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VTBEPXIIEHA

npukazoM @I'BOY «KHI/ITYg
or« Ay #7 2047 1. N 7CCC-C

NHCTPYKIUA
NO 1eJIONPOU3BOACTBY B (peepaibHOM rocy1apcTBeHHOM 0I0’KETHOM
o0pa3oBaTe/IbHOM y4pesKIeHHH Bbiciiero oopazoBanus «Kazanckui
HALUMOHAJIbHBIH HCCIe0BATEILCKHI TeXHOJIOTHYeCKHH YHHBEPCUTET

I. O6mne nonoxkeHus

1.1. MHCTpYyK1IMS 1O AENONPOU3BOACTBY B (eepabHOM IOCY1apCTBEHHOM
OroKeTHOM 00pa30BaTeIFHOM YUYpeXAEeHUU Bhicuiero odbpasoBanust «KazaHckuii
HallMOHAJBHBIN HCCIIEOBAaTEIbCKHM TEXHOJIOTHYECKUH yHHUBEpCUTET» (nanee -
HUHCTPYKLHs) pa3paboTaHa B COOTBETCTBHU C MpHKa3zoM DelepalbHOT0 apXUBHOTO
arerrctBa oT 11.04.2018 Ned4 «O6 yrBepxaenur [IpuMepHOH MHCTPYKLHMH IO
N€JIONPOU3BOICTBY B OCYJaPCTBEHHBIX OpraHU3AIUAXY.

1.2. HWHcTtpykumss  pa3paboTtaHa B IelsIX  COBEpIIEHCTBOBAHUS
JeNONIPOM3BO/ICTBA U MOBHILEHHUS 3P PEKTUBHOCTH pabOTHI ¢ JOKYMEHTaMH IIyTeM
perinaMeHTaldd Ha €IWHOHM IIpaBOBOM M METOOMYECKOW OCHOBE IIpaBUII
[OATOTOBKM [OKYMEHTOB, TEXHOJNOTMA paboTel ¢ HHUMH, OpraHH3alMHd HX
TEKYIIETO0 XpaHEeHUs U MOATOTOBKH K IIepefjadye B apXUB YHUBEPCUTETA.

1.3. HHcTpykuus ycraHaBnMBaeT TpeOoOBaHHS K JOKYMEHTHPOBaHHUIO
YIIPaBIEHYECKOH [EeATENbHOCTH M OpraHu3alud padoTel C JOKyMEHTaMu B
IeJIONIPOU3BOICTBE (benepajibHOrO rOCy1apCTBEHHOIO OIOI)KETHOTO
obOpa3oBaTenbHOr0  YYpeXXKIeHMH  BeIcmero  obpaszoBaHus  «KazaHCkwuii
HallMOHAJIBHBIA HCCIIeI0BaTEIbCKUNA TEXHOJIOTHYECKU YHUBEpCHUTET» (nmanee -
Y HUBEPCUTET).

1.4. TlonoxeHus MHCTPYKIIMHM PACIPOCTPAHAIOTCS HA OpraHU3alui0 paboThl
C OpraHM3allMOHHO-PACIIOPSIAUTENBHBIMH JAOKYMEHTaMU HE3aBHUCHMO OT BHJa
HOCHUTeJIs, BKJIKOYas MOATOTOBKY, PETUCTPAIMIO, Y4eT M KOHTPOJIb HCIOJIHEHHUS
NOKYMEHTOB, OpraHU3allMl0 MX TEKyIIero XpaHEeHHs, OCYIIECTBIsIEMBbIE C
MOMOIIBI0 HHPOPMALIMOHHO-KOMMYHHUKAITHOHHBIX TEXHOJIOTHH.

1.5. OcobeHHOCTH OpraHu3alud pabOThl C NOKYMEHTaMH, COAEpXKallMMU
HHGMOPMAIIHIO OrPaHHYEHHOro JocTyrna (KOMMepUYecKyr TalHy, MepcOHalIbHbIE
IaHHBIE U UHYIO KOHGUACHIMAIBHYIO HH()OPMALUIO), pEryIUPYIOTCs OTAEIbHBIMU
HOPMAaTHUBHBIMHU aKTaMH, YTBEPXKAaeMBIMU PEKTOPOM Y HUBEPCHUTETA.

1.6. Opranusanus, BeleHHEe U COBEpIIEHCTBOBAHHE IEIONPOU3BOACTBA Ha
OCHOBE €IWHON TIOJUTHKA M [PHHIMIIOB, I[PUMEHEHHE COBPEMEHHBIX
HHOOPMAITHOHHBIX TEXHOJIOTMH B paboTe ¢ [JOKYMEHTaMH, METOIHUYECKOe
PYKOBOJICTBO ¥ KOHTPOJb COOMIOAEHUS IHOpsaka pabdoTbl ¢ AOKYMEHTaMH B
nojapasfeNeHHsIX YHHBEpCHTETa BO3NaraeTcs Ha OTHAeN KaHUEIApHH U
nenornpousBoacTBa (nanee — Cinyx6a AeI0npOU3BOACTBA).

1.7. Cnyx6a menonpou3BOACTBA AEHCTBYET Ha OCHOBAaHHUH IIOJIOXKEHHS O
HEM, YTBEPKIAEMOTO PEKTOPOM YHUBEpPCUTETAa U OIPENEeNAIOLIEro 3akaud H
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(GyHKIMH Noapa3eeH s, ero mpasa u OTBETCTBEHHOCTb.

1.8. OTBeTCTBEHHOCTh 3a OpraHW3aluilo paboTel C JOKYMEHTaMH B
noJApasJeleHuaX YHHUBEPCHUTETAa  BO3JIAraeTcs Ha  PYKOBOAUTENEH  3THX
noapasnenenuii.  HemocpenctBenHoe BEICHHE  [eJIONPOM3BOACTBA B
NoJpa3JieieHUsIX YHHUBEPCUTETA OCYIIECTBISAETCS IEIONPOU3BOIUTENEM HIIU
HHBIM Pa0OTHUKOM TOJpa3/eleHus, Ha KOTOPOTO BO3JIOXeHbl 0053aHHOCTU II0
BEJICHHUIO JeJI0NPOU3BOACTRA (Halee - 1eIOMPON3BOIUTENb TOPa3ICIICHNS).

1.9. JlomxHOCTHBIE 005S3aHHOCTH, IIpaBa U OTBETCTBEHHOCTh PabOTHHKOB
Cryx0bl 1enonpou3BOACTBa, NENONMPOU3BOAUTENEH IOApa3feleHuid ¥ WHBIX
pabOTHHUKOB, OTBETCTBEHHBIX 3a OpraHW3alWi0 paboTel C JOKYMEHTaMH,
OIpeNeNAIOTCs JOKHOCTHBIMU UHCTPYKLHMSMH.

1.10. Ha nepuom ormycka, KOMaHIMPOBKH, OONE3HM HIM B cCly4yae
YBOJIEHEHMs pabOTHUKM CTPYKTYPHBIX IOJpa3feNeHuil YHHUBepcUTeTa O0S3aHBI
nepesaBaTh BCE HAXOISIIMECS HA MCIOIHEHHUU NOKYMEHTHI [eJOMPOU3BOIUTEIIO
MOApa3JeNleHuss MM JApyroMy pabOTHHKY 10 YKa3aHHK pPyKOBOIHTEJIS
NOIpa3IeIeHHUs.

ITpu cMeHe Jenonponu3BoUTENS TOApa3ieNleH s COCTABISEeTCS aKT IpHeMa-
nepesady JOKyMEHTOB U JIell.

1.11. Conepxanue ciyxeOHBIX TOKYMEHTOB He IOJUIEKHT pasrialleHHIo.
BsaumozelcTBUe cO cpecTBaMH MaccoBOW HH(popMaluH, Iepegadya WM Kakoii-
m6o HHOOpPMAUMH WIM OOKYMEHTOB H WX KOIHH JOITyCKaeTCs TOJNBKO C
paspelleHuss peKTopa YHHMBEPCUTETa WJIM MHONO YIOJHOMOYEHHOTO UM
JOJDKHOCTHOTO JIHIIA.

1.12.PaboTHUKH YuuBepcureTa HECyT JUCLUIUIMHAPHYIO,
aJMUHUCTPATUBHYIO M HMHYIO, YCTAaHOBJIEHHYIO 3aKOHOHATEeNbCTBOM Poccuiickoi
@Denepaury, OTBETCTBEHHOCTh 33 HAapyIIeHHE CPOKOB XpaHEHHS ITOKYMEHTOB,
yTpaTy U HECAHKLIMUOHUPOBAHHOE YHUUTOKEHHUE CITy)KeOHBIX JOKYMEHTOB .

1.13. Ilpu ytpare mOOKYMEHTOB [€IONPOU3BOAUTENH MOApPA3AEIEHUS
HHQOPMUPYET pPYKOBOAMTENSI CTPYKTypHOro mnonpaszmeneHus u  CioyxOy
IIeJIONIPOU3BO/ICTBA, TI0CTIE YEr0 OpraHU3yeTCsl PO3BICK JOKYMEHTOB.

1.14 Ecnu po3bIick JOKYMEHTOB HE JaeT pe3ylbTaTa COCTABISAETCS aKT, B
KOTOPOM  YKa3bIBalOTCSl  JaHHBle  YTpPadyeHHOro  JOKyMEHTa, a  TaKxe
00CTOSTENBCTBA, IPU KOTOPHEIX ITPOU30IILIa YTPaTa, IoC/Ie 4Yero IpeJIIpUHUMAIOTCS
MEDpBI 110 3aMElIeHUI0 1aHHOTO JOKYMEHTa 3aBEPEHHOH KOIMUeEH TOKYMEHTa.

1.15. B uensx opraHuzanuu paboTel ¢ JOKyMEHTaMM B (duiHanax
YHuBepcuteta U 000COONEHHBIX CTPYKTYPHBIX IOApa3fENeHHUAX MOrYT OBITH
BBEJIeHBl MHCTPYKLHHK 110 OpraHu3alii paboThl ¢ JOKyMEHTaMH, IONOJIHSAIOIINAE
UHCTPYKLIHIO TI0 IeJIOTIPOU3BOICTBY Y HUBEPCUTETA, HO HE TPOTHBOPEYAIlUE EH.

1.16. IlpaBuma paboTel € [OOKyMEHTaMH B CHCTEME 3JIEKTPOHHOIO
noKymeHTooO0opoTa YHuBepcuteta (mamee - C3JI) U MHBIX HHQOPMAaLMOHHBIX
CHCTEMaX, B KOTOPBIX OCYIIEeCTBIsAeTcsl co3maHue (BKIIOYEHHE) U XpaHEHHe
JIOKYMEHTOB, H€ IOJDKHBI BXOOUTHh B IIPOTHBOpEYHE C IOJIOXEHUSIMU IaHHOH
UHCTPYKLIHH.



I1. lokymeHTHpOBaHHe YNIPaBJICHYECKOH NeATEJLHOCTH

2.1. B cOOTBeTCTBMH C 3aKoHOHaTenbCcTBOM Poccuiickoil ®enepauuu,
JOKQJIbHBIMA ~ HOPMATUBHBIMH  aKTaMHM B YHHBEPCUTETE  M3IAIOTCH
OpraHU3alMOHHO-PACTIOPS IUTENbHbIE JOKYMEHTHI.

2.2. BHOCUTh Kakue-THOO WCTIpaBleHUs] WK N00aBlIeHMs B MOANUCAHHBIC
(yTBeprkIeHHBIE) JOKYMEHTHI He JOIyCKAeTCH.

2.3. Co3nanue moxkymeHntoB B (O]l YHuBepcuTeTa OCYIIECTBISETCH C
HCIIOIBE30BaHieM 111a0I0HOB OJIAHKOB JOKYMEHTOB U 1a0JI0HOB JOKYMEHTOB.

2.4. DnexkTpoHHble IaGNOHBI OJaHKOB OKYMEHTOB TOIDKHBI OBITH
WIEHTUIHBI OJTaHKaM JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.

2.5. JloxkyMeHTBl OQOpMISIOTCS Ha ONaHKaX MWJIM CTaHJapTHRIX JTHCTax
Oymaru popmara A4.

2.6. JIyig U3rOTOBJIEHUS TOKYMEHTOB B Y HUBEPCUTETE HCIIOJIB3YIOTCH:

b61aHKk ¢ NPOOObHLIM PACNONONCEHUEM peKeu3umos IJid IOArOTOBKH
NIpHKa3a, pacrlopsHKeHHs, IPOTOKONA, aKTa U APYTUX JOKYMEHTOB, KPOME ITHCEM,

61aHK nuceMa 0N 8e0eHuUs nepenuckyu C OpPraHU3alMsIMH H IpaXKIaHaMH,
HaxoAsSIMMHKCS Ha TeppuTopuu Poccuiickoi Penepaliui,

braHk nucbma C PEKBU3UTAMM Ha PYCCKOM M OJHOM M3 HWHOCTPaHHBIX
S3BIKOB 0.1 86€0€HUS NePENUCKU C 3aPYOeACHBIMU KOPPECNOHOCHMAaMU.

2.7. Tlpx W3jaHWUM JOKYMEHTOB Ha CTAHJAPTHHIX JIHMCTaX OyMard Ha HHUX
BOCIIPOU3BOAATCS PEKBU3HUTHI, HEOOXOAUMBIE I JOKYMEHTOB KOHKPETHOTO BHJA
WJIH Pa3HOBUIHOCTH.

2.8. Ha GiaHkax JJOKyMEHTOB BOCIIPOU3BOAUTCS 3MOIeMa Y HUBEPCHUTETA.

2.9. [TIlpoektnpoBaHHe OJaHKOB JOKYMEHTOB OCYLIECTBISETCA B
cootBetctBHM ¢ TOCT P 7.0.97-2016 «Cucrema cTaHZapTOB IO HH(QOpPMAaIlWH,
6ubnroTeUHOMY M H3JaTelbcKoMy nAerny. OpraHH3allMOHHO-PACIOpsSIUTENIbHASL
noxkymeHTaius. TpeboBaHus K 0OPMIIEHHIO JOKYMEHTOBY.

2.10. BnaHKM JOKYMEHTOB YHHBEPCHTETA U3TOTABIMUBAIOTCSA THIOIPaQCKUM
croco6oM, CpeICTBaMH OIlePaTHBHOM MOTUIpa(Uy UIIK KOMITBIOTEPHON TEXHHKH.

2.11. JIoKyMeHTBl H3rOTaBJIMBAIOTCS Ha OyMa)KHOM HOCHTeNE W B (opme
3JIEKTPOHHBIX JOKYMEHTOB C COOIIOIEHHEM YCTAHOBIEHHBIX TIPaBHJI 0(hOpMIIECHHS
JOKYMEHTOB.

2.12. JloxyMeHTHI, oOpMIIeHHbIE KaK Ha O1aHKe, Tak H 6e3 HEro, JOJDKHEI
HUMETH II0JIsS He MeHee:

30 MM — J1eBOE;

15 MM — nipaBoe;

20 MM — BEpXHEE;

20 MM — HH)KHEE.

2.13. JloKyMeHTBI, H3JaBaeMble COBMECTHO OIHOM WM HECKOJIBKUMH
opraHm3alsaMH, oGhOpPMIAIOTCS ~HAa  CTaHJApTHRIX JMcrax Oymard ¢
BOCIIPOM3BE/IEHHEM PEKBH3UTOB BCEX OPraHM3allMii, y4acTBYIOIIMX B H3JaHUH
JOKYMEHTA.

2.14. TIpu MOATOTOBKE JOKYMEHTOB IOIyCKAeTCA HCIOJb30BaHUE INLEBOH U
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000poTHO¥ cTOpOHHI JNucTa. [IpU IByCTOpOHHEM CO3JaHMM JOKYMEHTOB IIMpPHHA
JIEBOT'O TI0JIs1 Ha JIKIIEBO# CTOPOHE JIMCTA M IIPaBOro MO Ha 000POTHON CTOPOHE
JTUCTA JIOJDKHBI OBITH PaBHBI.

2.15. Tlpu co3naHumM NOKyMEHTa Ha OBYX M Oosiee CTpaHHUIAX BTOPYIO H
MOCIEYIOIHE CTpaHUIbl HyMmMepyloT. HoMepa cTpaHHIl NpPOCTaBIAKOTCA 10
cepelHEe BEpPXHEro IMojisi JOKyMeHTa Ha paccTossHUM 10 MM OT BEpXHEro Kpas
JIUCTA.

2.16. Jlns M3rOTOBJIEHMS JOKYMEHTOB HCIIONB3YyeTCs TapHUTypa MIpHdTa
Times New Roman, pa3mep mwpudra - Ne 12 - 14 .

I[Tpu cocraBieHUH TabNUI TOITYCKaeTCsl HCIIOIb30BaHHE MIPH(TOB MEHBIIIHX
pazmepos - Ne 10, 11 orT.

2.17. AG3anHblif OTCTYN B TEKCTE JOKYMEHTa - 1,25 cm.

3arooBKKM pa3leNioB W TONPa3[esioB Ie4aTaroTcsi ¢ ab3alHBEIM OTCTYIIOM
WU LEHTPUPYIOTCA 110 IIUPHUHE TEKCTA.

2.18. TekcT MOKyMeHTa meyaTaeTcs yepe3 1 MeXCTpOUHbIH HHTepBall. TeKCT
JOKyMEHTa BBIpaBHUBAETCS 10 LIIMPUHE JIUCTA.

MHoOrocTpoyHbsle pPEKBH3HTHl I€YaTAIOTCA 4Yepe3 OMUH MEKCTPOYHBIH
WHTEPBAJI, COCTaBHBIE YaCTH PEKBHU3UTOB MOTYT Pa3le/sThCS JOMOIHHTEIbHBIM
HHTEPBAJIOM.

Ecny JOKYMEHT TOTOBUTCS IS U3[aHUS C YMEHbIIEHHEM MacIiTada, TeKCT
neyaTaeTcs uepe3 1Ba HHTepBaJa.

MnTepBay Mex 1y OyKBaMu B cII0Bax - 00bIYHBIN. MIHTEpBa MEX Ty CIOBaMH
- OQUH Npober.

CTpoK¥ PpEKBHM3WTOB BBIDABHHBAIOTCS [0 JIEBOM TpaHMIE  30HBI
PACTIONOKEHHUsT DPEKBU3UTA MM LEHTPYIOTCS OTHOCHTENBHO CaMod JUTHHHOH
CTPOKH.

JlnuHa caMoOi JUTMHHOM CTPOKHM PEKBHU3MTA IIPH YIJIOBOM pACIIOJIONKEHHH
peKBU3UTOB He bonee 7,5 cM.

JlnuHa caMoi UTMHHOM CTPOKH PEKBU3UTA TIPH IPOA0JIBHOM PaCIOI0KEHUH
peKBU3UTOB He Oonee 12 cm.

2.19. Ilpy TOATOTOBKE MHOTOCTPaHHYHBIX IOKyMEHTOB OQopMmisieTcs
TUTYJIBHBIN JIHCT.

2.20. CocTaB PEeKBM3WTOB, WCIONB3YEMBIX I O(QOPMIEHHUS JOKYMEHTOB,
ompenenseTcs BHIOM (Pa3sHOBHIHOCTBIO) OpraHH3alMOHHO-PACIIOPSAUTENIBEHOIO
JOKyMEHTA.

2.21. Tlpu mOAroTOBKE JOKYMEHTOB OpraHM3alli¥  HCIOJIB3YIOTCA
pekBu3uTHI, ycranosiennsie TOCT P 7.0.97-2016:

2.21.1. sMb1eMa (B COOTBETCTBHH C IIyHKTOM 2.8 HHCTPYKUNA);

2.21.2. xon ¢Gopmbl JOKYMEHTA,

2.21.3. HauMeHOBaHUEe OpPraHU3allHH,

2.21.4. HaMMeHOBaHUE CTPYKTYPHOTO IOAPa3Ae/IeHHS;

2.21.5. HauMeHOBaHHEe NOJDKHOCTH JIHILIA,

2.21.6. crnpaBoYHBIE TaHHBIE 00 OpraHU3aLIH;

2.21.7. HauMeHOBaHKE BHJa JOKYMEHTa,




2.21.8. nara 1OKyMeHTa,

2.21.9. peructpauMOHHBIM HOMEP JOKYMEHTa;

2.21.10.ccpuika Ha pErucTpalMOHHBIA HOMEp M JaTy TOCTYIHBIIETO
NOKYMEHTa;

2.21.11. MecTo cocTaBieHus (M3aHUSA) JOKYMEHTa;

2.21.12. rpu¢ orpaHM4YeHHUs OCTYNA K JOKYMEHTY;

2.21:13. anpecar;

2.21.14. rpu¢ yTBEepKIECHUS NOKYMEHTa,;

2.21.15. 3arojoBOK K TEKCTY;

2.21.16. TeKCT NOKYMEHTa;

2.21.17. oTMeTKa O MPUIIOKEHUHY;

2.21.18. rpud cornacoBaHus JOKYMEHTa,

2.21.19. Bmu3a;

2.21.20. moamuce;

2.21.21. orMeTka 00 3IEKTPOHHOM MOIUCH;

2.21.22. neyars;

2.21.23. otMeTKa 00 HCIIOJIHHUTEJIE;

2.21.24. oT™MeTKa 0 3aBEpEHHUH KOIIHH;

2.21.25. oTMeTKa O IOCTYIUIEHHHU JOKYMEHTA,

2.21.26. pesomronus;

2.21.27. oTMeTKa 0 KOHTpOIIE;

2.21.28. oTMeTKa 0 HalpaBJIEHUM TOKYMEHTa B [IEJI0.

2.22. Brnank mpukasza (pacropsikeHus) YHHBEPCHTETA IOJUKEH BKIFOYATH
PEKBU3UTHI:

sMOemy;

HauMEHOBaHHE OpraHU3alluu;

HaMEHOBaHUE BHJIa JOKYMEHTA,

OTMETKH  JUIS  pa3MeIleHHs  pPeKBM3UTOB  «JaTa  JOKyMEHTay,
«pErHCTPallMOHHBII HOMEp IOKYMEHTay.

2.23. bnank nmceMa VYHHBeEpCHUTETa MJOJDKEH BKIHOYAaTh ClEAYIOLIHE
PEKBU3UTEL:

amMbieMy;

HaUMEHOBaHKE OpraHU3alluH;

CIIpaBOYHBIE AaHHbIe 00 OpraHM3alvH,

OTMETKHA [l TPOCTaBJIE€HUs  PEKBH3UTOB  «Jara  JOKyMEHTa»,
«PErHCTPALMOHHBIA HOMEp TOKYMEHTa», «CChIIKa Ha PETHCTPALMOHHBIH HOMEp H
JATy TTOCTYIUBILETO JOKYMEHTA.

2.24. BHyTpeHHHE OKyMEHTBI Y HUBEPCUTETa, OpopMIIsieMble He Ha ONaHKe,
JIOJKHBI COJIEPKATH COOTBETCTBYIOIME BUILY JOKYMEHTA PEKBU3UTHIL.

2.25. Dmbnema YHuBepcuTeTa, pazpaboTaHHas U yTBEPKASHHas B IIOPAIKE,
YCTAaHOBJIEHHOM 3akoHozaTernscTBoM Poccuiickont Penepaluy, pasMellaeTcs Ha
GraHKax JOKYMEHTOB B COOTBETCTBMM C IYHKTOM 2.8 JaHHOM HMHCTPYKIHH.
M306paxeHne dMOneMbl MOMeIaeTcss Ha BEpXHEM rose GraHka NOKYMEHTa Ha
paccTosHHK 10 MM OT BEpXHEro Kpas JIMCTa, 3aXBaThiBas 4acTh paboyed 30HEI



JOKYMEHTA, LIEHTPUPOBAHO HaJ PEKBU3UTAMH Y HUBEPCUTETA.

2.26. Kom dopmbl nOKyMeHTa IIPOCTaBIsSeTCsl Ha YHU(QULIMPOBAHHBIX
GopMax IOKYMEHTOB B cOOTBeTCTBHM ¢ OOILEpOCCHHCKUM KIacCH(PUKATOPOM
yrpasiendeckoid noxkymenrtamuu (OKVY]/]) Wiu JOKanbHBIM KJIaCCH(UKATOPOM,
pacroyiaraeTcs B ITpaBOM BEpXHEM YIIy pabodero moisi JOKYMEHTa, COCTOMT M3
cioB «@opmMa 10 (HauMeHoBaHHUe KitaccudukaTopa)» U HUPpPOBOro Koaa.

2.27. HaumeHoBaHHWe VYHHBepCcHTeTa Ha OJaHKe JOKYMEHTa JOJIKHO
COOTBETCTBOBAaTh HAMMEHOBAHHUIO IOPUAMYECKOro JIMLA B YCTaBe YHHMBEPCUTETA.
Ha GmaHkax HOKYMEHTOB YKa3bIBaeTCs IIOJTHOE OQHIMAIBHOE HaWMEHOBAHHE
FOPUIHYECKOT0 JIMIa ¢ YKa3aHHeM ero OpraHH3allMOHHO-TIPaBOBOH (OPMBI, Hal
HalMEHOBAHUWEM OpraHM3allid yKa3blBae€TCs HAMMEHOBAaHHE BBILIECTOAIIEH
OpraHW3alliy, I10J HaWMEHOBAaHMEM OpraHU3allid B CKOOKaX YyKa3bIBaeTCA
COKpallleHHOe HaUMEHOBaHHE OpraHu3alliy, €CIH OHO IIPEeyCMOTPEHO Y CTaBOM.

2.28. HauMeHOBaHKe CTPYKTYPHOTO IMOZpa3ieNeHus (B ToM quciie dpuinana,
OTHENICHHs, TPEJCTABUTENbCTBA, KOJIETHAJIbHOIO, COBENIATENIEHOTO MM HHOTO
opraHa) ykasblBaeTcs B OJaHKax IMceM M OlaHKaxX KOHKDETHBIX BHUJIOB
IOKYMEHTOB,  HM3/aBaeéMBIX  COOTBETICTBYIOIIMMM  IOApasfelNeHUsIMH B
COOTBETCTBMM C JIOKaJIbHBIMH HOPMATHBHBIMH aKTaMH YHHBepcuTeTa. Han
HAaHMEHOBaHWEM CTPYKTYPHOTO TIOApa3/eleHHs YKa3bIBA€TCs HaWMEHOBaHHE
VuuBepcuTeTa, 4YbMM  (HIHANOM,  OTACJEHHMEM,  IPEACTABHUTENECTBOM,
KOJUIErMadbHBIM MM COBELIATENbHBIM OpraHOM [aHHOE€ [IOfpa3fielIeHHe H|
SIBJIAETCHL.

2.29. HauMeHOBaHMe IO/DKHOCTH JIMIIA MCIIONB3yeTcss B ONaHKax IHCEM
IOJDKHOCTHBIX JIMI U pacrojiaraeTcs 1o HAMMEHOBAHUEM Y HUBEPCHUTETA.

2.30. CnipaBouHsle naHHbIe 00 OpraHU3alliy YKa3bIBalOTCA B OIaHKaX IMHCEM
U BKJIOYAIOT: TIOYTOBHIM ajapec YHHBepcUTeTa (JOMOJHHMTEIBHO MOXKET
YKa3bIBaThCsl aJpec MecTa HaXOXAEHMsA HOPHAMYECKOTO IHla, eClId OH He
COBIIaZaeT C [IOYTOBBIM apecoM); HoMmep TenedoHa, (akca, aapec dJIeKTPOHHOH
HOYTHl, CETeBOM ajpec, a TaKke KOX oOpraHu3aimu 1o OOLepoCCHICKOMY
kmaccudukatopy — mpeampustuit  u opraHmsamuii  (OKIIO),  ocHoBHOM
rOCyJapCTBEHHEI  perucTpaloHHsii  Homep opranusaumd (OI'PH) n
MIeHTHGUKALMOHHBIA HOMEp HaJIOTONJIaTeNbIIMKa/KO IPHIHUHEL IIOCTAHOBKY Ha
Haytoroseri yuet (MHH/KIIIT).

2.31. HauMeHoBaHue BHIa JOKYMEHTa yKa3bIBaeTCSA Ha BCEX NOKYMEHTaX, 3a
WUCKITIOYEHHMEM  JEJNOBBIX  (Cay)XeOHBIX)  IHMCEM,  pacmojaraercs  IoJ
HauMeHOBaHHEeM Y HUBEpCHTeTa (CTPYKTYpPHOTO HOpa3/ieNeH s, NODKHOCTH).

2.32. Jlara [mOKyMeHTa JOJ/DKHa COOTBETCTBOBaTh JaTe€ IOANMCAHHA
(yIBepXkneHus)  OOKymeHTa Mid (B MpOTOKONax) — JaTe CcOOBITHS,
3aUKCHPOBAHHOIO B JOKYMEHTE.

JlaTa JOKyMEHTa 3alliChIBAaeTCs B IOC/IENOBATENBHOCTH: JIEHb MeCAla,
MecsL, TOJ OJHHM H3 ABYX CIIOCOOOB:

apabckumu mubpamu, pasaeneHHsMu Toukoi: 05.06.2018;

cloBecHO-LU(POBEIM criocoboM: 5 uions 2018 T.

Ha noxyMmeHTax, opopMiIsseMbIX Ha GIaHKe, 1ata JOKyMEHTa MPOCTABIIAETCS
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MO PEKBH3MTAMH «HaWMEHOBaHWE BHAA JOKyMeHTa» (B OJaHKaX KOHKpPETHBIX
BHIOB JOKYMEHTOB) M «CIIpaBOYHBIE IaHHbIe 00 opraHuzanuu» (B OlaHKax
nuceM).

JlaToii TOKyMEeHTa, H3IaHHOTO COBMECTHO JIByMs UK OoJiee OpraHu3alusIMH
(IOMKHOCTHBIMU JIMLIAMH), SBJIAETCSA JaTa IOJIMCAHUSA JOKYMEHTa IIOCIEIHEN
CTOPOHOM.

2.33. PeructpauMoHHBI HOMEp IOKyMeHTa - LU(POBOH HMIU OyKBEHHO-
U poBOH HASHTUOUKATOP NOKYMEHTa, COCTOSIIMMA M3 IOPSIKOBOIO HOMEpa
NOKYMEHTa, KOTOpBIM, II0 YCMOTPEHHMIO YHHUBEPCUTETa, MOXET JONOJIHATHCS
U(GPOBBIMH MK OYKBEHHBIMH KOIaMH (MHIEKCaMH) B COOTBETCTBHHM C
UCTIOJBb3YEMBIMH KITacCU(HUKATOPAMH.

Ha nokyMmeHTe, COCTABIIEHHOM COBMECTHO ABYMs U 0oJjiee OpraHM3alisIMHy,
IIPOCTABIISIOTCS PErMCTPAlIOHHBIE HOMepa JOKYMEHTa, IIPHCBOEHHbIE KXKION W3
opraHuzauui. PerucrpalioHHble HOMEpa NPOCTABIAKOTCA B IOPAIKE yKa3aHHUA
HaMEHOBaHW# OpraHW3alMii B 3aroJIOBOYHON 4YacTH (mpeamOyse) NOKyMEHTa H
OTIEJSIOTCA APYT OT Apyra KOCON 4epToil.

2.34. Ccbulka Ha pEerucTpallMOHHBIM HOMEp M [Jary IIOCTYIHBILErO
JIOKyMEHTa, COCTOsIas H3 pEerucTpallMOHHOIO HOMepa M JaThl BXOIMAIIETO
JIOKyMEeHTa, Ha KOTOPBIi JaeTcs OTBET, IpocTaBiseTcs B Buae oTMeTkH «Ha Ne ...
OT ...» B OJIaHKe THUChMa.

B TekcT mucbMa-oTBeTa CBENEHHMS O PETHCTPAllMOHHOM HOMEpe H Jarte
MOCTYIHUBILEr0 MUChbMa He BKIIFOYAFOTCH.

2.35. MecTto cocTaBieHHs (M3JaHH) OOKYMEHTa YKa3blBaeTCsi BO BCEX
IOKyMEHTaxX, KpoMe  JelOBBIX  (CloykeOHBIX)  NHCEM,  BHYTPEHHHX
HH(OPMAIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB, a TakXe B Clly4ae, €CIIH MeCTO
HaxOX/EHMs OPTraHU3aliU BXOJWUT B ee HaWMEHOBaHHWe, HampuMmep: MOCKOBCKuUi
rOPOJICKOH YHUBEPCHUTET yIPABJICHH.

2.36. I'pud orpaHu4eHHs JOCTyNa K JOKyMEHTY MPOCTaBIAETCS B IPaBOM
BepXHEM YLy  IIepBOr0  JUCTa  JOKyMeHTa  (IpoeKkra  JOKyMEHTa,
COIPOBOJUTENBHOIO MHCbMa K JOKYMEHTY) OT TPaHMIBl BEpXHEro IoJs IpH
HaJMUYW¥ B JOKyMeHTe HH(pOpPMAallUH, OOCTYyIl K KOTOpOHM OrpaHHYMBaeTCs B
COOTBETCTBHH C 3aKoHOAaTenbcTBOM Poccuiickoit Denepayd.

Bunsl HCIONb3yeMbIX B YHHBepcHTeTe TpU(OB OrpaHHYEHHS TOCTYyINa
IOIDKHBl COOTBETCTBOBATh 3aKOHOAATENBHBIM M HWHBIM HOPMAaTHBHBIM I1PaBOBBIM
aktaM Poccuiickoii ®enepalid ¥ JODKHBI OBITH 3aKpeIUIEHBl B JIOKAbHBIX
HOPMATHBHBIX aKkTax. [ pud orpaHuYeHHs JOCTyNa K NOKYMeHTy (momerka «Jlmsa
CIy)XeOHOTO TONB30BaHUA») MOXET [JOTMONHATBCS HOMEPOM  3K3EMILIApa
IOKYMEHTa W JIPYTMMH CBEIE€HHSAMH B COOTBETCTBHM C 3aKOHOJATEIBCTBOM
Poccuiickoit @enepaivu.

B J0KyMeHTaXx YHHBEpCHTETa, COJAEPXalluX CBEJCHHs, COCTABJIAIOLINE
KOMMEpPYECKYIO TaliHy, B cooTBeTcTBMM ¢ (DenepaibHBIM 3aKOHOM OT 29 wurons
2004 1. No 98-®3 «O KoMMepdeckod TailHe» Hapsiay ¢ TpU(POM yKa3bIBarOTCH
moiHOe O(UIMAILHOE HAUMEHOBAaHHWE HOPHAMYECKOro JHOa, MECTO  ero
Haxoxnenus. Hanpumep:
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Kommepueckas taiiHa

OBV «HaumeHoBaHUE OpraHu3aluu»
MecTo HaxoXEeHUA

2.37. AnpecarT - pPEKBU3WT, HCIIONB3YEMbIH IpU O(OPMIEHUH [EJIOBBIX
(crmy>»xeOHBIX) ITUCEM, BHYTPEHHUX HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaToM JOKyMEHTa MOXeT OBITh OpraHusalus, CTPYKTYpHOE
TofipasieieHie OpraHU3alliy, JOJDKHOCTHOE MK (PHU3HUECKOe JTHLIO.

PexkBH3HT «aapecar» obopMiseTcs Ha OJaHKe C YIIIOBBIM PACIIONOKEHHEM
PEKBU3UTOB - B BEPXHEH MpaBOil 4acTH JOKyMEHTa, Ha OJaHKe C MPOJOIEHBIM
pacIOIOKEHHEM PEKBH3MTOB - CIpaBa IOA pekBusuTaMu OnaHka. CTpoku
PEKBU3WTA «adpecar» BLIPABHUBAIOTCS 10 JIEBOMY Kparw WM LIEHTPYIOTCS
OTHOCHUTEJIBHO CaMO JJIMHHOM CTPOKH.

[Tpu aJlpeCOBaHUU IOKYMEHTa  PYKOBOIHUTEIO (3amecTHTETIO
PYKOBOIMTEJIsS) OpraHW3allii yKa3blBalOTCSA B JATEIbHOM Ia/ie)ke HaHMEHOBaHHE
JOJDKHOCTH ~ PYKOBOAUTENS  (3aMECTHTENs  pPYKOBOAMTENS),  BKIIOYarolIee
Ha¥MMEHOBaHWE OpraHu3aluy, G(aMWIdIO, WHULHANBl JO/DKHOCTHOrO JTMIIA.
Hanpuwmep:

[eHepalbHOMY IHPEKTOPY
®BY «HauMmeHoBaHHE
OpraHu3auum»
Gammmms HU.0.

[Tpu axpecoBaHWH NHChMa B OPraHM3alMIO YKa3bIBAeTCS €€ IONHOE HIIH
COKpallleHHOe HaHMEHOBaHHE B UMEHHUTEIEHOM IMaIexke.

[Tpu agpecoBaHUHU JOKyMEHTa B CTPYKTYypHOE TIO[pasjielieHHe OpraHu3aluu
B pPEKBHM3WTE aJgpecaT» yKa3blBalOTCA B HMMEHHTENBHOM Iafe)ke HauMEHOBaHHE
OpraHM3alliy, HWKE - HAMMEHOBAaHKE CTPYKTYPHOro nojapaszeinenus. Hanpumep:

OBY «HanMeHOBaHHE
OpraHu3zaium»
@DHHAHCOBOE YIIPaBIEHUE

[Ipy agpecOBaHHM MHCbMa PYKOBOIMTENO CTPYKTYPHOIO IOAPA3AC/ICHIS
YKa3hIBAIOTCS B MMEHUTEIBHOM MaJIeke HAMMEHOBaHME OpraHM3allid, HUXKE - B
MaTeNbHOM TafeXke HaWMEHOBaHWE JO/DKHOCTH PYKOBOJIWTENS, BKIIOYarOlIee
HaWMEHOBAaHHe CTPYKTYPHOrO Mojpaszielenus, Gamunuio, uauimanst. Hanpumep:

OBV «HauMeHoBaHHE
OpraHu3anum»
PykOBOAUTEMIO NOTOBOPHO-
IpaBOBOrO OT/ENA
@amumsa U.0.
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Ilepen damuavedi NODKHOCTHOTO JIMI@ JOIYCKAaeTcs YNoTpeONATh
COKpalleHHe «T-Hy» (TOCIIOANHY), €CITH apecaT My X4YHHa, UITH «T->ke» (Tocroxe),
€CJIM ajjpecar XeHIIUHa, HallpUMep:

r-uy ®@amunmus 1.0.
r-xe @amumusg U.0.

Ilpu paccbulke AOKYMEHTa TIpyIle OpraHW3alliii OJHOrO TUIA HIH B
CTPYKTYpHbIe TOApa3[elieHds OIHOM OpraHu3alMd, aapecaT YKa3bIBaeTCH
0606menHo. Harpumep:

PykoBomuTensM Qpuananos
OBY «HaumeHnosanue
Opranuzanun»

PykoBomutensM ynpaBneHuit
u otnenoB ®BY «Haumenosaunue
OpraHH3aIlHH»

[Ipy pacchUlKe NOKYMEHTa He BCEM OpraHM3alisM HIH CTPYKTYPHBIM
TIO/Ipa3eNieHHsIM IOJ PEKBH3MTOM «AJpecaT» B CKOOKaxX yKasbIBaeTcs: «(II0
cnucky )». Hanpumep:

PyKoBOAUTENSIM YIIpaBICHHH H OT/IEIOB
ObY «HaumeHnopanue
OpraHU3aIuu»

(0 crMcKy)

CnHucoK pacChUIKU COCTABIISAETCS UCIIOJHUTEIEM.

Ecau nuceMo HampaBlsieTCss B OpraHM3alUi0 WK JOJDKHOCTHOMY IHILY U
IUTS CBEJICHHS elle Pslly OpPraHW3aliil I JOJKHOCTHBIX JIHLI, 00IIee KOIHYECTBO
ajgpecaToB HE JO/UKHO OBITH Oosee dYeTHIpeX, NPH 3TOM OCHOBHOH ajpecar
yKa3bIBaeTCsl IMepBbIM, cI0BO «Komus» mepex BTOPBIM, TPETBHUM, YETBEPTHIM
aZpecaTaMy He NeYaTaeTcs.

B cocraB peKBM3WTa <«AzpecaT» MOXET BXOAMTh IOYTOBBIA ajpec.
DyleMeHTHl  IOYTOBOTO  aJpeca  YKas3plBalOTCA B IOCIIENOBAaTEIBHOCTH,
yCTaHOBIIEHHO# [IpaBuIaMy OKa3aHHs yCIyT IIOYTOBOH CBA3H:

a) JUIS FOPUAMYECKOro JIMLA - IOJHOE WM COKpalleHHOE HauMEHOBaHHE
(Ipu HanuuuM), WIS TP@KIaHHHA - (aMMIMA, MM, OTYECTBO (MOCNIENHEe IpH
HAJTMYUN );

6) 6aHKOBCKHE DPEKBM3HMTHI (I IOYTOBBIX IEPEBOMOB, HANPaBIAEMbIX
FOPHANYECKOMY JIHILY WM IPUHHUMAEMBIX OT IOPHAMIECKOr0 JIHLA);

B) Ha3BaHUe YJIHIIbI, HOMED JI0Ma, HOMEp KBapTHPBHI;

I') Ha3BaHUE HACEJIEHHOr0 ITyHKTAa;

1) Ha3BaHHE paioHa;
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€) Ha3BaHHe pecIryOIuKH, Kpas, 00J1acTH, aBTOHOMHOTr'0 OKpyra (ob1actu);

’K) Ha3BaHHe CTPaHbI (7151 MeXKIyHApOJHBIX TIOYTOBBIX OTIPaBIIeHHH);

3) IOYTOBBIH MHJEKC.

ITouToBBIH ajipec He yKa3bIBaeTCs B JOKYMEHTaX, HalpaBlIs€MbIX B BBICILIHE
OpraHbl BIACTH, BHIIIECTOSIIHE OPraHU3aIiy, TOABEJOMCTBEHHbIE OPTaHM3alHuH |
MOCTOSHHBIM ~ KOPPECIIOHIEHTaM (32 HCKIIOYEHHeM HalpaBlIeHUS IHCEM
yKa3aHHBIM afipecaTaM B KOHBEPTaX C IPO3paYHbIMUA OKHAMH).

[Tpu oTmpaBke MHUCBEMA IO ANIEKTPOHHOW IMOYTEe WIH (aKCHUMUIIBHOHM CBS3H
(6e3 mochUIKM MO MOYTE) MOYTOBBIM agpec He ykasbiBaeTcs. IIpu HeobxoaumocTH
MOXeT OBITh yKa3aH 3JIEKTPOHHBIN afapec (Homep Tenedona/daxca). Hanmpumep:

OBV «HauMeHoBanue
OpraHu3aIim

ONeKTpOHHEIH azpec

2.38. I'pud yTBEp)KOEHUS AOKYMEHTa IIPOCTaBISAETCS Ha JOKYMEHTax B
IpaBOM BepXHeM YINy [epBOro JucTa JoKymMeHTa. CTpPOKM peKBH3UTa
BEIPABHUBAIOTCS 110 JIEBOMY Kpalm HIHM LEHTPYIOTCS OTHOCHUTEIBHO CaMOi
IJIMHHOM CTPOKHU.

[lpu  yTBepKOeHMHM  JOKyMeHTa  COOCTBEHHOPYYHOH  IIOAIHKCHIO
JOJDKHOCTHOTO JHlia rpud yTBepxaeHus coctouT u3 ciosa «YTBEPXIIAIO»,
HAaUMEHOBaHHUS [IOJDKHOCTH JIMIA, YTBEP)KIAIOIIEro JOKYMEHT, €ro IIOJIIHCH,
MHUIIMAIOB, haMUJIHHU U JaThl yTBepxaeHus. Hampumep:

YTBEPXIIAIO
Iupextop ®BY «HaumeHoBanue
OpraHH3aluHu»
[Tonmuce N.0. Gamunus
JlaTa

[Ipy yTBEpKAEHHH IOKYMEHTA pACIOPAAUTENBHEIM TOKYMEHTOM TpU(]
yrBepxaenus cocrour u3 crmoBa «YTBEPXKJIEH» («YTBEPXIEHA»,
«YTBEPXJIEHbBI» umu «YTBEPXJIEHO»), coriiacoBaHHOro ¢ HaMMEHOBaHHEM
BHUIa YTBEP)KIAeMOT0 TOKYMEHTa, Ha3BaHUA BU/IA PACIOPAAUTENIBHOTO JTOKYMEHTa
B TBOPHUTEJIHHOM MaJie)ke, ero AaTel, HoMepa. Hampumep:

(PermameHT) VTBEPXJIEH
npukazom OBY «HaumeHnoBaHue
OpraHU3aIlHH»
ot 5 okTa0ps 2017 r. Ne 82

(IIpaBuna) YTBEPX/EHBI
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npukazoM ®bY «Haumenosanue
OpraHH3alUN)
ot 5 oxtadps 2017 r. Ne 83

[Ipu yTBEpKIOEHHH HOKYMEHTa KOJUIETHalbHBIM, COBELIATEIbHBIM WU
WHBIM OpraHOM, peIleHHs KOTOporo GUKCHPYIOTCS B IPOTOKONE, B TIpude
yTBEPIKIEHHs yKa3bIBaeTCsl, HAMMEHOBaHHE OpraHa, faTa ¥ HoMep IpoTokona (B
cko0Okax). Hampumep:

(Tlonoxenue) YTBEPXJIEHO
HayuHO-TeXHHYECKHM COBETOM
®OBY «MuHoBanmus»
(nporokon ot 12.09.2017 Ne 12)

2.39. 3aromoBOoK K TEKCTy - KpaTKoe coJlepKaHue IoKyMeHTa. Ecmu
3aroJI0BOK K TEKCTy OTBEYaeT Ha BOIPOC «O 4eM?», OH HadMHAeTCs C Mpezora
«O» («O6»). Ecmu 3arooBOK K TEKCTY OTBEYae€T Ha BOIPOC «4€ro?», OH
COCTaBIIAET OMHO IleJloe C Ha3BaHWeM BHJa JoKyMeHTa. Hampumep:

npuka3s (o yeM?) 0 CO34aHHM ATTECTALlMOHHOH KOMHCCHH
mHceMO (0 9eM?) 0 TIpeIoCTaBIeHUH HHGOPMaIHH

akT (uero?) mpueMa-nepesadn oei

IPOTOKOJ (dero?) 3aceqaHus SKCIEPTHOH KOMHUCCHH

3aronoBoK K TeKCTY oGhopMIsieTcs MOI PeKBH3UTaMM OjaHKa ClieBa, OT
I'PaHHULIBI JIEBOTO TIOJIS.

2.40. TekcT [OKyMeHTa COCTaBlIseTCSd Ha TOCYJAapCTBEHHOM  SI3BIKE
Poccuiickoii ®efepalliii WIM TOCYIApCTBEHHOM f3BIKE (S3BIKAX) PECIyOJMK B
cocraBe Poccuiickoii ®enepaii B COOTBETCTBHUH C 3aKOHOAATENIbCTBOM
pecmy6iuk B coctaBe Poccuiickoi ®eneparn.

TekcT MOKyMeHTa JOJKEH OBITh COCTaBJIEH I'PaMOTHO, SICHO, MOHATHO U 10
BO3MOXKHOCTH KpaTKo. TeKCT JOKyMeHTa JOJDKEH COJEP)KaTh NOCTOBEPHYIO M
aKTyalbHYI0 HH()OPMALIO, IOCTATOYHYKO Ui IPHHATHS PEUICHHH WIM HX
MICTIOIHEHH S, He JOJDKEH JOIMyCKaTh Pa3IMYHBIX TOJKOBAHHI.

B TekcTe JOKyMeHTa, IOArOTOBIEHHOM HAa OCHOBaHHHM 3aKOHOAATEIbHBIX
WIM MHBIX HOPMATHBHBIX IIPABOBBIX aKTOB, paHee M3J[aHHBIX PacHOPSAUTENIBHBIX
JIOKYMEHTOB, YKa3bIBaIOTCSA UX PEKBH3UTHI:

HaMMEHOBaHME JOKyMeHTa, HAMMEHOBAHWE OpraHa BJIAcTH (OpraHH3alMy),
u3nasiiero(eil) JOKYMeHT, AaTa JOKYMEHTa, PETUCTPAlMOHHBIN HOMep 10KyMEHTA,
3aroJI0BOK K TEKCTY;

HaMMEHOBaHHWE OpraHM3allMd WIM JOJDKHOCTHOrO JIMIA, YTBEPAMBILETrO
JIOKYMEHT, 1aTa yTBEpXKICHHUS TOKyMEHTA.

TekcT MOOKYMEHTa MOJKeT COAepXKaTh pasJieNibl, MOJpa3/ielibl, ITyHKTHI,
TIOJIMYHKTHI, HyMepyeMble apabCckuMH LudpaMu. YpoBHeH pyOpHKaluy TeKCTa He
IIOJIKHO OBITH GoJIee YETBIPEX.
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TexcT moKyMeHTa u3araeTcs:

B MpPUKa3ax, U3JAHHBIX €IHHOIIMYHO, - OT IEPBOTO JIMIA €IWHCTBEHHOI'O
qucha («... IPUKa3bIBaIoy);

B IpHKa3ax, U3JIaHHBEIX COBMECTHO IBYMs MK Oosiee OpraHM3alMsAMH, - OT
MIEPBOTO JIMIIA MHOXKECTBEHHOTO YKCIa («... IPUKA3bIBaeM»);

B IPOTOKOJIAX 3aceJaHWi - OT TPEThEro JHulla MHOXXECTBEHHOIO 4YHCIa
(«CJIYILIAJIN», « BBICTYITUII», «ITOCTAHOBWJIN» unu « PEILITIIN»);

B JIEJIOBBIX MUChMax, 0OPMIIEHHEBIX Ha OJIaHKaX OpraHU3alliy, - OT IEPBOTO
JHMIla MHOXECTBEHHOro 4YHcia (MpPOCHM, HalpaBlseM, NpelaraeM) WIA OT
TPEeTBEr0 IIHIa eOWHCTBEHHOTO 4YHcia («IpeAnpusATHe He BO3paXKaer...»,
«MHCTUTYT CUUTACT BO3MOKHBIM...»);

B JIENIOBBIX MHCBbMax, O(GOPMIEHHBIX Ha MOHKHOCTHBIX OJaHkKax, - OT
TIEPBOTO JIKIIA €IUHCTBEHHOTO YHCJIa («IIPOLLY ...», IIPEeIaraio ...»);

B JOKJIAIOHBIX W CIYy)KeOHBIX 3alucKax, 3asBIEHMSX - OT IIepBOro JIMIA
€IMHCTBEHHOrO YHCIa (ITPOIITY ...», KCUUTAI0 HEOOXOIUMBIM ...»);

B JIOKYMEHTax, YCTaHaBIMBAIOUIMX (YHKIMH (00A3aHHOCTH), IpaBa M
OTBETCTBEHHOCTh CTPYKTYPHBIX TMonpa3feneHuii, pabOTHHKOB (IIOJIOXEHHE,
WHCTPYKIHs), @ TaKKe COJIep)KalliX OMNMCaHHWEe CHTyalluH, aHanu3 (PaKkToB H
BBIBOJIBI (@KT, CIpaBKa), UCIOJB3yeTcs (opMa H3TO0KEHHS TEKCTAa OT TPETHEro
JMIA €IAHCTBEHHOTO WJIH MHOXKECTBEHHOIo 4YHcna («OTHEN OCYyIIECTBIISET
(GYHKUHH...», KKOMHCCHS TIPOBEIA IPOBEPKY...»).

[Ilpy mMOArOTOBKE TEKCTa [JOKyMEHTa CledyeT coOmogaTe MpaBuia
HAIKMCaHUs OQUIIHATEHBIX HAMMEHOBAaHUM, YUCITUTEIbHBIX U €MHUI] H3MEPEHHUS.

B Tekcrax JOKYMEHTOB YIOTPeOISIOTCS OOIIENpHHATEE ab0peBHaTyphl H
rpaduydecKre COKpaleHus.

ITpu ykazaHuu B TekcTe (aMMIMM JMLIA WMHWIHKATIB CTaBATCS IIOCIHE
bamuaun. B neoBbIX (CiykeOHBIX) MUChbMAX MCIIONb3YIOTCS:

BCTYIUTENbHOE O0palleHHe:

YBaxkaeMblil rocrniout I[Ipencenarens!
VBaxaeMslii rocniogu Munuctp!
VBaxaeMsIit rocrouH MBaHos!
VBakaemas rocnoxa [lerposa!
Veaxaemsrit Mean [Terpopuu!
Veaxkaemas AHHa HukonaeBHa!
YBakaemble rocroza!

HanMeHOBaHKE JOMKHOCTH B OOpAIlEeHUH MHIIETCS C IIPOIMHCHON OYKBBI, B
obpalleHny 1o GaMUIUE HHULMAIIEL JIMIA He YKa3bIBAIOTCH.

2.41. OTMeTKa O TPUIOXKEHHH COJEPXKHUT CBEICHHA O JOKYMEHTE
(IOKyMeHTax), [pHIaraeMoM K  CONPOBOJUTENBHOMY  IIUCBMY,  HHOMY
HHGOPMALMOHHO-CIIPABOYHOMY JIOKYMEHTY, WX O TOM, YTO JOKYMEHT ABJIACTCA
TIPUIIOKEHHEM K OCHOBHOMY JOKYMEHTY (HOPMaTHBHOMY, PacTOpsAMTE/IbHOMY
WA UHOMY).

B CONpOBOAMTENBHBIX MUChMaX M APYrMX HMH(OPMalMOHHO-CIIPAaBOYHBIX
JIOKyMEHTaXx OTMETKAa O NPHJIOKEHMH O(QOPMILETCS MOA TEKCTOM OT TPaHHIbI
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JIEBOTO TTOJIS CIEAYIOINM 00pa3oMm:
€CIIH MMPHJIO)KEHHE HAa3BaHO B TEKCTE:

[lpunoxenne: Ha2m. Bl 3Ks3.
€CJIM IIPHUJIOKCHHUE HE Ha3BaHO B TCKCTE HJIH C€CJIH npnno;xeﬁnﬁ HECKOJIBKO:

[Tpunoxenue: 1. TTonoxenue 06 YmpaBieHHH perHOHAIBLHOTO KPEANTOBAHHSA Ha 5 JI. B
1 3K3.
2. CmpaBka O KagpOBOM COCTaBe YIPaBICHHS PErHOHAIBHOIO
KpeaUTOBaHUS Ha 2 1. B 1 3K3.

eCJIU MIPUIIOKeHHe (TPUIIOXKEeHHUs) cOpoIIropoBaHo(b):

[Tpunoxenue: B 2 3K3.

[Tpunoxenue: oruet 0 HUP B 2 3x3.

€ClId JOKYMEHT, SBJISIOIIMACS TNPUIOKEHHEM, HMEET MPUIOKEeHUA C
CaMOCTOSATEIBHON HyMepalyei cTpaHHIL:

[Ipunoxenue: JIOTOBOP BO3ME3IHOTO OKasanus yciuyr oT 05.09.2017 Ne 32-17/72 u
IIPUJIOJKEHHS K HEMY, BCero Ha 7 I

€ClIi THUCBMO HamnpaBJIsIETCsI HECKOJBKHM ajpecaraM, a JOKYMEHT-
IIPHUJTIOXKEHHE TOJIBKO ITIEPBOMY afpecary:

[Tpuioxenue: Ha 3 1. B | 3K3. TONBKO B IIEPBBIA aJIpec.

€CIIi TIPUIOKEHUEM SBIIAIOTCS TOKYMEHTBI, 3alliCaHHbIC Ha busuuecku
000C00JIEHHBIH 37IEKTPOHHBIA HOCUTED:

[Tpunosxenue: DVD-R B 1 3k3.

ITpy 3TOoM Ha BKJIagslme (KOHBEPTE), B KOTOPBIA MOMEIIAETCs HOCHUTEIb,
YKa3bIBAlOTCSI HAaMMEHOBaHHWsA JOKyMEHTOB, 3allMCaHHbIX Ha HOCHTENb, HWMEHA
(aitnos, 00beM B OalTax.

B pacropsmuMTeNbHBIX — JIOKyMeHTax  (TIpHKa3aX,  PaclopsDKEeHHsX),
JIOrOBOpPax, MOJIOXKEHUAX, IPaBUIIaX, MHCTPYKIHSAX U IPYTHX TOKYMEHTaX OTMETKa
O TIPUIIOXKEHUH OQOPMITSIETCS CIIETYIOIUM 00pa3oM:

B TeKCTe JOKYMEHTa MpH IePBOM YIOMUHAHUH IOKYMEHTa-IIPUIIOKEHUS B
ckoOKax yKa3bIBaeTcs: ... (IPUIOKEHHE) WIH ... (Mpuioxenue 1), (mpunoxeHue
Ne 1);

Ha TIepBOM JIKCTE JOKYMEHTa-IPWIOXKEHHs B MPaBOM BEPXHEM YNy
yKa3bIBaeTCs:
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[Tpunoxenue Ne 2

k npukaszy ObY «Haumenosanue
OpraHu3aluu»

ot 15.08.2017 Ne 112

CTpoKH peKBHU3WTAa BBIPABHMUBAIOTCS IO JIEBOMY Kpar HIH LEHTPYIOTCH
OTHOCHTEIBHO CaMO¥ JUTMHHON CTPOKH.

Ecnu mpunoxeHweM K pacloOpSIUTENIbHOMY JOKYMEHTY  SBIISETCH
JIOKaJIbHBIH HOPMATUBHBIA aKT WM WHOW JOKYMEHT, YTBEP)KIAEMBIH daHHBIM
PacHopsIIUTEIEHBIM JOKYMEHTOM, Ha NEPBOM JIMCTE NPUIIOKEHHS IPOCTaBIIAETCS
OTMETKa O MPHIOKEeHHH (6e3 CChUIKM Ha pacIopsIUTEeIbHBIH JOKYMEHT) W IpH()
YTBEPIKICHHS, B KOTOPOM YKa3bIBalOTCS JaHHBIE PacIOpAJUTEIBHOIO JOKYMEHTA,
KOTOPBIM YTBEPXKIEH NOKYMEHT-IIpuiioxkeHue. Hanpumep:

[Tpunoxenue Ne 1

YTBEPXJIEHO
npukazoM ©®BY «HaumeHnopanue

OpraHU3alMH»
ot 18.09.2017 Ne 67

2.42. T'pud cornacoBaHus NPOCTABILETCS Ha JTOKYMEHTE B Cllydyae ero
BHEIIIHEr0 COIJIacoBaHMs (cOrjlacoBaHME C OpraHaMH  BJIaCTH, HMHBIMH
OpraHW3alusIMH, TOJDKHOCTHBIMH JIMIAMH).

I'pu¢ cornacoBaHusi B 3aBHCHMOCTH OT BHMZA JOKYMEHTa H OCOOEHHOCTEH
ero oopMIIeHHUs] MOKET IIPOCTaBIATHCA:

Ha IEPBOM JIKCTe JOKYMeHTa (eciy JOKYMEHT MMEET THTYJIbHBIH JIKCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YINIy Ha YPOBHE Ipuda yTBEPXKICHUS WK
0] HaUMEHOBaHHEM JIOKYMeHTa OIrKe K HIDKHEMY TI0JI0);

Ha IOCJIeIHEM JIUCTE NTOKYMEHTa IO/l TEKCTOM;

Ha JIUCTE COIIaCOBaHUS, IBJISIFOIIEMCS HEOThEMIIEMOH YaCThIO TOKYMEHTA.

I'pud cornacosanus coctout u3 cnoBa «COIJTACOBAHO», pomxHOCTH
JIMIA, ¢ KOTOPBIM COTTIacOBaH MOKYMEHT (BKJIFOYas HaMMEHOBaHME OpraHu3allun),
ero CcoOCTBEHHOPYYHOW ITOJNMCH, MHHMLHKAJIOB, (aMHUJIMH, IaThl COIJacOBaHMI.
Hanpumep:

COT'JIACOBAHO
['eHepanbHBI TUPEKTOP
®bY «Haumenosanue
OpraHH3aluH»

TTommuce N.0. damunus
Hata
Ecnu cornacoBaHHe OCYILUECTBISETCS KOJUIETHAIbHBIM, COBEIIATEIBHBIM

WM HHBIM OpraHoOM, B I“pI/I(l)C corjlacoBaHHs YKa3bIBAIOTCA CBCIACHHA 00 oprase,
COrJlIacOBaBILIEM JJOKYMEHT, JaT€ U HOMEPE IIPOTOKOIIA, B KOTOpOM 3&(1)HKCHpOBaHO
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pellieHHe O COIIaCOBaHHHM. ECIM COINTacoBaHHE OCYILECTBIAETCS IHCHMOM,
yKa3bIBAaIOTCS BHJ JOKyMEHTa, HAaUMEHOBAaHHWE OpTraHM3alliH, COIJIacOBaBIIEH
IOKYMEHT, [aTa ¥ HoMep mucbma. Hanpumep:

COI''TACOBAHO
Hay4HO-TeXHHUYECKHM COBETOM
OBbY «HaumeHOBaHME OpraHU3aLum»
(mpoTokoi OT Ne )

COI'JIACOBAHO
muceMoM OBY «HammenoBanue
OpraHu3alim»

oT Ne

2.43. BHyTpeHHee coOIJlacOBaHHE NOKyMeHTa odopmisercs BH30H. Busa
BEIpa)XaeT MHEHHE JIMla, BU3MPYIOLIEro IIPOEKT MJOKYMEHTa, H BKIIIOYAeT:
IOJDKHOCTh JIMIIA, BH3HMPYIOIIETO MOKYMEHT, MOAIKCH, PaclIU(pPOBKY IMOIIHCH
(vHMIMATE], GaMUIHIO) U ATy BU3HpoBaHus. Hamnpumep:

PykoBouTens IOpUIMYECKOTO OTAEa
TTonnuce 1.0 ®amunus

JlaTa

INpy HaNMUKMHK 3aMEYaHHUH K TOKYMEHTY BU3Y O(QOPMILIIOT ClIEAYIOLIMM 00pa3oM:

3aMeyaHust PUIIAraroTCs.
PykoBoauTeNb IOPUANIECKOTO OTAEA

IMoamuce 1.0 damunmus

Jara

B J0OKyMeHTax, IOIHHHHUKH KOTOPBIX XPaHATCS B YHHUBEPCHUTETE, BU3bI
IIPOCTABJISAIOT Ha 00OpOTE IMOCIEeAHEro JMCTa MOMIHHHHKA JOKYMEHTa WIH Ha
JIUCTE COrNIacoBaHmsl (BUSHPOBAHU), IPUIaraéMoOM K TOKYMEHTY.

B ucxomammx JOKYMEHTaX BH3Bl IPOCTABIAIOTCS Ha 3K3EMIULIPAX
IOKYMEHTOB, TOMEIIAEMBIX B JIEJIO.

[To yCMOTPEHHIO MOXET NIPUMEHATHCA MOJMCTHOE BU3UPOBAHUE JOKYMEHTA
Y ero NpUII0XKEeHHUH.

CorjiacoBaHHe  IPOEKTOB  JOKYMEHTOB  (BHEIHee,  BHyTPEHHEE)
OCYIIIeCTBIISIeTCS B COOTBETCTBUM C MyHKTaMu 4.1 - 4.11 uHCTpYKIMH.
2.44. Tloamuck  BKIIKOYAET: HauMEHOBaHHWe  JIOJDKHOCTH JIUIIA,

MOIIIMCHIBAIOILETO JOKYMEHT, €ro COOCTBEHHOPYYHYIO TIOANKCh, HHHIIMAIILI,
damunuio. Harmpumep:
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['enepanbHLIH IUPEKTOP [Toamucs N.0. Gamunus

Ecnu gokymMeHT odopmieH He Ha OiaHKe, B HAMMEHOBaHHWE IOJKHOCTH
BKITIOYAETCS HaWMeHOBaHue opraHusauuu. Hanpumep:

['enepanbHBIH JHPEKTOP
OBY «Hammenosanue
OpraHH3aLHH» [lonnuce N.0. Gamunus

ITpu odopmieHHH NTOKyMeHTa Ha OJaHKe NOJDKHOCTHOIO JIMI@ J0JDKHOCTE
3TOTO JIUIA B IOAMUCH HE YKa3bIBaeTCs.

IMoonuce H.O. damunus

HpH NOONUCAaHUH JOKYMEHTA HECKOJBKHMH JOJDKHOCTHBIMH JIMIAMH,
3aHUMAaKIIHMH pa3Hoe MOJOXEHHWE, UX ITOAIMHUCH pacioararoTesa o/iHa Ioa npyroﬁ
B IIOCJIEO0BATEJIBHOCTH, COOTBBTCTBYIOIIIeﬁ CTaTtyCy OJOJDKHOCTH. HaanMep:

['eHepalIbHBIH IUPEKTOP [onmuce N.0. ®amunus

['naBHeIH Oyxranrep [Toamuce N.0. damunus

I[Ipy MoOANMMCaHWK TOKYMEHTa HECKONBKHMM JIMIAaMH PaBHBIX JOJDKHOCTEH
UX MOJIKCH PAcIojiararoTesl Ha OHOM ypoBHe. Hampumep:

3aMecTHTENb TUPEKTOpa 3aMecTHTENb JHPEKTOpa
o (MHAHCOBBIM BOIIPOCAM 10 aJMHHHCTPATUBHBIM BOIIpOCAM
[Nonmuce N.0. Gamunus TToamuce N.0. Gamumus

B JOKYMEHTax, IOATOTOBJICHHBIX KOMI/ICCHE‘-ﬁ, B TIOANHCH YKa3bIBAC€TCA
CTaTycC JIMla B COCTaBE KOMHCCHH. HaanMep:

[Tpencenarens KOMUCCHH [Tonmuce N.0. ®amunus
UneHbl KOMHCCHH ITonmuce HN.0. ®damumus
[MToamnuce H1.0. Gamumus

[Ipy TOANHCAHWH JOKYMEHTa JIMIIOM, HCIIOJHAIOLINM 00s13aHHOCTH
PYKOBOIHUTENS, TIOANKCE OQOPMIISIETCS C yKa3aHHeM CTaTyca JOJDKHOCTHOrO JIHIa
B COOTBETCTBHH C NPHKa3oM (pacropsuxkenuem). Hanpumep:
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W.o. mupexTopa [Toamuce N.0. damunus

HIIH:

Hcnonusromuit 00s3aHHOCTH
JUpeKTopa [Toanuce N.0. @amunus

[Tpu moamucaHuy JOKyMEHTA JIMIIOM, UMEIOIIUM IIPaBO MOAMKCH B CiIydae
BPEMEHHOTO OTCYTCTBHS PYKOBOAMTENsl, HCIpaBI€HHA B HaWMEHOBaHHE
JOJDKHOCTH W paciu@poBKY (aMHIMM MOATOTOBIEHHOTO M COIVIACOBAHHOIO
MIPOEKTa JOKYMEHTa BHOCATCS OT PyKH WJIM C UCIIOJIb30BaHUEM COOTBETCTBYOIIHX
mTamMnoB. He gomyckaeTcss CTaBUTh KOCYIO YepTy, HAIIKCh «3a» IIepel
HaWMMEHOBaHHEM JO/DKHOCTH JIMIIA B ITOAMKCH, €CIIA JOKYMEHT IIOAIUCEIBAET HHOE
IOJDKHOCTHOE JIULIO.

2.45. OtMeTka 00 3NMEKTPOHHOMN MOIIUCH UCIIONB3YETCA OIS BH3YyallH3aluu
SIIEKTPOHHOU IOAIKCH IOJydaTejeM JOKyMeHTa Ipu OOMeHe 3IeKTPOHHBIMH
JOKYMEHTaMH, TOANMHCAaHHBIMUA YCHJIEHHOW KBaIU(DPUIMPOBAHHONW 3JIEKTPOHHOH
TIOIHCEIO.

B COOTBETCTBHMH ¢ 3aKOHOIATENBCTBOM Poccuiickoii Deepaniii oTMeTKa 06
SNIEKTPOHHOM ToOAMHUCH (GOPMUPYETCS M  BU3YAIU3UPYETCS IPOrpaMMHBIMA
cpencrtBamu. OTMeTKa 00 SNMEKTPOHHOW MOANMCH BKIOYaeT ¢pasy «JloKymeHT
MOANKCAH 3JIEKTPOHHOM TIOJAIMUCEIO», HOMEp cepTH(dHKaTa KiIro4ya 3JIEKTPOHHOH
TOAMHKCH, (DaMHUIMIO, MMs, OTYECTBO BIajelblla CepTH(HKATa, CPOK AEHCTBHA
cepTU(UKaTa KIIro4a IeKTpoHHOH noanucu. Hanpumep:

JOKYMEHT IIOAIMMCAH
3JIEKTPOHHOM ITOJIITUCHIO
Hupexrop Cepruduxar 1all1aaa000000000011 H.0. ®amumis

Bnanenen ®@amummsg Mma OTyecTBO
Heticrurenes ¢ 01.12.2012 mo 01.12.2017

[Tonnucanue (YTBEPKIEHKUE) JOKYMEHTA OCYILECTBIISETCA B COOTBETCTBUHU C
ITYHKTOM 2.43 MHCTPYKIIHH.

2.46. TleyaTh 3aBepseT MOMIMHHOCTH IIOANMCH AODKHOCTHOIO JMLA Ha
JIOKYMEHTax, YIOCTOBEPAIOIMX MpaBa JUll, GHKCHPYIONUX (aKThl, CBI3aHHBIE C
(GMHAHCOBBIMH CPEICTBAMH, @ TAK)XE Ha MHBIX JOKYMEHTaX, IPeyCMaTpHBAOIIHX
3aBepeHye MOJITHCH T1e9aThi0 B COOTBETCTBHH C 3aKOHOJIATENbCTBOM PoccHickon
®epnepauuu.

JIOKyMEHTEI 3aBepsIIOT Ne4aThio Y HUBepcuTeTa. [leyaTb IMpoCcTaBiasgeTCs, He
3axBaThIBasg COOCTBEHHOPYYHOM MOIIMCH JIMIA, MOANKUCABIIET0 TOKYMEHT, HIIA B
MecTe, 0603HaueHHOM «MI» («MecTo rreqaTy).

2.47. OTMeTKa 00 UCIIONHHUTENE BKIIOYaeT (PaMHIMIO, UM U OTHECTBO (IIPH
HaJIMYUK) UCIIONHUTEIS, HOMep ero TeneOHa ¥ JIEKTPOHHEIH anpec. OTmeTka 06
HCTIONIHUTENIE OQOPMITSIETCS Ha JIUI[EBOH CTOPOHE MOCTIEIHEro JIUCTa TOKYMEHTa OT
rPaHMIIBl JIEBOTO TOJIS WM, TIPH OTCYTCTBHM MECTa, - Ha OOOPOTHOH CTOPOHE
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nmucTa BHU3Y cieBa. Hampumep:

Uneun U.H.
+7 (495) 924-45-67, ilin@mail.ru

Otmerka 00 UCHOJHUTENE MOXKET OQOpPMIATBCA TaKKe KaK HMXXKHUN
KOJIOHTUTYJI U Nle4aTaThes MPU(TOM MEHBLIETO pasMepa.

2.48. OtmeTka O 3aBepeHHM KOIHMU O(OpMIIseTcs Uil IOATBEPXKIECHUA
COOTBETCTBHs KOIHM JOKyMeHTa (BBIMMCKM K3 JOKyMEHTa) IOIJIMHHUKY
nokymenTta. OTMeTKa 0 3aBEpEHUHU KOIHUHU IIPOCTABIAETCS HA CBOOOIHOM OT TEKCTA
MecTe WJIH, TIPHU OTCYTCTBHHM CBOOOIHOIO MeCTa Ha JIMLEBOH CTOPOHE NOKYyMEHTa,
Ha o0opoTe NOKyMeHTa U BKIIOYaeT: cI0BO «BepHo», HaUMEHOBaHUE JOJDKHOCTH
JIWLA, 3aBEPHUBILETO KOIHIO; €ro COOCTBEHHOPYYHYIO IOANUCH; PacIIU(ppPOBKY
NOANMUCH (MHULKANBI, (aMHIMIO); JarTy 3aBepeHHs KOIHMH (BBIIUCKH U3
JIOKYMEHTA).

Ecnu xomust BbIjaeTcs [7s MpeACTaBICHHS B [PYLyI0 OpraHU3alMIo,
OTMETKa O 3aBePEHHWH KONHH JOTONHIETCS 3alUChI0 O MeCTe XpaHEHHA
TOKyMEHTa, C KOTOpOro ObUIa M3roTOBJIEHA KOMNMUS, W 3aBepseTcs Ie4aThbio
Yuusepcutera. Hanpumep:

[TopmuaHMK qoKyMeHTa HaxoauTes B OBY «Hanmenosanue opranu3saiun»
B fesie Ne 08-053a 2015 r.»

Bepno
3as. otzmenom ynpaenenus nepconanom  Iloxnues  M.O. @amunus
Hata [leyats

Ha xomusix MHOTOCTPaHUYHBIX NOKYMEHTOB OTMETKAa O 3aBEPEHHH KOIIHH
IPOCTABJISETCS Ha KaXAOM JHCTe J[JOKyMEHTa HJIM Ha I[IOCIEOHEM JIMCTE
MPOLIMTOTO WM CKPEIIEeHHOTO HHBIM 00pa3oM [OKyMeHTa. 3alucCh O MECTe
HAaxXOXKIEHHS TOMJMHHUKA IIPOCTABIAETCA TOJNBKO Ha IIOCIHEOHEM  JIHCTE
JIOKyMEHTA.

Jlst 3aBepeHust KOMHK JOKYMEHTa, H3rOTOBIEHHOH Ha OyMaKHOM HOCHTEIIE,
MOXET MCITOJIH30BAThCS LIITaMII.

Konuy 37€eKTPOHHBIX JOKYMEHTOB, HANpaBiseMbIX 110 HHGOPMAalHOHHO-
TEJIEKOMMYHHKAIIUOHHOW CEeTH, 3aBepslOTCsS JJEKTPOHHOM IMOMIHKCBI0 pPEKTOpa
WIM HWHOTO VYIOJIHOMOYEHHOrO MM JHMIa M BBICBUIAIOTCS MONy4aTeslo C
COIMPOBOAUTENHHBIM ITHCBMOM B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

Komnuu 3/1eKTpOHHEIX JOKYMEHTOB Ha (GU3HYECKH 000COOIEHHBIX HOCHTENSIX
BBICBUIAIOTCA TMOJNy4aTell0 C COMNPOBOAMTENBHEIM ITHCBMOM Ha OyMaXHOM
HOCHTEIE.

B CONpOBOOWTENIBHOM IHCBME K KOMNHMAM JJIEKTPOHHBIX JOKyMEHTOB
yKa3bIBaeTCs:

HalMEHOBaHWE HH(MOPMAIIMOHHOM CHUCTEMBI, B KOTOPOM XpaHsATCS
TOKYMEHTBHI;
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HaMMEeHOBaHHs JOKyMEHTOB, KOIIMU KOTOPBIX HAIIPABJIAIOTCS MOJIy9aTelo,

Ha3BaHUs (aiIoB JOKYMEHTOB ¢ yKazaHueM ¢opmaroB ¢aiioB U odbema
Kaxxgoro Qaiina B Oaiitax;

JaTa U3TOTOBIIEHUS U 3aBEPEHUS KOIIHH.

[Ipu »TOM Ha Qu3ndeckn 0OOCOOIEHHOM HOCHUTENE HECMBIBAEMBIM
MapKepoM ykasbiBaeTcsi: «[IpunoxxeHue K nucbMy ot (ata) Ne ...».

Komus 371eKTpOHHOTO JOKYMEHTa, IpeACTaBleHHas B BHJE NOKyMEHTa Ha
OyMa)kHOM HOCHTele, 3aBepsieTcsl B NOpSAAKE, YCTAHOBIEHHOM HHCTPYKLIMEH It
3aBEpeHMs KOMHUH JTOKYMEHTOB Ha OyMa)KHOM HOCHTeNe, C yKa3aHHEM, B KaKOH
HH(OOPMAIIOHHON CUCTEME XPaHUTCS 3JIEKTPOHHBIN JOKYMEHT.

2.49. OTMeTKa O TOCTYIUICHHHM [JOKYMEHTa CIIy>KUT Ul TIOATBEPXKIEHHUS
dbakTa MOCTYIUIEHHs JOKYMEHTa B OpPraHM3aLMIO U BKIIIOYAET JIaTy MMOCTYIICHUS
BXOJISIINM PErHCTPALOHHBIA HOMep NoKyMeHTa. [Ipu HeoOX0IMMOCTH OTMETKA O
MOCTYIUIEHHH MOJKET JOTOJHATHCS yKa3aHHEM BpPeMEHH IIOCTYIUIEHHS JOKyMEHTa
B Hacax ¥ MUHYTaX U crocoba JOCTaBKH JOKYMEHTA.

OTMeTKa O IMOCTYIUIEHHH IOKYMEHTa MOXXET IPOCTaBIATHCS C MOMOLIBIO
[ITama.

2.50. Pesomromus JOMKHA COAEpXaTh yKasaHWEe [0 HCIIOJTHEHHIO
NoKymeHTa. Pesomoius ohopmisieTcss Ha CBOOOJHOM MecTe pabodero moJs
JIOKyMEHTa, Ha OJlaHKe PEe30JIOLMM HIIM BHOCHUTCS HENOCPEACTBEHHO B CHCTEMY
3JIEKTPOHHOTO TOKYMEHTO000pOTa.

Pesomonys JODKHA BKIOYATh: (aMUIWIO, WHHULMAIEl HCIIOJHHTENA
(McTionHMTENEH), TOpydYeHHe IO JOKyMEeHTy (KOHKPETHOe 3agaHue IIo
HCTIOHEHHIO JOKyMeHTa WM (OpMYJIHPOBKA LIEM PAacCMOTPEHHs JOKYMEHTa),
TIPH HEOOXOIUMOCTH - CPOK HCIIOTHEHHMs, IIOIKMCE JIMIIA, BEIHECILIETO PE30JIOLHIO,
JaTy PE30IIOLUH:

@avummusg M.0., Gamumusg 1.0.
IIpormy OArOTOBHTE MPEIOKEHHUS

k 10.11.2017 [Toamnuce

JlaTa

CpoK HCIIONHEHMs NMOPYYEHHMs HE NOJDKEH YKa3bIBaTbCs, €CJIM OH Ha3BaH B
TeKCTe MOCTYIHMBIIETO JOKYMEHTA M PYKOBOAHTENh HE CYMTAET HEOOXOAMMBIM
U3MEHHUTh €r0 B CTOPOHY COKpAILEHHUS I ABJIAETCSA THIOBBIM Ul JaHHOTO BHIA
NOKYMEHTA.

[Ipy yKa3aHWH HECKOJNBKMX HCIIONHHUTENEH (GamMuius OTBETCTBEHHOIO
VCIIOJTHUTENS YKa3hIBaeTCs TEPBOM, MOAYEPKUBACTCS WM 0003HAYaeTCs CIIOBOM
«OTB.» («OTBETCTBEHHBINY).

2.51. OrMeTKa O KOHTPOJIE CBHIAETENILCTBYET O IIOCTAHOBKE NOKYyMEHTa Ha
KOHTPOJIB, IIPOCTABIISETCS MTaMIoM «KOHTpPOJIB» Ha BEpXHEM I10JIe TOKYMEHTA.

2.52. OTMeTKa O HampaBJIeHUH IOKYMEHTa B MEJI0 OINpenessieT MECTO
XpaHEeHHs JOKYMEHTa I10CIe 3aBeplIeHusl paboThl ¢ HUM M BKIIFOYACT: CJI0Ba «B
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JAEJI0», UHJAEKC ejia 10 HOMEHKIIAType O€JI, B KOTOPOE IMOMEIIAaeTCs NOKYMEHT Ha
XpaHeHHe, C YKasaHMeM TIroJa, MOOJIKHOCTH JIMIa, O(bOpMHBH_IeFO OTMETKY,
MMOOIIMCH, OaThl. Hanpnmep:

B neno Ne 01-183a 2017 1.
3aB. OT/IEIOM KOPIIOPATUBHBIX IIPOEKTOB

[Toamuce Jlata

OtmeTKa 0 HalpaBJIEHHH JOKYMEHTA B JEJI0 MOXKET JOIIOIHATHCA KPAaTKHMH
CBEAEHUSIMH 0 XapaKTepe UCIIOJIHEHHUSA NOKYMEHTA.

IT1. IloaroroBka 1 opopMJ/ieHHEe OTAEIbHLIX BHA0B JOKYMEHTOB

3.1. JloxanpHble HOpMaTuBHBIE akThl (manee - JIHA) VYHuBepcuteTa
U3JAI0TCS B BHIE NPaBWI, MOJTOXEHWH, MHCTPYKLHH, periaMeHTOB, IepevHeH,
KIacCH(QHMKATOPOB M [OPYrMX BHIOB IOKyMEHTOB. PekomeHmyeMsblli oOpaselr
obopmnenus JIHA Ha mnpumepe mpukaza 00  yTBEPKICHHH ITOJOKEHHS
(mpunoxxenue Ne 1).

JIHA npuobpeTaloT OPUAMYECKYIO CHIy I[IOCIE HMX YTBEPXKIECHHA
PacHOpSITUTENEHEIM TOKYMEHTOM (TIPUKAa30M) MM HENOCPENCTBEHHO PEKTOPOM
YHUBEPCUTETA WM HHBIM YIIOTHOMOYEHHBIM UM JIMIOM.

PykoBoauTENH CTPYKTYPHBIX ITOApa3ieleH!i He BIIpaBe u3nasars JIHA.

3.2. JIHA MoryT OBITE:

TIOCTOSIHHO JeHCTBYIOIMMHE (6e3 orpaHuueHust CPOKa UX IPHMEHEHNS);

BpEMEHHBIMHU (IeHCTBYIOIMMHY B TEYEHHE YKa3aHHOTO B HUX CPOKa MJIHM JIO
HACTYIUIEHHUS ONPEIEIeHHOT0 COOBITHS).

3.3. OcuoBanueM st u3nanus JIHA sasnsrorcs:

3aKOHOJATeNbHblE M WHBlIE HOpPMAaTHBHBIE IPaBOBBIE aKThl POCCHHACKOM
®enepaunn (ykassl W pacropsbkenus Ilpesupenta Poccuiickoit ®enepauuy,
TIOCTaHOBJEHMs U pacnopspkeHus [IpaButensctBa Poccuiickoi Denepaiuu, aKTsl
(eiepabHBIX OPraHOB UCIIOHUTENBHOM BIACTH);

3aKOHOZATeNIbHBIE aKkThl cyObekTa Poccuiickoin Penepallii, HOPMaTHBHBIE
IpaBoBble aKThl OPraHOB TOCYIapCTBEHHOM BlacTH cCybObekra Poccuickon
Denepanuu,

paHee wu3gamHble B YHuBepcutere JIHA w/unu pacropsauTeIbHBIE
JIOKYMEHTBHI.

3.4. JIHA u3naroTcs B LENIX:

YCTAHOBIIEHHMs HOpM, TpeOOBaHHM, MpPaBWI B OTHOIICHMH IpeAMETa
HOPMATUBHOIO  peryJMpoBaHuWs, paHee He  ABIABIIEMCA  MPEAMETOM
peryJIMpOBaHUs B Y HUBEPCHUTETE;

M3MEHeHHs CYILECTBYIOIIMX HOpM, TpeboBaHWH, MpaBHUI, YCTaHOBICHHBIX
paHee U3IaHHBIMM HOPMAaTUBHBIMU TOKYMEHTaMH;

OTMEHBI paHee yCTaHOBICHHBIX HOPM, TPEOOBaHHUH, IPaBHUIL.
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3.5. Tpennoxenue o pazpadorke npoekra JIHA BHOCHTCS pyKOBOIHTEIEM
CTPYKTYPHOTO MOJpa3AeIeHUs UIIA HHBIM JOJ>KHOCTHBIM JIUIIOM.

3.6. JIHA pazpabatbsiBaeTcs B Clly4ae, EC/IH:

MMEETC y4acTOK paboThl (BOMPOCH! NEATENBHOCTH), HYXIAIOLIMHCA B
HOPMAaTHBHOM PETyJIHPOBAaHUHY;

TpeOyeTcss BHECEHHEe 3HAUWTENBHOIO KOJIMYECTBA H3MEHEHHH B paHee
npuHATei JIHA;

BBISIBJIEHO HeCKoJbKO JIHA, peryaupyrollux CMEXHBIE BOIPOCHI, KOTOPEIC
1e1eco00pa3Ho 00bEIUHUTE B OJUH JOKYMEHT.

Axtyanuzamus paHee npuHATEIX JIHA ocyiiecTBiseTcs yepe3 BHECEHHE B
HUX U3MEHEHHUH.

3.7. Ipennoxende ¢ 06O0CHOBaHHEM HEOOXOJMMOCTH pa3pabOTKH HOBOTO
JIHA mpencTaBnsieTcsi pyKOBOAMUTENEM CTPYKTYPHOIO IOApA3NeNeHHs HIH HHBIM
YIOJHOMOYEHHBIM ~JIOJDKHOCTHBIM JIMLIOM PpEKTopy B QopMe [OKIaIHOH
(cmy>xe0OHOM) 3aIMCKU, B KOTOPOH H3J1aracTcs:

BOIIPOC, TPeOYIOUMil pelleHns, ¢ M3T0XKEHHeM OCHOBHBIX HalpaBleHHH,
crIoco00B ero pereHus;

IPOTHO3 MOCJIEACTBUM MPUHATUS HOPMAaTHBHOIO TIOKYMEHTa,

OpraHW3alHOHHBIe, KaJpOBble, (PUHAHCOBBIE, MAaTEPUAIBHO-TeXHUYECKHE H
WHEIE MEPOTIPHUATHS, KOTOPble HEOOXO0IUMO OyIeT MPOBECTH B CBSA3H C NPHHATHEM
HOpPMaTHBHOTO JOKYMEHTA,

nepeyeHsb panee u3naHHbIX JIHA, moanexaiinux oTMeHe B CBS3U C H3JaHHEM
HOBOTO HOPMAaTHBHOI'O IOKYMEHTA,

TnpeIaraeMelii CpoK U1 pa3paboTKH IPOEKTa HOPMATUBHOTO JOKYMEHTA.

3.8. CornacoBanue mpoektoB JIHA ocymecTsiseTcsi B COOTBETCTBHH C
nyHkTaMu 4.1 - 4.13 HHCTPYKIHH.

3.9. JIHA yrBepXkaaeTcsi PEKTOPOM MO0 HHBIM YIOITHOMOYEHHBIM MM
NOJDKHOCTHBEIM JIMIIOM, €CIIH OJHOBPEMEHHO C YTBEPXKIACHHEM HOPMAaTHUBHOIO
JIOKYMEHTa HeoOXOIMMO TMpPHHATE Mepsl OPraHM3alMOHHOrO, (HHAHCOBOIO,
TEXHHYECKOTO, KaJPOBOTO WM HHOIO XapakTepa M JaTb COOTBETCTBYIOLIWME
[OpyYEeHHs PYKOBOIHUTENSAM CTPYKTYPHBIX MOpa3AeIeHUH Ul HHBIM PabOTHHKAM
VHMBEpCUTET, & TaKXKe eclM HeoOXOAMMO BHECTH M3MEHEHMS WIM IpU3HATH
yTpaTHBIIMMH CUITy paHee yTBepxaeHHbIe JIHA.

3.10. Vizmenenus B JIHA u orMeHa JIHA obopMIIsSrOTCS IPHKa30M PeKTOpa
VHUBEPCHTETA HWIH WHOTO JODKHOCTHOTO JIMLA, NMPUHUMABLIErO PEIICHHE 06
yrBepxaeHun JIHA.

Nsmenenus B JIHA u otvmena JIHA, yTBepkIeHHBIE PpPEKTOPOM
YHHMBEpCUTETA WM MHOTO YIIOJHOMOYEHHOTO MM NOJDKHOCTHOTO JIMLA, BHOCATCS
NPUKA30M, W3JaBaeMbIM DPEKTOPOM MJIM HHBIM  YNOJHOMOYEHHBIM UM
JOJDKHOCTHBIM JIAIIOM.

3.11. B TekcTe mpukasza o6 yTBepXkIEHHH, H3MeHeHHH uiau otmeHe JIHA
UCIIOIB3YIOTCS (OPMYIHPOBKH:

npyu yrteepxaenuu Hosoro JIHA: «YTBepauth (HasBaHHE JIHA)» wnu
«YtBepmuTh (HasBanue JIHA) u BBecTH B nelicTBue ¢ (1ata)». Hanpumep:
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1. YTBepauts [TonoxeHue 0 TOKAJIBHBIX HOPMATHBHBIX aKTax OpraHH3al{H.
50105

2.V1Bepmuth llltaTHOoe opranusamuu Ha 2018 roxm u BBecTH ero B gelicTBHe ¢ 1
sHBaps 2018 r. (npunoxeHue).

IpH BHECEHMM H3MEHEeHHH B paHee yrBepxkaeHHbli JIHA: «Buectn
u3MmeHeHus B (HazBanue JIHA). Hanpumep:

3. Buectu cnenmyromue wu3zMeHeHuss B IllratHoe pacrnucanuwe nHa 2018 ron,

yTRepkaeHHoe nmpukazoM OBY «HamMmenoBanue opranusanuu» ot 25 nexadpsa 2017 r. Ne
345: ...

npu otMeHe paHee yTBepxkaeHHoro JIHA: «IIpu3Hate yTpaTUBLIMM CHILY
(ma3Banme JIHA), yrBepxaenHoe ...». Hampumep:

4. Tlpusnars yrpartuBmuM cuny [lomoxkeHHe O HEHOPMHpPOBaHHOM paboueM [HeE,
yrBepkaenHoe npukazoM OBY «HaumenoBanue opranmsamuu» ot 15 despansa 2015 r. Ne 22,

3.12. OcHoBueiMH pekBuzuTamu JIHA  sBnsrorcsd: HaWMeHOBaHHE
OpraHW3alii, HAaMMEHOBaHME BHAA [OKYMEHTa M 3arojloBOK K TEKCTY,
COCTaBISIOLIHE OJHO IeNIoe, TPHU( YTBEPKACHHUSA, MECTO U3/IaHUA JTOKYMEHTA.

Ecnu mpoext JIHA siBisieTcss MHOTOCTPaHHYHBIM U K HeMy OQOpMIISeTcs
THUTYJBHBIA JIUCT, yKa3aHHBIE BBIIE PEKBU3UTHl pPa3MEIIAlOTCs Ha TUTYJIBHOM
JHCTE.

3.13. Mudopmanus crnpaBoYHOTO Xapaktepa (rpadukH, cXeMsl, TaOJIHULIEBI,
bopMBI TOKyMeHTOB) odopMIIseTcs B BUe Ipunoxenui Kk JIHA.

Ha npunoxenusx x JIHA odopmiseTcs peKBU3HUT «OTMETKa O
TIPAIOKEHHI» B COOTBETCTBHM C ITyHKTOM 2.41 MHCTPYKIMH.

3.14, JIHA BcTymaer B CHIy B CpPOK, yKa3aHHBIA B IIpHKase, KOTOPBIM
yrBepkaeH JIHA, unu ¢ gats! yrBepxaeHus JIHA.

3.15. PacrniopsiiuTeNbHBIE JOKYMEHTHI YHHBEPCHTETa H3JalOTCA B (opMme
NpYKa30B U pacrnopshkeHuil. PexomeHnnayemble o6pasiel ohopMIIeHHs TpHKasa U
pacniopspkeHus (npunoxkenus Ne 2, 3).

[TpuKa3sl ©30ar0TCA B LEIIX 0)OPMIIEHHS PELICHHN!

HOPMAaTHBHOIO Xapaktepa (ecnu mpHKasoMm yTeepxkaaercs JIHA wnmu
IIPUHMMAeTCs pEelIeHHe OPraHM3alMOHHOrO XapaKTepa, HAlpuMep, INpukas o0
YTBEpIKIE€HUH CTPYKTYPBI U LITATHON YUCICHHOCTH Y HHBEPCHUTETA);

OpraHH3allHOHHOTO, aIMHHHCTPATHBHOTO, B TOM YUCJle OHepaTHBHOFO
XapakTepa [0 BOIpocaM OCHOBHOM NeATeNbHOCTH Y HABEPCUTETA.

3.16. TIpoeKThl MPHKA30B MO OCHOBHOM IEATEIBHOCTH U aIMHHUCTPATUBHO-
XO3SHCTBEHHBIM BOIIPOCAM I'OTOBSAT CTPYKTYPHBIE NMOJpPa3NeleHus Y HUBEpCHTETa
Ha OCHOBaHMM IIOpyYeHHH pYKOBOJCTBa /MO0 B HWHHMIHATHBHOM IOPSIKE.
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OTBETCTBEHHOCTH 332 KAYECTBEHHYIO ITOArOTOBKY IIPOEKTa IpHKa3a, COrjlacoBaHHE
U TIpaBUIBHOE O(QOpMIIEHHE NpOeKTa HeceT pPYKOBOIWTENb IOApa3iesIeHus,
KOTOPBI TOTOBUT MPOEKT NPUKa3a U NPEICTaBIsAeT ero Ha OANHKCE.

3.16.1. IIpoekTsl IMpUKa30B O MO JIMYHOMY COCTaBy PabOTHUKOB TIOTOBHT
otnen no pabote (OPC).

3.16.2. IIpoekThl NMpHKa30B O IO JMYHOMY COCTaBY CTYyAECHTOB TI'OTOBSAT
pabOTHUKH IeKaHATOB.

3.16.3. IlpoexTsl NpUKa30B O II0 JMUYHOMY COCTaBy aclHUpaHTOB H
JIOKTOPaHTOB IOTOBST Pa0OOTHUKH OT/IeNIa aCIIUPAHTYPEl U NOKTOpaHTyphl (OAun/).

3.17. KoHTponp 3a MpaBUIBHOCTBEIO O(OPMIIEHMs IPOEKTOB IPUKA30B
ocyurecTBisieT Ciry)x0a Aenonporu3BOACTBa Y HUBEPCUTETA.

3.18. Ilpukasbl, U3naBaeMble B Y HUBEPCUTETE, HE JOJDKHEI IPOTHBOPEYUTh
3aKoHOIaTenbCTBY Poccuiickoil @enepannu, YcTaBy, JIOKaIbHBIM HOPMaTHUBHBIM
aKTaM U paHee U3aHHBIM IPHKa3aM Y HUBEPCHTETA.

3.19. Tlpuxa3sl 1O OCHOBHOH AE€STEIBHOCTH U3IAIOTCH:

BO HCIIOJTHEHWE HOPMATUBHBIX MPABOBBIX aKTOB OPraHOB I'OCYIapCTBEHHOM
BJIACTH M BBILIECTOSIIUX OpraHU3alIHii;

B LIEIAX OCYIIECTBICHHS YIPaBJICHUECKON NEATEIbHOCTH, BBITEKAIOIIEH H3
(GyHKUMH U 3a1a49 Y HUBEPCUTETA.

3.20. Ilpuka3sl MO OCHOBHOM MEATENBHOCTH COCTaBIIAIOTCS Ha OCHOBE
TIIATEJEHOT0 ¥ BCECTOPOHHEr0 H3YYEHHsI BOIPOCOB, TPeOYIONIMX pa3pelleHHs,
yTOOBl  COIepJKallldecs B IpUKa3ax [Opy4YeHUs OBUIM  KOHKPETHEIMH,
00ecreyrnBaIiCh JOCTATOYHBIMH MaTepUalbHO-TEXHUYECKUMU U (DUHAHCOBBIMHU
CpeICTBAMH H B [alibHEHIEM HCKIIOYaIM He00XOIUMOCTh KOPPEKTHPOBKH
MPUHATBHIX PEIIEHHH B CBS3M C HEMOJHOTOM WM HeHOpabOTKOM IPENbLIYILETO
IpHKasa.

3.21. Tlpukazel YHuBepcuTeTa O(QOPMISIOTCS Ha OlaHKe IpHKasa ¢
UCIIOJIB30BAHHEM CJIEIYIOIINX PEKBH3UTOB: AaTa JOKYMEHTA, PErMCTPallMOHHBIN
HOMEp [OKYMEHTa, 3arolloBOK K TeKCTy, TeKCT, mnoanuce. Jlata W
PETUCTPALIMOHHBI HOMEp NpHKas3a IPOCTABIAIOTCA IOC/E TOIMUCaHUs TpHUKa3a
peKTopa.

3.22. 3aroioBoK K IpHKasy Iie4aTaeTcs uepe3 OJWH MEXCTPOYHBIA
MHTepBaJl IOJl PEKBM3UTaMH OllaHKa ClieBa OT I'PaHMIBI JIEBOro mojs. Touka B
KOHIIE 3arojloBKa He CTaBMTCS. 3aroJloBOK K mpukasy QopMmynupyercs ¢
IPeIIoroM «o» («00»), KpaTKO ¥ TOYHO OTpa)kas COAEp)KaHHWE TEKCTa IpHKasa.
Hanpumep:

06 yrBepKIeHHH MHCTPYKIHH 110 IeIOIPOH3BOJICTBY;
O nopsiake GHHAHCHPOBAHUS PEKIAMHON KaMIIaHUH,
O co3naHu¥ 3KCIIePTHOH KOMHCCHH.

3.23. TeKcT NMpHKa3a COCTOMT M3 ABYX 4acTed: 060cHOBaHMSA (IpeamOyJIbl) U
pacropsauTebHOM 4acTi. B 060CHOBaHHM yKa3bIBa€TCsl OCHOBaHUE, IPUIHHA UK
1eJ1b M31aHus JoKyMeHTa. Hanpumep:
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B cooTBeTCTBHH ¢ MpHKa3oM MHHHCTEPCTBA CBSI3H U MACCOBBIX KOMMYHHKAIIWH
oT 25 nexabps 2014 r. Ne 1494 «O6 yrBepxnenuu IlpaBun oOMeHa NOKyMeHTaMH B
3JIEKTPOHHOM BHJIE IIPU OpTraHU3alui HHGOPMAIMOHHOTO B3aUMOJEHCTBHAY ...

B nemax opraHusalii " IIPOBEICHHA pa60TBI N0 JKCIOEPTH3E€ ILECHHOCTH
HJOKYMEHTOB, oﬁpasyroumxcs{ B JCATCIBHOCTH OpraHH3alliH, H 0T60py HX OIId
repeavyu Ha XpaHCHHE B apXHUB OpraHu3allii U K YHHYTOXCHHIO ...

3.24. PacnopsimutenbHas ~— 4acThb — IIPHKa3a  HaYHHACTCS  CJIOBOM
«TIPUKAa3bIBAI0Y», KOTOPOE I1€4aTaeTCsi CTPOUHBIMU OyKBaMM BPaspsiIKy.

PacriopsigutenbHas 4acTh MOXKET COJEPKATh:

pEelleHHs]  OpraHM3allMOHHOrO  XapakTepa  (YTBEpIOMTh,  CO3JaTh,
peoGpa3oBaTh, TMKBUAXPOBATE, IPU3HATE YTPATUBLIAM CHILY);

KOHKpETHBIE TIOPYYeHHsI C yKa3aHHeM HCIIONHHUTENA (MCIIOJIHUTENEH) U
CPOKOB HX BBITIOJIHEHHS.

3.25. Kaxmoe pemenue (mopydeHue) odopmisercs B IIpHKa3e Kak
OTHEeNbHBIAH NyHKT. I[IyHKTHI TpHKa3a pacIiojararoTcsi B JIOTHKO-BPEMEHHOM
TIOCJIeIOBATENFHOCTH M HyMepyroTcs apabckumu mudpamu. Ecnu mopydenue
JlaeTcsl KOHKPETHOMY IOJpa3/ieleHHI0, er0 HAaMMEHOBaHHe IHIIETCS ITOJTHOCTBIO, B
CKOOKax yKa3pIBalOTCA (GaMHIIMS M HHHMLHAIBl PYKOBOAHUTENS IOAPA3JCIICHUS B
WMEeHHUTeNbHOM nazjexe. Hampumep:

..IpHKa3bIBal:
1. Yue6no-meroauueckomy otneny (®amumus 1.0.) x 01.11.2017 noarotoButs
TIPe/ICTABUTE Ha yTBEPXKICHHUE IIaH yyeOHo-MeToandecKol pabotel Ha 2018 rox.

Eciu mopyveHue DaeTcsi KOHKPETHOMY HCIIOIHUTEINO, €r0 TOJDKHOCTD
1 GaMuIus ykasbisarotcs 6e3 ckoOok B JatensHOM nanexe. Hanpumep:

2. T'maBHomy Oyxranrepy HMBanosy W.M. moaroroBute u IpENCTaBUTE Ha
PaccMOTpEHHUE U yTBEPXKAEHHE CMETY KOMAHIMPOBOYHEIX pacxozoB Ha 2018 rox B cpok 110
30.11.2017.

IIpeamuchIBaeMOe NeHCTBHME BBIPAXKaeTCsl IJIarojioM B HEONPeNeNeHHOH
dopme. He momyckaercs ymoTpeONATE HEKOHKPETHBIE BBIDOKEHUS THINA
«YCHJIMTBY, YCKOPHTBY», «00€CTIEUUTh B KpaTJanIlIie CPOKMY.

Ecnyu OJHOMY WCIIOJHHUTENI0 HEeOOXOAMMO IOPYYHTh HECKOJIBKO DPa3HBIX
3a7aHUl ¢ ONHMM CPOKOM BBIITOJHEHHs, OTBETCTBEHHBIH HCIIONHUTEIh H CPOK
WCIIOMHEHMs] YKa3blBAIOTCS OJHH pa3 B OCHOBHOM IIyHKTE, a TIOpYYCHHS
BBIAEISAIOTCA B OTHENbHBIE MOANYHKTEL. ECIH y IOpYYEeHMH pa3Hble CPOKH
HCTIOHEHMs], CPOKH YKa3bIBaIOTCS HE B OCHOBHOM ITyHKTE, & B KaX/IOM MOJITYHKTE.

Cpok WCMOJHEHHs NOKEH OBITh pealbHBIM, COOTBETCTBOBATH obbemMy
npexnonaraeMeix paGot. IIpy ycTaHOBIEHHH CpPOKa CIIEIyeT Y4MThIBATE BpEeMsd
IOBEIeHHUs TOKYMEHTA 10 KOHKPETHBIX UCTIOHUTETEH.
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Cpok HCTIOJHEHHS B IIyHKTaxX paclOpsSIWTENbHOW YacTH TIpHKa3a He
yKa3bIBAaeTCs B CIIydasx, €ClIH NEHCTBHA HOCAT DEry/ApHBIA XapakTep M UX
BBINIOJTHEHHE IPEIHCHIBAETCA Ha BeCh NepuoJ JeicTBua npukasa. KomndecTBo
UCIIONHUTENEH M0 KaXJOMy TyHKTY (HOIIYHKTY) HE OIpPaHHYHMBAaETCH.
OTBETCTBEHHBIN UCIIOIHUTEND YKa3bIBAETCS IIEPBBIM.

Ecnmu mpuka3 OTMEHSET MOJHOCTBIO WM YaCTUYHO paHee HW3JIaHHBbIe
JOKYMEHTBI IO TOMY >Ke BOIIPOCY, TO B IIPEINOCIEIHEM IIYHKTe IpUKa3a
HeOOXOJUMO MX MEePEeUUCIIUTh C yKa3aHHEM HaWMEHOBaHHS TOKYMEHTa, €ro JIaThl,
HOMepa, 3aroyioBka. Hanpumep:

4, TTpu3HaTh yTPATHBIIMM CHJIy IIPHKA3 opraHu3anuu ot 5 asrycta 2010 r. Ne 175
«O0 yTBepKIEHUH DKCIEPTHON KOMHCCHH OpraHU3aIHK .

[Tocnequuii MyHKT IpHKa3a - IYHKT O KOHTpOJe, B HEM YKa3bIBAIOTCH
IIOJKHOCTh JIMIIA, OTBETCTBEHHOTO 3a MHCIIOJHEHME [OKYMEHTa B IIEJIOM, €ro
bamunus u uHMIHansl. Hanpumep:

4. KoHTpoInb 3a MCIOJHEHHEM IPHKa3a BO3/IAraeTcs Ha 3aMECTHTENs TeHEepaIbHOIo
mupekTopa ®amumus H.0.

B OT/eNBHBIX CIy4asX PEKTOp MOXET OCTaBUTh KOHTPOIIb 3a COOO:

4. KoHTpOJIb 33 HCIIOJHEHHEM TIPHKa3a OCTaBIIAIO 3a COOOH.

3.26. He Bxmowaercs B TeKCT mpukaza NyHKT «lIpwkas moBecTd [0
CBEIEHHUS ... ).

TToapa3saeneHus U TOJKHOCTHBIE JIHIIA, IO CBEIEHHsS KOTOPhIX HEOOXOIUMO
JIOBECTH IIpMKa3, TNEpEedrCISIOTCS B yKasaTene (JIHMCTe, CIHCKe) pacCBUIKH,
KOTOpBIil TOTOBMTCS WCIIONHMTENEM H MOXeT O(OPMIATECS Ha 0OOPOTHOH
CTOpOHE IIOCJIeIHEr0 JINCTa IPHKa3a.

3.27. B mpuka3zax He JOIIyCKaeTcst:

M3MEHEHHe paHee yCTAaHOBJIEHHBIX CPOKOB BBIIIOJIHEHUS 3alaHii B CTOPOHY
UX YBEJIMYEHHUS,;

NpYMEHEHHE MPOU3BOJIBHEIX COKPAIEHHH MM HCKaXKEHUE HaMMEHOBaHUH
CTPYKTYPHBIX TOJpa3fieNeHuii YHUBEPCUTETa, ITOABEIOMCTBEHHBIX opraHu3allut-
WCITOJIHUTEIEH;

IpUMeHEHH)E [TPOU3BOJIBHEIX (HE OOMIENPUHATEIX) TEXHUYECKUX M IPYTHX
TEpPMHHOB, COKPAIL[EHHBIX CIOB ¥ HAMMEHOBAaHHH.

3.28. Ilpu HanmWuMM TPUIOKEHHH B TEKCTe INpHKa3a B COOTBETCTBYIOLIMX
MyHKTax PacropsAUTENbHON YacTH JArOTCsA OTCHUIKH: ... (mpunoxxerue Ne 1); ...
(npunoxxenue Ne 2); ... «COTJIACHO NPUTO0XKEHUIO», Ha MPUIIOXKECHUH odhopmsaeTcs
OTMETKA O TIPUJIOKEHHUH:
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[Tpunoxenune Ne 1

K mpukazy ®bY «HaumeHoBanune
OpraHU3aLuH»

or 12.11.2017 Ne 215

W3nanue BMeCTe C MPHKA30M MPUIOKEHWH, HE YIOMSHYTBIX B TEKCTE
IOKyMEHTa, He JIOITyCKaeTCs.

Ecnu moKyMeHT, yTBEp)KISHHBIH IPUKA30M, BIIOCIEACTBHHM [EHCTBYET B
BUJIE CAMOCTOSTEIBHOTO JOKYMEHTa, Ha IIEPBOM JIUCTE JOKYMEHTa B BEPXHEM
MPaBOM YTy TPOCTaBisieTcss rpud yTBepxkAeHHs (IpH HEOOXOIMMOCTH, - C
yKa3aHWeM HOMepa MPUIIOKEHHUs ), HallpuMep:

WHcTpykius VTBEPXJEHA
npukazoM ObBY «Haumenosanue

OpraHH3aluuy
or 22.01.2017 Ne 5

3.29. PacniopsixeHus oQOpMIISIFOTCS 110 TEM K€ IpaBHjIaM, YTO M IPUKa3ElL,
3a MCKJIFOYEHHEM TOTO, YTO B KOHIIE MpeamOyIbl CTaBUTCS ABOETOYHE, IIOCTIE YETO
CIIEYIOT ITyHKTHI pacrnopsauTenbHoi yacti. Hanpumep:

B nemsx mcmonnenus npukasa OBY «HaumeHoBaHMe opraHmsanuu» OT 22 aBrycta
2017 r. «O6 opraHu3aiyy | MpoBeIeHUH KoHKypca «JIyummit cexperaps Komnanuu - 2017»:

1. PyKoBOIHMTENSAM YIIpaBJICHHH, OT/ENOB i Nabopatopuii B cpok 10 10 cenrabps 2017r.
TIPEICTABUTL CBOM IPEUIOKEHHUS O KaHIMAATypaX CEKpeTaped M IeJONpPOU3BOIUTENCH i

Yy4acTHd B KOHKYPCE.
s

PacriopsikeHHs: MOTYT He UMETh IpeaMOyJIbL.

3.30. Jlo mpeicTaBIeHHs Ha MOJNKCH MPOEKT NpHKa3a (PacropsDKeHH:)
COTJIACOBBIBAETCS C 3aMHTEPECOBAHHBIMY JIUI[AMU B COOTBETCTBUHM C IMyHKTaMH 4.1
- 4.11 UHCTPYKIIHH.

3.31. Ilpwka3 mOANMCHIBAET PEKTOP MM JIAIO, HCIOIHAIOIIEE €ro
00513aHHOCTH.

Pacnopsixenue TTOIITUCHIBAETCS PEKTOpPOM 150078 % UHBIMU
YIIOJTHOMOYEHHBIMU UM JIMLIAMH.

3.32. Konuu npuka3zoB (pacnopsDK€HHH) pacChLIAlOTCS B COOTBETCTBUH C
yKazaTejieM (JIUCTOM, CITHCKOM) PaCCBUIKH.

JNeKTpOHHAs KONHA TPUKa3a pasMellaeTcs B COOTBETCTBYIOIIEH Oase
mauaeix CDOJ] WIM Ha KOPIIOpAaTHBHOM IIOpTaje YHHBEPCUTETa B CETH
«HHTepHe™.

3.33. Ilpu odopwmieHHMH NpHKa3a, H3IaBAEMOrO COBMECTHO C JPYroH
OpraHU3alueHn:

0JIaHK He UCIOJb3YyEeTCs;
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HaMeHOBaHMs OpraHU3allUii [1e4aTaroTCs Ha OJHOM YPOBHE,

HavMeHoBaHue Buaa nokymenTa ([TPKA3) pacnonaraercs 1o LEHTPY.

JlaToli COBMECTHOTrO MpHKa3a SIBISETCS JaTa IPOCTaBICHHSA IIOCIIEIHEH
IIOJITKMCH Ha JOKyMeHTe. PerucTpaniioHHbIM HOMEP COBMECTHOT'O TMIPHKa3a COCTOUT
U3 DErMCTPalMOHHBIX HOMEPOB, IPUCBOECHHBIX KaXIOW H3 OpraHu3alud u
[IPOCTABISIEMEIX Yepe3 KOCYIO YepTy B MOpSIKEe yKa3aHMs OpraHW3allui - aBTOPOB
JIOKYMEHTA.

TekcT COBMECTHOTO MpHKa3a U3J1araeTcs OT IEPBOTO JIKMIAa MHOXECTBEHHOT O
yrcaa («IIpUKa3blBaeM»), TIOAMHCH PyKOBOAMTEEH OpraHM3alliii pacroararoTcs
Ha OJIHOM YPOBHE CJI€Ba U CIIpaBa.

3.34. JlesaTeNbHOCTH MO COBMECTHOM BBIpaOOTKE pEIIEHHMH Ha 3aceJaHMsiIX
COBETOB, KOMHCCHH, COBEL[aHUAX 0(POPMIIIETCS IPOTOKOIAMH.

[IpOTOKON COCTABJIAETCS HA OCHOBAHWM JHMKTOQOHHEIX (PYKONUCHBIX)
3amuceil, MPOU3BENEHHBIX BO BpeMs 3acellaHus, INPEICTaBICHHBIX TE3UCOB
IOKJTaI0B M BBICTYILIEHHMH, CIIPABOK, IPOSKTOB PelleHHH (II0CTaHOBIIEHHH).

[IpoTokon opopmiIsieTcsi B TEYEHHE OJHOTO - TPEX JHEH Mocie MpOBeACHHUA
3acelaHus, €CJIM CPOKH €ro MOArOTOBKYM HE OTOBOPEHBI 0C000.

3.35. PexkBu3UTaMH IPOTOKOJIA SBIIAIOTCA: HAaHMEHOBaHWE OpraHH3aluH,
HauMeHOBaHWE BHIA JOKYMEHTa, 3aTOJIOBOK K TEKCTY, JaTa M MECTO 3acelaHMs,
PETUCTPALMOHHBIN HOMEp IIPOTOKOJIA, TEKCT, TIOIHCH.

3.36. 3aroioBOK K TEKCTy IPOTOKOJA OTBEYaeT Ha BONPOC «4ero?» M
CONEPXMT YyKasaHWe NOApa3[eleHds WIM OpraHa, IeATelbHOCTh KOTOPOro
npoTokonupyerca. Hanpumep:

IIpoTOKOJ 3aceaHus aTTeCTAllHOHHOH KOMHCCHH.
T[TpoToKON 3aceaHus HAyYHO-METOINYECKOH KOMUCCHH.

Jlatoif mpoTokona sBiseTcs Jgara 3acedaHus. Ecim  3acenanue
IIPOIOJKAETCS HECKONBKO JHEH, yKasblBaeTCsl [aTa Hadajla 3acelaHusd M Hepes
THpe - f1aTa okoHdaHus: 12 - 13 mas 2018 r.

3.37. TekcT NpOTOKOJA HOJDKEH COCTOATh M3 JBYX YacTeH: BBOJHOH H
OCHOBHOM. B BBOJHON 4acTH MPOTOKOJA yKa3bIBAIOTCA (aMHIMH IpelcenaTelis
(mpeacenaTenbCTBYIOIIEro); ceKkpeTaps; GaMuiIny y4acTHUKOB, IPACY TCTBYIOIIHMX
Ha 3aceIaHuu; JIMII, TPHUIVIALIeHHBIX Ha 3aceaHue; MOBECTKA JIHA.

Ec/ii KOJIMYeCTBO IPHCYTCTBYIONIMX Ha 3aCelaHuM MpeBbllaeT 15 9eNoBex,
B BBOJHONW YAaCTH IIPOTOKONA JEJaeTcsi CCBUIKA Ha CIHUCOK, SBIISIOIIMHCS
HEeoTbeMJIEMOi 4acThio TpoTokona. Hanmpumep:

TIpucyTCTBOBaH: 25 Uell. (CIMCOK MPHIIAraeTces).

BBojHas 4acTh MPOTOKOJA 3aKaHYMBAeTCH IOBECTKOH JHA, conepKallen
lepeueHb pPaccMaTPUBAEGMBIX BOINPOCOB, II@PEUHUCIEHHBIX B IMOPSAKE HX
00CyXIeHHs ¢ yKazaHHeM JOKJIaaduKa 10 KaXA0My paccMaTpiBaeMOMy BOTIPOCY .
Bompocsl MOBECTKH IHA GOPMYTUPYIOTCS € MPEUIOrOM «O» («06»), meyaTaroTCs
OT CPaHMIIEI IEBOTO TIOMSI X HyMEpYIOTCs apabCKUMHU U paMH.
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B ocHOBHOM 9acTH MpoTokonia GUKCUPYETCs X0 3aCeIaHusl.

3.38. IlonHBI MPOTOKOJ COAEPXKHUT 3allMCh TOrO, YTO IMPOHUCXOJIHUIIO BO
BpeMsl 3acedaHus, BKJIOUas BONPOCHI K JOKIAJ4MKy, OTBEThl Ha HHX,
BBICTYILIEHHS B X0Je 00CYXIEHHs BOIIPOCa, Pe3yJIbTaTel FOJOCOBAHHUS 110 BOIIPOCY
W TpUHATBIE pelleHHs. PexkomeHmyeMbld ob0pasenr OQOpPMIIEHHS IIOIHOIO
npoTokoia (npuioxenue Ne 4).

Kpatkie mpoToKoIEl BefyTCs IIPU PACCMOTPEHHH BOIIPOCOB ONEPATHBHOTO
XxapakTepa. PekoMeHIyeMbli oOpaseny odopmiieHHs KpaTKOro MpOTOKOJIa
(mpunoxenre Ne 5). B kpaTkoM mnpoTokoie GHKCHpyeTcs TeMa 00CYXKIOEeHUs,
baMuITHs JOKJIaauiKa 110 BOIIPOCY U IIPHHSITHIE PEIIEHNUS.

3.39. OcHOBHag 4YacTh IIOJTHOrO IIPOTOKOJa COCTOMT H3 pa3fesoB,
[IOCBSIIIEHHBIX BOIPOCAaM TMOBECTKU IHS. XOI pacCMOTPEHHMS KaXJIOro BOIpoca
3amuceiBaeTcs B nocnenoBatensHoctd: CIIYIHAJIM - BBICTYIIAIIMA -
PEILIMJIN.

[MoctaHoBIeHHE (PELIEHHE) B TEKCT MIPOTOKOJIA BHOCUTCS IIOJHOCTBIO B TOU
GOpMyIHpOBKe, KOTOpas Obula NPHHATA HA 3acellaHWd; IpH HEOOXOAUMOCTH
IIPHBOJSTCS. UTOTM FOJIOCOBAHUA: «3a - ..., IPOTHB - ..., BO3AEPIKAIIOCH - ...».

3.40. [IpoTtokon 3aceJaHus IIOAITHCEIBAETCS npeacenarenem
(pece1aTeNbCTBYIOMNM) U CEKPETapeM 3aCelaHus, €ClIH HHOe He yCTaHOBIICHO
JIHA.

3.41. Ilpu HeoOXOOUMOCTH KONKH IIPOTOKOJOB WA BBIIHCKH M3
IIPOTOKOJIOB PACCHUIAIOTCS 3aHHTEPECOBAHHBIM JIMIAM B JJEKTPOHHOM BHIE B
COOTBETCTBHH C yKa3aTelleM PacChLIKH.

B BBINKMCKE K3 TPOTOKOJIA JOJUKHBI BOCIPOM3BOJUTHCS BCE PEKBU3UTEI
3aroJI0BOYHOM YacTH IIPOTOKOJA, BBOAHAs 4YacTh, BONPOC IOBECTKH IHHA, I10
KOTOPOMY TOTOBMTCS BBIIIUCKA, M TEKCT, OTPaXKalOUIMA 0OCYKIEeHHe BOIpoca M
TIPUHSATOE pellIeHHE.

3.42. JlenoBoe (cTyxeGHoe) MUCbMO TOTOBHTCS Ha Onmadke muceMma. [lpu
COCTABJIEHHHM ITMCEM O(OPMIISFOTCS PEKBH3HMTBI: ajpecaT, 3arojoBOK K TEKCTY,
TEKCT, TIOAIICH, OTMETKA 00 MCIIONHKUTENE, B HEOOXOAUMBIX ClIydasX - OTMETKa O
IIPUIOKEHHH. PeKoMeHIyeMbli oOpasell OQOpMIEHHA JEeIOBOr0  MHChMa
(nmpunoxenue Ne 6).

3.43. Ecid THCBMO SBISETCS OTBETOM Ha IOCTYNMBIIMH 3aIpoC WIIH
Tpockby, 3amoJHAETCS PEKBH3UT «CChUIKA HA PErMCTPALMOHHBIM HOMEp M Jatry
MTOCTYITHBILIErO IIHCHMay.

HaumeHoBaHue BHAA JOKyMeHTa (IHCBMO») W Pa3sHOBUAHOCTh IHMCbMA
(HampuMep, «Ipocsbay, «HH(POPMALMOHHOE», «CONPOBOAMTENBHOEY, «3aNpocy,
«HAIIOMMHAHKE») B JIENOBBIX (CITyKeOHBIX) MHCbMAX HE yKa3bIBAHOTCSL.

ECJTH MHCHMO HAIPABIISETCs afpecaty [0 3eKTPOHHOM MoYTe WK 10 pakcy
fe3 IOCBUIKH IO II0YTe, BMECTO TIIOYTOBOIO aJpeca YKasplBacTCs aapec
3JICKTPOHHOMH IOYTHI HITH HOMEP tenedona-daxca.

3.44. JlenoBoe (cmyxeGHOe) MMCBMO MOJDKHO OBITH NOCBAIICHO OXHOMY
porpocy. Ecnm Heo6xoauMo oOpaTHThCS B OPraHM3alMio ONHOBPEMEHHO IO
HeCKOJILKAM BOIpOCaM, PEKOMEHJYeTCS COCTaBUTh OTHENIbHOE IHCBMO IO
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Ka)XIOMY U3 HHX.

[TcEMO MOXET KacaTbCsi HECKOJIBKMX BOIIPOCOB, €CJIM OHH B3aHMOCBS3aHBI.

3.45. B onmHOM IIHMCHEME He JO/DKHO OBITH OoJiee 4eTBIpeX aapecaToB, IPH
3TOM OCHOBHOH ajipecaT yKa3blBaeTCs IEepPBHIM, OCTAJIBHBIM ajgpecaTaMm ITHCHMO
HaIpaBIsieTcs 17151 CBeIEHHUS.

[Tpu HEOOXOAUMOCTH HAIIPaBUTh MUCHMO OOJBIIEMY KOJTHYECTBY aIpecaTos,
TOTOBUTCS CITMCOK PacChUIKH, M ITMChMa PacChUIAOTCS 110 CIIMCKY.

3.46. Tlpu cocTaBleHUU [ENOBBIX ITMCEM MCIOIB3YETCA BCTYIUTEIBHOE
oOpalreHue B COOTBETCTBUH C ITyHKTOM 2.40 MHCTPYKIIUH.

3.47. TekcT nMcbMa U3IaraeTcs:

OT 1-ro IMIa MHOXECTBEHHOro 4Mcia («IPOCHM ..», IpeajaaraeM ...»,
«HATIOMHUHAEM ...»);

OT 3-ro julla eJUHCTBEHHOro 4Hucia (IpeqIpHATHe CYMTaeT BO3MOXKHBIM
...», KAHCTUTYT HE PAcIiojiaraeT BO3MOJKHOCTBIO ...»);

oT 1-ro nuua eAMHCTBEHHOTO YHcia (KIpoury ...», «IIpeIiarai ...»), €clH
MUCBEMO 0QOPMIIAETCS Ha I0JKHOCTHOM OJIaHKe.

3.48. Eciu mpoeKT IenoBoro (ciy)xe0Horo) MucbMa HarpasJsgeTcs aapecaTy
110 110YTE, IPOEKT FOTOBUTCA B JIBYX K3eMIULIPaX: OIUH 3K3EMILIAP OQOPMIIAETCS
Ha OnaHKe, BTOPOM 3K3eMIUIAp, NpeIHA3HAYSHHBIH [ BU3HPOBAaHMA) - Ha
CTaHIAPTHBIX JHCTax Oymaru.

JlenoBoe (cmy)keOHOE) MUCBMO A0 MPEIACTaBICHMsS Ha IOAIKMCH NOJDKHO
OBITb COIIACOBAHO (3aBH3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMH JIHUIAMH.
CornacoBanue (BU3MPOBaHME) AETOBBIX ITHMCEM IIPOBOIAMTCA B COOTBETCTBUH C
nyHKTamu 4.1 - 4.11 HHCTPYKIHH.

3.49. Jlenosoe (cimyxeOHOe) MUCHMO MOAIIMCEIBAETCS PEKTOPOM MM HHBIM
YIIONHOMOYEHHBIM KM JIMIOM. IloAmucaHHOe nenoBoe (CayxebHOoe) MHCEMO
TIOJIJIEXKUT PETUCTPALH U OTIIPABKE.

He momyckaercss OTIMpaBiATh ajpecaraM IMHUCbMa, HE HMEIOIIHe JaThl M
PETHCTPALMOHHOIO HOMeEpa.

3.50. ITocne nmoamucaHus MUCHMa M €ro PEerucTpalyy 3K3eMIUISp MUCbMa C
BH3aMH 3aUHTEPECOBAHHBIX JIMLI IOMEIAETCS B JIEJIO.

3.51. AKTBl COCTaBISIOTCS Ha OCHOBE YTBEpP)KIEHHBIX OpraHaMH BJIaCTH
yHUGMIMPOBAHHEIX (OPM HIM B CBOOOJHOM (opme B HENIX IMOATBEPKACHUSA
(haKTOB, CBA3AHHBIX C JEATENLHOCTHIO YHHMBepcuTeTa. PexomeHyembli obpasen
odopmiteHus akTa (mpunoxkenue Ne 7).

3.52. Ilpu cocTaBieHHH aKTOB HCIONB3YHOTCS PEKBHU3WTHI: HaHMEHOBAaHHE
OpraHM3alli{;  HaVMEHOBaHME  BHMJAa  [OKYMEHTa;  JaTa  JIOKyMEHTa;
PErMCTPAllMOHHBIl HOMEp MOKYMEHTa; MeCTO COCTaBJICHHS MM H3IaHHUs
JIOKYMEHTA; 3ar0JIOBOK K TEKCTY; IIOAIHCH.

3.53. JlaTo¥ akTa SIBISETCSA JaTa COCTaBJI€HHs aKTa M IOANHUCAHHUA €ro
COCTaBUTEIIAMH.

Ecnu gopmoit akTa MpeyCMOTPEHO €0 yTBEPHKICHUE PEKTOPOM MM HHBIM
YIIOTHOMOYEHHBIM TODKHOCTHBIM JIMIOM, JAarTod akTa ABIAETCA Jara ero
YTBEPIKAEHUS.
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3.54. B BBOJHOM YacTH aKkTa B UMEHHUTEIBHOM I1aJIEXKe YKa3bIBAKOTCA:

OCHOBaHME COCTaBIeHHs  aKTa (JIOKaJbHBIH  HOPMATHUBHBIA  aKT;
pacIOpsSITUTENBHEIN JOKyMeHT YHUBepcuTeTa (IpHKa3, pacopskeHue); GakT Wi
coOBITHE, MOCTY)XHBILIEE OCHOBAaHUEM I COCTABJICHHS aKTa); COCTABUTENIM aKTa
(nepeuncnstorcs mocine cioBa «CocTaBleH» € yKazaHHEM [JOJDKHOCTEH,
HAaWUMEHOBAaHUN OpraHW3allfii, €CJIM COCTABUTENH SBISIOTCS IIPEICTaBUTEIIMHU
Ipyroi opraHu3anuy, GaMuIuii 1 UHULMAJIOB).

Ecnmu akT cocTaBieH KOMMCCHEH, TIepBOH yKa3blBaeTcsl (amMHIIns
npeacenaTessi KOMHCCHH, 3aTeM YWIEHOB KOMHCCHUH B ali(paBUTHOM NOPSIKE.

3.55. B Texcre akTa H3JaraloTCs LEIM M 3aJayd COCTABJIEHUA aKTa,
CYIIHOCTb, XapaKTep, METObl U CPOKH MPOJIeNaHHOM paboThl, €e pe3ybTaThl.

[Tpu HEOO6XOOMMOCTH aKT MOKET CO/IEPIKaTh BEIBOIBI M PEKOMEHIALHH.

B 3aKI04MTeNsHON YacTH aKTa YKa3bIBAOTCS KOJTUYECTBO IIOATOTOBIEHHBIX
SK3EMIUIIPOB aKTa M MECTOHAXOXKIAeHHe Kaxaoro sk3eMiuisgpa. KomuuecTBo
9K3EMIUISIPOB aKTa OMpenensieTcsl KOJTHYeCTBOM CTOPOH, 3aMHTEPECOBAHHEIX B €T0
COCTaBJI€HHH, WIM HOPMAaTUBHBIMH TpeOOBaHUAMH, perIaMeHTHPYIOIIUMH
COCTaBJIeHHE aKTOB KOHKPETHOU pa3HOBUIHOCTH.

3.56. DK3eMILISAPBl aKTa MOIKUCHIBAIOTCS BCEMH YICHAaMH KOMHCCHH (€CIH
aKT COCTABIIAJICS KOMMCCHMEN) HIIH COCTABUTENSMH U, TIPU HEOOXOAMMOCTH,
MIPUCYTCTBOBABIIMMHU JIMLIAMHU.

[lpy noAmMCaHMM aKTa TMpelcefarelieM M YleHaMH  KOMHCCHUU
HaWMEHOBAHUS UX TOJDKHOCTEH HE YKa3bIBAIOTCH.

Ocoboe MHEHHE COCTaBHUTEIS aKTa H3j1araeTcsi Ha OTAEILHOM JIMCTE,
TIO/IMTMCBIBAETCS U IIpUaraeTcs K aKTy.

3.57. Ecnu 3akoHomatenbcTBOM Poccuiickoil @enepanud MpeaycMOTPEHO
O3HAKOMIIEHHE C COJIEp)KaHHEM aKTa JIMILl, YIIOMAHYTBIX B aKTe, MOJ MOAIKCH, Ha
IOCNeqHeH CTpaHWIE aKTa IPOCTaBIAeTCA O3HaKOMMTelbHas Bu3a «C akToM
o3HaKoMJIeH(BI)», TIPH 3TOM YKa3BIBAIOTCS HAaHMMEHOBAHHMS IO/DKHOCTEH, JIHYHBIE
TOANKCH, paclId(ppPOBKH MOIIKCeH, HaThl O3HaKomueHHus. Jluia, KOTOpBIe
3HAKOMATCS C COIEp)KaHHeM akTa, UMEIOT NIPaBO HE COTJIACHTHCA C COAepKaHHeM
aKTa B I€JIOM WIH €ro OTJAeNbHBIMH TIOJIOXKEHHUSIMH, YTO JOJDKHO OBITh
3a)MKCUPOBAHO IPU O3HAKOMJIEHHH C aKTOM.

3.58. JloxmamHas (ciayxeOHas) 3alMcKa HMCIOJIB3YETCS Ui ONEepPaTHBHOTO
MHGOOPMAIIMOHHOTO OOMEHa MEXIy CTPYKTYpHBIMH [OApa3JeNeHUusAMH H
PYKOBOJCTBOM. PexomeHIyemble oOpasubl O(QOpMIIeHHs NOKIaIHON 3alMCKU U
cTy’keGHOM 3amuMcKu, TOATOTOBJICHHOM Ha OCHOBE SIEKTPOHHOrO  IIabloHa
(nmpunoxenust Ne 8, 9).

3.59. OOs3aTeNpbHBEIMH PEKBHU3UTAMH JIOKIaJHOH (CIy)K€OHOW) 3arMCKH
SBJISIOTCS: HAaUMEHOBaHHME CTPYKTYpPHOIO IOJpAa3eleHus, HaHMEHOBaHHE BH/A
NoKyMeHTa (IOKIIa[Has 3alicKa, Cry)keOHas 3amucka), ata, 3arojloBOK K TEKCTY,
aapecar, TEKCT, IIOAIHCE.

3.60. IIpu agpecoBaHWK JOKIAIHBIX (CIIyXeOHBIX) 3allCOK yKa3bIBAIOTCS B
JaTeIbHOM Majexe T0DKHOCTh JIMIa, KOTOPOMY apecoBaH NOKYMEHT, GaMuius |
uHHLIHabl. Hanpumep:
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3aMEeCTHTEIO T€HEPATbHOTO
mupexktopa @BY «Haumenopanue
OpraHH3aLuN»

®amunus 1.0.

HIIH:

Pykosonutemo [lenapramenTa
UH(OPMAIIMOHHBIX TEXHOIOTHH
bamunug 1.0.

3.61. Joxmagaele (coyXeOHblE) 3allMUCKM  MOIYT  COCTaBIIATHCH,
paccMaTpUBaThCs U XPAHUTHCS B TEUEHHE YCTAHOBJICHHOI'O CPOKA UCKIHOYHTEILHO
B 3JIeKTpoHHOM BuIe B CO/I.

[Tpu opranuzanuu paboOTHl C JOKJIAIAHBIMH (CIIyKEOHBIMH) 3allMCKaMH B
DJIEKTPOHHOM BHJE HCIONB3YIOTCS JJIEKTPOHHBbIE INA0JOHBI JOKIAJAHOH W
CITy>XeOHOH 3aIHUCOK.

3.62. Texct moxmamHOW (ciy)KeOHOW) 3alUCKH, B 33aBMCHMOCTH OT
CIIOXKHOCTH COJEP)KaHUs ¥ MPUBOJMMOM apryMeHTallMd, COCTOMT M3 OIHOH, IBYX
WJIU TPeX YacTeu:

B IIEPBOI YaCTH HU3JIaraloTCs MPUYUHBI, (PAKTBI HIIH COOBITHS, IIOCITYKUBIIHE
TIOBOJIOM JIJIsl COCTABJIEHHS TOKYMEHTa,;

BO BTOPOM YacTH JaeTcs aHaiu3 CIOXHBIIEHCS CHUTyalldH, BO3MOXHBIE
BapHaHTHI €€ pelIeHM s,

B TPEThEH YacTH M3/1aratoTCs BEIBOIBL.

3.63. Perucrpanusi DOKIaIHBIX M CIy)eOHBIX 3alMCOK OCYIUECTBISETCS B
CD/H, npu otcyrctBur COJl - B CTPYKTypHOM IIOApPa3eNeHuH, TOArOTOBUBIIEM
IOKYMEHT.

3.64. JlenoBele MHUChbMa, HaNpaBlseMble 3apyOe)HBIM KOPPECIIOHIEHTaM (B
TOM dYHCNe ajpecaTaM rocynapctB - ObBumx pecrmy6nauk B cocrase CCCP),
obopMIIsArOTCS Ha OnaHKe MHMCbMa YHHMBEPCHTETA C PEKBHU3HTaMH Ha PYCCKOM H
OJTHOM M3 UHOCTPAHHBIX A3BIKOB.

3.65. IluceMo, HampaBiseMoe 3apyOeKHOMY aapecaTy, COCTaBIsSeTCS Ha
PYCCKOM SI3BIKE, IPOXOIUT COTJIACOBAHME CO BCEMH 3aHHTEPECOBAHHBIMH JIUIIAMH
VHuBepcuTeTa, IMOCNTe Yero MHChMO IEPEBOAMTCS Ha OMHH M3 HHOCTPAHHBIX
S3BIKOB (S3BIK ajpecara MM AHDIMMCKHM 53bIK) W odopmisercs Ha OraHke
IIMCBbMa, IPeHA3HAYEHHOM JUIS [IEPENMCKH C 3apyOe)KHBIMH KOPPECTIOHIEHTaMH.

[ToATMHHUK NHMCBMa, OQOPMIIEHHBIA Ha OIHOM H3 MHOCTPAHHBIX A3BIKOB,
OJDKEH OBITh HIEHTHUYEH I10 COMEP)KAaHHUIO JIK3EMIUIIPY Ha PYCCKOM S3BIKE C
BH3aMHM 3aMHTEPECOBAHHBIX JIMII.

3.66. Ha moamuch PYKOBOIMTENIO MPEACTaBIAIOTCS: JK3EMIUIAPD IHChMa
3apy6eKHOMY KOppEeCHoHIeHTy, OGOpMIEHHBIM Ha OlaHKe, KOMMA [OaHHOIO
[IHCbMa Ha CTaHAapTHOM JiucTe OyMaru ¢ BU30#M MCIOJHUTEN, IK3EMILIAP ITHChMa
Ha PYCCKOM SI3bIKE C BU3aMM 3aMHTEPECOBaHHBIX JIHIL.

3.67. Ilocne moamucaHys MHUChbMa PEKTOPOM HIIH HHBIM YIIOTHOMOYEHHBIM
UM JIULIOM:
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JK3eMIUIAp  IuchbMa, OQOpMJEHHBIM Ha  OnaHkKe, MOJANHUCAaHHBINA
pykoBoauTeIeM H 3apeructpupoBaHHbli B Ciyx0Oe [Ielonpou3BOACTBa,
HallpaBligeTcs apecary; '

KOIHUS MHChbMa C BU30W MCIOJHUTENS U 3K3EMIUISp MHChbMa, COCTaBIEHHBIN
Ha PYCCKOM $3bIKE, C BU3aMHU 3aMHTEPECOBAHHBIX JIUL IOMEIIAKOTCA B €0,

3.68. ITucema, HampaBiseMble 3apyOeXHBIM aapecaraM, IOJDKHBI HMMETh
PEKBU3HTHL: aapecar, qaTa, perUCTPallMOHHEIA HOMED, TEKCT, IOAIUCH.

[Ipy HEOOXOOUMOCTH MOTryT OG(OPMIATECS pPEKBU3UTBI «CCBIIKA Ha
pPErMCTpallMOHHBIA HOMEp M [aTy IIOCTYIMBIIErO MUCBMa» M «3arojloBOK K
TeKcTy». Ha xonmuu muceMa, moMemaeMou B 110, JONOJHUTEIBHO IPOCTaBIAETC A
OTMeTKa 00 UCIIOTHUTEIE.

3.69. PexBu3uT «aapecar» odopmIsieTcs cripaBa o] PeKBU3UTaMU OJlaHKa.
AnpecaToM mUcbMa MOXET ObITh OpraHU3aLUs WIHM KOHKPETHOE JIULIO.

Ecnu nucbMo anpecoBaHO OpraHu3allly, CHayala JaeTcs €€ HauMEHOBaHHe,
3aTeM - TOYTOBBIA aJpec B MOCJIENOBAaTENBHOCTH: HOMEp [I0Ma WM 3[aHud,
Ha3BaHMe YJIMIIbl;, Ha3BaHHUE ropoja; CTpaHa.

Kaxnplii sieMeHT ampeca MUIIETCS Ha OTAENbHOM cTpoke. HasBaHwue
ropojia, Kak ImpaBuiIo, IedaTaeTcs MponucHbeIMU OykBamu. Hanpumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Cnosa Avenue, Street, Place u uHBIe B ajapece NUIIYTCA C NPOMUCHOH
OYKBBEI.

[Ipy odoOpMIIEHHH IIOYTOBOTO ajpeca 3apyOeXHBIM KOPPECHOHIEHTaM
MyHKTyalus He MPUMEHseTCS.

[Tpu agpecoBaHMM MHCEM HEOOXOAUMO YYHMTHIBATh TPATUIHH, XapaKTCPHBIE
IJIs OT/ENBHBIX cTpaH (HampuMep, B BenukoOpuTaHuM mociie yKasaHHs ropoza
MOJKeT ObITh yka3zaHo rpadctso, B CILIA - Ha3BaHHe 1ITaTa).

Ecny B Ha3BaHUM (QUPMBI NPUCYTCTBYeT Gamuius nuna (Hampumep, W.
Edward & Co., Ltd), nepen Ha3BaHHeM (GUPMbI IPUHATO CTaBUTH CI0BO Messrs
(cokparenue ot Messieurs - rocroja).

Eciu 1nHCEMO  afpecyeTcss KOHKPETHOMY JIMIly, TIepen Ha3BaHHEM
OpraHU3aliy YKa3bIBalOT (GaMIIIMIO H JOJDKHOCTE PaOOTHHKA HIIH €r0 JOJDKHOCTS.

Hanpumep:

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

NE12 OLD
U.S.A.
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3.70. B muceMax 3apyOexxHBIM ajapecaTaM jara oGOpMIISIEeTCs CIIOBECHO-
UG POBEIM cIIOCOOOM B ITOCIEA0BATENBHOCTH: I€Hb MECs1a, MECHL], FO.

Hamnpumep: 24 suBaps 2017 r.

ITpu cocTaBIeHUH MMChMa Ha aHTJIHHCKOM sI3bIKE OMyCKaeTcss o(opMIIeHHE
JAThl B IIOCIEN0BATENILHOCTH: TOMI, Mecsll, 1eHb Mecaua. Hanpumep: 2017, January
24,

3.71. B nuceMax 3apyOexKHBIM ajpecaraM HCIOJIB3YIOTCS BCTYNHTEIbHBIE
oOpalleHus 10 JOMKHOCTH WK o damunuu agpecara. Hanpumep:

VBakaeMblit rocrnioJuH TOproBuiii COBETHHK!

VYBaxaeMpli rocnoauH AHrenoB!

3akaHuuBaeTCs IHCHMO  3aKIIIOYHMTENBHOM  3THKeTHOH  dpasoii  «C
YBa)KEHHUEM, ...».

IV. CornacoBanue npoexkToB 10KyMmeHnToB. Ilognucanue (yrBep:kaeHHe)
NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHne TpOEKTa JOKYMEHTa IIPOBOLAUTCS OO €ro IOANHCaHHS
DYKOBOIUTENEM B IIeNX OIEHKH COOTBETCTBHS IIPOEKTa 3aKOHOIATeIbCTBY
Poccuiickoii @eneparviu, JOKaJbHBIM HOPMATHBHBIM aKTaM OpraHH3alldH,
KayecTBa U 3G (EKTUBHOCTH [PEATIAaraeéMOro pPeLIeHHs.

CornacoBague IpOeKTa JOOKYMEHTa OpraHU3yeTCs HEeMOoCpeaCTBEHHBIM
UCIIOJIHUTENEM (COCTaBUTENIEM) U PYKOBOAUTENEM IOAPa3e/ICHUA-UCTIOMHUTES 1
MIPOBOIHUTCS B Tpe/ieNiaXx yCTaHOBIEHHOIO CPOKa UCTIONHEHHUS.

42, Tlpu wammuuu B YHuBepcutere COJl cornacoBaHue IPOEKTOB
JOKYMEHTOB OCYILECTBISETCS B aBTOMAaTH3MPOBAHHOM PpEXHME IOCPEICTBOM
HAlpaBlieHWs MPOEKTOB [OKYMEHTOB JIMIaM, HasHa4YeHHBIM B KauecTBe
COracylomuxX, 1 ohopMieHus pe3ynpTaToB cornacoBanus B COJL.

CornacoBaHye€  IPOEKTOB  JOKYMEHTOB  MOXET  OCYIIECTBIISATHCH
TIOCPEICTBOM KOPIIOPATHBHON 3JI€KTPOHHOM MOYTHI U 0QOPMIIEHUS UCTIOTHUTETIEM
JHCTa COIVIACOBaHHMSA C IMPWIOKEHHEM OJIEKTPOHHBIX  COOOIIEHWH  JIHL,
y4acTBOBABIIMX B COIIACOBAaHUH IIPOEKTA JJOKYMEHTA.

4.3. CornacoBadue IPOEKTOB IOKYMEHTOB C PabOTHHUKaMH YHHUBEPCHUTETA
W/MIHM IPYTHMH OpTaHU3allisIMH OpPraHM3yeT UCIIOJHUTENE [I0CNIe COrlacoBaHus B
pabouem TOpsiKe TPOEKTa JIOKyMEHTa C pYKOBOOHUTENEM CTPYKTYPHOIO
MoApa3fieNieHdss W B COOTBETCTBUM C MHCTPYKLMEHW IO [1eONPOU3BOACTBY
VHuBEpCHTETA  WIH  WMHBIMM  JIOKAIbHBIMM ~ HOPMAaTHBHBIMH  aKTaMH,
PEryIMpPYIOLIMMY IIPOLECC COIIACOBaHHs (BU3MPOBAHMS) IIPOSKTOB JOKYMEHTOB.

4.4, TIpoeKThl JOKYMEHTOB COIIACYOTCS:

HEMOCPEACTBEHHBIM HCIIOMHUTEIEM M DPYKOBOIUTEIEM MOJpa3feneHus-
HCITOJTHUTEIS;

COUCIIONIHUTENSAMH (TIPH UX HAJIUIHH);
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PYKOBOJIUTENIMHU CTPYKTYPHBIX HOJpa3/ielIeHUH, paboOTHUKaMH
VHUBEpCUTETa U, HAlpaBIEHHS JEATENPHOCTH W/HIH  (QYHKLHMOHAIbHBIE
00SI3aHHOCTH KOTOPBIX 3aTPardBalOTCS B IPOEKTE JOKYMEHTa H/MIM KOTOpPBIE
yKa3aHbl B IPOEKTe TOKYMEHTa B KauecTBe UCIIONHUTENeH (B Cllydyae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJIHUTEINS IMOApPa3/elIeHHs] NIPOeKT NOKyMEHTa BH3HUPYET JIULIO,
BPEMEHHO HCIIONIHSAOIIEE ero 0053aHHOCTH);

IPOPEKTOpaMH Y HUBEPCUTETa, KyPUPYIOIIMMHU 3aTPOHYTHIE B IIPOEKTE
JIOKYMEHTa BOIPOCHI (€C/IM TOKYMEHT IOAMKCEIBaeTCs (YTBEPKAAETCS) PEKTOPOM
YHuBepcUreTa;

Crnyx060i nenonpon3BoACTBa.

[TpoeKThl TOKYMEHTOB, pealu3alisi KOTOpeIX TpeOyeT GpHHAHCOBLIX 3aTpar,
COIJIaCOBBIBAIOTCS ¢ (PUHAHCOBBIM MOAPA3ACICHHEM.

He gpomyckaercs HampaBisTh Ha COIJIaCOBaHUE IIPOEKT JIOKYMEHTa
OJHOBPEMEHHO [BYM HId Ooinee pabOTHHKaM OJHOrO  CTPYKTYpPHOTO
nmojpasjesieHus. B kayecTBe IHI, COTNACyIOIIMX IPOEKT JOKYMEHTA, MOJDKHBI
BBICTYIIATh IPEUMYIIECTBEHHO PYKOBOAUTENHN CTPYKTYPHBIX IIOApa3/Ie€IeHHUH.

4.5, BremHee coriiacoBaHde IIPOEKTa JOKYMEHTa OCYIIECTBIACTCS
MIOCPEACTBOM  HalpaBleHUs  IpoeKTa B  JPYryH  OpraHu3aluio ¢
COIMPOBOJUTENBHBIM TUCBMOM, B KOTOPOM YKa3bIBa€TCs CPOK COIIACOBAHUA.

Ecniu  opraHusaiuy, Ccorjacyrollde IPOEeKT [IOKYMEHTa, SBIISIOTCA
yuacTHUKamMu omHo# COJI, cormacoBanue MoxeT ObITh mpoBeneHo B COJ[ Ges
HAIpPaBJIEHWs COMPOBOIUTENBHOTO MNHChMa M OIHOBPEMEHHO C BHYTPEHHUM
COTJIaCOBaHHEM.

4.6. CpokH coriacoBaHus JOKYMEHTOB COCTABIISAIOT:

TIPOEKTHI JIEJIOBBIX (CIy)KeOHBIX) MHCeM - 1 - 3 pabounX [IHS;

IIPOEKTHI IPUKa30B Ge3 mpunoxeHui - 1 - 3 pabouux mus;

TIPOEKTH NPUKA30B ¢ TPUIOKEHHSMH CIPAaBOYHOrO Xapakrepa - 3 - 5
pabouux [HEH;

IIPOEKTHI MPHKA30B C IPUIIOKEHHEM JIOKAIbHBIX HOPMATHBHBIX aKTOB B
3aBHCHMOCTH OT HX 00beMa (He Gonee 50 cTpanun) - 5 - 10 pabouux nHewH;

TIPOEKTBI JIOKaIbHBIX HOPMaTHUBHBIX aKTOB, yTBEpXKAaeMbIX
HETIOCPEICTBEHHO TO/IUCEI0 pyKoBoauTens (He Gonee 50 crpamun) - 5 - 10
pabouux aHEH;

TIPOEKTHl TPOTOKOJOB 3acefaHuil (COBEINaHMM) MPH HEOOXOMMMOCTH HX
COTJIACOBAHHS, B 3aBUCUMOCTH OT 00heMa TOKyMeHTa - 1 - 3 pabouux IHSL.

CpoKM COTJIacOBaHUs MPOEKTOB JOKYMEHTOB, HAIPABIAEMbIX Ha BHEIIHEE
COTJIacoBaHHUe He NOJDKHBI COCTaBIATh Gomnee 30 KaneHIapHbIX AHEH.

B KOHKpETHBIX CIIydasX B 3aBUCHMOCTH OT COJEp)KaHMA M Ha3HAYCHUA
JIOKyMEHTa CpOK COIJIACOBaHMS MOXET OBITh COKpallleH HJIH YBEIU4eH II0
PEIIeHUI0 pPyKOBOJUTENs, KypUPYIOIEro HalpaBIeHHe JACATENBHOCTH, IO
KOTOPOMY 'OTOBHTCA IIPOCKT pEIICHHA.

4.7. Odopmienue pe3ynbraToB cornacoBanus JIHA U pacrnopsAauTebHBIX
JIOKYMEHTOB OCYILECTBIIETCS B BUJE BU3, IPOCTaBIAEMbIX 3aHHTEPECOBAHHBIMU
JTUIAMHE Ha TOCIeIHEM JHCTe TpoeKTa MOKyMeHTa (Ha ero JIMLEBOM WIH
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00OpOTHON CTOpPOHE) WIM Ha OTAEIBHOM JIHUCTE COIJaCOBaHUs, SABJIAIOLIEMCS
HEOTHEMJIEMOM 4YacThl0 JoKymeHTta. OTMeTKH © coryacoBaHuM (rpud
COTJIaCOBaHMS W BU3bI) OQOPMIISIOTCS B COOTBETCTBMM C IyHKTamu 2.42, 2.43
MHCTPYKLHH.

[Tpu cornacoBaHUU AENOBBIX (CITy:K€OHBIX) ITUCEM BH3BI IIPOCTABIAIOTCSA Ha
KOTIMH MHUChMa (BH30BOI SK3eMIUISP), KOTOPBIN [OCE MOANMUCAHUA NOAITUHHHKA
MMCEMa M €ro pericTpaluyl MOMeIaeTcs B [eN0, WIK Ha 000poTe NOATUHHHKA
MKCHEMa, eCJIi MMUCHMO HaIlpaBiseTcs aapecaTy 1Mo (hakcy WM J1eKTPOHHON MOYTe.
DTOT JKe OJK3eMIUIAp MHKChMa IIocje OTIpaBKW afpecary (mo dakcy HiIu
3JIEKTPOHHOH MOYTe B BHU/IE 3JIEKTPOHHOM KOMMH) TOMEINAETCs B AEIIO.

[TpoeKThI MPOTOKOJIOB BU3UPYIOTCS JIMLIAMHU, BBICTYIIABLIUMMH Ha 3acelaHHH
(coBelllaHMK) MyTeM IPOCTaBJIEHHS BU3BI Ha JIEBOM II0J€ JOKYMEHTa HaIlpOTHB
3aITUCH BBICTYTIJIEHUS COOTBETCTBYIOIIETO pabOTHHKA.

4.8. CornacoBaHue MPOEKTOB JOKYMEHTOB MOXeT ocyluecTBiIsAThcsa B CO/L.
CoryilacoBanre BHYTPEHHHX NOKYMEHTOB, CO3/laHHE, XpaHEHHE U HCIIOIL30BaHHe
KOTOpBIX ocymectBasieTcs mocpencrsom CO/I, mpoBoautcs B COJl B 3EKTPOHHOM
BUIE.

[Ipy coriacoBaHMM NIPOEKTOB BHYTPEHHHMX JOKYMEHTOB, CO3JaHHBIX Ha
OyMa)XHOM HOCHUTEeNe, BHU3Bl IPOCTABISAIOTCS HENOCPEACTBEHHO Ha MPOEKTe
JNOKYMEHTA.

49. TIlpu BHEUIHEM COTJacOBaHHUH, IIOJYYEHHOM IHCBMOM, HIIH
COIJIaCOBaHMH MPOEKTa JOKYMEHTa KOJUIETHATBHBIM (COBEIIATENbHBIM) OPIaHOM C
bukcalueil pelleHHs O COIVIACOBAHMM B IPOTOKOJIE 3aCellaHus HCIOJHHTENb
obopMIsseT Ha IPOEKTe [JOKYMEHTa WIM B JIUCTE COITAacOBaHMA IPU(]
COIIaCOBaHUSA B COOTBETCTBMHM C IyHKTOM 2.42 wuHCTpyKuuH. Ilucema o
COTJIaCOBAHMM (BBIITHCKA M3 IIPOTOKOJIA) IIPUIIAralOTCA K IIPOEKTY JIOKYMEHTA.

4.10. B xoze coriacoBaHus MpoOeKTa IOKyMEHTa pabOTHHK, COIAaCyrOIIMI
JOKYMEHT, TPHHUMAET OJHO U3 CIEAYIOLINX PEIICHHH:

COIJIacoBaTh MPOEKT JOKYMeHTa 0e3 3aMeyaHuii,

COrIacoBaTh MPOEKT JOKYMEHTa C 3aMeYaHUsIMH,

OTKJIOHHTH IPOEKT JOKYMEHTa,;

yKa3aTh, YTO HE MMEET OTHOLIEHHS K IPOEKTY NOKYMEHTa (paccMOTpeHHe
BOIIPOCA, MO KOTOPOMY INPHHHMAeTCsl peIleHHe, He BXOOMT B OOS3aHHOCTH
paboTHuUKa).

Bo3paxkeHus: MO MPOEKTy IMpUKa3a (paclopsikeHHMs), BOSHUKAOIIKE IIpU
COTJIaCOBaHMM, M3JIarafoTCs B CIIpaBKe, KOTOpas IpHIIAaraeTcsi K IPOEKTy, HIH
BHOcuTcs B CO/I.

Ecnu mpoekT MOKYMEHTa COTJIacoBaH C 3aMEYaHHUSIMH, 3TO O3HAYAET, HTO
3aMeYaHus HOCSAT PeOaKIIMOHHBIM XapakTep, U I0CIe X MPUHATHUS UCTIOIHUTENIEM
IPOEKT He TpeOyeT MOBTOPHOIO COrNIacOBaHHA.

HpOGKT JOKYMEHTa OTKIIOHSAETCA JIHMIIOM, coriaCcyrimuM OOKYMECHT, B
CIIyqasx:

HaJIMYHA CYIIECTBEHHBIX 3aMeYaHHH 10 MPOEKTY TOKYMEHTa;

HECOTJIACHS C MPOEKTOM JOKYMEHTA.



38

4.11. HecornacoBaHHBIM IPOEKT HOKyMeHTa TpeOyeT I0pabOTKH IO
BBICKa3aHHBIM 3aMevYaHuAM, epeoopMIICHHS U IOBTOPHOT'O COTTIaCOBaHMS.

4.12. Ecnu mpu mopaboOTKe MpOEKTa JOKYMEHTA HCIIOJIHHUTEIb IIPHHHMAET
pellleHHe He YYWUTHIBATH 3aMedaHHe (3aMedaHus) Jula (ML), y4aCcTBOBABIIHX B
COMIACOBAaHHMH, WCIIOJIHATEIEM TOTOBUTCS pEecTp HEyYTeHHBIX 3aMEYaHMH,
KOTOPBI BMECTE ¢ IMPOEKTOM JOKYMEHTa IPEICTaBIIAETCA PEKTOPY WK HHOMY
YIIOJIHOMOYEHHOMY UM IOJDKHOCTHOMY UL, MIOAMTICHIBAOIIEMY
(YTBepXKOaroleMy) DOKYMEHT. PeecTp HEyYTEHHBIX 3aME€YaHHH IIOAMUCHIBACTCS
PYKOBOJHUTENEM CTPYKTYPHOI'O NMOApa3AeIeHUA-UCTIOTHUTE]IS.

4.13. Pemenwe 0 TOM, NpPUHUMATh WIM HE IMPHUHAMATh HEYYTCHHBIC
3aMeyYaHusl IPUHUMAET PEKTOP.

B ciyyae eciM pEKTOp MPHHUMAET peIleHHe O HeOOXOMMMOCTH Y4YeCTh
3aME4YaHMsl, OTKJIOHEHHBIE MCIIOJIHUTENEM, HCIIOJHUTENb J0padaThIBaeT INPOEKT
JTOKYMEHTA B COOTBETCTBUU C BBICKa3aHHBIMH 3aMEYaHHIMH.

Ecinu pekTop corjiamaercss ¢ MHEHHEM HCIOJHHUTENA, OH IMOAMHUCHIBACT
(yTBEpKOaeT) JOKyMEHT.

4.14. JIoKyMeHTBI, U3JaBaeMble OT UMEHH YHHMBEPCHUTETA, ITOIIUCHIBAIOTCS
PEKTOPOM WM HWHBIMH YIOIHOMOYEHHBIMH KM JIOJDKHOCTHBIMU JIMLAMH
(MpopeKTOpamMH, pPYKOBOAMTENSIMH ~ CTPYKTYPHBIX — TOJApaseleHri, HHBIMU
TODKHOCTHBIMH JIMIAMH B COOTBETCTBHHM C HMX KOMIIETEHLMEH, OIpeaessseMon
JIOBEPEHHOCTMH HAa BBINOJHEHHE ONpEJENIeHHBIX [OeWCTBUH OT HMEHH
YHHBEpCUTETA, BHyTPEHHUMU HOPMATHBHEIMHU JTOKYMEHTaMH Y HUBEPCHTETA).

4.15. OrtnensHble BUABl  BHYTPEHHHX JOKYMEHTOB  (CIyXeOHEIE,
0OBSACHUTENBHEIE 3aIIUCKH) Ha UMS PYKOBOIUTEIA CTPYKTYPHOTO MOApAa3JeIeHNs
MOANMCHIBAIOTCS MCIIONMHHUTETEM (COCTaBUTENEM), €CIH paspeliacMble IIPU 3TOM
BOTIPOCHI HE BEIXOJAT 3a MPEJeIIbl €r0 KOMIIETEHIIHH.

4.16. JloKyMeHTBI, HAlpaBiseMble B BBICIIHE OpraHbl rOCYJapCTBEHHON
BIIACTH, HA MM TIEpPBEIX PyKOBOJHTENEH (enepabHbIX OPraHOB HCIIOIHHTEIBHON
BIIACTH, pyKoBomuTened cyOobexkToB Poccuiickon Penepaluun H 3apyOe)KHBIX
rocynapcTB, TIONHCHIBAIOTCS PEKTOPOM HIIM JIMLOM, HCIONHAIOIMM €ro
0053aHHOCTH.

4.17. JloxyMeHTHI, HampaBiseMbleé B IIOJBEIOMCTBEHHBIE MU CTOPOHHHE
OpraHM3alii, MOAMICHIBAIOTCSA MIPOPEKTOPAMH, WHBIMH HOJKHOCTHBIMH JIMIAMU
VHUBEpCHTETA B COOTBETCTBUH C NPENOCTABICHHBIMUA UM ITOJIHOMOYHAMH.

4.18. JloKyMeHT TOAMKCHIBAETCA [ABYMs MM Oojee NHIAaMM, €CIH 32
cojepkaHHe JOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJNbKO —pPabOTHHKOB
(IOKyMEeHTBI,  TIOArOTOBJIEHHbIE  HECKOJBKAMH  MOAPA3JCICHUAMH  HIH
opraHM3alysMu, pabouell rpynnoi, KOMUCCHEH).

4.19. TlomgmuceiBaeTcs, Kak TMpPaBUIO, OJWH DSK3eMIUIp JOKYMEHTA.
CoBMeCTHBIM [OKYMEHT TMOJANUCHIBAETCS B KOJHYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY OpTraHH3allii, CO3aBIINUX TIOKYMEHT.

[Ipy HampaBJeHWM [MCbMa WM BHYTPEHHEr0  HMH()OPMAIlHOHHO-
CIIPABOYHOTO JOKyMEHTa HECKOJBKMM ajpecaTaM (He OGonee 4eTBIpeX)
MOAIMCHIBAETCS KX IbIH OTIPAaBIIsSEMBbIi 3K3eMILIAP HOKyMEHTA.
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4.20. ITonnuce Ha AOKyMeHTe O(QOpPMIISETCA B COOTBETCTBHH C ITyHKTaMH
2.44, 2.45 AHCTPYKIIHH.

4.21. YTBep)kIeHHEe TOKYMEHTa IPOU3BOJUTCS:

HEINOCPEICTBEHHO PEKTOPOM WM HHBIM YIOJHOMOYEHHBIM WM JIHIIOM -
MPOCTaBJICHUEM COOCTBEHHOPYUYHOMH MOANUCH B TPU(E YTBEPIKIACHHS;

IIPUKa30M Y HUBEpPCUTETA.

4.22. YTBepKmaroTcs IIpaBUa, IIOJIOXKEHHH, HHCTPYKUHH, PEriIaMeHTEl,
HEKOTOpBIE BHIBl aKTOB, I[UIaHbl, IIPOrpaMMbl M JPYrde IOKYMEHTHI,
yCTaHABJIMBAIOIIME HOPMBI W/UIM pacCUMTaHHbBIE Ha JUIMTENBHOE IPUMEHEHHE
(npunosxenue Ne 10).

Odopmienue rpuda yTBEPKACHHS IPOU3BOJAMTCA B COOTBETCTBHU C
MyHKTOM 2.38 UHCTPYKLHH.

4.23. Tloamuch peKTOpa HJIM MHOIO YIOJIHOMOYEHHOIO MM JIMIA Ha
JIOKyMEeHTaX, TPeOYIOLIHX 0cO00ro yI0CTOBEPEHHs UX IMOUIMHHOCTH, a TaKKe Ha
KOMUSAX JOKYMEHTOB U BBIIACKAX W3 [OKYMEHTOB 3aBEPAETCA IICYATHIO
(mpunoxenue Ne 11).

[leuaTh Ha JOKYMEHTE IIPOCTABJISETCS B COOTBETCTBHM C ITyHKTOM 2.46
WHCTPYKIIMH.

V. Opranu3anus 10KyMeHT0000poTa

5.1. JIokyMeHTOOGOPOT BKIJIFOYAET BCIO IIOCIEI0BATENBHOCTE TlepEMEICHAHN
JIOKYMEHTOB, @ TaK)Xe OIepallly, COBEeplIaeMble ¢ NOKYMEHTAMHU B IIPOLECCE HX
CO3]aHUs ¥ MCMOJHEeHUs (IoyuYeHHe, OTIIPaBKa, IPEIBAPUTEIIbHOC paCCMOTPEHHE,
PErMCTpalys, PACCMOTPEHUE PEKTOPOM).

5.2. llenp  opraHMsamMuM  JOKyMeHToobopoTa -  obecreueHue
CBOEBPEMEHHOTO TIPHHATHS YIIPABICHYECKHX PElIeHHi U MX UCTIONHEeHHs. 3a1aya
JIOKYMEHTOO0OpOTa - OpPraHM30BaTh MABMXKEHME [OKYMEHTOB II0 HaWMEHee
KOPOTKOMY IIyTH C MHHHMAIbHBIMH 3aTpaTaMd Tpylda M BPEMEHH, B YCJIOBHSX
3JEKTPOHHOTO JIOKyMeHTOOoOOpoTa - 00eCmeduTh JOCTYN K JOKyMEHTaM
nonb3oBaressM CDJl B COOTBETCTBUH C IIPEJI0CTaBICHHBIMHA UM IIpaBaMHU.

5.3. B ycnosusix npumeHeHus COJl B VYHHUBEPCHUTETE HCIOIb3YHOTCA
3JIEKTPOHHEIE JOKYMEHTBI, a TakXkKe O3JIEKTPOHHBIE KONMM IOKYMEHTOB,
[IOJIydeHHble B pe3yJbTaTe CKAHMPOBAHMS NOKYMEHTOB Ha OyMaKHOM HOCHTeTIE.
JIoKyMeHThl YHMBEPCHTETa, HMEIOLIe BPeMEHHBIE CPOKH XpaHeHus (10 10 met
BKJTIOUMTENFHO)  MOTYT  CO3JaBaThCs,  XPaHUTbCA M HCIOJIB30BAThCA
UCKIIIOYMTETBHO B OpPME NIEKTPOHHBIX TOKYMEHTOB.

[lepeyeHb [JOKYMEHTOB, CO3[aBaE€MbIX, XPaHUMBIX H HCIIONB3YeMBIX
MCKITIOUUTEIBHO B (hOpMe JIEKTPOHHBIX JOKYMEHTOB, yTBEPIKIACTCA PEKTOPOM.

5.4. OpraHuszauusi ABMXKEHHMS JIOKYMEHTOB B YCIOBMAX 3JIEKTPOHHOTO
IOKYMEHTOO00pOTa OCYLIECTBISETCS B COOTBETCTBHH C PErlaMEHTHPOBaHHBIMH
MapIpyTamu, paspabarsiBaeMbiMu  Ciryx00# Ieonpor3BOCTBA. MapupyTel
JBWKEHHS OpraHM3allMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB HOJDKHBEI OBITH
ONTUMAJBHBIMH IO 3aTpaTaM BpPEMEHH, He MIOJDKHBI JIOMyCKaTh J{yOIHpYIOIIHX
omepanuii ¥  BO3BPAaTHBIX  [BH)XCHUH, HE 00yCJIOBIEHHBIX  IE€JIOBOU
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HE00XOIUMOCTBIO.

5.5. Opranuzanus JOKyMEHTO000pOTa OCHOBBIBAETCS Ha IPHHIIMIIAX:

HEeHTpaJIM3ally OIepalyii 110 IpUeMy U OTIIpaBKe JOKYMEHTOB;

pacripefielieHUs JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, UMEIOLIHe OJUHAKOBBIN
MapLIpyT (MapLIpyTU3alUus JOKYMEHTOB);

OpraHH3alluy NPEeIBAPUTEIBHOIO PACCMOTPEHHUS BXOIAILMX JOKYMEHTOB,;

HCKITIOUEHHUs] BO3BPAaTHBIX [BWIKCHHH [JOKYMEHTa, He OOYCIOBIEHHBIX
IeJI0BOM HEOOXOIMMOCTBIO;

OJTHOKPATHOCTH PETHCTPAIIH JOKYMEHTOB;

yCcTpaHeHUs! HeOOOCHOBaHHBIX COTJIaCOBAaHUH IPOEKTOB JOKYMEHTOB,

BPEMEHHOM periaMeHTallly omepalyii 1o obpaboTke, pacCMOTPEHHIO H
COTJIaCOBAHMIO JOKYMEHTOB.

5.6. B nmoxymeHTOoOOOpOTE YHHBEPCUTETA BBIAEIAIOTCSA JOKYMEHTOIIOTOKH:
BXOJsIIHe (IOCTyMalolye) TOKYMEHTH; HCXOsIre (OTIIpaBiseMble) JOKYMEHTHI;
BHYTpEHHHE IOKYMEHTHl. B cocTaBe BXOISINMX M HCXONAIIMUX JTOKYMEHTOB
BBIIEIISIFOTCS:

JNOKYMEHTBl OpraHOB TIOCYINapCTBEHHOM BJIAacTH, OpPraHoOB MECTHOIO
caMOyIIpaBJIeHMUs;

JOKYMEHTHI (QHIIHANIOB U TEPPUTOPHAIEHO 000COOIEHHBIX NOAPa3IeICHHH;

JIOKYMEHTBI M3 TOCYIapCTBEHHBIX U HErOCYJapCTBEHHBIX OpraHU3alii,

3anpockl aenytatoB 'ocynapcTBeHHoit [Jymel u uneHoB Cosera Penepanu,
JIETTYTaTOB 3aKOHOAATENBbHBIX OpraHoB cyOobekToB Poccuiickon @Dexepanuy H
OpraHOB MECTHOI'O CaMOYIIpaBIIEHU;

oOpaleHus rpaxiaH;

JIOKYMEHTEI U3 TIPABUTEIECTBEHHBIX H HElPaBUTEIbCTBEHHBIX OpraHU3allui
3apyOeXHBIX CTPaH U Apyrue TPYIIIbl JOKYMEHTOB.

5.7. JlocTaBka W OTIpaBKa AOKYMEHTOB B OPraHM3allMH OCYIIECTBIISAKOTCS
CpeICTBAaMH ITOYTOBOM CBs3H, (PENbABErepPCKON U KYPhEPCKOH CBS3H, HAPOYHBIMU
¥  pasIMYHBIMH  BHIaMH  3JIEKTPOCBS3H  ((bakcuMuibHas, TenerpadHas,
TeneOHHas, DJIEKTPOHHAS IOYTa, CHCTEMAa MEXBEJOMCTBEHHOTO 3JIEKTPOHHOIO
noxkymenToobopota (MD/10).

5.8. B VYHuBepcuTeT [OOCTaBIAETCH KOPPECIIOHIEHUHMsS B BHAE MHCEM,
MIOYTOBBEIX KapTovek, OaHIeponed M INAKETOB, IEYaTHBIX H3IaHHM, Telerpam,
dakcorpamm, Tene(GOHOrpaMM, 3JIEKTPOHHBIX TOKYMEHTOB M 3JIEKTPOHHBIX KOITHHA
JIOKYMEHTOB.

5.9. Ilpuem nokymeHTOB ocymiecTBusercss CmyxOoH IeNOMpOU3BOACTBA.
JIOKYMEHTEI, TIIONyYeHHble pa0OTHHKAMHM OT JpPYIHX OpraHU3alluH, TaKKe
nepenatotcs B City 6y Ie0NpOH3BOACTBA [T PETHCTPALMK W/ y4YeTa.

5.10. Bce mocTynuBiLIMe B YHHBEPCUTET JOKYMEHTHI IOJIEKAT NIEPBUYHON
00paboTKe, BKIIIOYAIOIIEH:

ITPOBEPKY npaBUJIBHOCTH JOCTAaBKH JOKYMEHTOB;

TIPOBEPKY LIEOCTHOCTH YIIaKOBKH (KOHBEPTOB, MAKETOB);

BCKpBITHE YNAKOBKH (32 HCKIIOYEHHEM KOHBEPTOB, MaKETOB C MOMETKOH
«JInaHO» ¥ rpadamMu orpaHUYEHHs LOCTYIa K JOKYMEHTY);
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NPOBEPKY LETOCTHOCTH BXOISIIMX JOKYMEHTOB, BKIIOYas IIPHIOKEHH,

YHUUYTO)XXCHHE KOHBEPTOB, ITAaKETOB UJIU YIIAKOBKH;

TIPOCTaBJIeHHe OTMETKH O MOCTYILJIEHUHM JOKYMEHTa B Y HUBEPCUTET.

5.11.  OwmubouHO [OOCTaBJIEHHBIE [JOKYMEHTHl IIE€pPECBUIAIOTCA 10
HA3HAYEHWIO0 WJIM BO3BPAIAIOTCS OTHPABUTENO. [[OKyMEHTBI, IIOCTYIIMBIIKE B
TIOBPEXAECHHONW YMakoBKe, ITPOBEPSIOTCS Ha LIEIOCTHOCTb, B TOM YHCIE Ha
HaJIMYHe MEXaHUYECKUX ITOBPEXKICHUH.

[TouToBEIE OTMpaBJIeHUs, HECTaHIApTHbIE 10 Becy, pasMmepy, (OpMme,
UMEIOLIHe HEPOBHOCTH IO ©OOKaM, 3aKjeeHHbIE JIMIIKOM JIEHTOH, HMEOIIHe
CTpaHHBIM 3amax, ILBEeT, MPEANOJOKUTETPHO HMEIOIIKME BJIOXKEHHS, HE
XapaKTepHBIE I IMOYTOBEIX OTIPaBJIEHWH, HE BCKphIBalOTCA. O IOIy4YEeHHH
MOJIO3PUTEIBHOIO TOYTOBOTO OTIPABJIEHHUA JOKIAIBIBAETCS PYKOBOJIHTEIIO
Cmy>x0BI 1€JI0TPOU3BOJICTBA U B CIIYk0y O€30IIacHOCTH.

5.12. Tlpu MOCTYIUIEHUH BXOJSIIETO JOKYMEHTa B IIOBPEXIEHHON yIIaKOBKe,
MOBPEXIEHUH JOKYMEHTa, TIPH OTCYTCTBHM B KOHBEpTE (IIaKeTe) NOKYMEHTa, ero
YaCcTH WK MPHIOKEHUN K HEMY, a TaKKe IPH OTCYTCTBUH IOANKCH Ha BXOIALIEM
JOKYMEHTE COCTaBIseTcs aKT B JBYX OJK3eMIUIApax Ha OyMaXHOM HOCHTEIE,
MIONMCHIBaEMBIH IByMs paboTHukamMu CyKOBI J€I0IPOU3BOICTBA.

OmvH DSK3eMIUIAp aKTa BMeCTe C BXOASIIMM JOKYMEHTOM M €ro
TIPUJIOXKEHUAMH TIepellaeTcsl Ha IpeABapUTelbHOE PACCMOTPEHHE U PETHCTPAIUIO,
BTOPOH 3K3EMILISP aKTa BBICHUIAETCS OTIIPABUTETIO.

5.13. KoHBepTsl, TaKeThl WM YIAKOBKa COXPAHAIOTCS M IPHJIAraroTcs K
BXOJISIIUM JOKYMEHTaM B CIIy4dasx:

ecnM TOJBKO II0 HHUM MOXHO YCTAHOBUTH OTIPaBUTENS HIH OaTy
OTMPaBJIEHHUS;

€ClId BXOMSAIIMM JOKYMEHT IIOCTYNHJI II03XE YKa3aHHOro B TEKCTe
JOKYMEHTa CpOKa UCIIOJIHEHUS UIIH JaThl MEPOIIPHSTHS;

npd OONBIIOM PacXOXAGHHH MEXIY [JaTaMu IOIIMMCAHWS M TOITy4eHUs
JIOKYMEHTOB.

IToce 3aBepiteHust pabOTHI ¢ JOKYMEHTOM KOHBEPT BMECTE C TOKYMEHTOM
TIOMEIIAeTCsl Ha XpaHEeHHe B JElO0.

5.14. KonBepTs! (akeTsl), KMEIOLIHe 0TMETKY «JImaHo» («Private»), rpudst
OTpaHUYEHHUs IOCTYyIIa K OOKyMEHTaM, COZEPIKaAIIUM CBEJICHUS
KOH(HIECHIIMATBHOTO XapaKTepa, He BCKPBIBAIOTCS M MEPEAaloTCs:

¢ oTMeTKOM «JInuHO» («Private») - HENOCPENICTBEHHO aJpecaTy,

¢ rpudaMd OrpaHHYEeHHs] OOCTyma - B CHykOy KOH(HICHUHATBHOTO
IeNONpou3BocTBa unK paboTHuKy Ciry OBl IeNONpOU3BOJICTBA, B 00A3aHHOCTH
KOTOpOro  BXOAMT  00paboTKa  JOKYMEHTOB,  COAEpXallhuX  CBEICHHUA
KOH(UIEHIIMATBFHOTO XapaKTepa.

5.15. Bxopsmpe 3JeKTPOHHBIE OKYMEHTEBI, IIOCTYNHUBILIHWE OT IPYTHX
opraHuzaiuif TO BIEKTpPOHHOM moute, mnocpencteom COJI w/unm M3J10
npunuMarotcs Ciry)x60i 1e0npor3BOICTBA.

DIeKTpOHHbIE  MOKYMEHTHI,  IIOCTYNHBIIHE 1O  HH(OPMAUHOHHO-
TeJIEKOMMYHHKaLHOHHBIM KaHajaM 15§ MOJMACAHHBIE YCHIIEHHOMH
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KBaTU(GHULUUPOBAHHOW TOANUCEIO, BKmodaoTcs B COJ] mocie npoBepkH
3NIEKTPOHHOM MOANMCH M NOATBEPKICHHS €€ NEHCTBHTEIBHOCTH; 3JIEKTPOHHBIE
IOKYMEHTHI, MOCTYMMBILKE OT OPYIMX OpraHU3alUi 10 JJIEKTPOHHOM I0YTE M
TOJNTHCAHHBIE YCHUIEHHOW HEKBaTHU()UIMPOBAHHONH MONNHCHI0 HIH IPOCTOH
AJNIEKTPOHHOM  MOANHUCBIO, IPOXOAAT INPEIBAPUTEIBHOE DPACCMOTPEHHE H
Bkmoyarorcss B COJ] mpu Hanmu4yud MeXIy OpraHu3aliei-OTIIpaBUTENIEM U
opraHuzalen-monyyarejeM  corjialmeHuss o0  oOMeHe  2JIeKTPOHHBIMM
JIOKyMEeHTaMHU, IOAMUCaHHBIMU COOTBETCTBYIOLIEH ITOANHUCEIO.

5.16. IlepBuuHas oOpaOoOTKa 3IEKTPOHHBIX IOKYMEHTOB, ITOJYYEHHBIX II0
WH()OPMAHOHHO-TEIEKOMMYHUKAIIMOHHEIM KaHallaM CBSI3H (2JIEKTpOHHAas 10YTa,
M3JI0, caliT opraHu3aldd) OT JPYrMX OpraHM3allMi M TpaxaaH, IOJDKHA
COOTBETCTBOBATh TEXHOJIOTHU PabOTHI C BXOAALIUMH JOKYMEHTAMH.

5.17. TlepBudnas 06paboTKa JOKYMEHTOB 3aBEPIIAETCH UX PaCIIpeIeleHHEM
(COpTHPOBKOIf) HA perHCTPUPYEMEBIE H HeperucTprpyemble (mpuaoxenue Ne 12).

5.18. Peructpanusa BXOAAIIKUX JOKYMEHTOB OCYIIECTBIIAETCS HE3aBHCHMO OT
crioco0a MX JoCTaBKK oKH pa3: B Ciryx0Oe nenonpou3BoICTBa.

JIOKyMEHTBI, MMOCTyMarIlie U3 APYTUX OpPraHM3alUi HENOCPEICTBEHHO B
CTPYKTYpHBIE TOApa3[esieHusi, Ho TpeOyrollue pacCMOTPEHHS pPYKOBOJICTBA,
TepeaoTes s PErMCTpaluy W IpeBapHTensHoro paccMorpenus B CiyxOy
JeJIONPOU3BOICTRA.

5.19. Peructpamusi BXOISILIMX JOKYMEHTOB OCYILUECTBJIAETCA B JCHb HX
IOCTYIUIEHHUS WM Ha CIeIyIoNUi pabodnii 1eHb NP NOCTYIUIEHHH JOKYMEHTOB B
KOHIIe pabouero aHs WX B Hepabodee Bpems.

Peructpaiys obpaieHuii rpa/aH OCYILECTBIAETCS B TEYEHUE TPEX THEH ¢
MOMEHTA MOCTYIUIeHUS 00OpallleHHs.

5.20. CsenmeHuss O IOCTYIIMBIIEM IOKYMEHTE BHOCSTCS B 3JIEKTPOHHYIO
perucTpauronnyo kaprouky (PK) COJ] uny perucTpaloHHO-y4ETHYIO (popMy
Ha OyMaXHOM HOCHTEJe, a IIOCTYNUBLIEMY JIOKYMEHTY IpHUCBauBaeTCs
perucTpalMOHHBIA HOMED.

PerucTpalliOHHBIA HOMEp BXOISIIEro JOKYMEHTa COCTOMT M3 MOPSIKOBOIO
HOMepa NOKYMEHTa B TpelesiaX KaJeHJapHOro roja, KOTOPBIA MOXeT OBITh
JOTIONHEH IMU(POBBIMH MM OyKBEHHO-LU(POBEIMH KOJaMM (MHIEKCaMH) IIO
MCITOJIb3YEeMbIM KiIacCH(HKaTOpaM.

521. Ha Bcex 3aperMCTpUPOBAHHEIX JOKYMEHTaX, 3a MHCKIIIOYCHHEM
JIOKYMEHTOB, [IOCTYIHBLIMX B (hOpME 3TEKTPOHHBIX TOKYMEHTOB, ITPOCTABIIAOTCS
OTMETKH O MOCTYIUIEHHH JOKyMEHTa B YHHMBEPCHUTET. B OTMeTKe O MOCTYIUICHHH
NOKyMeHTa (GUKCHDPYIOTCS JaTa IIOCTYIUIeHHS (P HEOOXOAMMOCTH - BpEMA
MOCTYIUIEHHSI B dacaX M MHHYTax) W BXOJALIMHM pPErMCTPAlOHHBI HOMEp
JIOKYMEHTa B COOTBETCTBHH C ITyHKTOM 2.33 HHCTPYKLIHH.

5.22. JIOKyMeHTBI, TIOCTYIHBIINE Ha OyMa)KHOM HOCHTENe, CKaHMPYHOTCH,
3IEKTPOHHAsA KOMHs NOKyMeHTa Bkmodaercs B CDJ] u npucoequHAETCS K SPK
JNOKYMEHTa.

5.23. KoppecrnmoHIeHLMsT Ha MHOCTPAHHBIX fA3bIKaX, aJpecoBaHHas
PYKOBOJICTBY YHHMBepcuTeTa, mocie peructpauuu B CiyxOe nenonponu3BOACTBA
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nepeaaeTcs B COOTBETCTBYIOIee IMOJpa3iesieHue WM pabOTHUKY YHUBEPCHUTETA
IUIs TIepeBO/ia M MOCTEqYIoIel meperady Ha pacCMOTpeHHe pykKoBozacTBa. MHas
KOPPECTIOHICHIIS Ha WHOCTPAHHBIX S3bIKax IepelaeTcss [0 Ha3Ha4YeHUIO
HEIOCPeICTBEHHO B CTPYKTYPHBIE MTOpa3Ie/IeHHU.

5.24. IlpepBapuTenbHO€  pacCMOTpPEHHME  IPOBOAUTCS B LEIAX
pacrpefielieHus] TOCTYMAIOIMX B YHHBEPCUTET NOKYMEHTOB Ha Tpedyrolue
00s3aTENIBHOTO PACCMOTPEHUS PEKTOPOM YHHBEPCHUTETA U  HaIpaBlIseMbIE
HEIOCPEeICTBEHHO B CTPYKTYpPHBIE NIOIpa3ieleHHsl.

5.25. IlpexBapuTenbHOE  pacCMOTPEHHE  BXOIAIIMX  JIOKYMEHTOB
ocymiectBiseTcs B Cinyx0e 1e10Mpou3BOICTBA IIOCIIE PETUCTPALMH TOKYMEHTOB.

[IpenBapuTenbHOE pacCMOTPEHHE MOXET IPOBOAMTHECA [0 PETHCTPAllMH B
ciy4ae IIOCTYIUIEHHST  JOKYMEHTOB g OTMETKaMH, TpeOyomUMHU
HEe3aMeIJTUTEIbHOTO PACCMOTPEHHUS X HCIIOITHEHHs TOKyMEHTAa.

5.26. IlpenBapuTenbHOMY PacCMOTPEHHIO MOJIEKAT BXOAALIME JOKYMEHTEI,
aZlpecoBaHHbIe B YHUBEPCUTET U Ha UMs PEKTOpa.

JIOKyMEHTEI, aZipecoBaHHBIE NOJIpa3/ICIICHUSAM, PYKOBOIUTENAM
TMIOZIpa3/ieIeHHi | CIIEUAINCTaM, IePeIatoTCs B CTPYKTYPHbIE Ioipa3fieneHus 6e3
IpeBapUTEIBHOIO PACCMOTPEHHS.

5.27. IlpenBapuTenbHOE paCCMOTPEHHE OCYILIECTBIAETCS HCXOMs U3 OLICHKU
COJIEPIKAHHUS BXOIAIIMX JOKYMEHTOB, C YUETOM YyCTaHOBICHHOIO B Y HUBEPCUTETE
pacmpeneneHdss — (QYHKIMOHAIBHBIX  OOA3aHHOCTEH  MEXIYy  PEKTOpPOM,
IPOPEKTOPaMH, PYKOBOAUTESIMU CTPYKTYPHBIX IOAPa3AeICHUH.

5.28. Ilo pe3symnbraTaM IIpelBapHTEIBHOIO PACCMOTPEHHs [TOKYMEHTBI
pacIpeIesoTCcs Ha JOKyMEHTOIIOTOKH, HallpaBJIseMEbIE:

Ha pacCMOTpeHHe peKTopa (JOKYMEHTHI, IIOCTYMalollde U3 OpraHoB
rOCyIapCTBEHHOW BJIACTH, OPraHOB MECTHOIO CaMOYIPaBI€HHs, NOKYMEHTBI II0
HauOOJIee BaXKHBIM H NPHHIUIKAIBHEIM BOIPOCAM AESTEIBHOCTH Y HUBEPCUTETA),

Ha pPacCMOTpPEeHHE TIIpopeKTopaM  (IOKYMEHTBI [0  HalpaBJICHUAM
NIeATELHOCTH, KYPHPYEMBIX IIPOPEKTOPAMH);

Ha pacCMOTPEHHE HHBIX pYKOBOJAMUTEJEH, TJIaBHBIX M  BEOYIIHX
CIEIHAIUCTOB;

Ha pacCMOTpeHHEe W HCIIONHEHHE B CTPYKTYpHBIE TIOApa3/eNeHHs II0
HaIlpaBJICHHUSIM UX JeATEIbHOCTH.

5.29. Ilo 3aBeplIeHWH MPEABAPUTENHLHOIO DPACCMOTPEHHS JOKYMEHTEI
[IEPEIAtOTCS COOTBETCTBYIOIIMM PYKOBOIUTENAM JUIS PACCMOTPEHHS U BEIHECCHHUA
pe3outonui (YKa3saHUH 110 UCIIOTHEHHIO).

5.30. PaccMoTpeHHE IOKYMEHTOB DEKTOPOM OCYIIECTBIACTCA B [E€HDb
nepefayd JOKYMEHTOB PEKTOPOM WM Ha CIeAyIOWWi pabo4ui JeHb, €ClH
JIOKyMEHTEI TIepe/IaHbl PyKOBOICTBY B KOHIIE paboyero IHS.

JloKyMeHTBI, TPeOYIOIIHe CPOYHOI0 PACCMOTPEHHUS, & TAKKE TEIErpaMMBbl U
Tene(OHOrpaMMbl PACCMaTPUBAIOTCS PEKTOPOM HE3aMETTHTENBHO.

5.31. Pe3ynpTaThl paccCMOTPEHHs HOKyMEHTa DPEKTOPOM, IPOPEKTOPaMH,
PYKOBOIMTENIAMU TOApa3fieNeHHuH O(OPMILIIOTCS B BHAE DPE30MIOLHH B
COOTBETCTBHH C ITyHKTOM 2.43 MHCTPYKIHH.
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5.32. JIoKyMeHTHI, MOCTyHamollde Ha OyMaXHOM HOCHTENE, IIOCNE HX
peructpanuy, BmodeHus B COJ] B BUIe 31MEKTPOHHBIX KOIHUH U pacCMOTPEHHS
PYKOBOJCTBOM IoMeniaTces B 1es1o B Ciryxk0e 1e1onpou3BOACTBA B COOTBETCTBUU
C HOMEHKJIaTypo# J1en Y HUBepCUTeTa.

5.33. lnsa ¢ukcanuu akra nepenadd BXOAAIIMX TOKYMEHTOB U MX KOIHM
Ha OyMa)XHOM HOCHTEJIe MCIIOJIHUTENSIM B CTPYKTYpPHBIE IOApPAa3[eleHHUs MOTYT
MCII0JIB30BAThCS JKYpPHAIBI Iepeadd 10KyMEHTOB.

534, Tlpu OymaxHOM [IOKYMEHTOOOOpOTE MOMIMHHMKH BXOISAIIHX
JIOKYMEHTOB, B Cjy4ae Ha3Ha4eHHUS HECKOJBbKMX HCIIOJHHUTENEH I1epelaroTCs

OTBETCTBEHHOMY  HCIOJIHUTENI0,  OCTalbHbIM  HcronHutensm  Cmyx0a
JeNOTPOU3BOICTBA [TEPEACT KOIIUH JOKYMEHTA.
5.35. Hcxonsamue JNOKYMEHTHI, 3aBU3UPOBaHHbIE BCEMH

3aMHTEPECOBAaHHBIMA JIMIAMH ¥  [IOANMCAHHLIE DPEKTOPOM WA  WHBIM
YITOTHOMOYEHHEBIM UM JIUIOM, perHcTpupytoTes B Ciryx0e Ienonpon3BoACTBa.

5.36. Perucrpauusi HUCXONALIMX [JOKYMEHTOB OCYILECTBISETCS B JI€Hb
NOAMMCAHKUS WM Ha CIEQYIOIMH pabdouui NeHb, €CIH JOKYMEHTEI ObLUIH
MOJIITHCAHEI B KOHIE pabodero JHs UM B Hepabodee BpeMs.

5.37. Tlepem peructpanmeii ucxomsmmx  gokymeHToB  Cryx0a
JIeIONPOM3BO/ICTBA MPOBEPSIET MPABHUIBHOCTE OGOPMIEHHS TOKYMEHTOB (B TOM
qyclle HalU4uhe MOMANKCEH, BH3, TNPABWIBHOCTh HANUCAHUS aApPECcOB), a TaKKe
yKa3aHHBIX B MCXOMIIUX JOKYMEHTaX MPHIIOKEHHH, COOTBETCTBHE KOIHUYECTBA
5K3EMIUISIPOB KOJIUYECTBY aApecaToB IO YKa3aTeliO0 PacChUIKH, HAIMYUE OTMETKH
00 UCTIOITHUTEE.

5.38. Ilpu permcrpanum wucxomsmero muckMa B COJ[ ceenenus 00
OTIIpaBiIsieMOM HokymeHTe ¢ukcupyiorcs B OPK, kK KOTOpoH NpHKperuisercs
3JIEKTPOHHAsI KOIIHS OTIPaB/IIEMOro JOKYMEHTa.

Ecau DPK 6511a co3nana B COJl mpu mOAroTOBKE NMPOEKTa TOKYMEHTa, TO
IpM PErMCTPAllid KCXOSIIEr0 JOKyMEHTa B Hee [00aBiAOTCS CBENCHUS O
PErUCTPAIMOHHOM HOMEpE, JaTe PErHCTpalluy U IpYTHE CBENEHHs 00 MCXOMSIIeM
IOKyMEHTE.

5.39. PerucTpalldOHHbIA HOMEpP HCXOMAIIEro AOKYMEHTa JNOJKEH COCTOATH
U3 KOJMOB (MHJEKCOB) B COOTBETCTBHMH C IPHUMEHSIEMBIMH KIacCH(pUKaTOpaMH H
MIOPSIAKOBOTO HOMepa IOKyMEHTa B IpeJiefiaX KaJleHAapHOro rojia.

JlaTa perucTpalid X PEerucTPallMOHHBIA HOMEp IPOCTABJIAIOTCA Ha
OTIpAaB/ISIEMOM JIOKYMEHTEe, a TaKkKe Ha KOMHMH HCXOIAILEro JIOKYMEHTa,
ocTaromieiics B [ielie, B COOTBETCTBHHU C MMyHKTaMHU 2.32, 2.33 HHCTPYKIUH.

5.40. Wcxopsiuii OOKYMEHT, IIOJIMCAaHHBIM PEKTOPOM WIH HHBIM
YIIOJTHOMOYEHHBIM KM JO/DKHOCTHBIM JIMIIOM, MEpelaceTcss Ha OTIPaBKY, KOIHA
JIOKyMeHTa Ha OyMa)KHOM HOCHUTEIIe C BU3aMM IIOMEIAeTCsl B IEN0 B COOTBETCTBUH
C HOMEHKJIaTypOH Jel.

SHEKTPOHHBIC JOKYMEHTEI ITOCJIe HX nmoaornmucaHuAd BJIeKTpOHHOI‘:I MMOOIIHUCBIO K
OTIpaBKH anpecaTy XpaHsarcs B 6aze manneix CO/I

5.41. B 3aBHCUMOCTH OT COZEpXXaHWs H CPOYHOCTH [OKYMEHTHI,
OTIIpaBisieMble W3 YHHBEPCHTETa, [OCTABISIOTCS —ajgpecaTaM CpeICTBaMH
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[IOYTOBOM, (ENBIBErepPCKON CBA3HM, CIIELCBS3H, KypbepoM, JKCIPECC-IIOYTOH, a
TaK)Ke IEPeJaroTCs 0 KaHalaM 3JIeKTpocBs3H ((pakCHMHUIbHAsA CBA3b, Telerpag,
tesnedoH, anekTponHas no4yra, M3J10, CO1).

O6paboTka KOppPECIMOHICHUMH Ui OTIpPaBKH  IIOYTOBOM  CBSI3BIO
OCYIIECTBIIAETCSA B COOTBETCTBUH ¢ [IpaBuiaMu OKa3aHus yCIIyT IIOYTOBOM CBA3H.

5.42. JloKkyMeHTbl, HE€ HMEIOIIME AaJpecHOM 4YacTH, NPUHHMAIOTCA Ha
OTIPaBKy C CONMpPOBOIAMUTENBHBIMM IHCBMaMH (32 MCKIIOYEHHEM  KOIHM
pacHOpSAMTENIEHBIX ~ JTOKYMEHTOB, HalpaBiseMbIX B  IIOJBEIOMCTBEHHBIC
OpraHu3alum).

HenpasunsHo  OGOpMIIEHHBIE  HOKYMEHTbl M KOPPECTOHACHLUA
HecayXeOHOro xapakTepa K OTIpaBKe HEe MPHHAMAIOTCS ¥ BO3BpAILAIOTCA
MCTIOJTHUTEIIO.

JIOKYMEHTBI, MOIeXallde OTIpaBKe, JMODKHBI 00pabaTelBaTeCsd H
OTIPAaBIATECH B JE€Hb WX TOANMUCAHUSA M PETHCTPAllMd WIK Ha CIEOyIOIIUH
pabouuii IeHb.

5.43. Jlocelmka WIM 3aMeHa paHee OTIPABIEHHOr0  JOKyMEeHTa
OCYIIECTBIAETCS IO YKa3aHHIO JIUIA, IOAKMCABIIEr0 TOKyMEHT.

5.44, TIpoxoxaeHue BHYTPEHHUX JOKYMEHTOB Ha 3Tarax HX MOArOTOBKU U
o(opMIIEHHs TO/DKHO COOTBETCTBOBATE MPOXOXKACHUIO HCXOISIIHX TOKYMEHTOB, a
Ha 3TaIle UCIIOJIHEHHUS - BXOSIIUX JOKYMEHTOB.

5.45. [IpoeKxTsl pacmopsAUTENbHBIX JNOKYMEHTOB (TIpuKa3oB,
pacCIOpsUKEHH#), TMOATOTOBICHHBIX Ui IIOANMCAHUS, IIOCIEe MOATOTOBKH |
COrNIacOBAaHMS C 3aHHTEPECOBAHHBIMH JlaMu nepenaiorcs B CiyxOy
JIeIONPOU3BO/ICTBA UL IIPOBEPKH MPABUIIBHOCTH MX O()OPMIICHHSL.

5.46. TIpaBubHO O(QOpPMIIEHHBIE NMPUKa3bl, PACIIOPSDKEHUS MEPeNaroTCcs Ha
MIOIKUCE PEKTOPY WM HHOMY YIIOJIHOMOYEHHOMY KM JIULLY.

5.47. TlommucaHHBlE TIPUKA3bl, PpACHOPSXKEHHs 110 OCHOBHOH H
aIMUHHICTPATHBHO - XO3AHCTBEHHOM AesTenbHOCTH perucrpupyrorcs B Ciryxbe
IIeJIONIPOU3BOICTBA.

[lpukaszaM, pacmopsK€HMsM II0 OCHOBHOM U aJIMHHHCTPaTUBHO -
XO3SIHCTBEHHOM JesATeTbHOCTH NPUCBAUBAIOTCS MOPAIKOBBIE HOMEPa (IO KaXI0H
rpyIe JOKYMEHTOB OTHENBHO) B Ipefenax KaneHnapHoro roxa. ITopsakoBbli
HOMep JOKYMEHTa MOXET [OIOIHAThCA OyKBEHHBIM WM LM(POBBIM HHJIEKCOM,
0603HaYAIONMM TNPHHAUIEKHOCTE  TOKyMEHTa COOTBETCTBYIOIIEH rpymnme
JIOKYMEHTOB.

CBefleHHs O PerHCTPUPYEMBIX TIPUKa3ax, pacropskeHusaX BHocsTes B CO/I
WIM B MHBIE PErHCTPALMOHHO-y4YeTHbIe (GOpMBI HA OyMa)KHOM HOCHMTEJIE WA B
3JIEKTPOHHOM (OpMe B COOTBETCTBUHM C IIHKTOM 5.54 HHCTPYKIIHH.

5.48. TIonNMHHUKYA TPHKa30B (paclOpsHKEHUH) M0 MeCTy MX PEeruCTpaliy
(hOpMHpYIOTCS B Jiela B COOTBETCTBHH C HOMEHKIIATYpO# el YHHBEpCHTETa B
COOTBETCTBHH € MyHKTOM 8.20 HHCTPYKIIUH.

Komuu MNpHKa3oB, pacHoOpsHKEHHWH pPacChUIA0TCd HCTIOJHUTESAM H HHBIM
3aMHTEPECOBAHHBIM JIMIaM B 3JI€KTPOHHOH dopMe uiu Ha OyMa)KHOM HOCHUTENIE B
COOTBETCTBHM C YyKazaTeleM pacchulkd. KomMu IpHKasoB, paclopsDKeHHH,




46

pacceliaeMble Ha OyMa)XHOM HOCHTeNe, NMpH HEOOXONMMOCTH 3aBEPSIOTCS B
COOTBETCTBUH C ITYHKTOM 2.48 HHCTPYKIIMH.

5.49. TlpoTokonbl 3acefaHWil, COBEILAHWH, IPOBOIUMBIX PYKOBOICTBOM
VHuBepcureTa, perucTpupyrorcs B Ciryxbe [enonpou3BoACTBa WIIM CEKPETAPSIMH
COOTBETCTBYIOILIMX PYKOBOIHUTEIIEH.

IIpoTokoJbl  3acelaHMM, COBEIIaHWH, MPOBOJUMEIX KOJUIErHAIbHBIMH
(coBelaTeabHEIMH) OpraHaMy, KOMHUCCHSIMH WU B CTPYKTYPHBIX IOApa3IeIeHUsIX
VHHMBEpPCUTETa, PETHCTPUPYIOTCS B  IOAPA3JEeHUAX, OTBETCTBEHHBIX 32
OpraHM3alH{i0 U MpoBeaeHHue MeponpHaTHs. Komuu Takux MpOTOKOJIOB FOTOBSITCS
K PacchbUIKe M PacChUIAIOTCA CTPYKTYPHBIM IOJpas/IeJIeHHEM, OTBETCTBEHHBIM 3a
OpraHH3alMIo U IPOBEIEHHE MEPOTIPHATHSL.

5.50. IlpoTokonaM IIpHUCBaMBaIOTCA IIOPSJAKOBBIE HOMEpa B Ipeaenax
KaJIEHJApHOTO TOofa WIM TIepuoja paboThl BpeMEHHOH pabouei TIpyIbl
(KOMHCCHH) IO KaXI0H rpyIme IpoTOKOJIOB OTAEIBHO.

[ToATMHHUKHA MTPOTOKOJIOB TI0 MECTY MX PErUCTpaluy (POPMHUPYIOTCs B Jena
10 HOMEHKJIATYpe JieJl Y HUBEpCUTEeTa B COOTBETCTBHM ¢ OPK MHCTPYKIIKH.

5.51. BHyTpeHHHE JOKYMEHTEI HAa UMS PYKOBOJIHMTENS APYTOTO CTPYKTYPHOIO
nonpasjeienus peructpupytorcs B COJ] mmm (nmpu orcyrcrsum COJIl win
OTCYTCTBMHM BO3MOYKHOCTH 3apEerMCTpHpOBAaTh BHYTpeHHMH JokymeHT B COJI)
PETMCTPUPYIOTCS B MOApa3eIeHNHH, CO3/IaBIIMM TOKYMEHT. 3aperuCcTpUPOBaHHEIH
JIOKYMEHT Tepe/iaeTcs HEeNoCpPeICTBEHHO B IIOApa3/elieHie - azpecar, B KOTOPOM
IIOBTOPHO HE PErUCTPHPYETCs.

5.52. Ilpu BkmoueHnu B COJI BXOAAIKUX NOKYMEHTOB, MX PETHCTpAallMH,
paccMoTpeHuH U ucrnonHeHuH B OPK  BHOcsTCS crnemyrolue CBEISHHA O
IOKyMEHTE:

a) HaMeHOBaHKe OpPTaHu3alU (KOPPECTIOHIEHTA);

0) agpecar;

B) HAMMEHOBaHHUE BUJIA JIOKYMEHTA,

I') AaTa IMOCTYMUBIIEro JOKYMEHTA,

1) PETUCTPaLMOHHBIA HOMEp MOCTYITHUBILETO JOKYMEHTa;

e) O/DKHOCTD, (PaMIIUA U HHHIKAIIBI JIXIA, TOANKCABILET0 JOKYMEHT;

)K) J1aTa MOCTYIUIEHHs JOKYMEHTa,

3) BXOSIIUA pETUCTPALIMOHHBIA HOMED;

1) 3aTOJIOBOK K TEKCTY (KpaTkoe coJiepKaHue JOKYyMEHTa);

K) KOJMYECTBO JTUCTOB OCHOBHOI'O IOKYMEHTAa,

J1) OTMETKa O MPUIIOKEHHH (KOJIMYECTBO IPHUIIOXKEHHUM, 00lIee KOIHIECTBO
JIACTOB MIPUITOKEHHH);

M) CBeJleHHMS O CBf3aHHBIX JOKyMEHTax (HarMMEHOBaHHE BHMIA NOKYMEHTa,
JlaTa, perMCTPAlHOHHBIA HOMED, THII CBA3H);

H) pe3omolys (MCIONHUTENb (MCTIONHUTENH), MOPYYEHHE, NOJDKHOCTHOC
JIMIO, JaBliee Mopy4YeHHe, 1aTa);

0) CPOK HCITOJIHEHHS JOKYMEHTa;

) UHIEKC [eNa 10 HOMEHKJIaType e,

p) CBEIlEHHUS O Iepeajipecaliy JOKYMEHTa;
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C) OTMETKa O KOHTPOIJIE;

T) rpud orpaHUYeHUs NOCTYIIa K JOKYMEHTY;

y) cBeZleHUst 00 3NIeKTPOHHON MOJIHUCH;

&) pe3ynbTaT MPOBEPKH NIEKTPOHHOHN IOITUCH.

5.53. Tlpu Bximrovenun B COJ ucxomsumx mokymeHnToB B OPK BHOcsATCS
ClIeIyIOLIUe CBEICHUs O IOKYMEHTE:!

a) agpecar;

0) MOMKHOCTD, GaMIIUS ¥ MHULMAIBI JTULA, TOAMCABIIEr0 JOKYMEHT,

B) HAMMEHOBaHUE BHJA TOKYMEHTa;

r') 1aTa JOKYMEHTa;

1) pETUCTPAITHOHHBIA HOMEP TOKYMEHTA,;

€) 3aroJIOBOK K TeKCTY (KpaTKoe coliepKaHHe TOKyMeHTa);

) CBEINEHMS O CBS3aHHBIX NOKyMeHTax (HalMMEHOBaHHE BH/A JOKYMEHTa,
JlaTa, peruCTPAlHOHHbIM HOMEep, THII CBA3K);

3) KOJIMYEeCTBO JTUCTOB OCHOBHOI'O JOKYMEHTA,;

1) MHJIEKC JIeNa [0 HOMEHKIaType Jell;

K) OTMETKAa O MPWIOKEHHH (KOIMYECTBO NMPHIOXKEHHH, oOllee KOJIHYECTBO
JTUCTOB TIPUIIOKEHUR);

1) rpud orpaHUYeHUs JOCTYIAa K JOKYMEHTY,

M) [IOJpa3/ie/ieHe - OTBETCTBEHHBIN UCTIONHUTEID JOKYMEHTA,

H) CBeJeHHs 00 3JIEKTPOHHOM IOIIUCH.

5.54. Tlpu Bxmouennn B COJl BHyTpeHHHX NOoKyMeHTOB B OPK BHOCsTCSA
CJIEYIOILME CBEIEHHS O TOKYMEHTE:!

a) HaMMEHOBaHHe To/Ipa3ieNIeH!s, [I0ATOTOBUBIIIETO IIPOEKT JOKYMEHTA,;

0) HauMEeHOBaHHUE BUJa JOKYMEHTa;

B) IlaTa JOKYMEHTa,;

I') pErUCTPALIMOHHBIA HOMEDP JOKYMEHTA,

1) JOJKHOCTH, (PaMUITHS ¥ MHULMAJIBI JIULA, TOJIHMCABILET0 JOKYMEHT;

€) CBeleHMs O CBA3aHHBIX NOKyMeHTaX (HaMMEHOBaHWE BH/a HOKYMEHTa,
1arta, periCTPallMOHHBIH HOMEp, TUII CBA3N);

’K) 3ar0JIOBOK K TEKCTY (KpaTKoe coepkaHue TOKyMEHTa);

3) OTMETKa O MPHUIOKEHHH (KOJIMYECTBO MPMIIOKEHUH, OOIIee KOIHIECTBO
JIUCTOB MPUJIOKEHHH);

W) UHAEKC Jiesia 110 HOMEHKIAType JeT;

K) yKa3aHHS [0 KCIIOJHEHHIO NOKyMEHTa (MCIONHHTE/b, MOpyYeHHE, JaTa
WCITOJTHEHU );

JT) OTMETKa O KOHTPOIIE;

M) rpud orpaHU4eHHs JOCTYIa K TOKYMEHTY;

H) TOJpa3/ieleHue (IOJUKHOCTHOE JIMIO) - HCTIONHHUTENb (OTBETCTBEHHBIA
HCITOJTHUTENb) JOKYMEHTa.

HOHOJ’[HHTCJ’[BHO K YKa3aHHbIM CBEIEHUSIM O BXOOAIUX, HCXOOSAIIUX H
BHyTpeHHUX nokyMeHTax B DPK COJI MOryT BHOCHTECS HHBIC CBEICHHUA.

5.55. VYyer KkonuyecTBa HJOKYMEHTOB, IIOCTYIHBIIHX, CO3JaHHBIX,
OTIIPaBIIEHHBIX 32 OIPECICHHBIH NeproJ BPEMEHH, MOXET MPOBOAUTHCS IIO
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YHHUBEPCUTETY B 1€JIOM, 10 OTAEIbHBIM CTPYKTYPHBIM IIOApa3fe/ICHHAM, 10
rpynmaM JOKYMEHTOB, KOPPECIOHIAEHTaM, HEHCTBHUAM, IIPOM3BEIEHHBIM C
JIOKyMEHTaMH, W IPYrMM IlapaMeTpaM, HeoOXOOWMBIM MM aHajiu3a paboTel C
IOKYMEHTaMH B LIeJIIX €€ COBEPIICHCTBOBAHUS.

5.56. Tlpu yuyete oOBEMa JOKYMEHTOOOOPOTa MOACUUTHIBAETCS KOIHYECTBO
JOKYMEHTOB BBIJENIEHHON IPYyNIbl. Y4UeT KOJIMYeCcTBa JOKYMEHTOB IIPOBOJUTCS TI0
nauHeM CO ]I, perucTpalliOHHO-YYETHBIX JKyPHAJIOB U KapTOTEeK.

5.57. 3a emguHHIy Yy4eTa KOJWYECTBA JOKYMEHTOB IIPUHHMMAETCA
eIMHCTBEHHBIA DK3eMIUIAp AOKyMeHTa (MOAJWMHHHMK WIH KONHWs, €CIM KOIHSA -
eIMHCTBEHHBIH JK3eMIUIAp JOKyMEHTa B YHHMBEPCUTETE, HANpUMEP, KOIHA
HCXOMSAINEro MuchkMa) 0e3 yueTra KOMui, co3aBaeMbIX IIpH IeYaTH ¥ KONMPOBAHUH
(TupaxkupoBanuu). KomuM  [OKyMEHTOB @IpU  HEOOXOOMMOCTH  aHallM3a
YUUTBHIBAIOTCS OTAEIBHO.

5.58. Pesymeratel yueTa oOBEeMa IOKYMEHTOO0OpOTa B YHHMBEPCHUTETE
exerogHo ob6obmarorcs Cmyx00ff  eTONpoOM3BOACTBA W INPEACTABIAIOTCS
PYKOBOJZICTBY B BHIe 0T4eTa 006 00BbeMe JOKYMEHT0000pOTa 38 IO,

V1. KoHTpoJib HCNOJIHEHHS] AOKYMEHTOB (MOpy4eHHiH)

6.1. KoHTpOJIb MCIIONHEHHs JTOKYMEHTOB (TMOpY4eHMH) BENETCS B LEIAX UX
CBOEBPEMEHHOTO ¥ Ka4eCTBEHHOI'O MCITOJTHEHHMSL.

6.2. KOHTpOJIb HCTIONHEHHS JOKYMEHTOB (MOPY4eHHMIT) BEAETCS:

PEKTOPOM HJIH HHBIM JODKHOCTHBIM JIMLIOM YHHBEPCHTETA - HCIIOJHEHHA
IOKYMEHTOB (IIOpyUeHHH) 110 CYILECTBY;

Cnyx00#f JeNonmpoM3BONCTBA YHHMBEPCUTETA M OTBETCTBEHHBIMH 32
JETIONPOMU3BOICTBO B CTPYKTYPHBIX MOJpPAa3JeNeHUs X - CPOKOB HCIIOIHEHHA
JIOKYMEHTOB (TTOpy4YeHU ).

B Cnyx6e nenompou3BOJACTBA LEHTPAIM30BAHHOMY KOHTpPOJIIO IOJJIEXarT
3apEerHCTPUPOBAHHEIE JOKYMEHTBl C OTMETKOH 0 KoHTpoie («KoHTpois»),
IPOCTABJISIEMOM B COOTBETCTBHM C ITYHKTOM 2.51 MHCTPYKLHMH, @ B CTPYKTYPHBIX
NOApa3JelieHusX YHHBEpCUTeTa - BCE 3aperuCTPUPOBaHHBIE NOKYMEHTHI,
TpeOyroIIxe HCIIONHEHHS.

6.3. PacropsmuTebHblE TOKYMEHTHI, IPOTOKOINE! 3acelaHui (CoBellaHuk),
cofepKalllie MOPYYeHHs C KOHKPETHBIMH CPOKaMH HCIIONHEHHMS, CTaBATCS Ha
KOHTPOJTb IO KaX/I0My TIOPY4YEHHIO OTAEIBHO.

6.4. KOHTpONb CPOKOB HCIIOJIHEHHS TOKYMEHTOB (IIOpY4YeHHi) BKIIOYAeT B
cebs:

MIOCTaHOBKY JOKYMEHTOB (IIOpY4eHHI) Ha KOHTPOJIb;

[IPOBEPKY CBOEBPEMEHHOCTH MHOBENECHHA MOKYMEHTOB (MOpY4YeHMH) [0
HUCIIOJIHUTEJIEH;

NpeABApUTEIBHYIO ITPOBEPKY M  PeTyIHpOBaHHME  XOIa  HCIIOJHEHHA
JIOKYMEHTOB ([IOpyUeHHH);

CHSITHE C KOHTPOJIsl IOKyMEHTOB (IIOpy9IeHHH);

ydeT, 060OLIEHHe M aHaIU3 PE3y]NbTaTOB XOIa HCIIOJIHEHHS INOKYMCHTOB
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(mopyueHwuii);

HHOOPMHUPOBAHWE pPYKOBOAUTENEH O XOIe HCIIOJHEHHS IOKYMEHTOB
(mopy4eHwHit) ¥ COCTOSIHUM UCTIOTHUTEIBCKOM IUCIUILINHEL.

6.5. Cpokd WHCIOJHEHHUS JOKYMEHTOB (TIOpy4eHHH) HCUHMCISIOTCS B
KaJ€HAApHBIX THSX.

Ecau mnocnequuil JeHb CpOKa WCIOJNHEHHS JOKyMEHTa (TOopydeHHs)
MPUXOMUTCS Ha Hepabouuil [eHb, TO MOKYMEHT IOMAJEXKHT HCIOIHEHUIO B
OmKalIIui cieTyromuil 3a HUM paboUuui JIEHb.

JlaTa ucronHeHus nokymeHTa (mopyueHus) dukcupyercs B OPK COJI mnm
MWHON pPErrcTpaloOHHO-y4YeTHOH (opMe, HCMONb3yeMOH M OTCIeKHBAHHS
CPOKOB HCITOJTHEHHS JOKYMEHTa (ITOpyYEHHs).

CpoKM  HCIOJHEHHS  JOKYMEHTOB  (TIOpydeHMH)  yCTaHaBJIMBAOTCA
DPYKOBOJMTENEM, HCXOHS M3 CpOKa, YCTAaHOBIEHHOIO  YHHBEPCHUTETOM,
HampaBUBIIEH JIOKYMEHT, MM CpPOKOB, YCTaHOBJIEHHBIX 3aKOHOIATEIhCTBOM
Poccuiickoit @enepanuu.

6.6. JIokyMeHTHI (TTOpy4eHHUs) MOJIeKAT UCIIOIHEHHIO B CIEAYIOLIHME CPOKH:

C KOHKPETHOH /1aTOM UCIIONHEHMUs - B yKa3aHHBIA CPOK;

0e3 ykazaHHsA KOHKPETHOM IaThl MCIIOTHEHHs, UMEIOLIHE B TEKCTEe MOMETKY
«BECbMa CPOYHO» - B TEYEHHE OJHOrO [HHA, «CPOYHO» - B 3-IHEBHBIA CpOK;
«orepaTtuBHO» - B 10-IHEBHBIH CPOK; OCTAIBHBIE - B CPOK He Oonee 30 nHei;

10 MapjaMeHTCKUM 3alpocaM - He I03/Hee 4eM uepe3 15 nHeH co JHA
MIOJTy4eHHUS;

no sampocam uieHoB CoBera @enepanuu, AemyTatoB ['ocynapcTBEHHOU
JyMbl (nemyTarckoMy 3ampocy) He rmosnHee deMm ueped 30 gHed co AHA
TOTy4eHHS.

10 MeXXBEJOMCTBEHHBIM 3aIpocaM O TMPEACTABIEHUH NOKYMEHTOB M (MJIH)
WHOOPMAIIMK B IENSIX IPEAOCTAaBIEHHS IOCYJapCTBEHHBIX M MYHHULMIIATBHBIX
yeiryr - 5 paboumnx mHeH co JHsS IOJy4YEHHMs 3ampoca, eClIH 3aKOHOAATeIbCTBOM
Poccutickoit @enepaliny He yCTaHOBJIEH HHOM CPOK;

o obpareHusM rpaxaas - 30 qHei co THSA PETUCTPALMH.

6.7. [IpUOCTaHOBUTEL HCIIOJHEHHE KOHTPOIBHOTO JOKyMeHTa (IOpy4eHus), a
TaKXe OTMEHHTb ero MOXKeT PYKOBOAUTEJb, IIOANHCABIINA JOKYMEHT WM AaBLIMH
nopy4yeHue (ykasaHue).

6.8. B 1enix CBOEBPEMEHHOrO WCIIONHEHHS JOKYMEHTOB, IOpYYeHHH
(yka3aHuil), MOCTaBIEHHBIX Ha KOHTPOJb, paboTHUK CiyKObI AeI0NpOU3BO/CTBA,
OTBETCTBEHHBIM 3a BEJECHHWE KOHTPOJIA MCIOIHEHHS JIOKYMEHTOB, IIPOBEPSET
CBOEBPEMEHHOCTD JI0BeIEHUsI JOKYMEHTa (TIOPYYEH s ) 10 UCTIOTHUTES.

6.9. EcaM cpoK WCIIONHEHHS ITOKyMeHTa (TOpyYeHHs) MpeBBIIAeT OJMH
MecsIl, B LelsaX obecrneyeHuss CBOEBPEMEHHOIO MCIIOJHEHHsI [JOKyMEHTa
(mopy4eHus)) TMPOBOXUTCS IPEABAPUTENbHBIH KOHTPOIbP M  HallOMMHAHMA
HCTIOJTHUTEIISAM O NIPHUOIMKEHUH CPOKOB HCIIOJIHEHHS JOKyMEHTOB (nopy4eHui).

6.10. ITpeaBapUTEIBHBI KOHTPOJIb OCYLIECTBIISIETCS B CIEAYIOIEM IOPAMIKE:

JOKYMEHTOB (TIOpyUeHHH ) ITOCIe Y OIIUX JIET - HE PeXe OJHOr0 pasa B IO

JIOKyMeHTOB (TOpydeHHii) MocneIyoMX MeCALEB TEKYIIEero roa - He pexe
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OJTHOT'O pa3a B MeCHILL;

IOKYMEHTOB (IOpYy4eHHH) TeKyILero Mecsaua - 3a 5 IHeH 10 UCTeYEeHHs CpoKa
UCIIOJTHEHHS.

6.11. HanomuHaHWe HCTONHUTENSAM O INPHOJIMKEHUH CPOKOB HCIIOJTHEHHS
TIOKYMEHTOB (TIOPY4YeHHUH) MOXKET OCYIECTBIATBCA B aBTOMATHYECKOM DEXHME
nocpenctsom CI/I.

HanoMuMHaHWs WCIIONHMTENSAM, a TakKe HHPOpManus 00 MCIOIHEHHH
JIOKYMEHTOB (TOpy4YeHHit), MoyueHHas OT HCHoNHuTeNnel, dukcupyrorcs B OPK
CDJI vk MHBIX PETUCTPAIIMOHHO-YUETHBIX (POpMax, UCTIONB3yEMBIX I KOHTPOJIS
HCIIOJIHEHHSI TOKYMEHTOB (TIOpy4eHHUH ).

6.12. Tlpu HeoOXOAMMOCTH H3MEHEHHMsS CpPOKa HCIIOJHEHUS OOKyMeHTa
(mopy4eHUs) OTBETCTBEHHBIA HCIOJNHHUTENL O00f3aH MpPEACTaBUTh Ha HUMA
PYKOBOJMTENs, [aBIIEro mopydeHue, oGOCHOBaHHE (CIy)XeOHYI 3aIHMCKy) O
TIPOJUIEHUH CPOKa C YKa3aHUeM ITPUYHMH NPOUIEHHS U JaThl HCIIOJHEHHUS.

O6ocHOBaHME TIPOMJIEHHS CpOKa MCIOJHEHHUs [JOKyMeHTa (IOpyd4eHwus)
JIOJDKHO OBITH HANpaBIeHO COOTBETCTBYIOIEMY PYKOBOJAMTENIO HE IO3JHEE, YeM
T10 HCTEYEHHH [BYX TPETHUX CPOKA MCIIOIIHEHHUS TOKYMEHTa (IOpyYeHHUs).

O6 M3MEHEHMH CPOKa MCIIOJHEHHs JOKYMEHTa (IOpy4YeHHMs) OTBETCTBEHHBIN
UcronHuTeNns uHhopMmupyeT Cryx Oy 1e10npor3BOICTBA.

6.13. JlokymeHT (TmOpydYeHHE) CUMTAeTCs MCIIOJHEHHBIM, €CJTH MPHHSATHI
pelleHuss I10 TOCTaBIeHHBIM BOIpPOCAaM, IIOATOTOBJIEHBI COOTBETCTBYIOIIHE
JIOKYMEHTHI, HalpaBjieHa ClipaBka 00 HCIIOJHEHWM B COOTBETCTBYIOLIWE OPIaHBI
BJIaCTH (OpraHU3all|K) WK JIaH OTBET 110 CYLECTBY 3aHHTEPECOBAHHBIM JIUIAM.

Pemrenne 006  HCIIONHEHWH  JOKyMeHTa  (NOpyYeHHs)  IPHHMMAET
DYKOBOIMTENb, [OCTABUBIIMA JOKYMEHT (IOpy4eHHE) Ha KOHTPOIb, ¢
ob6s13aTenbHBIM HHGOpMupoBaHHeM CiryKOBI 1e10NpOU3BOICTBA.

Ha ucnonHeHHOM JOKyMEHTEe IIPOCTaBIsAeTCs OTMETKa O HalpaBlIeHUH
OKYMEHTa B JeJI0 B COOTBETCTBHH C IIYHKTOM 2.52 MHCTPYKLMH, CBeleHHUs 00
MCIIOMHEHUH JOoKyMeHTa (mopyuenus) BHocsaTcs B OPK COJl win uHYIO
PETUCTPALMOHHO-YYETHYIO OpPMY, HCTIOIB3YeMYIO UL KOHTPOJLA MCTIOTHEHHUS.

6.14. JlokymeHTsI (IIOPYUEHHUS), HE CHATHIE C KOHTPOJIS, @ TAKKe NOKYMEHTBI
(mopydeHust), CpPOK MCIONHEHHA KOTOPBIX HE  TPOMJIEH,  CHUTAKOTCH
HEUCIIOJTHEHHBIMH.

6.15. Cinyx6a J1e/0npOH3BOJCTBAa Y HUBEPCUTETA aHAIM3UPYET COCTOAHHE U
pe3yNnbTaThl ~ MCTOJNHEHMs ~ JOKYMEHTOB  (NOpydYeHHMit) M COCTOSHHE
UCITOJTHUTEIBCKOM TUCIUILIMHEL:

B TOpAAKE IPEIBAPUTEIBHOTO KOHTPOJsS HAalpaBisieT B CTPYKTYPHBIC
rojipasaeneHns. YHUBEPCUTETa HATIOMUHAHHS O JOKYMEHTaX, CPOKH MCIOTHEHHA
KOTOPBIX UCTEKAIOT (32 3 - 5 THEH /10 OKOHYaHUA CPOKa HCTIONHEHHS IOKYMEHTa);

pa3 B Mecsll ¥ 110 OKOHYaHHH rojia PeKTOpY U PYKOBOAMTENAM CTPYKTYPHBIX
HOHpﬂSﬂeHCHHﬁ HamnpaBJIACT OT4YEThl O KOJIHYECTBE JOKYMEHTOB, HCIIOJIHEHHEBEIX B
CPOK, MCIOJHEHHBIX C IPOJJIEHHMEM CpOKa WCIONHEHHs, HE WCIOIHCHHBIX,
HAXONSAIIMXCS HA WCIOJHEHWHM [0 OpraHM3alyd B IeJOM, IO CTPYKTYPHBIM
TOfIpa3ie/IeH M M, IIPH HEOOXOIMMOCTH, - I10 OTJEIBHBIM HCIIOTHATEIIAM.
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VII. Opranuzanus paboTbl HCNOJTHHTENSA C AOKYMEHTAMH

7.1. HcnonHuTens MNOJNy4aeT OOKYMEHTBI Ha MCIIOJHEHHE B JEHb HX
pacCMOTpPEHHS HWJIM Ha CHEAYIIMA pabouuii [OeHb B COOTBETCTBHH C
PE30IOIUSIMH PYKOBOJACTBa YHHUBEPCUTETa U PYKOBOAUTENS IOApa3fesIeHHS.
CpouHble JOKYMEHTHI IIepeJaroTCs UCIIOTHHUTEII0 He3aMeIITUTEIBHO.

7.2. JloKyMeHTBI, TIOCTYNalwIllWe B CTPYKTYpHOE IIOApa3leleHHe C
PE30IIOLIUAMH PYKOBOJICTBA, NEpPeAaloTcsl PyKOBOAUTENO INoApasfeneHusd. Ecnu
JOKYMEHT, IMOCTYMUBIINI Ha CTIOJHEHUE B MTOApa3/ie/ieH’e, He UMeeT OTHOLIECHHUS
K KOMIIETEHLIMM TOApa3JeeHus,, pyKOBOOUTENb MOAPA3eIeHUsl B TOT Xe IEHb
WM Ha CIeNyIoIIui pabo4uit 1eHs Bo3BpaluaeT ero B Ciyx0y nenonpou3BoACTBa
JUIS pellleHHs] BOIMpoca O IEepeHAalpaBICHHWH €ro Ha HCIIOJIHEHHE B JPYroe
noapasjesieHue (IpyroMy HCIIOTHUTENIO).

7.3. UcnioHeHHe TOKYMEHTa [pelycMaTpUBaeT:

cbop ¥ aHaM3 HeOOXOAMMON HH(OPMalUH;

IIOJATOTOBKY MPOEKTa JOKyMEHTa U €ro 0(pOpMIICHHUE;

COTJIaCOBaHHUE IPOEKTa JOKYMEHTa C 3aMHTEPECOBAHHBIMH JIMIIAMH,

nopaboTKy TpoeKTa MOKyMEHTa [0 3aMe4YaHHsM, IIOJyYEHHBIM B XOJe
COIJIACOBAHKA M, TIPH HEOOXOIUMOCTH, - TOBTOPHOE COITIACOBAHHUE);

IOArOTOBKY CIHCKa (yKas3aTens) pacChUIKM AOKYMEHTa, €CIH TOKYMEHT
aZpecoBaH IpyIIle OpraHu3alui;

PeCTaBlIeHHe MpOeKTa [OKyMEHTa Ha MOANKCh (YTBEPXKIEHHUE)
PYKOBOZCTBY;

TIOJITOTOBKY TOKYMEHTA K OTIIpaBKe U Iepenady KoMK JOKYMEHTa B EJO.

7.4. Tlpu HampaBleHUM [JOKYMEHTAa HECKOJBKHM  HCIIOJHUTEIAM
OTBETCTBEHHBIM 33 IIOATOTOBKY IIpOEKTa IOKYMEHTa SBJIAETCH MCIIOJTHHUTENb,
yKa3aHHBIM B pPE3OMIOLUM IEpBBIM HIIM OOO3HAYEHHBIH B DE3OJIIOLMH Kak
OTBETCTBEHHBIN UCIIOTHHUTEID.

7.5. OTBeTCTBEHHBIH HCIOJIHUTENb HMEET I[paBO [aBaTh IOPYYCHHUA
OCTATBHBIM HCIIOJIHUTENAM, IPOBOAUTEL pabovue COBEIIAaHMS MAJs BHEIPAOOTKH
COBMECTHOIO pellleHHs. Bce MCNOMHHUTENH B paBHOW CTENEHM OTBETCTBEHHBI 34
CBOEBPEMEHHOE ¥ Ka4yeCTBEHHOE WCIIOJIHEHHE [IOpyYeHHs H IPE/CTaBICHHE
OTBETCTBEHHOMY HCIIOJIHUTENI0 B YCTAHOBJIEHHBIE HM CPOKHM HEOOXOIHMMBIX
MaTepHaioB (IPOEKTOB JOKYMEHTOB, CIpaBokK). McmonHuTenu He MMEIOT IpaBa
IIPeACTABIIATh [POSKTH! JOKYMEHTOB PYKOBOIMTEIO, JaBIIeMy OPYYEHHE, MUHYS
OTBETCTBEHHOI'O UCIIOJIHUTEIIS.

7.6. B ciydae OTCYTCTBHS MCIIOJHHUTENs (KOMaHIMPOBKa, OTIYCK, OO/IE3HB)
JOKYMEHT [0 YKa3aHWIO PYKOBOIMTEJNsS IMOApasfeseHust NepefaeTcs ApYyroMmy
MCIIOJIHATEITIO C 00s3aTeNIbHEIM COOOIEeHHEeM ero GaMHMIMH IeIONPOU3BOAUTENIO
nonpasnenenus A BHecenus nsMmenennit B OPK moxymenta B COJl nin HHYHO
PETHCTPALMOHHO-YIETHYIO hOopMy.

7.7. Tlpu yBONbHEHHMH WM TI€PeX0Jie Ha JIPYTOH y4acTOK paboThl COTPYIHUK
00s3aH coaTh JOKYMEHTHI H [eja PYKOBOAUTEN IOApa3feneHus HIH IO €ro
YKa3aHHIO BHOBb HA3HAYEHHOMY COTPYIHMKY (B Cilydae HEOOXOAMMOCTH, - IO
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aKTy TpHeMa-Tiepeiav, B KOTOPOM YKa3bIBalOTCS BUJIBI 1€ (3aT0JIOBKH 1€N) ¥ UX
KOJIMYECTBO M KOTOPHIi MOAMUCHIBaeTCS pabOTHUKOM, epeaaBIIiM JOKYMEHTEI, U
pabOTHUKOM, TPUHSBILIAM JOKYMEHTHI).

7.8. Pe3ynbraToM MCIOJHEHHS AOKYMEHTa SBIIEeTCS INPOEKT IOKYMEHTa,
[IOITOTOBNEHHBIN UCTIOJHUTEIIEM.

[TpoekT [OOKyMeHTa CO BCeMH HEOOXOJUMBIMH  IIPHIIOXKEHHIMH,
HaIleYyaTaHHBIA ¥ 0OPMIIEHHBIN B COOTBETCTBUHU C MPaBHIIAMH, YCTAHOBJIECHHBIMHU
B pasjele 3 HMHCTPYKLMH, UCIIOTHHUTENb COIJIACOBBIBAET C 3aMHTEPECOBAHHBIMU
nopa3aeIeHUSIMH U JTUIIaMU U, TIPU HeOOXOAUMOCTH, C APYTMMH OpraHU3alluaAMH.

JIOKyMEHTBI, TpeqHa3HAuYeHHbIe s OTIpaBKH, oQOpMIIAIOTCS Ha OnaHKe
YHUBepCUTETAa YCTAHOBIEHHOM (opMBl. LI OTIIpPaBKH JOKYMEHTOB, HE HMEIOIINX
aJIpeCHOM YacCTH, COCTaBIISETCSl COIPOBOAUTENBHOE ITUCHMO.

Ha nmoxymeHT, paccbuiaeMblif Oosiee 4eM B YETBIPE aapeca, HMCIIOJHHTENb
TOTOBHUT CITMCOK PAcCBUIKH, ONpEAeNsAeT KOJIUYECTBO OK3EMILIAPOB HOKYMEHTa U
IIOCJIE PErMCTpalui Oo0ecreyrMBaeT W3rOTOBIEHHE HEOOXOAMMOIo KOJIMYECTBA
KOIIHM.

7.9. Hcnonuurtenb  (OTBETCTBEHHBIH  HCIOJHUTENb)  OPraHM3yeT
corjacoBaHHe (BU3UPOBaHME) MPOEKTa JOKYMEHTa CO BCEMH 3aHHTEPECOBAHHBIMU
JHIAMH ¥ TIPOBOAWT HOpabOTKy IMpOeKTa IO 3aMeYaHHsSIM B COOTBETCTBHH C
nyHkTamu 4.1 - 4.11 HHCTPYKIUK.

IMpu Hanuuue OONBIIOTO KONMYECTBA 3aMEYaHUM [0 TPEICTaBICHHUS
nopabOTaHHOTO TMpoeKTa NOKyMEHTa Ha IOANKUCh PYKOBOJIUTENIO HMCIIOIHUTEIb
TOTOBUT CBOJKY  3aMeyaHuil (IIpeIOKEHMH), B KOTOPOH yKa3bIBaeTCs:
cojepkaHue 3amedanus (MPeUIOKEHHs), TOIDKHOCTh, (paMUIIMs JIHIa, IaBIIEro
3aMedaHue, NPUHATO WK OTKJIOHEHO 3aMedaHHe (eclii 3aMe4YaHHe OTKIOHEHO, -
TIPHYKMHY OTKJIOHEHHUS).

7.10. ITocne 1opabOTKU K MOBTOPHOTO BU3UPOBAHU (COTIaCOBAaHMA) IPOEKT
JIOKyMeHTa Tepenaercs Ha mnoxanucaHue (yrBepxaeHme). Jlo mpencraBieHUs Ha
MOANKCh HCIIONHUTENb IIPOBEPSET MPAaBUIBHOCTE OGOPMIIEHHS [TOKYMEHTa,
TIPaBHIBLHOCTH OGOPMIIEHHS afpecara, Haludiue HeOOXONUMBIX BU3, IIPUIIOKEHHH,
Ipd HEOOXOOUMOCTH - CIPaBOK, IOACHHUTENBHBIX 3alUCOK, pPa3biCHAIOIINX
coZlepyKaHye MOArOTOBJIEHHEIX JOKYMEHTOB, IUCTa (yKasaTels) pacChUIKH.

7.11. TloamucaHHblid JOKYMEHT WUCIIONHHUTEND IEPEJaeT A PerucTpaluy
OTIMpaBK{ W/WJIY BKIIOUEHHUS B JIETIO.

B COOTBETCTBMM C HOMEHKJIATYpPOH AeNl UCIIOJIHHUTENb OINpPEeAenseT UHIAEKC
ieNia, B KOTOpOe JOJKEH ObITh BKJIIOYEH JOKYMEHT.

7.12. B Xxome WHCIIOJHEHHS MJOKYMEHTAa MCIIOJIHUTENbL HMEET IIPaBO
TpezaraTh K3MeHeHHe CPOKa HCIIOIHEHUs, ECITH OTCYTCTBYIOT PeANIbHBIE YCIOBHA
HCIIOMHEHHs JOKyMeHTa (Iopy4YeHus), AelaTh IOMETKH Ha JOKYMEHTE O BPEMCHH
ero TOCTYIUIGHHS, O JaTax IIPOMEXYTOYHOTO KOHTpOINsS, TeNeQOHHBIX H
MHCBEMEHHBIX 3aIpocax, 0 JaTe H pe3ynbTaTe OKOHYATEJIHFHOTO UCIIOJTHECHHUA.

7.13. VicnioTHUTENb HE MMEET MpaBa pasriaiarh coJep)XaHue MOCTYHBIIHX
K HeMy JOKYMEHTOB M MMOATOTOBIEHHBIX TMPOEKTOB CIIy)XEOHBIX NOKYMEHTOB, C
HUMH MOTYT OBITH O3HaKOMJIEHBI TOJIBKO JIMIA, HUMEIOLIME OTHOLIEHHE K HX
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HCIIOJTHEHHIO.
VIII. ®opMupoBaHHe JOKYMEHTAIbHOro OHAa YHHBEPCHTETA

8.1. OnepaTvBHOE XpaHEHHE NOKYMEHTOB YHHBEPCHTETa JI0 IEepelayd HX
Ha XpaHEHHWE B apXUB WM YHHYTOXKEHHE OCYLIECTBIIETCA B CTPYKTYPHBIX
OJIpa3feIeHUsAX Y HUBEPCUTETA.

8.2. B memsax XxpaHeHus, IIOMCKA U MCIIOIB30BaHUsA JTOKYMEHTBI Ha
OyMa)XHOM HOCHTeNle W OJIeKTPOHHBIE IOKYMEHTHl (OpMHpYIOTCA B Jeja B
COOTBETCTBUHU C HOMEHKJIATYpOH Hell.

Homenknarypa jmgen  3akpemuisieT — KilacCHQHKaLUio  (TPyNIHPOBKY)
MCIIOJHEHHBIX JOKYMEHTOB B Jeiia (JJIEeKTPOHHbIE fena), CHCTEMAaTH3allMio M
HHIEKCAITAI0 JeJl, CPOKM HX XpaHeHHs U SBISAETCS OCHOBHBIM YYETHBHIM
JIOKYMEHTOM.

HomeHknatypa men sBISETCS OCHOBOW [Jsi COCTaBJIEHWS OITMCEH el
MIOCTOSHHOTO, BpeMeHHBIX (cBbllle 10 JIeT) CPOKOB XpaHEHUS M IO JIHYHOMY
COCTaBy, aKTOB O BBIJEICHUH K YHHYTOXEHHIO IOKYMEHTOB C HCTEKIIHMHU
CPOKaMHM XpaHeHWs, a TakKe JUii Yydera nen BpeMeHHeIX (mo 10 et
BKJIFOYMTENIEHO) CPOKOB XpaHEHUS.

8.3. HomMeHnknaTypa Aenl YHHUBEPCUTETa COCTABIAETCS Ha OCHOBE U3Y4YCHHUS
cocTaBa W COIEP)KAaHUS JIOKYMEHTOB, OOpasylomuxcsi B JEATEIbHOCTH
VHuBepcUTeTa, BKIIIOYAs JOKYMEHTEL, [I0CTYNAOIIME U3 IPYTUX OpraHU3all|i.

8.4. Tlpu cocTaBleHUM HOMEHKIIATYphl [€J CIeAyeT PYyKOBOACTBOBATHCA
VcraBoM YHUBEpCHTETa, IIOJNOXKEHHUAMH O CTPYKTYPHBIX TOJApase/eHUAX,
INTAaTHEIM pacluCaHdHeM, IUTaHaMH M OT4eTaMH O paboTe YHHBEPCHUTETa,
HOMEHKJIATYpOH [eNl 3a MPOILEIIINI IoJ, JIOKaJbHBIMM HOPMATHBHBIMU aKTaMH
YHHMBEPCUTETa, COMIEPKAIIMMH CBEJIeHUs O JOKyMeHTax, oOpasyrolliuxcs B
NeATEeNbHOCTH YHHMBEPCHUTETA, TUIIOBEIMU U IPUMEPHBIMM HOMEHKJIATypaMHU el
(mpu WX HaNWYMH), BEIOMCTBEHHBIMH W THIIOBBIMH MEpPEYHIMH JOKYMEHTOB C
yKa3aHHeM CPOKOB HX XpaHEeHUS.

8.5. B HOMEHKIaTypy [Hed BKIIOYAIOTCA BCE JOKYMEHTBI, OTPa)KarollHe
JEeATEIbHOCTh CTPYKTYPHBIX TOApa3feNeH’i YHHUBEPCUTETa W IOCTOSHHO HIIH
BPEMEHHO JIEHCTBYIOIIMX OPraHoB (KOMHCCHH, COBETOB, KOMUTETOB), B TOM YHCIIE
JOKYMEHTEI OPaHWYE€HHOIO NOCTYIla, PErMCTPAllMOHHBIE M YYETHBIE XXypHAlIbl H
KapTOTEKH, B HEOOXOIMMBIX CIOydasX - KONMH JOKYMEHTOB. JIOKyMEHTEI,
CO3/IaHHBIE B JIEKTPOHHOH (hopMe, BKIHOYAIOTCS B HOMEHKIATYpy [€J M0 TEM Ke
IpaBHUJIaM, YTO M JOKYMEHTHI Ha OyMa)KHOM HOCHTETIE.

He BxiIrOYyaroTCs B HOMEHKJIATYpY [ell MEepHOAHYECKHE H3/IaHMsd, KHHIH,
OpOLIOPEL.

8.6. HomenkiaTypa el YHHUBEPCUTETA IIOANHMCHIBACTCS PYKOBOAUTEIEM
Ciy>k6B1  [1eONpPOU3BOJCTBA, BH3HPYETCS PYKOBOAMUTEIEM apXWBa (mumom,
OTBETCTBEHHBIM 33 apXHB), COIJIACOBBIBAETCS C IEHTPAIbHOH OSKCIEPTHOH
KoMuCCHedl (PKCIIEpTHOH KoMuccueit) YHHBepcHTeTa M OIMH pa3 B S5 JeT
MIPeNCTaBIsAeTCd Ha COINIaCOBaHHE OKCIEPTHO-NPOBEPOYHOM H METOAMYECKOH
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komuccuert (mamee — DIIMK) TocynmapctBeHHoro komutera PecmyGnuku
Tarapcran mo apXWBHOMY [ely B COOTBETCTBHU C INPEJOCTABICHHBIMH €My
MIOJTHOMOYHSMH B TIOpSAJKE, YCTaHOBIEHHOM Io (opme [IpaBunamu XxpaHeHHs,
KOMILIEKTOBaHHs, y4deTa MW HCIIOJIE30BaHUS JOKYMEHTOB ApxuBHOro ¢oHza
Poccuiickoit ®enepaunMu u Opyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCyIapCTBEHHOM BIIaCTH, OpraHax MECTHOI'O CaMOYIPAaBJICHHs, OpraHM3aluax
(manee — [IpaBuia XxpaHeHus).

8.7. Homenxnarypa nen, cornacoBanHas JIIMK TI'ocymapcTBeHHOrO
komuTeTa Pecny6nuku TarapcTaH 1o apXUBHOMY [I€iy, YTBEPKIAETCS PEKTOPOM
¥ BBOJMTCS B IEHCTBHE ¢ 1-ro sHBaps MpPEeICTOSIIEro KaleHaapHoro roja.

B cnydae uzmeHeHus QYHKUMA U CTPYKTYpPhl YHUBEPCUTETA HOMEHKIIATYPa
JIeJT COCTABJISIETCSI, COTJIaCOBLIBAETCS M YTBEP)KIAETCs 3aHOBO.

8.8. Cornacopannas ¢ DIIMK TocynapctBeHHOro xomurera Pecry6iuku
TarapcTan Mo apXWBHOMY JeNly HOMEHKIaTypa Jel B KOHIE KaXIOoro roja
YTOUHSIETCS, TIeperevaThIBaeTCs, yTBePKAaeTCsl pEKTOPOM M BBOJAUTCS B JIEHCTBHE
¢ 1 ssHBaps MpeCToAIIero KaleHIapHoro roja.

8.9. [IlepBblii 3K3eMIUIAP YTBEPXKIAECHHON HOMEHKIATYpHl €N SBIACTCA
TOKYMEHTOM TIOCTOSIHHOTO XpaHEHHs U BKJIIOYAeTCsl B HOMEHKIIATYPY [eJl B pa3iell
Cnyx0bl  [€mONpOU3BOJCTBA, BTOPOH  —  HCIOJIb3yeTcs Cryx06oit
JENIONPOM3BOICTBA B KauyecTBe pabodero 3K3eMIulApa, TPETHH — IepenaeTcs B
apXdB YHHBEPCHUTETa B KaueCcTBE YUETHOIO AOKYMEHTa, JJIEKTPOHHAs KOIHs
HOMEHKJIATYphl 1€l YHHBEPCHTETa, YTBEPXKISHHOH DEKTOPOM YHHUBEPCHTETA,
mepegaeTcss B TOCYIapCTBEHHBIM (MyHHLMIANBHBIA) apXWB, HCTOYHHKOM
KOMILJIEKTOBaHHA KOTOPOTO SBIAETCA Y HUBEPCHUTET.

B nogpasgeneHuss YHHUBepcHUTeTa HOMEHKJIATypa Hel pacChlIaeTcs
Cnyx06o0¥i menonpou3BOACTBA B BHIE KOIHKH COOTBETCTBYIOIIMX pa3[esioB Ha
OyMa)KHOM HOCHUTeEJIE WIIH B JIEKTPOHHOH (opMme.

8.10. HomeHnknatypa nen YHHBEpPCHUTETa CTPOHTCSA II0 CTPYKTYPHO
(Ha3BaHWSMH pa3fenoB (MOApa3/eNioB) HOMEHKIATYphl HeJ SBISIOTCS Ha3BaHHUA
CTPYKTYPHBIX MOJPA3/IeNIeHHH, PAcIIOI0KEHHbIE B COOTBETCTBHHU C yTBEPXKICHHOH
CTPYKTYpO¥ YHHBEPCHUTETA).

8.11. HomeHknaTypa Oen CTpYKTYpPHOIrO IMOApa3feieHHs COCTaBIIACTCSA B
KaKJIOM TIOpa3leNeHid YHHBepcHTeTa PpabOTHUKOM, OTBETCTBEHHBIM 32
JIEJIONPOM3BOICTBO ITOZIpa3eIeH s, INpH Y4YaCTHH BeAyIIMX CIEHHaluCTOB
ITO/(pa3/IelIeHHsl, COTTACOBBIBAETCS C IKCIIEPTHOM KOMHUCCHeH moapaszeneHus (Ipu
ee HaJW4YKM), MOAMICHIBAETCS PYKOBOJUTENEM CTPYKTYPHOTO IOAPA3JACICHHA H
npexacrasisiercs B Ciryx0y JeI0Ipon3BOACTBA.

HoMeHK/aTypa JeN CTPYKTYPHOTO [TOApa3/ieleHHsl COCTaBIIAETCs 1Mo hopMe,
ycTaHoBIeHHOH [IpaBunamu XxpaHeHUS.

BHOBb CO3JaHHOE WM pPEOpraHU30BaHHOE IOJpa3fieNieHie MHOJDKHO B
MeCAYHBIM CPOK pa3paboTaThb HOMEHKIATYPY IHell ¥ NpPeJCTaBUTh €€ B Cnyx0y
JeTONPON3BOICTRA.

8.12. Bce 3arosnioBku (Ha3BaHWsI) OeJ, BKIIOYEHHBIE B HOMEHKIIATYypYy HAEI
CTPYKTYpHOTO TOZpa3s/ieieHus, MHAEeKCHpyloTcs. MHaexc nenma yKas3piBaerTcs B
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rpade 1 HOMEHKIATyphl A€l U COCTOUT M3 UHJEKCA CTPYKTYPHOIO MOJApa3se/IeHus
(koma TmopmpasmeneHHss B COOTBETCTBUHM C  YTBEP)KIEHHOH  CTPYKTypOH
VHuBepcuTETa WIM KIAacCHQUKATOPOM CTPYKTYDHBIX IOIpa3[eleHuil) W
TOPSAOKOBOIO HOMepa Jena B pasjiele HOMEHKJIaTypel nAel. MHIekcel nen
o6o3HavaroTcs apabckumu b pamu. Hanpumep: 01-05, roe:

01 — KO CTPYKTYpPHOr0 MOApa3ieIeHHs;

05 — mOpsIKOBBIM HOMED Jiea B pa3fesie HOMEHKIATyphl AeJl.

Jlena mo BompocaM, HepaspelleHHbBIM B TeUEHHE OJHOrO roja, ABJIAIOTCH
«IEPEeXOSIIHAMI» U BHOCATCS B HOMEHKJIATYPY HEJ CIEAYIOIIEro rojia ¢ TEM XKe
HHIEKCOM. PexoMeHIyeTCst COXpaHATh B HOMEHKIIAType [el OAUHAKOBbIE HHIEKCEHI
IUTsL OMHOPOJHEIX JeJl, BKIIOYEHHBIX B Pa3HbIe pa3/ielibl.

Eciu B TeueHHe Troga B MOEATENBHOCTH YHMBEpPCHTETa O00pasyroTcs
IOKYMEHTEI, He MpelyCMOTPeHHble HOMEHKIATypOH Ieil, 3aroJIOBKM HOBBIX el
IOTIOJIHUTENIFHO BKJIIOYAIOTC B HOMEHK/IaTypy Jein. B kaxmom pasnene
HOMEHKJIATYpBI JIeJ JUIsi BHOBb 3aBOJMMBIX el NpelyCMaTpUBAIOTCS Pe3epPBHEIE
HOMepa.

8.13. Bce 3aronoBku J1el1, BKIIFOYEHHBIE B HOMEHKJIATYPY A€N CTPYKTYPHOTO
mojJpasieNeHus, HWHIEKcUpyroTcs. WHpaekc pena ykaspiBaeTca B rpade |
HOMEHKIIATypBl el ¥ COCTOMT M3 MHJIEKca CTPYKTYPHOIO INoJpasfeneHus (Koma
Hoapa3zeieHusi B COOTBETCTBUU C YTBEPXKIEHHON CTPYKTYpPOH YHHBEPCUTETA HIIH
KIacCH(MHUKATOPOM CTPYKTYPHBIX MOApa3/elIeHHi) U MOpAAKOBOr0O HOMepa Jena B
pasjiesie HOMEHKNIATypsl aei. MHaekcsl nen o6o3HavaroTes apabCKuMu IudpaMu.
Hanpumep: 01-05, roe:

01 - Ko CTPYKTYPHOT'O IOApa3aeIeHuUs,

05 - mopsAAKOBBIM HOMEP Jiea B pa3/ielie HOMEHKIIATYPBI JE]I.

Jlena mo Bompocam, Hepa3pellleHHBIM B TEUYEHHE OJHOrO roja, SBIAIOTCS
«IEePEeXOIAIIUMI» ¥ BHOCATCS B HOMEHKJIATYPY JeJl CIEAYIOIIEro rofa ¢ TeM Xe
HWHIEKCOM. PeKOMEeHIyeTCsl COXpaHATh B HOMEHK/IAType Je]l ONHHAKOBbIE HHIEKCHI
JUTSE OMHOPOIHBIX JIeJ, BKJIFOUEHHBIX B Pa3HbIe pa3ZIelibl.

Ecnii B TedeHHMe roia B JESTENBHOCTH YHHBepcHTeTa 00pasyroTcs
JOKYMEHTBI, He TIpeIyCMOTPEeHHble HOMEHKIATypo# Iell, 3ar0JIOBKH HOBBIX AN
JIOTIONTHUTENBHO BKJIIOYAIOTCS B HOMEHKIATypy Jel. B kaxmoMm paspene
HOMEHKJIATYpBI N Ui BHOBB 3aBOJUMBIX 7€l IPeIyCMaTpUBAIOTCS pe3epBHbIC
HOMeEDA.

8.14. 3aronosok nena (rpada 2 HOMEHKIATYphI Jel) JOJKeH B 00001eHHOM
dopMe OTpaxaTh OCHOBHOE COAEp)KaHHE M COCTaB HOKyMeHTOB nena. He
JIOITyCKAEeTCA yNOTpeOieHiHe B 3arojoBKe JeNa HEKOHKPETHBIX (HOPMYIHPOBOK
(«pa3Hble MaTepUalIbl», «00IIas MepenucKar»), a TaKKe BBOJHBIX CJIOB U CIIOXKHBIX
CUHTAKCHYECKHUX 000pOTOB. 3arojIOBKU [eJl MOTYT YTOYHATECS B TeUEHHE roja B
nporecce GopMUpOBaHUs U 0POPMIIEHHUS €.

3aroJIoBOK [ejia IOOIKEH COCTOSTh K3 JJIEMEHTOB, pacrmojaraeMbiX B
clieIyroIeH TI0CIe10BaTeIbHOCTH:

a) Ha3BaHHe BHIA Jena (IeperucKa, XypHall, IeJI0) Wi BhIa JOKYMEHTOB,
BKJIIOYEHHBIX B J€JI0 (IIPOTOKOJIBI, TPUKA3bI);
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©) HauMeHOBaHMe YHHBEPCUTETa, CTPYKTYPHOIO  IIOZApa3lesIeHus,
IIOCTOSIHHO JEWMCTBYIOILIEr0 MHJIM BPEMEHHOIO OpraHa, AOJDKHOCTHOIO JIMIA,
CO3[1aBIIUX JOKYMEHT(BI);

B) HauMMEHOBAaHHWE KOppECNOHIEeHTa (OpraHM3alliy, JHIa, KOTOpOMY
aJlpecoBaHbl UM OT KOTOPOI'O IMOIy4eHbl JOKYMEHTHI);

T') KpaTKOe coiepXKaHHe JOKyMEHTOB [1e71a;

1) Ha3BaHHWE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBA3aHO COMAEpIKaHHE
IOKYMEHTOB JIENa;

e) nara (mepuon), K KOTOPBIM OTHOCSATCS TOKYMEHTEI e,

K) yKazaHWe Ha KOIMMHHOCTh JOKYMEHTOB JeNa.

8.15. Tlopsmok pacmoJIOKEHHsS 3arojIOBKOB €Il BHYTPH pas3leloB
HOMEHKJIATYphl  Oell  ONpeleNsieTcss CTeNeHBI0 Ba)XXHOCTH  JOKYMEHTOB,
BKJIFOUEHHBIX B JI€a.

B Hauanme paszena pacmosjaraloTcss 3aroyIOBKM 1€,  COJAEpIKalllux
yUpEeOuTENbHbIE, OPraHU3allMOHHO-IIPABOBBIE M PACIIOPAIUTENBHBIE TOKYMEHTEI,
3aTeM 3arojIOBKH [eJ, COIep)KallMX IUTaHOBBIE, OTYETHbIE, HH(MOPMAaIMOHHO-
aHATUTHYEeCKHEe  NOKYMEHTBHI, JOKYMEHTBHI, OTpaXarollde  HeATeIbHOCTh
nojipas/iefieHus, MepernucKy, B KOHIle pa3fena - perucTpalMOHHbIE U YYETHBIE
JKypHaJbl, KAPTOTEKH, 0a3bl JaHHBIX.

3aroloBKM  fAel,  COCTaBJI€HHBIX 110  KOPPECHOHIAEHTCKOMY  H
reorpaduvecKoMy IpPHU3HAKAM, BHOCSTCS B HOMEHKJIATYpy Jel 1o andaBHTy
KOPPEeCIOHIEHTOB WJIH reorpaMyecKux Ha3BaHHM.

B 3aronoBkax nen, comepiKalluX JOKYMEHTHI IO OJHOMY BOIIPOCY, HO He
CBSI3aHHBIX IIOCIIEIOBATEILHOCTRIO pEIIeHHs BOIpPOCa, B KavyecTBe BHAA Jela
yIOTpeOIsSeTcs TEPMHH «IOKyMEHTBD», a B KOHLE 3arojoBka B CKOOKax
YKa3BIBAIOTCSA HAa3BaHHs BUIOB JOKYMEHTOB, HanOoJee IpeICTaBIeHHBIX B JIElIE:

«JIOKyMEHTBI O TPOBEJEHHH COBEIIAHWH M CEMHHApoB (IPOTrpaMMBbl,
CITMCKH, JOKJIaIbI)».

TepMHH «TOKYMEHTBI» IPUMEHSETCS TaKXKe B 3arojJ0BKax JeJl, COAepKallnx
JIOKyMEHTBHI-TIPUJIOKEHUS] K KakoMy-THOO JOKYMEHTY (BHIBI IOKYMEHTOB-
MPUIOKEHHH HE MEPEUUCIIIOTCS):

«JIOKYMEHTBI K IIPOTOKOJIaM 3acefaHuil HayuyHO-TeXHHYECKOTO COBETAY;

«I[IpoTOKOIBEl TPOU3BOACTBEHHBIX COBEILIAHUH IIPH FeHEPalbHOM TUPEKTOpe
U JOKYMEHTHI K HUMD.

B 3aromoBkax Jjej, INpeAHa3sHA4EHHBIX I TPYIIHAPOBKHA OJHOTHITHBIX
JOKYMEHTOB, 3Ta IpyINa J0KyMEHTOB YKa3bIBaeTCs BO MHOKECTBEHHOM YHCIIe!

«ITpoToKoJbl 3acelaHui QUPEKITHH.

B 3arojoBkax e, comepiKaluxX IeperucKy, yKaspIBaeTcs, ¢ KeM U II0
KaKoMY BOIIPOCY OHa BEZETCs:

«[leperrcka ¢ 00pa30BaTeNbHBIMH  YYPEKIAECHHSIMH O IIOBBIIICHUH
KBaJH(pUKauu paboTHHUKOBY.

B 3arosioBKax M€, COIEpKallMX IEepenucKy ¢  OJHOPOIHBIMH
KOPPECIIOHIEHTAMH, TOCIEIHHEe He Ha3bIBAIOTCSA, a yKasblBae€TCsd HMX BHIOBOE
Ha3BaHHeE:!
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«[lepenucka ¢ dQenepaJbHBIMA OpraHaMy HCIOJHUTEIBHONM BIAcTH O
3aKJTFOYEHHUH U UCIIOJHEHUH rOCY1apCTBEHHBIX KOHTPAKTOBY.

B 3aromoBkax jmen, coAep)KallUX IIEPEeNUcKy C  pasHOPOAHBIMH
KOPPECIIOHAEHTaMH, TIOCIEIHUE HE NIEPEUUCIIAIOTCS

«ITepemmcka o 3aKTFOYEHUH U UCTIOJHEHUU FOCYIapCTBEHHBIX KOHTPAKTOBY.

B 3aromoBke gena yka3plBaeTCs KOHKPETHBIM KOPPECIOHIEHT, €ClIH
IepenucKa BeAeTCs TOJIBKO C HUM:

«ITepenucka ¢ OOO «['opcBsi3b» O MPEeIOCTABIEHUH YCIIYT CBI3U».

[Tpu o6o3HaYeHUM B 3arojIOBKax AeNl aIMHHUCTPAaTUBHO-TEPPUTOPHATBHBIX
€IVHUI] YIUTHIBAETCS CleAyIolee:

eCld  coJep)KaHWe  [ela  KacaeTcss  HEeCKOJNbKHX  OJHOPOIHBIX
aIMHHHCTPAaTUBHO-TEPPUTOPHUATBHBIX €IWHHUI, B 3ar0JIOBKE [ea HE YKa3bIBAKOTCS
UX KOHKpPETHBIE Ha3BaHUs, a yKa3bIBaeTcs UX 00llee BUI0BOE Ha3BaHHUE:!

«[lepenucka C y4pexITEHUIMH KyJIbTYpPhl aJIMUHUCTPATUBHBIX OKpPYIOB
MocKBEI».

eCIM  COIep)KaHWe  Jela  Kacaercid  OJHOHM  aJAMHMHHMCTPATHBHO-
TEPPUTOPHAIBHON eNUHUIBI (HACEIEHHOro IIyHKTa), €€ (ero) Ha3BaHHE
yKa3bIBaeTcs B 3ar0JIOBKE Jella:

«[lepenucka ¢ dunuaroM B MOCKOBCKOi 00nacTé O IIaHHPOBaHHM H
OTYETHOCTHY.

B 3arosioBkax jen, coAepkaliux IIaHOBYIO HIIM OTYETHYIO JIOKyMEHTALHIO,
YKa3bIBaeTCs MmepHon (Mecsll, KBapTal, roJ) Ha (3a) KOTOPEIA COCTaBJIEHBI ILIaHBI
(oTueTsl):

«OTYeTsl CTPYKTYPHBIX IToApasaenexui 3a 2017 rom»;

«CTaTUCTHYECKHUH OTYET O YMCIEHHOCTH, COCTaBe W IBIKEHHH KaJIpOB 3a
2017 rox (¢. Ne 27-rom)».

[Ipu popMHpOBaHKHK Jella U3 HECKOJIBKUX TOMOB (4acTeif), KpoMe 00LIero
3aroJIoBKa Jela MpH HeOOXOIMMOCTH COCTaBJISIOTCS 3arojIOBKM KaXkIoro ToMma
(4acTH), yTOUHSIOLIHE COep)KaHie TOMOB (4acTel) aena.

3aroJloBKM Zell MOLYT YTOYHSTBCS B Tpolecce (OpPMUPOBaHHS U
odbopMIIeHHS eIl

8.16. I'pada 3 «KommuectBo men» 3alolHAETCA II0 OKOHYAHUH
KajeHaapHoro ropxa. [lo [OCTH)XEHMM [ENIOM, BK/IIOYAIOUIMM JOKYMEHTHI
BpeMeHHBIX (cBpilie 10 JIET) W IIOCTOSHHOTO CPOKOB XpaHeHHus, obbema B 250
JINCTOB, TOM 3aKpBIBAETCS M OTKPBIBAeTCSl HOBBIA TOM. B rpade 3 HOMEHKIIATyphI
IeJl TI0CTIeI0BaTeNbHO YKa3bIBAIOTCS HOMEpPAa TOMOB M KpalHHe JIaThl JOKYMEHTOB
Ka)KI0TO TOMa:

ITule 11.01.2017 -
30.06.2017

DIeKTpOHHbIE [eja Ha TOMa (YacTH) He pasAelaroTcsa. Bce ajieKTpOHHEIS
IOKYMEHTBI, HE3aBUCHMO OT MX 00BbeMa, BKIIFOYAIOTCs B OHO 3JIEKTPOHHOE JIEIO.

8.17. B rpade 4 «Cpok xpaHeHuss U No CTaThbd 110 TIEPEYHIO» YKa3bIBAFOTCH
CPOKM XpaHEeHHs Jel ¥ HoMepa cTaTed I10 TUIIOBOMY WM BEIOMCTBEHHOMY
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MePEeYHI0 JOKYMEHTOB C YKa3aHHeM CPOKOB XpaHEeHHUs, (eepalbHOMY 3aKOHY HIIH
HHOMY HOPMAaTHBHOMY ITPaBOBOMY aKTYy.

8.18. B rpade 5 «IIpumeuanue» MpoOCTaBISAIOTCA OTMETKH O 3aBEICHUU el
(«3aBegeHo»), o nmepexomsaiux nenax (Hampumep, «Ilepexonsmiee ¢ 2016 roga»),
O BBIZICJIEHUH Je K YHHYTOXKEHHIO, O JIHIIaX, OTBETCTBEHHBIX 3a (DOPMUPOBaHHE
Iel, 0 Tiepeaye Aei B APYTYI0 OPTaHU3alHIo ISl IPOJOKEHHU.

Ecmu neno dopmupyercs B HMH(QOPMAIMOHHONM CHCTEME M BKIIIOYAET
3JIEKTPOHHEIE TOKyMeHTHI, B rpade «IIpuMeyanue» oTMedaercs, 4YTO JeJI0 BeaeTcs
B 3JIEKTPOHHOM BHJIE C YKa3aHHEeM HanMeHOBaHUs UHGOPMAI[HOHHOW CHCTEMBI:

«OnexktpoHHble JokyMmeHTBl. C3OJ] «Kanuenspus», Bl «CmyxebHble
3aITUCKU».

8.19. [Ilo 3aBepmieHHWM  JEJONPOM3BOACTBEHHOrO0 Troja B  KOHIIE
HOMEHKJIATYPBl JeJll B KaKIOM CTPYKTYpPHOM IOJpa3feleH’H o(opMiIseTcs
UTOTOBas 3alKCh, B KOTOPYIO BHOCSATCS CBEACHHs O KOIMYECTBE 3aBEIECHHBIX €l
(ToMOB, uacTe#l), OTHENBHO IIOCTOSHHONO W BPEMEHHBIX CPOKOB XpaHEHHS,
BPEMEHHBIX CPOKOB xpaHeHus ¢ oTtMmeTkoi «IIIK» m mepexomsamux. HMrorosas
3alliCh  JIOTMOJHSETCS  JaHHBIMA O  KONHYEeCTBE  DJJEKTPOHHBIX Ml
COOTBETCTBYIOLIMX CPOKOB XpPaHEHHMS.

B wuroroByro 3amnuch CBOJHOM HOMEHKJIATYphl JEJl CBEJCHHsS BHOCATCH Ha
OCHOBaHWH  JaHHBIX, IIEpPEeNaHHBIX M3  CTPYKTYPHBIX  TOJApa3JeIeHHUH
YHuBepcurera.

CBenmeHus, colep)kallyecsi B UWTONOBOM 3allMCH HOMEHKIATYPEI €l
YHuBepcuTeTa, MepenaroTcs B apXuB Y HUBEPCUTETA, O YEM B HOMEHKIIATYpe el
MPOCTABJISETCS OTMETKA C yKa3aHHWEM [IOJDKHOCTH U IOIIKMCH JIMLA, [TepelaBIIero
CBEIEHHS.

8.20. Jlena co AHA WX 3aBEIEHHUS 1O Mepeladd B apXUMB YHUBEPCUTETA HITH
JIO BBIJIEIEHUS MX K YHMUTOXKEHHUIO M0 MCTEYEHHUM CPOKAa XpaHEHMs XPaHATCS I10
MecTy X (popMHpOBaHHS.

Jleno cuMTaeTcs 3aBeJIEHHBIM C MOMEHTa BKJIKOYEHUSA B HEro IIEPBOTO
WCIIOJTHEHHOTO JOKYMEHTA.

8.21. Ilpu dopmupoBanuu Jenl Ha OyMaXHOM HOCHTENE IOJDKHBL
coOm0IaThCs Cllenyomue oblue IpaBua:

B JI€JI0 IIOMENIAIOTCA HCIIOJHEHHBIE NOKYMEHTBHI, COOTBETCTBYIOIIHE IIO
CBOEMY COJIEPYKAHUIO 3ar0JIOBKY JeJia [0 HOMEHKIIaType e,

PHJIOKEHHS TIOMEIIAI0TCSI BMECTE C OCHOBHBIMHU TOKYMEHTaMHU;

B JI€JI0 BKJIIOYAIOTCA JOKYMEHTBI OJHOIO KaJleHIZapHOro roja, 3a
HCKJTIOYEHHEM TePEXOISIINX e,

JIOKYMEHTBI TIOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHHUsS IPYNIUPYIOTCA B
nena pa3enbHo;

B JIEJIO BKJIKOYAETCS 10 OMHOMY 3K3eMIUIPY KaKI0ro JOKYMEHTa,

dakcorpammbl, TelerpaMmbl, TenedOHOTpaMMbl I[MOMEINAIOTCS B Jena ¢
MEPETUCKOil Ha OOIIMX OCHOBAHHUSAX;

B JIeJI0 TIOMENIAITCs JOKYMEHTH! [IPABHIBHO U TMOJIHOCTBIO O(OPMIIEHHBIC
(HOKYMEHTBHI JIO/KHBEI IMETh JaTy, OIMHUCh i JPyTHe HEOOXOquMble PEKBU3UTEI);
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B JIeJI0O He BKJIIOYAIOTCS JOKYMEHTBI, IOJJIEXallde BO3BpATy, JIMIIHHE
3K3EMILIPEI U YePHOBHKH (32 HCKITIOUYEHHUEM 0CO00 LIEHHBIX);

no o0BeMy €0, BKJIIOUYAOIIee AOKYMEHTHl Ha OyMa)KHOM HOCHUTENE, He
MOJDKHO TIpeBhImaTh 250 JTUCTOB, MPH TOJIIMHE He Oonee 4 cM (TONIIMHA e CO
cpokamu xpaHeHus 1m0 10 jmet He momkHa npesbimars 10 cm). [Ipy nmpesslieHHH
TaHHOro 00beMa 3aBOJUTCS BTOPOM ToM. [Ipu HanW4YMU B [eie HECKOJIBKUX TOMOB
(qacTeit) WHOEKC M 3arojOBOK Jejla IPOCTABISIFOTCS Ha KaXIOM TOME C
nob6asnenneM obosnaueHuit: «T. 1», «T. 2».

JIoKyMeHTBI BHYTPH JeJia PaclojaraloTcsi CHU3Y BBEPX B XPOHOJIOTHYECKOH,
BOITPOCHO-JIOTMYECKOM 1TOCIeN0BATENBHOCTH UM UX COYETaHHUH.

PacropsinuTenbHbIE [OKYMEHTH TPYNNHPYIOTCS B Jejla II0 BUIAaM H
XPOHOJIOTHH C OTHOCSIIMMHUCA K HUM IPUIOKEHUAMHU. JJOKYMEHTEI - OCHOBaHHUA K
pacIopsAIUTEIbHBIM JOKYMEHTaM BKIIOHYAIOTCS B OTAEIBHOE JEIO.

[TpoTokoybI B Jele pacroyiaraloTcs B XPOHOJIOTHMYECKOM IIOPSIKE H I10
HOMepam.

JIOKYMEHTBI K 3acefaHusM (COBEIIaHUsAM) IPYNIUPYIOTCA B OTAEIBHOE
IeJI0, KaK M MPUJIOKEHUs K TPOTOKOIIaM, eCI OHHU cofiepXxaT bosee 25 CTpaHHIL.

JIOKYMEHTHI K MPOTOKOJaM, €CIM OHM CTPYNIHMPOBaHbl B OTAEIBHBIE JEINa,
CHCTEMAaTH3UPYIOTCS BHYTPHU Jeja 10 MOPsIKY HOMEPOB IIPOTOKOJIOB.

JlokanbHBIE HOPMATHUBHBIE aKThl, YTBEPXIEHHBIE pPacCIOPAAUTEILHBIMU
JOKYMEHTaMH, SIBISIOTCS TNPHIOXKEHUAMH K HHMM M TIPYIIHPYIOTCA BMECTE C
yKa3aHHBIMU JJOKyMEHTaMH.

[Tpuka3sl O OCHOBHOM JEATEIBHOCTH TIPYNIUPYIOTCH OTHOENBHO OT
NPHMKAa30B 110 IMYHOMY COCTaBY U IPUKA30B 0 aIMUHUCTPAaTUBHO-XO3HCTBEHHON
IEeSITETLHOCTH.

[TpuKasbl [0 JIMYHOMY COCTaBy (DOPMHUDPYIOTCS B Jiejia B COOTBETCTBHUH CO
CpOKaMH XpaHEeHHsl.

JIOKYMEHTHI B JIMYHBIX J1eJaX PacloylararoTcs 10 Mepe MX MOCTYTUICHHS.

[lepenucka rpynmupyeTcst B Aeja 110 TeMAaTHKe W/UIIM KOPPECTIOHIEHTaM U
CHUCTEMATU3UPYETCSI B XPOHOJIOTHYECKON ITOC/IE0BATEIEHOCTH: NOKYMEHT-OTBET
moMmernaercs 3a JOKyMEHTOM-TIpockGoit  (3ampocom). Ilpw  B0300HOBIEHHH
MIEPENKCKU [0 ONpeNeeHHOMY BOIIPOCY, Ha4aBIIEHCs B IpPEeAbITyLIeM TOny,
IOKYMEHTBI BKJIIOYAIOTCA B €O TEKYIIEro roia ¢ ykasaHMeM HHIEKCa Jeja
IpeabIoyIIEro roza.

DJIEKTPOHHEIE JOKYMEHTHl (OPMHDPYIOTCS B OJJIEKTPOHHBIE J€la B
COOTBETCTBHM C HOMEHKJIATypoil Hen YHHBepCUTeTa B TOH HMH()OPMALHOHHOH
cHCTeMe, B KOTOPO# OHH OBLITH CO31aHbl MM B KOTOPYIO OBUTH BKIFOYEHBI.

8.22. Jlna oOecrmeueHHs COXPaHHOCTH, Y4eTa JOKYMEHTOB M Je]
CTPYKTYPHOTO TIOIpa3felleHuss M OpraHW3allMd JOCTYNa K HHM TIPOBOIHTCH
KOMILIEeKC paboT:

co3gaHue ONTUMANIBHEIX YCIOBHH XpaHeHHs TOKYMEHTOB U Jel;

pa3MelleHue e,

poBepKa HAJIWYUA U COCTOSHUS TOKYMEHTOB U JIETI;

cobIrogeHre TopsAaKa BIAaYH Ie.
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8.23. Jlena pa3mermaroT B pabounx KOMHAaTaxX WX CIELHUAIBHO OTBEIEHHBIX
IUTS OTOM 1IeNM TOMEILeHHsX B IIKadax, Ha cTelulakax, 4ToObl 00eCneunTh HX
COXPaHHOCTb U 3aLIUTY OT BO3JEHCTBUS BPeIHBIX (DaKTOPOB.

Hema mmst ux ydera W OBICTPOrO MOHWCKA [JOJKHBI PpacIoiararhbes
BEPTUKAJIFHO, KOpEIIKaMH Hapy»Xy M B COOTBETCTBUH C HOMEHKJIAaTypoi men. Ha
KOpemkax OOJIOKeK IeNl yKa3bIBalOTCS MHAEKCHl 10 HOMEHKJIAaType nell, IIpH
HeoOXOJUMOCTH HOMEp ToMa Jena, naTy Aena. HoMmeHknaTypa e Wid BBIITHCKA
U3 Hee MMOMEIIaeTcsl Ha BHYTPEHHEH CTOpOHe IKada.

8.24. TlpoBepku HamW4yusg W COCTOSHUSA JOKYMEHTOB H Jell B LEIIX
YCTAaHOBJIEHHs  (AKTUUECKOTO  HalW4us  JOel  OO/DKHBl  NPOBOJAMTHCS
JeTOTIPOU3BOIUTENEM [TOApa3IeIeHHs B CIIydasX:

nepen nepegavyeld JOKYMEHTOB B apXUB Y HUBEPCHTETA,

IIPY NIEpEMEILEHUH JIET;

IIPH CMEHE PYKOBOIHUTENSA CTPYKTYPHOIO IIOJApa3feleHHs, PYKOBOIUTEIA
Cry>x0bI 1€T0NPOU3BOICTBA,;

NPY peopraHu3alvd Y JIMKBUJALMKM YHHUBEPCUTETA HIH CTPYKTYPHOIO
oApa3eIeHHus.

[TpoBepka HaJTHYHS IPOBOAUTCS IyTEM CBEPKH CTATeH HOMEHKIATYPBI eI C
omHMcaHueM Jiel Ha 00JI0KKe, a PU3NYeCKOe COCTOSHHUE AEIl ONPENENSeTCs IIyTeM
WX BH3yaJlbHOTO mpocMoTpa. Bce 0OHapyXeHHbIE HENOCTaTKH JIOJDKHBI
(buKCcHpOBaTHCS B aKTe IPOBEPKH HAIMUYUS U COCTOSIHUS JE]I.

8.25. B ciydae BBISBIEHUS OTCYTCTBHSA €], YHCIIALIMXCS 110 HOMEHKIaType
1€, PYKOBOJICTBOM IOMApa3Je/ieHHi MPUHUMAIOTCS Mephl 110 MX PO3BICKY. Ecin
PO3BICK el He JaeT pe3ylnbTaTa, COCTaBIAETCS ClpaBKa O MpHYMHAX HX
OTCYTCTBHS, KOTOpas IOJAINKCBEIBAETCS PYKOBOIHUTEJIEM TMOApAa3JeieHus U
npexncrasisercs B Cyx0y AeI0poru3BOICTBA.

dakT yTparel mena (men) (QUKCHpyeTcs B akTe, cocraiseMoM Ciyx6o0i
NeNIONPOM3BOACTBA W PYKOBOJWTENEM  CTPYKTYPHOTO  IOJpa3jesIeHHs
(YITOTHOMOUYESHHBIM UM JIMIIOM) B TPEX 3K3EMILIAPaX: M0 OXHOMY 3K3eMIULAPY aKTa
xpauutcsi B Cmyx0e [IeI0NpOM3BOACTBA W CTPYKTYPHOM IOApa3s/ieNieHHH,;
SK3EMILIAp aKTa IpeACTaBiIseTcs B apXWB YHHUBEPCHUTETa IIpU Tepefade el
CTPYKTYPHOTO NOJpa3/ieIeHus Ha apXHUBHOE XpaHEHHE.

8.26. Dkcrepru3a I[EHHOCTH JIOKYMEHTOB MPOBOJWTCS Ha OCHOBE
3aKOHONATENPHBIX M MWHBIX HOPMATHBHBIX IIPAaBOBBIX aKTOB PoccuidCKou
Depiepalvi, YCTaHABIMBAIOIIMX TpeOOBaHMA K CPOKaM XpaHEHHsS JOKYMEHTOB,
TUIMOBEIX M BEJOMCTBEHHBIX II€peUHEH NOKYMEHTOB C YKa3aHHEM CpOKOB HX
XpaHEeHHUs:

TIPU COCTaBJIEHUH HOMEHKIIATYPhI e,

IIpU MOATOTOBKE JIE1 K Iepeiaye B apXuB Y HUBEPCUTETA,

B apXHBe YHHBEPCHUTETA.

8.27. Jlns opraHM3allid M IPOBEIEHHS paboThl 10 IKCNEPTU3e LIEHHOCTH
JIOKyMEHTOB B YHHBEPCUTETE IPHKA30M PEKTOPA CO3ACTCs IKCIIEPTHAS KOMUCCHA
(manee — JK),

3amaum, ¢yHKIuMH, paBa, opraHusaumus paborsr OK  ompenensioTcs
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TIOJIOXKEHHEM O HeH, KOoTopoe pa3pabaTbiBaeTcsi Ha OCHOBAaHHWU IIPHMEPHOIO
TIOJIOXKEHUSA, YTBEP)KACHHOTO  YIOJHOMOYEHHBIM  (enepaJbHbIM — OpraHoM
UCITOJTHUTEIBHOM BIIACTH B chepe apXUBHOIO Jella U Je0IIPOU3BO/ICTBA.

8.28. OcHoBubME QyHKIMAMHU DK sIBIIstOTCA:

OpraHu3aIns eXXeroJHOro 0Toopa e ISl XpaHEeHHUs! U YHUUTOXEHUS;

paccMOTpeHHe U CoTrlIacOBaHHe NIPOEKTa HOMEHKIATYpPHI Je]l Y HUBEPCUTETA,
OIHUCei Je MOCTOSHHOTO U BpeMeHHBIX (cBhImte 10 NeT) cpoKOB XpaHEHHUs, B TOM
YHCie TI0 JIMYHOMY COCTaBy, aKTOB O BBIZICJICHMM K YHWYTOXEHHIO IEJ, He
MOUIeKAIIUX XPAHEHUIO;

y4yacTHe B IIOATOTOBKE M pPACCMOTPEHHH IIPOEKTOB HOPMAaTHBHBIX H
METOMWYECKHMX HOKYMEHTOB II0 BompocamM paboTel ¢ JOKyMEHTaMH B
YHuBepcurere.

8.29. DxcmepTH3a LEHHOCTH [JOKYMEHTOB OCYILECTBIISAETCS €XEroJHO
JIEIOTIPOU3BOAUTESAIME TopaseneHii coBMecTHO ¢ DK YHuBepcuTera H Ioj
METOIMYECKUM pyKoBoACcTBOM Ciry»KOBI 1€T0NPOU3BOJCTBA.

8.30. Ilpu npoBeieHUH IKCIIEPTU3E! LIEHHOCTH JOKYMEHTOB IPH IMOATOTOBKE
JIeJ K Iepeiade B apXuB Y HUBEPCUTETA OCYIIECTBIIACTCSA:

0oTOOp JOKYMEHTOB MOCTOSHHOIO M BpeMeHHBIX (cBbime 10 1eT) cpokoB
XpaHeHHUs IS TIepeiavl B apXUB Y HUBEPCUTETA,;

oTOOp [OKyMEHTOB BpeMeHHBIX (70 10 5eT BKIIOYHMTENBHO) CPOKOB
XpaHeHHUs U C moMeTKaMu «Jlo MMHOBaHUSA HalXOOHOCTHY, «J]0 3aMEHBI HOBBIMKY,
TOJIIEXKAIIMX JaTbHeHIlIeMy XpaHEHHIO B CTPYKTYPHBIX IOAPa3e/IeHUsX;

BEIZIENIEHHE K YHHYTOXKEHHUIO NeN 3a MpeblIyllye IOIbl, CPOKH XpaHEHHS
KOTOPBIX UCTEKIIH.

OnHOBpeMEHHO TPOBEPSIETCS] KadecTBO M II0JHOTA HOMEHKIATYPBI OEI
YHUBEpCUTETA, IPABUIBHOCTh ONPEEIIEHNs CPOKOB XpaHEHHA eI

8.31. Jlena mMOCTOSIHHOTO M BpeMeHHBIX (cBbllle 10 JeT) CPOKOB XpaHEHHsA
MOJJIEXAT MOJUCTHOMY NPOCMOTPY [JIs BBIAEIECHHMs H3 HMX COCTaBa MOKYMEHTOB
BpeMeHHBIX (10 10 1eT) cpoKOB XpaHEeHHs.

Hena ¢ ormerkoi «3ITK» moaBepraroTcs MOJUCTHOMY IIPOCMOTPY B LIEJISX
ONpeleNieHuss W BBIIENEHHA M3 MX COCTaBa JOKYMEHTOB, IOJUIeKALIHX
MIOCTOSSHHOMY XpaHeHuIo (npunoxenust Ne 15, 16, 17, 18).

8.32. Orbop »SNEKTPOHHBIX JOKYMEHTOB MUl [€pefavyd B apXuB
YHUBEpPCUTETA OCYILECTBISETCS B aBTOMAaTU3UPOBAHHOM DEXHME IyTeM OTOOpa
JIOKYMEHTOB U3 0a3 MaHHBIX MH(OPMAIMOHHBIX CHCTEM IO Tpu3HaKy «MHzaekc
nena» («Cpok XpaHEHHU»).

8.33. Ilo pe3y/bTaTam SKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB B Y HUBEPCHUTETE
IPOBOMUTCS OGOpMIICHHE JeJl M COCTAaBJIAIOTCS OMMCH €Nl ITOCTOSHHOIO
XpaHeHusl, BpeMeHHBIX (cBblIe 10 JIET) CPOKOB XpaHEHHsI ¥ 110 INYHOMY COCTaBy,
a TAK)Ke aKThl O BRIIEIEHHH K YHUYTOXKEHHUIO JIe1, HE MOIEKAIINX XPaHSHHIO.

OmucH [ell IOCTOSHHOTO XpaHeHWsl, BpeMeHHBIX (cBbime 10 jer) cpokoB
XpaHeHWs U [0 JIHYHOMY COCTaBY, a TAKXK€ aKThl O BBIACTICHUH K YHHYTOXECHHUIO
IeN, He MOUIeXKAIHX XpaHeHWIo, paccMarpuBaioTcs Ha 3acefnanuu OK (LI9K)
Vuusepcurera onHoBpemerHo. Cormacopannele OK (LIOK) axtel u onmcu
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YTBEPIKIAIOTCSI PEKTOPOM.

8.34. Jlena, oOpasoBaBmMecss B [eATEIbHOCTH YHUBEpCUTETAa U
NOJUIeXKAIHe XPAHEHHIO, MPOXOJAT IIOJHOE WM YacTUYHOe O(OpMIIEHHE.
[TonHOoMy oOdopMIeHHIO TOIJIekKaT Aena BpeMeHHbIX (cBbimie 10 yet) cpokoB
XpaHeHWs: W TIOCTOSTHHOTO XpaHeHus. Jlema BpeMeHHBIX (mo 10 mer) cpokoB
XpaHeHHs TOoJyIeKaT YaCTHUHOMY 0()OpPMIIEHHIO.

OdopmiileHne el TPOBOAMTCA B CTPYKTYPHBIX — IOJpa3/eleHHIX
YHuBepcHTeTa 10 MecTy HOpMHPOBaHUS JOKYMEHTOB B fiefa (mpunoxeHue 19).

8.35. TTomHoe odopmiieHue nena Ha OyMa)KHOM HOCUTENIE BKIFOYAET:

odopmIeHHE PEKBU3UTOB 00JI0KKH Jena o (opme;

HyMepalHIO JIUCTOB B JIEIIE;

COCTaBJIEHHUE JIUCTa-3aBepuTeNs Aena (npunoxenue 20);

COCTaBIIEHHE B HEOOXONMMBIX Cy4yasx BHYTPEHHEH ONHUCH IOKYMEHTOB
nena (npunoxenue 21);

MOJILLIUBKY U MeperuieT Aena;

BHECEHHE HEOOXOMUMBIX YTOYHEHWH B PEKBU3UTHI OOJIOXKKH Jena
(yTouHeHHe Ha3BaHHMsS YHHBEpCHUTeTa, HWHAEKca Jena, KpaWHuUX JarT [ena,
3arojioBKa JIena).

JIucT-3aBepuTeNb MeNa, BHYTPEHHSS OIUCH JOKYMEHTOB Jiela U OO0JIOXKKa
JieJia COCTaBJISIOTCS 1Mo hopMaM, yCTaHOBIIEHHBIM [ IpaBunaMu XxpaHeHus.

8.36. Jlena BpemeHHBIX (o 10 5eT BKIIIOYHTENBHO) CPOKOB XpaHEHUS,
HOJUIeKaIMe YaCTHYHOMY O(QOPMIICHHIO, IOITyCKaeTCsl XpaHWTh B Iankax, B
KOTOPBIX Jejla XPaHWIMCh B  JICJIONPOU3BOJACTBE, IIEPECHCTEMATH3ALNA
JOKYMEHTOB B [elle He IPOBOAMTCA, JHCTHI JAejda HE HYyMEpYIOTCS, JIMCTBI-
3aBepuTeNH Jejila He cocTaBistorcs. Ha oOnokke nena B COOTBETCTBHH C
HOMEHKJIaTypod JAej YHHBEepCHTeTa 3alOoHIIOTCA DPEKBH3HMTHI: HaWMEHOBaHHE
VHUBepcUTETa, HAVMEHOBaHHWE I0Jpa3feeHus, MHIEKC JeNa, 3arojoBOK Jerna,
CPOK XpaHEeHHs JOKYMEHTOB.

8.37. Ha o6noxke nen BpeMeHHBIX (cBbime 10 jeT) CpPOKOB XpaHEHHs H I10
JTAYHOMY COCTaBY yKa3bIBalOTCS:

HaWMEHOBAaHHWE  BBIIIECTOSIIEH OpraHHU3aliH (opranuzanuu-
yUYpeauUTes); HAMMEHOBAaHHE CTPYKTYPHOIO MOApa3aeICHH S,
UHJIEKC JeNla 10 HOMEeHKJIaType Jel;
HOMep ToMa (4acTH);
3aroJIOBOK Jiejia (ToMa, 4acTH);
KpaifHue naTel gefa (ToMa, 4acTH);
KOJIMYECTBO JIUCTOB B JIETIE;
CPOK XpaHEHHUs Aena;
apXYBHBIA KPP Aena.
Ha o6noxkax Jejd TIOCTOSHHOIO XpaHEHHs HaJd HaWMEHOBAaHHEM

VHHBepcHTeTA yKa3bIBaeTCs HavMeHOBaHHE rocy1apcTBEHHOTO
(MyHHIMIIATEHOTO) apXHBa, UCTOYHHKOM KOMILIEKTOBAHHS KOTOPOIO BBICTYIIAET
YHuBepcureT.

8.38. Ilpu opopMiIeHuHN 00I0KKH Jena:
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HaMMEHOBaHHE BBIIIECTOAIICH OpraHM3alMd (OpraHU3alMU-yUpeIUTeNs),
IIPH €€ HAJTMYHH, YKa3bIBAETCs ITOJHOCTHIO B UMEHUTEIBHOM Ma/ie’Ke, M0 IOJTHBIM
HAaUMEHOBAaHHEM B CKOOKax yKa3bIBaeTcs O(HIMATbHOE MPUHATOE COKpalleHHOe
HanMeHOBaHHe (IIPH ero HaJU4HH);

HaUMEHOBaHHe YHHBEPCHUTETa YKa3bIBa€TCS IOJNHOCTBIO, B UMEHUTEIHEHOM
najexe, ¢ yKazaHdeM O(HIMAIBHO MPUHATOrO COKpAIIEHHOT0 HaWMEHOBAaHHUS
(mpu ero HanmW4MK), KOTOPOE YKa3blBaeTcs B CKOOKax Iocie IOJIHOIO
HaMMEHOBaHUS,;

HAaUMEHOBaHHWE CTPYKTYPHOTO TOJpa3leleHHUs YKa3bIBA€TCS IIOIHOCTBIO B
COOTBETCTBHHM C YTBEPXKIEHHOW CTPYKTypod VYHHUBepcuTeTa (IIpH HAIHYHU
COKpAIIeHHOT0 HAMMEHOBaHUs CTPYKTYPHOTO MOJpa3ieeHusl OHO YKa3bIBaeTCs B
cKOOKax);

WHIEKC Jefa IMPOCTaBNsAeTCS B COOTBETCTBHH C HOMEHKJIATYpOH Jel
VYHUBepCHUTETA;

3aroJIOBOK Jlejla TIEPEHOCHTCS M3 HOMEHKJIATypbl Hel YHHBepcuTeTa (B
HeOOXOUMBIX CIIyYasx B 3aTOJIOBOK BHOCSTCS yTOYHEHH);

nathl gena (ron(sl) 3aBeIeHUs ¥ OKOHYaHMS JeJia B 1eJI0NIPOU3BO/ICTBE).

[Ipy M3MeHEeHWH HAMMEHOBaHUs YHHUBEPCUTETa WM MOJpA3JACIeHUs B
TeYeHHe MEePUO/Ia, OXBATHIBAEMOr0 TOKYMEHTaMH Jiejla, HIIM IIPY Iepeadye aena B
Ipyroe rmnoapasjelieHHue Ha OOJOXKKe [ena IO MPeXHUWM HauMEHOBAaHHEM
yKa3bIBAaeTC HOBOE HaWMEHOBaHHE YHHUBEpcHUTeTa (TMoJpa3feleHHs ), a NpexHee
HaMEHOBaHHE 3aKITF0YaeTcs B CKOOKH.

Wujgekc [nena © 3arojioBOK Jejia IE€PEeHOCATCS Ha OONIOXKKYy U3
HOMEHKIIATyphl Jell. Eciu [eno COCTOMT U3 HEeCKOJBbKHMX 4YacTed, Ha OOJI0XKY
Ka)X0ro ToMa (YacTH) BBIHOCHUTCS OOIIMIA 3aroJIOBOK JieJla M 3aroJIOBOK KaXXIOoH
qacTH (IIpY ero HAIUYUH).

JlaToii 1el, cofepKaliuxX paclopsaUuTeIbHyI0 JOKYMEHTALIHIO, & TaKXKe Jell,
COCTOSAIIMX M3 HECKOJBKHX TOMOB (4acTeil), ABIAIOTCS KpaliHHe JaThl JOKYMEHTOB
nena, TO ecTh HaThl (YMCIIO, MECALl, TOJ) PerucTpaudy (COCTaBJIEHHs) CaMOro
PaHHEro ¥ CaMoro MO3JHEr0 JOKYMEHTOB, BKIIOYEHHBIX B Jeno. IIpu 3ToM HeHb
Mecsla (ABa 3HaKa) U roj (YeTwlpe 3HaKa) 0003HAa4arOTCS apabCKUMHU LU(pamy,
Ha3BaHWE MecsIla MUIIeTCsS CIOBOM. Eciy B [€10 BKIHOYEHBI JOKYMEHTBI, JATHI
KOTOPBIX BBIXOIAT 3a KpalfHHe NaThl Jena, TO MOJ JaTaMM Jieja, C HOBOM CTPOKH
nenaeTcs 3anuch: «B Jene UMETCsS JOKYMEHTHI 3a ... roJ(bl)». JlaTel ena MoryT
HE YyKa3bIBaThCs Ha OOJIOXKKE Jell, COAepXKallliX, HalpuMep, FOJ0BBIe IIAHBI U
OTYETHI, TAK KaK OHU OTPa)KaloTCs B 3ar0JIOBKax Hel.

JlaTamMu Jiena, COJEpPJKalllero IPOTOKOJIBI 3acelaHWil, SBIAIOTCS HaThl
MIEPBOIO U MOCJIEIHEro IPOTOKOIA.

KpaiiHumMu 1aTaMyl THYHOTO Jiefla SIBIISIOTCA JaThl MOMANKMCAHUs TpHKa3a o
npueme (MpH HAJTMYHM TPYIOBOrO JOroBOopa - JaTa 3aKIOYeHHs TPYIOBOTO
norosopa) M rpukaza o6 yBONbHEHHH JIMIA, Ha KOTOpOe OHO 3aBeleHo. B ciydae
CMEpTH JIMla, Ha KOTOpOE 3aBEJEHO [eJ0, KOHEYHOW JaToil sABIAETCA JaTa
JIOKYMEHTA, U3BEIAIOIIEro O ero KOH4YKUHE.

PeKBU3UT «CPOK XpaHEHHs Jena» IEepeHOCHTCS Ha OOJIOKKy naena U3
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HOMEHKJIATyphl JeJl IIOCJIe CBepPKHM €ro CO CPOKOM XpaHEHHs, yKa3aHHBIM B
MepeYHe TUIIOBBIX JOKYMEHTOB WM B BEJOMCTBEHHOM II€peYHE JOKYMEHTOB, C
yKa3aHHEM CPOKOB XpaHEHHUS.

Ha nenax mocTOSHHOrO XpaHeHHs MUIIETCs: « XPaHUTh [IOCTOSIHHOY.

8.39. [lo oxOoHYaHWH roja B HAIIUCH Ha OOJOXKaxX el MOCTOSHHOIO U
BpeMeHHBIX (cBhime 10 5€T) CpOKOB XpaHEHHs BHOCSTCS YTOYHEHHSA: IIpU
HECOOTBETCTBUM 3arojloBKa [Jel Ha O0JIOKKE COHEPKaHHK0 IOALIMUTHIX
IOKYMEHTOB B 3aroJIOBOK /iejla BHOCSTCS H3MEHEHHUs U JOIIOJIHEHHU.

HaumeHoBaHusi YHUBepcUTeTa U ITOAPA3/eIeHHs, FoJ H HOMEp Jela MOTryT
MIPOCTABIATHCSA HA 00/I0KKE C MOMOIIIBIO IITaMIIA.

8.40. B mnemsx obOecriedeHHss COXPAaHHOCTH M 3aKpeIUICHHs IOpsaKa
pacroOKEeHUs JTOKYMEHTOB, BKIIOYEHHBIX B J€JI0, BCE €0 JIMCTHI, KPOME JIMCTa
3aBEpUTENs] W BHYTPEHHEH OMHCH, HyMepylTcs apaOCKuMH LHMdpaMu BajoOBOH
HyMepanuen. JIMCTbI HyMepyrTCs IrpadHUTOBBIM KapaHIaIllOM HIM HyMepaTopoM
(ymotpebneHre dHepHHJ M LBETHBIX KapaHjalleidl [uis HyMepaluH JIMCTOB He
JIOTTyCKAeTCs) CBepXY BHHU3, LU(PHI MPOCTABISIOTCS B IIPABOM BEPXHEM YTy
JIUCTa, He 3aJeBas TeKcTa JOKyMeHTa. JIMCThI BHYTpEHHEH ONHMCH HYyMEpYyrHTCH
OTJENBHO.

JIMCTEI Jel, COCTOSAIIMX M3 HECKOJBKMX TOMOB MIIH 4acTeld, HyMepyrTCs I10
Ka)XZIOMY TOMY HJIH YaCTH OTJEJIBHO.

JIoKyMeHTBI ¢ COOCTBEHHOW HyMepalldell JIMCTOB HyMepyIOoTCs B OOIIEM
TIOPSIKE.

Jluct moboro ¢dopmara, MOTIIMTHIA 32 OJAMH Kpai, HyMepyeTcs KakK OIUH
JIUCT B TIpaBOM BepxHeM yriy. CII0KeHHBIH JIUCT pa3BOPauyMBaeTCS U HyMeEpyeTcs
B [IPaBOM BepXHeM yTiIy. JIUCT, CII0KEHHBIH U MOAIINTEIN 33 CEPEIUHY, TOIEHKUT
MEPeIIHBKE H HyMepYyeTcs KaK OJMH JIUCT.

Ecnu B 1eo MOALIMT KOHBEPT C BIOXKEHHUEM, CHavyajla HyMepyeTcs KOHBEpT,
a 3aTeM OYepeIHBIM MOPAIKOBEIM HOMEPOM Ka)KI0€ BIOXKEHHE B KOHBEPTE.

Eciu B HyMepalus JIMCTOB pomymeHo Ooxee 10 ommubok, Bce meno
HyMepyeTcs 3aH0BO. [Ipy 3TOM cTapble HOMepa 3a4€PKUBAIOTCS, U PAZIOM CTaBUTCH
HOBBIM HOMED THCTA.

[Ipy HaJIMYMKM OTAENBHBIX OIIMOOK B HyMEpalMH JIHCTOB [OIyCKaeTcs
yroTpebieHne TUTepPHBIX (¢ GYKBEHHBIMH JONOTHEHUAMH) HOMEPOB JIUCTOB.

8.41. Tlocme 3aBeplleHHs HyMepalMH JHCTOB COCTaBIIACTCA JIMCT-
3aBepuTelb JIejla, KOTOPBI pacrojiaraeTcs B KOHIE Jena. B mnucre-3aBepuTene
mudpaMy W TPONKCBIO YKA3pIBAalOTCA KOIMYECTBO JIMCTOB B JAaHHOM JIEJE,
0COBGEHHOCTH OTAENBHBIX JOKYMEHTOB (HESICHBIN TEKCT, Pa3phIBhl, CKIIEHKH).

Jlucr-3aBepuTeNs JleNla TOAMUCHIBAETCS €ro COCTaBUTENIEM C YKa3aHHEM
IOJDKHOCTH, HHHITHAIIOB ¥ ()aMHIIMH, JaThbl COCTABJICHMS.

KonuuecTBo NIMCTOB B Jelle, yKa3aHHOe B JIMCTe-3aBepuTene Jena,
IIpOCTaBJIsieTCsl Ha OOJI0KKE JleNia.

Ecnu [eno TmepeluieTeHo W IMOAIIHTO 0e3  JIHMCTa-3aBepuTeNs, TO
COCTABJIEHHBIN JHCT-3aBEPHUTENb TIOKIEUBAETCS K BHYTPEHHEH CTOPOHE 3alHeH
06JI0XKH [ena.
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8.42. Jlna y4era DOKYMEHTOB ONPENEICHHBIX KAaTerOpUH IOCTOAHHOIO U
BpeMeHHOro (cBeimie 10 7€T) CpokOB XpaHEHHs, Y4YeT KOTOPBIX BBI3BaH
creuu(UKol JOKyMEHTAllMd, BKIIOYEHHOM B JEJ0, COCTAaBISETCS BHYTPEHHSAA
OIIKMCh JOKYMECHTOB [€Jid, IOMEIIacMas B €ro Ha4dajo.

BHyTpeHH:As OnmUCh BKIIOYAETCs B Jea, UMEIolLHe 0co0ylo 3HaYUMOCTb, a
Takke B Jelia, CGOPMUPOBaHHBIE IO BHAAM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE
PacKphIBalOT KOHKPETHOTO COAEP)KaHUs JOKYMEHTOB.

BHyTpeHHAS ONMUCH JTOKYMEHTOB Jejla COCTaBIISETCS Takke Ha 0OBeMHBIE
Jiera TIOCTOSTHHOTO Y BpeMeHHBIX (cBbIle 10 j1eT) CpOKOB XpaHEHUs B LENSIX y4eTa
U OBICTPOro HaxXOXACHUS TOKYMEHTOB B JIeIe.

B KkoHIe BHYTpeHHEeH ONNCH yKa3blBaeTcsi LUGpaMH U IIPOMHUCEIO
KOJIMYECTBO BKJIFOYEHHBIX B HEE€ JOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTpPEHHEH
OITHCH.

BHyTpeHHss omnuch AOKYMEHTOB Jejia IMOJINKCHEIBAETCS COCTABUTEIEM C
yKa3aHHeM JOJDKHOCTH, MHULIMAJIOB U (PaMUITUH, 1aThl COCTaBJICHHUS.

Ecmu nmeno meperuieTeHO W TMOAIIMTO 0e3 BHYTPEHHEH OINMCH, TO
COCTaBJIeHHasl BHYTPEHHsIS ONKUCh NIOJKIEUBAETCs K BHYTPEHHEH CTOPOHE JIMIEBOMH
00JI0XKKH fena.

8.43. JloKyMeHTBl IOCTOSHHOTO, BpeMeHHBIX (cBbllle 10 5€T) CpOKOB
XpaHeHUs U IO JUYHOMY COCTaBY, COCTaBIISIOLIME AENO0, [IOMEIIAOTCs B TBEPIEIE
00JIO’KKM M3 KapTOHA, MOAIIMBAIOTCS B YEThIPE IIPOKOJIA MM INEpeIieTaroTcs ¢
y4€TOM BO3MOXXHOCTH CBOOOJHOIO YTEHMSI TEKCTAa BCEX NOKYMEHTOB, [aT, BH3 H
pe30NIoNMii Ha HHUX. Pe30/IolMy PYyKOBOACTBA, COCTABIEHHBIE HAa OTIEIBHBIX
JUCTAX, TOMEIIalTea repel NoKyMeHToM. [Ipu moaroroBke men K IMOIIIMBKE
(meperuteTy) TmpoBepsAeTcs MPaBHIBHOCTH MX (POpMHpOBaHHMSA, OQOPMIIEHHS, BCE
IJJACTUKOBBIE M METa/UIMYECKHe KpeIUIeHHs, a TaKXKe TEPMOIEpPEIIEThl U3
NOKYMEHTOB yJJISIOTCS.

Jlena TIOCTOSHHOIO XpaHEHWs, COCTOSIIHEe U3 0C0o00 LIEHHBIX HIIHA
HeOpMaTHBIX AOKYMEHTOB, MOTYT IPHHHMAThCA Ha XpaHEHHE B 3aKPBITHIX
TBEPABIX MAIIKaX ¢ TpeMs KJIallaHaMH U C 3aBS3KaMH UM B KOpoOKax.

8.44. TloaroroBka OJJIEKTPOHHBEIX JIOKYMEHTOB K TIIeperadye B apxuB
VHUBEPCUTETA OCYIIECTBIAETCA CTPYKTYPHBIM IOApa3IeeHHEM Y HUBEPCHTETA -
BIAZENblIEM COOTBETCTBYIOIEH HMH(OPMALMOHHON CUCTEMBI COBMECTHO C
nofpasaeneHneM  (CreNHaTuCTOM), OOecleuuBaloluM  (QYHKIHOHHPOBAHHE
WH()OPMAIIIOHHON CUCTEMBI.

8.45. IIpu MOArOTOBKE 3JIEKTPOHHBIX TOKYMEHTOB, OTOOPaHHBIX K Iepeaaye
B apX¥B Y HUBEPCHTETA, BHITIONHSIOTCS CJISIYIONIHe OCHOBHBIE ITPOIIEYpPhl pabOThI
C JOKyMEHTaMH:

KOHBEpPTALMA IEKTPOHHOTO JOKyMEHTa B pOpMaT apXMBHOI'O IOKYMEHTa;

(opMHpoBaHUe B HHPOPMALMOHHON CHCTEME YHHBEPCHTETa 3IIEKTPOHHBIX
TIeN, SABISIFOLIMXCSA COBOKYITHOCTBIO KOHTEHHEpOB 3JIEKTPOHHBIX JOKYMEHTOB WM
KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTa, BKIIOYAIOUIEM: KOHTEHT X MeTaJaHHBIE
DJIEKTPOHHOTO JIOKYMEHTA, daiinel 3JIEKTPOHHBIX MIOJMHCEH 5
BHU3YaJM3HPOBAHHYIO KOIHMIO TEKCTOBOTO 3JIEKTPOHHOrO NOKyMeHTa B (opmare
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PDF/A;

(GbOpMHpPOBaHHE OMNHUCH DJJIEKTPOHHBIX JeJ, HOKYMEHTOB CTPYKTYpHOIO
noJpa3ieleHus;

MUTpaIis 3JeKTPOHHBIX [JOKyMEHTOB Ha (Hu3M4eckH o0ocobieHHbIe
MaTepHaJIbHbIE HOCHUTENH, €ClTH JOKYMEHTHI NepelaloTcs B apXUB YHHUBEpCUTETa
He 110 MH(pOPMaIIMOHHO-KOMMYHHUKALIMOHHBIM KaHajaM;

IIPOBEpKa BOCIIPOU3BOAUMOCTHU IJIEKTPOHHBIX JJOKYMEHTOB;

NpOBEpKa JJEKTPOHHBIX JOKYMEHTOB Ha HajlM4uMe BPEIOHOCHBIX
KOMITBIOTEPHBIX IIPOrpamMM;

MIOATBEP)K/IEHHE LIEIOCTHOCTHU 3JIEKTPOHHOTO Jiejla 3JIEKTPOHHOH IOAIHCEI0
PYKOBOIMTENS CTPYKTYPHOTO TOApasiesieHus (MHOTO YMOJHOMOYEHHOIO JHLA),
OCYILIECTBJISIFOIIETO TMOATOTOBKY 3JE€KTPOHHBIX JOKYMEHTOB K Ilepelade B apXuB
YHUBEPCUTETA.

8.46. DnexTpoHHBIE JOKYMEHTHI NEPENArOTCs B apXWB YHUBEPCUTETa IIO
UH(GOPMALIMOHHO-TEJIEKOMMYHHKAIMOHHOW ~ CeTH  WJIH  Ha  (U3HUYecKH
060CO6IEHHBIX HOCHTENSX B COOTBETCTBMM C YCTAHOBJEHHBIMM IpaBHIaMH, Oe3
COXpaHEHHWS HAaHHBIX OJIEKTPOHHBIX JIOKYMEHTOB B  COOTBETCTBYIOIIHMX
MHGOPMALIMOHHBIX CUCTEMAX.

8.47. OmucH J[en COCTaBISIIOTCS B CTPYKTYPHBIX IIOAPA3AEIeHUAX
YHUBEpCHUTETA MTOJI METOAMYECKUM PyKOBOACTBOM CIIy0BI AEIONPOU3BOICTBA.

OmucH 1en COCTaBIAIOTCS OTAENBHO Ha Jiea IOCTOSIHHOIO XpaHEeHHUs; [ena
BpeMeHHbIX (cBblle 10 5eT) cpoKOB XpaHEHHUs; Aeila IO JMYHOMY COCTaBy,
3JIEKTPOHHBIE Jefla, a Talkke Ha Jiesla, COCTOSsIIMEe U3 JOKYMEHTOB, XapaKTEePHBIX
st YHuBepcurera H (cyneOHBIE, CIEICTBEHHBIE JeNla, Hay4YHBIE OTYETHI IO
TeMaMm).

Onucu el CTPYKTYPHBIX ITOIpa3[elieHHHd COCTaBISAIOTCA IO (opmam,
yCTaHOBIEHHBIM [ IpaBunamMu XxpaHeHus.

[To omucsiM IeN CTPYKTYPHBIX NOApa3[eNleH’H NOKYMEHTHI IepelaroTcs B
apXyUB YHHBEpPCUTETA.

Ha jienia BpeMeHHBIX CPOKOB XpaHeHHs (10 10 JeT BKIIOYHUTENBHO) OITMCH HeE
COCTAaBJISIFOTCS, M B apXUB TaKue Jesla He NepeIaroTCs.

ITpu Hanuuuu B Yausepcutere COJl onucu gen GOpMHUPYIOTCs B CHCTEME.

8.48. OmucH Je)1 CTPYKTYPHBIX MOIPa3JesIeHUH MPeacTaBlIAlOTCss B apXuB
VHHUBepcUTETa HE paHee, YeM 4Yepe3 OJUH Iojl, ¥ He MOo3[Hee, YeM dYepe3 TP roja
OCJIE 3aBePILeHHs el B AeJI0MPOU3BOJICTBE.

8.49. OrnensHas OMHCh TMPEACTABIsAET COOON IepedeHb OINHMCAaTETBHBIX
cTaTell ¢ CaMOCTOATENBHOW TOPSOKOBOM HyMmepalueH, Kaxzaas H3 KOTOPBIX
JIOJDKHA BKJIFOYATh CIIEAYIOLIHE CBEIEHNUS:

TIOPSAKOBBIH HOMEp Jiesa 10 OIKCH;

WHJICKC JIeNa;

3aroJIOBOK JeJia;

KpalHHe JaThl Jena,

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHUs [lena;
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[IpUMEYaHusl.

8.50. Ilpu cocraBieHMHM ONHUCH J€N CTPYKTYPHOrO IIOJApa3[esIeHUs
cobnmoaroTes crneayromue TpedoBaHus

3aroJIOBKM JIeJ1 BHOCSTCS B OIKUCHh B COOTBETCTBHMU C INPHHATOH CXEMOM
CHUCTEMaTH3allUy JeJl, 3aKPEeIIEeHHON B HOMEHKIIAaType JAel;

KaXJI0€ [eI0 BHOCHUTCS B OIKUCH II0Jl CaMOCTOSTENIbHBIM IIOPSOKOBBIM
HOMEPOM (eCJIH JIeI0 COCTOUT U3 HECKOJIBKUX TOMOB MJIH HacTel, TO KaXIbIH TOM
WIIA YacTh BHOCSITCA B OIUCH IO CAMOCTOATEIHHBIM HOMEPOM );

NIOPsIOK HyMEpAaLUH J1eJ1 B OIIUCH - BaJIOBBIN;

rpadsl ONMKCH 3aTOJTHSIOTCS B COOTBETCTBHM C TEMH CBEICHHUSIMH, KOTOPHIE
BBIHECEHBI Ha O0JI0XKKY [e1a;

OpU BHECEHUM B OMNHUCh MNOApsSA Jel (TOMOB, 4acTed) C OJMHAKOBBIMU
3aroJIOBKaMH 3aroJIOBKM Bcex JeN (TOMOB, YacTed) MUILYTCS IOJHOCTBIO; TpU
BHECEHHH B OIUCH IOCIIEJHETO 3arojoBKa nodasmnsercs cnoBo «[locnenuuiin);

rpada onucu «lIlpumedanus» UCHONb3yeTcs I OTMETOK O NpUEeMe Jed,
0COOEHHOCTSX UX (PU3UYECKOr0 COCTOSHUS, O Nlepeade Aes APYTUM CTPYKTYPHBIM
NIOApa3aeIeHHEeM CO CCBUIKOM Ha aKT, O HAJIMYKUU KOIIH.

8.51. Ilepen BHeceHHEM 3arojIOBKOB Je€JI B ONKCH IPOBEPSIOTCA Ka4ecTBO
(dbopMupoBaHus U 0OPMIIEHHS JEN, COOTBETCTBHUE KOJIUYECTBA [I€]l, BHOCHMBIX B
OIIMCh, KOIMYECTBY 3aBEJCHHBIX /el 10 HOMEHKJIAaType Jell Y HUBEPCUTETA.

B koHue omucu Bcien 3a mocleHEM OMUCAaTEeNbHOM CTaTheil 3amonHAETCA
HUTOTOBas 3aITHCh, B KOTOPOH YKa3bIBAIOTCA (IM(MpaMu U MPOMKCHI0) KOJTHIECTBO
1€, YACISALIMXCS 10 OMKCH, ITEPBBIM U ITOCIEIHUI HOMEpa JIe]l 110 OIMCH, a TaKKe
OTOBapHBAIOTCA OCOOEHHOCTH HyMepallud Jell B OMHMCH (JIMTepHbIe HOMepa MU
IPOMYILIEeHHBIE HOMEPA).

8.52. llopsmok TPUCBOEHHS HOMEpPOB ONHUCAM el CTPYKTYPHBIX
noApa3eieH’il yCTaHaBIUBAETCs 10 COTTIACOBAHUIO C ApXHUBOM Y HUBEPCHUTETA.

8.53. Ilpu cocTaBieHUH OMUCH dIEKTPOHHBIX A€ B OMUCH BKIFOYAKOTCH:

MOPSAAKOBBIA HOMEP MEKTPOHHOTI'O Jejia 110 OIUCH;

MHJIEKC 2JIEKTPOHHOIO J1eJ1a;

3aroJI0BOK [1e7a;

nata nena (ToMa, 4acTu);

CPOK XpaHEeHHs Jea;

00BeM 3JIEKTPOHHOTO Aena B MO;

IpUMeYaHusl.

B cocraBe omucu anextpoHHBIX gen B COJl dopmupyercs peectp
DIIEKTPOHHBIX JIOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM
YKa3bIBalOTCS CBEIEHUS 00 3JIEKTPOHHBIX NOKYMEHTaX, BKIHOYEHHBIX B KaXXI0€
3JIEKTPOHHOE JIEJI0.

8.54. Omnmcu Jpen CTPYKTYpHOrO IOApaslesieHHds IOMIHCBIBAIOTCA
pyKOBOOMTENEM  IOApasfesieHus, cormacoBeiBatotcst OK  cTpykTypHOro
nonpasnenenus (npu ee Hamuumu) u CayxOboi genonpoussoncTsa. Peectp
3JIEKTPOHHBIX JOKYMEHTOB, SBISIOLIUICA NPUIOXKEHHEM K OMHUCH 3JIEKTPOHHBIX
JIOKYMEHTOB, TOAMUCHIBAETCS COCTaBUTENIEM peecTpa ¢ yKa3aHHEM IOJDKHOCTH,
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UHULMAIOB, (haMUIIMK, JaThl COCTaBJICHHUS.

8.55. Omnucu [nmen  CTIPyKTYpHOro MOApa3leieHus YHUBEPCUTETA
COCTaBIIIOTCS B JBYX 3K3eMIUIsipaXx Ha OyMa)KHOM HOCHTENE, OOUH U3 KOTOPBIX
neperaeTcs BMECTe C JellaMM B apXWB YHHBEpPCUTETa, a BTOPOH OcCTaercs B
Ka4ecTBe KOHTPOJBHOIO JK3EeMIUIIpa B CTPYKTYPHOM IIOJpa3leleHMd. B apxus
VYHuBepcuTeTa TakXKe IepefaeTcs MO 3K3eMIUIIPY OMNHMCEH Ael B 3JIEeKTPOHHOM
BHJE B peJaKkTUpyeMoM QopMare [l HCIIOJIb30BaHWs B JaJbHEHIIEM i
TIOJTOTOBKY apXUBHBIX ONHUCEH Jell, TOKYMEHTOB (TOJI0BBIX pa3/ielioB).

8.56. [lena mepenaloTcs Ha XpaHEHHME B apXWB YHHUBEpCUTETa B
COOTBETCTBHHU C rpadUKoOM Mepenadyr JOKyMEHTOB, yTBEpP)KIEHHBIM PEKTOPOM HIIH
HUHBIM YIIOTHOMOYEHHBIM MM JIMIOM H COTJJaCOBAaHHBIM C PYKOBOIMTEISAMHU
CTPYKTYPHBIX IOApa3IeIeHUH.

8.57. Jlena mocTOSTHHOTO W BpeMeHHBIX (cBbIe 10 1€eT) CpoKOB XpaHEHHs,
JOKYMEHTEHI 110 TMYHOMY COCTaBY, JIEKTPOHHBIE JOKYMEHTHI IIEPEelatoTCsl B apXUB
VYHUBepcUTETA HE paHee, YeM Yepes rojl, ¥ He MO3IHee, YeM Yepe3 TpH roja mocie
3aBEPILEHHUS UX B JEIONPOU3BOJICTBE.

8.58. Ilepenaua men B apxuB YHUBEPCUTETA ITPOU3BOIAUTCSA II0 OIHCAM J€7T
CTPYKTYPHBIX IO/pa3IeIeHHH.

8.59. VYmonHoMoueHHBIM pabOTHHK apxuBa IIPOBEpPsAET IIPaBHIBHOCTH
oopmnenus U GOpMHUpPOBAaHUS [, NMPaBUIBHOCTh COCTABIIEHMS OIMCEH Iel,
COOTBETCTBME KOJMYECTBAa [€Jl, BKJIOYEHHBIX B OIIMCh, KOJIHYECTBY [€,
c(hOpMUpPOBaHHEIX B COOTBETCTBHH C HOMEHKIIATYPO# HEIL.

BrISBIeHHEBIE [TPU IPOBEPKe HEJIOCTATKH B (OpMHpPOBAaHUK U O0GOPMIIEHHH
nen pabOTHMKH CTPYKTYpHOTO TOApa3fieneHus 00s3aHbl yCTPaHHUTh B
IBYXHeEJIbHBIA CPOK.

8.60. IlpweM kKaxjgoro jeila B apXWB YHHBEPCHUTETa IIPOM3BOAMTCS B
MIPUCYTCTBHUHU JIENIONIPOU3BOIUTENS CTPYKTypHOro mozpaszenenus. Ilpuy stoMm Ha
000MX 3K3eMILIApax OMMCH IMPOTHB Ka)K[IOro JieNla, BKIIOYEHHOTO B HEe, NeIaeTcs
OTMETKa O HaIW4YuM Jeja. B KOHIle KaXIOro 3K3eMIUIspa ONKCH B HTOrOBOM
3aIMCH yKa3bIBaeTCsd HU(PPaMU U TIPOIUCHI0 KOJTUIECTBO (PaKTHYECKH ITPUHSATHIX B
apXuB e, B TOM 4YHCIE 3JEeKTPOHHBIX, HOMEpa OTCYTCTBYIOIIMX Jell, Jara
npueMa-Tiepeayt 1edl, a TaKKe MOANKCH JIKa, OTBETCTBEHHOT0 3a apXHB, U JIMIIA,
nepeaaBIlero JAena.

Hrtorosass 3amuch MOATBEpXKIAAeTCs IOANHUCAMH COTPYAHMKAa apxuBa U
COTpYJIHHKA (IETOMPOU3BOIUTENSA) CTPYKTYPHOTO TOApa3aesieHus, NepeaBIIero
nera Ha OyMa)XHOM HOCHUTEJIE U 3JIEKTPOHHBIE Jiea.

8.61. Ilepenava O>JIEKTPOHHBIX HOKYMEHTOB B apXuUB YHHBEpCHTETa
TIPOM3BOMTCS HA OCHOBAHWM OIUCEH BJIEKTPOHHBIX €N 10 HH(POPMALHOHHO-
TeleKOMMYHMKALMOHHOM ceTd (IpM HalM4uM B apxXuBe YHHBEPCHUTETa
MH(GOPMALIMOHHON CHCTEMBI) WM Ha (HU3UYeCKH 000COOIEHHBIX MaTepHalbHBEIX
HOCHTEIIAX, KOTOpPBIC MTPEACTaBIAIOTCA B IBYX HACHTHYHBIX 3K3EMILIsApax.

8.62. B ciyyae JMKBHOAUMH MM PpEOpPraHU3alliid  CTPYKTYPHOTO
nojpasiesieHdss YHUBepCUTeTa JeJONPOM3BOAUTENb ITOApa3Je/ieHHs B IIEPHOA
TIpPOBENeHUs JIMKBHUIALMOHHBIX MepONmpUATHH (QOpMUpyeT BCe HMEIOIIHecs
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JIOKYMEeHTBI B Jena, oGopMiseT neia U IepefaeT MX B apXUB YHHUBEPCUTETA,
HE3aBHCHMO OT CPOKOB XpaHeHMs. [lepenada nen ocyIecTBIIAETCA 10 ONMUCAM el
¥ HOMEHKJIaType JeJl.

8.63. Ha pmena ¢ MCTEeKIIMMHU CpPOKaMHU XpaHEHHUs B CTPYKTYPHBIX
noapa3feieHusIX ~YHHUBEPCHUTETa COCTAaBIAIOTCS IPEMJIOKEHHS K akKTy o
BBIJIEJICHHH K YHHUYTOXEHUIO JOKYMEHTOB, He MOAIeKalIuX XpaHeHHu o (1o Gopme,
ycTtaHoBleHHOM [IpaBunamu xpaneHus.

Ha ocHOBe TpeIOXKEHHM CTPYKTypHbIX mozapasnmeneHuit Ciyx0a
IeJIONTPOU3BOICTBa Y HUBEPCUTETA COCTABIIAET aKT O BBIAEIEHHH K YHHYTOXEHUIO
IOKYMEHTOB, HE MOUIeKal[MX XpPaHEHWIO, Ha Jejla YHUBEPCHTETa II0 TOH JXKe
dopme. 3arooBKH OTHOPOIHBIX €T, OTOOPAHHBIX K YHHYTOXXEHHIO, BHOCATCS B
aKT IT0J1 OOIIMM 3aroJIOBKOM C YKa3aHHEM KOJIMYEeCTBa J1e/l, OTHECEHHBIX K JaHHOM
rpyIIe.

8.64. Jlena BKIIOYAIOTCS B aKT O BBIJICJIEHHMH K YHUUTOKEHUIO JOKYMEHTOB,
He TIOJUIeXKAallUX XPaHEeHHI0, €CJIM IMPeTyCMOTPEHHBIM UIsi HUX CPOK XpaHEHHS
HUCTeK K 1 sHBaps roja, B KOTOPOM cocTaBileH akT. Hampumep, 3aKOHYEHHBIE B
2014 romy mena ¢ 3-JeTHHM CPOKOM XpaHEHUS, MOTYT OBITh BKJIIOYEHBI B aKT,
KOTOpEIH OymeT coctaBieH He paHee | suBaps 2018 roxa.

8.65. Ilena ¢ orMeTkoit «IITK» moayiexaT MOJIUCTHOMY IIPOCMOTPY B LENIX
BBISBJIEHHS JTOKYMEHTOB, IOJUIEXKAIIUX ITIOCTOSHHOMY XpaHEHHIO. BeISBIEHHBIE B
TaKUX JiellaX JOKYMEHTHI IOCTOSTHHOTO XPaHEHHs! BRIIEISIOTCS U MPHCOENUHAIOTCA
K OMHOPOMHEIM JieJiaM MIIM (POPMUPYIOTCS B CaMOCTOATEIBHBIE JIeNa.

Otmetka «3ITK» 03HaYaeT, 4TO YacTh JOKYMEHTOB MOXeET OBITh OTHECEHA K
CPOKY XpaHEHHUS KIIOCTOSTHHO».

OcranbHble JOKYMEHTHI nena ¢ oTMeTkol «3ITK» BKmrodaroTcs B aKkT, MPU
sToM oTMeTKa «IITK» B akTe He yKa3bpIBaeTcs.

8.66. AKT 0 BBIIEJICHHU K YHHYTOXKEHHUIO JOKYMEHTOB, HE ITOJIeKAIIHUX
XpaHEHHIO, TIPEICTABISETCS Ha pacCMOTpeHue  cornacoBanie K 0OTHOBpEeMEHHO
C OIHCSIMH JIeJI TIOCTOSHHOIO XPaHEHHUS U I10 JIMYHOMY COCTaBy.

8.67. AKT 0 BBIJEJIEHHH K YHHYTOXXEHHIO JOKYMEHTOB, HE IOJAJNEXKAIIUX
XpaHeHHIO, yTBepKIaeTcss YHHBEpCHTeTa pekTopoM mocie yTteepxkaenus OIIK
ApXHUBHOTO YYPEXJIEHHS, IOCYJapCTBEHHOTO WM MYHHUIMIAILHOIO apXuWBa B
COOTBETCTBHM C IPEINOCTABIEHHBIMH €My IIOJTHOMOYMSAMH OMHCeH el
IIOCTOSIHHOTO XpaHEHUs U COIIacOBaHMs OIMCEW JET IO JIHYHOMY COCTaBy, IOCIe
Yero jeia, BbIAEIEHHBIE 110 aKTy K YHUUTOXEHHUIO, MOI'YT OBITh YHHYTOXEHB.

8.68. Jlena, MOUIEXKAIIMEe YHHUYTOXEHHMIO, MepefaloTcs Ha mnepepaboTky
(yrunusanmo). [lepenada nern ohopMIseTcs MpUeMo-CAaTOYHON HaKIIaIHOH.

[Tocne yHMYTOXKEHUS [ell B HOMEHKIAType el TMPOCTABJIAIOTCA OTMETKH,
3aBepseMble MOAMUCHIO crienpanrcta CiyKObl 1eN0NPOM3BOCTBA, U JAaTOMH:

«Yuuuroxeno. CM. akt Ne OT . IToamuce, WHULHAAIEL,
dbamunusa».

8.69. DieKTpOHHBIE JOKYMEHThl C MCTEKIUHMU CpPOKaMH XpaHEHHS
MOJUIEKAT BBIACICHHIO K YHHYTOXEHHMIO Ha OOIIMX OCHOBaHWSX, IIOCIE 4Yero
MPOBOJUTCS WX (GHU3HYECKOE YHHUYTOXKCHHE HIM YHHYTOXEHHE MPOrpaMMHO-
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TEXHAYECKUMH CPEACTBAMU C COOTBETCTBYIOILLEH OTMETKON B aKT€ O BBIJICIIEHUH K
YHUYTOXKEHHIO 3JIEKTPOHHEIX TOKYMEHTOB.

DONeKTpOHHBIE NOKYMEHThl CUHUTAIOTCS YHHYTOXEHHBIMH, €CIIA MX HEIb3A
BOCCTAHOBHTh CpEJCTBaMH HWH()OPMAIIMOHHOM CHCTEMBI Ha  HOCHUTENAX
UH(OpPMAIIUU U U3 Pe3ePBHBIX KOMUH.

8.70. AKTBI O BBIIEIEHMH K YHHUTOXEHHUIO JOKYMEHTOB, HE IOIEKalIUX
XPaHEHMIO, XPaHATCs IOCTOSHHO B Aene (PoHIa.

IX. Oprannzanus ocTyna K JOKyMeHTaM H HX HCIO0/1b30BaHHA

9.1. Beinaua nen, Haxonsuxcs Ha XpaHeHuH B Ciryx0e 1e10nponu3BOACTBa,
CTPYKTYPHBIX NoJipasielieHUusX VHuBepcuTeTa  paboTHHKAM IPYTUX
nojpasJie’eH’i s O3HAKOMJIEHHUS W (MJIM) AJi BPEMEHHOI'O HCIIOJIb30BAHUS B
paboTe  MNPOM3BOAMTCS MO  3ampocaM, IOAMHCAHHBIM  PYKOBOJMTENIEM
(3aMecTHTENIEM PYKOBOJUTENS) CTPYKTYPHOIO NOJApa3elleHus, 3alpalliBaroILIero
neno (IOKyMEHT) U ¢ pa3pelieHus pykoBoauTtens Ciryx0bl 1elI0IpOU3BOACTBA HIIN
CTPYKTYPHOTO MOApa3aeeHus, JOKYMEHThI KOTOPOr'o 3alpalliBaroTCs.

9.2. Jlena, MOKYMEHTHI BBIIAIOTCS BO BPEMEHHOE I10JIb30BaHHE pabOTHHUKAM
YHuBepcuTeTa Ha CPOK He Doliee OQHOro Mecsla.

['ocynapcTBeHHBIM opraHaM (CyneOHBIM, PaBOOXPaHUTENBHBIM, OpraHaM
rOCYIapCTBEHHOIO KOHTpPOJs W Haja3opa) Jena U OTAENbHbIE JOKYMEHTEHI
BBIJIAIOTCS HA OCHOBAaHHMM MX MHUCBMEHHBIX 3allpOCOB C paspelleHHs pEeKTopa HIIH
MHOTO YIOJHOMOYEHHOTO MM JTUIIA, TI0 aKTaM Ha CPOK He 0oJiee MIECTH MECALIEB.

ITpy HeOOXOMMMOCTH CPOK HCIIOJIb30BAaHUS JOKYMEHTOB MOXET OBITh
MIPOMJIEH.

9.3. B mnHcbMEHHOM 3ampoce pabOTHUKOB YHHMBEPCHUTETA O BblIa4e
JNOKyMEHTOB (Ze) BO BPEMEHHOE II0JIb30BAHME H3JIaraloTcs IPUYUHBI, II0
KOTOPBIM 3arpalrBaeTcs Ael0 (JOKYMEHT) M LeJb HCIOJb30BaHUs [OKyMEHTOB,
HaXOAAIIMXCS Ha ONEepaTUBHOM XPaHEHHH.

0.4. Ha BhIIaHHOE JeJI0 3aBOAUTCS KapTa-3aMeCTHTE]b, IoMellaemMas Ha
MECTO BBIJJAHHOTO Jena. B Hell yka3pIBarOTCs MHIEKC JieNa, 1aTa ero BblIa4H, KoMy
JIENI0 BBIIAHO, [1aTa ero BO3BPALIEHHMs, PeIyCMaTPUBAIOTCS Ipadbl LISl MOAMHCEH
B ITOJYUYEHUH U IIpUeMe Jea.

Ha Mecro W3BATOr0 TMOAIMHHHKA JOKyMeHTa paboTHHK CrmyxOml
JETIONIPOM3BOICTBA WK ENONPOU3BOIUTEND MMOAPA3/IeICHUS BKIAAbIBAET B IO
JIMCT-3aMECTHTENDb C YKa3aHHeM, KOrjia, KOMy U Ha KaKo# CpOK BBIIAaH JOKYMEHT H
IOANUCSMM B TONy4eHHH W mpueMe nena. Ilpy sToM B A€o0 IOMELIAECTCH
3aBepeHHas KOMHs JOKyMEHTa.

IToce pelieHust BOIpoca, JJIs paCCMOTPEHHUsST KOTOPOro Jena (IIOKyMEHTBI)
W3bIMAJIMCh [0 3aIlpocaM TOCYAapCTBEHHBIX OPraHoB, MOATMHHUKA JOKYMEHTOB
JOJIZKHBI OBITH BO3BpalicHbI B yHI/IBepCHTBT MU IIOMEILEHBI B I€JI0.

9.5. DIEKTPOHHBIE JOKYMEHTBI, HaXOAIIMECS Ha ONCPaTHBHOM XpaHECHHH B
Gazax JaHHBIX WHOOPMALMOHHBIX CUCTEM, BBIIAIOTCS AJIs UCIOIB30BAHMA B BUZIE
KOIM#i 3IEKTPOHHBIX JJOKYMEHTOB B COOTBETCTBUHM C IYHKTOM 2.47 HHCTPYKIHMH.
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9.6. Tlopamox poctyna pabOTHUKOB YHHBEPCHTETa K JOKYMEHTaM,
pasmemaemMbiM B COJ] wnu uHOH MHGOPMALMOHHON CUCTEME, YCTaHaBIHUBAETCH
JIOKAJTbHBIMA HOPMAaTUBHBIMH aKTaMU YHHUBEPCUTETa, ONPEAEISIOIIUMHI TOPAI0K
SKCIUTyaTallid WHPOPMAlMOHHON CHCTEMBI, U B COOTBETCTBHMH C I€PCOHAIbHBIMH
YYETHBIMH 3aMUCSIMHU paboTHUKOB B COJI MK MHOHM HHPOPMaLlMOHHON CHCTEME.

PaGoTHukaM, He MMEIOIIMM IIpaBa [JOCTylIa K COOTBETCTBYIOIIEH
HHGOPMAaIIMOHHOW CHCTEME, DJIEKTPOHHbBIE IOKYMEHTBI BBIJAIOTCA B COOTBETCTBUH
¢ mynkramu 9.1 - 9.3 wuHCTpyKIMM, Ha (u3MYecKd 0OOCOOIEHHOM HOCHTEIE,
BBICBLIAIOTCS 10 3JIEKTPOHHOMY afpecy paOOTHHKaA, 3alpalllMBaloIero JOKYMEHT,
WK UHBIM 00pa3oM.

9.7. B Cuyxbe nenompou3BOACTBA, CTPYKTYpPHOM IIOJpasfeeHuH,
BBIJABIIEM [IeJI0 (JOKYMEHT) BeIEeTCsS y4YeT BBIIAaHHBIX JeNl (JOKYMEHTOB) H
KOHTPOJIb KX CBOEBPEMEHHOrO BO3BpaTa. OJJEKTPOHHBIE Jena (JOKYMEHTEI)
BO3BpATy HE MOJIEXKAT.

9.8. Paborumku YHuBepcuTeTa 00s3aHBl o00ecledyMBaTh COXPaHHOCTh
NOJYYEHHBIX BO BpPEMEHHOE II0Jb30BaHHE JOKYMEHTOB (Ien) Ha OyMaKHOM
HOCHTEJIE M WHCIIONE30BaTh IOAYYEHHYIO HH(OpMAIHMI0 B CIy)KeOHBIX LENiX B
COOTBETCTBUHM C TPeOOBAHUSAMH JIOKAJIBHBIX HOPMATHBHBIX aKTOB. 3alpeInaeTcs
nepenaya IIONYYEHHBIX [JOKYMEHTOB HIM MX KONMH pabOTHHKAM [IpYyTHX
MoJipa3IelIeHU i HIIM OpraHu3alyy.

9.9. UsbatHe (BblEMKA) HOKYMEHTOB, 00pa30BaBIIUXCS B [ESATEIBHOCTH
VHMBEpCHTETA, IPOU3BOIUTCS B COOTBETCTBUH C 3aKOHOIATENBCTBOM POCCHHCKOH
®@epnepanuu.

9.10. H3zwsaTuHe (BbIeMKa) JOKYMEHTOB IIPOM3BOAHMTCS HA OCHOBaHUU
NMCEMEHHOTO PACIOpsDKeHUs  (IIOCTAaHOBJIEHHS) COOTBETCTBYIOILET0 OpraHa
BIIACTH C paspellieHHs peKTopa WIHM HHOro YIOJIHOMOYEHHOrO MM JIHIa C
U3BEILEHHEM PYKOBOIUTEIS IIOApa3AeICHHs, JOKYMEHTEI KOTOPOI'O U3BIMAKOTCS.

9.11. ®akT M3bATHA (BBIEMKH) IOKYMEHTOB (PUKCHpYeTCs B IIPOTOKOJIE
(axkTe) M3BATHA (BBIEMKH) IOKYMEHTOB, KOTOPBIH COCTaBJISIE€TCS HE MEHee HeM B
IBYX OK3eMIUIApaX M IIONIMHCHIBAETCS YIOJIHOMOYEHHBIMH MpPEICTaBUTEIIMU
YHHUBepcUTETa W COOTBETCTBYIOIIEro rocynapcTBeHHoro oprana. K mportoxomy
(akTy) mpHUIaraeTcs OMKCh (PeecTp) U3BATHIX JOKYMEHTOB (JIe).

9.12. Ilpu H3BATUH TOAJUHHUKOB [IOKYMEHTOB B [eJI0 IOMEINAeTCs
3aBepeHHas KOMHSA JOKYMEHTa, Ha 00OpoTe KOTOpOH yKa3bIBaeTCs OCHOBaHME
W3bATHS TIO[UIMHHHKA, CpOK BO3Bpara, Jara H IOANMCH paboTHHKa,
OTBETCTBEHHOTO 3a (OPMUPOBAHKE H/UIIU XPaHEHUE JETa.

9.13. IlomnmWHHHK JIOKYMEHTa, W3BATBIM M3 JeJa Ha  OCHOBE
COOTBETCTBYIOIIEr0 peIleHHs, II0CIe pPAacCMOTPEHHST M peILIeHHs BOIPOCa,
BO3BPAIIaETCs B J€JI0, IIPH 3TOM KOIIHsA, IIOMEIIEHHAs B €10 BMECTO NOIMHHKKA,
U3bIMaeTcsl.
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X. H3roroBiienne, y4eT, HCI0/1b30BAHHE H XpPaHEHHeE MeYaTeH,
IITAMIOB, 0JIAHKOB JOKYMEHTOB, HOCHTE/IeH JIeKTPOHHBIX NMOANHCEH

10:1- bnanku OpraHU3alMOHHO-PACIIOPSAIUTEIBHBIX JIOKYMEHTOB
pa3pabaTeiBaroTCs Cryx0Ooit JIEIOTIPOU3BO/ICTBA. Bunsl OaHKOB
OpraHU3allMOHHO-PACTIOPSIIUTENBHBIX  JOKYMEHTOB,  TpeboBaHuUS K  HX
obOpMJIEHMI0O W MCIOJb30BAaHWIO  YCTAaHABIMBAIOTCA  WHIMBUAYalbHOMN
MHCTPYKLKEH 10 IeJONPOU3BOACTBY Y HUBEPCUTETA.

10.2. OOpa3ubl OnaHKOB [JOKYMEHTOB YTBEpPXKIAlOTCSI B  COCTaBe
WHIWBUIYQJbHOM  MHCTPYKUMM 1O  ACIONPOM3BOACTBY MM  IIPHKa30M
PYKOBOIMTESI B COCTaBe KOMILIeKTa (anpboma) O1aHKOB.

10.3. B YHuBepcureTe A1l MOATOTOBKH JOKYMEHTOB MOI'YT HCIIOJIb30BATHCA
ONaHKKM JOKYMEHTOB, H3TOTOBJIEHHBIE TUIOrpa(CKUM CIIOCOOOM HIIM CpelCTBAMHU
OTIepaTUBHOMU MONUTrpadUH.

YHUBEpPCUTET BIpaBe IMpPUd IOATOTOBKE [OKYMEHTOB MCIIOJIB30BaTh
SJIEKTPOHHEBIE IMaOOHBI OJaHKOB. DJIEKTPOHHBIE IA0JIOHBEI OJIAHKOB JOJIKHEI
COOTBETCTBOBATH 00pa3iiamM 0JIaHKOB, YTBEPXKIECHHBIX PEKTOPOM.

10.4. bnaHkd  OpraHW3alMOHHO-PACHOPSAOUTENBHBIX  JOKYMEHTOB,
IpUMeHsieMble B YHUBEPCUTETE, HE MOTYT IepefaBaThCd APYTMM OpraHHM3alUsaM,
JOOJKHOCTHBIM M (QHU3UYECKUM JTUIaM.

10.5. Cnyx0a nenonpou3BOACTBa Y HUBEPCUTETA:

oopmiiseT 3aKa3sl Ha H3TOTOBJIEHHE OJIaHKOB  OpraHH3allMOHHO-
PaCIOPSOUTENBHBIX JTOKYMEHTOB THUIOTPa®CKUM CIOCOOOM WM CpeICTBAMU
OTIepaTUBHOMN MOIHUrpaduu;

OCYIIECTBIIET XpaHeHWe OJIaHKOB OpraHU3allMOHHO-PACIIOPAAUTEIBHBIX
IOKYMEHTOB U BBIIA4Yy MX B CTPYKTYPHBIE TTOAPa3AeIeHUs] Y HUBEPCUTETA,

OCYILECTBIISIET KOHTPOJb 3a IIPAaBHJIBHOCTBIO HCIIOIB30BaHUA OJIaHKOB
OpraHHU3allMOHHO-PaCIIOPAIUTENBHEIX JOKYMEHTOB.

10.6. B Yuusepcutere B cooTBeTcTBUH ¢ DeiepallbHbIM KOHCTHTYLIHOHHBIM
sakoHoM «O TocymapctBenHom repbe Poccuiickoit ®enepauuu» Hu YCTaBOM
VHMBepcUTETA KCIIONB3yeTCs IedYaTh C BOCIPOM3BENEHHMEM [ 0CyIapCTBEHHOIO
rep6a Poccuiickoit Qejiepannu (qanee - ne4aTb Y HHBEPCUTETA).

B VHHBepcHTETE TaK)Ke MOTYT HCIIONB30BaThCA IeYaTH IOApasIelNeHHH,
meyaTd IUis  TAKETOB M OTAENbHBIX KaTeropud [JOKYMEHTOB, a TakKxe
MeTaJsIiueckue BBDKHMHBIE II€4aTH I ONe4aThIBAHMS IIOMELIEHHH U
yIOCTOBEPEHHUS CIIELHAJIBHBIX IIPOIIYCKOB.

B  VHuBepcuTeTe MOXKET HCIONb30BaThCA  INTaMO  (LWUTAMIBI) C
(aKCHMMHUIIBHOHN MOIIUCHIO PEKTOPA U MHBIX TO/DKHOCTHBIX JIHIL.

[TopsooK MCIOJIB30BaHMs IITAMIIOB ¢ (PAKCUMHIBHON TOAIKCHIO PEKTOpa U
WHBIX JOJDKHOCTHBIX JIML, BHIBI JOKYMEHTOB, IMOIIMCHIBAEMBIX (aKCHMHIIBHOH
IOAITMCHIO YCTAHABIUBAETCS JIOKAIBHBIM HOPMATHBHEIX aKTOM Y HUBEPCUTETA.

10.7. [leyars YHHUBEpCHTETA C BoCTIpousBeieHHeM I ocy1apcTBeHHOTO repba
Poccuiickoit ®eepaluy I0JKHA COOTBETCTBOBATE TPEOOBAHHUSAM, YCTAaHOBICHHBIM
TOCT P 51511-2001 «Ileuatu ¢ BocmpousBeaeHHeM [ ocymapcTBEeHHOro repba
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Poccuiickoit ®enepamun. Popma, pazMepsl H TeXHHYECKHUE TPeOOBAHUSY.

10.8. Tleyatu ¥ mTaMnbl YHMBEPCUTETAa U3rOTABIUBAKOTCA B KOJIHUYECTBE,
HeoOXOAMMOM Ui OCYLIECTBJICHHS NOJApa3feleHUsIMH YHHUBEPCUTETa U €€
paboOTHUKAMH BO3JIOXKEHHBIX Ha HUX (QyHKUMHA. PemeHue o0 HM3roTOBIEHHMH H
KOJTMYEeCTBE OJK3EeMIUIPOB IedaTed MW IITAaMIOB IPHHHMAeT pPEeKTop 10
npeacTaBieHuio pykoBoauTessi CiyxObl 1e0NpON3BOACTBA Y HUBEPCUTETA.

Ecnu meuats YHHMBepcHUTETa HMCIHOJB3YETCS B HECKOJIBKHUX 3K3EMILISApax,
HOMEP 3K3eMIUIsIpa MeYaTH YKa3bIBaeTCs B KJIHIIIE I1IeYaTH IIPH €€ U3rOTOBJICHUH.

10.9. Ileyatsro YHUBEpPCUTETA 3aBEPSIOT MOAIMHHOCTE MOAMNKUCH PEKTOpa U
WUHBIX YIIOJIHOMOYEHHBIX WM ML, Ha NOKYMEHTaX M KONMAX [IOKYMEHTOB B
COOTBETCTBHHU C MYHKTOM 2.45 UHCTPYKLIHH.

10.10. TTevaTs ¥ INTaMIBl BBINAIOTCS [JIS KCIOJIB30BaHUs pPabOTHHUKaM,
OTBETCTBEHHBIM 32 MX UCIOJIb30BaHUE U XPAHECHUE 110/ MOJAIKCE B XypHAJIe yyeTa
neyaTei M IITAMIIOB. Y4YeT redaTedt W ImraMmoB YHuBepcutere BeneT Ciyxba
JeIOTPOU3BO/ICTBA.

10.11. Ilpu wucmonp30BaHMM B paboTe MedaTd M INTaMIlbl XPaHATCA B
3anuparonmxcs mkadax (ceiipax) paOOTHHKOB, OTBETCTBEHHBIX 3a XpaHEHHE H
HCIIOJIb30BaHHe NeyaTeld U IITaMIIOB.

10.12. Tlepemaya meyaTed ¥ IITaMIOB IIOCTOPOHHMM JIMIIaM HeE
JorycKaeTcs. BelHOC reyareil ¥ ITaMIIOB 3a Npeeibl Y HHBEPCUTETa BO3MOXKEH B
UCKJIFOYHMTEIBHBIX CIIydasx MO PELIeHHIO peKTopa (Harnpumep, NpH IOANHCAHHMH
JIOTOBOPOB).

10.13. Cnyx0a neisonpou3BOACTBA YHUBEPCUTETA €XErOJHO IIPOBEPSAET
cobmronenre pabOTHUKaMU YCIOBUIM HCIONB30BaHHA M XpaHEHMs Ie4YaTed H
IIITaMIIOB B CTPYKTYPHBIX TTOZIpa3fieIeHUsAX Y HUBEPCUTETA.

10.14. Ilpumenamie B HEroJHOCThE M YTPATHMBIUKE 3HAYEHUE Ie4YaTH H
mTamnel  momiexar Bo3BpaTy B CiyxOy [IelI0npoM3BOACTBA HIIH HHOE
mojpasiejieHHe, Ha KOTOpOe BO3JOXEH Yy4YeT IevaTed M IUTaMIoB, AN
IEHTPAIM30BAHHOIO YHUUYTOXeHMs. IleyaTw yHHUYTOXKAKOTCA MO aKTy C
COOTBETCTBYIOIIEH OTMETKOH B JXypHase y4eTa IeqyaTeil ¥ ITaMIIoB.

10.15. Jlna obMeHa 31IeKTPOHHBIME JOKyMeHTamu mnocpeactsom MOJIO B
VHHUBEPCUTETE JO/DKHBI HCIIOJIB30BATBECS  YCHICHHBIE KBaIM(DHIHPOBAHHBIC
31eKTpoHHEIe noanucy. COCTaB JODKHOCTHBIX JIMI] M paOOTHMKOB Y HUBEpCHUTETA -
BIIAZIEJIbIEB YCHIIEHHBIX KBAJM(DUIIMPOBAHHBIX JJIEKTPOHHBIX MOIMUCEH MOJDKEH
OTIpeAeniTb peKTop.

10.16. Ilpu mnepenaye YHHBEPCHUTETOM 3JIEKTPOHHBIX JOKyMEHTOB Ha
3IEKTPOHHBIH afipec Ipyroi OpraHU3allMy, a TaKxe IS oOMeHa 3JIeKTPOHHBIMH
nokyMentamu nocpenctsoM COJ] B VHHMBepcHTETe U ee NMOJAPa3/eICHUAX MOTYT
MCIIONB30BaThCS YCHIEHHBIE HEKBATH(QHIMPOBAHHBEIE OJJIEKTPOHHBIE IOANHCH
W/MIM TIPOCTHIE 3JIEKTPOHHBIE MOANMKMCH (Hajee - OSIEKTPOHHAs IOIINKCH) B
cootBeTcTBHE ¢ DenepalbHbIM 3akoHoM oT 6 ampens 2011 r. Ne 63-®3 «O6
3JIEKTPOHHOM MOAIUCH .

10.17. Dnextponnsii mokyment B COJI YHuBepcuTeTe, NOANUCAHHBIHA
3JIeKTPOHHO} MOMIMMCHIO, MPU3HAETCS PAaBHO3HAYHBIM JOKyMEHTY Ha OyMa)KHOM
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HOCHUTeJe, IOANUCAHHOMY COOCTBEHHOPYYHOU MOJANUCHIO U UMEET OJJMHAKOBYIO C
HUM HOPUIWYECKYIO CHIIy TIIPH OJHOBPEMEHHOM COONIIOJEHHH CJEIyFOIINX
YCIIOBUH:

KJIOY TIOJANKMCH, OTHOCALIMHCA K KOHKPETHOH JJIEKTPOHHOM IIOJITMCH, Ha
MOMEHT TIOATMCAHUSA 3JIEKTPOHHOrO JOKYMEHTa SBJSAETCS IeHCTBUTENBHBIM
(IOCTOBEPHBIM), HE YTPATHII CHITY (HE OTO3BaH);

NOATBEpXKAeHA TIIOAIMHHOCTE DJJIEKTPOHHOM TMOANUCH B 3JIEKTPOHHOM
JIOKyMEHTE;

JlaTa ¥ BpeMs CO3IaHHus JIEKTPOHHOM NMoAnucH 3adukcupoBansl B CO/L;

3IIEKTPOHHAs MOJAIMMUCH UCIIOIB3YEeTCS B COOTBETCTBUU C YCTAHOBIECHHBIM B
VHuBepcuTeTe  pacmpeleNieHHMeM ~IpaBa  IMOANKMCH  JOKYMEHTOB  MEXIY
JIOJDKHOCTHBIMH JIMLIAMU U paOOTHUKAMH.

10.18. I'eHepanuio U XxpaHeHHe KIto4eldl HeKBaIU(DUIIMPOBAHHONW U MPOCTON
OI1 8 CO/1 nomxeH ocymecTBIATs agMuHUcTparop CO/L.

10.19. Co3ganue rmnapoyied Uil IPOCTOM  3MEKTPOHHOM  IIOAIHCH
OCYIIECTBISETCSI B MOPAIKE, YCTAHOBIEHHOM JIOKAJIbHBIM HOPMATHBHBIM aKTOM
VHHMBepCcHTETa, YCTAHABIHBAMOIIAM  IOpsARoK  sKcmuyatamuu COIl
HCIIOJIB30BaHMs MNEKTPOHHBIX MOAHUCEN pU paboTe ¢ JOKyMEHTaMHU.

10.20 Kmrou s1eKTpoHHO# monamucH, ucrnoibsdyemodt B COJl, sABnsercs
KOHGUACHUHANBHOM HHQOpMaluel W  3alUINaeTcs B  COOTBETCTBHH C
3aKoHonaTenbcTBOM Poccuiickoit ®enepanuu.

Wuctpykmus pazpaboTaHa:
HagansHHKOM OTZena KaHIENIpHH U IeJIONPOU3BO/ICTBA
JL.M. Hurmar3sHoBO#

COI'JTACOBAHO:
[Tpotokon SIIMK
['ocynapcTBEHHOr0 KOMUTETA
Pecniy6nuxu Tatapctgsfiiorap
npotokon Ne 74

IKCMNEPTHO-
NPOBEPOYHAA

M.IL
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= Ipunoxenue 1

MHWHOBPHAVKH POCCHHA

@enepaJbHOE rocyIapcTBeHHOE OI0/KeTHOE
ob0pa3zoBaTe/IbHOE YUpeKAeHHe Bbiciero 00pa3oBaHus
«Ka3zaHcKHii HAHHOHAIBHBIH HCC/Ie10BaTeIbCKHIl TEXHOJIOrHYeCKHIl YHHBEPCHTET»
(®I'bOY BO «KHHUTY»)

IIPHUKA3

06 yrBep:kaennu Ionoxenus 06 OYII

Ha ocHoBanuu npukasza Bpuo pekropa oT 28.10.2021 Ne 34-ox «O cozpanuu
oduca yrnpaBiIeHUs MPOEKTaMU» M P UK a3 bl B a 10:

1.  Vreepauts Ilonoxkenue o6 oduce ympasnenus npoekramu (OVII)
(ITpunoxenue).

Cpok — ¢ MOMEHTa BBIXOJa HaCTOSILEro IpHKasa.

2. KoHTposb 3a HCIIOTHEHHEM HACTOSIIEro IIpHKasa BO3JIOXKHTH Ha

nupexrtopa no OYII Joramuny JI.M.

Bpuo pekropa KO.M. Ka3akoB



[Tpunoxenue
YTBEPXJIEHO
npukazom GI'BOY BO «KHUTVY »

oT Ne

1. O0uHe NoJIoKEeHHA

1.1. Hacrosiiee noJOXEHHWE ONpelenseT LEIH CO3JaHusd, pellaeMbie
3a]jayl, BBIONHSAeMBble (QYHKUWH, OPraHU3alMOHHYIO CTPYKTYpPY, IOpPSAIOK
yIpaBJIeHHs, TpaBa, 00S3aHHOCTH M OTBETCTBEHHOCTh JAUPEKTOpa H pabOTHUKOB,
OIMCHIBAET B3aWMOOTHOIIEHHS o(uca YIpaBleHHs IpoeKTaMH (eaepalbHOro
rOCyIapCTBEHHOT0 OIOMKETHOrO 00pa30BaTENBHOTO YYPEXKIECHHS BBICILETO
obpazoBanus «Ka3aHCKUH HallMOHATBHBIA MCCIIE0BATENILCKUN TEXHOTOTUIECKUH
YHHBEPCHUTET».

1.2. Bua noapasneneHus: yIpaBlIeHYECKOE.

1.3. Oduc  ympaBlneHHS  MPOEKTaMHU  ABIAETCS  CTPYKTYPHBIM
oJpa3feIeHueM ¢benepanbHOro roCy1apCTBEHHOI'O OIO/IIKETHOTO
00pa3oBaTeNbHOTO  y4YpeXAeHHs  Bbicmero  obpasoBanus  «KaszaHCKHH
HAIlMOHAIBHEIM  MCCIIEOBATENIBCKUH  TEXHOJNOTHYECKHH  YHHMBEPCUTET» U
MOJYUHSAETCS PEKTOPY.

1.4. Tlonsoe Ha3Bauwe mnoppaszjueneHus: Oduc ymnpapieHUs] NPOEKTaMH
denepanbHOro rocyAapCTBEHHOTO OIOKETHOr0 00pa3oBaTENbHOIO YUperKAeHUs
BBICIIero  npodeccuoHansHoro obpasoBanus «Ka3aHCKMH — HalMOHAIBHBIN
HCCIIeIOBATENIbCKMM TEXHONOTUYECKUH YHUBEPCHTET», COKpallleHHOE Ha3BaHUE:
OVIL

1.5. OVII B cBoeil meATeNnsHOCTH pyKoBoAcTByeTcs KoHcTHTylHeH
Poccuiickoit @enepanmu, 3akoHomarenbcTBoM Poccuiickodt Denepauuu H
Pecniy6nuku Tartapcran, YcraBom YHuBepcutera, [IpaBuiamu BHYTPEHHETO
pacropsiika Y HUBEpCHTETa, IPHKa3aMH PeKTopa u HacToswuM [TonoxeHneM.

1.6. Tlourosslii ampec: 420015, Kazans, yu. K. Mapkca, 1.68.

1.7. Anpec mectononoxxenus: 420015, Kazans, yi1. K. Mapkca, 1.68, KOMH.
15%;

1.8. IlItarHoe pacrmucanue OVYII paspabareiBaercs [IDY u yTBepkIaeTCA
PEKTOPOM.

2. Ilenwn, 3aga4u U PYHKIHH

2.1. llensto mestensHocTu OVII siBisiercst obecniedenne 3(QeKTHBHON
peanusaiuy, KOOpAUHALMY U YIIpaBIEHHE ITPOSKTaMH ...



@ IIpuinoxennel
MMWHOBPHAYKH POCCHHA

MdenepaibHOE rocylapcTBeHHOE 0I0KeTHOE
o0pa3oBaTeIbHOE YUpeKIeHHe BbICIIero 00pa3oBaHus
«KazaHckHii HANHOHAIBLHBIH HCC/II0BATEIbCKHH TEXHOJOTHYECKHI YHHBEPCHTET»
(®I'bOY BO «<KHHUTY»)

IIPUKA3

O npoBeieHHH KYJAbTYPHO-MaCCOBOI0O
meponpusitusi «Jlura KBH KHUTY»

B cooTBeTcTBHMH C IIaHOM BocmuTarenbHoi paborel YMIIUCP, ¢ nensro
Pa3BUTHS MOJIOJEKHON NOMUTHUKH U CTYJCHYECKMX HHUIHATHB T P M K @ 3 BI B a IO:

1. TlpoBect B akTOBOM 3aje Kopmyca «/I» KyJIbTypHO-MaccoBoe
meponpustie «Jlura KBH KHUTY» (manee — MeponpHsTHE) B COOTBETCTBHH C
[Tporpammoii meponpustus (ITpunoxenue Ne 1).

Cpox —21.12.2021.

2. Jlist opraHuW3aliii ¥ TMPOBEIEHHs MEPONpPHATHS CHOPMHPOBATH
opranu3anoHHelit komuteT ([Ipunoxenue Ne 2).

3.  Jlexamam (daxyabTeTOB OOECHEYHUTh Yy4acTHe CTYJEHTOB Ha
MepomnpusaTuH cornacHo kBote ([Tpunoxenue Ne3).

Cpox —21.12.2021.

4.  KoHTposib 3a UCIONHEHHEM IIpHUKa3a BO3JIOXHTh Ha MPOPEKTOpa Io
BCP IllaBayieeBy A.P.

Bpuo pekxropa HO.M. Kazakos



IMPOTPAMMA

[Tpunoxenne Ne 1
k npukazy ®I'BOY BO «KHHUTVY»
oT Ne

KyJIbTypHO-MaccoBoro Meponpusatus «Jlura KBH KHUATY»

Mecto
Hara Bpems —— Meponpusitue

PenaktupoBanue porpamMm

10.12.2021 | 16:00 —20:00 BBICTYILICHHS KOMaH]]
Y4aCTHUKOB MEPOIIPHUATHS

PenaktupoBanue  IporpamMm

13.12.2021 | 16:00 —20:00 BBICTYTLJICHHUS KOMaH[
Y4aCTHUKOB MEPOIIPUATHUSA

PenmakTHpoBaHMe  IpOrpamm

15.12.2021 | 16:00—-20:00 BBICTYILJICHHUS KOMaH[
Atrosiifisay | IACTHHKOR MEPOTIPUATHS

PenaxtupoBanue IporpamMm

17.12.2021 | 16:00 — 20:00 Koprryca «Jb> BBICTYTLJIEHHUS KOMaH[
YYaCTHUKOB MEPOIIPUATHUS

PenaktupoBanue  mporpamm

20.12.2021 | 16:00—20:00 BBICTYIIJIEHUS KOMaH/{
YYaCTHUKOB MEPOIIPUATHSA

08:00—17:00 I(“:ez)—r{g;anm{aa penerzi?;paMMH,

L1220 [Toxas MIPOrPaMMEI

18:00 —20:00
MEPOTIPHUITHS




[punoxenue Ne 2
k npukazy ®I'bOY BO «kKHHUTVY»
oT Ne

CocTaB OpraHu3alHOHHOI0 KOMHTETA
IS IPOBEIEHUs KyJIbTypHO-MaccoBoro Meponpusatus «Jlura KBH KHUTY»

Ipencenarens oprkomutera — rnpopekrop no BCP IllaBaneesa A.P.

YteHBl OPrKOMHTETA! HadanbHUK Y MITuCP Tonsmes P.A.
nagansHuK [IMITuCH Mcnamora H.P.
pykoBoautens Ctynkiny6a bynanosa IO.A.
texuuk Ctynkimyda CyBopoBa A.C.
mupektop KJIC Paxumosa P.H.
umxenep 1 kareropuu KJIC @arkymnun P.P.
texHUK YMITuCP Wlommun J1.1.

texuuk | kareropun YMITUCP Kosnos ML A.




[Tpunoxenne Ne 3
k npukasy ®I'BOY BO «kKHUTY»

oT Ne
KBoTa
JUTSL YJacTHS CTYIEHTOB B KYJIBTYPHO-MacCOBOM MEPOIIPUATHH
«JIura KBH KHUTVY»
PakyabTeTHI KBora

OOMUAU 46
OOTHUDL 27
M® 21
OOMTO 29
OCTC 16
OITIBA 20
OHHX 45
OXT 18
OHH 31
OTIIM 33
OTIINK 21
OIIT 29
OIN 17
OTHUC 27
O 23
OYA 22
dCIIO 12
KTK 12

HUTOTIO: 450




@ Ipuaoxenue 3
MWHOBPHAYKHW POCCHUH

denepaibHOE rocy1apcTBeHHOE 0I0’KeTHOE
o0pa3zoBaTe/IbHOE yUpeKIeHHEe BbICIIero 00pa3oBaHHusA
«KazaHcKkHil HAUMOHANBHBIH HCCIEA0BATEIbCKHI TEXHOJIOTHYeCKHH YHHBEPCHTET»
(®I'bOY BO «KHHUTY»)

PACIHOPA’KEHHUE

O Ha3zHaYeHHH OTBETCTBEHHBIX JIHII

B nensx obecrieueHus Bbe31a HHOCTPAHHBIX 00y4arolUXCs Ha TEPPUTOPHIO
Poccuiickoit @enepanuu, coriacHo pacrnopspkeHuto IlpaButensctsa Poccuiickoit
Menepauuu ot 16 mapra 2021 r. Ne639-p Heo6x0o a1 U M O:

1. Hasnauuts nexana ®MOII BacunreBa A.A. OTBETCTBEHHBIM JIMIIOM 32
OpraHU3alHUI0 B3aMMOIEHCTBHS C MHOCTPAHHBIMH OOYYarOIMMHUCS II0 BOIIpOCaM
UX MPUOBITUS B BY3BI.

2. Hasnauute umxenepa ®MOII MBanoBy O.P. 0TBETCTBEHHELIM JIMIIOM 32
BHECEHHME HMH(pOPMAlUK 10 HHOCTPAHHBIM oOydaromumcs Ha «EmWHBIA mopTan
rOCYJapCTBEHHBIX U MyHHIUMATBHBIX YCIYT (QYHKIH)».

3. Pacnopsoxenue ot 26.03.2021 Ne 65 cuuTaTh yTpaTUBLIMM CHITY.

4. KoHTpOJIb 3a HCIONHEHHWEM HACTOAINETO PacIOpsDKEHHs OCTaBIAI 3a

co0oH.

ITpopextop o VP JLILL. Cynranosa



@ IIpunnoxenune 4
MHWHOBPHAYKH POCCHUHU

®DenepaabHoe rocyIapcTBeHHOe G10IKeTHOe
o0pa3oBaTe/ibHOE YupekKIeHHe BbICIIEro 00pa3oBaHus
«KazaHckuii HAUMOHAJBLHBIA HCCJIE10BATEIbCKHI TEXHOJIOrHYeCKHI YHHBEPCHTET»
(®PI'BOY BO «<KHHUTY»)

ITPOTOKO.I
3acelaHUs THPEeKIHH

« » 20 Ne

IIpencenarenscTByromwuii — @amunus M.0.
Cexperapp — @ammnus H.0.
[IpucyrcrBoBanu: 17 yenoBek (CIHCOK IIpHiIaraeTcs)

ITOBECTKA JHSI:

1. O mepax o peanuzanuu ¢peaepanbHOMR LeleBOH MPorpaMMBHl ...
Hoxnan 3amecturtens nupekropa @amunus M.0.
2 i

1. CJIVIIAJIU: ITerpos ILIL — TexcT noknana mpunaraercs.
BBICTYIIMIIN:
@amunus W.0. — kpaTkas 3aMuch BEICTYIIJICHHUS.
@amunus M.0. — kpaTkas 3anuch BBICTYILICHHUS.
PEIIMJIN: ITOCTAHOBWJIN)
1.1. CpopmupoBaTh BpeMeHHbIE TBOPUYECKUE KOJIEKTHBBI 110 pealu3aliuu
IIPOEKTOB
(henepalibHO# 1IeNeBOH MPOrpaMMEI ...
1.2. TToaArOTOBUTE U YTBEPIUTH IUIAHEI pabOTHI IO MpoeKTaM (enepaibHOH
L[eJIEBOM

IIPOTPaMMBHI ...

2 550

IIpencenarenscTBYOIUN IMonnuce n.0.
Qamunus

Cexperapb [Noanuce N.0. ®amunus

* TlepBoii yka3bIBaeTcs (haMHIIHS M HHHITHAIBI OCHOBHOTO JIOKJIAIYHKA, 3aTeM - GaMUITHH H
HHHIIHATBI JIHLl, Y4aCTBOBABIIMX B 00CYKIEHHH BOIIpOCa.
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MUHOBPHAYKHW POCCHUHA

denepasibHOE rocyJapcTBeHHOE 0I0KETHOE
o0pa3oBaTe/IbHOE YUpesKIeHHe BhIcImero 00pa3oBaHus
«KazaHckuii HAUMOHAJILHBII HCCIe0BATeIbCKHH TEXHOJIOTHYECKHH YHHBEPCHTET
(®I'bOY BO «KHHUTY»)

MMPOTOKOJI
OIEpaTHBHOIO COBEIIAHHUS Y 3aMECTUTENIS JIMPEKTOpa IIEHTpa

« » 20 1. No

3amectutens aupektopa - @amunus H.0.
Cekpetaps - @amunusa 1.0.
ITpucyrerBoBau: @amunus 1.0., @amunus U.0., @amunus HU.O. ...

1. O6 opranuzanyu obcnenosanus nmo reme HUOKP ...

(®amunusa U.0.*, Gamunust U.O., @amunus 1.0.)

1. YcTaHOBUTS, YTO ...
2. Pykosoautemo Tembl (Pamunus 1.0.) obecneyuTs KOHTPOIIb ...

2. O6 yuacTuu B 3aceaHUH pabovel TPy 110 ...

(®amunus U.0.*, @amunus U.0O., @amunua 1.0.)
1. IToAroTOBHTE K 3acenanuio pabodel rpyIinbl MAaTEPUAIbI O ....
3aMecTUTeNnb AUPEKTOPa [Tonmuce N.0. Gamunus

Cekperapb [Tonmnuce N.O. ®amumnus

* [TepBoii ykaspiBaeTcs HaMUIHA U HHALMAIB! OCHOBHOTO JIOK/IAI4MKa, 3aTEM - baMHTHH |1
HHUIMAE] JIMI, Y9aCTBOBABIINX B 00CYKIECHHH BOIIpoca.



=

MHWHOBPHAYKH POCCHH

®enepaibHOe rocylapeTBeHnoe 0l01KeTHOR
obpazoBaTebHOE yUpeKICHHE
BbICHIEro 00pa3oBaHHsA
«KazaHCcKkHil HAHOHAILHBIIH HCCIEI0BATEIbCKH I

TEXHOJIOTHYECKHH YHHBEPCHTET»
(PI'BOY BO «KHUTY »)
K. Mapkca ya., 1.68, Kazans, 420015

Tel. (843) 231-42-00, dakc (843) 238-56-94:
e-mail: office@kstu.ru, www kstu.ru

OKIIO 02069639, OT'PH 1021602854963,
HMHH/KIIIT 1655018804/165501001

No

Ha Ne oT

00 yuacTuu B aHKETUPOBaHUH

Ipunoxenne 6

PexTopy
HanmMeHoBaHWe OpraHu3aluu

Damunus 1U.0.

Veaxxaembiid Img, OtuectBo!

[IpemmaraeM Bam NpUHATH ydacTHe B aHKETHPOBaHWHM 0Opa3oBaTEeNbHBIX
OpraHu3allfii, OCYIIECTBIIAIOIIMX MOATOTOBKY CIEIHMAMCTOB IO HHXEHEPHBIM

CIICMUAJIBHOCTAM.

AHKeTHpOBaHME IPOBOJUTCS HaMH B IeiX cOopa mH(OpMAIMU O BYy3ax,
BBINTYCKAIOIIMX CIENUATHCTOB HEOOXOMMMBIX HaM CIIENHATbHOCTEH, KOTOPBIX B
nanbHeHIIeM MOXKHO ObII0 ObI TPUBJIEKATH ISl IPOXOXKIEHHs MIPOM3BOACTBEHHOH
NPAKTHKH U TTOTIOJHEeHHs] 1ITaTa CIEUaIMCTOB Ha MPEANPUATUAX OTPACIIH.

3anoJHEHHYIO aHKeTy ITPOCHM BBICIIATE B HAII aJ[pec.

[Tpunoxenue: AHkera Ha 2 1. B 1 9K3.

Pextop I[Toamuch

Hneun ML.H.
+7 (495) 924-45-67, ilin@mail.ru

HN.0. Gamunus




@ IIpunoxenne 7
MHWHOBPHAYKH POCCHUH

®enepaibHOe rocy1apcTBeHHOE O10/KETHOE
o0pa3oBaTe/IbHOE YUpeKIeHHe BbIcIero 00pa3oBaHus
«Ka3aHcKHH HAMOHA/ILHBIH HCC/Ie0BATEIbCKHIl TeXHOJOTHYeCKHIl YHHBEPCHTET»
(®I'bOY BO «KHHTY»)

AKT
MPOBEPKH TEXHHYECCKOIO COCTOSIHHA OPITEXHHKH

« » 20 1. No

Ocuoganue: npukas pekropa KHUTY or HU.MM.ITIT Ne N «O nposepke
TEXHUYECKOT O COCTOSTHUS OpPTTEXHUKH, MCIIOIb3yEeMOH OTZEJIOM
JIeJIOTIPOU3BOICTBAY.

CocraBnen: 3amecTuTeNneM HadalbHHKa HHGOPMAIMOHHO-TEXHUYECKOTO
otaena @amunusa M.0., HavanbHUKOM aqMUHUCTPATHUBHO-X03AHCTBEHHON CITY)KOBI
@amunus M.0. , 3aBeayromum otaenom aenonpousBoactsa @amummus M.O.

B xome mpoBepkHM TEXHHYECKOTO COCTOSHUS OPITEXHHKH OTaena
nenonpousBoacTsa, nposeneHHod Y4.MML.ITTT, ycranoBneHO ...

ITpoBepKo# IpHU3HaHbl HEPUTOIHBIMH 715 SKCILTyaTallly:

[Tonnuce HN.0. ®amunus
ITonmuce HN.0. ®amunus

IMToamuce HN.0. ®amunus
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Bpuo pexropa ®T'BOY BO «KHUTVY»
KazaxoBy FO.M.

JTOKJIATHAS 3AIIMCKA
ot 10.10.2021 Ne 35-OKu/l
00 yBeTMYEeHHH IITATHOH

YHCJICHHOCTH IMOAPa3aCIICHUA

B cBsi3u cO 3HAUUTEIBHBIM YBEIHYCHHCM 00BeMOB 06p&63’I‘HBa€M0ﬁ KOppECIOHACHIIHH,
BOCTYH&IOH.Ieﬁ B CBA3H C .... MpOIIy Bac H3pICKAaTR BO3MOXHOCTH YBEJIMYHTL INTAaTHYIO
YUCJIEHHOCTE OTAENa Ha OAHY JOIKHOCTE BEAYINEIro JOKYMEHTOBEAA.

Havaneauk OKuJl [Toamucek N.0. Oamunus
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PykoBomutensiM ynpaBieHHH 4 OTAEI0B
CJIYKEBHAS 3AIINCKA
ot 10.10.2021 Ne 35-AXP
[Togaga 3aBOK Ha aBTOTPAHCIOPT
B mensx mnosbimends 3(G@(EKTHBHOCTH MCIONB30BaHHS H COKPAILIEHHS IIPOCTOEB

ABTOTPAHCIIOPTHBIX CPEACTB LEHTPA MPOIIY PYKOBOAMTENIEH IOApa3/Ie/CHHH MoaaBaTh 3asBKHU
Ha aBTOTpPaHCIOPTHBIE cpeacTBa He mo3aHee 15:00 mHs, MpeaecTBYIONMIETO TOE3IKE.

PykoBoauTens aIMHHHCTPATHBHO-
XO35IHCTBEHHOH CI1yKOBI N.0. Gamunus
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ITPUMEPHBIA NEPEYEHBb YTBEPXKJIAEMBIX TOKYMEHTOB

1. AKTBl (IDpOBEpOK, pEBU3UH; CIHMCAHMSA, OSKCIIEPTH3BI, JIMKBHUAALMUH
OpraHu3alui).

2. I'paduxu paboT, OTIYCKOB, CMEHHOCTH.

3. MHCTpYKUMHU, JODKHOCTHBIE HHCTPYKIHH.

4. Knaccudukaropsl MHPOpPMaLUH, JOKYMEHTOB.

5. MeTomuueckre peKOMEHIaLHH, METOIHYECKHIE YKa3aHUs U METOIUKH.
6. HoMeHkaTypa nen opraHuzaliuu.

7. HopMBI 4 HOpMAaTHBbI (BPEMEHH, YUCIEHHOCTH PabOTHUKOB, PACX0Ma ChIPhs
¥ MaTEPUAJIOB, 3JIEKTPOIHEPTUH).

8. OmucH e (IOCTOSHHOTO, BpeMeHHBIX (cBblie 10 JIET) CPOKOB XpaHEHUA
IO JIMYHOMY COCTaBY).

9. Tlepeunn (IOMKHOCTEH, OpraHM3alyii, BUIOB HH(HOPMAIIMH, JOKYMEHTOB).
10. ITonuTukwu.

11. IMonosxenus (o Hoapa3aeIeHUsIX, IPEMAPOBaHNIH, ATTECTALMH).

12. Iopsanku.

13. IlpaBuna.

14. PernaMeHTs! (B TOM 4UCJIe€ pErTIAMEHTHI OM3HEC-TIPOLIECCOB).

15. CraHmapTel OpraHU3aliy.

16. YcraBsl.

17. YauduuupoBaHHble GOPMBI JOKYMEHTOB.

18. IlITaTHOE pacnucaHHe.
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ITPUMEPHbBIA ITEPEYEHD
JTOKYMEHTOB, 3ABEPSIEMbIX IEYATBIO OPTAHU3AITUHA

1. ApxuBHas crpaBKa.

2. AxThl (TIpHeMa 3aKOHYEHHBIX CTPOHTEIBECTBOM OO0BEKTOB, 000pPYHOBaHHUA,
BBIMIOJTHEHHBIX paboT, CIIUCAHUs, SKCIIEPTU3EI).

3. Konmuy ¥ BBIMHUCKH W3 JIOKYMEHTOB, BbIJaBa€MBIX I IIPEACTABICHHA B
ApPYTrue opraHu3alrH.

4. O6pasipl OTTUCKOB MevyaTed W MOANHMCEH pabOTHMKOB, MMEIOIIHX IPABO
coBepIIaTh GUHAHCOBO-XO3AHCTBEHHBIE OIEPAIIUH.

5. Tlopyuenus (OromxeTHble, OaHKOBCKHE, TEHCHOHHBIE, ILIATEXKHBIE,
MHKACCOBBIE B 6aHK Ha MOMy4EHHE MHBAIIOTEI CO CUETOB, IEPEBOJ BAJIFOTEL).

6. IlpencraBneHus W XomaTaicTBa (O HArpaXACHWH TOCYIapCTBEHHBIMH
HarpaaaMH U PEeMHIMH).

7. PeecTpsl (4eKOB, TIOPYYEHHU, IPEICTABIAEMBIX B OaHK).

8. CrnpaBku (0 qoxoAax (U3MYECKHX JIMI, O BBIIUIATE CTPAaXOBBIX CYyMM, O
6aIaHCOBOM CTOMMOCTH OCHOBHEIX (DOHIOB, IO MEPCOHU(DUIMPOBAHHOMY YHYETY,
OhOPMIEHHIO CTPAaxXOBBIX CBHIETENBCTB, IO 3ampocaM OpraHM3alyH, 10
OKYMEHTaM, TIPETIOCTABIISIEMBIM B CY /I, - IO HEO6XO/IUMOCTH).

9. YaocroBepenus pabOTHHKOB.
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NMPUMEPHBIN IIEPEYEHD
HEPETUCTPUPYEMBIX BXOJAHIUX JTOKYMEHTOB

Ecnu yka3zaHHbIE NOKYMEHTHI IMOCTYIMJIM C CONPOBOAMTENBHBIM ITHCHMOM,
NIUCBMa PETUCTPUPYIOTCS B TOPSAKE, YCTAHOBICHHOM HHCTPYKLHMEH 10
JIeJIONIPOU3BOICTBY YHUBEPCHUTETA.

1. AHKeTHI (pe3toMe), HalpaBlisieMbIe B LENIAX TPYAOYCTPOHCTBA.

2. Byxrantepckue moxKymMeHTHl (Oyxranrepckas OTYETHOCTb, CYETa, CUeTa-
(baKkTypbl, aKTbl CBEPKM B3aHMMOpPAacUeTOB, aKThl IPHEMKH-TIEpENAaYHd OCHOBHBIX
Cpe[ICTB, TOBapHbIe HAaKJIaHbIE).

3. 'OCTBI, TeXHUYECKHE pErIaMeHTh], pyKOBOIALIME U APYTHe TOKYMEHTHI I10
TEXHUYECKOMY PeryJIMpOBaHHIO U CTaHAApTU3ALIMH.

4, I'paduku, HapsIbl, 3aSBKH, pa3HAPSIKH.

5. JlokymeHTbl (TIpOEKTBI  IOKYMEHTOB), TpeOyromue IOANHCaHUS
(cormacoBaHus, YTBEPXKIEHHUS ) U ITOCIEAYIOLIEro BO3Bpara.

6. KoHkypcHas TOKyMEeHTaLHs.
7. Hay4qHO-TexHUYECKas U IIPOEKTHAs JOKYMEHTAIH.

8. Koppecnonnenmus, agpecoBaHHas pabOTHUKAaM OpraHM3alMU C ITOMETKOH
"JIuano".

9. IleyaTHble W3naHusA (KHHTH, JKypHajbl, Ia3eThl), KaTaJOr'd, TEXHHUYECKasd
TUTEepaTypa, TeMaTHUYeCKUe U CrielialbHble COOPHUKH, IIaKaThl.

10. TTo3xpaBuTeNBHbIE MICBMa K TeJlerPaMMBI, 01aro1apCTBEHHBIE MMMChMa U
TeJlerpaMMEI, IPUTIaCUTENbHEIE OUIIETEI.

11. IlpelickypaHTel.

12. [TpurnacurensHble OUIETHI, IPUITIALIEHHUS.

13. TIporpaMMbl KOH(EPEHIUH, COBEIIAHUH.

14. PexnaMHble MaTepHalsl (IIMCbMa, JIUCTOBKH, TPOCTIEKTHI, OYKIETHI).
15. YueOHEle TIaHbl, IPOrPaMMBL.

16. @opMel W OnaHKH, B TOM dHcie (GOPMBI CTAaTUCTHYECKOW W HHOH
OTYETHOCTH.
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®enepanpHOE rocyaapcTBEHHOE

OromKeTHOE 06pa30BaTEIBHOE YUPEKIECHHE YTBEPXKJIAIO
BEICIIEr0 00pa3zoBaHus Bpno pexropa
«KazaHCKMH HAIlHOHAIBHBIN 10.M. KazakoB
HCCIEI0BATEIbCKHH « » 20 I

TEXHOJIOTHYECKHH YHHBEPCHUTET»
(®I'bBOY BO «KHUTV »)

HOMEHKJIATYPA JAEJI

« » 20 T.
Ha roja

Wnnexe 3aros0BOK JAena Komu- | Cpok xpaHeHUs [Ipumedanne

nena YECTBO 1 Ne cTaTten
Jen 10 NEePEeYHIO
1 2 3 4 5
Ha3zpanue paszeina
Hauansruk YKJIO N.0. Gamunus
JIu1o, OTBETCTBEHHOE 3a apXUB HN.0. ®amunus
COI'JTACOBAHO COT'JIACOBAHO
I[Tporokon DK ITporoxon SIIMK I'ocynapcTBEHHOTO
®T'BOY BO «KHUTVY» xomuTeTa PecrryGmuku Tatapcran
10 apXUBHOMY IEIY
oT Ne oT Ne
HroroBas 3anuch 0 KATErOPHAX M KOJHYECTBE Jie/l, 3aBeIeHHbIX B roay B
®I'OY BO «KHUTY»
ITo cpokam XxpaHeHUs Bceero B Tom gucie
nepexoIAIuX ¢
1 2 3

ITocTossHHOTO

Bpemennoro (cepnue 10 1eT)

Bpemennroro (10 10 jieT BKIIOYATENBHO)

WUTOI'O:
Havansauk YKJIO HN.0. ®amunus

HTorosble cBeeHHs NepeJaHbl B APXHB.

JIKI10, OTBETCTBEHHOE 32 apXUB 1.0. @amunus

« » 20 T




DenepalbHOE rOCYJapCTBEHHOE
OromKeTHOE 00pa3oBaTeNbHOE YUpekKIeHHE
BhICIIEr0 0Opa3zoBaHus
«KazaHckui HaIlMOHAIBHEII
HCCIe0BATEIbLCKHH
TEXHOJIOTHYECKHUH YHUBEPCUTET»
(O®I'bOY BO «KHUTVY »)

HAUMEHORAKUE NOOPA3OENEHUR

HOMEHKJATYPA JAEJ

IIpunoxkenue 14

Ha roa
Hnnexc 3aroyoBOK jena Kon-Bo Cpox xpanenusa 1 |[Ipumeyanue
Jena TOMOB (JacTei) HOMepa cTaTeH 1o
HEPEYHIO

1 2 3 4 5
Haumenosanue donscnocmu
PYKo8oOuUmens noopaszoeneHus

TMOANKCH pacndpoBka NoAMHCH
« » 20

JIu1o, OTBETCTBEHHOE 3a apXHUB H.0. Gamunus

Hrorosasi 3amuch 0 KaTeropusix H KoJH4YecTBe J1e/1, 3aB¢/IeHHbIX B rogy B
noapasaeeHHH
B ToMm umcie:
I[To cpokaM XpaHEeHHA Beero =
NEePEeXOSIINX ¢ oT™MeTKoi DK
1 2 3 4
ITocTostHHOTO
Bpemennoro (cBbie 10 neT)
Bpemennoro (mo 10 net BK1.)
UTOT'O:
HauMeHOBaHKe JOIKHOCTH
PYKOBOJMTEINS [T0Ipa3ielIeHUS MOIIHCH pacmudpoBKa MOANUCH
« » 20
Hroroesle ceeaenus nepeaanst B apxus ®I'OY BO «KHUTY»
JIuio, OTBETCTBEHHOE 33 apXUB H.0. ®amunusa

« » 20 T.




denepanbHOE rOCYIapCTBEHHOE
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OromxeTHOe 00pazoBaTenbHOE YUpeKICHUE YTBEPXIAIO
BBICIIIEr0 00pa3oBaHUs Bpwuo pexropa
«Kazanckuit HallMOHATBHBIN OI'bOY BO «kKHUTY »
HCCIIEN0BATEIbCKUN HO.M. KazakoB
TEXHOJIOTUYECKUN YHUBEPCHUTET» « » 20 r
(@I'BOY BO «KHUTVY »)
®onpx Ne P-2647
OIIUCD Ne
ZIeJ IOCTOSTHHOTO XPaHEHHUs
3a roj
Ne | Unnekc 3aronoBoK aena Kpaitnue | Kosngectso [Ipumeyanue
/I Jena JIaTHI JINCTOB
1 2 3 5 6

Hassanue pazgena

B nmanHBII pasaes OIIuCH BHECEHO!

aeln,

¢ Ne o

(umdppamu M NPOMKCEIO)

B TOM YHUCIIE

JIMTEpHBIE HOMepa:

IPOIYIIEHHBIE HOMEpA:

HaumeHOBaHHE JOJDKHOCTH
COCTaBHTEIIA OIMHCH

.HI/II.IO, OTBETCTBCHHOC 3a apXHUB

COI''TACOBAHO
[Tpotoxon DK
®I'bOY BO «kKHUTY »

OT « » 20 r. Ne

IIOOITHCE

paciupoBKa IOATHCH

H.0. ®amunus

YTBEPXJIEHO
[Mporoxon IIIMK T'ocynapcTBeHHOro
komuTera Pecnybmuku Tatapcrad 1o

apXHBHOMY JIEITY
OT« » 20 r. Ne




®enepaipHOE rocyJapcTBEHHOE
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OromxeTHOE 00pa30BaTENIbHOE YUPEKACHHE YTBEPXIAIO
BBICIIIEr0 0Opa3oBaHus Bpwuo pextopa
«Kazanckuil HalmOHANBHBIH ®I'bOY BO «KKHUTY »
HCCIIeIOBATEIbCKHH HO.M. Ka3zakos
TEXHOJIOTHYECKHI YHUBEPCHUTET» « » 20 o
(®I'bOY BO «KHUTV »)
@oupg Ne P-2647
OITHUCH Ne
nen BpeMeHHoro (cBeime 10 nert)
CPOKOB XpaHEHHUS
3a 2012 roma
Ne | Mapexe 3aronoBoK Jena Kpaiiane Cpok | KonuuectBo | IIpumMedan
n/ | nmena JaThl XpaHEeHH JIUCTOB He
i s
1 2 3 4 5 6 7
1 | 1-1-01 | Ilepemucka o mnepenage | 05.02.2012 10 net 46
MMYIIECTBA B | 29.05.2012 DIK
JIOBEPUTENILHOE
yIpaBleHHe ZOBEpH-
TEJILHOMY YIIpaBIIso-
memy
2 JlokyMeHTHI 0 co3nanuu ¥ | 24.01.2012 15 ner 81
AHHYJTHPOBAHHH 25.06.2012 IMK
SNEKTpOHHOH  1H(poBOi
nojnucu. Tom 1
3 JloKyMeHTBI 0 co3/aHuu H | 26.06.2012 15 ner 91
aHHYJIMPOBaHHHA 25.12.2012 OIIK
SNMEKTPOHHOH  IHGPOBOH
MO/TIHCH. Tom 2
(mocneHUM)
4 JlokyMeHTBl  (3asBICHUS 15 ner 32
KOTHH SIK
yYpeauTeNIbHBIX
JIOKYMEHTOB, BBIHCKH H3
peecTtpa, CIIPaBKH,
pelLIeHHs, YBEJOMIICHUS H
Ip.) O ToCyAapCTBEHHOH
perucTpainum
IOPpAIHYECCKOro JIHIa, o}
NpeKpaleHuy  JesTelNb-
HOCTH HPHIHYECKOTI0
nmuna 3a 2012 rog




B naHHBIN pa3zien onucH BHECEHO: 4(geTnIpe)

Aell,

(umdpamu 1 NporKceI0)

¢ Ne 1 o 4 B TOM YHCJIIE
JTUTEpHBIE

HOMepa: HET

IPOINYIIEeHHEIE HOMepa: HET

HanMeHoBaHHE JOIKHOCTH

COCTaBHTEIIA OITHCH
TIOANHCh

.HI/IIJ;O, OTBETCTBCHHOEC 34 apXHB

COI'JTACOBAHO

[Tpotokon DK

®I'bOY BO «kKHUTY »

or« 18» oxrsbps 2013r. Ne 123

pacurdpoBKa MOANHCH

HN.0. Oamunusa




@enepanpHOE rocy1apcTBEHHOE
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OromKeTHOE 00pa3oBaTENbHOE YUPEKICHUE YTBEPXJIAIO
BBICIIIEr0 00pa3oBaHHs Bpwuo pextopa
«Kazanckui HallHOHABHEIN ®I'BOY BO «KHUTVY »
HCCJIeI0BATELCKUN
TEXHOJIOTHYECKHI YHUBEPCUTET 1O.M. Kazakor
(®I'bOY BO «KHUTV») « » 20 s
®oua Ne P-2647
OITUCH Ne
JIET TI0 TUYHOMY COCTaBY
3a roJ
Ne | Hnnekc 3aronoBok gena | Kpaiinue Cpox Komugec | Ilpumeuanue
n/m nena IIaThI XpaHeHHA TBO
JIUCTOB
1 2 3 4 5 6 7
B manHHBIHM pa3nenn OnucH BHECEHO: e,
(uxdpaMH H MPOMHUCHIO)
c Ne o B TOM 4UCIIE

JIATCPHBIC HOMEpPA.

IPONMYIIEHHBIE HOMEpPA:

Haumenosanue ooncHocmu
cocmagumens OnUcU

JIuno, OTBETCTBEHHOE 34 apXHB

COT'JIACOBAHO

[Tpotokon DK

®I'BOY BO «kKHUTY »

oT «__ » 20 1. Ne

TNOAMHCH pacumn(poBKa MoANHCH

HN.0. Gamunus

COI'JTACOBAHO
[Tpotoxon SIIMK TI'ocymapcTBEHHOTO
koMuTeTa Pecnybiuku TaTtapcran mmo

apXHUBHOMY JIEJTY
oT« » 20 r. Ne




®enepanpHOE roCyIapCTBEHHOE
OromKeTHOE 00pa30BaTENbHOE YUPEKICHHE
BBICIIIEr0 0Opa3zoBaHus
«Ka3aHckuil HalMOHAIBHBIN
HCCIlIeI0BaTeIbCKHM
TEXHOJIOTHYECKUH YHUBEPCUTET»
(®I'bOY BO «KHUTVY »)

AKT
No

O BBLOCJICHHH K YHHYTOXCHHIO JOKYMCHTOB

TI0JIHOE HA3BaHHE CTPYKTYPHOTO MOJIPa3 e/ ieHHs

HE IIOAJNIEKAIMUX XPaHCHHIO

IIpunoxenue 18

YTBEPXJIAKO
Bpuo pektopa

IO.M. Kazakos
« » 20 T

Komuccueit B cocrtaBe: mnpencematens — ooaicHocme u D.H.O. pykosooumens

CMPYKMYPHO20 NOOpPA30eNeHuUs;

YjeHBl KOMMCCHH: OodcHocms u @.H.O. compyonuxa,

omeemcmeenHoe 3a OelONPOU3B00CME0 UIU MAMEPUATbHO OMEEMCMBEHHO20 Tuya U He
O0NOHUMENLHO He MeHee 00H020 COMPYOHUKA CMPYKMYPHO20 hOOPA30eneHUs.

Ha ocHOBaHMH HOMEHKJIATYpBI OET HA36aHue CMPYKMYpHO20 HNOOpa3oeNeHus W TI0

HCTCYCHHUIO CPOKOB XpPaHCHHA 0T06paHBI K YHHYTOXEHHIO, KaK HE€ HMCIOIMHC Hay4IHO-
HCTOpH‘IeCKOﬁ IIEHHOCTH H YTPaTHBINHE IPAaKTHYECKOE 3HAYCHHE, CICAYIOLIHE NOKYMCHTHI 3a

TOMIBL:
Ne 3arooBoK Aea Fomer | Komugect Cpoxn [Tpumeuanne
n/n H JIOKYMEHTOB BO €[IMHHUL] | XpaHECHHA H
XpaHeHus | HoMepa cTaTei
TI0 TIEPEYHIO
1 2 4 4 5 6
Uroro en.xp. 3a roJsl

(umdppamu 1 NponKckio)

Hpez[ce,t[a"renb KOMHCCHH

YneHBI KOMHCCHH

.HHI.IO, OTBETCTBECHHOE 3a apXHB

» 20 T.

MOAIMHCH pacHdpoBKa MOMHCH

MNOANHCH pacH(ppOBKa MOANHCH
TNOANHCH pacuu(poBKa MOANHCH

TIOZNHCE pacmHndpoBKa MOIANHCH

MOJNHCh paciHpoBKa MOIMHCH




JIOKYMEHTBI B KOJIMYECTBE

eml. Xp.:

LH(paMH U MOAMKUCHIO
—Ha GYMa)I(HOM HOCHTEJIC BECOM

KI' CIaHbl HA YHHUYTOXKCHHE,

— Ha 3JICKTPOHHOM HOCHTEJIC CAaHbl HA YHHYTOXKEHHC

(crioco® YHHUTOKEHHA)

[Ipencenarenb KOMHCCHH
MNOANMCe

YneHBI KOMHCCHH
MNnoAnMch

NOANMHCE

NOANKCH

« » 20 T.

IIOKYMCHTBI B KOJIHYECTBE

pacmrdpoBKa MOAMHCH
paciuu(ppoBKa MOAMHCH

paciK(ppoBKa MOIMTHCH

pacmngpoBKa MOAMHCH

enl. Xp.:

i pamMu ¥ OAMHCEIO
— Ha OyMa)XHOM HOCHTEIIE BECOM

— HAa 3NIEKTPOHHOM HOCHTEJIC IPUHATEI HA YHHYTOXKCHHEC

KI' IPHHATHI HA YHHYTOXEHHEC,

(cnoco® yHHHTOMKEHHS)

Hauansrux
X034IiCTBEHHOT0 OT/AeNa

(noanuce)

(paciui(ppoBKa MOAMKCH)

IIpono/KeHne GIAHKA AKTA 0 BHIIEIEHHH K YHHYTOXKEHHIO IOKYMEHTOB CTPYKTYPHOI0
noapasaeieHus, He MOAJeKAMHX XPaHeHHIO
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D. Ne
['ocynapcTBeHHOE OIOKETHOE yUpeKIeHHE
[NocynapctBenHblit apxuB Pecriy6nuku Tarapcran
Omn.Ne
. Ne

DeiepalibHOE TOCYAAPCTBEHHOE OI0IKETHOE 00pa30BaTe/IbHOE YUPEKICHUE
BBICLIEro obpaszosanus «Ka3aHCKHil HallMOHATIBHBINA HCCIIEN0BATENBCKUN
TEXHOJIOTUYECKUH YHUBEPCHTET»

(®I'BOY BO «KHUTY»)

Otnen KaHIEIAPHH H OICIOIMPOU3BOACTBA

JEJIO Ne 00 TOM N 00

Ipuka3bl peKTOpa M0 JUYHOMY cocTaBy paboTHukoB NeNel-40

21.02.2013 - 04.12.2013

Ha 300 JHCTax
D No Xpauuth 50 aet OIIK

On.Ne

O Ne




JIUCT-3ABEPUTEJIb JIEJIA Ne

Ipunoxenne 20

B nene noqmuTo ¥ NpOHyMEpPOBaHO 127 (cTO BAAIATH CEMB) JIACTOB,
LH(paMH H MPOMHUCHID

c Ne 1 o Ne 127 B TOM 4HCIIE!

JHTEPHBIE HOMEPA JTHCTOB S4a :

IPONyIIeHHBIE HOMepa JINCTOB 37

+IIMCTOB BHYTPEHHEH OIHUCH 3(rpu)

OcobeHHOCTH HHU3MYECKOT0 COCTOSHHS U (POPMHUpPOBaHKA JI€NTa

Homepa nucToB

Hepaz6opuuBEkIil TEKCT 58
CkJefika U3 2 JTHCTOB 87
JIucT HamopBaH M 3aKieeH 93

NOANHCE

Crapiuuii apxuBapuyc

«20» _mapra 2022rT.

DHO
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BHYTPEHHSIS1 OITUCh
JOKYMEHTOB Jejia Ne 1
Ne | Perucrpa- Hara 3aroyIoBOK JJOKyMEHTa Homepa [Tpumeua
n/m HHOHHBIﬁ JOKYyMCHTa JIUCTOB [eJia HHE
HHIOCKC
JOKYMCHTA
1 2 3 4 5 6
r-001 (08.02.2014 |[Ipuxa3z o npueme Ha 1
abomy
2 I-002 118.02.2014 |I[Ipuxas o 2
npedocmasneHuu
omnycka pabomHuxy ...
(no bepemeHHocmu u
odam)
3 I-003 25.03.2014 |[Ipuxas o npexpawjernuu 3
(pacmopoiceHuu)
mpy008020 002080pa c
abomHUKOM
4 I-004 |18.04.2014 |IIpuxa3z o nepesooe Ha 4
opyayio pabomy
Htoro 4 (ueThIpe) JTIOKYMEHTOB.

KonuyecTBO JIMCTOB BHYTPEHHEH ONUCH

(umdppamu M NPOMHCEIO)

1(oauH)

(uu(pamMi H NPOTHCEIO)

HonscrHocms cCOmMpYoOHUKA, COCMABUEULe20
6HYMPEHHIOK ONUCL OOKYMEHMO8 0eld

« »

20 T

MOAINKHCE

paciuidpoBKa NOANHCH




