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1 O6mue mosioxkeHust

1.1 MucTpyKims mo IenonpoussoncTsy (manee — Wuctpykims) B denepansHoM
FOCYIapCTBEHHOM OHOIKETHOM 0GPa30BATENEHOM YUDPEXKIEHHH BHICIIEro obpazoBaHus
«Ps3aHCKMI TOCYIapCTBEHHBIH MeIuIUHCKU YHUBEPCUTET MMEHM akagemuka W.IT.
[TaBnoBa» MunucrepcTna 3ApaBooxpaHeHus Poccuiickoit ®enepanuu (mamee -
YHUBEPCHUTET) COCTaBIEHa B COOTBETCTBUM ¢ TIONOXKEHHUSIMH HOBOTO HannonanmsHoro
cranapra Poccutickoit ®enepanuu IOCT P 7.0.97-2016.

1.2 Hactosamas MHCTpyKIuUs SBISETCS JIOKATBHBIM HOPMAaTHBHBIM aKTOM, perja-
MEHTHPYIOLINM TEXHOJIOTHIO PabOThI C JOKYMEHTAMH, ¥ YCTAHABIIMBAET €IHHbIE Tpebo-
BaHUs K IOATOTOBKE, 00paboTKe, XpaHEHHIO U HUCIIONL30BAHUIO 00pasyrommxcs B nesi-
TENBHOCTH Y HUBEPCHTETA JOKYMEHTOB, COBEPIICHCTBOBAHMUIO JEeJIONIPOU3BOICTBA Y HU-
BEPCUTETA U TIOBBIIIEHHUIO €ro 3(h(HEeKTUBHOCTH.

1.3 IIpaBoBBIM OCHOBaHHEM I/ pa3paGOTKH WHCTpYKIMHK SBIAIOTCS 3aKOHOMa-
TCJIBHBIE M MHBIC HOPMATHBHBIC MPaBOBbIC akTl Poccuiickoit Oeneparmu B chepe uH-
(opManuy, TOKYMEHTAIUU | apXUBHOTO /A

1.3.1 @enepansHblit 3ak0H ot 22.10.2004 Ne 125-®3 «O6 apXMBHOM Jienie B Poc-
cuiickoit Oeneparum».

1.3.2 ®enepanbHsiit 3ak0H ot 02.05.2006 Ne 59-B3 «O TIOPSAZIKE PACCMOTPEHMSI
obpammenuii rpaknan Poccuiickoii Deneparum».

1.3.3 ®enepansusrit 3ak0H oT 27.07.2006 Ne 149-®3 «O6 uHpopMannu, uHdop-
MaIHOHHBIX TeXHOIOTHAX H O 3aIIUTE HHPOPMAITHI.

1.3.4 TOCT P 7.0.8-2013 Crictema CTaHAApTOB 11O uHopManmu, 6UGIHOTEUHO-
MY ¥ M3NaTeIBCKOMY Jely. [IeTonponsBOACTBO U apXUBHOE Heno. TepMUHb! Opesee-
HUS.

1.3.5 TOCT P 7.0.97-2016. Cuctema cTaHIapTOB TI0 nHOpMaunu, GubanoTey-
HOMY M H3MaTeNbCKOMY Jeny. OpraHu3alMOHHO-PACIOPSAWTENbHAS TOKYMEHTAIUS.
Tpebosanus k opopmnennto noxkymentos. HacTosmmit CTaHIapT paclpoCTpaHsIeTCs Ha
OPTaHN3alIMOHHO-PaCIOPSINTEIBHBIE JOKYMEHTHI: YCTABEI, [TOJIOKEHUS, TPABUIIA, HH-
CTPYKLMH, DETIAMEHTEI, [IOCTAHOBICHHUS, PACIOPSIKEHHS, [PUKA3bl, PEIIEHNS, IPOTO-
KOJIBI, NTOTOBOPHI, aKTBI, MMChMA, CIPABKU U Ap. IlonoxeHns HacTosmero craHmapra
PaCIpOCTPaHsIOTCA Ha NOKYMEHTHI Ha OYyMa)KHOM U 3JIEKTPOHHOM HOCHTEIISX.

1.3.6 TOCT P MICO 15489-1-2017 Cucrema CTaHIapTOB 10 nHbOpMaLuH, 6Ub-
JTHOTEYHOMY U U3NATCIILCKOMY NIelTy. YTIpaBieHue fokyMeHTamu. ObImye TpeGoBaHus.

1.3.7 Ilpukas POCAPXVBa «O6 yTBepneHnu I IppumepHO# MHCTPYKIMH IO 1ie-
JIOTIPOMU3BOACTBY B IOCYNapPCTBEHHBIX OPraHU3aLHIXY.

1.4 MHCTpYKIMA 110 NeTONpPOM3BOICTBY pa3spaboTaHa B LelsIx COBEPILIEHCTBOBA-
HUs 1 TIOBBIIEHUS 3 EKTUBHOCTH PaGOTHI C JOKYMEHTAMH ITyTeM periiaMeHTaIliy Ha
€IMHOH TIPaBOBOX ¥ METOIMYECKON OCHOBE IIPaBHIT [IOATOTOBKH JOKYMEHTOB, TEXHOJIIO-
THH paboThl ¢ HUMH, OPTAHM3AINH UX TEKYIIEro XPaHEeHHUS U [TOATOTOBKH K Tepemaye B
apXuB OpraHU3alINH.

1.5 MHCTpyKims ycTaHaBnMBaeT TpeGoBaHMS K JOKYMEHTHPOBaHHIO yIIpaBJIeH-
HECKOH NEeATeNPHOCTA W OPTaHM3aluy PaboTHl C JOKYMEHTAMH B JEJIONIPOU3BOACTBE
YHHUBEPCHUTETA.

1.6 IlonoxeHus MHCTPYKUMK PAacTIPOCTPAHSIOTCS HA OpraHM3aluio paboTs ¢ op-
TaHA3AIMOHHO-PACIIOPSAUTEIHEIME  IOKYMEHTAMH HE3aBUCUMO OT BHIA HOCHTENS,



BKJIIOYasd MOATOTOBKY, PETUCTPALMIO, YUET M KOHTPOIb HCIIOMHEHNS JOKYMEHTOB, Op-
TaHU3ALMIO UX TEKYIIEro XPaHEHUs, OCYIUECTBISEMbIE C TTOMOIIBIO UHGOPMAIHOHHO-
KOMMYHHKALIMOHHBIX TEXHOJIOTHIA.

1.7 Ocobennoctn opranusarmm paGoTs! ¢ AOKYMEHTaMH, COIEPIKAIIMMK HH(OP-
MamHio OTPaHMHYCHHOTO JIOCTyMa (KOMMEpPYECKyHo TaifHy, NMepCOHANbHBIE TaHHBIE
VHYIO KOHOUIEHIMATBHYI0 HHOOPMALHIO), PErynupyrOTCs OTAENBHBIMH HOPMATHBHBI-
MH aKTaMH, YTBEPKJaeMBIMH PEKTOPOM YHHBEPCHTETA.

1.8 Opranuzanus, Benenue u COBCPIIEHCTBOBAHME JEIOMPOU3BOICTBA HA OCHOBE
€IIMHON IIONIMTUKK M TIPHHIMIIOB, IIPHMEHEHNE COBPEMEHHBIX MH(DOPMAI[HOHHBIX TEX-
HOJIOTUH B paboTe ¢ JOKYMEHTaMH, METOIHIECKOe PYKOBOJCTBO ¥ KOHTPOJIBb COOIIIOE-
HUSL TIOpANKa pabOThI ¢ TOKYMEHTAMH B TIO/pa3IeeHUAX OpraHU3aluy BO3JIaraeTcs Ha
CTPYKTYPHOC NOIpasiesieHue, OTBETCTBEHHOE 3a BE[EHUE NeTONPOU3BOICTBA - KaHLIe-
JSPHUIO Y HUBEPCHUTETA.

Kanuenspus YHuBepcuteta neficTByeT Ha OCHOBAHUY [IOJIOKEHHS O HeH, yTBep-
KIACHHOE PEKTOPOM YHMBEPCUTETA U ONpENeNSIONee 3a0aul I GyHKUIMH moapasgene-
HUsL, €T0 IIpaBa ¥ OTBETCTBEHHOCTD.

1.9 OtBeTcTBEHHOCTE 32 OpraHu3almIO paboTHI ¢ TOKyMEHTAMH B [Opa3IeeH -
AX YHHUBEPCHTCTa BO3JAracTCs Ha PYKOBOAHTENEH 3THX IMOApasIesIeHHA, Henocpen-
CTBCHHOC BEICHUE NENIONPOU3BOICTBA B MOJPA3EICHUIX By3a OCYIIECTBIAETCS JIeN0-
TMIPOU3BONIUTENIEM HIIM HUHBIM PaOOTHUKOM TOApa3felieHus], Ha KOTOPOIO BO3JIOKEHbI
00SI3aHHOCTH 110 BEAEHHIO JENONPOU3BOICTBA.

1.10 HomxHoCTHBIE 0653aHHOCTH, IIpaBa ¥ OTBETCTBEHHOCTH PA0OTHHUKOB KaHIlEe-
JIApYH, NCTONPOU3BOJMTEINICH MOIPA3AeNeH!: U UHBIX PaOOTHUKOB, OTBETCTBEHHEIX 34
OPTaHM3aIHIO PAabOTHI C JOKYMEHTAMH, OIPENEIISIOTCS NOIKHOCTHBIMM UHCTPYKILUSIMHU.

1.11 Ha mepuon otiycka, KOMaHIMPOBKH, 60JE3HH HITH B CIy4Yae YBOJIbHEHHS
PabOTHUKH CTPYKTYPHBIX TOJpa3/iesieHuid YHUBEpCUTETa O00A3aHBI IIepenaBaTh BCe
HaXOIAIIMECH Ha MCIIONHEHUH NOKYMEHTBI JENONPOU3BOIUTENIO MONPA3ECHUs WK
IpYroMy pabOTHHKY 10 YKa3aHHIO PYKOBOIUTENS IIOApa3aeeHusl.

IIpu cmene nemonponsBonuTeNns MoIpasHeNeHus COCTABISETCS aKT npueMa- Ie-
penayn JOKYMEHTOB U Jel.

1.12 Conepxanue ciIy)eOHBIX TOKYMEHTOB HE MOIIEKHT pasriameHuro. Biau-
MOJIEHCTBUE CO CPE/ICTBAMU MaccoBol HH(BOpMALWH, nepegavya UM KakoH-mubo uH-
(GopMaITiy UK [OKYMEHTOB ¥ WX KOITHH AOITYCKAETCS TOJIBKO C PaspelIeHts: peKTOpa.

Pabotauxu By3a mecyt AHMCIUIUTMHAPHYIO, aAMUHUCTPATUBHYIO W WHYIO, yCTa-
HOBJICHHYIO 3aKOHOIATENBCTBOM Poccuiickoit Menepalini, 0TBETCTBEHHOCTD 34 Hapy-
IICHHE CPOKOB XpaHEHHS IOKYMEHTOB, yTPaTy U HECAHKUMOHUPOBAHHOE YHUUTOKEHHE
CITyeOHBIX TOKYMEHTOB.

1.13 I'lpu yTparte 1OKyMeHTORB ACTIOIPOM3BOAUTEND [TOJPA3AENIeHN HHPOPMUPY-
©T PYKOBOAUTEILS CTPYKTYPHOI'O MOIPA3NENEeHUst U KaHIENSIPHIO YHuBepcuTeTa, mocie
9€ro OpraHu3yeTCs PO3BICK TOKYMEHTOB.

Eciu posbIck JTOKyMEHTOB He maer pe3ybTaTa COCTABISETCA aKT, B KOTOPOM
YKA3BIBAIOTCA NAHHBIE YTPAYEHHOrO NOKYMEHTA, a TAKKe OOCTOATEIbCTBA, IIPU KOTO-
PBIX IIPOM3OIIIIA yTPaTa, MOC/Ie Yero NPeANPUHIMAIOTCS MEpHI [0 3aMeIeH IO TaHHOrO
AOKYMEHTAa 3aBEPEHHOMN KOIMe! TOKYMEHTa.



1.14 MIHCTpyKUHs 1O TENOMPOU3BOACTBY YTBEPKAACTCS IPHKA30M pekTopa YHU-
BEpCHUTETA.

1.15 B nensx opranmsanyu paGoTHl ¢ IOKYMEHTAMH B (UIHaNe VYHuBepcureta
MOXeT OBITh BBEl€Ha MHCTPYKLHH I10 OpraHM3aiuy paboThl ¢ JOKYMEHTAMH, HOTOJ-
HSIOIIAsT TaHHYIO0 HHCTPYKIIHUIO 110 JIEJIONPOU3BOACTBY, HO HE MPOTHBOPEYALIHE eif.

1.16 Ilpasuia paGoTsl ¢ JOKyMEHTaMH B CHCTEME 3IEKTPOHHOrO JOKYMEHTO060-
poTa opranmsanuyu (nanee — COJI) ¥ MHBIX HHOOPMALMOHHBIX CHCTEMAX, B KOTOPBIX
OCYILECTBIIICTCS CO31[aHue (BKIFOUCHUE) ¥ XpaHEHHE JOKYMEHTOB, He NOIKHBI BXOIUTH
B IPOTHBOPEYHE C MOTOXEHUAMH HHCTPYKIUHU TI0 eONPOU3BOICTRY.

2 JIoKyMeHTHpPOBaHHe YN PAaBJeHYeCKOH JesITeTbHOCTH

2.1 B COOTBETCTBUHM C 3aKOHONATENBCTBOM Poccuiickoit Deepaliu, TOKaTbHBI-
MH  HODMaTHMBHBIMHM  aKTaMHW  yHHBEPCHTETAa  M3JAIOTCS  OPraHM3al[MOHHO-
paciopsAIUTEIbHBIE TOKYMEHTEI. :

2.2 OpraHu3alOHHO-PACIOPSAUTENBHBIE JOKYMEHTE], CO30aBacMble B JESTENb-
HOCTH B YHUBEPCHUTETE, JIOJKHBI OBITH 0QOPMIICHBI 10 MPaBUIIaM, YCTAHOBIECHHBIM HH-
CTPYKLHEN 10 AETONPOU3BOJICTRY.

BHocuTh Kakue-muOO MCIpaBIeHHS WM J00aBieHWs B MOANMCAHHEIE (YTBEp-
KIIEHHBIE) TOKYMEHTEI HE OIYCKAETCH.

2.3 OcobennocT 0QOpMIIEHHS JOKYMEHTOB, CO3/[aBAEMBIX B CTPYKTYPHBIX TTOI-
Pa3NENEHUAX U OTPAKAOMNX CHEUUMUKY UX AEATENHOCTH, a TAKXKe MPABUIA OPTraHu-
3aliM paboThl ¢ NAaHHBIMH JTOKYMEHTAMH MOTYT yCTaHABIMBATHCS OTHEIBLHBIME JIO-
KaJbHEIMHA HOPMATHBHBIMU aKTaMH.

2.4 Coznanune noxymeHToB B COJI OCYIECTBIAETCS C HCIONB30BAHKUEM IIIabII0-
HOB OJIAHKOB JOKyMEHTOB ¥ IaGJIOHEI JOKYMEHTOB.

ONEeKTPOHHbIE Ma0NOHEl JOKYMEHTOB JOJDKHBI OBITh MIEHTHYHBI GITaHKAM JOKY-
MEHTOB Ha OyMa)XHOM HOCHTEIE.

2.5 Jlnst co3nanus TOKYMEHTOB, OTPAKAIOIIKX CHEMU(HKY AeATETbHOCTH CTPYK-
TYPHBIX NTOIPA3JCNICHUH, U YIIPaBIEHNS JaHHBIMH JOKYMEHTAMH MOT'YT HCIIOJIb30BaTh-
Cs IpYyrue MHPOPMAIIMOHHEIE CHCTEMBI.

2.6 [lokyMeHTHI B yHHMBEpCUTETe ODOPMIISIOTCS Ha GIaHKaxX MM CTaHIAPTHBIX
nucTax Oymaru dopmara A4.

2.7 JInst ©3roTOBIEHUS TOKYMEHTOB UCIIONB3YIOTCH:

— OnaHk mpHKasa;

— OJIaHK pacCIOpsKEHHUS;

— OJaHK mMChMa I BEIEHHS [EPENWCKU C OPTaHM3AlMSIMH M IpakIaHaMH,
HaXOIIIIMMHUCS Ha TeppuTopuu Poccuiickoit ®enepanyy;

— OnaHK MEChMa ¢ PEKBU3HTAMU Ha PYyCCKOM ¥ OJJHOM M3 HHOCTPAHHBIX SI36IKOB
IJIS BEICHUS TIEPETIUCKY C 3apyOeKHBIMH KOPPECIIOHIEHTAMH.

Moryt nernons3oBatbes apyrue 6aaHKy: GlIaHK TPOTOKONA M Ip.

2.8 IIpu u3naHwy NOKyMEHTOB Ha CTaHIAPTHBIX JIMCTaX GyMard Ha HUX BOCIIPO-
M3BOIATCA PEKBU3UTBI, HEOOXOMMMBIE [/ TOKYMEHTOB KOHKPETHOTO BHA WM Pa3HO-
BUIHOCTH.

2.9 Ha 6niankax JOKyMEHTOB BOCIIPOU3BOIUTCS SMOIeMa YHHBEPCHTETA.



2.10 IIpoexTrpoBanye ONaHKOB TOKYMEHTOB OCYIIECTBISETCS B COOTBETCTBHH C
I'OCT P 7.0.97-2016 «Cucrema cTaunapToB 1o HHGOPMALIHH, OubIMOTEYHOMY U U37a-
TeTBCKOMY nelly. OpraHu3alnoHHO-PaCIOPSINTENbHAS TOKyMeHTays. TpeGoBanns K
O0hOPMIICHHIO TOKYMEHTOBY.

2.11 bnanku NOKYMEHTOB YHHBEPCUTETA MOTYT OBITH W3TOTOBIIEHEI tunorpad-
CKMM CITOCOOOM, CPEACTBAMH OTIEPATHBHON MONUIpadyy MITH KOMITHIOTEPHOMN TEXHHUKH.

2.12 JToKyMeHTHI M3rOTaBIIMBAIOTCA HAa OYMaKHOM HOCHTENE W B bopme srex-
TPOHHBIX NOKYMEHTOB C COONIIOACHWEM YCTAHOBNEGHHBIX NPABUI OGOPMIICHHS HOKY-
MEHTOB.

2.13 JloxymeHTEI, 0OpMIICHHbIE Kak Ha ONaHKe, TaK U 6e3 HEro, TOJKHB HMETh
II0JIs1 HE MEHee:

— 20 MM — 11eBoE;

— 10 MM — mpaBoe;

— 20 MM — BepxHeg;

— 20 MM — HUKHEe.

2.14 JlokyMeHTBI, H31aBaeMble COBMECTHO YHHBEPCHTETA 1 JpYyTUMU OpraHu3a-
IUAMHU, OQOPMIISIOTCS Ha CTAaHIAPTHBIX JIMCTaX GyMard ¢ BOCIIPOU3BENEHUEM PEKBU3U-
TOB BCEX OpPTaHM3alHH, yYaCTBYIOIIUX B U3TaHUU JOKYMEHTA.

2.15 Tlpy mOATOTOBKE IOKYMEHTOB OIYCKAETCS MCIIONB30BAHME JMLEBOH U
000poTHOH cTOpOHSI NHcTa. [IpH IBYCTOPOHHEM CO3IAHUY IOKYMEHTOB IITUPHUHA JIEBO-
O IOJIST Ha JTMIEBOH CTOPOHE JIKCTa W MPABOTO MOJsS Ha OGOPOTHON CTOPOHE JHCTA
JOJKHBI OBITH PaBHEL.

2.16 Ilpu cozmanuy NOKyMeHTa Ha IBYX U GoNee CTpaHHUIAX BTOPYIO U nocieny-
FOLIME CTPaHHIBI HyMepyroT. HoMepa CTpaHuIl IPOCTABIISIOTCS 10 CEeperHE BEPXHETro
NIOJIst IOKYMEHTA Ha pacCTOSHUK 10 MM OT BEpXHEro Kpas JIMCTa.

2.17 Jlns M3rOTOBIEHHS TOKYMEHTOB HCIIONB3yeTCs rapHUTypa WpUQTa IO BEI-
0Opy OpraHM3alWM, BXOAALIAS B CTAHNAPTHBIM TAKeT oUCHOro MporpaMMHOro obec-
[ICICHHUS, HCII0TIb3YEMOro opranusanuei. Pasmep mpudra - Nel2-14 o',

IIpn cocrasneHny TaGNMIl [OIYCKAETCH HKCIONB30BAHHE MPHPTOB MEHBIINX
paszmepoB — Ne 10, 11 mor.

2.18 AG3anHbIi OTCTYI B TEKCTE JOKyMeHTa — 1,25 cM.

3aroNIOBKM pa3felioB W MOAPA3ZENOB II€YaTAIOTCS ¢ ab3aIlHbIM OTCTYIIOM WJIH
LHEHTPUPYIOTCA 110 IIUPHUHE TEKCTA.

2.19 Texcr noxymenTa mevaTaercs uepes 1-1,5 MeXCTPOUHBIX HHTepBaja. TekcT
JOKYMEHTa BBIDABHUBAETCS 11O IITUPUHE JIUCTA.

MHOroCTpOYHBIE PEKBU3UTEI NEYATAIOTCS Yepe3 ONHH MeXCTPOUHbIH UHTEpBal,
COCTaBHBIC YaCTH PEKBU3UTOB MOTYT Pa3MeNAThCs JOTIOIHUTENbHBIM HHTEPBAJIOM.

Ecii TOKyMeHT roToBUTCS [Isl M3MaHUS C YMEHBIICHHEM MaciuTada, TeKCT rmeva-
TAeTCs Yepe3 [Ba UHTEpBaa.

Vnrepsan Mexny OyKBamy B CII0Bax — OGBIYHBIN. MIHTEpBAI MEXITy CIOBAMY —
OZIMH Tpo0er.

' Pasmep mpudra (keris) M3MEpAETCS B MyHKTaX (point); omvH MyHKT paBeH 1/72 moitma, wiu 0,376 M (co-
KpaleHue: «pty»).



CTpoKH peKkBU3NTOB BBIPABHUBAIOTCS 110 JICBOM TPaHUIE 30HBI PACIIONOKEHHS
PCKBHU3UTA UITH NEHTPYIOTCSA OTHOCUTEIBHO CAMOM TMHHORMN CTPOKH.

JnmuHa caMoM mTuHHOMN CTPOKH PEKBU3UTA TIPH YIIIOBOM PACIOJOKEHUH PEKBH-
3UTOB He 6oiee 7,5 cMm.

JnuHa camolt nvHHOM cTpoKH PEKBU3HTA [IPU IPOJOJIEHOM PACIIONOKEHUH PEK-
BU3UTOB He Oosee 12 cwm.

2.20 JlomyckaeTcs BBIIENISTH TIOTY>KUPHBIM  IIPUMYTOM PEKBU3UTHI «aapecary,
«3arOJIOBOK K TEKCTY» UIIU IIOAIKCEY, @ TAKIKE OTHEIbHEIE (GparmMeHTH TekcTA.

2.21 Ilpr IOATOTOBKE MHOTOCTPAHHYHbIX JOKYMEHTOB O(OPMIISETCS TUTYIBHBIH
JHUCT.

2.22 CocTaB pekBU3HTOB, HCTIONIB3YeMBIX T OQOPMIIEHHS JOKyMEHTOB, OIIpe-
ACISETCSA BUIOM (Pa3sHOBUIHOCTEIO) OPTaHU3AHOHHO-PACTIOPS AUTENEHOTO JOKYMEHTA.

2.23 Tlpu TOArOTOBKE JOKYMEHTOB OpraHHM3aliK HCIOJIb3YIOTCSI PEKBU3UTHI,
ycraHoBJieHHble [[OCT P 7.0.97-2016:

a) oamMbiema;

6) xox hopMBI TOKyMeHTa;

B) HaMMEHOBAHWE OPraHU3ALWHY;

T) HaWMEHOBAHHE CTPYKTYPHOTO MOApa3ieIeHUs;

) HAaMMEHOBAaHHE IOMKHOCTH JIHIA;

€) CIIpaBOYHBIE JaHHEIE 06 OpraHU3allNH;

K) HAMMEHOBAHHE BHIA JOKYMEHTA,

3) [ara IOKyMeHTa;

) PETHCTPALHOHHEBIN HOMep JOKYMEHTAa;

K) CCBUIKA Ha PerUCTPALHOHHBIH HOMED U 1aTy MOCTYMHBILIETO JOKyMEHTa,

) MEeCTO COCTaBIICHHUS (M31aHUS) TOKYMEHTa;

M) TIpu} OrpaHHYEHUS I0CTyMa K JOKYMEHTY;

H) ampecar;

0) Tpub yTBEPXKIEHUS TOKYMEHTA,

II) 3aroJI0BOK K TEKCTY;

P) TEKCT MOKYMEHTa,

C) OTMETKa O IPUIOKEHHH;,

T) Trpud cormacoBanus JIOKYMEHTa;

y) BH3a;

¢) mommucs;

X) OTMeTKa 00 3eKTPOHHOM IIOATINCH;

I[) TIeYars,;

4) OTMeTKa 06 HCIIOIHUTEIE;

L) OTMETKA O 3aBEPEHHUH KOIIHUK;

1) OTMETKa O IOCTYIICHHH JIOKyMEHTa;

BI) DPE30JIIOLIHUS;

3) OTMeTKa O KOHTPOJIE;

F0) OTMETKa O HalpaBIeHHUH JOKYMEHTa B JIEJI0.

2.24 BbraHk nprkaza (PacTiopsnKeHusT) By3a TOIDKEH BKITIOYATE PEKBU3UTHI:

— HaMMCHOBaHME OPTraHU3ALUM;

— HanMCHOBAaHHE BHA HOKYMEHTa,



— MECTO COCTaBJICHUS WM U3JaHUS TOKYMEHTA;

— OTMETKM ISl PasMEIIEHUS PEKBU3UTOB «aTa TOKYMEHTa», «PETUCTPAIlHOH-
HEIN HOMEpP TOKYMEHTAa.

2.25 briank muckMa YHUBEPCHTETA BKITIOYACT CIIeIyIOLIHE PEKBUBUTEHL:

— 3MOnemy;

— HarWMEHOBaHWe OPTraHH3allNy;

— CIIPaBOYHEBIE JJaHHBIE 00 OpraHU3aLNY;

— OTMETKHU AJIS MPOCTAaBICHUS PEKBU3KUTOB «1aTa JOKYMEHTa», «PETUCTPAIMOH-
HBIM HOMED OKyMEHTa, «CCBUIKA Ha PETUCTPALMOHHEINN HOMED U JaTy IOCTYITHUBIIETO
JOKYMEHTa.

2.26 BHyTpeHHHE TOKYMEHTEI, 0opMIsieMble He Ha GIIaHKe, JOJKHEI coepxarhb
COOTBETCTBYIOUIUE BUIY NOKYMEHTa PEKBU3UTEL.

2.27 Ombrnema Bysa paspaboTaHa U yTBepIeHa B MOPSIIKE, YCTaHOBJIEHHOM 3a-
KOHOZaTeNbCTBOM Poccuiickolt ®enepanuy, pasmelnaercss Ha GJaHKaX TOKYMEHTOB B
COOTBETCTBUHM C MyHKTOM 2.9 HHCTPYKIUK U Ha OCHOBAHWY HOPMATHBHBIX aKTOB.

H3o0paxenne sMOIIeMBI IOMEI[aeTCS HA BEpXHEM IIONie GNaHKa IOKYMEHTa Ha
paccrosHuE 10 MM OT BepXHEro Kpasi JIHCTa, 3aXBaThIBAs YacTh paGoyeil 30HEI JIOKY-
MEHTa, UEHTPOBAHO HaJl PEKBU3UTAMU OPTaHU3AI[HH.

2.28 Kox dopmbI TOKyMeHTa POCTABNSETCS HAa YHUDHUIUPOBAHHBIX dopmax no-
KYMCHTOB B COOTBETCTBMU ¢ OOLIEPOCCHHCKAM KIACCH(PUKATOPOM YIIPABICHUECKOM
poxymenTanuu (OKY [I) nin noKambHBIM KiaccupUKaTOpoM, pacIionaraeTcs B IIpaBOM
BEPXHEM YTITy pabo9ero mojs H0KyMeHTa, COCTOMT u3 ciioB «PopMa 10 (HanMeHOBaHHe
KnaccuduKaTopa)y u uppoBoro Kozua.

2.29 HanmenoBanue YHuBepcuteTa Ha GaHKe JOKYMEHTA JOJKHO COOTBETCTBO-
BaTh HAUMCHOBAHWIO B ycTaBe. Ha GliaHkax MOKYMEHTOB yKa3bIBAETCS MOJTHOE O(HUIH-
aIbHOC HAaUMEHOBAaHME YHHBEPCHTETA C yKa3aHHEM OpraHH3allMOHHO-TIPaBOBOH hop-
MBI, HaJ HaNMCHOBAaHMEM YKa3bIBA€TCS HAMMEHOBAHUE BBIMIECTOSIIEN OpPraHU3ALNH
IIOX HANMCHOBaHMEM OPraHHU3alMU B CKOOKaxX yKa3blBaeTCs COKpAIIeHHOE HalMEHOBa-
HUE YHUBEPCHUTETA.

2.30 HarmeHoBaHMe CTPYKTYPHOTO momnpaszieneHus (B TOM Ymcie ¢unmana, or-
ACTICHUA, MPENCTABUTENIBCTBA, KOJICTHAIBHOTO, COBENIATENFHOTO UM MHOTO OpraHa)
YKa3bIBaeTCsl B OJIaHKax MHCeM M GJIaHKaX KOHKPETHEIX BHAOB JOKYMEHTOB, W31aBae-
MBIX COOTBETCTBYIOIIMMHU OAPA3ACICHUSIMU B COOTBETCTBHHU C JIOKAIBHBIMA HOPMa-
THBHBIMY aKTaMH By3a. Hax HavMeHOBaHMEM CTPYKTYPHOTO MOApa3leNeHHs yKa3blBa-
€TCA HAaNMCHOBaHWE OpraHH3allMM, YbMM (GHUIMAIOM, OTHEIECHHEM, NPENCTABUTEb-
CTBOM, KOJUICTHATIbHBIM MJIHM COBEIIATEIbHEIM OPTaHOM JTaHHOe MMOJpasieeHue SBIsIeT-
csl.

2.31 HammeHoBaHue NOJKHOCTH JIHIA UCIIONIB3YETCS B OJIAHKAX IMHCEM MOJIXK-
HOCTHBIX JIMI U PACIIOJIaraeTcs 0 HAHMEHOBAaHHEM BY3a.

2.32 CrpaBovHble JaHHbIC yKa3bIBAIOTCA B ONAHKaX [HCEM M BKIIOYAFOT: MOYTO-
BBIH ajipec, HOMep TeledoHa, (hakca, aapec 3JIEKTPOHHOM ITOYTHI, CETEBOM aipec, a
Takke Kox mo OO6IepoccuiickoMy KiaccHbUKaTopy NpearmpUsTHii u Opra"u3anun
(OKTIO), ocCHOBHOW TrOCYIapCTBEHHEIH PETUCTPAallMOHHBI HOMEpP OpraHu3alyd



(OI'PH) n uaeHTHUKAUMOBHEIT HOMeEp HaJIOTOILTATE BIINKA/KO TIPHYMHBI TOCTAHOB-
KH Ha Hanorossli yyer (MHH/KITII).

2.33 HammeHoBaHNe BHIa TOKYMEHTa YKa3BIBAETCS HA BCEX JIOKyMEHTaX, 3a HC-
KIFOUEHUEM JQJIOBBIX (CITyXKeOHBIX) [IHCEM, pacIioNaraeTesi o HauMeHOBaHueM Y Hi-
BEPCUTETA(CTPYKTYPHOTO TIOAPa3AENeH s, JOKHOCTH).

2.34 Jlata NOKyMeHTa JOIKHA COOTBETCTBOBATH IaTe noAnHrcaHus (yTBepIKIe-
HUS) JOKYMEHTa Wi (B IIPOTOKONAX) JaTe COOBITHS, 3a(UKCHPOBAHHOTO B JOKYMEHTE.

Jlata OKyMeHTa 3aIMCHIBAETCS B NMOCIELOBATENLHOCTH: IEHD Mecsla, MecHIl,
rox

apabckumu LUppaMu, pasneaeHHbBIMU Toukol: 05.06.2018.

Ha noxymenrax, opopmiuseMsIx Ha Graske, nata JOKYMEHTa IIPOCTaBIISAETCS IO
PCKBUSHTAMH «HaMMCHOBaHHE BUJa NOKYMeHTa» (B G1aHKax KOHKPETHBIX BUIOB JOKY-
MEHTOB) U «CTIPABOYHbIE JaHHBIE 06 OPraHU3AIIHI (B GmaHKax mucem).

JlaTo# NOKyMeHTa, W3MaHHOTO COBMECTHO YHUBEPCUTETA U OPYTUMU OpraHu3a-
IHAME (IOJDKHOCTHBIME JIMIAMH), SBISIETCS aTa MOMTHCAHHS JOKYMEHTa IOoCJIenHeH
CTOPOHOM.

2.35 PervcTpalMOHHBI HOMEp JOKyMEHTa — 1udpoBoil wWIH GYKBEHHO-
IH(PPOBOY HICHTU(GHUKATOP TOKYMEHTA, COCTOSIIMH 13 NIOPSAIKOBOrO HOMepa JOKyMEH-
T4, KOTOPBIH NOTOJHATECS TUDPOBBIMU MM GYKBEHHBIMU KOIAMH (MHIEeKCcaM¥u) B COOT-
BETCTBUM C HCIIONB3yEMBIMHU KIIACCH(UKATOPAMH.

Ha nokyMeHTe, COCTaBIEHHOM COBMECTHO YHUBEPCUTETA ¥ APYTUMHU OpraHu3a-
LHSIMH, TIPOCTABIISIOTCS PETHCTPALIMOHHEIE HOMEpa NOKYMEHTa, IIPUCBOCHHBIE KaXKIOM
U3 OpraHu3allii. PerucTpalioOHHBIE HOMepa NPOCTABISIOTCS B TIOpSALIKE yKa3aHHUs
HAaMMEHOBaHWH OPTaHM3aLMH B 3ar0IOBOYHOMN 4yacTH (Ipeambyiie) JIOKYMEHTa U OT[e-
JIFOTCS IPYT OT Apyra KOCOU YepTOH.

2.36 Ccbulka Ha PEerdCTPalMOHHBIN HOMEp W JaTy TOCTYNHBIIErO0 NOKYMEHTa,
COCTOAIIIAsA U3 PErUCTPAlHOHHOTO HOMepa M IaThI BXOMSIIEro JOKYMEHTa, Ha KOTOPBIH
AACTCA OTBET, MPOCTABIIIETCS B BUAE OTMETKH «Ha Ne ... oT ...» B 61aHKe MUchMa.

B TexcT mucema-oTBeTa CBemEHHS O PErMCTPALMOHHOM HOMEpe U JaTe IMOoCTy-
NIUBIIETrO [TUCbMa HE BKIIOYAIOTCS.

2.37 Mecto cocrapnenus (M30aHAs) TOKYMEHTA YKa3bIBAETCS BO BCEX JOKyMEeH-
TaX, KpOMeE IEJNIOBBIX (CIyKeOHBIX) IHCEeM, BHYTPEHHHX MH()OPMaIIMOHHO-CITPABOYHbIX
HAOKYMEHTOB, a TaKXe B Cllydae, eC/Ii MECTO HAaXOXIEHWsS OPraHU3alldy BXOIWUT B ee
HaNMCHOBaHME, HaNPUMep: PA3aHCKMI rocynapcTBeHHBIH MeIuLUHCKA YHUBEPCUTET
uM. akagemuka W.I1. IlaBnosa.

Mecto cocraBnenus (M3maHus) NOKYMEHTa yKa3bIBAETCS B COOTBETCTBHM C Ipu-
HATBIM aIMHHHCTPATUBHO-TEPPUTOPUATBHEIM [€NICHHEM, HAPUMED: T. Ps3ans.

2.38 I'pud orpaHuYeHws OOCTyma K JIOKYMEHTY NPOCTABIIAETCS B [IPaBOM BEpX-
HEM YTIy IIEpBOTO JIMCTA NOKYMEHTa (MPOEKTa JOKYMEHTa, COMPOBOMUTENFHOIO HCh-
Ma K OKYME@HTY) OT TPaHMIIBI BEPXHETO MOJIS MPU HAMYHH B JOKyMeHTe HHMOPMALIHH,
AOCTYT K KOTOPOH OrpaHUYMBAETCS B COOTBETCTBHH C 3aKOHONATENbLCTBOM Poccuiickoit
Denepanumu.

Bunel ucrnons3yeMsix B yHHBEpCHTETE rpuOB OrpaHWYEHHs JOCTYNAa COOTBET-
CTBYIOT 3aKOHONATEJILHBIM U WHBIM HOPMAaTHBHBIM MPABOBBIM akTaM Poccuiickoi ®e-



Aepanun. I'pud orpanndeHns nocTyma K JOKyMeHTY (moMeTka «J[Jis ciryske6HOro mos-
30BaHUSY, TpU¢ «Kommepueckas TaitHa») MOKET NOMONHITECS HOMEPOM 3K3eMILIspa
AOKYMEHTA ¥ APYTHMH CBEACHUSIMHU B COOTBETCTBHH C 3aKOHOATEIBCTBOM PoCCHiicKoi
Denepanuy.

B noxymenTax YHuBepcuTeTa, COnEpKAIMX CBeIEHNS, COCTaBIISIOIIE KOMMED-
UCCKYIO TaliHY, B COOTBETCTBHHU ¢ MDemepanbHBIM 3aKOHOM OT 29 OIS 2004 r. No 98-
@3 «O xommepyecKoit TaiiHe» Hapsmy ¢ rpudom YKa3bIBAIOTCA IIOJHOE O(UIMATBEHOE
HAUMCHOBAHHE FOPHIUTECKOTO JIHIIA, MECTO €T0 HaxoxaeHus. Hampumep:

Kommepdyeckas Taitna
OI'BOY BO Ps3sI'MY Munsnpasa Poccun
r.Pszans

2.39 AzpecaT — peKBU3HT, UCTIONB3YEMBIiA IpX OQOPMIICHHH HEIOBBIX (CITyXeo-
HBIX) THCEM, BHYTPEHHUX MH(OPMAITHOHHO-CIIPABOYHBIX TOKYMEHTOB,

AZpecaToM OKyMeHTa MOXET GBITh OpraHW3aINs, 66 CTPYKTYpHOE TIOpasjelie-
HH€, NOIDKHOCTHOE WITH QU3HYECKOE JTHTIO.

PexBusuT «ampecar» odopmisiercs Ha GIaHKe C YTJIOBBIM PaCIIONIOXEHHEM PEK-
BU3UTOB — B BEPXHEH IMPaBOil YacTu JTOKYMEHTa, Ha GaHKe C IPOLOTBHBIM pacmoioxe-
HUEM PEKBHINTOB — CIIpaBa NOJ PeKBU3MTaMH Gianka. CTPOKH PEKBH3MTA aIpecaTs
BBIPAaBHUBAIOTCS 10 JICBOMY KPAar0 WJIM LEHTPYIOTCS OTHOCHTENBHO CaMol IIHHHOMN
CTPOKH.

IIpu ajpecoBaHuy JOKYMEHTa PYyKOBOIUTENIO (3aMeCTUTENIO PyKOBOIHUTENS) Op-
PaHM3AINA yKA3BIBAIOTCA B NATENBHOM Iajiee HAMMEHOBAaHHE NOMKHOCTH PYKOBOITH-
TeNs (3aMECTUTENs PYKOBOIUTENS), BKIIOYAOINIEe HANMEHOBAHME opraHusanuu, Gpamu-
JIMIO, HHALMATIB! JOJDKHOCTHOTO Juia. Hanpumep:

['enepansHOMY UpekTOpY
OBY «HanmeHOBaHWE OpraHU3aIinm»
Damunms U.0.

HpI/I aApECOBAaHUU ITHCHMA B OpPraHMU3alHrI0 YKa3bIBACTCS €€ ITOJIHOE MIIU COKpa-
ICHHOC HAUMCHOBAHUE B UMEHUTEILHOM maaexe.

HpI/I alpeCOBaHUMU NOKYMEHTa B CTPYKTYPHOE€ moApas3nejicHUue OopraHu3alnuu B
PCKBU3UTE «aapecar» YKa3bIBaOTCS B UMEHUTEIIBHOM ITajexe HanME€HOBaHUE OpraHu-
3allu¥, HUXKE — HAUMEHOBaHUE CTPYKTYPHOI'O ImoapasacjieHus. HaanMep:

OBY «HammeHOBaHUE OpraHU3aIM»
@uHAHCOBOE YIIpaBICHUE

HpI/I AIpE€COBaHUU MMHUCHhMa PYKOBOIUTEIFO CTPYKTYPHOTI'O IIOApa3aCIICHUs YKa3bl-
BalOTCA B MMEHHUTEIILHOM mageXxe HauMEHOBaHUe OpraHu3alHU, HUKE — B JIATEJILHOM
ITaI€’)K€ HAaMMEHOBAHHUE OIKHOCTH PYKOBOOUTENSI, BKIIKOYAKOIIEE HAWUMEHOBAaHHUE
CTPYKTYPHOTO TOApA3NeNeH s, hamunuio, nHUIHaTs, Hanpumep:

ObY «HanMeHoBaHuWe opranm3armmy
PyxoBonurento otnena kaapos
@ammmus 1.0,
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Ilepen dammmmelt TOKHOCTHOTO JIMIA AOMYCKACTCS YyHIOTpeOIsATh COKpalleHue
«r-Hy» (TOCIONHMHY), €CIIU anpecaT MYXUYHMHA, WU «T-Key (rocroxe), eciu anpecar
KEHIIMHA, HalpUMED:

r-uy @amunus 1.0. r-xe @amumus U.0.

IIpu paccelike TOKYMEHTa IpyTile OpraHM3aliil OIHOTO THIIA I B CTPYKTYp-
HbIE TOAPA3NEICHAS ONHOM OpraHM3allyy, ampecar yKassiBaetcs 0606menso. Hampu-
Mep:
PykoBogutensm ¢unmanon
®bY «HauMmeHOBaHHe OpraHA3aLum»
PykoBonutensam ympasienwnit 1 oTaenos
®BY «HauMmerOBaHHEe OpraHU3aIHH»

IIpu pacchlike TOKyMeHTa He BCeM OpraHH3aLyAM HiId CTPYKTYPHBIM TIOJpa3e-
JICHUAM IIOX PEKBU3UTOM «AZpecar» B CKOOKaX yKaskiBaeTcs: «(T1o crucky)». Harpu-
Mep:

PykoBoxutensiM yrpasieHuit 1 0TIEI0B
®OBY «HauMmeHOBaHHEe OpraHu3alim»
(o crucky)

CruCcoK pacCBUTKH COCTaBISETCS UCTIOMHUTENEM.,

Ecnu muceMo HampaBnseTcs B OPraHW3alyiO WM JOJKHOCTHOMY JIMIYY M IS
CBCIICHMS CIIe PNy OPraHM3alUi WM NO/DKHOCTHBIX JIUL, OOIIee KONMIECTBO afpeca-
TOB HE JOJKHO OBITH OOllee 9eThIpeX, MPH STOM OCHOBHOM aJIpecaT yKa3sIBaeTes! mep-
BBIM, CJI0BO «KOIHs» Mepes BTOPEIM, TPETHUM, YETBEPTHIM afpecaTaMi He IeYaTaeTcs.

B cocTaB pexsusuta «Anpecar» MOXeT BXOIWTH TOYTOBBIN ampec. DIEMeHTHI
ITOITOBOTO aJpeca YKas3bIBAIOTCS B IOCIENO0BATENBHOCTH, YCTAHOBIEHHON [IpaBunamu
OKa3aHMs yCIIyT IIOYTOBOM CBSI3HU:

a) [Uisl IOPUIMYECKOro JHIA — IOJHOE MIH COKpALICHHOE HAWMMEHOBAHYE (mpm
HaJIM9HH), U TpaKIaHWHA — (GaMUIIHS, UMS, OTYECTBO (TIOCIEIHEE IIPU HAJTUYHH );

0) GaHKOBCKHME PEKBH3HTHI (IJIs TIOYTOBBIX TIEPEBOLIOB, HaIpaBIIsieMBIX FOPUIU-
HECKOMY JIMIY WIIH NPHHHUMAEMBIX OT IOPHIMIECKOTO JIHIIA);

B) Ha3BaHWe yJIHIIEI, HOMEp JOMa, HOMep KBapTHPHL;

) Ha3BaHHE HACEJIEHHOrO ITyHKTa;

1) Ha3BaHHUE palioHa;

€) Ha3BaHHe PecItyOIMKH, Kpas, 06JIaCTH, ABTOHOMHOTO okpyra (obnacth);

) Ha3BaHHME CTPAHBI (U MEXIYHAPONHBIX TOYTOBEIX OTIPABICHMI);

3) TIOYTOBEIN MHJIEKC.

Tlo4ToBEIH anpec He yKasblBaeTCs B NOKYMEHTAX, HAIPABIIsEMbIX B BBICIIHE op-
TaHBI BJIACTH, BBIIIECTOAINE OpraHU3allly, II0ABEIOMCTBEHHbBIE OPraHU3al{y U ITOCTO-
AHHBIM KOPPECTIOHICHTaM (38 HCKIIOYEHHEM HATIPABIICHHUS IIMCEM yKA3aHHEIM afpeca-
TaM B KOHBEPTax C MPO3pPavyHBEIMU OKHAMH).

Ilpu oTmpaBke NHCHMa TI0 3IEKTPOHHOM IIOYTE WIIH akcuMunpHOM CBs3M (O3
JOCBUIKH TIO IIOYTE) MOYTOBBIA anpec He yKasbiBaeTcsd. IIpyM HeoOGXOMMMOCTH MOYXKET
OBITH yKa3aH 3MeKTPOHHBIH agpec (HOMep Tenedona/daxca). Hampumep:
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OBV «HanmeHoBaHHe OpraHuzammmy
ONEKTPOHHBIN ampec

2.40 I'pud ytBepxnenus AOKYMEHTA MPOCTABNACTCS HA NOKYMEHTAX B IPaBOM
BEPXHEM YTy [IEpBOro jucTa JoKymenta. CTpoku PEKBU3NUTA BEIPABHUBAIOTCS TIO0 JTe-
BOMY KpaiO WIIM IEHTPYIOTCS OTHOCUTENBHO CaMOil [UTHHHOMN CTPOKH.

IIpu yTBep) neHuu JOKYMEHTa COOCTBEHHOPYYHON IIOMMHCEHI0 JIOHKHOCTHOLO
JULA TpUQ YTBEPKAEHHUS COCTOUT M3 CIIOBA «YTBEPXJIAIO», HauMeHOBaHUS 1OTK-
HOCTH JIMIA, yTBEPKIAIOIIETO JOKYMEHT, ero [IONINMHCH, UHULKAIOB, GaMUINA U JaTh
yTBepXKIeHus. Hampumep:

YTBEPXIAIO

Pextop ®T'BOY BO PszsI'MY
Munsnpasa Poccun

[ommuer  U.0. ®amumus
Hara

Ilpr yTeepxnenun moxymenta PaCTIOPANUTENBHBIM TOKYMEHTOM IpHG yTBep-
KICHUSL COCTOUT m3 cioBa «Y TBEPXKJIEH» («YTBEPXJIEHA», «YTBEPXIEHBI»
um «Y TBEPXJIEHO»), cornmacosanHoro ¢ HaNMCHOBaHUEM BHJa yTBEPKIAEMOIO JIO-
KYMEHTA, Ha3BaHUS BHJA PACTIOPAAUTETHHOIO AOKYMEHTa B TBOPUTEIBHOM IaJEKe, ero
AaThl, HoMepa. Hanpumep:

(Pernament) YTBEPXIEH
npukazom ®I'6OY BO Pss[MV
Munsnpasa Poccnu
OT 5 okTs10pst 2018 r. Ne 82

(IIpaBmia) YTBEPXIEHHI
npukazom ®I'BOY BO Pss'MVY
Munznpasa Poccun
OT 5 oKTs10pst 2018 . Ne 83

IIpn yTBepxnennn noxymenta KOJIICTHabHEIM, COBEIIATENbHBIM HIIH UHBIM Op-
TaHOM, PCIICHHS KOTOPOTO (GUKCHPYIOTCS B IIPOTOKOMNE, B rpude yTBEPXKIEHNS YKA3bI-
BACTCsl, HAMMEHOBAHME OpraHa, 1aTa ¥ HOMep IPOTOKO/IA (B crobkax). Hanpumep:

(ITonoxenue) YTBEPXJEHO
YUYEHBIM COBETOM
DI'BOY BO PssI'MY Munsnpasa Pocciu
(mpotokos ot 12.09.2018 Ne 2)

2.41 3aromoBok K TekcTy — KpaTKoe ConepKaHue NOKyMeHTa. Eciu 3arojioBox K
TEKCTY OTBEYAET Ha BOIPOC «O YeM?», OH HAYMHACTCS C npexamora «O» («O6x»). Ecnu
34r0JIOBOK K TEKCTY OTBEYAET HA BOIIPOC «HYEro?», OH COCTABISET OITHO IIEJIO€ C Ha3Ba-
HHEM BHJa T0KyMeHTa. Hampumep:

prKa3 (0 4éM?) 0 CO3MaHHUH ATTECTAMOHHOM KOMUCCUH
IHCBMO (0 9&M?) 0 IPeIOCTABIEHHN UHQOpMaIuu
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aKT (4ero?) mpuema-nepesayy aen
TIPOTOKOJI (4ero?) 3aceiaHus y4eHOro CoBeTa

3aroJioBOK K TeKCTy O(GOPMIISIETCS IO PeKBH3UTAME OIAHKa CIEBa, OT I'PaHUIIBI
JIEBOTO TIOJIS.

2.42 TexcT MOKYMEHTa COCTABISETCS Ha TOCYNAPCTBEHHOM SI3BIKe POCCHICKOM
Denepauun.

Teker mokymeHTa TODKEH GBITH COCTABIEH TPaMOTHO, SICHO, TIOHATHO M 10 BO3-
MOXHOCTH KPaTKO. TeKCT TOKyMeHTa IOTKeH CONEPKATh AOCTOBEPHYIO M aKTyalbHYIO
MH()OPMALHIO, TOCTATOYHYIO JUIS NIPUHSATHS PEIIeHHH WM UX UCTIONHEHNS, He JOJDKeH
JOITyCKATh PAa3IUYHBIX TOJKOBAHUH.

B TexcTe moKyMeHTa, [OArOTOBIEHHOM HA OCHOBAHWM 3aKOHONATENBHBIX HIH
MHBIX HOPMATHBHBIX MPABOBBIX aKTOB, pPaHEE U3JAHHBIX PACIIOPSAUTENBHBIX JOKyMEH-
TOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

- HalMCHOBaHWE JIOKYMEHTa, HAUMEHOBAHHE OpraHa BJACTH (OpraHU3aIuK), U3-
flaBirero(ei) JOKyMeHT, 1aTa TOKYMEHTa, DeTHCTPAIlMOHHBIH HOMEp JOKyMEHTa, 3aro-
JIOBOK K TEKCTY;

- HaMMCHOBaHWE OPraHM3AUK WM JOJDKHOCTHOTO JIHIA, YTBEPIMBILETO JOKY-
MEHT, JlaTa yTBEPXKACHHUS TOKYMEHTA.

Texcr moxkymeHTa MOXeET colepaTh pasmensl, OAPA3AEbl, [IyHKTEI, TIOITYHK-
ThI, HyMepyeMble apabckumu nudpamMu. YpoBHEN pyOpHUKAIINE TEKCTA He JOJDKHO OBITh
Oosee deTRIpexX.

TexcT noxymenra usnaraercs:

- B MIPUKA3aX, U3AHHBIX €IMHOINYHO, — OT IIEPBOI0 JHUIAa EAMHCTBEHHOTO YHCIIa
(«...MpHK a3 5l BaIo»);

- B IIPHIKa3sax, U3JaHHBIX COBMECTHO IBYMsl WK OOJiee OpraHHU3ausIMuU, — OT Hep-
BOTO JIMIIa MHOXXECTBEHHOTO YHCIA (... TP UK a3 Bl B @ € M»);

- B TIPOTOKOJIAX 3aCelaHWi — OT TPEThEro JMIA MHOXXECTBEHHOIO YHMCIIA
(«CIIVIIAJIWY, «BBICTYITIUy, « TOCTAHOBWIWY wiu «PEINJINY);

- B [IEJIOBBIX NHCbMax, O(OPMIIEHHBIX Ha GlIaHKaxX By3a, — OT NEpPBOTO JIHLA MHO-
KECTBEHHOTO 9ucna (IIPOCUM, HAlpaBisieM, IIPeJiaraeM) UM OT TPETHEro JIUIA eIuH-
CTBEHHOT'O 4YHCIa («YHUBEPCHTET HE BO3PAXKAET...», « YHUBEPCUTET CUMTAET BO3MOXK-
HBIM...»);

- B JICJIOBBIX HChMaX, OQOPMIIEHHBIX Ha JOIDKHOCTHBIX GJIaHKaX, — OT TIEPBOTO
JMIa €eAUMHCTBEHHOTO YKCJIa (KIIPOILY...», KIIPEIATALO. .. »);

- B NIOKJIAMHBIX U CIY)XEOHBIX 3aIlFICKaX, 3asBIEHUSAX — OT IE€PBOTO JHLA eIuH-
CTBEHHOT'0 YHCJIA («IPOIIY...», «CUUTAIO HEOOXOAUMEIM...»);

- B IOKYMEHTaX, yCTaHABIUBAIOIIMX (YHKINH (00S3aHHOCTH), IpaBa M OTBET-
CTBEHHOCTD CTPYKTYPHBIX MOAPA3JEICHUN, paOOTHUKOB (TIONOXKEHHE, UHCTPYKIHS), a
TaKoKe COLepXkallnX ONUCAHWE CUTYallMi, aHaln3 (aKTOB U BEIBOABI (aKT, CIPaBKa),
HMCIIONB3YeTCsl (POpMa H3I0KEHHS TEKCTA OT TPETHEro JTHLA eIHHCTREHHOTO MM MHO-
JKECTBEHHOT'O YHCIa (KOTHEN OCYIIECTBIICT DYHKLWH. . », «KKOMHCCHS IpOBeJia IIPOBEP-
KY...»).

IIprr moxroToBKe TekcTa HOKYMEHTa CiefyeT coOMIOaTh IIPaBHIA HATHCAHYS
OQUIMATBHBIX HAUMEHOBAHHY, YHUCITUTEIBHBIX U eUHHI] HU3MEPEHUS.
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B Tekcrax nokymeHTOB ymoTpe6isiorcs OOILeNpHHsATEIE a6OpeBHaTypE U rpa-
duueckue coxparenus.

IIpy yxasanum B TeKcTe GaMUIUM THLA HHAMHATDI CTABSTCS TTOCITE bammr,

B nenoBeix (ciryxe6HBIX) MHCEMax MCIOTIE3YIOTCS: BCTYNUTENbHOE O0palieHue:

YBaxkaemslit rociomun Ipeacenarens!
VBaxkaeMeIil rocionuy Munnctp!
YBakaemslit rocogu MBanos!
YBaxaemas rocrnoxa Iletposal
YBaxaemerit Msan [Terposuu!

YBaxkaemas Anna Huxonaesna!
VYBaxaeMsle rocrona!
3aKIIIOYUTe/IbHAs ITHKeTHAs (pasa: «C yBaxeHHUeM, ...».

Havmenosanue nomkHOCTH B 0Gpaiuenuy mumercs ¢ MIPONMCHON OYKBEI, B 00-
PalleHuy 110 QaMUINT MHHULHAIB JTAIA HEe YKa3bIBAFOTCS.

2.43 OtMeTKa 0 MPHIOXEHUH CONCPKHUT CBEACHUS O NOKyMEHTE (IOKYMEHTax),
TIpHJIaraeMoM K CONMPOBOAUTENBHOMY ITHCEMY, HHOMY MH(OPMaIMOHHO-CIIPABOYHOMY
AOKYMEHTY, HIIK O TOM, YTO JOKYMEHT SBIISIETCS IPUIIOKEHHEM K OCHOBHOMY JHOKYMEH-
Ty (HOpMaTHBHOMY, pacrnopsaauTeIbHOMY UITH HHOMY ).

B compoBoauTeNbHEIX MHCEMax U APYTUX MH(pOPMAITHOHHO-CIIPABOYHBIX JOKY-
MEHTaxX OTMETKa O IHPHUJIOKEHUH 0GOPMIISETCS 110 TEKCTOM OT TPAHMIBI JIEBOIO OIS
clenyromuM obpazom:

- €CIIM TIPUITOKEHHE Ha3BAHO B TEKCTE:

[punoxenwe: Ha 2 1. B 1 5K3.
- CCJIF IIPHJIOKEHHE HE HAa3BAHO B TCKCTEC UIIH €CJIH HpI/IJ'IO)KeHI/II‘;I HECKOJIBKO:
[Ipunoxenue:

1. TTonoxenne o ropunmdeckom otaene Ha S 1. B 1 9K3.
2. CrpaBka 0 KaIpoBOM COCTaBe Y4eGHOTO YIIpaBIeHHs Ha 2 1. B 1 3K3.

- CCJIM IPUITOKEHHE (IIPUTOKEHNUS) COPONIFOPOBaHO(b1):

[Ipunoxenue: B 2 3x3.
[Ipunoxenue: otuer o HUP B 2 3k3.

- G NOKYMEHT, SIBJISIOIMHCS PUIIOKEHHEM, UMEET NIPUIIOKEHHUS ¢ CAMOCTOS-
TEJIPHON HyMepaluei CTpaHuIl:

IIpurnoxenne: KOroBop BO3ME3THOTO OKA3aAHHsS yenyr ot 05.09.2018 Ne 32-17/72 u npumnoxe-
HUS K HEMY, BCETo Ha 7 II.

- CCIIH ITHCHMO HATIPABIAETCA HECKOJIBKMM a[pecaTaM, a TOKYMEHT-IPUIOKeHHe
TOJIBKO MIEPBOMY aJIpecary:

ITpunoxenue: Ha 3 1. B 1 3k3. TONBKO B TIEPBBIN azpec.
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- CCM TPUIOXKCHUEM ABJIAIOTCS TOKYMEHTBI, 3allHCAHHBIE Ha (DUIMYECKHU
000COGICHHEIH 3JIEKTPOHHEIH HOCHTETh:

IIpunoxenue: DVD-R B 1 3xk3.

IIpu 5TOM Ha BKJIambInre (KOHBEPTE), B KOTOPHIH MOMEIAeTCs HOCHTEJb, YKa3bl-
BAIOTCS HANMCHOBAHUS IOKYMEHTOB, 3allCAaHHBIX Ha HOCHTENb, WMeHa (ailioB, 06heM
B OaHTax.

B pacriopsautensHeIx 1oKymMeHTax (IpuKasax, PacnopsDKEHHUsX ), TOrOBOPax, IMo-
JTOMCHIAX, TPAaBUIIAX, UHCTPYKUMAX M OPYTMX JOKYMEHTaX OTMETKA O MPHIOKEHHH
O(OPMIISETCS CEAYOIMM 06Pa3oM:

-~ B TEKCTEC NOKYMEHTa NpPH IIEPBOM YINOMHHAHHH JOKYMEHTA-TIPUIIOKEHHS B
CKOOKaX YKa3bIBaeTCs: ...(PHIOKEHHE) HIH ... (mpwnoxenwue 1), (npunoxenune Nel);

- Ha [I€PBOM JIHCTE NOKYMEHTA-IPUIIOKEHHS B IPABOM BEPXHEM YUY YKa3hIBAET-
cst:

IIpunoxenune Ne2

k nprkazy ®I'BOY BO PasI'MY
Munznpasa Poccnu

ot 15.08.2018 Nel12

Ecnyu npunokenneM K pacmopsmuTeTsHOMY JOKYMEHTY SIBIISIETCSI JIOKAJIbHBIIH
HOPMAaTUBHBINH aKT WM HHOHM JOKYMEHT, yTBEpKIaeMbIi NaHHBIM PacnopsIUTEIEHBIM
AOKYMEHTOM, Ha TICPBOM JIUCTE NIPUIOKEHHUS TIPOCTABIACTCS OTMETKA O MPHIIOKEHHUH
(6€3 CCBUIKM Ha pacIopsiTUTeNbHBIN JIOKYMEHT) ¥ I'pu() YTBEPXACHHUs, B KOTOPOM yKa-
SBIBAIOTCS NTAHHBIC PACIIOPSNMTENIEHOrO JOKYMEHTa, KOTOPBIM YTBEPKIEH TOKYMEHT-
npunoxenue. Hampumep:

[Tpunoxenne Nel
YTBEPXJIEHO

npukasom ®I'BOY BO PasI'MY
Munznpasa Poccun

ot 18.09.2018 Ne67

2.44 I'pud cOrnmacoBaHMs MPOCTABISETCS HA JOKYMEHTE B Clly4yae ero BHEIIHErO
COTacoBaHMs (COrIacOBaHUe C OPTaHAMMU BIIACTH, HHBIME OPraHH3aLHsIMHE, TOKHOCT-
HBIMU JIUIIAMH).

I'pud cornmacosanus B 3aBHCHMOCTH OT BHAA NOKYMEHTA W OCOGEHHOCTEH ero
O(DOPMIEHHUSI MOKET IPOCTABIISATECS:

- Ha TICPBOM JIMCTE JOKYMEHTA (€CIIH JOKYMEHT UMEET TUTYJIbHBIH JIHCT, — Ha TH-
TYJIBHOM JIUCTE) B JICBOM BEPXHEM YITIy Ha ypOBHe rpuda yTBEpKIECHWUS WIH IO
HaNMEHOBaHHEM JOKYMEHTA ONMXe K HIDKHEMY II0TIIO);

- Ha TIOCJICIHeM JIUCTE JOKYMEHTA O] TEKCTOM,;

- Ha JICTe COIIACOBAHMS, ABILIOMIEMCS HEOTHEMIIEMO YaCThIO JOKYMEHTA.

I'pud cornacosanust cocrout uz ciosa «COI’ JIACOBAHOY, nomkHOCTH 1ML, C
KOTOPBEIM COTTIACOBAH NOKYMEHT (BKJIHOYas HAaMMEHOBaHWe OpraHM3allih), ero cob-
CTBEHHOPYYHOU MOINUCH, HHUIMAIOB, GaMUIIHHY, TaThl COrIACOBAHMUSL. Hampumep:
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COI'JTACOBAHO

PexTtop

OI'bOY BO Ps3sI'MY Munznpasa Poccuu
Ionmuce U.0. ®amunus ata

Ecnn cormacoBanue ocymecrteisercs KOJUIETHAIBHBIM, COBEIIATENILHBIM HJIH
VHBIM OPraHOM, B IpH(e COITacoBaHMs YKA3BIBAIOTCS CBEICHUS 06 Oprase, corjaco-
BaBIIIEM JIOKYMCHT, IaTe€ X HOMEPE IPOTOKOIA, B KOTOPOM 3aMKCHPOBAHO PelIeHHe 0
cornacoBaHuu. Ecnu cornacoBanue ocyImecTBiseTcs IIUCBMOM, YKa3bIBaIOTCSA BHUI JO-
KyMCHTA, HaMMEHOBaHME OpraHM3alHH, COrIACOBABILICH JAOKYMEHT, JaTa U HOMeEp
nuckMa. Hanpumep:

COT'JIACOBAHO

YYEHBIM COBETOM

®T'BOY BO Ps3sI'MYVY Munznpasa Poccun
(mpotokon ot 12.09.2018 Ne 2)

COI'JTACOBAHO

nuceMoMm OBY «Haumenoanue
OpraHU3aIHH »

oT 12.09.2018 No 2

2.45 BHyTpeHHee cornacoBaHne JOKYMeHTa odopmiseTcs Bu30it. Busa BeIpaxa-
€T MHCHHE JUIA, BUSUPYIOIIETO IPOEKT JOKYMEHTA, U BKIIOYAET; NOIKHOCTE JUa, BU-
SHPYIOTIETo TOKYMEHT, IOAMNHCh, paCIIM(pPOBKY MOANUCH (MHHIHATIEI, Gamuo) u na-
Ty BU3UpoBaHus. Hanpumep:

HagansHuk ropuapdeckoro otaena
[Toamues U.0. ®amumusg
Hara

Ipu Hanmvamy 3amedanyii Kk JOKyMeHTy BU3Y OQOPMIIAIOT CIIEIYOMIUAM 06pa3oM:
3aMeyaHus IPUIATraroTCs.

HauansHUK r0pHIudecKoro otaena
IMoamuce M.0. @amunus
Harta

B noxymenrax, momnuHHUKH KOTOPBIX XPaHATCA B YHUBEPCHUTETE, BH3HI IIPO-
CTaBIISIOT Ha IOCTCIHEM JUCTE JOKYMEHTA IO MOAIKCHIO, Ha 060pOTE MOCTeTHEro
JINCTa NMOMVIMHHUKA TOKYMEHTA WJIH HA JINCTE COrIACOBAHUS (BU3MpOBaH¥s), IpUIarae-
MOM K JIOKyMEHTY.

B ucxopsamux mokymeHTax BH3BI IPOCTABIIAIOTCS Ha 3K3EMIUIIPaX NOKYMEHTOB,
[IOMEIAEeMBIX B JETIO0.

ITo ycMoOTpeHHIO pyKOBOZCTBA MOKET NPUMEHSATBCS IIOJIMCTHOE BU3HUPOBAHHUE
JOKYMEHTA U €T0 TPUJIOKESHMUHH.

CorrnacoBanme POEKTOB TOKYMEHTOB (BHEIIHEe, BHYTPEHHEE) OCYIIECTBISLETCS
B COOTBCTCTBUHM C IMyHKTamH 4.1- 4.11 MucTpykiuw mo JeJIOTIPOU3BOICTRY.
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2.46 Tlommuch BKIIOYAeT: HAHMEHOBAHHE IOIDKHOCTH JUIa, MTOAIUCHIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO IIOMUCH, HHHULHATEL, damumuro. Hanpumep:

Pexrop [Tonmuce N.0. ®amunus

Ecmu JAOKYMEHT O(I)OpMJIeH HEC Ha 6HaHKe, B HAaMMEHOBaHHE OOJIKHOCTH BKJIFOYAa-
€TCs HAaUMEHOBAaHUe OpraHH3aLuu. HaanMep:

Pexrop

@I'bOY BO Ps3sI'MY Mumsnpasa Poccun [Tonmuce N.0. ®amunus

HpI/I 0(1)OpMJ'I6HI/II/I HOKYMEHTa Ha Onauke AOJI’KHOCTHOTO JIMIA JOJI)KHOCTB 3TOTO
Jioa B IMTOAIIMCH He YKa3bIBaA€TC,

ITonnuce N.0. Oamummsg

HpI/I I[IOAIMTMCAaHUH HOKYMEHTa HCCKOJIBKUMH IOJIKHOCTHBIMU JINLIaMH, 3aHUMaro-
OIMMHU pasHoe ITOJIOXKEHHE, UX IOAIIUCH pacriojiararoTcsa ogHa 1o ,Z[py1“0ﬁ B I1OoCJIe10Ba-
TCJIIBHOCTH, COOTBGTCTBy}OIIIEI;'I CTaTyCy OOJI>KHOCTH. HaHpHMep:

Pextop Ilonmuce H.0. ®amunus
I'naBueIi Gyxranrep [Tonmuce N.0. ®amunus

Ilpy monnucaHum HOKyMeHTa HECKONBKMME IHMLAMU PaBHBIX HOJDKHOCTEM WX
TIO/INHUCH PacTIoNararoTCst Ha OMHOM ypoBHe. Hampumep:

ITpopexTop ITpopextop
10 y4ebHO# paboTe no AXY
Ionmuce N.0. ®amunus [Monmuce N.0. ®amunus

B noxymeHTax, HOArOTOBNEHHBIX KOMHCCHEH, B IMONIHCH YKa3BIBAaeTCsl CTATyC
Jina B cocTaBe Komuccuu. Hamprmep:

IIpencenarens komuccun [onmucs N.0. ®amunus
YneHs! KOMUCCHH ITonmuce N.0. ®damunns
Ionmuce N.0. ®amunus

IIpy moanucanuy JOKyMeHTa JTHIIOM, HCTIONHSIONMAM OGS3aHHOCTH PYKOBOJHUTE-
1151, IOAHUCH OOPMIILETCS C YKa3aHHEM CTATyCa JOIKHOCTHOTO JIHIIA B COOTBETCTRIIL C
MpHKa3oM (pacropsikeHrem). Hanmpumep:

U. o. pextopa IMonmwuce N.0. ®amunus
Hin:
Vcnonusrommit 0653aHHOCTH pexTopa [Moxmuce N.0. ®damunus

HpI/I Mo CaHuH HAOKYMEHTA JINIIOM, UMEIOLINM IIpaBoO MOAIIKNCHU B Ccllydae Bpe-
MEHHOTO OTCYTCTBUS PYKOBOIOUTE, HUCTIPABJICHWsA B HAaWMEHOBAHHE JOJIKHOCTU U
paCLHI/I(prBKy (baMI/UII/II/I INOATOTOBJICHHOTO M COIJIACOBAHHOI'O IIPOCKTa OOKYMEHTa
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BHOCATCS. OT PYKM WM C HCIIONb30BaHMeM COOTBETCTBYIOLIUX IITaMIoB. He JOIIyCcKa-
CTICA CTaBUTh KOCYIO YepTy, HAMIIHCH «33% TICPENl HANMEHOBAHHUEM JIOJKHOCTH JTHI[A B
TONITHCH, €CTH IOKYMEHT MOJIITHCHIBAET HHOE JOJDKHOCTHOE JIHIIO.

2.47 O1™eTka 06 SJICKTPOHHOH TOANKCH HCIIONB3yeTes s BU3YaIU3aIIUN 3JIEK-

NOKYMEHT IMOMITMCAH JJEKTPOHHOM MOAMHCHIO

PeKTOp Ceprudukar lalll22200000000001 n.o. Qamunns
Braneneu ®amunus Ums Oruecrso

Heiicteurenen ¢ 01.12.2015n0 01.12.2020

[onmucanue (yTBepiknenHe) AIOKYMEHTa OCYINECTBISCTCS B COOTBETCTBHH ¢
IyHKTOM 2.46 UHCTpYKIny 1mo ACITONIPOU3BOACTRY.

2.48 Tleyats 34BEPSICT NOIMHHOCTD MOIHUCH AOJDKHOCTHOTO JTUIA Ha JOKyMeH-
Tax, yAOCTOBepSIIOIMX IpaBa Jiuiy, (uKcHpyromIX (baKTEI, CBA3aHHEIE ¢ GuHAHCOBBIMU
CPEICTBaMH, a TakXKe Ha UHBIX AOKYMEHTaX, NperyCMaTpUBAIOIIHIX 3aBEPEHNE MOAIUCH
TICYATBIO B COOTBETCTBHHY C 3aKOHONATEIECTRBOM Poccntickoit ®eneparm.

JlOKyMeHTSI 3aBepsioT meyaThio opranusanuu. Ievats npocrasnsercs, He saxpa-
TBIBas COOCTBEHHOPYYHOM TOLIHCH JIMIa, MOANHMCABIIETO NOKYMEHT, WM B MecTe,
0003HaYeHHOM «MIT («Mecto negarmy).

2.49 Ormerka 06 UCIIOJIHUTENIE BKIIOYAET bamMunnoo, UM W oTyecTRO (mpu
HAJIMYMH) HCIIONHUTEIIS, HOMEp ero Tenedona. Otmerka 06 UCTIOTTHUTETIE MOXET Io-

POHE IOCIENHEro NUCTa NOKyMeHTa OT TPaHHIIEI JIEBOTO 1101 MM, IIPH OTCYTCTRHH Me-
€Ta, — Ha 00OPOTHOM CcTOpPOHE JTHCTA BHM3Y cteBa. Hanpumep:

Wneun Unes Unpuy, Otnen xanpos, BENYIIUH CrIeNUauCT
+7(4912) 46-08-01, Ilyin Iv@techno.ru

Ortmetka 06 ucrnonauTene MOXET O(QOPMIISTECS KaK HIDKHU KOJIOHTUTYJI U Iie-

COOCTBEHHOPYUHYIO MOIIHUCE; PacMObPOBKY MOAMHICH (MHUIAANEL, hamunuio); nary
3aBCPEHUS KOIINH (BBITHCKY W3 JOKYMEHTa).
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Ecnu xomus BBIACTCS IJIA MIPEACTABICHUS B APYTYIO OpraHHM3alHuI0, OTMETKA O
3aBCPEHUH KOIIMH IOIIOJHSETCH 3aIllUCBhI0 O MECTE XPaHCHUS NOKYMEHTa, C KOTOpPOro
Obl1a U3rOTOBJIEHA KOIIHs, U 3aBEPACTCS II€HaAThIO Opranusanuu. HaHpHMep:

[onnmuuank nokymenta Haxomures B ®TB0Y BO PssIMY Munsnpasa Poccun B nene
Ne08-05 322017 r.»

Bepno
HavansHuK KaHUEIApun ITonmuce N.0. ®amunus
Jarta [Teuats

Ha xomusix MHOTOCTpaHHYHBIX TOKYMEHTOB OTMETKA O 3aBEpEeHHH KOIWH po-
CTaBJIACTCS HA KAKAOM JIUCTE NOKYMEHTA WIIM Ha IMOCIETHEM JIUCTE NPOLIMTOrO WM
CKPEIJICHHOTO MHBIM 00pa3oM NOKyMeHTa. 3allMch O MeCTe HaXOKIEHUS MOTHHHUKA
TPOCTABIACTCS TOJIBKO Ha MOCIEeIHEM JIUCTE JOKYMEHTA.

Jist 3aBepeHns KOMUM TOKYMEHTA, H3TOTOBJIEHHON Ha GYMaXKHOM HOCHTENE, MO-
KET UCIIOJIb30BATECS IITAMII.

Komuu  571eKTPOHHBIX JOKYMEHTOB, HANPABISEMBIX IO HHMDOPMALIHOHHO-
TEICKOMMYHHUKAIIHOHHO! CETH, 3aBEPSIOTCS 3IEKTPOHHOM MONKCHIO PEKTOpPA YHHUBED-
CHTETa WM MHOTO YNOJTHOMOYCHHOTO UM JIMIA ¥ BBICBUIAIOTCS MOIYYATENO C COMPO-
BOJMTENIBHBIM IINCBMOM B (hOpPME 3IIEKTPOHHOTO JOKYMEHTA.

Komnwu a51ekTpOHHBIX TOKYMEHTOB Ha GH3HIeCKH 060COGIEHHBIX HOCHTENAX BbI-
CBUTAFOTCS ITOTy4aTeNI0 C COMPOBOAUTEIBHBIM ITHCEMOM Ha GYMa)KHOM HOCHTEIIE.

B corpoBoauTeNEHOM IICEME K KOMHSM 3IEKTPOHHEIX JOKYMEHTOB YKa3bIBaeT-
csl:

- HAMMEHOBaHUE HH(OPMALMOHHOK CHCTEMBI, B KOTOPOH XPaHATCS JOKYMEHTHI,

- HANMEHOBAaHHs JOKYMEHTOB, KOIIUYM KOTOPBIX HANPABIISIFOTCS MTOIYyYaTelio;

- HasBaHWs (GailyIoB JOKYMEHTOB C yKa3aHueM (GopMaToB (BailioB U 0GbeMa Kak-
Joro (paiina B OaiiTax;

- JlaTa U3rOTOBJIEHUS U 3aBEPEHUS KOITHH.

Ilpy sTOM Ha ¢H3HYECKH 06OCOOIEHHOM HOCHTENE HECMBIBAEMBIM MapKepoM
ykasbiBaetcs: «IIpunoxenue k muceMy oT (mara) Ne ...».

Konus >71eKTpOHHOTO JOKyMeHTa, MpelCTaBlIeHHas B BUIE NOKyMeHTa Ha 0y-
Ma>KHOM HOCHUTEIIE, 3aBEPSCTCS B MOPSAJIKE, yCTAHOBIEHHOM HHCTPYKIHMEN I 3aBepe-
HUS KOTIMH JTOKYMEHTOB Ha OyMa)XHOM HOCHTENe, C yKa3aHHeM, B KaKoi HH(bOpMaLy-
OHHOM CHUCTEME XPaHUTCS EKTPOHHEBIN TOKYMEHT.

2.50 OT™MeTKa O MOCTYIUIEHHH IOKYMEHTA CIYXUT IS IIOATBEPXKACHUS (aKTa
MOCTYNICHUS IOKYMEHTA B BY3 M BKIIFOYAET JaTy IIOCTYIUICHUS ¥ BXOMISIIAN PErucTpa-
LMOHHBIH HOMEp OKyMeHTa. IIpi Heo6X0IUMOCTH OTMETKA O TIOCTYIUIEHHH MOKET 0~
TOTHATECS yKa3aHUEM BPEMEHH IOCTYIUIEHHS NOKYMEHTa B YacaX W MUHYTAX M CIIOCO-
0a 10CTaBKU TOKYMEHTA.

OtMeTKa 0 TIOCTYTIEHHH JOKYMEHTA MOKET IPOCTABIATHCS ¢ TIOMOIIBIO IITAM-
na.

2.51 Pesomonus NO/DKHA CONEPKATh YKa3aHUE 110 WCTIONHEHHEO IoKymeHTa. Pe-
307IOIHs OhOPMIIIETC HA CBOOOIHOM MeCTe paGodero Mois IOKYyMEHTa, Ha GIaHKe
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PESOIFONMH MM BHOCUTCA HETIOCPEICTBEHHO B CHCTEMY 3NIEKTPOHHOTO JOKYMEHTO0000-
pora.

Pesosronms nomkra BKIIOYATE: GaMUIMIO, WHUNMAIS HCTOMHETENS (ucromHm-
TelNei), IOpyYeHHe [0 JOKyMEHTY (KOHKPETHOE 3alaHHe TI0 UCTIONHEHUIO JIOKYMEHTa
U (POPMYITHPOBKA LIENH PACCMOTPEHHS JOKYyMEHTa), [IPU HEOOXOMXMMOCTH — CPOK HC-
HOHCHHS, TIONIACH JTUIIA, BEIHECIIETO PE3O0ITIOLMIO, ATy PE30IOLHH:

@amunus U.0., Qamumus U.0.
IIponry moaroToBuTs MpeaIoKeHus
k 10.11.2018 IToonuce

Jata

CpOK HCTIONHEHHS OpYYeHHUS He NOKeH YKa3bIBAThCS, €CITM OH Ha3BaH B TEKCTe
MOCTYTUBIIETO TOKYMEHTA ¥ PYKOBOJUTEIb HE CUMTACT HEOOXOIUMBIM H3MEHHUTE Ero B
CTOPOHY COKpAILCHNS WK SBIACTCS TUIOBBIM ISl NAHHOTO BHJA JOKYMEHTA.

IIpy yKka3aHMM HECKONBKMX HCIIONHHUTENCH (baMHITHS OTBETCTBEHHOTO HCIIOIHHU-
TCJI YKasbIBACTCA NEPBOH, IMOJYEPKUBACTCS WM OOO3HAYAETCS CIIOBOM «OTB.%» («ot-
BETCTBEHHBII»).

2.52 OtMeTKa 0 KOHTpoJIe CBUJCTEILCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOH-
TPOIE, HPOCTABNIACTCS WTaMIIOM «KOHTpOITEY Ha BepXHEM TOITe TOKyMEHTA.

2.53 OT™eTKa 0 HalpaBNeHWH JOKYMEHTA B IEi0 OIIPENIENIIET MECTO XPaHEHHUS
JAIOKYMEHTa TI0CTIe 3aBepLICHHs pabOTBI ¢ HUM ¥ BKIIIOYAeT: c1oBa «B menoy, HHmekc
JIeTIa 110 HOMEHKIIAType JIefl, B KOTOPOe MOMEIIAeTCs JOKyMEHT Ha XpaHeHHue, ¢ yKasa-
HHEM TOZ1a, TOJDKHOCTH JIMLA, OYOPMHUBILIErO OTMETKY, TIOIIINCH, NATHI. Hampuwmep:

B nemo Ne 01-18 32 2018 r.
HavanpsHuk kanuenspun
Iloonuce Jata

Otm™metka o HallpaBJICHUH AOKYMEHTA B JI€JI0 MOXET IOMOJIHSITHCS KpaTKHUMH CBe-
ACHUSIMHU O XapPaKTEPEC UCIIOJTHEHUS HOKYMCHTA.

3 IloaroToBka u opopMIIEHHE OTAETLHBIX BHIOB AOKYMEHTOB

3.1 JloxanbHBIe HOPMATHBHBIE AKTEI (manee — JIHA) m3parotcst B BHIe IIpaBuI,
TIONOKEHUH, NHCTPYKIHUH, PeriIaMeHToB, MepeydHeH, KJTaCCU(DHUKATOPOB U APYTHX BHUIOB
JIOKYMEHTOB.

JIHA npurobpeTaror ropHaudecKyro CHITy IIOCNe WX YTBEPXKICHUsS paclopsmd-
TEIBHBIM TOKYMEHTOM (IPUKa30M) U HETOCPEICTBEHHO PEKTOPOM HHBIM YITOJIHOMO-
YEHHBIM UM JIHI[OM.

PykoBozuTenu cTpyKTypHEIX mompasenenuii e BIIpaBe u3nasath JIHA.

3.2 JIHA moryT 65ITh:

- IOCTOSTHHO NEHCTBYIOMMY (6€3 OrpaHMYeHHs CPOKa X NPUMEHEHNS ),

- BPEMEHHBIMHU (LEHCTBYIOIIMMY B TEYeHHe YKA3aHHOTO B HHX CpOKa WM 10
HACTYTUICHNS OIPE/IETIEHHOTO COOBITHS).

3.3 OcroBanuem ms usganus JIHA spisoTes:



20

- 3aKOHOZIAaTeJIbHBIE ¥ MHBIE HOPMATUBHBIE TIPABOBEIE aKThI POCCHICKOIL Denepa-
uun (ykassl U pacropsokerus [Ipesunenta Poccuiickoii Denepaiuu, IOCTAHOBIEHUS U
pacniopspkenus IIpaBurenscrsa Poccuiickoit Denepanu, akTel (GenepaTbHbIX OpTraHOB
HCIIOJTHUTENIEHON BITACTH);

- 3aKOHONATeNIbHBIE aKThI CyOBbekTa Poccuiickoit Oenepaltiy, HOpMATHBHbIE npa-
BOBBI€ aKTBI OPraHOB rOCY TApPCTBEHHON BacTH Cy6obekTa Poccuiickoil Denepanuu;

~ paHee H3NlanHbIe B opranusauuy JIHA w/umy pacropsantensHble JOKYMEHTHL,

3.4 JIHA m3parorcs B Hemsix:

- YCTHOBIICHHS HOPM, TPeOOBAHHH, PaBUI B OTHOMIEHHH TIPEIMETA HOpPMaTHB-
HOT'O pEryJTMpOBaHUs, paHee He SBIABLIEMCS NPEAMETOM DPETyIUPOBAHUS B Opra"msa-
18058788

- USMCHCHUA CYINECTBYIOMMX HOPM, TpeOOBaHHH, IPABHII, YCTAHOBIEHHBIX paHee
U3aHHBIMH HOPMATHBHBIMU JOKYMEHTAMH,

- OTMEHBI paHee yCTaHOBIICHHBIX HOPM, TpeGOBaHMH, TpaBHII.

3.5 Ipennosxenue o paspabotke mpoekta JTHA BHOCHTCS PYKOBOJIUTEIEM CTPYK-
TYPHOTO TIONPa3eICHUS MITH UHBIM JOJKHOCTHEBIM JIUIIOM.

3.6 JIHA paspabaTsiBaeTcs B clydae, eciiu:

- MMEETCsl y4acTOK paboThl (BOMPOCK! AESTENBHOCTH), HyKIAMOMMHCS B HOpMa-
TUBHOM DETYJIMPOBAHUY;

- TpeOyeTCs BHECEHHE 3HAYUTENHEHOTO KOMHYECTBA H3MEHEHHH B paHee NpuHS-
Teid JIHA;

- BRIABIICHO HECKOJBKO JIHA, perymupyromtix cMexHble BOIPOCE, KOTOpBIE ITe-
11eco0bpasHo 06BEIUHHUTE B OMH JOKYMEHT.

AkTyanusanus panee NpuHATEIX JIHA OCYIICCTBIIAETCS Yepe3 BHECEHHE B HHX
M3MEHEHUMN. _

3.7 Tlpennoxenre ¢ 0OOCHOBaHHEM HEOOXOIHMOCTH paspabotku HOBOro JIHA
TIPEACTABIIACTCS. PyKOBOLHUTEIEM CTPYKTYPHOTO TIOAPA3IeICHUS. WM HHBIM YIIOJTHOMO-
HCHHBIM  JIOJDKHOCTHBIM JIMLIOM PYKOBOAWTENIO OPraHM3alkd B (OpMe TOKTATHOM
(ciyxeOHOM) 3aIUCKH, B KOTOPOH U3IaraeTcs:

- BOIPOC, TPEOYIOIMUH PEIIeH s, ¢ H3IOKEHHEM OCHOBHEIX HaIlpaBJIEHUH, CIIo-
CODOOB ero pelreHus;

- IIPOTHO3 TOCIENCTBHH MPUHSITHA HOPMATHBHOTO NOKYMEHTa; OpraHM3alioH-
HBIE, KaJpOBbIE, QMHAHCOBEIE, MATEPHANBHO-TEXHIIECKUE i HHEIE MEPOIPUSTHS, KOTO-
pBIe HEOOXOAUMO OyIET IPOBECTH B CBA3M C NPUHATHEM HOPMAaTHUBHOTO JOKYMEHTa;

- TIepedeHb panee usnaHHBIX JIHA, nmommexammx oTMeHe B CBS3U C H3TaHHMeM
HOBOT'O HOPMaTHUBHOT'O JTOKYMEHTA;

- IPeANaraeMelil CpOK A5t pa3paboTKX MPOEKTa HOPMATUBHOTO IOKyMEHTa.

3.8 CormnacoBanue mpoextor JTHA OCYIIECTBIIACTCS B COOTBETCTBUM C MIYHKTAMHU
4.1-4.13 WncTpyKImuu 1o JEJIOTIPOU3BO/ICTBY.

3.9 JIHA yTBepsxnaeTcs mpukazom PEKTOpa, €CIIM OTHOBPEMEHHO C YTBEPIKICHH-
€M HOPMAaTHBHOTO IOKyMEHTa HEOOXOAUMO IIPHHSATE MEpHI OpraHU3allMOHHOTO, (hHHAH-
COBOTO, TEXHUYCCKOT0, KaIPOBOI0 MITM UHOTO XapakTepa ¥ IaTh COOTBETCTBYIOIIIHE I10-
PY9CHHUA DYKOBOIMTENAM CTPYKTYPHBIX MOIPA3NEICHUN WU HHBIM paboTHHKaM, a
TaK)X€ €CIIM HEOOXOAUMO BHECTH M3MEHEHHS WU TIPU3HATH YTPATHBIIAMU CHITy paHee
yTBep)KaeHHbIe JIHA.



WUsmenenns B JIHA u ormena JIHA, yTBepxnennsie HETIOCPENCTBEHHO CO6-
CTBEHHOPYYHOH MOANKUCHIO PEKTOpa B rpude yTBepKIeH s, BHOCSTCS IIPUKa30M, U31a-
Ba€MBIM DEKTOPOM.

3.11 B Texcre npukasa o6 YTBEPKICHUH, U3MEHEHHUH MITH oTMeHe JTHA HCIIOJTb-
3YIOTCSl DOPMYITUPOBKH:

- IIpH YTBEPXKAEHUH HOBOro JIHA: «YTBepmuTh (HazBaume JIHA)» mimn «Y1Bep-
IuTh (HasBanue JTHA) u BBecTH B IeHcTBHe ¢ (naTta)y. Hanpuwmep:

1. YTBep,ZIHTB HOJIO)KCHI/IG O JIOKQJIbHBIX HOPMaTHUBHEIX aKTax.
158)0%

1. VrBepauts IItarroe opraimsaniu Ha 2018 rox u BBecTH ero B neiicTrHe ¢ 1 suBaps 2018 r.

- IIPM BHECEHMH M3MEHEHMI B paHee YTBepIneHHnblit JIHA: «BHecTn usMmeHenms
B (HasBaHue JIHA). Hanpumep:

1. Buectn crenyromme n3Menenns B Illtatroe pacmucanme ma 2018 TOZ, YTBEPXKAEHHOE NpH-
kazoM O®I'5OY BO Pss[MV Munsnpaga Poccun ot 25 nexabps 2017 r. Ne345: ...

- IIPM OTMEHe paHee yTBepxKIeHHOro JIHA: «IIpusHats yTpaTHBIIIM CUITY
(HasBanme JIHA), YTBEpXKACHHOE ...». Hanpumep:

4. lpusnate yrpartuemmm cuity Ilonoxenue o HEHOPMHUPOBaHHOM paboueMm nHe, YTBEPXKIEH-
HOe npukazom O®I'BOY BO PssI'MYVY Munsnpasa Poccun ot 15 dbeBpans 2017 r. Ne 22.

3.12 OcHOBHEIME pexBH3HTaM JIHA sBnsrorcs: HanMenoBamme OpraHu3alny,
HANMEHOBaHHE BUIA OKYMEHTA M 3aTOJOBOK K TEKCTY, COCTABISIOIINE OHO IIeIoe,
IPUQ yTBEPIKAEHNS, MECTO M3 MAHMS TOKyMEHTa.

JIHA paspabatsisarorcst B COOTBETCTBHH ¢ IlosoxeHnem o NOpsiAKe pazpaboTku
¥ YTBEPXKICHUS TOKATBHEIX HOPMATHBHBIX AKTOR 10 BOTIIpOCaM nestensHoctd PIEOY
BO PszsI'MY Munznpasa Poccyn.

3.13 Nudopmanus CIpaBOYHOrO XapakTepa (rpaduxu, CXEMBI, TabJIHIIEL, (hopMBI
AOKYMEHTOB) 0OpMIIeTCs B Brze npuiIoxeHuit k JIHA.,

Ha npunoxennsax x JTHA O(OPMITAETCS PEKBH3HT «OTMETKA O IPHIIOKESHUU» B
COOTBETCTBUM C IyHKTOM 2.44 WHCTPYKIHeH 1o JETIOTIPOU3BOICTBY.

3.14 JTHA Bctymaer B CHJLy B CPOK, yKa3aHHBIH B pHKasze, KOTOPBIM yTBEpKIeH
JIHA, v ¢ mater yTBepxxaenus JIHA.

3.15 Pacniopsiautensabe AOKYMEHTBI OpraHU3aIiy U3AI0TCS B dopme npuxazos
U paCIOpsKEHUIA.

Ilpukaser usnarores B mesgx O(DOPMIICHHUS peleHHi]:

- HOPMaTHBHOTO XapakTepa (€M MpHKa3om yTeepxnaercs JIHA wnu npunmnma-
CTCA DEIICHUE OpPraHU3alMOHHOLO XapaxkTepa, HalmpuMep, IpHKa3 06 YTBEPXKICHUHU
CTPYKTYPBI U IITATHON YHCIIEHHOCTH OpraHM3aIiH);

- OPTaHU3aLUOHHOTO, aIMUHHUCTPATUBHOTO, B TOM YHUCJE ONEPATUBHOTO XapaKTe-
ba II0 BOTIpocaM OCHOBHOM [esTeNbHOCTH OpraHu3aIky.

3.16 IpoexTrI mprKazos 1o OCHOBHOH N€ATETBHOCTH TOTOBSIT CTPYKTYPHEBIE MOJI-
Pa3NICTICHNS YHUBEPCHTETa HA OCHOBAHUK NOpYYCHHH PYKOBOACTBA JTHOO B MHMIMA-



2

THBHOM Mopsinke. OTBETCTBEHHOCT 3a KaYECTBEHHYIO MOATOTOBKY [IPOEKTa [IpUKa3a,
COTIIACOBAaHWE U TPABUIBHOE OpOPMIIEHHE TIPOEKTa HECET PYyKOBOAMTENb MMOApa3ieie-
HHSI, KOTOPBIA FOTOBUT IMPOEKT IIPUKA3a U IIPECTAaBIISET €ro Ha 110 ITHCh.

3.17 KoHTpomnb 3a MpaBUIBHOCTEIO OGOPMIIEHHS IPOEKTOB IIPUKAa30B OCYIIECTB-
JSIeT KaHUENApHs YHUBEPCUTETA.

3.18 IlpuKaskl, u3naBaeMble B YHHBEPCUTETE, HE MOJKHEI IIPOTUBOPEYUTH 3aKO-
HOZaTenbCTBY Poccuiickoit ®enepanuy, YcTaBy, NOKaTbHBIM HOPMATHBHBIM aKTaM M
paHee U3JaHHBIM MTPUKA3aM.

3.19 IlpuKa3kl IO OCHOBHOM AESTETEHOCTH U3 IAIOTCS:

- BO WCIIOJHCHHE HOPMAaTHBHBIX IIPABOBBIX aKTOB OPraHOB TOCYAApCTBEHHOM
BJIACTH ¥ BBIIIECTOSIINX OpraHU3allni;

- B LCMIAX OCYINECTBICHUS YIPAaBIEHUYECKON NEATENLHOCTH, BBITEKAIOMIEH W3
GyHKIMH U 3314 OpraHU3aImH.

3.20 IIpnkassl Io OCHOBHOM [EATENEHOCTH COCTABIMIOTCS HA OCHOBE TIIATEILHO-
O ¥ BCECTOPOHHEro M3y4€HUs BONMPOCOB, TPEOYIOMINX paspelleHus, 9To6kI comepika-
Inecst B MPHUKa3ax IMOpy4YeHHs OBITM KOHKPETHBIMH, 00ECIICYHBAINCH JOCTATOUHBIMHU
MaTepHaTbHO-TEXHUYECCKHMU ¥ (DMHAHCOBBIMH CPEJCTBAMHU U B JAbHENIIEM HCKITIOYa-
T HEOOXOIUMOCTh KOPPEKTUPOBKH MPHHATBIX PEIICHWH B CBA3M C HEMOJHOTON WM
HeI0pabOTKOH MpeRBIAYINero IprKasa.

3.21 Ilpukasel oopMISIFOTCS Ha GNaHKe MPHKasa C MCIOTB30BAHUEM clenyro-
X PCKBU3NTOB: 1aTa JOKyMEHTa, PErUCTPAMOHHEIM HOMEP JOKYMEHTa, 3ar0JI0BOK K
TEKCTY, TEKCT, MOANMCE. JlaTa U PernCTPaIlMOHHBIH HOMEp TIPUKAa3a IPOCTABISIOTCS MO-
CIIe TOMTHCAaHNs ITPUKa3a PEKTOPOM.

3.22 3aronoBok K MPHKa3y IIe9aTaeTcs Yepes OIHH MEKCTPOYHBIN UHTEPBAIT 110
PEKBU3MTaMK OJlaHKa ClieBa OT IPaHWIEI JIeBOro moist. Touka B KOHIE 3arOfIOBKa HE
CTaBHUTCA. 3arolOBOK K MPHKa3y (GOPMYIUPYeTCsS C MPEIOrOM «O» («00»), KpaTko H
TOYHO OTpaXkas COAEPKaHHe TeKCTa NpHKasa. Hampumep:

O6 yteepxnenun UHCTpYKIHH 110 JEIOIIPOU3BOICTBY;
O mopsinke GUHAHCHPOBAHUS PEKTAMHOMN KaMIIAHHH;
O co3manum 3KCIIEPTHON KOMUCCHH.

3.23 TekcT nprKasa COCTOUT U3 IBYX YacTei: 06OCHOBAHMYS (mpeamOyJBI) U pac-
TNOPSIAUTENEHON 9acTH. B 060CHOBaHMH yKa3bIBAaeTCS OCHOBAHWE, NIPHYMHA WM LENTb
u3aHus ToKyMeHTa. Hamprmep:

B cootseTcTBHH ¢ MpHKa3oM MUHHCTEpPCTBA CBS3M H MACCOBEIX KOMMYHHKAIKHK OT 25 nexabpst
2014 . Ne 1494 «O6 yrBepxnenun IpaBrn oGmena JOKYMEHTaMH B 3JIEKTPOHHOM BHIIE TIPYU OpraHu-
3aIuy HHPOPMAIIOHHOTO B3aUMOICHCTRHSAY ...

B nensx opraEmsanmu u npoBeneHHs paboThI 110 3KCIEPTH3E LEHHOCTH NOKYMEHTOB, 00pa3sy-

OIMUAXCS B AEATEIILHOCTH YHHUBEPCHUTETA, U 0T6opy UX JUIA IIEpeav Ha XpaHEHUE B ApXUB YHUBEPCH-
T€Ta U K YHUYTOXEHHUIO ...

3.24 PacmiopsnuTeNbHAS YacTh NPHKA3a HAYMHAETCS CIIOBOM «TIpUKAa3bIBAIOY, KO-
TOPOE MeYaTaeTCss CTPOYHBIMK OYKBaMH BPaspsIKy.
Pacriopsiautensras qactb MOKET comepKars:
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- PCIICHHS OPraHW3alMOHHOr0 XapakTepa (yTBEPIUTh, CO3MaTh, IPeoOpa3oBarts,
JIMKBUNINPOBATE, IIPU3HATH YTPATHUBIINM CUITY);

- KOHKPETHbIC [IOPYYEHHUs C yKa3aHHEM UCIIOJIHUTENS (HCIIONHUTENEH) U CPOKOB
UX BBIMIOJTHEHHUS.

3.25 Kaxnoe pemerne (mopydvenue) odopmisercs B MIpUKa3e KaK OTACIBHBIN
MyHKT. TIyHKTEI Npukasa pacronaraioTcs B JOTHKO-BPEMEHHOMN MOCTeI0BATEIBHOCTH
HyMmepyroTes: apabckumu mudpamu. Eciu nopydenue naercs KOHKPETHOMY II0JIpa3e-
JICHUIO, €70 HaMEHOBAHUE NMHUIIETCS TIOTHOCTBIO, B CKOOKaX yKa3bIBAIOTCA GaMUIHS U

HMHUIUaJIbl PYKOBOOUTEIA IMOApa3ACJICHUS B MMEHUTEILHOM IIa/Ie)Ke. HaHpHMepz
... IPUKa3bIBarO:

1. Yuebno-meTommyeckomy ynpasnenuo (Oamuust 1.0.) x 01.11.2018 moarotosuTs 1 mpen-
CTaBUTb Ha YTBEPKACHUE IIAH y4eOHO-METOINIECKOM paboTs! Ha 2019 ro. ..

Ecnu mopydenne naetcst KOHKPETHOMY HCITOIHHUTENO, €0 TODKHOCTD 1 hamu-
JIsL yKa3bIBAIOTCS Oe3 CKoOOK B TaTeNbHOM lajexe. Hampumep:

....3. I'maBromy Gyxrantepy (®amumms 1.0.) IoAroToBUTS 1 MIPEICTAaBUTh Ha PACCMOTPEHHE U
YTBEPXKACHHE CMETY KOMaHIAUPOBOYHBIX PACXOIO0B Ha roj B cpok 10 30.11.2018.

IIpenmuceiBaeMoe NeHCTBHE BHIPaXaeTCs TIIATONOM B HEONpEAeeHHOH dopwme.
He nomyckaercs ymoTpeGusiTh HEKOHKDETHBIE BBIDAKEHHS THTIA KYCHIIUTBY, «YCKO-
PUTBY», OOECIIEUNTH B KpaTUaMIIie CPOKI.

Ecnu onHOMY HMCIIONHUTENI0 HEOOXOIMMO TOPYIHTE HECKOTBKO Pa3HBIX 3aaHui
C ONHHM CPOKOM BBIIOJIHEHHS, OTBETCTBEHHBIH HCIIONHHUTEIb H CPOK UCTIONHEHHS yKa-
3BIBAIOTCS ONUH pa3 B OCHOBHOM ITyHKTE, a OPYYEHHUS BBIAENISAIOTCS B OTICTBHBIE TIO/I-
MyHKTBL. Ecii y ropy4venuit pasHble CpOKU HCIIOTHEHHS, CPOKH YKA3bIBAIOTCS HE B OC-
HOBHOM ITYHKTE, a B KaX/IOM TTOIIYHKTE.

CpoK WCIOTHEHHUs JOJKEH OBITH PeabHBIM, COOTBETCTBOBATE o6BpeMy Tpemrno-
JlaraeMbIX padoT. Ilpu ycTaHOBNEHHE CpOKa ClledyeT YIUTHIBATH BpeMs TOBEIEHHS 10-
KYMEHTa JJO KOHKPETHBIX MCIIOJHUTENEH.

Cpox HCIIONHERH S B yHKTaX pacIOPSAUTENHHOMN YacTH IPHKa3a He yKa3bIBaeTCst
B CITy4asix, €CM NEHCTBUS HOCAT PETYJAPHEIA XapakTep M WX BHITIOMHEHHE [IPE/IIINChI-
BacTCd Ha BECh MEPHOJ NEHCTBHUs NpHKasa. KomudecTBO HCMONHUTENEH 1O KaXIOMy
IYHKTY (TOAIYHKTY) He OrpaHu4uBaeTcs. OTBETCTBEHHBIN MCIIOTHUTEND yKa3bIBaeTCs
IIEPBBIM.

Ecnu nprkas oTMeHseT TMONHOCTBIO WM YaCTHYHO PaHee W3NaHHbBIE IOKYMEHTEI
II0 TOMY K€ BOIPOCY, TO B IPEAIOCICIHEM ITyHKTE ITPHKa3a HEOOXOMMMO HX ITepedrc-
JMTE C yKa3aHWEM HAMMEHOBAHHSA NOKYMEHTa, €ro JaThl, HoMepa, 3arojoBka. Hampu-
Mep:

...4. Ilpusnats yrpatusumm cuny npuxas ®IBOY BO PssIMY Munsnpasa Poccuu ot 5 ag-
rycra 2017 r. Ne 175 «O6 yrepkaeHnn DKCIEPTHON KOMUCCHE VYHuBepcureray...

[locieiHu# MyHKT MprKasa — MyHKT 0 KOHTPOJIE, B HEM YKa3BIBaIOTCS OJIKHOCTE
A4, OTBETCTBEHHOTO 32 MCIIOJHEHHUE TOKYMEHTA B IEJIOM, ero (GaMHIMs ¥ HHUALIMATEL.
Hanpuwmep:
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Kontpons 3a ucnonnenuem nprxasa sosnaractest na IIpOpeKTopa 1o y4yebHoU pabore Damu-
* g U.0.

B otnenpnbIx CIy4astX peKTOp YHMBEPCHTETA MOXET OCTABUTH KOHTPOJIb 3a CO-
0oi1;
KOHTpOHB 34 UCIIOJIHEHHEM HpHKEBa OCTaBJIARO 34 CO60fI.

3.26 He BKImrOYaeTCs B TEKCT pHKasa MyHKT «IIpuka3s noBecTH 10 cBemeHus ...».

Ilonpasnenenust 1 HOMKHOCTHEIE NHIA, 0 CBEIEHUS KOTOPBIX HEOOXOIUMO I0-
BCCTH IIpHKas3, ICPEIUCIIIOTCS B yKasaTene (JIUCTe, CIICKE) PACCHLIKH, KOTOPBIH TOTO-
BUTCS UCTIONIHUTEIIEM W MOXET OQOPMIIATECS Ha 0GOPOTHON CTOPOHE IOCIETHETO JIU-
CTa MpHUKasa.

3.27 B npukazax He JOITyCKaeTcs:

- USMEHEHHIE paHEee YCTaHOBJICHHEIX CPOKOB BEIIIOIHEHUS 3a0aHMI B CTOPOHY HUX
YBEJINYEeHUSI;

- IPUMEHCHHC IPOM3BOJIBHBIX COKPAINCHHM HIIM WCKaKEHHE HANMEHOBAHMIA
CTPYKTYPHBIX IIONPA3NENICHUN YHUBEPCUTETA — UCTIOTHHUTEINEIH;

- PUMCHEHNE NPOU3BOJIBHBIX (HE OOIIENPUHATEIX) TEXHUYECKHX U IOPYTHUX Tep-

’ MHHOB, COKDAIIIEHHBIX CJI0B ¥ HAUMEHOBAHMIA.

3.28 Ilpu HaTMYMKU OPHUIIOKEHUN B TEKCTE IIPUKa3a B COOTBETCTBYIOIUX ITYHKTAX

PacCTIOPSIINTENBHOH YaCTH JAOTCS OTCBUIKH: ... (IPUIoKeHre Ne 1); ... (mpumoxxerue No

2); ... «COTJIaCHO TIPUIIOXKEHUIO», Ha ITPUITIOXKECHU U O(bOpMHHeTCSI OTMETKa O MPUIOXKe-
HHUUN:

[Ipunoxenne Ne 1

k mpukazy ®I'BOY BO PasI'MV

Munznpara Poccuu
or 12.11.2018 Ne 215

M3naHue BMecTe ¢ PUKA30M TIPHIOKEHHH, He YHIOMSHYTHIX B TEKCTE JTOKYMEH-
Ta, HE NOITYyCKaeTCs.

Ecmu moxymenr, YTBEPXKIOCHHBIA MPUKA30M, BIIOCIEICTBUU IEUCTBYET B BHJE
CaMOCTOSITC/IBHOTO NOKYMEHTA, Ha MEPBOM JIUCTE AOKYMEHTa B BEPXHEM IIPABOM YTIIy
IPOCTABNIACTCSI rpU() yTBepKIAEHUS (TIpH HEOOXOINMOCTH, — C yKa3aHHEeM HOMepa Ipu-
JIOKEHHUST), HATIPUMep:

WucTpyknus YTBEPXIEHA
npukazom ®I'BOY BO

Psa3s’'MV Munsnpasa Poccun
oT 22.01.2018 Ne5

3.29 Pacniopspkernst 0hOpMILIOTCS IO TeM IKe IIpaBUJiaM, YTO U IIPUKa3kbl, 32 UC-
KIIFOYEHHEM TOTO, YTO B KOHIE MpeaMOyIIbl CTABUTCS JBOETOYE, MOCTE Yero CIIEYIOT
IyHKTBI pacTiOpsAIUTeNsHON JacTu. Hanpumep:

B nensax ucnonsenus npukaza ®TBOY BO PszsI'MY Munsnpasa Poccun ot 22 asrycra 2018r.
«O6 opraHM3aMK U IPOBENCHUH KoHKypca «Jlyummwmit paboTHHK — 2018 »:
1. PykoBonuTessaM ympaBieHuH, OTAETOB B cpox 1o 10 centsa6pst 2018 r. mpeacTaBUTL CBOM

HMPEMIOKEHHA O KaHIMIATYpaX PabOTHHKOB [T yIacTHs B KOHKYPCE.
-
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PacmopsikeHus MOTYT He IMETh [peamMOyJIbL.

3.30 Jlo mpencTaBiIeHus Ha MOAMUCH NPOEKT TIPHKAa3a (PACIOPSHKEHHUST) COTIIAcO-
BBIBACTCS C 3aHHTEPECOBAHHBIMU JIMIIAMHM B COOTBETCTBUM C MyHKTamu 4.1- 4.11 un-
CTPYKUHH 10 JEJIOTIPOU3BOICTBY.

3.31 Ilpukas NOAMHCHIBACT PEKTOP WM JIWIIO, UCTIONHSIOIIEE ero 00S3aHHOCTH.

PacriopsbkeHre MomIChIBaeTCsl pEKTOPOM Y HUBEPCUTETA.

3.32 Konuu nprkazoB (pacropspKeHni) pacChUTAlOTCS B COOTBETCTBHHU C yKaza-
TelleM (JINCTOM, CIIMCKOM) PaCChLIKH.

3.33 Ilpn opopmileHny mpHKasa, U34aBAEMOTO COBMECTHO C APYroi OpraHu3aIu-

v

en:

- OJIaHK HE UCTIOJB3YEeTCS;

- HAMMEHOBAHUsI OPTraHU3alMH [1eYaTaloTCs Ha OJHOM YPOBHE;

- HanMeHoBaHue Buaa fokymenta (IIPMKA3) pacrionaraercs o nentpy.

Hatoii coBMECTHOTO IpHKa3a SBIAETCS JaTa MPOCTABICHHS MOCIEIHeN TOMIIUCH
Ha IOKyMeHTe. PerucTpauoHHbI HoMep COBMECTHOTO MPHUKa3a COCTOUT U3 PErHCTpa-
[IMOHHBIX HOMEPOB, MPUCBOCHHBIX KAXKIOH M3 OPraHH3allMil M MPOCTABISEMBIX depe3
KOCYI0 4€PTY B IOPSIIKE yKa3aHUs OpraHU3alUil — aBTOPOB JOKYMEHTA.

Texer coBMecTHOro mpHKasa H3JIaraeTcss OT MepBOTO JIMIA MHOKECTBEHHOIO
qMcia (CIpUKa3biBaeM»), MONMNCH PYKOBOAWTENEH OpraHM3alliil pacrofiaraloTcsi Ha
OJTHOM YPOBHE CIlIeBa U CIpaBa.

3.34 JledTenbHOCTD 1O COBMECTHOM BBIPAGOTKE PEIlCHHI Ha 3aCeNaHusX COBE-
TOB, KOMHCCHH, COBELIAHUIX 0QOPMIISIETCS IIPOTOKOIAMH.

IIpoToKos cOCTaBNseTCSs Ha OCHOBAaHHM JMKTOMOHHBIX (PYKOIMCHBIX) 3aruceit,
[IPOU3BENIEHHBIX BO BPEMsl 3acelaH¥sl, NPENCTaBIEHHBIX TE3UCOB JOKIIANOB U BBICTYII-
JICHUH, CTIPABOK, IPOEKTOB PEIIeHNUH (TOCTAHOBICHUH).

IIpoTokon odopmisercs B TeUEHHE OJHOTO-TPEX MHEH MOCTe MPOBENCHHUS 3ace-
JlaHHs, €CITU CPOKH €ro IOATOTOBKU HE OTOBOPEHEI 0C000.

3.35 PexBu3WTaMM IIPOTOKOJIA SIBISIOTCS: HAMMEHOBAHME OPraHU3allHK, HAaHMe-
HOBaHHE BUIA IOKYMEHTa, 3ar0JIOBOK K TEKCTY, J1aTa U MECTO 3acelaHusl, periCTpali-
OHHBIA HOMEP MPOTOKOJIa, TEKCT, TOAIIUCH.

3.36 3aroJOBOK K TEKCTY IPOTOKOJA OTBEYAET HA BOTIPOC «4ero?» M CONEPKHT
yKa3aHue IIOAPa3[ENeHUs WM OpraHa, OeATeIbHOCTh KOTOPOIO IMPOTOKOJIUPYETCH.
Hamnpuwmep:

OPOTOKOJI 3aCE€NaHUS aTTECTAlMOHHOM KOMUCCHHU.
IIPOTOKOJI 3aCeaHus y‘l€6HO-M€TOI[I/I‘I€CKOI‘O COBECTAa.

Haroit mpoTokoa sBnsgeTcs nata 3acenanus. Eciu 3aceqaHue IpomgomKaeTCst He-
CKOJIBKO JHEH, YKa3bIBAETCs NaTa Hayaja 3acelaHus U 4epe3 THPEe — NaTa OKOHYAHHUS:
12-13 mas 2018 r.

3.37 TekcT MPOTOKOTA TOJDKEH COCTOSTH U3 IBYX JacTeil: BBOIHON ¥ OCHOBHOM,
Bo BBOAHOM YacTu MpOTOKONA yKa3blBalOTCS (GAMITHH TpeceaaTes (IpeiceaTeb-
CTBYIOILET0); CEKPETapsl; GaMUIMH YUaCTHUKOB, IPUCYTCTBYIONINX Ha 3aCeIaHNH; JIALL,
NIPUTTIAIICHHEBIX Ha 3aceaHue; TOBECTKA JHS.
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Ecni KOM4eCTBO MPUCYTCTBYIONINX Ha 3aceNaHWH MpPEBHIAT 15 4eloBek, B
BBOIHOW YacTH MPOTOKOJA JETAaeTCsl CCHUIKA Ha CIIMCOK, SBJSIOIIANCS HEOThEMIEMO
YacThIO ITpoToKona. Hanpumep:

[IpucyTcTBOBaMH: 25 Yei. (CHUCOK MpHUIaraeTcs).

BBozHas 4acTh MPOTOKOA 3aKAHYMBAETCS MOBECTKOM IHS, colepxallei mepe-
HCHB pacCMaTPHBAaeMbIX BOIPOCOB, NIEPEUHCIIEHHBIX B MOPSAKE UX OOCYKICHHUS C yKa-
3aHMEM JOKJTaI4hKa 110 KaXIOMY pacCMaTpHBaeMOMY BOIPOCY. Bompochl moBecTku
IS GOPMYITHPYIOTCS € IPEIIOTOM «0%» («06%), IeYaTaroTcs OT I'PaHUIIBI JIEBOTO IO U
HYMEPYIOTCS apabCKUMU [H(paMu.

B 0cHOBHOM YacTH MPOTOKOIa QUKCHPYETCS X0 3aceIaHuS.

3.38 IToNHBIH IPOTOKOJT COAEPIKHUT 3aIUChH TOTO, YTO MPOHCXOIMIO BO BpeMs 3a-
CENlaHMsl, BKIFOYas BOIPOCHI K TOKJTI4YMKy, OTBETHl Ha HHX, BBICTYIUIEHHS B XOJe 00-
CYXICHHUS BOTIPOCA, PE3YNIBTaThl FOJIOCOBAHUS 110 BOIPOCY ¥ IIPUHATHIE PELITCHUS.

KpaTkire npoToKONE! BemyTcs P pacCMOTPEHHH BONPOCOB ONEPATHBHOTO Xa-
pakTepa.

B xpatkoM npoTokone ¢ukcHpyeTcs Tema 06CYXACHHS, BaMUITHS TOKIATIMKA
TI0 BOIIPOCY U IIPUHSTHIE PELICHHS.

3.39 OcHoBHas 4aCTh TOJNHOTO IIPOTOKOJIA COCTOUT 3 Pa3iesioB, MOCBAIIEHHBIX
BOTIPOCaM IMOBECTKM IHS. XOI PaCCMOTPEHHsS KaKIOTO BOMPOCA 3aMHCHIBACTCS B ITO-
cienoBarensHocTr: CJIIVIIAJIN — BBICTYIIUIIU — PELLIVIIN.

IlocraHoBnenne (pelueHre) B TEKCT MPOTOKONA BHOCHUTCS TMONHOCTBIO B TOM
$bopMyIMpOBKe, KOTOpas OblIA MPHHATA HA 3aCENaHMM; [PH HEOGXOMUMOCTH IIPUBO-
ASTCS. UTOTH FOJIOCOBAHUS: «3a — ..MPOTHB -..., BO3AEPIKAIOCH — ...».

3.40 ITpoTokon 3acemaHus MOIMUCHIBAETCS IMPEICEIATENEM (mpencenatenbCTBY-
IOIIKAM) U CEKPETapeEM 3aceqaHusl.

3.41 Tlpr HeoOXOIMMOCTH KOIHH IIPOTOKONIOB MM BEITHCKH U3 IIPOTOKOJIOB pac-
CBLIAIOTCS 3aNHTEPECOBAHHBIM JIUIAM B 3JIEKTPOHHOM BHJIE B COOTBETCTBHH C yKa3aTe-
JIEM PacCBLIKH.

B BBINHKCKe W3 MPOTOKOJA NOMKHEI BOCIPOM3BOIHUTECS BCE DEKBH3HTHI 3arojio-
BOYHOH 4aCTH TIPOTOKOJIA, BBOAHAS YaCTh, BOIPOC [IOBECTKH MHS, 10 KOTOPOMY FOTO-
BUTCS BBITUCKA, U TEKCT, OTPAXAIOLINK 00CyXAeHHe BOIIPOCa U MPUHATOE PEIIeHHE.

3.42 Jlenosoe (ciyeGHOE) MUCBMO TOTOBUTCS Ha OJIaHKe MHUCHMA. IIpu cocras-
JIEHUH TTHCEM ODOPMIIAIOTCS PEKBH3UTEL: a/[PECAT, 3ar0I0BOK K TEKCTY, TEKCT, TIOITHCH,
OTMETKa 00 HCIIONHUTENE, B HEOOXOAUMBIX CIlydasx — OTMETKA O IPUIOKEHHH.

3.43 Eciu UCBMO SBIISIETCST OTBETOM HA MOCTYIIUBLINIA 3ampocC WK Npockly, 3a-
TIOJIHACTCS PEKBU3UT «CCBUIKA Ha PErMCTPAlMOHHBIA HOMEp M [aTy IOCTYIMBIIEro
IACHEMAaY.

HanmeHoBanue BuIa JOKyMEHTa (IIHCEMO») M Pa3sHOBHIHOCTH MHCHMA (nampu-
Mep, «IpPOCKOaY», «MHYOPMAIMOHHOEY, «CONPOBOMUTENHHOEY, «3AMPOC», KHATOMUHA-
HHUE») B JETOBBIX (CITy)eOHBIX) MACHMaX He YKa3bIBAIOTCH.

Ecmy muckMo HampasiseTcs agpecaTy Mo 37IeKTPOHHOM I0YTe MM IO baxkcy 6e3
AOCHUIKH TIO TIOYTE, BMECTO MOYTOBOI'O a[[peca yKa3blBaeTCsl apec JJIEKTPOHHOM ITOYTEI
WM HOMeD TenedoHa-dakca.
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3.44 Jlenosoe (ciyxe6HOE) MHCEMO TOJKHO OBITH TTOCBSIIEHO OTHOMY BOIIPOCY.
Ecii HeoOXomMo 00paTHTECS B OpraHu3aImio OJTHOBPEMEHHO 10 HECKOJIBKUM BOIIPO-
CaM, PEKOMEHIYETCsI COCTABUTH OTAENBHOE IIUCHEMO 110 KaXKIOMY U3 HIX.

[T1ceMO MOKET KacaThest HECKOIBLKUX BOIIPOCOB, €CJIA OHU B3aUMOCBSI3aHEI.

3.45 B oqHOM NHCEMeE He OMKHO GBITH 6oJee YETBIPEX apecaToB, IIPHU 3TOM OC-
HOBHOH aJpecaT yKa3bIBAeTCS MEPBBIM, OCTATBHBIM azpecaraM IMCBMO HaIlpaBlIIeTCs
IUTSL CBELICHHS.

IIpr HEOOXOMMMOCTH HAIPaBUTH MUCHEMO GombIIeMy KOIMYECTBY aJpecaToB, ro-
TOBUTCA CIIMCOK PACCBIIKH, ¥ ITUChMa PACCHLTAIOTCS 110 CITHCKY.

3.46 Ilpu cocTaBieHMH IENOBBIX MHCEM HCIIOJIB3YETCsI BCTYIUTEIbHOE obpalile-
HHC U 3aKIIOYUTENbHAS STUKETHAS (pasa B COOTBETCTBUM C ITyHKTOM 2.43 HHCTPYKIIHH.

3.47 Texct nmucbMa U3Iaraercs:

— OT 1-r0 5nHIa MHOXECTBEHHOTO YHCIIa («ITPOCHUM...», «TpeiIaraem...»,
«HATIOMHHAEM...»);

— OT 3-To JHUa eIWHCTBEHHOTO YKCJIa (KIIpeANpHUSTHE CYMTAET BO3MOMKHBIM
+++», KHHCTUTYT HE PACIIONAraeT BO3MOXKHOCTBIO ...»);

— OT l-ro guma eIWHCTBEHHOTO YHCIIA («TIpOIIy ...», IPEITaraw ...»), eciu
IACHMO OOPMIISETCSI Ha JOKHOCTHOM GJIaHKe.

3.48 Eciu mpoexT menoBoro (Cimyxe6HOr0) MHUChMa HANpaBISIETCS azpecary 1o
TIO9TE, MPOCKT TOTOBUTCS B IBYX OSK3EMIUIAPAX: OOMH IK3EMIUIAP ohopMmIsieTcs Ha
OJTaHKe, BTOPOM 9K3EMIUIAP, MpeaHA3HAYEHHBIH s BU3UPOBAHMSA) — HA CTAHIAPTHBIX
aucTax Oymaru.

Hernosoe (ciyxe6HOE) MUCEMO 10 MpeCTaBIeH s Ha IOAIMCH TOJKHO OBITH CO-
TJIaCOBAHO (3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMHY THIAMY. COrTacOBAHME (Bu-
3UPOBAHHKE) NENOBBIX IIHCEM IIPOBOIUTCS B COOTBETCTBHH C MYHKTaMH 4.1 HHCTPYKIIHH.

3.49 JlenoBoe (cimyxe6HOE) MHUCHEMO MOMMHCHIBACTCS PEKTOPOM YHHUBEPCHUTETA
M MHBIM yTIOTHOMOYEHHBIM M JinoM. [lonnucannoe fenosoe (ciryxe6HOE) MHCEMO
TOAJIEIKUT PETUCTPALUH U OTIIPABKE.

He nomyckaercst oTmpapisaTs aJpecataM NUCbMa, HE UMEIOIIME NaThl U pEru-
CTPallMOHHOIO HOMepa.

3.50 IToce moamucaHus MHUCEMA M €ro PETHUCTpAIlH SK3EMIUISP MHUCHMa C BU3a-
MH 3aUHTE€PECOBAHHBIX JIUI] ITOMEIAETCS B JETIO.

3.51 AKTBI COCTaBIISFOTCS Ha OCHOBE YTBEPXIEHHBIX OpraHaMM BJIACTH YHUDU-
IMPOBAHHEIX (OPM MK B CBOGOIHOMN hopMe B 1eIsIx MOATBEPXKIECHUS PAKTOB, CBA3aH-
HBIX C IESITEIbHOCTHIO OPTraHU3alliH.

3.52 Tlpu coOCTaBIEHUH aKTOB HCIIONIB3YIOTCSI PEKBU3UTHI: HaWMEHOBaHHE YHU-
BCPCUTETa; HAaHMEHOBaHWE BHJa JOKYMEHTa; JaTa JOKYMEHTa; perHCTPALHOHHBIN HO-
MEp NOKyMCHTa; MECTO COCTaBJICHHWS MM H3JaHWsS JOKYMEHTa, 3arOJIOBOK K TEKCTY;
MIOJIIHCE.

3.53 Jlatolt aKTa SIBISIETCS [aTa COCTaBJICHHS aKTa U MIOJITMCAHMS €T0 COCTaBUTe-
JSIMH.

Ecnu gopmoit akTa mpemycmoTpero ero YTBEPXXIEHHE PEKTOPOM, TaTOM aKTa SB-
JIAETCS 1aTa ero yTBEPIKICHHS.

3.54 B BBOIHOI 4acTH aKkTa B HIMEHUTEIHHOM IaesKe YKa3bIBarOTCS:

- OCHOBaHHE COCTABIICHHUS aKTa (JIOKAJIBHBIH HOPMATUBHBIN aKT;
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- PaclopAaUTENbHBI TOKYMEHT OpraHM3alMy (IIpUKa3, pacropsuKeHue); (GakT
WK COOBITHE, OCTY>XHBILIee OCHOBAHHEM UIS COCTABNEHHS aKTa);

- COCTaBUTENHM aKTa (IEPEeYncnsroTcs mocie cioBa «CoCTaBleH» ¢ yKazaHHEM
JOJDKHOCTEH, HAMMEHOBAaHUN OPTaHM3allMH, €CIIM COCTABUTENH ABISFOTCS MTPEACTABUTE-
JSIMH IPYTO¥ OpraHM3aluy, GaMIIUN ¥ HHUIIMAJIOB).

Ecin akT cocTaBneH KOMHCCHeH, MepBoii ykassiBaeTcs (paMUIUs MpeicenaTes
KOMHCCHH, 3aTEM YJIEHOB KOMUCCHU B aI(PaBUTHOM ITOPSIIKE.

3.55 B TekcTe aKTa M3NATarOTCS LENH M 3a1a4d COCTABJIEHHUS aKTa, CYIIHOCTS,
XapaKTep, METOJIbI ¥ CPOKH NPOJETaHHOM paboThl, ee pe3yabTaThl.

IIpn HeOOXOMMMOCTH aKT MOKET COIEPKATh BEIBOILI ¥ PEKOMEHIALIHH.

B 3aK/II0YMTENBHOM YacTH aKTa yKa3bIBAlOTCS KONHYECTBO MOATOTOBIEHHBIX K-
3EMIUIAPOB aKTa M MECTOHAXOXICHUE KaXIOro dK3eMILIsipa. KoandaecTBo 5K3eMILIspoB
aKTa ONpPEIEsIAeTCsl KOMMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €r0 COCTABIEHUH, WU
HOPMATUBHBIMK TPeOOBAaHUAMH, PErTaMEHTHPYIOLIUMH COCTABICHHE aKTOB KOHKDET-
HOM Pa3sHOBUIIHOCTH.

3.56 OK3eMIUIAPHI aKTa IOMIIHMCHIBAIOTCS BCEMHU UJIEHaMH KOMHCCHM (€CITH aKT
COCTaBJIAJICS. KOMUCCHEH) HIIM COCTaBUTENSIMH U, IIPH HEOOXOIMMOCTH, HPUCYTCTBO-
BaBIIVMH JTUIIAMH.

Ilpu moamucanuy aKTa MpecenareseM U YieHaMH KOMUCCHH HaHMEHOBAHUS WX
JOJDKHOCTEW HE YKa3bIBAIOTCS.

Ocoboe MHEHME COCTaBUTENs aKTa W3JaraeTcsi Ha OTAEIBHOM JIHCTE, IOMITHUCHI-
BAeTCs U MPUIIaraeTcs K akTy.

3.57 Ecnu 3akoHomarenscTtBoM Poccuiickoit ®enepanun mpeqycMOTPEeHO O3Ha-
KOMJICHHE C COACPYKAaHUEM aKTa JIUL, YIOMSHYTHIX B aKTe, IO [IOAMINUCH, Ha TIOCTeIHEeH
CTpaHHWIE aKTa IPOCTaBIAETCS O3HAKOMHUTEbHAs BU3a «C aKTOM O3HaKOMIIEH(BI)», IIpU
OTOM YKa3bIBaIOTCS HAVMCHOBAHUs JO/DKHOCTEH, JIMYHBIE IIOAIKCH, DPAaCIIH(QPOBKH
TOJMHCEH, NaThl O3HaKOMIEHHMs. JIHMIa, KOTOpBIE 3HAKOMSTCSA C COIEp)KAaHUEM aKTa,
UMEIOT MPaBO HE COTTIACHUTLECS C CONEPKAHUEM aKTa B LIEJIOM MIIM €r0 OTHEIBHBIMU T10-
JIOXXEHUSIMHU, YTO JOJKHO OBITH 3aHKCHPOBAHO MPK 03HAKOMIIEHHUH C aKTOM.

3.58 Jloknannas (cmyxeOHas) 3aIliCKa UCIIONb3YETCS I ONEPaTUBHOTO HHDOD-
MaIlMOHHOTO OOMeHa MeX Iy CTPYKTYPHBIMH MOPAa3IeeHUIMA U PYKOBOLCTBOM.

3.59 Ob6s3aTenbHBIMU PEKBU3UTAMH NOKIAIHON (CIy:xeOGHO) 3aIiCKy SBISIOT-
Csl: HaMMEHOBAHUE CTPYKTYPHOTO IOJAPAa3NelieHHs, HaUMEHOBaHWE BHIA IOKYMEHTa
(moxyanHas 3amucKa, CIyXeOHast 3aIicKa), JaTa, 3aT0J0BOK K TeKCTY, afpecaT, TeKCT,
MIOMITHCH.

3.60 Ilpu anpecoBaHMH NOKIamHBIX (CIIy>KeOHBIX) 3alMCOK YKa3BIBAIOTCS B [a-
TEJILHOM ITaJeKe NOJDKHOCTD JIMIIA, KOTOPOMY afpecoBaH MOKYMEHT, haMUIUsS U WHU-
nuainsl. Hampumep:

Pexropy
@®I'bOY BO Psa3sI'MVY Munsnpasa Poccun
Qamunus U.0.

HIIn:

ITpopexTopy 1o yue6HO# pabore
@amunus U.0.
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3.61 Hoxnanusle (ciyeGHEIE) 3aMHCKH MOTYT COCTaBIISITBCS, PACCMATPUBATELCS
1 XpaHUTHCA B TEICHUE YCTAHOBICHHOTO CPOKA UCKITIOUUTELHO B 3JIEKTPOHHOM BHUIE B
CO/.

Ilpu opraHuzauwu paboTHl ¢ TOKJIATHBIME (CIry>keOHBIMHU) 3aIIMCKaMH B JIIEK-
TPOHHOM BHIIE HCIIONB3YIOTCA SNEKTPOHHBIE MA0TOHBI JOKIAIHON 1 CITyKeGHOM 3amu-
COK.

3.62 TexcT moKmaHO#M (Cityxe6HOI) 3aIUCKH, B 3aBUCUMOCTH OT CIOKHOCTH Cco-
JICPAHUA M IPUBOINMOH apTyMEHTALMH, COCTOMT U3 ONHOM, IBYX MITH TpeX 4acTeii:

- B TIEPBOY YaCTH H3NIATAOTCA IPHYHMHEL, (GaKTH WM COBBITHS, TIOCITY>)KHUBIIIHE
TIOBOJIOM [T COCTABIICHHUS JOKYMEHTa,

- BO BTOPOH YacTH JA€TCS aHANIH3 CIIOKHBIIEHCS CHTYALNH, BOIMOKHEIE BapHaH-
TEI €€ PelIeHNS;

- B TPEThEH YaCTH U3NIAraloTCs BHIBOJILI.

3.63 PerucTpans JOKIaIHbIX U CIyXeBHBIX 3aIUCOK ocymurectsisiercs B COJI.

3.64 JlenoBble mMEChbMa, HaNpPaBISIEMBIE 3apyO€eKHBIM KOPPECTIOHIEHTaM (B TOM
HHCTIe apecaTaM rocyaapeTs — ObBIIMX pecny6ink B coctae CCCP), odopmIIsIOTCS
Ha OJlaHKe TIChMa C PEKBU3UTAMM Ha PYCCKOM M OJHOM H3 HUHOCTPAHHBIX S3BIKOB.

3.65 IluceMo, HampaBisieMoe 3apyGexHOMY azipecary, COCTaBJISIETCS Ha PYCCKOM
SISBIKE, TIPOXOIUT COTJIACOBAHHE CO BCEMH 3aHHTEPECOBAHHBIMH JIULAMH, TIOCIE Yero
TIHCBMO TIEPEBOAUTCS Ha OMMH U3 WHOCTPAHHEIX SI3BIKOB (A3BIK afpecaTa MM aHTIIHi-
CKHH S3BIK) U OQOpMIIseTCs Ha ONiaHKe IMHChMa, [IPEIHA3HAYEHHOM IS [IEPETIUCKH C
3apyOeKHBIMU KOPPECTIOHIEHTAMH.

[onmHHEEK THCHEMa, 0OPMIICHHEIN Ha OTHOM U3 HWHOCTPAHHBIX S3BIKOB, JOIDKEH
OBITE MISHTUYEH MO COAEPIKAHMIO OK3EMILIAPY Ha PYCCKOM SI3BIKE C BH3aMU 3aMHTEpe-
COBAHHBIX JIMII.

3.66 Ha moamuch pekTopy MpencTaBisioTCs: 3K3EMIUISIP MUCHEMaA 3apyOeKHOMY
KOPPECIIOHACHTY, OQOPMIICHHBIH Ha GIaHKe, KOMHS JaHHOIO ITHCHMA Ha CTaHAAPTHOM
nucTe GyMard ¢ BU30M HCIIONHUTEIIS, SK3EMILISIP MMUCHEMa Ha PYCCKOM SI3LIKE C BH3AMHU
3aMHTEPECOBAHHBIX JIHLI.

3.67 Iloce MONNMMCAHHS MHCBMA PEKTOPOM HITH HHEIM YIOJTHOMOYEHHBIM WM
JTUIIOM:

- OK3EMIUISP NMChMA, ODOPMIIEHHBIH Ha GIIaHKe, OAMUCAHHEIM PEKTOPOM H 3a-
PCTHUCTPUPOBAHHEBIN B KaHLEJISIPHH, HATIPABISIETCS apecaTy;

- KOIKS ITHChMa C BU30H HCTIONHUTEINS U 9K3EMIUIAP MUChMa, COCTABICHHBIH Ha
PYCCKOM $I3BIKE, C BU3aMH 3aHHTEPECOBAHHBIX JIHIL] IIOMEINAIOTCS B JEJI0.

3.68 IlicbMa, HampaBisieMble 3apy6eKHBIM azipecaram, JOJKHBI UMEThb PEKBU3H-
TBI: alipecart, 1aTa, PeruCTPALIMOHHBIA HOMED, TEKCT, ITOIITHC.

IIpn HeoGxomuMoCTH MOTYT 0hopMIIATECS PEKBU3UTEI «CCBIIKA Ha PETUCTpali-
OHHBI HOMED M JaTy IIOCTYIHMBIIETO MHCEMa» M «3arOJOBOK K TeKCTy». Ha xomunm
IMChMa, TOMEIIAEMOH B JIENI0, TOTOHUTENBHO MPOCTABIAETCS OTMETKA 06 HCIIOTHETe-
7e.

3.69 PexBu3uT «ampecat» ohopmisercs CIpaBa IOJ pEeKBH3UTaMHM OllaHka. AJl-
PeCaTOM ITMChMa MOXKET OBITh OPraHU3aLUsl UM KOHKPETHOE JIUIIO.
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Eciu muceMo afpecoBaHo OpraHM3allii, cHaYa a JaeTcs ee HaMEHOBaHUE, 3a-
TEM — IOYTOBBIA aJpec B MOCNENOBATEIEHOCTH: HOMEP NOMA WM 3NAHHS, HA3BAHHE
YJIMIIBL; Ha3BaHKUE I'OpPO/Ia; CTPaHa.

Kaxnplit sneMeHT anpeca numercs Ha OTAeIbHOM ctpoke. Ha3zpanue ropona, xak
TIPaBHIIO, IT€YaTACTCs NPONKCHBIME OykBamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Crnosa Avenue, Street, Place u unsle B anpece MUY TCS C IPONUCHOM OYKBEIL.

IIpu odopmienun Mo4TOBOTO ajpeca 3apyGexRHBIM KOPPECIIOHICHTaM MyHKTYa-
Y] HE TIPUMEHSETCS.

IIpy anpecoBanmy muceM HEOOGXOMUMO YUHTHIBATE TPaIULH, XapaKTepHbIe I
OTHEJBHBIX CTpaH (Hanpumep, B Benmukobpuranuy mocie ykasanus ropoza MOXeT ObITh
ykazaHo rpacctso, B CIIIA — HazBaHue mTata).

Ecnu B HasBaHME GUPMEI IPHCYTCTBYeT (baMuius THma (mampumep, W. Edward
& Co., Ltd), mepen Ha3BanueM GUPMBI IPUHATO CTABHTE CT0BO Messrs (cokparienue ot
Messieurs — rocmoza).

Ecim muceMo ampecyercst KOHKpeTHOMY w1y, nepes Ha3BaHUEM OpraHW3allUU
YKa3bIBAlOT (DaMUIIHIO U JOJKHOCTE pabOTHHKA WIIH €r0 OIDKHOCTD.

Hampuwmep:

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

NE12 OLD
U.S.A.

3.70 B mnmceMax 3apyGekHBIM ampecaTaM naTa oOpMIISETCS  CIIOBECHO-
IU(PPOBBIM CIOCOGOM B IIOCIEAOBATENBHOCTH: IeHb MECATIA, MeCS1I, TOT.

Hampumep: 24 stuaps 2018 r.

Ilpu cocTaBieHNH MUCbMa HA aHITIHHCKOM S3BIKE Joryckaercs obopMileHHe 1a-
TBI B IIOCJIEIOBATEILHOCTH: TOJl, MECALL, IEHb MeCsIIa.

Hanpumep: 2018, January 24.

3.71 B muceMax 3apy6exHBIM agpecaTam UCTIONB3YIOTCS BCTYIUTENbHBIE 00Opa-
IIEHHM 110 NOJDKHOCTH MITH 110 hamuituy anpecata. Hampumep:

YBaxaeMsIit rocrioqua Toproselil COBETHHK!
YBaxkaeMbIil rocrioauH MBaHoB!

3aKaHYMBAETCsI ITUCBMO 3aKTIOUUTENBHOM STHKETHOI ¢pasoit «C yBaxeHuem,...».

4 CorsiacoBaHne NPOEKTOB N0OKYMEHTOB.

Ionmucanne (yTBepikaeHNe) MPOEKTOB JOKYMEHTOB

4.1 CornacoBanue IpoeKTa TOKyMEHTa IIPOBOIUTCS [0 €rO MOXIHCAHMUS PEKTO-
POM B HEJIAX OUCHKH COOTBETCTBUS IIPOEKTa 3aKOHOAATeNbCTBY Poccuiickoit ®enepa-
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LMK, JIOKAJIBHBIM HOPMAaTUBHEIM aKTaM OpraHW3allid, KadecTBa W 3(D(EKTHBHOCTH
IIPEIIaraéMoro pereHus.

CoriracoBanue IMpoeKTa JOKyMEHTa OpPraHH3yeTcst HEITOCPEACTBEHHBIM HUCITOJIHU-
TeJeM (COCTaBUTENeM) U PYKOBOAHUTENEM II0pa3iesleHUsS-HCTIONHATENS U IIPOBOJIUTCS
B IIpEJIeIaxX YCTaHOBJIEHHOTO CPOKA MCIIONHEHHS.

4.2 Ilpu manmauu B Vausepcurere CDJI cornacopaHme IIPOEKTOB NOKYMEHTOB
OCYILICCTBIIACTCA B aBTOMATU3MPOBAHHOM PEXHMME MOCPEICTBOM HAIpPABIEHHS NPOEK-
TOB NOKYMEHTOB JUL[AM, HA3HAYEHHBIM B KQYeCTBE COITIACYIOINHX, U OQOPMIIEHHS pe-
3yJBTaTOB cornacoBanus B COJI.

CornacoBaHne MPOEKTOB MTOKYMEHTOB MOMKET OCYIIECTBIIATECS TOCPENCTBOM
KOPTIOPaTHBHOM 3EKTPOHHOHN ITOYTHI X 0QOPMICHHUS UCIIOHUTENEM JIACTA COrIACOBA-
HUS C TIPUJIOKCHUEM JJIEKTPOHHBIX COOOIIEHUH JIMII, YYaCTBOBABIINX B COIJIACOBAHUU
IIPOEKTa TOKYMEHTA.

4.3 CornacoBanue MPOEKTOB AOKYMEHTOB C paGOTHHKAMH By3a W/WIH IPYTHUMH
OprafHu3aluiMi OpraHM3yeT MCIONHHUTENb MOCTE COITIACOBaHHS B pabodeM IOpPSIKe
[IPOCKTa NOKyMEHTa C PYKOBOAMTENIEM CTPYKTYPHOTO MOIpA3AeIeHUS U B COOTBET-
CTBHU C WHCTPYKIHEH IO JENONPOM3BOACTBY YHUBEPCUTETA MM HHBIMHU JOKATbHBIMU
HOPMAaTHBHBIMH aKTaMH, PETYJIHPYIOIIUMHE IIPOLECC COTTIACOBAHHS (BU3MPOBAHHS ) TIPO-
€KTOB IOKYMEHTOB.

4.4 IIpOeKTBI JOKYMEHTOB COTIIACYIOTCSL:

- HEIIOCPENCTBEHHBIM HCIIONHUTEIEM U PYKOBOIWTENEM MOAPA3AeIeHHI- HCITOI-
HUTEIS;

- COMCITOJIHUTEIAMH (IIPU X HATHYHK ),

- PYKOBOIUTEIIMHU CTPYKTYPHBIX IOApa3fieNieHuH, pabOTHHKAaMU YHUBEPCUTETA,
HANpPaBICHAS NEATEIBHOCTH W/UIK QYHKIHOHATBHBIE OOS3aHHOCTH KOTOPBIX 3aTparu-
BAlOTCsA B MPOEKTE JIOKYMEHTA U/MIIM KOTOphIE yKa3aHbl B IPOEKTe JOKYMEHTA B Kade-
CTBE MCIIONIHHUTENEH (B CiTy4ae BPEMEHHOTO OTCYTCTBHS PYKOBOIHATES TIOIpa3AesICHHS
TIPOEKT IOKYMEHTA BU3UPYET JIML0, BDEMEHHO MCIIONHSIOLIEE €r0 00A3aHHOCTH);

- IPOPEKTOPOM II0 COOTBETCTBYIOILIEMY HAIPABIEHUIO NESTEIbHOCTH, KypHUPYIO-
UM 3aTPOHYTHIC B IIPOEKTE NOKYMEHTa BOIPOCHL;

- Ha9aJIbHIKOM FOpUANYIECKOro oTaena (npoektos JIHA, mpoekToB npHKa3os);

IIpOeKThI TOKyMEHTOB, peatusamus KOTOPhIX TpeOyeT (QUHAHCOBBIX 3aTpPaT, CO-
TTaCOBBIBAIOTCA ¢ (DHHAHCOBBIMH  IOApA3NENeHUAMH (6yXrantepueif, MIaHOBO-
9KOHOMHUYECKUM OTIENIOM, KOHTPAKTHOM Ciry)00if).

He nomyckaercs HampapisTh Ha COrIacOBAHHE IIPOEKT JOKYMEHTa OJHOBpPEMEH-
HO NIByM Wi Gojee paGOTHHKAaM OIHOTO CTPYKTYPHOTO MOApasieleHus. B kadecTse
7L, COTTACYIOMUX MPOEKT NOKYMEHTA, JOJDKHBI BBICTYIIATh IPEUMYIIECTBEHHO PYKO-
BOIUTEIH CTPYKTYPHBIX MTOApa3Ie/IeHuM.

4.5 BHelHee cornacoBaHue MpoeKTa JOKyMeHTa OCYIIECTBIISETCS MOCPEACTBOM
HAIIPABJICHMS IIPOCKTA B IPYTYIO OPraHH3allMIO C COIPOBOIUTENLHEIM MTHCHMOM, B KO-
TOPOM YKa3bIBA€TCS CPOK COTTIACOBAHMUS.

Eciu opranusanum, coriacyromme npoekT IOKYMEHTa, SBISIOTCS Y4aCTHUKAMHU
onHoi CO/I, cornacosanue MOXeT 6bITH MpoBeneHo B COJI 6e3 HaIIPaBJIEHUs COTIPOBO-
AUTETBHOTO MHChMa U OTHOBPEMEHHO C BHYTPEHHUM COTJIACOBAHHEM.,
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4.6 Cpoku cOrnacoBaHUs JOKYMEHTOB YCTAHABIMUBAIOTCS UHCTPYKIHKEH IT0 Jeso-
pou3BOACTBY. CPOKH COTJIACOBAHUS JOKYMEHTOB COCTABIISIOT:

- IPOEKTEI NEJIOBBIX (CIyXeOHBIX) muceMm — 1-3 pabounx qus;

- IPOEKTEI IPUKA30B Oe3 NpuiioxkeHu — 1-3 pabounx qus;

- MIPOEKTHI IIPUKA30B C MPUJIOKEHUIMHU CIIPABOYHOIO XapakTepa — 3-5 paboumnx
JTHEMH;

- TIPOCKTHI TPUKA30B C MPHIIOKEHUEM JOKAIBHBIX HOPMATHBHBIX aKTOB B 3aBHU-
CHMOCTH OT uX 00bema (He 6oiee 50 ctpanwir) — 5-10 pabounx qHeH;

- IIPOEKTH! JIOKAIBHBIX HOPMATHBHBIX aKTOB, YTBEPXKIAEMBIX HEMOCPEICTBEHHO
TOAIUCEIO peKTopa (He Oonee 50 cTpanui) — 5-10 paGounx QHEH;

- IPOCKTHI IMPOTOKOJIOB 3aCeNaHuil (COBEINaHUi) Py HEOOXOIMMOCTH MX COIJla-
COBaHWsI, B 3aBUCUMOCTH OT 00beMa TOKyMeHTa — 1-3 pabouux mHs.

Cpoxu cornacoBaHUs MPOEKTOB TOKYMEHTOB, HAITPABIsEeMbIX Ha BHEILIHee coTJia-
COBaHHE He JIOJDKHBI COCTABIIATE Ooiiee 30 KaJeHIapHBIX THEH.

B KOHKDETHBIX CIIy4asiX B 3aBUCHMOCTHU OT COIEPKAHUs U Ha3HAYEHHs NOKYMEH-
Ta CPOK COIJIACOBAHMS MOXET OBITh COKPAIIEH MM YBEIUYEH [0 PEUICHHIO PYKOBOIU-
TeJIA, KYPUPYIOIIETO HalpaBlIeHHe AEATENBHOCTH, 10 KOTOPOMY TOTOBUTCS MPOEKT pe-
IIeHUS.

4.7 Odopmienre pe3ynbTaToB cornacoBanus JIHA u pacrnopsauTenbHBIX IOKY-
MEHTOB OCYIIECTBJIAETCS B BUIE BU3, IPOCTABISIEMBIX 3aHHTEPECOBAHHEIMH JIMIIAMU Ha
TIOCJIEIHEM JIMCTE IPOEKTa JOKyMEHTa (Ha €ro JHMLEBON MK 000POTHON CTOPOHE) MK
Ha OTJEJIBHOM JIUCTE COTTIACOBaHUs, SBISIOIIEMCS HEOThEMIIEMOU YaCThIO TOKYMEHTA.

[Ipu cornacoBaHUM JENOBBIX (CIyKeOHBIX) MHMCEM BU3BI IPOCTABIAIOTCS Ha KO-
MK IIMCHEMa (BU30BOM 9K3EMIUISP), KOTOPBIH MMOCIIe OANUCAHMS ITOAIMHHIKA TICEMa U
€ro perucTpanuy IMOMEINAeTcss B NEJI0, WIM Ha 000pOTe MOITHHHHKA MMHUCHEMA, ECIH
IIMCBMO HaIpaBJIsgeTCs aapecary Mo (akcy WIM JEKTPOHHOM MoYTe. DTOT Ke IK3EM-
IUIAp NHUChMa MOCJIe OTNPaBKU anapecaTy (1o (akcy WM 3JIEKTPOHHOHN IMOYTe B BHIE
3JIEKTPOHHOM KOITHH) IIOMEMIAETCS B JEII0.

[IpoeKTel MPOTOKOIOB BU3KPYIOTCS JIMLAMH, BBICTYIIABIIAMY Ha 3aceNaHuH (co-
BEI[aHVH) [IyTeM MPOCTABIEHHUs BU3bI Ha JIEBOM II0JI€ JOKYMEHTA HAIIPOTHB 3alliCH BbI-
CTYIUIEHHsI COOTBETCTBYIOIIEro paboTHHKA.

4.8 CornacoBaHue IPOEKTOB TOKYMEHTOB MOXeT ocyuiecTBiIsThes B COJI. ITocie
3aBEPILICHUS MPOLENYPHI COrTIacoBanus (TIIpU CO3JaHUM MTOUTHHHUKA JOKYMEHTa Ha Oy-
Ma)XHOM HOCHTEJIE) JIUCT COITIaCOBaHMs pacnedarsiBaetces u3 COJI, IpUKIagbIBacTCs K
IIPOEKTY NOKyMEHTa W MPENCTaB/ISETCd Ha IOAIMKNCH PYKOBOAUTEIIO OpraHU3alliu
(MHOMY YTIOTHOMOYEHHOMY UM JIHILY ).

CornacoBaHne BHYTPEHHHX JOKYMEHTOB, CO3IaHKE, XPaHEHUE W MCIIOIb30BaHUE
KOTOPBIX ocymecTBisercs nmocpenctsoM COJI, mposogurcs B COJ1 B 27I€KTPOHHOM BH-
Ie.

[Ipu cornacoBaHuM NPOEKTOB BHYTPEHHUX IOKYMEHTOB, CO3NAHHBIX Ha OyMaK-
HOM HOCHUTeJIe, BU3BI IIPOCTABJIAIOTCSA HETIOCPEACTBEHHO Ha MMPOEKTE TOKYMEHTA.

4.9 Ilpy BHEIIHEM COITIACOBAHWHM, MOJYYEHHOM IMHCHMOM, WM COTJIACOBaHMH
IIPOeKTa NOKYMEHTa KOJIJIErHalbHbIM (COBELIATENFHBIM) OpPraHoM ¢ (GHKcalueil pele-
HYA O COTJTIaCOBaHWHM B IIPOTOKOJIE 3aCENaHUs UCTIONHUTENh 0QOPMIISIET Ha TPOEKTE 0~
KYMEHTa WM B JINCTE COIJIaCOBaHMS I'PH( COMNIACOBAHUS B COOTBETCTBUH C ITYHKTOM
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MHCTpYKIMH. [TuceMa o cornacosanmy (BBIMMCKa W3 MPOTOKOJI1a) MPUNATAIOTCS K IPO-
€KTy IOKYMEHTA.

4.10 B xone cornacosanus mpoexTa JOKYMEHTa pabOTHHK, COIJIACYIOLIME JOKY-
MCHT, PUHUMACT OJHO U3 CIENYIOUINX PELIeHHUH:

- COrIacoBaTh MIPOCKT JOKyMeHTa Oe3 3aMedanuir;

- COTJIaCOBATh IIPOCKT JOKYMEHTA C 3aMeUaHUAMH,

- OTKJIOHHUTB IIPOEKT JOKYMEHTA,;

- YKasaTb, 9TO HE MMCET OTHOIICHHS K IIPOEKTy JOKyMeHTa (pacCMOTPEHHE BO-
1poca, 10 KOTOPOMY NPUHUMAETCS PEILeHNUE, He BXOMUT B 00S3aHHOCTH paGOTHIKA).

Bospaxenusd 1o mpoekTy npuxasa (pacriopsiKeHHs), BOHUKAIONIHE IPH COTIIACcO-
BaHNH, U371araroTcs B CIIPaBKe, KOTOpas IPUJIAraeTcst K POEKTY, Wik BHocuTes B COJI,

Ecnu mpoexT nokyMeHTa coriiacosaH ¢ 3aMEYaHHUsIMM, 3TO O3HAYAET, UYTO 3aMeya-
HHS HOCAT PENaKUMOHHBINA XapaKTep, U I0CNe WX MPHHITHS WCIOIHUTEIEM IIPOEKT He
TpebyeT MOBTOPHOIO COTTIACOBAHMUS,

IIpoeKT MOKyMeHTa OTKIOHAETCS JIMIOM, COIJIaCyIOIIMM JOKYMEHT, B CIy4Jasx:

- HaJlMqHsl CYIIECTBEHHBIX 3aMEYaHMH 110 IPOEKTY JOKYMEHTa;

- HECOIJIACHS C IMIPOEKTOM JIOKYMEHTA.

4.11 HecornacoBaHHBIM MPOEKT JOKyMeHTA TpebyeT NopaboTKM IO BBICKA3aH-
HBIM 3aME€YaHHUAM, [1epPEOPOPMIIEHHS 1 TIOBTOPHOTO COTIACOBAHUS.

4.12 Ecnu npu nopaGoTke mpoexTa JOKYMEHTa UCIIOJIHUTENNb IPUHUMAET pellie-
HUC He ydWUTBIBATH 3aMEYaHHe (3aMeYaHMs) Tuua (JIUI), YYacTBOBABIINX B COTTACOBA-
HHUH, HCTIOJHUTENICM IOTOBUTCS PEECTp HEYYTEHHBIX 3aMeuyaHWi, KOTOPHIH BMecTe ¢
MPOCKTOM NIOKYMEHTa IPENCTABMAETCS] PEKTOPY YHHBEPCUTETA MM UHOMY YIIONHOMO-
ICHHOMY HM NOJDKHOCTHOMY JIMLY, HOIIHUCHIBAIONIEMY (YTBEPXKAAKOIIEMY) TOKYMEHT.
PeecTp HeydTeHHBIX 3aMedYaHMH MOMMUCHIBACTCS PYKOBOIUTEIEM CTPYKTYpPHOTO ITOJ-
pa3eIeHus-UCTIOTHUTEIS.

4.13 Pemenue 0 TOM, NpUHUMATh WIKM He IIPUHUMAThL HEYUYTECHHBIE 3aMEYaHUs
IPUHUMAEET PEKTODP.

B cinyyae ecmu pykoBomuTens mpHHHMaeT peIlIeHHe O HEOOXOOVMOCTH YYECTb
3aMCHaHMsA, OTKIOHCHHBIC HCIIOJHHUTEIIEM, UCTIONHUTENs N0PabaTHIBAET MPOEKT HOKY-
MEHTa B COOTBETCTBHH C BBICKA3aHHLIMU 3aMEYaHUIMH.

Ecmu pykoBomuTenb cornmamaercs ¢ MHEHHEM UCITIOJIHUATENIS, OH TOIIUCHLIBAET
(yTBEpI)KAaeT) TOKYMEHT.

4.14 JlokymMeHTBI, H3/1aBaeMble OT UMEHH OPTraHU3AIMH, TIONIHCHBAIOTCS PEKTO-
POM WM MHBIMU yIIOJHOMOYEHHBIMU UM JOJDKHOCTHBIME JIMIAMH (TPOPEKTOPaMH IO
HaIlpaBJICHHUIO NEATENBHOCTH).

4.15 OtnenbHble BUIBI BHYTPEHHUX JOKYMEHTOR (ciryxeOHBIe, 00bICHUTENbHEIE
3aIIMCKH) HA MMs PYKOBOIHMTENS CTPYKTYPHOIO NIOpa3ieNIeHNs MOAUCKIBAIOTCS HC-
TIOJTHUTENIEM (COCTaBUTENEM), ECIIH paspelaeMble IIPY 3TOM BOIIPOCHI HE BBIXOIAT 32
IIpEeNesIbl €r0 KOMIIETEHIIUH.

4.16 JIoKyMeHTHI, HalpaBIeMbIe B BHICIIHE OpraHbl rOCYIapCTBEHHOM BIIACTH,
Ha UM [EPBBIX PYKOBOAHMTENEH (efepalbHBIX OPTaHOB HCTIOTHUTEIBHON BIACTH, py-
KoBozMTENeH CyOBeKkTOB Poccuiickolt Menepanuy u 3apy0OeXXHBIX TOCYNAPCTB, MOIITH-
ChIBAlOTCS PEKTOPOM YHUBEPCHUTETA HITH JIMLIOM, UCIIOTHSIOIIMM €ro 00S3aHHOCTH.
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4.17 JloxyMeHTBI, HalpaBisieMble B ITOABEIOMCTBEHHbBIE 1 CTOPOHHHE OpraHu3a-
LIUU, TOATUCEIBAIOTCS PEKTOPOM BY3a.

4.18 JIoKyMeHT MOANUCHIBaeTCs IByMs UK OoJiee MULIaMU, eCIU 3a COIepKaHue
JOKYMEHTa HECYT OTBETCTBEHHOCTH HECKOJBKO PaOOTHHUKOB (IOKYMEHTHI, IIOATOTOB-
JICHHBIE HECKOJIBKUMHU MOAPAa3eICHUSIMA WIN OpraHu3alusMu, pabo4ell rpymnmnou, Ko-
MHUCCUEH).

4.19 TlonnuceiBaeTcs, Kak MpaBUiO, OIUH SK3eMIULIp NoKyMeHTa. COBMECTHBIN
JOKYMEHT IIOATMUCHIBAETCS B KOJWYECTBE, COOTBETCTBYIOLIEM KOJWYECTBY OpraHU3a-
(M}, CO30ABIIUX JOKYMEHT.

IIpu HampaBiIeHUH NUChMa WM BHYTPEHHET0 HH()OPMAalMOHHO-CIIPABOYHOTO [10-
KyMEHTa HECKOJBKMM anpecaraMm (He Oojiee 4eThIpex) MOAIMCHIBACTCS KaXKIbIA OT-
IIPaBIIAEMbIN OK3EMIUISIP TOKYMEHTA.

4.20 Ilognuce Ha JOKyMEHTE OQOPMIISIETCS] B COOTBETCTBUU C MHCTPYKLIUEH I10
NIEJIOTIPOU3BOICTBY.

4.21 YTBepxaeHue NOKyMEHTa IPOU3BOAUTCS:

- HEMOCPENCTBEHHO PEKTOPOM — IPOCTaBICHHUEM COOCTBEHHOPYHYHON MOINIHUCH B
rpude yTBEPKICHHUS;

- IPUKa30M YHUBEPCUTETA.

4.22 YTBepXKOaroTCs MpaBuia, MOJNOXKEHUS, UHCTPYKLHAU, PETJIAMEHTBI, HEKOTO-
pble BUIBI aKTOB, IUJIAHBI, IPOTPaMMBI U IPyTUe JOKYMEHTHI, YCTaHABIMBAIOIIE HOPMBI
W/WIY paccUUTaHHBIE Ha IJTUTEIFHOE TPUMEHEHHE.

Odopmnenue rpuda yTBEpXKIEHUS MPOU3BOAUTCS B COOTBETCTBUU C ITYHKTOM
WHCTPYKIUH 110 JEJIOMPOU3BOACTBY ¥ [loloXeHHEM O Topsiike pa3pabOTKU U YTBEP-
KIIEHUs JIOKaJbHBIX HOPMATHUBHBIX aKTOB MO BompocaMm fnestensHocTH PI'BOY BO
Psa3I' MY Munznpasa Poccun.

4.23 Tloanuce pekTopa yHUBEPCUTETA WIM MHOTO YIIOJIHOMOUYEHHOIO UM JIMIA Ha
JNOKyMeHTaX, TpeOyIOmUX 0cO00r0 yIOCTOBEPEHHUSI MX NMOJIMHHOCTH, a TAK)KE Ha KOIH-
X JOKYMEHTOB U BBIIIUCKaX U3 TOKYMEHTOB 3aBEPSIETCS MEYaThIO.

IleyaTh Ha TOKyMEHTE IPOCTABJISAETCS B COOTBETCTBUU C MHCTPYKLHMEH IO IEJ0-
IIPOU3BOICTBRY.

5 Oprann3anusi J0KyMeHT0000poTa

5.1 JIokyMeHTOOOOPOT BKIFOYAET BCIO IMOCJIENOBATENHHOCTh MEPEMEIICHUN [0-
KyYMEHTOB, a TaKXe OIlepalliy, COBepIlIaeMble C TOKYMEHTaMH B ITPOLECCE UX CO3LaHU
U UCIIOJIHEHUS (TI0Jly4deHUe, OTIPaBKa, IpeIBapUTEIbHOE PACCMOTPEHNE, PETUCTPALINS,
pPaccCMOTpEHHE PYKOBOIUTETIEM).

5.2 llens opranuzauuud AOKYMEHTOOOOpOTa — OOEecledYeHHEe CBOEBPEMEHHOIO
IPUHATHS YIPABICHUYSCKUX PEIICHUHA U MX UCIOMHEHMS. 3anada JOKyMEHTO000opoTa —
OpPraHHU30BaTh IBM)XEHUE NJOKYMEHTOB M0 HaMEHEe KOPOTKOMY IIyTH C MUHUMAaJbHEI-
MH 3aTpaTaMd Tpylda U BPEMEHH, B YCJOBUSX 3JIEKTPOHHOIO IOKYMEHT0000opoTa —
o0ecreyuTh NOCTYI K JOKYMEHTaM moik3oBaTeassM COJ] B COOTBETCTBUU C MPEIOCTaB-
JIEHHBIMH UM IIpaBaMH.

5.3 B ycnosusax npumeHeHus COJl MCTIONB3YIOTCS 3JEKTPOHHBIE TOKYMEHTHI, a
TaK>Ke JJIEKTPOHHBIE KOIIMU JOKYMEHTOB, MTOJIYYEHHBIE B pe3yJIbTaTe CKaHUPOBAHUs J10-
KyMEHTOB Ha OyMaXHOM Hocutene. JJOKyMEHTBI, IMEIOIIe BpeMEHHBIE CPOKH XpaHe-
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HUS (D0 10 €T BKIFOYHTENBHO) MOTYT CO3/aBaThCS, XPaHUTBHCS M UCHOIB30BATLCH UC-
KIIOYUTENBHO B (POPME 3IIEKTPOHHBIX JOKYMEHTOB.

ITepeveHs MOKYMEHTOB, CO3NaBAEMBIX, XPAHUMBIX W UCIIOIB3YEMBIX HCKIIIOYH-
TENBHO B ()OpMe EKTPOHHBIX JOKYMEHTOB, YTBEPXKIAETCs PYKOBOIUTENIEM OpraHu3a-
LIMH.

5.4 MapmpyTel IBIKEHHS OpPraHU3alliOHHO-PACIIOPSIAUTENBHBIX IOKYMEHTOB
JOJDKHBI OBITH ONTHMANBHBIMU 10 3aTPaTaM BPEMEHH, HE IOJKHBI JOITyCKaTh TyOJIH-
PYIOLIMX OIEpalvi U BO3BPATHBIX IBMIKEHHM, He 00YCIOBICHHBIX IET0BOM HEOOXOIH-
MOCTEIO.

5.5 Opranusanus JOKyMeHTO060pOTa OCHOBBIBAETCS Ha MPUHIINIAX:

- HCHTpAJIM3alluy OIEPALMH 110 IIPUEMY U OTIPaBKe JOKYMEHTOB;

- pacnpeneyieHuss NJOKYMEHTOB Ha NOKYMEHTOIIOTOKH, WMEIOIINE OIUHAKOBEIH
MapIupyT (MapIIpyTHU3alys JOKYMEHTOB);

- OpraHu3aliK IPEABAPUTENBHOTO PACCMOTPEHUS BXOMASIINX JOKYMEHTOB, HC-
KJFOYCHHUS BO3BPATHBIX ABIKCHHM JHOKYMEHTa, He OOYCIOBIEHHBIX IEJOBOIH He0OXO-
JTIUMOCTBIO;

- OZTHOKPATHOCTH PETUCTPALH JOKYMEHTOB;

- YCTpaHEHMsS HEOOOCHOBAHHBIX COTJIACOBAHHM MPOEKTOB JOKYMEHTOB; BpEMEH-
HOH perjiaMeHTalluK ONepaliii o 06paboTKe, PACCMOTPEHHIO M COrIACOBAHMIO JIOKY-
MEHTOB.

5.6 B noKyMeHTO0GOPOTE BBINENAIOTCS JOKYMEHTOITOTOKM: BXoAsmue (TocTy-
TAOIINE) AOKYMEHTRI, UCXOSIINE (oTmpapisieMble) TOKYMEHTHI, BHYTPEHHHE IOKy-
MEHTBI. B cocTaBe BXOIAIMUX U HCXOASAIIMX JOKYMEHTOB BBIIEISIOTCS:

- IOKYMEHTBI OPraHoB IoCyJapCTBEHHOM BIaCTH, OPraHOB MECTHOTO CaMOYIIPaB-
JICHUS,

- IOKyMEHTBI QUIIHAJIOB,;

- NOKYMEHTBI U3 FOCYIapCTBEHHEBIX M HETOCY IApPCTBEHHBIX OpraHU3aLuii;

- 3ampocel nemnyrtatoB 'ocynapcreennoit [lyms! u wienos Cosera ®enepauny,
ACTIyTaTOB 3aKOHONATENIBHBIX OpraHoB CyOhekToB Poccuiickoit Menepalnu U OpraHoB
MECTHOI'O CaMOyTIPaBIIEHHsT; OOpaIleH sl IPaKIaH;

- MOKYMEHTEI U3 IIPaBUTEIbCTBEHHEIX M HENIPABUTEIbCTBEHHBIX OPraHU3aliii 3a-
PYOEXHBIX CTpaH U ApYTHe TPyl JOKYMEHTOB.

5.7 JlocTaBKa ¥ OTIpaBKa JOKYMEHTOB OCYIIECTBILSIIOTCS CPEACTBaMHU MOYTOBOM
CBSI3H, KypPbEPCKOH CBSI3U, HAPOYHBIMH ¥ PA3IMYHBIMU BHUIAMH 3JIEKTPOCBA3M ((aKCH-
MuUITbHas, TenerpadHas, TeneoHHas, NEKTPOHHAS [T0YTa).

5.8 B yHuBepcuTeTe NOCTABISETCA KOPPECTIOHACHIMS B BHIE MHCEM, MIOYTOBBIX
KapTo4eK, Oanmeposiell ¥ makeToB, NeYaTHBIX H3JaHHiH, TeJlerpaMM, (hakcorpamm, Tele-
(boHOTpaMM, 3NIEKTPOHHEIX JOKYMEHTOB U 3NIEKTPOHHEIX KON TOKyMEHTOB.

5.9 IlpueM NOKYMEHTOB OCYLIECTBISETCS KaHIeIsIpuen yHuBepcurera. Joky-
MEHTBI, TIOJTy4eHHbIe PabOTHUKAMHE OT JPYTHX OpraHM3alWi, TaKKe TIepealoTcs B KaH-
LeJISIPUIO IS PETUCTPAIMU U YUETa.

5.10 Bce mocTynuBIIIe B YHHUBEPCUTET JOKYMEHTHI MOUIEKAT [IEpBUYHON 0Opa-
60TKe, BKIHOYAIOLIEH:

- IPOBEPKY MPABUIIBHOCTH JOCTABKU TOKYMEHTOB;

- IPOBEPKY LEIOCTHOCTH yNaKOBKH (KOHBEPTOB, ITAKETOB);
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- BCKPBITHE YIIAKOBKH (32 UCKJIFOYEHUEM KOHBEPTOB, MTAKETOB C MIOMETKOM «JInu-
HO» U rpadamMu OrpaHUYeHuUs JOCTYIa K TOKYMEHTY);

- IPOBEPKY LIEJIOCTHOCTH BXOISIINX JOKYMEHTOB, BKITIOYAs PUIOKEHUS;

- YHUYTOXXEHHE KOHBEPTOB, IAKETOB WJIH YIIAaKOBKH;

- POCTABJIEHHE OTMETKH O MOCTYIIJIEHUU JOKYMEHTA B OpraHU3allMIo.

5.11 Ommb0o9HO NOCTaBIEHHBIE JOKYMEHTHI TIEPECHUIAIOTCS 110 HAa3HAYEHUIO WU
BO3BPAIIAIOTCS OTIPABUTENO. JJOKYMEHTBI, TOCTYIIUBIINE B ITOBPEXKICHHON YIIaKOBKE,
IIPOBEPSIFOTCS Ha LIEJIOCTHOCTh, B TOM YHCIIE Ha HAJIUYHEe MEXaHUIEeCKIX MTOBPEXKICHUH.

ITouroBrle oTIpaBneHMs, HECTAHAAPTHEIE MO BECY, pasMepy, GopMe, UMEIOIIHE
HEPOBHOCTH 110 O0KaM, 3aKJI€eHHbIE JIUIKOM JEHTOU, NMEIOIIHe CTPaHHbIN 3amax, LBET,
IIPEIIIONIOKUTEIPHO UMEIOIIUE BIOXKEHUS, HE XapaKTepHbIE IJIsi MIOYTOBBIX OTIpaBiie-
HUH, He BCKPLIBaIOTCA. O MONYYEHUH MONO3PUTENBHOTO MTOYTOBOTO OTIIPABIEHHS HO-
KJIa[IbIBA€TCSl HAYAILHUKY YIpaBIeHUs 0€30IIaCHOCTH M KOHTPOJTIO.

5.12 Ilpu moCTynIeHUN BXOASIIETO NTOKYMEHTa B MOBPEXIAEHHOM yIIaKOBKe, IO~
BPEXJICHUH NOKYMEHTa, IIPY OTCYTCTBUU B KOHBepTe (MakeTe) NJOKYMEHTa, ero 4acTH
VT IPUJIOKEHUH K HEMY, a TaKXKe IIPX OTCYTCTBHUH IOANKCH Ha BXOMSAIIEM JTOKYMEHTE
COCTaBJIACTCS aKT B JIBYX 3K3eMIUIIpax Ha OyMaKHOM HOCHTEJE, IOATIMCHIBAEMBIN JIBY-
Ms1 paDOTHUKaMU KaHUEIIPHUH.

OnuH 5K3eMIUIIp aKTa BMECTE C BXOMSIIUM JOKYMEHTOM U €ro MPUIOKEHHIMH
nepenacTCst Ha MPeIBapUTENIEHOE PACCMOTPEHHE U PErHCTPAINIo, BTOPOH 3K3EMILISp
aKTa BBICBUIAETCS OTIPABUTEIIO.

5.13 KonBepTel, MakeTsl WIM YIaKOBKA COXPAHSIOTCS ¥ IPHIIATalOTCS K BXOMIs-
IIUM JOKYMEHTaM B CITydasx:

- €CIIM TOJIBKO 10 HUM MOJKHO YCTaHOBUTBH OTIPABUTENS UM ATy OTIPaBJICHUS;

- €CITM BXOMSLIMM JOKYMEHT IOCTYIHJI MO3XE YKa3aHHOTO B TEKCTE JOKYMEHTa
CPOKa UCIIOJTHEHNSI WU 1aThl MEPOIIPHUSITHS;

- IpY OOJBLIOM PACXOXKACHUH MEXIY NaTaMH IMOIIMCAHUS W TMONTyYEHUS JOKY-
MEHTOB.

Ilocne 3aBepineHust paboOTHI C TOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IIO-
MeILAaeTCs Ha XpaHeHue B Jeo.

5.14 KouBepTel (makeTsl), uMeromme oTMeTKy «Jluuno» («Private»), rpuds
OTPaHWYEHHMS IOCTyIa K NOKYMEHTaM, COIAEpXKalluM CBEIeHHUs KOH(PUICHIIHATBLHOIO
XapakTepa, He BCKPHIBAIOTCS U MEPEIAIOTCS

- ¢ oTMeTKOoH «JImaHO» («Private») — HEMOCPEICTBEHHO aIpecaTy;

- ¢ rpudaMy OrpaHUYCHHUS JOCTYyIa — B KAHIEISIPUIO U pabOTHUKY, B 00SI3aHHO-
CTH KOTOPOTO BXOZMT 0OpaboTKa JOKYMEHTOB, COAEPXKAINX CBEIEHUS KOHMUICHIIN-
AJIBHOTO XapakTepa.

5.15 Bxoasmue 371eKTpOHHbIE TOKYMEHTHI, IIOCTYMUBIINE OT APYTUX OpraHu3a-
IIM{ TI0 3JIEKTPOHHOM IouTe, nocpeactsoM COJl MpUHUMAIOTCS KaHIEISpUER YHUBED-
CUTETA.

DNEeKTPOHHBIE TOKYMEHTHI, MOCTYTIUBIIIHE o WHGDOPMAITHOHHO-
TEJIEKOMMYHHUKAIMOHHEIM KaHajlaM U NOANKCAaHHbIE YCHICHHON KBATM(DHUIIMPOBAHHOM
NOINUCHI0, BKItOYaroTcs B COJl mocne MpoBepKU 3NIEKTPOHHOMN MOMMUCH U MOATBEp-
KICHUS €€ NEHWCTBUTEIBHOCTH; 3JIEKTPOHHBIE IOKYMEHTHI, MMOCTYIMBIIHE OT IPYTUX
OpTaHU3alKi 110 IEKTPOHHOM MOYTE U NMOANKCAHHbBIE YCHUIICHHON HEKBATH(DUIIUPOBaH-
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HOW IMOJIMCEHIO MM IPOCTOM 3JIEKTPOHHOW IMOJIKCHIO, TMPOXOIST IMpeIBapUTENbHOE
paccMmoTpenune u  BKmrodarorcs B COJl mpu  HaNMWYUM  MEXIy OpraHu3anuei-
OTIIPaBUTENIEM ¥ OpraHM3allMel- [ToydaTeIeM COralleHust 00 0OMeHe 3IIEKTPOHHBIMU
JTOKYMEHTaMH, IIOANUCAHHBIMU COOTBETCTBYIOIIEH MOIITHUCEIO.

5.16 IlepsryHas 06pabOTKa 3TEKTPOHHBIX JOKYMEHTOB, TIOTYYEHHBIX 110 HHPOP-
MallMOHHO-TEJICKOMMYHUKAIIMOHHEIM KaHalaM CBSI3U OT JPYTHX OpraHU3alvii U rpax-
AaH, OJDKHA COOTBETCTBOBATH TEXHOJIOIMH PabOThI C BXOMSIIAMH JOKYMEHTAMH.

5.17 Ilepsuynas 06paboTKa NOKYMEHTOB 3aBEpINaeTCs WX PpaclpeeleHueM
(COPTHPOBKO) Ha PETUCTPHUPYEMBIE ¥ HEPETHCTPUPYEMBIE.

5.18 PerucTpanus BXOSLIINX JOKYMEHTOB OCYIIECTBIISETCS HE3aBUCUMO OT CIIO-
co0a ¥X TOCTaBKY OWH pa3: B KaHIEIIPUH YHUBEPCHUTETA.

JIOKyMEHTEI, IIOCTyaoKe U3 APYTHX OPraHM3alnil HEMOCPEACTBEHHO B CTPYK-
TYpPHBIE TIOApa3/IelieHus, HO TpeOyIole pacCCMOTPEHHS PYKOBOICTBA, IIEPENAIOTCS IS
PETUCTPALMH U IIPEIBAPUTEIHHOIO PACCMOTPEHUS B KaHIIEIISIPHIO.

5.19 Perucrpanus BXOIAIIUX NOKYMEHTOB OCYINECTBISIETCS B IE€HB UX IMOCTYII-
JICHUS WK Ha CIEAYIOMH pabo4Ynii OeHb NP NMOCTYIUICHUH HOKYMEHTOB B KOHIIE pa-
Oodero AHS WK B Hepabouee BpeMs.

PerucTpanms obpameHnii rpaxaaH OCYIIECTBISETCS B TEYEHUE TPEX JHEHR ¢ Mo-
MEHTa IOCTYIUICHUS O0paIleHusl.

5.20 CeeneHus 0 TOCTYNHBILEM NOKYMEHTE BHOCSTCS B 3JIEKTPOHHYIO pETHCTpa-
roHHYI0 KapTouky (OPK) COJI nnu perucTpaurdoHHO-yIeTHYIO GOopMy Ha GYMaKHOM
HOCHTEIIE, a IIOCTYIIUBLIEMY NOKYMEHTY IPUCBAaUBACTCS PETUCTPAIMOHHEIN HOMeEP.

PerucTpaniuoHHBEIN HOMEp BXOISIIEr0 NOKYMEHTa COCTOUT U3 MOPSIKOBOrO HO-
Mepa IOKYMEHTa B Ipeferax KalleHIapHOTO roja, KOTOPBIA MOXET OBITh JOTOJHEH
IM(POBEIMU MM OYKBEHHO-IM(POBBIMU KomaMu (MHIEKCAMH) MO HCIIONLE3yYEMBIM
KJIaccuuKaTopam.

5.21 Ha Bcex 3aperucTpupOBaHHBIX JOKYMEHTAX, 32 UCKITIOUEHHUEM JTOKYMEHTOB,
IIOCTYIMBIIMX B (POpPME 3JIEKTPOHHBIX JIOKYMEHTOB, IPOCTABISAIOTCS OTMETKH O IIO-
CTYIUICHUU JOKYMEHTa B YHHBEPCUTET. B OTMETKE O MOCTYIUIEHUH NOKYMEHTa (QUKCH-
PYIOTCS laTa NOCTYIJIeHHs (TP HEOOXOAUMOCTH — BpeMs MTOCTYILIEHHs B YacaX U MU-
HyTax) U BXOIALINH pEeruCTPallMOHHBIN HOMED JTOKYMEHTA B COOTBETCTBUM C MHCTPYK-
LHEH 110 IETOIPOU3BOJICTRY.

5.22 JIOKyMEeHTBI, IOCTYNIUBIINE Ha OyMa)XHOM HOCHTEJE, CKaHUPYIOTCS, JJIEeK-
TPOHHAs KOIKs JOKyMeHTa BkirodaeTcs B COJl u npucoenunusercs Kk OPK nokymeHTa.

5.23 KoppecnoHaeHIMs Ha WHOCTPAHHBIX SI3bIKaX, aIpeCOBaHHAS PYKOBOICTBY
YHUBEPCUTETA, TI0CIE PErUCTPAllMM B KAHIEIAPHH MEpPenaeTcs B COOTBETCTBYIOIEE
HoApasieieHre Wik pabOTHUKY YHUBEPCUTETA IS TEPEBOIA U MTOCIEAYIOIIEH epea-
YU Ha PacCMOTPEHHE PYKOBOACTBA. MHas KOppEeCHOHIEHIIMs Ha UHOCTPAHHBIX S3BIKaX
[IepelaeTCsl M0 Ha3HAYEHHUIO HEMOCPEACTBEHHO B CTPYKTYPHEIE TTOApPa3ICICHUS.

5.24 TlpensapuTenpHOe PaCCMOTPEHHE MPOBOAUTCS B LENAX PACIPENENICHHS 110-
CTyNarOLIMX B YHUBEPCUTET JOKYMEHTOB Ha TpeOyrolue 0053aTeIbHOT0 paCCMOTPEHHUS
PYKOBOACTBOM YHHBEPCHUTETA U HAINIPABIISIEMBIE HEIIOCPEACTBEHHO B CTPYKTYPHBIE MOJI-
pazieneHus.

5.25 IlpenBapuTenbHOE PAaCCMOTPEHHME BXOISIINX TOKYMEHTOB OCYILECTBIAETCS
B KaHLEJIAPUH ITOCIIE PETUCTPALH TOKYMEHTOB.
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IIpeaBapuTensHOE PACCMOTPEHNUE MOXKET IPOBOIUTHCS 10 PETUCTPALIUH B CIyUae
MIOCTYIIJIEHUS] JOKYMEHTOB C OTMETKaMH, TPEeOYIOIMMHU He3aMeTUTEIHHOTO pacCMOT-
PEHHS U UCIIOJHEHHUS JOKYMEHTA.

5.26 IlpenBapuUTEeTBHOMY PACCMOTPEHHIO MOMIEKAT BXOMSAIINE TOKYMEHTHI, al-
pECOBaHHbBIE B Y HUBEPCHUTET.

JIOKYMEHTEI, aZpecOoBaHHBIE MOIPA3AEICHNUSAM, PYKOBOAUTESAM IT0Apa3ae/IeHNH
U CIeIMAITUCTaM, [EPENAlOTCA B CTPYKTYpPHBIE MOApa3eNeHus 6e3 IpeIBapuTeIsHOTO
paccMOTpeHHs.

5.27 IlpensaputeapbHOE pPacCCMOTPEHHE OCYIIECTBISETCS MCXOIS M3 OLEHKH CO-
JCepXKaHUs BXOMSIIMX TOKYMEHTOB, C YYETOM YCTaHOBJIEHHOTO pacrpeneieHus (QyHK-
L{UOHAIIBHBIX 0053aHHOCTEH.

5.28 Ilo pesynpraTam MpeIBapUTENLHOTO PACCMOTPEHHUS TOKYMEHTHI, HAIIPaBIIs-
IOTCSI Ha PacCMOTPEHHE DEKTOpa (JIOKYMEHTHI, MOCTYITAIOIINe W3 OPraHoOB ToCymap-
CTBEHHOH BJIACTH, OPraHOB MECTHOI'O CaMOYIIpaBJIeHUs, JOKYMEHTHI [0 HanboJiee Bax-
HBEIM ¥ IPUHIUNIHAIBHBIM BOIIPOCaM JIEITSILHOCTH).

5.29 Ilo 3aBeplIeHUH IPEIBAPUTENHFHOIO PACCMOTPEHHUS JOKYMEHTEI IIepeIatoTCsa
COOTBETCTBYIOLIMM PYKOBOAUTENSAM I PACCMOTPEHHUS U BBIHECEHUS Pe30ronui (yka-
3aHUM 110 UCITOTHEHHIO).

5.30 PaccmoTpeHre TOKYMEHTOB OCYIIECTBIISETCS B IE€HD MepeNayd JOKYMEHTOR
UM Ha CIEeNyOINU pabounii IeHb, €ClTU TOKYMEHTHI MepelaHbl PYKOBOJICTBY B KOHIIE
pabouero mHsI.

JOKyMeHTHI, TpeOyIolle CPOYHOTO PACCMOTPEHHUs, a TaK)Ke TeJerpaMMbl U Te-
1e(OHOTrpaMMBbI PACCMAaTPHUBAIOTCS HE3aMeITUTEIBHO.

5.31 Pe3ynbTarsl paccCMOTpEeHUs TOKyYMEHTa OQOpPMIISIECTCS B BHJE PE30JIIOLUHU B
COOTBETCTBUH C HHCTPYKIUEHN IO IEJIOMPOU3BOICTRY.

5.32 CeneHus o pe3ontouuu (UCTIIOTHHUTENh, COAepKaHKe MTOPYyUEHUs, CPOK HC-
TIOJIHEHHMS]) CIIENMATUCTOM KaHuensipun BHocsaTcs B OPK COJI, mociie 4ero UCIoMHUTe-
JI¥ MOJIYYaroT ZOCTYI K 3JIEKTPOHHOMY JOKYMEHTY WJIM 3JIEKTPOHHOUM KOMUU NOKYMEH-
Ta, €CJIA JOKYMEHT MOCTYIII Ha OYMa)KHOM HOCHTEJIE.

5.33 JIoKyMeHTEHI, MOCTyMarolmnue Ha OyMaXHOM HOCHTele, ITOCIe UX perucTpa-
11K, BKIodeHUs B COJl B BUIE 3JIEKTPOHHBIX KOMUH U PaCCMOTPEHHS PyKOBOJCTBOM
IepearoTCsl B COOTBETCTBYIOIIME CTPYKTypHBIE MOApa3AeieHUs] Ha WCIOJHEHHUE WU
IIOMEIAFOTCS B JEJIO B KAHILENISIPUU B COOTBETCTBUH C HOMEHKJIATYPOH JIed.

J1st bukcanuu dakra nepenavy BXOSIINX JOKYMEHTOB M MX KOMWH Ha OyMax-
HOM HOCHTEJIE UCIIOJIHUTEIAM B CTPYKTYPHBIE OIPa3eICHUsI UCTIOIB3YIOTCS Ky PHAIIBI
nepenady JOKyMeHTOB.

5.34 IIpu 6yMaKHOM NTOKYMEHTOOOOPOTE MOTHHHUKY BXOISIINX TOKYMEHTOB, B
CiIy4Yae Ha3zHa4eHUs HECKOJBKUX WCIIOJHUTENEH MepeNaroTcs OTBETCTBEHHOMY HCIIOJN-
HHUTEJII0, OCTAaIbHBIM UCIIOIHUTEISM KaHUEISAPUs IepeaeT KoUK TOKyMEHTa.

5.35 Hcxonsmue TOKyMEHTHI, 3aBU3UPOBaHHBIE BCEMU 3aWHTEPECOBAHHBIMU JIH-
aM{ U MOJIIHUCAHHEIE PEKTOPOM WM WHBIM YIIOJTHOMOYEHHBIM MM JIMIIOM, PErHUCTpPHU-
PYIOTCS B KaHLETSIPUK Y HUBEPCHUTETA.

5.36 Peructpanust HCXOOSIIMX JOKYMEHTOB OCYIIECTBISETCS B I€HD [TOIITHCAHNS
WM Ha CIIENYIOUHA pabouunil 1eHb, eci JOKYMEHTHI OBIIM ITOAMKUCAaHBI B KOHIE pabo-
Yero JHs UM B Hepabouee BpeMsl.
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5.37 Ilepen peructpanueli HCXOIAIINX JOKYMEHTOB PaGOTHUK KaHIENIPHH po-
BepSeT NPABHIBHOCTE OQOPMIIEHHS JOKYMEHTOB (B TOM UHCIIe HAJTUYHe TTOIITHCEH, BU3,
[IPaBAIIBHOCTE HANMCAHUs aJpECOB), & TaKKe YKa3aHHBIX B HUCXOMSIINX JOKYMEHTax
IPHUIIOKEHHH, COOTBETCTBUE KONMYECTBA IK3EMILISIPOB KOJUYECTBY alpecaToB 110 yKa-
3aTeJI0 PACCHUIKH, HAJIUYUE OTMETKH 00 UCIIOJHUTEE.

5.38 Ilpu perucTpanuu ucxozsiero nucsma B C3JI cBenieHns o6 oTIpaBiIseMoM
JIOKyMeHTe pukcupyrorcs B IPK, X KOTOpo# NpHKperuiseTcs 3IeKTPOHHAs KOIHS OT-
IIPaBJIAEMOrO TOKYMEHTA. A

Ecmu OPK Gbuta cosnana 8 COJl mpu MOATOTOBKE MPOEKTa JOKYMEHTa, TO IIpH
PErucTpanui UCXOMAIIEr0 JOKYMEHTa B Hee NOOABIIAIOTCS CBENCHUS O PErMCTPAlHOH-
HOM HOMEDE, IaTe PErUCTPaLliK U IPYTHUE CBEAEHUS 00 UCXOMSAIIEM JOKYMEHTE.

5.39 PerucTpanroHHBIN HOMEp HCXOMANIETO JOKYMEHTA HOKEH COCTOSTh U3 KO-
0B (MHIEKCOB) B COOTBETCTBHH C IIPUMEHSIEMBIME KIaCCHMDUKATOPAMH K IIOPSIAKOBOTO
HOMepa IOKyMeHTa B IIpelieaxX KaJeHIapHOro roja.

Jlata perucTpauuu ¥ perucTpalHOHHBIA HOMEpP MPOCTABJAIOTCA Ha OTIIpaBIIse-
MOM IOKYMEHTE, a TaKXe Ha KOIHU MCXOJSAIIEero NOKyMeHTa, OCTalollelcs B Jele, B
COOTBETCTBUY MHCTPYKIMH 10 AETONPOU3BOICTBRY.

5.40 Mexomsummit TOKyMeHT, OITICaHHBIA PEKTOPOM MepeNaeTCs Ha OTIIPABKY.

OJeKTPOHHBIE JOKYMEHTHI [OCIIe UX IOIITMCAHHS 3NeKTPOHHON TOAIHCEIO W OT-
NIPaBKM aApecaTy XpaHsaTcs B 0aze ganusix COJI.

5.41 B 3aBUCHMOCTH OT COMEPXKaHWS U CPOYHOCTH NOKYMEHTHI, OTIIPABIISIEMBIC
U3 YHWBEPCHUTETA, NOCTABISIOTCS aJpecaTaM CpPEeACTBaMH IIOYTOBOM, KYPLEPOM, JKC-
IPECC-TIOYTOMH, a TaKkKe MEPENaroTCs M0 KaHallaM 3JIEKTPOCBA3H ((haKCHMUNBHAS CBSI3b,
Tesnerpad, TenedoH, anexTporHas mouta, COJI).

Ob6paboTka KOPPEeCIOHIEHIMH ISl OTIPABKU MOYTOBOM CBA3BIO OCYIIECTBISETCS
B COOTBETCTBHUHM ¢ [IpaBriaMu oka3aHuUs yCIyT IIOYTOBOM CBSA3M.

5.42 JIokyMeHTSI, He UMEIONINe aIPEeCHON YacTH, MPUHUMAIOTCS Ha OTIPABKY C
COIIPOBOMUTEIFHEIMY ITHCBMaMHK (3& MCKIIOYEHHEM KOIMH pacropsAIUTENbHBIX HOKY-
MEHTOB, HallPaBISIEMBIX B [TOJBEIOMCTBEHHBIC OPTraHU3AIMH ).

HernpasunbHo odopMmieHHbIe TOKYMEHTH W KOPPECTIOHAEHIHS HECTyKeGHOro
XapakTepa K OTIPaBKe He MPUHUMAIOTCS ¥ BO3BPAIAIOTCH UCTIOTHUTEIIO.

JloKyMeHTEI, MOMIeXalie OTIPaBKe, JOJKHBI 00pabaTeIBATECS ¥ OTIIPABISTHCS
B IEHb MX INOATMCAHUS ¥ PETUCTPALIMY WK Ha CIEAYIONINY paboYnii eHb.

5.43 JlocbliKa WK 3aMeHa paHee OTIPABIEHHOTO JOKYMEHTA OCYILECTBISETCS
I10 yKa3aHWIO JIKIIA, TIOJIIHCABIIET0 JOKYMEHT.

5.44 TlpoxoxneHWe BHYTPEHHHX IOKYMEHTOB Ha 3TallaX WX IOATOTOBKU M
0OpMIIEHNS IOTKHO COOTBETCTBOBATH NPOXOXKACHHIO MCXOISIIMX JOKYMEHTOB, a Ha
3Tare UCTIONHEHUS — BXOASIINX JOKYMEHTOB.

5.45 TIpoeKThl pacTOPSAMTENBHBIX NOKYMEHTOB (TPUKA30B, PacIIOpSDKEHHIN),
TIOArOTOBICHHBIX JUIA IIOANMCAHMS, MOCIE TIOArOTOBKH U COTTIACOBAHUS C 3aMHTEPECO-
BaHHBIMU JINLAMHA TIEPENAOTCS B KAHIENAPUM IS IPOBEPKHU NIPABHIBHOCTH UX 0GOpM-
JIEHUS.

5.46 1lpaBHibHO OQOPMIIEHHBIE IIPHKa3bl, PACTIOPSIKEHHS TEPENaroTCs Ha IOI-
IIUCH PEKTOPY Y HUBEPCUTETA.



40

5.47 IloxmucaHHbIe IPUKA3H, PACIOPSHKEHHS! [0 OCHOBHOM IeATeNbHOCTH peri-
CTPUPYIOTCS B KaHIIENSIPUH.

IIprkazam, pacmopsKEHHSM [PUCBAUBAIOTCS TTOPSIKOBBIE HOMeEpa (TI0 KaXIoi
TpyNne IOKYMEHTOB OTACNBHO) B Npefenax KaleHIapHOTro roxa. [1opsakoBsIi HOMeEp
AOKYMEHTa MOXET HOTOJNHITECS OyKBEHHBIM MM HU(DPOBEIM MHIEKCOM, 0603HAYAI0-
MM TIPUHAIEXHOCTD JOKYMEHTa COOTBETCTBYIONIEH IPyIIe JOKYMEHTOB.

5.48 IlonvHHMKM MPUKa30B (PACIOPIKEHUH) 1O MECTY HX peructpauuu Qop-
MHDPYIOTCS B ZI€la B COOTBETCTBHU C HOMEHKIATYpOH el YHUBEPCHUTETa B COOTBET-
CTBHHM C MHCTPYKUHUEHN 110 NETONPOU3BOICTBY.

Komnmu npukasos, pacopsukeHui pacchITaOTCs HCIIOMHUTENSAM ¥ HHEIM 3aHHTe-
PECOBaHHBIM JIMIAM B JJICKTPOHHOM (hopMe MM Ha OYMa)KHOM HOCUTETE B COOTBET-
CTBHUH C YKa3aTeJIEM PaCCHUIKH.

Kommy nprikasos, pacmopsokeHuit, pacceiiaemMsle Ha GyMaXHOM HOCHTENe, 3aBe-
psifoTCS.

5.49 Ilpotokonsl 3acenaHuil, COBEMaHMH, IPOBOIUMBIX KOJUIETHATHHBIMH (co-
BEIIATEIBHEIMU) OPraHaMM, KOMHCCHSIMH KM B CTPYKTYPHEIX MOXpPAa3IeleHHsX YHU-
BEPCHTETA, PCTUCTPUPYIOTCS B IMOJPA3NENIEHHUAX, OTBETCTBEHHBIX 3a OPTaHM3ALMUIO U
IPOBEACHNE MePONPUATHS. Komvu Takux IMpOTOKONOB FOTOBATCS K PacChlIKe M PACChI-
JTAI0TCA CTPYKTYPHBIM IIOAPA3NEICHUEM, OTBETCTBEHHBIM 3@ OPTaHU3ALUI0 U MPOBEe-
HUE MEPOTIPHUSITHUS.

5.50 IIpoTokonam TpHCBAaMBAIOTCS OPAIKOBEIE HOMEpA B IIPEHENax KaJleH1ap-
HOTO TOJla UJIM Tepruosia paboTel BpeMeHHO! paGouel rpymibl (KOMHCCHH) O KaXI0H
IpyIIIIe IPOTOKOJIOB OTAEILHO.

IIoAMHHMKY IPOTOKONOB [0 MECTY WX PETHUCTPALMH (HOPMHUPYIOTCS B [eia 10
HOMEHKIIAType el Y HUBEPCUTETa B COOTBETCTBHU C HHCTPYKIIMEH.

5.5] BHyTpeHHHE NOKYMEHTHI Ha HMs DPyKOBOIHTENS IPYroro CTPYKTYPHOTO
NOoJpasfAesICHUs. pErucTpupytoTes B COJI unu perucTpupyroTes B MOApasaelieHHH, Co-
3MaBLIMM IOKYMEHT. 3aperHCTPUPOBAHHEI TOKYMEHT IepenaeTcs HeMOCPENCTBEHHO B
IToIpaseNIeHue — apecaT, B KOTOPOM ITIOBTOPHO HE PETUCTPUPYETCS.

5.52 Tlpu Bxmovenun B COJl BXOAAMIMX NOKYMEHTOB, WX perucTpanuu, pac-
CMOTpeHuH U ucnonHeHnu B OPK BHOCATCA cirenyrolnye cBeeHns 0 JOKyMEeHTe

a) HarMEHOBaHME OpraHHU3alMK (KOPPECIIOH/ICHTA);

6) anpecar;

B) HaWMEHOBAHUE BHIA JOKYMEHTa,

T) JaTa OCTYIHBIIErO JOKYMEHTa,

I) PETHUCTPaLMOHHBIA HOMEp MIOCTYMUBIIETO TOKYMEHTA;

€) IOJKHOCT, haMUIIKs i MHULHMANB] JUIA, TOAITHCABIIEr0 JOKYMEHT;

K) JlaTa MOCTYIUICHHS JOKYMEHTA;

3) BXOISAIIMH PETHCTPALIMOHHBIN HOMED;

M) 3arol0BOK K TEKCTy (KpaTKoe COmep)KaHWe TOKYyMEHTA); K) KONMYECTBO JTH-
CTOB OCHOBHOT'O JOKYMEHTA;

JI) OTMETKa O NPHIOKEHUH (KOJMYECTBO NPUIOKEHHH, 06Iee KOTMIECTBO JIH-
CTOB IIPUJIOXKEHUH);

M) CBEJIEHHS O CBS3aHHBIX NOKYMEHTaX (HAHMEHOBAHHWE BHIA IIOKyMEHTa, JaTa,
PErUCTPAMOHHEIM HOMED, TUII CBS3H);
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H) pe30moLus (MCTIONHATENs (HCIONHUTENHN), TIOPYYEHHE, NOTKHOCTHOE JIHIIO,
JaBlllee NOpy4YeHue, 1aTa);

0) CPOK UCIIONHEHUS JOKYMEHTa;

I1) MHIEKC JeJIa [0 HOMEHKIIAaType Jel;

p) CBENIEHHSI O Mepeapecauty JOKYMEHTa;

C) OTMETKa O KOHTPOJIE;

T) TPU( OTPaHMYEHHUS TOCTYIA K JOKYMEHTY;

y) cBeneHUs 06 3IIEKTPOHHOMN MOAIIHCH:;

) pe3ynbTaT MPOBEPKH SIEKTPOHHOMN MOIITHCH.

5.53 Ilpu Bxmovennn B COJI ucxomsammx JoKyMeHToB B DPK BHOCSTCS crleny-
IOIKE CBEICHUS O JOKYMEHTE:

a) anpecar;

0) DOMKHOCTB, haMUIKA U HHUIHAIBI JIHIA, TIOAMHCABIIETO JOKYMEHT;

B) HaHMCHOBAHHWE BUMA JOKYMEHTA;

I) Oara JOKyMEHTa;

1) PErHCTPalMOHHBIN HOMED TOKYMEHTA,

€) 3aroJoBOK K TEKCTY (KPaTKOE CONepKaHHe IIOKYMEHTA);

K) CBEIEHHS O CBS3aHHBIX JOKYMEHTaX (HarMeHOBAHWE BHIA IOKYMEHTa, JaTa,
PETUCTPAMOHHEIN HOMED, TUTT CBS3H);

3) KOJMYECTBO JHUCTOB OCHOBHOTO JOKYMEHTa;

M) WHIEKC JIeia 10 HOMEHKIAType JeT;

K) OTMETKa O TPUIOXKEHHH (KOJIMIECTBO NPHIOXKEHMH, 06Iee KOTMIECTRBO JIH-
CTOB IIPUJIOKEHUH ),

JT) rpud OrpaHUYEHHs TOCTYNA K TOKYMEHTY;

M) [OZpa3s/IeeHHe — OTBETCTBEHHbIN HCTIOTHUTENh JOKYMEHTE,

H) CBEICHUS 00 SIIEKTPOHHO} MOIHCH.

5.54 Ilpu Brmodenun B COJI BHyTpeHHUX H0KyMeHTOB B JOPK BHOCSTCS cleny-
FOIIME CBENCHHUS O JOKYMEHTE:

a) HauMEHOBAHWE IOJPa3/IeIeHus], TOATOTOBUBIIETO IPOEKT JOKYMEHTa,

0) HaMMeHOBaHHE BUJA JOKYMEHTA;

B) JaTa JOKYMEHTa;

) PETHCTPAI[MOHHBINA HOMED JOKYMEHTa;

1) IOJKHOCTH, GaMUJINs ¥ MHUIIMATIEI JIUIA, [IOATHCABIIETO JOKYMEHT;

€) CBEJEHHMs O CBS3aHHBIX JIOKYMEHTaX (HAHMEHOBAHME BHUIA JNOKYMEHTa, JaTa,
PEruCTPalOHHEIH HOMED, THII CBS3H);

) 3arOJIOBOK K TEKCTY (KPaTKOe COflepaHue TOKYMEHTA);

3) OTMETKa O MPUJIOKEHHH (KOJMYECTBO MPUIIOXKEHWH, 0BIIee KOTHIECTBO JIU-
CTOB IIPUJIOKEHUN );

M) WHIEKC JeNa 10 HOMEHKIAType e,

K) YKa3aHWs IO HCIIONHEHUIO TOKYMEHTa (HCIIOIHUTENb, [Opy4YeHUe, JaTa HUc-
IIOJTHEHWS );

JT) OTMETKA O KOHTPOJIE;

M) P OrpaHUYeH s JOCTYIa K JOKYMEHTY;

H) TOJpasfeneHne (IOKHOCTHOE JIHIO) — HCIOMHUTEND (OTBETCTBEHHBIN HC-
TIOJTHUTENh) TOKYMEHTA.,
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JIOTIONIHUTENFHO K YKa3aHHBIM CBENEHHAM O BXOSIINX, HCXOMAIIMX U BHYTPEH-
HUX nokyMenTtax B OPK COJ] MoryT BHOCHTBCS UHEIE CBEIEHUS.

5.55 Vder KonudecTBa JOKYMEHTOB, MOCTYIHBIINX, CO3NAHHBIX, OTIIPABJICHHBIX
3a ONpENEICHHBIH IEPHOI BPEMEHH, MOXKET MPOBOAUTHCS B LEJIOM, [0 OTAEIHHBIM
CTPYKTYPHBIM MMOIPAa3NEIeHUsIM, [0 IpyNnaM IOKYMEHTOB, KOPPECIOHIEHTaM, neii-
CTBHAM, MPOU3BEIACHHBIM C NJOKYMEHTaMH, U APYTHM [apaMeTpaM, HEOOXOIUMBIM st
aHayM3a paboTsl C TOKYMEHTaMH B LENSIX €€ COBEPIICHCTBOBAHUS,

5.56 Ilpu y4eTe 06beMa JOKYMEHTOOG0POTA TIOICUUTHIBAETCS KOMMIECTRBO JIOKY-
MEHTOB BBIIICTIEHHON IPYMIBL. YYeT KOMMYECTBA JOKYMEHTOB IPOBOMUTCS IO JAAHHBIM
C3/l, perucTpanuoHHO-y e THBIX KYPHAIOB.

5.57 3a epuHuLy ydeTa KOIHYeCTBa NOKYMEHTOB MPUHMMAETCS eIWHCTBEHHBIN
SK3EMIIIAP TOKyMeHTA (NMOJJIMHHUK WK KOIHS, €CU KOIHUS — €IHHCTBEHHBIH 3K3eM-
IUIAp NOKyMEHTa B yHUBEPCUTETE, HANPUMEDP, KOMHUA HCXOISIIEro MuchMa) 6e3 yuera
KOTHH, CO31aBaeMbIX NPU MEYaTH ¥ KOIUPOBaHWY (THpaxupoBanun). Komuu IOKYMEH-
TOB IIPYU HEOOXOIMMOCTH aHAJIN3a YUUTHIBAIOTCS OTAENBHO.

5.58 PesynbraTsl ydera o6beMa JOKyMEHTOOGOPOTA EXErOLHO 06OBIMAIOTCA U
NIPEACTABIIAIOTCA B BUIE O0T4YeTa 00 00beMe JOKyMeHTO0O0pOTa 3a IO,

6 KoHTpoJIb HCTIOTHEH ST IOKYMeHTOB (MopyUenHnii)

6.1 KOHTpONb MCIIOTHEHHS HOKYMEHTOB (TIOPYUYeHHH) BeeTes B [elIX UX CBOC-
BPEMEHHOTO U KaY€CTBEHHOI'O MCIIOJIHEHUS.

6.2 KOHTpONb HCTIONHEHHUS JOKYMEHTOB (OpydYeHNMI) BeeTes:

- PYKOBOIUTEJIEM WX MHBIM JOJDKHOCTHBIM JIUIIOM OPTaHM3allid — UCIIOMHEHUS
JOKYMEHTOB (TIOpy4eHHUIA) IT0 CYIIECTRY;

- KaHIENAPHEeH U OTBETCTBEHHBIME 32 JIENONPOU3BOJICTBO B CTPYKTYPHBIX ITOJI-
pa3neNeHuaX — CPOKOB HUCITOJHEHUS JOKYMEHTOB (ITOpyYeHHH).

B KkaHIenIpuy HEeHTPaTH30BaHHOMY KOHTPOIIO MOJUIEXKAT 3apEruCTPUPOBAHHEBIE
AOKYMEHTEI C OTMETKOH 0 KOoHTpose («KoHTpoib»), mpocTaBisieMoil B COOTBETCTBUM ¢
MHCTPYKIHMEH, a B CTPYKTYPHBIX MOJAPA3NENeHNsX OPraHU3alMy — BCE 3apPerHCTPUPO-
BAaHHBIE TOKYMEHTBI, TPEOYIOIINE HCIIOTHEHHS.

6.3 PacropsnurensHble JOKYMEHTBI, IIDOTOKOMBI 3acelaHmil (CoBelanuii), co-
ACpKaIlie TOPYYEHUS C KOHKPETHBIMHM CPOKaMH HCIIONHEHHUS, CTAaBATCS Ha KOHTPOIb
0 Ka)kKIIOMy IOPYUYEHHUIO OTAENBHO.

6.4 KOHTPOJIB CPOKOB HCTIONHEHHS JOKYMEHTOB (TIOPYUEHHUI) BKITFOYAET B ceO:

- TIOCTaHOBKY HOKYMEHTOB (IIOPYYeHHH) Ha KOHTPOJIb;

- MPOBEPKY CBOEBPEMEHHOCTH IOBEIEHUS NOKYMEHTOB (IMOPYYEHHH) O HUCIIOJ-
HUTEJICH;

- IPEABAPUTENBHYIO TIPOBEPKY U PETYINPOBAaHUE XO/a UCTIONHEHUS JOKYMEHTOB
(mopydeHwuit);

- CHATHE C KOHTPOJIS JOKYMEHTOB (TIOpyYeHMH);

- yHeT, 00001e ke U aHATN3 Pe3y IbTATOB X0/ HCTIONHEHNUS TOKYMEHTOB (nopy-
YEHUH);

- WHOPMHPOBaHHE PYKOBOJUTENICH O XOJI€ HCIIONHEHHs IOKYMEHTOB (mopyde-
HUM) U COCTOSHUH HUCIIONHUATENBCKON MUCIIAIIINHEL
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6.5 CpoKu HCTIONHEHUs JOKYMEHTOB (TTOpYyUeHH i) HCUHCISIOTCS B KaJIeHAapHBIX
THSX.

Ecmu mociennuit 1eHs cpoxa HCIIONHEHHs TOKYMeHTa (TI0pyYeH s IIPUXOTUTCS
Ha HepabOouui JeHb, TO TOKYMEHT MOMNEKUT UCIIONHEHUIO B GIIDKAHIIHiL CIIEIYIOLIHA
32 HUM pabouunii JeHs.

Hata ucrionuenus 1oKyMeHTa (Iopydenus) ouxcupyercs 8 DPK CI]I.

Cpoxu uCTIONHEHNs TOKYyMEHTOB (MOPYYeHHit) yCTaHABIUBAIOTCS PEKTOPOM, HC-
XOIii M3 CpOKa, YCTAHOBJIEHHOTO OpPraHU3allieH, HarpaByBIIel TOKYMEHT, MU CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOATeNbCTBOM Poccuiickoit ®epneparum.

6.6 JIoKyMeHTEHI (TOpyYeHHs ) TOIIEKAT UCIIOTHEHHUIO B CIIEAYIOILUE CPOKH:

- ¢ KOHKPETHOH JJaTO! MCIIONIHEHHUS — B YKa3aHHBIN CPOK;

- 0e3 yKkaszaHMs KOHKPETHOW NaThl HCIIOJIHEHWS, WMEIONIE B TEKCTE ITIOMETKY
«BEChMa CPOYHO» — B T€YEHHE OJHOTO JIHSA, KCPOYHO» — B 3-IHEBHBIH CPOK;

- «OmepaTuBHO» — B 10-IHEBHEIN CPOK;

- OCTaJIbHBIE — B CPOK He Oosee 30 mHeis;

- TI0 [TapTaMEHTCKUM 3aIpocaM — He MO3[Hee YeM depe3 15 mnuel co mus momyde-
HUS;

- T0 3anpocam 4eHoB Cosera ®enepanun, nemyratos [ocynapcTsenHoi ymsl
(memyTaTckomy 3ampocy) He mosnHee ueM gepes 30 qHel co qHs MOy YCHHUSL.

- TI0 M@XBCIOMCTBEHHBIM 3aIIPOCaM O MPEACTaBICHUH TOKYMEHTOB U (WIH) UH-
dopmMalmu B UeNIX MPeIOCTABIEHNs TOCYIaPCTBEHHBIX U MYHULUNAIBHBIX YCIYT — 5
pabounx [HeH co IHA MOTYYeHHs 3ampoca, eClIt 3aKOHOAATENbCTBOM Poccuiickoii De-
JepalHi He YCTaHOBIIEH HHOM CPOK;

- 110 0OpalleHusIM rpaxaas — 30 IHeH co JHT PerucTpaLyH.

6.7 IIpHOCTaHOBUTE HUCIIONHEHHNE KOHTPOIBHOTO JOKYMEHTa (mopyueHwust), a Tak-
K€ OTMEHMTE €ro MOXET PYKOBOAMTEIb, [IOAMUCABIIME JOKYMEHT WM NaBLIMH TIOpPY-
YeHHe (yKazaHue).

6.8 B 1ensx cBoeBpeMEHHOr0 HCTIONHEHHS TOKYMEHTOB, IIOpy4YeHNH (yKa3aHuii),
IIOCTaBJIICHHBIX HA KOHTPOJb, CIIEUUAIUCT KaHIEISIPUH, OTBETCTBEHHBIH 3a BeIcHME
KOHTPOJIS MCTIONHEHUS NOKYMEHTOB, IPOBEPSAET CBOEBPEMEHHOCTb JOBENEHUS IOKY-
MeHTa (IIOpyYEHHUs!) 10 UCTIOMHUTEIS.

6.9 Eciu cpok mcronHeHus TOKyMeHTa (OpyYeH s ) IPEBBILAET OHH MECAIL, B
LENIX 00eCIeYeH s CBOCBPEMEHHOIO UCTIONHEHHS TOKYMEHTA (mmopy4eHwsl) MPOBOINT-
Cs IPEIBAPUTENBHBIN KOHTPOIIb ¥ HAIIOMHHAHHUS MCIIONHUTENSM O TIPUGIIKEHHH CPO-
KOB HCIIOJTHEHUS JOKYMEHTOB ([Opy4YeHuit).

6.10 IIpenBapuTeNbHEIH KOHTPOMb OCYIIECTBISETCS B CIEAYFOLIEM [OPSIKE:

- IOKYMEHTOB (IIOPYY€eHHiT) ITOCTeTYIOIIHX JIET — He PeKe OJJHOTO Pasa B IO,

- MOKYMEHTOB (IIOpy4eHHH) OCTENYIONINX MECALEB TEKYIIEro rofa — He pexe
OJIHOTO pa3a B MeCHII;

- JIOKyMEHTOB (IOpY4eHHM#) TEKYIIEro MecsIa — 3a 5 JHel 10 MCTECUSHHUS Ccpoka
UCIIOJTHEHHUS.

6.11 HaromuHaH¥e HCIONHUTENAM O MPUOITIKEHUH CPOKOB HCIIOJTHEHUS HOKY-

MEHTOB (IIOPYYEHHH) MOXET OCYILECTBIATHECS B ABTOMATHYCCKOM pexume Tocpe-
ctBom COJI.
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HanomuHanus ucrnonsuTensm, a Takke HHOOPMALHS 00 HCTIOTHEHHH IOKYyMEH-
TOB (TIOpYHYeHHH), IONyYeHHas OT HCIIOTHNTENEH, dukcupyrores 8 SPK CO/I.

6.12 Ilpy HEOOXOOMMOCTH W3MEHEHHS CPOKa WCHOTHEHHS JOKyMeHTa (Topyde-
HUSI) OTBETCTBEHHBIN HCIIONHHUTEND O6S3aH IIPEICTABUTD HA MM PYKOBOOUTENS, NaB-
LIeTO MOpYYeHHe, 000CHOBaHue (CIyXEOHYIO 3aMucKy) O IPOUIEHHH CpOKa C yKa3aHH-
€M IIPUYUH IIPOAJICHUS U NaThl UCIIOTHEHUS.

OGocHoBaHWe MPOIIEHUs CPOKA HCIIONHEHHS IOKyMeHTa (IOpPYYeHHUs) JOJKHO
OBITH HAaIPaBJIEHO COOTBETCTBYIOMEMY PYKOBOIUTENIO He MO3HEE, YEM 110 UCTEUEHHUHN
ABYX TPETBUX CPOKA UCIIOHEHHS JOKYMEHTa ([IOpydYeHHs).

O6 n3MeHeHMM CpOKa HCIONHEHHUS JOKYMEHTA (OpyYeH¥s) OTBETCTBEHHBIH HC-
TIONTHUTEN HHPOPMHUPYET KaHLEAPUS YHUBEPCUTETA.

6.13 JlokyMeHT (lopydeHue) cauTaercs VICTIOJTHEHHBIM, €CJIH MIPUHSATHI PeIlIeHHUs
[0 TOCTaBJICHHEIM BOTIPOCAM, MOATOTOBIEHE! COOTBETCTBYIOLINE HOKYMEHTHI, HAIPAB-
JIEHA CTIPaBKa 00 WCIIOJHEHHH B COOTBETCTBYIONINE OPraHbl BIACTH (opranuzanuu) uim
JlaH OTBET IO CYLIECTBY 3aMHTEPECOBAHHBIM JIHIIAM.

Ha ucronaeHHOM OKyMeHTe MpOCTaBISIETCS OTMETKA O HaIPaBJIEHUH TOKYMEH-
Ta B JIeJI0 B COOTBETCTBUM C MHCTPYKLHEH, CBENEHHS 00 HCIOIHEHUH TOKYMeHTa (I10-
py4uenus) BHocsTcsa B OPK COJ1

6.14 JloxyMeHTHI (IOpYYEeHuUs), He CHSTHIE C KOHTPOJIS, & TAKXKe TOKYMEHTHI (T10-
PYYEHUsT), CPOK HCTIONTHEHUS KOTOPHIX He NIPOUIEH, CUMTAIOTCS HEeHCIIOTHEHHEIMH.

6.15 Kanuenspust Yuusepcurera aHAJIM3UPYET COCTOSHUE U PE3YIIbTAThI UCIIOJ-
HEHHUS JOKYMCHTOB (TIOPYYEHHH) 1 COCTOSIHHE UCTIONHUTENBCKON TMCIIATIINHEL:

- B TIOPAZKE NPEIBAPUTENBHOTO KOHTPOJIS HANPABIAET B CTPYKTYDPHEIE MOIpa3-
ACTICHUA HAIIOMUHAHUA O NOKYMEHTaX, CPOKH HCIIOJHEHHs] KOTOPHIX MCTEKAIOT (3a 3-5
JIHEH 10 OKOHYaHHs CPOKA MCIIOTHEHUS JOKYMEHTA);

- pa3 B MECHIL U M0 OKOHYAHHUU T'0JIa PEKTOPY YHUBEPCHUTETA HANIPABIIIOT OTUETHI
O KOJIMIECTBE NOKYMEHTOB, HCIIOIHEHHBIX B CPOK, HCIIONHEHHBIX C MPOIJIEHHEM CPOKa
HCIOJHEHNA, He MCIIOHEHHBIX, HAXOMIIUIMXCSA HA MCIIOMHEHWH [0 OPraHU3aIiy B Iie-
JIOM, TIO CTPYKTYPHBIM MOJAPa3AeNICHUAM H, IIPU HEOOXOIUMOCTH, — IO OTAEIBHBIM HC-
IIOJIHUTEJISIM.

7 Opranu3zanusi paGoTbl HCOJHUTES ¢ JOKYMEHTaMH

7.1 VlcrionHuTeN s MOMy4YaeT JOKYMEHTHl Ha WCTIONHEHHE B JIGHb WX paccMoTpe-
HUS WA Ha CNIEYIOMUH pabouuii IeHb B COOTBETCTBHH C PE3OITEOLIHAMU peKTopa yHH-
BEPCUTETA M PYKOBOIHUTENA ToApassiesieHust. CpOYHbIe TOKYMEHTHI IIEPENAOTCS HCITON-
HUTEJIO HE3aMeIUTENILHO.

7.2 JIOKyMEHTBI, MMOCTYIAOIIUE B CTPYKTYPHOE IOJpa3feIeHue C PE30IIOLUAMU
PYKOBOICTBA, IEpeNaroTCs PYKOBOIUTENO IOApasfeneHus. ECIH HOKYMEHT, mocTy-
NMBIINH Ha UCIIOJIHEHHUE B MMOApa3eieHNe, He HMeeT OTHOIICHHS K KOMIETEHIMH MIO-
PasNCJICHUsA, PyKOBOMUTEND MOAPA3ACICHNS B TOT e JEeHb WMIK Ha CIIeIyIOIIHi pabo-
YU{ IeHBb BO3BPAIIAET €ro B KaHLEAPHIO YHuBepCHUTETa IS PElleHys BOIpoca O Ie-
PCHAIIPaBJICHHM €ro Ha WCIIONHEHHE B IPYroe MopapasfelieHue (IpyroMy HCIIOJIHHTe-
JI1O).

7.3 HcrionHeHNE TOKyMeHTa IIpeayCMaTPUBAET:

- ¢0op ¥ aHaNM3 HEOOXOMUMOK HHGOPMALIHK;
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- IOATOTOBKY MPOEKTa JOKYMEHTa U ero 0(popMIIEHNE;

- COTIacoBaHMe MPOEKTa JOKYMEHTa C 3aMHTEPECOBAHHBIMH JIMIIAMU,

- I0pabOTKy MPOEKTa JOKYMEHTA [10 3aMEYaHUAM, MOTyIeHHBIM B XOJIE COTNAco-
BaHUA U, IPU HEOOXOAUMOCTH, — [IOBTOPHOE COTTIACOBAHHUE);

- TIONTOTOBKY CIHCKa (yKa3aTens) PacChLIKM NOKyMEHTa, eCld JOKyMEHT ajpe-
COBaH IPyNIe OPraHU3allUi;

- IPSNICTABJIEHAE IPOEKTA TOKYMEHTA Ha MIOAMHUCH (YTBEPKAEHHE) PEKTODPY;

- TIOATOTOBKY JIOKYMEHTA K OTIIPaBKe U Nepeady KOMUK JOKYMEHTA B AEJO.

7.4 Ilpu HampaBlIeHUH JOKYMEHTA HECKOJBKUM HCIIOIHUTEIIM OTBETCTBEHHDIM
3a MOATOTOBKY TPOEKTAa NOKYMEHTA SIBISETCS MCIOMHUTEINb, YKA3aHHBIN B PE30IIOLHH
TIEPBBIM UM 0003HAYEHHEIH B PE30JIFOLMHM KaK OTBETCTBEHHBIM HCIIOTHHUTENb.

7.5 OTBETCTBEHHBIH HCIONHUTENb MMEET MPaBO JaBaTh MMOPYUEHUS! OCTATBHBIM
MCTIOHATENIAM, TIPOBOAUTE pabouyme COBEIIaHMs IJIsi BBIPAOOTKH COBMECTHOTO pelle-
HuA. Bee ncmonHuTeny B paBHON CTEIIGHH OTBETCTBEHHHI 32 CBOEBPEMEHHOE M Kade-
CTBCHHOE€ WCIIOJIHCHUE MOPYYCHHUS U IIPECTaBICHHE OTBETCTBEHHOMY HCIIOMHUTEIO B
YCTaHOBIICHHBIE MM CPOKH HEOOXOAMMBIX MaTepHaloB (IPOEKTOB MOKYMEHTOB, CIIpa-
BOK). MiconHuTeM He MMEOT MpaBa MPeCTaBIsTh MPOEKTHl TOKYMEHTOB PYKOBOIH-
TEJII0, TaBIIEMY ITOPYYEHHE, MUHYS OTBETCTBEHHOIO UCTIOTHUTEIS.

7.6 B ciydae OTCYTCTBHSA HCIONHUTeNs (KOMAHIMPOBKA, OTITYCK, GOJE3Hb) H0-
KYMCHT I10 YKa3aHHUIO PYKOBOIMTENS TIOAPA3IeTICHHUS ITepeaacTcsl APYroMy MCIIOTHUTE-
JIFO C 00sA3aTeNBHEIM COOOLIEHHEM ero (haMUITMHU IS BHECEHHUs uaMeHeHu B DPK mo-
kymeHTa B CO/JI.

7.7 llpu yBOJIbHEHWM WM TIePeXofe Ha APYrod y4acTOK paGoTl paGOTHHK 06s-
3aH CaTh NOKYMEHTHI U Jella PyKOBOIMTENIO MOAPA3JeTIeHUs WK IO ero YKa3aHUIO
BHOBb HAa3HAYCHHOMY DabOTHUKY (B CIydae HEOOXOIMMOCTH, — IO aKTy IpHeMa-
[iepeniain, B KOTOPOM YKa3bIBAKOTCS BUIBI el (3arojOBKHY Iej) U UX KOIUYECTBO U KO-
TOPBIH MONNKCHIBACTCS PaOOTHUKOM, TIePeaBIIiM NOKYMEHTHI, H PaGOTHHKOM, IpH-
HSBILKM JTOKYMEHTHI).

7.8 Pe3ynbTaTOM MCIIONHEHHMS TOKYMEHTA SIBIISETCS IIPOEKT HOKYMEHTA, MOJro-
TOBJIEHHBIHM UCITOJTHUTENIEM.

IIpoexT nokymeHTa co BceMH HEOOXOMMMBIMY TIPUIIOKEHHSIMH, HATIEYATAHHBINA 1
OOPMIIEHHBIH B COOTBETCTBHH C MPABUIAMH, MCIOIHHTEND COTNIACOBBIBAET C 3aHHTE-
PECOBAHHBIMHU MOAPA3NCNCHUSIMH U JIMLAMH U, TP HEOOXOIMMOCTH, ¢ IPYTUMHU Opra-
HU3AHAMHU.

JIoKyMeHTEI, MpenHa3HauYeHHbIE JUIs OTIPABKH, 0QOPMISIOTCS Ha Glianke YHHU-
BepcuTera. JlIs OTIPaBKM JOKYMEHTOB, HE MMEIOIIMX aApECHON YacTH, COCTABISETCS
COIIPOBOIUTENBHOE ITHCEMO.

Ha nokymeHT, pacceliaeMslit Gosee 4eM B YeThIpe ajpeca, UCIIOIHUTEND TOTOBUT
CIIMCOK DACCBUIKHM, ONpPENENAeT KOIMYECTBO JK3EMIUIAPOB TOKYMEHTA U TOCIE PErd-
CTpalii 00eCIIeYnBACT U3TOTOBIIEHHE HEOOXOMUMOrO KOTMIECTBA KOIHIL.

7.9 Hcnonuutens (OTBETCTBEHHBIN MWCIIONHUTENB) OPraHU3yeT COTIACOBAHHUE
(BU3HpOBaHHE) MPOEKTa JOKYMEHTA CO BCEMM 3aHHTEPECOBAHHBIMH JIMIAMY U IIPOBO-
IUT NOpabOTKy MPOeKTa M0 3aMedaHusM, [Ipy HaTHYHH GOJBIIOro KOJIHYECTRa 3aMeya-
HWH 10 IIPEJICTABICHAS OPabOTaHHOIO TPOEKTa JOKYyMEHTA Ha TOIIHCH PYKOBOIHTE-
JIFO UCIIOJTHUTEITh TOTOBUT CBOJKY 3aMeYaHuM (IIpeI0XKeHHH), B KOTOPOM yKa3bIBaeTCs:
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CONEPXKaHNE 3aMeYaHus (MPeNTOXKEeHNS), TODKHOCTE, GaMUIHS JIUIA, TaBIIErO 3aMe-
HaHHe, NPUHSATO UK OTKJIOHEHO 3aMevaHue (ecu 3aMedaHHe OTKIOHEHO, — MPHYUHY
OTKJIOHEHHUS).

7.10 Iocne nOpabOTKM ¥ IOBTOPHOTO BU3UPOBAHHSA (COITIACOBAHMS) IPOEKT J(O-
KYMEHTa NEPENacTCs Ha NoAnucanue (yreepxueHue). J[o mpencTaBleHus Ha MOIUCH
MCTIOTIHUTENb  TPOBEPSAET IIPABUIBHOCTE OQOPMIECHHS IOKYMEHTa, NPAaBHILHOCTb
ohopMIIeHHs anpecaTa, HalHUMe HEOOXOMMMEIX BH3, IPUIOKEHH, IIpU HeoOXoaNMOo-
CTH — CIPaBOK, TOSCHUTENBHBIX 3alIMCOK, PA3bACHIIOINX COAEP)KAaHUe MTOATOTOBJICH-
HBIX JOKYMEHTOB, JTMCTa (YKa3aTelis) pacChIKH.

7.11 TloanucaHHBIH TOKYMEHT HCIIONHUTENb B COOTBETCTBHH C IIOPSIKOM, yCTa-
HOBJICHHBIM WHIUBUYalbHOM MHCTPYKLMEHN II0 JeTONPOU3BOACTBY, IEpenaeT AN pe-
TUCTPaIliK U OTIIPABKY W/WJIH BKITFOYEHHUS B 1€J10.

B coOTBeTCTBHY ¢ HOMEHKIATYPOH €M HCTIOMHUTENh ONPEIeIISeT HHAEKC NeNa, B
KOTOPOE€ IOJIKEH OBITh BKIIOYEH JOKYMEHT.

7.12 B x0zie uCTIONHEHHS TOKYMEHTA HCIIONHUTENh UMeeT TIPaBo IPeIaraTh u3-
MCHEHHE CPOKa MCIOJHEHHUs, €CIH OTCYTCTBYIOT peaybHBIE YCIOBUS HCIIOMHEHHUS HO-
KyMeHTa (TIOpy4eHHs), eaTh IOMETKH Ha TOKyMEHTE O BPEMEHH €ro MOCTYIUICHHS, O
AaTax MpOMEXYTOYHOTO KOHTPOJIs, TENE(POHHBIX U MHCBMEHHBIX 3aIIpocax, O JaTe u
pe3ysIbTaTe OKOHYATENFHOTO UCIIOTHEHHS.

7.13 HcrionHutens He MMeET IpaBa pasrialiaTh COAEp)KaHHe MOCTYIIHBLIMX K
HEMY MOKYMEHTOB U IOATOTOBJIEHHEIX NPOEKTOB CITY>KEOHBIX JOKYMEHTOB, C HUMH MO-
TyT OBITH O3HAKOMIIEHBI TOJIBKO JIWI(A, MMEIOIINE OTHOIIEHHE K UX MCTIOMHEHHUIO.

8 @opmupoBaHHe TOKYMEHTANLHOr0 (JOHAA OPraHU3aHH

8.1 OnepaTuBHOE XpaHeHHe JOKYMEHTOB [0 TIepeladdl HX Ha XpaHEHWe B apXuB
WM yHUHTOXEHUE OCYIIECTBISCTCS B CTPYKTYPHBIX MOAPA3EICHUSIX YHHBEPCUTETA.

8.2 B meinsix XpaHeHus, IOUCKA U HCIIONb30BaHMs TOKYMEHTEI Ha GYMaKHOM HO-
CUTEINE ¥ IEKTPOHHEIC TOKYMEHTHI (POPMUPYIOTCS B IENIa B COOTBETCTBUY C HOMEHKJIA-
Typo# nei.

Homenknatypa nen 3akpemsier knaccudukanuio (rpyIIupoBKy) HCIIOTHEHHBIX
JIOKYMEHTOBB Jief1a (JIEKTPOHHBIE JeN1a), CHCTeMATH3alMI0 ¥ HHAEKCALMIO [ell, CPOKH
UX XPaHEHHUS U SBISIETCS OCHOBHBIM YYETHBIM JOKYMEHTOM.

HomeHknaTypa ner SIBIsSeTCs OCHOBOM TS COCTABICHHUS OMUCEH 1€ TTOCTOSHHO-
ro, BpeMEHHBIX (CBbILIEe 10 JIeT) CPOKOB XpaHEHHS U 110 JTUYHOMY COCTaBY, aKTOB O BbI-
ACTICHUHN K YHUYTOXKEHHUIO JTOKYMEHTOB C UCTEKIIUMH CPOKAMHU XpaHEHUs, a TaKKe IS
y4eTa JeN BpeMEeHHBIX (10 10 eT BKIFOYUTENBHO) CPOKOB XPaHEHHS.

8.3 HomeHK1aTypa JIeNl COCTaB/IsIeTCS HA OCHOBE M3YYEHHMs COCTaBa ¥ COLEPIKa-
HUS IOKYMEHTOB, 00pa3yroImuXcsl B A€ATeNbHOCTH OPraHU3aluy, BKIFOYas TOKYMEHTHI,
NIOCTYTIAFOIIME U3 IPYTUX OPTaHU3aLHH.

8.4 Ilpu cocTaBIeHMH HOMEHKJIATYpPBI Jel PYKOBOICTBYIOTCS yCTaBOM YHUBEp-
CHTETa, MOJIOKCHUSMHU O CTPYKTYPHBIX MMOJPaA3AEIeHUSAX, ITATHBIM PACIIICaHUeM, IIa-
HaMH ¥ OTYETaMH O paboTe YHWBEpPCHTETa, HOMEHKIATYPOM Nel 3a MPOLIeIIIHii TO],
JIOKAIIbHRIMI HOPMATHUBHBIMH aKTaMH, COAEPKAIIUME CBEICHHS O JOKYMEHTax, obpa-

+ 3YIOMHKXCA B NCATEIBHOCTH, THIIOBBIMU U NIPUMEPHBIMH HOMEHKJIATYypaMu el (TIpU UX
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HAJIMYNH), BEIOMCTBEHHBIMU ¥ THITIOBEIMH II€PEYHAMHU JOKYMEHTOB C yKa3aHHUEM Cpo-
KOB UX XpaHEHHUSI.

8.5 B HOMeHKIaTypy men BKIIFOYAIOTCS BCE JTOKYMEHTBI, OTPAKAIOIIHE e Telb-
HOCTb CTPYKTYPHBIX IONPA3JCICHUM YHUBEPCUTETA U ITOCTOSHHO MIJIH BPEMEHHO Jeii-
CTBYIOILMX OPraHOB (KOMHCCUH, COBETOB, KOMHUTETOB), B TOM YHCIE JOKYMEHTHI OTpa-
HUYEHHOTO IOCTYyIa, PETUCTPAlMOHHbIE U YUETHBIE XKYPHATIBI ¥ KapTOTEKU, B HEOOXO-
AUMBIX CITy4dasiX — KOIMHU TOKYMEHTOB. JIOKyMEHTEI, CO3JaHHBIE B 3JIEKTPOHHOM hopMme,
BKJFOHAIOTCS B HOMEHKIIATYpY JeJl IO TEM K€ IPaBUilaM, YTO U JOKYMEHThI Ha OyMak-
HOM HOCHTEJeE.

He BKIIOYaroTCS B HOMEHKIATYDY A€l NepUOAMYECcKHe H3NaHuUs, KHUTH, GPOLLIO-
DBI.

8.6 Homenknatypa nen (cBoJHas) COCTABIIAETCS KaHUeNsIprell YHUBEpCHTETa Ha
OCHOBaHMH HOMEHKJIATYp NNl CTPYKTYPHBIX MOApasfeleHui mo (Gpopme, yCTAHOBIIECH-
HOM IlpaBuiiamu XpaHEHHs, KOMILICKTOBAHWS, y4eTa W MCIOTB30BAHMS JOKYMEHTOB
ApxusHoro pouna Poccuiickoit enepaluu ¥ Ipyrux apXUBHEIX JOKYMEHTOB B opra-
HaX rocy1apCTBEHHOH BIIACTH, OPTaHaX MECTHOTO CaMOYIIPaBJIEH s, OPraHU3aIIHIX.

CBozHast HOMEHKNIATypa 1y COCTAaBIISETCS B MOCIEIHEM KBApTajle TEKYILEro ro-
Jla Ha TIPEACTOAIIMI KaJIEHIapHBIH TO/I.

8.7 Homenknatypa nen YHUBEpCUTETa TOAMHCHIBAETCS HAYATbHUKOM KaHIIEs-
puH, 3aBEYIOLICH apXUBOM, COTTIACOBBIBAETCS C OKCIIEPTHON KOMUCCHEH YHHBEPCUTETA
¥, ONIMH pa3 B 5 JIET MPECTABIIAETCS Ha COrTIaCOBaHKE B APXUBHOE yIIpaBieHue Ps3aH-
CKOH oOnacTw.

Homenknatypa men, cormacoBanHass OITK ApXHMBHOrO yIpaBIEHHS B COOTBET-
CTBUH C MPEIOCTABIICHHBIMYU €My MOJTHOMOYHUAMH, YTBEPXKIACTCS PEKTOPOM M BBOIUTCS
B ICUCTBUE C 1-TO SHBAPS NMPECTOSLIETO KAEHIapPHOTO ToJa.

8.8 CornacoBannas ¢ cootBetcTByIomeit DITK ApXHBHOTO YIPaBIEHHS B COOT-
BCTCTBUU C IPENOCTABICHHBIMY €My ITOJIHOMOYHSIMU HOMEHKJIATypa Il B KOHIIE Kax-
AOr0 roja yTOYHSACTCSH, NEpenedaThIBAeTCs, YTBEPXKAASTCS PEKTOPOM M BBOIUTCS B
AeHCTBHE C 1 AHBaps NPENCTOSIIEr0 KaJeHIapHOro roja.

8.9 IlepBbIii 9K3EMIUIAP YTBEPKACHHOM HOMEHKIATYpPHI JeN ABISETCS HOKYMeH-
TOM IOCTOSHHOTO XPaHEHMs U BKITFOYAETCS B HOMEHKIIATYPY A€l B pas/ell KaHIEeIIpHy
BTOPOH — HCIIOJB3YeTCs KaHLeIIpHel B KadecTBe pabodero 3K3eMIIIApa, TPETHi — Ie-
pelacTcs B apXUB YHUBEPCUTETA B KAYE€CTBE YYETHOTO JOKYMEHTA, 3JIEKTPOHHAS KO
HOMCHKIIATYpPBI N€J1 YHUBEPCUTETA, YTBEPKIAECHHAsS PEKTOPOM IIEpEelaeTCsi B rocyaap-
CTBEHHBIH apXUB, HCTOYHUKOM KOMIIIEKTOBAHUS KOTOPOTO ABJISAETCS YHUBEPCUTET.

B noznpasnenenns HOMEHKIIATypa [eNl pacchuiaeTcsl KaHIeNspueil B BUIe KO
COOTBETCTBYIOIIHX Pa3/IeNiOB Ha OYyMaXHOM HOCHTEIIE UITH B JIEKTPOHHOMN dopMe.

8.10 HomenknaTypa OeT CTpPOMTCS IO CTPYKTYpHOU (Ha3BaHWSMH pa3leiioB
(mompasaenoB) HOMEHKIIATYPEI €N ABISIOTCS HA3BAHMS CTPYKTYPHBIX IOApa3ieieHUH,
PAacCIIOJIOXKCHHBIE B COOTBETCTBHU C YTBEPXKIEHHOM CTPYKTYpOH YHHMBEPCHTETA), WK
(QYHKUMOHATEHOM cxeMaM (Ha3BaHUSAMH Da3feioB HOMEHKJIATYPBl JEN SIBIISIOTCS
HaIlpaBJICHUS NESTENLHOCTA OPTaHUu3alkH).

8.11 HomenknaTypa Jen CTpyKTypHOTO MOPa3IeeHus COCTABIIAETCS B KAXKIOM
MONPa3AeNICHUH OpraHM3alMi pabOTHUKOM, OTBETCTBEHHBIM 3a JEJIONPOM3BOICTBO
II0Ipa3ACIeHUSI.
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HoMeHknatypa nen CTpYKTYpHOTO MONpasieleHHsi COCTAaBISETCS IO dopwme,
ycraHoBneHHo# [IpaBunamu xpaneHus.

BHOBB co3manHOe MM peopraHu3oBaHHOE MONpAa3NENeHNe TODKHO B MECSUHbI
CPOK pa3paboTaTh HOMEHKJIATYPY A€l U IIPELCTABHUTS €€ B KaHIIEISPHIO.

8.12 Bce 3aronoBku ziel, BKIIFOUEHHEIE B HOMEHKJIATYpY JeNl CTPYKTYPHOTO IMOJI-
PasieICHus, HHICKCUPYIoTCs. MHneke nena ykassiBaetcs B rpade 1 HOMEHKJIATYPBI eI
1 COCTOUT M3 MHICKCA CTPYKTYPHOTO MOJpasaeNeHus (Koja HoApasieIeHus B COOTBET-
CTBUM C yTBEPXKICHHOW CTPYKTYpON OpraHM3allvié Win KIIaCCU(BHUKATOPOM CTPYKTYD-
HBIX TIOZpa3/IeNIeHtii) i MOPSAIKOBOTO HOMEpA Mefla B pasjielie HOMEHKJIATypsI nei. VH-
JIEKCBI TIeJT 0003HAYAI0TCS apabCKUMU MIbpaMH. Hampuwmep: 01-05, rxe:

01 - Kon cTpyKTypHOTO MOApasIeeHus;

05 - mopsnKoBEIit HOMep mena B pasnerne HOMEHKJIATypBl Jell.

Jena mo Bompocam, HepaspelleHHBIM B TeYeHHe OXHOTO rojia, sIBISIOTCS «Iepe-
XOIMIUMEIY» U BHOCATCS B HOMEHKJIATYDPy el CIEAYIOIIErO rofia C TEM XK€ MHICKCOM.
PexoMmeHIyeTcs cOXpaHsITh B HOMEHKIATYPE HeN OMHHAKOBBIE WHIEKCEI IV OMHOPO-
HBIX JIeJI, BKIFOYEHHBIX B Pa3HbIe Pa3felibl.

Ecnu B TedeHue roma B mHeATENBHOCTH YHuBepcUTeTa 00pasyroTcs TOKYMEHTEI,
HE ITIpENyCMOTPCHHBIE HOMEHKIIATYPON NeJ, 3arOJIOBKA HOBBIX O€J NOIOTHUTEIHHO
BKJIIOAIOTCA B HOMCHKIIATYPY Aeil. B KaxIoM pasnenie HOMEHKNATYpPBI Heil Ui BHOBb
3aBOZMMBIX €I IIPEyCMaTPUBAIOTCS PE3CPBHBIE HOMEDA.

8.13 3aromoBok nena (rpacda 2 HOMEHKIIATYpBl ZeJl) NOKEH B 0000IMIEeHHOM
(hopMe OTpakaTh OCHOBHOE CONEPIKAHUE W COCTAB JNOKyMeHTOB nena. He momyckaercs
YTIOTpeOJIeHHe B 3ar0JIOBKE JeNa HEKOHKPETHBIX (GOopMynHpOBOK («pa3Hble MaTepua-
JIbI», «OOIIIast MePEMUCKa»), a Takke BBOAHBIX CIOB M CIOXKHBIX CHHTAKCHYECKUX 060-
POTOB. 3aroJIOBKHU M€l MOTYT YTOYHATHCS B TEUEHHE rONa B npouecce GOpMHUPOBAHUS U
odopmiteHus nei.

3aroJ0BOK Jlefa TO/DKEH COCTOSTH U3 JJIEMEHTOB, pacroyiaraeMsIx B CIeIyromue
IIOCJIENOBATEIBHOCTH

a) HasBaHMe BHAA Iena (IepeIncka, XKypHal, IeN0) WIX BHIA IOKYMEHTOB,
BKIIFOYEHHBIX B [I€J10 (ITPOTOKOIBI, IPUKA3hI);

6) HauMeHOBaHHe YHHBEpCHTETa, CTPYKTYPHOIO NOApa3NeiIeHHs, ITOCTOSHHO
JICACTBYIOIIEr0 WM BPEMEHHOIO OpraHa, IOKHOCTHOTO JIHIA, CO3NABILHX JOKY-
MeHT(B);

B) HAMMEHOBaHME KOPPECTIOHEHTa (OpraHHu3aI1HY, JH1a, KOTOPOMY aIpecOBaHbI
WK OT KOTOPOTO IIOy4eHbl JOKYMEHTHI);

I) KpaTKoe COOEpKaHUe NOKYMEHTOB Jea;

I) Ha3sBaHME MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBSI3aHO COAEp)KaHUE IOKY-
MEHTOB JIeJa;

€) nara (Mepuox), K KOTOPEIM OTHOCSTCS JOKYMEHTEHI JeNna;

K) yKasaHHe Ha KOIHHHOCTh JOKYMEHTOB [eNa.

8.14 TTopsAmoK pacrookeHHs 3aroj0BKOB Iejl BHYTPH pPa3sfeloB HOMEHKJIATYPEI
ACJT ONIPEACTIACTCS CTENICHBIO BaXXHOCTH JOKYMEHTOB, BKIIOUSHHBIX B IelIA.

B Haware pasyiena pacmonararorcs 3aronoBku e, COIEPKAIINX YIPETUTENLHEIE,
OpTaHM3alMOHHO-TIPABOBBIE U PACIIOPSAUTENBHBIE TOKYMEHTEI, 3aTeM 3aroJIOBKH Jel,
CONCPalllMX IITAHOBBIE, OTYETHBIC, HHPOPMAIOHHO-aHATUTHYECKHE JOKYMEHTHI, J10-
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KYMEHTBI, OTPaXAIOIIKeE JeATeIbHOCTE MOAPasAeNeH s, IIePeIncKy, B KOHIE pa3gena —
PETUCTPAllMOHHBIE U YYETHBIE XYPHAIBI, KAPTOTEKHU, 6a3bl JAHHBIX.

3aroJloBKN €M, COCTAaBICHHBIX 110 KOPPECTIOHAEHTCKOMY M reorpadguyeckomy
[IPU3HAKaM, BHOCATCS B HOMEHKJIATYpPY Jell 10 al(paBUTy KOPPECIIOHAEHTOB MU Teo-
rpa@uYecKux Ha3BaAHWH,

B 3aronoBkax zier, copepxarux J0KyMeHTHI 0 OJHOMY BOIIPOCY, HO HE CBS3aH-
HBIX MOCJICIOBATENIBHOCTLIO PEIICHHS BOIIPOCA, B KaUeCTBE BHAA Jea YIOTpeOIseTcs
TEPMHUH «IOKYMEHTEI», a B KOHIIE 3ar0jI0BKa B CKOOKAaX YKa3hIBAIOTCS HA3BaHUS BUIOB
JIOKYMEHTOB, HauboJee MpeICTABIEHHBIX B Jele:

«JIOKyMEHTBI O TIPOBEJICHHH COBEIIAHNN U CEMHHAPOB (IIPOIrPaMMBI, CITHCKH, J[0-
KJTJIBI)».

TepMuH «IOKyMEHTBI» TPHMEHSETCS] TAK)KE B 3ar0OBKaX Jell, CONEPKAIMX I0-
KYMCHTBI-TIPUJIOKEHHS K KaKOMy-Tu00 NOKyMEHTY (BHABI IOKYMEHTOB- MPHIOKEHMH
HE IIEPEUUCTIIIOTCS):

«JIOKYMEHTBI K TPOTOKONIaM 3aceanuil HayqHo-TeXHUUECKOTo COBETaN;

«ITpOTOKOJIBI MPOU3BONCTBEHHBIX COBEIIAHMN MPH TeHEPaTbHOM IUpPEKTOpe |
JOKYMEHTBI K HUM.

B 3arosoBkax men, mpenHasHaueHHBIX 7S IPYNIUPOBKH OJHOTHITHBIX JOKYMEH-
TOB, 3Ta IPYIIIa TOKYMEHTOB YKa3bIBaeTCs BO MHOXKXECTBEHHOM uuciie: «I[IpoTokons! 3a-
CEeIaHUN AUPEKIINI.

B 3aronoBkax ner, conepKalluX MEPENuCcKy, yKasbIBAeTCs, ¢ KEM M IO KAKOMY
BOIIPOCY OHa BEJETC:

«Ilepemrcka ¢ 00pa3OBaTENBHBIME YUPEKIEHUSIME O TOBBIIEHUN KBATH(HKA-
MU pabOTHUKOBY.

B 3aromoBkax memn, conepaliix MepenucKy ¢ OJHOPOJHEIMH KOPPECIIOHIEHTA-
MU, NTOCJIeTHHE HE Ha3bIBAIOTCS, a YKa3bIBAETCS UX BUIOBOE Ha3BAHUE!

«Ilepermcka ¢ denepanbHBIMU OpraHaMy HCIIONHUTEILHOW BIACTH O 3aKTIOYe-
HHU U MCTIOJIHEHUHU FOCYAaPCTBEHHBIX KOHTPAKTOBY.

B 3aronoskax e, comepialiix NEePenrcKy ¢ pasHOPOIHBIMU KOPPECIIOHIEHTA-
MH, IIOCJIETHUE HE ITCPEUUCIISIOTC:

«ITepemnrcka 0 3aKTFOYEHNHN ¥ UCIIOJIHEHUH FOCYIAPCTBEHHEIX KOHTPAKTOBY.

B 3aromoBke mena yka3biBaeTCs KOHKDETHBIH KOPPECIIOHIEHT, €CIIH IIepeIrcKa
BEJIETCSI TOJIBKO C HUM:

«Ilepermcka ¢ OOO «I"0pcBs3bY O MPENOCTABNEHUH YCITYT CBI3MY.

IIpy 06o3HaYeHNH B 3aT0OJOBKAaX 1ej aIMHHUCTPATHBHO-TEPPHTOPHATBHEIX €M~
HHIL yYUTBIBAETCS CJIeIYIOILEE:

©CII CONEPXKAHME Jella KacaeTcs HECKOJIBKUX ONHOPOIHBIX aIMHUHUCTPATHUBHO-
TEPPUTOPHANIBHEIX €MHUILI, B 3aT0JIOBKE JIeNla He YKA3BIBAIOTCS MX KOHKPETHBIE Ha3Ba-
HUS, a yKa3bIBAaeTCs UX O0IIlee BUIOBOE HA3BaHUE:

«ITepenucka ¢ MECTHBIMU OPraHU3ALIUSIMH ».

CCII COZEpXKaHue JeNa KacaeTcs OMHOW aJIMHHHCTPAaTHBHO-TEPPUTOPUATHHON
CIMHMIB! (HACENEHHOTO IYHKTA), ee (ero) Ha3BaHME YKA3bIBAETCS B 3arojiOBKe Jefa:
«ITepemnricka ¢ pumuanom B Tynbckoit 061aCTH O IIAHUPOBAHUY U OTYETHOCTI.

B 3aromoskax sien, comepxalux IIaHOBYEO WX OTYETHYIO JOKYMEHTALHMIO, yKa-
3BIBAETCS MEPHOJ (MeCsL, KBapTal, roj) Ha (3a) KOTOPBIH COCTABNEHS! IAHHI (OTYeTHI):
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«OT4eTBl CTPYKTYPHBIX Toapazaetennii 3a 2018 romy;

«CTaTUCTHYECKHI OTYET O YHCIICHHOCTH, COCTAaBE W JBMXEHMH Kampos 3a 2018
rox (b. Ne 27-rom)».

Ilpn popmupoBanuH Jea U3 HECKOJIBKUX TOMOB (4acTel), KpoMe OOIIero 3aro-
JIOBKa Jiefla TpHU HEeOOXOOMMOCTH COCTAaBISIOTCS 3arOJIOBKM KaXIOro Toma (4YacTH),
YTOYHSIOIIKE COAEPKaHUE TOMOB (JacTeit) nena.

3aroJloBKy 1€ MOTYT YTOYHSTHCS B Ipouecce GOPMUPOBAHUSA B OGhOPMICHHS
ned.

8.15 I'pada 3 «KommaecTBO mem» 3alONHSETCs IO OKOHYAHUH KaJleHIapHOTO Io-
na. Ilo mocTrkeHuy nenoM, BKITIOYAIOLIUM JOKYMEHTHI BpeMeHHBIX (cBbime 10 eT) u
TIOCTOSIHHOTO CPOKOB XpaHeHus, 00beMa B 250 JIMCTOB, TOM 3aKPhIBAETCSA ¥ OTKPHIBAET-
Cs HOBBIM TOM. B rpade 3 HOMEHKIATYpHI A€M MOCIEN0BATENBHO YKa3bIBAIOTCS HOMEPa
TOMOB ¥ KpalHHEe NaThl JOKYMEHTOB Ka)KJOr0 TOMA:

T.1.11.01.2018-

30.06.2018

OJIeKTpOHHBIE Jela Ha ToMa (YacTH) He paslelsoTcs. Bce MeKTpOHHEIE JOKY-
MEHTBI, HE3aBUCHMO OT UX 00beMa, BKIFOYAIOTCS B OJJHO 3JIEKTPOHHOE JIEIO.

8.16 B rpade 4 «Cpox xpaHeHHs u Ne CTaThH 110 MEPEYHIOY» YKA3BIBAKOTCS CPOKH
XpaHeHus [eNl U HOMepa CTaTed 10 TMIIOBOMY HJIM BEIOMCTBEHHOMY IEPEYHIO HOKY-
MEHTOB C YKa3aHHUEM CPOKOB XPaHEHHs, (elepalbHOMY 3aKOHY M HHOMY HOPMATHB-
HOMY IIpaBOBOMY aKTy.

8.17 B rpade 5 «IIpumMeuanuey» npocTaBisioTCs OTMETKH O 3aBeleHnH el («3a-
BEJICHO»), O TEPEXOAAIuX fenax (Hampumep, «[lepexonsmee ¢ 2017 roma»), o BbIIe-
JIEHUU JIeNl K YHUYTOXEHUIO, O JIMLAX, OTBETCTBEHHBIX 3a (OPMUPOBAHUE JIEN, O Tepe-
Jade e B APYTYIO0 OPraHU3alyio A MPOIOJDKEHNS.

Ecnu peno ¢opmupyercs B MHQOPMALMOHHOM CHCTEME M BKIIOYAET 3JEKTPOH-
HBIE JOKYMEHTHI, B rpade «lIpumeuanne» oTMevaeTcs, 4TO JEI0 BEIETCS B DIEKTPOH-
HOM BHJ€ C yKa3aHHEM HaUMEHOBaHUs HHQOPMAITHOHHOM CUCTEMEL:

«Onexrponnsle nokyMeHThl. COJI «Kanuensapusy, Bl «Ciyxe6Hble 3aITUCKI.

8.18 Ilo 3aBepiueHMH AETOMPOU3BOCTBEHHOTO TOMIa B KOHIIE HOMEHKIATYPHI e
B K2XIIOM CTPYKTYPHOM TOJApPAa3NeNeH!H O0pOPMISETCS WTOrOBas 3aliCh, B KOTOPYIO
BHOCSITCSI CBEJICHUS O KOJIMYECTBE 3aBEACHHBIX N7 (TOMOB, YacTeil), OTAENBLHO I0CTO-
SHHOTO ¥ BPEMEHHBIX CPOKOB XPaHEHHs, BPEMEHHBIX CPOKOB XPaHEHHS C OTMETKOM
«3OIIK» u nepexonsmux. Mtorosas 3amucek JOMOJHAETCS aHHBIMU O KOJMYECTBE JJIEK-
TPOHHBIX JI€]I COOTBETCTBYIOLIUX CPOKOB XPaHEHHS.

B UTOroByro 3amuch CBOTHON HOMEHKJIATYPHI J€J CBEIEHHS BHOCATCS Ha OCHO-
BaHMM JJAHHBIX, IEPEIaHHBIX U3 CTPYKTYPHBIX IIOApa3IeNeHIM OpraHu3allyiH.

Caenenust, conepialiyecst B HTOTOBOM 3alMCH HOMEHKIIATYPBI 1€ OpraHH3aInH,
NePENar0TCs B apXUB OpraHU3alliy, O YeM B HOMEHKJIAType Jel MPOCTaBISIETCS OTMETKA
C YKa3aHHeM JTOJKHOCTH U MOATIMCH JINLA, IepeaaBIlero CBEIEHM.

8.19 [lena co nHA X 3aBeneHMs [0 Mepenadyy B apXMB OPraHM3ALMH WM 10 Bbi-
ACJTICHVS MX K YHHYTOXCHHUIO II0 UCTEUYCHHWH CPOKAa XPAHEHMs XPaHATCS MO MeCTy HX
bopmupoBanus.

HCJIO CHHUTAETCA 3aBCACHHBIM C MOMEHTA BKJIFOYEHUS B HETO MEPBOTO UCIIOJIHEH-
HOTO IOKYMCHTA.
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8.20 Ilpu dopMHpOBaHWM mel Ha GYMaKHOM HOCHTENe TOJIKHBI cobmoaaTecs
ClleyrolIye o0IIre IpaBua;

- B JISJIO NOMEIIAIOTCS UCTIONTHEHHBIE TOKYMEHTEI, COOTBETCTBYIOIINE IO CBOEMY
COIEPKaHHUIO 3arOJIOBKY Jie/la [0 HOMEHKJIAType AeT;

- TIPUJIOKEHUS TIOMEIIAFOTCSI BMECTE C OCHOBHBIMHU JJOKYMEHTAMH;

- B JIGJIO BKJIFOYAKOTCS JOKYMEHTBI OHOTO KaJICHIAPHOIO Iofa, 3a HCKIIOUEHHEM
NIEPEXONSIINX JET;

- OKYMEHTBI TOCTOAHHOTO ¥ BPEMEHHBIX CPOKOB XPAaHEHHUsI IPYIIIUPYIOTCS B e~
J1a pa3fenbHo;

- B JICJIO BKIFOYAETCA 110 OXHOMY 9K3EMILIAPY KaXKIOT0 JOKYMEHTa,;

- (haKcorpaMMel, TeJNerpaMMBbl, TeIe(OHOrPaMMBI TIOMELIAIOTCS B JieNa ¢ Iepe-
ITUCKOM Ha OOILINX OCHOBAHUSX,

- B JI€JIO TIOMEINAIOTCS TOKYMEHTBI IIPaBUIIBHO M MONHOCTHIO 0opMIIeHHBIE (110~
KYMEHTBI JO/DKHBI HIMETb ATy, IIOIIUCE U APYTUe HEOOXOAUMBIE PEKBH3UTEI);

- B JIeJI0 HE BKJIFOYAIOTCS NOKYMEHTEI, MOJJIEXKAl{e BO3BpATy, JUIIHUE 3K3eM-
JIPBI ¥ YEPHOBHUKH (32 HCKIIOYEHHEM 0C000 [IEHHBIX);

- TI0 00BEMy ZeNo, BKIIOYAroIee JOKYMEHTH Ha 6YMaKHOM HOCHTeNe, He JOTK-
HO TIpeBbIMATh 250 JUCTOB, IpH ToNIMHe He Gojee 4 cM (TOMIUMHA MeN Co CpOKaMHU
xpanenus 10 10 jet He momkHa npesbimats 10 cm). [Tpy NMPeBbILIEHUH TaHHOTO 00be-
Ma 3aBOJUTCS BTOPOH ToM. IIpu Hanmquy B Ieile HeCKOIBKHX TOMOB (4acTeil) HHAEKC U
3arOJIOBOK JC/Ia MPOCTABISIOTCS Ha KXIOM TOMe ¢ qobaBieHueM 0003Hayenuii: «T.
I», «T. 2».

JIOKYMEHTBI BHYTpH I€JIa PacloNararoTCs CHU3Y BBEPX B XPOHOJIOTUYECKOH, BO-
IIPOCHO-JIOTUYECKOMU TOCIIENOBATEIBHOCTH HUIIH UX COYETAHHUH.

PacriopsinutenbHple TOKYMEHTBI IPYTIIUPYIOTCS B €NA MO BUAAM U XPOHOJIOTUH
C OTHOCAIIMMHUCS K HUM TIPUIOKEHUAMH. JIOKYMEHTB — OCHOBAHWS K PACIOPANHTENb-
HBIM TOKYMEHTaM BKIIIOYAIOTCS B OTAEIBHOE NIEJI0.

[IpoTokoisl B fese pacrionaratoTcs B XpOHOIOTHYECKOM TIOPSIZIKE U [10 HOMEPaM.

JIOKyMEHTBI K 3aceNaHusM (COBEMAHUAM) IPYIIIAPYIOTCS B OTAETBHOE IeNo, KaK
1 IIPUIIOKEHUS K IIPOTOKOJIAM, €CIIM OHM COAepIKaT bosiee 25 CTPaHHIL.

JIOKyMEHTBI K TPOTOKONaM, eClli OHH CIPYIIIHPOBAHEI B OT/IETbHBIE nena, Cu-
CTEeMAaTHU3UPYIOTCSA BHYTPH JI€J1a 110 IOPSAKY HOMEPOB IIPOTOKOJIOB.

JlokasnbHBIe HOPMATHBHBIE aKThI, YTBEPIKICHHEIE pacropsIUTENBHBIMH JOKYMEH-
TaMH, ABJIIOTCA NPHIOKEHUAME K HEM U IPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKY-
MEHTaMH.

IIprKaskl 10 OCHOBHOH NESTEeIBHOCTH TPYIITUPYIOTCS OTAEIBHO OT IIPUKa30B 10
JTMIHOMY COCTaBY U IIPUKA30B 10 aAMUHUCTPATHBHO-XO3SMCTBEHHON NeITEIbHOCTH.

IIprkassl o TuYHOMY cocTaBy GOPMUPYIOTCS B Iella B COOTBETCTBHH CO CpoKa-
MU XpaHEHWs.

JIOKYMEHTBI B IMYHBIX [l€1aX PACIIONAraroTCs 110 Mepe UX MOCTYIUICHHUS.

Ilepenncka rpynmupyercs B fena Mo TeMaTHKe W/MITH KOPPECIIOHAEHTaM U CH-
CTEMATH3MPYETCS B XPOHOJIOTUYECKOM IOCNEN0BATEIBHOCTH: JOKYMEHT-OTBET MOMeE-
IaeTcs 3a NOKYMEHTOM-TIPOCK00# (3ampocom). IIpy BO30GHOBIEHHH MEPErHCKH Mo
OIPEIEICHHOMY BOIIPOCY, HAYABILCHCS B IIPEABLAYIIEM IO, JOKYMEHTHI BKIFOYAIOTCS
B JI€JIO TEKYINETO rofia ¢ yKa3aHHeM UHJEKCa Jiefla MPeIbIAYILEro roja.
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ONEKTPOHHBIE JOKYMEHTHI GOPMUPYIOTCS B 3JIEKTPOHHEIE JIENIa B COOTBETCTBHH C
HOMEHKJIATYPO# JIeJl OPraHu3aliy B TOW MHGOPMAIMOHHON CHCTEME, B KOTOPOU OHM
OBLIN CO3JaHbI WU B KOTOPYIO OBUIM BKIIFOYEHE.

8.21 [lnsa obecriedeHUs] COXPaHHOCTH, y4eTa JOKYMEHTOB M JE€J CTPYKTYPHOTO
[IOpa3/ICNICHUS] U YHUBEPCUTETA JOCTYyIIAa K HUM ITPOBOJUTCS] KOMILIEKC paboT:

- CO3[ITaH1€e ONTUMAJIBHBIX YCIOBUM XpaHEHUs TOKYMEHTOB U L€,

- pa3MelleHue e,

- MPOBEPKA HAJIMYMS U COCTOSTHUS JOKYMEHTOB U JET;

- COOMIOIeHNUE TIOPSIIKA BBIOAYH JEl.

8.22 Jlenma pasMmeInaroT B pabOYnX KOMHATaX WM CIELHMAIBHO OTBENEHHBIX IS
3TOH LiesH MOMEIIEHHUAX B IKadax, Ha CTeJUIaxax, YT00bI 00ECIIEYnTh UX COXPAHHOCTE
¥ 3aIlMUTY OT BO3AEHCTBUS BPEAHBIX (DAKTOPOB.

Jena nnsg ux ydera W OBICTPOTO NMOWCKA JOJDKHBI PACIIONaraThCs BEPTUKANBHO,
KOpeIlIKaMHy HapyXy U B COOTBETCTBUU C HOMEHKJIaTypol nen. Ha kopemkax o60xex
JIeJ1 YKa3bIBAIOTCS MHIEKCHI [0 HOMEHKJIAType Hel, IIPpU HEOOXOJUMOCTH HOMEp ToMa
nena, naty nena. HoMeHknarypa nen v BRINIMCKA U3 Hee MOMEIaeTCs Ha BHYTPEHHEH
CTOpPOHE HIKada.

8.23 IIpoBepKy HaMM4Ms U COCTOSIHUSI TOKYMEHTOB M JeJ B LIEJIAX YCTAaHOBIECHHUS
(paKTHUECKOr0 HANNYHS IeN JOJDKHBI TPOBOIUTHCS IETONPOU3BOMUTENEM TIOIpa3Iee-
HUS B CIlydasix:

- TIepeJ1 lepeiavell TOKyMEHTOB B apXUB OpraHU3alluy;

- [IpY [IEpPEMEICHUY eI,

- TIPU CMEHE PYKOBOAMTEIA CTPYKTYPHOIO MOApPa3AeleHHUs, PyKOBOIUTENS KaH-
LIEJISIPHH;

- IPX PEOPraHU3alliy U JIMKBUALUN CTPYKTYPHOTO MMOApa3aeICHu.

IIpoBepka HanW4Ms NPOBOAUTCS IIyTeM CBEPKH CTaTed HOMEHKIATYyphl HET C
ONKMCaHUeM M€ Ha OOJIOXKKe, a (PU3NIECKOe COCTOSIHUE e ONpPENeNseTCs MyTeM HX
BU3YaJIbHOr0 MpocMoTpa. Bee oOHapy)XeHHBIE HEIOCTATKH MOJDKHBEI (DHKCHPOBATHCS B
aKTe IPOBEPKYU HAJIUYUS U COCTOSTHUS JE.

8.24 B ciy4ae BBIABIEHHS OTCYTCTBHUS JEI, YHCISIIUXCS 10 HOMEHKIIATYpE e,
PYKOBOJICTBOM IIOApa3eIeH! IPUHUMAIOTCS MEPHI 110 UX PO3BICKY. ECU po3bIck men
HE JaeT pe3ysbTara, COCTABIISIETCs CIpaBKa O MPHYUHAX UX OTCYTCTBHS, KOTOpas IOJI-
IIMCBIBAETCS. PYKOBOAUTENIEM MTOAPA3AEIECHUS U IPEACTABISETCS B KaHICIISIPHIO.

®axT yTpaThl Jena (Hen) GUKCHpYeTCs B aKTe, COCTABIAEMOM KaHLENApUEH u
PYKOBOJUTENIEM CTPYKTYPHOTO MOApa3AeieHus (YIOJTHOMOYEHHBIM UM JIULIOM) B TpeX
IK3EMIUIIpax: MO OJHOMY SK3eMIUIAPY aKTa XPaHUTCS B KaHIESIPUU U CTPYKTYPHOM
NOJIpa3NIeTICHUH; SK3EMILJISP aKTa MPEACTaBIsAETCS B apXUB OpraHU3alliU TPH Tepeade
IeJ CTPYKTYPHOIO IOApa3eIeHAS Ha apXUBHOE XpaHEeHHe.,

8.25 OKcrepTu3sa IeHHOCTH IOKYMEHTOB IPOBOAUTCS Ha OCHOBE 3aKOHOIATEINb-
HBIX U WHBIX HOPMAaTHBHBIX MPaBOBLIX akToB Poccuiickoli @enepanny, yCTaHaBINBAIO-
IMX TpeOOBaHKs K CPOKAM XPaHEHUS JOKYMEHTOB, THITOBBIX U BEIOMCTBEHHEIX NEpeY-
He¥ JOKYMEHTOB C yKa3aHUEM CPOKOB WX XPaHEHHS:

- IPX COCTAaBJIEHUH HOMEHKJIATYPHI JelT;

- TIPY TIOATOTOBKE JIEI K IIepeiaue B apXUB OpraHu3allny;

- B apX¥WB€ OpraHU3aIlNH.
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8.26 [lns opraHM3alMM M IPOBEIEHUs paboTHI MO IKCIIEPTH3E [EHHOCTH JOKY-
MEHTOB B YHHBEPCUTETE NPUKA30M PEKTOpa CO3IaHa JKCIEpTHAs KOMHccHs (manee —
9K).

3ajaun, GyHKUWH, IpaBa, OpraHusaims pabotsl DK onpenensroTes monokeHneM
O HEeH, KOTOpoe pa3pabaThIBaeTCA Ha OCHOBAHWH IPUMEPHOTO MOJNOXKEHHUS, YTBEPIKIEH-
HOT'O YTOITHOMOYEHHBIM (e/lepanbHbIM OpPraHOM HCIIONHHUTENBHOM BIAcTH B chepe ap-
XWUBHOTO JI€JIa U JEJOMPOU3BO/ICTBA.

8.27 OcHoBHBIMU QyHKLHsIMEA DK SBISIOTCS:

- OpPraHU3alHs XErOTHOro 0TOOpa e ISl XPaHEHHS ¥ YHUYTOXKCHIUS,

- PacCMOTpEHME M COIIaCOBAaHME TPOEKTa HOMEHKJIATYDBl JeJ YHHBEPCUTETA,
OMHCEH JIeN IOCTOSHHOTO M BPEeMEHHBIX (CBBIlIe 10 J1eT) CPOKOB XpaHEHUs], B TOM YHC-
JIe TI0 JINYHOMY COCTaBYy, aKTOB O BBINEICHHM K YHHUTOXEHHUIO [€J, He TOJUICIKAIINX
XPaHEHHIO; ‘

- y49acTHe B IOATOTOBKE U PACCMOTPEHUH IIPOEKTOB HOPMATHUBHEIX ¥ METOAMYE-
CKHX NOKYMEHTOB II0 BOIIPOCaM paboThl C JOKYMEHTAMH B OPTaHMU3aIlHH.

8.28 DkcriepTH3a LIEHHOCTH HOKYMEHTOB €XerofHo mposepsiercss DK YHUBEPCHU-
TeTa.

8.29 Ilpu nmpoBeeHNH KCIEPTH3b! EHHOCTH JOKYMEHTOB IIPH [OATOTOBKE el
K Mepeiaye B apXUB OCYIIECTBIIIETCS:

- 0TOOp OKYMEHTOB MOCTOSHHOTO M BPEMEHHBIX (CBBIIE 10 JTeT) CpoKOB XpaHe-
HUS 1JIs [Iepeadl B apXUB OPTaHU3aLUNL;

- OTOOp HOKYMEHTOB BPEMEHHBIX (10 10 JIeT BKITIOYHTENBHO) CPOKOB XPAHEHHS K
¢ momeTkamu «/[o MHHOBaHUS HamoGHOCTHMY», «JI0 3aMEHBI HOBBIMHY, MOUIEKAIIAX
JaNbHEHIIEMY XPaHEHHIO B CTPYKTYPHBIX TIOAPA3ACIeHUX;

- BBIAICTICHUE K YHUYTOXCHUIO €T 32 NPEbIAyIIHe TOIbl, CPOKU XPAHEHUS KOTO-
PBIX UCTEKIIH.

OZIHOBPeMEHHO MPOBEPAETCS KAYeCTBO U MONHOTA HOMEHKIIATYPHI [eTyHUBEPCH-
TETa, IPaBUTBHOCTH ONPENETICHUS CPOKOB XpAaHEHHUS Ae].

8.30 [lena MOCTOSHHOTO M BpeMeHHEIX (CBBIIIe 10 JIeT) CPOKOB XpaHEHHs MOJ|Te-
KaT MOJUCTHOMY IPOCMOTPY JUISL BBIAE/ICHHS M3 MX COCTaBa JOKYMEHTOB BPEMEHHBIX
(mo 10 1eT) cpokoB XpaHEHHs.

Hena ¢ ormeTkol «IITK» moxBepraioTcest MOIMCTHOMY MPOCMOTPY B IEJIAX OIIpe-
ACTICHVSI ¥ BBINCIICHMS U3 UX COCTaBa JOKYMEHTOB, IIOMIEXKAIINX TOCTOSHHOMY XpaHe-
HUIO.

8.31 OT6Op 3MEKTPOHHBIX HOKYMEHTOB IS Nepefavd B apXWB YHHBEPCHUTETA
OCYIICCTBIIIETCA B aBTOMAaTH3MPOBAHHOM DEXHME ITyTeM 0TOOpa JOKYMEHTOB M3 6a3
JaHHBIX MH(DOPMAIMOHHBIX CHCTEM 110 IpHU3HaKy «MHaekc menay («Cpok XpaHeHHs»).

8.32 Ilo pesymnbTaTaM SKCHEPTU3BI LEHHOCTH TOKyMEHTOB B OPTaHHU3ALH po-
BOJIUTCS OQOPMIIEHHE JIET U COCTaBIAIOTCS OIUCH IeN TIOCTOSHHOTO XPAaHEHHS, Bpe-
MEHHEIX (CBBILIE 10 JIET) CPOKOB XpaHEHHS U 110 JTUIHOMY COCTaBY, a TAK)Ke aKThI O BbI-
AEJICHUH K YHUYITOXEHHIO IeJI, He MOUIC)KAIINX XPAHEHHIO.

Ormmcn et mocTosHHOro XpaHeHH s, BpeMeHHBIX (CBbIme 10 neT) cpoKoB XpaHe-
HUSL ¥ TIO JIMYHOMY COCTaBY, @ TaK)K€ aKThl O BBIICICHUH K YHUUTOXEHHIO [Iel, He TIOJI-
JeXKAINX XPAHCHUIO, pacCMaTpHUBarOTCs Ha 3aceqanuu OK Bysa omgnospemenHo. Co-
rnacoBaHHbIe OK akThl ¥ OMUCH yTBEPKIAIOTCSA PEKTOPOM YHUBEPCUTETA.
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8.33 Jlena, 06pasoBaBIIecs B AEATENLHOCTH YHHBEPCHTETA W MOIJIEKAIIHE Xpa-
HEHHUIO, TIPOXOJAT TIOJTHO® MK YacTH4HOe opopmieHue. [TosHoMy ohopMIEHHIO Mo-
JIeKAT NeNa BPeMEHHBIX (CBbIlIe 10 J1€T) CPOKOB XpaHEHWs U TIOCTOSHHOTO XPaHEHHWS.
Hena BpemeHHBIX (10 10 J1€T) CPOKOB XpaHEHHS TIOIJIEKAT YaCTUYHOMY O(OPMITEHHUIO.

Odopmitenne nen mMPoBOUTCS B CTPYKTYPHBIX MOIPA3IETCHHUIK YHUBEPCUTETA
0 MeCTy (POPMUPOBaHUsI JOKYMEHTOB B JIeJIa.

8.34 TlonHoe odopmiteHue nena Ha GyMaKHOM HOCHTENE BKIIOYALT:

- 0opMIIeHIE PEKBU3UTOB OBJI0KKH JeNa 1o GopMe;

- HyMEpauuio JTUCTOB B JIEJI€;

- COCTaBJICHHE JINCTa-3aBEPUTENIS €A,

- COCTaBJICHHE B HEOOXOIUMBIX CIyJasX BHYTPEHHEH ONUCH JOKYMEHTOB [€Na;

- MOJIIUBKY U MepeIieT Nela;

- BHECEHHE HEOOXOIUMBIX YTOYHEHMH B PEKBH3WUTHI OOJIOKKH Jeja (YTOYHEHHE
Ha3BaHWs OpraHU3alluy, HHACKCA [eJ1a, KpalHUX JaT Jefia, 3arojI0BKa JeNa).

JIucr-3aBepuTens nena, BHYTPeHHS ONMMCH JOKYMEHTOB Zeja U OGNOKKA Jena
COCTABIIIOTCS [0 (pOpMaM, YCTaHOBICHHbIM [ [paBunamMu XpaHeHHus.

8.35 Jlena BpeMeHHEIX (0 10 JIET BKIIOYHTENHHO) CPOKOB XPAHEHHUS, MOTERa-
L1e JACTHYHOMY O(QOPMIICHHIO, IOMYCKAETCs XPAHUTh B MAIKaX, B KOTOPBIX Jella Xpa-
HUITACE B ACTOTIPOU3BOACTBE, NIEPECUCTEMATH3ALMS TOKYMEHTOB B J€JI€ He IIPOBOIHT-
Cs, JINCTBI I€Jla HE HyMEPYIOTCS, JTUCTBI — 3aBEPUTENH Jiejla He cocTaBisroTes. Ha 06-
JIOXKE JieJla B COOTBETCTBHM C HOMEHKIIATYPOH J€1 yHUBEPCUTETA 3aIONHSIOTCS PEKBH-
3UTBI: HANMEHOBAaHHWE OpPTaHM3alUH, HAUMEHOBAaHUE MOJpa3ieeHus, HHAEKC Ieia, 3a-
TOJIOBOK JIeJ1a, CPOK XPaHEHHUsI JTOKYMEHTOB.

8.36 Ha obnoxxe jien BpeMeHHBIX (cBbime 10 J€T) CPOKOB XPAHEHHS ¥ 110 JINY-
HOMY COCTaBYy YKa3bIBaIOTCS:

- HANMCHOBaHHUE BBIIICCTOSIIEN OPTraHU3alNY (OPTraHU3aluy — YUPETUTENA);

- HAaMMCHOBAHWE OpTaHU3allK — HCTOYHHMKA KOMIITIEKTOBAHUSI FOCYJapCTBEHHOTO
(MyHHIHIIATBHOTO) apXUBa;

- HAUMCHOBAHKE CTPYKTYPHOTO MOIpa3IeIeHNUS;

- HHICKC JIeN1a 110 HOMEHKIIAType el

- HOMep ToMa (4acTh);

- 3arojI0BOK Jena (ToMa, 4acTH);

- Kpaiinuie 1athl aena (ToMa, 4acTH);

- KOJINYECTBO JIUCTOB B JIEJIE;

- CPOK XpaHEHWUS JIeJa;

- apXUBHBIA mudp nena.

Ha o06moxKax menm MOCTOSHHOTO XpaHEHWs Haj HAMMEHOBAHHEM yHHBEPCUTETA
YKa3bIBACTCsI HANMEHOBAHUE rOCYIapCTBEHHOIO (MYHUIUIIAIBHOTO) apXUBa, HCTOYHHU-
KOM KOMIUIEKTOBaHHsI KOTOPOTO BBICTYTIAET YHUBEPCHUTET.

8.37 Ilpu odopmiIeHrn 0BIOXKKH fena:

- HAaMCHOBAHWE BBILIECTOAIICH OpraHU3aliy (OpPraHu3aluy — YUPEAUTENS), IPH
€€ HaJM4WH, YKa3bIBACTCS IMOJIHOCTBIO B MMEHUTENBHOM IafeXke, MO MOJHBIM HauMe-
HOBaHHEM B CKOOKAaX yKa3bIBaeTCs OQHIHAILHOE PUHATOE COKPAIICHHOE HANMEHOBA-
HUe€ (TIPH €ro HATUYHK);
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- HAaMMEHOBAaHNE YHUBEPCUTETA YKa3bIBACTCS IOJHOCTHIO, B MIMEHHUTEIHHOM IIa-
AeKe, C yKasaHWeM OQHIMANbHO NMPHHATOTO COKPAIEHHOrO HAWMEHOBaHWS (IIPH €ro
HAJIMIHUH ), KOTOPOE YKa3bIBAeTCS B CKOOKAX MOCIIE MOTHOTO HANMEHOBAHHS,

- HalIMCHOBaHME CTPYKTYPHOI'O NOAPA3AETCHUS YKa3bIBAETCA MONHOCTBIO B CO-
OTBETCTBUM C YTBEPXKACHHOH CTPYKTYPOH yHUBEpCUTeTa (IPU HAIMYMM COKPAILEHHOTO
HaUMCHOBAHHUSI CTPYKTYPHOT'O MOAPA3JENeHNs] OHO YKa3bIBaeTCA B CKOOKaX);

- MHICKC [IeNa TIPOCTABIISICTCS B COOTBETCTBUY C HOMEHKIATYPOH e

YHHUBEPCHUTETA,

- 3arOJIOBOK Zie/ia MEPEHOCUTCS U3 HOMEHKIIATYPHI [IeT YHUBEpCUTeTa (B HEOGXO-
AUMBIX CITy4asX B 3aT0JI0OBOK BHOCSTCS YTOYHEHUS );

- aThl gena (ron(el) 3aBeeHUs X OKOHYAHMS Jef1a B JeJIOTIPOU3BOJICTBE).

IIpn n3sMeHeHNY HaHMEHOBAHWS YHHBEPCHTETA WK IIOJpa3feNieHus] B TeYEHHE
TIeprOJIa, OXBATBIBAEMOTO NOKYMEHTaMH JeNa, WK NPH IIepefiaue Meia B APYroe Moi-
pasfenenue Ha OONOXKe NeNma TION NPEKHUM HAMMEHOBAHHEM YKa3bIBAETCS HOBOE
HanMCHOBaHWE YHHMBEpCHTETa (IOAPA3[elieHus ), a NMpeXHee HaMEHOBAHUE 3aKITI0Ya-
€TCS B CKOOKH.

VIHneke felta u 3arooBoK Jielia epeHocs TS Ha 0GMOKKY 13 HOMEHKJIATYPHI Jell.
Eciu 1ef1o cocTouT U3 HeckoIbKuX dacTett, Ha 06TOKKY KaKIOTO TOMa (JacTH) BBIHO-
CUTCS OOLIM 3ar0NOBOK JIeia ¥ 3aTr0JIOBOK KaXIOH YacTH (TIpu ero HaTUUUK).

JlaTo#t 11ei1, comepxKamIuX pacroOpsANTENBHYIO TOKYMEHTALMIO, & TaKKe JIel, CO-
CTOAIIMX U3 HECKOJBKUX TOMOB (4acTel), ABNAIOTCS KpalHWe JaThl JOKYMEHTOB Jejia,
TO €CTb JaThl (YMCIO, MECHI, TOM) PErMCTPAlUH (COCTABICHHS) CAMOTO paHHero u ca-
MOrO MO3HET0 NOKYMEHTOB, BKIIOYEHHBIX B 1€0. [Ipy aToM neHb Mecsua (aBa 3HaKa)
¥ TOJ (4eThIpe 3HaKa) 0003HAYAIOTCS apabCKUMU LHbpaMy, Ha3BaHWe MeCsIa THIIETCs
croBoM. Eci B 11e/o BKIFOYEHB! JOKYMEHTBI, JAaThl KOTOPIX BBIXOIST 3a KpalHHe na-
TBI [IeJ1a, TO IIOJ JaTaMHU [ieJia, C HOBOW CTPOKH JIETaeTcs 3aluch: «B meie UMerTes 10-
KYMEHTBI 3a...101 (BI)». JlaThl lea MOTYT He yKa3blBaThCsl Ha OBNOXKKE 1€, COLepKa-
IIUX, HAPUMEp, FONOBbIE TUIAHBI U OTYETHl, TAK KaK OHH OTPAXAIOTCA B 3arOJIOBKAaxX
hi (S

Jlatamu nena, comepiKalero MpoTOKONBI 3aCeNaHui, IBISIOTCS TATHI IIEPBOTO U
IIOCJIEAHETO MTPOTOKOJIA.

KpalinuMu faTamMu THIHOTO Jeta SIBISIOTCS NaThl MOAMKMCAHHS [IPHKa3a O npue-
Me (TIpH HaIWYMH TPYHOBOIO IOTOBOPA — NaTa 3aKIIOYEHHs TPYIOBOTO JIOTOBOpA) |
Nprka3a 00 yBOJBHEHUH JIUIA, Ha KOTOPOE OHO 3aBefieHo. B ciywae cMepTH nnua, Ha
KOTOpOEC 3aBENICHO €10, KOHEYHON NaTOM SABNAETCS NaTa JOKyMEHTa, H3BELIaloIIero o
€ro KOHYHHE.

PeKBU3UT «CPOK XpaHEHHMs Henay» IIepPeHOCHTCS Ha OBNOXKKY Heid W3 HOMEHKITA-
TYPBL ZI€JT IIOCIIE CBEPKH €I0 CO CPOKOM XPaHEHHs, YKa3aHHBIM B II€PEYHE THIIOBBIX JO-
KYMCHTOB WIIM B BENIOMCTBEHHOM Il€peYHE NOKYMEHTOB, C YKa3aHWEM CPOKOB XpaHe-
HUSI.

Ha nenrax mocTostHHOro XpaHeHust mumrercs: « XpaHHTb [TOCTOSHHOY.

8.38 ITo oKOHYaHWH rojia B HAAIMKMCH Ha OGJOXKKAX e MOCTOSHHOTO U BpEMEH-
HBIX (CBBILIE 10 JIeT) CPOKOB XpaHEHHs BHOCATCS YTOUHEHHUS: IIPY HECOOTBETCTBUH 3a-
TOJIOBKA IIeJT Ha 00JI0%KKE CONEPKAHUIO MOMIIUTEIX JOKYMEHTOB B 3ar0JI0BOK [e/1a BHO-
CATCS U3MEHEHUSI M JOITOJTHEHUS.
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HavuMeHoBaHUs yHUBEpCUTETa M MOADPA3IENEHHUs, TON ¥ HOMED Jelia MOTYT TpO-
CTaBJISITHCS Ha OOJIOKKE ¢ TOMOIIBIO [ITAMIIA.

8.39 B uensx obecreueHus: COXPAHHOCTH U 3aKPEILIEHHS MIOPSIZIKa pacIoJiokKe-
HUS JIOKYMEHTOB, BKJIIOUCHHBIX B IEJIO, BCE €TO JIACTHI, KPOME JIKCTA 3aBEPUTENS U
BHYTPEHHEW ONHCH, HyMepyloTcs apabekuMu Ludpamy BamoBoit HyMmepauveit. JIHCTsI
HYMEPYIOTCS IPapUTOBBIM KapaHIALIOM MM HyMepaTopoM (yHoTpeGieHue YEpHUT U
UBCTHBIX KapaHAalled g HyMepalyy JTUCTOB He NOIyCKAeTCs) CBEPXY BHHU3, LHUMPHI
TPOCTABIIAIOTCS B TPABOM BEPXHEM YTy JIMCTa, HE 3a[eBas TeKCTa NOKyMeHTa. JIMCThI
BHYTPEHHEN OIIUCH HyMEPYIOTCS OTHENBHO.

JIUCTBI 1Ienm, COCTOSIIMX U3 HECKONBKMX TOMOB WJIM YacTeif, HYMEpYIOTCs 10
K2XXJOMY TOMY UIIM YaCTH OTAEIILHO.

JIOKYMEHTBI ¢ COOCTBEHHON HyMepamueil IHcToB HyMEpPYIOTCS B 00IIeM Mopsii-
Ke.

Jluct moGoro dopmata, MOAWHUTEIN 32 ONUH Kpai, HyMepyeTCs KaK OIWH JIUCT B
MPaBOM BepXHEM Yriy. CIOXEHHBIH JIMCT pa3sBOPAaYMBAETCA U HYMEpYeTCs B IPABOM
BEPXHEM yrily. JIUCT, CIIOXKEHHBIH 1 MONIIMTEI 38 CepeIuHY, TOMIEKHUT TIEPEIINUBKE U
HYMEpYETCs KaK OJUH JIKCT.

Ecnu B meno MoAmmMT KOHBEPT ¢ BIOXKEHHEM, CHAYaja HYyMEpYyeTCsi KOHBEPT, a
3aTeM O9YEPeIHBIM TTOPANAKOBBIM HOMEPOM KaX/I0€ BIOXKEHHE B KOHBEPTE.

Ecnu B Hymepauuu siuctoB nomymeno 6onee 10 omm6ok, Bee meo HyMepyeTcs
3aHO0Bo. IIpy oTOM cTapble HOMepa 3a4epKUBAOTCA, W PSAOM CTABUTCS HOBBILX HOMeEp
JTHUCTA.

IIpyr HaTH9MK OTAETBHBIX OLIMGOK B HyMEPAIHMH JIUCTOB HOITyCKAETCS yrnotpeo-
JICHUE TUTEPHBIX (C OYKBEHHBIMH JOTIOIHEHUSIMH ) HOMEPOB JIHCTOB.

8.40 ITocne 3aBepIueHNs HyMepalWH JIHCTOB COCTABISAETCS JUCT-3aBEPUTEITH JIC-
Jia, KOTOPBIH pacrionaraeTcs B KOHIle feia. B iucte-3aBepurerne mudpamu u IIPOIIKCHIO
YKa3bIBatOTCA KOIUHECTBO JIUCTOB B JAHHOM JieJIe, 0COOEHHOCTH OTAETbHBIX JOKYMEH-
TOB (HESCHBIN TEKCT, Pa3phIBbI, CKIEHKH).

JIncr-3aBepuTens neina MOANMCEIBAETCS €r0 COCTABUTENEM C YKa3aHUeM JOJIKHO-
CTH, MTHULIMAJIOB ¥ (DaAMUIIUH, AThl COCTABJICHUS.

KonudecTso nucTOB B neite, ykasaHHOE B THCTe-3aBEpUTENE ENa, IIPOCTABIISETCS
Ha 00JIOXKe nena.

Ecmn nenio meperyiereno i mopmmTo 6e3 JHCTa-3aBEpHTENS, TO COCTABJICHHEIN
JTUCT-3aBCPUTEb ITOAKIICUBACTCS K BHYTPEHHEH CTOPOHE 3aHEeH 00I0KKY Aeia.

8.41 [lnst y9eta TOKyMEHTOB OIpeNENEHHBIX KaTerOPHI IIOCTOSHHOTO 1 BpPEMEH-
HOTO (cBblLIEe 10 JTET) CPOKOB XPaHEHMs, YUeT KOTOPHIX BBI3BAH crennuuKoN TOKyMeH-
Tallly, BKIFOYEHHOH B [ENI0, COCTABNAETCS BHYTPEHHSS OMUChH NOKYMEHTOB Jeja, To-
MeIaeMas B €ro HaJajio.

BHYTpeHHsAs OIKCh BKIIFOYaeTCA B [Ie71a, HMEROIIHe 0CO0YI0 3HAaUUMOCTB, a TaKxKe
B 1el1a, COOPMUPOBAHHEIE 10 BUAAM JOKYMEHTOB, 3ar00BKH KOTOPBIX HE PACKPBIBAIOT
KOHKPETHOTO COJEPXKaHUS JOKYMEHTOB.

BHYTpeHH:S OMMCh TOKYMEHTOB Jea COCTAaBIISETCS Takke Ha OOBEMHbIE Iena
TIOCTOSHHOTO ¥ BPEMEHHEIX (CBbIe 10 1TeT) CpOKOB XpaHEHHUs B LENIX YYeTa U GBICT-
POTO HaX0XIEHHs TOKYMEHTOB B Jelle.
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B koHLe BHYTpeHHeH ONHCH yKka3blBaeTcss [MADPAMU ¥ TPOIHCHI0 KOIHYECTBO
BKJIFOYEHHBIX B He€ JIOKYMEHTOB U KOJMYECTBO JINCTOB BHYTPEHHEMN OIMUCH.

BHyTpeHHsIs ONUCh TOKYMEHTOB [IeJia IIOANUCHIBAETCS COCTABUTENEM C YKA3aHM-
€M JOJDKHOCTH, HHULMAJIOB U (DaMIUTHH, JaThl COCTABIICHHUS.

Ecmu neno mepernnereHo u moaumTo 6e3 BHYTpeHHEH OIMMCH, TO COCTaBIE€HHAs
BHYTPEHHSAS ONUCH MONKIEUBAETCS K BHYTPEHHEN CTOPOHE JIMLIEBOMN OOI0XKKH Iefa.

8.42 JIoKyMeHTBI TIOCTOSHHOTO, BPeMEHHBIX (CBbIe 10 eT) CpOKOB XpaHEHHS U
TI0 JINYHOMY COCTaBy, COCTABIISIOLIME €0, IOMEINAOTCS B TBEPAbIe OOI0KKH U3 Kap-
TOHa, TIOAMIMBAIOTCS B YETHIPE MPOKOJIA WIIM INEPEIIETAIOTCS C YYETOM BO3MOXKHOCTH
CBOOOZHOTO YTEHMS TEKCTa BCEX TOKYMEHTOB, [IaT, BU3 M PE3OJIOLMH Ha HHX. Pesoro-
¥ PYKOBOJICTBA, COCTaBICHHBIC Ha OTHENBHBIX JIMCTAX, IIOMEIIAOTCS TEPel HOKY-
MeHTOM. IIpy [OATOTOBKE JeN K MONIIMBKe (TEPEIUIETy) MpoBepsAeTcs IPaBHIBHOCTD
uX GOpMHUpOBaHUs, OQOPMIIEHHS, BCE IUIACTHKOBBIE M METAILTHUECKHe KpeIlieHns, a
TaKXX€ TCPMOTIEPEIIETH] U3 JOKYMEHTOB Y IaJISIOTCS.

Jlena mocTosHHOro XpaHEHMs, COCTOSIIIME U3 0CO60 LEHHBIX WM He(GOPMATHBIX
AOKYMEHTOB, MOTYT NPUHUMATECS Ha XPaHEHHE B 3aKPBITBIX TBEPIABIX IallKaX ¢ TPeMs
KJIaTllaHaMH U C 3aBA3KaMU WK B KOpOOKax.

8.43 ITonroToBKa 3MEKTPOHHEIX JOKYMEHTOB K II€pelade B apXUB YHHBEPCHTET
OCYIECTBIIACTCS CTPYKTYPHBIM ITOAPAa3IEICHUEM OPTraHUu3alliy — BIaNeIblEeM COOTBET-
CTBYIOLICH HH(QOPMALMOHHON CHCTEMBI COBMECTHO C MOApPAasAeNeHHeM (CIICLHaH-
CTOM), 06eCTIeuHBAOIIIM OYHKIMOHUPOBAHKE HH(POPMAI[OHHOMN CHCTEMEL.

8.44 Ilpy MOATOTOBKE 3TEKTPOHHEIX JOKYMEHTOB, OTOGPAHHBIX K Mepenade B ap-
XUB YHUBEPCUTETA, BBIIIOJIHSIIOTCS CIIEAYIOLINE OCHOBHBIE MPOLEAYPH! paboThI C HOKY-
MEHTaMH: '

- KOHBEPTALUs JIEKTPOHHOTO JOKYMEHTA B (POpPMAT apXUBHOTO JOKYMEHTA;

- GbopmupoBanue B MHPOPMALHOHHOM CHCTEME OpPraHM3allMH dIEKTPOHHBIX Iell,
SBJIAIOIIMXCA COBOKYITHOCTBIO KOHTEHHEPOB 3IEKTPOHHBIX JOKYMEHTOB WM KOHTEHHe-
POM 3JIEKTPOHHOI0 JOKYMEHTA, BKIIFOYAKOIIEM: KOHTEHT W MeTalaHHBIe 3JIEKTPOHHOIO
JIOKYMEHTA, (aiibl SIEKTPOHHBIX MOINKCEN U BU3yATH3UPOBAHHYIO KOITHIO TEKCTOBOTO
3JIEKTPOHHOTO JOKyMeHTa B popmarte PDF/A;

- hopMHpOBaHKE ONMMCH INEKTPOHHBIX JEJ, JOKYMEHTOB CTPYKTYPHOTO TOApAas3-
JEJICHUS,

- MUTpalys 3JIEKTPOHHBIX NOKYMEHTOB Ha (U3MYECKH 00OCOOIICHHBIE MaTepu-
aJIbHBIC HOCUTETIH, €CIIM NOKYMEHTHI MEPEatoTCs B apXUB OpraHU3alny He 110 uHbop-
MalHOHHO-KOMMYHHKAIIMOHHBIM KaHaJlaM;

- IPOBEPKa BOCIIPOU3BOAMMOCTH JIEKTPOHHBIX TOKYMEHTOB;

- TIPOBEPKa 3JIEKTPOHHBIX NOKYMEHTOB Ha HAIWYHE BPEHOHOCHBIX KOMITBIOTED-
HBIX [IPOTPaMM;

- MOATBEPKAECHHE LETOCTHOCTH JJIEKTPOHHOTO JeTIa JIEKTPOHHOM MOIIHUCEIO Py-
KOBOIUTE/SL CTPYKTYPHOTO MOApa3fesieHus (MHOrO YIOJHOMOYEHHOTO JIHIE), OCy-
IECTBIIAIOIIETO MOATOTOBKY JJIEKTPOHHEIX JOKYMEHTOB K Tepeiadye B apXuB.

8.45 DreKTpOHHBIE NOKYMEHTHI NEPENAOTCS B apXUB YHUBEPCHTETA T10 HHPOP-
MalMOHHO-TEJIEKOMMYHHUKAIIMOHHON CETU WM Ha (QHU3UYecKkn 000COOIEHHBIX HOCHUTE-
JIIX B COOTBETCTBUH C yCTAHOBJIEHHBIMM NpaBUJIAMH, 0e3 COXPAaHEHUS NaHHBIX JJIeK-
TPOHHBIX JOKYMEHTOB B COOTBETCTBYIOIINX HH(DOPMAI[HOHHEIX CUCTEMAX.
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8.46 Omucy Ien COCTaBNSAIOTCS B CTPYKTYPHBIX TOAPA3NENEHNIX YHHBEPCHTETa
MOJl METOTUYECKUM PYKOBOJCTBOM KaHIIESIPUHU.

Omucn fien COCTaBIAIOTCS OTAETBHO Ha Jeila IOCTOSHHOTO XPAHEHHUS; IeNa Bpe-
MEHHBIX (cBble 10 JIEeT) CPOKOB XpaHEeHHs; [ella MO JMYHOMY COCTaBY, 3JIEKTPOHHEIE
Aena, a TAaKXKe Ha JIeNa, COCTOSIIMe U3 JOKYMEHTOB, XapaKTEePHBIX Ui YHUBEPCUTETA
(Hay4JHBIE OTYETHI IT0 TEMaM U Ip.).

Omucy fen CTpyKTYpPHBIX IOJpasAesIeHnH COCTABIAIOTCA MO GOopMaM, YCTaHOB-
neHHbIM IIpaBunamu xpanenus.

Io omucsiM fext CTPYKTYPHBIX MOApasfeNeH i JOKyMEHTHI TepeIaloTes B apXUB.

Ha nerna BpemeHHBIX cpokoB xpareHus (10 10 1eT BKIIOYHTENHEHO) OIHCH HE CO-
CTaBJIAIOTCS, U B apXUB TaKHUE Jiella He TIePeIatoTCs.

IIpy Hasmyny B opranmsanuy CO/JI omucy nen GOpMUPYIOTCS B CHCTEME.

8.47 Ormcy men CTPYKTYpHBIX MOApa3IeleH i MPeICTaBAoTCa B apxuB He pa-
HEE, Y€M U€pe3 OJUH I'OJl, U He MO3[HEE, YEM Yepe3 TPH rofia MOCIIe 3aBepILEHHUs AeN B
ZEJIONIPOU3BOICTBE.

8.48 OtnenpHast OMHCH MPEACTABISET COOOM NepedeHb OMMCATENbHBIX CTATEN C
CaMOCTOSTeNIBHON MOPSIIKOBOM HyMepalMeH, Kaxaas U3 KOTOPHIX JOJKHA BKITFOYAThH
CIIENYIOLIUE CBEICHUS:

- IOPSIAKOBEII HOMEp Jelia MO OIUCH;

- UHIIEKC JIena,;

- 3aTOJIOBOK JIeNia;

- KpaiiHue naTel Jeja;

- KOJIMYECTBO JIUCTOB B JIElIE;

- CPOK XpaHEHWUS Jefia;

- IpUMEYaHusl.

8.49 Ilpu cocTaBlIeHHM OIHUCH [N CTPYKTYPHOTO IOAPa3AeNeHns COOITIONAI0TCS
ClleIyroIye TpeOOBaHNUS:

- 3aTrOJIOBKH i1 BHOCSTCS B OIMCh B COOTBETCTBUU C MPHUHATOH CXEMOM CHCTe-
MaTH3alluy I, 3aKPETUIEHHON B HOMEHKIIATYpe Jel;

- KaXJI0€ €0 BHOCUTCS B OIKCH IMOJ CAMOCTOATENIBHBIM MOPSIKOBEIM HOMEPOM
(ecnu Ieno COCTOUT U3 HECKOJBKUX TOMOB MITH YacTeH, TO KaXKIBIH TOM WITH YacTh BHO-
CSITCSL B OIIKCH II0J] CAMOCTOSITEIbHBIM HOMEPOM);

- MOPSAOK HYMEpaLUH 1€l B OITHUCH — BaJIOBEI;

- rpadbl OMKUCH 3AMONHSIOTCS B COOTBETCTBUM C TEMH CBEIEHHUSAMH, KOTOPHIE BbI-
HECEHBI Ha 00JIOXKKY JIeNa;

- IIpY BHECEHUH B OIKCH MOAPSA Jes (TOMOB, YacTeil) ¢ OJUHAKOBBIMU 3ar0JI0B-
KaMH 3ar0JIOBKH BCeX JieN (TOMOB, YacTeil) MUIIYTCS TIONHOCTEIO;

- TP BHECEHWH B ONKCEH ITOCIIEIHEro 3arojioBka mgobasiseTcss ciioBo «Ilocien-
HUWY);

- rpada onucy «IIpEMeYaHus» UCIONB3YETCS IS OTMETOK O NpHEMe e, 0COo-
OEHHOCTSAX WX (DU3UIECKOTO COCTOSHHS, O Nepenade AeN APYTHM CTPYKTYPHBIM IOJ-
Pa3[eIeHUEM CO CCHUIKOM Ha aKT, 0 HAIMYHHU KOITHHA.

8.50 Ilepex BHECEHHMEM 3ar0OBKOB JeI B ONKCH IPOBEPSIOTCS KAa9eCTBO (hOPME-
POBaHHs ¥ OYOPMIIEHHUS JIe], COOTBETCTBUE KOJMUIECTBA e, BHOCUMBIX B OIHCH, KO-
JIMYECTBY 3aBEAECHHBIX J€J IO HOMEHKIIAType Jell.
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B koHIle omucH BCNen 3a MOCITeqHEN OMMCaTeNbHOM CTAaThel 3aMoIHIeTCeS UTOrO-
Bas 3aMUCh, B KOTOPOH YKa3bIBAIOTCS (IIMGbPaMy U TPONUCHIO) KOITUYECTBO e, YUCTs-
[IHXCA TI0 OTIMCH, TIEPBBIM U TIOCICIHUA HOMEpa JIeJ IO OIIHCH, & TAKKe OTOBAPUBAIOTCS
OCOOCHHOCTH HyMEpALHH e B ONACH (JIMTePHBIE HOMEpa U MpPOITYLIEHHbIE HOMepa).

8.51 Tlopsnok MPUCBOEHUSI HOMEPOB OIUCSIM e CTPYKTYPHBIX IOApa3aelIeHuH
YCTaHaBIIMBAETCS IO COTIIACOBAHHUIO C apXUBOM OPraHM3aIHH.

8.52 Ilpu COCTaBNEHUH ONKCH STEKTPOHHEIX e/ B OMACH BKIIOYAIOTCS:

- TIOPSAIKOBBIA HOMED 3IIEKTPOHHOTO €A IO OIHCH:;

- MHIEKC DJIEKTPOHHOIO [€]14;

- 3ar'0JIOBOK JIeNia;

- nata fena (ToMa, YacTH);

- CPOK XpaHEHHUS JIelia;

- 00BEM 3JTEKTPOHHOTO fea B MG;

- IpPUMEYaHU.

B cocrage ommcu anextponnsrx gen 8 COJI GopMupyeTcs peecTp 3NeKTPOHHBIX
JOKYMEHTOB (KOHTEHHEPOB 3IMEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBe-
JeHUsE 00 SNIEKTPOHHBIX JOKYMEHTAX, BKITIOUEHHBIX B KAXKII0€ 3JIEKTPOHHOE JIETIO.

8.53 Onucy men CTpyKTypHOTo MOApa3feIeHHUs TOAMUCHIBAIOTCS PYKOBOJHUTEIEM
TIOZIpa3eNeHNUs ¥ KaHIEIAPHEH. PeecTp a/IeKTPOHHBIX TOKYMEHTOB, SBISIOIIMICS TTPH-
JIOXEHUEM K OIHCHU SJIEKTPOHHBIX JOKYMEHTOB, MOANKCHIBACTCSI COCTABUTEIEM PeecTpa
C YKa3aHHWEeM JTOJDKHOCTH, MHULIMAIIOB, haMUJINH, JAaThl COCTABIEHHUS.

8.54 OmucH nen CTPYKTypHOTO MOApPa3IeNeH s COCTABISIOTCS B IBYX 3K3EMILJIS-
pax Ha OyMaXHOM HOCHTelIe, ONUH U3 KOTOPHIX MIePEeNaeTCs BMECTe ¢ JeaMy B apXuB
OpraHU3allHK, a BTOPOH OCTACTCs B Ka4eCTBE KOHTPOIBHOTO IK3EMILIAPA B CTPYKTYD-
HOM TIO/Ipa3NeNeHuH. B apXuB yHHBEpCUTETa TaKKe IEPENAETCs MO SK3EMILIIPY OIIU-
CeH IIeJT B SJIEKTPOHHOM BHJIE B PEJaKTHPyeMoM (hopMaTe ISl HCIONB30BAHMS B Nalb-
HEHIIeM JUIs [IOATOTOBKY apXHBHEIX ONHCEH e, JOKYMEHTOB (TOXOBBIX pa3nenos).

8.55 [lena mepenarotcsi Ha XpaHeHHE B apXUB YHUBEPCUTETA B COOTBETCTBHUH C
rpaduKoM Mepenayr JOKYMEHTOB, YTBEPKICHHBIM PEKTOPOM HIIH HWHBIM YIIOJHOMO-
UCHHBIM MM JIMIIOM ¥ COTTIACOBAHHBIM C PYKOBOIMTENSMHU CTPYKTYPHBIX MOApasiese-
HUU.

8.56 Jlenra moCTOSHHOTO M BpeMeHHbIX (cBbime 10 7eT) cpokoB XPaHEeHHUs], TOKY-
MEHTEI I10 JINIHOMY COCTaBY, SJIEKTPOHHBIE TOKYMEHTHI IIEPENalOTCs B apXUB YHHBED-
CUTETa HE paHee, Y€M Y€pe3 o, ¥ He MO3/IHEe, YeM Yepe3 TPHU rofia Moclie 3aBepIIeHHUs
UX B JI€JIONPON3BOICTEE.

8.57 Tlepenada menm B apXuB IPOM3BOAUTCS IO OMUCAM eI CTPYKTYPHBIX TOJ-
pasneneHui.

8.58 3aBexmyrommii apxuBOM MpoBepseT MPaBUILHOCTE ohopMIIeHHS U HOPMHUPO-
BaHUA NICJI, [IPABUJIBHOCTE COCTABJICHHUS ONHUCEH e, COOTBETCTBHME KONMUYECTBA eI,
BK/IFOYCHHBIX B ONMCH, KOJIUYECTBY J€N, CHOPMHUPOBAHHELIX B COOTBETCTBHU C HOMEH-
KJIaTypou Jell.

BEISBICHHBIE TIPU TIPOBEPKE HEOCTATKH B (OPMHUPOBAHWH U 0(hOpMIIEHUH Jei
PabOTHHKH CTPYKTYPHOTO HMOAPA3AEIeHHS 00S3aHbI YCTPaHHUTh B ByXHEIEIbHBIN CPOK.

8.59 Tlpuem kaXxmoro fena B apXUB MPOU3BOIUTCS B MPUCYTCTBUU IE€IIOTIPOU3BO-
AUTEJIA CTPYKTYPHOTO nonpasfenenus. [Ipu sTom Ha 060MX 3K3eMIUIApax ONUCH TIPo-
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THUB KaXXJOTO Jela, BKIIOUEHHOTO B Hee, JEeJaeTcsl OTMETKa O Hajlu4yuu jena. B koHIe
Ka)KJIOT0 JK3eMILIApa OMKUCU B UTOrOBOW 3aAMUCH YKa3bIBaeTCs LU(paMU U MPOIUCHIO
KOJIMYECTBO (DAKTUYECKH NPHUHSITHIX B apXUB €], B TOM YHCJIE DJIEKTPOHHBIX, HOMEpa
OTCYTCTBYIOLIMX J€JI, JaTa IIpUeMa- Mepeladu [ell, a TakKe IOMNMUCH JIUIA, OTBET-
CTBEHHOTO 3a apXWB, U JIUIIA, [IepeIaBIIero Aea.

WTorosas 3amuchk MOATBEPKIAACTCS MOAMUCIME pabOTHHKA apXKMBa U pabOTHHKA
(IeTOTIPOU3BOUTENS) CTPYKTYPHOTO MOApa3eleHys, ePeIaBlIero aeia Ha OyMaxk-
HOM HOCHTEJIE U JJIEKTPOHHBIE JIeIa.

8.60 Ilepenava 37I€KTPOHHBIX JOKYMEHTOB B apXWB OpPraHW3alWH MTPOU3BOIUTCH
Ha OCHOBaHWHU onucen 3JIEKTPOHHBIX Jen o MHQOPMaIIHOHHO-
TEICKOMMYHUKAIMOHHON ceTH (TIpH HaJTMYUK B apX¥Be OpraHu3aliy WHG)OPMAalHOH-
HOM CHCTEMBI) UM Ha QU3HUECKH 000COOIEHHBIX MAaTEPUATBHBIX HOCHUTENSAX, KOTOPEIE
TPEACTABIIAIOTCS B IBYX UACHTUYHBIX 3K3eMILISIpax.

8.61 B ciryuae TUKBUIAIMY WK PEOPTaHU3aLNHN CTPYKTYPHOTO MTOApa3AeIeHus B
TIEPHOJI NIPOBEAEHHUS TUKBUIALIMOHHBIX MEPONPUSATUN HOPMUPYET BCE UMEIOLIHECS J0-
KyMEHTEI B JIeNa, 0pOpMIISET [leNia U NepeiaeT UX B apXUB, HE3aBHCHUMO OT CPOKOB Xpa-
nenus. I[lepenada e ocyIecTBISETCS IO OMUCSM Je)T 1 HOMEHKIIAType Jel.

8.62 Ha mena ¢ UCTEKIINMU CPOKaMH XpaHEeHUs B CTPYKTYPHBIX T0Apa3ieleHUsIX
YHHBEPCUTETA COCTABIIAIOTCS MPEUIOKEHUSA K aKTy O BBIACNCHUU K YHUUYTOXEHUIO J0-
KyMEHTOB, He MOMJIEXAIUX XpaHeHUo (110 ¢hopMme, ycTaHOBIIeHHOU [IpaBunamu XpaHe-
HUS).

Ha ocHoOBe npeanoxeHuit CTPyKTYPHBIX [TOJIpa3/ielieHUuil KaHIIeNsIpUsl COCTaBIsIeT
aKT O BBEIJENIEHUH K YHUYTOXEHHUIO TOKYMEHTOB, HE MOJISKAIINX XPAHCHUIO, Ha Jea
BCEH OpraHM3aluy MO TOH ke (opme. 3aroIOBKH OJHOPOIHBIX JIeN, OTOOPaHHBIX K
YHHYTOXXEHHUIO, BHOCATCS B aKT 10/l OOIIMM 3aroJIOBKOM C YKa3aHHMeM KOJIMJYecTBa Jed,
OTHECEHHBIX K JAaHHOU IpyIIIe.

8.63 [lema BKIIOYAKOTCS B aKT O BBINEIEHHUH K YHUYTOXXEHHUIO TOKYMEHTOB, HE
MOMJIEXKAIIMX XPAHEHUIO, ECIIU IIPEeIyCMOTPEHHBIM AJIl HUX CPOK XpaHEHHUs UCTeK K 1
SHBaps roJia, B KOTOPOM COCTaBJieH akT. Hampumep, 3akonuenHsie B 2014 roxy nmena c
3-JIETHUM CPOKOM XpaHEHUs, MOTYT OBITh BKITFOUYEHBI B aKT, KOTOPBIH OyIeT CoCTaBIeH
He paHee | suBaps 2018 roxa.

8.64 Jlena ¢ otmeTkoM «IITK» momiexar MOJMCTHOMY MPOCMOTPY B LIEJSX BBI-
SIBJIEHUSI JOKYMEHTOB, NOJJIeXAallNX I[TOCTOSHHOMY XPaHCHHIO. BBISBICHHBIE B TaKuX
Jenax HOKYMEHTHI IIOCTOSHHOTO XPaHEHHUS BBLOCISIOTCS U MPUCOSIUHSIOTCS K OIHO-
POIHBIM IefiaM WIH QOPMUPYIOTCS B CAMOCTOSTEIbHEIE [Ea.

OcranpHble JOKYMEHTHI fena ¢ oTMeTKoH «3ITK» BKITIOYarOTCS B aKT, IPU 3TOM
otMmeTKa «IIIK» B akTe He yka3bIBaeTcs.

8.65 AKT O BBIIENICHUU K YHUYTOXCHHIO JOKYMEHTOB, HE IOJJIEXKAIIUX XpaHe-
HUIO, TIPEACTABIISIETCS HAa paCCMOTPEHME U cornacoBanue DK oJHOBpEMEHHO € OMUCIMU
JEJI IIOCTOSTHHOT'O XPaHEeHUs U 10 JUYHOMY COCTaBy.

8.66 AKT 0 BBIIENICHWU K YHUYTOXEHHIO JOKYMEHTOB, He IMOIUIEXKAIINX XpaHe-
HUIO, YTBEPXKIA€TCs pyKOBOLUTENIEM OpraHusanuu nociue yreepxaenus JIIK apxuBHo-
ro yYpeXIEHMs, TOCYNapCTBEHHOIO WM MYHUIIMNABHOTO apXHBa B COOTBETCTBUU C
IIPEAOCTaBJIEHHEIMU €My ITOTHOMOUYMSMU OIMCEN NIeN MOCTOSSHHOTO XPaHEeHHUs U corlla-
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COBaHHMS ONHCEH JEIN MO JIMYHOMY COCTaBY, IIOCJIE Yero Jena, BLIeeHHbIe 110 aKTy K
YHUYTOXEHHUIO, MOTYT OBITH YHUYTOXEHBHI.

8.67 [lena, moasnexaline yHHITOKEHHUIO, IEPEIAIOTCS Ha nepepaboTky (yTHian3a-
uuro). INepenaua nen opopmiiseTcs mpreMo-caaToYHOM HaKIaTHOI.

ITocne yHHUTOXEHNMS el B HOMEHKIATYpe JeN HPOCTABISIOTCS OTMETKH, 3aBe-
psA€MBbIE NOAKCHIO paOOTHHKA KAHIENIPUH YHUBEPCUTETA, ¥ IATOM:

«YHuuroxeno. Cm. akt Ne ot . Tloxmuck, HHALHATEL, bamummsy.

8.68 DNEeKTPOHHBIE TOKYMEHTHI C UCTEKIIIUMU CPOKaMU XpaHEeHUs TMOIIEkAT BbI-
ACTICHUIO K yHUYTOXKEHHUIO Ha OOIIMX OCHOBAHHUSX, MOCIIE YEro MPOBOMUTCS UX buznye-
CKO€ YHMYTOXCHHE WM YHUYTOXCHUE MTPOTPAMMHO-TEXHHUYECKUMH CPEACTBAMH C CO-
OTBETCTBYIOIEH OTMETKOM B aKT€ O BBIACIEHHWH K YHUUTOXKEHHUEO 3JIEKTPOHHBIX TOKY-
MEHTOB.

ONEKTPOHHBIE TOKYMEHTBI CUMTAFOTCS YHHUYTOXXEHHBIMH, €CIIH WX HEJb3S BOC-
CTaHOBUTBH CPEACTBAMU MH(DOPMALIMOHHON CHCTEMBI HA HOCHUTEISNX UHbOPMAIMK U U3
PE3EPBHBIX KOMUH.

8.69 AKTBI O BBIIETIEHUH K YHUYTOXKEHHIO JOKYMEHTOB, He IOMJIeXKAIINX XpaHe-
HHIO, XPaHATCS IIOCTOSTHHO B Jefie hOHA.

9 Opranusanus 10cTyna K J0KyMeHTaM H HX HCHO0JIb30BaAHHS

9.1 Bbinava men, HAXOMALINKCS Ha XPAaHEHWY B KaHISISIPHI, CTPYKTYPHBIX ITO-
paszneneHnsIx pabOTHHMKAaM APYTHX TOApasfelNeHHil IS O3HAKOMIICHHS U (unu) st
BPEMCHHOT'0 MCIOJIb30BaHKA B paboTe IPOU3BOIHUTCSA II0 3alpOCaM, MOAMHCAHHEIM Py-
KOBOJIMTETIEM (3aMECTUTENEM PYKOBOIHUTEIIS) CTPYKTYPHOTO TOpa3eeHH s, 3arparm-
BRIOIIETO JeJI0 (IOKYMEHT) U C pa3pelieH s] pyKOBOTUTENS KaHIETSPHS WA CTPYKTYp-
HOT'O IOApa3/ieNieHH s], TOKYMEHTBI KOTOPOTO 3alpalliBaOTCs.

9.2 Jlena, NOKyMEHTHI BBINAIOTCS BO BDPEMEHHOE IOJIb30BAaHHE PaGOTHHWKAM Ha
CPOK He 60Jiee OIHOTO MECSIIA.

['ocynapcTeeHHEIM Opranam (CyaeGHBIM, MPaBOOXPAHHTEILHBIM, opraHaM rocy-
A2pCTBEHHOTO KOHTPOJIS ¥ HaJA30pa) JeNa U OTAebHBIE JOKYMEHTHI BBIIAIOTCS Ha OC-
HOBaHMM UX MUCBMEHHBIX 3alIPOCOB C pa3pelleHHs PEKTOpa WIIH WHOTO YIOJHOMOYEH-
HOTO UM JIMLIA, TTO aKTaM Ha CpOK He 00Jiee IIeCTH MEeCSIIeB.

IIpy HEOOXOMUMOCTH CPOK HCIIONB30BAHHUS JOKYMEHTOB MOXKET OBITh IIPOJIICH.

9.3 B muceMeHHOM 3ampoce PaGOTHHKOB YHHBEPCHTETA O BBLAYE JIOKYMEHTOB
(IesT) BO BpeMeHHOE I0J1b30BaH)E U3JAraloTCs IPHYNHEL, M0 KOTOPBIM 3alparinBaeTcs
JeNo (IOKYMEHT) M LeJb HCIIOB30BaHus HOKYMEHTOB, HAXOMAIIUXCS Ha OIIepaTUBHOM
XpaHEHWH.

9.4 Ha BbIIaHHOE MeI0 3aBOAWTCS KapTa-3aMeCTHTENb, MOMeIaeMas Ha MeCTO
BBIIAHHOTO Nenta. B Heil yKasbiBaroTCs MHAEKC Jena, 1aTa ero BELIauH, KOMY eJIO BbI-
AHO, [laTa ero BO3BPAIIEHHUS, IIPEyCMaTPUBAIOTCS Ipadbl TS TIOANUCEN B MOTyYeHUH
Y TIpUeMe nejia.

Ha mecto u3bsaToro mommHHuka nokyMeHTa pabOTHHK KaHLIEISIPUU WU JIEJI0-
MPOU3BONUTENE MONPA3NAENCHNs BKIAIbIBAET B JENO JHCT-3aMECTHTENb C yKa3aHHEM,
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KOT'la, KOMY ¥ Ha KaKOH CPOK BBIJAH NOKYMEHT M [OAMUCSIMHA B MOTYYCHUH npueMe
nena. [Ipu aTOM B €0 oMeraeTcs 3apepeHHast KOs IOKyMEHTa.

Ilocre pemenus Bompoca, s paccMOTpeHuUst KOTOPOTO nena (JOKYMEHTHI) U3bI-
MaJIuCh 110 3alpocaM rocyqapCTBEHHBIX OPraHOB, MOTHHHUKA JOKYMEHTOB IOJKHEI
OBITH BO3BPAILEHB! B OPraHU3AIMIO ¥ [TOMEIIEHH B IeJIO.

9.5 DneKTpoHHbIE TOKYMEHTHI, HaXOAAIIMECS Ha OIePAaTHUBHOM XpaHEHHHU B 6a3ax
JI@HHBIX HHGOPMAIMOHHBIX CHCTEM, BBINAIOTCS ISl MCMOMB30OBAHMS B BHIE KOMUi
SJICKTPOHHBIX TIOKYMEHTOB B COOTBETCTBUM C HHCTPYKITHEH.

9.6 Tlopsinok poctyra paGoTHUKOB YHHBEPCHTETA K TOKYMEHTaM, pa3MeliaeMbIM
B COJl, ycTaHaBIMBaeTCs JOKATBHBIME HOPMAaTUBHBIMHU aKTaMH, ONIPEAEIISIOIIUMU 10~
PSAMOK OKCIITyaTalu WHPOPMALMOHHON CHCTEMBI, H B COOTBETCTBHUHU C [IEPCOHAIBHBI-
MU YUETHBIMU 3aMUCIMHU paboTHUKOB B CDJI.

PaboTHrKaM, He NMeIOIKMM TTpaBa TOCTYTIA K COOTBETCTBYIOLIEH HHPOPMAIIHOH-
HOH CHCTeMe, 31eKTPOHHbIE TOKYMEHTbI BBIIAIOTCS B COOTBETCTRIH C nyHkTamu 9.1-9.3
MHCTPYKIWH, Ha QU3HIECKH 060COOIEHHOM HOCHTENE, BBICALIAIOTCS 1O 3JIEKTPOHHOMY
anpecy pabOTHUKA, 3alpallHBAIOIIEro JOKYMEHT, HiTH HHBIM obpazom.

9.7 B KaHUENAPUH, CTPYKTYPHOM IIONDPA3LEIICHNHN, BBLIABIIEM IEJI0 (OKyMeHT)
BENeTCS Y4eT BBINAHHEIX AeN (HOKyMEHTOB) M KOHTPOJE WX CBOEBPEMEHHOTO BO3BpaTa.
ONeKTPOHHBIE fena (TOKYMEHTEI) BO3BPATY HeE MOJIEKAT.

9.8 PaboTHuKY 065S3aHBI 06ECTIETMBATE COXPAHHOCTE TIOJIyYE€HHBIX BO BPEMEHHOE
OJIE30BaHNE TOKYMEHTOB (Z1e) Ha OyMakHOM HOCHTESIE U MCIIOIb30BAThH TIOJIyYEHHYIO
MH(QOPMAIIHIO B CITY)KeGHBIX LETIX B COOTBETCTBUH C TPeOOBAaHUAMH JOKAIBHBIX HOP-
MaTHBHBIX aKTOB. 3alpeliaeTcs nepefada MONTyYeHHBIX JOKYMEHTOB WK X KOTIHi pa-
OOTHHKaM NPYTHX MOApasfeNenui Wi OpraHu3amyii.

9.9 Uzbartue (BeleMKa) JOKYMEHTOB, 0OPa30BABIINXCA B IESTETBHOCTH OpraHu-
3alliH, IPOU3BOAHMTCS B COOTBETCTBHH C 3aKOHONATENBCTBOM Poccuiickoit Memepani.

9.10 UsbsTre (BBIEMKa) JOKYMEHTOB IPOM3BOJUTCS HA OCHOBAHHH IHCHMEHHONO
pacropskeHus (IIOCTaHOBNEHHS) COOTBETCTBYIOIIET0 OPraHa BIACTH C paspelieHus py-
KOBOZIMTENIA OPraHU3alii UK HHOTO YIIOJTHOMOYEHHOTO MM JIUIA C U3BEIIEHHEM PYKO-
BOZIUTEIA MTOJPaA3ACICHH s, JOKyMEHTEI KOTOPOIO M3BIMAIOTCSI.

9.11 @aKT u3bATHS (BBIEMKH) JOKYMEHTORB (ukcupyeTcst B mpoTokone (axTe)
U3BATHS (BBIEMKH) JOKYMEHTOB, KOTODEIH COCTaBIsAeTCS He MEHee ueM B IBYX 3K3eM-
TUBIpax M MOAMHUCBIBAETCS YIIOJTHOMOYEHHBIMY MPEICTABUTEISIMU OPraHU3aLUK U COOT-
BCTCTBYIOIICTO rOCyNapCTBEHHOro oprana. K mpoTokony (akTy) mpumaraercs omuck
(peecTp) U3BATBHIX TOKYMEHTOB (Ie).

9.12 Ilpw M3BATHM HOLTMHHUKOB JOKYMEHTOB B €0 TTOMEIIaeTCs 3aBepeHHas
KOIHsl TOKYMEHTa, Ha 000pOTe KOTOPOi YKa3bIBAeTCs OCHOBAHUE U3DITHS MIOVINHHUKA,
CPOK BO3BpaTa, faTa ¥ MOANKCH PabOTHUKA, OTBETCTBEHHOTO 33 (OPMHUPOBAHUE ¥/HITH
XpaHeHUe nena.

9.13 TlonnMHHYUK JOKYMEHTa, U3BATHI W3 e Ha OCHOBE COOTBETCTBYIOIIIETO
PCIICHUA, MIOCNIe PACCMOTPEHHUS U PEILCHNUsI BOIPOCA, BO3BPALIAETCS B J€JI0, IIPH 3TOM
KOITKs1, IOMEIIEHHAs B I€JI0 BMECTO IMTOMJIMHHNAKA, U3BIMAETCS.

10 UsroToB/eHue, y4eT, HCNOJIb30BAHHE H XpaHeHHe nevyaTed, WTAMIIOB,
0/1aHKOB JOKYMEHTOB, HOCHTEJIel 3JIEKTPOHHBIX NMOANMHCENH
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10.1 brnavku oOpraHM3alMOHHO-PACIIOPSIUTENHBIX TOKYMEHTOB paspabaTsiBa-
FOTCS KaHUeNApred. Buibl 611aHKOB OpraHu3alnOHHO-PACTIOPS IMTENBHEIX TOKYMEHTOB,
TpeOOBaHUs K UX OQOPMIICHHIO ¥ HCTIOTB30BAHMIO YCTAHABIUBAOTCS WHCTPYKIHEH 110
JeIONPOU3BOICTRY.

10.2 O06pasipl 61aHKOB TOKYMEHTOB yTBEPXKIAIOTCS B COCTAaBe UHCTPYKLUH 10
JENIONIPOU3BOACTBY. '

10.3 B yHuBepcuTeTe IS NOATOTOBKM OKYMEHTOB MOTYT MCIIOJIb30BATHCS
ONaHKU TOKYMEHTOB, H3TOTOBJIECHHBIE TUIIOTPa(CKUM CIIOCOOOM HITH CPeNCTBAMH Olle-
paTuBHON noaurpaduu.

YHUBEPCUTET BIpaBe IpH MOATOTOBKE TOKYMEHTOB HCIOIb30BATH JJIEKTPOHHBIE
abIOHbl GTaHKOB. DNEKTPOHHBIE MAGTOHB! GIAHKOB JOMKHBI COOTBETCTBOBATE OO-
pa3uaM OJIaHKOB, yTBEPKASHHBIX PyKOBOIUTEIEM OpraHH3alii.

10.4 brraHKy OpraHuM3aLMOHHO-PACTIOPATUTENEHBIX TOKYMEHTOB, IIPUMEHSIEMBIE B
YHUBEPCUTCTE, HE MOTYT MEPElaBaThCst APYTHUM OPraHU3aLUSIM, JOJKHOCTHBIM U (U3H-
YECKHUM JTHIaM.

10.5Kannenspus yuusepcureTa:

- OCYIIECTBJIAET XPaHEeHNE ONaHKOB OPraHU3alMOHHO-PACTIOPSIUTENBHEIX JOKY-
MEHTOB U BBIIAa9y UX B CTPYKTYPHEIE TOpa3eleH s YHHBEPCUTETA;

- OCYIIECTBIISICT KOHTPOIb 3a IMPABUIBHOCTBIO MCIIOIB30BaHUsI BIAHKOB OpraHuU-
3aLMOHHO-PACIIOPAAUTENBHBIX JOKYMEHTOB.

10.6 B YHusepcurere B cooTBercTBHM ¢ DenepantbHEM KOHCTUTYLIMOHHBIM 3a-
konoM «O I'ocynapcteennom repbe Poccuiickoit ®enepanum» u YCTaBOM HCIIOJIB3YET-
C Tedath ¢ BocmpousseneHneM I'ocymapcteenHoro rep6a Poccuiickoit ®enepanuu
(mamee — meyats OpraHM3aLNN).

B YHuBepcuteTe HCTIONB3YIOTCS NMEYaTH MOAPA3IEICHNMI, IeYaTy [ TTaKeTOB U
OTHAC/IBHBIX KAaTeIOpUH NOKYMEHTOB, a TaKXKe MeTalIMYecKUe BEDKUMHBIE [EUaTy s
OIeYaThIBAHUS IIOMEIICHHUH U YIOCTOBEPEHHUS CIICLUATBHBIX [IPOITYCKOB.

10.7 Ile4aTs opranusaliy ¢ BOCIIPOM3BENEHHEM I 0CYIapCTBEHHOTO repba Poc-
cuiickoit Dezepaliu COOTBETCTBYET TpebGoBaHMAM, ycTaHoBlIeHHEM [OCT P 51511-
2001 «IlewaTu ¢ Bocmpom3sBeneHWeM I 0CYNapCTBEHHOTO repba Poccuiickoit ®enepa-
nuu. Popma, pasMepsl U TEXHUYECKHE TPEOOBaHHUY.

10.8 ITeyaTn u mWTaMIIBl yHHBEPCHTETA H3TOTABIUBAIOTCS B KOIMYECTBE, HEO6XO-
AUMOM IJIsl OCYIIECTBIICHUS MOAPA3JEICHUAMN YHUBEPCUTETA U €€ PaOOTHUKAMHU BO3-
JIOXECHHBIX Ha HUX QYyHKLUH. Perrenne 06 M3roTOBIEHMM W KOJIMYECTBE SK3EMIUISIPOB
neJaTell ¥ ITaMIIOB IPHHAMAET PEKTOP.

10.9 IMeuatrro yHUBepCcUTETA 3aBEPSIOT OIMHHOCTD TIOAMHCH peKTopa.

10.10 Ileyat u mTaMmsl BRITAIOTCS JUIS MCIIONB3OBAHUS pabOTHHUKAM, OTBET-
CTBCHHBIM 32 VX UCTIOJIB30BaHUE U XpaHEHHUE MO MOAIKCEH B XypHAJIE ydeTa IedaTeii u
ITAMIIOB. YYeT [Ie4aTel U IITaMIIOB OPraHU3alUHU BeleT KaHIeSIpHs YHHUBEpPCUTETA.

10.11 Ilpu ncrons3oBanuu B paboTe MeYaTW W INTAMITEL XpaHATCA B 3aluparo-
muxcest mradax (cefiax) paGOTHHKOB, OTBETCTBEHHBIX 32 XpaHEHUE U UCIOJIB30BaHUE
IeYaTeil v ITaMIIoB.

10.12 Tlepenaya meyareif u ITaMIIOB TOCTOPOHHKM JIMIAM He JomyckaeTrcs. Bel-
HOC TI€YaTel W ILITAMIIOB 3a MpeIeNbl YHUBEPCHTETa BO3MOXKEH B MCKITIOUMTETBHBIX
CITyHasx 110 PeIICHHIO peKTopa (HarpuMep, IPH MOAMMCAHUH JOTOBOPOB).
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10.13 Kannenspus exerogHo mposepseT CobIIomeHue pPabOTHUKAMHU YCIOBUH
MCIIONb30BAHUST U XPaHEHMS IeYaTeil W INTaMIIOB B CTPYKTYPHBIX IIOAPA3ICTCHUSX
YHUBEPCHUTETA.

10.14 Ilpuieniye B HErOAHOCTh W YTPATUBILIHE 3HAYEHWE MEYaTH M IITAMIIEI
TIOLJIEXAT BO3BPATY B KaHLENAPHUIO, IS LUEHTPAIN30BAaHHOTO YHHYTOXEHUs. [ledyatu
YHAITOXAIOTCS 10 KTy C COOTBETCTBYIOLIEH OTMETKOH B JKypHajle ydera IedaTeil u
IITaMIIOB.

10.15 Jinst o6meHa 3eKTpOHHBIME TOKyMEHTaMH mocpenctsom MDJIO B YHH-
BEPCHUTETA HCIIOJIB30BATECS YCHICHHBIE KBAIM(DUIMPOBAHHEIE 3JEKTPOHHBIE TTOMITHCH.
CocTaB JOMKHOCTHBIX JIMI U PaGOTHHKOB YHHUBEPCHUTETA — BIIALENBIEB YCHIEHHBIX
KBaIMQULUNPOBAHHBIX JIEKTPOHHEIX TIOAMKCEH ONpeeseT PEKTOP.

10.16 Tlpy mepenade yHUBEpPCHTETOM 3NIEKTPOHHEIX TOKYMEHTOB HA 3NEKTPOH-
HBIF ajipec IpYrodl OpraHM3alMy, a TakxKe Il OOMeHa 3JIeKTPOHHBIMHU JOKyMEeHTaMH
nocpencteoM COJI B yHUBEPCUTETE U €€ [OAPA3IEIEHHIX MOTYT HCIIOIb30BaATECS ycH-
JICHHbBIE HEKBAH(QULHPOBAHHBIE SIEKTPOHHBIE IOAIKMCH W/UITH TIPOCTHIE SIEKTPOHHBIE
TOMMKCH (ZaJlee — SNEKTPOHHAS TOIKCE) B COOTBETCTBUH ¢ DeepalbHEIM 3aKOHOM OT
6 ampens 2011r. Ne 63-®3 «O6 371€KTPOHHOMH MOIITHCHY.

10.17 Onextponnslit noxymenT 8 COJI yHUBEpCUTETA, TOAMHCAHHBIN 3JIEKTPOH-
HOM TIOJITHCBIO, IPU3HAETCS PABHO3HAYHBIM JTOKYMEHTY Ha GYMAa)KHOM HOCHTEJNe, MO-
MACAHHOMY COOCTBEHHOPYYHOH ITOAMICHIO M MMEET OJUHAKOBYIO C HHM IOPUIUYECKYTO
CHITY TIDH OJJTHOBPEMEHHOM COOIIONEHUH CIIeIYIOIIUX yCIOBHIL:

- KJFOY MOMIHMCH, OTHOCSAIIMACS K KOHKPETHOHN 3JIEKTPOHHON IMOXIKCH, HA MO-
MEHT NOAMMCAHKS SJICKTPOHHOIO JOKYMEHTa ABISETCS NEHCTBUTENBHBIM (IOCTOBEp-
HBIM), HE yTPaTHI CUIY (HE OTO3BaH);

- MOATBEPXK/ICHA MMOJIMHHOCTD 3IEKTPOHHON MOAMKCH B JIEKTPOHHOM JTOKYMEH-
TE;

- /laTa ¥ BpeMsl CO3IaHUs EKTPOHHOM noanucu 3adukcuposansl B COJI;

- JIEKTPOHHAS MOAIMKCH HCIONIB3YETCS B COOTBETCTBHHU C YCTAHOBIEHHBIM B Op-
TaHU3allMU pacrpeNeIeHueM IpaBa MMOIIMCH JOKYMEHTOB MEXIY HOJDKHOCTHBIMH JTH-
[[aMU U paOOTHUKaMH.

10.18 I'enepanmio u XpaHeHHe KIIOYel HeKBATH(DHITMPOBAHHON U nipoctoit OI1 B
COJ1 momxen ocymectsists anmunuctpaTop COJI nim uHOe NIOJpa3AeiICHIe YHUBEP-
CHTETa KOTOPOE BENET y4eT KIIFOYeH 3JIEKTPOHHBIX MOAMHCEH B CIENUAIBHOM XypHa-
ne. Brlnada MaTepHalbHBIX HOCHTEICH SJIEKTPOHHOK MOMITHCH M MX BO3BDPAT IO HCTe-
HCHHUH CPOKa NEHCTBUS OCYLIECTBIIAETCS IO IIOANIKCH pabOTHHKA B KypHAJIE.

10.19 Coznanme maponeit fist IPOCTOM 3IEKTPOHHOM TOATIUCH OCYILECTBIISIETCS
B TIOpAZKe, yCTAaHOBJIEHHOM JIOKaJbHBIM HOPMATHBHEIM aKTOM YHHBEPCHUTETA, YCTAHAB-
TIMBAOIIMM TOPANOK SKCIuTyatanuu COJI ¥ HCHOMB30BaHUS DIEKTPOHHBIX MOAIKCEH
IpU paboTe ¢ JOKyMEHTaMH.

10.20 Koy anexTpoHHO# moamucy, ucmons3yemoit B COJI, seisercs KOHGbU-
ACHIMANbHOW WH(OPMalUed U 3allMIIaeTcs B COOTBETCTBHM C 3aKOHOIATEIHCTBOM
Poccuiickoit @eneparnun.
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Pacnopsascenue enagnozo 6yxzanmepa om 00.00.0000

CocraBneH KOMHUCCHEH B COCTABE:
IIpencenatens Haumerosanne nomxuoctn ©.U.0.
UIeHB! KOMUCCUH: 1. Haumenosanue nomxroctu @.U.0.
’ 2. Hanmenosanue gomxuocta ©.1.0.
Honyckaemes nepevucnams unenos komuccuu 8 CMPOKY 4epes 3ansmele,

TEKCT AKTA

[lewamaemcs ¢ ab3aya. He donyckaemcs ynompebnenue ob6opomos muna:
Hacmosawuii akm cocmasnen 6 mom, umo ...

Cocrasiien B JK3EeMILIApax:

I -1 9K3. - yrasvigaemcs komy u 6 xaxoe cmpykmyprHoe nodpaszdenenue
HanpasneH,

]

2-" 3K3. - ...
IIpencenarens JUYHAS NOONUCD @.1.0.
YreHs! Komuccun - NUYHASR NOONUCH .1.0.

JAUYHAAL NOONUCH ®.1.0.



Obpazey npomorona

MrancTepeTso 3npaBooxpanenms Pocenitckoit Genepaunn

DenepanbHOE roCynapcTBEHHOE GIOIKETHOE 00pa3oBaTeIbHOE YUPEKIEHNE
BBICIIETO 00pa3oBanms

«Psi3aHCKHMI TOCYIapCTBEHHBIH MEIUIIMHCKHH YHUBEPCUTET
uMenu akanemuka M.IT. ITaBrosay
MunucrepcTBa 3npaBooxpanenus Poccuiickoit Denepaunu
(®I'BOY BO Pa3IT'MV Munznpasa Poccn)

ITPOTOKOJX

00.00.0000 r. Pazanp No

DopmMma 3acenanvist

[Ipencenarens — ®.U.0.
Cekperaps — ®.11.0.

IIpucyrcrBoBamu: ykaswiearomes 6 cmpoxy @.H.0. kaxcdozo NPUCYNICINBOBABULESO UL
cnosa 00 uenogex (cnucox mpunazaemcs) u npunazaemcs. CHUCOK 6
angasumrnom nopsoke, cmonbyom.

[TosecTka nus:

1. DopmynupoBKa MepBOro Borpoca. Joknad - yKassIBAETCH HAaMMEHOBAHHE NOMKHOCTH,

®.1.0. noxIanyuKa B poaUTeTbHOM TTafeKe.

2. Popmynuposka mopozo eonpoca. Opopmienue anarozuunoe.

1. CJIYHIAJIN:

OU.0. 6 umenumenvrHom nadexce - Kpamkoe ulu pa3eepHymoe U3NONCeHUe
‘gvicmynnenus (om mpemve2o 1uya) unu c06a.; TEKCT NOKIana puiaraercs.
BBICTYIIUJIU:

@.U1.0., 10KHOCTD 8 uMeHUmenvHoM nadexice - cooepicanue GblCIMYNNEHUS.

D.1.0., IOIKHOCTE 6 umenumensrom nadesce - codeprcarnue BbICIYNNEHUS.
IIOCTAHOBUJIU:

1.1. Usnaraercs ¢dopmynuposka TIEPBOrO IMYyHKTA ITOCTAHOBIEHUS IO TIEPBOMY
BOTIPOCY - yKa3BIBACTCS NEHCTBUE B HEONIPENCIEHHON hopMe (MOPYYHTh, OPraHH30BaTh 1
T.I.), WCHOJHUTENs (IOMIKHOCTHOE JUO, CTPYKTYPHOE TIOAPA3NEICHUE), CPOK
VCTIOJTHEHUS.

1.2. Ananoauuno ogpopmasiiomes Opy2ue nyHKMbL NOCTAHOBIEHUS NO NEPEOMY BONPOCY.
2. CIYIIAJIU;

Odopmienue BToporo BOIIpOCa MPOU3BOAUTCS aHATOTHYHBIM 00pasoM,

IIpencenarens JUYHAS NOONUCH @.1.0.

Cexperaps JUYHAS NOONUCL ®.1.0.



Ob6pasey svinucku uz npomoxona

MunncTepeTBo 31pasooxpanenns Poceuitckoit Denepannn
DenepanbHOE rOCy 1apCTBEHHOE GIOIKETHOE obpazoBaTensHOE YYpekIeHNE
BBICLIIETO 0Opa30BaHus

«Psi3aHCKHl rocynapcTBeHHBIN MeqUIIMHCKH YHUBEPCUTET
uMmenwu akagemuka M.IT, [Tasnosay
MunucTepcTBa 3npaBooxparenus Poccuitckoi Denepaunmu
(®I'BOVY BO Pl MY Munznpasa Poccun)

BBIIINCKA U3 ITIPOTOKOJIA

00.00.0000 r. Pa3aus No

Dopma 3aceqanus

IIpencenarens — ®.U.0.
Cexperaps —~ ©.1.0.

[IpucyrcTBOBaNN: yrazwisaiomes 6 cmpoxy D.H.O. kadcdoeo npucymemeosaguiezo
wiu crosa 00 uenosex (cnucox wpunazaemcs) u npunazaemcs
CRUCOK 6 anpasumHom nopsoke, cmonbyom.

[losecTka nus:

l. @opmynuposka Broporo Bompoca. Joxnad - YKa3bIBAETCsl HaWMEHOBAHMeE
nomxHoCcTH, O.M.O. noxnanynka B pOAATETLHOM Mamexe.
1. CJIVIIAJIHA:

DUO 6 umenumensrom nadexce - kpamxoe wunu PA36EPHYMOe  U3NONCEHUE
6bICTMYNIEHUS (OM MPembe2o Iuya) unu croéa; TEKCT NOKITana NIPUJIaraeTcs.
BBICTYIINJIA:

®.J.0., 10MKHOCTS 6 umenumensrom nadeice - coOepiHcanue BublCMynieHus.

®.1.0., IOMKHOCTE 8 umeHumensHom nadexce - cooepoicanue 8blCmMynieHUs.
IHOCTAHOBWJIN:

1.1.ManaraeTcs GopMynIMpoBKa TEpBOro NMYHKTa MOCTAHOBJEHHS IO MIEPBOMY
BONPOCY - YKa3bIBAaeTCHA JEHCTBHE B HEONpeleNeHHOH dopme (TTOpYYHTS,
OpPraHu30BaTL ¥ T.JI.), WCTONHHUTENs (NOMKHOCTHOE JIHIIO, CTPYKTYpHOE
TIOApa3IeIeHNE), CPOK UCTIOTHEHHS,

1.2. Ananozuuno ogopmnsaromes Opy2ue RYHKMbl NOCMAHOBIEHUS 1O NePEOMY
gonpocy.

IIpencenarens - JIUYHAA NOONUCH @.1.0.

Cexpetaps NUYHASL NOONUCE @.1.0.



	17 Инструкция по делопроизводству часть 1
	часть 2 (2)

		2022-05-05T18:58:55+0300
	ФГБОУ ВО РязГМУ Минздрава России




