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10 J1eJI0NPOU3BOICTBY

1. O6uue mos10:KeHUA

1.1. Hacrosimas MHCTpykiusi 1o AETONPOM3BOACTBY B IIKOJIE pa3paboTaHa B COOTBETCTBHH C
®denepanbHbIM 3aK0HOM OT 29.12.2012 Ne 273-D3 "O6 obpazoBanuu B Poccuiickoit deneparnuu" ¢
n3MeHenusimu Ha 16 anpens 2022 roma, I'OCT P 7.0.97-2016 «Cucrema cTtaHgapToB IO
nHpopmanuy, OUOIMOTEYHOMY U U3JATENbCKOMY Jneny, «OpraHu3alioOHHO-paclopsaAuTeIbHas
NoKyMeHTarus.  TpeOoBanmss K  OQOPMIICHHIO  JIOKyMEHTOB», a Takke  YCTaBOM
00111600pa30BaTEIPHON OPraHU3aliy M APYTUMH HOPMATHBHBIMU MTPaBOBBIMU akTamMu Poccuiickoi
®denepanuu, periaMeHTUPYIOLIUMU AESITeIbHOCTh 00111e00pa30BaTeNbHBIX OpraHu3aIuil.

1.2. Nannas MHCTpYKIMS TO AETONPOM3BOJACTBY B miKoje (manee - MHCTpykums) oOo3HadaeT
MpaBWjia TOATOTOBKA W OQOpPMIIEHHS JTOKYMEHTOB B 00I1€00pa30BaTeIbHON OpraHU3allvu,
ompezeNnseT CTaHAapThl 0OPMIICHHS PEKBU3UTOB, OJaHKOB JOKYMEHTOB, COCTABIIEHUS MPHUKA30B,
MOJIOKEHUI MHCTPYKIIH, a TakKe periiaMeHTUpyeT GopMUpOBaHUE NI U UX TEKyIIee XpaHEeHUE,
MOATOTOBKY JOKYMEHTOB U JIeJl K Iepejadye Ha apXUBHOE XpaHEHUE B 00IIe00pa3oBaTeIbHOM
OpraHu3aIiy.

1.3. UHcTpyKIus 1o 1e10npor3BOCTBY pa3paboTaHa B LIENX YCTAaHOBJICHUS €IWHBIX TPEeOOBaHUI
K TMOJArOTOBKE, O0pa0OTKEe, XpAaHEHUI0 M HCIHOJb30BaHUIO OOpa3yloIuXcsi B ACATEIbHOCTU
o0mieo0pa3oBaTeIbHOM OpraHM3allid M TOCTYMAlIUX B IIKOJIY JOKYMEHTOB, a TakKke
COBEPIICHCTBOBAHUSA W MOBBIIIEHUS 3((EKTUBHOCTH JEIONPOU3BOJICTBAa 00IIe00pa3oBaTeIbHON
OpraHu3aIiy.

1.4. Tlonoxenuss MHCTpYKIMH pacHpOCTPaHSIOTCS Ha OpraHU3alUio padoThl C JIOKYMEHTaMU
HE3aBHUCHMO OT BHJA HOCHTENS, B TOM UHCJIE C OJJIEKTPOHHBIMU JIOKYMEHTaMH, BKIIOUas
MOATOTOBKY, 00pabOTKYy, XpaHEHHWE U UCIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMU C
MTOMOIIBI0 HH(OPMALIMOHHBIX TEXHOIOTHIA.

1.5. Opranuzanuioo, METOAMYECKOE PYKOBOJACTBO, COBEPIUICHCTBOBAHME JEJIONPOU3BOJICTBA U
KOHTPOJIb 3a cOOJItoJiIeHneM HacTosiiel HCTpYKIMK B IIKOJIE OCYHIECTBIISIOT OTBETCTBEHHBIE 3a
BEJICHUE JIETIONPOU3BO/ICTBA.

1.6. IlpaBa u 00s3aHHOCTH pPaOOTHUKOB, OCYIIECTBISIONIMX pabOTy € JTOKyMEHTaMu B
o0m1eo0pa3oBaTenbHON OpraHu3allii, YCTaHABJIMBAIOTCS JOJDKHOCTHBIMH HWHCTPYKIHMSIMHU  HIIA
MIPUKA30M AUPEKTOPA.

1.7. Cegenus, coiepkamuecs B JOKYMEHTaX, MOTYT OBITh HCIOJB30BAaHBl TOJILKO B pabO4mMX
LEJIIX B COOTBETCTBUU C MOJHOMOYMSIMHU COTPYAHHKA, padoTarouiero ¢ JokymeHTamu. Pabora c
JOKYMEHTAaMHU BHE MOMEIICHHWH IIKOJbl HE Jomyckaercs. [Ipu yrpate HOKYMEHTOB MPOBOIHUTCS
ciry’keOHasi MpoBepKa.

1.8. Ilpu yxone B OTIyCK, NepeBoje (IEepeMelleHur) Mo paboTe WIM B CiIydyae YBOJbHEHHUS
COTPYIHUK 00s3aH TIepeJaTb BCE HAxXOJIIMECS y HEro JIOKYMEHTbl HHOMY COTPYIHHKY,
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ONPEJEIEHHOMY B COOTBETCTBUM C YKAa3aHHEM HENOCPEICTBEHHOIO PYKOBOJUTEIS YBOJIbHIEMOTIO,
YXOJISIIIEro B OTITYCK MJIM NIEPEBOSIIETOCA (TIepeMEenaeMoro) o pabore CoTpyIHUKA.
1.9. NncTpykuus obs3aTenbHa it COOMIOICHHS BCeMU pPaOOTHUKAMU IIKOJIbl. BHOBE IpUHSATHIE HA
paboTy COTPYAHMKH, B JOJKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEJCHHE JTOKYMEHTAllMH, B
TedeHue TpEX paboumx JHEH cOo JTHS M3JaHUsS MPHUKa3a O HA3HAYCHUHU Ha JIOJDKHOCTH JIOJKHBI OBITH
03HAaKOMJIEHBI ¢ HacTosmen MHCTpyKyen nox noAuch.
2. IIpaBuJja NoaAroTOBKM M 0(popmJIeHUsI JOKYMEHTOB
2.1. B [JedaTenpHOCTH IIKOJBI CO3/a€TCS KOMIUIEKC OPraHU3allMOHHO PpPacHopsSIUTENbHBIX
JOKYMEHTOB: NPUKa3bl, MMOJ0KEHUS, IPAaBUIIAa, HHCTPYKLUHU, PErJIaMEHThI; IPOTOKOJIbI 3acelaHuit
(coBelaTeNbHbIX, KOOPAMHALMOHHBIX, SKCIEPTHBIX U Jp. OPraHOB), aKTbl, AHATUTHUYECKUE
CIPaBKH, JOKJIaJHbIE W CIy)KEOHbIE 3allUCKU, JOTOBOPHI (KOHTPAKThl, COIJIAIIEHMS), JAEIO0Bas
(cmyxeOHas) Tiepenucka W Jp. COCTABISIOTCA M O(DOPMIISIIOTCS CHEIUaIbHBIE JOKYMEHTHI,
CBA3aHHbIE C IUIAHUPOBAHMEM  O0Opa30BaTENbHON  JESATEIBHOCTM U OCYIIECTBJICHHEM
XO3SIICTBEHHBIX ~MEpONPUATUH, BEJEHHEM Y4eOHO-NEeIaroruuyeckoro y4yera, OpraHu3anuen
JIeJIONIPOM3BOJICTBA 00111€00pa30BaTENIbHON OpraHnu3aliy, 00ecriedeHueM OyXraiTepcKoro yJera.
2.2. JlokyMeHTbI MOTYT CO37aBaThbCsi Ha OyMa)XKHOM HOCHUTEJIE€ W B DJEKTpPOHHOU (opme ¢
coOI0OICHHEM YCTaHOBJIEHHBIX NMpaBUi oQopMIIeHUs JAOKyMEHTOB. [lpu co3manum JoKymeHTa Ha
IBYX M 00Jjiee CTpaHMIIAX BTOPYIO U MOCIEAYIOUIUE CTPAHUIIBI HYMEPYIOT.
2.3. Homepa cTpaHuUIl NpOCTABISIOTCS MOCEPEINHE BEPXHETrO MOJIS JOKYMEHTAa Ha PACCTOSIHUU HE
MmeHee 10 MM OT BepxHero kpas jucrta. Jlomyckaercs co3gaHue JOKYMEHTOB Ha JIMIEBOM H
000pOTHOM CTOPOHAX JIUCTA.
2.4. ITpu IBYCTOPOHHEM CO3JAHUH JTOKYMEHTOB IIMPHUHA JIEBOTO MOJIsI HA JIMIEBOM CTOPOHE JUCTA
Y TIPABOTrO MOJIsl HA 000POTHOM CTOPOHE JIMCTA IOJKHBI OBITH PABHBI.
3. PeKkBU3UTHI IOKYMEHTOB
3.1. Jlmg pEeKBH3UTOB JIOKYMEHTOB, CO37aBaeMbIX B 0O0IIE00pa30BaTEIPHON OpraHU3aINH,
yCTaHaBIWBAIOTCS TpaBuiia u TpedoBanus B cootBeTcTBUU ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA ONMPEEAETCS €ro BUAOM U Ha3HAYEHUEM.
3.3. Ilpu mnoaroroBke W OGOPMIECHUH JTOKYMEHTOB B IIKOJE HCIOJB3YIOTCS CICAYIONINe
PEKBU3UTHI:

e K0J (hOpPMBI TIOKYMEHTA;

e HAMMEHOBAHHUE IIKOJIBI;

e  CIIPAaBOYHBIE JIAHHBIE O LIKOJIE;

e HaMMEHOBaHUE BUJA JOKYMEHTA;

e JlaTa JIOKYMEHTa;

e  pErucTpalMOHHBII HOMEpP JTOKYMEHTA;

e CCHUIKAa HAa PETHCTPAIOHHBIA HOMEP U JIaTy JOKYMEHTa;

e MECTO COCTaBJICHHMs (M3/1aHuUs1) TOKYMEHTA;

e ajpecar;

e rpud yTBEpKICHUS JOKYMEHTA,

e 3aroJIOBOK K TEKCTY;

e TEKCT JJOKYMEHTa;

e OTMETKa O NPHIOKECHUH;

e rpud CornacoBaHUs JOKYMEHTA;

e BU3a;

e  TOAIMMKCH;

e OTMETKa 00 3JIEKTPOHHOM MOAMUCH;

e TI€YaTh;

e OTMETKa 00 HCIIOJIHUTETIE;

e OTMETKa O 3aBEPEHUU KOIINY;

e OTMETKa O MOCTYIUIEHUH JOKYMEHTA;

e  pe3omronus.



4. biaHKH JOKYMEHTOB
4.1. JIokyMeHTHI, cO3/1aBaeMbIe B 00IIE00pa30BaTEIbHON OpraHu3aiuu, 0(OpMIISIOTCS Ha OJIaHKaX,
M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JIncTax Oymaru ¢popmatoB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHBIE BHIBI JOKYMEHTOB (TaONWIBI, CXEMBI, CMETBI) JIOMMyCKaeTcs OQOpMIISITh C
ucrionb3oBanueMm ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBJISIONIME BHYTPEHHIOIO
MEepenucKy, OGOpPMIIIOTCS Ha CTaHAApTHBIX Juctax Oymaru ¢dopmara A4 (210x297 mm) Ge3
HCI0JIb30BAaHUS OJIaHKOB.
4.2. Kaxaplil TMCT T0OKyMEHTa, 0()OPMIIEHHbII Ha OjlaHKe MU 0e3 Hero, JAOJKEH MUMETh I0Ji He
MEHee:

e 20 MM - I€BOC;

e 10 MM - paBoe;

e 20 MM - BepxHee;

e 20 MM - HUKHEE.
4.3. JIoKyMeHThl AIuTeNbHbIX (cBbime 10 J€eT) cpoOKOB XpaHEHUsS JIOJDKHBI UMETh JIEBOE I0JIE HE
Menee 30 mm.
4.4. Bunpl 0JIaHKOB JJOKYMEHTOB, IPUMEHSIEMBIX B IIIKOJIE:

e 0OmIMIi OJIaHK;

e OJIaHK IHCHMA;

e OJaHK KOHKpPETHOTOo BHUAA JOKyMeHTa (OJlaHK NpHKa3a, OJIaHK pacropsHKeHHs, OJlaHK

MPOTOKOJIA U JIp.)

S. Ilpuka3sbl
5.1. Tlpukazamu oQOPMIISIOTCS pEIICHHs] IO ONEPAaTUBHBIM, OPTaHWU3AIMOHHBIM, YYEOHBIM,
KaJIpOBBIM U JIpYT'MM BONIpOcaM pabOThI IIKOJIBI.
5.2. IIpoekTbl NpPHUKA30B TOTOBST OTBETCTBEHHbIE HCIOJIHUTENN HA OCHOBAHUU IOPYUYECHUU
IUpeKTopa, ero 3amectuteneid. [IpoekTbl mMpuKa3oB MO JIMYHOMY COCTaBy TOTOBHT
JIeTIOTIPOU3BOIUTETb.
5.3. B mpukaszax TeKCT u3iaraercs oT rnepBoro juia enuactBeHHoro uncia («[IPUKA3BIBAIOy).
5.4. Tekct mpuKaza MOXET COCTOSNTh M3 JIBYX YacTe: KOHCTaTUpyoIIed (mpeamOysbl) H
pacnopsaIUTeNbHOM.
5.5. B KkoHcTaTHpymollell 4YacTh KpaTKO U3JararoTcsl 1eld W 3anaud, (akTel U coObITHS,
MOCIYKUBILIME OCHOBAaHUEM JJI M3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B nemsax",
"B cootBerctBun", "Bo ucnomnenune", u T.1. Ecnu mpuka3 u3gaeTcs Ha OCHOBAHUM JPYTroro
JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBAeTCsl HANMEHOBAHUE 3TOT0 JOKYMEHTa, €ro JaTa,
HOMep u 3arosioBok. [IpeamOyra B mpoekrax npuka3zoB 3aBepiraercs cioBoMm «[IPUKA3BIBAIOy,
KOTOpOE MevyaTaeTcs 3arjiaBHbIMA OyKBaMH.
5.6. PacniopsiaurenbHas 4acTh JOJKHA COJAEPXKATh MEPEUUCIICHUE MPEANUChIBAEMbIX JIEHCTBUM ¢
yKa3aHUEM HCIOJHUTENs KaxXJ0ro MACWCTBUA U, MPH HEOOXOJWMOCTH, CPOKOB HCIIOJTHEHHS.
PacniopsinuTenbHast 4yacTh JENUTCS HA MYyHKTHl U MOJIMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [IeiicTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh IEPEYUCIICHBI B OJJHOM ITyHKTE.
5.7. B xadecTBe WCIIOJIHUTENEHW YKAa3bIBAIOTCS 3aMECTUTENH IUPEKTOpa, MpeacerareNd Win
PYKOBOJIUTENN PabOUUX Ipynn (KOMHCCUN).
5.8. Ecnu mpuka3 u3MeHseT paHee U3IaHHbI JOKYMEHT (ITYHKThI IOKYMEHTa), TO OJMH U3 IMYHKTOB
pacmopsaUTEeNFHON YacTH TeKCTa JOKEH COAEepkKaTh CChUIKY HA M3MEHSIEMBI JTOKYMEHT (IyHKTHI
JOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpa U 3arojioBKa.
5.9. Ecnu mpuka3 oTMEHsIeT ACWCTBHE paHee W3JaHHOTO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONIPENIETICHHOM aThl, TO OJUH U3 IIYHKTOB PACIOPSAUTEIbHON YaCTH TEKCTa JIOJKEH HAUYMHATHCA
cinoBamu "llpu3HaTh yTpaTUBIIMM CHIly...", Jajee yKa3bIBaThbCsl J1aTa, HOMEP M 3arojIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTa), a TaKXkKe JaTa, ¢ KOTOPOM OTMEHsIETCS ero JIeHCTBUE.
Ecnu npata He yka3zaHa, TO JeWCTBHE paHee H3JAHHOTO JOKyMEHTa (IIyHKTHI JOKYMEHTA)
OTMEHSIETCS C JaThl U3aHK HOBOTO MpHUKa3a.
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5.10. Ecnu npuka3 oTMEHsIeT paHee U3JaHHbI JOKYMEHT C MOMEHTA U3/1aHus, TO OJUH U3 IIyHKTOB
pacnopsiANTENIbHOM YacTH TEKCTa JOJDKEH HayMHaThCsl ciaoBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTa, HOMEP U 3aroJI0BOK paHee W3/1aHHOTO TIOKyMEHTA.

5.11. Ecnu nmpuka3 mpeamnoJiaracTcsi BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3JaHus, HEOOXOIMMO
yKa3aTb CpPOK BBEIEHHs ero B nencrBue. [locimenHuil MyHKT pacnopsiAMTENIBHOW Y4acTH MOKET
COJIep’KaTh CBEJCHUS O JIOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJHEHUEM
IIpHUKa3a.

5.12. Ilpuka3sl NOANMCHIBAIOTCS TOJIBKO JAMPEKTOPOM 0011e00pa3oBaTeIbHON OpraHu3aluu WIN
PabOTHUKOM, HCTIOTHSIOIIHUM €ro 00sS3aHHOCTH.

5.13. OTBEeTCTBEHHOCTh 3a 00ECIEUYEeHNE CBOEBPEMEHHONW M Ka4eCTBEHHOM MOJTrOTOBKHU IPOEKTOB
MPUKa30B U HMX COIJIAaCOBaHME C 3aMHTEPECOBAHHBIMM pPAOOTHUKAMU W OpPraHU3alUsSMU HECYT
aBTOPBI MPOEKTA MPUKA3a.

5.14. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IMPHUKa3aM IO MOPAIKY HOMEPOB B Ipenenax
KaJIEHJapHOTO ro/a.

5.15. Jlata peructpanuu mpukasa siBJIsSeTCs JaTOUW ero Mo muCaHusl.

6. IlpaBuJa, M0J105KeHUS, MHCTPYKIHH

6.1. TlpaBmia — HOpPMATUBHBIN aKT, OMPEIEISIONNNA TOPAIOK KAKOTO-TMOO BUIA NEATEILHOCTH,
YCTaHABJIMBAKOUIMNA WIIH 3alPENIAONINI ONPEIeICHHOE MOBEJCHHUE.

6.2. [lonoxeHne — HOPMATUBHBIN aKT, JETAILHO PErJIaMEHTUPYIOIINI TPaBOBOM CTATyC, MOPSIIOK
OpraHM3aliy U MpoLEeaypy KaKoro-iImoo Buaa e TeIbHOCTH.

6.3. UHCTpyKIMSI — HOPMATUBHBIN aKT, M3JaBa€MbIii B IENISIX Pa3bsICHEHUS W OIpPEACIICHUS
MOPsIIKa TPUMEHEHHUsI COOTBETCTBYIOLIEIO HOPMATHBHOIO aKTa JIMOO C LIETIbI0 YKa3aHUsS HOPM O
croco0ax BBITIOIHEHHUS OTIPEICTICHHBIX OTIeparyii (IeHCTBUIA).

6.4. [IpaBuia, Moj0XKeHUs, MHCTPYKIIUN NPUHUMAIOTCS (B 3aBUCUMOCTH OT BHJa JIOKyMEHTa) Ha
VYopasnsomeM coBeTe, 3acenaHusix [Ipodcoro3HOro KOMHUTETa IIKOJBI U YTBEPXKIAIOTCS
JTUPEKTOPOM.

6.5. TlopsaoK MOATOTOBKH MPOEKTOB MPAaBUJ, MOJIOKEHHS, MHCTPYKLIHUHU COOTBETCTBYET OOIIEMY
MOPSIIKY MOJArOTOBKU MPOEKTOB MPUKa30B 00111€00pa30BaTEIbHON OpraHnu3aluu.

6.6. TekcT mpoekTa MOJIOKEHHs, MPaBUI, MHCTPYKIMM IeyaTaeTcss Ha YHUCTOM JIUCTe Oymaru
dbopmata A4.

6.7. OTIUUUTETHLHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MTOJI0KEHHS, HHCTPYKLIUU SBIISIOTCS:

e TOYHOCTbH MPUMEHSAEMBIX GOPMYIUPOBOK O€3 MUCHOJIB30BAHUS CJIOB M MOHITHUMA, UMEIOIIUX
MHOYECTBEHHBIN CMBICIT,

e HCIOJb30BAaHHE KOPOTKUX MPEUIOKEHHUH, OOIIENPUHSTHIX BBIPAKEHUH U CBS30K, IPH
HEO0OXOIMMOCTH - MPEIBAPUTENILHOE OIpPEICICHHE HCIOIb3yEeMbIX MOHSATHH, COKpAIICHUIA,
ab0peBHaryp;

e OINHCaHUE BCEX BO3MOXKHBIX BApUAHTOB COOBITUHA M COOTBETCTBYIOIIMX UM BapUaHTOB
NEUCTBHI, T.€. MOJTHOTA MPEeACTaBICHUS HHPOPMAIIHH;

e CTPYKTYPUPOBAHHOCTb TEKCTa C LEJIbI0 JOCTMKEHUS HaWIydlled MO0CiIe10BaTeIbHOCTH
W3JI0KEHUS MaTepuaa;

e MHHHMMH3AIUS TEKCTa C MOMOUIBIO MPUMEHEHHs] 0000IIeHi (0030pOB MpeInoIaraeMblx
NeVCTBHI) U IPUMEHEHUE TIepedyrcleHu (3a/1a4, 9TarnoB, YCIOBUN U T.1I.).

6.8. B 3aBHCHMOCTH OT CJI0O)KHOCTH U 00beMa pa3pabaThiBAEMBbIX MPaBUII, TOJIOKEHHSI, THCTPYKLIUU
- TEKCT OKYMEHTa JEJINTCS Ha TJIaBbl, IIyHKTHl ¥ MOAIYHKTHI. | J1aBbl JOJKHBI UMETh HA3BAHHS.
Hymeparus npousBouTcs apabCKUMH Huppamu.

7. IIpoToko. 3aceqanus (CoBelIaHuUs)

7.1. IIpoTOKOT — JIOKYMEHT, B KOTOPOM (UKCHUPYETCsI XOJ OOCYKIECHUS BOMPOCOB U MPUHATHS
peleHuit Ha coOpaHMsIX, COBEIAHUAX, KOH(DEPEHIMIX U 3aCeJaHUIX KOJUIETHAIbHBIX OPTaHOB.

7.2. TlpoTtokon 3acenaHus (COBEIIAHMS) - (Jajiee - MPOTOKOJI) O(GOPMIIAETCS Ha YHCTOM JIUCTE
Oymaru gopmara A4.

7.3. PexBU3UT - "TeKcT JOKyMeHTa". PEKBU3UT COCTOUT M3 JBYX YacTEil: BBOAHON U OCHOBHOM.



7.4. Bo BBOAHOM  dYacTM  YKa3bplBAIOTCA  MHUIHUAIB,  (aMWIMH U JOJDKHOCTHU
IIpe/ICEAATENbCTBYIOIIEr0, CEKPETapsl, IPUCYTCTBOBABIINX HA 3aC€laHUU U, IPU HEOOXOAUMOCTH,
JIUL, TPUTJAIICHHBIX Ha 3aceaHue (COBEIIaHHe).
7.5. BBojgHas uyacTb NPOTOKOJA 3aKaHUYMBAETCS IIEPEYHEM PpPacCMATPUBAEMBIX BOIIPOCOB,
MEPEYHCICHHBIX B TOPSAKE WX 3HAYUMOCTH C YKa3aHHEM JOKJIAAYUKa 10 KaxIOMY
paccMmarpuBaeMomy Bompocy. Bompockr popmymnupyrorcs ¢ mpempiorom "O" ("OG6"), medararorcs oT
TPaHUIIBI JIEBOTO TOJIS K HyMEPYIOTCS apaOCKUMH HU(PaMH.
7.6. OcHOBHasl 4yacTb INPOTOKOJIA COCTOUT U3 Pa3/EiOB, COOTBETCTBYIOIIMX PAcCCMaTPUBAEMBbIM
BOIIPOCAaM U MX HyMEpaluu.
7.77. TekcT mHpOTOKOJA H3JAraercs OT TPEThEro JiMIAa MHOXKecTBeHHOro uucna ("caymanu",
"BoicTynun", "nmocranoBunn", "pemmaun").
7.8. IIpoTOKOJ MOANUCHIBAETCS JIMIIOM, IPEACEIaTEeNbCTBOBABIINM Ha 3ace€JaHUM (COBEIIAHUN), U
ceKpeTapéMm 3aceaHus (COBEIaHus).
7.9. Tlpu OTCYTCTBHM CEKpeTapsi 3aceJaHWs, B TOM YHCJIE TPH MPOBEACHUU ONEPATHBHBIX
COBEILlaHUH, TOMYCKAaeTCs MOANNCAHUE TIPOTOKOJIA TOJIBKO MPEACENaTeNbCTBYIOIMIUM.
7.10. Tekct mpoTokona IOJKEH ObITh MOJATOTOBJIEH HE IMO3JHEE TPeX JIHEH co JHS 3acelaHus.
[IpoekTsl  COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJA BH3HPYIOTCS  JOJDKHOCTHBIM  JIHIIOM
OTBETCTBEHHBIM 32 MOJITOTOBKY.
7.11. [lata npoToKoJ1a JOKHA COOTBETCTBOBATH THIO TPOBECHUS COBEIIaHM (3ace1aHus).
7.12. Konuu mOpOTOKOJIOB pPacChUIAKOTCS 3aMHTEPECOBAHHBIM OPraHU3alUsAM M JIOJKHOCTHBIM
JUIIAaM B COOTBETCTBUHU C yKa3aTeJIeM pPACChUIKH, KOTOPBIA COCTaBJSET CEKpeTapb 3acelaHus
(coBemanus).
8. Ilnan
8.1. Ilman — MOKyMEHT, YCTaHABIMBAIOUIUNA MIEPEUCHb HAMEUYEHHBIX K BBITIOJIHEHUIO MEPOTIPHUATHUH,
UX MOCIIEI0BATENbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJHUTEIIEH.
8.2. Ilman odopmisiercss Ha Jnucrte Oymaru ¢opmata A4 ¢ HCIOIB30BAHHEM  CIIEAYIOIINX
PEKBU3UTOB:

e HAaMMEHOBAHHE IIKOJIbI;

e rpu¢ yrBep>KAEHUS JTOKYMEHTa,;

e JiaTa JOKYMEHTa;

e  PEruCTpPalIOHHBI HOMEP JOKYMEHTA;

e HAaMMEHOBaHHE BHUJA JOKYMEHTa;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTa;

e HAaMMEHOBaHHE JJOJUKHOCTH;

e  IOJIUCH.
8.3. PexBusut — "Tekct qokymMeHTa" odopMIisieTcs B BUE TaOIUIlBI ¢ Tpadamu:

e HOMEp IyHKTa IUIaHa;

e HAaMMEHOBaHUE MEPOIPUATHS;

e  CPOK HUCHOJHEHUS;

e  HCIOJHMTEINb;

e IpUMEYaHUE.
9. Otuer
9.1. OTueT — JOKYMEHT, COJepXKaluil CBEJCHUS O Pe3yJbTaTax JesITeIbHOCTH 3a ONpe/IeNeHHbIN
NIEPUO/1 BPEMEHH, BBITIOJTHEHUN MEPONPUATH, MOpYUYEHUH, 3a/laHHi, MJIaHOB.
9.2. OtueTsl, MpeNOCTaBIsiEMblE B OpPraHbl IOCyJapCTBEHHON BJIACTH (B TOM 4HCIIE B OpraHbl
rOCyJapCTBEHHOM  CTaTUCTMKM) W  HUMEIOIIME  YCTAaHOBJEHHYIO  IPAaBOBBIMH  aKTaMH
rOCyJapCTBEHHBIX OPraHOB (OPMY, CO3JAIOTCS MO YCTaHOBJIEHHOW rOCYJapCTBEHHBIMH OpraHaMu
(dopme U B ornpeieIEHHOM UMH MOPSIKE.
9.3. Otuérhl, MpeAoCTaBisieMble COTPYAHUKAMHU IIKOJbI B XOJ€ BHYTPEHHETO B3aMMOJEHCTBUS,
CO3/IAI0TCsI 110 MPaBHJIaM, YCTAaHOBJICHHBIM JUISL CO3JIaHUSI CTY)KEOHBIX 3aIHCOK.
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9.4. Otuersl odopmisitoTcsi Ha Jymcre Oymarn Qopmara A4 ¢ HWCHONB30BAHUEM CIIEAYIOIIHX
PEKBHU3UTOB:

e HAWMEHOBAHUE IIKOJIBI,

e JlaTa IOKYMEHTa;

e  PErHCTPAIMOHHBIN HOMEpP JTOKYMEHTA;

e HAMMEHOBAHME BHUJA JIOKYMEHTA;

e  3aroJIOBOK K TEKCTY;

e TEKCT JJOKYMEHTA;

e OTMETKa O NMPHIOKEHUH (IpU HAJINYHH);

e HAMMEHOBAHHE JIOJDKHOCTH;

e  TIOJIIUCH.

9.5. B Tekcre oTu€ra B 00s3aTENbHOM MOPSAIKE JOJKHO COJIEP’KAThCS YKa3 Ha JIEATEIbHOCTD,
MEpOTPUSTHE, BBIJIAHHOE TOPYYCHHUE, 3aJaHue, MYHKT IJIaHa, MOJUICKANIUN BBITIOJHEHUIO, U
pe3ynbTaT O BBIMOJHEHWH, B TOM 4YHCJIE C YKa3aHHEM Ha COOJIOJCHUE WIM HapyIICHUE
WCTIOJHUTENBCKON  AUCIMIUIMHBI, YCTAHOBJIEHHBIX CPOKOB UCIOJHEHMS U HaJJIexariee
IpelocTaBleHue  HH(OpMalMKM, HEOOXOAWMBIX  MaTepualoB  (MPOEKTOB  JOKYMEHTOB)
COMCTIOJTHUTEIISIMHU (TIPH YIaCTUH HECKOJIBKUX MCTIOJIHUTETIEH ).

10. ITncb™mo

10.1. [TucpMa roToBATCS Kak:

e OTBETHI O BBIIIOJTHCHUU TIOPYUYCHHH BBIIECTOSIINX OPTAaHOB UCIIOTHUTEIHHON BIACTH;

e OTBETHI HA 3aMPOCHI OPraHU3ANNN, TPEINPUITANA U YACTHBIX JIUIT;

e HWHWIIMATUBHBIC TUCHMA.

10.2. Cpoku OArOTOBKM OTBETHBIX MHUCEM:

e C KOHKPETHOW JaTOW MCHOJHEHUS, YKa3aHHOW B JOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHUM C pE30JIIOLMENH JUPEKTOpa W €ro 3aMecTUTeNeil Ha OCHOBaHUH
YCTaHOBJICHHBIX CPOKOB HCIIOJHEHMsI TOPYYEHH, 3alpoCcOB MM IO PEIICHHIO aBTOpa
PE30ITIOIHH.

10.3. TekcThl OTBETHBIX MHCEM JIOJIKHBI TOUHO COOTBETCTBOBAThH 3aJaHUM, 3a()MKCUPOBAHHBIM B
pesomoruu. CpoKky MOATOTOBKM MHULIMATUBHBIX MHCEM OIPEAETSIOTCS CaMOCTOSTEIbHO aBTOPOM
MPOEKTa MUChMa C YYETOM HEOOXOAUMOCTH pelICHHs] KOHKPETHBIX 3a/1a4 U (UJIH) B COOTBETCTBHH C
TpeOOBaHUAMU 3aKOHOAATENHCTBA, MOPYUYECHUSIMU HEMOCPEICTBEHHOTO PYKOBOIUTEIS.

10.4. IIucrMma neyaTaroTcst Ha O1aHKe MUChMa 00I1e00pa3oBaTeIbHON OpraHU3allui.

10.5. JlonmomHUTENbHO K pEKBU3UTaM OJaHKa NHcbMa Mpu OGOPMIICHHHM IMHCEM B IIKOJE
UCIOJIb3YIOTCS CIEIYIOIINE PEKBUZHTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHJIOKECHHU;

e BU3a;

e  TOJIHCH.

e OTMeTKa 00 UCTIOJTHUTETIE.

10.6. IIpu odopmiennu muchbMa Ha ABYX M 0oJiee CTpaHMIIAX BTOpasi U MOCIEAYIOUIUE CTPAHUIIBI
HYMEpYIOTCsI OCepeIMHEe BEPXHETo MOJIs JINCTa apaOCKUMU U pamH.

10.7. IlucpMa NOANUCHIBAECT AUPEKTOP WM PAOOTHUKH, YIIOJIHOMOUYEHHBIE TPHUKA30M.

11. Cay:xeOHble 3alIUCKH

11.1. B menax ocyiiecTBICHHS B3aWMOJICHCTBHS MEXIY COTPYIHHKAMH B paMKax BHYTPEHHErO
JOKYMEHTOO0OpOTa B IIKOJIE MPUMEHSIOTCS cayXeOHble 3anucku. CiykeOHbIe 3allMCKU SBISIOTCS
CIPaBOYHO-WH(OPMAIIMOHHBIMU  JIOKyMEHTaMHU. ABTOpaMHU CIYKEOHBIX 3allUCOK SBISIOTCS
COTPYIHHKHU 0011e00pa30BaTeNbHON OpraHu3aIuu.

11.2. CmyxebHas 3aIIMCKa MOKET COCTABIIATHCS MO YKA3aHUIO PYKOBOJCTBA WM 10 WHHUIIMATHUBE
KOHKPETHOTO COTPYTHUKA.

11.3. TIpu oopmieHnn cnyxebHON 3amucku 0(hOPMIISIOTCS CIEAYIONNE PEKBU3HTHI:



e ajpecar;

e JlaTa IOKYMEHTA;

e HAaMMEHOBaHUE BUJA JOKYMEHTAa;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NMPWIOKEHUHU (IpU HAIUYHUH);

e HaMMEHOBAHUE JIOJKHOCTH;

e  TIOJINCH.
11.4. CrmyxeOHbIe 3aMCKA MOTYT CO3/1aBaThCcs Ha OyMa)KHOM HOCHTENE W (W) B AJIEKTPOHHOU
dopme.
12. loBepeHHOCTH
12.1. JloBepeHHOCTh BBIIAETCS COTPYAHUKAM IIKOJIBI W OodopMIIseTcs IO IpaBujaM,
YCTaHOBJIEHHBIM Hacrosiuied WMHcTpyknueit g mucem, ¢ ydy€ToMm TpeOOBaHUM I'paKIaHCKOTO
3akoHosarenbeTBa Poccniickoit denepanvii U HACTOAIIETO pa3jena.
12.2. TlpoekT JOBEpEHHOCTH TMOATOTABIMBAETCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JOBEPEHHOCTh OYyJEeT BblJJaHa, [10CJI€ YeT0 HANpaBJsIeTCs Ha MOAIHUCH.
12.3. JloBEpeHHOCTh MOANMMUCHIBAECTCS JTUPEKTOPOM WM JIMIOM, OCYIIECTBISIOIIMM €TI0
MOJTHOMOYHST (MCIIOTHSIONMM O0S3aHHOCTH), W CKpEIUIIeTCA TedaTrhio 00I1eo0pa3oBaTeaIbHON
OpraHu3aliy.
13. JIoroBopbl, corjianmeHusi, KOHTPAKTHI
13.1. JloroBopsI, coriamenusi, KOHTPAKTHI (JIajee - JOTOBOPHI) MOATOTABINBAIOTCS B COOTBETCTBHH
¢ TpeOOBaHUSMHU T'PAKIAHCKOTO, TPYIOBOTO, OFOPKETHOTO U MHOTO 3aKOHOaTeIbcTBa Poccuiickoit
@denepanyv, B 3aBUCHUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOLIEHUH U 0053aTEIbCTB
CTOPOH.
13.2. TIpoekT pmoroBopa TOJATOTABIUBAETCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YOPABJISAIONIAM) C Y4€TOM HEOOXOIMMOCTH CBOEBPEMEHHOTO W KAadeCTBEHHOTO OOCCIICUCHHS
WCTIOJTHEHUSI CBOUX MOJTHOMOUHNH (00s3aHHOCTEH, (PYHKIIHIT), TOTHOMOYHUH IITKOJIBI B IIETIOM.
13.3. IIpoekT moroBopa TOJArOTABIUBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIPaBISIOUIUM) COBMECTHO CO CIEUUAIUCTOM, K QYHKIHAM (IIOJTHOMOYHSAM) KOTOPOTO OTHOCHUTCS
pelIeHre BOIPOCOB, SBISIOLIUXCSA MPEIMETOM JIOTOBOPA, WM UHBIM COTPYIHHKOM MO HPSIMOMY
YKa3aHHUIO TUPEKTOopa o01ieo0pa3oBaTeabHON OpraHu3alim.
13.4. HeobxonuMas 1j1si HOJATOTOBKU MPOEKTa I0TOBOpa MH(OpMaIHs coOupaeTcs OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABJISIOUIMM) B MOPSAIKE paboyero B3auUMOACHCTBHS C Y4ETOM MpaBUIL,
YCTaHOBJICHHBIX HacTosied MHCTpyKIuen.
14. IIpuHUHMNIBI OPraHU3ANMH JOKYMEHT0000pOTA
14.1. B 1okyMeHTOOOOpOTE BBLACTSIOTCA CIEAYIOIME JAOKYMEHTOMOTOKH: IOCTYHAroas
JOKyMeHTanusi  (BXoJsmiasi), OTHOpaBisiemas JOKyMeHTanus  (MCXOAsIas), BHYTPEHHSA
JOKYMEHTAIHSI.
14.2. B cocraBe BXOIfIIeH U HUCXOMASIICH TOKYMEHTAIIMM MOTYT BBIACIATHCS JOKYMEHTHI,
MOCTYIUBIINE W3 BBHIIMIECTOSIINX, MOAPSAIHBIX, MEAUIIMHCKUX U JAPYIMX OpraHu3alii, OpraHoB
MECTHOTO CaMOYITpaBJIeHHUs, 0OpallleHus TPaxK/IaH.
14.3. OOpaieHusi TpaxkJaH pPETUCTPUPYIOTCS M (HOPMUPYIOTCS B JielNa OTAETBHO OT JAPYrux
JOKYMEHTOB 00111€00pa30BaTeIbHOM OpraHU3aI1H.
14.4. B mkone gocTaBKa M OTIpaBKa JOKYMEHTOB OCYILECTBIISETCS CPEICTBAMH MOYTOBOM CBA3M,
AIIEKTPOHHOW CBS3M, a TaKXKe IO CUCTeME JJIEKTPOHHOro JoKyMeHToobopoTa (manee - COJI). C
MIOMOIIBIO TIOYTOBOM CBSI3M B 00I€00pa30BaTEIbHYI0 OPraHU3alMI0 JOCTABISAETCS MHCbMEHHAs
KOPPECTIOH/ICHIIUS B BUJIE MIPOCTHIX MUCEM, 3aKa3HBIX MHCEM, IOUYTOBBIX KapTOUeK, OaHaeposieil u
MEJIKUX MaKeTOB, a TAK)KE MeYaTHbIC U3/IaHus,.
15. IlepeuyHast 00padoTKa NOCTYNAKOIIMX JOKYMEHTOB
15.1. JloKyMeHTBI, MNOCTYNAIOUIME B IIKOJY, MEPEAAOTCd Ha PErucTpalyio CEKpeTapro
0011e00pa30BaTeNbHON OpraHu3aluid M MPOXOJAT MEPBUUHYI0 00pabOTKYy B JEHb MOCTYIUICHUS,
IIPU MOCTYIUIEHUHU B Hepabouee BpeMs - Ha cleayromuil pabounii aenb. [Ipu nepBuuHoii 00paboTke
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JOKYMEHTOB IPOBEPSIETCS MPaBHIBHOCTh aapecoBaHus. OMMOOYHO MOCTYNMUBLINE JIOKYMEHTHI
MEPECHIIAIOTCS MO MPUHAIISKHOCTH WM BO3BPAIIAIOTCS OTIPABUTEITIO.
15.2. JoxymenTsl, noctynusine ¢ ormerkamu "Cpouno", "Bpyunts Hemennenno", "OnepatuBHo",
HE3aMEJITUTENBHO MPOXOIAT MEPBUUHYI0 00pabOTKY M JAOKJIAABIBAIOTCS AUPEKTOPY WM B CIIydae
€r0 OTCYTCTBHUS — 3aMECTUTEIIIO JUPEKTOPA M0 HATIPABJICHUIO ACATEIBHOCTH.
15.3. TloctynuBmIue TenerpaMMbl IPUHAMAIOTCS TI0]] MTOAMUCH C MPOCTABICHUEM JIaThl U BPEMEHU
npreMa, pEruCTPUPYIOTCS IO TEM JKe TpaBUiiaM, YTO B MTUChMA.
15.4. DnexTpoHHBIE COOOIICHUS, alpeCOBAaHHbIC TUPEKTOPY WM HAIpPaBJICHHBIC B aJIpec IIKOJbI,
pacrevyaTsIBalOTCA U JTOKJIAABIBAIOTCS AUPEKTOPY WM B CIy4ae €ro OTCYTCTBHSI — 3aMECTHTEIIO
TUPEKTOpA.
15.5. DnexTpoHHbIE COOOIIEHHUS, 3aBEPEHHBIC AIEKTPOHHOMN TMOIIMUCKHIO, TIOJIekKaT 00paboTKe 1o
MpaBHIIaM, IPEAYCMOTPEHHBIM TS TIOCTYTIAIOMIEH (BXOISIICH) TOKYMEHTAIUH.
15.6. IloctynuBmias (BXxojsiias) IOKYMEHTAllUs paclpeiessieTcsi Ha pPEerucTpupyeMble U He
MOJIIeKAIINE PETUCTPAIIH JJOKYMEHTHI.
15.7. He nojyiexxat perucrpanuu:

e TIPHUIJIACUTENbHBIE, TO3APABUTEIBHBIE MMChMA U TeJIETPAMMBI;

e OWMIJIETEHI;

e IUIAHBI ¥ IPOTPAMMBI CEMUHAPOB, KOHPEPEHIINN U IPYTUX MOT0OHBIX MEPOTIPHATHH;

e JOKYMEHTHI TIO0 OYyXTaJTepCKOMY VyYETy, MaTepHaIbHO-TEXHUYECKOMY OO0ecIeueHuIo,

TUTAHOBBIC M (PUHAHCOBBIE JOKYMEHTHI, TIOCTYHAIOIINE 0€3 COTPOBOAUTEIBHOTO MHCHMA,

e peKIaMHBbIe, KOMMEPUYECKHE MPEUIOKEHHUS, B T.4. IIOCTYITHBIIUE TI0 AJIEKTPOHHOH 1OYTe;

e TIEYATHBIC U3AHUS;

e MHCHbMa C IOMETKOU «JIMYHOY.
16. Perucrpamusi, y4eT M PaccMOTPEeHHE PYKOBOAMTEJIeM TMOCTYNAMMX (BXOASIIIHAX)
AOKYMEHTOB
16.1. TlocrynuBimue (BXOASIIME) IOKYMEHTBI PETUCTPUPYIOTCS TOJBKO TIOCIAE WU TEPBUYHOM
00pabOTKH M HE3aBUCUMO OT CIIOCO0a UX TOCTaBKH.
16.2. Peructpanus — npocTaBjieHUE B HH)KHEM MPABOM YTy MEPBOTO JIUCTA JOKYMEHTAa OTMETKH
O TIOCTYIJICHMM C YyKa3aHHWEM JaThl IMOCTYIUIGHHS M BXOJSILEr0 PETrUCTPAMOHHOIO HOMEpa
JOKyMEHTa C o00s3aTeNbHOM 3amuChi0 B JKypHal PErUCTpalldd MOCTyMaromeil (Bxonasmieil)
nokyMeHTanuu. CTpyKTypa perucTpaiioOHHOTO HOMEpa, MOCTYMAamero (BX0OAIIero) J0KyMeHTa,
COCTOUT M3 €T0 MOPSIKOBOTO HOMEpa.
16.3. Perucrtpauus BcexX NOCTYNUBIIUX (BXOASIIMX) JOKYMEHTOB IPOMU3BOJAUTCSA B Ipezenax
o0miero JOKyMEHTONOTOKa. JIOKyMEHTBI, MOCTYNUBIIME B IMIKOJIY IO KaHaiaMm (aKCUMUIbHOU
CBsI3H, 00pabaThIBAIOTCS U PETUCTPUPYIOTCS B 00IIEM HOPSIKE.

Texct mnocrynuBmiel TenedOHOrpaMMbl — 3allMCHIBACTCS B KypHAlle PErUCTpaluu

TeneoHorpaMM U reyaTaeTcs Ha JIucTe Oymaru AJis epeaud Ha pacCMOTpPEHUE.
16.4. Tloctynatoiue (BXoAALIUE) JOKYMEHTHI MEPEAAOTCsS HA PACCMOTPEHHE PYKOBOACTBY TOJIBKO
MOCJIe UX PETUCTPALUU U TPEIBAPUTEIHLHOTO PACCMOTPEHHS.
16.5. JIokyMeHThI, MOCTYNHBIINE B 0OLICO0pa30BaTeNbHYIO OpraHMU3alfio, MO0 BOIpOcaMm, He
TpeOYIOIIMM  PAacCMOTPEHHs] AUPEKTOpa, HAIMpPaBIAIOTCS pPaObOTHHUKOM OTBETCTBEHHBIM 3a
JeTIOTIPOU3BOICTBO LIKOJIBI HEMOCPEACTBEHHO UCIIOIHUTEINIO 3a1poca.
16.6. JIupeKkTop B pe30JIIOLUH ONPEIEIAET JIUL, OTBETCTBEHHBIX 33 UCIOJIHEHUE JOKYMEHTA, U JaeT
uM nopyueHue. CekpeTaph IIKOJIbI TepelaeT JOKYMEHT Ha HCIOJHEHHE.
16.7. IloJuIMHHUK AOKYMEHTa C Pe30JIIoLUe pyKOBOAMUTEN 001e00pa3oBaTeIbHON OpraHu3auu
HanpaBJsIeTCsl UCTIOJHUTEITIO.
16.8. Ilpyu HamMuUM HECKOJBKUX HWCHOJHHUTENEH MOJUIMHHUK JOKYMEHTa IepelaeTcs TOoMYy
UCTIOJIHUTENI0, KOTOpPBIH B COOTBETCTBMM C YKa3aHUSIMHM 110 HCIOJHEHUIO  SBIISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCTIOHUTEIH MOJIy4atoT KOMHUIO JOKYMEHTA.
16.9. TlomnMHHUK JOKYMEHTa, KOTOPBIA MCIOJHAETCS HECKOJBKMMM JIOJDKHOCTHBIMU JIMLIAMH,
M0JTy4aeT OTBETCTBEHHBIN NCTOTHUTENb. OCTaIbHBIM UCHIOTHUTENSIM MIEPEJA0TCS KOIHH.
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16.10. WMsroroBneHue KOMUM JOKYMEHTA [UIsi TIE€peladyd COMCIOJHUTENSIM OCYILECTBIISICTCS
cekperapeM o0I1eo0pa3oBaTeIbHOM OpraHU3aIUu.
16.11. Pe3onronust COOEpHKUT:

e yKa3aHHWE 1O WCIOJHEHHUIO, COJAEp)Kallee KpaTKoe ONUCAaHHE HEOOXOJUMOTo JUIs

HCIIOJTHCHUS ACHCTBUS,
e YKa3aHME Ha CpPOK, B TEYEHHE KOTOpPOro JMOO A0 HUCTEUEHHUs KOTOPOro HEOOXOIUMO
WCIIOJIHUTD IPEIIUCAHHOE IEHCTBUE;

e JIMYHYIO MTOAINUCH aBTOPA PE3OJIIOLINN;

e JIaTy IIPOCTABJIEHUS PE30JIIOLIH.
16.12. VYkazanue Ha CpOK, B TE€UEHHE KOTOPOTrO JMOO JO HMCTEUYEHUS] KOTOPOro HEOOXOIUMO
WCIOJIHUTh NPEANHCAHHOE JEHCTBUE, MOKET HE BBIPAXKAaThCS KOHKPETHOM NIaToW U cojaep:KaTb
BBIPA)KEHUS: "B YCTAHOBIIEHHBIN 3aKOHOM CpPOK" U T.II.
16.13. Pe3osnonust muieTcst Ha CBOOOAHOM OT PEKBU3UTOB MECTE IEPBOTO JINCTA TOKYMEHTA.
16.14. B ciydae, korjia pe3oionus apecoBaHa HECKOJIBKUM COTPYJIHUKAM, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JOKYMEHTa B 1IE€JIOM SIBISETCS COTPYOHHMK, yKa3aHHBIH MEpPBBIM (BEPXHHUM), JHMOO
COTPYIHHK, B OTHOILIEHUH KOTOPOTO CJIEIaHa IOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.
17. Opranuszauus pa6oThl ¢ OTHPaBJsieMbIMH (MCXOASIIMME) TOKYMEHTAMU
17.1. Jlo mpemocTtaBieHHs MPOEKTa OTIPABIAEMOro (MCXOJISALIEr0) JOKyMEHTa Ha MOAMNKCH
JUPEKTOPY WM HWHOMY YIOJHOMOYEHHOMY B YCTAaHOBJIEHHOM THOpPSAKE Ha MOJMHCAHUE JIUILY
OCHOBHOI HCIIOJIHUTEIh MPOBEPSET MPAaBUIBHOCTH O(QOPMIIEHUS OTHIPABIAEMOT0 (HMCXOSIIETO)
JOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTosmed MHcTpykuuu.
17.2. Tlpu NOArOTOBKE OTMPABISAEMOro (MCXOSIIEro) JOKYMEHTa Kak OTBETa Ha MOCTYMHMBIIMM
(BXoAsAIIMi) NOKYMEHT MWCHOJHHUTEIb NPUKIAIBIBAET K IMOATOTOBICHHOMY MPOEKTY BXOISIIUI
JOKYMEHT.
17.3. IIpoeKThl OTHPABISIEMBIX (MCXOIANINX) JOKYMEHTOB C YIETOM COOJIIOICHUS YCTAaHOBJICHHOTO
B PE30JIIOLMH CPOKA MCIIOJIHEHHS TEPEJAt0TCs OTBETCTBEHHBIM UCIIOJHUTEIEM Ha MOANMCaHHE.
17.4. TloanucanHbie OTHpaBisieMble (MCXOISIINE) TOKYMEHTHI, IEPEIAIOTCS CEKPEeTapro, KOTOPhIi
OCYILIECTBISICT IMPOBEPKY KOMIUIEKTHOCTH M  COOTBETCTBUSL ~ KOJHMYECTBA  SK3EMIUIIPOB
OTIIPABIISAEMOI0O (MCXOJIAIIEr0) JOKYMEHTa CIIMCKY PACCBUIKH, a TAKXe MPABUIBHOCTh O(hOpMIICHUS
JOKYMEHTA COIIACHO HACTOSIIIEH HHCTPYKLIUH.
17.5. B cnyyae HapyumieHHs KOMIUIEKTHOCTH WJIM COOTBETCTBHUSA KOJIMYECTBA, a TaKXKe
IIPAaBUIBHOCTH O(QOpPMIIEHUS JOKYMEHTa COIVIACHO HACTOAIIEH HWHCTPYKLUHU OTIpaBiIsieMble
(ucxosue) JOKyMEHTbl He3aMeAIUTEIbHO BO3BPALAIOTCS OTBETCTBEHHOMY MCIIOJIHUTEIIO WU B
cllyya€ OTCYTCTBHSI OTBETCTBEHHOI'O MCIIOJHHTENS €ro HENOCPEICTBEHHOMY PYKOBOIUTEIIO TS
yCTpaHEHUs HapyIIEHUH.
17.6. JlokyMeHTBI mociie UX MOANUCAHMUS IUPEKTOPOM MM HHBIM YHOJHOMOYEHHBIM JIUIIOM
NEePEeaaloTCsl CEKpeTapro Uil PEruCTpalii U OTIPABKU.
17.7. Perucrpanus oTnpaBiIsieMbIX (MCXOJAIINX) JOKYMEHTOB OCYILECTBIISETCS MOCIE MPOBENCHUS
IIPOBEPKH KOMIUIEKTHOCTH U COOTBETCTBHUS KOJMUYECTBA 3K3EMIUIIPOB, a TaKXKe IMPABHIBLHOCTH
o(GopMIICHHS OTIIPABIAEMOT0 (UCXOASIIET0) JOKYMEHTA.
17.8. Peructpamus co374aBaeMbIX JOKYMEHTOB OCYIIECTBISIETCS B JIGHb IOJIUCAHUSA WIH
YTBEPKJeHHU JTM00 Ha cleayrouuil pabounii 1eHb.
17.9. CBeneHus 0 perucTpUpyeMbIX OTIPABIIAEMBIX (MCXOAAIINX) JOKYMEHTAaX BHOCITCA B JKypHal
perucTpanuu oTIpaBiseMon (McXosmeil) JOKyMEeHTaIUH.
17.10. PeructpaliluoOHHBIA HOMEp U JaTa OTHPABISIEMOro (MCXOJIAIIEr0) TOKYMEHTa MPOCTaBIISAIOTCS
Ha TOJUIMHHHUKE JOKyMEHTa B PEKBM3MTaxX OJlaHKa M Ha HK3EMIUIApE, OCTAIoLIEeMCs B Jiene
0011e00pa30BaTeIbHOM OpraHu3aIuHy.
17.11. CtpykTypa perucTpalioOHHOTO HOMEpa OTIPABIIAEMOTO (HCXO/IIEro) TOKyMEHTa COCTOUT
U3 €ro MopsAIKOBOTO HOMEPA.
17.12. ITucpma, TenerpaMMbl, OTKPHITKH, OaHAEPOIH U TIeYaTHbIE U3JIaHHsI OTIPABIISIOTCS OYTOM.
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17.13. DnekTpoHHBIE COOOIIECHHUS, CKAHUPOBAHHBIC MUChMa, MUChMA, TIOIHCAHHBIE AIEKTPOHHON
MOJANUCHIO,  OTHPABISAIOTCS € OQHUIMAIBHOTO  IOYTOBOTO  3JIEKTPOHHOTO  ajpeca
0011e00pa30BaTeIbHON OpraHU3aIUH.
17.14. TluceMa, OTKpPBITKH, OaHAEPOIH, AJIEKTPOHHBIE COOOILICHHS, HE CBS3aHHBIE C padoueit
JEeSITENIbHOCTBIO, K OTIIPaBKE HE PUHUMAIOTCSI.
17.15. JlokyMeHTBbI, OTIPABIIIEMbIE CPEACTBAMHU [TIOYTOBOM CBSI3U MPOXOAT:

e  YIAKOBKY;

e ajpecoBaHue (IIpU HAIMpaBICHUU JOKYMEHTa OoJjiee ueM B 4 ajapeca) — B COOTBETCTBUU C

yKa3aTeJleM pacChUIKU, Ha Ka)KJIOM 3K3EMIUISIpE MUCbMa YKa3bIBa€TCsl TOJILKO OJIMH ajipecar.

e [iepeaavy B IOYTOBOE OTAEICHHUE CBS3U.
17.16. Ilpu nmoAroToBKE M OTIpaBKE MHCEM HEOOXOAMMO YUUTHIBAThH IpaBUia, YCTAHOBIIEHHBIE
prKa3oM MuHHCTEpCTBA CBSI3M U MaccoBbIX KOMMYyHHKaIMil P® ot 31 urons 2014 r. N 234 "O06
yrBepkaeHnn [IpaBui oka3aHus ycayr HOYTOBOU CBA3H'.
17.17. JJIokyMEeHTBI, OTIpPAaBJISIEMbIE CPEACTBAMU MMOYTOBOM CBSI3M B OJMH AJIpEC, BKJIAIBIBAIOTCS B
OJIMH KOHBEPT.
18. Pa3paGoTka u BeeHre HOMEHKJIATYPHI e
18.1. JloxymeHTabHBIN (HOHM IIKOJIBI — COBOKYITHOCTh JOKYMEHTOB, 00Opa3yIOIIUXCs B MIPOIIECcCe
€ro JAeATe’abHOCTU. JlOKyMeHTanbHbIH (DOHJI IIKOJBl COCTaBISAIOT JOKYMEHTBHI, CO3/IaHHBIE B
o0muieo0pa3oBaTeIbHON OpraHM3alMi W IOJYYEHHbIE €10 B pe3ylbTare B3aHMMOJCHCTBHUS C
OpraHaMH TOCYJapCTBEHHOM BIIAaCTH, OpraHaMHd MECTHOIO CaMOYIPAaBIICHUS, IOPUAMYECKUMU U
(bU3MYECKUMU JHUIAMH.
18.2. HomeHkiaTypa Jien siBisieTcss OCHOBOM (POpPMHpPOBAHUS JOKYMEHTAJIBHOTO (DOHAA IIKOJbI U
MPEACTABISIET COOOM CHCTEMAaTH3UPOBAHHBIM TIEPEUYCHb 3aroJIOBKOB (HAMMEHOBAHHM) JIed,
3aBOJMMBIX B IIKOJE, C YKa3aHHEM CPOKOB HX XpaHEHMs, U OQOPMIICHHBII B COOTBETCTBHU C
IIPAaBOBBIMU AaKTaMH, PEKOMEHJALMAMH M METOAWYECKHMH YKa3aHHAMH OpraHoB Poccuiickoin
@enepanuy, YINOJIHOMOYEHHBIX B c(epe ToCyJapCTBEHHOIO YIPABICHHUS AapXUBHBIM JIEJIOM,
JIeTIOTIPON3BOCTBA U IOKYMEHTOO0OpOTA.
18.3. Homenkiiatypa Aen COCTaBIISIETCS HA OCHOBE M3YUYEHHUS MTOJIOKEHUI, MHCTPYKIIMH U TTPaBUIL, a
TaKXKe JPYruX JOKYMEHTOB, pErJIaMEHTUPYIOIIUX JESITEIbHOCTh  0O0I1e00pa3oBaTeIbHOM
OpraHM3aluy, a TaKkKe HOMEHKIATyp Jel 3a NPEJIIeCTBYIOUIME TOAbl M JOKYMEHTOB,
o0Opa3yroIuxcs B JeSITeIbHOCTH 00111e00pa30BaTenbHOM OpraHu3aluy.
18.4. HomeHknatypa [eJl UCHOJB3YETCs Ul I'PYyNIHUPOBKH HCIIOJIHEHHBIX JOKYMEHTOB B JI€Ja,
CUCTEMATH3alMM U yJeTa Jell, OIPEICIICHUs CPOKOB UX XPAaHEHUS U IIOMCKA JOKYMEHTOB, SIBJIACTCS
OCHOBOH /7151 COCTaBJICHUS ONHUCEH JIesl OCTOSIHHOTO U BpeMeHHoro (cBbiie 10 neT) xpaHeHus, a
TaKXe [yl ydeTa JieJ BpeMeHHOro (710 10 J1eT BKIIOYUTEIbHO) XpaHEHHs.
18.5. HomenknaTypa es BBOJAUTCA B IEUCTBHUE MPUKA30M IO LIKOJIE.
18.6. HomeHknarypa Aaes rOTOBUTCS B TPEX IK3EMILIAPAX:

e U IOMEUIEHUS B HOMEHKJIATYPHOE J€JI0 U IOCTOSIHHOTO XpaHEHMUS;

e JUI UCHOJb30BAHUSA B paboTe;

e JUIS XPAaHEHHUS B APXUBE IIKOJIBI.
18.7. I3 HOMEHKJIATyphl JIeJl IIKOJIbl 0(OPMIISIOTCS BBITUCKU I KQXA0T0 M3 MOJApa3JeeHU 1
OTJENIOB 0011e00pa30BaTENbHON OpraHU3aIHH.
19. ®opmupoBaHue aeJ U UX TeKyuiee XxpaHeHue. [1oaroToBka 10KyMeHTOB M /1eJ1 K nepeaade
HA apXHBHOE XpaHEHHUe
19.1. ®opmupoBaHue Aea — IPYNNHPOBKA MCIIOJIHEHHBIX JTOKYMEHTOB B JieJa B COOTBETCTBHUHU C
HOMEHKJIaTypoil aen o0ieoOpa30BaTeIbHOM OpraHu3alMyi U CUCTEMaTU3alus JOKYMEHTOB BHYTPH
nena.
19.2. Jlena co nHA UX 3aBEACHU 10 MEPENAaYN B apXUB LIKOJIbI UM Ha YHUUTOKEHUE XPAHATCA 110
MeCTY X (POPMHPOBAHHUS.
19.3. Tlpuka3pl 1O OCHOBHOH, aJMMHUCTPATHUBHO-XO3SHCTBEHHOM, Yy4eOHO-BOCHHMTATENLHON
JEeATEIbHOCTH IIKOJIbI, TPYIIUPYIOTCS OTAENBHO OT MPHUKA30B MO JUYHOMY COCTaBy paOOTHUKOB M
10 JIMYHOMY COCTaBY 00ydarouxcs (yJaluxcs/BOCIUTAHHUKOB).
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19.4. Tlepenucka rpynnupyercst 3a IEpUOJ KaJICHIAPHOTO TOJla W CHUCTEeMAaTH3UPYeTCs B
XPOHOJIOTHYECKOM MOCIIEIOBATEILHOCTH.

19.5. IIpoBepka HaNMYUS U COCTOSIHUSL JOKYMEHTOB U JIeJI IPOBOJAUTCS MPH MEpEMELICHUN Jell, TPU
BO3BpATe JIeT, PU pEeopraHu3aIiy WU JIMKBUIAUU 0011e00pa30BaTeIbHON OpraHu3aIuy.

19.6. B apxuB o00mieo0pa3oBaTenbHOM OpraHu3anuu (Jajiee - apxXWB) TEpelaroTcs jela
MMOCTOSTHHOTO, BPEMEHHOTO CPOKOB XpaHEHHS U IO JIMYHOMY COCTaBy 4epe3 3 roja mocie roja, B
KOTOPOM JIOKYMEHTBI ObLIHM IMOMEIIEHBI B JIEJIO Ha XpaHECHHE.

19.7. Ilepenaya TOKyMEHTOB B apXUB IMPOU3BOIUTCS MO0 YTBEPKACHHBIM OIMUCAM JEII.

19.8. TloaroroBka JOKYMEHTOB U i€l K IepeAaue Ha apXWBHOE XPAHEHHWE U HA YHUYTOXKECHHE
MpEeAyCMaTPUBACT:

e DKCIIEPTHU3Y IIEHHOCTH JIOKYMEHTOB;

e COCTaBJICHUE OIMMCEH JIeN MO Pe3ysibTaTaM dKCIEPTU3bI UX IEHHOCTH;

e odopmIIeHUE JEIT;

e COCTaBJICHHE aKTOB HA YHUUYTOXXCHHUE JJOKYMEHTOB U JIEJI C HCTEKITUMHU CPOKAMH XpaHEHUS.
19.9. DkcnepTu3a HEHHOCTH IOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XPaHEHUsl OCYIIECTBIISETCS
€XKEroHO JUIOM (JIMIIaMHu), HAa3HAYCHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHPOBAHHUE.

19.10. B neno momenaercst He 6osee 250 aUCTOB (TOMIIMHA JIea TIPU STOM COCTaBJISIET He Oolee 4
cMm). [Ipu GONBIIOM KOJTMYECTBE NOKYMEHTOB (OPMHUPYIOTCS ToMa ("acTw) jaena. BHyTtpu pgena
JOKYMEHTBI PACIOJIAraloTCsl B XPOHOJOTHYECKOM TOPSIIKE B COOTBETCTBHHM C OMHCHIO. B mema
MTOMENIAIOTCS TOJIBKO UCTIOJIHEHHBIE, PABIIIBHO 0(OPMIICHHBIE TOKYMEHTHI.

19.11. JlokyMeHTBl BHYTpH J€Jia PacHojararoTcsi CBEpXY BHHU3 B XPOHOJOTMYECKOM, BOMPOCHO-
JIOTUYECKOM TOCTEeNIOBAaTENIbHOCTH WJIM HMX CcOoYeTaHuu. PacmnopsiiuTenbHble  JOKYMEHTHI
IPYNIUPYIOTCS B Jiefia 0 BUJAM U XPOHOJIOTHUHU C OTHOCSIIIUMUCS K HUM MPUIIOKEHUSIMH.

19.12. JInynsble Aena paOOTHUKOB XpaHATCS MO ajaaBUTy haMUIHA.

19.13. Odopmnenue nena mnpegycMarpuBaeT: O(OpPMIIEHHE PEKBU3UTOB OOJIOKKH Jiena IIo
YCTaHOBJIEHHOW (opMe; HyMepalMio JIMCTOB B JeJie KapaHJallloM B BEPXHEM IPaBOM YTy,
COCTaBJIEHUE BHYTPEHHEH OMUCU JOKYMEHTOB JieJia, MOIIIMBKY U meperuieT aeia. JIuct 60ab1moro
dbopmara, MOAIMIUTHIA 3a OJUH Kpal, HymMepyeTcsl KaKk OJUH JIMCT B IMPAaBOM BEPXHEM YIIy.
JlokyMeHTBI ¢ COOCTBEHHOM HyMepaluel JHCTOB, B TOM YKCJIe NIeYaTHbIe U3JaHus, HyMEPYIOTCS B
o01eM mopsiike.

19.14. JIuctsl 1en, COCTOAMX U3 HECKOJIbKUX TOMOB MJIM YaCTel, HyMEPYIOTCS 10 KaXJA0OMY TOMY
WM YacTH OTAEIBHO.

19.15. Tlocne 3aBepiieHUsi HyMepaluu JUCTOB COCTAaBJISETCS 3aBepUTENIbHAs HAANKUCh, KOTOPAs
pacrojiaraercs B KOHIIE Jefia. 3aBepUTeIbHas HAIHUCh COCTABISETCS B Jiejie Ha OTAEIbHOM JIMCTe-
3aBepuTene Jena.

19.16. B 3aBepuTenbHON HagmUCH HUQPpPaMU U MPOIMUCHIO YKA3bIBAETCS KOJIMYECTBO JIMCTOB B
JAHHOM Jiesie. 3aBepuTeNbHAas HAANUCh MOANHUCHIBACTCS €€ COCTaBUTEIEM C yKa3aHUEM
pacmiupoBKM TMOAMKCH, TOJHDKHOCTH W JaThl cocTaBieHHud. KonudecTBo HMCTOB B Jiene
MIPOCTAaBIISETCS Ha 0OJIOKKE JIeNia B COOTBETCTBUU C UTOTOBOM HAJMHCHIO.

19.17. PexBusut "Cpok XpaHEHHUs Jeia" MEepEeHOCUTCS Ha OOJIOKKY Jielna M3 COOTBETCTBYIOLIECH
HOMEHKJIaTypbl JIeJl TOCIE€ CBEPKU €ro CO CPOKOM XpPaHEHHUs], YKa3aHHBIM B IEPEYHE TUIIOBBIX
JOKYMEHTOB HJIU B MEpPEYHe JOKYMEHTOB, OOpa3yIOIIUXCs B JEATENBHOCTH (heqepaibHOro opraHa,
C yKa3aHHUEM CPOKOB XPAHEHHMUS.

19.18. Ha nenax mocTostHHOrO XpaHEHUs NUIIETCS: " XpaHUTh IOCTOSIHHO .

20. 3aka0unTeNbHbIE MOJI0KEHUS

20.1. Hacrosmas MHCTpYKIMS 10 AETONPOU3BOJICTBY SIBISETCS JIOKATHbHBIM HOPMATUBHBIM aKTOM
o0mieoOpa3oBarenbHOl  Oopranu3anyu, npuHUMaeTcss Ha OOmem cobpaHuu pabOTHUKOB H
yTBepkaaeTcs (BBOAUTCA B ICHCTBHUE) MPUKA30M JIUPEKTOpa 00IIe00pa3oBaTeIbHOM OpraHu3aIiy.

20.2. Bce u3MeHeHUs U JOTMOJIHEHUs, BHOCHUMBIE B HacTosimyr WHCTpykiuioo, oGopMmisitorcs B
MUCBMEHHOU (popMe B COOTBETCTBUU ACUCTBYIOIINM 3aKOHOIaTeNIbcTBOM Poccuiickoit denepanuu.



12

20.3. WHcTpyKuMsi mo AEJONPOU3BOACTBY B IIKOJE NPUHUMAETCS Ha HEOINPEAEICHHBIH CpOK.
N3menenust u nononHeHus: K MHCTpyKIIMM NPUHUMAIOTCS B MOPSJKE, MpeaycMOoTpeHHOM 11.19.1.

Hacrosuen MacTpykuuu.
20.4. Tlocne npunstuss WUHCTpyKIMu (MM W3MEHEHUM M JIOMOJHEHHM OTIEIbHBIX MYHKTOB U

pa3ziesioB) B HOBOM peakllUy MPEabIayias peaakiius aBTOMAaTHUYECKH YTPAUUBAET CHITY.
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Tpunoowcenue Ne 1

IIpaBunia
o(popMiIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jlns DNOArOTOBKM JIOKYMEHTOB IPUMEHSIETCS TEKCTOBBIM pPENAaKTOp, OOeCcrneunBaonni
TpeOoBaHUs TPaPUUECKOTO BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pasmepsl ucnoib3dyeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HUM.

3. Ilpu moAroToBke TEKCTOB B TabnuUax, sl OOecreueHus Jydlled 4YUTaeMOCTH JaHHBIX,
JOTIyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

4. lnana3oH UCIOJIb3YEMbIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJJUHAPHOTO /10 MOJIYTOPHOTO.

5. AG3anHbIi OTCTYN TEKCTAa JOKyMEHTa - 1,25 cm.

6. 3aroJIOBKM pa3zesioB U MOJpa3esioB MeyaTaoTcs ¢ ad3alHbIM OTCTYIIOM WM LIEHTPUPYIOTCS O
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI I€YATAIOTCA YE€pe3 OJUH MEXKCTPOUYHBIH WHTEpBaJl, COCTABHBIE
4acTHU PEKBU3UTOB OTIEISIOTCS JIONOJHUTEIbHBIM HHTEPBAJIOM.

8. Ecnu JOKyMEHT TOTOBHUTCS Ui M3JAaHUS C YMEHBbUICHHEM Maclutada, TEeKCT IedaTaeTcsl yepes
JIBa MHTEpBaja.

9. UnTepBan Mex 1y OykBaMu B CJIOBax - 0ObIYHBIN. MIHTepBan Mexay cioBaMU - OJHMH MIPOOEII.

10. TexcT HOKyMEHTa BBIpaBHUBAETCS M0 HIMPUHE JiMCTa (TI0 TpaHULIaM JIEBOTO U MPaBOTO IMOJIEeH
JOKYMEHTA).

11. Jlnuna camo#l JUIMHHOW CTPOKH PEKBU3WTA MPHU YIIIOBOM PACTOJOKCHUH PEKBU3UTOB HE OoJiee
7,5 cm.

12. JInuHa camMOil NJIMHHOW CTPOKH PEKBU3UTA IMPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa ¢opmbl 1oKyMeHTa

Koz ¢opMmbl nokymMeHTa IpOCTaBIsETCA HA YHU(PHUIMPOBAHHBIX (pOpMax TOKYMEHTOB, B OCHOBHOM
UCIOJb3yeMBbIX B KaJpOBOM JIOKyMEHTOoOOpoTe HikoJibl. Pacnonaraercs koj (opMmbl B MpaBOM
BEpXHEM yIriIy paboyero moJyisi IOKyMEHTa, COCTOMT u3 cioB "dopma mo" (HaMMEHOBaHHE
kinaccudukaropa) u nuPpoBOrO KOja.

Ilpumep - @opma no OKY/] 0301001.

14. HanMeHOBaHME IIKOJIBI

HaumeHoBaHue MIKOJBI JOHKHO COOTBETCTBOBaTh HAWMEHOBAHHMIO FOPHIWYECKOTO JIMIIA,
3aKpeIJICHHOMY B  €ro  yUpeIuTeNbHbIX JoKyMmMeHTax (YcrtaBe oOmieoOpa3oBaTenbHOM
opranu3aiun). [log HaumMeHOBaHMEM IIKOJIBI B CKOOKaX yKa3bIBAETCS COKpAIICHHOE HAUMEHOBAaHUE
00111e00pa3oBaTEeIIbHONM OpraHU3aI|H.

15. CupaBo4YHEBIE JJAHHBIC O IIIKOJIE

CrpaBouHbIe JJaHHBIE O IIKOJE BKJIIOYAIOT B ce0s: MOYTOBBIA aapec, HOMepa TenedoHa, dakca,
azipec AEKTPOHHOM mouThl, Kojx mkoiasl 1o OKIIO (mpocraBasercs mo OOmepoccuickomMy
KJIacCU(pUKATOPY MPEANPUATANA U OpraHU3aIuii), OCHOBHON TOCYJapCTBEHHBIN PETUCTPAIlMOHHBII
Homep (OI'PH), uaenTudukanioHHbIi HOMEpP HATOTOIIATENbIINKA/KO MPUYHHBI TOCTAHOBKU Ha
Hanorossiit yuetr (MHH/KIIIT).

16. HaumMeHnoBaHue Buja JOKYMEHTA

PexBU3UT ucnonbp3yeTcss Ui yKa3aHUsT BUJA JOKYMEHTa W pacrojaraercs MOoJ PEeKBU3ZUTOM
«HauMeHOBaHue o00Ieo0pa3oBaTeIbHON OpraHu3anuu». HauMeHoBaHWE BHUAAa JIOKyMEHTa HeE
YKa3bIBaeTCs B MUChMaXx.
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17. [lata foKkymeHTa

JlaToli NOKyMeHTa SBJSETCS Jara ero noamnucaHus (IpUKa3, IMUCbMO, 3alMCKa, akT U Jp.),

yTBEp)KJCHUS (MHCTPYKLHUS, TMOJOXKEHHWE, MpPaBWIIa, PErJIaMeHT, IUIaH, OTYET W Jp.), COOBITHS,

3a)KCUPOBAHHOTO B IOKyMEHTE (TIPOTOKON).

Jlara nOKyMeHTa MpOCTaBIISIETCA JOJKHOCTHBIM JIMILIOM, MOJIMCHIBAIOIIUM WM YTBEPKJIAIOLIIM

JOKYMEHT, WIA I[pH PpEerucTpanuu JIOKYMEHTa, WIM HENOCPEICTBEHHO COCTAaBUTENEM IIpU

MIOATOTOBKE TOKYMEHTA (CyxeOHas 3amnucka, 3asBICHUE U Jp.).

JIOKyMEHTBI, W3/1aBa€Mbleé COBMECTHO C JAPYrUMHU OpPraHU3ALMAMU JTOJDKHBI UMETh OJHY (€IMHYIO)

nary.

Jary nokymenTta oQopMIIsIOT apaObCKuMu nrdpamMu B HOCIEI0BATEILHOCTH

e JleHb Mecsla, Mmecsl, roja. JleHp Mecana u Mmecsay oQOpMIISIIOT IBYMsl HapaMu apabCKHux
uudp, pazleNeHHbIMM TOYKOW; TOJ - YeThIppbMs apabckumu 1upamMu, HaIpuMep:
01.12.2017. byksa "r" nocine udp He CTaBUTCSL.
e TIPU CJIOBECHO-IIM(PPOBOM crocode opopMIIeHUs NaThl JEHb MEcsIa yKa3bIBaeTCs IMapoit

apabckux uudp, rof YeThIpbMs apadCKkuMu udppamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpaliioHHbIi HOMEp IOKYMEHTa

PeructpaiinoHHbIii HOMEp JTOKYMEHTa MPOCTABIIIETCS B COOTBETCTBUU C CHUCTEMOW perucTpau,

MIPUHATOM B IIKOJIE.

PeructpainmonHbiii HOMep NMpUCBaWBaETCs JOKYMEHTY IOCIIE €ro Noanucanus (yTBepKIeHus).

Ccbuika Ha peruCTpallMOHHBIN HOMEp U 1aTy TOKYMEHTA

Ccplika Ha UCXOJISAIINI HOMEp U AaTy JOKYMEHTa aJipecaHTa BKIOYaeT B ce0sl perucTpalmOHHbIN

HOMEp U /1aTy TOKYMEHTa, Ha KOTOPbIH JI0JIKEH OBbITh J1aH OTBET.

19. Mecto cocraBieHus (M31aHUS) TOKyMEHTa

MecTo cocTaBeHUS WU U3IaHUsI TOKYMEHTA - "TOpoJ ..." - yKa3pIBaeTCs Ha OJIaHKaX MPOTOKOJIOB
Y aKTOB, COCTaBJISIEMBIX B 00I11e00pa30BaTeIbHON OpraHU3aIlHH.
20. Anpecar

B pexBusute "Anpecar" ucnonap3yorcs opuIiMaibHbIe HAUMEHOBAHUS OPTAaHOB TOCYIapCTBEHHOM
U HCIIOJHUTENBHON BIJIACTH, OPraHOB MECTHOTO CaMOYIpaBlieHHs, opraHuzauui. Jlomyckaercs
MCI0JIb30BaTh O(PUIIMATIBHO MPUHATHIE COKpPAIICHHbIE HAMMEHOBAHHSI OPraHOB rOCYIapCTBEHHOM U
WCIOJIHUTENBHOM BJIACTH, OPraHOB MECTHOTO CaMOYTIPABJICHUS, OPraHU3aLIUN.

[Ipu agpecoBaHUM MOKYMEHTa JIOJDKHOCTHOMY M YAacTHOMY JIMIy WHHUIHUANBl CTaBITCS MOCIE
hamuun.

Ilpumep - Pyxosooumenio OO0 «Cmpoumensy
Damunus U.0O.

PexBusut "anmpecar" mpocTaBisieTcsl B BEpXHEH MpaBoi 4acTh JOKyMeHTa (Ha OJaHKe ¢ yrJIOBBIM
pacrloyio’)KeHUEM PpEKBH3UTOB) WM CIpaBa TMOJ pPEKBU3UTAMH OnaHka (MpU MPOJOIHLHOM
pacmoyio’)KeHuu peKBU3UTOB OnaHka). CTpoku pekBu3uTa "agpecaT" BBIPABHUBAIOTCA IO JIEBOMY
Kparo WIH LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JJTMHHON CTPOKH.

[Ipu anmpecoBaHuu JOKyMeHTa 0Oe€3 YKa3aHWs JOJDKHOCTHOTO JIMIIa HAaUMEHOBAHUS aJIpecaToB
MUIITYTCS B UMEHUTEILHOM TaJieke, HalpuMep:

Opeanvl cmamucmuku 2opooa IIpoxnaonozo

IIpu agpecoBaHuM JTOKyMEHTa pPYKOBOJWUTENIO OpraHM3allid HAMMEHOBAaHHE JIOJDKHOCTHU
yKa3bIBaeTCs B IaTEIHLHOM MaJIekKe, HapuMep:

T'enepanvromy oupexkmopy OOO «H30anuex

Damunusa HU.0.

[TouToBBIif aApec He YKa3blBaeTCd B JIOKYMEHTAaX, HaIpaBSIeMbIX B BBICIINE OpraHbl
rOCy/IapCTBEHHOU BIIACTH, ()eepabHBIE OpraHbl HCTIOJHUTEIBHON BJIACTH U UX TEPPUTOPUATHHBIE
OpraHbl, OpraHbl TOCYIaPCTBEHHOW U UCTIOTHUTENHHON BIACTH, TOCTOSI MHBIM KOPPECIIOHACHTaM.
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IIpu agpecoBaHMM NUCbMa B OPraHU3aLMIO YKa3bIBAIOT €€ HAUMEHOBAaHUE, 3aTEM IIOYTOBBIN ajpec,
HanpuMmep:

VYupasnenue [lencuonnoro gonna Poccuu no Ipoxnagnenckomy paiiony
bopoumosa yn., 0.368a, [lpoxnaonwuii, 361048

[Ipu anpecoBaHMM JOKyMEHTa (PHU3MUECKOMY JIMIy VYKa3blBalOT (aMWIAI0O ¥ HHUUAIIBI
II0JIy4aresis, 3aTe€M IIOYTOBBIN aIpec, HalpUMep:

Ilemposy U.I1.
Ipomvrunennas yu., 0.10, ks.12,
2. Ilpoxnaonwui, 361044

PexBusut "Anpecar" He NOKEeH coaepikarh Oosee uerbipex aapecaroB. Cinoso "Komusa" mepen
BTOpPBIM, TPETBHUM, YETBEPTHIM ajpecaTaMu He ykasbiBaercs. [Ipm dumcie aapecatoB Ooiee 4-X
COCTABJISIETCS CIIMCOK PACCHUTKA JOKYMEHTA.

Ecmu AOKYMCHT OTHPaBJIACTCA B HECKOJBKO OJHOPOJHBIX OpFaHI/ISaHI/Iﬁ NN B HCECKOJIBKO
CTPYKTYPHBIX MOApa3AeICHUI OpraHa UCIIOJHUTEIHHOHN BIIACTH, TO OHU YKA3bIBAIOTCS 0000IIEHHO.
[Ipumep:

Pyxosooumenam yupescoenuti

20. 'pud yTBEp KACHMS JOKYMEHTA

I'pud yrBEpkIEeHUS TPOCTABISIETCS B MPaBOM BepxHEM yriry nokymeHTa. CTpPOKH PEKBU3UTA
BBIPABHUBAIOTCS TIO0 JICBOMY KpalO0 WM IEHTPUPYIOTCS OTHOCHUTEIHHO CaMOW JTMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KIAeTCS  JOJDKHOCTHBIM  JIUIIOM  (JOJDKHOCTHBIMHM  JIUIIAMH) WM
pactopsANTEIIbHBIM JOKYMEHTOM (ITOCTAaHOBJICHHEM, PEIICHUEM, TTPUKA30M, PACTIOPSHKEHUEM ).
[Ipu yTBep)KIeHMH JOKYMEHTA AOJHKHOCTHBIM JIMIIOM T'pHU(] YTBEP)KIEHHUS JODKEH COCTOATH M3
cnoa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBAHUS JOJDKHOCTH JIMIA, YTBEPIKIAIOIIETO
JOKYMEHT, €Tr0 TOAMUCH, MHUIIUAJIOB, ()aMUJIMHU U IaThl YTBEPKICHUSI.

[Tpumep:

VTBEPX/[AFO
Jupexmop MKOY «COL c. [Ipumankurckozo»
U.0. Damunus

21. Jlata

[Ipu yTBepKIeHIHN TOKYMEHTa HECKOJIbKUMU JODKHOCTHBIMU JIMIIAMU UX MOANKCH PACIIONararTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkKIE€HUU TOKyMEHTa PaCHOPSIUTENbHBIM JOKYMEHTOM Tpud YTBEpPXKACHUS COCTOUT M3
cnop YTBEPXJIEH (YTBEPXJEHO, YTBEPXJIEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBAaHUEM BHUJA YTBEPKIAEMOrOo JIOKYMEHTa, HAaUMEHOBaHUs BHJA JOKYMEHTa B
TBOPUTEIBHOM MaJIEKE, €ro JaThl, HOMEpa.

ITpumep:
YTBEPK/[EHO

npukazom MKOY «COI c. Ilpumankunckozo»
om 01.03.2021 Ne 57



16

22. 3arojoBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKoe COJep)KaHue JJOKyMEHTa. 3aroJioBOK K TEKCTy IpHKa3a
dopmymupyercs ¢ npemiorom "O" ("O6") u oTBevaeT Ha Bompoc "o uem?"):

e mpuka3 (0 ueM?) 0 CO3/1aHUU KOMHUCCHH;

e mpuka3 (0 ueM?) 00 yTBEp)KACHUH ILTATHOIO PacIUCaHUs;

e MHCHMO (0 YeM?) O IPEIOCTABICHUU HHPOPMAITUH.
3aroJIoBOK K TEKCTY 0(OpMIISIETCS IO PEKBU3UTAMU OJIaHKA CJIeBa, OT TPAHMIIBI JICBOTO TIOJISL.
HaumenoBanue (3arosioBok) OO aHHOTAIMS JOKYMEHTA COCTaBJISIETCS aBTOPOM IPOEKTa
JTOKYMEHTA.
3aroyioBOK K TEKCTY MOKET HE COCTABJIATHCS, €CII 00BEM IOKYMEHTA He MPEBBIIIACT 4-5 CTPOK.
23. TekcT IoKyMeHTa
JIOKyMeHTBI 0011e00pa30BaTEIFHON OPraHU3alMKH COCTABIIIIOTCS HA TOCYIAPCTBEHHOM  SI3BIKE
Poccuiickoit @eaeparuu - pyccKoMm.
TekcT MOKyMEHTa MOKET COJEpXKaTh pPa3leNbl, MOIAPA3/Ieibl, MYHKTHI, MMOJITYHKTH, HyMEpyeMbIe
apabckumu nuppamu.
B mpukazax TeKcT JOKyMEHTa M3JIararoT OT EPBOTO JIMIIA €AMHCTBEHHOTO YHCIIA (CIIPHKA3BIBAIOY)
B nokyMeHTax KOJUIETHAIBHBIX M COBEMIATENBHBIX OpraHax OT TPEThEero JIHMIA €IMHCTBEHHOTO
yucna: («codOpaHue... penmso)
TekcT mpoTOKOJa W3NIAaraeTcsi OT TPEThEro JIUIA MHOKECTBEHHOTO 4YHCNa  («CITyIIaim,
«BBICTYITHIINY, «TIOCTAHOBHIINY, «PEIIVIII),
B coBMecCTHBIX JOKYMEHTaX TEKCT H3JIaraloT OT TepBOrO JIMIa MHOYXECTBEHHOTO YHCIA:
(«TIpUKa3BIBAEMY, «PEIIHITHY).
B nenoBbIx (Ciny:keOHBIX) MUCbMax MCIOIb3YIOTCS (POPMBI U3JI0KEHUS:

e OT MEpPBOr0 JHUIa MHOKECTBEHHOTO 4HCla («IPOCUM HaIMpaBUTH», MpPEJICTaBIseM Ha

PacCMOTpPEHHEY);

e OT TpeThero Jjwuima eauHcTBeHHOro uucia («AnmuHucTpamus OV Illkoma Ne 1238 He
BO3paXKaeT»);

e OT IMEpPBOrO JIMIA EJAMHCTBEHHOTO 4YHcia («CUUTAI0 HEOOXOAUMBIMY, «IIpesiararo
PaccMOTPETHY).

[Ipu ynotpebnennn B TeKCTe haMUITUI JTUI] HHUITHAIBI YKa3bIBAIOTCS TIOCIe (paMIInm.
B nen0BBIX (ClIyKeOHBIX) MUCbMAaxX MOT'YT MCIOJIL30BaThCA:
e BCTYNUTEIBHOE OOpaIllCHUE:
Yeaowcaemwini cocnooun Hsarnoe!
Yeaowcaemasn cocnooca [lemposa!
Yeaowcaemwiit Huxonati [lemposuu!
Veaowcaemas Onvea Huxonaesua!
Yeaowcaemvie 2cocnooa!

B oOpamiennn 1o A0DKHOCTM HauMEHOBAHHME AOJDKHOCTH IHINETCS C MPOMHCHON OYKBBI, B
oOpaiteHnu 1o (haMUINN UHULMABI JINLIA HE YKA3bIBAIOTCS.

e  3aKIIOYMTENIbHAS dTHKETHas (ppaza:
C ysaoicenuenm, ...

CrpaHuIlbl TOKYyMEHTa HyMEPYIOTCSI, HAUWHAsl CO BTOPOTO JUCTAa JOKYMEHTa apaOCKuMu IudpaMu
MOCEPEMHE BEPXHETO MOJISL.

Tekcr moKymMeHTa OTIENSIETCS OT 3arojoBKa ABYMSI WM TPeMs MEXIYyCTPOUYHBIMH HWHTEpBajJaMu
HCIOJIb3YEMBIMH B TEKCTE.

24. OTMETKA 0 IPUJIOKEHHHU

OTMeTKa O MPUIOKEHHH HUCHONB3yeTcs MpH OQOPMIICHHHM MHCEM W MPWIOKEHUNH K IUIaHaM,
porpaMMam, OT4€TaMm, MOJIO0KEHUAM, IPAaBUIIaM, HHCTPYKLIMSIM U APYTUM

JOKYMEHTaM.
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B nucemax oTMeTKa 0 MpHIIOKEeHHH 0(OPMIISETCS TTO TEKCTOM MHUChMa Ha pacctosiHuu 1,25 ¢M ot
T'PAHMIIBI JIEBOTO IOJIs. ECiM NpUIoKEeHUE HAa3BaHO B TEKCTE MKMCbMA, B OTMETKE O INPUIIOKECHUH
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUISIPOB IIPUIIOKEHHUS, HAIIpUMED:

Ipunoocenue: na 3 1. 6 1 7x3.
[Ipy HanWuMu HECKOJBKUX TMPHIOXKECHUH, B OTMETKE O TMPUIOKCHHH OHH HYMEpPYIOTCH,

YKa3bIBaIOTCS HAUMEHOBAHMS KaXKJOTO TMPUJIOKEHUS, KOJIMYECTBO JIMCTOB M  KOJUYECTBO
SK3EMIUISIPOB, HATIPUMED:

Ilpunoscenue:
1. Inan-epagux ... na 3 1. 8 2 3K3.
2. Cnpaska o noomeepcoenuu ghakma ooyuenus... Ha 1 1. 6 1 3k3.

Ecnu npunosxenust cOponItopoBaHbl, TO KOJIMYECTBO JIICTOB HE yKa3biBaeTcs. Ecnu mpumnoxenue
HaIpaBJISIOT HE BO BCE YKa3aHHBIE B JIOKYMEHTE ajpeca, TO OTMETKY O €ro HAIWYUU O(POPMIISIOT
CIIEyIOIUM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 3k3. moabko 8 nepawiii aopec.

Ha nmpunoxeHusix K mpaBuiiaM, HHCTPYKITUSAM, TOJIOKEHHUSM, TIJIaHAM, IIporpaMMam, J0roBopaM U
JIPYTUM JOKYMEHTaM OTMETKa O TMPHJIOXKEHUU TMPOCTABISAETCS HA MEPBOM JIMCTE MPHIIOKCHHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnu mpunoxxenue oAaHO, OHO HEe HymepyeTcs. Eciu mpuiioKeHuil HECKOJBKO, OHU HYMEpPYIOTCS
(mputoxxenue 1, mpuinoxeHue 2).

B Tekcre mokymeHTa mpH MEepBOM YIIOMUHAHUM JOKYMEHTA-TPUIIOKEHHUS B CKOOKAaX YKa3bIBaeTCs:
... (mpunoxenue) Wik ... (MpUoKeHue 1); mepes HOMEPOM MPUIIOKEHHS JOMYCKAeTCsl CTAaBUTh
3HaK HOMepa: ... (mpmtokeHue N 2);

B oTMeTke o MmpHiIoKeHUU yKa3bIBAaeTCs HAUMEHOBAHHE BUIAa OCHOBHOIO JIOKYMEHTA, €ro jara u
HOMeEp, HarpuMep:

Ipunooscenue Ne 2 k npuxazy MKOY «COL c. Ilpumanxkurckoeo» Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunokenneMm K JOKYMEHTY (Hampumep, K IpUKa3y) SBISETCS YTBEP)KIAeMbId JTOKYMEHT,
(momnoskeHue, MpaBuiia, WHCTPYKIUS, PErJIaMEHT U JIp.) B BEPXHEM IPAaBOM YIIIy MPOCTaBISIETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKIACHUS, HATPUMED:

Ipunoocenue
YTBEPX/I[EHO
npukazom MKOY «COLL c. Ilpumankunckoco» Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudra pekBuzuta "OTMETKA O MPUIOKEHUH" TODKEH COOTBETCTBOBATH BHUIY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cormacoBaHus JOKYMEHTA

I'pucd cornacoBaHust JOKyMEHTa UCHOIB3YeTCS MPU COTJIACOBAaHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMu WIM JOJKHOCTHhIMU Jmnamu. OH cocrout u3 cioa “COINTACOBAHO”,
JOJDKHOCTH  JIMIIA, KOTOPBIM COIJIaCOBaH JIOKYMEHT (BKJIKOYash HAMMEHOBAHHUE OpraHU3alMH),
JTUYHOHN TIOJIMUCH, paciin(POBKYU MOAMUCH (MHUITMATIOB, ()aMIIIMK) U JaThl COTJIACOBAHUSI.
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IIpumep:

COIJIACOBAHO

Jupexmop MKOY « COLL c. [Ipumankunckozo »
U.HU. Heanos

01.12.2017

I'pud cormacoBaHus B 3aBUCHMOCTU OT BUJIa JOKYMEHTa U OCOOCHHOCTEH ero 0opMIICHNS MOKET
IOIPOCTaBJIIATHCA:

. Ha IICPBOM JIMCTC JOKYMCHTA (GCJII/I JOKYMCHT HMECT TI/ITYJILHBIﬁ JIUCT, - HA TUTYJIbHOM
JIUCTE) B JIEBOM BEPXHEM YIJIy Ha ypoBHE Ipuda YTBEp)KICHHUS WIM I0J HaUMEHOBAaHHUEM
JOKyMEHTa OJIMKe K HIYKHEMY TI0JII0);

e HAa MOCJIEJHEM JIMCTE JOKYMEHTA 0]l TEKCTOM;

e HA JIUCTE COTJIACOBAHMUS, SIBIISIOMEMCS HEOTHEMIEMON YaCThIO IOKYMEHTA.

BHemHee coryiacoBaHHe TakKe€ MOKET OBITh OCYIIECTBJIEHO JAPYIrUM JOKYMEHTOM - IHCBMOM,
IIPOTOKOJIOM, IPUKA30M.
[Tpumep:

COITIACOBAHO npukazom MKOY «COLL c. Ilpumankunckozo»

26. Busa

CornacoBaHue POEKTa JOKYMEHTa 0(opMIIsIeTCs] BU30H.

Buza mpocraBnsieTcsi cOOCTBEHHOPYYHO JIMIIOM, BH3UPYIOIIUM JOKYMEHT, W BKIIOYaeT B ceOs
HAaMCHOBAHHE JIOJDKHOCTH BU3UPYIOIIECTO, €ro JHYHYIO TIOJIIHCh, PACIIU(PPOBKY TOIIHCH
(mHUTIMAITBI, (DAMIIIAIO) U JIATY.

[Tpumep:

3amecmumens oupekmopa
U 0. ©amunus
03.04.2021

JlomyckaeTcs MOJUMCTHOE BU3UPOBAHNE JOKYMEHTA U €r0 IIPUJIOKEHUH.

IIpy Hasuyuu 3amMeYaHul, JONOJHEHUM K IIPOEKTy JOKYMEHTa BHM3a JOIOJIHAETCS
COOTBETCTBYIOIIUM yKa3aHUEM.

JUid OKyMeHTa, MNOMJMHHUK KOTOPOTO OTIPABIAIOT W3 IIKOJbI, BHU3bl INPOCTABIAIOTCA Ha
9K3EMILUIIpax JOKYMEHTOB, IOMEIAEMBIX B JEJIO.

JUid JOKyMEHTa, IOJUIMHHUK KOTOPOTO OCTAETCS B IIKOJIE, BU3bl COINIACOBAHUS IIPOCTABIISAIOTCS Ha
00opoTe MOCJIEAHEro JMCTa MOJIUHHUKA JOKYMEHTa WM Ha IMOCIEIHEM JIMCTe JOKYMEHTa MOJ
MOATHCHIO.

27. lognuce

[lognucy BKIIOYAET: HAWUMEHOBAaHUE [JOJDKHOCTH JIML@A, MOANKCABIIErO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MONKCh; PACIIM(PPOBKY NOIUCH (MHULMAIIBI, (PaMUIIHSL):

ITpumep:

Hupexmop nuunas noonuce U.0. Pamunus

Ecau HAOKYMCHT Oq)OpMJ'IeH HC Ha 6J'IaHKe, B HAMMCHOBAHHC JOJXKHOCTH BKIIOYACTCA
HanMCHOBAHHUC OGIJ.ICOGp@BOB&TCJIBHOﬁ OpraHusanuvu (HOHHOG Ha3BaHHUC I_HKOJ'IBI). I[OHYCKaCTCSI B
PCKBU3BUTC "HOI[HI/ICB JOJDKHOCTHOT'O nnua" OEHTPpUPOBATh HAMMCHOBAHUC JOJDKHOCTH JIMIA,
MOAHCAaBIICTO JOKYMCHT, OTHOCUTCIILHO caMOM JIMHHOM CTPOKH.
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HpI/I IIOAIMMCaHUHU I[OKYMGHTa HCCKOJIBKUMH JOJIKHOCTHBIMU JIMIIAMH pa3HBIX I[OJDKHOCTCI;'I nx
MOJIITUCH PacmojiaraloT OJHY IOJ JAPYrod B MOCIEIOBATEIBHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHUMaeMOM JOJKHOCTH.

IIpumep:

Jlupexmop nuunasn noonucoe U.0.D.
3amecmumens oupekmopa auunas noonuce U.0.D.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJBKMUMH JIMIAMH PaBHbIX JOJDKHOCTEH MX IOJANUCH
pacrosaratoT Ha OJJHOM YPOBHE.

B noxymMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, yKa3bIBaeTCs CTATYC JIMIIA B COCTaBE KOMUCCHUU!
MIPOCTaBJIEHUEM KOCOM 4YepThl Mepe]l HauMEHOBAaHUEM JIOJDKHOCTU ([I00aBIsATh Kakue- JH00
MIPUCTABKN).

Ecnmu pgupexkrop wiM HMHOE YINOJHOMOYEHHOE Ha TMOANMCAHWE JIOKYMEHTa JIUIO BPEMEHHO
OTCYTCTBYeT (OTHyCK, OO0JI€3Hb, KOMaHAMPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOJIIMUCHIBAET  COTPYIHHMK,  YINOJHOMOYEHHbIH Ha  TOANUCAHHME B  COOTBETCTBUM  C
pacoOpSAUTENBHBIM IOKYMEHTOM WJIM HAACJIICHHBIN MOJTHOMOYHUAMH, YCTAHOBJICHHBIMHU MPUKA30M
IIKOJIBI UJTU YYPEIUTENSA, C YKa3aHHEM CBOEH JOJDKHOCTU U MOJTHOMOYUS, HAIIPUMED:

3amecmumens oupekmopa noonuco U.0. @amunus

WM

Ucnonnsarowuti obszannocmu oupekmopa noonucwy HU.0. @amunus
Wi

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

PexBusut "lloamucek AOMKHOCTHOTO JHIA" MOXKET OBITh 0GOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JNOKyMEHTa (Hampumep, NpU HANUCAaHUM CIY)KeOHOM 3amucku 0e3 NpPUMEHEHHS TEXHUYECKHX
CpeaCTB) MO0 OPOPMIIEH C UCTIOIH30BAaHUEM TEXHUUECKUX CPECTB.

B ciuysae odopmienus pekBusuta "lloanmuck JOKHOCTHOTO JMIA" €  HCIOJIB30BaHUEM
TEXHUYECKUX CPEACTB BUJA U pa3Mep HIpU(Ta YKa3aHHOTO PEKBU3UTA HE MOXKET OTJIMYAThCS OT
BHJIa ¥ pa3Mepa mpuQTa OCHOBHOIO TEKCTa JOKYMEHTA.

PexBusutr "lloanuck MOMKHOCTHOTO JMIA" OTHENAETCS OT TEKCTa TpeMs WIH YEeThIPbMS
OJIMHAPHBIMU MEXIyCTPOUYHBIMU HHTEPBAJIAMHU.

28. [leuaThb

[leyatp siBHsieTCS CMOCOOOM MOATBEPKACHUS TOUIMHHOCTH TOJMUCH JOJDKHOCTHOTO JIMIA Ha
nokymenTte. [ledats craBUTCA Ha JOKYMEHTaX B CIy4asX, MPEAYCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIM UHBIMH HOPMATHUBHBIMH MPAaBOBBIMH AKTAMHU.

[leyats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, NMPU 3TOM OTTHCK IE€YaTH HE 3aXBaThIBaeT
JUYHON TMOAMUCH JOJHDKHOCTHOTO JIMIA MOJIMUCABIIEr0 JOKYMEHT, WM B MecTe, 0003HaueHHOM
«MII» («MecTto meuaTn»).

B noxymeHTax, moAroTOBIEHHBIX HA OCHOBE YHHU(PHIIMPOBAHHBIX (POPM, TIeUaTh CTAaBUTCSA B MECTE,
00o03HaueHHOM oTMeTKoH "MII" unu uHBIM 00pazoM.

29. OTMeTKa 00 HCTIOTHUTETIE

OtmeTka 00 wucmonHUTENE (aBTOpE) MOKYMEHTa MPOCTaBISETCS HA MUChMax IIKOJBI B JIEBOM
HUKHEM YTJ1y JIMLIEBOM CTOPOHBI MOCIEAHETO JUCTA TOKYMEHTA OT I'PAHMIIBI JIEBOTO MOJIS WIH, TIPU
OTCYTCTBHH MECTa, - Ha 000POTHON CTOPOHE BHHU3Y CIIEBa.

OtmeTKa BKJIIOYAET (PaMIIIAIO, UMS, OTYECTBO HCIOJHHUTENS W HOMEp ero teinedoHa, a TakKe
OTMETKa 00 HCHOJTHHUTENE MOXKET IOMOJHATHCS HAMMEHOBAHHWEM JIOJDKHOCTH M AIIEKTPOHHBIM
aJpecoM HCIIOTHUTEIIA.
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IIpumep:

Usanos Usan Heanosuu, unocenep no OT u Th
(888) 888-88-88, lvanov@mail.ru

30. OTMeTKa O 3aBEpEHUM KOIHUU

JUig OATBEPKIAEHUSI COOTBETCTBUSI KOMM (BBIIMCKH U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MOCIIETHEM JINCTE KOTMHHU (BBIMMCKU W3 JOKyMeHTa) moj pekBusutoMm "lloamuces" odopmisercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOIIHI.

OTMmeTKa O 3aBepeHUM KONMM BKJIIOYAET: CJIOBO «BepHO», HauMEHOBaHUE JOJKHOCTU JIMIIA,
3aBEpUBILIEr0 KOIHUIO, COOCTBEHHOPYYHYIO NOJIHUCH, pacliupoBKy MOANUCH (MHULIKAIBI,
(dbamuinio), 1aTy 3aBEpeHMsI KOIMU JOKYMEHTA.

PexBu3utr «OTMeTKa O 3aBEepeHHH KOMUU» MOXET ObITh oOQopMIeHAa OT pPYKH HUIU C
WCIO0JIb30BAHMEM IITAMIIA.

Jomyckaercs 3aBepATh KAkl JUCT MHOTOCTPAHUYHON KOMHUH JOKYMEHTA.

31. OTMeTKa 0 NOCTYIICHUH IOKYMEHTa

OTMeTKa O MOCTYIUIEHUU JOKYMEHTa COJEP)KHUT BXOJSIIMN PEruCTPAllMOHHBIA HOMEp WM JAary
MOCTYIUIEHUsI JOKyMeHTa. Jlomyckaercs yka3aHHe 4YacoB M MHUHYT MOCTYIJIEHHS JOKYMEHTa C
3aBepEeHUEM TOIMTUCSIMU 3aUNHTEPECOBAHHBIX JIUII.

OTMmeTKa 0 MOCTYIUIEHUU JOKYMEHTA MOXET NMPOCTABIATHCS C HUCIOJIb30BAaHUEM HITAMIIA.

32. Pezoronus

Pe3omronus conep uT ykazaHue MO HCIOJIHEHHIO JokymMeHTa. OHa odopmiisercs Ha CBOOOJAHOM
MecTe pabouero moJjs JOKyMEHTa.

Pesosrorus BrimrowaeT B cedsi: pamMuimiio, MHUITAAIB! UCTIOJTHUTEIS (UCTIOJTHUTENEH), TOPYICHHE TI0
JOKYMEHTY, MOJAINKCH aBTOPA PE30JIOLUHU U ATy OPOPMIICHHS PE3OJTIOLIHH.

Pe3omionus, Mo ycMOTpEeHHIO JIUIA, JAIOIIET0 MOpYyYeHUE, MOXKET BKIIIOYaTh B ce0sl TaKKe CPOK
WCIIOJIHEHUS JOKYMEHTA.




AOKYMEHT NOANUCAH
3JIEKTPOHHOW nNoanumcbeio

CBEAEHUA O CEPTUD®UKATE 30

CepTucpukaT 90968971127139709201549797461453131823202372963
Bnapgeney LLkypaTosa MpuHa BacunbesHa

OeicTevTened C 27.07.2022 no 27.07.2023



http://www.tcpdf.org

		2022-08-03T14:28:45+0500




