYIIECTBJIEHO APYTUM JIOKYMEHTOM - IHCBMOM,
IPOTOKOJIOM, IPUKA30M.

| 26. [Nonmucey
[Tongnuch BKIIOYAET: HAMMEHOBAHUE JIOJDKHOCTH JIMLA, IIOANMUCABILErO JIOKYMEHT, €ro
COOCTBEHHOPYYHYIO  TOANHCH;  pacmu(poBKYy  MOANMUCH  (MHMLOUANBI,  (aMHIIus):
[Tpumep:

Jlupexmop nuunas noonuce U.0.Damunus

Ecmu  nmoxymeHT odopmiieH He Ha OJiaHKe, B HAWMMEHOBAaHUE JIOJDKHOCTH BKIIIOYACTCS
HaMMEHOBaHHE 00111e00pa30BaTEIHLHON OpraHu3aluy (MMoJHOE Ha3BaHUE MIKOJIB). JlomyckaeTcs B
pexBuzute "[loamuch AOKHOCTHOTO Nuia" IEHTPUPOBATh HAMMEHOBAaHUE IOJKHOCTH JIHIIA,
MOIITHCABIIIETO JOKYMEHT, OTHOCHUTEIILHO camoi JUTHHHOH CTPOKHU.
[Tpu moxamucaHuM JOKYMEHTa HECKOJIbKUMHU JOJDKHOCTHBIMHU JUIIAMH Pa3HBIX TOJKHOCTEH HMX
MIOJIIIMCH PACTIONAraroT OJHY IO APYTOW B MOCIIENOBATEIHLHOCTH, COOTBETCTBYIONICH HEepapXun
3aHMMAEeMOU JTOJKHOCTH.

IIpy noxamucaHuM JOKYMEHTa HECKOJBKMMHU JIMIAMHM DPaBHBIX JOJDKHOCTEHM HX MOJANUCU
pacrnosaratoT Ha OJJHOM ypOBHE.

B nokyMeHTax, COCTaBJIEHHBIX KOMHMCCHEW, YKa3bIBAE€TCS CTAaTyC JIMIA B COCTaBE KOMHUCCHUU:
IIPOCTaBJICHUEM KOCOH 4YepThl Iepesl HauMEHOBaHUEM JOJKHOCTU (I00aBIsATh Kakue- JIMOO
IIPUCTABKH).

Ecnu nupekTop MIKOJIBI WM HHOE YIOJHOMOYEHHOE Ha MOANUCAHUE JOKYMEHTA JIMIIO BPEMEHHO
OTCYTCTBYeT (OTIyCK, OOJ€3Hb, KOMaHIWPOBKA) WU JODKHOCTh BaKaHTHA, TO JOKYMEHT
MOAIMCHIBAET  COTPYJHHUK, YIHOJHOMOYEHHBIM Ha MOJANMCAaHWE B  COOTBETCTBHUM €
pacropsaUTEIbHBIM JOKYMEHTOM WJIU HA/IEJICHHBI TOJITHOMOYHSIMHU, YCTAHOBJICHHBIMU IMPUKA30M
LIKOJIbI WM YUYPEIUTENIS,C YKa3aHUEM CBOEU JOJDKHOCTH U IMIOJIHOMOYUS.

PexBusur "[loanucek TOMKHOCTHOTO JHLA" MOKET OBITH 0(OPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (HampuMmep, IpU HaHMCaHUU CIYKEOHOM 3amucku 0e3 MPUMEHEHHS TEXHUYECKHX
CPEJICTB) 1100 oopmien c HCII0JIb30BAHUEM TEXHUUYECKUX CPEJICTB.
B cayuae odopmnenus pexBuszuta "lloammch MOMKHOCTHOTO JuIA" €  HCTIOJIb30BaHUEM
TEXHUYECKUX CPEJICTB BUJ M pazMep MIpHU(Ta YKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYAThCS OT
BUJA U pa3Mepa MIpUPTa OCHOBHOI'O TEKCTA JOKYMEHTA.

PexBusur "lloamuch AOMKHOCTHOrO JsMna" OTAEISAETCS OT TEKCTAa TPEMS WM YEThIpbMs
OJIMHAPHBIMU MEKyCTPOYHBIMA HHTEPBAJIIAMH.



27. Ileyatn

[leuaTs sBISETCS COCOOOM IMOATBEPKACHUS MOMTUHHOCTH MOJIIMUCH JOJDKHOCTHOTO JIMIA HA
nokymMmeHnte. [leyaTh cTaBUTCS Ha JOKYMEHTaX B CITydasix, IPelyCMOTPEHHbBIX 3aKOHOAATEIbHBIMU
WIM NHBIMU HOPMATHUBHBIMU IIPAaBOBBIMU aKTaMHU.

[Teyatp cTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, IPU 3TOM OTTHCK IE€YaTH HE 3aXBaThIBAET
JMYHOW TOJMMCH JOJDKHOCTHOTO JIMIA MOAMUCABIIETO JOKYMEHT, WM B MecTe, 0003HAaUeHHOM
«MID» («MecTo meuaTn).

B noxymeHnTax, HoAroTOBICHHBIX HA OCHOBE YHU(HUIIMPOBAHHBIX ()OPM, TIeYaTh CTABUTCS B MECTE,
o6o3HaueHHOM oTMeTKOM "MII" nmu uHBIM 006pa3oMm.

28. OTmetka 00 UCTIONHUTEIE

OtmeTka 00 ucrnosHuTeNe (aBTOpPE) ITOKYMEHTa MPOCTABISETCS Ha MHCbMAax HIKOJBI B JIEBOM
HWKHEM YIJIy JIMIIEBOW CTOPOHBI MOCJEIHEr0 JIMCTA JOKYMEHTa OT IPaHMIIbl JIEBOTO MOJIS WIIH,
npu OTCYTCTBHUH MecTa, - Ha o0opoTHOMU CTOpOHE BHU3Y clieBa.
OTmeTka BKIIOYAET (haMIIIUIO, UMsI, OTYECTBO HCIIOJIHUTEINSI U HOMEp ero tenedoHa, a Takke
OTMETKa 00 HCIOJHHUTENE MOXKET JOMOJHATHCS HAUMEHOBAHHMEM IOJIKHOCTU U AIIEKTPOHHBIM
aJpeCcoOM HCIIOJIHUTEIIS.

[Tpumep:

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

30. OTmeTKa 0 3aBepeHUH KOIHUH

Jlist moATBEp K IEHUSI COOTBETCTBHS KOMUHU (BBIMUCKH U3 TOKYMEHTA) MOAJIMHHUKY TIOKYMEHTa Ha
MOCJIETHEM JIMCTE KOMHHU (BBIMTUCKU M3 JOKyMeHTa) moj pekm3utoM "lloamucs" odopmisercs
peKBU3UT «OTMETKA O 3aBEPEHUU KOTIHI.

OtmeTKa O 3aBEpEeHHMU KONMMM BKJIIOYAET: CIOBO «BepHO», HaMMEHOBAHHE JIOJKHOCTU JIMIIA,
3aBEpPHBILEr0 KOMHI0, COOCTBEHHOPYUHYIO MOAINHUCH, PaciiM(pOBKY MOAMNMCH (MHULUAIIBI,
(bamMunnio), AaTy 3aBepeHMs KOUU JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBEPEHHUU KOIMUU» MOXKET ObITh odopMIIeHa OT pPYKH HIH C
MCIOJIb30BaHUEM IITAMIIA.

Jlonyckaercs 3aBepATh KaXIblil IMCT MHOIOCTPAHUYHOW KOIIMYU TOKYMEHTA.

31. OT™meTKa 0 MOCTYIIEHUH TOKYMEHTa

OTmeTKa 0 NMOCTYIUIEHMHM JOKYMEHTa COIEP)KUT BXOISALIMI pErucTpaliOHHBIM HOMEpP U Jary
MOCTYIUIEHUsI JOKyMeHTa. JlomyckaeTcss yka3aHHEe 4acOB M MHHYT IOCTYIUIEHUS JIOKyMEHTa C
3aBEPEHUEM TOJIUCAMU 3aNHTEPECOBAHHBIX JIULL.

OTMmeTKa 0 MOCTYIUIEHUH JOKYMEHTa MOXET IPOCTABIATHCS C UCIIOJIb30BAHUEM HITAMIIA.

32. Pe3omntonus

Pe3omonus conepKUT yka3aHHe MO UCIIOJIHEHUIO TIoKyMeHTa. OHa odopmiisieTcss Ha CBOOOHOM
MecTe pabodero moJjs J0OKyMeHTa.

Pe3omronus BritouaeT B ce0si: (paMUITNIO, MHUIIUAJIBI UCIIOTHUTENS (MCIIOJIHUTENEH ), TOpyYeHue
0 JOKYMEHTY, TOANUCH AaBTOpa pE3OJIONUM M JaTy O(QOpPMIICHHS  PE3OJIOLHH.
Pe3omronus, Mo ycMOTPEHHUIO JIMIIA, IAIOIIEro NopyyeHHe, MOKET BKIIIOYATh B ce0sl TaKKe CPOK
VCIIOJTHEHUS IOKYMEHTA.




