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1. OBIME MOJIOKEHUS

1.1. Hacrosmas HMHCTpYyKIMS 110 A€NONpPOU3BOACTBY (manee — MuCTpyKIMS)
paspaboraHa B UelIX YCTaHOBICHHS eNUHBIX TpeGOBaHMH K TIOATOTOBKE W
COCTABIIEHUIO TOKYMEHTOB, 00paboTKe, XpaHEHHIO M HCIIONB30BAHUIO IOKYMEHTOR,
00pasylomuxcst B JeATeNBHOCTH (eflepallbHOTO TOCYIAPCTBEHHOTO OFOKETHOTO
00pa3oBaTeNbHOT0  YYPEKIACHUS  BBICHIETO  OBPA30BAHHS «JlanbHeBOCTOUHbIH
rOCYapCTBEHHBIH TEXHUYECKMH PBIGOXO3SIACTBEHHBIA YHHBEPCHTET (namee —
VHuBepcurer, OI'BOY BO «JlamppbIOBTY3»), COBEPIIEHCTBOBAHUS
ACJIONIPOM3BO/ICTBA U MOBBIIICHUS €ro 3()(QEKTHBHOCTH B YHHWBEPCHUTETE, 4 TAKIKE B
ero ¢umuanax. Hacrosimas wHCTpYKUMS 00S3aTenbHA I HCIIONHEHHS BCEMM
paboTHUKAaMU YHUBEPCHUTETA.

1.2. B ¢unmanax YHHBepcHTETA AETOMPOM3BOLCTBO BEAETCS CAMOCTOSTENLHO
¢ cobmonenueM TpeboBanmii HacTosmel MHCTpyKumei.

1.3. MHCTpyKIKs pacTpoCTpaHseTcs: Ha OPraHU3allkIo PaboThl ¢ NOKYMEHTaMH
HE32BHCUMO OT BHJA HOCHUTENS, B TOM YHCJIE C 3JIEKTPOHHBIMH JOKYMEHTAMH,
BKIIFOYass WX MOATOTOBKY, PCTHCTPAIMIO, y4€T M KOHTPOJb HCIONHEHHS,
OCYILIECTBIAEMBIE C IPUMCHEHHEM WH()OPMAIMOHHBIX TEXHOIOTHI B Y HUBEpCHTETE.

1.4. Cucrembl aBTOMaTU3NPOBAHHOM 06PAbOTKH HOKYMEHTOB, IPUMEHSEMBIE B
YHUBepcHuTETE, NOMKHBI OOECIIeYnBaTh BBLIONHEHWE TpeGoBaHuii HacTosmeit
HucTpykuum.

Opranusanus, BejileHde U COBEPIICHCTBOBAHNE CUCTEMBI JJOKYMEHTALMOHHOTO
oOecrieyeHMs YHHBEpPCHTETa HA OCHOBE CIHHOM TEXHWYECKOW IIONHTHKM U
IPUMEHEHNS COBDPEMEHHEIX TEXHHYECKHX CPENCTB IpHU paboTe ¢ JOKYMEHTaMHu,
METOMECKOE PYKOBOJICTBO U KOHTPOIb 3a COOMIONEHNEM YCTAHOBIEHHOTO MOPS/IKa
paboTBl € IMOKYMEHTaMH B CTPYKTYPHBIX MONPA3[AENCHHUSIX OCYIIECTBISET OOLIMiL
OTHEeN YHUBEPCHUTETA.

1.5. O6mmit ormen VumBepcurTeTa HaeT yKasaHHs MO BOIIpOCAaM BeIEHUs
JICIONPOM3BOCTBA, OOsA3aTeNbHBIE /U1  WCIIONHCHHS BCEMH CTPYKTYPHBIMHE
NOApa3/IeeHUAMI YHUBEPCUTETA, INPOBEPSET COCTOSHHS JENONPOM3BOJICTBA B
CTPYKTYPHBIX TOAPa3JICIeHUAX YHUBEPCUTETa, 00ydaeT pabOTHUKOB OTBETCTREHHBIX
32 BEJICHUE [eTIONPOU3BO/ICTRA B CBOMX CTPYKTYPHBIX TOAPA3ICIEHMIIX.

1.6. OTBETCTBEHHOCTh 33 OPraHH3ALMIO M COCTOSHME AENOTPOM3BOJICTBA,
CBOCBPCMEHHOE W Ka4YeCTBEHHOE WCIIOJIHEHME JIOKYMEHTOB B COOTBETCTBHH ¢
HOPMATHUBHBIMA TpeOOBaHHSAMH IO JIENOHPOU3BOJCTBY, HX COXPAHHOCTH B
CTPYKTYPHBIX  TOJpA3[CNeHUuAX  BO3JArAeTCs  Ha  pPYKOBOIMUTENEH  OHTHX
oApasaeeHu .

HernocpencreHHoe — BemeHMe — NeNONPOUSBOACTBA B CTPYKTYPHBIX
IIOpasAeNeHMsIX Y HUBEPCUTETA OCYLIECTBISIETCS PabOTHUKOM MOJpa3ieleHus, Ha
KOTOPOTO BO3IOXKEHBI OOSM3aHHOCTH 10 BENEHHIO JCIONPOM3BOJCTBA (mamee -
TENOIPOU3BOUTEIb TOAPA3EIICHIS).

BHOBE npuHATBIE PabOTHHKM, HA KOTOPBIX RO3JIATAIOTCS OOS3aHHOCTH MO
BEIICHUIO JICJOMPOM3BOJCTBA B CTPYKTYPHBIX IOJpasfeNiecHUsX YHHBEPCUTETA,
00s13aHBI B TedeHWe Tpex paboumx IHeH mocne TMOCTYIUICHWS Ha paboTy mpoiTH
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MHCTPYKTaX MO BEJEHWIO JENONPOM3BOACTBA B CTPYKTYPHOM IIOApPA3fielieHIH,
KOTOPBIN JOJKEH IPOBECTH PYKOBOIUTEND JAHHOIO CTPYKTYPHOTO TIOApa3/ielieHuUs.

1.7. Ilepen yxomoMm B OTIYCK, BEIC3IOM B KOMAaHIMPOBKY, Ha BpeMs OOJIE3HH,
IpH [EPEBOJE B JPYroe CTPyKTYpHOE IOApa3feleHHe WM B cllydyae YBOJbHEHHS
paboTHuKH 00s3aHBI IepeNaTh BCe HAXOMSIUMECS Y HUX JOKYMEHTHI JIHILY,
OTBETCTBEHHOMY 3a BEJEHHE JIENONPOU3BOJCTBA B CTPYKTYPHOM TIOApa3/IeleHUH,
WA APYTroMy paOOTHHKY O YKa3aHUIO PYKOBOIUTEIS MOAPAa3IeIIeHNUS.

Ilpy yBompHEHMM pabOTHMKA WM €r0 MEepeBOfe B IPYroe CTPYKTYPHOE
HOfApa3eleHre MePefadya JOKyMEHTOB M el OCYLIECTBISETCS II0 aKTy Ipuema-
repe/iauy JJIOKyMEHTOB U Jel.

1.8. PaboTHMKM CTPYKTYPHBIX IOIpa3[eNeHuii YHHBepCUTETa HECYT
NEPCOHANILHYIO OTBETCTBEHHOCTL 3a BBIIOJIHeHUe TpeboBanmii HMHCTpyKnuu u
COXPaHHOCTh HAXOAIIUXCS Y HUX TOKYMEHTOB.

1.9. O6 yrpare MM HeUCHpPaBHMOM IIOBPEXICHHH NOKYMEHTOB pabOTHHK
00si3aH  He3aMeJUIMTEeNhHO  JOJOXHTh  PYKOBOIAMUTENIO  COOTBETCTBYIOLIErO
CTPYKTYpHOIO mofpasfeneHus. PyKoBoAuTenb CTPYKTYPHOTO MOZpa3jieseHus
HasHayaeT Clly’keOHoe paccliefoBaHKe, O Pe3yNbTaTax KOTOPOIro He IO3JHEE CEMH
pabounx gHeH 00s3aH yBEIOMHUTH CBOHMX BBIIICCTOSIIMX PYKOBOIUTENEH.

1.10. Conepxanue ciayKeOHBIX NOKYMEHTOB HE TIOIUIEIKUT pPasriIallleHuro,
nepeada CIrykKeOHBIX JOKyMEHTOB, X KOIH, IPOEKTOB CTOPOHHHM OpPTaHHU3allHAM
¥ (pU3MYECKUM JIMIAM JIOIYCKAETCsl TOJBKO ¢ MMCEMEHHOTO pa3penienns pexTopa u
IPOPEKTOPOB O HANPABICHUIO AEATENBHOCTH NPH COCTABICHHH aKTOB IpHEMa-
nepenavy JOKyYMEHTOB.

1.11. Tlomoxenus WHCTpyKLIMH He paCHpPOCTPaAHSIOTCS HA OPraHU3ALHIO
paboTel ¢ JOKyMEHTaMH,  COACPXKAIIMMH  CBEJEHHUS,  COCTABISIOIIUE
rocyapcTBeHHyo TaiHy. OcobeHHOCTH paGOTBI ¢ AOKYMEHTAMH, COJIEPIKAIHUMHI
KOH(QHASHIMaNbHYI0 HHGOPMAIMIO (CIyXKeOHYI0O M WHYHI TaliHy, IepCOHAJIbHEIE
IaHHBIE) PEryIUpPYIOTCS OTHENbHBIMH HOPMATHBHBIMH AaKTaM# (HHCTPYKIHSIMH,
pernamMeHTamMy, TMOJOXEHUSMH, NPaBUIIaMH), YTBEPXKIEeHHBEIMH IIPUKa30M PEKTOpa
YHuBepcurera.

1.12. TpeboBanus MucTpykmumum npu pabore ¢ OyxranTepckoi, KaapoOBOi,
HAyYHO-TeXHMYECKOM M APYrod CIeHHalbHOM AOKyMEHTaluell pachpoCTpaHAIOTCA
JMIIL B YaCTH OOIIMX NMPHUHLMIIOB pabOThl ¢ JTOKyMEHTaMH, a TaKKe MOIrOTOBKH
AOKYMECHTOB K II€peavdc eI B apXHuB.

1.13. IlpaBuna paboTBl ¢ JOKYMEHTaMH B CHCTEME 3JIEKTPOHHOIO
HOKyMeHTooOopoTa opranmsauun (manee — COJl) w wHBIX HWHOOPMAITHOHHBIX
cUCTeMaX, B KOTOPBIX OCYLIECTBISIETCS co3laHue (BKIIOYEHHE) H XpaHEHHe
JOKYMEHTOB, HE IOJDKHBI BXOIUTH B IIPOTHBOpPEYHE C TIOJOKEHUSIMM HACTOSINEH
HucTpyKuuu.

2. HOPMATHUBHBIE CCBLIIKHA

Hactosimas MHCcTpykums pa3paboraHa ¢ y4yeToM TpeOOBaHHH CIIeaylomux
HOPMATUBHBIX JOKYMECHTOB:
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— llocranosnenue Ilpasutensctea P® or 15.06.2009 Ne 477 «O6
yTBepKAeHUH [IpaBuil eNnonpoU3BOACTBa B (henepaabHbIX OpraHaX UCIIONHUTEBHOM
BIIACTU;

- Ilpukas Pocapxusa or 24 nexabps 2020 r. Ne 199 «O6 yrsepskaeHnn
MeTomIIeckiX peKOMEHAUH 110 Pa3paboTKe HHCTPYKUUH 110 JeNOIPOH3BOLCTEY B
TOCYIapCTBEHHBIX OpraHax, opraHax MeCTHOTO CAMOYIIPABIEHH;

— [Tlpnkaz Pocapxusa or 20.12.2019 Ne 236 «O6 yreepxnennu ITepeurs
TUIOBBIX YTIPABICHYCCKUX ApXUBHBIX JOKYMEHTOB, 00pasymoIuuxcs B IIpolecce
AEATENBHOCTH TOCYNApCTBEHHBLIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABICHUS H
OpraHM3alki, ¢ YKa3aHUEM CPOKOB MX XpaHEHHU»;

— llpuxa3 Pocapxusa or 11.04.2018 Ne 44 «O6 yreepsknenun IIpumepHoit
HHCTPYKIIMH [0 JAETOMPOU3BONCTBY B TOCYIAPCTBEHHBIX OPraHHU3aIHAX;

— Ilpuxaz Pocapxmsa or 31.07.2023 Ne 77 «OG6 yreepxkmenun ITpaBmn
OpraHM3allii XpPaHEeHWs, KOMIUIEKTOBAaHMS, y4eTa M WCIOIb30BAHMS JIOKyMEHTOB
ApxusHoro ¢ouna Poccuiickoli Deneparuu W Ipyrux apXMBHEIX JOKYMEHTOB B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOrO CaMOYIPaBIEHHUsI U OpraHU3aLUsSX,;

— T'OCT P 7.0.97-2016 HaumonaneHsii craggapt Poccuiickoi Denepalium.
Cucrema craHmapToB 10 HHGOPMANHH, OMONMOTEYHOMY M HM3ATENBCKOMY JEIY.
OpraHn3alOHHO-paCTIOPAIMTENbHAS TOKYMeHTalust. TpeGoBanus K odOpMIEHHIO
nokymenToB (yreepi/ien Ilpukasom Poceranmapra ot 08.12.2016 Ne 2004-ct) (nanee
—T'OCT P 7.0.97-2016);

— T'OCT P 7.0.8-2013 @enepankHOe areHTCTBO 10 TEXHHYECKOMY
PErylnMpOBaHHIO M METPOJOTHU HAMOHANLHLIH CTAHAAPT POCCUMCKON (ejepalun
CHCTEMa CTaHNapTOB IO HWH(pOpMauuu, OUOIMOTEYHOMY H H3IATENLCKOMY SNy
TEJIONPOM3BOACTBO M ADXUBHOE NEJI0 TEPMUHBI U OITPE/IENCHUS;

— @epxepanbHpid 3ak0H ot 27.07.2006 Ne 149-®3 «O6 wunbOopMaimy,
WH()OPMAIMOHHEIX TEXHONOTHSIX U O 3alUTe HHPOPMAIIHIY;

— @enepansHplii 3ak0H oT 22.10.2004 Ne 125-®03 «O6 apxuBHOM jeiie B
Pocculickoit Memeparmmn;

— Oepepanbubii 3akoH oT 27.07.2006 No 152-®03 «O mnepcoHaNBHBIX
JAHHBIX»;

— llpukas Munkomcessu Poccuu ot 31.07.2014 Ne 234 «O6 yrBepskaeHUn
ITpaBun oxazaHUs yCIyT TIOYTOBOM CBA3H;

— @epepanbubii 3akoH . Ne 59-03 or 2 mas 2006 . «O mnopsmke
paccMOTpeHus o0palleHuil rpaxkaad B Poccuiickoi Denepanumy;

— ¥Ycras ®I'BOY BO «1anspuidBTY3».

3. TEPMMUHBI 1 OTPEAEJIEHHSA

ApXHB — CTPYKTYypHOE IOApa3JelNeHue YHHUBEPCHTETa, OCYIIeCTBISIOLIee
XpaHeHHe, KOMIITIEKTOBAHUE, YUET U HCTIONB30BaAHUE APXUBHAIX JOKYMEHTOB.

biaHk jokymenTa — TucT GyMaru WM SIeKTPOHHEIN [1a0I0H ¢ PEKBU3UTAMH,
UICHTAQUIUPYIOMIMME aBTOPa OUIHATIBHOIO IOKYMEHTA.
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Buza — pexBuU3UT, BEIpaKarOIIMH cornacue (Hecornacue) TODKHOCTHOIO JIUIA
C coJiepKaHHEM JOKYMEHTa.

Brarwuenne ngoxymenta B COJl -  ocymecTBieHue NEeUCTBUH,
00eCTeYnBAOIIMX pasMEIICHHE CBEACHUH O TOKyMEHTe H/HIH TOKYMEHTA B CHCTEME
3JIEKTPOHHOIO JOKYMEHTO000POTA.

Heso — NOKyMEHT WM COBOKYIIHOCTH HOKYMEHTOB, OTHOCSIIUXCS K OHOMY
BOIIPOCY WM YYACTKY JIeATeIbHOCTH, TOMELIEHHBIX B OTACIBHYIO 0O0I0KKY.

HenonpounssoauTenib — PabOTHHK OPraHU3ALUH, OTBETCTBEHHEIN 33 BEICHME
ACIIONIPOU3BOJCTBA B CTPYKTYPHOM IIOAPa3AelNeHnH Y HUBEPCHTETA.

/eIoNpoH3BOACTBO — AEATENHHOCTH, ObecIeunBalomas 0KyMeHTHPOBaHHe,
JIOKYMEHTO000pOT, HCTIONB30BaHUE H ONEPATUBHOE XPAHEHHE JOKYMEHTOB.

HokymenT — 3aduKCHpOBaHHAS Ha  HOCHTENE UACHTUDHITHPYeMast
MH(POPMALHS, CO3NAHHAS WIW TONyYeHHash YHHBEPCHTETOM M COXpaHsSEeMas MM B
Ka4eCTBE TOATBEPKACHNA IIPABOBBIX 0053aTeILCTB HIIH JEJIOBON eI TeIhHOCTH.

HoKyMeHTaNbHbLIH (POHI — COBOKYIHOCTH HOKYMEHTOB, obpasyromuxcs B
IEeSTEIBHOCTH OpraHU3aIlii.

JToKyMeHTO000POT — [BUKEHNE NTOKYMEHTOB B OPraHM3alldd ¢ MOMEHTA UX
CO3JJaHHMS MITH TTOJTyYSHHMS 0 3aBePIeHNs] HCIIONHEHHSI MITH OTIIPABKH.

JOKYMeHTONOTOK — COBOKYIHOCTH JOKYMEHTOB OJ[HOTO BHIA MM
Ha3Ha4YeHH A, IMEIOIIUX 00U MapIIpyT.

Joctynm (K AOKYMeHTY) — BO3MOXHOCTH M YCIOBMS MOIYYECHHS U
MCITOJIB30BaHUsA TOKYMEHTA.

3aBepeHHas KONHSA [OKYMEHTAa — KONWS JOKYMEHTa, Ha KOTOpOH B
YCTaHOBIICHHOM  IIOPSAKE  IPOCTABIEHB PEKBH3HTHI, 0O0CCIIEYMBAIOIIHE €€
IOPHIMYECKYIO 3HAYUMOCTD.

Hudopvanmonnas cHeTeMa — COBOKYITHOCTE coJiepiKallieiics B 6a3ax TaHHBIX
HHpOpManu 1 obecreurBalIINX ¢¢ 06paboTky WHOOPMALMOHHBIX TEXHOIOTHI 1
TEXHUYECKHX CPEeJICTB.

HcenomHuTe b — pabOTHAK YHHBEPCHTETA, B 30HE OTBETCTBEHHOCTH KOTOPOTO
HaXOOWTCS CO3/JaHUEe TMPOeKTa MOKyMEHTa, €ro oOQopMIIeHHE, COIMNIACOBAaHHE H
IPEACTaBICHUE Ha MOANMCH PYKOBOICTBY.

KonTeiinep 3/1eKTPOHHOr0 JAOKYMEHTAa — 3JIEKTPOHHAsA marka B Bume ZIP-
apxuBa, BKIIOYAlOLIAs OJIICKTPOHHBIA IOKYMEHT, BKIIOYas €ro MeTajaHHble, H
00eCIIeunBAIOIIAs HENOCTHOCTh 3MEKTPOHHOrO JOKYMEHTa TIpU ero meperade Ha
XpaHeHue.

Konust foxymenTa — 3K3eMIIIAp JOKYMEHT4, HOJHOCTHIO BOCTIPOM3BOISIIIHIA
HHQOPMAIHIO MOIIHHHAKA JOKYMEHTA.

Koppecnongenuusi — JOKYMEHTEHI, COCTABISIONIME IIEPEITHCKY MEKITY
OpraHam¥ BJIACTH, IOCYJAapCTBEHHBIMH W HETOCYIApCTBEHHBIMH OpPraHU3alHSIMH,
GU3HICCKIME JTULEAMH.

JIokaabHbI HOPMATHBHBIH aKT — HOPMATHBHBIM aKT, W3TAHHBIN PEKTOPOM
YHUBEpCHTETA WM MHBIM YIIONHOMOYEHHBIM WM JIMIIOM, YCTAHABIHBAIONIHiL
(M3MEHSFOIMH, OTMEHSIONTNI) NpaBHia, HOPMBI, TPeGOBAHMS, HANPABIEHHBIE HA
PerIaMeHTaIio yIPaRIeHYeCKol, (PMHAHCOROM, afMUHUCTPATHBHO-X03AHCTBEHHOM
U MHOH JEATENBHOCTH Y HUBEPCUTETA.



8

MapmpyT moKkymeHTa — IOCII€10BATENBHOCT ONEpALii, COBEPLUACMEIX C
AOKYMEHTOM B IIPOIIECCE €ro CO3MaHUA M MCIIONIHEHHUA.

HomeHkyaTypa men — cuCTeMaTH3HPOBAHHEIM TepedeHb 3aroJOBKOB el
Co3/laBaeMbIX B YHHUBEPCHUTETE, C YKA3aHHEM CPOKOB MX XPaHEHMUSI.

O6bem poKymMeHTOOGOpPOTA — KONHMYECTBO JOKYMEHTOB, BKIFOYEHHBIX B
JOKYMEHTOOOOPOT 3a ONpeeNeHHbIi epHo BpeMeHH (MECSI, MOTyTOHeE, ron).
OnepaTtnBHOe XpaHeHHe JOKYMEHTOB — XpaHeHMEe [OKYMEHTOR B

CIPYKTypPHOM TOJAPA3JICIEHUH JI0 HX TMepefadyd B apXuB YHHUBEPCHTETa WIIH
YHUYTOXKEHUS.

Onuce pgen  cTpykTypHOro mnoapasnesieHHMsi —  y4eTHBI JIOKYMEHT,
BKJTFOYAKOMIMK CBECHUS O JieliaX, CHOPMUPOBAHHBIX B CTPYKTYPHOM MOAPA3AeIeHUH
U IO[JIeXKAIMX Tlepeiave Ha XpaHeHHe B apxXuB Y HUBEPCHUTETA.

Opranu3auHOHHO-PACIOPSIANTENLHAA  JOKYMEHTAUMS  —  KOMILTEKC
JOKYMEHTOB, 00ECIICIMBAIOIINX PeANU3aLMIO (ByHKIMH yIPABIEHHS OpraHU3aLHEN.

Odopmaenne nena — moaroToska fera K nepejiade Ha apXUBHOE XPaHEHNE,

Odopmitenne mokymeHTa — TIPOCTABICHHE Ha JIOKYMEHTE HEOOXOIMMBIX
PEKBU3UTOB.

Ilepputnas  o0paGoTka aoKymeHTa (3KcmegumuonHas oGpaGorka
MOKYMeHTa) — KOMIUIEKC paboT, BBINONHAEMBIX C [OKyMEHTOM IpPH €ro
NOCTYIICHUH B YHUBEPCHUTET (IIPOBEPKA MPABUIBHOCTH aIpPECOBAHMS, IeTOCTHOCTH,
KOMIIIEKTHOCTH H JIp.).

IleuaTs — ycTPOICTBO, cozepikallee KIHINe, KaK IPaBHIO, KPYro# (GopMsL
HCIIONB3yeMOe TSI 3aBEPeHMs] COOCTBEHHOPYYHOM TIOANMCH JOKHOCTHOTO JIHIA Ha
DOKYMEHTe IIyTeM HaHECEHUA OTTHCKA KJINITe Ha Oymary.

HopnuBHUK [JOKYMeHTa — IEepBbIH WIH EIWHCTBCHHBIN IK3IEMILIP
IOKYMEHTA.

Hoanucanue (10KymeHTa) — crioco0 yIOCTOBEPEHHs TOKYMEHTA MOIIHCHIO
JOIDKHOCTHOTO JIMIA, paOOTHHKA OpraHU3aliy, GU3NYECKOro JIHIA.

PermcrpannoHHblii  HOMep [JOKyMeHTa (perucrpanuonnplii  HHIEKC
MIOKYMeHTa) — Lu(ppoBoe Wik OyKBeHHO-IIH(PPOBOE 0003HaUeHHE, IPHCBANBAEMOE
TOKYMEHTY B LEJIAX €r0 UASHTU(HUKAIIMHA H YUeTA.

Perucrpauns nokymenTa — TpHCBOGHHE [NOKYMEHTY PErHCTPAIIMOHHOIO
HOMEPa U 3alMCh CBEACHUH 0 TOKYMEHTE B PEIHCTPAllMOHHO-YYETHYO (opMy.

Pesoyironma — peKBU3UT, COAEPKAINMN YKa3aHHMsA NOKHOCTHOIO JIMIA IO
UCTIOJIHEHMIO TOKYMEHTA.

PeKBH3HT JOKyMeHTa — D3IIEMEHT [OKYMEHTa, HEOOXOOUMBIM IUIL €ero
0o(QOopMIIEHHS U OPTaHU3AINH PabOThI C HHUM.
CucremMa  NOKYMEHTAUMHM —  COBOKYIIHOCTH  BHIOB  JOKYMEHTOBR,

B3aMMOCBS3aHHBIX 110 INPHU3HAKAM HA3HAYeHUs, cephl NeATENIEHOCTH M EOHHBIX
TpeOOBaHUH K MX 0DOPMIIEHHIO.

Cuerema 351eKTpoHHOro noxymenToodopora, CIJ/1 — aBromMaruzupoBaHHas
MH(OPMAI[MOHHAs CHCTeMa, 00eCIeYHBaoIIas BKIFOYEHHEe TOKYMEHTOB B CHCTEMY,
yHOpaBJIeHHE JOKyMEHTAMM, OIIEPATHBHOE XPaHEHHE W JOCTYI K HUM.

Cornacosanue mnpoexTa AoKyMeHTa (BH3MPOBAHHE) — aHAIH3 MpoOEKTa
JIOKYMCHTa  3aMHTEPECOBAHHBIMU  OPraHW3ALMSIMY, TOJUKHOCTHBIMH  JIMUAMHY,
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CHEIMAIUCTAMU B IENIIX OIEHKM 11eJeco00pa3sHOCTH W3MaHus JOKYMEHTa U
COOTBETCTBUS IIPOEKTA JOKYMEHTA ACUCTBYIOLIEMY 3aKOHOIATEIBCTBY U TOKAILHBIM
HOPMATUBHBIM aKTaM.

Cpox XxpaHeHusi AOKYMEHTOB — I[I€pUOJ BPEMEHH, B TEeYEHHE KOTOPOIro
JOJDKHO 00ecneunBarbes XpaHeHUe JTOKYMEHTa B COCTaBe MOKYMEHTAIIBHOTO HIIN
apXUBHOTO (OHIA.

YHuuTOXKEeHHEe ~ JOKYMEHTOB  —  HCKJIOYEeHHE  JOKYMEHTOB W3
TOKYMEHTATBHOTO WM apXWBHOrO (OHZA IO HCTEYEHWH CPOKA HUX XpaHEeHHd C
HOCTENYIOMINM YHUUTOXEHNUEM (yTUNU3aIUe ).

YTBep:kIeHHe JOKYMeHTa — CIIoco0 yIOCTOBEPEHHUS TOKYMEHTA U BBEIEHUA
ero B JielicTBHE, CAHKIMOHWUPYIOMMHA pacrpocTpaHeHHe IeHCTBHS IOKyMEHTa Ha
OTIpee/IeHHbIN KpyT OpraHu3alui, moapa3aeneHunit, paboTHHKOB.

®opmupoBanue [ejia — BKIOYEHHE MCIOJHEHHBIX OKYMEHTOB B JIeNIO B
COOTBETCTBHU C HOMEHKJIATYpOHU Jed.

IMTamn — ycTpoMCTBO, cojepikallee KIHUIIE, KaK NPaBUIO, MPIMOYTOILHOM
dopMBl, 178 HaHeceHUs Ha Oymary OTMETOK CIyXKeOHOTO, CIPaBOYHOTO, YYETHOI'O
xXapakrepa.

JIKCHepTH3a NEHHOCTH J0KYMEHTOB — H3yYE€HHE TOKYMEHTOB Ha OCHOBAHWH
KPHUTEPHUEB HX LEHHOCTH B LEISIX ONPENeNeHHs CPOKOB XpaHEHHS JOKYMEHTOB H
oT6opa UX Ul BKIIOUEeHHS B cocTaB ApxuBHOro gouja Poccuiickoii @enepaiuu.

DJIeKTPOHHAs KONHSl [JOKYMEHTa — KOOWS JOKYMEHTa, CO3JaHHas B
1 poBoi Ghopme.

DJIEKTPOHHAs MOANHCHL — HHQOpMAalUs B JJIEKTPOHHOH (opMe, KOTopasd
IIPUCOEIMHEeHa K JpPyrod HMH(pOpMalWM B 3JEKTPOHHOH (opMe (TOIMHCEIBAEMOM
uHQoOpMalUK) WIH HHBIM O0pasoM CBsA3aHa C Takod wuHpoOpMammedl W KoTopas
VICTIOIB3YETCS JUIS ONpeesICHMS INA, TTOIMICHIBAIONIETO HH(POPMAIIHEO.

JIeKTPOHHOE [eJ0 — DJJEKTPOHHBIM [JOKYMEHT WIH COBOKYIIHOCTb
EKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX B 0a3e TaHHBIX HHHOOPMAIIMOHHOH CHCTEMBI C
OJIHMM W3 3ar0JIOBKOB HOMEHKJIATYPBI JeJ.

JJIEKTPOHHBIH JOKYMEHTO00OPOT — yIPaBIIeHHE JOKYMEHTAMU B YCIOBHUIX
MpUMEHEeHUs UHPOPMALIMOHHBIX TEXHOIOIHA.

DJIEeKTPOHHBIH JOKYMEHT — JIOKyMEHT, CO3/IaHHBIN B DJIEKTPOHHOMH (hopMe.

4. TOKYMEHTHPOBAHHUE YIIPABJIEHYECKOWM
AEATEJBHOCTH

4.1. OpraHu3alMOHHO-PACIIOPSAUTENbHBIE TOKYMEHTHI, CO3/1aBaeMbie B
NIesSTeTFHOCTH  YHHBEPCHTETa, [OIDKHBEI OBITE OQOPMIIEHBI TI0 IIPABUIIAM,
yCTaHOBIIEHHBIM HacToseHd MHcTpyKimer.

4.2. BHOCHTH KakHMe-TMOO HCIpaBICHUS WJIH AOOaBIEHWS B TIOIIMCAHHBIC
(YTBep KIIeHHBIE) TOKYMEHTHI He JI0IyCKaeTCs.

4.3. OcobeHHocTH OQOpPMIEHUST JOKYMEHTOB, CO371aBa€MbIX B CTPYKTYPHBIX
NO/IPa3/IENIEHUsIX Y HUBEPCUTETA M OTPAKAIOIIUX CHEeNMPUKY MX NeATEILHOCTH, a
TaK>Xe npaBHjIa OpraHM3anin p360TBI (& JAaHHBEIMH AOKYMEHTaMH MOIYT
YyCTaHABIUBATHCA OTAEIBHBIMY TOKAIBEHBIMIA HOPMATUBHEIMHA aKTaMH Y HUBEPCHTETA.
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4.4. Ilpn ncnonezosanun COJI B LemsX NOBBIIEHHs >QGeKTHBHOCTH CO3IaHMe
AOKYMCHTOB OCYIIECTBJIACTCA C HCIOIBb30BAHMEM 11A0NIOHOB GJIAHKOB JOKYMEHTOB ¥
I1a6I0HOB JIOKYMEHTOB.

ONEeKTPOHHBIE MAOIOHBI OIAHKOR JOKYMEHTOB IOMKHBEI OBITH HICHTUUHLI
OJaHKaM TOKYMEHTOB Ha GyMa)KHOM HOCHTEJE.

4.5. JlokyMeHTEl YHHBepcHTeTa 0GOPMISIOTCS Ha GIaHKAX HITH CTaHJAPTHBIX
nmucrax Oymaru dopmara A4.

4.6. lna co3zmaHus DOKYMEHTOB, OTPAXKAFOIINX CIELU(PUKY esITEeTLHOCTH
CTPYKTYPHBIX  NOAPA3JCNCHUN  YHMBEPCUTETa, ¢  YIpaBACHUS  JaHHBIMH
AOKYMEHTAMH MOTYT HCIIOTB30BAThCS APYTHe HHMOPMAIMOHHBIE CHCTEMEL.

4.7. JL1ist H3TOTOBJEHMS IOKYMEHTOB B Y HUBEPCHTETE UCIIONB3YIOTCH:

— Omnank npukaza (ITpwioxenne No 1);

— G6mank pacnopspxerus (TTpuioskerne Ne 2);

— Gmank muckMa yriaosoi (TTpuioxenue Ne 3);

— Gnank nucema npoponsHE ([punoxkenue Nod);

— GrnaHK nucpMa Ha HHOCTPAHHOM si3bIKe yrioBoit (ITpunoxenue Ne 5);

— OnanK nucbMa Ha MHOCTPAHHOM SI3bIKe IPOAOIbHbIH ([Tprmoxenne Ne 6);

— Onank nuceMa CTpyKTypHOro noapaszesenus ([Ipunoxerne Ne 7);

— Omank npukasa (pacmopsDKeHWS) O HAIPABICHWH B KOMaHIUPOBKY
pabornuka (IIpmnosxkerne Ne §);

— Onanx cnpasku (Ilpumoxenve Ne 9);

— Onank akra (Ilpunoxenue Ne 10);

— Onank nosepennoctH (Ipmoxenue Ne 11);

— Onank nporokona (Tpunoxenue Ne 12).

4.8. Tlpy w3pmanwm JOKYMEHTOB Ha CTaH/IapTHBIX JIMCTaX OymMard Ha HUX
BOCIIPOM3BOJATCSA PEKBH3UTHI, HEOOXOMUMEIE /U TOKYMEHTOB KOHKPETHOTO BHIA
WY Pa3HOBUIHOCTH.

4.9. Ha OnaEkax [0OKYMEHTOB BOCIDPOM3BONWTCS TOBAPHBIM 3HAK W/ W
(ombneMa) YHUBepcuTeTA.

4.10. Ilpoextnporanue GIAHKOB JOKYMEHTOB Y HHBEpPCHTETA OCYIIECTBISIETCS
B cootBercTBHU ¢ ['OCT P 7.0.97-2016.

4.11. bpagku HOKYMEHTOB YHHBEPCHTETA W3rOTABIMBAIOTCS TUIIOTpaCKUM
CII0COOOM, CPEICTBAMH OIIEPATHBHOM MONMIPAdUH WITH KOMITBIOTEPHOMN TEeXHIK.

4.12. JIoKyMeHTHl M3rOTaBIMBAIOTCA HAa OYMa)KHOM HOCHTENE M B tdopme
BJIEKTPOHHBIX JTOKYMEHTOB € COONIONEHMEM YCTAHOBICHHBIX IPABUI O(GOPMICHHS
IOKYMEHTOB.

4.13. JlokymeHTBl YHHUBepcUTETa, OPOPMICHHBIE KaK Ha OnaHke, Tak U 6e3
HEro, JOJDKHEI UMETh MOJIT HE MEHEe:

20 mm — neBoe;

10 amm — npagoe;

20 mm — BepxHee;

20 mm — HUKHee,

4.14. JlokymeHTBl JTHTENBHBIX (CBEIE 10 J1eT) CPOKOB XPAHEHHS HOJKHEI
UMETH JEBOE 1oJie He MeHee 30 MM.
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4.15. JloxymeHTBI, H3[aBacMble COBMECTHO ONHOW WM HECKOILKHMI
OpraHu3alMsIMH,  OQOPMIAIOTCS  HA  CTAHZApPTHBIX  IHCTaX  Oymarm ¢
BOCTIDOM3BEIICHHEM PEKBU3UTOB BCEX OPIraHU3alyii, VYACTBYIOIIMX B M3AAHHHU
JIOKyMEHTA.

4.16. Ilpx moAroTOBKE TOKYMEHTOB NONYCKAETCS MUCIIONB30BAHWE JIMIEBOM W
000pOTHOH CTOpOHBI JwcTa. IIpH IBYCTOpOHHEM CO3NAHWK JTOKYMEHTOB IUMPHHA
JIEBOTO IO HA JIMLEBOM CTOPOHE IKCTA W MPABOro MO Ha 0DOPOTHOM CTOpOHE
JIACTA JOJKHBI OBITH PABHEL

4.17. llpu cosmammm MOKyMeHTa Ha IByX U Oollee CTpaHHUIEX BTOPYIO H
IOCJICAYIOIIME CTPAHUIIBI HyMepyIoT. Homepa cTpaHmIl mpocTaBisioTes ocepeiHe
BEPXHETOo MOJs JOKyMeHTa Ha paccTOIHUU 10 MM OT BepXHero Kpast IMcTa.

4.18. Jlnst w3roToBieHMs JOKYMEHTOB HCIONB3YETCS TApHUTYpa IIpH(pTA
Times New Roman, pasmep mpudra — Ne 12-14 mr.

Ilpu cocraBneHny TabIMI] TOMYCKACTCsl UCIIONB30BaHUE IPHU(GTOB MEHBIIHX
pasmepoB — Ne 10, 11 or.

4.19. AGzauHbIi OTCTYIT TEKCTa JOKYMeHTa — 1,25 cMm.

3aroJIOBKM PasfieNioB W TOPa3/IeNoB IeYaTaloTes ¢ ab3aHBIM OTCTYIIOM KK
LHEHTPUPYIOTCH 10 MUPUHE TEKCTa.

TeKcT moxyMeHTa BbIpaBHUBACTCS IO IIUPHHE JIUCTA.

Texcr nokymenTa neyaraercs gepes 1-1,5 MEeXCTPOUHBIX HHTEpBAIA.

MHOrocTpouHble PEKBU3MTBEI II€YATAIOTCS YePe3 OJUH  MEXCTPOYHbIMH
HHTEPBAJ, COCTABHbIE YaCTH PEKBU3UTOB MOTYT pa3felsiThCsl NOMONHUTEILHBIM
HUHTEPBAJIOM.

Ecnu OKyMEHT TOTOBUTCS Ui M3JAHHSA C YMEHBIIEHHEM Maciitaba, TeKCT
revyaTaeTcs yepes Ba HHTepBala.

HMurepsan mexny OykBaMu B CIIOBaX — OOBIYHEIN.

HnTepsan Mex 1y cl10BaMH — OJHH Mpoberl.

CTpoKH PEKBU3WTOB BHIPaBHUBAIOTCS IO JIEBOW TPAHUIIE 30HBI PACIIONOKEHHS
PEKBU3UTA HITH LIEHTPYIOTCSI OTHOCUTENBEHO CaMOM JUTHHHOM CTPOKH.

JlniHa caMol JUIMHHOM CTPOKM DEKBH3WTA TPU YIJIOBOM PACHOJIOKCHHH
pexBU3UTOB He Oomee 7,5 cm. [lnmma camoif NNMHHOW CTPOKM DPEKBH3HMTA TIPH
IIPOIOITBHOM PACITOJIOKEHUHU PEKBU3UTOB He Oomee 12 cm.

4.20. JlonycKaeTcst BBIIEATH TIONYKMPHBIM MIPH(TOM PEKBU3HTHI «aIpecary,
«3aroJoBOK K TEKCTY» WM «IIOAIHCEY», 8 TAK)Ke OTIeNbHEIEe (parMeHTEl TEKCTA.

4.21. Tlpm mNOArOTOBKE MHOIOCTPAHHYHBIX AOKYMEHTOB O(OpMIAETCs
TUTYIIbHBIN JTUCT.

4.22. CocraB pPEKBU3NTOB, MCIOIB3YEeMBIX /st OQOPMIEHHsS [OKYMEHTOB,
ONMpEe/CNsSeTCs BHIOM (PasHOBHAHOCTBIO) OPTaHH3ALMOHHO-PACIIOPAIUTENEHOIO
JIOKYMEHTA.

4.23. CocraB pEKBU3UTOB, HUCTONB3YyEeMBIX T O(DOPMIECHHS IOKYMEHTOB,
OTIPEeISIETCs.  BUAOM  (PasHOBHAHOCTEIO)  OPraHU3ALFIOHHO-PACTIOPAAUTENEHOTO
JIOKyMEHTA.

HpI/I MOATrOTOBKE I[OKYMGHTOB yHHBepCHTeTa HCHOJIB?;}H’OTCH pCKBHBI’ITBI,
ycra"norneHHbsle [[OCT P 7.0.97-2016:

— ko# hopMbl IOKYMEHTA;
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— HaMEHOBaHHEe OpPTraHU3allHM;

— HAMMEHOBaHKE CTPYKTYPHOI'O IOAPA3IeIeHUS,

— HaAUMEHOBaHNE JOJDKHOCTH JIHIIA;

— CIIpaBOYHEBIE JaHHBIe 00 OpraHU3alIHH;

— HaMEHOBaHMe BU/IA JIOKYMEHTA,

— JaTa JOKyMEHTa;

— PErucTpalUOHHBIN HOMEP JOKYMEHTA;

— CCBIIKa Ha PETHCTPAL[HOHHEIA HOMED U JaTy MOCTYITHBIIETO JOKYMEHTA;

— MECTO COCTaBJICHUS (U3TaHUS) TOKYMEHTA;

— IrpU¢ OrpaHUYeHUs NOCTYIIA K JOKYMEHTY;

— ajJipecar;

— Tpud YTBEPKIACHUS JOKYMEHTA,

— 3aroJIOBOK K TEKCTY;

— TEKCT IOKYMEHTAa;

— OTMETKa O NMPHUIIOKECHHH,

— rpu@ coriacoBaHMs NOKYMEHTA;

— BH3a;

— MOMIIUCE;

— OTMETKA 00 3JIeKTPOHHOM TOATTHCH;

— TI€YaTh;

— 0TMeTKa 00 UCIIOTHHUTEE;

— OTMETKAa O 3aBepeHUN KOITHH;

— OTMETKA O IIOCTYIUIEHUM JOKYMEHTA,

— Pe3OIIOIHS;

— OTMETKa 0 KOHTpPOJIE;

— OTMETKa O HaIlpaBICHUH JOKYMEHTA B JIEIIO.

4.24. bnank npHKasa (pacropsKeHUs) Y HUBEPCHTETa BKIIOYAET PEKBH3HUTHL;

— HAUMEHOBAHUE OPraHU3aALINN;

— HaMEHOBaHUE BUJIA JJOKYMEHTA;

— MECTO COCTABJIEHUS WA U3TAaHHS TOKYMEHTA,

— OTMETKH JUIsS  pasMelleHHs  pPeKBH3WTOB  «IaTra  JOKYMEHTa»,
«PEeTruCTPAllHOHHEINA HOMED JOKYMEHTAa.

4.25. bnank nuceMa YHHMBEPCHUTETa JOJDKEH BKIIOYATEH — CIEYIOLIHE
PEKBU3HUTHI:

— HAMMEHOBaHHUE OpPTraHU3allHH;

— o5MOnmeMy (TOBapHBI 3HAK) HAMMEHOBAaHWE OPraHU3alliM; CIIPABOYHEIE
JTaHHBIE 00 OpraHU3aALH;

— CIIPaBOYHBIE JaHHbIE 00 OpraHU3allNH;

— OTMETKH I  TPOCTaBIEHHWs  PEKBU3UTOB  «JaTa  JOKYMEHTa»,
«PETHCTPAIHOHHBIA HOMED [IOKyMEHTa», «CCBUIKA Ha PErMCTPAllMOHHBIA HOMED |
JAaTy MOCTYIMBILEIO JOKYMEHTAY.

4.26. B 6maHK mHChMa IOJDKHOCTHOIO JIMIA JONOJHUTEILHO BKIIOUAETCS
PEKBU3UT «HAWMEHOBAHHWE MOJDKHOCTH JIHIa», & B OJIAHK IHCEMa CTPYKTYPHOIO
nofpazeleHus Y HHBEPCUTETa — HAUMEHOBAaHUE CTPYKTYPHOIO HOAPA3ACACHH.
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4.27. BuyTpeHHHE TOKyMEHTHI YHHMBEpCHTETa, oopmusieMsle He Ha OnaHKe,
AOJIKHBI COACPIKATE COOTBETCTBYIOIINE BULLY JOKYMEHTA PEKBU3HTEL

4.28. Ombnema YHHBepcuTeTa, paspaboTaHHas u YTBEPXKIEHHAs B IOPSJKE,
YCTaHOBJICHHOM 3aKOHOJATeNsCTBOM Poccuiickoii ®enepauwm, pasmeinaercss Ha
OilaHKax MOKYMEHTOB Ha OCHOBaHMM HOPMATHBHBEIX AaKTOB VYuugepcurera.
N3obpaxxerne sMOIeMBbl MOMEIAeTCs Ha BEPXHEM IIOjie OJlaHKa JIOKYMEHTa, Ha
paccrosaui 10 MM OT BepxHEro Kpasi JIMCTAa, 3aXBaTBIBAS YaCTh paboueii 30HEI
AOKyMEHTa, IEHTPOBAHO Ha/Jl PEKBU3UTAMK Y HUBEPCUTETA.

4.29. Kon dopMbl JOKyMeHTa TPOCTABIAECTCS Ha YHHQUIHUPOBAHHBIX (GopMax
JOKyMEHTOB B COOTBETCTBMH ¢  OOLIEPOCCHHCKMM  KIACCH(PHKATOPOM
ynpasiendeckon gokymentarw (OKV]) wunu noxamsHbIM KIIaCCU(PHUKATOPOM,
pacrionaraeTcs B IpaBOM BEpXHEM YTy pabodero mos JOKYMEHTA, COCTOUT M3 CJIOB
«@Popma 110 (HaUMeHOBaHHUe KlacCHpUKaTopa)» u MUPPOBOro Koa.

4.30. HammveHoBanwe VYHuBepcHTeTa Ha GiaHKe JOKYMEHTa  JIOJKHO
COOTBETCTBOBATh HAMMEHOBAHMIO B YcTaBe YHuBepcurera. Ha Gnankax JOKyMEHTOB
YKa3bIBAETCs 1OJIHOE OQHIMANbHOE HAUMEHOBAHNE YHUBEPCUTETA C YKA3aHHEM ero
OpraHM3alMOHHO-TIDABOBOH  (JOPMBI,  HaJl HAWMEHOBAHMEM  YHHBEpPCHTETA
YKa3bIBACTCSl HAMMEHOBAHME BBHIICCTOSIICH OpraHM3alUi (NpH €€ HAIMYHH), MO
HAMMEHOBAHMEM  YHHBEPCHTETA B  CKOOKAX  yKasblBaeTCs  COKDALECHHOE
HAaUMEHOBaHHE YHUBEPCHUTETA.

4.31. HawmeHOBaHME CTPYKTYPHOIO TMOApA3/ICICHHIS VYuusepcurera (B TOM
4nciie (uIMana) ykasplBaeTCs B OJaHKAaX IHCEM W GaaHKax KOHKDETHBIX BHUJOB
MOKYMEHTOB, M31aBaeMbIX COOTBETCTBYIOIIMMY HNOAPA3IeIeHUIMH B COOTBETCTBIH C
JOKanpHBIMH HOPMATHUBHBIMU aKTaMH YHUBepcuTeTa, Han HauMeHOBaHHEM
CTPYKTYPHOTO HOJApasAeNCHHs YKa3blBACTCS HAUMEHOBAHHE YHMBEPCHTETd, YBHUM
GunManom, JaHHOe ToApasieneHue sBISeTCs.

4.32. CnpaBouHble JaHHBIE 00 VHMBEpCUTETe BKIIOYAOT: MOYTOBBIA aapec
YHuBepcureTa (DOMONHMTENIBHO MOKET YKashIBAaThCS ANPEC MECTa HAXOMKICHHS
IOPH/ITICCKOTO  JIMIA, €CIM OH HE COBMNANaeT ¢ IIOYTOBBIM aApecoM); HOMep
tenedoHa, Qakca, ampec 3NEKTPOHHON [OYTHL, CETEBOI azpec, a TakkKe KOJ
opranu3anuu o OOIEepOCCHACKOMY KIacCH(PHKATOPY MPeINpUS T i OpraHu3anyit
(OKTIO), ocHOBHOH TOCYIapCTBEHHBIH pPErMCTPALHOHHBIH HOMEpP OpraHu3aluu
(OIPH) u uneHTH(WKALHOHHBIH HOMEp HAIOTOIIATENBIMKA / KOI HIPUYHHBL
TIOCTAaHOBKM Ha HaJIoroBbIi yuet (MHH/KIIII).

4.33. HaumeHOBaHMe BHOA MOKYMEHTA yKA3bIBACTCS HA BCEX IOKYMEHTax, 3a
UCKIIIOYEHHEM HENOBLIX (CIIy:KeOHBIX) IHCEM, PACcHojaraercs Mol HauMeHOBaHHeM
YHuBepcurera (CTpyKTYpHOTO MOpa3neeHust, JOIKHOCTH).

4.34. Jlatoil nmokymeHTa SIBISETCS IAaTa €ro MOMMHCAHUS HIIH YTBEPIKACHHS,
AJ1S IPOTOKONIA — IaTa 3aceNaHus (IPUHATHS pelerns), A1 aKTa — aTa COOBITHSL.

Jlata OKyMeHTa 3alkChIBAeTCs B IIOCIICAOBATEBHOCTH: AEHb MECSIA, MECHII,
roJ OJIHUM M3 JBYX CIIOCOOOB:

apabcxumu madpamu, pazgeneHasiME Toukoit: 01.01.2020;

CIIOBECHO-IIU(POBLIM criocobom: 16 susaps 2020 r.

ﬂ;aTBI " KalleHIOapHbIe CPOKH B TEKCTe IIPOEKTORB AOKYMCHTOB PEKOMEHYCTCA
MHCaTh clieflylommM obpasom: 3 susaps 2020 r., B smeape 2020 T., B mepsom
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nomyromuu 2020 r., B I kBaprane 2020 r.; 3a 11 mecsues 2020 rona, B 2020 roxy, Ha
2020 rox, ¢ 2006 mo 2020 rox, B 1993-2020 ronax.

Ecnm nata ykaselBaeTcss B KOHIE IIPEATOKEHHS, TO CIOBO «TONA» [THIIETCS
IIOJTHOCTHIO.

Haty mpocraBnser [OKHOCTHOE IMI0, OATIHCHIBAIOIIEE JIOKYMEHT,
HCIIOCPEACTBEHHO NpH noanucaHuu. Bee ciyxebHBIe OTMETKM Ha IOKyMenre,
CBA3QHHBIE C €TO NPOXOXKIEHHEM W WCIONHEHHEM, NOIDKHBI NATHPOBATECH W
NOANHUCHIBATHCS.

Ha noxymenrax, odopmiseMsIx Ha GlaHKe, JaTa JOKYMEHTA IIPOCTABIISIETCA
TIOZT PeKBU3UTAMHU «HAMMEHOBAHHE BUA IOKYMeHTay (B GJaHKaX KOHKPETHBIX BHIOB
JIOKYMEHTOB) M «CIIPABOYHBIE JAHHEIE 00 OpraHu3aIim» (B GIaHKax IIACEM).

MecTo npocTaBiIeHUs NaThl Ha TOKYMEHTE 3aBUCHT OT HCIONb3YEMOro GIaHKa
U BHI2 NOKyMeHTa. Eciu Ha OmaHKe OTMEYEHO MECTO IUIS JAThl, TO OHA TAM H
cTaBuTCs. Ecim MecTo [ n1aThl HMKaK He OTMEYEHO — JaTa MPOCTABIAETCS HIKE
TIOITIHCH.

Jatoil moKyMeHTa, W3JaHHOTO COBMECTHO OBYMs WA GoJiee OpraHu3almsIMu
(NOIDKHOCTHBIME  JTHIIAMH), SBISIETCS [aTa NOAMHCAHHUS JOKYMEHTa TIOCIeqHeH
CTOPOHOH.

4.35. PerucTpalyiOHHBIM HOMEp IOKyMEHTa — Iu(ppoBOH WM OyKBEHHO-
IAQPOBOM HISHTU(GUKATOP MOKYMEHTA, COCTOSIIMIA M3 OPSAIKOBOTO  HOMEpPaA
AOKYMEHTa, KOTOPBIA, II0 YCMOTPEHHIO YHHBEPCHTETa, MOXKET IOMOJHATHCS
UU(POBEIMU WM OyKBEHHBIME KOJaMH (MHAGKCAMH) B COOTBETCTBHH
MCITOJIB3YEeMBIMU KIaCCHQHUKATOPAMH.

PerucIpalonHblii HOMep WCXOMSINErO JIOKYMEHTA BKIIOYAET B cebs KOX
NOZpasIeNeHls — HCIIONHHUTENS, IMOPANKOBBIA HOMEpP M IIPOCTABISETCS B MECTE
OTMETKH JJIsl IPOCTAaBICHHUsI JATEL B PETHCTPALMOHHOIO HOMEpA.

Ha fiokyMeHTe, COCTAaBIEHHOM COBMECTHO ABYMs M 007ee OpraHW3alUsMH,
IPOCTABJIAIOTCSA PErUCTPAllMOHHBIE HOMEpa JOKYMEHTa, TPHCBOGHHBIE KaKION W3
oprafmsaiuid. PerucTpaumoHHbic HOMepa IPOCTAaBISIOTCS B HOpPSAKE YKA3AHHSA
HAUMEHOBAaHMH OPraHM3alMii B 3aroNOBOYHON wacTé (npeambysie) JOKYMEHTA M
OTAETSAIOTCA APYT OT APYTa KOCOM YEpTOM.

4.36. Ccplika Ha PETMCTPAIIMOHHEIN HOMED M ATy MOCTYIIHBIIErO IOKYMEHTA,
COCTOAIIAs M3 PETHCTPALIOHHOIO HOMEpA M JAaThl BXOJMAINErO JOKYMEHT4, Ha
KOTOPBIN JIaeTCs OTBET, MPOCTABIsIeTCs B BUae oTMeTkd «Ha Noe ... oT ...» B Oanke
IHACHEMA.

B TekcT mnmchMa-OTBETA CBEJICHHS O DETHCTPAIMOHHOM HOMEpe M JiaTe
IOCTYTIMBLIETO IHUCEMA HE BKIIFOYAIOTCS.

4.37. Mecto coctanenus (W3NAHWs) JOKYMEHTA YKA3BIBAETCS BO BCEX
AOKYMEHTaX, KpOMe NeNOBBIX (CIykKeOHBIX) MHCEM, BHYTPEHHUX HMH(DOPMAIHOHHO-
CIIPABOYHBIX TOKYMEHTOB.

Mecto cocraBneHus (M3LaHUs) HOKYMEHTAa YKA3BIBAETCS B COOTBETCTBHH C
NPUHATHIM 8JIMHHUCTPaTHBHO-TEPPUTOPHAILHBIM TelleHHeM, HarpuMmep: T. Mocksa

4.38. I'pud orpanudenus jocryna K HOKYMEHTY HpOCTABISIETCS B MIPaBoOM
BEPXHEM yriy IMepBOro JUCTA JOKYMEHTa (IPOeKTa JOKYMEHTA, COITPOBOIAHTEIHHOIO
[UCbMa K JNOKYMEHTY) OT IPAHHULBLI BEPXHEr0 IIONS IPH HATHYHH B JOKYMEHTE
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vHpopMaluK, JOCTYH K KOTOPOM OrpaHMYMBAeTCS B  COOTBETCTBHH ¢
3aKoHOmaTenbCcTBOM Poccuiickoit ®eneparun.

Bujpl  Mcnone3yeMbIXx B YHHBEpCHTeTe TIPH(GOB OrpaHWYeHHs OCTYIa
JOJDKHBI COOTBETCTBOBATh 3aKOHONATENBHLIM UM HHBIM HOPMATHMBHEIM TPABOBHIM
aktam Poccuiickoit Penepanuu 1 OKHBI OBITh 3aKPEINEHBl B IJIOKAIBHBIX
HOPMATHBHBIX akTaX. ['pud orpasmueHusa moctyma K mokymenty (momerka «Jlius
CiryKeOHOro ToNb30BaHusy», rpud «KoMMmepueckas TaiiHa») MOMKET NOMOJIHATHC
HOMEpPOM D3K3eMIUIIpa IOKYMEHTa ¥ MAPYTUMH CBEJEHHSIMU B COOTBETCTBHU C
3aKoHoaarensCcTBoM Pocculickoit demepariuu.

B nmoxymenTax VYHHBepcuTeTra, COAEPKAINMX CBEISHHS, COCTABJISIOIINE
KOMMEPUIECKYIO TalHy, B COOTBETCTBHH ¢ DenepalbHbIM 3aK0HOM OT 29 uroms 2004
r. Ne 98-@3 «O xommepdeckoil TaiiHe» Hapsay ¢ TpH(OM YKa3bIBAIOTCS IOIHOE
opuIHaTEHOE HAMMEHOBAHIE FOPHIMYECKOrO JMIA, MECTO €0 HAXOMNIEHMS,

4.39. Anpecar — pEeKBH3WT, HCIOJB3YeMbIi TIPU O(GOPMICHHH JEIOBBIX
(cy*eOHBIX) MUceM, BHYTPEHHUX HHOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

AzipecaToM  JOKyMeHTa MOXeT OBITh  OpraHW3al|s, CTPYKTYpPHOE
MoJipasaeNieHne OPraHU3aLuy, TOJKHOCTHOE Wl (PU3HIECKOE JIULIO.

PekBusut «anpecat» odopmisercs Ha GNaHKe ¢ YIIOBBIM PACHOIOKEHHEM
PEKBU3HTOB - B BEPXHEW MPABOM 9YacTH [OKyMEHTa, Ha OJAHKE C MPOMOILHBIM
PacmonokeHHeM PeKBU3UTOB - CIIpaBa N0 peKBu3uTaMu Oianka. CTpOKH peKBH3UTA
«afipecatry BBIPABHUBAIOTCS M0 JIEBOMY KPaKO WU LEHTPYIOTCS OTHOCUTENIBLHO CaMOi
JUIMHHOU CTPOKH.

JIOKYMEHT anpecyeTcsi KOHKPETHOMY IOMKHOCTHOMY JIMIly B Clydae, eciu
HUMEHHO 3TO TOJKHOCTHOE MO OyIeT pacCMaTpHBATh W NPUHMMATEH PEIIEHHs IO
BOIIpOCAaM, IIOCTABICHHBIM B HalpaBlisgeMOM €My JOoKyMmeHTe. llpu 3TOM
HAaMMEHOBAHHWE OpraHU3ALUU M TOApa3/ielieHus YKA3LIBAeTCI B HMEHHTEIBHOM
majexe, a JOIKHOCTh U (aMUIks - B JaTENbHOM, WHUIUAJIBEI YKA3hIBAIOTCS IOCTE
bavuan.

Ilpu afpecoBaHHM JOKYMEHTa PyKOBOJIHMTEIIO (3aMECTHTENIO PYKOBOIUTEIIS)
OpPraHM3alldi YKa3bIBAIOTCS B JI@TEJIbLHOM TaJie’ke HAMMEHOBAHWE JIOJDKHOCTH
PYKOBONUTENA  (3aMECTHTENsl PYKOBOMMTEINS), BKIIOUAIOIIee HAHUMEHOBAHHE
OpraHu3aniM, (GaMUIH0, FHALHAIBI JOJLKHOCTHOTO fria. Hanpumep:

I'enepanpHOMY IUPEKTOPY
OI'BOY «HaumeHoBanue
OpraHU3aIIHI

®amummg H.O.

Ilpy ajgpecoBaHuyM JOKYMEHTa B OpraH BJAcTH, OpraHM3alUI0 WU
CTPYKTYPHOe mojipasjienienue (06e3 ykasaHus JODKHOCTHOTO JIMIA) HX HAUMEHOBAHUS
MHLIYTCS B MMEHUTEIbHOM nanexe. Hampumep:

OI'BOY «Hammenosanue
OpraHU3aITHIm?
®dunaHCOBOE yIIpaBIeHHe
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Ilpn ajpecoBaHuu nuchbMa pPYKOBOAHMTENIO CTPYKTYPHOTO IOIpAa3fieIeHus
YKa3pIBalOTCs B MMEHHUTEIBHOM I11a[eKe HAaWMEHOBAHHWE OpPraHH3allii, HWKE - B

JaTeIPHOM Tale)Xe HAMMEHOBAaHME JIOJDKHOCTU PYKOBOJMTENS, BKIIOUAIOIIES
HaMMEHOBAHUE CTPYKTYPHOTO MojpasiencHus, GamMunuio, tHULIHAIEL. Hanpumep:

OBV «HaumeHnoBanue opranmu3aum
Pyxosonmurento norosopuo-
IIPaBOBOTO OTJIENA

Hsanory 1.0.

Ilepen  damunueil [OMKHOCTHOTO JHIA  JOIyCKAeTCs YIOTPEOISIThH
COKpalleHHe «r-Hy» (TOCHOAUHY), €CIU aapecaT My »KUMHA, UK «T-)Ke» (rocmoxe),
€CIIH ajpecar xeHiuHa. Hanpumep:

r-ay @amunusg U.0.
r-xxe @amunus 1.0.

Ilpy pacceliKe MOKyMEHTa TIpYINE OpraHM3alyii OJHOrO THUIA WM B

CTPYKTYPHBIE — IOJpA3Ne/ICHUs] OJHOM OpraHW3aluM, aapecaT yKa3blBaeTcs
0006menHo. Hampumep:

Pykosopurenam dbunmanos

ObY «HanMmeHnoBanue opranuzamum»
Pyxosomutensam yIIpaBIIEHUI 7}
OTJEIIOB

ObY «HaumeHOBaHUE OpTraHU3aLlHIL»

HpH pPacChlIKE MOOKYMEHTa HE BCEM OpraHu3aldsaM Wi CTPYKTYPHBIM

NOApa3JeNeHusM IO/ PEKBH3HTOM «Apecar» B CKoOKax ykasbiBaeTcs: «(Io
CITHUCKY )». Hammpumep:

Pykosogurensam yIIpaBJICHUI 17}
OTIEJIOB

DbY «HaumeHoBaHUE OpraHU3aAI[HH»
(110 crHcky)

CHHUCOK pacChUIKH COCTABISIETCS UCTIONHHUTETIEM.

B pekBusute «Anpecar» momyckaeTcs UCHOIB30BATH OQUIHAIBHO IPUHATHIE
COKpAIlCHHBIC HAUMEHOBAHKs OPTraHOB IOCYJapPCTBEHHON BIIACTH, OPraHOB MECTHOI'O
caMOyYIIpaBJIeHHS U OpraHH3alHi.

Ecnu mucsMo HalpasiseTcs B OPraHHU3alMI0 MM AOJDKHOCTHOMY JIMILY H IUIS
CBEJICHHUS e€Ille PANY OpraHM3aluil WM OOJDKHOCTHBIX ITHI[, OOllee KOMHMYeCTBO
afpecaToB He [HO/DKHO ObITh 0Oosiee 4eTBIpeX, NPH OTOM OCHOBHOM ampecar
yKasbIBaeTCsi HepBbiM, cnoBo «Komus» mepen BTOpBIM, TPETHUM, YETBEPTHIM
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anpecataMu He Iedaraercs. IIpy OonbileM KONHYECTBE alpEecaToB COCTABISIOT
CIIMCOK PAcChUIKH JOKYMEHTOB.

B cocraB pexksusuTa «AIpecaT» MOXeT BXOIUTH IOYTOBKIH afpec. IeMeHTH
IIOYTOBOrO  azpeca  YKa3plBAIOTCA B  IOCICAOBATENILHOCTH, YCTaHOBJICHHOM
[IpaBuiamu OKa3aHus YCIYT MOYTOBOM CBSI3H:

a) ML FOPUIMYECKOro JMIA - TIONHOE UM COKDALEHHOe HauMeHOBaHue (IIpH
HAIMYHR ), JUTS TPAKIAHKUHA - GaMIUTHS, UM, OTIECTBO (NoCTeHee IPY HATHIHHA);

0) OaHKOBCKME PEKBM3MTBI (IJIsi MMOYTOBBIX IEPEBOJOB, HANPABISIEMBIX
IOPUIMYECKOMY JIUILY WM NPHHAMAEMBIX OT IOPHANYECKOrO JTHIIA);

B) Ha3BaHKE yJIULbl, HOMEp JOMa, HOMEp KBAPTHPHI;

I') Ha3BaHWE HACEIIEHHOIO IyHKTa;

1) Ha3BaHWe paioHa;

¢) Ha3BaHUe PECIyOIUKY, Kpas, 06I1acTH, aBTOHOMHOTO OKpYTa (06IacTH);

)K) Ha3BaHWe CTPaHBI (IUT MeXyHAPONHBIX IIOYTOBBIX OTIPABICHMUMN);

3) IOYTOBKIN HHIEKC.

ITouroBbld anpec He yKasblBaeTcs B JNOKYMEHTAX, HATIPABISEMBIX B BBICIIHE
OpraHbl BIACTH, BBILICCTOAIINE OPraHW3allkM, [OIBEAOMCTBEHHbBIE OPraHU3alUH U
TIOCTOSHHBIM KOPPECIIOH/ICHTaM (3a UCKITIOYEeHHEeM HaIpaBJIeHUA [THCEM YKa3aHHBIM
azpecaraM B KOHBEPTAX C IPO3PaIHBEIMU OKHAMH).

llpy oTHpaBKe NMChMa MO SNEKTPOHHOM MOYTe MITH (aKCUMIIBHON cBs3K (6e3
AOCBUIKH MO TI0YTE) IMOYTOBLIN ajpec He yKasbBaercs. IIpy HEOOXOIMMOCTH MOKET
OBITH yKa3aH 3JEKTPOHHBIH anpec (HoMep Tenedona/(axca). Hampumep:

OBY «HauMenoBanue OpraHu3aium
OIIeKTPOHHBIH afpec

4.40. I'pu¢ yTBEpXKIEHNS TOKYMEHTA NPOCTABISETC HA JOKYMEHTaX B PABOM
BEPXHEM YIIy IEPBOTro JHUcTa NOKyMeHTa. CTPOKM PEKBH3UTA BEIPABHUBAIOTCS IO
JICBOMY KPar0 WK IIEHTPYIOTCS OTHOCUTENBHO CAMOM IITHHHOM CTPOKH.

Ilpu yTBEpKIAEHUH JTOKYMEHTa COOCTBEHHOPYUHOH IMOMMUCHIO IOHKHOCTHOIO
mala rpud yTBepXKAeHus cocTouT m3 cnoBa «YTBEPWJIAIO» (6e3 kaBbruex),
HaVMEHOBaHMs JOJDKHOCTH JIMIlA, YTBEP)KAAIOMIETO JIOKYMEHT, €ro IIOJIIUCH,
MHHULIMATIOB, (paMUNUK U J1aThl yTBeprkaeHus1. Hanpumep:

YTBEPXIAHO

Pexrop ®I'BOY BO «JlanbpeiOBTY3»
INoamuce HN.0. ®amumnus
Hara

Ilpy  yTBepKAEHWH HOKYMEHTA DACIOPSOUTENEHBIM —[OKYMEHTOM TpH}
yTBepxIeHHs  cocrour u3  cmoBa «YTBEPXKXIEH» («YTBEPXJIEHAY,
«YTBEPXKJEHbLDy umu «YTBEPXKIEHO»), cornacoBaHHOTO ¢ HAUMEHOBAHHWEM
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BH/la YTBEPXKIAEMOrO JOKYyMEHTa B TBOPHTENBHOM Malexe, ero JaThl ¥ HOMEpA.
Hanpuwmep:

(Permamenr) YTBEPXJIEH
npukazoM ®I'BOY BO «/lanbpeioBTys»
oT «5» okTstOpst 2020 r. Ne 82

(ITpaBuna) YTBEPXJIEHBI

npukazoM OI'BOY BO «JlanspeiGeTys»
ot 05.10.2020 Ne 83

ITpu yTBepXIEHUH NOKYMEHTa KOJUIETMaIbHBIM, COBEILATETbHEIM MM MHBIM
OpPraHoM, PeIIeHUsI KOTOPOro (GHMKCHPYIOTCS B IIPOTOKOJIE, B TpHde yTBEPKISHHUS
YKa3blBaeTCs HAMMEHOBAHME OpraHa, JaTa W HOMEP IPOTOKoJa (B CKOOKax).
Hanpumep:

(ITonoxenue) YTBEPXJIEHO
HayuHo-TexHu4yeckum coBeToM
ObY «MuHOBaIHY
(mpotoxon ot 12.09.2020 Ne 12)

4.41. 3aronoBok K TeKCTy — KpaTKOe COiepKaHue NOKyMeHTa. Ecli 3aroioBok
K TEKCTy OTBEYAET Ha BOIPOC «O YeM?», OH HauuHaetcs ¢ mpemiora «O» («O6»).
Eciu 3aromoBok K TEKCTY OTBEYaeT Ha BOIIPOC «9€ro?», OH COCTABISNET OMHO LIEJIOE C
HasBaHKMEM BHMIA NOKyMeHTa. Hanpumep:

npukas (o yém?) 0 CO3MaHUHM ATTECTALIMOHHON KOMUCCHH

TMCBMO (0 4€M?) 0 IpeOCTaBIEHUH HHPOPMALIUN

aKkT (4yero?) mpuema-mepeadM e

IIPOTOKOII (4ero?) 3aceanus YKCIEPTHON KOMUCCHA

3aroloBOK K TeKCTy OGOpPMIISEeTCs IOA PEKBH3UTaMH ONaHKa ClieBa, OT
[PAaHULIBI IEBOTO TIOJIS.

4.42. TexcT JOKyMEHTa COCTABISETCS Ha TOCYyIapCTBEHHOM si3bIKe Poccuiickoii
Depeparym.

Teker noxymMeHTa JOMKeH OBITH COCTABNEH I'DAMOTHO, SICHO, TIOHSITHO M T10
BO3MOXKHOCTU Kparko. TexkcT mokymeHTa JOIDKEH COHEPIkKATh MIOCTOBEPHYIO H
aKTyallbHYI0 HWH(pOpMalMio, [OCTATOYHYIO JUIS [PUHATHS pelmIeHHH Wid ux
HCITOTHEHHUS, HE JIOJDKEH JOIYyCKaTh Pa3IMIHBIX TOMKOBAHMIA.

B TekcTe HOKyMEHTa, MOArOTOBIEHHOM HA OCHOBAHWH 3aKOHONATENLHBIX WU
UHBIX HOPMATHBHBIX IIPABOBBIX AaKTOB, paHee W3/AaHHBIX PaCIOPAIUTEIBHBIX
JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3ZUTEL:

a) HaMMEHOBAaHUC NOKYMEHTA, HAMMEHOBAHHE OPraHa BITACTH (opranuzamn),
M3JIaBLIEro(ei) JOKYMEHT, Jata JOKYMEHTa, PerHCTPAlHOHHBIH HOMEp JOKYMEHTa,
3ar0JI0BOK K TEKCTY,
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0) HaMMEeHOBaHHME OpPraHW3ALMK WM JOJDKHOCTHOIO JIHIA, YTBEPIUBILETrO
OOKYMEHT, 1aTa yTBEPKACHUS TOKYMEHTA.

Texcr pnoKyMeHTa MOXKET cOMepXaTh pasfenbl, TOAPa3JIelEL, ITYHKTEL,
MOATYHKTEI, HyMepyemble apabckumu nmdpamu. YpoBHel pyOpHKalME TeKCTa He
JIOJDKHO OBITE DONee YeThIpex.

TekcT nokyMeHTa M3nmaraercs:

— B IIpPUKa3ax, U3MaHHBIX €JUHOINYHO, - OT MEPBOro JIHIA €IHHCTBEHHOIO
qrca («... P MK a3 Bl B a 10»);

— B IpHKa3ax, U3JaHHBIX COBMECTHO JIByMs MIIU GoJiee Opranm3alysaMi, - OT
TIEPBOTO JIHIa MHOKCCTBEHHOTO YMCAa («... I P M K a3 BI B 4 € M»);

— B IIPOTOKOJIAX 3aCeNaHHH - OT TPEThEro JNMIAa MHOKECTBEHHOI'O YMCIIa
(«CIIYIHAJIAY, «BBICTYTIMIIMY, « TOCTAHOBWJIW» umm «PELLIAIIN);

— B JIENIOBBIX IHCBbMaxX, O(QOPMIEHHHIX Ha ONaHKax OpraHM3allMd, - OT
TIEPBOTO JIMIla MHOXXECTBEHHOTO YHCIA (POCUM, HATIPABIISEM, TPEIAraeM) HIlH OT
TPETHETO JIUIA €NUHCTBEHHOTO YHCNA («IPEANPUITHAE HE BO3PAKAET...», KHHCTUTYT
CUMTAET BO3MOKHBIM...»);

— B JENOBBIX MNHCbMax, O(MOPMIEHHBIX Ha MOUKHOCTHBIX OJaHKaxX, - OT
IEPBOro JIHIA eAXHCTBEHHOTO YHCIA (KIIPOILY.. », KIPEIIATAI0. .. »);

— B JOKJNAJHBIX U CIyXeOHBIX 3aIMCKax, 3asfBICHUAX - OT MePBOro JIHLA
CAMHCTBEHHOTO YHCIIA («IPOLLY...», KCUUTAIO0 HEOOXOTUMBIM...»);

— B JOKYMEHTaX, YCTaHaBNWBAOMMX (YHKIMH (00S3aHHOCTH), IpaBa U
OTBETCTBEHHOCTh  CTPYKTYPHBIX  ToOApasfeneHuii, paboTHHKOB (TIONOKEHHe,
MHCTPYKIIS), & TAKKE COJIEPIKAIIMX OIFCAHWE CUTYaHif, aHamu3 GpaKTOB U BEIBOIBI
(akT, cnopaBka), HCTIONB3yeTCS (OpPMa M3NOKSHHS TEKCTA OT TPEThEro JIHIa
©IMHCTBEHHOTO MJIM MHOXKECTBEHHOTO YMC/a (KOTAEN OCYLIECTBISET (YHKIHH...»,
«KOMMCCHS [IPOBEIIa IPOBEPKY...»).

IIpx TOAroTOBKE TEKCTA JIOKYMEHTA CIeyeT COONI0AaTh NPABUIIA HATTHCAHHS
O(HIMATLHBIX HANMEHOBAHHH, YUCITUTETBHBIX ¥ €IWHHUI] H3MEPEHHSI.

B Tekcrax JOKYMEHTOB YIOTPEONSIOTCS OOLIenprHATEE abOpeBHATYPHI W
rpaduiecKye COKpaIieHus.

IIpu yxasaHuu B TeKCTe haMMIIMK TUIla HHALUAIB CTABATCS MoCie (haMUITHH.

B menoBbIx (Cny;KeOHBIX) MUCHMAX UCIIONB3YIOTCS:

— BCTYIIUTEIBHOE O0palleHue:

VYeaxkaemslii rocriogus [Ipencenarens!
YBaxaeMslid rocniogue MuauCTp!
VBaxaeMblii rocrioina VipaHos!
YBaxaemas rocrnioxa [letposal!
YBaxaemstii Mian [letposuu!
Veaxaemas Araa Hukonaerna!
VYBaxxaemseie rocrozal

— 3aKIoYMTeNbHas OTUKeTHas (paza: «C yBaxKeHHEM, ...».

HanmenoBaHue NOMKHOCTH B OOpallleHHH HULIETCS ¢ MPOTHCHOH OyKBBI, B
o0OpalleHny TI0 (haMUITHH UHULHAIE JIALA He YKA3bIBAIOTCS.
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4.43. OrmeTka O [PHIOKEHUH COJIEPKHT CBEIEHHS O TOKYMEHTE
(LOKyMeHTax), — NpUITATaeéMOM K  CONPOBOIHTEIIHHOMY IUCEMY,  UHOMY
UH(OPMAIHOHHO-CIIPABOIHOMY JOKYMEHTY, WM O TOM, YTO JIOKYMEHT SIBIAETCH
NPUIIOKEHAEM K OCHOBHOMY JTOKYMEHTY (HOPMAaTHBHOMY, PACIIOPSIAUTENLHOMY HITH
UHOMY).

B CcOmpOBOIMTENBHBIX NMCHMAX H APYIHX HHGOPMAIHOHHO-CIIPABOYHBIX
AOKYMEHTaX OTMETKA O IPUITOKEHHU 0(QOPMIISETCS IO TEKCTOM OT IPAHMIIEI TIEBOTO
OISl CHEAYIOIMUM 00pa3oM:

— €CJIH IIPUIOXKEHUEe Ha3BaHO B TEKCTE:

ITpunoxenwe: Ha 2 1. B 1 5K3.

— CCJIH MPHUIOXKEHHE He HA3BAHO B TEKCTE HUIIH €CIIH HpHHO}I{eHI/Iﬁ HECKOJIBKO:

Ipunoxenue: 1. [onoxenne 06 YNpaBneHU: pernoHaIbHOTO KPEIUTOBAHAS Ha 5 L.
B 1 3K3.
2. CopaBka O KaJpoBOM COCTaBe YIpPaBIEHWS PErHOHAILHOTO
KpeIuToBaHus Ha 2 1. B | 9Kk3.

— ©CIIU IPUIOKEHHE (IPUIOKEHHUS) cOPONIFOPOBaHO(bI), KONHYECTBO JTIUCTOB
HE yKa3blBalOT. B 5TOM Cilydae yKa3bIBaIOT TOIBKO KOJIMYECTBO SK3EMILIAPOB O[HHM
U3 JIByX CHOCOOOB, B 3aBHCHMOCTH OT TOTO, HMEETCS CCBUIKA HA IIPUIOKEHHE B
TEKCTE WJIH HET:

IIpunoxenue: B 2 9K3.
ui
IIpunoxenue: otuer o HHUP B 2 5K3.

— €CIHM JNOKYMEHT, SBISIOUIMUCS NPUIOKEHHEM, HMEET NPUIOKEHHS C
CaMOCTOSTENLHOM HyMepaIreil CTpaHHIl:

[Ipunoxenue: 10roBop BO3ME3/HOTO OKazaHus ycuyr oT 05.09.2017 Ne 32-17/72 u
MIPHJIOKEHUA K HEMY, Bcero Ha 7 JI.

— CCIIM IHMCBMO HaIpaB/deTCd HECKOJIBKHM ajapecaraM, a JOKYMEHT-
OPHIIOKEHHE TOJIBLKO IIEPBOMY aZipecary:

IMpunoxkenwe: Ha 3 11. B 1 5K3. TONBKO B NEPBBII ajipec.

— ©CII TPHIOKEHHEM SIBILSTFOTCS JIOKYMEHTHI, 3aIlUCAHHBIE HA (DU3HUYECKH
000COOIEHHbIH 1EKTPOHHBIH HOCHTEb:

IMTpunosxxenue: DVD-R B 1 3k3.
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Ilpy oTOM Ha BKNanpIIe (KOHBEpPTE), B KOTODPBIH MOMEIAETCS HOCHTEIIb,
YKasbIBAIOTCA HAWMEHOBAHHMS [OKYMEHTOB, 3allMCAHHBLIX HA HOCHTENb, HMeHA
baitnos, o0beM B GaiiTax.

B pacropamurensHpIX nokymenTtax (mpukasax, pacnopsoKeHHMsIX ), HOrOBOpax,
[IONIOKCHMAX, TpaBUIIaX, WHCTPYKUUAX M JAPYTHX JOKYMEHTaX OTMETKa O
NPUITOKEHUH 0QOPMIIAETCS CIEIYIOLIUM 00pa3oM:

— B TEKCTE JOKYMEHTA IIPU IIEPBOM YIIOMHUHAHUH JOKYMEHTA-IPHIOKSHHS B
CKOOKaX yKasbIBaeTcs: ...(IPHITOKEHHE) UITH .. (IPUIOKEHME 1), (mpunosxenne Ne 1);

— Ha TIepBOM JIHUCTE AOKYMEHTA-IIPUIIOKEHUSA B IIpaBOM BEPXHEM VITIY
YKa3bIBacTCA:

IIpunoxenne No 2

K IIpUKa3y

®I'BOY BO «/lanspeiosrys»
ot 15.05.2020 Ne 112

Econ npunoxenuem k PacnopsAIUTeNIbHOMY TOKYMEHTY SBISETCS JIOKAILHBIH
HOpPMaTHBHBIN aKT HIIH HHOH JTOKYMEHT, YTBEPKIAEMBbIN JaHHBIM
PacIOpsSIUTENBLHEIM OKYMEHTOM, Ha TEPBOM IIMCTE IPUIIOKEHUS MPOCTaBISIETCS
OTMETKa O TPHIOKEHHU (6€3 CCBUIKM Ha pacnopsauTelbHBIA OOKYMEHT) U Tpud
YTBEPXKIEHNS, B KOTOPOM YKAa3bIBAIOTCS IAHHBIE PACHOPSIHTENBHOIO JOKYMEHTA,
KOTOPBIM YTBEPXKACH NOKyMEHT-NpuIokeHne. Hanpumep:

Ilpunosxenne Ne |
YTBEPXJIEHO

npukazom OI'BOY BO «lanbpeiGBTY3»
ot 18.09.2020 Ne 67

4.44. Tpud cornacopaHMsl TPOCTABISETCH HA NOKYMEHTE B CIy4ac ero
BHEIIHEr0  COIrNIaCcOBaHUsl  (COracoBRaHWE ¢  OpraHaMHM  BIACTH, HHBIMH
OpTraHU3alUAME, JOKHOCTHBIMHE JTHIIAMH).

I'pud cornmacosanus B 3aBUCUMOCTH OT BH/A JOKYMEHTA M OCOOEHHOCTEH ero
O(OPMIIEHUS MOYKET TIPOCTABIAThLCS:

— Ha IIepBOM JIUCTE JOKYMEHTA (€C/IM JOKYMEHT HMeeT TUTYIbHBIH ITHCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha YPOBHE IpUa yTBEPKICHHS HITH TIOJ
HaUMEHOBAHUEM JOKYMEHTA OJIMDKE K HIDKHEMY I10JIIO);

— Ha IIOC/IEIHEM JINCTE JIOKYMEHTA IO TEKCTOM;

— Ha JIMCTE COIIaCOBAaHUs, ABITIOMIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA.
I'pud cormacosanus cocrout m3 cnosa «COI'JTACOBAHO» (6e3 xaBbruex),
AOJDKHOCTH JTMLA, C KOTOPBIM COTJIACOBAH JOKYMEHT (BKIIOYas HaHMEHOBAHHE

OpraHH3alMy), €ro COOCTBEHHOPYYHOW O/IINCH, MHUIHAIOB, (aMHJIHH, HAThI
cornacoBanua. Hanpumep:
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COI'TACOBAHO
I'enepanbHblil TUpeKTOp
ObY «HamMmenosanue
OpraHU3aLH

[MToanuce HN.0O. amunus
JlaTa

Ecam cornacosauue OCYILECTBIAECTCA KOJUICTHAJIBHBIM, COBEINATEIILHBIM HIIH
HHBIM OpraHoM, B rpmbe COTJTacOBaHHUA YKa3bBIBAOTCA CBEJCHUA 00 opra=e,
CorjracoBaBIIEM NOKYMEHT, HaTe M HOMepe IPOTOKOJIa, B KOTOPOM Sa(bHKCPIpOBaHO
pemieHWe O corjlacoBaHud. Ecmm corilacoBanue OCYLIECTBIIETCS. TMHCBMOM,
YKa3bpIBAIOTCA BHI JOKYMCHTA, HAUMEHOBAaHHE OpraHU3aluid, COrjlacoBaBIlIEn
AOKYMEHT, JaTa 1 HOMEP NHUChMA. HaHpHMep:

COI''TACOBAHO
Hay4Hno-Texauueckum coperom OBY
«HaumeHoBanue oprasusaiium»
(mpotokou ot 17.09.2020 Ne 4)

unu
COI''TACOBAHO
miaceMoM ObY «Haumenosanue
OpTaHu3aIMI»

ot 04.06.2020 Ne 430-166

4.45. BuyTpeHHee cornacoBaHue JOKyMeHTa odOpMISieTcsi BH30#. Busa
BEIp2KAET MHEHHE JIMLA, BUBUPYIOILErO MPOEKT NOKYMEHTA, M BKIIOYAET: HOJIKHOCTE
LA, BU3HPYIOLIEro IOKYMEHT, MOJNKCh, PAaCIIM(POBKY MOANWCH (MHHIIHATEL,
(pammmuio) u nary Busuposanus. Hanpumep:

HavansHuK IOpUIMYECKOTO OTaea Ioanuce N.O. Gamunus
Jlata

Ilpu wanuyuu 3aMeYaHMi K JIOKYMEHTY Bu3Y OQGOPMISIIOT —ClieIYIOIIM
obpazom:

3aMevyaHus IPHIaraloTCs.
HavalsHUK I0pUIM4ecKoro oTaena Ilonnuce N.O. Qamunms
Jlata

B AOKYMCHTaX, IIOAJIMHHUKH KOTOPBIX XpaHITCI B OpraHusalyid, BH3bI
OpOCTABIIAOT Ha MHNOCIACAHEM JHUCTE JOOKYMEHTa IIOA TIOJIIMChIO, Ha 060p0Te
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IIOCIIEAHEr0 JIUCTA TIOJIMHHMKA JIOKYMEHTA MM HA JIHCTE COTTIACORAHMS
(BU3MpPOBAHMSL), IPHITATAEMOM K JOKYMEHTY.

B HCXOAMIHX  JOKYMCEHTax  BH3bI IIPOCTABIISIIOTCST HA SK3EeMIITAPax
JOKYMEHTOB, ITIOMEIITAEMBIX B OEII0.

[To ycMOTpeHuIo opranu3aimi MOXKET MPUMEHSITHCS TONHCTHOS BU3UPOBAHHE
JIOKYMEHTA W ero NpUI0KEeHHH.

4.46. ITommuce BKITFOYAET: HaMMEHOBAHHE JOJDKHOCTH JIHIIA,

TOIMKUCLIBAIOMIETO  NOKYMEHT, €ro COOCTBEHHOPYYHYH) IIOJIMCh, HMHUIHAIEL
(hamumuro. Hanpumep:

Pextop IMoamuce N.0. ®amunug

Ecau JAOKYMEHT O(I)O]Z)MHGH HE Ha 6H&HKC, B HaMMEHOBAaHHWE TOIKHOCTH
BKIFOYA€TCA HAUMMEHOBAHHE OPraHU3allHH. HaanMep:

Pextop ®I'BOY BO «/lanspriberys» [Toamuce N.0. Oamumus

Ecnu nauMeHOBaHHME TONKHOCTH B MOIIMCH COCTOHT M3 HECKONBKMX CTPOK,
OHHM MeYaTaroTcs Yepe3 1 mHTepBai. PacimdpoBka MOANKCH IeYaTaeTcs Ha ypOBHE
NOCIeTHEH CTPOKM HAUMEHOBAHMS JOJDKHOCTH. MexXay MHMLIMATaMd B (haMuIHeit
CTaBUTCS TpoOe.

Ilpn odopmnennn nokymeHTa Ha ONaHKe NODKHOCTHOTO JIMIA IOJGKHOCTS
STOTO JIMIA B OAMHUCH HE YKa3bIBAeTCH.

Ilognmuce M.O. Qamunus

Ilpu  TOAMHCAHMM JOKYMEHTa HECKONBKUMHM [JODKHOCTHBIMU JTHIIAMH,
3aHMMAOIIMMHU Pa3HOE MOJIOKEHHE, X MOANUCH PACIONIAraloTCs OHA IO APYIroi B
HOCIIeIOBATENIBHOCTH, COOTBETCTBYIOMIEH CcTaTyCy HOMKHOCTH. Hampumep:

Pekrtop IMognuce N.O. Pamvumnus
['naBubIi OyxranTep Iloamuce HN.O. Gamunus

HpH MOANMUCAHMKA JOKYMEHTa HECKOJIBKUMH JTHIIAMH PaBHBIX JOJGKHOCTEM HMX
NOAIHCH pacIiojlararoTcs Ha OTHOM YpPOBHE. HaHpHMep:

3aMeCcTHTENb THPEKTOpa 3amMecTuTeNb TUPEKTOpa
110 (PUHAHCOBBLIM BOIIPOCAM 10 aIMHHHCTPATUBHBEIM BOIIPOCAM
Ilogmucey HM.O. ®amusus [Mogmucy UM.O. ®amunusa

B AOKYMEHTAax, NnoAroTOBICHHBIX KOMI/ICCI/Ieﬁ, B IMOAIIMCH YKa3bBIBACTCs CTATyC
JIUIIa B COCTaBE KOMHUCCHH. HaHpHMep:

Ilpencenarens KOMUCCHHA IMommmice HN.0O. Qamunus
YneHsl KOMUCCHUHA Ionnuce N.O. Oamunus
Ilommuce N.0O. Qamunusg
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JIOKYMEHTBI KOJUIETHATBHOIO OpraHa MOJIHCHIBAIOTCS TpeACceNaTelIeM 3TOro
OpraHa U CEKpeTapeM.

Ilpn nmoAmucaHMH  JAOKYMEHTa JIMLOM, KCIONHAKNM  O0S3aHHOCTH
PYKOBOZIHUTEIIS, TIOAMUCE ODOPMIIIETCS ¢ yKa3aHUEM CTaTyca JODKHOCTHOIO JIUIA B
COOTBETCTBHUHM C MpUKa3oM (pacnopsbkeHrem). Hampumep:

H.o. pexTopa Ilonnuce N.0. Gamumnus
WU

Hcenonssrommii 0053aHHOCTH

pexropa Ilognuce N.O. Oamunus

Ilpy mojnucaHMM MOKyMEHTa JIMIIOM, MMEIOLIMM [PAaBO MOMNMCH B CIydae
BPEMEHHOI'O OTCYTCTBHS PYKOBOJIMTEILA, UCIIPABICHHUS B HAWMEHOBAHUE TOJKHOCTH
¥ pacum(poBKy (haMUInK TIOATOTOBIEHHOTO U COTJIACOBAHHOTO MPOEKTa JOKYMEHTa
BHOCATCS OT PYKH HWIH C HCIONb30BAHMEM COOTBETCTBYIOIIMX INTAMMOB. He
AOIYCKaeTCsl CTaBUTh KOCYIO 4epTy, HaANUCh «3a» Tepel HauMeHOBaHHEM
AOJDKHOCTH JIMIa B IOMIKCH, €CIM OOKYMEHT TOAMMCBIBAET MHOE NOHKHOCTHOE
JTHIIO.

OmauM  #M3  cHOCOOOB MOJNHCAHHS JTOKYMEHTA $BJIAETCS WCIOIb30BaHme
(hakcumune Kak aHanmora CoOCTBEHHOPYYHOH TIO/IIMCH, IIPOCTABJIEHHE KOTOPOTO
AOMYCKAaeTCsl B CAy4YasX H B [OPAAKE, NPENyCMOTPEHHBIX 3aKOHOM, WHBIMH
IIPaBOBBIMU AKTAMU UIIH COTTIAIIEHUEM CTOPOH.

@axkcumuile B YHHUBEPCHTETE MOXKET M3rOTABIMBATBCS JUIS PEKTopa U
NPOPEKTOPOB MO HAIMIPaBIIEHUSIM.

llommuHHash moanmMch He MOXET ObITh 3aMeHeHa (akcUMHIE Ha
pactops/IMTENBHBIX JOKYMEHTAX U JOKyMEHTaX (QUHAHCOBOIO XapaKTepa.

4.47. OrMeTKa 00 2JEKTPOHHON IIOATIMCH HCMONB3YETCS I BU3YaIH3AINAH
37€KTPOHHOW TIOJIUCH IIONydJaTesieM JIOKyMeHTa IIpH OOMeHe 3JIeKTPOHHLIMH
JOKYMEHTAMH, TIOANMCAHHBIMU YCHIIEHHONW KBaNM(PHUIKMPOBAHHOW DIEKTPOHHOMN
MOJMHCHIO.

B cooTBeTcTBHE ¢ 3aKoHOJaTeNbCTBOM Poccuiickoii Memepanuu oTMETKa 00
DICKTPOHHOW MOAMACH  (QOopMHUpyeTCd M BUSYAIM3HUPYETCsi NPOrPaMMHBIMH
cpenctBamu. OTmerka 00 DIEKTPOHHON NOJNHMCH BKIOYaeT (pasy «J{OKyMeHT
NOJNKCAH SNEKTPOHHOM MOJIKMCHIO», HOMEP CepTU(MKaTa KI0Ya 3JIeKTPOHHOM
HOANKMCH, (aMHUIHMIO, HMsA, OTYECTBO BIAAENbIla cepru(uKaTa, CPOK AEHCTBHS
cepTU(HKaTa KIIFo4ua MeKTPOHHON noamucy. Hampumep:

JOKYMEHT [TOATTMCAH
SJIEKTPOHHOH TTOATTUCEHIO
PEKTOP Ceprudurar 0000000000000000 HO q)aMHHHH
Bnanenen Damunus Hmsa
OT4ecTBO
Heiicturenen ¢ 01.01.2020 no
31.12.2020
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4.48. Ilewath 3aBepseT IIOJUIMHHOCTH MOJNMCH JODKHOCTHOTO IMI@ HA
JOKYMEHTaX, yIOCTOBEPSIIOIIMX IIpaBa JHI, (QHKCUPYIOIIMX (akThl, CBA3AHHBIE
(pMHAHCOBBIMM CPEJICTBAMH, a TAKXe HA MHBIX IOKYMEHTAX, IPeIyCMAaTPHBAIOLIUX
3aBEPEHHE IMOJITKMCH II€YaThl0 B COOTBETCTBUH C 3aKOHOMATENLCTBOM PocCCHifCKOi
Denepanuu.

JIoKyMeHTHI 3aBepsioT mewaThio YHuBepcHTeTa. [lewats mpocraBmsercs, He
3aXBaThiBas COOCTBEHHOPYYHOH MONIMCH JMLA, TOJMMCABINErO IOKYMEHT, WIH B
Mecrte, obo3HaueHHOM «MID» («MecTo meaaT»).

4.49. Otmerka 06 mcnonuuTene BKMOUYACT (HaMHUIHIO, MMS U OTYECTBO (NpH
HAJIMYWK) HMCIIOMHHUTENS, HoMep ero Teledona. OTMeTka 00 HCIONHHTENE MOMKET
JONONHATECS ~HAWMEHOBAHMEM [OIDKHOCTH, CTPYKTYpPHOTO TIOApPA3leleHdd U
SNEKTPOHHBIM azipecoM wucnonuurens. Ormerka o6 ucnonHuTele ohopMmiserca Ha
JIATEBOH CTOPOHE MOCIEIHETO JIMCTA JOKYMEHTa OT IPAHUIIBI JIEBOTO TIOMS WITH, PU
OTCYTCTBHH MECTa, - Ha 0DOPOTHOH CTOPOHE JIMCTa BHU3Y cieBa. Hampumep:

Wneun Witest Mnibuy, OTaen ynpasieHus IepCoHaIoM, BeAYILHIA CTIeIIUATHCT
+7(495) 924-45-67, llyin_Iv@techno.ru

OtmeTka 006 WCTONHKUTENE MOKET OQOPMISITHCS KAK HYDKHUM KOMOHTHUTYN
[eYaraThCs IPHU(TOM MEHBIIETo pazmepa.

4.50. OrMerka o 3aBepeHMM KONHH OQGOPMISIETCS [ MOATBEPIKICHUS
COOTBETCTBHsI KOIMU JOKYMEHTA (BBIMMCKH U3 TOKYMEHTA) TIOLIMHHUKY JOKYMEHTA.
OTMeTKa 0 3aBEpEHHMH KOIIMH IIPOCTABISIETCS HA CBOOOAHOM OT TEKCTa MECTe WIIH,
IPHU OTCYTCTBHH CBOOOIHOIO MecTa Ha JHMLEBOH CTOPOHE NOKYMEHTa, Ha 000poTe
JOKyMEeHTa | BKIIOYaeT: ciloBo «BepHo», HanMeHoBaHWe HOKHOCTHM JIMIA,
3aBCPUBILIETO KOMHUI; €ro COOCTBEHHOPYYHYIO IIOAMHCH;, PACHIM(PPOBKY IMOIUCH
(MHUIMANEL, ((aMHIIKIO); JaTy 3aBEPEHHs KOIHH (BBINUCKA U3 JOKYMEHTA).

Eenu xomus BEITAETC Ui NPeICTaBIeHHS B APYTYIO OPraHH3alMIo, OTMETKA O
3aBEPEHUH KOIIMH JOIOJIHSACTCS 3aMKCBI0 O MECTe XPaHEHHUs JOKYMEHTa, ¢ KOTOPOro
Obla H3rOTOBJICHA KOIIH, ¥ 3aBepsAeTCs Mevatsio Y HuBepcutera. Hampumep:

Ilomnueauk nokymenra Haxomgutcad B ®BY «HaumeHnoBanue OpraHu3alm» B jelie
Ne 08-053a 2015 1.

Bepro

3aB. OTIENIOM yIPaBIEeHHS IEPCOHAIOM Hoonuce W.O. ©amunus
Hara Ileuarn

Ha xommsax MHOTI'OCTPaHHUYHBIX OOKYMEHTOB OTMETKa O 3aBCPEHHUH KOIIHU
OPOCTaBIIACTCA Ha KaXXIOM JHUCTE NJOKYMEHTA WM Ha IIOC/IEOHEM JIUCTE IIPOIIKUTOTO
UK CKPEIINIEHHOI'0 HHBIM 06p330M AJOKYMCHTA. 3anuce 0 MecTe HaXOXICHUA
HOMJTMHHHUKA MTPOCTARIISIETCS TOJIEKO HA IIOCTeHEM JIUCTe JOKYMEHTA.
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JUts 3aBepeHUs KOTMH NOKYMEHTa, M3TOTOBIEHHON Ha OyMakHOM HOCHTEE,
MOYKET HCIIOIb30BATHCS IITAMII.

Komuy 5MeKTPOHHBIX JIOKyMEHTOB, HAIPABISEMBIX TI0 HH(DOPMAIHOHHO-
TENICKOMMYHUKAIMOHHOR ~ CETH, 3aBEpSsIOTCS DJIEKTPOHHOM TOANMCHI0 PeKTOpa
YHUBEPCHTETA HIIM MHOTO YIIOJHOMOUYEHHOTO UM JTHITA U BEICHUIAFOTCSI HOJIYYaTEIIO ¢
CONMPOBOIUTEILHBIM IIUCBMOM B (POPME 3NEKTPOHHOTO TOKYMEHTA.

Kormu 21exTpoHHBIX TOKYMEHTOB Ha (DH3HUCCKH 0GOCOBIEHHBIX HOCHTENSX
BBICBITTAOTCS IOJIYYaTeIlt0 ¢ CONPOBOAMTENBHBIM THCEMOM Ha 6YMaXKHOM HOCHTEJE.

B compoBosuTenBHOM MHCEME K KONMSM 3JEKTPOHHBIX ITOKYMEHTOB
yKa3bIBACTCA:

— HaUMCHOBaHME WHQOPMAIMOHHOW CHCTEMBI, B KOTOPOH XpaHSTCs
JTOKYMEHTBI;
— HaMMEHOBAHUS JOKYMEHTOB, KOMHUU KOTOPBIX HAITPABIISIOTCS TIONYYaTeTIo;

— HasBaHUA (aiJOB NOKYMEHTOB C yKasaHWeM (popMaroB (GaiiioB U 06BeMa
Ka)K70ro (aiina B baiTax;

— JlaTa U3TOTOBIIEHUS U 3aBEPEHUS KOIIHH.

ITpu 5TOM Ha QusHIecKr 060COOIEHHOM HOCHTEIE HECMBIBAEMEIM MAapKepOM
ykaswiBaetcs: «[Ipunoxenne k nuceMy ot (ara) Ne ...».

Komusi 371€KTpOHHOro JOKyMeHTa, IpPeACTABIEHHAs B BHJAE JOKYMEHTA Ha
OyMaXHOM HOCHTETe, 3aBepsieTcsi B IOPAJAKE, YCTAHOBICHHOM ITpumepHoii
WHCTPYKLHMEH NI 3aBepeHus KONMH JIOKYMCHTOB Ha OyMa)kHOM HOCHTENe, ¢
yKa3aHWeM, B KaKoi HH(OPMAIIHOHHON CUCTEMe XPAHHUTCS SMEKTPOHHBIH TOKYMEHT.

4.51. OT™MeTKa 0 MOCTYIIEHNH TOKYMEHTA CITY KT IS IOATBEPIHICHHUS dakTa
IOCTYTICHHS [NOKYMEHTa B OpPraHM3alMi0 W BKIIOYAeT JATy MOCTYIUIEHHS W
BXOJISIIMH PETHCTPALIMOHHLIN HOMep HOKyMmeHTa. IIpH HeoOXOIMMOCTH OTMETKA O
IOCTYIUICHUM MOXET NOIONHATHCS YKa3aHHEM BPEMEHH MOCTYILICHHS AOKYMEHTA B
Yyacax U MUHYTaX W crioco0a 10CTaBKH JIOKYMEHTA.

OTmeTka O MOCTYNIEHHM HOKYMEHTA MOXKET MPOCTABIATECS C MOMOIIBIO
ITamIa.

4.52. Pezomonus JI0IDKHA COIEpKaTh yKa3aHHue M0 MCIHOTHEHHIO JOKYMEHTa.
Pesomonus odopmisercss Ha cBoOOAHOM MecTe paGodero OISl NOKYMeHTa, Ha
OllaHKe pEe30NIOUMA WJIM BHOCMTCS HENOCPENCTBEHHO B CHCTEMY 3IEKTPOHHOTO
NOKyMeHT0000poTa.

Pesomronmst  J0JDKHA BKIIOYATH: (GAMHUINMIO, WHMIUAIE  WCHIOJHHETEN
(dcmonuuTenei), MopydeHue 10 JOKYMEHTY (KOHKPETHOE 3a[laHHE [0 HCIIOMHEHMIO
JOKYMEHTAa WM  (QOPMYIMPOBKA 1IN  DPAaCCMOTPeHHS JOKyMEHTa), IIpH
HEOOXOIUMOCTH - CPOK MCIHOJIHEHHS, TOMIMCEH JIULA, BEIHECIIErO PE30MIONHIO, ATy
PE30TIOLINHN

Heanosy U1.0O., [Tetposoii 1.0O.

IIpornry moOAroTOBUTE MPeIIOKEHHS
k 10.11.2020 Tloanucek
Jara
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Cpox HCHoONHeHMs MOPYYeHHsI HE NOJDKEH YKa3bIBATHCS, eCIM OH HA3BaH B
TEKCTE IIOCTYNHBIIEIO IOKYMEHTA M PYKOBOAWTENh HE CUMUTAET HEOOXOIUMBIM
H3MCHHTL €r0 B CTOPOHY COKpPAIllCHWA WM ABIACTCS THIIOBBIM IUIS JAHHOILO BHIA
JIOKYMEeHTA.

[Ipyu ykazanuu HECKONBKMX HCIONHUTENEH (aMHIMS OTBETCTBEHHOTO
UCIIOJIHUTENS YKa3bIBAe€TCs IIEPBOM, NOMYEPKMBAECTCS HIH O003HAYAETCS CIOBOM
«OTB.» («OTBETCTBEHHBIN).

4.53. OrMeTKa O KOHTpONe CBHAETENBCTBYET O TMOCTAHOBKE NOKYMEHTA Ha
KOHTPOJIb, IIPOCTaBIISAETCS IITaMIOM «KOHTPOJIb» Ha BEpXHEM I0JIE JOKYMEHTA.

4.54. OrmeTka O HaIpaBIeHHU JOKYMEHTA B N0 OIPEACISIET MECTO
XpaHEHUsl NOKYMCHTa TIOCJe 3aBeplIeHHs padoThl ¢ HUM M BKIIOYaeT: cioBa «B
Ieno», MHAEKC NeNa 10 HOMEHKIIAType Jiel, B KOTOPOe IOMEINAeTCsl AOKYMEHT Ha
XpaHeHue, ¢ yKa3aHHeM To/ia, [OJUKHOCTH JIMIA, OQOPMHUBIIEr0 OTMETKY, TIOAMUCH,
natsl. Hanpumep:

B meno Ne 01-18 322020 .

3aB. OTIETIOM KOPIOPATHBHBIX IPOEKTOB
[Toamucek Hara

OtmeTtka o HanpapJICHUH OOKYMEHTa B JICJIO MOXET JOIOJIHATHCS KpaTKHuMH
CBC/ICHHMAMH O XapaKTepe UCIMOJIHECHHA JOKYMEHTA.

3. HOATOTOBKA 1 O®OPMJIEHUE OTAEJBHBLIX BUTOB
JAOKYMEHTOB

5.1. Jlokanvuwie nopmamuenvie axmot (manee — JIHA) Vamsepcurera
M3JAI0TCH B BUJAE NPaBHI, NMONOXKCHUH, MHCTPYKIMH, pPeraaMeHToOB, MepedHed H
IPYTAX BHIOB JOKYMEHTOB.

JIHA  npuoOpeTaoT IOpHAMYECKYIO CHIY TIOCIe WX  YTBEPKICHUS
pacropsAUTENEHEIM JTOKYMEHTOM (IIPUKa30M) HMIH HEIOCPEACTBEHHO PEKTOPOM
YHHUBEPCHUTETA WM MHBIM YIIOTHOMOYEHHBIM JIMIIOM HA OCHOBAHUU TOBEPEHHOCTH.

PyKOBOAUTENM CTPYKTYPHBIX MOApa3fiefieHuii YHHBEpCUTETa He BpaBe
yrBepkaars JIHA.

5.2. JIHA moryT OBITE:

— MIOCTOSTHHO JNEUCTBYIOIIUMH (0€3 OrpaHHyYeHHs CPOKa MX IPUMEHEHHS );

— BPEMEHHBIMH (JIEWCTBYIOLIMMY B TeUEHHE YKA3aHHOTO B HUX CPOKAa MIH [0
HACTYILIEHUS ONPENEIEHHOT0 COOBITHS ).

5.3. OcHoBanuem mius uznauus JIHA asnsrorest:

— 3aKOHOAATCIIbHBIE M HMHbIE HOPMAaTHMBHBIC NPaBOBBIE aKThl Poccuiickoii
Oenepannu  (ykassl W pacnopsbkenus Ilpesmpenra Poccuiickoit Deneparuw,
IIOCTaHOBNEHUA W pacriopsukeHus IlpaButenscra Poccumiickoit ®enepannu, axThl
(emepanbHBIX OPraHOB UCTIONHHUTEILHOMN BIACTH);

— 3aKOHOJATeNbHbIe aKThl cyObekTa Poccuiickoit ®enepanun, HOpPMATHBHEIE
IIPaBOBbIE AaKThl OPraHOB TOCYJAPCTBEHHOM BIACTH CyOBekTa Pocculickoi
denepanuu,
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— panee wusnannple B oprammsanmu  JIHA w/mam  pacmopsgurensHbIe
JIOKYMEHTHI.

5.4. JIHA wu3zpnarotcs B Hensx:

— YCTaHOBIEHMs HOpM, TpeOOBaHMi, INpPaBUI B OTHOIIEHWM MpenMeTa
HOPMAaTHUBHOT'O PETyITHPOBAHUS, PaHEE HE SBISBLIEMCS MIPEIMETOM PeryJInPOBAHUA B
YHuBepcurere;

— W3MEHEHHUs CYLIECTBYIOLIUX HOPM, TpeOOBaHWiA, NMPaBMI, YCTAHOBICHHEIX
paHee H3MAHHBEIMUA HOPMATUBHBIMH JOKYMEHTAMHU;

— OTMEHBI paHee yCTaHOBJIEHHLIX HOPM, TpeOOBaHMiH, NPaBKII.

5.5. Ilpeanoxenune o paszpaborke mpoekta JIHA BHOCHTCS PYKOBOIOUTENEM
CTPYKTYPHOI'O IOApa3eNeHuss Y HUBEPCUTETa UITH HHBIM JIOJGKHOCTHBIM JIULIOM.

5.6. JIHA pazpabarbiBaeTcs B CIyuae, €CyIu:

— MMeeTCsl y4acToK paboThl (BOIPOCH! JESTENBHOCTH), HYXIAIOMIUHCS B
HOPMAaTHUBHOM PETyTHPOBAHHH,

— Tpebyercs BHECEHHE 3HAYMTENHHOTO KOIMYECTBA W3MEHEHMH B paHee
npuHATEIH JIHA;

— BBIABIIEHO Heckolbko JIHA, perynupyromux cMexHEIE BONPOCEHL, KOTOPBIE
1enecooOpasHo 0OBEIMHUTE B OJUH JOKYMEHT.

Axktyanusauus panee npuaATHIX JIHA ocymectsnsercs uepes BHECEHHE B HUX
W3MEHEHHM.

5.7. llpennoxenne ¢ OOOCHOBaHHEM HEOOXOAUMOCTH pa3pabOTKH HOBOTO
JIHA mnpencrasinsercs pyKOBOAMTENEM CTPYKTYPHOTO IIOApA3/ieCHUS HITH HHBIM
YIIOJITHOMOYEHHBIM NO/DKHOCTHBIM JIMIIOM PEKTOpY YHUBEPCHTETa HIHM HHOTO
JOMKHOCTHOTO NI B (opme moknamHok (cmyxeGHON) 3ammMcKd, B KOTOpOl
H3IIATaeTCs:

— BOIIPOC, TPeOYIOMMA pEleHusl, ¢ M3/I0)KeHHEM OCHOBHEIX HAIpaBICHHH,
CIIOCOOOB €ro peIIeHus;

—  TIPOTHO3  TOCJIEACTBHM  NPUHATHS  HOPMAaTHBHOTO  JOKYMEHTA;
OpraHU3aIMOHHbIE, KaJpOBEIe, (PHHAHCOBLIC, MATEPHUANLHO-TEXHHYECKHE W HHBIE

MEpONpPUSITHsl, KOTOpble HEOOXOMUMO OyHeT IPOBECTH B CBS3H C NPUHATHEM
HOPMaTHUBHOTO IOKYMEHTA;

— nepeveHs paHee u3anublx JIHA, monmexanimx oTMeHe B CBI3U ¢ M3TAHUEM
HOBOT'O HOPMAaTHBHOI'O JOKYMEHTA,;

— NpeAnaraeMblid CPOK JIJIA pa3paboTKH NPOeKTa HOPMATHBHOIO JOKYMEHTA.

5.8. JIHA yTeepxnaroTcs NPUKAa30M peKTopa YHHBEPCHUTETA, eCIH
OINHOBPEMEHHO C YTBEP)KICHHEM HOPMATHBHOIO JOKYMEHTA HEOOXOAMMO HPHHSTH
MEpBl OPraHM3alMOHHOrO, (HUHAHCOBOI0, TEXHWYECKOro, KaJpOBOTO0 MM HHOTO
XapakTepa M JaTh COOTBETCTBYHOILIHE IOPYYEHHs PYKOBOIMTENSAM CTPYKTYPHBIX
NOApas/e/ieHHi MK WHBIM pabOTHHKAM YHHBEPCHUTETA, a TAKKE, €CIIH HEOOX0IUMO
BHECTH H3MEHEHMUS WV NIPU3HATH YTPATHBIIMME CUITy paHee yTBepskaeHube JIHA.

5.9. Usmenenust B JIHA umn otmena JIHA oopMinsioTes NpUKasoM pexkTopa
YHHMBEpCHTETA WM HHOrO MIOJDKHOCTHOTO JIHIA, TNPUHHAMABLIETO pELICHHE 06
yrBepxaenun JIHA.

Msmenenus B JIHA winu ormena JIHA, yTBepKIeHHBbIE HENOCPEICTBEHHO
COOCTBCHHOPYYHOH  MHOJUMCBIO  pPeKTOpa  YHHBEpCHTETa  WIM  MHOTO
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YIOTHOMOYEHHOTO WM  JIOJDKHOCTHOTO JIMIIA TIO JIOBEPEHHOCTH B  Tpube
YTBCPIKACHHS, BHOCATCA IPHKA30M, H3IaBAEMbIM DPEKTOPOM YHUBEPCHUTETA WITH
MHBIM YTIOTTHOMOYEHHBIM UM JOJDKHOCTHBIM JTHIIOM.

5.10. B Tekcre npukaza 00 yTBEpKIEHMH, U3MEHEeHHHM WiM oTMeHe JIHA
HCTIONB3YIOTCA (POPMYITMPOBKHM:

— npm yTtBepkaeHuu HoBoro JIHA: «YTeepmure (massanue JIHA)» wmm
«YrBepauts (Hassanue JIHA») u BBecTH B neficTBue ¢ (nata)». Hampumep:

1. Yteepauts IlltaTHOE pacmmcanue Ha 2020 roj 1 BReCcTH ero B jaelicTeue ¢ 1
saBaps 2020 r. (mpunoskeHue).

— IpH BHECEHWHM H3MEHECHUH B paHee yTBepikaeHubld JIHA: «BuecTu
u3MeHeHus B (HazBanue JIHA)y». Hanpumep:

1. Brect cnenyroumue usmenenus B IlltaTHoe pacnuicanwe YHHBEpCHTeTa Ha
2020 ropx, yrsepxknenHoe mpukazom PI'BOY BO «[lanspeiGrys» oT 25 nexabps
2020 r. No345: ...

— IIpu OTMeHe panee ytBepxaeHHoro JIHA: «IIpu3Hath yTpaTuBIIMM CHIY
(mazsanue JIHA), yrBepxnerroe ...». Hanpumep:

1. Ilpusnate yrpatusmuM cuity IlonokeHHe 0 HEHOPMHPOBAHHOM pabodem
aHe, yrBepikaeHHoe npukazom GI'BOY BO «JlanspsibBTy3» ot 15 deppans 2015 r.
Ne 22,

5.11.  OcHoBHbiMH  pekBusuTamu JIHA  sBusroTcs:  HaWMeHOBaHHE
OpraHM3alliM, HaWMEHOBaHWE BHAA JOKYMEHTa H 3arOJIOBOK K  TEKCTY,
COCTaBJIAIOIINE OJHO IETI0e, TPU( yTBEPXKISHHA, MECTO H3IaHUI JOKYMEHTA.

Ecmu mpoext JIHA sBisiercss MHOTOCTpaHWYHBIM M K HEMY O(OpMIIseTcs
TUTYJIBHBIA JIACT, YKa3aHHBIE BbILIEC PEKBU3UTH PA3MELIAIOTCS HA TUTYIILHOM JIUCTE.

5.12. Mudopmauus cropaBodHOro xapaktepa (rpaduku, CXeMbl, TabIIHILBL
(GOPMEI TOKYMEHTOB) 0(GOpMIISIeTCsI B BUJIe npuioxkennii k JIHA.

Ha npunoxenunsax x JIHA opopMnsieTcss peKBU3HT «OTMETKA O MPHIOKEHHI» B
COOTBETCTBUM C IIYHKTOM 4.42 MHCTpYKITHH.

5.13. JIHA BcTymaeT B CHIy B CpOK, YKa3aHHBI B NpHKa3e, KOTOPBIM
yreepxaed JIHA, unu ¢ gatel yrBepxnenus JIHA.

5.14. PacnopsauTensHble IOKyMEHTHI YHHBEPCHUTETA H3MAIOTCS B (opMe
IIPUKA30B U PaCIOPSHKEHUH.

Hpukaszvr u3naotcs B HenAX ohOPMIICHUS PELIEHIN:

— HOPMATUBHOIO XapakTepa (ecnw TpukazoMm yreepxkmaerca JIHA wmm
IPUHUMACTCS pPELIeHWe OPraHUu3allHOHHOIO XapakTepa, HalpuMep, IIpHKaz o0
YTBEP)KIEHUU CTPYKTYPhI M IITATHON YMCIEHHOCTH Y HUBEPCHUTETA);

— OPTraHW3aI[MOHHOIO, AJMWHUCTPATHBHOTO, B TOM YHCIE OIEPAaTHBHOIO
XapakxTepa I10 BOIIPOCaM OCHOBHOU M CTYAECHYECKOH NesTEIIbHOCTH Y HUBEPCUTETA.

5.15. TlpoexTsl IpHKa30B IO OCHOBHOM M CTYINEHYECKOHW JIESTENBHOCTH
TOTOBAT CTPYKTYypHBIE IOApasfelieHus YHUBEPCUTETA HA OCHOBAHUH IIOPYUEHHI
PYKOBOJICTBA JIHOO B MHUIMATHBHOM HOpsifiKe. OTBETCTBEHHOCTh 38 KAYECTBEHHYIO
IIOATOTOBKY MPOCKTa IPHKa3a, COrIacoBaHWe W IPaBUIIBHOE O(OpPMIICEHHE MPOEKTa
HECEeT pPYKOBOIHTENb TMOApa3ieeHusl, KOTOPBIH TOTOBHT IPOEKT IIpUKa3a M
IIpe/iCTaBlsIeT ero Ha IOAIIHCE.
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5.16. KouTponb 3a mnpaBuIbHOCTBIO OGOPMICHHS IPOEKTOB TIPUKA30B
OCYILIECTBIAET 00K OTHEeN Y HUBEPCHUTETA.

5.17. Ilpukassel, uznaBaeMble B YHHUBEPCHTETE, HE JOJUKHBI MPOTHBOPEUUTH
3aKoHOMaTeNnbCTBy Poccuiickoi @eriepanuu, YCTaBy YHHBEPCHTETa, JOKATEHBEIM
HOPMAaTHUBHBIM aKTaM Y HUBEPCUTETA U PaHee W3IaHHBIM IPHKa3aM Y HMBEPCHUTETA.

5.18. IlpuKa3bl M0 OCHOBHOH JIEATENLHOCTH U3TAOTC:

— BO HCIIOJTHEHHE HOPMATUBHEIX IPABOBBIX aKTOB OPraHOB rOCYAapCTBEHHOM
BIACTH M BBIIECTOSIINX OPTaHH3aI[UH;

— B IeJIIX OCYIIECTBIEHHS YNPABICHIYECKOH IeATeIbHOCTH, BBITEKAIONIEH M3
(GyHKLWM 1 3ama4 YHEBepcHTETA.

5.19. Ilpukaser VYrumBepcurera oQOpMIFOTCS Ha ONaHKe mpHKaza
HCIIOIb30BAHUEM CIEIYIOIMX PEKBH3UTOB: JaTa MOKYMEHTa, DPEerMcTpalMOHHBIH
HOMEpP JOKYMEHTA, 3ar0JJOBOK K TEKCTY, TEKCT, IOIIHCE.

Jlata ¥ perucTpalMoOHHBIA HOMEp TPHKa3a POCTABIISIOTCS [I0CIe MOITHCAHMS
[IPHKa3a PeKTOPOM YHUBEPCHTETA.

5.20. 3aronoBoK K NpuUKa3y MedaTaeTcs Yepe3 OLUH MEKCTPOUHBIH HHTEpBAl
TI0JT PEKBU3UTAMH OJIaHKa CJIeBa OT I'PAHMIILI JICBOTO MMoMs. TouKa B KOHIIE 3aroI0BKa
He CTaBUTCs. 3arojioBOK K TPHKa3y (GOPMYTHPYETCs ¢ MPEmioroM «o» («oby),
KpPaTKO ¥ TOYHO OTpaas COJepiKaHue TeKcTa IpuKasa. Harnpumep:

OO0 yrBepxneHnr MHCTPYKIMH 110 JETONPOU3BOACTRY;
O nmopske puHAHCUPOBAHUS PEKIIAMHOM KaMITaHUH;
O co3naHuy HKCIIEPTHOH KOMHCCHH.

5.21. TekeT npukasa COCTOMT M3 ABYX dacTel: 06ocHOBanus (peamOyibl) U
pacTopsAAUTE/IbHON YacTH. B 000CHOBAaHMM yKa3bIBAaeTCsl OCHOBAHWUE, NIPUYMHA WIH
[eJlb U31aHUs JOKyMeHTa. Hanpumep:

B cootsBerctBMM ¢ 1npukazoM MUHHCTEPCTBA CBS3M M MACCOBBIX
KOMMyHHKalMi o1 25 nexadbps 2014 r. Ne 1494 «O6 ytBepxaenun Ilpasun obMeHa

JOKYMEHTaMHM B 3JIEKTPOHHOM BHIE IIpH OpraHm3anuiu HHdI')OpMaU,I/IOHHOI“O
B3aUMOOEHUCTRUSD ...

B umemsx oprammsanud M NPOBEACHUS pabOTHI IO HKCIEPTU3E IIEHHOCTH
JIOKYMEHTOB, 00pasyroluxcad B JASATENBHOCTH OPTaHMW3allid, M OTOOpy HX A
Iepeavy Ha XpaHeHHe B apXUB OPraHU3aluy U K YHHYTOKEHHIO ...

5.22.  PacrnopsgurenrHas ~— 4acTh ~ [PHWKa3a  HAYMHAETCS  CIIOBOM
«I P H K a3 bl Ba W», KOTOPOE I€YaTaeTcs CTPOYHBIMH OYKBaMH Bpaspsjiky,
HOJLyKUPHBIM IIPUPTOM.

PacnopsaurensHas 4acTh MOXKET COJIEPIKATE:

— peleHds  OpraHM3allMOHHOIO  Xapakrepa (YTBEpPOWTH, CO3/aTh,
npeobpa3zoBaTh, TUKBUIAUPOBATH, IPU3HATH YTPATHBIIHM CHILY);

— KOHKPETHBIC IOPYUYCHHA ¢ YKa3aHHEM HCIOQJIHHUTEIA (HGHOHHHTGHGﬁ) H
CPOKOB HX BbIITOJIHEHMS.
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5.23. Kaxnoe peruenue (nopydvenne) ohpopmisieTcs B pHKaze KaK OTeNbHbIH
nyHKT. [[yHKTEI IpHKa3a pacrnonaraioTes B JIOTMKO-BPEMEHHO ITOCICI0BATENBHOCTH
M HyMepyloTcs apabckumu uuppamu. Ecnum mopydende maeTcsi KOHKPETHOMY
CTPYKTYPHOMY MOJIpa3/IeJICH)IO, €r0 HANMEHOBAHUE MUIIETCs HONHOCTHIO, B CKOOKAX

YKasplBalOTCsl  (aMHIIMs M WHHUIMAIBl  PYKOBONUTENS TNOApa3felNeHMs] B
UMEHHUTEILHOM nanexe. Hanpumep:

...0IpHKa3bIBaAKW:

1. Vuebmo-metomuyeckomy otmeny (®ammmms M.O.) x  01.11.2020

NOATOTOBUTE W NPEICTABUTH HA YTBEPKJCHUE IIaH yueOHO-METOAUIECKON paboTH]
Ha 2021 rox.

Ecnun mopydenue paeTcss KOHKPETHOMY MCIIONHHUTENIO, €r0 TOJDKHOCTH W
amuInsa yKaspiBaroTcs 6e3 cKoOOK B HareibHoM nanexke. Hanpumep:

3. T'masaomy Gyxranrepy (®Pammmus M.0.) noAroToBATs W NPENCTABUTH Ha

paccMOTpeHHe W YTBEPKIEHHE CMETY KOMaHAMPOBOYHEIX pacxonoB Ha 2020 rox B
cpox no 30.11.2020.

[IpennuceiBaeMoe  nelicTBHe BbIpaXKaeTcs TNArOJOM B HEONpE/eleHHOH
dopme. He pomyckaercs ymoTpe6GnsTh HEKOHKPETHBIE BBIPAXKEHMS TUINA «YCHIUTEY,
«YCKOPHTB», «00eCIeunTh B KpaTdaniiue CPOKu».

Ecinu ooHOMY HCIOJIHUTENIO HEOOXOOHMO MOPYYHTh HECKOJBKO pa3HBIX
3alaHui ¢ OINHUM CPOKOM BBIIIOJHEHHS, OTBETCTBEHHBIH MCHONHHUTENh W CPOK
MCTIOJIHEHMS YKA3bIBAIOTCSA OJUH Pa3 B OCHOBHOM ITYHKTE, a IIOPYYEHUS BBIIEIISIOTCS
B OTJCIbHBIE MOMMYHKTHL. ECiu y mopydeHmil pasHble CPOKH UCIIOSHEHHS, CPOKM
YKa3bIBaIOTCA HE B OCHOBHOM ITyHKTE, & B K&KIOM TTOAMYHKTE.,

Cpok wcnonHenus JOKeH OBITH pealbHBIM, COOTBETCTBOBAThH OOBEMY
npeamnonaraeMeix pabor. IIpum ycTaHOBIEHHM CpOKa CHEAYEeT YYMTBIBATH BpEMs
JIOBEICHUS JOKYMEHTA 10 KOHKPETHEIX UCTIONHUTEEH.

Cpox ¥WCIONHEHMs B IIyHKTaX paclOpANUTENBHOM YacTH TIpHKasa He
YKa3bIBAa€TCs B CIy4Yasx, €CIM JEeHCTBUS HOCAT peryIsIpHBIM XapakTep U HX
BBLIMIOJTHEHHE MPEJUCHIBACTCS HAa BeCch IepHoJ neicrBua mnpukasa. KoimyecTso
UCIIONIHUTENEH 0  KaXIOMy IIyHKTY (IOMIYHKTY) HE OTrpaHW4YMBAETCH.
OTBETCTBEHHBIN UCTIONHUTEb YKA3bIBAETCS [IEPBhIM.

Ecav mpuKas OTMEHSeT IIONHOCTBI0 WM YacTHYHO paHee MW3NaHHBIE
TOKYMEHTHI 110 TOMY JK€ BOIPOCY, TO B MpPENNoCleHEeM IyHKTE IpHKasza
HEOOX0AUMO HX IEPEUUCIUTh C YKa3aHHEM HAWMEHOBAHMS IOKYMEHTA, €ro JaThl,
HOMepa, 3aroioBka. Hampumep:

4. IlpusHaTh yTpaTHBIIMAM CUIy Ipuka3 pekropa @®T'BOY BO «JlanbphioBTys»
or 5 asrycta 2010 r. Ne 175 «O6 yTBepXAeHHM OKCIEPTHOW KOMHCCHH
YHuUBEpPCUTETAY.
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Hocnenuuii MyHKT mNpuKasa — MyHKT O KOHTPOe, B HEM YKa3bIBAKOTCS

AOJDKHOCTE JIHLIa, OTBETCTBEHHOTO 3a HCIIOMHEHHUE JOKYMEHTA B IIEJIOM, Er0 haMUIus
U wHUIHansl. Hanpumep:

4. KouTpoib 3a HCIIONHEHMEM IMIPHKA3a BO3NATAETCA HAa MPOPEKTOpPA TIO
Hay4yHoH pabote Mamunus 1.0.

B ormenpHBIX choydasx pekTop VYHUBepcHUTETa MOXKET OCTABUTE KOHTPOJIb 34
co0oM;

4. KoHTpOITh 32 MCIIOMTHEHHEM MPUKa3a OCTABIIIO 3a COOOIA.

5.24. He Brmodaercs B TeKCT mnpukasa NyHKT «IIpukas mnoBecTd 1o
CBEJEHHUS. ...»

Ilonpasnenenust ¥ MOJKHOCTHBIE JIMIA, NO CBEJCHAS KOTOPHIX HEOGXOLMMO
AOBECTH IIPUKa3, NEPEUUCIAIOTCS B yKasatese (IHCTe, CIMCKE) PACCHIIKH, KOTOPHIH
TOTOBHUTCS UCIIONHUTENEM U OpOpMIIsIeTCs Ha 060POTHOM CTOPOHE MOCIESIHETO JIMCTA
[pHKa3a.

5.25. B npukasax He HOIyCKaeTcs:

— U3MEHEHHE paHee YCTAHOBJICHHBIX CPOKOB BEHIMTONHEHUS 3amaHdil B
CTOPOHY UX YBETUICHHUS;

— I[pUMEHEeHHE NPOMU3BOJILHBIX COKPALIEHHH HIIH HCKA)KEHHE HAUMeHOBAHMI
CTPYKTYPHBIX IIOApa3/ieleHIi Y HUBEPCUTETA;

— lpMMEHEHHEe NPOU3BOJIBHBIX (He OOIIENPUHATEIX) TEXHUYECKHX M APYTHX
TEPMHUHOB, COKPAILEHHBIX CIIOB M HAMMEHOBAHUIA.

5.26. Ilpy HamMYuM TPWIOKEHHH B TEKCTe NPHKa3a B COOTBETCTBYIOIIMX
IyHKTaX PacHOpSAWTENILHON YacTH JalOTCsA OTCBUIKH: ... (mpmiioxenme Ne 1); ...
(mpunoserne Ne 2); ... «COTTACHO NPHUIOKEHUIO», HA TIPHIOKEHUH odopMiseTcs
OTMETKA O MPUIIOKEHUM:

IIpunoskenue Ne |

K NpHUKa3y OI'bOY BO
«J1anepeIOBTY3»

or 12.11.2020 Ne 215

MN3snanve BMecTe ¢ IPHKA30M NPHIOKEHHH, HE YIOOMAHYTBIX B TEKCTE
JOKyMEHTA, HE JOIyCKaeTc .

Eciii NOKYMeHT, yTBEP)K/ICHHBL IIPAKA30M, BIOCIEICTBHE JIeHCTBYET B BUIE
CaMOCTOATENIPHOTO JOKYMEHTa, Ha IEPBOM JIMCTE JOKYMEHTAa B BEPXHEM MPABOM

YTy HPOCTABISETCs Ipud yTBepxkaeHus (IPH HEOOXOMMMOCTH, - C yKa3aHHEM
HOMepa NpuioxeHus ), Hampumep:

(MucTpykims) YTBEPXJIEHA
[IPUKA30M OI'BOY BO
«1anspeiOBTY3»
o1 22.01.2020 Ne 5
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5.277. Pacnopascenus ohOPMIBTIOTCS IO TEM JKe [PABUIIAM, 9TO U IPHKA3bI, 3a
UCKIIIOYEHHEM TOI'0, YTO B KOHIE TpeaMOyNbl CTABHTCA IBOETOYHE, IIOCIE HYEro
CJIIEYIOT MYHKTEI pacopsAuTenbHON JacTu. Hanpumep:

B nemsx ucnonnenus npukasa ®I'BOY BO «/lanspeioeTys» ot 22 aBrycra
2017 r. «O0 opranusanuu U NpoBeJeHUH KOHKypca «JIyummii cexperaps - 2017

1. PykoBomutensm ympapieHui, oTHeNTOB u naGoparopuii B cpox g0 10
certsadps 2017 r. NpencTaBUTb CBOM NPEUIOKCHUS O KAHIUAATYpaX ceKperapeil u

JEJONPOM3BOJUTENEH NI y4aCTHs B KOHKYpCE.
-

Pacniopsbkenys MOTYT He UIMeTh peaMOyIIEI.

5.28. o mpencrasieHus Ha TOAMMCH IIPOEKT MNpHKasa (pacropskeHus)
COTJIACOBBIBAETCSA C 3aMHTEPECOBAHHBIMH JUIAMH B COOTBETCTBUM C HACTOSIIEH
HMHcTpyKIHei.

5.29. Tlpuka3 noamMchIBaeT PEKTOp YHHMBEPCHTETa WIIH JIUIO, WUCIIONHIIOIIEE
ero 0053aHHOCTH.

Pacniopsokerue MOANMCHIBAETCS PEKTOPOM Y HUBEPCUTETA HIIH TIPOPEKTOPAMH.

5.30. Konuu mnpHKa3oB (pacmopsDKeHWi) pPacChUIAIOTCS B COOTBETCTBHH C
JIMCTOM (CITMCKOM) PACCHUIKH.

ONeKTPOHHAs KONMS MPHKa3a pa3MelaeTcs] B COOTBETCTRYIOIEH 6a3e NaHHBIX
CO/J1 nnw Ha KopropaTHBHOM HopTaine YHuBepcureTa B ceTr «HTepHeTY.

5.31. Ilpm odopmienuy mNpHKa3a, H3TaBAEMOr0 COBMECTHO C JIPYTOH
OpraHU3alUen:

— OnaHK HE UCTIONB3YETCH;

— HauMeHOBAaHHMS OPTAaHHW3AIMH [1eYaTarTCs HA OJTHOM YPOBHE;

— HauMeHoBaHue BUIa HokymenTa (IIPMKA3) pacnionaraercs mo mesTpy.

Jaroii COBMECTHOIO IIpHKa3a SBISIETCS Jara IPOCTABIEHHS IIOCIeqHeH
TIOATIMCH Ha JIOKYMEHTE.

PGFHCTpaHHOHI-IBIfI HOMED COBMCCTHOI'O IIpHuKa3a COCTOMT us
PErMCTPALIMOHHBIX ~ HOMEPOB, TIPUCBOEHHBIX K@XIOH W3 OpraHMs3anuil U
NPOCTABJISEMBIX Y€PE3 KOCYIO YePTy B NOPSIKE yKazaHWs OpraHu3alii - aBTOpOB
JIOKYMEHTA.

TeKCT COBMECTHOIO IIPHKa3a M3J1araeTcs OT IEPBOrO JIMIA MHOKECTBEHHOIO
qucia («IpHKa3elBaeM»), OJIHCH PYKOBOAUTENEH OpraHn3aluii pacroaraloTcs Ha
OJTHOM YPOBHE CJIEBA U CIIPABA.

5.32. JleATenbHOCTh IO COBMECTHOW BHIPAOOTKE peIleHHWH Ha 3aceNaHHIX
COBETOB, KOMUCCHH, COBEIAaHUAX OQOPMIAETCS TPOTOKOIAMH.

IIpomokon cocrtaBnseTcs Ha OCHOBAaHUH JHKTOQOHHBEIX (PYKOIMCHBIX)
3anucei, IIpOM3BeIeHHBIX BO BpeMs 3acelaHmsl, IPeICTaBIcHHbIX Te3UCOB HOKIAI0B
U BBICTYIUIEHHH, CIIPABOK, IPOEKTOB PELIeHNH (TOCTAHOBIECHMUI).

Ilporokon odopmisgercs B Te4eHHWE OJHOTO-TpeX AHEW TOCe NpPOBeIeHMUS
3aceaHus, €CIIM CPOKH €ro MOArOTOBKH HE OTOBOPEHEI 0C000.
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5.33. PexBusuTamm MNpOTOKOJNA SABISIOTCSA: HAMMEHOBAHWE OpraHW3aIliH,
HaUMEHOBAaHHE BHJA NOKYMEHTa, 3ar0JIOBOK K TEKCTY, JaTa M MECTO 3aCelaHms,
PErHCTPALIMOHHBINA HOMED MPOTOKOJIA, TEKCT, TTOMHICH.

5.34. 3aromoBoK K TEKCTy IIPOTOKOJA OTBEYAET Ha BOMPOC «UEro?» W

CONEPKUT yKa3aHWEe CTIPYKTYPHOIO IIOAPAsNEeNeHus MAesTelbHOCTE KOTOPOIo
npoTokonupyercs. Hanpumep:

IIPOTOKOJI 3acelaHia aTTeCTALMOHHOM KOMUCCUH
[IPOTOKOI 3aCcHaHuAa HaquO-METOI[H‘IeCKOﬁ KOMHCCHH.

Haroil nporokona susieTcs gata 3acenaHus. Ecnu 3acejjanue mpomomkaercs
HECKONBKO IIHEeW, YKa3blBAaeTCs NaTa Hayala 3acellaHus M dYepe3 TUpe - jara
okoHuaHus: 12-13 masg 2018 r.

5.35. TexcT TpOTOKOJIA AOMKEH COCTOATH M3 JBYX dacTel: BBOIHOW H
OCHOBHOH. B BBOZHOW 9YacTH NPOTOKOTA YKa3bIBAIOTCS (aMMIHM TIpercenaTelis
(IIpecenaTenbCTBYIOMETO); ceKpeTaps; GaMuluy y9acTHHKOB, IIPUCYTCTBYIOMIUX HA
3aCeNaHNH, JIUI], IPUIJIALEHHBIX HA 3acelaHue; IOBECTKA JHA.

Eciy Komu4ecTBO MPHUCYTCTBYIOLINX Ha 3acelaHuy MpeBbiaeT 15 denosex, B
BBOIHOH YaCTH TPOTOKONA JelaeTcs CChUIKA Ha CHOHCOK, SBJSIFOIIANCS
HEOTHEMIIEMOM YaCThIO IPOTOKONA. Hanpumep:

IIpucyrcTBoBamu: 25 yen. (CIIMCOK MPUIaraercs).

BBomgHas 4acTh NPOTOKONA 3aKaHYMBACTCS IIOBECTKOM MHS, COAepIKallei
LIEpeYeHb PAacCMaTPUBAEMBIX BOIIPOCOB, EPEIACICHHBIX B TIOPSIKE UX O0CYK/ICHHSL
C yKasaHMeM JOKIaTduKka MO KakKIOMy pacCcMaTpHBAaeMOMY BOMpOCY. Bompocs
IIOBECTKH J(HA (HOPMYIHMPYFOTCS C HMPEIOroM «0» («00»), meyaTaroTess OT IPAHHIIBI
JIEBOTO IO/ ¥ HyMepyroTcs apadCKUMH ITUdpaMHu.

B ocHoBHO# yacTi npoToKOIa (PUKCUPYETCS X0 3aCeJAHMUS.

5.36. [onHpIA OPOTOKOI COAEPKHUT 3aIIHCh TOTO, YTO TPOUCXOIUIO BO BPEMs
3acefaHusl, BKIHOYash BOIPOCHL K JOKIAIIHKY, OTBETHI Ha HUX, BLICTYMIEHHS B XOJe
00Cy X /IeHHs BOIIPOCA, PE3YIBTATEI IOJTOCOBAHUS [0 BOPOCY M MPHHATHIE PEIICHUSL.

Kpatkue npoTokosnsl BeAyTcs IPU PaCCMOTPEHMH BOIPOCOB ONEPATHBHOTO
xapakrepa.

B xpartkom nporokone GuKCHpyeTcs TeMa 00CyKIeH S, PaMUIns JOKIaTIHKa
I10 BOIIPOCY W TMPUHSATHIE PEIICHHS.

5.37. OcHoBHass 4YacTh IONHOTO IIPOTOKOJNA COCTOMT M3 pa3leloB,
IIOCBSILIEHHBIX BONPOCAaM IIOBECTKH IHs. XOJ PAacCMOTPEHUS KakJOro BOIpPOCA
3aIMCBIBAETCS B IIOCIIEIOBATEIEHOCTH:

CJIVILAJIM - BRICTYITIUJIN - PELLIAJIN.

IToctanoBieHUe (pellleHHe) B TEKCT MPOTOKOJIA BHOCHTCS IOTHOCTHIO B TOM
(GopMynupoBKe, KOTOpas Oblla NPUHATA HA 34CEJAHUH; NP HEOOXOTHUMOCTH
IPUBOAATCS UTOTH FOJIOCOBAHMS: «3a - ..., IPOTHBR -..., BO3TIEPIKAIOCE - ...)».
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5.38. [Tporokon 3acenaHus MOJIIIHACEIBACTCH npeceaaTeeM
(IpeZceaTelbCTBYIONIAM) M CEKPETapeM 3acelaHus, eclld MHOe He YCTAHOBIEHO
JIHA.

5.39. Ilpu HEOOXOAMMOCTH KOIIMM TPOTOKOJIOB WM BHUIMCKH W3 MPOTOKOIOB
pacchUIaOTCs 3aHHTEPECOBAHHBIM JIMIAM B JJIEKTPOHHOM BHIE B COOTBETCTBUM C
yKazaTelleM pacChUIKH.

B BBIHCKE M3 NPOTOKOMA MOIDKHBI BOCIPOM3BOJIMTHCS BCE PEKBU3HTHI
3aroJIOBOYHON 4YaCTH IIPOTOKONA, BBOJHAs 4YacTh, BOMNPOC MOBECTKH IHSA, [0
KOTOPOMY TOTOBHTCS BBINUCKA, M TEKCT, OTPAKAIOIIMH 00CYKICHWE BOIpOca U
MIPUHSITOE PeIlcHHE.

5.40. [denosoe (caysycebnoe) nucomo roToBUTCS HA (PUPMEHHOM ONaHKe
nuckMa YHuBepcutera. [lpw cocraBnenuu muceM OQOPMIAIOTCS PEKBU3MTEL
ajipecar, 3arojlOBOK K TEKCTy, TEKCT, IOANWCh, OTMETKAa o0 WCMOJHHTENe, B
HEOOXOJUMBIX CITydasX - OTMETKA O IPHIIOKEHHH.

5.41. Ecii muckMo SBISIETCS OTBETOM Ha IMOCTYIHBLIAH 3alpOC MM MPOCKOY,
3aTIOJTHSAETCA PEKBU3UT «CChUIKA HAa PETHCTPAI[MOHHBIA HOMEP ¥ JIATy MOCTYIIMBIIETrO
NUChMay.

Haumenopanue BHIa IOKyMeHTa (IIHMCEMO») ¥ pAa3HOBHIHOCTH IHCHEMA
(Hampumep, «mpockba», «HHPOPMAIMOHHOE», «COMPOBOAUTENHLHOE», «3AIPOCH,
,«HATIOMMHAHKE» ) B JAENOBBIX (CIyKeOHBIX) MHCHMAaX He YKa3bIBAaIOTCH.

Ecny niuchMo HampapiseTcs ampecary 10 3JeKTPOHHOM 1mouTe Wik mo daxcy
0e3 MOCHUIKH MO MOYTE, BMECTO IIOYTOBOTO afpeca yKasblBAETCS afpec 3IeKTPOHHOM
IIOYTHL UM HOMep TeedoHa-hakca.

5.42. Jlenosoe (ciyxeOHOE) MHUCBMO JOJDKHO OBITH ITOCBSIIIEHO OJHOMY
Bompocy. Ecnmu HeoOxomuMo oOpaTWThcs B OpPraHU3aUMIO OIHOBPEMEHHO 10
HECKOJIbKAM BOIIPOCAM, PEKOMEHIYETCs COCTABMThL OTACIBHOE MUCEMO M0 KaKIOMY
V3 HHX.

ITrcbMO MOXKET KacaThesl HECKOIBKHUX BOIIPOCOB, €CIH OHH B3aWMOCBSI3aHEI.

5.43. B oxHOM IHCeME HE NOIDKHO OBITH OOJiee YeThIpex apecaroB, IPH 3TOM
OCHOBHOW  ajlpecar yKasblBA€TCs TIEPBBIM, OCTAllbHBIM ajpecaTtamM  IIMChbMO
HaIIPaBISETCS TS CBEICHUS.

Ilpu HeoOXOMMMOCTH HaIpPaBUTH MHUCHEMO OOJBLIEMY KOJHYECTBY a/PEcaToB,
TOTOBUTCS CIIMCOK PACCBHIIKHU, M MUCHMa PACCHUTAIOTCS IO CITUCKY.

5.44. Tlpu cocraBleHMH J[eNIOBBIX TIIHCEM WCIIOJNB3YETCH BCTYIHUTEILHOE
obpallleHHe M 3aKIFOYMTENbHAs 3THKeTHas ()paza B cooTBercTBUM ¢ 1. 4.41
HHCTpYyKITHH.

5.45. TekcT nuchMa U3TAraeTCs:

— OT l-ro nuiIa MHOXECTBEHHOIO 4YHC/A (LIIPOCHM...», «IPEIUIAraeM...»,
«HATIOMHHAEM...»);

— OT 3-TO NHla eIWHCTBEHHOTO 4YHclia («YHHUBEPCHTET CUYMTAET BO3MOYKHBIM
...», «YHUBEPCUTET HE pacroiaraeT BO3SMOXHOCTBIO ...»);

— 0T 1-ro nMUa €IMHCTBEHHOIO 4YUCNa («IPOMIY ...», «IIPEIIArar ...»), el
nuceMO oopmisieTcss Ha (PUPMEHHOM OJIaHKe.

5.46. Ecnu npoekT zenoBoro (ciye0Horo) MmuchbMa HalpaBIAETCA aapecary
IO TIOYTE, MPOEKT TOTOBUTCA B JIBYX SK3EMIUIAPAX: OJUH SK3EMIUIAP 0QOpPMIIAETCS Ha
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OrmaHKe, BTOPOH 9K3eMIULAP (IIpeHa3HAYEHHBIH 171 BH3UPOBAHNS) - HA CTAaH IAPTHBIX
nucTax Oymard.

Henosoe (ciykeOHOE) MUCHMO 10 MPeNCTABIEHMs HA IOANNCEH JOJKHO OBITH
COIJIACOBAHO (3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMU JIMLAMU.

5.47. Jlenopoe (cmyxebHOE) THCEMO MOAIUCHIBAETCS PEKTOPOM Y HUBEPCHUTETA
WM MHBIM YIIOJHOMOYEHHBIM MM IJIMIIOM 10 JoBepeHHOCTH. [loanurcanHoe menoBoe
(cay:kebHOE) MUCHMO MOMJIEKUT PErMCTPALMHI M OTIIPABKE.

He nomyckaercs oTHpaBmaTE ajpecaTaM IIHCbMAa, He HMMEIOIIHE JaThl H
PErUCTPALMOHHOIO HOMEpA.

5.48. Tlocne noamucaHus IMUCBMA W €0 PErHCTPAIiK SK3EMIUIP MHChMA C
BH3aMH 3aMHTEPECOBAHHBIX JIUI] IOMEILAETCS B IETIO0.

5.49. Axmer cOCTaBIAIOTCS HAa OCHOBE YTBEPIKICHHBIX YHH()UIUMPOBAHHBIX
GopM umm B cBOOOMHOH (opme B LeNsIX MOATBEPIKIEHUs! (PAKTOB, CBI3AHHBIX C
NEeSATeNEHOCTEIO Y HUBEPCHTETA.

5.50. Ilpu cocTaBlEeHHH aKTOB WCIIONB3YIOTCS PEKBHU3UTHI: HAMMEHOBAHWE
OpraHU3alliH; HAUMEHOBaHHe BHA JOKyMEHTa; JaTa JOKYMEHTA; PeruCTPalliOHHBIN
HOMEp MOOKYMEHTAa; MECTO COCTABJIEHHS WU W3[aHUs JOKYMEHTa; 3arojloBOK K
TEKCTY; OAIHUCH.

5.51. [aroi akTa SBIAETCA Jara COCTABIIEHMs akTa W TIOMITHCAHHAS ero
COCTaBUTEISIMU.

Ecnu  Qopmoii akra mIpegyCMOTPEHO €ro  yTBEPKIEHHE PEKTOPOM
YHuBepcuTeTa WIM UHBIM  YIOJHOMOYEHHBIM  JOJDKHOCTHBIM — JIMIIOM  IIO
JIOBEPEHHOCTH, JaTOM aKTa SBJISCTCS AaTa €r0 YTBePKICHUSL.

5.52. B BBOIHOI 9acTH aKTa B AUMEHUTEIIbHOM IAIEIKE YKA3BIBAIOTCH:

— OCHOBaHHE COCTaBIEeHHA aKkTa (JIOKaNbHBIA HOPMATHBHBIM  aKT;
PaCTIOPSIIUTENLHBIA JOKYMEHT YHMBEpCHTeTa (IPUKa3, paclopsykeHue); GhakT HiIH
COOBITHE, TOCTY)KUBILIEe OCHOBAHUEM [IJIsI COCTABIIEHUS aKTa);

— COCTaBUTENM aKTa (IepeyuciaioTes nocne ciuosa «CocTaBiien» ¢ yKa3aHueM
NOJDKHOCTEH, HAMMEHOBAaHWM OpraHWzalli, eclii COCTABUTENHM  SBISAIOTCS
IIPEICTABUTENSMH APYTOW OpraHu3aliuy, paMuivii 1 MHUIHATIOB).

Ecnu akT cocraBieH KOMHUCCHEH, IIepBoi yKa3bIBaeTCs (paMIITHS TIpejice1aTens
KOMUCCHH, 3aTEM 4JIEHOB KOMHUCCHHU B al(haBUTHOM IOPSIIKE.

5.53. B TekcTe aKkTa M3NararTCs Lesy U 3aJa9d COCTABIIEHUs aKTa, CYI[HOCTD,
XapakTep, METOBl U CPOKH IIPOJeTaHHON pabOoThl, e Pe3yIbTATEL.

ITpu HEOOXOJUMOCTH aKT MOXKET COJepKaTh BEIBOIEI M PEKOMEH TAIlH.

B 3aKIOYMTENBHON YacTH aKTa YKa3bIBAIOTCS KOJIMYECTBO MOATOTOBIEHHBIX
9K3EMIIIPOB aKTa M MECTOHAXOXKIACHHE KaXKIOro 3K3eMiuisipa. KoaudecTBo
HK3EMIUIIPOB aKTa ONPENENIeTCs] KOJMYECTBOM CTOPOH, 3aWHTEPECOBAHHBIX B €ro
COCTaBIGHMH, HJIM HOPMATHBHBIMH  TpeOOBaHUSMH, pPerIaMeHTHPYIOIINMHI
COCTaBJIEHUE aKTOB KOHKPETHOM Pa3HOBUTHOCTH.

5.54. DK3eMIIIAPHI aKTa IOANMCHIBAIOTCS BCEMH “WieHAMMU KOMUCCHH (€C/IM aKT
COCTaBIANCS KOMHCCHEW) WIM COCTaBUTENSMU U, TpHU HEOOXOJUMOCTH,
MPUCYTCTBOBABIIUMHU JIMLAMH.

HPH ONOAINHMCAaHMHM aKTa IIpeacenarejieM M YIeHaMH KOMHCCHH HaHuMCHOBAHHA
UX TOJDKHOCTEH He YKa3BIBaIOTCS.
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Ocoboe MHEHUE COCTABUTENSl AaKTa W3JTaraercs Ha OTASILHOM JIUCTE,
NIOANKCBHIBAETCS M TIPUITATAETCS K aKTYy.

5.55. Ecmu 3axonomarenscTBoM Poccmiickolt ®epepanuu ImpenycMOTPEHO
O3HAKOMJIEHME C COJIEp:KaHUEM aKTa JIMI, YIMOMSHYTHIX B aKkTe, MOJ MOAIWCH, Ha
NOCNEHEH CTpaHulle aKTa IIPOCTAaBISETCS O3HAKOMHTeNbHas Buza «C akToMm
O3HAKOMJIEH(BI)», NpPH 3TOM YKa3bIBAIOTCSI HAUMEHOBAHHMs HOJDKHOCTEH, ITHYHBIE
HOMNNUCH, pAaCIIM(MPOBKM [OANMCEH, JaThl O3HAKOMICHHUs. JIWIA, KOTOpHIE
3HAKOMATCS C COJIEPIKAHUEM aKTa, MMEIOT IIPAaBO HE COIVIACHTBCS C COIEPKAHHEM
aKTa B LEIOM HIM ero OTHENBbHBIMH IOJOXKCHHAMH, 4YTO [O/DKHO OBITh
3aUKCHPOBAHO TIPU O3HAKOMIIEHHH C aKTOM.

5.56. Joknaonasn (ciayycednas) 3anuUcKa WCHONB3YeTCS IS ONEPATUBHOIO
HH(QOPMALIMOHHOIO  OOMeHa MEXIy CTPYKTYPHBIMH  IIOAPa3felieHUsMH U
PYKOBOACTBOM Y HUBEPCHTETA.

5.57. OOs3arenbHbIMM  PEKBHU3UTAMH JOKIAAHOW (ciTyKeOHOM) 3amucKu
ABIIAIOTCS: HAaWMEHOBAaHUE CTPYKTYPHOrO TMOApA3eNieHys, HanMEeHOBaHHWE BHIA
JIOKyMeHTa (JIOKIajHas 3alucKa, CIykeOHas 3alicKa), JaTa, 3arolioBOK K TEeKCTY,
azpecart, TeKCT, TTO/IHCE.

5.58. Ilpu ampecoBaHMM HNOKIATHBEIX (CITyKeOHBIX) 3alIHCOK YKA3bIBAIOTCA B
IaTeIbHOM Manexe NOIDKHOCTE JIMIA, KOTOPOMY aJpecoBaH MOKYMEHT, (paMuIus
uHMIMaTsl. Hanpumep:

IIpopekTopy 10 HAY4IHOM paboTe
Gamvunus 1.0.

unu:
PykoBonuremto [lemapramenTa

UH(pOPMAaIMOHHBIX TEXHOIOIHMA
@amunus 1.0.

5.59.  [JokxmagHple  (ciykeOHBIE)  3AOHCKH  MOI'YT  COCTaBIIATHCH,
pPaccMaTpUBATLECS U XPAHUTECS B TeUECHHE YCTAHOBIEHHOTO CPOKA MCKIIOYHUTENHHO B
3MeKTpoHHOM BHzie B CO/JI.

IIpyn opranmsanuu paboTel ¢ JOKNAmHBIMH (CTYKeOHBIMK) 3aNUCKAMM B
SIIEKTPOHHOM BHJI€ HCTIONB3YIOTCS 2JIEKTPOHHBIE IIa0IOHBI TOKJIAAHOM U CITyKeOHOM!
3AITHCOK.

5.60. TexcT mokiamHO# (CiyKeOHOM) 3aIMUCKH, B 3aBUCHMOCTH OT CJIOKHOCTH
COIEPXKAHUA WM IPHUBOAMMON apryMEHTallMM, COCTOMT W3 OJHOM, IBYX WM Tpex
qacrei:

— B IIEPBOM YaCTH HM3JIATalOTCs MPUIHHBL, (PAKThI WIH COOBITHS, MOCIYKUBLIHE
MIOBOJIOM JIJISl COCTaBIIEHUS JOKYMEHTA,;

— BO BTOPOH 4YacTH [AeTcsl aHaIW3 CIOXXMBIIEHCS CUTYaIlldH, BO3MOKHBIE
BaApPHAHTHI €€ PeIICHNS;

— B TPeTheH 4aCTH U3NaraloTcs BEIBOIBI.

5.61. Permctpauus HOOKIaIHBIX W CIY»XeOHBIX 3allUCOK OCYINECTBISETCS B

COl, mpu orcyrcteur C3JI - B CTPYKTYpPHOM MOApa3AeleHUH, IOAIOTOBUBIIEM
AOKYMEHT.
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5.62. Jenosvie nucoma, nanpasisemvie 3apyGercHvim KoppecnoHoernmanm,
odopMIsIIOTCs Ha OnaHKe IucbMa YHUBEPCHTETA C PEKBU3HUTAMH Ha PYCCKOM H
OHOM H3 HHOCTPAHHBIX S3bIKOB.

5.63. Ilucemo, HampaBIseMoe 3apyOeKHOMY aapecary, COCTaBII€TCS Ha
PYCCKOM S3bIKE, IIPOXOJUT COTTACOBAHME CO BCEMH 3aMHTEPECOBAHHLIMU JIMIIAMH
YHuBEpCHUTETA, TIOCIIE Y€T0 MMUCHMO NEPEBOXUTCS HA OqUH M3 HUHOCTPAHHBIX SA3BIKOB
(M3BIK anpecarta WM aHITHWCKAM s3bIK) B oGOpPMISETCS Ha OIaHKe IIACHMa,
NPETHA3HAYEHHOM ISl HEPETMCKHU ¢ 3apyOeKHBIMI KOPPECIOH IEHTAMH.

[Momnmuuuuk muchkMa, OQOPMICHHBII HAa ONHOM M3 HHOCTPAHHBIX S3BIKOB,
JOMKeH ObITh HIEHTHYEH [0 COMEPIKAHMIO FK3EMILIAPY Ha PYCCKOM SI3BIKE C BH3aMH
3aMHTEPECOBAHHBIX JIMII.

5.64. Ha mopmuce pextopy VYHHBepcuTeTa NpeiCTABISIOTCS: DK3EMILISIP
NKCEMa 3apy0eKHOMY KOPPeCHOHIEHTY, 0DOPMICHHBIH Ha GIlaHKe, KOMMA TAHHOTO
MUChMa Ha CTaHIAPTHOM JIMCTe OyMary ¢ BU30# HCTIOHUTENS, 3K3eMILIAP [HCHMA Ha
PYCCKOM S3BIKE C BU3aMHU 3aWHTEPECOBAHHEIX JIMII.

5.65. llocne mnonmucanust NHCBMa pPEKTOPOM YHHUBEPCHTETA WM HHBIM
YTOJITHOMOYCHHBIM MM JIMLIOM I10 TOBEPEHHOCTH:

— OK3EMIUIAP NKMChMA, 3apeTHCTPHPOBAHHEIN B OOIIEM OTHEINE, HaIpaBIseTcs
agpecary;

— KONHKsA MHChMa C BU30W MCHOIHHUTENS M AK3EMIUIP NMChMa, COCTABIIEHHEIH
Ha PYCCKOM $3bIKe, ¢ BU3aMH 3aMHTEPECOBAHHBIX JIML] [IOMEINAIOTCH B IEN0.

5.66. Tlucema, HampaBisgeMsle 3apy0eXHBIM anpecaTtaM, JOJOKHBI HMETh
PEKBU3HUTHL: aJjpecar, 1aTa, PerHCTPAalMOHHEIH HOMED, TEKCT, IIOTTHCE.

[lpu HeobXomuMOCTH MOryT OQOPMIATECS PEKBU3HTHI «CCHUIKA Ha
PETHCTPAUMOHHBIH HOMEP H AATy MOCTYIHUBIIETO NUCEMa» H «3aroIOBOK K TEKCTY.

Ha xomuu muchMa, NOMeIaeMOH B [0, HOMONHHTENRHO TIPOCTABISIETCS
OTMETKA 00 UCTIOJIHHUTEIIE.

5.67. PexBusut «anpecar» o(OpMISETCsl ClpaBa I10J] PEKBU3HTAMH OJaHKa.
AJlpecatoM IHCEMa MOXET OBITh OPraHU3aIUS WM KOHKPETHOE JTHIIO.

Ecmi muckMo a/ipecoBaHo OpraHU3allky, CHavala IAeTcsi ee HaMMEHOBAaHHE,
3aTeM - TIOYTOBBIH ajjpec B IOCIEN0BATEIILHOCTH: HOMED [I0MA WITH 3AHMUSI, HA3BAHUE
YJIHLbI; HA3BaHUE TOPOJa; CTPaHa.

Kaxmpiii s1eMeHT ajjpeca MUINETCsl Ha OTAENBHOM crpoke. Hassanme roposa,
KaK IPaBuUIIO, [Ie4aTaeTCsl MPONMMCHBIMKU OykBamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Crnosa Avenue, Street, Place 1 unBIe B ajipece mUIIyTCs ¢ MPONMCHO GYKBEL

Ilpu odopmieHnr HOYTOBOrO aapeca 3apyOeKHBIM KOPPECIIOH/ICHTAM
IIYHKTYaLUs He IPUMEHAETCS.
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Ilpu ajpecoBaHuy mucem HEOOXOMMMO YYHTHIBATH TPAAMIMH, XapaKTEpHbIE
I OTHENBHBIX CTpaH (Hampumep, B BemukoGpuTanum mocie ykazaHHS TOpona
MOXET OBITH yKa3aHo rpadcTso, B CIIA - Hassanue mTara).

Ecmi B HasBanud (UPMEI IIpHCYTCTBYeT (amuiua muua (Hampumep, W.
Edward & Co., Ltd), nepen masBanuem (UpPMBI IPHHATO CTABHTH CIOBO MESSTS
(coxpamenue oT Messieurs - rocroma).

Ecny mHCBMO aipecyeTcst KOHKPETHOMY JIHITY, [epell Ha3BaHWeM OpTaHHU3aIlHu
YKa3BIBAtOT (paMMIIMIO ¥ TOIDKHOCTE PabOTHHKA WITH €10 I0JDKHOCTS. HanpumMep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NEI12 OLD

U.S.A.

5.68. B mucemax 3apyOe)xHBIM ampecaram gara oQOpPMISETCS CIIOBECHO-
U(POBEIM CIIOCOOOM B IIOCNENOBATENBEHOCTH: I€Hh MECSIIA, MECALI, TOLI.

Hanpumep: 24 suBaps 2019 r.

IIpy cocTaBleHNM MUChbMA HA AHTIHHACKOM SI3BIKE NOITYCKAETCS O(GOpMICHHE
JIaTBI B ITOCIIE/I0BATEILHOCTH: TOI, MeCSIl, AeHb MECIA.

Hampumep: 2019, January 24.

5.69. B mmceMax 3apyOeskHBIM afpecaraM HCIOJL3YIOTCS BCTYIHTEILHBIE
obparteHust o JOJKHOCTH WM 110 daMunuu agpecara. Hampuvep:

— YBaykaeMblil rocioguH Toproselii coBeTHHK!

— YBaskaeMslli rocno/inH AHreI0B!

3aKaHYMBAETCA  MHMCHMO  3aKIIOYHTENBHOM  OTHKETHOM  (pazoit  «C
YBOXKEHHUEM,...).

6. COTJIACOBAHUE NMMPOEKTOB JOKYMEHTOB.
HOJANMNCAHUE (YTBEPKAEHHUE) IPOEKTOB JOKYMEHTOB

6.1. CornacoBaHue IpOEKTa NOKYMEHTA INPOBOAMUTCS IO €ro IOAMUCAHUST
PYKOBOAMTEJICM B MEIAX OLEHKH COOTBETCTBUS IIPOEKTA 3aKOHOMATEIBCTBY
Poccwuiickoii @enepaiuu, 10KalbHEIM HOPMaTHBHEIM aKTaM Y HUBEPCUTETA, KaYecTBa
1 3QGEKTUBHOCTH IPEUIaraeMoro pereHHs.

Cornacoanue mnpoekTa JOKYMEHTA OPraHU3yeTCs HEeNOCpPeCTBEHHBIM
VICTIONHKTENEM (COCTaBHATENEM) U PYKOBOAUTENEM CTPYKTYPHOIO MOAPA3TENeHUs-
HCIIOJIHUTE/IA K IIPOBOAMTCA B IIPEJENaX YCTaHOBICHHOTO CPOKA UCIIOIHEHHS.

6.2. Tlpu Hanuuuu B opranusauuu COJI cornacoBaHue MPOEKTOB JOKYMEHTOB
OCYILIECTBIIACTCA B aBTOMAaTH3UPOBAHHOM pPEXHUME IIOCPEICTBOM HAIpPABICHHS
NPOEKTOB MNOKYMEHTOB JIMIIaM, HAa3HAYEHHBIM B Ka4deCTBE COIVIACYIOIIMX, W
odopMIIeHHS pe3yasTaTOB coriacoBanus B CO/I,
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CoracoBatue MPOEKTOB JIOKYMEHTOB MOKET OCYILECTBIISThHCS [IOCPEICTBOM
KOPIIOPDaTUBHOW OJEKTPOHHOM TMOYTHI W OGOPMIEHHS WCIOJHHUTEIeM ITHCTA
COTTTacOBAHHUA C TPUIIOXKEHUEM SJIEKTPOHHBIX COOOIICHMH JIMI, yY4ACTBOBABIIMX B
COINIaCOBaHMUHU NPOEKTAa TOKYMEHTA.

6.3. Cormacosanue NPOEKTOB IOKYMEHTOB ¢ PabOTHUKAMH YHuBepcurera
H/WIKM IPYTEMH OpPTaHH3alsIMH OpPraHM3yeT HCIOMHUTENs IOCTe COINACOBAHUS B
pabo4yeM IrOpsAKe IIPOEKTa JOKYMEHTA C PYKOBOMIHATENEM CTPYKTYPHOT'O
TIOApasfieNeHls M B COOTBETCTBHH C HacTosmeit MHCTpykuued WIH WHBIME

JIOKaITbHBIMH HOPMAaTHBHBIMU aKTaMM, PETYIHUPYIOLIMME TPOLECC COTIACOBAHMS
(BM3MPOBaHMU) IIPOEKTOB JTOKYMEHTOB.

6.4. [IpoeKTBI TOKYMEHTOB COIIACYIOTCS

— HETIOCPENCTBEHHBIM HCIOMHUTENIEM H PYKOBOAUTEIEM CTPYKTYpPHOTO
1101pa3ACICHUSI-UCTIOTHUTE]IS;

— COHCIIOJIHUTENAMH (TP WX HATHYUK);

—  PYKOBOJMTENSMH  CTPYKTYPHBIX  IIOApa3/eieHdl, pabOTHHKaMu
OpraHu3aliy, HAMpaBlIeHUs NEATeNbHOCTH W/WIH (YHKLMOHAILHBIC 00S3aHHOCTH
KOTOPBIX 3aTPardBalOTCsi B IPOEKTE NOKyMEHTa H/MIIM KOTOPBIE YKA3aHbI B TIPOEKTE
JIOKYMCHTa B KayecTBe HCIOJHUTENEH (B ciilydae BpPEMEHHOTO OTCYTCTBHS
PYKOBOAMTENA CTPYKTYPHOTO MOAPA3NENECHNS TIPOEKT NOKYMEHTA BU3MPYET JHIIO,
BPEMEHHO HCIIOJIHAOIIEE ero 00A3aHHOCTH );

— TPOPEKTOpaMU YHUBEPCHTETA, KyPHPYIOIIUMH 3aTPOHYTBIE B IIPOEKTe
TOKYMEHTa BOMPOCHI (€CIU JIOKYMEHT MOIITMCHIBACTCS (YTBEPKIAETCH) PEeKTOPOM
YHuBepcureTa);

— ropuaudeckuM  orzenom (mpoektoB JIHA, mpoekToB  mpHKasos,
pacopsKEHHH );

— OOIIMM OTIEIIOM.

6.5. TlpoexTbl HOKYMEHTOB, peanm3allisi KOTOPEIX Tpebyer (HHAHCOBBIX
3aTpaT,  COITACOBBIBAIOTCA € (DMHAHCOBO-3KOHOMWYECKHM  YIIPaBIEHHEM
YuuBepcurera.

He pomyckaeTcs HanpaBisaTh Ha COINIACOBAHME TPOEKT JIOKYMEHTA
OZHOBPEMEHHO JIByM Mii Oojlee pabOTHUKAM OJHOTO CTPYKTYPHOI'O MOAPA3IeTeHHUSL
B kauecTBe MWL, COMMACYIOIMX IIPOEKT JOKYMEHTA, JO/DKHBI BBICTYIIATH
MPEUMYIIIECTBEHHO PYKOBOIUTEIH CTPYKTYPHBIX IOApa3AeIeHAH.

6.6. Buemnee cormacoBaHHe IPOEKTa JOKYMEHTa OCYIIECTBISETCs
TIOCPEACTBOM HAIPABIEHUS NPOEKTA B JIPYI'YIO OPTraHU3aIHIO C COMPOBOIUTEIBHBIM
[IHCHhMOM, B KOTOPOM YKa3bIBAETCS CPOK COTTACOBAHMSL.

Ecmu  opranusanuu, cOTJacylollHe TIPOEKT  NOKYMEHTa,  SIBISIOTCS
yuactHukamu omuod CDJI, cormacosanme Moxer GwITh nposenero B CDJI Ges
HANpaBIEHHsS COIPOBOJUTENBHOIO TIMChbMa W OIHOBPEMEHHO C BHYTPEeHHHM
COTJTIACOBAHHEM.

6.7. Cpoku cornacoBaHus JOKYMEHTOB YCTAHABIMBAIOTCS VIHCTPYKIHEH IO
ACNONPOU3BOACTBY W/HWJIM HHBIMH JIOK&JIbHBIMA HOPMATHUBHBIMH aKTAMH B
3aBHCMMOCTH OT BHJA NOKyMEHTa W OObeMa NOKyMEHTa, BKIFOYAs MPUIOKEHHS K
Hemy. CpoKH COTTIacoBaHUsl JOKYMEHTOB COCTABIISAIOT:

— MPOEKTHI JIJIOBBIX (CITykeOHBIX) MUceM - 1-3 paboynx mHs,
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— MIPOEKTHI NPHKA30B 0€3 MpHuI0kKeHu# - 1-3 paboumx s;

— IIPOGKTEI IPUKA30B € IPUIOKESHUSIMH CIIPABOYHOrO XapakTepa - 3-5 paGounx
JTHCH;

— IPOCKTHI MPHKA30B C NPUIOKEHUEM JIOKAIBHBIX HOPMATHBHBIX AKTOB B
3aBUCUMOCTH OT UX 00bema (He Oonee 50 crpanum) - 5-10 pabounx nHeir:

—  TPOCKTBl  JIOKANBHBIX ~ HOPMATMBHBIX  dKTOB,  yTBEPIXKIAEMbIX
HETIOCPENICTBEHHO PEKTOpoM YHuBepcuTera (He Gomee 50 crpanun) - 5-10 paGounx
JIHEeH;

— TIPOCKTHI TPOTOKONOB 3acedaHWi (COBEIIAHWH) IPH HEOOXOTHMOCTH HX
COTJIaCOBAHUSA, B 3aBUCHMOCTH OT 06bheMa JoKymMeHTa - 1-3 pabounx jus.

Cpoku COTIacoBaHMS TIPOEKTOB JOKYMEHTOB, HANPABISEMBIX HA BHEIIHGE
COTJIaCOBaHME HE IOJDKHEBI COCTABIATE Oonee 30 KaleHIApHEBIX THEH.

B KOHKDETHBIX cly4yasX B 3aBHCHMOCTH OT COJCPKAHWS W HA3HAYCHHS
JOKyMEHTa CPOK COITIACOBAHMS MOJKET GBITh COKPAIEH HIH YBeNH4YeH MO PELIeHHIO
PYKOBOIUTEIISI, KypPUPYIOIIETO HAIPaBICHUE NEATENBHOCTH, 110 KOTOPOMY TOTOBHTCS
IIPOEKT pellleHus.

6.8. Odopmnenue pesynsratoB cormacoBaums JIHA u pPacopAIHTENbHBIX
AOKYMEHTOB OCYIIECTBIACTCA B BHJC BHU3, IIPOCTABISIEMBIX 3aHMHTEPECOBAHHLIMHU
JTHIaMH Ha TOCTIC/IHEM JINCTE NMPOCKTa JOKYMEHTA (Ha €ro JHUIEeBOM Uil 060pOTHOM
CTOPOHE) MIE Ha OTJEIBHOM JIHCTE COTNACOBAHMS, SIBISIOMIEMCS HEOTHEMIEMOL
YAaCThIO TOKYMEHTA.

Ilpu cormacoBanuy NeNOBEIX (CIy)XeOHBIX) MUCEM BU3BI IIPOCTABIAIOTCS HA
KOITHK TMChMa (BU30BOW 3K3EMIUIADP), KOTOPHIA IMOCTe MOMMMCAHMUS MO[THHHEEKA
IIMCbMa M €r0 PErucTpaluy MOMEIaeTcs B JIeJN0, WM Ha 060poTe IOMTHHHUKA
MHCBMA, €CITH MHCHMO HAMPAaBILIETCs aapecary 1o (akcy WM 3MeKTPOHHOM TodUTe.
OTOT e 3K3eMIUIAP MUChMa [OCIe OTIPABKY anpecary (1o Gakcy uim 3IIEKTPOHHOM
NOYTE B BULE JIEKTPOHHOM KOTIMH) IOMEIIAETCS B AETIO.

TTpoeKThI TPOTOKONIOB BHU3HPYIOTCsI JIMIAMHY, BBICTYIIABIIAMH HA 3acelaHHH
(coBemannu) MyTeM MNPOCTABIEHHS BU3BI HA JIEBOM TIONE JOKYMEHTA HaIPOTHUB
3aIIMCH BBICTYIUIEHHS] COOTBETCTBYIOIETO pabOTHHKA.

6.9. CornacoBanue MPOEKTOB NOKYMEHTOB MOET ocyiecTsistbess B CD]I.
Hocie 3aBepmienmst NpOLERYpPbI COrNMACOBAaHUS (P CO3MAHMH  MOJUIMHHHKA
JIOKyMEHTa Ha OyMa)KHOM HOCHTeIe) JIUCT COIIacoBaHusi pacredarsiBaercst u3 CHJI,
IIPUKIIANBIBACTCS K MPOEKTY JOKYMEHTa W IpPENCTaBIseTcs Ha MOAINCH PEKTOPY
VHuBEpCHTETA (MHOMY YIOIHOMOYEHHOMY MM JIHITY ).

CornacoBanvie  BHYTDEHHHX  JOKYMEHTOB, CO3MaHME, XpaHEHWe U
HCII0Jb30BaHME KOTOPBIX OCyIIecTBIsieTcs mocpencreoM COJI, mposoaures B COJI B
3JIEKTPOHHOM BH/IE.

Ilpy cornacoBaHWd MPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3MAHHBIX Ha
OyMa)KHOM HOCHTeNe, BH3BI IIPOCTABISIIOTCS HEMOCPEACTBEHHO Ha IIPOEKTE
JIOKYMEHTA.

6.10. [Ipu BHEIIHEM COTIACOBAHHM, TIONYYEHHOM ITHCEMOM, WU COIIACOBAHIM
IPOEKTa JIOKyMEHTa KOJJICrHalbHBIM (COBEINATEeNbHBIM) OpraHoM ¢ (pUKCAMeH
PELICHUA O COTIACOBAHHH B INPOTOKOJE 3acelaHWs HCIONHUTENh OQOpMISET Ha
NPOEKTe JOKYMEHTa WIIA B JTUCTE COIIACOBAHUS.
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[Tucbma o cornmacoBanum (BBIIKCKA W3 IPOTOKONA) NPUIATAIOTCA K MPOEKTY
TOKYMEHTA.

6.11. B Xone cornacoBaHWsi NMpoeKkTa JOKyMEHTA PabOTHHK, COTNACYFOIIHIt
AOKYMEHT, IPUHUMAET OJJHO U3 CIICAYIONIHX PELIeHUI:

— COIJIacOBATh IIPOEKT IOKYMEHTa 0e3 3aMeYaHMUit;

— COIJIaCOBATh MPOEKT JOKYMEHTA C 3aMEUaHUAMMU;

— OTKJIOHUTH IPOEKT JOKYMEHTA;

— YKasaTb, 4YTO HE MMEET OTHOIICHWs K MPOEKTY TOKYMEHTa (PacCMOTpeHHMe
BOIIpOCA, TI0 KOTOPOMY IIPUHMMAETCS peIlleHHe, HE BXOOUT B OOS3aHHOCTH
paboTHHKa).

Bospaikenus mo mnpoekTy mpukasa (pacHOpsUKEHHs), BO3HHKAIOLIHC IIpH
COTTIACOBAHWH, W3JIArar0TCsi B CHpPaBKe, KOTOpAs IPHIAraeTcsl K IPOEKTYy, WIIH
BHOCUTC B COJI,

Ecmu mpoekT N0OKyMeHTa COrNacoBaH C 3aMEYaHMSMH, 5TO O3HAYAET, YTO
3aMeYaHus HOCAT PeJaKLMOHHBIM XapakTep, U MOCNTe WX IPHHATHSI HCIOIHUTEIEM
IIPOEKT He TPeOyeT MOBTOPHOrO COTNACOBAHHS.

IIpoeKT OKyMEHTa OTKJIOHAETCS JIMIOM, COTTIACYFOITUM JOKYMEHT, B cly4asx:

— HAaJIM4Ksl CYIIECTBEHHBIX 3aMEYaHHH 110 TIPOEKTY JOKYMEHTA;

— HECOTTIacHs € IPOEKTOM JOKYMEHTA.

6.12. HecornacoBaHuplii IpoeKkT HOKyMeHTa TpeByer nopaboTKH 110
BBICKa3aHHBIM 3aMEYaHMSIM, 1ePe0(OPMIIEHUS H TIOBTOPHOTO COINACOBAHML.

6.13. Ecnu mpu nopaGoTke TIpoekTa JOKYMEHTA WCIIONHUTENb OPUHUMAET
pelIcHHe HE YYUTHIBATH 3aMeyaHue (3amMedaHust) juia (M), yYacTBOBABIINX B
COTTIACOBAHKH, UCTIOJNHHUTE/IEM FOTOBHTCS PEECTpP HEYYTEHHBIX 3aMeyYaHuil, KOTOPHIil
BMECTE C IIPOEKTOM JIOKYMEHTa NPENCTABIAETCS PEKTOPY YHUBEPCHTETA HIIH HHOMY
YIOJTHOMOYEHHOMY UM JOJKHOCTHOMY JIMILY, IIOAIUCHIBAIOILEMY (yTBEPIKIAIOIEMY)
JOKYMEHT. PeecTp HEyYTeHHBIX 3aMeYaHWil MOANMCHIBAETCS PYKOBOIUTEIEM
CTPYKTYPHOTI'O TIOAPA3/ICIACHUA-HCITOIHHUTEIIA.

6.14. Peienye o ToM, NpHHAMATE WM He TIPHHEMATH HEYUTEHHbIE 3aMeYaHus
IPUHUMAET PEKTOP Y HUBEPCHUTETA.

B ciyuae ecnu pekTop YHMBEPCHTETA IPMHUMAET pelleHre 0 HeoOX0MUMOCTH
y4eCTh 3aMeuUaHuMs, OTKJIOHEHHbIE HCIOJHMTENEM, HCIIONHUTENb aopabaThiBaeT
IIPOEKT TOKYMEHTA B COOTBETCTBHH C BLICKA3AHHBIMY 3aMEeYAHUSIMH.

Ecin pextop VHuBepcuTeTa coriamiaeTcs ¢ MHEHHEM WCIOJHHTENSA, OH
HOKUCHIBAET (YTBEPK/IACT) TOKYMEHT.

6.15. JlokyMeHTBI, uW3naBacMble OT HMMEHH YHuBeEpCHTETA, TOANMCHIBAIOTCS
PEKTOPOM HWIH HHBIMH  YIOTHOMOYEHHBIMH KM HOUKHOCTHBIMHM JIMIIAMH B
COOTBETCTBUU C UX KOMIETEHIMEH, OIpeeNssieMoii JOBEPEHHOCTSIMHE HA BHITIOIHEHHE
OIPEICIICHHBIX NEACTBHM OT UIMEHH Y HUBEPCHTETA.

6.16.  OtnenbHble  BUOBI  BHYTPEHHUX  NOKYMEHTOB  (CIIy)keGHBIE,
OOBSCHATENbHBIE 3alUCKK) HAa MM PYKOBOIUTEINS CTPYKTYPHOTO TOIpa3ieiieHus
TO/INACEIBAIOTCS  MCTIONHUTENIEM (COCTaBUTENEM), €CIH pa3peinaeMble TIPU HTOM
BOIIPOCEI HE BEIXOSIT 3a Mpeesbl ero KOMIETEHIIHH,

6.17. [loKkyMeHTBI, HampaplIAeMbleé B BBICIINE OpraHbI IrOCYJapCTBEHHOM
BIIACTH, Ha MM IICPBBIX PYKOBOAMTENEH (eepalbHbIX OPraHOB MCIIOTHUTEIBHOMN
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BIIACTH, pyKoBomutened cyObekToB Poccuiickoit @enepanunm #u  3apyOexHBIX
rOCyapcTB, MOOIMHUCEIBAIOTCA PEKTOPOM YHUBEPCHUTETA HIIH JIMIIOM, WCITOJIHSIOILM
€ro 00sI3aHHOCTH.

6.18. JlOKyMEHTHI, HampaBnsieMble B [OIBEIOMCTBEHHBIE H CTOPOHHHE
OpTraHHu3aly{, OOANKCHIBAIOTCA INPOPEKTOPAMH [0  HAIpaBIEHUSM, HHBIMH
JOJDKHOCTHBIMH JTMLIAMH B COOTBETCTBHH C MPEOCTABIEHHBIMU UM [TOJTHOMOYHSIMH.

6.19. JlokymMeHT mNOIIMCBIBAaeTCS JBYMs WIH Oojlee JHLAMH, eclii 3a
COZepXKaHHE HOKYMEHTa HECYT OTBETCTBEHHOCTH HECKOJBKO  pabOTHHMKOB
(mIOKyMEHTHI, MOATOTOBICHHBIC HECKOJIbKUMU NoApa3/ieTeHUsSIMI WITH
OpraHu3alusAMu, pabodeii TpymmnoH, KoMUCCHER).

6.20. TloamuceiBaeTcsl, Kak IpPaBUIIO, OJUH SK3EMIUIP JOKYMEHTA.
CoBMeCTHBIM  JIOKYMEHT —MOJMNMCHIBAETCS B  KOJNMYECTBE, COOTBETCTBYIOLIEM
KOJIMYECTBY OpPraHU3allii, CO3JaBIIMX JOKYMEHT.

Ilpu HampaBieHuM NMUCHMa UIIH BHYTPEHHETO HH(OPMAIMOHHO-CIIPABOYHOTO
NOKyMEHTa HECKOJIBKMM aapecaraM (He 0ojiee 4eThIpeX) MOANMCHIBACTCS KayKIhIid
OTHPABIISIEMbIHA DK3EMIUISIP JOKYMEHTA.

6.21. YTBeprxaeHHe TOKyMEHTA TPOU3BOIMUTC:

HETIOCPE/ICTBEHHO ~ PEKTOPOM  YHMBEPCHTETa -  [IPOCTABIEHHEM
COOCTBEHHOPYYHOU IOINHCH B TpU(e YTBEPIKIACHHNS;

— [IPUKA30M YHUBEPCUTETA.

6.22. VYTBepKHaroTcs IIpaBHNIA, IIONOXEHWs, HHCTPYKIHH, DEINaMeHTHI,
HEKOTOpPbIE  BUAbI  aKTOB, IUIaHbl, IPOrPaMMBI W  JIPyIHE€ JOKYMEHTHI,
YCTaHaBIMBAIOIKE HOPMBI H/WIIHM PACCYATAHHBIE HA JUTUTEIHHOE IPUMEHEHHE.

6.23. Iloanuck pekTopa Y HUBEPCUTETA HUITH MHOI'O YIIOIHOMOYEHHOTO MM JIMIIA
Ha JOKyMEeHTaX, TPeOYyIomuX 0co00ro YOOCTOBEpEeH! UX HOMJIMHHOCTH, a TaKiKe Ha
KOIIMSIX JIOKYMEHTOB M BBIITUCKAX U3 JOKYMEHTOB 3aBEPSETCS repOOBOii IeYaThio.

7. OPTAHU3AIIAA TOKYMEHTOOBOPOTA

7.1.  JIoKyMEHTOOOOPOT BKITFOYAeT BCIO IIOCIENOBATENLHOCTE MEpeMeIeH
JOKYMCHTOB, a TakrkiKe oOIlepanrH, COBEpIIacMBIES C HOKYMCHTaMH B oponecce Mx
CO3IaHUs W UCIOJNHEHUs (IONydeHHe, OTIpaBKa, MPeJBAPUTEILHOE PACCMOTPEHHE,
PETUCTpAlis, PACCMOTPEHUE PEKTOPOM Y HHBEPCUTETA).

7.2. Dens IOKyMeHToo0opoTa Yrusepcurera = obecrieueHue
CBOCBPEMEHHOTO MPHHATHS yIPABICHIECKUX PEHIEHUH M WX WCIONHEHWs. 3ajiauya
NOKyMEHTOO00pOTa — OpraHW30BaTh [BHIKEHHE [OKYMEHTOB II0 HaHUMeHee
KOPOTKOMY IIyTH ¢ MHHHMMAJILHBIMH 3aTpaTaMH TPyNa M BPEMEHH, B YCIOBHSAX
BJIEKTPOHHOIO  JIOKYMEHTOOOOpoTa - obecrneuuTsh [OCTyll K  JIOKYMEHTaM
nonp3oBaresiM COJl B COOTBETCTBUM € MPEAOCTARICHHBIMUA UM ITPABAMH.

7.3. B ycnosusax mnpumenHenuss CDJ] B VYHEBepcuTere HCIOIB3YIOTCS
BIIEKTPOHHBIE TOKYMEHTEI, & TAKIKe 9JEKTPOHHBIE KOTIHU JOKYMEHTOB, TIOXYIEHHbIE B
pesysibTaTe CKAaHMPOBAaHMSA JOKYMEHTOB Ha OyMayKkHOM HocuTele. JlOKyMEHTHI
YHUBEPCHTETA, MMEIOLIME BPEMEHHBIE CPOKM XpaHeHust (10 10 neT BKIFOUYUTENHHO)



44

MOTYT CO31aBaTbCA, XPAHUTBCA M WHCTONB30BATECA WCKIIOUUTENBHO B (hopMe
DJIEKTPOHHBIX TOKYMEHTOB.

IlepedeHb JIOKYMEHTOB, CO3/IaBaeMBIX, XPAHUMBEIX M  MCIOIB3YEMbIX
WCKTIOYUTENBHO B (OPME 3IEKTPOHHBIX [NOKYMEHTOB, YTBEPIKOAETCS PEKTOPOM
YHuBepcuTerTa.

7.4. OprasHuzauust ABWKEHHS JOKYMEHTOB B YCJIOBUAX SIEKTPOHHOIO
AOKYMEHTO000pOTa OCYLIECTBIAECTCS B COOTBETCTBHM C perdaMeHTHPOBAHHBIMHE
MaplIpyTamMu, pa3pabaTelBaeMBIMH  OOIIMM  OTHENOM. MapmpyThl IBUHKEHHS!
OpraHU3alMOHHO-PACTIOPSIIUTENLHBIX JOKYMEHTOB JOJDKHEI OBITH ONITUMATBEHBIMH I10
3aTpaTraM BPeMEHH, He JOJDKHBI JOTyCKaTh TyONHPYIOIIIX OMepanii 1 BO3BPATHEIX
JIBHOKEHWH, He 00YCIIOBIIEHHBIX JICJIOBOM HEOOXOIMMOCTRIO.

7.5.  Oprasmsanys JOKyMEHT0000pOTa OCHOBBIBAETCS HA IPUHLIIIIAX

— UEHTpalM3allid Olepaldd II0 NpHeMy W OTIpaBKe JOKYMEHTOB,
pacripejie/leHHss JTOKYMEHTOB Ha JOKYMEHTOIIOTOKH, WMEIOIMEe OIUHAKOBEIH
MapHIpyT (MapiipyTH3aI#st JOKYMEHTOB);

— OpPTaHu3alUH NPEIBAPUTCIBEHOTO PACCMOTPEHHS BXOSAIIKX JOKYMEHTOB;

— MCKIIFOYEHHsS] BO3BPATHBIX JIBHJKEHUH JOKYMEHTa, He OOYCIIOBIEHHBIX
JIETIOBOM HEOOXO0TUMOCTEIO;

— OIHOKPATHOCTH PErUCTPallii TOKYMEHTOB;

— YCTpaHeHHs HeOOOCHOBAHHBIX COITIACOBAHUHN MPOEKTOR JOKYMEHTOR;

— BPEMEHHOW pEraMEHTaluK omepaiuii mo 06paboTkKe, paccCMOTPEHHIO 1
COIIACOBAHHUIO JOKYMEHTOB.

7.6. B noxymeHnT0060pOoTe VHHBEPCHTETA BBIAENSIOTCS JOKYMEHTOIOTOKH:
BXOJsiMe (MOCTyNaromye) JOKYMEHTBI, UCXOsIue (OTIpaBisgeMble) TOKYMEHTHL,
BHYTpPeHHHE JOKYMEHTEHI.

B cocTaBe BXOASMIMX U UCXOMSIINAX TOKYMEHTOB BBIIEISFOTCS:

— JIOKYMEHTBI OpTraHOB TIOCYJApCTBEHHOH BIACTH, OPraHOB MECTHOI'O
caMOYTIPaBIICHUS;

— JOKYMEHTHI (DUIMAIOB U TEPPUTOPUATEHO 060COONEHHBIX MOPa3IeeHHil;
JAOKYMEHTBl U3 TOCYNapCTBEHHBIX M HETOCYHAapPCTBEHHBIX OpraHW3alWil; 3alpOChl
menyTatoB locymapcrBennoi [ymel m uneHoB CoBera @enepauuu, AemyTaToB
3aKOHOJIATeNBHBIX OPraHoB cyorekToB Poccuiickoii Penepaiinit U OpraHoB MECTHOTO
caMOyTNpaBIeHUs; 00paIeHNs TPaKIaH;

— DOKYMEHTBI M3 NPABUTENLCTBEHHBIX M HENPABUTEIBCTBEHHBIX OpraHM3aIii
3apyOeXHBIX CTPaH U IPYTHE IPYIIIE JOKYMEHTOB.

7.7. JloctaBka M OTHpaBKa AOKYMEHTOB B YHHBEPCHUTETE OCYIECTBIIASTC
CpelCTBaMK TIOYTOBOM CBSI3M, KypPhEPCKOM CBSI3M, HAPOUHBIMHU W PaziidYHbLIMHU
BHIAMH O3NEKTPOCBA3N ((akcHMuIbHas, TenaerpadHas, TenedoHHAs, SIEKTPOHHAS
110YTa, CHCTEMA 3IIEKTPOHHOIO A0KyMeHToobopoTa (CD]).

7.8. B YHuBepcHUTeT MHOCTaBISETCH KOPPECIOHACHIMS B BHIE IIHCEM,
MOYTOBBIX KapTo4ek, OaHIeponedl W NaKkeToB, IEYATHBIX W3AAHMH, TeJerpamM,

¢akcorpamym, TeneoHOrpaMM, 3IEKTPOHHBIX AOKYMEHTOB M 3NEKTPOHHBIX KOITHI
TIOKyMEHTOB.
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7.9. IlpueM ROKYMEHTOB OCYILECTBISIETCS OOLTHM oTHenoM. JIOKyMeHTEL,
TONly4eHHBIE PabOTHUKAMH OT JIPYTUX OPTaHM3aLWii, TaKkKe HepealoTcss B OOk
OT[IEM AJA PErUCTPalliy W/WIIHA yueTa.

7.10. Bce moctynmuBIIHE B YHUBEPCUTET TOKYMEHTHI TIOJUIEKAT MIEPBUYHOLT
00paboTKe, BKITFOYAOLIEH:

— [IPOBEPKY NPABUIBHOCTHU JOCTABKU JIOKYMEHTOB;

— IIPOBEPKY LETOCTHOCTH YIIAKOBKH (KOHBEPTOB, MAKETOB);

— BCKPLITHE YMAKOBKH (3a HCKIOYEHHEM KOHBEPTOB, ITAKETOB C IIOMETKOM
«JIa4HO» ¥ rpadaMu OrpaHUYEHHs JOCTYIA K JOKYMEHTY);

— [POBEPKY IENIOCTHOCTH BXOISIINX JOKYMEHTOB, BKIIOYAsl IPATOKESHUSE

— YHUUTOXXEHHE KOHBEPTOB, MAKETOB WK YITAKOBKH;

— TIPOCTAaB/ICHUE OTMETKY O MOCTYIIEHHH JOKyMeHTa B Y HUBEPCHTET.

7.11. Ommb0oYHO JOCTABIEHHBIE TOKYMEHTHI IIEPECHUTAIOTCS TI0 HA3HAYCHHIO
UM BO3BPALIAIOTCA OTHPABUTENO. [IOKYMEHTBI, IIOCTYNMBIINE B NOBPEXKICHHOMN
YIaKOBKE, MPOBEPSIFOTCSA HA LEIOCTHOCTh, B TOM YHCJIE HA HAIMYNE MEXaHMYECKHX
TTOBPEXKIEHHH.

Tlo4toBble OTNpaBIeHHUs, HECTAHIAPTHEIE IO BECY, pasMepy, GopMe, HMEIONTHe
HEPOBHOCTH 1O OOKaM, 3aK/€€HHbIE JHUIKOH JICHTOM, MMEIONIHe CTPAHHBIA 3amax,
OBET, NPEAIONOKHUTETEHO MMEIONIHE BIOXKEHHSA, HE XapakTepHbIE U MOYTOBBIX
OTNPABNEHUH, HE BCKpbIBatOTCA. O MOMyYEHWH [OMO3PUTEIHLHOTO TOYTOBOTO
OTIIPABIIEHHUS TOKIIa/(bIBAECTCI HAYAIBHUKY CIIyKOBI 6€30M1aCHOCTH,

Ilpn mocTynuieHWM BXOJSAIIErO JOKYMEHTa B IIOBPEXKISHHOH YIIAKOBKE,
TIOBPEKAEHHM TOKYMEHTa, IPU OTCYTCTBUM B KOHBepTe (IIaKeTe) JOKYMEHTa, ero
YaCTH WU TPUIOKEHUH K HEMY, 4 TaloKe TPH OTCYTCTBHM IOAMNUCH HA BXOISIIEM
JIOKYMEHTE COCTABISETCS aKT B JBYX ODK3EMIUIIPaX HA OyMa)kKHOM HOCHTEIE,
MIOMHCHIBAEMBIH IBYMs paOOTHUKAMH OOIEro OTAENA.

OmuH  5K3eMIUIAp aKTa BMECTE C BXOMSIIAM JIOKYMEHTOM W €ro
MPUIIOKEHUAMH TepelaeTCs Ha MpPeJBApPUTENbHOE PACCMOTPEHHE W PErHCTpPAIHIo,
BTOPOH 3K3EMIIJISAP aKTa BBICBUIAETCS OTHPABUTEIIIO.

7.12. KoHBepThl, TaKeThl WM YIAKOBKA COXPAHSIOTCH M IPHIATAIOTC K
BXOJIAIIUM JOKYMEHTAM B ClIydasx:

— €CIM TONBKO MO HHUM MOXHO YCTAaHOBHTH OTIPABHTENS WIH ATy
OTIIPABIICHHS,;

— ©CIM BXOIMINHUA MOKYMEHT TIIOCTYNMJ T1I03)Ke VKa3aHHOIO B TEKCTe
JOKYMEHTa CPOKa UCIIOIHEHNS HITH JaThl MEPOIPHSTHS;

— TIpA OONBIIOM PACXOXKIAESHHUH MEXIY NaTaMH TNOANMCAHHUS M TIONYYCHHS
JIOKYMEHTOB.

Ilocne 3aBepiienust paboThl ¢ TOKYMEHTOM KOHBEPT BMECTE C JIOKYMEHTOM
IIOMEILAaeTCsl Ha XpaHeHHe B JIeJ0.

7.13. Kouseptsl (maxerst), umeromue oTMerTky «JIuunoy («Private»), Tpudsl
OrpaHUYeHHs TOCTyNa K JOKyMEHTaM, COACPKAIlAM CBEACHUSA KOH(UIEHIIAATEHOTO
XapakTepa, He BCKPBIBAIOTCS ¥ TIePeIar0TCs:

— ¢ OTMeTKOM «Jluuno» («Private») - HenocpeqCTBEHHO ajpecary;
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— ¢ rpudamMy OrpaHMYEHUs OOCTyNa - B ClIy:k0y IlepBOTO oOTHENa, B
00S3aHHOCTH KOTOPOH BXOIWT 06paboTka JOKYMEHTOB, COJEPXKAIHX CBEICHUI
KOH(MISHIIHANBEHOTO XapaKTepa.

7.14. Bxonsimue 5IeKTPOHHBIE JOKYMEHTEI, [NOCTYMHUBIIKE OT JPYrHX
OpraHM3alyi MO JIEKTPOHHOM II0YTE, IPHHAMAIOTCA OBIIHM OTIETIOM.

ONEKTPOHHBIE  JIOKYMEHTHI, IOCTYIIMBIIKE  1I0  WH(POPMALMOHHO-
TEJIEKOMMYHHUKAIIHOHHBIM KaHaaam u LOAIHUCAHHEIE YCHIIEHHOH
KBaTM(QUIHPOBAHHOW —TOMINMCBIO, BKmowaroTcs B COJ[  mocie [IPOBEPKHI
ONEKTPOHHOH TOMANMMCH M IIOATBEPK/ECHHS €€ [NeHCTBUTENLHOCTH 3IEKTPOHHBIC
JIOKYMEHTBI, TOCTYIMBIIME OT JAPYTMX OpPraHM3aldif [0 3JIeKTPOHHOH I[oYTe H
NOAIMUCAHHBIE  YCHIEHHOH HEKBATU(UIMPOBAHHONW IOMMKMCHIO MM  IIPOCTON
SJIEKTPOHHOH MOMIUCHIO, MPOXOMAAT IIPeIBAPUTEILHOE PACCMOTPEHHE 1 BKIFOYAIOTCS
B COJl npu Hanmu4Mu MeXJy OpraHu3anueii-oTIpaBUTENEM u Opra"m3anuen-
nomyyarejiem  corjameHds o0  oOMeHe  3IeKTPOHHBIMA  JIOKYMEHTAMH,
NOANMCAHHBIMYA COOTBETCTBYIOMIEH ITOAIIUCHIO.

7.15. lepBu4nas 06paboTKa 3NMEKTPOHHBIX JOKYMEHTOB, IIOIYYEHHBIX IO
HH(QOPMALHOHHO-Te/IEKOMMYHHKALMOHHBIM KAHAAM CBSI3H OT APYTHX opraHu3aliui
W TPak[aH, IOIKHA COOTBETCTBOBATE TEXHOJIOTHHM pPabOTHl C  BXOJSIINMH
IOKYMEHTaMH.

7.16. Ilepsuynas 06paboTka JOKYMEHTOB 3aBepIIacTCs HX paclpeiecHueM
(COPTHPOBKOH) Ha PpErucTpUpyeMble W HepermcTpupyemsie. K JIOKYMEHTaM, He
MOJJIEAIMM PETHCTPALIMH, OTHOCATCS JOKYMEHTBI, He TPeOYIONMe UCIOTHEHUS H
He colepaniie HHPOPMaLH, HCIONIB3YEMOM B CIIPABOYHBIX I[ETISX.

7.17. Peructpanusi BXOAAIIUX JOKYMEHTOB OCYILECTBISIETCS B 0OIIEM oTaene
HE3aBHCHUMO OT CII0C00a WX HOCTABKH OIUH pas.

JIOKyMEHTBI, MOCTYIAIOIME W3 JAPYIMX OpTaHM3alWil HEMOCPEICTBEHHO B
CTPYKTYPHBIE TIOJpas[eNeHus, HO TpeOyIolle pacCMOTPEHHS PYKOBOJCTBA,
TIEPEJIAkOTCS ISl PETUCTPAIIMH U MPENBAPUTEIBHOTO PACCMOTPEHHS B OOLIHI OTHElL.

7.18. Peructpanuss  BXOJAIIMX  JOKYMEHTOB  OCYIIECTBISETCS  [OCIE
PE30/IONMK PEKTOPA MM WHOTO YIOJHOMOYEHHOTO MM JIMIA IO JOBEPEHHOCTH B
JeHb MX IIOCTYIUICHUS UIIH Ha CIeAYIOHil pabo4uunii IeHb.

7.19. CemeHust O TOCTYNHBIIEM JOKYMEHTE BHOCATCS B SIEKTPOHHYIO
perucTpanuonHyto Kaprouky (OPK) COJI unn perucrparuonto-y4eTHyo hopMmy Ha
OymakHOM  HOcHTesle, a  IIOCTYNHBIIEMY  JOKYMEHTY  IIPHCBAaHBAETCS
PEruCTpalHOHHBIA HOMED.

PerucTpanoHHbI HOMEp BXONSAIIETO JOKYMEHTa COCTOUT M3 ITOPSIKOBOIO
HOMEpa JHOKYMEHTa B TMpeAenax KaJeHJapHOro roja, KOTOPHIH MOXET OBITh
NONONHEH UMQPOBBIMU MIKM  OYKBeHHO-IM(POBBIMU KOIaMu (MHIEKCAMH) II0
HCIIONB3YEMBIM KIIaCCH(PUKATOPAM.

7.20. Ha Bcex 3aperdcTpUpOBaHHBIX [AOKYMEHTAaX, 34 WCKIIOYEHHEM
AOKYMEHTOB, MOCTYIUBIUMX B (OPME 3IEKTPOHHBIX IOKYMEHTOB, MPOCTABILSIOTCS
OTMETKH O NOCTYIUIEHUH JOKYMEHTA B Y HUBEPCUTET. '

B ormeTke 0 mocTyrieHun JI0KyMeHTa GUKCUPYIOTCS JaTa [OCTYIIeH:S (TIpy
HEOOXOJMMOCTH - BpeMs NOCTYIUICHHS B YacaX M MHHYTax) H BXOJSIIHH
PErUCTPALMOHHBINA HOMEP TOKYMEHTA,
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JlokyMeHTBI, mocTymuBImIHEe Ha GYMaXKHOM  HOCHTENE, CKaHUPYIOTCS,
SNICKTPOHHAs KOIMs JOKyMeHTa BKiodaercsi B COJ/l m npucoemmusiercs k DPK
JIOKYMEHTA.

7.21. Koppecmonmenuuss Ha  MHOCTPAHHBIX  SI3BIKAX, aJjpecoBaHHAas
PYKOBOACTBY YHHBEPCUTETa, TIOCIE PETHCTIPAllK B OGWIEM OTENe Nepelaercs B
COOTBETCTBYIOLIEE TOApa3/ielleHne Uik PabOTHHKY YHHBEpPCHTETA MIA IIE€peBoia U
IIOCICAYIOIEH Tepelauu Ha PACCMOTPEHHE PYKOBOICTRA.

7.22. TlpeiBapuTenbHOE PACCMOTPEHHE TPOBOJMTCS B HESX PaCIpe/leeHus
NOCTYNAIOIIMX B VYHHBEPCHUTET JOKYMEHTOB Ha Tpebylompe 0053aTelbHOro
paccMOTpeHusl peKTOpa M HAIpaBIsiEMble HEMOCPEICTBEHHO B CTPYKTYPHEIE
II0Ipa3 e IeHHsL.

7.23. TlpenBapurensHoe paccMoTpeHue BXOJISLIAX JOKYMEHTOB
OCYLIECTBIAETCA B 00IIEM OTIEE.

IIpenBapuTenbHOe PACCMOTPEHHE MOYKET IPOBOTHUTHCS IO pETUCTpaIui B
CIly4Jae MOCTYIUIEHHS TOKYMEHTOB C OTMEeTKaMH, TPeOYIOIMUMHI He3aMeIIHTEILHOTO
PACCMOTPEHHS U UCIIOJTHEHUS JOKYMEHTA.

7.24. IlpenBapuTenbHOMY PAaCCMOTPEHHIO IOMJIEKAT BXOASLIIHE JIOKYMEHTEI,
alpeCoBaHHbIE B Y HUBEPCUTET U Ha MMsI PEKTOpa.

JIOKYMeHTEI, aagpecoBaHHBIE II0/Ipa3IeIeHIsIM, PYKOBOIHTEIISIM
IOJpa3JeleHNi U CIelUaIucTaM, MePeNatoTes B CTPYKTYPHBIE NOApasfeeHus Ges
peABapUTEIbHOTO PACCMOTPEHHS.

7.25. IlpenpapurenbHOE PACCMOTPEHUE OCYIIECTBISIETCS MCXOMA W3 OLEHKH
COIEPXKAHUS BXOASIIMX NOKYMEHTOB, C YYETOM YCTAHOBIEHHOTO B YHHBEpCHTETE
pacrpesieneHus PYHKIMOHATBHBIX 00S3aHHOCTEH MEXy PEKTOpPOM, IPOPEKTOpaMH
II0 HAIIPABJIEHUSM, PYKOBOAMUTEISAMHU CTPYKTYPHBIX IOApa3AeIeH .

7.26. Ilo pesynbraraM HpegBapUTENHONO PACCMOTPEHHS  JOKYMEHTHI
pacupeaesnsioTcs Ha JOKYMEHTOIIOTOKH, HaTlpaBJIsieMbIE:

— Ha pPACCMOTPEHHE PEKTOpY (DOKYMEHTHI, IOCTYIAIOIIHE W3 OpraHOB
FOCY/apPCTBEHHOM BIACTH, OPraHOB MECTHOTO CaMOYMpPAaBIEHHMS, JOKYMEHTHI IO
HanboJiee BXKHBIM M NPMHIMIIAATEHEIM BOIIPOCAM [ESTENBHOCTI OPraHH3aIliN);

— Ha pPACCMOTPEHHE IPOPEKTOpPaM N0 HampaBieHUusM (TOKYMEHTHI IO
HAIPaBICHUSIM AESITEIBHOCTH, KyPUPYEMBIX COOTBETCTBYIOLIMMHE IIPOPEKTOPAMH);

— Ha pacCMOTPEHUE HHBIX PYKOBOIUTENICH;

— Ha paccMOTPEHHWE M MCIOJIHEHWE B CTPYKTYpHbIE IIOpa3feNeHHus [0
HaTIpaBJIEHUSIM UX JESITEILHOCTH.

7.27. llo 3aBeplieHMM [PEIBApPUTENBHONO DPACCMOTPEHHs JIOKYMEHTHI
IIePEeIa0TCs COOTBETCTBYIOIIUM PYKOBOJMTENSAM U PACCMOTPEHUS M BEIHECEHHS
Pe30MIONMiA (YKa3aHUM TT0 UCIIOIHEHHMIO).

7.28. PaccMOTpeHHME JOKyMEHTOB PYKOBOAMTEEM OCYIIECTBISICTCS B [CHB
nepefayd JOKyMEHTOB WM Ha CIENyIOIlUid paboumil HeHb, €Cld JOKYMEHTHI
nepeialbl PYKOBOJCTBY B KOHIIE pabovero [IHi.

HOKYMEHTBI, TpeOyromKe CPOYHOTO PACCMOTPEHUS, & TAKXKe TeJlerpaMMBI 1
TeNeQOHOrPaMMBbl PACCMATPUBAIOTCS PYKOBOIUTEIEM HE3aMe UIUTENHHO.
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7.29. Pe3ynbTaThl pacCMOTPEHHs IOKYMEHTa DEKTOpPOM YHHBEPCHTETA,
MPOPEKTOPaMK 1O HAIPABICHHUSAM, PYKOBOAUTEIAMH MOAPas3IeIeHHN 0(OPMIAIOTCS
B BUJIC PE3OITIOTIHH.

7.30. Cpemennmst o pe3omonun (MCHOJIHATEND, CONEPKAHNE TTOPYUEHNS, CPOK
HCITIONHEHNUs) cHenualucToM obmero orgena BHocaTes B DPK CDJI, mocne wero
MCTIONHUTENH TIONY4at0T JOCTYI K 3JIEKTPOHHOMY NOKYMEHTY WM SIeKTPOHHOM
KOTTMH JOKYMEHTA, €ClIM JOKYMEHT ITOCTYIIH/I Ha OYMaXKHOM HOCHTEJTE.

7.31. JlokyMeHTBI, TOCTyHmAalOIIHe HA OYMAKHOM HOCHTENe, IIOCHe
PacCMOTPEHMsl PYKOBOICTBOM W BBIHECEHHS DPE3OJIOLNHMM II0 HUM IepefaloTcsi B
o0LIMH OTHeN NI UX perucTpanuu, Bkodenns B COJI B Bume INEKTPOHHBIX KOTTHA
U B COOTBETCTBYIOIIWE CTPYKTYpPHBIE TONpa3/iefeHus Ha WCIONHESHHE WIN
NOMELTAIOTCS B JIeno B 00eM OTJeNne B COOTBETCTBHH C HOMEHKIATYPOH el
YHuBepcHurera.

Hns dukcamum dakTa nepefadd BXOAAMIAX JOKYMEHTOB M WX KON Ha
OyMaKHOM HOCHTENE HCIHOJHUTENAM B CIPYKTYPHBIE II0Jpa3fieNleHusi MOTYT
UCIIONIE30BATECA XKYPHAIEI (peecTphl) epeaadn JOKYMEHTOB.

7.32. Tlpp  GymMa)XHOM  JOKYMEHTOOOOpPOTE  IIOUIMHHUKHA  BXOMAIIAX
JIOKyMEHTOB, B CIyYae Ha3HAYCHUSA HECKONBKUX HCIIONHUTENEH IepenaroTces
OTBETCTBEHHOMY HCIIOIHHUTEIO, OCTAIBLHBIM HCIOTHUTEISIM o0IMi oTen nepemnaer
KOITHHU JTOKYMEHTA.

7.33. Wcxonsmue JOKyMEHTHI, 3aBU3HPOBAHHbBIE BCEMH 3aMHTEPECOBAHHBIMM
JULAMH U TIOATTUCAHHEBIE PYKOBOAUTENEM MIIM MHBIM YIIOJHOMOYEHHEIM UM JIHIIOM,
PETUCTPUPYIOTCS B 001IEM OT/ele Y HHBEpCUTETA.

7.34. Peructpauys HCXOIAIIHX [JOKYMEHTOB OCYLIEGCTBISETCS B JICHE
TOJITHUCAHHS KK HA CIIeAYIOIIHH pabouHii TeHb, €CIIH AOKYMEHTHI OBUIH ITOAMMCAHE
B KOHILle pabo4ero JHs WK B Hepabouee BpeMsl.

7.35. Ilepen perucTpanueil HCXOASIIUX TOKYMEHTOB OOLIMIN OTHEN IPOBEpseT
MPaBUIILHOCTE OQOPMIIEHHS DOKYMEHTOB (B TOM YHCJE Halu4Yde IIOAMHCei, BU3,
IIPaBUIIBHOCTD HAMHUCAHKS a/[PECOB), @ TAKKe YKa3aHHBIX B HCXOSIIMX JOKYMEHTAX
TIPUIIOXKEHUH, COOTBETCTBHE KONMYECTBA DK3EMIUIAPOB KOIMYECTBY afpecaroB II0
yKa3aTeJro PacChUIKH, HATUYIAE OTMETKH 00 UCIIOTHUTEe.

7.36. Ilpu peructpamum wucxomisimiero mmceMa B CDJl cBemeHus 00
OTIpaBisieMoM JoKymeHTe (ukcupyrores B OPK, k koropoit mnpuxpemnsercs
AIIEKTPOHHAS KOIHUS OTIPABISIEMOTO JOKYMEHTA.

Ecmu OPK 6sina coznana B CO/] npu MoAroTOBKe MpOeKTa TOKYMEHTA, TO TIPHU
PETHCTPALlMM  HCXONSIIero JOKYMEHTa B Hee J00aBIAIOTCS CBEACHUS O
PErHCTPALIMOHHOM HOMEpE, JaTe PerucTpallid W JIPYyrHe CBeleHHus 00 MCXOIAIieM
TOKYMEHTE.

7.37. PerucrpanoHHbIH HOMEpP MCXOASINETO JOKYMEHTA NOKEH COCTOATE U3
KONOB (MHIOEKCOB) B COOTBETCTBHM C IPUMEHSEMBIMH KIAaCCU(PUKATOPAMH U
HIOPSIIKOBOIO HOMEPa JOKYMEHTA B TIpefieNiaX KaJeHIapHOro TO/a.

JlaTa perucTpallid X PErUCTPAIlHOHHBIA HOMEP IPOCTABISIOTCS HA

OTIIpaBJIIEMOM JOKYMEHTE, d TAKXKE HA KOIIHH UCXOIAIEero AOKYMCHTA, OCTa}OIHGi‘ICH
B Jele.
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7.38. Mcxomsummii JTOKYMEHT, NOANMCAHHBIA PEKTOPOM YHHBEpPCHTETA W
MHBIM YTIOJTHOMOYEHHBIM UM JOJDKHOCTHBIM JIMIIOM IIO [JOBEPEHHOCTH, IepenaeTcs
Ha OTHPaBKy, KOIHA JOKyMEHTa Ha OYMa)KHOM HOCHTENIE C BH3aMH TIOMEINAeTCs B
JIEJIO B COOTBETCTBUH C HOMEHKJIATYPOii JIell.

DIEKTPOHHbBIE NOKYMEHTHI IOCIIE MX MOANMCAHMS >IeKTPOHHON IIONIIUCHIO W
OTIpPaBKH ajpecary XpaHstcs B 0ase maaubex COJI.

7.39. B 3aBHCMMOCTM OT CONEP)KAHHS W CPOYHOCTH TOKYMEHTEI,
OTIpaBISEMbIE M3 YHHUBEPCUTETA, JOCTABIAIOTCS aJpPecaTaM CpeACTBAMH TIOYTOROIL,
3KCIIPECC-IIOYTOMN, a Takke MePearoTcs Mo KaHajlaM JIeKTPOCBA3d ((pakcCUMMITBHAS
CB3b, TeNerpad, reneon, sneKTpoHHas noura,). O6paboTka KOppecnoHIeHIUH AT
OTNIPaBKH IIOYTOBOM CBA3BIO OCYMIECTBIISETCA B COOTBETCTBMU ¢ IlpaBmnamu
OKa3aHUs YCIIyT IOYTOROM CBSIZH.

7.40. JloxyMeHTbI, He MMEIONIME aPECHON YaCTH, IPUHUMAFOTCS Ha OTIIPABKY
C CONPOBOIUTENBHBIME MUCBMaMK (34 MCKIIOYEHHEM KOMUM PacTIOpsiuTeIbHBIX
JOKYMEHTOB, HAaITPaBIsIeMbIX B IIOABEIOMCTBEHHBIC OPraHU3ALIHH ).

HernpapuibHo 0(OpMIEHHEIE JOKYMEHTHl ¥ KOPPECTIOH/ICHIINS HECIyKebHOTO
Xapakrepa K OTIPpaBKe He IIPHHUMAIOTCS M BO3BPAIAIOTCS HCIIOIHUTENFO.

JIOKyMEHTBI, IOANeXal{e OTOpaBKe, JOJUKHEL  00pabaThIBaTBCA W
OTIPABIISATHCS B TEUCHHU TPEX pabovmX AHEH CO AHA MX MOAIMCAHUS W PETUCTPALUH.

7.41. Jlocbuika ~ MIM  3aMeHAa  paHee  OTMPABIEHHOIO  JOKYMEHTa
OCYIIECTBIIAETCA 10 YKa3aHHUIO JIUIA, MOANUCABIIETO JOKYMEHT.

7.42. TlpoxokaeHHe BHYTPEHHHX NOKYMEHTOB Ha STAlaX WX IOATOTOBKH W
oopmIIeHHs JOMKHO COOTBETCTBOBATH IIPOXOXKAEHHWIO MCXONAIIMX JOKYMEHTOB, a
Ha 3TaIle UCIIOJHEHHUs - BXOSIIMX JOKYMEHTOB.

7.43. TlpoexTrl pacnopAAUTeIBHBIX JOKYMEHTOB (IIPUKA30B, PACIIOPKeHHUM),
MIOITOTOBJIEHHBIX JUIS MOAIMCAHMS, IIOC/IE IIOATOTOBKH MTEPENatOTCa B 0OIMN oToe
JUIsl IPOBEPKH NIPABUIBHOCTH WX 0(OPMIICHHUS

7.44. IlpaBunbHO O(QOpPMIEHHBIE TIPUKa3bl, PACIOPSDKEHWs IEpeNaroTcs Ha
MOANKCHh PEKTOPY YHMBEPCHTETA MM HHOMY YHOJIHOMOYCHHOMY MM JIHIYY IO
JOBEPEHHOCTH.

7.45. TloamucaHHble MNPUKa3bl, PACIOPSKEHHS DPErMCTPUPYIOTCS B OOIIEM
oTzene.

Iprixazam, pacropsuKeHUsIM IPHCBAUBAIOTCS ITOPSAKOBEIE HOMepa (10 KaXKIoH
Ipymnie JOKyMEHTOB OTIENLHO) B Ipeaeax KajleHaapHoro roaa. [lopsuakossiii Homep
TOKYMEHTA MOXKET [ONONHATECA OyKBEHHBIM WM IHQPOBEIM  HHIEKCOM,
0003HaYalOMMM  TIPUHAJUIEKHOCTh  JOKYMEHTa  COOTBETCTBYIOINEH  Ipyrle
JIOKyMEHTOB.

CpelleHHsi O perucTpHpyeMbIX NpHKa3aX, pacnopsikeHusx BHocarcs B COJ[
UM B HMHBIE PErHUCTPAIlMOHHO-y4YeTHBIE (DOpMBI HA OYMa)XHOM HOCHTENE WU B
AIEKTPOHHOU (opme.

7.46. TlommMHHMKA  TPHKa30B  (PaCOpsUKEHWE) [OCHEe  perkcTpaldu
(GopMupyroTcs B Jgena B oOIieM OTAeNe B COOTBETCTBHH C HOMEHKIATYPOM Jen
YHuBepcuTera.

Ilocne perucTpauuy NPUKa3bl OTHAIOTCA MCIIONHHTENAM (COCTABHTENAM) AL
KOIMPOBAHUA HA OCHOBAHWUHU PACCHITKH.
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Komuu TpHKa30B, pacHoOpsKeHHH pacCHUIAIOTCA HCIIOMHUTENAM X HHBIM
3aMHTEPECOBAaHHBIM JIMIAM B ONIEKTPOHHOM (popMe MM HAa OYyMa’kHOM HOCHTEe B
COOTBETCTBUU C yKa3aTelleM PacChIIKH.

Komnvu npukasos, pacnopsKeHHH, pacchulacMble Ha OYMa)XHOM HOCHTEIE,
3aBEPAIOTCS II€YATHIO «KOMHUS BEpHAY.

7.47. TlpoTokonsl 3acefaHMif, COBENIaHWH, NPOBOMUMEIX PYKOBOACTBOM
YHuBepCHUTETa, PErHCTPHPYIOTCS B  OOMmEM OTAeNe WIH  [MOMOIIHHKAMH
COOTBETCTBYIOIIHUX PYKOBOIUTEIICH.

[IpoTokomel  3acefaHUil, COBEIAHHA, TPOBOIUMBIX  KOJUIECHAIBHBIMU
(coBemmiarebHbIMM) OpraHaMH, KOMUCCHSMH HIH B CTPYKTYPHBIX HOJPAa3IeleHHsX
OpraHu3aliiy, PETUCTPUPYIOTCS B IOAPa3IeNleHHsIX, OTBETCTBEHHBIX 38 OPraHM3allUI0
H TpoBeJeHHe MeponpusaTusi. KOy TakuX MPOTOKOIOB FOTOBATCS K PACCHLIKE U
PacChLIAIOTCSA CTPYKTYPHBIM TIO/Ipa3/ieieHueM, OTBETCTBEHHBIM 32 OPraHM3alfio U
IIPOBEICHHE MEPOTIPHUSITHA.

7.48. Tlporoxonam TpPHCBAaMBAIOTCA IOPSAKOBBIE HOMEpa B Ipeneax
KajleHJapHOTO rolla WK Iepruojia paboTsl BpeMeHHOH pabodeii rpynmbl (KOMUCCHH)
10 KaXXIO0W IPYIIIE MPOTOKOJIOB OTAEIHHO.

7.49. TIomMHHKEKY HPOTOKOTOB IO MECTY HX perucTpalud (GOpMHPYIOTCS B

JeJa 10 HOMEHKIIAType Jie]l Y HUBePCUTETA.

7.50. BHyTpeHHue NOKyMEHTHI Ha UMS PYKOBOIUTEIS JPYroro CIPyKTYPHOIo
nojapasneneHus perucrpupytorcs B COJ| wmum (npu  orcyrersum CDJl  wm
OTCYTCTBHHM BO3MOXHOCTH 3apervCTpUpOBaTh BHYTpeHHHU mokyment B CDJI)
PerucTpupyroTcss B TOApa3s/e/ieHHH, CO3MAaBIMMM NOKYMEHT. 3aperdCTpUpOBAHHBIHA
JIOKYMEHT IlepeflaeTcsl HEMOCPEACTBEHHO B IOApa3/elieHle - afpecar, B KOTOPOM
IIOBTOPHO HE PETUCTPUPYETCA.

7.51. Ilpu Bkmovenun B COJl BXOMANMX JOKYMEHTOB, WX PErdUCTPALINH,
paccMoTpenuu 1 uconHenuu B OPK BHOCSTCA cliemyromue cBeieHrs O JOKYMEHTE:

1) HaumeHOBaHHe opraHW3aH (KOPPECTIOHIEHTA);

2) ajnpecar;

3) HauMeHOBaHHE BH/A JIOKYMEHTA;

4)  nara MOCTYNHBIIETO JOKYMEHTA;

5) perucTpalHOHHEBIH HOMEp MOCTYIUBIIETO JOKYMEHTA;

6) JMODKHOCTH, GaMIIIMS M MHHI[HANBI INLQ, TIOAIUCABILIEr0 JOKYMEHT;

7) nara MOCTYIUIEHHs JOKYMEHTa,

8)  BXOJMIIMHI PETUCTPAILIMOHHBIN HOMED;

9) 3aroj0BOK K TeKCTY (KpaTKoe CoIepiKaHue TOKYMEHTA);

10) KoMMUecTBO JIMCTOB OCHOBHOTO HOKYMEHTA,

11) ormeTka 0 NpUNOXKEHHU (KOJIMYECTBO NMPUIOXKEHHH, 00Ilee KOIUIECTBO
JTMCTOB TIPUITOXKEHUH );

12) cBenenms o cBA3aHHBIX NOKYMEHTaX (HAMMEHOBaHWE BM/IA JOKYMEHTA,
JiaTa, PeTHCTPALlMOHHBIM HOMED, THII CBA3H);

13) pesomouus (MCOONHUTENb (WCIIONHHTENHN), TMOPYYEHHE, JOMKHOCTHOE
JIUI0, JaBllee NopydeHue, 1aTa);

14) cpoK HCHIOTHEHHA TOKYMEHTA,

15) wmHpexc mena mo HOMEHKIIATYpPE HE;
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16) cBenenus o nepeanpecanun TOKyMeHTA;

17) ormerka o KOHTpoOIIE;

18) rpud orpanudeHus 1OCTYA K TOKYMEHTY:,

19) cBemenust 06 3neKTPOHHOM MOAMHCH:;

20) pe3ympTaT IPOBEPKH DIEKTPOHHOMN MOIIHCH.

7.52. Tlpu Brmouenun B COJ ucxomsmmx mokymeHtoB B DPK BHOCsTCH
CIIENYIOIIHE CBE/ICHUSA O TOKYMEHTE:

1) anpecar;

2)  IOIKHOCTB, GaMIIIvs M MHALUANGI JTULA, TIO/IIMCABIIEro JOKYMEHT;

3) HaHMeHOBaHWE BHIA JOKYMEHTa,

4) maTta moKyMeHTa;

5) perucTpanMOHHBIA HOMEP JOKYMEHTa,

6) 3aroNoBOK K TEKCTY (KPaTKOe COIepKaHue JOKYMEHTa);

7)  cBeleHWs O CBSI3AHHBIX TOKyMeHTaX (HAMMEHOBAHIE BHIA TOKYMEHTA,
Jlata, PEruCTPAllMOHHBIE HOMEp, THIT CBSA3H);

§) KOIMYECTBO JIUCTOB OCHOBHOTO JOKYMEHTA;

9) wuHzEeKc Iena Mo HOMEHKIATYPE Jed;

10) oTmeTka o NpHAOKCHUH (KOJIMYECTBO IPUIOKEHHIM, OOIIEe KOTHUECTRO
JIMCTOB IPUITOKEHHH);

11) rpud orpanuyeHus gocTyna K JOKyMEHTY;

12) moppasmenenue - OTBETCTBEHHEIN HCIIOMHUTENb JOKYMEHTA,

13) cBenenust 06 IEKTPOHHOM ITOIIHCH.

7.53. Ilpu Bkmrouenun B COJI BHyTpeHHHX noKyMeHTOB B JPK BHOCATCS
ClelyIOLIe CBeIeHUs O TOKyMEHTe:

1) HaumenoBamue moApasneNeHHs, TOATOTOBUBINETO MPOEKT JOKYMEHTA;

2) HauMEHOBaHWE BH/A JOKYMEHTA,

3) nara JOKyMeHTa;

4) perucTpallHOHHBIA HOMEp JOKYMEHTA;

5)  ROIKHOCTH, PaMUITHS M MHUIIHATIBI JIULA, OAMHCABIIEro JOKYMEHT;

0) CBeleHUA O CBS3aHHLIX JOKYMEHTax (HAUMEHOBaHMe BHZA JOKYMEHTA,
Jara, perucTpalliOHHBIN HOMED, THIT CBS3H);

7)  3aroJIOBOK K TeKCTy (KpaTKOe COZlepIKaHue JOKYMEeHTa);

8) OTMeTKa O MPHIOKEHUH (KONHYECTBO MPHIOKEHU, 00IIee KOMMIECTRBO
JMCTOB MPHIIOKEHUH);

9) wuHOekc gena 1Mo HOMEHKIAType JIE;

10) yxasaHus MO WMCIIONHEHWIO HOKyMEHTa (MCIOJHMTENb, TOpydeHHe, NaTa
WCTIOTHEeHHA );

11) ormerka o KOHTpOIIE;

12) rpud orpanmyenus xrocTyna K 10KyMeHTY;

13) mompasnenenue (IOKHOCTHOE JIMLO) - HCIOJHUTEND (OTBETCTBEHHBIN
UCIIOJIHUTENB) IOKyMEHTA.

CocraB cBepenuii, BHOCHMBIX B COJl npu perucTpaudd BHYTPEHHHX
JIOKYMEHTOB, 3aBHCHUT OT BUJA PETHCTPHPYEMOTO TOKYMEHTA.

JONONHUTENPHO K YKa3aHHBIM CBEJICHHAM O BXONAMMX, HCXOMSIIUX U
BHYTpeHHHX JoKyMeHTax B OPK C3J] MoryT BHOCHTBCS MHBIC CBEIECHM.
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7.54. Vuer KOJIHYecTBa IOKYMEHTOB, HOCTYITHBIIHX, CO3JaHHBIX,
OTIPABIEHHbIX 334 ONPECNCHHBIV MEPUOJ] BPEMEHH, MOXET IPOBOJAMTECA ITO
OpraHu3aliy B IEJIOM, IO OTACITBbHBIM CTPYKTYPHBIM [10JPa3ieeHUsIM, [0 IPYIIaM
AOKyMEHTOB, KOPPECTIOHAEHTAM, NEHCTBHUAM, NPOW3BEJCHHBIM C JOKYMEHTAMHU, U
APYruM IapamMeTpaM, HeOOXOAMMBIM Ul aHaIM3a paboThl ¢ JOKYMEHTAMHM B IEJIIX
€e COBEPLICHCTBOBAHUS.

7.55. Tlpu ydere oOBbeMa TOKYMEHTOOOOPOTA IOACYHTHIBAETCS KOIMYECTRO
JOKYMEHTOB BBbIICICHHON TPYIIIBl. Y4YeT KOJNMYECTBa TOKYMEHTOB IPOBOAMTICS II0
RanabiM COJI, perucTpalliOHHO-YYETHBIX )KYPHAIIOB U KAPTOTEK.

7.56. 3a  enuMHMIly yYeTa  KONMYECTBA  JOKYMCHTOB NIPUHAMAETCS
CIVHCTBEHHBIA 3K3EMILISD NOKyMeHTa (MOIJMHHWK MM KOIHS, ecid KOIUS -
CIMHCTBCHHBI OK3eMIULIP TOKyMEHTa B YHHBEpPCHTETe, HAIPUMED, KOIIHS
MCXOJIAIIEro MHChMa) Oe3 yyeTa KOTHMH, CO3AaBaeMbIX IIpU MeYaTH M KOMHPOBAHWUH

(Tupaxxuposanwu). Konuu 10KyMeHTOB npy HEOGXOIMMOCTH aHAIA3a YUHTHIBAKOTCS
OTAENBHO.

8. KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB (IIOPYYEHWIN)

8.1. KoHTponb MCHOTHEHHs AOKYMEHTOB (IOpYYeHHI) BEIETCS B LENAX MX
CBOEBPEMEHHOI0 U KAYECTBEHHOTO HUCIIOJIHEHMSL.

8.2. KoHTpombs HCTIONHEHH JOKYMEHTOB (TIOpy4YeHHH) BeIeTCs:

— PEKTOPOM WJIM MHBIM JOJKHOCTHBIM JIUIIOM YHUBEPCHUTETA — UCIIOTHEHHUS
IOKYMEHTOB (IIOPYYESHHI) TI0 CYILECTBY;

— OOIMM OTJENIOM YHUBEPCHTETA U OTBETCTBEHHBIMHE 3a JeTONPOU3BOICTRO B
CTPYKTYPHBIX MOAPA3NENEHUSIX - CPOKOR HCIIOIHEHUS JOKYMEHTOB (IOpYYeHHH).

B obmem  oTnene  LEHTPaNW30BaHHOMY  KOHTPOIIO  IIOJJIEXKAT
3aperuCTPUPOBAHHBIE TOKYMEHTHI € OTMETKOM 0 KoHTpone («KouTpomb»), a B
CIPYKTYPHBIX TIOApasJefeHusx YHHMBEpCHTETa - BCe 3aPErMCTPHUPOBAHHBIC
IOKYMEHTBI, TPEOYIOIIIHE UCIIOTHEHHS.

8.3. PacrnopsnuTenbHblE JOKYMEHTBI, IIPOTOKOJIBI 3acelaHMil (coBelmaHwmil),
COoICpyKalllie TIOPYYEHHS C KOHKPETHBIMU CpOKaM#i HCIIOIIHEHHS, CTaBsSTCd HAa
KOHTPOJIb 10 KKIOMY IMOPYYEHHIO OTAEIBHO.

8.4. KOHTpONIE CPOKOB MCIOTHEHHs JOKYMEHTOB ([IOpyYeHMid) BKIIOYaeT B
ce0st:

— IMOCTAHOBKY JIOKYMEHTOB (IIOPYYEeHHUH ) HA KOHTPOIIb;

— IIPOBEPKY CBOEBPEMEHHOCTH JOBEIEHUS NOKYMEHTOB (MOpy4YeHHH) 10
HCHOJHUTEIICH;

— TNPEIBAapUTENBHYI0 TIPOBEPKY U PEryIHpPOBaHME XOIa HCIIOJIHEHUS
TOKYMEHTOB (TIOpYUYEeHHIA);

— CHSATHE C KOHTPOJIsSL NOKYMEHTOB (TIOpYyYeHuUi );

— yd4er, 0boOIieHre ¥ aHamM3 pPe3y/IbTATOB XOJA KCIONHEHUS JOKYMEHTOB
(nopyuenuii);

— wuHQOpPMUpPOBaHWE DYKOBOAUTENEH O XOJe WCIIONHEHUS JOKYMEHTOB
(mopy4eHuit) ¥ COCTOSIHUH UCIIOJIHHTEIbCKON JMHCLUILIHHEL
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8.5. Cpoku HCIONHEHMS IOKyMEHTOB (IIOpY4YeHHi) WCYHCISIOTCS B
KaJleHIapHBIX JHSX.

Ecim  mocnenHuii  neHb CpoKa MCIIONHEHHs JOKyMeHTa (Iopy4deHHs)
TPUXOAMTCA Ha Hepabo4mil JieHb, TO NOKYMEHT MOMIEKHUT HCHONHEHHIO B
OuvKal M clenyompi 3a HUM paboduii J1eHb.

Jlata mcmonHeHWs JOKyMeHTa (mopydeHwus) duxcupyercst B OPK CDJI wnu
MHOM PerHCTPaliOHHO-Y4IeTHOH (opMe, HCIONb3YeMOH ISl OTCIEKUBAHHUs CPOKOB
HCIIOJIHEHHMS JOKyMeHTa (MopyYeHus ).

Cpoku  ucrnonHeHHs  JOKyMeHTOB  (TIOpydYeHHi)  YCTAHABIMBAIOTCS
PYKOBOIUTENEM, MCXO[sl M3 CPOKA, YCTAHOBIEHHOI'O OpTaHM3alMel, HalpaBHBLICH
JOKYMCHT, HJIH CPOKOB, YCTaHOBIEHHBIX 3aKOHOJATEILCTBOM POCCHICKOM
Qenepanuu.

8.6. JlokyMeHTHI (TOpyUeHus) HOJIeKaT HCIOIHEHHIO B CIIE/YIOIIHE CPOKH:

— C KOHKPETHOM JIaTOW UCIOIHEHHUS - B YKA3aHHBINW CPOK;

— 0e3 ykasaHus KOHKDETHOH [aThl UCTIONHEHMUS, UMEIOLIHE B TEKCTE MOMETKY
«BEChbMa CPOYHO» - B TEUEHHME OJHOTO JHs, «CPOYHO» - B 3-JAHEBHBIH CpOK;
«OIlepaTUBHO» - B 10-AHEBHEBIN CPOK;

— OCTalbHBIE - B CPOK He Oonee 30 nHeir;

— II0 TIapJIaMEHTCKUM 3alpocaM - He IO3JHee ueM uepe3 15 mHel co mus
MOITY4IeHHS;

— 1o 3anpocaMm uineHoB Cosera Mejepanuu, Aemytatos IocymapcTBeHHOMN
HyMel (memyTaTckoMy 3ampocy) He 11031Hee 4eM yepe3 30 JHeil co IS momydeHus.

— 0 MEXBEJOMCTBEHHBIM 3alpOCcaM O IIPENCTaBIEHUH NOKYMEHTOB U (HIIN)
HHPOpPMAI[MK B LEIX NPEIOoCTaBIeHNs] TOCYIAPCTBEHHBIX U MyHUIUIAIBHBIX YCIyT
- 5 pabouux mHE# co THS MOIYUEHHs 3apoca, eI 3aKOHOIaTeILCTBOM PoccHiickoi
@enepallii He YCTAHOBJIEH HHOM CPOK;

— 110 oOpaleHusIM rpaxian - 30 gHei co gus perucTpanuu.

8.7. TIpuocTaHOBUTH MCIONHEHHE KOHTPOJBHOTO HOKYMeHTa (MopydeHwus), a
TAK)K€ OTMEHHTH €r0 MOXKET PYKOBOIUTENb, MOANUCABIINN JOKYMEHT MM JaBIIUM
nopyueHue (yKazaHue).

8.8. B wmemsx CBOEBPEMEHHOIrO WCIIONHEHHS [JOKYMEHTOB, IOPYUYCHUH
(yxa3zaHHif), IIOCTaBIEHHBIX HA KOHTPONb, pabOTHHKH OOIIEro  OTIelna,
OTBETCTBEHHBIE 32 BEINCHHE KOHTPOJS MCIIOJHEHHS [HOKYMEHTOB, IIPOBEPSIOT
CBOEBPEMEHHOCTE NOBEAEHUS JJOKyMeHTa (TTOPYIeHHs ) 10 HCIIOIHHATE]IA.

8.9. Eciim cpok ucnomHeHMs OOKYMeHTa (IIOPYYEHHS) IPEBBIIACT OIUH
MECSI, B [eJIIX 00eCcTieuennsi CBOeBPEMEHHOT0 MCTIOTHEH S JIOKYMEHTa (IIOpyJYeHHs)
IIPOBOAUTCA TIPENABAPUTENBHBIA KOHTPOJbL ¥ HAIMOMHHAHWS WCIOJHUATEIAM O
IPUOIM>KEHUH CPOKOB UCIIOIIHEHUS IOKYMEHTOB (TIOpy4YeHuit).

8.10. IlpensapurenbHBIH KOHTPOJIb OCYIIECTBISETCS B CIICAYIOIIEM IIOPIIKE:

— JIOKYMEHTHI (HOpy4eHHs ) IOCIeAYIOIIHX JIET - He peke OMHOTO pa3a B IO,

— HOKYMEHTHI (TTOPYYEHH s ) MOCIENYIOIUX MECSIIeB TeKYIIero roja - He pexe
OJIHOTO pa3a B MECHIIL;

— JIOKYMEHTHI (TIOpy4YeHHs) TeKYIIero Mecsua - 3a 5 jiHell 10 UCTeYeHns CpoKa
HCIIOTHEHISL.
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8.11. Hamomunanue wucrnomHuTeNIM O NOPHOJIMIKEHUH CPOKOB HCTIOJHEHMS
JIOKYMCHTOB (MOpYYEHHH) MOXET OCYIIECTBIATLCS B ABRTOMATHUECKOM pexumMe
mocpencteoM CDJI.

HanomuHaHus uHCTONHUTEISIM, & Takke HHPOPMAIAS 0O UCIOIHEHUH
JOKYMEHTOB (NOpYY€HUH), TIOIydeHHas OT HCIIOIHHTENCH, bukcupyrotess B DPK
COJI mnu MHBIX PeTHCTPALMOHHO-YYETHBIX (QopMaXx, UCIIONIB3YEMBIX IS KOHTPOJIS
UCTIOJTHEHUSI JIOKYMEHTOB (IOpydeHH ).

8.12. Tlpu HEOOXOAMMOCTH W3MEHEHHsS CPOKA HCIIONHEHHS OOKyMEHTa
(mopyJeHHs) OTBETCTBEHHEBIM HCIIONHHUTENb  OOS3aH NPEICTaBUTh HA  UMA
PYKOBOIHMTENsI, HaBLIETO MNOpyYeHHe, 00OCHOBaHMe (CiIyKeOHYIO 3ammcKy) o
IIPOJIIEHHH CpOKa C YKa3aHHEM IPUYMH TIPOIIEHUSI U AAThHI HCITOHEHNUS.

O0GocHOBaHMe TPOMIEHHS CPOKA HCIOJIHEHHUS JOKyMeHTa (IIOpyYeHHs)
MOIDKHO OBITh HAIPABIEHO COOTBETCTBYIOIIEMY PYKOBOIHUTEIIO HE MO3HEE, YeM II0
HCTEUCHUH TPEX JIHEH 10 HCTEYCHHS CPOKA MCTIONHEHMS JOKYMEHTA (TOpyUeHs).

O6 m3MeHeHNM cpoKa WCTIONHEHHsS NOKyMeHTa (IOpYYeHHs) OTBETCTBEHHDIH
UCIIOJIHUTENb UH(DOPMHUPYET OOILMI OTIEN.

8.13. HoxymeHT (mopydeH¥e) cuMTaeTCsl MCIIONHEHHBIM, ECIH NPHHSTEI
pelienus 1O  MOCTABJICHHBIM  BOIPOCAM, MOJTOTOBIEHbl  COOTBETCTBYIOIIWE
AOKYMEHTBI, HAlpaBlieHa CHpaBKa 00 MCIONHEHMM B COOTBETCTBYIONINE OpPIAHEI
BJIACTH (OPraHU3aMHA) WK JaH OTBET I10 CYLIECTBY 3aHHTEPECOBAHHBIM JTHIAM.

Pemenue 06 ucnonHenuu noxyMenTa (OpyYeHHs) IPUHHMACT PYKOBOIUTEND,
MOCTABMBIIMH  HOKyMEHT (HOpyYeHHe) Ha KOHTPONb, C  O6S3aTeIbHLIM
UH(POPMHUPOBaHKEM 00IIIero oTaeNna YHUBEpCHTETA.

Ha wWCronHeHHOM HOKyMeHTe WpPOCTAaBIseTcs OTMETKA O HATPABICHHH
JIOKyMEHTA B IE€JI0, CBEACHUS 00 WCIIONHEHHH JOKyMeHTa (MOpYydYeHHs) BHOCATCS B
OPK C3Jl unn wuHyI perucTpanroHHO-y4eTHYIO (hopMmy, UCIIONB3YEMYI0 ISl
KOHTPOJISI UCTIOTHEHWS.

8.14. JlokymeHTEI (IOpy4YEHHs), HE CHSTHIC C KOHTPOJS, a TAKKE JIOKYMEHTBI
(mopy4eHust), CPOK  HCTONHEHHS  KOTOPHIX He  NPOMNEH,  CUMTAIOTCS
HEHCTIOTHEHHBIMH.

8.15. OOmmit orjen YHHBEpCHTETAa aHAIM3MPYET COCTOSHHE W Pe3YILTATHI
HCIIOTTHEHHS. JOKYMEHTOB (IOPYUYeHHH) W COCTOSHUE UCIIONHUTENBCKON TACIIATLIMHEL
¥ B TOpSNKE NPEJBAPHTENBHOIO KOHTPOJ HANpaBisieT B  CTPYKTYPHBIE
[OJpa3feeHUsl Y HUBEPCUTETA HAllOMUHAHUA O NOKYMEHTAX, CPOKHM HCIIONHEHHS
KOTOPBIX HCTEKAIOT (3a 3-5 IHeH /10 OKOHYAHHUS CPOKA HCTIONHEHUS TOKYMeHTa);

9. OPTAHU3ALIUA PABOTHI UHCITOJTHUTEJIS C JOKYMEHTAMMA

9.1. HcnonmnuTens mnoiydaeT MOKYMEHTHl HA MCIIOJHEHHE B JIeHb HX
PacCMOTPEHHA HIIM Ha CIEAYIOIMK pabounii IeHb B COOTBETCTBMHU C PE3OIFOIUSIMU
pykoBozcTBa YHuBepcuTeTa. CpoyHble TOKYMEHTBHI MEPEIANOTCH HCIOIHATEIE0
He3aMeUIHTEIbHO.

9.2. JIoKyMeHThI, IIOCTYTAIOMKEe B CTPYKTYPHOE MOJpa3feNcHue ¢
PE30IOLMSIMU  PYKOBOJACTBA,  UEPCHAIOTCA  PYKOBOOHTENK  CTPYKTYpPHOIO
noapasaenenus. ECIu HOKyMEHT, MOCTYNMBIIMI Ha HCIIONHEHHE B HOApA3/ciICHuUeE,
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He MMEeT OTHOIICHWS K KOMIETEHIMH TIIOJpa3/ielieHus, pPyKOBOIUTEIh
NOZpa3sAesIeHs B TOT XS ICHb MIIM Ha CIeLYIOMUi pabo4uunii 1eHbh BO3BPAIAeT ero B
o0k OTAeNn A pelleHHs BOIIpOca O HepeHanpaBieHHH ero Ha HCIOJIHEHHE B
JIpyToe CTPYKTYPHOE HofApasfieneHue (JpyroMy UCIOTHHUTEIIO).

9.3. HcnosnHenue JOKyMEHTA [IPeyCMAaTPHBAET:

— c6op ¥ aHaIM3 HeOOXOTMMOM HH(MOPMALHH;

— MOATOTOBKY IPOEKTa JIOKYMEHTa ¥ eT0 0 OPMIIEHHE;

— COIJIaCOBaHUE TIPOEKTA JIOKYMEHTA C 3aWHTEPECOBAHHBIMHE JTUIIAMU;

— J0paboTKy MpoekTa JOKyMEHTa II0 3aMeuaHwsAM, IIOJydeHHBIM B XOIe
COIJIACOBAHMS M, PH HEOOXOIUMOCTH, - TIOBTOPHOE COTTIACOBAHUE;

— MOATOTOBKY CIHCKa (yKasaTeNs) PacCBIIKM JOKYMEHTa, €COH HOKYMEHT
aZipecoBaH Irpymnie CTPYKTYPHBIX TOIpa3IeleHuii;

— peJCTaBICHHE [POCKTa JMOKYMeHTa Ha WOMIUCh (yTBEPKIEHME)
PYKOBOJICTBY;

— IOATOTOBKY JIOKYMEHTa K OTIPaBKe U Iepeady KoMK JOKYMEHTA B /IeIO.

94. Ilpy  HampaBieHUH  JOKYMEHTAa  HECKONBKMM  OTBETCTBEHHBIM
HCIOJTHUTEISIM 38 TOATOTOBKY TMPOEKTa JOKYMEHTa SBJSETCS MCIIOIHUTENb,
YKa3aHHBIA B pE3OIOLMH IIE€PBLEIM MM OOO3HAYEHHBIH B PE3OMIOLHH KAk
OTBETCTBEHHBIN MCITOTHUTENb.

9.5. OTBETCTBEHHBI HUCTONHUTENs HMEET @PABO JAaBaTh HOPYUCHHS
OCTaJIBHBIM HUCIIOJIHUTEISIM, NPOBOIMTE pabouue COBEMIaHWs JUIs BHIPAOOTKH
COBMECTHOI0 pellieHusa. Bce HCIONHUTENH B paBHOM CTENEHH OTBETCTBEHHBI 34
CBOEBPEMEHHOE M Ka4YCeCTBEHHOE WCIONHEHHE IIOPYHYSHHS H IIPEACTaBIICHUE
OTBETCTBEHHOMY HCIOJHMTEID B YCTAHOBIEHHBIE HM CpPOKH HEOOXOMHMMEIX
MaTepHraoB (MPOEKTOB TOKYMEHTOB, CITPABOK).

VcnonHuTenw He WMEIT @paBa MPEACTABIATH IMPOEKTHl JOKyMEHTOB
PYKOBOIHTEINO, JJaBUIEMY ITOPYIE€HHE, MUHYSI OTBETCTBEHHOI'O MCIIOIHUTEITS.

9.6. B ciydae OTCYTCTBHS HCTONHHTENS (KOMaHIMPOBKA, OTIYCK, OOJE3HB)
JOKYMEHT IO YKa3aHWIO PYKOBOIWTENS CTPYKTYPHOIO IIOApPA3JIEJIEHHS IIePeNacTCs
ApYyroMy  WCHONHHTEN0 ¢  0043aTeNpHBIM  cooOlleHueM  ero  (GpamMuinn
JEJIONPOM3BOAUTENIO MOApa3AeieHus 1 BHeceHUs usMeHennit B OPK noxymenTa B
COJ1 min HHYIO pETUCTPalHOHHO-YYETHYIO (GOpPMY.

9.7. Tlpu yBOJNBHEHHMH WM IEPEXOfe Ha APYrol y4acTok paboThl paGOTHHK
00s3aH cllaTh NOKYMEHTBl M [ellda PYKOBOINWTENIO TIOAPA3feNeHHs HIM [0 ero
YKa3aHHIO BHOBb Ha3sHA4YeHHOMY pPabOTHWKY (B cilydae HEOOXOOMMOCTH, - IO aKTy
IpueMa-repeiadd, B KOTOPOM YKa3blBalOTCA BHABI [ei (3arollOBKH [€l) H HX
KOJIMYECTBO M KOTOPBIA MOAMUCHIBAECTCS PAOOTHHKOM, NMEpelaBIluM IOKYMEHTBI, U
PabOTHUKOM, TIPUHSIBIIIAM JOKYMEHTEL).

9.8. PesynpraToM HCIONHEHMA [NOKyMEHTa SIBISETCA MPOEKT JOKYMCHTA,
IIOATOTOBJIEHHBINA UCIIOTHUTEIIEM.

IIpoexT 10KyMeHTa CO BCEMH HEOOXO0IMMBIMH IPHITOKEHUAMYU, HalleUaTaAHHbIH
U OQOpPMIIEHHBIH  WCIONHHTENh  COTTNACOBBIBAET C  3aMHTEPECOBAHHBIMH
PYKOBOJIHUTEISIMU CTPYKTYPHBIX IIOAPa3IENeHU 1 ¢ IpyTHMM OPraHu3alisMu.
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JIOKYMEHTBI, TpeIHa3sHAYeHHbBIe IS OTIPaBKH, OQGOPMISIOTCS Ha Ollake
YHuBepcutera yCTaHOBIEHHOH (GOpMEL. J[s OTIpaBKy OOKYMEHTOB, HE HMEIOLIUX
a[PeCHOM YaCTH, COCTABIIETCS CONPOBOAUTENBHOE TTHCHMO.

Ha noxyment, paccblmaemslil Gonee YeM B wgeThIpe ajpeca, WCITOJHHUTEIb
TOTOBHUT CIHCOK DPAacChUIKM, ONpPENeNsieT KOJHYECTBO SK3EMILISPOB JOKYMEHTA M
IIOCIIe PETUCTPALHH 00ECIeUHBAET M3rOTOBIEHHE HEOGX0MUMOTO KOIHIECTRA KOMIHIL

9.9. Hcnonuurens (OTBETCTBEHHBIH UCIIOJTHUTEJTb ) OpraHu3yer
COTNacoBaHWe (BHU3MPOBAHME) IPOEKTA JOKYMEHTA CO BCEMH 3aMHTEPEeCOBAHHBIMH
JHMIaMH H IIPOBOIHUT 10PabOTKY MPOEKTa 10 3aMEYaHHSIM.,

Ilpu wHamuuuu OGONBIIOTO KOJNMYECTBA 3aMeYaHdii 10 NPEeACTARICHUS
NOpabOTaHHOrO TPOEKTa JOKyMEHTA Ha MONMUCH PYKOBONHUTENIO MCIIOIHUTEND
TOTOBUT CBOJIKY 3aMeYaHMi (IIPEVIOKEHUH]), B KOTOPOli yKa3blBAETCS: COmEPIKAHUE
3aMeYaHus (TPEATOXKEeHHsA), HOJKHOCT, (aMUIHS JIMIA, NaBIIErO 3aMevaHue,
IPUHATO HIH OTKIOHEHO 3aMedaHHe (ecild 3aMevaHHe OTKIOHEHO, - MPHYMHY
OTKJIOHEHHS ).

9.10. Tlocne nopaGOTKH U MOBTOPHOTO BH3UPOBAHHS (cormacoBanws) MpoexT
AOKyMEHTa IIEPENacTCAd Ha Moamucanue (yTBepikaeHue). Jlo mpencTaBieHust Ha
TOJINKCE  WCTIOJNHMTENb TIPOBEPACT MPAaBMILHOCTE OGOPMIIEHMS JJOKYMEHTA,
NPaBANBHOCTE O(OPMIICHHs ajpecaTa, HAIAYHE HEoOXOIHMBIX BH3, IIPUIIOKEHUH,
UpH  HEOOXOJMMOCTHM - CHPABOK, NOSCHUTENBHEIX —3aIHCOK, Pa3bACHSIOMINX
COlIepKaHUE TTOATOTOBIECHHBIX IOKYMEHTOB, TUCTa (yKa3aTels) pacChLIKH.

9.11. lloanucanHbidl NOKYMEHT WCIONHUTENb B COOTBETCIBHH C TIOPSIKOM,
yCTaHOBICHHBIM HacTosIlerd MHCTpyKumel, epejaeT Uil perucTpaluy 1 OTIIPaBKHU
W/WITH BKJIFOYEHHS B [1eI0.

B CcOOTBETCTBUM C HOMEHKIATYPOH el HCHOJHHTENb ONPEAENSET HHICKC
Jienia, B KOTOPOE JOIDKEH OBITh BKITFOYEH JOKYMEHT.

9.12. B xopne ucnionHenus TOKyMeHTa UCIIONHHUTEND HMeeT NPABO IIPeUIaraTh
M3MEHEHHE CPOKa UCIIOJHEHHUS, €CIIH OTCYTCTBYIOT peallbHble YCIOBHS WCTIONHEHMUS
TOKyMeHTa (IOpYYeHHS), JeNaTh TOMETKH Ha NOKYMEHTE O BPEMEHH €ero
MOCTYNJIEHUS, O JaTax MMPOMEKYTOYHOIrO0 KOHTPOJSI, Tele(OHHBIX U MUCBMEHHBIX
3aIpocax, O Jare M pe3ybTare OKOHYATEIHHOTO UCTIOHEHHS.

9.13. HcnonHutens He MMeeT TIpaBa pasriallaTh COAEPKAHHE MOCTYIIHBIIUX
K HEMY NOKYMEHTOB M IOJATOTOBIEHHBIX IPOEKTOB CIIyKEOHBIX JOKYMEHTOB, C HUMH
MOTYT OBITh 03HAKOMIIEHBI TOJIBKO JIMIA, MMEIOIIHe OTHOIICHHE K X HCIOTHEHHIO.

10. ®°OPMUPOBAHUE TOKYMEHTAJBLHOI'O ®OHJA
YHUBEPCHUTETA

10.1. OneparuBroe XpaHeHHe JOKYMEHTOB Y HUBEPCHTETA [0 MEPEAaul UX Ha
XpaHEHWE B dpXHMB MM  YHUYTOXKEHHE OCYLIECTBISETCS B  CTPYKTYPHBIX
noJipas/ieleHuAX Y HUBEPCHTCTA.

10.2. B uensix XpaHnenus, IOMCKa H HCIIONB30BAHHUA TOKYMEHTEI Ha GyMaKHOM

HOCUTEJIC U JJIEKTPOHHBLIE NOKYMEHTBI (DOPMUPYIOTCS B Jela B COOTBETCTBHH C
HOMEHKIIATYPOM Jell.
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Homenknarypa — fmen  3akpenjseT — Knaccu(ukamuio  (TPYIIMPOBKY)
UCTIOTHEHHBIX JIOKYMEHTOB B JeNa (JJIEKTPOHHBIE [eNa), CHCTEMATH3alHI H
MHJICKCAIUIO eJl, CPOKH WX XPAHECHUs U SBIIAETCS] OCHOBHBIM YIETHBIM JIOKYMEHTOM.

HomMenknarypa pen sBIseTCS OCHOBOM UL COCTaBIEHUS OMUCeH el
HOCTOSTHHOTO, BpEeMEHHBIX (cBbiie 10 JeT) CpOKOB XpaHeHMs! U [0 JIMYHOMY COCTABY,
aKTOB O BBIICIIEHHU K YHUYTOKEHHIO JOKYMEHTOB C HCTEKIIMMU CPOKAMH XpaHEeHH ],
a TakKe IJIsl y4eTa el BpeMEHHBIX (10 10 JeT BKIIOYUTENBHO) CPOKOB XPaHEHH]S.

10.3. Homenknarypa e YHHBEPCHTETa COCTABISIETCS Ha OCHOBE H3y4eHHS
cocTaBa M  CONEpXKaHWs JOKYMEHTOB, 00pasyiomuxcd B  JesSTeIbHOCTH
YHUBEPCHUTETA, BKIKOYAs JOKYMEHTBI, OCTYIAOIIHE U3 [PYTHX OpraHu3aluii.

10.4. Tlpu cocTaBreHMM HOMEHKIATYpPBI Jel CleAyeT PyKOBOICTBOBATHCH
YcTaBoM YHUBEPCUTETA, TONOKEHUSIMU O CTPYKTYPHBIX [IO/Pa3AeIeHHsX, IITATHEIM
pacmucaHHeM, MTaHAMHU ¥ OT4YeTaMu O paboTe YHHBEpcUTETa, HOMEHKIATYPOH Mem
32 DPOLIENIWHA TOJ, JOKAIBHLIME HOPDMAaTHBHBIMM aKTaMu YHHBEPCHUTETa,
CoIepiKallluMu  CBeJIeHWs O JOKYMEHTaX, oOOpasyioluxcs B JIeATeIbHOCTH
YHUBEPCHUTETA, TUIIOBBIMY M IPUMEPHBIMU HOMEHKIIATypaMu Jiell (Y WX HAIHIHHN),
BEJIOMCTBEHHBIMH H THIIOBBIMH IEPEUHAMH AOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHeHHs.

10.5. B HOMeHKNIaTypy Hel BKIIFOYAIOTCS BCE OKYMEHTBI, OTPa)KAIOLIHE
NeATeIbHOCTE CTPYKTYPHBIX [OApa3feleHudl YHUBEpCHUTeTa U IIOCTOSIHHO MIIU
BPEMEHHO IEHCTBYIOIINX OPraHoB (KOMHCCUH, COBETOB, KOMWTETOR), B TOM YHCIE
TOKYMEHTHI OTPaHHYCHHOrO OCTYIA, PETHCTPALlMOHHBIC M yYeTHBIE KYpPHAJIbl U
KapTOTEeKH, B HEOOXONMMEBIX CllydasX - KOIHMHM MOKYMEHTOB (eciaM Komus -
€MHCTBEHHBIA S5K3EMIULID JNOKyMEHTa B YHHUBEPCHTETE, a TakKe, E€CIH KOIMH
HeOOXOOMMEL JUIL OpTraHM3alluM JeATeNLHOCTH mompasienenus). JoKyMeHTSI,
CO3IaHHLIE B 3JIEKTPOHHOM (popMe, BKIIOYAIOTCS B HOMEHKJIATYPY HEN II0 TeM e
IIpaBHIIaM, YTO U JIOKyMEHTBI Ha OyMa)KHOM HOCHTEIIE.

He Bxmoualorcs B HOMEHKIATYpY Il TIEPUOAMYECKHE H3IAHWs, KHUTH,
OpOILIOPEL.

HomenknaTypa nen YHuBepcuTeTa (CBOHAS) COCTABISAETCS OOLIMM OTIEIOM
Ha OCHOBaHMHM HOMEHKIATYP JeJ CTPYKTYPHBIX TOJpasielcHuii mo (QopMe,
ycraHoBlIeHHON IlpaBHiiamMy opraHuzallid XpaHEHHs, KOMIUIEKTOBAHMS, yYeTa U
HCIIONB30BaHMsl TOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit Qenepanuy u Ipyrux
apXMBHBIX JIOKYMEHTOB B TOCYAAapCTBEHHBIX OpraHax, Oprafax MECTHOIO
camoynpaBiacHuss u opranmzanuax ot 31.07.2023 Ne 77 (manee — Tlpapwia
XpaHeHHA ).

CBonnasi HOMEHKIIATypa [ie]l COCTaBNIsSeTCs B IOCIEIHEM KBapTale TEeKYIIEro
rofia Ha npeacrosmui kanesgapHsiid roa (Ipunoxenwe Ne 13).

10.6. Homenknarypa nmen VYHUBepCHTETa MOMIMCHIBACTCS HAYAIBHUKOM
obI1ero orhena, COrjlacoBBIBAETCS € HKCIIEPTHOM KOMHUCCHEH YHHBEPCHTETA W, OJHH
pa3 B 5 IE€T NpPeJCTaBIAETCS Ha YTBEPXKIEHHE COOTBETCTBYIOIIEH OSKCIEPTHO-
MIPOBEPOYHOM KOMUCCHM (PelepabHOr0 Ka3eHHOTO yupexkjeHus «Poccuiickuii
rocyIapCTBeHHBI HcTopuyeckuid apxuB Jlamsnero Bocroka» (mamee — DIIK PIUA

AB).
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Homenkmatypa nei, cornacosannas OIIK PI'MA JIB, yTBepx/aaeTcsa peKTopoM
YHuBepcuTeTa U BBOIUTCA B JISHCTBHE ¢ 1-r0 SHBAps HPEACTOSIIErO KAleHIapHOIo
roja.

B cnyuae wsMeneHus (DYHKUMHE M CTPYKTYpHl YHHBEpCHTETa HOMEHKIATYPa
JEIl COCTABNAETCA, COITIAaCOBBIBAETCS M YTBEPKIAETCSA 3aHOBO.

10.7. Cormnacosarnas ¢ 311K PI'MA JIB HOMeHK/IaTypa Aell B KOHIE KakJ[Oro
rofa yTOYHSETCS, IEPENeYaThiBACTCA, YTBEPKAACTCS PEKTOPOM YHHBEPCUTETA H
BBOJUTCS B JEMCTBHUE ¢ | STHBaps NPeACTOAIIET0 KaleHAAPHOIO roa.

10.8. IlepBeli 5K3eMIUISP YTBeP)KACHHON HOMEHKIATYphl JeNl  SIBIISeTCS
TOKYMEHTOM IOCTOSHHOIO XpaHEHHs W BKIFOYAETCS B HOMEHKIATYPY el B pasmeln
obmiero otmena, BTOPOH - MCHONB3yeTcss OOIMM OTIAENoM B KauecTBe pabodero
5K3eMIUIsIpa, TPETHH - IEPEeNaeTcs B apxXvB YHHBEPCHTETA B KAa4eCTBE YYETHOIO
JIOKYMEHTa, 3JIEKTPOHHAsI KOIIHMsI HOMEHKIIATYPBI Iell Y HUBEPCHUTETa, YTBEPIKIEHHOM!
pextopoM, mepenaercsi B PI'MA JIB, MCTOYHMKOM KOMIUIEKTOBAHHSI KOTOPOIO
ABNAETCA YHUBEPCHTET.

10.9. Homenknatypa men VYHHBEpCHTETa CTPOWTCA 10  CTPYKTYpPHOI
(Ha3BaHMAMH pa3feNioB (IOAPA3/IeioB) HOMEHKIATYPEl A6 SBISIOTCS HA3BAHWS
CTPYKTYPHBIX TOApa3AeIeHnH, PacloloKeHHbIE B COOTBETCTBHH C YTBEPKIACHHOM
CTPYKTYpOM YHUBEPCUTETA), WK (PYHKIMOHATLHOM cxeMaM (Ha3BaHUSMU Pa3IeloB
HOMCHKJIATYPBI €N ABJISIOTC HAIIPABIEHUA AEATENbHOCTH Y HUBEPCUTETA).

10.10. HomenknaTtypa nen CIPYKTypHOTO IOAPA3/EIIEHHS COCTABISAETCS B
KaOM TOApa3feleHUHd pabOTHHUKOM, OTBETCTBEHHBIM 34 OeIONPOU3BOACTRO
TOJPasIe/ICH s, MOANUCHIBAETCA PYKOBOAUTENEM CTPYKTYPHOIO MOAPa3IeIeHusd U
Ha4yaJIbHUKOM 00ILero oTaena.

Homenxknarypa el CTpyKTypHOTO TOZpa3ZeleHus] COCTaBliisercs o (opme,
ycranosnenHok Ipasunamu xpanenus ([Ipumoxenue Ne 14).

BHOBE cO37MaHHOE WM DPEOpPraHU30BaHHOE CTPYKTYPHOE IIOApasjeleHHe
HOJDKHO B MECSYHBIA CPOK pa3paboTaTe HOMEHKIATYpPY Ael W MPEICTABUTL €€ B
00ImM# OTAEI I COrJIaCOBaHMs.

10.11. Bce 3aronoBku fen, BKIIOYEHHBIE B HOMEHKIATYDPY €N CTPYKTYPHOIO
nojpasjenenus, WHOeKcupyroTes. Mupekc nema ykaseiBaetcss B rpade 1
HOMEHKIIATYPBI JIell U COCTOMT M3 HHAEKCAa CTPYKTYPHOrO IoipasfelneHus (Koma
NOJIpas/IeieHts1) U MOPSIKOBOrO HOMeEpa JeNa B pasziesie HOMEHKIATYPHI JeJl.

Hunexcsl nen obosuagarores apadckumu udpamu. Hampumep: 01-05, rie:

— 01 - koI CTPYKTYPHOTO T10/IpasieIeHus; '

— 05 -nopaaKoBEII HOMEp jleNa B pa3zene HOMEHKIATYPEI Hell.

Jlena 1o BompocaMm, Hepa3pelleHHBIM B TE€YEHHE OIHOIO TOfa, SBISIFOTCS
«IEePEXOAAIMMMHI» U BHOCATCS B HOMEHKJIATYPY AeNl CIEeAYIOIIEro Iofa ¢ TeM XKe
uHIeKcoM. PekomeHnzyercs coXpaHsTh B HOMEHKIJIATYpe JIe]l OJUHAKOBBIE MHIEKCHI
1A OOHOPOIHBIX A€, BKIIOUCHHBIX B PA3HBIC pa3Ieiibl.

Ecnu B TeyeHue roja B 1eATEILHOCTH Y HUBEPCHUTETA 00OPa3yIOTCs TOKYMEHTEI,
He NPeIyCMOTPEHHBIE HOMEHKIATYPOI Men, 3aroJIOBKU HOBBIX €] JOIOIHUTEITHHO
BKJIFOYAIOTCS B HOMEHKJIATYPY Ael. B KaxIoMm paszene HOMEHKIATYPHI Jell s
BHORBB 3aBOJHMBIX I&J1 IpegyCcMaTpHUBarOTCS Pe3€pBHEIC HOMEPA.
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10.12. 3aronoBok aena (rpaa 2 HOMEHKIATYPBI JeiT) HOJDKEH B 060BIIEHHOM
(opmMe OTpakaTh OCHOBHOE COHEPKaHHE W COCTAB JIOKyMEHTOB Jena. He
JOTyCKaeTCsi yHoTpeOleHne B 3aroioBKe JeNla HeKOHKPEeTHEIX (hopMyTHPOBOK
(«pasHble MaTepHalbl», «o0luas MepenucKay), a TAKKe BBOMHBIX CIOB H CIOKHBIX
CHUHTaKCHYeCKHX 00OpOTOB. 3aroNOBKH HE€Nl MOTYT YTOYHATHCS B TEYEHHE T'OJa B
npouecce GOPMUPOBAHUS U OPOPMITEHHUS Il

3aroJ0BOK fefa JOMKEH COCTOSNTH W3 3IEMEHTOB, pPACMONAraeMbIX B
CIIEIY¥OIIEH MOCIENOBATEIEHOCTH:

a) HasBaHWe BUIA Jena (Ieperucka, KypHai, JeT0) Wi BHIA JIIOKYMEHTOB,
BKIIIOYEHHBIX B JIEJIO (IIPOTOKOIIBL, TPHKA3HL);

0) HanMeHOBaHWe YHMBEPCUTETA, CTPYKTYPHOTO IIOAPA3AE/ICHHUS, TIOCTOSHHO
JSHCTBYIOIIETO WM BPEMEHHOTO OpraHa, [OJGKHOCTHOTO IJHI@, CO3IABIINHX
JIOKYMEHT(BI);

B) HAWMEHOBAHWE KOPPECTOHJEHTa (OpraHM3aldu, JHIA, KOTOpPOMY
a/lpeCOBaHbI HITH OT KOTOPOTO HONYYEHBI JOKYMEHTE);

T) KpaTKOe COIEPXKaHHE JOKYMEHTOB [eia;

l) Ha3BaHWE MECTHOCTH (TEPPUTOPUHM), C KOTOPOH CBS3aHO conepKaHue
IOKYMEHTOB JIeJ1a;

e) Jjara (mepuoj), K KOTOPEIM OTHOCATCS JOKYMEHTHI feJia;

K) yKazaHMe Ha KOTTUHHOCTE IOKYMEHTOB Jefa.

10.13. Tlopanok  pacmonoXeHHS 3arolOBKOB  Jell  BHYTPH pa3zaenon
HOMEHKIIATYPBL A€JI ONPE/IeISEeTCA CTENEHBIO BAKHOCTH JOKYMEHTOB, BKITIOYEHHBIX B
Jena.

B mavanme pasmena pacrHomaraloTcs  3arofiOBKM N,  COAEpIKAIuX
YUpeIUTENbHBIC, OPraHU3alHOHHO-TIPABOBLIE U PaCIOPSAUTENbHBIE OKyMEHTHI,
3aT€M 3arojloBKM JelN, COJEpXKAIlWX IUIAHOBEIE, OTYeTHBIE, HHMOPMAIMOHHO-
AHATATHYECKHE  JOKYMEHTBI,  HOKYMEHTBI,  OTPaXKAOI[He  JeSTeIBHOCTS
IONPa3AENeHNs, NEePeIUCKY, B KOHIE pa3fieNa - PEruCTPALMOHHBIE M YYeTHEIE
XKypHallbl, KAPTOTEKH, Oa3Bl NaHHBIX.

34rofIOBKY [Iell, COCTABIEHHBIX MO KOPPECIOHAEHTCKOMY U TeorpadiaecKoMy
NpU3HaKaM, BHOCSTCS B HOMEHKJIATYypy el MO an(aBUTy KOPPECTIOHIACHTOR HIIH
reorpa¢puyecKux Ha3BaHWH.

B 3aromoBkax Jeln, coIepKalMx NOKYMEHTHI [0 OJHOMY BOIIPOCY, HO He
CBS3aHHBIX IIOCIIEIOBATE/ILHOCTLIO PEIICHHUS BOMPOCa, B KAYecTBE BHIA Jlejd
YIOTPEOIISeTCs TEPMUH «OKYMEHTBI», 4 B KOHIIE 3arONIOBKA B CKOOKAX YKA3LIBAKOTCS
Ha3BaHMS BUJOB TOKyMEHTOB, HauOoJIee NPEICTaBIeHHBIX B Jelie, HalpUMep:

«JIOKyMEHTBI O MPOBE/ICHMU COBENIAHUM M CEMHHAPOB (IPOrPaMMBbl, CITHCKH,
JOKJIaaBI ).

TepmuH «10KyMEHTBD» NIPUMEHSETCSI TAKXKe B 3arONOBKAX e, COCPIKAIITHX

JAOKYMEHTBI-IPUIIOKEHUST K KaKOMy-IMOO  JOKyMeHTY (BHUABI  JIOKYMEHTOB-
IIPHIIOKEHHUH HE TIEPEYUCIISIIOTCA )

— «loKyMeHTEI K TpOTOKOIaM 3aceqanuii HaydHo-TeXHIYecKoro coBeTay;
— «[IpoToKomEI 3acenanuii peKToparTa U JOKYMEHTHl K HAMY.
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B 3aronoskax A€ll, IIpedHasHaUYeHHBIX JId I'PYOIIMPOBKH OJAHOTHUIIHBIX
AOKYMEHTOB, 9Ta I'pyIima AOKYMCEHTOB YKa3bIBAETCS BO MHOKECTBEHHOM qHCJIe:

«ITpoToKousl 3acefanuii JUPEKIIHH HHCTHTYTOBY.

B 3arosnoskax AL, comepKalmux EPETINCKY, YKA3bIBACTCs, C KEM H 10 KaKoMy
BOIIpOCY OHA BEIETCA:

«ITepermcka ¢ 06pa3OBATENBHBIME  YUPEKACHHSIMH O  [OBLILEHHH
KBAIA(DUKAITHH pabOTHHKOBY.

B  zaromoskax  jemn, ComepKallyX  TEPEIUCKy C  OXHOPOMHBIMH
KOppECIIOH/ICHTaMH, TIOCTIENHUE HE HA3BIBAIOTCHA, a YKa3BIBACTCS WX BHIOBOC
Ha3BaHue:

«Ilepemvicka ¢ QexepanbHBEIMU  OpraHaMy WCMOMHUTENBHON BIACTH O
3aKIIIOIE€HNH ¥ UCTIOJHEHUH FOCYIaPCTBCHHBIX KOHTPAKTOBY.

B 34arojioBKax HA€EI1, CoAeCpKaIMX NEPECITHUCKY C PasHOPOIHBIMHA
KOppECIIOHOECHTAMHU, ITIOCIEAHHAE HEe NIEPEYUCIIIIOTCS

<(HepeHHCKa 0 3aKIMOYCHUH W UCIIOJTHEHWH FOCyNapCTBEHHBIX KOHTPAKTOBY.

B 3arosioBKe fena yKassIBaeTCs KOHKPETHBIH KOPPECIIOH/EHT, eCITH nepenucka
BEJIETCS TONBKO C HUM:

«IIepemcka ¢ OOO «I'OpcBs3E» 0 NPENOCTABICHHH YCIYT CBS3H.

Ilpu obo3HauyeHHMH B 3arojoBKax Jed aIMUHHMCTPATHBHO-TEPPHTOPUATBHEIX
CAUHUIL YYHTHIBAETCS CIIEeIyIOIee:

— CCOM  COJCpXKAaHME  Jlella  KacaeTcsl  HeCKOJNBKAX  OJHOPOIHBIX
aIMUHUCTPAaTUBHO-TCPPUTOPHAIILHBIX STHHKL, B 3arOJOBKE JieIa HE YKAa3bIBAIOTCS
UX KOHKPETHbIE HA3BaHMUS, 4 yKa3bIBaeTCs UX 00Iee BUIOBOE HA3ZBAHHE:

«llepenmicka ¢ yuUpeKIeHUSIMH KyIbTypbl aJMHHHCTPAaTHBHBIX OKPYIOB
MOCKBEL.

— GCIm  CONEpXaHME  Jiema  KacaeTcs  ONHOH  aIMHHMCTPATHBHO-
TEPPUTOPHAIbHON eIMHHUIGI (HaceIeHHOro MyHKTA), ee (€ro) HazBaHue YKa3bIBaCTCs
B 3arOJIOBKE Jiefa:

«Ilepenncka ¢ ¢ummamoMm B MOCKOBCKO#H 067acTH 0 [OJIAHAPOBAHUE W
OTYETHOCTHY.

B zaronoBkax gen, comepXammx IUIAHOBYIO HITH OTYETHYIO IOKYMEHTALTHIO,
YKa3blBacTCA MEpHoz (MeCsl, KBapTam, roj) Ha (3a) KOTOPHIA COCTABICHBI TINAHLI
(OT4eTHI):
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«OT4eTsI CTPYKTYPHBIX IHoApaszenennii 3a 2017 romy;

«CTaTHCTHIECKUH OTYCT O YHCIIEHHOCTH, COCTABE 1 JIBYDKEHUHN Kaapos 3a 2017
rox (¢. Ne 27-rom)».

Ilpu dopmupoBanum nena M3 HECKONBKHX TOMOB (uacreif), xpome obIIIEro
3arooBKa Jlefia MPH HEeOOXOOMMOCTH COCTABISIOTCS 3arOJOBKH KAXKIOIO TOMA
(4actH), yTouHSIOIME COepKaHue TOMOB (dacTeit) meia.

3aroJIOBKH /1€l MOTYT YTOYHATECS B TIpoLecce GOPMUPOBAHUS U odopmieHns
Jed.

10.14. I'pada 3 «KonmuecTBO mJem»  3amONHIETCS 1O  OKOHYAHHM
KaJleH/tapHoro roxa. Io goctikennu aenoM, BKIFOYAIOMMM JOKYMEHThI BPeMEHHBIX
(cBhinze 10 7eT) M IIOCTOSHHOTO CPOKOB XpaHeHWs, oObema B 250 JVCTOB, TOM
3aKpbIBACTCA M OTKPBIBACTCS HOBBIM TOM. B rpade 3 HOMeHKnaTypel nen

IIOCIIEA0BATEIIBHO YKa3bIBaKITCA HOMEpa TOMOB H KpaﬁHHe HA4aThl TOKYMEHTOB
KaXaoro romMa:

T.1. 11.01.2020- 30.06.2020

ONeKTPOHHBIE Jela Ha ToMa (YacTd) He pasfmelsirorcs.. Beoe 2JIEKTPOHHBIE
MIOKYMEHTBI, HE3aBUCUMO OT UX 00beMa, BKIIOUAIOTCS B OJHO SIEKTPOHHOE IENO.

10.15. B rpade 4 «Cpox xpanenust 1 No CTaThbl 10 IIEPEUHION» YKA3BIBAKOTCS
CPOKH XpaHeHHs JeNl M HOMEpa CTaTel 10 THIIOBOMY MM BEIOMCTBEHHOMY IIEPEYHIO
AOKYMEHTOB C yKa3aHHEM CPOKOB XpaHEHHs, (elepalbHOMY 3aKOHY MM HHOMY
HOPMAaTHBHOMY IIPaBOBOMY aKTy. '

10.16. B rpade 5 «IIpuMeuanre» OpOCTABIAIOTCS OTMETKH O 3aBEICHUM Nell
(«3aBeneno»), o nepexomsAmux jerax (anpumep, «Ilepexonsmee ¢ 2019 roga»), o
BBIZICTICHHH €11 K YHHYTOKEHHIO, O JIUNAX, OTBETCTBEHHBIX 32 (JOPMUPOBAHKUE JET, O
nepejiade ey B APYTYI0 OPraHU3alfio 1JIs IPOIOILKEHHS.

Eciu  pmeno  dopmupyercs B HHGOPMALMOHHON cHCTeMe W BKIIOYAET
DNIEKTPOHHBIC JTOKYMEHTEI, B rpade «[Ipmvedanue» orMmevaercs, 9To meno Bemercs B
SNEKTPOHHOM BHIE C YKa3aHHEM HAaWMEHOBAaHWS HH(MOPMALMOHHOH CHCTEMBI
«OnexTpoHHbIe JoKyMeHTEl. COJ/I». B nHaekce nena ykassisaeTes — «JIy.

10.17. Ilo  3aBepmieHMH  HEIONPOM3BOACTBEHHOrO TIOfa B  KOHIE
HOMEHKIIATYPBI Ie]l B KaX/[OM CTPYKTYPHOM IOApa3ielTeHH 0(hOpMIISETCs HTOrOBas
3amuck, B KOTOPYIO BHOCITCA CBEIEHMs] O KONMYECTBE 3aBeNeHHBIX el (TOMOB,
4acTeH), OTAENBHO MOCTOSHHOIO M BPEMEHHBIX CPOKOB XDAHEHWs, BPEMEHHBIX
CpPOKOB XpaHeHHsS ¢ oTMeTkoM «IIIK» u mepexomgmmx. Mrorosas 3ammch
ZIOII0/IHSAETCA NaHHBIMH O KOJHMYECTBE SIEKTPOHHBIX /el COOTBETCTBYIOIIUX CPOKOB
XpaHEeHWUs!.

B wHTOroBylo 3ammch CBOJHOM HOMEHKJIATYphl A€ CBENEHHS BHOCATCS Ha
OCHOBAaHWH JIaHHBIX, ICPENAaHHBIX M3 CTPYKTYPHbIX MOpa3eNeHril Y HUBEpCHTETA.

Caenenusi, comepxamuecs B HTOrOBOM 3alMCH HOMEHKIATYPH el
YHuBepcuTeTa, TIEPENAOTCS B apXHB, O 4eM B HOMEHKJIATYpe Jed HpOCTABISIETCS
OTMETKa C YKa3aHHWeM JOJDKHOCTH U TTOAITUCH JIUIIA, TIEPEJABLIEro CBeIeHHUS.
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10.18. [lena co qus UX 3aBeIeHUs 1O TEpeadt B APXHB WK 10 BhLICICHHS 1X
K YHHYTOXKEHHWIO II0 HCTCYCHHH CPOKAa XPaHEHHA XpaHATCS [0 MECTy HX
bopMHUpOBaHHUSL.

Heno cuyWracTCs 3aBEJIEHHBIM C MOMEHT4 BKITIOYEHHMS B HEro IIEPBOrO
UCIIOTHCHHOTO JOKYMEHTA.

10.19. Tlpu  dopmupoBaHME men Ha OYyMaXKHOM HOCHTENE TOIKHBL
COOMIOIaThCs CIEeAYOLIHE O0LLIKE IPABUNA;

— B JI€70 TOMEIIAIOTCS WCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOMIME II0
CBOEMY COJIEPKaHMIO 3aTOTIOBKY Jieja 10 HOMEHKJIAType Jel;

— IPHIIOKEHHUS MOMEIAIOTCA BMECTe C OCHOBHBIMH JJOKYMCHTAMH,

— B JIeIO BKIIOYAKOTCS [OKyMEHThl OJHOTO KAJIEHIApHOro roia, 3a
UCKITIOUCHHEM IMePEXOIAIINX HElL;

— JOKYMEHTBI IOCTOAHHOTO H BPEMEHHBIX CPOKOB XpaHEHHs IPyIIUAPYIOTCS B
Iiena pas3eNbHo;

— B JI€JI0 BKITFOYAETCS 10 OJHOMY SK3EMILIAPY KaX0ro JOKYMEHTA;

— (haKcorpaMMBbl, TeNerpaMMBbl, TeNe(pOHOrPaMMBEI IMOMEIIAIOTCS B Jiefa ¢
NEPENUCKOM Ha 00X OCHOBAHMAX;

— B JIeNO MOMELIAOTCS IOKYMEHThI NPaBHIBHO M IOJHOCTBIO O(OPMISHHBIE
(LOKYMEHTBI IOIDKHBI UMETh NaTy, TIOAIUCE i IPYTUe HEOOXOXUMBIE PEKBUBHTHI);

— B JIeNI0 HE BKIFOYAIOTCS JNOKYMEHTHI, IOIJIEXKAIINe BO3BPATY, IHIIHHE
BK3EMILISIPI M T€PHOBHKH (32 HCKITIOYEHUEM 0CO00 IIEHHBIX);

— II0 00BeMy A€o, BKIIOYAIoIiee JOKYMEHTHI Ha OyMaskHOM HOCHTENE, He
AOIKHO TpeBbimaTh 250 THMCTOB, IpY TONIIMHE He Gonee 4 cM (TONIMHA JeT co
cpoxamu xpaneHus 10 10 ser He momxHa mpessimiaTe 10 cm). Ilpu mpeBbimeHun
JaHHOIro 0bbeMa 3aBOAUTCS BTOPOH ToM. IIpM HANM4YHM B Ielle HECKOIBKHX TOMOB
(1acTel) MHJIEKC M 3aT0JI0BOK [ela MPOCTABISIOTCS Ha KA)KIOM TOME C I00aBIeHIeM
obo3navennii: «ToMm 1», «Tom 2 — mocnexHMI.

JOKYMEHTBI BHYTpPH JIella PAClONararoTcs CHH3Y BBEPX B XPOHOIOTHHYECKOIA,
BOIIPOCHO-JIOTUYECKOM ITOCIIEI0BATETFHOCTH MM UX COYETAHMH.

Pacriopsinurensnple  DOKYMEHTHI TpYNIUPYIOTCS B JAela IO BHIAM W
XPOHOJIOTHH C OTHOCSIIMMHUCSA K HUM NPUIOKESHUAMHU. JIOKYMEHTBI - OCHOBAaHUS K
pactopsAUTeEHBIM JOKYMEHTAM BKIIFOYAIOTCS B OTAEIBHOE JE0.

llpoTrokomnel B jenme pacronarailoTca B XPOHONOIMYECKOM MOPAAKE M 110
HOMepaM.

JIOKyMeHTBI K 3aceiaHusAM (COBEIIAHMSAM) IPYINUPYIOTCS B OTIAENBHOE IO,
KaK 1 IIPUIIOKEHHUS K MPOTOKOJIAM, €CIIH OHU COAepiKaT bosiee 25 cTpaHmIL.

JIOKyMeHTBI K TPOTOKONIaM, €CJId OHH CTPYIIIHPOBAHBEl B OT/EIbHBIE Hela,
CHCTEMATU3UPYIOTCS BHYTPH JieJla IO MOPSIAKY HOMEPOB IIPOTOKOJIOB.

JlokanpHBIC HOPMATHBHBIE AaKThl, YTBEPXKICHHbBIE pACTIOPSIHTCILHBIMH
JAOKYMEHTAaMH, SIBIIFOTCS NPHIOKECHHMSAMH K HHMM M TPYIIIMPYIOTCS BMeECTE C
YKa3aHHLIMU JOKYMEHTaMH.

IIpuKa3sbl 10 OCHOBHOM J€ATeNbHOCTH TPYIIIHPYIOTCS OTAEIBHO OT TIPHKA30B
10 CTYAEHYECKOMY COCTaBY.
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IIpuKaser 1m0 IHYHOMY cOCTaBY (OPMUPYIOTCS B JeNa B COOTBETCTBHH CO
CPOKaMU XpaHEeHMS.

JOKYMEHTBI B IHYHBIX JIe/IaX PACTIONArarTCs 110 Mepe UX MOCTYIUIEHHS.

Ilepenucka rpynnupyercsa B JeNa IO TeMaTHKe W/¥MiH KOPPECHOHJEHTaM WU
CHCTEMATU3HUPYETCA B XPOHONOIMYECKOH IOCIENOBATEIbHOCTH: JOKYMEHT-OTBET
TIOMEINAeTess 32  NOKYMEHTOM-NPOCKOOH  (3ampocom). Ilpum  B0306GHOBIEHHH
UCPENACKA 1O  ONMPEACICHHOMY BOIpPOCY, HAyYaBIIeHCs B NPEABIAYIIEM TOLY,
AOKYMEHTBI BKIHOYAIOTCS B JENO TEKYIIero Ioja C yKasaHHeM HHIEKca ena
IIPEABIAYIIEro TO/a.

ONEKTPOHHBIE  [OKyMEHTHI (DOPMUPYIOTCS B  OIEKTPOHHBbIE fena B
COOTBETCTBHH C HOMEHKIATYPOM Iell YHHBEpcUTeTa B TOM HMHGMDOPMAIHOHHOMN
CHUCTEME, B KOTOPOW OHM OBLIH CO3IaHbl WJIH B KOTOPYIO OBUIH BKIIOUEHEL.

10.20. Ing oOecreuenus COXPaHHOCTH, Yy4YeTa JOKYMEHTOB H Jell
CTPYKTYPHOTO MOJpa3JeNeHns U OpraHW3aldM JOCTYNAa K HHM IIPOBOMIHTCA
KOMILIEKC paborT:

— CO3/aHUE ONTHMAJIBHBIX YCIIOBUH XPaHEHUS TOKYMEHTOB U JIEIT;

— pasMelleHue Jem;

— IPOBEPKA HATUYUSA ¥ COCTOSHUS TOKYMEHTOB U e,

— coOmoeHHe TOPSIIKa BEIAAYY Jell.

10.21. [lenma pasmemaior B paGovnx KOMHATaX HIIH CHENUATHHO OTBETEHHEIX
AT DTOH LeNH NOMEINeHHSX B ImKadax, Ha CTeIaXax, 4ToObl ODecleudTh WX
COXPaHHOCTb U 3aIIUTYy OT BO3AENUCTBUSI BPEAHBIX (PAKTOPOB.

Hena muist ux ydeTra u OBICTPOro MOMCKA JOMKHb PACIIONATATHCS BEPTHUKAIIBHO,
KOpeIIKaMi HapyXy M B COOTBeTCTBHM C HOMEHKIAaTypodl men. Ha Kopermkax
00JIOXKEK [N yKa3hlBalOTCA MHJIEKCH II0 HOMEHKIAType Jiel, IIPH HEOOXOMUMOCTH
HOMep ToMa siena, xaty Aena. HoMeHKIaTypa men wnm BRINHCKA U3 Hee IOMEIAeTcs
Ha BHYTPEHHEH CTOpoHe IKada.

10.22. TIpoBepkrd HalW4Ms W COCTOSHHS JOKYMEHTOB H Jel B Ieix
YCTaHOBICHHA (HAKTUYECKOr0 HANWYWsi HEN JOJDKHBI MPOBOIUTECS PabOTHUKOM
CTPYKTYPHOT'O TIOJPa3IeNIeHIs], OTBEYAONINM 34 JIeNIOIIPOU3BOICTBO, B CIYYasX:

— Iepen nepeaavei JOKYMEHTOB B apXHB YHusepcurera;

— IIpY TIEpEMEIICHUHN e,

— IpH CME@He pPYKOBOOHUTENSA CTPYKTYPHOIO MOMApasAeNeHus], HaYalbHHKA
o0I1ero ornena;

— Ipd pEOpraHM3alMy U [UKBHAANMH YHUBEPCUTETA WM CTPYKTYPHOTO
noapaseleHuUs.

IIpoBepka Hamuuus MPOBOANUTCS IYTEM CBEPKH CTaTe HOMEHKJIATYPBl AeN ¢
OMMCaHMEM JIe]l Ha 00JOKKe, & PU3MIECKOe COCTOSHHE el ONpPeNeNsIeTcs MyTeM Ux
BU3YaJILHOIO NPocMOTpa. Bee 0OHapykeHHbIe HeIOCTATKH AOIDKHBI (PUKCHPOBATHCS
B aKTe NMPOBEPKH HATUYHUS W COCTOSHMUS JE.

10.23. B cnydae BBIIBICHHS OTCYTCTBHA OEJ, YHCISIIUXCS 110 HOMEHKJIAType
Aell, PYKOBOACTBOM IIOApa3fieNleHHH MPUHUMAFOTCA Mephl 110 MX PO3bICKY. Eciu
PO3BICK JIEl HE AET Pe3yNbTaTa, COCTABISETCS CIPaBKa O MPUIHHAX HX OTCYTCTBHI,
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KOTOpass NOJIMCBIBACTCS PYKOBOAUTENEM TMOAPA3NCICHUS W IPEACTABIAETICS B
O0IIMH OTHel.

@akT yrparsl jena (aea) QUKCHPYeTcs B aKTe, COCTABISEMBIM PaGOTHHKOM
001ero oTIEeNa ¥ PYKOBOIUTENIEM CTPYKTYPHOIO MIOAPa3AeIeHHA (YIOTHOMOYEHHBIM
MM JIMLOM) B TPEX JK3EMILISPax: MO OJHOMY 3K3eMIUIAPY aKTa XPaHHTCS B 00IIeM
OTHENE W CTPYKTYPHOM INOAPA3ACICHUN; IKIEMILIAD aKTa NPEACTABISIETCS B APXUB
YHuBepcuTeTa IPU Tepejade Jeld CTPYKTYPHOrO MOApasieldeHds Ha apXHBHOE
XpaHeHue.

10.24. DkcnepTW3a [EHHOCTH [OOKYMEHTOB IIPOBOIUTCS HA  OCHOBE
3aKOHOJATEbHBIX M MHBIX HOPMATUBHEIX IIPABOBBIX akTOB Poccuiickoi ®emepaiui,
YCTaHABIMBAIOIIMX TPeOOBaHMS K CpPOKaM XpaHEHHs JOKYMEHTOB, THIIOBBIX M
BEIOMCTBEHHBIX IIEPETHEN TOKYMEHTOB C YKa3aHHEM CPOKOB MX XPaHEHHUS:

— COCTaBJIIEHUY HOMEHKJIATYPEI AeT;

— TP MMOATOTOBKE JIeN K IIepefade B apXUB Y HUBEPCHTETA.

10.25. Jlns opraHusanuy U IPOBeJeHWS pabOTHI TI0 3KCHEPTH3e LEHHOCTH
JOKYMCHTOB B YHHMBEPCHUTETE IPHKA30M PEKTOpa CO3/AcTCA DKCIEPTHAS KOMHUCCHS
(mamee - OK).

3amaym, QyHKIOWM, TpaBa, opraHuzanms paboter DK ompememsrorcs
NIOJIOKEHWEM O Hel, KOTOpoe pas3pabaThiBaeTcsi Ha OCHOBAHWH I[IPUMEPHOTO
NOJIOXKEHWs,  YTBEPXKICHHOTO  YIIOJHOMOYECHHBIM  (bejiepallbHBIM  OpraHamu
HCTIOIHUTENBHOH BIIACTH B cepe apXUBHOTO JieJia | ICIOIPOM3BOICTBA.

10.26. OcrHoBHbIME GYHKIHIMH DK SBIAIOTCS:

— OpraHU3aIys eXXEerogHOTo 0T00pa Jel LI XPaHeHHA i YHUYTOKEHUS,

— PacCMOTpPEHHE M COTNIACOBAHME MPOeKTa HOMEHKIIATYPhI e YHUBEpCHUTETA,
OIKCEH Aen MOCTOSHHOTO M BPEMEHHBIX (CBbllle 10 JeT) cpOKOB XpaHEHHs, B TOM
9UCIle 110 JIMYHOMY COCTaBy, AaKTOB O BBINENEHUH K YHHYTOXEHHIO €], He
NOUIeKAIUX XPAHEHHUIO;

— yJacTHe B MOJArOTOBKC H PacCMOTPEHHMM IIPOCKTOB HOPMATHMBHBIX M
METOAMIECKUX TOKYMEHTOB 110 BOIIPOCAM PabOTHI C JOKYMECHTAMH B Y HUBEPCHTETE.

10.27. Oxcnepru3a LEHHOCTH JOKYMEHTOB OCYINECTBISETCS — EKErOIHO
criequaimcTaMi CTPYKTYPHBIX HO,HpaBJIeHeHHﬁ, OTBCHAIOINHX 3a ACJIOIIPOU3BOACTBO
copMecTHO ¢ DK VYHuBepcuTeTa M MOA METOMUYECKHM PYKOBOICTBOM OOIIETO
orzena Y HUBEpCUTETA.

10.28. Tlpu mpoBeneHHH 3KCIEPTH3BI IEHHOCTH HOKYMEHTOB IPH MOIIOTOBKE
IIeN K TIepejaue B apXuB Y HUBEPCUTETA OCYIIECTBIISETCS

— 010Op NOKYMEHTOB IIOCTOSIHHOTO M BpeMeHHBIX (cBbime 10 mer) cpokos
XPaHEHUS [l [Iepe/ladi B apXUB Y HUBEPCUTETA,;

— oTOOp JOKYMEHTOB BpeMeHHLIX (mo 10 meT BKIFOYMTENHHO) CPOKOB
XpaHeHus ¥ ¢ moMeTKaMH «Jlo MuHOBaHMA HamoOHOCTHY, «Jl0 3aMEHBI HOBBEIMKY,
NOJIEXAIUX JaNbHeHIIeMy XPaHEHHUIO B CTPYKTYPHBIX [TOApa3/IeIeHUSX;

— BBIICIICHHC K YHHYTOXXCHHIO JeJI 3a IIPENBIOAYINHE roAbl, CPOKH XpaHEHHA
KOTOPBIX HCTCKIIH.
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10.29. Mlena mocrostuHOTO M BpeMeHHBIX (cBhIme 10 iet) CPOKOB XpaHEHUs
TIO/LIEXKAT MONMCTHOMY MPOCMOTPY [Ji BBIAENEHHS M3 HX COCTAaBa JOKYMEHTOB
BpeMeHHBIX (10 10 ner) cpokoB XpaHeHus.

Hema ¢ ormerkoi «3TK» mopBeprarorcst MoIHCTHOMY IPOCMOTPY B LIEIAX
ONPECICHAA U BBIICTCHIA M3 UX COCTaBa JOKYMEHTOB, MOUIEKAIIMUX TIOCTOSHHOMY
XpaHEeHHFo.

10.30. OrOop 3MEKTPOHHBIX AOKYMEHTOB Ui IIepefadd B apxuB
YHHUBEPCUTETA OCYLIECTBISETCS B ABTOMATH3MPOBAHHOM PpEXHME IIyTeM orbopa
JIOKYMEHTOB U3 0a3 JlaHHbBIX HHQOPMALMOHHBIX CHCTEM 10 TIpU3HaKy «VHmeKe nena»
(«Cpok xpaHeHus»),

10.31. Ilo pesymbraTaM SKCHEPTH3bI LIEHHOCTH JOKYMEHTOB B YHuBepcurere
IPOBOAUTCS. OGOPMIIEHHE JIel M COCTABIIAIOTCS OIKMCU M MOCTOAHHOTO XPAHEHHS,
BPEMEHHBIX (CBbILIe 10 1€T) CPOKOB XpaHEHHS U 0 JIMYHOMY COCTABY, a TAKKE AKTHI
O BBI/ICJICHUH K YHUYITOXKEHUIO A€, HE MOUIEKAIUX XPaHEHUIO.

Omucu e MOCTOSHHOTO XpaHeHHs, BpeMeHHBIX (cBbime 10 mer) cpokos
XPaHEHMS H 110 IMYHOMY COCTaBY, & TAK)KE aKThI O BBIICIEHHN K YHUYTOKEHHIO JICT,
HE TIOJIeKAIINX XPaHCHUIO, pacCMaTpuBaroTCs Ha 3acefmanuu OK YHusepcutera
onHoBpeMeHHo. Cornacosannubie DK akTel M ONHCH YTBEPKOAIOTCA PEKTOPOM
YuuBepcutera.

10.32. Jlena, oOpa3zoBaBIIHecs B ACATENHHOCTH Y HUBEPCHTETA W TIOIEIKALIAE
XPaHEHHIO, IIPOXOJIT TOJIHOe Ui YacTH4HOoe odopmierue. [loaHomy odhopMIeHHIO
MOJUIe)KAT [efia BPEMEHHBIX (cBelme 10 IeT) CPOKOB XpameHHs U IIOCTOSHHOTO
XpaHeHns. Jlena BpeMeHHBIX (110 10 JieT) CPOKOB XpaHEHUs MOJEKAT YACTHUHOMY
0(pOpPMITEHHTO.

Odopmienne el TPOBOTUTCS B CIPYKTYPHBIX  MTOAPA3IEICHUAX
YHuBepcHTeTa IO MeCTy (OPMHPOBAHHUA JOKYMEHTOB B Jela.

10.33. Ilonnoe odopmierwe nenna Ha GYMAKHOM HOCHUTEIE BKITIOYAET:

— o(opMIIeH’Ee PEKBU3UTOB 00T0KKH Jiena 1o popme ([Tpunoxenne Ne 15);

— HyMEpaluIo JIUCTOB B JIEIIE;

— COCTaBIIEHHE JIUCTa-3aBEPUTETIS JIelIa;

— COCTaBJI€HHE B HEOOXOMMMEBIX CIydJasx BHYTPEHHEH OIMCH JOKYMEHTOB
nena;

— NOAIIMBKY U TIEPETUIET Jela;

— BHECEHHE HEOOXONUMBIX YTOYHEHMM B pPEKBH3HTHI OOJOKKH Iena
(yrouHeHue Ha3BaHMA OpraHH3AINH, WHIEKCA Jeja, KpailHuX maT Jerna, 3arojioBKa
Jena).

JIuct-3aBepuTenb ena, BHYTPEHHSS ONMWChH JOKYMEHTOB jlella U 00JI0XKA Jieia
COCTaBIIAIOTCH 10 ycTaHOBIEHHBIM (popmaM (I Ipumoxxerue Ne 16,17).

10.34. Jlena BpemenHpix (mo 10 IeT BKIIOYHTENBHO) CPOKOB XpaHEHHS,
NOJUIKAIUE YAaCTUIHOMY OGOPMIICHHUIO, [OIyCKAETCA XPaHWTh B I1amKax, B
KOTOPBIX [IeTla XPaHMIIKCh B JENONPON3BOICTBE, IIEPECHCTEMATH3AIUS JOKYMEHTOB B
JeNie He MPOBOJUTCA, JIACTHI Jejla HE HYMEpPYIOTCs, JHCTHI-3aBEpUTENH [eNna He
cocraBsitoTCs. Ha 00ioxkke fgema B COOTBETCTBHH ¢ HOMEHKIATYpOH  fien
YHHBEpCHTET2  3alONHSIOTCS  PEeKBU3UTHI:  HAUMEHOBAHHWE Y HHBEPCHTETA,
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HauMEHOBaHWE MONpPA3NeNenus, MHICKC JeNna, 3arojoBOK Jella, CPOK XpaHEeHHWs
OOKYMEHTOB.

10.35. Ha obnoxxke nenm Bpemennsix (cemre 10 1er) cpoxos XpaHEHHs U 10
JTMYHOMY COCTaBY YKa3bIBAIOTCS:

~ HAMMEHOBAHWE BBIMIECTONINCH OpraHW3aluy (OpraHH3alUK-yUPeIUTeNs);
HAaMMEHOBAHWE OpraHM3allM{d - HCTOYHHKA KOMIUIEKTOBAHWA I'OCYIApPCTBEHHOTO
(MyHMUMIIATIEHOTO) apXUBA;

— HAaMMEHOBAHME CTPYKTYPHOTO TOAPA3IEIICHNUS,

— HHJIEKC Jiejla 10 HOMEHKJIAaType Hel;

— HOMEp ToMa (4acTh);

— 3aroJIOBOK fiesia (ToMa, 9acTHh); KpalHHe JaThl eia (ToMa, YaCTH);
KOJIMYECTBO JICTOB B JIeNle; CPOK XpaHEeHHUs Jella; apXUBHBIN Hdp nema.

Ha oOnoxkax Jen IOCTOSHHOTO XpaHEeHWS Han  HAWMEHOBAHHEM
YHHBEPCHUTETA YKa3blBACTCS HaMMEHOBAaHKE - (e/lepadbHOe KA3eHHOe yapexieHue
«PoccuiicKuil rocyfapcTBeHHBIH HcTOpudecKuii apxus JanpHero BocTokay (nanee —
PI'A JIB).

10.36. Ilpu opopmiernn o6I0XKKHA aena:

— HAMMEHOBAHME BBINIECTOSIICH OpraHu3alMy (OPraHH3AlUMH-YIPEIUTENs),
IIpA €€ HalM4YuH, YKa3bIBAETCs IIOJHOCTBIO B MMEHHUTEIEHOM [IafeKe, MTON MOJIHBIM
HAaUMEHOBAHHEM B CKOOKaX yKa3blBaeTCA OQHUIHAIBHOE NPHHATOE COKPAIICHHOE
HauMeHOBaHUE (P €ro HAIMIHH);

— HaWMEHOBaHHME YHMBEPCHUTETA YKa3BIBACTCS IOJHOCTBIO, B MMEHUTETHHOM
majiexe, ¢ ykasaHueM OQUIMAIbHO TPHHATOIO COKPAIEHHOTO HAUMEHOBAaHHUs (IIpH
ero HaJIUYUK), KOTOPOE yKa3bIBAETCS B CKOOKAX MOCIIE TI0IHOTO HANMEHOBAHNSE,

— HAUMEHOBaHME CTPYKTYPHOIO NHOJApa3IeeHHs YKa3bIBaeTCs MOJHOCTBIO B
COOTBETCTBHMM C YTBEPXKIAECHHOM CTPYKTYpoH (OpM HalWYu¥ COKpALIEHHOI'o
HaMMEHOBAHUs CTPYKTYPHOI'O NOApa3AelieH s OHO YKa3hIBAETCS B CKOOKAX);

— HHJEKC Jiela IPOCTABIAETCA B COOTBETCTBHH C HOMEHKJIATYpOH el
VHuBepcurera,

— 3aroJIOBOK Jena ITICPeHOCUTCS W3 HOMEHKNATYphl Iel YHuBepcurera (B
HEOOXOIMMBIX CIy4adX B 3ar0JOBOK BHOCSTCS YTOYHEHHA);

— [aThl aena (ToA(bl) 3aBeleH s U OKOHYaHMS JIefia B IENONPOM3BOICTRE).

ITpn n3MereHnn HaMMeHOBAaHMS Y HUBEPCUTETA HITH NOAPA3elieHNs B TEUCHHE
NepHosa, OXBATHIBAEMOrO NOKYMEHTaMM JeNa, HIH IpU Iepefade Jena B IPYroe
nofpasfielieHHe Ha OOJOXKKe Mdena II0J NPEKHUM HAUMEHOBAHHMEM YKa3bIBAETCS
HOBOC HAaHMMCHOBaHWE YHWBEpCHTETa (TIOJpa3lelieHns), a TpeXHee HAVMEHOBAHUE
3aKJII0YAETCS B CKOOKH.

Muzexe Jiena U 3aronoBOK Jiefa IepeHoCATCs Ha 00I0KKY W3 HOMEHKIATyphl
aen. Eciu €510 COCTOMT M3 HECKONIBKHX YacTeif, Ha 06JI0KKY KakKIoro ToMa (dacTh)
BBIHOCHTCS OOLIMHA 3ar0JI0BOK JIENIa U 3ar0JI0BOK KaXKION YacT (pH ero HATHIHH).

JlaToi nen, comepiKalux pacHOpsIATENbHY0 MTOKYMEHTALMIO, 4 TAKXKe e,
COCTOSAIIMX U3 HECKONBKUX TOMOB (JacTeH), sIBISIOTCS KpaliHue OaThl JOKYMEHTORB
Aena, TO €CTh Jarhl (YMCJI0, MECHl, TOJ) pPerdcTpamiu (COCTaBIEHMs) CaMoro
PaHHEro ¥ CaMoro MO3[HETO JIOKyMEHTOR, RKITIOYEHHBIX B jeno. IIpu 3ToM IeHb
Mecslla (ABa 3HaKka) W rof (YeTIpe 3Haka) 0bO3HadYarOTCs apabCKUMM IudpaMH,
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HasBaHHE Mecsla IMHIIeTCs clIoBoM. Ecim B 1eno BKIKOYEHBI JOKYMEHTEHI, HaThl
KOTOPBIX BBIXOIAT 3a KpaiHWE NAThl Hena, TO IOJ NaTaMy Jena, C HOBOH CTPOKHU
AeNIaeTCs 3aMKCh: «B jlee HMEI0TCs IOKyMEHTBI 3a...r04 (5I)». JlaThl Iena MOryT He
YKa3bIBaThCS Ha OONOXKKE /€N, CONEPIKAIINX, HALPHMED, TOOBBIC [LIAHBl M OTYETHL,
TaK Kak OHH OTPa)at0TCs B 3ar0J0BKax JeJ.

Hatamu nema, conepxalliero IpoOTOKOINBI 3aceaHuH, SIBISIOTCS IAThI IIEPBOTO
H TIOCJIeJHETO MPOTOKOJIA.

Kpaiinumy jatamy JIMYHOrO Nena SBISIOTCS JATH MOMMHCAHUS TPUKA3a O
npueme (TIpM HAIMYME TPYAOBOTO IOTOBOPA - [AATd 3aKIIOYEHHS TPYZOBOTO
JIOTOBOpa) ¥ MpUKa3a 00 yBONBHEHWH JHIQA, HA KOTOPOE OHO 3aBeleHo. B ciydae
CMEPTH JHIA, Ha KOTOPOE 3aBEJCHO JIeN0, KOHEYHOH JaToif sBisercs jara
JOKYMEHTa, H3BELLIAIOLIETO O ero KOHYHHE.

PexBUM3UT «CPOK XpaHeHHs [elia» IePeHOCHTCA Ha OOJOKKY nena W3
HOMCHKJIATyphl JIEN TIOCTIE CBEPKHM €r0 CO CPOKOM XPAHEHMSI, YKA3aHHBEIM B TIepedHe
THIIOBBIX JNOKYMEHTOB MIIM B BEIOMCTBEHHOM IIEPEYHE JOKYMEHTOB, C yKa3aHHEM
CPOKOB XpaHEHHUs.

Ha nenax mocTosHHOro XpaHeH¥us MUIIeTcs: «XPaHHTE TIOCTOSHHOY.

10.37. Tlo oxOHYaHHW TOJAa B HANUCH HAa OBIONKKAX el MOCTOSHHOTO W
BPEMEHHBIX (CBbIIe 10 JieT) CPOKOB XpaHEHHsS BHOCATCS YTOUHEHWS: [pH
HECOOTBETCTBHM 3arOJIOBKa JIeN HA 0OI0KKE CONEPIKAHUIO TIOIIIUTHIX JOKYMEHTOR B
3arojI0BOK Jiella BHOCATCS H3MEHEHH U TOIONHEHHS.

HaumenoBanus oprauusaniy ¥ NOAPasfielleHus, TOA H HOMep Jela MOTYT
IPOCTABIIATHCS Ha 00J0XKKE ¢ [IOMOIIBIO IITAMIIA.

10.38. B memsx obecreueHHs COXPAaHHOCTM ¥  3aKpeIUIEHUS HOpSIIKA
PacrosioxKeHus: TOKYMEHTOB, BKIFOYEHHBIX B N0, BCE €ro JIMCThbI, KpOME JIUCTA
3aBEPHUTENA M BHYTPEHHEW OIMCH, HYMEPYIOTCS apabckuMy LudpaMy BaloBOM
Hymepanuel. JIHCTBI HyMepyroTcs IpaUTOBEIM KapaHAANIOM MM HyMepaTopoM
(ymorpeGiieHne depHMN M IIBETHBIX KapaHNAUIEH [ HYMEDALUH JHCTOB He
JIOTyCKACTCs) CBEPXY BHM3, LA(PPBI MPOCTABISIOTCS B TIPABOM BEPXHEM YIUIy JIHCTA,
HE 3a/1eBast TEKCTa JIOKYMEHTA. JINCTEI BHYTPEHHEH OIICH HyMEpPYIOTCS OTENBHO.

JucTel nen, COCTOSANMX M3 HECKONBKHX TOMOB WIIM YacTel, HyMepyIOTCs 10
KaKIOMY TOMY HJIH 9acTH OTAEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOH HyMmepanyeil JTHCTOB HyMepyIoTCs B OOIIeM
MOPSIIKE.

JIucr moboro dopmara, OAMMTEIHA 38 OAWH Kpak, HyMepYeTcs KaK OIMH JIUCT
B IIpaBOM BepXHeM yriy. CIIOXeHHBIH JMCT pa3sBOPauMBAETCS M HyMEpYyeTcsl B
NpaBOM BepxXHEM yriy. JIMCT, ClIOXKEHHBIH W MOAIIUTHIA 32 CepeiuHy, MOIIEKUT
IEPELIMBKe U HyMEPYeTCs KaK OIMH JIACT.

Ecnu B ieni0 IOAIIMT KOHBEPT ¢ BIOKEHUEM, CHaYana HyMepyeTcsa KOHBEpT, a
3aTeM OYEePELHBIM MOPs/IKOBLIM HOMEPOM Ka)KI0e BIOYKEHHE B KOHBEpTE.

Ecnu B Hymepanumu 5nuMCTOB jomymieHo Gosnee 10 omwmbok, Bce meno
HyMmepyerTcsi 3aHOBO. IIpu 5TOM cTaphkle HOMepa 3a4epKHBAIOTCH, U PAIOM CTABHTCS
HOBBII HOMEp JIUCTA.

ITpy Hamu4uy OTHENBHBIX OMMOOK B HyMepalMH JHCTOB IOIyCKAeTCs
ynoTpebreHne JUTepHbIX (¢ GYKBEHHBIMHU JONOIHEHUSME) HOMEPOB JIUCTOB.
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10.39. Tlocne 3aBepiueHust HyMepalldy TUCTOB COCTABIAETCS JIACT-3aBEPUTEND
Jiena, KOTOPBIA pacroNaraetcs B KOHIE Aema. B mcre-saBeputenme rudpamu u
IIPOMHUCBIO  YKa3bIBAIOTCS KOJWYECTBO JIUCTOB B [AHHOM Jele, 0COOEHHOCTH
OTJE/IBbHBIX TOKYMEHTOB (HESICHBIH TEKCT, Pa3phiBbl, CKIEHKH).

JIucr-3aBeputens Iena TOANHCEIBAETCS €r0 COCTABHTENEM C YKa3aHHEM
TMOJDKHOCTH, HHULIAAJIOB W (paMUJIHH, 1aThl COCTABIEHUS.

KomuyectBo 7MCTOB B JeNe, YKasaHHOEe B JMCTe-3aBEPHTENE  Jlena,
MPOCTABIISETCS HA OONIOXKKE Jiefa [0 YCTaHOBIEHHBIM QOpMaM.

Ecnn j1eno nepemiereno v moAmmTo 6e3 JucTa-3aBepyuTeNis, TO COCTABIEHHBIH
TIACT-3aBEPHUTENb MTOOKICHBAETCSA K BHYTPEHHEH CTOPOHE 3a1Hel 00II0KKHY ena.

10.40. Jlnst ydera HOKYMEHTOB ONpEENEHHBIX KATErOPHH MOCTOSHHOTO 1
BPEeMEHHOTrO (cBbiile 10 JieT) CPOKOB XpaHeHHs, y4eT KOTOPHIX BEI3BAH ClEIUMHKOM
JAOKYMEHTALMK, BKIIFOYEHHOH B JECN0, COCTABIIACTCA BHYTPEHHsIS ONKUCH JJOKYMEHTOB
Jena, IIoMelaeMasi B ero Havao.

BuyTtpeHHsis onuch BKIIOYAeTCs B [eNd, MMEMOIIMe 0COOYI0 3HAYMMOCTE, 4
TaKKe B jena, cHOpMUPOBaHHBIE MO BHIAM JOKYMEHTOB, 3arOJOBKM KOTOPBIX He
PacKphIBAIOT KOHKPETHOT'O COIEPKAHUS JOKYMEHTOB,

BHyTpeHHss onuchk JOKYMEHTOB Jefia COCTABNIsAeTCs TAKXKe Ha 0OBeMHbIE fea
MOCTOSHHOTO U BpPEeMEHHBIX (CBbimle 10 5eT) CpOKOB XpaHeHHs B IeNAX ydera u
OBICTPOro HaXOXK/(EHUS TOKYMEHTOB B JIEJIE.

B komlle BHyTpeHHEH ONMHCH yKa3blBaeTCsl NU(PPaMH 1 IPOMUCHI0 KOTHYECTBO
BKJIFOUEHHBIX B He€ JOKYMEHTOB U KOJIMYECTBO JTHCTOB BHYTPEHHEH OIKCH.

BHyTpenHss omMch [JOKYMEHTOB Jejia IOAIMUCHIBACTCS COCTABUTENEM C
YKa3aHHEeM IOJDKHOCTH, HHULMAIOB M (DaMUJIHH, J1aThl COCTABIEHHS.

Ecnu meno nepennereHo U MOAMMTO O3 BHYTPEHHEH OMUCH, TO COCTABIEHHAS
BHYTPEHHSISI ONIHCH ITOJKIIEHBAETCS K BHYTPEHHEH CTOPOHE THIIEBOM 00JIOKKH Jera.

10.41. JlokymeHTbl MOCTOSHHOTO, BpPEMEHHBIX (cBbume 10 JeT) Ccpokos
XpaHeHHsd H IO JUYHOMY COCTaBY, COCTABISIONIME N0, NOMEMIAIOTC B TBEp/BIE
OOIOXKM M3 KapTOHa, MOMIIMBAIOTCA B HYETHIPE MPOKOJA WM TIEPEIUIeTAIOTCS ¢
YIETOM BO3MOYKHOCTH CBOOOIHOTO YTEHMs TEKCTa BCEX JOKYMEHTOB, IaT, BU3 U
pe3otronnit Ha HUX. Pe30II0IUHE pyKOBONCTBA, COCTABIIEHHBIE HA OTASTBHAIX JIHCTAX,
MOMELIAIOTCS Nepes NoKyMeHTOM. [Ipu nojaroroBke men k mommmueke (mepemyeTy)
NPOBEPSICTCS NPAaBAUIBHOCTE UX (DOPMUPOBAHUA, 0GOPMIECHHS, BCE IUIACTUKOBLIE H
METaTHIECKHE KPETUICHHs, @ TAKXKE TEPMOIIEPEILIETH M3 TOKYMEHTOB YAATISIOTCA.

Jlena 1OCTOAHHOTO XpaHEHWs, COCTOSAIIME W3 0co00 IEHHBIX WK
He(POPMATHBIX JIOKYMEHTOB, MOTYT IIPUHUMATECS HA XPAHEHUE B 3aKPHITHIX TBEPIBIX
nankax ¢ TpeMs KllallaHaMU ¥ C 3aBsi3KaMH WM B KOPOOKax.

10.42. TlogrotoBka SHEKTPOHHBIX IOKYMEHTOB K Ilepeiade B apXHB
YHuBepcHTETa OCYLIECTBISAETCA CTPYKTYPHBIM IOZApa3elieHneM YHUBEpCUTETa -
BIA/IENIbIIEM  COOTBETCTBYIOLIEH WMH(POPMAIIMOHHOH CHCTEMBI COBMECTHO C
NoJpa3fieNieHHeM  (CTIENUAIUCTOM),  OOECHeUUBAIONIMM  (PYHKLUHMOHUPOBAHHE
MH(POPMATHOHHON CHCTEMBI.

10.43. Tlpu moAroTOBKE IEKTPOHHBIX JOKYMEHTOB, OTOOPAHHBIX K Mepesaue

B apxuB yHI/IBepCHTeTa, BRIIIOJTHAXOTCA CIICAYIOMIHE OCHOBHBIC IMMPOLEIYPhI pﬂGOThI C
JOKYMCHTaMU:
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— KOHBEPTAlMA 3JIEKTPOHHOTO IOKYMEHTa B ()OPMAT APXUBHOTO JOKYMEHTA,

— ¢dopmuposanne B HHbOPMALKOHHOM cucTeme YHUBepcHTeTa SIIEKTPOHHBIX
AeIL, SIBISIOMIMXCHA COBOKYIHOCTBIO KOHTEHHEPOB 3IEKTPOHHBIX IOKYMEHTOB HIIH
KOHTEHHEPOM SIIEKTPOHHOTO JOKYMEHTA, BKIIOYAFOIIEM: KOHTEHT M MeTANaHHbIE
SNIEKTPOHHOIO JOKYMEHTa, (ailiibl 5JEKTPOHHBIX NOIMHCEN M BU3YaTH3MPOBAHHYIO
KOIIMIO TEKCTOBOI'O 3JIEKTPOHHOTO TOKyMeHTa B (opmate PDF;

— (opMupoBaHre ONHCH DBIEKTPOHHBIX [el, JOKYMEHTOB CTPYKTYPHOTQ
NOJApa3aeICHHs;

— MHIpalpsA 3NEeKTPOHHBIX JIOKyMEHTOB Ha (H3M4YecKd 060coGIeHHbIe
MaTepHalbHBIC HOCUTENH, €CIIH JOKYMEHThI IEPEIAroTCSA B apXMB Y HUBEPCUTETA He
110 UH(OPMATHOHHO-KOMMYHUKALMOHHBIM KaHAIAM:;

— HPOBEpKa BOCIIPOU3BOJUMOCTH 3JCKTPOHHBIX JOKYMEHTOB;

— TIPOBEpKa  SNEKTPOHHBIX  JIOKYMEHTOB Ha HAIWYME  BPEIOHOCHBIX
KOMIIBIOTEPHBIX TIPOTPAMM;

— TOATBEPXKIECHNE HENOCTHOCTH JJIEKTPOHHOTO Jielia SIEKTPOHHOH TIO/IIUCHIO
PYKOBOZUTENs CTPYKTYPHOTO IIOApa3fieNeHus (MHOTO YIOTHOMOYEHHOrO JHIA),
OCYINECTBISIOMIETO IOATOTOBKY 3NEKTPOHHBIX NOKYMEHTOB K Tepejiade B apXuB
YHuBepcurera.

10.44. DmexTpoHHBIC TOKYMEHTHI HEpElalOTCs B apXUB YHHUBEPCHTETA MO
MH(OPMAMOHHO-TEIeKOMMYHHUKAIIHOHHON CeTH UM Ha (GU3HYEeCKd 060COOIeHHEIX
HOCHTEJISIX B COOTBETCTBHH C YCTAHOBIEHHBIMH NIPABUIIaMHU, €3 COXpaHeHHUs! JaHHEIX
SNICKTPOHHBIX JOKYMEHTOB B COOTBETCTBYIOIINX HH()OPMALMOHHBIX CHCTEMAX.

10.45. Onucu  fmenm  COCTaBIAIOTCS B CTPYKTYPHBIX [IOJpa3IelIeHUAX
YHuBepcuTeTa Mo/l METONXIECKAM PYKOBOICTBOM 3aBE/IyIOMIET0 apXUBOM.

Ommcir e cOCTaBNAIOTCS OTAENBHO HA JeNa TOCTOSHHOTO XPaHEHHS
(Ilpunoxxenne Ne 18); nmema Bpemennbix (cBbie 10 JeT) CpPOKOB XpaHeHus
(Ilpunoxenme Ne 19); nmena no smmunomy cocraBy (Ilpmiokenne No 20),
snekTponubie nena (Ilpunoxerme Ne 21), a Takke Ha Jeia, COCTOMINHE U3
JIOKYMEHTOB, XapaKTePHBIX sl Y HUBEPCHTETA (Hay4YHbIE OTYETHI MO TeMaM H T.IL.).

Omwicu men CTPYKTypHBIX IOJPa3[CIeHAR COCTABISIOTCS 10 YCTAHOBIECHHBIM
popmam (IIpunoxenune Ne 22,23).

ITo omucsiM fen CTPYKTYPHBIX IIOApAa3s[eNeHuil JIOKYMEHTBI Iepe/ialoTcs B
apXWB Y HUBEPCHUTETA.

Ha nena BpeMeHHBIX CPOKOB XpaHeHHs (10 10 JIeT BKIIOUHMTENHHO) OIUCH He
COCTaBJIAIOTCS, U B apDXMB TaKUe Jlefla He MepeIaroTes.

[Ipu Hanmuuuu B opraruzauu COJ] omucy fen GopMHEPYIOTCS B CHCTEME.

10.46. Omucu nen cTPyKTYPHBIX HOIpPA3IeleHUH MPeNCTABIAIOTCS B APXHB
YHuBepcHTeTa HE paHee, YeM 4Yepe3 ONMH Tojl, M He IIO3JHee, 4eM uepes TpH Iojd
IIOCTIE 3aBEPIIECHHS el B AENMONPOU3BOACTBE.

10.47. OtmenbHas omMch HpeAcTaBiseT coGOH IepedeHb OMUCATEIBHBIX
CTaTedl ¢ CaMOCTOSTENbHOH TOPS/IKOBOM HyMepale, KaKaas U3 KOTOPBIX JOJIKHE
BKJIIOYATH CIIEAYIOIIHE CBEIEeHHS:

— TIOPSAKOBBIA HOMEp JeNa O OIHCH;

— HMHJIEKC Jena;



70

— 3aroJIOBOK Jeia;

— KpaiiHue JaTel 1ena;

— KOIIMYECTRBO JIUCTOB B JIeJIE;

— CPOK XpaHEeHHUS Oena;

— TIpPUMEYaHHS.

10.48. Ilpu cocraBreHMM OHDMCH JIel CTIPYKTYPHOTO IIO/pA3IelIeHNs!
COOIIIOAAIOTCS CIeAYIOLre TPeOOBaHUSL:

— 3arojIOBKM J€Jl BHOCSATCS B ONWCH B COOTBETCTBMU C MPHHATON CXEMOW
CHCTEMaTH3AI|H JIC)l, 3aKPEIIIEeHHON B HOMEHKJIAType AT,

— K&XI0¢ [eJI0 BHOCHTCS B OIKCH TI0J] CaAMOCTOSTENBHBIM TTOPSAKOBBIM
HOMEPOM (€ciIu IeN0 COCTOMT M3 HECKONBEKUX TOMOB HUIM YacTel, TO KaKIbIi TOM
HJIA 9aCTh BHOCATCS B OIIKCH IO CAMOCTOSATENBHBIM HOMEPOM ); IOPSIZIOK HyMEPALHH
JieJ B OIIMCH - BaJIOBEII;

— Tpagpl ONKCH 3AIONHSIOTCS B COOTBETCTBHE C TEMH CBEICHUSIMH, KOTODBIE
BBIHECEHBI Ha 00JIOKKY nena;

— IpPH BHECEHWH B ONHMCH HOApsA nOel (TOMOB, yacTeid) ¢ OJMHAKOBEIMH
3aroJIOBKaMH, 3aroJIOBKM BCeX Jel (TOMOB, 9YacTed) NMHLIYTCS MONHOCTHIO; MpH
BHECEHMH B OTHCH TIOCIIEIHETO 3ar0JI0BKa 100aBnseTcs ciioBo «Ilociequuiin);

— Tpada onmcu «IIpuMedanus» HCTIONBE3yeTCst sl OTMETOK O IpHeMe mell,
0COOEHHOCTSIX MX (PU3UIECKOTO COCTOSHHS, O Mepefaye Aen APYTMM CTPYKTYDHBIM
NOJIpa3JIENIEHAEM CO CChUIKOM Ha aKT, O HATMYKUK KOIUIA.

10.49. Ilepen BHEceHHEM 3arolOBKOB [€J B OIMCH MPOBEPSIOTCS KAUECTBO
(GopMupoBaHHd ¥ O(QOPMIEHHUS AeN, COOTBETCTBHE KOIMYECTBA NEJT, BHOCHMBIX B
OIUCh, KOJUYECTBY 3aBE/ICHHBIX [eJ IT0 HOMEHKIIAaType el Y HHBEPCUTETA.

B KoHLe ommcu Belen 3a IOCHEOHEH ONUCATeNbHOH CTaTheH 3armoJHIeTCs
UTOroBas 3alKCh, B KOTOPOH YKa3hIBAIOTCA (LM(PaMU U IIPOTTUCHIO ) KOJIUIECTBO e,
YUCIISIIMXCS [0 OIHKCH, IMEPBBIA M IOCIeNHHE HOMepa Iel IO OIKMCH, a TaKKe
OTOBApHBAIOTCA OCOOCHHOCTH HyMEpallu Jiell B OMWCH (JIATepHBIE HOMepa M
IPOITYIIEHHBIE HOMEepPa).

10.50. Tlopsimok  TpWCBOEHMs HOMEPOB  OIUCAM el  CTPYKTYPHBIX
NOJpa3/Ie/ICHUN YCTAHABIMBAETCH 110 COMNIACOBAHUIO C ApDXHBOM Y HUBEPCUTETA.

10.51. Ilpu cocraBieHHWH OMUCH 3JIEKTPOHHLIX €N B OIHUCH BKITIOYAIOTCA:

— TOPSAKOBBINA HOMED 3JIEKTPOHHOTO JieNa MO ONKCH;

— HMHJEKC 3JIeKTPOHHOTO Jlena;

— 3aroloBOK Jelna;

— mara jiena (ToMa, 9acTH),

— CPOK XpaHEeHHs JIena;

— 00BeM 3IeKTPOHHOTO jena B MO;

— TpUMEYaHUs.

B cocrase ommen onextponnelx gen B COJI  Qopmmpyercs peectp
DJIeKTPOHHBIX NOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX NOKYMEHTOB), B KOTOPOM

YKa3blBalOTCA CBEIEHUA 00 SIMEKTPOHHLIX OOKYMEHTAaX, BKIIOYEHHBIX B KaxKI0€
ANICKTPOHHOE OEeII0.
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10.52. Ommcn  pmen CTPYKTYpHOTO — TIOpasfelleHHs  MOMNMCHIBAIOTCS
PYKOBOJUTENEM CTPYKTYPHOTO NOApPasfieleHHsA, COITACOBBIBAIOTCS C 3aBELYIOLIAM
apxuBOM  YHuBepcUTeTa. PeecTp 3I€KTPOHHBIX JOKYMEHTOB, SBISIOLIMIiCS
MPHIIOKCHAECM K ONKMCH 3NEKTPOHHBIX JOKYMEHTOB, IIOJINMCHIBAETCSI COCTABHUTENIEM
peecTpa ¢ yKazaHHueM JTOJDKHOCTH, MHALUATIOB, (DaMHIIMU, NATHl COCTABIEHMS.

10.53. Onmmen fien CTpYKTYpHOTO TIONpa3felieHdsi COCTABJIAIOTCA B ABYX
OK3eMIUSIpax Ha OyMa)XKHOM HOCHTENe, ONUH W3 KOTOPHIX IepelaeTcs BMECTE ¢
JielaMi B apXHB, a BTOPOH OCTaeTcs B KadecTBe KOHTPOJBLHOTO 3K3EMILIIpAa B
CIPYKTYPHOM nonpasjiencHud. B apxus taxke mepefaercs 110 3K3eMILISPY OmMuceit
Aell B DBJEKTPOHHOM BHJIC¢ B DPEJAaKTHpPyeMOM GopMare I HCIONb30BAHUSA B
JalBHEHIIEM [l IOATOTOBKHM &PXMBHBIX ONMCEH Mdes, JOKYMEHTOB (TOXOBBIX
pa3nenos).

10.54. [lena mepenarorcs Ha XpaHEHHE B aDXUB B COOTBETCTBHH € IPadUKOM
nepefad JOKYMEHTOB, YTBEPKICHHBIM DPEKTOPOM YHHBEPCUTETA MIH WHBIM
YIOTHOMOYEHHBIM KM  JIMIOM II0 JOBEPEHHOCTH M  COTJACOBAHHBIM  C
PYKOBOAMTEISIMH CTPYKTYPHBIX MOApa3aeIeHHi.

10.55. [Jlena nocrosHHOro M BpeMeHHBIX (cBBIIIE 10 1€T) CpOKOB XpaHeHHS,
JIOKYMEHTBI 110 JTHYHOMY COCTaBy, 3JIEKTPOHHBIE JIOKYMEHTHl MIEPE/IalOTCsS B apXUB
YHHUBEpCHTETa HE paHee, YeM Uepes3 IoJ, U He MO3/HEe, YeM Yepe3 TpU roja Iocie
3aBEPLIEHUS X B JeJIONPOU3BOJICTBE.

10.56. Ilepemaua men B apxuB YHHBEpPCHTETA MPOM3BOLUTCS IO OIMHCAM el
CTPYKTYPHBIX TIOIpa3/IeJICHUH.

10.57. YnonHomouyeHHbIH pabOTHHUK apXWBa MPOBEpSET MPABHILHOCTH
opopmnenHs W (HOPMHPOBAHMA [el, MPABUIBLHOCTE COCTABIEHMS OIWCEH Iel,
COOTBETCTBHE KOIMYECTBA J€J, BKIIOYEHHBIX B OIWCh, KOJAMYECTBY Iell,
c()OPMHUPOBAHHBIX B COOTBETCTBUM C HOMEHKJIATYPOI Je.

BrisaBlieHHbIE IPH MPOBEPKE HENOCTATKY B QOPMUPOBAHUM M O)OPMICHHH el
PabOTHUKH CTPYKTYpPHOTO IOApa3fieNieHHs OOS3aHBI YCTPAHUTL B ABYXHEIENbHBIH
CPOK.

10.58. Ilpuem Kaxdoro Jena B apxuB YHHBEPCHTETa IPOM3BOIUTCH B
NPUCYTCTBUM HEJIONPOM3BOMUTENS CTPYKTYPHOIO Mojpazmenenns. llpu 3ToM Ha
000MX 5K3EMIUIAPaX OIHCH MPOTHB KaXKIOTO eld, BKIIOYEHHOrO B Hee, NelaeTcs
OTMETKA O HaJTHYMH Jela. B KOHIle KaXI0ro dK3eMILIsipa OIIMCH B HTOTOBOM 3alycH
yKa3bIBaeTCs LU(QPaMH ¥ TPONHUCHIO KOIHYECTBO (haKTHUECKH TPHHATLIX B apXHB
Jell, B TOM WYHCIE 3JIEKTPOHHBLIX, HOMEPa OTCYTCTBYIOIIMX I€N, HaTa IpHeMa-
nepefady Jell, a Takke IOANMCH IMIa, OTBETCTBEHHOTO 3a apXWB, M JHIA,
TepeIaBIero Jena.

Wrorosas 3amuch NOATBEP)KAAeTCS MOANMCAMEH pabOTHUKA apXuBa U
paboTHuKa (JeJIONPOU3BOIUTENA) CTPYKTYPHOIO MOApasIeeH s, NepeaBIIero qeia
Ha OyMa)XHOM HOCHTEJIEe M DJIEKTPOHHBIE JIENA.

10.59. Tlepenaya onEeKTPOHHBIX HOKYMEHTOB B apxXMB YHUBEPCHTETA
NIPOM3BOJIMTCS HA OCHOBAHMM OIHMCEH 3JEKTPOHHBIX JeNl [0 HH(MOPMAaIMOHHO-
TeIEKOMMYHUKAI[MOHHOW ceTd (IPM HaIMYUM B  apXHBE YHHBEPCHTETA
UMHQOPMALKOHHOH CHCTEMBI) HIH Ha (H3HICCKH 0GOCOONEHHBIX MaTepHAIbHBIX
HOCHTENIAX, KOTOPEIE MPECTAaBISIIOTCS B IBYX HACHTHYHBIX 3K3eMIIIAPAX.
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10.60. B ciyuae JHKBUAAIMH WM PeOpraHu3alild  CTPYKTYPHOIO
TOAPAa3JCICHHA YHHBEPCUTETA JENONPOU3BOAUTENE [OApa3Ie/ieHUs. B [IepHOT
IIPOBEICHUS  JIMKBUJALMOHHBEIX ~MEPONPHATHH (GOPMHpPYET Bce HMEROIIHEcs
JIOKYyMEHTBI B Jiena, OQOpMJIsSeT 1ela H IIEPEfacT X B apXuB YHusepcurera,
HE3aBUCHMO OT CPOKOB xpaHeHwus. [lepenada nenm ocymecTBiseTcd Mo OmucaM el |
HOMEHKJIaType Jell.

10.61. Ha nema ¢ wWCTeKIIMMH CpOKaMH XpaHEHHs B CTPYKTYPHBIX
TO/Ipa3eNIeHHAX YHUBEPCUTETA COCTABIAIOTCS IPEUIOKEHHUS K aKTy O BELIETCHUMU K
YHUYTOXECHHUIO TOKYMEHTOB, HE [T0/UTeKAIINX XPaHEeHHIO,

Ha ocHoBe mpenyioxenuii CTPYKTYpHBIX TOApa3feNeHnid obmmil oTmen
YHUBEPCUTETA COCTABIACT aKT O BbIICICHHM K YHUYTOXEHHIO IOKYMEHTOB, He
nojnexammx xXpaHeHmo (IIpunoskernne Ne 24). 3aroioBKM OJHOPOIHBIX €l
OTOOPaHHBIX K YHUYTOXXEHHUIO, BHOCATCS B aKT MO OGIIAM 3ar0IOBKOM C yKa3aHueM
KOJIMYECTRA JI€)I, OTHECEHHBIX K JaHHOM IpyIme.

10.62. Jlena BKMOYAIOTCS B aKT O BBIAENEHUH K YHHUTOXKEHHUIO IOKYMEHTOB,
HE IOATIEXKAIMX XPAHCHHUIO, €CIIH TPENyCMOTPEHHBIH I HUX CPOK XPaHEHHS HCTEK
K 1 sBaps roga, B KOTOPOM COCTABJIEH AKT.

Hanpumep, 3akondenssie B 2016 romy mena ¢ 3-meTHHM CPOKOM XpaHEHHS,
MOTYT ObITh BKJIKOYEHBI B aKT, KOTOpPHIL Gy/eT cocTaBleH He paHee | guBaps 2020
roja.

10.63. [lena c ormerkoii «OIIK» mopmexar momucTHOMY IIPOCMOTPY B IIEJISAX
BBIABIICHNS NOKYMEHTOB, IOINIEXAIMX MOCTOSIHHOMY XpaHEHWIO. BEHIIBIEHHBIE B
TaKMX JejIax JOKYMEHTHI OCTOSHHOTO XPaHEHHs BBIICNSIOTCS M IPUCOEIUHIIOTCS K
OJTHOPOIHBIM JielIaM MM (POPMUPYIOTCS B CAMOCTOSITENILHEIC Aefia.

Ocransuble mOKyMeHTHI nema ¢ oTMeTkod «DITK» BKIIOYAIOTCS B 4K, IIpH
atoM oTMeTKa «IIIK» B akTe He ykasniBaercs.

10.64. AKT O BBIJICIEHHH K YHHUYTOXKEHHUIO JOKYMEHTOB, HE IOMJIEIKALINX
XPaHEHHUIO, IIPEACTABIETCS HA PACCMOTPEHME | cornacoBaHde DK OHOBPEMEHHO ¢
OIHUCSIMU JIET TIOCTOSHHOIO XPaHEHHs U [10 IUIHOMY COCTABY.

10.65. AKT 0 BBIIENEHMM K YHHYTOKEHHIO JOKYMEHTOB, HE TOIEXKAIIUX
XPaHCHUIO, YTBEPXIAETCS PEKTOpOM YHHUBEpCHTETa Iociie yTBepxneHus IIK
PI'MA JIB onmceldl nen HOCTOSIHHOTO XpaHEHHs H COIIACOBAHHUS OMHCEH Iel Mo
JITIHOMY COCTaBy, IOCIIC Hero [eNa, BhIICIEHHBIE [0 aKTY K YHHUTOXKEHHIO, MOTYT
OBITb YHUYTOKEHBI.

10.66. [lena, mommexarde yHMYTOXKEHHIO, I[IEPENAIOTCS HA IepepaboTKy
(yranuzanmio). [lepenada nen obopmisieTcs mpueMo-caToIHOM HAKITAIHOM.

ITocie ymwdTOXKEHMS A€l B HOMEHKIATYPE Jell HPOCTABISIIOTCS OTMETKH,
3aBepsAeMBble ITOANKUCHIO CIIEAANIMCTa OOIIEro OTaena, u JaToil:

«YamaroxeHo. CMm. akt Ne oT . llogmuck, WHMIHAIBL,
(haMHUITHD.

10.67. DnexTpoHHBIE JOKYMEHTHI C HCTEKIIMMHU CPOKAMH XPaHEeHUS TMOIIEKAT
BBIICICHHIO K YHHYTOXKCHHMIO Ha OOIMX OCHOBAHUSX, IIOCIE YEro MPOBOIMUTCA HX
(pu3HUecKOe  YHHYTOKEHHWE WM  YHHYTOKEHHE MPOrPaMMHO-TEXHHYECKUMU
CPe/ICTBAMM C COOTBETCTBYIOLIEH OTMETKOH B aKTe O BBIACICHHH K YHHYTOKCHHIO
3NEKTPOHHBIX JOKYMEHTOB.
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OJEKTPOHHbIE JOKYMEHTBl CYMTAIOTCS YHHYTOKEHHBIMH, CCIH WX HENb3s
BOCCTAHOBHUTDH CPENICTBAMU UH(POPMALHOHHON CHCTEMBEI Ha HOCHTENIAX HH(OPMALHH
Y U3 PE3EPBHBIX KOTIHM.

AKTBI O BBIICACHHH K YHHYTOKCHHUIO [JOKYMEHTOB, HE TOJUIEKALIAX
XPaHCHHIO, XPaHATCS IIOCTOAHHO B [AEIe (1)0H,E[a.

11. OPTAHM3AIINSI IOCTYIIA K IOKYMEHTAM U X
ACIIOJIL30BAHUS

11.1. Beimaua  gmenm, HaXomsuuxcs Ha XpaHeHHH B CTPYKTYPHBIX
NOApa3/elIeHUsX  YHUBepCHTeTa PpabOTHUKAM JpYruX NOApasfeNeHHi i
O3HAKOMJICHHS ¥ (MJIM) [UIsi BDEMEHHOTO HCIIOJIB30BaHus B paboTe IIPOM3BOMUTCS 110
3ampocam, TIOANMCAHHBIM PEKTOPOM WM IPOPEKTOPAMHU IO HAlPaBICHUH WX BHIOB
AeATENBHOCTH CTPYKTYPHBIX IIOZPA3Ie/ICH I 3apalliBaIOLIEro Aeo (10KyMEHT).

11.2. Beimaga pen, HaxoAfAIMXCA Ha IIOCTOSHHOM XPAHEHHH B apXHBe
Yuuepcureta pabOTHUKAM APYTHX TIOAPA3/ICACHHUIN 1M1l O3HAKOMIICHUS ¥ (MUIH) IS
BPEMEHHOI'O UCIOJIb30BaHUA B paboTe NPOU3BOAUTCS IO 3AMPOCaM, HOAIUCAHHEIM C
pasperneHns HauyaabHuKa OOIIET0 OTAeNa M 3aBEIYIONIEr0 apXUBOM Y HUBEPCHTETA.

11.3. Jlena, TOKyMEHTHI BLIJEIOTCS BO BpEMEHHOE IMOIb30BaHue PabOTHUKAM
YHUBepcHTETa HA CPOK He Gollee OHOTr0 Mecsla.

['ocymapcTBentbiM  opranaM (CyneOHBIM, PaBOOXPAHUTENBHBIM, OpraHAM
rOCYIapCTBEHHOTO KOHTPOJISL M HaJ30pa) Jela ¥ OTHebHBIE JOKYMEHTBl BBIIAKOTCS
Ha OCHOBAHWH MX MMHMCHMEHHBIX 3aIIPOCOB C Pa3pelleHus PeKTopa YHUBEPCUTETA WITH
HHOTO YIIOJIHOMOYCHHOTO MM JIMIIA 110 JOBEPEeHHOCTH, N0 aKTaM Ha CPoK He Oolee
[IECTH MECSIIER.

[Ipy HEOOXOMMMOCTM CpPOK WCIONB30BaHKMsS NOKYMEHTOB MOMKET OBITb
TIPOJUJICH.

11.4. B mnwmceMeHHOM 3ampoce pabOTHHUKOB YHHMBEpCHTETa O BBIAAYE
JIOKYMEHTOB (Zie)I) BO BPEMEHHOE MOJb30BAaHHE U3IATAI0TCS MPHYMHbI, O KOTOPHIM
3aIpallliBacTCs  Oeno  (IOKyMEHT) M Iielb  KCIONB30BaHMS  JOKYMEHTOB,
HaXOAIIUXCS Ha ONICPAaTHBHOM XpaHEeHHH.

11.5. Ha BbljaHHOE neno 3aBOOWTCS KapTa-3aMecTHTeNb, IOMelaeMas Ha
MEeCTO BEIIAHHOIO jena. B Hell yKasblBaroTCs HMHAEKC JelNa, JaTa ero BBIAAYH, KOMY
ZIeJI0 BBIIAHO, [aTa ero BO3BpAIUEHMUs, IIPeayCMaTpUBAIOTCs rpadbl s IOANMcel B
NIOJIyYEHUHN ¥ TIPHEME JeIIa.

Ha MecTo H3BATOTO TIOINMHHUKA MOKYMEHTa pabOTHHKM CTPYKTYPHOTO
HOApa3ieleHns BBIAABIIETO Jena (JOKYMEHT) BKI4ABIBAET B JEJI0 JIMCT-3aMEeCTHTENb
C yKasaHWEM, KOIJla, KOMy M Ha KakKOW CpPOK BBIJAH MOKYMEHT U IIOAIUCSIMH B
NOTyYeHHH W TpueMe Jena. llpm sToM B AeN0 TMoMeniaercs 3aBepeHHAs KOIMS
TIOKYMEHTA.

ITocne pemenws Bompoca, I PacCMOTPEHMS KOTOPOro neia (IOKyMEHTHI)
U3BIMATIUCE IO 3aIpocaM TOCYJIapPCTBEHHBIX OPIraHOB, IOATUHHHUKH JIOKYMEHTOB
JIOIDKHBI ObITh BO3BpAILEHB! B Y HUBEPCUTET M IIOMEIIEHEI B JIEIO.
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11.6. DuekTpoHHBIE TOKYMEHTHI, HAXOISIINECS HA ONEPATHBHOM XPaHEHUH B
Oasax naHHBIX WH(OPMALMOHHBIX CHCTEM, BBIIAIOTCS I WCIIONb30BAHWS B BHIE
KOITHH 3JIEKTPOHHEIX JOKYMEHTOR.

11.7. Tlopsnox mocTyma paGoTHMKOB VYHMBEpcHMTETa K JOKYMEHTAM,
pasmemaembiM B COJl mmu mHOH WMH(QOPMANMOHHON CHCTEME, YCTaHABIMBAETCS
JIOKAIBHBIMA HOPMAaTHUBHBEIMH aKTaMM, OIPENSIAIONIMMHE NOPSOOK 3KCILIyaTalluy
MH(OPMAIMOHHONW CHCTEMBI, U B COOTBETCTBHM C IIEPCOHANBHLIMU YYETHBIMH
3aucAMHU paboTHUKOB B COJ Wik HHOM HH(MOPMAIMOHHOH CHCTeMe.

PaboTHHKaM, He WMEOMMM IpaBa JOCTya K  COOTBETCTBYIOIIEi
MH()OPMAIIHOHHON CHCTEME, 3IeKTPOHHbBIE JOKYMEHTBHI BBINAIOTCS HA (DU3UUECKH
000CcO0IEHHOM HOCHTENE, BBICBIIAIOTCA MO OSNEKTPOHHOMY afpecy pabOTHHKA,
3aIpalluBaIOLIEro JOKYMEHT, U1K UHBIM 06pazoMm.

11.8. B cTpykTypHOM IOzpa3IeneHuH, BbIIaBIIEM AEN0 (TOKYMEHT) BeIeTCs
Y4eT BBIIAHHBIX JeN (IOKYMEHTOB) M KOHTPONb MX CBOEBPEMEHHOI'O BO3BPATA.
OJNEeKTPOHHEIE Jiena (JOKyMEHTEI) BO3BPATY He IOIEeHKAT.

11.9. PaGornuku VYHmBepcureTa 00s3aHBI ObecmeunBaTh COXPAHHOCTD
TIOJIyYeHHBIX BO BpEMEHHOE TONIB30BaHME JOKYMEHTOB (j1ei1) Ha OYMaKHOM HOCHTENe
1 UCIIONB30BATh MOIMYYEHHYI) WH()OPMAIUIO B CIIY)KEOHBIX [IEISX B COOTBETCTBUH C
TpeOOBaHUAMU JTOKATLHBIX HOPMATHBHEIX AKTOB.

3anpernaeTcs mepezava IoTy4eHHBIX JOKYMEHTOB HIIH WX KOIMH paboTHUKAM
JPYrux MoJapa3felneHuil WIH OpraHu3alii.

11.10. M3psatre (BBIEMKA) DOKYMEHTOB, OOpA30BABIIMXCS B AESTEIBHOCTH
YHuBepcHTeTa, NIPOU3BOIUTCS B COOTBETCTBHH C 3aKOHOATEILCTBOM POCCHIUCKOM
Demepalliu.

11.11. HspaTue (BBIEMKA) JIOKYMCHTOB IIPOM3BOAMTICA HAa OCHOBAHHH
MMCEMEHHOIO PACIIOPSKEHHS (ITOCTAHORIIEHHUS) COOTBETCTBYIOIIETO OPraHa BIACTH ¢
paspeleHdss peKkTopa YHMBEpPCHTETa HJIM WHOIO YIOJIHOMOYEHHOIO MM JIMIA TIO
JOBEPEHHOCTH C M3BEIICHHEM PYKOBOAMTENIA CTPYKTYPHOTO IOAPa3elIeHN s,
JIOKYMEHTBI KOTOPOTO M3BIMAIOTCH.

11.12. ®akt wu3epaTHA (BBIEMKH) JOKYMEHTOB (GUKCUPYETCS B IIPOTOKOJIE
(axTe) M3BATHA (BEIEMKH) JJOKYMEHTOB, KOTOPEIH COCTaBIsieTcs He MeHee UeM B IBYX
9K3eMIUISpaX ~ W TIOANMUCHIBAETCA  YIOMHOMOYEHHBIMH  IIPENCTABHTENSAMU
YHHBEpPCUTETA H COOTBETCTBYIOLIErO TOCYNApCTBEHHOTO oprana. K IIpoTokony
(axTy) IpHUIaraeTcs OMHUCH (PEecTp) UIBATHIX JOKYMEHTOB (He).

11.13. Ilpy uU3BATHH NOMIHHHUKOB [JOKYMEHTOB B /€10 IIOMEIIAeTes
3aBEepEHHass KONMsA JOKyMEHTa, Ha o00O0pOTE€ KOTOpPOW YKa3bIBAeTCs OCHOBAaHUE
U3BATHS MMOATWHHKMKA, CPOK BO3BpaTad, Jara U TMOJMUCh padOTHHKA, OTBETCTBEHHOTO
3a QOpMUpOBaHNE U/ UM XPaHCHHE JIeNa.

11.14. TlonnuHHMK  AOKYMEHTa, H3BATHIM K3 Jeda HAa  OCHOBe
COOTBETCTBYIOIIETO pEIIEHHs, IIOCIE PAcCMOTPEHHS W peIieHHs BOIPOCa,

BO3Bpallla€TCAd B OCJIO, IIPH 3TOM KOIIMs, IIOMEHIEHHAA B J€JI0 BMECTO IOIIHUHHUKA,
HU3bIMacTCA.



75

12. B3 OTOBJIEHUE, YYET, HCIIOJIb30BAHUE U XPAHEHHUE
IIEYATEHA, IITAMIIOB, BJIAHKOB TOKYMEHTOB, HOCUTEJIEA
JJEKTPOHHBIX MOAIMNCEN

12.1. Bnaukwu OpraHU3alUOHHO-PACTIOPS U TETBHEIX JOKYMEHTOR
paspabaThiBaloTcs  OOIMM  OTHENOM. Bumsl  GNaHKOB — OpraHU3aIMOHHO-
PacIoOpAANTENLHBIX JOKYMEHTOB, TpeOOBaHuUs K UX O(DOPMIEHHIO U HCIIOIH30BAHHIO
yCTaHaBIIUBAIOTCA HAcCTOsIIe MHCTpYKIHEH.

12.2. Obpasmsl 61aHKOB JOKYMEHTOB YTBEPKIAIOTCS B COCTaBE HACTOSIIEH
WHCTpYKIMH MK TIPHKA30M PEKTOpa B COCTaBe KOMILIEKTA (aap60Ma) G1aHKoB.

12.3. B YHuBepcuTeTe OJi1 MOATOTOBKH JOKYMEHTOB MOTYT HCIOJb30BATHCS
OllaHKK JOKYMEHTOB, M3TOTOBJIEHHbBIE THIOTPAQCKUM CnocoboM MM CpeCTBAMH
OIepaTUBHOM moiurpaduu.

VHUBEPCHTET BIpaBe NpPH M[OATOTOBKE TOKYMEHTOB  HCIIONB30BATh
SNEKTPOHHBIE 1IA0NOHBI ONAHKOB. JJIEKTPOHHbIE IMAONOHBI OIAHKOB HOIKHBI
COOTBETCTBOBATEL 00pasaM OJAHKOB, yTBEPKICHHBIX PEKTOPOM YHUBEPCHUTETA.

12.4. Branku OpraHU3alHOHHO-PACTIOPS IUTEIBHEIX JIOKYMEHTOB,
NpUMEeHsieMble B YHHUBEPCUTETE, HE MOIYT MepefaBaThCs APYTHM OPraHM3allsiM,
JOJDKHOCTHBIM U (DM3HYECKUM JTUIIAM.

12.5. O6umii otnen YHUBEpCUTETA:

— o¢opmiseT 3akashl Ha H3rOTOBIEGHHWE ONAHKOB OpraHM3allHOHHO-
PaCHOPSAUTENBHBIX JTOKYMEHTOB THHOrpa()CKUM CIOCOOOM WM  CPedcTBaMH
OllepaTUBHON moiurpadum;

— OCYIIECTBJSIET XpaHeHHWe OJIaHKOB OPraHH3alHMOHHO-PACIOPIAUTENLHEIX
JTOKYMEHTOB U BBIIa4y MX B CTPYKTYPHBIC ITOIpa3ielieHus Y HUBEPCUTETA;

— OCYIIECTBIAET KOHTPOIb 3a IPaBUIBHOCTBIO MWCIOJIL30BAHHA OJIAHKOB
OpraHU3al[HOHHO-PACIIOPSIUTETBHEIX JOKYMEHTOB.

12.6. B YnuBepcuTeTe B COOTBETCTBUM ¢ DefepalibHbiM KOHCTHTYIMOHHLIM
sakoHoM «O T'ocymapctsenHoM repbe Poccuiickoit ®emepanumy» u YCTaBOM
YHHBEPCHUTETA UCIIONB3YETCS NIeYaTh ¢ BOCIpOu3BeneHeM I ocynapcTBeHHOTO repba
Poccuiickoit @epepanuu (nanee - megaTh Y HHBEPCUTETA).

B VYuuBepcuTeTe TaKKe MOIYT HCIIONB30BATECS IEYATH CTPYKTYPHBIX
MOIPa3AEIeHNM, ITeYaTH JJIs IaKETOB U OTAENbHBIX KaTeropuii TOKyMEHTOB, 4 TAKKe
METaUIMYeCKHe  BbDKMMHBIE II€9aTH  JUIsI  ONCYaThIBAHMS  I[TOMEIIEHUHA ¢
yIOCTOBEPEHNUs CIIELHAIBHBIX MPOITYCKOB.

B YHuBepcHuTeTe MOKET MCMOIBL30BAThCS ITAaMII (IITaMmbl) ¢ (haKCHMUILHON
ITOANVCEI0 PYKOBOJUTENS U HHBIX JOIDKHOCTHBIX JTHIL.

ITopsnoK HCHONB30BAHMA INTAMIIOB C (PAKCHUMHIBHON MOAIKCHIO PEKTOpa M
UHBIX [OJDKHOCTHBIX JIMII, BHMJbI JOKYMEHTOB, IIOJIIHCHIBAEMBIX (HaKCHMHILHOM
MIOJIITHCEIO YCTAHABIMBAETCS JOKAILHEIM HOPMAaTHBHBIX aKTOM Y HUBEPCHTETA.

12.7. Tleyatr YHuBepcuTETa ¢ BOCIIPOM3BeeHHEM [ ocymapcTBeHHOro repba
Poccuiickoii ®enepanyu JODKHA COOTBETCTBOBATH TPEGOBAHMSAM, YCTAHOBIIEHHBIM
[OCT P 51511-2001 «Ilewatm ¢ BocmpomssenenueMm [ ocynapcTBeHHOro repba
Poccutickoi @epepanuu. @opma, pasMephl H TEXHHYECKHE TPeOOBAHHA.
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12.8. Tleyatn ¥ IITaMIBl YHUBEPCHTETA H3TOTABIMBAIOTCS B KONHYECTEBE,
HEOOXOMMMOM [UIsl  OCYIUECTBIECHHS CTPYKTYPHBIMH TOAPAa3/CleHHAMH U ee
pabOTHHUKAMM BO3JIOXKCHHBIX Ha HUX QyHKIWH. Pemenue 06 W3roOTOBICHHH H
KONMYECTBE DSK3eMIUIIPOB IeYaredl M  IITAMIOB IIPHHHAMAET pPeKTOp [0
NPEACTABICHUIO HaYaIbHIKA 00IIEero OTaena.

Ecnu nevats Y HUBEPCHTETA UCTIONB3YETCs B HECKONBKHX IK3eMILIPaX, HOMEp
9K3EMIUTApA NIeYaTH YKa3bIBAETCA B KIUIIIE [TeYaTH MIPH €€ H3TOTOBICHUN.

12.9. Tleuatpio VYHuBepcHTETa 3aBEpAIOT IOMIMHHOCTH MOMIHCH PEKTOPa
YHUBEPCHTETA U WHBIX YIOJIHOMOYEHHBIX MM JIHII 110 JOBEPEHHOCTH, HA JOKYMEHTAX
Y KOIUSAX JOKYMEHTOB.

12.10. Tlevatn ¥ mTaMIBl BBEINAFOTCS JUISL HCIONB30BaHUS PabOTHHKAM,
OTBETCTBEHHBIM 32 HX HCIMONB30BAaHKME M XPaHEHHE IO IOAIKCH B JKypHalle ydera
rnevyaTel M IITaMIIOB. YUeT IeyaTei M IITaMIIOB YHupepcutera BemeT oOmMi oTHEN
VYHHBepCcHTETa UK HHOE TOApasIelieHre Y HUBEPCUTETA.

12.11. Tlpu wcmonk3oBanky B paboTe IeYaTH ¥ INTAMIBl XPaHATCA B
sanuparompxcs mkadax (cefidpax) paGOTHUKOB, OTBETCTBEHHBIX 34 XpaHEHHE U
HCITONIB30BaHKE MeYaTel 1 IITaMIIOB.

12.12. Tlepepaua nevareii W ITaMIOB MOCTOPOHHHM JIHIAM HE JIOTTYCKAETCH.
BeiHoc mevaTed M IUTaMIIOB 3@ [Npenensl YHHBEPCHTETa BO3MOXKEH B
HCKIIIOYMTEJIBHBIX CITydasx MO PELICHHIO PeKTopa YHUBepcuTeTa (HampuMmep, IpH
ITOJITMCAHUU JOTOBOPOB).

12.13. O6umit ornen YHUBEPCUTETA E€XKErOLHO IIPOBEPSICT COOIIOAEHNE
pabOTHUKAMK YCJIIOBHH WCHOJNB30BaHHS W XpaHEHUs IIeYaTell W IITAMIIOB B
CTPYKTYPHBIX [OAPA3ACICHUIAX Y HUBEPCHUTETA.

12.14. Ilpuimenimyie B HETOTHOCTh U YTPATUBIINE 3HAYEHHUE [ICUYATH U IITTAMITEI
MOJUIKAT BO3BpaTy B OOIMMH OTZeN MIHM HHOE MOApa3lelieHHe, Ha KOTOpOe
BO3NIOXKEH Y4YeT IleyaTed M INTaMIOB, JUIS LIEHTPATH30BAHHOTO YHHYTOKEHHI.
[leyaT yHHYTOMKAIOTCA MO aKTy € COOTBETCTBYIOIIEH OTMETKOH B JKypHAIle ydeTa
IeYaTen | LITaAMIIOB.

12.15. Jlns oOmeHa 3NEKTPOHHBIMH JOKyMeHTamH mnocpeactsoM COJI B
YHuBEpCUTETE  JOIDKHBI ~ MCHONB30BATBCS  YCHIIEHHBIE  KBANTM(DHLIHAPOBAHHLIE
aNIeKTpoHHbIe moanuch. CocTaB MOMKHOCTHBIX JIMI[ H PaOOTHUKOB YHHUBEPCUTETA -
BIAJeNblEeB YCHIEHHBIX KBaIM(UIMPOBAHHBIX SJIEKTPOHHBIX IOANMCEN HONKEH
OIIPEAEIISITE PEKTOP Y HUBEPCUTETA.

12.16. Ilpu nepenade VYHHUBEPCHUTETOM OIEKTPOHHBIX JOKYMEHTOB Ha
SJIEKTPOHHBIA aJipec JIpyrod OpraHu3aluy, a Takke s oOMeHa BIeKTPOHHBIMU
nokymentaMu mocpenctBoM COJl B YHHBepcHTeTe W €€ MmoApasielieHHsX MOIyT
HCTIONB30BaThCsl YCHIIEHHbBIE HEKBATH(QHULIHUPOBAHHBIC 3JIEKTPOHHEIE TOIUMCH W/HIH
IPOCTBIE DIEKTPOHHLIE IOATMCH (Jlaliee - 2JIeKTPOHHAS MOMAIUCE) B COOTBETCTBHY C
@enepanbHbiM 3aKOHOM OT 6 anpend 2011r. Ne 63-@3 «O0 2J1eKTPOHHOM MOAIUCHY.

12.17. DOnexrponnsid nokymenr B COJl VHuMBepcHMTeTa, NOANMCAHHBIHA
DIEKTPOHHOW IMOJNKMCHIO, MPH3HAETCA PABHO3HAYHBIM TOKYMEHTY Ha OyMa)cHOM
HOCHTEIle, MOANMCAHHOMY COOCTBEHHOPYYHOH MOAIMCHI0 H MMEET OJMHAKOBYIO C
HHUM FOPHAHYECKYIO CHILY IIPH OJHOBPEMEHHOM COONIONCHHH CIEIYIOLMX YCIOBMIMA:
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— K09 NOZNHUCH, OTHOCAIIMHCA K KOHKPETHOM O3JIEKTPOHHON IOIWCH, Ha
MOMEHT TIOANKMCAHWS OJJIEKTPOHHOTO JOKYMEHTA SBISETCS JeHCTBUTEIBHBIM
(IocTOBEPHBIM), HE YTPATHII cUTy (He 0TO3BaH);

— TOATBEPXKIEHA IOMIMHHOCTE DIEKTPOHHOM IIOMMUCH B 3JIEKTPOHHOM
JIOKYMEHTE;

— JlaTa ¥ BpeMs CO3MaHUsI JIEKTPOHHOM moAnucy 3adukcuposansl B COJI;

— DIIEKTPOHHAsI MOJIMKUCH UCHONE3YETCS B COOTBETCTBHU C YCTAHOBIICHHBIM B
YHuBepcureTe  pacupeleNeHHeM — TpaBa  HOANKMCH  JOKYMEHTOB  MEXIY
JIOJDKHOCTHBIMY JIUIIAMHT ¥ pabOTHHUKAMH.

12.18. I'enepanuro u XpaHeHMe KiIIOdel HeKBaIM(DHIMPOBAHHOM U TIPOCTOM
OIl B COJI nomxeH ocymecTBnats aaMunuctparop COJI.

12.19. O6mwii orzen VYHHBepCHTeTa BeIeT ydeTr KIOYeH 3JIeKTPOHHBIX
NOANMCEH B CHELMANbHOM OKypHane. Bblmaua MarepuaqbHBIX HOCHTENEH
JICKTPOHHOW TIOANMCH M MX BO3BpPAaT [0 WCTEYEHHH CPOKA  JIeHCTBUSI
OCYIIECTBJIACTCA IOJ MOANKChL pabOTHHKAa B JKypHale. Bujbl 3I€KTPOHHBIX
NOIIINCEH, UCIIONB3YEMbIX B YHUBEPCUTETE, yCTAHABIMBAIOTCS YHUBEPCHTETOM U
3aKPEIUIAIOTCS B JIOKATHbHOM HOPMATHBHOM aKTe.

12.20. Cozmamwe maponeidl  misi  TPOCTOM  DIEKTPOHHOH  MOMIHCH
OCYIIECTBISIETCSI B MOPSAAKE, YCTAHOBIEHHOM JIOKATBHBIM HOPMATHBHBIM aKTOM
VHUBepCUTETa, YCTaHABIMBAIOLIMM MOPSIOK dkciuryaTaai COJl M HCIOMb30BaHMS]
3IEKTPOHHBIX MOAIUCEN NpU paboTe ¢ TOKYMEHTAMH.

1221 Kmou onexTpoHHOM mnommucy, wucmonszyemoil B CDJI, sBusercs
KOHQUOeHIHAIbHOW  HMHGOpManMeld M 3aI0MIIaeTcs B COOTBETCTBHU  C
3aKOHOJATeNbCTBOM Poccuiickoil Menepaiiuu.

COI'JTACOBAHO
IIpoTokom dKCTIEPTHOH MPOBEPOUHOM
KOMUCCHH (enepambHOro
TOCYIapCTBEHHOI'O Ka3eHHOTO
yupexaeHus «Poccuiickuii rocyiapcTBEHHBIH
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[Ipunosxxenne Ne 1
baank npuka3sa

PEAEPAJIBHOE ATEHTCTBO 11O PBIGOJIOBCTBY

DenepajibHoe rocyiaperpeHnoe G10IKeTHOE 00pasoBaTeLHOE
yupesKkIeHHe BLICIIEro 00pa3oBanus

«/laIbHeBOCTOYHBIH TOCYIAPCTBEHHbII TEXHHYECKH T
pPHI00X035IHCTBEHHBIH Y HHBEPCHTET)

(®I'OY BO «[JAJIBPBLIGBTY3»)

IIPUKA3

Bragusoctox
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ITpunoxernne Ne 2
baank pacnopsixenns

OEJAEPAJIBHOE ATEHTCTBO 11O PBIGOJIOBCTBY

DenepaibHoe rocyIapcTBeHHoe GI0/KETHOE 00pa3oBaTeILHOe
YUpekaeHHe BhICIIEro 00pazoBaHus

«/lalIbHEBOCTOYHBIIH rocy 1apCTBEHHLINH TEXHHY eCKHIl
prIOOX03sIHicTBEHHBIH Y HUBEpCHTET

(PI'bOY BO «JIAJIBPBIBBTY 3»)

PACIIOPSIZKEHUE

Bmanurocrox
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&R

OENEPAJIIBHOE ATEHTCTBO
110 PBIBOJIOBCTBY
MegepaabHOe IOCYIAPCTBEHHOE 010/ TKETHOE
o0pazoBaTesibHOE
y4peKIeHHe Bbiciiero o0pa3oBaHus
«/lanbHEBOCTOYHBIH rocyIapCTBeHHDII
TEeXHHYECKHUH PHIO0X03HiiCTBEeHH LI
Yuausepcurer»
(®I'BOY BO «/laaspbioBTys»)

Jlyrosas yi., n. 52-0, r. BnaauBocrox
Ipumopekuit kpait, 690087
Ten 8 (423) 244-03-06; daxc 8 (423) 244-24-32
E-mail: office@dgtru.ru, http://www.dalrybvituz.ru
OKITO 00471515 OI'PH 1022501915061
WHH/KIIII 2538008586/253801001

Ne

Ha Ne oT

ITpunoxenne Ne 3
baank nucsma yrioBoit
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Ipunoxenue Ne 4
Baank nucbMa NpoaoJibHBbIIH

A

&R

OEAEPAJIBHOE ATEHTCTBO I1O PBIBOJIOBCTBY

MenepanbHOE rocyIApCTBEHHOE O0/IKETHOE 00pazoBaTeLHOE
yapesxaeHe BbICIIEro 00pa3oBaHusl
«/laNnbHEeBOCTOYHBIH TOCY/IAPCTBEHHBIH TEXHHYECKHH
pHI00X03aHCTBEHHBIH YHUBEPCHTET»

(®PI'bOY BO «/laanpnioBTy3»)

Jlyroeas yi., a. 52 6, r. Bnagusocrok, [Ipumopckuii kpait, 690087,

Ten 8(423)244-03-06, pakc 8(423)244-24-32; 244-12-39
E-mail: office@dgtru.ru; http://www.dalrybvtuz.ru
OKIIO00471515 OI'PH 1022501915061
MHH/KIIIT 2538008586/253801001

Ha Ne

oT




@R

FEDERAL AGENCY FOR FISHERY
Federal State-Funded
Educational Institution of
Higher Education
«Far Eastern State Technical
Fisheries University»

(FSFEI HE «Dalrybvtuz»)
52B Lugovaya Str., Vladivostok
Primorskiy Krai, 690087
Tel 8 (423) 244-03-06; Fax 8 (423) 244-24-32
E-mail: office@dgtru.ru, http://www.dalrybvtuz.ru
OKPO 00471515 OGRN 1022501915061
INN/KPP 2538008586/253801001

Ne

Ref Ne dated
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[Ipunoxenmne Ne 5
bJlaHK NHCHLMA HA HHOCTPAHHOM SI3BIKE YIJIOBOH

To:
Attn:
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Ipunoxenue Ne 6
baaHk mucEMa Ha HHOCTPAHHOM fAI3bIKe MPOIOJIbHbBII

@R

FEDERAL AGENCY FOR FISHERY
Federal State-Funded Educational Institution of
Higher Education
«Far Eastern State Technical

Fisheries University»

(FSFEI HE «Dalrybvtuz»)
52B Lugovaya Str., Vladivostok, Primorskiy Krai, 690087,
Tel 8(423)244-03-06, Fax 8(423)244-24-32; 244-12-39
E-mail: office@dgtru.ru; http://www.dalrybvtuz.ru
OKPO00471515 OGRN 1022501915061
INN/KPP 2538008586/253801001

Ref Neo dated
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Ipunoxenue No 7
biank nucbMa CTPYKTYpPHOIo moapasieneHns

@R

PEJAEPAIBHOE ATEHTCTBO IO PBIGOJIOBCTBY

DegepaibHOe rocyIapeTBeHHOe GI0KeTHOE 00pa3oBaTENLHOE
YUpexKaeHne BbICIIEro o0pa3oBanua
«/laNbHEBOCTOYHBIH TOCYIAPCTREHHBIH TeXHHYeCKHI
pLI00x03siicTBeHHEIH YHHBEPCHTET»

(®I'bOY BO «JAJIbPBIEBTY3»)

CTPYKTYPHOE IIOJAPA3AEJTEHHUE
Jlyrosas yn., n. 52 6, r. Bnaamsoctok, [TpuMopckumit kpaii, 690087,
Ten 8(423)244-03-06, pakc 8(423)244-24-32; 244-12-39
E-mail: office@dgtru.ru; http://www.dalrybvtuz.ru
OKIIO00471515 OI'PH 1022501915061
HMHH/KIIIT 2538008586/253801001

Ha Ne oT
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[Ipunoxenue Ne §
biiank npukasa o HaNpaB/AeHHH PabOTHHKA B KOMAHIHPOBKY

Kon
PI'BOY BO «ManbpbioBTY3» 030102
®Dopma nmo OKVY [T 2
no OKIIO

(HAaMMEHOBAHHE OpraHH3aLMH)

Homep noxymenTa | JlaTa cocTaBleHus

MNPUKA3
(pacnopsiseHue)
0 HanpaB/IeHAH Pa0OTHUKA B KOMAHAMPOBKY

HanpaBuThk B KOMAaHAHPOBKY:

TabensHbI
HOMeEp

(avumms, MM, OTIECTRO)

(cTpykTypHOE Moapa3neneHue)

(momxHOCTE (CneuuansHOCTE, npodeccud))

(MecTo HasHadeHHs (CTpaHa, TOPO, OPTaHH3ALHs))

CPOKOM Ha KaJICHOAPHEIX JTHEH
c ¢ ” 20 r. mo & 20 I.
C LIETBIO

KomMaHnMpOoBKa 3a CUeT CPecTB

(Yxa3aTb HCTOYHMK (DUHAHCHPOBAHHS)

OcHoBaHue (JIOKYMEHT, HOMep, JaTa):

(cmyxebHoe 3a1aHue, Ipyroe OCHOBaHue (YKa3arh))

PykoBoauTe b GpraHU3annu Pexrop
(IOmWKHOCTB) (raHas (pacmm(ppoBKa MOAMHACH)
MOAMHCH)
C npuxazom (pacnopsizkeHHeM) paGOTHHK 03HAKOMIEH S 20
(THIHAS MOITTHCE)
PyKOBOOHTEE CTPYKTYPHOTO MOIpasAee s Havansauk OIV-

I"naBHeiii Oyxrantep
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ITpunoxenme No 9
Bnank cnpaBku

@R

PEAEPAJBHOE A'EHTCTBO IO PBIGOJIOBCTBY

DenepanbHoe rocy/IapcTBeHHOE OI0KeTHOE 00pa3oBaTeILHoe
yupeskienHe BRICIIEro o0pazoBanus
«JaabHeBOCTOTHBIH roCyAapCTBEeHHbIN TeXHHYECKHIA
PbI00X035HiCTBEHHbBI YHUBEPCHTET
(PI'BOY BO «/lanbpeioBTys»)

Jlyrosas yi., n. 52-6, r. Bnagusoctok Ten./takc 8(423)244-24-32
[Tpumopckwii kpaii, 690087 e-mail: office@dgtru.ru
BnaauBocTok No

CIIPABKA
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IMpunoxenne Ne 10
bnank akta

@R

PEJEPAJTBHOE A'EHTCTBO ITO PBIBOJIOBCTBY
DenepanrHoe TOCyIaAPCTBEeHHOE OI0/IIKETHOE 06pazoBaTeabHOe
Y4YpeskAeHHEe BRICIIEro 00pa3oBaHus
«lanbHEBOCTOYHBIN IOCYyAAPCTBeHHbIH TeXHHYeCKHil
pEI00X039iicTBeHHBIH YHHBEPCHTET

(®I'bOY BO «/lanspbioBTys»)

Jlyrosas yi., 0. 52-6, r. Bnagusoctok ten./dakc 8(423)244-24-32
[Ipumopckuit kpaii, 690087 e-mail: office@dgtru.ru
BnagusocTtok Ne

AKT
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IIpunoxenne Ne 11
baank noBepennocTH

&R

OEJEPAJIBHOE ATEHTCTBO ITO PBIGOJIOBCTBY
DegepabHOe rocyapcTBeHHOe 0101KeTHOE 00pa3oBaTebLHOe
yYpe:RIeHHe BhIcIero oopasoBanus
«/laIbHEeBOCTOYHBIH rOCyIaPCTBEHHLIH TEXHHYECKHU
prI0OX035HCTBEHHBIH YHUBEPCHTET
(®PI'bOY BO «laabpuioBTys»)

Jlyrosas ym., 1. 52 6, r. BnaguBoctok, IIpuMopckuii kpaii, 690087,

Ten 8(423)244-03-06, daxc 8(423)244-24-32; 244-12-39
E-mail: office@dgtru.ru; http://www.dalrybvtuz.ru

JOBEPEHHOCTD Ne

rop. Bnagneocrok
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[punoxenue Ne 12
baank nporoxko.ia

PEAEPAJIBHOE ATEHTCTBO IO PBIGOJIOBCTBY

DenepanbHoe rocyIapeTBeHHOe GI0UKETHOE 00Pa30BATELHOE
YUIpekIeHue BhICIIero oopazoBanus

«/lanbHeBOCTOYHBII rocy1apcTBeHHBIH TeXHHYeCKHi
pBIdOX03aiicTBeHHBIH YHIREpCUTET

(®I'BOY BO «JAJIBPBIBBTY3»)

IMPOTOKOJI
Buapusoctok
Ne
3aceJaHusd BKCHepTHOﬁ KOMHCCHH
Ipencenarems — @ammmis 1.0.
Cexperapp — @amumas 1.0,
IIprCyTCTBOBAaNM: _ 9eNnoBEK (CIHCOK MPHIIAraeTcs)
[TOBECTKA JIHAI:
1. O6 yTRepIKICHHH ......
Hoxnaduux
s

1. CJOYIHAJIN: @amunust M.0., momkHOCTE —

(conepxanne cooduicHiA OCHOBHOTO AOKIAIIHKA)

BBICTYMHJIN: ®avunms N.0., nomxHoCTE —

(comepskaHKe BBICTYILICHHA)

(PHO, zanrMaeman TOKHOCTE) (conep:xaHHe BHICTYIICHHS)

INNOCTAHOBIWIH (PENIWJIN):
1.1 YTBepaHTE (MOPYUYHTE, IPEACTABHTS, ...) ...
1.2 ...

2. COYIIAJIA:

BbICTYIINJIN:



HNOCTAHOBIWIMH (PEIINJIN):
2.1
2.2
2.3

IIpencemarens IIOJINTHACH

CexpeTapb MOJNHUCH

90

H.O. Oavmmas

.0, Qamunus



Ilpunoxenue No 13

Ob6pazen cBoaHOI HOMEHKIIATYPHI A€ Y HUBEpCHTETa

GEJIEPAJIBHOE ATEHTCTBO YTBEPXIAIO
11O PBIBOJIOBCTBY
DenepanbHOe rOCyIapCTBEHHOE Pexrop
6romKeTHOE 00pasoBaTeIbHOE @®I'bOY BO «IanspreIOBRTY3»
YUPEXKAEHUE BBICIIETO N.0. Oamunus
oOpazoBaHus «/[anbHEBOCTOYHBIIH « » 20 I.
roCyIapCTBEHHBIN TEXHUYECKUI
PBI00X03AICTREHHBIN
YHUBEPCUTETH
(PI'bOY BO «/lanepriOBTY3»)
HOMEHKIJIATYPA JIEJT
Ha rOJ
Wunexe 3aroJioBOK Jeina Komuuectro Cpox ITpuMeuanue
Jena TOMOB XpaHenus 1 No
(gacreit) CTaThH I10
[IEPEYHIO
1 2 3 4 5
{ HasBaIrHe paszzuena ‘
|

Havansauk obmero ornena IToamuce
Jlara
3aBenyromas ApXUBOM [onmuce

Jlata

COI'NTACOBAHO
IIpoTOKOM SKCTIEPTHON KOMHCCHH
JallbHEBOCTOYHOTO TOCYIAPCTBEHHOI O
TEXHUYECKOI0 PEIOOXO03SHCTBEHHPOTO
YHuBEpcHUTETA

oT Ne

Pacumdporka nmoarmcu

Pacummdposka moamucu

VTBEPXKJIEHA

IIpoToKOII IKCTIEPTHO-TIPOBEPOUHOM
KOMHMCCHEH (penepabHOr0 Ka3eHHOro

yupexkaeHus «Poccuiickui

I'OCYIapCTBEHHBIN UCTOPUYECKUN apXHUB

oT

Hamsrero Bocroka»

Ne
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HToToBas 3aNKCh O KATETOPHUAX U KOJIMYECTBE Jell, 3aBeneHusx B 20 roxy
B YHUBEPCHTETE
[lo cpokam XpaHeHwusI Bcero B tom unmene
[EePEXOIATIHX C OTMETKOH
«ITTK»
1 2 3 4

Ha 6ymaxuoM HocuTene
(mpn Hayrauy THOPMAHBIX Jel, TOM(a) Ha GYMAXHOM HOCHTENE YUTBIBAKOTCS B pazmene Tabmanpl «Ha SymMaxkaoM HocHTENES»

TOM(2) Ha HTEKTPOHHOM HOCKTEIIE YIUTLIBAIOTCS B Pasiee TabIuus! «DNEKTPOHHBIX ),

>

ITocTogaroro

Bpemenroro (capme 10 net)

Bpemennoro (zo 10 xet
BKIIIOYHTEIBHO)

DNEKTPOHHBIX
(pH HamaIuH THOPHAKBIX Aen, ToM(a) Ha GYMaHOM HOCHTENS yIHTRIBAKOTCA B pasnene Tabmuus: «Ha OyMaKHOM HOCHTEINE?,
TOM(a) Ha INSKTPOHHOM HOCHTENE YYHTHIBAIOTCS B Pa3aene Tab/kLbl «DNEKTPOHHBIXY )

[TocTosuuoro

Bpemenroro (ceemme 10 ner)

Bpemennoro (mo 10 nmer
BKIIIOYHTEIBHO)

UTOI'O:

Hagameuuk obimero otnena

(mozmmcs) (pacundpoBKa NOATHCH)

JlaTa

ToroBsle cBeieHHs NIEpeIaHbI B ApXHB Y HABEPCHTETA.
3aBemyromas apXuBOM

(moamuce) (pacumdposka noamHcH)
Jlara
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ITpunoxenue Ne 14
PopMa HOMEHKIATYPHI ieJI CTPYKTYPHOI0 IOAPa3eaCHHUS

PT'BOY BO «1AJIBPBIBBTY3»
Haumenosanue cmpykmypnozo noopasoeieHus

HOMEHKJIATYPA JIEJ
Ha rog

Kon-Bo e
HUnpnexkc XpaHeHus U

3aroyioBOK Jerna TOMOR . IIpumMeuanue
nena - Ne crarent
(dacreii)
110 MTEePEYHIO
1 2 3 4 5

HanmMeHoBaHUE JIOJDKHOCTH
PYKOBOAMUTEINSA CTPYKTYPHOTO
noapazaeneHus IIOATIHCH N.0. Oamunus

COI'JTACOBAHO:

Hagansauk ob1miero ornena MNOAIINCH HN.0O. ©avunus
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[Mpunoxenne Ne 15
OGpasen ogopMiIeHHS PEKBH3UTOB 00/I0KKH [€/1a

deepanbHOE KazeHHoe yapexaenne «Poccuickumia 1N 1§
rocyIapcTBEHHBIH HeToprdeckuil apxus Jlanbaero Bocrokay N HQO
N D
(HaFMEeHOBaHKe FOCYJAPCTBEHHONO OPraHa, OpraHa MeCTHOr0 CaMOyTIPAB/IEHUS, OpraHM3aly)
(HAMMEHOBAHHE CTPYKTYPHOIO NOApa3IeNeH )
AEJIO Ne TOM Ne
(3aroToBOK mena)
(xpaitHue gater)
Ha Jcrax

XpaHuTe

P. Ne
On. Ne
. Ne
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Ipunoxxenue Ne 16
O6pasen popmsi sucra-3aBepurens neaa

JIMCT-3ABEPUTEJIb JIEJIA Ne
B jene nommmTo u npoHyMepoBano TTHCTOB
(umdpamu u npomHcho)

c Ne mo No , B TOM 9HCIIE:
JlutepHblie HOMEpa THCTOB

I[IpomymenHkIe HOMepa THCTOB
+ JINCTOB BHYTPEHHEH OIHCH

OcobeHHOoCTH GH3HIECKOTO COCTOSHESL ¥ OPMHUPOBAHHS Jeiia Howmepa nucros
1 2

HanMenoBanue JOIKHOCTH paboTHHKA

(monmuce) (paciM(poBKa NOAHCH)

(nara)




96

IIpunoxenue Ne 17
OGpaseu GpopmMLI BHYTpeHHEH ONHCH JOKYMEHTOR JieJia

BryTpeHnss omEch TOKYMEHTOB nena Ne

Nen/m | Perucrpanmonnsrii MHata 3aronoBok NeNe mactoB | IMpumeuanmus
Noe moxymeHTa | mokymenTa JIOKyMEeHTa Jena
1 2 3 4 5 6
Utoro JOKYMEHTOB,
(1mppamu ¥ MPONKUCKIO)
Komr4gecTBo MMCTOR BHYTPEHHEH ONUCH JUL.

(matpavm © TpoIHCEHI0)

HaumeHoBaume JOIIKHOCTH JIHIa,
COCTaBHBIICIO BHYTPECHHIOKO OIHCH

JOKYMEHTOR JIeNa TIOTITHCE Pacmudporka mogmucu

JHara



[Tpunoxxenne No 18

O6paseu opopmiiennsi OMHCH €1 OCTOSTHAOI'O XpaHEHHU

OEAEPAJIBHOE AI'EHTCTBO ITO
PBIBOJIOBCTBY
PenepanpHOE TOCYIAPCTBEHHOE

OrOKETHOE 00pa30BaTENBEHOE YUPEIKICHHIE

BBICIIIETO 00pa30BaHiIg
«JlanpHEBOCTOUHEIH TOCY,TapCTBEHHEII
TEXHHYECKUHN pHIOOX03SMCTBEHHEIIM

YHuBEpCUTET»
(PI'BOY BO «/lansprioBTY3»)

Doun Ne

OITACD Ne
JCIT, TOKYMEHTOB IOCTOSHHOIO XPaHEHHS
3a roja

YTBEPXJIAIO

Pexrop
@®I'BOY BO «/lanepuioBTy3»
N.0. ®amunus
« » 20 T

Ne | UurOekc Kpaiiaue | Kon-Bo
3aroyoBOK jiena Ipumeyanns
n/m | gena AT JTACTOB
1 2 3 4 5 6
Hazeanue ormesa
B naHHBIH paznen onmucH BHECEHO bi (S
(mrdypamMu M MPOMHCEHED)
c Ne o Ne , B TOM YHCTIE:

JIMTEpHBIC HOMEpa:

[IPOMMYIEHHBIC HOMEPA:

HaunMeHoBaHHe NOJDKHOCTH

COCTaBHUTEIA OIIHUCH
nara

3aBe/yromias apXuBoM IToanuce

nara

COI''TACOBAHO
ITpoTOKOMI IKCTIEPTHON KOMHCCHH
JasHEBOCTOYHOIO rOCY TAPCTBEHHOTO
TEXHUYECKOTO phIO0XO03SHCTBEHHOTO
YHuBepcurera

oT Ne

Tloanuck

PacimidpoBka noanmcu

Pacomdposka moamucu

YTBEPXKJEHA
ITporokon sKCIepTHO-IPOBEPOUHOIA
KOMHUCCHEH (PenepatbHOro Ka3eHHOTO
yupexaenns «Pocculickuii
rOCYyJapCTBEHHBIN UCTOPUUCCKHUIA
apxuB /lansHero Bocroka»

oT Ne
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IMpunoxenue Ne 19

O6pasen popmbl onucnu xesn BpeMeHHbIX (cBbime 10 aeT) cpokoB xpaneHus

OEJEPAJIBHOE ATEHTCTBO I10
PbIBOJIOBCTBY
DejiepalbHOE TOCYIAPCTBEHHOE OIOIKETHOE
00pazoBaTelbHOE YUPEIKICHUE BEICIIIErO
00pazoBanus «J[anbHEBOCTOUHBIH
rOCY/1apCTBEHHbBIN TEXHIIECKIH
PBIOOXO3SICTBEHHBIN Y HUBEPCUTET
(®I'BOY BO «JlanbpsidoBTY3»)

@ong Ne

OITUCDH Ne

JieN, TOKYMEHTOB BPEMCHHBIX
(cBermie 10 meT) CPOKOB XpaHEeHHA

YTBEPXKIIAIO

PexTtop
OI'BOY BO «lanspsiOeTy3»
H.0. ®amumms
« » 20 E

3a roxu
Ne | Munekc Kpaiinue Cpok Komugectro
3aroJoBOK Jena [Tpumeganus
o/m | gmena JATHI XpaHeHHUs JHCTOB
1 2 3 4 5 6 7
Hazpanue pasnena
B nanHBIH pa3nen onucH BHECEHO
(1M ppaMA | TIPONHCHIO)
zen
¢ No o Ne » B TOM 9HCIIE
JIUTEPHBIE HOMEpA:
IIPOILYLUEHHBIE HOMEpA:
HammeHoBaHHE TOKHOCTH COCTABUTENS OIMUCH
(noamuce) (pacmugporka moIIHCH)
(nara)
3aBemyromas apXuBOM IHonnuck Pacmudporka noamucu
(mata)
COI'NTACOBAHO YTBEPXJIEHA

IIpoToKoI 3KCTIEPTHOM KOMHUCCHH
JlanbHEBOCTOYHOTO TOCY JAPCTBEHHOTO
TEXHUYECKOr0 prIO0X03IHCTBEHHOTO
YHuBepcureTa

oT Ne

IIpoToKo 3KCTIEpTHO-IIPOBEPOUHOM
KOMHCCHUEH (penepanbHOr0 Ka3eHHoro
yupexaeaus «Poccuitckuii
rOCYJapCTBEHHBIN UCTOPHUUYECKUN
apxus JlaneHero Bocrokay

0T Ne




ITpunoxxenue Ne 20

Obpaseu opopmirenus: onucH XeJt N0 JTHIHOMY COCTABY

®E/IEPAJIBHOE ATEHTCTBO I10 YTBEPXKIIAIO
PBIBOJIOBCTBY
Pekrop
DenepanbHOe rocyIapCcTBEHHOE OI0HKETHOE @I'BOY BO «lanbpeioBTysy
oOpaszoBaTeNnsHOe yUpeKIEHHE BEICIIEI0O N.0O. ®avmmms
obpazoBanus «JlabHEBOCTOUHEII « » 20 I
TrOCYIapCTBEHHBIH TEXHUISCKHH
PEI00X03AHCTBEHHBIH Y HABEPCHTET)
(PI'OY BO «/lanbpeiOBTY3»)

®onp Ne
OIINCDb Ne
JIEI, TOKYMEHTOB 10 THYHOMY COCTARY
3a Tox

Ne | Uumexc 3 Kpaiinue L pox BOnEIse [Tpumeyan
e | sy aroJIOBOK Jiena p— XpaHECHHs TBO -’

JTUCTOR
1 2 3 4 5 6 7
Haspanme otena
B maHHBI pa3nen ONMMCcH BHECEHO oen
(mupamMu U TPOIHCHIO)
¢ Ne mo Ne , B TOM 9HCIIE!
JIUTEPHEIE HOMEpa:
HPOIIYIIEHHbIE HOMEPA:
HamMeHoOBaHME NOKHOCTH
COCTAaBHTEI OIHCH Ionnuce Pacumdporka roanucu
Jarta
3aBe/yO1as apXHBOM Ioanuce Pacmmmdporka moamucu
nara
COI'NTACOBAHO YTBEPXJIEHA

IIpoTokon skcepTHON KOMHCCHH
JlalIbHEBOCTOYHOTO TOCY/IAPCTBEHHOTO
TEXHUYECKOTO PEIOOX03SHCTBEHHOIO
YHuBepcureTa

oT No

ITpoToKOI FKCTIEPTHO-IPOBEPOYHOA
KOMHCCHEH (enepaabHOro KaseHHOro
yupexaerus «Poccuitckmit
rOCY IapCTBEHHBIA HCTOPUYECKHIT
apxus JlaneHero BocToka»

oT Ne
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IMpunoxenue No 21
O06pazen onuecH 3/1eKTPOHHBIX JOKYMEHTOB

OEJEPAJIBHOE ATEHTCTBO I10 YTBEPXJIAIO
PBIBOJIOBCTBY
DenepanbHOE TOCYAPCTBEHHOE OIOIKETHOE Pexrop
00pazoBaTeNLHOE YYPEKAEHHE BEICIIETO @®I'BOY BO «/lanbpuiOBTY3»
00pazoBaHus «/lambHEBOCTOUHBLH H.0. Davumas
rOCYIapCTBEHHEIH TeXHHYECKHH « » 20 T.
pHI00X039HCTBEHHBI Y HUBEPCHTETY
(@I'BOY BO «/lanbpeiOBTY3))
®ong Ne
OITUCB Ne
9IIeKTPOHHEIX JOKYMEHTOR
(IOCTOSHHOTO XPaHEeHHs/BPEMEHHOTO
(cpmme 10 neT) XpaHEHHS/TIO THYHOMY
COCTaBY)
3a rof,
Komauects
3aronorok PerHCThALIOHE Bug n o ¢haiinos 061,
panmno e
Ne | Unnme | snextpoHHO s HOMep 3aroJIoBOK Hata Cpox (KOJ‘IH:[&CT o IIpum
n/ KC To gena 1o IEKTPOHHOTO QJIEKTPOHHO IJOKYMEH XpaHeHHu BO CI)ELH}IOB Gaiita e-
I Jena HOMEHKIATY IOKyMeHTa ro Ta A B., o YaHHsA
pe HAOKYMEHTa KOHTCHHED
e)
1 2 3 4 5 6 7 8

B nasHBIi pa3gen omucH BHECEHO

(midpamu B MPoNHCEHIO)

3IIEKTPOHHBIX
TOKYMEHTOR
¢ No o Ne
baitT. B ToM
00BeMOM qucie
THTEPHBIE HOMEpA:
IPOIYLIEHHBIE HOMEPA:
K menam cocTaBiieHEl BHYTPEHHHE OIHACH (PeecTphl) Jell.
HanmMeHoBaH#e JODKHOCTH COCTABHTENS OIHCH
(moanuce) (pacimdpoBka MOIITHCH)
(oara)
3aBenyromas apxuBOM
(mommmcy) (pacimu()poBKa MOMIHCH)

(mara)
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Iponomkenne npunoxenus No 21

COI'JTACOBAHO YTBEPKJIEHA
IIpoTOKOI 3KCIEPTHON KOMUCCHH ITpoToKOI 3KCIIEPTHO-TIPOBEPOYHOIH

JanpHEBOCTOYHOTO rOCY,IAPCTBEHHOTO KOMHCCHEN (eepanbHOro Ka3eHHOTO

TEXHUYECKOTO PEIOOXO3AHCTBCHHOI'O yupexaenns «Poccuiickmit

YHuBepcurera TOCYIapCTBEHHEI MCTOPUYECKHM apXUB
Hansmero Bocroka»
0T Ne oT Ne
Peecrp (aliyIoB 3JEKTPOHHOTO JOKYMEHTA
Ne n/mt Ne anexTponnoro Haumenonanue Hara u Bpemst Obmnem (B @opmar
JOKYMEHTA 10 tatina IIOCIIE/IHETO OaiiTax) daiisa
OIUCH H3MEHEHHS

thaiina
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IIpunoxenue Ne 22
OGpasen odopmitenus: onucH e CTPYKTYPHOrO mogpa3ae eHus

OI'bOY BO «JAJIBPBIEBTY 3»

HauMeHOBaHUE CTPYKTYPHOTO HOAPA3IeIeHHUS

OIIMCH Ne
Ien, JOKYMEHTOB
3a roja
Cpok
XpaHeHus
(rpada me
% santonusier | Konmmge
Ne | Uupexc Kpaitane
3aroI0BOK aeia CS B OIIACH CTBO [Tpumeyanns
/1 nena JIaTEI
el JIUCTOB
MIOCTOSHHO
I'0 CpoKa
XPaHeHHs])
1 2 3 4 5 6 7
Haspanwue pasnena

B nanHBI pas/en omucH BHECEHO

(uMdpaMH | TPOMKCEHIO)
el

¢ Ne mo No B TOM YHCJIIE:
IIUTEpHBIE HOMEpA:

IIpoIr CHHEIC HOMEDPA.
yi

HaumeHoBaHne NOMKHOCTH Ionmuce Pacmmdposka noamicu
PYKOBOJUTENA CTPYKTYPHOTO
NOApaseIcHHs

(nara)
COI''TACOBAHO

3aBenyromas ApXUBOM IToanuce Pacmudposka moanucu
Jlata

Iepenan en.xp.
{(udpaMu M NPOTHCHIO)
H PETHCTPATIOBHO-KOHTPOIBHEIX
(umhpaMu 1 MPOTTHCEHIO)
KapTOTEK K JOKYMECHTaM.
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HammMeHOBaHuE MOIDKHOCTH pabOTHUKA
CTPYKTYPHOTO IOApas/eeHus

(moamucs) (pacmudposka noamucH)
(mata)
[TpursuT en.xp.
(uudypaMu U TIPOTHCEHIO)
U PETHCTPAIHOHHO-KOHTPOTBHBIX
(macdpaMu B IPONHCEHIO)
KapTOTEK K JIOKYMEHTaM.
Haumenosanue JOJIKHOCTH pa6OTHIrIKﬂ. apxuBa
(monnmce) (pacmmdposka moamucH)

(mata)
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ITpunoxenune Ne 23
OGpaszen onucH 31eKTPOHHBIX JOKYMEHTOB CTPYKTYPHOTO NOApa3ieseHus

OEIEPAJTIBHOE ATEHTCTBO I10
PBIBOJIOBCTBY
QenepankHOe rocyIapCTBEHHOE OIOIKETHOE
00pazoBaTenbHOE YUPEIKIEHHE BEICIIErO
obpasoBaHus «/laTEHEBOCTOIHELH
rOCYIapCTBEHHBIN TEXHHUCCKHN
PBIOOXO3SAHCTBEHHEIH Y HUBEPCHTET

(OI'BOY BO «lamspreioerys»)

(HaMMEHOBaHHE CTPYKTYPHOTO MOAPA3AEICHUS)
®onn Ne
OITNCH Ne
JIIEKTPOHHBIX TOKYMEHTOB
(TOCTOSHHOTO XpaHeHHsi/BPEMEHHOT'O (CBBIIIE
10 neT) XpanenHs/mo IMIHOMY COCTaBY)

34 romg
Kommecr
3aroJioBoK Bun u BO (aiinos
Perucrpaumons " v O06se
Ne | HHnme | anexTpoHHO " 3aroJI0BOK Hata Cpok (konmmaect
bIi HOMEp s MB | [Ipumeuan
n/ KC ro gena no ANMEKTPOHHO | JIOKYMEH | XpaneH | Bo daiinos "
3IIEKTPOHHOTO Oaiita us
n | Jena | HOMEHKIATY ro Ta us B
TOKYMEHTA v X
pe JNOKYMEHTa KOHTelHe
pe)
1 2 3 4 5 6 7 8
B nmaHHBIN pasmern onucH BHECEHO
(xatpaMH | TPOMICEHIO)
JJIEKTPOHHEIX TOKYMEHTOR
c Ne o Ne
odnemMoMm Oaiit. B Tom gucie
JHTEPHLIE HOMEPA.:
MIPOMyIIeHHbBIE HOMEepa:
K s51eKTpoHHBIM TOKYMEHTAM COCTABIICHBI peecTps daitnos.
HamMmenosanue JOIIKHOCTH COCTaBHTENI OIIMCH
(mommucs) (pacmmdpoBka moamHcH)
(mara)
3aBeytonias apXuBOM
(monmuce) (pacmmdpoBKa MOANHCH)

(nara)
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COI'JTACOBAHO
Haganpauk obmero otoena

(monmmice) (pacimdposka nogmucu)

JaTa

[Tepenan

(urhpaMi 1 IpOIHCHIO)
obBeMOM

OaiT

(unthpaMu 1 IPOTTHCHIO)

Hammenosanue momxkHOCTH pabOTHHKA
CTPYKTYPHOTO TIOpa3aeIICHus

AMEKTPOHHBIX JTOKYMCHTOB

(nommucs) (pacmmbpoBka moamucH)
(mara)
[Tpumsn SNEKTPOHHBIX JTOKYMEHTOB
(mE(pamMy ¥ TPOTHCEIO)
OauT
(madpaMu 1 NPOIHCEIO)
HavmeHoBaHME TOMKHOCTH PabOTHHKA apXUBa
(yMIa, OTBETCTREHHOIO 3@ APXHB)
(moammucs) (pacmuppoBKa MoAIHCH)
{(nara)
Peectp (aiinoB 31eKTPOHHOTO TOKYMEHTA
Ne Ne HanmMenosanue Qaiina Jata u O6peM (B | @opmar
I/ | 3MEKTPOHHOTO BpeMs DaiiTax) taiina
TOKYMEHTA 110 TIOCIIETHETO
OIIUCH HA3MEHEHUSA

(haiina
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IIpunoxenue Ne 24
O6pasen odopmiiennsa aKTa 0 BbIICICHHH K YHHYTOMKEHHIO IOKYMEHTOB,

HE moaJjeskammx XPaHCHHIO

OEJIEPAJIBHOE ATEHTCTBO T10O YTBEPX]TATO
PLIBOJIOBCTBY
@enepanbHoe rocyIapCeTBEHHOE OFOKETHOE Pexrop
00pa3oBaTENbHOE YUPEIKIEHHE BEICIIIETO OI'bOY BO «lanepriberys»
00pazoBanus «JlanLHEBOCTOYHETH N.0. ®ammmas
TOCYJIaPCTBEHHBIN TEXHIICCKHH « » 20 F.

PHIOOX03UCTBEHHBIN Y HUBEPCUTETY
(PI'BOY BO «lanspriGBTy3»)

AKT
Ne

(nara)
O BBIICTICHHH K YHHYTOXKEHHIO (APXHBHBIX )
JIOKYMEHTOB, HE IIOJNEKAIAX XPaHEHUI)

Ha ocoopanum
(HaBBaHHG W BBIXQOHBIE TAHHBIC nepeyHA JOKYMEHTOB C VKasaHuem CpOKOB HX xpaﬁemm)

OTOOPAHBI K YHHUTOKEHHIO KaK He HMEIOIITHE HAY4HO-HCTOPHUYIECKOM NEHHOCTH M YTPATHUBIIHE

IPaKTHYECKOE 3HAYEHUE TOKYMeHTEI (horma No

(Ne 1 HazBaHue (oHma)

Ne | 3aronosox | ['ogsr NoNe Neenxp. no | Kommuecrso | Cpoxu | [Ipumevanus
/11 Jena OIIUCH OIIUCH eI.Xp. (Oerl) | xpaneHus
(TpynmoBoit (1pu (nHOEKC O u NeNo
BBIOCIIEHHH K ar
3aroJI0BOK yuuuroxemmo | HOMCHKIIATYpe crarei
JOKYMEHTOB) JIOKYMEHTOB JIe) no
mpw HEPEYHIO
NOATrOTORKE
JEIN K
nepejaye B
apXMB
OpraHu3aliu,
rpada e
3anmoHsIeTcs)
1 > 3 - 3 5 1 7 8
Uroro em. Xp. (Zen, INeKTPOHHBIX [EN) 3a TOJTBL.
(uE(pamMu B NPOTIHCHIO)
OnmcH 1e1 MOCTOSHHOTO XpaHEeHH s 3a rogel yreepxkaeHs 11K
(HanMeHOBaHHE APXHBHOTO YUPENKIEHHS)
TPOTOKOII OT No

3aBenyromas ApXHBOM IMonuuce PacmmugpoBka mojmucu




COI'JTACOBAH
IIpoToKon 3KCIIEPTHOM KOMUCCHE
JlalbHEBOCTOUHOTO rOCY JapCTBEHHOTO
TEXHHYECKOTO PRIOOX03AMCTBEHHOTO
YHuBepcurera

oT Ne

I[OKYMEHTLI B KOJIHYECTBE
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IIpomomxernune npunoxenus Ne 24

VTBEPXXIEH
[IpoTokon sKcmepTHO-IIPOREPOYHOI
KOMHECCHEHN (pelepalbHOro Ka3eHHOTO
yupexnenus «Poccuiickuii
TOCYAAPCTBEHHBINA NCTOPHYECKUIA
apxuB /lanpHero Bocrokay
oT Ne

el. Xp.:

- Ha OyMa)KHOM HOCHTEJIE BECOM

KI' CIaHbl Ha YHHYTOXKEHHE;

- Ha 3JIEKTPOHHOM HOCHTEJIE CIaHbl Ha YHHYTOXKECHHEC

>

(cmoco® yHIITOXKEHNS)

HaumenoBanme 1omKHOCTH paboTHHKA,
CIABILIETO JIOKYMEHTEI

Jara

HUzmeHeHHs B YHYETHBIE MOKYMCHTBI BHECEHEL

HanMenoBanue J0DKHOCTH paboTHHKA
apXMBa, BHECIETO W3MEHEHHUS
B YUETHBIE IOKYMEHTEI

Hata

[Toamucs Pacmudporka noamicu

[Toammce Pacmmuposka noamucn
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[Tpunoxenne Ne 25
®opMa aKTa MPOBEPKH HATHYHS H COCTOSIHUSA APXHBHBIX A0KYMEHTOB

@EJIEPAJIBHOE AI'EHCTBO T10O

PBIBOJIOBCTBY
@enepanbHOE FOCYIAPCTBEHHOE DIOIKETHOES YTBEPX/IAIO
o0pasoBaTenbHOe YIPEIKACHHE BRICIIETO Pexrtop
obpasopaHus «JarbHEBOCTOIHEIIH @®I'BOY BO «lanspriGBTy3»
TOCY/IaPCTBEHHBIN TEXHAYECKHI 1.0. Oamumus
PHIOOX03AUCTBEHHBIN Y HUBEPCUTETY « » 20 i}

(®I'BOY BO «lanspribeTy3»)

AKT
No

(mata)
IIPOBEPKH HATMYUS W COCTOSHMUSA
ApXHBHBIX JOKYMEHTOB

Dong Ne

HasBarwme dorma

NeNe omuceit

ITposepka npoBoHIach ¢ 110

[TpoBepkoit ycraHoBIEHO:
1. Yucnures no

OITHCSM eILXD.

(KomM4ecTBO)

2. BBIBICHBI TEXHHIECKHE OIIMOKH:

2.1. MimeroT nuTepHEBIe HOMEDA:

a) He YUTEHHBIE B HTOTOBOMH 3aIACH em.xp.
(xosMuecTBO)

0) He IepevNCIeHHbIE, HO YITEHHBIC

B HTOTOBOM 3aITHCH en.xp.
(xommaecTrO)

2.2. [IponymeHo HOMepoB:

a) He YYTEHHBIX B HTOTOBOMH 3alHCH eqXD,
(konmH9IecTBO)

0) He NepeInCIIeHHBIX, HO

YYTEHHBIX B UTOTOBOH

3aMHUCH el.Xp.
(Kom4ecTBO)

2.3. Ipyrue, B pe3yasTaTe g4ero oobem

YBEJIMYMIICS HA EILXD.
(KomH9ecTRO)

YMEHBIIHIICS Ha en.xp.
(KoMYecTBO)

3. Hncnures Mo ONECSM B pe3yibTare
YCTpaHEHHS TEXHUYECKHUX OIMMUOOK en.Xp.
(xonmuvecTrO)
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4. He oxazanocs B HATHIHHA eI.XP.

(kommdecTBO)
5. MMeeTes B HAaTMIHH IO JaHHOMY (QOHIY

(BKIIFOYEHHBIX B OIIHCH) eI.XD.

(xosHyecTBO)

U3 HUX TpeOyIoumx:

a) me3uHPEKIHN e/.XD.
(xomrmaecTno)

0) e3uHCEeKIun en.xp.
(xommaecTBO)

B) pecTaBpalliy eImXp.
(xonu4ecTBO)

l") IepenyeTa Hiiy MOOIMHUBKHA EN.Xp.
(KoNMuecTBO)

1) BOCCTAHOBJIEHHS 3aTyXaIOMUX TEKCTOR em.Xp.
(xomuuecTBo)

©) CHSITHSI C ydeTa BBy HEHCIIPABAMBIX IOBPEXICHAH en.Xp.

(xonuuecTBo)

’K) IIPOBEACHIUS MUTPAITHA
(111 BNEKTPOHHBIX JIOKYMEHTOB Ha

(usrIeCcKH 000c0o6aeHHRIX
HOCHTEsX) €. Xp.
(xonuuecTBo)
6. MiMeeTcs He BKIFOYESHHBIX B OIMCH el.Xp.
(konuvecTBO)

7. toro no nanHOMY (GOHIY (BKIFOUEHHEIX U HE BKIIOUCHHBIX B OITHCH ),

HMEIIHXCA B HATMYHHA CO.Xp.

(xomuuecTBo)
8. XapakTepHCTHKA YCIOBHIT HX XpaHEHHS.

OTpHHaTeHBHBIE SABJICHHS B COCTOAHHH M YCIIOBHAX XpaHEHH.

IIposepky npomu3BoawITH:

Hanmenosanue (5) nomxHocTe
paboTHUKa (OB)

(nomruces) (pacmmporka noamucH)

{nara)
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IIpunoxenwne Ne 26
@®opma aKkTa 0 He 00HAPY)KEHHH APXUBHBIX JOKYMEHTOB,

IIYTH PO3bICKA KOTOPHIX HCYEPIAHBI

GENEPAJIBHOE ATEHCTBO T10
PBIBOJIOBCTBY
@deneparsHOE rOCYIaPCTBEHHOE OIOIKETHOE

YTBEPKIAIO
o0pazoBaTenbHOE yupeKIeHHe BEICIIEro Pexrtop
obpazopanus «JlambHEBOCTOYHBIN OI'BOY BO «JlanepeiGBTY3»
rOCYJapCTBEHHBIN TeXHHYECKHI N.0. Gamumust
PEIOOX03AMCTBEHHBIA Y HUBEPCHTET» « » 20

(®TBOY BO «/lanspeIoBTY3»)

AKT
No

(nara)
0 HEe 00HAPYIKEHUH apXHUBHBIX

TOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX
HCYEPIIAHEI

Hazpanwne u Ne porna
B pesynprarte

YCTaHOBICHO OTCYTCTBHC B (DOHIE IEPEYACIEHHBIX HIDKE €N (IOKYMEHTOB), NpPEINPUHSATEHIC

ApXHBOM MEPBI 110 PO3BICKY IEJI ITOJONKHUTECIIBHEIX PE3YIbTATOB HE HATH, B CBS3H C YeM CUHUTAEM
BOSMOYXHBIM CHATE C Y4€TAa.

No Omuch Enxp. | 3aronosoxenxp. | Kpaiinuwe | Kon-o muctos | Ipepnonaracmele | IIpaMedanus
/o Ne Ne (apxuBHBIX ATl (Bpems TIPHYHHBI
INOKYMEHTOB) 3BYYAHHSA, OTCYTCTBHS
MeTpax, 6aiT)
1 2 3 4 5 6 7 8
Hroro

€. Xp. (ApXUBHBIX TOKYMEHTOB
(mudpamu v poONUCEHIO)

Cozneprxanue yTpauyeHHEIX TOKYMEHTOB MOYKET OBITE YACTHIHO BOCIIONHEHO CIENYIONUMHE E1.X].
(moxyMeHTaMH):

(NeNe el Xp. M MX PYIIOBBIE 3aT0I0BKH)
3aBeyIomas apXHBOM

(nommucs) (pacmH(ppoBKa MOAMACH)
(mara)
YTBEPX/EHA COI'ZTACOBAHO
IIpOTOKOJI DKCIIEPTHO-IIPOBEPOUHOIMA IIpoToKos1 3KCTIepTHOM KOMUCCHH
KOMHCCHEH (peaepatbHOr0 Ka3eHHOTO JlalbHEBOCTOIHOT O

yupexaeHus «Poccuiickmii
roCyIapCTBEHHBIN HCTOPUYECKHIH
apxus [lansHero Boctoxa»

roCyIapCTBEHHOrO TEXHHIECKOTO
PBIOOXO3AHCTBEHHOTO Y HUBEpCUTETA

oT Ne oT Ne
VzMeneHHs B ydeTHBIE JOKYMEHTH BHECEHEI
Hammenosanue 10JDKHOCTH pabOTHHKA
(TTOATTHCE) (pacH(pORKA MOONHCH)
(nara)
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IIpunoxenue Ne 27

CTPYKTVYPA
HCTOPHYECKOH CIIPaBKH 0 Gorxoodpasosarene U GoHe

CrpyKTypa HCTOPHYECKOH CIIPABKH COCTOHT M3 TPEX Pa3fielioB:
- getopun Gorgoobpasoarens;

- ACTOpHH (POHIA;

- XapaKTepPUCTUKH JOKYMEHTOR (hOH/IA.

1. Wcropust Gponmoobpasoparens (IepBblil pa3nen MCTOPHYECKOH CIPaBKH) H3naraercs B
XPOHOJIOTHYECKOU mociuenoBarenbHocT (paxrtoB. CocraBisercss 10 Hadana paboT HO HaydHO-
TEXHUIECKOH 00paboTke OKYMEHTOB (hOHIA H YTOIHSAETCS B IPOLEcce paboThl HaJl (hOHIOM.

B nepBoM pasznene oTpaxkarTes:

1.1. Ceenenus o cosnanun (0Opa3soBaHHM), PEOPTraHU3ANMH, JIMKBHIAINH OPTAHMU3AIHH CO
CCBIIIKaMH Ha HOMEpPA M JaThl PacIiOPA/IMTeIbHBIX TOKYMEHTOB.

Haramu o0pasoBanmsi, PeOPraHH3aIMH WM JIMKBHOALMH YUPESKICHMS SBISIOTCS NaThl H3NAHHS
COOTBETCTBYIOIIUX HOPMATHBHBIX AKTOB.

llpy  Ha/MYMM HECKONBKMX TIPABOBBIX aKTOB O CO3NAHHH, TepPeHMEHOBAHWH,
NpeoOpasoBaHMM M JTMKBAIAIMA YIPEXKICHHS TPHBOMATCH JAThl BCEX NOKYMEHTOB, 332 OCHOBY
Oepercs nanOoNee paHHUM 11O BPeMEHHU MOMHCAHNS JOKYMEHT.

Ecnu cBeienus 10 HCTOPHH OpraHH3AlHM YCTAHOBICHEI HE 110 3aKOHONATENBHBIM aKTaM, a
KOCBCHHBIM IIyTeM (3aKOHONATENBHBIC aKThI He OBUIM OOHApYXKEHBI), 3TO O0OS3ATENEHO
OrOBapUBAETCS B MCTOPHYECKOIT CripaBKe.

Ceenenus 0 cozpannu (00pa3zoBaHuy), peOpraHM3aKY, ITUKBANALEE (HOHIOOOpasOBATEIIs
JAaloTes ¢ y4eToM (OpMyNTMpOBOK, NPHBEIEHHBIX B MPABOBBIX aKTaX: CO3MaTh, IPeoOpa3oBarh,
PEOPraHK30Bark, CO3MaTh Ha 0aze u T.1.

1.2. Ceenenusi 06 opranusanuy-npeIIeCTBEHHEKE (ecini opranusanus obpasyercs Ha Gaze
APYTOTO MPENNPHATHS ) Ul OPraHU3alHy, YHACTICIOBABLIEH ee (PyHKIHH.

1.3. CBenenusd 0 3afa4ax, CTPYKTYpe, QYHKIHAX OPraHA3ALME H HX H3MECHEHMS.

1.4. Ceenenus 06 M3MEHEHUSIX B HA3BAHHH, [IOJYMHEHHOCTH OPTAaHH3AIIHHL.

IlepeqncrisioTes Bee U3MEHEHHS B HA3BAHAN ¥ IOXYHHEHHOCTH OPTAHU3AIHMH C YKA3aHHeM
BCEX JlaT MOKYMEHTOB, Ha OCHOBE KOTOPLIX IIPOHM30LLUI0 H3MEHEHHE B HA3BAHHM U IOTYWHEHHOCTH
OpraHH3allHn.

1.5. CBenenus 0 CTPYKType OpraHU3anyy, ee H3MCHeHHH ¢ YKa3aHHeM BCex JIar.

1.6. CeneHns 0 TTOBEIOMCTBEHHOM CETH.

2. Wcropust ¢Qonpa (BTOpOHM pasmel MCTOPHYECKOM chpaBku). B Hem wu3jmararorcs
CIIEIYIOIINE CBEeHUS:

2.1. Otkyna u Korja NOKyMeHTHl ()OHOA TMOCTYNHIH B ApPXHB, Hamuuue (OHIA B apXHBAX
APYTUX OPraHH3alui, yKasplBAeTCd JaTa IepBOH nepenayu NOKyMEHTOR B APXHB.

2.2. DusznyUecKoe COCTOSHHE TOKYMEHTOB.

2.3. KonmuuecTso e B (oHIE W KpalHHE NaThl JOKYMEHTOB (OHZA, T.e. NaThl Hambolee
paHHEro ¥ HauboJlee MO3AHETO JOKYMEHTOB, BXOAIIIUX B €I0 COCTAB.

Kpaiinue narel JoKyMeHTOB (hOH/IA MOTYT HE COBIANATH C KpAHHHMMH JaTaMH JeSTeNbHOCTH
donnoobpazoparena, ecnM MO KAaKMM-THOO NPHYHHAM OTCYTCTBYIOT NOKYMEHTHI HAYABHOIO W
3aBEPIIAIOIIETO 3TAIOB AEITEIBPHOCTH OPTaHHM3AMN WM €CIH B (OH OpraHu3alud OBUIH B CBOE
BpeMs MEPeIaHbl HE 3aBCPIICHHbLIE JENONPOH3BOACTBOM JeNla OpraHH3allHH-IPeNIeCTBeHHUKA,
Ecnu xpaiimme JaTel NOKYMEHTOB (OHJA BEIXOIST 33 XPOHOJIOTHYECKHE PaMKH [EATEIBHOCTH
bornoodbpazosarens, BKIIOYEHHE HX B cOCTaB HOHIA 00A3aTeIILHO OrOBApPHBACTCS.

2.4. Bo Bropom pasiene MCTOPHYCCKOM CHPAaBKM OTPAXAcTCs WMIMCHEHHE B COCTARE H
o0BeMe (pOH/IA, WX NPUUMHLL [EPEUUCIIAIOTCS OCHOBHBIE KaTETOPUH HEIOCTAIONIMX JOKYMEHTOB C



112

YKa3aHMEM JaT, 332 KOTOPRIE OHH OTCYTCTBYIOT, @ TAK)€ pe3yNbTarsl MPOBENECHHOH paboThl IO
PO3BICKY HEIOCTAOIIHX JOKYMEHTOB.

2.5, O mpoBeleHHH HAYYHO-TEXHHYCCKOW 0OpPabOTKM NOKYMEHTOB, B KAKOM KOJHYECTEE
BBLICTIANNCE U3 POH/Ia JOKYMEHTSI, HE [OJUIE/KAIIHE XPAHEHHIO.

2.6. XapaKTepuCTHKA JOKYMEHTOB IO THYHOMY COCTaBY.

OCHOBHBIMM HCTOYHHKAMH TP HANMCAHMH BTOPOM YacTH MCTOPHYECKOM CIIPAaBKH
SBIIIOTCS. IOKYMEHTBI JJAHHOTO (POHIA, en0 HOHMA, YUCTHBIE JOKYMEHTHI (ONMCH, aKTHI, CIPABKH)
u 1p.

2.7. st o0beIMHEHHBIX (DOHIOB BO BTOPOM pasfieia AaeTcsi 060CHOBaHHE 00beTHHEHIS
($hosmoB.

3. XapakTeprCTHKa COCTaBa JOKYMEHTOR (POH/IA U MX HCHOMb30BaHus. CBEICHIS O HayYHO-
CIIPaBOYHOM amapare GQoHma (TpeTrit pasaen HCTOPUYECKON CIIPaBKH):

3.1. Obobmennas xapakrepucTHka (POHIA NAeTCS [O PAHOBMAHOCTH JOKYMEHTOB, HX
COJEPIKAHHIO.

3.2. Hanwvue Hay9IHO-CIIPABOYHOrO anmapara K GoHLY.

3.3. Mcnosp30BaHme NOKYMEHTOB (DOHIA.

B 5T0# 9acTH HCTOPHYECKOH CIIPABKH OTPAMKAKOTCS CIIEAYIOLINE CBEICHHS:
- COINEP)KAHUE TeMAaTHYECKUX H COIHANBHO-IIPABOBHIX 3AIIPOCOB;

- moa0Op ¥ BbIIaYa JOKYMEGHTOR B CTPYKTYDPHBIE MOAPA3TeTeHHs, MCCIeNOBATEIAM IpH
TIOITOTOBKE CIPABOYHUKOB, IIYTEBOMTENEH, 0030pOB, COOPHUKOB JOKYMEHTOB H Jp.

CocTaBHTENIb HCTOPHYECKOM CIIPABKK NOAIUCH N.O. Qammmus



