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1. O6mmue NOJIOKEHHS

1.1, Hacrosmas MHCTPyKLHs 11O AENONPOU3BOAICTBY B IBOY «I'umuazus um. I'.'T. beperosoro T.0.
EnaxueBo» (masiee - LIKONa) paspafoTaHa B COOTBETCTBHH C denepaibHBIM 3aKOHOM OT 29.12.2012
Ne 273-®3 "O6 obpasoBaHuu B Poccuiickoii @enepauun” ¢ U3MEHEHISIMHA Ha 29 nexabps 2022
roma, TOCT P 7097-2016 «Cucrema CTaHAapToOB IO urdopmaryy, OUOIHOTEIHOMY U
W3IaTENbCKOMY  OENy, «OpraHu3aLHOHHO-PACTIOPSIUTEIbHA JIOKYMEHTALHs. TpeGoBanust K
0hOPMIIEHHIO JIOKYMEHTOB», a TaKkKe VCTaBoOM IIKONbI U APYrMMH HOPMAaTHBHBIMH NPaBOBLIMU
axtamu Poccuiickoit Denepanuu, pernaMeHTHPYOINMH IEesATEeIbHOCTD 0611e00pa30BaTEIbHBIX
OpraHu3aIuil.

1.2. JlaHHast HHCTPYKLMS IO eJIOTIPOM3BOICTBY B OpraHu3aliy (manee - UHcTpykuwsi) 0003Ha4aeT
NpaBUiia MOATOTOBKH U ohopMIIeHHs IOKYMEHTOB B LIKOJIC omperenseT CTaHAapThI odopmieHus
PEKBU3MTOB, ONAHKOB HOKYMEHTOB, COCTABJICHMSI TIPMKA30B, MOJIOXEHUH MHCTPYKLMH, & TaKKe
pernameHTHpyeT GOpMHUpOBAHUE NIET M HX TexyIee XpaHeHue, TIOATOTOBKY JIOKyMEHTOB ¥ el K
nepe/aye Ha APXUBHOE XPAHEHUE B LIKOIIC.

1.3. VHCTpyKUKsi 1O IEeJIONpPOU3BOACTBY B mKojie pa3paboTaHa B LENAX yCTaHOBJICHMA €IUHBIX
TpeGOBaHU#A K MOATOTOBKE, 06paboTKe, XpaHEHWI0 H HCIIONIb30BaHUIO 00pasyroluxcs B
JeATeNbHOCTH 061e06pa30BaTeIbHOM OpraHu3alii 1 MOCTYMAOMKUX B IUIKONY HOKYMEHTOB, a
TaKoKe COBEPIIEHCTBOBAHNS U TIOBBIICHIA 5ddeKTHBHOCTHU A€IONPOM3BOACTEA INIKOJIBL.

1 4. Tlonoxenus WHCTPYKLHMM DPacmpOCTPAHAIOTCA Ha opraHu3aLMi0 paboThl € NOKyMEHTaMU
HE3aBMCHMO OT BHIA HOCHTENs, B TOM HHCIE © 3JIEKTPOHHBIMU TOKYMEHTaMH, BKJIOHAd
OArOTOBKY, OOpabOTKy, XpaHeHHE H JCIIOJIb30BAHME TOKYMEHTOB, OCYIIECTBIIEMbIMU €
OMOII B0 MHHOPMAITMOHHBIX TEXHOJIOTHH.

1.5. OpraHu3aLuio, METOAM1ECKOE PYKOBOJCTBO, COBEPLICHCTBOBAHHE IeJONPON3BOACTBA U '
KOHTPOJIb 32 COOJIIOICHHEM pacTosimelt MHCTPYKLMH B IIKOJE OCYLISCTBILACT OTBETCTBEHHBIN 32
BeeHUE JIENONPOU3BOACTBA.

1.6. TIpaBa 1 00sA3aHHOCTH pabOTHHKOB, OCYIIECTBILIOIINX paGoTy C JOKYMEHTaMH B CTPYKTYPHBIX
MOAPA3MENEHHsAX IIKOJIBI, yCTAHABJIMBAIOTCS  JIOJDKHOCTHHIMH MHCTPYKUHAMHE WM TNPUKasOM
IMPEKTOPA.

17, Caenenusi, conepkauipecs B IOKyMEHTaX, MOIyT ObITh HCIIOJB30BAHbI TOJIBKO B pabounx
[eJIIX B COOTBETCTBUM C MOJHOMOUMAMHU cOTpynHHKa, pabOTAIOWeEro C noxymenTamu. Pabora ¢
JNOKYMEHTaMH BHE [OMEIeHUil IIKOJbI He JOIYyCKaeTCs. [Ipu yTpare AOKyMEHTOB NPOBOJNTCA
ciy>xeOHas poBepKa.

1.8. Ilpu yxozme B OTIYCK, MEPEBOAC (mepemelnieHuu) MO paGoTe WIM B CIy4ae yBOJNLHEHNA
cOTpynHMK 00si3aH Tepenatb BCC HAaXONAIIMECs y HEro [OKyMEHTbl WHOMY COTPYOHUKY,
OTpeneNéHHOMY B COOTBETCTBUA € yKa3aHHeM HETOCPENCTBEHHOTO PYKOBOJUTES YBOJILHAEMOTO,
YXOJISIIEro B OTIYCK WK NepPeBOSALIErOCs (mepemelaeMoro) 1o paboTe COTPyIHHKA.



PAOOTHHKAaMH IIKOJIbL. ISHOBb NPHHSTHIE HA PAaDOTY COTPYAHHKH, B AOJDKHOCTHBIE OOS3aHHOCTH
KOTOPBIX BXOIMT BeNEHHE TOKYMEHTAIMH, B TeUEHHE TPEX pabodmX JHEH CO IHS U3NaHUs MpPHKa3a
O Ha3HAYEHWH Ha OJDKHOCTh MOJDKHBI OBITH O3HaKOMJIEHBI ¢ Hactosined HHCTpykiwmeid mon
TTOITHCh.

2. llpaBujia NoAroTOBKH U 0(pOpPMJIEHHSI JOKYMEHTOB

2.1. B peATeNnpbHOCTH IIKOJbI CO3[AETCA KOMIUIEKC OpPraHM3alMOHHO pPaCHOPSAUTENbHBIX
OOKYMEHTOB. MPHKA3bl, MOJIOKEHMs, NPaBUia, UHCTPYKLMH, PETJIAMEHTHI;, IPOTOKOJIbI 3aceNaHuil
(coBewIaTeNbHbIX, KOOPAMHALMOHHBIX, OKCIIEPTHBIX M [p. OPraHOB), AaKThbl, AHATUTUYECKHUE
CTpaBKH, OOKJIAJHbIE U CiIy>KeOHbIe 3amUCKH, AOrOBOPbLI (KOHTPAKTBHI, COTJALIECHHUs), NENOBas
(cnyxeOHasi) mepenmucka M JAp. COCTaBJAIOTCA M OQOPMISIOTCS CHELHalbHbIE JOKYMEHTBI,
CBsI3aHHbIE C [JITAHUPOBaHHEM 00pa30BaTENIbHON AESTEIbHOCTU U OCYLIECTBJIEHHEM X035 CTBEHHbIX
MEpOTIPUSTHH, BeIECHHEM YueOHO-ITeJarOru4eckoro yd4era, OpraHuM3alied NeJ0NpOM3BOJCTBA
IIKOJIbI, 0OecrieyeHreM OyXranTepcKoro y4era.

2.2. JIOKyMEHTbI MOIYT CO3/aBaThCsi Ha OyMa)KHOM HOCHTENE€ U B 3JEKTPOHHOH (opme c
COOJIIOIEHNEM YCTaHOBJIEHHBIX MpaBuil 0GOpMIIEHUsT NOKyMEHTOB. IIpu co3maHuu nOKyMeHTa Ha
nByX 3 ¥ OoJiee CTpaHULaX BTOPYIO U IMOCJENYIOIINE CTPAHULBI HyMEPYIOT.

2.3. Homepa cTpaHULl IPOCTaBJSAIOTCS NOCEPEIMHE BEPXHETO MOl JOKYMEHTa Ha PacCTOSHUHU He
MeHee 10 MM OT BepxHero kpas Jjucrta. Jlomyckaercs CO3[aHHME NOKYMEHTOB HA JIMLIEBOH U
00OPOTHOI CTOPOHAX JIUCTA.

2.4. IIpu nByCTOPOHHEM CO3[IJaHUH TOKYMEHTOB LIMPHHA JIEBOTO IOJIA Ha JIMLIEBOM CTOPOHE JINCTA U
TIIPaBOroO T0JI1 Ha 000POTHOH CTOPOHE JIMCTA JOJDKHBI ObITH PaBHBI.

3. PeKBHU3HUTBHI JOKYMEHTOB

3.1. Ing pexkBU3UTOB MOKYMEHTOB, CO3aBa€MbIX B IIKOJI€ YCTAaHABIMBAIOTCA IIpaBUNAa U
- TpeboBanus B coorBerctBuu ¢ [OCT P 7.0.97-2016.

3.2. CocTaB peKBU3UTOB KOHKPETHOI'O JOKYMEHTa OIPENeJIIeTCs €ro BUAOM U Ha3HauU€HUEM.

3.3. Ilpu noxgrotoBke M OQOPMIIEHHMH NOKYMEHTOB B ILIKOJE MCIOJIB3YIOTCSA CIEAYIOIINE
PEKBU3UTHI:

* Ko (OpPMBI TOKYMEHTA,;

* HAIMEHOBaHUE IIKOJIbL;

* CIIpaBOYHBIE JIAHHBIE O IIKOJIE;

* HAMEHOBaHHUE BU/A JOKYMEHTA,

* 1aTa JOKYMEHTA;

* PErUCTPALMOHHBII HOMEpP NOKYMEHTA,

* CChUIKA Ha PETUCTPALIMOHHBIN HOMED U 1aTy NOKYMEHTa,
* MECTO COCTaBJIeHHs (U3aHUsT) TOKYMEHTA,

* azmpecar;

* rpu( yTBEp>KAECHUS TOKYMEHTA;

* 3ar0JIOBOK K TEKCTY;

* TEKCT JOKYMEHTAa,

* OTMETKA O MPHJIOKEHHUH,

* rpud CoryiacoBaHUs TOKYMEHTa,

* BU3aQ,

* IOJIINCE;

* OTMETKa 00 3JIEKTPOHHOM MOATHUCH;

* IIeYaTh,;

* OTMETKA 00 MCIIOJHUTEIIE,

* OTMETKA O 3aBE€PEHUU KOIHH;

* OTMETKA O MOCTYIUIEHUU JOKYMEHTA,

* PE30JIOLHUA.

4. biaHKH JOKYyMEHTOB

4.1. JlokyMeHTHI, co3maBaeMble B mikoje, odopmisioTcs Ha OJlaHKaxX, H3TOTOBJEHHBIX Ha
CTaH[apTHBIX JucTax Oymaru popmatoB A4 (210x297 mm) u AS (148x210 mm). OTnenpHbIe BUABI
INOKYMEHTOB (TalJMLBL, CXEMbI, CMETBI) NOMyCkaeTcsi 0QOopMIISITh C UCHOJIb30BaHUEM (opmarta A3



4.2. Kaxaplii 1MCT JOKyMeHTa, OQOPMIIEHHBIN Ha OiaHke Wi 63 Hero, JOJDKEH MMEThb MOJIs He
MeHee:

* 20 MM - JIEBOE;

* 10 MM - npaBoe;

* 20 MM - BepxHee,

* 20 MM - HIDKHEE.

4.3. JlokyMeHTBl OMTENbHBIX (CBbIE 10 JIET) CPOKOB XpaHEHHs JOJDKHBI UMETh JIEBOE MOJE He
MeHee 30 MM.

4.4. Bunipl 61aHKOB IOKyMEHTOB [PHMEHSIEMbIX B IIKOJIE: * 06Imuit 6IaHK; » 6laHK michbMa; * GraHk
KOHKDETHOTo BHza MOKyMeHTa (OnaHk mpukasa, 61aHk pacnopspkeHwms, GlaHk mpoTokona M 1p.)
4.5. OOpasupl pa3pabOTaHHBIX W TNPHUMEHSEMBIX B ILIKOJNE ONAHKOB IOUIEKAT BKIOYEHHIO B
MHCTPYKIIHIO MO JIEJIONPOU3BOLCTBY LIKOJIBI B KAUECTBE MPUIIOKEHUH (MpHiIoxKeHue 3 Ha 3 TUCTax).

S. lIpuka3sbi

5.1. Ilpukasamu OQOPMISIOTCS pELIEHHs IO ONEPATHBHBIM, OPraHU3aIMOHHBIM, yYeGHBIM,

Ka/IPOBBbIM (IPHUJIOKEHHE Ha 5 JIHCTaX) M APYrUM BOIPOCaM pabOThI IKOJIBL.

5.2. TIpOeKTel NpPUKA30B TOTOBSAT OTBETCTBEHHBIE HCIIOJHUTENH HA OCHOBAHMM MOpYy4YEHU N

AMPEKTOpa, ero 3amecturenei. [IpoekTel NpUKa30B IO JTUYHOMY COCTaBY FOTOBUT CHELIMAJUCT I10

KazipaM (CexpeTapsb).

5.3. B mpuka3sax TEKCT M3J1araercsi OT MEPBOTO JIMIA €AUHCTBEHHOIO YHCIIa (\ITPUKA3BIBAIO»).

5.4. Texkcr mpukasa MOXET COCTOATh M3 [BYX 4acTeil: KOHCTATHpYOLIeit (npeamOyiibl) 1

PacHopsAANTENBHOIA.

5.5. B KoHCTatupyromeil 4acTH KpaTkO H3NATAlOTCS LeNd M 3ajaud, (GakThl u coObITHS,

TIOCJIy>KMBIINE OCHOBAaHMEM Ul M3[aHus npukaza. OHA MOXET HauMHAThCs cioBamu "B nemix",

"B coorsercteun", "Bo ucnonnenwe", u T.n. Ecium npukas M3maeTcs Ha OCHOBAHMU Ipyroro
AOKYMEHTa, TO B KOHCTaTHPYIOIIEH YaCTH YKa3bIBAETCSl HAUMEHOBAHHE 3TOTO JOKYMEHTA, €ro 1aTa,

HOMEp U 3arojioBok. [Ipeambyna B mpoekTax npukas3oB 3asepuaercs ciosom «IIPHUKA3BIBAIOy,

KOTOpOE Ie€YaTaeTcsl 3ariaBHbIMU OyKBaMu.

5.6. PacniopsiiuTenbHas 9acTh JO/DKHA COZNEPIKATH MEPEdHCIEHHe MPENIHChIBAEMbIX NEHCTBHI C

yKa3aHWUEM HCIOJNHHUTEN] KaXIOro MNEHCTBHMS M, NPH HEOOXOOMMOCTH, CPOKOB MCIIOJHEHHSL.

PacrnopsinutenbHast 9acTb AETUTCS HA MyHKTH U MOAIYHKTBI, KOTOPHIE HYMEPYIOTCS apabCKuMu

uudpamu. JleficTBUs OTHOPOJHOIO XapaKTePa MOTYT ObIT IIEPEUHCIIEHBI B OJHOM IIYHKTE.

5.7. B KauecTBe HCIOJHHUTENEN YKA3hIBAIOTCS 3aMECTHTENH OUPEKTOpa, IpeAcenaTeNd WU

pykoBoauTeny pabo4ux rpymi (KOMHCCHIA).

5.8. Eciut niprka3s u3MeHseT paHee H3NaHHbIA JOKyMeHT (MYHKTBI JOKYMEHTa), TO OLMH M3 IIYHKTOB

PacropsAAUTENIbHON JaCTH TEKCTa NOJDKEH COMEPIKAaTh CChUIKY Ha M3MEHSAEMbIH TOKYMEHT (ITyHKTbI

JIOKyMEHTA) C yKa3aHHEM €ro IaThbl, HOMEPA 1 3aroJ0BKa.

5.9. Ecin npukas oTMeHseT nAeHCTBHe paHee W3NAHHOTO JOKyMeHTa (IyHKTOB IOKyMEHTa) C

ONPENENICHHO!N NaThbl, TO OAMH U3 IMyHKTOB PACHOPSAMUTENLHON 4aCTH TEKCTA MOJDKEH HAYHHATHCS

cnosamu "IIpu3HaTe yTpaTUBIIUM Ccuiy...", Jajlee YKa3bIBaThCS 1aTa, HOMEP M 3arOJIOBOK paHee

M3NIaHHOTO OKYMEHTa (IyHKTa JOKYMEHTa), a TAKXKE JaTa, ¢ KOTOPOil OTMEHSETCs ero HeiCTBHE.

Ecin nara He ykasaHa, TO HelcTBHE paHee W3NAaHHOTO JOKyMEHTa (TyHKTBI TOKyMeEHTA)

OTMEHSIETCSI C AaThl U3[JAHHS] HOBOTO MPUKa3a.

5.10. Ecnu mpukas oTMeHsIeT paHee H3JaHHbIi JOKYMEHT C MOMEHTA U3IaHMWs, TO OMH U3 IIYHKTOB

PacropANMTENPHON 4acTH TeKCTa NOJDKEH HAYMHATHCS CloBaMu "OTMEHHMTS.." M yKa3bIBATbCS

AaTa, HOMEp M 3aroJIOBOK PaHee H3AaHHOTO JOKYMEHTA.

5.11. Ecnu npuikas MpennonaraeTcsi BBECTH B HEHCTBHE HE C MOMEHTA €ro M3LAHHs, HEOOXOMMMO

yKkas3aTb CPOK BBENEHMs ero B jeicTsue. IlocnemHmil MyHKT pacnopsAaWTENbHOM YacTH MOYKET

CONCPKAaTh CBENEHMS O JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraercs KOHTPOJb 33 MCIIOJHEHHUEM

NpUKasa.

5.13. Ilprkasbl MOAMHUCHIBAIOTCS TOJIBKO AMPEKTOPOM IIKOJIBI MIIH PAGOTHUKOM, HCTIOJHSIFOIIMM €ro

00s13aHHOCTH.

5.14. OTBeTCTBEHHOCTH 32 OOECIeUeHNne CBOEBPEMEHHOM U KaYeCTBEHHOM MOATOTOBKHU IIPOEKTOB

NpUKa3sOB M HX COTJIACOBAHME C 3aHHTEPECOBAHHBIMM DPAOOTHMKAMH M OPTraHHM3aLUSIMH HECYT

aBTOPBI IIPOEKTA NPUKA3a.



5.15. PeructpanmoHHele HOMepa NPHCBAUBAKOTCHA MPHKA3aM [0 NOPSIZIKY HOMEPOB B Mpenenax
KaJIeHJapHOTO roja.
5.16. lata perucTpauuu npukasa sBASETCs NaTOH ero MOAMUCAHM.

6. IIpaBua, N0/I0XKeHHS, HHCTPYKIHH

6.1. IIpaBuna — HOPMATUBHBIA aKT, ONPENENAIONIMI MOPSIOK KAKOro-mubo BuIa ZEATENbHOCTH,
YCTaHABJIMBAIOIIUI MJIM 3aNPELIAIOLIii ONPENneJeHHOE IOBENEHIE.

6.2. IlonoxxeHre — HOPMATHUBHBII aKT, NETAJILHO PernaMeHTHPYIOLIUH PAaBOBOM CTAaTyC, MOPATOK
OpraHu3alH{y U MPOLEAypy Kakoro-aubo BUAa OeSTEIbHOCTH.

6.3. MHCTpyKuusA — HOPMATUBHBIN aKT, M3[aBaeMblil B LEJISX Pa3bSCHEHUS M OIpeneeHus
TOpsika MPUMEHEHHS COOTBETCTBYIOLIEr0 HOPMATHBHOIO aKTa JIMOO C LENBI0 YKa3aHWS HOPM O
_ CrI0c002ax BBINOJTHEHHS ONPE/IENIeHHbIX Onepanuii (neficTauii).

6.4. IlpaBuna, MOIOXEHHs, HHCTPYKLMK NPUHUMAIOTCS (B 3aBUCHMOCTH OT BMIA NOKYMEHTA) Ha
YnpasisiomeM coBeTe, 3acefaHuMsAX IIpodCOIO3HOrO KOMHTETa IIKONBI U YTBEPXKAAIOTCS
OUPEKTOPOM.

6.5. Ilopsimok MOATOTOBKHM NMPOEKTOB MPABHUII, TOJIOKEHHS, UHCTPYKLIUM COOTBETCTBYET OOIIEMy
TIOPAAKY MOArOTOBKH IPOEKTOB IPUKA30B 0011e06pa30BaTebHOM OPraH3aIyH.

6.6. TekcT mpoekTa MOJOXEHHUS, MPABHUN, MHCTPYKLMH IEYATAETCS HA YHCTOM JIHCTE Oymaru
dopmara A4,

6.7. OT/INMUTENbHBIMY XaPAKTEPUCTUKAMU TEKCTOB IPABHL, TMOJIOJKEHUS], MHCTPYKLIMH SIBJISTFOTCS:

* TOYHOCTb TPUMEHAEMBbIX (OPMYIUPOBOK 6€3 HCIIONB30BAHUS CIOB M IIOHSTHH, MMEFOLIHX
MHOJ>KECTBEHHBIA CMBICIT;

* MHCNONb30BaHME KOPOTKMX —MPEUIOXKEHHH, OOLIENPHHATHIX BBIPAXKEHHH M CBSI3OK, MpH
HEOOXOIMMOCTH - TpPENBAPHUTENBLHOE ONpeleseHHe UCIIOJIb3YEMbIX TOHATUH, COKpAIIEHHI,
abbpeBuartyp;

* OMHMCAHHUE BCEX BO3MOXKHBIX BAPHAHTOB COOBITHI U COOTBETCTBYIOIIMX MM BapMAHTOB AEHCTBHIA,
T.€. IOJIHOTA MPEACTABIEHHUS HHPOPMALIKHY;

° CTPYKTypHPOBAaHHOCTb TEKCTa C LEJNbI0 NOCTIKEHHsS HAWIy4INEd MOCIeOBaTEIbHOCTH
U3JI0’KEHUS MaTepHaa;

* MHUHMMHM3ALMS TEKCTa C IOMOLIbIO NpUMeHeHus o6obmeHuit (0030poB MpemnoIaraemMbix
JICHACTBHUI) 1 MPUMEHEHHE NepednCIIeH i (3a/1a4, STAOB, YCIOBHIl U T.7.).

6.8. B 3aBUCHMOCTH OT CIIOXHOCTH U 06beMa pa3pabaThIBAEMBbIX NPaBUJI, TIOJIOKEHUS, UHCTPYKIIMK
- TEKCT MOKYMEHTA JEJIUTCS Ha INIaBbl, MyHKTHl U MONMYHKTHL I J1aBbI NOJKHBI MMETh HA3BAHUSL
Hymepauus npoussonurcs: apabekumu nudpamy.

7. IlpoToko. 3acenaHus (COBEMAHMS)

7.1. IIpOTOKON — NOKYMEHT, B KOTOPOM (DUKCHPYETCS XOX OOCY:KNEHHS BOIIPOCOB U TPUHSTHS
perueHuit Ha COOpaHuUsX, COBEINAHMUSX, KOHPEPEHIUAX U 3aCENAHMSIK KOJIErUaTbHBIX OPraHoOB.

7.2. IlpoTokon 3acenanus (coBemanus) - (majiee - IPOTOKOJ) O(OPMIISIETCSI HA YHUCTOM JIHCTE
Oymaru popmara A4.

7.3. PexBu3ur - "TekcT NoKyMeHTa". PEKBUSHT COCTOMT U3 IBYX 4acTeil: BBOAHON H OCHOBHOIA.

7.4, BO BBOOHOM  4aCTM  yKasbiBAIOTCA  HHHLHMAJDL Gamumu  w mOKHOCTH
TPEACENATENbCTBYIOIErO, CEKPETapsl, MPUCYTCTBOBABINMX HA 3aCENaHHUM W, IPH HEOOXOIMMOCTH,
JIML, TPUIIALIEHHbIX Ha 3aceaHue (COBEIaHuE).

7.5. BBOpmHas 4acTh IPOTOKONA 3aKAHYUBAETCA IEPEYHEM PacCMaTpUBAEMBIX  BOTIPOCOB,
IEPEYHUCICHHBIX B TMOPAAKE HX 3HAYMMOCTH C yKa3aHMEM JOKIag4MKa [0 KaXAOMY
paccmatpuBaemoMy Bomnpocy. Bompocsr hopmynupyrores ¢ npemiorom "O" ("06"), neyaTaroTcs oT
TPAaHMLBI JIEBOTO TOJISI K HYMEPYIOTCS apabCKUMHU LU pamu.

7.6. OcHOBHast 4acTb MPOTOKONA COCTOMT M3 Pas3/eioB, COOTBETCTBYIOLIMX paccMaTpHBaeMbIM
BONPOCaM H UX HYMEPAL[UH.

7.7. TeKCT MpOTOKOJA H3Jaraercsi OT TPETbEro JIMIA MHOKECTBEHHOIO YHCIa ("cnymanu", 6
"BeICTYNHIN", "MOCTaHOBUIM", "pemmumm").

7.8. IIpOTOKON MOAMHICHIBAETCS JIMLOM, MPENCeNaTeNnbCTBOBABIINM Ha 3aCENaHHM (coBemanum), u
CEKpeTapéM 3acenaHus (COBEIAHHS).

7.9. Tlpu OTCYTCTBHM CeKpeTaps 3aceqaHus, B TOM 4HCJIE IPU TPOBENEHUM OINEPATHUBHBIX
COBELIAHMH, IONYCKAETCs NIOAMMCAHHE POTOKOJIA TOJIBKO TPEICENaTeIbCTBYIOMINM,



7.10. TekcT mpoTOKOia JO/KEH OBITH NOATOTOBJIEH HE MO3NHEE TPeX NHEH CO AHs 3aCeaHMus.
IIpoeKkTbl ~ COOTBETCTBYIOIIMX IIYHKTOB IMPOTOKONA BH3MUPYIOTCS  [JOJDKHOCTHBIM  JIULIOM
OTBETCTBEHHBIM 32 MTOJITOTOBKY. -

7.11. lata mpoTokoa J0JKHA COOTBETCTBOBATh AHIO IPOBENEHHUs COBEIIAHM (3aCeaHus).

7.12. Konuu NpPOTOKONOB DPACCHUIAIOTCS 3aHHTEPECOBAHHBIM OPTaHM3ALMAM M JOJDKHOCTHBIM
JUnaM B COOTBETCTBHUM C YKAa3aTeJeM PACCBUIKK, KOTOPBIH COCTaBISIET CEKPETaph 3aceqaHus
(coBeranus).

8. ILnan

8.1. IlnaH — nOKyMeHT, yCTaHAB/IMBAKOIIMI NepedeHb HAMEYEHHBIX K BBIIOJHEHHIO MEPONPUSTHIA,
HX MOCNIENIOBATENLHOCTb, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOJIHUTEIIEH.

8.2. IInan odopmusercs Ha nucte Oymarnm Qopmata A4 C HCHOJNB30BAHHEM CIENYIOLIMX
PEKBU3UTOB:

* HAMMEHOBAHHE IIKOJIBL;

* rpu( yTBEPXKIEHHUS] MOKYMEHTA;

* laTa JOKYMEHTa,

° PErMCTPALIMOHHBIA HOMEP IOKYMEHTA,

° HAMMEHOBaHHE BUIA JOKYMEHTA,

* 3aroJIOBOK K TEKCTY,

* TEKCT JOKYMEHTA,

°* HaMEHOBaHHE I0JDKHOCTH,

* MOJIHCB.

8.3. PexBusur — "TexcT nokymenTa" oopmiisiercs B Buze TabnuIs ¢ rpadamu:;

° HOMEp IyHKTa IUIaHa,

' * HANMEHOBAHHME MEPOTIPHSATHS,

* CPOK HCIIOJIHEHHSI,

* UCIIOJIHUTE]b;

* IPUMEYAHHUE.

9. OT4er

9.1. OT4er — NOKyMEHT, COfep KaIUHii CBENEHHS O PE3yNbTATaX NEATEeIbHOCTH 32 ONpENEeIeHHbII
NIEPHOZ BPEMEHH, BBITIOJIHEHHH MEPOTIPUATUH, IOPYUEHUH, 3aaHH, [1JIAaHOB.

9.2. Otyersl, MpemoCTaBisieMble B OPraHbl OCYNAPCTBEHHOH BIACTH (B TOM YHCIE B Oprassl
TOCyNapCTBEHHOW  CTATUCTHKM) M  HMEIOIHE  YCTAHOBJIEHHYH)  MNPAaBOBLIMH  aKTaMH
TOCYNapCTBEHHBIX OPraHoB (hOPMy, CO3NAIOTCS MO YCTAHOBJIEHHOW rOCYJaPCTBEHHBLIMH OpraHaMH
dopme u B onpenenéHHOM UMK NOPSTIKE. '

9.3. Oruérpl, mpenocTaBiieMble COTPYIHMKAMH LIKOJBI B XOJ€ BHYTPEHHErO B3aHMOIEHCTBHS,
CO3Mar0TCs MO NPaBJIaM, YCTAHOBJIEHHBIM I CO3MAHUS CIYK€OHBIX 3aITUCOK.

9.4. Oryernl opopmistoTcst Ha nucre Oymaru ¢opmara A4 ¢ HCIOJIb30BAHUEM CIIEOYIOLINX
PEKBU3HUTOB:

* HAMMEHOBAHUE IIKOJIbI;

e 1aTa NOKYMEHTAa,

* PerUCTPalMOHHBII HOMEp IOKYMEHTA, * HAMMEHOBAaHHE BUNA JTOKYMEHTA; ® 3ar0JIOBOK K TEKCTY;

* TEKCT JOKYMEHTAa,

* OTMETKA O MPUJIOXKEHUH (TIPH HATUYHH),

* HAMMEHOBAHHUE TOJDKHOCTH; * TIOLIIHCh.

9.5. B Tekcre OT4€Ta B 00A3aTENHHOM MODSAKE AOJDKHO CONEPIKATHCSA YKa3 Ha HEATENIbHOCTD,
MEPONPHATHE, BBINAHHOE IOpPYYEHHE, 3afaHue, IMYHKT IUIaHA, IOJUIEXKALIMHA BHINOJHEHHIO, U
Pe3yNbTaT O BBINOJHEHHH, B TOM 4HCJIE C YKa3aHHEM HAa COOMIONEHHE WM HapylleHHe
VICTIONIHUTENbCKOM  NMCLMIIMHBI, YCTAHOBJIEHHBIX CPOKOB MCIIOJHEHHS W  Haajiexalnee
NPEAOCTaBNeHHe  MHGOpMAaluW,  HEOOXOOMMBEIX  MaTepHaloB  (IIPOEKTOB  JOKYMEHTOB)
COHCIIOJIHUTENSAMH (IIPU yJACTUH HECKOJIbKUX MCIIOJHUTENEH).

10. ITncomo

10.1. ITncbMa roToBSTCS Kax:

° OTBETHI O BBITIOJIHEHUH TIOPYUEHHUM BBILIECTOSLIMX OPraHOB UCIOJHUTEILHOM BIIACTH,
* OTBETHI Ha 3aMPOChl OPraHU3alui, NPEANPUATHH H YACTHBIX JIHLI,

* UHULIMATUBHBIE MTHUCHMA.



10.2. Cpoxu moaroTOBKH OTBETHBIX MTHCEM:

* ¢ KOHKPETHOH IaTO! HCIIOJHEHHUS, YKa3aHHOH B IOKYMEHTE, - B yKa3aHHbIH CPOK;

* B COOTBETCTBHM C PE30JIIOLIMEH AMPEKTOPA U €r0 3aMeCTHTelNeil Ha OCHOBAHUM YCTAHOBJICHHBIX
CPOKOB MCIIOJHEHHUSI MOPYUECHHIA, 3aIIPOCOB MIIH IO PEIIEHHIO aBTOPA PE30IFOLIHH.

10.3. TekcTel OTBETHBIX MHCEM JODKHBI TOYHO COOTBETCTBOBATH 3a[aHHSIM, 3a(MKCHPOBAHHBLIM B
pesosrouuu. CpoKH MOArOTOBKH MHHULMATHBHBIX [HCEM OMPENENSIOTCS CAMOCTOSATENbHO aBTOPOM
TMPOEKTa IMHChMA C Y4ETOM HEOOXOAMMOCTH PEIIEHHs] KOHKPETHBIX 3a1a4 U (M) B COOTBETCTBUM C
TpeOOBaHMAMHU 3aKOHONATELCTBA, [IOPYYEHUSIMH HEMOCPENICTBEHHOTO PYKOBOLHTEJIS.

10.4. IIncbma mevararoTcs Ha OnmaHke MUCbMa OOLIEOOPA30BATENBHON OPraHM3aLMH C yIJIOBBIM
PacmojioX€HHEM PEKBU3HTOB.

10.5. [JlomonHMTENbHO K pEKBM3MTaM OiaHKa NUCbMa TpH O(GOPMICHHHM NHCEM B IIKOJIE
UCTIOJIb3YIOTCS CIEAYIOLIHE PEKBU3HTHI:

* azpecar;

* 3ar0JIOBOK K TEKCTY,

* TEKCT JOKYMEHTa,

* OTMETKA O MPUJIOXKEHHH,

* BU3Q,

* MIOJITHCh.

° OTME€TKA 00 HCIIOJHUTEIIE.

10.6. Ilpu opopmiennn mucbMa Ha IBYX UM 60J€e CTpaHHMIAX BTOPAst ¥ MOCJEAYIOIIHNE CTPAHHLIBI
HYMEpPYIOTCA NIOCEPENHNHE BEPXHETO I0JIs1 TUCTA apabCKuMu Lubpamu.

10.7. IlncbmMa MOAMUCHIBAET AUPEKTOP MM PAOOTHHKH, VIIOJHOMOYEHHBIE IIPUKA30M.

10.8. Ciy>xeOHble 3amucku

10.9. B mensix ocymecTBieHHs: B3aUMONEHCTBHS MEXIY COTPYAHHMKAMH B PaMKax BHYTPEHHEro
~ IOKYMEHTOO00pOTa B WIKOJIE NPUMEHSIOTCS CiyxkeOHble 3amucku. CiyskeGHbIE 3aMMCKH SBIISIOTCS
CpaBOYHO-HHDOPMALMOHHBIME ~ OKYMEHTaMH. ABTOpaMH  CIYKeOHBIX 3allMCOK  SBJISOTCS
COTPYAHUKM 0011e00pa30BaTeIbHOM OpraHU3aIHy.

10.10. CiyxxebHast 3armucka MOXKET COCTABILITBCS MO YKA3aHMIO PYKOBOACTBA WM 0 MHUIIMATHBE
KOHKPETHOTO COTPYIHHKA.

10.11. Ipu odpopmnernn ciyxeGHOM 3amucku 0hOPMIAIOTCS CJIENYIOLIME PEKBU3UTHI:

* afpecar;

* 1aTa TOKYMEHTA;

* HAMMEHOBAHHUE BUMA NOKYMEHTA,

* 3aroJIOBOK K TEKCTY,

* TEKCT JOKYMEHTa,

* OTMETKA O MPUJIOKEHHHU (IIPH HAJIMYHK);

* HAMMEHOBaHUE OJDKHOCTH,

* MIOAMKCh.

10.12. Cny>cebHble 3aIHCKH MOTYT CO31aBAaThCA HA OYMAXKHOM HOCHTENE H (1) B 3J€KTPOHHOI
dopme.

11. loBepeHHOCTD

11.1.  JloBepeHHOCTb BBINAETCS COTPYOHMKAM IIKOJBI U ohopMIAETCS 1O MpaBHiIaM,
YCTaHOBIICHHBIM HaCTOsmeH MHCTpykuued mns mucem, ¢ y4éToM TpeGOBaHMH IDaXIaHCKOrO
3akOHOnareseCcTBa Poccuiickoii @enepanuu i HACTOSIIETO Pa3fena.

11.2. TIpoekT nOBEPEHHOCTH MOATOTABIHBAETCS U BU3HPYETCS COTPYOHHKOM, KOTOPOMY
AIOBEPEHHOCTs OyZAeT BbINaHa, IOCHE 4Yero Mepenaércs B KAHIEIPHIO U HANpaBJIEHUs] Ha
NIOJITUCAHHUE.

11.3. JloBepeHHOCTb MOAMKCHIBAETCS TUPEKTOPOM HITH JIALIOM, OCYIIECTBJISIIOLIUM €I'0 TOJHOMOYHS
(MCrONHAOIMM O0S3aHHOCTH), M CKPEILIIETCS [IEYaThIO IKOJIBL.

12. loroBopsel, cornamenus, KOHTPAKTbI

12.1. JloroBopsl, cornamieHus, KOHTPaKThI (najee - JOrOBOPbI) [IOATOTABIMBAIOTCA B COOTBETCTBUM
C TPeOOBAHHMAMH IPAXKITAHCKOTO, TPYAOBOTO, GFOMIKETHOTO M HHOTO 3aKOHOAATENbCTBA POCCHICKOi
Dezepanny, B 3aBUCUMOCTH OT PEryJHPYEMBIX IOTOBOPOM MPABOOTHOLIEHHH H OBS3aTEIbCTB
CTOPOH.



12.2. Tlpoexr pmoroBopa MOArOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAaKTHBLIM
YTIpPaBJIOIKM) C Y4ETOM HEOOXOOMMOCTH CBOEBPEMEHHOIO M KAYECTBEHHOIO ObeCreveHus
MCTIOJIHEHHs CBOMX TIOJJHOMOYMH (00s3aHHOCTEH, QYHKIMIA), MOJTHOMOYHIA LIKOJIbI B LIEIOM.

12.3. TIlpoexr noroBopa MOArOTaBIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAaKTHBLIM
YNPaBJIAIOLIMM) COBMECTHO €O CHELHMANUCTOM, K (YHKLHMAM (MONTHOMOYHAM) KOTOPOrO OTHOCUTCS
PelIeHHe BONPOCOB, SBJAIOIIMXCSA NMPEAMETOM NOTOBOPA, MM MHBIM COTPYAHHKOM MO TPAMOMY
yKa3aHHIO TUpeKTopa oO1meobpa3oBaTebHON OPraHu3aIHy.

12.4. Heobxonumast 11 MOATOTOBKH IIPOEKTa JOTOBOPa MHMOPMALMs COGMPAETCS OTBETCTBEHHbIM
MUIOM (KOHTPAaKTHBIM YNPABJIAIOIINM) B IOpsIKe PaGOYero B3auMONEHCTBHS C Y4ETOM IpaBHII,
YCTaHOBJIEHHBIX HacTosmel MHCTpyKuueii.

13. IIlpHHUMNBLI OPraHU3aLHH J0KYMEHT0000poTa

13.1. B  1OKyMeHTOOGOpOTE BBINENAKOTCS —CHENYIOIIME HOKYMEHTONOTOKH: IIOCTYNAKOLIAs
AOKyMeHTauuss  (BXOAsIIAs), OTIpaBisieMas  JOKyMeHTaums  (MCXONAINas), BHYTPEHHSIS
OOKYMEHTAIHSI.

13.2. B cocraBe Bxopmsiieil M ucCXomsmel NOKyMEHTALHH MOTYT BBIIENISITECS JOKYMEHTEI,
TNOCTYMUBIINE U3 BBIUECTOAIMX, MOAPANHBIX, MEAMLUMHCKMX U NPYIHX OPraHM3alui, OpPraHoB
MECTHOTO CaMOYINpPaBJIeHHs, 00OpallieH s IPaKaaH.

13.3. Obpawmenus rpaxiaH perucTpupyroTCs M (OPMHPYIOTCS B feNa OTHENbHO OT OPYrux
AOKYMEHTOB 0011€00pa30BaTeIbHON OpraHU3aLHy.

13.4. B wkone mocTaBKa U OTIPAaBKA JOKYMEHTOB OCYIIECTBISIETCS CPEeInCTBAaMHM IOYTOBOM CBSI3H,
SNIEKTPOHHOH CBA3H, & TAKXKe MO0 CHCTEME 3JIEKTPOHHOTO JOKYMEHT0060poTa (manee - can). C
MOMOIUBIO TOYTOBOM CBSI3H B IIKOJNY JOCTABJISETCS IHUCbMEHHAs KOPPECIIOHNEHLMS B BMIE
MPOCTBIX MUCEM, 3aKa3HBIX IUCEM, IOYTOBBIX KapTOUeK, OaHAEpOIell U MENKUX TAKeTOB, a TaKKe
| [eYaTHBIE M3AHHSL.

14. IlepBuunas 06paboTKa NOCTYNAIOMHKX JOKYMEHTOB

14.1. JToKyMeHTEI, NOCTYMHAMOLINE B WIKONy, TePeIaloTcs Ha PErucCTpalMIo CEKPETapro IIKOIbI U
TIPOXOASAT NEPBUYHYI0 0OPaGOTKY B IeHb TIOCTYILIEHH S, TIPU NOCTYIUIEHUH B Hepabouee Bpemst - Ha
ClIeRyromui pabounii nenp. IIpu nepBu4HOM 06pabOTKE JOKYMEHTOB TPOBEPSIETCS MPABHILHOCT
anpecoBanus. OmMOOYHO MOCTYNMBINIME IOKYMEHTbI MEPECHUIAIOTCA 10 NPUHAMIEKHOCTH MITH
BO3BPALLAKOTCS OTIIPABUTEIO.

14.2. JlokymenTbl, mocTynuBuiie ¢ orMerkamu "Cpouno", "Bpy4uts HemenneHHo", "OnepaTuBHo",
HE3aMEIUTHTEJILHO NIPOXOAAT NEePBUYHYI0 0OpaboTKy M NOKNANBIBAIOTCS NUPEKTOPY MJIHM B CIyYae
€ro OTCYTCTBUS — 3aMECTHUTEIIO UPEKTOPA 110 HANPABJIEHUIO 1ESTEIbHOCTH.

14.3. IlocTynusiuue TenerpaMmbl IPUHUMAIOTCS TOJ] MOMNCH C IPOCTABICHHEM NaThl U BpeMeHHU
NPpUEMA, PETUCTPUPYIOTCS 110 TEM XK€e MPABUJIAM, YTO U MACHMA.

14.4. DnekTpoHHBIE COOOLIEHNS, afpeCOBaHHBIE AMPEKTOPY WJIM HANPAaBJIEHHBIE B aIpec LIKOJBI
pacneyaThIBAOTCA M NOKIAIbIBAIOTCS QUPEKTOPY MIH B CIIy4ae €ro OTCYTCTBHUS — 3aMECTHTENIO
OHPEKTOpA. ! :

14.5. OnexTponHble COOOIIEHNS], 3aBEPEHHBIE SEKTPOHHOMN MOIMUCHIO, TIOMIEKAT obpaboTke 1o
TNpaBHJIaM, NPENYCMOTPEHHBIM /Jisl IOCTYNAOIEeH (BXOASAIIEH) TOKYMEHTAIIHH.

14.6. IloctynuBmas (BXOAsIas) JOKYMEHTALMS PACIIPENENsieTcs Ha PErucTpupyemMbie U He
HOIJIEXKAIUE PETHCTPALIMK JOKYMEHTEHI.

14.7. He nonsiesar perucTpaLum:;

* IPUITIACUTENIbHBIE, T03[PABUTENILHBIE MUChMA U TEJIErPAMMBI,

* OUJIeTHI,

* UTAHBI X IPOTPAaMMBbI CEMHHAPOB, KOH(GEPEHIU U IPYTHX HOXOOHBIX MEPOTIPUSATHIA,

* IOKYMEHTBI 110 OyXranTepckoMy ydeTy, MaTepuaiibHO-TEXHUYECKOMY 00€eCIe4eHHIO, TIaHOBbIE H
(pHHAHCOBbIE NOKYMEHTBL, [OCTYNAOIIHE 6€3 COPOBOAMTEILHOTO NHCHMa,

* PEKJIaMHBIC, KOMMEPYECKHUE MPENIOKEHHUS, B T.4. HOCTYITHBIIHE 10 3JIEKTPOHHOH MOYTE;

° NIEYaTHbIE U3JIAHHS,

* MMChbMA C IOMETKOMH «JIMYHOY.

15. Perucrpaumsi, yuer M paccMOTpeHHE pPYKOBOZHTEEM NOCTYNAKINMX (BXOASILIUX)
AOKYMEHTOB

15.1. Iocrynusmue (BXORSINME) DOKYMEHTBHI PETHCTPUPYIOTCS TOABKO TOCHE H MEPBUYHOM
00paboTKH 1 HE3aBHUCHMO OT CrOCO6a MX TOCTABKH.



15.2. Perucrpauus — npocTaBlieHHe B HI)KHEM [PABOM YTy EPBOTO JIUCTA JOKYMEHTa OTMETKH O
NOCTYIJIEHUH C YKa3aHHEM JaThl IOCTYIUIEHHs M BXOMASLIEr0 pPErMCTPALIMOHHOIO HOMeEpa
NIOKyMEHTa C OO0s3aTeNPHON 3aMMChI0 B OKypHAN DErMCTPAalMH MOCTymawomeit (Bxomsmeit)
noxymeHTauuu. CTPyKTypa perMcTpalMOHHOrO HOMepa IOCTYNAKOLIEro (BXOASAIIEro) HOKYMEHTA
COCTOMT M3 €ro TMOpAAKOBOTO HOMEpa M MHAEKCA Jella 10 HOMEHKJIAaType el
0011e06pa30BaTENbHOM OPraHU3aALUH.

15.3. Perucrpauusi BCeX MOCTYNMMBIIMX (BXOIALIMX) HOKYMEHTOB MPOM3BOAMTCS B MpeNenax
001Iero NOKyMEHTOMOTOKA. JIOKyMEHTHI, IOCTYNMBIIME B IUKONY MO KaHAIAM (aKCHMHIbHOIM
CBs3W, O00pabaTelBAlOTCS U PErHCTPUPYIOTCS B 0Owem mnopsmke. TeKCT —MOCTymHBIUEH
TeJ1e()OHOTPAMMEI 3aIUCHIBACTCS B JKyPHAJIE PETHCTPALUHU TeNeGOHOTPAMM U IIEYATAETCS HA JIUCTE
Oymaru miis nepenayu Ha pacCMOTPEHHE. '

15.4. Iloctynaromue (BXxoAsmue) IOKYMEHTBI NIEPENAIOTCS. HA PACCMOTPEHHE PYKOBOJICTBY TOJIBKO
II0CJIE UX PETUCTPALIMU U NTPEABAPUTENBHOIO PACCMOTPEHHSI.

15.5. JIokyMeHTBI, TMOCTYNMUBIIME B IIKOJY, IO BONPOCaM, He TPEOYIOIMM pPACCMOTPEHHS
AUPEKTOpPA, HANPABJSIOTCA PaOOTHMKOM OTBETCTBEHHBIM 32  [EJONPOM3BOACTBO  LIKOJIBI
HETIOCPENCTBEHHO UCIIOJIHUTEIIO 3apoca.

15.6. JIupexTOp B PE3OJIOLMH ONpPENENseT JINL, OTBETCTBEHHbIX 38 UCTIONHEHHE JOKYMEHTA, U [1aeT
MM Mopy4eHHe. PaOOTHUK OTBETCTBEHHBII 32 IENONPOM3BOACTBO WIKOJbI EPENAET TOKYMEHT Ha 10
ucnojHenue. 15.7. TIonnvHHMK NOKyMEHTa C PE3OJIOLMEH AMPEKTOpa IIKOMbI HAIpPABISETCS
ucnonnuremo. 15.8. IIpn HanmM4YMu HECKOIBKUX HCTIONHUTENEH MOUIMHHUK JOKyMEHTA IePeNaeTcs
TOMY MWCIOJIHUTENII0, KOTOPbIA B COOTBETCTBUH C YKa3aHMAMH I[10 MCIOJHEHHIO SBJISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE HCIIOJHUTENH MOJIYYa0T KOMHIO JOKYMEHTA.

15.9. TlomMHHUK NOKYyMEHTa, KOTOpBI HCIIOJHSETCS HECKOJIbKMMH MOJKHOCTHBIMU JIMLAMY,
TOJIy4a€T OTBETCTBEHHbIN UCTIOJHUTEND. OCTaIbHBIM HCTIOJIHHUTEISIM TIEPENAIOTCS KOTIHH,

15.10. MsrotoBnenue Komui JOKYMEHTa Ul IE€PENavd COUCTIOJHHUTENSAM OCYIIECTBISETCS
CEKPETapeM LIKOJIBL.

15.11. Pe3onrorus comepokur:

° YKa3aHHE€ MO HCHOJHEHHUIO, CONEpIKAIee KPAaTKOe OMHCAHHE HEOOXOOUMOrO Ul HMCIIOJHEHHS
JIeNCTBU,

° YKa3aHHe Ha CPOK, B T€YEHHE KOTOPOTo, JUOO N0 UCTEYEHHUsS] KOTOPOTO, HEOOXOIHUMO HCIIOHHTD
NIPEANUCAHHOE IEUCTBUE;

* JIMYHYIO MTOAIKCH aBTOPa PE30JIFOLIUH,

* IaTy MPOCTABIEHUS PE30JIFOLIHH.

15.12. Yxazanue Ha CpOK, B T€4eHHE KOTOPOro, JMOO OO HCTEUEHHs KOTOPOrO, HEOBXOHMMO
MCTIOJIHATD TIPENNMCAHHOE NEHCTBHE, MOXET HE BBbIPAXAThCS KOHKPETHOHW JAaTOW M CONEpKaTh
BBIP2XXEHHS: "B yCTAHOBJIEHHbIH 3aKOHOM CPOK" M T.IL

15.13. Pesomonus mumercs Ha CBOOOZHOM OT PEKBM3HTOB MECTE MEPBOTO JIMCTA NOKYMEHTa.
15.14. B cy4ae, korna pe3osrOLust afpecoBaHa HECKOIbKUM COTPYIHHKAM, TO OTBETCTBEHHbIM 32
MCIIOJHEHHE NOKYMEHTa B LEJIOM SBISIETCS COTPYAHMK, YKa3aHHBIH MEpBBIM (BEPXHHMM), IHMOO
COTPYAHMK, B OTHOLIEHHUH KOTOPOrO CAEIaHa IIOMETKa O TOM, YTO OH SIBJIIETCS] OTBETCTBEHHBIM.

16. Opranuzauusi paboThi ¢ 0THPaBAsieMbIMH (HCXOASMHMH) JTOKYMEHTAMH

16.1. Jlo npemocTaBiieHHs NPOEKTa OTIPABISAEMOrO (MCXOMSINEro) NOKYMEHTA HA MOAMHChH
AUPEKTOPY MM MHOMY YIOJTHOMOYEHHOMY B YCTaHOBJIEHHOM IOPSIKE HA MOAIMCAHHUE JIUILY
OCHOBHOIl MCITOJIHUTENb IIPOBEPSET MPABUIBHOCTH O(QOPMIIEHHS OTIPABJAEMOTO (HCXOZSIIEro)
JIOKYMEHTa Ha COOTBETCTBHE TPEOOBAHUAM HacToseH MHCTPYKIMH.

16.2. Ilpu moAroToBKE OTIPABISEMOro (UCXOAAIIEr0) NOKYMEHTa Kak OTBETA Ha MOCTYITHUBLIUMA
(BXOMSIIMIA) NOKYMEHT WCMOJHUTENh NMPHKIAJBIBAET K MOATOTOBJEHHOMY IIPOEKTY BXOSLIMIA
JOOKYMEHT.

16.3. ITpoekTs! oTnpaBisiemMbIX (MCXOMAIINX) HOKYMEHTOB C Y4ETOM COBMIONEHHUS YCTAHOBIEHHOTO
B PE30JIOLMHM CpOKa HCIOJHEHHMsI MEPENaroTCs OTBETCTBEHHBIM HCIIOJIHUTENEM B OTHEN
IeJIONPOU3BOACTBA (KaHLEAPHS, CEKPETaph) IIKOJIbI ISl HANIPABJIEHHS Ha TIOAITHUCAHHE.

16.4.  Tlonnucannele OTHpaBiAeMble (UCXOISIIME) NOKYMEHTHI, MEPENaloTCs paboTHHKY
OTBETCTBEHHOMY 32  NEJONMPOM3BOACTBO  IUKOJIBL,  KOTOPHI  OCYINECTBIISIET — MPOBEPKY
KOMIUIEKTHOCTH M COOTBETCTBHS KOJHYECTBA OSK3EMILIIPOB OTIPABIAEMOro  (HCXOZSIIETro)
AOKYMCHTa CIMCKY pPAacCbUIKH, & TaKkKe INPaBUILHOCTE O(OPMIIEHHS IOOKYMEHTa COIJIACHO
HACTOSAIIEH HHCTPYKLIUH.



16.5. B cnydae HapymeHHs KOMIUIEKTHOCTH HIH COOTBETCTBIS KOJIMYECTBA, a TaKxKe

NPABUIILHOCTH O(OPMIIEHHs HOKYMEHTA COTNIACHO HACTOSIIEi HHCTPYKIUH OTIPABIISIEMBbIE

(McxonsAmue) OOKYMEHTHI — He3aMeTMTENBHO BO3BPAIIAIOTCS  PabOTHHKAMH  KaHLENSAPUH

OTBETCTBEHHOMY MHCIOJHUTEI0 HJIM B CJy4a€ OTCYTCTBHS OTBETCTBEHHOIO HCIONHHUTENS €ro

HETIOCPENCTBEHHOMY PYKOBOJUTENIO /ISl YCTPAHEHHUS! HAPYLIEHHIA.

16.6. JlokyMeHTbI moOcle MX MOMNHUCAHUS AVUPEKTOPOM HJIM HMHBIM YIIOJHOMOYEHHBIM JIMIIOM

NEPENAIOTCs B KAHUENAPHUIO LIKOJIBI [T PETHCTPALMH U OTIIPABKH.

16.7. Perucrpauust oTrnpapiseMbIx (MCXOMAMUX) TOKYMEHTOB OCYIIECTBISETCS MOCIIE IIPOBENEHUS

PabOTHUKAMH KaHLENAPUH, OTBETCTBEHHBIMU 32 AEJIONPOM3BOACTBO, NMPOBEPKU KOMITJIEKTHOCTH U

COOTBETCTBHA KOJIMYECTBA SK3EMIULIPOB, & TakKe MPABUIBHOCTL O(GOPMICHHUS OTIIPABJIAEMOIO

(ucxopsiiero) nokymMeHTa.

16.8. Perucrpauus co3faBaeMbIX TOKyMEHTOB OCYIIECTBJISICTCS] B AE€Hb IOAMHCAHMS wid 11

YTBEPXKIEHHUsI IMOO Ha CIEAYIOIMi paboumii feHb.

16.9. CBenenus 0 perucTpupyeMbIX OTIIPaBISEMbIX (MCXONAIMMX) HOKYMEHTAX BHOCSTCS B JKypHaI

PeruCTpauMy OTHPABIISIEMOH (MCXOISIIEN) JOKYMEHTALIHH,

16.10. PeructpauuonHslii Homep u nata OTIPABJIAEMOroO (MCXOMAIIEro) JOKYMEHTA IPOCTABIISIOTCS

Ha HOMIMHHUKE OKYMEHTA B PEKBU3UTAX GaHKA M HA DK3EMILIAPE, OCTAIOLIEMCS B NEJIE IIKOJb].

16.11. CtpyxTypa perucrpanmonHoro Homepa OTINPABJIIEMOrO (MCXOJSIEr0) TOKYMEHTa COCTOUT

3 €TI0 NOPANKOBOrO HOMEpPA M MHAEKCA JIeJ1a [0 HOMEHKIAType [ei IUKOIbL,

16.12. OtnpaBka HOKyMEHTOB MPOM3BOAUTCS LCHTPATM30BaHHO PAOOTHUKAMMU KaHLEJSAPUH IIKOJIbI,

KOTOpBIE  NMPOM3BOAAT WX COPTHPOBKY 110 Croco0y —OTIpaBieHHs (mpocras, 3akasHas,

MEXIyHapoaHast ¥ 1p.).

16.13. Iucema, TenerpamMmel, OTKPBITKH, GaHIEepONH U NeYaTHblE M3LAHMUS OTIPABJISIFOTCS MOYTOM.
. @akcorpamMMmBbl i TeIeOHOrPAMMEI IEPEAIOTCS 110 KAHATAM Teae(OHHOH CBS3M.

16.14. OnextpoHHble CcoOOLIEHMS OTHPABJISIIOTC ¢ O(PHULHAILHOIO OYTOBOIO 3JIEKTPOHHOTO

azipeca MKOJIbI.

16.15. IuceMma, TenerpamMmsr, OTKPBITKH, Oanaepony, hakcorpaMmr, 3JIEKTPOHHBIE COOOIIEHHMS, HE

CBA3aHHBIE C PabO4eii NEATENBHOCTEIO, K OTIPABKE HE IPUHUMAIOTCS.

16.16. JlokyMeHTBI, OTIIpaBIIsieMBbIE CPENCTBAMHU NOYTOBOM CBSI3U MPOXOIAT:

° YIIaKOBKY;

° ajpecoBaHWe (IpM HANpPABIEHUHM NOKYMEHTa Oojiee ueM B 4 anmpeca) - B COOTBETCTBHUM C

yKa3aTe/IeM pacChbUIKH, Ha KaXIOM SK3EMILIAPE MHCbMa YKa3bIBAETCS TOJIBKO OUH azmpecar.

* IPOCTaBJIEHHE CTOMMOCTH MOYTOBBIX YCIIYT;

° Iepezavy B IMOYTOBOE OTIEJIEHHUE CBS3H.

16.17. Tlpu moAroTOBKE M OTMpaBKE MHCEM HEOBXOMHMO YYUTBIBATh MpPAaBUJIA, YCTAHOBJIEHHBIE

Npuka3soM MUHKCTEPCTBA CBA3M M MACCOBBIX KOMMyHHKauui P® or 31 mrons 2014 T N 234 "06

yTBepxneHuu IlpaBun okasanusi ycmyr mo4roBoi cs3u". 16.18. JloKyMeHTBI, OTHpaBiseMble

CpencTBaMy MOYTOBOH CBSi3M B ONUH aIpec, BKIANBIBAIOTCS B OOMH KOHBepT. 16.19. Ucxomsamue

AOKYMEHTDI, NPEJHA3HAYEHHbIE UL OTHPABKM CPENCTBAMH (DaKCUMMIBHOI CBS3H, OTIIPABJISIOTCS

PabOTHUKAMH KAHLIEAPHH IIKOJIbL.

17. Pazpa6oTka u BegeHue HOMEHKJIATYPbI AeJ1

17.1. lokymeHTanbHbIiA GOHA MIKOJIBI — COBOKYIHOCTb JIOKYMEHTOB, 00pa3yIOIUXCsi B MPOLECCe
€ro AeATeNbHOCTH. JIOKyMEHTaNbHBIM (POH/ IIKOJIBI COCTABIISIOT AOKYMEHTBI, CO3AaHHBIE B LIKOJIE
4 TIOJyICHHBIC €10 B PE3yIbTaTe B3AMMONEHCTBHUS C OpraHaMK roCy/1apCTBEHHOMN BIIACTH, OpraHaMu
MECTHOIr'0 CaMOYNpPAaBJICHHsI, OPUAMYECKUMU U PU3MIECKUMH JIMIAMH.

17.2. HoMeHkiaTypa men sIBIs€TCss OCHOBOI (GopMHpOBaHKS OKYMEHTAIBLHOrO ¢doHma wkoaBl U
TNPENCTABIAET COOOH CHCTEMaTH3MPOBAHHBIA MEPEYEeHb 3aroJIOBKOB (HaumeHOBaHmii) fe,
SaBO/IMMBIX B ILIKOJE, C YKA3aHHEM CPOKOB MX XPAHEHHs, U ODOPMIICHHBIH B COOTBETCTBHH C
TPaBOBLIMU  aKTAMH, PEKOMEHIALMAMH W METONMYECKHMH YKa3aHHAMH OPraHoB POCCHIACKOM
Dezepauuy, YNOJHOMOYEHHBIX B chepe rOCYNapCTBEHHOIO YNPABJIEHUS APXHUBHBIM MEJIOM,
AENONPOU3BOACTBA U NOKYMEHTOOGOPOTA.

17.3. HomeHkaTypa ie1 COCTaBISIETCS Ha OCHOBE U3Y4€HHUs MOJIOXKEHUM, MHCTPYKLIUHA U MPAaBUI, a
TAKGKE NPYrux NOKYMEHTOB, PErNIAMEHTHUPYIOMIHX HEATEbHOCTh IIKOJIbL, A TAKXKE HOMEHKJIATypy
AEI 33 NIPENIIECTBYIOINE TO/bl U NOKYMEHTOB, 00Pa3yIOLIMXCS B AESITEIbHOCTH LIKOJIbL.

17.4. Homenknatypa pen ucrnomesyercs st TPYNIUPOBKY HCIIOJNHEHHBIX NOKYMEHTOB B Jeja,
CHCTEMATH3AIUK 1 y4ETa /1e]l, OTIPE/IC/ICHHs] CPOKOB MX XPAHEHHS M TIOMCKA JOKYMEHTOB, SIBJIETCS



OCHOBOH ISl COCTABJIEHHUSI OMHUCEH el IIOCTOSHHOTO U BpeMeHHOTO (cBblme 10 jer) xpaHeHus, a
TaIOKe UL y4eTa el BpeMEHHOTO (10 10 JeT BKIIFOUYHTENBHO) XpaHeHH S,

17.5. HoMeHKIaTypa men BBOOUTCS B IEHCTBHE MPUKA30M IO IIKOJIE.

17.6. HomenknaTypa fe rotoBurcs B Tpex 9K3EMILIAPAx:

* AUIA TOMEIIEHUs B HOMEHKJIATYPHOE JIENI0 U OCTOSIHHOTO XPaHEHHSI,

* JUIs UCTIOJIb30BAHMs B pabOTE OT/EIIOM AEONPOM3BOACTBA (xaHUeNsApUHEi),

* U1l XPaHEHUS B aPXUBE LIKOJIBL.

17.7. Y3 HOMEHKIATypbl HeJ WIKONbI OTBETCTBEHHBIM JIMIOM 3a BEIEHHE MEJONPOU3BOACTBA
O(hOPMIIAIOTCS BBIMUCKH UL KAX/IOTO U3 IONPA3HENEHUH 1 OTIE/IOB IIKOILL

18. ®opmupoBanue fea M MX TeKymiee xpaHenue. [loaroroBka J0KyMeHTOB H Ae K nepegave
HA APXHBHOE XpAHEHHe

18.1. @opmupoBaHne nen — rpyNIUPOBKA UCIIONHEHHBIX AOKYMEHTOB B Ji€Jla B COOTBETCTBUHU C
HOMEHKJIATypO¥H NI IIKOJIbI M CHCTEMATH3ALMS JOKyMEHTOB BHYTPH Z€Na.

18.2. lena co oHs X 3aBEOEHHUS 10 [€penain B apXUB LIKOJIbI HJIM HA YHUYTOXKEHUE XPAHATCS 10
MECTY UX (POpPMHPOBAHHS.

18.3. Ilpukassl 1m0 OCHOBHOW, aIMHHHCTPAaTUBHO-XO35MCTBEHHOM, yuebHO-BOCTIMTATEILHOIM
ACATCIILHOCTH LIKOJIBL, IPYNIMUPYIOTCS OTAEIBHO OT TIPUKA30B I10 JIMYHOMY COCTABY pPabOTHHKOB U
II0 TUYHOMY COCTaBY OOY4arOLIUXCS.

18.4. Ilepenmcka rpymmupyercsi 3a NEpHOX KaJ€HNapHOro rofa M CHUCTEMAaTH3HPYETCs B
XPOHOJIOTHYECKOH MOCIEN0BATENLHOCTH.

18.5. IIpoBepka HaIM4KsI K COCTOSHHUS JOKYMEHTOB U JieN TPOBOJUTCS NPH NEPEMELIEHUH A€, TIPU
BOSBpATE /€], IPH pEOPraHu3alliy WM IMKBARALMY 06I1eo0pa30BaTebHOM OpraHH3aLuy.

18.6. B apxus obmeo6pasoBaTenbHOil OpraHM3aLuM (manee - apxuB) mepemarTCs nena
- IOCTOSIHHOTO, BPEMEHHOTO (CBBILIE 10 JIET) CPOKOB XPAHEHHUS H TIO JUYHOMY COCTaBy 4epe3 3 rofa
Tocsie roxa, B KOTOPOM IOKYMEHTbI ObLTH OMEIEHBI B IE]I0 Ha XPAHEHHE.

18.7. Ilepenaya TOKYMEHTOB B apXMB IIPOU3BOLUTCS IO YTBEPKIEHHBIM OIHCSIM eI

18.8. TloaroroBka MOKyMEHTOB U fien K mepenade Ha ApXHMBHO€ XPAHEHHE U Ha YHUYTOXXEHHE
IPENyCMaTPHUBAET:

* OKCIEPTH3Y LICHHOCTH JOKYMEHTOB; * COCTaBJIEHHE OIHUCEH M MO Pe3ysbTaTam SKCIEPTHU3bI UX
LEHHOCTH,

* ohopmiteHue fie;

* COCTABJICHUE aKTOB HAa YHHYTOXEHHE IOKYMEHTOB M JIE)l C UCTEKITMMM CPOKAMH XpaHEeHHsI.

18.9. DkcrepTH3a HEHHOCTH MOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOT'O XPaHEHMsI OCYIIECTBIIAETCS
€XErONHO JIMLOM (JIMLUAMH), Ha3HAYEHHBIM NPUKA30M OTBETCTBEHHBIM (oTBETCTBEHHBIMH) 32
ApPXUBUPOBAHHME.

18.10. B neno nomemaercs He Gonee 250 aUCTOB (TonmuHa nena mpu 3TOM COCTaBlseT He 6oee 4
cm). Ilpu Gompliom KosMHYecTBe JOKYMEHTOB Gopmupyrorcss Toma (dactu) mena. Buytpu nena
AIOKYMEHTDBI DACIIONaratoTCs B XPOHOJIOTMYECKOM TOpSAKE B COOTBETCTBHH C ONMHCHIO. B nena
TNIOMEIIAOTCA TOJIBLKO UCTIONHEHHbIE, IPABUILHO OQOPMIIEHHbIE JOKYMEHTBI.

18.11. JlTokymeHThl  BHYTPM Jema  pacHONATarTCS CBEPXYy BHM3 B  XPOHOJIOTMYECKOM,
BOINPOCHOJIOTHYECKOM MOCIEN0BATENLHOCTH MM MX COYETAHMUH. PacniopsimurenbHble 1OKyMEHTbI
TPYMITMPYIOTCA B JIE]1a TI0 BUJAM U XPOHOJIOTHY C OTHOCSIIMMHUCS K HUM TPUJIOKEHUSMH,

18.12. JlnuHbte kapTouku pabOTHUKOB (POPMUPYIOTCS B AEJIO 1O andaBuTy haMunuii.

18.13. Odopmnenne nena mnpemycmarpuBaer: oopMIeHHE DPEKBHU3UTOB OOJOXKM AeNa IO
YCTaHOBJIEHHOH (OpMe; HyMepaLMIO JHCTOB B el KAPAaHAAIIOM B BEPXHEM IPaBOM YIIIy;
COCTaBJICHHE BHYTPEHHEH ONMMCH NOKYMEHTOB JIeJi, OAUMBKY ¥ TeperuieT aeia. JICT GoNbmoro
(opmara, mommuTHl 3a onuH Kpai, HyMepyeTcs Kak OJMH JIUCT B NPaBOM BEPXHEM YIIIy.
JIOKYMEHTBbI ¢ COGCTBEHHO! HyMepalyeil IMNCTOB, B TOM YHC/IE [IeYATHbIE U3[IaHHs, HyMEPYIOTCS B
obweM nopsike.

18.14. JlucTe! nen, COCTOAMMX U3 HECKONBKMX TOMOB HJIH 4aCTeH, HyMEPYIOTCS 110 KaXIOMY TOMY
HITH YaCTH OTHEJIBHO.

18.15. Ilocne 3aBeplueHMs] HYMEpALHH JIMCTOB COCTABJISIETCS 3aBEpUTENbHAsE HAIKMCh, KOTOpas
pacrojaraercst B KOHLE Nena. 3aBepuTeNbHAas HA[IHUCh COCTABJISAETCS B HENE€ HA OTHENbHOM
JIMCTE3aBEPUTEIE JIENIA.

18.16. B 3aBeputenbHOl Hammucu 1uppamMu U NPOMKCHI) YKAa3bIBAETCS KOJIUYECTBO JIHCTOB B
J@QHHOM neie. 3aBEpUTENbHAS HAAMUCh IONMHUCHIBAETCS €€ COCTABHUTEIEM C yKa3aHHeM



paclPpoBKM TMOANMMCH, HOJDKHOCTM M JaThl COCTaBieHus. KOJMYECTBO JUCTOB B nene
TMPOCTABJIAETCS Ha 00JI0XKKE fiela B COOTBETCTBUH ¢ UTOTOBOM HAMMHCHIO.

18.17. PexBusuT "Cpok XpaHeHus nena" TepeHOCHTCS Ha O0JIOXKKY feNa U3 €OOTBETCTBYIOLENt
HOMCHIJIATYPBI IEJT IIOC]I€ CBEPKH €r0 CO CPOKOM XPaHEHHs, YKa3aHHBIM B MEPEYHE THIOBBIX
AIOKYyMEHTOB WJIA B [IEPEYHE TOKYMEHTOB, 00Pa3yloNUXCsl B NESTENHOCTH (heNepaIbHOrO oprasa, ¢
yKa3aHHEM CPOKOB XPaHEHHSI.

18.18. Ha fenax nocTosHHOrO XpaHeHust mUmeTcs:: "XpaHUTb MOCTOSHHO".

18.19. Ilpuem nen MPOMU3BORMTCH COTPYMHHKOM, YIIONHOMOHYEHHBIM HA BEIIEHUE NEATEIbHOCTH
apXHBa, C MPOCTABICHUEM B IBYX SK3EMILIAPAX OMKCH 1€ OTMETOK O HAJIMYMH KaXIoro jena (Ha
KQXIOM  SK3EMIIAPE ONWCH  yKa3bIBACTCS KOJIMWYECTBO (DAKTUUECKH NPHHATHLIX MeJl, IaTa
HpueManepenau ne, a TaKkxKe MoANHUCH apXUBUCTA M COTPYIHHKA, MEPENABIIErO Neja.

19. 3akII0YHTEIbHbIE OJI0MKEHHS

19.1. Hacrosimas VHCTpyKIusi 10 AENOMPOM3BOICTBY SIBISIETCS TOKANBHBIM HOPMAaTUBHBIM aKTOM
IIKOJIbI, NPHUHMMAETCA Ha COOpaHMM pPabOTHHMKOB W YTBEpXkAAeTcss (BBOLMTCS B neicTBue)
NPUKA30M JIUPEKTOPA INKOJIbI.

19.2. Bce u3MeHeHHs1 U NONOJHEHHS, BHOCHMBIE B Hacrosyro MHcTpykimio, obopmisiores B
NMCbMEHHOi OPME B COOTBETCTBHH AEHCTBYIOIIHM 3aKOHONATEILCTBOM POCCHIICKOI Deneparum.
19.3. MHCTpykuus Mo [eNOnpoM3BOACTBY B LIKOJIE NPUHAMAETCSI HAa HEONPENENEHHBIN CPOK.
Hsmenenust u monosnHenuns: k MUHCTpyKImu NIPUHUMAIOTCS B NOPSIKE, MPENyCMOTPEHHOM 11.19.1.
Hacrosen MHCTpykimu.

19.4. Tlocne mpumsTist VHCTpyKIMM (MM M3MEHEHHH M NOMOJHEHHUi OTHOEJbHbIX IYHKTOB U
Pa3NeNoB) B HOBOH PeaKLMK [PEAbIAYIAs PENAKLIMS ABTOMATHYCCKH YTPaYuBaeT CUIY.



ITpunoxenue Ne 1
IIpaBuia odopmiaeHnsi peKBH3UTOB JOKYMEHTOB

1. Jlns TNOATOTOBKH [OKYMEHTOB MNPUMEHSIETCS TEKCTOBBIN penakrop, obecreynBarOIIMit
TpeOOBaHus rpadhUIECKOro BOCIIPOU3BENEHN S PEKBU3UTOB IOKYMEHTA.

2. Bunel u pasmeps! ucnosbdyembix mpudros: Times New Roman - 12.

3. Ilpu moxrotoBke TEKCTOB B Tabiuuax, Aisi OOECHEUeHHMs Jydmiedl YUTaeMOCTH IAHHBIX,
AOIyCKaeTCsl MpUMEHeHHe pa3mepos 11,12.

4. JlnanasoH UCMONb3yeMBIX MEX/IyCTPOUHBIX MHTEPBAIOB: OJMHAPHBIM.

5. AG3auHblif OTCTYI TeKCTa JOKYMEHTa - 1,25 cM.

6. 3aroJIOBKM paszesioB M MOAPa3/EIOB IEYaTATCs ¢ a63aIHBIM OTCTYIIOM MIIA LEHTPUPYIOTCS 10
IIMPHHE TEKCTa.

7. MHOrOCTpO4HbIE PEKBU3MTHI MEYATAIOTCS HYEPe3 OMMH MEKCTPOUHBIN UHTEPBAJ, COCTaBHbBIE
4acTH PEKBU3UTOB OTAEJSIOTCA NOMOJHUTENIBHBIM HHTEPBAJIOM.

8. Eciit TOKyMEHT rOTOBHTCS [UIsl U3NAHHS C YMEHBbIIEHHEM MaciuTaba, TEKCT MedyaTaeTcs yepes
[IBa UHTEpBaJIa.

9. MurepBan mexy GykBaMi B CJI0Bax - 06br4HbIHA. HHTEpBa MEXIy CJIOBAMH - OIUH MPOOe].

10. TexcT HOKyMeHTa BBIDABHHBAETCS 1O LUMPHUHE JHCTA (IO FPAHMLAM JIEBOTO U IpaBoro moseit
INOKYMEHTa).

11. JinuHa camoii ANMHHO# CTPOKM PEKBH3UTA MPH YIIIOBOM PACIIONIOKEHHUH PEKBHU3UTOB He OoJiee
7,5 cm.

12, Jinuna camoi OTMHHON CTPOKM PEKBU3WTA MPH IIPOLONHLHOM PacroJIOXKEHUH PEKBU3UTOB HE
boneel2 cm.

13. Kon dopmbr noxymenta. Kox ¢opmbl NOKyMeHTa mpoCTaBiserTcss Ha YHHUIHMPOBAHHBIX
(hopmMax NOKYMEHTOB B OCHOBHOM HCIOJL3YEMbIX B KaAPOBOM IOKYMEHTOOOOPOTE IIKOJIBI.
Pacrionaraercs xon ¢popmblI B IpaBoM BepxHeM yrily pabodero mosst OOKYMEHTA, COCTOUT U3 CJIOB
"®opma no" (HaMMeHoBaHHe Kiaccu(ukaTopa) U HUAPOBOrO KOZA. IIpumep - @opma mo OKVY ]
0301001.

14. Haumenosanue mxosbl HauMeHOBaHMe MIKOJBI JOJDKHO COOTBETCTBOBATH HAMMEHOBAHHIO
FOPUIIMYECKOro JIMIA, 3aKPETIEHHOMY B €rO y4penuTenbHeIX nokyMeHTax (Vcrase mxonsn). Iox
HaMMEHOBAHHMEM ILUKOJIBI B CKOOKaX yKa3bIBAeTCs COKPAIEHHOE HAaMMEHOBAaHME KONl Han
HaMMEHOBAHUEM LIKOJIbI - YKa3bIBACTCs MOJIHOE HAMMEHOBAHHE BBILIECTOSLIEN OpPraHU3aLHN.

15. Cnpasounble fanHble 0 mKose. CripaBOYHbIE NAHHBIE O LIKOJE BKJKOYAIOT B CeOS: MOYTOBBII
anpec, Homepa Tene(oHa, aapec 3MEeKTPOHHON MouThL, koA mkonbl o OKIIO (mpocraBisiercs 1o
ObepoccuiickoMy K1accipUKaToOpy NPeANPUATHI U OPraHM3aLMil), OCHOBHO roCyAapCTBEHHbIH
peructpanuonHeiii Homep (OI'PH), wnneHTHOUKALMOHHBI HOMEpP HAJNOrOILIATENbIIMKA/KOM
NPUYMHBI IOCTAHOBKH Ha Hayoroselil yuer (MHH/KIIIT).

16. HaumeHoBanue Bupma mOKyMeHTa PEKBU3MT MCTIONB3YeTCS S yKa3aHHs BUAA NOKYMEHTa W
pacmojiaraercss Mo PEKBH3UTOM «HAMMEHOBaHHE OOIMEOOpa3soBaTENbHONW — OpraHH3ALHNY.
HaunmenoBanue BUa JOKyMEHTa He yKa3bIBACTCS B [IHCHMAX.

17. Iata noxymenta. JlaToi NOKYMEHTa SBISETCSl HaTa €ro MOMMUCAHMS (mpukas, mucLMo,
3aMUCKa, aKT ¥ JIP.), YTBEPAEHHUs (HHCTPYKLHs, TIOJOXEHHE, IPABUIIA, PETIAMEHT, [UIaH, OTYeT H
7p.), cOOBITHSA, 3aQUKCHPOBAHHOrO B HOKyMeHTe (mpoTokoun). Jara NOKYMEHTA MPOCTaBJIIETCS
MOJKHOCTHBIM JIMLIOM, MOAMHUCHIBAIOIIMM HMIIM YTBEDXKAAOIMM TOKYMEHT, WX [PH PETHCTPALUH
AOKYMEHTa, WJM HENOCPEICTBEHHO COCTABUTENIEM IPH IOArOTOBKE JOKYMeHTa (CaysxeOHast
3alncKa, 3adBjeHHe W 1p.). JIOKyMEHTBbI, M31aBaeMble COBMECTHO C APYTHMH OPraHM3aLHsIMH
IOJDKHBL UMETh OfHY (emuHyro) naty. Jlaty moxymeHta oOpMISIOT apabckumu mudpamu B
NIOCJIEAOBATENbHOCTH!

* ACHb MeCALa, MecAl, rof. Jlenb Mecsua ¥ Mecsl oQOpMIISIOT AByMsI Mapamu apabekux mudp,
Pa3sneneHHbIMU TOYKOM; FO - 4eThIpbMs apabckumu mubpamu, Hanpumep: 01.12.2017. Byksa "r"
nocne nudp He CTaBUTCS.

* MU CJIOBECHO-LM(pPOBOM Criocobe 0hOpMIIeHN s [aThl IEHb Mecsla YKa3biBaeTCsl AP0l apabeKux
uu¢p, ron 4eThIpbMs apabekumu nudpamu, Hanpumep: 12 nexadps 2017 r.

18. PerucrpaumonHelit HoMep n0KyMeHTa PerucTpalMoHHbIA HOMEp JOKYMEHTa IIPOCTABJISIETCS B
COOTBETCTBHMM C CHCTEMOW DErdMCTpalyH, NPHHATOH B IUKOJE. PerucTpalyoHHbII HOMEP



TNPUCBAaUBAETCA NOKYMEHTY IOCJI€ ero nonnucanus (yreepskaenus). Coblika Ha pEruCTpalMOHHbII
HOMep U 1aTy fokyMeHTa CChblika Ha MCXOSAIIMIT HOMEp ¥ JaTy JOKYMEHTA apecaHTa BKJIIOYAET B
ce0sl pETMCTPAMOHHEBIA HOMED U ATy JOKYMEHTA, Ha KOTOPBIH HOJDKEH GbITh 1aH OTBET.

19. Mecro cocraBnenms (M3naHus)) JOKYMEHTa MECTO COCTAaBJIEHMS WIM M3OaHUS NOKyMEHTa -
"ropon ..." - ykaspIBaeTcst Ha GIIaHKax MPOTOKOJOB M aKTOB, COCTABIISIEMBIX B LIKOJIE.

20. Anpecar. B pexsusure "Aznpecat" HCONB3yHOTCS OGHIHATIbHBIE HAMMEHOBAHMS OpraHoB
rOCYNapCTBEHHON W MCIIOJIHUTENBHOMN BJIACTH, OPraHOB MECTHOTO CaMOYIpPABJIEHHs, OPraHH3aLHiL.
JlomyckaeTcst MCHONb30BaTh O(MIMATLHO MPUHSTHIE COKPALIEHHblE HAMMEHOBAHMS OPIaHOB
rOCYapCTBEHHON U HCIIOJNIHUTENBHOM BIIACTH, OPraHOB MECTHOTO CaMOYIIPABJIEHMS, OPTaHHU3ALIMIA.
Ilpu ampecoBaHuMM NOKYMEHTa NOJDKHOCTHOMY M YaCTHOMY JIHIly HHHIMAJBI CTAaBSITCS TIOCTIE
pamunuu. TIpumep - Pykosomuremo OOO «Crpourensy ®ammmust U.O. Pexsusur "anpecat"
NPOCTaBJIAETCS B BEPXHEH MNPABOM 4acTW NOKyMeHTa (Ha OJaHKe C YIJIOBBIM DACIOJIOKEHHEM
PEKBU3UTOB) MJIA CIIPABA MO/ PEKBUSUTAMH OiaHKa (IPH IPOXOJIBHOM PACIIONOKEHHH PEKBH3UTOB
Onanka). CTpoku pekBu3uTa "anpecaT" BBIPABHMBAIOTCS [0 JICBOMY Kpar MM LEHTPYIOTCS
OTHOCHTEJIbHO ~ CaMO¥ JUIMHHOW cTpoku. IIpu ajgpecoBaHMH [OKYMeHTa 0e3  yKasaHHMs
AI0JDKHOCTHOIO JIMIA HAMMEHOBAHMS a/IPECaToB MUIIYTCS B MMEHHTENBLHOM Malexe, HampuMep:
Opranbl cratuctuku ropona Tepu Ilpu anpecoBaHHH TOKYMEHTa PYKOBOXHMTEINIO OpraHHu3aLuH
HaNMEHOBAHNE JOJDKHOCTH YKA3bIBACTCS B JATENbHOM Majexe, Hampumep: I eHepajbHOMY
nupekropy OO0 «U3panue» @amumus H.O. IlourtoBblii anpec He yKasbIBAaeTCs B IOKYMEHTaX,
HArpaBIACMbIX B BBICIIME OpraHbl TIOCYNApCTBEHHOM BJACTH, (helepaibHble OpraHbl
HCTIONHUTENILHOH BJACTH W MX TEPPUTOPHATBLHBIE OPraHbl, OpraHbl TOCYJAPCTBEHHON U
MCTIOJIHUTEIbHON  BJIACTH, TMOCTOSHHBIM KOPPECHIOHIeHTaM. IIpM aapecoBaHMM muCbMa B
OpraHM3aLHI0 YKa3bIBAIOT €€ HAMMEHOBAHMHE, 3aTeM T0YTOBLIH anpec, Hanpumep: LocynapcTBeHHOe
yupexnenue BcepoccuiiCkuil  HayYHO-HCCNIEIOBATENbCKHIA MHCTHTYT JOKYMEHTOBENEHUS U
- apxuBHOro nena Ilpodcorosnas ym., n.82, Mocksa, 117393 Ilpu ampecoBaHuu IOKyMEHTa
(u3ndecKoMy JHIy yKashBAIOT (GAMUIMI0O M MHMIMANBI [ONyYaTeNls, 3aTeM TOYTOBBI anpec,
Hanpumep: Ilerposy WL.II. Ilpoumssoncrsennast yn., n.5, xB.12, r. Mocksa, 119633 PexBu3ur
"Anpecat" He mOkeH copmepikatb Gosiee ueTwipex ampecatoB. Cioso "Kormus" nepen BTOPbIM,
TPETbUM, YETBEPTHIM aAipecaTaMu He ykasbiaercs. IIpu ducne anpecaToB Gonee 4-X cOCTaBsieTCS
CIICOK pAcCChbUIKM NOKYMEeHTa. ECIM NOKyMEHT OTNpaBiIsIeTcss B HECKOJBKO OIHOPOIHBIX
OpraHM3aluil HIIM B HECKOJIBKO CTPYKTYPHBIX IIOAPA3ZENeH i OpraHa UCTIOJTHUTENbHOM BIACTH, TO
OHH yka3bIBaroTcsi 0600menHo. IIpumep: Pykosogurensam yupexnennii CITO

21. I'pud yreepxnenus noxkymeHnta. I'pud yTBep>KIeHHS MPOCTABIIETCS B IIPAaBOM BEPXHEM YTy
mokymenTa. CTPOKM DEKBU3MTAa BBIPABHHBAIOTCS [0 JIEBOMY Kpal MM LEHTPHDPYOTCS
OTHOCHMTEJIPHO CaMO#l IJIMHHOH CTpOKH. JIOKYMEHT YTBEPXKIA€TCd NOJDKHOCTHBIM JIMIIOM
(MOJDKHOCTHBIMU JTUIIAMH) WM PACTIOPSIAMTEbHBIM JOKYMEHTOM (IIOCTAHOBJICHHUEM, pelLIeHneM,
MpUKasoM, pacropsbkeHuem). Ilpu yTBepXJeHMM NOKYyMEHTa [OJDKHOCTHBIM JIMIIOM —Tpudy
YTBEPXKICHU NOJKEH coctosTh u3 cioBa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBaHHs
AOJDKHOCTH JIMLA, YTBEPXKAAIOLIEr0 NOKYMEHT, €ro MOJNKCH, HHHULMANOB, (aMMIMM M HaThl
yreepxenus. IIpumep: YTBEPXKJIAIO Jlupextop IBOY «T'umuasus um. I'.T. Beperosoro r.o.
Enaxueso» U.0. ®amunus.

22. Jlata. Tlpu yTBEepKIOEHHH NOKYMEHTA HECKOJBHKHMH IOJDKHOCTHBIMH JIMLIAMH MX TIOIITHCH
pacnojararoTcs Ha OAHOM ypoBHe. IIpu yTBepKIEHMH HOKYMEHTa paCIOpPSAUTENbHBIM
NOKYMEHTOM rpud yTBepxknmeHust coctour u3 crnos YTBEPXIEH (YTBEPXEHO,
YTBEPXJEHBI, YTBEP)KJIEHA), cornacoBaHHOrO ¢ HAHMEHOBAHHEM BHAA YTBEPKIAEMOI0
AOKYMCHTA, HAMMEHOBAHI BU/A IOKYMEHTA B TBOPUTEILHOM Iafexe, ero JaThl, Homepa. IIpumep:
YTBEPX/EHO npuxazom M I'BOY «I'umuasus um. I'.T. Beperosoro r.o. Exnakieso» Ne 1238 ot
01.03.2020 Ne 57 -

23. 3aronoBok K TekcTy. 3aroJiOBOK K TEKCTy - KPAaTKOE CONEpKaHHE NOKYMEHTA. 3arojioBOK K
TEKCTy npukasa popmynupyercs ¢ npemnorom "O" ("O6") u oTBeuaer Ha Bompoc "o uem?"):

* npuka3 (0 ueM?) 0 CO3AaHUK KOMHCCHU,

* npuKkas (0 4eM?) 06 yTBEPIKACHHUH [UTATHOTO PACTIHCAHMS,

° muceMO (0 4em?) O mpemocTaBneHHE MHGOPMAaUMH. 3aroiOBOK K TeKCTy o(hOpMISIETCS Mof
pexBusuTaMH OnaHKa CneBa, OT TpaHMIbl JIeBOro mons. HaumeHoBaHue (3arojioBOK) auGO
aHHOTALMSl IOKYMEHTA COCTABJLAETCS aBTOPOM NMPOEKTAa NOKYMEHTA. 3aroJIOBOK K TEKCTY MOXKET He
COCTABJIATBCSL, €CJIM 00BEM IOKYMEHTA He IPEBbILIAET 4-5 CTPOK.

24. Texcr noxymenta J[OKyMEHTbI 00I€00pa3soBaTENbHOM OpPraHM3aLMM COCTABISIOTCS HA
roCynapCTBeHHOM si3bike Poccuniickoit Denepanuu - pycckoM. TekCT JOKYMEHTa MOXET COIEpIKaTh



paszienbl, MOApAasfeNbl, MyHKTHI, MOIIYHKTBI, Hymepyemble apabckumu mudpamu. B mpukasax
TEKCT NOKYMEHTA H3JaraloT OT IepPBOr0 JIMIA EIWHCTBEHHOrO 4YHcia («IpukasbiBaroy») B
AOKYMEHTaX KOJJIErHaJbHBIX U COBELIATEIbHBIX OPraHaX OT TPETHErO JIMLA €AMHCTBEHHOIO YHCIIa:
(«cobpanue... pemmnoy) TeKCT IPOTOKONIA U3JIAraeTCs OT TPETHEro JIML@A MHOKECTBEHHOTO UKCIIA
(«caymann», «BBICTYNHINY, MOCTAHOBWIM», «PEWIMIN»), B COBMECTHBIX NOKYMEHTAX TEKCT
U3J1ararT OT IMEPBOTO JIMIA MHOXECTBEHHOIO 4MCia: («IPHKa3bIBAEM», «pElIMin»). B menoBsix
(cmy>xeOHBIX) MUCHbMaX UCIIONB3YIOTC (OPMBI H3JI0KEHHUS:

° OT INepBOro JiMIAa MHOXECTBEHHOTO 4YHCNa («IPOCHM HANpaBUThY, MPEACTABIsIEM Ha
paccMOTpeHHe»); OT TPEThEro JHLA eXHHCTBEHHOro uncia («Anmunucrpanms ITBOY «'umHaszus
um. I'.'T. Beperosoro r.o. EHakueBo» He Bo3pakaer»);

* OT NE€PBOTrO JIMIA EAUHCTBEHHOIO YKCia («CYUTAr0 HEOOXOMMMBIMY, KIIPEMIArad PACCMOTPETHY).
Ilpu ynorpebnenun B TekcTe GaMUIMiA ULl HHULMANB YKa3BIBAKOTCS TIOCE haMuann. B menossix
(ciy>xe0HbIX) MHCbMAX MOTYT UCHONb30BATLCA:

- BCTymuTeNbHOE obpaulenue: YBaxaemblii rocnomus Heanos! Yeaxaemas rocmoxa Ilerposal
YBaxaempiii Huxonaii Ilerpouu! VBaxaemas Onbra Huxomaesna! Yeaxaemsie rocroma!l B
OOpalieHH: MO [OJUKHOCTH HAWMEHOBAHHE NOJDKHOCTH IHLIETCS C NpONUCHOW OyKBbI, B
oOpamenuy o GaMUINKY HHULMATIBI JTMNA HE YKA3bIBAIOTCS.

- 3amo4nTeNbHas STHKeTHas ¢pasa: C ypaxenueM, .. CTpaHMIBI HOKYMEHTa HyMepYIOTCS,
HaunHas CO BTOPOIO JIUCTAa AOKYMEHTa apabCKMMH LubpaMy MOCEPENUHE BEPXHEro moJjs. Tekcrt
AOKYMEHTA OTHENACTCA OT 3arojOBKAa IBYMS WM TPEMs MEXIYCTPOYHBIMH MHTEPBANAMU
HCIIOJIb3yEMBIMH B TEKCTE.

25. Ormerxa o mpuoxennd. OTMETKA O MPHIOKEHHH UCTIONB3YeTCs PH OGOPMIIEHAN MHCEM H
TNPUJIOKEHHH K IIAHAM, IPOrPamMMaM, OT4ETaM, MOJNOXEHHsIM, IPAaBHIIaM, HHCTPYKIMAM H APYTHM
nOKyMeHTaM. B mmcbmax oTMeTka O npuiiokeHud oQOpMISeTcs MON TEKCTOM MHChMa Ha
* paccrosiauu 1,25 cM OT rpaHHuBI JeBoro nosst. Eciu NPHJIOKEHUE HA3BAHO B TEKCTE MHChbMa, B
OTMETKE O MPHUIOXKEHUH YKa3bIBACTCS KOJMYECTBO JIMCTOB M KOJHYECTBO SK3EMILIAPOB
Npuioxenus, Hanpumep: Ilpunoxenue: Ha 3 1. B 1 3k3. IIpy HATMYUN HECKOBKUX TIPHIOXEHHH, B
OTMETKE O MNPUIIOKEHUH OHHM HYMEPYIOTCS, YKa3bIBAIOTCS HAUMEHOBAHHS KaXKIOTO MPUIIOXKEHHUS,
KOJIM4€CTBO JIUCTOB U KOJIMYECTBO 3K3EMILISIPOB, HAIPUMED:

Upunoxenue: 1. [Tnan-rpadux ... Ha 3 1. B 2 3k3. 2. CripaBka 0 MOATBepaAeHHH (aKTa oOyueHwsl. ..
Ha 1 1. B 1 9x3. Eciin npunoxxenus cOpOLIIOPOBAHBI, TO KOJMYECTBO JIMCTOB HE yKa3biBaeTcs. Eciu
TIPUJIOKEHNE HANPABIIAIOT HE BO BCE YKa3aHHbIE B NOKYMEHTE a[peca, TO OTMETKY O €ro HaJHYH{
oopmusioT crenyromum o6pasom, Hanpumep: IIpunoxerne: Ha 3 1. B 1 5K3. TOJIBKO B HePBBIii
anpec. Ha npuioxeHnmsx k mNpaBuiaMm, HHCTPYKLHSIM, [OJIOKEHHSAM, IUIAHAM, MPOrPaMMam,
AOTOBOpaM M NPYTrMM MOKYMEHTaM OTMETKa O NPHUJIOXXEHHH IPOCTABJISIETCS Ha MEPBOM JIHCTE
NPUIOXKEHUs. B NMPaBOM BepxHeM yriy. Eciou mnpunoxeHume omHO, OHO He Hymepyercs. Ecnu
TIPUJIOXKEHUH HECKOJIbKO, OHU HyMepYIoTCs (mpuioxenue 1, mpunoskenue 2). B Texcre IOKYMEHTa
TIpH MEPBOM YIOMHMHAHMH NOKYMEHTA-IIPUIIOKEHHUS B CKOOKAX YKa3bIBAeTCS: ... (MPHIIOKEHHUE) MU
(npunokenne 1); mepen HOMEPOM NPUIOKEHHS MOMYCKAETCS CTABHTh 3HAK HOMepa:
(mpunosxenne N 2); B oTMeTKe O NPUIOKEHUH YKAa3bIBAETCS HAMMEHOBAHHME BHIA OCHOBHOIO
AOKYMEHTa, €ro nata U Homep, Hampumep: Ilpunoxenne N° 2 x npukasy I'BOY «'umHa3us um.
I'T. Beperosoro r.o. Enakueso» ot 08.06.2017 Ne 67 " Eciu NpHIOXKEHHEM K JNOKyMEHTY
(Hanpumep, K MpUKasy) SBISIETCS YTBEPXKAAEMBIH TOKYMEHT, (IOJI0XKEHHUE, NpaBHJIA, UHCTPYKLIMS,
PErIaMeHT  /Ip.) B BEDXHEM NPABOM YIIIy MPOCTABJISAETCS OTMETKA O TIPHIOKEHHH, HIDKE — rpud
yTBepxnenus, Hanpumep: Ilpunoxenne YTBEPXXIEHO npukasom I'BOY «'umHasus um. I.T.
beperosoro r.o. Enakueso» ot 08.06.2017 Ne 67. Bux u pasmep mpudra pexsusuTa "OTMeTKa 0
NPUJIOKEHHUH" IOJDKEH COOTBETCTBOBATH BUAY U 18 pasmepy mpudTa TexcTa JOKYMEHTa.

26. I'pud cormacosamms nokymenra. I'pud cornacopaHus JOKyMeHTa UCIIOJIb3YETCS  IPH
COTrIaCOBAHMH OKYMEHTa C OpPraHaMM BJIACTH, OPTaHU3ALHSIMK HJIM IOJ/DKHOCTHBIMH Juiamu., OH
cocrour u3 cnosa “COIJIACOBAHO”, NOMKHOCTH JMLIA, KOTOPBHIM COIJIACOBaH OOKYMEHT
(BKIIFOYAs: HAMMEHOBAHHE OPraHM3aLMH), JTMYHOH MOANMCH, PacIIH(pPOBKH MOLIHCH (MHMLHAOB,
(pamunn) u natel cornacosanus. Ipumep: COIJIACOBAHO Hupextop I'BOY «I'uMHasus um.
I'.T. Beperosoro r.o. Enakueso» C.FO. Bakomrok 01.12.2023 I'puc coriacoBaHus B 3aBUCHMOCTH
OT BHZIa IOKYMEHTa U 0COOEHHOCTEH ero 0OPMIIEHHs MOXKET MPOCTABIIATHCS

* Ha [IEPBOM JIUCTE NOKYMEHTa (€CIM HOKYMEHT UMEET TUTYINbHBIIT JIUCT, - Ha TUTYJIbHOM JIUCTE) B
JIEBOM BEPXHEM YIJly Ha yPOBHE Ipu(a yTBEpKASHHS W 110/, HAUMEHOBAHHMEM NIOKYMEHTA Oiike
K HMXKHEMY I10JIIO);

* Ha NOCJIEAHEM JIMCTE JOKYMEHTA TI0J] TEKCTOM;



° Ha JMCT€ COIJIACOBAHMWs, SIBJISIOIIEMCS HEOTHEMJIEMOH YaCThIO [OKYMEHTa. BHemHee
COTJIaCOBAHHE TAKXKE MOXET OBITh OCYINECTBIEHO APYTHMM JOKYMEHTOM - MHMCHMOM, IPOTOKOJIOM,
npukazom. [Ipumep: COI'JTACOBAHO mpukazom JIOrM ot 01.07.2017 Ne 01-01/54

27. Bumsza CornacoBaHue mNpoekTa [OKyMeHTa odopmiseTcs Bu3oil. Bu3a mnpocraBisieTcs
COOCTBEHHOPYYHO JIHLOM, BU3HPYIOLIAM TOKYMEHT, U BKJIFOYAET B ce0sl HANMEHOBAHME JOJKHOCTH
BU3MPYIOLIEr0, €ro JHYHYI0 MOIIKCh, PAacIH(POBKY MOAMUCH (MHHUHKAIBI, QAMUIMIO) W OarTy.
Ilpumep: 3amecturenr nupexropa HM.O. ®ammumst 03.03.2023 Jlomyckaercs MOJIHUCTHOE
BH3MPOBAHME NOKYMEHTA U ero mnpunoxeHud. IIpy Hanu4my 3amedaHuil, DONMOJHEHHHA K MPOEKTY
AOKyMEHTa BH3a MOMNOJIHAETCS COOTBETCTBYIOIIMM YyKaszaHueM. JIifi [OOKYMEHTa, MNOIIMHHUK
KOTOPOTO OTHPABJSIOT W3 ILIKOJbI, BH3bl MNPOCTABIAIOTCA HA OK3EMIULIPAX NOKYMEHTOB,
NOMeLIaeMbIX B 1eno. Jlnd [OOKyMeHTa, IOMIMHHHK KOTOPOTO OCTA€TCs B MIKOJE, BH3bI
COTJIaCOBAHMS MPOCTABJSIOTCA Ha 00OpPOTE MOCNEAHEro JIMCTa MOAJMHHHMKA NOKYMEHTa HIM Ha
TIOCJIEZIHEM JIUCTE NOKYMEHTA TOA MOATMUCHIO.

28. Ioamnuce. Iloanuch BKIMIOYAET: HAMMEHOBAHHE NOJDKHOCTH JIMLA, MOAMMCABLIErO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOAMKCh; PAacIIM(POBKY MOAMMCH (MHULHMANBL (HAMHIHS): ITpumep:
Aupekrop nuunas noamuch W.O.@ammmmsa. Ecim nokyment odpopmien He Ha GuaHke, B
HaVMEHOBaHHE JIOJDKHOCTH BKJIIOYAETCsl HaMMEHOBaHME o00IeoOpa3oBaTebHON OpraHu3alyu
(monHoe Haspamme mkoael). Jlomyckaercs B pekusure "TIOAMHCH HOJDKHOCTHOTO nmia"
UEHTPUPOBATh HAUMEHOBAHUE NOJLKHOCTH JIMLA, NOAIMMCABIIEr0 HOKYMEHT, OTHOCHTEIBHO CaMOii
JNTMHHOK CTPOKH. IIpM MOATMMCaHMM NMOKyMEHTa HECKOJBKMMH NOJDKHOCTHBIMH JIHIAMH PAasHBIX
NOJDKHOCTH HMX TNOAMMCH pAcHONAraloT OAHY MOX JPYrodl B  MOCHENOBATEIHHOCTH,
COOTBETCTBYIOIIEH HepapXvuu 3aHUMaeMoH nowkHoctd. Ilpumep: J[MUpEKTOp NMYHAS MOMIHMCEH
N.0.®. 3amecturens mupextopa nmuHas mnommuch M.O.®. Ilpu TNOANMCAaHMH NOKYMeHTa
* HECKOJIbKMMH JIMLIAMU PaBHBIX NOJDKHOCTEH MX IOANMCH PACIONIaraloT Ha OJHOM YpOBHE. B
AOKYMEHTaX, COCTABJIEHHbIX KOMMCCHEH, YKa3bIBa€TCsl CTaTyC JIMIAa B COCTABE KOMMCCHU:
NPOCTaBJICHUEM KOCOW 4Y€pThl Iepe] HAaUMEHOBaHHWEM IOJDKHOCTH (moOaBiATh Kakue- JHOO
NPHUCTaBKHM). ECiM IMPEKTOp MIKOJIBI WM HHOE YIIOJHOMOYEHHOE Ha MOATHCAHHE JOKYMEHTA JIULIO
BPEMEHHO OTCYTCTBYET (OTIyCK, OONe3Hb, KOMaHIMPOBKA) MM HOJDKHOCTh BAKAHTHA, TO JOKYMEHT
NOINHUChIBAET  COTPYOHWMK,  YIOJHOMOYEHHBIH Ha  TOAMHMCAHHME B  COOTBETCTBHHU  C
pacnopsAnUTENLHEIM TOKYMEHTOM HJIM HANEJIEHHBIN MOJHOMOYHMSAMY, YCTAHOBJIEHHBIMH MPHKA30M
mkonel umy yapenurenst (IOrM), ¢ ykasaHueMm CBOEH NO/KHOCTH M IOJHOMOYHS, HATIPHMED:
3amecturens aupexropa noxmuch M.O. @amumus wmy: McnonHstomuii 06s3aHHOCTH OUpEKTOpa
noanuch M.O. @amunmus mimm un.0. gupekropa nommuch U.O. @amumus Pexsusur "Iloamuck
IOJDKHOCTHOTO JIMLA" MOXKET OBITh OpOpMIIEH COOCTBEHHOPYYHO aBTOPOM AOKYMeEHTa (HarpHuMep,
NpY HANHCAHUU CITyXeOHOH 3amucku Oe3 NPUMEHEHHs! TEXHUYECKHX CPENCTB) JHO0 odhOpMIIEH ¢
UCIIOJb30BAHMEM TEXHHYECKHX cpenctB. B cmydae odopmienus pexBusura "Tlopmucek
IOJBKHOCTHOTO JIMLA" C MCIIOJIb30BAHHEM TEXHUYECKHX CPELACTB BHA U pasMep mpudTa yKa3aHHOTrO
PEKBHU3UTa HE MOXET OTJIMYATbCsS OT BMAA M pasMepa MpuU(Ta OCHOBHOIO TEKCTa JOKYMEHTa.
Pexusur "llomnuch MODKHOCTHOrO Jvua" OTHENSETCS OT TEKCTa TPeMs MM YETHIPbMSI
OTMHAPHLIMU MEXIYCTPOYHBIMUA HHTEPBAJIAMH.

29. Tlewats. IleyaTh siBisIeTCSE CIOCOGOM MOATBEPKAEHUS MOMIUHHOCTH TTONIUCH IOJHKHOCTHOTO
JqMua Ha JoKyMeHrte. IleyaTb CTaBUTCS Ha JOKYMEHTax B CIy4asX, HPEAyCMOTPEHHbIX
3aKOHO/IATeJIbHBIMH MM WHBIMH HOPMAaTHBHBIMHM IPaBOBBIMH aKTaMu. IledyaTb CTaBUTCS Ha
CBOOOZHOM OT TEKCTa MeCTe, IPHU 3TOM OTTHCK T€YaTH HE 3aXBATBIBAET JIMYHOW MOXMMCH
AOJDKHOCTHOTO JIMIA TOZAMHUCABLIEr0 NOKYMEHT, MIM B MecTe, obo3HaueHHOM «MID» («MecTo
ne4atu»). B mokyMeHTaX, IIOATOTOBJIEHHBIX HA OCHOBE YHU(UIIMPOBAHHBIX (OPM, TI€4aTh CTABHTCS
B MeCTe, 0003HaueHHOM O0TMeTKO# "MIT" uiu MHBIM 06pazoM.

30. Otmerka 06 ucnonnurene. OTMeTKa 00 KCHONHHUTENE (ABTOPE) MOKYMEHTA MPOCTABJISETCS HA
[HUCbMax IOKOJIbl B JICBOM HIDKHEM YIJy JIMIEBOM CTOPOHBI MOCNETHEro JIUCTA NOKYMEHTa OT
TPaHULBI JIEBOTO TOJIA MM, IPU OTCYTCTBMM MECTa, - Ha OOOPOTHOH CTOPOHE BHM3Y CleBa.
Ormerka BiUOYaeT (aMMIMIO, UMsi, OTYECTBO MCIIOJHHUTENS U HOMEp ero TenedoHa, a TaKxke
OTMETKA 00 WCIOJNHUTENE MOXET NOMOJHATHCS HAMMEHOBAHMEM JOJUKHOCTH H 3IEKTPOHHBIM
anpecom ucronuurens. Ilpumep: Msanos Msan MBanoBuy, crenuanuct no oxpane tpyna (888)
888-88-88, Ivanov@mail.ru

31. Ormerka o 3aBepeHMM KOmUH. J{jisi MOATBEPIKOEHHS COOTBETCTBHsS KOMMH (BBITMCKH W3
AOKYMEHTA) MOIJIMHHHUKY JOKyMEHTAa Ha MOCNENHEM JIMCTE KOMUM (BBINUCKU U3 NOKYMEHTA) IO.
pexBusurom "Tlonnucy" odopmisercss pexusur «OTmeTka O 3aBepeHHMH Komum». OTMeTKa O
3aBE€PEHHMH KONHUH BKIIIOYAET. CIOBO «BepHO», HaMMEHOBAHHE MOJDKHOCTU JIMLIA, 3aBEPHBIIETO



KOIHMIO, COOCTBEHHOPYHYHYIO MOJMMCh, PACIIM(POBKY IOAMMCH (MHULMAILL, (AMUIHIO), HATy
3aBEpeHHs KONUU NOKyMeHTa. PekBusuT « OTMETKA O 3aBEPEHHH KOITHMW» MOXET ObITh 0dopmieHa
OT PYKH MJIM C MCNOJIb30BaHUEM IuTamIa. Jlomyckaercs 3aBepATh KaXIbIi JUCT MHOTOCTPAHUYHOM
KOIIMU TOKyMEHTA.

32. Ormerka O noCTymyieHMH OOKyMeHTa OTMeTka O [IOCTYIUIEHHH JOKYMEHTAa COMEPKHT
BXOJSILIMIA PErUCTPALMOHHBIA HOMEp M JaTy INOCTYIUIeHHs NOoKyMeHTa. Jlomyckaercss ykasaHue
YaCOB M MHHYT IOCTYIUIEHHMs NOKYMEHTa C 3aBEPEHHEM IOIIHCSIMH 3aHHTEPECOBAHHBIX JIHLI.
OTmeTKa 0 MOCTYIUIEHNH TOKYMEHTA MOSKET MPOCTABJIATHCS C UCHONIL30BAHHEM ILITAMIIA.

33. Pesomouus Pesomonus coaepkuT ykasaHHe 10 MCIOJHEHUIO foKyMeHTa. OHa odopmusercs
Ha cBOOOMHOM MecTe pabodero mnoisi AOKyMeHTa. Pesomouus BkmodaeT B cebs: (aMuio,
MHULIMAJIbI MCTIOJHUTENS (MCTIOHHUTENEH), TOPYYEHHE 110 JOKYMEHTY, MOANKCh aBTOPa PE30IIOLHH
¥ 1aTy 0OpMIIEHHs PE3OTIOLUH. Pe30ioLys, 0 YCMOTPEHHIO JIMLIA, NAIOIIEro IOPYYeHHE, MOXKET
BKJIIOYATh B ce0s TAKXKe CPOK HCIIOJHEHHUS TOKYMEHTA.



