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«IIIKOJIA No 96 TOPOJICKOI'O OKPYT'A JIOHELIK»
JTOHELIKOUW HAPOJIHOM PECITYBJIMKHA
(TBOY «ILIKOJIA Ne 96 T".0. JIOHEIIK»)

» 96 I".0. JIOHELIK»
9. M. Tumodeena

HHCTPYKIHUA 11O JEJOIMPOU3BO/ICTBY

Ob6mmue nosrokeHust

Hacrosimas MHCTpyKIs Mo J€I0MpOU3BOJICTBY B IIKOJE pa3paboTaHa B COOTBETCTBHH C
@enepanbubiM 3akoHoM 0T 29.12.2012 Ne 273-03 "O6 obpazosanuu B Poccuiickoii
Denepanuu” ¢ wivenenuamu ot 4 asrycra 2023 rojqa, FOCT P 7.0.97-2016 «Cucrema
CTaH/1apTOB no  uHdopmanuu, OuOIMOTEYHOMY M M3JATENLCKOMY  Jey,
«Opranu3allMOHHO-PACIOPAZNTENbHAS  JJOKyMeHTauus. TpeboBanus K 0(OPMIIEHHIO
JIOKYMEHTOB», a TakkKe YcraBoM o0011eo0pa3oBaTenbHOi Oprauu3aind ¥ JIpyrdMH
HOPMAaTHBHBIMH TIPABOBBIMH akTamu Poccuiickoit Dejepanuu, periaMeHTHPYIONHAMM
JEATENbHOCTD 00111e00pa3oBaTeIbHBIX OpraHu3alii.

Jannas MucTpykuus no Aeaonpous3BOACTBY B mikose (janee - Muctpykims) obosnavyaer
NpaBHia MOJATrOTOBKH H 0(OpPMIICHHS JOKYMEHTOB B 00111e00pa30BaTe/IbHOM OpraHu3aiui,
OnpeaesseT CTaHAapThl OQOPMIIEHHS PEKBU3NUTOB, OJAHKOB JIOKYMEHTOB. COCTABIICHMUS
MPUKAa30B, MMOJIOKEHUI MHCTPYKIMH, a TakxKe perjaMeHTupyer (OpMHpOBAHHE il M HX
TEKyIee XpaHEHHE, OJIrOTOBKY JIOKYMEHTOB M Jiejl K 11epe/laue Ha apXUBHOE XPAHEHHE B
o6mieodpazoBaTenbHOM OpraHu3aluu.

MucTpykums 1o JeJ0NpOM3BOJCTBY paspaboTaHa B [EJISX YCTAHOBICHHS CIAMHBIX
TpebOoBaHuii K MOAroTOBKE, 00padoTKe, XPAaHEHUIO H HCIOJIL30BAHUIO 00pasylolMXcs B
NeATENLHOCTH  001e0dpa3oBaTebHOH  OpraHu3allil W [OCTYNAIOWMX B IMIKOJY
JNOKYMEHTOB, @ Tak)K€ COBEpIICHCTBOBaHMS M  TIOBBINICHUS  d(deKTuBHOCTH
JIETOTIPOM3BO/ICTBA 00111e00pa30BaTeIbHON OpraHu3alliu.

Ionoxenns MucTpykumm pacnpocTpansioTes Ha opraHu3aiuio paboTsl ¢ JOKYMEHTAMH
HE3aBUCHMO OT BHJIa HOCHTEJIsl, B TOM YMCJE C JIEKTPOHHBIMH JIOKYMEHTAMH, BKIFOYasi
NOJIFOTOBKY, 00paboTKy, XpaHEeHHe H HCIIOJIb30BAHUE JIOKYMECHTOB, OCYILICCTBISIEMbIMU €
MIOMOIIBIO HH(POPMALMOHHBIX TEXHOIOTHIA.

Opranusanuio, MeTOoJMYEeCKOe PYKOBOJICTBO, COBEPHICHCTBOBAHUE JICJIONPOU3BOCTRBA U
KOHTPOJb 3a coOmofieHMeM Hactosuied MHCTPYKIMM B HIKOJIE  OCYIIECTBISET
OTBETCTBEHHBIH 3a BE/ICHUE JICJIONPOU3BOJICTBA.

Cezienus, coaepxkaiuecs B JOKYMEHTaX, MOTYT ObITh HCIOIB30BaHbl TOJLKO B paboumx
HEIAX B COOTBETCTBHHM C IOJHOMOYUAMM COTPY/HHMKA, paboTaloumero ¢ JIOKYMEHTaMH.
Pabora ¢ jokymenrtamMu BHE MOMEHMIEHMH MIKONBI He jomyckaercs. llpu yrpare
JIOKYMEHTOB ITPOBOJIMTCSA ciryskeOHas npoBepka.

Ilpu yxone B oTmyck, nepepojie (mepeMenieHnn) no padbore Wid B Cilydyae YBOJILHEHHS
COTPYTHUK OOsi3aH nepejarh BCe HAXO/SIIMEcs Y Hero JOKYMEHThI HHOMY COTPYIHHKY.
OMpe/ICIEHHOMY B COOTBETCTBHM C YKa3aHMEM HEIOCPEJICTBCHHOTO pPYKOBOJMTES
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YBOJIBHSIEMOT0, YXO/IAIIEr0 B OTITYCK HJIH TIePeBOISIIErocs (IlepeMeniaeMoro) no pabore

COTPY/IHUKA.

MucTpykits  obssatenbia Ui cOOMOACHUs BCeMM pabOTHMKAMH IKOAbL. BHOBB
NpUHsTHIE HAa paboTy COTPYAHHKHM, B JIOMKHOCTHbIE OOS3aHHOCTH KOTOPHIX BXOJMT
BEJICHHE JIOKyMEHTAlliH, B TedeHHe TpEX pabouux JHEH cO JHs HM3IaHHs TNpHKasa o
Ha3HAYEHUH HA JIOJKHOCTh LlOII)KHBl OBITH 03HAKOMJIEHBI ¢ HacToslel MHCTpyKuMen moja
MO/IHUCh.

[IpaBuia nOArOTOBKU M ohopm.ieHus TOKYMEHTOB

B jea1enbHOCTH - HIKOJIBI CO3/IaeTCS KOMILIEKC OPraHM3allMOHHO PaCHOPSAIHTEILHBIX
noxymemom‘ [PUKa3bl, MOJIOXKCHHA, NPaBHIIA, MHCTPYKIMH, PErIAMEHTBL; [POTOKOJBI
3acelaHui (COBGHI&TCHI:HBIX KOOpﬂHHaHHOHHbIX 9KCIIEPTHBIX M JP. OPraHoOB), aKThbl.
QHATMTHYECKHE cnpamcw JIOKJIAJIHbIE ¥ Ciy)eOHble 3ariCKu, J0roBOPbI (KOHTPAaKTBI.
cornamenus), jgcnopas (ciyxkebHas) Mepenucka W Jp. COCTABISIOTCS W O(GOpMIIAIOTCH
crienMaabHble JOKYMEHTBL, CBS3aHHbBIC C IIAHHPOBaHMEM 00pa30BaTeNbHON AesaTe/IbHOCTH
M OCYIIECTBICHHEM XO3SHCTBCHHBIX MEPONPHATHH, BeJeHHEM Y4eOHO-Ie1arornieckoro
yuera, OpraHuszainieil  Jemonpou3BoicTBa  001Ie00pa3oBaTEIbHON  OpraHU3aIliH,
obecrieuerreM OYXrajTepeKkoro yJera. P

JIOKYMEHTBI MOT'YT CO3/aBaThesl Ha OyMa)KHOM HOCHTENE M/WiIM B SIEKTPOHHOH popme ¢
COOIO/ICHMEM  YCTAHOBJIGHHBIX mpaBuil odopmieHust Jlokymentos. [lpu cosnanun
JIOKYMEHTA Ha JAByX U GoJjiee cTpaHHUIlaX BTOPYIO ¥ MOCIEYIONINE CTPaHHIIbl HYMEPYIOT.
Homepa crpaHuil NpOCTABIAIOTCA TOCEPEIMHE BEPXHErO MO JOKYMEHTa Ha PacCTOSHUH
He menee 10 MM oT BepxHero kpas iucta. Jlomyckaercs coO3/aHHe AOKYMEHTOB Ha
JUIEeBOH M 000POTHO# CTOpPOHAX JIHCTA.

[Ipu ABYCTOPOHHEM CO3JIAHHM JIOKYMEHTOB LIMPHHA JIEBOTO MOJIS Ha JHUCBOH CTOPOHE
JIMCTA M TIPABOTO 10151 Ha 0GOPOTHOM CTOPOHE JIUCTA JIOJDKHBI OBITh PABHEL

3. PexkBH3UTHI JOKYMEHTOB

3.1

JInsi peKBU3UTOB JTOKYMEHTOB, CO3/1aBaeMbIX B 00111€00pa3oBaTe/bHOM OpraHu3anuu,
yCTAHAB/MBAIOTCS MpaBuia u Tpebosanus B cootsercteuu ¢ FOCT P 7.0.97-2016.
CocTaB peKBH3MTOB KOHKPETHOTO JIOKYMEHTa OTPE/IE/ISETCS €ro BHAOM i HasHAUYCHHCM.
[Ipy noaroroske u oMOPMICHHH [IOKYMEHTOB B IIKOJIC HMCHOJLIVIOTCH CreIylONH
PEKBU3UTBL:

HaUMEHOBAHHE TITKOJIbI;

CIpPaBOYHBIC IaHHbIC O MIKOJIE;

HAMMEHOBAHHE BU/IA JIOKYMEHTA;

jara JIOKYMEHTa;

pErucTpallHOHHBII HOMEDP TOKYMEHTA;

CCBLIKA Ha PErHCTPAllMOHHBIH HOMED U J1aTy TI0KYMEHTa;

MECTO COCTaBJIeHUs (M3/1aHus) JOKYMEHTA,

ajpecar;

rpud yTBEpIKJICHHUS JOKYMEHTA;

3aroJIOBOK K TEKCTY:

TEKCT JIOKYMEHTa;

OTMETKA O TIPHJIOKEHHHU;

rpud) cornacoBanus JA0KyMEHTa;

BH34;

TMO/TITHCh;
OTMETKa 00 31eKTPOHHOM MOJAIUCH;
nevyarth;
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OTMETKa 00 MCHOJIHUTENE;

OTMETKA O 3aBEpeHUH KOIHH,
OTMETKA O NOCTYIUICHHH JIOKYMEHTA;
pe30IroNHs.

4. BaaHKH J0KYMEHTOB

4.1.

4.2.
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JIOKyMEHTBI, co3jiaBaeMbie B 00Ie0oOpa3oBaTebHOl Opranu3auy, 0GOPMIAIOTCS Ha
GraHKax, M3roTOBJICHHBIX HA CTAHAAPTHBIX JcTax Oymarn gpopmaros A4 (210x297 mMm) 1
A5 (148x210 mm).OTaebHbIe BHIBI JOKYMEHTOB (TabJHibl, CXCMBI, CMETBI) JIOMYCKALTCs
oopmaaTh ¢ ucnosnp3osanneM popmara A3 (420x297mm). JIOKyMEeHTBI, COCTABJISIOLIUE
BHYTPEHHIOIO TIEPETHCKy, OQOPMISIOTCS HA CTAHAAPTHBIX JHMCTaX Oymarn dopmarta A4
(210x297 mMm) Ge3 HCIIOIIb30BaHUs OITAHKOB.

Kaskplil et JokyMenTa, oopmieHHbIH Ha Onanke uiv 0e3 Hero, J0JKCH HMETh 110715
HE MeHee:

20 MM - JIEBOE:

10 MM - ipaBoe;

20 MM - BepxHee;

20 MM - HHIKHEE.

JIOKYMeHTBI JUIMTeNbHBIX (cBbilie 10 j€T) CPOKOB XpaHEeHHs JIOJKHbBI HMETh JICBOE MOJIC
e menee 30 Mm.

Bujibl 01aHKOB JIOKYMEHTOB, IIPUMCHACMbIX B IITKOJIE:

001t 011aHK;

OJIaHK [MHCHMA; :

GIaHK KOHKPETHOro BMJa JAOKyMeHTa (OmaHk mnpukasa, OJaHK pacropsieHus, Onank
IPOTOKOJIA U JIp.)

O6pasupl pazpabOTaHHBIX U NPUMEHSCMBIX B LIKOJIE OJIAHKOB 110UIEJKAT BKIIOYEHHUIO B
HHCTPYKLHIO 10 JEJIONPOH3BOACTBY 006111e00pa3oBarellbHOi  Opranu3alny B - KauecTse
MIPHIIOKEHHH.

5. Ilpuka3spi
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Ilpukazamu OGOPMIAIOTCS PELICHHS 110 ONEPATHBHLIM. OPraHH3dLUHOHHBIM, y4eOHBIM,
KaJIPOBBIM H JIPYTHM BOIPOCaM pabOTBI HIKOJIBL.

[IpoeKThl MPHKA30B TOTOBAT OTBETCTBEHHBIC MCIOJHHTEM HA OCHOBAHWHM MOpYYeHHi
aupekTopa, ero 3amectutened. [IpoekThl NpPHKAa30B 110 JMYHOMY COCTaBy TOTOBHT
JMPEKTOP.

B mpukasax TeKCT ~HM3jaraeTtcs  OT - [EPBOrO  JIMIA  €JIMHCTBEHHOrO  HUHCIA
(«ITPUKA3BIBAIO»).

TekeT mpHKa3a MOXKET COCTOATh M3 JBYX wHacteii: Koncrarupyrouied (mpeamOyibi)
pacnopsIMTEIbHOM.

B KoOHCTATHPYIOIMIeH HacTH KPAaTKO M3JAraioTcss Heid W 3ajaud, (akrtbl U CoOBITHA,
TMOCTY)KMBLIME OCHOBAHHEM JUIs M3/laHus npukasa. OHa MOXKET HAUMHATLCA C/OBAMH i 2
nensix","B coorserctrun”, "Bo ucnonnenue”, u T.1. Ecim nprkas u3jlaeTcs Ha OCHOBAHHH
JAPYTOro JIOKyMeHTa, TO B KOHCTaTHPYIOIIEH HacTH yKa3blBACTCs HAMMEHOBAHHE STOIO
JIOKYMEHTA, ero Jata,Homep u 3aronoBok. [Ipeambyiia B npoekTax NpHKa3oB 3aBepLIACTCA
ciosoM «[TPUKA3BIBAIO», koTopoe nevdaTaeTcs 3ariaBHbIMKU OyKBaMH.
PacropsanTe/IbHas YacTh J0DKHA COJACPIKATH NIEPEUHC/ICHHE IIPE/ITHCHLIBACMBIX JICHCTBHIT
C yKasaHMEM HCIOJHMTENS KaXJI0ro JIGHCTBHS M, HPH HCOOXOJIMMOCTH, CPOKOB
ucroaHeHus. PacnopsidrenbHas 4acTh JICIMTCS Ha IYHKTBI M [OJIYHKTbL, KOTOPBIC
HyMmepytoTcs apabckumu tmdpamu. JleHcTBUS OJHOPOJHOTO XapakTepa MOryT OBITD
TIePEYUCIICHb] B OJIHOM ITYHKTE.

B kayecTBe MCIOJHHWTENEH YKa3bIBAIOTCS 3aMECTHTENIH JIMPEKTOpA, lpe/ice/aTe i Wil
pyKkoBojMTeNH  pafouux  Tpynn  (KOMHMCCHii),  YUHTEIA-TIPCMETHHKH,  KIACCHBIC
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PYKOBOJIMTEIU K ApyrHe padboTHuku obpa3oBaTeabHOM OpraHu3aliH.
Eciu npukaz m3MeHsieT paHee M3JaHHBIA JOKYMEHT (MyHKTHI JOKYMEHTa), TO OJHH M3
IIYHKTOB Pacrops/IMTEILHON YacTH TeKCTa JI0JDKEH COACPIKaTh CCBUIKY Ha H3MEHSEeMBbIi
JOKYMEHT (ITYHKTbI JOKYMEHTA) ¢ YKa3aHHEM €ro JiaThl, HOMepa U 3arojioBKa.
Ecim npukas orMeHseT JeHcTBHE paHee M3/IaHHOTO JOKYMeHTa (IIyHKTOB JOKyMEHTa) ¢
OINPEICJICHHON JIaThl. TO OJMH M3 IYHKTOB pACNOpPSINTEILHOW YacTH TEKCTa JIOJIKEH
HaYMHATLCs cioBamu "llpu3HaTh yTpaTHBIIUM CHILy...", Jajee yKa3pIBaThCA Jata, HoMep U
3aroJIOBOK paHee M3JIaHHOIO JIOKyMeHTa (IyHKTa JIOKyMEHTa), a TakKe Jara, ¢ KOTOpOi
oTMeHsieTcs ero Jieiictsue. Ecim mara He ykazaHa, TO JICHCTBHE paHee H3AaHHOIO
JIOKyMeHTa (IIyHKTbl JIOKYMEHTA) OTMEHSIETCS € JIaThl U3/1aHusi HOBOTO MpHKa3a.
. BEcim npukas ormensier paHee W3JaHHBIA JIOKYMEHT C MOMEHTA W3/IaHMS, TO OJMH M3
IYHKTOB Pacrops/IMTeILHON YaCTH TeKCTa J0KeH HaYMHAThCS cjioBaMu "OTMeHHTSD..." 1
YKa3bIBaTHCS JlaTa, HOMEP U 3aro/IOBOK paHee H3/1aHHOTO JOKYMEHTA.
. Ecim npukas npeamonaraercsi BBeCTM B JICHCTBHE HE € MOMEHTA €r0 HW3JaHusl,
HEOOXOJIMMO  yKas3aTb CpPOK BBeJIeHMs ero B jeiictBue. [lochmeanuit  myHKT
pacTiopsAUTEIbHOH YaCTH MOKETCOJAEPIKaTh CBEJCHUS O JIOJDKHOCTHOM JIMIE, HA KOTOPOE
BO3JIaraeTcsi KOHTPOJIL 3a UCIIOJHEHHEM TPUKa3a. !
IIpukaspl noanuCHBatOTCs TONLKO JMPEKTOPOM 001e00pa3oBaTe/IbHON OpraHu3aliy WK
pPabOTHUKOM, HCTIOTHSIIOIIAM ero 0083aHHOCTH.

OtsercrBeHHOCTL  3a  OOeCTieUeHHE CBOEBPEMEHHOW M KAYeCTBEHHOW MOArOTOBKH
[IPOCKTOB TPHKA30B M HMX COIVIACOBAHME C 3aMHTEPCCOBAHHBLIMM paOOTHHKAMH H
OpraHM3alMsMHi HECYT aBTOPbI IPOEKTa NpUKasa. [
Perucrpannonnbsie HomMepa IpUCBABAIOTCS IIPUKA3aM 10 TMOPSIKY HOMEPOB B Ipejesiax
KaJIeHIapHOr0 ro/ia.

. Jlata perucrpauun 1puKasa sBIsieTCsl 1aTOH ero Mo mucaHmsl.

llpaBuna — HOpPMATHUBHBIH AaKT, OUpEACISIONMH MOPSIOK Kakoro-mubo Buaa
JIeSITE/IbHOCTH, YCTaHABIMBAIOIINN HIIH 3allpelalonini Onpe/IeJICHHOE TOBEJICHHUE,
[lonoxenue — HOpPMATUBHBIN aKT, ACTATBHO perilaMeHTUPYIOIMH IPABOBOM CTaTyC.
MOPs/IOK OpraHu3aIiy U Mpolelypy Kakoro-nudo Buia JAesTeIbHOCTH.

MueTpykims — HOpPMATHBHBINA aKT, M3/aBacMblii B LE/ISIX Pa3bsiCHEHUS! U ONpe/elicH
NOpsi/IKa MPUMEHEHHs COOTBETCTBYIOUIEr0o HOPMATHRHOIO aKkTa JIMOO C IEeNIbI0 yKazaHH
HOPM 0 c11oco0ax BBIIOIHEHUS OIPE/ICICHHBIX onlepalnii (J1eHCTBHIA).
ITpasuia, nonoKeHus, HHCTPYKIMKM MPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJA JOKYMEHTA
na Copere mkoabl, 3aceranusx [lemarorudeckoro cosera, COOpaHHSX TPYAOBOT
KoJleKkThBa, 3acenanusax llpodceoriosHoro xommrera WKOABI M Jp., YTBEPHKIAIOTC
JIUPEKTOPOM.
[Topsalok  MOJArOTOBKM IIPOEKTOB MpPaBWJI, TIOJNOKEHHs, HHCTPYKLMH COOTBETCTBYE
o0uemMy NopsKy HOJArOTOBKH [POEKTOB MIPUKA30B 00111e00pa30BaTeIbHON OpraHA3aliiy.
Texer npoexTa 1MonoKeHHUs, MPaBUI, MHCTPYKIIMK I1€YaTaeTcs Ha YUCTOM JicTe Oymar
dopmara A4.

OTauuuTeNbHBIMU  XapaKTePUCTUKAMM  TEKCTOB NpPaBWI, [OJIOKEHHS, HWHCTPYKIL
SABJISIOTCSL:

TOYHOCTD IPUMEHAEMBIX (POPMYIMPOBOK Oe3 UCIIOJIB30BaHMS CJIOB M HOHSTHH, HMEIOLI
MHOIKECTBEHHBIH CMBICI;

UCIOJIb30BAHUE KOPOTKHMX HPEUIOKEHHUH, OOLICIPUHSTBHIX BBIPAKEHUH U CBSI30K,
HEOOXO0IMMOCTH - IIPe/IBApUTEILHOE OTIpe/IeNIeHHe NCTIONb3yeMbIX MOHATHI, CoKpalie
ab0OpeBuaryp;

ONKMCAHUE BCEX BO3ZMOMKHBIX BAPHMAHTOB COOBITMH M COOTBETCTBYIOUIMX WM BapHaHT
JEHCTBUIL, T.€. TIOJHOTA [PE/ICTABIEHHS HHPOPMAIIHK;

CTPYKTYPHPOBAHHOCTb TEKCTa C LEIbIO JOCTHIKCHMSI HaWIydlleid IoclefoBaTebHO
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U3JI0)KEHUS MaTepyalia;
MUHUMM3AIMS TEKCTA C MMOMOIIBIO IIPUMEHEHHs 00001IeHnH (0030pOB MpejinoaraeMbix
JIEHCTBHI) ¥ MPUMEHEHNE ePEUNCIICHHH (3a/1a4, ITANoB, YCIOBHH H T.JL.).

B 3aBucumocTtH OT ClOXKHOCTH M oObema pa3padarbiBaeMbIX TPaBUIl, TOJIOKEHHUSI,
HHCTPYKIIHMHM TEKCT JOKYMEHTA ACIMUTCS Ha [JIABbl, [IYHKTEl W MOANYHKTHL | JIaBBI JOIKHEI
UMeTh HasBaHus. Hymepanus npou3BoiuTes apabCKuMu i pamu.

IIpoTokoa 3acenanns (coBemanusi)

ITpoTokos — A0KYMEHT. B KOTOPOM (HKCUPYETCs X0J1 00CYIKICHUS BOIIPOCOB U NPHHSATHS
pelleHHH Ha CcOOpaHusAX., COBEIAHHAX, KOH(PEpPEHIMSIX M 3ace/laHusiX KOIJIerHalbHbIX
OpraHoB.

IIpotokon 3acenanus (copemanusi) - (lanee - NPOTOKOI) 0QOPMISETCS HA YMCTOM JIHCTE
Oymaru hopmara A4.

PexBu3ut - "teker qokymenTta". PEKBU3HT COCTOMT M3 JIBYX YacTei: BBOJIHON H OCHOBHOI.
Bo  BBOAHOI  wacTH  yKa3bBAlOTCS —~ MHHLMANBL,  (PaMHIMH M JOJDKHOCTH
[peCeaTe/IbCTBYIOMIEr0, CeKpeTapsi, IMPUCYTCTBOBABIIMX HaA 3aceJlaHUH M, [IpH
HEOOXOJMMOCTH, JIMIL, PUIJIAIICHHBIX HA 3ace/laHue (CoBellanue).

BBojiHas uyacTh TNPOTOKONIA 3aKaHYMBACTCS TIEPCUHEM: PACCMATPUBACMBIX BOIPOCOB,
HEPEYUCIICHHBIX B MOPAJIKE HX 3HAYMMOCTH C YKa3aHHEM JOKJaayuKa [0 KaKIOMY
paccMaTpuBaemMoMy Borpocy. Bompocel (opmynupytores ¢ npewiorom "O" ("O6"),
IeYaTaroTCs OTIPaAHUIIbI JIEBOTO MOJISA U HyMEPYIOTCs apabCKuMHU 1HppaMu.

OcHoBHas 4acTh IIPOTOKOJIA COCTOMT U3 Pa3/ielioB, COOTBETCTBYIOIIMX PACCMATPHBAEMbIM
BOIIPOCAM M HX HyMeparium. :

Teker nporokona mznaraercs OT TpeThero JHia MHOKECTBEHHOTo uwcia ("caymanu.
"BpicTynuiin", "nocranosmin”, "pemmnau’).

[IpoTokon  noOMNMMCBLIBAETCS  JHIOM,  TPEJACE/IaTe/IbcTBOBABIIMM — HA  3acellaHuu
(coBemanum), H cekpeTapéM 3aceanus (COBCIIAHHS).

IIpu oTCyTCTBMM cekpeTaps 3ace/laHHs, B TOM 4YHCIC NPH IPOBCICHUH OIEPATHBHBIX
COBELIAHMIi, JI0ITyCKaeTes MO/AIMCcanue IPOTOKOIa TOILKO Mpejice/1aTehbCTBYIONIHM.
Texer npotokona j0/KeH ObITh NOJATOTOBICH HE MO3/IHEE TPEX JHCH CO JIHS 3aceianusl.
[IpoekTsl COOTBETCTBYIOMIMX IYHKTOB TMPOTOKOJIA BH3UPYIOTCH JIOJKHOCTHBIM JIMIIOM
OTBETCTBEHHBIM 3a [IOATOTOBKY.

Jlara npoToKosia 10JKHA COOTBETCTBOBATD JIHIO IIPOBEJICHUS COBEIIAHM (3ace/ianus).
Komuu 1npoTokosioB pacchulalOTCs 3aMHTEPECOBAHHBIM OPraHH3allMgM M JIO/DKHOCTHBIM
JHIIaM B COOTBETCTBMHM C YKasaTelleM pacChbUIKM, KOTOPbIH COCTaBiseT CeKperaphb
3acelaHus (coBelanus).

[Taan

[Inan — JIOKYMEHT, YCTAHABJIHBAIOUIMI [EpeYeHb HAMEUYEHHLIX K BBITIOIHEHHIO
MEPOIIPHATHII X TTOCIIEI0BATEIBHOCTb, 00bEeM, CPOKH, OTBETCTBCHHBIX MCIIOIHUTEICH.
[Inan odopmisercs na amcre Oymaru Qopmara A4 ¢ MCHOIB30OBAHHEM CIIEAYIONIMX
PEKBH3UTOB:

HAaUMEHOBAHME LIKOJIBI;

rpu yTBEPIKACHHUS JIOKYMEHTA;

JlaTa IOKyMEHTa;

pErucTpalioHHbIH HOMEep JIOKYMEHTA;

HAaUMEHOBAHUE BU/IA JOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT JIOKYMEHTa;

HAMMEHOBAHUC JIOJIKHOCTH;

MO/IIHCh.
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9.4.

10.3.

10.4.
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PexBusut — "rekeT gokymMenTa" oopMisieTcs B Bijie TabIHIE! ¢ Tpadamu:
HOMEp MyHKTA Tj1aHa;

HAWMCHOBAHUE MEPOTIPHSTHS,

CPOK MCIIOHCHHS:

MCIIOJTHUTED;

[IPUMCYAHHE.

Oruer

Otuer —— JIOKYMEHT, COJCpKallMH CBEJEHHUS O pe3yjibTarax JAEATe/IbHOCTH 3
ONpe/ICICHHBIH  TIEPHOJL BPEMEHH, BBIMOTHEHHM MEPONPUATHH, MOpPYYEHHH, 3an1aHuid
MJIaHOB. :
OTyeTsl, NpeAoCTaBiisieMble B OPraHbl rocylapCTBEHHOH BacTH (B TOM YHCIIE B OpraHb
rOCY/IapCTBEHHOM CTAaTHCTUKH) M MMEIOIIME YCTAHOBJICHHYIO IIPABOBLIMH  aKTaM
roCy/IapCTBEHHBIX OpraHoB (OpMy. CO3JAIOTCSA 10 YCTAHOBJICHHOH TOCyIapCTBEHHBIM
opranamu popme 1 B onpeacaéHHOM MU HOPSIJIKE.

OTuéThl, NpelocTaBIsieMble COTPY/IHUKAMH LIKOJIBI B X0O/1€ BHYTPEHHETO B3aMMOJICHCTBHS
CO3J1aK0TCs 110 MPaBUJIaM, YCTAHOBICHHBIM JUIS CO3/IaHUs CITy)KeOHBIX 3aIHCOK.

Oruersl opopmigiores Ha nucre Oymaru Gopmata A4 ¢ HCIOJIL30BAHHEM CIIEAYIOLIH
PEKBU3UTOB:

HAUMCHOBAHUE IIKOJIbI;

Jlata JIOKyMeHTa;

perucTpalliOHHBIH HOMEp JIOKYMEHTa;

HAaMMEHOBAHME BH/1a JOKYMEHTA;

3aroJIOBOK K TEKCTY:

TEKCT JIOKYMEHTA!

OTMETKA O NPHIOKEHHH (MPH HATUYHH);

HAMMEHOBANHE JIOJIKHOCTH:

HOJIINCE.

B Tekcre oTuéTa B 00s3aTEIHHOM MOPSIIKE J0JDKHO COAEPKATHCA YKa3 Ha JEATEIbHOCTh
MEpOIIPUSITHE, BbLIAHHOE TTOPYUCHHUE, 3a/laHie, ITyHKT M1aHa, MOIeKAIMA BBITOTHEHHIO
M pe3yabTaT O BBITOJHEHWH, B TOM YHCIIE C YKa3aHHEM Ha COOJIOJICHHE MJIH HapyIIeHH
MCITOJHMUTEILCKOW JIMCHUMILINHBI, YCTAHOBJICHHBIX CPOKOB HCIIOJIHEHHMS M HaJUIeXKaIie
npejioctasierue  UHMOpMaIHKH, HEOOXOIUMBIX MarepHanoB (IIPOEKTOB JOKYMEHTOB
COMCIHIOIHUTEISIMU (TTPH YIaCTHHU HECKOJIBKUX HCTIOJTHUTENEH ).

ITucbmo

[TucbMa roToBSTCS KakK:

OTBETHI O BLINOJIHEHHH MTOPYUCHHIl BBILIECTOSIIMX OPraHOB HCIIOJIHUTENBHOM BIIACTH;
OTBETHI HA 3aMpPOChl OpraHu3anuii, MPeANPHATHH U YaCTHBIX JIHIL;

WHHUIMATHBHbIE MKUCLMA.

CpoKH 1101I'0TOBKH OTBETHBIX ITHCEM:

C KOHKPETHO# JaToi UCIIOIHEHHS, YKa3aHHOH B JOKYMEHTE, - B yKa3aHHBIA CPOK;

B COOTBETCTBMM C pE30IONMEH JIMPEKTOpa M €ro 3aMecTHTelled Ha OCHOBaH
YCTAHOBIICHHBIX CPOKOB MCIOJIHEHHS NOPYYEHHH, 3allpOCOB HIIM MO PELICHHIO aBTO
PE30IIOIHH.

TeKCThl OTBETHBIX ITHCEM JIOKHBI TOUYHO COOTBETCTBOBATH 3a/laHUAM, 3a(DHKCHPOBAHHD!
B pesosmonn. CpoKd MOArOTOBKH MHHIMATHBHBIX MUCEM ONPEIEIISIOTCS CaMOCTOSTE/IbH
ABTOPOM POEKTA MHCHMA C YYETOM HEOOXOJAMMOCTH pEelleH!s KOHKPETHBIX 3a1a4 | (

B COOTBETCTBHM € TpeOOBaAHMSAMHK 3aKOHOATEIILCTBA, MOPYUYCHHAMH HETIOCPEICTBEHHO
PYKOBOJIUTEIIS.

[TucbMa neyartaiores Ha OjlaHke nucbMa oduieobpazoBarelibHON OPraHU3aIui C YTITIOBBIX

'




10.5.

10.7.
10.8.
10.9.

pacnoioKeHHeM PeKBU3HTOB.
HonojHurenbHo K pekBu3uTaM Osianka nucbMa 1pu ohOPMIICHHH [IHCEM B IIKOJE
HCTIOJIB3YIOTCS CJIC/YIOIIHE PEKBU3UTHI:

ajpecar;

3aroJIOBOK K TEKCTY;

TEKCT JIOKYMEHTA;

OTMETKa O NIPHUIIOIKSHHHU;

BH3Q;

MOJIHUCH.

oTMeTKa 00 HCIOTHHUTENE.

IIpu oopmiiennu nucsMa Ha ABYX M Gojiee CTpaHUIIaX BTOPas M MOCIEYIONHE CTPaHHILb]
HYMEpYIOTCS MOCepe/IMHe BEPXHETO M0JIs TUCTa apabeKuMu Lugpamu.

[TucbMa noanKuCeIBACT AMPEKTOP WITH PAOOTHUKH, YTIOJHOMOYECHHBIC TPUKA3OM.
CnyxeOHble 3aITMCKH

B 1ensax ocyimecTnienus B3auMOCHCTBHS MEXJy COTPYAHHKAMH B PaMKaX BHYTPEHHEro
JAOKYMEHTO000pOTAa B IIKOJE NPUMEHSIOTCS CiykeOHble 3amucku. CiykeOHble 3alHuCcKu
ABIISAIOTCS CIIPABOYHO-HH(POPMALMOHHBIMHU JIOKYMEHTAMH. ABTOPAMH CIIYKeOHBIX 3aMTHCOK
ABJISAIOTCS COTPY/IHUKM 001e00pazoBaTe/IbHON OpraHu3aliiy.

10.10. CnyxeOnas 3anmcka MOXET COCTaBISTbCA [0 YKa3aHWIO pPYKOBOJCTBA WIH IO

UHHIIHATHUBE KOHKPETHOIO COTPYAHHKA.

10.11. Tlpu odopmienun ciayxeOHOI 3aHCKH 0OPOPMIISIOTCS CIIEYIONIHE PEKBU3IHTEI:

ajpecar;

JlaTa JIOKyMEHTa,

HAaMMEHOBAHHE BHJIA JIOKYMEHTA;
3aI'0JI0BOK K TEKCTY;

TEKCT JIOKYMEHTa;
OTMETKa O MPUJIOKECHUH (TIPH HATHYHH );
HaMMEHOBaHME JIOJDKHOCTH;

. MOJIHNCH.

10.12. Cnyxebuble 3amMCKH MOIYT CO3/@BaThCsi Ha OYMaXKHOM HOCHTElE W / HIH B
IEKTPOHHOK hopMme.

11. loBepeHHOCTH

11.1. JloBepennocTs  BbIIAETCA  COTPYJIHHMKAM LIKOJALI W odopmisgercss 110  IpaBHiIam.
YCTaHOBICHHBIM  Hactosulel HMuctpykmmeit s nucem, ¢ yuérom TpebGoBaHMii
IPaK/IAHCKOTrO 3aKoHoMaTe/IbeTBa Poccuiickoii Mejiepaitun 1 HacTosiiero passena.

11.2. [IpoeKT [0BEPEHHOCTH TMOArOTABIMBACTCS M BH3UPYCTCS COTPYIAHMKOM, KOTOPOMY
JIOBEPEHHOCTH Oy/IeT BblaHa, 110CIe Yero nepeaétesi B KaHIeNapHio JUTS HallpaBIeHus Ha
MO/IMTHCAHNE.

11.3. JloBepeHHOCTh MOJANMCBLIBACTCS JIMPEKTOPOM MM JIMIOM, OCYIUCCTBISIONIUM €I
MOJTHOMOY S (MCIOTHSIIOLIHM 00s13aHHOCTH ), H CKperuisiercs NevyaThio
o01meodpaszoBarebHOW OpraHu3aIim.

12. JloroBopbl, coriiameHnsi, KOHTPAKThI

12.1. JloroBopbl, cornamieHusi, KOHTPAKThl (Jajgee - JIOTOBOPBI) MOJrOTABIWBAKOTCA B
COOTBETCTBUM C TpeOOBAHMAMH T'PAKIAHCKOTO, TPYAOBOI0, OIO/UKETHOIO M HHOIO
3akoHoarelbeTBa Poceniickoit deziepalini, B 3aBHCHMOCTH OT PEryJIHPYEMbIX JIOTOBOPOM
MPaBOOTHOUICHUH ¥ 0053aTeIbCTB CTOPOH.

12.2. Ilpoekt s0roBOpa MOJArOTABIMBACTCS OTBETCTBEHHBIM COTPYAHMKOM (KOHTPAKTHBIM

VIPaBIAIOMIMM) € y4€TOM HEOOXOJMMOCTH CBOCBPEMEHHOTO M KayeCTBEHHOI'O
obecrieyeH s UCIIOJHEHHS] CBOMX TMOTHOMOYHH (00s3aHHOCTEH, (DYHKIMI), [10JIHOMOUMI]
IIKOJIBI B I[CJIOM.




12.3.

14.
14.1.

14.4.

14.5.

14.6.

[IpoeKkT JI0roBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBI
YIIPABJISIONIAM) COBMECTHO CO CHELHATMCTOM. K (YHKUMSIM (MOIHOMOYHSAM) KOTOPOT
OTHOCHTCS  PELICHHE BOMPOCOB, SABISIOIIMXCS [PEIMETOM JIOTOBOpa. HIJIM  HHb
COTPYJIHHKOM 110 IIPAMOMY YKa3aHHIO MpeKTopa 0011eodpa3oBaTesibHON OpraHu3aluy.

. Heobxonmumast Jjuisi  TOATOTOBKM  IpoeKkTa JoroBopa HH(popmaius —cobupaerc

OTBETCTBEHUBIM  JIMIOM  (KOHTPAKTHBIM  YHPaBISIOIIUM) B TOpsAAKe — pabouer
B3aUMOJICHCTBHS C YUETOM MPABWIL, YCTAaHOBICHHBIX HacToslel NHCTpyKuKeH.
[ punuHLI Oprauu3anuu 10KyMeHT0000poTa

AR 1101(yM€HT0060p0T€ BbUIC/IAIOTCS  CIIEAYIOUIME JIOKYMCHTOIIOTOKH! MOCTYyIaroma

JIOKyMEHTalMs (BXO/IfIIas), OTIpaBiaseMas JIOKyMEHTAlMs (HCXOJSINas), BHYTPEHH
JIOKYMEHTaIHs.

B cocraBe BXOJSIICH M MCXOJUIIICH JOKYMEHTALMM MOIYT BBUICTATHCS JOKYMCHTBI
HOCTYIMBIIME M3 BBIIECTOSINNX, [OAPSIHBIX, MEIMIMHCKUX W JAPYIHX OpraHu3aimi
OpraHOBMECTHOIO CaMOYIIpaBJIcHus, OOpalleHus rpakiaH.

. OBpamienus rpaxial perucTpupyroress u GopMUpYIOTCS B Jieia OTACIBHO OT APYTH

JIOKYMEHTOB 00111e00pa3oBaTe/IbHONH OpraHu3ayH.

B mikoiie J0CTABKA M OTIpaBKa JIOKYMEHTOB OCYIIECTBIISICTCS CPEACTBAMH I10YTOBO
CBA3M. 2ICKTPOHHO CBA3H, a TAKIKE 110 CHCTEME ANEKTPOHHOIO 10KyMeHTo000poTa (f1arne
- CHJ). C nomowbI MNOYTOBOM CBA3M B 001Ie00pa3oBaTeNbHYIO Opranusall
JIOCTABIISCTCS TUChbMEHHAs KOPPECTIOH/ICHLUST B BHJIE IPOCTHIX [THCEM, 3aKa3HBIX TTHCEM
MTOYTOBBIX KapTouek, Oaneposieii i MEIKUX ITaKeTOB, a TAKKE e4aTHBIC U3/IAHHS.

Ilepsuunasi 00padoTKA NOCTYNAIOIHX TOKYMEHTOB

JIOKYMEHTBL, MOCTYNAIOIIME B IIKOJTY, MEpPealoTess Ha  PErucTpalyio  CeKperap
001e00pazoBaTebHON  OpraHu3alun M OPOXOJST NEPBUYHYIO 00paboTKy B JeH
NOCTYILTCHUS, TIPH MOCTYIICHUH B Hepaboyee BpeMms - Ha CIeAYIOMHH pabouni JeHb. Ilp
nepsHuHOil 00paboTKe J0KYMEHTOB IIPOBEPSCTCs IPABUIILHOCTD a[pECOBAHMS. Ommubo4n
MOCTYNMBIINE JIOKYMEHTBI [I€PECHUIAIOTCS M0 MPUHAANCKHOCTH MM BO3BPAIIAIOTC
OTIHPABHTETIO.

. JlokymenTel, moctynuBmme ¢ ormerkamu "Cpouno", "Bpyunts HEMEJUTEHHO"

"OnepaTHBHO". HE3AMEUIMTEIBHO [POXOJIST MEPBUIHYIO 00paboTKy ¥ JIOKIaIbIBAIOTC

JIMPEKTOPY WJIM B Clly4ae €ro OTCYTCTBUSI — 3aMECTHUTEINIO JUPEKTOpa 110 HamnpaBlIeHH
p

JIeSTeILHOCTH.

s HOC'I‘)’IIHBUIPIC TeIerpaMMbl [IPUHHMAIOTCA  T10J1 MMOJUIHCHL C IIPOCTaBJICHUEM J1aThl

BPEMEHH IPUEMA, PETUCTPUPYIOTCS M0 TEM KE IpaBrilaM, YTO U [THChMA.

DNEKTPOHHBIE COODIIEHNS, a/[PECOBAHHbBIC IMPEKTOPY MM HANPABJICHHBIC B a]peC LIKO.Ih
pacrieuaThiBAIOTCS M JIOKIA/IbIBAIOTCSA JMPEKTOpY WM B Cllydae €ro OTCYTCTBHA
3aMECTHTEINIO JIMPEKTOPA.

DACKTPOHHBIE COOOIIECHMS, 3aBEPEHHBIE 3IEKTPOHHON MOJITHCBIO, MOIEKAT obpaboTke 1
TIpaBMIIaM, [TPEYCMOTPEHHBIM JUIS MOCTYNAOMICH (BXOJISIIICH) JIOKYMEHTAIUH.
[locrynupimas (BXOJsINAs) JOKYMEHTAIMs PAcIpe/ie/iseTcs Ha PErucTpUpyeMbIC U H
10JIIeKAIIUE PerucTpallii JOKYMEHTBI.

He nojuieskar perucrpaimim:

PUIIIACHTEIbHBIE, 103/]PABUTE/IbHBIC ITHCHMA U TENICTPaMMbL

Ounersl;

[U1aHBl ¥ TPOrPAMMBbI CEMHHAPOB, KOH(EPEHIHA 1 IPYTHX 110,100HBIX MEPOIIPHATHI;
JIOKYMEHTBI 110 OyXranTepckomy y4qeTy, MaTepHalbHO-TEXHUUCCKOMY obecreueHu
[JIaHOBBIE ¥ (PMHAHCOBBIE JOKYMEHTBI, MOCTyNaKoIHe 0e3 CONPOBOIUTENBHOO MHChMa;
peKJIamMHbIe, KOMMEPUYECKHE MPeJII0KEHHUs, B T.4. MOCTYITHBIIHE 110 HJIEKTPOHHOM 110YTe:
nevyaTHbie U3/1anus;

MUChbMA € TTOMETKOH «JTHIHO».
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15. Permcrpamusi, y4eT H pPaccMOTPeHHE PYKOBOJAMTEIeM MOCTYNAWIMHX (BXOASIIHNX)
JAOKYMEHTOB

15.1. TlocTynuBiime (BXojslMe) AOKYMEHTBl PETUCTPUPYIOTCS TOJIBKO I0CIE MX 11ep3wmon
06paboTKH U HE3aBUCHUMO OT CIIOCO0A MX JIOCTABKH.

15.2. Persctpanus — TpOCTaBIeHHE B HHIKHEM I[IPaBOM YIUIy I[I€PBOr0 JIMCTA JIOKYMEHTa
OTMETKM O TIIOCTYILUIEHMH € yKa3aHMEM JarThl MOCTYIUIEHHS M BXOJSLIEIO
PEruCTPalMOHHOr0 HOMEpa JIOKYMEHTa ¢ 00s3aTeIbHOM 3alUChio B JKypHAJl perHcTpalii
noctynaroieit  (Bxojsuiei) jgoxkymentanuu. CTpyKTypa PerucTpallMOHHOIO HOMepa.
HOCTYIAIOMIEro (BXOISNIEro) JOKYMEHTa, COCTOUT U3 ero MopsAAKOBOI0 HOMEpa U MHJEeKca
Jiesia 0 HOMeHKJIaType Jiel1 001meo0pasoBate/ibHOM opraHu3aliy.

15.3. Peructpamms BceX [OCTYIMBIINX (BXOJAIIMX) JOKYMEHTOB MPOM3BOJIMTCS B IIpejiesiax
obuiero  JIokymMeHTornotoka. JIokymMeHTbl, [MOCTYNHBIIME B IIKOIY I10 KaHajlaMm
hakcuMuIbHOM CBsizu, 00pabarbiBaloTCss M perucTpupylotes B oduiem nopsjke. Teker
nocTynuBiiei TeneOHOrpaMMbl 3aMMCHIBACTC B JKYPHANIC PErucTpauuu TeaeoHorpamm  u
rneyaraeTcs Ha JucTe Oymaru Juisi nepejiaiy Ha paccMOTpeHHe.

15.4. IToctynatomme (BXoJsIME) JAOKYMEHTBI IEPEAAIOTCS HA PACCMOTPEHHE PYKOBOJICTBY
TOJIBKO TOCJIC X PETUCTPALMK U IIPEIBAPUTEIILHOIO PACCMOTPEHHS.

15.5. JIOKyMeHTBI, MOCTYNHBIIHE B 00I1e00pa3zoBaTe/ibHYI0 OPraHu3alluio, 110 BOIpocaM, He
TpeGyIoLHMM paccMOTPEHHs JAUPEKTOPa, HaNpaBisioTcss pabOTHHKOM OTBETCTBEHHBIM 34
JICJIONPOU3BOJICTBO IIKOJIBI HEMOCPEICTBEHHO HCIIOIHHUTEIIO 3a11poca.

15.6. JIupeKkTop B Pe30IIONHH OIPEACIieT JIMI, OTBETCTBEHHBIX 3a MCIOJHEHHE JIOKYMEHTA, U
JIaeT UM nopyudeHue. PabOTHUK OTBETCTBEHHBIN 3a JICIONPOU3BOJACTBO LIKOJIbBI IIEpeiaeT
JIOKYMEHT Ha UCIIOJIHEHHUE,

15.7. [lojuiaHHKUK ~ JIOKYMEHTAa C  pe3omjioimeil  pykoBojuTess  obuieobpasoBaresibHoi
OpraHu3alyuy HAPaBISETCs UCTIOTHUTEIO.

15.8. Ilpu Hanu4YUKW HECKOIBKMX MCIIOJIHHTEICH NOMIMHHHK JOKYMEHTa [ICpeaeTes TOMY
UCIIOJIHMTENIIO, KOTOPhI B COOTBETCTBHHM C YKA3aHUSAMH MO HCHOIHEHHIO SBIAETCS
OTBETCTBEHHBIM.OCTATbHbIC HCIIOJHUTENN MMOJIYHAIOT KOTIHIO JOKYMEHTA.

15.9. TIoJUMHHUK JIOKYMEHTA, KOTOPbIA MCIIOJIHSIETCS HECKOJIBKUMH JIOJKHOCTHBIMH JIMIIAMH,
10JIy4aeT OTBETCTBEHHBINH HCIOIHUTENL. OCTAIBHBIM HCITOIHHATENIAM NEPealoTCs KOMHH.

15.10. H3roToBiieHne KOMHH JOKyMEHTa [UIS lepeJayd COMCIIOJIHHTENSAM OCYLIECTBIISACTCS
cexperapeM 001eo0pazoBaTeibHONH OpraHU3aum.

15.11. Pezomonus coOAEPKHUT:

B yKaszaHue 10 MCIIOJHEHHUIO, COJepIKalllee KpaTKoe orucanme
HEOOX0IMOT0 JUITHCTIONTHEHHUS JICHCTBHS;
. yKa3aHue Ha CpOK, B TEYCHHE KOTOPOIo MO0 0 MCTEYCHHS KOTOPOro HEoOXOAMMO
MCTIOJIHUT TIPE/IIUCAHHOE JIeHCTBIE,
. JIHYHYIO TO/ITHCH aBTOPA PE30JIOIHH;
o JIaTy MPOCTABICHUS PE30ITIOIHH.

15.12. Yka3anue Ha CpOK, B Te4YeHHE KOTOPOro nubo 10 UcTedeHUs KOTOPOro HeoOX0MMO
MCIIOJIHUTEL TIPEIIMCAHHOE JICHCTBUE, MOJKET HE BbIpa)kaTbCsl KOHKPETHOH JaToil M
CoJIepKaThbBLIPAKEHHS: "B yCTAHOBIEHHBIH 3aKOHOM CPOK" M T.11.

15.13. Pezomonus numiercs Ha cBOOOJHOM OT PEKBHU3UTOB MECTE IIEPBOIO JIMCTA JJOKYMEHTA.

15.14. B cnyuwae, KoT/1a pe30Iioius aipecoBaHa HECKOJILKHM COTPYIHUKAM, TO OTBETCTBEHHbBIM
33 MCIIOJIHEHHE JOKYMEHTA B LIEJIOM SIB/ISICTCS COTPY/AHUK, YKA3aHHbBIH CPBLIM (BEPXHUM ),
00 COTPYJHHK, B OTHOIICHHH KOTOPOTO CJelaHa MoMeTKa O TOM, UTO OH SBISeTCs
OTBETCTBEHHBIM.

16. Opraausanmisi padboThl ¢ OTHPABASIEMBIMHA (HCXOASIIIHMH) JOKYMEHTAMH

16.1. [lo npepocraBieHusi NPOEKTa OTIPABILEMOro (MCXOMSIIEro) JOKYMEHTA Ha IMOMIUCH
JUPEKTOPY WM MHOMY YMOJTHOMOYEHHOMY B YCTAaHOBICHHOM MOPSJIKE Ha MOJNHCAHHC
JIMILY OCHOBHOH HMCIOJHUTENb [POBEPSET IPABUILHOCTE O(OPMICHUS OTIPABISIEMOIO
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(MCXO0/1A111Ier0) JIOKyMEHTa Ha COOTBETCTBHE TpeboBaHusiM HacTosed UHeTpyKiy.

16.2. Ilpu noAroToBKe OTHPABISEMOro (MCXO/AIIEro) JOKYMEHTa KaK OTBETa Ha MOCTYIHBIIH
(BXOJIAIMMIA) JIOKYMEHT HCHOMHMTENb NPUKIAABIBACT K IIOJATOTOBJICHHOMY IPOEK
BXOJIAIIHH JIOKYMEHT. :

16.3. IlpoekTsl  oTnpaBisieMblX  (MCXOASINMX)  JIOKYMEHTOB ¢ Y4€TOM  COOJIIOIEHH
YCTAHOBJIEHHOIO B PE30JIOIMH  CPOKA HCTIONHEHUS I[1epe/laloTCs  OTBETCTBEHHBI
MCTIOJIHUTENIEM CEKPETAPIO LLIKOJIbI JIUISl HAapaBIeHUs Ha MOIITHCAHHE.

16.4. Ilonnucannple oTnpasisemble (MCXOJSIIME) JIOKYMEHTBL, TIepelaroTcs pabOTHHK
OTBETCTBEHHOMY 3a JICJONPOM3BOJCTBO IIKOJILIL, KOTOPBIH OCYLIECTBISIET IPOBEPK
KOMINIEKTHOCTH M COOTBETCTBUSA KOJIMYECTBA IK3EMIUISIPOB OTIPABISAEMOro (MCXOISIIEro
JIOKYMEHTA CIIMCKY PACCBUIKH, @ TAKXKE MPaBHILHOCTL 0(DOpPMIICHHUS TOKYMEHTA COTJIacH
HACTOSIICH MHCTPYKIMH.

16.5. B cilyuae HapyuieHusi KOMIUIEKTHOCTH WM COOTBETCTBHS KOJHMYECTBA, a TaKK
NPaBHILHOCTH O(OPMIICHHS JIOKYMEHTA COIIAaCHO HACTOAIICH HHCTPYKIIMH OTIIPABIISEMbI
(MeXos1IMe)  JIOKYMEHTBI  He3aMe/UTHTENIbHO — BO3BPAIAIOTCS  CEKpeTapeM  HIKOJI
OTBETCTBEHHOMY HCIOJIHUTENIO UIIM B CIIy4yae OTCYTCTBHSI OTBETCTBEHHOTO HCIIOTHUTE
€O HEMOCPEJACTBEHHOMY PYKOBOIUTEIIO /I yCTPAHCHUS HAPYIICHUH.

16.6. JlokymeHTBl 1OC/E MX TONMMUCAHUS JTUPEKTOPOM MIH HMHBIM YIIOJTHOMOYEHHBIM JIUIO
MEPEIAIOTCs CEKPETapIo MKOJIbI LI PErHCTPALIMU U OTIIPABKH.

16.7. Peructpaist  OTHpaBisieMbIXx  (HCXOASIIMX)  JOKYMEHTOB — OCYIIECTBISETCS  MOCH
NpoBe/IecHUs  pabOTHUKAMHM  KAHIENSIPHUH, OTBETCTBEHHBIMH 33  J€JIONPOH3BOICTBO,
HPOBECPKH  KOMIUICKTHOCTH M COOTBETCTBHMSI KOJIMYECTBA OJK3EMIUISAPOB, a TaKK
MPABUILHOCTE O(OPMIICHUS OTIIPABIISIEMOT0 (MCXOMSIIEI0) JIOKYMEHTA.

16.8. Perucrpanust cosjlaBaeMbiX JOKYMEHTOB OCYIIECTBISETCA B JE€Hb TMOANUCAHUSA |
yTBepAIeHUs 100 Ha ciieyomui pabounit 1eHb.

16.9. CejieHust 0 perucTpupyeMbIX OTIPABISEMbIX (MCXOJSIINX) JOKYMEHTaX BHOCSTCS
JKYPHAJI PErHCTPALMK OTIPABIISIEMOM (MCXOsIIeH ) TOKYMEHTAIHH.

16.10. Perucrpaumonublii  HOMEp W JaTa  OTHPABISEMOrO  (MCXOJSAINEro) JJAOKYMEH
MPOCTABISIOTCA HA MOJUIMHHUKE JIOKYMEHTa B peKBH3MTaX OJlaHKa M Ha 3K3eMILISIpe
ocraioniemes B jielie 00meodpazoBaTebHONR OpraHu3aliim.

16.11. CtpykTypa perucTpallMOHHOIO HOMEpa OTHPABISEMOr0 (MCXOMASINEro) JAOKyMEH
COCTOMT M3 €ro IMOPSAKOBOIO HOMEpPA M MHJIEKCa JIeNa Mo HOMEHKIIAType JIelT IIKOJIbI.

16.12. OrnpaBka JOKYMEHTOB MMPOM3BOANTCS [EHTPATH3OBAHHO PAOOTHHKAMH KaHIIEISP
LIKOJIbL, KOTOPBIC NPOU3BOJST WX COPTUPOBKY 10 crnocody otnpasieHus (mpoct
3aKazHas., MeKJlyHapoiHas u jap.).

16.13. Ilncbma, TtenerpaMMbl, OTKPLITKH, OaH/IEPONM M MEYaTHBIE H3/IaHUS OTIPABIAIOTC
noyroit. @akcorpamMmbl ¥ TesehOHOrpaMMBbl EpeJatoTCst 110 KaHalaM TeJeGOHHOH CBS3H.

16.14. Daexrpounsie cooOUIEHHS] OTIPABISIOTCS ¢ O(QHIHATBHOIO MOYTOBOTO 3JIEKTPOHHO
ajipeca o0ueobpazoBare/IbHONH OpraHu3aluu.

16.15. Ilucbma.,  TenmerpaMMbl,  OTKPBITKH, OaHmeposnn, (axkcorpamMmbl,  3IEKTPOHHE
cooOu1eHHsl, HeCBsA3aHHble ¢ pabouel IS TEIbHOCTHIO, K OTIPAaBKE HE IIPUHUMAIOTCS.

16.16. JlokymMeHTBI, OTIIpaBiIsieMble CPEACTBAMH ITOYTOBOH CBSA3U ITPOXOIST:

. VIIAaKOBKY:

. ajipecoBaHue (Npu HanpaBICHUU JIOKyMeHTa Oosiee yem B 4 ajapeca) — B COOTBETCTB
C yKasaTejeM pacChlIKM, Ha KaXIOM O9K3EMILISIPE MUCbMa YKa3bIBAeTCS TOJIBKO O
ajipecar.

. [IPOCTABICHHE CTOMMOCTH TOYTOBBIX YCIIYT;

. rnepeJiayy B MOYTOBOE OT/ICJICHHE CBSI3H.

16.17. Tlpn noaroroBke u OTHpPaBKEe MHCEM HEOOXOIMMO YHUHTHIBATEH MPaBHIIA, YCTAHOBIEH
NpUKa3soM MUHHCTEpPCTBA CBSI3M M MACCOBLIX KOMMYHUKauuii PO ot 31 utons 2014 r.
234 "O06 yreepxenun [IpaBuil okazanus yciayr nodToBoi cBs3u'.

16.18. JlokymMeHTbl, OTIpABIISIEMBIE CPEJICTBAMH MTOYTOBOM CBSI3M B OJIMH aJpec, BKJIA/IbIBAIOT




B O/IHH KOHBEPT.

16.19. Ucxoasmue JOKYMECHTBI, NpeAHAa3HAYCHHbIC Ul OTIIPABKH CPEICTBAMK (JaKCUMMITLHON

17,
178

172

173

17.4.

173
17.6.

18.

18.1.

18.2.

18:3:

18.4.

18.5.

18.6.

CBSI3H, OTIIPABJISIOTCSA PAOOTHUKAMH KaHIEISIpHH 00111e00pazoBaTe/IbHOM Opranu3aiiui.
Pa3zpaboTka u BejleHHEe HOMEHKJIATYPBI /1€

JloxymeHTabHbIH  (DOHJ IIKOTBI — COBOKYMHOCTH JIOKYMEHTOB, 00pasyloummxcs B
npolecce ero JAesre/JbHOCTH. JIoKyMeHTaIbHBIH (OH LIKOJIBI COCTABIISIIOT JOKYMEHTHI.
co3zlaHHble B 0011e00pazoBaTeIbHOW OpraHu3aluk U IOJIYYCHHBIC CHO B Pe3yJbTaTe
B3aUMOJICHCTBHS ~C OpraHaMd TIOCY/JapCTBEHHOW  BIACTH, OpraHaMM  MECTHOIrO
camMoynpaBiieHUs., IOPHINYECKHUMHU U PH3HUCCKUMH JTHI[AMH.

Homenknarypa jen siBiasieTess OCHOBOH (pOPMHPOBaHHS IOKYMEHTAIBHOTO (DOHIA NIKOJIBI H
NpeAcTaBIsieT co00i CUCTEMATU3UPOBAHHBIN 1epeUucHb 3aroJIOBKOB (HAUMEHOBAHMIA) Jiell.
3aBOJIMMBIX B IIKOJIE, C YKa3aHUEM CPOKOB MX XpaHeHHs, 1 O(OPMICHHBIH B COOTBETCTBHH
C IIPaBOBBIMM aKTaMM, PEKOMEHJIAUMSIMH M METOJAMYCCKMMH YKa3aHWSIMH OpraHos
Poccuiickoii @ezepanuy, ymoJTHOMOYEHHBIX B cdepe rocyJapcTBEHHOIO YIpaBJICHMUs!
ApXMBHBIM J1€JIOM, JEJIONPOU3BOJICTBA H JOKYMEHTOOOOpOTA.

HomeHknaTypa Jei COCTaBjIs€TCs Ha OCHOBE HW3YUYCHHS MOJIOKEHHI, WHCTPYKLMH M
npaBHJl, a TakKKe JIpyruX  JOKYMEHTOB,  PErJIAMEHTHPYIONMX  JIeATCIBHOCTD
o01meobpazoBaTe/bHON OpraHM3alMy, a TakKe HOMCHKIATYP Je 3a pPe/ecTBYIONIHAE
rofibl H JOKYMEHTOB, 00pa3ylolmxcs B JIeATelbHOCTH  001ieo0pa3oBaTe/ibHOM
OpraHH3aliuy.

Homenxnarypa jies1 uCnosb3yercs Uil TPYNTNHUPOBKHA HCIIOJTHEHHBIX JIOKYMEHTOB B Jl€JIa.
CHUCTEMAaTH3alluU U ydeTa Jejl, OIpPEACICHUS CPOKOB MX XPAHCHHUSI M MTOMCKA JIOKYMEHTOR.
ABJISICTCS OCHOBOM JUISi COCTABJICHHUS OIHCEH JIe/I IIOCTOSHHOTO W BpeMeHHOoro (csbime 10
JIeT) XpaHEeHHMsl, a TaKKe JUIsl yueTa jiesl BpeMeHHOoro (10 10 sieT BIIOUUTEeILHO) XpaHeHHS.
Homenxnarypa jen BBOAMTCS B ICHCTBHE PUKA30M 110 HIKOJIC.

Homenknatypa jiej1 TOTOBUTCS B TPEX IK3EMILISIpax:

A IOMEUICHWSA B HOMEHKIIATYPHOE €10 U [TOCTOAHHOI'O XPAHCHHS ]

JUIS MCIOJIL30BaHUS B paboTe OTIENIOM JIEJIONPOU3BOJICTBA (KaHIIENspUeii), ceKpeTapem
IIKOJIBI;

JUIsl XpaHEHHs! B apXHBE LIKOJIBI.

W3 HoMeHKIaTyphl Jiel LIKOJIbl OTBETCTBEHHBIM JIMIIOM 3a BEJCHHE JIe/I0IPOU3BOJICTBA
ohopmiAIOTCS  BBIMMCKM  JUIS  K&KAOr0 W3 TOJpaszJielieHHd ¥ OT/EIOB
obmieobpazoBaTe/IbHON OpraHu3alluy.

@opmupoBanHe e H HX Tekymee xpanenue. [loaroroBka JIOKYMEHTOB H Jiejl K
nepejaye Ha AapXHUBHOE XpaHeHHe

dopmMupoBanue Jen — TPYINITHPOBKA HCTIOIHEHHBIX JIOKYMEHTORB B Jie/la B COOTBETCTBHH C
HOMEHK/IATYPOH Jei1 001eodpazoBaTeibHONH OpraHu3alii i CHCTEMAaTH3allus IOKYMEHTOR
BHYTPH Jlela.

Jena co aus uX 3aBejIeHus 10 nepejiayu B apXuB IHKOJIbI WK HA YHHUTOKEHHE XPAHSITCS
1O MECTY MX (POPMUPOBAHUSI.

Ilpukasel 10 OCHOBHOM, aJMHHUCTPATHBHO-XO3SHCTBEHHOH, Y4eOHO-BOCIIUTATEILHOMN
JICATEIILHOCTH IKOJIbL, TPYIIMPYIOTCS OTACIBHO OT IPUKA30B [0 JMYHOMY COCTaBY
pabOTHHKOB M 110 JIHYHOMY COCTABY 00YYaIONMXCs (YUALMXCS/BOCTTUTAHHIKOB).
Ilepenucka rpynnupyercs 3a NEpHOJL KalCHJAApHOIO roja M CHUCTeMATH3HPYETCs B
XPOHOJIOTHUYECKOH ITOCIIe/10BATEILHOCTH.

ITpoBepka Hanu4us ¥ COCTOAHHS JOKYMEHTOB U I/ [IPOBOJUTCS TIPH HEPEMCUICHUH JIeJl.
IIpA BO3BpaTe Jiei, MpPUH peopraHu3aliMM MM JIMKBUAAIMKM  001eoOdpa3oBaTe/ibHOM
OpraHH3alluH.

B apxuB o6micobpazoBateinbHoii opraHuM3aiMM  (Aajee - apxuB) [epeaaiorcs Jiesa
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MOCTOSIHHOTO, BPeMEHHOTO (cBbie 10 1eT) cpokoB XpaHeHHs! H [0 JIMYHOMY COCTaB
yepes 3 roJia Mocsie roja, B KOTopoM JA0KyMeHThbl ObUTH OMEIIEHBI B JIEIO Ha XpaHEHHE.
18.7. Tlepeiaya JOKYMEHTOB B apXUB [IPOU3BOMTCS MO YTBEPKACHHBIM OIUCSIM JEI1.
18.8. TlojirotoBKa JOKYMEHTOB M JIC/l K Tepejadye Ha apXHBHOE XpaHEHHEe W HA YHHUTOXKCHH

1pejlycMaTpUBact:
. IKCIEPTU3Y IIEHHOCTH J0KYMEHTOB;
. COCTABJICHUE OIUCEI JIeN 110 pe3yabTaTaM dKCIEPTHU3bI X IIEHHOCTH;
. oopmiieHHe J1e;
. COCTABJICHUE AKTOB HA YHUUTOKEHHE JIOKYMEHTOB H JIC/I ¢ UCTCKIIMMHU CPOKaMH XPaHEH

18.9. Dxcnepru3za  HEHHOCTH  JIOKYMEHTOB — TOCTOSHHOIO M BPEMEHHOr0  XpaHeH
OCYIICCTBISCTCS €XKEro/HO JIUIOM (JIHLAMK), Ha3HAYEHHbLIM IIPHKA30M OTBETCTBEHHb
(OTBETCTBEHHBIMH) 32 APXUBHPOBAHHE.

18.10. B jiesio nomentaercs we 6osee 250 nucToB (TOMMIMHA JIeha 1PH 3TOM COCTaBJIsSeT
Oonee 4 cm). Tlpu GoBIIOM KONHYECTBE JOKYMEHTOB (hOPMHUPYIOTCS TOMA (YacTH) Al
BHyTpH /1e/1a JOKYMEHTBI pacrioyiaratoTesl B XpOHOJIOTHUECKOM MOPSIJIKE B COOTBETCTBHH
onucpl0. B jlena MmoMemaroTesl TONBKO MCHOJIHEHHBIC, IPaBUIBHO O(OpMICHH
JIOKYMCHTBI.

18.11. JIoOKyMEHTBI BHYTPH jlejla paclolaraloTcesi CBepXy BHM3 B XPOHOJIOTMYECKOM, BOIIPOCHO
JIOTHYECKOH 110C/I€/I0BATeIIBHOCTH MM UX coveTaHuu. PacrnopsaumrenbHbie JOKyMeE
IPYIITUPYIOTCS B JIeNIa 10 BUJIaM W XPOHOJIOTHH € OTHOCSIIIMMUCS K HUM MPUIIOKEHHSIMH.

18.12. Jlnunslie kapTouku pabOTHHKOB (OPMHPYIOTCS B J1eI10 110 andaBuTy haMUIHi.

18.13. Odopmaenne nena mpeaycMarpuBaeT: oGOpMIIeHHE PEKBU3UTOB OOJIOKKH Jena I
VCTaHOBIEHHOH (popMe; HyMepaL|io JIMCTOB B Jiejie KapaH/1alioM B BEPXHEM [1PABOM YTl
COCTABJICHUE BHYTPCHHEH OIMCH JOKYMEHTOB Jiena, MOUNUBKY W meperuier jaena. Jln
fosabiioro ¢gopmara, NOAMMTLIA 32 OAUH Kpail, HYMEPYETCSl KaK OIMH JIMCT B IIPaBO
BepxHeM yriy. JlokymenTbl ¢ cobcTBeHHON Hymepalldelt JIMCTOB, B TOM YHCJIE NevaTH
M31aHusl, HYMEpYIOTCs B 001IEM OPsIIKE.

18.14. Jluctbl aes, coCTOsIIMX U3 HECKOJBKHX TOMOB MIIM HacTeH, HYMEPYIOTCS MO KaXo
TOMY MJIM YacTH OTJIEJIBLHO.

18.15. Tlocie 3aBepuienus HyMepaluu JHCTOB COCTABIISICTCS 3aBepHTE/IbHAs HAAIMCh, KOTOP
pacrojiaracTesi B KOHIIE Jiesia. 3aBepuTelibHas HalUCh COCTABIIACTCS B JIE/E HA OTAEIbH
JUCTE- 3aBepUTENIe Jlena.

18.16. B 3aBepurenbroil Haanucu undpaMu M MPONUCHIO YKa3bIBACTCA KOJIWYECTBO JIHCTOB
JIAHHOM JieJie. 3aBepuTelibHas HaAIMCh [OAIUCBIBACTCS €€ COCTABUTENEM C YKa3aHu
pacu(poBKH MOAMNKUCH, JOLKHOCTH M JaThl coctaBieHus. KomuuecTBo IHCTOB B JI€
npocTasisiercst Ha 00JI0KKe Jiena B COOTBETCTBHH C HTOIOBOM HAIIIUCHIO.

18.17. PexkBusuT "Cpok XpaHeHHs Jjiena" 1nepeHocHuTes: Ha 0BI0KKY Jieia U3 COOTBETCTBYIOIIL
HOMEHKIIATYPBl JICH TIOCHE CBEPKH €ro ¢O CpPOKOM XpaHEHHMs, YKa3aHHBIM B IEpe
THIIOBBIX JIOKYMEHTOB MJM B IIepeYHE [AOKYMEHTOB, 00paszyloluxcs B JEATEIbHO
(esrepanbHOrO Opraia, cykazaHiueM CpPOKOB XpaHeHHs!.

18.18. Ia senax mocTosHHOroO XpaHeHnus nuiercs: "XpaHuTh MOCTOSAHHO".

18.19. Ilpuem jen mpou3BOIUTCS COTPYAHHKOM, YIIOIHOMOYEHHBIM Ha BEJICHHE ACATEIbHO
apxuBa, ¢ MPOCTaBICHUEM B JIBYX JK3EMIUISIpaX OINMCH JIeJl OTMETOK O HAIMYHU KaXJI0
Jiena (Ha KakJIoM JK3eMIUTIPE OMHCH YKa3bIBAeTCs KOMMUECTBO (DaKTUYECKH MpHHSA
JIC, JlaTa  [puema-liepeiaud Jiell, a TakKe IOJNHCH apXHBHUCTa W COTPYAH
1epe/laBuiero Jjena.

19. 3akiaouuTeJbHbIE N0JI0KEHH
19.1. Hacrosiinas MHCTpYKIMSA 110 JIENONPOU3BOACTBY SBJSIETCS JIOKAJIbHBIM HOPMaTHB
akToM 00ueoOpasoBare/ibHOil  opramsaumu, npuHumaercs Ha OOmem cobp
pabOTHMKOB M  yTBepikaaeTcs (BBOAMTCA B JICHCTBHE) NPUKa3OM  JHPEKTO
o0weobpazoBaTelbHON OpraHu3alnu.
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19.2. Bee nsmenenus M JIONOJIHEHHS, BHOCHMBIC B HACTOSILYI0 MHCTPYKIMIO, 0QOPMIISIOTCS B
NHCbMEHHOH (POpME B COOTBETCTBHM C JICHCTBYIOIINM 3aKOHOATENLCTBOM Poccuiickoii
denepaliuu.

19.3. MucTpyKums 110 J1€10IPOM3BOJCTBY B IIKOJIC MPHHHMAETCA HA HEONPEACICHHBIH CPOK.
W3menenusi n jonoHenus K VIHCTPYKIHH IIPHHAMAIOTCS B [OPSJIKE, [1PE/YCMOTPEHHOM
1.19.1. vacrosimed Muctpykiuu.

19.4. Tlocne npunsatis MHCTpyKuMM (MM M3MCHCHMHA W JIONOJHEHMIT OTACIbHBIX NMYHKTOB U
pas/iesioB) B HOBOH PEIaKIMH TPe/IbLIyINas Pe/Iakilis aBTOMATHYECKH YTPAuHBAET CHITY.




Ipunoscerue Ne

IlpaBunia
oopmiIeHHsI PEKBH3HTOB IOKYMEHTOB

1. Jlusg HOArOTOBKM JIOKYMCHTOB IPHMEHSIETCS TEKCTOBBIH peakTop, obecrnevuBaro
TpeboBaHKs rpaUecKOro BOCHPOU3BE/ICHHS PEKBU3HTOB JOKYMEHTA.

2. Buael u pasmepsl ucnosnbdyembix mpudros: Times New Roman — 12, 13, 14; Calib

14 1 upuOIMKEHHBIE K HUM.

IIpr mojroToBke TeKCTOB B Tabiumax, juis obecrieyeHus Jyqlled YMTAcMOCTH JaHHBIX

Jlonyckaetces npumenenune mpudro Buaa Arial. pazmepos 12,13.

4. JluanazoH UCHOJIb3yeMbIX MEAKJYCTPOUYHBIX HHTEPBAJIOB: OT OJIMHAPHOTO JI0 MOJIYTOPHOTQ

AO3anHblil OTCTYI TEKCTA JOKyMeHTa - 1,25 cMm.

6.  3aroIOBKH pa3zielloB M [OJpa3jeNioB neyararores ¢ ab3alHBIM - OTCTYNOM W
LEHTPUPYIOTCS MOUIHPUHE TEKCTA.

7. MHOroCTpovHble PEKBH3HUTBL [EUATAIOTCH YE€Pe3 OJMH  MEKCTPOUHBIH HHTEPB
COCTABHBICUACTH PEKBU3UTOB OT/C/ISIOTCS JIOTIONHATEILHBIM HHTEPBAJIOM.

8.  Eciu 10KyMeHT rOTOBHTCS /Ul M3/IaHUsl C yMEHbIICHHEM MaciuTada, TeKCT neyaraet
uepes/iBa HHTEpBaIA.

9.  Wnrepsan mexay OykBamu B clloBaX - oOblMHBIM. MHTepsan mexay cioBamMu - OJ
1npooe.

10.  TekeT JOKyMEHTa BLIpABHMBACTCS MO IIMPHHE JIMCTa (110 I'paHHIlaM JICBOI'O M IpaBoO
1MoJIeHI0KyMEHTa). 3

11. JlimHa camoii JUIMHHON CTPOKH PEKBHU3UTA MPU YTIOBOM PAcliojioKEHHH PEKBH3UTOB
bosiee7,5 cM.

12. Jlnimna caMOM  JUIMHHOM  CTPOKM  PEKBU3MTAa TIPH  TMPOJOJBLHOM  PacroiokeH
pekBH3UTOB Hebolee 12 em.

3

N

13. HammenoBanue 1IKOJIbI

HauMeHoBaHME IMIKOIBI JOKHO COOTBETCTBOBATHL HAMMEHOBAHHMIO IOPH/IHYCCKOTO JIMIL
3aKpeMIeHHOMY B €ro  yupeJMTelbHBIX JoKymeHTax (Ycrase —oOmeoOpa3soBareibh
opranmzanmu). Iloj HauMeHoBaHWeM INKOJBI B CKOOKax yKas3bIBaeTCsi COKpaIleHH
HauMeHOBaHUe 001e00pa3oBaTEILHON OpraHu3alny.

Ha/i HauMeHOBaHMEM IIKOJbI - YKa3bIBaeTCs [OJIHOE HAaMMCHOBAHUE BBIIECTOALL
opraHu3aluu.

14.  CopaBounble JaHHLIE O ITKOJIE

CripaBouHble JAHHBIC O IIKOJIE BKIIOYAIOT B ceOs: MOYTOBBIH aapec, Homepa Tenedo
(akca. azpec omexrponHod nourel, kox konsl no OKIIO  (mpocraBisercs
O6uiepoceuiickomy  Kiaaccupukaropy — NpPeANpHATH M OpraHM3alui),  OCHOBH
rocyjlapeTBenHbii  perucrpauuonnsii - Homep  (OI'PH),  maenTuduKaumOHHBIH — HOM
HAJIOTOTIATEBIIMKA/KOJL IPUYMHEI TOCTAHOBKH Ha Hanmoroseri yuet (MHH/KIIIT).
15. HaumeHoBaHue BHjla JJOKYMEHTA

PekBU3HT MCIIONB3YETCS JUIS  yKazaHWsi BHJAAa JIOKyMEHTa W pacrojiaraercs
PEKBH3UTOM «HaWMeHOBanue o0meoOpa3oBaTenbloil opranusanun». HaumeHoBaHne B
JIOKYMEHTa HE YKa3bIBACTCs B IMChbMaX.

16.  Jlara jokymeHTa

JlaToii jlokymMeHTa SBISETCS JlaTa ero nojnucanus (npukas, NMCbMO, 3amucKa, akT | J
YTBEpAICHUS (MHCTPYKIMA, TOJIOKEHHe, TPABHIA, PEriIaMenT, I1aH, OTYET M Jp.), COOBITH
3a()MKCHMPOBAHHOTO B JIOKYMEHTE (ITPOTOKOII).

Jlata JOKYMEHTA4 [pOCTaBIsieTCs JOKHOCTHBIM  JIMIIOM,  [OIHCHIBAIOIIHM
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YTBEPKJAIOMMM JIOKYMEHT, WM TP PErHCTPAlluM JOKYMEHTA, WJIH HCHOCPEACTBEHHO

COCTaBHTEJIEM IIPH 1TOAIOTOBKE JOKYMEHTa (cinyxkeOHas 3anucka, 3asBIcHUE U JIp.).

JlokymenTsl, M3/1aBaeMble COBMECTHO C JPYTFMMH OpraHM3alldsMH JIOJDKHBI UMETh OJIHY

(eaunylo0) nary.

Hary noxkymenra opopmisiior apabckumu iudpamMu B 110CIIeI0BaTeILHOCTH:

B JIeHb Mecsna, mecdll, roj. Jlenb mecsna v mMecsall oOpMISIIOT ABYMs HapaMu apabCcKux
undp, pasjacicHHbIMA TOYKOH: TIOJl - HETHIPpMS apabCKUMKU Lupamu, HarpuMep:
01.12.2017. byksa "r" nocie uudp He cTaBuTCS.

. IpH CJIOBECHO-1IH(poBOM criocobe odopmieHHs JaThl JieHb Mecsla YKa3blBaeTcs Mapoii
apabckux mudp, roj yersipbMs apabekumu mdpamu, nanpumep: 12 nexabps 2017 r.

17. PerucrpaioHHblii HOMEp JIOKYMEHTA

Peructpanmonnelii HOMEp JOKYMEHTAa IIPOCTABISICTCS B COOTBETCTBHH € CHCTEMOM
PErHCTPaLMK, IPUHATOI B LIKOJIE.

Perucrpanmonsbliii  HOMep INPHCBaMBACTCS  JIOKYMEHTY IOCJIE€  €ro  [OJIucaHus
(yrBepxaenus ). Cepliika Ha PeruCTPAlMOHHBIN HOMEP H JIaTy JIOKYMEHTa

Ccpulka Ha MCXO[SIIMH HOMEp H Jlary JOKYMeHTa ajpecaHTta BKIlouaeT B cebds
PErHCTPAllMOHHBIIHOMED H JIaTy JIOKYMEHTa, Ha KOTOPBIil JI0JDKeH ObITh JIaH OTBeT.

18. Mecto cocraBienus (W3/1aHus) JOKYMEHTa
MecTto cocrapienust WM H3JaHusi JOKyMeHTa - 'T. JloHenk" - ykaspiBaeTcs Ha OiaHkax
MPOTOKOJIOB M AKTOB, COCTABIAEMbIX B 0011e00pa3oBaTebHON OpraHn3aliim.

19.  Anpecar

B peksusure "Ajspecar" ucnonp3ylorcs oQMIMaNbHbIE HAMMCHOBAaHHS — OPraHoB
roCcyJapCTBEHHOM W  HCIOJHUTEIBHOH BJIACTH, OPraHOB MECTHOIO  CaMOYIIPaBJICHHS,
opranmsanmii.  Jlomyckaercss — MCHONB30BaTh  O(GUIMAIBHO  NPHHSATHIC  COKpAllCHHbIE
HAUMEHOBAHMs OPraHoB rOCYJApCTBEHHOH W MCHOJHUTENLHON BJIACTH. OPraHOB MECTHOTO
caMOyIIpaBJICHUSI, OpraHu3aluii.

Ilpu anpecoBanny JOKyMEHTa JAOKHOCTHOMY M YaCTHOMY JIMILY MHWIIMAIBI CTaBSITCS
nociie (paMuInU.

IIpumep - Pyxogooumeinio OO0 «Cmpoumenv»Pamunus H. O,

PexBusur "anapecatr" npocTapisieTcs B BepXHEH MpaBoil wacTu JIOKyMeHTa (Ha OJjaHke ¢
YITIOBBIM  PacIONIOKCHUEM PEKBH3UTOB) WM CIpaBa 10jl pekBU3uTamu Onanka (1pu
[POJIOJLHOM  PacloJIOKeHHH  pekBH3uTOB  Onanka). Crpokm  pexBuszuta "aapecar”
BBIPABHMBAIOTCS 110 JICBOMY KParO MIH HEHTPYIOTCSl OTHOCHTE/ILHO CaMOii JUIMHHOI CTPOKH.

ITpn anpecoBanmu jokymMeHTa ©Oe3 yKasaHWs JIOJDKHOCTHOrO JIMIA HaMMEHOBaHHs
aJlpecaToB IUUIYTCs B MMEHUTEIBHOM NajexKe, Halpumep:

Opeanol cmamucmuru 20poda Mockebi

Ilpn azpecoBanuu JOKyMEHTa PYKOBOIMTEIIO OpraHM3allid HAUMEHOBAHUE JIOJUKHOCTH
yKa3bIBAeTCS B JlaTeILHOM Majieke, Hanpumep:
lenepanvromy oupexmopy QOO « Hzoarnue» Pavunua H.O.

IToutoBblii ajzpec He yKasblBaeTCs B JAOKYMEHTAX. HAIIPAB/ISIEMbIX B BBICIIHE OpIaHbI
rocy/lapcTBeHHOH  BiacTW, (QeiepaqbHbBle OpraHbl  MCMOJHUTEIBLHOH  BIACTH M WX
TEPPHUTOPHAIIBHBIC OPraHbl, OPraHbl FOCYAapCTBEHHON W MCITOJIHUTEIBLHON BIACTH, 1OCTOSI HHBIM
KOPPECIOH/IEHTaM.

[Ipn angpecoBanuy mHCbMAa B OpraHU3allMIo YKa3b[BAIOT €€ HauMeHoBaHHe, 3aTeM
HOYTOBBIH ajpec, Halpumep:
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Locyoapemeennoe  yupedcoenue  Beepoccutickuil HAYYHO-UCCCO06AMENLCKULL  UHCMUMY)
QOKYMEHMOogedenus U apxueHoeo oend
Hpogcoiosnasn yr., 0.82, Mockea, 117393
[lpu ampecoBaHMy JOKyMEHTA (PU3UYECKOMY JIMIY YKa3bIBAIOT damMuIuio U HHHIH
1oJTydaTes,3aTeM MOYTOBBIH ajpec. Halpumep:

ITemposy H.II. Ilpoussoocmeennas yi., 0.5, k6.12,2. Mockea, 119633

Pexsuzut "Ajpecar’ He JIOJDKEH colepikaTh Oojiee HCTHIPEX a/pecaTosB. Caoso "Kon
fiepe/l BTOPbIM, TPETBHM, YSTBEPTBIM a/[pecaTaMy HE YKA3bIBACTCS. [Tpu uucie agpecatos 60
4-XcoCTaBIISETCs CIMCOK PACCHUIKH JIOKYMCHTA.

Fcin JIOKYMEHT OTIIPABJISICTCs B HECKONBKO OJHOPOAHBIX OpraHu3alui Wix B HECKOJ
CTPYKTYpHBIX T0/IPa3C/ICHAN  OpraHa HMCIOJHHTEIBHOH BJIACTH, TO OHH  yKasblBalo
00001enno. [pumep:

Pyrogodumensm yupescoenuii CIT0

20. ['pud) yrBepKIeHHs JOKYMEHTA

['pudp yTBEpIK/IEHHs MPOCTABIACTCS B 1PABOM BEPXHEM YLy JOKyMCHTA. Crp
PEKBM3MTA BHLIPABHHBAIOTCA MO JIEBOMY Kpal WM HCHTPHPYIOTCA OTHOCHTEJIBHO €
JUIMHHOM cTpoku. JIOKYMEHT yTBEPKAACTCs JIOJKHOCTHLIM JIMIIOM (IO/DKHOCTHBIMH JTHTIAN
WM pACHOPA/IMTENbHbIM  JOKYMEHTOM  (IIOCTAHOBJIEHHEM,  pClICHHEM,  TIPHK
pacriopsKeHHEM ).

[lpu yTBEp)KACHHUH JIOKYMEHTa JIOIDKHOCTHBIM JIMLOM rpud) yTBEp)KIEHHS OJI
cocroste w3 ciosa YTBEPXKJIAIO (Ge3 kaBbluek), HaWMEHOBaHHs JIOJDKHOCTH J
YTBEPIK/IAIOLIETO JIOKYMEHT, €ro MOAINCH, HHATIHAJIOB, damuann U 1aThl YTBEPIKACHUS.
[Ipumep:

VTBEPX/AIO
Jlupexmop MBOY «Illxona Ne ......» H.O. @amunus

21.  Jlara

[lpy yTBEpAJIEHHM JIOKYMEHTA HECKOJILKHMH JIOJKHOCTHBIMH JIMLAMHM HX TIOA
pacroJjiaraloTcsHa 0JIHOM YPOBHE.

[Ipu yrBepiKJICHHH JIOKYMEHTA PaCcIOpsAMTENbHBIM JIOKYMCHTOM rpud yTBEpIKIE
coctout w3 cios YTBEPXKJIEH (YTBEPXIEHO. YTBEPXIIEHDI, VTBEPXJE
COMNTACOBANHOrO ¢ HAMMEHOBAHMEM BHJIA YTBEP/KJAAeMOro JIOKYMEHTa, HAMMCHOBAHMA
JIOKYMEHTA B TBOPHTEJILHOM IJIeKe, €ro 1aThl, HOMEpa.

ITpumep:

VTBEPK/IEHO
npuxasom MBOY [llkona Ne 1238om 01.03. 2020 Ne 57
3aro0/1I0BOK K TEKCTY
34ro0BOK K TEKCTY - KPATKOe COJAEpiKaHHe JIOKyMeHTa. 3aroioBOK K TEKCTY Ip
dopmynupyetcs ¢ npeuiorom "O" ("O6") i oTBEYAET HA BONIPOC "o uem?"):

. npukas (0 ueM?) 0 Co3/[aHHN KOMHCCHH,
. npukas (o yem?) 00 yTBEPK/ICHUH HITATHOTO PACTIMCAHUA;
. 1nucsMO (0 uem?) o npejlocTaBIeHHH HHPOPMATIN.

3aro0BOK K TeKcTy o(opMIsieTes! 10/ PEKBH3HTaMH OJlaHKa CJeBa, OT rpaHMIlbl Je
nois. Haumenosanue (3arosioBok) JmbOO aHHOTALMS JOKYMEHTa COCTaBIACTCA aBT
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MPOEKTA0KYMEHTA.
3aro/ioBOK K TEKCTY MOXKET He COCTABJIATLCS, eC/ii 00BEeM JIOKYMEHTa He NpeBbliaeTr 435
CTPOK.

22. Tekcr gfokymenra

JlokymenTsl 00m1e00pa3oBaTeabHOH OpraHM3alli COCTABJSIIOTCS HA I'OCYIAAPCTBEHHOM
s3pikePocentickoit Meepanuin - pycckoMm.

Texer mokymeHTa MOXKET coAepiKaTh pasjielibl, NOJpa3jielibl, MYHKTbI, [OMYHKTHI,
HyMepyeMbleapaOckumu U pamu.

B npukaszax TekcT MOKyMEHTa M3JaraioT OT II€pBOIO JMla €MHCTBEHHOTO YHC/Ia
(«mpHKa3bIBaio») B JIOKyMEHTaX KOJLTErHATBHBIX M COBEIIATEIBHbBIX OPraHaX OT TPEThEro Juia
eIMHCTBEHHOrouncsa: («cobpanue... permion»)

Texer nporokosa u3naraeTcs OT TPETHEro JIMIA MHOKECTBEHHOIO 4Mcia («clyliainy,
«BBICTYITHIINY, «ITOCTAHOBHIINY, «PELIHIIN).

B coBmecTHBIX JOKYMEHTaX TEKCT M3JaraioT OT MEPBOTO JIMIA MHOKECTBEHHOIO 4HCIa:
(«miprKasbIBACM», «PEIIUIN»).

B aenoBbix (ci1yikeOHBIX) THCbMaX HCHOIbL3YIOTCS (POPMbI U3JI0KEHHS:

. OT MEPBOrO JIHIIa MHOMXKECTBEHHOIO YHMcla (IPOCHM HAlpaBUTh», I[PEJICTABIIEM Ha
paccMOTpeHuUeE» ):
. OT TpeTbero Jsuua eamHcrBeHHoro umcia («Aamunucrpauus ['bOY «IIKOJIA Ne 96

[.0. JOHEIIK» Bo3paxkaer»);

. OT MEpBOro JiMlla EIMHCTBEHHOI0 YHCIAa («CYUTA0 HEOOXOAMMBIMY», «IIpe/ularaio

PaccMOTPETHY). !

[Ipn ynorpedienun B Tekcre pamMuaMi JIMIL MHHIMAIBI YKa3bIBatoTes nocie gpamuinu. B
JEJIOBBIX (CIYKEOHBIX) MUChMaX MOTYT HCIOIb30BaThCSL:

. BCTYNHUTEIbHOE O0OpalleHnune:
Veaowcaemwiii 2ocnooun Heanoes! Yeaocaemas cocnoaxca llemposa!
Veaocaemwiit Huxonau Ilemposuyu!Yeasicaemasn Onvea Huxonaesna! Yeascaemvie 2ocnooa!

B oOpamenun 110 JODKHOCTH HAMMEHOBAHHE JOJDKHOCTH THIIETCS C [PONHCHOM
OykBbI, B 0OpanieHuu no (paMuiIui MHAIHAIBL JIMIA HE YKA3bIBAIOTCS.

e 3aKJIIOUNTEIIbHAs dTHKeTHAas (ppasa:

C yeaoicenuem, ...

Crpanuilbl JOKYMEHTa HYMEPYIOTCs, Ha4uHas CO BTOPOro JIACTA JAOKYMCHTa apabCKHMMH
uudpaMunocepe e BEpXHero moJs.

Teker pokymeHTa OTANSM€TCS OT 3arojioBKa JIBYMS HJIH TPEMs  MEXKILyCTPOYHBIMH
HHTEpBaJaMH, UCTIOJIb3YEMbIMH B TEKCTE.

23. OrMeTKa O IPHIIOKCHHUH
OT™eTKa O NPWIOKEHUH HCIONb3yeTcsi Npu OGOPMIICHUH THCEM M TMPHIIOKEHHH K
MIaHam,IIporpaMMam, OTYeTaM, MOJ0KEHUAM, IIpaBUIIaM, HHCTPYKLIUAM U JIPYTUM JIOKYMEHTAM.
B nucemax ormeTka o npuiokKeHuH oopMIISeTCs MOl TEKCTOM MHChbMa Ha PacCTOSHUH
1,25 cMm oT rpanuiibl JeBoro mnoist. Ecinu npusiokenue Ha3BaHoO B TEKCTE IMHCbMA, B OTMETKE O
NPUJIOKEHUH YKaA3bIBAETCs KOJIMYECTBO JIMCTOB M KOJHYECTBO IK3EMILIAPOB MPUIOKECHHS.
Harpumep:

Ilpunooicenue: na 3 i. 6 1 k3.

[Tpn Hanmuuum HECKONBKMX MPUIIOKEHHH, B OTMETKE O MPHIOKCHHH OHH HYMEPYIOTCH.
YKa3blBalOTCSl HAUMEHOBAHMS KaXKJIOTO TPUIIOKEHHUS, KOJIMYECTBO JIMCTOB M KOJHYECTBO
IK3EMIUISPOB, HAIIPUMED:
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lpunroocenue:
1. Ilian-epagpux ... na 3 1. 6 2 k3.
2. Cnpasra o noomeepcoenuu axma obyuenus... na I 1. 6 1 9x3.

Ecim npuiokenns cOPOMIOPOBaHbl, TO KOJHYECTBO JHMCTOB He ykasbiaeTes. Ec
MpUIOIKEHHE HANPABISIOT HE BO BCE yKasaHHbIC B JIOKYMCHTC ajpeca, TO OTMETKYy O €
HAIMYKUH OGOPMIILIOT CIIe/IYIOLIMM 00pa3oM, Hallpumep:

Lpunoocénue: na 3 1. 6 1 9K3. moibko 6 nepevlii aopec.

Ha npuiokeHusix K [paBUIaM. MHCTPYKIHMAM, TIOJOMKEHUSM, ILIaHaM, MpOrpaMm
JIOrOBOPAM M JIPYI'UM JIOKYMEHTaM OTMETKa O MPHJIOKEHHH IPOCTAB/IACTCS HA IEPBOM JIiH
PHIOJKEHHUS B [IPABOM BEPXHEM YTIly.

Ecin npunoxkenne ojHo, oHo He Hymepyercs. Eciu npuiiokeHHH HECKOIBKO, O
HyMepytoTest (mpuioxenue |, npuioxenue 2).

B Tekere JOKYMEHTA IIPH NEPBOM YIOMHHAHHH JIOKYMCHTA-TIPHJIOXKEHHS B CKOOK
yKa3bIBaeTCst:

... (npunoxenue) umy ... (puioxeHue 1); mepes HOMEPOM I[PHUIIOKCHHUS JOMyCKa
CTaBUTb 3HaKHOMepa: ... (mpunoxkenne N 2);

B oTMerke O NpPHIOXKEHHUH YKa3bIBAaeTCsd HaMMEHOBAHME BHUIAa OCHOBHOIO JOKyME
€ro Jlata MHOMEP. HallpuMep:

punoosicenue N° 2 x npuxazy 'OV «ILIKOJIA Ne 96 I'.O. IOHELK» om 08.06.2017 Ne 67

Ecmu NpHIoKEHHEM K JOKYMEHTY (HamlpuMmep, K IpuKasy) sBISETCS YTBEPKIAC
JIOKYMEHT, (II0JIOKEHHE, MPaBHIa, MHCTPYKIMS, PEIJIaAMEHT H JIp.) B BEPXHEM NPaBOM YT
[POCTABIAETCA OTMETKA O MPHIIOKSHHH, HUKE — IpU( YTBEPXKICHHS, HAlpUMEP:

Ipunoxncenue
VIBEPK/[EHO
npurxasom I'BOY «LIKOJIA Ne 96 1".O. JIOHELK» om 08. 06.2017 No 67

Buyt u pazmep mpudra peksusura "OTMETKA O MPHIOKEHHH" J0JUKEH COOTBETCTBOB
BHJLY M pazmepy mipudra TeKcTa JJOKyMEeHTa.

25. ['pud cormacoBanus JOKyMeHTa

I'pud) cornacoBanms JOKyMeHTa HCTIOIB3YETCS [IPU COrIACOBAHMHU JIOKYMEHTA € Oprat
BIACTH, OPraHM3alMsMM MM JIOJDKHOCTHbIMM  juuamd.  OH - COCTOMT M3 ClI
“COIJIACOBAHO”. J0JOKHOCTH  JIMIA, KOTOPBIM  COIJIACOBAH  JIOKYMEHT  (BKJIIO
HAMMEHOBAHHME OPraHM3aIMyM), JMYHOM MOAIMCH, pacmu(pPOBKH MOANMCH (MHHIHAI
haMuIIMK) | JIATHI COTJIACOBAHHMS.

[Ipumep:

COI'TTACOBAHO
Jlupexmop MBOY Ilkona Ne 1238H.H. Heanos
01.12.2017

I'pud  corsacoBaHus B 3aBUCUMOCTH _OT BHJA JIOKYMEHTa M 0coOeHHOCTEeH
o OpMIIEHHS MOJKET IPOCTABIISITLCSL:
. Ha 1epBOM JIUCTE JIOKYMEHTA (€CIH JIOKYMEHT UMeeT TUTYJILHBIA JIUCT, - HA TUTYIIb
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JTHCTE) B JIEBOM BEPXHEM YIJly Ha YpOBHE rpuda yTBepiKISHHs WK [10]1 HAHMECHOBAHHEM
JIOKyMEHTa OJIMKe K HUIKHEMY IT0JTI0);
. Ha MOCJIE/IHEM JINCTE JJOKYMEHTa I10J] TEKCTOM;
. Ha JINCTE COTNIacOBaHMUsA. ABJISAIOMIEMCS HEOTHEMIIEMOM HacThiO JIOKYMCHTA.
Bueminee corsacoBaHue Takke MOKET ObITh OCYIIECTBICHO JPYIMM JIOKYMEHTOM -
MHACBMOM.ITPOTOKOJIOM, ITPHKA30M.
[Tpumep:

COI'TIACOBAHO npuxasom JI02M om 01.07.2017 Ne 01-01/54

26. Buza

CorsiacoBanue [poeKTa J0KyMeHTa 0(OpPMIISICTCS BH30M.

Busa npocrasnisercs cOOCTBEHHOPYHYHO JIMI[OM, BH3UPYIOIIMM JIOKYMEHT, H BKIIOYAaeT B
cebst HAaMMEHOBAHHE JIOJDKHOCTH BU3HPYIOIIET0, €ro JIMYHYIO MO/IIHCh, PAaCIiu(POBKY MOIIUCH
(MHAIMATBL, (PaMUITHIO) U JIATY.

[Tpumep:

3amecmumens oupexmopa M. O. Damunus 03.04.2020

Jlonyckaerces noaMCTHOE BU3MPOBAHUE JJOKYMEHTA U €0 NPHIIOKEHHUII.

[lpn namuuum 3amevaHuii, JOTMOJHEHHH K MPOEKTY JAOKYMCHTA BH3a JOMNOJIHAETCS
COOTBETCTBYIOLIHUM YKa3aHUEM.

Jlnsg JoKyMeHTa, 1OJIMHHHK KOTOPOrO OTHPABJISIOT M3 [IKOJIbl, BU3bl IPOCTABISIOTCS Ha
9K3EMIUIApax JOKYMEHTOB, IOMELIAEMBIX B JIEJI0. '

JUiss  JoKymeHTa, IOJJIMHHHK KOTOpPOrO OCTaeTcss B IHKOJE, BHU3bl COTJIACOBAHHS
NPOCTABIAIOTCA Ha 000pOTe MOCIETHEr0 JHCTa IHMOUIMHHAKA JOKYMEHTA HIIM Ha I0CIeIHEM
JICTE JIOKYMEHTA 1101 II0AIHCHIO.

27. lloanuch
[loanuce BKIOYACT: HAMMEHOBAHWE [OJDKHOCTH JIMIA, HOJITHUCABLICTO JIOKYMEHT, €ro

COOCTBEHHOPYHHYIO MOJITHCH; PACIIH(POBKY MOITHCH (MHUIAAIBI, (hamMuius):
[Tpumep:

Hupexmop auunas noonuce H.O. Pamunus

Ecan poxkyment odopmien He Ha OiiaHke, B HAMMEHOBAHHE JIOJUKHOCTH BKIIOYAETCS
HauMEHOBaHME 00Ie0Opa3oBaTEIbHON OpraHu3aluy (I10JHOe Ha3BaHue 1KOJb). Jlonyckaercs
B peksu3ute "lloanucs A0HKHOCTHOrO A" HEHTPUPOBATH HAMMEHOBAHHE JIOJDKHOCTH JIMLA,
HO/IIKCABIIETO JJOKYMEHT, OTHOCHTEIBHO CaMOH JUTMHHOM CTPOKH.

[pu nojmucannyn 10KyMeHTa HECKOILKUMH JIOJDKHOCTHBIMH JIMLAMHU PA3HBIX JODKHOCTEl
UX [OJNHMCH pacrojaraloT OJHY MOJ JAPYroi B IOCIEN0BATEIBHOCTH, COOTBETCTBYIOMIEH
HEpapXuH 3aHUMACMOM JI0JDKHOCTH.
[Tpumep:

Hupexmop auunas noonuce H.0O. D.
3amecmumens oupexmopa auunas noonuces H.O. .

[Ipu noanucanny DOKyMEHTa HECKOJIbKHMH JIMIAMH PABHBIX JOJDKHOCTEH HX MOIMTHCH
pacroaraloT Ha 0/lHOM YPOBHE.

B 1oxymeHTax, COCTABJICHHBIX KOMHMCCHCH, YKa3blBACTCS CTaTyC JIMIIA B COCTaBe
KOMHCCHH: [POCTABJICHUEM KOCOH YepThl Iepe/l HauMCHOBAHHEM JIOJKHOCTH (J100aBIsThH
Kakue-1ud0 MPUCTABKH).
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Ecim JpeKTop MK MHOE YIIOTHOMOYEHHOE Ha MOJITHCAHHE JIOKYMCHTA JIMIO BPEMCHH
orcyreTByeT (OTIYCK, O00JIC3Hb, KOMAH/IMPOBKa) WM JIOJUKHOCTL BaKaHTHA, TO JIOKYMC
HOMIMCHLIBACT  COTPY/IHMK,  YIOIHOMOYCHHBI —Ha NOANMCAHHE B COOTBETCTBUH
PACHOPSMTENLHBIM — JIOKYMCHTOM  MJTH HaJeIeHHBI  [TOTHOMOYMSIMH, YCTaHOBIICHHB
npukasom mkopl wim yupeaurens (JIOrM), ¢ ykasanuem CBOEH JIOJUKHOCTH U T1OJIHOMOYH
Harpumep:

3amecmumets oupexmopa noonucs H.0. Gamuaus

W '

Henonnsuowuii obsizannocmu oupexmopa noonucs H.0. Gamuius
W

u.0. oupexmopa noonuce M.0. Gamuius

Pexpuaut "Tloanuch JOMKHOCTHOro Imua" MoxkeT ObiTh OhopMIiIeH coOCTBEHHOPY
ABTOPOM JIOKYMEHTa (Hanpumep, IMpH HalHCaHHH ciayxeOHOM 3amucku 0e3 TPUMEHEH
TeXHUYECKUX CPeJICTB) JIH00 0(hOPMIIEH ¢ HCIONB30BAHHEM TCXHHUCCKHUX CPEIICTB.

B cayuae odopmienus peksusura "TloAnuch A0AKHOCTHOTO auna" ¢ MCroJIb30BaHH
TeXHHUCCKUX CPE/ICTB BU/ U pasMep mpudTa yKasaHHOro peKBU3NTA HE MOMKET OTIHYATECA
BHJIA M pasMepa mpu@Ta OCHOBHOIO TEKCTA IOKYMCHTA.

Pexpmzut "TIOANKMCH JIOMKHOCTHOrO JuLA" OTAENAETCs OT TEKCTa TpeMs WM HEThIPb
OJIMHAPHBIMH MEJK/LyCTPOUHBIMH HHTCPBAJIAMH.

28. lleuatb

[leuars SRISETCS CNOCOOOM MOATBEPKASHUS MOIMHHOCTH MOATUCH J0KHOCTHOTO JIH
pa jokymente. [lewars cTaBuTCs Ha JIOKyMEHTax B ClydasX, pelyCMOTPEHH
3aKOHOAATEILHBIMHE MJIM HHBIMM HOPMATHBHBIMH IPABOBBIMHM aKTAMH.

[leyars CTaBUTCH Ha CBOOOJAHOM OT TEKCTa MecTe, HpH 3TOM OTTHCK NeHaTH
3AXBATHIBACTIMUHON OANMCH JIOJIKHOCTHOTO JIMIA, IMOJIMCABIICro JOKYMEHT, WIH B MEC
0b03HauEHHOM

«MII» («Mecto neqarn»).

B JIOKyMEHTAX, MOrOTOBICHHBIX Ha OCHOBE YHH(HIIMPOBAHHDIX ¢Gopm, nevaTh CTABHTC
MecTe. 0603naueHHoM oTMeTKOo# "MIT" 1in HHBIM 00pasoM.

29,  Ormerka 00 HCHOIHUTEINIE

OrtMerka 06 McnoinuTene (aBToOpe) AOKYMEHTa MpPOCTAB/SETCSs Ha NMHUCbMaX MIKOJIbL
NIEBOM HMSKHEM YTy JIMIEBOi CTOPOHBI [IOCTEAHEr0 JIMCTa IOKyMEHTa OT IPaHHILbT JIEBOTO 10
WIIM, TIPH OTCYTCTBHH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.

OrMerka BKIOUaeT (GaMUINIO, MUMs, OTYECTBO HMCIOJIHUTEIS H HOMEP €ro tenedona,
raKKke OTMETKa 00 MCHOJHUTENE MOMKET JOMNOJHATHCS HAMMCHOBAHMEM JIOJDKHOCTH
3IEKTPOHHBIM AIPECOM HCTIOJIHUTEIA.

[Tpumep:
Heanos Hean Heanoeuy, cneyuanucm no oxpane mpyoa(888) 888-88-88, Ivanov@mail.ru

30.  OrMmerka 0 3aBepeHHM KOIHH

Jist MOATBEPIKACHUS COOTBETCTBUSL KOIMH (BBITHCKA W3 JIOKyMEHTa) IOUIH
JIOKYMEHTA Ha [OC/Ie/THEM JIMCTE KONHUH (BBITHCKA U3 nokymenTa) 1oz peksusutom "Tlozmnu
odpopmasiercst pekBU3UT «OTMETKA O 3aBEPEHHN KOIIHHY.

OrMeTKa O 3aBepeHMH KONMM BKIOYAeT: ciloBo «BepHo», HaHMEHOBaHME JIOJKHOC
JIMIIA, 3aBEPUBLIETO KOMHMIO. COOCTBEHHOPYYHYIO MOAMHKCE, pacii(ppoBKy MOANKCH (MHHLH
(pamusnio), aTy 3aBEpeHUst KOTIHH JIOKYMCHTA.
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Ka O 3aBepeHHH KONHH» MOXKeT ObITh odopmieHa OT pyKH WIH ¢
STh Kay/IbIM JIMCT MHOTOCTPAHHYHON KOIIMH JIOKYMCHTA.

SHUH JIOKYMEHTA

IEHUH JIOKYMEHTa COICPIKHT BXOJSIIMH PErHCTpallMOHHbIH HOMEP U
tenTa. Jlonyckaercs ykazaHue 4acoB U MUHYT HOCTYIUICHHS IOKyMeHTa
3aMHTEPCCOBAHHBIX JIMIL.

HUW I[OKYMCHTa MOKET HPOCTABISITHCS C UCTIOJIE30BaHHEM mIramMiia.

T yKa3aHue 110 HCNONHEHMIO jokymeHTta. Oua odopmuisercs Ha
2r0 10J1s JOKYMEHTA.

r B cebs: (aMuiIMio, WHHIMAILI MCTIONHUTE/S (MCIONHUTENEH),
JITHCH aBTOPA PE30JIOLHH M 1aTy OQOPMIICHHS Pe30IIOLHH.

YEHUIO JIMI@, JIAIONIEro IOpyYeHHe, MOKET BK/OYaTh B cels

»
-



