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HHCTPYKLUA
1O AEJIONPOU3BOACTBY

1. O0uue nmos10:keHUs

1.1. Hacrosmas UHCTPYKIIUSA 10 /1eJONPOM3BOACTBY B IIIKOJe pa3padoTaHa B
coorBercTBUN C¢ DenepanbHpiM 3akoHOM OT 29.12.2012 Ne 273-®3 "OO6 obOpa3zoBaHuu B
Poccutiickoit @eneparun” B pegakuuu ot 25 utons 2022 roga, [OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO WHpOpMaUUU, OMOIMOTEYHOMY M H3JaTeNbCKOMY Jeny, «OpraHun3alnuoHHO-
pacniopsiauTenbHas JokyMeHTalus. TpeboBanus Kk 0o(hOpMICHUIO TOKYMEHTOBY, a TAK)Ke Y CTaBOM
0011e00pa3oBaTeIbHOM  OpraHu3aluil W JAPYTUMH HOPMATHBHBIMH TIPAaBOBBIMH  aKTaMU
Poccuiickoit  dDenepanuu, peramaMeHTHPYIOIMIMMU — JI€ATEIBHOCTh  001e00pa3oBaTeNbHbIX
OpraHu3aIuu.

1.2. JlanHasi MHCTPYKLHUSA 1O JEIOMPOU3BOACTBY B Oopranusanuu (nanee - MHCTpyKIHs)
0003HayaeT npaBuja NOJArOTOBKU U 0(OPMIIEHUS JOKYMEHTOB B OpraHU3alliu, OCYIIECTBIISIOMIEH
00pa30BaTeNbHYIO JIEATENBHOCTD, OMpPENENseT CTaHAapThl OPOPMIICHHS PEKBU3UTOB, OJAHKOB
JIOKYMEHTOB, COCTaBIICHUSI MPHKA30B, MOJIO)KCHUW MHCTPYKIHMMA, a TaKXkKe periaMeHTUPYeT
¢dopmupoBaHUE NIeNl M MX TEKyIlee XpaHEHHE, IMOATOTOBKY JOKYMEHTOB M JIeNl K Iepeaadye Ha
apXUBHOE XpaHEeHUe B 0011e00pa30BaTeIbHON OpraHU3aIlHiH.

1.3. WuHCcTpyKImusi 1O JEJNONPOM3BOACTBY B YUPEXKIEGHHU pa3zpaboTaHa B HEJAX
YCTaHOBJICHUS €IUHBIX TpeOOBaHUI K MOATOTOBKE, 00pabOTKe, XpaHEHUIO U UCIOJIb30BAHUIO
o0pa3yromuxcs B A€ITEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluy U MOCTYNAIOMUX B IIKOITY
JIOKYMEHTOB, a TaK)K€ COBEPIICHCTBOBAHUS WM TOBBIIMICHUS 3(PPEKTUBHOCTU JIETOMPOU3BOJICTBA
0011e00pa30BaTeIbHON OpraHu3aluy.

1.4. Tlonmoxxkenus WHCTPYKIIMM pacpOCTPAHSIOTCS Ha OpraHu3aluio pabdoThl ¢
JOKYMEHTaMH HE3aBHCHMO OT BHJAa HOCHTENS, B TOM YHCIIE C DJEKTPOHHBIMH JOKYMEHTaMH,
BKJIIOUasi IOJITOTOBKY, 00pabOTKY, XpaHEHHE U HCIIOIb30BaHUE JOKYMEHTOB, OCYIIECTBIIEMBIMU
C TIOMOUIBIO HH()OPMAITHOHHBIX TEXHOJIOTHIA.

1.5. Opranusanuio, METOJUYECKOE PYKOBO/ICTBO, COBEPIIEHCTBOBAHNUE AETIONPOU3BOICTBA
¥ KOHTPOJIb 32 COOMI0ZIeHneM HacTosmell HCTPYKIMK B MIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIN
3a BEJICHUE JIeTIONPOU3BOJICTBA.

1.6. IlpaBa u 00s3aHHOCTH PaOOTHUKOB, OCYIIECTBISIOUIUX pabOTy C JOKYMEHTaMHU B
CTPYKTYPHBIX MOJApa3JeNeHusx oOIeo0pa3oBaTeIbHON OpraHU3allud, YCTaHABIMBAIOTCS
JOJKHOCTHBIMU MHCTPYKLIUSMH WITH TTPUKA30M JUPEKTOPA.

1.7. CBenenus, copepxaiiuecs B JOKYMEHTax, MOTYT OBITh HCIIOJBH30BAHBI TOJBKO B
pabounx 1eNnsx B COOTBETCTBUH C IMOJIHOMOYHSMHU COTPYIHHKA, PA0OTAIOMIETO C JOKYMEHTaMH.
Pabora ¢ moxkymeHTamMu BHE MOMEUICHHI IIKONBI HE Jomyckaercs. [Ipu yTpare TOKyMEHTOB
IIPOBOAMTCS CIIykeOHas IPOBEpKa.

1.8. Ilpu yxone B oTIIyCK, epeBo/ie (epeMeIieHl ) o paboTe Ui B Cliyyae yBOJIbHEHUS
COTPYAHHMK O0s3aH TiepelaTh BCE HAXOMANIMECS Yy HETrO JOKYMEHTBI HHOMY COTPYIHHKY,
ONpeNeIEHHOMY B COOTBETCTBHMM C  yKa3aHHEM  HEMOCPEACTBEHHOIO  PYKOBOAMTEIS
YBOJIBHSIEMOTO, YXOJSIIETO B OTIYCK WM TEPEeBOAIIErocs (mepemMeniaeMoro) mo pabdore
COTPYAHHUKA.

1.9. MHCTpYKIMS IO BEICHUIO JEITONPOU3BOICTBA 00s3aTeNIbHA ISl COOMIOICHUS BCEMHU
paboTHUKAaMU MIKOJIbl. BHOBb MPHUHSTHIE HA pabOTy COTPYAHHUKH, B JOJDKHOCTHBIE 00S3aHHOCTH
KOTOPBIX BXOJIUT BeJIEHUE IOKYMEHTAIINH, B TEUEHUE TPEX pabounX THEH co JHS H3/IaHUs TIPUKa3a
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0 HA3HAYCHMHM Ha JOJDKHOCTH JOJDKHBI OBITH O3HAKOMJIEHBI C Hacrosieil MHcTpyknuen mon
[IOIINCD.

2. [IpaBuJia noAroToBKU U 0(popMJIeHHS JOKYMEHTOB

2.1. B meATenbHOCTH LIKOJIBI CO3/1aeTCs KOMILJIEKC OPraHU3allMOHHO PaclopsAUTEIbHbBIX
JIOKYMEHTOB: TIPUKa3bl, OJOXKEHHUS, TIPABUIIA, HHCTPYKIIUH, PETJIIAMEHTHI; IIPOTOKOJIBI 3aCeIaHMMi
(coBeliaTeNbHbIX, KOOPAMHALMOHHBIX, JKCHEPTHBIX W JAp. OPraHoB), aKTbl, AHAJIUTHYECKUE
CIIpaBKH, JOKJIAJIHbIE W CIy>KEOHbIE 3aIMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHUS ), JETI0Bast
(cayxeOHas1) mepenucka M Jp. COCTABISAIOTCS M OQOPMIISIOTCS ClieHUallbHble JTOKYMEHTHI,
CBSI3aHHBICE C IUIAHMPOBAaHHEM O0Opa30BaTENIbHOM  JESATEIBHOCTH UM OCYLIECTBICHHUEM
XO3SIMCTBEHHBIX MEpONPHUATUH, BEJCHHEM Y4eOHO-IIEarornyeckoro ydera, OpraHu3anuei
JIeNTOTIPOU3BOICTBA 00111e00pa30BaTEIbHON OpraHU3aliy, 00eCIIeYeHUEM OyXTralITepCKOTO yueTa.

2.2. JIoKkyMeHTBI MOTYT CO3/1aBaThbcs Ha OyMa)XXHOM HOCHUTEJIE U B 3JIEKTPOHHOH (hopMme ¢
COOJIIOJICHHEM yCTAaHOBJICHHBIX MPaBMII OPOPMIICHHSI JOKYMEHTOB. [IpH co31aHnu JOKyMEHTa Ha
JBYX U 0oJjiee CTpaHHUIax BTOPYIO M MOCIEIYIOIINE CTPAHULIBI HYMEPYIOT.

2.3. Homepa crpaHuI] IpPOCTaBISIIOTCS IOCEPEIMHE BEPXHEro MOJs JOKYMEHTa Ha
paccrosHuu He MeHee 10 MM OT BepxHero kpas Jiucta. Jlomyckaercs co3iaHue JOKYMEHTOB Ha
JULEBOM U 00OPOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu OBYCTOPOHHEM CO3/IaHUM JOKYMEHTOB IIMPHUHA JIEBOI'O IOJII Ha JIUIEBOM
CTOPOHE JICTa U MPABOT0 MOJIsI HA 000POTHON CTOPOHE JIMCTA JIOJIKHBI OBITH PABHBL.

3. PeKBU3HUTHI IOKYMEHTOB
3.1. [lns peKBH3HUTOB TIOKYMEHTOB, CO3/1aBacMbIX B 00111€00pa30oBaTeIbHON OpraHu3aIiu
yCTaHaBJIMBAIOTCS TpaBuiia U TpedoBanus B coorserctBun ¢ OCT P 7.0.97-2016.
3.2. CocraB pEKBU3UTOB KOHKPETHOIO JOKyMEHTa OIpPEICISeTCS €ro BHIOM H
Ha3HAYCHUCM.
3.3. [Ipu noaroroBke U 0HOPMIICHUU JIOKYMEHTOB B IIIKOJIC MCHOJIB3YIOTCS CIEAYIOIINE
DCKBH3HTBIL:
e KOJ POPMBI JOKYMEHTA;
e HAWMCHOBAHHUE IIIKOJIBI;
e  CIIPaBOYHBIC JJTAHHBIE O IIKOJIE;
e HAaWMCHOBAHHWE BUJA JOKYMEHTA;
e J1aTa JOKyMEHTA;
e  PETrUCTPAIMOHHBIA HOMEpP JOKYMEHTA;
e  CCBUIKA Ha PETUCTPALIMOHHBIN HOMEP U JaTy JOKYMEHTa;
e  MECTO COCTaBJieHUs (M3/1aHUsI) TOKYMEHTA;
e ajpecar;
e Tpu( yTBEpKICHHS JOKYMEHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT JIOKYMEHTa;
e OTMETKa O MPHUJIOKECHUH;
e Ipud coriiacoBaHus TOKyMEHTa;
e BU3a,
e  TIOAMKCH;
e OTMETKa 00 AJIEKTPOHHOW TOAIUCH;
e TICYATH;
e OTMETKa 00 HUCIOJHUTEIE;
e OTMETKa O 3aBEPCHUHU KOITHUH;
e OTMETKa O MOCTYIJICHUH JJOKYMEHTA;
e  PE3OIIOIHA.



mailto:shkola.nickolskaya@yandex.ru

MynununanasHoe o01eodpasoBaTejbHoe yupexkaeHne HpkyTckoro paiioHHOr0 MyHHIIHNIAJIBLHOI0 00pa3oBannus « Hukoabckas cpeansis
0011e00pa30BaTe/ILHAS HIKOJIA»
MOY UPMO «Hukoabckass COLL»
664544, UpxyTckas odnacts UpkyTckuii paiion ceno Hukonbsck, 1. Komcomonbckas, 3qanue 13
shkola.nickolskaya@yandex.ru Temn. 692-189

4. BJIaHKHU T0KYMEHTOB
4.1. JlokyMeHTHI, co37jaBacMble B 00IIe00pa3oBaTeIbHON OpraHu3aIie, OPOPMIISIOTCS Ha
OJlaHKaxX, M3rOTOBJICHHBIX HAa CTaHAAPTHBHIX JIucTax Oymaru gopmaroB A4 (210x297 mm) u AS
(148x210 wmm). OtapenbHBIE BUABI JOKYMEHTOB (TaONUIBI, CXEMBI, CMETBI) JOITyCKAaeTCs
obopmiATh C wucnonb3oBanueMm ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBJISIONINE
BHYTPEHHIOIO TIEPENHCKY, O(OPMIISIOTCS Ha CTaHAAPTHBIX JUCcTax Oymaru gopmara A4 (210x297
MM) 0€3 UCIOJIb30BaHUs OJTAaHKOB.
4.2. Kaxplil TUCT TOKyMEHTa, 0opOpMIIEHHBIN Ha OJlaHKe Wi 0€3 HEero, JOJDKEH UMETh
0JIsl HE MEHee:
e 20 MM - JICBOC;
e 10 mm - mpaBoe;
e 20 MM - BepxHece;
e 20 MM - HUXKHEe.
4.3. JloxyMeHTBl JUINTeNbHBIX (CBbIIE 10 JIET) CPOKOB XpaHEHMsI I0JKHBI UMETh JIEBOE
nosie He MeHee 30 MM.
4.4. Bunpl 6J1aHKOB JJOKYMEHTOB ITPUMEHSEMBIX B IIKOJIC:
e 00mMii O1aHK;
e OJIaHK IHCHMA;
e OJaHK KOHKPETHOTO BHJAa JOKyMeHTa (OJlaHK IpHuKasza, OlaHK pacrlopspkeHus, OJaHk
MPOTOKOJIA H JIp.)
4.5. O0pa3siibl pa3paboTaHHBIX U IPUMEHSIEMbIX B IITKOJIE OJIAHKOB MOAJIEKAT BKIFOUEHUIO
B HMHCTPYKLUHMIO TIO JIEIONPOM3BOJCTBY OO0IIE0Opa3oBaTEIIbHOM OpraHMW3alid B KadecTBE
NPUIOKEHUH (TIprTokeHue 3 Ha 3 JTMcTax).

5. Ilpuxka3sbl

5.1. Ilpukazamu opOPMIISIFOTCSI PEIIICHHS TI0 ONIEPATUBHBIM, OPTaHU3AIIMOHHBIM, YICOHBIM,
KaJIpOBBIM (MIpHIIOKeHHE 2 Ha 9 MUCTax) U IPYTHUM BOIIPOCaM paOOTHI MIKOJIBI.

5.2. IIpoeKTbl IpUKa30B FOTOBAT OTBETCTBEHHbIE UCIIOIHUTEIN Ha OCHOBAaHUU ITOPYUYEHUN
JUPEKTOpa, ero 3amectureneil. [I[poekTsl npukas3oB 10 JIMYHOMY COCTaBY FOTOBUT CIIELUAINCT 110
KaJipam.

53. B mnpukazax TEKCT u3Jaraercsi OT TMEpPBOrO JIMIA EIUHCTBEHHOIO YHCia
(«[TPUKA3BIBAIOY).

5.4. TekcT mpHKa3a MOXKET COCTOATh U3 ABYX 4acTel: KOHCTaTUpyloliel (mpeaMOyibl) 1
pacnopsAIUTENbHOM.

5.5. B xoHCTaTHpyOmeil yacTh KpaTKo M3JararoTcs LeNd U 3a7a4M, (PaKThl U COOBITHS,
MOCJTYKUBIIIME OCHOBAaHUEM TSI U3JIaHus Nprka3a. OHa MOXKET HaunHAThCs cioBamu "B memsx",
"B cootBerctBun", "Bo ucnonnenue", u 1.1. Ecnu mpukasz u3gaeTcs Ha OCHOBaHUM JPYroro
JIOKYMEHTa, TO B KOHCTAaTUPYIOILEH YacTU yKa3blBaeTCsd HAaMMEHOBAaHUE 3TOr0 JOKYMEHTa, €ro
nata, HoOMep U 3aroyioBok. IIpeamOyna B mpoekTax NpPUKa30B 3aBEpILIAETCS CIIOBOM
«ITPMKA3BIBAIO», koTopoe neuyaTtaercs 3ariaBHbIMUA OyKBaMH.

5.6. PacnopsautenbHas 4acTh JOJDKHA COJEpXkaTb MNEPEUUCIICHUE IPeIUChIBAEMbIX
JNEHCTBUI € yKa3aHUEM HCIIOJIHUTENS KaXKJOro JEMCTBHUS W, NMPU HEOOXOAMMOCTH, CPOKOB
UCHoJHEHMS. PacniopsauTenbHas 4acTh JEIUTCS Ha ITyHKTHI U OAITYHKTBI, KOTOPBIE HyMEPYIOTCS
apabckumu nu@pamu. JlelcTBHUs 0JTHOPOAHOTO XapakTepa MOTYT ObITh NEPEUYHCIEHBl B OJTHOM
ITyHKTE.

5.7. B xauecTBe HCIIOJIHUTENEN YKa3bIBAKOTCS 3aMECTUTEIN JUPEKTOPA, IPEACEAATENN WIH
PYKOBOJIUTENHU pabouux rpymni (KOMUCCH).

5.8. Ecniu npuka3 u3MeHsIeT paHee U3JaHHbIA JOKYMEHT (ITyHKThI JOKYMEHTA), TO OJIUH U3
IIyHKTOB pacHOpSAUTEIbHOM YacTH TEKCTa [JOJDKEH COAEpXkKaTb CChUIKY Ha W3MEHSEMBbIN
JOKYMEHT (IYHKTBI JIOKYMEHTa) C YKa3aHHEM €ro JaThl, HOMepa U 3arojioBKa.
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5.9. Ecnm npuka3 oTMEHSIET IeHCTBUE paHee N3IaHHOTO JOKyMEHTA (ITyHKTOB JOKYMEHTA)
C ONIpEIEIECHHOM JaThl, TO OJUH W3 IIyHKTOB pAcCIOPSAUTEIbHOM YacTH TEKCTa JOJIKEH
HauuMHaThca ciioBamu "l[lpu3HaTh yTpaTUBIIMM CHITYy...", Jajiee YKa3bIBaTbCs JaTa, HOMEp U
3aroJIOBOK pPAaHEE H3/IaHHOIO JIOKyMEHTa (IyHKTa JOKyMEHTa), a TakKXe Jara, ¢ KOTOpOu
OTMEeHseTcs ero jeiicreue. Ecnu nata He ykazaHa, TO JCWCTBHUE paHee M3IaHHOTO JOKYMEHTa
(IyHKTBI IOKyMEHTA) OTMEHSETCS C J1aThl U3/1aHUsI HOBOTO IIPHKA3a.

5.10. Ecnu npuka3 OTMEHSIET paHee U3IaHHbIA JOKYMEHT C MOMEHTA U3/1aHUsl, TO OJUH U3
IIyHKTOB pPaclOpsSIAUTEIbHON YacTH TEKCTa JOJDKEH HauyuHaTbesl ciaoBamu "OTMEHMTH..." U
YKa3bIBaThCs JaTa, HOMEpP U 3aroJIoOBOK paHee U3JaHHOrO JJOKYMEHTA.

5.11. Ecau npuxa3 mpeanonaraeTcsi BBECTU B J€HCTBHE HE C MOMEHTA €ro W3JaHus,
HEO0OXOJMMO yKa3aThb CPOK BBeJIEHHUs ero B jeiictue. [locmeaHuil myHKT pacnopsauTeNIbHON
4acTU MOXKET COZEpKaTh CBEICHUS O JOHDKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a
UCIIOJTHEHUEM TNPUKa3a.

5.13. Ilpuka3el TOAMMCHIBAIOTCA TOJBKO JUPEKTOPOM  00IIe00pa3oBaTeIbHOM
OpraHU3aIHi UITU paOOTHUKOM, HCTIONTHSIIOIINM €ro 0013aHHOCTH.

5.14. OTBeTCTBEHHOCTh 3a O0ECIEUYEHHUE CBOEBPEMEHHOM M KayeCTBEHHOW MOJATOTOBKU
MIPOEKTOB MPHKA30B U UX COTJIACOBAHHE C 3aUHTEPECOBAHHBIMU PAOOTHUKAMU U OpraHHU3aIUSIMU
HECYT aBTOpHI IPOEKTA IIPUKa3a.

5.15. PeructpanoHHble HOMEpa NPUCBAWBAIOTCS TpPUKa3aM MO TMOPSAKY HOMEPOB B
npejenax KajieHIapHoro roja.

5.16. Jlata peructpaiuu npukasa siBisieTcs JaToi ero momuCaHusl.

6. IlpaBuia, MoJI0KEeHHs, HHCTPYKIUH

6.1. IlpaBuia — HOpPMAaTUBHBIM aKT, OINpPENEISIIOIIMM HOPSAAOK KaKoro-aiubo BHa
JEATEIIBHOCTH, YCTAHABINBAIOINI WIN 3alIPEILAIOIIUI ONIPENEICHHOE IIOBEICHUE.

6.2. [TonoxeHne — HOPMATHUBHBIN aKT, IETATBHO PEriIaMEHTUPYIOIIUI MPaBOBOM CTaTYC,
HOPSI0K OPTaHU3AIMK U POLEAYPY KaKOro-a1u0o0 BUa JesTEIbHOCTH.

6.3. WHCcTpyKiMss — HOPMATHUBHBIA aKT, H3JaBa€Mbld B IEJIAX pPa3bsICHCHUS U
OTpe/ieNIeHUs] TOPsAIKa MPUMEHEHHUs] COOTBETCTBYIOIEIO HOPMAaTHUBHOIO aKTa JIMOO C LENbI0
yYKa3aHUsI HOPM O CIIoco0ax BHITIOJHEHUS OINPEIETICHHbIX Onepaluil (1eHCTBUI).

6.4. IlpaBuna, mNOJOXKEHWs, WHCTPYKIMU NPUHUMAIOTCA (B 3aBUCHUMOCTH OT BHJA
JIOKyMEHTa) Ha YTpaBisAmoIIeM coBere, 3acenanusx [Ipodcoro3HOro KoMmMHUTEeTa MIKOJIBI U
YTBEPKAAKOTCS TUPEKTOPOM.

6.5. Ilopaok MOATOTOBKU MPOEKTOB MpaBWJI, MOJIOXKEHUS, HHCTPYKIIUA COOTBETCTBYET
o01ieMy MopsAAKy MOJrOTOBKH MTPOEKTOB MIPUKA30B 00111€00pa30BaTeIbHON OpraHu3aIiH.

6.6. TexcT mpoekTa MOJOKEHMs], MpaBW, UHCTPYKIMM IEYaTaeTcsi Ha YUCTOM JIUCTE
Oymaru ¢opmara A4.

6.7. OTINYUTENBHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABUJI, MOJOKEHUS, HHCTPYKLUU
ABIIIOTCA:

e TOYHOCTH PUMEHSAEMBIX POPMYJIUPOBOK O€3 UCIOIB30BAHUS CJIOB U MOHITUH, UMEIOIINX
MHO’KECTBEHHBIN CMBICIT;

e HCIOJIb30BAaHME KOPOTKUX MPEIIOKEHUH, OOLIENPUHATHIX BBIPAKEHUN MU CBS30K, MPU
HEOOXOMMOCTH -  TPEABAPUTEIBHOE  ONpEAEICHHE  HUCHOJIb3yeMBIX  MOHATH,
COKpallleHHi, a00peBuaTyp;

e ONNCaHHE BCEX BO3MOXKHBIX BAapHUAHTOB COOBITUI M COOTBETCTBYIOIIMX MM BapHaHTOB
NeICTBU, T.€. MOJHOTA NPeACTaBIECHUS HHPOPMAIIIH;

e CTPYKTYPHUPOBAaHHOCTb TEKCTa C LEJIbIO TOCTHIKEHUS HAWJIy4dlIEil IMOCIe0BaTEIbHOCTH
U3JI0’KEHUsl MaTepuaa;

e MUHHMMM3ALUA TEKCTA C MOMOIIbIO IPUMEHEHUs 00001IeHH (0630pOB MpeInoaaraeMbIx
NeCTBUI) U IpUMEHEHUe epevyrcieHul (3a1a4, 3TanoB, YCJIOBUHM U T.11.).
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6.8. B 3aBHCHUMOCTH OT CIIO)KHOCTH W OoOBbeMa pa3pabaTbiBaeMbIX MPABHII, MOJIOXKEHUS,
HHCTPYKIUU - TCKCT JOKYMCHTA ACJIMTCSA Ha I'JIaBbl, TYHKTLI U ITIOAITYHKTBI. I'naBeI JOJI?KHBI UMETh
Ha3BaHus. Hymepanus npousBoautcs apadbckumu nudpamu.

7. IIpoTokoJ 3acenanus (CoBenIaHms)

7.1. IIpoTOKON — JOKYMEHT, B KOTOPOM (PUKCHPYETCS XOA OOCYKICHHUS BOIPOCOB U
NPUHSATUS PEHICHUH Ha COOpaHMAX, COBEIIAHUIX, KOH(DEPEHINAX U 3aCEIaHMUIX KOJUIETHAIbHBIX
OpraHoB.

7.2. IIpotokon 3acemanus (coBemanus) - (janee - MpoToKoy) ohOPMIISIETCS HA YUCTOM
mucte Oymaru ¢popmata A4.

7.3. PekBU3UT - "TEKCT NOKymeHTa'. PEKBHU3UT COCTOMUT M3 JBYX 4YacTel: BBOJHOU U
OCHOBHOM.

7.4. Bo BBOAHONH 4YacTH YKa3bIBAIOTCS HWHULMUANBL, (QaMHIMU U JOJHKHOCTH
Mpe/ice1aTeIbCTBYIOIIET0, CEKpeTapsi, IPUCYTCTBOBABIINX Ha 3aCEJaHUU U, TPU HEOOXOAUMOCTH,
JIUII, IPUTTIAIICHHBIX Ha 3ace/lanue (COBEUIaHue).

7.5. BBOJIHasA 4acTh MPOTOKOJIA 3aKAHYMBAETCA IEPEYHEM PACCMATPUBAEMBIX BOIIPOCOB,
MEPEYUCIICHHBIX B TOPSAAKE UX 3HAYUMOCTH C YKa3aHUEM JIOKJIaJ4uKa MO0 KaKIOMY
paccmarpuBaeMomy Borpocy. Borpockr hopmynupyrotes ¢ mpemiorom "O" ("O6"), medaratores
OT I'PaHULIBI JIEBOTO MOJS U HyMEPYIOTCS apaOCKUMU U pamH.

7.6. OcHOBHasi 4YacTb HPOTOKOJA COCTOMUT W3 pas3fesioB, COOTBETCTBYIOIIUX
paccMaTpuBaeMbIM BOIIPOCAM U X HyMepaluu.

7.7. TekcT NpOTOKOJIA U3JaraeTcsi OT TPETHETO JIMIa MHOKECTBEHHOro yncia ("ciymanu",
"BpicTynuin", "mocranoBuin", "pemminn").

7.8. IIpoTOKOJ TMOJIMUCHIBAETCS JIMIIOM, IIPEACENATEeILCTBOBABIINM Ha 3aceIaHuu
(coBemanum), U cekpeTapéM 3aceaHus (COBEIIaHMS).

7.9. I1pu OTCYTCTBUM CEKpeTaps 3acelaHusi, B TOM YUCJIE TP MPOBEICHUN OTIEPATUBHBIX
COBCILIAHUH, TOMYCKAETCs MOANMCAHUE MPOTOKOJIA TOJIBKO MPEICEAATEIbCTBYOIINM.

7.10. Tekct mpoToKOJia JOJKEH OBITh TOJTOTOBJIEH HE IO3/JHEE TpeX AHEH cO JHS
3acenanus. [I[poeKThl COOTBETCTBYIOUINX MYHKTOB MPOTOKOJIA BUSHUPYIOTCS TOJKHOCTHBIM JIHIIOM
OTBETCTBEHHBIM 32 MOJTOTOBKY.

7.12. Komum MpPOTOKOJOB pPACCHUIAIOTCS 3aMHTEPECOBAHHBIM  OpPTaHM3AIMSIM U
JIOJDKHOCTHBIM JIMIIAM B COOTBETCTBUU C YKa3aTEJIEeM PACCHUIKU, KOTOPBIM COCTABIISIET CEKPETaph
3aceqaHus (COBEIIAHMUS).

8. Ilnan
8.1. Ilman — JOKYMEHT, YCTaHaBJIHMBAIOIIMN IEpPEYeHh HAMEUEHHBIX K BBITOJHEHHIO
MEpOTNPHUATHIA, UX TOCIEA0BATENILHOCT, 00bEM, CPOKH, OTBETCTBEHHBIX MCIIOTHUTEIEH.
8.2. [lman odopmisiercss Ha nucte Oymaru dopmarta A4 ¢ MCIIOIB30BAaHUEM CIIEAYIONIMX
DEKBH3HTOB:
e HAaMMEHOBAHHE IIKOJbI;
e rpud yTBEpKACHUS JOKYMEHTA;
e JlaTa JIOKyMEHTA;
e  PETUCTPallMOHHBII HOMEpP IOKYMEHTA;
e HAMMCHOBaHHE BUJA JOKYMEHTA;
e  3aroJIOBOK K TEKCTY;
e TEKCT IOKYMEHTA,
e HAMMEHOBAaHME JOJKHOCTH;
e  TIOJIIIHCE.
8.3. PexBu3uT — "TekcT gJoKyMeHTa" opopmiIsieTcs B BUue TaOauIbl ¢ Tpadamu:
e HOMEp ITyHKTA IUIaHA;
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e HAMMCHOBAHHE MEPOTIPHSITHS;
e CPOK UCIIOJIHEHHUS;

e  HUCIOJHHTEIb;

e IpHUMEYAHHE.

9. OTuer

9.1. Otyer — JOKYMEHT, COJEpXalluid CBEACHUS O pe3yJbTarax [eATeIIbHOCTH 3a
OIIPEIETICHHBIN IEPUOJ] BPEMEHH, BBIIIOJTHEHUU MEPOIIPUATHN, IOPYUYECHUH, 3aJaHUH, IUIAHOB.

9.2. OtueTsl, peAOCTaBIsIEMbIE B OpraHbl IOCYJapCTBEHHON BJIacTH (B TOM YHCJIE B
OpraHbl TOCYJAapCTBEHHOM CTAaTUCTUKU) W HUMEIOIIME YCTAHOBJIICHHYIO IPABOBBIMU aKTaMU
rOCYJIapCTBEHHBIX OPTaHOB (hOPMY, CO3TAFOTCS 110 YCTAHOBJICHHOM IrOCyJapCTBEHHBIMHU OpraHaMu
¢dopme u B onpeaenéHHOM UMHU TOPSIIKE.

9.3. OrtuéThl, mNpenoCTaBISIEMbIE COTPYJAHHMKAMU IIKOJbI B XOJ€ BHYTPEHHETO
B3aMMOJICHCTBYSI, CO3AFOTCSI MO MPaBUIIAM, YCTAHOBJICHHBIM ISl CO3JJaHUsI CITYKEOHBIX 3aIHUCOK.

9.4. Otuersl 0GOPMIIAIOTCS Ha JUCcTe OyMaru popmara A4 ¢ MCIOJIH30BAHUEM CIEAVIOIINX
PEKBU3HUTOB:

e HaMMEHOBAHHUE IIKOJIBL;

e JIaTa IOKYMEHTA;

e  PErucTpallOHHBIN HOMEP JOKYMEHTA;

e HAMMEHOBAHHWE BHUJIA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKA O NMPUJIOKCHHUH (ITPH HATMYNH);
e HAWMCHOBAHHE JOJDKHOCTH,

e TOJINCH.

9.5. B Tekcre oru€ta B 00sA3aTEIHHOM TOPSJKE IOJDKHO COJEPKAThCA YKa3 Ha
JEeSTENIbHOCTh, MEPOIPUSTHE, BBIAAHHOE MOPYYCHHE, 3aJaHue, MYyHKT IJIaHa, TMOJJIeXKaIlun
BBITIOJIHEHHUIO, U PE3YyJbTAaT O BBINIOJIHEHHH, B TOM YHCJIE C yKa3aHHEM Ha COOJIOJEHUE WU
HApyIIeHHE UCIOIHUTENbCKONW JHUCUWIUIMHBI, YCTAHOBIEHHBIX CPOKOB HCIIOJIHEHUS U
HaJyIeKalee MpeaocTaBiIeHue HMHQPOpMAIMHM, HEOOXOJAMMBIX  MaTepuagoB  (IMMPOEKTOB
JIOKYMEHTOB) COUCTIOTTHUTEINSAMU (TIPU YYACTHH HECKOIBKUX MCTIOJHUTENEH).

10. IIncomo

10.1. I[TrcbMa TOTOBSITCS KaK:

e  OTBETHI O BBHIMIOJIHEHUHU TIOPYUYEHHUI BBIIIECTOSIINX OPTaHOB UCIIOIHUTENBHOM BIACTH;

e  OTBETHI HA 3aITPOCHI OPTraHU3ANNHN, TPEANPUATANA U YACTHBIX JIUIT;

e VHMIIMATHBHBIC TUCHMA.

10.2. CpoKH ITOATOTOBKH OTBETHBIX ITHCEM:

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

e B COOTBETCTBHU C pE30JIONUEH JUPEKTOpa W €ro 3aMeCcTUTeNIed Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB HCIIOJHEHUS MOPYYEHUM, 3allpOCOB WM IO PEHICHUIO aBTOpa
PE3O0ITFOTTHH.

10.3. TekcThl OTBETHBIX IHCEM JOJ/DKHBI TOYHO COOTBETCTBOBATh 3aJaHUSIM,
3apuKCUPOBaHHBIM B pe3orori. CpOKH TOJITOTOBKH HWHHUITMATHBHBIX ITHCEM OMPEICIISIOTCS
CaMOCTOSITENIbHO aBTOPOM IMPOEKTa MHUCHhMa C yU4ETOM HEOOXOIMMOCTH PEIICHUS KOHKPETHBIX
3aja4 W (MIM) B COOTBETCTBHHM C TPEOOBAaHUSAMH 3aKOHOJATEIHCTBA, MOPYYCHUSIMU
HEMOCPEJICTBEHHOTO PYKOBOIUTES.

10.4. Tlucbma medararoTcsi Ha OJlaHKe MHCBbMa 00IEe00pa30BaTEIbHON OpPTraHU3aIluu C
YTIIOBBIM PACIIOJIOKEHUEM PEKBU3HUTOB.
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10.5. JlonoaHUTENbHO K PeKBU3UTaM OJiaHKa MUChbMa Ipu 0HOPMICHUH MUCEM B IIKOJIE
UCTIOJNB3YIOTCS CIAEAYIONINE PEKBU3UTHIL:
e ajpecar;
e  3aroJOBOK K TEKCTY;
e TEKCT JOKYMEHTa;
e OTMETKa O IPUJIOKECHUH;
e BHU3A;
e  TOJIHKCE.
e OTMETKa 00 UCIIOJHUTEIE.
10.6. Ilpu odopmiieHuu nucbkMa Ha JABYX W 0OoJiee CTpaHWIIAX BTOPAsl U MOCICIYIOIINE
CTpaHMIIbI HyMEPYIOTCS IOCEPEIMHE BEPXHETO MOJIS JINCTA apaOCKUMH LU(ppaMU.
10.7. TIuceMa MoANUCHIBAET TUPEKTOP WK PAOOTHUKH, YIIOJTHOMOYEHHBIC TIPUKA30M.
10.8. CnyxeOHbIe 3aITUCKH
10.9. B nensx ocCylIeCTBICHUS B3aUMOJCHCTBUS MEXAY COTPYJAHHMKaMH B paMKax
BHYTPEHHEI0 JIOKYMEHTOOOOpOTa B IIKOJE HPUMEHSIOTCS Cily:keOHble 3anucku. Ciry:keOHble
3alACKU  SIBJSIFOTCS  CIIPABOYHO-WH(OPMAIIMOHHBIME  TOKyMEHTaMH. ABTOpPaMH CITy)KEOHBIX
3aIIMCOK SBJISIOTCS COTPYJHUKH 00111e00pa30BaTeIbHON OpraHU3altu.
10.10. CiyxebHas 3ammcKa MOXKET COCTaBJISTHCS IO yKa3aHWIO PYKOBOJACTBA WM TIO
MHUIIMATUBE KOHKPETHOTO COTPYIHMKA.
10.11. Ilpu odopmieHnn cayxeOHON 3aMUCKU 0(OPMIISIOTCS CISAYIOINE PEKBU3HUTHI:
e ajpecar;
e JlaTa JIOKyMEHTA;
e HAMMEHOBaHME BUJA JOKYMEHTa;
e  3aroJOBOK K TEKCTY;
e TEKCT IOKYMEHTa;
e OTMETKa O MPWJIOKEHUHU (MpU HAITUYHH);
e HAMMEHOBAaHME JOJKHOCTH;
e  TIOJIIHKCE.
10.12. CnyxeOHble 3amMCKM MOTYT cO3[aBaTbcsi Ha OyMaXHOM HocuTene U (Wid) B
AJIEKTPOHHOU (hopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTb BBLAAETCS COTPYIHUKAM IIKOJBI M OGOpPMIIETCS MO IpaBUIIaM,
YCTaHOBJIEHHBIM HacTosmell MHcTpykuueil nis nucem, ¢ yuéToMm TpeOOBaHUN T'pa)JIaHCKOIO
3aKoHozarenbeTBa Poccniickoit denepanuy U HaCTOSILETO pasaeia.

11.2. TIpoekT TOBEPEHHOCTH MOJTOTABIUBACTCS M BUBHPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh Oy/eT BblJaHa, MOCJIe 4Yero nepenaércs B KaHLESAPUIO ISl HAIpaBJiICHUs Ha
MOANMCAaHUE.

11.3. JloBepeHHOCTb MOMIMUCHIBAETCS TUPEKTOPOM MIIM JIULIOM, OCYLIECTBIISIFOIIMM €ro
MOJIHOMOYMS (MCTIONHSIIOIIUM O0SI3aHHOCTH), M CKpPEIISeTCs] MedaTbio 00111e00pa3oBaTeIbHON
OpraHu3aluu.

12. loroBopsl, corjiameHusi, KOHTPAKTHI

12.1. JloroBopsl, COTJNAIICHHs, KOHTPAKTHI (J1ajiee - TOTOBOPHI) MOATOTABIMBAIOTCS B
COOTBETCTBUM C TpeOOBAaHUSAMH TPaKIAHCKOTO, TPYIOBOrO, OIOJKETHOTO U  HHOIO
3akoHonarenscTBa Poccuiickoil Penepanyv, B 3aBUCMMOCTH OT PETYJIHPYEMBIX JOTOBOPOM
IPaBOOTHOLIEHUH 1 0053aTENbCTB CTOPOH.

12.2. IIpoekT noroBopa MOAroTaBIMBAECTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIOPABIAIONUM) C Y4ETOM HEOOXOJMMOCTH CBOEBPEMEHHOI'O M KauyeCTBEHHOTo OOecreyeHMs
HCIIOJTHEHUS CBOUX MOJIHOMOYUH (00s13aHHOCTE!, QYHKIUIT), TOJTHOMOYH LIKOJIBI B LIEJIOM.
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12.3. TIpoekT 10orOBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
YIPABJISIONIAM ) COBMECTHO CO CIIEIUATUCTOM, K (PYHKIIUAM (TIOJIHOMOYHUSM) KOTOPOTO OTHOCUTCS
peleHre BOIPOCOB, ABISIOUIUXCS MTPEIMETOM JOTOBOPA, HIIM UHBIM COTPYIAHUKOM IO MPSMOMY
YKa3aHUIO TMPEKTOpa 001e00pa3oBaTeIbHON OpraHU3aIIH.

12.4. Heobxoaumasi AJis TOATOTOBKM MpOeKTa JoroBopa HHpopmanus coOupaercs
OTBETCTBEHHBIM JINIIOM (KOHTPAKTHBIM YIPABIISIONIIM) B OPsIKE pab0vero B3auMOICHCTBUS C
y4€TOM TMpaBuJl, YCTAHOBJICHHBIX HacToseld MHcTpyKuuei.

13. IlpyHIMIIBI OPraHU3AUM JOKYMEHT0000poTAa

13.1. B 10KyMEeHTOOO0pOTE BBIACIAIOTCS CIAEAYIONIUE JOKYMEHTOMOTOKH: MOCTYyNarouas
JMOKyMEHTalusl (BXOAsllasl), OTHpaBisieMas JOKyMEHTauus (McXonsiuasi), BHYTpPEHHSs
JIOKYMEHTAITHS.

13.1. B cocTtaBe BXonsIeil U HCXOAAIIEH TOKYMEHTAIIUU MOTYT BBIJICTATHCS JOKYMEHTHI,
MOCTYIUBIIAE W3 BHIIMIECTOSIINX, MOAPSIHBIX, MEIUIIMHCKUX U JPYTHX OpraHU3alliid, OpPraHOB
MECTHOT'O CaMOYIIPaBJICHHUs, OOpaIlIEHUS TPaKIaH.

13.3. OGparttenust rpakJaH perucTpUpyoTcs U POPMUPYIOTCS B Jiea OTACIBHO OT IPYTUX
JIOKYMEHTOB 00I111€00pa30BaTeIbHON OpraHU3aIliH.

13.4. B mkosze gocTaBka M OTIpaBKa JOKYMEHTOB OCYIIECTBIISETCS CPEACTBAMU ITOUTOBOU
CBSI3H, SJICKTPOHHOW CBSI3M, a TaK)K€ IO CHUCTEME 3JIEKTPOHHOTO JOKYMEHTO0OOpoTa (manee -
C3/1). C moMomipi0 MOYTOBOM CBS3M B 00I11€00pa30BaTEIIbHYIO OPTaHMU3aAIMI0 JTOCTaBJISETCS
MUChbMEHHAs! KOPPECMOHICHIUS B BUJIE MTPOCTHIX MHUCEM, 3aKa3HBIX MHCEM, MOYTOBBIX KapTOYEK,
OaH/IepoJIei U MEJIKUX IMAKeTOB, a TAK)KE MEYATHBIC H3IaHMUS.

14. IlepBuyHasi 06pad0TKa NOCTYNAKOIIUX JOKYMEHTOB

14.1. JIokyMeHTBI, NOCTyHAIOIME B ILIKOJY, NEPEJAIOTCs HAa PErMCTPALHUIO0 CEKPETapro
0011e00pa30BaTEIbHON OpTaHU3aAMH U IPOXOIAT MEPBHYHYI0 00paOOTKy B JIEHb IMOCTYIUICHHUS,
OpU TOCTYIUIEHMM B Hepabouee BpeMs - Ha cieayromuid paGouuit aenb. Ilpu nepBuuHON
00paboTKe TOKYMEHTOB MPOBEPSETCS MPABMWIIBHOCTH ajpecoBaHus. OmMO0YHO MOCTYMHUBIINE
JIOKYMEHTBI IT€PEChUTAIOTCS 10 MPUHAJICKHOCTH WM BO3BPAIAIOTCS OTIPABUTEITIO.

14.2. JlokymeHnTsl, moctynupiiue c¢ ormerkamu "Cpouno", "BpyuuTh HemeIieHHO",
"OnepaTuBHO", HE3aMEUIUTENIILHO MPOXOIAT MEPBUUYHYIO OOpabOTKY U JIOKJIAJbIBAIOTCS
JUPEKTOPY WIM B CIy4yae €ro OTCYTCTBUS — 3aMECTUTENIO JUPEKTOpa MO HaIpaBJIECHUIO
NeSITETbHOCTH.

14.3. TlocTtynuBine TeaerpaMMbl IPUHUMAIOTCS 110/ TIOJIUCH C MPOCTABICHUEM AAThl U
BpPEMEHU NPUEMa, PETUCTPUPYIOTCS 110 TEM K€ IIPAaBUIIaM, YTO U MHChMa.

14.4. DnekTpoHHBIE COOOIICHMS, aJPECOBAaHHBIC TUPEKTOPY WIIM HAINPABICHHBIE B aJpec
IIKOJIBI, PACHeYaThIBAIOTCS U JIOKJIAJBIBAIOTCS AUPEKTOPY MM B ClIydae €ro OTCYTCTBUS —
3aMECTUTEINIO0 TUPEKTOpA.

14.5. DnexkTpoHHBIE COOOIEHUs, 3aBEPEHHBIC HIIEKTPOHHOM MOJMHUCHIO, IOAJIEKAT
00paboTKe 1o MpaBuiIaM, IPEyCMOTPEHHBIM IS TOCTYMaoIeH (BXOAsIIEH) T0KyMEHTAIIHUH.

14.6. IloctynuBas (BXoJsIas) JOKYMEHTAIUs paclpesieNseTcss Ha perucTpupyeMble U
HE MOJyIeXkKalIue PETUCTPALUN JOKYMEHTHI.

14.7. He noanexxaT perucTparuu:

e TpUIJIACUTEIIbHBIE, TO3PaBUTEIbHBIC TUChMA U TEJIETPAMMBI;

e OUICTHI;

e TUTAHBI U TIPOTPAMMBI CEMHHAPOB, KOH(DEPEHIINH U JPYTUX MOJOOHBIX MEPOTIPHUSITHIA,

e JIOKYMEHTBHI IO OyXrajaTepcKOMy YYeTy, MaTepHUalbHO-TEXHHMYECKOMY OO0eCIeueHHIo,

IUTAHOBBIE U (DUHAHCOBBIE JOKYMEHTHI, IOCTyNAaloIINe 6e3 COPOBOIUTENILHOTO MUChMA;

e pEKJIaMHbIE, KOMMEPYECKHE MPEIOKEHHS, B T.4U. TOCTYIHUBILHUE 10 3JIEKTPOHHON MOYTE;
e TICYATHBIC M3TAHUS;
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e MHCHbMA C TIOMETKOMN «JTUYHOY.

15. Peructpanus, y4eT H pacCMOTpPeHUEe PYKOBOAUTEIEeM NOCTYNAKIMMNX (BXOASIIUX)
JOKYMEHTOB

15.1. TloctynuBumime (BXOIAIIME) IOKYMEHTHI DPETUCTPUPYIOTCS TOJIBKO IIOCIE U
MEPBUYHOI 00pabOTKH U HE3aBUCHMO OT CIIOCc00a UX TOCTABKH.

15.2. Peructpanusi — npocTaBieHHe B HUYKHEM IPABOM YTy MEPBOTO JIUCTA JOKYMEHTa
OTMETKHM O TIOCTYIUIEHUH C YyKa3aHMEM JaThl MOCTYIUICHUS U BXOISIIETO PEruCTPAIMOHHOTO
HOMEpa IOKyMEHTa C 00s13aTeNIbHOM 3aIHMChIO B )KYPHAJI PErHCTPAIMH MOCTYHAIOMICH (BXOISIICH)
nokyMmeHTaiuu. CTpyKTypa perucTpaliOHHOTO HOMepa MOCTYMAOIIEro (BXOASIIEro) T0KyMEeHTa
COCTOMT M3 €ro IOpSAKOBOIO HOMEpa UM UHAEKca Jela [0 HOMEHKIarype JAel
00111e00pa3oBaTEeIbHON OpraHU3aIliH.

15.3. Perucrpanusi BceX NOCTYNUBLIMX (BXOISILMX) JOKYMEHTOB IPOM3BOAMUTCS B
npenenax oOHIero JIOKyMEHTOMOTOKA. JIOKYMEHThI, MOCTYNUBIIME B IIKOIY IO KaHallaM
(dakCUMUIIBHOW  CBSI3M, 00pabaThIBAIOTCS W PETUCTPUPYIOTCS B OOIIEM  TOPSIKe.
TekcT noctynuBIel TeneGoHOrpaMMbl 3alMCHIBACTCS B KypHaJe perucTpaiuu TeaedoHorpamm
Y TIeYaTaeTcs Ha JIMcTe OyMaru JUisl mepeiadyu Ha pacCCMOTPEHHE.

15.4. Tlocrynatoue (BXopsmiue) JOKYMEHTHl TepedaroTcsi Ha pacCMOTpPEHHUE
PYKOBOJICTBY TOJIBKO ITOCJIE€ UX PETUCTPALIUU U TPEABAPUTEIHLHOTO PACCMOTPEHHUSL.

15.5. IokyMeHTBI, MOCTYMHUBIIUE B 00111€00pa30BaTeNbHYI0 OPraHU3aIlNIo, TI0 BOIIPOCaM,
HE TpeOyIOUIMM pacCMOTPEHUsI AUPEKTOPA, HAMPABISIOTCS PAOOTHUKOM OTBETCTBEHHBIM 3a
JIEJIONPOU3BOJICTBO LIKOJIBI HETTOCPECTBEHHO MCIIOTHUTEIIO 3ampoca.

15.6. JlupexTop B pE30JIOLMU ONpPENENsIeT JIML, OTBETCTBEHHBIX 3a MWCIIOJIHEHUE
JTOKYMEHTa, ¥ JaeT UM MopydeHue. PaOOTHUK OTBETCTBEHHBIH 3a NEIOMPOU3BOJCTBO LIKOIBI
nepesaeT JOKyMEHT Ha UCTIOJTHEHHE.

15.7. TlognuHHUK [OKYMEHTa C PE30NIOIHMe pyKoBoaUTENs oO0IIeo0pa3oBaTeabHON
OpraHMu3aly HaIIPaBIISIETCS UCIIOJHUTEIO.

15.8. Ilpu HaMMYUU HECKOJIBKUX MCIIOTHUTENICH MOATMHHUK JOKYMEHTA MepeaaeTCs TOMY
UCTIOJIHUTEINI0, KOTOPHIA B COOTBETCTBHHM C YKa3aHUSIMH 110 HWCIOJHEHHUIO SBIISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCTIOJTHUTENN TOTY4at0T KOMHIO JOKYMEHTA.

15.9. TlommMHHUK TOKYMEHTa, KOTOPBIA HCHOJHSETCS HECKOJIBKUMH JOJDKHOCTHBIMHU
JMIIaMH, TIOJIy4aeT OTBETCTBEHHBIH HCMONHUTENb. OCTaJbHBIM HCIHOJIHUTENAM MEepeaaroTcs
KOTIHIH.

15.10. M3roToBnenue KOMuii TOKyMeHTa JUIsl Iepeiadi COUCTIOHUTEISM OCYIIECTBIISIETCS
cekperapem o011e00pa3oBaTeIbHON OpraHUu3aIiHg.

15.11. Pe3omronus COICPIKHUT:

e yKa3aHHME 110 MCIOJIHEHHIO, COJep)Kalllee KpaTKoe OMNHCaHHE HeOoOXOIUMOro Juist

UCTIOJIHEHUS JIeHCTBUS;

e yKa3aHHE Ha CpPOK, B TEUEHHE KOTOPOro JIMOO A0 HCTEYEHHUS KOTOPOro HEOOXOAMMO

UCTIOJIHUTH MPEANUCaHHOE JIeCTBIE;

e JIMYHYIO MOJAIKUCH aBTOPA PE30IIOIUY;
e JIaTy NMPOCTABJICHUS PE3OIIOIUH.

15.12. Yka3aHue Ha CpOK, B TEUEHHUE KOTOPOTO JIUOO JI0 UCTEYSHUSI KOTOPOTO HEOOXOIUMO
UCTIOJIHUTh TPEINHCaHHOe JAEUCTBUE, MOXKET HE BBIPAKaThCsl KOHKPETHOW TaTOM M coaepxkarb
BBIPKEHHUS: "'B YCTAHOBJIEHHBIN 3aKOHOM CPOK" U T.II.

15.13. Pe3omronus mnumiercss Ha CBOOOAHOM OT PEKBU3UTOB MECTE IEPBOIO JIHMCTA
JTIOKYMEHTA.

15.14. B cnyuae, Korja pe3oJIOIUS aJpecoBaHa HECKOJBKHUM COTPYAHHMKAM, TO
OTBETCTBEHHBIM 32 MCIIOJIHEHHE JOKYMEHTA B IIEJIOM SIBIISIETCS COTPYIHUK, YKa3aHHBIA TIEPBBIM
(BepXHUM), 1100 COTPYIHUK, B OTHOILIEHUH KOTOPOTO C/AEJIaHa MOMETKA O TOM, UYTO OH SIBJISETCS
OTBETCTBEHHBIM.
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16. Opranuszanus paéoTsl ¢ OTHPABIASIEMbIMH (MCXOASIIUMHU) JOKYMEHTAMU

16.1. lo mpeocTaBieHus IPOEKTa OTIIPABIIAEMOIO (MCXOAALIET0) JOKYMEHTA Ha MOANUCH
JUPEKTOPY WM MHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM IOPSAKE Ha MOANMCAHUE JIHILY
OCHOBHOM HCIIOJIHUTENb MPOBEPSIET MIPABUIBHOCTb O(OPMIICHUS OTIPABISIEMOr0 (MCXOSIIETO)
JOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosmel MHCcTpyKuuu.

16.2. Ilpu nNOArOTOBKE OTIPABISAEMOIo (MCXOASLIEro) JOKyMEHTa Kak OTBEeTa Ha
HNOCTYNUBUINH (BXOASIIMI) JOKYMEHT UCIIOJHUTEIb IPUKIIA/IBIBAET K [IOATOTOBIEHHOMY IIPOEKTY
BXOJSIIUI TOKYMEHT.

16.3. TIpoekTsl OTHpaBIsiEMBbIX (MCXOMSAIIUX) TOKYMEHTOB C Y4YETOM COOJIIO/ICHUS
YCTAHOBJIEHHOT'O B PE30JIIOLIMU CPOKA MCIIOJIHEHMS IIEPEIatoTCsl OTBETCTBEHHBIM HCIOJIHUTEIEM
B OTJIEJN JIEJIONPOU3BOJICTBA (KaHLIEIAPHSL, CEKpeTaph) IIKOJIbI JUIsl HAIIPaBJICHUs Ha TIOIIMCAHKE.

16.4. IlonnucaHHble OTHpaBiseMble (MCXOASIIME) TOKYMEHTHI, IepeaatoTcsi pabOTHUKY
OTBETCTBEHHOMY 3a JIEJIONPOMU3BOJCTBO  INIKOJbI, KOTOPBIM  OCYILIECTBISET IPOBEPKY
KOMIUIEKTHOCTH W COOTBETCTBHSI KOJMYECTBA 3K3EMIUIIPOB OTIPABISIEMOTo (MCXOMSLIETO)
JIOKYMEHTa CIHUCKY PpAacChUIKM, a TaKXe IMPaBUIBHOCTh OQPOPMIIEHUSI JOKYMEHTa COIJIACHO
HACTOSILEH MHCTPYKIUH.

16.5. B ciyyae HapylleHHsS KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJMYECTBA, & TAKKE
IPaBUIBHOCTH OGOPMIIEHHUS JOKYMEHTa COIJIACHO HACTOSIIEH HHCTPYKIMU OTIpaBiisieMble
(ucxopmsimue) JOKYMEHTHI HE3aMEMJIUTENFHO BO3BPALIAIOTCA PAOOTHUKAMHU — KaHIESPUU
OTBETCTBEHHOMY HCIIOJIHUTEIII0 WM B CIy4ae OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJHHUTENS €ro
HEINOCPEJICTBEHHOMY PYKOBOJUTEIIO JUIsl YCTPAHEHUS HAapyIICHUH.

16.6. JloKyMeHTBI IOCI€ HUX MOJIIUCAHUS JUPEKTOPOM WM HHBIM YHOJIHOMOYEHHBIM
JMIIOM TIEPEeNaloTCsl B KaHIESPUIO 00I1e00pa30BaTeIbHOM OpraHW3aluu ISl PEeTUCTPAllUN U
OTIIPABKH.

16.7. Peructpamusi oTmnpaBisieMbIX (MCXOISIINX) JOKYMEHTOB OCYIIECTBIISIETCS MOCTE
npoBe/ieHUs] paOOTHUKAMHM KaHLENspPUH, OTBETCTBEHHBIMM 3a JI€JIONPOU3BOJACTBO, MPOBEPKU
KOMIIUIEKTHOCTH W COOTBETCTBHS KOJMUECTBA HK3EMIUISIPOB, a TAK)KE MPABUIIBHOCTH O(hOpMIICHHUS
OTIIPABIISIEMOrO (UCXOSIEr0) JOKYMEHTA.

16.8. Perucrpanus co3gaBaeMbIX JOKYMEHTOB OCYLIECTBIIETCS B J€Hb MOANMCAHUS WIN
yTBEpKJIeHHs TM00 Ha CleAyOmUN paboumii JeHb.

16.9. CBeneHust 0 perucTpUpyeMbIX OTIPABISIEMBIX (MCXOASIINX) JOKYMEHTaX BHOCATCS
B JKypHaJI perUCTpaluy OTIPABIsAeMON (MCXOAAIIEH) JOKYMEHTAIUH.

16.10. PerucrpanMOHHBI HOMEp W JAara OTMIPABISEMOro (HMCXOJSIIET0) JOKYMEHTa
IPOCTABJISAIOTCS HA MOAJMHHUKE TJOKYMEHTA B PEKBU3HUTaX OJaHKa M Ha SK3EMILISIpe, OCTAIOIIEMCS
B Jiesie 0011e00pa3oBaTeabHON OpraHu3aiy.

16.11. CtpykTypa perucTpaiioOHHOTO HOMepa OTIPABIAEMOr0 (MCXOSIIET0) JOKyMEHTa
COCTOMT M3 €ro MOPsIIKOBOIO HOMEpa U MHJEKCa JieJia 10 HOMEHKJIAType /e IIKOJIbI.

16.12. OtnpaBka JOKYMEHTOB HPOM3BOJIUTCA IEHTPAIU30BaHHO paOOTHUKAMHU
KaHLEJSIPUN IIKOJIbI, KOTOPbIE MIPOU3BOJAT UX COPTUPOBKY IO CIOCOOY OTIpaBiieHUs (MpocTas,
3aKa3Hast, MeKJyHapOaHas U 1p.).

16.13. IIucbma, TenerpaMMbl, OTKPBITKH, OaHIEPOIH U MTeYaTHbIE U3/1aHUS OTIPABIISIOTCS
IIOYTOMH.

daxcorpamMMbl U TeaeOHOIPaMMBI ITepeIatoTCs M0 KaHalaM Tesie(OHHOM CBS3H.

16.14. DnekTpoHHBIE COOOIIEHHUS OTIPABISAIOTCS C OQUIHMAIBHOIO I1OYTOBOTO
AIIEKTPOHHOTO ajjpeca 0011e00pa3oBaTeIbHON OpraHU3aliH.

16.15. IluceMma, TenmerpamMmbl, OTKPBITKM, OaHAEposH, (akcorpamMMbl, 3IIEKTPOHHBIE
COO0O0I1IeHNs, HE CBsI3aHHBIE C padouell 1eATeIbHOCThIO, K OTIPAaBKe HE MPUHUMAIOTCS.

16.16. JIoKyMEHTBI, OTIpaBIsieMble CPEJICTBAMU IOYTOBON CBS3H MPOXOJIAT:

e  YIAKOBKY;
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e ajpecoBaHue (TpU HAIPaABJICHUHU TOKYMEHTa Oojee 4yeM B 4 ajpeca) — B COOTBETCTBHH C
yKa3aTeJeM pacChUIKM, HAa KaXXJIOM 5JK3eMIUISIpe MUChbMa YKa3bIBA€TCS TOJIBKO OJIMH
ajzpecar.

e TIPOCTaBJIEHHWE CTOMMOCTH IMOYTOBBIX YCIIYT;

e TIEpElavy B MOYTOBOE OTCIICHHUE CBSI3H.

16.17. Ilpm mTOATrOTOBKE W OTNpaBKE IHCEM HEOOXOIMMO YUYUTHIBATh MPaBUIIA,
YCTaHOBJICHHBIE TTPUKa30M MUHUCTEPCTBA CBSI3UM M MAacCOBBIX KOMMyHUKauuii P® ot 31 urons
2014 r. N 234 "O06 yrBepxaeHuu IlpaBunm oOKa3aHusT YCIyr TIOYTOBOW  CBs3W'.
16.18. JlokyMeHTBI, OTIIpaBJIsieMbIE CPEICTBAMH ITOYTOBOM CBSI3HM B OJIUH a/IpEC, BKIIAILIBAIOTCS B
OJINH KOHBEPT.

16.19. MHcxondmue JOKYMEHTBI, NpeAHA3HAYEHHbIE [ OTHpPaBKU CpelCTBaMU
(haKCUMUIIBHOW CBSI3M, OTIPABISIOTCS PaOOTHUKAMU KaHIEIApUM 001eo0pa3oBaTeIbHOM
OpraHu3aIiy.

17. Pa3paboTka 1 BeieHHe HOMEHKJIATYPbI J1eJ1

17.1. JlokymeHTanbHBIN (POHT MIKOIBI — COBOKYIHOCTH JJOKYMEHTOB, 00pa3yomuxcs B
MpoLecce €ero JesTeNbHOCTH. JIOKYMEHTaNbHbI (OHJ IIKOJBl COCTaBJISIOT JOKYMEHTHI,
CO3JaHHbIE B 0011€00pa30BaTEeIbHON OpraHu3allid M TOJy4Y€HHbIE €0 B pe3ysbTare
B3aUMOJICHCTBUS C OpraHaMu I'OCYJapCTBEHHOW BIIACTH, OPraHaMu MECTHOTO CaMOYIIpaBJIEHUS,
IOPUAMYECKUMHU U GU3NYECKUMU JINLIAMHU.

17.2. HomeHknaTypa aen sIBISIETCS OCHOBOM (OPMHUpPOBaHUS JOKYMEHTAJIBHOTO (oHIa
IIKOJIBI M MPEJCTABIAET COO0N CUCTEMATU3UPOBAHHBIN ME€PEUEHb 3ar0JI0BKOB (HaMMEHOBaHMIN)
JIeJ1, 3aBOAMMBIX B IIKOJIE, C YKA3aHUEM CPOKOB MX XpaHEHHsI, U O(POPMIICHHBIH B COOTBETCTBUH C
IIPABOBBIMU aKTaMH, PEKOMEHJALUIMU U METOAMYECKUMHU YKa3aHUsIMH opraHoB Poccuiickoit
Oenepaliiv, YIOJIHOMOYEHHBIX B cdepe ToCyJapCTBEHHOTO YIPABICHUS APXUBHBIM JI€JIOM,
JIEJIONPOU3BOJICTBA U JOKYMEHTOO0O0pOTA.

17.3. HomeHkaTypa J1eJ1 COCTaBIsETCS HA OCHOBE U3YUYEHUS MOJIOKEHUN, UHCTPYKUUN U
IpaBuII, a  TaKkKe  JIpyruX  JIOKYMEHTOB,  pEIVIAMEHTUPYIOLIUX  JAESTEIbHOCTb
00111e00pa30BaTeIbHOM OpraHu3aliuy, a TaKKe HOMEHKJIATYp JeJl 32 IPEeIEeCTBYIOIINE TOAbI U
JIOKYMEHTOB, 00pa3yIoluXcs B IEATEIbHOCTH 00111e00pa30BaTeIbHON OpraHu3aluu.

17.4. HoMeHKIIaTypa J1e] UCIIOJIb3YETCs ISl TPYNIIUPOBKU UCIIOJIHEHHBIX IOKYMEHTOB B
JieNia, cucTeMaTH3alluy U y4yeTa Jell, ONPeIeIeHNUs CPOKOB X XPAHEHUS U MOMCKA JOKYMEHTOB,
SBIISIETCS OCHOBOM ISl COCTABJICGHUS OIMCEH JIeJl MOCTOSIHHOTO M BpeMeHHOro (cBeime 10 jer)
XpaHEeHUs, a TaKKe I ydeTa JieJ BpeMEeHHOTO (710 10 jeT BKIIOYUTEIbHO) XpaHEHUS.

17.5. Homenknatypa Aesl BBOAUTCS B IEUCTBUE MPUKA30M 10 ILIKOJIE.

17.6. HoMeHkiaTypa JieJd TOTOBHTCS B TPEX IK3EMILISAPAX:

e JUIS IOMELICHHS B HOMEHKJIATYPHOE JIEJI0 U IOCTOSIHHOTO XPaHEHUS;
e I UCTIOJB30BAaHMS B paOOTE OTJEIOM JIEJIOMPOU3BO/ICTBA (KAHIICISIPUECH);
e JUIA XpAaHEHMS B aPXUBE LIKOJIBI.

17.7. W3 HOMEHKIATypbl J€d IIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJCHHUE
JIeNIOTIPOU3BOCTBa O(GOPMIISIFOTCS BBIMUCKU JUISI KaXKAOTO M3 MOJPA3JENeHUul U OTAEIOB
0011e00pa3oBaTeIbHON OpraHu3aluy.

18. ®opmupoBaHue aes1 U UX TeKylee xpaHenue. [loaroropka 10KyMeHTOB M JeJ K
nepeaaye Ha apXMBHOE XpaHeHHe

18.1. ®opmupoBaHue [en1 — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUHM C HOMEHKJIATYpOH Jen 00meo0pa3oBaTeIbHON OpraHu3aldd U CHCTEMaTHU3alus
JIOKYMEHTOB BHYTpH JI€Ja.

18.2. Jlena co OHS MX 3aBENEHHUA A0 MEpPENAadd B apXWB IIKOJBl WM Ha YHUYTOKEHHE
XpaHATCS MO0 MECTY UX (POPMUPOBAHUS.
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18.3. Ilpuka3zel 1O  OCHOBHOHW, aJMUHUCTPATUBHO-XO3SHUCTBEHHOW,  Yy4EOHO-
BOCIIMTATEIbHONW JIE€ATEIbHOCTU LIKOJIBI, TPYNIUPYIOTCS OTIAEIBHO OT IPUKA30B IO JIUYHOMY
COCTaBy pabOTHUKOB U MO JJUYHOMY COCTaBY OOyUaromuxcs (y4anuxcs/BOCIUTAHHUKOB).

18.4. Tlepenucka rpynnupyercs 3a Nepuo]] KaJIeHJapHOro roja U CUCTEeMaTH3UPYyeTCs B
XPOHOJIOTUYECKON MOCIEA0BATEIHLHOCTH.

18.5. IlpoBepka HaIM4MsI U COCTOSIHUSI JOKYMEHTOB U €1 IPOBOJUTCS MPU MEPEMEILEHUN
JeN, TpU BO3Bpare Jesl, NpU peopraHu3aluyd WIK JUKBUIAUUU 00I1e00pa3oBaTeIbHON
OpraHH3aIiu.

18.6. B apxuB 00111e00pa3oBaTeIbHOM OpraHu3auy (Aajiee - apXuB) MEPEIaArOTCs Jema
MOCTOSIHHOTO, BpeMEHHOT O (cBbIIIe 10 J1eT) CPOKOB XpaHEHHUS U 110 TUYHOMY COCTaBy 4yepe3 3 rojia
1ociie rojia, B KOTOPOM JOKYMEHThI ObLITH TTOMEIICHBI B I€JI0 HAa XpaHEHHE.

18.7. Ilepenaya JOKyMEHTOB B apXUB IIPOU3BOJUTCS 110 YTBEPKIEHHBIM OIMCSIM JIE.

18.8. [loaroroBka JOKYMEHTOB M [l K TIepefaye Ha apXUBHOE XpaHEHHWE U Ha
YHUUTOXXEHHUE IPETyCMAaTPUBAET:

e OKCIEPTHU3Y LIEHHOCTH JJOKYMEHTOB;

e  COCTaBJIEHUE ONHUCEH el [0 Pe3yJIbTaTaM 3KCIEPTU3bI UX LIEHHOCTH;

e odopmieHHe N1em;

e COCTAaBJICHHE AaKTOB HA YHUYTOXKEHHE JIOKYMEHTOB M JeJl C MCTEKIIMMU CpOKaMu

XpaHEHUS.

18.9. DOkcnepTh3a LIEHHOCTH JOKYMEHTOB IIOCTOSSHHOTO W BpPEMEHHOIO XpaHEHUs
OCYIIECTBIISIETCS €XKEroJHO JUIOM (JIMIaMu), Ha3HAYEHHBIM MPHUKA30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH ) 32 ApXUBUPOBAHUE.

18.10. B neno momemaercs He 6onee 250 TMCTOB (TOJIITMHA JIeJia IIPU TOM COCTABIISIET HE
6osee 4 cm). [lpu G0sIbIIIOM KOTUYECTBE JOKYMEHTOB (POPMHUPYIOTCS TOMA (4acT) aena. Baytpu
JieJia TOKYMEHTHI PAcIloIaraloTCsl B XpOHOJIOTHYECKOM MOPSAKE B COOTBETCTBUU C OMHKCHIO. B nena
MOMEIIAIOTCS TOJIBKO UCTIONIHEHHBIE, TPABHIBLHO O()OPMIICHHBIE JOKYMEHTHI.

18.11. JlokyMeHTbl BHYTpHM Ji€Jla pacCIOJIararoTcsl CBEPXY BHU3 B XPOHOJIOTMYECKOM,
BOIIPOCHO-JIOIMUYECKOM I10CJIEI0BATEIbHOCTH WM UX COueTaHUU. PacniopsauTenbHble JOKYMEHTbI
IPYNIUPYIOTCS B €jia 0 BUJAM U XPOHOJIOTUHU C OTHOCSIIMMUCS K HUM MPUIIOKEHUSAMHU.

18.12. JInynble KapTOUKU pabOTHUKOB (hOPMUPYIOTCS B JIEJ0 1O aladaBuTy haMuinil.

18.13. Odopmiienne aena nperycMaTpuBaeT: 0(popMIIeHHE PEKBU3UTOB 00I0XKKH JIe1a 110
YCTaHOBJIEHHON (opMe; HyMepaluio JIMCTOB B J€JIe KapaHJalloM B BEPXHEM IPaBOM YIIy;
COCTaBJIEHUE BHYTPEHHEH ONUCH JOKYMEHTOB Jiefia, MOAUBKY U neperuieT Aena. JIuct 6onbuioro
¢dopmaTa, MOAIIMTHIA 3a OAMH Kpal, HyMepyeTcs KakK OJMH JIUCT B NPaBOM BEPXHEM YIIIy.
JlokyMeHTBI ¢ COOCTBEHHOI HyMepaliel J1CTOB, B TOM YHCIIE MIeYaTHbIE U3/1aHus, HyMEpYIOTCS
B 0011IeM MOPSIIKE.

18.14. JlucTel nen, COCTOSIIMX M3 HECKOJIBKMX TOMOB WM 4acTe, HyMEpPYIOTCS IIO
KaXKJOMY TOMY WUJIU YaCTH OTJEJIbHO.

18.15. Ilocne 3aBeplieHUs HyMEpalMU JIACTOB COCTAaBJISIETCS 3aBEPUTEIbHAs HAAIMNCH,
KOTOpasi pacroJjlaraeTcs B KOHIE Jeja. 3aBepuUTelbHas HAJIUCh COCTaBJISETCS B Jele Ha
OTJIEIIbHOM JINCTE-3aBEPUTEIIE AETIa.

18.16. B 3aBepurenpHOi Haanucu LudpamMu U MPOIMUCHIO YKa3bIBAETCS KOJIUYECTBO
JIMCTOB B IaHHOM JieJie. 3aBepUTENIbHAsL HaJIIUCh TIOJIITUCBIBAETCS €€ COCTABUTENIEM C YKA3aHUEM
pacminpoBKH TOJIMUCH, TOJDKHOCTH M JaThl cocTaBiieHusd. KonuuecTBo JHCTOB B Jelie
IPOCTAaBIISETCS Ha 00JI0XKKE JIea B COOTBETCTBUU C UTOTOBOM HAAIMHUCHIO.

18.17. PexBu3uT "CpoKk XpaHEHUs Jeia" TEepeHOCUTCS Ha OOJIOKKY Jena U3
COOTBETCTBYIOIIEH HOMEHKJIATYpPBI J€J MOCJIE CBEPKH €r0 CO CPOKOM XPAaHEHUs, YKa3aHHBIM B
NepeyHe TUIOBBIX JIOKYMEHTOB WJIH B MEpPEYHE JOKYMEHTOB, 00pa3yloHIMXCs B JIE€ATEIbHOCTH
(benepaabHOro Oprasa, ¢ yKasaHueM CPOKOB XpaHEHHUSI.

18.18. Ha nenax mocTostHHOTO XpaHeHus nuiercs: " XpaHuTh MOCTOSHHO'.
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18.19. Ilpuem nen mnOpoU3BOAUTCS COTPYIAHUKOM, YIOJHOMOYEHHBIM Ha BEICHHE
ACATCIIBHOCTH apXKBa, C MPOCTABJICHUEM B ABYX SK3CMILIApAax OIMUCHU LI OTMCTOK O HaJIMYUHU
KaXKI0ro Jiena (Ha Ka)XXJI0M K3EMILIIPE ONMUCH YKa3bIBAETCS KOJIUYECTBO (PAKTUUECKH MPUHSATHIX
Jien, AaTa mpuemMa-Ttepeiaqu Jiej, a TakxKe MOAMUCH apXUBUCTA U COTPYIHUKA, ITepeAaBIIero Jea.

19. 3aka0unTeIbHbIE MOJ0KEHHUS

19.1. Hacrosimas HWHCTpyKuus 10  JI€JONPOU3BOACTBY  SIBISAETCS  JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM OO0IIIe00pa30BaTEIbHON OpraHu3auy, NpuHuMaeTcs Ha O0meM coopanuu
paOOTHMKOB W yTBep)Kmaercs  (BBOAMTCS B JICHCTBHE)  TNPHUKA30M  JIUPEKTOpa
0011e00pa30BaTeIbHON OpraHU3aluy.

19.2. Bce wu3smeHeHHMss W JOMNOJIHEHHWS, BHOCHMBbIE B HacroAmyw HWHcTpykiuto,
OpOpPMIISIFOTCS B TMHUCHMEHHOW (OopME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOJATEIICTBOM
Poccuiickoit deneparumu.

19.3. UucTpyKuus 1Mo AETONPOU3BOACTBY B IIKOJIE MPUHUMAETCS HA HEOIpPEaeeHHbIN
cpok. V3MeHeHus u nononHeHus K MHCTPYKIMKY NPUHUMAIOTCS B TOPSIKE, MPEIyCMOTPEHHOM
1.19.1. Hacrosmeit MucTpykumu.

19.4. Tlocne npunstus MHCTpyKIMYU (MM U3MEHEHUHN U JOMIOJIHEHUH OTAETbHBIX YHKTOB
Y pa3/IesioB) B HOBOM PEIaKIIMU NIPEAbIAYIAs PEAaKIUs aBTOMATHUECKH YTPAUHBACT CHUITY.
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[Tpunoxenue Ne 1
HNPABUJIA O®OPMJIEHUSA PEKBU3UTOB JIOKYMEHTOB

1. JIyis MOATOTOBKH JOKYMEHTOB MPUMEHSETCS] TEKCTOBBIN PeJaKkTop, 00eCIeUnBaIOIINI
TpeOoBaHus rpaduIecKoro BOCIPOU3BEICHUS PEKBU3UTOB TOKYMEHTA.

2. Bupl 1 pa3Mepbl ucnonb3yemsbix mipudTos: Times New Roman — 12, 13, 14; Calibri 14
U IPUOIIMKEHHBIE K HUM.

3. [Ipu moATOTOBKE TEKCTOB B TAOIMIIAX, 11 OOSCTICUEHUS JIYUIlEH YNTAEMOCTH JaHHBIX,
JomycKaeTcst mpumeHenue mpudTos Buaa Arial, pasmepos 10,12,

4. Jlmama3zoH WHCIOJNB3YyEeMbIX MEXIYCTPOYHBIX HMHTEPBAJIOB: OT OJMHAPHOTO [0
MOy TOPHOTO.

5. AG3aunslii oTcTyM TekcTa Jokymenta — 1 - 1,15 cm.

6. 3arooBKM pa3fesioB M IOAPA3JEJIOB I€YaTaloTcs ¢ al3alHbIM OTCTYIIOM HIIU
HEHTPUPYIOTCSI 110 IHUPHUHE TEKCTA.

7. MHOrOCTpOYHBIE PEKBU3UTHI IEUATAIOTCS Yepe3 OJUH MEKCTPOUYHBIA HMHTEpBAl,
COCTaBHBIC YACTH PEKBU3UTOB OTACIISIOTCS JOIOJHATEIHHBIM HHTEPBATIOM.

8. Ecniu 1OKyMEHT rOTOBUTCS AJIs U3[IaHUS C YMEHBIICHUEM MaciiTada, TEeKCT Me4aTaeTcs
yepes J1Ba UHTEpBaa.

9. NnTepBan Mexay OykBamH B CIIOBax - OObIYHBIN. MIHTEpBan MexIy cloBamMH - OAUH
po0er.

10. TekcT qOKYMEHTa BBIPAaBHUBACTCS MO MIMPUHE JTUCTA (IO TPAHULIAM JIEBOTO U MPABOTO
MOJICH TOKYMEHTA).

11. JlnuHa caMoil AJIMHHOM CTPOKU PEKBU3UTA MIPU YIJIOBOM PACIIONIOKEHUH PEKBU3UTOB
He 6oiee 7,5 cm.

12. JlnuHa camMod [JIMHHOW CTPOKM pEKBU3UTA MPU MPOJOJILHOM PaCHOJIOKEHUU
PEeKBU3UTOB He Oosee 12 cm.

13. Koza dbopMbl oKyMeHTa

Kon dbopmbl mokymMeHTa mpocTaBiisieTcss Ha YHU(DUIIMPOBAHHBIX (OpMax JOKYMEHTOB B
OCHOBHOM HCIIOJIb3yEeMbIX B KaJJpOBOM JIOKyMEHTOO0OpOTe IIKOJbI. Pacmonaraercs koa Gpopmsl B
IIPaBOM BEpXHEM YIIIy paboyero noJjs JOKyMeHTa, COCTOUT U3 ciaoB "dopma no" (HauMeHoBaHuE
Kiaccudukaropa) u nudpoBoro Koja.

[Ipumep - @opma no OKYJ] 0301001.

14. HauMeHOBaHME IIKOJIbI

HanMeHoBaHMe TIKOJIBI TOJKHO COOTBETCTBOBATH HANMEHOBAHHIO FOPHUIUICCKOTO JIHIIA,
3aKperyieHHOMY B €ro yYpeAuTeNbHBIX JokyMeHTax (YcraBe 001ieo0pa3oBaTenbHON
opraam3anuu). [log HaMMEHOBAaHWEM TWIKOJBI B CKOOKax yKa3blBaeTCS COKPAICHHOE
HAaUMEHOBaHUE o011eo0pa3oBaTenbHOM OpraHHu3aIiy.
Han HanmMeHOBaHHUEM IITKOJTBI - YKa3bIBACTCS TIOJTHOEC HANMEHOBAHUE BBIIIECTOSIICH OpraHM3aIii.

15. CnpaBoyHble IaHHBIE O MIKOJE

CrpaBoyHbI€ JTaHHBIE O IIKOJIE BKJIFOYAIOT B ce0sl: MOYTOBBIA ajipec, HoMepa TenedoHa,
daxkca, aapec AMEeKTPOHHOU MOUTHI, Ko mkobl o OKIIO (mpocTasnsiercs mo O0miepoccuiickomy
Kiaccudukaropy NPEINPUATHI 51 OpraHu3alnii), OCHOBHOM rOCyIapCTBEHHBIN
peructpannonusiii Homep (OI'PH), unenTuduKannoOHHBIH HOMEp HAIOTOIUIATENbIINKA/ KO
MPUYMHBI TOCTAHOBKU Ha Hayorosslit yuer (MHH/KIIIT).

16. HaumeHoBaHuWe BUIa JOKYMEHTA

PekBU3NT MCIIONIB3yeTCs TS YKa3aHUs BHJIA TOKYMEHTA U pacriojiaraeTcs MoJi PeKBU3UTOM
«HAaMMEHOBaHUE O0IIe00pa3oBaTeIbHON OpraHu3anuuy. HanMeHoBaHWe BHUAAa JOKYMEHTa HeE
YKa3bIBACTCs B MHChMaXx.

17. lata noKymeHTa
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JlaTtoit JoKyMeHTa SIBJISIeTCS 1aTa €ro moJnucanus (Mpukas, MucbMo, 3alKicKa, akT 1 Jp.),
YTBEp)KICHHUs (MHCTPYKLMS, MOJIOKEHUE, MPaBWiIa, PErJiaMeHT, IUIaH, OTYeT U Ap.), COOBITHS,
3a()UKCHPOBAHHOTO B IOKYMEHTE (TIPOTOKOIM).

Jlata JOKyMEHTa TMpPOCTABISETCS JOJDKHOCTHBIM JIMIIOM, TIOANKCBHIBAIOLINM  HITH
YTBEP)KAAOMIMUM JOKYMEHT, WIM HpPH PETUCTPALUU JIOKyMEHTa, WU HENOCPEICTBEHHO
COCTaBHUTEJIEM IIPU MOJATOTOBKE JJOKYMEHTa (CiIy)eOHas 3amucka, 3asBJICHUE U 1. ).

JIOKYMEHTBI, U3/1aBa€Mble COBMECTHO C JPYIMMH OPTraHU3alUSIMU JIOJDKHBI UMETh OJHY
(enuHy10) JATYy.

Jary nokymeHTa ohopMIISIOT apaOCKUMU U paMH B IOCIEI0BATEILHOCTHU:

e JICHb MecsIa, Mecdll, roa. Jlenp mMecsana u mMecsl oGopMIIIOT ABYMs MapaMu apabCKux
nudp, pa3ieIeHHbIMU TOYKOW; TOJA - 4YEThIpbMs apaOCKkuMu Ludpamu, Hampumep:
01.12.2017. Byksa "r" mocine udp He CTaBUTCS.

e IpU CIOBECHO-IU(POBOM crioco0e oopmiieHUs 1aThl JeHb Mecslla YKa3bIBaeTCsa Mapoi
apabckux udp, roJ 4eThIpbMs apadckumu nuppamu, Harpumep: 12 gexadpst 2017 .

18. PeructpannoHHblii HOMEp TIOKYMEHTa

PerucrpanmonHnslii HOMEp JOKyMEHTa IPOCTABIAETCS B COOTBETCTBHUM C CHCTEMOM
pEerucTpaluu, IPUHATOMN B IIKOJE.

PerucrpanmoHHblii HOMEp TPHCBAMBACTCS JOKYMEHTY IIOCIE€ €ro  IOJIMUCAHUS
(YyTBepKIeHUS).

Cchplka Ha PErUCTPAlMOHHBIN HOMEp U AaTy JOKYMEHTa

Cchulka Ha UCXOASIIMHA HOMEpP M JaTy JOKyMEHTa aJpecaHTa BKIIOYaeT B ceds
PETUCTPAIIMOHHBI HOMEP M IaTy JTOKyMEHTa, Ha KOTOPBIN JI0JDKEH OBITh JTaH OTBET.

19. MecTto cocraBiieHus (M31aHus) TOKYMEHTA

MecTo cocTaBiieHUsl WM W3JIaHUSl JOKYMEHTa - "ropox ..." - yka3pIBaeTcs Ha OJaHKax
IPOTOKOJIOB U aKTOB, COCTABIISIEMbIX B 00111€00pa30BaTeIbHON OpraHu3aIiH.
20. Anpecar

B pexBusutre "Agpecar" wuCmonb3yroTcs OQUIMAIbHbBIE HAUMEHOBAaHHS OPraHoB
rOCyJapCTBEHHOW M  HCHOJHUTEJIBHON BIACTH, OPraHOB MECTHOIO CaMOYIpPaBJICHMUS,
opranu3zaiuil. Jlomyckaercst HCMOIb30BATh OPUIMATBHO IPUHATHIE COKpaIllEeHHbIE HANMEHOBAHUS
OpraHoOB TOCYJJapCTBEHHON W HCIIOJIHUTENBbHOM BIIACTH, OPTaHOB MECTHOTO CaMOYIIPaBIIEHUS,
OpraHu3aluu.

[Ipn anpecoBaHMM JTOKyMEHTa JOJKHOCTHOMY M YacCTHOMY JIMIY MHUIMAIbI CTaBSITCS
nocie haMuIny.

[Tpumep - Pykosooumenio OO0 « Cmpoumeins»

Damunus U.0O.

PexBusut "anpecar" mpocTaBisercs B BEpXHEH MpaBoil yacTu JOKyMeHTa (Ha OJaHke ¢
YTJIOBBIM PACHOJIOKEHUEM PEKBU3UTOB) WM CIIpaBa MoJi peKBU3UTaMU OJIaHKa (TIPH MPOI0JIEHOM
PacroJI0KEHUU PEKBU3UTOB OJaHKa).

Crpoku pekBusuta "azpecar" BBIPAaBHHUBAIOTCS IO JIEBOMY Kparw WM LEHTPYIOTCA
OTHOCHUTEJIBHO CaMOW JUTMHHOM CTPOKH.

IIpu agpecoBaHuM JOKyMeHTa Oe3 yKa3zaHUS JOJDKHOCTHOTO JIMLA HAaUMMEHOBAHUS
aJipecaToB MUILIYTCS B UMEHUTEIILHOM MaJieXke, HallpuMep:

Opeanvl cmamucmuxu 2opooa Mockewvl

[Ipu anpecoBaHuM TOKyMEHTa PYKOBOJUTENI0 OpPraHU3allMd HaMMEHOBAaHUE JOKHOCTH
YKa3bIBa€TCs B 1aTEIbHOM NaJI€Ke, HAIPUMED:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.

[TouroBhIii azpec HE yKa3bIBae€TCA B JIOKYMEHTAX, HAMPABJIIEMbIX B BBICHINE OpPTraHbl
rOCyJapCTBEHHOM  BiacTd, (eaepanbHble OpraHbl  HMCIOJHUTENBHOM BIACTH M HX
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TEPPUTOPHUATIBHBIE OPTaHbl, OpraHbl TOCYJAPCTBEHHON U UCIIOJIHUTEIBHON BIACTH, IOCTOSI HHBIM
KOPPECIIOHICHTAM.

[Ipn agpecoBaHMM NUCbMa B OPraHU3alMI0 YKa3bIBAIOT €€ HAMMEHOBAaHUE, 3aTeM
MTOYTOBBII azpec, HaIpuMep:

Tocyoapcmeennoe yupescoenue Beepoccutickuii Hay4HO-UCC1e008amenbCKUll UHCMUmym
00KYMEeHmMOBeOeHUsl U APXUBHO20 Oelld

IIpoghcorosnasn yn., 0.82, Mockea, 117393

[Ipu agpecoBaHuyM MOKyMEHTa (PU3NYECKOMY JIMIYy YKa3bIBAIOT (aMUIMIO U MHUIIUAJIBI
MOJTyYaTeJst, 3aTeM IOYTOBBIH aJpec, HapuMep:

Ilemposy U.11.

IIpouszsoocmeennas yu., 0.5, k6.12,

2. Mockea, 119633

PexBusut "Anpecatr" He JOHKEH coaepkaTh Ooiiee ueThipex aapecaroB. CinoBo "Komus"
nepes BTOPhIM, TPETbUM, YETBEPTHIM ajpecaTaMH He YKa3bIBaeTCsl.

[Tpu uncne agpecaroB Oosiee 4-X COCTABIAETCS CUCOK PACCHIIKU JTOKYMEHTA.

Ecnu noxymeHT oTnpaBisieTcsi B HECKOJIBKO OJHOPOIHBIX OPTaHU3AIMi WM B HECKOJIBKO
CTPYKTYPHBIX TIOApA3JeNICHH OpraHa MWCIOJHUTEIbHON BIAcTH, TO OHHM YKa3bIBAIOTCS
000011IEHHO.

[Ipumep:

Pyxosooumenam yupexcoenuti CIIO

20. T'pud yTBEpKIeHUS IOKYMEHTA

I'pud yTBepkIeHus MpOCTaBIsETCS B MPAaBOM BEpPXHEM Yy JoKymMeHTa. CTpoku
PEKBU3HTA BEIPABHUBAIOTCSI 10 JIEBOMY KPArO UM LEHTPUPYIOTCS OTHOCHTEIBHO CaMOH JITTHHHOM
CTpOoKU. JIOKyMEHT yTBep:KIaeTcsl IOHKHOCTHBIM JIMLIOM (JIOJDKHOCTHBIMHU JIMIIAMH) HIIA
pacropsaIUTEeIbHBIM TOKYMEHTOM (IIOCTAHOBJICHUEM, PEUICHUEM, MPHUKA30M, PACIIOPSIKCHUEM ).
[Tpu yTBEp>KICHUH TOKYMEHTA AOKHOCTHBIM JIMLIOM TpU( YTBEPKIEHUS JOIKEH COCTOSTh U3
cnoBa YTBEPX/IAIO (6e3 kaBbluek), HaMMEHOBAHUS JIOJDKHOCTU JIMIA, YTBEPKIAIOLIETO
TOKYMEHT, €r0 MOMUCH, HHUITNAIIOB, ()aMHUIIUU U 1aThl yTBEPKACHHUS.

[Tpumep:

VTBEPX/IAIO

Jupexmop MBOY Illxonra Ne 1238

H.0. Damunus

21. Jlata

[Ipu yTBepkIEeHUU JOKyMEHTa HECKOJIbKMMHU JOJDKHOCTHBIMHU JIMLAMH WX TOAMHUCU
pacrionararotcst Ha OJTHOM ypOBHE.

[Ipu yTBepkIeHUU IOKYMEHTa PACIOPSIUTENbHBIM JOKYMEHTOM TpH(} YTBEpKICHUS
cocroutr u3 cioB YTBEPXJIEH (YTBEPXIEHO, YTBEPXJ/IEHBI, YTBEPXJIEHA),
COTJIACOBAaHHOTO C HaWMEHOBAaHHEM BHUJA YTBEPkKAAEMOTO TOKYMEHTa, HaWMEHOBAaHHS BHJA
JIOKYMEHTa B TBOPHTEIBHOM IaJIeKe, €ro 1aThl, HOMEpa.

ITpumep:

VTBEP)KJI[EHO

npukazom MBOY Illxona Ne 1238

om 01.03.2020 Ne 57

22. 3arojoBOK K TEKCTY

3aroJoBOK K TEKCTy - KpaTKO€ COJEp)KaHWE TOKYMEHTA. 3aroJIoBOK K TEKCTY TpHKa3a
dopmynupyercs ¢ npeiorom "O" ("O0") u oTBedaeT Ha Borpoc "o yem?"):

e Tmpuka3 (0 yeM?) 0 CO3/laHUU KOMHCCHH;
e mpuka3 (0 yem?) 00 yTBEpKIEHUH LITATHOTO PACITUCAHUS;
e nuchbMO (0 ueM?) 0 IpeOoCTaBIEHUN HHPOPMAITIH.
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3aroyioBOK K T€KCTy ohopMIIsieTcs Mo/ peKBU3UTaMU OJaHKa CjeBa, OT TPAHUIIbI JIEBOTO

HOJISL.

HaumenoBanue (3arosoBok) Jin0o aHHOTALMs JOKYMEHTa COCTABIISIETCSI aBTOPOM ITPOEKTa
JIOKYMEHTA.

3aroyioBOK K TEKCTY MOKET HE COCTaBISTHCS, €CJIM 00bEM JOKYMEHTa He MpeBbIIaeT 4-5
CTpOK.

23. Tekct ToKyMeHTa

JIoKyMeHTBI 00111e00pa30BaTEIbHON OpraHU3aI[Ul COCTABJISIOTCS HA TOCYAapCTBEHHOM
s3bike Poccuiickoit denepanuu - pycCKOM.

TekcT DOKyMEHTa MOXET COJEp)KaTh pa3felibl, MOJAPa3eiibl, MYHKTHI, MOIMYHKTHI,
HyMepyeMble apabckuMu 1udpamu.

B mnpukazax TEKCT AOKyMEHTa H3JaralT OT MEPBOro JIMIA EIUHCTBEHHOTO YHUCIIA
(«rIpuKa3bIBAIOY)

B dokyMeHTax KOJJIETHMATbHBIX M COBEHIATECNBHBIX OpraHax OT TPEThEro Jinia
€IMHCTBEHHOI'0 YucIa: («CoOOpaHue... pemnsio)

TekcT mpoToKoIa U3JaraeTcsi OT TPETHETO JIMIA MHOXECTBEHHOTO YHCTA («CITyIIany,
«BBICTYTHIINY, KITOCTAHOBHUIINY, «PELLIUIIN),

B COBMECTHBIX IOKyMEHTaX TEKCT M3JIaraif0T OT IEPBOTO JIMIA MHOKECTBEHHOTO YHUCIIA:
(«TIpUKa3bIBAEM», «PEIIHIIN ).

B nenoBbIx (CiTy:KeOHBIX ) MUChMAaX MCIIONB3YOTCS ()OPMBI U3JI0KCHUS

e OT NEpPBOrO JHIIA MHOXXECTBEHHOTO 4Hcla («IIPOCHM HAMpPaBHUTH», MPEJCTABIIEM Ha

paccMOTpEHHEY);

e OT TpeThbero Jjuia eauHcTBeHHoro umcia («Anvuuauctpanus OV Illkoma Ne 1238 nHe
BO3PaKaeT»);

e OT TNEPBOTO JIMIA CJAMHCTBEHHOTO 4YHCIA («CUMTAKD HEOOXOIUMBIM», «IIpejiarar
PaccMOTpPETHY).

[Ipu ynorpebienuu B TekcTe (haMuiInil JIMI MHUIMAIBI YKA3bIBAIOTCSA TOCIe (GaMIIINU.

B nenoBbIx (CiTy’keOHBIX) MUCbMAX MOTYT UCIIOJB30BAThCS:

- BCTYIUTENLHOE 00pallleHuE:
YBaxkaeMbli TocioauH MBanos!
VBakaemas rocnoxa Ilerposa!
VYBaxaemsbiii Hukomnaii [lerpoBny!
VBaxkaemast Onwra Hukosaesna!
VBakaeMble rocrnonal

B oOpaiennu mo A0KHOCTH HAMMEHOBAHUE JOHKHOCTH THIIIETCS C MPOMMCHON OYKBBI,
B oOpareHuu 110 bamunuu WHUIHAIIBI JIHIa HE YKa3bIBatOTCS.
- 3aKJIIOYUTENbHAS DTUKETHAS (Dpasza:

C yBaxkeHueM, ...

CrpaHuilbl TOKyMEHTa HyMEpPYIOTCS, HAYMHAasi CO BTOPOTO JIMCTa JOKYMEHTa apaOCKUMU
nudpaMu mocepeMHe BEPXHETO MO,

TexkcT AOKyMeHTa OTHAENSETCS OT 3arojioBKa JBYMsI WJIM TPEMs MEKIyCTPOYHBIMU
WHTEpBaJIaMU UCIOJb3yEMbIMU B TEKCTE.

24. OTMeTKA 0 IPUIOKEHUU

OTMeTka O TPHUIOKEHUHM HCIOJIB3YeTCs] NP O(DOPMIICHUH TMHCEM W TPUIIOKEHHH K
jaHaMm, @porpaMmam, OT4YeTaM, [OJIOKEHUsIM, [paBUJiaM, HWHCTPYKIUSM U JIPYyTUM
JIOKYMEHTaM.

B nmuceMax oTMeTKa 0 MpUIIOKEHUH O(OPMIISETCS MO TeKCTOM MHUChbMa Ha PACCTOSHUU
1,25 cM ot rpaHuIel JieBOro noiis. Eciu npusiokeHue Ha3BaHO B TEKCTE MUCHbMa, B OTMETKE O
MPUIOKEHUN YKa3bIBA€TCA KOJMYECTBO JIUCTOB M KOJUYECTBO SK3EMIUISIPOB MPHUIIOKEHUS,
Harpumep:
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Ilpunooscenue: na 3 1. 6 1 3k3.

[Tpu HaTMYUM HECKOJBKUX MPHIIOKEHUH, B OTMETKE O MPWJIOKEHUH OHU HYMEpYIOTCH,
YKa3bIBAlOTCA HAMMEHOBAaHUS Ka)XJOro MPUIOKEHHs, KOJIMYECTBO JIMUCTOB U KOJUYECTBO
HK3EMILIIPOB, HAIPUMED:

Ilpunooicenue:

1. ITnan-epagpux ... va 3 1. 8 2 3K3.
2. Cnpaska o noomeepoicoenuu paxma ooyuenus... na 1 1. 6 1 3x3.

Ecnu mpunoxeHust cOpOIIIOPOBAaHbBI, TO KOJMYECTBO JIMCTOB HE YyKasbiBaercs. Ecmum
MPUJIOKEHUE HAMPABJISAIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE a/Ipeca, TO OTMETKY O €ro HaJIHu4uu
0(pOpPMIISIOT CIeyIoIUM 00pa3oM, Harpumep:

Ipunooicenue: na 3 1. 6 1 5K3. monvKo 6 nepawlii aopec.

Ha npunoxeHusx K mpaBwiaM, UHCTPYKIMSAM, IOJOKCHHSM, IJIaHAM, IMPOrpamMMam,
JIOTOBOpaM U JAPYTUM JIOKYMEHTaM OTMETKa O IMPHJIOKEHUU MPOCTABIISETCS HA MEPBOM JIHCTE
NPUJIOKEHHUS B TIPABOM BEPXHEM YTIIy.

Ecnu mpunoxxenue oaHo, OHO He Hymepyercs. Ecim mpuioskeHudl HECKOIbKO, OHU
HyMepyroTcs (IpuiiokeHue 1, mpuiioxxenue 2).

B Ttekcrte nokymeHTa MpH TMEPBOM YINOMUHAHUM JOKYMEHTA-MPUIOKEHHUS B CKOOKax
yYKa3bpIBaeTCs: ... (MpWiIokKeHue) Wik ... (MpwioxeHue 1); mepea HOMEpPOM MPUIOKEHUS
JIOTIYCKAeTCsl CTaBUTh 3HAK HOMeEpa: ... (mpunoxenue N 2);

B oTMeTke 0 mpHIIoKeHNH YKa3bIBaeTCs HANMEHOBAHHUE BUa OCHOBHOTO JJOKYMEHTA, €T0
JaTa U HOMep, HarpuMep:

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

Ecnu mpunoxkeHneM K JOKYMEHTY (Hampumep, K MpUKaszy) SBISETCS yTBEp:KIaeMbIi
JOKYMEHT, (ITOJIOKEHHE, TpaBHIa, WHCTPYKIHSA, PETJaMEHT M Jp.) B BEPXHEM IPAaBOM YTy
MIPOCTABIISIETCS OTMETKA O MPUIIOKEHUH, HIKE — TpU( YTBEPKACHUS, HATIPUMED:

Ipunosxcenue

VTBEP)KJ/I[EHO
npukazom MBOY Ilxona Ne 1238 om 08.06.2017 Ne 67

Bun u pasmep mpudta peksuzuta "OTMETKa O MPUIOKEHUH" TODKEH COOTBETCTBOBATH
BUY M pazMmepy mpu@Ta TeKCTa JOKYMEHTA.

25. I'pud cornmacoBaHus TOKyMEHTa

I'pud cormacoBaHus TOKYMEHTA HCIIOJIB3YETCS TIPH COTJIACOBAHUY JJOKYMEHTA C OpraHaMu
BJIACTH, OpraHM3alMsAIMH WO  JOJDKHOCTHBIMH  JjuuamMud. OH  COCTOMT W3  CJOBa
“COI'TACOBAHO”, nomxHOCTM JHUIa, KOTOPBIM COIJIaCOBaH JIOKYMEHT  (BKJItOuas
HalMEHOBAHMWE OpraHU3alMM), JUYHOM TMOANUCH, pPACHIM(POBKU TMOANUCH (MHHUIMAJIOB,
(dbaMuIMn) U AaThl COTIIACOBAHUS.

ITpumep:

COI'JIACOBAHO

Lupexmop MBOY Ilkona Ne 1238

H.U. Heanos

01.12.2019

I'pud cormacoBaHus B 3aBUCUMOCTH OT BUA IOKYMEHTA U OCOOCHHOCTEH ero 0(hopMIIeHHUS
MOYET MPOCTABIATHCS:

e HA MEPBOM JIUCTE JOKYMEHTa (€CJIM JTOKyMEHT MMEEeT TUTYJIbHBIN JIUCT, - HA TUTYIHHOM
JHMCTE) B JIEBOM BEpXHEM YTy Ha YPOBHE TpH(a yTBEpKIESHHUS WU M0J] HAUMEHOBaHUEM
JOKYMEHTa OJIMKe K HIDKHEMY TIOJTIO);

e HA MOCIJIEJHEM JIUCTE JJOKYMEHTA O] TEKCTOM;

e HaJHCTE COTJacOBaHUs, SBISIOUIEMCS HEOThEMJIEMOM YacThIO TOKYMEHTA.

BHemHee cornacoBaHue TakKe MOXET OBITh OCYILECTBICHO JIPYIMM JIOKYMEHTOM -
MUCHMOM, TTPOTOKOJIOM, TTPHKA30M.
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[Tpumep:

COI'JIACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue IpoeKTa JOKyMEeHTa 0(hopMIIsIeTCs: BU3OM.

Bu3za npocrasnsiercs cOOCTBEHHOPYYHO JIMIIOM, BU3UPYIOIIUM JTOKYMEHT, U BKJIIOYAeT B
ce0s1 HaMMEHOBAaHUE JIOJPKHOCTH BU3HMPYIOIIETO, €T0 JIMYHYIO MOANUCH, PACIIU(POBKY MOANUCH
(vHUIMANBI, (PaMUITHIO) U JaTy.

IIpumep:

3amecmumens oupexmopa

H.0. Pamunus

03.03.2020

JlomycKkaeTcst MOJIMCTHOE BU3UPOBAHUE JIOKYMEHTA U €0 MPHIIOKEHUH.

[Ipy Hanuuum 3aMeyaHUl, JOMOJHEHHH K IPOEKTY [IOKYMEHTa BH3a JOIOJIHIETCS
COOTBETCTBYIOIIUM YKa3aHUEM.

JUist TOKyMeHTa, NOJUIMHHUK KOTOPOI'0 OTHPABIISIOT U3 LIKOJIbI, BU3bI IPOCTABIIAIOTCS HA
9K3EMILIsIpax JOKYMEHTOB, IOMEIIAEMBbIX B JEIIO.

JUis JTOKyMeHTa, NOJ/UIMHHUK KOTOPOTO OCTaeTcs B ILKOJIE, BHU3bl COINIACOBAHUS
IIPOCTABJISIFOTCS HA 000POTE MOCIEAHETO JINCTA ITOAJIMHHUKA JOKYMEHTA UJIU Ha [TOCJIETHEM JINCTE
JIOKYMEHTa O] MTOAIHUCHIO.

27. Honnuce

[Tonnuch BKJIOYAET: HAUMEHOBAHHUE JOJDKHOCTH JIMIA, MOANUCABILErO JIOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIIHCH; PACIIN(PPOBKY MOINUCH (MHUTUAIIBL, (PaMIITHS ):

[Ipumep:

Jlupexmop nuunas noonuce U.0.DPamunus

Ecnu nokymeHt odopmiieH He Ha OlaHke, B HAUMEHOBAaHUE JOJDKHOCTH BKIIIOYAETCS
HAaMMEHOBaHME 00111€00Pa30BaTEIIHLHON OpraHu3aliy (MoJIHOE Ha3BaHUE MIKOJIbI). [lomyckaercs B
pexBusute "[loanmuch AOIKHOCTHOIrO jMua" IEHTPUPOBATH HAUMEHOBAHHME JIOJDKHOCTH JIUIIA,
MOJIIMCABIIETO JTOKYMEHT, OTHOCHTEIIEHO camoi JUIMHHOMN CTPOKHU.
[Tpu moanucaHUM JTOKYMEHTa HECKOJIBKUMH JOJKHOCTHBIMH JIMLIAMHU PA3HBIX JOJDKHOCTEH HMX
MOJIKCHU PacIojaraoT oJIHy MOJ JAPYroil B MOCIe10BaTEIbHOCTH, COOTBETCTBYIOIIEH HepapXuu
3aHUMAaeMOH JTOJIKHOCTH.

[Tpumep:

Hupexmop nuunas noonuce 1M.0.D.

3amecmumens oupexmopa auunas noonuce 1.0.D.

[Ipu moanucaHuy TOKYMEHTa HECKOJIBKMMH JIMIIAMU PABHBIX JOJDKHOCTEH MX MOANUCH
pacrnojiaratoT Ha 0JIHOM YPOBHE.

B nokyMeHTax, COCTaBJIEHHBIX KOMMCCHEH, yKa3blBaeTCsi CTaTyc JHIla B COCTaBe
KOMFCCHU: TIPOCTABJICHNEM KOCOW YEePTHI Tepe]l HANMEHOBAHHUEM JIOJDKHOCTH (100aBISATh KaKue-
1100 MPUCTABKN).

Ecnu aupekTop HIKOJIBI UM MHOE YIOJHOMOYEHHOE Ha IMOANMCAHUE JOKYMEHTA JHIIO0
BPEMEHHO OTCYTCTBYET (OTIYCK, OOJ€3Hb, KOMaHIMPOBKA) WM JOJDKHOCTH BAaKaHTHA, TO
JOKYMEHT TIOJIHMCHIBAET COTPYIHHUK, YIIOJHOMOYEHHBIH Ha TOANMCAHWE B COOTBETCTBUHU C
pacropsaUTeIbHBIM JTOKYMEHTOM WM HaJIeIEHHBII TOJTHOMOYHSIMHU, YCTAaHOBJICHHBIMH PHUKA30M
nikoJibl iy yupeautens (JJOrM), ¢ ykazanuem cBoeit JOIKHOCTH U ITOJTHOMOYHSI, HallpUMep:

3amecmumens oupexmopa nOONUCD h.o. Damunus
1701178

Hcnonnsarowuu 0653aHHOCMU oupexkmopa nOONUCY h.o. Damunus
170071

u.o. oupekmopa noonucv 1.0. @amunus
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PexBusut "llonnuchk MOMKHOCTHOTO JUIA" MOXKET OBITh O0(OPMIIEH COOCTBEHHOPYYHO
aBTOPOM JIOKyMEHTa (Hampumep, MPU HAMHCAHWUW CIyKeOHOW 3amucku 0e3 MNpUMEHEHUS
TEXHUUYECKUX CPEACTB) MO0 0(popMIIEH C UCTIONB30BAHUEM TEXHUUECKUX CPE/ICTB.

B cinydae odopmnenus pekBusurta "Iloanuck MOMKHOCTHOTO JHIA" ¢ UCIOJIB30BAHUEM
TEXHUUYECKUX CPEACTB BHUJ U pa3Mmep Ipu@Ta yKa3aHHOIO PEKBU3UTA HE MOXKET OTJIMYAThCS OT
BUJA U pa3Mepa MpPUQPTa OCHOBHOT'O TEKCTA JOKYMEHTA.

PexBusut "lloanuce M0KHOCTHOTO JULA" OTAECNSAETCA OT TEKCTAa TPEMs WA YEThIPbMsI
OJIMHAPHBIMU MEXyCTPOUYHBIMUA UHTEPBAJIAMHU.

28. [leuaThb

[Tewatp sBASIETCS CIOCOOOM MOATBEPKACHUS TIOTTHHHOCTH TIOAMTUCH TOJKHOCTHOTO JIUIIA
Ha JokymeHTte. Ileyarb cTaBUTCS Ha JOKYMEHTaX B clyyasX, HpPeayCMOTPEHHBIX
3aKOHO/IATEJIbHBIMU WM UHBIMU HOPMATUBHBIMU MIPABOBBIMU AKTaMHU.

[leyats craBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, HPU 3TOM OTTHCK I[€4aTh He
3aXBaThIBACT JIMYHOM MOJIMUCH JIOJKHOCTHOTO JIMIAa MOJAMKCABIIETO JOKYMEHT, WJIM B MECTE,
o6o3znaueHHOM «MID» («MecTto medatny).

B noxymeHTax, moJroTOBJICHHBIX HA OCHOBE YHU(PHUITMPOBAHHBIX (DOPM, ITeYaTh CTABHTCS
B MecTe, 0003HaueHHOM oTMeTKoH "MIT" ninu uHbIM 06pazom.

29. OtmeTka 00 UCTIOTHUTEIE

Otmetka 00 ucnonHuTeNe (aBTOpPE) MTOKYMEHTa MPOCTABISETCS HAa MHChbMax IIKOJIBI B
JIEBOM HMKHEM YTJIy JIMIEBOW CTOPOHBI ITOCIEAHETO JINCTA JOKYMEHTA OT IPAaHHULIbI JIEBOTO MOJIs
WM, IPU OTCYTCTBUU MECTa, - Ha 000POTHOW CTOPOHE BHHU3Y CIIEBA.

OTMeTka BKIIOYAET (PaMHIIMIO, MMsI, OTYECTBO HMCIOJHHUTEISI U HOMEp ero teiedoHa, a
TaKkKe OTMETKAa 00 UCIHOJHUTENIE MOXET JOMOJHATHECS HAUMEHOBAaHUEM JOJDKHOCTH U
AIIEKTPOHHBIM a/IpECOM HCIIOJIHUTEISL.

[Ipumep:

Usanoe Uean Hseanosuu, cneyuanucm no oxpame mpyoa

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

30. OTMeTKa 0 3aBePCHUH KOIUU

Jlis TOATBEpKIEHUS COOTBETCTBUS KOMHH (BBIMUCKH W3 JOKYMEHTA) MOJTMHHUKY
JIOKYMEHTa Ha IMOCJIEJHEM JIMCTE KONUU (BBIIUCKU U3 JOKyMeHTa) noj pekBuszutoMm "lloanuce"
odopmitsieTcs peKBU3UT «OTMETKA O 3aBEePEHUU KOTIHM.

OTmeTKa O 3aBEpeHMM KOMHMM BKJIOYAeT: cloBo «BepHo», HauMeHOBaHHE JOJIKHOCTH
JUIa, 3aBEPUBIIETO KOMUIO, COOCTBEHHOPYYHYIO MOIMHUCH, PACIIU(GPOBKY MOIIUCH (MHUIIUATIBI,
(bamunnio), 1aTy 3aBepeHMs KOIUU JOKYMEHTA.

PexBusutr «OTMeTKa O 3aBEpEHUU KOMUM» MOXKET ObITh odopmiieHa OT PYKH WIH C
MCIIOJIb30BaHUEM ILITaMIIA.

JlomyckaeTcs 3aBepATh KaX/bli TUCT MHOTOCTPAHUYHON KOITUU JOKYMEHTA.

31. OTMeTKa 0 OCTYIUICHUH JIOKYMEHTA

OTMeTKa 0 MOCTYIUIEHUH AOKYMEHTa COJIEPKUT BXOMSIIUA PErUCTPALIMOHHBIA HOMEP U
JIaTy MOCTYIUICHHUS JJOKyMEHTa. [omyckaeTcst yka3aHUe 4acoB U MUHYT MOCTYTUICHUS JIOKYMEHTa
C 3aBEPEHUEM MONUCIMH 3aUHTEPECOBAHHBIX JIMII.

OTMeTKa 0 TOCTYIUIEHU! JOKYMEHTA MOKET MPOCTABJISITHCS C MCIIOJIb30BAaHUEM IIITaMIIA.

32. Pe3omtonus

Pe3omtonust conepkuT ykazaHue MO HCHOJHEHUIO AokyMeHTa. OHa odopmisieTcss Ha
CBOOOJTHOM MecTe pabovero MmoJsi JOKyMEHTA.

Pe3zomtonust BKimrouaeT B ceOsi: (haMUIIMIO, MHUIMANBI HCTOJIHUTENS (UCIIOIHUTENEH),
MOopy4YeHue Mo JOKYMEHTY, TOJMUCH aBTOPa PE30TIOIUHN U ATy OPOPMIICHUS PE3OTIOIHH.

Pe3omtonus, Mo yCMOTpPEHUIO JINIIA, TAIOIIEro IOpyUYeHHe, MOKET BKIIIOUATh B C€0s TaKkKe
CPOK MCIOJIHEHHUSI IOKYMEHTA.

20


mailto:shkola.nickolskaya@yandex.ru
mailto:lvanov@mail.ru

		2023-10-07T09:45:23+0800
	Ирина Николаевна Куликова
	Я подтверждаю этот документ своей удостоверяющей подписью




