CoryacoBaHo YTBepKaeHO

OO0muM coOpaHreM TPYAOBOTO KOJIEKTHBA Hupexrop MAOY COILL Ne 4
MAOY COI Ne 4 O.I'. BopobOneBa
(mpotokou ot 12.01.2021 Ne 3) (mpuka3 ot 14.01.2021 Ne 028/1-0)

HNucrpykuus nmo geaonpoussoacrtsy B MAOY COII Ne 4

1. O0uue mos10:xkeHUs
1.1. Hacrosmas MucTpykuus no aenonpousBoactsy B MAOY COLL Ne 4 (nanee- Illkona) pazpaborana
B coOoTBeTCTBUU ¢ DenepanbHbIM 3aKk0OHOM OT 29.12.2012 Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit
Oenepanun" ¢ usmenenusmu Ha 8 nekadbps 2020 roga, 'OCT P 7.0.97-2016 «Cucrema cTaHIapTOB 10
uHpopManuy, OHOIMOTEYHOMY U H3JaTeNbCKOMY Jeny, «OpraHu3aiioHHO-paclopsIuTeIbHas
nokyMeHTanus. TpeboBaHus K oOpPMIIEHHIO JOKYMEHTOB», a Takxke YcraBoM lllkosbl u apyrumu
HOPMAaTUBHBIMU TPaBOBbIMU akTamu Poccuiickoii ®Denepannu, periaMEHTUPYIOIUMU AEATEIbHOCTh
00111e00pa30BaTENLHBIX OPraHU3aAINH.

1.2. Tannas Uuctpykius no nenonpousoactsy B lllkone (nanee - UncTpykius) o603HavaeT mpaBuia
MOJTOTOBKH M O(GOpMIICHHS TOKYMEHTOB B OpraHU3allMH, OCYHIECTBISIOMICH 00pa3oBaTeIbHYIO
JESITENIbHOCTb, OIIPENEISeT CTaHAapPThl 0(OPMIIEHUSI PEKBU3UTOB, OJIAHKOB IOKYMEHTOB, COCTABJICHUS
MIPUKA30B, MOJOXKEHUH WHCTPYKIHH, a TaKkKe periIaMeHTHpyeT (OpPMHUpPOBAHHME NNl U UX TEKyIlee
XpaHeHue, MOJIrOTOBKY JOKYMEHTOB U JIeJI K Iepe/iaue Ha apXUBHOE XpaHEeHUe B 00111e00pa3oBaTeabHON
OpraHH3aIlHH.

1.3. Unctpyknus no nenornpousBoiacTBy B Illkone pa3paboraHa B LEsSX YCTAaHOBIEHUS €IMHBIX
TpeOoBaHU# K MOATOTOBKE, 00pabOTKe, XPAHEHUIO U MCIIOIB30BAHUIO O0PA3yIOIIUXCS B AESITEIbHOCTU
konsl um mocrynaromux B IlIkomy HOKyMEHTOB, a TakX e COBEPIIEHCTBOBAHUS M IOBBIIICHUS
3¢ deKTUBHOCTH Jenonpon3BocTBa LIIkombl.

1.4. TlonoxeHnuss WMHCTpyKIMM pPACHpOCTPAHIIOTCS Ha OpraHU3alio padoThl € JOKYMEHTaMHU
HE3aBUCHMO OT BHJIa HOCHUTEJS, B TOM YHCJIE C 3JIEKTPOHHBIMH JJOKYMEHTAaMH, BKII04as MOJATrOTOBKY,
00paboTKy, XpaHEeHME M HCIOJb30BaHME JIOKYMEHTOB, OCYIIECTBISEMBIMH C  IOMOIIBIO
MH(POPMALMOHHBIX TEXHOJIOTUH.

1.5. Opranusanuio, METOANYECKOE PYKOBOJICTBO, COBEPILIEHCTBOBAHHUE JIEJIONPOU3BOICTBA U KOHTPOJIb
3a coOmronenueM Hactosimed Mucrpykmuu B Illkone ocymiecTBisieT OTBETCTBEHHBIM 3a BeICHUE
JIeJIONPON3BOCTBA.

1.6. TlpaBa u o0s3aHHOCTH PaOOTHUKOB, OCYIIECTBIAIOMIUX paboTy ¢ nokymeHTtamu B Ilkoe,
YCTaHABIIMBAIOTCS JOJKHOCTHBIMHU MHCTPYKIMSIMH UIIH TIPUKA30M JUPEKTOPA.

1.7. CBenenusi, copeprkaluecs: B JOKyMEHTaX, MOTYT OBbITh UCIIOJI30BAHbI TOJIBKO B paOOYMX LEISIX B
COOTBETCTBHUH C ITOJIHOMOYUSIMU COTPYAHHKA, pabOTaloIIEero ¢ JoKyMeHTaMu. PaboTa ¢ JokyMeHTaMu
BHe nomenieHu# [1Ikomsr He nomyckaercs. [Ipu yrpare TOKyMEHTOB MPOBOAUTCS CIy>KeOHast TPOBEPKA.
1.8. Ilpu yxone B oTnyck, nepeBojie (epeMerieHnn) no padboTe Win B caydyae YBOJIbHEHUS COTPYAHHUK
o0si3aH TepenaTh BCE HAxOJALIMecs] y HEero JOKYMEHThl MHOMY COTPYIHHUKY, ONPENENIEHHOMY B
COOTBETCTBUHM C MPUKA30M JAUPEKTOpa, HA MECTO YXOJSAIIEr0o B OTIYCK WU TEPEBOISALIETOCS
(mepemeniaeMoro) mo padboTe COTpyIHUKA.

1.9. UncTpykums ob6si3aTenbHa Ut cobmoaeHuss Bcemu pabotHukaMu IlIkossl. BHOBb mpHHATHIE Ha
paboTy COTPYIHUKH, B JOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOAMUT BEJCHHME IOKYMEHTAIlUH, B
TeyeHue TpEX pabouux JHEH cO THS M3JaHMs MPHKa3a O Ha3HAYEHWU Ha JOJDKHOCTH JOJDKHBI OBITh
03HAaKOMJIEHBI ¢ HacToALEeN MHCTpyKIMel 1o MOANKCH.
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2. IIpaBusia noAroTroBkM U oopmiieHHsI JOKYMEHTOB

2.1. B gestenpHocTH IKOJIBI CO3AAETCA KOMIUIEKC OPraHU3allMOHHO PACTIOPSAIUTEIbHBIX JOKYMEHTOB:
MIPUKA3bl, MOJIOKEHUS, MpaBUjla, HHCTPYKIUHU, PETJIaMEHThI, POTOKOJIbI 3acelaHull (COBEIIaTeNbHbIX,
KOOpPJIMHAIIMOHHBIX, SKCIEPTHBIX M Jp. OPraHOB), aKThl, AHATUTHYECKHE CIPABKH, IOKIAIHBIE U
CITyKEOHBIC 3alMCKH, IOTOBOPHI (KOHTPAKTHI, COTJIAIICHHMS), AelioBas (CIIy>)keOHas) epenucka u Jp.
COCTaBJISIIOTCS M OQOPMIISIFOTCSL  CIIEUAbHBIE JOKYMEHTBHI, CBSI3aHHbIE C IUJIAHUPOBAHHUEM
00pa3oBaTeNbHON AESITENIPHOCTH M OCYIIECTBICHHUEM XO3SHCTBEHHBIX MEPONPUSTHM, BEICHUEM
yueOHO-TIeJarOTMYECKOr0  yueTa, opranumsanuei naenomnpousBojactBa llkonel, obecrnieueHuem
OyXrajaTepcKoro yuera.

2.2. JIoKyMEHTBI MOTYT CO3/IaBaThCsl HA OyMa)KHOM HOCHTEJIE U B JIEKTPOHHOU popme ¢ coOroieHreM
YCTQHOBIICHHBIX MpPaBUI OGOpMIIEHHUS JTOKYMEHTOB. lIpu co3maHMu JOKyMeHTa Ha JBYX U Oosee
CTPaHULAX BTOPYIO U MOCJIEAYIOIINE CTPAHULIBI HYMEPYIOT.

2.3. Homepa cTpaHul IpoCTaBiIsSIOTCS OCEPEINHE HIPKHETO T0JIs IOKYMEHTA Ha paCCTOSIHUU HE MEHEe
10 MM OT BepxHero kpas nucta. Jlomyckaercs cO3JaHHE JOKYMEHTOB Ha JIMIIEBOM M 0OOPOTHOM
CTOpOHAx JIUCTA.

2.4. Ilpu n1ByCTOPOHHEM CO3/JaHUM JOKYMEHTOB IIMPHHA JIEBOTO IOJIS HA JIMLIEBOM CTOPOHE JHCTa U
MIPaBOTO MOJISI HA 0OOPOTHOM CTOPOHE JIUCTA OKHBI OBITh PABHBI.

3. PekBU3HMTHI JOKYMEHTOB
3.1. Jlng peKBU3UTOB JTIOKYMEHTOB, co3aaBaeMbIX B IlIkose, ycTaHaBiaMBarOTCs NpaBuiia U TpeOOBaHUS
B coorBercTBUM ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOI'O IOKyMEHTA ONpPEAEseTCsl €ro BUJOM U Ha3HAYEHUEM.
3.3. Ilpu noarotoBke U oopMiIeHUH TOKYMEHTOB B 11IKoJie HCIIONB3YIOTCS ClIeyIOLIE PEKBU3UTHI:

e Koxa (hopMBI TOKYMEHTA;

e HaumeHoBaHue llIkoubr;

e crnpaBouHbIE HaHHbIE O llIKoIeE;

® HAaMMCHOBAaHHE BUJA JOKYMEHTA;

e JaTa JIOKyMEHTa;

® PETUCTPAIMOHHBII HOMEP IOKYMEHTA;

® CCBUIKA Ha PErHCTPALMOHHBIA HOMED U JIaTy JOKYMEHTA;

® MECTO COCTaBJICHMs (M3aHUs) TOKYMEHTA;

e ajpecar;

e rpud yTBEpKACHUS JTOKYMEHTA;

® 3aroJOBOK K TEKCTY;

® TEKCT JOKYMEHTa;

® OTMETKa O IPUJIOKEHUHY;

e rpud cormacoBaHus JOKYMEHTA;

® BHU3A;

® [IOJIINCH;

e OTMeTKa 00 3JIEKTPOHHOI MOJINCH;

® [IeYaTh;

e OTMETKa 00 MCIIOJIHUTEIIE;

® OTMETKa O 3aBEPECHUH KOIINU;

® OTMETKa O NOCTYIUIEHUH JIOKYMEHTA;

®  DPE30JIOLHMS.

4. B1aHKH JOKYMEHTOB



4.1. lokyMeHThl, co3naBaembie B LlIkoie, opopMitsatoTcs Ha O1aHKax, M3TOTOBICHHBIX Ha CTaHIAPTHBIX
nucrax Oymaru dopmaroB A4 (210x297 mMm) u AS (148x210 mm). OTaenpHbIE BUABI TOKYMEHTOB
(TabIUIIBI, CXEMBI, CMETHI) JOMyCKaeTcs oQopMIIsATh C ucronb3oBaHueM dopmara A3 (420x297mm).
JIOKYMEHTBI, COCTaBIISIFOIINE BHYTPEHHIOIO MIEPEMUCKY, OPOPMIIIOTCS HA CTaHAAPTHBIX JTUCTaX Oymaru
dbopmara A4 (210x297 mm) 6e3 UCTIOIB30BaHKS OJIAHKOB.
4.2. Kaxaplid TUCT TOKYMEHTa, OpOpMIICHHBIN Ha OJIaHKE WIIM O€3 HEero, JI0JDKEH UMETh IOJIsl HE MEHee:

e 20 MM - JIeBOC;

e 10 MM - mpaBoe;

e 20 MM - BEepxHee;

e 20 MM - HIDKHEE.
4.3. JlokyMeHTbI AIuTeNbHbIX (CBbIlEe 10 j1eT) CPOKOB XpaHEHUs JOJDKHBI UMETh JIEBOE 110J1€ HE MEHEE
30 mm.
4.4. Bunpl 6J1aHKOB JIOKYMEHTOB IIpuMeHsieMbIX B [1Ikore:

e 00mwMii OaHK;

e (QJIaHK IHCHMA;

e OJIaHK KOHKPETHOIO BUJa JOKyMeHTa (0JIaHK MTpUKa3a, OJIaHK pacopsKeHUsI, OJJaHK TPOTOKOJIa

M 1p.)

4.5. OOpa3usl pa3paboTaHHbIX U mnpuMeHsemblx B Illkone OnaHKOB mMOJuIekaT BKIIOYEHUIO B
MHCTPYKIHIO 10 Jeonpou3BoacTBY LlIkonbl B kauecTBe MpuiiokeHUi (MpuiioxeHue 2 Ha 2 JIUcTax).

5. Ilpuka3sbl

5.1. Ilpuka3zamu o0OpMIISIOTCS PEIICHUS IO ONePaTUBHBIM, OPraHU3aAIMOHHBIM, Y4eOHBIM, KaJIpOBBIM
(mpunokenue 3 Ha 7 JAKMCTax) U ApyruM Borpocam padboTsl 1IIkoL.

5.2. IIpoeKThl MPUKa30B TOTOBIT OTBETCTBEHHBIC UCIIOJIHUTEIN HA OCHOBAaHUH MOPYYCHHUH TUPEKTOPA,
ero 3amecturteneil. [[poekThl MPUKa30B MO JUYHOMY COCTABY TOTOBUT CHEIUAIUCT IO KaJpaM.

5.3. B mpuka3zax TeKcT uznaraercs oT nepporo juina equactBeHHoro uucna («[IPUKA3BIBAROy). 5.4.
TexkcT mpukKaza MOXKET COCTOSTh U3 JBYX 4acTed: KOHcCTaTupyomed (mpeamOynbl) U
pacropsIUTEIbHOM.

5.5. B xoHCTaTHpYIOIIEl YaCTH KPAaTKO U3JaratoTcs e U 3a/1a4i, (aKThl U COOBITUS, TIOCTY>KUBIIIHE
OCHOBaHHMEM JIJIsl U3/laHus mpukaza. OHa MOXKeT HaunHaTbes ciaoBamu "B mensax", "B coorBerctBun",
"Bo wucnonmuenue", u T1.n1. Ecnm mpukas u3gaeTcss Ha OCHOBaHWUHM JPYroro JOKyMEHTa, TO B
KOHCTaTHPYIOIIEH 4acTH yKa3blBaeTCs HAMMEHOBAHHE ITOTO JOKYMEHTA, €ro JAaTta, HOMEp U 3aroj0BOK.
[IpeamOyna B mpoekrtax npuka3oB 3asepuiaerca cioBoM «[IPUKA3BIBAIO», koropoe nedaraercs
3arjiaBHBIMU OYKBaMH.

5.6. PacnopsiaurenbHas 4acTh JOJKHA COZIEPXAaTh IMEPEUUCIICHHUE IMPEANUCHIBAEMbIX ACUCTBUN C
YKa3aHUEM MCIOJIHUTENS KaXJOoro JeHCTBUS W, MNpU HEOOXOJUMOCTH, CPOKOB HCIOJHEHHS.
PacniopsiqutenpHas 4acTh JETUTCS HA MYHKTHI W TOJIYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMHU
uugppamu. [leiicTBUS OJHOPOJHOTO XapaKTepa MOTYT ObITh IEPEUUCIIEHBI B OJJHOM ITYHKTE.

5.7. B KxauecTBe WCIOJIHUTENEH YKa3bIBAlOTCA 3aMECTUTENM JUPEKTOpa, MpeAceaaTeNu WIn
PYKOBOJUTENHN pabounx rpymi (KOMUCCHIA).

5.8. Ecnu mpuka3 u3MeHseT paHee M3JaHHBIA JOKYMEHT (MYHKTHI JOKYMEHTa), TO OJUH U3 IYHKTOB
pPacTIOPSANTENFHOM YacTH TEKCTa JMOJIKEH COAEPKaTh CCHUIKY Ha M3MEHSIeMBIH JOKYMEHT (ITYHKTHI
JOKYMEHTA) C yKa3aHUEM €ro JIaThl, HOMepa 1 3aroJI0BKa.

5.9. Ecnmu mpuka3 OTMEHsET JEHCTBHUE paHee W3JAHHOIO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
ONpeNeeHHON JaThl, TO OJUH M3 IYHKTOB PAacHOpPSAIMTEIbHOM YaCTH TEKCTa JOJDKEH HAauMHAThCS
cinoBamu "llpu3HaTh yTpaTUBIIMM cuUiy...", Jajnee yKa3blBaThbCd JaTa, HOMEpP M 3arojoBOK paHee
W3JIaHHOTO TOKYMEHTA (MyHKTa JTOKYMEHTA), a TAaKXKe J1aTa, C KOTOpOil oTMeHsieTcs ero AeiicTBue. Eciun



JaTa He yKa3aHa, TO JEHCTBUE paHee M3JaHHOTO JOKyMeHTa (ITyHKThI JOKYMEHTa) OTMEHSIETCS C JIaThl
W3/IaHKS HOBOTO MPHUKa3a.

5.10. Ecnu npuka3 OTMEHSIET paHee M3IaHHBIM JOKYMEHT C MOMEHTa W3JaHus, TO OJIUH U3 MyHKTOB
pacropsAIUTEIbHON YacTHU TEKCTa JOJKEH HAaYMHATHCS clioBaMu "OTMEHUTH..." U yKa3bIBaTbCs JaTa,
HOMED M 3aroJIOBOK pPaHee U3JaHHOTO JOKYMEHTA.

5.11. Ecnu mpuka3 mpezamnosiaracTcsi BBECTH B JISHCTBHE HE C MOMEHTA €ro HM3JaHus, HEOOXOIUMO
yKa3aThb CpPOK BBEICHUS ero B nelicTBue. llocmemHuil MyHKT pacloOpsSAUTEIbHOM YacTH MOXKET
coJiepKaTh CBEJCHHS O JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 32 HCIIOJTHECHHEM
MpUKasa.

5.13. IIpukaspl MOAMUCHIBAIOTCS TOJIBKO AUPEKTOpoM LKool win pabOTHHUKOM, HCIIONHSIOIMIUM €ro
00s13aHHOCTH.

5.14. OTBETCTBEHHOCTb 3a 0O0ECIEYEeHHE CBOEBPEMEHHOW M KayeCTBEHHOW IOJATOTOBKH IPOEKTOB
MIPUKA30B U MX COTJIACOBAHHUE C 3aMHTEPECOBAHHBIMH PAOOTHUKAMHU M OPTaHU3ALUSIMU HECYT aBTOPBI
MPOEKTa MPHUKa3a.

5.15. PeructpanuoHHble HOMEpa IPUCBAUBAIOTCSA IIpUKa3aM IO MOPSIKY HOMEpPOB B IIpenernax
KaJICHJIApHOTO To/1a.

5.16. [lata perucrpanuu nmpukasa siBJIsS€TCs JaTOW €ro MOMUCaAHUS.

6. IIpaBuia, MoJ10KeHUS1, HHCTPYKIUH
6.1. IlpaBuna — HOPMATUBHBIA aKT, ONPEAEISAIOMIMN MOPSIOK Kakoro-mubo BUIa JESTEIbHOCTH,
yCTaHaBJIMBAIOUIMN WM 3aIPELIAIONINI ONpeieIeHHOE TOBE/ICHUE.
6.2. IlonoxeHne — HOPMATUBHBIM aKT, JETAJbHO PErJaMEHTUPYIOIIUNA MPaBOBOM CTATyC, MOPSAIOK
OpraHu3alK U NPOLEYPY KaKOro-a1u0o BUJIa 1A TeIbHOCTH.
6.3. HCcTpyKLMs — HOPMATHUBHBIM aKT, U3/1aBa€Mblil B IIEJAX Pa3bsICHEHHs U OIpeJesIeHHs opsiaKa
IPUMEHEHHsI COOTBETCTBYIOLIET0O HOPMATHUBHOIO aKTa JIMOO € LIEIbI0 yKa3aHHs HOPM O CIIOcOOax
BBINOJIHEHUS ONPEAEICHHBIX onepanuil (IeicTBuil).
6.4. IlpaBuina, NOJOXKEHUS, MHCTPYKLUMU NPUHUMAIOTCS (B 3aBUCUMOCTH OT BHJA JOKyMEHTa) Ha
Ilenarornueckom CoBetre (nmpu HeoOxoaumoctu ¢ coriacopanueMm Cosera ywamuxcs, Coera
poauTenei (3aKOHHBIX MTpeJCcTaBUTeNEl)), 001emM coOpannu pabOTHHUKOB, 3acenaHusx [Ipodcoroznoro
komuteTa [1IkoIbl M yTBEpKAAIOTCS TUPEKTOPOM.
6.5. Ilopsiiok NOATOTOBKM MPOEKTOB MPABUJI, IMOJIOKEHUS, MHCTPYKIUU COOTBETCTBYET OOIIEMY
MOPSAJIKY MOATOTOBKU IMPOEKTOB NMpuka3oB [1Ikobl.
6.6. TekcT mpoekTa MoJI0KEeHUs], TPaBUJl, MHCTPYKIUHU NIe4YaTaeTcsl Ha YUCTOM JIUcTe Oymaru ¢opmara
A4.
6.7. OTAMYNUTEIBHBIMU XapaKTEPUCTUKAMU TEKCTOB MPABUJI, TOJIOKEHHSI, UHCTPYKLIUU SBIISIOTCS:
® TOYHOCTh NPHUMEHSAEMBIX (OPMYIHUPOBOK O€3 MCIOIb30BaHMS CIOB U TMOHATHHA, MMEIOLINX
MHO>KECTBEHHBIN CMBICIT;
® CIIOJIb30BAHME KOPOTKHX TMPEMJIOKEHUH, OOUIENPUHATHIX BBIPAKEHUH U CBA30K, IpU
HEOO0XOAUMOCTH - NPEIBApUTENFHOE ONpeAETIeHUE HCIOIb3YEMbIX MOHATUH, COKpallleHHH,
ab0peBuaTtyp;
® ONHMCaHME BCEX BO3MOXKHBIX BAPUAHTOB COOBITUI U COOTBETCTBYIOIIMX UM BapUAHTOB ICUCTBUH,
T.€. MIOJIHOTA MPeCTaBlIeHUsI HHPOpMAIUY;
®  CTPYKTYpPUPOBAHHOCTb TEKCTa C LENbI JOCTHKEHUS HaWIydlled IO0CIeA0BaTeNbHOCTH
U3JI0KEHUS MaTepuana;
¢ MUHMMH3ALUSA TEKCTa C IOMOIIBIO NPUMEHEHHUs 0000IeHui (0030poB mpenoiaaraeMbIx
JIEMCTBHI) U PUMEHEHHUE TIepeUrCIeHU (3a/1a4, STanoB, YCIOBUH | T.1.).



6.8. B 3aBHUCHMOCTH OT CIIOKHOCTH U 00beMa pa3zpabaThiBaeéMbIX MPaBUII, OJOKEHUS, HHCTPYKIIUH -
TEKCT JIOKYMEHTa JEIUTCS Ha TIJIaBbl, MYHKTbl M TOJNYHKTHI. [J1aBbl JOJKHBI MMETh Ha3BaHUS.
Hywmepanus npousBoauTcst apabCKUMU WM PUMCKUMH LUPpaMu.

7. IIpoTokoJ 3acenqanus (COBeIaHMs)

7.1. TIpoTOKONI — JIOKyMEHT, B KOTOPOM (UKCHUPYETCS XOJ OOCYXJCHHS BOIPOCOB U MPUHATHUS
pelIeHnit Ha COOpaHUsX, COBEIIAHUAX, KOHPEPEHIUAX U 3aceJaHUsIX KOJUIErHaIbHBIX OPTaHOB.

7.2. IIpoTokon 3acenanus (CoBemanus) - (1anee - MpOTOKOI) 0pOPMIIIETCS Ha YUCTOM JIUCTE OymMaru
dopmara A4.

7.3. PexBu3UT - "TEKCT HOKyMEHTA". PEKBU3UT COCTOUT U3 ABYX YacCTEil: BBOJHOI U OCHOBHOM.

7.4. Bo BBOIHOH YacTH yKa3bIBAIOTCS MHULUAIBI, ()aMIJIMU U JOJDKHOCTH TPEICEAATEbCTBYIOLIETO,
CeKpeTapsi, MPHCYTCTBOBABIIMX Ha 3aCEAaHUU U, NMPH HEOOXOTUMOCTH, JIMII, MPHUIJIALICHHBIX Ha
3aceqaHue (COBEIIaHUE).

7.5. BBogHas 4acTh NMPOTOKOJA 3aKaHYMBAETCS MEPEYHEM paccMaTpUBAaEMBIX BOMPOCOB. Bompockl
dopmymupyrorcst ¢ npeangorom "O" ("OG"), meyaTaroTCs OT T'PAaHUIIBI JIEBOTO TOJII U HYMEPYIOTCS
apabckuMu U pamu.

7.6. OcHOBHasi 4acThb IPOTOKOJA COCTOUT W3 pa3felioB, COOTBETCTBYIOUIMX pPAacCMaTpUBAEMbIM
BOIPOCaM M UX HyMEpalluH, YKa3bIBaeTCs JOKJIAIIHK, X0 00CYKICHHUS BOTIPOCA.

7.7. TekcT NPOTOKOJNIA W3JAraeTcsi OT TPEThEro JHIa MHOXeCTBeHHOro uyucia ("cmymanu",
"BpicTynun", "mocranoBuian", "pemmnn").

7.8. IIpoToKkosn MOAMUCHIBAETCS JIMIIOM, IMPEACENaTeIbCTBOBABIINM Ha 3aceJaHuM (COBEIaHUU), U
cekpeTapéMm 3acenanus (COBEIaHus).

7.9. Ilpu OTCYTCTBUU CEKpeTaps 3acelaHus, B TOM YHUCIIE MPU MMPOBEICHUU ONIEPATUBHBIX COBEIIAHUH,
JOTTYCKaeTCsl MOAMMCAHUE MTPOTOKOJIA TOJIBKO MPeCe1aTeIbCTBYIOLIUM.

7.10. TekcT mpoTOKOJIa T0JKEH ObITh MOATOTOBJICH HE MO3/IHEE TpeX AHEH co AHs 3acenaHus. [I[poexTsl
COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJA BHU3UPYIOTCS JOJDKHOCTHBIM JIUIIOM OTBETCTBEHHBIM 3a
MOATOTOBKY.

7.11. lata mpoTOKOJIa T0JKHA COOTBETCTBOBATH JHIO MIPOBEJCHHS COBEIIAHUS (3acCeIaHMmsl).

7.12. Konuu nMpoTOKOJIOB PacChUIAIOTCS 3aMHTEPECOBAHHBIM OPTaHU3AlUAM M JOKHOCTHBIM JIUIAM B
COOTBETCTBHUHM C yKa3aTeJeM PAaCChIIKU, KOTOPBIA COCTABIISAET CEKPETaph 3acejaHus (COBEIIAHuUA).

8. Ilinan
8.1. Ilman — MOKYMEHT, yCTaHABIMBAIOIINN MTEPEYeHb HAMEUSHHBIX K BHIIOJIHEHUIO MEPOTIPUATHH, UX
MOCJIeIOBATEIBHOCTD, 00hEM, CPOKH, OTBETCTBEHHBIX MCIIOJIHUTEIEH.
8.2. Ilnan odopmisiercst Ha ucte 6ymaru popmaTta A4 ¢ UCTIOIB30BAHUEM CIIECAYIOIINX PEKBU3UTOB:
e HaumeHoBaHue I1Ikonsl;
e Tpud YyTBEpKACHUS TOKyMEHTA,
e Jara JIOKyMEHTAa,
® PErucTpalMOHHBIN HOMEp TOKYMEHTA;
® HaANMEHOBAaHWE BUJA JOKyMEHTA,
® 3aroJOBOK K TEKCTY;
® TEKCT JOKYMEHTA.
8.3. PexBu3uT — "TekcT goKyMeHTa" oopmIisieTcs B BUAe TaOIMIIbI ¢ Tpadamu:
e HOMeEp ITyHKTA IUIaHa;
® HAaMMEHOBaHHME MEPONPUITHS;
® CPOK UCIIOJIHEHUS; UCTIOJTHUTENb;
® [pHUMEYaHHE.



9. Otuer
9.1. OT4eT — AOKYMEHT, COJIEpXKallMid CBEICHUSI O pe3yJibTaTax ACATEIbHOCTH 3a OMpPEACICHHBIN
MEepUO]T BPEMEHH, BBITTOJTHEHUH MEPOTIPUSITUHI, TOPYUEHUM, 3a]JaHUI, TJIAHOB.
9.2. Otuethl, MpenoOCTaBIsSEMble B OpraHbl IOCYAApCTBEHHOW BJAacTH (B TOM 4HCIE B OpraHbl
rOCy/IapCTBEHHOW CTaTUCTHKU) U MMEIOIIME YCTAaHOBJIECHHYIO MPAaBOBBIMU aKTaMU TOCYIapCTBEHHBIX
opraHoB (opmy, cO34arOTCS 1O YCTAaHOBJIEHHOM TrOCYJapCTBEHHBIMH oOpraHamu ¢opme U B
ornpeAenéHHOM UMHU MOPSIIKE.
9.3. Oruérbl, mpenocraBisieMble coTpynHukamu IlIkonbl B Xome BHYTPEHHEro B3aUMOJCHCTBUS,
CO3/IAf0TCS T10 MPaBUJIaM, YCTAHOBJICHHBIM JIJISI CO3/IaHUS CITYKEOHBIX 3aIHCOK.
9.4. Otuetst opopmitsitoTes Ha Jiucte Oymaru popmara A4 ¢ UCIIOJIB30BAHUEM CIEAYIOIUX PEKBU3UTOB:

e HauMeHoBaHue [lIkosr,

® JlaTa JOKYMEHTa;

® PErucCTPaLMOHHBIN HOMEP JOKYMEHTA;

e HauWMEHOBaHHE BHJA JOKYMEHTA;

® 3aroJIOBOK K TEKCTY;

® TEKCT JOKYMEHTa;

® OTMETKA O NPWJIOKEHUH (TIpU HAJIUYHH);

® HaMMEHOBAaHUE JOJKHOCTH;

® TOAMMKCH.
9.5. B Ttekcte oruéra B 00s3aTENBLHOM IMOPSIKE TOJKHO COJEP)KAThCA YKa3 Ha JAESITeNbHOCTD,
MEpOIMPHITHE, BbIIaHHOE MTOPYUEHHUE, 33/I1aH1e, YHKT IUIaHa, MOJUIeKAIIUN BBIMIOTHEHUIO, U PE3Y/bTaT
O BBINIOJIHEHUU, B TOM YHCIIE C YyKa3aHHEM Ha COOJIOACHHE WM HapyLIeHHE HCIOIHUTEIbCKON
JTUCIUILTMHBI, YCTAHOBJICHHBIX CPOKOB HCIOJHEHMsI M HaJjIekallee MpeaocTaBieHne HHpopmalumy,
HEOOXOJIMMBIX MAaTEPHAJIOB (MPOCKTOB JOKYMEHTOB) COUCHOTHUTEISIMUA (IIPH yYaCTHH HECKOJBKHX
HCTIOJTHUTEIICH ).

10. ITucbmo
10.1. TIucpma TOTOBSATCA KakK:

® OTBETHI O BBHITIOJHEHUU MIOPYUYCHHH BBIIIECTOSIINX OPTaHOB UCTIOTHUTENHHOU BIIACTH;

e  OTBETHI Ha 3aNPOCHI OPTAHU3AINH, TPSATPUATHI U YACTHBIX JIHII;

¢ HMHWIIMATUBHBIC MHCHMA.
10.2. Cpoku mOArOTOBKH OTBETHBIX TTUCEM:

® C KOHKpPETHOU JaTOl MCIOIHEHUS, YKa3aHHOU B TOKYMEHTE, - B YKa3aHHBIN CPOK;

® B COOTBETCTBHH C PE3OJIIOIHMEH TUPEKTOPA M €T0 3aMECTHTEIICH Ha OCHOBAaHUM YCTAaHOBIICHHBIX

CPOKOB UCTIOJTHEHHUS IIOPYICHHIA, 3aITPOCOB WJIH TI0 PEIICHUIO aBTOPA PE3OJTIOIINH.

10.3. TekcTbl OTBETHBIX MHUCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a(UKCUPOBAHHBIM B
pesomonyn. CpoKd MOATOTOBKMA WHUIIMATHBHBIX THCEM OMPEIEISIIOTCS CaMOCTOSITENIFHO aBTOPOM
MPOEKTa MUChMa ¢ YYETOM HEOOXOIMMOCTH pelIeHHs] KOHKPETHBIX 3a/1a4 U (WJIM) B COOTBETCTBUHU C
TpeOOBaHUSMU 3aKOHOIaTENbCTBA, TOPYUEHUSIMHU HEMIOCPEICTBEHHOTO PYKOBOIUTEIIS.
10.4. ITucrma neuvaTaroTcs Ha OiaHke muchbma [1IKonbl ¢ yriIoBbIM pacnoiiokeHHeM PEKBU3HUTOB.
10.5. JIonomHUTENBHO K PEKBU3UTAaM OJIaHKa TUChMa MpH odopMmiieHunn uceM B LlIkomne ucnonb3yrores
CIIETYIOIINE PEKBU3UTHI:

e ajpecar;

® 3aroJIOBOK K TEKCTY;

® TEKCT JOKYMEHTa;

® OTMETKa O MIPHJIOKEHUH;

® BH3a;



® IIOJIINCE,

® OTMETKa 00 HCIIOJIHUTETIE.
10.6. ITpu odopmieHnn muchMa Ha JIBYX W 0Oojiee CTpaHHIAX BTOpas M TMOCIEIYIONIUE CTPAHHUIIbI
HYMEPYIOTCs IOCEPEIMHE BEPXHETO MOJIs JINCTA apaOCKUMU [UPpaMU.
10.7. [Tucpma NOAIUCHIBAET AUPEKTOP WM PAOOTHUKH, YIIOJTHOMOYCHHBIE TIPUKA30M.

11. CayxeOHble 3aIUCKU
11.1. B wmensix OCyHIECTBICHHMS B3aUMOJCHCTBUS MEXAYy COTPYAHMKAMHU B paMKax BHYTPEHHETO
nokymentoobopota B IlIkone mpumensorcst ciry:keOHble 3anucku. Ciy:KeOHbIE 3alHMCKH SBISIOTCS
CIPaBOYHO-MH(POPMALMOHHBIMUA  JTOKYMEHTaMH. ABTOpaMH  CIY)KEOHBIX  3alHCOK  SIBJISIFOTCS
cotpyaHuku IIkoJbr.
11.2. CnyxeOHasi 3alMcKa MOKET COCTABJIATHCS IO YKA3aHHWIO PYKOBOJCTBA WJIM TIO WHHUIIMATHBE
KOHKPETHOI'O COTPYIHUKA.
11.3. IIpu opopmieHnn Ciry>keOHOH 3anmMCKu 0QOPMIISIOTCS CIETYIONIIE PEKBU3UTHI:

e ajpecar;

e JaTa JIOKyMEHTa;

e HaWMEHOBAHUE BUJA JOKYMEHTAa;

® 3aroJOBOK K TEKCTY;

® TEKCT JOKYMEHTa;

e OTMETKa O MPWJIOKEHUHU (MpU HAIUYHH);

® HAMMEHOBAaHME JOJKHOCTH;

®  TIOJIIHCE.
10.12. CnyxeOHble 3allMCKM MOTYT CO31aBaThCs Ha OyMa)KHOM HoOcuTene U (WIM) B 3JIEKTPOHHOM

dhopwme.

12. JloBepeHHOCTH

12.1. JoBepenHocTthb Bbinaércs coTpyanukam Llkonsr u odopmiseTcs mo mpaBuiiaM, YCTaHOBICHHBIM
Hactosamein MucTpykuueidt ans nuceM, ¢ y4y€ToM TpeOOBaHUU TPa)KTAHCKOTO 3aKOHOJATENIbCTBA
Poccuiickoit denepany 1 HaCTOALLETO pa3aesa.

12.2. TIpoeKT 1OBEPEHHOCTH MOATOTABINBACTCS U BU3UPYETCS COTPYAHUKOM, KOTOPOMY JIOBEPEHHOCTH
OyZeT BbIIaHa, TIOCTIE Yero nepeaaércsi B KaHIeNIPUIO I HalpaBlIeHUs Ha MOAMICAHUE.

12.3. JloBepeHHOCTb MOJIMUCHIBAECTCS JUPEKTOPOM WM JMIIOM, OCYIIECTBISIOIIUM €r0 MOJIHOMOYHS
(McTIONHSIOIMMM 0013aHHOCTH ), U CKperuisgercs nedarbto 11Ikosnbr.

13. JloroBopsl, corjiameHus, KOHTPAKTbI

13.1. loroBopsl, coriameHus, KOHTPAKTHI (j1ajee - JOrOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBHHU C
TpeOOBaHUSAMHU TPAXKAAHCKOTO, TPYAOBOro, OIJHKETHOIO M HMHOIO 3aKoHojarenbcTBa Poccuiickoii
®denepanyu, B 3aBUCUMOCTH OT PETYJIUPYEMBIX T0TOBOPOM MPABOOTHOIICHUN U 0053aTEIBCTB CTOPOH.
13.2. IlpoekT mdoroBopa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAaKTHBIM
VOPAaBISAOIUM) € Y4ETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAayeCTBEHHOI'O OOecredeHus
WCIIOJIHEHUS] CBOUX MOJHOMOUMH (00s3aHHOCTEH, PpyHKIMI), monHoMouuit [1Ikomisl B 1iesiom.

13.3. IlpoekT mJoroBopa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHUKOM (KOHTPAaKTHBIM
YIIPaBIISIOUIMM) COBMECTHO CO CIEHHATUCTOM, K (PYHKIHMSAM (TIOJIHOMOUYHUSAM) KOTOPOTO OTHOCHUTCS
pELIeHnEe BOIIPOCOB, SIBISAIOLIMXCS NPEIMETOM JOTOBOpPA, WM HHBIM COTPYJHUKOM IO IPSIMOMY
ykazaHuto pupekropa IlIkossr.

13.4. HeoOxoaumasi aisi MOATOTOBKU MPOEKTa J0roBopa MH(OpMaIus coOMpaeTcs OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIIPABIAIONIMM) B TMOpPAIKE paboyero B3aUMOICHCTBUS C Y4YETOM MpaBuUII,
YCTAHOBJICHHBIX HAcTOsAIIEH MHCTpyKIIMEN.



14. IIpuHUMNIBI OPraHU3aAUMU JOKYMEHT0000pOoTA
14.1. B noxyMeHTO000pOTE BBIJACISIOTCS CICAYIONIHNE TOKYMEHTOTIOTOKH:

e TOCTyHNaroIas JOKyMeHTalus (BXozsias),

e OTopaBisieMasl JOKyMEHTaIus (UCXoasast),

® BHYTPEHHSSI JTOKyMEHTAIHS.
14.2. B cocTaBe BXOAAIIEH U UCXOIAIICH TOKYMEHTAIIMH MOTYT BBIACIATHCS IOKYMEHTBI, OCTYNHBILIKE
U3 BBIIIECTOSIIIMX, MOAPSIHBIX, MEAULIHUHCKUX U JAPYrUX OpraHu3aluid, OpPraHoB MECTHOIO
camMOympaBJlieHUs, OOpaleHUS TPaKIaH.
14.3. OGpareHus rpakad perucTpupyroTcs U GopMHUPYIOTCS B Aeia OTAEIBHO OT APYTUX JOKYMEHTOB
[IxomsI.
14.4. B lllxone moctaBKa U OTIpaBKa JIOKYMEHTOB OCYIIECTBIISIETCS CPEIICTBAMHU IMOYTOBOW CBS3H,
AJICKTPOHHOW CBSI3M, a TaK)Ke IO CHUCTEME DJIEKTPOHHOTO JIoKymMeHTooOopora (mamee - COJ). C
MTOMOIIBIO TTOYTOBOM CBSI3W B IIKOIY JOCTaBJISETCS MUCHbMEHHAS] KOPPECIOHACHIIUS B BUE MPOCTHIX
MUCEM, 3aKa3HBIX IHCEM, TIOYTOBBIX KapTOUeK, OAHIEPOJICH U MEIKHUX IAKETOB, a TAKXKE IEeYaTHBIC
W3JIaHuS.

15. IlepBuyHast 00padoTKAa MOCTYNAIOIIMX IOKYMEHTOB
15.1. JlokymeHTbI, MOCTyIaolMe B KOy, NEpeJaloTcs Ha perucrpauuio cekperapro lllkonsl u
MIPOXO/AT MEPBUYHYI0 00pabOTKY B J€Hb IMOCTYIUICHUS, MPH TMOCTYIUIEHUH B Hepabodee BpeMs - Ha
crenyrommid padbounii neHb. Ilpu mepBuuHON 00pabOTKE JOKYMEHTOB IMPOBEPSETCS MPABHIBLHOCTD
anpecoBanus. OMMOOYHO MOCTYNHMBIIME JOKYMEHTBHI IEPECHUIAIOTCS IO TMPUHAMICKHOCTH WIU
BO3BPALIAIOTCS OTIIPABUTEINIO.
15.2. loxymeHnTsl, nocrynuBmue ¢ orMerkamu "Cpouno', "Bpyunts HememienHo", "OmnepaTtuBHo",
He3aMeUIMTENbHO MPOXOAAT MEPBUUHYI0 00paOOTKY M JOKJIAABIBAIOTCS AUPEKTOPY UIIM B CIydae ero
OTCYTCTBHSI — 3aMECTHUTENIO TUPEKTOPA 10 HAIIPABICHUIO ESTEIbHOCTH.
15.3. [loctynuBiMe TenerpaMMbl IPUHUMAIOTCS O] HMOJIKMCH C MPOCTABICHUEM JaThl M BPEMEHH
pueMa, perucCTpUpPYyIOTCs [0 TEM K€ MpaBUiIaM, YTO U NUChMA.
15.4. DnexTpoHHBIE COOOIIEHUS, AJAPECOBAaHHBIE TUPEKTOpPY WM HampaBieHHble B ajpec llIkosl,
pacreyaThlBalOTCSl U JOKJIAABIBAIOTCA AUPEKTOPY WM B CIYy4ae €ro OTCYTCTBHSI — 3aMECTUTEIIO
JTUPEKTOpA.
15.5. DnexkTpoHHBIE COOOIIECHHUS, 3aBEPEHHBIE JIEKTPOHHOW MOJMHUCHIO, MOAJEKAT 00paboTKe IO
IpaBUjIaM, IPEAYCMOTPEHHBIM JJIS MOCTyNaromel (BXOosIei) JOKyMEeHTaI1H.
15.6. TlocrynuBmias (BXopsias) JOKYMEHTaLUs paclpelenseTcss Ha perucTpupyemMble U He
MO/IJICKAIIUE PErUCTPALIUH IOKYMEHTBI.
15.7. He noanexar perucTpaiuu:

® IIPUIJIACUTEIIBHBIE,

® [I03[paBUTEJbHBIE MMCbMA U TEJIETPaMMBbL;

e OHJICTHI;

® [UIaHBI U IPOTrPAMMBbl CEMHHAPOB, KOH(EpeHLni U JpyruxX NoJ0OHBIX MEPOIPUSATHIH;

® JJOKYMEHTHI IO OyXrajTepcKoMy y4eTy, MaTepUaJIbHOTEXHUUYECKOMY 00ECIIeUEHNI0, MIIAHOBBIE

1 (PMHAHCOBBIE TIOKYMEHTBHI, IOCTYMarolue 0e3 CONpOBOAUTEIHLHOIO MUCHMA;
® peKJaMHble, KOMMEPYECKHE MPENJIOKEHUSA, B T.4. MOCTYNHUBIINE IO 3JEKTPOHHOH IOYTE;
NeYaTHbIE U31AHNUS;
® [MCHbMA C IIOMETKOM «JIMYHOM.

16. Perucrpanus, yueT ¥ pacCMOTpeHHe PYKOBOAUTEIeM NOCTYNAIMMUX (BXOAALINX) JOKYMEHTOB



16.1. TloctynuBmme (BXOMSIINE) JOKYMEHTBI PETUCTPUPYIOTCS TOJBKO TOCIE WX IEPBHYHOMN
00pabOTKHU M HE3aBHCUMO OT CTI0C00a MX TOCTABKH.
16.2. Perucrpanus — mpocTaBieHUE B HUKHEM IIPABOM YIUIy MEPBOIO JINCTA JOKYMEHTa OTMETKHU O
MOCTYIUIEHUH C YKa3aHUEM JIaThl IIOCTYIUIEHUS U BXOASIIET0 pEruCTPaliMOHHOIO HOMEpa JOKYMEHTA C
00s13aTeNIbHON 3aMKChIO B )KypHAJ PErMCTPaLMU [ToCcTynaroel (Bxoasameit) nokymentanuu. CTpykrypa
PErucTpaliMOHHOIO0 HOMEpa MOCTYMAIOUIEro (BXOASIIEr0) JOKYMEHTa COCTOUT U3 €ro MOpsIKOBOIO
HOMEpa U MHJIEKCa JieJ1a 10 HOMEHKJIAaType Jell 0011e00pa30BaTesIbHOM OpraHu3alum.
16.3. Perucrpauus Bcex NOCTYNUBUIMX (BXOJAIIMX) JOKYMEHTOB IPOU3BOJUTCA B Ipezenax oOIiero
JOKYMEHTONOTOKA. J[OKYMEHTBI, MOCTYNUBIIME B IIKOJYy MO KaHaiaM (HaKCUMUIBHON CBS3H,
00pabaTbIBaIOTCA U PETUCTPUPYIOTCS B 00IIeM mopsiake. TeKCT MOCTyNUBIIEH Tese()OHOTPaMMBI
3aIMCBIBACTCS B )KYPHAJIE PETUCTPAUU TeJIeOHOTPaMM H MeYaTaeTcs Ha JucTe Oymaru Ui nepeaadn
Ha pacCMOTpEHHUE.
16.4. Tlocrynaromue (BXOnAIIME) JAOKYMEHTHI MEPEIAlOTCd HAa PACCMOTPEHUE PYKOBOJCTBY TOJIBKO
II0CJIE UX PETUCTPALIMU U MPEABAPUTEIBHOIO PACCMOTPEHUS.
16.5. JlokyMeHTHbI, MOCTYMHBILIKE B IIKOIY, IO BOIPOCaM, He TPEOYIOIIMM pacCMOTPEHUS TUPEKTOpa,
HaIpaBJIAIOTCS PAaOOTHUKOM OTBETCTBEHHBIM 3a Jenonpou3BoicTBo IlIkosnbl HemocpencTBEHHO
MCIIOJIHUTEIIIO 3ampoca.
16.6. lupexTop B pe30IIOLUHN ONPEACISET JIHII, OTBETCTBEHHBIX 32 HCIIOJHEHHE JOKYMEHTA, U AaeT UM
nopyueHue. PabOTHUK OTBETCTBEHHbIN 3a aenonpou3BoacTBO IlIkonbsl mepenaer HIOKYMEHT Ha
UCIIOJIHEHHE.
16.7. llonMHHUK JOKYMEHTa ¢ pe3omonuel pykosoaurens LLkossl HarpaBaseTcs HCHOIHUTEINIO.
16.8. Ilpy HanMuuM HECKOJBKUX HCIOJHUTENCH MOAJMHHUK JIOKYMEHTa MepefaeTcs TOoMy
UCTIOJHUTEINI0, KOTOPBI B COOTBETCTBUU C YKA3aHUSIMH IO UCHOJHEHUIO SIBIISETCS OTBETCTBEHHBIM,
OCTaJIbHBIE UCTIOJIHUTEIIN MOIY4aIOT KOMHIO JOKYMEHTA.
16.9. IlomMHHUK JOKyMEHTa, KOTODPbIM HCIONHSAETCS HECKOJIbKUMH JOJDKHOCTHBIMHM JIMLIAMH,
M0JTy4aeT OTBETCTBEHHBIN UCTONHUTEINb. OCTaNbHBIM UCIIOTHUTENSIM EPEAAt0TCs KOMHH.
16.10. M3roToBienune Konui JOKyMeHTa AJIs Iepeiadl COUCIOIHUTENSIM OCYILECTBIIIETCS CEKpeTapeM
[TxomeI.
16.11. Pe3omronius COIEPIKHUT:

® yKa3aHME 10 MCIOJHEHHIO, COJEeprKallee KPaTKoe ONMMCaHHe HEOOXOAUMOTO JJIs UCIIOJIHEHUS

JIEHCTBUS,
® yKa3aHME Ha CPOK, B TEYEHHE KOTOPOTO JINOO JI0 UCTEUEHHSI KOTOPOr0 HEOOXOIUMO HUCIIOJIHUTh
MIPEANIMCAHHOE IEUCTBUE;

® JIMYHYIO IOJIHUCH aBTOPA PE30JI0LUY;

e J[aTy IPOCTAaBJICHMS PE3OJIIOIUH.
16.12. Yka3aHue Ha CpOK, B TEYEHHE KOTOPOTO JINOO /10 UCTEYEHUsI KOTOPOro HEOOXOIUMO UCTIOIHUTh
IIPEANNCAHHOE JEICTBUE, MOXKET HE BBIPAXKaTbCsl KOHKPETHOW NATOW M COJEpP’KaTh BBIPAXKECHMS: "B
YCTaHOBJIEHHBIN 3aKOHOM CPOK" U T.II.
16.13. Pe3omntonus nuiercs Ha CBOOOJHOM OT PEKBH3UTOB MECTE EPBOTO JIMCTA JoKyMeHTa. 16.14. B
cllydae, KOI/ia pe3oIIolus aJipeCcOBaHa HECKOJIbKUM COTPYIHHUKAM, TO OTBETCTBEHHBIM 33 HCIIOJIHEHHE
JOKYMEHTa B IIEJIOM SIBJISIETCS COTPYJHMK, YKa3aHHbBIM NEepBbIM (BEpXHUM), JIMOO COTPYIHHK, B
OTHOIIIEHUH KOTOPOTO CJEJIaHa IOMETKA O TOM, UYTO OH SIBJISIETCSI OTBETCTBEHHBIM.

17. Opranusauus padéoThl ¢ OTHPABJIsiEeMbIMU (UCXOASIIIIUMH) TOKYMEHTAMH

17.1. 1o npenocTaBieHus MpOEKTa OTIPABISEMOro (UCXOISAIIEr0) TOKYMEHTa Ha MOJNUCH AUPEKTOPY
WM HWHOMY YIOJHOMOYEHHOMY B YCTAHOBJIEHHOM IOPSAKE Ha IMOANUCAaHWE JINIY OCHOBHOMN
UCIIOJIHUTEINb MPOBEPSET MPaBUIBLHOCTh OGOPMIICHUS OTHPABIsAEMOro (MCXOJSIIET0) AOKYMEHTa Ha
COOTBETCTBHE TpeOoBaHUsAM HacTosulel MHCcTpyKiuu.
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17.2. Tlpu MOATOTOBKE OTIPABISEMOTO (MCXOIAIIET0) MOKYMEHTa KaK OTBETa Ha IOCTYIHBIIHHA
(BXOoAsmui) JOKYMEHT HCIIONHUTENh MPUKIAIbIBAET K MOATOTOBJIEHHOMY IPOEKTY BXOSIIMMA
JOKYMEHT.
17.3. TIpoekThl OTHpaBIsAEMbIX (MCXOASIINX) JOKYMEHTOB C YYETOM COOJIOACHHS YCTAaHOBJICHHOTO B
PE30ITIOIMH CPOKa UCIIOJIHEHUS TIEPealoTCsl OTBETCTBEHHBIM HCIONHUTENEeM cekpeTtapro IlIkonsr st
HaIpaBJIEHUs HA MOJIIUCAHUE.
17.4. TloamucaHHble OTHpaBiIsAeMble (MCXOAANIME) JOKYMEHTBI, TIEpeNarTcsi  PpadOTHHUKY
OTBETCTBEHHOMY 3a JIeI0MPon3BoIcTBO 1IKOIBI, KOTOPBII OCYILIECTBISET MPOBEPKY KOMILJIEKTHOCTH U
COOTBETCTBHS KOJIMUECTBA 3K3EMILISIPOB OTIPABISEMOrO (MCXO/AIIET0) JOKYMEHTA CIIUCKY PACCBhUIKH,
a TaKkXKe MPaBHJILHOCTH O(OPMIICHUS TOKYMEHTA COTIIACHO HACTOAIIECH HHCTPYKLIUH.
17.5. B ciayuyae HapylieHHUs KOMILIEKTHOCTH WM COOTBETCTBMSI KOJIMYECTBA, a TAKXKE IPABUIBHOCTH
oopmieHHsT TOKyMEHTa COTJIACHO HACTOSINEH WHCTPYKIUU OTIPABIIEMble (MCXOASIINE) TOKYMEHTHI
HEe3aMeUINTEIbHO BO3BPAILAIOTCS CEKPETAPEM (MIIM JOKYMEHTOBEIOM) OTBETCTBEHHOMY MCIIOJIHUTEIIO
WIM B CJIy4ae OTCYTCTBHUSI OTBETCTBEHHOI'O MCIIOJHUTEIS €r0 HEMOCPEACTBEHHOMY PYKOBOJIUTENIO IS
YCTPAaHEHUS HapyLICHUM.
17.6. [lokyMeHTHl 1OCIE€ HUX MOJINUCAHUS JUPEKTOPOM MM HHBIM YIOJIHOMOYEHHBIM JIULIOM
nepenatorcs cekperapro LLkosnsl 11t peructpaiyiv U OTIPaBKHU.
17.7. Peructpanusi OTHpaBiIsIeMbIX (MCXOISIIMX) JOKYMEHTOB OCYIIECTBISIETCS IOCIE MPOBEIACHHS
CEKpEeTapeM IPOBEPKU KOMIUIEKTHOCTM M COOTBETCTBUSl KOJMYECTBA OK3EMIUISIPOB, a TaKkKe
MPAaBIIBHOCTH O(hOPMIICHUS OTIIPABIIEMOTO (UCXOIAIIET0) JOKYMEHTA.
17.8. Peructpanus co3aBaeMbIX JOKYMEHTOB OCYIIECTBIISAETCS B JICHb MOAMUCAHUS WU YTBEPKICHUS
160 Ha cleAyIoUMil pabounil 1eHb.
17.9. CBeneHust 0 perUCTPUPYEMBIX OTIPABISIEMbIX (MCXOSAIIMX) JOKYMEHTAX BHOCSATCS B JKypHal
perucTpaiuu OTIpaBiIsieMoil (UCXOAsIIeH) TOKYMEHTAIIHH.
17.10. PeructpauinoHHbIN HOMEP U J1aTa OTIPABISIEMOT0 (MCXOASIIEro) T0KYyMEHTa MPOCTABIISIOTCS Ha
MOJJTMHHUKE JTOKYMEHTa B PEKBU3UTaX OJlaHKa U Ha SK3eMIUIpe, ocTatoiiemcs B fene [komnbr.
17.11. PeructpalliOHHBIA HOMEpP OTIPABISIEMOrO (MCXOSIIET0) JOKYMEHTa MPUCBAUBAIOT C YYETOM
HyMepaluu NpeblIyIIero T0KyMeHTa, Mo MOPSIKY U 110 BO3PACTaHUIO.
17.12. OrmpaBka JOKYMEHTOB IPOM3BOJUTCSA IIEHTpaTU30BaHHO cekperapeMm Llkomibl, KoTOpble
MIPOU3BOJIAT UX COPTUPOBKY IO CIIOCOOY OTHpaBieHus (MpocTasi, 3aKka3Hast, MeXKAyHapoIHas U Jp.).
17.13. Tlucbma, TenerpaMMbl, OTKPBITKH, OaHIEpOJIM U IMEYaTHbIE M3JaHUs OTIPABIISIOTCS MOYTOM.
daxcorpamMMbl U Teae(pOHOIPaMMBI ITEpeatoTCs M0 KaHaiaM Tesie(OHHOM CBS3H.
17.14. DnexTpoHHBIE COOOIIEHUS OTMPABIAIOTCS ¢ ODUIIMATHHOTO MOYTOBOTO SJIEKTPOHHOTO ajpeca
[TxomsI.
17.15. Tlucbma, TenerpaMMbl, OTKPBITKH, OaHIEPOIH, (PaKkcOorpaMMbl, 3JEKTPOHHBIE COOOIIEHUS, HE
CBSI3aHHBIE ¢ pabouell AesTeNbHOCThIO, K OTIPABKE HE IPUHUMAIOTCSI.
17.16. lokyMeHTHI, OTIpaBisieMble CPEICTBAMHU MOYTOBOM CBSI3U MPOXOJIAT:

®  YIIaKOBKY;

e ajpecoBaHue (MpU HANpaBICHUU JIOKyMeHTa Ooinee ueM B 4 ajapeca) — B COOTBETCTBUHU C

yKazaTreJeM pacChUIKU, Ha KaKJOM SK3EMIUIIPE MUCbMa YKa3bIBa€TCsl TOJIBKO OJUH aJipecar;

® [IPOCTaBJIEHUE CTOMMOCTU MOYTOBBIX YCIIYT;

e [iepenayy B [IOYTOBOE OT/EJICHHUE CBA3H.
17.17. llpu mOATrOTOBKE M OTMpaBKE MHCEM HEOOXOAMMO YUYUTHIBATh IpaBHJIA, YCTAaHOBIICHHBIE
MpUKa3oM MHUHHCTEPCTBA CBA3M U MaccoBbIX KoMMyHMKauii P® ot 31 wutons 2014 r. N 234 "O06
yTBepkaeHuH [IpaBuin okazaHus yciIyr MOYTOBOM CBSI3H'.
17.18. JlIokyMeHTHI, OTIIpaBIIsIEMbI€ CPEICTBAMH TTOUYTOBOM CBSI3M B OJIUH apEC, BKIAIBIBAIOTCS B OJIUH
KOHBEPT.
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17.19. Ucxopsmiue TOKyMEHTHI, TPeHA3HAYCHHBIC JJII OTIIPABKU CPEICTBaMH (PAaKCHMMIIBLHON CBSI3H,
oTnpasisitoTcsa cekperapeM LIIkomsl.

18. Pa3pa6oTka u BejeHHe HOMEHKJIATYPbI J1e]

18.1. oxymenrtanbubiii pouz [1Ikoib1 — COBOKYIMHOCTH JOKYMEHTOB, 00pa3yIOUINXCA B IIPOLIECCE Er0
nesitenbHOCTH. JlokymeHTanbHblil (onn IIkonbl coCTaBiAIOT JOKYMEHTHI, co3naHHbie B lllkone u
MIOJIyYEHHBIE €10 B PE3YJIbTATE B3aUMOJCHCTBUS C OpraHaMH TOCYAapCTBEHHOM BJIACTH, OpraHaMu
MECTHOT'O CaMOYIIPaBJICHUS, IOPUANYECKUMU U PU3NYECKUMHU JIULIAMHU.

18.2. Homenknarypa nien sIBIsieTCS OCHOBOHM (hopMupoBaHus AOKyMeHTanbHOro (onna Ilkomsr u
MIPEJICTaBISIET COOOM CHCTEeMaTU3UPOBAHHBIN MEPEUEHb 3aroJIOBKOB (HAMMEHOBAHUI) JIEIT, 3aBOIMMBIX
B llIkoe, ¢ ykazaHueM CpOKOB MX XpaHEHHUs, U O)OPMIIEHHBIN B COOTBETCTBUU C MPABOBBIMH aKTaMH,
PEeKOMEHJIaUusAMM U METOAMYECKMMM  yKa3aHusMu  opraHoB  Poccuiickon — ®Denepauuu,
YIIOJTHOMOYEHHBIX B c(hepe TOCyAapCTBEHHOTO YIPABICHHUS apXHMBHBIM JIEIOM, JEJIONPOU3BOJICTBA U
JOKYMEHTO000pOTA.

18.3. HomenkiaTypa /1ei COCTaBIsCTCSI HA OCHOBE M3YYEHUS IMOJIOKEHHM, WHCTPYKIMNA U MPaBHII, a
TaKXKe APYTUuX JOKYMEHTOB, pEriaMEeHTHPYIOIIUX AedaTeabHOCTh LIIKobl, a Tak’ke HOMEHKJIATYp J1ei 3a
IIPELIECTBYIOLIUE TO/IbI U IOKYMEHTOB, 00pa3yromuxcs B esrenbHocTd Ikomsl.

18.4. HomenkmaTypa Jenl HWCHONB3YeTCs JUIsl TPYNIHPOBKH HCIOJHEHHBIX TOKYMEHTOB B Jea,
CUCTEMAaTU3allMM U y4yeTa Jell, ONPEJCIICHUs CPOKOB UX XPAaHEHUS U MOMCKA JOKYMEHTOB, SIBISETCS
OCHOBOI JUI1 COCTaBJICHHsI OTHCEH eI TOCTOSHHOTO U BPeMEHHOTO (cBbiie 10 JeT) XpaHeHwusl, a TaKxKe
JUIS y4deTa Jie7l BpeMEeHHOTO (110 10 JIeT BKIIOYUTENbHO) XpaHEHUS.

18.5. HomenkinaTypa Jie1 BBOAUTCS B AeiicTBue mpuka3zoM mo Llkore.

18.6. Homenkumartypa Jiesl TOTOBUTCS B TPEX 3K3EMIUISIpax: AJs MOMEIEHUSI B HOMEHKJIATYpHOE JEN0 U
MOCTOSIHHOTO XpaHEHUs; /U UCIOJIb30BaHUSI B paboTe OTAENIOM AENOMPOU3BOACTBA (KaHIEIIpHUeii);
JUisl XpaHeHus B apxuse LI kobl.

18.7. W3 nHomenkiatypbl nen llIkombl OTBETCTBEHHBIM JHMIIOM 3a BEICHHE JEIOMPOU3BOJCTBA
oQOpPMIIIOTCSL BBITUCKU JJII KaXJAOro M3 TMOApa3leleHUl U OTIeNOoB 00I1e00pa3oBaTeIbHON
OpraHu3alyu.

19. ®opMupoBaHue e M UX Tekylnee xpaHeHue. [loaroroBka 10KyMeHTOB U /ieJl K nepeaye Ha
apXMBHOe XpaHeHHe
19.1. ®opmupoBaHue aea — TPYNIHAPOBKA HCIIOJHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBHH C
HOMeHKIaTypoil nen Ilkonbl u cuctemaTu3anus JOKyMEHTOB BHYTpH Jena.
19.2. Jlena co mHs uX 3aBesieHus 10 Tiepenadyn B apxuB [LIKOITBI il Ha YHHUTOKESHUE XPAHATCS 110 MECTY
ux GopMHUpPOBaHUS.
19.3. TIlpuka3pl 1O OCHOBHOH, aJIMHUHHCTPATHBHO-XO3SMCTBEHHOH, Yy4eOHO-BOCIIUTATEIHHOH,
BHEOIO/KETHOH nearenbHocTH 1IKOmbI, rpynnupyroTcs OTIENbHO OT MPHUKA30B 0 JUYHOMY COCTaBy
pabOTHUKOB U 110 JMYHOMY COCTaBY OOY4arOLINXCS.
19.4. TIlepemmcka rpynmupyercss 3a TEepUOJ KaJeHIApPHOTO TOJa W CHUCTEMaTH3UpPYeTCs B
XPOHOJIOTUYECKOH MOCIe10BaTEIbHOCTH.
19.5. TIpoBepka HaIMUUs U COCTOSHUS JOKYMEHTOB M JIeJl MPOBOJIUTCS MPH MEPEMEIICHUH e, MpH
BO3BpAaTe J1€1, IPU peopraHu3avy iy Juksuaanuu Ikomnst.
19.6. B apxuB IlIkons! (ganee - apXuB) MeperatoTcs Aejia MOCTOSHHOT0, BpeMeHHOro (cBbiie 10 net)
CPOKOB XpaHEHHs M IO JIMYHOMY COCTaBy udepe3 3 roja Imocie roja, B KOTOPOM JOKYMEHTHI ObLIN
IIOMEILIEHBI B JIEJIO HA XPAHEHHUE.
19.7. llepenaua TOKyMEHTOB B apXHUB MPOU3BOAUTCS 110 YTBEPHKIEHHBIM OIUCSM JIEII.
19.8. IloarotoBka NOKyMEHTOB M JeN K Iepefade Ha apXUBHOE XpaHEHHE M Ha YHUYTOXKEHHE
IIpelyCMaTpUBAET:

® DOKCIEPTU3Y LIEHHOCTH JOKYMEHTOB;
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® COCTaBJICHUE OMKCEH JIeJ M0 pe3yabTaTaM dKCIEPTU3bI UX IIEHHOCTH;

e odopmaenue ae;

® COCTaBJICHUE aKTOB Ha YHUUYTOXKCHUE JIOKYMEHTOB U JIeJI C HCTEKIIMMHU CPOKAMH XPaHEHHS.
19.9. Dkcneprusa LIEHHOCTH JAOKYMEHTOB IOCTOSHHOTO M BPEMEHHOI'O XPaHEHHUs OCYILECTBIIAETCS
©KErofHO JIMLUOM (IMLIaMH), HA3HAYEHHBIM IIPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXMBHPOBAHUE.
19.10. B nenmo momemaercs He 6omee 250 nuCTOB (TOJIIMHA Aeia IPH 3TOM COCTaBIIAET He Oosee 4 cm).
ITpu GosblIOM KONMHMYECTBE JOKYMEHTOB (DOPMUPYIOTCS TOMA (4acTH) Aena. BHyTpu nena 1oKyMeHTbI
pacroyiaratoTcsi B XpoOHOJOIMUECKOM HOPSI/IKE B COOTBETCTBUU C ONUCHIO. B niesia momerarTes ToiabKo
UCIOJIHEHHBIE, IPaBUJILHO O()OPMIICHHBIE JOKYMEHTHI.
19.11. JloxyMeHTBl BHYTpU Jejla paclolaraloTcsi CBEpXY BHHM3 B XPOHOJIOIMUYECKOW, BOIIPOCHO-
JIOTMUYECKON MOCIIeI0BATENbHOCTH WIIM UX coueTaHuu. PacnopsaurenbHble JOKYMEHThI FPYIIUPYIOTCS
B JieJia [10 BUJIaM U XPOHOJIOTUH C OTHOCSIIIUMUCS K HUM MPHIIOKEHUSIMH.
19.12. JInunble KapTOUYKH paOOTHUKOB (POPMHUPYIOTCS B IEJI0 1O anpaBUTy hamMHUIUil.
19.13. Odopmienue nema mnpeaycMaTpuBaeT: odopmieHUE pPEKBU3UTOB OOJOXKKH Jeia TO0
YCTaHOBIICHHOH (hopMe; HyMEPAIUIO JIMCTOB B IeJIe KapaHAalIoM B BEPXHEM ITPABOM YTIIy; COCTaBICHUE
BHYTPCHHEH ONHCH JTOKYMEHTOB Jiefla, MOJIIMBKY W meperuier nena. Jluer Oombimoro ¢opmara,
MOJIIMTEIA 32 OJUH Kpai, HyMepyeTcs KakK OJWH JIMCT B MPAaBOM BepxHEM yriy. J[OKyMEHTHI ¢
COOCTBEHHOI HyMepalueil TUCTOB, B TOM YHCJIE MTeYaTHbIC H3AaHUs, HYMEPYIOTCS B O0IIIEM TMOPSIIIKE.
19.14. JTucte! e, COCTOSIINX U3 HECKOIBKUX TOMOB MJIM YacTei, HyMEPYIOTCS 10 K&KIOMY TOMY HJIH
YacTH OTACIBHO.
19.15. Tlocne 3aBepuieHUs HyMepallH JUCTOB COCTABIISICTCS 3aBEpUTENIbHAs HAIIHCh, KOTOpPas
pacrioniaraercsi B KOHIIE Jieia. 3aBepUTeNIbHAs HAJIHCh COCTABISETCS B Jiele HAa OTICIBHOM JIUCTe-
3aBepuTelie Jena.
19.16. B 3aBeputenbHOM Hagnucu LUppaMu U MPOIMUCHIO YKa3bIBAETCSI KOJIUYECTBO JIMCTOB B JAHHOM
nene. 3aBepuTenbHas HAIUCh OAMUCHIBAETCS €€ COCTaBUTENIEM € YKa3aHUEM PACIIU(POBKH MOIHUCH,
JOJDKHOCTH M JIaThl cocTaBiieHHs. KonnyecTBO JUCTOB B Jieje MPOCTaBIIs€TCs Ha OOJIOKKe Jesla B
COOTBETCTBUH C UTOTOBOW HA/IUCHIO.
19.17. PexBu3uT "cpok XpaHeHMs jena" MEepeHOCHTCs Ha OOJOXKKY Jeda U3 COOTBETCTBYIOLIEH
HOMEHKJIATyphl JIeNl TOC]Ie CBEPKHM €ro CO CPOKOM XpaHEHHUs, YKa3aHHBIM B IEPEYHE THIIOBBIX
JOKYMEHTOB WJIM B MEPEYHE JTOKYMEHTOB, OOPa3yIOIIUXCS B AEATENBHOCTU (hefiepallbHOro OpraHa, ¢
yKa3aHHEM CPOKOB XpaHEHHS.
19.18. Ha nenax nocTOsHHOTO XpaHeHUs nuieTcs: "XpaHUTh HOCTOSHHO".
19.19. Ilpuem aen Npou3BOAUTCS COTPYIHUKOM, YIIOJIHOMOYEHHBIM HA BEIEHUE EATEIbHOCTH apXuBa,
C TIPOCTaBJICHHEM B JIBYX JK3EMIUIIPAX OMHCH Il OTMETOK O HAIMYMH KaXKJOTO Jiena (Ha KaKIoM
HK3EMIUTSIPE ONHCH YKa3bIBAETCS KOIMYECTBO (PAKTHUECKH MPUHATHIX JIEJ, J1aTa MprueMa-nepeaaydn e,
a Tak)Ke IMOJAIMCH apXUBUCTA U COTPYIHUKA, TEPEIABIIETO JIeNa.

20. 3akJI0uHTe/IbHbIE 010KEHHS

20.1. Hacrosimass MHCTPYKIMSI TIO JIEIONPOM3BOJCTBY SIBISETCS JIOKAIBHBIM HOPMATUBHBIM aKTOM
MAOY COUI Ne 4, npunumaerca Ha OO0meM coOpaHuu paOOTHUKOB M YTBEp)KJIaeTcsi (BBOAUTCS B
neiicTBue) npukazom aupexrtopa lIkonsr.

20.2. Bce wW3MeHeHHS W [IOTIOJIHEHWs, BHOCHMBIE B HacTosmryro MHCTpyknmio, odopmisitoTcs B
MUCbMEHHON (hopMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHO1aTeNIbeTBOM Poccuiickoit denepanuu.
20.3. Uuctpykums mo aenompou3BoacTBy B Illkonme mpuHMMaeTcs Ha HEONpPEIENCHHBIH CpPOK.
N3menennsa u nomnonHeHuss K WHCTpyKUnMM NpUHUMAIOTCS B MOPAJKE, NMPEIycMOTpeHHOM 1.19.1.
Hacrosmen MacTpykuuu.
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20.4. Tlocne npunsTHs MHCTpYKIMKU (MJIM U3MEHEHUH U JIOTTOJTHEHUH OTIEIHHBIX TYHKTOB M Pa3/IelioB)
B HOBOH pelakiiy MpeAbIIyIasi pelakins aBTOMAaTHUECKH YTPAuUBaeT CHITY.
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[Tpunoxenue Ne 1

IIpaBuiaa opopmiieHust peKBU3UTOB JOKYMEHTOB

1. JInst mOArOTOBKH JAOKYMEHTOB MPUMEHSETCS] TEKCTOBBIN peJakTop, oOecrneunBaromuii TpeboBaHus
rpaduyecKoro BOCIPOU3BEACHUS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pasmepsl ucnoiabdyeMbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
MPUOTMHKEHHBIE K HUM.

3. Ilpu noaAroToBKE TEKCTOB B TabIUIAX, AJIsl OOECIeueHus JIydIlIeil YNTAaeMOCTH JIaHHBIX, JIOMTYCKaeTCs
npuMeHeHnue mpudToB Buaa Arial, pasmepos 12,13.

4. Jlnana3oH UCIOJIb3yEMBIX MEXIyCTPOUHBIX HHTEPBAJIOB: OT OJJUHAPHOTO JI0 MOJIYTOPHOTO.

5. AG3aIHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJoBKM pa3lieloB M MOAPA3/EIOB MeYaTaloTcss ¢ a03alHbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS I10
HIMPUHE TEKCTA.

7. MHOrOCTpOYHBIE PEKBU3UTHI MEYATAIOTCSA Y€pe3 OAUH MEKCTPOUYHBIM MHTEPBAJ, COCTABHBIE YaCTH
PEKBU3HUTOB OTACIISIOTCS JOMOTHUTEIHHBIM UHTEPBATIOM.

8. Eciiu 10KyMEHT rOTOBUTCS AJI M3JJaHUSl C YMEHBIIEHUEM MaciTada, TEKCT [eyaTaercss yepes3 ABa
UHTEpBaa.

9. UnTepBan Mexnay OykBaMu B CJl0Bax - oObIuHbIM. MHTEepBasn Mexay ciaoBamu - oauH npooden. 10.
Texecr moKymMeHTa BBIPABHUBACTCS 10 IHIMPHHE JiMCTa (IO TPaHUIIAM JIEBOIO W IPABOTo IMOJICH
JIOKYMEHTA).

11. InuHa caMoil JUIMHHOW CTPOKM PEKBU3HUTA MIPH YTIIOBOM PACIOIOKEHUH PEKBU3UTOB He Ooiee 7,5
CM.

12. InuHa camoil IJTMHHOM CTPOKHU PEKBHU3UTA MPHU MIPOJIOJIBHOM PACIIONIOKEHNN PEKBU3UTOB HE OoJiee
12 cm.

13. Kox dhopmbl nokymeHTa

Kox dopmbl nokymeHTa mpocTaBisieTcsi Ha YHU(MUUIMPOBAHHBIX (opMax JOKYMEHTOB B OCHOBHOM
UCIONB3YEMBIX B KaJpoBOM JaokymMeHTooOopoTe Illkonbl. Pacmonmaraercs kox (opmbl B MpaBoM
BEpXHEM yriay pabodyero mois JOKYMeHTa, cocTouT u3 cioB "®opma mo" (HaMMEHOBaHUE
knaccudukaropa) u nudpoBoro Kojaa.

ITpumep - @opma no OKY/] 0301001 .

14. Haumenoanue [1Ikomb

HaumenoBanune Illkonbl [OMKHO  COOTBETCTBOBATH HAMMEHOBAHUIO  IOPUJIMYECKOIO  JIMIIA,
3aKpETJICHHOMY B €ro yuYpeIuTeNbHbIX JokyMeHTax (YcTaBe 001eo0pa3oBaTeNbHON OpraHU3aIum).
[Ton naumenoBanuem Illkonbr B ckoOkax yka3biBaeTcsi cokparieHHoe HammeHoBanue lllkomsl. Han
HanMeHoBaHHeM [1IKOJbI - yKa3pIBaeTCs MOJTHOE HAMMEHOBAHHUE BBIMIECTOSIIEH OpraHUu3aIiy.

15. CinpaBounsle ganssle o [llkomne

CnpaBounsie ganHbie o [lIkosne BKIrOUaroT B ce0s: TOUTOBBIN aapec, HoMmepa tenedona, gakca, aapec
anekTpoHHou mouthl, Ko llIkonsr mo OKIIO (mpoctasnsiercst mo O6miepoccuiickomy KiaccuuraTtopy
NpEeanpusATH U opraHu3aluii), OCHOBHOM TocyaapCTBeHHbIH peructpauunoHHbii HoMep (OI'PH),
UJEHTU(DUKAITMOHHBI HOMEDP HAJIOTOTUIATENBITUKA/KOA TMPUYHHBI TTOCTAHOBKM HAa HAJOTOBBIM yYeT
(MHH/KTIIT).

16. HanMmeHOBaHME BUAA TOKYMEHTa

PexkBusuT wucnonwp3dyercs JUisl yKa3aHWs BHJA JOKYMEHTa W pAacloyiaraercsl Moj PEKBU3UTOM
«HauMeHOBaHHe oO01Ieo0pa3oBaTeNbHON oOpraHu3anun». HaumeHoBaHHME BHUAA JOKyMEHTa He
YKa3bIBAETCS B MMHCHhMaX.

17. lata noxkymeHTa
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JlaTtoit noKymeHTa SBJseTCs JaTa ero noanucanus (mpukas, MucbMo, 3alucKa, akT U Jp.), YTBEPKIACHUS
(MHCTpYKIIHS, TIOJIOKEHHE, MPaBUIa, PeTJIaMeHT, TUIaH, OTYET U JIp.), COOBITHS, 3a()UKCUPOBAHHOTO B
JIOKyMeHTe (TIpoToko). JlaTa JOKyMeHTa mpOoCTaBIseTCs JOKHOCTHBIM JIMIIOM, MTOANKCHIBAIOIINM HIIN
YTBEPKAAIOMIMM JOKYMEHT, WU MPU PErucTpaluy JOKYMEHTa, UiIN HEeMOCPEICTBEHHO COCTaBUTEIEM
IpU MOATOTOBKE JOKYMEHTa (CiyxkeOHas 3amucka, 3asBiieHue WU Ap.). JIOKyMeHThI, H3JaBacMbie
COBMECTHO C JPYTUMHU OpraHU3alUsSMU JOJDKHBI UMETh OJAHY (eAuHyro) naty. JlaTty AokyMmeHTa
odopmiroT apabckumu nudpaMu B OCIET0BATEIBHOCTH:
e JIeHb MecsIla, Mecsll, roj. JleHb Mecsa U Mecsll 0QOpPMIISIOT ABYMs apaMu apabCcKux mudp,
paszieIeHHBIMU TOYKOM; TOJ - YeThIpbMs apabckumu mudpamu, Hanpumep: 01.12.2017. byksa
"r" mocie nudp HE CTaBUTCSL.
® 1pu CIOBECHO-IU(POBOM crocodbe odopmiaeHHus AaThl JEHb Mecsla YKa3bIBaeTCs Mapou
apabckux 1udp, roa 4eTbIpbMs apadckuMu udpamu, Hanpumep: 12 nexadbps 2017 r.
18. PerucrpaninOHHBIM HOMEP TOKYMEHTA
PerucrpanmoHHbIlii HOMEp AOKYMEHTa IPOCTAaBIISIETCS B COOTBETCTBUU C CUCTEMON PETUCTPALMH,
npuHATron B Illkose. PerucrpannoHHblli HOMEP NPUCBAMBACTCSA JOKYMEHTY IIOCJIE €r0 IOANMCAHUS
(yrBepxkaenus). CcplIka Ha PETUCTPALIMOHHBIM HOMEp M JaTy AokyMeHTa Cchlika Ha HCXOASIIUN
HOMEp U JaTy IOKYMEHTa aipecaHTa BKIIIOUAEeT B ce0sl pEruCTpallMOHHBIA HOMEp U 1aTy JOKYMEHTa, Ha
KOTOPBIN JOJKEH ObITh JaH OTBET.
19. Mecto cocTtaBienus (M31aHus) TOKyMEHTa
Mecto coctaBinenuss wid u3gaHus AokymeHTa - 'r. IlepBoypanbck” - ykaspiBaeTcsi Ha OJaHKax
IIPOTOKOJIOB M aKTOB, cocTaBisieMbix B [lIkore.
20. Anpecar
B pexBusute "Anpecat" ucnonbp3yroTcs opulMaNbHbIE HAMMEHOBAHHS OPraHOB T'OCYJApCTBEHHON U
WCIIOJIHUTENILHOM BJIACTH, OPraHoOB MECTHOTO CaMOympaBleHus, opraHuzauuid. Jlomyckaercs
UCIOJIb30BaTh O(UIIMATBHO MPUHATHIE COKpAIICHHbIE HAaWMMEHOBAHHUS OpPraHOB T'OCYJAapCTBEHHON U
WCIIOJIHUTENBHON BIIACTH, OPraHOB MECTHOTO caMOylpaBieHus, opranuzanuii. Ilpu anpecoBanuu
JOKYMEHTa TOJDKHOCTHOMY W YacTHOMY JIMIly HHHIUANBI CTaBiTcs mocie (avmmmun. [Ipumep -
Pyxosooumenio OO0 «Cmpoumenvy @amunua U.O.
PexBusut "azpecar" npocraBisieTcss B BEpXHEH MpaBOW 4YacTU JTOKyMEHTa (Ha OJaHKe C YIJIOBBIM
PacrojoKeHUEM PEKBU3UTOB) UJTU CIIpaBa M0/ PeKBU3UTaMU OJ1aHKa (IIPH MIPOJOJIBLHOM PACIIONOKEHUH
peKBU3UTOB OsaHKa). CTpOKH peKBU3HTA "afpecaT” BEIPAaBHUBAIOTCS MO JIEBOMY Kparo WM LIEHTPYIOTCA
OTHOCHUTENIbHO caMOM JUIMHHOM cTpoku. IIpu anpecoBanun nokymeHTa 0e3 yka3aHHs JOKHOCTHOIO
JIMI]a HAMMEHOBAHUS a/IpecaToB MUILIYTCS B UMEHUTEIbHOM Najiexke, Harpumep: Opaanbl crmamucmuky
2opooda Mockevl
[Ipu agpecoBaHUM TOKYMEHTA pyKOBOJIUTENIO OPraHU3allii HAUMEHOBAaHUE JIOJKHOCTU YKa3bIBaeTCs B
JaTeNbHOM Majziexe, Hanpumep: I enepanvromy oupexmopy OOO «Hz0anuey @amunus HU.O.
ITouTOBBIi afpec He yKa3bIBaeTCs B JOKYMEHTAX, HAIIPaBJsieMbIX B BBICIIME OPraHbl FOCYJapCTBEHHOM
BJacTH, (efepalibHble OpraHbl UCIOJHUTENBHONW BJIACTH M UX TEPPUTOPHUAIbHBIE OpPraHbl, OpraHbl
rOCYJapCTBEHHON M MCIIOJIHUTENIBHOW BJIACTH, MOCTOSI MHBIM KOoppecnoHaeHTaM. [Ipu ajgpecoBanuun
NUCbMa B OPraHM3ALMIO YKa3bIBAlOT €€ HauMEHOBAaHME, 3aTeM IIOYTOBBIM ajpec, HampuMep:
Tocyoapcmeennoe  yupeosicOenue  Bcepoccutickuil  HAyYHOUCCIE008AMENbCKULL — UHCTIUMYM
O0oKkymenmogedeHus u apxugnozo oena Ilpoghcorosnas yn., 0.82, Mockea, 117393
ITpu agpecoBaHuu JOKyMeHTa (PU3MUECKOMY JIMIYy YKa3bIBAIOT ()aMHJIMIO U MHUIUAIBI IOJIydaTes,
3aTeM TMOYTOBBIUA aapec, Hanpumep: Ilemposy U.II. IIpouzsoocmeennas yu., 0.5, ke.12, 2. Mockea,
119633
PexBu3ut "Anpecat" He T0JKEH coiepkaTh Ooee yeTbipex agpecaTo. Crnoso "Komnus" mepen BTopbiM,
TpPEeThUM, YETBEPTHIM ajJpecaTaMu He ykasbiBaeTcs. IIpu umcie aapecaroB Gojee 4-X cOCTaBisieTCA
CIHMCOK PacChUIKU JOKyMEHTa. Eciiu JOKYMEHT OTIpaBiisieTcs B HECKOJIBKO OJIHOPOAHBIX OpraHu3alui
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WM B HECKOJIBKO CTPYKTYPHBIX MOJIpa3iesieHui opraHa UCIIOJTHUTENbHO BJIacTH, TO OHU YKa3bIBAIOTCS
o6o6mmenHo. [Ipumep: Pyxogooumensim yupexcoenuii CI1I0

20. I'pud yTBEepx)aCHUS JOKYMEHTA

I'pud yrBepxkaeHHUS TpOCTaBISETCS B MPaBOM BepxXHEeM yriy AokyMeHTa. CTpOKH pEeKBU3HTA
BBIPAaBHUBAIOTCS 1O JIEBOMY Kpar WM LEHTPUPYIOTCS OTHOCHTEIHHO CaMOM JJIMHHOW CTPOKH.
JIOKYMEHT yTBep»XAAaeTCs JOJKHOCTHBIM JHMIIOM (JOKHOCTHBIMU JIMIIAMH) WM PacHOPSAUTEIbHBIM
JOKYMEHTOM (TIOCTAHOBJIGHHWEM, pEIIeHHeM, IMpUKa3oM, pacropsokeHuem). Ilpu  yTBepxaeHun
JOKYMEHTA JIOJDKHOCTHBIM JIMIIOM TpU( yTBEPIKIASHUS TOJDKEH cocTosATh U3 cinoBa Y TBEPXXJIALTO (6e3
KaBbIUEK), HAUMEHOBAHHUS JOHKHOCTH JIMIIA, YTBEPXKIAAIOUIErO JTOKYMEHT, €ro MOANUCH, WHUIIUAJIOB,
(dbaMuIHK U AaTHl YTBEPKICHUS.

IIpumep:

VYTBEP/[AIO

Jupexmop MAOY COLLI Ne 4

H.0. Pamunus

21. Jlara

[Tpu yTBEpKIeHUM TOKYMEHTAa HECKOJIBbKUMHU JOJHDKHOCTHBIMHU JIMIIAMH WX TIOJITHCH PACIoNiaratoTcs Ha
oTHOM ypoBHE. [Ipy yTBepkJIeHUN JOKYMEHTa PaCHOPSAIUTEIBLHBIM TOKYMEHTOM TPHU(Q YTBEPKICHUS
cocrour wu3 cimoB YTBEPXIEH (YTBEPXJIEHO, VYTBEPXIEHbI, YTBEPXIEHA),
COTJIACOBAHHOTO C HANMEHOBAHHEM BHJIa YTBEPXKIaEMOT0 JOKYMEHTa, HAMMCHOBAHHS BUA JOKYMEHTA
B TBOPHUTEJIHHOM I13JIKE, €ro AaThl, HoMepa. [Ipumep:

VYTBEPK/[EHO

npukazom MAOY COLL Ne 4

om 01.03.2020 Ne 57

22. 3aroj0BOK K TEKCTY
3aroJ0BOK K TEKCTY - KpaTKO€e coJepKaHhe JOKYMEHTa. 3aroJIoBOK K TEKCTY MpHuKasa GopMyaupyercs
c npeasiorom "O" ("O6") u oTBevaet Ha Bompoc "o yem?"):
* mpuka3 (0 yem?) 0 CO3/laHUM KOMHUCCHU;
* mpuka3 (0 yem?) 00 yTBEepKJI€HUH LITATHOTO PACIUCAHUS;
* nucbMO (0 4em?) O MpeAOCTaBICHUH UHPOpMAIK. 3arojIoBOK K TEKCTY opopmisercs
O] peKBU3UTaMU OJIaHKa ClIeBa, OT IPAHUIIbI JIEBOTO MOJIS.

HaumenoBanwue (3arosoBok) MO0 aHHOTAIMS IOKYMEHTA COCTABJISIETCSI aBTOPOM MPOEKTA JOKYMEHTA.
3aroioBOK K TEKCTY MOXKET HE COCTaBIISITHCS, €CITH 00beM JOKYMEHTA He MPEBBIIAET 4-5 CTPOK.
23. TekcT noKyMeHTa
JloxymeHnTsl 11IKoJbI COCTaBIAOTCA HA TOCYIAPCTBEHHOM s3blke Poccuiickont denepanun - pycCKOM.
TexkcT AOKyMEHTa MOXKET COAEp)KaTh pa3fenbl, MOJApa3[eibl, MYyHKThbl, MOAIMYHKTbI, HyMEpyEMbIE
apabckuMHu UG pamu.
B mpukazax TekcT JOKyMEHTa M3JIaraloT OT MEepPBOTo JHUIa €IUHCTBEHHOIO YKcia («IpuKa3biBaoy») B
JOKYMEHTaX KOJUJIETMAJIbHBIX M COBELIATEIbHBIX OpraHax OT TPEThEro JIMIA €IUHCTBEHHOIO 4HuCcJa:
(«cobpanme... peruno)
TexcT mpoToKoIIa U3MaraeTcsi OT TPETHETO JIMIa MHOKECTBEHHOTO UMCA («CITYIIAN, «BBICTYIIHIN,
«TOCTAHOBUJIN Y, «PEILIUIIN).
B coBMecTHBIX JOKyMEHTaX TEKCT H3JIaraloT OT TMEpPBOTO JIMIa MHOKECTBEHHOTO 4YHCIa:
(«TIpHUKa3bIBAEM», «PEIIUIINY).
B nenoBeix (ciy:ke0HBIX) MUCbMax UCIONb3YIOTCS (POPMBI U3TI0KEHUS:

® OT MEPBOr0 JHUIA MHOXECTBEHHOIO YHcla («IPOCHM HalpaBUTh», MPEACTaBIsIEM Ha

PacCMOTpPEHHEY);
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® OT TPEeThero Jinia efuHCTBeHHOTro yncia («Aamunuctpanus MAOY COL Ne 4 He Bo3paxkaer»);

e OT TIEpBOrO JHIAa EIWHCTBEHHOTrO uuciaa («CUUTal0 HEOOXOAUMBIM», «IIpeiJiararo
PacCMOTPETHY).

[Ipu ynorpebnenun B TekcTe (HpaMUIUil JTUI] MHULUANBI YKa3blBaloTca mocie (pamunuu. B nenoBeix

(cmy>ke0HBIX) MUChbMax MOTYT MCIOJIb30BaThCS: - BCTYIHUTEIbHOE OOpalieHue:

Yeaorcaemviii cocnooun Heanog!

Yeaocaemasn cocnooca [lemposa!

Yeaocaemwiii Huxonaii Ilempoeuu!

Yeaorcaemas Onvea Huxkonaesna!

Yeaorcaemvie cocnooa!

B obpatiennu o JOKHOCTH HAMMEHOBAHUE JTOJKHOCTHU MUIIIETCS C MPOMUCHOM OYKBBI, B 00palieHun
10 (haMIJTMU WHUIHAJIBI JIMIA HE YKA3bIBAIOTCS. - 3aKIIIOYUTENNbHAs 3TUKeTHas ¢pasa: C ysadxcenuenm, ...

Crpanuibl JOKYMEHTa HYMEPYIOTCS, HaYWHAs CO BTOPOTrO JIMCTa JOKYMEHTa apaOCKuMu IudpaMu
MOCepeIMHEe BEpXHEro moysd. TeKcT JOKyMEeHTa OTAENSeTCs OT 3arojoBKa IBYMS HIIM TpeMs
MEXTYCTPOYHBIMU HHTEPBATIAMH HCIIOJIb3yEMbIMH B TEKCTE.

24. OTMeTKa O NPUI0KEHUU

OTMmeTka O MPHIOKEHUH HCIONB3YeTCsl MpU OPOPMIICHUUM MHUCEM U TMPUIIOKEHHH K IUIaHaM,
mporpaMMamM, OTdeTaMm, IMOJIOKEHUSM, MpaBUjIaM, HHCTPYKIUSAM U JIPYTHUM JOKyMeHTaMm. B mucbmax
OTMETKA O MPUIIOKEHUH 0(POPMIIIETCS MO TEKCTOM MUChbMa Ha pacCTOSIHUM 1,25 ¢M OT IpaHHUIIbI JIEBOTO
nosist. Ecnu mpunoxeHne Ha3BaHO B TEKCTE MUChMA, B OTMETKE O MPUJIOKEHUH YKA3bIBACTCS KOTUYECTBO
JUCTOB U KOJIMYECTBO HK3EMILIAPOB MPUIOKEHUSI, Hapumep: [lpunosicenue: na 3 1. 8 1 7x3.

[Tpy HaNMMYUU HECKOIBKUX MPUIIOKEHUH, B OTMETKE O MPUIIOKEHUU OHU HYMEPYIOTCS, YKa3bIBAIOTCS
HAaUMEHOBAHMSI KaXKIOTO MPUIIOKEHHUSI, KOJTMYECTBO JTUCTOB U KOJIMUYECTBO IK3EMILIIPOB, HAPUMED:
Ipunoocenue:

1. [Inan-epagpux ... na 3 1. 6 2 9K3.

2. Cnpaska o noomeepoicoenuu ghakma ooyuenusi... va 1 1. 6 1 7x3.

Ecnmu mpunoskeHust cOpOIIIOPOBaHbL, TO KOJMYECTBO JIMCTOB HE yKasbiBaeTcs. Eciu mpuinoxkeHue
HANpaBJISIIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJipeca, TO OTMETKY O €ro HaJIW4Yud O(QOpMIISIOT
CJIEIYIOIUM 00pa3oM, HalpuMep:

Ipunooscenue: na 3 1. 6 1 9k3. TONBKO B NEPBBIN ajapec.

Ha nmpunoxeHusX K MpaBWiIaM, WHCTPYKIMSAM, TMOJIOKEHUSM, IUIaHAM, IporpaMMmam, JOTrOoBOpaM M
JIPYTUM JOKYMEHTaM OTMETKA O TIPHIJIOKEHUH TIPOCTABIISICTCS HAa TEPBOM JIUCTE MPHIIOKCHUS B TIPABOM
BepxHEM yriy. Ecnm mpuiiokeHue oIHO, OHO He HyMmepyercs. Ecim mpuioxeHuid HECKOJIbKO, OHU
HyMepyroTcs (puiIoKeHue 1, npuiioxenue 2).

B Tekcre mokymMeHTa mpu MEpBOM YIIOMHUHAHWH JIOKYMEHTa MPHJIOKCHHUS B CKOOKAX YKa3bIBACTCH: ...

(mpunoxeHue) win ... (mpuioxeHue 1); mepea HOMEPOM TPUIIOKEHUS JOIMYCKASTCS CTAaBUTh 3HAK
HOMepa: ... (mpuitoxxkenue N 2);

B oT™MeTke 0 mpuIoKeHUH yKa3bIBAaeTCsl HAMMEHOBAHKE BHIa OCHOBHOTO JJOKYMEHTA, €r0 JaTa U HOMED,
Hanpumep: [lpunoscenue N° 2 k npuxazy MAOY COLL Ne 4 om 08.06.2017 Ne 67 "
Ecnu mpunokeHuem K AOKYMEHTY (Hampumep, K TMpHUKazy) SBISETCS YTBEPKIAAEMBIH TOKYMEHT,

(monoxeHue, mpaBuiia, MHCTPYKIIUS, PETIIAMEHT | JIp.) B BEpXHEM IIPaBOM YTy MPOCTABIISAETCS OTMETKA
0 MIPWJIOKEHUH, HIKEe — TpU( yTBEpKICHUS, HATIPUMED:

Ipunoscenue

YTBEPK/[EHO npuxazom MAOY COILL Ne 4 om 08.06.2017 Ne 67
Bun u pazmep mpudra pexBusurta "OTMETKa 0 TPUIOKEHUHU" TIOJDKEH COOTBETCTBOBATH BUAY U pa3Mepy
mpudTa TeKCTa TOKYMEHTA.

25. I'pud cornacoBaHus TOKYMEHTa
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I'pu¢ cornmacoBanusi JOKyMEHTa MCIONb3YETCA MPH COINIACOBAHMM JOKYMEHTa C OpraHaMu BJacTH,
OpraHu3alMsIMU WIN JOJLKHOCTHRIMU tuiiaMu. OH coctout u3 cioBa “COIJTACOBAHO”, nomkHOCTH
JUIa, KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYas HaUMEHOBAaHUE OpPraHMU3allMM), JUYHOM MOIIHUCH,
pacmGpOBKH MOAMUCH (MHUITUAIOB, (DaMIIIMK) U JaThl COTJIACOBAHUS.
[Tpumep:
COIJTIACOBAHO
Jupexmop MAOY COIILI Ne 4
HU.U. Heanos
01.12.2019
I'pu¢ cormacoBaHusi B 3aBUCHMOCTH OT BHJIa JIOKYMEHTAa U OCOOEHHOCTEH ero OOpMIICHHS MOXKET
MIPOCTABIISATHCS:

® Ha [IEPBOM JIUCTE JOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJIbHBIH JIUCT, - HA TUTYJIHHOM JIUCTE)

B JIEBOM BEpXHEM YIUIy Ha YpOBHE rpuda yTBEp:KICHHUS WU 10J] HAMMEHOBaHHEM JOKYMEHTa
OJI>Ke K HIDKHEMY TIOJTIO);

® Ha MOCIEIHEM JIMCTE JOKYMEHTA O] TEKCTOM;

® Ha JINCTE COTJIACOBAHUS, SIBJISIONICMCS HEOThEMJIEMOW YacThIO IOKYMEHTA.
BHemHee coriacoBaHuWe TakKe MOXKET OBITh OCYIIECTBICHO IPYIHMM JOKYMEHTOM - IHCHBMOM,
MIPOTOKOJIOM, ITPHKA30M.
[Ipumep:
COITIACOBAHO
npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MpoeKTa AOKyMeHTa odopmisiercs BU30i. Buza mpocraBisercss cOOCTBEHHOPYYHO
JUIOM, BU3HPYIOIIUM JOKYMEHT, U BKJIIOYAaeT B ce0sl HAMMEHOBAHUE JOJDKHOCTH BU3UPYIOIIETO, €ro
JUYHYIO TIOJIMUCH, pacCIM(PPOBKY MOAIUCH (MHUIIUANBI, (aMUITUIO) U J1aTYy.

[Ipumep:

3amecmumens oupexmopa U.0. @amunus 03.03.2020

JlonmyckaeTcsi HOJIMCTHOE BUSUPOBAHUE IOKYMEHTA U €r0 MPHIIOKEHUH.

[Ipu HanmMumy 3aMeyaHuid, JOMOJIHEHHUI K MPOEKTY JOKYMEHTA BU3a JOMOJIHSAETCS COOTBETCTBYIOIINM
YKa3aHUEM.

JInst TOKyMeHTa, MOJJIMHHUK KOTOPOro OTHPABISIIOT U3 LLIKOJIBI, BU3bI MPOCTABISIOTCS HA YK3EMIUISIPAX
JIOKYMEHTOB, IIOMEIIAEMBIX B JIEJIO.

Jlnst moxkymeHTa, MOJIMHHUK KOTOoporo octaercs B lIIkosie, BU3bI COTrNIaCOBaHMS MPOCTABISAIOTCS Ha
000poTe TOCIETHEro JINCTa TOMJIWHHUKA JOKYMEHTAa WM Ha TOCJIEIHEM JIHCTe JOKYMEHTa IO
MTOMHCHIO.

27. Tlognuce

[Tognucey  BKIIOYAeT: HAMMEHOBAaHWE JOJDKHOCTH  JIMIIA, TIOAMHCABIIETO  JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJNHUCH; paCIM(PPOBKY MOJIUCH (MHUIUAIIBI, (pamMuiIus):

[Mpumep: Jupexmop auunas noonucey U.0.Pamunus

Ecnm goxymeHT odopmieH He Ha OlaHKe, B HAMMEHOBAHUE JIOJDKHOCTH BKIIFOUAETCS HAMMEHOBAHUE
[Ikombl (monHoe Ha3zBaHue [1Ikobr).

Honyckaercst B pekBusute "[loanuce 10MKHOCTHOTO JULA" HEHTPUPOBATh HAMMEHOBAHUE JOJKHOCTH
JIMIIA, MOJMKUCABIIEr0 TOKYMEHT, OTHOCUTEILHO CAMOM JIJTMHHOW CTPOKH.

[Ipu moanmucannu JOKyMEHTa HECKOJIBKUMU JTOJKHOCTHBIMU JIMIIAMH Pa3HBIX JOJDKHOCTEH UX MOMUCH
pacrnoJyiararoT OAHYy MOJ JIPYrol B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOIIEH HEpapXUM 3aHUMAEMOM
JOJIKHOCTH.

IIpumep:
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Jlupexmop nuunas noonucoe 1.0.D.

3amecmumens oupexmopa auunas noonuce U.0.D.

[Ipu moanucanuu AOKyMEHTa HECKOJIBKHMMHU JIMLIAMU PaBHBIX JOHKHOCTEH MX MOAMKMCH PacloiaraioT
Ha OJHOM ypoBHE. B J10KyMeHTaX, COCTaBJIIEHHBIX KOMHMCCHUEH, YKa3bIBA€TCSl CTaTyC JIMIA B COCTaBe
KOMHUCCHH: TIPOCTABJICHUEM KOCOW YepThI Nepe/l HAMMEHOBAaHUEM JIOJDKHOCTHU (H00aBISTh Kakue- 0o
npucTaBku). Ecu qupekTop Wik MHOE YINOJIHOMOYEHHOE Ha MOJIUCAHHE JOKYMEHTA JIUIIO BPEMEHHO
OTCYTCTBYET (OTIYCK, 00JI€3Hb, KOMaHIUPOBKA) WIIH JOJKHOCTh BAKaHTHA, TO JOKYMEHT IOJIITUCHIBAET
COTPYJIHUK, YIIOJTHOMOYEHHBIN Ha MTOANKUCAHUE B COOTBETCTBUHU C PACTIOPATUTEIBHBIM JJOKYMEHTOM HIIN
HA/ICJICHHBIM MOJIHOMOYHUSMH, YCTaHOBJIEHHBIMU Hpuka3oM LIIKombl wiu ydpeautens, ¢ yKazaHHEM
CBOEH JIOJDKHOCTH U TIOJTHOMOYHSI, HAIlpUMep:

3amecmumens oupekmopa noonucv U.0. amunus

WITH:

HUcnonusrowuii 0oszannocmu oupekmopa noonucs M.0. @amunus

WIH

u.0. oupekmopa noonucs 1.0. @amunus

PexBuzut "llogmuchk MOMKHOCTHOTO Jna" MOXET ObITh O(OpMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKYMEHTa (HarmpuMmep, pu HAIIMCAaHUM CIIY>KEOHOM 3aIMCKU 0€3 MPUMEHEHUSI TEXHUUYECKUX CPE/ICTB)
1160 0hOPMIICH C KCIIOTB30BAHIEM TEXHHUECKUX CPE/ICTB.

B cnydae odopmiienust pekBusuta "lloanuck H0MKHOCTHOTO JUIA" ¢ UCTIOIB30BAHUEM TEXHUYECKUX
CPEICTB BUJA U pa3Mep mpudra yKa3aHHOTO PEKBU3UTAa HE MOXKET OTIMYAThCci OT BHJAA U pa3Mepa
prdTa OCHOBHOTO TEKCTa JOKYMEHTA.

PexBuzut "Iloanucek HOMKHOCTHOTO JHIA" OTAENSAETCS OT TEKCTa TPEMS UM YETHIPbMS OJUHAPHBIMU
MEXIYCTPOUYHBIMU HHTEPBATAMH.

28. [leuatn

[leyats sBisieTcs CrOCOOOM TMOATBEPXKIACHHUS TMOJIMHHOCTH TOJMUCH JOJDKHOCTHOTO JIMIIA Ha
nokymente. [leyats cTraBUTCS Ha TOKYMEHTAX B CIydasx, IPEeIyCMOTPEHHBIX 3aKOHOJATEIbHBIMHU WIIN
WHBIMH HOPMATHBHBIMU MPaBOBbIMH akTamu. [leuaTh cTaBUTCS Ha CBOOOJHOM OT TEKCTa MeECTe, Ipu
STOM OTTHUCK NIE€YaTH HE 3aXBaThIBACT JIMYHOU MOANUCH JTOJKHOCTHOTO JIUIA MTOANKMCABILIETO TOKYMEHT,
Wi B Mecte, o0o3HaueHHOM «MID» («Mecto neuatn»). B nokymeHTax, MOArOTOBIEHHBIX HA OCHOBE
YHU(UIUPOBaHHBIX (OpM, MedaTh CTaBUTCA B MecTe, 0003HaueHHOM oTMeTkoil "MII" umu uHBIM
o0Opazom.

29. OT™meTKa 00 UCTIOIHUTENE

OtMmetka 00 ucnioHUTENE (ABTOPE) TOKYMEHTA MpOCTaBisieTcs Ha mucbMax [IKkosbl B JIeBOM HUKHEM
YTy JIAIEBOW CTOPOHBI MOCIIETHETO JIUCTA JOKYMEHTA OT TPAHMIIBI JIEBOTO TIOJIS HITH, IIPH OTCYTCTBUHU
MecTa, - Ha OOOpOTHOW cTOpoHE BHH3Y cieBa. OTMeTka BKIOYaeT (HaMWINIO, UMs, OTYECTBO
UCTIOJTHUTENSI W HOMEp ero TeledoHa, a TakKe OTMETKAa 00 WCIIONHUTENE MOXKET OMOIHATHCS
HAaMEHOBAHHEM JIOJDKHOCTH U DJICKTPOHHBIM aJpECOM HCIIOTHUTEIIS.

[Tpumep:

Hsanoe Hsan Hsanosuu, cneyuanucm no oxpane mpyoa (888) 888-88-88, lvanov@mail.ru 30.

30. OT™meTKa 0 3aBepeHHH KOITHH

Jlis monTBEp>KIIEHUSI COOTBETCTBHSI KOMWU (BBIMUCKU U3 JOKYMEHTA) MOAJUHHUKY JOKYMEHTa Ha
MOCJeTHEM JIUCTE€ KOMWUU (BBIMMCKM M3 JOKyMeHTa) moja pekBusutoM "lTlommuce" odopmisercs
pekBu3nT «OTMETKa O 3aBEPEHUN KOTIUN».

OTMeTKka O 3aBEpPeHUMH KONHMM BKIIOYACT: CJI0BO «BepHo», HauMeHOBaHWE JOJDKHOCTH JIMILIA,
3aBEPHBILETO KOO, COOCTBEHHOPYYHYIO MOANUCH, PACHIM(POBKY MOANUCH (MHULIUANBI, (aMUITHIO),
JaTy 3aBepeHHs KOMTUHM JOKYMEHTA.

PexBu3ut «OTMETKa O 3aBEpEHHH KOIHUM» MOXKET ObITh OQOpMIIEHa OT PYKH HJIM C UCIOJIb30BAHUEM
mramna. JlomyckaeTcst 3aBepsATh KaK/bli JIUCT MHOTOCTPAHUYHOM KOITUH JJOKYMEHTA.

31. OTMeTKa 0 NOCTYIJIEHUU TOKYMEHTA
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OTMeTka O TOCTYIUICHUH JOKYMEHTA COJEPKHUT BXONSIIUA PEruCTPAllMOHHBIA HOMEp U JaTy
MOCTYIJICHU JOKyMeHTa. JlomyckaeTcs yka3aHHE YacOB W MHUHYT IIOCTYIUICHHS JTOKYMEHTa C
3aBEPEHUEM TOJMUCAMH 3aMHTEPECOBAHHBIX JUIl. OTMETKa O TOCTYIUICHHH JTOKYMEHTa MOYET
MIPOCTABJISITHCS C MCIIOJIb30BAaHUEM IIITAMIIA.

32. Pe3omronus

Pesomronust conepKUT ykazaHHE 110 UCIIOJIHEHHIO JoKyMeHTa. OHa oopmisieTcss Ha CBOOOTHOM MECTe
pabouero mois JOKyMeHTa. Pe3osrorust BKiO4aer B ceOs: (aMUINIO0, WHUIMAIBI HCTIOJTHUTENSA
(ucnosmHUTENIEH), MOPYYCHHUE IO JOKYMEHTY, MOJMKCH aBTOpa PE30IIONUU U JaTy OGOPMIICHHS
pe3ouonun. Pe3omronus, Mo yCMOTPEHUIO JINIIA, JAFOIIETO MOPYUYCHUE, MOXKET BKIIOYATh B CE0S TaKXKe
CPOK MCTIOJIHEHHUS IOKYMEHTA.
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o0pa3eln MCXOASIIETr0 JOKYMEHTa

MyHunumnaibsHOe aBTOHOMHOE
0011e00pa30BaTEIBHOE YUPEKICHUE
«Cpennss obmeodbpazoBatenbHas [Ikoma Ne
4»

(MAQY COIII Ne 4)
Cogerckas, yn. 1. 20-B
CaepamnoBckas oomactb 1. [lepBoypanbcek,
623101
Ten./daxkc: (3439) 64 — 11 — 60
e-mail: aa-vet@yandex.ru
OKITIO 41753125 OT'PH 1036601472632
WHH/KIIIT 6625017390/668401001
Ot 15.02.2021 Ne 052

Ha Ne oT

VBaxaemasa NO!

Teno nucrMma

Jupekrop O.I'. BopoObeBa

21

[Tpunoxenue 2

Hauvanbauky

VYupasienus o0pazoBaHus
I'O IlepBoypanbck

Nnoo


mailto:aa-vet@yandex.ru

Oo0pa3zen opopmiieHHsI MPOTOKOIA

MYHULUITAJIBHOE ABTOHOMHOE OBIIIEOBPA30BATEJIBHOE VUPEXJIEHUE
«CPEJIHSISI OBLLIEOBPA3OBATEJILHAS IIIKOJIA Ne 45
(MAOY COIII Ne 4)

ITPOTOKOJI Ne

I'. IlepBoypasibCck Hara

[Ipencenarens - N.0. ®amumnus
Cexperapsb - 1.0. Gamunus
[IpucyrcrBoBanu: 30 yenoBek

I1o nepBoMy BOIIPOCY CITyLIANIH:
N.O. ®damunms - TEKCT AOKIAAa MPUIIaracTcs
BBICTYIINJIA:
N.O. ®damunus - KpaTKas 3allich BBICTYIUICHUS
N.O. ®damunus - KpaTKas 3alnch BbICTYIUICHUS

PCSYHbTaTBI TroJ10COBaHUA:

Pemenne:
1.
2.

I1o BTOpOMY BOMIPOCY CITYIIAJIN:
BBICTYIINJIU:

P€3YJ'IBT3TBI TOJIOCOBaHMUA:

Pemenne:

1.

2.
IIpeacenarens IToamnuce Pacmm¢poBka noanucu
Cekperapb ITognuce Pacimmdposka noanucu
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[Ipunoxenue 3

Vuudunuposannas popma Ne T-1
VrBepxkaena [Tocranosienuem I'ockomcrara Poccun
or 05.01.2004 Ne 1

Kon
dopma mo OKY]] 0301001
no OKIIO
(HauMeHOBaHME OPraHU3aLUH)
Homep nokymenta | [lara cocraBnenus
ITPUKA3
(pacnopsizkeHue)
0 npueMe padOTHHKA Ha padoTy
Jlara
IIpunsaTe Ha pabdoTy c
o

TabenpHbIIT HOMED

(pammust, UM, OTIECTBO)

(cTpyKTypHOE Mogpa3eIeHue)

(OJDKHOCTB (CHenUanbHOCT, podeccus), pa3psil, Kiace (KaTeropus) KBaan(HKaIum)

(ycnoBusi mpuema Ha paboTy, XapakTep paboTsl)

¢ Tapr(HOH CTaBKOH (OKJIaTOM) pyo. KOIL
(cppaim)
HaA0aBKOM pyo. KOII.
(umdpanmn)
C WCIIBITAHUEM Ha CPOK Mecsa(eB)
OcHoBaHue:
TpynoBoii rorosop or “ ”? 20 r. Ne
PykoBoauTenb opranusanmuu
(TOIDKHOCTBD) (MMYHAS TTOTUCH) (pacumgpoBKa MoK CH)
C nmpuxa3oM (pacnopsizkeHueM) paGoTHUK 03HAKOMJIEH “ ? 20 T.

23

(MMYHas TTOMUCH)




Yuudunuposannas popma Ne T-5
VYrBepxaena ITocranosnennem I'ockomcrara Poccun

or 05.01.2004 Ne 1
Kon
®dopma o OKVY ]| 0301004
o OKIIO

(HauMEHOBaHMEe OpraHU3aLuH)

Homep nokymenta | [laTa cocraBiieHUs

ITPUKA3
(pacnopsizkeHue)
0 nepeBoje padOTHUKA HA APYIyI0 padoTy

Jlara

IlepeBecTr Ha apyryr padory c
110

TabenpHBII HOMED

(pamumus, uMs, OTIECTBO)

(Bun nepeBoza (MMOCTOSIHHO, BPEMEHHO))

IIpexxnee mecTo

(CTpYKTYpHOE Mopa3ieieHne)
paboTh

(momKkHOCTH (CrIenUanbHOCTD, Tpodeccus), pa3psii, Kiace (KaTeropust) KBamuduKkamnum)

(mpr4rHa nepeBoja)

(CTpYKTYpHOE MOpa3ieieHue)
Hosoe mecto

pa6OTLI (momKHOCTB (CrIenUanbHOCTb, Tpodeccus), pa3psi, Kiace (KaTeropust) KBanudukanmm)

TapudHas craBka (OKIaz)

pyo. KOIL.
(macppamn)
HagbaBKa pyo. KOIL.
(acppamn)
OcHoBanue:
HM3MEHEHHE K TPYJIOBOMY AOTOBOPY OT ? 20 r. Ne ; WA
JIpYrod JOKyMEHT
(OKyMeHT (3asBJICHUE, MEAUIIHCKOE 3aKII0YEHHE U TIP.))
PykoBoauTenb opranuzanuu
(OIKHOCTB) (JIMYHAS TOJNHUCH) (pacumdpoBKa MONUCH)
C npuka3som (pacnopsizkeHHeM) padOTHUK 03HAKOMJIEH «“ ? 20 T.

(JTMYHAS TOJNHUCB)
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Yuuduuuposanuas ¢popma Ne T-6
VrBepikaeHa mocraHoBIeHHeM ['ockomcrata Poccun

or 05.01.2004 Ne 1
Kog
®opma o OKVY /] 0301005
o OKTIO

IIpenocTaBuTH OTHYCK

(HauMEHOBaHHE OPraHU3aLUM)

Howmep mokymenTa | Jlata cocraBieHus

ITPUKA3
(pacnopsiskenue)
0 NpeI0CTABJICHNHU OTIyCKA Pa0OTHUKY

TabenbHbII HOMED

(pamusmst, HMs1, OTIECTBO)

(CTpYKTYpHOE IoJIpa3/iesieH e)

3a Tepuos paboThI ¢

A. eXeroJiHbplii OCHOBHOH OIUIaUYMBaE€MbIN OTIYCK Ha

u (nn)

b.

(IOIDKHOCTE (CrenuanbHOCT, Hpodeccust))

20 r. mo “ ” 20 I.

113 2

KaJICHJapHBIX THEH

20 r. mo “ ” 20 I.

Ha

(esxero/HbIi TOMOIHUTEIBHBINH ONJIAYNBAEMBIi OTITYCK, YUeOHBI, 6€3 coXpaHeHus 3apaboTHOM IUIaThl U Jpyrue (yKa3arb))

KaJIeHJapHBIX THEH

20 r. mo “ ” 20 I.

c 20 I. 10

KaJIeHJapHBIX THEH

20 T.

PykoBomuTeb opranusanuu

(TOIKHOCTB) (JIMYHAS TOJINKCh)

C npuxa3zom (pacnopsizkeHHeM) pa00THUK 03HAKOMJICH

(JIMYHAs TOJITHCB)
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(pacmmQpoBKa IIOAIHCH)
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Vaubuuposannas Gpopma Ne T-8
VYreepikaena [TocranoBnenuem I'ockomcrata Poccun
ot 05.01.04 Ne 1

Kon
®dopma o OKV/]] 0301006
o OKIIO

(HauMEHOBaHME OpraHU3aLnH)

Howmep noxkymenta | Jlata coctaBineHust

ITPUKA3
(pacnopsizkeHue)
0 NMpeKpaleHuy (PacTOPKEeHNH) TPYAOBOI0 10roBopa ¢ padoTHMKOM (YBOJIbHEHHH)

IIpexkpaTuTs AeiicTBHE TPYAOBOIO0 A0roBopa oT “ ” 20 r. Ne ,

YBOJIMTH * ” 20 T.

(HEeHY)KHOE 3a4EPKHYTh)

TabenpHBII HOMED

(pamumus, UMs, OTIECTBO)

(CTpYKTYpHOE MOpa3/ieieHne)

(momwkHOCTH (CrIenuanbHOCTb, Tpodeccus), pa3psia, Kiace (KaTeropus) KBanupuKarmm)

(ocHOBaHME MpeKpalleHus (PaCTOPIKEHHUs) TPYLOBOr0 1OrOBOpa (YBOJILHEHUS))

OcHoBaHMe (IOKYMEHT,
HOMEp, JaTa):

(SEHBHGHI/IC pa6OTHI/IKa, cny)lce6Has{ 3alMCKa, MCIUOHUHCKOC 3aKIFOYCHUC U T.,H.)

PykoBoauTenb opranusanmuu

(OIKHOCTB) (JIMYHAS TOJINHUCB) (pacumdpoBKa MOANNCH)

C npukazom (pacnopsizkeHneM) padlOTHHK 03HAKOMJIEH «“ ? 20 r.

(JIMYHAS TOJNHUCH)

MoTHBHPOBaHHOE MHEHHE BEIOOPHOTO
PO COIO3HOTO OpraHa B MICEMEHHOH (hopMme
(ot ”? 20 r. Ne ) paccMOTpEeHO

113
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Yuudunuposanuas ¢popma Ne T-9
VrBepxnaena [Tocranosinennem ['ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon

®dopma mo OKY /] 0301022

o OKIIO

(HaMeHOBaHME OpraHU3alUN)

Homep mokymenta | [lata coctaBieHus

ITPUKA3
(pacnopsiskeHue)
0 HanpaBJieHUH Pa0OTHUKA B KOMAHIUPOBKY

Hal'lpaBI/lTb B KOMaHIUPOBKY:

TabenbHbII HOMED

(pamummst, HMs, OTIECTBO)

(CTpYKTYpHOE IoJIpa3/iesIeH e)

(IOIDKHOCTE (CIIenUanbHOCTh, Hpodeccust))

(MecTo Ha3Ha4eHUs (CTpaHa, FOPOX, OPraHHU3aINs))

CPOKOM Ha KaJIeHIapHbBIX JTHEH
c ” 20 r. mo“ ” 20 I.
C IETEI0

KOMaHZ[PIpOBKa 3a CUCT CPCACTB

(yKxa3aTh HCTOYHHK (DHHAHCHPOBAHUS)

OcHoBaHue (JOKyMEHT, HOMEp, 1aTa):

(cyxeGHOE 3a1aHKe, IPYroe OCHOBaHHE (YKa3aTh))

PykoBoauTe b Oprannzanun

(IOIDKHOCTB) (JIMYHAs TOATHCE) (pacum(poBKa IIOAIIHCH)

C nmpuxa3zom (pacnopsizkeHHeM) paG0THHK 03HAKOMJICH “ ” 20 L.
(JIMYHAS TOJINUCB)
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Yuudunuposannas popma Ne T-11
VrBepxnena [locranosiaenuem I'ockomcrara
Poccun

ot 05.01.2004 Ne 1

Kon
®opma 1o
OKVY [ 0301026
o OKIIO
(HaMMEHOBaHHE OPraHU3aINN)
Howmep [Hara
JOKYMCHTA COCTAaBJICHUA
INPUKA3
(pacnopsizkenme)
0 NMOOLIPEeHNH PA0OTHUKA
TabenbHbIH
HOMEP
(bamumst, uMs1, OTYECTBO)
(cTpyKTYpHOE HOApa3/eleHue)
(OJDKHOCTB (CHEHAIBHOCTD, IPO(eccus))
(MOTHB MOOLIPEHUS)
(Bux noompenus (61arofapHOCTb, LIEHHBIN MOJAPOK, IPEMHUS U ApP. — YKa3aTh))
B CyMMe
(nponucbto)
pyo. KOII.
KOII.
( pyo. )
(macppantir)
OcHoBaHue: mpeaACTaBJICHUE
PyxoBoaguresn
OpraHu3anuu
(OIKHOCTB) (JIMYHAst TOAIKCH) (pacudpoBKa HOAIUCH)
C npuka3om (pacnopsizkeHueM) pa0OTHHK
03HAKOMJICH “ ” 20 T.

(J1MYHas MOIKCH)
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O0pasen npuka3sa

MYHULITIAJIBHOE ABTOHOMHOE OBILEOBPA30BATEJILHOE YUPEXJIEHUE
«CPEJTHSIST OBLLIEOBPA30BATEJILHASI LITKOJIA Ne 4»
(MAOY COII Ne 4)

I[TPUKA3

Hara Howmep

r. [lepBoypaiibCck

Ha ocuoBanuum ............
[TPUKA3BIBAIO:

1.
2. Kontpons ...........

Hupexrop N.O0.®amunus

C IMPUKA30M O3HAKOMIJICHBI:

JIOKHOCTH OUO
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