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1. OBIIME ITOJIOXKEHUA

1.1. Hacrosmas UucTpykuus no aenonpou3Boactsy B I'bBOY «OIL Ne24 I.O. MAKEEBKA»
(mamee - mikomya) paspaborana B coorBeTcTBHH ¢ DenepanbHbiM 3aKk0HOM OT 29.12.2012 Ne 273-
@3 "O6 obpazoBanuu B Poccuiickoit @enepauun" ¢ n3meneHusiMu Ha 29 nexadbps 2022 rona,
I'OCT P 7.097-2016 «Cucrema crtanmapToB 10 HHPOpPMAIMKH, OWUOJIMOTEYHOMY U
u3zarenbckoMy Jeny, «OpraHu3alioHHO-pAaCHOpsAUTENbHAS JOKyMeHTauus. TpeOoBaHusd K
O0(OPMIICHHIO JOKYMEHTOBY, a TaKXkKe Y CTaBOM HIKOJIbI U IPYTUMH HOPMAaTUBHBIMH MTPABOBBIMU
aktamu Poccwuiickoii Denepaiuu, periaMeHTUPYIONIUME JIESITeTbHOCTh 0011e00pa30oBaTeNIbHBIX
OpraHu3aIui.

1.2. JlaHHas MHCTPYKLIMsI IO JE€JIONPOU3BOJACTBY B opraHuzauuu (naisee - MHcTpykuus)
0003HavaeT mpaBuia MOATOTOBKHU U 0(OPMIICHHS JOKYMEHTOB B IIKOJIE ONPEEsieT CTaH1apThl
oopmiIeHHS PEKBH3UTOB, OJAHKOB JOKYMEHTOB, COCTABJICHHMS IPHUKAa30B, MOJOXKECHUN
UHCTPYKLUH, a Takke perjaMeHTHpyeT (opMHpoBaHHE [el1 U HMX TEKyllee XpaHEHUe,
MOJATOTOBKY IOKYMEHTOB U JIeJI K Nepeiaue Ha apXHUBHOE XPAHEHHE B IIKOJIE.

1.3. UHCTpyKIMs 1O 1EIO0NPOU3BOJICTBY B HIKOJIE pa3paboTaHa B LIENSAX YCTAHOBICHUS €IUHBIX
TpeOOBaHUI K TOATOTOBKE, OOpabOTKE, XPAaHEHUIO M HCIIOIB30BAaHUIO O00pa3ylomuxcs B
JEeSTeNIbHOCTH 00I11e00pa3oBaTeIbHON OpraHU3aluy U MOCTYMAIOIUX B IIKOJIY JOKYMEHTOB, a
TaKXe COBEPIICHCTBOBAHUS U MOBBIIEHUS 3()(PEKTUBHOCTHU 1€TOMPON3BOJICTBA LIKOJIBL.

1.4. Tlonoxxenuss HCTPYKIIMK pacIpOCTPAHAIOTCS HA OpPraHU3AIMIO padOTHl ¢ JOKYMEHTaMHU
HE3aBUCHMO OT BHUJAa HOCHUTENS, B TOM 4YHCIE C 3JICKTPOHHBIMU JOKYMEHTaMH, BKIIOYas
MOJITOTOBKY, 00pabOTKYy, XpaHEHHE U UCMOJIb30BAaHHE JIOKYMEHTOB, OCYIIECTBISEMBIMU C
MOMOIIBI0 MH(POPMALIMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuio, MeTOJINYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE IEIONPOU3BOJICTBA U
KOHTPOJIb 32 COOIOZCHNEM HacTosAMmeH NHCTPYKIINH B IIIKOJIE OCYIIECTBIISICT OTBETCTBEHHBIN 32
BEJICHHE JIEIOMPOU3BO/ICTBA.

1.6. IlpaBa u 00sg3aHHOCTH paOOTHHUKOB, OCYIICCTBISIONIMX paboOTy € [TOKyMEHTaMH B
CTPYKTYPHBIX TOJpa3AeeHUsIX [IKOJIbI, YCTAHABIUBAIOTCS JOHKHOCTHBIMU MHCTPYKIUSMU WU
MPUKA30M JIUPEKTOPA.

1.7. CBenenusi, comepkaiuecs: B JOKyMEHTaX, MOTYT OBITh HCIIOJIB30BaHbI TOJILKO B pabodmx
ENIAX B COOTBETCTBUU C IMOJHOMOYMSMHU COTPYTHHKA, pabOTaroIero ¢ fokyMeHTamMu. Pabora ¢
JIOKyMEHTaMU BHE MOMEIIEHHUI MIKOIbl He aomyckaercs. [Ipu yTpare qOKyMEHTOB MPOBOAMUTCS
ciy>keOHast mpoBepKa.

1.8. Ilpu yxone B OTHYCK, MepeBoje (MepeMelleHnr) Mo paboTe WM B CiIydyae yBOJbHEHHS
COTPYAHMK O00s3aH TepelaTh BCE HAXOAAIIMECS Yy HEro JOKYMEHTHI HHOMY COTPYIHHKY,
omnpeAenéHHOMY B  COOTBETCTBHM C  YKa3aHHEM  HEMOCPEICTBEHHOTO  PYKOBOIUTENS
YBOJIBHSIEMOTO, YXOJSIIETO B OTIYCK WM TMEPEBOASIICrocs (IepeMeniaeMoro) mno pabdore
COTpYIHUKA.

1.9. WucTpykiusi 1O BEICHUIO JIEJOMPOU3BOJICTBA 00s3aTeNibHA ISl COOJIOJICHUS BCEMU
paboTHUKAMU MIKOJIbl. BHOBb MPHUHSATHIE HA pabOTy COTPYAHHMKH, B JOKHOCTHBIE 0053aHHOCTU
KOTOPBIX BXOJWT BEJIEHHE MIOKYMEHTAIlMH, B TE€YCHHE TPEX paboumx IHEW CO IHS H3IaHUSL
MpHKa3a 0 Ha3HAYeHUH Ha JOJKHOCTD JOJDKHBI OBITh 03HAKOMIIEHBI ¢ HacTosel MHcTpykuuei
O[] TTOATHUCH.

2. IPABWIA ITIOAT'OTOBKH 1 O®POPMJIEHUA JOKYMEHTOB

2.1. B [neATenpHOCTH INIKOJBI CO3JaeTCd KOMIUIEKC OpPraHM3allMOHHO pPaCHOPSIUTENbHBIX
JOKYMEHTOB: IMpPHKa3bl, TOJOXKEHUS, NpaBUia, HWHCTPYKLUUHU, PETJIIAMEHTbI; IPOTOKOJIBI
3acellaHuil  (COBeIATEeNbHBIX, KOOPAMHAIIMOHHBIX, SKCIHEPTHBIX M Jp. OPraHOB), aKThI,
AQHAINTUYECKUE CIpPAaBKH, JOKIAJAHbIE U CIYXKEOHbIE 3allUCKHU, JOTOBOPBI (KOHTPAKTHI,
COIVIAllIeHus), JenoBast (CiyxeOHas) mepenucka M Jp. COCTAaBIAIOTCS M O(OPMIISIOTCA
cHeluaibHble JOKYMEHTbI, CBS3aHHbIC C IJIAHUPOBAHUEM OO0pa30BATEIbHOW AESITEIBHOCTH WU



OCYIIECTBIIEHUEM XO3SHUCTBEHHBIX MEPONPUATUN, BEACHHUEM Yy4eOHO-TEAarornyeckoro ydera,
OpraHu3alieil 1eIonponu3BoCTBA IKOJIbI, 00eCIieueHneM OyXraiaTepcKoro y4yeTa.

2.2. JIOKyMeHTBl MOTYT CO3[aBaThCsi Ha OyMa)kHOM HOCHTENE W B JIIEKTPOHHOH (opme ¢
COOJTIOICHHEM YCTAHOBJIEHHBIX MPaBUI 0POpMIIEHUS TOKyMEHTOB. [Ipy co3mannm 10KyMeHTa Ha
IBYX U 00Jiee CTpaHUIIAX BTOPYIO U MOCIEAYIONIUE CTPAHUIIBI HYyMEPYIOT.

2.3. HoMmepa cTpaHull NpOCTaBISIOTCS MOCEPEANHE BEPXHETO MOJISI JOKYMEHTA Ha PACCTOSHUM
He MeHee 10 MM OT BepxHero kpas jucra. JloImycKaeTcsl co3/laHue JOKYMEHTOB Ha JIMLIEBOM U
000pPOTHOM CTOpOHAX JINCTA.

2.4. Ilpu ABYCTOPOHHEM CO3JaHHMU JOKYMEHTOB IIHMPHHA JIEBOI'O IMOJS HAa JUIEBOW CTOpPOHE
JIUCTA U TIPABOT0 MOJIsi HA 00OPOTHOI CTOPOHE JIMCTA TOJKHBI OBITH PaBHBI.

3. PEKBU3UTHI JOKYMEHTOB

3.1. Jlas pEeKBU3UTOB JOKYMEHTOB, CO3JaBa€MBIX B IIKOJE YCTAaHABIMBAIOTCS NpaBHiIa U
tpeboBanus B coorBerctBuu ¢ 'OCT P 7.0.97-2016.

3.2. CocTaB peKBH3NTOB KOHKPETHOTO JIOKYMEHTA ONpPEENIETCS €r0 BUIOM U Ha3HAUYCHHUEM.
3.3. Ilpu noaroroBke M OQOPMICHUH JITOKYMEHTOB B IIKOJIE HCIIOJB3YIOTCS CIEIYIOLIHe
PEKBH3HTHI:

* Ko7 (popMBI TOKYMEHTA;

* HAaIMEHOBAHHE IIIKOJIBI;

* CIIpaBOYHBIC JaHHBIC O LIKOJIE;

* HaMEHOBaHKE BHJIA JOKYMEHTA;

* aTa TOKYMCHTA,

* PETHCTPAIIMOHHBI HOMEp IOKYMEHTA,

* CCBUIKA Ha PErHCTPAIIMOHHBIA HOMEP U JIaTy JIOKYMCHTA;

* MECTO COCTaBIICHUS (M3aHUs) JOKYMEHTA;

* ajpecar;

* rpud yTBEP>KACHUS JOKYMEHTA;

* 3ar0JIOBOK K TEKCTY;

* TEKCT JTOKYMEHTA;

* OTMETKA O PUIIOKCHHUHY;

* rpU( COTrIaCOBaHMS JOKYMEHTA;

* BU3A;

* [IO/ITIHCH;

* OTMETKa 00 3JICKTPOHHOU MOJIIHICH;

* [IeYaTh;

* OTMETKA 00 HCIIOIHUTEIE;

* OTMETKa O 3aBEPEHHUH KOIINH;

* OTMETKA O MOCTYIUICHHH JIOKYMEHTA,;

* PE30ITIOLHSL.

4. BIAHKHN JOKYMEHTOB

4.1. JloxyMeHTHI, cO3/JaBaeMble B MIKOJE, OQOpMIstOTCS Ha OJIaHKaX, M3TOTOBJIEHHBIX Ha
CTaHJApTHBIX JHucTax Oymaru ¢popmatoB A4 (210x297 mm) u AS (148x210 mm).

OtnenbHBIE BUIBI JOKYMEHTOB (TaOJMIIBI, CXEMBI, CMETHI) JOIycKaeTcsi ohopMIIsITh C
ucnonb3oBanueM popmara A3 (420x297Mm).

JIOKyMEHTBI, COCTaBIISIONINE BHYTPEHHIOIO TEPETHCKY, OPOPMIISIOTCS Ha CTaHIAPTHBIX JIHCTaX
Oymaru gopmara A4 (210x297 mm) Ge3 HCTIOJIb30BaHMSI OJIAHKOB.

4.2. Kaxaplil TUCT TOKyMeHTa, 0(OpMIICHHBIN Ha Oi1aHKe WK 0e3 HEro, TOJKEH UMETh OJIs He
MEHee:

¢ 20 MM - JIEBOE;



* 10 MM - mpaBoe;

* 20 MM - BEpXHEe;

* 20 MM - HWJKHEE.

4.3. JIokyMeHThI AnuTeNbHbIX (cBbIlIe 10 JeT) CpOKOB XpaHEHUS JOJIKHBI UMETh JIEBOE IOJIE HE
MeHee 30 MM.

4.4. Bunipl 6JJaHKOB JIOKYMEHTOB ITPUMEHSEMBIX B IIIKOJIC:

* 00mMii OJIAHK;

* OJIaHK ITUCHMa;

* ONMaHK KOHKPETHOTO BHJAa JOKyMeHTa (ONaHK mpuKasa, ONaHK pacropspKeHus, OJaHK
MPOTOKOJIA | JIp.)

4.5. O06pa3npl pa3paboOTaHHBIX U MPUMEHIEMBIX B IIKOJIEC ONAHKOB MOMJIEKAT BKIIOYCHHUIO B
UHCTPYKIIMIO TI0 ICIONPOU3BO/ICTBY HIKOJIBI B KAYECTBE MPUIIOKEHHH (mpritoskeHust Ne 1-5).

5. IPUKA3BbI

5.1. Ilpukazamu oGOpPMIISIOTCS pEUIeHHs] 10 ONEpPaTHUBHBIM, OPraHU3ALMOHHBIM, YUeOHBIM,
KaJIpOBBIM (TIPHIIOKEHHE 2) ¥ IPYTUM BOIIpOCaM pabOoThI IIKOJIBL.

5.2. TIpoekThl MPUKA30B TOTOBSIT OTBETCTBEHHBIE HCIIOJHUTEIM HA OCHOBAaHUU TMOPYUYECHUH
JIUpEKTOpa, ero 3amectutesieid. [IpoekThl MPUKa30B MO JIMYHOMY COCTaBY T'OTOBUT CIELMAIIUACT
0 KaJipam.

5.3. B nmpukazax TEKCT W3Naraerca OT TMEpPBOTO JHUIA E€JUHCTBEHHOrO0  4ucjia
(«[TPUKA3BIBAIOY).

5.4. TekcT mpuka3za MOXET COCTOATh M3 JBYX 4acTed: KOHCTAaTHUpYyMolleH (mpeamOysibl) U
paciopsiAUTEIHHOM.

5.5. B KoHcTaTupymomeld dYacTd KpaTKO H3JIAraroTcs Ieid W 3amadd, (akThl U COOBITHS,
MOCITYKUBIIME OCHOBAaHUEM JUIsl M3aHus nprka3a. OHa MOXKET HauMHaThCs cioBamu "B nensax",
"B coorBerctBun", "Bo ucnonnenue", u 1.n. Ecniu npuka3z uzgaercss Ha OCHOBaHUH APYroro
JIOKYMEHTa, TO B KOHCTATUPYIOILIEH YacTH yKa3blBaeTCcs HAMMEHOBAHHE STOT0 JOKYMEHTA, €ro
nata, HOMEp U 3arosioBok. IIpeamMOyna B mpoekTax MPHUKA30B 3aBEPIIACTCS CIOBOM
«ITPUKA3BIBAIO», koTOpOe reuaTaeTcs 3arjJaBHbIMUA OYKBaMH.

5.6. PacniopsiaurenbHas 4acTh JOJKHA COJAEPKATh IEPEUUCIICHNUE MTPEANNUCHIBAEMBIX AEHUCTBUM C
yKa3aHUEM HCIIOJIHUTENSI KaXJ0ro ICHCTBHS M, MPU HEOOXOIUMOCTH, CPOKOB MCIIOJHEHUS.
PacniopsimuTenbHas 4acTh JEUTCS HA MYHKTHI U MOAIYHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKUMU
nudpamu. JleficTBHSI OZHOPOJHOTO XapaKTepa MOTYT OBITh IEPEYUCIICHBI B OJHOM ITyHKTE.

5.7. B KauecTBe HUCIIOJHUTENIECH YKa3bIBAIOTCS 3aMECTUTENM IUPEKTOPA, MPEICENaTeN WU
PYKOBOJMTENN PabOYMX IPYII (KOMUCCHH).

5.8. Ecnn mnpuka3 U3MEHSET paHee W3JaHHBbIA JOKYMEHT (IYHKTBl JOKyMEHTa), TO OAUH W3
MYHKTOB PAacCHOPSAUTENFHOM YacTH TEKCTa [OJDKEH COJIEepXKaTh CChUIKY Ha H3MEHSIEMbIN
JIOKYMEHT (IIyHKTbI JIOKyMEHTa) C YKa3aHHUEM €ro JaThl, HOMepa U 3arojioBKa.

5.9. Ecan mpuka3 oTMEHsIeT AeicTBUE paHee M3AaHHOTO JOKYMEHTa (IIyHKTOB JOKYMEHTA) C
ONpEAENIEHHOW JaThl, TO OAMH U3 IIYHKTOB pAaclOpAIUTEIIbHON YacTH TEKCTa JIOJIKEH
HauMHaThCsA cioBamu "llpu3HATH yTpaTUBIIUM CHIy...", Jajnee yKasbIBaThCs AaTra, HOMEpP U
3aroJIOBOK paHee HU3JaHHOTO JOKyMeHTa (IyHKTa JIOKyMEHTa), a TaKXkKe JaTa, ¢ KOTOpOi
OTMEHsieTCsl ero neucrBue. Ecnu nata He yka3aHa, TO JEHCTBHE paHEe M3JAAHHOIO JOKYMEHTA
(TTyHKTBI TOKyMEHTAa) OTMEHSIETCS C JIaThl U3/IaHUsI HOBOTO MPHKAa3a.

5.10. Ecan mpuka3 OoTMEHSieT paHee W3JaHHBbIH JOKyMEHT C MOMEHTAa W3JaHus, TO OJWH W3
MyHKTOB PacHoOpsAIUTEIbHON YacTH TEKCTa JOJKEH HauyuHaTbead ciaoBaMu "OTMEHUTSh.." u
YKa3bIBaThCS JaTa, HOMEpP U 3arojIoBOK paHee U3JaHHOIO JOKYMEHTA.

5.11. Ecnu npuka3 mpeanoiaraeTcs BBECTU B JCHCTBHE HE C MOMEHTA €0 M3aHusl, He0OX0IUMO
yKa3aTb CPOK BBEJICHHUS €r0 B JICHCTBHUE.

5.12. Tlocneanuii MyHKT PacOPSIUTEILHON YaCTH MOXKET COJEPKATh CBEICHHUS O IOJDKHOCTHOM
JIMIIE, Ha KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJTHEHUEM MpUKa3a.



5.13. Tlpuka3sl HOAMUCHIBAIOTCS TOIBKO AUPEKTOPOM IIKOJBI UIH PAOOTHHUKOM, UCTIOTHSIONITIM
€ro 00sI3aHHOCTH.

5.14. OTBETCTBEHHOCTH 3a 00ECIeYeHe CBOEBPEMEHHOMN 1 Ka4eCTBEHHOU MOATOTOBKH MMPOEKTOB
IMPUKa30B U HUX COrJIaCOBAHUEC C 3aMHTCPECOBAHHBIMU pa6OTHI/IKaMI/I U opraHu3alsaAMHU HECYT
aBTOPBI MTPOEKTA MPUKA3A.

5.15. PeructpanuoHHble HOMEpa MPUCBAUBAIOTCS MPHUKa3aM IO MOPSAJIKY HOMEpPOB B Mpeaeiax
KaJICHJAPHOTO To/1a.

5.16. JlaTa peructpaiuu mpuKasa siBJas€TCs JaTOW €ro MoAIUCaHUS.

6. IPABUJIA, IIOJIO’KEHUSA, MTHCTPYKIIMHN

6.1. IIpaBuiaa — HOPMATHBHBIN aKT, OMPEACISIONINN MOPSIIOK KAaKOT0-TN00 BUIA ACITCIBHOCTH,
YCTaHABIUBAIOIINMI WIX 3alPEIIAIOIINANA ONIPENEICHHOE TIOBEACHUE.

6.2. TlomoxeHue — HOPMATHBHBIA AaKT, JETAIBHO PErJaMEHTHUPYIOIIUK MPaBOBOM CTaTycC,
HOPSI0OK OPraHU3aIMK U MPOLEAYPY KaKoro-110o Bua JesITeIbHOCTH.
6.3. MHCTpyKIIMST — HOPMATUBHBIA aKT, U31aBAE€Mbld B LEJISAX PA3bSICHEHUS W OMpPEACICHUS

HOPs/IKa TPUMEHEHHUSI COOTBETCTBYIOIIEIO HOPMATUBHOT'O aKTa JINOO € LENbI0 YKa3aHUs HOPM O
croco0ax BBITIONHEHHUS ONPEICTICHHBIX ONeparyi (IeHCTBHIA).

6.4. IlpaBuna, NoJ0KEHUS, NHCTPYKLIUY IPUHUMAIOTCS (B 3aBUCUMOCTHU OT BHUJAa JOKYMEHTA) Ha
VYnopasnstomeM coBete, 3acegaHusx [Ipodcoro3HOro KOMHUTETa IIKOJBI U YTBEP)KIAIOTCS
JUPEKTOPOM.

6.5. [TopsinoK MOATOTOBKH MPOEKTOB MPaBUJI, OJOKEHUS, UHCTPYKIIUHA COOTBETCTBYET 00IIEMY
HOPSAJKY MOATOTOBKYU MPOEKTOB MPUKA30B 00111€00pa30BaTeIbHON OpraHu3aluu.

6.6. TekcT mpoekTa MOJNOKEHUs, MPaBUJI, UHCTPYKLIUU TEYaTaeTcs Ha YMCTOM JIUCTE OyMaru
dopmara A4.

6.7. OTAMYUTENBHBIMU XapaKTEePUCTUKAMU TEKCTOB TMPaBWJ, TMOJIOXKEHUS, HWHCTPYKIUU
ABIISIOTCS:

* TOYHOCTb MPUMEHSIEMBIX (OPMYIUPOBOK O€3 MCIIOJIB30BAHMS CJIOB W TOHATUN, MMEIOIINUX
MHO>KECTBECHHBIN CMBICI,

* HUCIOJB30BAaHHWE KOPOTKUX TMPEUIOKEHHUH, OOIICTIPUHATHIX BBIPAKEHUM W CBS30K, IPHU
HEOOXOJUMOCTH - NPEIBAPUTEIBHOE OINPEACICHUE HCIIOJIb3YEMbIX IOHATUN, COKpAIlECHUH,
abOpeBHaTyp;

* OmMHMCaHHE BCEX BO3MOXHBIX BapUAaHTOB COOBITHA W COOTBETCTBYIOIIMX KM BapHUaHTOB
NEHCTBHI, T.€. MOJIHOTA MPEACTaBICHUS HHPOPMAIIHH;

* CTPYKTYpUPOBAaHHOCTb TEKCTa C LENbI0 JOCTM)KEHHS HaWIydlled I0CIe10BaTEIbHOCTH
U3JTI0KEHUS MaTepuana;

* MUHHMH3ALHUS TEKCTa C TOMOIIBI0 TPUMEHEHUs 0000meHnii (0030pOB MpearnoiaraeMbix
JIEWCTBUI) U IPUMEHEHNE TIEPEUYUCIICHNH (3a/1a4, 3TAroB, YCIOBHHA H T.11.).

6.8. B 3aBUCHMOCTH OT CIOXHOCTH H oO0beMa pa3pabaThIBAEMBIX TPABWI, MOJOXKCHHS,
WHCTPYKIUHU - TEKCT AOKYMEHTa AENUTCS Ha TJIaBbl, MYHKTHl U MOJAMYHKTHL. [J1aBbl JOMKHBI
UMeTh Ha3zBaHUs. Hymepanus npou3BoIuTcs apaOCKUMu U paMu.

7. MIPOTOKOJI 3BACEJAHUSA (COBELINAHUS)

7.1. IIpoTOKOJI — JTOKYMEHT, B KOTOPOM (DUKCHUPYETCS X0/ 00CYKIEHUsI BOIIPOCOB U MPUHATHUS
pelIeHnit Ha coOpaHusiX, COBEIIAHUAX, KOH(PEPEHIUAX U 3aCeJaHUSIX KOJUIErHallbHbIX OPTaHOB.
7.2. TIpoTokon 3acenanus (CoBeIIaHus) - (Jajee - MPOTOKOJ) OQOpMIIeTCS Ha YUCTOM JIMCTE
Ooymaru popmara A4.

7.3. PexBU3HUT - "TEKCT NOKyMEHTA". PEKBU3UT COCTOUT U3 IBYX YaCTEIl: BBOJHON U OCHOBHOM.
7.4. Bo BBOJNHOW 4YacTH  YyKa3blBAIOTCA  WHHUIHAIBL, (aMWIMA ©U  JTOJDKHOCTH
IIPEJICEAATENbCTBYIOIIETO,  CEKpeTapsi, IPUCYTCTBOBABIIMX HA  3acelaHud M, IpHU
HEO0OXOAMMOCTH, JIUII, IPUTTIAIIICHHBIX Ha 3aceJaHue (COBEIIIAHME).



7.5. BBogHas 4acTh IPOTOKOJIA 3aKAHUMBAETCSl IIEPEYHEM pPACCMATPUBAEMBIX BOIIPOCOB,
MEPEYUCIIEHHBIX B TOpSAAKE HUX 3HAYUMOCTH C YKa3aHUEM JIOKJIaJ4hMKa IO KaKIOMY
paccmarpuBaeMoMy Bompocy. Borpockl dopmynupyrores ¢ npeanorom "O" ("O6"), meuatarorcs
OT I'PaHUIIbI JIEBOTO MOJISI U HyMEPYIOTCS apaOCKUMU LIUPpaMu.

7.6. OCHOBHasl 4acTh MPOTOKOJIA COCTOMT M3 Pa3JelioB, COOTBETCTBYIOLIMX pacCMaTpUBAEMbIM
BOIIPOCAM U UX HYMEPALIUH.

7.7. TekcT mMpOTOKONA M3JIAaraercsi OT TPEThETO JIMLAa MHOXXECTBEHHOro uyucna ("cmymamn",
"BpicTynuin", "mocranoBuan"”, "pemman').

7.8. TIpoToKOJI MOANKUCHIBACTCS JTULIOM, MPEACEAATEIbCTBOBABIINM Ha 3aceaHUM (COBEILAHUN),
U cekpeTapéMm 3aceanus (COBEIIaHu).

7.9. Ilpu OTCYTCTBMM CEKpeTapsl 3acellaHusi, B TOM YHUCJIE IPHU NPOBEACHHUU OIEPATUBHBIX
COBELIaHUH, I0ITyCKaeTCA MOAIUCAHUE TPOTOKOJA TOIBKO MIPEACENATEIbCTBYOIINM.

7.10. TekcT mpoTOKOJIAa AOJDKEH OBITH MOATOTOBJICH HE MO3/IHEE TpeX THEW CO JIHS 3acelaHusl.
[IpoexTel COOTBETCTBYIOIIMX IIYHKTOB IPOTOKOJIA BU3HUPYIOTCA JOHKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 IOJTOTOBKY.

7.11. JlaTta mpoTOKOJIa TOJDKHA COOTBETCTBOBATH JHIO MPOBEACHUS COBEIIAHMS (3aceIaHus).
7.12. Konun npoTOKOJIOB pPacChUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3alUsAM M JIOJKHOCTHBIM
JUIAM B COOTBETCTBUHU C YKa3aTeJIEM pAaCChUIKH, KOTOPBIM COCTABISET CEKpEeTapb 3aceJaHus
(coBeranus).

8. IVTAH

8.1. Ilman — MOKyMEHT, YyCTAaHABIWBAIONUN TICPEYCHh HAMEUCHHBIX K BBIMIOJTHCHHIO
MEPOMPUITHIA, UX MTOCIIE0BATEILHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOIHUTEICH.

8.2. Ilman odopmusiercs Ha nucte Oymarum Qopmara A4 C WCIONB30BAHWEM CIEAYIONIUX
PEKBU3HUTOB:

* HANMEHOBAHUE IIKOJIBI;

* rpud yTBEpKICHUS TOKYMEHTA,

* 1aTa JOKyMEHTA;

* pEerucTpaloOHHBII HOMEp JOKYMEHTA;

* HANMEHOBAHUE BHUJIa JJOKYMCHTA;

* 3aTOJIOBOK K TEKCTY;

* TEKCT JJOKYMEHTA;

* HAUMEHOBaHUE JIOJKHOCTH;

* MTOJIHCH.

8.3. PexBu3uT — "TeKCT JOKyMeHTA" odopmIIseTcs B BUIE TaOIUIIBI ¢ rpadaMu:

* HOMED ITyHKTA TJIaHa;

* HAMEHOBaHNE MEPOTPUSITHS;

* CPOK MCTIOJTHEHHUS;

* UCIIOJIHUTED;

* MPUMEYAHNUE.

9. OTYET

9.1. OTuer — [OKYMEHT, COJEp)KallMi CBEACHHA O pe3ysabTarax JAeSITEeIbHOCTH 3a
OIPEJIETICHHBIN NTEPHOJ BPEMEHH, BBIIIOJTHEHUN MEPOIIPUATHN, TOPYUYEHUH, 3aJaHUH, TUIAHOB.
9.2. Otuetsl, mpeaocTaBisIeMble B OpraHbl TOCYAAPCTBEHHOM BiacTH (B TOM YHCIIE B OpraHbl
rOCyJapCTBEHHOW  CTAaTUCTUKM) W  HMEIOIIME YCTAaHOBJIEHHYIO IPAaBOBBIMH  aKTaMu
rOCYJJapCTBEHHBIX OpPraHoB (OpMYy, CO3JAl0TCS 10 YCTAHOBJIEHHOH TOCYJapCTBEHHBIMU
opraHamu (opme 1 B ONpeAeIEHHOM UMHU MOPSJIKE.

9.3. OTuéThl, NpenoCTaBIsiEMBbIE COTPYIHUKAMHU LIKOJIBI B XOZE€ BHYTPEHHETO B3aUMOJICHCTBUS,
CO3JIAI0TCs 110 NPaBHJIaM, YCTAHOBJICHHBIM JUIsl CO3/1aHUS CITY’KEOHBIX 3alHCOK.



9.4. Ortuersl odopmisitoTcss Ha Jncte Oymaru (opmata A4 C UCIOJIB30BAaHUEM CIIEAYIOMIUX
PEKBU3HUTOB:

* HAUMEHOBAHHE LIKOJIBI;

* laTa IOKyMEHTa;

* PETUCTPAIIMOHHBIN HOMEP TIOKYMEHTA;

* HAMMEHOBAaHKE BUJIA TOKYMEHTA;

* 3aT'0JIOBOK K TEKCTY;

* TEKCT IOKYMEHTa;

* OTMETKA O MPWJIOKEHNH (TIpU HAJIUYHH);

* HAMMEHOBaHHE JOJKHOCTH;

* IOATNCh.

9.5. B tekcte oTu€Ta B 00s13aTEIHLHOM MOPSIAKE JODKHO COJIEPKATHCS YKa3 Ha JIEATEeIbHOCTD,
MEpONpHUATHE, BbIIAHHOE MOpYYEHHE, 3aJaHKe, MyHKT IUIaHa, MOAJICKAIIUNA BBIOIHEHUIO, U
pe3yabTaT O BBIIOJHEHWH, B TOM 4YHCJIE€ C YKa3aHHEM Ha COOJIOAEHUE WIM HapylIeHHE
UCTIOJIHUTENICKOM  JMCUUIUIMHBI, YCTAHOBJIEHHBIX CPOKOB HCIHOJHEHUS M HaJjexalnee
npeaocTaBieHne  WHGOpMAIMK, HEOOXOAMMBIX MaTepuanioB  (IIPOEKTOB  JOKYMEHTOB)
COUCHOJHUTENSAMH (TIPH YYaCTHH HECKOJIBKUX UCTIOTHUTEINEH ).

10. IMCBMO

10.1. TIucpma roTOBATCS Kak:

* OTBETHI O BBITIOJIHEHUU MOPYUYEHHH BBIIIECTOSIIMX OPTaHOB UCTIOJHUTENLHOM BIIACTH;

* OTBETHI HA 3aMPOCHI OpPraHU3aIUH, MPEANMPUATHN 1 YACTHBIX JTUIL;

* UHULIMATUBHBIC MMHCHMA.

10.2. Cpoku mOATOTOBKU OTBETHBIX MHUCEM:

* ¢ KOHKPETHOMN AaTOM MCIOTHEHUS, YKa3aHHOM B IOKYMEHTE, - B YKa3aHHBIH CPOK;

* B COOTBETCTBHUH C PE30JIIOLUEIN TUPEKTOPA U €r0 3aMECTUTENEH Ha OCHOBAHUN YCTAHOBJIEHHBIX
CPOKOB UCIOJTHEHHS MOPYUYCHHIA, 3aIIPOCOB WIIH 0 PEIICHUIO aBTOPA PE3OIIOLINU.

10.3. TeKCTBI OTBETHBIX MUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33aHUSAM, 3a()UKCHPOBAHHBIM
B pesomonuu. CpoKM TOATOTOBKM WHUIMATHUBHBIX MHUCEM OIPEAEISIOTCS CaMOCTOSTEIbHO
AaBTOPOM TIPOEKTa MHCHbMa C Y4ETOM HEOOXOIUMOCTH PEIICHHs] KOHKPETHBIX 3a/1ad W (Win) B
COOTBETCTBUM C TpeOOBaHUSIMU 3aKOHOJATENbCTBA, MOPYUYEHUSMU HEMOCPEACTBEHHOTO
PYKOBOIUTETIS.

10.4. ITucpbma neyaTaroTcsl Ha OJlaHKe MUChMa O0IIe00pa30BaTEIbHON OPraHU3AIMH C YTIIOBBIM
pacroI0KEeHUEM PEKBU3UTOB.

10.5. JlomonHUTENbHO K pEKBU3UTaM OJlaHKa MUChbMa MpH O(GOPMIIEHUH NHCEM B IIKOJE
HCIIOJIB3YIOTCS CJIETYIOIINE PEKBUZHUTHI:

* azpecar;

* 3aT'0JIOBOK K TEKCTY;

* TEKCT JJOKYMEHTAa;

* OTMETKa O MPUIIOKECHHU;

* BU3a;

* OATHNCH;

* OTMETKa 00 UCTIOIHUTETIE.

10.6. IIpu oopmieHun nrcbMa Ha IBYX U 0oJiee CTpaHUIAX BTOPAs U MOCIEIYIOIINE CTPAHUIIBI
HYMEpYIOTCSI IOCEPEIMHE BEPXHETO MOJIs JINCTa apaOCKUMU LIUPpaMHu.

10.7. ITuckma moaNMCHIBAECT AUPEKTOP WK PAOOTHUKH, YIIOIIHOMOUYEHHBIE TIPUKA30M.

11. CJIYKEBHBIE 3AIIMCKHA

1.1. B uensix OCymIeCTBICHHS B3aUMOACHCTBHUS MEXy COTPYJIHUKAMU B paMKaxX BHYTPEHHETO
JIOKyMEHTOO0OpOTa B TIKOJIE TPUMEHSIOTCS Ciy)KeOHble 3anmucku. CiryKeOHbIe 3amucKu



SBJISIIOTCSL  CTIPABOYHO-MH()OPMAITMOHHBIMU  JIOKYMEHTaMH. ABTOpaMH CIYKEOHBIX 3aIHCOK
SBIIIOTCS COTPYIHUKH 00111€00pa30BaTeIbHON OpraHu3alru.

1.2. City:xebHas 3amicKa MOKET COCTaBJIATHCS 10 YKa3aHUIO PYKOBOJCTBA MJIM MO MHHUIIMATHBE
KOHKPETHOT'O COTPYIHHUKA.

1.3. Ilpu opopmiieHun ciayke0HON 3aTMCKH O(POPMIISIOTCS CIEAYIOIINE PEKBU3HUTHI:

* ajpecar;

* 1aTa JOKyMEHTA;

* HAMMEHOBAaHKE BUJIA TOKYMEHTA;

* 3aroJIOBOK K TEKCTY;

* TEKCT IOKYMEHTA,

* OTMETKA O MPWJIOKEHNH (TIpU HAJINYMH);

* HAMMEHOBaHHE JJOJKHOCTH;

* MTOJIITUCH.

1.4, CnyxeOHbIC 3aITUCKH MOTYT CO3/1aBaThCsl HA OyMa)KHOM HOCHTENe U (WJIH) B DJIEKTPOHHOM

dopme.
12. JOBEPEHHOCTbDb

12.1. JloBepeHHOCTh BBLAAETCA COTPYAHHMKAM IIKOIBI # O(OpMIISETCS MO MpaBuiaM,
YCTaHOBJICHHBIM HacTosmerd WHCTpyKuuen s muceM, ¢ y9€ToM TpeOOBaHHM TPa)KIaHCKOTO
3akoHoJarenbeTBa Poceniickoit denepaniy U HaCTOALLETO pa3ena.

12.2. TIpoekT IOBEpEHHOCTH TMOATOTABIMBACTCA M BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OYJIET BBIJAaHA, TOCJIE Yero Mepemaércs B KaHICISAPHUIO JJIs HAMpaBICHHUS Ha
MOANKCAaHUE.

12.3. JloBepeHHOCTHh TOJIUCHIBACTCS JUPEKTOPOM HIIM JIUI[OM, OCYIICCTBISIONIUM €T0
MOJTHOMOYHS (MCIIOJIHAIOMNUM O00S3aHHOCTH ), U CKPETLISIETCS MeUaThIO IIKOJIBI.

13. ZOI'OBOPBI, COTJIAILIEHUS, KOHTPAKTBI

13.1. JloroBopsl, corjiameHus, KOHTPAKTbl (Jajgee - JOrOBOpPbI) MOATOTABIMBAIOTCA B
COOTBETCTBUM C TpPeOOBaHUSAMH TPAXKIAHCKOTO, TPYIOBOTO, OIO/DKETHOTO ¥  HWHOTO
3akoHozmarenscTBa Poccuiickol Penepanuu, B 3aBUCHUMOCTH OT PETYJIUPYEMBIX JOrOBOPOM
NPaBOOTHOUICHUH B 0053aTENbCTB CTOPOH.

13.2. IlpoekT noroBopa MOArOTABIMBAETCS OTBETCTBEHHBIM COTPYJHHMKOM (KOHTPAKTHBIM
YIPABIAIONUM) C Y4ETOM HEOOXOIMMOCTH CBOEBPEMEHHOTO M KadeCTBEHHOTO OOeCTeYeHHUs
UCIIOJIHEHUS CBOMX IOJHOMOYMH (00s13aHHOCTEH, (QYHKIMIN), TOTHOMOYHUH IIKOJIBI B LIEJIOM.
13.3. IIpoekT [0roBOpa IOATOTABINBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAaKTHBIM
YIOPaBISIONUM) COBMECTHO CO CHELUAINCTOM, K (QYHKOUSIM (IIOJHOMOYHUSIM) KOTOPOIO
OTHOCHUTCSI PEILIEHUE BOIIPOCOB, SBJIAIOIIMXCS MPEIMETOM JOTOBOpa, WIM UHBIM COTPYJIHUKOM
10 IPSAMOMY YKa3aHHUIO JUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aluu.

13.4. HeoOxomumass i TOATOTOBKM MPOEKTa JOroBopa uHpopMmamus coOupaercs
OTBETCTBEHHBIM JIMIIOM (KOHTPAKTHBIM YNPABIISIOLIMM) B HOPsiIKE pabovyero B3auMOACHCTBUS C
y4E€TOM IIpaBUJl, YCTAHOBIIEHHBIX HacTosALEeNH MHCTpyKIuen.

14. MIPUHOMUIIBI OPTAHU3AIIMU JOKYMEHTOOBOPOTA

14.1. B 10KyMeHTO00OpOTE BBIACNSAIOTCS CIEAYIOIME JOKYMEHTOMOTOKH: MOCTyMarouias
JOKYMEHTalusi  (BXoAslas), OTHpaBisemMas JOKyMEHTauus (Mcxojsuiasi), BHYTPEHHSS
JIOKYMEHTaLusl.

14.2. B cocraBe BXondlell M HCXOASAIIEH JTOKYMEHTALlMW MOTYT BBIIEISATHCS JTOKYMEHTHI,
NOCTYIUBIINE U3 BBIMIECTOSIINX, MOAPAJHBIX, MEAULIMHCKUX U JPYTHX OpraHW3alyil, OpraHoB
MECTHOI'0 CaMOYTIpaBJICHUs, 0OpaILeHHs TPaX/IaH.



14.3. OOpateHust rpaxJaH pPEerUCTPUPYIOTCS M (HOPMUPYIOTCS B Jeda OTIAECNBHO OT JIPYIHX
JIOKyMEHTOB 00111e00pa30BaTeIbHON OpraHu3aIliH.

14.4. B mkone A0CTaBKa M OTNpaBKa JIOKYMEHTOB OCYIIECTBISETCS CPEICTBAMU MOYTOBOM
CBSI3U, DJICKTPOHHOW CBS3M, a TAaKXKe 10 CHCTEME AJIEKTPOHHOTO JOKYMEHTO0OOpoTa (maiee -
CO/1). C nmomouIp0 MOYTOBOW CBSA3M B IIKOJY JIOCTABIISETCS MUChbMEHHAsl KOPPECIIOHACHIMS B
BUJIC IPOCTHIX MHCEM, 3aKa3HBIX IMHCEM, IOYTOBBIX KapTO4YeK, OaHIeposIel N METKUX MaKEeTOB, a
TaKXKe MeYaTHbIC U3/1aHusl.

15. HEPBUYHAS OBPABOTKA ITIOCTYINAIOIIUX TOKYMEHTOB

15.1. JIoKyMeHTBI, MOCTYNAOIINE B IIKOJy, IEPEJAIOTCS Ha PETUCTPALIUIO CEKPETAPIO LIKOJIBI U
IPOXOJAT NEPBUYHYIO0 00pabOTKY B JI€Hb MOCTYIUICHHS, TP MOCTYIUIEHUH B Hepabodee BpeMs -
Ha crenyromuil pabounii gens. Ilpum mnepBuuHONW 00pabOTKE JOKYMEHTOB IPOBEPSETCS
NPaBWIBHOCTh ajpecoBaHus. OMMOOYHO TNOCTYNHMBIIME JOKYMEHTBHI IEPECBUIAIOTCS I10
IIPUHAJUIEKHOCTH WIIM BO3BPALIAIOTCS OTIIPABUTEIIIO.

15.2. JlokymeHtbl, mnoctynuBmue ¢ oTtMmeTkamu "Cpouno", "BpyuuTb HemeqIeHHO",
"OnepaTuBHO", HE3aMEVIUTENFHO TPOXOJAT MEPBUYHYIO OOpabOTKY U JIOKJIAIBIBAIOTCS
JUPEKTOPY WINM B CIy4yae €ro OTCYTCTBHMSI — 3aMECTHUTENIO JUPEKTOpa IO HAIpPaBICHUIO
JESATEIILHOCTH.

15.3. IloctynuBiine TenerpaMmMbl HNPUHUMAIOTCA MOJ MOANHUCH C IPOCTaBIEHUEM [JaThl U
BPEMEHM NIpUEMA, PETUCTPUPYIOTCS 1O TEM K€ IIPABUIIAM, YTO U ITUChMa.

15.4. DnexTpoHHBIE COOOIIEHMS], aAPECOBAHHbBIE TUPEKTOPY WU HAIIPABICHHbIE B aJPEC IIKOJIbI,
pacreyaThIBalOTCS M IOKJIaIbIBAIOTCS AUPEKTOPY WIH B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTEIIO
JTUPEKTOopa.

15.5. DnekTpoHHBIE COOOIICHNS, 3aBepEHHBIC AIEKTPOHHON MOAIMKUCKIO, TTOIJIEKAT 00paboTKe 1o
IpaBUiIaM, IPEAyCMOTPEHHBIM s MOCTyHAroMEeH (BXOIIEH) TOKYMEHTAIUH.

15.6. IloctynuBmias (Bxonsuiasl) IOKYMEHTAallUsl paclpeiessseTcsi Ha PETUCTPUPYEMBIE U HE
HOJUIEeXKAIIE PETUCTPALIMU JOKYMEHTHI.

15.7. He noanexar perucTpanuu:

* IPUIJIACUTEIIbHBIE, T03APAaBUTEIbHBIC UCbMA U TeJIerpaMMBbl;

* OUJICTEHL,

* IIJIAHBI ¥ IPOTPAMMBbI CEMUHAPOB, KOH(EpeHLNH 1 JpyTuX M0J0OHBIX MEPOIPUATHI;

* JOKYMEHTBl IO OyXrairepckoMy Yy4eTy, MaTepHallbHO-TEXHUYECKOMY OOECIEYECHHIO,
IUTAaHOBBIE U (PMHAHCOBBIE TIOKYMEHTHI, IOCTyHaroIue 0e3 CONpOBOAUTENILHOIO MUChMA;

* peKJIaMHble, KOMMEPUYECKUE MPEIIOKEHNS, B T.U. IOCTYNMBIINE IO AIEKTPOHHON MOYTE;

* [I€YaTHbIC U3/1aHUS;

* MMCHhMA C TIOMETKOH «JIMYHOM.

16. PETUCTPALIMSA, YYET U PACCMOTPEHUE PYKOBOJAUTEJIEM
MHOCTYHNAIOIIIUX (BXOJAIIINX) JOKYMEHTOB

16.1. IloctrynuBmue (BXOASIIME) AOKYMEHTHl PETHCTPUPYIOTCA TOJIBKO IOCIE U MEPBUYHOM
00pabOTKH M HE3aBUCHUMO OT Coco0a MX JIOCTABKH.

16.2. Peructpammsi — MpOCTaBICHHE B HW)KHEM IPaBOM YTy IEPBOTO JIUCTAa JOKYMEHTa
OTMETKHM O TMOCTYIUIEHUH C YKa3aHHMEM JaThl MOCTYIUIEHUS U BXOZSILErO PErucTPaliOHHOTO
HOMEpa JIOKyMEHTa C 00s3aTeJIbHOM 3alKChi0 B JKypHAll PETUCTPAlMM IOCTyIAroIein
(Bxonsmen) gokymeHtauuu. CTpykTypa  perucTpalMOHHOIO HOMepa  IOCTYHArollero
(BXoIsIIero) JOKyMEHTa COCTOMT U3 €ro IOpAJKOBOIO HOMEpa M HHJIEKca Jeia 10
HOMEHKJIaType Jie1 0011e00pa3oBaTenbHO OpraHu3aluy.

16.3. Peructpamnmsi BceX MOCTYNUBIIUX (BXOMISIIMX) JOKYMEHTOB HPOHM3BOIUTCS B Ipeleinax
00I1ero JT0KyMEHTOINOTOKA. JIOKyMEHThI, MOCTYNHBIIKE B HIKOJY MO KaHajdaM (PaKCUMHIbHOU
CBA3M, OOpalaThIBAlOTCS U PETUCTPUPYIOTCA B 00meM mnopsake. TekcT MnocTynuBiIen



Tesie(hOHOTPaMMBI 3aITUCHIBACTCS B JKypHAJe PEruCTpaldi TeaepOHOTrpaMM U IedaTaeTcs Ha
aucTe Oymaru /s nepefadn Ha pacCMOTPEHHE.

16.4. Tlocrynatomme (BXOIAIIME) JOKYMEHTHI IEpearoTcs Ha PacCMOTPEHHE PYKOBOJACTBY
TOJIBKO MOCJIE UX PETUCTPALIMU U MPEABAPUTEIHHOIO PACCMOTPEHUS.

16.5. JlokyMeHTHI, MOCTYNHBIIME B IIKOJY, IO BOMNpPOCaM, HE TPeOYyIOIUM paccCMOTPEHHS
JUPEKTOpa, HaMNpaBJsIIOTCd PAOOTHUKOM OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO  LIKOJIBI
HENOCPEACTBEHHO MCIIOIHUTENIO 3aI1poca.

16.6. /lupexTop B pe30dIOLMM ONPEAEISAET JIHL, OTBETCTBEHHBIX 332 UCIOJIHEHUE JOKYMEHTA, U
TaeT UM TopydyeHHe. PaOOTHUK OTBETCTBEHHBIH 3a JEIOMPOM3BOJACTBO INKOJBI IEperacT
JIOKYMEHT Ha MCIIOJIHCHHUE.

16.7. IloqMMHHUK TOKYMEHTA C PE30JIONMEN TUPEKTOPa IIKOJIbI HAIIPABISAETCS UCTIOIHUTEITIO.
16.8. Ilpu HamMuMM HECKONBKUX MCIIOJIHUTENCH MOJIMHHUK JOKyMEHTa IepelaeTcss TOMY
UCIIOJIHUTENI0, KOTOpPBIM B COOTBETCTBUM C YKa3aHUSMU 110 HCIIOJHEHUIO SBISAETCS
OTBETCTBEHHBIM, OCTAJIBHBIC HCIIOJIHUTENH MTOJIy4atOT KON JOKYMEHTA.

16.9. IMoaMMHHUK TOKYMEHTa, KOTOPbIM MCIOIHAETCS HECKOJBKUMHU JTOJKHOCTHBIMH JIMLIAMH,
II0JTy4aeT OTBETCTBEHHBIM NCIOIHUTENb. OCTAIBHBIM HCIIOIHUTENSIM NIEPEAAIOTCS KOTIHH.

16.10. M3roToBieHue KOMUN JOKyMEHTa JUIs IEpeJadyd COUCIIOJHUTENSIM OCYIECTBIISCTCS
CEKPETAPEM ILKOJIBI.

16.11. Pe3omrorust COEPKUT:

* yKa3zaHHUE 10 UCIIOJIHEHHIO, COZIepIKalllee KPaTKoe OMUCAaHUE HEOOXOAUMOro Ui UCTIOTHEHUS
JIehCTBUS,

* YKa3aHHE Ha CpOK, B TEUEHHE KOTOpOoro, JHOO 10 MCTEYEHUs KOTOPOro, HEOOXOIMMO
VCIIOJIHUTDH NPEANNCAHHOE IEHCTBHE;

* IMYHYIO MTOJAIUCH aBTOPa PE30JIIOLUH;

* 1aTy MPOCTABJICHUS PE30JIIOLUH.

16.12. Yka3aHue Ha CpOK, B T€UEHHE KOTOPOro, JUOO 10 MCTEYEHUs KOTOPOro, HE0OXOAUMO
WCIIOJIHUTH IIPEANMCAHHOE JEHCTBUE, MOXKET HE BBIPAXKAThCs KOHKPETHOM JAaTOW M COAEPIKATh
BBIPYKECHHUS: "B YCTAHOBJICHHBIM 3aKOHOM CPOK" H T.II.

16.13. Pe3osmronust mumeTcsi Ha CBOOOHOM OT PEKBH3HTOB MECTE IEPBOTO JIUCTA TOKYMEHTA.
16.14. B ciyuae, korja pe3oiionus aJpecoBaHa HECKOJIBKUM COTPYIHHMKAM, TO OTBETCTBEHHBIM
3a UCMOJTHEHNE JOKYMEHTA B LIEJIOM SIBIISIETCS] COTPYAHUK, YKa3aHHBIN TEepBbIM (BEPXHUM), JTHOO
COTPYJIHUK, B OTHOILIEHUN KOTOPOTO CJEJIaHa IOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

17. OPTAHU3AIIUA PABOTBI C OTIIPABJISIEMBIMHU (MCXOAALLIUMN)
JOKYMEHTAMM

17.1. Jlo mpenocrtaBieHusi MPOEKTa OTHPABISIEMOro (MCXOMSIIEro) JAOKYMEHTa Ha MOJIMKCH
JUPEKTOPY WIM MHOMY YIOJIHOMOYEHHOMY B YCTaHOBJIEHHOM IOPSAIKE HA MOJIMUCAHUE JIUIY
OCHOBHOH HCITOJTHUTEIb MPOBEPSET MPABUIBLHOCTh OOPMIICHHUS OTIPABIIEMOTO (MCXOISIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosel MHCTpyKIum.

17.2. Tlpu noAroToBKe OTHPABIAEMOro (MCXOSIIET0) JOKYMEHTa KaK OTBETa HA MOCTYIUBIIHMI
(BXoIAIMNA) JOKYMEHT UCIIOJIHUTENb MPHUKIAIbIBAET K MOJArOTOBICHHOMY MPOEKTY BXOJSAIIUMN
JIOKYMEHT.

17.3. TIlpoexTsl OTHpaBIsieMbIX (MCXOIAMIMX) JOKYMEHTOB C YYETOM COONIOACHUS
YCTaHOBJIEHHOI'O B PE30JIFOLIMM CPOKA MUCIIOJHEHUS MEPENAIOTCS OTBETCTBEHHBIM HCIIOJHUTEIIEM
B OTJIEN JIEJIONPOM3BO/ICTBA (KaHLIESPUsL, CEKpeTaph) IIKOJIbI I HAlIPAaBJICHUS Ha MOINCAHUE.
17.4. TlonnmucaHHble oOTHpaBisieMble (MCXONAIIME) JIOKYMEHTBHI, IepenatoTcss pabOTHUKY
OTBETCTBEHHOMY 3a JIEJIONIPOU3BOJICTBO  IIKOJBI, KOTOPBIM  OCYIIECTBISIET IPOBEPKY
KOMIUIEKTHOCTH W COOTBETCTBHMSI KOJIMYECTBA 3K3EMIUIIPOB OTHPABISIEMOTo (MCXOISAIIETO)
JIOKYMEHTa CIHUCKY pAacChUIKM, a TaKXe MPaBUIbHOCTh OQOPMIIEHMSI JTOKyMEHTa COIJIaCHO
HACTOSLIEH MHCTPYKLIMH.



17.5. B cnydae HapylleHUs KOMIUIEKTHOCTH WJIM COOTBETCTBHSI KOJMYECTBA, a TaKXKe
MPAaBWIBHOCTH O(OPMIIEHUS JOKYMEHTa COTJIaCHO HACTOSIIEH MHCTPYKIMH OTIIpaBIIsieMbIe
(ucxopsiye) JOKYMEHThl HEe3aMeIJIUTEIbHO BO3BpAIIAIOTCA PAOOTHUKAMH  KaHLEISIPUU
OTBETCTBEHHOMY HCIIOJIHUTENIO WJIM B CIy4yae OTCYTCTBHSI OTBETCTBEHHOT'O HCIIOJHHUTENS €Tr0
HEINOCPEICTBEHHOMY PYKOBOIUTENIO U1l yCTPAHEHUS HAPYILIEHUH.

17.6. JlokyMeHTHl mociie X MOANUCAHUS TUPEKTOPOM WM MHBIM YIMOJHOMOYEHHBIM JIUIIOM
MePeIAlOTCs B KAHIIEIISPUIO IIKOJIBI IJIsl PETUCTPAIIUU U OTIPABKH.

17.7. Peructpanus OTHpaBIseMbIX (MCXOASAIIMX) JTOKYMEHTOB OCYIIECTBIISIETCS IOCIIE
NpOBEICHUS PaOOTHUKAMHU KaHIENSPUM, OTBETCTBEHHBIMH 3a JIEJIONPOU3BOACTBO, MPOBEPKU
KOMIUIEKTHOCTH M COOTBETCTBUS KOJIMUECTBA IK3EMILISIPOB, @ TAKKE MPaBUIBLHOCTH OhopMIIeHUs
OTIIPABIISIEMOTO (MUCXOMISIIET0) JOKYMEHTA.

17.8. Peructpauusi co3iaBaeMbIX JOKYMEHTOB OCYUIECTBISETCS B JI€Hb MOAMHCAHUSA WIH
YTBEpKJIEHHS 00 Ha CIEAYIOMNN paboUHii ICHb.

17.9. CBeneHusi 0 pPErUCTPUPYEMBIX OTMPABIACMBIX (MCXOMAMINX) JTOKYMEHTaX BHOCATCS B
KYPHAJI PETUCTPALIMH OTIIPABIIIEMON (MCXOAIIEH) TOKYMEHTAIUH.

17.10. PerucTpanMOHHBIH HOMEp W JaTa OTIPaABIAEMOro (MCXOJIAIIET0) JOKyMEHTa
MPOCTABISIFOTCS HAa TOJUIMHHUKE JOKYMEHTa B pEKBH3UTaX OJIaHKA M Ha JK3EMILBIpE,
OCTaloIIEeMCS B JIeJi€ IIKOJIbI.

17.11. CrpykTypa perucTpallioHHOTO HOMEpa OTHPABIIEMOro (MCXOMSIIET0) IOKyMEHTa
COCTOMT U3 €ro MOPSIKOBOI0 HOMEpa U MHEKCa Jieia 10 HOMEHKJIAType /e IIKOJIbL.

17.12. OrmpaBka TOKYMEHTOB HPOM3BOAUTCS LEHTPAIM30BAaHHO DPAOOTHUKAMH KaHLEISPUU
IIKOJIBI, KOTOPBIE MPOU3BOIAT UX COPTHUPOBKY IO CrOCOOy OTHpaBiieHUs (MpocTtas, 3aka3Has,
MEXIyHapoaHas U Ap.).

17.13. ITucema, TenerpaMmbl, OTKPBITKH, OaHIEPONM W TE€YATHBIC HW3JAaHUS OTIPABISIOTCS
noytoil. @akcorpamMmsbl U TeraeGoHOrpaMMBI IEpEAAIOTCS 110 KaHajlaM Tele(OHHOM CBSI3H.

17.14. DnexTpoHHBIE COOOIIEHUS OTHPABIAIOTCA C OPUIUAIBHOIO MOYTOBOTO 3JEKTPOHHOTO
ajzipeca IIKOJIBI.

17.15. Tlucema, TenerpaMMbl, OTKPBITKH, OaHIEPOIH, (aKcorpaMMbl, SJIEKTPOHHBIE COOOLICHMS,
HE CBS3aHHBIC C paboyvell AeATEIbHOCTBIO, K OTIPAaBKE HE MPUHUMAIOTCSI.

17.16. lokyMeHTbI, OTTIpaBiIsieMble CPEICTBAMH MMOYTOBOM CBSI3U MPOXOISAT:

* YIAKOBKY;

* angpecoBaHue (IIpU HANpaBIEHUU TOKyMeHTa Ooinee yeM B 4 aapeca) - B COOTBETCTBUU C
yKa3aTeJaeM pacChlIKU, Ha KaKIOM 3K3EMIUIIpE MUCbMa YKa3bIBa€TCsl TOJIBKO OJUH aJipecar.

* POCTaBJICHUE CTOUMOCTH TTOYTOBBIX YCIIYT;

* [Iepeiavy B IOYTOBOE OT/IEIICHUE CBSI3U.

17.17. Ilpu noAroTOBKE M OTIpPaBKE MHUCEM HEOOXOTUMO YUHUTHIBATH NMPABUJIA, YCTAHOBIICHHBIC
npuKa3oM MUHHUCTEPCTBA CBSI3U U MacCcOBbIX KOMMYHUKauuid P® ot 31 wmronsa 2014 r. N 234
"O6 ytBepxkaenun [IpaBui oka3aHus ycIIyT MOYTOBOM CBSI3U".

17.18. JlokyMeHTBI, OTIIpaBisieMble CPEJCTBAMHU MTOYTOBOM CBSA3U B OJMH a/IpEC, BKIIABIBAIOTCS
B OJIUH KOHBEPT.

17.19. Vcxondiue NOKYMEHTBI, NpeAHAa3HAUYE€HHBIE 1JIs OTIPABKH CPEACTBAMHU (PaKCUMUIILHOU
CBSI3H, OTIPABISIOTCSA PAOOTHUKAMH KaHIIEJISIPUH IIKOJBI.

18. PABPABOTKA U BEAEHUE HOMEHKJIATYPBI JEJI

18.1. JlokyMeHTanbHBIH (OHII IIKOJBI — COBOKYIHOCTH JOKYMEHTOB, OOpa3yIOLIMXCS B
nporecce €ero JAeATeNbHOCTH. JIOKyMEeHTanbHbIM (DOHJ IIKOJIBI COCTaBISIIOT JOKYMEHTHI,
CO3/IaHHbIE B NIKOJIE U IIOJIyYeHHbIE €0 B pE3yJbTaTe B3aUMOJACWCTBUS C OpraHaMu
rOCyapCTBEHHOW BJIACTH, OpraHaMM MECTHOIO CaMOYINpPABJICHMs, IOPUIANYECKUMU U
(bu3NYECKUMU JINLAMHU.

18.2. HomenknaTypa Jiest sBIsieTcss OCHOBOW (DOPMUPOBAHUS IOKYMEHTAIBLHOTO (DOH/IA IIKOJIBI U
IpeJCTaBIsieT coOON CHUCTEMAaTU3UPOBAHHBIM IE€peUYeHb 3aroJiOBKOB (HAaMMEHOBAHM) Jell,



3aBOJIMMBIX B IIKOJIE, C YKAa3aHHEM CPOKOB MX XPAaHEHHUs, U OQOPMIICHHBI B COOTBETCTBHH C
MPaBOBBIMU aKTaMH, PEKOMEHJAIMAMH W METOJUYCCKHMH YKa3aHHsIMH OpraHoB Poccuiickoi
denepanuu, yMoIHOMOYEHHBIX B cdepe ToCyJapCTBEHHOTO YIPABIEHUS APXUBHBIM JIEJIOM,
JIeJIOTIPON3BOICTBA U JOKyMEHTOO0OPOTA.

18.3. HomeHknaTypa Jaen COCTaBISIETCS Ha OCHOBE HW3YyYCHHUs TMOJIOKEHUH, WHCTPYKIUH H
MpaBuj, a TaKXKe NPYTUX JTOKYMEHTOB, PETIaMEHTHPYIOIIHUX AESITEIbHOCTh IIMKOJIBI, a TaKKe
HOMEHKJIATYpy JeJT 3a MPEAMIECTBYIONINE TOABl U JOKYMEHTOB, 00Pa3yIOIIUXCS B IEATETHHOCTH
IITKOJTBI.

18.4. HomeHkIatypa Jen HCIONb3yeTCs Ml TPYNIHPOBKUA MCIIOJHEHHBIX JTOKYMEHTOB B Jiefa,
CHUCTEMAaTH3allii WU yueTa JeJ, OMpENeJICHUS CPOKOB MX XpaHEHUS M TOWCKa JTOKYMEHTOB,
SIBJISIETCSI OCHOBOM ISl COCTaBJICHUSI OMUCEN e TIOCTOSIHHOTO M BpeMeHHOTro (cBbiiie 10 seT)
XpaHEeHHs, a TAKXKE I y4eTa Jie]d BpeMeHHOTO (110 10 JIeT BKIIOUNTENHHO) XPAaHCHHUS.

18.5. HomeHknaTypa JieJ BBOJAUTCS B ACUCTBHE MTPUKA30M I10 IIKOJIE.

18.6. HomeHnkiatypa J1ej1 TOTOBUTCS B TPEX IK3EMILIsIpax:

* 17151 TIOMENICHUS] B HOMEHKJIATYPHOE J€JI0 U TTOCTOSIHHOTO XPaHEeHUS;

* 17151 ICTIOJIB30BaHUS B pab0Te OTACIIOM JCIONPOU3BOACTBA (KaHIIETsIpUEH);

* ISl XPAHEHUS B aPXUBE IITKOJIBI.

18.7. VI3 HOMEHKJIATYphI €N IIKOJbI OTBETCTBEHHBIM JIMIIOM 3a BEJECHHE NEJONPOM3BOJICTBA
O(OPMIISIFOTCS BBITTUCKH TS K&KJOTO U3 MOAPA3ICICHUNA U OTJEIOB IIKOJIBL.

19. POPMUPOBAHME JIEJI U UX TEKYHIEE XPAHEHUE. IOAT'OTOBKA
JOKYMEHTOB 1 JIEJI K IEPEJAYE HA APXUBHOE XPAHEHHUE

19.1. ®opmupoBanue Aen — rpynnUpOBKa UCIIOIHEHHBIX JOKYMEHTOB B JIea B COOTBETCTBHH C
HOMEHKJIATYpOM JIeJT IIKOJIbI ¥ CUCTEMAaTH3alKs JOKYMEHTOB BHYTPH JIeJa.

19.2. [lena co AHS UX 3aBelIEHUS 10 Mepelaydl B apXUB IIKOJbI WIM HAa YHHUUTOKEHUE XPAHSITCS
10 MecTy UX (pOpMUPOBAHUSL.

19.3. Ilpuka3sl MO OCHOBHOM, aIMHUHUCTPATUBHO-XO3SHCTBEHHOH, Y4eOHO-BOCIUTATEIHLHOMN
JEeSITeIbHOCTH LIKOJIBI, TPYIITUPYIOTCS OTAEIBHO OT MPUKA30B TI0 JIMYHOMY COCTaBy paOOTHHUKOB
U TI0 JIMYHOMY COCTaBY O0YyYaIOUTUXCA.

19.4. Tlepemmcka TpynmupyeTcs 3a TEpHOJ KaJeHJapHOro ToJa W CHCTEMATH3UPYETCS B
XPOHOJIOTUYECKON MOCIeA0BATEIHLHOCTH.

19.5. TIlpoBepka HATMYUS U COCTOSIHUS TOKYMEHTOB H €I MPOBOAUTCS MPH TIEpEMEICHHH e,
IIPU BO3BpATE /e, IPU peOpraHu3aui WK JIUKBUAAINN 0011e00pa30BaTeIbHOM OpraHu3aluy.
19.6. B apxuB o00meoOpa3oBaTeNbHON OpraHu3anuy (Jajnee - apxwWB) MEPEAArOTCs ena
MOCTOSTHHOTO, BpeMeHHOoro (cBbimie 10 JieT) CpoKOB XpaHEHUS U MO JIMYHOMY COCTaBy depes 3
rojia mocJje roaa, B KOTOPOM JOKYMEHTHI OBbIIIH TOMELICHBI B IEJI0 HA XpaHEHHE.

19.7. Tlepenaua JOKYMEHTOB B apXUB MPOU3BOJIUTCS O YTBEPHKACHHBIM OIMUCAM JIEIl.

19.8. IloaroroBka JOKYMEHTOB W JeNl K Iepeiade Ha apXWBHOE XpaHEHUE M Ha YHUYTOXKEHUE
peycMaTpUBaeT:

* OKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB;

* COCTaBJICHUE OMHUCEH el IO Pe3ybTaTaM dKCIEePTU3bl UX [IECHHOCTH;

* oopMmIIEHHE JeT;

* COCTaBJICHHE aKTOB Ha YHHUYTOXXECHHE JJOKYMEHTOB U JIeJ C UCTEKITUMH CPOKaMHU XpAHEHHUSI.
19.9. DkcmepTu3a 1[IEHHOCTH JIOKYMEHTOB TOCTOSHHOTO W  BPEMEHHOTO  XpaHCHHS
OCYILECTBIISIETCSI  €KETOJHO JIMIIOM (JIMIIaMH), Ha3HAYEHHBIM MPHUKAa30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 APXUBUPOBAHUE.

19.10. B memo momemaercst He Oosiee 250 JMCTOB (TOJIUHA JIeja MPU 3TOM COCTAaBIISIET He OoJee
4 cm). IIpu GonpiIoM KONMMYECTBE JOKYMEHTOB (hOpMUPYIOTCS TOMa (4acTH) Jena. BHyTpu nena
JOKYMEHTBI PacHojaraloTcsi B XpOHOJIOTHYECKOM IOPSIKE B COOTBETCTBHH C OINHUCHIO. B mema
MOMEIIAIOTCS TOJIBKO MCIIOTHEHHBIE, MPABUIBHO OPOPMIIEHHBIE TOKYMEHTHI.



19.11. JloxyMeHThl BHYTpU Jejla pPAaCIONAraloTCs CBEpPXy BHHM3 B XPOHOJIOTHYECKOM,
BOIIPOCHOJIOTUYECKON MOCIIEI0BATEIbHOCTH WIIM UX COYeTaHUU. PacriopsauTenbHble TOKyMEHTbI
TPYNIUPYIOTCS B JI€a M0 BUJAM U XPOHOJIOTUU C OTHOCALIUMUCS K HUM IPUIOKEHHUSIMHU.

19.12. JInunbie KapTOUKH PaOOTHUKOB (OPMHPYIOTCS B IEJIO 110 ani(haBUTY haMITHIL.

19.13. Odopmnenue nena mpesycMaTpuBaeT: OQOPMIICHHE DPEKBH3HTOB OOJIOKKH Jeia o
YCTaHOBJICHHON (opMe; HyMepaluio JIMCTOB B JeJie KapaHJalloM B BEPXHEM IPaBOM YTIIY;
COCTaBJIEHUE BHYTPEHHEHW ONHUCH JOKYMEHTOB [eNla, MNOJAIIMBKY M neperier nena. Jluer
OonbIoro gopmara, MOAUIMTHIN 3a OAUH Kpald, HyMepyeTcsl KaKk OJIMH JIUCT B MPABOM BEPXHEM
yriay. JIOKyMEeHTbl ¢ COOCTBEHHOW HyMmepalMed JHCTOB, B TOM YHCIIE IEYaTHbIC W3JaHHA,
HYMEpYIOTCs B 00I1IeM MOPsIKE.

19.14. Jluctel nen, COCTOSIIMX M3 HECKOJBKMX TOMOB MJIM YacTei, HyMEpPYIOTCS IO KaKIOMY
TOMY WJIM YacTU OTJIEIbHO.

19.15. Tlocne 3aBepieHNss HyMEpaluu JIMCTOB COCTABIISCTCS 3aBepUTENbHAs HAAMNUCH, KOTOpast
pacrosnaraeTcsi B KOHIE Jesia. 3aBepUTeNbHAs HAJIUCh COCTABIAETCS B €€ Ha OTIEIbHOM
JUCTE3aBEPUTEIE JIETa.

19.16. B 3aBepuTenbHON Haanmucu UdpaMu U MPOMUCHIO YKA3bIBAETCS KOJIMYECTBO JINCTOB B
JAHHOM Jiefie. 3aBepUTelbHAs HAANKNCh IOANKCHIBAETCS €€ COCTaBUTENIEM C YKa3aHHUEM
paciiipoBKU TOIMUCH, TOJKHOCTH M JaThl cocTaBieHusA. KonnyecTBO JHCTOB B el
MPOCTaBIISIETCS Ha 0OJI0XKKE JIea B COOTBETCTBUH C UTOIOBOM HAAMMUCHIO.

19.17. PexBu3uT "cpok XxpaHeHUs Jeia" MEPEHOCUTCS Ha OOJIOXKKY Jiejla U3 COOTBETCTBYIOIICH
HOMEHKJIATyphl J€J1 TIOCJIE CBEPKH €r0 CO CPOKOM XpaHEHMsI, YKa3aHHBIM B IE€PEUYHE THUIIOBBIX
JOKYMEHTOB HIJIM B TEpEeYHE JTOKyMEHTOB, OOpa3yIOIIUXCS B JAEATEIbHOCTH (eaepaibHOro
oprasa, ¢ yKa3aHUEM CPOKOB XpaHEHHS.

19.18. Ha nenax moCcTOSSHHOTO XpaHEeHHS NUIIeTcs: "XpaHUTh MMOCTOSTHHO".

19.19. Ilpuem nen MpOU3BOAUTCS COTPYJHHKOM, YITOJTHOMOUYEHHBIM Ha BEJEHHUE JIEATEILHOCTH
apXuBa, C MPOCTABICHUEM B JBYX IK3EMIUIApPaxX OMHCH Je] OTMETOK O HAIIMYUHM Ka)XJ0ro jAelna
(Ha KaXIOM SK3EMIUIIPE ONUCH YKa3bIBAETCS KOJIMYECTBO (DaKTHUECKU NMPUHATHIX A€, JaTta
npuemMariepeiayu Jiej, a Takke MOAMNCH apXUBHUCTA U COTPYIHHKA, TEPEAABILETo Jea.

20. BAKJIIOYUTEJIBHBIE ITOJOXKEHUSA

20.1. Hacrosimmas MHCTpyKIMsl 1O J1€IONPOM3BOACTBY SBISETCS JIOKAIBHBIM HOPMAaTHUBHBIM
aKTOM IIKOJIBI, TpHHUMaeTcsa Ha OO0meM coOpaHuu pabOTHUKOB M yTBEp)KIAaeTcs (BBOIUTCS B
JieficTBUE) IPUKA30M AUPEKTOPA HIKOJBI.

20.2. Bce n3MeHeHHs U JAONOJIHEHHUS, BHOCUMBIE B HACTOAILILYI0 VHCTPYKIHMIO, OPOPMIISIOTCS B
MUCbMEHHOW (opMe B COOTBETCTBUU JACHCTBYIOUIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepanun.

20.3. MHcTpyKIMs MO JAEIO0NPOM3BOJCTBY B IIKOJE NMPUHUMAETCS HAa HEOIpPENEeNIEHHBIN CpPOK.
W3menenus u qononHeHuss K MTHCTpYKIMK MPUHUMAIOTCS B IOpsiike, pexycMoTpeHHom 11.20.1.
HacTosie MHCTpyKIuu.

20.4. Tlocne npunsatus VHCTpYKIMU (MM MU3MEHEHUH M JOMOJHEHWH OTIENbHBIX MYyHKTOB U
pa3ziesioB) B HOBOH peaKuy NpeAblayas peJakiys aBTOMATUYECKH YTPaunBaeT CUILy.



Ipunoowcenue Ne 1
Kk Ilonoswcenuto o 0okymenmoobopome om

MMPABUJIA O®OPMJIEHUS PEKBU3UTOB TOKYMEHTOB

1. it MOATOTOBKH JOKYMEHTOB TPHUMEHSETCS TEKCTOBBIM peaakTop, OOecTeunBaroniui
TpeOoBaHUS TpadUIECKOro BOCIIPOU3BEICHUSI PEKBU3UTOB TOKYMEHTA.

2. Buner u pazmepsl ucnonb3yembix mpudros: Times New Roman - 12, 13, 14; Calibri 14 u
NPUOTMKEHHBIE K HUM.

3. Ilpu DOAroTOBKE TEKCTOB B TabiMLax, g oOecreueHHs Jyd4lled YUTaeMOCTH JaHHBIX,
JIOITyCKaeTcsl NpuMeHeHue mpudToB Buaa Arial, pazmepos 12,13.

4. JInama3oH MCIOIb3YEMbIX MEXKIYCTPOUYHBIX HHTEPBAJIOB: OT OJMHAPHOTO JI0 MOJYyTOPHOTO.
5. AG3amHbBINA OTCTYI TEKCTa TOKyMeHTa - 1,25 cm.

6. 3aroyIoBKM pa3/ieioB M MOJAPA3/IesIOB MEYaTAIOTCs ¢ a03al[HBIM OTCTYIIOM WM LIEHTPUPYIOTCS
I10 IIAPUHE TEKCTA.

7. MHOroCTpOo4HbIE PEKBU3UTHI MEUATAIOTCS Yepe3 OJUH MEKCTPOUYHBIH HMHTEPBa, COCTABHBIE
YacTH PEKBU3UTOB OTAEISIIOTCS JOMOTHUTEIBHBIM HHTEPBAJIOM.

8. Ecou JOKYMCHT I'OTOBUTCA AJId U3JaHUS C YMCHBIICHHUEM MacmTa6a, TCEKCT NI€YATACTCA YCPE3
JABa UHTEpBAJaA.

9. MutepBan Mexay OyKBaMH B CJI0Bax - 0ObIYHBIN. IHTEpBasl MEXIy ClIOBaMH - OAUH IpoOert.

10. TekcT TOKyMEHTa BBIPABHUBAETCS 110 IIMPUHE JIMCTA (110 TPaHUIAM JIEBOTO M MPaBOro NoJei
JIOKYMEHTA).

11. JlnuHa camoil ATUHHOW CTPOKH PEKBU3UTA IMPH YIJIIOBOM DPACIONOKEHHH PEKBU3UTOB HE
6omaee 7,5 cMm.

12. JlnnHa camoil IJIMHHOW CTPOKU PEKBU3HUTA MPU MPOJOJIBHOM PACIIOIOKEHUU PEKBU3UTOB HE
14 6onee 12 cm.

13. Ko dhbopMbl f1oKyYMEeHTa

Kox ¢dopmbl nokymeHTa mnpocTaBiseTcs Ha YHUQHUIMPOBAHHBIX (opmax [IOKyMEHTOB B
OCHOBHOM HCIOJIb3yEMbIX B KaJIpOBOM JOKYMEHT0000poTe MIKOJbl. Pacnonaraercs kox Gopmbl
B IIPaBOM BEpXHEM YNy paboyero mois JOKyMeHTa, cocTouT u3 cioB "®dopma mo"
(HauMeHoBaHMe KiIaccupukaTopa) U HUPOBOTo Koja.

[Ipumep - @opma no OKY 0301001.

14. HanumeHoBaHMe MIKOJIEI

HanmmenoBaHue IITKOJIBI JOJDKHO COOTBETCTBOBATH HAMMCHOBAHHIO HOPUIUYCCKOTO JIMIA,
3aKpCINICHHOMY B €TI0 YYPCAUTCIIbHBIX HOKYMCHTAaX (YCTaBe I.UKOJ'IBI). HOII HaMMCHOBAaHHUCM
IIKOJIBI B CKOOKax YKa3bIBA€TCA COKPAIICHHOC HAMMCHOBAHHUC IIKOJIBI. Ha)I HanMEHOBAaHUEM
IIKOJIBI - YKa3bIBACTCs ITOJIHOC HAMMCHOBAHUC BBIH_ICCTOSIH_[CI\/II OpraHu3alunu.

15. CrpaBouHble JaHHBIE O MIKOJIE




CripaBo4HbIe JaHHBIE O LIKOJIE BKIJIIOYAIOT B ceOs: MOYTOBBIN aapec, HoMepa TenedoHa, (akca,
azpec AIeKTpoHHOW mouThl, Koj mkodbl mo OKIIO (mpocraBnsercs mo OOmepoccuiickoMmy
KJaccu(puKaTopy — HpEeanpusiTHd W OpraHu3anuii),  OCHOBHOH  TrocyaapCTBEHHBIN
peructpaunonusli Homep (OI'PH), unenTMdukannoHHBIH HOMEp HaJOTOIIATENbIINKA/KO
NPUYHMHBI TOCTAaHOBKH Ha Hajorosblit yuet (MHH/KIIIT).

16. HanmenoBanue BUJa JOKYMCHTA

PexBusut HCIIOJIB3YCTCA IJId YKasaHusA BHJAa AJOKYMCHTa MW pacrojaracrcda mnoJ pCKBU3UTOM
«HAaMMCHOBAHHC O6Hl€06pa3OBaTeHBHOﬁ opraHusanuun. HaumenoBaHue BUJla JOKYMCHTA HC
YKa3bIBA€TCA B IIMCbMax.

17. Jata nokyMeHTa

Jlatoii moKyMmeHTa sIBISIeTCS Jara ero IMojAnvcaHus (TpuKas, MUCbMO, 3alUCKa, aKT W Jp.),
YTBEpKACHHS (MHCTPYKIUSA, TOJIOKEHUE, MpaBuia, PerjJaMeHT, TUIaH, OTYeT M JIP.), COOBITHS,
3a()UKCUPOBAHHOTO B IOKYMEHTE (TIPOTOKOJI).

JlaTa qoKyMeHTa IIPOCTaBIIAECTCS JOKHOCTHBIM JIULIOM, IIOANKUCHIBAOIINM WM YTBEPKAAIOLINUM
JOKYMEHT, WM TPH PETHCTPAlMU JOKYMEHTA, WIM HEIOCPEACTBEHHO COCTAaBUTEIEM IPH
MOJATrOTOBKE JOKYMEHTa (CiyxeOHas 3amucka, 3asBieHHE U Ap.). [IOKyMEHTbI, H3/1aBaeMble
COBMECTHO C JIpYTMMH OpraHu3alusIMHU JOJDKHBI UMETh OJIHY (€IMHYI0) JaTy.

Jaty nokymeHnTa opopmiisitoT apabckuMu nudpamMu B MOCIEI0BATEIbHOCTH:

* JICHb MecsIia, Mecsll, roll. JleHr Mecsiia u Mecs1 0opOpMIISIIOT IBYyMS Mmapamu apadckux nudp,
pasleaeHHBIMU TOYKOM; oM - 4eThIphMs apabckumu mudpamu, Hampumep: 01.12.2017. byksa
"r" mocne udp He CTaBUTCA.

* IpHU CJIOBECHO-IU(PPOBOM crocobe oopMieHHS AaThl JeHb Mecslla YKa3bIBaeTcs Mapoit
apabckux udp, roJ 4eTeIpbMs apadckumu nudppamu, Harpumep: 12 nexadps 2017 T.

18. PerucrpanoHHbIil HOMED TOKYMEHTA

PerucrpanuoHHbI HOMEP JOKYMEHTa IIPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOM PETUCTPALIUH,
[IPUHATOM B ILLIKOJIE.

PerucrpanoHHbIi HOMED MIPUCBAUBAETCS JOKYMEHTY MOCJE €ro MOANNUCAHUS (YTBEPKICHUS).

Cchlnka Ha DCFI/ICTDaHI/IOHHblf/'I HOMECP M JaTy JOKYMCHTAa

Ccpuika Ha HCXOASIIMM HOMEp M JaTy JOKYMEHTa aJpecaHTa BKIOYaeT B cels
pErUCTpaIMOHHbBII HOMEp U JaTy TOKYMEHTa, Ha KOTOPBIH J10JIKEeH ObITh JaH OTBET.

19. Mecto cocraieHus (U30aHUs) JOKYMEHTA

"

MecTto cocTaBieHUs WIM HW3JaHHS JOKyMEHTa - '"TOpon
MIPOTOKOJIOB M AKTOB, COCTABIIIEMBIX B IIKOJIE.

- yKa3pIBaeTcsi Ha OJjaHKax

20. Anpecar

B  pexBmsure "Agpecar"  ucnoip3yroorcs — O(pUIMATbHBIE ~ HAWUMEHOBAaHUS  OPraHOB
rOCYJapCTBEHHON M  MCIIOJIHUTENBHOW BIACTH, OPraHOB MECTHOIO  CaMOYIIPABICHMS,
opranuzanuil.  Jlomyckaercs  WCIONIb30BaTh  O(QUUHMANIBHO  HPHUHSITHIE  COKpAlICHHbIE
HalIMEHOBAHUS OPraHOB TOCYAAPCTBEHHOW M HCIOJHUTENIBHOW BIAcTH, OPraHOB MECTHOI'O
CaMOYIIPaBJICHUS, OpTaHU3aLIH.

[lpn agpecoBaHWM JTOKYMEHTa JOJDKHOCTHOMY W YaCTHOMY JIMILy MHHUIMAIBI CTaBSITCS IIOCIE
bamumum.



[Tpumep - Pykogooumento OO0 «Cmpoumensy
Damunua U.0.

PexBu3ut "agpecar” npocrapisercs B BEpXHEW MpaBoil YaCTH TOKyMeHTa (Ha OJIaHKE C yTIIOBBIM
pacIONIO’KEHHEM PEKBU3UTOB) WJIM CIpaBa IOJ peKBU3UTAMH OnaHka (IpU MPOJOIBHOM
PacIoJIoKEHUU PEKBU3UTOB OsaHka). CTpoKH pekBU3HUTa "aapecatr” BBIPAaBHUBAIOTCS TI0 JICBOMY
Kparo WIN LHEHTPYIOTCSA OTHOCUTEIILHO CaMOU JIJIMHHOM CTPOKH.

HpI/I ape€CoOBaHNU JOKYMCHTA oe3 YKa3aHus OOJDKHOCTHOI'O JIMlla HAMMCHOBAHHA apeCaToB
MUIIYyTCA B UMCHUTCIIBHOM ITAICKE, HAITPHUMCEP!

Opeanvl cmamucmuxu 2opooa Teepu

[Ipu anpecoBaHMH JOKYMEHTa PYKOBOJIUTENIO OpPraHU3allMd HAWUMEHOBAHHUE JIOJKHOCTHU
YKa3bIBa€TCSl B JIaTEIBLHOM IMajexe, Hanpumep: I eneparvromy oupexmopy OO0 «H30anuey
Damunua 1.0.

ITouToBBIH aapeC HE YKa3bIBACTCA B HOOKYMCHTAX, HANPABJIACMBIX B BBICIIHC OpraHbl
FOCYI[apCTBeHHOﬁ BJ1aCTH, (be,[[epaHBHBIC OpraHbl HCITOJIHUTEILHOMN BJ1aCTH n nux
TCPPUTOPHUAIIBLHBIC OPraHbl, OPraHbl I‘OCy,Z[ElpCTBGHHOfI U UCIIOJIHUTEILHOMN BJIaCTH, ITOCTOAHHBIM
KOPPCCIIOHACHTAaM.

IIpn anpecoBaHMM NUCbMa B OPraHU3ALMIO YKa3bIBalOT €€ HAaUMEHOBAaHUE, 3aTE€M IIOYTOBBIN
azpec, HalpuMep:

Tocyoapcmeennoe  yupesicoenue Bcepoccutickuii  HayuHO-UCCcie008amenbCKutl.  UHCIMUmMym
O00KYMEeHmMOBeOeHUsl U APXUBHO20 Oeld
IIpoghcorsnas yn., 0.82, Mocksa, 117393

[Ipu anpecoBaHMu JOKyMeHTa (U3NYECKOMY JIMIYy YKa3bIBAlOT (aMMWIMIO M WHHUIMAIBI
MOJTy4yaTesisl, 3aTeM OUTOBBIN apec, HalpuUMep:

Illemposy U.11.
Ilpouzsoocmeennas yiu., 0.5, x8.12, 2. Mockea, 119633

PexBusut "Anpecatr" He AOMKEH coaepxkarh Ooisiee yeThipex aapecatoB. Croso "Komnus" nepen
BTOPBIM, TPETHUM, YETBEPTHIM ajJpecaTaMu He ykasbiBaercs. [Ipm umcne aapecatoB Oonee 4-X
COCTABJISICTCS CIIUCOK PACCHUTKU JTOKYMEHTA.

ECJ'II/I }IOK}IMGHT OTHp&BJ’IfIGTCfI B HCCKOJIBKO O}IHOpO)IHI)IX OpFaHI/ISaHI/II\/JI NN B HCCKOJIBKO
CTPYKTYpHBIX TOJIpa3felieHuii OpraHa WCHOJHUTENbHON BIACTH, TO OHU YKa3bIBAIOTCS
000011IeHHO.

[Tpumep:
Pyxosooumenam yupesxcoenuii CIIO

20. I'pud yrBepxkaeHus JOKYMEHTA

['pud yTBepkIeHUs MPOCTABISICTCS B MPABOM BEpPXHEM yriy HokyMeHTa. CTpOKM peKBH3HTA
BBIPaBHUBAIOTCS IO JIEBOMY KParO UM HEHTPUPYIOTCS OTHOCUTENBHO CaMOM JJINHHOW CTPOKH.

JIOKyMeHT  yTBepXkJaeTcsl  JOJDKHOCTHBIM — JIMLIOM  (JOJDKHOCTHBIMM — JIMLAMM)  WIH
pacnopsiAUTEIbHBIM JOKYMEHTOM (IIOCTAHOBJIEHUEM, PELICHUEM, TPUKA30M, PACIIOPSKEHUEM).



[Tpu yTBEpKIEHUH TOKYMEHTa HOKHOCTHBIM JIMIIOM TPU( YTBEPIKIEHUS JTOKEH COCTOSThH M3
cioBa YTBEPXJIAIO (0e3 kaBbIueK), HAaMMEHOBAHHWS JOHKHOCTH JIUIA, YTBEPIKIAIOIIETO
JIOKYMEHT, €T0 MOAMKICH, UHUIHAIOB, paMIINU U 1aThl yTBepxkAcHUs. [Ipumep:

YTBEPXJAIO

Jlupexmop
T'BOY «OL Ne24 I'.O. MAKEEBKA»
H.0. amunus

21. JlaTa

HpI/I YTBCPKACHHUHU OOKYMCHTA HCCKOJIBKMMU OOJDKHOCTHBIMH  JIMAMU WX TOAIUCHU
pacrioyiaratotcsi Ha OJIHOM ypOBHE.

[Tpu yTBEp>KICHUH JOKYMEHTa PACTIOPSIUTEIBHBIM JOKYMEHTOM I'pU( yTBEP>KIACHHS COCTOUT U3
cio YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJIEHbI, YTBEPXJIEHA), coriiacoBanHoro ¢
HAUMEHOBAaHHEM BHJA YTBEPKIAaE€MOr0 JOKYMEHTa, HaUMEHOBaHHUS BHAAa JOKYMEHTa B
TBOPHUTEJILHOM TaJI€3Ke, €r0 AaThl, HOMEpA.

IIpumep:

YTBEPXIEHO
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22. 3aronoBOK K TEKCTY

3aroloBOK K TEKCTY - KpaTKoOe COAEp)KaHWe JOKyMEHTa. 3aroJloBOK K TEKCTy IpHKa3a
dopmynupyercs ¢ npemiiorom "O" ("O0") u oTBeuaeT Ha Borpoc "o yem?"):

* npukas (0 ueM?) 0 CO31aHU1 KOMHUCCHH;
* mpuka3 (0 yeM?) 00 yTBEp>KACHUH IITATHOTO PACTIUCAHUS;
* MUCHMO (0 YeM?) O IPEIOCTABICHUN HH(POPMAITHH.

3aroj0BOK K TEKCTy 0(OpMIIETCs 110l PEKBU3UTaMU OJIaHKa CJI€Ba, OT TPAHUILIbI JIEBOTO MOJISL.

HaunmenoBanue (3arosioBok) OO aHHOTAIUs JOKYMEHTA COCTABJISIETCS aBTOPOM IPOEKTA
JIOKYMEHTA.

3aroyIoBOK K TEKCTY MOYKET HE COCTABIISITHCS, €CITH 00bEM JJOKYMEHTA HE MPEBBIIIAET 4-5 CTPOK.

23. TekcT IOKYMEHTA

JlokyMeHTBI 00111€00pa3oBaTeIbHON OpraHU3allMi COCTaBISAIOTCA HAa TOCYJAapCTBEHHOM SI3bIKE
Poccuiickoi @enepanuu - pyccKom.

TekcT JOKyMEHTa MOXKET COJIePKATh pa3/eibl, MOApa3Aeiibl, ITYHKTHI, MOIITYHKTHI, HyMEpYyeMbIe
apabckumu nudpamu.

B nmpukazax TEKCT [OKyMEHTa W3JaraloT OT TEepBOr0 JIMIA EJUHCTBEHHOTO 4HCIa
(«TIpUKa3BIBAIO»)

B nokyMeHTax KoJierHajlbHBIX M COBELIATENbHBIX OpraHax OT TPEThEro JIMLA €AUHCTBEHHOTO
yucia: («cobpaHue... pemmio») TekcT MPOTOKONAa U3JIaraeTcs OT TPEThero JIHia
MHOECTBEHHOI'0 YHCHA («CITyIIAIN», «BBICTYIIMINY», KIIOCTAHOBUWIN, «PEILUIN» ),

B coBMeCTHBIX JOKyMEHTax TEKCT M3JIaraloT OT MEepBOr0 JIHMLA MHOXECTBEHHOIO YHCIa:
(«TIpHUKa3bIBAEM», «PELIUIIN).



B nenoBbIx (ciyeOHBIX) MUCHMAX MCIOIB3YIOTCS (DOPMBI N3TI0KEHHUS:

* OT MEpPBOro JIMIIA MHOYKECTBEHHOIO0 4YHCIa («IPOCUM HaIlpaBUTh», INPEICTABIAEM Ha
PacCMOTPEHHEY); OT TPETHEro JIula equHCTBeHHOTO uncia («Aamuuauctparus ['bOY «OII Ne24
I'.O. MAKEEBKA)» He Bo3paxaeT»);

* OT TMEpBOr0 JHIlAa EIWHCTBEHHOrO0 4YHCia («CUUTAl0 HEOOXOJUMBIMY», «IIpesararo
PaccMOTPETHY).

[Tpu ynotpebaeHuu B TekcTe (haMUINil UL HHULIMAJIBI YKA3bIBAIOTCS IOCTEe paMIIINN.
B nenoBwIx (City»keOHBIX) MUChMaX MOTYT HCTIOIb30BaThCS:

- BCTYTIUTCIBHOC O6D3.H.I€HI/IGI

YBakaeMbIH TocrioguH MBaHoB!
YBakaemas rocnioxxa [letposa!
VBaxkaemsiii Huxomnaii [lerpoBuy!
VBaxkaemas Oinbra HukosaeBHa!
VBaxkaeMble rocnonaa!l

B oOpamiennu 1mo JOMKHOCTH HAaWMEHOBAaHUE JOJDKHOCTH IHUIIETCS C MPONMUCHOW OYKBBI, B
oOpalieHnn o paMUINN UHULMATIBI JINLA HE YKa3bIBAIOTCS.

- 3aKITIOYUTCIIbHAA 9TUKCTHAA d)pa3a:

C yBaxeHHEM, ...

CrpaHuibl JOKYMEHTa HYMEPYIOTCS, HA4YMHAs CO BTOPOrO JIMCTa JOKYMEHTa apaOCKUMU
udpamMu nocepeiHe BEPXHETo MO,

Tekct AOKYMCHTA OTACIIICTCA OT 3aroJioBKa ABYMS WA TPEMSA MEKAYCTPOUYHBIMU MHTCPBAJIaMU
HCIIOJIB3YCMBIMH B TCKCTE.

24. OT™MeTKa 0 IPUI0KEHNUHA

OtMmeTKa o MNPUIOKCHUH HCIIOJB3YCTCA IIpU O(i)OpMJ'ICHI/II/I IIHMCEM H HpI/IJ'IO}KeHI/Iﬁ K IIJIaHaM,
nporpamMmam, OTuCTaM, MMOJIOXKCHUAM, ITPpaBUJIaM, HHCTPYKIUAM U APYTUM JOKYMCHTAM.

B nucbmax oTMeTka o mpuiiokeHUH opopmiseTcs Mo TEKCTOM NMHUChbMa Ha paccTosHuu 1,25 cm
OT TpaHMIBl JIeBOro mnoss. Ecnu mpuiioxkeHue Ha3BaHO B TEKCTE IHCbMAa, B OTMETKE O
MIPWIOKEHUN YKa3bIBAC€TCA KOJMYECTBO JINCTOB M KOJUYECTBO HK3EMIUISIPOB IMPUIOKEHUS,
Harpumep:

Ipunoowcenue: na 3 1. 6 1 7x3.

[Ipy HanUUMM HECKOJIBKHX TPUJIIOKEHUM, B OTMETKE O MPUIOKEHUU OHU HYMEPYIOTCH,
YKa3bIBAlOTCA HAMMEHOBAHUS KaXIOTO TMPUIOKEHHS, KOJIMYECTBO JIMCTOB U KOJIUYECTBO
AK3EMIUISIPOB, HAIIPUMED:

Ilpunosxcenue:
1. IThan-epagpux ... na 3 1. 6 2 9k3.
2. Cnpaska o noomeepicoenuu hakma ooyuenus... va 1 . 6 1 3x3.

Ecnu npunoxkenus cOponIropoBaHbl, TO KOJIUYECTBO JUCTOB HE yKa3biBaeTcs. Ecinu npunoxxeHue
HATPABIISIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aipeca, TO OTMETKY O €r0 HaJTU4Iuu O(POPMIISIFOT
CJIeIyIOIIMM 00pa3oM, HalpuMep:



Ipunooscenue: Ha 3 1. 6 1 9K3. MoabKO 6 nepawvii aopec.

Ha npunoxeHusix K npaBuiiaM, HHCTPYKLHSAM, MOJOXKEHUSAM, IIJIaHaM, IporpaMMam, JI0roBopam
U IpYyI'MM JOKyMEHTaM OTMETKa O MPUJIOKEHUH ITPOCTABIIAETCS HA IIEPBOM JIMCTE IIPUIIOKEHUS B
IIPAaBOM BEPXHEM YTIIy.

Ecnu npunoxkenne onHO, OHO HE HyMepyeTcs. Eciu npumoskeHuii HeCKOJIBKO, OHU HyMEPYIOTCS
(mpunoxkenue 1, npunoxenue 2).

B TekcTe [OKyMeHTa IpH TIEpPBOM YINOMHHAaHUHM JIOKYMEHTA-TIPHJIOXKEHHS B CKOOKax
yKa3bIBaeTCs: ... (NMpWIOKEHHE) WA ... (mpwiokeHue 1); mepen HOMEPOM MPHIOKEHUS
JIOITYCKAeTCsl CTABUTh 3HaK HOMepa: ... (mpuinoxenue N 2);

B ormeTke 0 mpuiIoKEeHNN YKa3bIBA€TCSl HAUMEHOBAHUE BUJIa OCHOBHOTO JOKYMEHTA, €r0 JaTa 1
HOMeEp, HalpuUMep:
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Ecnu npunoxeHueM K JOKyMEHTY (HalpuMmep, K IpUKa3y) SIBISIETCS YTBEP/KAAEMBbIA TOKYMEHT,
(moJsio’keHue, MpaBuiIa, MHCTPYKIMS, PEIVIAMEHT U Jp.) B BEPXHEM IPAaBOM YTy NMPOCTaBIIAETCS
OTMETKA O TPUIJIOKEHUH, HIKE — IpU( yTBEPIKICHHUS, HATPUMED:

lpunosxcenue
YTBEPXJIEHO
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Bun u pasmep mpudra pexBusurta "OTMETKa O MPUIOKEHUH" JTOHKEH COOTBETCTBOBATH BUIY U
18 pa3zmepy mpudra TeKCTa JOKyMEHTA.

25. I'pud corntacoBanus AOKYMEHTA

I'pud cormacoBaHusi JOKYMEHTa HCIONB3YeTCS IPH COTJIACOBAHUHM JOKYMEHTa C OpraHaMu
BJIACTH, OpraHM3alMsAMH WO  JOJDKHOCTHBIMM  jJunamMu. OH  COCTOMT M3  CJIOBa
“COI'JTACOBAHO”, pomkHOCTM JHIla, KOTOPHIM COIJIaCOBaH JIOKYMEHT (BKJIIOYas
HalIMEHOBAHMWE OpraHU3alMM), JUYHOM TMOANUCH, pPACIIM(PPOBKU TMOANUCH (MHHUIMAJIOB,
(dhaMUIIMN) ¥ 1aTHI COTJIACOBAHUSI.

[Tpumep:

COI'JTACOBAHO

Jupexmop I'BOY «OLL Ne24 I'.O. MAKEEBKA»
E.FO. ll]epboununa

01.12.2023

I'pud cormacoBanus B 3aBHCHMOCTH OT BHJla JOKYMEHTa M OCOOCHHOCTEH ero odopmieHus
MOKET MPOCTABIATHCA:

¢ Ha ICPBOM JIMCTC NOKYMCHTA (CCHI/I JOKYMCHT UMECT TI/ITy.]'IbHBIf/'I JIUCT, - HAa TUTYJIbHOM J'II/ICTG)
B JICBOM BEpPXHEM YTy Ha YpOBHE Ipu¢a yTBEp)KICHHUs WU I10J] HAUMEHOBAHUEM JOKyMEHTa
OJMKe K HUKHEMY T10J110);

* Ha MOCJIEJIHEM JIUCTE JOKYMEHTA MOJ] TEKCTOM;

¢ Ha JJHUCTEC COIjdaCcOBaHHA, ABIAIOIICMCA HEOThEeMJIEMOM YacCThIO AOKYMCHTA. Bremmee
COIVIACOBAHME TAKXKE MOXKET OBbITh OCYLIECTBICHO JPYTUM JOKYMEHTOM - IIHCBMOM,
MPOTOKOJIOM, IPUKA30M.

[Tpumep:
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26. Buza
CornacoBaHue NMPOeKTa JOKYMEHTa 0(pOpPMIISIETCS BU3OH.

Bu3za mpocraBisiercss cOOCTBEHHOPYYHO JIMIIOM, BU3HPYIONIMM JOKYMEHT, U BKJIIOYaeT B ceOs
HAUMEHOBAaHHUE JOJKHOCTH BHU3HPYIOIIETO, €ro JHYHYI MOMANUCH, PACIIU(PPOBKY MOAMUCH
(vHUIMANB, (aMUTTUIO) U JaTy.

[Tpumep:

3amecmumens oupekmopa
U.0. Damunus
03.03.2023

JlomyckaeTcst OJIMCTHOE BUSUPOBAHKUE TOKYMEHTA U €r0 IMPUIIOKEHUN.

IIppy HasMuum 3aMe4YaHUW, JONOJHEHUHM K TIPOEKTYy JOKYMEHTa BH3a JOINOJIHAETCS
COOTBETCTBYIOIIUM YKa3aHHUEM.

ﬂJ’IH AOKYMCHTA, HNOJJIMHHUK KOTOPOI'O OTIIPABJIAOT W3 IIKOJIbI, BU3bI IIPOCTABJIAIOTCSA Ha
SK3EMIIIIpax JOKYMCHTOB, ITIOMCIIACMEIX B ICJI0.

JIns MOKyMeHTa, TIOJTMHHUK KOTOPOTO OCTAETCs B IIKOJIC, BU3BI COTJIACOBAHUS MPOCTABIISFOTCS
Ha 000pOTE MOCIEAHETO JINCTA MOJIMHHUKA JTOKYMEHTA WM Ha TIOCJICIHEM JIUCTEe JOKYMEHTa
[IOJI TTOJITHCHIO.

27. Ilognuce

HOI[HI/ICB BKJIFOYACT: HAWUMCHOBAHHUC JOJLDKHOCTHU JIMIA, M[MOANMCABHICTO HJOKYMCHT, C€TO
COOCTBEHHOPYYHYIO TOJIIKCH; paciudpoBKyY moaAnucH (MHULIHAIBI, pamunus): [Ipumep:

Jlupexmop nuunas noonuce U.0.Damunus

Ecniu nmokymeHT odopmieH He Ha OnaHke, B HAUMEHOBAHHE JIOJDKHOCTH BKJIFOYAETCS
HaMMEHOBaHME 00IIe00pa30BaTeIbHON OpraHu3aluy (IMOJTHOE Ha3BaHME MIKOJBI). [lomyckaeTcs
B pekBu3uTe "[loAnuce JOMKHOCTHOTO NUIA" HEHTPUPOBATh HAMMEHOBAaHUE JOJHKHOCTH JIUIIA,
noANnMUCaBIICrO JOKYMCHT, OTHOCHUTCIILHO camou JlJ'II/IHHOf/i CTPOKH.

[Tpu monmucaHuM JOKYMEHTa HECKOJbKUMHU JOJKHOCTHBIMH JIMIIAMHM PAa3HBIX TOJIKHOCTEH HX
noAINnucCH paciojararoT OJHy 1mona IlpyFOfI B II0CJICA0OBATCIIbHOCTH, COOTBCTCTBYIOH_IGI\/JI Hepapxmuu
3aHUMaemoil nomxHocty. [Ipumep:

Hupexmop nuunas noonuce U.0.D.
3amecmumens oupekmopa auunas noonucey 1.0.D.

HpI/I MMOANMUCAHNHU JOKYMCHTA HCCKOJIBKMMH JIMIIaMHW PAaBHBIX }IOH)KHOCTGﬁ ux MnoAIMnCH
pacmnojiararor Ha OJHOM YPOBHC.

B nokymeHTax, COCTaBIEHHBIX KOMMCCHEW, yKa3bIBa€TCs CTaTyC JIMLA B COCTABE KOMHCCHM:
IPOCTaBJIEHUEM KOCOM 4YepThl Mepel HauMEHOBaHMEM JOJKHOCTH ([100aBiIATh Kakue- JHO0
IIPUCTABKH).

Ecmu AUPCKTOP MIKOJIBI UJIKM HHOC YIIOJTHOMOYCHHOC HAa NOAINNCAHNUE JOKYMCHTA JIMIIO BPEMCHHO
OTCYTCTBYCT (OTHYCK, 6OH63HB, KOMaHI[I/IpOBKa) HWJIN AOJDKHOCTH BdAKAaHTHA, TO HOOKYMCHT
oA CHIBACT COTPYAHUK, ynOJ’IHOMO‘-ICHHLIfI Ha NOAIIMCaHUuC B COOTBCTCTBHH C



paclopsAUTENIbHBIM ~ JIOKYMEHTOM WJIA  HAJEJICHHBIM IMOJHOMOYHUSAMH, YCTAaHOBJIECHHBIMU
MPUKa30M MIKOJIBI Win yupenutens (JJOrM), ¢ ykasaHuem CBOEH TOJDKHOCTH M TIOJTHOMOYHS,
HaIlpuMep:

3amecmumens oupekmopa noonucv U.0. amunus viu:
HUcnonnarowuti obszannocmu oupekmopa noonucs M.0. Damunus nim
u.o. oupekmopa noonucsy U.0. @amunus

PexBuzut "Iloanucek MOMKHOCTHOTO JHIA" MOXET OBITh 0OpMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKyMeHTa (HampuMep, NPHU HAMHUCAHWUU CIY)KEOHOW 3amucKku 0e3 MPUMEHEHUS TeXHHUYECKHX
CpenCcTB) MO0 OPOPMIIEH C UCTIOIB30BAHUEM TEXHUYECKHUX CPEJICTB.

B caysae odopmienus pexBusuta "Iloanmuch MOMKHOCTHOTO JMIA" € MCIOJIB30BaHUEM
TEXHUYECKUX CPEACTB BHUJ U pa3Mmep Hpu@Ta YKa3aHHOIO PEKBU3UTA HE MOXKET OTJIMYAThCS OT
BUJA U pa3Mepa MPUQTa OCHOBHOT'O TEKCTA TIOKYMEHTA.

PexBusut "Iloanmuce MOMKHOCTHOTO Juua" OTAENSETCS OT TEKCTa TPEMsI WM YETBIPbMS
OJIMHAPHBIMU MEX1yCTPOUYHBIMU HHTEPBAJIaMHU.

28. Ileuats

[Teyats siBRsieTCS CIOCOOOM TMOATBEPKIACHHS MOMJIMHHOCTU TMOJIMUCH JOJDKHOCTHOTO JIMIIA HA
nokymenre. IlewaTh  craBuUTCS Ha  JIOKyMEHTax B  CilydyasX, HPeIyCMOTPEHHBIX
3aKOHOAATEIbHBIMU WM UHBIMH HOPMATHUBHBIMU MPABOBLIMH aKTAMHU.

[TeyaTs cTaBUTCA HA CBOOOJHOM OT TEKCTa MECTE, MPU ATOM OTTUCK IE€YATH HE 3aXBATHIBAET
JUYHOM MOAMKUCH JOJKHOCTHOTO JIMIA MOJMKMCABIIEro JOKYMEHT, UJIM B MeCTe, 0003HaYeHHOM
«MID» («MecTo neuatu).

B noxkymeHTax, MOJArOTOBJIEHHBIX HAa OCHOBE YHU(UUMPOBAHHBIX (HOpM, NEYaTh CTaBUTCS B
MmecTte, 0003HaueHHOM oTMeTKoM "MII" niau nHbIM 06pazom.

29. OrMmeTka 00 UCIIOJIHUTEIIE

OtmeTka 00 ucmosHUTENE (aBTOpE) MOKYMEHTA MPOCTABISETCS HAa MHChMAaxX MIKOJBI B JICBOM
HIDKHEM YTJIy JIMIEBOM CTOPOHBI TOCIICTHETO JIUCTa TOKYMEHTA OT TPAHMIIBI JICBOTO TIOJS WIIH,
IPY OTCYTCTBHH MECTa, - Ha 00OPOTHON CTOPOHE BHU3Y CJICBA.

OtMeTka BKJIIOYAET (PaMUIINIO, UMS, OTYECTBO HCIIOJIHUTEINS U HOMEp ero TenedoHa, a Takke
OTMETKa 00 HCIIOJTHHUTENE MOXET JAOMOJHATHCS HAUMEHOBAHHMEM MOJIKHOCTH U DJIEKTPOHHBIM
aJpecoM HCIIOJIHUTES.

[Tpumep:

Hsanoe Hean Heanosuu, cneyuanucm no oxpane mpyoa

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

30. OTMeTKa 0 3aBEPEHUU KOIIUU

JUis OATBEPKACHUS COOTBETCTBUS KONMUU (BBINUCKU U3 JIOKYMEHTA) MOAJMHHUKY JOKYMEHTa
Ha TIOCIE€JHEM JIMCTE KONUU (BBIIMCKM M3 JOKyMeHTa) mnoj peksusutoM "[loanuce”
odopmisiercsa pekBU3UT «OTMETKa O 3aBEPEHUH KOIIUUY.



OTmeTKa 0 3aBEpPEHHMH KONMM BKIIOYAET: CI0BO «BepHO», HamMEHOBaHME NOJKHOCTH JIMILA,
3aBEpUBLIETO KOMHUIO, COOCTBEHHOPYUHYIO MOJNUCH, paciIu(pOBKY MOANUCH (MHULUAIDI,
bamunuio), 1aTy 3aBepeHHs KOIHMU JOKYMEHTA.

PexBuszur «OTMeTka O 3aBEPCHHHM KOIUW» MOXET OBITh O(QOpMIICHA OT PYKH WIH C
HCIIOJIb30BAHUEM LITAMIIA.

ﬂOHYCKaeTCSI 3aBCPATH KaKIbIi JIUCT MHOFOCTpElHPI‘-IHOfI KOIIMHU JOKYMCHTA.

31. OTMeTKa 0 IIOCTYIJIEHUHU JIOKYMEHTA

OTMeTKa O MOCTYIUICHHH JIOKYMEHTa COJIEPKUT BXOMISIIMM PETUCTPAIIMOHHBIA HOMEp M JaTy
MOCTYIJICHUs JOKyMeHTa. /lomyckaercs yka3aHHME 4acOB M MUHYT MOCTYIUIEHHS JOKYMEHTa C
3aBEPEHUEM MOANUCIMU 3aMHTEPECOBAHHBIX JIUILI.

OTtMmeTKa 0 IMOCTYINUICHUH NOKYMCHTA MOXKET IMPOCTABJIATHECA C UCIIOJIB30BAHUEM IITaMIIa.

32. Pe3omronust

PeSOJ'IIOI_II/ISI COACPIKUT YKA3aHUC 110 UCITIOJIHCHHUIO TOKYMCHTA. Ona O(l)OpMJ'IHCTCH Ha CBO6OI[HOM
MECTC pa60qero IoJIs1 IOKYMCHTA.

Pe3omnronus BritouaeT B ce0si: pamMHIINIO, MHULUAJBI UCIIOJHUTENS (MCIIOJHUTENEH), TOpyUeHue
10 JOKYMEHTY, OJIKICh aBTOPa PE30JIOLMH U 1aTy O(pOpMIICHHS PE30IIOLHNY.

Pe3omtonusi, Mo yCMOTPEHUIO JIUIIA, NAIOLIETO TOPYYEHUE, MOXKET BKIIOUATh B CE0sl TAaKKe CPOK
WCTIOJTHEHUSI IOKyMEHTA.



Ipunoowcenue Ne 2

K Ilonoocenuio o 0oxymenmoobopome om

Dy

MUHHUCTEPCTBO OBPA3BOBAHUS U1 HAYKU
JTOHELIKOM HAPOJHOM PECITYBJIUKU
I'OCYJAPCTBEHHOE BIOJ’KETHOE OBILIIEOBPA30OBATEJIBHOE
YYPEKJIEHUE
«OCHOBHASI HIKOJIA Ne 24 TOPOJCKOI'O OKPYT'A MAKEEBKA»
T'BOY «OI Ne 24 T'.O. MAKEEBKA»)

yn.bermmnckoro, 1. 1A, p-u ['oprsukuii, r. MakeeBka, r.0. Makeeska, [{onernkas Hapognas Pecrryonuka, 286124
e-mail: school.24@bk.ru, THH 9311021271

Ne oT
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Hupextopy 'BOY «OLI Ne 24I".O.MAKEEBKA»
[ep6ununoii E.1O.

JOJKHOCTB WJIM CTaTyC 00palaronierocs

@®.1.0. N0THOCTBIO B POAUTEILHOM NAJEKE

azapec, TenedoH

JagBieHne

Ilpowy ...

Jlama Tloonuce
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K Ilonoocenuio o 0oxymenmoobopome om

MHWHHCTEPCTBO OBPA3ZOBAHNS U HAYKU
JIOHELIKOM HAPOJIHOM PECITYBJIMKU
T'OCYJIAPCTBEHHOE BIO/[PKETHOE OBII[EOBPA3OBATEJIbHOE VUPEXX/EHUE
«OCHOBHASI IIKOJIA Ne 24 TOPOJJCKOI'O OKPYT'A MAKEEBKA»
IIPUKA3

o1 00.00.2024 1. Ne 00

O..

B cooTtBeTcTBUH ...

ITPUKA3BIBAIO
1. OpranuzoBars ...
4. KoHTpOJIb 32 HCIIOJTHEHWEM HACTOSAIIETo MPUKa3a ...

Jupexrop E.1O. lllepOunnna

C npuka3zoM 03HAKOMJICHBI:
[TerpoBa M. A. « »
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K Ilonoscenuto o 0okymenmoodbopome om

EC 2N

MUHUCTEPCTBO OBPA3OBAHUS U HAYKU
JTOHELIKOM HAPOJHOM PECITYBJIUKU
I'OCYJIAPCTBEHHOE BIOJI’KETHOE OBILIIEOBPA30OBATEJIBHOE
YYPEXKJIEHUE
«OCHOBHASI LIKOJIA Ne 24 TOPOJCKOI'O OKPYI'A MAKEEBKA»

PACCMOTPEHO COI'JTACOBAHO YTBEPXJIEHO
Ha 3acenmanum. .. (TOIKHOCTH) Hupexrop
[Ipotokon ot No (Uuummannsl, I'BOY «OIII Ne 24 T.O.MAKEEBKA»
bamumst) E.1O.1llep6unrna
TIpukas ot No
HA3BAHUE JOKYMEHTA

(mepuon nercTBuUs)

COCTABUIJI*

(MOMKHOCTD, MHUIIUAJIBI, (haMUITHSI )

*Vka3zvigaemces npu Heobxo0umocmu



[Ipouuro, nponymepogano "
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