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1. O61IHe MoJI0KeH st

1.1. Hacrosmee Ilomoxxenne o pokymentoooopore B ['OCYJAPCTBEHHOM
KA3EHHOM OBIIEOBPA3ZOBATEJIbBHOM YUYPEXJIEH1 «ITAXTEPCKASA
CAHATOPHAS IIKOJIA — UHTEPHAT Ne 15» (manee - TKOVY «lllaxtepckas CILII Nel5y,
IIKOJa) pa3paboTaHo B coOoTBETCTBHH ¢ DenepanabHbIM 3aKoHOM 0T 29.12.2012 Ne 273-®3 "O6
obpaszoBanuu B Poccuiickoit denepanuun" ¢ m3meHenusmu Ha 29 nexabps 2022 roga, [OCT
P7.0.97-2016 «Cucrema crannaptoB 1o uH(popMauu, ONOINOTEYHOMY U U3IATEITLCKOMY eIy,
«Opranu3alMOHHO-pacOpsAUTENbHAS  JOKyMeHTauus.  TpeGoBanust K  0QOPMIICHHUIO
JOKYMEHTOB», a TakKe YCTaBOM INKOJbI M JIPYTUMH HOPMATHBHBIMH IPABOBBIMH aKTaMHU
Poccuiickoit  denepanuu, periaMeHTUPYIOIIUMHU — JESTENBHOCTh  00Ie00pa30BaTEIbHbBIX
OpraHu3aIuu.

1.2. Jlannoe Ilomoxenue o mokymeHtoobopore (manee - IlonokeHue) obOo3HadaeT
IpaBUiIa TOATOTOBKU M 0()OPMIICHHUS TOKYMEHTOB B IIIKOJIE, OMPEeIIseT CTaHAapThl 0)OpMIICHUS
PEKBU3UTOB, OJIAHKOB TOKYMEHTOB, COCTaBJICHHs MPUKA30B, MOJOKEHUM MHCTPYKIIMM, a TaKKe
perinaMeHTHpyeT (OpMUPOBAHKE A€ U UX TEKYyIee XpaHEHHUE, MOATOTOBKY JJOKYMEHTOB H JIeJ K
nepegavye Ha apXUBHOE XpaHEHHUE B IIKOJIE.

1.3. TlomokeHHe O JOKYMEHTOOOOPOTE B IIKOJIE pa3pabdOTaHO B IENSIX YCTAaHOBICHUS
eMHBIX TPeOOBaHMI K MOJATOTOBKE, 00pabOTKe, XpaHEHUIO U UCIOIb30BAaHUIO 00pa3yIOUINXCS B
NEeSITeIbHOCTH 0011e00pa3oBaTeIbHON OPraHU3alliy M MOCTYMAIONINX B IIKOJY JTOKYMEHTOB, a
TaK)Ke COBEPIICHCTBOBAHUS U MOBBIIICHUS () (PEKTUBHOCTHU AETOMPOU3BOICTBA HIKOIIBI.

1.4. TlomokeHue pacHpoOCTpaHSETCS Ha OpraHu3aluio pabdoTbl C JOKYMEHTaMH
HE3aBUCHMO OT BHJA HOCHUTENS, B TOM YHCJIE C JJIEKTPOHHBIMH JOKYMEHTaMH, BKIIOUYas
MOJATOTOBKY, OOpabOTKYy, XpaHEHHE U HCIOJIb30BAHUE OKYMEHTOB, OCYIIECTBISIEMBIMU C
MIOMOIIBI0 UHPOPMAITMOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuto, METOANYECKOe PYKOBOJICTBO, COBEpPILIEHCTBOBAaHHE
JIeNTOTIPOU3BOJICTBA M KOHTPOJIb 3a COONMIoJeHHeM Hacrosimero IlojoxeHus B MIKOJe
OCYILIECTBIISIET OTBETCTBEHHBIN 3a BE/IEHUE JIEJIONPOU3BO/ICTBA.

1.6. TIlpaBa m 00sS3aHHOCTH PaOOTHHKOB, OCYIIECTBISIIOIINX paboOTy ¢ JOKYMEHTaMHU B
CTPYKTYPHBIX TOJIpa3AeNeHUsIX HIKOJIbI, YCTAaHABIUBAIOTCS JTOJDKHOCTHBIMU MHCTPYKIMSIMU WJIH
MPUKA30M JUPEKTOPA.

1.7. CaeneHnus, conmepxaliuecss B JTOKyMEHTaX, MOTYT OBbITh MCIOJIBb30BaHbl TOJBKO B
pabounx eNnsXx B COOTBETCTBUH C IMOJIHOMOYHSMHU COTPYIHHKA, pPadOTAIOIIETO C JOKYMEHTaMH.
PaboTta ¢ noxkyMeHTaMM BHE NMOMELIEHMH LIKOJBI HE Jomyckaercs. IIpu yTpare JOKyMEHTOB
IIPOBOAMTCSA CIIykeOHas IPOBEPKa.

1.8. Ilpm yxome B OTHyCK, IepeBojae (IepeMelleHnH) Mo paboTe WM B cilyyae
YBOJIBHEHHUSI COTPYIHUK O00s3aH TepeAaTh BCE HAXOMIANIMECS Y HEro JOKYMEHTHl HHOMY
COTPYAHHUKY, ONpPENEIEHHOMY B COOTBETCTBHH C yKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJIUTENS
YBOJIBHSIEMOTO, YXOJSIIETO B OTIYCK WM TEPEBOSIIETOcs (IepeMeniaeMoro) mo pabdore
COTPYAHHUKA.

1.9. TpeGoBanus IlonoxkeHUsT O JOKYMEHTOOOOPOTE OOSI3aTCIIBHBI IS COOJIOICHUS
BCEMHU pPAOOTHHKAMH IIKOJbl. BHOBH TpHUHATHIE HAa PabOTy COTPYAHUKH, B JIOIKHOCTHBIE
00513aHHOCTH KOTOPBIX BXOJTUT BEJCHHE JOKYMEHTAIMH, B TEUCHUE TPEX pabOvYMX JHEH CO JIHS
U3JIaHUsl TIPUKa3a O Ha3HAYEHUHW Ha JOJDKHOCTH, JOJDKHBI OBITh O3HAKOMIICHBI C HACTOSIIUM
[TonoxxeHueM Mo MoaNUCh.

2.  IlpaBuja noaroToBKU u o¢opmieHHUsi JOKYMEHTOB

2.1. B gesatenbHOCTHU IIKOJIBI CO3JAETCSI KOMIUIEKC OpPraHU3al[MOHHO-PACTOPSIUTENbHBIX
JIOKYMEHTOB: TIPUKA3bl, TIOJIOKEHUS, TIPABUIIA, UHCTPYKIIMH, PETIAMEHTHI; IPOTOKOJIBI 3aCeTaHUN
(coBemiaTenbHBIX, KOOPAMHALMOHHBIX, SKCIEPTHBIX M Jp. OPraHOB), aKThl, AHATUTHYECKHE
CIIPaBKH, JOKIAIHBIC U CIyXEeOHbBIE 3alUCKH, JOTOBOPHI (KOHTPAKTHI, COTJIANICHUS), J1EI0Bas
(cmy>xeOHas) Tiepenucka W Ap., COCTABISIIOTCA W O(QOPMIISIOTCS CIENHATbHBIE JTOKYMEHTHI,
CBSI3aHHBIE C IUIAHUPOBAaHMEM OOpa30BaTENIbHOW  JAEATENBHOCTH M OCYIIECTBICHHUEM
XO3SUCTBEHHBIX MEPOIPHUATHI, BeICHHEM YyueOHO-NEeAarornyeckoro ydera, OpraHuzanuen



JIEJIONPOU3BO/ICTBA IIKOJIbI, O0ecTieueHuEM OyXTralTepcKoro y4era.

2.2. JIOKyMEHTBI MOTYT CO3/IaBaThCsl HA OyMa)KHOM HOCHUTEIIE U B AJIEKTPOHHOU (hopme ¢
coOJII0ZICHHEM YCTaHOBJICHHBIX MpaBui oopmMieHs 10KyMeHTOB. [Ipu co3ganuu qokymeHnTa Ha
JBYX U 00Jiee CTpaHULIaX BTOPYIO U MOCIEAYIOIINE CTPAHUIBl HyMEPYIOT.

2.3. Homepa crTpaHuil NpOCTaBISIOTCA IOCEpEAMHE BEPXHEro IOJs JOKYMEHTa Ha
pacctostHuu He MeHee 10 MM OT BepxHero kpas aucta. [Jomyckaercst co3gaHue T0KYMEHTOB Ha
JUIEBOM U 00OPOTHOM CTOPOHAX JIUCTA.

2.4. llpu ABYCTOPOHHEM CO3JaHUHU JOKYMEHTOB LIMpUHA JICBOIO MOJS HA JIHMIIEBOH
CTOPOHE JIMCTa U IPABOro MOJIsi HA 0OOPOTHOM CTOPOHE JIMCTA TOJKHBI OBITH PaBHBIL.

3.  PekBH3UTBHI JOKYMEHTOB

3.1. i peKBU3UTOB IOKYMEHTOB, CO3/IaBAEMBIX B IIIKOJIE, YCTAaHABIMBAIOTCS MIPaBUIIa U
tpeboBanus B coorBercTBuu ¢ OCT P 7.0.97-2016.

3.2. CocraB pEKBH3UTOB KOHKPETHOTO JIOKyMEHTa OMpelNesieTcss €ro BHIOM U
Ha3HAYCHUEM.

3.3. Ilpu noaroroBke U 0pOPMICHUU TOKYMEHTOB B IIIKOJIE MCIIONB3YIOTCS CIASAYIONINe

[ZCKBI/I?)I/ITI)II
. HaMMEHOBAaHHE IIKOJIBI;
d CHpaBO‘-IHI)IC JaHHBIC O IIIKOJIC,
. HaMMCHOBAHME BUJIa JOKYMCHTA;
. JaTa JTOKyMEHTa;
. pPETUCTPAIIMOHHBIN HOMEP IOKYMEHTA,
. CCBUIKAa Ha PErUCTPALMOHHBIA HOMED U 1aTy JOKYMEHTA;
. MECTO COCTaBJICHUS (M3/1aHus) TOKYMEHTA;
. ajpecar;
. rpud yTBEp>KICHUS TOKYMEHTA;
. 3aroJIoBOK K TEKCTY;
. TEKCT JOKYMEHTAa;
® OTMCTKA O HpI/IJ'IO)KeHI/II/I;
. rpud cormacoBaHUs JOKYMEHTa;
. BH3a;
. MOIHCE;
. OTMETKAa 00 3JICKTPOHHOM IOJIITHCH;
. revarTh;
. OTMETKA 00 UCIIOIHUTEIIE;
. OTMETKa O 3aBEPEHHUHU KOIUH;
d OTMCTKA O HOCTYHJ'ICHI/H/I )IOKYMGHTa;
. PE30ITIOLIHSL.

4, baanku 1oKyMeHTOB

4.1. JIoKyMEeHTHI, cO37/aBaeMble B LIIKOJIE, OPOPMIISIOTCS Ha OJIaHKAX, U3TOTOBJIEHHBIX Ha
CTaHJapTHBIX JHcTax Oymaru popmaroB A4 (210x297 mm) u AS (148x210 mm).

OtnenbHble BUIBI JOKYMEHTOB (TaOJHUIIBI, CXEMBbI, CMEThI) JOMYyCKaeTcsi o(pOpMIIATh C
ucnonp3oBaHueM ¢opmata A3 (420x297Mm). JIOKyMEHTBI, COCTaBJSIOUIME BHYTPEHHIOIO
nepenucky, opopMIsIIOTCS Ha CTaHAApTHHIX JHucTax Oymaru dopmata A4 (210x297 mm) 6e3
UCIIOJIb30BaHUs OJaHKOB.

4.2. Kaxnplil TUCT JOKYMEHTa, 0(OpMIICHHBIN Ha OiaHke Wi 0e3 Hero, JT0JKEH UMETh
H0JIs1 HE MEHEe:

. 20 MM - 1IeBOE;

. 10 MM - mpaBoe;
. 20 MM - BEpXHEE;
. 20 MM - HHKHEE.

4.3. JIoKyMeHTHI JUIUTeNbHBIX (cBBIIIE 10 JIET) CPOKOB XpaHEHUS TOJKHBI HMETh JIEBOE
nosie He MeHee 30 MM.



4.4, Bwunpl 6J1aHKOB JTOKYMEHTOB, TPUMEHSEMBIX B IIIKOJIE:

. o01Iuii OaHK;
. 0JaHK MMHCHMa;
. 0JIaHK KOHKPETHOT'O BU1a JIOKyMeHTa (OJlaHK mprKa3a, OJIaHK PacIopsKEHUs, OJTaHK

MPOTOKOJIA H JIp.)

45 OOpa3usl pa3pabOTaHHBIX W TPUMEHSEMBIX B IIKOJEC OJAHKOB MOJJIEKAT
BKItoueHUt0 B [lonokeHne o0 JOKYMEHTOOOOpOTE IIKOJBI B KAdyeCTBE MPHIIOKEHUN
(pHrIIOKEHHE).

5.  Ilpuka3ssl

1.1. TlpukazamMu OQOPMIISIIOTCS PpELICHUS IO ONEPATUBHBIM, OPraHU3alUOHHBIM,
y4eOHBIM, KaJJpOBbIM U JPYTHM BOIIPOCaM paOOThI MIKOJIBI.

1.2. TIpoekTbl TPHKA30B TOTOBAT OTBETCTBCHHBIC WCIOJHUTEIIM HA OCHOBAHHH
MOpYYEHUN TUPEKTOopa, ero 3amectureneil. [IpoekTsl mpHUKa3zoB MO JUYHOMY COCTaBY T'OTOBHUT
CIEIHATUCT TI0 KaJIpaM.

1.3. B nmnpukazax TeKCT wH3naraercs OT TMEpPBOro JIMIA EIWHCTBEHHOTO YHCIa
(«[TPUKA3BIBAIO»).

1.4. TekcT mpuKaza COCTOMT U3 JBYX 4YacTel: KOHCTaTtupymoiued (mpeamOyIibl) U
pacnopsAIUTENbHOM.

1.5. B xoHcTatupymomei YacTi KpaTKo M3JaralTcs Helu U 3a1a4u, (aKkThl U COOBITHS,
MOCJTYKUBIIIME OCHOBAaHUEM ISl M3JaHus npuka3a. OHa MOKeT HaunHAThCs cioBamu "B memsx",
"B coorBerctBun", "Bo ucnonnenue", u T.4. Eciu npuka3 m3naerca Ha OCHOBAHUM JIPYroOro
JIOKYMEHTa, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBA€TCS HAMMEHOBAHHUE ATOTO JOKYMEHTa, €ro
naTa, HoOMep U 3aroyioBok. IIpeamOyna B MpoeKkTax MPHUKA30B 3aBEPIIACTCS CIOBOM
«ITPUKA3BIBAIO», koTOpoe neyaTaercs 3ariaBHbIMUA OyKBaMH.

1.6. PacnopsigutenpHas 4acTh JOJDKHA COAEpkKATh MEPEUYHCICHUE MPEINUChIBAEMbIX
JNEUCTBUM C yKa3aHHEM WCIOJHUTENS KaXJ0ro JEHCTBUS U, TPH HEOOXOIUMOCTH, CPOKOB
ucnosHeHus. PacnopsauTenbHas 4acTh IEIUTCA Ha MyHKTHI ¥ IOJIMTYHKTBI, KOTOPbIE HyMEpPYIOTCS
apabckumu mudpamu. JeicTBUsS OJHOPOJHOTO XapaKTepa MOTYT OBITh MEPEUUCICHBI B OJJHOM
MyHKTE.

1.7. B xadecTBe UCIOJHUTENICH YKA3bIBAIOTCS 3aMECTUTENM AUPEKTOpA, MpeceaaTenu
WIN PYKOBOJUTEIH paboymX TPy (KOMUCCHIA).

1.8. Eciu npuka3 u3MeHseT paHee W3AaHHBIH JOKYMEHT (ITyHKTBI JOKyMEHTA), TO OJMH
U3 MYHKTOB PACTIOPSIUTENBHOM YacCTU TEKCTAa JIOJDKEH COJEP)KATh CCHUIKY Ha W3MEHSEMBbIi
JOKYMEHT (TIYHKTBI JIOKYMEHTA) C YKa3aHHEM €ro JaThl, HOMEpa 1 3aroJioBKa.

19. Ecmu mnpuka3z OTMeHseT [AeWcTBHE paHee W3IaHHOTO JOKyMEHTa (IIyHKTOB
JIOKYMEHTa) C OMpEJeNICHHOW AaThl, TO OJWH M3 IYHKTOB PACIOPSAUTEIBHOW YacTH TEKCTa
JOJKeH HauMHAThes cinoBaMu "[Ipu3HaTh yTpaTUBIIUM CHITY...", ajiee YKa3bIBaThCs JaTa, HOMEp
W 3aroJIOBOK paHee HW3JaHHOTO JOKYMEHTa (ITyHKTa JOKyMEHTa), a TaKXkKe Jara, ¢ KOTOpOu
oTMeHsieTcsl ero neiictBue. Ecnm nara He ykaszaHa, TO JIEMCTBHE paHee M3AaHHOTO JOKYMEHTa
(TTYHKTBI TOKYMEHTA) OTMEHSIETCS C IaThl U3/IJaHUs HOBOTO MPUKa3a.

1.10. Ecnu npuka3 OTMEHSIET paHee W3IaHHbIM JOKYMEHT ¢ MOMEHTA U3JJaHHs, TO OJIUH U3
IIyHKTOB PacHoOpsAINTEIbHONM YacTH TEKCTa JOJDKEH HaduHaTbCsa cioBamMu "OTMEHMTh..." U
YKa3bIBaThCs JaTa, HOMEP U 3aroJIOBOK paHee U3JIaHHOTO JJOKYMEHTA.

1.11. Ecnu npuka3 npeanonaraeTcsi BBECTH B JIEHCTBHE HE C MOMEHTA €ro HW3/aHus,
HEO0OXO0IMMO yKa3aTh CPOK BBEJICHUS €ro B JICHCTBHUE.

5.12. Tlocnmenquuii TYHKT PACTIOPSIUTEIHPHOM YacTH MOXET COJEpKaTh CBEACHHUS O
JIOJKHOCTHOM JIMILIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM MPUKa3a.

5.13. Ilpuka3sl MOANMUCHIBAIOTCS TOJBKO JUPEKTOPOM IIKOJBI WM PaObOTHUKOM,
HCTIOJTHSIOIINM €T0 00sI3aHHOCTH.

5.14. OTBeTCTBEHHOCTh 3a OOECMEYeHUE CBOCBPEMEHHON M KayeCTBEHHOW MOATOTOBKHU
MPOEKTOB MPHUKA30B U UX COTJIACOBAHHE C 3aMHTEPECOBAHHBIMU PAOOTHHKAMU U OPTaHU3AIUSIMH
HECYT aBTOpHI IPOEKTa MPUKa3a.



5.15. PeructpanroHHple HOMEpa MPUCBAMBAIOTCS MPUKa3aM IO TMOPSIAKY HOMEPOB B
npezenax KajleHJapHOTro Toja.
5.16. JlaTa peructparyu mpHuKasa siBIseTCs JaTOW ero MOAMUCAHMS.

6. IIpaBuja, moJIOKeHHS, HHCTPYKIHH

6.1. IlpaBuna — HOpPMATHBHBIA aKT, ONpPECISIIONIMA TMOPSIIOK Kakoro-inbo BHA
JESTEJIBHOCTH, YCTAHABIMBAIOLMI WK 3alIPEILAONIUI OIIPEIEIEHHOE IIOBEICHUE.

6.2. TlomokeHME — HOPMATHUBHBIM aKT, JCTAIBHO PETJIaMEHTHUPYIONIUN TMpPaBOBOU
CTaTyC, MOPSI0OK OPTraHU3aIUH U MPOLIETYPY KAaKOro-ITu00 BUIA IEATEIHHOCTH.

6.3. WHcTpykuMsi — HOPMATUBHBIM aKT, W3JaBacMblii B IENAX pa3bSICHEHUA U

OTIpeNieNIeHUs] TOPSAIKA MPUMEHEHHUSI COOTBETCTBYIOILEIO HOPMATHBHOTO aKTa JIMOO C IIEJIbIO
yKa3aHHUsl HOPM O Coco0ax BBIIOJIHEHMsI ONPEAEICHHBIX Onepanuil (eicTBuil).

6.4. llpaBmia, MOJIOKEHUS, WHCTPYKIMHM NPUHUMAIOTCA (B 3aBUCUMOCTH OT BHIA
JIOKYMEHTa) Ha YHpaBisioleM coBeTe, 3acenaHusx I[IpodcorozHoro kommurera HIKOIBI U
YTBEPKAAIOTCS TUPEKTOPOM.

6.5. Ilopsiiok MOArOTOBKU MPOEKTOB MPABUJI, MOJOKEHHSI, MHCTPYKLIUU COOTBETCTBYET
o01eMy NopsAAKY MOATOTOBKU IIPOEKTOB IPUKA30B 001e00pa30BaTeIbHON OpraHU3auy.

6.6. Tekcr mpoekTa MONOXKEHUS, NMPaBWI, UHCTPYKLUHU I€YaTae€TCsl Ha YUCTOM JIUCTE
Oymaru gopmara A4.

6.7. OTIMYUTENBHBIMU XapaKTEPUCTHUKAMM TEKCTOB IPABUJI, MOJIOKEHUS, HHCTPYKIUH
ABJISIOTCS:

. TOYHOCTh TIPUMCHSEMBIX (OPMYIHPOBOK 0€3 HCIIOJIb30BAHMS CJIOB W TOHSTHIA,
UMEIOIINX MHOKECTBEHHBIN CMBICIT;

. UCIIOJI30BaHUE KOPOTKUX MPEIUIOKCHUH, OOMICTIPUHSITHIX BBIPAKEHUH M CBS30K,
IpyU HEOOXOIUMOCTH - MIPEIBAPUTEIEHOE OTPEICICHNE UCTIONb3YEMBIX MOHITHH, COKpaIIeHHH,
ab0peBuatyp;

. ONHCaHWE BCEX BO3MOXHBIX BapHaHTOB COOBITUH M COOTBETCTBYIOIIUX UM
BapHAHTOB JACHCTBHUIA, T.€. MOJHOTA MPEACTaBICHH MHPOPMAIIHH;

. CTPYKTYPHPOBAaHHOCTh ~ TEKCTa  C  IETbI0  JOCTIDKEHUS  HamTydIIei
MOCJIEI0BATEIHOCTH U3JI0KEHUSI MaTepUaa;

. MUHUMH3AIMSA TEKCTa C TIOMOIIbI0 TMpPUMEHEHHS 0000menuii  (0030poB

IperonaraeMbIX AeHCTBHUI) U IPUMEHEHHUE NepedrcIeHni (3a1a4, 3TaroB, yCJIOBUN U T.1.).

6.8. B 3aBUCHMMOCTH OT CJIOXHOCTH U 00beMa pa3pabaThIBAEMBIX MPABHII, TIOJIOKEHUS,
MHCTPYKIIMU - TEKCT JJOKYMEHTA JICJINTCS Ha TJIaBbl, MyHKTHI U MMOAMYHKTHI. | J1aBbl JOJKHBI UMETh
Ha3BaHus. Hymepanus npousBoautcs apaOckumu nudpamu.

7. IIpoTokoJ 3acenannsi (CoBelIaHMS)

7.1. IIpoTrokosn — JOKyMEHT, B KOTOPOM (PUKCHUpPYETCSI X0 OOCYXJE€HUS BOMPOCOB U
NPUHATHS PELICHNH Ha COOpaHUsX, COBELIaHUAX, KOH(PEPEHLIUAX U 3aceJaHHsIX KOJIETHATbHbIX
OpraHoB.

7.2. Tlporoxoun 3acemnanus (coBemanus) - (ganee - MpOTOKOd) opopMIIIEeTCS Ha YHCTOM
mucte Oymaru ¢popmata A4.

7.3. PexBu3uT - "TeKcT AOKyMeHTa". PEKBU3UT COCTOMT M3 JIByX YacTeil: BBOJHOW U
OCHOBHOM.

7.4. Bo BBOAHON 4YacTW YKa3blBAIOTCS HMHULMUAIBL, (aMHUIUM U JOJDKHOCTH
IpeJiceAaTeNbCTBYIOIIEr0, CEKpeTapsl, IPUCYTCTBOBABILNX HA 3aCeJaHUU U, IPH HEOOXOJMMOCTH,
JIILL, TPUTTIAIIEHHBIX Ha 3acejaHue (COBEIaHue).

7.5. BBonHas yacTh MPOTOKOJIA 3aKAHUMBAETCS TIEPEUHEM PacCMaTPUBAEMbIX BOIIPOCOB,
NEPEUYUCICHHBIX B TMOPSAKE HUX 3HAYMMOCTH C YyKa3aHHEM JIOKIag4uKa [0 KaxIOMy
paccmaTtpuBaeMoMy Bompocy. Bompocsl hopmynupyrores ¢ npeiorom "O" ("O6"), mevararoTcst
OT TPaHMIIbI JIEBOTO TOJISI U HyMEPYIOTCs apaOCKUMU nudpamu.

7.6. OcHOBHasT 4YacTh MPOTOKOJA COCTOMT W3 pa3lelioB, COOTBETCTBYIOIIMX
paccMaTpUBAaEMbIM BOIIPOCAM U MX HyMEpaIuu.

7.7. TexcT mnpOTOKOJA U3JaraeTcsi OT TPEThEro JHIla MHOXECTBEHHOIO 4Hcia



("caymanu", "BeicTymiun", "moctanoBuIK", "perunmn’).

7.8. TIpoTokoJI TOANMUCHIBACTCS JUIOM, IMPEACEAATEILCTBOBABIINM HA 3acelaHuu
(coBemanum), U cekpeTapém 3aceqanus (COBEIIaHU).

7.9. Tlpum OTCYTCTBUU CEKpeTaps 3aCeIaHus, B TOM YHCIIE TP IPOBEICHUH OTIEPATHBHBIX
COBEIIaHUH, JIOMyCKAETCs MOIUCAHNE TPOTOKOJIA TOIBKO MPEICEIATEIbCTBYIOMINM.

7.10. Texcr MpOTOKOJIA JOJKEH OBITH TMOJITOTOBJIICH HE IMO3JHEE TPeX MAHEH cO JHS
3acenanus. [I[poeKThI COOTBETCTBYIONIUX ITYHKTOB IIPOTOKOJIA BU3UPYIOTCS TOJPKHOCTHBIM JIUIIOM
OTBETCTBEHHBIM 32 TIOJTOTOBKY.

7.11. Jlara mpoTOKOJIa JOJDKHA COOTBETCTBOBATh JHIO TPOBEICHUS COBCUIAHUS
(3acemanus).

7.12. Konmuu TOpPOTOKOJIOB  PACCBHUIAIOTCS  3aMHTEPECOBAHHBIM  OpPraHU3ANMAIM |
JOJKHOCTHBIM JIUIIaM B COOTBETCTBUU C YKa3aTeJIeM PACCHUIKU, KOTOPBIN COCTABISIET CEKPETAPh
3acenaHus (COBEIIaHNs).

8. Ilmam

8.1. Ilman — OOKYMEHT, yCTaHABIMBAIOIIUN IMEpPeuYeHb HAMEUYEHHBIX K BBITIOJTHEHHUIO
MEPOIPHUSITHIA, UX ITOCJICIOBATEILHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOJIHUTEIICH.

8.2. IlmaH odopmiseTcs Ha qucTe Oymaru dopMara A4 ¢ HCIOJIL30BAHUEM CIEAVIOIINX

PEKBHM3UTOB:
. HalMEHOBAaHME IIKOJbI;
. rpu¢ yTBEp>KIACHUS JOKYMEHTA;
. Jata JOKyMEHTa;
. perucTpaloHHbIi HOMEpP JOKYMEHTA;
. HalMEHOBaHME BUJA JOKYMEHTA;
. 3aroJIoBOK K TEKCTY;
. TEKCT JOKYMEHTAa;
. HAaUMEHOBAHME JJOJKHOCTH;
. MOJIITUCH.
8.3. PexBusut — "Tekct gokymeHTa" oopmIsieTcs B BUE TaOIHIBI ¢ Tpadamu:
. HOMeEp IYHKTa IUIaHa;
. HAaUMEHOBAHHUE MEPOIPUITHS;
. CPOK HCIIOJIHEHUS;
. UCIIOJIHUTEIIb;
. IIpUMEUYaHueE.
9.  Ortuer
9.1. Otyer — JOKYMEHT, COAEp)KaIlMi CBEIACHUS O pEe3ysibTaTax IesTEIbHOCTH 3a

OIPEIETIEHHBIN NEPUOJ] BPEMEHH, BBIIIOJHEHUN MEPOTIPUATHM, TOPYUYEHUH, 3aJaHUH, TUIAHOB.

9.2. Oryersl, MpeAOCTaBIsIEMbIE B OPraHbl TOCYJApPCTBEHHOHN BIAacTH (B TOM YHCIE B
OpraHbl TOCYJAAPCTBEHHOW CTATHCTUKH) M WMCIOIIME YCTAHOBJIICHHYIO IPABOBBIMH aKTaMH
rOCyIapCTBEHHBIX OPraHOB (JOPMY, CO3/IAIOTCS 110 YCTAHOBICHHON TOCYJapCTBEHHBIMH OpTaHaMU
dbopMe U B OIIpeIe]IEHHOM UMH TTOPSIJIKE.

9.3. Oruérel, mnpenocTaBisieMble COTPYAHUKAMH IIKOJIBI B XOJ€ BHYTPEHHETO
B3aMMOJICHCTBHYS, CO3AFOTCS 10 MPaBUiIaM, YCTAHOBJICHHBIM IS CO3JJaHUS CITY)KEOHBIX 3aIHCOK.

9.4. Ortuersl 0hOpMISIOTCA Ha jaucTe Oymarw ¢opmata A4 ¢  HCHOJIB30BAHUEM
CASAYIOINX PEKBU3UTOB:

. HAauMEHOBAHUE IIKOJIBI;
. JaTa JOKyMEHTa;

. PETUCTPALIMOHHBIA HOMEP T0KYMEHTA;

. HalIMEHOBAaHME BU/1A JOKYMEHTA;

. 3aroJIoBOK K TEKCTY;

. TEKCT JOKYMEHTA;

. OTMETKA O MPUJIOKEHUH (IIPU HAJIMYUN);

® HaMMCHOBAHUEC OOJI’KHOCTU,



. ITOITHC.

9.5. B Tekcre orduéra B 00s3aTeIHHOM TOPSAKE JTOJDKHO COJNEPKATHCS YKa3aHUE Ha
JESATCIIbHOCTh, MEPOIPHUATHE, BBIIAHHOC IOPYYCHHE, 3aJaHue, NMYHKT IIaHa, IOJJIC)KAIIUN
BBITIOJTHEHUIO, ¥ PE3YyJbTaT O BBIMOJHEHUW, B TOM YHUCJIEC C YKAa3aHHEM Ha COOJIIOJICHUE WIIH
HApYIICHHE HWCIOJHUTEIbCKON JIUCUUIUIMHBI, YCTAaHOBJICHHBIX CPOKOB HCIIOJIHCHUS U
HaJJIeXKamee IMpenocTaBieHne uHopMmamuu, HEOOXOIUMBIX  MaTepualioB  (TPOEKTOB
JIOKYMEHTOB) COMCIIOJTHUTEIIAMU (TIPU YYACTHH HECKOJIBKUX UCITOJTHUTEIICH).

10. ITucepmo

10.1. ITucprMa roToBsTCS KakK:

. OTBETHl O BBHITIOJHEHUHM TOPYYEHUHN BBIMIECTOSIIUX OPTraHOB HCIOTHUTEILHON
BJIACTH;

. OTBETHI Ha 3aMPOCHl OPTaHU3AIIH, IPSATIPUATHI U YACTHBIX JIHII,

. MHMI[MATUBHBIE IIUCHMA.

10.2. Cpoku MOATOTOBKY OTBETHBIX ITHCEM:

. C KOHKPETHOH TaTON MCIIONHEHHS, YKa3aHHOU B JJOKYMEHTE, - B YKa3aHHBIH CPOK;

. B COOTBETCTBHH C PE3OJIONUEH IUPEKTOpa M €ro 3aMEeCTHTEJeH Ha OCHOBAaHUU
YCTAHOBJICHHBIX CPOKOB HCIIOJIHEHHsI TOPYYCHHUH, 3alpoCOB WM [0 PEIICHUIO aBTOpa
PE3OITFOITHH.

10.3. TekcTbl OTBETHBIX IIHMCEM JO/DKHBI TOYHO COOTBETCTBOBATHL  3aJaHMSM,
3a)MKCUPOBAHHBIM B pe3oitonnu. CpoKH MOATOTOBKM WHUIIMATHBHBIX MHCEM OMPEACISIOTCS
CaMOCTOSITENIbHO aBTOPOM IMPOEKTa MHUCHbMa C y4ETOM HEOOXOIUMOCTH PEIIeHUS KOHKPETHBIX
331a4 U (WIM) B COOTBETCTBUM C TPEOOBAaHUSIMU 3aKOHOJATENbCTBA, MOPYYCHHUSIMU
HEMOCPEJICTBEHHOTO PYKOBOIUTES.

10.4. TTucerma mevararoTcs Ha OJIaHKE THChMa 00MIE00Pa30BATEIBLHOW OPTaHU3AINNH C
yKa3aHHeM PEKBU3HUTOB.

10.5. JIonoJHUTENRHO K PEKBU3UTAM OJaHKa MUCHEMa IpH OQOPMIIEHHH IIHUCEM B IIKOJIE
HCIOIB3YIOTCS CICAYIONINE PEKBU3UTHL:

. ajpecar;
. 3aroJIoBOK K TEKCTY;

® TCKCT I[OKYMGHTa;

. OTMETKA O MPUJIOKEHUH;

. BH3a;

. MOJIITHUCh.

. OTMETKA 00 UCIIOJHUTEIIE.

10.6. IIpu odopmieHnr nuckMa Ha ABYX M Oojee CTpaHMLaX BTOpas M MOCIEIYIOIIe
CTpPaHUIIBI HYMEPYIOTCS TIOCEPEIMHE BEPXHETO TOJIS JINCTA apaOCKUMU U PaAMH.

10.7. TTucerma MOANUCHIBAET AUPEKTOP WM PAOOTHUKH, YIIOJIHOMOUYEHHBIC TIPUKA3OM.

10.8. Ciy>xeOHBIe 3aITUCKH

10.9. B mensix oOCyIIeCTBIEHUS B3aUMOICHCTBHS MEXOY COTPYIHHKAMH B paMKax
BHYTPEHHETO JIOKYMEHTOOOOpOTa B IIKOJIE MPUMEHSIOTCS Cly:keOHbIe 3amucku. CiryxeOHbIe
3aMUCKU  SBJISIIOTCSL  CIPABOYHO-UH(MOPMAIMOHHBIMU JIOKYMEHTaMH. ABTOpaMH CIIy>K€OHBIX
3aIACOK SABJISIOTCS COTPYTHUKH 00IIe00pa30BaTeIbHOM OpraHu3aIiy.

10.10. CnyxeOHasi 3amMCKa MOXET COCTAaBJISIThCS MO YKa3aHUIO PYKOBOJCTBA HIIM IO
WHUIIMATHBE KOHKPETHOTO COTPYTHHKA.

10.11. IIpu odopmiueHnH cayKeOHOM 3aMUCKH 0(DOPMIISIIOTCS CIEAYIOIMNE PEKBU3HUTEI:

. ajpecar;

. JlaTa TOKyMEHTa;

. HalIMEHOBAaHME BU/1A JOKYMEHTA;

. 3aroJIoBOK K TEKCTY;

. TEKCT IOKYMEHTA;

. OTMETKA O MPUJIOKEHUH (IIPU HAJIMYUN);

® HaMMCHOBAaHUEC NOJI’KHOCTH,



. HOJIIHCh.

10.12. CnyxeOHbIe 3alMCKH MOTYT CO3JaBaThCsi HA OyMa)KHOM HOCHUTENEe U (WUJU) B
3JIEKTPOHHOMU (opMe.

11. JloBepeHHOCTH

11.1. JloBepeHHOCTb BBIAAETCS COTPYAHMKAM LIKOJIBI U OQOPMIAETCS IO IpPaBUIIAM,
YCTaHOBJICHHBIM HacTosuied WHCTpykimen ans mucem, ¢ y4éToM TpeOOBaHMM Tpa)KIaHCKOTO
3aKkoHoJaTenbcTBa Poccuiickoi denepavi ¥ HACTOSIIETO paszena.

11.2. TIpoeKT HOBEPEHHOCTH MOATOTABINBACTCS U BU3UPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh Oy/eT BblJaHa, IOCJIE 4Yero nepenaércs B KaHLESPUIO Ul HalpaBJICHUS Ha
HOJIMCAHUE.

11.3. JIoBepeHHOCTb MOANMUCHIBACTCS TUPEKTOPOM WM JIMIIOM, OCYLIECTBIISIOIUM €ro
MOJTHOMOYHS (MCTIOJTHSIONIINM 00S3aHHOCTH), U CKPEIUIAETCS MeYaThiO IIKOJIBL.

12.  JloroBopbl, corJiameHusi, KOHTPAKTHI

12.1. JloroBopbI, COTJIAIIEHUsI, KOHTPAKTHI (Jajiee - OTOBOPHI) MOJTrOTABIMBAIOTCS B
COOTBETCTBUM C TpPeOOBAaHUAMM TIPAXKAAHCKOIO, TPYIOBOro, OIOJUKETHOTO M  HHOIO
3akoHoaarenscTBa Poccniickoit @enepanuu, B 3aBUCHMOCTH OT PETYJIHMPYEMBIX JOTOBOPOM
IPaBOOTHOLIEHUH 1 0053aTENbCTB CTOPOH.

12.2. TIpoekT 10T0BOpa MOArOTABIUBACTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YHOPaBIAIOMUM) C Y4ETOM HEOOXOIMMOCTH CBOEBPEMEHHOIO M KayeCTBEHHOI'O OOecredeHus
MCIIOJIHEHUS CBOUX MOJIHOMOYUH (00s13aHHOCTEN, (YHKIUIT), TOJITHOMOYHUH ILIKOJIbI B LIEJIOM.

12.3. TIpoekT 10oroBopa NoAroTaBIUBAECTCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
VOPAaBIISIONAM) COBMECTHO CO CHCIHATUCTOM, K QYHKIUSAM (TIOJTHOMOYHSIM) KOTOPOTO
OTHOCHTCS pellieHHE BOIPOCOB, ABJSIOIIUXCS MIPEIMETOM JIOTOBOPA, MJIM UHBIM COTPYAHUKOM 110
IpSIMOMY YKa3aHHUIO AUPEKTOpa o011e00pa3oBaTeIbHON OpraHu3alii.

12.4. HeoOxoqumasi Ansi TOATOTOBKHM MPOEKTa JIOTOBopa WH(popMalus codupaercs
OTBETCTBEHHBIM JIMIIOM (KOHTPAKTHBIM YIIPABJIAIOIIMM) B MOPsAKE pabovyero B3auMOAEUCTBUS C
y4€TOM IIpaBUJl, YCTAHOBIEHHBIX HacTosAern MucTpykuuen.

13. TIpMHUUNBI OPraHU3aANMHN JOKYMEHT0000pPOTA

13.1. B 10KyMeHTO000pOTE BBIAEISIOTCS CIEAYIONINE TOKYMEHTOIIOTOKH: TOCTYAKOIIast
JOKyMEHTalus (BXOAslasi), OTHpaBisemMass JOKyMEHTauus (Mcxonsdiasi), BHYTPEHHSsS
JIOKYMEHTaLU.

13.2. B cocraBe BXOASIIEH U UCXOIAIICH JOKYMEHTAIIMA MOTYT BBIJICIISATHCS TOKYMEHTHI,
NOCTYIIUBUIME U3 BBIIIECTOSAIINX, MOAPAIHBIX, MEAULUHCKAX U APYTUX OpPraHU3ALMM, OPraHOB
MECTHOI'O CaMOYIIPaBJICHHUs, OOpAIllEHUs TPaK/IaH.

13.3. OGparenus rpax/iaH perucTpupyoTcs u GOpMUPYIOTCS B JIe1a OTAEIBHO OT APYTUX
JTIOKYMEHTOB 00111e00pa30BaTeIbHON OpraHU3aIliH.

13.4. B mkose 1ocTaBka v OTIpaBKa JOKYMEHTOB OCYILECTBIISIETCS CPEACTBAMH TOYTOBOM
CBSI3M, JJIEKTPOHHOW CBA3M, a TaKXKe IO CHUCTEME 3JIEKTPOHHOIO JTOKYMEHTOOOOpoTa (Haiee -
CO/1). C nomouipo NOYTOBOM CBA3HM B IIKOJY JOCTaBISAETCS MUCbMEHHAsI KOPPECTIOHACHIIMS B
BU/JIE IPOCTBIX MHCEM, 3aKa3HBIX ITUCEM, MIOYTOBBIX KapTOUeK, OaHAeposiel U MEJIKHUX aKeToB, a
TaK)K€ NI€YaTHbIE N3/1aHus.

14. TlepBuuHasi 00pad0TKa MOCTYNAKUIUX JOKYMEHTOB

14.1. JIokyMeHTBI, MOCTyHAlOIIKEe B MIKOTY, MEPEAaloTCs Ha PEruCTPaLUI0 CEKPeTapro
HIKOJIBI ¥ IPOXOJAT MEPBUYHYI0 00pabOTKY B J€Hb MOCTYIUICHHU S, IPU MOCTYIJIEHUH B HEpabouee
BpeMs - Ha cienyromuil pabounii aeHb. [lpu nepBuuHOil 00paboTKe TOKYMEHTOB MPOBEPSETCS
OpaBWIBHOCTh  aapecanuu. OmMOOYHO TNOCTYNUBUIME JOKYMEHTHl IEpechUIAlOTCA  I10
IIPUHAJJIEKHOCTH WM BO3BPALIAIOTCS OTIPABUTEIIIO.

14.2. JloxyMeHThI, moctynuBmme ¢ orMetkamu "Cpouno", "Bpyunts HememieHHo",

"OnepaTHBHO", HE3aMEATUTEIHHO MPOXOAAT NEPBUUYHYIO 00pPaOOTKY M JOKIAbIBAIOTCS
JUPEKTOpY WM B CIy4yae €ro OTCYTCTBHS — 3aMECTUTENI0 AMPEKTOpa IO HalpaBJICHUIO
JESATEIIBHOCTH.

14.3. TloctynuBiune TenerpaMMbl IPUHUMAIOTCS MO/ MOANUCH C POCTABICHNUEM AAThl U



BpPEMEHHU MpUEMa, PETUCTPUPYIOTCS MO TEM K€ IIPaBUIIaM, YTO U MUChMa.
14.4. DnexTpoHHBIE COOOIEHUS, aJPECOBAHHBIC JUPEKTOPY WM HAIIPABJIICHHBIC B aJIpec
IIKOJIbI, PaclevyaThIBAlOTCA M JOKJIABIBAIOTCS AUPEKTOPY WU B CIIy4ae €ro OTCYTCTBUS —
3aMECTUTENIO TUPEKTOPA.
14.5. DnexTpoHHBIE COOOINCHMsS, 3aBEPECHHBIC DJECKTPOHHOM TMOMAMMUCHIO, MOIJICIKAT
00paboTKe 1o MpaBmiIaM, IPETyCMOTPEHHBIM JIJIS IIOCTYTAOIIEH (BXOASINEH) TOKyMEHTAIIHH.
14.6. TloctynuBmias (BXomsIas) JOKYMEHTAIUS PaCIpPECISICTCs] Ha PETUCTPUPYEMbIEC U
HE TIOJIe)KAIINE PETUCTPALIUU JOKYMEHTHI.
14.7. He moiekat perucTpaiym:

. MPUTJIACUTEbHBIC, [103/IpaBUTEIbHbIC MIChMA U TeJIETPAMMBI;

. OWJIETHI;

. IUTAaHBI W T[POTPaMMBI CEMHHApPOB, KOH(MEpPeHIWA U APYyTUX IMOAOOHBIX
MEpONPUATHI;

. JOKYMEHTBI ~ TO0  OyXrajaTepckoMy  yd4eTy,  MaTepuajibHO-TEXHHUYECKOMY

O6€CH€‘I€HI/IIO, IIJTaHOBBIC u (bl/IHaHCOBBIe JOKYMCHTHI, NOCTYyHAroIme oe3
COIIPOBOAUTCIIBHOTO ITUCbMaA,

. peKJIaMHbIC, KOMMEPUYECKUE MPEUIOKEHUS, B T.4. MOCTYNUBIINE 1O AJICKTPOHHON
[I0YTE;

. [eYaTHbIC U3JaHNUs;

d IIcbMa C HOMCTKOﬁ <JIMYHO)).

15. Perucrpanusi, y4yer M PpaccMOTpeHHEe PYKOBOAUTEJNeM MOCTYHNAKIIUX
(BXoasIlIMX) J0KYMEHTOB

15.1. IloctynuBiire (BXOAAIIUE) MOKYMEHTBI PETUCTPUPYIOTCS TOJBKO TOCIE H
NEePBUYHOI 00pabOTKH U HE3aBUCHMO OT CIOCc00a UX TOCTABKH.

15.2. Perucrpauus — npocTaBlieHUe B HU)KHEM NPaBOM YTy MEPBOTO JIUCTA TOKYMEHTa
OTMETKHM O TMOCTYIUIEHUH C yKa3aHWEM JaThl MOCTYIUIEHUS U BXOMSILEr0 PErucTpariMOHHOTO
HOMepa IOKyMEHTa ¢ 0053aTeIbHOM 3aMUChIO B )KypHAJ PErHCTPALMU MTOCTYNAONIEH (BXOAs1IeH)
JIOKYMEHTal1H.

CTpyKTypa perucTpaiiiOHHOI0 HoMepa MOCTyHaroEro (BXOASIIEr0) J0KyMEHTa COCTOUT
U3 €ro MOpsJAKOBOIO HOMEpa M MHJEKca JieNa M0 HOMEHKIAType el 0011eo0pa3oBaTesIbHOM
OpraHH3aI|Hy.

15.3. Peructpanus Bcex NOCTYNMUBIIMX (BXOMSAIIMX) JOKYMEHTOB IIPOW3BOAMTCS B
npezenax oOOIIEro JOKYMEHTONOTOKA. JIOKyMEHTHI, MOCTYNMBIIME B MIKOJMY IO KaHalaM
(hakCUMUIBLHOM CBSI3H, 00pa0aTHIBAIOTCS U PETUCTPUPYIOTCS B OOIIIEM TOPSIIKE.

Texkct mnocrynuBmIed TenedOHOrpaMMbl 3alHCHIBACTCS B KypHAJe pErUCTpallUuH
TeneQoHOrpaMM U revyaTaeTcs Ha Jiucte Oymaru Juis repeiadi Ha pacCMOTpPEHHUE.

15.4. Tlocrynaromue  (BXOASANIME) JOKYMEHTHl TEpPENalOTCs HAa  pacCMOTpEHHE
PYKOBOJICTBY TOJIBKO IIOCJIE MX PETUCTPALIMU U MPEABAPUTEIHHOTO PACCMOTPEHHUS.

15.5. JIokyMeHTBbI, TOCTYNHBILIHKE B IIIKOJTY, IO BOIPOCAM, HE TPEOYIOLIUM PacCMOTPEHHS
JTUPEKTOpPa, HAIIPABIIAIOTCS CEKpETapeM HEMOCPEACTBEHHO UCTIOTHUTEIIO 3aIpoca.

15.6. /lupekTop B pE3OJIIOLMU OIpEeNseT JHI, OTBETCTBEHHBIX 3a MCIIOJIHEHHE
JIOKYMEHTa, 1 JJaeT UM nopydenue. Cekperapb UIKOJIBI TEpeAaeT JOKYMEHT Ha UCIIOJIHEHUE.

15.7. TlopnMHHUK JOKyMEHTa C pe30JIIOLUMe JUpeKTopa IIKOJbl HampaBiseTcs
HCIIOJTHUTEITIO.

15.8. IIpu HanU4YMK HECKOIBKHUX UCIIOTHUTENEH MOATMHHUK JOKYMEHTA IepelacTcs TOMY
UCIIOJTHUTEINI0, KOTOPbIi B COOTBETCTBUM C YKa3aHUSMU IO HCIIOJHEHUIO SBISETCS
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTENH MTOJIy4atOT KOMNIO JOKYMEHTA.

15.9. [lonnMHHUK AOKYMEHTa, KOTOPbIM MCIONHAETCS HECKOJbKUMH JIOJKHOCTHBIMU
JUIAMH, TI0JIy4aeT OTBETCTBEHHBIM HCHOJHUTENb. OCTaJbHBIM HCIOJIHUTENSAM MEPENAIoTCs
KOIUHU.

15.10. UszroToBnenne  Komwii  JOKyMEHTa s Tepelayd  COUCHOIHHUTEISIM
OCYIIECTBIISIETCS] CEKPETAPEM IIKOJIBI.
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15.11. Pe3osroius COaEePIKUT:

. yKa3aHWE IO HCIIOJHEHUIO, COJEpIKaIllee KPaTKOe OMUCAaHWE HEOOXOIUMOTO IS
HCIIOJIHCHUS ICHCTBUS;

. yKa3aHHE Ha CPOK, B TEYCHUE KOTOPOTO, JTMOO0 10 HCTEUEHUS KOTOPOTo, HE0OX0AMMO
WCIIOJIHUTh NPEANUCAHHOE JEHUCTBUE;

. JIMYHYIO MOJIIMKUCH aBTOPA PE3OIIOLNH;

. JIaTy MPOCTABIICHUS PE3OIIOLIUU.

15.12. Vka3anue Ha CpOK, B TEYEHHE KOTOpPOro, JuOO JO HCTCUEHUs, KOTOPOTO,
HEOOXO0IMMO UCTOJIHUTD MPEANHUCAHHOE JEHCTBUE, MOKET HE BBIPAXKATHCS KOHKPETHOM JaToi 1
CoJIepkaTh BBIPAKEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CpOK" U T.II.

15.13. Pe3omrorust muiieTcss Ha CBOOOJHOM OT PEKBHU3HTOB MECTE IIEPBOTO JIMCTA
JIOKYMEHTA.

15.14. B caywae, korja pe3ONIONMs aJpecoBaHa HECKOJIBKUM COTPYAHHUKAM, TO
OTBETCTBEHHBIM 32 UCIIOJIHCHHE JOKYMEHTA B IIEJIOM SIBIISIETCS COTPYIAHUK, YKA3aHHBIA EPBHIM
(BepxHHUM), TUOO COTPYIHUK, B OTHOLIEHUH KOTOPOTO CIIEIaHa MOMETKA O TOM, YTO OH SIBJISIETCS
OTBETCTBEHHBIM.

16. Opranusanusi padoThl ¢ OTHPABJIAEMbIMH (MCXOISAIIUMHU) TOKYMEHTAMH

16.1. Jlo mpemocTaBieHUS MPOEKTa OTMIPABIAEMOro (UCXOMISIIEro) JOKYMEHTa Ha
MOJMUCH TUPEKTOPY UM MHOMY YIOJTHOMOUYEHHOMY B YCTAaHOBIEHHOM IMOPSIIKE Ha MOIUCAHHE
JUIYy, OCHOBHOI WCIOJHUTEIb TPOBEPSCT MPABUIBLHOCTE OQOPMIICHHS OTIIPABIIIEMOTO
(McxonAIIero) TOKyMEHTa Ha COOTBETCTBHE TpeOoBaHUsAM HacTosuiero [lomoxxeHust.

16.2. Tlpu TOATOTOBKE OTIPABISAEMOTO (HMCXOSIIEr0) IOKYMEHTa, Kak OTBETa Ha
MOCTYNUBIINKA (BXOASIIMNA) JOKYMEHT, WCIOJHUTENb MPUKIAIBIBAET K MOATOTOBIECHHOMY
MPOEKTY BXOISIIAN JOKYMEHT.

16.3. [IpoekTbl OTHpaBIsAEMbIX (MCXOAAIIUX) MOKYMEHTOB C Y4&TOM COOIIOJCHUS
YCTAaHOBJICHHOTO B PE30JIIOIMN CPOKA MCIIOTHEHHS MEePEaloTCs OTBETCTBEHHBIM MCIIOJIHUTENIEM
CEKpEeTapIo IIKOJIbI JIJIs1 HAPABJICHH HA MOANKCAHUE.

16.4. TloanmucanHbIe OTIPABISIEMbIe (MCXOASIINE) JOKYMEHTHI, TIEPEIarOTCs CEKPETapro
IIKOJIbI, KOTOPBIM OCYIIECTBISIET TMPOBEPKY KOMILJIEKTHOCTHU W COOTBETCTBUS KOJIMYECTBA
HK3EMIUISIPOB  OTIPABIAEMOro (MCXONSAIIET0) JOKYMEHTa CIHCKY PAacChUIKH, a TaKxkKe
MPaBUJILHOCTH O(OPMIIEHUS TOKYMEHTA COTTIACHO HACTOAIIEH HHCTPYKITHH.

16.5. B cirydae HapymieHUST KOMIICKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TAKKE
MPAaBUILHOCTH OGOpPMJICHHSI JTOKyMEHTa COTJIACHO HACTOSIICH WHCTPYKIIMH, OTIIPABIISIEMbIE
(ucxomsmipe)  JOKYMEHTHI — HE3aMeTUTEIhHO BO3BpAIAOTCSA CEKpeTapeM  IIKOJIbI
OTBETCTBEHHOMY HCIIOJIHUTENIO WJIM B CIy4ae OTCYTCTBHSI OTBETCTBEHHOT'O MCIIOJIHUTENS €ro
HEIMOCPEICTBEHHOMY PYKOBOJUTEIIIO JIJIsl yCTPAHECHHS HApYIIICHUH.

16.6. JlokyMeHTBI MOCJIE€ WX MOANHCAHUS IUPEKTOPOM HIU WHBIM YIOJTHOMOYEHHBIM
JIUIIOM BO3BPAIIAIOTCS CEKPETAPIO IIKOJIBI I PETUCTPAIIMU U OTIIPABKHU.

16.7. Peructparusi OTIpaBIsIeMbIX (MCXOMISIINX) TOKYMEHTOB OCYIIECTBISIETCS TOCTE
MIPOBEICHUS CEKpEeTapeM, MPOBEPKH KOMIJIEKTHOCTH M COOTBETCTBUS KOJIMUECTBA IK3EMILISIPOB,
a TaKKe MPaBWIBHOCTh O()OPMIIEHUS OTIIPABIISIEMOTO (HCXOIAIIET0) TOKYMEHTA.

16.8. Perucrparus co3qaBaeMbIX JOKYMEHTOB OCYIIECTBISICTCS B JICHB MTOIIMACAHUS HITH
YTBEPKACHHSI TUOO Ha CIEAYIOMUN pabouuii NeHb.

16.9. CeneHust 0 peruCTPUPYEMBIX OTIPABISIEMBIX (MCXOMAIINX) JOKYMEHTaX BHOCSATCS
B )KYpHAJI PETUCTPALIUU OTIIPABIISIEMON (MCXOMASAIIEH) TOKYMEHTAIUH.

16.10. PerucrpanmoHHslii HOMEp H JaTa OTHPABISIEMOTO (HMCXOMSINET0) JTOKYMEHTa
MIPOCTABJISIFOTCS HA TTOIJTMHHIUKE JJOKYMEHTA B PEKBU3UTAX OJIaHKa M Ha IK3EMILISIPE, OCTAFOIIEMCS
B JIeJie IIKOJIBI.

16.11. CtpykTypa perucTpaiiiOHHOrO HOMepa OTIPABIIAEMOTro (MCXOMISIIEr0) JOKyMEHTa
COCTOMT M3 €ro MOPSIIKOBOIO HOMEpa U MHJEKCA Jieia 0 HOMEHKIIAType JeJT IIKOJIBI.
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16.12. OtnpaBKka TOKYMEHTOB NPOWU3BOAMTCS IEHTPATM30BAHHO CEKPETapeM IIKOJIbI,
KOTOPBI MPOM3BOAUT HUX COPTUPOBKY IO cnocoOy oOTmpaBieHHus (MpocTas, 3akKaszHas,
MEXIYHapOaHas U Jp.).

16.13. IlucbMma, TenerpamMmbl, OTKPBITKH, OAaHIEPOJIN U TIeYaTHbIE U3aHUs OTIPABIAIOTCS
noutoii. dakcorpaMmsl U TeaeGOHOrpaMMBbl IIEPENAIOTCS 110 KaHajaM Tele(OHHOHN CBSI3H.

16.14. DnexkTpoHHBIE COOOIIEHUS OTHPABISIOTCS €  O(UIMAIBHOTO  IOYTOBOTO
3JIEKTPOHHOTO a/ipeca MIKOJIbI.

16.15. Ilucbma, TenmerpaMMbl, OTKDBITKH, OaHIAEpONH, (aKCOrpaMMBbl, 3JEKTPOHHBIC
COOOLIEHHUS, HE CBSA3aHHBIE C pabouell 1eTeNbHOCThIO, K OTIPAaBKE HE IPUHUMAIOTCSL.

16.16. JloKyMeHTbI, OTOpaBIsieMbIe CPEICTBAMU OYTOBOH CBSA3H, IPOXOJISAT:

. YIaKOBKY;

. aapecoBaHue (TpU HampaBlICHWH JOKyMeHTa Oonee yemM B 4 azapeca) - B
COOTBETCTBUM C YyKa3aTeJIEM PacChUIKM, Ha Ka)KJOM SK3EMIUIIpE MHUChbMa YKa3bIBaeTCs TOJIBKO
OJIUH ajpecar.

. IPOCTaBJIEHUE CTOUMOCTH ITOYTOBBIX YCIYT;

. nepegady B IOYTOBOE OTJEIECHUE CBS3H.

16.17. Ilpu mnOATOTOBKE U OTIpaBKE IMHCEM HEOOXOAMMO YYUTHIBaTh MpaBUIIA,
YCTaHOBJICHHbIE IIPUKa30M MUHHCTEPCTBA CBSI3U M MAacCOBbIX KOMMYyHHKanui P® ot 31 uromns
2014 r. N 234 "OG6 yrBepxaenuu [IpaBuit okazaHus yciayr O4TOBOM CBs3U".

16.18. JlokymMeHTBI, OTHpaBIsieMble CpPEICTBAMU ITIOYTOBOW CBS3M B OJUH ajpec,
BKJIQ/IBIBAIOTCS B OJJUH KOHBEPT.

16.19. Ucxonsmue AOKYMEHTHI, IMpeaHa3HAu€HHBbIE ISl OTHPAaBKU  CPEICTBAMU
(aKCUMMIIBHOM CBSI3U, OTIPABIIAIOTCSA pAOOTHUKAMM KAHLIEISPUH LIKOJIBI.

17. Pa3pabGorTka u BelleHHe HOMEHKJIATYPHI eI

17.1. JIokyMeHTanbHBIN (POH/ IIKOJIBI — COBOKYMHOCTH JOKYMEHTOB, 00pa3yIOLIUXCS B
IpoLEecce €ro JAesTeNbHOCTH. JIOKyMEHTaJIbHbI (OHJ IIKOJBI COCTaBISIIOT JIOKYMEHTHI,
CO3/laHHBbIE B IIKOJIE U TOJy4YEeHHbIE €0 B pe3yJbTaTe B3aMMOAEUCTBUS C OpraHaMu
TOCYJapCTBEHHOH BJIACTH, OpraHaMH MECTHOTO CaMOYIpPAaBICHHS, IOPHINYECKHUMH U
(GU3NYECKUMU JTUIIAMH.

17.2. HomeHKkIaTypa Aen SBISETCS OCHOBOW (hOPMHUPOBAHHS JOKYMEHTaIbHOrO (hoHIA
HIKOJIBI M MpEACTaBIseT COOON CHCTeMaTH3UPOBAHHBIN MepeyeHb 3arojoBKOB (HAMMEHOBaHMIA)
JIeJ1, 3aBOJIMMBIX B IITKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHHsI, 1 O)OPMIICHHBII B COOTBETCTBUH C
IPaBOBBIMU aKTaMH, PEKOMEHIALMIMU U METOAMYECKHMMM YKa3aHUSIMH OpraHoB Poccuiickoit
®deneparuy, YyMoJTHOMOYEHHBIX B cepe TOCYIapCTBEHHOTO YIIPABICHHS apXHBHBIM JIEJIOM,
JIeNTOTIPOU3BOICTBA M IOKYMEHTOO00pOTA.

17.3. HomeHkaTypa JIeJ1 COCTaBIISIETCsl HA OCHOBE U3YyUEHUS TTOJI0KEHUH, HHCTPYKITUHA 1
OpaBUiI, a TAaKKe JPYTUX JOKYMEHTOB, PErJaMEHTHUPYIOIIUX AEATEIbHOCTh IIKOJIBI, a TaKKe
HOMEHKJIATypy JeJI 3a MPEAIIECTBYIOMINE ro/Ibl U TIOKyMEHTOB, 00pa3yIOUINXCs B 1€ATEIbHOCTH
IIKOJIBI.

17.4. HomeHkaTypa e UCTIOIB3YeTCs I TPYNITHPOBKH UCTIOJTHEHHBIX JOKYMEHTOB B
Jiena, CUCTeMaTH3aluy U y4eTa Jiell, ONpeAeSIeHUs CPOKOB UX XPaHEHHs U MOMCKA JTIOKyMEHTOB,
SBJIIETCS. OCHOBOM JJIsi COCTABJIEHUS OMMCEN JIeJI MMOCTOSHHOTO M BpeMeHHOoTro (cBbiiie 10 ser)
XpaHEeHHUs, a TaKkXkKe JUI yueTa Jiesl BpeMeHHOro (710 10 JieT BKIIOUNTENbHO) XpaHEeHUS!.

17.5. Homenkunartypa aen BBOAUTCS B IEHCTBUE MPUKA30M IO LIKOJIE.

17.6. HomenkisiaTypa Jiest TOTOBUTCS B TPEX SK3EMILISpax:

. JUI IOMEIIEHUSI B HOMEHKJIATYPHOE JIeJI0 U TOCTOSIHHOTO XPaHEHMS;
. JUISL UCTIOJIb30BaHUS B paboTe CeKpeTapeM IIKOJIbI,
. JUIS XpaHEHUs B apXHUBE IIKOJIbI.

17.7. VI3 HOMEHKJIATYpbI JIeJT IIKOJIBI OTBETCTBEHHBIM JINIIOM O()OPMIISIOTCS BBITUCKHU JUTS
KQ)KIOr0 U3 MOAPA3IEICHAN IIKOJIBI.
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18. ®opmupoBaHue JeJ U UX Tekyllee xpaHeHue. [loAroToBka J10KyMEeHTOB U JeJI
K Mepeaye HA apXHUBHOE XpPaHEHUE

18.1. ®opmupoBanue Aen — TPYNIUPOBKA HCIOIHEHHBIX JIOKYMEHTOB B Jejia B
COOTBETCTBUH C HOMEHKJIATYpOIi JeJl IIKOJIbI U CUCTEMaTHU3allus JOKYMEHTOB BHYTPH JIeJa.

18.2. Jlena co nHs MX 3aBEJEHHS O NEpeNauyd B apXHB IIKOJbI UM HAa YHUUYTOXKECHHE
XpaHATCS [0 MECTY MX (POPMHUPOBAHUSI.

18.3. Ilpuka3pl MO  OCHOBHOW,  QJIMHHHCTPAaTUBHO-XO3SIMCTBEHHOW,  y4eOHO-
BOCIIUTATEILHON AEATEIbHOCTH IIKOJBI, TPYNIUPYIOTCS OTIACIBHO OT MPUKA30B MO JUYHOMY
COCTaBy paOOTHUKOB U IO JUYHOMY COCTaBY OO0YyYaIOIUXCS.

18.4. Tlepenucka rpynnupyercs 3a Mepuoj KaJeHIapHOTo TOAa U CHCTEMAaTU3UPYETCs B
XPOHOJIOTUYECKON MOCIIEA0BATEIHLHOCTH.

18.5. TIpoBepka HAIMYHS M COCTOSIHUS TOKYMEHTOB U JIEJ IIPOBOAMTCS MPH MEPEMEIECHUH
JeN, TpU BO3Bpare JAeN, NP PEopraHu3aldd WIM JUKBUIAIMH 00I11e00pa3oBaTeIbHOMN
OpraHu3aIuHg.

18.6. B apxuB o0mieoOpa3oBaTelpHON OpraHM3aIuy (J1ajiee - apXuB) MepeaaroTcs Jena
IIOCTOSIHHOT'0, BpeMEHHOT0 (cBbllie 10 j1eT) CPOKOB XpaHEHHUS U 110 IMYHOMY COCTaBy uepe3 3 roja
MocJie ro/1a, B KOTOPOM JOKYMEHTHI ObLITH TTOMEIICHBI B I€JI0 Ha XpaHEHHE.

18.7. Ilepenava JOKyMEHTOB B apXUB IPOU3BOIUTCS MO YTBEPIKICHHBIM OIHCSM JIE]I.

18.8. [loaroToBka JOKYMEHTOB M [l K TIepefaye Ha apXWBHOE XpaHEHHWE U Ha
YHUUYTOKCHHUE MPEyCMaTPHUBALT:

. 9KCIIEPTHU3Y LIEHHOCTU JJOKYMEHTOB;
. COCTaBJICHUE OIUCEH J1eM 10 pe3ybTaTaM SKCIIEPTU3bI UX LIEHHOCTH;
. odopmIIeHHE el
. COCTaBJICHHE aKTOB Ha YHUYTOXKEHHUE JOKYMEHTOB M € C MCTEKIIUMU CPOKaMH
XpaHEHUS.

18.9. DkcnepTH3a IIEHHOCTH JOKYMEHTOB TIIOCTOSHHOTO W BPEMEHHOTO XpaHCHHUs
OCYILECTBIISICTCSI €XKErOJHO JIMIOM (JIMIIaMH), HAa3HAYEHHbIM IPUKA30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 apXUBUPOBAHUE.

18.10. B neno nomemiaercs He 6onee 250 TUCTOB (TOMIIMHA JeTa MPU STOM COCTaBISET
He Ooisiee 4 cMm). [Ipu GonbIIOM KOMMYECTBE JOKYMEHTOB (OPMHPYIOTCS TOMa (4acTH) Jena.
BHyTpu nena JOKyMEHTBHI pacloyiaraloTcs B XPOHOJIOTMYECKOM TOpPSJIKE B COOTBETCTBUHU C
OMHKCHI0. B n1era moMemaroTest TOMBKO UCTIONHEHHBIE, TPABUIBLHO 0()OPMIICHHBIE JOKYMEHTHI.

18.11. JIokyMeHTBHl BHYTpU [ejla paclojlaraloTCsi CBEPXYy BHU3 B XPOHOJOTHYECKOM,
BOTIPOCHOJIOTHYECKOM MOCIIEIOBATEILHOCTH WM UX COUETaHWHU. PacriopsauTenbHbIe TOKYMEHTHI
IPYNIUPYIOTCS B JieNia TI0 BUAAM M XPOHOJIOTHU C OTHOCSIIUMUCS K HUM MPUIIOKEHUSMH.

18.12. JInvynbple KAPTOYKU pAOOTHUKOB (POPMHUPYIOTCS B €TI0 10 alhaBUTy (HaMILTHH.

18.13. Odopmiienue nena npeaycMaTpuBaet: opopMiIeHHE PEKBU3UTOB 00JI0KKH JEJ1a MO
YCTaHOBIICHHON (hopMe; HyMepaluio JIMCTOB B JeJie KapaHJAallOM B BEPXHEM MPaBOM YTIIY;
COCTaBJIEHUE BHYTPEHHEH ONUCH JJOKYMEHTOB Jiefia, IOAIIMBKY U neperuieT Aena. Jluct 6onpiioro
¢dbopmara, MOMMIMTHIA 32 ONWH Kpail, HyMepyeTcss Kak OJWH JINCT B NPaBOM BEPXHEM YIIIy.
JIoKyMeHTBI ¢ COOCTBEHHOI HyMmepalliel JMCTOB, B TOM YHCIIE eYaTHbIC W3/IaHMsl, HyMEpYIOTCS
B 00IIIeM MTOPSIIKE.

18.14. JlucTsl fAed, COCTOSAIIMX W3 HECKOJIBKUX TOMOB WJIM YacTed, HyMepylTcs IO
Ka)XX/IOMY TOMY WJIH 9aCTH OT/CIHHO.

18.15. Tlocne 3aBepiieHHs] HyMepalMy JIMCTOB COCTaBISIETCS 3aBEpUTENbHAs HAIUCh,
KOTOpasi pacrojlaraercs B KOHIE Jiela. 3aBepuTelibHas HaIIUCh COCTaBISETCd B Jejie Ha
OTJICJIEHOM JIMCTE- 3aBEpPHUTEIE Jena.

18.16. B 3aBepuTenbHONW HAAMMCH HUPPAMH W TPOMUCHIO YKa3bIBACTCS KOJIUYECTBO
JIMCTOB B JAHHOM JieJie. 3aBepUTENIbHAS HAAMUCH MOATMCHIBACTCS €€ COCTABUTENIEM C yKa3aHHEM
pacminpoBKU TOJMUCH, JOJDKHOCTH M JaThl cocTaBieHus. KomnumdecTBo IJHMCTOB B Jiene
IPOCTAaBISIETCS Ha 00JI0XKKE JIea B COOTBETCTBUH C UTOTOBOM HAAMKUCHIO.

18.17. PexBu3ut '"Cpok XpaHeHHUs Jeia" TEPEHOCUTCS Ha OOJIOKKY Jena u3
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COOTBETCTBYIOIIEH HOMEHKJIATYpPBhI JIeJ MOCJIE CBEPKH €ro CO CPOKOM XpaHEHHS, YKa3aHHBIM B
MEPEYHE TUIIOBBIX JIOKYMEHTOB HWIIM B MEPEYHE JOKYMEHTOB, OOPa3yIOIIUXCS B JCSATEIbHOCTH
denepanbHOro oprana, ¢ yka3aHueM CPOKOB XPaHEHHS.

18.18. Ha nenax moCTOSSHHOTO XpaHEHUS MUIIETCs: "XPpaHUTh MOCTOSHHO".

18.19. Ilpuem pnen mNPOU3BOAUTCA COTPYIHUKOM, YIOJHOMOYEHHBIM Ha BEJICHUE
JESTEIIbHOCTH apXHBa, C MPOCTABICHUEM B JBYX JK3EMIUISIPAX OMHCH I OTMETOK O HATMYUU
KaXKI0ro Jiena (Ha KaXJI0M dK3eMILIIPE OMUCH YKA3bIBAETCS KOJIMYECTBO (DAKTHUECKU MPUHATHIX
JIeJI, aTa MpueMa- mepeaadu Jell, a TakKe MOJIUCH apXUBHCTAa W COTPYJIHUKA, MEepeIaBIIero
nena.

19. 3akauuTebHbIE MOJIOKEHUS

19.1. Hacrosmee [Tonoxenue o JOKyMEHTOOOOPOTE SBISETCS JTOKAIbHBIM HOPMAaTUBHBIM
AKTOM IIIKOJIBI, YTBEPKIAeTCs (BBOJIUTCS B ICHCTBUE) MPUKA30M JTUPEKTOPA IITKOJIBI.

19.2. Bce usmeHeHus U JOTOJIHEHUs, BHOCUMBIE B HacToslee [lonoxxenue, opopmitsiroTest
B IHCHBMEHHOH (opMe B COOTBETCTBHU JICHCTBYIOIIMM 3aKOHOJAATEILCTBOM Poccuiickoit
®enepanuu.

19.3. TlonoxxeHue 0 JOKYMEHTOOOOPOTE B MIKOJE MPUHUMAETCS HAa HEONpPEIeTICHHBIN
cpok. M3menenus u nonoiaHenus k [logoxxeHnto NpuHUMalOTCA B OPSAIKE, MPEAYCMOTPEHHOM II.
19.1, macrosmiero [lonoxkeHust 0 JOKYyMEHTOO0O0pOTE.

19.4. Tlocne npunstus [lonoxxeHus o JOKyMeHTOOO0pOTe (MM U3MEHEHUH U JOTIOIHEHUN
OTJICITBHBIX ITyHKTOB M Pa3/ieJIOB) B HOBOW PENAKIUU MPEABIAYIIas PEAAKIUs aBTOMATHYCCKH
yTpayuBaeT CUIy.
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[Tpunoxenue Ne 1

IIpaBuiia opopMiieHUsI PpeKBU3UTOB 10KYMEHTOB

1. JIn®  DOArOTOBKM  JOKYMEHTOB  IPUMEHSETCS  TEKCTOBBIH  PEJaKTop,
obecrieunBaroImuii TpeOOBaHMUS IpaUIECKOr0 BOCIIPOU3BEICHUS PEKBU3UTOB JOKYMEHTA.

2.  Buasl u pa3mepsl ucnosb3yemsix mpudTos: Times New Roman - 12, 13, 14; Calibri
14 v npubnMKEHHBIE K HAM.

3. Ilpm moaroroBke TEKCTOB B TabmHMmax, Aas oOECIIeUYeHHs JydlIeld YUTaeMOCTH
JIAHHBIX, JIOIycKaeTcs mpuMeHeHue mpudros Buaa Arial, pazmepos 12,13.

4.  Jluama3oH HCIIOJIB3YEMBIX MEXIyCTPOYHBIX HHTEPBAJIOB: OT OIMHAPHOTO 10

MOy TOPHOTO.
5. AO3alHbIi OTCTYN TEKCTa TOKyMeHTa - 1,25 cMm.
6. 3aroysioBKH pa3leNoB W IOAPA3/CIOB IIEYATAIOTCA C a03al[HBIM OTCTYIIOM WU

LEHTPUPYIOTCS 110 IUUPUHE TEKCTA.
7. MHOrocTpouHble PEKBU3UTHI MEUATAIOTCS 4YEpe3 OAMH MEXKCTPOUHBIM MHTEpBal,
COCTAaBHBIC YaCTU PEKBU3UTOB OTACIISAIOTCS JOIOJIHUTEIBHBIM HHTEPBAIOM.

8. Echam JOKyMEHT TOTOBHTCSA JUIsI W3JaHUSA C YMEHBIIEHHEM Maclitada, TEeKCT
[1€4aTaeTCs Yepes ABa UHTEpBaJa.

9.  HarepBan Mexay OyKBaMH B CIIOBax - OOBIYHBIN. VIHTEpBaJI MEKIy CIIOBaMH - OJTUH
npoGer.

10. TekcT mOKyMeHTa BBIPABHHBAETCS MO HIMPHHE JHCTa (IO TPAaHHULAM JIEBOTO H
MIPABOro MOJIeH JOKYMEHTA).

11. JlnuHa caMoii ATMHHOW CTPOKH PEKBU3UTA ITPH YTIIOBOM PACIIONI0XKEHUH PEKBU3UTOB
He Oonee 7,5 cM.

12. JlnuHa camMoOW JUIMHHOW CTPOKHM PEKBU3UTA TPU MPOJOIHHOM PACMOJIOKEHHU
PEKBU3UTOB He Oonee 12 cwm.

13. Koxa ¢opmbl nokymMeHTa

Kox ¢opmbl nokyMeHTa MmpocTaBisieTcsi Ha YHU(UIMPOBAHHBIX (opMax TOKYMEHTOB B
OCHOBHOM HCII0JIb3YE€MBIX B KaJJpOBOM JIOKyMEHTO000pOoTe 1IKoJIbl. Pacnonaraercs koa popmsl B
IPaBOM BEPXHEM YTy pabodero mojsi JOKyMEeHTa, COCTOUT U3 ciioB "®opma no" (HauMeHoBaHUE
KJ1accugukaropa) 1 uudpoBoro Koja.

IIpumep - @opma no OKY/] 0301001.

14. HaumeHOBaHUWE IITKOJIbBI

HaunmeHoBaHMe HIKOJIBI JOJKHO COOTBETCTBOBATH HAMMEHOBAHMIO FOPUIMYECKOIO JINLIA,
3aKpEeIJICHHOMY B €ro y4peAMTENbHBIX NOoKyMmMeHTax (YcraBe mikoiel). Ilog HauMeHoBaHHEM
MIKOJIBI B CKOOKaX yKa3bIBA€TCSl COKpAIlEHHOE HAauMEHOBaHHE LIKOJbl. Hax HauMeHOBaHUEM
HIKOJIBI - YKa3bIBaeTCs MOJIHOE HAMMEHOBAHUE BBILIECTOSIIEH OpraHU3alnu.

15. CnpaBouHbIe JaHHBIE O IITKOJIE

CrpaBouHbI€ JTaHHBIE O IIKOJIE BKIIFOYAIOT B c€0s: MOYTOBBIN ajpec, HoMepa TenedoHa,
daxca, agpec a1eKTpoHHOU ouThl, Ko mikoib! o OKIIO (mpoctasnsercs no Obuiepoccuiickomy
Kiaccudukaropy NPEINPUATHI 51 OpraHu3aINiN ), OCHOBHOU TrOCYIapCTBEHHBIN
peructpaunonusiii Homep (OI'PH), uneHTH(UKANMOHHBIE HOMEp HAOTOIUIATEIBIITUKA/ KO
MIPUYMHBI TOCTAHOBKU Ha Hayoroselit yuer (MHH/KIIIT).

16. HaumeHoBaHME BHUJA JIOKYMEHTA

PexBu3UT ncnonb3yeTcs Ui yKa3aHUs BUJIA JOKYMEHTA U PacojlaraeTcs o peKBU3UTOM
«HaUMEHOBaHHe 0011e00pa3oBaTeIbHON OpraHuzanun». HaumMeHoBaHHE BUIa JOKYMEHTa HE
YKa3bIBa€TCs B MUCHMAX.

17. [lara gokymeHTa

JlaTtoit JoKyMeHTa SIBJIsIeTCsl laTa ero Moanucanus (Mpukas, MUCbMo, 3aIIUCKa, akT  JIp.),
YTBEp)KIACHHUS (MHCTPYKLUS, MOJIOKEHHE, NPaBUiIa, PeriJaMeHT, IUJIaH, OT4eT U JIp.), COOBbITHSA,
3a()UKCHPOBAHHOTO B IOKYMEHTE (TIPOTOKOM).
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Jlata f1OKyMeHTa MpPOCTaBISIETCSd JODKHOCTHBIM — JIMIIOM, TOJIMCHIBAIOLIUM  WJTU
YTBEPKIAOIMIMM JOKYMEHT, WM TPH PETUCTPAIlMU JOKYMEHTa, WM HEMOCPEACTBEHHO
COCTaBUTEJIEM IIPH MOJATOTOBKE TOKyMEHTa (Ci1y>keOHas 3alucKa, 3asBiieHue u 1p.). JloKyMeHTHl,
U3/]aBaeMbl€ COBMECTHO C JIPYTMMHU OpPTaHU3aIMsIMU, JOJDKHBI HIMETh OJHY (€AHHYIO) IaTy.

Haty nokymeHTa oopMIISIOT apaOCKUMU HUdpamMu B MOCIEI0BATEILHOCTH:

. JeHb MecsIa, Mmecsi, roa. JleHp mecsna U mecsal oGopMIISIIOT IBYMs IapaMu
apaOckux nudp, pa3aeneHHbBIMH TOYKOH; roJl - YeThIpbMs apabckumu nudpamu, Hampumep:
01.12.2017. Byksa "r" mocine udp He CTaBUTCS.

. npu cioBecHO-LM(ppoBoM criocobe odopmiieHus: 1aThl AEHb Mecsla yKa3bIBaeTCs
napoif apaOCckux udp, roJ 4eTeIpbMs apadckumu nuppamu, Hapumep: 12 nexadbps 2017 r.

18. PerucrpaioHHbII HOMEpP JOKYMEHTA

PerucrpanuoHHelii HOMEp JOKYMEHTa IPOCTABISAETCS B COOTBETCTBUU C CHUCTEMOM
pErucTpaluu, IPUHATOMN B IIKOJIE.

PerucrpanmoHHbelii HOMEp MPHCBAWBACTCS JOKYMEHTY TIOCIE €ro IOANHCAHHS
(YTBEpKIEHUS).

Cchplka Ha PErHCTPAlMOHHBIN HOMEpP U JaTy TOKYMEHTa

Ccbulka Ha HCXOAAIIMH HOMEpP U JaTy JOKyMEHTa ajpecaHTa BKJIIOYaeT B cebd
PETHCTPAIMOHHBIN HOMEP U JIaTy IOKyMEHTa, Ha KOTOPBIH JIOJDKEH OBITh JIaH OTBET.

19. Mecto cocraBneHus (U3/1aHus) JOKYMEHTa

MecTo cocTaBieHMs] WIM U3JaHUS JOKYMEHTa - "ropon ..." - yKka3bIBaeTcs Ha OJaHKax
MIPOTOKOJIOB M aKTOB, COCTABJISIEMBIX B IIKOJIE.

20. Aunpecar

B pexBusure "Agpecar" wuCHonb3yrOTCsS OQUIMATbHbIE HAMMEHOBAaHUS OPraHoB
TOCYJapCTBEHHOH W  WCIIOJHUTENFHOW BIACTH, OPraHOB MECTHOTO CaMOYIpaBJICHUS,
opranu3anuii. Jlomyckaercs UCIONIb30BaTh O(UIIMATHHO PUHATHIE COKPAIlIEHHBIE HANMEHOBAHUS
OpPraHOB TOCYAApPCTBEHHOW W HCIIOJHHUTEIHHON BIIACTH, OPTaHOB MECTHOTO CaMOYIIpaBIICHUS,
OpraHu3aIuu.

[Ipu agpecoBaHWM NTOKYMEHTa JODKHOCTHOMY M YAaCTHOMY JIMILy MHHUITHAIBI CTaBSITCS
nocie paMuIny.

[Ipumep - Pykosooumenio OO0 «Cmpoumenvy @Pamunus U. O.

PexBusut "anpecar" mpocTaBiseTcs B BEpXHEH MpaBoil 4acTu JOKyMeHTa (Ha OnmaHke c
YTIIOBBIM PACIOJIOKEHHEM PEKBU3UTOB) WIIM CIIpaBa MoJl pEKBU3UTAMH OJIaHKa (ITPH TPOI0JIEHOM
pacmoIoKeHUN PeKBU3UTOB OnaHka). CTpOKU pekBH3UTa "ajapecatr” BBHIPABHUBAIOTCS IO JIEBOMY
Kparo WINA HEHTPYIOTCS OTHOCUTEIIBHO CaMOU JITIMHHOMN CTPOKH.

[Ipn anmpecoBaHuu [OKyMeHTa 0€3 yKa3aHHs [OJDKHOCTHOTO JIMIIA HaWMEHOBAHUS
a/IpecaToB MUIIYTCSI B UMEHHUTEIBHOM IaJIekKe, HalpuMep:

Opeanvl cmamucmuku 2opooa Teepu

[Tpu agpecoBaHUM JTOKYMEHTa PYKOBOJIWTEINIO OpTraHW3ally HAaNMEHOBAHHE JOJDKHOCTH
yKa3bIBaeTCsl B JIaTeNbHOM TMajexe, Hanpumep: [ euwepanvhomy oupexmopy OOO «H30anue»
Damunus U.0.

[TouToBBIN azpec HE yKa3bIBae€TCA B JOKYMEHTAX, HANPABISEMBIX B BBICIIHE OPTaHbI
TOCYJapCTBEHHON  BnacTd, (enepanbHble OpraHbl  HCIOJHUTEIBHOW BIACTH M HUX
TEepPPUTOPUATHHBIE OpTaHbl, OpraHbl TOCYJAPCTBEHHON U MCHIOTHUTEIBHON BIACTH, MTOCTOSTHHBIM
KOPPECTIOH/ICHTAM.

[Ipn agpecoBaHMM THChbMa B OPraHU3AlMI0 YKa3bIBalOT €€ HAMMEHOBaHUE, 3aTeM
MOYTOBBIN aJpec, HapUMeEp:

Tocyoapcmeennoe yupescoenue Bcepoccutickutl Hay4Ho-uccie008amenbCKull UHCIMumym
O00KYMEeHmMOBeOeHUs U APXUBHO20 Oelld

IIpoghcorosnas yn., 0. 82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMeHTa (pU3MYECKOMY JIUIYy YKa3bIBAIOT (aMHIMIO U MHULIHAAIBI
MOJTydaTelsl, 3aTeM MOUTOBBIN aJpec, HapUMep:

Ilemposy U.11.
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Ilpouseoocmeennas ynu., 0. 5, ke. 12, 2. Mockea, 119633

PexBuzut "Agapecat" He HODKEH coiepxkaTh Oolee deThipex agpecaroB. Cioso "Komms"
nepea BTOPhIM, TPEThUM, YETBEPTHIM aJipecaTaMu He yKasbiBaeTcs. [Ipu uncne agpecaroB 6osee
4-X COCTaBIISIETCS CITUCOK PACCHUIKH JJOKYMEHTA.

Ecnm 1oKkyMeHT OTIpaBisieTCs B HECKOJIBKO OJTHOPOIHBIX OPTaHU3aAIMi UM B HECKOJIBKO
CTPYKTYPHBIX TOJpa3elieHui OpraHa WCIOJHUTEIBLHOW BIACTH, TO OHHU YKa3bIBAIOTCS
000011IeHHO.

IIpumep:

Pyxosooumensm yupescoenuii CI10

20. I pud yrBepKIeHHUSI JOKYMEHTA

I' pud yrBepkIeHHsI MPOCTABISIETCS B MPAaBOM BepxHEM Yriay JokymeHTa. CTpoOKHu
PEKBHU3HUTA BEIPABHUBAIOTCS 110 JIEBOMY KPAIO WM IIEHTPUPYIOTCS OTHOCUTEIILHO CaMOH JTHHHON
CTpOoKU. JIOKyMEHT yTBep>KOaeTcsi AOKHOCTHBIM JUIOM (JIOJDKHOCTHBIMH JIMIIAMHU) WJIH
pactopsANTEILHBIM JOKYMEHTOM (ITOCTAHOBJICHHEM, PEIICHUEM, IIPUKA30M, PACTIOPSIKEHUEM ).

[Ipu yTBepx)AeHUH AOKYMEHTa AODKHOCTHBIM JIMIOM Tpu( YTBEpXKIEHUS IOJKEH
cocroarh u3 cnoBa YTBEPXJIAIO (6Ge3 kaBbluek), HaMMEHOBAaHUSA JOJKHOCTH JIWIIA,

YTBEPKAAIOIIETO JOKYMEHT, €ro MONICH, HHUIMATIOB, (haMUINK U JaThl yTBepkaeHus. [Ipumep:

VYTBEPJIAIO

Jupexmop

MBOY «lllkona Ne 144 2opooa [{oneyxa»

U. O. ©amunus

21. Jlara

[Ipu yTBepKIeHUM [TOKYMEHTa HECKOJBKUMH JIOJDKHOCTHBIMHM JIMIAMH HMX MOJIUCH
pacrojararTcs Ha OJJHOM YPOBHE.

[Ipu yTBepkIeHUU AOKYMEHTa PaCHOPSIUTENBHBIM JOKYMEHTOM Tpu( yTBEpKICHHS
cocroutr w3 cioB YTBEPXJIEH (YTBEPXIEHO, YTBEPXIEHbBI, YTBEPXJEHA),
COTJIACOBAaHHOTO C HaWMEHOBAHHEM BHA YTBEPXKIaeMOT0 IOKYMEHTa, HAaWMEHOBAHHS BHUIA
JIOKYMEHTa B TBOPUTEJIBHOM MaJieXke, ero AaThl, HOMEpA.

IIpumep:

VTBEP)KJI[EHO

npuxazom MBOY Llkona Ne 1238 om 01.03.2020 Ne57

22. 3aroJioBOK K TEKCTY

3arojoBOK K TEKCTY - KpaTKO€ COAEpKaHWE JOKYMEHTa. 3arojoBOK K TEKCTy IpHUKa3a
dopmynupyercs ¢ npemyiorom "O" ("O06") u oTBevaer Ha Bomnpoc "o yem?"):

*npuka3s (0 ueM?) 0 CO3/JaHU1 KOMHCCHH;

*nipuKa3 (0 yeM?) 00 yTBEp>KIACHUH IITATHOTO PACIIUCAHUS;

*IUCHMO (0 ueM?) 0 TpeJoCTaBIeHUN HHPOPMAIIHH.

3aroyioBoOK K T€KCTy 0hopMIIsieTCs O/l peKBU3UTaMH OJIaHKa CiieBa, OT TPaHUIIbI JIEBOTO
nosisi. HanmeHnoBanwue (3aroyioBok) aub0 aHHOTAIMs TOKYMEHTa COCTaBIISIETCS] aBTOPOM MPOEKTa
JIOKYMEHTA. 3arojI0BOK K TEKCTY MOKET HE COCTaBIATHCS, €CIIM 00bEeM JOKYMEHTA He MPEBbIIIAET
4-5 cTpok.

23. TekcT IOKyMeHTa

JlokyMeHTBI 00111e00pa30BaTEeIbHON OpraHU3aIi COCTABIISIFOTCS Ha TOCYJapCTBEHHOM
sa3b1ke Poccuiickoit denepanuu - pycCKOM.

TekcT DOKyMEHTa MOXET CoAepX aTh pa3felbl, MOAPA3AENbl, IMYHKTHI, MOIITYHKTHI,
HyMepyeMble apaOcKkuMu 1udpamu.

B mpukazax TeKCT MOKyMEHTa H3JaraloT OT MEPBOrO JHUIAa €AMHCTBEHHOTO YHCIa
(«TIpuKa3bIBAIOY)

B nokyMeHTax KOJJIETHadbHBIX M COBEHIATENBHBIX OpraHax oOT TPEThEro JIHIA
€MHCTBEHHOTI 0 4Kcia: («cobpaHue... pemnioy») TekcT mpoTokoia u3naraeTcsi OT TPEThETo JUIa
MHO>KECTBEHHOTO YUCIA («CIYIIATN», «BBICTYITUIY, «IIOCTAHOBUIIID, «PEIIHIINY),

B coBMeCTHBIX TOKYMEHTax TEKCT M3JIaraioT OT MEPBOro JUIa MHOKECTBEHHOI'O YHca:
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(«TIpUKa3bIBAEMY, «PEIIIHIIN ),

B nenoBbIx (Ciry:keOHBIX) MUCbMAaX HCIIONB3YIOTCS (POPMBI M3JI0KCHHUS:

*OT MEPBOroO JIMIa MHOXECTBEHHOI'O 4HCia («IIPOCUM HANpaBUThY, MPEACTABIAEM Ha
PacCMOTpPEHHEY);

OT TPEThEro JIMIa eAMHCTBEHHOTO uucia («Aamunucrpamuss MBOY «lllkona Ne 144
eopooa [loneyka» HE BO3PAKACT);

*OT MEpPBOT0 JUIA EIUHCTBEHHOIO 4YHCIa («CUYUTAI0 HEOOXOIHMMBIMY, «IpeiJiararo
paccMOTPETHY).

[Ipu ynorpebseHuu B TekcTe (haMuiInil UL HHULUAJIBI YKA3bIBAIOTCS TOcTe paMIIINU.

B nenoBbIx (CiTy’keOHBIX) MUCbMaX MOTYT UCIIOJB30BAThCS:

- BCTYIOUTENIbHOE O0pallleHue:

VYBaxkaemblii rocnioguH MBanos!

VYBaxkaemast rocnioxka [lerpona!

YBaxaewmsiit Hukomnaii I[lerpoBuy!

VYBaxaemast Onbra HukosaeBHa!

YBaxkaemble rocrozal

B oOpaienuu no 10KHOCTH HAMMEHOBAHUE JOKHOCTH MUILETCS ¢ MPOMUCHON OYKBBI,
B oOpareHuy 1o (haMuIMy HHALIAAIBI JINIA HE YKa3bIBAIOTCS.

- 3aKJII0YMTeNIbHas dTUKeTHad (paza: C yBaKEHHEM, ...

CrtpaHulbl TOKYMEHTAa HyMEPYIOTCS, HAUWHAsi CO BTOPOTO JIUCTa JTOKYMEHTa apabCKuMu
nudpamu nocepeiHe BEPXHEro Mmosl.

TexkcT MOKyMEHTa OTHENSETCSs OT 3arojioBKa ABYMSI WM TPEMsl MEXKIYyCTPOYHBIMU
WHTEpPBaJlaMH, UCIIOJIb3yEMbIMH B TEKCTE.

24. Or1MeTKa 0 IPWIOKEHUHU

OTMeTKa O TPHIOKEHUU HCIONb3yeTcs Mpu OGOPMIICHHH THCEM M MPHIOKEHUH K
rJIaHaMm, MporpaMmam, OT4eTaMm, MOJOKEHHIM, MPaBUIIaM, UHCTPYKIUSM U IPYTUM JJOKYMEHTaM.

B nmuceMax oTmeTka 0 HMpUIOKEHUH O(OPMIISETCS MO TEKCTOM MHUChMa Ha PacCTOSIHUU
1,25 cm ot rpanuibl jieBoro noiig. Ecinu mpunoxeHne Ha3BaHO B TEKCTE MHUCHhMa, B OTMETKE O
MPUIOKEHUN YKa3bIBAE€TCS KOJMYECTBO JIMCTOB M KOJUYECTBO HK3EMIUISIPOB MPHIIOKEHUS,
Harpumep:

Ipunoowcenue: na 3 1. 6 1 7x3.

[Ipy HAMMYUM HECKOJIBKUX MPHUIOKEHUN, B OTMETKE O MPHUJIOKEHUH OHH HYMEPYIOTCH,
YKa3bIBalOTCS HAWMEHOBAHMS KaXKJ0r0 MPUIOKEHHUSA, KOJIMYECTBO JIMCTOB U KOJIMYECTBO
AK3EMIUISIPOB, HAIIPUMED:

Ipunoocenue:
1. Ilnau-epagux... na 3 1. 6 2 3K3.
2.  Cnpaska o noomeaepacoenuu pakma odoyuenus... Ha 1 1. 6 1 k3.

Ecimm mpunokeHuss cOpOITIOPOBAaHBI, TO KOJHMYECTBO JINCTOB HE YKa3biBaeTcs. Eciu
MPUJIOKEHNE HAMPABJISAIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJipeca, TO OTMETKY O €ro HalInIuH
0hOPMIIAIOT CIIETYIONTUM 00pa3oM, HaITpuMeED:

Ipunooscenue: na 3 1. 6 1 9k3. MoabKO 6 nepawiii aopec.

Ha mnpunoxeHusXx K mpaBuiIaM, HWHCTPYKIUSM, ITOJOXCHHSAM, IUTAHAM, MPOTPaMMaM,
JIOTOBOpaM U JAPYTUM JOKYMEHTaM OTMETKa O MPHIIOKEHHWU MPOCTABIISETCS HA MEPBOM JIUCTE
TIPHJIOKEHUS B TIPABOM BEPXHEM YTITY.

Ecnu mpunoxxeHue onHO, OHO He HyMmepyeTcs. Eciu mpuinoxeHHil HECKOIbKO, OHU
HYMEPYIOTCS (MpUitokeHue 1, mpritoxeHue 2).

B Tekcte mokymMeHTa MpH TEPBOM YIMOMHUHAHUU JOKYMEHTA-MPUIOKEHHS B CKOOKax
yKa3bIBaeTCS: ... (TMpWIOKEHHE) Wi ... (IpwiokeHue 1); mepen HOMEPOM MPHIIOKEHUS
JIOIyCKAETCsl CTAaBUTh 3HAK HOMepa: ... (mpuioxenneN2);

B oTmeTKe 0 npuIokKeHNH yKa3bIBa€TCsd HaMMEHOBaHUE BUa OCHOBHOIO JOKYMEHTA, €ro
JaTa U HOMep, HarmpuMep:

Ipunooicenue Ne 2 k npuxasy MBOY «lllxona Ne 144 2opooa [{oneyxa» om 08.06.2017 Ne
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67 " Ecimu mpuiokeHHEM K TOKYMEHTY (Hampumep, K TPHUKa3zy) SIBISETCS YTBEPKIACMBIN
JIOKYMEHT, (MOJOXKE€HUEe, MpPaBUIa, WHCTPYKIHUS, PETJaMEHT U Jip.) B BEPXHEM MPABOM YIIIy
MIPOCTABIISIETCS OTMETKA O MPUIIOKEHUH, HIKE — TpU( yTBEpKACHUS, HAIIPUMED:

Ipunosxcenue

VTBEP)K/IEHO

npuxazom MBOY «lllxonraNe 144 copooa [loneyxa» om 08.06.2017 Ne 67

Buna u pasmep mpudra pexpusura "OTMETKA 0 MPUIOKEHUH" JOHKEH COOTBETCTBOBATh
BUTY U

pa3Mepy mipudTa TeKCTa T0KyMEHTA.

25. TI'pud cornacoBanus qokyMeHTa

I'puc cornacoBanus JOKyMEHTa UCIIOJIb3YETCS MIPHU COTIACOBAHUU JOKYMEHTA C OpraHaMu
BJIACTH, OpraHU3alUsAMU WIM  JOJDKHOCTHBIMM  Juuamu. OH  cOCTOMT U3  clloBa
“COI'TACOBAHO”, nmomKHOCTM JHIlAa, KOTOPHIM COTJIaCOBaH JOKYMEHT  (BKIOYas
HAUMEHOBAHHWE OpraHW3alliu), JUYHOH TOJIUCH, pacIIM(PpPOBKH MMOANMHUCH (MHUIHAJIOB,
(dhaMUIIMK) ¥ 1aThl COTJIAaCOBAHUS.

[Ipumep:

COIJTIACOBAHO

Lupexmop MBOY «lllxona Ne 144 2opooa Jloneyxay

I'.B. llapmanckas

01.12.2023

I'pu¢d cormacoBanuss B 3aBUCHUMOCTH OT BHAA JOKYMEHTa M OCOOEHHOCTEH ero
0hOpMIIEHUSI MOXKET ITPOCTABIISATHCS:

*Ha TIEPBOM JIMCTE JOKYMEHTA (€CIU JOKYMEHT UMEET TUTYJbHBIN JIUCT, - HA TUTYJIbHOM
JUCTE) B JIEBOM BEPXHEM YIJIy Ha YpOBHE rpuda yTBEpKICHHUS WIH TOJ HANMEHOBAaHUEM
JIOKYMEHTa OJMkKe K HIDKHEMY TI0JTI0);

*Ha [OCJIETHEM JIUCTE IOKYMEHTA MO/l TEKCTOM;

*Ha JTUCTE COTIACOBAHMUS, SBISIOMIEMCS HEOTHEMIIEMOM YacThIO TOKYMEHTA.

BuemHee corjacoBaHue Tak)Ke MOXET OBITh OCYIIECTBIEHO JPYTMM JOKYMEHTOM -
MUCHEMOM, TPOTOKOJIOM, IPHUKA30M.

[Tpumep:

COI'JIACOBAHO npukazom /[OzMom 01.07.2017 Ne 01-01/54

26. Buwuza

CornacoBaHue MpoeKTa JOKYMEHTa opopMIIIeTCs: BU3OH.

Bu3sa npocrapnsieTcss COOCTBEHHOPYYHO JIMIIOM, BUSUPYIOLUIUM JIOKYMEHT, M BKJIIOYAET B
ce0st HAMMEHOBAaHKE JIOJDKHOCTH BU3HPYIOIIETO, €r0 JMYHYIO MOAMNKCH, PACIIH(PPOBKY MOIITUCH
(uHMLIMAMBL, GAMUIINIO) U ATy .

IIpumep:

3amecmumens oupekmopa

H. O. Pamunusa

03.03.2023

JlommyckaeTcsi MOIMCTHOE BU3UPOBAHKUE JOKYMEHTA M €T0 MPHUIIOKESHUH.

[Ipn Haymumm 3aMeyaHuM, JONOJHEHHW K TNPOEKTY JOKYMEHTAa BH3a JONOJHAETCA
COOTBETCTBYIOIIUM YKa3aHUEM.

JI1st AOKyMeHTa, TOJJTMHHUK KOTOPOTO OTIIPABJISIOT M3 IIKOJIBI, BU3BI POCTABIISIFOTCS HA
IK3EMILISIpaxX JOKYMEHTOB, IOMEIIAEMbIX B JEIO.

Jlis  1OKyMeHTa, MOJIMHHUK KOTOPOTO OCTaeTcs B UIKOJIE, BU3BI COIJIACOBAHUS
MIPOCTABJISIFOTCS HA 000POTE MOCIIEAHETO JINCTA MOITMHHUKA JOKYMEHTA WM Ha TIOCTICTHEM JTUCTE
JIOKYMEHTa MOJI TIOJIMHUCHIO.

27. Hoamwuck

[loanuck BKJIIOYAET: HAUMEHOBAaHUE AOHKHOCTH JIMIA, MOMAMUCABUIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIHIChH; pacIMPpPOBKY MoanucH (MHULMAIBL, pamuus): [Tpumep:

Jlupexmop nuunas noonucoe M. O. @amunus
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Ecnu noxkymeHT odopmieH He Ha OnaHKe, B HAUMEHOBAHUE JOJDKHOCTU BKJIIOYAETCS
HAaUMEHOBaHHE 00IIe00pa30BaTeIHLHON OpraHu3anuy (TI0JHOE Ha3BaHUE MIKOJIb). JlomyckaeTcs B
pexBuszute "[loAnuch MOMKHOCTHOTO JHIA" LEHTPUPOBATH HAUMEHOBAHME JIOJDKHOCTU JIMIIA,
MOAMKUCABIIET0 JOKYMEHT, OTHOCUTEJIBHO CaMOM JJIMHHOW CTPOKH.

[Ipy mnoamucaHuu JOKYMEHTa HECKOJbKHUMH JOJDKHOCTHBIMHU JIMIIAMH  Pa3HBIX
JOJDKHOCTEHM WX TMOAMMCH pacrlojiaraloT OAHY TMOJ Jpyroidl B MOCIEAOBATEIILHOCTH,
COOTBETCTBYIOIIEH HEPAPXUH 3aHUMAEMOI TOJKHOCTH.

IIpumep:

Jlupexmop nuunas noonuco 1. O. .

3amecmumens oupexmopa auynas noonucsy 1. O. @.

[Ipu nmoanucaHuy JOKyMEHTa HECKOJIbKUMH JIMIIAMUA PABHBIX JOJKHOCTEH WX MOJIMUCH
pacrosararoT Ha OJJHOM ypOBHE.

B nokymeHTax, COCTaBJICHHBIX KOMHCCHEW, YKa3bIBAeTCsl CTATyC JIMIA B COCTaBe
KOMHCCHH: TIPOCTABIIEHUEM KOCOM YepThI Mepe]l HAMMEHOBAHUEM JIOJKHOCTH (H00aBIsATh KaKue-
00 MPUCTABKH ).

Ecnan nupekTop MIKOJBI WM WHOE YIOJHOMOYEHHOE Ha MOANMHCAHUE JTOKYMEHTa JIUII0
BPEMEHHO OTCYTCTBYeT (OTHYyCK, O0OJe3Hb, KOMaHAMPOBKA) WM JODKHOCTh BaKaHTHA, TO
JIOKYMEHT TOJIIKUCHIBAET COTPYAHUK, YIMOJTHOMOYEHHBIM HAa TMOANHCAHUE B COOTBETCTBUMU C
pacmopsiAUTENbHBIM  JIOKYMEHTOM HJIM  HAJICJICHHBI IOJIHOMOYHUSIMH, YCTaHOBJICHHBIMU
MPUKa30M IIKOJIbl Wik yupeautens (JJOrM), ¢ ykazanuem cBO€W JOKHOCTH U MOJHOMOYHS,
HaIpuMep:

3amecmumens oupekmopa noonucv M. O. @amunus Mn:

HUcnonuarowuil obsazannocmu oupekmopa noonuce M.0. @amunus WA U.0. Oupexmopa
noonucev U.0. @amunus

PexBuzut "llognuchk AOMKHOCTHOTO JHIA" MOXKET ObITh 0pOopMIIeH COOCTBEHHOPYYHO
aBTOPOM JIOKyMEHTa (HampuMmep, MpU HAMHUCAHUM CIYy)KEOHOW 3amucKu 0e3 NPUMEHEHHs
TEXHUUYECKUX CPEACTB) MO0 0(pOpMIIEH C HCTIOIH30BAHHEM TEXHHUECKUX CPEJICTB.

B cnyuae odopmiienust pexuzuta "[loanuck MTOKHOCTHOTO JUIA" C MCMOIH30BAaHUEM
TEXHUUYECKUX CPEACTB BHUJ U pa3Mep MpUuTa YKa3aHHOTO PEKBU3UTA HE MOXKET OTJIMYATHhCS OT
BHJIa U pa3Mepa mpudTa OCHOBHOTO TEKCTA TOKYMEHTA.

PexBuzut "lloanuchk MOMKHOCTHOTO JUIA" OTAENSAETCS OT TEKCTa TPEeMs WM YeTHIPhMS
OJIMHAPHBIMU MEXTyCTPOUYHBIMH HHTESPBAIIAMH.

28. Ileyartpb

[TeuaTs siBAsIETCS CIOCOOOM TTOATBEPIKIACHUS TOTMHHOCTH TIOIMUCH JOHKHOCTHOTO JIUIIA
Ha JokymeHTe. Iledarp craBUTCS Ha JOKYMEHTaX B CIydYasX, MPEIyCMOTPEHHBIX
3aKOHO/IATEIHLHBIMU W WHBIMH HOPMATHBHBIMH ITPABOBBIMH AKTAMHU.

[Teyats craBuTCS Ha CBOOOJAHOM OT TEKCTa MECTE, MPU OTOM OTTUCK Me4YaTH HeE
3aXBaThIBACT JIMYHOW TOJIMHUCH JTOJDKHOCTHOTO JIMIIA, TOAMMCABIIETO TOKYMEHT, WJIH B MECTe,
ob6o3nageHHOM «MID» («MecTo nedatny),

B nokxymenTax, moAroTOBJICHHBIX Ha OCHOBE YHU(MUIIMPOBAHHBIX (OPM, I€YaTh CTABUTCS
B MecTe, 0003HauYeHHOM oTMeTKoi "MII" wiu uabiM 06pazom.

29. OrMeTKa 00 HCIIOTHUTETE

OtmeTka 00 ucnomHuTENne (aBTOpPE) JOKYMEHTa MPOCTaBISETCS HAa MHCbMAax IIKOJBI B
JIEBOM HWIKHEM YTy JIUIIEBOM CTOPOHBI MOCIEAHETO JUCTA JOKYMEHTA OT TPAHUIIbI JICBOTO TIOJIS
WM, TIPA OTCYTCTBUU MECTa, - Ha 000POTHOI CTOPOHE BHU3Y CJIEBA.

OtmeTka BKIIOYaeT (paMHUIIUIO, UMS, OTYECTBO HCIIOJIHUTENS U HOMEp ero tenedoHa, a
TakKe OTMETKa 00 WCIOTHUTENE MOXKET JOMOJNHATHCS HAaWMEHOBAaHHEM JODKHOCTH U
AIIEKTPOHHBIM aJPECOM HUCIIOJIHUTESL.

IIpumep:

Hsanoe Uean Hseanosuu, cneyuanucm no oxpane mpyoa

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

30. OrmMmeTKa 0 3aBEpEHUU KOIUU
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Jlis TOATBEp>KIEHUS COOTBETCTBUSL KOMHUU (BBIMUCKU M3 JOKYMEHTA) MOATUHHUKY
JIOKYMEHTa Ha IIOCJIEHEM JIMCTE KONUU (BBIIMCKU U3 TOKyMEHTa) noj pexksusutoM "[loanuce”
odopmitsiercs peKBU3UT «OTMETKA O 3aBEPEHUU KOTTHM.

OTmeTKa 0 3aBEpeHMM KONMM BKJIOYAET: cloBO «BepHo», HauMeHOBaHME JNOJIKHOCTH
JUIa, 3aBEPUBIIETO KOMHUIO, COOCTBEHHOPYUHYIO MOAMKUCH, paciu(POBKY MOANUCH (MHUIIHAIIBL,
damunuio), naTy 3aBepeHHst KOMH JOKYMEHTA.

PexkBusutr «OTMeTKa O 3aBEpEeHUU KOMHUM» MOXKET ObITh odopmiieHa OT PyKU WU C
MCIIOJIb30BaHUEM ILITAMIIA.

JlormyckaeTcst 3aBepsITh KaXKIblii TUCT MHOTOCTPAaHUYHON KOIIMH JIOKYMEHTA.

31. OrMmeTKa 0 MOCTYIJICHUH JOKYMEHTA

OTMeTKa O MOCTYIJICHUH JTIOKYMEHTa COAEPIKHUT BXOMASIIUN PETUCTPALMOHHBIA HOMEP U
JlaTy NOCTYIUIEHHs JOKYMEHTa. JlomyckaeTcs yKa3aHue 4acoB U MUHYT IIOCTYIUIEHUS JOKYMEHTA
C 3aBEpPEHHEM IMOANUCAMU 3aMHTEPECOBAHHBIX JIUII.

OTMmeTKa 0 NOCTYIUIEHUU JOKYMEHTa MOXKET IIPOCTABIIATHCS C UCIIOIb30BAaHUEM LITAMIIA.

32. Pesomonus

Pe3omtonust conepKuT yka3zaHUE [0 HCHOJHEHHIO JoKyMeHTa. OHa odopmiisercs Ha
CcBOOOAHOM MecTe pabovero moss JOKyMeHTa.

Pezomonust BrimtowaeT B cels: (haMUINIO, MHUIUMAIBI HUCIIOIHUTENS (MCIIOTHUTENEH),
Mopy4YeHue Mo JOKYMEHTY, MOJANKCH aBTOPa PE30IOLUU U 1aTy 0hOPMIICHHS PE30TIOIIHH.

Pe3omtonus, 1o yCMOTPEHUIO JINLIA, TAIOLIEro MOPYUYEHHE, MOKET BKIIIOUYATh B CE0sI TAKKe
CPOK HCIIOJIHEHUS JOKYMEHTA.




