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1 O0JsacTh NpUMeHeHus!

1.1 HHCcTpyKnMs 1O Jelonpou3BOACTBY (mamee — HHcTpykmusi) B
dbenepaibHOM TroCyJapCTBEHHOM  OIOXKETHOM  0Opa30BaTEIbHOM  YUPEXKIIEHUU
BbICIIETO  oOpa3oBaHus  «tOro-3amajgHblii  roCyJapCTBEHHBI  YHUBEPCUTET»
(manee — YHuUBepcuUTET) pa3paboTaHa B LEISX COBEPIICHCTBOBAHUS JIETIONPOU3BOICTBA
U TIOBBIICHUS 3(PHEKTUBHOCTH PabOTHI C JTOKYMEHTAMH ITyTEM pPErIaMCHTAllMA Ha
€IMHOW MPaBOBOM W METOJAUYECKOM OCHOBE MPaBWJI MNOATOTOBKHA JIOKYMEHTOB,
TEXHOJOTUNA pabOThl ¢ HUMH, OpPTraHU3alUd UX TEKYIIETrO XPaHEHUs] U MOATOTOBKH K
nepeaye B apXuB YHUBEPCUTETA.

1.2 WHCTpyKIusT yCTaHaBIMBaeT TpeOOBaHMS K  JOKYMEHTHPOBAHHIO
VIOPABJICHUECKOW JIEATEIbHOCTH W  OpraHu3alu paboThl C JOKyMEHTaMu B
JIEIONPOU3BOJICTBE YHUBEPCHUTETA.

1.3 TlonoxkeHUs MHCTPYKIIMK PACIIPOCTPAHSIOTCS HA OPraHU3aIUI0 PaOOTHI C
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIMU IOKYMEHTAMU HE3aBUCHUMO OT BUJA HOCHUTEIIS,
BKJIIOYAs TMOATOTOBKY, PETUCTPALMIO, YYET U KOHTPOJIb HCIIOJHEHHS! JOKYMEHTOB,
OpraHM3alMI0 X TEKYIIEr0 XPaHEHWs, OCYLIECTBISIEMbIE, B TOM YHCIIE C MTOMOIIBIO
UH(OPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHH.

1.4 OcobOeHHOCTM oOpraHu3alMk padOThl C JOKYMEHTaMH, COACpPKAIUMHU
MH(QOpMAIIMIO OrPAaHUYEHHOTO JOCTyma (KOMMEpPYECKYI0 TaliHy, HEpCOHAIbHbBIC
JIaHHBIC, JJISI CIIYKEOHOTO TMOJIb30BaHUsI U MHYI0 KOH(QUICHIMAIBHYIO MH()OPMAIINIO),
pPEryJIUPYIOTCS OTHACJIbHBIMU JIOKAJbHBIMUA aKTaMH, YTBEPXKIAEMBIMU PEKTOPOM
YHUBEPCUTETA.

[Topsimok opraHuzanMud W BEJACHUS CEKPETHOrO JIeJIONPOU3BOJICTBA B
YHuBepcUuTeTe OCYIIECTBISIETCS B COOTBETCTBUM ¢ MHCTpyKumer mo oOecreueHuto
pexnma cekpetHoctd B Poccuiickort denepannu, yTBEPKIACHHOW IMOCTAHOBICHUEM
[IpaButenncTBa Poccutickoit @eaepanuu ot 5 siuBaps 2004 r. Ne3-1.

2 HopMaTuBHBIE CCHLIKH

2.1 HHcTpykius pa3paboTaHa Ha OCHOBE:

— ®enepanbHoro 3akoHa ot 22.10.2004 Nel25-®3 «OO0 apxuBHOM €€ B
Poccutickon ®@enepanum»;

= @enepanbHoro  3akoHa ot 02.05.2006  Ne59-®3  «O nopsiake
paccMoTpeHust oopareHuid rpaxkaad Poccutickoit denepanmmny;

= ®enepanpHoro 3akoHa oT 27.07.2006 Nel49-®3 «O6 undopmanuu,
MH()OPMAIIMOHHBIX TEXHOJIOTHAX U O 3alllUTe UHPOpMAITUN»;

— @enepanbHOoro 3akoHa ot 29.07.2004 N 98-®3 «O koMMepuecKou
TanHey,

— [IpuMepHON MHCTPYKUHMH IO JAEJIONPOU3BOJCTBY B TI'OCY/IapCTBEHHBIX
opranu3zaiusax (yrB. [Ipukazom Pocapxuea ot 11.04.2018 Ned4);

— 'OCT P 7.0.8-2025 «Cucrema craHmapToB 10 HH(POPMAIINH,
OMOIMOTEUHOMY M HU3JATENbCKOMY Jeiy. Jlenonpou3BOACTBO M apXHUBHOE JEIO.
TepMUHBI U OnIpEAETICHNUS,;
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— 'OCT P 7.097-2025 «Cucrema crangapToB 1o uH(pOpMaLUH,
OMOIMOTEYHOMY U M3AaTelbCKoMy Aely. OpraHu3allMOHHO-PACcIOpPSAUTEIbHAS
nokyMeHTanus. TpeboBaHusl K OPOPMIIEHHUIO TOKYMEHTOBY. @

- [IpaBun oOka3zaHMsl YCIyr IIOYTOBOM CBSI3U, YTBEPKIEHHBIX IPUKA30M
MunuctepcTBa u(poBOro pa3BUTHs, CBA3M U MAaCCOBBIX KOMMYHUKalui Poccuiickoit @
Oenepanuu ot 17 anpenst 2023 r. No382;

— [IpaBun  opraHu3auuMyd  XpaHEHHs, KOMIUIEKTOBaHMUS, Yy4yé€ta WU
UCIOJb30BaHUsl JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit @enepanuu U Ipyrux
apXMBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO @
camoynpasiieHuss U opraHmzauusx (yrB. Ilpuxazom @PenepanbHOro apXUBHOIO
arertctBa ot 31 utosnsa 2023 r. Ne77).

3 TepMuHBI U onIpeaeieHHsl, COKPAIIEeHUsSI M 0003HAYEHUS

3.1 TepMuHbI U onpeeIeHust

B wacrosmen MHCTpyKIMM MCHOJB3YIOTCS — CIEAYIOIIME TEPMHUHBI U
ONPEICIICHHUS:

ABTOp AOKYMEHTA - OpraHH3alys, IOJDKHOCTHOE JIMIO WM TPaKIaHWH,
CO3/JaBILIHE TOKYMEHT.

AKT - JIOKYMEHT, COCTAaBJICHHBIA HECKOJIBKUMU JIMLIAMHU ISl MTOATBEPKICHUS
YCTaHOBJIEHHOTO (paKTa, COOBITHUS, AEUCTBUS.

BJiiaHk JoKyMeHTa - TUCT Oymaru Win 3JIEKTPOHHBIN a0JOH ¢ peKBU3UTaMHU,
UACHTU(PULIMPYIOMMMHU aBTOPa OPUIHATIBHOTO TOKYMEHTA.

Bua fmokymMeHTa - KIacCU(UKAlMOHHOE  TOHATHE, 00O3Hayaroiee
IIPUHAJICKHOCTh JTOKYMEHTA K ONPENEICHHOW TIpyIIle JOKYMEHTOB II0 IPU3HAKY
OOLTHOCTH (PYHKITMOHAILHOTO Ha3HAYCHUSI.

l'apanTniiHOe NHMCBMO - JOKYMEHT, OOECHeYMBAIOIIMNA  HUCHOJIHEHHE
U3JI0)KEHHBIX B HEM 003aTENbCTB.

JleJ10 - TOKYMEHT WM COBOKYITHOCTH JOKYMEHTOB, OTHOCSUIMXCS K OJHOMY
BOIIPOCY WJIM YHACTKY JI€ATEIbHOCTH, IOMEIEHHBIX B OTACIBbHYIO O0JIOKKY.

JleJIonpou3BOACTBO - JEATEIBHOCTb, O0ECIEeUMBAIONIas JTOKYMEHTUPOBAHHE,
JIOKyMEHTOOOOPOT, ONIEPATUBHOE XPAHEHUE U UCIIOJIb30BAaHUE TOKYMEHTOB.

JlokjaaaHas 3ammcka — 3TO HH(POPMAIMOHHO-CIIPABOYHBIA  JTOKYMEHT,
aZpECOBAHHBIN PYKOBOAUTENIO, HAYAJIbHUKY OT/IEJa, HHBIM YIIOJJHOMOYEHHBIM JIMLAM.

JIoKyMeHT - 3apuKCHUpOBaHHas Ha HocuTenae MHGPOpMalUs C PEKBU3UTaMH,
MO3BOJIAIOIIMMU €€ UIEHTU(PHUIIUPOBATS.

JIOKyMeHTHPOBaHUe - 3alKcCh UH(OpPMALMKU Ha HOCHUTENE MO YCTAaHOBJICHHBIM
paBUJIaM.

JIOKyMEHTO0000pOT - NBWKEHHE JTOKYMEHTOB B OpraHM3allid C MOMEHTa HX
CO3JIaHUsI WX MOJYYECHUS 10 3aBEPLICHUS HCIIOJIHEHUS UJIN OTIPABKH.

3aBepeHHass Konusi JAOKYMEHTa — KONMS JOKYMEHTa, Ha KOTOpOM B
COOTBETCTBUM  C  YCTAHOBJIEHHBIM  IOPSAKOM  TPOCTABIEHBI  PEKBU3UTHI,
00eCIeynBaloIINe €€ IPUINYECKYIO0 3HAUUMOCTb.
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NHCcTpyKIUs - HOPMATUBHBIA JOKYMEHT, B KOTOPOM H3JIarae€Tcs MOPsIOK
OCYUIECTBJICHUSI KAKOW-IMOO NEATeNbHOCTH JOHKHOCTHBIMU JIMIIAMU M TOPSAIOK
MIPUMEHEHUS MTOJIOKEHUN U IPYTUX HOPMATUBHBIX AKTOB.

Konusi 1okyMeHTa - 3K3EMIUIAP JOKYMEHTA, MOJHOCTHIO BOCHPOU3BOISALIUN
uH(OpMAIUIO MOAJIMHHUKA TOKYMEHTA.

HomenkiaaTrypa pges - CHCTEMaTU3MPOBAHHBIM IEPEYEHb 3arojOBKOB JIEII,
CO3/1aBAEMBIX B YHUBEPCUTETE, C YKa3aHUEM CPOKOB UX XPAHCHHS.

OO0bsicHUTeIbHASL 3alIUCKA — JOKYMEHT, B KOTOPOM COCTaBUTEIb MOSICHSIET
Kakue-muoo0 nercTBys, (aKThl UK MPOUCIIESCTBHUE.

Odopmienne JAOKyMeHTa — TIPOCTABICHUE HEOOXOIUMBIX PEKBU3UTOB,
YCTAHOBJICHHBIX MIPaBUJIAMU JOKYMEHTUPOBAHUS.

IoaJIMHHUK JOKYMEHTA - IEPBbIM WA €IMHCTBEHHBIN 3K3EMIUISP TOKYMEHTA.

IIpuka3 - npaBoBOil aKkT, U3aBaEMblii PEKTOPOM (IIPOPEKTOPOM) YHUBEPCUTETA
JUJIS1 PEIIEHUSI OCHOBHBIX M ONEPATUBHBIX 3a7a4, CTOAIINUX MEPE] YHUBEPCUTETOM.

IIpoToKoJ - JOKYMEHT, B KOTOPOM (PUKCUPYETCS XOJ 00CYKIEHUSI BOIPOCOB U
NPUHATUS PEIICHUW Ha CcOOpaHUsX, COBCIIAHUAX, KOH(PEPEHIMSX U 3acelaHusIX
KOJIJIErHaJIbHBIX OPTaHOB.

PacnopsizkeHue - JOKYMEHTUPOBAHHOE YIIPABIECHUYECKOE pEIICHHE IO
ONEPATUBHBIM, OPTaHU3alMOHHBIM, KAaJpPOBBIM M APYTMM BONpPOCAM BHYTPEHHEH
paboThl YHUBEPCUTETA.

Perucrpanmusi JA0KyMeHTa - TIPUCBOCHHE JIOKYMEHTY PErUCTPAlMOHHOIO
HOMEpa, BHECCHUE JAaHHBIX O JOKYMEHTE B PETUCTPALIMOHHO-YUETHYIO (hOopMYy.

PexkBU3UT JOKYMEHTA - 3JIEMEHT O(POPMIICHHS JOKYMEHTA.

CucreMa Me:XBeIOMCTBEHHOI'0 3JIEKTPOHHOI0 JoKyMeHTooO0opoTa (M3/10)
- (¢enepanbHas UHPOpPMAIMOHHAS CHUCTEMa, MpeAHA3HA4YCHHas [JIsi OpraHU3aluu
B3aMMOJICUCTBUSL CHUCTEM DJIIEKTPOHHOTO JAOKyMeHToobopotra (C3J]) yyacTHUKOB
MEXBEJIOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

CucremMa 3J1eKTPOHHOTO AokyMeHTooOopora (CIl) - opraHuzaldoOHHO-
TEXHUYECKasi cucTeMa, 00ecTeurnBaroIias mpoIecc CO3aHusl, yIPaBICHHs TOCTYIIOM U
paclpoCTpaHEHUs 3JIEKTPOHHBIX JIOKYMEHTOB B KOMIIBIOTEPHBIX CETSX, a TaKXKe
o0ecIeynBaroIasi KOHTPOJIb HaJl TOTOKaMHU JJOKYMEHTOB B YHUBEPCUTETE.

Cay:xk0a aejI0OMPOU3BOACTBA - CTPYKTYPHOE MOAPA3JECICHUE, HAa KOTOPOE
BO3JIOXKEHBI (DYHKITUU 10 BEJICHUIO JEJIOMPOU3BOCTBA, & TAKXKE JINIIA, OTBETCTBEHHBIC
3a BEJCHUE JICJOMPOU3BOACTBA B JIPYIMX CTPYKTYPHBIX  MOJpa3IesICHUSIX
YHUBEPCUTETA.

CayxeOHass 3anMcka - 3T0 HMH(POPMALMOHHO-CIPABOYHBIA JTOKYMEHT MJIs
ONepaTUBHOTO MH(GOPMAIMOHHOTO OOMEHA MEXIY CTPYKTYPHBIMU MOJIpa3aeICHUSIMU
Y JTOJDKHOCTHBIMH JIMIIAMHU YHHUBEPCUTETA, KOTOPBIE HE TOUMUHSIIOTCS IPYT IPYTY.

ConpoBoauTeibHOE MUCHMO - JOKYMEHT, KOTOPBIM MHGOPMUPYET ajpecara o
HaIpaBJICHUU K HEMY MPUJIAra€MbIX K MUCbMY JIOKYMEHTOB.

YuuduunupoBanuass ¢opma JoKymMeHTa -  (QopmMynap  JAOKYMEHTa
OMPEICICHHOTO BUJA, COICP KAl MOCTOSSHHYIO YacTh TEKCTA.

dakcorpamma — rmnoiydaemass Ha OyMa)XHOM HOCUTEJE KOMHUS JTOKyMEHTa
(mucbMeHHOTO, Tpaduyueckoro W T.I.), MEpPeJaHHOTO MO KaHaiaMm (PaKCUMHJIbHON
CBSI3U.
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dopMupoBaHue Aejia — rPyNIUPOBKA HCIOJHEHHBIX JIOKYMEHTOB B JI€JIO B
COOTBETCTBUM C HOMEHKJIATYPOU JIEJI U UX CUCTeMaTU3allisl BHYTPH Jiela.

Ila6son Oganka (YHH(UUUPOBAHHOW (OpPMBI JAOKYMeHTa) - OJIaHK
JIOKyMEHTA, MPEICTABICHHBIN B 3JIEKTPOHHOU popme.

JKCHepTH3a IEHHOCTH JOKYMEHTOB - M3yY€HHUE JOKYMEHTOB Ha OCHOBAHHUHU
KPUTEPHUEB UX IIECHHOCTH ISl OMIPE/IeNIEHUs CPOKOB XPaHEHUSI TOKYMEHTOB.

DJIEKTPOHHASI KONMS JOKYMEHTa - KONUs JOKYMEHTa, CoO3JaHHas B
AJIEKTPOHHOU (hopMme.

DuiekTpoHHAasi HU(PoBass MOANMMUCH - PEKBU3UT JJIEKTPOHHOTO JOKYMEHTA,
MpeAHA3HAYCHHBIN JJIs1 3alllUThl JTAHHOTO JJICKTPOHHOTO JOKYMEHTAa OT MOJJIEIKH,
MOJIYYCHHBIA B pe3yJibTaTe KpuUnTorpaduaeckoro mpeodOpasoBaHusi WHDOpMAIUu C
UCIIONb30BAaHUEM  3aKPBITOTO  KII0Ya JJIEKTPOHHOW 1HU(POBOM TOANUCH U
MO3BOJISIONINN UACHTU(DUITMPOBATE BIaAeIblla cepTU(hUKaTa KIF04a TOIHCH, a TAaKKe
YCTaHOBUTH OTCYTCTBUE MCKAKEHUSI HHPOPMAIIUU B SJICKTPOHHOM JIOKYMEHTE.

JJIeKTPOHHOE  NMUCbMO  (JIEKTPOHHOE  COO0IIeHue) -  JOKYMEHT
MH(OPMAIMOHHO-CITPABOYHOIO  XapakTepa, IepelaBacMblii M  TOJy4aeMbId 110
AIEKTPOHHOM MOUTE.

DJIEKTPOHHBII TOKYMEHT - JIOKYMEHT, HH(OpMaIusi KOTOPOro MpecTaBieHa B
AIIEKTPOHHOM (hopme.

Opuauyeckasi cmwjia JOKyMEHTa - CBOMCTBO O(HUIIMAIBHOTO JTOKYMEHTa
BBI3BIBATh MTPABOBbBIC MMOCIIECTBHUS.

3.2 CokpamieHusi 1 0003HAYEHMS

ApxuBynpaBJieHue — apxuBHoe yrnpaienue Kypckoi obnactu.

Munoopuaykn Poccum — MUHHCTEPCTBO HAyKM M BBICHIEr0 OOpa3oBaHUs
Poccuiickon ®@enepanumu.

IIporpamma y4dera JOKYMEHTalluM — I[IporpaMMma aBTOMAaTH3allMU yueTra
UCXOMSIIEHN, BXOISIIEN U BHYTPEHHEN PACIIOPSAUTEIBHON JOKYMEHTALINH.

Pocapxus — @enepanbHOE apXUBHOE areHTCTBO.

CI/Jl — cuctema 3IeKTPOHHOTO JOKYMEHTO00O0pOTa.

IK — nmoCTOSHHO nelcTBYIONIAas SKCIIEPTHAS KOMUCCHS.

IIIK — 5KkcnepTHO-NPOBEPOYHAST KOMUCCHSI.

M3J10 - CucreMa MEeXBEOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTO000pOTA.

JIPK - snekTpoHHAs perucTpalroHHasl KapToyKa.

IO3I'Y, VYHuBepcuter — denepaabHOe TOCYJIapCTBEHHOE OHOJKETHOE
oOpa3oBaTeIbHOE  YUPSKICHHUE  BBICIIETO oOpa3zoBaHUs «HOro-3anaaHblit
rOCyAapCTBEHHBIA YHUBEPCUTETY.

4  OO1mme MOJIOKECHUA
4.1 Opranuzanusi, BEJICHUE W COBEPIICHCTBOBAHMUE JICJIONPOU3BOJICTBA Ha

OCHOBE  €IMHOM  TIOJUTHUKA W  NPUHLOWUINOB, IPUMEHEHUE  COBPEMEHHBIX
WHOOPMAITMOHHBIX TEXHOJOTUA B paboTe C JOKYMEHTaMH, METOJMYECKOe
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PYKOBOACTBO U KOHTPOJb COONIOACHHUA TOpsAAKa padOThl C JOKYMEHTaMu B
CTPYKTYPHBIX MTOAPA3AECIEHUSAX YHUBEPCUTETA BO3JIAracTCs HA YIIPABIICHHUE JI€JIAMH.

4.2 VYmupapieHue JeinaMu YHUBEpCUTETa JEHCTBYET Ha OCHOBAHUHU TMOJI0KEHUS
O HEM, YTBEpP)KIAaeMOT0 PEKTOPOM YHHUBEPCUTETA M ONPEAEIAIOUIErO 3aJadyd |
GYHKIHUU CTPYKTYPHOTO MOAPA3/IeTICHUs, €ro IpaBa U OTBETCTBEHHOCTb.

4.3 OTBETCTBEHHOCTh 3a OpraHu3aiuilo padoThl C JOKyMEHTaMu B
CTPYKTYPHBIX IOJpa3/ICICHASX YHUBEPCUTETA BO3JIAraeTCsl Ha PYKOBOJUTENIEH 3THX
CTPYKTYpHBIX HoJpa3aeneHuil. HemocpencTBeHHOE BeleHHE AEJIONPOU3BOJACTBA B
CTPYKTYPHBIX MOJPA3ACICHUSIX YHHBEPCHTETA OCYIIECTBIISIETCS OTBETCTBEHHBIMH 32
JIEJONPOU3BOACTBO, HA3HAYEHHBIMU MPHUKA30M IO MPEACTABICHHUIO PYKOBOAMTEIS
CTPYKTYPHOTO TOJpa3fesieHusl, Ha KOTOPBIX BO3JIOKEHBI OOS3aHHOCTH MO BEACHHIO
JIEJONPOU3BOCTBA B CTPYKTYPHOM MOPa3AECICHHH.

4.4 JIOWKHOCTHbIE M  (PYHKIHMOHAJbHBbIE  OOS3aHHOCTH, TMpaBa M
OTBETCTBEHHOCTb ~ pAa0OTHUKOB  yIpaBJIEHUS  JellaMd, OTBETCTBEHHBIX  3a
JEJIONPOU3BOACTBO  CTPYKTYPHBIX  MOApPA3AEICHUM W HMHBIX  PaOOTHUKOB,
OTBETCTBEHHBIX 3a OpraHM3alMio paboThl € JOKYMEHTaMH, ONPEIENISIIOTCS
JOJKHOCTHBIMU MHCTPYKUUSAMU U (QYHKIIMOHAJIBHBIMU O0S3aHHOCTSIMHU.

4.5 BHOBb NpuHATbIE PAOOTHUKH, HA KOTOPHIX BO3Jararorcs 0Os3aHHOCTH IO
BEJICHUIO JICJIONPOU3BOJCTBA, JOJDKHBI  OBITh  O3HAKOMJICHBI  PYKOBOIMTEIEM
CTPYKTYPHOTO NOJipa3zesieHus: ¢ GyHKIMOHAIbHBIMU O00S3aHHOCTSIMH OTBETCTBEHHOTO
3a  JIEIONPOM3BOJCTBO, HACTOAIIEW HHCTPYKIUMEH W APYTUMH  JIOKAJIBHBIMH
HOPMATHBHBIMH aKTaMHU Y HUBEPCUTETA IO YIPABJICHUIO JOKYMEHTALIHEH.

Ha nepuon ormycka, KOMaHIUPOBKH, OOJIE3HM WM B CIIy4ae YBOJbHEHHUSA
pabOTHUKHM CTPYKTYPHBIX MOJpa3[eieHUl yHUBEpPCUTETa O0OsI3aHbI IEepeaaBaTh BCE
HaXOJAIIMECs Ha HCIOJHEHUU JOKYMEHTBbl OTBETCTBEHHOMY 3a JI€JIONPOU3BOJICTBO
CTPYKTYPHOTO MOJpa3JeieHUs] WIH JIPYyroMy paOOTHHUKY MO YKA3aHUIO PYKOBOJIUTENS
CTPYKTYPHOTO MOAPA3ACIICHHUS.

IIpy cMeHe  OTBETCTBEHHOIO 3a  JEJIONPOU3BOACTBO  CTPYKTYPHOIO
NOJIPA3/ICJICHUsI COCTABJISIETCS aKT MpHUEMa-TIepeadyd JOKYMEHTOB M Jel. AKTBI
YTBEPXKIAKOTCS PYKOBOAMTEISIMM CTPYKTYPHBIX nonpasnaeneHuil. Kommm akros
HaIIPaBJISAIOTCA B YIPABJICHUE JI€JIaMU Y HUBEPCUTETA.

4.6 ConpepxaHue CIy>KeOHBIX JOKYMEHTOB HE TOMJICKHUT pa3rIalleHUIo.
B3aumopeiicTBue co cpeactBamMu MaccoBo MH(OpMaluuy, nepeaada UM Kako-uoo
uH(poOpMalMU WIA JOKYMEHTOB M HMX KOMHM JOMYCKAaeTcsl TOJbKO C pa3pelieHus
PEKTOpa YHUBEPCUTETA UM UHOTO YIOJHOMOYEHHOTO UM JOJKHOCTHOTO JIMLA.

PaboTHUKKM yHHMBEpPCHTETa HECYT IUCUUIUIMHAPHYIO, AAMUHUCTPATUBHYIO H
VHYIO, YCTaHOBJIEHHYIO 3aKOHOIATEIHCTBOM Poccutickon denepanyu,
OTBETCTBEHHOCTh 33 HapylIeHHWE CPOKOB XpaHEHHsS JOKYMEHTOB, YTpaTy W
HECAaHKIIMOHUPOBAHHOE YHUUYTOKEHHUE CITY>KEOHBIX JOKYMEHTOB.

4.7 TIlpm yrpare JAOKYMEHTOB OTBETCTBEHHBIM 3a JEJIONPOU3BOICTBO
CTPYKTYpHOTO  MOApa3JeieHus  HUHPOPMUPYET  PYKOBOJIUTENS  CTPYKTYpHOTO
NOJpA3JIeJICHUs] M YNpaBJIEHHE JeJlaMH, TMOCJIE YEro OpPraHu3yeTcsl PO3BICK
JIOKYMEHTOB.

Ecnu po3bICK JOKYMEHTOB HE JAET pe3yJbTaTa COCTABIISIETCS AKT, B KOTOPOM
YKa3bIBAIOTCS JaHHbIE YTPAYeHHOTO JOKYMEHTa, a TaKke OOCTOATEIbCTBa, INpPHU
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KOTOPBIX MPOM30LUIA YyTpara, MOCiAe Yero MPEeANpPUHUMAIOTCA MEpbI MO 3aMEIICHUIO
JTAHHOTO JIOKYMEHTA 3aBEPEHHOM KOMHUEH TOKyMEHTA.

4.8 B nensx opranuzanuu padboThl C JOKYMEHTaMH B YHUBEPCHUTETE MOTYT
ObITh BBEJEHBI JPYrue JIOKaJIbHbIE HOPMATHUBHBIC aKThI MO OpraHU3aluu paboThl C
JIOKyMEHTaMHU, JOTMOJIHSIONIME HACTOSIYI0O HHCTPYKIIUIO 110 JEIONPOU3BOACTBY, HO HE
MPOTUBOPEYAIIIHE EH.

49 TIlpaBmwia paboTbl C JOKYMEHTaMHM B  CHUCTEME DJIEKTPOHHOTO
TOKyMeHTooOOpoTa yHuBepcutera (mamee — CDOJI) w wHBIX WHGOPMAIMOHHBIX
CUCTEMaX, B KOTOPBIX OCYIIECTBISECTCS coO37aHue (BKIIOYEHUE) U XpaHEHUE
JIOKYMEHTOB, HE JOJDKHBI BXOAUTH B MPOTUBOPEYHME C TMOJOKCHUSIMH HACTOSIICH
WHCTPYKIIUH.

5 JIOKyMeHTHPOBaHHE YIIPaBJeHYECKOI JesITeJIbHOCTH

5.1 B cooTBeTcTBHMM ¢ 3aKOHOAATENbCTBOM Poccuiickoit ®enepanuu,
JIOKAJTBbHBIMH HOPMATHBHBIMH aKTaMH B YHUBEPCUTETE HM3MAIOTCS OpPraHU3allMOHHO-
pacnopsIuTeIbHbIC TOKYMEHTHI.

5.2  Opranu3anuoHHO-PACTIOPSIIUTEILHBIE  TOKYMEHTBI, CO3/I1aBacMblec B
NEATCTLHOCTH  YHUBEPCHUTETA, JIOJDKHBI  OBITh  OQOPMIICHBI TIO  TIPaBHIIAM,
YCTaHOBJICHHBIM B HACTOSIIEH HHCTPYKIIUH.

Braocuth Kakue-nu0O0 ucCHpaBiIeHUs WM J00aBJICHUS B TOJIIUCAHHBIC
(YTBEpKICHHBIC) JOKYMEHTHI HE JOIYCKAETCS.

5.3 OcobenHoctu oQopMICHHUSI JTOKYMEHTOB, CO37aBA€MbIX B CTPYKTYPHBIX
MOJIPa3/ICTICHUSIX YHHUBEPCUTETa U OTPAKAIOMIMX CHEHU(PUKY HX JEATEIBHOCTH, a
TakK€ TMpaBWiIa OpraHu3aludd paboThl €  JIaHHBIMH  JIOKYMEHTaMU  MOTYT
YCTaHABIMBATHCS OTACIBHBIMHU JIOKAIBHBIMA HOPMATUBHBIMHU aKTaMU YHUBEPCHUTETA.

5.4 Co3manue JOKYMEHTOB YHUBEpPCUTETA C ucnojib3oBaHueM COJI, B mensax
noBbilieHus  3¢dexkTuBHOCTH  Hcnods3oBanuss  COJ[,  ocymectBisercs ¢
UCITOJIb30BaHUEM 11a0JIOHOB OJJAHKOB JOKYMEHTOB U 111a0JI0OHOB JJOKYMEHTOB.

DJIEKTPOHHBIC 11A0JIOHBI OJAaHKOB JIOKYMEHTOB JOJDKHBI OBITh WJACHTUYHBI
OJlaHKaM JIOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

5.5 Insg co3maHusi OKYMEHTOB, OTPaXKaloIIMX CHEeUU(UKY AesTeIbHOCTH
CTPYKTYPHBIX TOJApa3/IeICHUN YHUBEPCUTETA, U YNPABICHUS JTaHHBIMU JOKyMEHTaMU
MOTYT MCIOJI30BaThCs APyTrue UHPOPMAIMOHHBIE CUCTEMBI.

5.6 JloxymeHThI yHUBEpCUTETa OPOPMIISIOTCS Ha OJIAaHKAX WM CTaHJAapTHBIX
auctax Oymaru gopmara A4.

5.7 115t M3roTOBIICHUS IOKYMEHTOB B YHUBEPCUTETE UCTIOIB3YIOTCS OJIAHKH C
MIPOJIOJIBHBIM U YTIIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB!

— OJIlaHK TIpUKa3a;

— OJaHK pacnopsKEHUs;

— OJaHK mMUChbMa JJIsl BEACHUS MEPENUCKH C OPTaHu3alldsIMHA U TPaKIaHaMU,
HaxoJAmmmucs Ha teppuropun Poccuiickon denepanuu;

— OJaHK TUChMa C PEKBU3WTAMU HA PYCCKOM M OJHOM W3 HHOCTPAHHBIX
SI3BIKOB JIJISI BEICHUS TTEPEITUCKH C 3apyOC)KHBIMH KOPPECTIOHICHTAMU;
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— OJaHK NpPOTOKOJA.

JlokaJlbHBIMM HOPMaTHBHBIMU aKTaMHM YHUBEPCUTETAa MOTYT yCTAaHaBIIMBAThCS
UHbIE OJIaHKH, CBA3aHHBIE CO CHEIU(PUKON YCTaBHOU JEATEIILHOCTH YHUBEPCUTETA.

5.8 Ilpu u3gaHuM JOKYMEHTOB Ha CTaHIAPTHBIX JHMCTax OymMarn Ha HUX
BOCIPOM3BOSTCS PEKBU3UTHL, HEOOXOIUMBIE /1711 JOKYMEHTOB KOHKPETHOT'O BHJIa WU
Pa3HOBUIHOCTH B COOTBETCTBUHU C TPEOOBAHUSAMHU HACTOSAIIEH HHCTPYKITHH.

5.9 Ha Onankax JOKYMEHTOB MOXET BOCIPOU3BOJIUTHCS TOBAPHBIA 3HAK
u/unn (AmMOIIemMa) YHUBEPCUTETA.

5.10 IlpoektupoBaHue OJaHKOB JOKYMEHTOB OCYIIECTBISICTCS B COOTBETCTBHH
c I'OCT P 7.0.97-2025 «Cucrema ctaHaapToB 1o HHQOpMAIMH, OUOIUOTEYHOMY H
u3aTeNbckoMy  aeny.  OpraHum3allMOHHO-pacTlopsiAUTEIbHAs — JTOKyMEHTAIIUA.
TpeboBanust K 0HOPMIICHUIO TOKYMEHTOBY.

5.11 bnaHku AOKYMEHTOB B YHHBEPCUTETE M3TOTaBIMBAIOTCS THUHOIPa(CKUM
crioco0oM, cpeCTBAMU ONEPATUBHON MONUTpadUu UK KOMIIBIOTEPHOW TEXHUKH.

5.12 JIoKyMeHThl HM3rOTaBIMBAIOTCA Ha OyMa)XHOM HoOcuTele U B Gdopme
AJIEKTPOHHBIX JOKYMEHTOB C COOJIFOJIEHUEM YCTAHOBJIEHHBIX HPaBHI O(OPMIICHUS
JIOKYMEHTOB.

5.13 JlokymeHTBl yHHBepcuTeTa, OoOpMIICHHBIE KaKk Ha OJaHKe, Tak U 0e3
HETO, TOJDKHBI UMETh TOJIS:

— 25 MM - 1€eBoe;

— 10 MM - ipaBoe;

— 20 MM - BepxHeg;

— 20 MM - HHXKHee.

5.14 JloKyMeHThI, H3AaBAaE€Mble YHHUBEPCUTETOM COBMECTHO C OJHOM WIH
HECKOJIbKUMH OpTaHU3aiusiMu, OQOPMISIOTCS Ha CTaHAAPTHBIX JUCTax Oymaru c
BOCTIPOM3BEJICHUEM PEKBU3UTOB BCEX OpraHU3alldi, y4YacTBYIONIMX B W3JIaHUU
JTIOKYMEHTA.

5.15 IlIpu moAroToBke MTOKYMEHTOB JOMYCKAETCS WCIOIb30BaHUE JIMIIEBOU U
00OpOTHOM CTOpOHBI JucTa. [IpM NBYCTOpOHHEM CO3JaHMM JOKYMEHTOB IIHpUHA
JI€BOTO TOJISl Ha JIMIEBOM CTOpPOHE JIUCTa M IMpPaBOro MOJS HAa OOOPOTHOM CTOpOHE
JMCTA JOJKHBI OBITh PABHBI.

5.16 Ilpu co3manuu nOKyMEHTa Ha JABYX MU Oojee CTpaHHIAX BTOPYIO U
HOCIEAYIOUME CTpaHMIbl HyMepytoT. HoMepa cTpaHuil mpOCTaBIISIFOTCS MOCEpeInHe
BEPXHETO MOJIsl JOKYMEHTa Ha paccTossHuU 10 MM OT BEpXHEro Kpasi JIMCTa.

5.17 JIns W3roToBiI€HUS JOKYMEHTOB MCIOJB3YeTCAd TapHUTypa mpudra,
BXOJAIIasi B CTAaHAAPTHBIA TakeT O(UCHOTO MPOTPAMMHOTO  OOECIeUeHus,
UCIIOJIb3yeMOro yHuBepcuterom. Pazmep mpudra - Nel2 - 14 nr.

Pa3mep mpudra (kerap) nuamepsierca B MyHKTax (point); OJIMH MyHKT paBeH 1/72
mroiima, wim 0,376 MM (COKpaleHHe: «pt»).

[Ipu coctaBneHnn TaOMUI] IOMYCKAETCS HCIOIB30BaHWE MIPUPTOB MEHBIIUX
pazmepoB - Ne 10, 11 m.

5.18 Ao3annblif OTCTYN B TEKCTE JOKYMEHTa - 1,25 cMm.

3aroyioBKM pa3/esioB W MOJPA3/AENOB MeyaTaroTcsl ¢ a03alHbIM OTCTYIOM WJIH
LHEHTPUPYIOTCA IO IHUPUHE TEKCTA.

©
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5.19 Texkct mokymeHnrta meuaraercss depe3 1 - 1,5 MEXCTpOUHBIX HHTEpBaJa.
TekcT noOKyMeHTa BRIPAaBHUBAETCS MO IIMPHUHE JIUCTA.

MHoOroCTpOUYHbIe PEKBU3UTHI IEYATAIOTCS YE€PE3 OJJUH MEKCTPOUHBIN HUHTEpBAJ,
COCTaBHbBIC YACTH PEKBU3UTOB MOTYT Pa3JIEIAThCS JOTOIHUTEIbHBIM HHTEPBAJIOM.

Ecnu nokyMeHT roToBUTCA Il M3JAaHUS C yMEHBIIEHHMEM MaciTada, TeKCT
neyaTaeTcs uepes J1Ba MHTepBaa.

WNurtepBan mexay OykBaMU B CIIOBax - 0ObIUHBIN. MIHTEpBan Mexay cioBaMu -
OJIUH MPOOE.

CTpoKH PEKBHU3UTOB BBHIPABHUBAIOTCS IO JICBOM T'PAaHUIE 30HBI PACIIONOKCHUS
PEKBU3HUTA WIH LIEHTPYIOTCS OTHOCUTEILHO CaMOil ITTMHHON CTPOKH.

JInuHa camMol JUIMHHOM CTPOKH PEKBU3UTA IIPU YIVIOBOM PAaCHOJIOKEHHUH
PEKBHU3UTOB He Oozee 7,5 cM.

JInuHa caMOM JJIMHHOW CTPOKM PEKBU3HUTA IPU IPOJOJIBHOM PACIHOJIOKEHUN
PEKBU3UTOB He Ootee 12 cm.

5.20 JlomyckaeTcst BBIIEIATH MOJIY>KUPHBIM IIPUGTOM PEKBU3UTHI «aapecary,
«3aroJIOBOK K TEKCTY» WIH «IOJIHUCHY, a TAKXKE OTAEIbHbIE ()parMEHThI TEKCTA.

5.21 [lpm mNOArOTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB  OQopMIIsieTcs
TUTYJIbHBIN JIHCT.

5.22 CoctaB pPEKBU3UTOB, HCHOJIB3YEMBIX i OGOPMIICHUS JOKYMEHTOB,
onpenensieTcss BUAOM  (Pa3HOBUAHOCTHIO)  OPraHU3ALMOHHO-PACIOPAIUTEIILHOTO
JIOKYMEHTA.

5.23 Tlpu moAroToBKE AOKYMEHTOB YHHMBEPCUTETA MCIOIB3YIOTCS PEKBHU3UTHI,
ycranoBiaeHHble [[OCT P 7.0.97-2025 (ITpmnoxenne Nel).

5.24 bnank mnpukaza (pacmopsDKEHWs) YHUBEPCHUTETa JOJDKEH BKIIOYATh
PEKBU3HTHI:

— COKpall€HHOE€ HAMMEHOBAHHWE BBIIIECTOSIIETO OpraHa TIOCYyAapCTBEHHOU
BJIACTH;

— HauMMEHOBAaHME YHUBEPCUTETA,

— HAMMEHOBAHME BHJIA TOKYMEHTA,

— MECTO COCTaBJICHUS WIH U3aHMS TOKYMEHTA;

— OTMETKM  JUIsi  pa3MEUIeHHs  PEKBU3UTOB  «JaTra  JIOKyMEHTay,
«PEruCTPaIIOHHBI HOMEP JOKYMEHTAa.

5.25 biaHk nuchMa yHUBEPCUTETA JIOJDKEH BKIIIOYATH CIICTYIONINE PEKBU3HUTHI:

— COKpAIllEHHO€ HAaMMEHOBAHME BBIIIECTOSILEIO OpraHa TrOCYyJapCTBEHHOM
BJIACTH;

— HAMMEHOBAHHME YHHUBEPCUTETA,

— CIpaBOYHbBIE JaHHbBIE 00 YHUBEPCUTETE;

— OTMETKM  JJisi  TPOCTaBJICHUS  PEKBU3UTOB  «JaTra  JOKYMEHTay,
«PETUCTPALIMOHHBIA HOMEpP JOKYMEHTa», «CChUIKAa Ha PErHCTPAlMOHHBIA HOMEp U
JaTy TOCTYNHBIIETO JOKYMEHTA.

5.26 BnyTpeHHHE HOKYMEHTBHl YHHMBEPCHUTETa, OpopMisieMble HE Ha OJlaHKe,
JOJKHBI COJIEPKAaTh COOTBETCTBYIOIIUE BUAY JOKYMEHTA PEKBU3UTHI.

| 11 20.002 —2020 | Crpamu: 101 | Crpammua: 10



consultantplus://offline/ref=6B2DCEE5238D5F6F2BAB60B411D25ACA837EBAC5B49CD17BAA3D14AF5B3CZ6N

5.27 Ucnonw3oBanue 5SMOIEeMbI W  TOBAapPHOTO  3HAKa  YHHUBEPCHUTETA
OCYUIECTBJISIETCSI B YCTAHOBJIIEHHOM 3aKOHOJATeNbCTBOM Poccuiickoit denepanuu
MOPSIJIKE B COOTBETCTBUHU C JIOKATbHBIMU HOPMATUBHBIMU aKTaMHU YHUBEPCUTETA.

[Ipu ucnonb3oBaHUU H300pa)keHHWE SMOJIEMbI MTOMEIIAECTCS HAa BEPXHEM I0Je
OJlaHKa JOKyMeHTa Ha paccTossHuu 10 MM OT BEpXHEro Kpas JIUCTa, 3aXBaThIBasi YacTh
paboueit 30HbI TIOKYMEHTA, IIEHTPOBAHHO HaJl PEKBU3UTAMH YHUBEPCUTETA.

[Ipu ucnonb3oBaHUM H300paKEHUE TOBAPHOTO 3HAKa (3HaKa OOCTY>KHMBAHMS)
MOMEIIAETCSl HA BEPXHEM IOJIe JOKyMEHTa Ha paccTosHUU 10 MM OT BepxHEro Kpas
JMCTa, 3aXBaThIBasl 4aCTh paboYeil 30HbI JOKYMEHTA, Ha/l PEKBU3UTAMHU YHUBEPCUTETA
WIN CJIeBa Ha YPOBHE HAMMEHOBAHUS YHHUBEPCUTETA, 3aXBATHIBAS YaCTh JICBOTO MOJIA.

5.28 Koa dopmbl TOKyMeHTa TPOCTaBisieTCs HA YHU(MUIIMPOBAHHBIX (opMax
JIOKyMEHTOB B COOTBETCTBHH ¢ OOMIEPOCCHICKUM KITaCCU(PUKATOPOM YIIPaBICHUIECKOM
nokyMenTaruu (OKY 1) nnn nokanbHbIM K1accu(PUKaTOpoM, pacroaraeTcsi B paBoM
BEpXHEM YNy pabodero 1moJisi JAOKyMEHTa, COCTOMT u3 cioB «®Popma 1m0
(HanMeHOBaHUE KiaccupukaTopa)» U HudpoBOro Kojaa.

5.29 HaumenoBanwe yHHBEpCHUTeTa Ha OJIaHKE JOKyMEHTa JOJKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUJIMYECKOrO JuIia B ycTaBe. Ha Omankax
JIOKYMEHTOB YKa3bIBA€TCS MOJHOE OPUIMATIEHOE HAUMEHOBaHHUE IOPUAMUYECKOTO JIMIA
C yKa3aHHEM €ro OpraHU3alMOHHO-TIPaBOBOM (OpMBI, HAJ HAMMEHOBAaHUEM
YHUBEPCUTETA YKA3bIBACTCSI HAMMEHOBAHUE BBINIECTOSINIECH OpraHU3aluu, T0J
HAaUMEHOBAHHUEM YHHUBEPCHUTETA B CKOOKaX YKa3bIBa€TCS COKpPAIICHHOEC HAMMEHOBAaHUE
YHHUBEPCUTETA.

5.30 CmpaBouHble TaHHBIE 00 YHUBEPCUTETE YKa3bIBAIOTCS B OJIAHKAX MHCEM H
BKJIIOUAIOT: TOYTOBBIM aJpec YHUBEPCHUTETa (IOMOTHUTEIHLHO MOXET YKa3bIBATHCS
aZipec MecTa HaXOXACHUS IOPUIMYECKOTO JIWIA, €CJIM OH HE COBMAJaeT C MOYTOBHIM
aapecoMm); HoMmep TenedoHa, (dakca, agpec SAESKTPOHHOW MOYTHI, CETEBOM ajpec, a
TaKkke Koja opraHuzauuu no O6uiepoccuiickoMy Kiaccuukatopy HpeanpusTUid U
opranuzanuid (OKIIO), OCHOBHOW TIOCYJapCTBEHHBII pPETUCTPALIMOHHBIA HOMEpP
opranmzaiuu (OI'PH) u wuaeHTHPUKAIMOHHBIT HOMEP HAJIOTOIUIATEIbIINKA/KOT
MPUYHUHBI TOCTAaHOBKHU Ha Hayorosbiit yuet (MHH/KIIIT).

5.31 HaummeHoBaHue BHJa JOKYMEHTA YKa3bIBaeTCS Ha BCEX JOKYMEHTax, 3a
UCKIIFOUCHHUEM JIEJIOBBIX (CIYy>KEOHBIX) TMHUCEM, pacrojiaraeTcsl MoJi HauMEHOBAaHUEM
YHUBEPCUTETA.

5.32 Jlata moKkyMmMeHTa JIOJDKHa COOTBETCTBOBATh  JlaTe€  IMOJIHCAHUS
(yTBEepkKAECHHS) TOKYMEHTa WM (B MPOTOKOJIAX) JaTe COOBITHS, 3a()UKCUPOBAHHOTO B
JTIOKYMEHTE.

Jlata JOKyMEeHTa 3amMChIBA€TCsS B TOCIEIOBATEIBHOCTH: JIEHb MecsIa, MecHIl,
roJi OJHUM U3 JIBYX CIIOCOOOB:

— apabckumu nudpamu, pazaesieHHbIMU Toukoid: 05.06.2018;

—  cnoBecHO-IU(POBBIM criocodom: 5 uronst 2018 r.

Ha noxymenTax, oopmisieMbIx Ha OJaHKe, AaTa TOKYMEHTa MIPOCTABIISCTCS MO/
PEKBH3UTAMH «HAMMEHOBaHWE BHUAA JOKyMeHTa» (B OJaHKaX KOHKPETHBIX BHJIOB
JIOKYMEHTOB) U «CIIPABOYHBIE TaHHbIE 00 OpraHu3aum» (B OJIaHKaX MUCEM).

JlaToli MOKyMEHTa, W3IaHHOTO COBMECTHO IBYMsSI WJIM OoJiee OpraHU3alusIMU
(TOJDKHOCTHBIMH  JTMIIAMH), SBJISACTCA JaTa TOAMNHCAHUA JTOKyMEHTa IOCJIeTHEH
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CTOPOHOM.

5.33 PerucrpanoHHbIH HOMEp JOKyMEHTa - IU(POBOM UM OyKBEHHO-
nuppoBoil  UAECHTUDUKATOP [TOKYMEHTAa, COCTOSAIIMNA U3 TMOPSIKOBOIO HOMeEpa
JIOKyMEHTa, KOTOPBIM MOXET JOMOJHATHCS LHU(PPOBHIMU WM OYKBEHHBIMH KOJAMU
(MHIEKCaMU) B COOTBETCTBHH C UCIIONIB3YEMBIMH KlacCU(pUKATOPaMHU.

Ha nokyMeHTe, COCTaBIEHHOM COBMECTHO JBYMsI M 0oJjiee OpraHU3alMIMHU,
MPOCTABIISIFOTCS PETUCTPALMOHHBIE HOMEpPA [IOKYMEHTA, MPUCBOCHHBIE KaXIOW W3
opraHuszauui. PerncrpanvoHHble HOMEpPAa MPOCTABIIOTCS B TMOPSAKE YKa3aHUsA
HAaUMEHOBAHUW OpraHu3aliii B 3arojOBOYHOM YacTH (mpeamOyse) HOKyMEHTa H
OTAEJSIOTCA IPYT OT APyra KOCOU 4epTOi.

5.34 Cchutka Ha PETUCTPAITMOHHBIA HOMED U JIaTy MOCTYIHUBIIETO JOKYMEHTA,
COCTOSIIIIAsl U3 PETMCTPALIMOHHOIO HOMEPA M 1aThl BXOAAIIETO TOKYMEHTA, HA KOTOPBIN
JTAETCsl OTBET, MPOCTaBJsieTcs B BUjie oTMETKU «Ha Ne ... oT ...» B OyaHke nuceMa.

B Tekcr mnmchMa-oTBETa CBEAEHUS O PETHCTPALMOHHOM HOMEPE M JaTe
MOCTYNUBILIETO MUCbMA HE BKIIFOUAOTCS.

5.35 Mecto cocTaBieHus (M37aHUs) JOKYMEHTa YKa3bIBaeTCcsi BO BCEX
JIOKyMEHTaX, KpoMe JENIOBbIX (CIyKEOHBIX) MHCEM, BHYTPEHHUX HH(POPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB.

Mecrto cocraBneHus (U3laHus) JOKYMEHTa YKa3bIBA€TCS B COOTBETCTBUU C
MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPHAIBHBIM JICJICHHEM, HanipuMep: T. Kypck.

5.36 I'pud orpanmueHus nocTtyma K JOKYMEHTY IPOCTABIISICTCS B IPABOM
BEPXHEM YTJy NEPBOr0 JIUCTa JOKyMEHTa (IIPOEKTa JOKYMEHTA, CONPOBOJAUTEIHLHOTO
nYMchbMa K JIOKYMEHTY) OT TpaHUIlbl BEPXHEro MoJisi MPU HAJIUYUUA B JOKYMEHTE
uHpopMalu, JOCTYNl K  KOTOpPOM  OrpaHMYMBAETCS B  COOTBETCTBUM C
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

Buael ucnonb3yeMbIx B YHUBEpPCUTETE TpU(OB OTpaHUUYEHUS JOCTYIA JOJAKHBI
COOTBETCTBOBAaTh 3aKOHOJATENIbHBIM W HWHBIM HOPMATUBHBIM IPABOBBIM aKTaM
Poccuiickoit ®@enepanuu U JOMKHBI ObITh 3aKPEIJICHBI B JIOKAJTHHBIX HOPMATHUBHBIX
aKkTax yHuBepcutera. ['pud orpaHuueHus JocTyna K JIOKyMEHTy (momeTrka «Jlis
ciayxxebHoro mnons3oBanus» ([CII), rpud «Kommepueckass TaiiHa») MOXKET
JOTIOJIHSITEC  HOMEPOM  HK3EMIUIApAa JIOKYMEHTAa W JAPYTMMHU CBEJICHUSMHU B
COOTBETCTBHUHM C 3aKOHOJATEILCTBOM Poccurickon denepanuu.

B 1okymeHTax yHUBEpPCHUTETA, COJEpPKAUIUX CBEICHUS, COCTABJISIOIINE
KOMMEPUYECKYIO TallHy, B COOTBETCTBUH ¢ PenepanbHbIM 3akOHOM OT 29 nrons 2004 r.
Ne98-d3 «O kommepueckod TaiHE» HapsSAy ¢ TpUPOM YKa3bIBAIOTCSA ITOJTHOE
opuIManbHOE HAMMEHOBAaHHE IOPUAMYECKOTO JIMLA, MECTO €ro HaXOXKICHUS.
Hanpumep:

Kommepueckas TaliHa

denepanbHOE rocy1apCcTBEHHOE 010 KETHOE
00pa3zoBaTeNbHOE yUPEKICHUE
BBICIIIET0 00pa30BaHuUs
«tOro-3anaanblii TOCYJapCTBEHHBIN YHUBEPCUTET
r. Kypck
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5.37 ApnpecaT - pEKBU3HUT, HCIHOJIB3YEMBbId TMpH OGOPMICHUH JIE€JIOBBIX
(cimy>keOHBIX) MUCEM, BHYTPEHHUX MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaToM  JIOKyMEHTa  MOXET  OBITb  OpraHu3auusi, CTPYKTYpHOE
HoJipa3iesieHue OpraHn3allHy, JOHKHOCTHOE WK (PU3HUECKOE JIULO.

PekBusut «agpecat» odopmisieTcss Ha OJaHKE C YIJIOBBIM PacCIOJIOKEHUEM
PEKBU3UTOB - B BEpPXHEH NpaBOM 4YacTU JOKYMEHTa, Ha OJIaHKE C MPOJIOJIbHBIM
PacroJIO’)KEHUEM PEKBU3UTOB - CIIpaBa Mo pekBU3uTamMu OnaHka. CTpOKH pEKBU3UTA
«azxpecar» BBIPABHUBAIOTCSA I10 JIEBOMY KparO0 WINA LEHTPYIOTCA OTHOCUTEIBHO CaMOU
JUIMHHOM CTPOKHU.

[Mlpu anpecoBaHwm JOKyMEeHTa peKTopy (mpopekropy, ap.) yHI/IBCpCI/ITeTa@
YKa3bIBalOTCS B JaTEJIbHOM IaJIe)KE€ HAMMEHOBAHUE JOJDKHOCTH PYKOBOIUTEINS,
BKJIIOUAIOLIEE  HAaUMEHOBAaHUE  YHUBEpPCHTETa  (JIOMYCKAeTCs  COKpALICHHON
HAaMMEHOBAaHHWE YHHUBEPCHUTETa B COOTBETCTBUU C YCTaBOM), (haMHIIMIO, WHULUAJIbI
JIOJDKHOCTHOTO Jinna. Hanpumep:

Pextopy ®I'BOY BO «tOro-3anannbrit
rOCYJapCTBEHHBIN YHUBEPCUTET
EmenbsnoBy C.I'.

[IpopekTopy no y4ebHoii padore FO3I'Y
Jloxtronosoii O.I'.

HpI/I aI[pCCOBAaHUN IIMCbMa B OpPraHU3allMI0 YKa3bIBACTCA CC IIOJIHOC MU
COKpaCHHOC HAMMCHOBAHUC B UMCHUTCIIbHOM ITaACKC.

['enepanbHOMY TUpPEKTOPY
dBY «Hanmenosanue

OopraHu3aIum)
damunna U.0.

[Ipu aapecoBaHnM JOKYMEHTa B CTPYKTYPHOE MOJPA3JAECICHUE OPTraHU3aluU B
peKBI/ISI/ITG «az[pecaT» YKa3BIBaIOTCSI B HMCHUTCIBHOM IIaJACKEC HAMMCHOBAHUC
OpraHu3alyy, HUKE — HAMMEHOBAHUE CTPYKTYPHOIO Itoapasaeinenus. Hampumep:

OBV «Hanmenosanune

opraHnu3anvn»
DuHaHCOBOE YIIpaBJICHUC

[Ipu anpecoBaHMM mNHUCbMa PYKOBOIAUTEIIO CTPYKTYPHOIO MOJpa3ACiICHUS
YKa3bIBalOTCSI B MMEHUTEJIBHOM MaJie)k€ HAMMEHOBAaHUE OPTraHU3allMM, HUXE — B
JaTeIbHOM TaJieK€ HAMMEHOBAaHUE JOJDKHOCTH PYKOBOJMTEINS, BKIIOUYAIOLIEE
HAaMMEHOBAaHUE CTPYKTYPHOTO To/ipa3ienieHus1, haMuiiuio, nHuIMaasl. Hampumep:

®OBY «HanmeHnoBanue
OpraHu3aLn»
PykoBoguTento 70roBopHO-
MIPaBOBOIr'0 OTAENA
damuua U.0.

[lepen damunuen AOKHOCTHOTO JIMLA JTOMYCKAaeTCs yNOTPeOIsATh COKpalleHne
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«r-Hy» (FOCHOJMHY), €CIIA aJpecaT MYXUYMHA, WM «T-Ke» (TOCIOXKeE), €CIH aapecar
KEHILMHA, HalIpUMep:

r-ny ®amunus 1.0.
r-xe ®amunus U.0.

IIpn paccbuike HOOKyMeHTa TIpyNNIe OpPraHu3aldi OJHOrO0 TUNA WU B
CTPYKTYpHBIE NIOJIpa3/IeIeHUs OJJHOM OpraHu3alMH, ajpecar yKa3blBaeTcs 0000IIEHHO.
Hamnpumep:

PykoBoguTensim dunuanon

OBV «Hanmenosanue
OpraHu3aLN»

PykoBoauTensim yripaBiieHU
u otaenoB ObY «HaumeHnoBanue
OpraHu3aLn»

[Ipu pacceuike JOKYMEHTa HE BCEM OpPraHU3alysIM WIH CTPYKTYPHBIM
moApa3aACJICHUAM 110 PCKBU3HUTOM «aJpccCaT» B CKOOKax YKa3bIBACTCA: «(HO CHI/ICKY)».
Hanpumep:

PykoBoauTensm ynpaBieHHU U OTAEIOB
®ObY «HaumeHnoBanue

OpraHH3aLuN»
(o cucky)

CHHCOK pacChUIKU COCTABIIAECTCS UCTIOJTHUTEIIEM.

Ecnu nucbMo HampaBiisieTcsl B OPraHU3alyio WK JOJDKHOCTHOMY JIMILY M IS
CBEICHUS €lIe POy OpraHU3alMi WU JOJDKHOCTHBIX JIMI, OOIlee KOJIMYECTBO
aJgpecaroB He JOJDKHO ObITb 0Oo0Jiee 4YeThlpeX, IpU HSTOM OCHOBHOW ajapecar
yKa3biBaeTcsi mnepBbIM, cioBo «Komwus» miepes BTOpPBIM, TPETbUM, YETBEPTHIM
azipecaTaMH He Ne4aTaeTcs.

B coctaB pexBHu3uTa «aapecaTy» MOXKET BXOJUTh MOYTOBBIM aapec. DIeMEHTbHI
MIOYTOBOIO aJpeca YKa3bIBaIOTCS B MOCIEAOBATEIBHOCTH, YCTAHOBIEHHONW MpaBUJIaMU
OKa3aHUs yCIYyT MOYTOBOM CBS3U:

a) JUIsl FOPUIMYECKOro JIMILA - MOJIHOE WM COKpAIeHHOE HauMEHOBaHUE (IIpH
HAJIMYUH), U1 TPpaXKAaHUHA - paMIIns, UMsl, OTYECTBO (TIOCIEIHEE TPU HATUYHH);

0) OaHKOBCKME PEKBU3UTHI (ISl TMOYTOBBIX IE€PEBOJIOB, HANpaBISIEMBbIX
IOPUIUYECKOMY JIUILY WJIM IPUHUMAEMBIX OT IOPUAMYECKOTO JINLA);

B) Ha3BaHUE YJUIbI, HOMEP JI0Ma, HOMEP KBapTHUPHI;

I') Ha3BaHUE HACEJIEHHOTO MyHKTA;

1) Ha3BaHUE palioHa;

€) Ha3BaHHE pecnyONMKH, Kpasi, 00J1acTh, aBBTOHOMHOTO OKpyTa (00J1acTh);

) Ha3BaHMUE CTPaHbI (IUIs1 MEXTYHAPOJHBIX MTOUYTOBBIX OTIPABICHUN);

3) MOYTOBBIN UHIEKC.

[TouToBBIil azpec He yKa3bIBaeTCs B JOKYMEHTaX, HAlpaBIsIEeMbIX B BBICILIHE
OpraHbl BJACTH, BBIIIECTOSIIHME OpPraHU3alMH, MOABEAOMCTBEHHbIE OPraHU3alud U
MOCTOSTHHBIM KOPPECHOHJIEHTaM (32 MCKJIFOUEHHEM HAampaBiCHUs MHCEM YKa3aHHBIM
azpecaTaM B KOHBEpTaXx ¢ MPO3pauHbIMU OKHAMU).
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[Ipu oTnpaBke mUChbMa MO ANEKTPOHHON MoUTe WK (PaKCUMHIBHON cBsizu (6€3
JOCBUIKMA TIO TIOYTE) MOYTOBBIA ajipec He ykasbiBaercs. [Ipu HE0OXOaUMOCTH MOXKET
OBITHh YKa3aH 3JICKTPOHHBIN azipec (Homep Tenedona/pakca). Hanpumep:

OBbY «HaumeHnoBaHue

OpraHu3aIm
DIIEKTPOHHBIN ajpec

5.38 [I'pud yrBepkaeHus TOKyMEHTa MPOCTABISIETCS HA IOKYMEHTaX B MPaBOM
BEPXHEM YIUIy IIEpBOro JIUCTa JOKyMeHTa. CTpOKHM pPEKBU3UTA BBIPABHHBAIOTCS 10
JIEBOMY KPAK0 WM UEHTPYIOTCA OTHOCUTEIBHO CaMOW JJIMHHOM CTPOKHU.

[Ipu yTBepxkaeHHH JOKyMEHTa COOCTBEHHOPYYHOW MOJIMUCHIO JTOJBKHOCTHOTO
muna Tpud yrBepxkaeHus coctouT u3 cioBa «YTBEPXK/IAIO», nanmeHoBaHwMs
JOJDKHOCTH JIUIIA, YTBEP)KIAIONMIETO JOKYMEHT, €r0 TOAMUCH, HHUITNAJIOB, (DaMIIINN |
Jatbl yTBepKAeHU. Hampumep:

YTBEPXIAIO

HMupexrop PbY «HanmenoBanue
OpraHu3aIN»

Iloanuck N.0O. Gamunus
[Hara

[Ipu yTBepKIEHUM JAOKYMEHTa pacCHOpSAUTEIbHBIM JOKYMEHTOM Tpud
yrBepxacHus  cocrout w3 cioBa «YTBEPXJIEH»  («YTBEPXJIEHA,
«YTBEPXJIEHbBI» umu «YTBEPXJEHO»), cormacoBaHHOr0O ¢ HamMEHOBaHHEM
BHUJIA YTBEPKIAEMOTO JOKYMEHTA, HAa3BAHUS BHUAA PACHOPSAUTEIBHOTO JOKYMEHTa B
TBOPUTEIBHOM MaJexke, ero AaTel, HoMepa. Hanpumep:

(Permamenr) YTBEPXJEH
npukasom ObY «Haumenosanue
OpraHu3aIymn»
oT 5 okTs10pst 2017 1. Ne 82

(ITpaBuna) YTBEPX/IEHBI
npukazom ObY «HaumenoBanue
OpraHU3aLn»
ot 5 oktssOpst 2019 r. Ne83

[Ipu yTBep>KIeHUU NOKYMEHTa KOJUIETHAJIbHBIM, COBEIATEIHHBIM WU WHBIM
OpraHoM, pEIIeHUS KOTOPOTo (DUKCUPYIOTCS B TMPOTOKOJE, B Tpude yTBEpKACHUSI
yKa3bIBaeTCs, HAaMMEHOBaHUWE OpraHa, Jara M HOMEp MpoTokoda (B CKOOKax).
Hanpumep:

(ITonoxenwue) YTBEPXIEHO

Yuénbim coBeTom FO3TY
(mporokon ot 12.09.20 Ne 12)

5.39 3aronoBOK K TEKCTY - KpaTKOe coJepkaHue JNOKyMeHTa. Eciiu 3aroioBok
K TEKCTY OTBEYAeT Ha BOIIPOC «O ueM?», OH HauuHaeTcs ¢ npeaiora «O» («O6»). Ecnu
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3aroJIOBOK K TEKCTY OTBEYAET Ha BONPOC «YEro?», OH COCTAaBJISET OJHO LEJIOE C
Ha3BaHMEM BUJa 1oKymeHTa. Hanpumep:

— 1pukas (0 4em?) 0 CO3JaHUM aTTECTAllMOHHOW KOMUCCUH,

— nucbMo (0 ueM?) o mpeaocTaBiIeHUH HH(POPMAITUH;

— axTt (4ero?) npuemMa-nepeadu aedm,

— IPOTOKOJ (4ero?) 3aceTaHusi 3KCIEPTHON KOMHUCCHH.

3aroyIoBOK K TEKCTy O(opmiIsieTcsl Mo/l pEKBU3UTAMU OJaHKa CJIEBa, OT TPaHMIIbI
JIEBOTO MOJIS.

5.40 TekcT JOKyMEHTa COCTaBIISIETCSl Ha TOCYAapCTBEHHOM si3bike Poccuiickoit
denepanui.

TexcT NOKyMEHTa JOJKEH OBITh COCTaBJIEH TI'PaMOTHO, SICHO, MOHSTHO W IO
BO3MOYKHOCTH KpaTKo. TeKCT JOKyMEHTa JIOJKEH COAEp)KaTh JOCTOBEPHYIO U
aKTyanpHyl0 HH(OpMaIMio, AOCTATOYHYIO Ui NPHUHATHA PELIICHUH WM UuX
UCITOJIHEHHUS, HE JOJKEH JOIMYCKAaTh Pa3JIMYHBIX TOJKOBAHHM.

B TekcTe nokyMeHTa, MOATOTOBJIEHHOM Ha OCHOBAaHHWM 3aKOHOJATENIbHBIX WIIU
WHBIX HOPMAaTHBHBIX IPaBOBBIX aKTOB Poccuiickon dPenepanuu, paHee H3TAHHBIX
pacnopsAIUTENbHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3HTHI:

— HauMMEHOBAaHME JOKYMEHTa, HAUMEHOBAHUE OpraHa BJIACTU (OpraHU3aluu),
u3aaBuiero(ei) JTOKyMEHT, AaTra JOKYMEHTa, PErHCTPallMOHHBIM HOMEp JOKyMEHTa,
3aroJIOBOK K TEKCTY;

— HaMMCEHOBAaHME OPraHM3alyyd WM JODKHOCTHOTO JIMIA, YTBEPAUBLIETO
JOKYMEHT, 1aTa yTBEP>KIAEHUS JOKYMEHTA.

TexcT MOKyMEHTa MOXKET COJEpXKaTh pa3fenbl, MOAPA3ACNbl, ITyHKTHI,
MNOJAIYHKTBI, HyMEpyeMble apaOCKUMH LHUPpaMu. YpPOBHEH pyOpHKalUd TEKCTa HE
JOJKHO OBITh 00JI€€ YEThIPEX.

TekcT qOKyMeHTa u3naraercs:

— B IIpUKa3aX, U3JaHHBIX €IMHOJIMYHO, - OT NEPBOr0 JULA E€IUHCTBEHHOIO
yucia («... IPUKa3bIBAIOY);

— B [IPUKa3ax, U3JaHHBIX COBMECTHO JBYMs WM 0oJjiee OpraHu3alusIMH, - OT
MIEPBOTO JIUI[A MHOKECTBEHHOTO YUCIIA (... IPUKA3BIBAEM»);

— B MPOTOKOJIAX 3aceaHuil - OT TPEThEro JHIa MHOXECTBEHHOI'O YHCIIa
(«CIIYIIAJIN», « BBICTYIIUJIN», «IIOCTAHOBWJINY unu « PEILTNIINY);

— B JICJIOBBIX IUCbMaX, 0()OPMJICHHBIX Ha OJIaHKaX OpraHHU3alliy, - OT IEPBOTO
JUIa MHOKECTBEHHOT0 4Kciia (IPOCUM, HaIlpaBisieM, MpeuiaraeM) WId OT TPEThEro
YA €IMHCTBEHHOrO uucia («IpeAnpUATHE HE BO3PAXKAET...», UHCTUTYT CUUTAET
BO3MOXKHBIM...");

— B JICJIOBBIX MHUCbMaX, O(MOPMIICHHBIX Ha JOJDKHOCTHBIX OJIaHKaxX, - OT
MICPBOTO JIMIIA SAMHCTBEHHOTO YMCIIA (KIIPOIILY ...», KIPEIATrato ...»);

— B CIOY)KEOHBIX M JOKJIAIHBIX 3aMUCKax, 3asABJICHHUSIX - OT MEPBOrO JHUIlA
CIIMHCTBEHHOTO YKCia («IPOIIY ...», KCUATAI HEOOXOIUMBIM ...»);

— B JIOKyMEHTax, YCTaHaBIUBAIOIIMX (QYHKIUH (00s3aHHOCTH), TpaBa H
OTBETCTBEHHOCTh  CTPYKTYPHBIX  MOJApa3JeieHud, paOOTHUKOB  (IOJIOKEHUE,
MHCTPYKIIUS), a TaKXKe COAEpKAIIMX ONMUCAHUE CUTyallud, aHaiau3 (aKkTOB U BBIBOJIbI
(akT, cnpaBka), HCHOIb3yeTCS (GOpMa H3JIOKEHUS TEKCTa OT TPEThEro JIUia
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€IMHCTBEHHOTO WJIM MHOXKECTBEHHOTO 4Hca («OTHET OCYIIECTBISET (YHKIHUH...»,
«KOMHCCHSI ITPOBEIA MIPOBEPKY...»).

[Ipu moaroToBke TEKCTa JOKYMEHTa CleAyeT cOOMIoAaTh MpaBUJIa HAIUCAHMS
opUIMaTbHBIX HAMMEHOBAHUH, YACTUTEIBHBIX U €IMHUL] U3MEPECHHUS.

B Tekcrax JOKYMEHTOB YHOTpPEOJStOTCS OOUIECHpUHITHIE a00peBUATyphl U
rpaduueckue COKpalieHus.

[Ipu yxazanuu B TekcTe (haMUIIMK JTUIA MHULIAAJIBI CTaBATCA nocie Gamuinu. B
JIETIOBBIX (CITYKEOHBIX) MUChbMaX UCHOJIb3YIOTCS:

— BCTYNHTEIbHOE OOpalieHue:

YBaxaewmslii rocnouH Ilpencenarens!
YBaxaeMblii rociogud Munuctp!
VYBaxkaemblii rocrioguy MiBanos!
VYBaxkaemas rocrioxa [letpona!
VYBaxaewmsiii Ban [letpoBuy!
YBaxkaemble rocrozal

—  3aKJIIounTeNbHAas 3TUKETHas (paza: «C yBaXKEHHUEM, ...».

HanmMeHoBaHME MOKHOCTH B OOpAlllEHWH MHILETCS C MPONUCHON OYKBBI, B
oOparieHny 1o (paMUIMU WHULUAJIBI JTUA HE YKA3bIBAIOTCS.

541 Otmerka O TPWIOKEHUU COAECPKUT CBEACHHS O JOKYMEHTE
(IoKkyMeHTax),  mOpujaraéMoM K  CONpPOBOJUTEIBHOMY  MHCbMY,  HHOMY
MH(POPMALIMOHHO-CIIPABOYHOMY JIOKYMEHTY, MJIM O TOM, YTO JOKYMEHT SIBIISIETCS
IPWIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMATHBHOMY, PacHOpSIUTEIbHOMY HWIIU
HHOMY).

B compoBomuTenbHBIX MUCBMax W JAPYrUX HH(POPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPHJIOKEHUU OPOpMIIIETCS MOl TEKCTOM OT TPaHUIIbI JIEBOTO
MOJISL CIIEAYIOIIUM 00pa3oM:

—  €CIIM IPWJIOKEHUE Ha3BaHO B TEKCTE:

[Tpunosxenue: Ha 2 1. B 1 2K3.
— CCJIM IPUJIOKCHNEC HC HA3BAHO B TCKCTC HUJIN C€CJINU HpI/IJ'IO)KCHI/Iﬁ HECKOJIbKO:

[Tpunoxenue: 1. ITonoxenue 06 Ynpasnenuu aenamu Ha 15 1. B 1 9k3.
2. CipaBKka 0 KaJ[pOBOM cocTaBe YIIpaBlieHHs JieaMu Ha 2 J1. B | 9K3.

—  €CIIU MPUJIOKEeHHE (MPUIIOKEHNUS) COPOITIOPOBAHO(bI):

[Tpunosxenue: B 2 JK3.

IIpunoxenue: otuet 0 HUP B 2 3k3.
— €CIIH JOKYMEHT, SBIBIIOIIUNCA MPUIOKEHUEM, HMEET NPUIO0KEHUS C
CaMOCTOSITEJIbHOM HyMEpaluen CTpaHHLL:

[Tpunosxenue: JIOTOBOp BO3Me3AHOro okazanus ycnyr ot 05.10.2020 Ne 32-17/72 u
MIPUJIOKEHNUS K HEMY, BCETO Ha 7 JI.

— €CIM TIMChbMO HAamMpaBisieTCd HECKOJIbKUM ajpecaTaM, a JOKYMEHT-
PUIIOKEHUE TOJIBKO IEPBOMY ajJpecary:

[Ipunoxenue: Ha 3 1. B | K3. TOJIBKO B MEPBBIN aJpec.
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— €CIIM TIPWIOKEHUEM SIBIISIOTCS JTOKYMEHTHI, 3almuCcaHHble Ha (PU3nyecKku
000COOJIEHHBIN 3TIEKTPOHHBIA HOCUTEb:

IIpunoxenue: DVD-R B 1 3k3.

[Ipu »TOoM Ha BKIagbiIe (KOHBEPTE), B KOTOPBIM IMOMEIIASTCS HOCHUTEIb,
YKa3bIBAIOTCS HANMEHOBAHUS JOKYMEHTOB, 3aITMCAaHHBIX Ha HOCHUTEJh, IMeHa (haijIoB,
o0beM B OailTax.

B pacnopsauTensHbIX JOKYMEHTaxX (MpUKaszax, paclopsuKEHUsX), JOrOoBOpax,
MOJIOKEHUSX, TIPABIJIAX, MHCTPYKIHAX U APYTUX JOKyMEHTaX OTMETKA O MPUJIOKECHUN
oopmiseTcs cieayromuM 0opazom:

— B TEKCT€ JOKYMEHTa IPH NMEPBOM YIOMHHAHWH JOKYMEHTA-TIPHIOKCHUS B
CKOOKaX yKa3bIBaeTCs: ... (MPUIIOKECHHE) WIIH ... (pritokenue 1), (mprtoskenne Nel);

— Ha TMEpPBOM JIUCTE€ JAOKYMEHTA-TIpUJIOKEHHUS B TMPABOM BEPXHEM YTIIy
yKa3bIBAETCS:

[Tpunoxenne No2
k npukasy FO3I'Y ot 15.08.2017 Nell2

Ecnu npuiiokeHueM K pacnopsauTebHOMY JOKYMEHTY SIBJIETCS JIOKAJIbHBIN
HOPMATHUBHBIA aKT WJIM UHOW JTOKYMEHT, YTBEPKAAEMbIA JAHHBIM PACIIOPSAUTEIbHBIM
JOKYMEHTOM, Ha IEPBOM JIMCTE MPUIIOKEHUS ITPOCTABIIIETCS OTMETKA O MPUIIOKEHUN
(0e3 cChUIKM Ha pacHnopsIUTENIbHBIM JOKYMEHT) U Ipu( yTBEpXKIEHHUS, B KOTOPOM
YKa3bIBAKOTCS JAHHBIC PACIOPSAUTENIBHOIO JOKYMEHTa, KOTOPBIM  YTBEPKICH
JNOKyMEHT-TIpuiIokeHne. Harpumep:

[Ipunoxenne Ne 1

YTBEPXJIEHO
npukazom 03Iy
ot 18.09.2017 Ne67

5.42 T'pud cornmacoBaHusi MNPOCTABISAETCS Ha JIOKYMEHTE B CiIy4ae ero
BHEIIHETO COTJIaCOBaHUs (COracoBaHUE C OpraHaMH BJIACTH, UHBIMU OpPraHU3aLUsIMU,
JOJKHOCTHBIMU JIMLIAMH).

I'pud cormacoBaHus B 3aBUCUMOCTH OT BUAA JOKYMEHTa U OCOOCHHOCTEH €ro
0(OpMIICHUSI MOKET POCTABIATHCS:

— Ha MEepPBOM JIUCTE TIOKyMEHTa (€CITU JOKYMEHT UMEET TUTYJIbHBIN JIHCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha YpOBHE Tpuda yTBEP>KIACHHS WIH MO
HaMEHOBAaHUEM JOKyMEHTa OJMKe K HUKHEMY TOJIIO);

— Ha NOCJEIHEM JINCTE JOKYMEHTA MO/ TEKCTOM;

— HAa JIUCTE COIJIaCOBaHMUS, SBJIAIOIIEMCS HEOTHEMIIEMON YacThIO JOKYMEHTA.

I'pud cornmacoBanus cocrout u3 cioa «COI'NTACOBAHOY, nomkHOCTH NUIa,
C KOTOpPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYash HaWMMEHOBAaHWE OpTaHW3aIlMH), €ro
COOCTBEHHOPYYHOM MOANUCH, MHUIIUATIOB, (DaMUITH, TAaThI coriacoBaHus. Hampumep:

COI'JTACOBAHO
I'enepanbHbIN AUPEKTOP
OBbY «HaumeHoBaHUE
OpraHu3aLUN»
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IToamuce 1.0. ®amunus

Jlara

Ecnu cormacoBaHue OCyIIECTBIISIETCS KOJJIETHANbHBIM, COBELIATENbHBIM HIIN
UHBIM OpraHoMm, B Tpude coriacoBaHus yKa3bIBAIOTCS CBEIEHUS 00 opraue,
COIJIACOBABIIEM JIOKYMEHT, JlaT€ MU HOMEpE MPOTOKOJAa, B KOTOPOM 3a(pHUKCHPOBAHO
pelieHre O corjjacoBaHuMM. Eciau coryiacoBaHuWe OCYIIECTBISIETCS IHCHbMOM,
yKa3pIBAIOTCA BHJ JOKYMEHTa, HAWMEHOBAaHHE OpraHu3alllM, COTrJacoBaBIIEH
JOKYMEHT, J1aTa ¥ HoMep nmucbMa. Hampumep:

COI'JTACOBAHO
Hay4HO-TeXHMYECKHM COBETOM
OBY «HanmeHoBaHUE OpraHu3anumy (IPOTOKOI

oT Ne )
COI'TACOBAHO

nuceMoM OBY «HanmeHnoBanue
OpraHu3anum»

oT Ne

5.43 Bnytpennee corjacoBaHue JokymMeHTa odopmisieTcss Buzoil. Buza
BBIPQ)KA€T MHEHHUE JIMIA, BU3UPYIOIIETO MPOEKT JOKYMEHTA, U BKJIIOYACT: JIOJKHOCTh
JWIa, BU3HUPYIOIMIETO JOKYMEHT, MOJINUCh, pacmM(poBKY TMOAMHCH (MHUILIUAAIBI,
(dbamunuio) u aaty BusupoBanus. Hanpumep:

Hagansank OPUANYICCKOTro OTACa

ITonnuce N.0. damunus

Jara

[Ipy Hanuuuu 3aMeyaHuid K JOKYMEHTY BHU3Y OG(OPMIISIIOT CIEAYIOIIUM
obOpazom:

3aMedaHus NPUIIaTaloTCs.
Benymuii 1opMCKOHCYJIBT

TToamnuce 1.0. damunusa

Jlata

B 1oxymeHTax, IO/JIMHHMKM KOTOPBIX XpPAaHATCA B YHUBEPCUTETE, BU3bI
OPOCTaBJISIIOT Ha IMOCIEAHEM JIMCTE JOKYMEHTa M0 THOJNUChIO, Ha 000poTe
NOCJIEIHEr0 JINCTAa IIO/UIMHHMKA JOKYMEHTa WM Ha JHUCTE COIJIaCOBaHUS
(BU3UpPOBaHUs), IPUIATa€MOM K JIOKYMEHTY.

B ucxoasmmx JOKYMEHTaX BU3bI IPOCTABIISIIOTCS HA IK3EMIUISIpax JOKYMEHTOB,
MOMEIIAEMbIX B JEJIO.

[To ycMOTpeHHIO YHUBEPCUTETA MOXKET MPUMEHSATHCS MOJMCTHOE BU3UPOBAHUE
JIOKYMEHTA U €ro NPUII0KEHHM.

CornacoBanue IpoOEKTOB JOKYMEHTOB (BHEILIHEE, BHYTPEHHEE) OCYILECTRISAETCS
B COOTBETCTBUU C MyHKTamu /.1-7.11 HacTosiieil MHCTPYKLIMH.

5.44 Tloamuck BKIIOYAET: HAMMEHOBAHUE JOKHOCTH JIMIA, TTOJIHCHIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUHYIO MMOANKUCH, HHUIMAIBI, hamunuto. Hanpumep:
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Pextop yHuBepcutera [Moanuce N.0O. ®amunus

Eciu noxkymeHT odopmieH He Ha OlaHKe, B HAaMMEHOBAaHUE JOJKHOCTHU
BKJIFOYAETCS] HANMEHOBaHUE yHUBepcuTeTa. Hanmpumep:

Pexrop
OI'bOY BO «tOro-3manubrit
rOCYIapCTBEHHBI YHUBEPCUTET [Moanuce N.0. Gamunus

[Ipy mnoanmucaHuM JAOKYMEHTa HECKOJBKMMH  JOJDKHOCTHBIMU — JIMIIAMH,
3aHUMAIOIMMHU PAa3HOE MOJIOKEHHUE, UX MOJINUCU PACHOJIAratoTCs OJHA IO APYroi B
MOCJIEIOBATEIBHOCTH, COOTBETCTBYIOIIEH cTaTyCy NOoJKHOCTU. Hanpumep:

I'enepanbHbIil IUPEKTOP [Moanuce N.0. Gamunus

['maBHBIM OyxTanTep [Toanuce N.0. ®amunus

IIpu nmoamucanuyu NOKYMEHTa HECKOJBKMMH JIMIIAMHA PAaBHBIX JIOJDKHOCTEM HX
MOJIMKUCH PACIoiaraloTcs Ha OJHOM YPOBHE, WJIM CTOJOIIOM B ajipaBUTHOM TOPSJIKE.
Hanpumep:

3aMecTuTeNnb JUpeKTopa 3aMecTuTeNnb JUpeKTopa

110 (PMHAHCOBBIM BOIIPOCaM 10 a/IMUHUCTPATUBHBIM BOIIPOCAM
IToamuce HN.0. ®amunusg Iloamuce N.0. damunus
Hanpumep:
ITpopexTop Mo CTpaTernyeckoMy pa3BUTHIO [Tonnuce O.A. AdanacreBa
[TpopekTop no y4eGHOM paboTe Ionmuce C.B. bopucos
[TpopekTop Mo aIMUHUCTPATUBHON paboTe Iloanuce JL.H. Iletpos

B nokymeHTax, MoJAroTOBJICHHBIX KOMHUCCHUEH, B MOAMUCH YKa3bIBAETCS CTATYC
JvIla B cocTaBe kKomuccuu. Hanmpumep:

[Ipencenarens koMuccuu IToamuce N.0. ®amunus
YjieHbI KOMUCCUUA IHoanucek N.0. ®amunus
IHoanucek N.0. ®amunus

[Ipy noamMcaHuu  JOKYMEHTa  JIMLIOM, HUCHOJHSAIOMIMM  OOS3aHHOCTH
PYKOBOIUTENSA, MOANUCH OPOPMIISIETCA C YKA3aHUEM CTaTyca JOJDKHOCTHOTO JIMIA B
COOTBETCTBHHM C MPUKA30M (pacnopsbkenuem ). Hampumep:

N.o. pexropa IToanuce N.0. ®amunus

HJIn:
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Hcnonastomuii 00513aHHOCTH PeKTOpa IMoamnuce HN.0. ®amnnns

HIIn:

N.o. pexropa,
MIPOPEKTOP MO yueOHOM paboTte [Toamuck N.0. ®amunus

[Ipy moanmucaHuu AOKYMEHTa JIMIIOM, MMEIOUIMM IPaBO MOJMKHCH B Clydae
BPEMEHHOTO OTCYTCTBHSI PYKOBOJUTENISA, UCIIPABIICHUS] B HAMMEHOBAHUE JOJKHOCTH U
pacmuppoBKy (pamMmImu MOATOTOBJICHHOTO W COTJIACOBAHHOTO IMPOEKTa JOKYMEHTa
BHOCSTCSI OT pPYKM WIM C MCIOJIB30BAHUEM COOTBETCTBYIOIIMX IITamIoB. He
JIOITYCKAETCSl CTABUTH KOCYIO YEPTY, HAAIUCH «3a» NEepe]l HAMMEHOBAHUEM JIOJIKHOCTH
JIMIA B MOAIHUCH, €CJIU JOKYMEHT IMOJMMUCHIBAET HHOE JOJKHOCTHOE JIULIO.

5.45 OtMmerka 00 SJEKTPOHHOW MOMMKMCH HCIOAB3YETCS JJIs BU3yalu3alluu
ANICKTPOHHON TIOANMCH TIOJydaTelieM JOKyMEHTa Ipu OOMEHE dJIEeKTPOHHBIMU
JOKYMEHTaMH, TIOJANMHCAHHBIMH YCHJICHHOW KBaJU(DUIIMPOBAHHONW AJICKTPOHHOM
MOAIHUCHIO.

B cootBercTBUM ¢ 3akoHOmaTeNhCTBOM Poccuiickoit depeparuu oTMeTKa 00
ANIEKTPOHHON  TOANUCH  (GOPMHUPYETCS W BHU3YAIU3HPYETCS  IPOTrPaMMHBIMU
cpeactBamu. OTMeTKa 00 JJICKTPOHHOM NOAMHMCH BKJIOYaeT ¢pazy «JlokymMeHT
MOAMUCAH JJICKTPOHHOM TMOJNMUCHIO», HOMEp cepTudUKaTa KiIoya SJIEKTPOHHOM
noAnucy, (amuiauioo, HUMs, OTYECTBO Biajelblla cepTudukara, CpoK AeUCTBUA
cepTu(UKaTa KJIro4a 3JIeKTPOHHOU MOJIUCH.

JIOKYMEHT [TOAITMCAH
SJIEKTPOHHOMU IMTOAITNCBHIO
Pexrop Cepruduxar 1al11aaa00000000001 1 N.0. Gamunus

Bnanenen ®amunus Umsa OtaectBo
HeticrButenen ¢ 01.12.2012 mo 01.12.2017

[Toanucanue (yTBep>KIeHUE) TOKYMEHTa OCYIIECTBISETCS B COOTBETCTBHH C
pazziesoM / HACTOSIIEH UHCTPYKITUU.

5.46 Tlewatpr 3aBepseT IMOUITMHHOCTH TIOAMUCH JOJDKHOCTHOTO JIMIIAa Ha
JIOKyMEHTaX, YAOCTOBEPSIOIIMX TMpaBa Jull, (PUKCUPYIOMUX (aKThl, CBS3aHHBIE C
(YHAHCOBBIMHU CpPENICTBAMH, a TaKXK€ Ha WHBIX JOKYMEHTaX, MPeayCcMaTpHBAOIINX
3aBEpEHUE NOANMCH IE€YaThI0 B COOTBETCTBUU C 3aKOHOJATENILCTBOM Poccuiickon
denepand, HOPMATUBHO-TIPABOBBIMM  akTamMu  MwunHOoOpHayku  Poccum  m
YHUBEPCHUTETA.

JIOKyMEHTBI 3aBepstOT TIeUaThio yHUBepcuTeTa. IlewaTs mpocTaBisieTcs, HE
3aXBaTbiBass COOCTBCHHOPYYHOH ITOJIUCH JIMIA, TTOJIUCABIIETO JOKYMCHT, WJIH B
mecTe, 0003HaueHHOM «MII» («MecTo neuatn»).

5.47 Otmerka 00 MCHOJIHUTENE BKJIHOYAaeT (haMUIIMIO, UMSI U OTYECTBO (TpHU
HAJIMYMH) WCTIOJHUTENS, HOMep ero TtenedoHa. OTMeTka 00 HWCITOJHHUTENIE MOXKET
JOTIONHATHCS ~ HAUMEHOBAaHWEM  JIOJDKHOCTH, CTPYKTYPHOTO —TIONpa3feieHus U
AJIEKTPOHHBIM ajipecoM ucrnonauTtenss. OTMeTrka 00 ucmoiHuUTene oQopMIseTCs Ha
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JIUIIEBON CTOPOHE TMOCJIEIHETO JINCTA TIOKYMEHTA OT TPAHMIIBI JIEBOTO IO WIIH, MPU
OTCYTCTBUU MECTa, - HA 00OPOTHOM CTOPOHE JIMCTAa BHU3Y clieBa. Hampumep:

Nnbun Unea Uinbuya, OTaes rocy1apCTBEHHbIX 3aKYIOK, BEAYIIUN CIEHUAIUCT

+7 (495) 924-45-67, llyin_lv@techno.ru

OTtmeTKka 00 HCMOMHUTENE MOXKET OQOPMIISTHCS KaK HIDKHUN KOJOHTUTYN H
nevaTaThes MpUGTOM MEHBIIETO pa3mepa.

548 Otmerka o0 3aBepeHUH KOmMMH OQGOPMIISICTCS ISl TOATBEPKIACHHUS
COOTBETCTBHS KOIUU JOKYMEHTA (BBIMMUCKU U3 JOKYMEHTA) MOJIMHHUKY JTOKYMEHTA.
OTMeTKa O 3aBEpPEHUU KOMUU MPOCTABIISIETCA Ha CBOOOTHOM OT TEKCTa MECTE WJIH, IIPH
OTCYTCTBUU CBOOOJHOTO MECTa Ha JIMIEBOM CTOPOHE JOKYMEHTa, Ha 000poTe
JOKyMEHTa W BKJIOYaeT: cloBo «BepHo», HauMMeHOBaHHE JOJKHOCTH JIMIIA,
3aBEPUBIIETO KOIHIO; €ro COOCTBEHHOPYUYHYIO MOJIIKCH, pPaciIu(PpOBKY MOINUCH
(vHUIIMAIEI, (aMUIIHIO); AaTy 3aBEPEHUS KOMUHU (BBITUCKU U3 TOKYMEHTA).

Ecnu xonust BeIaeTcst A1 MPEACTABICHUS B IPYTYIO0 OPraHU3alldio, OTMETKA O
3aBEPEHUM KOMUU JOTOJIHSIETCS 3alUChI0 O MECTE€ XpaHEHUS! JOKyMEHTa, C KOTOPOIo
ObLTa U3TOTOBJICHA KOTIWS, ¥ 3aBepsieTCs MevyaThio yHuBepcutera. Hanpumep:

[Mognmuuuuk noxkymenTa Haxoautcs B FO3I'Y B nene Ne 20-05 32 2015 1.
Bepno
HavanpHuk ynpasieHus aeiiamu [Toanuce N.0. ®amunus

[ara ITeuats
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Ha kommsax MHOTOCTpaHUYHBIX JTOKYMEHTOB OTMETKAa O 3aBEPEHUU KONUHU
MPOCTABIIAETCS HA Ka)XIOM JIMCTE JOKYMEHTa WJIM Ha IMOCJIEIHEM JIUCTE MPOIIUTOTO
WIN CKPEIJIEHHOTO HHBIM 00pa3oM JOKyMEHTa. 3almuch O MECTe HaXOXKICHUS
MOJIMHHUKA MPOCTABISETCS TOJIBKO Ha MOCJIETHEM JIUCTE TIOKYMEHTA.

JIsist 3aBepeHus] KOMUU JTOKYMEHTa, M3TOTOBJICHHOM Ha OyMa)KHOM HOCHTEIIE,
MO>KET UCTIOIb30BATHCS IITAMII.

Konuu »sneKTpOHHBIX JOKYMEHTOB, HAMNpaBiIseMbIX M0 WH(GOPMAIIMOHHO-
TEJICKOMMYHUKAIIMOHHON CETH, 3aBEPAIOTCS JJIEKTPOHHOM TMOJNKUCBIO PEKTOpa
YHUBEPCUTETA WJIA UHOTO YIIOJTHOMOYEHHOIO MM JIMIA U BBICBUIAIOTCS MOJIYYaTENIO C
COIPOBOJUTENHHBIM MUCHMOM B (hOpMeE 3JIEKTPOHHOTO JTOKYMEHTA.

Komuu »1neKTpOHHBIX JOKYMEHTOB Ha (PU3UUECKH 00OO0COOJECHHBIX HOCHUTEISAX
BBICBUIAIOTCS MOTYYaTEeII0 C COMMPOBOAUTENBHBIM MMUCHMOM Ha OyMa)KHOM HOCHUTEJIE.

B compoBoguTENbHOM NHUCBME K KONMSIM  3JIEKTPOHHBIX JOKYMEHTOB
YKa3bIBACTCS:

— HauMEHOBaHME WH(OPMALMOHHOW CHCTEMbl, B KOTOPOH XpaHSITCS
JTOKYMEHTBI;

— HaMMEHOBAaHMS JJOKYMEHTOB, KOIIMU KOTOPBIX HANPABIIOTCS MOJIY4YaTENo;

— Ha3BaHud (DAIJIOB TOKYMEHTOB C yKa3aHueM (opmaroB (aidioB U 0Obema
Kakaoro ¢aiina B 0aiTax;

—  JlaTa U3rOTOBJICHUS U 3aBEPEHUS KOIIUU.

[Ipu 3ToM Ha Qu3myecku 000COOJIEHHOM HOCHUTENIE HECMBIBAEMBIM MapKepoM
ykasbiBaeTcs: «lIpunoxxenne k nuceMy ot (mara) Ne ...».

Komust 31€KTpOHHOrO JOKYMEHTAa, NPEJICTaBICHHas B BHJE JIOKYMEHTa Ha
OyMa)KHOM HOCHTEJIE, 3aBEpsIeTCSl B MOPSAJIKE, YCTAaHOBJIEHHOM HWHCTPYKLMEH s
3aBEpEHMs] KONMUH JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE, C YKa3aHUEM, B KakOH
MH(OPMAIMOHHOW CUCTEME XPAHUTCA JIEKTPOHHBINA JOKYMEHT.

5.49 OrtmeTKa 0 MOCTYIJICHUH JOKYMEHTA CIYXKHUT JUTsl TOATBEpKIeHuUs PakTta
MOCTYIJICHUSI IOKYMEHTa B YHUBEPCUTET U BKIIFOUAET J1aTy MOCTYIJICHUS U BXOASIINN
pEruCTpallMOHHBIM HOMEp JHOKYMeHTa. [Ipn HE0OXOIMMOCTH OTMETKA O MOCTYIUIEHUU
MOXKET JIOMOJIHATBHCS YKa3aHUEM BPEMEHU IMOCTYIUIEHUsS JOKYMEHTa B Yacax u
MUHYTax M crocoda I0CTaBKM JOKyMeHTa. OTMETKa O MOCTYIUIEHHH JOKyMEHTa
MO>KET IMPOCTABJISITHCS C MOMOLIBIO ITAMIIA.

5.50 Pesomomnus qomKHA COAEpkKaTh yKa3aHUE MO MCIOJHEHUIO JTOKYMEHTA.
Pesomtonmst opopmisieTcss Ha CBOOOIHOM MecTe paboyero Mmossi JOKYMEHTa, Ha OJaHKe
pPE30IOIMU WM BHOCUTCS  HENOCPEICTBEHHO B  CHCTEMY  3JIEKTPOHHOIO
JIOKyMEHTO000pOTa.

Pesomronyisi  goimkHA — BKJIIOYATh:  (DAMWIIMIO, WHULMAIBI  MCIOJHUTEINS
(uciosHUTENEH), MOpyYEeHUE MO JOKYMEHTY (KOHKPETHOE 3aJaHuE IO HCHOJIHEHUIO
JOKyMeHTa Wi  (HOpMYyJIUMpOBKAa 1€  pPACCMOTPEHHs  JOKYMEHTa), Mpu
HEOOXOJAMMOCTH - CPOK MCIOJHEHHUS, MOANUCH JIUIA, BHIHECIIETO PE30IIOLUI0, AaTy
PE30JIOLNHN:
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®amvmmusg U.0., Gamunus N.0O.
[Iporry NoAroTOBUTH MPEIOKEHUS

k 10.11.2020 TToamuce

ara

Cpok UCTHOJTHEHHsI TIOPYYEHHUS HE JOJDKEH YKas3bIBaThCs, €CIIM OH Ha3BaH B
TEKCTE ITOCTYIHUBIICTO JOKYMEHTa M PYKOBOJWTEIh HE CUUTACT HEOOXOIMMBIM
U3MCHUTh €r0 B CTOPOHY COKpAICHWS WM SBJISETCS TUIOBBIM JUIsl JAHHOTO BHJA
JOKYMEHTA.

[Ipy yKa3aHWM HECKOJBKMX HCIOJHHTENEH (QaMmims OTBETCTBEHHOTO
UCTIOJTHUTEIIA yKa3bIBaeTCsS IEPBOM, TMOTYEPKHUBACTCA WIH 0003HAYACTCS CIIOBOM
«OTB.» («OTBETCTBCHHBIN).

5,51 Otmerka O KOHTPOJE CBHJETEIBCTBYET O IOCTAHOBKE OKyMEHTa Ha
KOHTPOJIb, OTMedaeTcsi OykBoi «K» wmim mpocrtaBisiercss mrammnoM «KoHTpoib» Ha
BEPXHEM T10JI€ IOKyMCHTA.

5.52 OtmeTka 0 HampaBJICHUH TIOKYMEHTA B JIEJIO OMPEILSISIET MECTO XPaHCHHS
JIOKYMEHTa TIocTie 3aBepIIeHUs paboThl ¢ HUM M BKJIIOYACT: clioBa «B menoy», mHIEKC
Jena 0 HOMEHKJIAType JeJ, B KOTOpOe IOMEIIaeTcss JTOKYMEHT Ha XpaHEHHUe, C
yKa3aHWEeM To0Jia, JOJDKHOCTH JIHIA, O(OPMHBIIETO OTMETKY, IOAMKCH, aThI.
Hanpumep:

B neno Ne20-18 32 2017 r.
Hauansauk YIIpaBJICHUA JCJIaMU

Iloxnuce JlaTa

OtMmeTKa o HaIlpaBJICHUUW AOKYMCHTA B ACJIO0 MOZKCET HOIIOJIHATHBCA KPAaTKHMHU
CBCACHUAMU O XapaKTCPC UCIIOJIHCHUSA JOKYMCHTA.

6 IloaroroBka m opopmiieHHe OTAEIbHBIX BUIOB JOKYMEHTOB

6.1 JlokanpHBIC HOpMAaTUBHBIC akTHI (manee - JIHA) yauBepcuTeTa m3garoTcs
B BHUJE CTaHIApPTOB, IPABWJI, MOJOKEHUN, WHCTPYKLHM, PETJIaMEHTOB, NEPEYHEM,
KJIacCU(UKATOPOB U IPYTUX BUAOB TOKYMEHTOB.

JIHA  npuoOpeTaroT  OPUAUYECKYIO CHJIy TMOCJI€ UX  YTBEPXKICHUS
pacropsiAUTEILHBIM JIOKYMEHTOM (IIPUKa30M) WJIM HEMOCPEACTBEHHO PEKTOPOM
YHUBEPCUTETA WUJIM UHBIM YIIOJTHOMOYEHHBIM MM JIULIOM.

PykoBoauTtenu CTpyKTypHBIX TOApPa3IeICHUN HE BIipaBe u3nasats JIHA.

6.2 JIHA moryt ObITb:

—  TOCTOSTHHO JIEUCTBYIOMUMH (0€3 OTpaHUYCHUS CPOKA MX MTPUMEHEHUS );

— BPEMEHHBIMH (JICUCTBYIOUIMMH B TEUEHUE YKA3aHHOTO B HMX CPOKa WJIU JO
HACTYIUJICHUS OINPEEICHHOTO COOBITHS).

6.3 OcuHoBauuem it n3ganust JIHA sBisgrorcs:

— 3aKOHOJIATEJIbHbIE M HWHBIE HOPMATUBHBIE IIPABOBBIE aKThl Poccuiickoun
Oenepanun  (ykazel U pacnopsbkenust  I[Ipesmgenta Poccuiickoit  ®Depepaiiuu,
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MOCTAaHOBJICHUST WU pacnopsbkeHust lIpaBurenscrBa Poccuiickonn Penepanuiv, axThbl
(enepatbHBIX OPraHOB MUCIIOJHUTEILHON BIACTH | JIP.);

— 3aKoHojJaTeNbHbIE aKkThl cyObekTa Poccuiickoit denepaiyiv, HOpMATUBHBIC
IpaBOBbIE aKThl OpPraHOB TOCYJApCTBEHHON Biactu cyObekTa Poccuiickoit
denepannu;

— panee wusnmaHHble B yHHBepcutere JIHA w/mnm pacnopsauTenbHbIC
JIOKYMEHTBL.

6.4 JIHA u3narotcs B EIsX:

— YCTaHOBJICHHS HOpM, TpeOOBaHMIA, TpaBUJI B OTHOIICHUU TIPEIMETa
HOPMaTUBHOTO PETyJIMPOBAHMS, PAHEE HE SIBJISIBLIETOCS NIPEAMETOM PETYIHPOBAHUS B
YHUBEPCHUTETE;

— W3MEHEHHUs CYIIECTBYIOIIMX HOPM, TPeOOBAaHMM, MPaBWII, YCTAaHOBJIEHHBIX
paHee U3JaHHBIMA HOPMATUBHBIMU JJOKYMEHTAMH;

— OTMEHBI paHee YCTaHOBJICHHBIX HOPM, TpeOOBaHUH, IPaBUII.

6.5 Ilpemnoxenue o paspaborke mpoekra JIHA BHocUTCS pyKOBOAHUTENIEM
CTPYKTYPHOT'O MOJIPa3/ICJICHHS WM UHBIM JOJIKHOCTHBIM JIMIIOM YHUBEPCUTETA.

6.6 JIHA pa3zpabatrbiBaeTcs B ciydae, €CIH:

— HMeeTCs Y4acTOoK paldoThl (BOMPOCHI JAESITEIBHOCTH), HYXIAIOUIUHCS B
HOPMAaTHBHOM PETYJIUPOBAHUU;

— TpeOyeTcs BHECEHHWE 3HAUUTENIBHOTO KOJIMYEeCTBA HM3MEHEHUH B paHee
npuHATHIA JIHA;

—  BBIABIICHO HECKOJBbKO JIHA, perynupyrommx CMeKHbIE BOIIPOCHI, KOTOPHIE
1e1eco00pa3HO 0ObEIUHUTD B OJIMH JIOKYMEHT.

Axtyanu3auus panee npuHsaThix JIHA ocymecTBisieTcss yepe3 BHECEHUE B HUX
V3MEHEHUN.

6.7 IlpemmoxeHnue ¢ 0OOCHOBaHHEM HEOOXOAMMOCTH Pa3pabOTKH HOBOTO
JIHA npencraBisgeTcss pyKOBOJIWTENIEM CTPYKTYPHOTO TIOJAPA3JIEICHUs] WA HHBIM
YIOJIHOMOYEHHBIM JIOJIKHOCTHBIM JIMIIOM PEKTOPY YHUBEpPCUTETa B (hopMe TOKIIATHOMN
3aIIUCKH, B KOTOPOW U3J1araeTcs:

—  BONPOC, TPEOYIOIIUM PEIICHUS, C W3JIO)KEHHUEM OCHOBHBIX HaIlpaBJICHUM,
CIIOCOOOB €r0 PEeIICHNUS;

— TporHo3 nocieactsuit npunatus JIHA;

— OpraHuM3aIMoHHbIC, KaJIpoBbie, (DUHAHCOBHIE, MATEPUATLHO-TEXHUUYECKUE H
WHBIE MEPOIPUSITUSI, KOTOPbIE HEOOXOIUMO OYJEeT MPOBECTH B CBSI3U C MPUHITHEM
JIHA;

— TepeueHb paHee uzaaHHbix JIHA, noanexammx oTMeHe B CBSA3U C U3IAHUEM
HoBoro JIHA;

— TpejyIaraeMblil Cpok Jij1st pazpadoTku mpoekta JIHA.

6.8 CormacoBanne npoektoB JIHA u ux yTBepxkacHNe, U3MEHEHNE U OTMEHA
OCYILIECTBJISIETCSI B  COOTBETCTBUM C JIOKAIbHBIMHM HOPMATUBHBIMU  aKTaMH
YHUBEPCHUTETA HA KOHKPETHBIN BUJ JOKYMEHTA.

6.9 JIHA yrBepxaaercs MpUKa3oM pPEKTOpa, €ClIu OJHOBPEMEHHO C
YTBEPXKJIEHUEM  HOPMATUBHOTO  JOKyYMEHTa  HEOOXOAUMO  MPHUHSITH  MEphI
OpraHU3alMOHHOT0, (PMHAHCOBOTO, TEXHUYECKOTO, KaJPOBOT0 WJIM MHOTO XapakTepa u
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JaTh COOTBETCTBYIOIINE TOPYYCHHSI PYKOBOIUTEISM CTPYKTYPHBIX TMOJpa3IeiICHHMA
WM MHBIM pabOTHUKAM YHUBEPCUTETE, a TaKXKe, €ClIM HE0OXO0IMMO BHECTU U3MEHEHUS
WM MIPU3HATh YTPATUBIIUMU CUITY paHee yTBepxaeHHbie JIHA.

6.10 W3menenus B JIHA u ormena JIHA odhopMisitoTCst IpUKa3oM.

6.11 B Tekcte mnpukaza 00 yTBEpXKICHHMHM, W3MEHEHMH uiu oTmeHe JIHA
UCIIOJIb3YIOTCST (DOPMYITUPOBKHU:

— npu yrBepxkaeHuu HoBoro JIHA: «Yt1Bepnute (Ha3zBanue JIHA)» wnm
«YTBepauth (Ha3Banue JIHA) u BBecTH B AelicTBue C (1ara)». Hanpumep:

1. YTBepauts Ilonoxxenue o 3aKymnkax ...,
AJIN:

1. VrBepauth PermameHT o0OCTyXKUBaHUS CIYKEOHOTO TpPAaHCIOPTa U BBECTH €ro B
nevictBue ¢ 1 suBaps 2018 1.

— TITpU BHECEHWM W3MEHEHUM B paHee yTBepkIacHHbIM JIHA: «BHectn
u3MeHenus B (Hazanue JIHA)». Hanpumep:

1. Baectu cnenyromue nzmenenus B CTY 02.40.005-2008 «IlonoxeHust 0 CTpYKTYpPHBIX
nojapasaeieHusx. JIOIKHOCTHBIE WHCTpYyKIWH. TpeOoBaHms K  pa3paboTke U
YIPaBICHUION! ...

— 1npu otMeHe paHee yrBepxkaeHHoro JIHA: «lIpusnarte yTpaTuBIIIM CUITy
(nazBanue JIHA), yrBepxkaeHHoe ...». Hanpumep:

4. Ilpm3nate yrpatuBmuM cwity [lomoxkeHne O HEHOPMHPOBAHHOM paboyeM JHe,
yrBepxaeHHoe npukazoM O®BY «HaumenoBanue opranuzanuu» ot 15 ¢espans 2015 r.
Ne22.

6.12 OcHoBHbIMU pekBu3uTamMu JIHA sBiSI0TCS: HAMMEHOBAaHUE YHUBEPCHUTETA,
HAaMMEHOBaHHE BUJAA JOKYMEHTA M 3aroJIOBOK K TEKCTY, COCTABJSIOIIAE OJHO LENOE,
rpud yTBepKICHHUS.

Ecomu npoekr JIHA sBmsieTcs MHOTOCTpAaHMYHBIM W K HEMYy OGOPMIIIETCS
TUTYJIbHBIN JIUCT, YKA3aHHBIE BBIIIE PEKBU3UTHI PA3MEILIAIOTCS HA TUTYJILHOM JIUCTE.

6.13 Uudopmarusa crnpaBoyHOro xapakrtepa (rpaduku, CXEMbl, TaOJHIIb,
dbopMBbI TOKYMEHTOB) oopmitsieTcs: B Bue nprioxkenuit k JIHA.

Ha npunoxenusix k JIHA odopmiisieTcst peKBUBHT «OTMETKA O MPUIOKEHUN» B
COOTBETCTBHH C 1. 5.41 HacTOALEH UHCTPYKLIMH.

6.14 JIHA Bcrtynaer B cuily B CpPOK, YKa3aHHBbIH B NpPHUKa3e O BBEIACHUU B
JICUCTBHUE TOKYMEHTA UJIH ¢ JaThl yTBepkacHusa JIHA.

6.15 PacnopsauTenbHble JOKYMEHTHI YHHBEPCHUTETa U3JAIOTCS B (QopMme
IIPUKA30B U PACIIOPSKEHUM.

[Tpuka3sl U3Mar0TCS B 1IETAX ODOPMIICHHS peIIeHUH:

— HOpPMAaTHUBHOIO XapakTepa (ecnu mnpukazoMm yrBepxkaaerca JIHA wnum
MPUHUMAETCS PEIICHHEe OPTraHu3al[MOHHOTO XapakTepa, Hampumep, NpHKa3 00

| 11 20.002 —2020 | Crpamu: 101 | Ctpanmma: 26




YTBEPXKIACHUHM CTPYKTYPHI M INTATHOW YUCIICHHOCTH yHHBepcuteTa) (popma OnaHka
npukasza — npuioxkenue Ne2, o6paselr COBMECTHOTO MpuKas3a — mpuiiokenue Ne3);

—  OpraHU3alMOHHOr0, AJMUHUCTPATHUBHOTO, B TOM YHCIE OIEPATUBHOTO
XapakTepa Mo yCTaBHOM JeATeTbHOCTH YHUBEPCUTETA.

6.16 I[IpoexkThl pacHOpPSIUTENbHBIX JOKYMEHTOB TOTOBAT CTPYKTYpHbIC
Mo/Ipa3/ieJieHUs] YHUBEPCUTETA HA OCHOBAHHH TIOPYUYCHUI PEKTOpPA YHUBEPCUTETA JTHOO
B MHUIIMATUBHOM MOpsaAKe. OTBETCTBEHHOCTh 32 KQYECTBEHHYIO TOJITOTOBKY MPOCKTA
IpHKa3a, COrJIACOBaHWE W NPABWIBHOE OPOPMIICHHUE NPOEKTa HECET PYKOBOJIUTEID
CTPYKTYPHOTO TOIPa3CICHHs], KOTOPBIA TOTOBUT MPOCKT MPHUKA3a U MPEACTABISIET €T0
Ha noanuck. OTBETCTBEHHOCTh 3a COJAEpPKAHUE JIOKYMEHTa HECYT COIVIACYIOILINE
MIPOEKT TIOKYMEHTA JOJIKHOCTHBIE JINIIA YHUBEPCUTETA.

6.17 KoHTposib 32 NpaBUILHOCTHI0 0GOPMIICHHUS MMPOECKTOB PACHOPSIUTEIHHON
JIOKYMEHTAIIUU OCYIIECTBIISIET YIIPaBIECHUE JeIaMi YHUBEPCUTETA.

6.18 PacnopsiauTenbHble JOKYMEHTBI, U3/laBaeéMble B YHUBEPCUTETE, HE
JIOJDKHBI  TIPOTUBOPEUUTHh 3aKOHOJATENbCTBY Poccuiickoit  ®Denepanuu, ycTaBy
YHUBEPCUTETA, JIOKAJHbHBIM HOPMATHUBHBIM aKTaM M paHee U3JIaHHBIM TPHUKa3aM
YHUBEPCUTETA.

6.19 PacmopsauTenbHbIe JOKYMEHTHI U3Iaf0TCS:

— BO HCIIOJHEHHE HOPMATHBHBIX MPABOBBIX aKTOB OPTaHOB TOCYIAapPCTBEHHOM
BJIACTH U BBIIICCTOSIINX OPTaHU3AIUH;

— B IENAX OCYIICCTBJICHHUS YIPABICHUCCKOUW NESITCIBHOCTH, BBHITEKAIOIICH U3
GYHKIMN 1 33]1a4 YHUBEPCUTETA.

6.20 PacnopsiauTenbHble TOKYMEHTHI COCTaBISIOTCS HA OCHOBE TIATEIBHOTO U
BCECTOPOHHETO M3YYEHUS BOIPOCOB, TPEOYIOUIUX Pa3pelIeHus], YTOO0bI CoJiepKauecs
B IIpHKa3ax TMOpPyYEeHHUs ObUIM KOHKPETHBIMH, OOECIIEUHMBAINCH JOCTaTOYHBIMU
MaTepHATbHO-TEXHUYCCKUMA ¥ (PUHAHCOBBIMH CPEACTBAMH M B JaJIbHCHUIIIEM
UCKITIOYAJIi  HEOOXOJAMMOCTh KOPPEKTHPOBKH TIPUHSTHIX PEIICHUH B CBS3U C
HETIOJTHOTOM WM HeTOpaOOTKOW MPEIbIIYIIEro MPHKa3a.

6.21 Ilpuka3el yHuBepcuTeTa OGOpPMISIOTCS Ha OJaHKe TpHKaza ¢
WCITOJIb30BAaHUEM CJICAYIOMUX PEKBH3UTOB: JaTa JOKYMEHTa, pPETHCTPaIlMOHHBIN
HOMEpP JOKYMEHTa, 3aroJIOBOK K TEKCTY, TEKCT, MOAMKCH. JlaTa M perucTparmoHHBINA
HOMED MpHKa3a MPOCTABJISAIOTCS MOCTIE TTOAMMCAHNS TTPUKa3a PEKTOPOM YHUBEPCHUTETA,
100 YMOTHOMOYEHHBIM JOHKHOCTHBIM JIMIIOM B COOTBETCTBUU C IPUKA30M PEKTOPA.

6.22 3aroioBoK K MpUKa3zy IMe4YaTaeTcs 4yepe3 OAMH MEXCTPOUYHBIM MHTEpBAI
MOJI PEKBU3UTAMU OJIaHKa CJIeBa OT TPAHMIIBI JIEBOTO MOJs. Toyka B KOHIE 3ar0JIOBKA
HE CTaBHMTCS. 3arojIoBOK K MpHKa3y GOPMYIHUPYETCS ¢ MPEATIOroM «o» («o0»), KpaTko
¥ TOYHO OTpakas coJiep KaHue TeKcTa nmpukasa. Harmpumep:

— OO0 yrBepxkaennn MHCTPYKITUU 1O IETIOTPON3BOICTBY;

— O npoBegeHnu KoHbepeHIUY;

— O co3gaHuu 3KCNepPTHON KOMUCCHH.

6.23 TekcT mpukaza COCTOMT W3 JABYX yacTed: oOOCHOBaHWS (TipeamOyInbl) U
pacnopsauTeIbHON YacT. B 000CHOBaHWM yKa3bIBAe€TCS OCHOBAaHME, MPUYMHA WA
1eIh u3aanus JokymenTa. Hanpumep:
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B cootBeTcTBUM ¢ TpuKa3oM MUHKCTEPCTBA CBSI3U U MACCOBBIX KOMMYHHUKAIUK OT 25
nexabps 2014 r. Ne1494 «O6 yrBepxknenun IlpaBun oOMeHa TOKyMEHTaMH B 3JIE€KTPOHHOM
BUJIE TIPU OPraHU3alMU HH(HOPMALIMOHHOTO B3aUMOJCHCTBH ...

B nensx opranuzanuu v NpoBeeHHs padOThI 110 SKCHEPTU3E LIEHHOCTH JOKYMEHTOB,
00pa3yIoIMXCs B IEATEIBHOCTH OpraHU3alyy, 1 0TOOpYy UX Ul NepeJadyd Ha XpaHeHHE B
apX¥B OpraHU3aluu U K YHUYTOXKEHHUIO ...

6.24 PacniopsauTenbHas 4acTh NMpPUKa3a HAYMHACTCS CIOBOM «IIPUKA3BIBAIOY,
KOTOpOE TIeYaTaeTcsi CTPOYHBIMH OYKBaMH BPa3psIKY.

PacmiopsiaurenbHast 4acTh MOKET COJIEPKATH:

— pelleHHWs ~ OpraHM3allMOHHOTO  Xapakrtepa  (yTBEpIUTh,  CO37aTh,
npeoOpa3oBaTh, TMKBUIUPOBATH, IPU3HATH YTPATUBIIAM CHITY);

— KOHKpETHBIE TIOPYYCHHS C yKa3aHHUEM HWCIONHHUTENS (MCIOTHHUTENCH) |
CPOKOB WX BBITIOJTHECHUSI.

6.25 Kaxnoe pemenue (mopydenue) opopmisieTcss B IpUKa3e Kak OTACTbHBIN
nyHKT. [[yHKTBI IpHUKa3a pacroyiararoTcs B JIOTHKO-BPEMEHHOW TIOCIISIOBATEIBHOCTH U
HyMepyloTcsi apabckuMu 1mdpamMu ¢ TOYKOW B KoHIE. Eciam mopydeHue maercs
KOHKPETHOMY  CTPYKTYPHOMY TOApa3lefieHHI0, €ro HauMEHOBAHWE MHUIIETCS
NOJHOCTBIO, B CKOOKaxX yKa3blBalOTCA (aMuiusg W WHHULIHATBI  PYyKOBOIAHTEIS
CTPYKTYPHOTO IO/Ipa3/ieJICHUs B UMEHHUTEIBHOM majexe. Hampumep:

..IPUKA3BIBAI

1. YuebHo-MeToauueckomy yrpasienuio (MBanos B.B.) k 01.10.2017 moArotoBuTh
NPEJCTaBUTh HA YTBEPXKICHHE TUIaH y4eOHO-MeToanYecKor paboTsl Ha 2018 ro.

Eciu mopydenwe npaercs KOHKPETHOMY WCIIOJHUTENIO, €r0 JOHKHOCTh |
(dbamMunus yka3blBaroTCs 0€3 CKOOOK B AaTesibHOM najexe. Hampumep:

3. T'nmaBuomy Oyxrantepy IlerpoBoii [.A. mOArOTOBUTH ¥ TPEICTABUTH Ha

paccMOTpEeHHE U YTBEPXKACHUE CMETY KOMaHIUPOBOYHBIX pacxoaoB Ha 2020 roa B Cpok 110
30.11.2019 .

[IpennmucpiBacMoe JACHCTBHE BhIpAXKACTCS TJIAr0JIOM B HEOIPEACICHHOW dopme.
He nomyckaercs ynoTpeOasiTh HEKOHKPETHBIC BBIPAXKECHUS THIA «YCUIIUTHY,
«YCKOPUTBY, «00ECTICUUTH B KpaTUAUIIINE CPOKMY.

Ecnu onHOMy WMCHOJHHUTENI0 HEOOXOAUMO TMOPYUYUTh HECKOJIBKO Pa3HBIX
3aJaHA C OJHHUM CPOKOM BBINIOJIHEHUSI, OTBETCTBEHHBIM HCIOJHUTEIb M CPOK
WCTIOJIHEHUS YKA3bIBAIOTCS OJMH Pa3 B OCHOBHOM MYHKTE, a MMOPYYECHUS BBIACSIOTCS B
OTACJIbHBIC TOANYHKTHL. EcCiyW y TOpydeHUH pa3HbIE CPOKM HCIOJHEHHUS, CPOKH
YKa3bIBaIOTCSI HE B OCHOBHOM ITYHKTE, & B Ka)KJIOM MOJAIYHKTE.

Cpox wuCHOJHEHHS JOJKEH OBITh pealbHbIM, COOTBETCTBOBATH OOBEMY
npeanojaraeMpix padoT. llpu ycTaHOBICHHMM CpOKa CIEAyeT YYUTHIBATh BpeMs
JIOBEICHUS IOKYMEHTA 10 KOHKPETHBIX UCIIOJHUTENEH.

Cpok WuCHONTHEHUS B IYHKTax paclopsSAUTEIbHONM 4YacTh MpHKa3a He
YKa3bIBACTCSI B CJy4dasX, €CIH JACHUCTBUA HOCAT PETYJSPHBIM XapakTep M HX
BBIMIOJTHEHUE TMPEANUCHIBACTCS HA BECh MEPUOJ JCUCTBUA MNpuKaza. KoiamyecTBo
UCIIOJHUTENEH 1O  KaKAOMY MYHKTY  (MIOANYHKTY) HE  OrPaHUYMBACTCS.
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OTBETCTBEHHBIN UCTIOJHUTEIb YKA3bIBAETCS TIEPBBIM.

Ecnu IMPHUKa3 OTMCHSACT IIOJHOCTBIO WK YaCTUYHO PAaHCC U3JAHHBIC TOKYMCHTEI
II0 TOMY JKC BOIIPOCY, TO B IIPCAIIOCIACIHCM IIYHKTC IIpHKa3a HeO6XOIII/IMO nux
MNCPCUYUCIINTh C YKA3dHUCM HAMMCHOBAHUA NOKYMCHTA, CI'0 44aThl, HOMCpPA, 3aroJIOBKa.
Hampumep:

4. IlpusHaTh yTpaTuBLIIUM cuity npuka3 pektopa FO3I'Y ot 5 aBrycra 2010 r. Nel75
«O0 yTBEepkJICHUH DKCIEPTHOM KOMUCCUU OPTaHU3aLUN».

[TocenHuii MyHKT IIpUKa3a - IYHKT O KOHTPOJE, B HEM YKa3bIBAKOTCS
JOJDKHOCTH JIUIA, OTBETCTBEHHOTO 32 MCIOJHEHNE JTOKYMEHTA B IIEJIOM, €T0 (haMuIvs
u nHuuansl. Hanpumep:

4. KoHTpoJib 3a HCIOJHEHUEM IpHKa3a BO3JIaracTcsl Ha HadaJlbHHKA YIPaBICHHS
nemamu ©amunusa U.0.

B oTnenbHBIX ciydasx peKTOp YHUBEPCHUTETa MOXKET OCTaBUTH KOHTPOJb 3a
Cc000Ii1:

KoHTpo:1b 32 HCTIONHEHHEM NPUKa3a OCTABIISIO 32 COOOM.

6.26 He Bximoudaercss B TEKCT Ipuka3za NMyHKT «lIpuka3 noBecTH 1O CBEACHMS
.

CTpyKTypHBIE MOApA3EICHUS M JOJHKHOCTHBIC JIMIA, O CBEACHHUS KOTOPBIX
HEOOXOJMMO JIOBECTH TIPHKa3, TNEPEUYUCIAIOTCS B yKaszarene (JUCTe, CIHUCKeE)
PaCCBUIKH, KOTOPBII TOTOBUTCS UCTIOJTHUTEIIEM.

6.27 B mpukazax HE TOIMyCKaeTCs:

— UW3MEHEHHE paHee yCTaHOBJICHHBIX CPOKOB BBHITIOJHEHHS 33JJaHUI B CTOPOHY
WX YBEITUYCHHUS;

— NpPUMEHEHHE NPOU3BOJIbHBIX COKpAIlEHUH WM MCKaKEHHE HAauMEHOBaHWUN
CTPYKTYPHBIX TIOJIpa3ielieHNuil YHUBEPCUTETA,;

— TPUMEHEHHE MPOU3BOJBHBIX (HE OOIICTIPUHSTHIX) TEXHHUUECKUX U JAPYTUX
TEPMHUHOB, COKPAIICHHBIX CJIOB 1 HANMEHOBAHUH.

6.28 Ilpu HanmMuum NPWIOKEHHA B TEKCTE MpPHKa3a B COOTBETCTBYIOIIUX
INYHKTaX PacHopsIUTEIbHON YacTH HArOTCsS OTCHUIKM: ... (mpuiiokeHwe Nel); ...
(mpunokeHre Ne2); ... «COTJIACHO TPHIIOKEHHUIO», Ha TMPHIOKECHUH OQPOPMIIACTCS
OTMETKA O MPUIIOKECHHUHU:

[Tpunoxxenne Nel
k mpukazy FO3T'Y ot 12.11.2017 Ne215

N3nanune BMecTe ¢ mMOpUKa30M MPUIOKEHUH, HE YHOMSHYTBIX B TEKCTE
JIOKYMEHTA, HE JIOIyCKaeTCs.

Ecnu noxyMeHT, yTBEp)KIICHHBIM MPUKA30M, BIOCJICACTBUU JICUCTBYET B BHJIC
CaMOCTOSITEJILHOTO JOKYMEHTA, Ha MEePBOM JIUCTE IOKYMEHTa B BEpXHEM IIPaBOM YTy
npocTtaBisgercss Tpud yTBEpKIeHUs (MpU HEOOXOAMMOCTH, - C yKa3aHHUEM HOMEpa
MPUJIOKEHUS ), HATPUMED:
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NucTpykius YTBEPXJIEHA
npukaszom IO3I'Y
ot 22.01.2020Ne5

6.29 PacnopsikeHust opOPMIIIOTCS IO TEM K€ MpaBWJIaM, YTO U MPHUKa3bI, 32
UCKJIIIOYCHHEM TOT0, YTO B KOHIIE MpeaMOysbl CTAaBUTCS JABOETOUHE, IOCIE Yero
CIICAYIOT IYHKTBI paciiopsiiuTeNbHON YacTu (popma OJaHKa pacropsbKEHHs peKTopa u
npopekTopa — npuioxkeHue Ned, ¢opma OiaHKa pacnopsKEHUS PYKOBOAUTEISA
CTPYKTYPHOTO nojapasenenus — npuioxenue NeS) . Hanpumep:

B nensax ucnonnenus npukasa FO3I'Y ot 22 aBrycra 2020 r. «O0 opraHuzanuu u
poBeIeHUH KOHKypca «Jlydimmii mpenonaBaTens yauBepcurera - 2020

1. Jexanam ¢akynpreToB cpok a0 10 centsOps 2020 r. mpeactaBUTb CBOH
IPEUIOKEHHS 0 KaHAUAATypax MpernoiaBaTesiei [y yuyacTus B KOHKypCe.

PacrniopsbxkeHust MOTYT HE HMETh ITpeaMOyIIbI.

6.30 Jlo mpeacraBieHuss Ha TMOANHCH MPOEKT TMpHKaza (pacrmopsHKEHUs)
COTJIACOBBIBACTCSI C 3aWHTEPECOBAHHBIMU JIMIIAMH B COOTBETCTBUU C ITyHKTaMHU
7.1-7.11 nacrosiel UHCTPYKIIUH.

6.31 Ilpuka3 (pacnopspkeHHe) MOAIMUCHIBACT PEKTOP YHUBEPCUTETA WIIU JIUIIO,
UCIIONIHSAIONIee  ero  oOs3aHHOCTH.  JlomyckaeTcss — NMOANHMCAHME — MpPUKa3a
YIOJHOMOYEHHBIM ~ JTOJDKHOCTHBIM ~ JIMIIOM YHHUBEPCUTETa B COOTBETCTBUU C
JieJIeTHPOBAaHUEM TIPAB MOJIIMCAHUS PEKTOPOM YHUBEPCUTETA.

PacnopsbkeHne 1Mo CTPYKTYpHOMY  MOJAPA3JEICHUIO  MOJIHCHIBAETCS
PYKOBOJUTENIEM COOTBETCTBYIOLIETO CTPYKTYPHOTO MOAPa3/IeICHHUS .,

6.32 Komuu mpukaszoB (pacnopspkeHUM) pacchllaloTcsl Ha OyMakHOM HOCHUTEIE
W/WIU Ha DJIGKTPOHHYIO TIOYTY B COOTBETCTBHMU C yKaszaTelieM (JTMCTOM, CITMCKOM)
PAaCCBLUIKH.

OnexkTpoHHass ~ Komus — OpuKaza  (pacrmopsbKeHus)) — pa3MeliaeTcs B
COOTBETCTBYIOMIEH 6a3e qanHbix COJI.

6.33 IIpu odopmieHnn TmpuKa3a, H3JaBaMOIO0 COBMECTHO C JApyrou
OpraHU3aLMECH:

— OJIaHK HE UCIOJIb3YEeTCS;

— HaWMEHOBAaHMS OpPraHU3allMi MeYaTaroTCs Ha OJTHOM YPOBHE;

— HaumeHoBanue Bua nokymenta (IIPUKA3) pacnonaraercst mo ueHrpy.

JlaToii COBMECTHOTO MpUKa3a SBIISIETCA JaTa MPOCTABJICHUS MOCIEAHEN TOANUCH
Ha JOKyMEHTE. PermcTtpaumoHHbII HOMEpP COBMECTHOIO IIpUKa3a COCTOMT W3
PETUCTPAIIMOHHBIX ~ HOMEPOB, TPUCBOEHHBIX KAXIOM W3  OpraHu3anmuii u
MPOCTABJSIEMBIX Yepe3 KOCYI0 UepTy B TOPSIKE YKa3aHWsl OpraHM3alfii - aBTOPOB
JIOKYMEHTA.

TexcT coBMecTHOro mpuKa3a HM3j1araeTcsi OT MEPBOro JHIA MHOKECTBEHHOTO
yucna  («mOpukKa3piBaeM»), TMOAMUCU peKTopa (IIPOPEKTOPOB)  YHHUBEPCHUTETA,
PYKOBOJIUTENIEH OpraHU3allMid paCIioIaraloTcsi Ha OJJHOM YPOBHE CJIeBa U CIIPaBa.

6.34 JlesTebHOCTh TO COBMECTHOM BBIPAOOTKE pEIICHUN Ha 3aceIaHusIX
COBETOB, KOMHCCHIA, COBEILIaHUSIX 0(OPMIISIETCSI TPOTOKOIAMHU.

| 11 20.002 —2020 | Crpamu: 101 | Crpammua: 30




[IpoTokosn cocTaBnsieTcs HA OCHOBAHUU JUKTO(POHHBIX (PYKOMHCHBIX) 3aMUCEH,
MPOU3BEJCHHBIX BO BpeMsl 3acelaHusi, MPEACTABICHHBIX TE3UCOB JIOKIAI0B U
BBICTYIUICHUMN, CIIPABOK, MPOEKTOB PEIICHUM (TOCTAHOBJICHUM).

[Ipotokon odopmisieTcss B T€UEHUE OJHOTO - TpeX AHEH MOocie MPOBEACHHUS
3ace/laHus, €CJIM CPOKU €ro MOATrOTOBKUA HE OTOBOPEHBI 0CO00.

6.35 PexkBu3uTamMu MpOTOKONA SIBISIOTCS: HAaUMEHOBAHHE YHHUBEPCHUTETA,
HAaMMEHOBaHUE BHUJA JIOKYMEHTa, 3arojloBOK K TEKCTy, JlaTa M MECTO 3acelaHusl,
pPErucTpallMOHHBIA HOMEP MPOTOKOJA, TEKCT, O ITUCH.

6.36 3arogoBOK K TEKCTY MPOTOKOJAa OTBEUAET HA BOIPOC «UETr0?» U COACPKUT
yKa3aHHe CTPYKTYPHOTO TOJpa3fefieHus WM oOpraHa, AEATeIbHOCTh KOTOPOTO
nporokosmpyercsa. Hanpumep:

— TPOTOKOJ 3aCeAaHMsI aTTECTAIIMOHHOW KOMUCCHUH,

— MPOTOKOJ 3ace/laHusl HAYYHO-METOANYECKOM KOMUCCHH.

JlaToii mpoTokoJyia ABIsSETCSA JaTa 3acedaHus. Eciu 3acemaHue mpoaosKaercs
HECKOJIbKO JIHEHM, YKa3blBaeTcs Jara Hayaja 3aceJaHusl U 4Yepe3 Tupe - Jara
okoH4uanust: 12 - 13 mas 2018 r.

6.37 Tekct mpoTOKOJIAa IOJDKEH COCTOSATh W3 JBYX 4YacTEW: BBOJAHOW U
OCHOBHOH. B BBOJHOM YacTW MNPOTOKOJA YKa3blBAlOTCS (aMUIMU TpeacenaTens
(mpencenaTenbCTBYIONIET0); ceKpeTaps; (aMUIIMK YYaCTHUKOB, MPUCYTCTBYIOUIUX Ha
3aceJJaHuM; JIUII, IPUTITIAIICHHBIX Ha 3aCeaHNe; TOBECTKA JIHA.

Ecnn KoIM4ecTBO MPUCYTCTBYIOIIMX HA 3aCEIaHUM MPEBBIMIACT 15 4enoBek, B
BBOJHOM YacCTH MPOTOKOJIA JEJACTCS CChIJIKA HA CIUCOK, SBJISIOUIUIICS HEOThEMIEMOM
4acThio npoTokona. Hanpumep:

[IpucyrcTBOBaNN: 25 Yen. (CIUCOK MpUIaraercs).

BBogHas dacTh MNpOTOKOJIA 3aKAHYMBAETCS IOBECTKOW [HS, cojepxKallen
nepeyeHb PacCMaTPUBAEMbIX BOIPOCOB, NIEPEUNCICHHBIX B OPSAIKE UX OOCYKICHHUS C
yKa3aHHEeM JOKJaJuuhKa [0 KaXJIOMy paccMaTpuBaeMoMy Borpocy. Bompocsl
MOBECTKU JIHS (OPMYJIMPYIOTCSA C MPEIIoroM «o» («o0»), MmevyaTaroTcsi OT TPaHHUIIbI
JIEBOTO TOJII U HyMEPYIOTCS apaOCKUMU LIUPpPAMH.

B ocHOBHOI1 YacTu poTOKOJIa GPUKCUPYETCS X0 3aceqaHusl.

6.38 IlomHbIN MPOTOKOI COAEPXKHUT 3aMMCh TOTO, YTO MPOUCXOAMIIO BO BpeMs
3aceJlaHusl, BKIIOYash BOMPOCH! K JOKJIAAYUKY, OTBETHl HA HUX, BBICTYIUICHHUS B XOJ€
OOCYXKIeHHs BOTIPOCa, Pe3yibTaThl TOJOCOBAHUS MO BOMPOCY M MPUHATHIC PEUICHHUS.
Pexomenayemsbiii  oOpazery odopMJIeHHS TOJHOTO TPOTOKOJA TMPHUBEACH B
npriokeHuN Neb.

KpaTkue mpoTokoyibl BeAyTCS HpPHU PACCMOTPEHHHM BOIPOCOB OINEPATHUBHOIO
xapaktepa. B kparkom mnpoTokosie ¢UKCHpyeTcss Tema oO0CykaeHus, G(aMuius
JIOKJIaTYMKa 110 BOTIPOCY U MPUHSATHIEC PEILICHUSI.

6.39 OcHOBHass 4YacTh TIOJIHOTO TMPOTOKOJIA COCTOMT U3  Pa3elioB,
MOCBSIIIEHHBIX BOMNPOCaM TOBECTKH [JHSA. XOJ PAcCMOTPEHHUs KaKIOro BOIpoca
3anuceiBaercs B nocnenoBatenbHocTu: CJIYIITAJIN — BBICTYIIWJIA — PEIINJINA.

[TocranoBnenne (pemieHHe) B TEKCT MPOTOKOJIA BHOCHUTCS TOJHOCTHIO B TOM
dbopMynupoBKe, KOTOpas Oblla TpHHITa Ha 3acelJaHWH; NPU HEOOXOAUMOCTH
MIPUBOJISTCS UTOTH TOJIOCOBaHUS: «3a — ..., MPOTHUB — ..., BO3JIEPIKATIOCH — ... ».
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6.40 IlpoTokon 3acelaHus MOANKCHIBAECTCS npencenaTenem
(mpencenaTeNbCTBYIOIMM) UM CEKpeTapeM 3acelaHus, €Clid MHOE€ HE YCTAHOBJIICHO
JIHA.

6.41 [lpu HE0OXOAMMOCTH KOMHH MPOTOKOJIOB WMJIM BBIIMCKH U3 MPOTOKOJIOB
PacChUIAIOTCS 3aMHTEPECOBAHHBIM JIMI[AM B 3JIEKTPOHHOM BHUJE B COOTBETCTBHH C
yKa3zaTelieM PacChLIKH.

B Bblllucke M3 MPOTOKOJA JIODKHBI BOCHPOU3BOJIUTHCS BCE PEKBU3UTHI
3aroJIOBOYHON YaCTH MPOTOKOJIA, BBOIHAS YaCTh, BOIPOC TMOBECTKU JTHS, IO KOTOPOMY
TOTOBHUTCS BBINIUCKA, M TEKCT, OTPAXAIOUUH OOCYXIECHHWE BOMpPOCAa W TPHUHITOE
peIIeHHeE.

6.42 JlenoBoe (cmykeOHOE) TMCHMO TOTOBHTCS Ha OJaHKe MHChMa
(mpunoxenune Ne7). Ilpm cocTtaBieHMH TMceM O(GOPMIIIIOTCS PEKBH3UTHI: ajapecar,
3aroJIOBOK K TEKCTY, TEKCT, TMOJIMUCh, OTMETKAa 00 HCIIOJTHHUTENC, B HEOOXOIUMBIX
CIIy4asix - OTMETKA O MPHUIIOKEHUHU.

6.43 Ecnu mucbMo sIBII€TCS OTBETOM Ha MOCTYIHUBILIUNA 3alpoCc WK MPOCHOY,
3aMOJHSAETCS PEKBU3UT «CChUIKA HA PETUCTPAIMOHHBIM HOMEP U JaTy MOCTYMHUBIIETO
MUCHbMay.

HanmenoBanue Buma JOKyMeHTa («IUCbMO») W Pa3HOBUIHOCTH MHCHhbMa
(Hanpumep, «mpockOay, «MHGOPMAIIMOHHOE», «COMPOBOAUTEILHOE», «3amlpocy,
«HATIOMHUHAHKE») B JCJIOBBIX (CIYKEOHBIX) MUChMaX HE YKAa3bIBAIOTCS.

Ecnu mucbMo HampaBisieTcsl aapecary 1Mo 3JIEKTPOHHOM modTe win 1Mo (akcy 6e3
JOCBIIKA TIO TIOYTE, BMECTO IIOYTOBOTO aJpeca YKa3bIBAETCS aapec dSJIECKTPOHHOU
MOYTHI UK HOMEp TenedoHa-pakca.

6.44 JlenoBoe (cmykeOHOE) MHCHMO JOJDKHO OBITh ITOCBSIICHO OTHOMY
Bompocy. Ecmu HeoOXoamMo O0OpaTUThCS B OPraHU3AlAI0 OJHOBPEMEHHO 10
HECKOJILKHM BOIPOCAM, PEKOMEHIYETCS COCTABUTh OTEIBHOE MUCHMO TI0 KOKIOMY W3
HUX.

[TrucbMO MOKET KacaThCsl HECKOJIBKUX BOMIPOCOB, €CJIM OHU B3aHMMOCBSI3aHBI.

6.45 B ogHOM mHChME HE JIOHKHO OBITH O0JIee YEThIPEX aapecaroB, MPU ITOM
OCHOBHOW  ajJipecaT yKa3bIBaeTCs TIEPBBIM, OCTaJbHBIM ajpecaraM IHUCHMO
HaIpaBJISETCS JJI CBEJICHUS.

[Ipu HEOOXOIMMOCTH HANpPaBUTh MHUCHMO OOJBIIEMY KOJMYECTBY aJpecarosB,
TOTOBUTCS CITUCOK PACCBHUIKH, U TMChMa PACChUIAIOTCS MO CITUCKY.

6.46 Ilpu cocrtaBiaeHMH JENOBBIX (CIY)KCIOHBIX) TIHCEM HCIOIb3YeTCs
BCTYIIUTENBHOE OOpalieHne W 3aKITIOYHMTENIbHAs 3TUKETHas ()pa3a B COOTBETCTBUHU C
MyHKTOM 5.40 HacTOAIIEH MHCTPYKIIHH.

6.47 TekcT MUChbMa M3J1araeTcs:

— OT l-ro nmia MHOXXECTBEHHOTO YHCIa (IIPOCUM ...», «IIpemjIaraeMm ...»,
«HAIIOMUHAEM ...»);

— oT 3-ro JWma eAWHCTBEHHOTO  4YHcia (KyYHUBEPCUTET  CUHUTACT
BO3MOXHBIM...», «}O3I'Y He pacmonaraeT BO3MOXXHOCTBIO ...»);

— 0T 1-ro guIa eAMHCTBEHHOTO YHCIIA (KIIPOIITY ...», KIIPEIarar.

6.48 Eciu npoekT AenoBoro (CiykeOHOro) nuchMa HarpasiiseTcs ajpecary 1o
MoYTe, MPOEKT TOTOBHUTCS B JBYX DJK3EMIUIApaxX: OJWH 3K3eMIUIAp ohopMIIsieTcsl Ha
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OJlaHKe IMChMa, BTOPOM SK3eMIUIAp (IpeIHa3HAYEHHBIA JUISI BU3WPOBAHWS) - Ha
CTaHJApPTHBIX JTUCTaX Oymaru.

JlenoBoe (ciy>xeOHOE) MUCHMO 1O TMPEACTaBICHUS Ha TMOJIUCH JOHKHO OBITH
COTJIaCOBaHO (3aBU3UPOBAHO) CO BCEMHU 3aMHTEPECOBaHHBIMU JHiiaMu. CorjacoBaHue
(BU3MpOBaHUE) JIEJIOBBIX (CIY)KCOHBIX) MHCEM IIPOBOJMTCS B COOTBETCTBUU C
nyHkTamu 7.1-7.11 HacTosIe HHCTPYKITUH.

6.49 JlemoBoe (ciykeOHOE) MUCHMO IOJIUCHIBACTCS PEKTOPOM YHHBEPCHUTETA
WJIU MHBIM YTIIOJIHOMOYEHHBIM UM JiniioM. [lonnucanHoe nenoBoe (Ciay:ke0HOe) MUChMO
MO/IJICKUT PETUCTPAIIMH U OTIPABKE.

He nmomyckaercs oOTHmpaBisaTh ajapecaTaM TMHChbMa, HE HMEIONIUE JaThl H
PETHCTPAIIMOHHOTO HOMEpaA.

6.50 Ilocne moamucaHusi MUCbMa M €r0 PETHUCTPAIMU IK3EMIUISIP MHCbMa C
BHU3aMHU 3aWHTEPECOBAHHBIX JIAI[ MMOMEMIACTCS B JIEJIO0 YNpaBICHUS JeJlaMH, KOS
MMChMa TIOMEIAETCA B JIEJI0 CTPYKTYPHOTO TMOAPAa3/eNieHUs, TOTOBUBIIETO MPOEKT
JIOKyMEHTA.

6.51 AKTBI COCTABJISIIOTCS Ha OCHOBE YTBEPXKICHHBIX OpraHamMHu BIIACTU
YHUGUIUPOBAHHBIX (POPM WM B CBOOOHOM (hopMme B LIEsAX MOATBEPKIAEHUS (DAKTOB,
CBSI3aHHBIX C JICSITEIILHOCTHIO YHUBEpcUTeTa. PekoMenmyemblii obpasen opopMiieHus
aKTa MpUBEJEH B PIIIOKEHUHN Ne§.

6.52 [lpu cocTaBiIeHUM AaKTOB HCIIOJBb3YIOTCS PEKBU3UTHI: HAUMEHOBAHUE
YHUBEPCUTETA; HANMEHOBAHNE BHJIa JOKYMEHTA; JaTa JOKYMEHTA; PETUCTPAIMOHHBIN
HOMED JTOKYMEHTa; MECTO COCTABJICHUS WJIU W3JIaHUS JOKYMEHTA; 3aT0JIOBOK K TEKCTY;
TIOJIITHCh.

6.53 Jlatoii akTa SBIISICTCS JaTa COCTABJICHHMS aKTa M IOAIHACAHUS €To
coctaBuTesiMi. Ecim dopMoli akTa MPEAyCMOTPEHO €Tr0 YTBEPIKICHHE PEKTOPOM
YHUBEPCUTETAa WM WHBIM YIOJHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM, JaTOW akKTa
SIBJISIETCSI J1aTa €ro YTBEP KICHMUS.

6.54 B BBO/JHOI YacTH aKTa B UMECHUTEIILHOM I1aJIe)KE YKA3bIBAIOTCS

— OCHOBaHME COCTAaBJICHHS  akTa  (JIOKaJbHBIH  HOPMATUBHBIA  aKT;
pactopsSIMTEbHBIN JTOKYMEHT YHUBEpcUTeTa (MpUKa3, pacrnopsikeHue); (paxt wim
COOBITHE, MTOCTY)KUBIIIEE OCHOBAHUEM JJISI COCTABIICHUS aKTa);

—  COCTaBHTENH aKTa (MepeuucistoTes nocie ciaoBa «CocTaBiaeH» ¢ yKa3aHHEM
NOJDKHOCTEW, HAMMEHOBAaHMM  OpraHW3aluid, €CIA  COCTABUTENM  SIBJIIOTCS
MIPEACTaBUTEISIMU IPYTOi opraHu3anuu, GaMuiIui ¥ MHUITUATIOB).

Ecnu akT cocraBneH koMuccuen, IepBOM yKa3bIBaeTCs (aMUIUs MpeceaaTes
KOMHUCCHH, 3aT€M YJICHOB KOMUCCHU B al(paBUTHOM TOPSJIKE.

6.55 B Tekcre akTa m3lararoTcs e U 3a7a4d COCTABJICHHUS aKTa, CYIIHOCTD,
XapaKTep, METOABI U CPOKH MPOJICIIAaHHON padOThI, €€ Pe3yIbTaTHI.

[Tpu HEOOXOTUMOCTH aKT MOXKET COJEPKATh BHIBOJIBI I PEKOMEH/IAITUH.

B 3axmounTtensHON YacTH akTa YKa3bIBaIOTCS KOJMYECTBO MOATOTOBIICHHBIX
DK3EMIUISIPOB aKTa M MECTOHAXOXKICHHE KaXIoro »sKk3eMmiuisipa. KommdecTtBo
DK3EMIUISPOB aKTa OMPENCIACTCS KOJWYSCTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €TO
COCTABJICHMHM, WJIM  HOPMATHBHBIMM  TpEOOBaHUSMH,  PETIAMCHTHPYIOITUMHU
COCTaBJICHHE aKTOB KOHKPETHOU Pa3HOBUIHOCTH.
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6.56 Dx3eMIUISIpbI aKTa MOAMKUCHIBAIOTCS BCEMH YJI€HAMU KOMUCCHH (€CIH aKT
COCTABJISICA  KOMHCCHEH) WJIM  COCTAaBUTENSIMA U, TMpU  HEOOXOJAMMOCTH,
MPUCYTCTBOBABIINMHU JIUIIAMH.

[Ipu nonnucanuu akta npeaceAaTesieM U WieHAMH KOMUCCUM HAaMMEHOBAHUS UX
JOJDKHOCTEHN HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBHUTEN aKTa U3JIaraeTcsi Ha OTACIBHOM JIHCTE,
MOJMKCHIBACTCS U MPUJIAraeTcs K aKkry.

6.57 Ecnu 3akonomatenscTtBOM Poccuiickoit denepanuu mpeaycMOTpEHO
O3HAKOMJICHHE C COJIEp)KaHHEM aKTa JIUI], YIIOMSHYTBIX B aKTe, IO TOJIMWCh, Ha
MOCJICTHEH CTpaHMWIIE aKTa TMPOCTABISAETCS O3HAKOMUTEIbHAas Bu3a «C aKToM
O3HAKOMJICH(BI)», TPU OSTOM YKa3bIBAIOTCS HAWMCHOBAHUS JTOJDKHOCTEH, JIMYHBIE
MOJIKCH, pacuPOBKH MOIMUCEH, TAaThl O3HAKOMJICHUS. JIuIa, KOTOphIE 3HAKOMSITCS
C Co/AepKaHMEM aKTa, UMEIOT MPaBO HE COTJIACUTHCA C COACpPKAHHEM aKTa B IIEJIOM
WIM €ro OTAEIbHBIMHU IMOJOXKEHUSMH, YTO JIOJDKHO OBITh 3a(UKCUPOBAHO MpHU
O3HAKOMJICHUU C aKTOM.

6.58 CnyxebHas W JOKJIagHas 3alUCKU HMCHOJB3YIOTCS JJIS OIEpPaTUBHOIO
UHOOPMAIMOHHOTO  OOMEHa  MEXIy  CTPYKTYPHBIMH  TOJApA3JICJCHUSIMU U
PYKOBOJICTBOM yHHUBepcuTeTa. PexomenmyeMblit oOpaszer; opopmiaeHus: ciry>keOHON |
JOKJIaIHOM 3aMKMCOK MPUBEICH B npuiiokeHuu Ne9.

6.59 OO0si3aTeNbHBIMU PEKBU3UTAMH CIYKEOHOM W JIOKJIAJHOW 3alHCOK
SBIITFOTCSI: HAWMEHOBAaHHME CTPYKTYpHOTO TIOJApa3/eiieHUs, HAaWMCHOBAHHE BHJIA
JOKyMeHTa (cly:keOHas 3amucka, JOKJIajHas 3alucKa), JlaTta, 3arojloBOK K TEKCTY,
azpecar, TeKCT, MOIHCh.

6.60 Ilpu agpecoBaHMm CITy’)KEOHBIX M JOKJIAIHBIX 3aMCOK YKa3bIBAIOTCS B
JATENHbHOM TAJEKe JODKHOCTH JIMIA, KOTOPOMY aapecoBaH JAOKYMEHT, GpaMUIus U
nHuIManel. Hanpuwmep:

Ha‘{aJ'IBHI/IKy oTacia

MEHEKMEHTa KauecTBa @
damunua N.0.

6.61 CmyxeOHbBIC U JIOKJIQJIHBIE 3allMCKH  MOTYT  COCTaBJISTHCA,
paccMaTpUBAaThCA U XPAHUTHCS B TEUEHUE YCTAHOBJIEHHOTO CpOKa Kak B OyMa)KHOM
BUJIE, TaK U B 3JIEKTpoHHOM BHe B CO/I.

[Ipu opranumzammu pabOTHl CO CIY)KEOHBIMHM U JOKJIQJHBIMU 3alUCKaMHU B
AJIIEKTPOHHOM BHJI€ MCIOJB3YETCS JJIEKTPOHHBIN MIA0JIOH CIY>KeOHOM W JTOKIIaIHOU
3aIKCOK.

6.62 Tekct cimy)eOHOW M JOKIAJHOW 3aMUCOK, B 3aBUCUMOCTH OT CJIOKHOCTHU
CoNlepKaHUsl M TPUBOJUMOMN apryMEHTAIlMH, COCTOMT W3 OJHOW, JBYX WM Tpex
YacTeu:

— B TIICPBOM YaCTH W3JIaralOTCs MPUYIUHBI, (PAKThI WM COOBITHS, TOCTYKHUBIIINE
TIOBOJIOM JIJISI COCTaBJICHUS JOKYMCHTA,

— BO BTOpPOM YacTH JACTCS aHAIM3 CIIOKHMBIICHCS CHTyallud, BO3MOXHBIC
BapUAHTHI €€ PEIICHMS;

— B TpeThEW YaCTH M3J1aratoTcCs BHIBOJIBI.
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6.63 Perucrtpanus ciyxeOHBIX U TOKIAIHBIX 3aUCOK ocyecTBisieTcs B CO/I,
npu orcyrcTBUU COJl — B CTPYKTYpHOM MOJIpa3eieHUH, MOArOTOBUBIIEM JOKYMEHT.

6.64 JlemoBble MCbMa, HaMpaBiIsieMble 3apyOeKHBIM KOPPECIIOHIEHTaM (B TOM
quClIe aJipecaTaM rocyapcTB — ObIBIINX peciiyosuk B coctabe CCCP), opopmisitores
Ha OJlaHKe NHUChMa YHHUBEPCUTETa C PEKBU3UTAMH HAa PYCCKOM U OJIHOM U3
WHOCTPAHHBIX SI3bIKOB.

6.65 Ilucemo, HampaBisieMoe 3apyOeKHOMY ajJpecary, COCTaBJISIETCS Ha
PYCCKOM SI3bIKE, MPOXOAMT COTJIACOBAaHHE CO BCEMH 3aMHTEPECOBAHHBIMU JIMLIAMHU
YHUBEPCUTETA, MOCJIE Yer0 MUCHMO MEPEBOJUTCS Ha OJWH U3 MHOCTPAHHBIX SI3BIKOB
(3BIK  agpecaTa WM aHIVIMACKUHA $3bIK) M odopmisieTcs Ha OJlaHKe MHUChMa,
npeIHa3HaYeHHOM JJIsl IEPETIUCKH € 3apyO0eKHBIMU KOPPECTIOHCHTAMH.

[TopymmaHUK TTMCEMa, 0()OPMIICHHBIN Ha OJHOM M3 WHOCTPAHHBIX SI3BIKOB, TOJDKECH
OBITh HUICHTUYEH MO COJEPKAHUIO BK3EMIULIPY Ha PYCCKOM SI3bIKE€ C BH3aMHU
3aMHTEPECOBAHHBIX JIUII.

6.66 Ha moamuce pexropy (MpopeKkTopaM) YHUBEPCUTETA MPEACTABIISIOTCS:
HK3EMIUISP MUChMa 3apy0eKHOMY KOPPECTIOHJEHTY, O(pOPMIICHHBIN Ha OJlaHKE, KOMUs
JTAHHOTO THChMa Ha CTaHJAPTHOM JIUCT€ OyMarud ¢ BU30U HCIIOJHMUTENS, IK3EMILISP
MUChMa Ha PYCCKOM SI3bIKE C BU3aMU 3aWHTEPECOBAHHBIX JIMII.

6.67 Ilocne moamucaHusi MUChbMa PEKTOPOM (IMPOPEKTOPOM) YHUBEPCUTETA HIIU
WHBIM YIIOJTHOMOYEHHBIM UM JIUIIOM:

— DK3eMIUIAp TNHchbMa, OGOPMIICHHBIA Ha ONaHKE, MOANMMCAHHBIA PEKTOPOM
(MpopeKTopoM) YHHUBEpPCHUTETa M 3apPETUCTPUPOBAHHBIN B YNPABICHUH JETaMH,
HAIPAaBIIETCS aJpecary;

— KONUSl JTaHHOTO THChMa C BHU30M HUCIHOTHHUTENS M JK3EMIUILSIP MHUChMA,
COCTaBJICHHBIA HA PYCCKOM SI3bIKE, C BU3AMH 3aMHTEPECOBAHHBIX JIUIl MOMEMIAIOTCS B
Ie0.

6.68 Ilucbma, HampaBisieMble 3apyOeKHBIM ajapecaTaM, JOKHBI HMETh
PEKBU3UTHI: a/ipecar, 1aTa, PeTUCTPAIMOHHBIN HOMED, TEKCT, MOIHUCH.

[Ipu  HEoOXOAMMOCTH MOTYT OQOPMIISITBCS  PEKBU3UTHI  «CCBHUIKA  Ha
pPETUCTPALIMOHHBIA HOMEDP M JaTy MOCTYMHUBIIETO MUChMa» U «3arojOBOK K TEKCTY.
Ha xomuu nuchma, moMeniaeMon B JI€JI0, JOTIOJTHUTEIHHO MPOCTABIISETCS OTMETKA 00
UCTIOJTHUTEIIE.

6.69 PexBm3ut «ampecat» odopmisercs cmpaBa TOJ PEKBU3UTaAMH OJIaHKa.
AnpecaToM MUCbMa MOKET OBITh OPTaHU3allUs WM KOHKPETHOE JIHIIO.

Ecnu mmucemo angpecoBaHO opraHu3aliM, CHayajla JaeTcsi €€ HauMEHOBaHUE,
3aTeM — MOYTOBBIN aJpec B MOCIEI0BATEIIBHOCTH: HOMED JI0Ma WM 3[IaHUs, Ha3BaHUE
YJIMIIBI; Ha3BaHUE TOPOJIa; CTpaHa.

Kaxxapiil s5ieMeHT aapeca MUIIETCs Ha OTAEIbHOM cTpoke. Ha3zBanue ropoja, kak
paBuJIo, IeYaTaeTcs MPONMMCHbIMU OykBamu. Hanmpumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7TRE

US.A.
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CrnoBa Avenue, Street, Place u nnble B afjpece MUIIYTCS C MPOMUCHOMN OYKBBHI.

[Ipu odopmieHnrn TMMOYTOBOTO ajpeca 3apyOeKHBIM  KOPPECIOHIEHTaM
MYHKTYaIusi He PUMEHSIETCS.

[Tpu ampecoBaHnU MUCEM HEOOXOAMMO yUUTHIBATh TPAAHMIIMU, XapaKTePHBIC IS
OTIENBHBIX CTpaH (Hampumep, B BenukoOpuTaHMM TOCTE yKa3aHUsS TOpOJa MOXKET
ObITh yKazaHo rpadctso, B CILIIA - Ha3BaHue mrara).

Ecnu B Ha3zBanuu upmbl npucyTcTByeT pamuiusa auna (Hanpumep, W. Edward
& Co., Ltd), mepen HazBanueMm (pUPMBI IPUHATO CTABUTH CIIOBO Messrs (COKpaleHue
ot Messieurs - rocroza).

Ecnu muceMo anmpecyeTcsi KOHKPETHOMY JIMILY, TMepe]] Ha3BaHHUEM OpraHU3aluu
YKa3bIBAIOT (haMUJIHIO U IOJDKHOCTh PA0OTHHUKA WITH €T0 TOJKHOCTb.

Hanpumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

U.S.A.

6.70 B mmcemax 3apyOexHBIM aapecataM Jgata OGOpMIISICTCS CIOBECHO-
TU(QPOBBIM CIIOCOOOM B ITOCIIEIOBATEILHOCTH: JICHh MECSIIa, MECSIL, TO/I.
Hanpumep: 24 suBaps 2017 r.
[Ipu cocrtaBieHuM TMHUChbMA HA AHTIMKUCKOM S3bIKE JOMYyCKaeTcs odopmiieHHe
JIAThI B TIOCJIEAOBATEIILHOCTH: TO, MeCHIl, TeHb Mecsa. Hanmpumep: 2017, January 24,
6.71 B mnucemax 3apyOexHBIM aJpecaTaM HCIOJIb3YIOTCS BCTYNUTEIbHBIC

oOpareHus Mo JOJKHOCTH WK 1o GpamMuinu ajapecata. Hanpumep:
YBaxaemslii rocrioinH TOproBelil COBETHUK!
YBajxkaeMbIi TOCIIOAUH AHTenoB!
3akaHYMBAETCS MMCbMO 3aKJIIOUYUTEILHON 3TUKETHON Ppazoil «C yBaxeHUeM, ...».

7/ CoraacoBaHue NMPOEKTOB JTOKYMEHTOB. IHoanucanme
(YyTBep:KIeHHEe) IPOEKTOB I0KYMEHTOB

7.1 CornacoBaHue MNpoOEKTa AOKYMEHTAa MPOBOJMUTCS [0 €ro MOAIUCAHUs
PEKTOPOM YHHMBEPCUTETA B LIETSAX OLIEHKH COOTBETCTBUS IPOEKTa 3aKOHOJIATENIbCTBY
Pocculickon ®@enepanuu, T0KaIbHBIM HOPMAaTUBHBIM aKTaM YHUBEPCUTETA, KAUE€CTBA U
3¢ (HEKTUBHOCTH TPEIJIaraeMoOro perieHusl.

CornacoBaHue  TpOEKTa  JIOKyMEHTa  OpPraHHU3YyeTCs  HEMOCPEICTBEHHBIM
UCIIOJTHUTENIEM (COCTaBUTENIEM) M PYKOBOJAUTEIEM CTPYKTYPHOIO MOApa3eICHHUs- @
UCIIOJTHUTEIIS U TIPOBOJIUTCS B IIPEeiaX YCTAaHOBICHHOTO CPOKA UCTIOTHEHMS.

CornacoBanue TpoeKTa JOKYMEHTa C TPOPEKTOpaMH OCYIIECTBISETCS
[IEHTPAJIN30BaHHO Yepe3 yNpaBiIeHHE eIaMi YHUBEPCUTETA.
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7.2 1lpu nanuuuu B opranuszauuu COJ[ cormacoBaHue MPOEKTOB JOKYMEHTOB
OCYUIIECTBJISIETCSI B aBTOMAaTU3MPOBAHHOM PEXKHUME TIOCPEACTBOM HAINpaBIICHUS
MPOEKTOB JIOKYMEHTOB JIMIIaM, HA3HAUY€HHbIM B KayeCTBE COTJIACYIOUIUX, U
odopMIeHUs pe3ybTaToB coriacoBanus B CO/I.

7.3 CornacoBaHue NPOEKTOB JOKYMEHTOB C pa0OTHHKAMU YHUBEPCHUTETA
W/WIU JPYTUMU OpraHU3alMs MU OPTraHU3yeT HCIOJHUTENb II0CNI€ COTJIACOBaHUS B
paboueM TMOpsSAKE TMPOEKTa JIOKYMEHTa C PYKOBOAMUTEIEM CTPYKTYpPHOIO
NOJPA3/IEJICHUsT W B COOTBETCTBUM C HACTOSAIIEH WHCTPYKLHUEH WIM HHBIMU
JIOKaJIbHBIMM HOPMAaTHUBHBIMU aKTaMH, PETyJIHPYIONIMMU HPOLECC COTJIACOBaHUS
(BU3UpPOBaHUS) IPOEKTOB IOKYMEHTOB.

7.4 TIpoeKThl TOKYMEHTOB COTJIACyIOTCS:

— HENOCPEACTBEHHBIM HCHOJHUTEIEM U PYKOBOAMUTEIEM CTPYKTYPHOIO
0JIpa3/IeJICHUS -UCTIOTHUTETIS;

— IIPOPEKTOpaMU YHHUBEPCUTETA, KypPUPYIOIIMMH 3aTPOHYTBIE B IIPOEKTE
JOKyMEHTa BOIPOCHI; @

— opuaryeckor ciyxooi (mpoektoB JIHA, mpoeKTOB pacnopsIuTeIbHbIX
JOKYMEHTOB, KPOME THUTIOBBIX).

—  PYKOBOAMTEISAMHU CTPYKTYPHBIX No/Ipa3/ieJIeHuH, pabOTHHUKaMU
YHUBEpPCUTETA, HANpPAaBICHUS JEATEIbHOCTH W/WiIM (PYHKUMOHAJIBHBIE OOS3aHHOCTH
KOTOPBIX 3aTparuBarOTCsl B MPOEKTE JOKYMEHTa W/WIM KOTOpBIE yKa3aHbl B IPOEKTE
JOKyMEHTa B KAaueCcTBE MCIIOJHHUTENEH (B Cily4ae BPEMEHHOIO OTCYTCTBHS
PYKOBOJIHTENS CTPYKTYPHOIO MOAPA3ACICHHUSI NMPOEKT JOKYMEHTAa BHU3UPYET JIMILIO,
BPEMEHHO UCHOJIHSIIONIEE €ro 00A3aHHOCTH);

— paOOTHUKaMU W CTOPOHHMMHU JiMIlaMu B cooTrBeTrcTBUM ¢ JIHA
YHUBEPCUTETA.

He pgomyckaercss HampaBisiTh Ha  COIVIACOBaHME  MPOEKT  JOKYMEHTa
OJIHOBPEMEHHO JIByM WJIM 0OoJiee pabOTHUKAM OJTHOTO CTPYKTYPHOTO MOJpa3/eieHusI.
B kadecTtBe JMI, COTNAcylolIMX MPOEKT JOKYMEHTa, JIOJKHBI BBICTYIATh
IIPEUMYILECTBEHHO PYKOBOJIUTENN CTPYKTYPHBIX MOAPA3AECICHHMN.

7.5 BHemHee coriacoBaHue MpPOEKTa  JOKYMEHTa  OCYIIECTBIISICTCS
IIOCPEJICTBOM HAIIPaBJICHUS MPOEKTA B JIPYTyK0 OPTraHU3ALMIO C CONPOBOJMUTEIBHBIM
IIMCBMOM, B KOTOPOM YKa3bIBAE€TCSI CPOK COTJIACOBAHUS.

Ecnu opranusanmm, cornacyroniye npoekT AOKyMEHTa, SBJSIOTCS YYaCTHUKaAMU
onnot COJI, cormacoBanue Moxker ObITh TpoBeneHo B COJI Ge3 HampaBieHHs
COMPOBOJAUTENLHOIO MUChMA U OJJTHOBPEMEHHO C BHYTPEHHHUM COTJIACOBAHUEM.

7.6 Cpokm cormacoBaHusi JOKyMEHTOB (eciu He ycraHoBieHo JIHA
YHUBEPCUTETA) B 3aBUCHUMOCTH OT BHMJAa JOKYMEHTa U 00beMa JOKyMEHTa, BKJIIOuas
npuiIokeHus: K HeMy. CpoKu coriacoBaHUs JOKYMEHTOB COCTaBIISIOT:

—  MPOEKTHI IETOBBIX (ClIykeOHbIX) nmuceM — 1-3 pabounx aHs;

— TMPOEKTHI MPUKA30B 0e3 MprioxkeHui — 1-3 pabounx IHS;

— TPOEKThl TNPHUKA30B C MPWIOKEHUSIMH CIPABOYHOIO Xapakrepa — 3-5
pabouux JHEH;

— TMPOEKThl MPHUKA30B C MPHUIOKEHUEM JIOKAJbHBIX HOPMATHUBHBIX aKTOB B
3aBHCHMOCTH OT UX o0bema (He 6osee 50 crpanmiy) — 5-10 pabounx gHEH;
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—  TOPOEKTHI JIOKaJIbHBIX HOPMAaTHBHBIX aKTOB, YTBEPKIAEMbIX
HETOCPEACTBEHHO TMOAMUCHI0 peKTOopa yHUBepcuTeTa (He Oosiee 50 crpanui) — 5-10
pabounx JTHEH;

— TMPOEKThl MPOTOKOJOB 3acefaHuil (COBeUIaHWN) MPU HEOOXOJIMMOCTH HX
COTJIACOBaHUs, B 3aBUCUMOCTH OT 00beMa JokyMeHTa — 1-3 pabounx gHs.

Cpoku corysacoBaHusi MPOEKTOB JOKYMEHTOB, HaIlpaBIs€MbIX Ha BHEIIHEE
COTJIACOBAaHUE HE JOJKHBI COCTaBIATH Oosiee 30 KaneHAapHBIX THEH.

B KOHKpeTHBIX cllydasiX B 3aBUCUMOCTH OT COJEp’KaHHMS M Ha3HAYCHUS
JOKyMEHTa CPOK COTJIACOBAaHUS MOKET OBbITh COKpAIIEH WM YBEJIWYEH M0 PELICHUIO
peKTopa, a TaKXke MPOPEeKTOpa YHUBEPCUTETA, KYpUPYIONIMX HaIpaBICHHUE
JeSATEIbHOCTH, [0 KOTOPOMY T'OTOBUTCS MMPOEKT PEIICHUS.

7.7 Odopmnenue pesynbratoB corjacoBanusi JIHA u pacnopsautenbHbIX
JIOKYMEHTOB OCYIIECTBIISIETCS B BHUJAE BHU3, IPOCTABISIEMbIX 3aWHTEPECOBAHHBIMU
JUIIAMU HA TIOCJIEJTHEM JIMCTE MPOEKTa JIOKYMEHTa (Ha €ro JUIEBON UM 0OOpPOTHOU
CTOPOHE) WJIA Ha OTJEIHHOM JIMCTE€ COIJIACOBAHMS, SBISIONMIEMCS HEOThEMJIEMOMN
YacThIO JOKYMEHTA.

[Ipu cornacoBaHuM AENOBBIX (CIYKEOHBIX) MHUCEM BHU3bl MPOCTABIAIOTCA Ha
KOMHUKM THMChbMa (BU30BOM SK3EMIUISIP), KOTOPBIM IMOCTE MOANUCAHUS TOJIMHHUKA
NUCbMa W €ro PErucTpaluyd IMOMENIaeTcss B JeJ0, WIM Ha O00OpOTe MOJIMHHHUKA
MMChbMa, €CJIU MUCHhMO HaIpaBisieTcsl ajpecary mo (akcy WU AJIEKTPOHHOM MOoYTe.
OTOT K€ K3EeMIUIIp MUChMa MOCJe OTHPABKU aapecary (Mo (akcy UM AIEKTPOHHON
MOYTE B BUJIEC PJICKTPOHHOW KOIHH) MOMENIAETCS B JIETO.

[IpoekTbl MPOTOKOJIOB BU3UPYIOTCS JUIAMH, BBICTYNMABIIMMHU Ha 3acelaHUU
(coBelaHuM) MyTeM MPOCTABIICHUSI BU3bI HA JIEBOM T0JIE JOKYMEHTAa HAIIPOTUB 3aITUCH
BBICTYIUICHUS COOTBETCTBYIOIIETO PaOOTHUKA.

7.8 CornacoBaHue MPOEKTOB JOKYMEHTOB MOKET ocymecTBisAThes B CO/I.
[locne 3aBepiieHUs NPOLEAYphl corylacoBaHud (IIpU  CO3JAHUU MOJIMHHUKA
JIOKyMEeHTa Ha OyMa)KHOM HOCHTEJIE) JIUCT corjlacoBaHusi pacredaTsiBaeTcs uz COJI,
MPUKIIAJIBIBACTCS K TMPOEKTY JOKYMEHTa U TPEACTABIACTCS Ha MOAMUCH PEKTOpY
YHUBEpCUTETA (MHOMY YIIOJTHOMOYCHHOMY UM JIUILY).

CornacoBanue BHYTPEHHUX JOKYMEHTOB, CO3/IaHHE, XPAHEHHUE U UCIIOJIb30BAHUE
KOTOpBIX ocyuiectBisiercs nocpencrtsoM COJI, mpoBoaurcs B CI/] B 3IE€KTPOHHOM
BUJIE.

[Ipu cornacoBaHMM TIPOCKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha
OyMa)XHOM HOCHTENIe, BU3bl MPOCTABISAIOTCA HEMOCPEACTBEHHO Ha TMPOEKTE
JIOKYMEHTA.

7.9 Ilpu BHeUIHEM COTrJacOBaHUH, MOJYYEHHOM MUCHMOM, WA COTJIACOBAaHUU
MPOEKTa JIOKYMEHTa KOJUIETHAIBHBIM (COBEIIATEILHBIM) OpraHoM ¢ (uKcauen
pEIIeHUs] O COIVIACOBAHMHM B TIPOTOKOJIE 3acelaHusi HCIOJHUTENIb O(OpMIIIET Ha
MPOEKTE JOKYMEHTA WJIM B JINCTE COTJIACOBAHMSI TPU( COTIIACOBaHMS B COOTBETCTBUU C
5.42 mnactosmedt uHCTpyKiuu. [lucbma o coriiacoBaHuu (BBITIMCKA W3 MPOTOKOJIA)
NPUJIararTcs K NpOeKTy TOKYMEHTA.

7.10 B xome corjacoBaHus MpOEKTa JOKYMEHTa PaOOTHUK, COIIACYIOIIUI
JIOKYMEHT, MPUHUMAET OJHO U3 CIEAYIOMIMX PEIICHUA:

—  COIVIacoBaTh MPOEKT JOKYMEHTa 03 3aMevaHuii;

| 11 20.002 —2020 | Crpamu: 101 | Ctpanmma: 38




—  COIVIacOBATh MPOEKT JOKYMEHTA C 3aMEYAHUSIMU;

—  OTKJIOHUTH MPOEKT TOKYMEHTA;

— yKa3aTh, YTO HE UMEET OTHOLICHHS K MPOEKTY JOKYMEHTa (pacCMOTpEHHE
BONPOCAa, IO KOTOPOMY TIPUHHUMAETCS peIIeHHe, HE BXOIUT B OOS3aHHOCTH
paboTHHKA).

Bo3paxkeHus u 3aMedaHus 10 NPOEKTY NpHKa3a (pachopsKEHUs), BOSHUKAIOIIUE
IpU COTJIACOBAHWM, W3JIAraloTcsl B CIpPaBKe, KOTOpas Mpujaraercs K IpOeKTy, WUIu
BHOcUTCs B CO/I.

[IpoekT HoKyMeHTa OTKJIOHSETCS JIMIIOM, COTJIaCyIOIIMM IOKYMEHT, B CIIyJasx:

—  HaJIM4Ms CYIIECTBEHHBIX 3aMEUaHUM MO MPOEKTY TIOKYMEHTA;

— HECOIJIacHs C MPOEKTOM JIOKYMEHTA.

7.11 HecormacoBaHHBIi TMPOEKT JOKyYMEHTa TpeOyer JopadOTKH  TI0
BBICKA3aHHBIM 3aMeYaHusIM, IepeoOpMIICHHS ¥ TOBTOPHOTO COTJIACOBAHUS.

7.12 Ecnu npu nopaboTKe MPOEKTa TOKYMEHTa HCHOJHUTENb MPUHUMAET
pelleHre He Y4YUThIBaTh 3aMeuyaHue (3aMedaHus) jauna (JIuil), y4acTBOBABIIMX B
COIJIaCOBaHUM, UCIIOJIHUTEJIEM TOTOBHUTCS PEECTpP HEYUYTEHHBIX 3aMEUYaHUW, KOTOPBIM
BMECTE C MPOEKTOM JOKYMEHTA IMPEACTABIIETCS PEKTOPY YHUBEPCUTETA WIA UHOMY
YIOJIHOMOYEHHOMY MM JIOJDKHOCTHOMY JIMIY, MOJIUCHIBAIOIIEMY (YTBEPKIAOLIEMY)
JOKyMEHT. PeecTp HEydTeHHBIX 3aMEUaHWW TOJIMUCBIBAETCS PYKOBOAMTEIIEM
CTPYKTYPHOTO IOAPA3ACIICHAS-UCIIOTHUTEIIS.

7.13 PemieHue o TOM, NPUHUMATh WM HE NMPUHUMATh HEYUYTECHHbIE 3aMEYaHUs
NPUHUMAET PYKOBOAUTENb CTPYKTYPHOI'O MTOAPA3/IEICHUS.

B cnyyae eciM pyKOBOJAWTENb CTPYKTYPHOIO TMOAPA3JEIEHUS NPUHUMAET
pelieHrue O HEOOXOJMMOCTH Y4YeCTh 3aMEUaHus, OTKJIOHEHHBIE HCIIOJHUTENIEM,
UCIIOJIHUTENb J10pabaThiBA€T MPOEKT JOKYMEHTAa B COOTBETCTBUU C BBICKA3aHHBIMU
3aMEeYaHUSIMHU.

Ecnu pextop (MpOpPEKTOp) YHMBEPCHUTETA WJIM HHOE YIOJIHOMOYEHHOE JIMLO
COIJIAIIAETCs] C MHEHHEM HMCIIOJIHUTEIS], OH NOANUCHIBAET (YTBEP/KIAAET) TOKYMEHT.

7.14 JlokymMeHTBI, H3AaBaeMble OT HWMEHU YHUBEPCUTETA, MOIMUCHIBAIOTCS
PEKTOPOM YHUBEPCUTETA WM MHBIMH YIIOJTHOMOYEHHBIMU UM JOJKHOCTHBIMU JIMLAMU
(mpopexTopaMu, WHBIMH  JOJDKHOCTHBIMH JIMI]AMA B COOTBETCTBHH C  HX
KOMIIETEHLIUEH, ONPENEIIEMON JIOBEPEHHOCTSIMU Ha BBINOJHEHHUE ONPEIEIECHHBIX
JNEUCTBUA OT WMMEHU YHUBEPCUTETa, BHYTPEHHUMH HOPMATHBHBIMHM JIOKYMEHTAMHU
OpraHu3aIllHN).

7.15 OtnenbHbIE BH/JIBI BHYTPEHHHX JOKYMEHTOB (ciy>xeOHbIE,
OOBSCHUTENbHBIE 3alUCKM) HAa UMS PYKOBOAMTENS CTPYKTYPHOIO MOAPA3IACIICHUS
MOJANKCHIBAIOTCS UCIIOIHUTENEM (COCTAaBUTENIEM), €CIM pa3peliaemMble MNpU 3TOM
BOIIPOCHI HE BBIXOJST 32 MPE/IEIbl €r0 KOMIIETCHIINH.

7.16 JloxyMeHTBI, HalpaBisieMble B BBICILIME OpraHbl FOCYAapCTBEHHOM BIIACTH
Ha WUMs TEpBBIX pYyKoBoaWUTeNEeH (enepalbHbIX OPraHOB HCIIOJHUTENIHOM BIIACTH,
pykoBonutenelt cyoObekToB Poccuiickoit denepanuu U 3apyOeKHBIX TOCYAApCTB,
NOJANKCHIBAIOTCS  PEKTOPOM  YHHUBEPCHUTETAa WA JIMLOM, MCIOJHSIOIUM  €ro
00s13aHHOCTH.
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7.17 JIoKyMeHTBI, HampaBJsieMble B aIpeC MHBIX JHI WU CTOPOHHHUE
OpraHu3alliy, TOJIMUCHIBAIOTCS MNPOPEKTOPAMU, HWHBIMH JOJDKHOCTHBIMHU JIMI[AMU
YHUBEPCUTETA B COOTBETCTBHUU C NMPEJOCTABICHHBIMUA UM MTOJTHOMOYHSIMHU.

7.18 JIoKyMEHT TIOANHUCHIBACTCS JBYMS WM Oojiee JMIIAMH, €CJIH 3a@
coJiep>KaHue IOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJIBKO paOOTHUKOB (JIOKYMEHTHI,
MOATOTOBJICHHbIE HECKOJbKUMHU CTPYKTYPHBIMH no/ipa3ieICHUsIMU WIH
OpraHu3aIysIMu, pabodelt TpyInon, KOMUCCUER ).

7.19 TloamuceiBaeTCs, KaK MPaBHUIIO, OJUH IK3EMIUISP ToKyMeHTa. COBMECTHBIN
JOKYMEHT  TIOJIMUCHIBAETCS B  KOJUYECTBE, COOTBETCTBYIONIEM  KOJUYECTBY
OpraHM3alnN, CO3IABIINX JTOKYMEHT.

[Ipu HampaBiaeHWW TNHChbMAa WIM BHYTPEHHETO WH()OPMAIMOHHO-CIPABOYHOTO
JIOKYMEHTa HECKOJIbKUM ajpecataM (He Oojiee 4YeThIpeX) MOMAMMUCHIBACTCA KaxKIbIid
OTIIPABIIIEMBIN IK3EMIUISIP JOKYMEHTA.

7.20 Tloanucek Ha noKyMeHTe O0GOPMIIIETCS B COOTBETCTBUM C MyHKTamu 5.44,
5.45 nacrosimen HCTPYKIINH.

7.21 VTBepxacHuEe JOKYMEHTA MPOU3BOAUTCS:

—  HENOCPEICTBEHHO PEKTOPOM YHUBEPCUTETA (v UHBIMU
VIOJHOMOYCHHBIMA WM JOJDKHOCTHBIMH  JIMIIaMH)  —  TPOCTaBIICHUEM
COOCTBEHHOPYYHOM TOITHACH B TPU(E YTBEPKIACHUS;

— TPUKA30M YHUBEPCHUTETA.

7.22 YTBepXHarOTCsSd CTaHAAPTHl YHUBEPCUTETA, IIOJOKCHHUS, TIpaBuUIa,
WHCTPYKIIMH, HEKOTOpbhIE BUBI AaKTOB, IUIAHBI, MPOrPaMMbl U JPYTHE JOKYMEHTHI,
YCTaHABJIMBAIOIINE HOPMBI W/WJIM pACCUMTaHHBbIE HA JIMTEIbHOE MPUMEHEHUE
(mpuoxkenue Nel0).

Odopmiienne rpuda yTBEpKIACHHUS MPOU3BOJUTCS B COOTBETCTBUM C ITYHKTOM
5.38 nacrosieit HHCTPYKIIHEH.

7.23 Tloanmucek peKTopa YHUBEPCUTETA WU WHOTO YIMOJTHOMOYEHHOTO UM JIMIIA
Ha JIOKyMEHTaX, TPEeOYyIOIIMX 0CO00r0 yIOCTOBEPEHHS UX MOJJIMHHOCTH, a TaKKe Ha
KOIUSX JOKYMEHTOB W BBIMMCKAX M3 JOKYMEHTOB 3aBEPSICTCS MEUAThI0 YHUBEPCHUTETA
(mpunoxenne Ne 11).

[TeyaTr Ha IOKyMEHTE TMPOCTABISIETCS B COOTBETCTBHM C TIYHKTOM 5.46
HACTOSIIEN UHCTPYKLIHH.

8 Opranuzanusi 10KyMeHT0000poTa

8.1 JlokymMeHTOOOOpOT BKIIOYACT BCIO TOCIICIOBATEIBHOCTh TMEpPEeMEIIeHUN
JIOKyMEHTOB, a TakK)Ke OIepallid, COBEpIIaeMble C JOKyMEHTaMH B TIpollecce UuX
CO37aHMsl M WCHOJHEHUs (MOJy4eHHe, OTIpaBKa, MPEABAPUTEIIBHOE PAacCMOTPEHUE,
perucTparms, pacCMOTPEHHUE PYKOBOJMUTEIEM CTPYKTYPHOTO MOAPA3ICIICHNs).

8.2 llens opraHuzanuu JOKYMEHTOOOOpOTa — OOECIeueHUe CBOECBPEMEHHOIO
MPUHATHUS YIPABICHUYCCKUX PEIICHUH M MX MCIIOJHEHHU. 3a1a4ya JOKYMEHT0000poTa —
OpraHW30BaTh JIBIDKCHHE JIOKYMEGHTOB II0 HaWMEHEEe KOPOTKOMY TIyTH C
MUHUMAJIbHBIMU ~ 3aTpaTaMd TpyJa W BPEMEHH, B YCIOBHSIX AJIEKTPOHHOTO
JIOKyMEHTO000pOTa — 00€CIeunTh JOCTYNl K JOKYMEHTaM ToJib3oBaTtersim COJl B
COOTBETCTBHH C MPEOCTABICHHBIMU UM TTPaBaAMHU.
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8.3 B ycnoBusix mnpumenenuss COJ B yHUBEpPCHTETE HCIOIB3YIOTCS
JJIEKTPOHHBIE IOKYMEHTHI, a TAKXK€E JJIEKTPOHHbIE KOIUHU JOKYMEHTOB, ITOJYYECHHBIE B
pe3ysibTaTe CKaHUPOBAaHUS JIOKYMEHTOB Ha OyMaXxHOM Hocutene. JIOKyMEeHTBI
YHHMBEPCUTETA, UMEIOIINE BPEMEHHBbIE CPOKM XpaHeHUs (1o 10 JeT BKIHOYUTENBHO)
MOTYT CO3JaBaThCsl, XPAHUTBCA M HCIOJB30BAaThCA MCKIIOUUTEIBHO B (opMme
3JIEKTPOHHBIX JOKYMEHTOB.

[lepeueHp  TOKyMEHTOB, CO3/1aBa€MbIX, XpaHUMbIX U  HCIOJIb3yEMbIX
UCKIIOYUTENFHO B (OpME 3JIEKTPOHHBIX JOKYMEHTOB, YTBEPXKAAETCS PEKTOPOM
YHUBEPCUTETA.

8.4 Opranuzanus [ABIKEHHS JOKYMEHTOB B YCIOBHUSIX 3JEKTPOHHOTO
JIOKYMEHTOO0OpOTa OCYIIECTBIACTCS B COOTBETCTBUM C PErJaMEHTHUPOBAHHBIMU
MapuipyTami, pa3padaTbIBAEMbIMU  YHHBEPCUTETOM.  MapmipyTsl  JBUKEHUS
OpraHU3alMOHHO-PACIIOPSIIUTENBHBIX JTOKYMEHTOB JIOJKHBI OBITh ONTHMAJIBHBIMU I10
3aTpaTaM BpPEMEHM, HE JOJDKHBI JOMYCKaTh TyOIMPYIOMIMX ONEpaluii ¥ BO3BPATHBIX
JBUKEHUM, HE 00YCIOBIEHHBIX J1€JI0BON HEOOXOAUMOCTBIO.

8.5 Opranuzanus JOKyMEHTOOOOPOTa OCHOBBIBACTCS HAa MIPUHIIUIIAX:

—  [EHTpaJIM3aluy OIEPALNNA 10 IPUEMY U OTIPABKE JOKYMEHTOB;

— pacmpenelsieHus JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, UMEIOIINE OJJMHAKOBBIN
MapuipyT (MapuIpyTU3alus TOKYMEHTOB);

— OpraHu3aluy NpeIBAPUTEITHLHOTO PACCMOTPEHUS BXOIAIIUX TOKYMEHTOB;

— HUCKJIIOYEHMS] BO3BpAaTHBIX JBI)KEHUM JOKYMEHTa, HE OOYCIIOBICHHBIX
JI€JI0BOM HEOOXOIUMOCTHIO;

—  OJHOKPATHOCTH PETHCTPALMU JOKYMEHTOB;

—  yCTpaHEHHs] HEOOOCHOBAHHBIX COTJIACOBAHUM MPOEKTOB JTOKYMEHTOB;

— BPEMEHHOW perjiaMeHTallud omepanuid mo o0paboTke, pPaCCMOTPEHUIO U
COTIJIaCOBAHUIO JOKYMEHTOB.

8.6 B 10kyMeHTOOOOpOTE€ YHUBEpPCUTETA BBIJCISIOTCS JOKYMEHTOIOTOKHU:
BXOJslIMe (MOCTYMAaIKe) JOKYMEHTbI; UCXOJSAIME (OTHpaBisieMble) JTOKYMEHTHI;
BHYTPEHHHE IOKYMEHTHI.

8.7 JloctaBka M OTmpaBKa JOKYMEHTOB B YHHBEPCUTET OCYIIECTBIISIFOTCS
CpEIICTBAMH MOYTOBOM CBSI3U, (DENBIBETEPCKON U KYpPbEpCKOW CBSI3U, HAPOUHBIMU U
pa3NUYHBIMM BUAAMHU 3JIEKTPOCBsI3M ((pakcumuiibHasd, TtenerpadHas, TeiaedoHHas,
AIIEKTPOHHAs MOYTa, CUCTEMA MEKBEIOMCTBEHHOT'O 3JIEKTPOHHOIO IOKYMEHTO000pOTa
MB10), CO ).

8.8 B yHHBepcUTET HOCTABISAECTCS KOPPECIOHICHIUS B BUE MMUCEM, TIOYTOBBIX
KapTouek, OaHaepoJied M NaKeToB, NEYaTHBIX M3AAHUN, Tejerpamm, (akcorpamm,
TeneoHOrpamMmMm, SJIEKTPOHHBIX TOKYMEHTOB U 3JIEKTPOHHBIX KOMUH IOKYMEHTOB.

8.9 Ilpuem  [1OKyMEHTOB  OCYLIECTBJSIETCS  YIpaBICHUEM  JIeJaMH
yHHBepcuTeTa. J[OKyMEHTBI, MOJIydeHHble PaOOTHUKAMU OT APYTUX OpTraHU3alUH,
TaK)Ke MepeatoTCs B YIIpaBJICHUE JAeJIlaMu JJIsl PETUCTPAlluU U/WIIK y4eTa.

8.10 Bce mocTtynuBiIMEe B YHHUBEPCUTET JIOKYMEHTHI MOJJIEKAT NEPBUYHOM
00paboTKe, BKIIOYAFOIICH:

— MPOBEPKY MPAaBWIBHOCTU JOCTABKU JOKYMEHTOB;

— TPOBEPKY LIEJIOCTHOCTH YIAKOBKHU (KOHBEPTOB, MAKETOB);

| 11 20.002 —2020 | Crpamu: 101 | Ctpanmma: 41




—  BCKpPBITHE YIIAKOBKH;

— TPOBEPKY LETOCTHOCTH BXOAAIIMX JOKYMEHTOB, BKJIFOUAs IPUIIOKEHHUS;

—  YHUYTOXKEHHE KOHBEPTOB, NAKETOB WJIM YIIAaKOBKU;

— MPOCTaBJIEHUE OTMETKH O MOCTYIJIEHUU JOKYMEHTA B YHUBEPCUTET.

8.11 OmmOoYHO AOCTaBJIEHHBIE JOKYMEHTHl IEPECHUIAIOTCA 110 Ha3HAYECHUIO
WIM BO3BPAIIAKOTCA OTIPABUTENO. J(OKYMEHTBI, IMOCTYNUBIIWE B IOBPEKICHHOU
YIAKOBKE, MPOBEPSIIOTCS Ha LETOCTHOCTh, B TOM YHCIJIE HAa HAaJUYUE MEXAHMYECKUX
TTOBPEXKICHUM.

[TouToBbIE OTMpaBiIEHUS, HECTAHAAPTHBIE MO BECy, pazMepy, hopme, UMEIOIINe
HEPOBHOCTU IO OOKaM, 3aKJEEHHBbIC JIMIKOW JIEHTOM, MMEIONIME CTPAHHBIA 3amax,
LBET, NPEANOJIOKUTEIPHO HMEIOIINE BIIOXKEHUS, HE XapaKTEepHBIE [JI IMOYTOBBIX
OTNPABJICHUH, HE BCKpbIBalOTCI. O TMOJyYEeHWH MOJO3PUTENBHOIO MOYTOBOTO
OTIIPABJICHUS JOKJIAIbIBA€TCA HAYaJIbHUKY YIPABIICHUS JI€JIaMi YHUBEPCHUTETA.

8.12 Ilpu mocTyIuleHHH BXOJSIIETO JOKYMEHTa B TMOBPEKIECHHOW YIAKOBKE,
NOBPEXJICHUU JIOKYMEHTa, MPU OTCYTCTBUM B KOHBEpTE (IIAKEeTe) JOKYMEHTa, €ro
YaCTU WIHM NPUJIOKEHUNA K HEMY, a TAaKXKE MPU OTCYTCTBHM MOJINUCU HA BXOJSILEM
JOKYMEHTE COCTABJISIETCSI aKT B JIBYX OJK3eMIUIpaXx Ha OYMa)XKHOM HOCHTEINE,
HOJITMCBHIBAEMBbIH IByMsI paOOTHUKaMH YIIPABJICHUS JeJIaMu.

OnuH 5K3eMIUISp aKTa BMECTE C BXOJSIIMM JOKYMEHTOM M €r0 MPUIOKEHUSIMA
IIepeNAeTCs Ha NPEIBAPUTEILHOE PACCMOTPEHUE U PETUCTPALUIO, BTOPOU 3K3EMILIIP
aKTa BBICBUIACTCS OTIPABUTEIIIO.

8.13 KonBepTbl, HakeThl WIM YHNAKOBKA COXPAaHAIOTCS M MPHJIAraloTcs K
BXOJSIIMM JOKYMEHTaM B CIIy4asx:

— €CIM TOJbKO [0 HUM MOJHO YCTAaHOBHUTH OTIIPaBUTENS WIH JaTy
OTIPABJICHUS;

— €CIM BXOJAIIMKA JOKYMEHT TMOCTYNWJI TI03KE€ YKa3aHHOTO B TEKCTE
JOKYMEHTa CpPOKa UCITOJIHEHMSI WJIA JaThl MEPONIPUATHS;

— 1pu OONBIIOM PACXOKIACHUM MEXIY JaTaMy MOANHUCAHUSA U TOTYYSHHS
JOKYMEHTOB.

[locne 3aBepuieHus pabOTBl C JOKYMEHTOM KOHBEPT BMECTE€ C JOKYMEHTOM
MOMEIIAETCS Ha XpaHEHUE B AEJIO.

8.14 KouBepthl (makeTbl), WMeOImUE TpUBl OTpaHUUEHHUS JOCTyNa K
JIOKyMEHTaM, COJAEpX alIUM CBeICHUsS KOH(UIECHUINAIBLHOTO XapakTepa, ¢ OTMETKaMH
«JICII», «CekpeTHO» HE BCKPBIBAIOTCS U MEPEAAIOTCS:

— ¢ rpudamMu oOrpaHuYeHUs JOCTyNa — HAYaIbHUKY WM PaOOTHUKY
yIOpaBJICHUs] JeNaMH, B OOS3aHHOCTH KOTOPOTO BXOIUT OOpabOTKa JTOKYMEHTOB,
coJiepKalnX CBeJleHns KoHpuaeHmanbpHoro xapakrepa, J{CII;

— ¢ otMeTKkaMH «CEeKpeTHO» B CIIEYacTh YHUBEPCUTETA.

8.15 Bxopgsuiue 5SJIEKTPOHHBIE JIOKYMEHTBI, IOCTYNHMBIIME OT APYrux
OpraHu3aldid 1O JJNEeKTPOHHOM moute, mnocpeactBoM COJ[ w/mmu MOBIO
NPUHUMAIOTCS YIIPABICHUEM JIEJIAMHU.

DONEeKTPOHHbBIE JOKYMEHTBHI, NOCTYIHUBILINE o MH(}OPMAITMOHHO-
TEJIEKOMMYHUKAIIMOHHBIM KaHalaM U MOANUCAHHbIE YCUIIEHHON KBaTU(PUIUPOBAHHOU
NOANKCHIO, BKIOHarorcss B COJl mocne MpOBEPKM 3JIEKTPOHHOW MOANHMCH U
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MOATBEPKIACHUS €€ JEeHCTBUTEILHOCTH; dJEKTPOHHBIC JOKYMEHTHI, MOCTYMUBIIUE OT
JIpPYrUX OpraHu3aludii MO DSJEKTPOHHOM TouTe€ M TOJIKCAHHBIE YCUJICHHOU
HEKBATM(PUIIUPOBAHHON MOAMUCHIO UM MPOCTOM AJIEKTPOHHOMN MOJIMUCHIO, TPOXOISAT
IpeaBapuTeNbHOE paccMOTpeHue U BkmoudaroTcs B COJ] npu HamMyuum Mexmy
OpraHu3aluen-0TIPABUTENIEM U OpraHu3alieii-noyyareaeM corjameHus o0 ooMeHe
AJIEKTPOHHBIMU JOKYMEHTAMH, MOAMUCAHHBIMU COOTBETCTBYIOIIEH MOAMUCHIO.

YnonHoMo4eHHbIe ~ paOOTHUKH  YHUBEpPCUTETa, HUMEIoOIUME  JOCTyln K
WH()OPMAITMOHHBIM CHCTEMaM O0s3aHbI MPEAOCTABIIATh TOKYMEHTHI, pa3MEIICHHBIC B
THUX CHCTEMax, Kacalollecsi YyHHMBEPCUTETa, B YOpaBICHUE JelaMd IS
NOCJICTYIOMIEH PETUCTpalliy U Tepeiade Ha PacCCMOTPEHHE PEKTOPY (MPOPEKTOpam)
YHUBEPCHUTETA. @

8.16 IlepBuunas o00pabOTKa SJIEKTPOHHBIX JOKYMEHTOB, IOJYYEHHBIX IIO
UH()OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHBIM  KaHajlaM CBSI3U  (JIEKTPOHHAS II0YTA,
M3JIO, cailT opraHuzalu) OT JPYTUX OpraHu3aluil u TpaxaaH, JOJDKHA
COOTBETCTBOBATH TEXHOJIOTHH Pa0OTHI C BXOIAIIUMHU JOKYMEHTaMHU.

8.17 IlepBuuHas 00paboTKa JTOKYMEHTOB 3aBEpIIACTCA WX paCIpeIeIiCHHEM
(COpTUPOBKOIT) HA PETUCTPUPYEMbIE M HEpErucTprpyeMbie (prnoxenne Nel2).

K nokymeHTam, He NOAJIEKAIIMM PErUCTPALlUU, OTHOCATCA JAOKYMEHTBHI, HE
TpeOylollie WCIOJMHEHUS M HE cojepkaimue uHGOpMaIuu, HCHOIb3yeMON B
CIIPABOYHBIX IETISX.

8.18 Perucrtpamus BXOIAMIUX JTOKYMEHTOB OCYIIECTBIISICTCS HE3aBUCHMO OT
cnocoba WX JOCTAaBKM OAMH pa3: B YIpaBJICHUWU JenaMd. B HEKOTOPBIX cCllydasx
JOTTYCKACTCS PETHCTPAIINS BXOIANINX JOKYMEHTOB B CTPYKTYPHBIX TOJIPA3/ICICHUSIX B
COOTBETCTBMM C HOMEHKJIATypOll Jen yHUBepcuTeTra (Hampumep, BOCHHO-
MOOWJIM3AIIMOHHBIA  OTNIEJ, CIIeYacTh, B OTHOIICHWH JOKYMEHTOB C Tpudom
«CEKPETHO», nometkoit «JICIl» u ap., B HHCTUTYyTaXx W Ha ¢aKyJabTeTax
JIOKyMEHTAIUs, CBsI3aHHAsI C HETIOCPEICTBEHHON MX JIEITEIbHOCTHIO OT 00yYarOIINXCs
YHUBEPCUTETA).

8.19 JloxyMeHTBI, MOCTYMAIOIINE U3 JPYTUX OpPTaHU3aIMi HEMOCPEICTBEHHO B
CTPYKTYpHBIC TIOJpa3NICICHUs, MEePeaAloTCS JUIsl PErucTpallud U TPeIBAPUTEIHLHOTO
pPacCMOTpEHHUS B YIIpaBJICHHUE JIeJlaMi YHHUBEPCUTETA.

8.20 Perucrtpanus BXOASIIMX JOKYMEHTOB OCYIIECTBIISCTCS B JCHb HX
MOCTYIJICHUSI WM Ha CICAYIOMUNA pabouuii IeHb MPHU MOCTYIJICHUU JOKYMEHTOB B
KOHIIE pa0oyYero JHs Uin B Hepabodee BpeMs.

Peructpamus oOpaieHuil rpaxklaH OCYIIECTBIISIETCS B TEUYEHHE TpeX JHEU ¢
MOMEHTA TIOCTYIUICHHS OOpaIeHHS.

8.21 CmemeHus O TIOCTYNHBIIEM JOKYMEHTE BHOCATCA B JJICKTPOHHYIO
peructpanmonnyro  kaprouky (OPK) C3BJI, a mnocrynuBimieMy JOKYMEHTY
TIPUCBANBACTCS PETUCTPAIIMOHHBIN HOMEP.

Perucrpamnionnpiii HoMep BXOJAIIETO JOKYMEHTa COCTOMT W3 HOMeEpa Jelia |
MOPSIIKOBOTO HOMEpa JIOKYMEHTa B Mpejesiax KaJleHIapHOTO Tojia, KOTOPhIH MOXKET
OBITh JOMOJHEH U(PPOBLIMU WK OYKBEHHO-ITU(POBLIMU KOJaMH (MHACKCAMU).

8.22 Ha Bcex 3aperucTpupOBaHHBIX JTOKYMEHTaX MPOCTABJISIOTCS OTMETKUA O
MOCTYIJICHUU JIOKYMEHTa B YHUBEPCUTET. B OTMETKE O MOCTyIUIEHWH JTOKYMEHTa
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(bUKCUPYIOTCS 1aTa MOCTYIUICHHS! (TIPU HEOOXOIUMOCTH - BPEMSI MTOCTYIUICHUS B Yacax
Y MUHYTaX) U BXOJSAILIUN PETUCTPAIMOHHBIA HOMED.

8.23 JIoKyMeHThI, TMOCTyNUBIIME Ha OyMaXHOM  HOCUTENe, MOTYT
CKaHUpPOBATHCSA, DJIEKTPOHHAsT KOMHUS JIOKyMeHTa Bkiouaercs B COJl wm
npucoenunsiercss kK OPK nokymeHnra.

8.24 KoppecnoHJieHIIUSI Ha WHOCTPAHHBIX fA3BIKAX, aJ[PECOBaHHAs PEKTOPY
yHuBepcuteta win B aapec HO3I'Y, mocne peructpauud B yHOpaBICHUH JEIaMH,
nepesacTcsl B COOTBETCTBYIOIIEE CTPYKTYPHOE MOJpa3ielieHue YHUBEPCHUTETa s
nepeBojia U MOCIEAyIoNel nmepefnayn Ha paccMoTpeHue. MHas koppecnoHaeHIus Ha
WHOCTPAHHBIX SI3bIKaX TEPeIaeTCs M0 Ha3HAYEHUIO0 HETIOCPEACTBEHHO B CTPYKTYPHBIC
noJipa3aesieHusl.

8.25 IlpenBaputenbHOEC PACCMOTPEHHE MPOBOIUTCS B IICNISAX pacHpeneieHus
MOCTYIMAOIMIMX B YHUBEPCUTET JOKYMEHTOB Ha TpeOyromme o00s3aTeIbHOTO
paccMOTpeHHsl  PEKTOpoM  (IIPOPEKTOPOM)  YHHBEPCUTETa M HalpaBiisieMbIC
HEIMOCPEJICTBEHHO B CTPYKTYPHBIE IMOPA3ICICHHUS.

8.26 IIpenBaputenbHOE paccMOTpEeHHE BXOJISIIIIUX JIOKYMEHTOB
OCYIICCTBJISIETCS. B  YNPaBIEHUWU JIelaMU TIOCJI€ PETUCTPAllMU  JIOKYMEHTOB.
[IpenBaputenbHOE PACCMOTPEHHE MOKET MPOBOJUTHCA 1O PETUCTpAIlMU B Cly4yae
MOCTYIJICHUSI JIOKYMEHTOB C OTMETKaMH, TpeOyIOIIMMU HE3aMeIJTUTEIbHOIO
PacCMOTPEHHUSI U UCTIOTHEHUS JIOKYMEHTA.

8.27 IlpenBapuTenbHOMY PAaCCMOTPEHHIO TOJICKAT BXOJANINE JTOKYMEHTHI,
aJpPEeCOBAaHHbBIC B YHUBEPCHUTET U HA UMS PEKTOPA YHUBEPCUTETA.

JIOKyMEHTBI, aJIpecOBaHHBIC CTPYKTYPHBIM IOAPA3ICICHUSM, PYKOBOIUTEIISIM
CTPYKTYPHBIX TOJIpa3eiCHUI U CIICIHAINCTaM, MOTYT TIEpPEIaBaThCs B CTPYKTYPHBIC
MO/Ipa3ieJICHUs MOCIIe MPEABAPUTEIIEHOTO PACCMOTPEHHUS UCXO/ISI 3 COJICPIKAHMS ITHX
JTIOKYMEHTOB. @

[IpeaBaputenbHOE  pacCMOTPEHUE  OCYIIECTBISIETCS  UCXONASl W3 OIEHKH
COJIep KaHMUsl BXOMASIIMX JOKYMEHTOB, C YYETOM YCTaHOBJIEHHOTO B YHHUBEPCHUTETE
pacnpeneneHuss 00S3aHHOCTEH MEXIy PEeKTOPOM YHUBEpPCUTETa, MPOPEKTOPAMH,
PYKOBOJIUTEIISIMUA CTPYKTYPHBIX MOAPA3ICIICHUN.

8.28 Ilo pesynapTaTam MPEABAPUTEIBHOTO  PACCMOTPEHHUS  JOKYMEHTHI
pacnpenenstoTcs Ha TOKYMEHTOTIOTOKH, HaIllpaBJsieMbIe:

— Ha pacCMOTPEHHE PEKTOpa yHUBEpPCUTETa (AOKYMEHTHI, MOCTYMAIOIINEe U3
OpraHOB TOCYJapCTBEHHOW BIIACTH, OPTaHOB MECTHOTO CaMOYIPABIICHUS, TOKYMEHTBI
0 HanOoJIee BaXKHBIM M IMPUHIMITHAILHBIM BOIIPOCAM JIeITCIbHOCTH YHHBEPCUTETA);

— Ha pacCMOTpPEHHE TPOPEKTOPOB  (IOKYMEHTHI 10  HAMPABJICHUSIM
JCSATEIbHOCTH);

— Ha pacCCMOTPEHUE UHBIX PYKOBOJUTEIEH, CIICITUATNCTOB;

— Ha pPACCMOTPEHUE W WCIOJHEHUE B CTPYKTYPHBIC TOJAPA3ICICHUS 10
HAIIPABJICHUAM UX JIEATCILHOCTH.

8.29 Ilo 3aBepuieHUM  MPEIBAPUTEIBHOTO  PACCMOTPEHUS  JOKYMEHTBI
nepealoTcss IS PacCMOTPEHUS W BBIHECEHMS pe3oyiionui  (yKazaHui 110
HCTIOJIHEHHIO).
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8.30 PaccmoTtpenune JOKyMEHTOB PEKTOPOM (TIPOPEKTOPAMU) OCYIIECTBIISCTCS B
JIeHb Tepeayl JOKYMEHTOB WIM Ha CIeAYIIHMi pabouuil JAeHb, €CIu JOKYMEHTHI
nepeanbl B KOHIE padovero JHs.

JIOKyMeHTBI, TpeOyIolllMe CPOYHOIO PACCMOTPEHHUS, a TaKXKe TellerpaMMbl U
TeredOHOrpaMMBbl pACCMATPUBAIOTCS HE3aMEIJTUTENBHO.

8.31 Pe3ynbrarhl pacCMOTpPEHHUsI JOKyMEHTa PEKTOpPOM  YHUBEPCHUTETA,
MPOPEKTOPaMH, PYKOBOIUTEISIMU CTPYKTYPHBIX MOApa3iefeHuit 0hOopMIIIIOTCS B BUJIE
PE30JIIOUHU B COOTBETCTBUU € MyHKTOM 5.50 HACTOSIIIEN HHCTPYKIIHAH.

8.32 Ceenenusi o pe3ontonuu (UCHOJIHUTENb, COACpPXKAHUE MOPYUYCHUS, CPOK
UCTIONTHEHUS) paOOTHUKOM ympaBieHus aenamu BHocsaTcs B DPK COJI, mocne uero
UCTIOTHUTEIN TOTY4YatoT JOKYMEHT JJIsi UCTIOTHEHHS.

8.33 JlokymeHThI, TOCTyMawimue Ha OyMa)XHOM HOCHUTENE, TIOoClie WX
peructpauuu B COJl, paccMOTpeHHs PYKOBOACTBOM YHUBEPCHUTETa IMEpEAaroTCs B
COOTBETCTBYIOIIME CTPYKTYPHBIE MOJPA3ACICHUS Ha UCIIOJHEHUE WIIM IOMEIIAIOTCS B
JIEJI0 B YIIPaBJICHUU JeJIaMU B COOTBETCTBUM C HOMEHKIIATYPOH J1€71 YHUBEPCUTETA.

Hnst ¢ukcanuu ¢akra nepesayd BXOIANUX JOKYMEHTOB M HX KOIMUKA Ha
OyMa)XHOM HOCHUTEJIE MCIIOJHUTEISIM B CTPYKTYpPHBIE IOJpAa3/eieHUs YIpaBJICHUE
nenamMu BHOCST uHpopManuio o repeaade B CO/I.

8.34 Ilpu OymakHOM JOKYMEHTOOOOPOTE MOJIMHHUKN BXOJSAIINUX JOKYMEHTOB,
B Cily4ya€ HA3HAUYEHUS HECKOJIbKUX HCIIOJHUTEIEH MepenalTcs OTBETCTBEHHOMY
UCTIOTHUTEI0, OCTAIbHBIM HCIIOJHUTEISIM YIpPaBICHUE [eNaMHU TEepeaacT KOIMUU
JTIOKYMEHTA.

8.35 Hcxopsmue MOKyMEHTHI, 3aBU3UPOBAHHBIE BCEMH 3aMHTEPECOBAHHBIMH
JUIIAMHA U TIOATHMCAHHBIE PEKTOPOM YHHBEPCUTETA WM WHBIM YIOJHOMOYEHHBIM UM
JMIIOM, PETUCTPUPYIOTCS B YIIPABICHUH JIETaMH YHUBEPCUTETA.

8.36 Perumctpamusi UMCXOASIIMX JOKYMEHTOB  OCYIIECTBISIETCS B JCHD
HOJITMCAHUS WIN Ha CIIEeIYIOIMNA pabo4mil 1eHb, €CIU JOKYMEHTbI ObUIH MMOANNCAHBI B
KOHIIEe pabodero JHs Win B Hepabouee Bpemsi.

8.37 Ilepen peructpaiueii HUCXOIAIIUMX JOKYMEHTOB YIIpaBJEHUE JEIaMH
IpOBEPSiET MNPaBUIBHOCTh OQOPMIICHHUS JOKYMEHTOB (Haluyue MOJNUCEH, BU3,
MPaBUJILHOCTh HAIMCAHUA aJpPECOB), a TaAKXKE YKa3aHHBIX B MCXOJSIIMX JOKYMEHTaX
IPUJIO’)KEHUH, COOTBETCTBHE KOJMYECTBA HK3EMIUIIPOB KOJUYECTBY aApecaToB IIO
yKa3aTero pacChblUIKH, HAIMYUE OTMETKU 00 UCTIOJTHUTEIIE.

8.38 Ilpm peructpanmmu wucxoxsmero mmcema B COJ]  cBemenms 00
OTIpaBJsieMOM JOKyMeHTe (ukcupytorca B OPK, komus oTmpaBiasieMoro JI0KyMEHTa
HANpaBIIsIeTCS. B JIEJO YIOpaBIEHUS JelaMd W CTPYKTYpHBIE MOJApa3eIICHus,
MOJITOTOBUBIIIETO MUCHMO.

Eciun OPK Obuta co3gana B COJ] npu moaroroBke mpoekTa JOKYMEHTa, TO MpH
pEeTUCTpallii  HWCXOIAIIETO JOKYMEHTa B Hee J00aBISIOTCS  CBEACHUA O
pPErucTpallMOHHOM HOMEpEe, JaTe PEerucTpanud W Jpyrue CBEIACHHUs 00 HCXOASIIEM
JIOKYMEHTE.

8.39 PerucrtpanuoHHblii HOMEP HUCXOMSINETO JOKYMEHTa COCTOMT M3 HOMEpa
JieNia ¥ TOPSIIKOBOIO HOMEpa JOKYMEHTa B MpeJesax KaJeHIapHOTO roja, KOTOPbIN
MOXXET OBITb JIOTIOJIHEH IUM(GPOBBIMU WM  OyKBEHHO-IIU(DPOBBIMU  KOJlaMU
(MHAEKCAMM).
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Jlata  perucTpalii ¥  PETUCTPALMOHHBII HOMEpP MPOCTAaBISIIOTCS  Ha
OTIIPaBIISIEMOM JIOKYMEHTE, a TaK)K€ Ha KOIUU MCXOJAIIET0 TOKYMEHTA, OCTAOLIEHCS
B JIEJIE.

8.40 Hcxopsamuii OKyMEHT, MOAMMCAHHBI PEKTOPOM YHHMBEPCUTETA WIIH
UHBIM YIOJHOMOYEHHBIM UM JOJIKHOCTHBIM JIMIIOM, IEPENACTCS] Ha OTIPABKY, KOMHS
JOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE C BU3aMU IIOMEIIAETCS B JIEJ0 B COOTBETCTBUU C
HOMEHKJIATypOHl Jied.

DNEKTPOHHBIE TOKYMEHTHI MOCJE WX TMOJIMUCAHHS JJIEKTPOHHON MOIIMUCHI0 U
OTIIPABKH ajipecaTry XpaHsaTcs B 6aze qaHHbix CO/1.

8.41 B 3aBUCHMOCTH OT COJEpPKAHUS U CPOUHOCTH JOKYMEHTHI, OTIPABIIIEMbIE
U3 YHUBEPCUTETA, JOCTABISAIOTCA ajpecaTaM CpeACTBaMH MOYTOBOM, (heababerepckoi
CBSI3U, CIICIICBSI3U, KypbepOM, HKCIIPECC-TIOUTOM, a TakKe MepeAaroTcsl Mo KaHajam
ANIEKTPOCBI3U ((pakcuMuUiIbHAsE CBsI3b, Tenerpad, TtenedoH, HIEKTPOHHAs IOYTa,
M3 0, CON).

O0paboTka KOPPECHOHACHIINH AJIsi OTIPABKU IMOYTOBOM CBSI3bIO OCYILECTBIISETCS
B cooTBeTCTBUU C [IpaBuinamu oka3aHus yCIIyT OYTOBOM CBSI3H.

8.42 JloKyMeHTbI, HE UMEIOLIUE aAPECHON YacTH, IPUHUMAIOTCS Ha OTHPABKY C
COIPOBOJUTENbHBIMU MHCbMaMHU.

HenpaBuibHO O(OpMIIEHHBIE TOKYMEHTHI M KOPPECHOHICHIMS HECITyKeOHOro
XapakTepa K OTIPaBKEe HE MPUHUMAIOTCS M BO3BPALLAIOTCS UCTIOIHUTEITIO.

JIOKYMEHTBI, TTOJIIeKAIE OTIPaBKE, JOKHBI 00pabaThIBaThCA U OTIPABISTHCS
B JICHb UX TOJIUCAHNS U PETUCTPALIMU WM HA CICAYIOMUN pabounii 1eHb.

8.43 Jlochuika M 3aMEeHa paHee OTMPABICHHOTO JOKYMEHTa OCYIIECTBISIETCS
M0 YKa3aHUIO JIUI[A, TOAMMICABIIETO JOKYMEHT.

8.44 TlpoxoxaeHue BHYTPEHHHX [OKYMEHTOB Ha JTamax WX MOJATOTOBKHU H
oopmIleHHsT TOJDKHO COOTBETCTBOBATH MPOXOXKACHUIO UCXOSIINX JTOKYMEHTOB, a Ha
JTare UCIOJHEHUS - BXOAAIIUX JOKYMEHTOB.

8.45 IIpoekThl pacmopsaUTENbHBIX JOKYMEHTOB (TIPUKA30B, PACIOPSHKCHHI),
HOJTOTOBJICHHBIX IS MOAMHCAHMS, TIOCJAE MOATOTOBKM U  COIJVIACOBaHUS C
3aMHTEPECOBAHHBIMU JIMLIAMHU IE€PENaloTCi B YNpaBICHHUE JeJaMU Ha COrJacOBaHUE
npopekTopam. [Ipu npueme NpoeKToB pacnopsIUTENbHBIX JOKYMEHTOB YIPABJICHUEM
JieJIaMU OCYIIECTBIISIETCS POBEPKa MPAaBUIBHOCTU UX 0QOPMIICHHUS.

8.46 IlpaBunbHO O(OpPMIICHHBIE TNPUKA3bl, PACHOPSHKEHUS TEpelaroTcs Ha@
MOJIITUCH PEKTOPY (MPOPEKTOpaM B COOTBETCTBHH C JEIETMPOBAHHEM TMOJIHOMOYHUN)
YHHUBEPCUTETA.

8.47 TlonmucaHHbIe TPHUKA3bl, PACIOPSHKEHUS IO OCHOBHOW JESTEIBHOCTH
PETUCTPUPYIOTCSI B CTPYKTYPHBIX MOJAPA3ACTICHUSIX B COOTBETCTBUM C HOMEHKIATYPOM
JIeJT YyHUBEPCUTETA.

Paznnuaror npukassr: @

— 10 OCHOBHOM J€STEIbHOCTH, PETUCTPALIMS OCYIIECTBIISIETCS yIIPaBICHUEM
nenmamu (Hampumep, Ne123, Ne265 a, Ne265 0);

— M0 JINYHOMY COCTaBy, B T.4. O TOOIIpEeHUH (0OOBSIBICHHUE OJIaroJapHOCTH,
HarpaxJieHue Mo4eTHON rpaMOTOM U Jp.) U B3bICKAHWUU, PETUCTPALUs OCYIIECTBIISET
otaenom kaapoB (¢ unaekcamu —JIC, JIC-H, nanpumep, Nol1024-51c, Ne505-1c-H);

| 11 20.002 —2020 | Crpamu: 101 | Ctpanmua: 46 |



consultantplus://offline/ref=6B2DCEE5238D5F6F2BAB60B411D25ACA8277BDC7BD98D17BAA3D14AF5BC62D02BFC2E1C195B506BF37ZEN

- 0 JIMYHOMY COCTaBy paOOTHUKOB O HPEIOCTABICHUU EXKETOJIHBIX U
OIUIAYMBAEMBIX YUEOHBIX OTIIYCKOB, PETUCTPALUs OCYLIECTBISAETCSA OTAEIOM KaJIpoB (C
unaexkcoM —OK, nanpumep, Nel024-0k);

- 0 KOMaHJMPOBKAX, PETUCTpalusi OCYIIECTBIISIETCS OTAEIOM KaApoB (C
ungexkcoM — K, nanpumep, Nel024-k);

- no paboTe cO CTYJAEHTaMH, PETUCTPALMsl OCYIIECTBISECTCS CEKTOPOM
CTYJIEHYECKOT0 Je0npon3BoAcTBa (¢ unjaekcoMm—C, Hanpumep Ne73-c).

— 0 JIMYHOMY COCTaBy acCIHPAaHTOB M JOKTOPAHTOB, PETHUCTPAIIHS
OCYIIECTBIIACTCS OTJACIOM IOJATOTOBKH M aTTECTAIlMK KaJpPOB BBICIICH KBaIH(DUKAIIUHU
(c maaeKcoM — a/i, Hanpumep, Ne89 a/n);

— [0 IITaTHOMY PAaCIUCAHUIO, PETUCTpalusi OCYIECTBISETCA IJIAHOBO-
9KOHOMHUYECKUM OTICIIOM (C MHACKCOM — IIT, Hanpumep, Nel9 m);

— 10 NPEMHUPOBaHHUIO, 00 YCTAHOBICHHH CTUMYJIMPYIOIINX Haa0aBoOK,
PETUCTPALIUS OCYIIECTBIISIETCS TUIAHOBO-D)KOHOMHUYECKUM OTAEIOM (C MHAEKCOM — D,
Hanpumep, Ne240 3);

— 00 yCTaHOBJIEHHHM HaJ0aBOK M BBHIIUIAT PAOOTHHUKAM YHHUBEPCHUTETa IO
pe3yibTaTaM Hay4YHOW JIEATeTbHOCTH, OO0 OTKpPBITUM TEMbI, 00 OTKPBITUH
X03/I0TOBOPHOM paboThl, 00 YTBEPKIACHUU COCTaBa HAYYHOTO KOJIJICKTHUBA IO TEME, O
MOPYYEHUH YI€HAM HAy4YHOTO KOJUJIEKTHMBA IO TEME, PETHCTPALUS OCYLIECTBIISECTCS
yIpaBJIeHUEM Hay4HBIX HCCIICIOBAHUH (C MHACKCOM — H, Hanpumep, Ne58 H); @

— 0 MOOMJIM3AIMOHHON paboTe W OPOHHUPOBAHMIO TPaXKAAaH, PErHUCTpPALUSL
OCYILIECTBIISIETCS BOCHHO-MOOMWIN3ALIMOHHBIM OTAENIOM (C MHAEKCOM — B, HalpUMEp
Nell B). @

[IpukazaM U pacnopsKEHUSM NPUCBAUBAIOTCS MOPSAIKOBbIE HOMEpPA (IO KaXKJI0M
rpynne J0KyMEHTOB OTJIEIbHO) B Ipeesax KaJeHIapHoro rojaa. IlopsakoBsiii Homep
JOKYMEHTa MOKET IOMOJHATHCS OYKBEHHBIM UJTU LIU(PPOBBIM UHIEKCOM.

CBeneHns 0 perucTpupyeMBbIX MpHUKa3ax, pacnopsskeHusx BHocaTcess B COJ1 unu B
WHBIE PETUCTPALMOHHO-YUYETHbIE (POPMBI Ha OyMaKHOM HOCHUTEINIE WIH B 3JIEKTPOHHOU
¢dbopMe B COOTBETCTBUH C MMyHKTOM 8.54 HacTOsIIEH HHCTPYKIUH.

8.48 TlomnmMHHWKK TPUKA30B (PaACIOPsDKEHUN) MO MECTy WX pEerucTparu
(bopMHpYIOTCA B JIeJa B COOTBETCTBUM C HOMEHKIIATYPOM JIE1 YHUBEPCUTETA.

Komuu mnpukazoB, pacrnopspDKeHUM pacChlIaloTCs HUCHOJHUTENSIM UM UHBIM
3aMHTEPECOBAHHBIM JIUIIaM B 3JIEKTPOHHOUW (opme u/mim Ha OyMaXKHOM HOCHUTENE B
COOTBETCTBHHM C YKA3aTEJIEM PaCChUIKH.

Konuu mnpukas3oB, pacnopspkeHHH, paccbulaeMble Ha OyMa)kKHOM HOCHTEIE,
3aBEpSIOTCSA B COOTBETCTBUU C MMyHKTOM 8.51 HacTosIel HHCTPYKLIUH.

8.49 IlpoTtokonbl 3acemaHuii, COBEUIAHWUN, NPOBOJUMBIX B YHUBEPCHUTETE,
PETHCTPUPYIOTCS B COOTBETCTBUM C HOMEHKJIATYPOU J€J1 YHUBEPCUTETA.

IIpoTokonsl  3acemaHui,  COBEIIAHWM,  INPOBOAMMBIX  KOJUIETHAJIBHBIMU
(coBelaTeabHBIMU) OpPraHAMH, KOMHCCHUSIMU WJIM B CTPYKTYPHBIX MOAPA3IEIICHUSIX
YHUBEPCUTETA, PETUCTPUPYIOTCS B CTPYKTYPHBIX MOAPA3/IEICHUSAX, OTBETCTBEHHBIX 32
OpraHu3aldi0 U MpoBeAeHUE MepornpusaTus. Konuu Takux MpOTOKOJIOB TOTOBATCS K
pPacChlIKE M PACCHUIAIOTCA CTPYKTYPHBIM TOJAPA3/IEJICHUEM, OTBETCTBEHHBIM 32
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OpraHU3alMI0 U TPOBEACHUE MEPOIIPUSTHUSL.

8.50 IIpoTokosaM mpuUCBaMBaAIOTCS MOPSAKOBBIE HOMEpa B  Ipenenax
KaJICHJJAPHOTO I0J1a WU NIeprojia paboThl BpEMEHHOM padoyeid rpyIbl (KOMUCCUH) 110
KQXKJI0M rpyIine NpoTOKOJIOB OTJEIBHO.

[ToaIMHHUKU MPOTOKOJIOB MO MECTY MX perucTpaiuu (GopMupyrorcs B jena 1o
HOMEHKJIAType JIeJ1 YHUBEPCUTETA.

8.51 BuyTpeHHHE NOKYMEHTHI Ha UMsI PYKOBOJUTENIS APYroro CTPYKTYpPHOTO
noapazaeneHus peructpupyrorcs B COJl unu (npu orcyrctBun CI/] mnu oTCyTCTBUM
BO3MOYKHOCTH 3apErMCTPUPOBATh BHYTPEHHUH NOKyMeHT B COJl) peructpupyrorcs B
CTPYKTYPHOM  TOJpA3JIECJICHUHU, CO3JaBIIEM JIOKYMEHT. 3aperucTpupOBaHHBIN
JOKYMEHT IMEPEAAETCS] HEMOCPEICTBEHHO B CTPYKTYPHOM MOApPA3JEIeHUE — aapecar, B
KOTOPOM MOBTOPHO HE PETUCTPUPYETCS.

8.52 Ilpu Bxmrouenuu B CDJI BXOASMMX JOKYMEHTOB, WX PETHCTpAIUH,
paccMoTpennn u ucnonHeHun B OPK BHocsTcst cBenenust cornacuo popme IPK CO/I.

8.53 Ilpu Brmouenun B CDOJ] ucxomsmmx nokymeHtoB B OPK BHocsTcs
cBenienus corjacHo hopme DPK CO/I.

8.54 Ilpu Bxmtouenuun B COJ] BHyTpeHHUX nokyMeHToB B OPK BHocsTCs
cBenienus corjacHo opme DPK CO/I.

JIOTIOTHUTENBHO K YKa3aHHBIM CBEACHHUSIM O BXOISIIMX, HCXOMSAINIMX H
BHYTpeHHUX JoKyMeHTax B OPK C3/] MOryT BHOCUTBHCS UHBIE CBEJACHUSI.

8.55 Vuer KOJIMYECTBA JIOKYMEHTOB, MOCTYTUBIIIHKX, CO3JaHHBIX,
OTHPABJICHHBIX 3a OMNPEICICHHBIA TMEepPUOJ] BPEMEHH, MOXKET MPOBOIUTHCS IO
YHUBEPCUTETY B II€JIOM, IO OTJEIbHBIM CTPYKTYPHBIM MOAPA3ACICHUSM, 10 TPYIIam
JIOKYMEHTOB, KOPPECHOHJACHTaM, JEUCTBUSM, MPOU3BEICHHBIM C JOKYMEHTAMH, U
JIPYTUM IapaMeTpaM, HeOOXOAUMBIM JJIA aHaIu3a padOoThl C TOKYMEHTAMHU B LIEJIAX €€
COBEPILIECHCTBOBAHUS.

8.56 Ilpu yuere oObeMa JOKYMEHTOOOOPOTAa MOACUUTHIBACTCA KOJIMYECTBO
JIOKYMEHTOB BBIACJICHHON TpyNIbl. YUEeT KOJIMYECTBA JTOKYMEHTOB HPOBOAMUTCS IO
nanabiM COJl, perucTpalimoOHHO-y4ETHBIX KYPHAJIOB U KaPTOTEK.

8.57 3a enuHuIy ydera KOJIMYECTBA JTOKYMEHTOB IIPHUHUMACTCS €IMHCTBEHHBIN
DK3EMIUISIP JOKYMEHTa (TOJJIMHHUK WJIA KOMHUS, €CIU KOMHS - €IWHCTBEHHBIN
DK3EMIUISIP TOKYMEHTa B YHUBEPCUTETE, HANIPUMEP, KOMHS MCXOJSIIEro muchMa) 0e3
ydeTa KOIHM, CO3/1aBaeMbIX MPU IMMEeYaTH M KOMUPOBaHHUM (TUpaxkupoBanun). Komuun
JIOKYMEHTOB MPHY HEOOXOAMMOCTH aHaIU3a YUYUTHIBAIOTCS OTACIBHO.

8.58 Pesynprarhl yuera o0bemMa JOKYMEHTOOOOPOTa B YHUBEPCUTETA €KETOTHO
0000111at0TCsl YIPABJICHUEM JEJIaMH M TPEACTABISIIOTCS PEKTOPY B BHJIE OTYeTa 00
o0beMe TOKYMEHTOOOOpOTa 3a TO/I.

9 KoHTpPOJIb UCTIOJIHEHUS JOKYMEHTOB (MOpYy4eHMii)

9.1 KoHTpoJib HCMONHEHUS JTOKYMEHTOB (TIOpYyYEHMI) BENETCS B LENSAX HX
CBOEBPEMEHHOTO ¥ KAYECTBEHHOTO UCIIOJIHEHHUS.
9.2 KoHTpoJIb UCTIONHEHHS TOKYMEHTOB (TIOPYyUEHHUIT) BEIETCS:
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—  HENOCPEJICTBEHHO TMEPBbIM JIOKHOCTHBIM JIMIIOM (OTBETCTBEHHBIM 34
UCIIOJIHEHUE), YKa3aHHBIM Ha JIOKYMEHTE B PE30JIIOIMU PEKTOpa YHUBEPCHUTETA, MO
CYILIECTBY U IO CPOKaM HCIIOTHEHHS JOKYMEHTOB (IIOpY4EHH);

—  PYKOBOJHWTENIEM TMOAPA3JACICHUA WM HMHBIM JIOJDKHOCTHBIM  JIULIOM
YHUBEPCUTETA — UCIIOJIHEHUSI JOKYMEHTOB (IMMOPYUYEHUIT) MO CYIIECTBY;

—  yOpaBlIEHHEM  JeJlaMH  YHHBEpPCHTETa M OTBETCTBEHHBIMH 32
NEJIONPOU3BOACTBO B CTPYKTYPHBIX TMOAPA3ACICHUAX — CPOKOB HCIOJHEHUS
JIOKYMEHTOB (ITOPYUYCHHI).

B  ympaBneHnn — genamMu  LEHTPAIM30BAHHOMY  KOHTPOJIKO  MOJJIEXKAT
3aperuCTpUPOBAHHBIE JOKYMEHTBHI C OTMETKOM 0 KoHTpoje («KoHTponb»), a B
CTPYKTYPHBIX  IOJpa3JCICHUSIX YHUBEPCUTETA — BCE  3apPETHMCTPUPOBAHHBIC
JIOKYMEHTBI, TPEOYIOIINE UCTIOJTHEHHUS.

9.3 PacnopsauTenbHble JTOKYMEHTBI, MPOTOKOJBI 3acelaHuil (COBEIIaHMI),
CoJIep Kalllie TMOPYYEHUSI C KOHKPETHBIMHU CpPOKAMHU WCIOJHEHMS, CTaBsITCA Ha
KOHTPOJIb MO KaX/JI0MYy HOPYYEHHIO OTIEIBHO.

9.4 KoHTpoJIb CPOKOB HCIOJHEHHUS JTOKYMEHTOB (ITOPYYCHHUI) BKIIIOYACT B
ceost:

— TOCTaHOBKY JJOKYMEHTOB (MIOPYyYE€HUI) HA KOHTPOJIb;

— IPOBEPKY CBOEBPEMEHHOCTH JIOBEACHUS JOKYMEHTOB (IOpy4Y€HHUH) 0
HCIIOJTHUTEJICH;

— NOpeABapUTEIbHYIO MPOBEPKY M  PETYJIHPOBAHUE XOJa HCIOJIHEHUS
JOKYMEHTOB (IMIOPYYEHUN );

—  CHSTHE C KOHTPOJIA JOKYMEHTOB (MIOPYYEHUI);

— yder, 0000IIeHHEe U aHAIU3 Pe3yJbTAaTOB XOJa HCIOIHEHHUS JTOKYMEHTOB
(mopyuenuii);

— HUHQOPMHUPOBAHUE PYKOBOAUTENEH CTPYKTYPHBIX MOAPA3ACICHUNA O XOe
HCTIOJTHEHUSI TOKYMEHTOB (TIOPYYEHUI) U COCTOSTHUU UCTIOJTHUTEIbCKON AUCIUTLIINHEI.

95 Cpokm wWCHOTHEHUS JOKYMEHTOB (MMOPYYCHUH) HCUHCISIOTCS B
KJICHIAPHBIX JTHSX.

Ecnu nocneanuii n1eHb CpoKa MCIONHEHUS TOKYMEHTa (MOpY4YEeHUs) MPUXOAUTCS
Ha HepaboYHil ICHb, TO JOKYMEHT IOJIC)KUT UCTIOJIHCHUIO B OJIVDKAUIIIUMA CIIC YOI
3a HUM pabouunii ICHb.

Jata ucnonHeHus: nokymenTa (mopyuenus) ¢ukcupyercs B IPK COJ] wiu unoit
PETUCTPAlIMOHHO-YYETHOU (popMe, HCIOIb3YEMON JUIsl OTCIEKUBAHUS CPOKOB
WCIIOJIHEHUSI IOKYMEHTa (TIOpyUYeHUs ).

CpokM HCHOJHEHUS] JTOKYMEHTOB (IOPYYEHHMI) YCTAHABIMBAIOTCA PEKTOPOM
(OpOpeKTOpOM WM JIPYTHMM  YIOJHOMOYEHHBIM JIMIIOM), MCXOHsl U3 CpOKa,
YCTaHOBJICHHOIO  OpraHM3alMeid, HalmpaBUBIIEW  JOKYMEHT, WJIM  CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOIATENBCTBOM Poccuiickon denepaunm.

9.6 JlokyMeHTHI (MOpyYEHUS) TOAJICKAT UCTIOTHEHHIO B CIICTYIOIINE CPOKHU:

— € KOHKPETHOM JaTOM MCIOJIHEHUS — B YKa3aHHBIN CPOK;

— 0e3 yKa3aHusl KOHKPETHOU JaThl UCTIOTHEHUS, UMEIOITUE B TEKCTE MOMETKY
«BECbMa CpPOYHO» — B TEUYEHUE OJHOTO [IHS, «CPOYHO» — B 3-IHEBHBIA CPOK;
«orepaTuBHO» — B 10-HEBHBIN CPOK; OCTalIbHBIE — B CPOK He Oosee 30 mHel;

| 11 20.002 —2020 | Crpamu: 101 | Ctpanmma: 49




— 10 TNapJaMEHTCKUM 3ampocaM — He Mo3JHee ueM uepe3 15 nHeil co nHA
NOJIyYEHNS,

— 1no 3anpocaMm wieHoB CoBera dDexaepanuu, AenyTaToB locyaapcTBEHHOU
Jlymbl (IemyTaTcKoMy 3alpocy) He no3aHee yem uyepe3 30 qHel co AHS MOTyUYeHHUS;

— 110 MEXBEJAOMCTBEHHBIM 3alpocaM O MPEJACTABICHUU TOKYMEHTOB M (WJIH)
nH(}OpMAIUH B IENSIX MPEAOCTABICHUS TOCYIapPCTBEHHBIX U MYHUITUTIATBLHBIX YCIYT —
5 pabouux JHEW co JIHA MOJyYEHHMs 3ampoca, €CiId 3aKOHOJaTeabCcTBOM Poccuiickoi
denepanuy HE YCTAHOBIIEH NHOW CPOK;

— 1o oOpanieHusM rpaxaad — 30 qHel co THA perucTpaluu.

9.7 IlpuocTaHOBHUTH HCIIOJIHEHHE KOHTPOJBHOTO JOKyMEHTa (IOpy4eHusi), a
TaKX€ OTMEHHUTh €r0 MOXET PYKOBOJUTENb, MOJMNUCABIINN JTOKYMEHT WJIM JIaBIIHIA
NOpy4eHHE (yKa3aHUe).

9.8 B 1memix CBOEBPEMEHHOTO HCIOJHEHUS JOKYMEHTOB, MOPYYECHUU
(YKa3aHuii), TIOCTaBJIEHHbIX Ha KOHTpPOJb, PAOOTHUK YTpaBieHUs JeJIaMHy,
OTBETCTBEHHBI 3a BEICHUE KOHTPOJS WCIOJHEHUS JIOKYMEHTOB, MpOBEPSET
CBOEBPEMEHHOCTb JIOBEJICHUS JOKYMEHTA (MIOPYUYEHUs1) A0 UCIIOIHUTEIIS.

9.9 Ecnu cpok ucmosHeHus! JOKYMEHTA (TIOPYYEeHHsI) TPEBBIIACT OJUH MECSII,
B IENsAX OOEeCneYeHusi CBOEBPEMEHHOTO WCIOJHEHUsI JOKyMEHTa (IOpy4YeHus)
MPOBOAUTCSL TPEIBAPUTEIIbHBI KOHTPOJIb W HANOMUHAHUS HUCIOJIHUTEISIM O
MPUOJIMKEHUU CPOKOB UCTIOTHEHUS JOKYMEHTOB (ITOPYUYCHHUIN).

9.10 IIpenBapuTenbHBIN KOHTPOIb OCYIIECTBISETCS B CIASAYIOMIEM MOPSIAKE:

—  JIOKYMEHTOB (IIOpYy4€HHUI) OCIEAYIOIIMX JIET - HE PEXKE OJHOI0 pasa B roJ;

— JIOKYMEHTOB (MOpYYE€HHUI) MOCIEIYIOIUX MECAIEB TEKYIIEro rojia - He
peXe OJJHOTO pa3a B MECHLL;

— JIOKYMEHTOB (TOpyYeHHUIi) TEKyIllero mecsaia - 3a 1-5 nHeil 10 ucreueHus
CPOKa UCIIOJTHEHUS.

9.11 HamoMuHaHU€ WCIOJHUTENISAM O TMPUOIMIKEHUH CPOKOB HCIOJHEHUS
JOKYMEHTOB (IMOPYYEHUN) MOXKET OCYILIECTBISITECA B aBTOMAaTUYECKOM PEXUME
nocpenctsom CDOJI, mpemocTaBieHHs HANOMUHAHUNW B OyMa)KHOM BHUJE, a TaKKe
MOCPEICTBOM TeIE(POHHOU U UHTEPHET CBSA3H.

HamomuHanus wucnonHuTeNsIM, a Takke HUHPopMamnuss o0 HCHOJHEHUU
JIOKYMEHTOB (TIOpy4YeHUI), OTy4YeHHas OT ucnoianurtenei, pukcupyrorcs B IPK COJ1
WM UWHBIX PErUCTPAlMOHHO-YUYETHBIX (POpMax, HCHOJIb3YEeMbIX IS KOHTPOJIS
WCIIOJTHEHUSI TOKYMEHTOB (TIOpYyUYEHUIA).

90.12 Ilpu HEOOXOAMMOCTH W3MEHEHHS CpOKa HWCIOJHEHUS JOKyMEHTa
(mopyueHus) OTBETCTBEHHBIH UCIOJHUTENh 00s3aH TPEACTaBUTh Ha  UMS
PYKOBOAMTENS, JaBLIEro MOpydyeHue, o0ocHOBaHHE (CIyKeOHyH 3alllMCcKy) O
MPOJJICHUH CPOKA C YKa3aHUEM MPUYUH MPOJICHUS U AaThl UCTIOJHEHHUS.

O06ocHOBaHME MPOMJICHUSI CPOKA MCTIOJHEHUS JOKyMEHTa (MOPYYEeHUs) JTOKHO
OBITH HAIIPaBJICHO COOTBETCTBYIOIIEMY PYKOBOAUTEIO HE MO3/IHEE, YEM TI0 UCTCUCHUHU
JIBYX TPETbUX CpPOKa UCIOJIHEHUS TJOKYMEHTA (MIOPYyUCHUS).

O0 u3MEHEHHWH CpOKa HCIOJHEHUS JTOKyMEHTa (MOpy4YeHHUs) OTBETCTBEHHBIN
UCITOJIHUTEIb MH(DOPMUPYET yNpaBICHHUE JIeJaMi YHUBEPCUTETA.
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9.13 JlokymeHT (MOpydYEHHE) CUYUTACTCS HCIIOJHEHHBIM, €CIU TPHHSTHI
pelleHHus [0 TOCTaBJICHHBIM  BONpOCAaM, IOATOTOBIEHBI  COOTBETCTBYIOIINE
JOKYMEHTBI, HalpaBjeHa CHpaBka 00 HCIOJHEHHMM B COOTBETCTBYIOIIME OpraHbl
BJAacTH (OpraHU3alvK) WIK JaH OTBET M0 CYLIECTBY 3aMHTEPECOBAHHBIM JIULAM.

Pemenne 00 ucnosHeHUM AOKyMeHTa (MOpY4YEHHs) INPUHUMAET PYKOBOAMTEID,
NOCTaBUBIIMN  JOKYMEHT (IOpyY€HHE) Ha  KOHTPOJIb, C  00s3aTelbHBIM
MH(GOPMUPOBAHUEM YNPABIICHUS JI€JaMU YHUBEPCUTETA.

Ha wucnoiHeHHOM JOKYMEHTE MpOCTABISIETCS OTMETKAa O HalpaBJICHHUH
JIOKYMEHTa B JIeJIO B COOTBETCTBHM C MYHKTOM 5.52 HacTOALIEH HMHCTPYKIHH,
CBEJIEHUs1 00 MCIIOJIHEHHH JOKyMeHTa (mopydyeHus) BHocsATcsa B OPK COJl wim unyro
PErHCTPAlMOHHO-YUYETHYIO (POPMY, HCHIOJB3YEMYIO JUIsl KOHTPOJISI UCIIOJHEHUS.

9.14 JloxymeHTBHI (HOpY4YEeHHs), HE CHSTBIE C KOHTPOJS, a TaKKe JOKYMEHTHI
(mopy4eHus), CpOK HCIOJHEHUS KOTOPBIX HE MPOJJIEH, CYATAIOTCS HEMCIIOJIHEHHBIMHU.

9.15 VnpaBneHue JenaMu  YHHUBEPCUTETa  AHAIM3UPYET COCTOSIHUE H
pe3yJIbTaThl UCIIONHEHUS JOKYMEHTOB (HOPYYEHHiI) U COCTOSIHUE HCIOJHUTENIbCKON
JUCLUTIINHBL:

— B IMOpPSAKE NPEIBAPUTEIBHOTO KOHTPOJISI HAIPABISIET B CTPYKTYPHBIE
MO/PA3/ICNICHUs] YHUBEPCUTETA HAIOMUHAHUA O JOKYMEHTaX, CPOKH, HCIIOIHEHUS
KOTOPBIX HCTEKAIOT (3a 1 - 5 1Hel 10 OKOHYaHUsl CPOKa UCIIOJHEHUS JOKYMEHTA);

— pa3 B Mecsll U IO OKOHYaHUHU TrojJa PEKTOPY YHUBEPCUTETA OTYETHI O
KOJIMYECTBE JOKYMEHTOB, HUCIIOJHEHHBIX B CPOK, UCIIOJIHEHHBIX C MPOJJIEHUEM CPOKa
UCIIOJIHEHHUSI, HE WCIOJIHEHHBIX, HAXOASIIMXCA HAa WCHOJHEHUU [0 YHHBEPCHUTETY B
LIEJIOM, 10 CTPYKTYPHBIM HOJpa3AesieHUsIM U, IpU HEOOXOIUMOCTH, - MO OTIEJIbHBIM
UCIIOJIHATEIISIM.

10 Opranuszauus padoThl HCMOJHUTEJIA € JOKYMEHTAMHU

10.1 WcnonmHuTens TOJydYaeT JAOKYMEHTHI Ha UCIOJHCHHE B JCHb UX
pPaccMOTPEHUS WM Ha CIEAYIOIUN pabouuii 1eHb B COOTBETCTBHH C PE30OJIOIUSIMU
pekTopa (IPOpPEeKTOpa) YHUBEPCUTETA M PYKOBOAUTENS CTPYKTYPHOTO MOAPA3ICTICHHUS.
CpouHble JOKYMEHTHI MTePe1atoTCs NCIIOTHUTENIO He3aMeITTUTENBHO. @

10.2 JlokyMeHTBI, TIOCTyHalollie B CTPYKTypHOE TOJApa3JeieHUE C
pe30NIoUsIME  peKTopa (IPOPEKTOpa), MEepearTCss PYKOBOAMTEIIO CTPYKTYPHOTO
nojapasneneHus. Ecnum JOKyMEHT, TMOCTYNUBIIWNA Ha WCIOJHEHHE B CTPYKTYPHOE
nojipasjieJiecHue, He UMEeT OTHOIIICHUS K KOMIIETCHIIMA CTPYKTYPHOTO MOIpa3IeIeHHUs,
PYKOBOJIUTENb CTPYKTYPHOTO TOJpa3[ejeHUus B TOT K€ JCHb WJIM Ha CJICAYIOIIUN
pabouuii IeHb BO3BpAIla€T €r0 B OTHMHCABIIEMY HA MCTIOJHEHUE JTOHKHOCTHOMY JIHILY
JUTSL pEIlIeHUs BOIIPOCca O TIePEHANPABICHUH €T0 Ha UCTIOJIHEHUE B IPYTOe CTPYKTYPHOE
nojApazjencHue (Apyromy UCTIOJIHUTEIIO).

10.3 HMcnosiHeHHE JOKYMEHTA MPeyCMaTPUBACT:

— cOop 1 aHanu3 HeoOXoAMMOM HH(OpMaLIUK;

— TOATOTOBKY MPOEKTa TOKyMEHTAa U ero opopmiieHue;

—  COIVIACOBaHMUE MPOEKTA JJOKYMEHTA C 3aMHTEPECOBAHHBIMU JINIIAMH;

— 70paboTKy TpoeKTa JOKYMEHTa IO 3aMEuYaHUsM, MOJyYEeHHBIM B XOJE
COTJIACOBaHUS M, IPU HEOOXOAUMOCTH, - IOBTOPHOE COTJIACOBAHHUE);
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— TMOATOTOBKY cHUCKa (yKasareissl) PacChbUIKA JOKYMEHTA, €CIU JOKYMEHT
aZpecoBaH TpYyIIe OpPraHU3alUil WM HECKOJIbKUM CTPYKTYPHBIM MOAPA3/AeIICHUIM
YHUBEPCUTETA,

— MpeACTaBiCHUE MPOEKTa JOKYMEHTAa Ha MOJNUCH (YTBEPKICHHUE) PEKTOPY
(IpopeKTopaM) YHUBEPCHUTETA;

— IOATOTOBKY JOKYMEHTA K OTIIPABKE U Mepeady KoUK JOKYMEHTA B AEJIO.

10.4 Ilpu HaIpaBJICHUU JIOKyMEHTa HECKOJBKUM UCIIOJIHUTEIISIM
OTBETCTBEHHBIM 3a TMOJrOTOBKY TIPOEKTa JOKYMEHTa SBJISETCA HCIIOJHUTEIb,
yKa3aHHBIM B PE30JIONUM TMEPBbIM WM OOO3HAUEHHBI B PE3OJIONUU KAk
OTBETCTBEHHBIN UCTIOTHUTEND.

10.5 OTBeTCTBEHHBIA HCHOJHUTEIbL HMEET MpPaBO JiaBaTh MOPYUYCHUS
OCTAJIbHBIM ~ HMCIIOJHUTENSIM, MPOBOJUTh pabounMe COBEHIAHHWS [JIsi BBIPAOOTKH
COBMECTHOTO pelieHus. Bce ucnonHuTenu B paBHOM CTENEHW OTBETCTBEHHBI 3a
CBOEBPEMEHHOE U KAayeCTBEHHOE HWCIIOJHEHUE TMOPYYEHUs U MPEACTaBICHUE
OTBETCTBEHHOMY HCIIOJIHUTEIIO B YCTAHOBJIEHHbIE WM CpPOKH HEO0OXOJMMBIX
MaTepuanoB (IPOEKTOB JOKYMEHTOB, CIpPaBOK). McHonHUTENW HE HUMEIT IpaBa
NPEACTABIATh MPOEKTHl JOKYMEHTOB PYKOBOJUTENIO, AABUIEMY IMOPYYEHUE, MUHYS
OTBETCTBEHHOT'O MCIIOJHUTETIS.

10.6 B ciaydae OTCYTCTBHSI HMCIOTHUTENS (KOMAaHIUPOBKA, OTIYCK, OOJIC3HB)
JOKYMEHT IO YKa3aHWIO PYKOBOJIWTENS CTPYKTYPHOI'O MOIPA3IECICHUS IEpenaeTcs
JIPYroMy HCIIOJHUTENIO C 00s3aTeIbHbIM COOOUIEHUEM €ro (paMHIMU U UHUIMAJIOB B
yopasJieHHE JejlaMu sl BHeceHus1 u3MeHeHnuil B OPK nokymenra B COJ] ninu nHyro
PErUCTPalMOHHO-YUYETHYIO (OpMY.

10.7 Tlpu yBOJILHEHMM WJIM TEPEXOJIe Ha JIPYroil ydyacTok paboThl pabOTHHK
00s13aH cllaTh JOKYMEHTHI U JieJla PYKOBOJUTEIIO CTPYKTYPHOIO MOAPA3JEICHUS WU
M0 €ro yKa3aHWI0 BHOBb HAa3HAYEHHOMY PAaOOTHHUKY (B cliydae HEOOXOIUMOCTH, - IO
aKTy mIpHema-nepesayd, B KOTOPOM YKa3bIBAIOTCS BHJBI A€N (3aroJIOBKU JEN) U UX
KOJIMYECTBO M KOTOPBIM MOAMHUCHIBAETCS PAOOTHUKOM, MEPEAABIIMM JTOKYMEHTHI, U
pabOTHUKOM, MPUHSABILIUM JTOKYMEHTHI).

10.8 Pe3ynbTaTOM WCIOJHEHUS JOKYMEHTa SIBISIETCS TMPOEKT JIOKyMEHTa,
MOATOTOBJICHHBIN UCIIOJIHUTEIIEM.

[IpoekT noKyMeHTa cO BCeMU HEOOXOAUMBIMU MPUIIOKEHUSIMU, HAall€YaTaHHbIN U
O(QOpPMJICHHBIA B COOTBETCTBUU C YCTAHOBJIEHHBIMH IIpaBUJIAMHU, HCIOJIHUTEIH
COTJIACOBBIBAET C 3aMHTEPECOBAHHBIMH CTPYKTYPHBIMU MOAPA3ACICHUSMH U JTULAMHU
U, IPYU HEOOXOAUMOCTH, C JPYTUMH OpraHU3aLUsIMU.

JIOKyMEeHTBI, NpeaHA3HAUYCHHbIE [IJIi OTHpaBKH, OQOPMISIOTCS Ha OJlaHKe
YHUBEPCUTETA YCTAHOBIEHHON ¢opMbl. (711 OTHpaBKU JOKYMEHTOB, HE HMEIOIIMX
aJIpECHOM YaCTH, COCTABJISIETCS] COMPOBOJAUTEIBHOE TUCHMO.

Ha noxymeHT, pacceuiaeMblii 0oJiee 4eM B YEThIpE aJpeca, UCIIOJIHUTEIb TOTOBUT
CIIUCOK PACCBUIKH, OIpPEAENAeT KOJIMYECTBO OHK3EMIUISIPOB JOKYMEHTa W TOCIe
perucTpanuu ooecrneynBaeT U3roTOBJICHUE HEOOXOIMMOI0 KOJTMYECTBA KOTTUH.

10.9 HcnosnuTtenb (OTBETCTBEHHBIM MCIOJHUTENb) OPTaHU3YET COTJIaCOBaHUE
(BU3MpPOBAaHUE) MPOEKTa JOKYMEHTAa CO BCEMHM 3aMHTEPECOBAHHBIMU JIMIAMHU U
MPOBOAUT AOPAOOTKY MPOEKTA MO 3aMEUYaHUSAM (IIPU UX HATUYHH).

[Ipy Hamuuuu OOJBIIOrO  KOJMYECTBA 3aMEUaHUW 10  MPEACTABICHUS
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JOpa0OTaHHOTO TMPOEKTAa JTOKyMEHTAa Ha TOJMUCH PYKOBOJWUTEIIO HCIIOTHUTEb
TOTOBUT CBOJKY 3aMEYaHHil (MpeioKeHui), B KOTOPOU YKa3bIBAETCS: COIEp>KaHUE
3aMeudaHusi (MPEIJIOKEHUs), JOJDKHOCTh, (aMuiids JHIla, [AaBIIETO 3aMeYaHue,
OPUHATO WJIM OTKJIOHEHO 3aMeyaHue (eciM 3aMeyaHue OTKJIOHEHO, - TNPUYUHY
OTKJIOHEHU ).

10.10 Ilocne mopaGOTKK U TOBTOPHOTO BU3UPOBAHUS (COTJIACOBAHUS) IIPOCKT
JIOKyMEHTa Tepenaercs Ha mnonanucanue (yTBepkaenue). Jlo mpencraBieHus Ha
MOANMKUCH HWCIIOJIHUTENh TPOBEPSET TMPABWIBHOCTH OQOPMIICHUS  JTOKYMEHTa,
MPaBUILHOCTH OPOPMIICHUS aapecara, HATHIue HeOOXOAMMBIX BU3, TIPHIIOKCHUH, TIPU
HEOOXOJMMOCTH - CIIPABOK, TOSICHUTEIBHBIX 3alUCOK, PA3hICHSIIONIUX COJCPKAHUE
MOATOTOBJICHHBIX TOKYMEHTOB, JIUCTA (YKa3aTels) paCChLIKH.

10.11 TloanmucaHHBIN TOKYMEHT HCTIOJHUTEIh B COOTBETCTBUU C TOPSIKOM,
YCTAaHOBJICHHBIM HACTOSIINIEH HWHCTPYKIIMEH TIO JCIONMPOU3BOACTBY, NEpemaeT s
pEerucTpaluy ¥ OTIPABKU W/UITU BKIIIOUECHHUS B JIETIO.

B cooTBeTcTBHM C HOMEHKJIATYPO 1€ UCIIOIHUTEIb ONpEIeIisaeT UHIIEKC JIelia, B
KOTOPOE J0HKEH ObITh BKIIIOUEH JJOKYMEHT.

10.12 B xoxe WUCHOJHEHUA JIOKYMEHTa HCIOJHUTENh HWMEET IPaBo
npeajiaraTh U3MEHEHHE CPOKa MCIIOJIHEHUS, €CIIM OTCYTCTBYIOT PEalIbHbIE YCIIOBUS
UCIIOJIHEHUSI IOKyMEHTa (MTOpYy4YeHUs), eIaTh MOMETKA Ha JIOKYMEHTE O BPEMEHU €ro
MOCTYIJICHUS, O JaTaX MPOMEKYTOUYHOTO KOHTPOJS, TeNe(OHHBIX U MHUCHbMEHHBIX
3ampocax, 0 1aTe U Pe3yJbTaTe OKOHYATEIILHOTO NCIIOTHEHUS.

10.13 HcmomHuTENh HE UMEET TIPaBa pasriiamaTh COACP KaHNE MTOCTYITUBIINAX
K HEMY JOKYMEHTOB W TOJATOTOBJICHHBIX IPOEKTOB CIY)KEOHBIX TOKYMEHTOB, C HUMHU
MOTYT OBITh 03HAKOMJICHBI TOJIBKO JIMIIA, UMEIOIINE OTHOIICHHUE K X UCITOJTHCHHIO.

11 ®opMupoBaHue JOKYMEHTAJBLHOIO (DOH/Ia YHHBEPCUTETA

11.1 OmnepaTuBHOE XpaHEHHUE JOKYMEHTOB YHUBEPCUTETA JIO TEpe/layu MX Ha
XpaHEHWEe B AapXWB WM YHHUYTOXKEHHUE OCYIIECTBISIETCA B  CTPYKTYPHBIX
NoApa3eICHUsIX YHUBEPCUTETA.

11.2 B mensx XpaHEeHHs, TIOUCKA ¥ WCIIOJIB30BAHUS JTOKYMEHTHI Ha OyMaKHOM
HOCUTEJNIE U DJICKTPOHHBIC JTOKYMEHTHI (OPMHUPYIOTCS B JieJla B COOTBETCTBUU C
HOMEHKJIaTypou aen (nmpuiioxkenue Nel3).

Homenkinatypa nen 3akperuisieT kiaccupuKauio (TpynnupoBKY) HUCHOJHEHHBIX
JIOKYMEHTOB B JieJ1a (JIEKTPOHHBIE JIeJ1a), CUCTEMATU3alUuI0 U UHAEKCAUIO JIE], CPOKU
WX XPAHECHUS U SBJISIETCS. OCHOBHBIM YUYETHBIM JOKYMEHTOM.

Homenknarypa npen sBI€TCS OCHOBOM JUIsI  COCTaBJICHUS OIKMCEH  JET
MOCTOSTHHOTO, BpEMEHHBIX (CBbIIIEe 10 J1€T) CPOKOB XpaHEHUS U MO JUYHOMY COCTaBy,
aKTOB O BBIJICJICHUU K YHUYTOKEHHUIO JOKYMEHTOB C UCTEKIIUMH CPOKAMU XpPaHEHUs, a
TaKXke JJIs yueTa Jed BpeMeHHbIX (10 10 jieT BKIIOUUTENIbHO) CPOKOB XPaHEHHS.

11.3 Homenknatypa Jen yHUBEPCUTETa COCTaBISETCS HAa OCHOBE HW3Y4YCHUS
COCTaBa M COJIEpKaHUS JOKYMEHTOB, OOpa3yrOMINXCs B JAEATEIHPHOCTH YHUBEPCUTETA,
BKJIIOYAs IOKYMEHTBI, TOCTYNAIOIINE U3 JPYTUX OpraHUu3aIui.

11.4 Tlpu cocTaBI€HHMH HOMEHKJIATYpbl JEJ CJIEAYeT PYKOBOICTBOBATHCS
YCTaBOM YHHUBEPCUTETA, MOJIOKEHUSIMU O CTPYKTYPHBIX MOAPA3ACICHUSIX, IITATHBIM
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pacmucaHueM, IJJaHAMH W OT4eTaMd O paboTe CTPYKTYPHBIX MOApaA3IeICHUN
YHUBEPCUTETa, HOMEHKJIATypod Jed 3a NOpOoWEAIdA  TOJ, JOKaJIbHBIMU
HOPMATUBHBIMM aKTaMU YHUBEPCUTETA, COJCPXKAIMMU CBEICHUS O JOKyMEHTax,
o0pa3yloluxcsi B JIEATEIbHOCTH YHHUBEPCUTETA, THUIOBBIMH U TPUMEPHBIMU
HOMEHKJIaTypaMu Jien (IIpU UX HAJIMYUH), BEIOMCTBEHHBIMU U THUIIOBBIMH MEPEUHSIMU
JIOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHHS.

11.5 B HOMeHKJIaTypy Jdell BKIIOYAIOTCS BCE JOKYMEHTBI, OTpaKalollue
JEATEIbHOCTh CTPYKTYPHBIX MOJPA3JCICHU YHUBEPCUTETa W IOCTOSHHO WIH
BPEMEHHO JIEWCTBYIOIIUX OPraHOB (KOMHCCHW, COBETOB, KOMHUTETOB), B TOM YMHCIIE
JOKYMEHTBl OIPAHMYEHHOIO JIOCTYIA, PErMCTPAllMOHHBIE M YYETHBIE >KYpHalbl U
KapTOTEKH, B HEOOXOIUMBIX CIydasiX — KOMUHU JOKYMEHTOB. JIOKyMEHThI, CO3/JaHHbIC B
AJIEKTPOHHON (OpME, BKIIIOUAIOTCS B HOMEHKJIATYPY /€T 10 TeM K€ IMpaBHiaM, YyTo U
JIOKYMEHTBI Ha OyMa)XHOM HOCHTEJIE.

Komnn JOKyMEHTOB BKJIKOYAIOTCA B HOMEHKIATYpy J€J, €CIUM KOIusd —
CAVHCTBEHHBIM JK3EMIULIP JIOKYMEHTa B YHMBEPCUTETE, a TaKKe, €CIM KOINU
HEOOXOQUMBl [UIsl OpraHU3allMUd  JEATENbHOCTH CTPYKTYPHOTO MOJpa3fesieHus
YHUBEPCUTETA.

He BxiouyaroTCs B HOMEHKIATYpPY J€1 MEPHOJWYECKUE W3JaHUsI, KHUTH,
OpOITIOPHI.

11.6 HomenkiaTypa fiei YyHUBEpCcUTETa (CBOJHASI) COCTABIISIETCS YIPaBICHUEM
JiellaMl Ha OCHOBAHMHM HOMEHKJIATYp JI€J CTPYKTYPHBIX MOJApa3ieieHui mo ¢gopme
(npunoxxenne Nel4), ycranoBneHnHoil [IpaBunamu xpaHeHusi, KOMIUIEKTOBaHUS, ydeTa
Y MCIOJIb30BaHUs TOKYMEHTOB ApxuBHOro gonna Poccuiickoit @enepaunu u Apyrux
apXMBHBIX JOKYMEHTOB B OpraHax ToOCyJapCTBEHHOW BJIAacCTH, OpraHax MECTHOIO
caMoympaBJieHus, opranu3anusax (nanee — [IpaBuna xpaneHus).

CBoJlHass HOMEHKJIATypa JeJl COCTaBIsETCS B MOCIETHEM KBapTalle TEKYIIEro
rojia Ha MPEACTOSAINN KaJICHIapHBIN IO/,

11.7 HomenknaTypa Jdel yHHBEPCUTETa MOAMHUCHIBACTCS  HAYaJIbHUKOM
yIpaBJ€HUs JeJIaMu, BUSUPYETCS] PYKOBOJUTENIEM apXUBa (JIMIIOM, OTBETCTBEHHBIM 3a
apXHB), COTJIACOBBIBAECTCS C HKCIIEPTHOM KOMUCCHUEN YHUBEPCUTETA U OJUH Pa3 B 5 JIET
IIPENCTABIIIETCS. HA COTJIACOBAHUE SKCIEPTHO-IPOBEPOYHONM KOMMCCHUM apXHWBHOIO
ynpasienns Kypckoit oonactu (nanee DIIK apxuBynpaBienus).

11.8 HomenknaTypa Aell YHMBEPCHUTETa B KOHIIE KaXXIOTO Trojia yTOYHSETCH,
NEpPEeNeYaThiBACTCS, YTBEPKIAETCS PEKTOPOM YHUBEPCUTETA U BBOJUTCA B JICUCTBUE C
1 sHBapst NPEACTOSIIETO KAaJeHAAPHOTO To/a.

B cnyuyae n3meHeHus GyHKUUNA U CTPYKTYpPbl YHUBEPCUTETA HOMEHKIIATYpa Je
COCTABJISIETCS] M YTBEPIKAAETCS 3aHOBO.

11.9 TlepBblil HK3eMIUISIp YTBEPKAECHHOM HOMEHKJIATyphl JeNl  SIBISETCA
JIOKYMEHTOM TOCTOSTHHOTO XpPaHEHHUs M BKIIIOYAETCS B HOMEHKJIATYpy JIed B pas3zel
VYrpaBneHuss AenaMH, BTOPOM - HCIIONB3YETCS YINPABICHWEM J€JaMd B KadeCTBE
pabouero sK3emIuIsApa, TPETHH - TepedaeTcs B apXWMB YHHMBEPCUTETa B KauyeCTBE
YYETHOIO JOKYMEHTA, JJICKTPOHHAs KONUS HOMEHKJIATYphl JEl1 YHUBEPCHUTETA,
YTBEPKJICHHONM DPEKTOPOM YHHUBEPCHUTET, IEPENACTCS B TOCYAAPCTBEHHBIA apXHB,
VMCTOYHUKOM KOMIUIEKTOBaHHUS KOTOPOTO SIBJISIETCS YHUBEPCUTET.

B cTpyKTypHBIX TOJApa3lCICHUSX YHUBEPCUTETA XPAHATCS BBIIUCKUA W3
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COOTBETCTBYIOIIUX CTPYKTYPHOMY TOJPA3ACICHUIO pa3/elOB HOMEHKIATYphl JAel
YHUBEpCUTETa HAa OyMa)KHOM HOCHUTENE.

11.10 Homenknatypa /el YHHUBEPCUTETAa COCTABJISICTCS HAa OCHOBAHUU
HOMEHKJIATyp JIe7l CTPYKTYPHBIX TMOJpa3fesieHuil yHuBepcuteTra. Ha3zBaHusiMu
paszenoB (Moapa3aesioB) HOMEHKIIATYPHI /1]l SBIISIOTCS HAUMEHOBAHUS CTPYKTYPHBIX
MOJIpa3/ieNIeHu, PpacCIONOKEHHbIE B COOTBETCTBUU C YTBEPXKIECHHOW CTPYKTYpOH
YHUBEPCUTETA.

11.11 HowmenknaTypa Jel CTPYKTYpPHOIO MOJpa3JeieHUs] COCTaBISETCA B
Ka)XJOM CTPYKTYPHOM MOJpa3AeIeHIN YHUBEPCUTETAa PaOOTHUKOM, OTBETCTBEHHBIM 32
JIEIIONPOU3BOACTBO CTPYKTYPHOTO TOJPA3ACICHUs, MOAMUCHIBACTCS PYKOBOJIUTEIEM
CTPYKTYPHOTO MOAPA3ICICHUS U IPECTABISICTCA B YIPABICHUE JIETaMH.

Homenknarypa nen CTpyKTYpHOTO MOJpa3ieieHUs] COCTaBIsieTcss Mo Qopme,
ycTaHoBJIeHHOU [IpaBunamu xpaHeHusl.

BHOBb cO31aHHOE UM PEOPTraHU30BAaHHOE CTPYKTYpPHOE MOAPA3JIEICHUE JOHKHO
B MECSIYHBIN CPOK (€CIIM MHOM CPOK HE YCTAaHOBJICH MPUKA30M PEKTOpa) pa3padoTarh
HOMEHKJIATypy JIeJl U TIPEJICTABUTh €€ B YIIPABJICHUE JICJIAMHU.

11.12 Bce 3aroyioBKH Jei, BKJIIOYEHHbICE B HOMEHKJIATYPY €Nl CTPYKTYPHOTO
nojapasneneHusi, wuHAekcupyroTcs. WMuaexkc nema ykaseiBaeTtcss B rpade 1
HOMEHKJIATyphl JIe1 M COCTOUT M3 HHJIEKCAa CTPYKTYPHOTO TMOJApa3ieiieHus U
MOPSIIKOBOTO HOMEpa Jeja B pasfene HOMEHKJIaTypel nen. Wuaekcel pgen
ob6o3Havarotcs apadbckumu nmudpamu. Hanpumep: 01-05, rae:

— 01 — xkoJ CTPpYKTYpPHOTO MOAPA3ICICHNUS;

— 05 — mopsKoBBI HOMED Jieja B pa3jiesie HOMEHKIIATYphI IeT.

Jlena 1o BompocaMm, HEpa3pelICHHbBIM B TEUYEHHE OJHOrO0 TOAa, SIBISIOTCS
«MEePEXOIAIMMU» U BHOCITCS B HOMEHKJIATYPY €l CIEAYIOMIero Toja C TeM XKe
uHeKcOM. PexomeHmyercs cCOXpaHsTh B HOMEHKJIATYpe JeNl OJUHAKOBBIE HMHJIEKCHI
JUTSL OJTHOPOJHBIX JIeJl, BKIIFOUCHHBIX B pa3HbIC pa3/IeIibl.

Ecnu B Teuenue roja B 1€ATEIbHOCTH YHUBEPCUTETA 00Pa3yIOTCs IOKYMEHTHI, HE
PEeIyCMOTPEHHbIE HOMEHKIATYpOW Jel, 3arojOBKH HOBBIX JEN JOMOJHUTEIBHO
BKJIIOUAIOTCS B HOMEHKJIATYpy Jied. B kaxxmom pasnene HOMEHKIATYphl JIeN 7151 BHOBb
3aBOJIMMBIX JIEJ MPEAyCMaTPUBAIOTCS pE3epPBHBIC HOMEpA.

11.13 3aromoBok aena (rpada 2 HOMEHKIATYPHI JeN) J0JDKEH B 0000IIEHHON
dbopMme oTpaxaTh OCHOBHOE COJIEp)KaHUE U COCTaB JOKYMEHTOB nena. He momyckaercs
ynoTpeOJeHrne B 3arojoBKe JieJla HEKOHKPETHBIX (OpMyIHpOBOK  («pa3HbIe
MaTepuaibl», «oO0IMas TMepenucka»), a TakKe BBOAHBIX CIOB M  CIIOXKHBIX
CUHTAaKCUYECKHX OOOpPOTOB. 3arojIOBKH /i€l MOTYT YTOUHSATHCS B TE€UEHHE Trojia B
npoiiecce popmupoBanus U 0opopmMICHHS eI

11.14 Tlopsimok  pacmojioKEHUsT  3aroJiOBKOB € BHYTPU  Pa3fesioB
HOMEHKJIATYpHhI JIeJT OTPEIEISETCSI CTENEHbI0 BAKHOCTH IOKYMEHTOB, BKIIFOUCHHBIX B
nena.

B nauane paznena pacmnosararoTcsi 3ar0JI0BKH JIEN, COACPKAIUX YUPEAUTEIbHEIE,
OpPTraHM3aIMOHHO-TIPABOBBIC M PACTIOPSAUTEIbHBIC TOKYMEHTHI, 3aT€M 3aroJIOBKHU JIeT,
COJEpIKalINX ITUTAHOBBIE, OTYETHBIC, WH(OPMAIMOHHO-aHATUTUYECKUE JTOKYMEHTHI,
JIOKYMEHTBI, OTPaXKalolIie AITeIbHOCTh CTPYKTYPHOTO MOAPA3IEICHHUS, TEPEIHICKY,
B KOHIIE pasJiena - peTUCTPAIlMOHHBIE M YUYETHBIC KypHaJbl, KAPTOTEKH, 0a3bl JaHHBIX.
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3aroyioBKM JeJ, COCTaBJICHHBIX IO KOPPECIOHAEHTCKOMY M Treorpaduueckomy
MpU3HaKaM, BHOCATCA B HOMEHKJIATYpy M€l Mo an(aBUTy KOPPECHOHIEHTOB WU
reorpau4ecKux Ha3BaHUM.

B 3aronoBkax gen, cojaepXkaliMX JJOKYMEHTHI 0 OJHOMY BOIPOCY, HO HE
CBS3aHHBIX TMOCJEAOBATEIIbHOCTBIO PEIIeHHUsT BOIMpOca, B KadyecTBE BHAA Jiela
yHOTPEOIISIETCS] TEPMUH «JIOKYMEHTBI», a B KOHIIE 3ar0JIOBKA B CKOOKaxX yKa3bIBalOTCSA
Ha3BaHUs BUJIOB JJOKYMEHTOB, HanOoJiee MPeICTaBICHHbIX B JIeTe:

— «JloOKyMEHTBl O TpPOBEICHUHM COBEIIAHUNA W CEMHHAPOB (IIPOrpaMMBbl,
CIIMCKH, JIOKJIAIBI)».

TepMHH <«IOKYMEHTBI» HMPUMEHSETCA TAKXE B 3aroJIoBKax Jell, COAEepKaluX
JTOKYMEHTBI-IPIJIOKEHU K  KaKOMy-TMOO  JOKYMEHTy (BHIbI  JIOKYMEHTOB-
MPUIOKEHUIN HE MePEUUCIISIOTCS):

—  «JloKyMeHTBI K MPOTOKOJIaM 3acenanuii HaydHO-TeXHUYEeCKOTO COBETa;
—  «IIpOTOKOJIBI IPOU3BOICTBEHHBIX COBEIAHUI MPU T'€HEPATBHOM JUPEKTOPE
U JOKYMEHTBI K HUM».

B 3aronoBkax nen, MNpegHAa3HAYEHHBIX JUIsl TPYHNIHUPOBKH  OJHOTHUITHBIX

JIOKYMEHTOB, 3Ta IpyNIa JOKYMEHTOB YKa3bIBAa€TCSl BO MHOKECTBEHHOM YHCIIE:
—  «IIpoToKOmBI 3aceaHnil TUPEKLIUN.

B 3arosoBkax Aei, comepKamux MEpPEnucKy, yKas3blBaeTCs, ¢ KEM U IO KAKOMY
BOIIPOCY OHA BEJIETCA:

— «llepenucka ¢ 00pa3oBaTENbHBIMM OPraHU3ALMSIMH O MOBBILICHUU
KBaTM(PUKALMH pAOOTHUKOBY.

B 3aronmoBkax  gen, — coaepKallMX ~— MEPEeNnucKy € OJHOPOJHBIMU
KOPPECIIOHJEHTaMH, IIOCJIEIHHE HE HA3bIBAIOTCS, a YKa3bIBAa€TCS HX BHUIOBOE
Ha3BaHUE:

— «llepenucka c¢ (¢denepanbHbIMU OpraHaMy HUCIIOJHHUTEIBHON BIACTH O
3aKIFOYEHUU M UCTIOJIHEHUHU TOCYAAPCTBEHHBIX KOHTPAKTOBY.

B 3aronoBkax  gen,  coaepXalmMxX ~— IMEPENUcKy € Pa3HOPOIHBIMH
KOPPECIIOHJAEHTAaMU, MIOCIEHUE HE TIEPEUUCIISIOTCA:

— «lIepenucka o 3aKJIIFOYEHUH U UCIIOJIHEHUH F'OCYJaPCTBEHHBIX KOHTPAKTOB.

B 3arosnoBkax nen, cOAEp)KallMX IUIAHOBYKO WJIM OTYETHYIO JOKYMEHTAIUIO,
yKa3bIBaeTcsl mepuona (Mecsi, KBapTaji, roj) Ha (3a) KOTOPHIM COCTaBJICHBI IJIAHBI
(oT4eTHI):

—  «Otuetsl CTPYKTYpHBIX nojpaszaeneHuii 3a 2017 roay;
— «CTaTuCTHYECKUI OTYET O YMCIEHHOCTH, COCTABE W JABMKEHUU KaJpOB 3a
2017 rox (. Ne27-rom)».

[Ipu dopmupoBanum jgena U3 HECKOIBKUX TOMOB (4acTeit), Kpome 0O0I1ero
3aroJioBKa Jiena npu HeoOXOJMMOCTH COCTaBIISIOTCS 3arojOBKM KaXJAO0ro TOMa
(yactu), yTOUHSIOLIME COJIepKaHUuEe TOMOB (JacTeil) aena.

3aroyioBKM el MOTYT YTOUHSIThCS B mpolecce (GOpMUPOBAHUS M OPOPMIICHUS
nen.

11.15 TI'pada 3 «KonuuecTBo nem» 3amoJHAETCA 0 OKOHYAaHUU KaJeHIAPHOTO
roja. [lo gnocTixeHun aeaoM, BKIFOYAOIIUM JOKYMEHTHI BpeMeHHbIX (cBbimie 10 yer)
U TIOCTOSIHHOTO CpPOKOB XpaHeHus, oobemMa B 250 JHMCTOB, TOM 3aKphIBaeTcs |
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OTKpbIBaeTCsI HOBBIH TOM. B Tpade 3 HOMEHKIATYyphl Jel MOCIEI0BATEIHLHO
YKa3bIBaIOTCS HOMEpPA TOMOB U KpallHUE JaThl JOKYMEHTOB KaK10r0 TOMA:

T.1. 11.01.2017 -

30.06.2017

DONeKTpoHHBIE JieJla Ha ToMa (YacTH) HE pas3ieisioTcs. Bce 3neKkTpoHHbIE
JOKYMEHTBI, HE3aBUCUMO OT UX 00BbEMA, BKIIOYAIOTCS B OJJHO 3JEKTPOHHOE JENO.

11.16 B rpade 4 «Cpok xpaHeHus u Ne ctaTbu MO HEPEUYHIO» YKa3bIBAIOTCA
CPOKH XpaHEHHSs JIeJl 1 HOMepa CTaTeil M0 TUIIOBOMY MJIM BEJOMCTBEHHOMY NEPEYHIO
JIOKYMEHTOB C YyKa3aHHEM CpPOKOB XpaHeHHs, (eaepaqbHOMYy 3aKOHY WJIH HHOMY
HOPMATHUBHOMY ITPAaBOBOMY aKTYy.

11.17 B rpade 5 «l[Ipumeyanue» MNpoCTABISIOTCA OTMETKHA O 3aBEJCHUU el
(«3aBegeHo»), o mepexomamux aenax (Hampumep, «Ilepexomsmiee ¢ 2016 romga»), o
BBIJIEJICHUH JI€J1 K YHUUTOXKEHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (POPMUPOBAHUE JIET, O
nepeaaye Aell B IpYryr OpraHUu3aluio s IPOIOJKEHHUS.

Eciu neno ¢opmupyercs B HMHPOPMAMOHHOM CHCTEME U BKIIOYAET
3JIEKTPOHHBIE JTOKYMEHTHI, B rpade «[Ipumeuanue» ormedaercs, 4To €O BEJIETCS B
AJIIEKTPOHHOM BHUJIE C YKa3aHWEM HaUMEHOBAHMS MH(POPMALIMOHHON CUCTEMBI:

— «OnektponHsie AokymeHTbl. COJ] «Kanuemspus», Bl «CnyxeOHble
3aMUCKNY.

11.18 TIlo 3aBepiieHnH AETOMPOU3BOACTBEHHOTO I'o/la B KOHIIE HOMEHKIIATYPHI
7€l B KaXJOM CTPYKTYpPHOM IMOJpa3felieHuu OQOpMIISIETCST MTOroBas 3aluch, B
KOTOPYIO BHOCATCS CBEJECHHMS O KOJUYECTBE 3aBEJICHHBIX 1€l (TOMOB, YacTew),
OTJIEJIBHO TIOCTOSHHOTO M BPEMEHHBIX CPOKOB XpAHEHUs, BPEMEHHBIX CPOKOB
xpaHeHus c¢ ortMmerkoirl «JIIK» u mepexomsmux. WrtoroBas 3amuch AOMOJHSAETCS
JAHHBIMH O KOJIMYECTBE 3JIEKTPOHHBIX JEJI COOTBETCTBYIOIIMX CPOKOB XPAHEHUS.

B wuTOroByro 3amMch CBOJHOW HOMEHKIJIATYpbl € CBEACHUS BHOCATCA Ha
OCHOBAHMH JIAHHBIX, IEPEAAHHBIX U3 CTPYKTYPHBIX MOJIpa3IeICHIIl YHUBEPCUTETA.

CBenenusi, conepxkamivecss B  HMTOTOBOM  3allMCHM  HOMEHKJIATYpPHl e
YHUBEPCUTETA, MEPEAAIOTCS B apXUB YHUBEPCUTETA, O YEM B HOMEHKJIAType Jel
MPOCTABIIAECTCS OTMETKA C yKa3aHUEM JODKHOCTM W TOJINWCU JIMIA, MEepeaaBLIETro
CBEJICHUSI.

11.19 Jlena co mHS WX 3aBEACHUS JI0 Mepeaadyul B apXUB YHUBEPCUTETA WIIH 0
BBIJICJICHHSI X K YHUUYTOKEHHIO IO UICTEUEHUU CPOKA XPAHEHUSI XPAHATCS M0 MECTY UX
dbopMupoBaHUs.

Jleno cuuTaeTcs 3aBEACHHbIM C MOMEHTA BKIIOUYEHHS B HEro MEPBOrO
VCITOJIHEHHOT'O JOKYMEHTA.

11.20 Tlpu dopmupoBaHuM Jael1 Ha OYMaKHOM HOCHUTENE  JIOJDKHBI
coOJI0IaThCA CeyIOIIKe 001ue MpaBua;

— B JI€JI0 TOMEIIAIOTCS MCIHOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIHE I10
CBOEMY COJIEP>KaHMIO 3ar0JIOBKY JeJia 10 HOMEHKJIaType el

—  NPUJIOKEHHUS MOMENIAI0TCS BMECTE C OCHOBHBIMH JIOKYMEHTAMU;
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— B JIeNI0 BKIIOYAIOTCS JIOKYMEHTHI OJHOTO KaJeHJApHOTO Toja, 3a
UCKJTFOUEHUEM TMEePEXOIINX JIET;

—  JIOKYMEHTBI TOCTOSIHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEHHUs TPYNIUPYIOTCS B
nena pa3aeiabHo;

— B JIETI0 BKJTIOYAETCS IO OJJHOMY IK3EMITISIPY KaKIOTO JOKYMEHTA,

— (akcorpaMMebl, TeIeTpaMMBbI, TEIEPOHOTPAMMBI TOMEIIAIOTCS B Jielia C
NEePEenucKoil Ha OOIIMX OCHOBAHUSX;

— B JIEJIO MOMEIIAIOTCS JOKYMEHTBI MPABUIBHO M MOJHOCTHIO OPOPMIICHHBIE
(TOKYMEHTHI TOJDKHBI UMETh JaTy, TIOANKCH U IPyTHue He0OX0IMMbIC PEKBU3UTHI);

— B JEJNO HE BKIIOYAIOTCS TOKYMEHTHI, TOJJICKAIIUE BO3BpATy, JIHMIIHUAC
AK3EMIUISIPHI M YEPHOBUKH (32 UCKITIOYEHUEM 0CO00 ICHHBIX ),

— 1o 00BeMy Jei0, BKIIOYAONIEe JOKYMEHTHl Ha OyMa)KHOM HOCHUTENE, HE
JOJDKHO TpeBbImaTh 250 NHCTOB, mMpu TOJIIMHE HE Oosiee 4 cMm (TOJIIMHA JIEd CO
cpokamu xpaHeHus 1o 10 ner He momkHa mpeBwimath 10 cm). [lpu mpeBbieHun
JaHHOTO Oo0BeMa 3aBOAUTCS BTOpoM ToM. [lpu Hanmuuuu B Jele HECKOJIbKUX TOMOB
(dacTteli) MHACKC M 3aroJIOBOK JeJia MPOCTABIIAIOTCS Ha KaXJI0M TOME C JI00aBJICHUEM
oOo3HaueHuii: «T. 1», «T. 2».

JIOKyMEHTBI BHYTPH J€lla pacrlojlaralOTCs CHH3Y-BBEPX B XPOHOJOTHYECKOM,
BOIIPOCHO-JIOTMYECKOM MTOCIEA0BATEILHOCTH WIIH X COUETAHUH.

PacmopsauTenbapie JOKYMEHTHI TPYIIUPYIOTCS B JIeja 10 BHIAM U XPOHOJIOTHH
C OTHOCANIMMHUCA K HUM TPWIOKEHUSIMH. JIOKyMEHTBI - OCHOBaHHA K
pactopsAIUTEIHHBIM TOKYMEHTAM BKJIFOYAIOTCS B OTACIBHOE JIETIO.

[IpoTOKOIBI B JIeJI€ pacoiaraloTcsi B XpOHOJIOTUYECKOM MOPSIJIKE U TI0 HOMEPAM.

JIOKyMEHTBI K 3aceaHusIM (COBELIAHUSIM) TPYIIIIUPYIOTCA B OTACIBHOE JI€TI0, KaK
U TIPUIJIOKEHUS K TTPOTOKOJIaM, €CIIM OHH COJIEpKaT OoJiee 25 cTpaHHIl.

JIOKyMEHTBl K MPOTOKOJAM, €CJIM OHHM CrpYNIUPOBaHbI B OT/ACIbHBIE Jea,
CUCTEMATU3UPYIOTCS BHYTPH JieJia TI0 MOPSAKY HOMEPOB MPOTOKOJIOB.

JlokanbHBIE  HOPMATHUBHBIE  aKThl, YTBEP)KICHHBIE  PACHOPAIUTEIHLHBIMU
JIOKyMEHTaMH, SIBIIIOTCS TPWIOKEHUSMA K HUM H TPYNIUPYIOTCI BMECTE C
YKa3aHHBIMH IOKYMEHTaMHU.

[Tpukassl M0 BUgAM ACATEIBPHOCTH TPYIITUPYIOTCS OTACILHO APYT OT JpyTa.

JIOKyMEHTBI B TUYHBIX JIEJIaX PACIIONararoTcs 1o Mepe UX MOCTYTUICHHUS.

[Tepenucka TpynmupyeTcss B JAella U CHCTEMATHU3UPYETCS B XPOHOJIOTHYECCKOM
MOCJICIOBATEIPHOCTA: JIOKYMEHT-OTBET TIOMEIIAeTCS 3a JOKYMEHTOM-TIPOCHOOH
(3armpocom).

DNEeKTPOHHBIC TOKYMEHTHI ((OPMHUPYIOTCS B AJIEKTPOHHBIE JIeia B COOTBETCTBUU C
HOMEHKJIATypO# JIe] YHUBEPCUTETAa B TOW HH(POPMAIIMOHHON CUCTEME, B KOTOPOW OHU
OBLITM CO3/TaHBI WJIH B KOTOPYIO ObUTH BKITIOUCHBI.

11.21 [ns oOecreueHuss COXPAaHHOCTH, YyuyeTa JOKYMEHTOB H el
CTPYKTYPHOTO TOAPA3ACIICHUS U OPTaHU3alluy JOCTyNa K HUM MPOBOJUTCS KOMILICKC
paborT:

—  CO3JIaHHE€ ONTUMAIBHBIX YCIOBUN XpPaHEHUS IOKYMEHTOB U JIETT;

—  pa3MeIleHue JIeT;

— TMPOBEPKA HATUYUS U COCTOSIHUS TOKYMEHTOB U JICIT;
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— coOJoieHre NopsiiKa BbIIauu Je.

11.22 Jlena pa3MemaroT B pabounx KOMHATaxX WJIM CHEIUAIbHO OTBEICHHBIX
JUIsL OTOM LEIW TOMEIICHMsIX B IiKadax, Ha cTelulakax, 4ToObl O00ECHeduTh HX
COXPaHHOCTb U 3aIlUTY OT BO3JICUCTBUS BPEAHBIX (PaKTOPOB.

Hena st ux ydeta U OBICTPOrO MOMCKA JOJDKHBI PacroJiaraTbCsi BEPTHKAIBHO,
KOpEILIKaMu Hapy>Xy U B COOTBETCTBUU C HOMEHKJIATypou nienl. Ha koperikax 0010kek
JIeJT YKa3bIBAIOTCS MHACKCHI 0 HOMEHKJIAType e, TP HEOOXOIUMOCTH HOMEp TOMa
Jena, naty jJena. Belldcka W3 HOMEHKIATYphbl Je7 MOMENIAeTCs Ha BHYTPEHHEH
CTOpOHE mKada.

11.23 TlpoBepku Haauumsi W COCTOSIHUS JOKYMEHTOB W JelI B IEAX
YCTaHOBJICHHS (PaKTUYECKOTO HAJTUYHS 1€ JTODKHBI TPOBOIUTHCS OTBETCTBCHHBIM 3a
JIEIOMPOU3BOCTBO CTPYKTYPHOTO MOAPA3/ICIICHUS B CIydasX:

— 1epeq nepenayeii JOKYMEHTOB B apXUB YHHUBEPCUTETA,;

—  TIpHU TEepPEeMENICHUH JIET;

— TIPU CMEHE PYKOBOJUTENSI CTPYKTYPHOTO TOAPA3ACICHUS;

— TIpH peopraHu3aliy U JUKBUAAIUU CTPYKTYPHOTO MOAPA3CICHUS.

[IpoBepka HamM4Msi MPOBOAMUTCS MYTEM CBEPKU CTAaTed HOMEHKIIATYpPbHI eI C
OMKMCAHKUEM JIe]l Ha O0JIOKKE, a PU3NYECKOe COCTOSIHUE JIENl OMpPENeNseTCs MyTeM UX
BU3YaJIbHOTO MpocMoTpa. Bece oOHapykeHHbIE HEAOCTATKH JOKHBI (PUKCUPOBATHCA B
aKTe MPOBEPKU HAIMYUS U COCTOSHUS JIETI.

11.24 B cnydae BBISIBIEHUSI OTCYTCTBHUS JI€J, YUCISAIIUXCS 110 HOMEHKJIATYpE
N7, PYKOBOJUTENIEM CTPYKTYPHOTO TNOJAPA3ACICHUS MPUHUMAIOTCA MEpPhl MO UX
po3bicky. Eciu po3bIcK J1e71 HEe JaeT pe3ysbTaTa, COCTABISETCS CIpaBKa O MPUYMHAX
WX  OTCYTCTBUSI, KOTOpasi  MOJIUCHIBACTCS  PYKOBOJUTEIEM  CTPYKTYPHOTO
MOApAa3AeICHUs U MPEJCTABIISIETCS B YIIPABICHUE JICTIAMH.

@akt yTparhl nena (Aen) QUKCUpyeTcs B akKTe, COCTaBISIEMOM YIIPaBICHHEM
JIeJaMd M PYKOBOAUTEIEM CTPYKTYPHOTO MoJipa3jeiieHuss (yMmOoJIHOMOYEHHBIM WM
JIUIIOM) B TPEX 3K3EMIUIApPaX: MO OJTHOMY IK3EMIUIIPY aKTa XPaHUTCA B YIPaBICHHUH
JelaMu M CTPYKTYPHOM TMOJPA3CICHUH; DK3EMIUIAp aKTa MPECTaBIsECTCS B apXUB
YHUBEpPCUTETA MpU Tepenaude Jaell CTPYKTYPHOTO TMOJpa3ACiCHUs] Ha apXUBHOE
XpaHEHHE.

11.25 Dxkcneptuza IMEHHOCTH  JIOKYMEHTOB  TPOBOJUTCS HAa  OCHOBE
3aKOHOJIATENBHBIX U MHBIX HOPMATHUBHBIX MPABOBBIX aKkTOB Poccuiickon Penepanuu,
YCTaHABIMBAIOMIUX TpeOOBaHUA K CpPOKaM XpaHEHUs JOKYMEHTOB, THUIIOBBIX H
BEJIOMCTBEHHBIX ITEPEYHEH TOKYMEHTOB C YKa3aHHEM CPOKOB WX XpaHCHUS:

— TIPH COCTABJIECHUU HOMEHKJIATYpHhI JE;

— TIpH MOJTOTOBKE JIEeJ K Mepelaue B apXUB YHUBEPCUTETA,;

— B apXuBE YHUBEPCHUTETA.

11.26 [Ins opraHuzanydd W TPOBENEHUS PaOOTHI MO HKCIEPTHU3E IIEHHOCTU
JIOKYMEHTOB B YHMBEPCUTETE MPUKA30M PEKTOpPa CO3JACTCs DKCIIEPTHA KOMUCCHS
(manee — OK).

3agaun, QyHKIMHU, MpaBa, opraHuzamnus padotel JK ompesaeneHbl B MOJIOKEHUH
I120.004-2020 «O6 »kcneptHOM komuccun» (M3manue 5), cormacoBanHoro ¢ JOIIK
apXUBYIIPaBJICHUSI.
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11.27 OcnoBubiMEu QyHKIHIME DK sSBASIOTCS:

—  OpraHu3anus €XerogHoro oréopa Jen sl XpaHEHUsI U YHUUTOKECHUS;

— PacCMOTpPEHHE U COTJIACOBAHUE MPOEKTa HOMEHKJIATYPHI JIeJ1 YHUBEPCUTETA,
OMMUCEN JIeN MOCTOSTHHOTO M BpeMEHHBIX (cBbllie 10 JI€T) CpOKOB XpaHEHUs, B TOM
Yyycl€ IO JIMYHOMY COCTaBy, AaKTOB O BBIJIEJIECHUM K YHHUTOXECHHUIO JIEJl, HE
MO/JIEXKAIINX XPAHEHHUIO;

— yyacThe€ B TMOJTOTOBKE M PACCMOTPEHUU MPOEKTOB HOPMATHUBHBIX U
METOIMYECKUX JOKYMEHTOB 10 BOIIPOCAM PabOTHI C IOKYMEHTaMU B YHUBEPCUTETE.

11.28 Dkcneptrza I[EHHOCTH JIOKYMEHTOB  OCYIIECTBIISCTCS  €XKETOJHO
OTBETCTBEHHBIMH 32 JIEJIONMPOU3BOJCTBO CTPYKTYPHBIX MOAPA3/ACIICHUNA COBMECTHO C
OK yHuBepcuTeTa M TOJI METOJMYECKUM PYKOBOJCTBOM YIpAaBICHUS JieJlaMU
YHUBEPCUTETA.

11.29 Ilpu npoBeneHUU SKCHEPTHU3bI IEHHOCTH JOKYMEHTOB IMPHU MOJATOTOBKE
JieN K Tiepe/iaye B apXyUB YHUBEPCUTETA OCYLIECTBISETCS:

— 0oTOOp JIOKYMEHTOB TOCTOSIHHOTO U BpeMEHHbIX (cBbImie 10 JieT) cpokoB
XpaHEeHUus JIJIs Iepejaui B apXUB YHUBEPCUTETA,

— oTOOp JOKYMEHTOB BpeMEeHHbIX (0 10 JeT BKIIOYMUTENIBHO) CpPOKOB
XpaHEeHHs] U ¢ moMeTkamu «Jlo MuHOBaHMsS HamOOHOCTW», «JlO0 3aMEHBI HOBBIMU,
NOJICKAIINX JaTbHEUIIIEMY XPAaHEHUIO B CTPYKTYPHBIX MOAPA3AECICHUSAX;

—  BBIACJIICHUE K YHUUYTOXXEHUIO JIeNl 32 MPEbIAYIINE TO/Abl, CPOKU XPAHEHUS
KOTOPBIX UCTEKIIH.

OOHOBpEMEHHO TPOBEpSAETCA KAueCTBO M IOJHOTA HOMEHKIATyphl Al
YHUBEPCUTETA, PABWIIBHOCTh ONPEEICHUS CPOKOB XPAHEHUS JIETT.

11.30 [lema mocTossHHOTO M BpeMeHHBIX (CBbImIE 10 J€T) CPOKOB XpaHEHUs
NOJJIekKAT MOJMCTHOMY MPOCMOTPY ISl BBIACJIECHHS U3 HMX COCTaBa JIOKYMEHTOB
BpeMeHHBIX (710 10 J1eT) CpOKOB XpaHEHHUS.

Hena ¢ ormetkoil «JOIIK» moaBepraroTcsi MOIUCTHOMY MPOCMOTPY B UEISAX
OMpENICJICHNS] U BBIICJICHHS U3 WX COCTaBa JIOKYMEHTOB, MOJICKAIINX MOCTOSHHOMY
XPaHEHHUIO.

11.31 Ot0op PMEKTPOHHBIX JOKYMEHTOB I TIEpe/ladyu B apXUB YHUBEPCUTETA
OCYIIECTBIISIETCS. B aBTOMATU3UPOBAHHOM PEXUME MyTeM 0TOOpa TIOKYMEHTOB U3 0a3
JTAHHBIX THPOPMAIMOHHKIX CHCTeM 10 npu3Haky «unekce aena» («Cpok XpaHSHHS).

11.32 Tlo pe3ynpTaTaM 3KCIEPTH3bI IIEHHOCTH TOKYMEHTOB B YHHUBEPCHUTETE
poBOAUTCSA O(OPMIIEHHE JIed M COCTaBIIIOTCS OMHUCH /Nl MOCTOSIHHOIO XpaHEHUs,
BpeMeHHBIX (cBblle 10 JIeT) CpOKOB XpaHEHUSI U TI0 INYHOMY COCTaBY, a TAK)KE aKThI O
BBIJICIICHUU K YHUUTOXEHHIO JieJ (Tprioskenue Nel5), He moanekanmx XpaHeHHo.

Onucu Aen TOCTOSIHHOTO XpaHEHWs, BpPeMEHHBIX (cBbiie 10 JeT) CpokKoB
XpaHEHUs U MO JMYHOMY COCTaBY, a TaK)K€ aKThl O BBIJCICHUU K YHUUTOXXEHUIO JIET,
HE TMOJJIeKAalIMX XPaHEHWIO, paccMaTpuBaroTcsi Ha 3acenanun DK yHuBepcuteTa
onHoBpemeHHO. CormacoBanHble DK aKThl M ONHCH YTBEPKAAIOTCS PEKTOPOM
YHUBEPCUTETA.

11.33 /[ena, obpa3zoBaBiirecs: B JACATEIHLHOCTH YHUBEPCUTETA W TOJJICKAIINE
XPaHEHHIO, MMPOXOAAT MOJIHOE WK yactTuuHoe odopmiienue. [lomHomy odopmieHuio
MOJJIeKAT JAena BpeMeHHBIX (cBbilie 10 JieT) CpOKOB XpaHEHUS U MOCTOSIHHOTO
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xpaHenus. Jlena BpeMeHHbIX (10 10 5eT) CpOKOB XpaHEHHs MOJJIEKAT YACTUIYHOMY
0(hOpPMIICHHUIO.

OdopmiieHre nen MpPOBOJUTCS B CTPYKTYPHBIX TOJpa3/IeICHUSX YHUBEPCUTETA
1o Mecty (OpMHUPOBAHUS IOKYMEHTOB B Jlelia.

11.34 TlomHoe oopmiieHHE Jiesia Ha OyMaXHOM HOCHTEJIE BKITIOYAET:

— odopmileHHE PEKBU3UTOB O0JIOKKH JIETIa;

—  HYMEpAaIUIO JIMCTOB B JIETE;

—  COCTaBIICHUE JINCTA-3aBEPUTENS €A,

— COCTaBJIeHHE B HEOOXOJUMBIX CIIy4asX BHYTPEHHEH OINUCH JIOKYMEHTOB
nena;

— TOJUIMBKY U MEPEIUIeT Jena;

— BHECEHHE HEOOXOJUMBIX YTOYHEHHH B PEKBU3HUTHI OOJOXKKU Jeia
(yrouHeHHe Ha3BaHUS yHUBEpPCUTETa, MHACKCA Jeia, KpalHuX Jar Jena, 3arojloBKa
nena).

JIuct-3aBeputens nena (mpuioxkenue Nel6), BHYTpEHHSsSI OIUCH JOKYMEHTOB
nena (mpwioxenue Nel7) um oOnoxkka nena (mpuioxenue Nel8), omwmch e,
nepenaHHblx B apxuB yHuBepcuteTa (IIpumoskenune Nel9), omuch e MOCTOSHHOTO
xpaHenus (I[Ipunoxenne No20), onuce aen mo jguaHoMy cocrtaBy (I[Ipumoskenue Ne21)
COCTaBIISIOTCS TI0 (hopMaM, yCTaHOBJICHHBIM [IpaBunamu XxpaHeHuUs.

11.35 Jlena BpemenHbIXx (0 10 deT BKIIOYUTENHHO) CPOKOB XpPAaHEHUS,
Mo IJIeKaIe YJAaCTUYHOMY O(OPMIICHHIO, TOMMYCKAETCSl XPAHUTH B TMAIKax, B KOTOPBIX
JieNa XpaHWINCh B JIEIOMPOU3BOJICTBE, MEpecucTeMaTU3alus JOKYMEHTOB B JieJie He
MIPOBOMTCS, JIUCTHI JIeJia HE HyMEPYIOTCS, JTUCThI-3aBEPUTEIHN JIeJa HE COCTABIISIOTCA.
Ha o0noke nena B COOTBETCTBUU C HOMEHKJIATYPOH €Nl YHUBEPCUTETA 3aNOTHSIIOTCS
PEKBU3HUTHI:  HANMEHOBAaHWE  yHHMBEPCUTETa, HAWMEHOBAaHHE  CTPYKTYPHOTO
noJipa3zesieHus, HHJIEKC JIeJa, 3ar0JI0BOK JIeNa, CPOK XPaHEHUsI JOKYMEHTOB.

11.36 Ha o6noxxke men BpeMeHHBIX (CBbIme 10 JIeT) CPOKOB XpaHEHHS U TIO
JMYHOMY COCTaBY YKa3bIBAIOTCS:

— HaWMEHOBAHHME BBIIIECTOSIIECH OpraHu3aluu (OpraHU3aAIUU-yUPEIUTENS);
HAUMEHOBAHHWE OpPraHU3allid — WCTOYHHKAa KOMIUIEKTOBAHUS TOCYIapCTBEHHOTO
(MYHUITUIIAJIBHOTO) apXUBA;

— HAMMEHOBAHME CTPYKTYPHOTO MOJpa3AeICHHS;

—  WHJACKC JieTia 0 HOMEHKJIAType JeT;

— HOMep ToMa (4acTH);

—  3aroJIOBOK Jiea (ToMa, 4acTH);

— KpaiiHue JaThl Jena (ToMa, 4acTh);

—  KOJMYECTBO JIUCTOB B JIEJIE;

—  CPOK XpaHEHHUsI JIeTa;

—  apxuBHBIN mudp gena.

Ha o0noXxKkax 1en MOCTOSHHOTO XpaHEHHs Hall HAMMEHOBAaHHWEM YHHBEPCHUTETa
YKa3bIBA€TCSI HAMMEHOBAHHME TOCYJapCTBEHHOTO (MYHUIMIIATBHOTO)  apXHUBa,
HMCTOYHMKOM KOMILUIEKTOBaHUs KOTOpOro BeicTynaet FO3I'Y.

11.37 Tlpu opopmiieHnn 0OIOXKKH Jena;
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— HAuMMEHOBAHUE BBINIECTOSIIEH oOpraHu3anuu (OpraHu3alUU-YIPEAUTENS),
IpU €€ HaJIMYUH, YKa3bIBAE€TCS MOJHOCTbIO B UMEHUTEIIBHOM MNaAEXKe, MOJ TMOJHBIM
HAaUMEHOBAaHHMEM B CKOOKax YKa3bIBaeTcsi O(UIMATIbHOE MPHUHATOE COKpAIICHHOE
HavMeHOBaHUeE (IIPU €ro HAJIUYUHN);

— HAuMMEHOBAHUE YHHUBEPCUTETA YKa3bIBAETCS IMOJHOCTHIO, B UMEHUTEIBHOM
najgexe, ¢ ykazaHueM O(HIIMAIBHO MPUHSATOTO COKPAICHHOTO HAaMMEHOBaHUS (TIpH
€ro HaJINYMH), KOTOPOE YKA3bIBAETCS B CKOOKAX MOCJIE MOJTHOTO HAMMEHOBAHHS;

— HAWMEHOBAHUE CTPYKTYPHOIO MOJpPA3JEICHUS YKa3bIBACTCSI MOITHOCTHIO B
COOTBETCTBUM C YTBEPXKJIEHHOM CTPYKTypod yHHBepcuTeTa (IpU HaJIUYHUH
COKpAIlIlEHHOI0 HAMMEHOBAHUS CTPYKTYpPHOTO MOJPA3JCIICHUSI OHO YKa3bIBAE€TCS B
CKOOKax);

— MHAEKC [IeJla TPOCTABISETCA B COOTBETCTBUU C HOMEHKIATYpPOH Jell
YHUBEPCUTETA,;

— 3aroJIOBOK Jieja TEPEHOCUTCS M3 HOMEHKJIATYyphl JI€J YHHBEpcUTeTa (B
HEOOXOIUMBIX CITy4asiX B 3aT0JIOBOK BHOCSITCSI yTOUHEHUS);

— natel nena (roja(bl) 3aBe/ICHUs U OKOHYAHMSI JieJia B JACJIOMPOU3BOJICTBE).

I[Ipy  W3MEHEHWHM  HAUMEHOBAHUS  YHHBEPCUTETa  WJIH  CTPYKTYpHOTO
MOAPA3JECICHUS B TEUCHHUE MEPUOJA, OXBATHIBAEMOr0 JOKYMEHTaMH Jiejla, WIH TpH
nepegavye Jena B JPYroe CTPYKTYPHOTIO TMOApa3JeieHuE Ha OOJIOKKE Jena Mo
MpPEKHUM HAMMEHOBAaHUEM YKa3bIBAa€TCA HOBOE HAWMMEHOBAHHME YHUBEPCHUTETA
(cTpykTypHOTO TIOJIpa3AciicHus ), a IPEeKHEE HAMMEHOBAHUE 3aKITI0YaeTCs B CKOOKH.

WNHpekc nena u 3arojoBOK Jiefia MePEeHOCATCs] Ha 00JI0KKY U3 HOMEHKIATYphI Je.
Ecau nmeno coCcTOMT M3 HECKOJIBKUX YacTei, Ha OOJOXKKY KaXkJIoro Toma (4acTH)
BBIHOCHUTCSI OOITUI 3arojI0BOK JiejIa U 3aroJIOBOK KaK/10M 4acTu (IIpU €ro HaJIM4uuu).

JlaToil nen, coaepKallluX pacHOPSAUTEIbHYIO JOKYMEHTAlUI0, a TaKxXke MAe,
COCTOSIIIIUX M3 HECKOJIbKUX TOMOB (4YacTeil), SBJISIOTCS KpalHHE JaThl JOKYMEHTOB
Jiena, TO €CTh JaThl (YUCII0, MECSI], TOJ) PETUCTPAIuU (COCTaBJICHHS) CAMOTO PAHHETO
U CaMOTO TO3JTHEr0 JOKYMEHTOB, BKIIFOUEHHBIX B jeio. [Ipu sTom aeHs mecsia (aBa
3HaKa) U roj (YeThIpe 3HaKa) 0003HAYAIOTCs apabckuMu IudpaMu, Ha3BaHUE MeEcCsIa
MUIIETCS CJIOBOM. ECiM B €50 BKJIIOYEHBI TOKYMEHTHI, aThl KOTOPBIX BBIXOIAT 3a
KpallHHE JaThl Jiesa, TO MOJ JaTaMu Jiejia, C HOBOW CTPOKH JieJIaeTcs 3anuch: «B nene
UMEIOTCS IOKYMEHTHI 3a ... To/(bI) ». JlaThl nefia MOTyT He yKa3bIBaThCsl Ha 00JIOKKE
Jies1, coaeprKaluX, HalpuMep, TOJA0BbIE MJIAHBI U OTYETHI, TAK KaK OHU OTPAXKarOTCs B
3aroJjoBKax Jedl.

Jlatamu nena, cofepKaniero npoTOKOJbl 3aCeIaHu, SBISIIOTCS AaThl IEPBOTO U
MOCJIEAHETO MPOTOKOJIA.

KpaitHumMu patamMu JUYHOTO Jefia SIBJISIFOTCS JaThl TMOJMHUCAHUS TPUKa3a o
npueMe (Mpy HAJIMYUU TPYAOBOTO JOTOBOPA — JIaTa 3aKJIF0UYEHHUS TPYAOBOTO JOTOBOPA)
U TIpHKa3a 00 YBOJBHEHUHU JIUIA, HA KOTOPOE OHO 3aBelCeHO. B ciyuae cmepTu yumia,
Ha KOTOpOE€ 3aBEJICHO JEJ0, KOHEYHOW JaToM SBJSIETCA Jara JOKYMEHTa,
M3BELIAIOIIETO O €r0 KOHYMHE.

PexBM3UT «CpOK XpaHEHUs Jelia» TEPEHOCUTCS Ha OO0JOXKKY Jena U3
HOMEHKJIATYyphl JIe]l MOCJI€ CBEPKH €ro CO CPOKOM XPaHEHUs, YKa3aHHBIM B MEPEUHE
TUTOBBIX JOKYMEHTOB WJIA B BEJOMCTBEHHOM INE€PEYHE JOKYMEHTOB, C yKa3aHUEM
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CPOKOB XpaHCHHS.

Ha nenax nocTOSHHOTO XpaHeHUs MUIIETCS: «XPaHUTh MOCTOSTHHOY.

11.38 Ilo oxoHYaHWuW roma B HAAOWCU HA OOJOXKKAaX € MHOCTOSSHHOIO M
BpeMeHHbIX (cBbiie 10 J€eT) CpPOKOB XpaHEHHs BHOCSTCS YTOUYHEHMsS: TpHU
HECOOTBETCTBUM 3aroJioBKa JieJl Ha 00JIOKKE COACP>KaHUIO MOJUIUTHIX JOKYMEHTOB B
3aroJIOBOK Jieja BHOCSITCSI K3BMEHEHUSI U TOTIOJTHEHUS.

HavmMeHoBaHMsl yHUBEpCUTETa U CTPYKTYPHOTO TOJpa3/iejeHusi, TOA U HOMEP
Jiea MOTYT MTPOCTABIIATHCS Ha 00JI0KKE C TIOMOIIBIO IIITaMITA.

11.39 B memsx obOecrnedeHHs COXPAaHHOCTA U 3aKPEIUICHUS TOPSAKa
PacoJIOKCHUST JOKYMEHTOB, BKJIFOYCHHBIX B JEJ0, BCE €ro JHCTBI, KPOME JIMCTa
3aBEpUTENII W BHYTPCHHEW OIMHMCH, HYMEPYIOTCS apaOCKuMu [udpamMu BaJoBOU
HyMmepanuei. JIMCThI HyMepyroTcs TpadHUTOBBIM KapaHAAIIOM WIA HYMEpPaTopoM
(ymoTpeOneHue dYEpHWJI W TBETHBIX KapaHmamied Juisi HyMEpalud JIHUCTOB HE
JIOTYCKAeTCs) CBEPXY BHU3, IU(PPHI TPOCTABIIAIOTCS B IPABOM BEPXHEM YIIIY JIHCTA, HE
3aJieBasi TEKCTa JOKYMEHTa. JIMCThI BHYTpEHHEH ONMKUCH HYMEPYIOTCS OTJIEIBHO.

JIuCTBI nen, COCTOSIMX W3 HECKOJBKUX TOMOB HWJIM YacTei, HyMEPYIOTCS IO
KKJIOMY TOMY WJTM YaCTH OTIEJBHO.

JIoKyMeHTBI ¢ COOCTBEHHOU HyMepaIlfei JIMCTOB HyMEPYIOTCS B 00IIEeM MOPSIIKE.

JIuct moboro ¢opmara, MOAUIUTHINA 32 OUH Kpald, HyMEpyeTCsl KaK OJWH JIUCT B
nmpaBoM BepxHeM yriry. CIoKeHHBIN JIUCT pa3BOPAUMBACTCS U HYMEPYETCs B MPaBOM
BEepXHEM yri1y. JIUCT, CIIOKEHHBIN M TIOITUTBIA 3a CEPEAUHY, TTOIICKUT TIEPEIINBKE U
HYMEpPYETCS KaK OJIWH JIUCT.

Ecnu B meno moamuT KOHBEPT ¢ BIOKEHHEM, CHadajga HyMepyeTcs KOHBEPT, a
3aTeM OYePEIHBIM MOPSIKOBEIM HOMEPOM KaKI0€ BIOKEHUE B KOHBEPTE.

Ecnmu B Hymepanuu nuctoB gomyiieHo O0ojiee 10 ommboK, Bce 1e10 HymMepyeTcs
3aHOBO. [Ipw 3TOM CcTapble HOMepa 3aU4epPKUBAIOTCS, U PSIIOM CTaBUTCS HOBBI HOMEpP
JIUCTA.

[Ipy Hamuuuu OTHAENBHBIX OMMOOK B HYMEpallMd JIMCTOB JOIYCKAeTCs
ynoTpeOsieHre TUTEPHBIX (C OyKBEHHBIMU JOTIOJTHEHUSIMU ) HOMEPOB JIMCTOB.

11.40 Tlocne 3aBepiieHUs HyMEpallUu JINCTOB COCTABIISIETCS JIMCT-3aBEPUTEIIb
nena, KOTOPBIM pacrojaraercss B KoOHIE jena. B mucrte-zaBepurene uudpamu u
MPOIMUCHIO YKA3BIBAIOTCA KOJMYECTBO JIMCTOB B JAaHHOM Jiejie, OCOOCHHOCTHU
OTJICJbHBIX JJOKYMEHTOB (HESCHBIN TEKCT, Pa3pbIBbI, CKICHKH).

JlucTt-3aBepuTeNh JIeJa IMOJIUCHIBAETCS €r0 COCTAaBUTEIEM C YyKa3aHHEM
JOJDKHOCTH, MHUIIHAJIOB ¥ ()aMUJTUH, TaThl COCTaBJICHHUS.

KonudecTBo MCTOB B JIee, yKa3aHHOE B JINCTE-3aBEPUTEIIC JIeJIa, TPOCTABIISCTCS
Ha 00JIOXKKE Jea.

Ecnu nmemo mepermieTeHO W MOMIIMTO O3 JUCTa-3aBEPUTENS, TO COCTABICHHBIM
JIUCT-3aBEPUTEIh TIOJKIICUBACTCS K BHYTPEHHEH CTOPOHE 3aIHEH 00JIOKKH Jea.

11.41 [Ins y4eta NOKYMEHTOB OINPEIECICHHBIX KAaTErOpud MOCTOSHHOIO M
BpeMeHHOTO (cBbimie 10 J1eT) CPOKOB XpaHEHHS, yU4eT KOTOPBIX BBI3BAH CIECIH(PUKON
JIOKyMEHTAIUH, BKIIOYEHHON B JI€JI0, COCTABIISICTCS BHYTPEHHSSI OMUCH JOKYMEHTOB
niena, moMeniaeMasi B €ro Hauaso.

BHyTpeHHss onrch BKITIOYAETCS B JIeNia, UMEIOIINE 0COOYI0 3HAUUMOCTD, a TaKKe
B Jnena, chHOpPMHUPOBAHHBIE 10 BHAAM JOKYMEHTOB, 3arojOBKA KOTOPBIX HE
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PacKpbIBalOT KOHKPETHOTO COAEP KAHUS JOKYMEHTOB.

BHyTpeHHSsI1 ONMUCh JOKYMEHTOB JIea COCTaBIIsIeTCA TaKKe Ha OObEMHbIE Jela
MOCTOSIHHOTO U BpeMEHHBIX (cBbilie 10 JI€T) CpOKOB XpaHEHHUsS B LIENSAX yuyeTa U
OBICTPOTO HAXOXKJICHUSI IOKYMEHTOB B JIEJIE.

B koHIle BHYTpeHHEH ONMUCH yKa3bIBaeTcs LU(paMu M TPOIMUCHIO KOJIUYECTBO
BKJIIOYEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JIUCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsIE ONUCh JIOKYMEHTOB Jieja TMOJMUCHIBAETCS COCTABUTEIIEM C
yKa3aHHUEM JOJDKHOCTH, MHUIIUAIOB U (JaMUIINH, JaThl COCTABICHHUS.

Ecnu neno mepernieTeHo u MOAMIMTO O€3 BHYTPEHHEH OMHCH, TO COCTaBJICHHAS
BHYTPEHHSISI ONHCH MOJIKJIENBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOI O0JI0XKKH JieTa.

11.42 JlokyMeHTBl TOCTOSHHOTO, BpeMeHHBIX (cBbimie 10 JeT) CpoKOB
XpaHEHHUs M MO JUYHOMY COCTaBY, COCTABJISIOIIME JENI0, MOMEIIAIOTCS B TBEp/bIe
00JI0KHU U3 KapTOHA, OIIINBAIOTCS B YETHIPE MPOKOJIA WU TIEPEIIETAIOTCS C YU€TOM
BO3MO>KHOCTH CBOOOJITHOTO UTEHUS TEKCTA BCEX JJOKYMEHTOB, JaT, BU3 U PE30JIIOLIMNA Ha
HuX. Pe3omonnu, COCTaBIEHHbIE Ha OTIENBHBIX JIHCTaX, IOMEIIAIOTCS Mepes
nokyMeHTtoMm. Ilpu monaroroBke paen K MNOAIIMBKE (HEpEIUIETy) MpOBEPSETCS
IPAaBWIBHOCTh UX (POPMUPOBaHUSA, OPOPMIICHUS, BCE TUIACTUKOBBIE U METANINYECKUE
KpEIUIEHHUS, a TAK)KE TEPMOINEPEIIIEThl U3 JOKYMEHTOB YAAJSIOTCA.

Jlena MOCTOSTHHOTO XPAaHEHUs, COCTOSIIINE U3 0CO00 LIEHHBIX WM He(OPMATHBIX
JIOKYMEHTOB, MOTYT NIPUHUMATHCSI HA XPAaHEHHUE B 3aKPBITHIX TBEPAbIX MalKax ¢ TpeMs
KJIallaHaMHM U C 3aBS3KaMU WA B KOPOOKax.

11.43 TloaroTroBka OSJEKTPOHHBIX JOKYMEHTOB K Tepefadye B apXuB
YHUBEPCUTETa OCYIIECTBIIACTCA CTPYKTYPHBIM TOApA3/IEICHUEM YHHUBEPCUTETA —
BJIQJICTIBIIEM  COOTBETCTBYIOIIEH  WMH(OPMALIMOHHOW  CHCTEMBI  COBMECTHO C
CTPYKTYPHBIM nojpa3ieaeHueM (cnenuanucTom), o0ecrneunBaOIINM
(GyHKUIMOHUPOBaHUE UH(POPMALIMOHHON CUCTEMBI.

11.44 Tlpu noAroTOBKE AIEKTPOHHBIX JOKYMEHTOB, OTOOpAaHHBIX K Tepeaye B
apXUB YHHUBEPCUTETA, BBIMOJHIIOTCS CIEAYIOIIME OCHOBHBIE MPOLEAYpPhl pabOTHI C
JOKYMEHTaMHu:

— KOHBEpTalMs 3JIEKTPOHHOTO JOKYMEHTa B (hOpMaT apXUBHOTO IOKYMEHTA;

—  ¢opMupoBaHrue B HHOOPMAIIMOHHONW CUCTEME YHHUBEPCUTETA DJICKTPOHHBIX
7ell, SIBIISIOIIMXCS COBOKYIHOCTBIO KOHTEWHEPOB DJIEKTPOHHBIX TOKYMEHTOB WIIH
KOHTEHHEPOM DJIGKTPOHHOTO JOKYMEHTa, BKIIIOUAIONIEM: KOHTEHT W METa/JaHHbIC
AJIEKTPOHHOTO JOKYMEHTa, (haiiibl JIEKTPOHHBIX MOAMKUCEH M BHU3yaTU3UPOBAHHYIO
KOIHUIO TEKCTOBOTO JIEKTPOHHOTO IoKyMeHTa B (hopmate PDF/A;

— (opMHpOBaHHE ONUCH DJEKTPOHHBIX e, JOKYMEHTOB CTPYKTYpPHOTO
HoJpa3aesiCHus;

— MHTrpamusi DJEKTPOHHBIX JIOKYMEHTOB Ha (u3udecku 000COOICHHBIC
MaTepuaIbHbIe HOCUTEIH, €CITU JOKYMEHTHI IEPEIal0TCs B ApXUB YHUBEPCHUTETA HE TI0
MHPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIM KaHajam;

— TpOBEpKa BOCIPOU3BOAMMOCTH JIEKTPOHHBIX JOKYMEHTOB;

— TpOBEpKa JJNEKTPOHHBIX JOKYMEHTOB Ha HajlU4YM€ BPEIOHOCHBIX
KOMITBIOTEPHBIX MPOTPamMM;
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— TOATBEPKJECHHUE LEIOCTHOCTH 3JIEKTPOHHOIO JI€Ja 3JIEKTPOHHOU MOAIMUCHIO
PYKOBOAMTENS CTPYKTYPHOTO TOApPA3A€aeHUs] (MHOTO YIOJIHOMOYEHHOIO JIMIA),
OCYILECTBIISIOLIETO MOATOTOBKY JJIEKTPOHHBIX JIOKYMEHTOB K II€peJadye B apXuB
YHHUBEPCUTETA.

11.45 DnexTpoHHBIE JOKYMEHTHI IEpPEAAIOTCsl B apXUB YHHUBEPCUTETA IIO
UH(GOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHON CeTH WM Ha (hU3Huecku 000COOJIEHHBIX
HOCHTEIISX.

1146 Omnmcu Jgen  COCTaBISIOTCA B CTPYKTYPHBIX — MOAPAa3IEICHHSIX
YHUBEPCUTETA M0]T METOJMYECKUM PYKOBOICTBOM YIIPABIIECHUS JEIaMH.

Onucu Aen COCTaBISIIOTCA OTAEIBHO HA Jela IOCTOSIHHOTO XpaHEHUs; Jela
BpeMEHHbIX (cBblie 10 JeT) CpPOKOB XpaHEHUs; Jeja MO JUYHOMY COCTaBYy,
AJIEKTPOHHBIE JIENA.

Onucu nea  CTPYKTYPHBIX TOJPA3AEICHUM COCTaBISIIOTCS 1O (opmam,
ycTaHOBJICHHBIM [IpaBrunamu XxpaHeHHs.

IIo onucsM en CTPYKTYPHBIX NOAPA3IEICHUN JTOKYMEHTHI IIEPENAIOTCS B apXUB
YHUBEPCUTETA.

Ha nena BpeMeHHBIX CpoOKOB XpaHeHMs (10 10 JeT BKIIOYMTENBHO) ONUCH HE
COCTABJISIFOTCS, U B a@PXUB TAKHUE JIeJIa HE TIEPEIatoTCsl.

11.47 Omnwucu nen CTPYKTYPHBIX NOJApa3JEICHUN MPEICTaBISAIOTCS B apXHB
YHUBEpPCUTETA HE paHEe, YeM Yepe3 OJMH roJ, U HE IMO3JIHee, YEM 4Yepe3 TpU rojaa
MIOCJIE 3aBEPILEHUS JIE] B I€IONPOU3BOJICTBE.

11.48 OrtnenpHas ONMUCH MPEACTABISAET COOOM MepeUeHb OMMCATEIBHBIX CTAaTEH
C CaMOCTOATENIbHON NOPAIKOBOM HyMepaluei, Kaxaas u3 KOTOPBIX JOJIKHA BKIIOYATh
CJIEIYIOLIUE CBEACHUS:

—  TNOPSAKOBBII HOMEp JieJIa IO OIUCH;

—  HMHJEKC JIeNa;

—  3aroJIOBOK JIeNa;

— KpaWHHWE aThl ena;

—  KOJIMYECTBO JIUCTOB B JIEIIE;

—  CpOK XpaHEHHs JIeNa;

—  TNpPUMEYaHUS.

1149 Tlpu cocTaBieHMHM ONHCH [l CTPYKTYPHOTO  MOJAPa3eIICHHUs
COOJII0JA0TCS CIAEAYIOIIHNE TPEOOBAHUS:

— 3aroJIOBKM €] BHOCSTCS B ONUCh B COOTBETCTBUU C IPUHATON CXEMOM
CUCTEMATHU3ALMH JIe]], 3aKPEIJIEHHOW B HOMEHKJIATYpE JIE;

— KaXJ0€ JeJI0 BHOCHUTCA B ONWCh IOJ CaMOCTOSITENBHBIM HOPSIKOBBIM
HOMEpPOM (€CJIH JIeJI0 COCTOUT U3 HECKOJIBKUX TOMOB WJIM YacTel, TO KaX bl TOM UJIN
YacTh BHOCSITCSl B OMUCH T0JT CAMOCTOSITEIbHBIM HOMEPOM);

— MOPSAOK HyMepalluu e B OMUCH - BaJOBBIN;

— Tpadbl ONMUCH 3aMOJHAIOTCA B COOTBETCTBUU C TEMH CBEJICHUSIMHU, KOTOPHIE
BBIHECEHBI Ha 00JIOXKKY J1eTa;
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— TpU BHECEHHWH B ONUCH MOAPAN Jed (TOMOB, 4YacTeil) ¢ OJUHAKOBBIMU
3aroJIOBKaMM 3aroJioBKM Bcex Jell (TOMOB, uacTed) NUIIYTCS TMOJHOCTbIO; MpPH
BHECCHUH B OITUChH MOCIICHET0 3arojioBKa g00asisercs cioBo «Ilocnennuiin);

— rpada onucu «lIpumedanus» HCHONB3yeTCA NJisi OTMETOK O MpHUEME Je,
O0COOCHHOCTSIX UX (PM3MUECKOTO COCTOSHHS, O Iepenaye AeN APYTUM CTPYKTYPHBIM
MOJPa3AEIEHUEM CO CChUIKOW Ha aKT, O HAUIMYUU KOIHUH.

11.50 TIlepen BHeceHHMEM 3arojOBKOB JI€Jl B OMHUCH IMPOBEPSIOTCS KadyeCTBO
dbopmupoBanus u O(pOpMIIEHUS €1, COOTBETCTBHE KOJUYECTBA Ji€J, BHOCHMBIX B
OTKCh, KOJIMYECTBY 3aBEJICHHBIX JEJ IO HOMEHKJIATYPE JeJl YHUBEPCUTETA.

B KkoHIle omucu Bciel 3a TOCIEIHEH ONHUCATENbHOM CTaThbel 3amoJiHseTcs
UTOTOBas 3alKCh, B KOTOPOH yKa3bIBaloTcs (udpaMu U MPOMUCHI0) KOJTUYECTBO e,
YUCJISIIIUXCSA TI0 OMHMCH, TMEPBbI U TOCIEIHUNA HOMEpa Jell MO OMHCH, a TaKkKe
OTrOBapUBaIOTCSI OCOOCHHOCTHM HyMepaluu Jell B ONUCU (JIMTEpHbIE HOMEpa U
IPONYILIEHHbIE HOMEPA).

11.51 Tlopsimok  TPUCBOCHUS  HOMEPOB  OMHUCSAM i€  CTPYKTYPHBIX
MoJIpa3elieHuil YCTaHABIMBACTCS 110 COTJIACOBAHUIO C apXMBOM YHHBEPCUTETA.

11.52 TIlpu cocTaBieHUH OMKCH IIEKTPOHHBIX €I B OMHMCH BKIIOYAIOTCS:

—  TIOPSAIKOBBIM HOMEP AIIEKTPOHHOTO JIeJia TI0 OTHCH;

—  UWHJACKC JIEKTPOHHOTO JIeTIa;

—  3aroJIOBOK JI€Ja;

— nmata nena (Toma, 4acTH);

— CPOK XpaHEHUs JIena;

— 00BeM 3JIeKTPOHHOTrO Jiesia B MO;

—  TNpPUMEYaHUS.

B cocraBe onucu 3nexktpoHHbIX Aen B COJl popmupyercst peectp 371€KTPOHHBIX
JIOKYMEHTOB (KOHTEHHEpPOB SJEKTPOHHBIX TOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS
CBEACHUS 00 IIEKTPOHHBIX TIOKYMEHTAX, BKIIOYEHHBIX B KOKJ0€ AIEKTPOHHOE AEIIO.

1153 Onmcu  gen  CTPYKTYpHOTO  TOApPA3ACTCHHUS  MOAMHMCHIBAIOTCS
PYKOBOAMTENEM CTPYKTYPHOTO TMOAPA3JCICHUS, COTJIACOBBIBAIOTCS YIIPaBICHUEM
nenaMu. PeecTp SJEKTpPOHHBIX JOKYMEHTOB, SBIISIOIIMNACS MPHIOKEHWEM K OIMUCH
AJIEKTPOHHBIX JOKYMEHTOB, MOJIHMCHIBAETCS COCTaBUTENIEM peecTpa C YKa3zaHUEM
JOJKHOCTH, MHULINAJIOB, (haMUJIMH, JaThl COCTABJICHMS.

11.54 Omwcu nen CcTpyKTYpHOTO MOJpa3eieHUs] YHUBEPCUTETAa COCTABIISIIOTCSA
B JIByX 9K3eMIUIsIpax Ha OyMa)KHOM HOCHUTEJIE, OJIUH U3 KOTOPBIX MEePEIacTCsi BMECTE C
JiellaMyd B apXuB By3a, a BTOPOH OCTaeTCsl B KaueCTBE KOHTPOJILHOTO 3K3eMIUIsIpa B
CTPYKTYpHOM TOJpa3iefieHuu. B apxuB yHHUBepcUTETa TakKe IepelaeTcs I10
IK3EMIUISIPY OMHCEH Jed B 3JIEKTPOHHOM BHUJAE B peaakTupyeMoMm Qopmate s
UCTIONIb30BaHUs B AAJbHEHIIIEM TSl IOATOTOBKH apXMBHBIX OMHUCEH JeN, JOKYMEHTOB
(TOI0BBIX pa3/ielioB).

11.55 Jlena mepenaroTcs Ha XpaHEHHE B ApXUB YHUBEPCUTETA B COOTBETCTBUU
c rpadukoM mepenadn JOKYMEHTOB, YTBEPKICHHBIM PEKTOPOM YHHBEPCUTETA WU
WHBIM YIIOJIHOMOYEHHBIM MM JIUIIOM U JOCIACHHBIM 0 PYKOBOAMUTEICH CTPYKTYPHBIX
MOJIPA3ICIICHUM.
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11.56 Jlena mocTOsSSHHOTO M BpeMEHHBIX (cBblimie 10 JieT) CPOKOB XpaHEHUs,
JOKYMEHTBI IO JIMYHOMY COCTaBY, JJIEKTPOHHBIE TOKYMEHTHI MEPEAalOTCs B apXuB
YHUBEpPCUTETA HE paHee, YeM 4epe3 roj, U He MO3JHee, YeEM uepe3 TP roja IMocie
3aBEpILCHUS UX B JACIIONPOU3BOJICTBE.

11.57 Ilepenaya nen B apXuUB YHHBEPCHUTETA MPOU3BOAMUTCS IO OMUCAM el
CTPYKTYPHBIX TIOJIpa3ieieHU.

11.58 VYmnonHoMOYeHHBIM pabOTHUK apxXxWBa MPOBEPSET MPABUIBLHOCTh
opopmiienuss u GOpMUpPOBaHUS J€N, MNPABUIBLHOCTH COCTaBICHHUS OIKCEH Jied,
COOTBETCTBHE KOJMYECTBA JIeJ, BKIIOYCHHBIX B ONHCh, KOJIWYECTBY JIET,
c(OpMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYPOH JI€eI.

BrisiBnenHble npu mpoBepKe HEAOCTAaTKU B (pOpMHUpPOBAHUHU U ODOPMIICHUU e
paOOTHUKU CTPYKTYPHOTO TOJpAa3AeNeHUs] 00s3aHbl YCTPAHUTHb B JIBYXHEIEIHHBIN
CPOK.

11.59 Ilpuem kaxmoro Jena B apXWB YHHUBEPCUTETA TMPOU3BOJUTCS B
IPUCYTCTBUM OTBETCTBEHHOTO 3a JIEJONPOU3BOJACTBO CTPYKTYPHOIO MOJPa3JECIICHUS.
[Tpu 3TOM Ha 000MX 3K3EMIUIAPAX OMUCH IPOTUB KAXKJIOTO JIeNa, BKIOYEHHOTO B HEE,
JIeJIaeTCsl OTMETKA O HAJIMUYMU Jiena. B KOHIe KaK0ro 3K3eMIUIsipa OMUCH B UTOTOBOM
3alKiCH yKa3bIBaeTCsl NU(PpaMu U MPOMUCHI0 KOIMYECTBO (PAaKTHUUECKH MPUHSATHIX B
apXuB JIeJl, B TOM YHCJI€ AJICKTPOHHBIX, HOMEpa OTCYTCTBYIOIIUX JEJI, JlaTa MmpuemMa-
nepefaund Jell, a TakKe IMOAMUCH JIMIA, OTBETCTBEHHOTO 3a apxXuB, W JIUIIA,
nepeaBIIero ea.

HtoroBass 3amuch TOATBEPXKIAACTCS MOANMUCAMU pabOTHHKAa apxuBa W
OTBETCTBEHHOTO 3a JEIOMPOU3BOACTBO CTPYKTYPHOTO TOJpPAa3ACICHUs, MEPEIaBIIeTo
nena Ha OyMa)>KHOM HOCHTEJE U DJIEKTPOHHBIE JIea.

11.60 Ilepemaua SNEKTPOHHBIX JOKYMEHTOB B apXHB YHHUBEPCHUTETa
MPOM3BOJAUTCS Ha OCHOBAaHUHM OMNHCEH OAIEKTPOHHBIX Jed 1o WHGOPMAIMOHHO-
TEJICKOMMYHUKAIIMOHHON  cetTh  (Ipyd  HaIWYMM B  apXUBE  yHUBEPCHUTETA
UHOOPMAITMOHHOW CHUCTEMbl) WM Ha (U3UYECKH O000COOJIEHHBIX MaTepUaIbHBIX
HOCHTEJISIX, KOTOPBIE MPEJCTABISIOTCS B IBYX UJICHTHYHBIX SK3EMILIsIpax.

11.61 B caywyae JMKBUAAIMM  WJIA  PEOPraHU3aIlMM  CTPYKTYPHOTO
NoJpa3fielieHusl  YHUBEPCUTETAa OTBETCTBEHHBIM 32  JEJIONPOM3BOJACTBO  HIIU
PYKOBOAMTENb  CTPYKTYPHOIO  MOApa3ieieHuss B MEpUOI  IMPOBEACHUs
JUKBUIAIMOHHBIX MEpPONpPUATHIl (HOPMHUPYET BCE HMMEIOIIMECS JOKYMEHTHI B JIelna,
oopmiisier nena W mepeiaeT WX B apXWMB YHUBEPCHUTETA, HE3aBHCHMO OT CpPOKOB
xpanenus. [lepegada gen ocymiecTBIsSETCS O OMUCSM JIET 1 HOMEHKIIaType Jedl.

11.62 Ha pmenma ¢ UCTeKIIMMH CpPOKaMU XpaHEHHS B CTp}IKTypHBIX@
MOJIpa3elIeHUsIX YHUBEPCUTETA COCTABIISIOTCA aKThl O BBIICICHUH K YHUUYTOXEHHUIO
JIOKYMEHTOB, HE TOJJIeKalINX XpaHeHHIo (1Mo dopme, yctaHoBieHHoW [IpaBmmamu
XPaHCHHS).

Ha ocHOBaHMM aKTOB CTPYKTYpPHBIX TOJpa3/ICJICHUN apXUB yIpaBICHUE JCIaMH
COCTABJISIET aKT O BBIICICHWM K YHHUYTOXXCHHIO JOKYMEHTOB, HE TOJJICKAIINX
XpaHEHUIO, Ha JieJa BCEr0 YHUBEPCHUTETA IO TOM ke dopMe.

11.63 /[lena BKIOYArOTCA B aKT O BBIACICHUM K YHUYTOKECHUIO apPXHBHBIX
JIOKYMEHTOB, HE MOJIEXKAIUX XPAHEHUIO, €CIM MPEAYCMOTPEHHBIM ISl HUX CPOK
XpaHEeHHs UCTEK K | siHBaps roja, B KOTOPOM COCTaBJieH akT. Hampumep, 3akoHYCHHbBIC
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B 2014 rony nena ¢ 3-I€THUM CPOKOM XpPaHEHHs, MOTYT ObITh BKJIFOUEHBI B aKT,
KOTOPBIN OyeT cocTaBiieH He paHee 1 suBaps 2018 roxa.

11.64 [ena ¢ ormetkoit «3IIK» moanexaT MOIMCTHOMY MPOCMOTPY B LIEISAX
BBISIBJICHUS JIOKYMEHTOB, MOJIEkKAIIMX TMOCTOSHHOMY XpaHEHHIO. BBIsSBIEHHBIE B
TaKUX JieJaX JOKYMEHTBHI MTOCTOSHHOI'O XpPaHEHUs BBIACISIOTCS U MPUCOCTUHSIOTCS K
OJIHOPOJIHBIM JieJIaM WK OPMUPYIOTCS B CAMOCTOSITENIbHBIE JIETIa.

Otmetrka «OIIK» o3Havaer, 4TO 4acTh JIOKYMEHTOB MOXXET OBbITh OTHECEHa K
CPOKY XPaHEHHUSI KITOCTOSTHHOY.

OcranbHble JOKyMEHTHI Jena ¢ oTMeTkol «JIIK» BkiIrodaroTcs B akT, MpU 3TOM
ormeTka «IITK» B akTe He yka3bIBaeTcs.

11.65 AKT O BBIACICHHMH K YHUYTOXXEHUIO JOKYMEHTOB, HE TOJJICKAIINX
XpaHEHUIO, MPEACTABISETCS HA PACCMOTpeHHe U coriacoBanue DK omHOBpeMEHHO ¢
OIMHCSIMU JIeJT TOCTOSTHHOTO XPaHEHHUSI U 10 JIMTYHOMY COCTaBY.

11.66 AKT O BBIJCICHHMH K YHHUYTOXKEHHMIO apXUBHBIX JIOKYMEHTOB, HE
MOJIeKAIINX XPAHEHUIO, YTBEPXKIAeTCd PEKTOPOM (TIPOPEKTOPOM) YHHUBEPCHUTETA
nocie  yrBepxknaenus OIIK  apxuBHOro  ympaBieHUSST B COOTBETCTBUHM  C
MPEIOCTABICHHBIMU €My TOJHOMOYHUSIMU OIMCEH JeN TOCTOSHHOTO XpaHEHUs WU
COTJIaCOBaHMS OMUCEN JIeJ MO JIMYHOMY COCTaBy, IMOCIIE Yero Jeja, BbIACICHHBIE IO
aKTy K YHUUTOXEHUIO, MOTYT ObITh YHUUTOKCHBI.

11.67 [ena, mnomyexamniyue YHUYTOXKEHUIO, TMEpPEAAlOTCS Ha MnepepaboTKy
(yrunuzanumo). [lepenada nen opopmiisieTcs: IpueMo-c1aTOYHON HaKIIaTHOM.

[Tocne yHWYTOXEHUS 1€ B HOMEHKJIAType [T TPOCTABIIIOTCS OTMETKH,
3aBepsieMble MOAMNUCHI0 pAa0OTHUKA yIIPABICHUS JIeJIaMH, U AaTOM:

—  «YHnutoxkeHo. CM. akt Ne oT . Iloamuck, WHUIIMAIIBI,
baMuHs».

11.68 DnexTpoHHbIE JOKYMEHTHI C UCTEKIIMMH CPOKAMH XPaHEHUS IMOJIekKAT
BBIJICJICHUIO K YHUUYTOXKCHHMIO Ha OOIIMMX OCHOBAHMSIX, TOCIE YEro MPOBOJMUTCS UX
bu3nuecKkoe  YHUYTOKEHHE WM  YHUUYTOXKEHHE  MPOrPaMMHO-TEXHUYECKUMU
CpEIICTBAaMH C COOTBETCTBYIOIIEH OTMETKOW B aKT€ O BBIJCICHHH K YHUUTOXCHHIO
AJIEKTPOHHBIX TOKYMEHTOB.

DONEKTPOHHBIC JOKYMEHTBl CUHMTAIOTCS YHUYTOKEHHBIMH, €CITH WX HENb3s
BOCCTAHOBUTH CPEACTBAMU HH(POPMAIMOHHON CUCTEMbI Ha HOCUTEISIX MH(POPMAIH U
13 PE3EPBHBIX KOIHIA.

11.69 AKTBI O BBIICJICHUM K YHHUYTOKCHHIO apXUBHBIX JOKYMEHTOB, HE
MOJIJISIKAINX XPaHEHUIO, XPAHITCS MMOCTOSIHHO B Jieie GoHmaa.

12 Opranm3anmsi 10CTyNAa K J0KYMEHTAM M UX MCI0JIb30BaAHUS

121 Beimaya fgen, HaxXxOASIIMXCA HAa  XPaHEHHMM B CTPYKTYPHBIX
NOJIPa3/ICNICHUsIX YHUBEPCUTETa PA0OTHHUKAM APYIMX CTPYKTYPHBIX MOApPa3AesIeHUn
JUTSL O3HAKOMJIEHHSI U (MJIM) JUIsl BPEMEHHOIO MCIOJIb30BaHUs B paboTe MpOU3BOIUTCA
o 3ampocaM, MOJANMHMCAHHBIM PYKOBOJUTEIEM (3aMECTUTENEM PYKOBOAMUTES)
CTPYKTYPHOT'O NOJPAa3JEICHUs, 3alpalluBaOIIEro A0 (JOKYMEHT) U C pa3pelieHUs
PYKOBOJHUTENS CTPYKTYPHOTO MOAPA3IAEICHMS, JOKYMEHTBI KOTOPOTO 3alpalIuBarOTCs,
7100 PEeKTOpa YHUBEPCUTETA.
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12.2  Jlena, JOKYMEHTHI BBIJAIOTCS BO BPEMEHHOE MOJIb30BaHHE PAOOTHUKAM
YHUBEPCUTETA Ha CPOK HE OoJiee 0JTHOTO MecsIIa.

l'ocynapctBeHHbIM — OpraHaMm  (CyneOHBIM, MPaBOOXPAHUTEIBHBIM, OpraHam
roCyAapCTBEHHOTO KOHTPOJISI M HAJ30pa) Jieja U OTJEIbHbIC TOKYMEHTHI BBIIAIOTCS Ha
OCHOBAaHMM MX IHCBMEHHBIX 3allPOCOB C Pa3pelICHUs PEKTOpa YHUBEPCHUTETA HIIU
MHOTO YIOJIHOMOYEHHOTO UM JIMIIA, IO aKTaM Ha CPOK He 0oJiee IIECTH MECSIIEB.

[Ipu HEOOXOIMMOCTHU CPOK UCTIOIB30BAHUSI IOKYMEHTOB MOXKET OBITh IMPOJIJIEH.

123 B nmnucbMeHHOM 3ampoce paOOTHHKOB YHHUBEPCHUTETa O Bblaue
JIOKYMEHTOB (Z1eJ1) BO BPEMEHHOE IOJIb30BAHME W3JIAraloTCsl MPUYUHBI, 10 KOTOPHIM
3arpammBaeTcs Aeyo (JOKYMEHT) U IeNb UCMOJIb30BaHUs JOKYMEHTOB, HAXOISIIUXCS
Ha OMEPaTUBHOM XpaHEHUH.

12.4 Ha BpImaHHOE [€T0 3aBOJMTCS KapTa-3aMECTUTENb, MOMelaeMas Ha
MECTO BBIJJAHHOTO Jefia. B Hell ykasbIBaloTCs MHIEKC Jefa, JaTa €ro BbAaud, KOMY
JIeJ0 BBIIAHO, JlaTa €ro BO3BpAIlCHMs, MPEeayCcMaTpuBatOTCs rpadbl Ui MOAMKUCEN B
MOJIYYCHHUH U TpUEMe Jiea.

Ha MecTto u3BATOrO NONTMHHUKA JIOKyMEHTa pPaOOTHUK OTBETCTBEHHBIA 3a
JIEIONPOU3BOCTBO CTPYKTYPHOTO TOJpa3JeieHus] BKJIAAbIBAET B JIEJIO JIUCT-
3aMECTHUTENIb C YKa3aHWEM, KOIja, KOMy M Ha KakOW CpOK BBIJIaH JIOKYMEHT U
MOJAMUCSIMU B MOJTYYEHUU U nipueme nena. [Ipu 3ToM B neno momeniaercs 3aBepeHHas
KOIHUA JJOKyMEHTA.

ITocne pemienust Bompoca, JJIsI PACCMOTPEHHUSI KOTOPOTO Jejia (JIOKYMEHTHI)
U3BIMAJIMCh MO0 3ampocaM TOCYAApCTBEHHBIX OPraHOB, TMOMJWHHUKA JOKYMEHTOB
JOJDKHBI OBITH BO3BpAIIICHBI B YHUBEPCUTET M TIOMEIIICHBI B JICIIO.

125 DnexTpoHHBIE TOKYMEHTHI, HAXOAIINECS Ha OIMEPAaTHBHOM XPAHCHHUH B
0a3ax JaHHBIX WHOOPMAITMOHHBIX CHUCTEM, BBIAAIOTCS IS WCIIOJIB30BAHUS B BUIE
KOITHH AJIEKTPOHHBIX TOKYMEHTOB.

12.6 TIlopsgok goctyma pabOOTHHUKOB yHHBEpPCHUTETa K  JIOKYMEHTaM,
pasmemaemMbiM B CDOJ] wnm uHOM WHGOPMAIMOHHON CHCTEME, yCTaHaBIMBaETCA
JOKaJIbHBIMH HOPMATUBHBIMH aKTaMH YHUBEPCUTETA, OMPEICISIOMUMH TOPSIOK
AKCIUTyaTaliii MH()OPMAIMOHHOM CUCTEMBI, U B COOTBETCTBUU C MEPCOHAIBHBIMU
YYETHBIMU 3aUCIMH pab0THHUKOB B CO/] mim nHO# MHOOPMAIIMOHHON CHCTEME.

12.7 B ympaBneHuu nenamu, CTpyKTYpPHOM TOJpa3/IeNICHUH, BbIIABIIEM JEIIO0
(IOKyMEHT) BeAeTcs YYeT BBIJAHHBIX Jed (JOKyMEHTOB) W KOHTPOJb HX
CBOEBPEMEHHOTO BO3BpaTa. JJIEKTPOHHBIE Jielia (JIOKYyMEHTHI) BO3BpATy HE MOJIJIeKaT.

12.8 PaGoTHukun yHHBepcuTeTa 00s3aHBI OOecreYnBaTh COXPAHHOCTH
MOJIYYEHHBIX BO BPEMEHHOE MOJIb30BaHUE TOKYMEHTOB (J1€71) Ha OYMa)KHOM HOCHTEIEe
¥ HCIIOJIb30BaTh MOJYYEHHYI0 WH(OPMAIMIO B CIY)KEOHBIX LETISIX B COOTBETCTBHH C
TpeOOBAHHMSIMHU JIOKAJIbHBIX HOPMATHBHBIX aKTOB YHHBEPCHTETA. 3allperiacTcs
nepeayda Mmoay4eHHbIX IOKYMEHTOB MM UX KOIUHA paOOTHHKAM JIPYTUX CTPYKTYPHBIX
MOJIPA3/ICIICHUN U1 OpraHU3allni.

129 W3bsatue (BbleMKa) JOKYMEHTOB, OOpa30BaBIIUXCS B JCSATEIHHOCTU
YHHUBEPCUTETA, IMPOUZBOAUTCS B COOTBETCTBUM C 3aKOHOJATEIILCTBOM Poccuiickoi
denepanum.

12.10 WM3bsatue (BbIeMKa) JOKYMEHTOB MPOU3BOJUTCA Ha OCHOBaHUU
MUCBMEHHOTO PACTIOPSKEHUS (IOCTAHOBJICHHS) COOTBETCTBYIOIIETO OpraHa BJIACTH C
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paspelieHus PeKTopa YHUBEPCUTETa WJIM HHOTO YMOJHOMOYEHHOTO UM JIHMIA C
U3BEIICHUEM PYKOBOJUTENSI CTPYKTYPHOTO TMOJApa3/ieNeHusi, JOKYMEHTbl KOTOPOIO
U3BIMAIOTCSL.

12.11 ®akTt u3bATHS (BBIEMKH) JIOKYMEHTOB (PUKCUPYETCS B MPOTOKOJIE (AKTE)
U3bATHS (BBIEMKH) JIOKYMEHTOB, KOTOPBIA COCTaBIIIETCS HE MEHEE 4YeM B JBYX
AK3EMIUISIPAX U MOIIMUCHIBACTCS YIIOTHOMOYEHHBIMU MPEACTABUTEISIMU YHUBEPCUTETA
U COOTBETCTBYIOIIETO T'OCY/IapCTBEHHOro opraHa. K mpotokoiny (akTy) mpuiiaraercs
OnuCh (PeecTp) U3BATHIX TOKYMEHTOB (J1€11).

1212 Tlpu wu3bATHM TNOJIMHHUKOB JIOKYMEHTOB B JIEJIO TOMEIIAETCs
3aBepeHHas KOMUs JOKYMEHTa, Ha 000pOTe KOTOPOM YKa3bIBa€TCS OCHOBAHUE U3BSATHUS
NOJUIMHHMKA, CPOK BO3Bpara, Jara M TMOAMNHCh pPabOTHUKA, OTBETCTBEHHOIO 3a
dbopMHpoOBaHUE /UK XpaHEHHUE JIeIa.

12.13 TlomgnuHHMK  JOKyMEHTa, M3BATHIA W3  Jela Ha  OCHOBE
COOTBETCTBYIOILIETO  PEILIEHHUs, TOCIE PpAacCCMOTPEHUST U  PEUICHHs  BOIpOCa,
BO3BpAIae€TCsA B JIEJ0, IPU 3TOM KOIMS, IMOMEIIEHHAas B JIEJI0 BMECTO IMOJJMHHUKA,
U3bIMAETCS.

13 U3roToBjieHHe, yUeT, HCIOJb30BAHUE H XPAHEHHE NMevaTei,
IITAMIIOB, 0JIAHKOB JJOKYMEHTOB, HOCUTEJIEH JIEKTPOHHBIX MOANUCEN

13.1 bmanku OpraHU3aIMOHHO-PACTIOPSAUTECIIBHBIX JIOKyMEHTOB
pa3palaThIBaIOTCSl  yIpaBJIeHHEM JelaMd. Buasl OIaHKOB — OpraHU3allOHHO-
pactopsSIUTEIBHBIX JTOKYMEHTOB, TPEOOBaHUS K MX O(DOPMIICHHIO M HCIIOJIB30BAHUIO
YCTaHABJIMBAIOTCS HACTOSIICH HHCTPYKITUEH TI0 JIETIOMPON3BOJACTBY YHUBEPCHUTETA.

13.2 OOpa3upl 0JaHKOB JTOKYMEHTOB YTBEPIKIAIOTCS B COCTaBE HACTOSIICH
WHCTPYKIMH 1O esonpon3BoactBy u JIHA yHuBepcurera.

B yHuBepcurere niisi MOArOTOBKU JIOKYMEHTOB MOTYT HCIIOJIb30BaThCS OJIAHKH
JIOKyMEHTOB, ~ W3TOTOBJIGHHBIE  TUMOTpadCKUM  CIOCOOOM WM CpPEICTBaMU
ornmepatuBHOM monurpadguu. I[lpu 3TOM TpPU MOATOTOBKE JOKYMEHTOB MOTYT
UCIIOJIb30BATHCS AJIEKTPOHHBIE IA0JI0OHBI OJIAHKOB.

13.3 DnexTpoHHbIE MIA0JIOHBI 0JaHKOB JOHKHBI COOTBETCTBOBATH 0Opasiiam
OJIaHKOB, YTBEP KICHHBIX JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMU YHUBEPCUTETA.

13.4 bnanku OpraHu3aluOHHO-PACIIOPSANTEIBHBIX JIOKYMEHTOB,
IMPUMEHSEMbIE B YHUBEPCUTETE, HE MOTYT IepelaBaThCsA JPYTUM OpTaHU3AIUM,
JOJDKHOCTHBIM U (DU3UIECKUM JIUIIAM.

13.5 B yHmBepcuteTe B COOTBETCTBUH ¢ DenepaabHBIM KOHCTUTYIIHOHHBIM
3akoHOM «O T'ocymapctBenHoMm repbOe Poccuiickoit ®enepauuun» u yCTaBOM
YHHBEPCUTETA HCIIOJIb3YETCs MeuYaTh ¢ BOCIPOM3BEACHHEM [ oCcymapcTBEHHOTO repba
Poccuiickoii @enepariun (ganee — neyaTb YHUBEPCHTETA).

13.6 B yHuBepcurere TakKe MOTYT HMCIOJB30BATHCS MEUATH CTPYKTYPHBIX
Mo/Ipa3/ieNIeHuH, TIeYaTu JjIsl TAaKeTOB U OTMEIbHBIX KaTETOPHil TOKYMEHTOB, a TaKKe
METaJUTMYeCKUe BEDKUMHBIC TEYaTH JIJISl OTICYaThIBAHUS TIOMEIIEHUN U YIOCTOBEPEHUS
CHEIUATBHBIX TIPOITYCKOB.

B ynuBepcurere MOXKET HCHOIB30BATHCS INTAMM (IITAMIIBI) ¢ (DaAKCUMUIBLHOM
MOJMKUCHIO0 PYKOBOJUTENS M MHBIX JOHDKHOCTHBIX JIUII.
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[Topsamox UCHOIB30BaHUS ITAMIIOB € (PaKCUMUIBHON MOAMUCHIO PYKOBOIUTENS U
UHBIX JIOJDKHOCTHBIX JIMI[, BUJbBl JOKYMEHTOB, MOJMUCHIBAEMbIX (HaKCUMIIbHON
MOJNMKUCHIO YCTAHABIMBACTCS JOKAIbHBIM HOPMATUBHBIX aKTOM YHUBEPCUTETA.

13.7 Ileuarh yHUBepcuUTETa C BOCIpOM3BelEeHHEM [ ocynapcTBEHHOro repoba
Poccuiickoit ®denepanuu T0OJDKHa COOTBETCTBOBATH TPEOOBAHUSIM, YCTAHOBJICHHBIM
I'OCT P 51511-2001 «Ilewatu c¢ Bocmpou3BeneHueM [ocymapcTBeHHOTro repOa
Poccuiickoit @eneparun. dopma, pazMepbl U TEXHUYECKUE TPEOOBAHUY.

13.8 [leyaTn W WTaMIBl YHUBEPCUTETA W3TOTABIMBAIOTCA B KOJUYECTBE,
HEOOXOMMOM JIJIsl OCYIIECTBIICHUS! CTPYKTYPHBIMHU TMOJPa3/CICHUsIMUA YHUBEPCUTETA
U ee pabOTHHKAMHU BO3JOXEHHBIX Ha HUX (QyHKuMid. PemeHue o0 M3rOTOBICHUH H
KOJIMYECTBE SK3EMIUIIPOB I€YaTeid M IITAaMIIOB NPUHUMAET PEKTOp (IIPOPEKTOP)
YHUBEPCUTETA HA OCHOBAHUU CITy>KEOHOM 3allMCKH C BU30# COTJIaCOBaHUS HadyaJbHUKA
YIPABJICHHUS JI€TIaMHU.

Ecnu nedars yHMBEPCHUTETA MCIOJB3YETCS B HECKOJBKHMX 3K3EMILIIpax, HOMEP
DK3EMIUIAPA [1€YATH YKA3bIBACTCS B KJIMILIE [1€YATH IIPU €€ U3TOTOBJICHHUH.

13.9 Ileuatpto  yHUBEpCUTETa  3aBEPSAIOT  MOMJIUHHOCTH  MOANHCU
PYKOBOJUTENSA YHUBEPCUTETA U MHBIX YINOJIHOMOYEHHBIX UM JIMI, HA JOKYMEHTax U
KOIMSAX JTOKYMEHTOB.

13.10 Ilewatn u 1mITaMObl BBIJAIOTCA JUISI MCIOJIB30BaHMUS pabOTHUKAM,
OTBETCTBEHHBIM 33 HUX HCIIOJIb30BAaHUE M XPAaHEHHE IOJ NOJAINCH B XKXypHAJIE ydeTa
MeYaTeil U MTaMIOB.

Yyer mewaTredd W IITaMIOB YHMBEPCUTETA BEAECT YIPABICHUE JACIaMHU
YHUBEPCUTETA.

13.11 Ilpu wucnonp3oBaHMM B paboTe TMeyaTH M IITaMIbl XPAaHATCA B
3anuparomuxcsa mkadax (ceiidax) paOOTHHUKOB, OTBETCTBEHHBIX 3a XpaHEHUE U
MCMOJIb30BaHWE MEYaTEN U IITAMIIOB.

13.12 Ilepenava meuyaTeil W IITAMIIOB IMOCTOPOHHUM JIMIIAM HE JIOMYCKaeTCs.
BbIHOC nievarei ¥ ITaMIIOB 3a IPEIEbl YHUBEPCUTETA BO3MOKEH B UCKIIFOUUTEIIBHBIX
cllydasx IO PpEIICHUI0 pEeKTOpa YyHHUBEpCUTeTa (HalpuMmep, NpU MOANHUCAHUU
JIOTOBOPOB).

13.13 VYmnpapneHue nenaMyd YHUBEPCHUTETA €XKETOHO MPOBEPSET COOI0eHNE
pabOTHHUKAMHU YCIIOBUW WCIIOJNB30BAHUSA W XPAHEHHS TIe4aTed M IITaMIIOB B
CTPYKTYPHBIX MOAPA3ACICHUSAX YHUBEPCUTETA.

13.14 Tlpumenanve B HETOJHOCTh M yTPATUBIIKE 3HAYCHHUE TIEYATH M IITAMITBI
MOJJIeXkKAT BO3BpATy B YIIPABIEHUE AEJIaMHU, JUIsl LICHTPAJIU30BAHHOTO YHUUYTOKEHUS.

[leyaT yHHUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOM B >KypHaje
ydeTa neyaTen U ITaMIIOB.

13.15 [Ins oOmeHa SJEKTPOHHBIMH AOKYMEHTaMH mocpenctsBoM MOJIO B
YHUBEPCUTETE  JIOJDKHBI  MCHOJB30BAThCSl  YCUJIEHHBIE  KBaJIM(UIUPOBAHHbBIC
3JIeKTpOoHHbIE ToAnucH. COCTaB JTOJDKHOCTHBIX JIMI] U PaOOTHUKOB YHHUBEPCUTETA —
BIIAJICNIBIICB YCWJICHHBIX KBaTU(UIIMPOBAHHBIX DJIEKTPOHHBIX TOMMUCEH TOJDKEH
ONPENENATh PEKTOP YHUBEPCHUTETA.

13.16 Ilpu mnepemaye YHHMBEPCHUTETOM DJJEKTPOHHBIX JOKYMEHTOB Ha
AJIEKTPOHHBIN aJipec Opyrod OpraHu3alMu, a Takke g OOMEHa 3JIEKTPOHHBIMU
noKymeHTamu nocpenctsoM C3OJ B yHuBepcUTeTa U B €r0  CTPYKTYPHBIX
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MOJPA3ICTICHUsX MOTYT HCIOJIb30BaThCSl  YCHUJICHHBIE  HEKBATH(UIIMPOBAHHBIC
AJIEKTPOHHBIE MOMUCH W/WIIA POCThIE AJIEKTPOHHBIE MOANUCH (J1aliee — AIEKTPOHHAs
MOJAMKCH) B cOOoTBeTCTBUU ¢ DenepanbHbiM 3akoHOM OT 6 ampens 2011 r. Ne63-O3
«O0 3MEKTPOHHOMN TOJUCH.

13.17 DOnextponnbii gokyment B CDJl yHuBepcurera, MOAMMCAHHBINA
AJIIEKTPOHHON TOJNUCHIO, TPU3HAETCS PaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)kKHOM
HOCHTEJIE, MOAMUCAHHOMY COOCTBEHHOPYYHOMU MOAMUCHI0O U UMEET OJIMHAKOBYIO C HUM
IOPUIMYECKYIO CHITY TIPY OJTHOBPEMEHHOM COOJIIOJICHUU CIIEAYIONINX YCIOBUM:

—  KJIIOY ITOANMCH, OTHOCSIIMMCA K KOHKPETHOM JJIEKTPOHHOM IOIIHCH, HA
MOMEHT TIOAMHUCAHMS  JJICKTPOHHOTO JOKYMEHTAa SBJSETCS  JCHCTBUTEIHLHBIM
(IOCTOBEPHBIM), HE YTPATHII CUITYy (HE OTO3BaH);

— TOATBEpXKJI€HAa TMOJJIMHHOCTh OJJEKTPOHHOM TOJANMHUCH B 3JIEKTPOHHOM
JIOKYMEHTE;

— JlaTa ¥ BpeMs CO3[aHusl JIEKTPOHHOM nojnucu 3adukcupoBanbl B CO/L;

—  DJICKTPOHHAS TMOAMKCH WCIIONB3YETCSI B COOTBETCTBHH C YCTAaHOBJICHHBIM B
YHUBEPCUTETA PACTIPEICICHUEM TIpaBa MOIMUCH JOKYMEHTOB MEXY JOKHOCTHBIMHU
JUUAMU U paOOTHUKAMH.

13.18 T'enepanuio U XxpaHeHHEe KIOUYEH HEKBATUPUITUPOBAHHON U npocTor D11
B COJI noipkeH ocymecTBISITh anMuHucTpatop CO/JI.

13.19 CrpykrypHOE€ TmMOJpa3Ci€HUEe YHUBEPCUTETa B COOTBETCTBUU C
JIOKaJIbHBIM HOPMATHUBHBIM aKTOM YHHMBEPCHUTETA BEIET YYeT KJIIOYEH 3JIEKTPOHHBIX
MOJIMKCEN B CIIEMAILHOM KypHalie. Boljaua MaTepraibHbIX HOCUTENEH SJIEKTPOHHOM
MOJIMKUCH U X BO3BPAT MO UCTEYCHUHN CPOKA JCUCTBUS OCYIIECTBIISIETCS O] MOITUCH
pabOTHHKA B >KypHaJIE.

Bumbl  3JEKTPOHHBIX ~ TOANHCEH,  HCIOJIB3YEMBIX B YHUBEPCHUTETE,
YCTaHABJIMBAIOTCSI YHUBEPCUTETOM M 3aKPEILISIOTCS B JIOKATbHOM HOPMAaTHUBHOM aKTe.

13.20 Co3manme  mapojeil  aId  MOPOCTOM  DJACKTPOHHOW  TOITUCH
OCYIICCTBIISCTCS B TMOPSAKE, YCTAHOBJICHHOM JIOKAJIBHBIM HOPMATHBHBIM aKTOM
YHUBEPCUTETA, YCTAaHABIWBAIOIIUM TOPSIOK dKkciuryatanuu COJ] m mcmonbp3oBaHus
AJIEKTPOHHBIX MOAMKUCEH Tpu padboTe ¢ JOKYMEHTaMH.

13.21 Kurou »reKTpoHHOW moanucu, wucnonbdyemo B COJl, sBisercs
KoH(umeHManbkHOM  WH(OpManuer W 3amUIIaeTcss B COOTBETCTBHUM  C
3aKOHOJATeILCTBOM Poccuiickon denepanuu.

COI''TACOBAHO COI''TACOBAHO
[TpoTtoxon K FO3I'Y [TIpotokon OJIIK apxuBHOrO ympaBiE€HUS
oT «30» okTs10ps 2020 r. Ned Kypckoii obnactu

oT« __ » 2020 r. Ne
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[Tpunoxenune Nel
CxeMblI pacIonoKeHus: pEKBU3UTOB JOKYMEHTOB

[Ipu moaroroBke u OQOPMIICHHH JOKYMEHTOB HCIIOJIB3YIOT PEKBU3HTHI,
ompeneneHuss Kotopeix mpuBenensl B ['OCT P 7.0.8-2025 «CHUBU/I.
J1enonpon3BOACTBO U apXUBHOE JeJI0. TepMUHBI U ONIPEICTICHHUSI.

PexBU3UTHI TOKYyMEHTOB:

01 - rep6 (I'ocymapctBenHnsbiii Tep0d Poccuiickoit denepanuu, repd cyObekTa
Poccuiickoii  ®enepauuu, repd (repaJibIMYeCKHid  3HAK) MYHULHUIIAIBHOTO
oOpa3oBaHus);

02 - sm0OIema;

03 - ToBapHbIi 3HAK (3HAK OOCITYKMUBaHU);

04 - xox popMBbI TOKYMEHTA;

05 - HauMeHOBaHUE OpPraHU3alUU - ABTOPA TJOKYMEHTA;

06 - HauMeHOBaHUE CTPYKTYPHOTO MOAPA3ACIICHUS - aBTOPA TIOKYMEHTA;

07 - HauMeHOBaHUE JIOHKHOCTH JIMIIA - aBTOPa JIOKYMEHTA;

08 - cripaBouHBIE JaHHBIE 00 OPraHU3AIINH,

09 - HauMeHOBaHUE BUJIA IOKYMEHTA;

10 - naTa TOKyMEHTa;

11 - perucTpalOHHBIN HOMEP TOKYMEHTA;

12 - cchuTKa Ha PETUCTPAIMOHHBIN HOMEP U AaTy MOCTYIHUBIIETO TOKYMEHTA;

13 - MecTo cocTaBiieHUs (M3MaHUS ) TOKYMEHTA;

14 - rpud orpaHuYeHUs 1OCTyMA K JOKYMEHTY;

15 - anpecar;

16 - rpud yTBEpKIACHUS JOKYMEHTA,

17 - 3ar010BOK K TEKCTY;

18 - TekcT TOKyMEHTa,

19 - oTmMeTKa 0 MPUTIOKEHUU;

20 - rpud cornmacoBaHus JOKYMEHTA,

21 - Bu3a;

22 - TIOJINUCE;

23 - oTMeTKa 00 3JEKTPOHHOU MOIHUCH;

24 - rieyarsn;

25 - orMeTKa 00 UCITOJHUTEIIE;

26 - OTMETKA O 3aBEPCHHUH KOIIUH;

27 - OTMETKA O TOCTYIUICHUHU JOKYMEHTA;

28 - pe30IoLHus;

29 - oTMETKa 0 KOHTPOJIC;

30 - oTMeTKa O HAIMpaBJICHUH JIOKYMEHTA B JIEJO.
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Pucynok 1.1 — PacnonioskeHre peKBU3UTOB U I'paHUIIbl 30H Ha opmare A4 yrioBoro
OJlaHka
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Pucynok 1.2 — PacnosiokeHue pPEKBU3UTOB U TpaHMIBl 30H Ha (opmare A4

MPOJIOJBLHOTO OJIaHKa
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[Tpunosxxenue No2

dopma Oi1aHKa pUKa3a

MUHOBPHAYKHU POCCHUH
@enepanbHOE roCyIapCTBEHHOE 0I0/1KeTHOE 00pa3oBaTe/IbHOE YUpesKIeHHue
BbICIIET0 00pa30BaHUs
«lOro-3anaaublii rocy1apcTBeHHbIH YHUBEPCUTET)

(T03TY)

HNPHUKAS3

Kypck

O06opoTHast CTOpOHA MOCJEAHETO JUCTA MOJIMHHUKA MPUKa3a, HUKHSS 4acTh

IIpoexkT BHOCHT:

JIOmKHOCTD JInunas noanucey Nuunmane:, pamunms Jlara
Hcnoanurenn:

J1OJDKHOCTB JInyHas noAnuch Nuunuansl, pamumnus JlaTa
COI'TACOBAHO

JIOKHOCTB JIndHas noanuce Nuutmansl, pamunus Hara
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[Tpunosxxenue No3

O6pazen opopMiIeHUSI COBMECTHOTO TPHUKa3a

DenepajbHOE TOCYIAPCTBEHHOE OTKpbBITOE aKIMOHEPHOE
010/12KeTHOE 00pa3oBaTeJIbHOE 0o01IecCTBO
y4pexaeHue BbICIEero «Poccuiickue xejie3HbIC T0POTH»
o0pa3zoBaHus (OAO «PK]I»)

«IOro-3anagublii
roCy1apCcTBEHHbI YHUBEPCUTET»

(I03TY)

HNPHUKAS3

22 anpens 2019 r. Ne 157/236-OY-PXK]1

Kypck

00 oOpa3oBanum padoueidl rpynnbl 1O pa3padoTke M Ppeaju3anuu
NporpaMMbl  COTPYAHMYECTBA MO  00eCHeYeHUI0  JKeJe3HOJO0POKHOIO
TPAHCHOPTA HOBBIMHU BbICOK03()()eKTUBHBIMHU TEXHOJIOTHSIMH U KOHKYPEHTHOM
NPOAYKIMEH HA CPEAHECPOUYHY IO IEPCHEKTHBY

B menax ¢opmupoBaHus Moaxoja K TEXHUYECKOMY U TEXHOJOTUYECKOMY
MEPEBOOPYKEHUIO KEJIE3HOIOPOKHOTO TPAHCTIOPTAa MPUKA3BIBAE M !

...(Oanee mexcm)

KoHTpons 3a ucCnosHEeHHWEM HACTOSIIEro MpUKa3a BO3JOXHUThL Ha TMEPBOTO
MIPOPEKTOpa — MpOpeKkTopa Mo HaydHoil padbore IlerpoBa A.H. u crapmiero Buiie-
Mpe3uieHTa MO KOPMOPATUBHOMY VYIIPABICHUI0O W CTPATETHYECKOMY Pa3BUTHUIO
Pemernukosa B. 1.

Pexrop IO3I'Y [Ipesunent OAO «PXI»

C.I'. EmenbsHOB B.U. Axynun
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[Tpunoxenue Ned

®dopmMma Oi1aHKa pacToOpsiKEHUS

MUHOBPHAYKHU POCCHUH
@enepanbHOE roCyIapCTBEHHOE 0I0/1KeTHOE 00pa3oBaTe/IbHOE YUpesKIeHHue
BbICIIET0 00Pa30BaHUsA
«lOro-3anaanmplii rocy1apcTBeHHbIN YHUBEPCUTET)

(T03TY)

PACITOPANXEHM E

No

Kypck

O6opoTHas CTOpOHA MOCJEAHETO JINCTA MOAJIMHHUKA PACTIOPSKEHMSI, HUXKHSAS 4acTh

IIpoexkT BHOCHT:

JIOmKHOCTD JInunas noanucey Nuunmanst, pamuims ara
HcnosHurenb:

JIOmKHOCTB JInunas noanuck Nuunmanser, pamummst Jarta
COT'JIACOBAHO

JIOmKHOCTB JInunas noanucey Nuunmanst, pamuimst Jara
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[Tpunoxenue Ned

®dopmMa 6i1aHKa pacTIOPSHKEHUS] PYKOBOJIUTEINSI CTPYKTYPHOTO MOPA3CIICHUS

PACIMTOPAXKEHMJE

oT

(HauMEHOBaHUE CTPYKTYPHOI'O MOAPA3EICHHS)
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[Tpunoxxenue Neb
PexomenmyeMslii 00pa3zer] opopMIIeHHUS IPOTOKOIIA @

MHUHOBPHAYKHN POCCHUU
denepajibHOE ITOCYIAPCTBEHHOE OI0IKETHOE 00pa3oBaTe/ibHOE YUpe:KIeHue
BbICIIET0 00Pa30BaAHUA
«H0ro-3anaaHblii rocy1apCcTBeHHbII YHUBEPCUTET)

(T03TY)

HPOTOKOII

oT «25» utons 2020 r. Kypck Nel5

3aceIaHMs COBETA PeKTopa
[IpencenarenscrBytommii — C.I'. EMenbsiHOB
Cexperapp — CtpykoB A.H.

[TpucyrcrBoBaiiu 17 yenoBek (COMCOK mpuiaraercs).™

HOBECTKA JIHA
1. O Mepax o peanuzanuu GpeaepaibHON 1e1eBoi mporpaMmsbl. Jlokaaa mpopekTopa
1o yueoHou padore Jloktrnonosoi O.I'.

2. ..

1. CJIVITAJIA:

JloktnonoBy O.I'. — TeKCT qOKIaga IpUIaraeTcs
BBICTVYIINJIN:

@amunus U.O. — KpaTkas 3auch BbICTYILICHHUS.
PEHINJIA (ITOCTAHOBUJIN):

1.1 CdopmupoBaTh BpeMEHHbIE TBOPUYECKHUE KOJUIEKTUBBI [0 pealn3alry IPOEKTOB
dbenepanbHOM 11€7I€BOM MTPOTPAMMBL. ..
1.2 TloAroToBUTH W YTBEPAUTH IJIAHKI PAOOTHI 1O TIPOeKTaM (heepaabHON 1eJIeBOM

MPOTPAMMEBL. . ..
2. ...

IIpencenarenbCTBYOIIUI Iloamnuce C.I'. EmenbsaHOB
Cexkperapb [Toanuce A.H. CtpykoB

* JlonmyckaeTcs HaNMCaHHE NPUCYTCTBYIOIIMX B BHJE CHMCKa, Hampumep: IlpucyrcrBoBamm: ®amumus 1.0,
®avumms 1N.0., amunus U.0O.
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[Tpunoxenue Ne/

dopma Oj1aHKa 1€70BOr0 (CIIy’>KeOHOr0) MuchMa

MHUHOBPHAYKHN POCCHUH

DegepabHOE
rocyiapcTBeHHoe O10IKeTHOe
o0pa3oBaTe/ibHOE YUpexKaeHue

BbICIIIET0 00pa30BaHUA
«IOro-3anagublii

I‘O(!yllapCTBeHHbIﬁ YHUBEPCUTET»

(TO3TY)
yia. 50 net Oxkts0ps, . 94, r. Kypck, 305040
Ten./daxc (4712) 50-48-00
e-mail: rector@swsu.ru http://www.swsu.ru/
OKIIO 02068443, OT'PH 1034637015786,
WHH/KIIIT 4629029058/463201001

No

Ha Ne

JlenoBbie (Cry>keOHbIE) MUChbMA TOJMKMCHIBAIOT: PEKTOP, MPOPEKTOPHI, HHBIC
JIOJUKHOCTHBIE JIMIIAa B COOTBETCTBUM C 3aKOHoJaTeiabcTBOM P®d, nokymeHTamMu
MunoOpHayku Poccuu 1 BHyTpEHHUMU JTOKAJIbHBIMU aKTaMH YHUBEPCUTETA.

OtmeTka 00 ucrnosHUTENe OPOPMISETCS B COOTBETCTBUHU C 11.5.45 HacTosIen
MHCTPYKIIMH, a TaKXke MOXET O(QOpMIIATHCS KaK HUXHHUI KOJOHTUTYJ U TE4YaTaThCs
nIpu@TOM MEHBIIETO pazMepa.

*Hanpumep:

Nnenn Unea Wibuy, OTaen kaapoB, BEAYIIUN CIIEIIUATUCT
+7 (4712) 24-45-67, llyin_lv@swsu.ru
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[Tpunoxxenue Ne8

Oo6pa3zern opopMieHus aKTa

MHNHOBPHAYKHN POCCHUA

denepanbHOE
rocyJIapCTBEHHOE OFOKETHOE
00pazoBaTeIbHOE YUPEIKICHUE
BBICIIIET0 00pa30BaHUs
«Oro-3anaaHseiii TOCY1apCTBEHHBIN
YHHUBEPCHUTET

(FO31Y)
AKT
05.08.2020 Ne
Kypck

IMPOBCPKHU TCXHUYICCKOI'O COCTOAHUA
OPI'TCXHUKHU

OcnoBanne: mpuka3z HO3['Y ot 30.07.2020 Ne89 «O mpoBepke TEXHHYECKOTO
COCTOSIHHSI OPTTEXHUKH, UCIIOIB3YEMO KOMMEPUYECKUM OTACIOM).

CocrapineH: 3aM. HadaJdbHUKA WH(OOPMAIIMOHHO-TEXHUYECKOTO oTAena damuius
N.0.; Ha4yaJIbHUKOM KOMMEPUYECKOT0 oTAena Oamunus n.o.,
HavyaJbHUKOM yrpasieHus aeinamu @amunus 1.0.

B Xxone npoBepkH TEXHUUECKOTO COCTOSIHUSL OPITEXHUKU KOMMEPUYECKOT0 OTENa,
nposenennoi 05.08.2020, yctanoBieHO ...

[TpoBepkoii mpu3HAHBI HEMTPUTOTHBIMHE JIJISI IKCIITyaTaINN:

Hacrosimumii akT coctaiieH B 3 (TpeX) dK3eMILIsIpax:
1-# sx3emMIUIsip — HMH(POPMAIMOHHO-TEXHUYECKUNA  OTHAEN,  2-U DK3EMIUISIp —
KOMMEPUYECKUN OTIEI; 3-i SK3EMIUAP — yIpaBIeCHUE JICTaMH.

IHoxmuce N.0. ®amunusg
IHoamuce N.0. Gamumnus
IHoxmuce N.0. ®amunus
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[Tpunosxxenue Ne9

O6paszer ciryxe0HOHM U JOKJIATHOM 3aMUCKU

YnpasieHue genamu Hauanpauky CII
®amuinus 1.0.

CJIY)XEBHAA 3AITNCKA
10.09.2020 No20-21/49

O HeucnpaBHOCTU CUCTEM
OXPAaHHOM CUTHAIU3ALUU

HOBO)KY 1o Bamiero CBCACHU, YTO HC pa60TaeT OXpaHHasg CUTHAJIM3allud B

apxuBoxpanuiuiie Ne4.
[Ipotiry npUHSTH MEPHI.

HavanbHuK ynipaBiieHUs aei1aMu ITonnuce A.H. CtpykoB

VYnpasneHue nenamu Pexropy IO31'Y
npod. EmenbsanoBy C.I'.

JOKJIAJTHAA 3AIIMCKA
08.09.2020 Ne20-21/45

O0 WCIOTHEHUW  PaACHIOPSIAUTEITLHON
JOKYMEHTALUU

JloBo:ky no Bamero cBeieHus, 4TO pacnopsiAUTENbHAS JOKYMEHTALMS,
Haxoxsmascsa Ha koHTpoisie B mepuon ¢ 01.08.2020 roma mo 31.08.2020 roxa,
KpOME TPHUKA30B M PACHOPSHKEHHUH, CPOK HWCHOJHEHHUS KOTOPBIX HE HCTEK,
UCITOJIHEHA B MIOJTHOM O0BbEME.

HauvanbHuk ynpasiieHus aeiamMu [Tonnuce A.H. CtpykoB

[Tpunoxenue NelO
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[IpumepHbIii IepeveHb YTBEPKAAEMbIX JOKYMEHTOB

1. AKTBI (TPOBEPOK, PEBU3HIL; CIIMCAHMS; IKCIIEPTU3bI; JIUKBUIALINHN ).

2. I'paduku paboT, OTIYCKOB, CMEHHOCTH.

3. UHCcTpyKIIMU, JOHKHOCTHBIE HHCTPYKIIUH.

4. Knaccudukaropsl uHpopmMaIuu, 10KyMEHTOB.

5. Meroanueckrue peKOMEHIAMN, METOAUYECKUE YKA3aHUA U METOAUKHU.

6. Homenknatypa ies1 yHUBEpCHUTETA.

7. HopMbI 1 HOpMATUBBI (BPEMEHH, YUCICHHOCTA PaOOTHUKOB, pacxo/1a ChIphI U
MaTepUaJIOB, FJIEKTPOIHEPTHH).

8. Onmcu nen (MoCTOsTHHOTO, BpeMEHHbIX (CBbIlIEe 10 J€T) CPOKOB XpaHEHUS U 110
JUYHOMY COCTaRBY).

9. [lepeunu (10KHOCTEH, OpraHu3aIuii, BUJ0B HHGOPMAIIMH, TOKYMEHTOB).

10. ITonuTukwM.

11. ITonoxxenust (0 CTPYKTYPHBIX NOAPA3ACICHUSAX, IPEMUPOBAHUH, ATTECTALINH ).

12. Ilopsiaku.

13. IIpaBuna.

14. PernameHTsl (B TOM YHCJIE PETJIAMEHTBI OM3HEC-TIPOIIECCOB).

15. CtangapTsl yHUBEPCHUTETA.

16. YcraBsbl.

17. YauduuupoBanHbie (GOPMBI JTOKYMEHTOB.

18. IlltatHOE pacnucaHue.
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[Tpunoxenne Nell
[TpumepHBIii IepeueHb JOKYMEHTOB, 3aBEPSEMbIX [1€YaThI0 YHUBEPCUTETA

1.  ApxuBHas cIipaBKa.

2.  AKTHI (mpueMa 3aKOHYCHHBIX CTPOUTEIILCTBOM OOBEKTOB, 000PY/I0BaHUS,
BBITOJIHCHHBIX Pa0OT, OKa3aHHBIX YCJIYT, CIUCAHHS, DKCICPTH3BI, TpUeMa-Tepeaadn
JOKYMEHTOB H JIp.).

3.  byxranrepckue IOKYMEHTBHI (JIOTOBOpBI, OyXrajiTepcKasi OTYETHOCTb,
cdera, cyeTa-(pakTyphl, aKThl CBEPKH B3aMMOPACUETOB, aKThl IPHEMKH-TICpEaadn
OCHOBHBIX CPEJICTB, TOBAPHBIC HAKJIATHBIC).

4, JloroBOpHI, MEMOpaHAYMBI, COTJIAIICHUS O COTPYAHUYECTBE U
HaMEPEHUSX.

S. JlokymeHThl 00 00pa3oBaHuu U (WiK) O KBaUpuKauuu. JJokyMeHTbl 00
0OyYEeHUHU.

6. 3aKIIFO4YECHUSL.

7. 3a4eTHbIC KHUKKH.

8. Komnuu u BBINMHUCKU U3 JIOKYMEHTOB, BBIJIABAEMBIX JIJISl MPEJCTABICHUS B
JPYTUE OpraHU3allru.

Q. OOpa31pl OTTUCKOB MeYaTe ¥ MOoJANUcel pabOTHUKOB, UMEIOIIUX MPABO

COBEpIIATh (PUHAHCOBO-XO35MCTBEHHBIE ONEPALIUU.

10. TIlopyuyenus (OromkeTHble, OaHKOBCKHE, TICHCUOHHBIC; IIIATEKHBIE,
MHKACCOBBbIE B 0aHK Ha MOJyYE€HUE MHBAIIOTHI CO CYETOB, IEPEBOJ BATIOTHI).

11. TIlpencraBieHus W XojaTaicTBa (0 HArpakJICHUHM TOCYJIapCTBEHHBIMU
HarpajgaMu u npemusiMu). I'pamotsl. Jlumiomsl. biarogapuocTu.

12.  Peectpsl (4eKOB, MOPYUCHUN, TPECTABISIEMBIX B OaHK).

13. CuopaBku (BBI3OBBI, O J0X0JaX (PU3UYECKUX JIUII, O BBITUIATE CTPAXOBBIX
CyMM, O ©0allaHCOBOM CTOMMOCTH OCHOBHBIX (DOHIOB, 00 OOyd4YeHHH, TIO
NepPCOHUPUIMPOBAHHOMY y4Y€Ty, O(OPMIIEHHIO CTPaxOBbIX CBHUJETENIBCTB, IO
3alpocaM OpraHM3alMii, MO JOKYMEHTaM, IMpeAOoCTaBIsieMbIM B Cyd, — IO
HEOOXOIMMOCTH).

14. Crynenyeckue OWIETHI.

15.  Ortuets! 11 peCTaBICHUS B Ipyrye OpraHu3aluu.

16. YnmocroBepeHwust pabOOTHUKOB.
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[Tpunoxenne Nel?2
[IpuMepHBIif TepedeHb HEPETUCTPUPYEMBIX BXOASIINX JOKYMEHTOB *

1. AHKeThI (pe3toMe), HallpaBJsieMbIe B LENSIX TPYI0YCTPOMCTBA.

2. byxraarepckue JOKYMEHTHl (Oyxrajirepckas OTYETHOCTb, CUe€Ta, cyeTa-
GbakTypbl, aKThl CBEPKM B3aMMOpPACUYETOB, AaKThl IPUEMKHU-TIEpPEIayd OCHOBHBIX
CPEICTB, TOBAPHBIC HAKJIAIHBIC).

3. 'OCTpl, TeXHUYECKUE PETIaMEHThI, PYKOBOJSALIUE U IPYrHE€ JTOKYMEHTHI IO
TEXHUYECKOMY PETYJIUPOBAHUIO U CTAHIAPTU3ALIMH.

4. I'pacduku, HAPSIIBI, 3asIBKU, Pa3HAPSAIKH.

5. JIokyMeHThI (IPOEKThI JOKYMEHTOB), TPEOYIOIIME NONMUCAHUs (COTIaCOBaHUA,
YTBEPXKAEHUS ) U MOCIEAYIONIEro BO3BpaTa.

6. KonkypcHast TokyMeHTaIusl.

7. Hay4HO-TeXHUYECKasl U IPOEKTHAs JOKYMEHTALIHSL.

8. Koppecnonaenuus, C orcyrcTtBueM ykazaHus aapecanta: MO ornpasurens,
oOpaTHBIii aapec.

9. IleuatHble wu3naHusl (KHUTH, >KypHajbl, Ta3€Tbl), KaTajord, TEXHUYECKas
JaUTepaTypa, TEMaTUYECKUE U ClIeUalbHble COOPHUKH, IIIAKaTHI.

10. ITo3npaBuTenbHBIE MUCBMA W TEJIETPAMMBI, OJIaroJapCTBEHHBbIE MHUCbMA U
TeJerpaMMBbl, IPUTIIACUTENIbHBIE OUIIETHI.

11. IIperickypaHTHI.

12. ITpurnacurenbHble OUIETHI, IPUTIAILICHHUS.

13. IIporpammbl KOH(EpPEHLINIA, COBEIIaHUH.

14. PexnaMHble MaTepualibl (MMCbMa, TUCTOBKH, TPOCTIEKTHI, OYKIJIETHI).

15. YueOHble T1aHbl, IPOrPaMMBbI.

16. ®opMmsbl 1 OJ1aHKH, B TOM YKciie GOPMBI CTATUCTUYECKON M HHOW OTYETHOCTH.

* Ecim yxa3aHHbBIE TOKYMEHTHI OCTYIIIIN C COIPOBOANTENHFHBIM ITMCHMOM, IIHChMa PETUCTPUPYIOTCS B TTOPSIKE,
YCTaHOBJIEHHOM MHCTPYKLUEHN IO JEIONPOU3BOACTBY YHUBEPCUTETA
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[Tpunoxenne Nel3

dopMa HOMEHKJIATYpHI JIe]l YHUBEPCUTETA

®denepanbHOE TOCYIAPCTBEHHOE YTBEPXJIAIO
OropKeTHOE 00pa30BaATEIILHOE YUPEIKICHHIE
BBICIIIET0 00pa30BaHUS Pextop yHuBepcuTeTa
«tOro-3anaaHbIii rocyapCTBEHHBI YHUBEPCUTET)»
(FO31Y)
HOMEHKJIATYPA JEJI [Toammcs Pacmmdporka moamucu
Ha rox
Jlata
HNunexc nena 3aroJ0BOK neia KonnuectBo Cpok xpanenus| [Ipumedanus

ToMOB (dactei)| u Ne cratbu
10 IEPEYHIO
1 2 3 4 5

HazBanue paznena™

HavanpHuk ynpasieHus aejiaMu [Tonnuce Pacmngposka
IIOJIITUCHU

Jara

3aB. CEKTOPOM PErucTpalyy U KOHTPOJIS JOKYMEHTOB [Tonnuce PacmmpoBka

YIPaBICHUS JI€TaMU HOJIITUCHU

Jara

HauanbpHuk otaena apxusa IMonnuce Pacummdposka
MOJITUCH

Hata

COI''TACOBAHO YTBEPXIEHA
ITporoxon OK IO3I'Y IIporoxon DIIK apXuBHOrO ynpasieHuUs
Kypckoii o6nactu
oT Ne oT Ne

* Ha3BaHne paz/ena BKIIOYAET: IOJTHOE HANMEHOBAHHUE CTPYKTYPHOTO IOJIpa3IeIeH s] YHUBEPCUTETA U €r0 MHJICKC.
B koHIIe Ka)X10T0 pa3gena MPUBOAAT TOJKHOCTh OTBETCTBEHHOTO 32 JIENIONPON3BOICTBO CTPYKTYPHOTO MOAPa3/IeIeHuUs,
€ro MOAIUCH, UHUIUAEI, (HaMILTHIO
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Hrorosas 3anmchk o KaTCropugax U KOJIUYCCTBEC ACJI, 3aBCICHHBIX B

rojy B OpraHu3aluu @

Ilo cpoxam xpaHeHus

Bcero

B ToM umucie:

ITepexonsamux

C ormetkoii «IITK»

1

2

3 4

Ha 6ymaxxaoMm Hocutene

(npu HaIMUMKM TUOPUIHBIX JieN, TOM(2) Ha OyMa)KHOM HOCHTEJIE YUYUTHIBAIOTCS B paszeine Tadiuisl «Ha OymaxHoM
HOCHUTeJIey, ToM(a) Ha JIEKTPOHHOM HOCHUTEJIE YUUTHIBAIOTCS B

paszese TabauIbl «INEKTPOHHBIXY):

ITocTosiHHOTO

Bpemennoro (cBbie 10 ser)

Bpemennoro (g0 10 net
BKJIIOUUTEIIHHO)

DNEKTPOHHBIX

(npu HaIMUMKM TUOPUIHBIX /e, TOM(2) Ha OyMa)KHOM HOCHTEJIE YUUTHIBAIOTCS B paszeine Tadiuisl «Ha OymaxHOoM
HOCHTEJIE», TOM(a) Ha 3JIEKTPOHHOM HOCHTEJIC YIUTHIBAIOTCS B

azzeie TaOIUIBI « DITEKTPOHHBIX)):

ITocTossHHOTO

Bpemennoro (cBbiue 10 ser)

Bpemennoro (7o 10 net
BKJIIOUHUTEIIBHO)

HNTOI'O:

HauanpHuk ynpasienus nenamu
Jara

3aB. CEKTOPOM PEruCTpaIi U KOHTPOJIS JOKYMEHTOB

YIpaBICHUS AeIaMU
Jara

HauanpHuk oTnena apxupa
Jara

Tloamuce

Tloammce

Hrorossie CBCACHUA IICPCAAaHbI B apXWB

HanMeHnoBaHue TOKHOCTH paOOTHHKA apXHBa

(mara)

ITonnuce

Pacmm¢poBka noanucu

Pacmm¢poBka noanucu

Pacmm¢poBka noanucu

[Tonnuce Pacmm¢poska nogmnucu
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[Tpunoxenue Neld

dopMa HOMEHKJIATYPHI JIe]1 CTPYKTYPHOTO MOIpa3ieieHUs] yHUBEPCUTETA @

denepanbHOE TOCYIaPCTBEHHOE

OroKeTHOE 00pa30BaTENbHOE YUPEKICHUE
BBICIIIET0 00pa30BaHUS

«lOro-3amaaHeIii rocy1apCTBEHHBIH YHUBEPCUTET
(FO31Y)

HaumeHoBaHue CTpYKTypHOTO

NOJIpa3ICIICHHS
HOMEHKJIATYPA JEJI

Ha rog

Nunexc nena 3aroyioBOK ziena KonunuectBo |Cpok xpanenus| [lpumeuanus

TOMOB (4acteit)| u Ne ctaTbu
10 TIEPEYHIO
1 2 3 4 5

HaumenoBanue paznena

HanmeHOBaHUE JTOKHOCTH
PYKOBOJIHUTEJISI CTPYKTYPHOTO
NOJIPa3ICIICHHS (roAmHCH) (pactmpoBKa MOIUCH)

(mara)

* K HOMEHKJIAType Je€J CTPYKTYpPHOrO NOAPA3ACICHUSA IO OKOHYAHMM KaJEeHIAPHOTO rOJa COCTaBISAETCA
UTOTOBas 3alHCh C OMKCHIO JICKTPOHHBIX TOKYMEHTOB U JIE€JAETCSl OTMETKA O Mepe1aue UTOTOBBIX CBEJICHUN B
apXuB yIpaBJEHUS JielaMU
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[Tpunoxenue Nel5

OOpa3err akTa 0 BBIJICICHUN K YHUUTOXESHUIO el
C UCTEKIITUM CPOKOM XPAHEHHUSI IO YHUBEPCUTETY

denepanbHOE rOCYAAPCTBEHHOE
Oro[KeTHOE 00pa30BaTEbHOE YUPEKICHHUE
BBICITIETO OOpa30BaHUs

«tOro-3ananHbIii rocy1apCTBEHHBIH YTBEPXIAIO
yauBepcute (FO3I'Y)
(HarMeHOBaHHE rOCYIapCTBEHHOTO OpraHa, PeKTOp 031y

opraHa MECTHOTO CaMOYIPABIICHUS

AKT
No

(HaI/IMeHOBaHI/Ie AOJDKHOCTHU PYKOBOAUTCIIA UIIK UHOT'O

YIOJIHOMOYEHHOT'0 UM JINLA)
02.04.2024

(mata)

82

C.I'. EMenpsHOB

0 BbI/IeJICHHH K YHHYTOKEHUI0 (ApXMBHBIX)
JOKYMEHTOB, He MOIJIeKALINX XPAHEHUIO

(pactmmdpoBKa MOAMKUCH)
(moamucek)

02.04.2024

(mara)

Ha ocHoBanuun [Ipukaza denepanbHoro apxuBHOro areHTcTBa oT 20 nexadps 2019 r. Ne236
«O0 yrBeprkaeHnu Ilepedns THIOBBIX YIIPaBICHYECKUX apXUBHBIX JOKYMEHTOB,
00pa3yromuXxcst B MPOIECCe AeATENbHOCTH T'OCYAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO

CaMOYIIpaBJICHUS U opraHnsauHﬁ, C YKa3aHUECM CPOKOB UX XPAHCHUS»

(Ha3BaHME M BHIXOIHBIE JaHHBIE NIEPEYHS JOKYMEHTOB C YKA3aHUEM CPOKOB UX XPAHEHHS )
OTO6paHI>I K YHHUYTOXCHHUIO KaK HC HMCIOIIHC Hay‘IHO'HCTOpI/I‘IeCKOﬁ HEHHOCTH U YTpATUBIIUC
HpaKTI/I‘ICCKoe 3HAYCHUC IIOKYMCHTBI (1)0Hz{a

Ne 5-201
(Ne 1 HasBaHue GHoH/IA)
NoNe omucn | g eILXD. Komn Cpoxu
(Ipu BBIACNECHUY K
o 34roNOBOK J1e/Ia Pmronemo 110 omuen | 9€CTB | XpaHeHus u | llpumedanus
= - 0 J\Oo
(rpynmoBoii Tompr | Zokyventormpi \(yyyexc ol © NeNe
1'[/ I MOATOTOBKE AT K en CTaTeI‘;I mo
3ar0JI0BOK JIOKYMEHTOB) nepenate B apxie [HOMEHKJIAT :
opraHu3anuy, rpada ype ,Z[eJ'I) xp.(neﬂ) IIEPEYHIO
HE 3aI0JIHSEeTCS)

1 2 3 4 5 6 7 8
1 | Mecssuaple  TUIAHBI  TIO

J0X0JaM M pacxojam

OpraHu3aIu 2021 04-05 2 1 rox, m.247
2 | Ilepemnucka o

npuoOpeTeHu N

JKEIE3HOAOPOXKHBIX U

aBUAOUIIETOB, OIIATE

YCIIYT CPEJICTB CBSI3U 2021 03-07 1 1 ron, m.327

Hroro: 3 (Tpmn)

en.xp. (men anekTpoHHbIx jgen) 3a 2021

roabl.

(undpaMu 1 IPONHUCHIO)
Onuce Nel nenm mocrossHHOro Xpanenust HO3I'Y 3a 2021 ron yreepkaena OIIK «ApxuBHOTO
ynpasienus: Kypckoit o6nactu»

(HauMeHOBaHHE apXHUBHOTO YUPEKICHHS)

101
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npotokost or 02.03.2021  Ne

HavanpHuk oTaena apxuBa (moamuce) (pacumdpoBka MOANKCH)

02.04.2024

(z[aTa)

COI'ZTACOBAHO YTBEPXJEH
IIporokon OJIIK «ApXHMBHOIO YIpaBlIEHUS
[Iporoxon K FO3T'Y Kypckoii obnactu

0T 02.04.2024 Ne _ 32 or 04042024 123
JIOKyMEHTBI B KOJINYECTBE 3 (Tpex) el.Xp. (el 2JIEKTPOHHBIX J1eN):
— Ha OyMa)KHOM HOCHTEJIE S (ATH) KI' YHUYTOKEHBI
— Ha 3JIEKTPOHHOM HOCHUTEJIE C/IaHbl HA YHUUYTOXEHUE HET

cIocoOOM IIPEAUPOBAHUS

(cnoco6 YHUUYTOXKCHUS)

HaumeHoBaHue JOMKHOCTH paOOTHUKA, CAABILETO JOKYMEHTBI
HauanpHuk apxusa
Ilonnuce Pacmudposka moanucu
04.04.2024

(z[aTa)

HN3menenus B YUCTHBIC TOKYMCHTBI BHCCCHBI:

HauansHuk apxusa
IToamuce Pacmm¢poBka nognucu
02.04.2024

(naTa)
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deepaabHOE TOCYIaPCTBEHHOE
O10/)KeTHOE 00pa3oBaTEIbLHOE

dopma aKTa O BBIACICHUU K YHUUTOKEHUIO JIEJT
C UCTEKIIUM CPOKOM XPAHEHUS IO CTPYKTYPHOMY MOAPA3ACIICHUIO

YUpEeKICHUE BHICIIIETO 00Pa30BaHUS
«IOro-3anaanblii rocyapCTBEHHBIN
YHUBEPCUTET

AKT
No

O BBIJICJICHNHA K YHUYTOXKCHUTO

(apXuBHBIX) JOKYMEHTOB, HE
MO/JIEKAITUX XPAHEHHUIO

Ha ocHoOBanumu

nepeyHs

HJOKYMCHTOB,

YTBEPXIAIO

Pexrop HO3I'Y

®

C.I'. EmMenbsHOB

oOpazyromnmxcs B

202

T.

nmpoiiecce

JIeATeIbHOCTH MMHHCTEPCTBA HAayKHM M BbICIIero oOpa3zoBaHus Poccuiickoit
denepaliviu ¥ MOJABEOMCTBEHHBIX €My OpraHM3aluii, ¢ YKa3aHUEM CPOKOB XpaHCHHUS»
MuHHCTEpCTBA HAyKHM M BBICIIETO OOpa3oOBaHUs
Poccuiickoit @enepanuu ot 29.11.2023 Ne 1111) oTtoOpaHbl K YHUUTOKEHHUIO KaK HE
MMEIOIME HAYYHO-UCTOPUUYECKOM LIEHHOCTH U yTPATUBIIME MPAKTUUYECKOE 3HAYCHUE
JTIOKYMEHTBI HAUMEHOBAHUE CIMPYKMYPHO20 NOOPA30eleHUs

(YTBEpXKACHHBIA TIPUKA30M

Ne en.xp. | Konnue Cpoku
3aroJoBOK Jiena IO ONUCH | CTBO | XpaHeHus u | [Ipumeuanus
Ne . NeNe
(rpymnmoBoii I'oxbr (MHIEKC 10| €. NoNe
/1 OINCH) .
3aroJ0BOK JOKYMEHTOB) HOMEHKJIATKp.(J1es1) | craTeif mo
ype 1en) TIEPEYHIO
1 2 3 4 5 6 7 8
1
Htoro: nudpoii (mponuceio) €. Xp. 3a roj
PykoBoauTeNb CTPYKTYPHOTO NO/Apa3AeiaeHus (IOIKCh) (pacmudpoBKa MOIMUCH)
Hcnonaurens (moamuce) (pacmmdpoBKa MOAMKCH)
COI'JTACOBAHO:
HauvanbHuk oTnena apxusa (moamnuce) (pacuudpoBKa MOAMKCH)
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[Tpunoxenne Nel6

O6pazer; opopMiIeHUS JIMCTa-3aBEPUTEIIS Jiea

Jlucr-3aBepurens aena No

B nene noammTo 1 mpoOHyMEpOBaHO JINCTOB,
(mmpaMu 1 IPOIHCHIO)

c No mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpPA JINCTOB

MPOMYIIIEHHbIE HOMEpA JTUCTOB

+ IMCTOB BHYTPEHHEN ONMUCHU

OcobeHHocTH (HU3UYECKOTO COCTOSHUS Howmepa nucros
1 GOPMUPOBAHUS JIeIIa
1 2

HauMenoBaHnue 1OJKHOCTH
paboTHUKa [Toanuck Pacummdposka noanucu

JlaTta
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[Tpunoxenue Nel7

®opma ohopmIIeHHS BHYTPEHHEHN ONMKUCH

BHyTpeHHsisl onIMCh JOKYMEHTOB Jejia Ne

No | PeructpauiOHHBII Hara 3aroJioBOK NoNe nucroB [Ipumevanus
/i Ne nokymenta JIOKyMEHTa JIOKyMEHTA nerna
1 2 3 4 S) 6
Hroro JTOKYMEHTOB.

KonnyecTBo IMCTOB BHYTPEHHEN ONMCH

(unpaMu ¥ TPOMUCHIO)

HanmenoBanne J10IKHOCTH JuIia,
COCTaBHUBUICT'O BHYTPCHHIOKO OIMUCH

JIOKYMEHTOB JieJia

(unpaMu ¥ TPOMUCHIO)

(moamnuch)

(nara)

(pacumgpoBKa MoIIMKICH)

®
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[Tpunoxenue Nel8

O6pazen opopmieHus: 0OJIOKKH Jieia

MHNHOBPHAYKHN POCCHUA

denepanabHOE TOCYJaPCTBEHHOE OIOIKETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIIETO 00pa30BaHuUs
«IOro-3anaanbiii rocy1apCTBEHHBI YHUBEPCUTET
(rO31Y)

HanmMeHoBaHME CTPYKTYpHOIO MOApPa3AeIeHUs

I[CJ'IO Ne , TOM Ne

(3aroJI0OBOK jeina)

(kpaiinue 1aThl)

Ha JIMCTax
XpaHUTh
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[Tpunoxenne Nel9
O06pazen opopMIIeHHS OTIHCH e, IEPEIaBaEMbIX B apXUB YHHUBEPCUTETA

®enepaibHOE TOCYIAPCTBEHHOE
O10/KEeTHOE 00pa30BaTENILHOE YUPEKICHHUE
BBICILIETO 00Pa30BAHUS

«¥Oro-3anagHelif rocygapCTBEHHbIN
yauBepcute» (FO3I'Y)

HaumeHoBaHuE CTPYKTYpHOTO NOJpa3eICHUS

OITNCDH Ne
nen
3220 -20  y4eOHBIH roa

NoeNe | MHpekc 3aroioBOK Kpaiiaue Cpok KomnuectBo | [Ipnmeuanne
n/n aena aena JAThI XpaHEHHUs JIUCTOB
1 2 3 4 5 6 7
1
2
B maHHyIO Onuch BHECEHO Jen

(undpamu ¥ MPONUCHIO)
¢ Ne mo No , B TOM 4HCJIC:
JIMTCPHBIC HOMCpaA:
IMIPpOIIYHICHHBIC HOMCpPA:

HaunmenoBanue noimkHOCTH
PYKOBOJUTEIIS CTPYKTYpPHOTO
MOAPAa3ACICHUS (mognuce)  (pacumdpoBKa MOIMUCH)

COI'JTACOBAHO
HaunmenoBanue noimkHOCTH
pykoBojuTens ciyx0sl JJOY

(moamuce) (pacummgpoBKa MOAMUCH)

« » 20 T.

Ilepenan Jen
(TdpaMu 1 TPOMUCHIO)

OTBETCTBEHHBIH 32 IETONPOU3BOACTBO (mogmucek)  (pacmmdpoBKa MOITUCH)

[Tpunsn el
(1mdpamu ¥ IPOITUCHIO)

HauanbHuK apxyBa ynpaBiieHUS JeIaMU (monmuck)  (pacmudpoBKa MOATUCH)

« » 20 T.
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[Tpunoxxenue Ne20

O6pa3eu CBO,Z[HOI>'I OIIMCHU OCJI IIOCTOAHHOI'O XPpAaHCHU S

denepanabHOE TOCYJaPCTBEHHOE

6IO,H)KGTHOG O6paBOBaT€HLHO€ YUpPCIKACHUC

BBICILIETO 00pa30BaHMs
«¥Oro-3anaaHblii TOCY1apCTBEHHBIN
yauBepcute (FO3I'Y)

®Donpg Ne P-724

Ommce Ne

JIeJ TIOCTOSTHHOTO XPaHEHUs
320 T.

YTBEPX/IAIO
Pexrop IO3I'Y
C.I'. EMenbsaHOB

« » 2020 r.

Ne | NMupexc | 3aroJyioBok jaerna

/o nena

Kpaiinue natel

KomnnuectBo
JINCTOB

[Ipumeyanue

1 2 3

4 5 6

B nanHbIi pa3gen onucu BHECEHO

( ) men

c Ne

1o Ne , B TOM 4HCIIC:

(mmpaMu ¥ IPOTTUCHIO)

JMTEPHBIC HOMEpa:

IIPONYILIEHHBIE HOMEpPA:

HanmMenosanne n10mKHOCTH
COCTaBUTEIS OIHUCHU

HavaneHuk apxuBa
YIIPaBJICHUS JI€JIaMU

JlaTta

COI''TACOBAHO
[Iporoxon K IO3I'Y

oT Ne

N.0. amunus

Iloamuce

N.0. amunus

Iloamuce

YTBEPXIEHO

[Iporoxon DIIK apxuBHOro ynpapieHUs
Kypckotii obnactu

0T Ne
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[Tpunoxenne Ne21

OO6pa3elr CBOIHOM OTKCH JIEJT TIO0 JIMYHOMY COCTaBY

denepanbHOE rOCYIaPCTBEHHOE
O10/KeTHOE 00pa30BaTENIbHOE YUPEKICHNE
BBICIIIETO 00pa30BaHUA

«IOro-3anaaHblil roCyJapCTBEHHBIIH
yauBepcute (FO3I'Y)

®Donpg Ne P-724

Ommce Ne

JIeJT 110 JIMIHOMY COCTaBY
320 T

YTBEPXJIAIO

Pexrop IO3I'Y

C.I'. EMenpsiHOB
2020 r.

« »

No
No
/11

3aroJjioBoK
nesa

Hunexc
nena

Kpaitnue
JIAThI

KomuuecTBo
JIUCTOB

Cpoxk
XpaHEeHUs

[Ipumeuanue

1 2 3 4

5 6

B nanHbIM pas3iesn onucu BHECEHO

) nen

c Ne 1o Ne , B TOM YHCIJIC:
(undpamu ¥ MPONKUCHIO)

JINTEPHBIC HOMEPA:

MPOIYILIECHHbIE HOMEDPA:

HanmMenoBanne n10KHOCTH

COCTABUTEIS OIIUCH IMoamnuck N.0. ®amunus

HavanpHuk apxuBa

YIIPABJICHUS JI€IaMU IMoamnuck N.O. ®amunus

JlaTta

COT'JTACOBAHO COI''TACOBAHO

ITporoxon OK IO3I'Y ITpotokon JIIK apxuBHOro ynpasieHUs
Kypckotii obnactu

oT Ne oT Ne
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JIMCT coriacoBaHus

OcHoBaHue 1151 pa3padoTKH: IUIaH pa3pabOTKU U aKTyalu3aluu JOKYMEHTALUNU CUCTEMbI

(HaumeHoBaHUe, dama u Homep OOKyMeHma)
MEHEDKMEHTa KauecTBa yHuBepcurera Ha 2020 rox

JIONKHOCTD Ioanucek :{a::::;z’:”l JlaTa
Paspaboran: E:::S;H”K yHpapeHit Z CrpykoB AH. |74 77 1000
IIposepen: E:::;IZHKK e %}Z CrpykoB AH. | L4 77 AcD
CoraiacoBau: E:}?g:::[:g SRR /%57 .| Jlapuna O.I'. LY. AL LENHE
pna%oolieeKTOP 1o y4eOHo# s '/ Jloxtnonosa O.T". A [ 2002
I I e
2}01(2 izl;g;;}y/lﬂm /’7%/ Boupapesa B.B. | A%.11.2020
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JIMCT 03HAKOMJIEHU S
C 10KyMEHTOM O3HAaKOMJICH:

damuius, HHUIMAJIbI JlaTa o3HAKOMJIEHUS IHoanucn
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JIeT perucrpanuu u3MeHEeHU

Homepa crpanun OcHoBanmue ais
Homep Bcero
JlaTta H3MeHeHUs U MOANUCH JHLa,
U3MEHECHUSA H3iMe- 3aMEHECH-| AaHHYJIHPO- CTpaHUI
HEeHHBIX HBIX BAHHBIX HOBBIX NMpoBOAUBLICI0 U3MEHECHUSA
1 47 - - - 1 30.05.2022 [IIpuxka3z Ne 663 ot 25.05.2022
JI.LH. KycroBa
2 67 - - - 1 12.05.2023 [[Ipuka3 Ne 595 ot 11.05.2023
JI.LH. KycroBa
3 4 - - - 1 12.10.2023 [[Ipuxa3 Ne 1421 ot
12.10.2023 JI.H. KycroBa
4 47 - - - 1 16.10.2023 [[Ipuka3 Ne 1424 ot
12.10.2023 JI.H. KycroBa
5) 47 - - - 1 20.11.2024 ([[Ipuxa3 Ne 1611 ot
19.11.2024 JI.H. KycroBa
6 2,3,4,81, - - - 14 | 27.03.2025 |[[Ipuka3 Ne 246 ot 03.03.2025
88- JI.H. KyctoBa
92,93,95
7 47 - - - 1 27.03.2025 ([[Ipuxa3 Ne 321 ot 18.03.2025
JI.LH. KycTtoBa
8 1 - - - 1 18.12.2025 ([[Ipuka3 Ne 1589 ot
17.12.2025 JI.H. KycroBa
9 4,9,10,13, - - - 15 25.12.2025 [Ipuka3 Ne 1626 or
34,37,38, 24.12.2025 JIL.H. KycroBa
40,43-
46,49,51,
73
10 1 - - - 1 25.05.2026 [IIpuka3 Ne 599 ot 25.05.2026
JI.LH. KycrtoBa
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