TOCYJIAPCTBEHHOE BIO/[KETHOE
OBIIEOBPA3OBATEJBHOE YUPEKIEHUE
«CPEJIHSAA IIKOJIA Ne 1 TOPOJICKOT'O OKPYTA MAKEEBKA»
JTOHEITKOM HAPOJHOM PECITYBJIUKHU

[TPUHATO YTBEPXIALIO
DEIISHUEM [IEAArOTHYECKOTO COBETA Hupextop I'BOY «CII Ne 1 I'.O. MAKEEBKA»
npotokorx ot 10.07.2024 r Ne 1 . B.H. [Tetposa

Heamqr «10» momst 2024 1. Ne 4)

IHosoxenne
0 JOKYMEHTO0000pOoTe OpraHu3annumn



1. O0mee nmoJio:keHue

1.1. Hacrosmas MacTpyknust mo aesonpounssoacty B [BOY «CII Ne 1 T.O. MAKEEBKA» (nanee
- mKojya) paspaboraHa B cooTBeTcTBUHM ¢ DemepanbHbIM 3akOoHOM OT 29.12.2012 Ne 273-®3 "O6
obpazoBanuu B Poccuiickoit ®enepanuu" ¢ usmenenusimu Ha 29 nekabps 2022 roga, TOCT P 7.0.97-
2016 «Cuctema cTanaapToB 1o HHGOPMAIUH, OUOTHOTEUHOMY M M3aTEIIbCKOMY JIETY,
«OpFaHI/IBaHHOHHO—paCHOp}I,I[I/ITCHBHaH AOKYMCHTaI . Tp€60BaHI/I$I K 0(1)OpMJ'IeHI/IIO AOKYMCHTOB», a TaK¥Ke€
YcTaBoM KO U APYTUMU HOPMaTUBHBIMU ITPaBOBEIMU akTamMu Poccuiickoit denepanum, perimaMeHTHPYIOMUMHI
NeATEITHLHOCTH 001Ie00pa30BaTEIHHBIX OpPTraHM3aAIIHH.

1.2. JlaHHas MHCTPYKIHMS 10 JIEIONMPOU3BOJCTBY B OpraHu3aiiu (majigee - MHCTpyKIms) 0003HAYACT
MpaBuJjIa MOJATOTOBKU U OPOPMIICHUS JOKYMEHTORB B IIIKOJIC ONIPEEIIsAeT CTaHAapThl 0OPMIICHUS
PCKBU3UTOB, 0JIaHKOB JOKYMCHTOB, COCTAaBJICHUSA IIPHUKA30B, MOJIOKCHHUH HHCprKHHﬁ, a TaKXKXC PCriIaMCHTUPYCT
(bOpMHpOBaHI/Ie ACIT U UX TCKYUICC XPAHCHUC, ITIOATOTOBKY JOKYMCHTOB U ACI K IMIEPpEaAavC Ha apXUBHOC XpPaHCHUC
B IIIKOIJIC.

1.3. WHCTpYKIWS IO IETONPOU3BOCTBY B IIKOJIE pa3paboTaHa B IEISAX YCTAHOBICHUS ¢MHBIX
TpeOOBaHWI K IOATOTOBKE, OOpabOTKEe, XPAaHCHHWIO W WCIIOJIB30BAHUIO OOPa3yIONIMXCsl B ACATCIBHOCTH
00111600pa30BaTEIHLHOM OPraHU3AIMH | ITOCTYIIAIOIINX B IITKOJIY JOKYMEHTOB, a TaKXKe
COBCPHICHCTBOBAHUA U MOBLIIIICHUA 3(1)(1)6KTI/IBHOCTI/I ACIOIIPOU3BOACTBA IIKOJIBI.

1.4. Tlonoxenus WHCTPYKIMH pacIpOCTPAHSIOTCS Ha OpPraHU3alii0 pPabOThI C JOKYMEHTaMH
HE3aBHCUMO OT BHJIA HOCUTENSA, B TOM YHUCJE C AJIEKTPOHHBIMHM JIOKYMEHTaMH, BKJIIOYas MOATOTOBKY,
00paboTKy, XpaHEHUE U UCTIOIH30BAHUE TOKYMEHTOB, OCYIIECTBISIEMBIMHU C TTIOMOIIBIO HH()OPMAIIMOHHBIX
TCXHOJIOTHUH.

1.5. Opranuzanmio, METOIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JCTONMPOU3BOACTBA K KOHTPOJIb
3a coOmroieHneM HacTosimed WHCTPYKIMM B IIKOJE OCYIIECTBISCT OTBETCTBEHHBIM 3a BEIACHHE
JIeTIONPOU3BO/ICTBA.

1.6. TlpaBa u 00s3aHHOCTH PabOTHHUKOB, OCYIIECTBIIAIONINX PabOTy C JOKYMEHTAMH B CTPYKTYPHBIX
MOJpa3/IeICHUSX IIKOJIbI, YCTAHABINBAIOTCA TOHKHOCTHBIMUA UHCTPYKIMSIMHU UJIU TIPUKA30M

JUPEKTOPA.

1.7. Csenenus, comepamiiecs: B JOKYMEHTax, MOT'YT ObITh HCITOJb30BAHBI TOJBKO B paO0OUYHX IESIX B
COOTBETCTBHUU C IMOJITHOMOYHUSMHU COTPYIHUKA, pabOTaIOIIEro ¢ ToKyMeHTaMu. Pabora ¢

JIOKYMEHTaMH BHE TTOMEIICHWH IMKOJBI HE MomyckaeTcs. [lpu yTpare HOKYMEHTOB TPOBOAMTCS CIy)KeOHas
pOBEpKa.

1.8. TlIpu yxoje B OTIyCK, epeBoie (IepeMeIeH | ) IT0 paboTe WiIK B Cliydae YBOJBHEHHUS COTPYTHHUK
00s13aH mepeaaTh Bce HaXOASIINUECs Y HEro JOKYMEHTBI HHOMY COTPYIHUKY,

onpeAesEHHOMY B COOTBETCTBUM C YKa3aHUEM HEMOCPEICTBEHHOTO PYKOBOAUTEINS YBOJIBHIEMOTO, YXOSIIETO B
OTITYCK WJIM IEPCBOAAIICTOCS (r[epeMeLuaeMoro) 110 pa60Te COTpPYAHHUKA.

1.9. WucTpyKuus 1Mo BeICHHIO AETOMPOU3BOICTBA 00sI3aTeIbHA [Tl COOIOICHUS BCEMU
pabOTHHUKAMU IIKOJIBI. BHOBE NMPUHATHIC HA PabOTy COTPYIHUKH, B JOIHDKHOCTHEIC 00S3aHHOCTH KOTOPBIX BXOJUT
BEJICHNC JTOKYMCHTAIINH, B TeUeHHE TPEX paboumx AHEHW CO IHSA W3MaHWS MPHKa3a O Ha3HAYCHWH HA JOJDKHOCTH
JOJIDKHBI OBITH 03HAKOMJIEHEI C HaCTOHH.[CfI I/IHCTI)YKL[I/Ieﬁ 104 MMOAITMCh.

2. IIpaBujia moAroOTOBKH M 0(popMJIEHUS JOKYMEHTOB

2.1. B nmesTenbHOCTH HIKOJBI CO3/1a€TCs KOMIUIEKC OPraHU3aIl[HOHHO PACTIOPSIUTEIBHBIX JTOKYMCHTOB:
MPHUKA3bl, TIOJIOKEHUS, MMPaBUIIA, HHCTPYKIIUHU, PETIIAMEHTHI; MTPOTOKOJIBI 3aceJaHuil (COBEUIAaTEeIbHBIX,
KOOPJWHAIIMOHHBIX, AKCHEPTHBIX M Jp. OPraHOB), aKThl, AHAJUTHYECKHE CIIPABKH, IOKJIAIHBIC H
cirykeOHbIe 3amUCKU, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHUS), JeioBas (CIy)KeOHas) Mepemnucka u Ap.
COCTaBISIIOTCS W OQOPMIIAIOTCS  CHEIHMATbHBIE JOKYMEHTBHI, CBS3aHHBIE C IUIAHHPOBAHUEM
00pa30BaTeNbHON NEATEIHPHOCTH U OCYIIECTBICHHEM X03SHCTBEHHBIX MEPOTIPUSATHH, BEICHUEM yUeOHO-
NIeIarOTMYECKOr0 y4eTa, OpraHHM3alyel JeIOMPOU3BOJCTBA IIKOJIBI, OOeCIieYeHHeM OyXTralTepcKOro
ydera.

2.2.  JIOKYMEHTBI MOTYT CO3/IaBaThCs Ha OyMaKHOM HOCHTEJIE U B 3JIEKTPOHHOM (hopMe ¢ COOITI0ICHHEM
YCTaHOBJICHHBIX MPaBIII 0POpPMIICHHS TOKyMeHTOB. [Ipr co3qannu TOKyMeHTa Ha JBYX 1 0ojiee CTPaHUIIax
BTOPYIO M MOCIIENYIOIINE CTPAHULIBI HyMEPYIOT.



2.3. Howmepa cTpaHull IpOCTABISAIOTCS MOCEPEIUHE BEPXHETO MOJISI JOKYMEHTa Ha PACCTOSIHUU HE MEHEE
10 MM OT BepxHero Kpas jiucta. Jlormyckaercst co3ilaHre JOKYMEHTOB Ha JINIIEBOW U 00OPOTHOM CTOpOHAX
JIUCTA.
2.4. Tlpu ABYCTOPOHHEM CO3aHHH JOKYMEHTOB LIMPUHA JICBOTO MMOJISI HA JIUIIEBON CTOPOHE JIHCTA U
IPaBOTo I0JIsE Ha 000POTHOM CTOPOHE JINCTA JOJKHBI OBITH PaBHBI.

3. PekBM3UTHI JOKYMEHTOB

3.1.  JInst peKBU3HTOB JOKYMEHTOB, CO3/[aBaEMbIX B IIIKOJIC YCTAHABIMNBAIOTCS MPABHJIA U TPEOOBAHUS B
cootBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocraB peKBH3UTOB KOHKPETHOTO JOKYMEHTA ONPEICIISCTCS €ro BUIOM U Ha3HAYCHHEM.
3.3. pu moaroToBke 1 0HOPMICHHUHN TOKYMEHTOB B IIIKOJIE HCIOIB3YIOTCS CIICAYIONIHE PEKBU3HTHIL:
+  K0a (OpMBI TOKYMEHTA,;
+  HaMMEHOBaHHE IIKOJIbI;
+  CIIpaBOYHBIE JAHHBIE O IIKOJIE;
+ HAWMMEHOBaHWE BUJA JOKYMEHTA;
+  J1aTa JIOKyMEHTa;
+  perHCTpAIlMOHHBIN HOMEP TOKYMEHTA,
+  CCBbUIKA Ha PETUCTPALIMOHHBIA HOMEpP U JaTy IOKYMEHTA;
+  MECTO cocTaBlieHUs (M3/1aHUsl) JOKYMEHTA;
+ ampecar;
+ Tpud yTBEpKICHUS TOKyMEHTA;
+  3aroJOBOK K TEKCTY;
*  TEKCT IOKYMEHTA;
+  OTMETKa O MPHJIOKEHUH;
+ Tpud COrlacoBaHMs JOKYMEHTA;
+  BU3A;
*  TIOAIHCH;
+ OTMeTKa 00 3JIEKTPOHHOH MOATHNCH;
+ TICUaTh;
+  OTMETKA 00 UCIOIHUTEIIE;
+ OTMETKa O 3aBEPEHUU KOIHU;
+  OTMETKa O MOCTYIUICHUHU IOKYMEHTA,
*  PE30JIOLHSL.

4. bJiaHKM 1OKYMEHTOB
4.1. JloxyMeHTBbI, co31aBaeMbIe B IIKOJIe, OpOPMIISIOTCS Ha OJIaHKaX, H3TOTOBJICHHBIX Ha CTaHIapTHBIX
mucrax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).

OtnenbHbIC BUJIBI JIOKYMEHTOB (TaOIUIIBI, CXEMBI, CMETBI) JIOIyCcKaeTcs: 0pOpMIIITh C UCTIONL30BaHUEM QopMaTa

A3 (420x297MM). JIoKyMEHTBI, COCTABIIAIOIINEC BHYTPEHHIOI MIEPEUCKY, 0QOPMIISIFOTCS Ha CTaHAAPTHBIX JTUCTAX
oymaru popmara A4 (210x297 mm) Oe3 HCTIOTB30BaHUS OJAHKOB.
4.2. Kaxmaslii 1ucT T0KyMeHTa, 0(OPMIICHHBIN Ha OJ1aHKe WK Oe3 HETo, JI0JIKEH UMETh OJIs HE MEHEe:
+ 20MM - IIEBOC;
« 10mMM - mpaBoe;
« 20MM - BepxHee;
« 20MM - HUXHEE.
4.3, JIOKYMEHTHI ATUTENBHBIX (CBBIIIC 10 J€T) CPOKOB XpaHEHUS JOKHBI HIMETh JICBOE MOJIC HE
MeHee 30 M.
Bupl 071aHKOB JOKYMEHTOB MPUMEHAEMBIX B IIKOJIC:
«  00muii OMaHK;
+ 0JaHK IIHCHMA;
+ OJIaHK KOHKPETHOTO BU/1a TOKyMeHTa (OJaHK MpHKa3a, OJIaHK pacnopspKeHus, OJIaHK IPOTOKOJIA

u ap.)



1.2. OG6pasupl pa3pabOTaHHBIX W TNPHUMEHSEMBIX B IIKOJE OJAHKOB IOUIC)KAT BKIIOYCHHIO B
WHCTPYKIIHIO TI0 ICTIOMPOU3BOJICTBY IIKOJIBI B KAYECTBE MPHIIOKEHH (TIprIToskeHue 3 Ha 3 JucTax).

2. Ilpuka3ssl

2.1. Tlpukazamu ohopMIISIOTCS PELICHUS 110 ONEPATUBHBIM, OPTraHU3AI[MOHHBIM, YICOHBIM, KaJIPOBBIM
(mpunokenue 2 Ha 9 nucTax) U APYTrUM BOIPOCAM PaOOTHI HIKOJBI.

2.2. TIpoeKThI MPHKA30B TOTOBSAT OTBETCTBEHHBIC HCIIOJIHUTEIM Ha OCHOBAHHH TTOPYICHHI
JUPEKTOpa, ero 3amectutesnel. [IpoekTsl IpUKa30B 10 JMYHOMY COCTaBY TOTOBHUT CIIELUAIIUCT 110 KaJpaM.

2.3. B mpukazax TEKCT U3JIaracTcs OT MepBoro Juia eauacTBeHHoro urcia («[IPUKA3BIBAIOy).
2.4. TekcT mpHWKaza MOKET COCTOSTh W3 JBYX 4YacTed: KOHCTaTWpyromie (mpeamOynel)
PacoOpsAAUTEILHOM.

2.5. B KOHCTaTHPYIOIIEH YaCTH KPaTKO U3J1aratoTCs 1ENd U 3a1a4, (PaKThl B COOBITHS,
MOCITYKUBIIIE OCHOBaHWEM [UIS W3MaHMWs Tpukaza. OHAa MOXET HadyWHAThCA ciioBamu "B mensax", "B
cootBeTcTBUM", "Bo mcnonHenwe", u T.A. Ecnm mpuka3 u3gaeTcs Ha OCHOBaHMM JAPYroro AOKYMEHTa, TO B
KOHCTATHPYIOIICH YacTH yKa3bIBa€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTa, €r0 J1aTa, HOMep | 3aroyioBok. [IpeamOyia
B TIpoeKTax mprka3oB 3asepmaetcs ciioBoM «[IPUKA3BIBAIO», koTopoe neuaTaercs 3ariiaBHBIMU OyKBaMu.

2.6. PacrnopsimuTenbHas 4acTh JOJDKHA COJEPXKATh IMEPEUYMCIICHHE MPEANUCHIBACMBIX ICHCTBHHA C
YKa3aHUCM HUCHOJHHUTCIA KaKA0Io I[CﬁCTBHH Hu, 1pu H€O6XO,Z[I/IMOCTI/I, CPOKOB HCIIOJIHCHHA.
PacnopsiauTenbHas 4YacTh JENUTCS Ha IMYHKTHI M TOANYHKTHI, KOTOpBIE HYMEpPYIOTCS apaOCKUMHU
nudpamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT OBbITh IEPEYUCIICHBI B OJHOM ITyHKTE.

2.7. B KadyecTBe WCHOJHUTENCH YKa3bIBAIOTCS 3aMECTUTEIM JUPEKTOpa, MPEACEAaTeIH MK
PYKOBOIUTENH pabOUnX TPy (KOMUCCHUT).

2.8. Ecnu nmpuka3 U3MEHSET paHee M3IaHHBIN TOKYMEHT (IIYHKTHI JOKYMEHTA), TO OJHH M3 MYHKTOB
pacnopsAUTEeNbHOM YacTH TEKCTa JIOJDKEH COJEepXKaTh CChUIKY Ha HM3MEHSEMBbIH JOKYMEHT (ITyHKTBI
JIOKYMEHTa) C YKa3aHHEM €ro JaThl, HOMEpPa U 3arojioBKa.

2.9. Ecnu mpuka3z OTMEHSET [CHCTBHE paHee HW3JaHHOTO [OKyMEHTa (MyHKTOB [OKYMEHTa) ¢
OHpGI[GJIGHHOfI AaTbl, TO OAHWH W3 ITYHKTOB paCHOp}II[I/ITeJIBHOI\/'I JaCcTu TEKCTa OOJIKEH HAYUHATLCA
cioBamu "lIpu3HaTh yTpaTMBIIMM CHITY...", Jlajee yKa3bIBaThCsl JaTa, HOMEpP W 3arojioBOK paHee
U3JIaHHOTO JJOKYMEHTA (ITyHKTa JTOKYMEHTA), a TAKXKe J1aTa, C KOTOPOH OTMEHSIETCS €To JCHCTBHE.

Ecan AaTa HC yKa3aHa, TO ,I[eflCTBHC PpaHeC U3AAHHOI'0 NOKYMCHTA (HYHKTBI )_IOKYMCHTa) OTMCHACTCA C AaThbl
HU3aaHWd HOBOI'O IIpHKasa.

2.10. Ecnu npuka3 OTMEHSET paHee W3JaHHBIA JOKYMCHT ¢ MOMEHTA M3JaHUs, TO OJWH M3 MMyHKTOB
pacnopsiANTENIbHOM YacTH TEKCTa JIOJDKEH HAuMHAThCs ciioBaMU "OTMEHUTH..." M YKa3bIBaThCs JaTa,
HOMED U 3aroJ0BOK paHee U3JaHHOTo JoKyMeHTa. 5.11. Eciu npuka3 npeanonaraercs BBECTH B
I[eﬁCTBHe HC C MOMCHTA €TI0 U3JJaHUsI, HCO6XOI[I/IMO YKa3aTb CPOK BBCJICHUA €TO B HeﬁCTBHe.

HOCJ’ICI[HI/If/’I ITYHKT paCHOpHI[I/ITCJILHOﬁ YaCTHU MOXKET COACPKAThb CBCACHUA O NOJLDKHOCTHOM JIMIEC, HA KOTOPOC

BO3JIara€TCs KOHTPOJIb 3a UCIIOJTHCHHUEM IIpHUKa3a.

5.13. TIpuka3ssl HOAMKUCHIBAIOTCS TOJNBKO JUPEKTOPOM LIKOJIBI WIIM PAOOTHHKOM, HCIONHSIOIINM €r0
00s13aHHOCTH.

5.14. OTBeTcCTBEHHOCTh 3a O0ECICUYCHHE CBOCBPCMEHHOW M KAaYeCTBEHHOW MOATOTOBKH IMPOCKTOB
NPUKa30B U MX COIIACOBAaHHE C 3aMHTEPECOBAHHBIMH PAaOOTHHUKAMU M OPraHH3ALMUSMH HECYT aBTODEI
HPOEKTA IPHKa3a.

5.15. PeructpanyioHHple  HOMepa IPUCBAWBAIOTCS MpUKa3aM IO TOPSAAKY HOMEPOB B Iperernax
KaJICHOApHOTO rojaa.

5.16. [lara perucrparuu npukasa sBIsSCTCS aTOM €ro MOIIMHCaHHS.



3. IIpaBuia, noJioKeHusi, HHCTPYKIUH

3.1. TlpaBuiaa — HOPMATHBHBIA aKT, OMPEACIAIONUIMNA MOPAIOK KAKOro-Iu00 BHIA ACATEIHLHOCTH,
YCTaHABIUBAIOIINMI WIX 3alPEIIAOIINANA OIIPENCICHHOE TIOBEACHUE.
3.2. [TlonoxeHWe — HOPMATHBHBIM aKT, JAETAIbHO PETIAMECHTHPYIONIUI MPAaBOBOW CTATYC, MOPAIOK
OpTaHMU3aINH U MPOLIEAYPY KAKOTO-TUO0 BUJA IEATEITHHOCTH.
3.3.  HWHCTpyKIMs — HOPMATHBHBINH aKT, U37aBaCMblii B ICJISX PA3bICHCHUS U ONPEICIICHUS MOPSIKa
MPUMEHEHUS COOTBETCTBYIOIIETO HOPMAaTUBHOTO aKTa JIMOO C IENbI0 YKa3aHUs HOPM O CIIoco0ax
BBITIOJTHCHUS OTIPEJICIICHHBIX OTICparui (IeHCTBHI).

3.4. TlpaBuia, MOJOKECHHUS, HHCTPYKIMH TIPUHUMAIOTCS (B 3aBUCUMOCTH OT BUJIA JIOKYMEHTA) Ha
YpasmstoieM coBeTe, 3aceqanusix [Ipodcoro3HOro KOMUTETA MIKOJIBI U YTBEPKIAIOTCS JTUPEKTOPOM.
3.5. TlopsAmok MOATOTOBKH MPOCKTOB IMPABUII, TOJIOKCHUS, WHCTPYKIMM COOTBETCTBYET OOIIEMY
MOPSIKY TIOATOTOBKH MPOESKTOB MPUKA30B 0011e00pa30BaTeILHON OpraHu3aIiy.
3.6. TeKcT npoeKTa IMOJIOKEHHS, TIPaBHJI, HHCTPYKIIUH [IeYaTaeTCs Ha YUCTOM JINCTEe Oymaru gopmara
A4.

3.7. OraMYuTEIbHBIMH XapaKTEPUCTHKAMH TEKCTOB IPABHJI, TIOJIOKCHHUS, HHCTPYKIIHH SIBJISIFOTCSL:

*  TOYHOCTb NHPUMEHSAEMBIX (HOPMYIHPOBOK O€3 HCHOJIB30BAaHUS CJIOB M TMOHATUH, MMEIOIIMX
MHO>KECTBEHHBIN CMBICI;

*  HCIIOJIb30BAHME KOPOTKUX TNPEUIOKEHHUM, OOIIENPUHATHIX BBIPAXEHUM U CBA30K, NpHU
HEOOXOUMOCTH - TPEIBAPUTEILHOE OMPEICIICHUE HCIIONIB3yEeMbIX TOHATHN, COKpAIlCHUH,
ab0OpeBuaryp;

+  ONHUCaHHE BCEX BO3MOXKHBIX BAPUAHTOB COOBITHIA 1 COOTBETCTBYIOIIUX UM BApUAHTOB JACHCTBHIA,
T.€. IOJIHOTA MpeCTaBlIeHUsI HHGOpMAIUY;

*  CTPYKTYPUPOBAHHOCTb TEKCTa C IEJbI0 JIOCTHKEHUS HAWIy4llIed MOoCIeq0BaTeIbHOCTH
M3JI0KEHUSI MaTepHaa;

+  MHUHUMH3AIUS TEKCTAa C TIOMOIIBIO TMPUMEHEHUs 0000meHuii (0030pOB MpenoIaraeMbIx
NENCTBUI) U TPUMEHEHUE NIepeuncieHni (3a/1a4, 3TarnoB, YCIOBHUM H T.11.).

3.8. B 3aBHCHMOCTH OT CJIO)KHOCTH M 00beMa pa3pabaThIBACMbIX MPABHII, TIOJI0KEHHS, HHCTPYKIHH -
TEKCT IOKYMEHTA JIEJIUTCS Ha IJ1aBbl, TYHKThI U MOAMYHKTHIL. [ J1aBbl JOJIKHBI UMETh HA3BAHMUS.
Hywmepanus npousBogutcst apaOCKUMH HUPPAMH.

4. IlporokoJ 3aceqaHus (COBeIIAHUA)

4.1. TIpoToKOJX — JIOKYMEHT, B KOTOPOM (DUKCHPYETCS XOJI OOCYXICHHS BOIPOCOB W IPUHSITHS
penieHuit Ha coOpaHUsAX, COBEIIAHUIX, KOH(PEPEHIMIX U 3aCeTaHUsIX KOJIJICTUAIbHBIX OPTaHOB.
4.2. Tlporokon 3acemanus (CoBEIaHus) - (anee - mpoToKoi) ohOpMIISIETCS Ha YUCTOM JIHCTE OymMaru
dopmara A4.

4.3. PexBH3HT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT M3 JABYX YaCTEi: BBOJHOM  OCHOBHOM.
4.4. Bo BBOIHOWM Y4aCTH YKa3bIBalOTCS MHUIHAJIBI, (AMUINU U JTOHKHOCTH TPEICEIaTeIbCTBYIONIETO,
CeKpeTapsi, MPUCYTCTBOBABIINX HA 3aCEaHUM U, TPU HEOOXOIMMOCTH, JIHII, TPUTITAMICHHBIX HA
3acexanue (COBEIIaHMe).
4.5. BBogHas 4YacTh TPOTOKOJIA 3aKaHYMBACTCS IEPEYHEM PACCMATPUBACMBIX  BOIPOCOB,
MEPEUYMCIICHHBIX B MOPSAIKE UX 3HAUUMOCTHU C YKAa3aHUEM JIOKJIATUYMKA 110 KaKIOMY
paccMaTpuBaeMoMy Borpocy. Bompocsl Gopmynupyrores ¢ npemiorom "O" ("O0"), mevyararoTcs OT TpaHHIIbI
JIEBOTO TIOJISl K HYMEPYIOTCS apaOCKUMHU IrdpaMu.
4.6. OcHOBHas 4YacCTh IPOTOKOJIA COCTOMT W3 pa3JejoB, COOTBETCTBYIOUIMX PacCMaTPUBACMbIM
BOIIPOCAM M UX HyMmepamuu. TekcT MpOoTOKoJa M3JIaraeTcsi OT TPETHEro JUIa MHOKECTBEHHOIO YUCiIa
("cmymamu", "BeicTyminu”, "mocranosun'”, "permam').
4.7. TIpoTOKOJ MOAMHUCHIBACTCS JIUIIOM, IMPEACEIATeI-CTBOBABIIMM Ha 3aceJaHWH (COBEHIAHHWH), U
cekpeTapéM 3acenanust (COBEIaHus).
4.8. Tlpu OTCYTCTBHH CEKpeTaps 3aceIaHusi, B TOM YHCIIE TPH IPOBEACHUH OIIEPATHBHBIX COBCIAHMUI,
JIOITYCKAETCs MOJANUCAaHUE MTPOTOKOIA TOJIBKO MPEACEAATETHCTBYOLINM.
4.9. TekcT mpOTOKOIIA TOJKEH OBITh OJArOTOBIICH HE TIO3JHEE TPEX JHEN CO JHS 3aCeIaHusl.



ITpOeKThI COOTBETCTBYIOMIMX ITYHKTOB ITPOTOKOJIA BUSHPYIOTCS TOKHOCTHBIM JIUIIOM OTBETCTBCHHBIM 3a
OJTOTOBKY.
4.10. [lata mpoTOKOJIA TOJKHA COOTBETCTBOBATH JTHIO ITPOBEICHHUS COBEIIAHMUS (3aCeIaHus).
4.11. Komuu mpoTOKOJIOB PaCChLIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3AIINSAM U JOHKHOCTHBIM JIMIIAM B
COOTBETCTBHH C YKa3aTeJeM PACChUIKH, KOTOPBIM COCTABISIET CEKPEeTaph 3aceanust (COBEIIaHUs).

5. Ilnaun

5.1.  Tlman — MOKyMEHT, yCTaHABJIMBAIOIINHI IIEPEYCHb HAMEYCHHBIX K BBITOJTHEHUIO MEPOIIPUATHIA, HX
MIOCJICI0BATEIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX MCIIOJTHUTEIICH.
5.2. Ilnan odhopmisercs Ha aucte OyMmaru dopmara A4 ¢ HCIOAL30BAHUEM CIIEYIONNX PEKBU3UTOB:
+  HAWMCHOBAHHME IIKOJIbI,
«  Tpu(d yTBEpKIACHHUS JOKYMCHTA,;
.+ JaTa JOKYMEHTa;
+  PETHUCTPAIMOHHBIA HOMEP JOKYMEHTA;
+ HaWMEHOBAHWE BUJA JOKYMEHTA;
+  3aroJIOBOK K TEKCTY;
*  TEKCT JOKYMEHTa;
«  HaWMEHOBaHME JOJDKHOCTH;
+  TOMMMKCH.
5.3. PekBu3uT — "TeKCT JOKyMeHTa" 0(OPMIIETCS B BHIE TAOIUIIBI C TpadaMit:
+  HOMEp IYHKTA IUIaHa;
+  HaWMEHOBAHHE MEPOTPUSITHSI,;
+  CPOK HCIIOJTHCHHS,
*  HUCIOJIHHMTEIIb,
+  IpUMCYAHHUE.

6. Ortuer

6.1. Otuer — MOKYMEHT, COJACPIKAIIMN CBEACHUS O PE3yJbTaTax ACATEIbHOCTH 33 OMPEIC/ICHHBIH
MeproJl BPEMEHH, BBITTOJTHEHUH MEPOTIPUSITUHI, TOPYUEHH, 3a/TaHHi1, TUTAHOB.
6.2.  OtueTsl, MpeaOCTaBIIEMbIE B OpPraHbl TOCYIapCTBEHHOM BJIACTH (B TOM YHCII€ B OPraHbl
TOCYJIAPCTBEHHOW CTATHCTUKH) M WUMEIONINE YCTAaHOBJIICHHYIO IPAaBOBBIMHU aKTaMH TOCYAAPCTBEHHBIX OPraHOB
($hopmy, co3aaI0TCs IO YCTAHOBJICHHON TOCYIapCTBEHHBIMH OpraHaMu popMe U B
OHpe,Z[eJ'IéHHOM HUMHU IOPAAKE.
6.3. OtuéThl, MPEeIOCTaBISICMBIC COTPYIHHKAMH IIKOJbI B XOJC BHYTPEHHETO B3aMMOICHCTBHS,
CO30Aar0TC IO IpaBuJiaM, YCTAHOBJICHHBIM IJId CO3JaHU A C.Hy)KGGHBIX 3aIIUCOK.
6.4. Ortuersl 0hQOpMISIOTCS Ha JucTe Oymarw dopmata A4 ¢ HCIOIL30BAHUEM CIIEAYIOIIHAX
PCKBU3HUTOB:

. HAaMMCHOBAHUEC IIKOJIBI,;

+ J1aTa JOKYMEHTa,;

*  pEerucTpanuOHHBIA HOMED JOKYMEHTA,;

+ HaMMEHOBAHWE BU[IA JIOKYMEHTA,

+  3aroJIOBOK K TEKCTY;

*  TEKCT JOKYMEHTA,;

+  OTMETKa O MPWIOKEHUH (TIPH HATUYHN);

+  HaHMMCHOBAHME JIOJDKHOCTH;

. IIOAITUCKH.
6.5. B Tekcte oruéra B 00S3aTEIBLHOM IOPSAKE JOJDKHO COAEPKAThCS yKa3 Ha JCSATEIbHOCTD,
MCPONPUATHUC, BEIIAHHOC IMTOPYUCHUC, 3a/laHUC, ITYHKT I1JIaHa, HO,Z[.HG)KaH_II/II\/'I BBIITIOJIHCHHUIO, 1
pE3yIbTAaT O BBIIIOJJHCHHMHW, B TOM 4YHCJIC C YKAa3aHHEM Ha CO6HIOZ[CHI/IC WM HapyHICHUEC HACIIOTHUTENHCKOM

JUCIUILTUHBI, YCTAHOBJIICHHBIX CPOKOB UCTIOTHEHHS ¥ HAIJISKAIIIee IPEJOCTaBICHAE HHPOPMAIIHK, HEOOXOIUMBIX
MaTepHaIoB (IPOEKTOB JOKYMEHTOB) COUCTIOTHUTEIISIMA (TTPH YIACTHH HECKOJIBKUX UCITOTHUTETICH ).



7. IIucemo

7.1.  IluchMa roToBSTCS Kak:

+  OTBETHI O BHINOJIHEHUH OPYUYEHUH BBIIIECTOSIINX OPraHOB UCIIOJIHUTENBHOM BIACTH;

+  OTBETHI HA 3aMPOCHl OPTAHU3AIMHA, TPESAMPHUATHIA U YACTHBIX JIUII,

+  HMHULHATUBHBIE TUCHMA.

7.2. CpOKH IOJArOTOBKHM OTBETHBIX IHCEM:
* C KOHKPETHOH JaToil UCTIOJIHEHUS, YKa3aHHOW B TOKYMEHTE, - B YKa3aHHBIN CPOK;
* B COOTBETCTBHH C PE30JIOLMEH TUPEKTOpa U €ro 3aMeCTUTENIel Ha OCHOBAHHH YCTAaHOBIIEHHBIX
CPOKOB UCTIOJTHEHHUSI TOPYUYECHHI, 3aIIPOCOB WIIH IO PEIICHUIO aBTOPA PE3OJIIOLIHH.

7.3. TeKCThl OTBETHBIX MHUCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a()UKCHPOBAHHBIM B
pesomon. Cpokd MOATOTOBKM HHUIMATUBHBIX THCEM ONPEIENSIIOTCS CaMOCTOSITENIbHO aBTOPOM
MPOEKTa MUChMa ¢ y4ETOM HEOOXOIMMOCTH PEIICHUs KOHKPETHBIX 3a/1ad U (W) B COOTBETCTBUU C
TpeOOBaHUSMU 3aKOHO/IATENbCTBA, TOPYUECHUSIMU HEMOCPEICTBEHHOTO PYKOBOIUTEIS.
7.4. [lucbma mewaTaroTcs Ha OJlaHKE MHUChbMa O00IIE0O0pa30BATEIIHPHOM OpPraHU3AMH C YTIIOBBIM
PacmoJoKEeHUEM PEKBU3UTOB.
7.5.  [1OnOJHUTEIbHO K PEKBU3HUTAM OJIaHKA THUChbMA TP 0(OPMIICHUH IIHCEM B IIIKOJIC HCIOIb3YIOTCS
CIIETYIOIINE PEKBU3UTHIL:

* ampecar;

*  3aroJIOBOK K TEKCTY;

*  TEKCT IOKYMEHTa;

+ OTMETKa O MPHUJIOKEHUH,

+  BH3a;
*  TIOJIIKCE.
+  OTMETKa 00 MCIOJHHUTEIE.

7.6. ITpu odopmicHuH THCHMa Ha ABYX M 0Ojce CTpaHHUI[AX BTOpas M IMOCIEIYIONHUE CTPAHHUI[BI

HYMEPYIOTCS IOCEPEINHE BEPXHETO MOJIS JIMCTA apaOCKUMU ITUPpaMH.

7.77.  TlucbMa MOAMUCHIBACT JUPEKTOP UM PAOOTHUKH, YIIOJTHOMOYCHHBIC IIPHKA30M.

7.8.  CnyxeOHbIC 3aITUCKH

7.9. B mensx ocyuiecTBICHUS B3aUMOICHUCTBUS MEXKIY COTPYIHHUKAMH B PaMKax BHYTPEHHETO

JOKYMEHTOO0OpOTa B MIKOJE NMPUMEHSIOTCS Ciy)XeOHble 3amucku. Ciry)keOHbIE 3alMCKH SIBIISTIOTCS
CTIPaBOYHO-UH(POPMAIMOHHBIMH TOKYMEHTaMHU. ABTOPaMH CITY>KEOHBIX 3aITHCOK SIBIISIFOTCS COTPYTHUKH
00111600pa3oBaTEeIbHON OpTraHU3aIIH.

7.10. CrnyxeOHasi 3aIMCKa MOXET COCTaBIATHCA MO YKA3aHHWIO PYKOBOJCTBA WM N0 WHUIIMATHBE
KOHKPETHOT'O COTPYTHUKA.
7.11. IIpu odbopmiieHUH ci1y:keOHOM 3aIIMCKU O(POPMIISIOTCS CIEAYVIOINAE DEKBU3UTHL:

. ampecart,

 J1aTa JIOKyMEHTa;

+ HAWMMEHOBaHUE BUJA JOKYMEHTA;

*  3aroJOBOK K TEKCTY;

*  TEKCT JJOKYMEHTa;

+  OTMETKa O MPUJIOKCHUH (TTPY HATUYHH );

+ HAMMEHOBAaHHE JOKHOCTH;

*  TIOAMMKCE.
7.12. CnyxeOHble 3alIMCKH MOTYT CO3/1aBaThCsl Ha OyMa)KHOM HOCHUTENEe U (MJIM) B JIEKTPOHHOMN
dbopme.

8. JloBepeHHOCTH

8.1. JloBepeHHOCTD BBIAAETCA COTPYAHUKAM HIKOJIBI U 0(hOpMIISieTCs IO MpaBuiiaM, YCTaHOBIEHHBIM
Hacrosmer MHCTpyKIuei ais nmuceM, ¢ yuéToM TpeOOBaHUM IPakIaHCKOTO 3aKOHOIATEIbCTBA
Poccuiickoii @eaepany U HACTOSIIETO pas/ena.
8.2.  TIpoexT [IOBEPEHHOCTH TOATOTABIUBAETCS W  BH3HPYETCA  COTPYIAHHUKOM, KOTOPOMY
JIOBEPEHHOCTH OYJIET BBIJaHA, TIOCTIE YeTO MepeaaéTcs B KaHISISIPHUIO AJIs HAPABJICHNS HA TIOIITICAHUE.
8.3.  JIoBEpEeHHOCTh TMOAMUCHIBAECTCS JUPEKTOPOM HITH JIUIIOM, OCYIIECTBISIOIIAM €T0 MOJTHOMOYHS
(MCTIONTHSAIOIIMM O0S3aHHOCTH ), U CKPEIUISETCS MeYaThIO MKOJIBI.



9. /loroBopsbl, corjiamennsi, KOHTPAKTHI

9.1.  ToroBopsl, cormarieHus, KOHTPAKTHI (Jlajee - JOroBOPHI) MOATOTABIUBAIOTCSA B COOTBETCTBHHU C
TpeOOBAHUSIMHU TPAKIAHCKOTO, TPYIOBOTO, OIOKETHOTO ¥ MHOTO 3aKOHOAaTeNbcTBa Poccuiickoit
(De;[epauml, B 3aBUCHUMOCTH OT PETYJIHMPYCMBIX JOTOBOPOM HpaBOOTHOH.ICHI/If/’I U 0053aTEJILCTB CTOPOH.

9.2. Ilpoekr moroBopa MOArOTABIMBACTCS OTBETCTBCHHBIM  COTPYIAHHUKOM  (KOHTPAKTHBIM
YOPaBISIOUIUM) C y4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOTO ¥ KAUE€CTBEHHOT'0 00ECTIeUeHU s UCTIOTHEHUS
CBOUX IOJIHOMOYHUH (00s13aHHOCTEH, (DYHKIIHIA), TOTHOMOYHUH IIKOJIBI B LIEJIOM.

9.3.  IIpoekT moroBopa MoAroTaBIMBACTCS OTBETCTBCHHBIM COTPYAHUKOM (KOHTPAKTHBIM
praBﬂHIOH_[I/IM) COBMCCTHO CO CII€COHAINCTOM, K (bYHKLII/IHM (HOHHOMO‘H/IHM) KOTOpPOTO OTHOCHUTCHA PCHICHUC
BOMPOCOB, SIBISIIOIIMXCS MTPEAMETOM JOTOBOPA, WA WHBIM COTPYIHHKOM IO NPSIMOMY YKAa3aHHUK JUPEKTOpa
0011eo0pa3oBaTeIbHON OpraHU3alry.

9.4. HeoOxoaumasi Uil MOATOTOBKH TPOEKTa JOroBOpa MH(OpMAIHs COOUPACTCS OTBETCTBEHHBIM
JUIOM (KOHTPAaKTHBIM YIIPABISIIOIIMM) B TOpsAAKe pabodero B3aUMOJEHCTBUS C YUYETOM MpaBUIL,
YCTaHOBJICHHBIX HacTosmel NHCTpyKInen.

10. IIpuHIUIBI OPraHU3aANNH JOKYMEHT0000POTA

10.1. B moxymMeHT0000pOTE BBIACIAIOTCS CIIEIYIONIUE JOKYMEHTOIOTOKH: TOCTYIAOMIast
JMIOKyMEHTAITUS (BXOMSIIAs ), OTIIpaBIsieMast JOKYMEHTAIUs (MCXO/ISIIast ), BHYTPEHHSS TOKyMCHTAITHSI.

10.2. B cocraBe BXOASIICH U UCXOSIICH JOKYMEHTAIMH MOTYT BbIICISATHCS IOKYMEHTHI,
MOCTYNIUBIINC M3 BBIMICCTOANIUX, IMOAPAAHBIX, MCAUIMUHCKUX U APYTUX OpFaHH3aHHﬁ, OpraHoB MCCTHOTI'O
CaMOYTIpaBJICHUs, OOpaIICHUS TPaKIaH.

10.3. OO6parenus rpakaan peruCTPUPYIOTCS U POPMHUPYIOTCS B JieNia OTACIBHO OT IPYTUX TOKYMEHTOB
0011e00pa30BaTeIbHOM OpraHu3aIuy.

10.4. B mkosie moctaBka U OTIPaBKa JOKYMEHTOB OCYIICCTBISICTCSI CPEACTBAMHU IMOYTOBOI CBSI3H,
3JICKTPOHHOM CBSI3H, a TAK)KE MO CHCTEME JIEKTPOHHOTO JOKyMeHTooOopoTa (nanee - COJ1). C
IMOMOMIBIO MOYTOBOU CBSA3U B IIKOJY AOCTABJISICTCA IMUCBMCHHAA KOPPCCHOHACHIIMA B BUAC MPOCTBIX IMHUCCM,
3aKa3HbIX MUCEM, ITOYTOBBIX KaPTOUCK, 63Hﬂep0ﬂeﬁ 1 MCJIKHX ITaKECTOB, a TAKXKC IICYAaTHBIC U3JaHUA.

11. IlepBuyHasi 00padoTKa MOCTYNAIIUX JOKYMEHTOB

11.1. JlokyMeHTBI, MOCTYMAOUIME B MIKOJIY, MEPEAAIOTCS Ha PETHUCTPAIMI0 CEKPETApI0 IIKOJBI H
IPOXOJAT MEPBUYHYI0 00pabOTKy B JIEHb IOCTYIJIEHHA, NPH MOCTYIUIEHMH B HepaOouee Bpems - Ha
crenyoumii pabounii neHp. [Ipu mepBUYHOI 00pabOTKE JOKYMEHTOB IPOBEPSETCS MPAaBUIBHOCTD
aapecoBanus. OmMOOYHO TNOCTYNUBIIME JOKYMEHTBHl IEPECBUIAIOTCS II0 MPUHAAJIEKHOCTH WIIU
BO3BPALIAIOTCS OTIIPABUTEIIO.
11.2. Jdoxymentsi, mocrynusiue ¢ orMmerkamu "Cpouno", "Bpyuuth HememneHHO", "OnepatusHo",
HE3aMCUIUTCIIbHO NPOXOAAT ICPBUIHYIO 06pa60TKy " JOKJIAAbIBAIOTCA TUPCKTOPY WK B CIIydac €0 OTCYTCTBUSA
— 3aMCCTUTCIIIO JUPCKTOPA IO HAIIPABJICHUIO JACATCILHOCTH.
11.3. TloctynuBiune TeaerpaMMbl MPUHUMAFOTCSI MO TOAMKCH C MPOCTABICHHUEM IaThl M BPEMCHH
pueMa, peruCTpUPYIOTCS IO TEM K€ MpaBHJIaM, YTO U UChMa.
11.4. DnexTpoHHBIC COOOIICHHUS, AIPECOBAHHBIC JUPEKTOPY WM HATPABICHHBIC B aIpeC IIKOIbI,
pacrevarbiBalOTCd M JIOKJIAJBIBAIOTCS JAUPEKTOPY WJIM B CIydae €ro OTCYTCTBHS — 3aMECTUTEIIO
JTPEKTOpA.
11.5. DnaexTpoHHBIE COOOIICHHS, 3aBEPEHHBIC 3JCKTPOHHOM IMOAMUCHIO, MOJUIEKAaT 00paboTKe IO
IpaBUiIaM, IPEAyCMOTPEHHBIM /IS TOCTYHAIOIEH (BXOISIIEH ) JOKYMEHTAIUH.
11.6. TloctynmuBimas (Bxopsiias) IOKYMCHTALUS PACIpPEACNAeTCS Ha PETHCTPHPYeMble U HE
NOJUIeXKAIIIE PETUCTPALIMH JJOKYMEHTBI.
11.7. He nomnexar perucrpanuu:

* IpUITIACUTENbHBIE, I03PaBUTEIIbHBIE MTUCbMA U TEJIErPaMMBI;

+ OWIICTHI;

* IUIaHBI ¥ IPOrpaMMbl CEMUHAPOB, KOH(PEPEHLIUH U APYTUX MOJOOHBIX MEPOIIPUATHIA;

* JIOKyMEHTBI 110 OyXTanTepCKOMY yUYETy, MaTepHaIbHO-TEXHHUECKOMY 00€CIIeUeHHIO, TUIAHOBBIE U

(uHaHCOBBIE TOKYMEHTHI, IOCTyNAIOIINE 0€3 CONMPOBOAUTEIBHOTO UChMA;

* pEeKJIaMHbIe, KOMMEPUYECKHUE MPEUI0KEHNUS, B T.U. IOCTYIHBILHUE MO JIEKTPOHHOH 1OUTE;

* TICYaTHBIC U3JAHUS;

* THMCbMAa C TOMETKOH «JINYHO».




12. PeFHCTpaHl/Iﬂ, yuer ) | paccMOTpEHUE PYKOBOAUTEJIEM NOCTynarIux
(BXOaAIUX) JOKYMEHTOB
12.1. TloctynuBiiue (BXOAAIINE) TOKYMEHTBI PETHCTPUPYIOTCS TOIBKO MOCIIE U IEPBHYHON 00pabOTKH
Y HE3aBUCHMO OT CII0C00a MX TOCTABKH.
12.2. Peructpanus — HPOCTABJICHUE B HIDKHEM IPABOM YTy MEPBOTO JIUCTA TOKYMEHTa OTMETKH O
NOCTYIUICHUH C YKa3aHHEM JaThl TIOCTYIUICHUS M BXOAIIETO PErMCTPAIMOHHOTO HOMEpa JOKYMEHTa C
00513aTeJIbHOM 3aMMUCHIO B )KYpPHAJ PErUCTPAlUH MTOCTyHAIOMIEH (BXOIIEH) JOKYMEHTAIUH.
CTpyKTypa perrcTpaliMOHHOIO HOMEpa MOCTYIAIOIIEro (BXOAIIEr0) JOKYMEHTa COCTOMT M3 €ro MOPSIKOBOIO
HOMCpa U MHACKCA ACJIa O HOMCHKJIATYpPEC ACI 06H.[€06paBOBaTeJ'IBHOI>i OpraHu3aluu.
12.3. Peructpanus Bcex NOCTYMHUBLIMX (BXOMAIINX) TOKYMEHTOB MPOU3BOIUTCS B Mpeesiax 00Iero
JOKyMEHTOIOTOKA. JIOKyMEHTBI, TOCTYIHBIIHE B IIKOJY 10 KaHajdaM (paKCUMHUILHOMN CBSI3H,
00pa0aThIBAIOTCS U PETUCTPUPYIOTCS B 001IeM mopsiake. TeKCT mocTynuBIieh Teie(OHOrpaMMbl 3alIMChIBACTCS B
JKypHaJIe pErucTpalyy TejaeGoHOrpaMM U revyaTaeTcs Ha JUCcTe OyMaru AJis Iepeaadd Ha pacCMOTPEHHE.
12.4. Tlocrynaromiue (BXOISIIHE) JOKYMCHTBI MEPENAIOTCS HA PAacCMOTPEHHE PYKOBOJCTBY TOJBKO
HIOCJIC X PETHUCTPAIIMH U MPEBAPUTEIBHOTO PACCMOTPEHHUSL.
12.5. JIokyMeHTBI, MOCTYITUBIIKE B IIKOJY, II0 BOIIPOCAaM, HE TPEOYIOIINM PACCMOTPEHHUS AUPEKTOPA,
HAMpaBJSIFOTCS  Pa0OTHUKOM OTBETCTBEHHBIM 3a JICJIONPOU3BOJICTBO  INKOJIBI  HEMOCPEACTBEHHO
UCITOJTHUTEITIO 3a1poca.
12.6. JTupekTop B pe30JIOIMH OTPEICIISAET JIUI], OTBETCTBCHHBIX 33 HCIIOJIHEHHE JOKYMEHTA, U 1ACT UM
nopy4eHue. PaOOTHUK OTBETCTBEHHBII 32 JISIONPOM3BO/ICTBO IIKOJIBI [IEPEIACT TOKYMEHT Ha HCIIONHEHHE.
12.7. TloamuHHUK TOKYMEHTA C PE30JIIOLUCH JUPEKTOPA IKOJIbI HAITPABJISIETCST HCITOTHUTEIIO.
12.8. Tlpu HaiIM4MU HECKOJBKUX HCIOJHUTEICH MOUIMHHUK JOKYMEHTa IIEPEIacTCs TOMY
UCIIOJTHUTEI0, KOTOPBIA B COOTBETCTBHH C YKA3aHHSMH 10 HMCIOJHEHHIO SIBJSIETCS OTBETCTBEHHBIM,
OCTaJIbHBIC UCTIOJIHUTEIHN TTOJTyYar0T KOTHIO TOKYMEHTA.
12.9. TloamMHHUK JOKYMEHTA, KOTOPBIA HCIONHACTCA HECKOJIBKMMHU JOKHOCTHBIMU JIHIIAMH,
HOJTy4aeT OTBETCTBEHHBIN UCTIONHHUTENb. OCTaTbHBIM UCTIOJHUTEIISAM MEPEAAtOTCS KOIIHH.
12.10. H3roroBieHue KOMU# JOKYMEHTA IS TEPEAadr COMCIIOTHUTEISAM OCYIIECTBISICTCS CEKpeTapeM
IIIKOJIBL.
12.11. Pe3oronus conepKur:
+ yKa3aHWe MO WMCIIOJHEHHIO, COAEpIKalee KPaTKOe OMHUCAaHHE HEOOXOAUMOTO Ul MCIOTHEHHS
TeHCTBHS,
+ yKa3aHWe Ha CPOK, B TEUECHHE KOTOPOTO, JTMOO 0 HCTEUYCHHUSI KOTOPOTO, HEOOXOAMMO HUCIIOIHUTD
MpeINUCaHHOE ACHCTBUE;
*  JIMYHYIO MOJITHCH aBTOPA PE30ITIOIIH;
* JIaTy MPOCTABJICHUS PE30ITIOIHH.
12.12. VYkasaHue Ha CpOK, B TeU€HHE KOTOPOTO, JINOO 10 HCTCUCHHSI KOTOPOTO, HEOOXOAMMO UCTIOHUTD
MPEANUCAHHOE JIEUCTBUE, MOXKET HE BBIPAXKAThCS KOHKPETHOW JTATOM M COJEpKaTh BBIpAKEHUS: "B
YCTaHOBJIEHHBIN 3aKOHOM CPOK" U T.II.
12.13. Pe3omonus numercs Ha CBOOOIHOM OT PEKBU3MTOB MECTE MIEPBOTO JIMCTA JTOKYMCHTA.
12.14. B ciyuae, korja pe3oiiolus aJApecOBaHa HECKOJIBKUM COTPYAHHKAaM, TO OTBETCTBEHHBIM 3a
UCIIOJTHEHUE IOKYMEHTA B I[EJIOM SIBJISICTCS COTPY/AHUK, YKa3aHHbIH MEPBBIM (BEPXHUM ), THOO COTPYIHHUK,
B OTHOIIIEHHH KOTOPOTO CJIeJIaHa IIOMETKA O TOM, YTO OH SIBJIICTCS OTBETCTBCHHBIM.

13. Opranusanusi padoThl ¢ OTIPABJIAAEMbIMH (MCXOASIIMMHA) JOKYMEHTAMHU

13.1. Jlo mpemocTaBiieHus MPOEKTa OTIIPABIAEMOTO (MCXOISINEr0) JOKYMEHTA Ha MOAMUCH TUPEKTOPY
WJIX UHOMY YIIOJTHOMOUYEHHOMY B YCTAHOBJICHHOM IOPSAAKE HA OANIMCAHUE JIALY
OCHOBHOMW HCIIOJTHHUTENH MPOBEPSIET IPaBUILHOCTH OOPMIICHHS OTIIPABISIEMOTO (MCXOSINEr0) JOKyMEHTa Ha
COOTBETCTBHE TpeOOBaHMAM HacToseld MHCTpyKIHH.

13.2. Tlpu mOArOTOBKE OTHPABISAEMOro (MCXOMSAIIEr0) JOKYMEHTAa KaK OTBETa HAa IMOCTYITHBIIHUMA
(BXOIAIINIA) TOKYMEHT MCIIOJIHUTEI MPUKIIAIBIBACT K ITOITOTOBJICHHOMY MPOEKTY BXOISIIIAI

JOKYMCHT.
13.3. TIpoekThl OTIpaBIAEMbIX (MCXOIAIINX) JOKYMEHTOB C YUETOM COOJIOCHUS YCTaHOBIEHHOTO B

PE30JIIOIHUHN CPOKA UCITOJTHCHU A MEPCAAIOTCA OTBETCTBEHHBIM UCITOJIHUTEIIEM B OTACIT
ACIIOIPONU3BOJACTBA (KaHI_IeJ'IHpI/ISI, cereTapL) IIKOJIBI JId HalIpaBJICHUA Ha IMOAIIUCaHUC.



13.4. TloamucaHHbIC OTIPABIIsEMbIC (MCXOASAIINE) TOKYMEHTBI, IEPEIAIOTCS PAOOTHUKY
OTBETCTBEHHOMY 3a JICJIONPOM3BOACTBO IIIKOJIbI, KOTOPBIH OCYIIECTBISIET MPOBEPKY KOMIUIEKTHOCTH H
COOTBCTCTBUSA KOJIHNYCCTBA SK3CMILIAPOB OTIIPABIIACMOTO (I/ICXOI[HH_ICI‘O) AOKYMCHTA CIIUCKY PACCBUIKH, a TAKKC
MPaBHJILHOCTh OOPMIICHHS JOKYMEHTA COTJIaCHO HACTOSINEH HHCTPYKIIHH.

13.5. B cnyuae HapyiieHHss KOMIUIEKTHOCTH HJIH COOTBETCTBHUS KOJIMYECTBA, & TAKIKE MPABUILHOCTH
oopmIteHHsT TOKYMEHTa COTJIACHO HACTOSIIEH WHCTPYKIIMH OTIPaBIsieMble (HCXOMISIINE) JOKYMEHTHI
HE3aME/JTUTEIbHO BO3BPAIIAIOTCS PA0OTHUKAMHU KAHIICISPHA OTBETCTBEHHOMY MCIOJHUTEIIO WK B
cllydyae OTCYTCTBHSI OTBETCTBCHHOTO HCIIOJHHUTENS €ro HEMOCPEACTBEHHOMY PYKOBOAUTEIIO IS
YCTpaHEHUS HapyIICHUM.
13.6. JlokyMeHTHI TOCIE WX TMOAMUCAHUSA JIUPEKTOPOM HIIM HHBIM YIOJHOMOYEHHBIM JIHIIOM
HepeatoTCs B KAHIIGIIPUIO IIKOJIBI JJIs1 PETUCTPAIIUH U OTIIPABKH.
13.7. Peructpanusi oTHpaBisieMbIX (MCXOMIAIINX) JOKYMEHTOB OCYINECTBISICTCS MOCIE MPOBEICHHUS
pabOTHHUKAMH KaHIEISAPUH, OTBETCTBEHHBIMH 3a JCIONMPOM3BOJCTBO, IPOBEPKH KOMILIEKTHOCTH H
COOTBETCTBUSl KOJMYECTBA JK3EMIUISIPOB, a TaKKe MPABUIBHOCTE OQGOPMIICHUS OTIPABISIEMOTO
(MCXOIAIIET0) TOKYMEHTA.
13.8. Perucrparus co3aaBacMbIX JOKYMEHTOB OCYIIECTBISICTCS B JICHD MOITHCAHUS M YTBEPKICHHUS
00 Ha CIIEAYIOUNI pabounii IeHb.
13.9. Csenenust 0 peruCTpUPYEMbIX OTIIPABISIEMBIX (MCXOMIAIINX) JOKYMEHTAaX BHOCSTCS B XKYpPHAI
PETUCTPAIK OTIPABIIEMOM (MCXOISIIEH) TOKYMEHTAIIHH.
13.10. PerucrpaniOHHBIM HOMED U IaTa OTIPABIAEMOro (MCXOIAIIEr0) JOKYMEHTA MPOCTABIIAIOTCS HA
NOJJTMHHUKE TOKYMEHTA B PEKBU3UTAX OJaHKa M Ha IK3EMILISIPE, OCTAFOIIEMCS B JIEJIe IITKOJIBI.
13.11. Crpykrypa perucTpannoHHOrO HOMEpa OTIPABIIEMOro (HCXOASIIET0) JOKYMEHTa COCTOUT U3
€ro MOPSIIKOBOIO HOMEPA M WHJIEKCA JIe/ia M0 HOMEHKJIATYPE JIEJT IIKOJIBL.
13.12. OrnpaBka JOKYMEHTOB MPOU3BOAUTCS HEHTPATM30BAHHO PAOOTHUKAMH KAHICJISPUU IIKOJbI,
KOTOpBIE TIPOU3BOIAT UX COPTUPOBKY IO CHOCOOY OTMpaBiicHus (MPOoCTast, 3aKa3Has, MK IyHApOIHAS
ap.).
13.13. TIucema, TemerpamMMmbl, OTKPBITKH, OAHAEPOTIHM W TEYATHBIC U3AHUS OTIPABISIOTCS TOYTOM.
dakcorpaMMbl U Telae(HOHOTpaMMBbI IIEPEIAIOTCS 110 KaHaIaM TeIe()OHHON CBS3H.
13.14. DnexTpoHHBIC COOOIICHHS OTIPABISIOTCS ¢ OPUIHATEHOIO MOYTOBOTO 3JIEKTPOHHOTO ajapeca
IIIKOJIBI.
13.15. Tlucema, Tenerpammbl, OTKPBITKH, OaHAEPOIH, (aKCOrpaMMbl, 3IEKTPOHHBIC COOOIICHHS, HE
CBSI3aHHBIC C paboyeil NeATEIBHOCTHIO, K OTIIPABKE HE TIPUHUMAIOTCS.
13.16. JlokyMeHTBI, OTIIpaBIseMbIC CPEICTBAMU TOYTOBOW CBSI3H MPOXOJIAT:

*  YIAKOBKY;

+ azpecoBaHue (MpU HAMPABICHWHM JOKYMEHTa Oojee 4em B 4 anapeca) - B COOTBETCTBUU C

yKaszaTejeM PacChUIKH, Ha KaXKI0OM 3K3EMILISIPE ITMChbMa YKa3bIBAETCS TOJIBKO OJIMH apecar.

* IPOCTaBJICHHE CTOMMOCTH TIOYTOBBIX YCIYT;

+  Tepenady B MIOYTOBOE OTACICHHUE CBSI3H.
13.17. Tlpu moAroToBKE W OTIPABKE IMHUCEM HEOOXOMMMO YYHUTHIBATH MPABHIIA, YCTAHOBIICHHBIC
nprKa3oM MHHHCTEPCTBA CBA3M M MaccoBbIX KoMMyHHMKauuid P® ot 31 wumrons 2014 r. N 234 "O6
yTBepkacHuM [IpaBui oka3aHusl yciIyr O4YTOBOM CBsI3U".
13.18. JlokymeHTBI, OTIpaBIIsEMbIE CPEICTBAMH IIOYTOBOM CBS3U B OJIMH a/IpeC, BKJIAIBIBAIOTCS B OJIMH
KOHBEPT.
13.19. Hcxopsiue T0KyMEHTHI, IPEAHa3HAYCHHBIE TSI OTIPABKK CPEeACTBAMU (DaKCHMUIIBHOM CBSI3H,
OTHPABJISIOTCS PAOOTHUKAMU KAHIENISIPUH IIKOJIBI.

14. Pa3pa0doTka u BeleHHE€ HOMEHKJIATYPBI eI

14.1. MoxymeHTanbHBIi (HOHI MIKOIBI — COBOKYITHOCTH JOKYMEHTOB, 00pPa3yOIINXCS B MPOIECCE €r0

AeATeNbHOCTH. JIOKyMEHTaJ bHBIH (DOHA IIKOJIBI COCTAaBJISIOT JOKYMEHTHI, CO3JaHHBIC B MIKOIE H

MOJIyYCHHBIC €0 B PE3yJIbTATe B3aUMOJCHCTBHS C OpraHaMH TOCYAApCTBEHHOW BIIACTH, OpraHAMH

MECTHOTO CaMOYIIPaBIICHUS, FOPUANUCCKUME U DU3UUCCKUMH JIUIIAMH.

14.2. HomeHknaTypa Ae sIBISICTCSI OCHOBOM (hOPMUPOBAHHUS TOKYMEHTAIBHOTO (POH/IA IIKOJIBI U
MPEICTaBIISIET COOO0M CHCTEMAaTU3UPOBAHHBIN MTEPEUCHB 3ar0JIOBKOB (HAMMEHOBAHHUI) J1E]1, 3aBOAMMBIX B IIIKOJIC,

C YKa3aHUEM CPOKOB UX XpaHCHUSA, U 0(1)0pMHCHHBII>’I B COOTBCTCTBHHU C IPABOBBIMH dKTAMU, pCKOMCHAAIUAMUA U



METOAMYECKIUMH yKa3aHMsIMHU opraHoB Poccuiickoit Denepanuu, YIIOTHOMOYCHHBIX B Cepe TOCyIapCTBEHHOTO

yIpaBJICHUs ApXUBHBIM JI€JIOM, IEIONPOU3BOICTBA U JIOKYMEHTO0OO0pOTA.
14.3. Homenkiarypa A€l COCTaBIIIECTCS Ha OCHOBE W3yUCHHS MOJIOKEHUI, MHCTPYKIUA U MPaBHII, a
TaKXKe APYTUX JOKYMEHTOB, PErJAMEHTUPYIOUIUX AEATENBHOCTD LIKOJIbL, & TAKXKE HOMEHKIATYPY Ae 3a
MIPEANICCTBYIOIINE TOIBI M IOKYMEHTOB, 00pa3yIOIIMXCS B IEATEILHOCTH IIIKOJTHI.
14.4. Howmenkmatypa Iea WCIOIB3YETCs U TPYIIMPOBKHA HCIIONHCHHBIX TOKYMEHTOB B Jeia,
CHCTEMATU3alUN U y4eTa JeNl, ONPEAEICHUs CPOKOB UX XPAaHEHUS U MOMCKA IOKYMEHTOB, SBIIAETCSA
OCHOBOM JIJIs1 COCTABJICHHSI OTMCEH JIe1 TOCTOSTHHOTO U BpeMeHHOoro (cBbImre 10 yer) XxpaneHus, a

TaKoKe JUIs yueTa el BpeMeHHOro (10 10 JeT BKIIIOUYUTENbHO) XPaHECHUSI.

14.5. Homenknarypa e BBOAUTCS B ICHCTBHE MPUKA30M 10 IIKOJIE.

- Homenknarypa ey rOTOBUTCS B TPEX IK3EMILISPAX: JUIsl HTOMEIIEHHUS] B HOMEHKIIATypHOE JIEN0 U
MMOCTOSIHHOTO XPaHEHUS;
* ISl ICTIOJIb30BaHUS B pabOTE OTIEIOM JEIOMPON3BOICTBA (KAHIIEIIPUEH ),
* U1l XpAHEHUS B apXUBE IIKOJIBL.
14.6. U3 HOMEHKIATypbl Jei IIKOJbl OTBETCTBEHHBIM JIMIIOM 33 BEJCHHE JEIONPOU3BOJICTBA
O0(QOPMIISIFOTCS BBITUCKH JUISI KQKIOTO U3 MOPA3AEICHUI U OT/IEIOB IIKOJIBI.
15. ®opmupoBaHue J1eJ1 U UX TeKkyulee xpaHeHue. [loaroroBka 10KyMeHTOB U JeJ1 K
nepeaaye Ha apxXuBHOEC XpaHCHHE
15.1. ®opmupoBanue aen — TrpyNIAPOBKA HCIOJHEHHBIX JOKYMCHTOB B Jiella B COOTBCTCTBHH C
HOMEHKJIATYypOH /1] IIKOJIbl M CUCTEMAaTU3allks JOKYMEHTOB BHYTPH JiejIa.
15.2. [lena co mHs MX 3aBeieHHS 10 IEPEIAvd B aQPXUB IIKOJIbI HJIM HA YHUUTOXKECHUE XPAHSTCS 110 MECTY
ux GOpMHUPOBAHUS.
15.3. TIpukasbl 10 OCHOBHOI, 8 IMHHUCTPATHBHO-XO3SHCTBEHHOMU, y4EOHO-BOCITUTATEIILHON
JEATCTLHOCTH TITKOJBI, TPYIITAPYIOTCS OTASIHHO OT MPUKA30B I10 JIMYHOMY COCTaBY PaOOTHHKOB M IO JTHIHOMY
COCTaBy O0YYarOLIHXCS.

15.4. Tlepenucka rpynmupyercs 3a TEpPHOA KAJCHIAPHOTO TOAa H CHUCTEMATU3UPYETCs B
XPOHOJIOTUYECKON MOCIIEA0BATEIHHOCTH.
15.5. TlpoBepka HamHuUs U COCTOSIHUS TOKYMEHTOB M e MPOBOIAMTCS MPU TMEPEMEICHUN JIelT, TTPH
BO3BpATe JIeJ, IPY PEOPraHn3aluHy UIH JTUKBUAALUHN 0011e00pa3oBaTeIbHON OpraHU3alHiH.
15.6. B apxuB 006111e00pa3oBaTebHON OpraHU3aIliy (1ajgee - apXUB) MEPEAAIOTCS JIeja MOCTOSHHOTO,
BpeMeHHOro (cBbimie 10 JIeT) CpOKOB XpaHEHHUs U MO JUYHOMY COCTaBy depe3 3 roja mocie roja, B
KOTOPOM JTOKYMEHTHI ObUTM TOMEIIEHBI B J€JI0 Ha XpaHEHUE.
15.7. Tlepemauya OKyMEHTOB B apXUB MPOM3BOAUTCS IO YTBEPIKICHHBIM OMUCSM JICI.
15.8. THoaroroBka JOKYMEHTOB M el K [epeaade Ha apXHMBHOC XPAHCHHWE M HA YHHUYTOKCHHUC
peIyCMaTPUBAECT:

*  OKCIEpPTHU3Y LEHHOCTU JOKYMEHTOB;

*  COCTaBJICHUE OMMCEH JIeN MO pe3yIbTaTaM dKCIEPTU3bI UX IIEHHOCTH;

+ odopmienue e,

*+ COCTaBJICHUE aKTOB HA YHUUTOKEHUE JJOKYMEHTOB U JIeJ C UCTEKIIMMU CPOKaMU XPaHEHHS.
15.9. Dkcnepruza HEHHOCTH AOKYMEHTOB MOCTOSIHHOTO W BPEMEHHOTO XPAaHCHUSI OCYMICCTBISICTCS
©KEroAHO JHMLIOM (JIMIaMH), HA3HAYEHHBIM MPHUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXVWBUPOBAHUE.
15.10. B meno nomeraercs ue 60see 250 mHCTOB (TOIIUHA J€iTa IPU ITOM COCTABIISET He Ooiiee 4 ¢M).
[Tpu 607BIIIOM KOJIMYECTBE JOKYMEHTOB (JOPMHUPYIOTCS TOMA (4acTh) Aena. BHyTpu nema
JAOKYMCHTBI pacioJIararoTCsa B XpOHOJIOTHYCCKOM MOPSAAKE B COOTBETCTBHUU C OIMUCHIO. B Jc€j1a IOMCIIATCA TOJIBKO

MCIIOJHEHHBIC, TPABHIILHO O(OPMIICHHBIC JOKYMEHTEHI.

15.11. JlokymeHTbI BHYTpH [efia pPAacloiiaralOTCs CBEPXY BHHU3 B XPOHOJIOTMYECKOH, BOMPOCHO-
JIOTUYECKO TIOCIIEIOBATEILHOCTH WM UX COYeTaHUU. PacriopsauTebHble JOKYMEHTHI TPYIIITHPYIOTCS B
JieTIa 0 BUJIaM U XPOHOJIOTUH C OTHOCSIIIUMUCS K HUM MPUIIOKEHHSIMHU.

15.12. Jluunbie KapTOYKU PaOOTHUKOB (POPMUPYIOTCS B IS0 10 alihaBUTy HaMUITHIA.

15.13.  Odopmnenune nena mnpeaycMarpuBaeT: oO(GOpPMIEHHE pPEKBH3UTOB OOJOXKKH Jena 110
YCTaHOBJIEHHOH (hopMe; HyMepanuio JIMCTOB B JIeJIe KAPaHIAIOM B BEpXHEM IIPABOM YTIIY;

COCTaBJICHUE BHYTPEHHEW OMKCHU IOKYMEHTOB JieNa, MOIIIUBKY 1 Heperuiet aena. JIucT 60obioro



¢dopmara, MOAMWMUTHIHN 32 OUH Kpaid, HyMEpyeTcsl Kak OJIMH JIUCT B IPABOM BEpXHEM YIi1y. JIOKyMEHTHI ¢
coOCTBEHHOM HyMepalliel JINCTOB, B TOM YKCJIe TeYaTHbIE U3JaHusl, HyMEpYIOTCS B 00IIEM

MOpsIIIKE.

15.14. Jluctsl nen, COCTOSIINX U3 HECKOJIBKUX TOMOB HITH YacTel, HYMEPYIOTCS M0 KOKIOMY TOMY HJIH
YacCTHU OTJIETBHO.

15.15. Tlocne 3aBepiicHHsT HyMepalMyd JIMCTOB COCTABISCTCS 3aBEPUTENbHAS HAAMUCh, KOTOpast
pacnojiaracTCs B KOHIIC JcJ1a. 3aBepI/ITeJ'II>Ha$I HaAINMUCh COCTABJIACTCA B ACJIC HA OTACJIBHOM JIMCTC- 3aBCPUTCIIC
Jacia.

15.16. B 3aBeputenbHOI HaAMUCH HE(PaMH U MPOMUCHIO YKA3BIBACTCS KOJIUYECTBO JIUCTOB B JAHHOM
pi(A) (G 3aBepHTeana;1 HaAIHUCh MOAMUCBIBACTCA €€ COCTABUTCIICM C YKA3aHUECM paCH_II/I(l)pOBKI/I IIOAIIMUCH,
JOJI’KHOCTH U J1aThl cocTaBlieHus. Komn4yecTBo IMCTOB B /I€Jie MPOCTABISAETCS Ha 00JI0KKE

Jcjia B COOTBETCTBHH C ATOTOBOU HaAIIHUCBIO.

15.17. PexBusur "cpok xpaHeHHs aena" MEPEHOCHUTCS Ha OOJOXKKY Jejla M3 COOTBETCTBYIOMICH
HOMCHKIJIATYPEI ACII ITOCJIC CBEPKU €TO CO CPOKOM XPaHCHUA, YKA3aHHBIM B IICPCYHEC TUITOBBIX
JIOKYMEHTOB WJIM B MEPEYHE JTOKYMEHTOB, 00Pa3yIONUIUXCs B ACATEIBHOCTH (DeaepaibHOro OpraHa, ¢ yKa3aHueM
CPOKOB XpaHCHUA.

15.18. Ha nenax mocTOSIHHOTO XpaHEHHs mumeTcs: " XpaHuTh NOCTOSHHO".

15.19. Tlpuem aen mpou3BOAUTCS COTPYAHUKOM, YITOTHOMOYCHHBIM Ha BEJICHHUE JICATCIbHOCTH apXHBA,
C IPOCTAaBJICHUEM B JIBYX S3K3CMILUIApAax OMHUCHU ACIT OTMCTOK O HAaJIMYUHK KaXXIA0ro Acjiia (Ha KaXXKa0M
9K3EMILISAPE OMKMCH YKa3bIBAETCS KOJUYECTBO (DaKTHUUECKU MPUHATHIX e, AaTa puemMa- nepeaadu Jell,
a TaKKe MOANKCH apXUBUCTA U COTPYAHHKA, IEPEAABILIEro Aena.

16. 3aKJII0UNTEIbHbIE MOJ0KEHUS

16.1. Hacrosimiass MHCTPYKIHsI MO ISIOMPOU3BOJCTBY SIBISICTCS JIOKAIBHBIM HOPMATHBHBIM AKTOM
IIKOJIBI, MpUHUMaeTcs Ha OOmeM coOpaHuM paOOTHUKOB W YTBEp)KAAaeTcsl (BBOAUTCS B JeHCTBHE)
IPUKA30M JIUPEKTOPA IIKOJIBI.

16.2. Bce u3MeHeHHs W JIONOJHEHHs, BHOCHMBIC B HAacTOsIIyro MHCTpykimio, ohOpMISIOTCS B
NUCbMEHHOW (popMe B COOTBETCTBUH JICHCTBYIOLIMM 3aKOHOAATeNbcTBOM Poccuiickoii denepariuu.

16.3. HWHcTpykuusi 1Mo ACTONPOM3BOACTBY B INKOJIC NPUHAMACTCS Ha HEOMPEACICHHBIA CPOK.
N3MeHenus u pomnojiHeHHsT K MHCTPYyKIIMM NPUHUMAIOTCA B TOpsSAKE, MpeaycMOoTpeHHoMm 1.19.1.
Hacrtosme Mactpykimu.

16.4. Tlociae npunsitus MHCTpYyKIMH (MITH H3MEHCHHH U TOTTOJIHEHHH OTACIBHBIX ITYHKTOB M Pa3/ICJIOB)
B HOBOM pelaKLMU MPEeAbIAYIIas PEAAKIMI aBTOMAaTHYECKH YTPAUUBAET CHUITY.



[Tpunoxenne Ne 1

IIpaBuia opopmiieHHsI PEKBU3UTOB JOKYMEHTOB

1. JInst mOArOTOBKH TOKYMEHTOB MPUMEHSIETCSI TEKCTOBBIN PeakTop, 00eCeunBarOIINil TPeOOBaHUS
rpadUuecKoro BOCIIPOU3BEACHUS PEKBU3UTOB JJOKYMEHTA.

2. Busl u pa3mepsl ucrnonbs3yembix mpudros: Times New Roman - 12, 13, 14; Calibri 14 u
MPUOIMKEHHBIE K HUM.

3. Tlpu MOATrOTOBKE TEKCTOB B TaOJIMIIAX, T 0OECIIEUSHHUS Ty UIIeH YHTAEMOCTH JTaHHBIX,
JormyckaeTcst npuMeHeHue mpudTos Buaa Arial, pazmepon 12,13.

4. Jlnama3oH UCMOIb3yEMBIX MEXKITYCTPOUHBIX HHTEPBAIOB: OT OJJMHAPHOTO JI0 TIOJYTOPHOTO.

5. AO03auHbIf OTCTYI TEKCTA JOKyMeHTa - 1,25 cMm.

6. 3aroJ0BKH pa3zesioB M MOAPA3/Ie/IOB MIEUaTalOTCs C a03aIHBIM OTCTYIIOM HJIH IICHTPUPYIOTCS 10
LIIUPHUHE TEKCTa.

7. MHOTOCTpPOYHBIC PEKBH3UTHI IEYATAIOTCS Yepe3 OJMH MEKCTPOUHBIA HHTEPBAJI, COCTABHBIC YaCTH
PEKBU3HUTOB OTACIISIIOTCS JOTOJHUTEIBHBIM UHTEPBATIOM.

8. Ecmu 1OKyMEHT rOTOBHUTCS [T H3/IaHKsI C yMEHBIIICHUEM MaciTada, TEKCT NeyaTaeTcs yepes J1Ba
WHTEpBaJa.

9. Wutepran Mexay OyKBaMH B CIIOBax - 0ObIUHBIN. VIHTEpBaI MEKIY CIIOBAMU - OJIMH TPOOET.

10. Tekcr moKyMeHTa BRIPABHHBACTCS 110 IMPHHE JKCTA (IO TPAHUIIAM JIEBOTO M IIPABOTO MOJICH
JIOKYMEHTA).

11. Jdnuua camoii JUTMHHOM CTPOKH PEKBU3UTA IIPH YTIIOBOM PACIIOIOKEHUH PEKBU3UTOB He Oojee 7,5
cM. JUIMHAa caMOM IJIMHHOM CTPOKM PEKBU3UTA IIPU MPOJOJBHOM PACIIOJIOKEHUM PEKBU3UTOB HE
6oxee 12 cm.

12.  Kon dopmbl nokymenTa

Kox ¢opmbl nokymeHnTa mnpocTaBisieTcsi Ha YHH(DUUIUPOBaHHBIX (opMax TOKYMEHTOB B OCHOBHOM
HCIOJIb3YCMbIX B KaApOBOM ,I[OKyMCHTOO60pOTe mkoabel. Pacmonaraercs KOoJ (bOpMLI B IIPpaBOM BCPXHEM YTIIY
pabovero mojst JOKyMeHTa, COCTOMT u3 ¢jI0B "dopma mo" (HauMeHOBaHHUE KiIaCCU(PHUKATOpa) U UG POBOro Koja.
[Ipumep - @opma no OKY][ 0301001.

1 3 . HanMeHoBaHME IMIKOJIEI

HanmenoBanne MIKoJIbI OOJDKHO COOTBETCTBOBATH HAMMEHOBAHUIO IOPUIAUYCCKOIO JIUIA, 3aKPECIVICHHOMY B €TI0
YUPCAUTCIbHBIX JOKYMCHTAaX (yCTaBC H_IKOJ'IBI). HO,I[ HAaUMEHOBAaHHEM IIKOJILI B CKOOKax YKa3bIBaCTCs

COKpaIleHHOEC HAaMMEHOBAaHME IKOJbl. Haa HauMeHOBaHMEM LIKOJIBI - YKA3bIBACTCS IMOJIHOC HAaUMEHOBAaHUE
BBITIIECTOSIICH OpraHu3aIliy.

14. Cunpasounble naHHBIE 0 MIKOIE

CrpaBodHble JaHHBIC O INKOJE BKIIOYAIOT B ceOs: IMOYTOBBIN aapec, Homepa Tenedona, ¢akca, ampec
AJIEKTPOHHON mMOoYTh, Kox Mkoibl 1mo OKIIO (mpoctaBisercs mo OOmepoccHiiCKOMY KIacCH(pUKATOPY
OpEeOnpUsITHA W OpraHM3aluii), OCHOBHOH TroCylapCTBEHHBIH peructpaunonHbelii  Homep (OI'PH),
UACHTH(PHUKALNOHHBIA HOMEP HAIOTOIIATENbIINKa/KO IPUUNHBI TOCTAaHOBKU Ha Hanorosbli yuet (MHH/KIIIT).
15. HaumenoBanue Buja TOKyMeHTa

PexkBu3ut wucnone3yercs UId yKazaHWsA ~ BUAA JOKYMEHTa M paclojiaraercs IMOJ  PEKBHU3UTOM
«HAaMMEHOBaHHE 0011e00pa3oBaTeIbHON OpraHu3aiumy. HanMeHoBaHME BHIa JOKYMEHTa HE YKa3bIBaeTCsS B
MUCbMax.

16. [ara moxymenra

Jlatoil moxyMeHTa siBi€TCs Aara ero NoANnucaHus (IpUKa3, MUCbMO, 3allMCKa, akT U Ap.), YTBEPKICHUS
(MHCTPYKIMS, OJOKEHNE, TIPAaBIIIA, PETJIAMEHT, IUIaH, OTYET | JIp.), COOBITHS, 3a(UKCHPOBAHHOTO B JIOKYMEHTE
(mpoTokoun).

Jlata noxkymeHTa IpoCcTaBIseTCA JODKHOCTHBIM JIMILOM, IOANUCHIBAIOIINM WIN YTBEPKAAIOLIUM JOKYMEHT,
WIK TpPU PETUCTPALUMU JOKYMEHTa, WJIM HENOCPEICTBEHHO COCTAaBUTENEM IpU IOAIOTOBKE JOKYMEHTa
(cmyxeOHast 3amMcKa, 3asBICHUE W Ap.). [JJOKyMEHTHI, W3aBaeMbleé COBMECTHO C APYTMMH OpPTaHU3ALMSIMU
JOJKHBI UIMETh OZIHY (€IMHYIO) J1aTy.

Jary nokymenTa ohopMIISIIOT apabCKUMK ITUPpaMH B TTOCIIEIOBATEILHOCTH:

. IeHb Mecsna, mecsal, rod. [JleHp mecsua u Mecs oQOpPMISIOT OBYMs MapamMu apaOcKux mudp,
pa3ferIeHHBIMHU TOUKOI; TOA - YeThIpbMs apabckumu uudpamu, Hanpumep: 01.12.2017. Byksa "r" nmocie unudp
HE CTaBUTCH.

. IpH  CIOBECHO-IIM(PPOBOM crocobe opopMIIeHHS AaThl JEHb Mecslla YKa3bIBaeTCs Mapon
apabckux nudp, ol 4eThpbMs apabckumu nudpamu, Hanpumep: 12 nexadps 2017 r.

17. PerucrparmoHHbIi HOMEp TOKYMEHTA




Perucrpanuonssiit HOMep JOKyMEHTa MIPOCTABISIETCA B COOTBETCTBUU C CUCTEMON PETUCTPALIUH,
MPUHSITON B IIKOJIE.

PeructparmonHsii HOMEp MpUCBAaUBAETCS AOKYMEHTY IMocie ero moanucanus (yreepxxaeHusi). Ccbuika Ha
PErUCTpallMOHHBIA HOMED U AaTy JOKYMEHTa

Cchbuika Ha UCXOJSINUN HOMED U IaTy IOKYMEHTA aJpecaHTa BKIIFOUAeT B Ce0sl pETUCTPAIUOHHBI HOMEP
U JIaTy JIOKyMEHTa, Ha KOTOPBIH JIOJDKEH OBITh JIaH OTBET.

18. Mecto cocTapnenus (U31anus) J1OKYMEHTA
MecTo COCTaBICHHUS WK M3IaHUA TOKYMEHTA - "TOPO/I ... " - yKa3bIBaeTCs Ha OJ1aHKaX MPOTOKOJIOB U aKTOB,
COCTaBJISIEMBIX B IIKOJIE.

19. Anpecar

B pexBuzute "Anpecar" ncnonb3yoTcs opunansHple HANMEHOBAHHSI OPTaHOB TOCYIapCTBEHHOM U
WCIIOJTHUTENIBHON BIACTH, OPraHOB MECTHOT'O CaMOYTIpaBJIeHUs, OpraHu3anuil. [lomyckaeTcst HCIOIb30BaTh
0o(ULNAIBHO IPUHSTHIE COKpAIllEHHbIE HAUMEHOBAaHHS OPTaHOB I'OCYAAPCTBEHHOM U UCIIOJHUTENBHOM BIACTH,
OpPraHOB MECTHOT'O CaMOYIIPaBJICHUS, OpraHU3aLUH.

[Ipu anpecoBannu JOKyMEHTa AOKHOCTHOMY M YACTHOMY JIMIY HHULMANbI CTaBATCS Mocie (haMuiIny.

[Ipumep - Pykosooumenio OO0
«Cmpoumenvy @amunus U.0.

PexBusut "azmpecat" npocTapisieTcsi B BEpXHEW MPaBoi YacTH JOKyMeHTa (Ha OJIaHKE C yTIIOBBIM
PacIoioxKeHNEM PEKBU3UTOB) WIIM CIIpaBa MoJ] peKBU3UTaMH OJaHKa (TIPpH MPOI0JILHOM PacloiOKEHUN
pekBU3uTOB Oanka). CTpOKM pekBH3HTA "afpecaT" BRIPAaBHUBAIOTCS IO JIEBOMY KParo MM IIEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM JJINHHOM CTPOKHU.

[Ipu anpecoBanum JOKyMeHTa 0€3 yKa3aHus JOJDKHOCTHOTO JIMIIa HAMMEHOBAHHUS aJpecaToB MUIIYTCS B
MMEHHUTEIFHOM Ta/iexke, HallpuMep:

Opeanvt cmamucmuxu 2opooa Teepu

[Ipu agpecoBaHnn TOKYMEHTa PYKOBOAUTENO OPraHN3allii HAMMEHOBAaHUE JOJDKHOCTH YKa3bIBAETCS B
JaTeIbHOM Najaexe, Hanpumep: I enepanvromy oupexmopy OO0 «H3zoanuey @amunus U.O.

[TouToBBIi afipec He yKa3bIBaeTcs B TOKyMEHTaX, HAPABISIEMbIX B BBICIINE OPTraHbl TOCYJapCTBEHHON
BJIacTH, (eiepaIbHbIe OPraHbl HCIIOJTHUTENBHON BIACTH U UX TEPPUTOPUATILHBIC OPTaHbl, OPraHbl

roCyJapCTBEHHON U UCIIOJIHUTENBFHON BIIACTH, HOCTOSHHBIM KOPPECIIOHACHTAM.

[Ipu agpecoBaHuy MUChMa B OPraHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHNE, 3aT€M ITOUYTOBBIN a/ipec, HalpuMep:

T'ocyoapcmeennoe yupescoenue Beepoccutickutl Hay4HO-Uccie008amenbCKull UHCMUmym 0OKyMeHmo8eoe s
U apxugHozo dena

Ilpogcorosnas yn., 0.82, Mocxesa, 117393

[Tpu agpecoBaHnM JOKyMEHTa PU3MUECKOMY JIUITY YKa3bIBalOT (PaMUIIMIO M HHULMAJIBI TOTyYaTest, 3aTeM
MOYTOBBIN asipec, HapuMep:

Ilemposy U 11

Ilpouseoocmeennas yiu., 0.5, k.12, 2. Mockea, 119633

PexBuzut "Anpecar" He HoMMKeH conepkaTh OoJiee deThipex aapecaToB. CinoBo "Komms" iepen BTOPHIM,
TPEeThUM, YETBEPTHIM aJpecaTaMu He yKasbiBaercs. [Ipu uucine anpecaros Oosnee 4-X coCTaBiseTCS CIMCOK
PaCCBUIKHU JIOKYMEHTA.

Ecnu nokymMeHT oTnpaBiisercss B HECKOJIbKO OJTHOPOJHBIX OPTaHU3alluil UM B HECKOJIBKO CTPYKTYPHBIX
rmozipa3ieNieHNi OpraHa MCIIOIHUTENBHOM BIACTH, TO OHH yKa3bIBarOTCs 0000menHo. [Iprmvep:

Pyxosooumensm yupeaxcoenuii CI10

20. T'pud yTBepXkIeHHS JOKYMEHTA
I'pu¢ yTBepsKaeHUS IIPOCTABIAETCS B IPABOM BEPXHEM YTy JoKyMeHTa. CTPOKH peKBU3UTA
BBLIPaBHUBAIOTCA 10 JIEBOMY KPAIO WM HEHTPHPYIOTCS OTHOCHTEIBHO CAMOM JUTMHHOM CTPOKH.
JIOKYMEHT YTBEPKIAeTCs IOIKHOCTHBIM JIMIIOM (J10KHOCTHBIMH JIMIIAMH) UK PACTIOPSAIUTETbHBIM
JOKyMEHTOM (II0CTAHOBIEHUEM, PEILIEHUEM, TPUKA30M, PACIIOPSKEHHUEM).

[Tpu yTBepk)ICHUN TOKYMEHTA JTOJDKHOCTHBIM JTUIIOM rpu( yTBEpKIESHUS TOJHKSH COCTOSITh U3 CIIOBA
YTBEPXJIAIO (6€3 kaBbIUeK), HAUMEHOBAHUS TOJDKHOCTH JIUIIA, YTBEP)KIAIOIIECTO TIOKYMEHT, €T0 ITOTIHCH,
WHUIMANIOB, (DaMUJIVHK U IaThl yTBepxkaeHus. [Ipumep:

VTBEPXJ/[AIO
Jlupexmop

T'BOY «CLINe I I O.MAKEEBKA»
H.0. ©amunus



21. ara

[Ipu yTBepKICHUU TOKYMEHTa HECKOJIBKHUMH JOJDKHOCTHBIMU JIMIIAMH X MOJIIUCH PACIIOIararoTcs Ha
OJIHOM YPOBHE.

[Ipu yTBepk)I€HNN JOKYMEHTA PACIIOPSTUTEILHBIM TIOKYMEHTOM TpU() YTBEPKICHHUS COCTOUT U3 CIIOB
YTBEPXJEH (YTBEPXJIEHO, YTBEPX/IEHbI, YTBEPXJ/IEHA), cornacoBaHHOr0 ¢ HAUMEHOBaHUEM BUAA
YTBEPKAAEMOTO JJOKYMEHTA, HAMEHOBAHUS BH/a TOKYMEHTA B TBOPUTEIHHOM TaJIeXKe, €ro AaThl, HOMEpa.

ITpumep:

VTBEPKJ/[EHO
npuxkasom I'BOY CLI Ne | I"O.MAKEEBKA» om 01.03.2020 Ne 57

22. 3aroioBOK K TEKCTY
3aroloBOK K TEKCTY - KPaTKOE COJICpKaHUE JOKYMEHTA. 3ar0JI0BOK K TEKCTY MPHUKa3a POPMYITUPYETCS C
npemiorom "O" ("O6") n oTBeuaet Ha Bompoc "o uem?"):
 mpuka3 (0 4em?) 0 CO3JaHUN KOMHUCCHH;
 mpuka3 (0 yeM?) 00 YTBEPKICHUH IITATHOTO PACITUCAHUS,
+ TUChMO (0 ueM?) O MPEeAOCTaBICHUN HHPOPMAIIUH.
3aroJI0BOK K TEKCTY 0(hopMIISIeTCs O] pEKBU3UTAMH OJIaHKa CIIeBa, OT TPAHUIIBI JICBOTO OIS,
HammeHoBanue (3aroioBoK) JI00 aHHOTAIMS JOKYMEHTa COCTABIISIETCS aBTOPOM IPOEKTa JOKYMEHTA.
3aroJIoBOK K TEKCTY MOXKET HE COCTABJIATHCS, €CITH 00bEM JIOKYMEHTA HE MPEBbIIacT 4-5 CTPOK.

23.  Tekcr n0KyMeHTa

JlokyMeHTHI 00111€00pa30BaTeIbHON OpraHU3al[iyi COCTABISIOTCS Ha FOCYIapCTBEHHOM s3bIke Poccuiickoit
denepalvu - pycCKOM.

TekcT TOKyMeHTa MOXKET COJISPIKATh Pa3eiibl, IOAPA3/ICIIbI, IYHKTHI, HOITYHKTHI, HyMEpYyeMbIe apaOCKUMU
uudpamu.

B npukazax TEKCT JOKYMEHTa U3JIaraloT OT IIEPBOTO JIUIa SAUHCTBEHHOTO YHCIIa ((IIPUKA3BIBAIOY)

B nokyMeHTax KoJUIeTHaLHBIX U COBEIIATEIbHBIX OPraHax OT TPETHEro JINIA SAMHCTBEHHOTO YHCTIA:
(«cobpanwe... permmioy) TeKCT MPOTOKOIA H3JIAraeTCsl OT TPETHETO JINIIAa MHOKECTBEHHOT'O YHCIIA («CITYIIIaI,
BBICTYTIHINY, KITOCTAHOBHJINY, «PEILUII),

B coBMeCTHBIX TOKyMEHTaX TEKCT U3JIaratoT OT IEPBOTO JIMIIAa MHOXKECTBEHHOTO YHCTA: («IIPUKa3bIBAEMY,
CPETITUITI ).

B nenoBbeIxX (CyKeOHBIX) MUChMaX UCTIONB3YIOTCS (POPMBI M3JIOKEHUS:

* OT IEPBOTO JIMIIAa MHOXXECTBEHHOTO YKCIia («IIPOCUM HAIIPABUThY, MPEIICTABISICM Ha
paccMOTpEHHE);

* OT TPETHETO JINIA eAUHCTBEHHOTO uncia («Anmurauctparus MbOY «llxonra Ne 144
2opooa [loneyxa» He BO3paKaeT»);

*  OT MEPBOTO JINIIA €TUHCTBECHHOTO YHCIIA ((CUUTAK0 HEOOXOAMMBIMY, ITPE]Tararo
PaccMOTPETHY).

IIpu ynorpebiennu B TeKCTe (haMuIHii JIUIT HHAITHATBI yKa3bIBAOTCs rocie (pammmn. B
JISIOBBIX (CITY’KEOHBIX) MUCbMaX MOTYT HCITOJIb30BaThC:

- BCTyIUTEIbHOE OOpalieHue:

YBaxxaembIii rociouH MIBaHOB!

YBaxkaemas rocrnoxa [lerposa!l

YBaxkaemblit Hukomnaii [letpoBuy!

Yaxaemas Onpra Hukonaesna!

YBaxaemsle rocroza!

B oOpainienuu 1o JOKHOCTA HAMMEHOBAHKE JODKHOCTH IMUIIETCS € MIPOITMCHON OYKBEI, B 00pANCHUH 10
(1)aMI/IJ'II/II/I HWHHULOWAJIBI JIMa HE YKa3bIBarOTCA.

- 3aKJIIOYMTeNIbHAs ATUKETHAs pa3a:

C yBaxkeHueM, ...

CtpaHHIIBl JOKYMEHTa HyMEPYIOTCS, HAYMHAsI CO BTOPOTO JINCTA IOKYMEHTa apaOCKUMU nudpamMu mocepenHe
BEPXHETO TOJSL.

TekcT MOKyMEHTa OTHENSIETCS OT 3ar0JIOBKa IBYMSI HITH TPEMs MEXK Ty CTPOYHBIMU HHTEPBaJIaMU
HCIIOJIb3YEMBIMHU B TEKCTE.




24. OrmMeTKa 0 NpUIOKEHUH

OTMeTKa O MPUIIOKEHUH HCITOB3YETCs MPU 0(QOPMIICHHUH MUCEM U MTPUIOKEHUH K TJIaHaM, TPorpaMMam,
oT4eraMm, MOJOKECHUSAM, IPABUIIAM, HHCTPYKIUSAM U IPYTHM JIOKYMEHTaM.

B nricbMax oTMETKa 0 PHIIOKEHUH 0(QOPMITAETCS MO TEKCTOM MEChMa Ha PACCTOSHUM 1,25 CM OT TpaHHMIIBI
neBoro nouisi. Eciin npuokeHrne Ha3BaHO B TEKCTE MUChMa, B OTMETKE O NPUIIOKEHUH YKA3bIBACTCS KOJIMUYESCTBO
JICTOB U KOJMYECTBO PK3EMILISIPOB IPUIIOKEHHS, HAITPUMED:

Ipunooicenue: na 3 1. 6 1 9x3.
[Tpu HATMYHK HECKOJIBKUX MPUIIOKEHHI, B OTMETKE O MPHJIOKCHUN OHU HYMEPYIOTCS, YKa3bIBAIOTCS
HAaUMEHOBAHUS KaXI0T0 MPUIIOKECHHUS, KOJIMYECTBO JIUCTOB U KOJUYECTBO SK3EMILIIPOB, HAPUMED:
Ipunooicenue:

1. Ihan-epagux ... na 3 1. 6 2 7x3.
2. Cnpaesxa o noomeepoicoenuu paxma ooyuenus... Ha 1 . 6 1 3x3.
Ecnu mpuiokeHus: cOpOLIIOPOBaHBI, TO KOJIMYECTBO JIMCTOB HE YKasbiBaeTcs. Ecinm mpuiiokeHue
HaNpaBJIIIOT HE BO BCE yKa3aHHBIE B JOKYMEHTE ajpeca, TO OTMETKY O €ro HaJuduu OQOpPMIISIOT
CJIEIYIOIIUM 00pa3oM, HallpuMep:
Tpunoocenue: na 3 1. 6 1 9x3. monvko 6 nepswiii aopec.

Ha mpunokeHusx K mpaBuiam, THCTPYKLUSIM, TIOJIOKEHHSM, [UIaHaM, TIPOrpaMMaM, JOrOBOpaM U JpyTruM
JIOKYMEHTaM OTMETKa O MPHUIIOKEHUH MPOCTABISETCS Ha TIEPBOM JIUCTE PUIIOKEHHS B TIPABOM BEPXHEM YTITy.
Ecnu npunoxenue ogHo, OHO He HymepyeTcs. Ecim npuioxeHuii HeCKOJIbKO, OHM HyMepYyIOTCs (Tpriiokenue 1,
MPUIOKEHHE 2).

B Tekcre 1okyMeHTa IpH TIEPBOM YIIOMHHAHUH JIOKYMEHTA-TIPUIIOKEHHS B CKOOKAX YKa3bIBAETCS: ...
(mpunoxxeHue) uity ... (puiioxkeHue 1); mepex HOMEPOM MPUIIOKEHUS AO0IMyCKaeTCs CTaBUTh 3HaK HOMepa: ...
(npunoxenne N 2);

B oTMeTKke 0 mpuioXKeHNN yKa3bIBaeTCsl HAMMEHOBAaHUE BUIa OCHOBHOTO IOKYMEHTa, €T0 JaTa 1 HoMep,
Hanpumep:

Ipunoowcenue N° 2 k npuxazy I'BOY « CLLI Ne 1 IO MAKEEBKA» om 08.06.2017 Ne 67 "

Ecnn mpuioxeHneM K JOKYMEHTY (HampuMep, K IpHKa3y) SBISETCS YTBEPKIAEMBIH JIOKYyMEHT,
(monoxenue, MpaBuiIa, MHCTPYKILIKS, PETJIAMEHT U JIp.) B BEpXHEM IPABOM YTy POCTABIISAETCS OTMETKA O
MPUIOKEHUH, HIKE — TpUQ yTBEP)KICHNUS, HAIpUMEp:

Ipunoocenue YTBEPK/[EHO
npukazom I'BOY «CLUI Ne 1 IO MAKEEBKA» om 08.06.2017 Ne 67

Bun u pasmep mpudra pexkBusuta "OTMETKA 0 IPUIOKCHUH" TOJKEH COOTBETCTBOBAThH BUY U pa3Mepy HIpudTa
TEKCTa JOKYMEHTA.
25. T'pud cornacosanus 10KyMeHTa
I'pud coracoBanus JOKyMEHTA HCIIONB3YETCS MPU COTIIACOBAHNY JIOKYMEHTA C OpraHaMH BIIACTH,
OpraHU3aANMSIMH WX JOIDKHOCTHRIME Jintiamu. OH coctouT u3 cioBa “COI'JTACOBAHO”,
JIOJKHOCTH JIMIIA, KOTOPHIM COTJIACOBAH JOKYMEHT (BKIIFOYAs HANMECHOBAHHME OPTaHU3aINH ), IMYHON TTOJIIIHCH,
pacinpOBKH MOANKUCH (MHUIIHAIOB, (haMHUINK) U 1aThl corntacoBaHus. [Tpumep:

COI'JIACOBAHO

Lupexmop I'6OY «CLLINe 1 IO MAKEEBKA»
I''B. I[lapmanckas

01.12.2023

I'pud cornacoBanus B 3aBUCUMOCTH OT BHJIa JOKYMEHTa U OCOOCHHOCTEH ero 0(hOpMIICHHSI MOXKET POCTABIISTHCS:
*  HA MEePBOM JIUCTE JTIOKYMEHTA (€CJIM JIOKYMEHT UMeET TUTYJIbHBIN JIHCT, - HA TUTYJIHHOM JIKCTE) B JICBOM
BEPXHEM YTITy Ha YPOBHE rpuda yTBep:KIeHUS WU M0]] HANMEHOBAHUEM JIOKYMEHTa OJIMKE K HIDKHEMY
TOJTI0);
*  HA [OCIIETHEM JINCTE JJOKYMEHTA TIOJ] TEKCTOM;
*  HaJIMCTE COTJIACOBAHUS, SIBIISIONIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.
BremrHee corinacoBaHUE TakKe MOXKET OBITh OCYIIIECTBICHO APYTUM IOKYMEHTOM - TUCBMOM, TIPOTOKOJIOM,
TIPUKA30M.

IIpumep:

COI'JIACOBAHO
npuxazom I'BOY « CLLINe 1 IO MAKEEBKA» om 01.07.2017 Ne 01-01/54



26. Buza

CoracoBaHue MPOEKTA JOKYMEHTa 0()OPMIISIETCS BH30M.

Bu3za nmpocTaBnseTcss COOCTBEHHOPYYHO JTUIIOM, BU3UPYIOIIUM JOKYMEHT, ¥ BKJIIFOUAET B ceOs
HAUMEHOBAaHHUE TODKHOCTH BU3HUPYIOIIETO, €r0 JIUUHYIO MOMUCH, PACIIM(POBKY MOMMTUCH (MHUIMATBI,
(haMuIIHIO) U JaTy.

IIpumep:

3amecmumens oupexmopa
U.0. Damunua 03.03.2023

JlormyckaeTcst IOTMCTHOE BU3MPOBAHNE TIOKYMEHTA U €0 MPIIOKEHHH.
[Tpu Hanuumu 3aMeYaHuid, TOTIOTHEHNHN K MPOEKTY JOKYMEHTA BH3a JIOTIOHAETCS COOTBETCTBYIOIINM YKa3aHHEM.
Jns noxkyMeHTa, MOAJIMHHUK KOTOPOT'O OTIPABIISIOT U3 IIKOJIBL, BU3bI IPOCTABIISIOTCS HA 3K3EMILIApax
JOKYMEHTOB, TIOMEIIAEMBIX B JIEJIO.
st [oKyMeHTa, TOUIMHHUK KOTOPOTO OCTAETCS B IIIKOJIE, BU3BI COTJIACOBAHUS MPOCTABIISAIOTCS Ha 000poTe
MTOCIIEHETO JIFCTAa OUIMHHUKA JOKYMEHTA WX Ha TOCIIETHEM JICTE JOKYMEHTA 0T TIOATHCHIO.

27. Hommuck
[Monmuck BKITIOYaET: HANMEHOBaHUE JIOJDKHOCTH JIMIIA, TIOJIITMCABIIETO JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO
MOJIHCH; pacPpoBKy moAnmucH (MHUTIHANB, pamitms): [Tpumep:

Jlupexmop nuunas nOOnuUcCh U.0.Damunus

Ecnu noxymenT oopmiieH He Ha O1aHKe, B HANMEHOBAaHHE JOJDKHOCTH BKIIFOYAeTCS HANMEHOBaHNE
001eo0pazoBaTeIbHOM opraHu3anru (MoJHOe Ha3BaHue MKobl). JJomyckaercs B peksusute "[loanuce
JOJKHOCTHOT'O JIMLA" LEHTPUPOBAaTh HAMMEHOBAHUE JIOJDKHOCTH JIMLIA, TOITUCABLIETO

JOKYMEHT, OTHOCUTEIBLHO CaMOH JTMHHON CTPOKH.

[Ipu noanucanuy 10KyMeHTa HECKOJIBKUMH JOJDKHOCTHBIMH JIMLAMH PAa3HBIX TOJDKHOCTEH UX MOAIHCH
pacmosaraioT OfHY O]l APYTOH B IMOCIIEJOBATEIHFHOCTH, COOTBETCTBYIOIIEH HEpapXUH 3aHUMAaEMOM TOTHKHOCTH.

[Tpumep:

Jlupexmop auunas noonuce 1.0.D.
3amecmumens oupexmopa auunas noonuce 1.0..

[Ipy moamucaHuu JOKyMEHTa HECKOJBKMMHU JIMIIAMH PAaBHBIX OJDKHOCTEH MX MOINKMCH PaclojiaraloT Ha
OJTHOM ypOBHE.

B nokymeHTax, cOCTaBIEHHBIX KOMHCCHUEH, yKa3bIBAaeTCA CTAaTyC JHMLA B COCTaBE KOMHCCHU:
MPOCTABJICHUEM KOCOM 4YepThl Tepe]] HauMEHOBAaHWEM JOJDKHOCTH ([00aBNsATh Kakue- IJH0o
MIPUCTABKH).

Ecnu nupeKxTop MKOIIbI WM HHOE YIOJIHOMOYEHHOE Ha MOJNHCaHUE JOKYMEHTA JIMIIO0 BDEMEHHO OTCYTCTBYET
(otmyck, 60J1€3Hb, KOMaHIUPOBKA) WX JODKHOCTh BaKaHTHA, TO IOKYMEHT

MOJNHUCHIBAET COTPYIHHK, YIIOTHOMOYECHHBI Ha OJANKMCAHUE B COOTBETCTBUH C PACTIOPSAIUTEIbHBIM
JOKYMEHTOM HJIU Ha/IeJIEHHbBII OJTHOMOYHSMH, YCTAHOBICHHBIMU MPUKA30M LIKOJIBI WK yupeautens (JOrM), ¢
yKa3aHHEM CBOEH JOIKHOCTH U MTOJIHOMOYHS, HATIPUMED:

3amecmumens oupexmopa noonucs U.0. @amunus Wim:
Hcnoanaowuii odazannocmu oupekmopa noonuce M.0. @amunua unm
u.0. oupexmopa noonucs U.0. @amunus
Pexsusut "lloanuck AOMKHOCTHOTO JIHIA" MOKET OBITh 0OPMIIEH COOCTBEHHOPYYHO aBTOPOM

JIOKyMEHTa (HarpuMep, IPU HAITMCAaHUH CITYy)KeOHOW 3aITUCKU 0e3 MPUMEHEHHS TEXHUYESCKHUX CPEICTB) JIN0O
0 OpMIICH C HCTIONB30BAaHHEM TEXHUYECKUX CPEIICTB.
B ciydae ohopmnenust pekeusuta "Iloanuch 40KHOCTHOTO JIUIA" ¢ UCIIOIB30BAHUEM TEXHHUYSCKUX CPEIICTB

BUJ ¥ pa3Mep mpudTa YKa3aHHOTO PEKBU3HUTA HE MOXKET OTIMYATHCS OT BHA U pa3Mepa mpuTa OCHOBHOTO
TEKCTa IOKyMEHTA.

PexBusur "[loanuch AOMKHOCTHOTO JHIA" OTAETSCTCS OT TEKCTAa TPEMsl WIM YETHIPbMS OJWHAPHBIMU
MEXITYCTPOYHBIMHA WHTEPBAIAMHU.
28. Ieyats

[Teuats sBAsIETCS CTIOCOOOM IMONTBEPKICHHSI TIOJUTHHHOCTH TIOIITUCH JOJDKHOCTHOTO JIMIIA Ha

nokymenTe. [legaTs cTaBUTCS Ha JOKYMEHTAaX B CIydasx, IPeIyCMOTPECHHBIX 3aKOHOAATEIBHBIMHU FITH WHBIMH
HOPMAaTUBHBIMU MIPABOBBIMU aKTaMHU.



[leyaTs cTaBUTCS Ha CBOOOIHOM OT TEKCTa MECTE, IIPU TOM OTTHUCK I1I€YaTU HE 3aXBaThIBACT JINYHOM
MOJIIHCH IOJLDKHOCTHOTO JIMIA MOJNMCABIIEro TOKYMEHT, U B MecTe, 0003HaueHHOM «MII» («Mecto
TeyaTmy).

B nokymeHTax, MmoaroToBICHHBIX HA OCHOBE YHU(HIMPOBAHHBIX ()OPM, I1€YaTh CTABUTCS B MECTE,
o6o3HaueHHoM otMeTKol "MII" nnu nabIM 00pazom.

29. Ormerka 06 ucnonHurene
OtMeTka 00 ucToaHUTENE (aBTOpE) JOKYMEHTA IMIPOCTABIISAETCS HA MUChMaX ITKOJIBI B JICBOM HIDKHEM YTITy

JUIIEBOW CTOPOHBI TIOCIIETHETO JIUCTA JOKYMEHTA OT TPaHMIIBI JICBOTO TTOJIS WIIH, IPH OTCYTCTBHH MECTa, - Ha
000pOTHOI CTOpPOHE BHU3Y CIIEBA.

OTtMerTKa BKIIIOYAET (PaMUIIUIO, UMSI, OTYECTBO UCTIONHHUTEINS M HOMEP €To Tele(oHa, a TAKKe OTMETKa 00
HCTIOTHUTEIIE MOXKET JOTOJHATHCS HANMEHOBAaHUEM JOJDKHOCTHU U 3JICKTPOHHBIM ajipecoM ucroaHutelst. [Ipumep:

Hsanos Usan Usanosuuy, cneyuanucm no oxpare mpyoa
(888) 888-88-88, lvanov@mail.ru

30. OrtMeTKa 0 3aBepEHHH KOIHU
JLyist TIOATBEP:KICHHS] COOTBETCTBHS KONUM (BBIMHMCKHU M3 JOKYMEHTA) IIOJIMHHUKY JOKYMEHTa Ha HOCIIEHEM

JIUCTE KOMUH (BBITTMCKY W3 TOKYMEHTa) moJ pekBusutoM "[loamuce" odhopmirsercs

pexBm3UT «OTMETKA O 3aBEPCHHUU KON,

OTMeTKa 0 3aBepeHUH KOTIMU BKIIIOYAET: CII0BO «BepHo», HaMMEHOBaHUE JIOJKHOCTH JIHIIA,

3aBEPUBIIIETO KOITUIO, COOCTBEHHOPYYHYIO HOKCH, paCIIH(QPOBKY HOANHCH (MHUITHAIBL, (PaMIITHIO), ATy
3aBepEHUS KOIHUHU JOKYMEHTA.

PekBusut «OT™METKA O 3aBEPEHUH KOIIHH» MOXKET OBITh 0(OpPMIICHA OT PYKH HIIH C UCTIOIh30BAHHEM IIITAMIIA.

JlommyckaeTcst 3aBepATh KaXIBIH TUCT MHOTOCTPAaHUYHOH KOITUH JJOKYMEHTA.
31. O1meTKa 0 MOCTYILICHUH IOKYMEHTA

OTMeTKa O TOCTYIJICHHH JTOKYMEHTa COJCPKHT BXOJSIIMNA PETUCTPALIMOHHBIA HOMEp W JaTy
MOCTYIUICHUST JTOKyMeHTa. Jlomyckaercs yka3aHHE 4YacOB M MHHYT ITOCTYIUICHUS JTOKyMEHTa C

3aBEPCHUEM IMOIMTUCIMHU 3aMHTEPECOBAHHBIX JIUII,

OTMeTKa O MOCTYIUICHUH JJOKYMEHTA MOXKET POCTABJIATHCS C MCIOIb30BAHUEM IHTAMITA.
32.  Pesomouus

Pe3outonust COEpKUT YKa3aHUE 10 UCIIOTHEHUIO JokyMeHTa. OHa o(hopMITeTCs Ha CBOOOTHOM MecTe
padouero moJjisi JOKyMEHTA.

Pe3outorust BKITIOYAET B ce0s1: (haMITHIO, MHUITUABI HCTIOTHUTENS (MCTIONHUTENCH ), TOPYUICHHUE IO TOKYMEHTY,
MOMUCH aBTOPA PE3OJIIOIMU U 1aTy OPOPMIICHHS PE30JTIOLIUH.

Pe3ostronusi, 0 yCMOTPEHHMIO JIMIIA, TAFOIIETO MOPYUYESHHE, MOXKET BKJIFOUYATh B CE0sI TAKXKE CPOK MCIIOTTHCHHUS
JOKYMCHTA.
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