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Hucrpykuus
M0 1eJI0NPOH3BOACTBY

1. O6mue mooxKeHHs:

1.1. Hacrosmas MHCTpyKIMsS 1O JeNONPOHM3BOACTBY B INKOJIE pa3paboTaHa B COOTBETCTBHH C
®enepanbHBIM 3aK0HOM 0T 29.12.2012 Ne 273-@3 "O6 obpazosannu B Poccuiickoit Genepariin’ B
penakuuu ot 5 nexadpsa 2022 roga, I'OCT P 7.0.97-2016 «Cuctema ctanaapTos 1o HH(GOpMaIuH,
OMOIMOTEUHOMY M HM37aTeNbCKOMY ey, «OpraHu3aluoOHHO-PACTIOpSIMTENbHAS TOKYMEHTALIHS.
TpeOosanus K OQOpPMIEHHIO JOKYMEHTOB», a Takxke YCTaBom 0011e06pa3oBaTenbHOi
OpraHM3alli¥d ¥ JIPYTHMH HOPMATHBHLIMH IIpaBOBBIMHM aktamu Poccumiickoii  ®Denepanuu,
perIaMeHTHPYIOLIMMH JeSITEIEHOCTE 0011e00pa3oBaTe/IbHbIX OpraHu3auii.

1.2. Jlannas WHCTPYKIHS MO JENONpPOU3BOACTBY B WIKoje (nanee - MHCTpykums) o6o3Hayaer
TMpaBHla MOATOTOBKH M OGOpPMIIEHHS JOKYMEHTOB B 00Ieo0pa3oBaTebHON OpraHu3alui,
onpeenseT CTaHAapTel OGOpPMIEHHS PEKBU3HUTOB, OIaHKOB JOKYMEHTOB, COCTABIEHHS IPUKA30B,
TOJIOKECHUH MHCTPYKIMH, a TaKXKe periaMeHTHpyeT GopMHPOBAHHE Je/l U HX TEeKyIlee XpaHeHHe,
[IOArOTOBKY JOKYMEHTOB H JIeJl K Iepelade Ha apXMBHOE XpaHeHHe B 00meoOpa3oBaTebHOMH
OpraHHu3alIHH.

1.3. MHCTpyKIMS 110 /1e7I0NPOU3BOICTBY pa3paboTaHa B LEJIAX yCTAHOBICHUS eMHBIX TpeGoBaHHmii
K TIOAroTOBKe, 00pabOTKe, XpaHEHHIO H HCIOJb30BaHHIO OOpa3yOUIMXCs B AEATEIbHOCTH
001e00pa3oBaTeNbHOM OpPraHW3alMHd M [OCTYNAIONIMX B IIKOJY JIOKYMEHTOB, a TaKKe
COBEPIICHCTBOBAHMSI M TOBBIIECHHS (P(YEKTHBHOCTH IENONPOH3BOACTBA 001e06pa3oBaTeIbHOM
OpraHu3aluy.

1.4. Tlonoxkenust MHCTpyKIMM pacHpoCTPaHSIOTCS HA OpPraHM3allkio paboThl ¢ JOKYMEHTAMH
HE33aBHCUMO OT BHM/JA HOCHTES, B TOM YHCJIE C 9JIEKTPOHHBIMH JOKYMEHTAMH, BKIIOUas
MOATOTOBKY, 00pabOTKy, XpaHGHHEe M HCIIONb30BAHHE JIOKYMEHTOB, OCYINECTBISEMBIMH C
[OMOIIBIO HHPOPMAIIMOHHBIX TEXHOJIOTHIA.

1.5, Opranusanuio, MeTOIMYECKOE PYKOBOJCTBO, COBEPIIEHCTBOBAHME JIEJIOINPOM3BOIACTBA M
KOHTPOIIb 32 COOMIOACHHEM HacTosimed VHCTPYKIHMH B [IKOJIE€ OCYILIECTBISET OTBETCTBEHHBIH 3a
BeJIEHHE JICJIONPOU3BO/ICTRA.

1.6. ITlpaa u o6s3aHHOCTH PaGOTHHKOB, OCYMIECTBISIOMMX pabOTY C JOKYMEHTAMH B
CTPYKTYPHBIX ~ HOZApa3Je/ieHHsX  00IeoOpa3oBaTeIbHOH  OpraHH3alMH, YCTAHABIMBAIOTCS
JOKHOCTHBIMH HHCTPYKIIMSAMH HJTH TIPHKA30M JTHPEKTOPA.



1.7. Coeacums. cozepaanmiccs B JOKYMEHTAaX, MOIYT OBIThH HCIOTB30BAHBI TONLKO B pado4nx
HCISX B COOTBETCTBHH C NMOMHOMOYHSMH COTPYIHHKA, pafoTarollero ¢ JoKymeHTamH. Padota ¢
SOEYMCHTaMH BHC NOMCIICHHHA WIKOTHI He Jomyckaercs. IIpu yTpaTe NOKYMEHTOB NpOBOIHTCH
CayacOHas NpoBEpKa.

I8 Tlpm yxoze B oTmyck, mepeBoie (mepeMelieHHH) IO paboTe MIM B ciydae YBOTbHEHHS
COTPYIEWK 00#3aH mNepeaTh BCEe HAXOISIUHECS Y HETO JIOKYMEHTHI HHOMY COTDYIHHKY,
ONPEICACHHOMY B COOTBETCTBHMH C YKA3aHHEM HEIOCPEICTBEHHOTO PYKOBOIMTEIN YBOJIBHSAEMOTO,
YXOARMIETO B OTIYCK WA NIEPEBO/IAIIETOCS (I€PEMEMAEMOro) 110 paboTe COTPYIHHKA.

1.9. MacTpykuus obs3atenbHa 11 COOIONEHHS BCEMH paboTHHKaMH KOl BHOBL npunsThHIe Ha
paboTy COTPYIHHKH, B JOJKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOIHT BEACHHE JOKYMEHTAIHH, B
TeueHHE TPEX paboUnX IHEH CO JHA M3NaHUs NPUKA3a O HA3HAYCHHH Ha JOTKHOCTD IOKHEL GBITE
O3HaKOMJIEHBI ¢ HacTosimeH MHCTpyKImei nmox moanuce.

2. llpaBu/1a MOATOTOBKH H 0hopM/ICHHS JAOKYMEHTOB

2.1. B JeqATeNBHOCTH IIKOIBI CO3ZAETCH  KOMILICKC OPraHM3allMOHHO  PACIIOPSAAHTEILHBIX
AOKYMCHTOB: IPHKa3bl, MOJIOKEHUS, IPABHIIA, HHCTPYKIIMH, PErIaAMEHTBI; TPOTOKOIEI 3aceqaHHuii
(COBEIIATeIbHBIX, KOOPAHHAIIMOHHBIX, OKCIEPTHBIX M Jp. OpraHoB), aKThl, AHAIHTHYECKHE
CMPaBKH, JIOKTAamHBIE U CTyKeOHbIE 3alHCKH, JOTOBOPHI (KOHTPAKThI, COTTAIIEHHS), JIeT0BAs
(cyxeOHas) mepenucka W Jp. COCTABJISIOTCH U 0OPMIIAIOTCS  CIIELHAIbHBIE TOKYMEHTBI,
CBA3AHHBIC — C  IUTAHAPOBAHMEM  00pa3OBaTENbHOH  JEATENBHOCTM M OCYLIECTBJICHHEM
XO3AHCTBEHHBIX ~MEPONPHATH, BeJEHHEM Y4yeGHO-TIEIArOrHYecKOro ydyeTa, oOpraHuzaidei
ACJIONPOH3BO/ICTBA 001Ie00pa3oBaTe/IbHON OpPraHU3aIHi, 0becIedeHHeM OyXraaTepckoro yuera.
2.2. JIoKyMeHTBI MOTYT CcO31aBaThes Ha OYMaXHOM HOCHTelle W B 31eKTPOHHOM dbopme ¢
COOJIIO/IEHHEM YCTaHOBJICHHBIX MPaBHI 0pOPMICHHS nokyMeHTOB. lIpu co3manum moxymenra Ha
ABYX H 00JIee CTPAHHIAX BTOPYIO H MOCTEAYIOLIHE CTPaHHMIbl HYMEPYIOT.

2.3. Homepa cTpaHHIl NPOCTaBISIOTCS MOCEPE/THHE BCPXHEro TOJA JJOKYMEHTA Ha PACCTOSIHHH He
menee 10 MM OT BepxHero kpas mmcra. JlomyckaeTcs co3maHue IOKYMEHTOB Ha JIMIEBOH H
00OpOTHOH CTOpOHAX JTHCTA.

2.4. [Ipu 1BYCTOPOHHEM CO3/IaHHH JTOKYMEHTOR LIHpHHA JICBOT'O I0JIs HA JHILIEBOM CTOPOHE JIHCTA
H TPaBOro Mojis Ha 000POTHOH CTOPOHE JIHCTA JIOKHEI OBITH PABHEL

3. PeKBH3HTBI 10KYMEHTOB
3.1. Jlas peKBH3UTOB JIOKYMEHTOB, CO3JaBAEMBIX B 001eobpa3oBaTenbHON  Opranu3arm,
YCTaHaBIUBAKOTCA IpaBHiIa U TpeboBaHUS B cootBeTcTBUE ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBH3HTOB KOHKPETHOTO JAOKYMEHTA ONpPEAEIAETCS €r0 BUAOM U Ha3HAUSHHEM.
3.3. Ilpu moarotoBke u oQOPMIEHMH IOKYMEHTOB B IIKOJIE UCIIOJIB3YIOTCS.  CIIE/YHOIIHE
PEKBU3UTHI:

e  KozI GOpMBI TOKYMEHTA;

* HAMMEHOBAHHE LIKOJIbI;

* CHPaBOYHBIE JAHHEIE O LIKOJIE,

* HAaUMEHOBAaHHE BH/A JTOKYMEHTA;

e JlaTa JIOKyMEHTA;

*  DPETHCTPALMOHHBIA HOMED JOKYMEHTA;

* CCBUIKA HA PErMCTPALMOHHBIN HOMEp H IaTy JIOKYMEHTA;

® MECTO COCTaBJICHMS (M3/aHHs) JOKYMEHTA;

e ajpecar;

* rpu( yTBEpPKICHHS JOKYMEHTA,

®  3aroJI0BOK K TEKCTY;

* TEKCT JOKYMEHTAa;

* OTMETKA O NMPHIIOKEHHH;

* Ipu( corracoBaHus JOKYMEHTA;

e BU3a:



e TIOIMHCH:

e OTMeTKa 00 37IeKTPOHHOMH MOANHCH;
e [I€YaTh;
e OTMETKa 00 HCIOIHHTEIE;
s OTMETKA O 3aB€PEHHUH KOIHH;
e OTMETKA O MMOCTYIUIEHHH JOKYMEHTa;
e  PE30IIIOLHA.

4. BIaHKH J0KYMEHTOB
4.1. JIoKyMeHTBI, CO3/1aBaeMbie B 0011e00pazoBaTeIbHOH OpraHu3aiyu, oGopMIIAIOTCS Ha D1aHKax,
H3rOTOBIEHHBIX Ha CTAHIAPTHBIX JiucTax Oymaru ¢popmaroB A4 (210x297 mm) 1 AS (148x210 mm).
OtnenbHble BHIBl  JOKYMEHTOB (TAbJMIBI, CXEMBI, CMEThI) JoOnyckaercs O(OpMIATh ¢
ucnons3oBanueM ¢dopmara A3 (420x297mm). JIOKYMEHTBI, COCTaBJISIOIIME BHYTPEHHIOO
mepenucky, opOpMISIOTCS Ha CTAHAAPTHBIX juctaXx Oymarn dopmara A4 (210x297 mm) Ge3
HCTIOIb30BaHHS OJIaHKOB.
4.2, Kaxxaelil THCT IOKYMeHTa, 0OpMIIeHHbIH Ha OnaHke MM Oe3 Hero, JOJUKEeH MMETh IMOJs HE
MeHee:

e 20 MM - neBoe;

e 10 MM - mpagoe;

o 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3, JlokyMeHTB! JUIHTeNbHBIX (cBbime 10 €T) cpOKOB XpaHEHHUs JO/DKHBI HMETh JICBOE IMOJIE HE
meHee 30 MM.
4.4. Buapl 071aHKOB JOKYMEHTOB, IPHMEHAEMBIX B IIKOJIE:

e 00mU OJIaHK;

e 0J1aHK NMHCBMA;

e 0OIaHK KOHKPETHOrO BHJAa JOKyMeHTa (O1aHK IpHKasa, O/laHK pacrnopskeHHs, ONaHK

IIPOTOKOJA U JIp.)

4.5. OOpasipl pa3paboTaHHBIX W MPUMEHSEMbIX B IIKOJNE ONAaHKOB IOIEKAT BKIIOUEHHIO B
HHCTPYKIHIO 110 JIeJIONPOU3BOICTBY 0011e00pazoBaTeIbHON OPraHU3allui B Ka4eCTBE MPHIIOKCHHH
(mpuioskeHue 3 Ha 3 THCTax).

5. [Ipuka3ssl

5.1. Tlpukazamu OGOPMISIOTCS PpEIIEHHS II0 ONEPAaTHBHBIM, OPraHW3allMOHHBIM, Y4YEOHBIM,
KaJPOBBIM (IpUIOKeHHe 2 Ha 9 JIHCTax) ¥ JPYrUM BOIIpocaM paboThI IIKOJIBL.

5.2. TlpoekTsl TpPHKA30B TOTOBAT OTBETCTBEHHBIC HCIOJHHUTEIN HAa OCHOBAHHHM IOPYYEHHMH
JaUpeKTopa, ero 3amectuteneit. [IpoekThl NpHKa3oB MO JIHYHOMY COCTaBY FOTOBUT CIELHAIHCT I10
Kajipam.

5.3. B nmpukasax TekcT u3naraercs OT nepBoro auna eauHcTBeHHoro yucna («[IPUKA3BIBAIO»).
5.4, TexkcT mpHKasa MOXKET COCTOATh M3 JBYX YacTell: KOHCTaTHpyrouled (mpeamOynbl) H
pacropsAuTEeILHOMN.

5.5. B KoHcTaTHpyIOmIeH YacTH KpPATKO H3J7araroTcs Ieldd M 3agadd, (GakTel H COOBITHS,
MOCITY)KMBIIIHE OCHOBAHMEM JUIsl M3/aHus npukaza. OHa MOXKET HauuHaThCA ciaoBaMu "B nemsax",
"B coorBercTBuu", "Bo ucnoigHeHue", W T.A. Ecnu npukaz uznaercs Ha OCHOBaHHH JPYroro
JOKYMEHTA, TO B KOHCTATUPYIOILEH YacTH yKa3bIBAETCs HAMMEHOBAHME TOr0 JIOKYMEHTA, €ro Jiara,
HoMep | 3arofioBok. [IpeamOyna B mpoekrax npukas3os 3aBepiuaercs ciioBoM «[IPUKA3BIBAKO»,
KOTOpOE IledaTaeTcs 3arjiaBHbIMH OyKBaMH.

5.6. PacnopsauTenbHas 4acTh JOJDKHA COJAEP’aTh NEPEYHCIEHUE MPEINUChIBAEMBIX AEHCTBHHA ¢
VKa3aHHEM HMCIIOIHUTENS KaXIO0ro IeHCTBHS H, NpH HEOOXOIMMOCTH, CPOKOB HCIIOJHEHHS.
PacnopsiaMresibHash 4acTh JEIUTCS HA NMYHKTHl U MOIIMYHKTHL, KOTOPbIE HyMEpYIOTCS apabCKUMH
undpamu. JleHCTBHA OJHOPOAHOIO XapaKTepa MOryT ObITh IEPEUUCIIEHBI B OZTHOM ITYHKTE.



5.7. B kauecTBe MCHOJHHTETCH YKA3BIBAIOTCS 3aMECTHTENH IHPEKTOPA, NPEICCIATeTs Wi
PYKOBOAHMTEIH pabounuX rpynn (KOMHCCHIA).

5.8. Ec/ii nprKas W3MEHSET paHee H3/aHHbII TOKYMEHT (IIyHKTBI IOKYMEHTA), TO OIHH B3 NVEETOS
PacnopsauTEeIbHOM YaCcTH TEKCTa JO/DKEH COIEPKATh CCBUIKY Ha H3MEHAEMbIH TOKYMEHT (MvEsT:
JIOKYMEHTa) C yKa3aHHEeM ero JaThl, HOMEpa U 3arojIoBKa.

5.9. Ecii mpuka3 OTMeHseT JeHCTBHE paHee H3JaHHOTO JOKYMEHTAa (IYHKTOB JOKVMEHTZ) ¢
ONpENeICHHON NaThl, TO OJMH H3 IYHKTOB PacloOpsSAHTE/IbHONH YacTH TEKCTa J0TASH HAYNHATLCS
croamu "IIpH3HATh YTPAaTMBIIMM CHIY...", Jajiee yKa3bIBaTbCS [aTd, HOMED H 3aroioBOK pases
H3/IaHHOTO TOKYMEHTA (IIyHKTA JIOKYMEHTA), a TaKKe JaTa, ¢ KOTOPOil OTMEHSETCH ero IeiicTane.
Eciu nata He ykasaHa, To JeficTBHe paHee M3JAHHOIO [OKYMEHTA (MYHKTHI JOKYMEHTE)
OTMEHSIETCA C JIaThl M3/JaHUsI HOBOTO MPHKAa3a.

5.10. Eciin mpuka3s oTMEHsICT paHee M3AaHHbIN JOKYMEHT ¢ MOMEHTA H3IaHHS, TO OJIHH H3 MYHKTOB
PacnopsMTEeIbHON YacTH TEKCTAa JIO/DKEH HAa4MHATHCS clIoBaMH "OTMEHHTE.." M yKa3nBaThCs
JaTa, HOMEP H 3aroJIOBOK paHEe M3AaHHOTO JOKYMEHTA.

5.11. Ecim npHka3 mpezrnosnaraeTcst BBECTH B JIEHCTBHE HE C MOMEHTA €r0 W3IaHHA. HEOOX0IHMO
yKa3aTh CpPOK BBEICHHsA ero B jeicreue. [locmennHuit myHKT pacnopsaMTENbHOH 4acTH MOEeT
COIEpiKaTh CBE/CHHUS O JODKHOCTHOM JIHMIIE, HA KOTOPOE BO3JIaraeTcs KOHTPOJIb 3@ HCIOMHEHHEM
IIpHKa3a.

5.13. Tlpukasel MOAMMCHIBAIOTCS TOJNBKO IMPEKTOPOM 00LIe06pa3oBaTeIbHON OpraHH3almy i
pabdOTHUKOM, HCITOJTHSIOIINAM €r0 00S3aHHOCTH.

5.14. OTBeTCTBEHHOCTH 3a O0ECNEYeHHEe CBOCBPEMEHHON W KaYeCTBEHHOM MOATOTOBKH MPOSKTOS
[IPHKa30B W WX COIJIACOBAHHE C 3aMHTEPECOBAHHBIMH PaOOTHHKAMHM M OPraHH3alHSMH HECYT
aBTOPBI IPOEKTA MPUKa3a.

5.15. Peructpanmonnsle HOMepa IPHCBAHBAIOTCA IPHKAa3aM 10 TOPSIKY HOMEPOB B npeenax
KaJIeHIapHOTO roJIa.

5.16. Jlata peructpanuu npukasa ABIsAETCs JaToi ero MoIIMUCAHHS.

6. IlpaBu.1a, MOJI0KEHHS, HHCTPYKIHH

6.1. TlpaBuaa — HOPMATHBHBIH aKT, ONPEIENSIONIUI OPANIOK KAKOTO-THO0 BHIA NeSTeTbHOCTH.
YCTaHaBJIMBAIOLIMA HIIH 3alpelatouii onpeae/icHHOE OBEIEHHE.

6.2. IlonoxeHne — HOPMATHBHBII aKT, IETANTBHO PErIAMEHTUPYIONIHIT IPaBOBOI cTaTyC, MOpAN0K
OpraHu3aIliy U IPOLEaypPy Kakoro-mudo BHIA JeATeIbHOCTH.

6.3. MHCTpyKuMs — HOPMATHBHBIH aKT, M3/[aBaeMblii B LE/NSIX PA3bACHEHHS M ONpe/Ie/cHHS
[OpsAJIKa TIPHMEHEHHS] COOTBETCTBYIOLIEr0 HOPMATHBHOTO aKTa AMOO0 ¢ LETbI0 YKa3aHWs HOPM O
Crocodax BhINOIHEHHS ONpe/Ie/IeHHbIX ONepanuil (J1eHcTB ).

6.4. IlpaBuia, NONOKEHHS, HHCTPYKIIHH TPHHHMAIOTCS (B 3aBHCHMOCTH OT BHJA JIOKYMEHTa) Ha
YHpaBisiolmeM coseTe, 3acefaHuAX I[IpocorO3HOTrO KOMHTETa IIKOJBI H  YTBEPKIAKTCE
JTMPEKTOPOM.

6.5. Ilopsiok MOArOTOBKM MPOEKTOB MPABHI, MOJNOKEHHS, HHCTPYKIMH COOTBETCTBYET obmemy
MOPAIKY MOATOTOBKH IIPOSKTOB MPHKa30B 00111e00pa3oBaTeIbHOM OpraHu3alHH.

6.6. TekcT mpoekTa NOTOKEHHS, NPaBHI, MHCTPYKLMH II€YATAETCS HA UHCTOM JIHCTE OyMmary
(bopmata A4.

6.7. OTIMYHTENBHBIME XapaKTePHCTHKAMH TEKCTOB TIPABHI, TTON0KEHH S, HHCTPYKIIAH SB/ISIOTCS:

* TOYHOCTH NPHMEHAEMBIX QOPMYIUPOBOK O€3 HCIOIB30BAHMS CIOB M MOHSITHH, HMEKOIIHX
MHOKECTBEHHBIH CMBICIT;

* HCMONB30BAHME KOPOTKMX MPELIOKEHHH, OOMENPUHATEIX BBIPAXKCHHH M CBA30K. MpH
HEOOXOIMMOCTH - NPEIBAPUTENLHOE ONpE/IeTICHHE HCIONb3YEMBIX MOHATHI, COKpAIIeHHIL.
ab6peBuaryp;

* ONHMCaHWE BCEX BO3MOXKHBIX BAPHAHTOB COOBITHH M COOTBETCTBYIOLIMX MM BapHAHTOR
AeHCTBHI, T.€. IOTHOTA Npe/ICTaBIeHHs HHDOPMAIIHH;

* CTPYKTYPHPOBaHHOCTh TEKCTAa € WENBIO JOCTHKCHHS HAWIY4IIEeH I10CIIeI0BATEIHHOCTH
H3JI0KEHHS MaTepuaa;



* MHHHMH3AIHs] TEKCTa C MOMOMIBIO NMpHMEHEHHs 00001IeHui (0630poB npeanoaaraemsix
ACHCTBHH) U IPUMEHEHHE TIEPEYHCIICHHIT (3324, 3TaNOB, YCIOBHIi H T.1.).

- 6.8. B 3aBHCHMOCTH OT CJIOKHOCTH U 00beMa pa3pabaThiBAEMbIX MTPABHIL, T10I0KEHHS, HHCTPYKIIHH

- TCKCT NOKYMEHTa JICIHUTCS Ha IJIaBbl, IYHKTHl H NOANYHKTHL. | JIaBbI A0IKHB HMETh HA3BAHHA.

Hywmepauus npounsBoauTes apaGekumMu mudpamy.

7. IIpoToko. 3acenanus (CoBemanus)

7.1. 1IpoTOKOJN — JOKYMEHT, B KOTOPOM (DMKCHpPYETCs XOI OOCY:KIEHHs BOIIPOCOB H NPHHATHA
PELICHUH Ha COOPaHUSIX, COBEIAHUSAX, KOH(DEPEHIIHIX H 3aCCAaHNAX KOLTETHANBHBIX OPraHoB.

7.2. TlpoTokon 3acenanus (coBemanus) - (manee - MPOTOKOT) oopmIIsieTcss Ha YHCTOM JIHCTE
Oymaru opmara A4.

7.3. PexBU3HT - "TeKCT MoKyMeHTa". PEKBH3HT COCTOMT M3 BYX YacTel: BBOAHOMH M OCHOBHOIA.

7.4.  Bo  BBOOHOH  4YacTH  yKasblBAIOTCA  MHHIHANLL,  (DAMHIHH W JIOIKHOCTH
IIPECENATEILCTBYIOIETO, CeKpeTaps, IPUCYTCTBOBABIINX HA 3aCEIaHHH H, IPH HEOOXOINMOCTH,
JHL, NPUIJIAIICHHBIX HA 3aceJaHue (COBEIIAHHE).

7.5. BBomHas 4YacTh TPOTOKONA 3aKAHYMBACTCS IIEPEYHEM PACCMATPHBACMbIX BOIIPOCOB,
ICPEHUCICHHBIX B  MOPAJKE MX 3HAYMMOCTH C YKAa3aHMEM JOKJIAafuHKa [0  KakIoMY
paccmatpuBaeMoMy Borpocy. Bonpoce! popmymupyiores ¢ npeaiorom "O" ("O6"), mevatarores ot
TPAHMUIIbI JIEBOTO TOJISt H HyMEPYIOTCS apabCKUMM IH(ppaMH.

7.6. OcHOBHasi 4acTh TIPOTOKOJIA COCTOHT M3 PA3fENOB, COOTBETCTBYIOLIMX paccMaTpUBaEMbIM
BOIIPOCAM M UX HYMEpaIHH.

7.7. Tekcr npoToKona H3/NAaraeTcs OT TPETHEro JIHNA MHOXKECTBEHHOrO YHC/IA ("cnymanu",
"BoicTYnHH", "TocTaHoBIIH", "permmm").

7.8. TIpoTokon nOANKCHIBACTCS JIMIIOM, MpEICEIATEIbCTBOBABIIMNM HA 3aCeIaHIH (coBelanum), H
CEeKpeTapéM 3aceaHus (COBEIaHMs).

7.9. llpn OTCYTCTBMM CeKpeTaps 3acelaHHs, B TOM HYHCIE TPH MPOBEICHHH OIEPATHBHBIX
COBELIAHHH, TONYCKACTCs MOANUCAHNE IPOTOKONA TOJIBKO MPEACeIaTeTbCTBYOMIHM.

7.10. TekcT mpoTokona A0MKeH OBITH MOATOTOBIEH HE MO3JHEE TpeX OHEH CO JHSA 3aceJIaHHs.
[IpoeKTsl  COOTBETCTBYIOLIMX IMYHKTOB MPOTOKOTA BH3MPYIOTCS — JOJKHOCTHBIM  JIHIIOM
OTBETCTBEHHBIM 32 IOJATOTOBKY.

7.11. Jlata mpoToKoJ1a 10/KHA COOTBETCTBOBATE JTHIO IIPOBEACHHS COBEIIAHHS (3acenanmus).

7.12. Komuu MpOTOKOJNOB pacCHUIAKOTCS 3aHHTEPECOBAHHBIM OPraHH3aLHAM H JIOJKHOCTHBIM
JHIaM B COOTBETCTBHH C YKa3aTeleM pAaCCBUIKH, KOTOPBIH COCTaBISET CeKpeTaph 3acelaHmus
(coBeanmsi).

8. [l1an
8.1. [lman — JI0KyMEeHT, yCTaHaBIMBAIONIHIL IepeUeHb HAMEYEHHBIX K BBIIOMTHEHHIO MEPOIIPUSITHH,
HX TI0CIIEI0BATE/IBHOCTD, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOIHHUTEIEH,
8.2. Ilnan odopmusiercsi Ha nucre Gymarm Qopmata A4 ¢ HCHOIB30BAHHEM CIEIYIONNX
PEKBH3HTOB:

* HAaUMEHOBAHHUE IIKOJIbI;

e rpud yTBEPIKICHHS TOKYMEHTA;

e JaTa JOKyMEHTa;

*  PErHCTPAaLHOHHBIH HOMEP JOKYMEHTA;

* HAMMEHOBAaHHWE BHUJA JOKYMEHTA;

*  3aroJI0BOK K TEKCTY;

® TEKCT JOKYMEHTa;

* HAaWMEHOBAHHE J0KHOCTH;

e TOJMNHUCE.
8.3. PexBu3nT — "TekeT noKyMeHTa" 0OpMISETCS B BHIE TaOIHIbI C rpadamu:

* HOMEp MYHKTA IUIaHa;

* HAMMEHOBAHUE MEPOIPUSITHS:



¢ CpOK HCIOJHEHHUHA,
* HCIIOJIHHTEIb,
* I[IpHMCYaHHeE.

9. Oryer
9.1. OT4eT — IOKYMEHT, ComepsKallmii CBeIeHHS O pe3yibTaTax AesTeIbHOCTH 3a OnpeaeleHHBIH
[ICPHOM BPEMCHH, BBINIOJIHEHHH MEPONIPHATHH, TOPYYEHH i, 3a1aHMii, M11aHOB.
9.2. OT4YeTBI, NPeIOCTaBISEMBIE B OPraHbI TOCYapCTBEHHOH BIAcTH (B TOM YHCIE B OpraHbl
FOCYIapCTBEHHOH  CTaTUCTHKH) W WMEIOLIHe YCTAQHOBJICHHYK)  IIPaBOBBIMH  aKTaMH
FOCYAapCTBEHHBIX OPraHoB (opMy, CO3MAIOTCS 10 YCTAHOBIECHHOMH rOCYIapCTBEHHBIMH OpraHaMu
hopme u B OTpeIeNEHHOM UMH TOPSIIKE.
9.3. OTY€THI, penOCTaBAsEMblE COTPYAHHKAMH IIKOMBI B XOJ€ BHYTPEHHETO B3aHMOJEHCTBHS,
CO3/IAIOTCA 10 MPaBUJIAM, YCTAHOBJICHHBIM JUIS CO3[AHMS CITYKEOHBIX 3aIHCOK. '
9.4. Otuersl OQOPMIAIOTCS Ha JHCTE Oymaru dopmara A4 ¢ Hcmonb30BaHHEM CIIEAYIOLIUX
PEKBH3HTOB:

* HaHMEHOBAHHE IIKOJIbI;

* JlaTa JOKYMEHTa;

* PErucTpalMOHHBLIN HOMEp JIOKyMEeHTa;

* HAaNMCHOBaHME BHJA JOKYMEHTA;

* 3aroJIOBOK K TEKCTY;

* TEKCT JOKYMEHTa;

* OTMETKA O NPUIOKEHUH (TIPH HATHYHH);

* HAWMEHOBAHHUE JOJHKHOCTH;

* IIOAMNKCH.
9.5. B Tekcre oTyéTa B 0Gs3aTENBHOM TIOpsiIKE IOJKHO COMEPXKAThCs yKa3s Ha JIeATENbHOCT.
MCPOIIPUATHE, BBIIAHHOE MOPYYEHME, 3ajJaHHe, NYHKT IUIaHa, M0;UTe/KAIINN BBIITOJIHEHUIO, H
PE3YILTAT O BBIIOTHEHHH, B TOM 4YHCIE C YKa3aHHEM Ha COOMIONEHHE WM HapyIlIeHHe
HCMOTHATENIBCKOH  JINCUHUIUIMHBL,  YCTAHOBIEHHBIX CPOKOB  HCIHONHEHHS M HaJUIexaree
NpPeOCTaBICHHE  MHPOPMAIMH,  HEOOXO0IMMBIX MaTepuanoB  (MPOEKTOB  JOKYMEHTOR)
COHUCIIOJIHUTEIAMH (IIPH YYACTHH HECKOJIBKHX HCTIOJIHUTENEH ).

10. ITucomo
10.1. ITuceMa roToBsiTCs Kak:

* OTBETHI O BBIOIHEHHH IIOPYYEHHH BHIIECTOSIIMX OPraHOB UCIIOTHUTEBHOM BJIACTH;

* OTBETbI Ha 3aMpOChl OPraHM3aLi, IPENPHATHH H YACTHBIX JIHILL;

¢  WHHIHATHBHBIC THCHMA.
10.2. Cpoky moAroToBKH OTBETHBIX MHCEM:

* C KOHKDPETHOH 1aTO¥ HCIONHEH S, YKa3aHHOM B AOKYMEHTE, - B YKa3aHHBIH CPOK;

® B COOTBCTCTBHM C Ppe30MIONMEH IHPEKTOpAa M €ro 3aMECTHTENel Ha OCHOBAHMH

YCTAHOBIICHHBIX CPOKOB HMCIOJIHEHHS IOPYYeHHH, 3aIpoCoB HJIM 110 PEeIEHHIO aBTOpa
PE30TIONHH.

10.3. TekcTbI OTBETHBIX MHCEM JOIDKHBI TOYHO COOTBETCTBOBATE 3a/laHHsAM, 3a(UKCHPOBAHHBIM B
pe3ojnonrd. CpOKM MOATOTOBKM MHHLMATHBHBIX [THCEM ONpPENENAIOTCS CAMOCTOSTENBEHO aBTOPOM
MIPOCKTA TMCEMA € y4ETOM HEOOXOAMMOCTH PEllIeHHs KOHKPETHbIX 33124 1 (HJIH) B COOTBETCTBHH C
TpeOOBAHHAMHE 3aKOHO/1aTeILCTRA, HOPYYCHHUAMHU HETIOCPEACTBEHHOTO PYKOBOIUTES.
10.4. Tlucema nevararoTcs Ha G1aHKe mHCbMA 00meoOpa3oBaTelbHON OpraHu3auy ¢ YITIOBBIM
PAacroIOKeHHEM PEKBH3HUTOB.
10.5. JlononHuTensHO K peKBH3WTAM GIaHKAa MHCHMA NpH O(OPMICHHH IHCEM B IIKOJe
HCTIOJIB3YIOTCS CIIEYIOUIHE PEKBH3UTEI:

e azpecar;

* 3aroJIOBOK K TEKCTY;

* TEKCT JOKYMEHTa;
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* OTMETKa O NPHIIOKEHHH;,
* BH3a;
* TOJMHCH.
* OTMETKa 00 HCIOMHHUTE e,
10.6. Tpu odopmiennn IMCbMa Ha 1BYX W Oonee cTpaHmiax BTOpast H NOC/IEAYIOmMHE CTPaHKIIE!
HYMEDPYIOTCS [TOCepeIHHE BEPXHETO MOIs JTHeTa apabCKHMH 1udpamu.
10.7. ITucema noamucersaer AUPEKTOP HIIH pabOTHHKH, yIIOTHOMOYCHHEe IIPHKA30M.
10.8. Ciryxebubie 3anmucky

AIOKYMEHTO000pOTa B IIKOJIE IPHMEHSIOTCS ciyxeOHbre 3anucku. CiyskeOHble 3aIUCKH SBISIOTCS
CIIPaBOYHO-HH(POPMATHOHHBIMH AOKYMCHTaMH.  ABTOpaMH  CIlyeOHBIX  3amucok SABIISIOTCS
COTPYIHHKH 001e00pa3oBaTenbHOi OpraHu3aliH.
10.10. Cayxebnas 3amucka MOXET COCTABIATHCS 110 YKA3aHHIO PYKOBOJICTBA HIIM 110 HHUIIMATHBE
KOHKPETHOTO COTPY/IHUKA.
10.11. TIpu odopmenuu Ci1y)KeOHOM 3amucku obopmisroTCs CICAYIOUIHE PEKBH3UTEI:

e ajpecar;

* JaTa I0KyMeHTa;

* HAaMMCHOBAHWE BHJIA JOKYMEHTA;

® 3aroJIOBOK K TEKCTY;

* TEKCT IOKYMEHTa;

* OTMCTKA O NPHIIOKEHHH (IpH HaJIH4HH);

* HaNMEHOBaHHE JOJDKHOCTH:

*  IIOJIHCE.
10.12. CrysxeGHbie 3amucku MOTYT CO371aBaThes Ha GyMaMKHOM HOCHTele W (MH) B 371eKTPOHHOIH

bopme.

11. losepennocts

I1.1. Jloepennocts BBIZAETCA  COTPYAHMKAM [IKOMBI u opopmisteTes o IIPaBHIIaM,
YCTAHOBJIEHHBIM HacTofnIeil Wnctpykuueii mng [THCEM, ¢ y4€ToM TpebGoBaHMi IpaxKIaHCKOro
3akoHonarenbcTBa Poccuiickoii Oenepaunu u HacTosmero paszena.

11.2. Tlpoekr AOBEPEHHOCTH MOATOTABIHBACTCS M BH3HPYETCS  COTPYHHKOM, KOTOpOMy
AOBEPEHHOCTE OyAeT BwmaHa, mocie wero Iepenacres B KaHUENAPHIO 1715 HaNpaBieHUsT Ha
NOIIHCaHHE.

1.3, JlosepenHocTs TIOANHUCBIBACTCS  IMPEKTOPOM MM JTHIIOM,  OCYINECTBIISIOUIAM  ero
TIOJIHOMOYHS  (HCHOJIHSIOMMM 00s13aHHOCTH), H CKPEITIIETCA MeyaThio 06Ime06pasoBaTensHoi
OpraHH3aIMH.

12. JTorosopsi, COIIAI€HHS, KOHTPAKTBI

12.1. Jlorosoper, COTJIALICHHUS, KOHTPAKTEI (1asee - JIOTOBOPEI) IOATOTABIHBAIOTCH B COOTBETCTBUH
¢ TpeboBaHUIMHU TPXKIAHCKOTO, TPYIOBOI0, GIOIKETHOTO M HHOLO 3aKoHomarenscTBa Poccuiickoii
Qenepanuu, B 3aBHCHMOCTH OT PETYTMPYEMBIX JOTrOBOPOM MPaBOOTHOIIEHUH K obs3arenseTB
CTOPOH.

12.2. Tlpoekr AOroBOpa MOArOTaBIHBAETCS OTBETCTBEHHBIM ~ COTPYIHHKOM (KOHTpPaKTHBIM
YNPABIISIIOLIMM) € y498TOM HEOGXOMUMOCTH CBOCBPEMEHHOTO W Ka4eCTBEHHOro obecreuenus

YIPABJIAIOMIMM) COBMECTHO CO CHCIHATTHCTOM, K ()YHKIHSIM (mosTHOMOYHSIM) KOTOPOIo OTHOCHTCS
PCILICHHE BOIPOCOB, SBISIOIIUXCS [IPEIMETOM 1IOrOBOpa, HIIH MHBIM COTPYZHUKOM MO mpsiMoMy
YKa3aHHIO IMpeKTOpa 061me06pa3oBaTe bHol OpraHM3aium.

12.4. Heo6xoanmas s TIOATOTOBKM MPOEKTa 10roBopa uH(pOpMaNHs cobupaetcs OTBETCTBEHHBIM
JIHLIOM (KOHTPaKTHBIM YIPaBISIOMKM) B Mopsiake paGodero B3AHMOICHCTBHS ¢ y4éTOM mpasmi,
YCTaHOBICHHBIX HacTostIelt UHCTpyKuMeii.,




13. [IpuHUMNBI OPraHA3AHHA J0KYMEHT0050poTa

13.1. B 10KyMeHTO06OpOTE BBIACIAIOTCH CIEAYIOMHE JOKYMEHTONOTOKH: NOCTYNAaKmas
JOKYMEHTals  (BXOAAIIAA), OTHpaBiseMas  JOKYMEHTauHs  (MCXOASIIAs), BHYTPEHHSS
JOKYMEHTAlLHs.

13.1. B coctaBe Bxoasmiedl M wHcxomsuiei JOKYMEHTAlUH MOTYT BBIIEIATBCH JAOKYMEHTEI,
HOCTYMHMBIINE M3 BBIUCCTOSIINX, MOJAPAIHBIX, MEJMUMHCKHX H JPYIHX OPraHM3aluil, OpraHoB
MECTHOI'O CaMOyTIpaBJIeHHsl, OOpallleH sl IPaK/IaH.

13.3. OGpaumenus rpakiaH pPerucTPUPYIOTCS M (QOPMHPYIOTCA B Jea OTAEIbHO OT JIPYTHX
JOKYMEHTOB 0011e00pa3oBaTebHOM OpraHU3aI1Hy.

13.4. B mKone 10ocTaBka u OTNpaBKa JOKYMEHTOB OCYIHECTBIIAETCS CPEACTBAMH [1OYTOBOH CBSI3H,
3JIEKTPOHHOH CBA3H, a TaKKe [0 CHCTEME IEKTPOHHOIO JOKYMEHT0060poTa (masee - CoIl). C
[IOMOIIBIO TIOYTOBOH CBA3M B 00Ie00pa30BATENBHYIO OPraHU3ALMIO JOCTABISETCS ITHCHMEHHAS
KOPPECIIOHICHINSA B BU/IE NPOCTBIX MHCEM, 3aKa3HBIX [IMCEM, TIOYTOBBIX KapToyek, Hanaeposei u
MEJIKHX [TaKE€TOB, a4 TAKXKe MeYaTHEIE W31aHHS.

14. Ilepeuanas 06padoTka MOCTYNAIOMHX JOKYMEHTOB
14.1.  JIoKyMEHTBI, [NOCTYNAIOIHE B IIKOTY, NIEPENAIOTCS  HAa PETHCTPAlMI0  CEeKpeTapro
0011e00pa30BaTebHOM OPraHH3alMi U MPOXOAT TIEPBHUHYO 00paboTKy B J€Hb MOCTYIIECHHS,
[IpH IMOCTYIJICHAH B Hepabodee BpeMs - Ha Clielylomuil paboynii neHs. [Ipu nepBudHOi o0OpaboTke
/IOKYMCHTOB NPOBEPACTCS MPaBHILHOCTH aapecoBaHus. OMHO0YHO MOCTYNHMBIIME JOKYMEHTHI
TIEPECHUIAIOTCA 110 IPHHAUICKHOCTH MJIH BO3BPALIAOTCS OTIIPABUTETIO,
14.2. JlTokymenTBI, noctynuBLme ¢ orMeTkamu "Cpouno”, "Bpyunts HemeteHH0", "OnepaTiBHO",
HE3AMETUTC/IbHO MIPOXOIAT NEPBHYHYIO 00paboTKy M J0K/IaNBIBAIOTCS AMPEKTOPY MM B CIyyae
€ro OTCYTCTBUSA — 3aMECTHTENIIO QUPEKTOPA II0 HAIPABJIEHHIO JIEATEIPHOCTH.
14.3. TloctynuBmue TenerpaMmel IPHHAMAIOTCS 101 MOAMHCH C NpPOCTaBJIEHHEM JaThl U BPEMEHH
IIPHEMA, PETHCTPUPYIOTCS 11O TEM 3Ke IIPABHIIaM, YTO U IIHCHMA.
14.4. DneKTpOHHBIE COOOIICHHS, aPECOBAHHBIE TUPEKTOPY HIIH HaIpPaBJICHHBIE B aJIpEC MIKOJIbI,
PacrneyaTeiBAOTC U I0KJIAABIBAIOTCSA JUPEKTOPY MM B CIIy4ae €ro OTCYTCTBHS — 3aMECTHTENO
JMPEKTopa.
14.5. DnexTpoHHBIe COOGIIEHNS, 3aBepEHHbIE 3JIEKTPOHHOH MOJMKCEIO, MOJIexaT 06paboTke Mo
TpaBUJIaM, IPeTyCMOTPEHHBIM JUIs IIOCTYTIAONIEH (BXOASIIEH) JOKYMEHTALHH.
14.6. Tloctynusmiast (BXojsiuast) AOKYMEHTALHS pacupenenseTcs Ha pPErucTpHpyeMbIE M He
NOJANEKAIINE PETHCTPALIUU TOKYMEHTEL.
14.7. He noanexar perucTparuu:

* [IpUIIIACHTEIbHBIC, MO3/paBHTEILHbBIE THCHMA H TEJIErPAMMBL;

o OuIeTHI

* [UIaHBI H IPOrPAMMBI CEMHHAPOB, KOH(QEPEHIMH U IPYTHX HOZOOHBIX MEPOTPHSITHIA;

* JIOKYMEHTBI 10 OyXrajiTepckoMy yuyery, MaTepHATbHO-TEXHHYECKOMY 00€eCIIeUeHHUIO,

NIaHOBEIC H PUHAHCOBBIE TOKYMEHTBI, IOCTYNAKONIHE 6€3 COPOBOIHTETHHOIO IIUCHMA;

* PCKIaMHbIC, KOMMEPHECKHE MPE/IIOKEHHS, B T.4. IOCTYIHBIIHE 110 2JIEKTPOHHOH MOYTE;

* [I€YaTHbIEC U3IaHUS;

* IMCbMa C IOMETKOH «JTHYHOY.

I5. Perucrpanmsi, yder W paccmoTpeHne PYKOBOIHTE/IeM TMOCTYNAKINUX (BXOASIIHX)
AOKYMEHTOB

15.1. Toctynusmue (BXOAAmKE) JOKYMEHTHI PETHCTPUPYIOTCA TOJIBKO IIOC/IE M IIEPBHYHOIA
00paboTKH M HE3aBHCHMO OT COco6a HX [0CTABKH.

15.2. Peructpauusi — mpocrapieHHe B HHKHEM [paBoOM yTIIy MEPBOTO JIMCTA JOKYMEHTa OTMETKH
O MOCTYIUICHHH C yKa3aHWEM JaThl MOCTYIUIEHHS M BXOSIIETO PErHCTPALHOHHOIO HOMepa
JOKYMEHTa ¢ 00s3aTelbHOH 3allUCBIO B KypHAI PETHCTpAllMH  MOCTYyMAaKoIIeHd (BXOASIIEH)
AoxymeHTauuH. CTPYKTYpa perucTpallHOHHOTO HOMEpA, MOCTYNAOLIET0 (BXOZ4IIIEro) 10KyMEHTa,



COCTOHT H3 €ero MOpSAKOBOrO HOME€pa M HHAEKca Jdela 1o HOMCHKIaType =e3
o0meoGpazoparenbHOl OpraHH3allnH.
15.3. Perncrtpamns Bcex MOCTYIHBIIMX (BXOJAIINX) JOKYMEHTOB IPOH3BOIHTCS B mpejerax
00IIEr0 10KYMEHTOMOTOKA. JIoKyMeHTEI, mocTynuBIHe B IIKONY MO KaHalaM (akCHMHILEOM
CBsA3H, 00padarteiBaloTcs 1 PETUCTPUPYIOTCS B 00IIEM nopske.

Texker noctynusmei TeNepOHOTpaMMBI  3anmchIBaeTCs KypHalle perucTpanuu
TeNeOHOTPAMM U NeYaTaeTcst Ha JHcTe Oymaru Juist nepenayu na paccMoTpeHHe.
15.4. Tlocrynarormue (BXoAIIHE) AOKYMEHTHI [IEPEIarOTCs Ha pacCMOTpeHHe PYKOBOZICTBY TOJBKO
TOCJIE MX PETHCTPALIMK U IPEIBAPUTEIEHOIO paccMoTpeHHsL.
15.5. JlokymenTsr, IOCTYIIUBIIHE B o6me06pa305aTenLHy}0 OpranusanMio, 10 BOIpOCaM, He
TPEOYIOIMM  paccMOTpenus AMPCKTOpA, HANpaBIAIOTCS  pabOTHUKOM OTBETCTBEHHBIM 3a
ACTIONPOU3BOACTBO MIKOJIBI HEMOCPEICTBEHHO HCTOIHHTETIO 3arnpoca.
15.6. Tupextop B pesomomuu OUPEICIIACT JUII, OTBETCTBEHHBIX 3@ HCIIOTHEHHE JIOKYMEHTa,  Jaer
UM nopyuenue. PaboTHHK oTBeTCTBEeHHBI 3a ACTIOIPOU3BOJICTBO LIKOJIBI MEpeIaeT JIOKYMEHT Ha
HCIIOTTHEHHE,
15.7. NMomnunanuk AOKYMEHTA C Pe30JoNHeN pyKOBOIHTEIs obmeobpasoBarenbHoOi OpraHu3anuu
HaNpPaBIsAeTCs HCTIOHUTETIO.
15.8. Tlpn Hammumm meckombKMX MCTIONHUTENCH TNOMIMHHHK NOKYMEHTa NepelaeTess ToMy
HCITOTHATEMO, KOTOPBIH B  COOTBETCTBHH ¢ YKa3aHUAMH 110 HCHOJIHEHHIO  SBJIseTCs
OTBCTCTBCHHBIM, OCTATIbHBIE UCITOTHUTE/TH NOJTy4arOT KOIHIO JOKYMEHTA.,
15.9. Tloaminuuk AOKYMEHTA, KOTOPBIA HCHOIHAETCS HECKOIbKHMH JOJDKHOCTHEIMH  JTHIIAMH,
TONyaeT OTBETCTBEHHbIH HCIIOMHUTEND. OCTAIBHEIM HCIIOJIHUTEISIM IEPEArOTCS KOIHH,
15.10. HsroroBnenwe xommi AOKYMCHTA JUIi [epelavyd COHCIOIHHTENSAM OCYIIECTBIsAETCS
CeKpeTapeM o0mmeobpazoBartebHO OpraHu3aI{H.

15.11. Pezomonus COJIEPIKHT:
* JYKasdaHHe 10 HCNOJHEHHIO, CojlepiKaimee KpaTkoe —omucaHue HeoGXOmMMOTo s
UCIOTHEHHUS 1eHCTBHS;
® YKasaHMe Ha CPOK, B TEYEHHe KOTOPOro GO A0 HCTEYCHUS KOTOPOTO HEOOXOIHUMO
HCIIONTHUTE MPEANUCaHHOe AeHCTBHE;
® JIHYHYIO IOJITHCE aBTOPA PE30ITIOLHH;
* JlaTy MpOCTaBIIEHHSI PE3OTIOLHH.
15.12. Vkaszanue Ha CPOK. B T€YEHHE KOTOPOro NmMGO 10 HCTeUeHHs KOTOporo HeoOXo1umo
HCTIOHHTE NpPEANHCAHHOE NEHCTBHE, MOXET He BBID@XKAaTbC KOHKPETHOH naToil u CoZepKarh
BLID2KEHHS: "B YCTAaHOBIICHHBIH 3aKOHOM CpoK" | T.I1.
15.13. Pe3onrouns mumercs na CBOOOTHOM OT PEKBH3HTOB MecTe NIEPBOro JIMCTA JOKYMEHTA.
15.14. B cnyuae, koraa PE30JIIOLHUsA aipecoBaHa HECKOILKUM COTPYIHHKaM, TO OTBETCTBEHHBIM 3a

16. Opranmauus PaboTeI ¢ oTnpaBAsieMbIMH (acxoxsmmmu) AOKYMEeHTaMH

16.1. Jlo npenocrapienns IIPOEKTa OTNPaBISEMOro (Mcxonsmero) jgokymenta ma IIOJUTHCh
AUPEKTOPY HJIH HHOMY YIOOTHOMOYEHHOMY B YCTAHOBJIEHHOM TIOpS/IKe Ha NOANHCAHHE THIy
OCHOBHOH HCIIOJHHTENb MpOBepsieT TIPaBHIILHOCTE OGOPMIICHHS OTIPABISEMOro (Mcxomsiiero)
AOKYMEHTA Ha COOTBETCTBHE TpeGOBaHHAM HacTosimen MuacTpykimm.

16.2. TIpu noxroroske OTIPABIIAGMOrO (HCXOASAIIEr0) TOKYMEHTA Kak OTBETA HA ITOCTYIHBIIHI
(BXOISIIMIT) NOKYMEHT MCToTHHTEN MPUKIANBIBAET K IOArOTOBICHHOMY NIPOEKTY BXOIALIHIA
JIOKYMEHT.

B PE30JIOIHH  CPOKA HCIOIHEHHS TICPENAIOTCA  OTBETCTBEHHBIM HCIOJNHHTEIeM B oTaen
JICIONPOU3BO/ICTBA (KaHIETAPHS, CCKPETaph) WIKOIbI JUIS HAIPABIEHHS Ha TIO/ITUCAHHeE,

16.4. Tloanucanusre OTIpaBIseMble  (HCXOAAIIHE) JOKYMEHTBI, IepenarTcs paboTHHKY
OTBCTCTBEHHOMY 33  J€JIOMPOH3BOICTBO IIKOMIBI,  KOTOPBIH  OCylmecTBiser IPOBEPKY



KOMIUICKTHOCTH H COOTBETCTBHS KOIHYECTBA OK3EMILISPOB OTNPABIAEMOr0 (HCXOJISIIEro)
AOKYMEHTA CIHCKY PpacChUIKH, a TaKke NPaBHILHOCTE OGOPMICHHS [IOKYMEHTA COrTacHo
HaCTOALIeH HHCTPYKIHH.
16.5. B ciaydae HapymieHHs KOMIUIEKTHOCTH WJIH COOTBETCTBHS KOJTHYECTBa, a TaKxKe
NPaBHIPHOCTH O(OPMIIEHHS IOKYMEHTa COINIACHO HACTOSIIEH HHCTPYKIIHH OTIpaBIsgeMbIe
(MCXOMSIINE)  IOKYMEHTBI — HE3aMeUTMTENHHO — BO3BPALIAKOTCS pabOTHHKaMH  KaHLEIAPHH
OTBETCTBCHHOMY MCIIOJHHTENIO HJIH B CIy4ae OTCYTCTBHS OTBETCTBEHHOTO HCIOJHHTENS €ro
HETIOCPE/ICTBCHHOMY PYKOBO/IHUTEIIO ISl YCTPAHEHHS HAPYIIEHHI.
16.6. JlokyMeHTBI TOCEe WX NOANHCAHMA JUPEKTOPOM HIH WHBIM YIOJTHOMOYEHHBIM JTHIIOM
NEPENAIOTCs B KAHUETSPHIO 001e06pasoBaTelbHOM OPraHH3aIiH IS PerHCTPALAK 1 OTIIPaBKH.
16.7. Perncrparmus oTnpaBisieMbIx (MCXOISIHX) JIOKYMEHTOB OCYIIECTBIISIETCS 110CIIE TPOBEIECHHS
pabOTHHKAMH KaHIEISIPHH, OTBETCTBEHHBIMHU 3a ACJIONPOU3BOJICTBO, IIPOBEPKH KOMIIJIEKTHOCTH H
COOTBETCTBHA KOIMYCCTBA SK3EMILIAPOB, a TAKKE MPABUILHOCTH O(DOPMIIEHHS OTIPABISEMOrO
(McXomAIIero) J0KyMEHTAa.
16.8. Peructpanms co3naBaemMbIX JOKYMEHTOB OCYIIECTBISAECTCS B JIeHb MOANHCAHHS WIIH
YTBEPK/ICHHUS THOO Ha CIEeAYIOIMH pabouHii ICHb.
16.9. Cenenust 0 perucTprpyeMbIX OTIIPaBISEMBIX (MCXOMAINX) TOKYMEHTAX BHOCSTCS B KypHAaIT
PETUCTPAIMK OTNPABISIEMOH (MCXOASINEH) JOKYMEHTALIMH.
16.10. PeructpanuonHblii HOMep U 1aTa OTIPABIISLEMOrO (McxomAIEro) TOKyMEHTa IPOCTABIIAIOTCS
Ha MOIMHHHKE JIOKYMEHTa B PEKBM3HTaX OJlaHKa H Ha HK3eMIUIApe, OCTAIOMIEMCS B Jelie
00uieo6pa3zoBaTeIbHON OpraHU3aInH.
16.11. CtpykTypa perucTpanioHHOro HOMEpa OTNPABISAEMOro (HCXOMASIIEr0) JOKYMEHTA COCTOHT
3 CTO NOPAIKOBOrO HOMEpa M HHIEKCA JIeNa 0 HOMEHKJIATYPe e/ IIKOJIBL.
16.12. OtmpaBka JOKYMEHTOB TPOU3BOIMTCS HCHTPATH30BAHHO PAOOTHUKAMH KaHIENAPUH
IIKOJIBI, KOTOpbIC MPOM3BOIAT MX COPTHPOBKY MO CMOCOOY OTIpaBieHHs (NpocTasi, 3aka3Has,
MEKIYHApOIHas U JIp.).
16.13. [TucpMa, TenerpaMMbl, OTKPBITKH, OaHIepoIH M IeYaTHBIE W3AHUS OTIPABILIOTCS MOYTO,
®akcorpaMMBl M TeneOHOrpaMMBI TIEPEIAIOTCS 110 KAHAIAM TeJe(OHHOM CBSI3H.
16.14. DnexTpoHHBIE COOOWIEHUS OTHPABISIOTCS C OHIHATBHOIO MOYTOBOrO JIEKTPOHHOTO
ajpeca 001eobpazoBaTeIbHOM OpraHu3aIHH.
16.15. ITucbma, TeierpaMMBl, OTKPHITKH, GaHxepoIy, (hakcorpamMMBbl, 31IEKTPOHHBIE COOOIICHHS, He
CBSI3aHHBIE ¢ padOYCH AeATEILHOCTEIO, K OTIIPAaBKe He IPHHAMAIOTCS.
16.16. [lokymeHTEI, OTIIpaBiIsieMble CPeICTBAMH MOYTOBOMH CBSI3H IIPOXOJIAT:

*  YIAKOBKY;

* ajapecoBaHue (NIpH HaNpPaBICHHH JOKYMEHTa Goliee ueMm B 4 azpeca) — B COOTBETCTBHH ¢

yKasaTejeM pacChUIKH, Ha KaX/I0M SK3EMILISIPE [IChMa YKa3hIBACTCS TONBKO OIMH aIpecar.

® TpPOCTaBJICHHE CTOMMOCTH IOYTOBBIX YCIIYT;

* TIIe€pe/avy B IOYTOBOE OTAEIEHHE CBS3H.
16.17. Ilpu MOATOTOBKE W OTIpPABKE IHCEM HEOOXOIUMO YYHTBIBATh IPaBUJIA, YCTAHOBIICHHBIE
NpHKa3oM MHHHCTEPCTBA CBSI3H U MaCCOBBIX KOMMYHHKauuit P® ot 31 mions 2014 r. N 234 "O6
yTBepkieHun [IpaBun okasaHus yciIyr IoYTOBOM CBA3H".
16.18. JlokymeHTBI, OTIIpaBisieMble CPEACTBaMH IOYTOBOH CBSA3HM B OJIHH ajpec, BKIAABIBAIOTCS B
OJIHH KOHBEpT.
16.19. Hcxomsamue ROKyMeHTEI, NpeiHa3HAUECHHBIE IS OTIIPaBKH CpPeACTBaMH (haKCHMHMIIBHOI
CBA3H. OTIPABMAIOTCS pabOTHHKAMH KaHIEIApiH 0611e06pa3oBaTenbHOi OpraHu3alliH.

17. PaspaGoTka u BeeHHe HOMEHKJIATYPBI e

17.1. JlokyMeHTa/IbHBIH (HOHT LIKOTEl — COBOKYITHOCTb JIOKYMEHTOB, 00pasyIoIHXCs B IIpolecce
IO JeATCNBHOCTH. JIOKYMEHTAIbHBIH (OHI LIKOABI COCTABISIOT JOKYMEHTHI CO3IAHHBIE B
00meo0pa3oBaTelbHON  OPTaHU3alMH M [IONYYEHHBIE €10 B pe3yabTare B3aHMOAEHCTBHS C
OpraHamH rocy1apCTBEHHOH BIIACTH, OPraHaMH MECTHOTO CaMOYIpaBIEHHS, IOPHIHYECKHMH H
(H3HYEeCKAMH THIIAMH.



17.2. HomeHKIaTypa Jen sSBISETCS OCHOBOI (hopMHpPOBAaHHS JIOKYMEHTATLHOTO HOHIA MIKOIBI H
NIpeACTaBNseT CO0OH CHCTEMAaTH3HMPOBAaHHBII NEPEYCHb 3arojIOBKOB (HAaHMEHOBaHHil) jei,
34BOJIHMBIX B IIKOTE, C yKa3aHHEM CPOKOB HX XPaHEHHS, H O(DOPMIIEHHBIH B COOTBETCTBHH C
PABOBRIMH  aKTAMH, PEKOMEHJALMAMH H METOIHYECKMMH YKa3aHMsIMH OpraHoB Poccuiickoii
Qezepannd, YNOTHOMOYEHHBIX B Cepe IocyXapcTBEHHOTO VIpPaBJIeHHs apXHBHBIM JIEIOM,
J€IONPOU3BOACTBA H JJOKYyMEHT0000pOTA.
17.3. HomeHKNIaTypa aej COCTaBIIeTCsl Ha OCHOBE U3YYCHUS MOJIOKECHHUM, MHCTPYKIHI U TIpaBHIL, a
TaKke  JpYIMX — JIOKyMCHTOB, — PEIrIaMEHTHPYIOLIMX — JeSTelbHOCTh  001eo6pa3oBaTebHOM
OPTaHH3AlMH, a TaKKe HOMEHKIATYp Jel 3a [PEeINIeCTBYIOIHE TOJbl M JIOKYMEHTOB,
00pasyloIIUXCs B IEATENEHOCTH 0611e006pa30BaTeTbHOMN OpraHH3aiyy.
17.4. HomeHkiatypa Jesl MCHIONB3YeTCs UIs TPYNIHUPOBKH HMCIOJHEHHBIX JIOKYMEHTOB B Jiefa,
CHCTEMATH3AINK U y4eTa 1€, ONPEIeIeHUs CPOKOB X XPaHEHHS U MOUCKA JOKYMEHTOB, SBISeTcs
OCHOBOH JUISl COCTAB/IEHHMS OIHCEH JeT IOCTOSHHOTO H BPEMEHHOTO (cebimre 10 siet) XpaHeHus, a
TaKKe JUIst yaeTa Jell BPEMEHHOTO (10 10 j1eT BKIIOYHTEIBHO) XpaHEeHH L.
17.5. HomeHknaTypa ies1 BBOOUTCS B IeHCTBHE IIPHKA30M TI0 IIKOJIE.
17.6. HomeHKIIaTypa Jie/1 TOTOBHTCS B TPEX SK3eMILIIpaX:

* /UL IOMELIEHHS B HOMEHKIIATYPHOE €10 H IIOCTOSHHOTO XPaHEHHUS:

* I HCNOJIb30BaHHMs B paboTe OT/IEIOM JIETONPOH3BO/CTRA (KaHIeIIpHeii);

* U XPaHEHHS B apXUBE LIKOJIBI.
17.7. VI3 HOMeHKIATyphl [en IIKOMHI OTBETCTBEHHBIM JIMIIOM 33 BEICHHE JIEJIOTIPOU3BO/ICTBA
OhOPMISIFOTCA BBIMMCKH ISl KAKIOTO M3 TOApA3feNeHUil M OTIENOB 00meobpa3oBaTebHOM
OpraHU3aIiH.

18. ®opmuposanne xea u ux Tekymee xpanenue. [oaroropka AOKYMEHTOB H [Ie]1 K nepeaaye
HA ADXHBHOE XpaHEHHe
18.1. @opmuposanme nen — rpynmupoBKa HCMOTHEHHBIX JIOKYMEHTOB B JIeJla B COOTBETCTBHH C
HOMEHKJIATYPOH Zel 0011e00pazoBaTenbHOM OPraH3aluy ¥ CHCTEMATH3AIHS JOKYMEHTOB BHYTPH
Jena.
18.2. Jlena co nus uX 3aBefieHus /10 TIepeayd B apXUB [IKOILI HITH HA YHHYTOKEHUE XPaHATCS 110
MECTY X (POPMHPOBAHHS.
18.3. Tlpukasel mo OCHOBHOI, aJIMMHHCTPATHBHO-XO3AHCTBEHHOM, y4eOHO-BOCITUTATEIBHOM
ACATETLHOCTH IKOIbL, IPYNIHUPYIOTCS OTACIBHO OT MPHKA30B 110 JTHYHOMY COCTABY PaGOTHHKOB H
110 TAYHOMY COCTaBY OOy4aIOUIMXCS (yUaIHXCsl/BOCTTUTAHHHKOB).
18.4. Tlepemucka rpynmupyercs 3a mnepuon KaJICHIapHOT0 ToJa W CHCTeMAaTH3UpPYETCs B
XPOHOJIOTHYECKOH ITOC/IeJOBATEILHOCTH.
18.5. lIpoBepka HAMHYKS U COCTOSAHHUS TOKYMEHTOB H JIeT [IPOBOJMTCS MPH MEPEMELICHHH JIe]T, TIPH
BO3BpATe /€1, IPH peopraHn3alliy UM JIHKBUAALEH 00111e00pa3oBaTebHON OpraHu3alyHy.
18.6. B apxuB 00meo6pazoBareibHOil OpraHusaluy (Jajee - apXuB) MepelaloTcs jela
TOCTOSHHOTO, BPEMEHHOTO (CBBILIE 10 11€T) CPOKOB XPaHEHHS U TIO JTHYHOMY cocraBy 4epe3 3 roma
flocIe rofia, B KOTOPOM JOKYMEHTBI OBUIH IIOMEIIEHEI B JIEJI0 Ha XpaHEeHHe.
18.7. Ilepesiaya TOKyMEHTOB B apXHB IIPOU3BOAUTCA 110 YTBEPHKAEHHBIM OIHCSIM el
18.8. TlonroToBka MOKYMEHTOB M HeN K Nepeaaye Ha apXUBHOE XPaHEHHE W HAa YHUUTONKEHHE
IpeayCMaTpPHBAET:

* OKCHEPTH3Y UEHHOCTH JOKYMEHTOB;

* COCTaBJICHHC ONHMCEH JIeI [0 pe3yabTaTaM KCIEPTH3bI HX [IEHHOCTH;

» odopmienue ne;

¢ COCTABJICHHUE aKTOB HA YHHYTOXCHHE IOKYMEHTOB M JIENT C HCTEKIIAMH CPOKAMH XPAHEHHUS.
18.9. DkcnepTH3a HEHHOCTH JOKYMEHTOB MOCTOSHHOIO H BPEMEHHOTO XPaHEHHS OCYILECTBISETCS
CKETOLAHO JHIOM (JHIAMH), Ha3HAYEHHBIM MPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHBHPOBAHHE,
18.10. B neno nomemaercs He Gonee 250 THCTOB (TonmmMHa Jena NpH 3TOM COCTaBseT He Gojee 4
cM). Ilpn Gonbmom konmyecTBe TOKYMEHTOB GopmupytoTcs ToMa (dacTH) geta. BryrpH ena



JOKYMEHTBI PAcIoaraloTcsi B XPOHOJIOTHYECKOM MOpAAKE B COOTBETCTBHH C OMNHCHIO. B 1e1a
[OMEIIAIOTCS TOIBKO HCIIOIHEHHBIE, IPaBHIBHO 0OPMIIEHHBIE JOKYMEHTHIL.

18.11. JIoKyMeHTBI BHYTPH Je/la pacIoNaraiorcs CBepXy BHH3 B XPOHOJIOTHYECKOH, BOMPOCHO-
JIOTMYECKOH  TOCNEIOBATENPHOCTH MM  HX COYETAHHH. PacropsauTelbHBIE —JOKYMEHTHI
IPYNIHUPYIOTCSA B JIEa 110 BHIAM H XPOHOJIOTHH C OTHOCSIIHMHUCS K HEM [PHIIOKEHHSIMH.

18.12. JIn4uble KapTOuKH paGOTHHKOB GOPMHPYIOTCS B €0 MO andaBHTy haMuIIHii.

18.13. Odopmienne gena mnpexycMatpuBaeT: odopMICHHE PEKBH3MTOB OGNOKKH Ield 110
YCTAaHOBJICHHOH (hOpMe; HyMepalMio JIMCTOB B JEN€ KapaHIaloM B BepXHEM IIPaBOM YTy,
COCTABJICHHE BHYTPCHHEH OMMCH JIOKYMEHTOB Jela, OIUMBKY ¥ MeperieT aena. JInet Goibsmoro
(opmara, MOAWMTEIN 3a OJMH Kpail, HyMepyeTcsi KaK OJMH JICT B IIPABOM BEPXHEM YIIIy.
JIoKyMeHTBI ¢ COGCTBEHHON HyMeparuel JTHCTOB, B TOM YHCIIe TeYaTHbIE H3IaHus, HYMEpPYIOTCS B
ob1em nopsake.

18.14. JIuCTBI e, COCTOSIIMX M3 HECKOJIBKHX TOMOB HJIM YacTel, HyMepyIOTes 1o KKIOMY TOMY
WJIA YaCTH OTJEJIBHO.

18.15. Tlocne 3aBepuieHHs HyMepAlUH JIHCTOB COCTABNAETCH 3aBEpHTEIbHAS HAJIHCH, KOTOpas
pacrmojiaraeTcs B KOHIIE JieJia. 3aBepUTeIbHas HAIMUCEL COCTABISIETCS B IeNie HA OTIEIbHOM JIHCTe-
3aBepuTeIe Jena.

18.16. B 3aBepurenpHON HaAmMCH HU(PPAMH M TIPONHMCHIO YKA3BIBAETCS KOTHYECTBO JHCTOB B
JaQHHOM Jiejie. 3aBepHTebHAas HAIMKCh [OANMCHIBAETCS €€ COCTABHTENEM C yKa3aHuem
PaclM(pPOBKE TMOANMCH, MOKHOCTH M Jarel cocTapjieHHs. KOJHYeCcTBO 1HCTOB B meie
IIpOCTaBIIsAETCA Ha 00JI0KKE Jefa B COOTBETCTBHH ¢ HTOTOBOH HAIMUCHIO.

18.17. PexBu3ut "cpox XpaHeHus jena" MepeHOCHTCS Ha 00JIOKKY ZIea M3 COOTBETCTBYIOLIEH
HOMCHKIIATYPBI JICJT TOCJIE CBEPKH €ro CO CPOKOM XPAaHEHHs, YKa3aHHbIM B IEPEUHE THIIOBBIX
AIOKYMCHTOB HIIH B IIEPEYHE JOKYMEHTOB, 00pasyIOIUXCs B IEATEIBHOCTH (eaepalbHOro opraua,
C YKa3aHHeM CPOKOB XpaHECHHS.

18.18. Ha nenax nocTosHHOro XpaHeHus numercs: "XpaHHTb OCTOSHHO" .

18.19. Tlprem nen mpoM3BOAMTCS COTPYAHMKOM, YIOMTHOMOYEHHBIM HA BEJCHHE NeSTelbHOCTH
dpXHBa, ¢ MPOCTABJICHUEM B JIBYX JK3EMILIPAX OMHCH JeJl OTMETOK O HAIMYWM KakI0ro jena (Ha
K&KIOM SK3EMIJIIPE ONMCH YKa3bIBACTCs KOMHYECTBO (AaKTHUECKH IPHHSTHIX e, JaTa IpHeMa-
Tepe/iain e, a TaKKe NOAIMUCH apXMBHCTA H COTPYIHUKA, TIEPEIaBIIEro Jea.

19. 3ak09ATEIBLHDBIE T010KEHHS

19.1. Hactosias MHeTpykus no JAEJIOTIPOU3BO/ICTBY SIBIIAETCH JIOKAIbHEIM HOPMATHBHBIM aKTOM
o0eoOpa3oBaTeIbHOM  OpraHu3alMy, NpHHHEMaeTcs Ha OB6meM cobpanun pabOTHHKOB H
YTBEPIKIaeTCsi (BBOAUTCS B IEHCTBHE) MPHKA30M AMPEKTOPa 00IIeobpa3oBaTebHOi OpraHu3aIuH.

19.2. Bce n3MeHEHHS M JIOTONHEHHS, BHOCHMEIE B Hacrosuyro MHCTpykiuio, opopMisioress B
IMICEMEHHOH (OpME B COOTBETCTBHY AEHCTBYIOIMM 3aKOHOAATENBCTBOM PoccHiickoii Deneparuu.
19.3. VIHCTpyKIHMS. MO JAEONpOM3BOJACTBY B LIKOJE IIPHHAMAETCS HA HEONpPEeJeTIeHHbIH CpOK.
M3smenenns u nononsenuss k MHCTPYKIMH NPHHAMAIOTCS B HNOpAIKE, IpeaycMoTpeHHoM 1m.19.1.
Hacrosmed MHeTpyKium.

19.4. Tlocne npunstis MHCTPYKIMH (MIH H3MEHEHMid M IOTOJHEHMi OTHE/IbHbIX TYHKTOB M
pas/enoB) B HOBOH peaKIuK TpeIbULYIIAsS PEIAKIHS ABTOMATHYECKH YTPaYyuBaeT CHUITY.



Ilpunoxcerue Ne |

IIpaBuaa
0OpM.IEHHS] PEKBH3HTOB T0KYMEHTOB

l. Jlna noarotoBku moxymeHTOB [IPHIMEHSCTCA TEKCTOBBIA penakTop, ObecrneynBarommii
TpeOOBaHMs rPadHUIECKOr0 BOCIPOU3BEICHUS PEKBH3HMTOB JJOKYMEHTA.

2. Buzsl u pasmepsl Hcnonk3yeMbX mpudros: Times New Roman — 12, 13, 14; Calibri 14 &
NPHOIHKEHHBIE K HUM.

3. Tlpu mnoarotoeke TekcTOB B TaOnuIax, 1is obecriedeHHs ydmell YHTAEMOCTH JIaHHBIX,
AOITyCKaeTCs NpUMEHEeHHe WPH(TOB Braa Arial, pasmepos 12,13.

4. [lnanason ucrnomns3yeMsix MEKIYCTPOHHBIX MHTEPBAJIOB: OT OAMHAPHOTO /10 TIOTYTOPHOTO.

5. AG3auHbIi OTCTYN TekcTa OKyMeHTa - 1,25 cMm.

6. 3aroJI0BKH PasienoB U MOPA3aeNoB MeUATAIOTCS C ab3allHBIM OTCTYIIOM HITH LHEHTPUPYIOTCS 110
UIHPHHE TEKCTA.

7. MHOrOCTpOUHBEIE PEKBH3MTHI MEYATAIOTCS €pe3 OMHH MEKCTPOYHBIA HMHTEPBAT, COCTABHEIE
HdCTH PEKBH3UTOB OTAEIAIOTCS JOMOIHUTEIbHBIM HHTEPBAIIOM.

8. Ecu oKyMeHT roToBuTCS Ans M3maHus o YMEHBIUICHHEM MacIITaba, TEKCT mevataeTcs yepes
JIBa MHTEpPBasA.

9. UHTepBan Mexny GYKBAMH B CJIOBAX - OGBIYHbLI. WuTepBan Mexay croBamu - o/iun npoben.

10. TexcT nokymenTa BBIpaBHHBaeTCS Mo IIHPHHE JIACTA (IO TPAaHKIAM JIEBOTO M IPABOro MoJel
JTOKYMEHTA).

I'l. Jlinna camoit 1mnHO#M crpoku PCKBH3HTA NIPH YITIOBOM PACIIONOKEHHH PEKBH3HTOB He DoJlee
7.5 cm.

12. Jlmuua camoit mmuHHOM CTPOKH PEKBHU3HMTA NPH MPOJOTLHOM PACIIOIOKEHHH PEKBHU3UTOB He
Oonee 12 cm.

13. Koa dopmer gokymenra

Kox dopmer nokymenta npocrasnsercs ua YHHOUIMPOBaHHBIX hopmax JIOKYMEHTOB, B OCHOBHOM
HCMOIE3YEMBIX B KaJIpOBOM JOKYMEHTOOGOPOTE WIKOJBL Pacmonaraercs KOI (OPMBI B mpaBom
BEPXHEM yriy pabouvero moms DOKYMEHTa, COCTOHT H3 CJIOB "®opma mo" (HaMMeHOBaHME
Kiaccipukatopa) u muppoBoro koa.

Lpumep - @opma no OKVI 0301001,

14. HanmeHoBaH#e mKoe!

HaumenoBanme mkomsr  momkwo COOTBETCTBOBATE HAUMECHOBAHMIO FOPHIHYECKOTO JHILa,
3aKpCIICHHOMY B €r0  yYpeIHTeIbHbIX AOKyMeHTax  (YcraBe — o0iieo6pasoBaresHOl
opranu3sanuu). [Tox HaHMEHOBAHHEM IIKOJIBI B CKOBKAX YKa3bIBa€TCs COKPALIEHHOE HAUMEHOBAHHE
obweobpasoBaTenbHOlM OpraHHu3alny.

Han nanmenoBanmeM rukosms; - YKA3BIBACTCA TOJIHOE HAMMEHOBAHHE BBIIIECTOSIICH OPraHH3aIHH.

15. CopaBounsle anusie 0 mkoe

CrpaBouHble JaHHBIE O WIKOTE BKIIOYAOT B ce0s: movTOBBINA anpec, HoMepa Tenedona, daxkca,
AIPeC SJICKTPOHHOM MOYTHL, KOA mKojJel mo OKIIO (mpoctarmsercs 1o O6wepoccuiickomy
KJIacCH(UKATOPY HpeanpusTHii 1 OpraHu3aiiyii), OCHOBHOI TOCYAapCTBEHHBIA PErUCTPalHOHHBIIH
Homep (OI'PH). upentuduranmonnpit HOMEDP HaJIOroIUIaTebIIMKa/KO IPHYHHbBI TOCTAHOBKH Ha
Hanorossli yuet (MHH/KIIII).

16. HaumeHoBanwme Biaa nokymenTa

PexBu3uT Henommyercs ans YKa3aHHs BHIA JOKYMEHTa H pacrojaraercs mnoj PEKBH3HTOM
“HAaHMCHOBaHHe 001meoOpa3oBaTenbHOI Opranusauuu». HaumenoBanue Buja JOKYMEHTa He
VKa3bpIBaeTcs B MHCbMaXx.




17. [lara 1oKyMeHTa

JlaToif JOKYMeHTa sABIS€TCs JaTa €ro MOJANHMCaHHs (MpHKa3, MHCbMO, 3alHCKa, akT H Ap.).
yTBepK/IeHHs (MHCTPYKIHS, MOJNOKEHHe, NMPaBHIa, PETJaMEHT, IUIaH, OTYeT M JP.). COOBITHS.
3aMKCHPOBAHHOTO B IOKYMEHTE (IIPOTOKOII).

Jlata JOKYMEHTa MpPOCTABIACTCS JMODKHOCTHBIM JIMLIOM, MOIMHCBHIBAIOLIMM HITH YTBEPKIAIOUIAM
JIOKYMEHT, HWJIH [PH PETHCTPAlMM [OKYMEHTA, HJIM HEMOCPEJCTBEHHO COCTABHTENEM MpH
TIOITOTOBKE JOKYMEHTA (CTy/KeOHas 3aIIHCKa, 3asABJIEHHE U JIp.).

JIOKYMEHTBI, H3JIaBaeMble COBMECTHO ¢ IPYTHMH OPTaHH3AlMSAMH JOJKHBI HMETh OJHY (€IHHYIO)
nary.

Jlatv 10KyMeHTa 0OpMIISIOT apaOcKuMK 1H(paMH B 110C/I€/[0BATETEHOCTH:

e JeHb Mecsla, Mecsi, roa. JleHb Mecsna u Mecsn oQOPMISIOT ABYMs Iapamu apadCKuX
mudp, pa3leNeHHBIMH TOYKOM; TOX - YeThIpbMs apabcKuMu LH(paMH, HampHMep:
01.12.2017. Byksa "r" mocie unudp He CTaBUTCA. ,

e mpH cioBecHO-IM(POBOM crocobe 0GOPMIEHHs AaThl ACHb MeCsia yKasbiBaeTCs MapoH
apabcekux mudp, rojl 4eTHIpbMst apabeknMu mubpamu, Hanpumep: 12 nexabps 2017 r.

18. PerucTpauiOHHBIH HOMED JIOKYMEHTA
PerucTpallMOHHbIA HOMEP JOKYMEHTA NPOCTABISETCA B COOTBETCTBHH C CHCTEMOH pEerucTpanuu,

[PUHSATOM B IIKOJIE.

PerncTpanioHHbI HOMEp IPHCBAUBAETCS JOKYMEHTY TI0CTIE €10 MOANHMCaHHs (YTBEP/KACHHUS).
CchulKa Ha perucTpallMOHHBIA HOMED M 1aTy JOKYMEHTa

CChUIKA HA HCXO/ISAIIMH HOMEp M JaTy J0KYMEHTa aJpecaHTa BKIIOYaeT B ce0sl perucTpalioOHHbIN
HOMEp M JIaTy JTOKYMEHTa, Ha KOTOPLIH JO/IKEH OBbITh IaH OTBET.

19. Mecto cocraBieHus (M3IaHUs) TOKyMEHTa
MecTo COCTABJIEHHs WIH U3/1aHus JOKyMEHTa - "TOpoJ ..." - yKa3blBaeTCs Ha OaHKax npoTOKOJIOB
M aKTOB, COCTABJISIEMBIX B 0011[e00pa30BaTeIbHOM OpraHn3aIuu.

20. Anpecar

B pexBmsute "Ampecar" MCHOJB3YIOTCS OQHUIMATbHBIE HANMEHOBAHKS OPraHOB rOCYIapCTBEHHOH
M HCIIONHHTEIBHON BJACTH, OPraHOB MECTHOTO CaMOYIpAaBJeHHs, opraHusauui. [lomyckaercs
MCITOJTB30BATh OMHIMANBHO NPUHATHIE COKPAIIEHHbIC HAUMEHOBAHHSA OPraHOB OCYAApPCTBEHHOH H
HCIIOJHHTELHOM BIACTH, OPraHOB MECTHOTO CAMOYIIPABIICHHs, OpraHH3aLHil.

[lpn anpecoBaHuMH JOKYMEHTA NODKHOCTHOMY M UYacTHOMY JIMIly HHHIIHAIBI CTaBATCA IOCIE
hamuum.

ITpumep - Pyrkosooumenio OO0 « Cmpoumeib
Damunus H.O.

PexBus3uT "agpecar” MpocTaBiseTcs B BepXHEH NMpaBoi 4acTu JOKyMeHTa (Ha ONaHKe ¢ yIJIOBBIM
pAaCroNOKEeHHEM PEKBH3HTOB) MM CIOpaBa O] peKBM3UTaMu OnaHka (IpH IMpPOJOJIBHOM
pacoyioKeHHH PeKBU3UTOB Onanka). CTPOKH PEKBH3MTa "a/pecatr” BBIPABHUBAIOTCH IO JIEBOMY
Kparo HJIH LEHTPYIOTCS OTHOCHTEIBHO CaMOH JUIHHHO#M CTPOKH.

[Ipu anpecoBaHHH JIOKyMeHTa 0e3 yKa3aHHs /O0JKHOCTHOTO JIMIIA HAaMMEHOBAHMS aJpecaroB
MUIIYTCSI B AMEHUTEIIBHOM NaJIeKe, HalpHMeED:

Opeanvi cmamucmuru 2opooa Mockebl

[Ipu anpecoBaHWHM AOKYMEHTAa pYKOBOJHMTENIO OpraHM3allid HAWUMEHOBAHHE [OJDKHOCTH
VKa3bIBaeTCs B JaTEILHOM Iafeke, HallpHuMep:

Ienepanvrnomy oupexmopy QOO «Hzoanue»

Davurua H.O.



[loutoBeilf agpec He ykasblBaeTcs B JOKYMEHTAX, HAINpPABISEMBIX B Beicumme oorEEm
TOCY/apCTBEHHOH BIACTH, (pelepalibHble OPTaHbl HCIIONHHTEIBHOMN BIACTH H HX TEPPHTODEE ame
OpraHBl, Oprafbl rOCY1apCTBEHHOH W HCIIOIHUTENBHOM BIIACTH, TOCTOS HHBIM KOPPECTION IesTam.
IIpu anpecoBannu MUChbMa B OPraHM3ALMIO YKA3bIBAIOT ¢ HANMEHOBAHKE, 3aTeM NOYTOBAH axpec.
HarpuMmep:

Tocyoapcmeennoe  yupexcoenue — Bcepoccuiickuii  Hayuno-ucciedoeamenscxuii UHCMmTY™—
OOKYMEeHMOoBeOeHUs. U apXusHo20 oend
Ipogpcorosnas ya., 0.82, Mockea, 117393

I[lpu  anpecoanuu JokymeHTa (H3HYECKOMY JHIY YKa3blBAIOT GaMHIMIO H HHHIHATH!
TOoJTy4aTesis, 3aTeM MOYTOBBIH aapec, HalpUMeEp:

Ilemposy H.II.
Ipouseoocmeennas ya., 0.5, k6.12,
2. Mocxkea, 119633

PexBusut "Anpecar" He noimkeH conepxkarh Gonee deTeipex anpecaro. Crnoso "Konus" mepen
BTOPbIM, TPETHHM, YETBEPTHIM aJpecaTaMH He ykaspiBaeTcs. IIpu umcre ampecatoB Gomee 4-x
COCTAB/ISICTCH CIIUCOK PACCBUIKH JOKYMEHTA.

Ecin nokymeHT oTmpaBnsercss B HeCKOJbKO ONHOPOJHBIX OpraHM3alMii HIH B HECKOIBbKO
CTPYKTYPHBIX NOpa3/ieleHHi OpraHa UCHOIHUTENBHOM BIACTH, TO OHH YKa3bIBAIOTCS 000BIIEHHO.
[Ipumep:

Pyrosooumensm yupescoenuit CI10

20. ['pud) yTBEpIKICHNS TOKYMEHTA

I'pud yrBepnenns mpocraBnsercs B mpaBoM BepXHEM yIuIy noxkymenrta. CTpOKH pekBH3UTa
BLIDABHUBAIOTCSA 10 JICBOMY KpArO HIIM LEHTPHPYIOTCS OTHOCHTEILHO CaMOW MTMHHOM CTPOKH.
JIOKYMEHT ~ yTBepXkIaeTcsi  AOKHOCTHBIM  JIMIOM  (JOJKHOCTHBIMH JTMLIAMH)  HJIH
PacTIOpA/THTEIEHBIM IOKYMEHTOM (IIOCTAHOBJICHHEM, PENICHHEM, MPHKAa30M, PACTIOPSKEHHEM).
[lpy yTBep:KIEHHH NOKyMEHTA JO/DKHOCTHBIM JTHIIOM rpi( YTBEPXKIEHHS IODKEH COCTOSTH M3
cioBa  YTBEPXKIIAIO (6Ge3s «xaBbluek), HaMMEHOBAHHS IODKHOCTH THIIA, YTBEPKIAIOLIETO
AOKYMEHT, €r0 NOJNUCH, HHHIHAIOB, GAMHIINH U JaThl YTBEPKICHHUS.

[Tpumep:

VIBEPXK][AIO
Hupexmop MBOY Llxkona Ne 1238
H.0. Qamunusn

21. [lata

Ilpu yrBepikIeHNH TOKyMEHTA HECKONLKHMH JIOKHOCTHBIMH JIHLAMY HX TOIHCH pacroararTes
Ha OJTHOM YPOBHE.

[Ipu yTBepxkmeHNH NOKYMEHTa paclOpSIHTENbHBIM TOKYMEHTOM TIPH( YTBEPKIECHHS COCTOMT W3
croe YTBEPXKJIEH (YTBEPXJEHO. YTBEPX/IEHbI, YTBEPXJIEHA). cornacoBannoro c
HAHMCHOBAHUEM  BHIA yTBEPKIAEMOIO NOKYMEHTAa, HAHMEHOBAHHS BHJAA JOKyMEHTA B
TBOPUTEIIBHOM TIaZIeke, ero IaThl, HoMepa.

[Tpumep:

VIBEPKJIEHO
npuxazom MBEOYV Ilxona Ne 1238



om 01.03.2020 Ne 57
22. 3aroJI0BOK K TEKCTY

3aroj0oBOK K TEKCTY - KpaTKoe CcoJeplkaHHe NOKYMEHTAa. 3aro/lOBOK K TERCTY mommans
dopmynupyeres ¢ mpermorom "O" ("O6") u oTBeyaeT Ha Bonpoc "o yem?"):

o npukas (0 4em?) 0 CO31aHUN KOMHCCHH;

o npuka3 (0 4em?) 00 yTBEpKIAECHHH IUTATHOIO PACTTHCAHHUS;

e HCHMO (0 4eM?) 0 MpeIoCTaBIeHHH HHYOPMALIMH.
3aroioBOK K TE€KCTY 0hopMIIsieTcs MO PeKBH3UTaMH OJlaHKa ClieBa, OT TPAHUIIBI JIEBOTO OIS,
HaumeHoBaHue (3arosioBoK) /MO0 AaHHOTAIMsS MAOKYMEHTA COCTABISETCS aBTOPOM [pOSKTa
JTOKYMEHTA.
3aro0BOK K TEKCTY MOJKET HE COCTaBIIATHCS, €CITH 00beM IOKYMEHTa He IPEBBIIAET 4-5 CTPOK.

23. Tekcr 1oKyMeHTa
JlokymeHTBI 00mIe00pa3oBaTeabHON OpraHU3alMi COCTABJIAIOTCA HA TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu - pyccKoMm.
TekcT MOKYMEHTA MOXKET COJepKaTh pasjielibl, NOApa3Jelibl, MyHKTHI, MOAMYHKTBI, HyMepyeMble
apaOckuMu 1(pamMu.
B npuKa3zax TeKCT JOKYMEHTA H3JIaraioT OT MIePBOTO JTHIIA €IMHCTBEHHOI0 YHCIIa («IIPHKa3hIBAIO»)
B moxyMeHTaxX KOJIJIETHAIBHBIX W COBEIIATENbHBIX OpraHax OT TPEThEro JHIa €JIMHCTBEHHOTO
ypclia: («codpaHue... PeiIuno )
Teker mpoTOKOMAa W3MAaraeTcs OT TPEThEro JIMIAa MHOKECTBEHHOIO YHMCIA  («CIyLuajim»,
«BBICTYIHIINY, «TIOCTAHOBUIINY, « PELIHIIHY ),
B COBMeCTHBIX JOKYMEHTaX TEKCT H3JaraloT OT IIEPBOr0 JIMIA MHOXECTBEHHOr0 4YHCa:
(«IIpUKa3bLIBAEM», «PELIUIIHY).
B nenoBeIx (cny)xe0HBIX) MTUCEMaX HCTIONB3VIOTCS (QOPMBI H3JI0KEHHS:

e OT MEPBOrO JIMIA MHOKECTBEHHOrO uHcla («IPOCHM HalpaBHTL», NPEJACTaBIseM Ha

paccMOTpeHHE» );

e OT Tperhero Jjuua eauHcrBeHHoro umcna («Aamuauctpanus OV Illkoma Ne 1238 me
BO3paXkKaeT»);

e OT MEPBOr0 JIMI[@ E€IMHCTBEHHOIO 4YHclIa («CUYMTAKD HEOOXOAMMBIMY, «IpEeIararo
pPacCMOTPETHY).

[Tpu ynotpebieHun B TeKCcTe (haMHIHil THII HHUIHAE! YKa3BIBAIOTCS TOCIIE (GaMHIHH.
B j1e10BbIX (CJ1VKeOHBIX) MUCEMaX MOTYT HCITOJIb30BaThCH:
e BCTYNHTEIbHOE OOpaLleHHE:
Veaoicaemwvii 2ocnooun Heanoe!
Veaoscaemasn 2ocnooca llemposa!
Veaowcaemwiit Huxonaii [lempoeuy!
Veaowcaemana Onvea Huxonaeena!
Veaowcaemwvie 2ocnooa!

B oOpailieHuH 1o JO/DKHOCTH HaWMEHOBaHHE JODKHOCTH ITHINETCS C NPONMMCHOH OyKBbI, B
oOpauieHuH 1o haMHIMKA WHUITHAIIBI JTMIA He YKa3bIBalOTCA.

e 3aKJIIOYMTENIbHAS dTHKETHas (pasa:
C yeaoicenuenm, ...

CTpaHuIlbl JOKYMEHTA HYMEPYIOTCS, HAYMHAs CO BTOPOTO JHCTa JOKYMeHTa apaOcKMMH IHppamMu
MOCEepeIMHE BEPXHErO MOJs.

Texer mokymeHTa oTzenseTcs OT 3arojOBKa ABYMS MM TPEMS MEXKIAYCTPOYHBIMH HHTEpBajlaMu
HCIMOIB3YEMBIMH B TEKCTe.

24. OT™MeTKa 0 IPHIIOKEHHH




OrMerka O TPHIOKEHHH HCIOIB3YETCH npu OOpPMICHHH IHCEM H NpHIOECEES & NN
" porpamMMmam, OT4eTaM, 1070YKEHHSM, TIPABHIAM, HHCTPYKITHAM H APYTHM

JIOKYMEHTaM.

B nuchMax OTMETKA O TPHIOKCHHH o(popmIIsETCS O TEKCTOM cbMa Ha paccTosEEm 125 S
rpaHMIB JIEBOrO MOJIsL. Ec/i TpHJIOKEHHE HA3BaHO B TEKCTE MECHMA, B OTMETKE O MPENINECSSEE
yKa3bIBaeTCs KOTMIECTBO IMCTOB M KOTHYECTBO IK3EMILIAPOB [IPUIIOKEHHS, HANPHMED:

[punodicenue: HA 3. 61 3K3.
[Ips HaIHYAM HECKONBKHIX [PUIOXKEHHH, B OTMETKE O HPHIIOKEHHH  OHH HYMEDYIOTCE.

yKa3p[BAIOTCA HAMMEHOBAHW KAKIOTO TPHIOKEHUs, KONHIECTEO JAMCTOR H KOMHHECTSO
HK3eMILIAPOB, HAPUMED:

Ipunoodwcerue:
i Tnan-epagux ... na 3 1. 2 9K3.
2 Cnpasxa o noomeepaicoenuu paxma obywenus... na I 1. 6 1 9x3.

Ecii MpHI0KEHH ¢6pounopoBanbl, T0 KOJIMYECTBO JHCTOB HE YKa3bIBACTCA. Ecny TpHIOKESHHS
HAMpaBJIAIOT HE BO BCE yKa3aHHbIE B JIOKYMCHTE ampeca, TO OTMETKY O €T0 Haguaud oQopMIRIOT
crieyromEM 00pa3soM, HarpuMep:

Ipunodcenue: Ha 3 1. 6 1 9K3. MONLKO 6 NEPBLLLL aopec.

Ha npryiokeHusX K IpaBHiIaM, MHCTPYKLHSM, [TOJIOKCHHAM, [LUIAHAM, TIPOrpaMMaM, J0TOBOpar i
JpYrEM JOKyMEHTaM OTMETKa O [PHJIOKEHHH POCTABIACTCA HA TIepBOM JIHCTE MPHIOKCHHE &
[IpaBOM BEPXHEM YTIIY.

Eci IPAIOKEHHE OIHO, OHO HE nymepyercs. Ecin PHJIOKEHHH HECKOJIBKO, OHH HyMepyroTcs
(IpUIIOYKEHHE 1, IpUI0KEHHUE 2).

B TexcTe MOKYMEHTa MpH NEpBOM yIIOMMHAHHHA JIOKyMEHTa-TIPH/IOKCHHS B CKOOKaX yKa3pIBacTCs
... (IpUIIOKEHHE) I ... (npunoxenne 1); nepes HOMEPOM TIPUJIOKEHHA JIOTIyCKaeTCs CTaBHTE
3HAK HOMeEpa: ... (MPUIOKCHHE N 2);

B OTMETKe O HPHIOKEHHH yKa3plBacTCA HaHMEHOBAHKME BHIA OCHOBHOTO JIOKyMEHTa, ero aara i
HOMEp, HalprMep:

Ipunosicenue N° 2 K npuKdsy MEOYV ILxona Ne 1238 om 08. 06.2017 Ne 67 "

Ecau NpUIOKEHHEM K JOKYMEHTY (nampumep, K npuKasy) ABIAETCS yTBEpIKIACMBIil JOKYMEH
(mON0KEHHUE, MpaBuiIa, MHCTPYKLHSA, PeraMeHT H Ap.) B BEPXHEM NPABOM YIIY TIPOCTAB/ISAETC
OTMETKA O MPHIOKEHAH, HIKE — rpud yTBEPKICHUS, HATPUMEP:

Ipunooicenue
VTBEPJX/IEHO
npukazom MBOY IIxona Ne 1238 om 08.06. 2017 Ne 67

Bua u pasMep mpH(Ta PEKBU3UTA "OrMeTKa O MPHIOKEHHH" JIO0IDKCH COOTBETCTBOBATH BHIY
pasmepy HIpH(PTA TEKCTA NOKyMEHTA.

75 ['pud cornacoBaHus JOKYMEHTA
['prd cornacoBaHus J0KyMEHTa WCIIOJIB3YeTCs TIPH COTJIACOBAHHMH JIOKYMEHTa C OpraHamu Bact
OpraHH3alMsMH  HIH OMKHOCTHBIMH  TTHIIAMH. OH COCTOMT M3 CllOBa “COTJIACOBAH(




_

JO/KHOCTH JIHIIa, KOTOPHIM COIJIacOBaH IOKYMEHT (BKMIOYAs HAHMEHOBAHHWE OpraEH A
THYHOM TOMMCH, paciidPOBKH MOMKCH (HHHIHATIOB, daMUITHK) U 1aThl COTTIACOBAHHS.

[Tpumep:

COITIACOBAHO

Tupexmop MBOY Illxona Ne 1238
H.H. Heanoe

01.12.2017

['pud cornacoBanus B 3aBUCHMOCTH OT BHJIA TOKYMEHTA 0cobeHHOCTEH ero 0hOpMIICHHA MOKET
IPOCTABIATHCH:

e HAa IIEPBOM JIHCTE JOKYyMEHTa (SCIH JOKYMEHT HMEET THTYJbHBII JUCT, - Ha, TUTYJIBHOM
JIECTE) B JICBOM BEPXHEM YIJIy Ha ypoBHE rpud)a yTBEPHKICHHUS WIIH IOJl HAUMEHOBAHUEM
JOKYMEHTA OJIMKE K HHKHEMY TOJIIO);

e HA MOCJEIHEM JHUCTE JOKYMEHTA M0 TEKCTOM;

e 1A JHCTE COrVIACOBAHWS, SBIIOMIEMCS HEOTHEMIIEMON YACTBIO IOKYMEHTA.

BHelHee COrJacoBaHME TAKKE MOXKET OBITh OCYIIECTBJIEHO NPYIHM JOKYMCHTOM = MTHCHMOM,
IPOTOKOJIOM, TIPHKA30M.
[Tpumep:

COTITTACOBAHO npuxasom JOzM om 01.07.201 7Ne 01-01/54

26. Busa

CornacoBanue [POeKTa JOKYMEeHTa 0OopMIILeTCs BU3O0H.

Busa npocTaBisercss COOCTBEHHOPYYHO JIMIIOM, BH3UPYIOLIMM JIOKYMEHT, U BKJIIOYAET B ceds
HAMMEHOBAHME JIOJDKHOCTH BH3UPYIOIIEro, €ro JHYHYIO IOIIHCE, paciMppoBKy TMOAIKCH
(uHunHas], GaMHINIO) U JaTy.

[Ipumep:

3amecmumens oupexmopa
H.O. Qamunust
03.04.2020

HOHYCKaeTCFI OOJIMCTHOE BU3HPOBAHHUE JOKYMCHTA U €TI0 HpHJIO)KCHHfI.

HpPl HAJIMYMH  3aMedYaHuH, I[OHOJIHCHI/Iﬁ K  TIPOEKTY JIOKYMEHTa BH3a JOTIOJIHACTCS
COOTBETCTBYIOIIHM YKa3aHHCM.

HJ’[S JIOKYMEHTa, NOAIHHHHK KOTOpPOro OTHPABIAKOT U3 IIKOJBI, BH3BI IIPOCTABIAIOTCA Ha
JK3eMIIIsApax JOKYMEHTOB, IMOMEIAaeMBbIX B JIETIO.

I[Jlﬂ JIOKYMeHTa, MOJJIMHHHK KOTOpOro OCTacTCid B IIKOJIE, BU3bI COTJIACOBAHHMS NPOCTABJIAKOTCA Ha
060])0'[6 mocjieAHero JiMcTa IMOJUIMHHHKA JOKyMeEHTa HJIM Ha mocJieJHEM JIMCTE JOKYMCHTa IO/
IIOAITHCEIO.

27. llognuck
[loamuch BKTIOYAET: HaWMEHOBaHHWE JIOJDKHOCTH  JIMIA, [OJMMACABIIEr0 JIOKYMEHT, €ro

COOCTBEHHOPYUHYIO MOJITHCE; PACIIM(POBKY IOANHKCH (MEULEAITBL, GaMHTIHs):
[Tpumep:

Tupexmop auunas noonuce H.O. @avunus

Ecii 10KyMeHT odopwieH He Ha OnaHke, B HAMMEHOBAaHHC JIOJDKHOCTH BK/TIOHAETCS
HAWMEHOBaHHE 001Ie00pa3oBaTe/IbHOM OPraHH3aliy (M0JHOE Ha3BaHHE mkousl). Jlonmyckaercsi B




¢

pexkBusute "lloamuce AOMKHOCTHOro IHHA" HEHTPUPOBATh HAMMEHOBAHHE NOMAHOCTH THIA
MOANHCABUIETO JTOKYMEHT, OTHOCHTE/IBHO CAMOH JUTHHHOM CTPOKH.

Ilpy moammcaHWH DOKYMEHTa HECKOJIBKHMH JODKHOCTHBIMH JIHIIAMH PasHBIX JOMKHOCTSH HX
NOAMMCH PacnojaraloT OAHY IO APYro#l B IMOCIENOBATENbHOCTH, COOTBETCTBYIOLICH HEpapXH#
3aHHMaeMOH JI0KHOCTH.

[Tpumep:

Hupexmop auunasn noonuce H.O. .
Javecmumens oupexmopa nudnan noonucs H.O.@.

[Ipy moanmuMcaHMM JOKYMEHTa HECKOIBKHMH JIHIIAMH DPAaBHBIX JIODKHOCTEH HX MOIIHCH
pacnosaraoT Ha OTHOM YpOBHE.

B noxymeHTax, cocTaBlIeHHBIX KOMHCCHEH, YKa3bIBAETCA CTATYC JIMIA B COCTABE KOMHCCHH:
MPOCTABICHHEM KOCOH 4YepThl Iepe]l HAaUMEHOBAHHEM [O/DKHOCTH (100aBiATh Kakue- IHOO
NPUCTABKH).

Ecmu mupexkTop MM HHOE YIOTHOMOYEHHOE Ha MOAMHCAHHE JOKYMEHTa JIMIO BPEMEHHO
OTCYTCTBYeT (OTIYCK, OOJe3Hb, KOMaHIMPOBKA) HIIH JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOIMHCHIBAET  COTPYAHHMK,  YIOJHOMOYEHHBIH Ha  TMOAMHCAHHE B  COOTBETCTBHH €
pacropsITATEIEHBIM TOKYMEHTOM HIIM HaJeJ€HHbIH NOTHOMOYHSMH, YCTAHOBIICHHBIMH MPHKA30M
KOJbI WK yupenutens (JIOrM), ¢ ykazanuem cBoei TOIKHOCTH U MOJTHOMOYHSL, HAIIPHMED:

3amecmumensv oupexmopa noonuce H.O. Damunus

HUIIH:

Henonnsowuir obsizannocmu oupexmopa noonuces H.O. @amunus
HITH

u.0. oupexmopa noonucey H1.0. ©amunus

Pexeusut "[loanuce 10o/mKkHOCTHOrO jHIA" MOXKET GBITH OQOPMIIEH COGCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (HanpuUMep, IPH HaNUCaHWU CiyKeOHOM 3amucKu Oe3 NpHUMEHEHHsS TEXHHYECKHX
CpeacTB) MO0 0OPMIIEH C UCIIOIB30BAHHEM TEXHHYECKHX CPEICTB.

B ciyyae odopmnenns pexsusura "lloammchk MODKHOCTHOrO JMIa" ¢  MCHIONB30BAHHEM
TEXHHYECKHX CPEJCTB BHJ M pasMep MpH(Ta YKa3aHHOTO PEKBH3UTA HE MOMKET OTIMYATHCH OT
BHJIa ¥ pa3Mepa MpHUdTa OCHOBHOTO TEKCTa JOKYMEHTA.

PexBuzut "Tloanuck MOMKHOCTHOrO JHUA" OTAENAETCS OT TEKCTA TPEMS MM  YeTBIPbMS
OJIMHAPHBIMH MEXKIYCTPOYHBIMH HHTEPBAIAMH.

28. [leuats

[leuats sBsieTcs cnocoGOM IMOATBEPXKAEHHS MOTHHHOCTH TOANHCH JOJKHOCTHOILO JIMIA HA
nokymenTe. [leyath CTaBHTCS Ha JIOKYMEHTAX B CIydYasx, MPeAyCMOTPEHHBIX 3aKOHOIATEIbHBIMH
WJIM MHBIMH HOPMaTHBHBIMHU MIPABOBBIMH aKTaMH.

[leyath cTaBHTCA Ha CBOOOJHOM OT TEKCTa MeCTe, NPH 3TOM OTTHCK IEYaTH He 3aXBAThIBAET
JAUYHOH TIOAMMUCH JIOJUKHOCTHOTO JHIIA MOJMUCABIIEr0 JOKYMEHT, HIH B MecTe, 0003HAueHHOM
«MIT» («Mecto meuatu»).

B 10KyMeHTax, IOATOTOBJIEHHBIX HA OCHOBE YHH(PHIHPOBAHHBIX (OPM, MEYaTh CTABUTCS B MECTe,
obo3HauenHoM oTMeTKo# "MIT" umu uHbIM 06pasoMm.

29. OT™MeTKa 00 HCIIOJTHHUTEIE




OrMmetka 00 HCHONHMTENE (AaBTOpE) NOKYMEHTAa NPOCTABIAETCS HA MHCHMAx IIKOTH B JIeS0M
HWKHEM YIJTy JIHIEBOH CTOPOHBI MOCTIEHETO JIHCTA JOKYMEHTA OT IPAaHHIIBI JIEBOTO MO HIH. IpE
OTCYTCTBHH MECTa, - Ha 000POTHOMH CTOpPOHE BHH3Y CJIEBa.

OrmeTka BKMOYaeT (aMHIMIO, HMs, OTYECTBO HCIOJHUTENS U HOMEP ero Teledona. a Tamme
OTMETKA 00 HCIOJHHMTENE MOKET IOMOIHATHCS HAUMEHOBAaHHEM JOJDKHOCTH H 3IEKTPOHHENM
aJpecoM HCIOTHHUTES.

[Ipumep:

Hsanoe Hean Heanoeuy, cheyuanucm no oxpare mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. OT™MeTKa 0 3aBEPEHHH KOITHH

Jlnst mOATBEpP KIeHHsT COOTBETCTBHS KOMHH (BBIMHCKH M3 JOKYMEHTA) MOAJIMHHHKY JOKYMEHTa Ha
MOCTICHEM JIMCTE KOMHMH (BBIMUCKM W3 JOKyMeHTa) noja pexeuszutom "[loamucs" d(bopmnﬂeTcx
pekBH3HT «OTMETKA O 3aBEpEHHH KOTIHHY.

OrMeTKka 0 3aBEpeHMH KONHM BKIIFOYAET: CJI0BO «BepHO», HaMMEHOBAaHHME OJKHOCTH JIMIIA,
3aBEPHBIIETO KOMHIO, COOCTBEHHOPYYHYIO IIOANHCH, paciiudpoBKY MOANHCH (MHHMIHAILL,
(pammInIO), NATY 3aBEepEHUS KOTHH JOKYMEHTA.

PexBuzutr «OTmeTKa O 3aBepeHMH KONHM» MOXKeT ObITh odopMIeHa OT pPYKH WIH C
HCIIOJIb30BaHUEM IITAMIIA.

JomyckaeTes 3aBepATh KayKIblif JTHCT MHOTOCTPAHHYHON KOIIMH JIOKYMEHTA.

31. Ot™eTKa 0 MOCTYIIJICHHH NOKVYMEHTA

OtmeTKa © TMOCTYIIJIEHHH JOKYMEHTa COICPKHT BXOJSMIUH peFHCTpaHHOHHBIﬁ HOMCp H jary
MOCTYIICHUA JTOKYMEHTA. HOHyCKaCTCH YKazaHHe 4acOB M MHHYT MNOCTYVIJIICHHA HNOKYMEHTA C
3aBEPEHHEM MOAMUCAMH 3aWHTCPECOBAHHBIX JIHIIL.

OrtMmeTKa o NOCTYIUICHHH JOKYMEHTA MOKET IIPOCTABIIATHCA ¢ HCIIOJIB30BaHHEM IITaMIa.

32. Pezomonus
Pesomonus cogepuT ykazaHHe MO UCHONHEHHIO T0KymeHTa. OHa odopmiseTcst Ha CBOOOIHOM

MecTe paboyero 1nosst T0KyMeHTa.

Peszomouns BKirouaeT B cebs: paMHIIHIO, HHHLHAIBI HCIIOIHUTENs (MCTIONHUTENEH), MOpYYeHHe 110
JAOKYMEHTY, IMOIIHUCEL aBTOPa PE30TIOLHH | JaTy 0(OPMIIEHHS PE30IIOIKH.

Pesomonns, mo ycMOTpeHHIO JTHIA, JAIOMIEro NopyYeHHe, MOXKeT BKIIOYaTh B ceGsi Takke CpoK
HCTIONTHEHHS JIOKYMEHTA.



