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NHcTpyKums 1o ae10npou3BoACTBY
1. O0uue mos10:xxeHUs

1.1. Hacrosimas MHCTPYKIUS 110 A€/10NMPOU3BOICTBY B IIK0JIe pa3paboTaHa B COOTBETCTBUH C
®denepanbHbIM 3aK0HOM OT 29.12.2012 Ne 273-D3 "O6 obpa3zoBanuu B Poccuiickoit
Oenepanun" ¢ uamenenusimu ot 4 asrycra 2023 roga, 'OCT P 7.0.97-2016 «Cuctema
CTaHJapTOB M0 UH(OpMALHK, OMOTMOTEYHOMY U U3JIaTeNbCKOMY Jieny, «OpraHu3aoHHO-
pacropsauTenbHas JOKyMeHTaus. TpedoBaHus K 0()OPMIICHUIO TOKYMEHTOBY, a TAK)Ke
YcTtaBoMm 00111€00pa30BaTeNbHON OpraHu3aluy U JpYTMMH HOPMaTUBHBIMH MPABOBBIMU aKTaMU
Poccuiickoit deneparuu, periaMeHTUPYIOMIUMHU JIEATETLHOCTH 00111€00pa30BaTeIbHBIX
OpraHu3aIuu.

1.2. JlaHHas MHCTPYKIMS MO AETONPOU3BOACTBY B OpraHu3anuu (ganee - MHCTpyKuust)
0003HavaeT MmpaBuiia MOJATOTOBKU U 0(hOpPMIIEHUS JOKYMEHTOB B OpraHU3aIuH,
OCYILECTBIISIONICH 00pa30BaTENBbHYIO IESTEILHOCTD, OTPEACISIET CTAaHAAPTH O(hOPMIICHHUS
PEKBU3UTOB, OJIAHKOB JOKYMEHTOB, COCTABIICHUS IPUKA30B, MOJOKEHHUI HHCTPYKLIUH, a TAKKe
periaaMeHTHpyeT GOPMHUPOBAHKE /I U UX TEKyIee XpaHeHUE, TOATOTOBKY JJOKYMEHTOB U 1T K
nepegave Ha apXUBHOE XpaHEeHHe B 00111e00pa3oBaTeIbHON OpraHU3aIlHH.

1.3. MUHcTpyKuMs 110 AE€TI0NPOU3BOICTBY B YUPEXKACHUU pa3paboTaHa B LEISIX YCTaHOBJICHUS
€/IMHBIX TpeOOBaHMUH K OJTrOTOBKE, 00pabOTKe, XpaHEHHIO U UCTIOIb30BaHUIO 00pa3yromuXcs B
JeSITENIbBHOCTH 00111e00pa30BaTeIbHOIM OpraHu3aliy U MOCTYMAOLIUX B IIKOIY TOKYMEHTOB, a
TaK)Ke COBEPIICHCTBOBAHUS U MOBBIICHUS () ()EKTUBHOCTH AETONMPOU3BOICTBA
0011eo0pa3oBaTeabHON OpraHu3aluy.

1.4. Tonoxenust MHCTpYKIIMK pacHpOCTPaHSAIOTCA HA OPTaHU3AIUI0 PAOOTHI C JOKYMEHTaMH
HE3aBUCHMO OT BHJIa HOCHTEJSI, B TOM YHCIIE C SJICKTPOHHBIMH JOKYMEHTaMH, BKITIOYast
HOJrOTOBKY, 00pab0TKY, XpaHEHHE U MCII0JIb30BaHHE JOKYMEHTOB, OCYILIECTBIIEMBIMHU C
MIOMOIIEI0 UHPOPMAITMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, METOANYECKOE PYKOBO/ICTBO, COBEPILIEHCTBOBAHHE JIEIONPOU3BOICTBA U
KOHTPOJIb 3a COOJII0/IeHneM HacTosiel MHCTpyKIIMK B IIKOJIE OCYIIECTBIISIET OTBETCTBEHHBIHN 3a
BEJICHUE JIeTIONPOU3BOJICTBA.

1.6. IIpaBa 1 00s13aHHOCTH PAaOOTHUKOB, OCYLIECTBIISIFOIINX pabOTy C JOKYMEHTaMH B
CTPYKTYPHBIX TOJIpa3feNieHusIx 001eo0pa3oBaTebHON OpraHu3alny, yCTaHaBIMBAIOTCS
JOJDKHOCTHBIMU MHCTPYKITUSIMH WJIH TTPUKA30M JIUPEKTOPA.

1.7. CBenenus, coaepxaiiiecs B JOKYMEHTaX, MOT'YT ObITh UCIIOJIb30BAaHbI TOJIBKO B pabOUnX
LEJISIX B COOTBETCTBUU C MTOJIHOMOYUSIMU COTPYAHHUKA, pabOTaloIIEero ¢ JokyMeHTaMu. Pabora ¢
JOKYMEHTaMH BHE MOMEIICHUH IIKOJIbI He gonycKkaeTcs. Ilpu yrpare T0OKyMEHTOB IPOBOIUTCS
ciyxeOHasi TpoBepKa.

1.8. IIpu yxone B OTIycK, nepeBojie (mepeMenieHrnn) o paboTe Ui B cliydae yBOJIbHEHHS
COTPYAHUK 00s13aH NIepeIaTh BCe HAXOASIINECS Y HEr0 IOKyMEHTHl HHOMY COTPY/IHUKY,
OTpesIeIEHHOMY B COOTBETCTBUU C YKa3aHHUEM HEMOCPEICTBEHHOTO PYKOBOIUTENSA
YBOJIBHSIEMOTO, YXOJISIIIETO B OTITYCK MJIM MTEPEBOSIIETOCS (TIEpeMeIIaeMoro) mo padore
COTPY/AHHUKA.



1.9. UHCTpYKIHMS 110 BEACHUIO JIEJIOMPOU3BOJICTBA 00s3aTeIbHA ISl COOIIOICHUSI BCEMU
paboTHHKAaMU IIKOJIbl. BHOBB NPUHSTHIE HA paOOTY COTPYIHUKH, B TOJDKHOCTHBIE 0053aHHOCTH
KOTOPBIX BXOJHT BEACHUE TOKYMEHTAIIUH, B TE€UEHUE TPEX pabOUMX JHEH cO THS U31aHUsS
IPHKa3a 0 HA3HAYEHUU Ha JOJDKHOCTh JIOJIKHBI ObITh O3HAKOMIIEHBI ¢ HacTosAued MHcTpykunei
O] TIOATIUCH.

2. IIpaBusia moaAroroBky u 0opmiieHHsi JOKYMEHTOB

2.1. B geqaTenbHOCTH MIKOJBI CO3/]a€TCSl KOMITJIEKC OPTraHU3allMOHHO PACTIOPAIUTEIbHBIX
JIOKYMEHTOB: IIPUKA3bl, NOJOXKEHUS, IPABUIIA, UHCTPYKLMH, PETJIAMEHTHI; IIPOTOKOJIbI
3aceaHuil (CoBemaTeIbHbIX, KOOPAWHAIIMOHHBIX, SKCIIEPTHBIX U JIP. OPTaHOB), AKTHI,
aHAJIMTUYECKHUE CIIPABKH, JOKJIAIHbIC U CIYKEOHbIE 3aIIMCKH, JOIOBOPHI (KOHTPAKTHI,
COTIJIAIICHUS ), AeTIoBast (CIyKeOHas) MepernucKka 1 Ip. COCTABISAIOTCS U OPOPMIISIOTCS
crieliManbHble JOKYMEHTBI, CBI3aHHbIE C IIJIAHUPOBAHUEM 00pa30BaTEIbHON €S TEIbHOCTH U
OCYILIECTBIICHUEM X031 CTBEHHBIX MEPOTIPUATHIA, BEIECHUEM yu4eOHO-TIeJarOorn4ecKoro y4era,
OpraHu3aiuen 1eaonpon3BoAcTBa 001eo0pa3oBaTeIbHOW OpraHU3aly, o0ecIiedeHueM
OyXrajaTepckoro y4era.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThcsl Ha OyMa)XHOM HOCHUTENE U B 3JIEKTPOHHOM hopme ¢
COOJTIO/ICHIEM YCTAaHOBJICHHBIX MPaBUII 0QOpPMIICHHS JOKYMEHTOB. [Ipy co3manum 1oKymMeHTa Ha
JBYX U Oojiee CTpaHHUIIaX BTOPYIO U MOCIEIYIOLINE CTPAHUIBI HYMEPYIOT.

2.3. Homepa cTpaHUII IPOCTABIISIOTCS MOCEPEANHE BEPXHETO MO TOKYMEHTA Ha PACCTOSIHUA
He MeHee 10 MM OT BepXHero kpas jucra. Jlomyckaercs: co3fjaHue J0KyMEHTOB Ha JIUIEBOM U
000pOTHOW CTOPOHAX JIUCTA.

2.4. IIpu ABYCTOPOHHEM CO3aHUU JTOKYMEHTOB IIMPHHA JIEBOT'O 10JIs Ha JIULIEBOM CTOPOHE
JIMCTA ¥ MIPABOT'O MOt HA 00OPOTHOM CTOPOHE JINCTA JOJKHBI OBITH PABHBI.

3. PeKBHU3HUTHI JOKYMEHTOB

3.1. JIns peKBU3HUTOB JIOKYMEHTOB, CO3aBaEMBIX B 0011€00pa30BaTeIbHON OpraHU3aIuy
yCTaHaBIMBAIOTCs npasmia U TpedoBanus B coorBercTBuu ¢ 'OCT P 7.0.97-2016. 3.2. Cocrasn
PEKBH3UTOB KOHKPETHOTO JIOKYMEHTA ONPENIENSIETCs er0 BUJIOM U HasHadeHueM. 3.3. [lpu
IMOATIOTOBKEC U Od)ODMﬂCHl/ll/l JOKYMCHTOB B IIKOJIC MCIIOJIB3YIOTCA CICAYIOIINEC PCKBU3UTHI:
*Ko21 (hOpMBI TOKYMEHTA;

*HauMEHOBaHHUE LIKOJIBI;

*CrpaBOYHbIE JaHHBIE O IIKOJIE;

*HauMEHOBaHHUE BUJa TOKYMEHTA;

*mara JOKyMEHTa;

*perucTpaOHHbI HOMEP JTOKYMEHTA;

*CChITKA Ha PETUCTPAIIMOHHBIN HOMEP | JaTy JOKYMEHTa;

*MeCTO CoCTaBJIeHUs (M3JaHMs) TOKYMEHTAa,

*anpecar;

*rpud yTBEepKIeHUS JOKYMEHTA;

*3aroJI0BOK K TEKCTY;

*TEKCT IOKyMEHTA,

*OTMETKa O MPHUJIOKEHUU;

*rpu¢ coriacoBaHus JT0KyMEHTAa,

*BU3a;

*[IOIITNCE;

*oTMeTKa 00 3JIEKTPOHHOM MOJINCH;

*1eyaTh,

*0oTMeTKa 00 MCITOJTHHUTEIIE;

*OTMETKa O 3aBepEeHUU KOIHH;

*OTMETKa O MOCTYIJICHUH JOKYMEHTA;

*pe3ororusl.

4. BJIaHKU 1OKYMEHTOB




4.1. IoKkyMeHTbI, co3/1aBacMble B 00111e00pa30BaTeIbHON OpraHu3auu, ohopMIISIOTCS Ha
OJlaHKax, M3rOTOBJICHHBIX HA CTAaHAAPTHBIX JIUcTax Oymaru ¢popmaroB A4 (210x297 mm) u AS
(148x210 mm). OTaenbHBIE BUABI JOKYMEHTOB (TaOIHUIIBI, CXEMBI, CMETBI) JOMYCKACTCS
ohopMIIATh ¢ ucronab3oBanueM popmara A3 (420x297Mm). JIOKyMEHTBI, COCTABIISFOIITIE
BHYTPEHHIOIO MEPEMUCKY, OPOPMIISIOTCS HAa CTaHAAPTHBIX JIUcTax Oymaru ¢opmara A4
(210x297 Mm) 6e3 uCIoIb30BaHUS OJTAHKOB.

4.2. Kaxplil TUCT JOKyMEHTa, 0(OpPMIICHHBIN Ha OJaHKe UK 0€3 HETro, I0JKEH UMETh OIS He
MeHee:

*20 MM - JI€BOE;

*10 MM - mpaBoe;

*20 MM - BEpxHee;

*20 MM - HIDKHEE.

4.3. JlokyMeHTbI AIUTENbHBIX (cBbILIE 10 JI€T) CPOKOB XpaHEHUS JODKHBI UMETH JIEBOE I10JI€ HE
MeHee 30 MM.

4.4. Bunpl 6J1aHKOB JIOKYMEHTOB ITPUMEHSAEMBIX B IIIKOJIE:

*00111H OJTaHK;

*0JaHK IHCHMa;

*0JaHK KOHKPETHOTO BUA JOKyMeHTa (OaHK NprKa3a, OJaHK pacropsKeHHs, OlaHK
MPOTOKOJIA U JIp.)

4.5. O6pa3sibl pazpaboTaHHBIX U IPUMEHIEMbIX B IITKOJIE OJIAHKOB MOAJIEKAT BKIFOUECHUIO B
MHCTPYKIIHUIO TIO JETONPOU3BOICTBY 00II€00pa30BaTeIbHON OpraHu3aluy B KAUeCTBe
NMpUIOKEHUH (TIpritokeHue 3 Ha 3 ucTax).

5. Ilpuka3sbl

5.1. [Ipukazamu oOpMIISIFOTCS pELISHHS 110 OTIEPATUBHBIM, OPTaHU3AIIMOHHBIM, YUYEeOHbIM,
KaJIpOBbIM (IIpHIIOKEeHHE 2 Ha 9 ucTax) U IpyruM BOIIPOcaM pabOoThI MIKOJIBL.

5.2. IIpoeKThl MpUKa30B TOTOBAT OTBETCTBEHHBIE UCIIOJIHUTEIHN HA OCHOBAHUH MMOPYUCHHIA
JTUPEKTOpa, ero 3amectutesell. IIpoexThl MpruKa3oB 10 JUYHOMY COCTaBY TOTOBUT CIELIUATIUCT
0 KaJipam.

5.3. B npukasax TeKCT u3naraercs oT epBOro JIMla €IMHCTBEHHOTO Yncia
(«ITPUKA3BIBAIOY).

5.4. Tekcr mpHKa3za MOXKET COCTOATDH U3 JIBYX YacTel: KOHCTaTUpYoleH (peaMOyiibl) U
pacopsiAUTEIbHOM.

5.5. B KOHCTaTUPYIOIIEH YacTH KPaTKO U3JIaratoTCs IENIH U 3a/1a4u, (haKThl U COOBITHS,
MOCTYKMBILIME OCHOBAaHHEM JJIs U3/1aHus npuka3za. OHa MOXKeT HauuHaThes cioBamu "B nemsx",
"B cootBercTtBun", "Bo ucnonunenue", u T.1. Ecnu npukas u3gaeTcs Ha OCHOBaHUH JPYTrOTo
JIOKYMEHTA, TO B KOHCTAaTUPYIOILLEH YaCcTH YKa3bIBACTCd HAMMEHOBAHHUE dTOT0 IOKYMEHTA, €70
naTa, HOMep U 3arosioBok. [IpeamOyina B mpoeKkTax MpUKa30B 3aBEPIIAECTCS CIOBOM
«[TPUKA3BIBAIO», koTopoe neyaTaercs 3arjaBHbIMU OyKBaMH.

5.6. PacniopsinurenbHas 4acTh JIOJIKHA COAEPKATh IEpEUHUCICHUE PEANNCHIBAEMbBIX IEUCTBUMN C
yKa3aHHEM UCTIOJHUTEINS KaX/10ro JeHCTBUS U, TPU HEOOXOAUMOCTH, CPOKOB HCIIOJIHEHHS.
PacniopsiiuTenbHas yacThb JENUTCA HA MYHKTHI U MMOAIYHKThI, KOTOPbIE HYMEPYIOTCSI apaOCKUMU
mudpamu. [leiicTBUS OJJHOPOJAHOTO XapakTepa MOT'YT ObITh IEPEUHCIICHBI B OJTHOM ITYHKTE.
5.7. B xauecTBe UCIIOIHUTENEW YKA3bIBAIOTCS 3aMECTUTEIN TUPEKTOPA, PEACENATENN HITN
PYKOBOJUTENHN pabounx rpymi (KOMUCCH).

5.8. Ecnu npukas nu3MeHsieT paHee N31aHHbIM JOKYMEHT (IMTyHKThI TJOKyMEHTa), TO OJUH U3
IIYHKTOB PaclopsAUTEIbHON YaCTH TEKCTA JOJKEH COJIEP/KATh CChUIKY HAa M3MEHSEMBbII
JOKYMEHT (IIYHKTBI IOKYMEHTA) C YKa3aHHEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecnu npuka3 oTMeHsIeT AeHCTBUE paHee U3AaHHOTO JOKYMEHTa (ITyHKTOB JOKYMEHTA) C
OTIpeIeNIEHHOM aThl, TO OJIMH U3 IYHKTOB PAcIOPSIAUTEILHON YacTH TEKCTa T0JIKEH
HauuHaThbcA cioBamu "[Ipu3HaTh yTpaTUBIIUM cUiTy...", Jajee yKa3bIBaThCs AaTa, HOMEp U
3arojIOBOK paHee M3JaHHOI0 JOKyMeHTa (ITyHKTa JIOKyMEHTa), a TaK)Ke JAaTa, C KOTOpOoi



OoTMeHsieTcs ero aercreue. Ecnu nara He ykasaHa, TO ACMCTBUE paHEe U3JaHHOTO JOKYMEHTA

(ITyHKTBI TOKYMEHTAa) OTMEHSETCS C JaThl U3JaHUsI HOBOTO MPHKA3a.

5.10. Ecnu npuka3 OTMEHSIET paHee U3/IaHHbIN JOKYMEHT C MOMEHTA U3JIaHusl, TO OJIMH U3
MYHKTOB PacHOPSIAMTEILHON YaCTH TEKCTa JOJDKEH HAaYMHAThCS ciioBaMu "OTMEHUTS..." 1
YKa3bIBaThCs JaTa, HOMEp U 3aroJIOBOK paHee U3JIaHHOTO JJOKYMEHTA.

5.11. Ecnm npukas npemnoiaracTcsi BBECTH B ICUCTBUE HE C MOMEHTA €ro M3JaHusl, He00X0IMMO
yKa3aTbh CPOK BBEJEHUs ero B aercraue. [locaeHui IyHKT paciopsguTeIbHON YaCTH MOKET
COJIepXkKaTh CBEJEHUS O JOHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTCsi KOHTPOJIb 3a
WCIIOJIHEHUEM MPUKa3a.

5.13. Ilpuka3sl MOAMUCHIBAIOTCS TOIBKO TUPEKTOPOM 00111e00pa30BaTeIbHOM OpraHu3aluy Wi
pabOTHUKOM, UCIIOJTHSIONIUM €T0 00sI3aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a 00€CIIEUCHHE CBOCBPEMEHHOM U KaU€CTBEHHOM MOATOTOBKH IMPOEKTOB
MPUKA30B M UX COIIACOBAHUE C 3aMHTEPECOBAHHBIMY Pa0OTHUKAMH U OPTaHU3AIHSIMHA HECYT
aBTOPBI ITPOEKTA MPUKA3A.

5.15. PerucrpaniioHHble HOMEpPA IPUCBAUBAIOTCS PUKA3aM 110 MOPSAKY HOMEPOB B IpPEeiax
KaJICHJapHOT'0 roja.

5.16. lata peructpauuu npukasa siBiasieTcsl JaTOW ero nonucaHusl.

6. IIpaBuiia, 10/10KeHUs, HHCTPYKIHHU

6.1. IlpaBmia — HOPMATUBHBIN aKT, ONMPEACISIOMIUNA MOPSAOK KaKOro-JIn00 BUAA IEATEIbHOCTH,
YCTaHaBIMBAIOIIMKI WK 3apELIAIOINN ONPEIeICHHOE MOBEICHHE.

6.2. [lonoxxeHne — HOPMATUBHBIN aKT, JETAILHO PErJaMEHTUPYIOIIUK IPaBOBOM CTATYC,
MOPSIOK OPTaHU3AlMY U MPOIIEIyPY KaKOTO-IM00 BHUJIA AEITEIHLHOCTH.

6.3. UHCTpyKIIMSI — HOPMATUBHBIM aKT, H3J]aBAEMbIH B LEJSX PA3bSICHEHUS U ONPEICICHUS
MOpsIKa TPUMEHEHHUSI COOTBETCTBYIOIIEIO0 HOPMATUBHOTO aKTa TMOO C LIETbI0 YKa3aHUs HOPM O
croco0ax BBIMOJIHEHUSI OIPEEIICHHBIX onepanuil (1eicTBHil)

. 6.4. IIpaBuia, nonoKeHUs, MHCTPYKIIUU MPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJIA IOKYMEHTA)
Ha YTIpaBJISAIONIEM COBETE, 3aceanusaX [I[podcor3HOr0 KOMHUTETA IIIKOJIBI U YTBEPIKIAIOTCS
JUPEKTOPOM
. 6.5. [lopsimOK MOATOTOBKH MPOEKTOB MPABUJI, TTOJIOKEHUS, HHCTPYKIIMH COOTBETCTBYET
o011eMy MOpsIKY MOATOTOBKHU MPOEKTOB MPUKA30B 0011e00pa30BaTeIbHOM OpraHU3aIuu.

6.6. TexcT mpoekTa MOJ0KEHUSI, PABHII, UHCTPYKITUHU TIEYATACTCS HA YUCTOM JINCTE OymMaru
dopmara A4.

6.7. OTIMYUTETHFHBIMU XapaKTEPUCTUKAMU TEKCTOB MTPaBUJI, MOJOKEHHS, MHCTPYKIIUU
SABJISIOTCA:

*TOYHOCTH TPUMEHSIEMBIX (POPMYIUPOBOK O€3 UCIIOIH30BAHUS CIIOB U TTOHSITHI, UMEIOIITUX
MHO>KECTBEHHBII CMBICIT;

*UCTIOJIb30BaHUE KOPOTKHUX MPEAJIONKEHUHN, OOIIETPUHATHIX BHIPAKEHUM U CBSI30K, TIPU
HEOOXOIUMOCTH - MPEABAPUTENBHOE ONPEIETICHIE UCIIONIb3yEeMbIX TOHITUN, COKpAIICHHIH,
abOpeBHartyp;

*OomnucaHue BCeX BO3MOXKHBIX BAPHAHTOB COOBITHUI U COOTBETCTBYIOIUX UM BapHAHTOB
JeICTBU, T.€. OJHOTA NPEeACTaBIECHUS HHPOPMAIIIH;

*CTPYKTYPHUPOBAHHOCTH TEKCTA C LIEJbI0 JOCTHKCHUS HAWTYIlIeH TTOCTIeI0BaTEIbHOCTH
W3JI0KEHUST MaTepHaa;

*MUHUMH3AIIS TEKCTa C TTIOMOIIBIO IPUMEHEHUs1 00001IeHHH (0030pOB MpeAnoiaraeMpx
NeCTBUI) 1 IpUMEHEHUe epeyrciIeHuil (3a1a4, 3TanoB, YCIOBUH U T.1.).

6.8. B 3aBUCMMOCTH OT CIIOKHOCTH U 00beMa pa3padaThIBAEMbIX MPABUIL, TTOJIOKEHUS,
WHCTPYKITUH - TEKCT JOKYMEHTA JIEJTUTCS Ha TJIaBbl, TyHKTHI U TOAMYHKTHI. [ JTaBBI TOJKHBI
UMeTh Ha3BaHus. Hymepanus mpou3BoaAUTCS apaOCKUMU U paMH.

7. IIpoToko. 3acenanus (COBeIIAHNSA)

7.1. IIpoTOKOJI — AOKYMEHT, B KOTOPOM (PUKCHUPYETCS XOA 00CYKIeHUSI BOMPOCOB U MIPUHSATUS
pemIeHnit Ha COOpaHUsIX, COBENIAHUAX, KOH(EPEHITUAX U 3aCeaHUAX KOJUIETHATbHBIX OPTaHOB.



7.2. IlpoTokon 3acenanus (CoBelIanus) - (anee - MpoTOKOI) opopMisieTcss Ha YUCTOM JIHCTE
oymaru popmata A4.

7.3. PekBU3HUT - "TEKCT NOKyMeHTA". PEKBU3UT COCTOUT U3 ABYX YacCTEH: BBOJHON U OCHOBHOM.
7.4. Bo BBOAHOM YaCTH yKa3bIBAKOTCS MHUIIUAIIBI, (DAMUIMH B IOJDKHOCTH
IIpeJICEAATENbCTBYIOIIEI0, CEKPETAps], IPUCYTCTBOBABLINX HA 3aCE€AaHUHU U, IPU
HEO0OXOIUMOCTH, JIUL, IPUTJIALICHHBIX Ha 3ace/jaHue (COBEIaHue).

7.5. BBogHas 4acCTh IPOTOKOJIA 3aKAaHYUBACTCS IIEPEUYHEM PACCMATPUBAEMBIX BOIIPOCOB,
MIEPEYUCIICHHBIX B MOPAIKE UX 3HAUUMOCTH C yKa3aHUEM JOKJIAAUMKa [0 KaXKIOMY
paccMmarpuBaeMomy Bompocy. Bompocs! hopmynupyrores ¢ mpemiorom "O" ("O06"), medararorcs
OT IPaHULIbI JIEBOTO MOJSI U HyMEPYIOTCS apaOCKUMU LUPpPaMU.

7.6. OcHOBHAs 4acTh IPOTOKOJIA COCTOUT U3 Pa3zesioB, COOTBETCTBYIOLINX PACCMAaTPUBAEMbIM
BOIPOCAM U UX HyMEpaLUU.

7.7. TexcT mpoTOKOIa U3J1araeTcs OT TPETHETO JIMIa MHOXKECTBEHHOro yncina ("cirymanu",
"BpicTynn", "moctanoBuan", "pemuian').

7.8. IIpOoTOKOA MOANUCHIBAETCS JIUIIOM, MIPEACEAATEIbCTBOBABIINM Ha 3aCeJaHUH (COBEIIAHKH ),
U cekpeTapéMm 3acenanus (COBELIaHus).

7.9. llpu oTCYTCTBUU CEKpETaps 3aCeAaHUsl, B TOM YUCIIE IIPU NIPOBEIECHUN ONEPATUBHBIX
COBEILIAaHUH, TOMYCKAETCs MOANMCAHUE MPOTOKOJIA TOJIBKO MPEICeAATEeIbCTBYIOIINM.

7.10. TexcT npoTOKOIa JOJKEH OBITH ITOATOTOBJIEH HE TO3/IHEE TPEX JHEN CO JAHS 3acelaHMUs.
[TpoeKThI COOTBETCTBYIOLIUX ITYHKTOB MPOTOKOJIA BUSHPYIOTCS TOJKHOCTHBIM JTUIIOM
OTBETCTBEHHBIM 32 IOJTOTOBKY.

7.11. Jlata mpoTOKOJa 10JI’KHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHUA (3aceaaHus).
7.12. Konuu npoTOKOJIOB pacChlIAIOTCS 3aMHTEPECOBAHHBIM OpraHU3alUsAM U J10KHOCTHBIM
JUIIaM B COOTBETCTBUU C YKa3aTelleM PACChUIKH, KOTOPBI COCTAaBISET CEKPETAph 3aCeIaHMs
(coBemianusi).

8. Ilnan

8.1. [1nan — NOKyMEHT, yCTaHaBJIMBAIOIINN [TI€pEUEeHb HAMEUEHHBIX K BBIIIOJTHEHUIO
MEPOMPUITHIA, UX MOCIEI0BATEILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOJIIHUTEICH.

8.2. [lnan odopmisiercs Ha nucte Oymaru dopmaTta A4 ¢ UCTIONB30BaHUEM CIIETYIOUTIX
PCKBHU3UTOB:

*HaMEHOBAaHHUE IIKOJIbI;

*rpud yrBepKIeHUS JOKYMEHTA;

*mara JOKyMEHTa;

*perucTpaOHHbI HOMEP JTOKYMEHTA;

*HaMMEHOBaHUE BU/A JJOKYMEHTA;

*3arojIOBOK K TEKCTY;

*TEKCT JOKYMEHTA;

*HauMEeHOBaHHE JIOJKHOCTH;

*TOIMUCH.

8.3. PexBu3uT — "TekcT goKkyMmeHTa" ohopmisieTcs: B BUe TaONHUIBI ¢ Tpadamu:

*HOMep MMyHKTA IJIaHa;

*HauMEHOBaHUE MEPOIPUSATHS;

*CpOK MCTIOJTHEHUS,

*UCIIOJIHUTEIb,

*npuMevaHue.

9. OTuer
9.1. OTuer — DOKYMEHT, COAEPKAINI CBEICHUS O PE3YIbTaTax AEATEIIbHOCTH 32
OIPEAEIIEHHBIN NEPHOJ] BPEMEHH, BBIITOJIHEHUN MEPONIPUITHN, IOPYUEHHH, 3alaHNH, TJIAHOB.
9.2. Otyersl, IpeAoCcTaBIsieMble B OPTaHbl TOCYJapPCTBEHHOM BJIaCTH (B TOM YHMCIIE€ B OpraHbl
roCyJapCTBEHHON CTaTUCTUKU) U UMEIOIINE YCTAHOBJIEHHYIO TPABOBBIMU aKTaMH
roCy/IapCTBEHHBIX OPTaHOB (GOPMY, CO3AAOTCS M0 YCTAaHOBJIEHHOM rOCyAapCTBEHHBIMU
oprasamu (popme ¥ B onpeieIEHHOM UMH TTOPSJIKE.




9.3. OTuéThl, IpeIOCTaBIsIEMbIE COTPYIHUKAMU LIKOJIbI B X0/1€ BHYTPEHHETO B3aUMOACHCTBUS,
CO3AI0TCS 10 TIpaBUJIaM, YCTaHOBJICHHBIM JIJIS CO3/IaHUSI CITY’KEOHBIX 3aITHCOK.

9.4. Oruersl obopMIIsIOTCS Ha aucTe Oymaru ¢popmara A4 ¢ MCHOIB30BAHUEM CIEIYIOIINX
[ZCKBI/IBI/ITOB:

*HaMMCHOBAHHUE IIIKOJIbI;

*mara JOKyMEHTa;

*perucTpalMoOHHbIA HOMEP TOKYMEHTA;

*HauMEHOBaHWE BHJIa JOKYMEHTA;

*3aroJI0BOK K TEKCTY;

*TEKCT JOKYMEHTA;

*OTMETKa O NMPWIOKEHNUH (IIpU HATUYUH);

*HaMEHOBaHHE JOKHOCTH;

*I1OJIIHCD.

9.5. B Tekcte oTuéTa B 00s3aTEIIPHOM MOPSIKE JOJKHO COACPKATHCS YKa3 Ha ACATEIHHOCTD,
MEpOIIPUATHE, BBIJAHHOE MOPYYEHUE, 3a/laHue, TyHKT IJIaHa, MO/JIeKAIIUNA BHITOJIHEHUIO, U
pe3yNbTaT O BHIMOJIHEHHUH, B TOM YHCIIE C YKa3aHHUEM Ha COOIIOCHHE UITH HapyLICHHE
WCIIOJTHUTENIbCKOW TMUCIUIUTMHBI, YCTAHOBJICHHBIX CPOKOB MCTIOJHEHHUS U HAJJIeKAIIee
peocTaBleHue HHPOPMAIIH, HEOOXOIUMBIX MAaTEPUAIOB (IIPOEKTOB TOKYMEHTOB)
COMCHIOJIHUTEISIMU (TTPH YYaCTHUH HECKOIBKUX UCIOJIHUTEIIEH).

10. ITucsmo

10.1. [IucbMa TOTOBITCS KaK:

*OTBETHI O BBHIIIOJIHEHUU OPYUYEHHU BBIIIECTOSAIINX OPTraHOB UCIOIHUTEIBHOMN BIACTH;
OTBETHI Ha 3aIPOCHl OPTaHU3AINH, IPSATIPUATHI U YACTHBIX JIHII,

WHUIMATUBHEIE MUCHMA.

10.2. Cpoky MOJArOTOBKH OTBETHBIX ITHCEM:

*C KOHKpPETHOM JaTOW UCTIOTHEHHSI, YKa3aHHOH B IOKYMEHTE,

- B YKa3aHHBIN CPOK;

B COOTBETCTBUU C PE3OJIIOIHEH TUPEKTOPa U €ro 3aMeCTUTeNIel Ha OCHOBAHUH YCTAHOBJICHHBIX
CPOKOB MCTIOJIHEHUS IOPYYEHUH, 3aIIPOCOB HJIN 10 PEIICHUIO aBTOPA PE30JTIOIUH.

10.3. TekcTbI OTBETHBIX MHCEM JOKHBI TOYHO COOTBETCTBOBATH 33/JaHUSM, 3a()UKCUPOBAHHBIM
B pesomtonuu. CpokH MOATOTOBKH MHUITMATUBHBIX MMUCEM OMPEAEIISIOTCS CaMOCTOATEIEHO
ABTOPOM IMPOEKTa MUCHbMa C YYETOM HEOOXOJUMOCTH PEIIeHUs] KOHKPETHBIX 3a/1a4 U (WIn) B
COOTBETCTBUU C TPEOOBAHUSIMH 3aKOHOATEIIHCTBA, TOPYUCHUSIMU HEMTOCPEJICTBEHHOTO
PYKOBOJIUTEIIS.

10.4. [Tucpma neuvaTaroTcs Ha OJaHKe MUchbMa 00111e00pa30BaTeNbHON OpraHu3aluu ¢ YIJIOBbIM
PacoJIOKEHUEM PEKBU3UTOB.

10.5. JIonoaHUTENBEHO K PEKBU3UTAM OJIAHKA MMChbMA IIPH 0(POPMIIEHHH ITUCEM B IIIKOJIE
HCIIOJB3YIOTCS CIEAVIONINE PEKBU3UTEI:
*anpecar;
*3aroJI0BOK K TEKCTY;
*TEKCT JOKYMEHTA;
*OTMETKa O MPHUIIOKECHUU;
*BU3a;
*OAIUCH.
OTMETKa 00 UCITOJTHUTEIIE.

10.6. ITpu odopmieHnn nmuckMa Ha JIByX U 00JIee CTpaHMIIaX BTOpasi U MOCIETYIOIINE CTPAHHUIIBI
HYMEPYIOTCSI IOCEPETUHE BEPXHETO MOJIs JINCTA apaOCKUMU U paMH.

10.7. ITucrMa mOAMUCHIBAECT AUPEKTOP WM PAOOTHUKH, YIIOTHOMOYCHHBIE TIPUKA30OM.

10.8. CnyxeOHbIC 3aITUCKH

10.9. B niensix ocymiecTBIECHUS] B3aUMOJACHCTBUS MEXIY COTPYIHUKAMHU B paMKaX BHYTPEHHETO
JIOKYMEHTOO0O0pOTa B IIKOJIE MPUMEHSIFOTCS CTy>KeOHbIe 3anucku. CykeOHbIe 3aIUCKI




SIBIISIFOTCS CITPABOYHO-WH()OPMAIIMOHHBIMU JOKYMEHTaMH. ABTOpPaMU CITYKEOHBIX 3aIMHCOK
SIBJISIFOTCSI COTPYAHUKH 00111€00pa30BaTEIbHOM OpraHu3aIiy.

10.10. Ciy>xe0Has 3a1ucKka MO>KET COCTaBIIATHCS 10 YKa3aHUIO PYKOBOACTBA UJIH 110
WHUIMATUBE KOHKPETHOTO COTPYAHUKA.

10.11. I[Tpu odbopmiteHNH CayKEOHON 3aUCKH 0QOPMIISIIOTCS CIIEAVIOINE PEKBU3UTHL:
*anpecar;

*1ara JOKyMEHTa;

*HaMMEHOBaHUE BU/IA JJOKYMEHTA;

*3aroJI0BOK K TEKCTY;

*TEKCT JOKYMEHTA;

*OTMETKa O NMPWIOKEHNUH (IIpU HATUYUH);

*HaMMEHOBAHUE JI0JKHOCTH;

*IOIMHUC.

10.12. CnyxeOHbIe 3aIIMCKH MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHTEIIE U (M) B SJIEKTPOHHOM
dopme.

11. /loBepeHHOCTH

11.1. JloBepeHHOCTh BBIIAETCS COTPYAHUKAM IIKOJIBI U 0(hOPMIISIETCS TI0 ITPaBHIIaM,
YCTaHOBJICHHBIM HacTose MHCcTpykuuen 1 nmuceM, ¢ yuéTom TpeOoBaHUN TPakIaHCKOTO
3akoHozaresbeTBa Poccniickoit denepany u HaCTOALLETO pa3ena.

11.2. IIpoeKT AOBEPEHHOCTHU MOATOTaBIMBACTCA U BUSHPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTD OY/IET BBIJJaHA, TIOCIIE YeTro MepeaaéTcs B KaHLIEISPUIO JIJIsl HallpaBJIeHHUS Ha
noanucanue. 11.3. JloBepeHHOCTH MOAMUCHIBAETCS TUPEKTOPOM HITH JIUIIOM, OCYIIECTBIISIOIIUM
€ro MOJHOMOYHS (MCIIOJHSIOMINM 00S3aHHOCTH ), U CKPEIUISETCS TIeYaThio
0011eo0pa3oBaTeIbHOM OpraHu3aIuy.

12. ToroBopbl, corJjiameHusi, KOHTPAKTHI

12.1. JloroBopsbl, corfamnieHus, KOHTPAKTHI (J1ajee - JOroBOPhI) MOATOTABINBAIOTCS B
COOTBETCTBUU C TPEOOBAHUSAMU I'PAXKIaHCKOI'0, TPYI0BOT0, OIOPKETHOTO U UHOTO
3akoHojaTenbcTBa Poccuiickoit denepaiinu, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM
MPABOOTHOLIEHUH U 0053aTEIBCTB CTOPOH.

12.2. TIpoekT AoroBopa MOATrOTABINBAETCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAKTHBIM
YIPABJISAIOUIUM) ¢ YUETOM HEOOXOAUMOCTH CBOEBPEMEHHOI'O U KaYECTBEHHOI'0 00eCIeUeHUs
WCTIOJTHEHUS CBOUX MOJTHOMOUUH (00s13aHHOCTEH, QYHKITHIT), TOTHOMOYHM [TKOJIBI B IIETTOM.
12.3. IIpoekT goroBopa MOAroTaBINBAETCS OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAaKTHBIM
YIPaBJIAIONIMM) COBMECTHO CO CIELUAINUCTOM, K QYHKIUAM (IIOJTHOMOYHUSIM) KOTOPOTO
OTHOCHUTCSI pEIIEHHE BOIPOCOB, SBISIOLIUXCS PEAMETOM JI0TOBOPA, WJIK UHBIM COTPYIHUKOM
10 IPSMOMY YKa3aHHUIO AUPEKTOpa 0011e00pa3oBaTeIbHOM OpraHu3anuy.

12.4. Heob6xoauMmas Jij1st TOJATOTOBKHU MIPOEKTa 10roBopa uHpopmarusi cooupaercst
OTBETCTBEHHBIM JIUIIOM (KOHTPAKTHBIM YIPABJISIIOIINM) B TIOPSIKE pabouero B3auMOACHCTBHS C
y4€TOM IpaBUJl, YCTAHOBIEHHBIX HacTtosuen MucTpykuuei.

13. IIpyHOMIBI OPraHU3ALUH JOKYMEHT0000poTa

13.1. B 10kyMeHTOOOOPOTE BBIACISIOTCS CAEAYIOIINE TOKYMEHTOMOTOKH: TTOCTYIAOIIAs
JOKyMEHTAIusl (BXOMsIIas), OTIpaBisieMast JOKyMEHTAIHs (UCXOIIast), BHYTPEHHSS
JIOKYMEHTAIHSl.

13.2. B cocraBe BXOJSAIIEH U UCXOAIICH JOKYMEHTAIIUH MOTYT BBIIEIATHCS JTOKYMEHTHI,
MOCTYIUBIIHE U3 BBIMIECTOAIINX, MTOIPSIAHBIX, MEIUIIMHCKUAX U IPYTUX OpraHU3aIHNi, OPTaHOB
MECTHOT'O CaMOYIIPaBIICHUsI, OOpAIlIEHUS TPaKIaH.

13.3. Obparienus rpakaaH perucTpUpPyrOTCs: U GOPMHUPYIOTCS B Jieia OTACIBHO OT APYTUX
JIOKYMEHTOB 00111€00pa30BaTeIbHON OpraHU3alI|H.

13.4. B mkosie JOCTaBKa U OTIPABKA JOKYMEHTOB OCYIIECTBIISIETCS CPEICTBAMH IIOYTOBOM
CBSI3H, DJICKTPOHHOM CBA3H, a TAKXKE 110 CUCTEME AJIEKTPOHHOI0 JOKYMEHT0000poTa (anee -
C3/1). C moMoIisto MOYTOBOM CBSI3H B 00IIE00pa30BaTEIbLHYIO OPTraHU3AIHIO JOCTABIISIETCS




IMCbMEHHAs! KOPPECIIOHACHIINS B BUJIE IPOCTBIX IMUCEM, 3aKa3HBIX IMCEM, IOUYTOBBIX KapTOUEK,
OaHJeposieil U MEeJIKUX MAaKeTOB, a TAK)KE MeYaTHbIE N3/IaHMsL.
14. IlepBuyHas 06padoTKa NOCTYNAKIIUX JOKYMEHTOB

14.1. JlIokyMeHTBI, IOCTYyNAIOIINE B IIKOJIY, IEPENAIOTCA HA PETUCTPALIUIO CEKPETAPIO
00111e00pa30BaTEIbLHOM OPraHN3alu U IPOXOIAT MEPBUUHYI0 00pabOTKY B I€Hb MOCTYIUICHUS,
IpY NOCTYIUIEHUH B Hepabouee BpeMsl - Ha cieqyronuil padouuii nens. [Ipu nepBudHoit
00paboTKe JOKYMEHTOB ITPOBEPSIETCS MPABUIIBHOCTD a/ipecoBanmst. OMMUO0YHO MOCTYIHBILINE
JIOKYMEHTBI IIEPECHUIAOTCS 110 IPUHAUICKHOCTH WIM BO3BPALIAKOTCS OTIIPABUTEIIIO.

14.2. JlokyMeHTsl, nocTynuBine ¢ orMerkamu "Cpouno", "BpyuuTs HeMeJIeHHO",
"OnepaTUBHO", HE3aMEUTUTEIILHO MTPOXOJIST MEPBUUHYIO0 00pa0OTKY M TOKJIAIBIBAIOTCS
JUPEKTOPY WIH B CIy4ae €ro OTCYTCTBUS — 3aMECTUTEINIO TUPEKTOpA 110 HalPaBICHUIO
JESATEIIBHOCTH.

14.3. IToctynuBiiMe TenerpaMMbl IPUHUMAIOTCS 10T IOJIUCH C POCTABIEHUEM JIaThl U
BPEMEHHU IIpUEMA, PETUCTPUPYIOTCS 110 TEM K€ IPaBHJIaM, YTO U IIUChbMa.

14.4. DnexTpoHHBIE COOOIIEHNUS, aAPECOBAHHBIE TUPEKTOPY UIIU HAMPABJICHHBIE B a/IpEC LLIKOJIbI,
pacreyaTbIBAIOTCS U JOKJIAJbIBAIOTCS JUPEKTOPY HUIIU B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTENIO0
JUpPEKTOpa.

14.5. DnexTpoHHbIE COOOILEHMS, 3aBEPEHHBIE MIEKTPOHHON MOMUCHIO, MOAJIEKAT 00paboTKe
0 MpaBUJIaM, IPEYCMOTPEHHBIM IS TOCTYTAOIEH (BXOASILEH) TOKYyMEHTALIUH.

14.6. IloctynuBiias (Bxos1mas) JOKyMEHTALUs pacipeAessieTcss Ha perucTpupyeMble U He
MOJJIEKALIUE PETUCTPALIMH TIOKYMEHTBHI.

14.7. He nouiesxaT perucTpalifu:

*NIpuUriiacuTENbHbIE, TO3PaBUTEIbHbIE TUChMA U TEIETPAMMBI;

OMJIETHI,

*MJIaHBI ¥ TPOTPAMMbI CEMUHAPOB, KOH(PEPEHIMNA U IPYTUX MOTOOHBIX MEPOIIPHUATHH;
*TOKYMEHTBHI 110 OyXTaJITepCKOMY Y4eTy, MaTepHalIbHO-TEXHUUYECKOMY 00€CIIeUeHUIO, INIAHOBbIE
¥ (MHAHCOBBIE JOKYMEHTBHI, TOCTYMAONIHE 0€3 COIPOBOUTEIHHOTO MMHCHMA,
*peKiIaMHble, KOMMEPUYECKUE MPEJUI0KEHNUs, B T.4. IIOCTYIHMBILHUE 110 3JIEKTPOHHOI MOYTE;
NeYaTHbIE U3/1aHNUS;

*NUCbMa ¢ TOMETKON «JTUYHO.

15. Perucrpanusi, y4er 1 paccCMOTpeHHe PYKOBOAMTeJIeM MOCTYNAIMIHUX (BXOAAIMX)
JOKYMEHTOB

15.1. IMoctynuBiue (BXOAAMINE) JOKYMEHTBI PETUCTPUPYIOTCS TOJIBKO MOCIIE U IEPBUYHON
00pabOTKM U HE3aBUCUMO OT C0c00a UX JIOCTAaBKH.

15.2. Perucrpanusi — nNpocTaBlieHUE B HIXKHEM ITPABOM YTIIy IEPBOIO JUCTA JOKYMEHTa
OTMETKH O TIOCTYIIEHUH C YKA3aHUEM JAThl OCTYIUIEHUS U BXOASILEr0 PETUCTPALMOHHOTO
HOMeEpa JIOKyMEHTa ¢ 00s3aTeNIbHOM 3alKChIO B )KypHAJ pErCTpaliy MOCTyaoIel
(Bxonsmiet) nokymeHTanuu. CTpyKTypa perucTpalliOHHOTO HOMepa MOCTYIAOLIEro
(BXOASIILIEr0) TOKYMEHTA COCTOUT U3 €ro MOPSAKOBOIO HOMEpa M MHJIeKca Jesia 1o
HOMEHKJIaType Jien 0011ieobpa3zoBarenbHO OpraHu3anuu.

15.3. Perucrpanus Bcex NOCTYNHUBIIMX (BXOASIINX ) JOKYMEHTOB MPOU3BOANUTCSA B Ipeenax
00I11er0 JOKYMEHTOIOTOKA. JJOKYMEHTHI, MOCTYNHUBIIHE B MIKOTY 10 KaHajlaM (pakCUMUIbHON
CBSI3H, 00pabaThIBAIOTCS U PETUCTPUPYIOTCS B 001IeM mopsiike. TeKCT mocTynuBIIen
Tesie(hOHOTpaMMBI 3aIMCHIBAETCS B )KypHaJIe pErucTpaliuy Teie(oHorpaMm 1 neyaTaercs Ha
aucTe OyMaru Jiisl mepeadn Ha pacCMOTPEHHE.

15.4. ITocrynaromue (BXOAAIMINE) JOKYMEHTBI IEPEJAIOTCS HA pACCMOTPEHUE PYKOBOJCTBY
TOJIBKO MOCJIE UX PETUCTPALUU U MPEABAPUTEIHLHOTO PACCMOTPEHHUS.

15.5. JIokyMeHTBI, TOCTYNUBIINE B 00111€00pa30BaTENbHYIO OpraHU3alltio, 0 BOIIpocam, He
TpeOyIOIUM PACCMOTPEHMSI TUPEKTOPA, HAMIPABIISIIOTCSI pAOOTHUKOM OTBETCTBEHHBIM 3a
JIEJIONPOU3BOJCTBO LIKOJIBI HETOCPEACTBEHHO UCIIOJHUTEINIO 3a1poca.




15.6. JlupekTop B pe30JIIOLIUN ONPEAEIISAET JIUL, OTBETCTBEHHBIX 3a UCIIOJIHEHUE JOKYMEHTA, U
JaeT UM nopyudeHue. PabOTHUK OTBETCTBEHHBIH 3a EIONPOU3BOICTBO LIKOJIBI IEPEAAET
JIOKYMEHT Ha MCIIOJIHEHHUE.

15.7. TlonmMHHUK TOKYMEHTA C PE30JIIOIIMEH pyKOBOAUTENSI 001Ie00pa3oBaTeIbHON
OpraHMU3al1K HaIIPaBIISIETCS UCIOJHUTEIIO.

15.8. [Ipy HaTMYUKM HECKOJBKUX UCIIOTHUTENEH MOJIMHHUK JOKYMEHTA MEPEIACTCs TOMY
VCIIOJIHUTEIII0, KOTOPBI B COOTBETCTBUU C YKAa3aHUSIMU 10 UCIIOJHEHHUIO SIBIIETCS
OTBETCTBEHHBIM, OCTAJIbHbIE UCIIOJIHUTENHN MOJy4aloT KOMUIO JOKYMEHTa
. 15.9. [lonnuHHUK JOKYMEHTA, KOTOPBIM HCIIOJIHAETCS HECKOJIBKUMU T0JKHOCTHBIMU JIML[AMH,
MOJIy4aeT OTBETCTBEHHBINH NCHOMHUTENb. OCTATbHBIM UCIIOJIHUTESIM MEPEIal0TCs KOIUU.
15.10. U3rotoBnenue Konui JOKYMEHTA JJIsl IEpeiadyi COMCIIOIHUTENSM OCYIIIECTBIISETCS
cekpeTapeM 00111e00pa3oBaTeIbHON OpraHU3aIIH.

15.11. Pe3osrronius COIEPIKUT:

*yKazaHue 10 UCIIOTHEHUIO, COJIeprKalllee KPaTKOe ONMHMCaHne HE0OXO0UMOr0 IS UCTIOJIHEHUS
JIeHCTBHS,

*yKa3aHue Ha CpPOK, B TEUEHHE KOTOPOTo JTUOO0 0 UCTEUEHHUSI KOTOPOr0 HEOOXOUMO UCIIOTHUTh
IIPEANMCAHHOE JIEHCTBUE;

*IMYHYIO MOJANUCH aBTOPA PE3OIIOLINU;

*aTy MpoCTaBICHUS PE30IIOLUH.

15.12. Yka3anue Ha CpOK, B T€4YEHHE KOTOPOTO MO0 A0 UCTEUEHUSI KOTOPOro He0OX0IMMO
WCIIOJIHUTH NMPEANUCAHHOE IEHCTBUE, MOXKET HE BbIpaXKaThCsl KOHKPETHOM JaTOW U coaepKaTh
BBIPKEHHUS: "B YCTAHOBJICHHBIN 3aKOHOM CpOK" U T.II.

15.13. Pe3omtonus mumeTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JTIOKYMEHTA.
15.14. B cnyuae, Korja pe3orolus aipecoBaHa HECKOJIBKIUM COTPYAHUKAM, TO OTBETCTBEHHBIM
3a UCIIOJIHEHUE IOKYMEHTA B LIEJIOM SIBJISIETCS] COTPYAHUK, YKa3aHHBIN NIEPBBIM (BEPXHHUM), THO0
COTPYJIHUK, B OTHOIIIEHUH KOTOPOTO CJIeaHa TOMETKa O TOM, YTO OH SIBJISICTCSI OTBETCTBEHHBIM.
16. Opranusanusi pa6éoTsl ¢ 0OTHPABJISIeMbIMH (MCXOAAIIUMHI) JOKYMEHTAMH
16.1. lo mpenoctaBieHus MPOEKTa OTIPABIAEMOT0 (UCXOAIIET0) JOKYMEHTa Ha MOANKCH
JUPEKTOPY WK HHOMY YIIOJTHOMOYEHHOMY B YCTaHOBJICHHOM MOPSAJKE Ha MOANNCAHUE JIHUILY
OCHOBHOH HMCIIOJIHUTENb TPOBEPSIET MPABUIBHOCTb O(POPMIICHHS OTIIPABIAEMOTO (UCXOISIET0)
JIOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTosed NHcTpykuuu.

16.2. ITpu mOATOTOBKE OTHPABISEMOTO (MCXOSIIETO) JOKYMEHTA KaK OTBETa Ha MOCTYMUBIIIHIA
(BXOASIINI) TOKYMEHT UCIIOJHUTEND MPUKIAIbIBAET K MOATOTOBIEHHOMY MPOEKTY BXOIALINI
JIOKYMEHT.

16.3. ITpoexThl OTHpaBIsiEMBIX (MCXOAAIINX) JOKYMEHTOB C YUETOM COOIIOCHUS
YCTaHOBJIEHHOI'O B PE30JIIOLIMN CPOKA UCIIOJHEHUS MEPEAAOTCS] OTBETCTBEHHBIM UCIIOJIHUTEIIEM
B OTJIEJN JIEJIONPOU3BOJICTBA (KaHILIEISAPHsL, CEKpeTaph) MIKOJIbI JUIsl HAIIPaBJICHUs Ha TOIHCAHHE.
16.4. IlonnucanHbie OTIpaBisieMble (MCXOIAIINE) TOKYMEHTHI, IEPeIaloTCs PaOOTHUKY
OTBETCTBEHHOMY 32 JIEJIONPOM3BOJICTBO LIKOJIbI, KOTOPBIM OCYIIECTBIISET IPOBEPKY
KOMIIJIEKTHOCTH U COOTBETCTBHSI KOJMUECTBA IK3EMIUISIPOB OTIPABIIAEMOro (MCXOISIIETO)
JIOKYMEHTA CIHICKY PacChUIKH, a TAK)K€ MPaBUILHOCTh O(OPMIIEHUS JOKYMEHTA COIJIACHO
HACTOALIEH MHCTPYKIIUH.

16.5. B cimyyae HapyleHUs KOMIJIEKTHOCTH UJIM COOTBETCTBUS KOJIMYECTBA, a TAKKE
MPAaBUJILHOCTH O0OPMIICHHSI IOKYMEHTA COTJIACHO HACTOSIIEH HHCTPYKIIUU OTIIPABIIsIEMbIe
(ucxondime) TOKyMEHThI He3aMeTUTEbHO BO3BpaIatoTCsl paOOTHUKAMU KaHLIESIPUU
OTBETCTBEHHOMY HCIIOJIHUTEIIO WU B CIIy4ae OTCYTCTBHSI OTBETCTBEHHOT'O UCIIOJIHUTEIS €TI0
HENOCPEJICTBEHHOMY PYKOBOUTENIO /ISl YCTPAHEHUS! HapyILICHUH.

16.6. JloxymMeHThI ocie uX NOANUCAHUS JUPEKTOPOM MIIM UHBIM YIIOJTHOMOYEHHBIM JTUIIOM
NepesaroTcs B KaHLEIsIpUIo 00111e00pa3oBaTebHOM OpraHu3aluy A PETUCTPALlUU U OTIPABKH.
16.7. Peructpanus oTnpaBisseMbIX (MCXOASIINX ) JOKYMEHTOB OCYILECTBIISIETCS M1OCIIE
MpOBEJCHUS paOOTHUKAMU KaHIIETSIPUH, OTBETCTBEHHBIMHU 3a JIEIONPOU3BOJCTBO, TPOBEPKU




KOMILIEKTHOCTH U COOTBETCTBHSI KOJMUYECTBA HK3EMIUIAPOB, a TAKXKe MPABHIBHOCTH 0(OPMIICHUS
OTMPABIISIEMOTO (MCXOMSIIETO) TOKYMEHTA.

16.8. Peructpanus co3/1aBaeMbIX JOKYMEHTOB OCYIIECTBIIICTCS B ICHb MOJMUCAHUS WIIN
YTBEPKACHUS TUOO Ha CIEAYIOUINI paboUmil 1eHb.

16.9. CBenenus 0 perucTpUpyeMbIX OTIPABISEMBIX (MCXOIAIINX) TOKYMEHTAX BHOCSTCS B
JKYpHAJI PETUCTPALIUU OTIPABIsIeMON (MCXOASIIEH) TOKYyMEHTAUH.

16.10. PeructpanioHHbIN HOMEpP U JaTa OTIPABIAEMOro (MCXOSIIET0) JOKYMEHTA
MIPOCTABJISIFOTCS Ha MOAJMHHUKE JOKYMEHTa B PEKBU3UTaX OJIaHKa U Ha 9K3EMILIIpE,
OCTaloIIeMcs B Jiese 0011eo0pa3oBaTebHON OpraHu3aluy.

16.11. CTpyKkTypa perucTpallMOHHOI'0 HOMEpa OTIIPABIAEMOTO (MCXOIAIIET0) JOKYMEHTA
COCTOMT M3 €r0 MOPSIIKOBOIO HOMEpa U MHIEKCA JIej1a 10 HOMEHKJIAType /1€ IIKOJIbI.

16.12. OtnpaBKa JOKYMEHTOB IMPOU3BOIUTCS IEHTPATM30BAaHHO Pa0OTHUKAMH KaHIEISIPHHI
IIKOJIBI, KOTOPBIE TIPOU3BOAT UX COPTUPOBKY MO crIoco0y OTIpaBiieHus (IIpoCTasi, 3aKa3Hasi,
MEXyHapOaHas U Jp.).

16.13. TIucbma, TesnerpaMMbl, OTKPBITKH, OaHIEPOIIN U NTEYaTHBIE U3AAHUS OTIPABISAIOTCS
nouToif. @akcorpamMmsl U TenehOHOrPaMMBI IEPEAAIOTCS 110 KaHAIaM Tesie(OHHOM CBSI3H.
16.14. DnekTpoHHBIE COOOIIEHUS OTIPABJISIOTCS ¢ OPHUIHATEHOTO IIOYTOBOTO 3JICKTPOHHOTO
azpeca o011e00pa3oBaTEIbHON OPraHU3alIHH.

16.15. ITucema, TeaerpaMMBbl, OTKPBITKH, OaHAEPOIH, (PaKCOrpaMMBbl, SJIEKTPOHHbBIE COOOLICHHUS,
HE CBSI3aHHBIE ¢ padoueil AesITeNbHOCThIO, K OTIPABKE HE MPUHUMAIOTCS.

16.16. JIoKYMEHTBI, OTIIPABIISIEMbIE CPEJICTBAMH OYTOBOU CBSI3H ITPOXOIAT:

*YIaKOBKY;

*anpecoBanue (IIpy HANPABJICHUH JIOKYMEHTa 0oJiee 4yeM B 4 ajipeca) — B COOTBETCTBUU C
yKazaresjeM pacChUIKU, Ha KaKIOM SK3EMIUIIpe MIChMa YKa3blBaeTCsl TOJIbKO OJIUH aJipecar.
IIPOCTaBJIEHUE CTOUMOCTH ITOYTOBBIX YCIYT;

*mepenady B IOYTOBOE OTACIICHUE CBSI3U.

16.17. Ilpu noAroTOBKE M OTIPABKE MHCEM HEOOXOIMMO YUUTHIBATh IPAaBUJIa, YCTAHOBJIECHHbBIE
MpUKa30M MUHHCTEPCTBA CBSA3U U MacCOBbIX KOMMYyHUKaluii PO ot 31 uronsa 2014 r. N 234
"O06 yrBepxkaenuu [IpaBun okazaHus yCIyr O4YTOBOM cBsI3U".

.18. JIOKyMEHTBI, OTIIpaBIIsIEMbIE CPEACTBAMH II0YTOBOM CBSI3U B OJIMH a/IpEC, BKJIAIBIBAIOTCS B
OJIMH KOHBEPT.

16.19. Ucxonsiye JOKYMEHTBI, IpeAHa3HaYeHHbIE 1JIs1 OTIPABKH CPEACTBAMU (PaKCUMMIIBHON
CBSI3H, OTIPABIISAIOTCA PAOOTHUKAMH KaHIIEIIpHH 00111e00pa30BaTeIbHON OpraHu3alnu.

17. Pa3paboTka u BeieHHMe HOMEHKJIATYPbI J1eJ

17.1. JlokyMeHTalIbHbIN (POH/] KOl — COBOKYIMHOCTb JJOKYMEHTOB, 00pa3yroIInXcs B
npoliecce ero AesITeNbHOCTH. JJOKyMeHTaIbHbIN (POH/I IIIKOJIBI COCTABIIAIOT JOKYMEHTHI,
CO3/1aHHbIE B 00111€00pa30BaTEIbHON OpPraHU3alluy U TOJYyYEHHBIE €10 B pe3yJIbTaTe
B3aMMOJEMCTBHS C OpraHaMH roCyapCTBEHHOM BJIACTH, OpraHaMH MECTHOTO CaAMOYTIPaBJICHMS,
IOPUAMYECKUMHU U GU3NYECKUMHU JINLIAMHU.

17.2. HomeHkiaTypa Aen siBiIseTcsi OCHOBOM (pOpMUPOBaHUS TOKYMEHTAIBHOIO (POHA IIKOJIBI U
npeJcTaBiIsieT co00l cucTeMaTU3UPOBaHHbIN MIEpEeYeHb 3aroJIOBKOB (HAMMEHOBAaHUM) 1€,
3aBOAMMBIX B IIIKOJIE, C YKa3aHHUEM CPOKOB MX XpaHEHUs, U 0()OPMIIEHHBIN B COOTBETCTBHHU C
MIPABOBBIMU aKTaMH, PEKOMEHIAlUIMU U METOJUUECKUMHU YKa3aHUsIMU opraHoB Poccuiickoit
®deneparuu, yroJIHOMOYEHHBIX B c(hepe roCyJapCTBEHHOTO YIPABJICHUS apXUBHBIM JIEJIOM,
JIEJIONPOU3BOJICTBA U TOKYMEHTOO00pOTA.

17.3. HomeHKI1aTypa /1€ COCTaBIISETCSl HA OCHOBE N3Y4YEHHUS MTOJIOKEHUN, UHCTPYKIUHI U
MpaBUJI, @ TAKXKE APYTUX TOKYMEHTOB, PETJIAMEHTUPYIOUINX JESTEbHOCTD
00111e00pa30BaTEIbHOM OpraHn3aliy, a TAKKE HOMEHKJIATYp JIeJT 32 MPEAIECTBYIOIINE TObI U
JIOKYMEHTOB, 00Pa3yIONIUXCs B AEATEIHFHOCTH 00II€00pa30BaTEIbHOM OpraHu3aIiy.

17.4. HomeHKIaTypa A€l UCIIOIB3YETCs UIsl TPYNIIMPOBKHU MCIIOIHEHHBIX JOKYMEHTOB B JIENA,
CUCTEMAaTH3alllH U y4yeTa JIeJ, OIPEEICHNs CPOKOB X XPAaHEHUS U TIOUCKA TOKYMEHTOB,




SIBJISIETCSI OCHOBOM ISl COCTaBIIEHUSI ONTUCEN JIeN MOCTOSTHHOTO U BpeMeHHOT o (cBhiie 10 nerT)
XpaHEHUs, a TaKKe I ydeTa J1eJ BpeMeHHOTo (10 10 jeT BKIIOYUTETbHO) XpaHEHHSI.

17.5. HomeHkiatypa en BBOAUTCS B JEHCTBUE MPUKA30M IO LIKOJIE.

17.6. HoMmeHKaTypa JieJd TOTOBUTCA B TPEX DK3EMILISIPAX:

* 17151 IOMELIEHMs] B HOMEHKJIATYPHOE JI€JI0 U IIOCTOSIHHOTO XPaHEHUSs;

* 17151 UCTIOJIB30BaHUs B pabOTE OTIEIIOM JI€JIONPOU3BOICTBA (KaHIEIApuUeii);

*171s1 XpaHEHMsI B ApXUBE LIKOJIBI.

17.7. I3 HOMEHKIATyphI JIe] IIKOJIbI OTBETCTBEHHBIM JIMIIOM 33 BEJICHUE JIEIOIPOU3BOJICTBA
0(OPMIISIOTCS BBIMMCKH IS KaXKI0TO U3 MOJIPa3IeIeHUI U OTJEeNIOB 00111e00pa3oBaTeIbHON
OpraHH3aIiH.

18. ®opmupoBaHue e U UX TeKylee xpaHeHue. IloAroroBka 10KyMeHTOB U e K
nepegaye Ha apXuBHOe XpaHEeHHe

18.1. ®opmupoBaHue JieJa — IPYNIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JIejia B COOTBETCTBUU C
HOMEHKJIATypoil 1en 061eo0pa3zoBaTesibHOM OpraHu3aly U cCUCTeMaTU3alus JOKYMEHTOB
BHYTpHU J€Ja.

18.2. Jlena co nHA WX 3aBEACHUS JI0 MEPEeIayll B ApXUB IIKOJIbI WIIM HA YHUUYTOKCHHE XPAHATCS
10 MECTY UX (POPMHUPOBAHUSI.

18.3. IIpuka3bl 10 OCHOBHOM, aAMUHUCTPATUBHO-X035IIICTBEHHOM, Y4eOHO-BOCIIUTATEIbHOM
JESATEIbHOCTH LIKOJIbI, TPYIIUPYIOTCS OTJAEIBHO OT IPUKA30B 110 JMUYHOMY COCTaBYy paOOTHUKOB
U TI0 JJMYHOMY COCTaBY oOyyaroumxcs (y4amuxcsi/BOCIUTAHHUKOB).

18.4. Tlepemnucka rpynnupyeTcs 3a Mepruoj KaJeHIapHOTO T0Jla U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKON MOCIEA0BATEIHHOCTH.

18.5. IIpoBepka HAJIMYMUS U COCTOSHUS JOKYMEHTOB U JIeJI IPOBOJAUTCS IIPH NEPEMEILIEHUN A€,
IIPU BO3BpATe JIeJ, IPU PEOpraHu3aUH WU JIMKBUAALKUN 0011e00pa30BaTeIbHON OpraHu3aIliH.
18.6. B apxuB 0011e00pa3oBaTeIbHOM OpraHU3aIuy (Jajiee - apXUB) MePeIatoTCs aeiia
MOCTOSTHHOTO, BpeMeHHOTro (cBbiiIe 10 1eT) CpOKOB XpaHEHHUS U TI0 JUYHOMY COCTaBy uepes 3
rojia mocye roja, B KOTOPOM JTIOKyMEHTHI ObLITH MIOMEIIEHBI B JIEJI0 Ha XpaHEHHUE.

18.7. Ilepenavya TOKyMEHTOB B apXUB MPOU3BOAUTCS MO YTBEPKIACHHBIM OMUCAM JIEJI.

18.8. [loaroToBKa JOKYMEHTOB H JIeJl K Tiepe/iade Ha apXUBHOE XPAaHEHHE M HA YHUUTOKCHHE
IpEeYCMaTPUBAET:

*3KCHEePTU3Y LICHHOCTH JIOKYMEHTOB;

*cocTaBJIeHHE OIUCEH JIelT IO pe3ysibTaTaM KCIEePTH3bl UX IEHHOCTH;

odopmIieHrE Je;

*CoCTaBJIeHHE aKTOB HAa YHUUYTOXEHHUE JOKYMEHTOB U ] C UCTEKIIMMH CPOKAMHU XPaHEHHUS.

18.9. DkcnepTu3a HEHHOCTH TIOKYMEHTOB [TOCTOSSHHOTO M BPEMEHHOTO XPaHEHUs
OCYILIECTBIISICTCS €KETOTHO JULIOM (JIMLIAaMH ), HA3HAYEHHBIM ITPUKa30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 ApXUBUPOBAHUE.

18.10. B neno momemaercs He 6onee 250 aUCTOB (TOMIIMHA JeNia IPU TOM COCTaBIseT He Oolee
4 cm). [Ipu GobIIIOM KOJIMYECTBE TOKYMEHTOB (hOpMUPYIOTCS TOMa (YacTH) nena. Buyrpu nema
JIOKYMEHTBI pacrojaratoTcs B XpOHOJIOTHYECKOM MTOPSAJIKE B COOTBETCTBUU C ONIUCHIO. B nena
MOMEIIAIOTCS TOJIBKO MCIIOHEHHBIE, TPaBUIIBHO OPOPMIIEHHBIE JOKYMEHTHI.

18.11. JloxkyMeHTHI BHYTpH JI€]1a PacloaratoTcsi CBEPXY BHU3 B XpPOHOJIOIMUYECKOM, BOIIPOCHO-
JIOTUYECKON MOCIIe0BaTENbHOCTH WK UX coueTaHuu. PacropsiuTenbHble TOKYMEHThI
IPYNIUPYIOTCS B Jieia 110 BUIaM M XPOHOJIOTUU C OTHOCSIIIUMHCS K HUM TPUIIOKEHUSMH.

18.12. JInynble KapTOUKU pabOTHHUKOB (HOPMUPYIOTCS B JIEJI0 O aln(aBuTy haMuiIHii.

18.13. Odopmiienne nena npeaycMaTpuBaeT: 0ohopMIIeHHE PEKBU3UTOB 0OJIOKKH Jieia Mo
YCTaHOBJIEHHOHN (hopMe; HyMepaliio JIUCTOB B /i€ KapaHJallloM B BEPXHEM IPaBOM YIIIY;
COCTaBJIEHUE BHYTPEHHEW OMMCH JOKYMEHTOB Jiefia, IOAILMBKY U NeperuieT aena. Jiucr
6ombiioro ¢opmara, MOAMUTEINA 32 OUH Kpall, HyMepyeTcsl Kak OJIMH JIUCT B IPAaBOM BEPXHEM
yriy. JIokyMeHTbI ¢ COOCTBEHHOM HyMepalueil TUCTOB, B TOM YHCJe MeYaTHbIe U3AaHus,
HYMEpYIOTCSI B 0011IEM MOPSIKE.




18.14. JIucTsl e, coCTOSINX U3 HECKOJIBKUX TOMOB MJIM YacTel, HyMEPYIOTCS IO KaKOMY
TOMY WJIM YacTU OTIEIBHO.

18.15. [1ocne 3aBepiieHUs] HyMEPALUH JINCTOB COCTABIISIETCS 3aBEpUTEIbHAS HAJIIIUCh, KOTOPAst
pacrosaraeTcsi B KOHIIE Jiesia. 3aBepuTeNbHas HAIUCh COCTABIISIETCS B JIeJI€ Ha OTJEIbHOM
JIUCTE-3aBEpUTEIIE JeTa.

18.16. B 3aBepuTenpHOM HaaAUCH U(PPAMH U MPOMHUCHIO YKa3bIBACTCS KOJIMYECTBO JTUCTOB B
JTAHHOM JieJie. 3aBepUTeIbHAsl HAAMKUCh MTOANNUCHIBAETCS €€ COCTABUTEIIEM C YKA3aHUEM
paciudpoBKY MOJMUCH, TOJKHOCTHU U J1aThl cocTaBieHusl. KonmnyecTBo MCTOB B j1eme
IPOCTAaBIISETCS Ha 00JI0XKKE JIea B COOTBETCTBUH C UTOTOBOM HA/AIMKUCHIO.

18.17. PekBU3HUT "CpoK XpaHEHHUs Jiea" MepeHOCUTCS Ha O0JI0KKY Jiea U3 COOTBETCTBYIOIICH
HOMEHKJIATYpBI JIEN [10CJIE CBEPKHU €TI0 CO CPOKOM XPAHEHMSI, YKa3aHHBIM B IIEPEUYHE TUIIOBBIX
JIOKYMEHTOB HJIM B IIEPEYHE IOKYMEHTOB, 00Pa3yIOIIUXCS B ACATEIbHOCTU (efepatbHOro
oprasa, ¢ yka3aHUEM CPOKOB XpaHEHHS.

18.18. Ha nenax mocTostHHOTO XpaHeHHs nuiercs: " XpaHuTh MOCTOSHHO".

18.19. [Ipuem aen npou3BOAUTCA COTPYAHUKOM, YIIOJTHOMOUYEHHBIM Ha BEJCHUE ACSITEIIbHOCTU
apXuBa, C MPOCTABIEHUEM B JIBYX SK3EMIUISIpAX OMUCH JIeJ OTMETOK O HATMYMH KaXKJI0T0 Jieia
(Ha KaXXJIOM SK3EMIUISIPE OMHICH YKa3bIBAETCS KOJIMYECTBO (PAKTHUYECKH MPUHATHIX JIE, AaTa
npueMa-nepesadn e, a TaKkKe MOANKUCH apXUBUCTA U COTPYIHUKA, TIepPeIaBIIero eia.

19. 3ak/04uTeIbHBIE MOJI0KEHUS

19.1. Hactosmas MHCTpYyKIHS MO AETOMPOU3BOACTBY SBJISETCS JTOKAIBHBIM HOPMATHUBHBIM
aKTOM 00111e00pa30BaTEIIbHON OpraHu3anuy, NpuHuMaeTcs Ha O0meM coOpaHuu pabOTHUKOB U
yTBepxkKAaeTcs (BBOAUTCA B ICICTBIE) MPUKA30M JAUPEKTOpa 00I1e00pa3oBaTeIbHON
OpraHu3aliHy.

19.2. Bce u3MeHeHus U I0NOJHEHUS, BHOCUMBIE B HacTosIIy0 MHCTpyKIuio, opopmIIstoTes B
NUCbMEHHOU (hOpME B COOTBETCTBUU JIEUCTBYIOIINM 3aKOHOAATEILCTBOM Poccuiickoit
®enepanuu.

19.3. UHCTpyKLIHMS 1O JEIOMPOU3BOCTBY B IIKOJIE IPUHUMAETCS Ha HEOIPEIeTIEHHBIN CPOK.
W3menenus u gononHeHus K MTHCTpyKIuM NPUHUMAIOTCS B IOPSAIKE, TPEeyCMOTpeHHOM 11.19.1.
Hacrosme Mactpykumm.

19.4. ITocne npunsatusa MHCTpyKIMY (MM U3MEHEHUH U JOTIOJIHEHNI OTJENbHBIX TYHKTOB U
pa3ziesnioB) B HOBOM peJaKLUU IPeablIylas peJakiiisg aBTOMaTHUECKH yTPauuBaeT CUILY.
[Tpunosxenune Ne 1
IIpaBuia opopmiieHnst peKBU3UTOB JOKYMEHTOB
1. JI71st MOATOTOBKY IOKYMEHTOB IIPUMEHSIETCSl TEKCTOBBIN peAaKkTop, o0eceyrBaromuit
TpeOoBaHUs IrpaduIecKOro BOCIPOU3BEIEHUSI PEKBU3UTOB TOKYMEHTA.

2. Buap! u pa3mepsl ucnonb3yemsix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HUM.

3. Ilpu noAroToBKe TEKCTOB B TabIUIax, JUIsl oOecreueH s Jyqiieil YNTaeMOCTH IaHHbIX,
JIOITyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pazmepos 12,13.

4. lnana3oH UCIIOJIb3yEMBIX MEXyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOIO 10 MOJIYyTOPHOTO
. 5. AG3aLHbIi OTCTYN TeKCTa TOKyMeHTa - 1,25 cm.

6. 3aroJIOBKHU pa3JIesioB U MOIPa3/IeoB euaTaoTcs ¢ a03aI[HBIM OTCTYIIOM WM IIEHTPUPYIOTCS
MO IIUPUHE TEKCTA.

7. MHOTOCTpOYHBIE PEKBU3UTHI I1IE€YATAKOTCS YEPE3 OJIUH MEKCTPOUHBIN UHTEPBAJI, COCTABHBIE
YacTH PEKBU3UTOB OTAEISIOTCS JOMOJHUTEIBHBIM HHTEPBAJIOM.

8. Eciu JOKyMEHT TOTOBUTCS [T M3JaHUS ¢ YMEHbILIEHHEM MaciTada, TEKCT IeyaTaeTcs yepes
JIBa MHTepBaJa.

9. UuTtepBan Mexay OykBaMH B CJI0Bax - OOBIYHBIN. IHTepBa)l MEXy CIOBaMU - OAMH IPOOe.
10. Tekct noKyMeHTa BRIpaBHUBAETCS IO HIMPUHE JIUCTA (110 TPaHUIaM JIEBOTO U MPABOTro MOJIeH
JIOKYMEHTA).

11. Jlnnaa camMoi JUIMHHOW CTPOKM PEKBHU3UTA IIPH YIJIOBOM PACIIOIOKEHUH PEKBU3UTOB HE
bomnee 7,5 cM.



12. JInuHa caMoil IIIMHHOM CTPOKU PEKBU3UTA IPU IPOAOIBLHOM PACIIONOXKEHUHN PEKBU3UTOB HE
6onee 12 cm.

13. Kox dbopwmet noxymenta Kom popmbl TOKyMeHTa MPOCTABIIACTCS HA YHUPHUIIMPOBAHHBIX
(dopMax TOKyMEHTOB B OCHOBHOM HCII0JIb3YEMbIX B KaJPOBOM JIOKyMEHTOOOOPOTE MIKOJIBI.
Pacnonaraercst ko (hopMBbI B IpaBOM BEPXHEM YTy pab0odero mosi JOKyMEHTa, COCTOUT U3
cioB "®opma 1mo" (HaMMeHOBaHHUE KiIaccuuKaTopa) u udpoBOro Kojaa.

[Tpumep - @opma no OKY]] 0301001.

14. Hanmvenosanue 1mkossl HammMeHOBaHME HIKOJIBI JOJKHO COOTBETCTBOBATH HAMMEHOBAHUIO
IOPUAMYECKOTO JINLA, 3aKPEIVIEHHOMY B €TI0 YUPEIUTENbHbBIX JOKyMeHTax (YcTaBe
o0mieoOpa3oBaresibHOM opranuzanun). [1og HauMeHOBaHMEM IIKOJIBI B CKOOKaX yKa3bIBaeTCs
COKpaIlleHHOE HAaUMEHOBaHKE 0011e00pa3oBaTenbHON opranu3anuu. Hanx HanMeHoBaHueM
IIKOJIBI - YKa3bIBA€TCsl I0JIHOE HAMMEHOBAHKE BBILIECTOSIILEH OpraHu3aLuy.

15. Cupasounsie jannsie o mkose CopaBoOYHbIE IaHHBIE O IIKOJIE BKIIOYAIOT B C€0s1: IOYTOBBIN
anpec, Homepa tenedona, dakca, axpec MEKTPOHHON oUThI, Ko 1ikoasl 1o OKIIO
(mpoctasisiercst o O6mepoccuiickomy Kiaccu(ukaTopy IpeAnpUsSTHIA U OpraHU3aIui),
OCHOBHOM rocysapcTBeHHbIl perucrpaunonnsiii Homep (OI'PH), unentudukanoHHbiii Homep
HAJIOTOTIIATEIbINNKA/KOI TPUYMHBI IOCTAaHOBKH Ha HasoroBbli yaer (MHH/KIIIT).

16. Hanmvenosanue Bujia jjokyMenTa PEKBU3UT HCHOIB3YETCS ISl yKa3aHUs BUJA IOKYMEHTa U
pacroJjaraercsi IoJi peKBU3UTOM «HaUMEHOBaHKE 0011e00pa30BaTEIbHON OpraHU3aI».
HaumenoBaHue BUia JOKyMEHTa HE YKa3bIBAa€TCS B MUCbMaX.

17. Jlata noxymventa JlaToll JOKyMEHTa BJISETCS AaTa €ro NoJnucaHus (IpUKas3, MUcbMo,
3aIlUCKa, aKT U JIp.), YTBEpKJICHHsI (MHCTPYKLUS, [10JIOKEHHUE, IPAaBUIIa, PErJIaMEHT, IJIaH, OTYET
 JIp.), COOBITHSA, 3aUKCUPOBAHHOTO B JOKYMEHTE (MPOTOKOM). JlaTa TOKyMEHTa MPOCTaBISAETCS
JOJDKHOCTHBIM JIMLIOM, TIOMMCHIBAIOIMM WU YTBEPKIAIOIIUM JOKYMEHT, UJIH MIPH
perucTpanuu J0KyMeHTa, WK HEIIOCPEICTBEHHO COCTaBUTENIEM IIPU [TOATOTOBKE JOKYMEHTA
(cnyxeOHas 3amMcKa, 3asBjiIeHue U 1p.). JIOKyMEHTBI, U371aBaéMble COBMECTHO C JPYTUMHU
OpraHM3alUsaMH JI0JKHBI UMETh OJIHY (€eMHY10) naty. JlaTy nokymeHTa o(popMIIsIOT apaOCKUMU
udpaMu B 110CIE10BATEIbHOCTH:

JI€Hb Mecslia, Mecsl, rol. JleHb Mecsina 1 Mecsll 0pOpMIISIIOT ABYMS TapaMu apaOCKuUX udp,
pa3/ieJIeHHBIMU TOYKOM; TO/1 - UeThIpbMs apabckumu nudpamu, Hanpumep: 01.12.2017. Byksa
"r" mocne uudp He CTaBUTCHL.

IpHU CIIOBECHO-LIU(POBOM criocoOe ohopMIiIeHNUs AaThl JEHb MECSIa YKa3bIBaeTCsl Mapoi
apaOCckux P, rof YeThIpbMs apadckuMu udppamu, Hanpumep: 12 nexadpst 2017 r.

18. Peructparmonnsiii HoMep JIoKyMeHTa PeructpaiinoHHbIN HOMep TOKyMEHTa MPOCTaBIIsAETCS
B COOTBETCTBUU C CUCTEMOM pPEruCTpaly, IPUHATON B IIKOJIE. PerncrpannoHHbIil HOMep
IPUCBAaUBAeTCs JOKYMEHTY Iocje ero noanucanus (yreepxkaenus). Ccbuika Ha
perucTpanoHHbIi HoMep U 1aTy JokyMeHTa CcbulKa Ha HCXOAIIMM HOMEP U 1aTy IOKyMEHTa
aJipecaHTa BKJIIOYAET B ce0s perucTpallMOHHbIM HOMEp U AaTy JOKYMEHTa, Ha KOTOPBIH J10JKEeH
OBITH 1aH OTBET.

19. Mecto cocrapienus (M31anms) J0KyMeHTa MecTO COCTaBIEHUS WM U3/1aHUs IOKYMEHTA -
"ropof ..." - yka3pIBaeTcs Ha OJlaHKax MPOTOKOJIOB U aKTOB, COCTABIIIEMBIX B
00111e00pa30BaTEIbHOM OpraHu3aIIH.

20. Anpecar B pekBusute "Anpecat" UCIIONB3YIOTCS OQUIIMATEHBIE HANMEHOBAHUSI OPTaHOB
roCy/1apCTBEHHON M UCIIOJIHUTEIBHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIIPaBJICHMUS,
opranusanuii. JlomyckaeTcst HC0Ib30BaTh O(QUIHATBHO IPUHATHIE COKpAIllEHHbIE
HAauMEHOBAHUS OPraHOB rOCYIAPCTBEHHON U UCIIOJIHUTEIBLHOU BJIACTH, OPraHOB MECTHOTO
camoynpasiieHus1, opranuzauuid. [Ipu agpecoBanum 10KyMeHTa JOHKHOCTHOMY M YaCTHOMY
JIMILY MHUIUAIIBI CTaBATCA Nocie (haMUIny.

[Tpumep - Pykosooumento OO0 « Cmpoumensvy @amunus H.0O.

PexBusut "agpecar" mpocraBisieTcss B BepXHel MpaBoil 4YacTH TOKyMeHTa (Ha GJIaHKe C YTJI0BbIM
pacroIokKeHNeM PEKBU3UTOB) WM CIIpaBa 10| peKBU3UTaMH OiaHKa (IIPH MPOJI0JIbHOM
pacIooKeHNH PeKBU3UTOB OsaHKa). CTpOKK pekBHU3HTa "aapecar” BBIPABHUBAIOTCS 110 JIEBOMY




Kparo WIXA LHEHTPYIOTCS OTHOCUTEIILHO CaMOW JIIMHHOM CTpoKHU. IIpu agpecoBaHnn 1OKymeHTa
0e3 ykazaHus JOJDKHOCTHOTIO JIMIIa HAMMEHOBAHUSA aJpecaToB MUILITYTCS B UMEHUTEIBHOM
nazie’xe, Harpumep:

Opeanvl cmamucmuku 2opooa Mockewi

ITpu agpecoBaHMM TOKYMEHTA PYKOBOAMUTEIIO OpraHU3a[Mi HAUMEHOBAHUE JTOJIKHOCTU
YKa3bIBaeTCs B JATCIIBHOM Majiexe, Hanpumep: I enepanvromy oupexmopy OO0 «H3z0anuey
Damunusa U.0O. 11ouToBbIi agpec HE yKa3bIBaeTCsA B JOKYMEHTAaX, HAIIPaBJIIEMbIX B BBICILINE
Oprasbl TOCYJJapCTBEHHOH BJIACTH, (eiepalIbHbIC OPTraHbl UCIIOJIHUTEIBHON BIACTH U UX
TEPPUTOPHUAIIbHBIE OPTaHbl, OpraHbl TOCYIaPCTBEHHON U MCIIOJHUTEIbHON BIACTH, IOCTOSI HHBIM
Koppecnonsientam. [Ipu anpecoBannu nuchbmMa B OpraHU3allio0 YKa3blBalOT €€ HAMMEHOBaHUE,
3aTeM MOYTOBBIN ajipec, HarpuMmep: I ocyoapcmeennoe yupesicoenue Beepoccutickuil HayyHo-
uccnedo8amenbCKull UHCmMumym 0OKyMeHmoseoeHus u apxuenozo oena Ilpogcorosuas yu., 0.82,
Mocxkea, 117393

[Tpu agpecoBaHUM TOKyMEHTA (PU3NUECKOMY JIUILY YKA3bIBAIOT (DaMUJIMIO U MHULIAATIBI
[I0JIy4yaTelisl, 3aTeM IIOYTOBBIN a/Ipec, HallpUMep:

Ilempogy U I1. IIpouzsoocmeennas yu., 0.5, k8.12, 2. Mockea, 119633

PexBusut "Anpecat" He TOJDKEH copepKaTh OoJiee uetoipex aapecaToB. Cinoso "Konus" nepen
BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu He yKa3biBaeTcs. [Ipu uncie agpecaroB 6omee 4-x
COCTaBJISI€TCS CIIMCOK PACChUIKHM TOKyMEHTa. Eciii JOKYMEHT OTIPABIISETCS B HECKOJIBKO
OJIHOPOJHBIX OpraHU3alluil WK B HECKOJIBKO CTPYKTYPHBIX MOJIpa3esieHuil oprana
WCIIOJTHUTEJIbHON BJIACTH, TO OHU yKa3bIBaloTCst 00001eHHo. [Tpumep:

Pyxosooumenam yupescoenusi CIIO

20. I'pud yreepxgienns jokyvenTa ['pud yTBepKaeHUS IPOCTABISIETCS B IPABOM BEPXHEM YTIIY
nokymeHTa. CTpOKH PEeKBU3HTA BEIPABHUBAIOTCS T10 JIEBOMY KParo WM LIEHTPUPYIOTCS
OTHOCHUTEJIBHO CaMOM JIJIMHHOM CTPOKH. JJOKyMEHT yTBepKAaeTCsl JOJKHOCTHBIM JIULIOM
(TOJKHOCTHBIMH JTUI[AMH ) WM PACHOPSAAUTENBHBIM JOKYMEHTOM (ITOCTAHOBJICHUEM, PEIICHUEM,
IpUKa30oM, pacniopsbkeHreM). [lpu yTBepkIeHnN JOKYMEHTA JIOJKHOCTHBIM JIULOM IpUd
YTBEpKACHUS TOJKEH cocToATh U3 ciaoBa Y TBEPXK/IATO (6e3 kaBbIuek), HAMMEHOBAHUS
JOJIKHOCTH JIMLA, YTBEPKIAIOLIETr0 TOKYMEHT, €ro MOANUCH, UHUIIUAIO0B, (PaMUJIUU U AAThI
yrBepxacHus. [Ipumep:

YTBEPX/[AFO /lupexmop MBOY Ilkona Ne 1238 H.0. @amunus

21. Jlata Ilpu yTBEp»X/1€HUHU TOKYMEHTA HECKOJIBKUMH JTOJDKHOCTHBIMU JIMIAMH UX MTOJMTUCH
pacrojararTcs Ha 0JJHOM ypoBHe. [Ipu yTBepx’aeHUN JOKYMEHTa pacopsIuTeIbHbIM
JTOKyMeHTOM rpud yTBepxkaeHus coctout u3 cioB Y TBEPXK/IEH (YTBEPXIEHO,
YTBEPXEHbBI, YTBEPX/IEHA), cortacoBaHHOTr0 ¢ HAUMEHOBAaHUEM BHJIa YTBEPKIAEMOTO
JIOKYMEHTa, HAUMEHOBAHUS BUJa JOKYMEHTA B TBOPUTEIBHOM MA/IEXKE, €ro JaThl, HOMEpA.
ITpumep:

YTBEPK/IEHO npukazom MBOY Ilxona Ne 1238 om 01.03.2020 Ne 57 22. 3aroioBok K
TeKcTy 3aroJIoBOK K TEKCTY - KpaTKO€ CO/Iep KaHue JOKYMEHTA. 3arojoBOK K TEKCTY MpUKas3a
dopmynupyetcs ¢ npeasorom "O" ("OG") u oTBeuaeT Ha Borpoc "o yem?"):

*npukas (0 ueM?) 0 CO3/1aHUU KOMHUCCHH;

*npuka3 (o uem?) 00 yTBEpKAEHUH IITATHOTO PACTTUCAHUS;

*nucbMo (0 yem?) o MpeocTaBlIeHnH HHPOPMaIUH.

3aroJ0BOK K TEKCTY 0(OpMIISETCs 1101 PEKBU3UTaMHU OJIaHKa cJieBa, OT TPaHMIIbI JIEBOTO TOJIS.
HanmMenoBanwe (3aroiioBok) J1n00 aHHOTAIUS TOKyMEHTa COCTABIISIETCSI aBTOPOM MTPOEKTa
JIOKYMEHTA. 3aroJIOBOK K TEKCTY MOXKET HE COCTABIISATHCS, €CIIM 00bEeM JOKYMEHTA He
IpeBbIaeT 4-5 CTPOK.

23. Texcr okymenTta JIokyMeHThI 00111€00pa30BaTeIbHOM OpraHu3alui COCTABIISIOTCS Ha
rocyaapcTBeHHOM s3blke Poccniickoit denepanuu - pycckoM. TeKCT TOKYMEHTa MOXKET
coJiepKaTh pasJieNbl, MOPa3/IeNbl, MyHKThI, MOJNYHKTbI, HyMepyeMble apadckumu nudpamu. B
MpHUKa3ax TEKCT JOKYMEHTA U3J1araiT OT MEePBOro JHUIa €IUHCTBEHHOTO YHClia («IIPUKA3bIBAIO»)
B noxyMeHTax KOJIJIETHAIbHBIX U COBEIATENBHBIX OpraHax OT TPETHEro JHIA €AUHCTBEHHOIO




yrcna: («coOpaHue... pemmio») TekcT MpoToKoIIa U3araeTcsi OT TPEThEro JIHIa
MHO>KECTBEHHOTO YUCIA («CITYIIANIN», «BBICTYIUINY, «ITOCTAHOBUINY, «PEHIHINY), B
COBMECTHBIX JOKyMEHTaX TEKCT U3JIaraloT OT MEPBOTO JIMI[a MHOKECTBEHHOT'O YHCIIA!
(«TTpuKa3bIBaEM», «PEIIMIN»). B 1emoBbIX (CIIy)KEOHBIX) MUChMaX UCIOJIB3YIOTCS (HOPMBI
U3JI0KEHHUSI:

*OT MepBOro JIMIIa MHOKECTBEHHOT'O YHUCIIa («IIPOCUM HApPaBUThY, MIPEICTABIsEM Ha
paccMOTpEHHEY);

*0T TpeThero juia efMHCTBeHHOTo uncia («Anmuauctpanus OV Illkona Ne 1238 He
BO3paKaeT»);

*OT HEepBOro JIMIA AUHCTBEHHOT'O YKcia («CUUTAI0 HEOOXOUMBIMY, «IIPe/jiarato
pPaccMOTPETHY).

[Tpu ynotpeOiaeHnu B TeKcTe (haMUINi UL HHULIMAJIBI yKa3bIBatOTCs nocie Gpamunuu. B
JIEJIOBBIX (CITY’)KEOHBIX ) MACbMaX MOTYT MCIIOIb30BATHCS: - BCTYIINTEILHOEC

obOpanienne: YBaxxkaembld rocniognt MBanoB! YBaxkaemas rocrnosxa Ilerposa! ¥YBaxkaembrit
Hukomnaii IlerpoBuu! YBakaemas Onbra HukonaeBHa! YBakaemble rocroaa!

B obpatienuu mo 1o1KHOCTH HAMMEHOBAaHUE JIOJDKHOCTH MUIETCS ¢ IPOMUCHON OYKBBI, B
oOparteHny 1o (paMUITMM HHUIIAAJBI JIMIA HE YKA3BIBAFOTCS. - 3aKIFOUNTEIIbHAS YTHKETHAS
dbpaza: C yBaxkeHueM, ...

CtpaHuIlbl JOKYMEHTa HyMEPYIOTCS, HAUWHAsI CO BTOPOTO JIUCTA JIOKYMEHTA apaOCKUMH
nudpamu mocepeuHe BepXHero moisi. TeKCT JOKyMEHTa OTAENSETCS OT 3aroj0BKa ABYMS WIIH
TpPEeMsl MeXKIYCTPOYHBIMU UHTEPBAJIAMH HCIIOJIb3YEMBIMH B TEKCTE.

24. Otvetka o npuioxkenn OTMeTKa 0 MPUIIOKEHUH UCIIONIb3YETCs MpU OPOPMIICHUU TTUCEM U
MPHIOKEHUH K TUTAHaM, TIporpaMMam, OT4eTaM, TOJI0KEHUSM, TIPaBUIaM, HHCTPYKIIHUSIM U
JIpYTUM JOKyMEHTaM. B muchbmMax oTMeTka 0 mpuiokeHUH 0(hOopMIIsSeTCs MO TEKCTOM MUChMa
Ha pacCTosTHUH 1,25 cM OT IrpaHuUIIbI JIeBOTO 1moJIsl. Eciu mpuiiokeHrne Ha3BaHO B TEKCTE MHUCHMA,
B OTMETKE O MPUJIOKEHUH YKa3bIBACTCSI KOJIMYECTBO JMCTOB U KOJIMYECTBO HK3EMILISPOB
MIPHIIOKEHUS, HATIPUMED:

*Ipunoocenue: na 3 1. 6 1 7x3.

[Tpu HaTMYIUK HECKOJIBKUX TTPHIIOKEHUH, B OTMETKE O MPHIOKCHUHA OHH HYMEPYIOTCS,
YKa3bIBAIOTCS HAUMEHOBAHUSI KaXKJIOTO MPUIIOKEHHSI, KOJHUECTBO TUCTOB U KOJTHYECTBO
9K3EMILISIPOB, HAIIPUMED:

*Ipunoscenue: 1. Ilnan-epagux ... na 3 1. 6 2 9x3. 2. Cnpaeka o noomsepicoenuu gaxma
ooyuenus... na 1 1. 6 1 3K3.

Ecnu npunoskeHus cOpoIopoBaHbl, TO KOJTMUECTBO JTUCTOB HE yKa3biBaeTcs. Eciu mpunoxkenue
HATIPABIISIOT HE BO BCE YKa3aHHBIC B JIOKYMEHTE aJjpeca, TO OTMETKY O €ro HAIMYUU 0()hOPMIISIOT
CIEeYIOIUM 00pa3oM, HarpuMep:

*[punooicenue: na 3 1. 6 1 3x3. monbKo 8 nepawiil aopec.

Ha npumnoxxeHusx K npaBuiaM, HHCTPYKIUSAM, TOJOKEHUSAM, IIIaHAM, POTrpaMMaM, JOTOBOpaM
U IPYTUM JIOKYMEHTaM OTMETKA O MPHIIOKESHUN TIPOCTABIISICTCS HA TICPBOM JINCTE TIPUIIOKEHUS B
MIPaBOM BEPXHEM YTIy.

Ecim mpuoskeHue oJ1Ho, OHO He HyMepyeTcst. Ecii npuitoxkeHuid HECKOJIBKO, OHH HYMEPYIOTCS
(mpunoxenwue 1, mpunoxenue 2). B TekcTe ToKyMeHTa MPU MEPBOM YIIOMUHAHUU JOKYMEHTA-
MIPUJIOKEHHUS B CKOOKaX YKa3bIBaeTCs: ... (IPHIIOKEHUE) WIIH ... (pUjIokeHue 1); mepen
HOMEPOM TPUIIOKEHHSI IOMYCKAeTCsl CTaBUTh 3HAK HOMepa: ... (mpuioxenue N 2); B otmeTke o
MPHJIOKEHUH YKa3bIBACTCS HAMMEHOBAHKE BHJIa OCHOBHOTO JIOKYMEHTA, €T0 JIaTa ¥ HOMED,
HaIpUMep:

*Ipunoscenue N° 2 k npukazy MBOY Illxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunoskeHneM K JOKYMEHTY (HampuMep, K MpUKasy) sBIsieTcs YTBEPKIaeMblil TOKYMEHT,
(TTooXxeHwue, MpaBuiIa, MHCTPYKITHS, PETJIaMEHT | JIP.) B BEPXHEM IPABOM YTITY MPOCTABIISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKICHUS, HAIPUMED:

*Ipunoscenue YTBEPK/[EHO npuxazom MBOY [lxonra Ne 1238 om 08.06.2017 Ne 67




Bun u pazmep mpudra peksuzura "OTMeTKa 0 NPUIOKEHUU" TOIHKEH COOTBETCTBOBAThH BUY U
pa3Mmepy mpudTa TeKCTa TOKyMEHTA.

25. 'pud cornacosanus jokymventa I'pud cornacoBaHus JOKYMEHTA HCIIONB3YeTCs IPU
COTJIACOBAaHUU JOKYMEHTA C OpraHaMM BJIACTH, OPTaHU3aLUAMU WIH JTOJKHOCTHBIMU JIUIIAMH.
On cocrour u3 cnosa “COI'JTACOBAHO”, 101KHOCTH JIM1a, KOTOPHIM COIIACOBAH JOKYMEHT
(BKJIIOYAst HAUMEHOBAHUE OPraHU3allku ), TUYHOMN MOANUCH, pacIu(POBKYU MOITHCH
(vHMIIMATIOB, (DAMUJINH) U AATHI COTJIACOBAHMSL.

[Tpumep:

COIJIACOBAHO Hupexmop MBOY Ilxona Ne 1238 U U. Heanos 01.12.2019

['puc cornacoBanusi B 3aBUCUMOCTH OT BHIa JOKYMEHTa U 0COOEHHOCTEN ero opopmiieHus
MOJKET IPOCTABJIATHCA:

*Ha MepBOM JIUCTE JOKYMEHTA (€CIIU TOKYMEHT UMEET TUTYIbHBIN JIUCT, - HA TUTYJIHHOM JIHCTE)
B JIEBOM BEPXHEM YTy Ha ypoBHE rpuda yTBEep>KJICHHS WIX 1I0J] HAMMEHOBAaHHEM JOKYMEHTA
OJbKe K HIDKHEMY TTOJTIO);

*Ha MOCJIETHEM JIMCTE TOKYMEHTA 0]l TEKCTOM;

*Ha JIMCTE COTJIaCOBaHUS, SBISIOUIEMCS HEOTHEMIIEMOM YacThIO TOKYMEHTA.

Bueinee cornacoBaHue Takke€ MOKET ObITh OCYILIECTBIEHO APYTUM JTOKYMEHTOM - ITUCHMOM,
npotokoiom, npukazoM. [lpumep: COI JIACOBAHO npukazom [O2M om 01.07.2017 Ne 01-
01/54

26. Buza CornacoBaHue MmpoeKTa JokyMeHTa oopmisiercs: Bu3oi. Buza npoctasnsercs
COOCTBEHHOPYUYHO JIML[OM, BU3HPYIOIIUM JOKYMEHT, U BKIIOYAET B c€0sl HAMMEHOBAaHUE
JOJKHOCTU BU3UPYIOIIETO, €ro JIMYHYIO MOANUCH, pacIu(pPOBKY NOIMUCH (MHULIAABI,
¢damunuio) u aary. [pumep:

3amecmumens oupexmopa U.O. @amunus 03.03.2020

JlonyckaeTcst IOJIMCTHOE BUSUPOBAHKME TOKYMEHTA U €ro npwioxenui. [1pu nannmuun
3aMEYaHHi, TOTMOTHEHUN K MTPOEKTY TIOKYMEHTA BU3a JIOMOJIHIETCSI COOTBETCTBYIOLIUM
yKazaHueM. J{s 1oKyMeHTa, OAJTMHHUK KOTOPOTO OTIPABIISIOT U3 IIKOJIbI, BU3bI
MPOCTABJISIFOTCS Ha SK3EMILIApaX JOKYMEHTOB, IOMEIIaeMbIX B Jeno. /st mokyMeHTa,
MOJJIMHHUK KOTOPOI'O OCTAETCS B IIKOJIE, BU3bl COTJIACOBAHUS ITPOCTABISAIOTCS HA 000poTe
MOCJIEAHETO JIUCTA MOAJMHHUKA JOKYMEHTA WU HA MTOCJIEHEM JIMCTE TOKYMEHTA IO
MOJIMHUCHIO.

27. [loanucs [oanuck BKIIIOYAeT: HAMMEHOBAHUE JI0JDKHOCTH JIMLIA, MTOANUCABILIET0 TOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOJNNCH; pacIMPpOBKY NoANUCH (MHUIMAIBI, pamuinus): [Ipumep:
Hupexmop nuunas noonuce 1.0.Pamunus

Ecnu nokymeHT oopmiieH He Ha OJlaHKe, B HAUMEHOBAHKE JOKHOCTH BKIFOYAETCS
HalMEHOBaHUe 00111e00pa30BaTeIbHON Opranu3auy (IoJHOe Ha3BaHue MIKOoJIbl). Jlomyckaercs
B pekBu3ute "[loAnuch M0JKHOCTHOTO JIHIA" IEHTPUPOBATh HAMMEHOBAHHUE TIOJDKHOCTH JIUIIA,
MOJIUCABUIETO TOKYMEHT, OTHOCUTEIIBHO CaMOM IIMHHOU cTpoku.  IIpu nmoanucanun
JIOKYMEHTa HECKOJIbKMMHU JTOJKHOCTHBIMM JIMIIAMH Pa3HbIX JOHKHOCTEHM UX MOIMUCH
pacrosararoT OJHy IOJ IpYroi B IOCIEN0BAaTENbHOCTH, COOTBETCTBYIOLIEH HepapXuu
3aHuMaeMoin pomxHoctu. [Ipumep: Jupexmop nuunas noonuce U.0.D. 3amecmumens
oupexmopa nuunas noonucy U.0.D.

[Tpu nmoanucanny JOKyMEHTa HECKOJIbKUMHU JINLIAMHU PABHBIX JTOJKHOCTEN MX MOJMUCH
pacnosararoT Ha OJHOM ypOBHE. B 1oKymMeHTax, COCTaBIEHHBIX KOMUCCUEH, YKa3bIBAETCS
CTaTyC JIMIa B COCTaB€ KOMUCCHH: MPOCTABIEHUEM KOCON YepThI Nepe]l HANMEHOBaHUEM
JOJDKHOCTH (100aBIIATh Kakue- TM00 MPUCTaBKH).

Ecnu aupekTop mIKobl Ui HHOE YITOJIHOMOYEHHOE Ha MOIUCaHHe JOKYMEHTA JINLO BPEMEHHO
OTCYTCTBYET (OTILYCK, 00JI€3Hb, KOMAaHAWPOBKA) WJIH JTOJDKHOCTh BaKaHTHA, TO JIOKYMEHT
MOJIMHUCHIBAET COTPYIHUK, YIIOJTHOMOYEHHBIN Ha MOJMMCAaHUE B COOTBETCTBHUHU C
pacopsAUTENbHBIM JOKYMEHTOM WJIM HAJIEIIEHHBIN IOJTHOMOYHSAMH, YCTAHOBIEHHBIMU
MpHUKa3oM KOsl WK yupenutens (JAOrM), ¢ ykazanueMm cBoel JOHKHOCTH U ITOJIHOMOYUS,
HanpuMep:




3amecmumens oupexmopa noonucey M.0. @amunua vnn: Hcnonuarowuii 00sa3anHoCmu
oupexmopa noonucsy U.0. @amunus vim u.o. oupekmopa noonuce U.0. @amunus

PexBusur "[loanuck 1OMKHOCTHOTO JTUIA" MOKET OBITH OhOpMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Harpumep, IpU HAlMCaHUH CITYKEeOHOM 3arnucku 6€3 TPUMEHEHUsI TEXHUUECKUX
cpeacTB) 60 0(hOPMIIEH C HCIIOB30BaHUEM TEXHHUUECKUX CPeACTB. B cimyyae opopmieHus
pekBusuTa "[loanuch 10KHOCTHOTO JIMIA" ¢ UCIIOJIB30BaHUEM TEXHUYECKUX CPEJICTB BUI U
pa3Mep mpudTa yKa3aHHOTO PeKBU3UTA HE MOKET OTIMYAThCS OT BUJIA U pa3Mepa mpudTa
OCHOBHOT0 TekcTa HokymeHTa. PexBusut "[loanucek JOKHOCTHOTO JIMIA" OTJESAETCS OT TEKCTa
TPEeMsI T YETHIPEMSI OJIMHAPHBIMU MEXKTyCTPOUYHBIMH UHTEPBAJIAMHU.

28. [leuats IleuaTs siBAsIETCS CIIOCOOOM MOATBEPIKACHUS MOATMHHOCTH MOAMUCH JOJIKHOCTHOTO
nuna Ha JokyMmeHTe. [leuaTs cTaBUTCS Ha IOKYMEHTAaX B CIIydasiX, MPeyCMOTPEHHBIX
3aKOHOJATEIbHBIMU WJIM MHBIMH HOPMATHUBHBIMH IIPAaBOBBIMU akTaMu. [leuaTs cTaBUTCS Ha
CBOOOIHOM OT TEKCTa MECTE, IIPH STOM OTTHCK IeYaTH HE 3aXBATHIBACT JTMYHOU IMOAMICH
JOJKHOCTHOTO JIIA MOMKICABILEro JOKYMEHT, WU B MecTe, 00o3HadueHHOM «MID» («Mecto
nevarny»). B JokyMeHTax, MOATOTOBICHHBIX HA OCHOBE YHU(DUIIMPOBAHHEIX (HOPM, TIeUaTh
CTaBUTCS B MeCTe, 0003HaYeHHOM oTMeTKoi "MII" v uHBIM 00pa3om.

29. Ormvetka 00 mcnosnnutesre OTMeTka 00 UCTIOTHUTENE (aBTOPE) JOKYMEHTA IPOCTABIISCTCS Ha
MUChMAaX IIKOJIBI B JIEBOM HIKHEM YTITY JIMLIEBOM CTOPOHBI MOCIETHETO JIUCTA TIOKYMEHTa OT
TPAHUIIBI JIEBOTO TOJISI WJIK, TIPH OTCYTCTBUU MECTA, - HA 00OPOTHOM CTOPOHE BHU3Y CJICBA.
OtMmeTKa BKITIOYaeT (paMHIInio, UMsi, OTYECTBO UCIIOTHUTEISI U HOMEp €ro Teie(oHa, a TaKkxKe
OTMETKa 00 UCITOJIHUTENIC MOKET JIOMOJHATHCS HAMMCHOBAHUEM JIOJDKHOCTH M AJICKTPOHHBIM
aapecom ucnonuutens. [Ipumep:

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

30. Ormetka o 3aBepenny kornuu J1Jis mOATBEP>KIEHUSI COOTBETCTBHS KOMHUHU (BBIMMCKH U3
JIOKYMEHTA) MOTMHHUKY JOKYMEHTA Ha MOCJIECIHEM JINCTE KOMUU (BBITUCKH U3 JOKYMEHTA) MO/
pexBuzuToM "[loanuce" opopmisercs pekBu3uT «OTMETKa O 3aBEpeHUH KOMUn». OTMETKa O
3aBEpPEHUU KOIMHU BKIIIOYAET: CII0OBO «BepHoy, HauMeHOBaHKE JOKHOCTH JIMIIA, 3aBEPUBIIIETO
KOIUIO, COOCTBEHHOPYYHYIO MOAMKCH, pacin(pOBKY MOANUCH (MHULIUAJBI, aMUIIHIO), ATy
3aBEpPEeHUs KOMUU JOKyMeHTa. PekBu3uT «OTMETKA O 3aBEpEHUN KOIIUI» MOXKET ObITh
odopMIIeHa OT PYKH UITU C UCIIOJIb30BaHUEM ITamma. JlomyckaeTcs 3aBepsITh KX IbIil TUCT
MHOTOCTPAaHUYHOM KOTHH JIOKYMEHTA.

31. Ormetka o noctyniennn jokymenTa OTMETKa O MOCTYIJICHHH JOKYMEHTa COJEPKUT
BXOJISIIIIMIA PETUCTPAIIMOHHBIN HOMEP U JaTy MOCTYIUIEHUs ToOKyMeHTa. Jlomyckaercs yka3zaHue
YacoOB U MUHYT MOCTYIUIEHUSI JOKYMEHTA C 3aBePEeHUEM TOJIMTUCIMU 3aUHTEPECOBAHHBIX JIUII.
OTMeTKa O MOCTYIJIEHUH JJOKYMEHTA MOKET MPOCTABIISITHCS C MCIIOJIb30BAHUEM IIITaMIIA.

32. Pezomoryst Pe3omons colepKUT yka3zaHUE 10 UCTIOTHEHHIO ToKyMeHTa. OHa
odopmiseTcs Ha CBOOOTHOM MecTe paboyero mosist TOKyMeHTa. Pe3osionus BKIII0YaeT B ce0s:
bamMuIH0, UHUIUABI UCTIOHUTENS (UCIIOIHUTENEH ), TOPYYEHHE MO0 TOKYMEHTY, MOAMKCH
aBTOpa PE30JIOLUHU U 1aTy 0pOpMIICHUS pe30ItolMU. Pe3omtonus, o yCMOTPEHUIO JIMIIA,
JAIONIETO MOPYYCHHUE, MOKET BKITIOYATh B €01 TAKKE CPOK HCIIOTHEHUS TOKYMEHTA.
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