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HHCTPYKIMUSI
1O AEJOITPOU3BOACTBY

1. O6uIue moJI0KeHus

1.1. Hacrosmas MHCTPpYKUUsI 1O [1eJONPOM3BOACTBY B IIKOJe papaboraHa B
cootBeTcTBUU ¢ DenepanbHbiM 3aK0oHOM 0T 29.12.2012 Ne 273-®3 "OO6 oOpa3oBaHuH B
Poccuiickoit @enepanuun” B penakuuu ot 25 utons 2022 roxa, FOCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HHpopMauuu, OMOIMOTEYHOMY M M3JaTelIbCKOMY aeny, «OpraHu3aluoHHO-
pacropsauTenbHas JOKyMeHTanus. 1peOoBaHUS K O(OPMIICHHIO TOKYMEHTOB», a TaKXKe
YcraBom 0011€00pa3oBaTenbHON OpraHu3alui U IpyTMMU HOPMaTUBHBIMM IIPAaBOBBIMU aKTaMU
Poccuiickoit  ®enepanuin, perJaMEHTUPYIOIIUMHU  JIESITEIBHOCTh  00IIe00pa30BaTENbHbIX
OpraHu3alui.

1.2. JlaHHas MHCTPYKLHUA 110 JEJIONPOU3BOJCTBY B Opranusauuu (nauee - MHCTpykuus)
o0o3HauaeT TMpaBWJia IOArOTOBKM U  OQOpPMIIEHHMS JIOKYMEHTOB B  OpraHu3aluH,
OCYILECTBIISIOLIEH 00pa30BaTeIbHYIO JESTENbHOCTh, OIpeNeNseT CTaHAAPThl O(QOPMIICHUS
PEKBHU3UTOB, OJIAHKOB JIOKYMEHTOB, COCTABJIEHUS MPUKA30B, MOJOKEHUI MHCTPYKIIU, a TaKkxke
periaMeHTHpyeT (GOpMHUPOBAHUE /1€ U UX TEKYIee XpaHEeHHUe, NOArOTOBKY IOKYMEHTOB U JeJ K
nepegaye Ha apXUBHOE XpaHeHue B 00111e00pa3oBaTeIbHON OpraHu3aliH.

1.3. WHcTpykuMs 1O JeNONpPOM3BOJACTBY B YUpeXJIEHHMHM pa3paboTaHa B IesAX
YCTaHOBJIEHUS €IMHBIX TpeOOBaHUI K MOATOTOBKE, 00pabOTKe, XpaHEHUI0 M HUCIOJIb30BaHUIO
00pa3yIoLIMXCs B IEATEILHOCTH 00111e00pa30BaTeIbHON OpraHU3alMy U MOCTYHAIOIUX B IKOTY
JIOKYMEHTOB, a TaKX€ COBEpPLICHCTBOBAHUS M TOBBIMICHUS 3(PPEKTUBHOCTU JI€TIONPOU3BOJICTBA
00111e00pa30BaTEIbHOM OpraHu3aIy.

1.4. Tlonoxenus WHCTpYKIMM paclpOCTPaHSIOTCS Ha OpraHu3aluio paboThl ¢
JOKYMEHTaMHU HE3aBUCUMO OT BUJA HOCHUTEISA, B TOM YHCIIE C DJIEKTPOHHBIMH JIOKYMEHTAaMU,
BKJIOYasi ~ TNOJTOTOBKY,  00pabOTKy, XpaHEHME U  HCHOJb30BaHHE  JOKYMEHTOB,
OCYILECTBIIIEMBIMHU C TOMOIIBIO HH(POPMAIIMOHHBIX TEXHOJIOTHH.

L.5. Opranuzanuto, METOANYECKOE PYKOBOJICTBO, COBEPILIEHCTBOBAaHUE
JIeNIOTIPOU3BOJICTBA M KOHTPOJIb 3a coOmiojeHueM Hactosmed MHcTpykuumum B ImIKose
OCYIIIECTBIISIET OTBETCTBEHHBIH 3a BeJleHUE JIeTI0NPOU3BO/ICTBA.

1.6. IIpaBa u 00s13aHHOCTH PaOOTHUKOB, OCYIIECTBISIOIIMX PabOTy ¢ JOKYMEHTaMH B
CTPYKTYpPHBIX MOJApa3JesieHusax oOeo0pa3oBaTeIbHON OpraHu3aluy, YCTaHABIMBAIOTCS
JOJKHOCTHBIMM MHCTPYKLIMSMHU WM NIPUKA30M AUPEKTOPA.

1.7. CBenenus, comepxamiiecss B JOKYMEHTaxX, MOTYT OBITh HCIIOJIb30BaHBI TOJIBKO B
paboyux 1ensX B COOTBETCTBHM C MOJHOMOUYHUSMH COTPYIAHHMKA, paOOTAIOIIEro ¢ JOKYMEHTaMH.
Pabora ¢ noxkymeHTaMu BHE TMOMEUIEHHMM IIKOJbI HE Jnomyckaercs. [Ipu yrpaTe HOKyMEHTOB
POBOJUTCA CITy:KeOHast MPOBEPKA.

1.8. Tlpu yxome B OTHycK, mepeBone (TepeMemnieHuu) mo paboTe Wi B cClydae
YBOJBHEHUSI COTPYIHHUK O00s3aH MepefaTh BCE HAXOAALIMECSs Y HEro JOKYMEHTHl HHOMY
COTPYJIHUKY, ONPEEIEHHOMY B COOTBETCTBUHU C YKa3aHUEM HEMOCPEJCTBEHHOTO PYKOBOJUTENS
YBOJBHSIEMOT0, YXOJSIIEro B OTIYCK WJIM IEpeBOJIIErocs (mepeMeriaeMoro) mo paborte
COTPY/HUKA.

1.9. MHCTpYKLIMS TIO BEICHUIO JIEIONPOU3BOJACTBA 00s3aTeNIbHA ISl COOIIOIEHUS] BCEMU
pabOTHHUKaMU IIKOJIbl. BHOBE NpHUHATEIE HA PA0OTY COTPYAHUKH, B JOPKHOCTHBIE 00SI3aHHOCTH
KOTOPBIX BXOAWT BeJEHHE MAOKYMEHTAIMH, B T€UCHHE TPEX pabouMx IHEH co AHA W3JaHUA
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MPHUKa3a 0 HA3HAYCHUH HA JIOJDKHOCTH JIOJDKHBI OBITh 03HAKOMIICHBI C HacTosmer MHcTpykiueit
MO/ MTOJIHUCH.

2. IIpaBusia noaAroroBku U oGopmiieHHsi JOKYMEHTOB

2.1. B nesATenbHOCTH IIKOJIBI CO3AETCsl KOMIUIEKC OPraHU3allMOHHO PACHOPSAUTEIbHBIX
JIOKYMEHTOB: IIPUKa3bl, IIOJIO)KEHUS, [paBWJa, MHCTPYKLHUH, PErJIaMEHThl; IPOTOKOJIBI
3aceaHuil  (COBELIATENbHbIX, KOOPAMHALIMOHHBIX, AKCHEPTHBIX M JIp. OPraHOB), aKThl,
AQHAJIUTUYECKUE CIIPaBKH, JOKJIAIHbIE M CIyXKeOHble 3alUCKH, JOroBOPbI (KOHTPAKTHI,
COIJIAalIeHus), JenoBas (CiyxkeOHas) mepenucka M Jp. COCTAaBISAIOTCS U O(QOPMIISIOTCA
CrellManbHble JOKYMEHTBI, CBSI3aHHbIE C IUIAHMPOBAHHWEM 00pa30BaTENbHON NEATEIBHOCTH U
OCYILECTBIICHUEM XO3SHWCTBEHHBIX MEpOINPHUATUH, BEJCHHEM Y4eOHO-IEIarorHuecKoro ydera,
OopraHu3aneil J1el1onpou3BOJCTBA  00Ie00pa30BaTeNIbHOM  OpraHuzanuu, oOecreyeHueM
OyXrajaTepckoro y4era.

2.2. JIoKkyMeHTBl MOT'YT CO3JaBaThbcsl Ha OyMa)KHOM HOCHTEJIE U B 3JIEKTPOHHOH (hopme ¢
COOJIIO/ICHHEM YCTAaHOBJICHHBIX TIPAaBUII OPOPMIICHHSI TOKYMEHTOB. [IpH co3aannu ToOKyMeHTa Ha
JBYX U O0Jiee CTpaHHUIIaX BTOPYIO U MOCIEIYIOIUE CTPAHULIBI HyMEPYIOT.

2.3. Homepa crpaHul] IpPOCTaBISIIOTCS IOCEPEAMHE BEPXHEro IMOJs JOKYMEHTa Ha
paccrosHuu He MeHee 10 MM OT BepxHero kpas jiucta. JlomyckaeTrcst co3iaHue JOKYMEHTOB Ha
JULEBONM U 00OPOTHOM CTOPOHAX JIUCTA.

2.4. Ilpu OBYCTOPOHHEM CO3/laHUM JOKYMEHTOB IIMPHHA JIEBOTO TOJS Ha JIMLEBOU
CTOPOHE JICTa U MPABOT0 MOl HA 000POTHON CTOPOHE JIMCTA TOJIKHBI OBITH PABHBL.

3. PekBH3UTHI JOKYMEHTOB
3.1. lnsg pekBU3UTOB JOKYMEHTOB, CO3/1aBa€MbIX B 00I11€00pa30BaTENbHON OpraHu3aluu
yCTaHABJIMBAIOTCS TpaBmiia 1 TpedoBanus B coorserctBuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTtaB pPEKBU3UTOB KOHKPETHOTO JOKYMEHTa ONpENENsIeTCs €ro BHIOM U
HA3HAYCHHUECM.
3.3. IIpu moaroToBkKe U 0hOPMIICHUH IOKYMEHTOB B IITKOJE MCIOJIB3YIOTCS CIACAYIOIINE
PEKBH3UTHI:
e Ko (GOPMBI TOKYMEHTA;
e HAWMCHOBAHUE IIKOJIBI;
e  CIIPaBOYHBIC JAHHBIE O IITKOJIE;
e HAaWMEHOBAHUE BHJIA JOKYMEHTA,
e JlaTa IOKYMEHTA;
e PETHCTPAIMOHHBIN HOMEP JOKYMEHTA,;
e  CCBHUIKA Ha PETUCTPALIMOHHBIA HOMEp U ATy JOKYMEHTA;
e MECTO COCTaBJieHUs (M3/1aHUs) TOKYMEHTA;
e ajpecar;
e rpud YTBEPKICHUS TOKYMCHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTa,;
e OTMETKA O MPHUIIOKECHUU;
e Tpud coriacoBaHus JTOKyMEHTa;
e BHU33;
e  TIOINCEH;,
e OTMETKa 00 JIEKTPOHHOU MOIINCH;
e TICYATH;
e OTMETKA 00 MCIIOIHUTEIIE;
e OTMETKa O 3aBEPCHUU KOIIUU;
e OTMETKA O MOCTYIUICHUU JOKYMEHTA,
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e PpE30IIIOLUS.
4. BJIaHKH 10KYMEHTOB
4.1. JIokyMeHTBI, co3/1aBaeMble B 0OIIe00pa30BaTeIbHON OpraHu3anuu, o(GpopMIIIIOTCS
Ha OJIaHKaX, M3TOTOBJICHHBIX HA CTAaHAAPTHBIX JIucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS
(148x210 wmm). OtnenpHBICE BUABI JOKYMEHTOB (TaONUIBI, CXEMBI, CMETHI) JIOMYyCKACTCS
obopMmiATh C wucnonb3oBaHueM ¢opmara A3 (420x297mm). JIOKYMEHTBI, COCTaBJISIONINE
BHYTPECHHIOIO TIEPENHUCKY, O(QOPMIIIOTCS Ha CTAaHAAPTHBIX JHucTax Oymaru ¢(opmata A4
(210x297 mMm) 6€3 uCIoIb30BaHUS OJTAHKOB.
4.2. Kaxnplii TUCT TOKyMEHTa, O(hopMIIeHHBIH Ha OJaHKe Wi 0e3 HEero, JOJKEH UMETh
0JIsl HE MEHee:
e 20 MM - JICBOC;
e 10 mm - mpaBoe;
e 20 MM - BepxHee;
e 20 MM - HUXKHEE.
4.3. lokyMeHThI IIuTeNbHBIX (CBbIIe 10 J€T) CpOKOB XpaHEHUs JTOJKHBI UMETh JIEBOE
nosie He MeHee 30 MM.
4.4. Buzpl 6J1aHKOB JOKYMEHTOB ITPUMEHSIEMBIX B IIIKOJIC:
e 00mMii O1aHK;
e OJIaHK IHCHMA;
e OJaHK KOHKPETHOTO BHJAa JOKyMeHTa (OJIaHK mpuKkasza, OJaHK pacmopsbKeHHs, OJaHK
MPOTOKOJIA H JIp.)
4.5. O0pa3siibl pa3paboTaHHBIX U MPUMEHSIEMbIX B IITKOJIE OJIAHKOB MOAJIEKAT BKIIFOUEHHUIO
B HUHCTPYKILHUIO IO JIEJONPOU3BOJICTBY 00111€00pa30BaTEIbHON OpraHu3alud B KayecTBE
MPUIOKEeHUH (TpuioxeHue 3 Ha 3 nmucTax).

S. IIpuka3ssel

5.1. Tlpukazamu oQOpMIISIOTCS pEIIeHUsT IO ONEPAaTUBHBIM, OPraHU3allMOHHBIM,
yueOHBIM, KaJpOBBIM (MIPHIIOKEHHE 2 Ha 9 TUCTax) U IPYTUM BOMIPOCaM pabOTHI MIKOJIBI.

5.2. TlpoexkTel NpPUKa30B TOTOBSIT OTBETCTBEHHBIE MCIIOJIHUTEIM Ha OCHOBAaHUU
NOpYYEHUN TUPEKTOpa, €ro 3amecturenei. IIpoekTsl Mpuka3oB Mo JUYHOMY COCTaBYy FOTOBUT
CIIELUAJIUCT 110 KaJIpaM.

5.3. B mnpukazax TeKCT wH3daraerca OT TMEpPBOro JHUIA E€IUHCTBEHHOIO YHCIIa
(«ITPUKA3BIBAIOY).

5.4. TexkcT mpHKa3za MOXKET COCTOSITh U3 JIBYX YacTel: KOHCTaTUpYIolei (mpeaMOynbl) U
pactopsiAUTEIbHOM.

5.5. B xoHCcTaTHpyromei 9acTu KpaTKO M3IAraloTcs HeNu U 3a1adu, (akTel U COOBITHUS,
MOCTYKUBIIIME OCHOBAaHUEM JIJIA M3JIaHus MpuKaza. OHa MOXET HauuMHaThCs ciioBamu "B nemnsax",
"B coorBerctBun", "Bo ucnomnenue", u T.1. Ecnm npuka3 m3gaeTcsi HA OCHOBAHMM JIPYroro
JIOKYMEHTa, TO B KOHCTATUPYIOLIEH YacTU yKa3blBaeTCcsd HaMMEHOBAaHUE 3TOr0 JOKYMEHTa, €ro
Jata, HOMep U 3aroyioBok. IIpeamOyma B mpoekTax NPUKa30B 3aBEpPIIAECTCS CIOBOM
«ITPUKA3BIBAIO», koTopoe neyaTaercs 3arjaBHBIMU OyKBaMH.

5.6. PacnopsinurenbHas 4acTh JIOJDKHA COAEPXKaTh I[EPEUUCICHUE INPEANHCHIBAEMBIX
JNEWCTBUIM C yKa3aHWEM HCIOJHUTENS KaXJA0ro JEHCTBHUS M, TPH HEOOXOIMMOCTH, CPOKOB
ucronHeHus. PacnopsiavtenbHas 4YacTh JENUTCA HAa NYHKTBl M TOJAMYHKTHI, KOTOpbIE
HyMepyroTcsi apabckumu mudpamu. JIEHMCTBUS OJHOPOAHOTO XapakKTepa MOTyT OBITh
IIEPEYUCIIEHBI B OJJHOM ITYHKTE.

5.7. B kadecTBe MCHOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENIM AUPEKTOpa, MpeacenaTenn
WINA PYKOBOAMTENIN PabOUYMX TPynH (KOMUCCUIA).
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5.8. Ecnu npuka3s u3MeHsIeT paHee U3JaHHbIA JOKYMEHT (IIyHKThI JOKYMEHTA), TO OJUH
U3 IMYHKTOB PAcCHOPSIUTENIbHON 4YacTH TEKCTa JIOJDKEH COJEp’KaTh CCBUIKY Ha HM3MEHSEMbIN
JIOKYMEHT (IIYHKTBI IOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecam mnpukas OTMEHSET JCWCTBHE paHee U3IaHHOTO JOKyMeHTa (ITyHKTOB
JIOKYMEHTa) C OIpEACIEHHOW IaThl, TO OJUH W3 IYHKTOB pacHOPSAUTEIBbHOM 4YacTH TEKCTa
JIOJDKEH HayuHathesi ciaoBamu "[lpu3Harh yTpaTuBIIMM CUily...", Jajee yKas3bIBaThbCs JaTa,
HOMEp U 3arojOBOK paHEee U3AaHHOI0 JOKYMEHTA (IIyHKTa JTOKYMEHTA), a TAKXKe J1aTa, C KOTOpOi
OoTMeHseTcs ero aeiicrBue. Ecnu nata He ykasaHa, TO JEWCTBHUE paHEe M3JaHHOTO JOKYMEHTa
(IyHKTBI TOKyMEHTAa) OTMEHSETCS C 1aThl M3/1aHUsl HOBOT'O IIPHKA3a.

5.10. Ecnu mpuka3 OTMEHSIET paHee M3JaHHbI JIOKYMEHT ¢ MOMEHTa W3JaHus, TO OJUH
U3 MYHKTOB PAaCHOPSAUTEIIbHOW YacTH TEKCTa JOJDKEH HayuHaThCs ciaoBamu "OTMEHUTH..." u
YKa3bIBaThCS /1aTa, HOMEP U 3aroJIOBOK paHee U3JJaHHOTO TOKYMEHTA.

5.11. Ecau npuka3 npeanonaraeTcsi BBECTU B JICHCTBHE HE C MOMEHTA €ro W3/aHus,
HEOOXOUMO yKa3zaTh CPOK BBeIEHHUA ero B jeiictBue. [locmeaHuil mMyHKT pacrnopsauTelbHON
YacTU MOXKET COJEPkKaTh CBEACHUSI O JOJKHOCTHOM JIMLE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a
UCIIOJTHEHUEM TMPUKa3a.

5.13. Ilpuxa3pl NOANMCHIBAIOTCA TOJBKO JAMPEKTOPOM  00I1€00pa3oBaTeIbHON
OpraHu3aIy UK paOOTHUKOM, UCTIONTHSIIOIIMM €ro 0013aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O0OECIEUYEHUE CBOEBPEMEHHOM M KayeCTBEHHOM IOJrOTOBKHU
MIPOEKTOB MPUKA30B U UX COTJIACOBAHUE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMU U OpraHU3alUsIMU
HECYT aBTOPHI IIPOEKTA MIPUKa3a.

5.15. PeructpanoHHble HOMEpa MPUCBAWMBAIOTCS TMpPUKa3aM MO TMOPSAKY HOMEPOB B
npejenax KajaeHIapHoro roja.

5.16. [laTa peructpaiyu npuKasa siBiIsieTcsi AaTOM ero MoANnuCcCaHusl.

6. IlpaBuia, MOJI0KEHHS, HHCTPYKIUH

6.1. IlpaBuia — HOPMATUBHBIM aKT, OIpPENESIONMI TOPSAIOK KaKoro-aiubo BHA
JESATEIBHOCTH, YCTAHABIMBAIOIINI WIN 3alIPEILAOLINI ONIPENETICHHOE TIOBEICHUE.

6.2. [lonoxeHne — HOPMATUBHBIN aKT, 1E€TAJILHO PErilaMEeHTUPYIOLIHI TPaBOBOM CTaTyC,
HOPSI0K OPTaHU3AIMH U MPOLEAYPY KaKoro-11u0o BUa JesITeTbHOCTH.

6.3. HWHcTpykiusi — HOPMATHUBHBIA aKT, H3JaBa€Mbld B IEJAX pPa3bsICHCHUS U
OTpesieNIeHus] MOpsAIKa MPUMEHEHHUs] COOTBETCTBYIOIETO HOPMAaTHBHOTO akTa JIMOO C IIEJIbI0
YKa3aHUs HOPM O CI1oco0ax BBIIIOJHEHUS OIPEIETIeHHbIX onepannii (1eicTBuit).

6.4. IlpaBuna, NOJOXKEHWs, WHCTPYKLUU NPUHUMAIOTCA (B 3aBUCHUMOCTH OT BHJA
JOKyMEHTa) Ha VYmpapisiolmeM coBere, 3acenaHusix [Ipodcoro3Horo komuTeTra HIKOIBI U
YTBEPKAAKOTCS TUPEKTOPOM.

6.5. Ilopssmok MOATOTOBKM IPOEKTOB INPABWII, MOJOKEHHS, HHCTPYKLIUA COOTBETCTBYET
o011eMy MopsAAKY NOArOTOBKH MTPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHu3aIiH.

6.6. TekcT mpoekTa IMOJOKEHHUs, MPaBUJl, MHCTPYKLIHH I€YaTAeTCs HA YHUCTOM JIMCTE
Oymaru gopmara A4.

6.7. OTINYUTENBbHBIMH XapaKTEPUCTUKAMU TEKCTOB MPABUJI, MOJOKEHUS, HHCTPYKIUU
ABIISIOTCA:

e TOYHOCTh TPUMEHSEMBIX (OPMYIUPOBOK O€3 HCMIOIb30BAaHUS CIOB M MOHITHIA,
MMEIOLINX MHOKECTBEHHBIN CMBICI;

e HCIOJIb30BAaHME KOPOTKUX MPEIIOKEHHUH, OOLIETIPUHATHIX BBIPAKEHUH U CBSI30K, MPU
HEOOXOIMMOCTH -  TPEABAPUTEIBHOE  ONPEACICHUE  HUCHOJIb3yEeMBIX  IOHATH,
COKpalieHui, abopeBuatyp;

e ONHCaHHE BCEX BO3MOXKHBIX BAapUAaHTOB COOBITUH M COOTBETCTBYIOIIMX MM BapHaHTOB
JIEHCTBHM, T.€. TIOJHOTA MPECTaBICHUS HHPOPMAITUH;
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e CTPYKTYPHPOBAHHOCTH TE€KCTA C IEJBIO JOCTKCHHUS HAMIYYIIEH MMOCIeI0BaTEIbHOCTH
U3JI0KEHUsl MaTepuaa;
e MHHHMMH3AIHS TEKCTA C TIOMOIIBIO MPUMEHEHHsI 00001IeHNH (0030pOB MpeAnoIaraeMbix
JIEHCTBHI ) ¥ TPUMEHEHNE TIepeUnCIICHNH (3a/1a4, 3TarnoB, YCIOBHHA H T.1T.).
6.8. B 3aBHCHMOCTH OT CIOKHOCTH M 00BbeMa pa3pabaThIBAEMBIX MPABUJI, MOJOKECHUS,
MHCTPYKIMHU - TEKCT JOKYMEHTa AENUTCS Ha TJIaBbl, MYHKTHl U MOJAMYHKTHI. [J1aBbl JOJKHBI
UMETh Ha3BaHus. Hymepamus mpou3BoAUTCS apaOCKUMU TG PAMH.

7. IIpoToxoJ 3acenanus (CoOBeIIAHMS)

7.1. TIpoTOKOA — JOKYMEHT, B KOTOPOM (PUKCHUpyeTCsl XOA 0OCYXIEHHS BOIPOCOB U
NPUHATHS PEHICHUH HA COOpaHUsX, COBEIIAHUAX, KOH(PEPEHIINAX U 3aCeIaHUsIX KOJUIETHATBHBIX
OpTaHoB.

7.2. TlpoTokon 3acenanusi (CoBENIanus) - (Hajee - MPOTOKOJ) OPOPMIIIETCS HA YUCTOM
nucte Oymaru ¢popmata A4.

7.3. PexBu3uT - "TEKCT JOKyMeHTa"'. PEKBHU3UT COCTOUT M3 JIByX 4YacTell: BBOJHOM U
OCHOBHOM.

7.4. Bo BBOAHONM YacTHM YKa3bIBAIOTCSI HHULMKANBL, (aMWIMA U JIOJDKHOCTU
Mpe/CeAaTeIbCTBYIONIET0,  CeKpeTapsi, IPHUCYTCTBOBABIIMX Ha  3acelaHUd W, IpHU
HEO0OXOAMMOCTH, JIUII, IPUTTIAIIICHHBIX Ha 3ace/jaHue (COBEILIaHUE).

7.5. BBo/Has 4acTh MPOTOKOJIA 3aKAaHYMBAETCS MEPEUHEM PAcCMaTPUBAEMBIX BOIPOCOB,
NEPEYUCIIEHHbIX B IMOPSAJAKE HUX 3HAUYMMOCTH C YKa3aHUEM JOKJIaJyuKa II0 KakKIOMY
paccMmatpuBaeMomy Bompocy. Borpockl dopmynupytores ¢ npeanorom "O" ("O6"), meuararorcs
OT IPaHULbI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LIUPpaMHU.

7.6. OcHOBHas 4YacTb NPOTOKOJA COCTOMT W3 Pas3AeiioB, COOTBETCTBYIOIIUX
paccMaTpuBaeMbIM BOIIPOCAM U MX HyMepaluu.

7.7. TekcT mNpOTOKOJIA U3JIAraercsi OT TPETbEro JMIA MHOXKECTBEHHOIO 4YHCIIa
("caymanu", "BeicTynunun", "mocranowim", "permin").

7.8. IlpoTOKON MOANUCHIBAETCS JULOM, IPEACENaTEeIbCTBOBABIINM Ha 3aceIaHuH
(coBemanum), U cekpeTapeém 3aceanus (COBEIIaHUS).

7.9. Ilpu OTCYTCTBHM CEKpeTapsl 3ace/laHusl, B TOM YHUCJIE€ IPU MPOBEIECHNUN ONEPaTUBHBIX
COBEILlaHUH, I0IYCKAETCs MOANNCAHUE MPOTOKOJIA TOJIBKO MPEICEeAATENbCTBYIOIINM.

7.10. TekcT mpoToKoOJia JOJKEH OBITh MOATOTOBIEH HE IMO3JHEE TpeX THEeW co JHS
3acefaHus. IIpoeKThl COOTBETCTBYIOIIMX ITYHKTOB IPOTOKOJIA BHU3UPYIOTCS JOJKHOCTHBIM
JUIIOM OTBETCTBEHHBIM 32 OATOTOBKY.

7.12. Komuum mPOTOKOJOB pacChUIAKOTCA 3aMHTEPECOBAHHBIM  OPTaHM3aLUsAM U
JOJKHOCTHBIM JIMI[AM B COOTBETCTBUU C YKA3aTEJIEM PACCBUIKH, KOTOPBIN COCTABISET CEKPETAPD
3acenaHusi (COBEIIaHNs).

8. Ilinan
8.1. Ilman — JOOKYyMEHT, yCTaHABIMBAIOIIMIA IMEepeueHb HAMEYEHHBIX K BBITIOJHEHUIO
MEPOTPHSITHIA, UX MTOCIIE0BATEILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX HCITOJIHUTEIICH.
8.2. [liman odbopmirsieTcst Ha gucre Oymaru dhopmara A4 ¢ UCHOJIB30BAHUEM CIEIVIONINX
DPCKBH3UTOB:
e HaVMEHOBAHHUE IIKOJIEL;
e rpud YTBEPKICHUS TOKYMCHTA;
e JlaTa IOKYMEHTA;
e  PETHUCTPAIMOHHBIA HOMEP TOKYMEHTA;
e HaWMEHOBAHUE BHUJA JOKYMEHTA,;
e  3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTa;
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e HAMMEHOBAaHME JOJDKHOCTH;
e  TIOAIHCE.
8.3. PexBu3uT — "Tekct JokymMeHTa" opopmisieTcs B Buie TabauIbl ¢ rpadamu:
e HOMEp IyHKTA IIJIaHa;
e HAMMEHOBAHHE MEPOTIPHUITHS;
e  CPOK HCIIOJIHCHHS;
e  HUCIOJHHTEIb;
e TpUMEYAHHE.

9. OTuer

9.1. Ortyer — JOKYMEHT, COJAEpXKAlllMi CBEAEHUS O pe3yibpTaTax AESITEIbHOCTH 3a
OIpeIeIeHHbIN IepHO] BPEMEHH, BBIITOJIHEHUH MEPONPUSATHIA, TOPYUECHUH, 3a1aHU, TUIaHOB.

9.2. Otuetsl, npeaocTaBiIsieMble B OpraHbl FOCYAApCTBEHHOW BiacTU (B TOM YHUCIE B
OpraHbl TOCYJapCTBEHHOW CTAaTHUCTUKM) U HMEIOIIME YCTAHOBJIEHHYIO IIPABOBBIMU AaKTaMHU
TOCYJapCTBEHHBIX OpPraHoB (OpMYy, CO3JAIOTCS 10 YCTAaHOBJIEHHOW TOCYAapCTBEHHBIMU
oprasamu (popme U B onpeieIEHHOM UMH MOPSJIKE.

9.3. OrtuéThl, NpeNOCTaBIsEMblE COTPYAHMKAMH IIKOJIbl B XOJI€ BHYTPEHHEIO
B3aUMOJICHCTBUSA, CO3JAl0TCAd IO IpaBWiIaM, YCTAaHOBJICHHBIM I CO3JaHUs CIIy»KEOHBIX
3aMMCOK.

9.4. Otuernl odopmistoTcss Ha Jjucre Oymaru ¢opmara A4 ¢ MCHOIb30BaHUEM
CIICAYIOIINUX PEKBU3HUTOB:

e HAMMEHOBAaHME IIKOJbI;

e JlaTa IOKyMEHTa;

e PErUCTPallMOHHBII HOMEP TOKYMEHTA;

e HAMMEHOBaHHE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUU (IIPU HATUYIHHN);
e HAMMEHOBAaHHE JOJDKHOCTH,

e MOJIHKCE.

9.5. B Tekcre oruéra B 00s3aTENBHOM TOpPSAIKE MODKHO COJIEpKAThCS YKa3 Ha
NeSITebHOCTb, MEpOINPUITHE, BBIAAHHOE MOPYYEHHE, 3aJlaHHe, MYHKT IJIaHa, MOAJISKaIIUN
BBITTOJIHEHUIO, W PE3yJIbTaT O BBHIOJHEHWH, B TOM YHCJIE C yKa3aHHEM Ha COOIIO/IEHUE WU
HapylIeHUe MCIOJHUTENbCKOM JMCHUIUIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIOJHEHUS U
Ha/JIeKallee TpeAocTaBlieHHe HWHGOpMAIMH, HEOOXOAWMBIX  MarepuaioB  (TIPOEKTOB
JIOKYMEHTOB) COUCTIOTHUTEISAMH (IIPU YYaCTUU HECKOJIBKUX MCIIOTHUTENEH).

10. IIncomo
10.1. I[TucbMa TOTOBSITCA KaK:

e OTBETHI O BHIMOJHEHNUN MOPYYEHUH BBIIIECTOSIIUX OPTaHOB UCIIOJHUTEIBHOM BIACTH;

e  OTBETHI Ha 3aMPOCHI OPTAHU3AINHN, TPEATIPUATAN U YACTHBIX JIUII,

e UHUIIMATHBHBIC MHCHMA.

10.2. CpoKH ITOATOTOBKM OTBETHBIX ITHCEM:

e C KOHKPETHOH JaTOM UCIIOJIHEHUS], YKa3aHHOM B JOKYMEHTE, - B YKa3aHHBIN CpPOK;

e B COOTBETCTBHHM C PE3OJIONMENH JUPEKTOpa M €ro 3aMecTUTeNIeH Ha OCHOBAaHUU
YCTaHOBJICHHBIX CPOKOB HMCIOJIHEHUSI MOPYUYEHUM, 3alIPOCOB WJIM MO PELICHUI0 aBTOpa
PE30ITIOINN.

10.3. TekcThl OTBETHBIX IIMCEM JIOJDKHBI TOYHO COOTBETCTBOBATH  3aJaHHUSM,
3a(UKCUPOBAHHBIM B pe3oitonuu. CpOKH MOATOTOBKM WHUIIMATHBHBIX THCEM OMPEACIISIOTCS
CaMOCTOSITEIbHO aBTOPOM IPOEKTA MHUCHhMa C y4ETOM HEOOXOAMMOCTH PEIICHUS KOHKPETHBIX

6
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3aa4 W (MIM) B COOTBETCTBUM C TPEOOBAHUSMH 3aKOHOJAATENIBLCTBA, IMOPYYCHHUSIMHU
HENOCPEJICTBEHHOTO PYKOBOIUTES.
10.4. Tlucbma meuaTaroTcs Ha OJIaHKEe THChMa OOIIE0Opa30BATENBHON OpraHW3aIlUU C
YIJIOBBIM PACIIOJIOKEHUEM PEKBU3HUTOB.
10.5. JlonoJHUTENBEHO K PEKBU3UTAM OJIaHKA IMUCHbMa Ipu 0OPMIICHUM HUCEM B IIIKOJIE
UCIIOJIB3YIOTCS CICIYIOIINE PEKBU3HTHI:
e ajJpecar;
e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e OTMETKa O MPHUJIOKEHUU;
e BU3a;
e  TOJIMMNCH.
e OTMETKa 00 MCIIOJHHTEIE.
10.6. IIpu odopmieHnn muchbMa Ha JIBYX M 0ojiee CTpaHULAX BTOpas M MOCIEAYIOIIIE
CTpaHHIIBI HYMEPYIOTCS TIOCEPEAMHE BEPXHETO OIS JIUCTA apaOCKUMHU [TUppaMu.
10.7. Ilucpbma noANKUCHIBAET TUPEKTOP WM PAOOTHUKH, YIOJTHOMOYEHHBIE MIPUKA3OM.
10.8. CiyxeOHbIE 3aITUCKA
10.9. B memsix ocymiecTBICHHS B3aUMOJCHCTBUS MEXAY COTPYAHMKAMH B paMKax
BHYTPEHHET0 JOKYMEHTOOOOpOTa B IIIKOJIE MPUMEHSIOTCA CiyKeOHble 3anmucku. CiyxeOHble
3aMUCKH SIBJISIFOTCSL  CIPABOYHO-MH(GOPMAIMOHHBIMU JOKYMEHTaMH. ABTOpaMH CIIy>KEOHBIX
3aIMCOK SIBIISIIOTCS] COTPYTHUKHU 0011e00pa3oBaTeIbHON OpTaHU3aIHH.
10.10. CnyxxeOHasi 3amucka MOMKET COCTABIJIATHCS IO YKA3aHUIO PYKOBOJCTBA WU IO
WHHUIIMATHBE KOHKPETHOTO COTPYAHUKA.
10.11. [Tpu odopmieHNN cay>keOHON 3anucku 0HOPMIISIIOTCS CIIEAYIONINE PEKBU3UTHI:
e aJpecar;
e JlaTa JIOKyMEHTa;
e HAaMMEHOBaHHE BUJA JOKYMEHTA;
e 3aroJOBOK K TEKCTY;
e TEKCT JOKYMEHTa;
e OTMETKa O NPUJIOKEHUU (IIPU HATUYIUHN);
e HAMMEHOBAaHHE JIOJDKHOCTH,
e  TOJMHNCH.
10.12. CnyxeOHble 3almMCKH MOTYT CO3AaBaTbCsl Ha OyMa)XHOM HocuTene W (WiH) B
AIIEKTPOHHOH opMe.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTh BBITAETCS COTPYAHUKAM IIKOIBI U O(GOpPMIISIETCS IO TpaBUiIaM,
YCTaHOBJICHHBIM HacTosmell MHCTpykimei nins mucem, ¢ yuéToMm TpeOOBaHUN Tpa)IaHCKOTO
3aKkoHoJaTenbcTBa Poccuiickor denepanniv M1 HACTOSIETO paszena.

11.2. TIpoekT 1OBEPEHHOCTH MOJArOTABIMUBAECTCS U BUBHPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh Oy/eT BbIJaHa, MOCJEe 4Yero mepefaércss B KaHUEISPHUIO ISl HAMpaBlIeHUS Ha
MO CAHUE.

11.3. /IoBepE€HHOCTh MOAMUCHIBAECTCS AUPEKTOPOM WIIHA JIUIIOM, OCYIIECTBIISIIOIIMM €0
MOJTHOMOYHS (MCTIONHSIIOIIUM O0sI3aHHOCTH), M CKPEIUISETCs TMedaThio 0011eo0pa3oBaTeIbHON
OpraHu3aIuy.

12. JloroBopsl, coriamennsi, KOHTPAKTbI
12.1. JloroBopsl, corjiamieHusi, KOHTPAKThl (Jajiee - JTOrOBOPhI) MOATOTABIMBAIOTCS B
COOTBETCTBUU C TpPeOOBAHMUSIMH TPaXJAHCKOTO, TPYAOBOro, OIOJKETHOTO W  HHOTO
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3akoHoaarenscTBa Poccuiickoir ®denepanuu, B 3aBUCHUMOCTH OT PETYIMPYEMBIX JOTOBOPOM
IIPaBOOTHOLIEHUH 1 0053aTEIbCTB CTOPOH.

12.2. IIpoekT noroBopa MOAroTaBIUBAETCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
YIPaBJIAIOIUM) C Y4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KauyeCTBEHHOro OOecreyeHMs
UCTIOJTHEHUS CBOMX MOJTHOMOYHH (00s3aHHOCTEH, (YHKIIMI), TOJIHOMOYHI IIIKOJIBI B LIEJIOM.

12.3. TIpoekT noroBopa noAroTaBIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPaKTHBIM
VIPAaBISIONUM) COBMECTHO CO CHEIHAIUCTOM, K (QYHKIUSM (TIOJHOMOYHSIM) KOTOPOTO
OTHOCHUTCS PEIICHUE BOIPOCOB, ABJIIOIINXCS MPEIMETOM JOr0OBOpa, WIM UHBIM COTPYJHHUKOM
10 IPSMOMY YKa3aHHUIO AUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHu3alny.

12.4. Heobxoaumas Juid NOATOTOBKM IIpOEKTa JOroBopa HHGpopMauus coOupaercs
OTBETCTBEHHBIM JINIIOM (KOHTPAKTHBIM YIPABIIAIONIMM) B OPsIKE pabovero B3auMOACHCTBUS C
y4€TOM IIPaBUJI, YCTAHOBJICHHBIX HacTosuen MHCTpyKIuen.

13. IlpyHUMIIBI OPraHU3AUMU JOKYMEHT0000pOTA

13.1. B 10KyMEeHTOOO0pOTE BBIACISAIOTCS CIEAYIONINE JOKYMEHTOIMOTOKU: TTOCTYIAOIIAs
JOKyMEHTanusi  (BXOAAIIas), OTHpaBisemMas JOKyMEHTauus (Mcxonsiiasi), BHYTPEHHSS
JIOKYMEHTaLUs.

13.1. B cocraBe BXoasiiel U UCXOAIIEH JOKYMEHTAIIUH MOTYT BBIIEISTHCS TOKYMEHTHI,
MOCTYIIMBIIMEC W3 BBIICCTOAIIMNX, MOAPAIHBIX, MCAUIIUHCKUX U OPYIrux opraHmauHﬁ, OpraHoB
MECTHOT'O CaMOYIIPaBJICHUs, OOpaIlIEHUS TPaK/IaH.

13.3. OOpameHusi rpaXiaaH pPErUCTPUPYIOTCS W (OPMUPYIOTCS B Jelia OTACIBHO OT
JIPYTUX JOKYMEHTOB 00111e00pa30oBaTeNbHON OpraHu3aluu.

13.4. B mKkone gocTaBKa W OTIpaBKa JOKYMEHTOB OCYIIECTBIISIETCS CpPEACTBAMHU
MOYTOBOW CBSI3U, AIEKTPOHHOU CBSI3U, a TAKXKE MO CHCTEME SJIEKTPOHHOTO JOKYMEHTO0OOpOTa
(mamee - CDJ]). C momoImbiO TMOYTOBOM CBS3M B 00I€00pa30BaTEIbHYIO OpraHU3AIUI0
JOCTaBISIETCSl MHUChMEHHAs KOPPECIOHACHIIMS B BHJE TMPOCTHIX IHUCEM, 3aKa3HBIX IHCEM,
MMOYTOBBIX KAPTOUCK, 6aHI[CpOJ'ICI\/’I 1 MCJIKHUX ITAKE€TOB, a TAKXKE IICYaTHBIC U3JaHU.

14. IlepBuuHasi 06padoTKa NOCTYNAIOIIUX JOKYMEHTOB

14.1. JIoKyMeHTBI, NOCTYNAIOLIUE B IIKOJY, MEPEAAIOTCS HA PErMCTPALMI0 CEKPETAPIO
0011eo0pa3oBaTeIbHON OpraHU3alMK U NMPOXOJAAT MEPBUYHYI0 00pabOTKYy B J€Hb NOCTYILIEHUS,
Opy TOCTYIUICHMM B Hepabouee BpeMs - Ha cieayromui pabouuit aens. Ilpu nepBuuHON
00paboTKe TOKYMEHTOB IPOBEPSETCS MPaBWIBHOCTH aapecoBaHMs. OMMOOYHO MOCTYNMBIINE
JIOKYMEHTBI IIEPECHUIAOTCS 110 IPUHAUIEKHOCTH WIIM BO3BPALIAKOTCS OTIIPABUTEIIIO.

14.2. JlokymeHTsl, moctynusime ¢ orMmerkamu "CpouHo", "BpyuuTh HeMeIUIeHHO",
"OnepaTuBHO", HE3aMEUIUTEIIFHO TPOXOJIAT MEPBUYHYI0 OO0pabOTKYy U JIOKJIAJBIBAIOTCS
JUPEKTOPY WJIM B CIy4yae €ro OTCYTCTBUS — 3aMECTUTENIO JHUPEKTOopa MO HaIpaBlIEHUIO
JESATEIIBHOCTH.

14.3. IlocTynuBIIKE TEIErPAMMBbl MPUHUMAIOTCA MO MOAIUCH C TPOCTABIECHUEM JAThl U
BPEMEHM NIpUEMA, PETUCTPUPYIOTCS 110 TEM K€ IPaBUiIaM, YTO U IUChMa.

14.4. DeKTpOHHBIE COOOIIECHMSI, aJPECOBAHHBIC TUPEKTOPY HIJIM HAIIPaBJICHHBIE B aJpec
LIKOJIBI, PaclevyaThIBAIOTCA M JOKJIAJBIBAIOTCS AUPEKTOPY WM B CIIy4ae €ro OTCYTCTBUS —
3aMECTHUTEII0 TUPEKTOopa.

14.5. DnexkTpoHHBIE COOOILEHUs, 3aBEPEHHBIC AIIEKTPOHHOM MOJMHMCHIO, IOAJIEKAT
00paboTKe 1o MpaBwIaM, IPETYCMOTPEHHBIM JIJIs1 TIOCTYIAIOMICH (BXOISIICH ) TOKYMEHTAIUH.

14.6. IToctynuBiias (BxoAsmiasl) JOKYMEHTALUS pAaCIpEeNseTcs Ha perucTpupyemMsle U
HE MOJUIe)KAIIHUE PETUCTPALNN JOKYMEHTBHI.

14.7. He nmomiexar perucTpalluu:

e  IIPUIJIACUTEIIBHBIC, TO3PAaBUTEIbHBIC TUCbMA U TEJIETPAMMBI;
e OUJICTHI;
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e IUIAHBI U IPOTPAMMBbI CEMUHAPOB, KOH(PEPECHIIUN U IPYTUX MMOJ00HBIX MEPOTIPUSTHIH;
e JIOKYMEHTbI TO OyXraJTepcKOMY Yy4eTy, MaTepHallbHO-TEXHHYECKOMY OOECIeUEHHUIO,

TUTAaHOBBIC U (PMHAHCOBBIE TIOKYMEHTHI, IOCTYMA0Iue 0€3 COPOBOIUTENFHOIO TUCHMA;

e pEKJIaMHbIe, KOMMEPUYECKHE MPEII0KEHNS, B T.4. IOCTYIUBLINE IO 3JIEKTPOHHOU MMOYTE;
e TICUATHBIC U3JIAHUS;
e TIMCbMA C IOMETKOH <«JIUYHOM.

15. Permcrpanusi, y4yer M paccMOTpPeHHe PYKOBOJAUTEeJIEeM MOCTYNAKOIINX
(BXOASIIIMX) JOKYMEHTOB

15.1. TlocrynuBmine (BXOASIIME) JOKYMEHTBI PErHCTPUPYIOTCS TOJBKO TIOCIE H
MEPBUYHOI 00pabOTKH U HE3aBUCUMO OT CIIOC00a UX IOCTABKHU.

15.2. Peructpanus — npocTaBI€HUE B HIXKHEM IIPAaBOM YIUIy IIEPBOTO JINCTA JOKYMEHTA
OTMETKH O TOCTYIUIEHMM C yKa3aHMEeM JaThl MOCTYIUICHUS M BXOJSIIET0 PEruCTPallMOHHOIO
HOMEpa JIOKyMEHTa C 00s3aTelbHOM 3alKiChi0 B JKypHQJI PETUCTPAlMU MOCTYyNAarollen
(Bxomstmie)  mokymentauuud. CTpyKTypa  pEerHCTPAallMOHHOTO HOMEpa  MOCTYMHAIOIIEero
(BXOmsIero) JOKYMEHTa COCTOMT H3 €ro IOpsAJKOBOIO HOMEpa M MHJAEKca Jena 1o
HOMEHKJIaType e 0011e00pa3oBaTeIbHON OpraHU3aIliH.

15.3. Peructpamusi BceX NOCTYNMBIIMX (BXOAAIIMX) JOKYMEHTOB IPOM3BOAMUTCS B
npenenax oOIIero JOKyMEHTONOTOKa. JlOKyMEHThI, MOCTYNHBIIME B IIKONY IO KaHajlaMm
(GakCUMUIBHOM  CBsI3M, OOpabaTHIBAIOTCS W PETHCTPUPYIOTCS B OOLIEM  MOPSKE.
TekcT noctynuBiei TeneGoHOrpaMMbl 3aMUCHIBACTCA B KypHAJIE PETUCTPALIMH TeleOHOTpaMM
U TIeYaTaeTcsl Ha JJucTe OyMaru Jiis nepefadn Ha pacCMOTPEHHE.

15.4. Tlocrynatomme (BXOZASIIME) JOKYMEHTHI TeEpedaroTcsl Ha PAacCMOTpPEHUE
PYKOBOJCTBY TOJIBKO MOCJIE€ UX PETUCTPALIMU U TPEABAPUTEIHLHOTO PACCMOTPEHHUSL.

15.5. JIokyMeHTBhI, MOCTYNUBILIKE B 00111€00pa30BaTEIbHYIO0 OpraHU3aIMIo, IO BOIIPOCcaM,
HE TpeOyIOIIMM pPacCMOTPEHMsI AUPEKTOPA, HAMpaBiISIOTCS pPAOOTHUKOM OTBETCTBEHHBIM 3a
JIEJIONPOU3BOJCTBO LIKOJIBI HEMTOCPEACTBEHHO UCIIOJHUTEIIIO 3a1poca.

15.6. [upexTop B pE30JIOIMUN OMpPEAeseT JIHI, OTBETCTBEHHBIX 3a HCIIOJIHCHHUE
JOKYMEHTa, M JaeT UM MopydeHue. PaOOTHUK OTBETCTBEHHBIM 3a JIEIOMPOU3BOJICTBO IIKOJIBI
nepesaeT JOKYMEHT Ha UCTIOJTHEHHE.

15.7. TloJuIMHHUK JOKYMEHTa C pe30JIIoLUell pyKoBOAWUTENs 0011e00pa3zoBaTeabHOM
OpraHMU3alK HaIIPaBIISIETCS UCIOIHUTEIO.

15.8. Ilpn HanMuuMyM HECKONBKHUX HCHOJHUTEIEH MOJJIMHHUK JOKYMEHTa MepeaaeTcs
TOMY HCIIOJIHUTENI0, KOTOPbIH B COOTBETCTBUU C YKa3aHUSIMM IO HCIOJHEHUIO SBIISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCTIOJIHUTEIHU MOJIYHYatOT KOMUIO IOKYMEHTA.

15.9. TlognMHHUK MOKYMEHTA, KOTOPBIM MCHOJHIETCS HECKOJBKHUMHU JOJKHOCTHBIMH
JULAMHU, TOJYy4YaeT OTBETCTBEHHBIM MCHOJHUTENb. OCTalbHBIM HCHOJHUTEISAM IEpeaatoTcs
KOIIUY.

15.10. HszroroBneHwe KONMH  JOKyMEHTa JUIsl [MEpefadyd  COMCIIOJIHHUTEISAM
OCYIIECTBIISIETCS CEKpeTapeM 00111e00pa3oBaTeNIbHON OpraHu3allu.

15.11. Pe3oarouust CONEPIKUT:

e YyKa3aHHME II0 HCIOJHEHHIO, COJAepiKallee KpaTKoe ONMUCaHHe HEeoO0XOAMMOro IJis

WCIIOJIHEHUS ICUCTBUS;

e YyKa3aHHME Ha CpPOK, B TEUYEHHE KOTOPOro JMOO J0 HCTEUEHUS KOTOPOro HEOOXOAMMO

WCIIOJIHUTH MPEINUCAHHOE IEUCTBUE;

e JIMYHYIO OJIUCH aBTOPA PE30TIOIUH;
e JIaTy IPOCTABIICHUS PE30JIOLINH.

15.12. VYka3anue Ha CpOK, B TEYEHHE KOTOPOrO JHUOO 10 HCTEYCHHUS KOTOPOTO
HE00XO0IMMO HMCIIOJIHUTD MPEANMCAHHOE ACUCTBHE, MOKET HE BBIPA)KaThCsl KOHKPETHOU TaToil U
CoZep>KaTh BbIpAXKEHHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK' M T.II.
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15.13. Pe3omronus mnumiercs Ha CBOOOJHOM OT PEKBU3UTOB MECTE IIEPBOTO JIMCTA
JOKYMEHTA.

15.14. B ciuywae, korjma pe3oiiolusl aJpecoBaHa HECKOJbKUM COTPYAHHKaM, TO
OTBETCTBCHHBIM 32 HCIIOJIHEHHE JOKYMEHTA B LIEJIOM SIBIISICTCS COTPYAHUK, YKa3aHHBIN IEPBBIM
(BerHI/IM), JII/I60 COTPYAHUK, B OTHOIICHUHU KOTOPOIr'0 CACIIaHA ITOMETKA O TOM, YTO OH ABJIACTCA
OTBETCTBCHHBIM.

16. Opranuszanusi paéoThl ¢ OTHPABJIAEMbIMHU (MCXOASIIIIUMM) JOKYMEHTAMHU

16.1. lo mnpenocrtaBieHHs NPOEKTa OTHPABISIEMOro (MCXOJALIEro) TOKYMEHTa Ha
MOJMUCH TUPEKTOPY WIM MHOMY YIOJTHOMOUYEHHOMY B YCTAHOBJIEHHOM MOPSAKE HA MOJIMMCAHUE
JUIy OCHOBHOW HCIIOJHUTENIb MPOBEPSET MPaBHIBHOCTh O(OPMICHUS OTHPABISIEMOTO
(MCXOIAIIET0) TOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTose NHCTpyKuuu.

16.2. Ilpm nOAroTOBKE OTHPABISEMOro (MCXOSAIIEro) JOKYMEHTa KakK OTBETa Ha
MNOCTYNUBIINKA (BXOIAIIMI) JOKYMEHT HCIOJIHUTENb MPUKIAIBIBAET K IMOATOTOBICHHOMY
IPOEKTY BXOASIINN JOKYMEHT.

16.3. IlpoekTbl oTmpaBisieMbIX (HCXOAAIIUX) ITOKYMEHTOB C Y4YETOM COOIO/ICHUS
YCTaHOBJIEHHOI'O B PE30JIIOIIMM CPOKA MCIOIHEHUSI IEPEAI0TCs OTBETCTBEHHBIM HCIOJHUTEIEM
B OTJIEN JICJIONPOU3BO/ICTBA (KAHIIETSPHsl, CEKpETaph) IIKOJBI JJIsl HAIIPABJICHUS HA TIOITHUCAHHE.

16.4. IlognucanHble OTHpaBiIsieMble (UCXOIALINE) TOKYMEHTHI, [IEPENaOTC pabOTHUKY
OTBETCTBEHHOMY 3a  JICJIONPOU3BOJICTBO  INKOJBI, KOTOPBIA  OCYIIECTBISET MPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBUS KOJMYECTBA 3K3EMIUISIPOB OTIPABISIEMOrO (MCXOJSILIETO)
JOKYMEHTa CIUCKY pAacChUIKM, a TaKXe MPaBUILHOCTh O(GOPMIICHHS JIOKYMEHTa COTJIAcHO
HACTOAIIEH UHCTPYKIIHUH.

16.5. B ciyyae HapylieHHs] KOMIJIEKTHOCTH MM COOTBETCTBUS KOJMYECTBA, a TAKKe
MPAaBWIBHOCTH O(OpPMIIEHUSI TOKYMEHTa COTJIAaCHO HACTOSIIEW HMHCTPYKIHMH OTIIpaBisieMble
(ucxondIue) JTOKYMEHTHI HE3aMeJIMTEIhHO BO3BpAIIAIOTCS PAOOTHUKAMH  KaHIEISIPUU
OTBETCTBEHHOMY HCIIOJIHUTENIO WJIM B CIy4yae OTCYTCTBHSI OTBETCTBEHHOT'O HCIIOJIHMUTENS €ro
HEINOCPEICTBEHHOMY PYKOBOIUTEIIO ISl yCTPAHEHUS HAPYLLIEHUH.

16.6. JlokyMeHTBI Hocii€ MX HOJAMUCAHUS JUPEKTOPOM WM HMHBIM YHOJIHOMOYEHHBIM
JMIIOM TIepeslaloTcsl B KaHLEISApUIO0 0011e00pa30BaTeIbHOM OpraHW3aluu sl PEerucTpaluu U
OTIIPaBKH.

16.7. Peructpanusi oTHpaBisieMbIX (MCXOISIINX) TOKYMEHTOB OCYILECTBISIETCS TMOCIe
IpOBEJAEHUS PaOOTHUKAMU KaHILEISPUH, OTBETCTBEHHBIMHU 3a JIE€JIONPOU3BOJICTBO, IPOBEPKU
KOMIUIEKTHOCTH ¥ COOTBETCTBUS KOJMYECTBA IK3EMILISIPOB, a TAKKE MPaBUIHLHOCTH OhOpMIIeHHUS
OTIpaBIsAEMOro (MCXOMASIIEro) JOKyMEHTA.

16.8. Perucrpanus co3gaBaeMbIX JOKYMEHTOB OCYILIECTBIIETCS B J€Hb IOANMCAHUS WIN
YTBEPKJICHHS JINOO Ha CIEAYIOIINI pabounii 1eHb.

16.9. CBeneHus 0 perucTpUpyeMbIX OTIPABISIEMBIX (MCXOASIINX) JOKYMEHTAX BHOCATCS
B )KYpHaJI PETUCTPALIUU OTIIPABIsIEeMOH (MCXOAAIIEH ) TOKyMEHTaIlUH.

16.10. PerucrpanmoHHBII HOMEp W JaTa OTHPABISIEMOrO (MCXOISIIEr0) JAOKYMEHTa
MPOCTABJISIIOTCS HAa TIO/UIMHHUKE JIOKYMEHTa B pEKBU3UTaxX OJaHKa M Ha D3K3eMIULIpe,
ocTaroIeMcs B Jiene o01eoopa3zoBaTeIbHOM OpraHu3aluy.

16.11. CTpykTypa perucTpalliOHHOTO HOMEpa OTIPABIIEMOT0 (MCXOISAIIETO) JOKYMEHTA
COCTOMT M3 €r0 MOPSIIKOBOIO HOMEpa U MHJEKCA Jiea 10 HOMEHKJIAType 1€ IKOJIbI.

16.12. OtnpaBka JOKYMEHTOB MPOM3BOIUTCS  IEHTPAIM30BAaHHO PabOTHUKAMHU
KaHIEJISPUU ILIKOJIbI, KOTOPhIE MPOU3BOJAT UX COPTUPOBKY IO CIIOCOOY OTHpaBieHuUs (IIpocTas,
3aKa3zHas, MeXXIyHapOHas U Ip. ).

16.13. [Tucema, TenerpaMMsbl, OTKPBITKH, OAHAEPOJIH U MIEYaTHbIC N3JaHUS OTIIPABIISIOTCS
MTOYTOM.

dakcorpamMmbl U TeTeOHOTPaMMBI ITEPEIAIOTCS 10 KaHAIaM Tene(OHHOM CBSI3U.
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16.14. DnekTpoHHBIE COOOIICHHSI OTHPABISIOTCA C OQUIMAIBHOTO TOYTOBOTO
3JIEKTPOHHOIO ajipeca 0011e00pa3oBaTeNbHON OpraHu3aLuy.

16.15. Ilucema, TenmerpamMmbl, OTKPBITKH, OaHAEposd, (akcorpamMMbl, 3IIEKTPOHHBIE
COOOLIEeHHUS, HE CBSA3aHHBIE C pabouell e TebHOCThIO, K OTIPAaBKE HE IPUHUMAIOTCSL.

16.16. JIokyMeHTbI, OTIpaBIIieMble CPEACTBAMU ITOYTOBOU CBSI3U MPOXOJIAT:

e  YIIAKOBKY;

e anpecoBaHue (IIPW HANPaBICHUU JIOKyMEHTa Ooliee ueM B 4 ajpeca) — B COOTBETCTBUU C
yKazaTeJleM pPACCBUIKM, Ha KaXAOM SK3eMIUIIpE IMUChbMa YyKa3blBa€TCsl TOJBKO OJUH
azpecar.

e IIPOCTABJICHHE CTOUMMOCTH ITOYTOBBIX YCIYT;

e IIepeiavy B [IOYTOBOE OT/EJICHUE CBSI3U.

16.17. Ilpu mnoaroroBke u OTIpaBKe NHUCEM HEOOXOAMMO YYHUTHIBaTh IPaBUIIA,
YCTaHOBJIEHHbIE IIPUKa30M MUHHCTEPCTBA CBSI3U U MAacCOBbIX KOMMyHHKauui P® ot 31 urons
2014 r. N 234 "OO6 yrBepxaeHuu IlpaBun oOka3aHuss YCIyr TIOYTOBOW CBs3uM'.
16.18. JIoOKyMEHTBI, OTIIpaBIsieMbI€ CPECTBAMH IMOYTOBOM CBSI3U B OJIMH aJPEC, BKJIAJIBIBAIOTCS
B OJIUH KOHBEPT.

16.19. Hcxopsmue JOKYMEHTHI, IpeJHAa3HAuUEHHBbIE [UIsl OTIpPAaBKU CpeICTBAMU
(akCUMMIBHON CBSA3M, OTHPABISIIOTCA PAaOOTHUKAMM KaHLEISApUH 0011eo0pa3oBaTeabHOM
OpraHu3alIiu.

17. Pa3padoTka u BeleHHe HOMEHKJIATYPbI J1eJ

17.1. JlokyMeHTalnbHbIM (HOH]I KOl — COBOKYIHOCTb JOKYMEHTOB, 00Pa3yIOLIUXCS B
IpoLecce €ro JesTeNbHOCTH. JIOKyMEHTaJbHbII (OHJ IIKOJBl COCTaBISAIOT JOKYMEHTHI,
co3laHHble B 0011€00pa30BaTENbHOM OpraHu3allMd W TOJYYEHHBIE €10 B pe3yibTare
B3aMMOJIEHCTBHS ¢ OpraHaMM rOCy/IapCTBEHHON BJIACTH, OPraHaMU MECTHOI'O CaMOYINpaBJIeHUS,
IOPUJIMYECKUMU U (PU3NYECKUMU JINLAMH.

17.2. HomeHknarypa aen SBISETCS OCHOBOW (DOPMUPOBAHMS JIOKYMEHTaJIbHOTO (hoHAa
IIKOJIBl U TPEACTaBIsIeT COOON CHCTEeMAaTHU3UPOBAHHBIN MepeueHb 3aroJIOBKOB (HAUMEHOBAHMIA)
JIeJ1, 3aBOJIMMBIX B IIIKOJIE, C YKA3aHUEM CPOKOB UX XpaHEHMsI, 1 OOPMIIEHHBII B COOTBETCTBUU
C IIPaBOBBIMHM aKTaMH, PEKOMEHAALMSIMHA U METOJIMYECKUMHU yKa3aHUsIMU OopraHoB Poccuiickoi
®enepalii, YMOJIHOMOYEHHBIX B c(epe TocyJapCTBEHHOTO YIPABIEHUS apXHUBHBIM [IEJIOM,
JIeNIOTIPOU3BOICTBA U IOKYMEHTO000pOTA.

17.3. HomeHnknaTypa /€7 COCTaBIs€TCS HA OCHOBE M3yYEHUS MOJIOKEHUH, HHCTPYKLIUN 1
OpaBWw, a  TaKXkKe  JPYTUX  JOKYMEHTOB,  PErIaMEHTUPYIOUIUMX  JAEATEIbHOCTh
o0mieo0pa3oBaTeIbHON OpraHU3aIlK, a TaKKe HOMEHKJIATyp e 3a MPeAlIeCTBYIONUE TObl U
JIOKYMEHTOB, 00pa3yIoLuXcs B IEATEIIbHOCTH 00111e00pa3oBaTeIbHON OpraHU3altu.

17.4. HomeHKatypa J1eJ1 UCHOJb3yeTCs JUIsl TPYNIUPOBKU MCIOJHEHHBIX JOKYMEHTOB B
JieN1a, CUCTEMAaTU3allui U y4eTa Jell, ONPEIEICHNs CPOKOB UX XPAaHEHUs U MTOMCKA JOKYMEHTOB,
SBIISIETCS. OCHOBOM JJIsi COCTABJIEHUS! OMMCEN JIeNl MOCTOSHHOTO U BpeMeHHOro (cBeime 10 ser)
XpaHEeHHUs, a TaKXKe JUI yueTa Jiesl BpeMeHHOro (710 10 jieT BKIIOUNTENbHO) XpaHEeHUS!.

17.5. HoMenknatypa eyl BBOOUTCS B AEHCTBUE MPUKA30M IO HIKOJIE.

17.6. HomeHKnarypa Jiejl TOTOBUTCS B TPEX AK3EMILIAPAX:

e JUUIsl IOMEIICHUSI B HOMEHKJIATYPHOE JI€JI0 U TIOCTOSIHHOTO XpaHEHUs;
e JUIS UCIIOJIb30BaHUs B paboTe OTIENIOM JEJIONPOU3BOICTBA (KaHLEIApHe);
e JUISl XpaHEHUsSI B apXUBE LIKOJIBI.

17.7. W3 HOMEHKJAaTyphl Jei IIKOJbl OTBETCTBEHHBIM JIMIIOM 3a BEJICHHE
JIeNIONPOU3BOACTBA O(GOPMIISIFOTCA BBINUCKU JUISL KAXKAOTO M3 MOJPA3JENEHUN U OTAEIOB
00111e00pa30BaTEIbHOM OpraHUu3aIIH.
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18. ®opMupoBaHue Aen M UX TeKyulee XpaHeHue. [loAroroBka J0KyMeHTOB M /e K
nepejgaye Ha apXuBHOe XpPaHEHHe

18.1. dopmupoBaHue Jen1 — TIpPyNNUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUU C HOMEHKIIATypoO#l en o0Iieo0pa3oBaTenbHOW OpraHu3alud U CUCTeMaTH3alus
JIOKYMEHTOB BHYTpPH JI€a.

18.2. Jlena co AHS WX 3aBelEHHUS 0 MEpelayd B apXUB HIKOJIBI WM HAa YHUYTOXKEHHE
XPAHATCS M0 MECTY UX (POPMUPOBAHUS.

18.3. Ilpuka3zel 1O  OCHOBHOHW, aJMUHUCTPATUBHO-XO3SHUCTBEHHOH,  Yy4eOHO-
BOCTIMUTATEIILHOU JIEATEIBHOCTH MIKOJIBI, TPYNIUPYIOTCS OTACIBLHO OT MPUKA30B MO JIMYHOMY
COCTaBy paOOTHHKOB U IO JIMYHOMY COCTaBY OOYYarOIIMXCsl (YJaIIuXxcst/BOCTUTAHHUKOB).

18.4. Tlepenucka rpynnupyercs 3a NepUo]] KaJeHIApHOro rojia U CUCTEMAaTU3UPYETCs B
XPOHOJIOTUYECKON MOCIEA0BATEIHLHOCTH.

18.5. IlpoBepka Hamuuusi M COCTOSHUS JIOKYMEHTOB U J€JI IPOBOJUTCS IIpHU
nepeMenieHuy  JieJ, TMpUd  BO3Bpare Jei, NpU PEopraHu3alii WU JIMKBUAALUU
0011e00pa30BaTeIbHON OpraHu3aluy.

18.6. B apxuB 001eo0pazoBaTebHON OpraHu3aluu (Jajnee - apXuB) MepeaaroTcs Aena
IIOCTOSIHHOT'0, BpeMeHHOro (cBbiiie 10 JieT) CpOKOB XpaHEHUsS U IO JINYHOMY COCTaBy uepes 3
rojia mocJjie rojia, B KOTOPOM JOKYMEHTHI ObUIH MOMEIICHBI B JIEJI0 Ha XpaHEHHE.

18.7. Ilepenaya JOKyMEHTOB B apXUB IIPOU3BOJUTCS 10 YTBEPKAECHHBIM OMUCSIM €.

18.8. [loaroroBka JOKYMEHTOB M JIel K TIepefaye Ha apXUBHOE XpaHEHHWE U Ha
YHHUYTOXKCHUE IPETyCMAaTPUBALT:

e  OKCIEPTHU3Y LIEGHHOCTH JJOKYMEHTOB;

e COCTaBJIEHHE ONHCEH JeJ IO pe3ybTaTaM dKCIEPTU3bI UX [IEHHOCTH;

e odopmieHHE Je;

e COCTAaBJIIEHHE AaKTOB HAa YHHMUYTOXEHHE JIOKYMEHTOB M JeNl C HCTEKIIMMU CpOKaMu

XPaHEHUS.

18.9. DxkcrepTusza IEHHOCTH JOKYMEHTOB TIOCTOSHHOTO W BPEMEHHOTO XPaHCHUS
OCYIIECTBIISIETCS €XKErOJHO JHUIIOM (JIMI[aMHU), HA3HAYEHHBIM MPHUKA30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH ) 32 ApXUBUPOBAHUE.

18.10. B neno nomernraetcst He 6onee 250 TUCTOB (TONIIMHA JIeTa MPU TOM COCTABISET
He Oosiee 4 cMm). [Ipu GONBIIOM KOJIMYECTBE AOKYMEHTOB (OPMHPYIOTCS TOMa (YacTH) Jena.
BHyTpu nema MOKyMEHTBHI PAcloyiaraloTCs B XPOHOJIOTMYECKOM TOPSIKE B COOTBETCTBUU C
onuchlo. B iena nomemaroTcest TOJIbKO HCIOJTHEHHbBIE, TPABUIBHO 0(OPMIIEHHbBIE TOKYMEHTHI.

18.11. JlokyMeHTBhl BHYTpPH Jelia paclojiaraloTcs CBEpXY BHU3 B XPOHOJIOTHYECKOM,
BOIPOCHO-JIOTMYECKON  IMOCJIEOBATEIbHOCTH WM WX COYeTaHWM. PacmnopsiautenbHbie
JOKYMEHTHI TPYNIUPYIOTCS B Jella N0 BHUAAM M XPOHOJOTMH C OTHOCSIIUMHUCA K HUM
MIPHITOKECHUSIMHU.

18.12. JInynble KapTOYKU paOOTHUKOB (DOPMHUPYIOTCS B JIEJIO IO an(aBUTy HaMUIIHIA.

18.13. Odopmrienue aena mpemaycMarpuBaeT: ohOpPMIICHHE PEKBU3UTOB OOJIOKKH Jeia
M0 YCTaHOBIEHHOU (hopMe; HyMepallnio JTUCTOB B JieJie KapaHJAllloM B BEPXHEM IPaBOM YTIY;
COCTaBJIEHME BHYTPEHHEW ONHCHU JOKYMEHTOB [eNla, MOJIIMBKY W Tneperyer paena. Jlucer
Oonbiroro ¢gopmara, MOANIUTHINA 32 OJUH Kpaid, HyMEpYeTCsl KaK OJIMH JIUCT B MPABOM BEPXHEM
yray. JIoKkyMeHTBl ¢ COOCTBEHHOW HyMmepalued JUCTOB, B TOM 4HCIE Ie4YaTHbIE W3/IaHus,
HYMEpYIOTCSI B 00IIIeM MOpSIKe.

18.14. JIuctel nen, COCTOSIIMX M3 HECKOJbKUX TOMOB WJIM YacTe, HyMEPYIOTCA MO
KKIOMY TOMY WUJIH YaCTH OTIEIBHO.

18.15. Tlocne 3aBepuieHHs HyMEpalMHM JUCTOB COCTABJISIETCS 3aBEPUTEIbHAS HAJIKCH,
KOTOpasi pacroljiaraeTcs B KOHIE JeJa. 3aBepuTebHas HAIIMUCh COCTABISIETCS B Jelie Ha
OTJIEIbHOM JIMCTE-3aBEpUTEIIE AeTa.
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18.16. B 3aBeputenbHON Haamucu UPpPaMU U HPOMHCHIO YKA3bIBACTCS KOJIUYECTBO
JIMCTOB B JIAaHHOM JeJie. 3aBepuTelibHasl HaJIIUCh TOAMUCHIBACTCS €€ COCTaBUTENIEM C yKa3aHUEM
pacmppOBKU TOANUCH, JODKHOCTH M JaThl cocTaBieHus. KonuuyecTBo IUCTOB B Jelne
pocTaBsieTcs Ha 00JI0XKKe Jiefia B COOTBETCTBUU C UTOTOBOM HAMHUCHIO.

18.17. PexBu3uT "Ccpok XpaHeHUs Jeia" IEPEeHOCUTCS Ha OOJIOKKY Jena U3
COOTBETCTBYIOIIEH HOMEHKJIATYpBI el MOCJIEe CBEPKH €ro CO CPOKOM XpaHEHHS, yKa3aHHBIM B
IepevyHe TUIOBBIX JOKYMEHTOB WJIM B MEPEYHE JOKYMEHTOB, OOpa3yIOIIMUXCS B JIEATEILHOCTH
denepanbHOro oprasa, ¢ yka3aHUEM CPOKOB XpaHEHHS.

18.18. Ha nemax mocTostHHOro XpaHeHus nuiercs: "XpaHuTh TOCTOSHHO" .

18.19. Ilpuem pnen nOpOU3BOJIUTCS COTPYIAHUKOM, YIOJHOMOYEHHBIM Ha BEICHHE
JESTEIIbBHOCTH apXHBa, C POCTABIEHUEM B JABYX IK3EMIUIIpaxX OMMCH /i€ OTMETOK O HaJU4uu
KXKI0r0 Jiena (Ha KaXXJI0M SK3EMIUIAPE OMUCH YKA3BIBAETCS KOJIMYECTBO (DAKTUUECKH MPUHSATHIX
Jiell, Jara Mnpuema-rneperayu /e, a TakKe MOJNUCU apXUBUCTa M COTPYIHHUKA, MEpelaBIIero
nena.

19. 3ak/r04uTeNbHBIC MOJIOKCHHUS

19.1. Hacrosimas MHcTpyKuus 10 JAEJIONPOU3BOACTBY  SIBJISIETCS  JIOKAIbHBIM
HOPMAaTHUBHBIM aKTOM 00111€00pa30BaTe/IbHON OpraHu3anuu, npuHuMaercs Ha O0mieM coopaHuu
pabOTHUKOB M yTBep)KIaercss  (BBOAUTCS B JIGHCTBUE)  IPUKA30M  JUPEKTOpA
00111e00pa30BaTeIbHOM OpraHu3aIy.

19.2. Bce wu3MeHeHMs U JIONOJHEHHUS, BHOCHUMBbIE B Hacrosiuyro WHcTpykiuto,
oopMIIsIOTCST B NMHUCbMEHHOM (opMe B COOTBETCTBHM JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

19.3. UHCcTpyKIMs 1O AEIONPOU3BOJICTBY B ILIKOJIE MPUHUMACTCS Ha HEOIpeIesICeHHBIN
cpok. 3mMeHeHus u nonosHeHus K MHCTpYKIMM NPUHUMAIOTCS B TOPSAKE, MPEAyCMOTPEHHOM
n.19.1. vacrosmei MucTpykiuu.

19.4. Ilocne npunstus MHCTpykuMuM (WM W3MEHEHUN U JIOTMOJIHEHUH OTJENbHBIX
IYHKTOB U pa3/eioB) B HOBOHM peJakIMM MpeAbAylias pelakius aBTOMAaTHYECKU YTpauHuBaeT
CHILy.
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[Tpunoxxenne Ne 1
ITPABUJIA O®OPMJUIEHUA PEKBU3UTOB JOKYMEHTOB

1. 111 mOATrOTOBKHU JOKYMEHTOB MPUMEHSETCSI TeKCTOBBINA peIakTop, 00ecneunBaroIInui
TpeGoBaHuUs TpaguUECKOro BOCIIPOU3BEICHNUS PEKBHU3UTOB JTOKYMEHTA.

2. Buzbl 1 pasmepsl ucnosib3yeMbix mpudrTos: Times New Roman — 12, 13, 14; Calibri
14 1 npuOIMKEHHBIE K HUM.

3. Ilpu moAroToBke TEKCTOB B TaOuuuax, A oOecredeHHs ydlield YUTaeMOCTH
JTAHHBIX, IOIyCKaeTcs NpuMeHenue mpudToB Buaa Arial, pazmepos 10,12.

4. Jlmama3zoH HCIOJIb3YEMbIX MEXKAYCTPOUHBIX HWHTEPBAJIOB: OT OJWHAPHOIO 10
IIOJIyTOPHOTO.

5. AG3annbliii oTcTyn Tekcra Jokymenta — 1 - 1,15 cwm.

6. 3aroJoBKM pa3ieNioB W TOJPA3/IEJIOB TIEYaTalOTCs C ab3alHbIM OTCTYIIOM WIIH
LHEHTPUPYIOTCA IO MHUPUHE TEKCTA.

7. MHOTOCTpPOYHBIE PEKBU3UTHI II€YATAIOTCS Yepe3 OJUH MEXCTPOYHBIM HHTEpBal,
COCTaBHBIC YACTH PEKBU3UTOB OTAEISAIOTCS JOMOJIHUTEIHHBIM HHTEPBATIOM.

8. Ecinum [0OKyMEHT TOTOBUTCS JJs M3JaHMUs C YMEHbLIEHHWEM MaclTaba, TEeKCT
revaTaeTcs yepes JBa UHTepBaa.

9. UntepBan Mexay OykBaMu B CJIOBax - OObIYHBIA. VIHTEpBam MeXIy cllOBaMHU - OIUH
poGer.

10. Texkct noKyMeHTa BBIPAaBHHMBAETCS IO LIMPUHE JKMCTa (110 TpaHMULIAM JIEBOrO U
MIPABOro MOJIeH JOKYMEHTA).

11. JInuHa camMOl IJIMHHOM CTPOKH PEKBHU3HUTA IIPH YIIIOBOM PACIOJIOKEHUN PEKBU3UTOB
He Oonee 7,5 cM.

12. JlnuHa camoil JUIMHHOM CTPOKM pEKBHU3UTAa IPU MPOJOJIBHOM PpPaCHOJIOKEHUU
PEKBU3UTOB He Oonee 12 cm.

13. Kon dhopMbl T0OKyMeHTa

Kox ¢dopmbl 1okyMeHTa NMpocTaBiseTcsl Ha YHU(DUIMPOBAHHBIX (popMax JOKYMEHTOB B
OCHOBHOM HCIIOJIb3yEMBIX B KaJpOBOM JIOKYMEHTO0OOpoTe 1IKoubl. Pacronaraerca koa Gpopmsl
B TpaBOM BEpXHEM YIJIy paboyero mnojs JOKYMEHTa, cOocTOMT u3 cioB "®opma mo"
(HammMeHoBaHUE KiaccudukaTopa) u UdpPoOBOro Kojaa.

[Tpumep - @opma no OKY/] 0301001.

14. HaumeHOBaHKE IITKOJIBI

HanmeHoBaHMe NIKOJIBI JOJKHO COOTBETCTBOBATh HANMEHOBAHUIO IOPUANYECKOTO JIHUIIA,
3aKpEIUICHHOMY B €ro  Y4YpeIUTeNTbHBIX JokyMeHTax (YcraBe o001meo0pa3oBaTenbHON
opranmzaiuu). Ilogq HauMeHOBaHMEM IIKOJIBI B CKOOKaX YKa3blBae€TCsl COKpallleHHOe

HaWMEHOBaHHE 0011e00pa3oBaTeILHON OpraHu3aIiy.
Han wamMeHOBaHMEM INKONBI - YKa3blBaeTCS TIOJHOE HAMMEHOBAaHUE BBIIIECTOSIIEH
OpraHu3aIuHg.

15. CupaBouHble JaHHBIE O LIKOJIE

CnpaBouHbI€ JTaHHBIE O IIIKOJIE BKJIFOYAIOT B ce0s: MOYTOBBIA aJipec, HoMmepa TenedoHa,
dakca, aapec HIeKTpoHHOM mouThl, koj ImKoabel 1o OKIIO (mpocraBnsercss 1o
O6mepoccuiickoMy  kinaccuduKaTopy  OPEANPUATHA W OpraHu3amuii),  OCHOBHOM
roCyJapCTBeHHbIN  peructpanuonHslid  Homep (OI'PH), waeHTHUKAIMOHHBIA  HOMEp
HaJIOrOIUIaTeNbIIMKA/KO/ IPUUKHBI TOCTAaHOBKH Ha Hanorosbiil yuetr (MHH/KIIIT).

16. HaumeHoBaHue BU/1a IOKYMEHTa

PexBusnur wucnone3yercs Uil yKazaHus BHAA JOKYMEHTa M Paclojaraercsi IO
PEKBU3UTOM «HAaWMEHOBaHUE o00IIe00pa3oBaTeNbHON oOpranu3anuu». HanmeHoBaHue BuUaa
JIOKYMEHTa HE YKa3bIBACTCS B IUChbMaX.

17. lata nokymeHTa
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Jlatoit moKyMeHTa SBJISICTCS 1aTa €ro MoAnucanus (MMpuKas, MMCcbMO, 3aIKcKa, akT U JIp.),
yTBepkKACHUS (MHCTPYKLHUSA, MOJOKEHUE, MpaBuia, perjaMeHt, IUIaH, OTYeT U JIp.), COOBITHUSA,
3a()MKCHPOBAHHOTO B JIOKYMEHTE (IIPOTOKOI).

Jlata n1OKyMeHTa MpPOCTaBisIeTCS JOKHOCTHBIM —JIMIOM, IOJIMUCBHIBAIOIIUM  HIIN
VTBEPKAAOIMIMM JOKYMEHT, WIH TPH PETUCTPAIlUU JOKYMEHTa, WJIM HEMOCPEICTBEHHO
COCTaBUTEJIEM IIPH MOJATOTOBKE JOKYMEHTa (CiryKeOHas 3arucKa, 3asBlIeHUe U JIp.).

JIOKYMEHTBI, U3/1aBaeMble COBMECTHO C JPYTMMHU OPTaHU3AlUSIMHU JTOJDKHBI HMETh OHY
(enuHyI0) 1ATYy.

Jary noxymeHTa 0OpMIISIOT apaOCKUMU ITU(BPaMH B ITOCIICIOBATEITLHOCTH:

e JIeHb Mecsla, Mecsll, rof. Jlenp mecsma u mMecan opopMIISIIOT ABYMS apaMu apabCKUX
mudp, pa3ie’ICHHBIMA TOYKOH; TOJ - YETBIpbMs apaOCKUMH IH(paMH, HAIPUMEp:
01.12.2017. bykBa "r" mocne 1udp He CTaBUTCS.

e IIpH CIIOBECHO-IU(POBOM criocobe oopMIIEHHUS aThl IeHb MECsIa yKa3bIBaeTCsl Mapoil
apabckux mudp, roja YeThIpbMsl apadckumu mudpamu, Hanpumep: 12 nekadbps 2017 r.

18. PerucrpaniioHHbI HOMED JIOKYMEHTA

PeructpanimoHHbsiii HOMEp JOKYMEHTAa MPOCTABISETCA B COOTBETCTBUU C CUCTEMOM
perHucTpaIyy, MPUHITON B IIKOJIE.

Peructpanmonnsliii HOMEp TpHUCBAMBAETCA JOKYMEHTY TIOCIE €ro IMOINHCAHUS
(yTBEpKIaCHUS).

Ccbuika Ha PeruCTPallMOHHBIA HOMEP U JIaTy JOKYMEHTa

Ccpuika Ha WMCXOMMIIMKA HOMEp M JaTy JOKYMEHTa aapecaHTa BKIIOYAaeT B ceds
PErUCTPALIMOHHBINA HOMEpP U J1aTy JOKYMEHTA, Ha KOTOPBIH TOJIKEH ObITh JaH OTBET.

19. Mecro cocraBienus (M31aHus) JOKYMEHTA

MecTo cocTaBlieHUs WU W3JIaHUS JOKYMEHTa - "Topox ..." - yka3blBaeTcs Ha OJaHKax
IIPOTOKOJIOB M aKTOB, COCTABJISIEMBIX B 00IIE00pa30BaTEIbHON OpTaHU3AIIHH.
20. Anpecar

B pexBusure "Agpecar" wucnonb3yroTcs OQUIMAIbHbIE HAUMEHOBAaHUS OPraHoB
TOCYapCTBEHHOW M  HCIOJHUTEIBHOM BJIACTH, OPraHOB MECTHOTO  CaMOYIIPaBIJICHHUS,
opranuzanuii.  Jlomyckaercs  MCHoOJb30BaTh  OQUIMAIBHO  HPUHATHIE  COKpAICHHbIE
HAaUMEHOBAHMS OPTraHOB TOCYJAapCTBEHHOM W HCIOJHUTENIBHOM BJIACTH, OPraHOB MECTHOTO
CaMOYITPaBJICHUS, OpTaHU3aLIHI.

IIpn anpecoBaHMM NOKyMEHTa JOJKHOCTHOMY M 4YacTHOMY JIMIly MHMIIMAJIBI CTaBATCS
nocye pamMuium.

ITpumep - Pykogooumento OO0 « Cmpoumens»

Damunus U.0.

PexBu3ut "agpecat" mpocTaBisieTcs B BepXHEH MpaBoi 4acTH JOKyMEHTa (Ha OJaHKe C
VIJIOBBIM  PAcCMOJIOKEHUEM PEKBU3UTOB) WM CIipaBa 0]l peKBU3UTaMH OnaHka (mpu
MPO/IOJIBHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKA).

Crpokn pekBu3uTa "ajgpecar' BBIPABHUBAIOTCS IO JIEBOMY Kpaw WM LEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM IJTMHHON CTPOKHU.

[Ipn anpecoBaHnum [OKyMeHTa Oe3 YKa3aHHsS JOKHOCTHOIO JIMIAa HAaMMEHOBAaHUS
aJipecaToB MMUILIYTCs B UMEHUTEIIBHOM MaJIeXkKe, HallpUMep:

Opeanvr cmamucmuku 20pooa Mockebvl

IIpu anpecoBaHMM TOKyMEHTa PYKOBOIMUTENIIO OPraHM3AallMd HaUMEHOBAaHUE JOKHOCTH
YKa3bIBAETCs B IaTEIbHOM MaJieKe, HalpuMep:

T'enepanvromy oupexmopy OOO «H30anuey

Damunus U.0.

IlouToBBIN azpec He yKas3blBae€TCsA B JIOKYMEHTAX, HAIIPaBJIIEMbIX B BBICHIME OpraHbl
roCyJapCTBEHHON  BlacTd, (enepanbHble OpraHbl  HMCIOJHUTEIBHOM BIAaCTH M HX
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TEPPUTOPUATBHBIE OPTaHbl, OpPraHbl FOCYJAPCTBEHHON U UCIIOJIHUTEIHON BIACTH, IOCTOSI UHBIM
KOPPECIOH/IEHTaM.

[Ipu agpecoBanuM mNUChMa B OPraHU3alMI0 YKa3bIBAIOT €€ HAUMEHOBaHUE, 3aTeM
MOYTOBBIN azpec, HaIpUMep:

L'ocyoapcmeennoe yupescoenue Beepoccutickuil HayyHO-UCcie008amenbCKUutl UHCIMumym
OOKYMEHMOBeOeHUs U APXUBHO20 Oeld

IIpoghcorosnas yn., 0.82, Mocksa, 117393

[Ipu agpecoBaHWM TOKyMEHTa (PU3NYCCKOMY JUIYy YKA3bIBAIOT (PaMIUIUIO U HHHUIIHAJIBI
MoJTy4yaTelis, 3aTeM OYTOBBIN a/ipec, HallpuMep:

Ilemposy H.11.

Ilpoussoocmeennas yu., 0.5, k.12,

2. Mockesa, 119633

PexBu3ut "Anpecar" He qoJDKEH coaepikaTh Oosiee dyeThipex ajapecaroB. Cioso "Komus"
nepei BTOPhIM, TPEThUM, YETBEPTHIM aJpecaTaMu HE YKa3bIBACTCA.

[Tpu uucne agpecatoB Ooiiee 4-X COCTABISIETCS CIIUCOK PACCHUIKU JOKYMEHTA.

Ecan nokyMeHT OTIpaBisieTCsi B HECKOIBKO OJAHOPOIHBIX OpraHU3aluid UM B HECKOJIBKO
CTPYKTYpPHBIX TOJpa3felieHuii OpraHa WCIHOJHUTENbHOM BIACTH, TO OHHU YKa3bIBAIOTCS
00001IeHHO.

[Ipumep:

Pyxosooumensm yupescoenuii CIIO

20. 'pud yTBEpKICHUS TIOKYMEHTA

I'pud yTBepkneHHs] TPOCTABISIETCS B IMPAaBOM BEPXHEM yriy nokymeHTa. CTpoku
PEKBHU3UTA BBIPABHUBAIOTCSA [0 JIEBOMY Kpar WIM I[EHTPUPYIOTCS OTHOCUTEIBHO CamMou
JUTMHHOW CTPOKH. JIOKYMEHT yTBEp:KIaeTcsl JOIKHOCTHBIM JIUIIOM (JOKHOCTHBIMU JIUIIAMH )
WIM  PaCMOpPSATUTENBHBIM  JOKYMEHTOM  (IIOCTAaHOBJICHHEM,  pEHICHHEeM,  IPHUKa30M,
pacHoOpsIKEHUEM).

[Tpu yTBep)KACHUH TOKYMEHTA AOJKHOCTHBIM JIMIIOM TpU( YTBEPKIEHUS JOJDKEH COCTOSTH U3
cnoBa YTBEPX/IAIO (6e3 kaBbluek), HaUMEHOBAaHHUS JIOJDKHOCTU JIMIlA, YTBEP)KIAIOLIETO
JTOKYMEHT, €T0 MOAMICH, UHUITNAIIOB, ()aMHIIUU U IaThl YTBEPKACHHUS.

[Tpumep:

YTBEP/{AFO

Jupexmop MBOY Illxona Ne 1238

U.0. ©amunusa

21. Jlata

[Ipu yTBepKIEHUM MOKYMEHTAa HECKOJBKUMHU JOJDKHOCTHBIMHU JIMIIAMH WX TOAMKUCU
pacroJiararoTcsi Ha OJJHOM YpPOBHE.

[Ipu yTBepkIeHUU MOKYMEHTa PACIOPSIUTENBHBIM JIOKYMEHTOM TpH{( YTBEPKICHUS
cocroutr u3 cioB YTBEPXIEH (YTBEPXIEHO, YTBEPX/EHbI, YTBEPXIEHA),
COTJIJACOBAaHHOTO C HAaMMEHOBAHMEM BHJa YTBEPKIAEMOTO JIOKYMEHTAa, HAaUMEHOBAaHHUs BHJIA
JIOKYMEHTa B TBOPHUTEIILHOM ITaJIeXKe, €0 1aThl, HOMepa.

ITpumep:

VYTBEP)KJIEHO

npukazom MBOY Illxona Ne 1238

om 01.03.2020 Ne 57

22. 3aroJIoBOK K TEKCTY

3aroyioBOK K TEKCTY - KpaTKOe CoAepiaHHe JOKYMEHTa. 3arojioBOK K TEKCTy IMpHKa3a
dopmymupyercs ¢ npeasorom "O" ("O0") u oTBeuaet Ha Borpoc "o yem?"):

e TpuKa3 (0 uem?) O CO3TaHNH KOMHUCCHH;
e mpuka3 (0 yem?) 00 yTBEpKIECHHH IITATHOT'O PACIUCAHUS;
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e THUCHMO (0 YeM?) O MPEIOCTaBICHUHN UH(OPMAIIHH.

3aroyioBOK K T€KCTy 0hOopMIISeTCs MO/ PeKBU3UTAMU OJaHKa CjeBa, OT TPAHUIIBI JIEBOTO
OIS

HaumenoBanue (3arosioBok) au00 aHHOTaLMs JOKYMEHTa COCTaBIIETCS aBTOPOM
IIPOEKTa JOKYMEHTA.

3aroyioBOK K TEKCTY MOKET HE COCTaBISTHCS, €CIIM 00bEM JOKYMEHTA HE MpeBbIIaeT 4-5
CTpOK.

23. TekcT noKyMeHTa

JIOKyMEHTBI 0011e00pa30BaTEeIbHON OPTaHU3AIMH COCTABIISIOTCS Ha TOCYJapCTBEHHOM
s3bike Poccuiickoit denepainuu - pycCKOM.

TekcT DOKyMEHTa MOXET COJEpXKaTh pa3Jelibl, MOJAPa3ieiibl, MYHKTHI, MOIMYHKTHI,
HyMepyeMble apaOCKUMU IUppaMH.

B mpukazax TeKCT IOKyMEHTa H3JaraioT OT MEPBOTO JIMIA E€IWHCTBEHHOTO YHCIIA
(«TIpUKa3bIBaAIO»)

B nokyMeHTax KOJUISTHATbHBIX M COBCHIATCIBHBIX OpraHax OT TPEThEero JIHIA
€IMHCTBEHHOT0 Yuca: («coOpaHue... peuInio)

Tekct mpoTokona U3maraeTcss OT TPETHETO JIMIA MHOKECTBEHHOTO YHCTa («CITyIIammy,
«BBICTYIHIINY, «IIOCTAHOBHIINY, «PEIIHIINY),

B coBMecCTHBIX JOKYMEHTaX TEKCT M3JIaraloT OT IEPBOTO JIMIA MHOKECTBEHHOT'O YHMCIIA!
(«TIpUKa3bIBaEM», «PEIIUIIN).

B nenoBbix (Ciry’keOHBIX ) MUCHMAX MCIIONB3YOTCS (DOPMBI M3JI0KECHUS

e OT NEpPBOrO JHIIA MHOXXECTBEHHOTO 4HCIa («IIPOCHUM HAIMpPAaBUTH», MPEICTABIIEM Ha

paccMOTpeHue»);

e OT TpeThbero Jjuua eauHcTBeHHoro uucia («Aamuuuctpauus OV Illkoma Ne 1238 ne
BO3PaKaET»);

e OT MEPBOr0 JHIA EIWHCTBEHHOTO 4HcHa («CYUTAI0 HEOOXOIUMBIMY, «IIpeiararo
pPaccMOTPETHY).

[Tpu ynorpebnaenun B TekcTe (haMuInil UL HHUIIHABI YKA3bIBAIOTCS TTOCTe (haMIIIUH.

B nenoBbix (ciy:ke0HBIX) MMCbMaX MOTYT UCIOJIb30BAThC:

- BCTYIIUTEIBLHOE 00palleHHE:
YBaxkaeMbli TocioauH MBanos!
VYBaxkaemas rocnoxa Ilerposa!
VYBaxaemsiii Hukomnaii [lerpoBny!
VBaxkaemast Onwra Hukosaesna!
VBaxxkaemsle rocroal

B oOpaiiiennn mo J0KHOCTH HAMMEHOBAaHUE JOHKHOCTH MUIIETCS ¢ MPOTMCHON OYKBBI,
B oOparnieHuu 1o bamunun WHUIAAJTBI JIAIA HE YKa3bIBAIOTCA.
- 3aKJIIOYUTENbHAS DTUKETHAS (Dpasza:

C yBaxeHuew, ...

CrpaHuIbl TOKYMEHTa HyMEpPYIOTCS, Ha4MHAasi CO BTOPOTO JINCTA JOKYMEHTa apaOCKUMU
nrdpaMu mocepeMHe BEPXHETO MO,

TexkcT AOKyMEHTa OTHENSETCS OT 3arojioBKa JBYMSI HIIM TPEeMsl MEXIyCTPOUYHBIMU
WHTEpBaJaMH UCIOJIb3YEeMBbIMH B TEKCTE.

24. OTMeTKa 0 IIPUIOKECHUN

OTMeTka O TPHUIOKEHUH HCIOJIB3YeTCs] TPU O(DOPMIICHUH TMHCEM W TMPUIIOKEHHH K
mjaHaMm, @porpaMmam, OT4YeTaM, TMOJIOKEHUSIM, [paBUIiaM, HWHCTPYKIUSIM U JIpPYruMm
JIOKYMEHTaM.

B muceMax oTMeTKa 0 MPUIIOKEHUH O(OPMIISETCS MO TEKCTOM MHUChbMa Ha PACCTOSHUU
1,25 cM oT rpaHuIlbl JieBOro noJist. Ecinu npusiokeHue Ha3BaHO B TEKCTE MUChbMa, B OTMETKE O
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IPWIOKEHNN YKa3bIBAETCSl KOJIMYECTBO JIUCTOB U KOJUYECTBO SK3EMIUISIPOB IPHIIOKEHUS,
Harpumep:

Ipunoowcenue: na 3 1. 6 1 7x3.

IIpy HaMMUUU HECKOJBKUX MPUIOKEHUM, B OTMETKE O NPUJIOKEHUU OHU HYMEpYoTcs,
YKa3bIBAIOTCS HAUMEHOBAHUS KaXJIOTO MPUIOKEHHUS, KOJIWYECTBO JIMCTOB M KOJHYECTBO
9K3EMILISIPOB, HAIIpUMep:

Ipunoocenue:

1. IInan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpasxa o noomeepocoenuu paxma ooyuenus... Ha 1 1. 8 1 7x3.

Ecnu npunokeHust cOpOIIIOpPOBaHbI, TO KOJIMYECTBO JIMCTOB HE yKasbiBaercs. Ecim
IPWIOKEHUE HAIPaBIIAIOT HE BO BCE yKa3aHHbIE B JOKYMEHTE ajpeca, TO OTMETKY O €ro
HAJIMYUU OPOPMIISIOT CIETYIOLMM 00pa3oM, HalpuMep:

Ipunooicenue: na 3 1. 6 1 9k3. monvKo 6 nepawiii aopec.

Ha npunoxeHusx K mpaBwiaM, UHCTPYKLHSAM, IOJOKCHMSIM, IJIaHaM, IpOrpamMMma,
JIOTOBOpaM U JAPYTUM JIOKYMEHTaM OTMETKa O NMPWJIOKEHWU IPOCTABIISIETCS Ha MEPBOM JIMCTE
HPUIIOKEHUS B IPABOM BEPXHEM YTIIy.

Eciu mpunoxkenue oaHO, OHO He HyMepyercs. Ecim mpuiiokeHuUR HECKOJIbKO, OHHU
HyMepyroTcs (mpuiioxenue 1, npuioxxenue 2).

B TekcTe MOKyMeHTa MpH IMEpPBOM YIMOMHHAHUH JTOKYMEHTA-TIPHIOKEHHS B CKOOKax
yKa3bpIBAETCS: ... (MPWIOXKEHHE) WIU ... (MpuioxkeHue 1); mepes HOMEPOM MPUIIOKEHUS
JIOTTYCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuioxenue N 2);

B oTMeTke 0 npuiIoKeHUH YKa3bIBaeTCs HAUMEHOBaHME BUa OCHOBHOTO JOKYMEHTA, €ro
JaTa U HOMep, HalpuMep:

Ipunoocenue N° 2 k npuxazy MBOY Illkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnmu mpunokeHueM K JOKYMEHTY (Hampumep, K TpHKa3y) SBISETCS YTBEPIKIAeMbIH
JIOKYMEHT, (IIOJIOKEHHE, NMpaBWila, WHCTPYKLHMSA, PErjJaMeHT U Jp.) B BEPXHEM IPaBOM YTy
MIPOCTABIISIETCS OTMETKA O TPUIIOKEHUH, HUKE — TPHU(Q YTBEPIKICHHSI, HAIIPUMep:

Ipunoscenue

VTBEPX/IEHO
npuxazom MBOY lkona Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexBusura "OTMeTKa 0 MPUIOKEHUN" JTOJKEH COOTBETCTBOBATh
BUJY M pa3Mmepy Hipu@Ta TeKCTa JOKYMEHTA.

25. 'pud cornmacoBaHus IOKYMEHTa

I'pud cormacoBaHust JOKYMEHTa HCHOJb3YeTCsl MPH COIJAacOBAaHMM JOKYMEHTa C
OpraHaMM BJACTH, OPTaHM3ALMSIMH WIM JODKHOCTHBIMU JMnamMu. OH COCTOMT M3 CIlIOBa
“COI''TACOBAHO”, nmomKHOCTM JMIAa, KOTOPBIM COTJIacOBaH JOKYMEHT (BKJIIOuas
HaVMCHOBAHWE OPTaHU3aIMH), JUYHOM TIOANUCH, pPACIIH(POBKU TOANUCH (WHHUIHAJIOB,
(dbamMuINK) U 1aThl COrJIaCOBAHMUSL.

[Tpumep:

COI'JIACOBAHO

Jupexmop MBOY [llkona Ne 1238

HU.U. Heanos

01.12.2019

I'pud cormacoBanus B 3aBUCUMOCTH OT BHAA JOKYMEHTa M OCOOEHHOCTEH ero
0ohOopMITEHUST MOYKET TTPOCTABIISATHCS:

e HA MEPBOM JIUCTE JOKYMEHTA (€C/IM JTOKYMEHT UMEET TUTYJbHBIA JIUCT, - HA TUTYJIBHOM
JMCTE) B JIECBOM BEPXHEM YTy Ha YPOBHE Ipuda yTBEpKIECHUS WU 0] HAUMEHOBaHUEM
JIOKYMEHTa OJIMKe K HIPKHEMY TI0JTIO);

e  HA MOCJIEJHEM JIUCTE JOKYMEHTA MO TEKCTOM;

e HA JIUCTE COTJIACOBAHUS, SIBJIIOLIEMCS HEOTHEMIIEMOM YacThIO TOKYMEHTA.
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BHemHee coriacoBaHue TakKe MOXET OBITh OCYIIECTBICHO IPYIMM JIOKYMEHTOM -
IUCbMOM, ITPOTOKOJIOM, ITPUKA30M.

IIpumep:

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

26. Busa

CornacoBaHue IpOeKTa JOKyMEeHTa 0(hOpMIISIETCSE BU3OM.

Bu3za npocrasisiercss COOCTBEHHOPYYHO JIUIIOM, BU3HPYIOIIUM JOKYMEHT, M BKIIIOYAaeT B
ce0s1 HAaMMEHOBaHUE JJOJPKHOCTH BU3HMPYIOLIET0, €ro JIMYHYIO MOANUCH, PACIIU(POBKY MOANNUCH
(vHULIAATBL, AMIIIHIO) U JIATY.

[Tpumep:

3amecmumens oupexmopa

H.0. Damunus

03.03.2020

JlonmyckaeTcst OJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €0 MPHIIOKEHUH.

[Ipn HayMumM 3aMeyaHUl, JONOJHEHMM K IIPOEKTY JOKYMEHTa BH3a JOIOIHAETCS
COOTBETCTBYIOLUM YKa3aHUEM.

JUig TOKyMeHTa, NMOJAJMHHUK KOTOPOIO OTIPABJISAIOT U3 IIKOJIbI, BU3bl IPOCTABIISIOTCS Ha
9K3eMIUIIpax JOKYMEHTOB, IOMEIIAEMBIX B JIEJIO.

JUis 1NOKyMeHTa, MOUIMHHUK KOTOPOTO OCTaeTcsl B IIKOJE, BU3bl COIJIACOBAHUS
IPOCTABISIOTCS HA 000pPOTE MOCIETHEro JIMCTa MOJJIMHHHMKA JOKYMEHTa WM Ha IOCIEIHEM
JIUCTE JOKYMEHTA O] TIOIHUCHIO.

27. llonnuce

[loanuck BKJIIOYAET: HAMMEHOBAHUE JODKHOCTH JIMIA, MOANKCABLIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO OJNHChH; PAaCIIM(PPOBKY NOIIUCH (MHULIUAIIBI, (haMIIIus):

[Tpumep:

Hupexmop nuunas noonuce 1U.0.Pamunus

Ecnu noxymeHT odopmiieH He Ha OnaHKe, B HAMMEHOBAHUE JOJKHOCTH BKJIHOYAETCS
HalMEHOBaHME 00111e00pa30BaTEIbHON OpraHn3aluy (MIOJHOE Ha3BaHHUeE LIKOJbI). [lomyckaercs
B pekBusute "[loanuce MOKHOCTHOTO JuIa" EHTPUPOBATh HAMMEHOBAHUE JIOJKHOCTH JIMIIA,
MOJIUCABUIETO JOKYMEHT, OTHOCHUTEJILHO camoi JUTMHHOMN CTPOKHU.
[Tpu monamucaHuM JOKYMEHTa HECKOJIbKHMHU JIOJKHOCTHBIMH JIMIIAMM PA3HBIX TOJIKHOCTEH HX
MOJIKUCH PacIojaramT OJHY IO APYrol B IOCIIEI0BAaTEILHOCTH, COOTBETCTBYIOLEN HEpapXUU
3aHUMAEMOH JOJKHOCTH.

ITpumep:

Jlupexmop nuunas noonuce 1U.0.D.

3amecmumens oupekmopa auunas noonucs 1.0.D.

[Ipn monnmucaHuM JOKyMEHTa HECKOJIbKUMH JIMIIAMU PABHBIX JTOJDKHOCTEH MX IMOANUCU
pacrosararoT Ha OJJHOM ypOBHE.

B nokymeHTax, coOCTaBIEHHBIX KOMHCCHEH, YyKa3bIBae€TCsi CTaTyCc JMIa B COCTaBe
KOMHCCUU: TIPOCTABJICHUEM KOCOW YepTHI Mepe]l HAMMEHOBAHUEM JIOJDKHOCTH (100aBIATh KaKue-
100 PUCTABKH).

Ecnn aupekTop HIKOJIBI MM MHOE YIOJHOMOYEHHOE Ha MOANKMCAHUE JTOKYMEHTa JIMIIO0
BPEMEHHO OTCYTCTBYET (OTIYyCK, O0OJ€3Hb, KOMaHIMPOBKA) WM JIOJDKHOCTh BaKaHTHA, TO
JOKYMEHT TMOJIHUCBHIBAET COTPYAHMK, YIOJHOMOYEHHBI Ha IOJNUCAHHE B COOTBETCTBHM C
pacrlopsiAUTEIbHBIM  JOKYMEHTOM WJIM HAJIeJIeHHBIH IOJIHOMOYHUSIMH, YCTAaHOBJICHHBIMU
npuka3zoM wkosbl uian yupeaurens (JIOrM), ¢ ykazaHuem CBOEH OJKHOCTU M ITOJIHOMOYMS,
Hanpumep:

3amecmumens oupexmopa nOONUChH Huo. Damunus

WJIN:
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Ucnonnarowuti 0bs3aHHOCMU oupexmopa noOnUChb u.o. Damunus

WIH

u.0. oupekmopa noonucs U.0. @amunus

PexBusut "lloanuchk MOMKHOCTHOTO JUIA" MOXKET OBITh OOPMIIEH COOCTBEHHOPYUYHO
aBTOPOM JIOKYMEHTa (HampuMmep, MpU HANUCAHUM CIYKeOHOH 3amucku 0e3 TpHUMEHEHUs
TEXHUUYECKUX CPEACTB) MO0 0(pOpMIIEH C HUCTIONB30BAHUEM TEXHUUECKUX CPE/ICTB.

B cnydae odopmnenus pekBusurta "Tloanmucy MOMKHOCTHOTO JHIA" C UCIOJIB30BAHUEM
TEXHUUYECKUX CPEACTB BHUJ U pa3Mmep MpudTa YKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYATHCS OT
BUJIA K pa3Mepa mpudTa OCHOBHOTO TEKCTa IOKYMEHTA.

PexBusut "lloanuce M0KHOCTHOTO Jula" OTAEISETCA OT TEKCTAa TPEMS WU YEThIPbMSI
OJIMHAPHBIMU MEXyCTPOUYHBIMU UHTEPBAJIAMHU.

28. Ileuath

[leuaTs sBAsIETCS CHOCOOOM TOATBEPHKACHHS TMOJIMHHOCTH TOAMKUCH JOJKHOCTHOTO
auna Ha JokymeHte. [leyaTh cTaBUTCS Ha JOKYMEHTaX B Cly4asX, HpPeayCMOTPEHHBIX
3aKOHO/IATEJIbHBIMU UJIM MHBIMU HOPMATHUBHBIMU MIPABOBBIMH aKTaMHU.

[leyats craBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, MPH 3TOM OTTHCK I[e€4aTh He
3aXBaThIBACT JIMYHON TOJIMUCH JIOJDKHOCTHOTO JIMIA TOAMKMCABIIETO AOKYMEHT, WJIM B MECTE,
o6o3HaueHHOM «MID» («MecTo medatny).

B moxymeHTax, OJAroTOBJIICHHBIX HA OCHOBE YHH(PUIIMPOBAHHBIX (HOPM, ME€YaTh CTABUTCS
B MecTe, 0003HaueHHOM oTMeTKoH "MIT" niau uHbIM 00pazom.

29. OrMeTKa 00 UCIIOJIHUTEIIE

OtmeTka 00 ucnonHuTene (aBTOpe) JNOKYMEHTa MPOCTABISAETCS HAa MUChMaXxX IIKOJBI B
JIEBOM HMIKHEM YTJIY JIMIIEBOM CTOPOHBI MOCIEAHETO JUCTA JOKYMEHTA OT TPAHUIIBI JIEBOTO TOJIS
WJIH, IPU OTCYTCTBUHU MECTa, - Ha 000POTHOI CTOPOHE BHU3Y CJIEBA.

OtMmeTka BKJIIOYAeT (HaMIIIUIO, UMS, OTYECTBO HUCIIOJHUTENS U HOMEp ero tenedoHa, a
TakKe OTMETKa 00 UCHOTHUTENe MOXKET JOMONHATHECS HANMEHOBAaHUEM JOJDKHOCTH U
AJIIEKTPOHHBIM aJJPECOM HCIIOTHUTEIIS.

ITpumep:

Usanos Uean Hseanosuu, cneyuanucm no oxpame mpyoa

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

30. OTMeTKa 0 3aBePCHUH KOIHUU

Jlis TOATBEp>KIEHUS COOTBETCTBUS KOMHM (BBIMUCKH U3 JOKYMEHTA) TMOUIMHHUKY
JIOKYMEHTa Ha IMOCJIEHEM JIMCTE KONMUU (BBIIUCKU U3 JTOKyMeHTa) noj pekusutoM "lloamucs"
odopmisiercs pekBU3UT «OTMETKa O 3aBEPEHUH KOTIUN.

OTMeTka O 3aBepEHMH KOIMWHW BKJIIOYAET: CIOBO «BepHO», HaMMEHOBAaHHE JOIKHOCTH
JUIa, 3aBEPUBIIETO KOMUIO, COOCTBEHHOPYYHYIO MOANHNCH, PACIIU(GPOBKY MOIIUCH (MHUIIUATIBI,
dbamunnio), AaTy 3aBepeHHs KOMUN JOKYMEHTA.

PexBusut «OTMETKa O 3aBEpPEHHUU KOMUU» MOKET ObITh OoopmileHAa OT PYKH HIHU C
WCITOJIb30BAHUEM IIITAMIIA.

JlomyckaeTcs 3aBepATh KaX/Abli TUCT MHOTOCTPAHUYHON KONTUU JOKYMEHTA.

31. OTMeTKa 0 MOCTYIICHUH JIOKYMEHTA

OTMeTKa O MOCTYIUIEHUH JOKYMEHTA COJAEPKUT BXOJAIIMNA PErMCTPALlMOHHBIA HOMED U
JIaTy TMOCTYIUICHHS JOKyMeHTa. JlomyckaeTcsl yka3aHue 9acoB M MUHYT MOCTYTUICHHSI TOKYMEHTa
C 3aBEPEHUEM TMONUCIMH 3aUHTEPECOBAHHBIX JIMII.

OTMeTKa 0 IOCTYIIJIEHU! JOKYMEHTa MOYKET MIPOCTABIISITHCS C UCTIOJb30BAaHUEM IIITaMIIA.

32. Pe3oumorus

Pe3omtonust conepkXuT ykazaHUE MO HCHOJHEHHIO AokyMeHTa. OHa odopmiisercs Ha
CBOOOJTHOM MecTe pabovero MmoJsi JOKyMEHTa.

Pezomrorust BrimtouaeT B cebs: (haMHIMIO, WHUIMATIBI WCTIOJHUTENS (HMCIIOJHHUTEINCH),
MOpYyYEHUE 1O JOKYMEHTY, TIOJIIUCH aBTOPA PE30JTIOIUHU U 1aTy OPOPMIICHHS PE3OJTIOIIHH.
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Pe?;OJHOIII/I}I, o yCMOTPCHHUIO JiMIAd, AAOLICTro IMOPYYCHHUE, MOKCT BKIIOYATh B cebs
TAK¥XKC CPOK UCIIOJIHCHUS JOKYMCHTA.
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