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HNucTpykuus nmo aeaonpousBoactsy B MbOY 10 «1HOCIID»

1. O0mue nos0:KkeHNst

1.1. Hacrosimas MucTpykmus mo aenonpou3BoAcTBy B MBOY JIO «IHOCII» (manee- Hlkoma)
pa3paboraHa B cooTBeTCTBHU ¢ DenepanbHbIM 3akOHOM OT 29.12.2012 Ne 273-03 «O6 oOpa3oBaHuH B
Poccuiickoit @eneparuny ¢ m3MmeHenusiMu Ha 8 aexadpst 2020 roma, ['OCT P 7.0.97-2016 «Cucrema
CTaHIapTOB 1O HHpOpManuu, OHOIMOTEYHOMY M  UW3JareiabckoMy aeny, «OpraHu3anioHHO-
pacnopsauTenbHas JoKyMeHTanus. TpeGoBaHus K 0pOpMIIEHUIO TOKYMEHTOBY, a Takxke YcTaBoM [1Ikobl
U JpyTMMHM HOPMATHBHBIMM IIpaBOBbIMU akTamu Poccuiickon ®Penepanuu, periaMeHTUPYIOLIUMU
NeATEeTLHOCTH 00IIe00pa30BaTeIbHBIX OPTaHU3aIUH.

1.2. Jannas Wuctpyknus mno nenonpousBoicTBy B lllkonme (mamee - MHcTpykums) oOo3Havaer
MpaBWia MOATOTOBKU U O(OpMIIEHUS JOKYMEHTOB B OpPraHM3AllMM, OCYIIECTBISIONIeH o0pa3oBaTeNbHYIO
JeSITebHOCTD, ONpEAEsieT CTaHIApThl O(OPMIICHUS PEKBH3UTOB, OJAHKOB TOKYMEHTOB, COCTAaBIICHUS
MIPUKA30B, MTOJIOKEHUI HHCTPYKIIHI, a TaKkKe perjiaMeHTUpYyeT (OpMUpPOBAHUE e U UX TeKYIllee XpaHeHue,
MOJIrOTOBKY JOKYMEHTOB U JIeJI K IIepelaue Ha apXUBHOE XpaHEHHE B 00pa30BaTEIbHOM OpraHu3alny.

1.3. HncTtpykmus mo aenonpou3BoacTBy B lllkone paspaboTaHa B LeNsSX yCTAaHOBJICHUS €IMHBIX
TpeOOBaHUI K TOATOTOBKE, 00pabOTKe, XpPaHEHUIO M HUCIOJIb30BAHUIO OOPA3YIOIIUXCS B NIEATEIHHOCTH
[xomer m mnoctynarommx B IIIKody [DOKYMEHTOB, a TaKKe COBEPLICHCTBOBAHMS M IOBBILICHUS
s dexTuBHOCTH Aenonpoun3BoacTBa LIIKombI.

1.4. Tlomoxxenuss WMHCTpYKIIMM paclpOCTPaHSIOTCS Ha OpraHU3alMi0 pabOThl C JOKYMEHTaMHU
HE3aBHCHMO OT BHMJIa HOCUTENS,, B TOM YHCJIE C DJIEKTPOHHBIMM JOKYMEHTaMH, BKJIIOYasl MOJATOTOBKY,
00paboTKy, XpaHEeHHE U MCIOJIb30BaHNE IOKYMEHTOB, OCYIECTBISIEMBIMHU C TIOMOILBIO HH(GOPMALIMOHHBIX
TE€XHOJIOTH.

1.5. Opranuzanuio, METOJUYECKOE PYKOBOJACTBO, COBEPUICHCTBOBAHHME JEJIONPOU3BOACTBA H
KOHTPOJIb 32 cobmonenneM Hacrosimei Mactpykuun B 1lIkone ocymecTBisieT OTBETCTBEHHBIH 3a BEACHUE
JIEJIONPOU3BO/ICTBA.

1.6. IlpaBa u 00s3aHHOCTH PaOOTHHMKOB, OCYLIECTBISIOMIMX paboTy ¢ gokymeHtamu B lllkoine,
YCTaHABIMBAIOTCS JOHKHOCTHBIMU MHCTPYKUUSMHU UM IPUKA30M JTUPEKTOPA.

1.7. CaexmeHusi, coneprkalyecs B JOKYMEHTaX, MOTYT ObITh UCIIOJIb30BaHbI TOJIBKO B paOOUMX LIEISIX
B COOTBETCTBUU C MOJHOMOYHUSIMH COTPYAHMKA, paboTaromIero ¢ JokyMmeHTamu. PaboTta ¢ TokyMeHTaMu BHE
nomenienuit LlIkomsl He nomyckaercs. [Ipu yTpare JOKyMEHTOB MIPOBOIUTCS CITy>KeOHask MPOBEpPKa.

1.8. Ilpm yxome B OTmycK, mepeBojie (MEepeMelIeHnn) Mo padoTe WM B Clydae yBOJIBHCHHS
COTPYAHHUK 00sI3aH MepeaTh BCe HAXOAIIUECsS Y HErO JOKYMEHThl HHOMY COTPYIHUKY, ONpEIeIEHHOMY B
COOTBETCTBUM C IIPUKAa30M JHPEKTOpa, HA MECTO YXOJAIIEr0 B OTIYCK WM MEPEBOIALIEIOCs
(mepemeriaemMoro) mo paboTe COTpyAHUKA.

1.9. HncTpykius obs3aTenbHa A1 coomoaeHns BceMu padotHukamu [Ikosel. BHOBE mpuHATHIE HA
paboTy COTpYIHUKH, B JODKHOCTHBIE 00S3aHHOCTH KOTOPBIX BXOJUT BEJICHHE JOKYMEHTAIMH, B TCUCHHE
TpEXx paboumx JHEH co JAHA U3AaHMs MpUKa3a 0 HA3HAYEHWH Ha JIOJDKHOCTD JIOJKHBI ObITh 03HAKOMIIEHBI C
Hacrosuen MHcTpyKuen nox noAmnucs.

2. IlpaBwia noaroroBKU v 0(popMIIeHUsI JOKYMEHTOB

2.1. B npesarenpHoctn IlIKonbsl cO30a€TCSI KOMIUIEKC OPraHU3alMOHHO —PAaCIOpPsIUTEIIbHBIX
JOKYMEHTOB: TIPHUKa3bl, MOJOKEHMs, IpPaBUIA, HHCTPYKIHMH, PEIrJIAMEHTHI, IPOTOKOJIBI 3aceJaHui
(coBemaTeNnbHbIX, KOOPAMHALMOHHBIX, SKCIEPTHBIX WU Jp. OpPraHOB), aKThl, AHAIUTUYECKUE CIIPABKH,
JOKJIaTHBIC M CITy>KeOHBIE 3aITMCKH, TOTOBOPHI (KOHTPAKTHI, COTJIAIICHHMS ), AeJIOBas (CITyKeOHas1) mepenucka
U JIp. COCTaBSIOTCA W O(OPMISIOTCS CHEIHMAJIbHBIE JIOKYMEHTBI, CBS3aHHbIE C IUIAHUPOBAHHUEM
00pa30BaTeNbHON NIEATENBHOCTH U OCYIIECTBICHUEM XO3SIICTBEHHBIX MEPOIPHUATHH, BeleHuEM y4yeOHO-
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MeJarornyeckoro y4era, opranusanueit nenonpoussozctsa LIkonsr.

2.2. JloKyMeHThI MOTYT CO37aBaThCsi Ha OyMa)XHOM HOCHTENIE M B OJJIEKTPOHHOW ¢dopme ¢
COOJIOZICHUEM YCTaHOBJIEHHBIX MpaBHJl 0OpMIIEHUS AOKYMEeHTOB. [Ipu co3maHuu NOKyMEHTa Ha JIBYX U
0oJiee cTpaHHIIaX BTOPYIO U MOCIEAYIOIINE CTPAHULIBI HyMEPYIOT.

2.3. Howmepa cTpaHul] IPOCTaBIISIFOTCS MMOCEPEINHE HUMKHETO MMOJI TOKyMEHTa Ha PacCTOSHUU HE
MeHee 10 MM OT BepxHero kpasi jaucta. JlomyckaeTcsl co3qaHue JOKYMEHTOB Ha JHUIIEBOW M 0OOpPOTHOM
CTOpPOHAX JIUCTA.

2.4. Ilpu nByCTOpOHHEM CO3JaHHH IOKyMEHTOB IIMPHHA JIEBOTO MOJIS HA JIMIIEBON CTOPOHE JIHCTA U
MPaBOTO TOJISI HA 00OPOTHOM CTOPOHE JIUCTA IOJKHBI OBITH PABHBI.

3. PekBU3UTHI JOKYMEHTOB

3.1. Jlnsg peKkBU3UTOB JOKYMEHTOB, co3iaBaembix B lllkome, ycraHaBiauBaroTCsi INpaBWiIa U
tpeboBanus B coorBercTBuu ¢ 'OCT P 7.0.97-2016.

3.2. CocTaB peKBU3UTOB KOHKPETHOTO IOKYMEHTa OMPEIEISETCS €ro BUOM 1 Ha3HAUYCHUEM.

3.3. Ilpu moarotoBke u odopmicHUN I0KyMeHTOB B IlIkone wHCMONB3yIOTCS CleAyouune
PEKBU3UTHI:

e K01 (hOpPMBI TIOKYMEHTA;

HauMmeHoBaHue 11IKoJbL;

crpaBo4HbIe JaHHbIE O [1Ikoute;
HAaUMEHOBAaHUE BUA JOKYMEHTa;

JaTa TOKYMEHTa;

perucTpalnoHHbIi HOMEp T0KYMEHTAa,
CCBIJIKA Ha PETUCTPAIIMOHHBIN HOMEp U JIaTy JOKYMEHTa;
MECTO COCTaBIIeHUS (M3/1aHUs1) TIOKYMEHTA;
ajpecar;

rpud yTBEpKACHHS JOKYMEHTA;
3aroJIoBOK K TEKCTY;

TEKCT JOKyMEHTa;

OTMETKa O MPUJIOKEHUH;

rpud coraacoBaHHs JOKyMEHTa;

BU3Q;

MO/ITHCD;

OTMETKa 00 AJIEKTPOHHON MOMHCH;
1eyaTh;

OTMETKa 00 UCTIOJTHUTEIE;

OTMETKA O 3aBEPEHUU KOIHU;

OTMETKa O MOCTYIJICHUH JJOKYMEHTA;

®  pe30JIoLus.

4. BJIaHKU TOKYMEHTOB

4.1. Jloxymentsl, coznaBaemble B Illkone, odopmisitorcs Ha OllaHKaX, W3TOTOBJICHHBIX Ha
CTaHJApTHBIX JucTax Oymaru ¢gopmaroB A4 (210x297 mm) u A5 (148x210 mm). OTaenbHbIE BB
JTOKYMEHTOB (TaOJIMIBI, CXEMBI, CMETHI) JIOMycKaeTcs OQOpMIISTH C HCIoib30BaHHeM (opmata A3
(420x297mm). JIoKyMEHTBI, COCTABJISIONIME BHYTPEHHIOK MEPENHUCKY, OPOPMIISIOTCS Ha CTaHIAPTHBIX
nucrax Oymaru popmata A4 (210x297 mm) 6€3 UCTIONB30BaHUS OJIAHKOB.

4.2. Kaxxnplii TUCT TOKyMeHTa, 0)OpMIICHHBIN Ha OlaHKe WU 0€3 HEro, JOJDKEH MMETh IOl He
MEHee:

20 MM - JI€BOE;
10 MM - npaBoe;
20 MM - BepxHee;
20 MM - HIDKHEE.
4.3. JlokyMeHThl JIUTEeNbHBIX (CBbIIE 10 JEeT) CPOKOB XpaHEHUS JOJKHBI UMETh JIEBOE IOJIe HE
MeHee 30 M.



4.4. Buapl 6J1aHKOB TOKYMEHTOB TipuMeHseMbIx B [1Ikose:

e 0oO0mwmii 0J1aHK;

e (JIaHK ITUCHMA;

e (JIaHK KOHKPETHOT'O BH/Ia IOKYMEHTa (OJIaHK ITpHKasa, 0JJaHK pacropspKeHHs, OJJaHK IPOTOKOJIA U
Ap.)

4.5. O0pa3upl pa3paboTaHHBIX W TpuMeHseMbix B [lIkosie OiaHKOB MOJIeKaT BKIIOUYCHHUIO B
MHCTPYKIIHIO 10 1e701pon3BoAcTBY [1Ikoubl B kKauecTBe MPUIIOKEHUH (IpUIIOXKEHUE 2 Ha 3 JINCTaX).

5. IMpuka3spl

5.1. [Ipukazamu oGOpMIISIIOTCS pEIICHUS MO0 ONEPATUBHBIM, OPTaHW3ALMOHHBIM, Y4EOHBIM,
KaJIpOBBIM (TMpUIIOKEHKE 3 HA 7 IUCTaX) U IPYTUM BorpocaM paboTsl LIIkob.

5.2. IIpoeKkThl NpUKA30B TOTOBAT OTBETCTBEHHBIC MCIIOJHUTEIM HA OCHOBAHUU IOPYYECHUU

TUpeKTopa, ero 3amectureneidl. [IpoekThl MNpPUKA30B IO JUYHOMY COCTaBy TOTOBHUT 3aMECTUTEINb
JMPEKTOpa 1Mo y4eOHO — BOCTIUTATEIbHOM padoTe.

5.3. B nmpukazax TekcTt wu3nmaraercss OT  IMEpPBOr0  JMI@ €AMHCTBEHHOTO  YHCIA
(«ITPUKA3BIBAIO»)

5.4. TekcT mpukaza MOXKET COCTOSATh M3 JABYX YacTed: KOHCTaTupyromied (mpeamOyibl) u
PacoOpsAAUTEIILHOM.

5.5. B xoHcraTupyromeil 4acTu KpaTKO H3JararoTcs Ledd U 3afadd, (akThl U COOBITHS,
MOCITY>KUBILIE OCHOBAaHWEM IJisi U3JaHus npuka3a. OHa MOXKET HauuWHATbes cioBaMu «B mensx», «B
COOTBETCTBUMNY», «Bo ucnonHenuey, u 1.1. Eciau nprkas uzgaeTcst Ha OCHOBaHHUM JIPYToro TOKyMEHTa, TO
B KOHCTaTUPYIOIIEH YaCTH YKa3bIBAECTCSI HANMEHOBAHUE ATOTO JJOKYMEHTA, €T0 J1aTa, HOMEP U 3ar0JIOBOK.
[IpeamOyna B mpoektax mnpukazoB 3aBepmaercs cioBoMm «IIPUKA3BIBAIO», koTtopoe medaraercs
3arJiaBHBIMU OyKBaMH.

5.6. PacnopsiguTenbHas 4acTh 10KHA COACPKATH MEPEUUCIICHUE TPEAITMCHIBAEMBIX IEUCTBUN
C YKa3aHUEM WCIOIHHUTENS KaXJOro JACUCTBUS W, TpU HEOOXOTUMOCTH, CPOKOB MCIIOTHECHHSI.
PacniopsinuTenbHas 4YacTh JENUTCS Ha MYHKTBl U TOANYHKTBHI, KOTOPbIE HYMEpPYIOTCS apaOCKUMHU
uppamu. [IeiicTBUS OJHOPOTHOTO XapaKTepa MOTYT OBITh IEPEUUCIICHBI B OJHOM ITyHKTE.

5.7. B kadecTBe wuCHOJTHUTENEW YKa3bIBAIOTCS 3aMECTUTEIb JUPEKTOPA, METOIUCT,
npeaceaTeNd Wi pyKOBOAUTENN pab0dYHX rpynn (KOMHCCUH).
5.8. Ecnu npuka3 u3MeHseT paHee M3JaHHbIA JTOKyMEHT (IYHKTHI JOKyMEHTa), TO OJUH W3

IIYHKTOB PACHOPSAUTENILHOW YacTH TEKCTa JOJDKEH COAEP)KaTh CChUIKY Ha HM3MEHSEMBbIH JOKYMEHT
(IyHKTBI TOKyMEHTA) C YKa3aHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecnu npuka3z oTMeHsieT eHCTBHE paHee M3AaHHOTO JOKyMEHTa (ITyHKTOB JOKYMEHTA) C
OTIpeIeIEHHOM J1aThl, TO OJIMH U3 IIyHKTOB PACTIOPSIIUTEIBHON YaCTH TEKCTA I0JI)KEH HAUMHATHCS CJIOBAMU
«I[Ipu3HaTh yTpaTUBLIMM CHITY...», Jajee YKa3bIBaTbCs JaTa, HOMEpP M 3arojOoBOK paHee H3JaHHOTO
JOKyMEeHTa (ITyHKTa JOKYMEHTa), a TaKKe JaTa, ¢ KOTOpoill oTMmeHsiercs ero naedcteue. Eciu nata He
yKa3aHa, TO JeHCTBHE paHee M3/IaHHOI'O JOKYMEHTa (IIyHKTbI JJOKYMEHTa) OTMEHSETCS C JaThl U3JaHUs
HOBOTO IIPUKa3a.

5.10.  Ecnu mpuka3 OTMEHsET paHee M3JaHHbIH TOKYMEHT C MOMEHTa U3JJaHus, TO OJUH U3
ITyHKTOB PACIOPSIUTENBHON YaCTH TEKCTA JO0JKEH HauMHaThCs clioBaMu «OTMEHUTb...» U YKa3bIBaThCA
JaTta, HOMEp U 3arojloBOK paHee M3/1aHHOI0 JOKYMEHTA.

5.11.  Ecnm npuka3 mpeamoiaractcst BBECTH B ICHCTBHE HE ¢ MOMEHTA €TI0 M3IaHUs, HEOOX0IUMO
yKa3aTh CPOK BBEJICHUs ero B JieiicTBue. [locneqHnii MyHKT pacnopsAUTEIbHOM YacTH MOXKET COJIepKaTh
CBEJEHMSI O IOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3@ UCIIOJTHEHUEM ITPHUKa3a.

5.13. ITprKa3bl MOAMUCHIBAIOTCS TOIBKO AUPEKTOpOoM I1IKOIIBI HiTH paOOTHUKOM, UCTIOTHSFOIIUM
ero 00s3aHHOCTH.
5.14. OTBETCTBEHHOCTh 3a O0OECIECYCHUE CBOCBPEMECHHOM M KAa4eCTBEHHOW IMMOJTOTOBKH

IIPOCKTOB IMPHUKA30B U UX COIJIACOBAHHC C 3aMHTCPCCOBAHHBIMU pa60THI/IKaMI/I " OpranumsanusaMu HCCYT
ABTOPLI IIPOCKTA IIpUKa3a.

5.15.  PerucrtpanuoHHbIE HOMEpPA NIPUCBAMBAIOTCA NPUKA3aM I10 MOPSAKY HOMEPOB B Ipeaenax
KaJIEHAAPHOT0 roJa.

5.16.  [lara peructpaiuy npuKasa sBisieTcs JaTol ero MoAnuCcCaHusl.

6. IIpaBuia, noJ10KeHUs1, HHCTPYKIUH
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6.1. [IpaBuna — HOpPMAaTHBHBIA aKT, ONPEICNSIOMIMNA MOPSJIOK Kakoro-iudbo BHIA
JEATEIIBHOCTH, yCTAaHABIMBAOIIMI WIN 3alIPEILAOIIUI ONIPENEICHHOE TIOBEICHUE.

6.2. [TonoxxeHne — HOPMATHUBHBIN AKT, JETAJIBHO PETJIAMEHTUPYIOIIWN MpPABOBOM CTATYC,
MOPSAIOK OPTaHU3AIMH U TIPOIEAYPY KaKoro-1u00 BUAA ASSITENTbHOCTH.
6.3. HNHCTpyKUIHST — HOPMATUBHBIN aKT, U34AaBAEMBII B LEISAX Pa3bsICHEHUS U ONPEACICHUS

NopsiiKa NPUMEHEHHUs1 COOTBETCTBYIOIIET0 HOPMAaTUBHOI'O aKTa JIMOO C IIeIbI0 YKa3aHUs HOPM O criocodax
BBITIOJTHCHUS OTIPEJICTICHHBIX ONepanuii (IeHCTBU).

6.4. IIpaBuna, NOJI0XKEHUS, UHCTPYKIMH NPUHUMAIOTCA (B 3aBUCUMOCTH OT BHJA JOKYMEHTA)
Ha [lemarormueckom CoBere (Tpu HEOOXOIMMOCTH C coryiacoBanneM CoBera pomuTeneil (3aKOHHBIX
Mpe/icTaBuTeNeit)), obmemM codpanuu pabOTHUKOB, 3acemanusx lIpodcorozHoro komurtera Lkomsl u
YTBEPXKIAIOTCS TUPEKTOPOM.

6.5. ITopsitok TMOATOTOBKM MPOEKTOB TPAaBHJ, IOJOXKEHUS, HHCTPYKIHUH COOTBETCTBYET
o01eMy TopsAIKY MOATOTOBKU MPOEKTOB NprKa3oB [1Ikob.

6.6. TekcT mpoekTa MOJ0KEHUsI, PABUII, HHCTPYKIIMK [EYaTACTCS HAa YUCTOM JIUCTEe Oymaru
¢dbopmara A4.

6.7. OTIUYUTEIBHBIMUA ~ XapaKTePUCTUKAMU TEKCTOB TPABWI, TOJOXKCHHUS, HMHCTPYKIHH
ABJIAKOTCA:

® TOYHOCTh MPUMEHSEMBIX (DOPMYIHPOBOK 0O€3 HWCIIOJIB30BAHUS CIIOB W TOHSITHHA, HMEIOIIAX
MHO>KE€CTBEHHBIH CMBICIT;

® JUCIONB30BAaHUE KOPOTKHX MPEIIOKECHUN, OOIIETPUHITHIX BBIPAXEHUH U  CBS30K, MPHU
HEOOXOIMMOCTH - MPEABAPUTEITHHOE ONPEICIICHUE HCITOIb3YEeMbIX MTOHITHIA, COKPAIEHUH, a00peBHATYD;

® OIHMCAaHWE BCEX BO3MOXKHBIX BAPUAHTOB COOBITHIA M COOTBETCTBYIONIMX MM BAPHAHTOB JICHCTBUH,
T.€. TIOJIHOTA MPEACTABICHUS HHPOPMAIUY;

o CTPYKTYPUPOBAHHOCTh TEKCTa C IENBI0 JOCTIKEHUS HAWIy4IIeH MOCIeI0BATEIHHOCTH
W3JI0KEHUS MaTepuraa,

e MHMHHMH3AIUSI TEKCTa C IIOMOIIBIO TMPUMEHEHHsI 0000IeHuH (0030pOB MpeArnoaracMbIxX
JENCTBUI) U TPUMEHEHUE NIepeUrCIIeHUi (3a/1a4, 3TarnoB, yCIOBUM U T.1.).

6.8. B 3aBucMMOCTH OT CIOXHOCTH W OOBeMa pa3pabaThiBaeMbIX MPABWUJI, ITOJOKCHHUS,
WHCTPYKIIUU - TEKCT JOKYMEHTa JCIUTCS Ha TJaBbl, MyHKTH M TMOAMYHKTHL. [J1aBbl OIDKHBI UMEThH
Ha3BaHus. Hymepanus npou3BoauTcst apabCKUMH UM pUMCKUMHU LU(pamu.

7. IIpoTokoJ 3acenanus (CoBelIaHUA)

7.1. [IpoTokosn — JOKYMEHT, B KOTOPOM (UKCHUPYETCS X01 00CY>KICHHS BOIPOCOB U MPUHATHS
pelIeHnd Ha COOPaHUSX, COBEIIAHUIX, KOHPEPEHIUAX U 3aceJaHUSIX KOJUIETHAIbHBIX OPTaHOB.

7.2. [IpoTokon 3acenanus (coBemanus) - (1ajgee - MpOTOKOJ) O(HOPMITIETCS Ha YHCTOM JIUCTE
Oymaru ¢opmara A4.

7.3. PexBU3HUT — «TEKCT TOKYMEHTa». PEKBU3UT COCTOUT M3 IBYX YaCTEH: BBOJHOW U OCHOBHOM.

7.4. Bo BBOAgHOH  uacTM  yKa3plBalOTCA  HMHULMAIB, (GaMHUIMM U JIOJDKHOCTH

MpeiceaTeNbCTBYIOIET0, CeKpeTapsi, MPUCYTCTBOBABIIMX HA 3aceJaHUM W, P HEOOXOAMMOCTH, JIUII,
MPUTJIALIEHHBIX Ha 3ace/laHne (COBELIaHuE).

7.5. BBogHas yacTh MNpPOTOKOJIA 3aKaHYMBAETCS TEPEYHEM pPacCMaTPUBAEMBIX BOMPOCOB.
Bompocer  popmynupytorcss ¢ mpemiorom «O» («O0»), medaTaroTcss OT TPAHUIBI JIEBOTO MO H
HYMEPYIOTCSl apaOCKuMU Iudpamu.

7.6. OcHOBHasl 4aCTh IPOTOKOJIA COCTOUT U3 Pa3/esIOB, COOTBETCTBYIOIIUX PACCMaTPUBAEMbIM
BOIPOCAM M UX HyMepaluy, YKa3bIBaeTCs JOKIAAUUK, X0 00CyKI€HHsI BOIIPOCA.

7.7. TekcT mpoToKona H3j1araercs OT TPETHETO JIMLA MHOKECTBEHHOTO 4HUCia («CIyLIanny,
«BBICTYIIHIIN, «ITOCTAHOBUIINY, «PELIMIII).

7.8. [Iporokon moanuchIBaeTCs  JIMLOM, NPEACEAATEIbCTBOBABIIMM Ha  3acE€JaHUU
(coBemranum), U cekpeTapéM 3acenanus (COBEIIaHu).

7.9. IIpn oTcyTCTBUM cekpeTaps 3acelaHMsi, B TOM YHUCJIE IPU IPOBEACHUM ONEPATHUBHBIX
COBEILAHUH, TOITYCKAETCs MOAMUCAHUE IIPOTOKOJIA TOJIBKO IPEACEAATEIbCTBY FOILHM.

7.10.  TekcT MpOTOKOJIA AOJKEH OBITH MOATOTOBIICH HE MO3HEE TPeX JHEH O JHs 3aceaHusl.

HpOGKTBI COOTBCTCTBYIOIINX ITYHKTOB IIPOTOKOJIa BUSUPYIOTCA JOJIKHOCTHBIM JIMIIOM OTBETCTBCHHBIM 34

MOJATOTOBKY.
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7.11.  laTa mpOTOKOJIa JOJIPKHA COOTBETCTBOBATH THIO IIPOBEICHUSI COBEIIAHUS (3aceqaHmsl).

7.12.  Komuu MpOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3ALUSAM H JIOJDKHOCTHBIM
JUIIAM B COOTBETCTBUU C YyKa3aTeJeM pACChUIKMA, KOTOPBIM COCTABISICT CEKpeTaph 3aceIaHus
(coBermanus).

8. ILnan

8.1. [ImaH — JOKYMEHT, YCTaHABJIMBAIONIMN TIEPEYCHh HAMEUYCHHBIX K BBIOJHCHHIO
MEPOIPHUATHHA, MX TTOCIEA0BATEIHFHOCTh, 00hEM, CPOKH, OTBETCTBEHHBIX UCITOJTHUTEIICH.

8.2. [Tnan odopmasiercs Ha snucte Oymaru ¢gopmara A4 ¢ UCHOJIB30BAHUEM CIICIYFOIINX
PEKBU3HUTOB:

e HauMmeHoBaHue I1IKobI;
rpud yTBEpKIACHUS JOKYMCHTA;
JlaTa JOKyMEHTa;
pETUCTPALIMOHHBIN HOMEP TOKYMEHTA;
HaMMEHOBAHUE BU/IAa JOKYMEHTA;
3aroJIOBOK K TEKCTY;
TEKCT IOKyMEHTA.
PekBu3NT — «TeKCT JOKyMeHTa» oQopMIISIeTCS B BUJE TaOIHIIBI ¢ Tpadamu:
HOMEp IyHKTA IJIaHa;
HalMEHOBAHUE MEPOIIPUATHS;
CPOK HCIIOJTHEHHUS;

e 6 6 o o CoO e o o o o o
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WCIIOJIHUTEIIb;
IpUMEYaHue.
9. Ortuer
9.1. OTyer — J[OKYMEHT, COJAEp)KAIMN CBENCHUA O pe3ysbTaTax JesATEIbHOCTH 3a
ONPEIETICHHBIN ITEPUOJ BPEMEHH, BBIITIOJTHEHUN MEPOIIPUATHN, TOPYUYEHUH, 3aJaHUH, TUIAHOB.
9.2. OTueTsl, MpeocTaBIsieMble B OpraHbl TOCYJapCTBEHHOH BJIACTH (B TOM YHCIIE B OPIaHBI

roCy/JapCTBEHHOW CTaTMCTUKHM) M HMMEIOIIME YCTAHOBJIEHHYIO NMPABOBBIMM aKTaMU T'OCYJIapCTBEHHBIX
opraHoB (opMy, CO3AaI0TCs 110 yCTaHOBIEHHOHN rOCYJapCTBEHHBIMH OpraHamMu (popMe U B OIPEIeIEHHOM
MU TOPSJIKE.

9.3. Otuérel, mpenocrasinsieMble  coTpyaHukamu [Ilkonsr B Xome  BHYTPEHHETO
B3aMMOJICHCTBUS, CO3JAI0TCS 0 MTPaBUJIaM, YCTAHOBIIEHHBIM ISl CO3/IaHUS CIIyKEOHBIX 3aIlUCOK.

94. OtueTsl opopmisitoTcs Ha Jucte Oymaru ¢opmara A4 ¢ MCIOIB30BAaHUEM CIIEIYIOIIUX
PEKBU3UTOB:

e HauMmeHoBaHue 1Kok

naTa JIOKyMEHTa,

PETHCTPAIIMOHHBIA HOMEP IOKYMEHTA;
HaWMEHOBAaHHE BUIA IOKYMEHTA;
3aroJIOBOK K TEKCTY;

TEKCT JIOKyMEHTA,

OTMETKA O MPUJIOKEHUH (TIPU HAIUYHN);
HaMMEHOBAaHHUE JIOHKHOCTH;

® IIOJIINUCE.

9.5. B Tekcte oTuéTa B 00s3aTEIHFHOM MOPSIIKE JTIOJDKHO COJIEPIKATHCS YKa3 Ha JeATEIbHOCTD,
MEpOIIPUATHE, BEIIAHHOE MMOPYYCHHE, 3a]JaHIe, TyHKT IJIaHa, TTOIJICKAIUI BHITTOIHEHUIO,  PE3YJIBTAT O
BBITIOJIHCHUHM, B TOM 4YHCJIE C YKa3aHHMEM Ha COOJIOJICHWE WJIM HapyIICHHE WCIOJIHUTEIbCKOU
JTUCIUIUIMHBI, YCTAaHOBICHHBIX CPOKOB WCIIOMHEHHS W HaJUIekKallee NpeaocTaBleHre WHGOpMAIUH,
HEOOXOIUMBIX MaTepHaNoB (IIPOCKTOB JTOKYMEHTOB) COMCIOJHUTENSAMHU (MPU yYaCTHH HECKOJbKHUX

HCTIOTHUTEINEH).
10. IInceMmo
10.1. IIucrma roToBSTCA Kax:

® OTBCTHI O BBIIIOJIHCHUH HOpy‘IeHI/Iﬁ BBIICCTOAIHNX OPraHOB HWCIOJIHUTEIbHOM BJIaCTH,
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® OTBETHI HA 3alPOCHl OPraHU3aLU, IPEANPUATUN U YACTHBIX JIULL;

® MHUIMATUBHBIEC MUCHMA.

10.2. CpoOKu OATOTOBKU OTBETHBIX ITUCEM:

® C KOHKPETHOMW JaTON MCIIOIHEHUsI, YKa3aHHOM B JOKYMEHTE, - B YKa3aHHBIN CPOK;

® B COOTBETCTBHUHU C PE3OJIIOLMENH JUPEKTOPA U €ro 3aMECTUTENS Ha OCHOBAHMM YCTAaHOBJIEHHBIX
CPOKOB MCHOJIHEHHUS MOPYUYEHHUM, 3aIPOCOB WIIU 10 PEIICHUIO aBTOPA PE3OTIOLUU.

10.3.  TekcTbl OTBETHBIX MHUCEM JOKHBI TOYHO COOTBETCTBOBATH 3a/1aHUSAM, 3a(DUKCUPOBAaHHBIM
B pesomounn. CpokH MOATOTOBKM MHHUIIMATUBHBIX IMHUCEM OIPEACINISIOTCS CaMOCTOSITEIbHO aBTOPOM
MPOEKTa MUChMa C Y4ETOM HEOOXOIMMOCTH PEIICHHUS KOHKPETHBIX 3a7ad U (WJIH) B COOTBETCTBUU C
TpeOOBaHUSAMU 3aKOHOIATEIbCTBA, TOPYUEHUSIMU HETIOCPEICTBEHHOTO PYKOBOTUTEIIS.

10.4.  Ilucbma meuaTarorcs Ha OmaHke muchMa LIIKOIIBI ¢ YIIIOBBIM PAacTIONOKEHHEM PEKBH3UTOB.

10.5.  JlomomHuTENbHO K pEKBH3UTaM OjaHka mHcbMa mpu odopmieHun nuceM B Illkone
HCIIONB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;
3aroJIOBOK K TEKCTY;
TEKCT IOKyMEHTA;
OTMETKA O MPUIIOKEHUH;
BU3AQ,
MOJINUCH;

® OTMETKa 00 UCTIOJTHUTEE.

10.6. Ilpu odopminenun nucbMa Ha JBYX M Oojee CTpaHUIaX BTOpas U MOCIEAYIOIINE
CTpaHUIIBI HyMEPYIOTCS IOCEPEANHE BEPXHETO OIS JINCTa apaOCKUMU U paMH.

10.7.  Ilucbma mOAMMCHIBACT TUPEKTOP WU paOOTHUKH, YTIOTHOMOUYCHHBIE TIPUKA30M.

11. CayxeOHble 3aIMCKH

11.1. B mensix ocyliecTBICHUS B3aUMOJEHCTBUS MEXAY COTPYJHUKAMU B paMKaxX BHYTPEHHETO
nokymeHtoobopora B Illkone mpumeHsitorcs ciaykeOHble 3amucku. CiryKeOHbIe 3alMUCKU SIBISIOTCS
CIPaBOYHO-UH(POPMALIMOHHBIMU TOKYMEHTaMU. ABTOpPaMH CITY»KEOHBIX 3alUCOK SIBJISIOTCSI COTPYIHUKH
[TxomsI.

11.2.  CnyxeOHas 3amMcKa MOXKET COCTABIISATHCS MO YKA3aHUIO TUPEKTOPA WU 10 MHUITUATHBE
KOHKPETHOT'O COTPYAHHUKA.

11.3.  Ilpu odopmieHun ciryxeOHON 3aMUCKH OPOPMIISIOTCS CIETY OIS PEKBU3UTHI:

e ajpecar;

e J1aTa JIOKyMEHTa;

® HaNMEHOBaHUE BHJA JOKYMEHTa;

® 3aroJIOBOK K TEKCTY;

® TEKCT JIOKYMEHTA;

e OTMETKa O MPWJIOKEHNH (TIpU HAJIMYUN);

® HAaNMEHOBaHUE JIOJDKHOCTU;

® [OAMNKUCE.
10.12. Cny>xeGHble 3aUCKHU MOTYT CO34aBaThCsl HA OyMakHOM HOCHUTENE U (WIHM) B JIEKTPOHHOU

dopwme.
12. JloBepeHHOCTH
12.1.  HdoBepenHoctb BbImaércsa corpynHukam Illkonbsr u  odopmiseTcss 1O MpaBHIIaM,

YCTaHOBJICHHBIM HacTosimed WMHcTpykiued ans muceM, ¢ y4€ToM TpeOOBaHUU Tpa)KTAHCKOTO
3akoHojarenbeTBa Poccniickoit denepaiiuy 1 HaCTOAIIETO pa3ieia.

12.2.  TIpoeKT JOBEpEHHOCTH MOATOTABIMBAETCS W BU3UPYETCS COTPYIHHMKOM, KOTOPOMY
JIOBEPEHHOCTb OyJAET BbIJaHa, IIOCIIE YEero NepeAaéTcs TMPEKTOpy Ha MOAMUCAHUE.

12.3.  JloBepeHHOCTb MOJIMMCHIBAECTCA JIUPEKTOPOM WM JIMIOM, OCYLIECTBISIOIIUM €ro
MIOJIHOMOYUS (MCTIOIHAIOINM 00S3aHHOCTH ), U CKperuisieTcs nevatsbio LIKombl.

13. Jorosopsl, corjiameHusi, KOHTPAKTHI

13.1.  [loroBopsl, coINalleHUsl, KOHTPAaKThl (Jajnee - JOroBOphI) NOJATOTaBIMBAIOTCS B

COOTBCTCTBUHU C Tpe6OBaHI/I$IMI/I rpaxJ1aHCKOro, TpyaoBoro, 6I-OI[}I(CTHOFO K HMHOI'O 3aKOHOJAaTCJIbCTBa
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Poccniickoit ®enepanuu, B 3aBUCUMOCTH OT PETYJIUPYEMBIX JIOTOBOPOM IPABOOTHOLICHHM H
00513aTeNILCTB CTOPOH.

13.2.  IIpoekT noroBopa MOATOTABIUBAETCA OTBETCTBEHHBIM COTPYAHMKOM (KOHTPAKTHBIM
YIPaBISIONIM) C y4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOI'0 M KaU€CTBEHHOT'0 00€CIIeYeHUs HCIIOTHEHUS
CBOMX IMOJIHOMOYHMH (00s3aHHOCTEH, PyHKIHMIT), momHOMOYHiA LIIK0ITEI B 1IEI1OM.

13.3.  IIpoekT 1oroBopa MHOATrOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAaKTHBIM
YTPABJISIONMM) COBMECTHO CO CHEHUAIUCTOM, K (YHKIHSAM (TIOJTHOMOYHSM) KOTOPOTO OTHOCHTCS
pElIeHHE BOIPOCOB, SBIAIOIIMXCS NPEIMETOM JOrOBOPA, WM HHBIM COTPYJHUKOM IO HPSIMOMY
yKaszaHuto nqupekropa [Ikons.

13.4. HeoOxoaumas aias MOATOTOBKM HPOEKTa Joroopa uHbopmanus cobupaercs
OTBETCTBEHHBIM JIMIIOM (KOHTPAKTHBIM YNPABJISIOUIMM) B OPSAIKE pabOYero B3auMOAECHCTBUS C yUETOM
MpaBUJI, YCTAHOBJIEHHBIX HacTosen MHCTpyKInen.

14. IIpuHUIMNBI OPpraHu3anuu JOKYMEHT0000poTa

14.1. B nokyMeHTOOO0O0pOTE BBIACISAIOTCS CIEAYIONINE JOKYMEHTONOTOKH:

® [IOCTyMarouas JOKyMeHTalus (BX0oAsIas),

e OoTmpaBisieMasi JOKyMEHTalus (MCXOs1ast),

® BHYTPEHHS JOKYMEHTALU.

14.2. B cocraBe BXOAAILIEH M MCXOJSAIIEH TOKYMEHTALUU MOTYT BBIIEIATHCSA JTOKYMEHTHI,
MOCTYNHUBIINE W3 BBILECTOAIINX, MOAPSIAHBIX, MEIUIMHCKUX M JPYyTUX OpraHu3aluii, OpraHoB
MECTHOTO CaMOYIIPaBJIeHHUsI, OOpaIlleHus TpaKAaH.

14.3.  OGOparieHus rpaxxJaH perucTpupyroTcs U GopMHUPYIOTCS B Jea OTIENbHO OT JPyTuX
NoKyMeHTOB I1IKkoblI.
14.4. B Illxosie goctaBka U OTIpaBKa JOKYMEHTOB OCYIIECTBISETCS CPEICTBAMH OYTOBOM

CBSI3H, DJICKTPOHHOMU CBSI3H, a TAKXKE M0 CHCTEME AJIEKTPOHHOTO TOKyMeHTooO0opoTa (nanee - COJI). C
IIOMOLIBIO TIOYTOBOM CBSI3M B LIKOJIy JIOCTABJIAETCS MUChbMEHHAsI KOPPECTIOHACHIINS B BUJE MPOCTHIX
MUCEM, 3aKa3HBIX MHCEM, MOYTOBBIX KapTOUeK, OaHAeposei U MEJKUX MaKEeTOB, a TaKKe IMedaTHbIC
W3JaHMSL.

15. IlepBuuHasi 00paboTKa NOCTYNAIOIINX JOKYMEHTOB

15.1.  JIoKyMEeHTbI, MOCTYMAIOLIUE B IIKOJIY, PErHCTPUPYIOTCS U MPOXOASAT MEPBUUYHYIO
00paboTKy B JIeHb MOCTYIUICHHS, TIPU MOCTYIUICHUH B Hepabodee BpeMs - Ha CIEAYIOUINA padounit
neHb. [Ipu nepBuyHOM 00pabOTKE TOKYMEHTOB IIPOBEPSIETCS MPABUIBHOCTD aapecoBaHusl. Ommb0YHO
MOCTYNUBLINE TOKYMEHTHI IEPECHIIAIOTCS MO NPUHAJJIEKHOCTH WIIM BO3BPAIAIOTCS OTIPABUTEIIIO.

15.2. JlokyMeHTBI, MOCTynHMBIIME C OTMeTKaMu «CpouHO», «BpyduTh HEMEIJIECHHOY,
«OmnepaTUBHOY», HE3aMEUIUTEIBHO MPOXOJAAT MEPBUYHYIO 00paOOTKY M JOKIAABIBAIOTCS JAUPEKTOPY
WJIM B CIIy4ae €ro OTCYTCTBHS — 3aMECTHUTEIO TUPEKTOPA.

15.3.  TloctynuBmiue TenerpaMMbl MPUHUMAIOTCA MO MOANUCH C MPOCTABICHUEM AaThl U
BpEMEHH MpUeMa, PErUCTPUPYIOTCS O TEM K€ MpaBUJIaM, YTO U MHUChMa.
15.4.  DnekTpoHHBIE COOOIIECHMSI, a[PECOBAHHBIC MUPEKTOPY WM HAIPaBJICHHBIC B aJipec

H_[KOJ'ILI, pacnieyaTblBaArOTCA W JOKJIAABIBAOTCA OUPCKTOPY WM B ClIyda€ €ro OTCYTCTBUA —
3aMCCTUTCIIIO JUPCKTOPA.

15.5. DnexkTpoHHBIE COOOLIEHHUS, 3aBEPEHHBIE 3JIEKTPOHHOM MOANUCHIO, TOIekKaT 00paboTKe
0 MIPaBUIIAM, IPEIYCMOTPEHHBIM AJIsl TOCTyMNAroIe (BXoIsIIel) TOKyMEHTalllH.
15.6.  IloctynuBiuas (BXojsIias) TOKYMEHTALUsl PAacHpeessieTcsl Ha perucTpupyemMble U He

MOJIC)KAIIUE PETUCTPAIIUN JOKYMEHTHI.
15.7. He noanexar perucrpanuu:
® TIpUTTIACUTEJIbHBIE,
L] H03I[paBI/ITe.HBHBI€ IIMcbMa 1 TeHeraMMI:I;
e OWIIETHI,
® [UIaHBI U IPOTPaMMbI CEMUHAPOB, KOH(EPEHINH U APYTUX OJOOHBIX MEPOIIPUSTHIA;
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® JIOKYMEHThl MO OyXraaTepCKOMYy YyueTy, MaTepHaIbHO-TEXHUYECKOMY 00eCleYeHHIo,
TUTAHOBBIE M (DMHAHCOBBIC JOKYMEHTBI, TIOCTYIIAIOMIAE 0€3 COMPOBOAUTEIBHOTO MTUCHMA;

® peKJIaMHbIe, KOMMEpUECKHUEe MPEUIOKEHHs], B T.4. MOCTYNUBIIUE MO 3JIEKTPOHHOM IMOYTE;

® TICYATHBIC U3/IAHUS;

® TIHChbMA C TOMETKON «JINYHOM.

16. Perucrpanusi, yyer M paccMOTpeHHe JAUPEKTOPOM MNOCTYNAKIIMX (BXOASIIIMX)
AOKYMEHTOB

16.1.  IloctynuBiiue (BXOAAIIUE) TOKYMEHTHI PErUCTPUPYIOTCS TOIBKO MOCTE UX MEPBUYHOM
00pabOTKH M HE3aBUCUMO OT CIIOCO0a MX JOCTaBKH.

16.2.  Peructpanusi — HpOCTaBJI€HHE B HU)KHEM IPABOM YTy MEPBOrO JUCTa JTOKYMEHTa
OTMETKH O TMOCTYIIJICHUH C YKa3aHUEM JIaThl MOCTYIUICHUS U BXOJSIIEr0 PETUCTPAIMOHHOTO HOMEpa
JOKYMEHTa ¢ 00s3aTeNbHOM 3amuchi0 B JKypHald pPETUCTPAllMd TOCTyHaromie (BXOZSIIei)
nokyMeHTaiuu. CTpyKTypa PErucTpallMOHHOTO HOMEpa IOCTYHAOLIEro (BXOIALIET0) JOKYMEHTa
COCTOUT M3 €ro MOPSIKOBOIO HOMEpa M HMHJIEKCa Jesia 10 HOMEHKIAType JAel o0pa3oBaTebHOM
OpraHH3aI|H.

16.3.  Peructpanus Bcex MOCTYNUBUIMX (BXOJSALINX) JOKYMEHTOB IIPOU3BOJUTCS B MpeAeIax
o0IIero JOKyMEHTONOTOKa. TeKcT mnocTymuBIIeH TeneOHOrpaMMbl 3alMChIBACTCS B JKypHaie
perucTpanyu TeneOoHOrpaMM | IIeUaTaeTcsl Ha JINCTe OyMaru Jisl epejadu Ha pacCMOTPEHHE.

16.4. Tloctynaromue (BXOIsAIIME) AOKYMEHTHI MEPEHAAIOTCS HAa PACCMOTPEHHE AUPEKTOPY
TOJIBKO TIOCJIE UX PETUCTPALIMU U MPEABAPUTEIBHOIO PACCMOTPEHHUS.

16.5.  JIoKkyMeHTBI, MOCTYNHBIIKE B IIKOJy, N0 BOIPOCaM, HE TPEOYIOIIMM PAacCMOTPEHUS
TMPEKTOpa, HAMpPAaBISIOTCS  paOOTHUKOM  OTBETCTBEHHBIM 32  JENONpou3BoacTBO  IlIkoms
HEMOCPEACTBEHHO MCIIOIHUTEIO 3aIllpoca.

16.6.  JIupekTop B PE3OIIOLMU ONPEIEIAET JIUI, OTBETCTBEHHBIX 32 UCIOJIHEHUE TOKYMEHTA,
U JaeT UM nopyuyeHue. PaGoTHUK OTBETCTBEHHBIN 3a Aenonpou3BoacTBo LIIkombl nepesaer TOKyMeHT
Ha UCIIOJIHEHHE.

16.7.  TlognuHHUK TOKYMEHTA C pe3otonneit nupexropa [Ikobl HanpaBIIsIeTCs: UCIIOJTHUTEIIO.

16.8.  Ilpu HamM4MM HECKOJIBKUX HCIOJHUTENEH MOJUIMHHUK JOKyMEHTa NEPENAETCs TOMY
HCIIOJIHUTEII0, KOTOPBIM B COOTBETCTBUM C YKa3aHHMSIMH 110 UCIIOJHEHHIO SIBJISIETCSI OTBETCTBEHHBIM,
OCTaJIbHbIE UCIIOJHUTEIN NIOIYUYat0T KOIUIO JOKYMEHTA.

16.9.  IlognMHHUK JOKYMEHTa, KOTOPBIA HCHOJHSETCS HECKOJbKUMH JOJKHOCTHBIMU
JUIAMH, [TOJTy4aeT OTBETCTBEHHBIN UCIOIHUTENb. OCTaIbHBIM UCIIOTHUTENSAM NEPEIatoTCs KOHH.

16.10. Pe3omtonusi COACPKUT:

® yKa3aHHUe 110 MCIIOJHEHHIO, CoJepKaIlee KPaTKOe ONMCaHHe HE0OX0AUMOTO ISl CTIOJTHEHHS
JICUCTBUS,

e YyKa3aHWE Ha CpPOK, B TEUEHUE KOTOPOro JHOO [0 HMCTEYCHHs, KOTOPOTO HEOOXOAMMO
HCIIOJIHUTh NPEIMCAHHOE IEHCTBUE;

® JIMYHYIO NTOANKCH aBTOPA PE30JIIOLINY;

® J1aTy NPOCTABJIEHUS PE30JIIOLINN.

16.11. VYka3zaHue Ha CpPOK, B T€UEHHE KOTOPOrO JUOO 10 MCTEUECHHUsS, KOTOPOTO HEOOXOIMMO
WCTIOJIHUTh TPEINICAHHOE NEWCTBHUE, MOXET HE BBIPAXKAThCS KOHKPETHOM [aTo W colepikaTrh
BBIPAXCHUS: «B YCTAHOBJICHHBIN 3aKOHOM CPOK» U T.II.

16.12.  Pe3omronust mumeTcsi Ha CBOOOHOM OT PEKBU3MTOB MECTE IEPBOTO JIUCTA JOKYMEHTA.

16.13. B caywae, Korma pe3oNIOIMs agpecoBaHa HECKOJIBKUM  COTPYOHHKAM, TO
OTBETCTBEHHBIM 3a MHCIIOJIHEHHUE JOKYMEHTa B IIEJIOM SBJISETCS COTPYJHHUK, YKa3aHHBIM IEpPBBIM
(BepxHHUM), THOO COTPYIHUK, B OTHOUICHHH KOTOPOTO CJeJIaHa MOMETKa O TOM, YTO OH SIBJISETCS
OTBETCTBEHHBIM.

17. Oprauunzanusi padoTsl ¢ OTHPABJIAIeMbIMH (MCXOASIIMMEU) TOKYMEHTAMH

17.1. o npenocraBieHUs] MPOEKTa OTHPABIAEMOT0 (MCXOASIIEr0) JOKYMEHTa Ha MOAMKCH
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JUPEKTOPY WM HHOMY YIIOJJHOMOYEHHOMY B YCTAHOBJIIEHHOM IOPSJIKE HA MOAIIMCAHNE JINIY OCHOBHOM
WCIIOJIHUTEIb MPOBEPSET MPABUIBHOCTh O()OPMIICHUS, OTIPABIAEMOIO (UCXOMAIIEro) J0KyMEHTa Ha
COOTBETCTBHE TPEOOBAHUAM HacTOsIIEH NHCTPYKITHH.

17.2. Ilpm TOATOTOBKE OTIPABISIEMOro (MCXOMASAIIETO) JOKyMEHTa Kak OTBeTa Ha
MOCTYNUBIINKI (BXOJAMIMI) TOKYMEHT WCHOJHUTENb MPUKIAIBIBAET K MOJATOTOBIECHHOMY TMPOEKTY
BXOJISIINIA TOKYMEHT.

17.3.  TIpoekTsl OTHpaBIsSEMbIX (MCXOISAIIMX) JOKYMEHTOB C YYETOM COONIOJICHUS
YCTaHOBJIEHHOT'O B PE30JIIOLNU CPOKA UCIIOJHEHUS IEPEAAIOTCS TUPEKTOPY Ha MOIIMCAHUE.
17.4.  TloanucaHHbIE OTIpaBisieMble (MCXOMAALINE) TOKYMEHTHI, MNEpeAaroTcs pabOTHHUKY

OTBETCTBEHHOMY 3a JIeTI0Npou3B0oIcTBO LIIKOJIbI, KOTOPBINA OCYIIECTBIISET MPOBEPKY KOMIUIEKTHOCTU U
COOTBETCTBUS KOJIMUECTBA SK3EMILISIPOB OTIPABISEMOT0 (UCXOASIIET0) TOKYMEHTA CIIUCKY PACChUIKH,
a Tak)Ke MPaBUILHOCTH OPOPMIICHUS JOKYMEHTA COTJIACHO HACTOSIIEH HHCTPYKITUH.

17.5. B cayuae HapymieHUSI KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJIMYECTBA, a TaKKE
MPaBUILHOCTH OQOPMIICHHSI JOKYMEHTa COTJIACHO HACTOSIICH WHCTPYKIMU OTIpaBisieMble
(ucxopmsuue) JOKYMEHThI HE3aMEIIUTEIFHO BO3BPAIIAIOTCS OTBETCTBEHHOMY HCIIOTHHUTENIO WU B
Clly4yae OTCYTCTBUSI OTBETCTBEHHOTO HCIIOJHUTENS €ro HEMOCPEICTBEHHOMY PYKOBOIUTENIO JIs
YCTpaHEHUS HApyIICHUM.

17.6.  JIoOKyMEHTBI IOCJI€ UX MOAMUCAHUS TUPEKTOPOM MJIM MHBIM YIIOJHOMOYEHHBIM JIUIIOM
nepenatoTcs Ui PETUCTPALMU U OTIIPABKU.
17.7.  Peructpamusi OTHpaBISIEMBIX (MCXOASIINX) JOKYMEHTOB OCYIIECTBISCTCS TOCTE

MPOBEJICHUSI TPOBEPKH KOMIUIGKTHOCTH M COOTBETCTBHUSI KOJIHMYECTBAa OJK3EMIUIIPOB, a TaKKe
MPaBUILHOCTH OPOPMIICHHUS OTIPABISIEMOTO (MCXOISIIETO) TOKYMEHTA.

17.8.  Peructpauus co3laBaeMbIX JOKYMEHTOB OCYILECTBIIIETCS B JI€Hb MOAMUCAHUS WU
yTBEpKJeHHs 100 Ha CleAyIomnid paboumii JeHb.
17.9.  CBeneHust 0 perucTpUpPyEMBbIX OTIPABISAEMbIX (MCXOAAILINX) JOKYMEHTaX BHOCSTCS B

KYpHAJI PETUCTPALIMH OTIIPaBIIIeMON (MCXOAIIEH) JOKYMEHTALUH.

17.10. PeructpanMoHHbIII HOMEp M JaTa OTIPABIAEMOro (HMCXOASIIEro) JOKyMEHTa
MIPOCTABISAIOTCS HA MOJJIMHHUKE JTOKYMEHTa B PEKBH3HMTaxX OJIaHKA M Ha HK3EMIUIIPE, OCTAIOIMIEMCS B
nene HIkomsl.

17.11. PeructpaliluoHHBII HOMEpP OTHPABIAEMOro (MCXOIALIET0) NOKYMEHTA IPUCBAUBAIOT C
y4€TOM HyMEpPALMHU IPEIBIIYIIEro JOKYMEHTA, 110 IOPSAKY U IO BO3pACTaHMIO.

17.12.  OrmpaBka JOKYMEHTOB INPOU3BOAMTCA LEHTPAIU30BAHHO, IOCIE COPTHUPOBKU IIO
criocoOy oTrpasiieHus (IIpocTas, 3aKa3Has, MEXKIyHAPOIHAS U JP.).

17.13. TIlucema, TemerpamMmbl, OTKPBITKH, OAaHIEPOIH M TEYaTHBIE W3JAHHS OTIPABISIOTCS
noutoil. @akcorpammsl U TeseHOHOrpaMMBbI IIEpEAt0TCs 10 KaHaiaM TeJIe(OHHOH CBSI3H.

17.14. DnekTpoHHbIE COOOUIEHMS OTHPABISAIOTCA C O(PUIMATIBLHOTO MOYTOBOTO 3JEKTPOHHOTO
anpeca [Ikonbr.

17.15. TIlucema, TenerpaMMmbl, OTKDPBITKH, OaHAEpOIH, (aKkcorpaMMmbl, IJIEKTPOHHBIE
COOOLIEHNUs, HE CBS3aHHBIE C pabouel 1eATeNbHOCThIO, K OTIPAaBKE HE TPUHUMAIOTCSL.

17.16. JloKkyMEeHTBI, OTIIPABJISIEMbIE CPEJCTBAMU TOYTOBOU CBSI3U MPOXOJIAT:

® YIIAaKOBKY;

e anpecoBaHue (MpU HAIMpaBJICHUU AOKyYMeHTa Oosiee ueM B 4 ajapeca) — B COOTBETCTBHUH C
yKa3aTeJleM pacChUIKH, Ha KaX10M K3eMIUIIPE MMCbMa YKa3bIBAaeTCs TOJIBKO OJIMH ajipecar;

® [IPOCTaBJIIEHUE CTOMMOCTH IOYTOBBIX YCIIYT;

e [iepeJavy B IOYTOBOE OTACICHUE CBSI3H.

17.17. Ilpu noAroToBKe U OTIPABKE MUCEM HEOOXOAMMO YUUTHIBATh MPABUJIA, yCTAHOBICHHbIE
npuKa3oM MUHHCTEPCTBA CBSI3U U MaccoBbIX KoMMyHUKanmii P® ot 31 uronsa 2014 r. N 234 «O0
yTBepxaeHun [IpaBui okazaHus yciryT MOYTOBOU CBA3HY.

17.18.  JIOKyMEeHTBI, OTIIPABIISIEMbIE CPECTBAMU IMOYTOBOM CBSI3HU B OJIMH aJPEC, BKIAAbIBAIOTCS
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B OJIUH KOHBEPT.

18. Pa3paboTka u BeieHre HOMEHKJIATYPHI J1eJ1

18.1.  JdoxymeHrtanbHblii GoHy IlIkonbl — COBOKYIMHOCTH JOKYMEHTOB, OOpa3ylOIIUXCS B
nporecce ero aesTenpbHocT. JlokymenTanbHbiil pona [Komas! cOCTaBIAIOT JOKYMEHTHI, CO3/1aHHBIE B
[IIxosie M NOJIy4YEeHHBbIE €10 B pe3yJbTaTe B3aMMOAEHCTBHUS C OpraHaMM roCyJapCTBEHHOM BIAcTH,
OpraHaMH MECTHOI'O CaMOYIIPABJICHHS, FOPUIUUECKUMU U (PU3NIECKUMHU JIULAMHU.

18.2. HomenxsaTypa naen sBIs€TCSs OCHOBOM (OPMHpOBAaHUS TOKyMEHTaJIbHOro (oHna
HIxonbl 1 mpeacTaBiseT cOO0M CUCTEMAaTU3UPOBAHHBIN MEepeueHb 3arojloBKOB (HAMMEHOBAaHUM) Jel,
3aBoauMbix B Illkone, ¢ yka3aHMEM CPOKOB HMX XpaHEHHs, U O(OPMIIEHHBIH B COOTBETCTBHU C
MIPaBOBBIMU aKTaMH, PEKOMEHJALUSAMH M METOJUYECKUMH YyKa3zaHUsIMHM opraHoB Poccuiickoit
denepanuy, YIOJTHOMOUYEHHBIX B cdepe TOCyIapCTBEHHOTO YIPABICHUS AapXUBHBIM JIEJIOM,
JIeNTOTIPOU3BOCTBA M IOKYMEHTO000pOTA.

18.3. Homenknatypa [ea1 COCTaBJISETCSI HA OCHOBE M3YyUEHUS IOJIOKEHUN, MHCTPYKLUUH U
IpaBWwI, a TakXe JPYruX JOKYMEHTOB, DPEIIaMEHTUPYIOIIUX JeATenbHOocTh Ilkonsl, a Taxke
HOMEHKJIATYp JeJl 32 MIPEIIECTBYIONINE TO/IbI M IOKYMEHTOB, 00pa3yomuxcs B aesTeabHocTH LLIKombI.

18.4.  Homenknarypa Jen HCHONB3YyeTCS NJsl TPYNIMPOBKU MCIIONHEHHBIX JIOKYMEHTOB B
Jiena, CUCTEMaTU3allid M ydeTa Jiejl, ONpEeNIEHUs CPOKOB MX XPAHEHUS U TOUCKA JIOKYMEHTOB,
SIBJISIETCSL OCHOBOM JIJII COCTaBJICHUS OIUCEH JeNl MOCTOSHHOTO W BpeMeHHoro (cBeimie 10 ser)
XpaHEeHus, a TAKKe JUIsd ydeTa Jesl BpeMEeHHOro (10 10 et BKIIOYUTEIbHO) XpaHEHUS.

18.5. Howmenknarypa aen BBogUTCs B AeiicTBue npukaszoM no Llkorne.

18.6. HomenknaTypa el TOTOBUTCA B TpPEX OK3EMIUISIpax: [Jis T[OMENIEHUS B
HOMEHKJIATYpHOE JeJI0 U MOCTOSHHOI'O XPaHEHUs; JUIsl MCIOJb30BaHUS B paboTe; JJii XpaHEHUs B
apxuse LlIxomsl.

18.7. M3 HomeHkusaTypsl Aen LLIkoabl OTBETCTBEHHBIM JIMIIOM 3a BEJICHHE JeI0NPOU3BOICTBA
0(OpMIIIOTCS BBIMMCKHU 11 00pa30BaTeIbHON OpraHu3aIiH.

19. ®opmupoBaHHe e U UX TeKyuee xpaHeHHue. [1oAroTroBka 10KyMEHTOB U JeJ K
nepegayve Ha apXMBHOe XpaHeHHe

19.1.  ®opmupoBaHue Jen — TpPYINIUPOBKA MCIOIHEHHBIX JOKYMEHTOB B J€ja B
COOTBETCTBUM ¢ HOMEHKIaTypoi aen HIkonbl 1 cucremaTu3anus JOKYMEHTOB BHYTPH €.

19.2.  Jlenaco 1HA UX 3aBEJEHUS 10 Iiepeaun B apxuB 11IKouibl Miin Ha yHUUTOKEHUE XPAHATCS
10 MECTy UX (POPMHUPOBAHHUS.

19.3. [Tpukasbl MO0 OCHOBHOM, aIMUHUCTPATUBHO-XO3HCTBEHHOM, YUeOHO-BOCIIUTATENHHOM,

BHEOIO/KETHOH NesiTenbHOCTH LIIKOMBI, TpyNIUpPyIOTCS OTASIBHO OT MPUKA30B 10 JIMYHOMY COCTaBY
pabOTHUKOB | 1O JTUYHOMY COCTaBY OOYJarOIIIXCSI.

19.4.  Tlepenucka rpynmupyercsi 3a MEPUOJ KaJICHIAPHOTO TojJa U CHUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOH IMOCIIET0BATEILHOCTH.

19.5.  TIpoBepka HATUYHsI M COCTOSIHHSI JJOKYMEHTOB M JIeJ TIPOBOJUTCS NP TIEPEMEIICHUH
JIeJT, TIPU BO3BpATE JIeJ, IPH peopraHu3aIiy Wi Jukpuaanuu [1Ikomsl.

19.6. B apxuB llIkomsl (manee - apxyB) mepeaaroTCs Aeia MOCTOSTHHOTO, BPEMEHHOTO (CBBIIIIE
10 5eT) CpoKOB XpaHEHHS U IO JTUYHOMY COCTaBY uyepe3 3 roja Mmocje roja, B KOTOPOM JOKYMEHTHI
OBUTM TIOMEIIIEHBI B JIEJIO0 Ha XpaHEHHE.

19.7.  lTlepenaya fOKyMEHTOB B apXUB MPOU3BOJIUTCS MO YTBEPKICHHBIM OMUCAM JEJI.
19.8. IToaroroBka JTOKyMEHTOB U JI€]I K IIepefadye Ha apXUBHOE XPAaHEHUE U HA YHUUYTOKCHHE
IIpeyCMaTpUBAET:

® DOKCHCPTU3Y HCHHOCTH JOKYMCHTOB;

® COCTaBJICHHE OIUCEH el 10 pe3yJIbTaTaM dKCIEPTU3bI X LIECHHOCTH;
e o(opmieHue Jien;
® COCTaBJICHHE aKTOB Ha YHUUTOXXEHHE JOKYMEHTOB U JI€J1 C UCTEKIIMMU CPOKAaMHU XPaHEHUSI.

19.9.  DxkcnepTtu3a LEHHOCTH JOKYMEHTOB TIIOCTOSSHHOTO UM BpPEMEHHOTO XpaHEHMs
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OCYILECTBIISIETCSI  €KErOAHO JIMIOM  (JIMIaMH), Ha3HAYEHHBIM MPUKA30M  OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 APXUBUPOBAHHUE.

19.10. B neno nomentaercs He Oosiee 250 AUCTOB (TOJIIMHA Jieda MPU 3TOM COCTAaBIISIET HE
6omee 4 cm). [Ipu GoNBIITIOM KOTHYECTBE TOKYMEHTOB (hOPMUPYIOTCS TOMa (4acTH) nena. BayTpu nena
JOKYMEHTBI pacIojiaraloTcsi B XPOHOJOTHYECKOM IMOPSAIKE B COOTBETCTBUM € omuchio. B nema
MOMEIAI0TCS TOJIBKO HUCIIOTHEHHBIE, TPaBUIILHO O(POPMIIEHHBIE JOKYMEHTHI.

19.11.  JlokyMeHTBI BHYTpH Ji€JIa PacIojaraloTcsi CBEpXy BHU3 B XpOHOJOTHYECKOM, BOMPOCHO-
JIOTHYECKOM MOCIeI0BAaTEIbHOCTH WM UX COueTaHUU. PacniopsauTenbHble JOKYMEHTBI TPYIIUPYIOTCS
B JIeJia TI0 BUJAM M XPOHOJIOTHUHU C OTHOCSIIIUMUCS K HUM MPUITIOKEHUSIMHU.

19.12. JIuuHble KapTOUKHU PAOOTHUKOB (POPMHUPYIOTCS B J1€J10 MO andaBuTy hamMuIuii.

19.13. Odopmienue nena mpemycMaTpuBaeT: opopMiIeHHUE PEKBU3UTOB OOJIOKKH Jeia IO
yCTaHOBJICHHOH (hopMe; HyMepaluIo JIUCTOB B JeJie KapaH1allloM B BEpXHEM [IPaBOM YTIITy; COCTaBJICHHE
BHYTPEHHEH OMNHCH [OKyMEHTOB JeNa, MOAIIMBKY U mepemieT Aena. Jluct OGonbmioro ¢opmara,
MOAIIUTHIA 3a OJUH Kpal, HyMepyeTcsi Kak OJUH JIUCT B MPaBOM BepXHEM yriy. JIoKyMeHTHI ¢
coOCTBEHHOM HyMepalluel JINCTOB, B TOM YKCJe NTeYaTHbIE U3aHusl, HyMEepYyIOTCS B O0IIEM MOPSIJIKE.

19.14.  JIucTel gen, COCTOAIIMUX M3 HECKOJIBKUX TOMOB MJIM YacTeW, HyMEPYIOTCS M0 KaXI0My
TOMY WJIM 4aCTU OTJEJBHO.

19.15. Tlocune 3aBepiieHUs] HyMEpaIiH JIUCTOB COCTABIISETCS 3aBepUTENIbHAS HAITUCh, KOTOpast
pacmonaraercs B KOHIIE Jesia. 3aBepuTeIbHas HAAMKNCh COCTABISETCS B JIeNie HA OTAEIHHOM JIUCTe-
3aBepuTee Jena.

19.16. B 3aBepuTenbHON HaAMKUCH MUPPaMU U TPOMHUCHIO YKA3bIBAETCS KOJIMYECTBO JIHCTOB B
JAaHHOM Jiefie. 3aBepHUTeNbHasl HAAMUCh TOIMUCHIBACTCS €€ COCTABUTENIEM C YKa3aHHEM paciin(poBKU
MOJIUCH, TOJDKHOCTH M JaThl cocTaBieHus. KonnyecTBo JUCTOB B €€ MPOCTABIsAETCS Ha 00JI0KKE
7iefia B COOTBETCTBUU C UTOTOBOM HAIHUCHIO.

19.17. PeKBU3UT «CPOK XpaHEHHUs JIeIa» IEPEHOCUTCS Ha 0OJI0KKY Jielia U3 COOTBETCTBYIOLICH
HOMEHKJIATYpbI JIeJ TIOCJIE CBEPKU €ro CO CPOKOM XpaHEHUs, YKa3aHHbIM B IEPEYHE TUIIOBBIX
JOKYMEHTOB WJIM B MEPEYHE JOKYMEHTOB, 00pa3ylomuXcs B IEATEILHOCTH (ellepajbHOT0 OpraHa, C
yKa3aHHUEM CPOKOB XPaHEHHS.

19.18. Ha genax moCcTOSSHHOTO XpaHEHHS MUILIETCA: «XPAHUTH TTOCTOSTHHOY.

19.19. Ilpuem nen npou3BOAUTCS COTPYIHUKOM, YIIOJTHOMOYEHHBIM Ha BEICHUE I€ATEIbHOCTH
apx#Ba, ¢ MPOCTABJICHUEM B JBYX IK3EMIUIApaxX OMHMCU JeJl OTMETOK O HAJMYMHU KaXI0ro jaeia (Ha
KaX/I0M SK3eMIUISIpE OMUCH YKA3bIBAECTCS KOJWYECTBO (PAKTHUECKH HPUHATHIX J€J, JlaTa IpueMa-
neperayu Je, a TaKkKe MOANNUCH apXUBUCTA U COTPYAHUKA, IEPEIaBIIEro Jea.

20. 3ak/I04uTeIbHbIE MOJI0KEHHUS

20.1.  Hacrosmas MHCTpYKIUS 1O AEIONPON3BOJICTBY SBISETCS JOKAJIHHBIM HOPMAaTHBHBIM
akrom MBOY JI0 «AIOCIIl», npuaumaercs Ha OOmeM coOpaHnd paOOTHUKOB H YTBEPIKIACTCS
(BBO#MTCS B AeiicTBHE) puKa3zoM aupekTopa LlIkosnb.

20.2.  Bce u3aMeHeHHs ¥ IOMOJIHEHHSI, BHOCMBIEC B HacTosAmyo MHCTpyKnio, opopmisioTes
B MUCHbMEHHOM (JOpME B COOTBETCTBUHU JICHCTBYIOINUM 3aKOHOAaTeNIbecTBOM Poccuiickoit deneparun.
20.3.  HHctpykuus no aenonpous3BoAcTBY B llIkone mpuHUMaeTcs Ha HEONPEIETEHHBIN CPOK.

N3Menenua u ponoiHeHus K MHCTPYKUMM TPUHUMAKOTCS B TOPSAKE, MpeaycMOTpeHHoM m.19.1.
HacTtosen MHCcTpyKiuu.

20.4.  Ilocne mpunsatus UHCTpyKUnu (UM U3MEHEHUN U TIONOJIHEHUM OTJEIBHBIX MMyHKTOB U
pa3zenoB) B HOBOM peJakiMy MPpEeabIIyIias pelakiius aBTOMaTUYECKU yTPAuUBAET CUITY.
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[Tpunoxenue Ne 1

IIpaBuia opopMiIeHUs PEKBU3UTOB J0OKYMEHTOB

l. Jlisi TOATOTOBKM JIOKYMEHTOB IPHUMEHSETCS TEKCTOBBIM pegakTop, oOecreuyuBaromui
TpeGoBaHus rpauuecKoro BOCIPOU3BEICHNS PEKBHU3UTOB TOKYMEHTA.

2. Hcnonp3oBaTh CBOOOJHO pacmpocTpaHseMble OecraTHbie mpudThl, pazmepsl Ne 12, 13, 14.
Ecnu coctaBnsieTe Tabmuibl, HIpUT MOXKET ObITh YMEHBIICH.

3. Jlnana3oH UCTIOIb3yEMBIX MEXKIYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO JI0 [TOIYyTOPHOTO.

4. AOG3aIHbINi OTCTYI TEKCTAa JOKyMeHTa - 1,25 cm.

5. 3aroJ0BKH pa3/IesioB U MOAPA3/eNoB eyaTatoTcs ¢ a03alHbIM OTCTYTIOM WM LIEHTPUPYIOTCS
10 NIMPUHE TEKCTA.

6. MHOrocTpouHble PEKBU3UTHI IIEYATAIOTCS YEPE3 OAUH MEKCTPOUHBIM MHTEPBAJ, COCTaBHbIE
4acTH PEKBU3UTOB OTIEIISIFOTCS TONOJHUTEIBHBIM HHTEPBAJIOM.

7. Ecnu noKyMeHT roToBHUTCS JUTs U3aHUS C yMEHbIICHHEM MacITaba, TeKCT IeyaTaeTcs yepes
JIBa UHTEpBaJIa.

8. WuTepBan mexy OykBaMu B CI0BaX - OObIYHBINA. IHTEpBa MEXy CIIOBaMH - OJIMH TPOOEIT.

9. TexkcT 1oKyMeHTa BEIpaBHUBAETCS 10 MHUPUHE JUCTA (TI0 TpaHUIaM JIEBOTO U MPABOT0 MOJIeH
JIOKYMEHTA).

10. JlinHa caMoi JIMHHOW CTPOKHM PEKBHM3UTA MPU YIJIOBOM PACIONOXKEHUH PEKBHU3UTOB HE
Ooiee 7,5 cM.

1. JlnmuHa camoil JUIMHHOM CTPOKH PEKBU3HUTA TP MPOJAOJIBHOM PACTIOJIOKEHUH PEKBU3UTOB HE
6onee 12 cm.

12. Kon dopmbr nokymenTa

Kon ¢opmbl jokyMeHTa MpocTaBiseTcss Ha YHUPUIIMPOBAHHBIX (opMaxX JOKYMEHTOB B OCHOBHOM
WCIIOJIb3YEMBIX B KaJIpoBOM AokyMeHTooOopote Illkomnsl. Pacronaraercs koa ¢GopMbl B IPaBOM BEpXHEM
yray pabodero moisi TOKyMEHTa, COCTOMT U3 cioB «DopMa mo» (HauMEHOBaHHE KacCH(HUKaTopa) U
1(poBOro Koja.

[pumep - @opma no OKY]] 0301001.

13. HaumenoBanue Lkomsl

HaumenoBanue IlIkoibl JOMKHO COOTBETCTBOBATH HAWMEHOBAHUIO IOPUIMYECKOTO JIMIIA,
3aKpeIJICHHOMY B €r0 YYpeOUTENbHBIX MOoKyMmMeHTax (YcraBe oOpasoBarenbHOW opranusanuu). Ilon
HaumeHoBanueM IlIkonel B CKOOKax yKa3bIBaeTcs CokpaimieHHoe HauMeHoBanue Illkonsl. Han
HauMeHoBaHueM LIIKoIbI - yKa3pIBaeTCs MOJIHOE HANMEHOBAHHE BBIIIIECTOSIICH OpraHUu3aIliy.

14. CrnpaBounbie nanHblie o [llkone

CnpaBounbie nannpie o Illkome BkiouaroT B ceOs: MOYTOBBIA ajpec, Homepa TenedoHa, aapec
anexkTpoHHoU mouThl, kox Ilkomsr mo OKIIO (mpocraBnsercs mo OOmepoccuiickoMmy KiacCu(pUKaTopy
NPEANpUITH W OpraHM3alii), OCHOBHON TOCYAapCTBEHHBIM peructpanuoHHbii HoMep (OI'PH),
UICHTU(QUKAMOHHBII HOMEp HaJOroIaTeNblINKa/KOJ NPUYMHBl TOCTAHOBKM HA HAJOTOBBIA y4YeT

(MHH/KTIIT).

15. HaumenoBanue Bua 10KyMeHTa

PexBusut wncnonp3yercs sl yKa3aHUs BUJA JOKYMEHTAa M paclojliaraercs I0J PEKBU3HTOM
«HAaMMCHOBaHUE o0pa3oBaTeIbHOM OpraHu3aIuny. HanmenoBanme BHJIa JIOKYMEHTa
HE YKa3bIBaeTCA B IUCbMaXx.

16. JlaTa noxymeHTta

I[aTOﬁ AOKYMCHTA SBJISICTCA AaTa €ro oA CAHU A (npn1<a3, IIMCBMO, 3aIlIMCKa, aKT 1 ,Z[p.), YTBCPIKACHUA
(I/IHCTPYKI_II/IH, MOJIOKCHUE, IMpaBUJid, PCrJIaMCHT, IIJIaH, OTYCT U ,Z[p.), CO6LITI/IH, Sa(l)I/IKCI/IpOBaHHOFO B
AOKYMCHTC (HpOTOKOH). I[aTa JOKYMCHTA HNPOCTABJIACTCA AOJLKHOCTHBIM JIMIIOM, IMOAIMCBIBAOIIUM WA
YTBCPIKAAOIUM OOKYMCHT, WK IIPpU PETrUCTpallii JOKYMCHTA, WU HCIIOCPCACTBCHHO COCTABUTCIIEM IIPU
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MOJITOTOBKE JIOKYMEHTa (cyxeOHasi 3amucka, 3asBjiIeHue U Ap.). JJOKyMeHTHI, H3/1aBaeMble COBMECTHO C
JIPYyTUMH OpPTaHU3AIMSIMH JIOJDKHBI UMETh OAHY (eanHy0) naty. Jlaty mjokymeHTa oQopMIISIOT apaOCKUMH
uupamu B MOCIEI0BATENIbHOCTH:

e JleHb Mecsma, Mecdl, roj. JleHp Mecsna u Mecsl oQOpPMIISIOT ABYMS Mapamu apaObckux mudp,
pa3feneHHbBIMH TOYKOM; roJl - 4eThlpbMs apaOckumu uudpamu, Hanpumep: 01.12.2017. bykea «e» nocie
yugp ne cmagumcs.

e TIpu CIOBECHO-IIU(PPOBOM criocode ohopMIIeHUS IaThl IEHb MecsIla YKa3bIBaeTCsl mapoil apaOCcKux
uudp, To YeThIpbMs apabckumu mudpamu, Hanpumep: 12 dexabpa 2017 e.

17. PerncrpanmonHslii HOMEp JOKYMEHTa

PerucrpannoHHblii HOMEp JOKYMEHTa INPOCTABISAETCS B COOTBETCTBUM C CHCTEMOH PETHCTpAlMH,
npunsaton B IIlkomne. PerucTpauvOHHBI HOMEp IIPUCBAUBACTCS AOKYMEHTY IIOCIE €ro IMOJAINUCAHUS
(yrBepkaenus). Ccplika Ha pErUCTPALlMOHHBIA HOMED M 1aTy H0KyMeHTa CChlIKa Ha UCXOAIIMM HOMED U
JaTy JOKYMEHTa a/IpecaHTa BKIIIOYAET B ce0sl pErHCTPAIlMOHHBIA HOMEpP U AaTy JOKYMEHTa, Ha KOTOPBIHA
JIOJKEH OBITH JJaH OTBET.

18. MecTto coctaBneHus (M31aHus) TOKyMEHTa

MecTo cocTaBiieHust WIM HM3JAaHUS JOKyMEHTa — «p.n. VHXaBHHO» - yKa3bIBaeTcsi Ha OJaHKax
MIPOTOKOJIOB M aKTOB, cocTaBiisieMbIx B [lIkoe.

19. Anpecat

B pekBu3uTe «Anpecar» HCIONB3YIOTCS O(pHUIIMAIbHBIE HAMMEHOBAHUS OPTaHOB TOCYIAPCTBEHHON U
WCTIOJTHUTENIBHOM BIIACTH, OPTAaHOB MECTHOT'O CaMOYTIPaBJICHUS, OpraHu3anuii. JlomyckaeTcst HCIoIb30BaTh
ouIMaNBbHO TIPUHSTHIE COKPALICHHbIE HAaWMEHOBAaHHS OPraHOB TOCYNAapCTBEHHOW W HCIIONHUTEILHOU
BJIACTH, OPTaHOB MECTHOTO CaMOyIpaBJIeHHUsI, opranu3amuii. [Ipu agpecoBaHnm JOKyMEHTa JODKHOCTHOMY
Y YaCTHOMY JIMIy MHHIHANIBI cTaBsTcs nocie damunuu. [Ipumep - Pykosooumento OO0 «Cmpoumenvy
Damunus U.0.

PexBusuT «agpecar» MpocTaBiseTcsl B BEpXHEW MpaBoOil 4acTH JOKYMEHTa (Ha ONaHKe C yTJIOBBIM
pPacmooKEeHUEM PEKBH3UTOB) WIIM CIIpaBa MOJA PEKBU3UTaMM OyiaHka (IIpU TMPOAOIHLHOM PACTIONONKECHHUH
pexkBU3UTOB OnaHka). CTPOKM PEKBU3UTA «aJpecary BBIPABHUBAIOTCA MO JIEBOMY Kpal WIH LIEHTPYIOTCA
OTHOCHUTENFHO caMoi AMMHHOM cTpoku. [Ipu agpecoBanuu nokymeHTta 0e3 yKazaHus JOJDKHOCTHOTO JTUIA
HAaMMEHOBAHMSI aIpecaToB MUIIYTCS B UMEHUTEIBHOM Majiexe, Harpumep: OpeaHvl cmamucmuku 20pooa
Mockewi

[Ipu agpecoBaHUM JOKYMEHTa PyKOBOJUTEIIO OpraHU3alii HAMMEHOBAHUE JIOJKHOCTH YKa3bIBAETCS
B JaTeJIbHOM Tajexe, Hanpumep: I eneparvromy oupexmopy OOO «Hzoanue» @amunus U.0O. TlouToBblit
ajJipec HE YyKa3bIBaeTCs B JOKYMEHTaX, HAIPABISEMBIX B BBICIIME OpPraHbl IOCYAAPCTBEHHOW BIIACTH,
¢denepanpHble  OpraHbl  HMCIOMHUTEIBHOM BIACTM M UX TEPPUTOPUAIBHBIE OpraHbl, OpraHbl
rOCYJJapCTBEHHOH W WCIIOJIHUTENBHONW BIACTH, IOCTOSI MHBIM KoppecnoHzieHtam. llpu aapecoBaHUH
NUChbMa B OpraHU3alMi0 yKa3plBalOT €€ HAaUMEHOBaHME, 3aTeM IIOYTOBBIA ajpec, HampuMmep:
T'ocyoapcmeennoe yupexcoenue  Bcepoccutickui HAYYHOUCCIE008aMeNbCKULL uHcmumym
00KyMeHmogedenus u apxusroeo oena llpogcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBannm AOKyMEHTa (PU3MUECKOMY JIMITY YKa3bIBAIOT (DaMWIIMIO M WHUIIMAJIBI ITOJTydaTels,
3aTeM MOYTOBKIN anpec, Hanpumep: Ilemposy U.11. IIpouzeoocmeennas yiu., 0.5, ke.12, 2. Mockesa, 119633

PexBm3ut «Anpecat» He JOJDKEH conepxarb Oonee derhipex anpecatoB. Croo «Komws» mepen
BTOPBIM, TPETHUM, YETBEPTHIM a/ipecaTaMH He yKa3biBaeTcs. [Ipu uncine agpecaroB Oosee 4-x cocTaBiseTcs
CIIMCOK PacChUIKU JOKYMEHTa. Eciiu JOKYMEHT OTIpaBIsieTCsa B HECKOJIBKO OJJHOPOJIHBIX OpraHU3aIiil Hin
B HECKOJIbKO CTPYKTYPHBIX MOJpa3JeIieHUii OpraHa HCIOJHUTENbHON BJIAaCTH, TO OHU YKa3bIBAIOTCS
o6o6menHo. [Ipumep: Pyxogooumensam yupescoenuii CI10

20. I'pud yTBEepx)ACHUS TOKyMEHTA

['pud yTBepKAeHHS TPOCTABISIETCA B IPaBOM BEpXHEM Yy gokyMmeHTa. CTpOKH pEeKBH3WTA
BBIPABHHUBAIOTCS T10 JIEBOMY Kpalo WU LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JJIMHHOWU CTPOKHU. JlokymeHT
yTBEpKAAETCA AOHKHOCTHBIM JIMIOM (AOKHOCTHBIMHU JIMIIAMHU) WM PACTIOPSIAUTENBHBIM JTIOKYyMEHTOM
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(mocTaHOBIIEHUEM, PEIICHUEM, TIPUKA30M, paciopsikeHueM). [Ipu yTBepKAeHUN TOKYMEHTa JOHKHOCTHBIM
TuioM rpud yTBEepKACHHS NODKEH cocTosTh u3 cioBa Y TBEPXIIANO (6e3 kaBbiuek), HAMMEHOBAHUSA
JOJHKHOCTH JITIA, YTBEPIKIAIOMIETO TOKYMEHT, €ro TIOITUCH, HHUIIUAIOB, (DaMUJINH U AaThl YTBEPIKICHUSI.

[Tpumep:

YTBEPKJ[AIO

JHupexmop MBOY J]O «{TFOCILL» U.O. ©amunus

21. Jara

[Tpu yTBepKI€HNU JOKYMEHTA HECKOIbKUMU JOHKHOCTHBIMU JTUIIAMH UX TMOMUCH PACIoNIararoTcs Ha
onHOM ypoBHe. [lpu yTBepkIeHUM AOKYMEHTa pacHOpsAUTEIbHBIM JTOKYMEHTOM TIpu( yTBEpKIEHUS
cocroutr w3 cnoB YTBEPXJEH (YTBEPXJEHO, VYTBEPXJEHBI, VYTBEPXJIEHA),
COTJIACOBAHHOTO C HAMMEHOBAHHEM BHJIa YTBEPKAAEMOI0 JOKYMEHTa, HAMMEHOBAaHUS BUA IOKyMEHTa B
TBOPUTEIHHOM MaJIeKe, ero naTel, Homepa. [Ipumep:

YTBEPKJ/[EHO

npukazom MBOY J[O «/{FOCLL» om 01.03.2020 Ne 57

22. 3aroyIoBOK K TEKCTY

3arooBOK K TEKCTY - KpaTKOE COJIep>KaHue TOKYMEHTA. 3aroJIOBOK K TEKCTy IpHKa3a popMyIupyeTcs
¢ mpeasioroM «O» («O06») 1 0oTBEHaeT Ha BOIIPOC «O YeM?»):

. npukas (0 uem?) 0 CO3TaHIH KOMUCCHUU;
. npukas (0 uem?) 00 yTBEpKJICHHUH ITATHOTO PACIIMCAHUS;
. nuchMo (0 uem?) o mpeaocTaBieHu nHpopMauu. 3aroJ0BOK K TEKCTY 0(OPMIISETCS MO/

peKBU3HTaMH OJIaHKA CIlIeBa, OT TPAHUIIBI JIEBOTO TTOJIS.

HaumenoBanwue (3arooBok) 1u60 aHHOTANNS TOKYyMEHTA COCTABIISETCS aBTOPOM MTPOEKTa IOKyMEHTA.
3aro0BOK K TEKCTY MOXKET HE COCTABIISATHCS, €CITM 00BEM JOKYMEHTA HE MPEBBIIAET 4-5 CTPOK.

23. TekcT nokymeHTa

JoxymenTsl I1IK0JIBI COCTABISAIOTCS HAa TOCYAAPCTBEHHOM si3bIke Poccuiickoit @enepanuu - pycCKOM.
TexkcT ToKyMeHTa MOXKET COAEPKaTh pa3/Ielibl, HOIpa3eibl, MyHKTbI, HOIIYHKThI, HyMEpyeMble apaOCKUMu
uugppamu.

B npukaszax TekcT JOKyMEHTa M3JIaratoT OT MEPBOro JIMIA €AMHCTBEHHOTO YKcia («IIpHuKa3biBaoy) B
JOKYMEHTaX KOJUIETHAIbHBIX W COBEIIATENIbHBIX OpraHax OT TPEThEro JHIA EJUHCTBEHHOIO YHCIa!
(«cobpanwme... PEeIIIny)

TekcT npoToKoIa U3Naraercs OT TPETHETo JIMIa MHOKECTBEHHOTO YHCIIa («CIyIaIn», «BBICTYITHIIN,
«TOCTAaHOBUITNY, «PEILIUIT»).

B coBMecTHBIX JOKyMEHTaX TEKCT M3/IaraloT OT T[EpBOTr0 JIMIAa MHOXECTBEHHOIO YHCia:
(«TIpHKa3bIBAEM», PELIMIIN»).

B nenoBeix (cimyke0HBIX) MUCHhMaX UCIOJIB3YIOTCS (POPMBI M3JI0KEHUS:

e OT IEpBOro JHIla MHOXECTBEHHOIO 4Hcia («IPOCUM HANpaBUTh», MPEICTaBIsEM Ha
paccMOTpEHHEY);

®  OT TPEThEro JuIla equHcTBeHHOTo uncia («Aamuauctpaius MBOY J10 «/IKOCI» He Bo3pakaeT»);

e OT TEPBOrO0 JIMI[A EIWHCTBEHHOTO 4YHCJIa («CYUTAI0 HEOOXOIUMBIMY»,  «IIpEJIararo
PaccMOTPETHY).

[Tpu ynoTpebienuu B TekcTe (GaMUIMid TUI] MHUIMATBI YKa3bIBalOTCS mocie (pamunuu. B nenoBbix
(cmy>ke0HBIX) MUCbMax MOTYT UCTIOJIb30BaThCS: - BCTYIUTENIbHOE OOpaIieHue:

Yeaoscaemviii cocnooun HUeanos! Yeascaemasn cocnoawca [lemposa!

Yeaowcaemwii Huxonaii Illemposuy! Yeascaeman Onvea Hukonaesna! Yeascaemvie cocnooa!

B oOpanienuu 1mo 40IKHOCTH HAMMEHOBAHKE IOJDKHOCTH MUIIETCS C MPOMUCHOM OYKBBI, B 00paIlieHuN
o (GaMHIIMKM MHUIMAIBI JIMIA HE YKa3bIBAIOTCA. - 3aKIIOYUTENbHAS dTUKeTHas (paza: C ygaoiceHuem, ...
CrpaHuIbl JOKyMEHTa HYMEPYIOTCS, HAadyWHAs CO BTOPOTO JIMCTAa JIOKyYMEHTa apaOCKuMu mudpamMu
rocepeiMHe BEepXHero mojis. TeKcT JTOKyMEHTa OTHelseTcss OT 3arojoBKa JABYMS WM Tpems
MEXIYyCTPOUHBIMU UHTEPBATAMHU HUCIIOJIb3YEMBIMH B TEKCTE.
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24. OTMmeTKa 0 IPUI0KEHUN

OTMeTKa O NUPUIOKEHUH HCMONb3YeTCsl Npu O(QOPMIICHUM IMUCEM M TPWIOKEHHH K IUIaHaMm,
IIporpaMMam, OT4€TaM, IOJI0KEHUAM, IPABUIIaM, MHCTPYKLHUSAM U IpYyTUM JOKyMeHTaM. B muceMax oTMeTka
0 IPUJIOKEHUU 0(OPMIIIETCS MO/ TEKCTOM NMHUChMa Ha paccTosiHUU 1,25 cM oT rpaHulibl ieBoro noist. Ecnu
MIPWJIOKEHNE HA3BAHO B TEKCTE IMCbMA, B OTMETKE O IPUJIOKEHUHU YKa3bIBa€TCS KOJUYECTBO JIUCTOB U
KOJINYECTBO K3EMILIAPOB MIPUIIOKEHU, Hanpumep: [lpunoocenue: na 3 1. 6 1 9k3.

[Ipn HaIMYMKM HECKOJIBKUX MPHJIOKEHUH, B OTMETKE O MPUII0KEHUN OHU HyMEPYIOTCS, YKa3bIBAIOTCS
HAaUMEHOBAHMS KaXJIOTO MPUIOKEHHS, KOJUYECTBO JIUCTOB M KOJUYECTBO HK3EMIUIIPOB, HaIpHUMeEp:

Ipunoorcenue:
1. Inan-epagpux ... na 3 1. 8 2 9K3.
2. Cnpaska o noomeepaicoenuu gpaxma ooyuenus... na I 1. 6 1 9k3.

Ecnu npunoxxeHnus: cOpoLIropoBaHbl, TO KOJIWYECTBO JIUCTOB HE yKasbiBaeTcs. Eciam mpuiioskeHue
HaNpaBJSIIOT HE BO BCE YyKa3aHHbIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro Haluyuu O(OpMIISIOT
cieayomumM oopasom, Hanpumep: [lpunoscenue: na 3 . 6 I 9x3. TOJIBKO B MEPBHIN ajpec.

Ha npunoxeHusx K mpaBuiIaM, WHCTPYKLHUSM, TOJOKEHUSM, IUIaHAM, MPOrpaMMaM, JOTOBOpaM U
IpYTUM JAOKYMEHTaM OTMETKa O MPHJIOKEHUU MPOCTABISETCS HA MEPBOM JIMCTE MPUIOKEHHS B TPABOM
BepxHeM yriy. Ecnm mpunoxkeHwe OJHO, OHO He HyMmepyercs. Eciam mpuiokeHuil HECKOJIBbKO, OHHU
HyMepyIoTCs (MpUIIoKEeHHe 1, mpuiiokeHue 2).

B tekcre noKyMeHTa MpH MepBOM YIOMUHAHUU JOKYMEHTA MPHUIIOKEHHUS B CKOOKaX YKa3bIBACTCS: ...
(mpusioskeHue) wid ... (mpujoxkenue 1); nepen HOMEPOM MPUIIOKEHUSI JOIYCKAeTCsl CTABUTh 3HAK HOMeEpa:
... (mpunoxxenne Ne 2);

B oTMmeTKe 0 TpUI10’KEHNH YKa3bIBAETCSl HAMMEHOBAHUE BU/1a OCHOBHOTI'O IOKYMEHTA, €T0 JaTa U HOMEp,
Hanpumep: [lpunoscenue Ne 2 k npuxazy MBOY JIO «/JFOCILL» om 08.06.2017 Ne 67

Eciu npunoxxeHueM K JOKyMEHTY (Hampumep, K MpHKa3y) SBISETCS YTBEP)KIA€MbI JOKYMEHT,
(mosnoxeHue, npaBuia, MHCTPYKIMS, PEIJIAaMEHT U Jp.) B BEPXHEM IIPABOM YIUIy IPOCTABIISIETCS OTMETKA O
MPUIIOKECHNUH, HIKE — TPU(Q YTBEPKIACHUS, HAIPUMED:

Tpunoorcenue

YTBEPK/IEHO npuxazom MBOY JIO «{FOCLL» om 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzutra «OTMETKAa O MPUIOKEHUW» JIOJDKEH COOTBETCTBOBATH BUAY U
pasmMepy uipudra TeKCcTa JOKyMEHTA.

25. I'pucd cornacoBanus foKymeHTa

['pud cornmacoBanus TOKyMEHTa HMCIOJB3YETCS MPHU COTIACOBAaHMHU JOKYMEHTa C OpraHaMH BIIACTH,
OpraHu3alMsIMA WIK AOKHOCTHBIMU Juiiamu. OH coctouT u3 cioBa «COI'JTACOBAHO», mnomxHoCTH
JuIa, KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYash HAMMEHOBAaHUE OPraHU3allid), JUYHON TOATMMCH,
pacuupoBKH MOANUCH (MHUITUATIOB, (PaMUIIMK) U JAThI COTJIACOBAHMS.

[Tpumep:

COI'JIACOBAHO

JHupexmop MBOY /10 «/[TFOCILL» U.U. Heanos

01.12.2019

I'pud cormacoBanus B 3aBUCHMOCTH OT BHJA JOKYMEHTa U OCOOCHHOCTEH ero o(pOpMIICHHUS MOXET
MIPOCTABIISATHCS:

® Ha MEPBOM JIMCTE TOKyMEHTa (€Clu JOKYMEHT UMEET TUTYJIbHBIN JTUCT, - HA TUTYJILHOM JIHCTE) B
JICBOM BEPXHEM YTy Ha YpoBHE Tpuda yTBEPKIACHHS WIH TO0J] HAUMEHOBAHHEM JIOKyMEHTa ONMKe K
HUKHEMY II0JII0);

® Ha MMOCJEIHEM JIUCTE TOKYMEHTA MOJI TEKCTOM;

® Ha JIUCTE COTJIACOBAHMUS, SBISIOUIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

Bremnee cornmacoBaHHe TakKe€ MOXET OBITh OCYIIECTBICHO IPYTHMM JTOKYMEHTOM - THCHMOM,
MIPOTOKOJIOM, TPUKA30M.

[Tpumep:
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COI'JIACOBAHO

npuxazom J{OzM om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MpoeKTa JOKyMeHTa odopmisieTcss BU3od. Busza mpocraBisieTcsi cOOCTBEHHOPYYHO
JUIIOM, BU3HUPYIOIIUM JOKYMEHT, M BKJIIOYaeT B ceOsl HaUMEHOBAaHUE [IOJDKHOCTU BU3HMPYIOIIETO, €ro
JUYHYI0 TIOJIMUCH, paciIu(PpOBKY MOAMUCH (MHUIHAIBI, (DaAMUITUIO) U JaTYy.

[Ipumep:

3amecmumens oupexkmopa U.O. @amunus 03.03.2020

JlomyckaeTcsi MOMCTHOE BU3UPOBAHUE IOKYMEHTA U €T0 MPIIIOKEHHIA.

[Tpu HanMuMK 3aMeyaHUil, JOMOIHEHUH K MPOEKTY JOKYMEHTA BU3a JIOMOJIHSIETCS COOTBETCTBYIOLIUM
yKa3aHUEM.

J1s nokyMeHTa, HOJUTMHHUK KOTOPOTo OTHPaBisioT U3 I1IKoIibl, BU3BI MPOCTABISAIOTCS HA DK3EMILISpax
JIOKYMEHTOB, TIOMEIIAEMBIX B JI€JIO.

s moxymeHTa, MOJUIMHHUK KOoToporo octaercs B LlIkose, BU3bI cOrjacoBaHUs MPOCTABISIOTCS Ha
000pOTe MOCIETHErO JINCTA MOUIMHHKKA TOKYMEHTA WM Ha TIOCIEAHEM JIUCTE JOKYMEHTA O] MOATMHUCHIO.

27. Tlonmuce

[Tonmucy  BKIIOYAET: HAUMEHOBAHUE JIOJDKHOCTH  JIMIA, IOJMHUCABIIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO TOJIIUCH; paciudPOBKY MOAMUCH (MHULUAIBI, (pamMuius):

[Ipumep: Jupexmop nuunas noonuce U.O.Damunus

Ecim noxymeHT odopmiieH He Ha OJIaHKe, B HANMECHOBAHUE JOJKHOCTH BKJIFOYACTCS HANMCHOBAHUE
[xomne! (moxHOE Ha3BaHue LlIkosnsn).

Homyckaercss B pekBu3uTe «llogmuch TOJDKHOCTHOTO JIMIA» IICHTPUPOBATH HAMMEHOBAaHUE
JOJKHOCTH JIUTIA, TIOAMCABIIETO JOKYMEHT, OTHOCHTEIHPHO CaMOW JUTHHHOM CTPOKH.

[Tpu moanucanuyu JOKyMEHTa HECKOIBKUMU TOJKHOCTHBIMU JIMIIAMU Pa3HbIX JOJKHOCTEH UX OITUCH
pacmojaraloT OJHYy IOJA JAPYrol B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOIIEH HEpapXuHu 3aHUMaeMOM
JOJKHOCTH.

[Tpumep:

Jlupexmop nuunasn noonuce 1.0.D.

3amecmumens oupexmopa auunas noonucov M.0.D.

[Tpu moanurcaHuy JOKYMEHTa HECKOJIBKUMHU JINLIaMU PaBHBIX JOKHOCTEH MX MOJIMUCH PACIIONaratoT
Ha OJHOM YypoBHE. B 1MOKyMeHTax, COCTaBJICHHBIX KOMHCCHEH, yKa3bIBaeTCs CTAaTyC JHMIIAa B COCTaBe
KOMHUCCHH: MPOCTaBICHUEM KOCOH 4YepThl Mepe] HaUMEHOBAaHUEM JOJKHOCTH (I00aBISATh Kakue- JuO0
MpHUCTaBKu). Ecnu TupeKkTop wiM MHOE YMOJHOMOYEHHOE Ha TMOAMNHCAHHWE TOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYET (OTIYyCK, 00JIe3Hb, KOMAaHIMUPOBKA) WA JOHKHOCTh BaKaHTHA, TO JOKYMEHT MOJNHCHIBAET
COTPY/JIHUK, YIIOJIHOMOUYEHHBIH Ha MOJMUCAHHE B COOTBETCTBHM C PACHOPSAUTEIbHBIM JOKYMEHTOM HIIN
HaJICJICHHBINM MOJIHOMOYHUSMH, YCTAaHOBIEHHBIMU TpHrKa3oM [IIkonbl unu yupenuTens, ¢ yKka3aHHEM CBOEH
JOJKHOCTH | TIOJTHOMOYHSI, HAIIPUMED:

3amecmumens oupekmopa noonuce U.0O. Qamunus

WIN:

Hcnonnsarowuti obsz3annocmu oupexmopa noonuce U.0. Oamunus

WM

u.o. oupekmopa noonucv 1.0. @amunus

PexBuzut «llognuchk MOMKHOCTHOTO JIMIIAa» MOXET ObITh O(OpMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (Harpumep, Mpu HAIMCAHUU CITY>KeOHOMN 3anuCcKy 0e3 MPUMEHEHUS TEXHUYECKUX CPEJICTB) TUO0
0(OpPMIIEH C HCTIOIB30BAaHUEM TEXHUUECKHUX CPEICTB.

B cnyuae opopmnenus pekBuzuta «[loamnuch JOMKHOCTHOTO JUIA» C UCTIONH30BAHHEM TEXHHUECKHUX
CPEIICTB BHJ U pa3Mep mpudTa yKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYATHCS OT BHUJA U pazMepa mpudra
OCHOBHOTO TEKCTa JOKyMEHTA.

PexBusut «I[loanuck JOMKHOCTHOTO JIMIIA» OTACTSETCS OT TEKCTa TPEMS WIH YeThIPbMSI OTMHAPHBIMU
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MEXTyCTPOYHBIMHA HHTEPBAJIAMHU.

28. [leuats

[leuats sBHsiETCA C€IOCOOOM TOATBEPHKICHHS TMOMJMHHOCTH IOANUCH JOJDKHOCTHOTO JIMIIA Ha
nokymeHrte. IledaTp cTaBUTCS Ha NOKYMEHTaxX B CIyyasX, MPEIyCMOTPEHHBIX 3aKOHOJATENbHBIMU WIH
WHBIMH HOPMATHBHBIMH NPABOBBIMH akTamHu. [leyaTtb cTaBUTCS HAa CBOOOIHOM OT TEKCTa MECTE, IIPU 3TOM
OTTHUCK T€YaTH HE 3aXBATHIBAET JIMYHON MOIMMUCU JOJDKHOCTHOTO JIMLA MOAMMCABIIETO JOKYMEHT, MU B
Mecte, oOo3HaueHHOM «MID» («Mecro mnedatu»). B JoKyMeHTax, MOATOTOBICHHBIX Ha OCHOBE
yHH(DHUIIMPOBaHHBIX (OPM, ITEYATh CTABUTCS B MeCTe, 0003HaYCHHOM OTMETKOH « MID» 1 uHBIM 00pa3oMm.

29. OTMeTka 00 UCTIONHUTENE

Otmetka 00 ucnoaHUTENE (aBTOPE) TOKYMEHTa pocTaBisieTcs Ha nucbMax [LIKkossl B 1€eBOM HUKHEM
yIJIy JHIEBOM CTOPOHBI MOCJIEIHETO JINCTA AOKYMEHTa OT I'paHMIbI JEBOTrO IOJI WU, IPU OTCYTCTBHH
MECTa, - Ha 000POTHOH CTOpOoHE BHU3Y cieBa. OTMETKa BKIIIOYAaeT (PaMUIINIO, UMsI, OTYECTBO UCHIOTHUTEIS
1 HOMED ero TenedoHa, a Takke 0OTMETKA 00 UCTIOJIHUTEIIE MOXKET JOMOIHATHCSI HAUMEHOBAHUEM JI0JIKHOCTH
U 3JICKTPOHHBIM aJJpeCOM UCTIOTHUTEIS.

[Tpumep:

Hesanos Hean Hsanosuu, cneyuanucm no oxpare mpyoa (888) 888-88-88, lvanov@mail.ru 30.

30. OTMmeTKa 0 3aBEpEHUH KOITUU

Jlis mOATBEP KIEHUsI COOTBETCTBUS KONMM (BBINUCKU U3 JOKYMEHTA) MOJJIMHHUKY JIOKYMEHTa Ha
MOCJIeIHEM JIMCTE KOMUU (BBIMMCKU U3 JOKYMEHTa) moJ pekBuzutoM «lloamnuce» odopmisiercs peKBU3UT
«OTMeTKa 0 3aBEPEHUH KOITUI.

OTMeTKka O 3aBEpEeHUM KONHMM BKJIIOYAET: cJI0BO «BepHo», HauMEHOBaHHME JOJDKHOCTH JIMLA,
3aBEPHBILETO KOMHUIO, COOCTBEHHOPYUHYIO NOJHCh, pacIn(POBKY NOAMUCH (MHULMAIIBI, (PaMUIIUIO), AATy
3aBepeHUs KOIMU JOKYyMEHTa.

PexBu3ut «OTMETKA O 3aBEPEHUU KOITUI» MOXKET OBITh O(hOpMIIEHA OT PYKH WIIM C UCHOJIb30BAHUEM
mramna. Jlomyckaercs 3aBepsATh KaKIbIH JIMCT MHOIOCTPAHUYHOM KOIMU JTOKYMEHTA.

31. OTMmeTKa 0 OCTYIJIEHUH TIOKYMEHTA

OTMeTka O TOCTYIJIEHUM JOKYMEHTa COAEPKUT BXOISALIMN PErUCTPALlMOHHBIA HOMEpP U JaTy
MOCTYIUIEHHS JOKyMeHTa. JlomyckaeTcsi yka3aHue 4acoB M MUHYT MOCTYIUICHUS JOKYMEHTA C 3aBEpEeHUEM
MOAMMUCSAMU 3aUHTEPECOBAHHBIX JIML. OTMETKa O MOCTYIUICHHMH JIOKYMEHTAa MOXET MpPOCTaBIATHCA C
HCIIOIB30BaHUEM IIITAMIIA.

32. Pesomrons

Pesomtonus copep KT ykazaHUe 10 UCTIOTHEHUIO ToKyMeHTa. OHa ohopMIIsieTcss Ha CBOOOTHOM MecTe
paboyero mois AokyMmMeHTa. Pesomiouus BkimodaeT B ce0s: (aMUIHIO, WHHUIHAIBI HCIOIHUTEINS
(ucronHUTENEH ), MOpYUYEHHE MO TOKYMEHTY, MOANKCH aBTOPa PE30IIOIHNH U 1aTy 0(hOPMIICHHS PE3OITIOLINH.
Pe3omtornus, Mo yCMOTPEHHIO JIKIIA, JAIOIIET0 MOPYyYeHUE, MOKET BKIIFOUATh B Ce0s TAK)KE CPOK UCIIOHEHUS
JIOKyMEHTA.
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[Tpunoxenue 2

o0pa3el HCXOASAIIEro TOKyMeHTa

MYHULIUITAJIBHOE BIOJIPDKETHOE
OBPA3OBATEJIbHOE YUYPEXIEHUE

JIOTIOTHUTEJILHOTO OBPA3OBAHM S Havanenuky otnena 06p330BaHI/I$I
«JIETCKO — IOHOILIECKA ST E.W.IISTBIX
CIHOPTUBHA I LLIKOJIA» o

yi. CoBerckas, 56, p.n. mxaBuHo,
393310
Ten. 2-88-55,
E-mail: dvussh@r53.tambov.gov.ru
OI'PH 1026800593632
HMHH 6805008275, KIIIT 680501001

20 r_Ne
Ha Ne oT
VBaxaemas NO!
Teno nuceMa
Hupexrop IO0.A. CemeHoB
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Oopa3zen opopmiieHUSI TPOTOKOJIA
MyHununaabHoe 010/PKeTHOE 00pa3oBaTeIbHOE YUPEXKICHUE JOIIOTHUTEIHLHOTO 00pa3oBaHHs
«JleTcko — I0HOIIECKasi CIOPTUBHAS IIKOJIA

(MBOY 0O «IHOCII»)

ITPOTOKOJI Ne

p.ni. UH>xaBuHO Hata

[Ipencenarens - 1.0. @amunus
Cexpetapsb - N1.0. Gamunust
[IpucyrcrBoBanu: YEJI0BEK

[To nmepBOMY BOIIPOCY CITyIIANIH:
N.O. ®amunus - TEKCT J0KIa/1a IPUIIaraeTcs
BBICTVYIIWJIN:
N.O. ®amunus - KpaTKas 3alIUCh BHICTYIIJICHUS
N.O. ®amunus - KpaTkasi 3a1IUCh BBICTYIIICHUS

Pe?;y.]'II)TaTI)I TOJIOCOBaAHUA .

Perienue:
1.
2.

[To BTOpOMY BOIIPOCY CITYIIAJIN:
BbBICTVYIINJIA:

PGSYJ'ILTaTH T'OJIOCOBAaHUA:

Pemenue:

1.

2.
[Ipencenarens IMoanuce Pacmmudposka moamucu
Cekperapb TToamuce Pacmmdposka noanucu
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Oopa3zen opopMiieHHsI CTIPABKHU

MYHULIUITAJIBHOE BIOJPKETHOE
OBPA3OBATEJIbHOE YUYPEXXJTEHUE
JOITOJIHUTEJIBHOI'O OBPA3OBAHI
«AETCKO — IOHOIIECKA#
CIIOPTUBHAS HIKOJIA»

yi. CoBerckas, 56, p.n. HxaBuHo,
393310
Ten. 2-88-55,
E-mail: dyussh@r53.tambov.gov.ru
OI'PH 1026800593632
WHH 6805008275, KIIIT 680501001
20 r_Ne
Ha Ne oT

CIIPABKA

Hacrosimas cripaBka BeigaHa

CnpaBKa JaHa 1A IpCACTaBJIICHUA

(TOIKHOCTB ) (Tmomuce) (1.0. ®damumms)

M.IL

20


mailto:dyussh@r53.tambov.gov.ru

[Ipunoxenue 3

Vundummposansas popma Ne T-1
VrBepxnena [Tocranonennem ['ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon
Dopma no OKY/] 0301001
o OKIIO
(HaMMEHOBaHHE OpPTaHH3aIH)
Howmep noxymenra Hata cocraBieHus
INPUKA3
(pacnopstzkeHue)
0 npueMe paboTHUKA HA padoTy
Jlata
IIpunATe Ha padoTy c
o

TaOenbHbII HOMEp

(bammuusi, UM, OTYECTBO)

(cTpyKTypHOE IOJpa3/elicHue)

(MOMKHOCTD (CHEUUANIBHOCTD, podeccus), pa3ps, Kiacc (KaTeropus) KBaIH(pUKALH)

¢ Tapu(HON CTaBKOU (OKIaI0M)

Hag0aBKOI

C UCIIBITAHUEM Ha CPOK

(ycnoBust premMa Ha paboTy, XapakTep paboTbl)

OcHoBaHue:
TpynoBoii foroBop ot “

PyKOBO)IPITeJI]) OpraHusanvu

C npuka3oM (pacnopsizkeHueM) palOTHUK 03HAKOMJICH

py6. KOTL
(tradppanir)
py6. KOTL
(tmadppanir)
Mecsa(en)
” 20 r. Ne
(moymKHOCTB) (JTIYHAS TTOATIHCE) (pacmmdpoBKa IIOIIHCH)
“ ” 20 T.

(JIMYHAs TIOMIHCH)
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VYaudumposannas ¢popma Ne T-5
YrBepxaena [locranoBnennem I'ockomcrata Poccun
ot 05.01.2004 Ne 1

Kox
®dopma o OKY ]| 0301004
o OKIIO
(HaMMEeHOBaHUE OpPTaHU3ALIMH)
Homep noxymenta Jlara cocTtaBieHus
INPUKA3
(pacnopsizkeHue)
0 mepeBojie padOTHUKA HA APYIyI0 padoTy
Jlata
IlepeBecTHu Ha Apyryio padory c
110
TabenbHBIN HOMEP
(bamuus, ©Ms, OTYECTBO)
(Bu nepeBozia (IIOCTOSIHHO, BPEMEHHO))
IIpexuee mecto (CTpYKTypHOE MoJpa3/ieieHue)
paboThI
(OIDKHOCTD (CIIEHMATBHOCTD, TIpodeccHs), paspsaa, Kiacc (KaTeropus) KBanupuKarim)
(mpy4MHa nepeBoia)
(cTpyKTYpHOE TOjpaseseHne)
Hosoe mecto
pa6OTBI (DOmKHOCTD (CIEeNMANbHOCTD, Mpodeccrs), pa3psy, Kiacc (KaTeropHs) KBalH(HKAIIHIL)
TapuQHas cTaBka (OKJIam) pyo. KOIL.
(tadpanrr)
Haj0aBKa pyo. KOII.

(tappanrr)
OcHoBanue:
HM3MEHEHHE K TPYIOBOMY JOTOBOpY OT ” 20 r. Ne ; WA
JIpYToi TOKyMEHT

(DOKYMEHT (3asiBICHUE, MEJUIIHCKOEe 3aKIIOUEeHHe U IIp.))
PyKOBO)IHTeJ'[]) OpraHusanvu
(DoIKHOCTB) (TMYHAsT TTOATIHCE) (pacumdpoBka MOAIMCH)

C npuka3oM (pacnopsizkeHueM) palOTHUK 03HAKOMJICH “ ” 20 T.

(TMYHAS TTOATIHCE)
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Yaudumposannas ¢popma Ne T-6
VYr1BepxieHa nocraHoinenueM 'ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon
®opma no OKY /] 0301005
o OKTIO
(HaMMEHOBaHHE OpPTaHHM3aIIH)
Howmep nokymenta | lata cocraBnenus
IMPUKA3
(pacnopsikeHue)
0 NMPeJ0CTABJICHUH OTIYCKA PA0OTHUKY
IIpegocTaBuTh OTHYCK TabenbHbIH HOMED
(bammus, ¥mst, OTYECTBO)
(cTpyKTypHOE TMO/Ipa3/ieNeHHE)
(MOMKHOCTD (CTIELMATIBHOCTD, HpOdeccus))
3a mepuop pabotei ¢ ” 20 r. mo “ ” 20 T.
A. eXeroJHblii OCHOBHOM OIUIaYUBAEMBIH OTITYCK Ha KaJleHAApHBIX JHEH
c* ” 20 r. mo “ ” 20 T.
u ()
b.
(esxeroaHbIN JTOTONHUTENbHBIN OIIAYMBAEMbIH OTITYCK, Y4eOHbIH, Oe3 coXpaHeHUs 3apabOTHOM IUIaThl M Apyrue (ykasarb))
Ha KaJIEHAAPHBIX JHEH
c ” 20 r. mo “ ” 20 T.
B. Bcero ornyck Ha KaJIEHAAPHBIX JHEN
c ” 20 r. mo “ ” 20 T.
PykoBoauTesib Opranu3auuu
(1OJDKHOCTB) (7IMYHAs TTOJUCH) (pacndpoBKa MOAIKCH)

C nmpuxa3om (pacnopsikeHHeM) paGOTHHK 03HAKOMJIEH «“ ” 20 T.

(7IMYHAs TOJUCH)
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VYaudumposannas popma Ne T-8
YrBepxaena [locranoBnennem I'ockomcrata Poccun
ot 05.01.04 Ne 1

Kon
®opma o OKVY /] 0301006
no OKIIO

(HaMMEHOBaHUE OpraHW3aL|N)

Howmep noxymenra | Jlata coctaBieHus

ITPUKA3
(pacnopsizkeHue)
0 NMpeKpaleHny (PacTOpPKeHUn) TPYA0BOI0 J0roBopa ¢ paboTHUKOM (YBOJILHEHHH)

IIpexpaTuts AeiicTBHe TPYAOBOIro A0roBOpa OT * i 20 r. Ne ,
YBOJHUTH * ” 20 T.

(HEHY)KHOE 3aUepKHYTb)

TabenbHBIN HOMEP

(bamuuus, ©Ms, OTYECTBO)

(cTpyKTypHOE MOJIpa3/ieNieHHe)

(momkHOCTS (CreLManbHOCTh, mpodeccrs), paspsi, Kiace (KaTeropus) KBaIM(UKALIN)

(ocHOBaHME IpeKpalleHus (PaCTOPXKEHHs) TPYIOBOrO J0roBOpa (YBOJBHEHHS))

OcHoBaHuE (TOKYMEHT,
HOMep, JlaTa):

(BH}IBJICHI/IS pa60THI/IKa, CHy)Ke6H3.H 3aMrucKa, MCIUIUHCKOE 3aKIIIOYCHUC U T.H.)

PyKOBO)IPITeJI]) OpraHusanvu

(DoIKHOCTB) (JMYHAS TTOATIHCE) (pacumdpoBka ITOAIHCH)

113 ”» 20 I.

C npuka3oM (pacnopsizkeHueM) palOTHUK 03HAKOMJICH
(TMYHAST TTOATIHCE)

MoOTHBHPOBaHHOE MHEHHE BEIOOPHOTO
npo¢)COIO3HOTO OpraHa B MUCbMEHHOU (hopme
(ot ” 20 r. No ) paccMOTpeHO

113
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Yaudumposannas ¢popma Ne T-9
VYrBepxena [Tocranonenuem I'ockomcrata Poccun
ot 05.01.2004 Ne 1

Konx

®opma o OKY /]| 0301022

no OKIIO

(HaMMEHOBaHHE OpPTaHH3aIIH)

ITPUKA3

Howmep noxymenra

JlaTta cocTaBicHUS

(pacnopstzkeHue)
0 HaNpaBJIeHNH PA00THUKA B KOMAaHIHPOBKY

HanpaBuTth B KOMaHIUPOBKY:

TabenpHbII HOMEp

(pamunus, umst, oTYECTBO)

(cTpyKTypHOE MOIpa3/ieNeHHE)

(MOMKHOCTD (CTIELMATIBHOCTD, HpOdeccus))

(MecTo Ha3HaueHHs (CTpaHa, TOPOJ, OpraHU3aIus))

CPOKOM Ha KaJICHIAPHBIX JHCH
c “ ” 20 r. mo ” 20 I.
C LEBIO

KomanaupoBka 3a cueT cpeJicTB

(yka3arb MCTOYHHK (DHHAHCHPOBAHWS)

OcHoBaHue (TOKyMEHT, HOMep, JaTa):

PYKOBOZ[HTCJI]) OpraHu3anvu

(ciy>xeOHOe 3aJaHue, APyroe OCHOBaHHE (YKa3aTh))

(1OIDKHOCTB)

C nmpuxa3om (pacnopsikeHHeM) paGOTHHK 03HAKOMJIEH

(JIMYHAs TIO/IIKCH)

(pacuppoBKa MOAITKCH)

> 20 I.
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Yuudunuposannas popma Ne T-11
YrBepxnena [locranoBnennem 'ockomcTara

Poccun

01 05.01.2004 Ne 1

Kon

®dopma 1o
OKY I 0301026

o OKIIO

(HaMMEHOBaHHE OPraHU3alNH)

ITPUKA3

Howmep
JOKyMEHTa

Jlara
COCTaBJICHHS

(pacnopsizkeHue)
0 NMOOLIPeHNH Pa0lOTHUKA

TabenpHbIH
HOMEDp

(pammtyist, MMs1, OTIECTBO)

(CTpYKTypHOE HOJpas/ieeHue)

(DOmMKHOCTD (CTIELHATBHOCTD, podeccusi))

(MOTHUB NOOILPEHUS)

(Buz moorupenust (671aroJapHOCTh, IEHHBIH TOAAPOK, IPEMHS U JpP. — YKa3aTh))

B CyMME

(nponucbto)

pyo. KOIL.

OcHoBaHue: IpeaACTaBIICHUC

KOII.

__ pyo. )
(wppanin)

PykoBoaurenn
OpraHu3anun

(1OIDKHOCTB)

C npuka3oM (pacnopsizkeHneM) paboOTHUK
03HAKOMJIEH

(JIM4Has OAIUCH)

(IMYHAS ONHUCH)
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O0pasen npukasa
MyHununaabHoe 010/PKeTHOE 00pa3oBaTeIbHOE YUPEXKICHUE JOIIOTHUTEIHLHOTO 00pa3oBaHHs

«JleTcko — 1OHOIIIEeCKasi CIOPTUBHAS IIIKOJIA»
(MBOY 0O «IHOCII»)

I[TPUKA3

Hata Homep

p.ni. UH>xaBuHO

Ha ocnoBanunm ............
[TPUKA3BIBAIO:

1.
2. KoHTpoJb ...........

Jupexrop N.O0.Pamunus

C IMPUKA30M O3HAKOMIJICHBI:

JomxkHOCTD 0)4(0)
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