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B cBsi3u ¢ U3MEHEHUSIMU OpPraHU3ALMOHHON CTPYKTYpPbl YHHBEPCUTETA, BO
ucnoninenre npukaza MHUHOBPHAYKU POCCUU ot 29.11.2023 Nellll
«O mnepeuHe JOKYMEHTOB, 00pazylolmMXcs B IIpollecce  AesTeIbHOCTH
MuHucTepcTBA HayKd U Bbiculero oOpaszoBaHus Pocculickoit ®enmepauuu u
MOJBEIOMCTBEHHbBIX €MY OpraHu3alMH, C YKa3aHUEM CpPOKOB XpaHEHHs», Ha
ocHoBaHuM peuieHuss YueHoro coeta ®I'BOY BO «ZlonI'TY» ot 04.12.2024

npotokoia Ne 4,
NPpHUKa3blBalo:

1. VYrtBepaute u BBectM B AedictBue ¢ 05.12.2024 HHcTpykuuio mo
JeIONIPOU3BOCTBY.

2. CuMraTh yTpaTuBWMUM cuily 1m.1.2 HpI/IKaL’:a oT 26.05.2023 No29
~ «O0 yTBepX/IeHUH JTOKAJIbHBIX HOPMATHBHBIX aKTOBY.

3.  PyxkoBomuTensM  CTPYKTYpHBIX  MOJpa3Je/leHUd  YHUBEPCUTETA,
navanbuuky ~ OKwuJl  Bytkosckoit ~ M.C., 3aBenyiolleMy  KaHLeApHeil
[lleBuenko H.B., 3aBenytrowemy apxusom SAuxkanny O.B., oGecrnednts BbINOJHEHHE
TpedoBaHuit MHCTpYKUHHU. '

Pektop J.A. BulHeBcKHi
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YTBEPXJIEHA

ITpuka3zom pekropa

beneparbHOrO TOCYIaPCTBEHHOTO
00pa30BaTEIHLHOTO YUPEHKICHHUS BBICIIICTO
oOpa3oBanus «JloHOaccKuil rocy1apcTBEHHBIH
TEXHUYECKUN YHUBEPCUTET

ot «05» nexabpst 2024 r. Ne 135

WHCTPYKIIUS IO JJEJJOMPOM3BOJICTBY
®EJEPAJBHOI'O TOCYJJAPCTBEHHOI'O BIOJI)KETHOI'O
OBPA3OBATEJIBHOTI'O YUPEXKJIEHUS BBICIIETO OBPA3SOBAHUSI
«IOHBACCKHM I'OCYJAPCTBEHHBIA TEXHUYECKHAM

YHUBEPCUTET»
(®I'BOY BO «/IoHI'TY»)

1 O01mme mMoJ10KeHUus

1.1 WucTpykuusi mo JeIompou3BOJCTBY B (erepaibHOM TOCyJapCTBEHHOM
OIOPKETHOM 00pa30BaTEIbHOM YUYpEXJICHHH BhIcIIero oOpa3zoBaHus «Jlonbacckuii
rOCy/IapCTBEHHbIH  TEXHUYECKHH  yHUBepcuteT»  (mamee —  HMHcTpykuws,
YHUBEpPCUTET) YCTAHABIMBAET €IWHBbIE TpeOOBaHMUS K MOATOTOBKE, 00paboTKe,
XpAaHEHUIO M HCIOJIB30BAHUIO O0pa3yloIIMXCSd B JEATEIbHOCTH Y HUBEPCHUTETA
JOKYMEHTOB, pa3paboTaHa B IEJSIX COBEPIICHCTBOBAHMS JEJIONPOU3BOACTBA U
NOBbIIEHUS 3PPEKTUBHOCTH PAOOThl € AOKYMEHTAMHM NYTEM perjaMeHTalluu Ha
€IUHON NpaBOBOM M METOJMYECKOM OCHOBE IpaBUJI MOATOTOBKM JOKYMEHTOB,
TEXHOJIOTUH pabOThl ¢ HUMHU, OPraHU3ALUH UX TEKYIIEr0 XpaHEHHs U MOATOTOBKU K
repesaye B apxXuB Y HUBEPCUTETA.

1.2 Wuctpykuus pazpaboTaHa Ha OCHOBE:

— TloctanoBnenus IIpaButenbctBa Poccuiickoit @engepauun ot 01.02.2020
Ne 71 «OO6 wu3MeHeHMM W TPU3HAHWU YTPATUBIIMM CHJIYy HEKOTOPBIX aKTOB
IIpaButensctBa Poccuiickon denepanuny».

— Ilpuxkaza ®enepanpHoro apxuBHoro areHTcTtBa oT 11.04.2018 Ne 44
«O0  yTBEepKACHHUM NPUMEPHOM HHCTPYKUMHU 1O  JEJIONPOU3BOJACTBY B
rOCYJapCTBEHHBIX OPraHU3aALUIX).

— HammonansHoro cranpapta Poccuiickoit @eaepanuun 'OCT P 7.0.97-2016
«Cucrema cTaHaapToB NO HHpOpMaIMK, OUOIMOTEYHOMY W H3AATEIBCKOMY JIEIy.
Opranu3aliMOHHO-pacHopsIIMTENIbHAS  JOKyMeHTalusl. TpeboBaHus K O(OPMIICHHUIO
JOKYMEHTOBY, YTBepkIeHHOTo [Iprukazom ®PenepanbHOro areHTCTBA MO TEXHUYECKOMY
perynupoBaduio U metposiorun oT 08.12.2016 Ne 2004-ct (B pen. Usmenenus Ne 1,
yrBepxacHHOro IIpukazom Poccrannapra ot 14.05.2018 Ne 244-cr).
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— Ilpukaza ®enepanbHOro apxuBHOro areHcrBa Poccuiickon denepaunu OT
31.07.2023 Ne 77 «OO0 yTBepKIeHUM TMpPaBWI OpraHU3alMUd XpaHEHUs,
KOMIUJIEKTOBAaHHUS, Yy4y€Ta W HCHOJb30BAHMS JOKYMEHTOB apXuMBHOro (¢oHjaa
Poccuiickoit ®enepauuu W APYrux apXUBHBIX JOKYMEHTOB B TOCYJapPCTBEHHBIX
OpraHax , OpraHax MECTHOT'O CAMOYIIPABJICHHS U OPTaHU3aALUAX).

— IIpukaza MUHOBPHAYKU POCCHUMU ot 29 Hos6ps 2023r. Ne 1111, «O
[lepeune MOKyMEHTOB, OOpa3ylOUIMXCS B Mpolecce AesTeNbHOCTH MHUHHCTEpPCTBA
HayKu M BbIclIero oopasosanus Poccuiickoit @enepannu U nMoaBeJOMCTBEHHBIX EMY
OpraHu3alui, ¢ yKa3aHUEM CPOKOB XPaHEHHS.

1.3 Tlonoxenuss WMHCTpyKUMH pacnpoOCTPaHSAIOTCSA: HAa OpraHU3alMOHHO-
pacnopsauTeNbHyI0 (YIpaBiIeHUYECKYI0) OKYMEHTAlMI0 YHHUBEPCUTETa — B YaCTH
CO3JaHMs U OpraHU3alMK pabOThl C HEM HE3aBUCUMO OT BUJIa HOCUTEISI, B TOM YHCIIE
C DJEKTPOHHBIMU  JOKYMEHTaMH, BKJIOYas MX TMOATOTOBKY, 0OpaboOTKy,
PETUCTpAIMI0, Y4Y€T M KOHTPOJIb WCIIOJHEHHs, OpPraHW3aluI0 XpaHEHUs; Ha
OyXranTepcKylo, Hay4YHO-TEXHHYECKYI0, Yy4ye€OHO-METOJUYECKYI0 U  JIPYrylo
JOKYMEHTALMIO — B YaCTH OOIIMX MPUHLHUIIOB PaObOThl C JOKYMEHTAMHM, a TAKXKe HX
MIOATOTOBKH K I€pe/laye Ha apXUBHOE XpPAHEHUE.

1.4 TIlonoxenus Hacroswmeld WHCTpyKIMM HE pacnpoCTpPaHSAIOTCS Ha
OpraHu3anuio paboTbl C JOKYMEHTAMH, COJEPKAIMMU CBEIEHHUS, COCTABISIOLIUE
roCy/IapCTBEHHYIO TailHy. OcoOeHHOCTH PabOThl C JAOKYMEHTaMH, COJEPKallUMU
KOH(UJIEHIHaTbHYI0 HHMOpMaIuio (CIykeOHYI0 M HHYI0 TaiiHy, MepCOHAIbHbIC
JaHHBIE), PETYJIUPYIOTCS B COOTBETCTBUU C (eJIepaIbHBIM 3aKOHOAATEIbCTBOM.

[lopsnoxk oOpamieHus C  JOKYMEHTaMH, COJEpKAIlUMH  CIIYKEOHYIO
HH(pOpMaIMIO OTPAaHMYECHHOTO JOCTyMa (pacmpocTpaHeHus) («IJs CiayKeOHOro
MOJIb30BAHUS» ), YTBEPKJIEH PAaCIOPAIUTEIbHBIM IOKYMEHTOM.

Opranuzanys, BEACHUE U COBEPILICHCTBOBAHUE CHCTEMBI JTOKYMEHTALIMOHHOTO
o0ecrieyeHHss Ha OCHOBE €IMHOW TEXHUYECKOW MOJIMTUKU U MMPUMEHEHUS] COBPEMEHHBIX
TEXHUYECKHX CPEICTB B paboTe C JOKYMEHTaMM, METOJMYECKOE PYKOBOJACTBO U
KOHTPOJIb COOJIIO/IGHUSI YCTAHOBJIEHHOTO TMOpsAJAKa padOThl C JOKYMEHTaMU B
CTPYKTYPHBIX IOJIPA3ACIICHUSAX Y HUBEPCUTETA OCYILIECTBIISIETCS KAHLIEISIPUEH.

1.5 OTBeTCTBEHHOCTh 3a OpraHU3aldI0 JIEJIONPOU3BOJICTBA, COONIOACHUE
YCTAHOBJICHHBIX MPaBUJI, CPOKOB HCTIOJHEHUS U MOpsiiKa pabOThl ¢ JOKyMEHTaMu B
CTPYKTYPHBIX MOJIPA3ACIICHUAX BO3JIaracTcsa Ha UX PyKOBOJAUTENEH.

1.6 HemocpencrBeHHOE BEAEHUE  JEJIONPOU3BOACTBA B  CTPYKTYPHBIX
MOJIpa3/ieNICHUsIX BO3jIaraeTcs Ha pabOTHUKOB, HA3HAYEHHBIX OTBETCTBEHHBIMHU 32 3TY
paboTy, KOTOphle OO0ECNeYMBalOT Yy4ye€T U MPOXOXKJICHHE JIOKYMEHTOB B
YCTAHOBJIEHHbIE CPOKHU, HHOOPMUPYIOT PYKOBOJCTBO O COCTOSSHMM UX MCIOJIHEHUS,
OCYIIECTBIISIIOT ~ O3HAKOMJICHHE  JPYrMX  paOOTHUKOB  MOJpPA3ACICHHUS  C
HOPMATUBHBIMU U METOAMYECKUMU JOKYMEHTAMH.



1.7 Tlpu mnepexome Ha Apyrylo paboTy paOOTHUKOB, OTBEYAIOUIUX B
CTPYKTYpPHBIX TMOAPA3NACICHUAX YHUBEPCUTETA 3a BEICHUE JIEJIONPOU3BOJCTBA,
nepenaya BceX JOKYMEHTOB BHOBb Ha3Ha4aeMbIM pPaOOTHHUKAM MPOU3BOAMUTCS IO
akTaM. AKTbl YTBEpPKIAIOTCA PYKOBOJMTEISIMU CTPYKTYPHBIX MOJpa3/IeJICHHI.
Konuu akToB HanpaBIIsIOTCS B KAHUESPUIO U ApXUB Y HUBEPCUTETA.

[Ipu yxome B OTHYCK, Bble3/le B KOMaHAUPOBKY, Ha BpeMsl OOJIE3HH WJIU B
cllydae YBOJIbHEHMS M TMepeMelieHusi MO0 Ciayxk0e pabOTHUK CTPYKTYPHOTO
nojipasziesieHus: 00s13aH NepeaaTh HaxoAIIUecs Yy HEro Ha UCIOJHEHUU JOKYMEHTHI
ApyroMy pabOTHHKY 1O YKa3aHHUIO PYKOBOJMTENSI COOTBETCTBYIOLIETO CTPYKTYPHOTO
IIO/Ipa3IeIICHUS.

1.8 Brobimonnenne  TpeOoBaHui — Hactosmed — MHCTpykmum  sBisercs
00s3aTENbHBIM ISl KaXA0r0 paboTHHUKA Y HUBEPCUTETA.

PaGoTHMKM  CTPYKTYpHBIX  MOJpa3feieHuil  YHuBepcuTeTa  HECyT
TUCHUIUIMHAPHYIO, aIMUHHUCTPATUBHYO u UHYIO, YCTaHOBJIEHHYIO
3aKkoHOJaTesbCcTBOM Poccuiickoii dexepannu, OTBETCTBEHHOCTb 3a HapylIeHUE
CPOKOB XpaHEHHs JOKYMEHTOB, yTpaTy M HECAaHKIMOHUPOBAHHOE YHHUYTOKEHHE
ciyxeOHbIX JokyMeHTOB. C TpeboBaHusIMU MHCTPpYKIIMH COTPYIHUKHU JOJIKHBI OBITH
O3HAKOMJIEHBI ~ MOJ]  PACHOUMCKy  OTBETCTBEHHBIMH  3a  JEJONPOU3BOJICTBO
COOTBETCTBYIOIINX CTPYKTYPHBIX MMOAPA3ACICHHN.

1.9 B ciydae yTpaTbl 3aperiCTpUPOBAHHOTO JOKYMEHTa pAOOTHUK CTPYKTYPHOTO
HOApa3/eieHus 00s3aH HE3aMEIJIUTENBHO JOJ0KUTh PYKOBOAMTEIO CTPYKTYPHOTO
nozpaszzaeneHus. PykoBoauTeneM CTPYKTYpPHOIO IMOJAPA3NEICHUS OPraHU3yeTCsl PO3bICK
yTPauEHHBIX TOKYMEHTOB. ECIM PO3BICK TOKyMEHTOB HE JAET PE3ysbTaTa COCTABIISETCS
akT, B KOTOpPOM YKa3blBalOTCA JAaHHBIE YTPAYEHHOIO JOKYMEHTa, a TaKkKe
00CTOSITENBCTBA, ITPU KOTOPBIX MPOU30IILIA YTPaTa, MOCie Yero NpeANPUHUMAIOTCS MEPHI
IO 3aMELLIEHHIO TJAHHOTO JIOKYMEHTA 3aBEPEHHON KOITUEN JOKYMEHTA.

1.10 Kanuendapust ~ opraHuszyer  peryJjisipHble  IPOBEPKHU COCTOSIHUSA
JEJNONpPOU3BOICTBA U coOMo/ieHus TpeOoBaHui WMHCTpYKUMH B CTPYKTYPHBIX
noApasfeneHusax YHuBepcurera. O pe3ynpratax NOpPOBEPOK  JOKJIAIbIBACTCS
PYKOBOJCTBY Y HUBEPCHUTETA.

1.11 PaGotath ¢ JOKyMEHTamMH, TMOCTYNUBIIMMU B YHUBEPCUTET, BHE
CIIy’>K€OHBIX MOMEIIEHUN U BHOCUThH B HUX UCIPABIICHUS HE pa3peniaeTcs.

1.12 Ucnonb30oBaHuE CBEACHHM, COJAEPXKAIIMUXCSA B CIIY>KEOHBIX TOKYMEHTax
VYHuBepcuTeTa, B Ie4YaTH M JPYTrUX CPEJACTBAX MAacCOBOM HMHGPOpMALMK HE
JOMyCKaeTcsl, IepeAadya JOKYMEHTOB WM WX KONUA pabOTHMKAM CTOPOHHHX
OpraHu3alui JOMYCKAETCS C pa3pellieHUs PEeKTopa WM JIMIA, UMEIOIIETO MPaBO
MIOANHUCH B CIIy4a€ BPEMEHHOI'O OTCYTCTBHUSI PYKOBOJAUTES.

C conmepkaHHeM MOATOTOBICHHBIX B Y HUBEPCUTETE JIOKAJIBHBIX HOPMATUBHBIX
aKTOB MOTYT OBITh O3HAaKOMJIEHBI TOJIBKO JHIA, MMEIOLIME OTHOLIEHHWE K HX
HCIIOTHEHUIO.



BsaumoneiictBue co cpenctBaMu MaccoBOM HMH(OpMalMKM U Tepenada UM
CIy’)keOHOW HMH(pOpPMALIUA  OCYIIECTBISIETCS CTPYKTYPHBIMH  TOJpa3/ieICHUSIMU
YHuBepcuteTa, CeaibHO Ha TO YIOJHOMOYEHHBIMH, & B OTACIBHBIX CIy4asX — IO
MIACBMEHHOMY Pa3peUIEHUI0 PEKTOPa WM JIULA, UMEIOUIETO MPABO MOJANKCH B CIIydae
BPEMEHHOT'0 OTCYTCTBUS PYKOBOJUTENS.

1.13 Benenne mepenucKkyd C  BBIMIECTOAIIMMU OpraHaMHM BJIACTH U CO
CTOPOHHHMH OPTraHU3alUsIMH OCYIIECTBIISIETCS PEKTOPOM YHHUBEPCUTETA WIIH
YIOJTHOMOYEHHBIMU JIOJ>KHOCTHBIMU JIMLIAMH.

1.14 [IpaBuna pa®oTel C JAOKYMEHTaMH B CHUCTEME 3JIEKTPOHHOIO
noKymMeHToobopoTa YHuBepcuteta (manee - COJ]) m uHbIX HHGOPMAIMOHHBIX
CUCTEMaX, B KOTOPBIX OCYIIECTBIISIETCS CO3/aHHE (BKJIIOYEHUE) M XpaHEHUE
JOKYMEHTOB, HE JTOJKHBI BXOJUTH B IPOTUBOPEUNE ¢ MoJIokeHUus MU MHCTpyKIuu.

2 OCHOBHbIC TOHATHUSA

B nHacTosmeit MTHCTpyKIMHM UCIIOJIB3YIOTCS CIEAYIOIINE OCHOBHBIE MOHSTHUSA

aBTOP JOKYMEHTa — JIMIO (OpraHu3aius, JOJKHOCTHOE JUI0, (PU3MYECKOe
JIUII0), CO3/aBIIee TOKYMEHT;

apxXMB —  CTPYKTYpPHOE MOAPA3NAECICHUE YHUBEPCUTETA, OCYIIECTBIISIOLIEE
KOMILUIEKTOBAHUE, YUET, XPAHEHUE U UCIIOJIb30BAHUE aPXUBHBIX TOKYMEHTOB;

ApXUBHBIH JOKYMEHT — MaTepUalibHbI HOCHUTENb C 3a(UKCUPOBAHHOM Ha
HEeM  HHpoOpMaluel, KOTOpPbIA  HMMEET  PEKBU3UTHI, MO3BOJISIOLUIUE  €rO
UACHTUPUIUPOBATh, W TMOJJIEKHUT XPAaHEHHIO B CHJIY 3HAYMMOCTH YKa3aHHBIX
HOCHTEJIS U MH(OpMAUu I Tpak]iaH, oOLIECTBA U TOCY1apCTBa;

0JIaHK JOKYMEHTAa — JIUCT OyMaru WiM 3JIEKTPOHHBIHN 11a0JI0H C peKBU3UTAMU,
UACHTUPUIUPYIOMIUMH aBTOpa OPUIIUATBLHOTO JOKYMEHTA;

BHJA [JOKYMeHTa — KjacCU(UKAIMOHHOE TIOHATHE, OOO3HaAYaroIiee
MIPUHAJIEKHOCTh JTOKYMEHTA K OINPEAECIEHHON rpynie AOKYMEHTOB IO NPHU3HAKY
OO0LIHOCTH (PYHKIIMOHAJIBHOT'O Ha3HAYEHHUS;

BU3a — PEKBU3UT, (PUKCHUPYIOUIUN COTrjacue WIM HECOrJlacue OJKHOCTHOTO
JULA C COAepKaHUEM JIOKYMEHTA;

J€JI0 — COBOKYITHOCTh JIOKYMEHTOB WJIU OTAEJIbHBIN TOKYMEHT, OTHOCSIIIUECS K
OJIHOMY BOIIPOCY WJIA YYacCTKY J€ATEIIbHOCTH;

AeJONPOU3BOACTBO — JCSATEIBHOCTb, 00ECIeUnBaOIas JOKYMEHTUPOBAHUE,
JOKYMEHTOOOO0POT, ONIEPATUBHOE XPAHEHHE U UCTIOJIb30BaHHUE IOKYMEHTOB;

AOKYMeHT — 3adUKCHUpOBaHHasg Ha Hocutese MHPOpMalMs C PEKBU3UTAMU,
MO3BOJISIIOLIUMU €€ UACHTU(PUIUPOBATD;

AOKYMEHTHMPOBaHUe — 3aMKiCch HH(OpMAIUK HAa HOCUTEJIE IO YCTAHOBJIEHHBIM
IIpaBUjIaM;

AOKYMEHTO0000pPOT — JBWKEHHE JOKYMEHTOB C MOMEHTA WX CO3JAHUsA WU
MOJIYYECHHMSI 10 3aBEPIIEHUS UCTIOJHEHMSI, TOMEILIEHUS B 1€710 U (WJI1) OTIPABKY;



3aBepeHHAasl KONHA JOKYMEHTa — KONHsS JOKYMEHTa, Ha KOTOpOH B
COOTBETCTBUM C  YCTAHOBJIEHHBIM  MOPSAKOM  MPOCTABJISIOT  PEKBU3UTHI,
oOecreynBalolre ee IPUIUIeCKyI0 3HAUNMOCTb;

KONMS JOKYMEHTAa — SK3EMIULSIP JOKYMEHTA, MOJHOCTHIO BOCIPOU3BOASIIMIMA
uH(pOpMAIMIO MOJJIMHHUKA JOKYMEHTa U €ro BHEIIHHE NpU3HAKW, HE HMEIOIIUN
IOPUANYECKON CHUIIBI;

HOMEHKJIATypa JeJl — CHUCTEMaTU3MPOBAHHBIA MEpEUYeHb 3arojOBKOB I,
bopMHpyeMbIX B YHUBEPCUTETE, C YKa3aHUEM CPOKOB UX XpPAHEHHUS;

oOpameHue (GU3NYECKOr0 JHMLA — MHCbMEHHBIC MPEIJIOKEHUS, 3asBICHUS
WM 5Kajio0bl, a TaKKe YCTHbIE 00palleHus (pU3ndecKux JIuLL;

00beM [IOKYMEHT0000pOTa — KOJMYECTBO JOKYMEHTOB, NOCTYNHUBIIUX B
YHUBEPCUTET U CO3/IaHHBIX UM 32 ONPEEICHHBINA EPUOI;

KaHUeJsIpUsi — CTPYKTYpHOE TMOJpa3/ieliecHue YHHMBEPCUTETa, Ha KOTOpOE
BO3JIO’KEHBI (DYHKIIMU 110 BEJEHUIO JIETONPOU3BO/ICTBA;

ogopMIiIeHHe es1a — [TOArOTOBKA Jielia K Mepeaye Ha apXUBHOE XpaHEHUE;

opopMiieHHe [JOKYMEHTa — IIPOCTABJICHHE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3HTOB;

NOAJIMHHHUK JOKYMEHTa — TIEpBbIi WIM E€IUHCTBEHHBI HK3EMILLIP
TOKYMEHTA;

perucTpanusi JAOKyMEHTa — IIPUCBOCHHUE JIOKYMEHTY pETUCTPALMOHHOIO
HOMEPA, BHECECHHE CBEJACHUI O JOKyMEHTE B PETUCTPALIMOHHO-YUETHYI0 (hOpMY;

PEKBU3UT [OKYMEHTAa — DJEMEHT JOKyMEHTa, HEOOXOJUMBIH sl €ero
oopMIIeHUS U OpraHu3aluu paboThl C HUM;

CHCTEMA JJEKTPOHHOI0 [OKYMEHT0000poTa — aBTOMAaTU3UpPOBAaHHAas

nH(pOpMaIMOHHAsT cCUCTEMA, 0OecTieunBaroias Co3JJaHue ANEKTPOHHBIX JTOKYMEHTOB
Y DJIEKTPOHHBIX KOMUN JOKYMEHTOB, YIPABICHUE UMU, UX XPAHEHHUE U TOCTYN K HUM,
a TAaK)K€ PErucTpanuio J0KYMEHTOB;

yHuuuupoBanHas ¢opMa JOKyMEHTa — COBOKYIHOCTb PEKBU3HTOB M
TUTMIOBBIX (ParMeHTOB TEKCTa JOKYMEHTa, YCTAHOBJIEHHBIX B COOTBETCTBUHU C
pemiaeMbiIMM B JTaHHON cdepe [eqaTeNbHOCTH 3aJadyaMd M PACHOJIOKEHHBIX B
OTIpEJICTICHHOM MOPsIIKE Ha HocuTene HHGOpMaIliy;

(¢popmupoBanue nena — rpynnupoBKa HWCHOJHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUH C HOMEHKJIATYPOU JI€Nl U UX CUCTEMATHU3ALMs BHYTPH JIENIA;

JIKCHEPTH3a LHEHHOCTH AOKYMEHTA — U3YYEHHUE JIOKYMEHTOB HAa OCHOBAaHUH
KPUTEpUEB HUX LEHHOCTU B LENSAX ONPEAECIECHUS CPOKOB XPAHEHUSI JOKYMEHTOB U
oTOopa ux Jis BKIIOYEeHHs B cocTaB ApxuBHoro gonna Poccuiickoit @enepannu;

3JIEKTPOHHASI KONMHMSI [JOKYMEHTAa — KONUsA JOKYMEHTa, CO3/aHHas B
AIEKTPOHHOU dopme;
JIeKTPOHHAsi MWoAmUCch — UWHpoOpManmus B JJIEKTPOHHOH  (opme,

MMPUCOCANHCHHAA K 3JICKTPOHHOMY NOKYMCHTY WJINM HHBIM 06p2[30M CBs3aHHas1 ¢ HUM
X ITO3BOJIAIOIII A I/II[CHTI/I(i)I/ILII/IpOBaTB JIULO, IIOAIIMCAaBIICC BHCKTpOHHBIﬁ HOKYMCHT,
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JJeKTPOHHBIA JOKYMEHT — JOKYMEHT, B KOTOPOM HH(pOpMaLus
Mpe/iCTaBlIeHa B AJIEKTPOHHOU (popme;

3JIEKTPOHHBIA JOKYMEHT0000pOT — JOKYMEHTOOOOPOT C HNPUMEHEHHEM
MH(OPMAIIMOHHON CUCTEMBI;
OpuadYecKasl CWja [JOKYMeHTa — CBONCTBO O(QUIMAIBHOIO JOKYMEHTa

BBI3BIBATH IIPABOBLIC ITOCJICACTBHA.

3 JIoKkyMeHTHPOBaHUE YIIPABJICHYECKON AesiTeJIbHOCTH
3.1 O0mme TpedoBaHUA K 0(POPMIICHUIO JOKYMEHTOB:

3.1.1 Ilpu cocraBienuu 1 0HOPMIECHUHU JOKYMEHTOB HEOOXOIMMO COOIIOATh
psan TpeOOBaHUN M MpaBUi, O00ECTICUMBAIOIIMX HOPUAUYCCKYIO CUIY JTOKYMEHTOB,
CIOCOOCTBYIONIUX OTMEPATUBHOMY HCIIOJHEHHIO JOKYMEHTOB M UX IOCJIECAYIOIMIEMY
HCIIOJIb30BaHUIO.

3.1.2 B cootBerctBUU ¢ 3akoHOAATeNbCTBOM Pocculickoii ®enepanuu u
cyosekta Poccuiickoit ®@enepanuu — Jlyranckoit HapomHoit PecnyOnuku (nmanee —
NEHUCTBYIONIEE 3aKOHOAATEIhCTBO), JIOKAIHHBIMHM HOPMATUBHBIMHU aKTaMH B
YHUBEPCUTETE U3IAIOTCA OPraHU3AIMOHHO- PACTIOPSAIUTEIbHbBIE JOKYMEHTHI.

3.1.3 B 1mensx TMOBBIIIEHUS KadyecTBa TOATOTOBKM  OpraHU3allMOHHO-
pacropsAuTEIbHBIX JOKYMEHTOB B YHHMBEPCUTETE YCTAHABIUBAIOTCA €IUHBIC
MpaBujia MOATOTOBKU U 0OPMIICHUS TOKYMEHTOB.

Ocob6ennoctu ohopmMIICHUST JOKYMEHTOB, CO3JaBaeMbIX B CTPYKTYPHBIX
MOAPA3ACICHUAX YHUBEPCUTETA M OTPaXKAIOIIMUX CIHEMUPUKY UX ACATETbHOCTH, a
Takke TMpaBWwia OpraHu3alvd pabdoOThl C JaHHBIMH JOKYMEHTaMHU MOTYT
YCTaHABIIMBATHCA OTACIBHBIMU JIOKAJTLHBIMU HOPMATUBHBIMU aKTaMU Y HUBEPCHUTETA.

3.1.4 Cocranenne u opopMICHHE JOKYMEHTOB MPEANOaraeT HaJudue B HUX
OTpPENICNICHHBIX pPeKBU3UTOB. CoOCTaB M TMOPSJOK PACIONOXKEHUS PEKBU3UTOB
ycTaHaBnuBarorces aeictyromumu ['OCTamu.

3.1.5 PexkBuzuTaMu ITOKYMEHTOB, CO3/laBa€MbIX B TIpollecce IAeATEeIbHOCTU
OpraHu3aIuu, SBIISTIOTCS

— HaUMEHOBAHUE OpTaHa BBICIIETO YPOBHS;

— HaUMEHOBAHUE OpPTaHU3AIINY;

— HaUMEHOBaHUE JIOJDKHOCTH,

— CIIpaBOYHBIC TaHHBIC 00 YHUBEPCUTETE;

— HaMEHOBAHHWE BHUJIa IOKYMEHTA;

— JaTa JOKyMEHTa;

— PETUCTPAIIMOHHBIM HOMEP IOKYMEHTA;

— CCBUIKA Ha PETUCTPAIMOHHBIN HOMED U JaTy BXOSIIEr0 TOKYMEHTA,;

— MECTO COCTaBJIeHHUsI (U3J]aHUs) TOKYMEHTA,;

— rpud orpaHUYCHHUsI TOCTYIIA K TOKYMEHTY;

— aJpecar;
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— Tpud yTBEepKICHUS JOKYMEHTA;

— yKa3aHus 10 UCIIOJTHEHUIO JJOKYMEHTa (PE30JIIOLHs);

— 3aroJIOBOK K TEKCTY;

— TEKCT JOKYMEHTa;

— OTMETKa O KOHTPOJIE;

— OTMETKa O MPUJIOKEHUU;

— TIO/IIHCh;

— OTMETKa 00 3JIEKTPOHHOM MOJIIUCH;

—rpu@ coriacoBaHus TOKyMEHTA;

— BU3a;

— 1IeYarhb;

— OTMETKAa O 3aBEPEHUH KOTIHH;

— OTMETKa 00 UCIIOJIHUTETIE;

— OTMETKa 00 MCIOJIHEHUH JJOKYMEHTAa H HalPaBJICHUU €ro0 B JIENO;

— OTMETKA O MOCTYIJICHUU JOKYMEHTA;

— CCBUJIKA HA JIOKYMEHT.

CocTaB peKBU3UTOB JIOKYMEHTa ONPEEAETCS €ro BUIOM U HA3HAUYCHHUEM.

3.1.6 HoxymenTtsl YHuBepcuTeTa OQOpMISIOTCS Ha  OJaHKax  WIH
CTaHJApTHBIX JUcTax Oymaru popmata A 4.

3.2 bi1aHKH 10KYMEHTOB

3.2.1 JlokyMeHThI, co3/laBaeMble B Y HUBEpcUTeTe, 0hOpPMIIAIOTCS Ha OJaHKax,
Ha CTaHJapTHBIX JucTax Oymaru opmata A4 (210x297 mm), AS (148x210 mm) wiu
B BUJI€ AJIEKTPOHHBIX JOKYMEHTOB U UMEIOT YCTaHOBJIECHHBIN COCTaB PEKBU3UTOB, X
pacnionoxxenrie u opopmiienue. (Ilpunoxenue 1)

bnanku ciayxeOHbIX JOKYMEHTOB M3TOTaBIMBAIOTCS HA CTAHIAAPTHBIX JIUCTaX
oymaru gpopmatoB A4 (210x297 mm), AS (148x210 mm).

Kaxnpiii aucT gokymeHta, oQopMJIEHHBIM Kak Ha OJlaHKe, Tak U 0e3 Hero,
nokeH umerh nona: 30 mm - seBoe; 20 Mm - BepxHee; 20 MM - HUKHEE;
10 MM - ipaBoe.

Hcnonb3oBaHue pa3lUyHBIX COYETAaHUM pa3mMepoB IpudTa B  OJHOM
JOKYMEHTE HE JIOITyCKaeTCsl.

[Ipu oopmieHnn TOKyMeHTa JOMYCKAeTCsl MCIOJIb30BaTh MEPEHOC B CIIOBAX,
KpOME 3aroJIOBKOB.

AOG3alHbIi OTCTYN TEKCTa B JOKyMeHTe — 1,25 cm.

3aroyioBKM pas3esioB U MOJpa3/eioB MeYaTaTcs ¢ a03alHbIM OTCTYIIOM WM
LHEHTPUPYIOTCA 10 HIUPUHE TEKCTA.

Texct nmeuyataetcs yepe3 1 — 1,5 MeXKCTpOUHBIX MHTEpBaja U BbIPABHUBACTCS
0 IIUPUHE JIUCTA.

Homepa cTpanui NpoOCTaBIAIOTCA NOCEPEANHE BEPXHETO IMOJSA TOKYMEHTA Ha

PacCTOAHNN HC MCHCC 10 MM oOT BCPXHCTO Kpas JIUCTA.
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3.2.2 VHUBEpPCUTET HCIOJb3YyeT OJaHKH JIOKYMEHTOB, M3TOTOBJICHHBIC Ha
OyMa)XHOM HOCHTEJIE W/WUJTU AJIEKTPOHHbIE 11a0J0HbI 6J1aHKOB. biianky Ha OyMakHOM
HOCHTEJIE U 3JIEKTPOHHBIE A0JIOHBI OJIAHKOB JIOJKHBI ObITh WEHTUYHBI 10 COCTABY
PEKBHU3UTOB, OPSAJKY UX PACIIOIOKEHHS, TApHUTYpaM IpUQTa.

3.2.3 bnanku TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE U DJICKTPOHHBIC 1A0JI0HBI
0JIaHKOB M3rOTAaBIMBAIOTCA Ha OCHOBAHMM MAaKETOB OJIAHKOB, YTBEPKIAEMBbIX
PEKTOPOM Y HUBEPCUTETA.

3.2.4 Co3naBaeMble YHHBEPCUTETOM JIOKYMEHTBI — PAaCHOPSAUTENBHBIE,
MH(OPMAIMOHHO-CIIPABOYHBIE, IJIAHOBBIE, OTYETHBIEC, TUCHhMA U Jp. — OQOPMIISIOTCS
Ha OJaHKax ¢ coOoieHreM TpeOoBaHMi K 0(hOopMIIEHUIO peKBU3UTOB (pazaen 3.3.).

3.2.5 JloxyMeHTHI, U37aBaeMble OT UMEHHM YHUBEpPCUTETa U JABYX WU Oosee
opraHuzaiui, ohopmisitoTcst 6€3 61aHKa Ha CTaHAAPTHBIX JTUCTaxX OyMaru.

3.2.6 Opranuzanus paOOThl MO W3TOTOBJICHUIO HOMEPHBIX OJAHKOB MUCEM
VYHuBepcuteTa 1 0J1aHKOB 6€3 HOMepa BO3/1araeTcs Ha KaHIEISIPUIO.

3.2.7 WsroroBneHue 0JIaHKOB MIPOU3BOIUTCS B N3 narenscko-
MOJIUTPAPUIECKOM IIEHTPE IO 3asiBKaM KaHUEISPUH.

3.2.8 XpaHeHue, y4eT W BblJlaua HOMEPHBIX OJAHKOB YIIOJTHOMOYCHHBIM
CTPYKTYPHBIM MO/IPA3/Ie/ICHUsIM Y HUBEPCUTETA, OCYLIECTBISETCS KaHIIeIApUeH.

3.29 Jlns BeneHus ydera OJAHKOB OHHM HYMEpPYIOTCA THUIOTPapCKUM
criocoboM. IlopsiakoBBIE HOMEpP TPOCTABISETCS B HIDKHEH JIEBOM 4YacTU JIUIEBOM
CTOpOHbI OjaHka. YueT OJIaHKOB BeIETCs B JKypHaje ydera OJaHKOB CTpPOrow
otuetHocTH (IIpunosxkenne Ne 2), Bbgauya OJJaHKOB MPOU3BOJUTCS 110 KypHAIy y4yera
BbI1aun 6:1ankoB (Ilpunoxxenne Ne 3).

3.2.10 Ilepenaya HOMEpHBIX OJaHKOB MHUCEM JPYIUM OpraHu3alusIM M|
CTOPOHHMM JIMLIaM HE JTOIYCKaeTCsl.

OTBETCTBEHHOCTH 3a 00€ecreueHrne COXpAaHHOCTH HOMEPHBIX OJaHKOB MUCEM U
MpaBWIBHOCTh WX MCIOJb30BaHUS HECYT paOOTHUKH, OTBETCTBEHHBIE 32
JEJOMPOU3BOICTBO B CTPYKTYPHBIX MOAPA3ACICHUSX, U PYKOBOJUTEIU CTPYKTYPHBIX
[OApa3AeJICHUN Y HUBEPCUTETA.

3.2.11 HcnopueHHble W HEBOCTpEOOBaHHbIE HOMEpHBIE OJAHKU THCEM
BO3BpAlalOTCd B  KaHLEISPUIO JJis TOCIEAYIOMIEro MX YHUYTOXKEHUSA B
YCTAHOBJIEHHOM MOPSJKE MO aKTy ¢ OTMETKOH B yYETHO-PErHMCTPallMOHHON (opme
(ITpunoxenue 4).

3.3 Ilopsinok opopmiieHUsI PEKBU3UTOB IOKYMEHTOB

3.3.1 Kox dbopmbl 1oKymMeHTa

Kon ¢opMbl moKkymMeHTa MpOCTABISICTCS Ha YHH(DUIIMPOBAHHBIX (popmax
JOKYMEHTOB B cooTBeTcTBUM ¢  OOmiepoccuiickum  Kiaccu(uKaTtopom
yrnpapineHdeckor gokymeHTaruu (OKYJ]) wim Jg0KadbHBIM  KJIacCH(PUKATOPOM,
pacrmonaraeTcsl B IpaBOM BEPXHEM YTIIy pabodero moiisi TOKyMEeHTa, COCTOUT U3 CJIOB

«DopmMma 1o» (HauMeHoBaHue KiaccupukaTopa) U UG POBOro Koja.
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ITpumep — ®opma mo OKY/ 0211151.

3.3.2 HaumeHOBaHUE YHUBEPCUTETA

HaumeHnoBanue YHUBepcuTeTa — aBTOpa JOKYMEHTa JOJKHO COOTBETCTBOBATH
HAaMMEHOBAHUIO, 3aKPEIVICHHOMY B YUpEIUTENbHbBIX TI0KyMeHTax (YcTaBe):

[lonHoe HamMeHOBaHUE YHUBepcuTeTa: (QeaeparbHOE TOCYJapCTBEHHOE
Oro/)KeTHOE 00pa3oBaTENIbHOE YUpEKJEeHHE Bbiciiero oOpa3zoBaHus «JlonOacckuii
rOCy/1apCTBEHHBI TEXHUUYECKUN YHUBEPCUTETY.

CokpamienHoe HauMeHoBaHue YHuBepcutera: OI'BOY BO  « ol TY»
yKa3bIBAa€TCA M0J HAMMEHOBAaHUEM Y HUBEPCUTETA B CKOOKaX.

Hang nanmeHoBaHueM VYHHBEpcUTETa — aBTOpa JOKYMEHTa YKa3bIBaeTCs
MOJIHOE W COKpalleHHO€  HAaMMEHOBAaHWE  BBIIIECTOSINIEH  OpraHu3alluu:
MuHHuCTepCcTBO HayKu UM BbIcmiero oOpaszoBanus Poccuiickoit ®enepanuu
(MUHOBPHAYKHN POCCHUN).

3.3.3 HauMmeHOBaHME CTPYKTYPHOTO MOAPA3ICICHUS — aBTOpa JOKYMEHTA

HauMeHoBaHUEe CTpYKTYpHOTO MOApa3/elieHus — aBTopa JOKyMeHTa (B TOM
yuciie unuana, npeacTaBUTEIbCTBA, KOJIETHAILHOT0, COBEIIATEILHOTO WIM UHOTO
opraHa) UCHoOJib3yeTcs B OJaHKax MUceM M OJIaHKaX KOHKPETHBIX BUIOB IOKYMEHTOB
COOTBETCTBYIOLIMX MOJPA3/IEICHUN B COOTBETCTBUU C JIOKAIbHBIMU HOPMATUBHBIMU
aKTaMU U yKa3bIBaeTCsl MO HAMMEHOBAaHUEM Y HUBEPCUTETA.

3.3.4 CnpaBouHble JaHHbIE 00 YHUBEpPCUTETE

CnpaBounble AaHHble 00 YHUBEpCUTETE yKa3bIBalOTCS B OJaHKAaX MUCEM H
BKJIIOYAIOT: TIOYTOBBIN aapec YHuBepcuTeTa (JOMOTHUTEIBHO MOXET YKa3bIBaThCA
aZipec MecTa HaXOXJACHHS IOPUAMYECKOro JIUIA, €ClId OH HE COBMAJAET C MOYTOBBIM
azpecoM); HoMmep Tenedona, pakca, aapec AMEKTPOHHOM MOYTHI, CETEBOM ajapec.

Anpec YHuBepcuTeTa MUUIETCS B COOTBETCTBUU C AecTByromumu [IpaBunamu
OKa3aHUs YCIYT MOYTOBOU CBSI3U:

— Ha3BaHHE YJIMIIbI, HOMEP I0Ma, HOMEp MOMEIIECHHUS;

Ha3BaHWE HACEJICHHOIO MyHKTa (ropojia, Moceyka u T.11.);

— Ha3BaHUE PANOHA;

— Ha3BaHUE peciyOIuKH, Kpasi, 00J1acTh, aBTOHOMHOT'O OKpyra (00JacTh);

— TIOYTOBBIM MHJEKC.

B cocrtaB chnpaBOYHBIX JAHHBIX BKIKOYAKOTCS: KOJI YHHUBEPCHUTETA TIO
Ob6mepoccuiickomy kinaccudpukaropy npeanpustuii u opranmzanui  (OKIIO),
OCHOBHOM TOCYAapCTBEHHBIH peructpaurdoHHbiii HoMep YHuBepcutera (OI'PH) u
UICHTU(PUKALIMOHHBIA HOMEp HaJOroIIaTeIbIIMKA/KOJ TPUYUHBI MOCTAaHOBKH Ha
Hanorossiii yuet (MHH/KIIII).

3.3.5 HaumeHoBaHue BU1a JOKYMEHTA

HanMmeHoBaHME BHIa [IOKYMEHTa, CO31aBAa€MOE€ YHHUBEPCUTETOM, JOJIKHO
COOTBETCTBOBATh BHUJAM JOKYMEHTOB, MpeaycMOTpeHHbIM OOIepoccuiickum
KkiaccudukaTopoM yrpasieHueckoit nokymentanuu (OKY [1).
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HauMeHoBaHue BuAa JOKYMEHTAa YKa3blBaeTCd Ha BCEX JOKyMEHTaX, 3a
UCKJIFOUEHUEM JIeNIOBBIX (CIIYXEeOHBIX) MHUCEM, pacrojlaraeTcsi MoJ PEeKBU3UTaAMHU
aBTOpa JIOKYMEHTa (HaUMEHOBaHUEM Y HUBEPCHUTETA, HANMEHOBAHUEM CTPYKTYPHOIO
MoJ/ipa3/ieJIeHusl, HAMMEHOBAaHUEM JIOJIKHOCTH).

HauMmeHoBaHue BuJa TOKYMEHTOB, COCTABJICHHBIX YHHUBEPCUTETOM, TOJIKHO
COOTBETCTBOBATh HAMMEHOBAHUSIM BHUJOB JOKYMEHTOB, mNpeaycMoTpeHHbiM OKY ]|
(xmacc 0200000 YuuduuupoBaHHasi cHUCTeMa OPraHU3ALMOHHO-PACTIOPSAUTEIbHON
JOKYMEHTAIIMH): TIOJI0KEHHE, MHCTPYKIIMSI, TpaBuia, YCTaB, aKkT, CIIpaBKa, 3aMUCKa,
CBOJIKa, OT3BIB, MPOTOKOJI, CIIMCOK, U3BElIeHUE U Ap. PacnopsauTenbHble JOKYMEHTHI
VYHuBepcuTeTa M3aI0TCSA CO CISAYIOIMMH Ha3BaHMUSIMU: MPHUKa3, pacropsikeHue. B
MMChME HAMMEHOBAaHME BHJIa TOKyMEHTa HE YKa3bIBaCTCSl.

3.3.6 Jlata noKymeHTa

JlaTa mOKyMeHTa COOTBETCTBYET JaTe MOANUCAHUs (YTBEPKACHHS) JOKyMEHTa
(pacniopsiiuTenbHbIE TOKYMEHTBI, MMUCbMAa) WM JlaTe COOBITHS, 3a)UKCUPOBAHHOTO B
JOKYMEHTE (MPOTOKOJ, aKT); JJIsl YTBEP)KIAeMOro JTOKyMeHTa (TUlaH, UHCTPYKLUA,
MOJIOKEHHE, OTUET) — 1aTa YTBEPKICHUS.

JIOKyMeHTbI, M3JaHHble IBYMS WM 0oJjiee OpraHU3alUsIMH, TOJDKHBI HUMETh
OJIHY (€AMHYIO0) JaTYy.

JlaTa nOoKyMeHTa IPOCTaBISAETCA JTOJKHOCTHBIM JIMIIOM, TOJIUCHIBAIOIIUM WU
YTBEP)KJAIOIUM JTOKYMEHT. llpu TOArOTOBKE MpOEKTa JOKYMEHTa Ie4aTaeTcs
TOJIbKO 0003HAaYEHHE MECsIa U ToJa.

Bce ciyxeOHble OTMETKH Ha JOKYMEHTE, CBSI3AHHBIE C €0 MPOXOXKJICHUEM U
WCIIOJIHEHUEM, JTOJKHBI 1aTUPOBATHCS U MOANMKUCHIBATHCS.

JlaTa OKyMeHTa 3alHChIBAETCS B MOCJEI0BATEILHOCTH: JIEHb MEcsIa, MECII,
roJl OJJHUM U3 ABYX CIIOCOOOB:

— Hudposoii cnocod AATHPOBAHUA MHCIIONB3YETCA MPU BU3UPOBAHUU,
HAIMMCAaHUU PE30JIIOIUHN, MPOCTABIEHUHU OTMETOK O MPOXOXACHUU U HUCIOJHEHUU
JOKYMEHTa, Tnepenaye teiaedoHorpamm, OGOPMIIEHHH 3aKa30B Ha pa3MHOXKEHHE
JOKYMEHTOB, O(OPMIICHUH pACHOPAIUTEIbHBIX JOKYMEHTOB YHHMBEPCHUTETA
(npuka3sel, pacnopsikenusi). I[Ipu aToM nara mpocrtaBisieTcs apaOCKUMHU LUdpamu,
pasfe’eHHbIMA TOYKaMH, B MTOCJIEIOBATEILHOCTH: YUCIIO0, MECALL, T0Jl, HAIPUMED:

Haty 05 mapta 2023 roga cieayet odhopmisatsb: 05.03.2023.

— CaoBecHO-u(GPoOBOI €rOCO0 TATHPOBAHUS TIPUMEHSETCS MPU HAMUCAHUU
JaT B TEKCTaxX MPOTOKOJIOB, MOPYUYEHHM, (PUHAHCOBBIX TOKYMEHTOB, TUCEM, CITYKEOHBIX
3aIlUCOK, Tenerpamm. [Ipu cioBeCHO-IM(PPOBOM CIOCOOE MPOCTABICHUS JaThl JCHb
MecsiIa MUIIeTcs 1ByMs Ludpamu, Mecsi] — OyKBaMH, TOJ1 — YEThIPbMS [IUPpaMu.

JlaTbl M KaneHAapHbIE CPOKH B TEKCTE MPOEKTOB IOKYMEHTOB PEKOMEHIYETCS
MUCaTh CIEAYIOUUM 00pa3oM:
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9 suBaps 2023 r., B suBape 2023 r., B nepsom noayroauu 2023 r., B [ kBapraie
2023 r.; Ho 3a 11 mecsues 2023 roaa, B 2023 roay, Ha 2023 roxa, ¢ 2010 no 2023 ron,
B 1998-2023 ronax.

Ecam pata ykaspiBaeTcsi B KOHLE MPEIJIOKEHUSA, TO CIOBO «T0OJa» IMHUIIETCA
MIOJIHOCTBIO, HAIIPUMEP:

[Ipomry Bamero cormacusi Ha KOMaHAUPOBKY B I'. MOCKBa Il y4acTusi B
3aceganun BAK. Cpok komanaupoBku — ¢ 25 o 26 mas 2023 ropa.

3.3.7 PeructpaumoHHBII HOMEDP TOKYMEHTA

PeructpanroHHbIii HOMEp JOKyMeHTa — HU(PPOBON Uiu OyKBEeHHO-UU(PPOBOI
UACHTU(PUKATOD JOKYMEHTa, COCTOSAIIMN W3 TMOPSAKOBOTO HOMEpa JOKYMEHTa,
KOTOPBIN MOKET JOMOIHATHCSA HU(POBBIMU WM OYKBEHHBIMU KOJaMU (MHAEKCAMHU) B
COOTBETCTBHUM C MCHOJIb3yeMbIMU KlaccupukaropamMu (MHAEKCOM Jiefa 10
HOMEHKJIAType eI, KOJOM KOPPECIIOHICHTA).

[Ipu 3TOM MOPSIAKOBBIE HOMEpPA AJIA PACHOPSAUTENBHBIX U UH(POPMALIMOHHO-
CIIPaBOYHBIX IOKYMEHTOB IIPUCBAUBAIOTCA B MpeEAeIax KaJlEHIapHOTO rofa OTAEIbHO
JUTSL K&KJIOTO BUA JOKYMEHTA.

Peruncrpanun mnonsexat BcE CO3JarOIIUecs B YHUBEPCUTETE NOKYMEHTBI U
MOCTYMAWIINEe OT JPYyrux opraHuzauuii u ¢usmyeckux mauil. J[OKyMEHTHI B
YHUBEpPCUTETE PETUCTPUPYIOTCA JIELEHTPAIM30BaHO (B KaHUEJSPUM, TNPUEMHBIX
MPOPEKTOPOB, CTPYKTYPHBIX MOJpPA3ACICHUSIX). PeructpainoHHblii HOMep SBIsETCS
0053aTEIbHBIM PEKBU3UTOM KaXJA0TO IOKYMEHTA.

Ha nokymeHTe, cOCTaBIEHHOM COBMECTHO IBYMsS M 0oJiee OpraHU3alMsIMHU,
MIPOCTABJISIOTCS PETHCTPALIMOHHBIE HOMEpPA JTOKYMEHTA, INPUCBOEHHBIE KAXKIOW W3
opraHu3auui. PerncrpanioHHbIE HOMEpaA OTAENSIOTCS APYT OT Apyra KOCOW 4epTOou
U TPOCTABISAIOTCA B MOPANKE YyKa3aHWs aBTOPOB B 3arojJOBOYHOM YacTH WIH
npeamOyse T0KyMEHTa.

3.3.8 Ccbuika Ha UCXOASAUIMNA HOMED U JaTy JOKYMEHTa ajapecara

Ccblika Ha pETrHCTPALMOHHBIA HOMEP W AaTy NOCTYHHMBIIErO0 JOKYMEHTa
BKJIFOYAET PErMCTPAllMOHHBIA HOMEP U AaTy BXOASUIEr0 MHUIMATUBHOTO TOKYMEHTA,
Ha KOTOPBIN 1aeTCsl OTBET.

Ccbuika Ha HOMEpP UCIOJIb3YETCs] TPEUMYIIECTBEHHO NMPU 0(OPMIICHUH TTHCEM,
KOTOpBbIE SBJSIOTCS OTBETaMM HA MOCTYNUBIIUHN 3ampoc (MMCbMO, 3aKII0UYEHUE U T.11.)
1 opopMIISIETCS CIEAYIOUUM 00pa3oM:

Ha No oT

3.3.9 Mecto coctaBieHus (M31aHMs) JOKyMEHTa

Mecto coctaBieHus (M3/1aHus) TOKYMEHTA YKa3bIBa€TCS BO BCEX JIOKYMEHTAX,
KpoMe JIeJOBBIX (CIY>KEOHBIX) MUCEM, a TAKXKE TOKJIATHBIX, CIYKEOHBIX 3alUCKax U
JIPYTUX BHYTPEHHUX MH()OPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTAX.

Mecto coctaBneHus (M3aHUs) JTOKYMEHTa HE YKa3bIBa€TCS B TOM cllydae,
€CJIM OHO BKJIOUYEHO B COCTaB HaWMEHOBaHUs, Hamnpumep: DenepasibHOE
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roCy/IapCTBEHHOE OI0JIKETHOE 00pa30BaTeIbHOE YUpPEkKACHUE BhICIIETO 00pa3oBaHuUs
«/lonbacckuit rocyaapCcTBEHHBIA TEXHUUECKUN YHUBEPCUTET», HO YKa3bIBACTCs, €CIIU
JOKYMEHT ObLI COCTaBJI€H B APYIOM MecCTe.

Mecto cocTaBi€HUsT WIM W3JaHHAS JOKYMEHTAa YKa3bIBaeTCsl C YYETOM
MIPUHATOIO aJMUHHUCTPATUBHO-TEPPUTOPUATIBHOTO JIEJIEHHS, OHO BKJIIOYAET TOJIBKO
OOLIECTPUHSTHIE COKPAIICHHUS.

3.3.10 I'pu¢ orpanuyenust gocryna K JOKyMEHTY

I'pud orpannmyenuss gocryna K JOKYMEHTY MPOCTABIAETCS B MPABOM BEPXHEM
Y1y MEepPBOTo JUCTA JOKYMEHTa (IIPOeKTa JOKYMEHTA, COPOBOJUTENHHOTO MUChMa K
JOKYMEHTY) Ha TpaHUIIE BEPXHETO MOJS MPU HAIUYUU B JIOKYMEHTE HH(POpPMAIINH,
JOCTYII K KOTOPOM OrpaHWYEH B COOTBETCTBUU C 3aKOHOAATEIBCTBOM Poccuiickoii
denepauni.

Bunel ucnons3yeMbix B YHuBepcurere TpudoOB OrpaHuyeHus J0CTyna
JOJKHBI COOTBETCTBOBATh 3aKOHOJATENIBHBIM M HWHBIM HOPMATHUBHBIM ITPAaBOBBIM
aktaM Poccuiickoit ®epepanuu U JOJKHBI OBITh 3aKpEIUIEHbl B JIOKAJIBHBIX
HOPMAaTHUBHBIX aKkTaxX. B cocTaB rpuda orpaHuyeHus: JOCTYNa K JOKYMEHTY BXOJHUT
OTrpaHUYUTEIIbHAS HaJ[IACh («dns CIIy’KeOHOT0 MIOJIb30BAHUS»,
«Kondunenmanbuo», «Kommepueckas TaiiHa», «CekpeTHO» WU Ap.), KOTopas
MOXET JONOJIHATBCA HOMEPOM JK3EMIUISIpA JTOKYMEHTAa U JPYTMMHU CBEACHUSMH B
COOTBETCTBUHU C 3aKOHOAATEIbCTBOM Poccuiickoilt @enepanuu.

I'pud orpanuuenuss nocTymna rneyaTaeTcsi B MPAaBOM BEPXHEM YTy JOKyMEHTa
3a MpejenaMu TpaHUl] TeKCcToBoro mnouss mpudrom pasmepom Ne 12. Homep
AK3EMIUIsIpa MPOCTaBJIseTCs HIbKe Tpuda depe3 1 MHTEpBal M BbIpAaBHUBAETCA IIO
JeBOMY Kparo rpuda Wi HeHTPUPYeTCs 0 OTHOLIEHUIO K HEMY.

Hanpumep: JCII
OKk3. Ne 1
B noxymenTtax YHuBepcurtera, couepKaliux — CBEICHMUS, COCTaBIIAIOIINE

KOMMEPUYECKYIO TaliHy, B COOTBETCTBUHU ¢ DenepanbHbIM 3aKkOHOM OT 29.07.2004  Ne
98-®3 «O xkomMmepueckod TaiiHe» Hapsaay ¢ TrpudOM YKa3bIBAIOTCS IMOJHOE
oduIanbHOe HAMMEHOBAHUE IOPUIMYECKOTO JIUIA, MECTO €r0 HAXOXKICHUSI.

Hamnpuwmep: Kommepueckas TaitHa
(benepanbHOE TOCYIapCTBEHHOE
OIOPKETHOE 00pa30BaTEIHHOE
YUpEeXKICHUE BBICIIETO 00pa30BaHU
«/lonbacckuii rocy1apCTBEHHBI TEXHUYECKUI
YHUBEPCHUTETY
np. Jlenuna, 1.16
r.0. TOpoJ1 AJTYEBCK
I. AT4EBCK,
Jlyranckas Haponnas PecniyOmnmka,
294204,
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3.3.11 Anpecar

Anpecar wucnonb3yercss Tpu O(QOPMIICHUU JENOBBIX (CIY)KEOHBIX) IHCEM,
BHYTPEHHUX WH(POPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB (AOKJIAQIHBIX, CIIyKEOHBIX
3allUCOK W Jp.). AJpecaToM JOKyMEHTa MOXET ObIThb OpraHu3alusi, CTPYKTYpHOE
MOJIpa3/IeIeHne OpraHu3aluy, JOKHOCTHOE W (PU3NYECKOE JIUIIO.

PexBu3ut «Aapecaty NpocTaBisieTcs B BEpXHEHW MpaBOM yacTH JAOKyMEHTa (Ha
OJIaHKe C YTJIOBBIM PacroiOKEHHEM PEKBU3UTOB) WM CHpaBa Mo peKBU3UTAMU OJaHKa
(Mpu POAOIBLHOM PACHIOJIOKEHUH PEKBU3UTOB OsiaHka). CTPOKH PEeKBU3UTA

«AnpecaT» BbIPaBHUBAIOTCS T10 JIEBOMY Kpalo WIH LIEHTPUPYIOTCS OTHOCUTEIBHO
caMOM JUIMHHOW CTPOKM M TEYaTaloTCsl C MEXCTpouHbIM uHTepBasioMm 1,0. [lnuna
MaKCUMAaJIbHOW CTPOKU HE JOJbKHA mpeBblaTh 9—10 cM M orpaHMYMBaEeTCs MpaBoOid
IPAaHULIEN TEKCTOBOIO MOJIS.

HpI/I aIp€COBAHUN IIMCbMaAa B OpPraHU3alUI0 YKa3bIBACTCA €C IIOJIHOC WIIN

COKpalllcCHHO€ HAaUMEHOBAaHNUE B UIMEHUTEIILHOM ITaJICIKE.
Hanpuwmep: MuHHCTEpCTBO HAYKH M BbICIIET0
o0pa3zoBanus Poccuiickoit @egepanuu

W MunooOpnayku Poccun
IIpn ampecoBaHuMM NOKYMEHTa B CTPYKTYPHOE MOJPa3JCIICHHE OPraHU3aliu
YKa3bIBa€TCd B HMMEHUTEIBHOM IaJe’)K€ HAMMEHOBAHUE OPraHU3alluv, HIKE —

HaMMEHOBAaHUE CTPYKTYPHOT'O IOAPA3AECICHHUS.

Hanpuwmep: MuHHCTEpCTBO HAYKH U BbICIIET0
o0pa3zoBanus Poccuiickoit Pegepanuu
JenapraMeHT aTTeCTAUM HAYYHBIX U
HAYYHO-TIeJarornyeckux padoTHUKOB

IIpu agpecoBaHUM JTOKYMEHTAa PYKOBOJUTENO (3aMECTUTENIO PYKOBOJUTENS)
OpraHu3alliyd YKa3blBalOTCA B JaTeIbHOM MaJie’)ke HaUMEHOBAaHHE JOHKHOCTU
pyKoBoAMTENS  (3aMECTHTENsl  PYKOBOAMTENS), BKIKOYAIONIEE HAUMEHOBAHME
opraHu3auuu, u (paMuiIns, MHULIKAJIbI JOJKHOCTHOTO JIMIA

Hampuwmep: IIpeacenarenro Komurera
10 HayKe M BbICHIEH IIKOJe
OAMUNJINA U.0.

IIpu agpecoBaHMM NUCBbMa PYKOBOAMUTENK CTPYKTYPHOTO IOApa3/IEICHUS
YKa3bIBAa€TCd B MMEHUTEIIBHOM MaJeKe HAMMEHOBAHUE OpPraHM3alliH, HUXKE - B
JATEJIBHOM I1aJIe)K€ HAWMEHOBAHME JOJDKHOCTH PYKOBOIUTEINS, BKIIIOYAOIIEE
HAaMMEHOBaHUE CTPYKTYPHOTO NoJipa3eiaeHusi, GaMUiInio, MHULAATIBL.
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Hanpuwmep: MuHHCTEpCTBO HAYKH U BbICIIET0
o0pa3zoBanus Poccuiickoit Pegepanuu

JAupexkTopy lenmaprameHTa rocyaapcTBeHHOI
NOJMTHUKHU B c(pepe BbICIIEro 00pa30BaHUsA 1
MOJIOJIEsKHOM MOJTUTHKH

OAMMIINA N.0.

[lepen  dammmueld  JTOHKHOCTHOTO  JIMIA  JOIMYCKAeTCS  YHOTPEOJAThH
COKpaIlleHHe «Tr-Hy» (TOCIOAMHY), €ClIU ajapecaT MYKUWHA, WU «T-)Ke» (TOCIOoXKe),
ecnm ajpecat xkeHmuHa. Hanpumep: r-xke @amumnus U.0O.

Ecnm nOoKyMeHT ajpecyeTcss HECKOJIBKUM OJTHOPOIHBIM OpraHU3alUsSIM WU B
CTPYKTYPHBIC TOJApA3ICICHUs OJHOW OpTaHM3aIlid, TO WX CIIEAYyeT YKa3bIBaTh
0000I1IEHHO.

Hampuwmep: PexTopam 00pa3oBaTebHBIX YUpeKACHU
BbICLLIET0 00pa30BaHUA
Ecnmn 1mokyMeHT aapecyeTrcs HE BCEM OpraHu3alusM WA CTPYKTYPHBIM
nmoApasaciICHUAM 1104 PCKBU3HUTOM «AI[pCCElT» B CKOOKax YKa3bIBACTCA «(HO

CITUCKY )».

Hampuwmep: PexTopam 00pa3oBaTebHBIX YUpeKACHU N
BbICLIET0 00pa30BaHUA
(o cnucky)

B omHOM nokymeHTe He MOJDKHO ObITH Oojiee ueThipex anpecatoB. CloBO
«Konus» nepen BTOPBIM, TPETbUM, YETBEPTHIM aJpecaramMu HE ykKa3biBaeTcs. Ilpu
OOJIBIIIEM KOJIUYECTBE aipeCaToB COCTABIIACTCA CIIMCOK (J'II/ICT, YKaBaTCJIB) PaCCBLIKHU
HOKYMCHTA, Ha KaXIAOM HJOKYMCHTC VYKa3bIBACTCA OAWH aApeCaT HIH aApccCar
odopmitsieTcsi 000011IEHHO.

JlonyckaeTcs CTPOKM PEKBU3UTA «AJApecar» IEHTPUPOBATH OTHOCUTEIIHHO
CaMOM JUIMHHOW CTPOKH.

Hampumep: MuUHHCTEPCTBO HAYKH U BbICIIIET0
o0pa3zoBanus Poccuiickoit Pegepanuu
JAupexkTopy lenmaprameHTa rocyaapcTBeHHOI
NOJIMTUKHU B c(pepe BbICHIEro 00pa3oBaHus 1

MOJIOJIEKHOU MOJIUTHKH
OAMUNJINA N.0.

B coctaB pekBu3uTa «Azpecar» MOXKET BXOAUTH MOYTOBBIA aipec. DIEMEHTHI
MOYTOBOTO  aJ[peca  YKa3blBAlOTCA B  IIOCIEIOBATEIBHOCTH, YCTAHOBJICHHOU
[IpaBunaMu oOKa3zaHUg YCIYyr TIOYTOBOM CBA3U, YTBEPKICHHBIMHU TPUKA30M
MuHuCcTEpCTBA CBSI3M M MacCOBbIX KOMMyHUKanuud Poccuiickont ®epepanuu oT
31.07.2014 Ne 234. B cootBeTcTBUM C AcicTBYromMMU [IpaBuinamu ycTaHaBIMBaeTCA
CIEIYIOIMU NOPSAIOK HAIMCAHUS MOYTOBOTO aJpeca Ha JOKYMEHTAaX, KOHBEpPTAX U
JIPYTUX MOYTOBBIX OTIPABICHUSX:
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— HauMEHOBaHuWe ajapecata (s IOPUAMYECKOrO0 JUIA — TOJHOE WU
COKpaIllleHHOE HauMEeHOBaHHWE (MIPU HAJIMYMM), ISl TpakaaHuHA — (haMuiIus, UMs,
OTUYeCTBO (TOCIEAHEE TIPU HATTUYHH));

— OQHKOBCKHE PEKBH3UTHI (IS TIOYTOBBIX II€PEBOJIOB, HAMPABJISIEMbBIX
IOpUIMYECKOMY JIMITY WU IPUHUMAEMBIX OT IOPUINYECKOTO JIUIIA);

— Ha3BaHUE YJIUIIbI, HOMED JI0Ma, HOMEP KBApTHUPHI;

Ha3BaHWE HACEJIEHHOIO MyHKTa (ropojia, moceyka u T.11.);

— Ha3BaHUE PANOHA;

— Ha3BaHHe 00J1aCTH, Kpasi, aBTOHOMHOT'O OKpyTra (00J1acTH), peciyOIUKY;

— cTpaHa (U1 MEeKAYHAPOAHBIX MOYTOBBIX OTIIPABICHUN);

— TIOYTOBBIM MHJEKC.

B Takom jxe ToOpsaKe TPOM3BOAMTCS HAIMMCAaHUE aapeca OTIPABUTENS Ha
KOHBEPTE.

[lpu ampecoBaHWM MHUChMa B OPraHU3AlMI0 YKAa3bIBAIOT €€ HAaMMEHOBAHUE,

3aTeM ITOYTOBBIN aJIpec.
Hampuwmep: APKTHYECKHI M aHTAPKTHYECKUI
HAYYHO-MCC/Ie/10BaTeIbCKMi HHCTUTYT
yi. bepunra, 1.38, r. Cankr-IletepOypr, 199397
[TouTOBBIN aapec MOKET HE YKa3blBaTbCA B JOKYMEHTAX, HANpPaBISIEMBIX B

BBICHIME OpraHbl BJACTH, BBIIIECTOSIINE OpraHU3alUud, IOJABEIOMCTBEHHBIE
OpraHu3aldd M TOCTOSIHHBIM KOPPECIOHJEHTaM (3a HCKIIOYEHHEM HalpaBiIeHUs
MUMCEM YKa3aHHBIM aJipecaTaM B KOHBEPTaX C MPO3PAUYHbIMU OKHAMMU).

[Ipu HanpaBiieHUH TOKyMEHTa (U3MYECKOMY JIUIYy YKa3bIBAalOT WHHUIIMAIBLI U
dbaMunuio monyvaTens, 3aTeM NO4YTOBbIM azapec. [lodToBbI ajpec meuyaTaercs
mpudToMm pazmepom Ne 12. damunus agpecara neyaTaeTcsi CTPOYHBIMU OYKBAMH.

Hanpuwmep: NL.II. KannHuny
yin.CanoBas, .5, kB. 12, KupeeBckuii p-H,
r. Jlunku, Tyneckas o6i., 301264

[Tpu oTmpaBKe MUCHhMA IO 3JICKTPOHHOW IMOYTE WX MO (PAKCUMUIBLHOHN CBS3U
(06e3 MOCHUIKM TIO TIOYTE) MOYTOBBIN aapec HE ykasbiBaeTcs. [Ipm HeoOXommmocTh
MOXET OBITh YKa3aH 3JIEKTPOHHBIN azipec (Homep TenedoHna/pakca).

Hanpuwmep: enTpajabHbIi
rocy1apcTBeHHbIN apXuB
Cankr-Ilerepoypra
cga@ak.gov.spb.ru

3.3.12 I'pud yTBEpkaeHUs TOKyMEHTa

['pud yTBEepKaeHUs MPOCTABISIETCS HA JOKYMEHTE B Clydae ero yTBEp KICHHUS
PEKTOPOM WJIM JIULIOM, UMEIOIIUM MPABO MOJANUCH B CIy4yae BPEMEHHOTO OTCYTCTBHUS
PYKOBOJIUTENS, PACTIOPSAIUTENBHBIM JOKYMEHTOM (IIPUKA30M, PACTIOPSKEHUEM) WIIH
pEILIEHUEM KOJIJIETHAIbHOIO OpPraHa.
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I'pud yTBepkaeHUST AOKYMEHTA IMPOCTABIISIETCS HA JOKAJIbHBIX JTOKYMEHTax
VYHuBepcuteTa (ycTaBbl, OJOKEHHUS, IPaBUIa, UHCTPYKIUH, IUTATHBIE PACTIMCAHMUS),
IIaHax, OTYeTax, akTax, MPOTOKOIaX U JPYruxX JOKyMEHTaxX.

I'pud yTBepkaeHus pa3MeniaeTcss B MPaBOM BEPXHEM YIUIy IEpBOTO JUCTa
nokyMmeHTa. CTpOKH pEKBU3HUTA BHIPABHUBAIOTCS M0 JIEBOMY KpPar0 WIH LIEHTPYIOTCA
OTHOCUTEJIBHO CaMOU JUIMHHOU CTPOKHU.

I'pud yrBepxkaenus cocroutr u3 cioBa YTBEPXIIAIO (6e3 kaBbiuek),
MOJIHOTO HAWMEHOBAHMS JIOJDKHOCTH JIMIA, YTBEPXKAAIOIIET0 JAOKYMEHT, JHWYHOU

MOJMHUCH, €€ paciIu@pPOBKHU U AaThl YTBEPKICHUS.
Hampuwmep: YTBEPXIAIO
Pexrop ®I'bOY BO «/lorI' TY»
npodeccop

Jluunas noonuce  1.0.Damunus
ara

WA YTBEPXIAIO
Pextop ®I'bOY BO «/lonl TY»
npodeccop
Jluunas noonuco  V1.0.damunus
Hara

[Ipu yTBepKIEHHM TOKYMEHTa PaCIOpPSAUTENIbHBIM JOKYMEHTOM (IMPUKA30M)
rpud yrBepxkaenuss cocroutr wu3 cioBa YTBEPXJIEH (YTBEPXIEHA,
YTBEPXEHbI nwnun YTBEPXJIEHO), coriacoBaHHOTo B pojie W YHCIE C BHJIOM
YTBEPKAAEMOIO JIOKYMEHTa, HAWMEHOBaHWA BHUJA JOKYMEHTAa B TBOPUTEIBHOM
najJie’Ke, ero 1aTtbl 1 HOMepa.

Hanpumep (ITonoxenue o CTpyKTypHOM MOAPA3ACIICHUN):

YTBEPXJEHO
npukazoMm pekropa ®I'bOY BO «/lonl' TY»

ot 00.00.0000 Ne 000

[Ipn yTBepKAEeHNH NOKYMEHTA KOJUIETMAJIbHBIM OPraHOM, PELIEHHs] KOTOPOro
buKcUpylOTCS B IPOTOKOJIE, B Tpude YyTBEp>KIACHUS YKa3bIBaeTCS HAaMMEHOBaHUE
OpraHa, peuIeHuEeM KOTOPOTO YTBEPKAEH JOKYMEHT, JaTa U HOMEP IIPOTOKOJIa

Hampuwmep: YTBEPXJEHO
Pemennem Yuenoro cosera
OI'bOY BO «/lorI TY»
npoTokos ot 00.00.0000 Ne 12
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BHocute  kakue-nuO0 U3MEHEHUs U J00aBleHUs B  MOJIHUCAHHBIC
(YTBepkK/ICHHBIE) TOKYMEHThI 0€3 pa3pelieHus Juua, MOAMUCABIIEr0 JOKYMEHT, He
JOITyCKaeTCsl.

3.3.13 3aroyioBOK K TEKCTY

3aroyI0BOK K TEKCTY 0(OpMIIsSeTCs O] PEKBU3UTaMHU OJIaHKa MHCbMa CIIEBa, OT
IPaHULIbI JIEBOTO TOJISI C MPOMUCHOW OYKBBI, yepe3 1 MHTepBall, TEM K& pa3MepoM
mpudTa, 4TO U BECh TEKCT (B PACHOPSAUTENIbHBIX JTOKYMEHTax JOIYCKaeTcs IO
HEeHTPY OQGOpMIIATH 3arojoBOK pazMepoMm IpudTa 12, >KUpPHBIM HadyepTaHUEM
TekcTa). B KoHIle 3arojioBka Touka He cTaBUTCs. JlJlMHA MaKCUMaJlbHOW CTPOKU HE
JOJI’KHA TIPEBBIIATE 8 CM.

3aroyioBOK K TEKCTY JOKYMEHTa JIOJKEH OBITh KPATKUM U TOYHO NEpe/laBaTh
CMBICI TEKCTa. 3aroJIOBOK paclOpPSAUTEIbHOIO JOKYMEHTa M JIE€JOBOrO IHCbMa
dopmynupyercs ¢ npeasiorom «O» («O0») u oTBeyaeT Ha Borpoc «O yem?».

Hanpumep:
— npukas (o uem?) O co3gaHuu HAy4HOTO LIEHTpa
OO0 yTBEepKIEHUU IITATHOTO PACTIMCAHUS
— nucbMo (0 yem?) O nanpasneHun UHGoOpMaLUU
— axT (4ero?) [Ipuema-nepenaum gen
— MIPOTOKOJ (4ero?) 3acenanus Cosera ¢akyabTeTa

B nuceMax-oTBeTax yKa3blBaIOTCA HOMEP M Jara JOKYMEHTa, Ha KOTOPBIH
JAeTCs OTBET.

3aroJOBOK K TEKCTY MOXKET HE COCTaBIISTHCA, €CIU TEKCT JOKYMEHTa HE
peBbIIaeT 4—5 CTPOK.

3aroJ0BOK COCTAaBIISIETCS JTULOM, TOTOBSIIIUM ITPOEKT JOKYMEHTA.

3.3.14 TekcT nokymeHTa

TexkcT HOKyMEHTa COCTaBIISIETCS HAa TOCYJApCTBEHHOM s3blke Poccuiickoi
®enepanuuu. TekCThl JOKYMEHTOB, HampaBiIsieMbIX 3apyOeKHBIM MapTHEPAM, MOTYT
COCTaBIIATbCSI HA SI3bIKE CTpPaHbl ajpecaTa, Ha TOCYJapCTBEHHOM (PYCCKOM) WU
AHTJIMIICKOM S3BIKE.

TexkcT 1oKyMeHTa MOXKET OBITh IPEJICTABIICH B BUJI€ TPAMMATUYECKU CBA3HOTO
TEeKCTa, TeKcTa-Tpadapera, aHKEThl WIM TaOnuibl. TEKCT JOKYMEHTa MOXET
collepKaTh pa3fenbl, MOApPa3ieiibl, TyHKThI, TMOAMYHKTbI, HyMepyeMble apabCKuMu
uudpamu. YpoBHel pyOpHUKallMu TEKCTa HE AOJKHO OBITh Oojee ueTbipeX. Paznensl
Y MTOAPA3JAEIbl TEKCTA MOTYT MMETh CAMOCTOSITEIbHBIE 3aTOJIOBKH.

TexcTel  pacnopsAUTENbHBIX JOKYMEHTOB  (IIPUKA30B, PACIOPSIKEHUH,
pElIeHMIT), KaK MpaBHIIO, COCTOST U3 ABYX yacTed. B mepBoil yactu — 000CHOBaHUU
(nmpeamOyiie), yKa3bIBalOTCSl IPUUUHBI, OCHOBAHHUS, 11€JIM COCTABJICHHS JOKYMEHTa, BO
BTOPOM YaCTH, pacoOpsAIUTEIBHON, POPMYIUPYIOTCS TOPYUCHHUS.

TexcTel HMHPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB (JI€NIOBBIE MHCHMA,
JOKJIAJIHbIE U CIIY)K€OHBbIE 3alMCKH, CIOPaBKU M T.J.) COCTOAT U3 JABYX-TpeX
B3aMMOCBSI3aHHBIX CMBICIIOBBIX 4YacTel. B mepBoi 4YacTH yKa3bIBAlOT IPUYMHBI,
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OCHOBaHWSI, IIEJIM COCTABJICHUS TOKYMEHTA, B 3aKIFOYUTEIBHON — PEIICHHS], BBIBOIBI,
POCKOBI, PEIOKECHUS, PEKOMEH IAITNH.

B TexcTe mokymMeHTa, MOATOTOBICHHOM Ha OCHOBAHWU 3aKOHOJATEIBHBIX HIIU
WHBIX HOPMATHBHBIX TMPABOBBIX AaKTOB, paHEE W3JAHHBIX PACIOPSIUTECIBHBIX
JOKYMEHTOB, YKa3bIBAIOTCS WX PEKBU3HUTHI:

— HaWMEHOBaHWE JOKyMEHTa, HaWMEHOBAaHWE OpTaHW3alUd — aBTOpa
JOKyMEHTa, JaTa JAOKYMEHTa, PETUCTPAlMOHHBIA HOMEp MOKYMEHTa, 3arojioBOK K
TEKCTy WM HAUMEHOBAaHUE BUIa TOKYMEHTA;

— HAWMEHOBaHWE OpraHU3allMd WJIM JODKHOCTHOTO JUIA, YTBEPAHMBIIETO
JTOKYMEHT, IaTy YTBEPXKJACHUS JOKYMEHTA.

B pacnopsauTenbHBIX TOKyMEHTax (MpHKas3aX, paclopsHKeHUsX), a TaKkKe B
JOKYMEHTaX, aJpeCOBaHHBIX PYKOBOJICTBY YHHBEPCHUTETa, TEKCT H3JIAraercs OT
MEPBOro JiMla €JUHCTBEHHOIO YMCia (I p U K a 3 bl B a I0», «KI1 O Py U a 10y,
«I1 P O I Y»).

B moxyMeHTax KOJIJIeTHATbHBIX M COBEIIATEILHBIX OPraHOB TEKCT U3JIararoT OT
TpeThero auna eauHcTBeHHoro uncna («xomerus ... JIOCTAHOBJISAET», «coser...
PEIIJI»)

TekcT mpoTokoma u3maraeTcss OT TPEThETO JIMIAa MHOYXECTBEHHOTO dHCIia
(«CIIYITAJIA», « BBICTYTIUIIN», «[TOCTAHOBWINY, «PELLJIN»).

B nmokyMmeHTax, yCTaHaBIHMBAIOIMIMX MpaBa U OOS3aHHOCTH YHHBEPCHUTETA,
CTPYKTYPHBIX MOJApa3JeieHnuil (MOI0KeHHe, MHCTPYKIHSA), a TaKKe COJCpIKaIInX
ONMCAaHUE CUTYyalWid, aHalu3 ()aKTOB WM BBIBOJBI (aKT, CIIpaBKa), HUCIIOJIB3YyeTCs
dbopMa U3TIOKEHUS TEKCTa OT TPETHETO JIWIAa €JUHCTBEHHOTO WJIM MHOXECTBECHHOTO
yuciia («OTAeN OCYIECTBIseT (YHKLUMH...», «B COCTaB KOMHUCCHUU BXOJAT...»,
«KOMHCCHS TIPOBEJIa TIPOBEPKY...»).

[Tpu moAroTOBKE TEKCTa JOKYMEHTa ClIeyeT COOMI0AaTh MpaBuiIa HAIMCAHUS
opunMaTbHBIX HANMEHOBAHUH, YUCIUTETHHBIX M STUHUI] H3MEPEHUSI.

B COBMECTHBIX JOKyMEHTaxX TEKCT H3JIaraercs OT T[epBOTO JIHIA
MHO>KECTBEHHOTO YHCJa (T P UK a3 bl B a € M», «p € III U JT 0»).

B nenoBeIx (cmyke0HBIX) MUChMaX HCIIOIB3YIOTCS (DOPMBI U3T0KCHHS:

— OT TMEepBOr0 JIMIIa MHOXXECTBEHHOTO 4YHCIa («IIPOCHM HAaIPaBUTh...»,
MIPEICTABIIIEM Ha PACCMOTPEHHE. .. »);

— OT TpeThero JHIa EIWHCTBEHHOTO uucia («YHHBEPCUTET HE
BO3pAXKaET...»);

— OT TEepBOTO JHIA EIUHCTBEHHOTO 4YHCHIa («CUUTAI0 HEOOXOAMMBIM...»,
«TIpejIara pacCMOTPETb...»), €CIH MUCbMO 0(OPMIIEHO Ha JOKHOCTHOM OJIaHKe.

B TEKCTaX  JOKYMEHTOB  YIOTPEONSIOTCS  TOJBKO OOIIECMPHUHATHIC
ab0peBuaTypbl U rpaduuecKre COKpaIeHHUS.

[Tpu ynotpebnernnu B TekcTe (aMWIHNA JIWI WHUIHMAIBI YKa3bIBAIOTCS IOCIIE
bamunun.
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B nenoBbix (cnykeOHBIX) MUCbMaX MOTYT UCIIOJIb30BAThCS:

— BCTYNHTENIbHOE OOpalieHue:

VYBaxkaemslii rocriogus ['yoepHartop!

VYBaxaemas rocroxa 3axapona!

VYBaxkaemsiii Hukomnaii [letpoBuu!

YBaxkaemsle rocrozal

B oOpamienun mo JAO0MKHOCTM HAaMMEHOBAHHME JOJKHOCTH MHIIETCS C
MPOIKCHON OYKBBI, B 00paIlleHUU 10 (PaMUITMU MHUIMAIIBI JINLIA HE YKa3bIBAIOTCA.

— 3aKJIIOUUTENbHAS dTUKETHAs Ppasa:

C yBaxeHHUeM, ...

3.3.15 OTmeTKa O NPUII0KEHUU

OTmeTKka 0 NPWIOKEHUH COJEPKHUT CBEACHUS O JOKYMEHTE (JOKYMEHTax),
IpUjiaraéMoM K OCHOBHOMY JOKYMEHTY (B  CONpPOBOJIUTENBHBIX MHCHbMaXx,
MPETeH3UAX, aKTaX, CIpaBKax U JIPyrux MHPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTAX )
WM O TOM, YTO IOKYMEHT SIBJISIETCS MMPUIIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B
JOKYMEHTaX — TMPUIIOKEHHUSIX K PaCIOPSAUTENbHBIM JOKYMEHTAM, IOJOKEHUSM,
MpaBUJIaM, MHCTPYKLHUSAM, IOTOBOPaM, IJIaHaM, OTYETaM U Ap. JOKYMEHTaM).

B comnpoBoauTENbHBIX MUCBMAaX M JPYTUX HHOOPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTaX OTMETKA O MPWIOKEHUU 0POPMIISETCS MOJ] TEKCTOM OT I'PaHUIIbI JIEBOT'O
HOJIS CIIETYIOIUM 00pa3oMm:

— €Clli TPUJIOKEHHWE Ha3BaHO B TEKCTe JOKYMEHTa, TO B OTMETKE O
MPUIOKEHU U YKa3bIBAE€TCS KOJUYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUISIPOB:

IIpunoxxenue: Ha 8§ 1. B 1 9K3.

— TpU HAJIMYHUU HECKOJIbKUX MPUITIOKEHUM U €CIIU MPUIIOKEHUS HE Ha3BaHbI B
TEKCTe, B OTMETKE O MPUJIOKEHUH OHU HYMEPYIOTCS, YKa3bIBalOTCSI HAWUMEHOBAaHMS
Ka)KJI0TO TPUIIOKEHUS, KOJTMYECTBA JIUCTOB U KOJMYECTBO IK3EMILISPOB:

[Tpunoxenue: 1. Cmeta pacxonoB Ha 2 1. B 1 3K3.

2. CrpaBka o 3apaboTHoil miare Ha | 1. B 2 3K3.

— €Cli  TPWIOXKEHUs COpOIIOPOBaHbI, KOJUYECTBO JIUCTOB B HHX
HE YKa3bIBaeTCs:

ITpunoxenue: otuer 0 HAP B 2 3k3.

— €CIHM JIOKYMEHT, SBJISIOIIUNACA TPUIOKEHUEM, HMEET MPHIOKEHUs C
CaMOCTOSATEIBLHON HyMepaluen CTpaHuIl:

[Tpunoxenue: nuceMo Pocapxusa ot 05.06.2023 Ne 02-6/172 u npunoxeHus K
HEMY, BCEro Ha 3 J.

—  €ClM MPUJIOKEHHEM SIBISIETCS 00OCOOJICHHBIA SJEKTPOHHBIA HOCUTEIh
(KoMIaKT-AUCK, usb-iien-HakonuTe b 1 Jp.):

[Tpunoxenne: DVD-R B 1 3k3.
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[Ipu sToM Ha BKIajblle (KOHBEPTE), B KOTOPBIA IMOMEIIAETCS HOCUTEID,
YKa3bIBAIOTCS HAaMMEHOBAaHHUS JOKYMEHTOB, 3allMCAaHHBIX Ha HOCHUTEb, HMEHA
¢aiinos, o0beM B OailTax.

B pacnopsauTenbHBIX TOKyMEHTax (MpHKa3ax, paclopsKEHUsIX), JOTOBOPax,
MOJIOKEHUSIX, TIpaBUJIaX, HWHCTPYKIUSAX H JAPYTHX JOKYMEHTaX OTMETKa O
MPUIOKEHUU OPOPMIISIETCS CIEAYIOUUM 00pa3oM:

— B TEKCTE JOKYMEHTA MPHU MEePBOM YIOMHUHAHUH JTOKYMEHTa — MPUIOKCHUS
B ckoOkax ykasbiBaetcsi: (IIpunoxxenue) wnm (IIpunoxenue 1); mepen HoMepom
MPUIIOKEHUS I0ITyCKaeTcs cTaBUTh 3HaK HoMepa: (IIpunoxenne Ne 2);

— Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUJIOKEHUS B TMPAaBOM BEpPXHEM YTy

ykasbiBaeTcs (pasmep mpudra Ne 12):

[Ipunoxenune 2
k npuka3zy ot 00.00.0000 Ne 000-1

Ecmu MMPUIO0KCHUC OOHO, HOpSII[KOBBIﬁ HOMCP HC YKA3bIBACTCA:

[Ipunoxenue
k npuka3zy ot 00.00.0000 Ne 000-1

CTpoku peKBH3UTa BBIPABHUBAIOTCS IO JIEBOMY Kpaw WIM IEHTPYIOTCS
OTHOCUTEJIBHO CaMOU JUIMHHOU CTPOKHU.

Ecniu  npunokeHMeM K pacnopsauTENbHOMY  JOKYMEHTY  SIBISIETCS
HOPMATHUBHBIA TMPABOBOW AaKT WJIM HWHOM JOKYMEHT, YTBEP>KIAE€MbI JaHHBIM
pacnopsIuTeNbHBIM JIOKYMEHTOM, Ha TEPBOM JIUCTE NPUIOKEHHUS MPOCTaBIsAETCA
OTMETKa O TPUJIOKEHUH (0€3 CChUIKM Ha PacHOpSIUTENbHBIA JOKYMEHT) U Tpud
YTBEP)KJEHHUSA, B KOTOPOM YKa3bIBAIOTCS JAHHBIE PACTIOPSAUTENIBHOIO JOKYMEHTa,
KOTOPBIM YTBEP>KJIEH JOKYMEHT — IPUIIOKEHHE, HAIpUMED:

[Ipunoxxenue
YTBEPXJEHO
npukazoMm pekropa PI'bOY BO «/lonl' TY»

ot 00.00.0000 Ne 000-1

3.3.16 I'pud cormacoBanus 10KyMeHTa

I'pud cornmacoBaHusi 1OKyMEHTa MPUMEHSIETCS ISl OLIEHKH LEJIECO00Pa3HOCTH
MOJATOTOBKU JTOKYMEHTa, €ro OOOCHOBAHHOCTH, COOTBETCTBUS 3aKOHOAATENIbCTBY
Poccuiickoit ®enepauu W UWHBIM HOPMATHBHBIM MpaBOBbIM akTaM. ['pud
COIVIACOBAHMS MOXET YKa3blBaThb HAa HAJIMYWE BHEIIHEIO COIVIACOBAHUS JOKYMEHTA,
TO €CTh Ha COIVIACOBAHUE C APYrOM OpraHU3alueu.

I'pud  cornmacoBanust  JOKyMEHTa  MPOCTaBISETCS  HAa  JIOKYMEHTax,
COIVIACOBAHHBIX YIIOJJHOMOYEHHBIMU JTOKHOCTHBIMU JIULIAMHU.

I'pud cormacoBanusi B 3aBUCMMOCTH OT BUJIa JOKYMEHTAa U OCOOEHHOCTEH ero
o opMIIEHUSI MOXKET MPOCTABIISTHCS:
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— Ha MEepPBOM JIUCTE TOKYMEHTa (€CJIM JOKYMEHT UMEET TUTYJIBHBIHN JIUCT — Ha
TUTYJILHOM JIUCTE) B JICBOM BEPXHEM YTIJIy Ha ypOoBHE rpuda yTBEPKISHUS WU IO
HAaUMEHOBaHUEM JIOKYMEHTA OJIFKE K HHXKHEMY TOJTIO);

— Ha MOCJICHEM JIUCTE JOKYMEHTA MO TEKCTOM;

— Ha JIUCTE COTJIAaCOBaHMSI, SIBIISIONIEMCS HEOThEMJIEMON YaCThIO JJOKYMEHTA.

I'pud cornmacosanus cocrout u3 cioa COI'JTACOBAHO (6e3 kaBbIuek),

JOJDKHOCTH ~ JIMIIa,  KOTOPBIM  COTJIaCOBaH  JIOKYMEHT  (BKJIIOYas
HAaUMEHOBAaHWE OpraHu3alluu), €ero COOCTBEHHOPYYHOW TOJAMKUCH, WHHIMAJIOB,
(dbammu, 1aThl COTJIACOBAHUS.

Hanpumep
COI'JTACOBAHO
Pextop ®I'EOY BO «IorI TY»

Jluunas noonuce JI.A. BulHeBcKkui
JlaTa

Ecnm cornacoBanue OCyIIEeCTBISETCS KOJIETHAIBHBIM OpraHoMm, B rpude
COTJIACOBaHMS YKa3bIBAIOT CBEACHUS 00 OpraHe, COIJiacOBaBIlIEM JIOKYMEHT, JaTe U
HOMEpE IMPOTOKOJa, B KOTOPOM 3aMKCHUPOBAHO pelIeHHWE O coryiacoBaHuu. Eciu
COTJIaCOBAHUE  OCYIIECTBIISICTCS  MHUCBMOM,  YKa3bIBAlOT  BUJ  JOKYMEHTa,
OpraHU3aIMIoO — aBTOpa JOKYMEHTa, 1aTy U HOMEp MUChMa.

IIpumepsr:

COI'JIACOBAHO

Komuccueii nmo nmpegocTaBieHUIO
COIMAIBHBIX 3aIIUT 00YyYarOIMUXCS,
acCIMPaHTOB U paOOTHUKOB

OI'bOY BO «loHI TY» (mpotokos oT Ne_ )

WIn
COI'JTACOBAHO
ITucemo Pocapxusa
OT No

['pudbl cornmacoBaHus pacmojaraloT Ha OJHOM YpPOBHE, €clid HX OoJblie
JBYX — HECKOJIBKO PSI/IOB.

3.3.17 Bu3za

Bu3a cBUIETENbCTBYET O COTJIACHHM WJIM HECOTJIACHU JIOJDKHOCTHOTO JTMIA
(paboTHHKA) ¢ coJlep >KaHUEM MPOEKTa TOKyMeHTa. Buzoi odopmisieTcss BHyTpeHHEee
corylacoBaHME JOKyMEHTa. Bu3npoBaHHMe IOKYMEHTa MPOBOIAUTCS O MOMAMUCAHUS
JOKyMEHTa pEKTOpOM YHHBepcUTeTa. BmH3a BKIOYaeT JOJDKHOCTH JIWIIA,
BU3HPYIOIIETO JOKYMEHT, MOJANUCH, PACIIH(PPOBKY MOANHUCH (MHUIMAIBI, (DaMUITHIO)
U J1aTy BU3UPOBAHUs, HAIIpUMeED:

['naBHBIN OyxTantep
N.0. @amunus
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IOpuckoHCynbT
N.0. Gamunus
OdopmiieHHast TakuM 00pa30M BU3a 03HAYAET COIJIACHE JTOJKHOCTHOTO JIMIIA C

COJIEp’)KaHUEM JIOKYMCHTA.
[Ipy HanMuMm 3aMeUaHUd K JOKYMEHTY BH3Y OG(OPMIISIIOT CIIEIYHOIIHM
obOpazom:

3amMevaHus PUIararTCs

IOpuckoHCynbT

noonucs N.O.®amunus
JlaTa

3amMevaHusl BHOCSTCS HETOCPEACTBEHHO B TPECTABICHHBIM HAa BU3UPOBAHHC
MPOCKT JOKYMEHTa WU O(GOPMIISIOTCS Ha OTICIBHOM JIMCTE OymMarun M BMECTE C
MPOCKTOM JIOKYMEHTA BO3BPAIIAIOTCS HCIIOTHUTEIIO.

B nokymMeHTaX, TOJIMHHUKHA KOTOPBIX XpaHATCS B YHUBEPCUTETE, BH3BI
MPOCTABISAIOT Ha TOCJICIHEM JHUCTe JOKyMEHTa TOJ] TOJNUCBhI0, Ha 00opoTe
MOCJICTHET0 JINCTa TIOJJIMHHUKA JIOKYMEHTa WJIM Ha JIUCTE COTJIAaCOBaHUS
(BU3MpOBaHUS), IPUIIATAEMOM K JOKYMCHTY.

B ormpaBiaseMbIX JOKYMEHTaxX BH3bl MPOCTABISIIOTCS HAa 3K3EMIUIIpax
JOKYMEHTOB, IIOMENIAEMBbIX B JCIIO.

[To ycMOTpeHHIO YHUBEPCUTETA MOKET MTPUMEHSATHCS IMOJTMCTHOS BU3UPOBAHHE
JOKYMEHTA M €T0 MPUIIOKEHUH.

[IpencrapisieMble Ha MOAIUCH PEKTOPY WU JIUILY UMECIOIIEMY MPABO MOAMHCH
B CiIydae¢ BpPEMEHHOTO OTCYTCTBHS PYKOBOJMTENS, JOKYMEHTBHI BHU3HPYIOTCS
WCIIOJIHUTEJIEM M PYKOBOJCTBOM CTPYKTYPHOTO TOApA3JCICHUs, TJIe TOTOBHIICS
MPOCKT JOKYMEHTa. JIOKYMEHTHI, coJepKaIlie MOPYICHHS APYTUM PYKOBOJHUTEIISAM
CTPYKTYPHBIX TIOJIpa3IeICHUN Y HUBEPCUTETA, HMH JIOJDKHBI OBITh 3aBU3UPOBAHBI.

Ecnu B mporiecce BU3UPOBAaHKS B IPOEKT JOKYMEHTA BHOCSITCS CYIIICCTBEHHBIC
W3MCHCHHS, OH TOJIJIC)KUT MTOBTOPHOMY BHU3UPOBaHUIO. [IOBTOpHOTO BU3MPOBaHUS HE
TpeOyeTcs, eclii mpu JOpaboTKe B MPOCKT JOKYMEHTAa BHECEHBI YTOYHCHHWS, HE
MEHSOIIIHE €T0 CYTH.

3.3.18 Iloamuce

JIOKYMEHTBI, HallpaBIseMblc Y HHBEPCUTETOM B BBIIIECTOSIIINE OPTaHU3AIIUN U
CTOPOHHHE OPTaHM3aIluH, TIOIIMHUCHIBAIOTCS PEKTOPOM WIIM JIMIIOM, HMECIOIINM TIPaBO
MIOJIMACH B CITy4ae BPEMEHHOTO OTCYTCTBHSI PYKOBOJIUTEIIA.

Eciun nokymenT odopmieH Ha OiaHke YHUBEpCHTETa, B COCTaB MOJIMUCH
BXOJAT: HAaWMMCHOBAaHWEC  JIOJDKHOCTH  JIMIA,  IOAMHMCABIICTO  JOKYMCHT,
cOOCTBEHHOPYYHAs MOAMKCH M €€ paciudpoBKa (MHUIIHAIB U (haMHIINS ), HAIIPUMED:

[TepBbIid TPOPEKTOP Iloonuce N.0O. ®amunus
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Ecnu nokymeHt odopmieH He Ha OJlaHKe, B HAMMEHOBAHUE JOJIKHOCTH
BKJIIOYAETCS ~ HAaMMEHOBaHUE  YHHUBEpPCUTETA. Jlomyckaercs ~ 1IEHTPOBaTh
HAaMMEHOBaHUE JOJKHOCTH JIMIIA, MOIUCABIIETO TOKYMEHT, OTHOCUTEIBHO CamMou
JUIMHHOM cTpoku. Eciau HamMeHOBaHUE JODKHOCTH B TIOJINUCH COCTOUT U3
HECKOJIBKUX CTPOK, OHU TedararoTcsi depe3 1 mHTepBan. PacmmdpoBka moamnucu
reyaTaeTcsi Ha ypoBHE MOCJIeHEeN CTPOKM HAMMEHOBAHUS TOJKHOCTH.

Hanpumep:

HayuHslii pykoBOAUTEIIB,

npodeccop kadeapsl

MalIuH METaJTypru4eckoro KoMIuiekca
(benepalibHOTrO roCy1apCTBEHHOTO

O10PKETHOT0 00pa30BaATEILHOIO

YUpEXKICHHSI BBICILIETO0 00pa30BaHUs

«lonbacckuit rocy1apcTBEHHbBIN

TEXHUYECKUN YHHUBEPCUTET Iloonucwe
N.O0.®amunus

[Ipy mnoanucaHUM JOKYMEHTa HECKOJbKUMHU JOJDKHOCTHBIMHM  JIMIIAMH,
3aHMMAIOIIMMU Pa3HOE MOJIOKEHUE, X MOANMKUCH PACITIONaraloTcs OjHa MO IPYroi B
MOCJIEIOBATEILHOCTH, COOTBETCTBYIOIIEH HepapXUK 3aHUMAEMBIX JTOJKHOCTEH.

Hanpumep:

ITepBeI1it IpopexTOp Iloonuco
N.0.®amunus
['naBHbBIN OyxTantep Iloonucwo
N.0.®amunus
HexaHn axynbrera Iloonucwo
N.0.®amunus
3aBenytomuii kadenpoit Iloonucwe
N.O0.®amunus

IIpy nmoanucaHuu NOKyMEHTa HECKOJIBKUMH JIMIIAMU PAaBHBIX JOJKHOCTEH, HO
MPEACTABIAIONIMX Pa3HbIe OPraHu3alvy, WX MOAINUCH PACIOIAraroTCs Ha OJHOM
ypoBHe. Hanmpumep:

COI'TACOBAHO COI'TACOBAHO COI'TACOBAHO
[Ipencenarens [Ipencenarens [Ipencenarens
ApPXUBHOTO KOMUTETA Komurera no Hayke u Komutera o ¢uszudeckoit
Cankrt-IlerepOypra BBICIIICH IIKOJIE KYJIbTYpE U CIIOPTY
N.O0.®amunus N.O.Oamunus N.O.Pamunus
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B HOKYMCHTAaX, COCTABJICHHBIX KOMHCCHCﬁ, YKa3bIBAlOT HC HOOJDKHOCTH JIMII,
MMOAIMHUCBIBAIOMINX JOKYMCHT, a4 UX 00513aHHOCTH B COCTaBE KOMHCCHH, HAIIPUMCD:

[Ipencenarens KOMUCCUU Iloonuco
N.O.®amunus
YeHbl KOMUCCUHA Iloonuco
N.O.®amunus

TIloonuco
N.O.®amunus

Iloonuco
N.O0.®amunus

[Ipy moamucaHuM  JOKYMEHTa JIMIIOM, HCIOJHSIOMMM  00sI3aHHOCTH
PYKOBOJIUTENS, IOJANUCH 0GOPMIIETCS C YKa3aHUEM CTaTyca JOJKHOCTHOTO JIMIA B
COOTBETCTBHHM C MPUKA30M (pacropsikenuem). Hampumep:

W.o0. HayanpHUKA OTIENA ... Tloonuce
N.0. Gamunus

Hcnionasommii 0013aHHOCTH

rJIaBHOTO Oyxrayirepa Iloonuco
N.0. Gamunus

[Ipy nmoanmucaHuM AOKYMEHTA JIMIIOM, MMEKOUIMM MpPaBO MOAINUCH B CIydae
BPEMEHHOI'O OTCYTCTBHS PYKOBOJIWTEINSI, UCTIPABICHUSI B HAMMEHOBAHUE JOJKHOCTU U
paciuppoBKy paMUIIMU YK€ TTOJrOTOBJICHHOTO U COTJIaCOBAaHHOIO MPOEKTa JIOKyMEHTa
BHOCATCSI OT pyKM WIA C HCIOIb30BAHUEM COOTBETCTBYIOIIMX ImTamnoB. He
JIOITYCKAETCsl CTABUTh KOCYIO YEpTY, HAMIHUCH «3a» NMEpe]l HANMEHOBAHUEM JOJIKHOCTHU
JMIIA B MOAIKCH, ECIIA JOKYMEHT HOJAMUCHIBAET MHOE JOJDKHOCTHOE JIULIO.

3.3.19 OTtmeTKa 00 37IEKTPOHHOM MOMUCH

OTtmeTka 00 DSJIEKTPOHHOM TMOAMMCH MCHOJB3YeTCS TMpPU BU3YyaITU3ALMU
AIEKTPOHHOTO JOKYMEHTA, MOAMUCAHHOTO 3JEKTPOHHOM MOAIMUCKIO, C COOI0IEHUEM
CIeAYIOMMX TPEOOBAHUM:

— MECTO pa3MelleHHs] OTMETKM OO0 DJJIEKTPOHHOW TMOAMMCH  JIOJKHBI
COOTBETCTBOBATh MECTY pa3MeIleHHs] COOCTBEHHOPYYHOU MOJMKUCH B aHAJIOTMYHOM
JOKYMEHTE Ha OyMa>KHOM HOCHUTEIE;

— DJIEMEHTBI OTMETKH 00 3JIEKTPOHHON MOJANMCH JTOJKHBI ObITh BUJUMBIMU U
YUTAEMBIMU NPU OTOOPAKEHUH TOKYMEHTA B HATYypajJbHOM pa3Mepe;

— DJIEMEHTBI OTMETKU 00 3JIEKTPOHHOM MOANUCU HE JTOJDKHBI MEPEeKPhIBATHCS
WJIM HAKJIaJIbIBAThCS APYT Ha Apyra;

— DJIEMEHTBl OTMETKH 00 S3JEKTPOHHOW MOANUCU HE JOJDKHBI NEpPEKpbIBATh
AJIIEMEHTBl TEKCTa JOKYMEHTa M JAPYrHe OTMETKHM 00 3JeKTpOHHOW monamucu (mpu
HaJIMYHH ).

OtmeTka 00 SJEKTPOHHOW MOAMKMCH B COOTBETCTBUU C 3aKOHOIATEIHCTBOM
Poccuiickoit ®enepanuun BrIouyaeT ¢paszy «lOKyMEHT MOAMHCAH 3JIEKTPOHHOU
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MOJANKCHIO», HOMEP cepTU(UKaTa KiIo4Ya 3JIEKTPOHHOU MOANUCH, (aMUIHIO, UM,
OTYECTBO BJajeNblla cepTtudukara, Ccpok JAelcTBUS cepTuduUKaTa Kioya
ANEKTPOHHON mnoanucu. OTMeTka 00 SJIEKTPOHHOW MOAMUCH MOXET BKIIOYATh
n300paxkeHue HSMOJeMbl YHHUBEPCUTETa B COOTBETCTBUM C JIEMCTBYIOIIUM
3aKOHOJATEIILCTBOM.

Hanpumep:

JOKYMEHT IIOAITMCAH
SJIEKTPOHHOU ITOAITUCHIO
Pexrop npodeccop | Cepruduxar 1al11aaa000000000011 | M.O.damunus
Bnanenen ®@amunus Umsa OtuecTBO
Heicteutenen ¢ 00.00.0000 o
00.00.0000

3.3.20 Ileuars

[leyaTs 3aBepsieT MOJIMHHOCTD MOJAMUCH JTOJPKHOCTHOTO JIMIIA HA TOKYMEHTaX.
YHUBEPCUTET UMEET U UCMOJIB3YET eYaTh ¢ H300paxkeHneM ['ocynapcTBEHHOIO
repba Poccuiickoit ®enepanuu (repOoByr0 TedaTb), Me€YaTH CTPYKTYPHBIX
MO/Ipa3/ieNIeHU U UHBIC NEYaTH U IITAMIIbI.

OTTHCK MeyaTu CTAaBUTCS Ha JOKyMEHTaX, O(QOPMIICHHBIX C COOJIIOJICHHEM
AedcTByOmMX mnpaBuil  WHCTpyKIMH, TOANMCAHHBIX M  COIJIACOBAHHBIX B
YCTAaHOBJIEHHOM TNOPSAJIKE U TPEOYIOIMUX 0COO0T0 YIOCTOBEPEHUS UX MOITUHHOCTH.

[lewaTs mpocTaBisieTcs, HE 3axBaTbiBas COOCTBEHHOPYYHOW MOANMCH JUIA,
MOJANMMCABIIETO JOKYMEHT. B  1noKymMeHTax, NOATOTOBJIEHHBIX Ha OCHOBE
YHU(PUIUPOBAHHBIX (OpM, TeyaTh CTABUTCS B MecCTe, OO03HAYEHHOM OTMETKOU
«MID» («MecTto neyaTu») Wi UHBIM o0pa3zoM. Jlomyckaercs, 4ToObl OTTUCK MeYaTu
3aXBaTbhIBaJ YacCTh HAMMEHOBAHUS JOJKHOCTH JIULIA, MOJIUCHIBAIOLIETO TOKYMEHT, U
HayaJio JIMYHOU MOJITUCH.

3.3.21 OTmeTka 00 UCTIOTHUTEIE

OTtmeTka 00 WHCHOJIHUTENE BKIOYaeT (aMHIWI0, HUMS M OTYECTBO
UCIIOJIHUTENS, HOMep ero TenedoHa. OTMeTKa 00 MCTIOIHUTENE MOXKET JOMOIHATHCS
HAaMMEHOBAaHUEM JIOJDKHOCTH, CTPYKTYPHOTO TOApPA3ACNICHUs U 3JIEKTPOHHBIM
aZipecoM HUCIIOJIHUTEIS.

OtmeTka 00 ucnojgHuTene O(QOpMIISIETCS Ha JHUIEBOM CTOPOHE IMOCIEIHETO
JUCTa JIOKYMEHTa OT TPaHMIIbl JIEBOTO MOJS WM, NMPU OTCYTCTBHUM MeECTa, — Ha
00OpOTHOI CTOPOHE BHU3Y CJIEBA.

OtmeTka 00 HCTIONHHUTENE MOXKET O(QOPMIISITHCS KaK HIKHUUA KOJOHTUTYI W
neyartarbcsi MIpUGTOM MEHbIIEro pasmepa. OTMeTka 00 HCIOJHHUTENE JTOKYMEHTa
MPOCTABISACTCA B JIEBOM HHKHEM VIJy JMIIEBOW CTOPOHBI MOCJEIHEr0 JIUCTA
MOJJMHHUKA JIOKYMEHTa, medaraercs Impudrom pasmepom Ne 10-11 uyepes
1 MEXCTpOUYHBIM UHTEPBAJI, HAIPUMED:
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Hcn.
Gamumus U.0.
(812)328-00-00

B noxkymeHTax, MMEIONIMX OTMETKY O KOH(MUICHIIMAIHHOCTH, OTMETKa 00
HCIIOJTHUTEJE MPOCTABISAETCS Ha 000pOTE MOCIIEAHEro JIMCTA (B pacOpsIUTEIbHBIX
JIOKyMEHTaxX Ha 000pOTe MEePBOTo JIMCTA) KaKA0r0 IK3EMILIsApa JOKyMEHTa mpudTom
pasmepom Ne 12 B JeBOM HUKHEM YIUIy M BKJIIOYAeT B ce0s: yKa3aHUE KOJMYECTBA
OTIEYaTaHHBIX AK3EMIUIAPOB U JIUCTOB IK3eMIUIApoB, @amunuio N.O. ucnoaHuTens,
®amunuo W.O. paboTHHMKA, U3TOTOBHUBIIETO  JIOKYMEHT, H Jary

revyaTaHusl JOKYMEHTA.

Hanpumep (060poT mociieiHero JucTa mpukKasa):

Otneuarano Ha 10 1. B 3 9K3.

1 3K3. — KaHUEIApUA

2 DK3. — pEKTOP

3 9K3. — ...

Wcnonaurens: HadaJIbHUK oTacia ...

dammmus U.0O.

Otneuaran: 3aB.KaHLEIsIpUen

dammmus U.0O.

[ara

YUepHOBUK YHUUYTOXEH

Ecnu 1oKyMeHT ¢ OTMETKON 0 KOH(PUACHIIMATbHOCTU UMEET MPUIIOKEHUE, TO
OTMETKa 00 UCIOJIHUTENE IPOCTABISAETCS TOIBKO HA IOKYMEHTE.

3.3.22 OTmeTKa O 3aBEpEHNUH KON

OTmeTka O 3aBepeHUH KOMUU  odopmisieTcs JUIsl  MOJATBEPIKICHUS
COOTBETCTBHSI KOMMH TIOKYMEHTA (BBIITUCKU U3 TOKYMEHTA) MOJJIMHHUKY JTOKYMEHTA.

Jis  mpupaHus  KONMUM — IOPUAMYECKOM  CHJIbl  OHAa  JOJKHA  OBITh
COOTBETCTBYIOIIMM 00pa3oM 3aBepeHa. OTMETKa O 3aBEpEHUU KOIMUU MPOCTABISAETCS
Haganuck «BepHo» mnm «Komus BepHa», NOMKHOCTH JMIA 3aBEPUBIIETO KOIUIO,
JMYHASI TOJAMUCH JIMIIA 3aBEPUBIIETO KOMHUIO, paciIMdpoBKa MOANUCH (MHUIUAIBI U
dbamunus), nata 3aBepeHusi, rneyaTb OpraHu3alui, B MHOTOCTPAHUYHOM JIOKYMEHTE
MPOCTABIISECTCA 3aBEPUTENbHAS HAAIUCh HA KaXKJIOM JIMCTE WA IOKYMEHT CIIMBAETCS
Y 3aBepUTEIIbHAS HAJIUCH JEJNAeTCS HA MECTE CIIUBKH

Hanpumep:

Bepno/Konus BepHa

3aBeyIONIUNA KaHLICTAPUCH  JUUHAS NOONUCH N.0O. ®amunus

JlaTa

ITeuats

Ha xonusix MHOTOCTpaHMYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHHUM KOIHH
MPOCTABIISAETCA HAa KaXJIOM JIHMCTE JTOKYMEHTa WM Ha MOCIEAHEM JIUCTE MPOLIUTOTO
WIN CKPEIUIEHHOTO HMHBIM 00pa3oM JOKYMEHTAa. 3aluch O MECTE€ HaXOXIEHUs
MOJJIMHHUKA MPOCTABIISIETCS TOJIBKO Ha MOCJIEIHEM JTUCTE JOKYMEHTA.

30



Jlis mpocTaBieHHs] OTMETKHM O 3aBEPEHUU KOIMUU MOXKET HCIOJIb30BaThCs
ITamIl.

He nmoasiexxaT cBUIETEILCTBOBAHUIO KONUU JOKYMEHTOB, UMEIOIIUX HESICHBIH
TEKCT, MOJAYMUCTKH 1 UHbIE HEOTOBOPEHHbBIE UCITPABIICHHUS.

Ecnu xonus BeiaeTcs s IPEICTaBICHUS B IPYTYIO OPraHU3aIiio, OTMETKA O
3aBEpEHUHM KOMUU JIOMOJHAETCS HAIANUChI0O O MECTe XpaHeHUsi JIOKyMEHTa, C
KOTOPOTO OblJIa U3TOTOBJIEHA KOMUS U 3aBEPSIETCS MeYaThio OPraHU3alUu.

3.3.23 OTmeTKa O MOCTYIUIEHUU JOKYMEHTA

OTMeTKka O TOCTYIUICHHMM JOKYMEHTA CIYXKHUT IJs TOATBEpkAeHUS ¢akra
MOCTYIUICHUS JOKYMEHTa B YHUBEPCUTET M BKJIIOYACT JaTy IMOCTYIUIGHUS U
BXOJIAIIMNA PETUCTPALIMOHHBIA HOMEDP NOoKyMeHTa. [Ipu HEeoOXOaUMOCTH OTMETKa O
MOCTYIUICHUU MOJKET JOMOJHATHCS yKa3aHUEM BpPEMEHHU NOCTYIUJICHUS B Yacax U
MUHYTaX U croco0a JOCTaBKU JOKYMEHTA.

OTMmeTKa O MOCTYIUIEHUH JTOKYMEHTa MPOCTaBISIETCs ¢ MOMOIIbIO mTammna. B
TaKOM CJIy4ae OTMETKa O IMOCTYIJIEHUM JOKYMEHTa MPOCTaBISETCS B HIDKHEM
MIPaBOM YIIIy IEPBOTO JIUCTA JOKYMEHTA.

3.3.24 Pe3omtouus

Pe3omioninst cofepXuUT yKazaHHe IO HUCHOJHEHHIO JOKyMeHTa. Pe3omonus
opopmisieTcss Ha CBOOOJIHOM MecTe paldodero moJisi JOKyMEHTa, Ha OlaHke
PE30JIIONMM WM  BHOCHUTCS  HEMOCPEJCTBEHHO B  CHUCTEMY  3JEKTPOHHOTO
JTIOKyMEHTO000pOTAa.

Pe3omronust BKito4yaeT: (paMuiInio, MHUIMAIBI UCTIOTHUTENS (MCIIONHUTENEH),
MOPYYEHHE MO TOKYMEHTY, IPU HEOOXOJUMOCTH — CPOK MUCTIIOJHEHUS, MOANKUCH JIHIIA,
BBIHECIIIETO PE30JIIOLIHIO, 1aTy PE30JIOLHH.

Hanpumep:

Gamunus 1.0.

[Ipomry moaroroButs npemyioxkenns k 18.11.2023.

Iloonuco

JlaTa

Cpox HCHOJTHEHUs MOPYYEHUsS HE JOJDKEH YKa3bIBaThCs, €CJIM OH Ha3BaH B
TEKCTE€ TOCTYIHUBILErO0 JOKYMEHTa W PYKOBOAMTENb HE CUYUTAET HEOOXOAMMBIM
U3MEHHUTHh €r0 B CTOPOHY COKpAILlEHUS WU SIBISETCS TUIOBBIM JUJISi AAHHOTO BHA
JTOKYMEHTA.

Ecnu B pe3osionuu ykazaHO HECKOJIBKO MCIIOJHUTENEH, TO OTBETCTBEHHBIM 3a
UCIIOJIHEHUE SIBIIAETCS JIMLO, Ha3BaHHOE NepBbIM. OTBETCTBEHHBIM HCIIOITHUTEIND
OpraHu3yeT paboTy HMCIOJHUTENEH U OTBEYAET 32 CBOEBPEMEHHOE M KaueCTBEHHOE
UCIIOJIHEHHUE TOKYMEHTA.

3.3.25 OTMeTKa 0 KOHTpPOJIE

OTmMeTKa O KOHTpOJ€ CBHUIECTEILCTBYET O IIOCTAHOBKE JOKYMEHTa Ha
KOHTpPOJIb, 0003HayaeTcs mramMnoMm «KoHTposib» Ha BEpXHEM I0JIe JOKYMEHTA.
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Cpoxk UCHOJIHEHHUS JIOKYMEHTa YCTaHaBJIMBAIOTCS B COOTBETCTBUHM CO
cpokaMu, O0O0O3HAYEHHBIMU 3aKOHOAATEIHLCTBOM, OpTraHHU3allMeil, HalpaBUBIICH
MOpyYeHUe WU  MOpochOy, PpaCHOPSAAUTEIBHBIM  JOKYMEHTOM  (IIPUKa30M,
pacnopsbKEHUEM ) WIH Pe30TIoUreld pyKOBOIUTENSI OpraHU3alHu.

Cpok npocTaBinseTcs: B popMe 1aThl 3aBEPIICHUST UCTIOTHEHUS.

3.3.26 OTMmeTKa 0 HaIpaBJICHUU JJOKYMEHTA B JIEJI0

OTMeTKka O HaNpaBJIeHUHM JOKYMEHTa B JEJO OMNpeieseT MECTO XpaHEHUs
JOKYMEHTa T0cJie 3aBEepIIeHHs] padOThl ¢ HUM U BKJIIOYAET: clioBa «B neno», nHaekc
Jiena 1Mo HOMEHKJAType Jell, B KOTOpOo€ IMOMeNlaeTcsl AOKYMEHT Ha XpaHEHHE, C
yKa3aHWeM roja, J0JKHOCTH JIUIa, O(pOPMHBIIETO OTMETKY, IMOIMUCH, aTHI.

Hanpumep:
B nemo Ne 34-17 3a 2023 rox 3aB. kadeapot ...
Iloonuco JlaTa

OTmeTKa 0 HampaBJIEHUU JOKYMEHTA B J€JI0 MOXET JOMOIHATHCS KPATKUMHU
CBEJICHUSIMU O XapaKTepe UCIOJIHEeHUs TokyMeHTa. Hanpumep:

Otnpasnen gakc ot 01.06.2023 B neno Ne 34-9 3a 2023 rop 3aB. xkadenpoii ...

Iloonuce  JlaTa

B KOHKpETHOM JJOKyMEHTE COCTaB PEKBU3UTOB MOXKET OBITh JOMOJIHEH WU
COKpAIIICH.

4 TpeOoBaHMs K MNOATOTOBKe M OG(GOPMJICHHUIO OTAECJbHBIX BHAOB
AOKYMEHTOB

B YHuBepcurere U3narTcs: OpraHu3allHOHHO-PACIOPSIANTENbHBIE
JNOKYMEHTHI:

— OpraHu3alMOHHBIC (ycTaB, TMONOXEHUS, HMHCTPYKLHH, MPaBUIA,
pErjlaMeHThl, MePeYHH, KIacCU(PUKATOPbI, CTPYKTYpa, IITATHOE pAaCIMCaHUE U Ap.);

— pacnopsanuTeiabHbie (MpUKa3bl 0 OCHOBHOM NEATEIBHOCTH U MO JIUYHOMY
COCTaBY, pacHOpsKEHUs, pelieHHusl (B COCTaBe MPOTOKOJOB)) M JIOKYMEHTHI, HE
ABIIAIOIIMECS PACHOPAIUTEIbHBIMU (CIIPAaBOYHO- HMH(OpPMAIMOHHBIC, MO JIUYHOMY
COCTaBY): aKT, aHKeTa, rpaduk, JOroBOp, KOHTPAKT, MOKJIaa, AOKJIATHAas 3arucka,
ciy)keOHasi 3amucKa, OOBbsICHUTEIbHAS 3allKCcKa, 3asBICHHUE, 3aKII0YeHue, 3aKa3 (Ha
pa3MHOXEHUE), 3a9BKU Pa3HOro poja, 0030p, OT3bIB, U3BEUICHUE, CIIPaBKa, CBOJIKA,
CIIUCOK, CBHUJETENIbCTBO, IE€pPEUYeHb, MPOTOKOJ, MHUCHbMO, (¢akKc, TeJaerpaMmma,
TenedoHorpaMma, MpeIoKEHUE, TOBEPEHHOCTb, JOKYMEHTHI MO0 JUYHOMY COCTaBY
(TpyzoBO# AOTOBOp, AOHKHOCTHAS MHCTPYKUUS, JUYHOE JAEJI0, JIMYHAs KapTouKa 110
dbopme T-2, nuueBoit cyer o 3apruiate, TpPya0Bas KHIKKA U T.J1.) U T.I1.

TpeboBanusi MHCTpyKUMU ABIAIOTCS 00s3aTE€IbHBIMM TPU TOATOTOBKE H
oQOpMJICHUN OpraHU3alMOHHO-PACTIOPSIAUTENIBHBIX JTOKYMEHTOB, & Ha JOKYMEHTHI,
HE SBISIOLIMECS PACHOPSAUTEIbHBIMU, PACIPOCTPAHSAIOTCS B YacTH OOIIMX
MPUHIMIIOB pabOThl C HUMHU, a TakXKe MPHU MOATOTOBKE M MEpenaye Ha apXMBHOE

XpaHEHHUE.
32



4.1 IloaroroBka u ogopmiieHHE NPUKA30B

4.1.1 Ilpukassl U3gar0TCcsl YHHUBEPCUTETOM B IpPEAENaX CBOEH KOMIETECHLIHMH
JUIsL pellIeHWsT OCHOBHBIX M ONEpaTUBHBIX 3adad. Ilpukazamu odopmistoTcs:
pelIeHUs] HOPMAaTHUBHO-IIPABOBOIO XapakTepa, o0s3aTelibHble K HCIOJHEHUIO;
JIOKaJIbHbIE HOPMATUBHBIE AKTHI (TTOJ0KEHHUS, TPAaBUJIa, MHCTPYKIIUH U JIP.); BOIPOCHI
y4eOHOM, XO3SMCTBEHHOM, KaapoBoW (MO JUYHOMY COCTaBy paOOTHUKOB U
oOydaromuxcs YHHUBeEpcUTETa), (HUHAHCOBOM JESATENbHOCTH; IUIAHUPOBAHUS;
OTYETHOCTH; IPOBEJICHUS IPOBEPOK U PEBU3UI; YUeOHO-BOCIIUTATEIHHOTO MPOLIECCa;
peopraHu3alny, CO3JaHUs W  JUKBUJALMM  CTPYKTYPHBIX  IOJApAa3ACICHUMN
YHuBepcuTeTa u T.II.

4.1.2 B YHuBepcUTETE COCTABIIAIOTCA TAKUE BUBI IPUKA30B:

110 OCHOBHOM J€ATEIIbHOCTH;

10 TUYHOMY COCTaBY;

10 aAMUHHACTPATUBHO-XO3SIIICTBEHHBIM BOIIPOCAM.

IIpyka3pl 10 OCHOBHOM JEATEIBHOCTU H3JAIOTCA I[PU  PEOpraHU3aluy,
YTBEPKACHUN U WU3MEHEHHHM CTPYKTYpPbl YHUBEPCHUTETA, B LENSAX YTBEPKICHHUS M
(un) BBeAGHUS B JICHCTBUE JOKYMEHTOB (TIOJIOKEHHM, WHCTPYKIMH, MpaBuil,
perjiaMeHToB M JIp.), OpU  HEOOXOJUMOCTH  PEryJIMpOBaHHS  BOIPOCOB
MH(OPMAIIMOHHOIO U IOKYMEHTAllMOHHOTO 00ecreueHus, nopsaka GuHaHCUpOBaHUS
NEATENIbHOCTU Y HUBEPCUTETA U IPYIOE.

[Ipuka3sl MO JIMYHOMY COCTaBY II€JIECOO0Opa3HO pa3[eiauTh Ha MPUKa3bl:
JUIMTETILHOTO CpOKa XpaHeHus (MpueM, MepeMelieHUue, COBMEUIECHUE, MepeBo/,
YBOJIbHEHHE; AaTTeCTallMsi, TOBBIIICHUE KBAIM(PUKALMK, TPUCBOCHUE 3BaHUI;
u3MeHeHue (aMUIUU; MOOUIPEHUs, HArpa)JAeHHs; omiata TpyJa, MPEeMUPOBAHUE,
pa3IuYHbIE BBITUIATHI; OTIYCKA MO YXOy 3a peOCHKOM U JIp.);

KPaTKOBPEMEHHOTO (0  JHUCUMIUIMHAPHBIX  B3BICKAHUAX,  €XKETOJHBIX
OIJIAYMBAEMbIX OTIYCKaX, OTHOYCKax B CBA3M C OOy4YyeHUEeM, JIeKypCTBaX,
KpPaTKOCPOYHBIX KOMaHJIUPOBKAX U JIp.).

[Ipuka3pl M0 aJIMHUHUCTPATUBHO-XO3AMCTBEHHBIM BOIPOCAM W3AAKOTCA IIPU
BBITIOJITHEHUH PEMOHTHBIX PaOOT B MOMENICHUSX, IEPEHECEHNUN BBIXOIHBIX THEU U Jp.
(ITpunoxenue 5)

4.1.3 IIpoexkTbl MPUKA30B MO OCHOBHOW JAESATEIBHOCTH TOTOBSIT W BHOCST
CTPYKTYPHBIE IOJApA3JCICHNUs] YHHUBEPCUTETA HA OCHOBAHUM IIOPYYEHUU PEKTOpA,
MPOPEKTOPOB JTUOO B UHUIIMATUBHOM MOPSIIKE.

IIpoexThl MpHKa3oB II0 JMYHOMY COCTaBY TOTOBSTCS OTHAEIOM KaaApoOB U
JEJIOIPOU3BOCTBA HA OCHOBAHUM COOTBETCTBYIOIIMX IIPEICTABICHUM, 3asIBJICHUN U JIP.

4.1.4 TIpoexTsl MIPUKA30B, MOJITOTOBJIEHHBIE JUTA COIJIaCOBaHUs,
oQOpMIISIOTCA HA CTaHJAPTHBIX JUCTAaX OyMaru ¢ HaHECEHHWEM BCEX HEOOXOAMMBIX
PEKBU3UTOB U YKa3aHUEM Ha BEPXHEM II0JI€ JOKyYMEHTa cripasa — «lIpoexry.
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IIpoeKThl IPUKa30B COCTABIAIOTCA HA OCHOBE TILIATEIBHOTO U BCECTOPOHHETO
M3YUYEHHUsI BOMPOCOB, TPEOYIOIIMX pa3pelIieHHs, C T€M, UYTOOBI COAEp)Kaluecs B
MPOEKTaX TMOPYYeHUs OBbUIM KOHKPETHBIMH M pealbHBIMH, COOTBETCTBOBAIH
JEUCTBYIOIIEMY 3aKOHOJATENBCTBY, 00ECIEUNBAIUCH TOCTATOUYHBIMU MaTE€pUaATbHO-
TeXHUYECKUMU U (PUHAHCOBBIMH CPEICTBAMU U HCKJIIOYAId B JalIbHEUIIIEM
HEO0OXOJUMOCTh KOPPEKTUPOBKH MPUHSITHIX PEIICHUN.

OOGecrieueHre KauyeCTBEHHOM TOATOTOBKM TMPOEKTOB TPUKA30B M UX
COIVIACOBAHME C 3aMHTEPECOBAHHBIMM CTOPOHAMH BO3JAracTcs Ha PYKOBOIMUTEIECH
CTPYKTYPHBIX ITOJPa3CJICHUN, KOTOPBIE TOTOBAT U BHOCAT ITPOEKT.

KoHTpomb 3a npaBUIbHOCTEIO 0(hOPMIIEHHS TIPOEKTOB MPUKA30B OCYIIECTBISET
OTIeN KaJpoB U aenornpousBoactna (nanee OKull).

4.1.5 TIpoekThl MPUKA30B U MPUIOKEHUS K HUM BU3UPYIOTCS UCIIOJIHUTEIIEM,
€ro0  HEMOCPEACTBCHHBIM  PYKOBOJMUTEIEM,  PYKOBOAUTEIEM  CTPYKTYPHOI'O
MOJIPA3/ICJICHUS], BHECIIUM MPOEKT, PYKOBOAUTEISIMU CTPYKTYPHBIX MOAPA3ICICHNM,
KOTOPBIM B IPOEKTE IMPEAYyCMATPUBAIOTCA 3aJaHUS M MOPYYEHUS, OTAEI KaJIpOB U
JEJOMPOU3BOICTBA (OTHOCUTENBHO MPABHIBHOCTU O(OpMIIEHUS), OTAEN KaapoB U
JEJOMPOU3BOACTBA (ISl MPUKA30B IO JIMYHOMY COCTaBY), IOPUAMYECKON CITY>KOBI
(mpu HEOOXOIUMOCTH), a TaKXKE MPOPEKTOPOM YHHMBEPCUTETa B COOTBETCTBUU C
pacnpeneneHueM 00s13aHHOCTEH.

BusupoBanue mpoeKTOB MpHKa30B OGOPMISETCS Ha JIUCTE COTJIACOBaHMS,
pacrnojlaraeMoM Ha 000pOTe MOCIEIHEro JIUCTA MPOEKTa MpUKa3a U MPUIIOKEHUHN K
npuka3y. Bu3bl BKIIOYAIOT JOJDKHOCTH BHU3UPYIOIMIUX, MOAMKUCH, pacHIM(PPOBKH
MOJIIIUCEN U J1aTy.

Busel mpocTaBistOTCS HAa AK3EMIUISIpaX JOKYMEHTOB, KOTOPBIE OCTarOTCS B
Yuusepcurere. [IpoekTsl pacriopsauTENbHbIX JOKYMEHTOB BU3UPYIOTCA HA NEPBOM
JK3EMIULIpE.

Bo3paxkeHuss mno TMpPOEKTy TMpHUKa3a, BO3HUKAIOIIME IIPU COIVIACOBAHWH,
M3Jlararorcsi B CIpaBKe, KOTOpas IIpujaraercs K mOpoekry. Eciaum B mpouecce
COIJIaCOBaHMWS B IIPOEKT MPHKa3a BHOCATCS W3MEHEHUS IPUHIUNUAIBHOIO
XapakTepa, TO OH MOMJIEKUT IOBTOPHOMY COTJIaCOBAHUIO.

4.1.6 TlpoekThl MpUKA30B MpUJIAraloTcs K OpuruHaizam (Mpu HEOOXOIUMOCTH
CO CIPaBKOM, cojepKalledl KpaTKoe H3JI0OKEeHHEe CYTH IMpHuKa3a, 0OOCHOBAHHUE €ro
HEOOXOJUMOCTHU, a TAK)K€ CBEJICHUS O TOM, HA OCHOBAaHHM YE€ro MOATOTOBJIEH MPOEKT
U C K€M COIJIaCOBaH) M MOJAI0TCS PEKTOPY YHUBEpPCUTETA ISl MTOITUCH.

[IpoexTbl TPHUKA30B XPaHATCS B IPEAYCMOTPEHHOM HOMEHKIATYpPOU JHEie,
OTHEIBHO OT IMOJAMMUCAHHBIX OPUTUHAJIOB.

JlaToil mprKasa sBIAETCS AaTa €ro NOAIUCAHMUS.

4.1.7 Komuu mpUKAa30B MO JUYHOMY COCTaBy (WM HMX Pa3MHOKCHHBIC
HK3EMIUISIPbI) HAMPaBJISIOTCA aJpecaraM B COOTBETCTBHH C YKa3aTeJIeM PaCChUIKU Ha
OYMa)KHBIX HOCUTEJISX.
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4.1.8 [Ipuka3 uMeeT CIIEeyIOINE PEKBU3UTHI:

HAaMMEHOBaHWE OpraHa UCIOJHUTEILHOU BiacTn (MuHoOHayku Poccun);
HAaUMCHOBAaHUE  YHHBEPCHUTETA;

By nokymenrta (IIPUKA3);

naTa;

PETHCTPAIMOHHBIA HOMED;

MECTO COCTaBJIeHUs (U37aHUs) TOKYMEHTA,

3aroJIoBOK;

TEKCT;

TTOJIITHCH.

Jlata odopmiisieTcst CIOBECHO-IIM(DPOBBIM CIIOCOOOM, HOMEP COCTOUT M3 3HaKa
«No» W TIOpPSAIKOBOrO HOMEpa MpHKa3a ¢ J00aBJIcHHEM OYKBEHHOTO HWHJICKCA IS
Pa3IUYHBIX BUIOB MPHUKA30B.

Peructpanusi u XpaHEHHE MPUKA30B OCYIICCTBISICTCS B OTACIEC KaJpOB M
JICIONIPOU3BOICTBA (0TI KaapOB, KaHICISIPUS, HAYYHO-UCCIICI0BATEIbCKAS YacTh)
YHuBepcHUTETA.

B VYHuBepcuTeTe HMEIOTCS CICAYIONIME BHIbI IPHUKA30B C TEPCYHEM
WHJICKCOB:

110 OCHOBHOM JICSITCIIBHOCTH;

10 JIMYHOMY COCTaBy «K» (mpueM Ha paboTy, IepeBOAbl, CTaXKHUPOBKH,
YBOJIBHCHHUS H JIP.);

10 JINYHOMY COCTaBY M aIMHHHCTPATUBHO-XO3SHCTBEHHOHN NESITCIBHOCTH «JI»
(e)xeroIHBIE OTITYCKa, OTIYCKA B CBSA3HM C OOYYCHHUEM, IMOOIIPEHUS, TUCITUTTMHAPHBIC
B3BICKaHUS, TI0 aIMUHUCTPATUBHO-X03IMCTBEHHBIM BOIIPOCaM U JP.);

M0 JIMYHOMY COCTaBY «J1/00» (OTmycka 0e3 coxpaHeHHs 3apaOOTHOM ILIaTHI,
OTITyCKa IO YXOAY 3a PEOCHKOM);

M0 JIMYHOMY COCTaBY Hay4YHO-HCCJICJIOBATEILCKOW YacTH «H» (MpueM Ha
paboTy, Ha3HAYCHUS, YBOJIBHCHU);

10 JINYHOMY COCTaBYy «CT» (O 3aYUCIICHUM CTYACHTOB, IIEPEBOJIE, OTUYNUCICHUU
M p.);

0 JINYHOMY COCTaBY «ID» (10 KPaTKOCPOUHBIM KOMaHIUPOBKaM )

IO JIMYHOMY COCTaBy «b» (0 pUHAHCOBOH NEATEIBHOCTH).

[Tpukasel peructpupytorcs B xypHanax (IIpmnoxenme Ne6) peructparuu
MPUKA30B C y4ETOM IOPSJIKOBOW HYMEpallMud B TpeleiaX KaJICHIapHOTO Trojaa H
(bOpMHPYIOTCS B JIeIa OTASIBHO.

3arosioBOK JOJDKEH KPaTKO M TOYHO OTpakaTh COJCPIKaHHME TEKCTa MpHUKa3a.
Touka B KOHIIE 3arojloBKa HE CTaBUTCSA. 3arojIOBOK II€YaTaeTCs IOJYKHUPHBIM
mpudToM yepe3 1 MeKCTPOUHBII MHTEPBAJL.

Hanpumep:

OO0 yrBepxacHNM MHCTpYyKIIMM 1O 0XpaHe TpyAa B...
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3arojoBOK K mpukazaM, OQGOPMIICHHBIM Ha OJIaHKax C MPOJOJIbHBIM
PacIONOKEHUEM PEKBU3UTOB, BBIPABHUBACTCS T10 LIEHTPY.

TekcT oTaensercss OT 3arojioBka 2-3 MEXKCTPOYHBIMM HWHTEpBajlaMU U
neuyataerca mpudrom Times New Roman, pazmepom Ne 14 uepe3 1 umHTEpBad,
BBIPaBHMBAETCS 110 IIMPUHE TEKCTOBOTO MmoJsi. [lepBas cTpoka ab3aiia HauUMHaAETCs Ha
pacctostHuu 1,25 ¢M OT 1€BOM TpaHUIbI TEKCTOBOTO TOJISI.

TexkcT nmpukaza MOXKET COCTOATh U3 2 YacTel: KOHCTAaTUPYIOIIeH (mpeamMOyJib)
Y pACIIOPSAAUTEIIBHOM.

B koHCcTatupyromei dYactu KpaTKo H3JaramTcs Iedd W 3agadd, (akThl U
COOBITHS, TOCTYKUBIIIME OCHOBAaHUEM I M3AaHUs Npukaza. OHAa MOXXET HaUYUHATHCS
CJIOBAaMU «B LIEJISAX», «BO UCIIOJHEHHUE), «B CBSI3U CO CIIYKEOHON HEOOXOAMMOCTHIO» U
T.1. Eciii mipyka3 u3aeTcs Ha OCHOBaHUHU JPYroro JOKYMEHTA, TO B KOHCTATUPYIOLIEH
YaCTH YKa3bIBalOTCS HAMMEHOBAHUE JOTOr0 JOKYMEHTa, HAaWMMEHOBAaHHWE OpraHa,
W3AaBUIETO IOKYMEHT, JaTa, PETUCTPALMOHHBIN HOMED U 3ar0JI0BOK K TEKCTY.

[IpeamOyna B mpoekTax MNPHUKA30B 3aBEPIIACTCS CIOBOM «IIPUKA3BIBAIOY,
KOTOPOE TI€YATAETCS B PA3PAIAKY.

PacnopsinurenbHas 4YacTh JIOJDKHA COJAEpP)KaTh TMOpyYeHUs (3a7aHus) C
yKa3aHWEM HCTIOJIHUTEIISI (MCTIOTHUTEIICH) U CPOKOB UCTIOTHECHHUS.

PacnopsigurenbHas 4acTh MOXKET JEIUTHCS Ha MYHKTHI U MOAMYHKTBI, KOTOPHIE
HyMepyroTcs apabckumu nudpamu. JledcTBUs OJTHOPOIHOTO XapaKTepa MOTYT OBITh
MEPEYUCIICHBl B OJHOM IyHKTE. B KadecTBe HWCIOJIHUTEICH YKa3bIBAIOTCS
CTPYKTYPHBIEC TIOJPA3JECIICHUS] WJIM KOHKPETHBIE NOJDKHOCTHBIE Jinua. l[lociennuit
IIYHKT PacIopsiAUTEIbHON YaCTU MOXKET COJIEPKATh CBEACHUS O MOAPA3ACIEHUN WU
JTOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAaracTCsa KOHTPOJIb 3a UCTIOJTHEHUEM ITPUKA3a.

Ecnu npuka3 u3mMeHsieT, OTMEHSAET WIN JOTOIHSAET paHee U3AaHHbIA JOKYMEHT
WJIA KAKUE-TO €ro MOJIOKEHHUS, TO OJUH U3 IIYHKTOB PACHOPAIUTEILHON YaCTH TEKCTA
JIOJDKEH COJAEPXKaTh CChUIKY Ha OTMEHSEMBIM JOKYMEHT (IYHKT JOKYMEHTa) C
YKa3aHUEM €ro JaTbl, HOMEpPAa W 3arojioBKa. TEKCT NyHKTa JOJKEH HAYMHATHCS
cinoBamu «IIpu3HaTh yTpaTUBIIUM CHUITY...».

B npuka3z He cnenyer BkItoyath NYyHKT «lIprka3 JOBECTH 0 CBEIACHMA,..».
[Toapa3nenenus (IOMKHOCTHBIC JIMIA), O CBEACHHUS KOTOPBIX JTOBOJMTCS IMPUKA3,
MEPEUYUCIIAIOTCA B YKAa3aTeJI€ PACCBUIKH, KOTOPBIM HCIIOJHUTENb I'OTOBUT BMECTE C
MPOEKTOM IIPUKa3a.

[Tonnmuce COCTOMT W3 HAMMEHOBAHUS JOJDKHOCTH JIMIA, MOAIMCABIIErO
JOKYMEHT, JUYHOM TOAMUCHU W paciupOBKU TOANUCH (MHULMAIBI, (DamMuiIus).
HanMenoBaHne [OOJKHOCTH TI€YaTaeTCsa OT JIEBOM TIPAHULBI TEKCTOBOIO TIOJIA,
WHULKAIB U (paMUIus — OT MPaBOU IPaHUIIBI TEKCTOBOTO TTOJIS.

B mpukaszax He gomyckaercs:

— TPUMEHEHHE MPOU3BOJIBHBIX COKPAIICHUN WJIM UCKAKEHUE HAUMEHOBAHUM
CTPYKTYPHBIX ITOJPa3aCIICHUN Y HUBEPCUTETA,
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— TPUMEHEHHUE MPOU3BOJBHBIX (HE OOIICMIPUHATHIX) TEXHUYECKUX U JIPYTUX
TEPMHUHOB, COKPAILIEHHBIX CJIOB 1 HAUMEHOBAaHUMU.

[Ipuka3sl 0GOpMIIAIOTCS OTAEIOM KaapoB M JEJIONPOM3BOJICTBA Ha OJIaHKe
YCTaHOBJIEHHON (OPMBI, BU3UPYIOTCS C OOOPOTHOM CTOPOHBI MOCHEIHErO JHUCTa B
BEPXHEU €TI0 YaCTH.

[Iprka3pl MOANMCHIBAET PEKTOP YHUBEPCUTETA WM JIMIO, UMEIOILIEE IMPABO
MOJIMUCH B CIIydae BPEMEHHOT'O OTCYTCTBUSL PYKOBOAUTENSI. BHECEHHE N3MEHEHUM B
MOJNMUCAHHBIA TMPUKAa3, a TAaKXE B COIIACOBAHHBIA MPOEKT JOKYMEHTA HE
nonyckaercs. Ilpm HeEOOXOINMMOCTH UW3JA€TCs HOBBIM TIPUKAa3 O BHECEHUH
COOTBETCTBYIOIIUX U3MEHEHHH B TIpUKa3 yxe cymectByromnuii ([Ipunoxenue 7).

4.2 IloaroroBka u o(popmiieHHE PACTIOPSKEHU I

4.2.1 PacnopsbkeHussiMu ~ OQOPMIIAIOTCS  ONEPATUBHBIE  BOIPOCHl O
MIPOU3BOICTBEHHO-X035IMCTBEHHOM u aIMUHUCTPATUBHON NesITENBHOCTH
VYHuBepcuTeTa, pacCUMTaHHbIE Ha pa30BOE MCIOJHEHHE. PacnopskeHue He T0JIKHO
coJiepKaTh MPEAINUCaHUM, HOCSIIUX HOPMAaTUBHBINA XapakTep.

4.2.2 PacniopsiKeHus MOAMKUCHIBAIOTCS PEKTOPOM MIIH JIULIOM, UMEIOLIUM MTPaBO
MOJIMKCH B CITy4ae BPEMEHHOI'O OTCYTCTBHSI PYKOBOAUTEIIS.

4.2.3 PykoBoguTeNnW 1O  HaMpaBlICHUSM  JESATEIbHOCTH  BBEPEHHBIX
CTPYKTYPHBIX TMOApAa3AeliCcHUd BIIpaBe H3JaBaTh PACIOPSHKEHUS, PETyIUpYIOLne
MOpsAIOK pabOThl BHYTPH MoApa3ziesieHuid. Takue pacnopsikeHus o0si3aTeIbHBI IS
WCIIOJIHEHUS TOJYMHEHHBIMH PAaOOTHUKAMU U TMOAJIEKAT PETUCTpALMH, YYEeTy HU
KOHTPOJIIO UCIIOJIHEHMSI IO MECTY UX U3/IaHMUS.

4.2.4 Peructpanus, yyer | TUPAXKUPOBAHUE pacnopsKeHU
ocymiecTBisieTcss B KaHuensipun. Homep pacmnopspkeHus COCTOMT M3 TOPSIKOBOIO
HOMEpA U JaThl.

4.2.5 TlogroroBka u odopmienue pacnopsbkenuid (Ilpunoxenus )
MIPOBOUTCS MO TEM K€ MpaBUiIaM, YTO U MPHUKA3, 32 UCKIIIOUCHUEM

— mpeamOyina B IPOEKTaX  PACHOPSDKEHMH — 3aBEpILAETCs  CIOBOM
«I1 0 Py 4 A 10:», KOTOPOE [1€YaTaeTCsi B Pa3psIKy.

4.3 OdopmiieHue MOT0KEHUI, MPABUJ, HHCTPYKIHIA

[Hopsnok moarotoBku u coriacoBanus [lonoxenuit (IlpaBun, MHCTpyKImii) B
LIEJIOM COOTBETCTBYET NOPSAKY IIOATOTOBKH pPaCHOPSIAUTEIBHBIX JOKYMEHTOB
(mpuKa30B, paclopsiKEHUH ).

IlonoxeHnne —  3TO  OpPraHU3allMOHHO  —  IIPaBOBOM  JIOKYMEHT,
perjlaMeHTUPYIOIINI MOopsA0K 00pa3oBaHusl, MpaBa, 00513aHHOCTH, OTBETCTBEHHOCTh
U OpraHu3aluio paldoTbl CTPYKTYPHOI'O HOJpa3AesIeHus, JOJDKHOCTHOIO JIMIA,
COBELIATEILHOIO WM KOJUIETHAIBHOIO OpraHa, a TAaKXe HX B3aUMOJICUCTBHE C
JOPYTUMU ITOAPA3ACIICHUAMU U TOJKHOCTHBIMU JIULIAMHU.
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[lonmoxeHus: JODKHBI  pa3pabaThIBaTbCsl C  YY4ETOM  3aKOHOJATENbCTBA
Poccuiickonn @enepanuu, NEUCTBYIOLIMX OPraHU3ALMOHHO — PACIOPSAAUTENBHBIX U
HOPMATHUBHBIX JOKYMEHTOB, PErIAMEHTUPYIOLUIUX ESITebHOCTh Y HUBEPCUTETA, U B
COOTBETCTBHH C JIEUCTBYIOUIMMHU CTaHIAPTAMMU.

[onoxenus (Ilpunoxenue 9) opopMIIAIOTCS Ha CTaHJAPTHBIX JUCTAaX OyMmaru
dbopmara A4 u BKIIIOYAIOT B CE0sl pEKBU3UTHI:

— HaMMEHOBaHHE YHHMBEPCHUTETA U BBIIIECTOAIICH OpraHu3alliy;

— HauMEHOBAaHME BUJA IOKYMEHTA;

— JlaTa M PErucTpallMOHHBIM HOMEp JOKyMEHTa (IpU HEMOCPEICTBEHHOM
YTBEPKJIECHUU PEKTOPOM);

— MECTO COCTaBJeHUs (M3AaHuUs) TOKYMEHTA,

— rpud orpaHUYEHHMs TOCTYyNA K JOKYMEHTY (€cii HE0OX0AUMO);

— 3aroJIOBOK K TEKCTY;

— rpud yTBEpKIACHUS JOKYMEHTA;

— TEKCT IOKYMEHTa;

—  TIOAINCH;

— rpud corjacoBaHHs JOKYMEHTa, BU3BIL.

ITos10:keHus1 0 MoApa3aeIeHUsIX pa3padbaTbIBalOTCS HA OCHOBE:

— YeTKO Cc(hOopMYyJIHPOBAaHHBIX OCHOBHBIX 3aJa4 U (DyHKIMI moJpa3aeiaeHus B
COCTaBe OPraHU3aAMOHHON CTPYKTYpbl Y HUBEPCUTETA;

— paboT, BBHIMOJHSAEMBIX MOApPA3ACIICHUEM, U O0S3aHHOCTEH PYKOBOJIUTENS
MOJIpa3/ieJIeHUus B COOTBETCTBUU C IMOJOKEHUSAMH JEHCTBYIOUIUX KIACCU(PHUKATOPOB
JOJKHOCTEH CIIY)KalluX W PEKOMEHIALMSIMU KBaJU(UKAIMOHHBIX CIPABOYHUKOB
JOJKHOCTEN PYKOBOJIUTEIIEH, CIIEIUAIIMCTOB U CITYKAIUX;

— JIOKYMEHTalldd CHUCTEMbl MEHE/KMEHTa KadecTBa, OTHOCALIEHCS K
JEeSTENBHOCTH TOIpa3 IeTICHUsI.

Texct [lonoxenuit nmoapasaensercs, Kak NPaBUiIo, HA TYHKThI U TOJIYHKTHI,
KOTOpble HyMepyloTcs apabckumu nudpamu ¢ Toukoid. Hymepaiius myHKTOB JTOJKHA
OBITH CKBO3HOM (HEMPEPHIBHOM OT Havyaia /10 KOHIA JOKYMEHTA).

[IyHKTBI MOTYT COCTOSITh W3 HECKOJbKHMX al3aneB (0e3 OyKBEHHOrO WU
rdpoBoro o6o3HaueHus). TEKCT KaXKOT0 MyHKTa IMeYaTaeTcs Mocje MOPsSIKOBOrO
HOMEpA € TMPOMUCHON OYKBBI, @ TEKCT MOJINYHKTa — CO CTpOYHOU. B KOHIle Kak0ro
MOJIYHKTa, KpOME MOCIIETHEr0, CTABUTCS TOYKA C 3aIlATOM.

Paznenbl Bkito4aroT B ce0s HECKOIBKO IMYHKTOB, HMEIOT 3arojioBKU H
HyMEpyIoTCsl apabCKUMU WJIM PUMCKUMH IidpamMu. 3arojoBKU pa3/elioB
MeyaTaroTcsl 3arjiaBHbIMM OyKBaMM KUPHBIM IIpudToM pasmepom Ne 14 wu
HEHTpUpYIOTCA. Touka B KOHIIE 3arojIOBKa HE CTaBUTCS.

OTtnenbHbIE CBEJCHMS, B TOM YHUCJE BKIIOYAIONIME LU(PPOBBIE aHHBIE,
nosicHstole uinu ponoiusomue [onoxenue (Tabauipl, CXeMbl, IEPEYHH, CIUCKU
auL, oOpasubl JOKYMEHTOB, OJNAHKOB M T.N.), MOMEIIAIOTCS, KaK MpaBWio, B
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npunokeHusXx. B cooTBeTcTByromux myHKTax [loJOXKeHUs AENaroTcsi CChUIKM Ha
npunoxxeHus. [IprunoxxeHnss HyMepyroTcs B MOPSIKE UX YIIOMHUHAHUS B TEKCTE.

Hywmeparmusi cTpaHuI] JOKyMEHTa C TMPHJIOKCHUSIMH JIOJDKHA OBITH CKBO3HOM
(enuHOI).

[lomoxkeHuss 0 TOApa3AENEHUSX  YHHBEPCUTETa JIOJDKHBI — BKIJIFOYATH
CIICAYIOIINE Pa3JIebl:

— «O0uue mMoJI0OKEeHUs» — TPUBOIATCS TOJHOE M COKpAIIEHHOE (ECIH OHO
UMEETCs]) HaWMEHOBAaHUS CTPYKTYPHOTO TOApAa3JeiCHHs, aJIMHHUCTPAaTUBHAS
MOTYMHEHHOCTh TO/APA3JEICHUS B COOTBETCTBHH CO CTPYKTYpOH YHHBEpPCHUTETA,
OTIPE/IeTSIETCS CTENCHb €r0 XO3SHUCTBEHHOW M AKOHOMHYECKOW CaMOCTOSTEIBHOCTH,
MOPSZIOK CO3JIaHUS M IMKBHIAIUH.

3mech ke  TpUBOAUTCS  WHPOpMAIUs O TMOAYUHEHHOCTH  JAaHHOTO
MoJIpa3esieH s, YKa3bIBae€TCsl TOJDKHOCTH JIMIIA, HETMOCPEICTBEHHO PYKOBOISIIETO
noJIpa3felieHueM, TOPSIOK Ha3HAYCHHWsT W OCBOOOXKICHHSI €ro OT 3aHMMaeMOu
JTOJHKHOCTH.

OTnenbHBIM TYHKTOM TIPUBOJUTCS TEPEYCHb OCHOBHBIX HOPMATHBHBIX,
MPAaBOBBIX, TUPEKTUBHBIX U HHCTPYKTUBHBIX JOKYMEHTOB, KOTOPBIMH MOAPa3/ICICHHIE
PYKOBOJCTBYETCSI B CBOCH paboTe.

B 3akmrountenprHOM MyHKTE pazaena «OOIIMe TONOKESHHUS» COJEPIKUTCS
uHbOpMaIUs O HAIMYUHM B TMOJPA3JCICHUU TeUYaTH, €€ OINMCaHhe, Ha3HAYCHHE U
YCITIOBHSI XpaHCHUSL.

— «OpraHu3anuoOHHAsl CTPYKTYPa» — MEPEUHUCIISIOTCS CTPYKTYPHBIE 3BEHBS,
U3 KOTOPBIX COCTOMT TMOJIpa3fielieHue, U KPaTKO OMUCHIBACTCS CTPYKTYDA.

K cTpyKTypHBIM 3BEHBSIM OTHOCSTCS OTIENbI, LIEHTPHI, 1a00paTopuu H T.I.
BXOJSIIIE€ B COCTAaB TMOApA3NEICHHs, a TaKkKe OTACIbHbIE pPaOOTHUKH,
HETIOCPEICTBEHHO MOAYUHEHHBIC PYKOBOJAUTEIIO TIOIpa3AcICHUsI.

B pasmene «OpraHu3anmoHHasi CTPYKTypa» MOXET NpUBOAMTHCA «Cxema
NOTYMHEHHOCTH». B «CxeMe TOMYMHEHHOCTH», KaK TMpaBWIO, OTPAKAIOT B
rpaduueckoit popme:

— OpraHW3aIlOHHBIA COCTaB MOAPA3CICHUS C YKa3aHHEM €ro CTPYKTYPHBIX
3BEHBEB M WX MMOAUYNHEHHOCTH;

—  CBSI3M aJMUHHUCTPATUBHOTO MOJAYMHEHHS TaHHOTO MOAPA3/CICHUS U CBI3U
ero GyHKIIMOHAIBHOTO IOTYMHEHUS (TIPU HAJHMYUU TAKOBOTO).

HamMmeHOBaHUS CTPYKTYPHBIX 3BE€HBEB U JODKHOCTEH JIOJDKHBI TOYHO
COOTBETCTBOBAaTh HAMMEHOBAHUSM, YCTAHOBJICHHBIM B IITATHOM PacIHCAaHUU.

— «3amaum» — packpbIBaeTCs IIeJIeBOC HA3HA4YCHHWE TIOJpa3/ACicHUs B
cucTeMe ympapieHHs YHuBepcutTeTa. Llenm u permaemple mojpa3felieHueM 3aaaqu
JOJDKHBI OBITh JTOJITOCPOYHBIMH, PEATbHBIMH M TECHO YBS3aHHBIMU KaK MEXIY
CO0OI, TaK U C MENSAMHU U 33/1adaMu Y HUBEPCUTETA B 1IEIOM.
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—  «OyHKIUM» — TEPEUYUCISIIOTCS OCHOBHBIE JEHCTBUS WM BHUABI padoT,
KOTOpbI€ JOJKHO BBIMOJHATH MOAPA3/ICIICHUE Jis PEUICHUsl MOCTaBICHHBIX Mepea
HUM 3a/1a4 (YKa3aHHBIX paHee).

OYHKIMY MOAPA3ACICHUs CIAEAYET U3Jarath B pa3pe3e CTPYKTYPHBIX 3BEHbBEB,
coracHo pazneny «OpraHu3allMoOHHasi CTPYKTypay.

[Ipy Hanuuuu B MOAPA3ACICHUM OTIEIOB B TEKCT pasjieiia BBOIATCS
COOTBETCTBYIOILIME MX HA3BAaHUSAM MOJPa3/ebl, B KOTOPHIX aHAJIOTMYHBIM 00pazoM
JaeTcs ONMMCcaHue PYHKIUHN AJI KaXI0Tr0 JEICHHUS.

— «IIpaBa» — nepeuunciseTcs NepeuyeHb NOJHOMOYM, KOTOPBIE PEAIU3YIOTCA
JaHHBIM  TMOJpPA3JCICHUEM; JaeTcsl XapaKTepUCTHKa Cleuu(uueckux TMpas,
KOTOpbIMU OOBIYHO HE 00JIaJjaloT aHaJloTMYHble CTPYKTypbl. [lom mpaBom
MoJIpa3/ieJieHusi B OTHOIIEHUM JIPYTUX CTPYKTYPHBIX MOJpa3JeieHU MOHUMAETCs
y3aKOHEHHass BO3MOXXHOCTb TpeOoBaTh (MpeiuiaraTb, HCIOJIb30BaTh, 3alpeniaTh)
BBITIOJTHEHUS KAKUX-TUO00 NEeHCTBUI WIIM MPEIOCTaBICHUS KaKoi-In6o uHpopmarum.
IIpaBa moapasaeneHus OOBIYHO YCTAHABIMBAIOTCA B 00BbEME, HEOOXOIUMOM MJis
s exTUBHON peanu3anuu ero GyHKIuH.

— «OTBeTCTBEHHOCTb)» — YKa3bIBAa€TCS OTBETCTBEHHOCTb pPaOOTHUKOB
CTPYKTYPHOI'O TMOJpa3[ejeHusi 3a: CBOEBPEMEHHOCTb M KAaueCTBO BBIMNOJIHIEMBIX
paboT, JOKYMEHTOB;, COCTOSIHUE TPYIOBOM U MPOU3BOACTBEHHOM IMCIMILIUHBI,
COXPAHHOCTb OOOpYAOBAHUS W JAPYrUX MaTepUabHbIX LIEHHOCTEH; IOCTOBEPHOCTH
uHpopMaly, BbIJABAEMON  MOJApA3/ICICHUEM; HCIOJIb30BaHUE HHPOpMaLUU
paOOTHMKaMH IOJAPA3JEIECHUs CTPOrO B CIIy>)KEOHBIX LENAX; COOJIIOAEHHE HOPM H
MpaBWJI OXpaHbl TpyAa U MpaBuil 6€30MaCHOCTH.

Taxxe B JaHHOM paszaene HEOOXOAMMO yKa3aTb, Kakve U3 (YHKIHMA
MoJipa3/iefieHusl TepellaHbl €ro PYKOBOJAUTENEM B OOS3aHHOCTH IMOJYMHEHHBIM
paboOTHUKAM, WM CAENaTh CChUIKY HAa X JOJKHOCTHBIE HHCTPYKIIUH.

B 3aBucumocTM OT  KOJMYECTBAa  CIELMAIUCTOB, pabOTalOIIUX B
MOJpa3/IeNIeHUH, OJUH 4YEJIOBEK MOXET OBbITh OTBETCTBEHHBIM 3a HECKOJBKO
GyHKUIUHA.

— «B3aMMOOTHOLIEHHUS € APYTHMH CTPYKTYPHBIMHU NOAPa3AeTeHUIMI) —
COJIEPKUTCS  XapaKTEpUCTUKAa pPa3IMYHOrO0 poJa B3aUMOCBS3€H C  JIpyruMu
CTPYKTYPHBIMU  TOJApA3JECNEHUSMU BHYTpU  YHUBEPCUTETA U  BHEUIHUMHU
OpraHu3alMsAMM. 31ech K€, €CIM OTO HEOO0XOAMMO, pEerjJaMEeHTHPYIOTCS
JOKYMEHTAIIMOHHBIE TMOTOKU TMOJAPA3/IeNCHUs, YKa3bIBa€TCAd IMEPEYeHb OCHOBHBIX
JOKYMEHTOB, CO3J]aBa€MbIX WM, M JIOKYMEHTOB, pa3pa0aThIBA€MbIX COBMECTHO C
APYTMMH TIOJPA3JIEICHUsIMUA, a TaKKe NEePUOJUYHOCTh M CPOKH TPE/CTaBICHUS
JOKYMEHTOB.

[TonoxxeHne 0  moapaszfeNeHUH  pa3padaTbIBaE€TCs  PYKOBOJUTEIEM
HoJIpa3esIeHus], IOJIUCBIBAETCS €r0 pa3padOTYMKOM U COTJIACOBBIBAETCS C:

— TIOMOIIIHMKOM peKTOopa Mo KaJpoBoil padoTe;

40



—  IOPUCKOHCYJIHTOM;

— PYKOBOAMTEISMHU CTPYKTYPHBIX TOJpa3AeiieHul, 3aJeHCTBOBAHHBIX NpH
OCYIIIECTBIICHUH JIEATETHHOCTH MOAPA3ICTICHHUS.

HeoOxogmMocTh coriacoBaHusi C JAPYTUMHU  JOJDKHOCTHBIMHU  JIULIAMHU
omnpenaensieT papadorunk [lomoxeHus.

[TonmoxkeHus: O TOMpA3ACICHUAX YTBEPKIAIOTCS TPUKA30M pPEKTOpa IO
OCHOBHOM JISITEIILHOCTH Y HUBEPCUTETA.

[Tocne yrBepxknenusi IlomoskeHuss O TOApa3AeNCHUH €ro PYKOBOIAUTEIH
BHOCHT, TTPH HEOOXOJUMOCTH, U3MEHEHUS B JIOJDKHOCTHBIE HHCTPYKIIMH PAOOTHHKOB.

IMosiokeHHe O KOUIETHAJIBHBIX M COBENIATEIbHBIX OpPraHax —
OpPTaHM3aIMOHHO-TIPABOBOM JTOKYMEHT, HMEIOIIMKA HOPMATHUBHBIM XapakTrep |
OTIPEICTISIONINI COCTaB, MOPSAOK (HOPMHUPOBAHUS, KOMIIETEHITUIO, TIOPSAOK PaOOTHI,
mpaBa ©  OTBETCTBEHHOCTh KOJJICTHAJIBHBIX H  COBEHIATEIBHBIX OPraHOB
YHuBepcHUTeTa.

[TonmosxeHue 0 KOJIErHalbHOM MM COBEIIATEIbHOM OpraHe ONpeIemseT:

— CTaTyc KOJUIETHAILHOTO HITU COBENIATEIbHOTO OpPraHa;

— TIOPSAJOK TUIAHUPOBAHUS PabOTHI;

— TOPSAJIOK MOATOTOBKH MaTepPHANIOB JJIsI PACCMOTPEHUS Ha 3aCeIaHNM;

— BHECEHHUE MaTepUAIOB Ha PACCMOTPEHHUE;

— TIOPSAOK pacCMOTPEHUS MaTepUANIOB U NPUHATHS PEIICHUH HA 3acelaHuy;

— BeJEHHUE MPOTOKOJIA 3aCEIaHus;

— odopMIIeHHE PEIICHHUI;

— TIOPSAJOK JOBEACHHS PEIICHUN 10 UCTIOTHUTENCH;

— MaTepuaJbHO-TEXHUYECKOE 0OecrieueHNe 3ace/TaHni.

[TonosxeHue 0 KOJUIErHaaTbHOM OpraHe JIOJDKHO YCTaHABINBATH:

— KOMIICTCHIMIO opraHa (Lend MACSITeNbHOCTH, XapakTep U  YCIOBHUSA
NPUHATHUS PEIICHUH ),

— CTPYKTYpY H COCTaB OpraHa,

— (yHKIIMH, TpaBa ¥ OTBETCTBEHHOCTh WICHOB OpPTaHa,

— TOPSAIOK ero GOopMUPOBAHUS U pacHOPMUPOBAHHUS, TTOPSTOK paOOTHI.

[TonmosxeHust 0 KOJJIErHaTbHOM (MJIM COBEIIATEIFHOM ) OPTaHe MOANMICHIBAIOTCS
npeaceaaTeieM W yTBEPXKIAIOTCA PEKTOpoM YHuBepcutTeTa. llomoxeHuss o
KOJUISTHaJTbHOM OpTraHe MOTYT YTBEPXKIAThCS PACHOPSIUTEIBHBIM JIOKYMEHTOM,
€ClIi OJTHOBPEMEHHO C YTBEP)KIEHHEM IOKYMEHTa HEOOXOIMMO JaTh MOPYYCHUS,
CBSI3aHHBIC C €r0 MPUMEHCHHEM.

He cymecTByeT HOpPMAaTHBHO YCTaHOBJICHHBIX TPEOOBAaHMIA K COICpPKAHHUIO
[TonmokeHus1 O KOJUIETHAIIBHOM (WM CoOBelnaTesbHOM) oprane. Tekct IlomoskeHus
MOKET BKJIIOYaTh pas3felibl, COOTBETCTByomMe pazaenam [lomoxkeHus o
Mo/ipa3/ieNICHUN.
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Ionoxkenusi, oTpakaomue  B3aMMOOTHOLIECHHSI  PA0OTHHKOB H
aAMUHUCTPAIMM YHUBEPCUTETA, pa3padaThIBAIOTCS B LETAX:

— OTPaXXE€HHS BOIMPOCOB MPO(PECCHOHATBHOTO M COLMAIBHOIO Pa3BUTHS
TPYAOBOI'O KOJUIEKTUBA,

— YCTAHOBJIEHUS OCHOBHBIX IIPUHLHIIOB TPYJIOBBIX B3aUMOOTHOLIECHUIN
MEXAY aJJMUHUCTpALMEel 1 paOOTHUKAMU;

— OmpejelieHus crocoO0B OpraHu3ally Tpyaa;

— OIpEeNeNeHHsT CUCTeM U  IPUHIMIIOB  KaJApOBOIO  IJIAHUPOBAHWS,
CTUMYJIMPOBAHUS TPYJa, COUATBHON MOJUTUKU, B3aUMOOTHOIIEHUH PAaOOTHUKOB U
aMUHUCTpPALIUM, OCHOBHBIMH M3 KOTOPBIX SIBISIIOTCA: COOJIOJIEHHE HOpPM
3aKOHOJATEJIbCTBA; ITOJTHOMOYHOCTh IPEACTABUTEIECH CTOPOH; PABHOIIPABUE CTOPOH;
T00OPOBOJBLHOCTh TPUHATHS 00A3aTENbCTB; HEAOMYIICHUE NPUHYAUTEIHHOIO WU
0053aTeNBHOIO TPyAa M JUCKPUMHUHALUU B chepe Tpyaa; pealbHOCTh 0OecreyeHus
MPUHUMAEMBIX 00513aTEIbCTB;

—  ONpeesieHUs B3aUMHOM OTBETCTBEHHOCTH aIMUHUCTPALIUU U paOOTHUKOB.

Ilosi0:keHUs1 0 BpeMEeHHBIX OpPraHax (COBEHIaHUSX, KOMHUCCHUSX, COBETaX)
CO3JAI0TCSl HA MEPUOJ IEUCTBUA Takoro opraHa. CTpykTypa TEKCTa HOPMAaTUBHO HE
3aKpeIuieHa. Y TBEPKAar0TCs IPUKA30M PEKTOPA.

IHonoxenune 00 arrecTaluM — JIOKYMEHT, B KOTOPOM pETJIaMEHTHPYETCS
aTTecTalysi pabOTHUKOB YUPEXKICHUS: €€ 1eJId, TPUHIUIBI U METO/Ibl, OpraHu3alus
paboThl aTTECTAIMOHHBIX KOMUCCHM, coaepkaTcs GOpMbl XapaKTEPUCTUK (OT3bIBOB),
aTTECTALMOHHBIX KapT, aTTECTALMOHHBIX JIUCTOB.

4.3.2 IlpaBuia — HOPMATHUBHBIN MPABOBOM aKT, KOTOPHIM YCTaHABIMBAKOTCS
MPOLIETYPHBIE HOPMBI, ONPEIEISIONINE MOPSII0OK OCYIIECTBICHUS KaKOro-mubo poaa
NEeSATENbHOCTH, 00S3aTENbHBIN SISl IPUMEHEHHUS.

[To cdepe npuMeHeHus paBUiIa MOKHO Pa3IeIUTh Ha:

— uMeronMe oOliee 3Ha4YeHHWe AJii BCeX oTpacieil (ImpaBuia MO TEXHUKE
0e30MacHOCTH; OCHOBHBIE MpaBUjIa padOThl apXUBOB OPTaHU3ALUH U T.11.),

— OTpaciieBble, OTHOCSIIUECS TOJBKO K OJHON OoTpacnu (IpaBuja mnpuemMa B
BBICIIME YUEOHbIC 3aBEACHUS U T.I1.).

NHCTpYKUMA — JOKAJIBHBIM aKT, YTBEPXKIAEMbIM WIM H3JABACMBIA B LEIAX
YCTAHOBJICHUs IIPABUJI, PETYJIUPYIOIIUX OpPraHU3aLMOHHBIE, HAYYHO-TEXHUYECKHUE,
TEXHOJIOTUYECKHE, (PUHAHCOBBIE W HWHBIE CHEIUANbHBIE CTOPOHBI JIEATEIBLHOCTH
YHUBEPCUTETA, €TI0 MOAPA3AEICHNUM, JOJDKHOCTHBIX JIULL.

VYHuBepcuteT pazpadbaTbiBaeT HHCTPYKIIMH IPUMEHUTENIBHO K YCIOBUSM CBOEH
NESTEIbHOCTH Ha OCHOBE THUIOBBIX (pa3pabOTaHHBIX Jis TOABEJOMCTBEHHBIX
OJTHOTUIHBIX YUPEXKICHUI MUHUCTEPCTBAMU) U PUMEPHBIX HHCTPYKIIHI.

WucTpykiun M mpaBuwia  JOJDKHBI  pa3pabaTbiBaTbcsi € YyYETOM
3aKoHOaaTeNbcTBAa Poccuiickoit dexeparuu (B TOM YHCIE TOJTHOCTHIO OTBEUYAThH
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HOpMaM u TpeboBanusiM TpymoBoro kojaekca P®d) um B CcOOTBETCTBUM C
JEHUCTBYIOIIMMU CTaHAAPTAMHU.

TpeboBanuss k odopmiennto HWuctpykimuit u  IlpaBun  aHamoruyHel
TpeboBaHUsSIM K opopmieHuto [lonoxxeHui.

B 3aronoBke k WHCTpyKUuHU (MpaBuiiaM) 0003HAYaeTcs OOBEKT WM KpPYr
BOIIPOCOB, HAa KOTOpbIE pacrpocTpaHsioTcss e€ TpeOoBaHus, Hanpumep: «lIpaBuia
BHYTPEHHET0 TPYJIOBOro pacnopsaka», «llpaBuia mnpuema B YHHUBEPCUTET»,

«MHCTpYKLIMA 1O JEIO0NPOU3BOACTBY», «MHCTPYKIMS MO OXpaHe TpyAa MHpH
paboTe Ha EPCOHATBHBIX AIEKTPOHHO-BBIUUCIUTENBHBIX MAIIMHAX B OTHAEIE ...»,

«J10J>KHOCTHAsI HHCTPYKLIUS.

Wuctpykius (I[IpaBuna) gomkHa BKIIOYATh OOIIKE MOJIO0KEHUs, TEMATUYECKHUE
paszielibl, TPUIOKEHUS (€CJIU OHU MPETyCMOTPEHBI ).

Wuctpykius  (IlpaBuia) mnoamuchiBaeTcsi pPyKOBOAMUTEIEM CTPYKTYPHOTO
nojpasziefieHusi, pa3padoTaBIIMM €€, COTJIAaCOBBIBAETCS C PYKOBOAMTEISIMHU
YIIOJTHOMOYEHHBIX CTPYKTYPHBIX TOApA3CICHUA U YTBEPXKIACTCS MPHUKA30M
pekTopa YHHUBEpCUTETA WM JIUIIOM UMEIOIIMM MPaBO MOJANUCH B CIIy4ae BPEMEHHOTO
OTCYTCTBUSL PYKOBOJIUTETIS.

4.3.3 Tlonoxenus (I1paBuna, MHCTpyKIMK) PETUCTPUPYIOTCS U XPaHSITCS:

— YTBEP)KJAEMbIE PEKTOPOM WJIU JIMIIOM HUMEIOLIUM IPaBO MOJAMNUCH B CIy4yae
BPEMEHHOTO OTCYTCTBHSI PYKOBOJUTENS B LEJSIX PEriiaMeHTUPOBAHUS HampaBlICHUN
JESTENBHOCTH CTPYKTYPHOTO TMOJpA3JeieHHUs] — OPUTHMHANbl B OTIENE KaJapoB HU
JEJIOMPOU3BO/ICTBA, 3aBEPEHHBIC KOMTUH B CTPYKTYPHBIX MOAPA3ACICHUSX;

— YTBEp)KJaeMble MPUKA30M PEKTOpa YHUBEPCUTETAa — OPUTHHAT B OTHENE
KaJIpOB U JIEJIONPOU3BO/ICTBA, 3aBEPEHHBIE KOMUU B CTPYKTYPHOM MOAPA3ACICHUN U
KaHIIEJSIPUU TI0JI MPUKA30M B COCTaBE MPHUKA30B [0 OCHOBHOW AESTENBHOCTU MO
nepe1ayr Ha MOCTOSSHHOE XpaHEHUE B apXUB Y HUBEPCUTETA.

4.4 IloaroroBka u ogopmiieHHE MPOTOKOJIOB

4.4.1 TIpoTOKOJI — MOKYMEHT, B KOTOPOM (PUKCHUPYETCS XOJ OOCYXIeHUsS
BOTIPOCOB M TPHHATHSA PEUICHUH Ha COOpaHUsX, COBEHIAHHUAX, KOH(PEPCHIHSIX H
3aceaHUsIX KOJUIETHAaTbHBIX OPTaHOB.

4.4.2 TIpOTOKOJBI COCTaBISIOTCS Ha OCHOBAaHUM 3allCei, TPOU3BEICHHBIX BO
BpeMs COBEIIaHWs, COOpaHUs, 3acelaHus WIH KOH(EpPEHIMH, MPEICTaBICHHBIX
TE3UCOB JOKJIAJ0B M BBICTYIUICHHI, CIPABOK, MPOCKTOB pEIIeHWH. Marepuansl K
OOCYKICHHUIO TIPECTABISIOTCS CTPYKTYPHBIMH MTOAPA3ICICHUSIMI Y HUBEPCUTETA, Ha
KOTOpbIE BO3JIO)KEHA WX TIOJATOTOBKA, HE TIO3IHEE CpOKa, OIpPeIeICHHOTO
pPYKOBOJIUTEIEM YHUBEPCUTETA, MPOBOJAIIUM COBEllaHUe (coOpaHue, 3acellaHue).
CrpaBKkd  TOAMHCHIBAIOTCS  PYKOBOIUTEISIMH ~ CTPYKTYPHBIX — MOAPA3ICICHUN-
WCIIOTHUTENeH. 3amucu BO BpeMsi coBellaHus (coOpaHus, 3acemanus), cOop
MaTepuajioB U TMOJATOTOBKAa TEKCTa MPOTOKOJA BO3JIAralOTCsS Ha CeKpeTaps
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KOJUIETHAJILHOTO OopraHa (CoBellaHus, cOOpaHusi, 3acelaHus U Ap.) WIH COTPYIHUKA
CTPYKTYPHOT'O TIOApa3JeleHrs, OTBETCTBEHHOTO 3a TOJATOTOBKY M IPOBEICHUE
coBelanus (coopaHus, 3acejaHus).

Odopmnenre mpoToOKoJia JOMKHO OBITH 3aBEPILICHO HE IMO3JHEE ueM 4epe3 7
nHeW co JaHS coBemlaHus (coOpanus, 3acemanus). [IpoTokon BusMpyeTcs
PYKOBOJICTBOM CTPYKTYPHOTO TOAPA3/EICHHUS, OTBETCTBEHHOI'O 3a €r0 MOJTOTOBKY.

4.4.3 TIpoTOKOJ  OMEPAaTUBHOTO COBEIIAHUS Y  PEKTOpa/POpEeKTOpa
oopmIsIeTCs PabOTHUKOM CTPYKTYpPHOTO noApa3eacHus peKTopara,
OTBETCTBEHHOTO 3a IOJTOTOBKY M TPOBEJCHUE CoBellaHusd. [lopsakoBBIH HOMEp
MPOTOKOJIa  MPHUCBAUBAETCA  CEKpeTapeM  COBEHIaHWsA  TOCJe€  TOAMHCH Y
pEeKTOpa/IpoOpeKTOpAa.

4.4.4 TlonIMHHUKHA TOKYMEHTOB T10 BOIIPOCaM, PAaCCMOTPEHHBIM Ha COBEIIAHUH
(cobpanuu, 3acenaHuu), HANPABIAIOTCS Mg (HOPMUPOBAHUS €] CTPYKTYPHOTO
MOApPA3eICHUs — HUCIOIHUTEIS BMECTE C BBIMMCKOW M3 MPOTOKOJIA O MPUHATHIX
peIIeHUsX.

[TogIMHHUKK TPOTOKOJIOB XPAHATCS B CTPYKTYPHOM TMOJpa3JCICHUH —
WCIIOJTHUTEIE.

Ha MIPOTOKOJIE, coJieprKallem uHpopMaIuio OTPaHUYCHHOTO
pacrpocTpaHeHus, MPOCTaBIsAeTCs ToMeTKa « {7151 c1y>KeOHOT0 MOJIb30BaAHUS.

4.4.5 TekcT MpOTOKOJA, KaK MPaBUJIO, COCTOUT M3 JIBYX pa3eliOB: BBOJIHOM
YaCTH U OCHOBHOM.

Bo BBOAHOM 4aCTH YKa3bIBAKOTCS:

— TpeaceaaTeNb WIH MPEeICeIaTeIbCTBYOITUN;

—  CEKpeTaps;

— CIMCOK MPHUCYTCTBOBABIIMX JIHI] WK OTChUIKA K MPUIAracéMoOMy CIIHCKY
MIPUCYTCTBOBABIIINX;

— TIOBECTKa JIHS;

—  JIOKJIQJIYUKU TIO0 KaXKJIOMY MYHKTY TOBECTKH JHS.

daMuIMK MPUCYTCTBYIONIUX 3aMUCHIBAIOTCS B MPOTOKOJ (€ciu UX He Ooiiee
15) B andpaButHOM TIOpsiake. Ecnu Ha 3acenanuu mpucyTCTBOBANIO Oosiee 15 uenonek,
COCTaBJISIETCS CHUCOK MPUCYTCTBYIOIIUX, KOTOPBIA MpUiiaraercsa K MPOTOKONIY, a B
MPOTOKOJIC YKa3bIBAETCS OOINEe KOJIMYECTBO YYACTHHUKOB C OTMETKOM «CITHCOK
MIpUIIaraeTcs».

BBopHas yacTh 3akaHYMBAETCs TMOBECTKOW JHA. BOmpochl B TMOBECTKE HS
pacriojararoT Mo CTETNEHU UX CI0KHOCTH, BAXXHOCTH M TMPEINOIAracMoro BpeMEeHU
oOCYyXJeHHs C YyKa3aHUeM [OKJIAQT4UKOB 110 KaXJIOMY NYHKTY. Bompocsl
(bOopMYIUPYIOTCS C TIPEAJIOTOM «O», «00» U HYMEpPYIOTCS apabCKUMU U paMH.

4.4.6 OcHOBHAsl 4aCTh IIPOTOKOJA COCTOUT U3 PaA3/EIOB, COOTBETCTBYIOIINX
MyHKTaM TIOBECTKH JHS. XOJ PAacCMOTPEHHUS KaXXJIOro BOIPOCAa TMOBECTKH JIHS
3alUCHIBAETCS B TIOCIJICIOBATEIIBHOCTH
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CJIYIIAJIN - BBICTYIIUJINA - IOCTAHOBUWJIA (PEILLINIIN).

OcHOBHOE coJiepKaHWE JIOKJIAI0B M BBICTYIUICHUH IOMEIIAETCS] B TEKCTE
MPOTOKOJA WIM MpuiaraeTca K Hemy. B mocieaHeM ciaydae B TEKCTE JeJ1aeTcs
cHocka «Tekct BeICTymieHHs mnpuiaraetcs». [loctaHoBiieHHe (pelIeHHe) B TEKCTE
MPOTOKOJIa TI€YaTaeTcsl TMOJHOCTBIO, MPU HEOOXOJAMMOCTH TMPHUBOASITCS HWTOTH
rOJIOCOBaHUA.

B paznene CIIVIHAJIM npuBomsarcs damMuiauss ¥ WHULHAIBL JTOKJIAQT4uKa
(HaMMEHOBaHUE JOJKHOCTH YKA3bIBAETCS B IOBECTKE JHs), MOJIHOE WU KpPaTKOE
M3JIOXKEHUE JoKiIaaa (cooluieHus, otuyera). Eciu JOoKIaguMKOM MPEeCTaBIeH TEKCT
BBICTYIUICHUSI, B TPOTOKOJIC TMOCTe YKa3zaHus (pamMuiauu JOKIag4MKka B CKOOKax
yKa3bIBaeTCsA: (TEKCT JOKIaaa MPUIaraeTcs).

B pazgene BBICTVYIIMJIMA Takxke ykaspiBatoTCa (aMWIUKM, WHHUITUATIBI
BBICTYNAIOIIMX U COJIEPKAHUE UX BBICTYIUICHHUH B TOW MOCJIEA0BATEILHOCTH, B KAKOM
OHM MPO3BYYAIN HA 3aCE/IaHHH.

Bompockl Kk JOKJIamuMKy M OTBETHl IPOTOKOJUPYIOTCS IO Mepe HX
MOCTYIUICHUSI U 3alHUCBhIBAIOTCS B TOM JKE€ MOCIEI0BAaTEIbHOCTH, MPU ATOM CJIOBA
«BOTIPOCY», «OTBET» HE MUIIYTCS, a YKA3bIBAIOTCSA (PaMUIUK W WHULMAIBI JUIA, OT
KOTOPOT'0 TOCTYIHUJI BOIIPOC.

TexcT mocTaHOBIAIONIEH YacTH MPOTOKOJIa (OPMYJIUPYETCS B MOBEIUTEIBHON
dbopme (Kak B pacriopsiAUTEIBHBIX TOKYMEHTAX).

B mocraHOBISIONIYI0O YacTh 3alUCHIBAIOTCS MPUHATHIE pemieHus. Ecmu
pelieHnid HECKOJIbKO, OHM HyMmepyloTcs apabckumu mudpamu. [lpu mnpussTHH
pelieHrs TOJIOCOBAaHMEM TIOCJI€ 3allUCH  PEIICHUs] TMPUBOMISTCS  PE3YIbTaThI
roJIOCOBaHUA C YKa3aHUEM 4YHUCJIa TOJIOCOB, TMOJAHHBIX «3a», «IPOTUBY,
«BO3JIEPIKABIITUXCSY, @ TAKIKE CIUCOK JIUI, HE YYaCTBOBABIINX B TOJIOCOBAHUMU.

Pemennst mo mpouenypHeiM BorpocaM (00 YTBEp)KICHHHM TOBECTKH JHS, O
MpeKpaIeHn 00CYKIEHUS, O IPUHSATUH K CBEJICHHUIO CIPABOK, COOOIICHUN U T.II.)
TAKXKE€ OTPaX)arTCAd B TEKCTE MPOTOKOJIA.

JIOKyMEHT, yTBEpKACHHBIN KOJUIETUAJIBHBIM OPraHOM, TMpuUjlaraeTcs K
MPOTOKOJTY.

Jlonyckaercss ¢opma COCTaBIE€HUSI MPOTOKOJIA, MPU KOTOPOH (DUKCUPYIOTCS
TOJIbKO TIPUHSTHIC IOCTAHOBIICHUS (PELIEHHMsI) IO COOTBETCTBYIOIIIUM BOIPOCAM.

4.4.7 YyacTHUK COBEIIAHMS WJIU 3aceaHus MOXKET BhICKa3aTh 0CO00€ MHEHHE
no mnpuHATOMYy pemienuto. [locne 3aceganus ocoboe MHEHUE U3JIaraeTcs Ha
OTJICJIbHOM JIMCTE, MOIUCHIBACTCS U TIEpEeaeTCs JIMILY, OTBETCTBEHHOMY 3a BEJICHHE
npotokosia. Coaepxanne 0co00ro MHEHHS 3alMCBhIBACTCS B MIPOTOKOJI TIOCIIE 3aMUCH
COOTBETCTBYIOIIETO PEIICHUS

4.4.8 TIpoTOoKOa TOAMUCKHIBACTCS TPEACENAaTeNbCTBYIONIMM Ha 3aceJaHud U
cekperapeM. JlaToil TpoTOKOJIa SBISETCS JaTa TMpoBeAeHus 3acedaHus. I[lpu
0o0CYXJeHNH 0C000 BaXHBIX BOMPOCOB MPOTOKOJBI MOTYT BHU3UPOBATHCS
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JIOKJIaquuKkaMu. BHU3bl MpOCTaBIAIOTCS HAa OOOPOTHOM CTOPOHE MOCIETHEro JIUCTA
MPOTOKOJIA.

[IpoTokonam npucBanBalOTCA MOPSAKOBbIE HOMEpA, KakK MpaBuiio, B Mpeaenax
KaJICHJAPHOTO TOJa OTACIbHO MO KaXKIOH TIpyIIe MIPOTOKOJOB: MPOTOKOJbI
3acenanuii YueHoro CoBeTa, MPOTOKOJIBI TEXHUYECKUX, HAYUHBIX M HKCIEPTHBIX
coBeToB U Jpyrue. [IpoTokosbl yueOHBIX MOJpa3eieHlil HyMepyloTcs B Mpejenax
yueOHoro roja. IIpoTokonbsl COBMECTHBIX 3aceJaHUi UMEIOT COCTaBHbIE HOMEDA,
BKJIIOYAIOIIME MOPSAIKOBBIE HOMEPA MPOTOKOJIOB OPraHM3alUi WM CTPYKTYPHBIX
nojipa3/ieJIeHuH, IPUHUMABIINX Y4acTHE B 3aCEAaHUM.

Peructpanusi npoTOKOJIOB OCYIIECTBIISIETCS CTPYKTYPHBIM MOJIpa3/IeICHUEM —
UCIIOJIHUTETIEM.

449 Ilpu HeoOXOIMMOCTH KOMUM MPOTOKOJOB WM BBINUCKH U3
MPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM JIMIIAM B COOTBETCTBUHU C yKa3aTeseM
pPacChUIKM; YKa3aTelb COCTaBISE€T W MOJIMUCHIBAET OTBETCTBEHHBIM HCIOIHUTEND
CTPYKTYPHOI'O MOApa3AesieHns, MOArOTOBUBLINN pacCMOTPEHHE BOMPOCa.

4.4.10 B BhINKCKE U3 MPOTOKOJA JIOJKHBI BOCIIPOU3BOAUTHCS BCE PEKBU3UTHI
3aroJIOBOYHOM YacTH MPOTOKOJa, BBOJHAs 4YacTh, BOIMNPOC MOBECTKH MIHS, [0
KOTOpPOMY TOTOBHUTCS BBIIIUCKA, U TEKCT, OTpaXarolluil 0OCyXKJIeHue Bompoca H
MPUHSATOE PEIICHHE.

4.4.11 OcHoBHbIE TpeOOBaHMS K OQOPMIEHUIO MPOTOKOJIOB: I[IpoTOKOIBI
MeyaTaroTCs Ha CTaHAApPTHOM OJlaHKe MPOTOKosa. IIpOTOKONBI MMEIOT Cieayrolnue
PEKBHU3UTHI:

— HauMmenoBaHue YHuBepcUTeTa U BBIIECTOSIIEH OpraHU3alNH.

— HaumenoBanue Buna nokymenta — ciaoso I P O T O K O JI neuvaraercs
MPONUCHBIMU OYKBaMHU BPa3pAJIKY, KUPHBIM HIPUPTOM U BHIPABHUBAETCA 110 LIEHTPY.

— Bup 3acepanus, coOpaHusi, COBELIAHUS — OTHENSETCS OT NPEIbLAYIIETO
pekBu3uTa 1,5 MEXKCTPOYHBIMM HHTEpBAJIaMH, IedyaTaeTcss depe3 | HHTEpBal U
BBIPABHUBAETCSA I10 LIEHTPY.

— 3aroJIoBOK K TEKCTY MPOTOKOJIa OTBEYAET HA BOMPOC «UYEro?» U COACPKUT
yKa3zaHHe MOApa3AeICHHs WM OpraHa, AesTeIbHOCTh KOTOPOTO MPOTOKOIUPYETCSI.

Hanpumep:

[IpoToko:n 3aceanust aTTECTAIIMOHHON KOMHUCCHH

[IpoToko:n 3aceqanusi HAyYHO-METOJUYECKON KOMUCCUU

— Mecrto cocrtaBneHusi (MpOBEIEHUSI 3acelaHusi, COBELIAHUS) TOKyMEHTa
yKa3blBaeTCad NpH O(POPMIIEHUH MPOTOKOJIOB COBEUIAHUS B TOM CIIy4yae, €CIU OHO
MIPOUCXOIUIIO HE HAa 00bIYHOM MecTe. [ledaTaercs mocne peKkBU3UTa «BUJ 3aCEeTaHMs,
COBEILIAHMSI» U BBIPABHUBAETCA T10 LIEHTPY.

— Jlara u HOMep mpoTokona. Jlara odopmisieTcss HUPPOBBIM MU CIOBECHO-
nu@poBBIM CIOCOOOM W TedaTaercss uyepe3 1,5 MeXKCTpOUHBIX HMHTEpBaja HUXKE
MPeabIAYIIEro peKBU3UTA.
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— OcHoBHasi 4YacTb TEKCTa NpoOTOKoda nmeudaraerca uepe3d 1,0-1,5
MEXKCTPOUHBIX HHTepBaia. Kaxnaplii Bompoc HyMmepyercs apabckod mudpoil u ero
HaUMEHOBaHWE HauduHaeTcss ¢ mpemiora «O» («O06»), KOTOpoe IMedaTtaeTcsi IIo
LIEHTPY, TOCJIEAHss CTpoKa moadepkuBaetcs. [lox yepToit B ckoOOKax yKa3bIBarOTCS
(dhaMmIMK TOJDKHOCTHBIX JIMII, BRICTYIABIINX HA 3acCeIaHUM (COBEIAHUM), U KPATKOE
COJIEp’)KaHME BBICTYIUICHUM TMPH PACCMOTPEHUH COOTBETCTBYIOIIETO BOIPOCA.
daMunuu meyaTaroTcs uepe3 | MEXCTpOUHBIM HWHTEpBal. 3aTeM yKa3bIBaeTCS
MIPUHSATOE IO ATOMY BOIPOCY PEIICHHE.

— Tloamuce otnensercs OT TeKCTa 3 MEXKCTPOYHBIMU HWHTEpPBAIAMHU U
BKJIIOYAET HAWMEHOBAaHUE JIOJDKHOCTH JIMIA, TIpeaceaaTeIbCTBOBABIIETO Ha
3aceaHuy (COBEIIAHKUM), €r0 JUYHYIO MOJMUCH, PACITU(POBKY MOAMUCH (MHUITUATIBI
u dammius). HanMeHoBaHMEe JOKHOCTHU MEYaTaeTCsl OT JICBOM IpaHUIIbl TEKCTOBOT'O
noyisi yepe3 | MEXKCTpOUYHBIM HHTEpBAJ U IIEHTPUPYETCS OTHOCUTEIBHO camoil
JUTMHHOM cTpoku. PacmmdpoBka moamucu pacmojiaraeTcsi Ha YpPOBHE MOCIETHEH
CTPOKHM HAMMEHOBAaHUS JOJDKHOCTH, MEXIYy HMHHUIMAIaMU W (aMuiInell CTaBUTCS
npoGein. [Tocnenansis OykBa B paciindppoBKe OTPAaHUUMBACTCS MIPABBIM IOJIEM.

— TI'pud (momerka orpaHudeHUs IOCTyNMa K JOKYMEHTY) — I€daTraeTcss B
MIPaBOM BEpPXHEM YTy MEpPBOTo JucCTa MpoTokoyia. HoMep sk3eMIuisgpa meyataercs
HKe Tpuda (momerku) depe3 1,5 MEKCTpOUHBIX HHTEpBAJIa M ILEHTPYETCS IO
OTHOIIICHUIO K HUM.

O6pazenr odopmiieHuss npoTokona mnpuBoautcs B I[lpunoxkenun 10 k
NHcTpyknmu.

4.5 Odopmiienne NMPOTOKOJIOB 3acelaHus roCcy1apCTBEHHbIX
IK3aMeHaunOHHbIX Komuccui (I'IIK)

4.5.1 Bce 3acenaHus TOCYIapCTBEHHBIX 9JK3aMEHAIMOHHBIX KOMMCCHM
oQOpMIISIIOTCA MPOTOKOJAMHU, KOTOpBIE CIIMBAIOTCS B OTIEIbHBIE KHUTH Ha
kadeapax/ MUKIOBBIX KOMUCCHSIX:

— KHUTa npoTokoiioB 3aceganus [ DK o nmpueme rocyjapcTBEHHOr0 IK3aMeHa
MO CTELHAIbHOCTH;

— KHUTa npoTokoJioB 3aceaanust [ DK o nmpueme rocyjapcTBEHHOr0 IK3aMeHa
10 HAIpaBJIEHUIO TOATOTOBKH (0aKkajaBpuar);

— KHUTa npoTokoiioB 3aceaanust [ DK o nmpueme rocyjapcTBEHHOr0 IK3aMeHa
M0 HAMPAaBJIEHUIO MOJArOTOBKH (MarucTparypa);

— KHUTa npoTokonoB 3acenanus ['DK 1o paccMOTpeHHIO BBIITYCKHOMN
kB (puKanoHHO# paboTsl (nanee — BKP) (cneunanurer);

— KHura nportokoioB 3aceganuss [DOK mo paccmorpenuntro  BKP
(6akanaBpuar);

— knHura npotokosoB 3acenanus 'OK no BKP (maructparypa).
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4.5.2 KHuru nmpoTOKOJIOB BEAYTCS Ha OCHOBAaHUHU IpHUKa3a 00 YTBEpPKIACHHUU
coctraba [DK wu rpajuka rocygapCTBEHHOM MTOroBOM  aTTECTallMUd IO
oOpazoBaTeIbHBIM ITporpaMMam BeIcIiero oopazosanus (nanee — OIT BO).

4.5.3 Kauru mnpoTOKOJIOB TNPOMIMBAIOTCS HUTHIO WM IIHYPOM, JIUCTHI
HyMepyloTcs (00JIOKKAa KHUT HE HYMEpPYeTCs) B BaJIOBOM IMOPSAKE apabCKuMu
nudpaMu, KOTOpbIE MPOCTABIAIOTCS B MPAaBOM BEPXHEM YTy JIMCTa MPOTOKOJIA
MPOCTHIM TpaUTHBIM KapaHJAlIOM HJIM HYMEPATOpPOM. YMOTpeOieHHe YepHWI U
LBETHBIX KapaHaallen a1 HyMepaluu JuctoB 3anpemaerca. C 000pOTHOW CTOPOHBI
MOCJIETHET0 JIUCTAa KHUTU MPOTOKOJIOB HUTH WJIM IIHYP CBSI3BIBAIOTCS Y3JIOM,
3aKJIEMBAIOTCA OTPE3KOM JIMCTa, Ha KOTOpoM odopmistgercs Haanuchk «IIpommuto,
MPOHYMEPOBAHO M CKPEIJIEHO TMeYaTbio auctoBy. Haanuce 3aBepsiercs
noAnuckio (¢ pacmudpoBKoOi) 3aBeayromiero kaeapod MU CKpervisieTcs MnedaThio
oTJeNa KaJpoB U JeIO0MPOU3BOICTBA Y HUBEPCUTETA.

4.5.4 Tlpotokoasl 3aceqanuii ' DK neuartatorcs Ha nuctax ¢popmara A4 ¢ 1Byx
CTOPOH.

4.5.5 B ciydae, korzia 1o HampaBJICHUIO TTOATOTOBKHU (CHEIUATbHOCTH) UMEET
MeCTO OOJBIION BBIYCK OOYYalOIIMXCS W €ro HEBO3MOXXHO OQOPMHUTH B OJHOU
KHHUI€ TPOTOKOJIOB 3acellaHui, TO KHHMra IPOTOKOJIOB 3acelaHuil opopMisieTcs B
nByXx Tomax. Hymepaius npoTokosioB 3aceiaHusi BO BTOPOM TOME MPOI0JIKAETCS.

KonudecTBo cTpaHul] B KHUTe TPOTOKOJIOB HE PErJIAMEHTUPYETCS.

4.5.6 B kHUrax mpoTOKOJIOB JOMYCKAIOTCS OOILIETPUHATHIE COKPALICHUS
(k.T.H., A.T.H., 1.T.-M.H., 1pod., JOII., 3aM., 3aB. U T.].).

4.5.7 B mnporokonax 3acenaHuil Gamiius, UMs, OTYECTBO OOYyYarOIIETrocs
JOJKHBI CTPOrO COOTBETCTBOBAaTH (aMWJIMK, HMEHHM, OTYECTBY, YKa3aHHbIM B
MPUKa3e O JOIMYCKE K TOCYIapCTBEHHON UTOTOBOM aTTeCTalIUU.

4.5.8 IIporokomnsl 3acemanuii I'DK mo mpuemy rocyaapCTBEHHOIO 3K3aMeEHa
3aIOJTHSIOTCS] B COOTBETCTBHUHU C YTBEPkAeHHOM (hopmoit mpoTokona (IIpunoxenue 11).

IIpu aTOM:

— B IIEPBOM CTpOKe ykasblBaeTcsa Homep mpoTokosa 3aceaanus ['OK u narta
(HyMepanusi IPOTOKOJIOB €UHAasi U CTPOTO MOCJeAOoBaTelibHAas B paMKaxX KHUTHU
nporokosnoB ['OK, npocraBnsiercs apabckumu mudpamn);

— npanee ykaswsiBaeTcs OIl BO (mosnnHast 6e3 cokpailleHHi), akajgeMudeckas
rpynna 1 ¢pakyiabTeT 00yUYaroImuXcsl CAAIONIMX IOCYIapCTBEHHBIN K3aMEH;

— B pazzaene «lIpucyrcTBoBanmm» yka3blBaeTCs JlaTa WU HOMEpP IMpuKaza 00
yTBepkaeHun coctaBa ['OK u mpencrasnsercs uHpopManus O COCTaBE KOMUCCUU
(yueHast cTemeHb W/MIW Yy4Y€HOE 3BaHUE, JODKHOCTh (aMuiusi, UMs, OTYECTBO
npucyTcTBYIOMUX npeacenarens 'K u uieHoB komMuccun);

— TakKe YKa3bIBaeTCsl BpeMsl Hayana u okoH4aHus 3acenanus ['OK;

— Janee ykasbiBaeTcs (aMuivsg, HMs, OTYECTBO OOYy4YaIOIIMXCSA, HOMEp
HK3aMEHAIMOHHOI0 OMJIeTa, OLEHKA KaKJIOro 3aJaHus, 3a/laHHbIE JOMOJHUTEIbHBIC
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Bonpockl, pemenne 'K mo UTOroBoil oleHke, U MPUCBOCHUU KBajdudukanuu (B
cinyyae otcyTcTBUs Bo ®I'OC BKP);

— Janee TmpejacTaBigercss UWHGOpPMAIMS O KOJUYECTBE O0O0y4aroluxcs
CHABIIMX TOCYAapCTBEHHBIN HK3aMEH;

— uHpOpMalUg O COAEPKAHUM SK3aMEHAIIMOHHBIX OWJIETOB INpHUiIaraercsi K
MPOTOKOIY;

— B cTpoke «Dopma mpuema rocyapCTBEHHOIO0 3K3aMEHa» YKa3bIBaeTCs B
Kakoi popMe MpOXO0IUII TOCYIAPCTBEHHBIN HK3aMEH;

— TMpu  JUCTAaHUUOHHOM (opme  00s3aTeTBbHO  3alOJHSAETCS  CTpPOKa
«IIpumeyanuey;

4.5.9 IIporokoinbl 3acenannii ['OK mo paccmorpenutro BKP 3anonssiorcs B
COOTBETCTBHHM C yTBEpkIeHHOU (hopmoii npoTokona (IIpunoxenue 12).

IIpu aTOM:

— B IEPBOM CTpOKe yKasblBaeTcsa Homep mpoTokosa 3aceaanus 'OK u nmarta
(HyMepanusi IpPOTOKOJIOB €UHAasi U CTPOTO MOCJeAOoBaTellbHas B paMKaX KHUTH
nporokonoB ['OK, npocraBnsiercs apabckumu mudpamn);

— nanee ykasbiBaetcs OI1 BO (monnas 6e3 cokpaiieHuil);

— B CTPOKE «BBIMIOJIHEHHONW 0O0y4aroluMcs» yKas3blBaeTcsl (haKynbTerT,
akajgeMuueckas rpynna, ¢gopma oO0ydeHus, B pOAUTEIBLHOM Majiexe QpaMuius, uMmsi,
OTYECTBO O00YYarOUIErocs, MPeACTaBUBLIETO CBOIO BBIMYCKHYIO KBAIH(PUKALMOHHYIO
paboTy Ha pacCMOTPEHHE KOMHUCCHH;

— B CTPOKE «HA TEMY» YKa3bIBaeTCsl TeMa pabOThl CTPOTO B COOTBETCTBUU C
MIPUKA30M;

— B pazzgene «lIpucyrcTBoBanmm» yka3blBaeTCs JlaTa MU HOMEpP IMpuKaza 00
yTtBepkaeHun cocrtaBa ['OK u mpencrapnsercss nHdopmanus 0 cocTaBe KOMUCCUU
(yueHast cTeneHb W/WIM YYEHOE 3BaHME, JOJDKHOCTh (aMUIIUs HMS, OTYECTBO
npucyrcTByromux npenacenarens 'K u uneHoB komMuccuu), 1ata 1 HOMEp MpHUKa3a
YTBEPKJCHUS

— B pazgene «BpimyckHas KBalu(UKALMOHHAs paboOTa» YKa3bIBAETCS O]
PYKOBOJICTBOM KaKOI'O MperojiaBatelisi (OJKHOCTh, yueHas CTENeHb W/WIM 3BaHUE,
dbamuius, UM OTYECTBO — B POAMUTEIBHOM MaJeXKe) U C KOHCYJbTAllMEHd KaKoro
npernojaBaTesis (J0HKHOCTb, YUeHasl CTETIEHb U /Wi 3BaHue, (paMuiusi, UMsi, OTYECTBO
— B POJUTEIHLHOM T1aJIeKe) BINOJIIHEHA pab0Ta — €CJIM KOHCYJIBTAaHT Ha3HAYECH;

— Hke gaetcs uHbopmaius o npeactaBieHHbix B 'OK Marepuanax, B ToM
quclie: npeacrapiaeHue npeacenarento 'OK, noscHurtenbHas 3amucka, rpapuyeckas
4acTb W/WIM TpPE3eHTalus, OT3bIB PYKOBOAMUTEINSA, PELEH3Us Ha padoTy, IpHU 3TOM
yKa3blBa€TCAd B POJAMTENBHOM TNaaexe (pamuius, UMs, OTYECTBO, yU€Has CTEIEHb
W/WJIM 3BaHUE, OJDKHOCTh PELEH3eHTa, yueOHas KapTa;

— mnporokon 3acenanus ['DK mo mpuemy rocynapcTBeHHOTO 3K3ameHa (Tpu
HaJIU4IUH);
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— Jlajee YKa3bIBaeTCs HOMEP M JaTa NpHUKaza YTBEPXKICHHUS TEeMbl U
pykoBonutens BKP;

— mudpol mpocrtaBiserca Bpems (Kak mpaBwio, He MmeHee 10 MuH.), B
TE€YeHHE KOTOPOTo JIeJIaeTCsl COOOIIEHUE O BBITTOJIHEHHON paboTe;

—  Jlajee yKa3bIBaloTCs, Kakue ObLIN 3aJlaHbl BOIIPOCHI;

— B cTpoke «Dopma 3amutel BKP» ykasbiBaeTcst B kakoil (hopme mpoxoausia
3aIlUTa;

— Ilpm pguctanumoHHod Qopme o00s3aTENBHO  3alOJHAETCAS  CTpPOKa
«IIpumeuanuer;

— B pazgene «llocranoBunn» B cTpoke «lIpu3HaTh, 4YTO...» YKa3bIBAIOTCS
MOJTHOCTBIO (haMUITUSL, UMSI, OTYECTBO OOYUAIOIIErOCs U OIIEHKA (TIPOMHUCHIO), HA KOTOPYIO
OH 3auTWI padoTy; B cTpoke «lIpuCBOUTBH» yKa3bIBaeTCs peElIeHHE KOMHCCUH O
MIPUCBOEHUH KBATM()UKAIIUK TI0 HAPABJICHUIO(SIM ) TIOJITOTOBKH/CIICITUAIEHOCTH(SIM);

— B cTpoke «OTMETUTb, YTO...» JaeTCs 3aKI0UYeHIEe KOMUCCUH ¢ 000CHOBaHUEM
MOCTaBJICHHOM OIIEHKHU (B CIy4ae IMOJIOKUTEIbHOM 3aIlUThl KOMUCCHEH MOXKET OBITh
JaHO 3aKJIIOUYEHUE O TOM, YTO «pPe3yJbTaThl MCCIEAOBAHUN BHEIPEHBI B ... (aKT O
BHE/IPEHUH HMMEETCs)», «paboTa NpeAcTaBieHa K OMyOJIMKOBAHUIO» U T.J.; B Clydyae
HEY/JIOBJICTBOPUTEIBHON 3aIllUThl KOMHUCCHEM JaeTcs 3aKk/IIoYeHHEe O TOM, YTO
«Heo0XxoarMa T0paboTKa TEMBI» WK «HE0OXoauma pa3paboTKa HOBOM TEMbI» U T.J.) U
Jal0TCsd  pEeKOMEHJalUuu K JaibHeiimeMy oOydeHuto. B ciydae oTcyTcTBUS
pEKOMEHIAIMN U 3aKIIOUEHUI — CTaBUTCS MPOYEPK.

— B cCTpoke «BblgaTe qumioM» ykasbiBaeTcs Kakoro o0pasia BbLAATh AUILIIOM
C OTJIMYMEM WM OOBIYHBIN;

4.5.10 B 3akmroueHue kaxzaoro mnporokona 3acemanus ['ODK  ykasbiBaroTcs
dbamumu 1 uHULIMANbI npenceaarens ['OK, uieHOB KOMHCCHUU U CeKpeTapss KOMHUCCHUH,
y4acTBOBaBIIMX B ee padore. Kaxnaplii mnpoTrokon B 00s43aTENbHOM MOPSIKE
noanuchiBaeTcs npeacenaresneM ['IK, uieHaMu KOMUCCHH U CEKpETapeM KOMHUCCHUHU.

4.5.11 Pykomnucu 3allMIIEHHBIX Pa0OT XpaHATCS Ha Kadeape B TeUeHue S5 JeT U
NPEJOCTABIAIOTCA IO  3ampocy OKCHEPTHBIM KoMuccusiM  PocoOpHamzopa 1o
rOCyJapCTBEHHOM aKKpeIuTallMk, 10 TOCYJapCTBEHHOMY KOHTpPOJIIO KauecTBa
o0Opa3oBaHMsL.

4.6 IloaroroBka n ogopmiieHHE 1eJOBbIX (CIyKeOHbIX) MHUCEM

4.6.1 Jlenosblie (cayxeOHBIC) TMUChMA Y HUBEPCUTETA TOTOBATCS:

— Kak JOKJaJbl O BHITIOJIHEHUHU TTOPYUYEHUM (YKa3aHHil) peKTopa/mpopeKTopa;

—  Kak WCIIOJTHEHUE IOPYUCHHUI peKTOpa/IpopeKkTopa Mo OoOpalieHUusIM
rpakJaH 10 BOIIPOCaM, OTHOCSIIIUMCS K KOMITETEHIIUN Y HUBEPCUTETA,;

— Kak CONPOBOAUTEIIbHBIC TUCHMA;

— Kak OTBETHI Ha 3alPOCHI Pa3IMYHBIX OPTaHU3AIMA W YACTHBIX JIHII;

— KakK MHUIMATUBHBIC MTHCHMA.
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Bce nenoBble (cityxeOHBbIE) THMChbMa MOXKHO Pa3feUuTh Ha KOHCTATHUPYIOIIHNE
CBEPIIUBIIUNACS (PaKT U MpeaBapsIoNie BO3MOXKHOCTh €ro CBEpIISHUs. DTO MHUChMa-
MOATBEPKACHUS, THCbMa-HAlIOMUHAHMS, THUCHBMA-TIPEIYNPEXKACHUS, THUChMa-
m3BenieHnsa. OHU He TpeOylOT OTBETa, HO HUX HAIMYME HMEET IOPUIUYECKOE
3HAYCHHE.

4.6.2 Cpokr TOATOTOBKM THCEM  YyCTaHABJIMBAIOTCS  YKa3aHUEM IO
WCIIOJTHEHUIO PYKOBOJICTBA YHHMBEPCUTETa HAa OCHOBAaHWU HMMEIOIIUXCS CPOKOB
WCIIOJTHEHUs TIOPYYEHHUM, 3alpoCcOB WJIM [0 PEHICHUI0 aBTOopa YyKazaHUs II0
HCITOJIHEHHUIO.

Cpok TMOATOTOBKA WHHUITMATUBHBIX IMHCEM OMNPEACISIETCS PYKOBOIACTBOM
CTPYKTYPHOT'O MOJIpa3aeICHUS

brnank nucebma YHUBEpCUTETA HOJKEH BKIIOUATH CIICYIOIINE PEKBU3UTHI:

— HauMMEHOBaHHUE YHUBEPCHUTETA U BHIIIECTOSIIEH OpraHU3alllH;

— CIpaBOYHbBIC IaHHBIC 00 YHUBEPCUTETE;

— OTMETKM JUIsi  TPOCTABJICHUS  PEKBU3UTOB  «Jara  JOKYMEHTay,
«PErUCTPaAIlMOHHBIH HOMEpP JOKYMEHTa», «CChUJIKAa Ha PETUCTPALIMOHHBIA HOMEP H
JIaTy MOCTYIUBIIETO TOKYMEHTA.

4.6.3 Ilucpma JOJDKHBI OBITH MOATOTOBIEHBI B JBYX 3K3eMIULIpax (MEpBBIM —
JUISL OTIPaBKH; BTOPOM — BHU30BOM, B JEJIO CTPYKTYpPHOIO TOApA3JEICHUS —
UCIIOJHUTENS), W 10 TNPEACTaBICHUS Ha TOAMHUCh PYKOBOJCTBY YHHUBEPCHUTETA
3aBU3UPOBAHBI BCEMU UCTIOJHUTEIISIMHU.

[IpoexT mnuchMa 3a TOANUCHIO PEKTOpa YHHUBEPCUTETAa JIOHKEH OBIThH
3aBU3UPOBAH MPOPEKTOPOM, OCYIIECTBISIIONIUM KOOPJWHALMIO  JIESITCIBHOCTH
CTPYKTYPHOTI'O MOJIpa3/iesiecHus] Y HUBEPCUTETA, TTOJATOTOBUBIIETO TOKYMEHT.

Ecnu nenoBoe muchbMo mepecbuiaeTcst aapecaTy 1o (hakCUMWIbHON cBsizu (0e3
OTMPABKU TOJJIMHHUKA TIO0 TOYTE), BU3bI MPOCTABIAIOTCA Ha TMEPBOM DK3EMILLIPE
(monmMHHUKE) HA OOOPOTHOW CTOPOHE IMOCIEIHEro JIMCTa, W TOCHe IMepenadd o
(dakcy 3TOT ke IK3EMIUIAP MUCchMa NEepeaaeTCs B JI€JI0 HAa XpaHCHHUE.

4.6.4 JlenoBele mHUCbMa YHHUBEPCUTETA, HaMpaBisieMble BHYTPU CTpaHBbI,
COCTaBJISIIOTCS. HAa PYCCKOM sI3bIKEe. TEKCThI MHCEM, HaIpaBIseMbIX 3apyOeKHBIM
napTHEpaM, MOTYT COCTaBJISITBCSL Ha S3bIKE CTpaHbI ajpecaTa, Ha TOCYAapCTBEHHOM
(PyCCKOM) WJIM aHTTIUHUCKOM SI3BIKE.

4.6.5 PexBu3uTamu J1€J0BOTO MUChMa SIBJISIOTCS: HAUMEHOBAHUE YHHUBEPCUTETA
Y BBIIIECTOSIICH OpraHu3aiuy, Tpud U MOMETKa OrpaHUYCHHs JOCTYMa K JTOKYMEHTY
(ecmm  9TO0  HEOOXONMMO); CIpaBOYHBIE JlaHHBIE 00 YHuUBepcuTeTe, Jara,
PETUCTPALIMOHHBIN HOMEP, CChIJIKA Ha PErUCTPAIMOHHBIA HOMED U JaTy MOCTYIHBIIETO
JIOKYMEHTa, 3arojOBOK K TEKCTY, aapecat, TeKCT, OTMETKA O HAJIMYUU MPUTIOKEHHUs (B
COIIPOBOIUTEIILHBIX MMMCHbMAX ), TIOJIITUCh, OTMETKA 00 UCTIOJTHUTEIIE.

4.6.6 JlaToi muchbMa SIBJISIETCS JaTa €ro MOAIMMCaHuUs.
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4.6.7 3aronmoBok odopmiseTcs MoJ pPEeKBU3UTAMH OJlaHKa B JIGBOM YIJIy H
nevaraercs 12—14 mpudrom.

3aroyioBOK K TEKCTY JOJKEH OBITh KpPaTKUM W OTpaxaTb CyTh MHCbMa,
HarpuMep:

O npennoKeHny 3aKJIF0YUTh JOTOBOP IOCTABKU

O HecoOI0IeHNH CPOKOB BBITIOIHEHUS JOTOBOpA

O06 oka3zaHWU HAY4YHO-TEXHUYECKOW MOMOIIH

Ecnu Texct nuceMa 10 ISTH CTPOK, 3ar0J0BOK JOIMYCTUMO HE COCTAaBIIATh.

4.6.8 Ecnu nucbMo SIBISIETCS OTBETHBIM, B PEKBHU3UTAaX OJaHKA yKa3bIBAETCS
HOMED U J1aTa NOCTYNUBLIETO (MHUIIMATUBHOI0) MUChMA.

4.6.9 Tekcr nenoBOro mnHWchbMa, Kak MPaBWIO, IOJDKEH KacaTbCsl OJHOIO
BOIIPOCAa WJIM HECKOJbKHX BOIPOCOB, €CIM OHHM B3aUMOCBSI3aHbl U OyAyT
paccMaTpuUBaThCA B OJTHOM CTPYKTYPHOM NOAPA3AEIEHUN OpraHu3alun-aipecara.

Texkcr u3naraercs oT 3-ro Juna eAMHCTBEHHOTro uyncia. Hanpumep:

«YHUBEPCUTET HANPABIISET...».

Eciu nuceMo odopmiieHo Ha OjaHKe AOKHOCTHOTO JIMIA, TO €ro TEKCT
u3JIaraercs ot 1-ro auua eAUHCTBEHHOTO YHCIIA: «IIPOILY...», «HAIIPABIAIO...».

TekcT mucbmMa COCTOUT M3 JABYX-TpPEX 4dacTed. B mepBon dactu wm3naraercs
MPUYMHA, OCHOBAaHHE WJIM OOOCHOBAaHUE COCTABJIEHUS MUChMA, MPUBOJSATCS CCBHLIKU
Ha JOKYMEHT, SIBJIIONIMICA OCHOBAHMEM NOJATOTOBKHM NMHChbMA. B 3aKIOUUTENBHON
YacTH, HauMHarolleics ¢ ab3ala, MOMEIIAIOTCS BBIBOJBI, MPEAIOKEHUSI, TPOCHOBI,
pEelIeHns U T.1I.

B nenoBeIX mHChbMax UCHOJB3YIOTCS  (pa3bl ATHUKETHOTO  Xapakrepa
«YBaxaeMblil...!» — B Hayaje NUCbMa, HaJ TeKcToM U «C yBaXKE€HHEM,» B
3aKJIIOYMTENIbHOM YacTU MUCbMA, HaJ TMOJANUCHIO. DTHKETHbIE (pa3bl MeyaTaroTcs
WCIIOJIHUTEJIEM MPU MOJTOTOBKE MpoeKTa nmuchMa. Jlomyckaercss gppa3y 3TUKETHOIO
xapakrepa «C yBaXX€HHEM,» MUCATh OT PYKU JTOJHKHOCTHBIM JIMIIOM, IOANMCABIIAM
ITUCHMO.

4.6.10 lenoBele mnHchbMa MOANMUCHIBAIOTCA PEKTOPOM YHHUBEPCUTETA WU
JULIOM, UMEIOIIUM IPABO MOJIKCH B CIIy4ae BPEMEHHOTO OTCYTCTBHS PYKOBOJUTENS.
[lonnucanue mnuceM, OQOpMIEHHBIX HAa OQUUMATLHOM OJaHKE YHHUBEPCUTETA,
WMHBIMH JIMIIAMU He JonmyckaeTcsi. BHOCUTH Kakue-11u0o uchpaBiieHus, 100aBIEHUS B
MOANMCAHHBIE NTUChbMA HE pa3peruaeTcs.

O6pa3en aenoBoro nuckma npuseaeH B [Ipunoxenun 13 k Unctpykiun.

4.6.11 JlenoBble mucbMa, HalpaBisieMble 3apyO€KHBIM KOPpECMOHACHTaM (B
TOM YHCIIe ajJpecaraMm rocyaapcTB — ObBImMX pecnyonuk B coctaBe CCCP),
opopmisitoTcs Ha OJlaHKE MUChbMa YHHUBEPCUTETAa C PEKBU3UTAMU HAa PYCCKOM H
OJTHOM M3 MHOCTPAHHBIX SI3bIKOB.

4.6.12 [lucpbmo, HampaBisieMoe 3apyOeKHOMY ajpecaTy, COCTaBIsAE€TCS Ha
PYCCKOM $I3BIKE, NMPOXOJIUT COTJIACOBAHME CO BCEMM 3aMHTEPECOBAHHBIMM JIMLIAMH
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OpraHu3alyy, MOoCcje Yero MUChbMO MEPEBOJAUTCS HAa OJIMH U3 MHOCTPAHHBIX SI3bIKOB
(s13bIK azpecara WM AHTJIMACKUHM s3bIK) U odopmisieTcs Ha OJaHKe MHUChbMA,
MpeIHa3HAYEHHOM JIJIsl IEPETUCKU C 3apyO0eKHBIMU KOPPECTIOHICHTAMH.

[lonnuHHUK nHChbMa, OPOPMIIEHHBIM HAa OJHOM M3 WHOCTPAHHBIX SI3bIKOB,
JOJIKEH OBbITh UACHTHUYEH MO COACPKAHUIO HK3EMIUISIPY Ha PYCCKOM SI3BIKE C BU3aMHU
3aMHTEPECOBAHHBIX JIHII.

Ha noxamuch pekTopy MNpeACTaBISAIOTCA: SK3EMIUIAP NUChMa 3apyOekHOMY
KOPpPECTOHACHTY, O(QOpMJIEHHBIM Ha OJlaHKe, KOMHUS JAaHHOTO MHCbMa Ha
CTaHJApTHOM JIMCTe OyMaru ¢ BU30M MCIOJHUTENS, HK3EMIUISIPp MHUChMa Ha PYCCKOM
A3BIKE C BU3AMM 3aMHTEPECOBAHHBIX JIUII.

4.6.13 [locne mnoanmucaHusi NUCbMAa PEKTOPOM YHHUBEPCUTETA WIM WHBIM
YIOJTHOMOYEHHBIM UM JIULIOM:

— OK3eMIUIsIp nucbMa, O(OpMIICHHBIH Ha  OJlaHKe, MOJANHMCAHHBIN
PYKOBOJIUTEJIEM U 3aPETMCTPUPOBAHHBIN, HAIIPABJISETCS aJpecary;

— KOMHMSI MUChMa C BU30M MCHOJHUTENS U 3K3EMIUISAP MUChMa, COCTABJICHHbIN
Ha PYCCKOM $I3bIKE, C BU3aMHU 3aMHTEPECOBAHHBIX JIUI] TOMEIAIOTCS B AEJIO.

4.6.14 Ilucbma, HampapisieMble 3apyO€KHBIM ajpecaraMm, OJDKHbI HMETh
PEKBHU3UTHI: aJipecaT, 1aTa, PpEruCTPAllMOHHBI HOMED, TEKCT, MOJITUCH.

[Ipu HeoOXoAMMOCTH MOTYT OQOPMIATHCS PEKBU3UTBHI  «CCBUIKA Ha
PErMCTPAlMOHHBIA HOMEDP U JaTy MOCTYNHBIIETO MUChMa» U «3aroJIOBOK K TEKCTY».
Ha xonuu nucbMa, nomeniaeMoil B 1€10, TI0NOJHUTEIBHO MPOCTABISETCS OTMETKA 00
UCIIOJIHUTEJE.

PexBusut «aapecar» odopmiisieTcss crnpaBa IOJA PEKBU3UTAMHM OJaHKA.

AnpecatoM mUcbMa MOXET ObITh OPraHU3aLUs UM KOHKPETHOE JIUIIO.

Ecnu nucbMo ajpecoBaHO OpraHu3alliy, cHadaja JaeTcs ee HauMEeHOBaHUE,
3aTeM — TOYTOBBIM ajapec B IMOCIENOBATEILHOCTH: HOMEp JOMa WU 3/IaHuf,
Ha3BaHUE YJUIbl; HA3BaHHUE rOpo/ia; CTpaHa.

Kaxnpiii aieMeHT aapeca muuiercs Ha OTAEIbHOM cTpoke. Ha3Banue ropoaa,
KaK IpaBUJIO, IledaTaeTcs NponucHbiMU OykBamu. Hanpumep:

Freiberg University of Mining and Technology
Gustav-Zeuner-Strabe 1,09599

FREIBERG

GERMANY

[Ipu odopmieHMH TOYTOBOTO ajpeca 3apyOekKHBIM KOPPECHOHACHTAM
MYHKTYyaIusi He IPUMEHSIETCSI.

[Ipu agpecoBaHuu nmuceM HEOOXOJUMO YUYHUTHIBATH TPAIULIMH, XapaKTepHbIE
IUIsL OTHAENbHBIX CTpaH (Hampumep, B BenukoOputaHuu mociie yKa3zaHus Topoja
MOXeT ObITh Yka3aHo rpadctBo, B CIIIA — Ha3BaHue mTara).

Ecnu nucemo anpecyeTcsi KOHKPETHOMY JIMILY, Mepel] Ha3BaHUEM OpraHu3aliu
yKa3bIBaIOT (paMUJIUIO U JOJHKHOCTh paOOTHHUKA WIIA €T0 JTIOJKHOCTD.
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4.6.15 B mnucbmax 3apyOexHbIM ajJpecaTaMm Jatra o(QOpMISETCS CIIOBECHO-
U(POBBIM CIIOCOOOM B MOCIIEI0BATENLHOCTH: IEHb MECSIa, MECSLI, TOJ.

Hanpumep: 29 mapta 2019 r.

[Ipu coctaBieHMH MUChMa HAa AHTJIMHCKOM SI3bIKE JOIYyCKaeTcs OpopMIIeHUE
JIaThl B MIOCJIEIOBATENILHOCTH: TO, Mecsll, 1eHb Mecsia. Hanpumep: 2019, January 24.

4.6.16 B muceMax 3apyOeXHBIM aJpecaraM HCIOJb3YIOTCS BCTYNHUTEIbHBIC
oOpalieHus 1o JOJKHOCTH Uin 1o Gpamuinu aapecata. Hanpumep:

VYBaxkaemslil rocrioguH Toproeeiii COBETHUK!

YBaxkaemblil rocnioiud bunuep!

3aKaHUYMBaETCS MMACHMO 3aKJIIOYNATENBHOU ATUKETHOMN bpazon
«C yBaK€HHEM,...».

4.7 OdopMiieHNEe AKTOB, TOKJIATHBIX, CIY’KEOHBIX 3aNIMCOK

4.7.1 AKT — TOKYMEHT, COCTaBJICHHBIM JJIsI TIOATBEPKACHUS YCTAHOBICHHBIX
(daxToB, coObITUH, nercTBU (00paser] opopmiieHus akta — [Ipunoxenue 14).

AKTBI COCTaBJISIIOTCSI KOJUIETHAJIBHO (HE MEHEe JIBYX COCTABUTEINICH). AKTHI
COCTaBJISIIOTCS. Ha OCHOBE YTBEPXKICHHBIX OpraHaMU BJIACTH YHU(DUIIMPOBAHHBIX
dbopm unu B cBoOomHOM (opme. OOs3aTeIBPHBIMU PEKBU3UTAMU aKTa SIBIISIOTCS:
HaUMEHOBaHWE YHHUBepcuTeTa, HamMmeHoBaHue Buja nokymeHta (AKT), nmata u
PETUCTPAIIMOHHBI HOMEp JTOKYMEHTa, MECTO COCTAaBJIEHHUS, 3arOJIOBOK K TEKCTY,
MOIUCH, B HEOOXOIUMBIX CIydasiX — IpuQ yTBEPKIACHUS.

JlaToii akTta SBIAETCS Jara €ro COCTaBJIICHMS W TOJINUCAHUS  €r0
COCTaBUTEIISIMHU.

Eciu QopMoil akTa NpelycCMOTPEHO €ro YTBEpXKACHHE PYKOBOIUTEIEM
OpraHu3aIlid WJIM WHBIM YIIOJTHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM, JaTOM akTa
SIBJISIETCS JlaTa €r0 YTBEPKICHHUS.

3aroioBOK K axkTy JOJKEH IpaMMaTHUYECKH COTJIACOBBIBATHCS CO CIIOBOM
«aKT», HaIpuMep:

AKT
MPOBEPKU (PUHAHCOBO-XO3IUCTBEHHON JEATCIIBHOCTH
AN
AKT crMCaHUsI MaTepHUaTbHBIX IIEHHOCTEN

TekcT akTa COCTOUT M3 ABYX YaCTEW: BBOAHOW MU OCHOBHOW. B BBOJHOM YacTu
aKTa YKa3bIBAaETCS OCHOBAHWE €r0 COCTaBJICHUS (PacropsauTEIbHBIH JTOKYMEHT,
HOPMAaTUBHBIA JTOKYMEHT, JOTOBOP C YKa3aHHEM €ro AaThl U HOMEpa), COCTABUTEIIH
akta (mpeaceaaTelb M YJIEHbl KOMHUCCHHM) C YKa3aHUEM JOJDKHOCTEHM, WHHUIIMAIOB U
bamunuii.
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B OCHOBHOM 4YacTH W37araeTcs CYIIHOCTb, XapaKTep, METOAbl U CPOKH
MPOJICIaHHONW pabOThl, YCTAHOBJICHHBIC (PAKThI, & TAKKE€ BBIBOJbI, MPEIJIOKEHUS U
3aKiTroueHus. TeKCT akTa MOXKET OBITh pa3/iesieH Ha IMTyHKThI ¥ TIOITYHKTHI.

B TekcTte akra um3nmararTCs LENH M 3aJa4d COCTABJIEHHS aKTa, CYIIHOCTD,
XapakTep, METOJbl M CpPOKM TMpOJAENaHHON paboThl, ee pe3yabTaThl. llpu
HEOOXOJUMOCTH aKT MOKET COJIEPIKATh MPEJI0KEHUS, BBIBOJBI M PEKOMEH/IAIINH.

B 3aknouuTenbHOM 4acTH akTa yKa3bIBAIOTCS KOJIMYECTBO MOATOTOBICHHBIX
DK3EMIUIIPOB aKTa W MECTOHAXOXKJIECHUE KaXIoro »sk3eMmiuripa. KomnuuecTBo
AK3EMIUIIPOB aKTa OMNPENEIAETCS KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €0
COCTaBJICHWUU, WM  HOPMATUBHBIMM  TpeOOBAHUSMH,  pErIaAMEHTHUPYIONTUMHU
COCTaBJIEHUE aKTOB KOHKPETHOMN pa3HOBUIHOCTH

[Ipu cocTtaBneHMM aKTOB PEBU3UM U OOCIEIOBAaHMM HX COJCpP)KaHHE
COTJIACOBBIBAETCA C JOJHDKHOCTHBIMHU JIMIIAMH, JEATEIBHOCTh KOTOPBIX OTPAXKAETCS B
akTe. AKT CUMTAeTCsl NMPUHATHIM M BCTYNAET B JCWUCTBUE MOCIE €ro MOANUCAHUSA
BCEMU WWICHAMHU KOMHMCCHM WJIM BCEMHM JIMIIAMH, YYacTBOBAaBIIMMH B €T0
coctaBiieHud. Ocoboe MHEHHE YIeHa KOMUCCUU clielyeT 0hOpMIIATh Ha OTAEIIbHOM
JIMCTE W TIpUjIaraTh K aKTy.

Ecim  3akonomarenscTBOM  Poccuiickorn  @expepauvu  NPEeayCMOTPEHO
O3HAKOMJICHHE C COACPXKAHMEM aKTa JIWl, YIOMSHYTBHIX B aKTe, MOJ IMOJNHUCH, Ha
MOCJIEAHEN CTpPAaHULE akKkTa MPOCTABISIETCA O3HAKOMUTENbHAass Bu3a «C aKTOM
03HAKOMJICH(BI)», TIPH 3TOM YKa3bIBAIOTCS HAUMEHOBAHUS JOKHOCTEH, JUYHBIC
MOANUCH, pacMpPOBKU TMOJMKUCEH, JaThl O3HAKOMJEHHUS. Jluia, KoTophie
3HAKOMATCSL C COAEP)KAaHUEM AaAKTa, UMEIOT MPABO HE COTJIACUTBCS C COJEPHKAHUEM
akTa B II€JIOM WIH €ro OTICJIbHBIMH TOJOXCHUSMH, UYTO JOJDKHO OBITh
3a()UKCUPOBAHO MPU 0O3HAKOMIICHUHU C AaKTOM.

B HeoOXoauMbIX ciydasx, €clii 3TOro TpeOyroT HOPMAaTHBHBIE JTOKYMEHTHI,
aKThI YTBEPIKIAIOTCS PEKTOPOM YHuBepcuteTa 15R10 HaJICJICHHBIM
COOTBETCTBYIOIIIMMH  TOJJTHOMOYMSIMM  JIMLIOM, MO PACHOPSIKEHUI0 KOTOPOTO
MPOBOJUIINCH AEUCTBUS, 3aBEPIIMBIINECS COCTABICHUEM aKTa.

4.7.2 JlokjJagHasi 3amMcKa — JIOKYMEHT, aJpPECOBAHHBI pPYKOBOICTBY
VYHuBepcuteTa, coiepikaiuii 00CTOSTENbHOE H3JI0KEHHE KaKoro-imbo BoIpoca ¢
BBIBOJIaMHU U TipeiiokeHusiMu coctaButes ([Ipunoxenune 15).

JloKI1aiHbIe 3aMUCKU COCTABIISIIOTCS B LENSX MHGOPMHUPOBAHUS PYKOBOACTBA O
(dakTax, cuTyanusax, TpeOyouMX MPUHITUS YIIpaBIeHUECKUX perieHui. JokmamHas
3aMucKa MpeICcTaBIsSIeTCs] PYKOBOJUTENIO MOAPA3ACIICHUS WA PEKTOPY (MPOPEKTOPY)
YHuBepcHUTeTa.

JloknanHble 3amUCKA  COCTABISIIOTCS HA CTaHAAPTHOM JHUCTe Oymaru
dbopmata A4. OOs3aTeNbHBIMU PEKBU3UTAMU JOKJIQAHOW 3alUCKU  SIBJISIFOTCS:
HaMEHOBAHUE CTPYKTYPHOI'O NOJAPA3AEICHUS — aBTOpa JOKYMEHTA, HAMMEHOBAHUE
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Busa gokymenta (JOKJIAJHASA 3AIIMCKA), nata, anpecar, 3arojIoBOK K TEKCTY,
TEKCT, TOJIHCH.

[Ipu angpecoBanuu AOKIAAHBIX (CIYKEOHBIX) 3allMCOK YKa3bIBAIOTCS B
JaTeILHOM MajieXe JOJDKHOCTH JIMIA, KOTOPOMY aJpecoBaH JOKYMEHT, (haMuiIus U
WHULIAAJTBI.

TexkcT moKIIaIHOM 3aMMUCKU COCTOUT U3 JIBYX WJIM TPEX YacTei: B MEPBOM YaCTH
W3JIaraloTCcsl TNPUYMHBL, (AKTBI WX COOBITHUS, TOCTYKHMBIIHE TOBOJOM JUIS
COCTaBJICHUS JIOKYMEHTa, BO BTOPOM YaCTH — aHaJU3 CJIOXUBIICHCS CHUTYaIWH,
BO3MOJKHBIC BapUaHThl €€ pelIeHUs, B TPEThed — BBIBOALI W MPEIIOKEHUS O
KOHKPETHBIX JICHMCTBUSIX, KOTOpbIE, MO MHEHHIO COCTaBUTENS, HEOOXOAUMO
npeAnpuHsATh. BTOpas yacTh B JIOKJIQJHOW 3alMCKE MOXKET OTCYTCTBOBaTh, B DTOM
ClIydyae €€ TEKCT COJEpPKHUT OIHUCAHUE CIIOXKUBIICHUCS CHUTYallMd, BBIBOJBI H
MIPEJIOKEHUS] COCTABUTEIIS.

JloknagHas 3amucKa MoJIMUCHIBACTCS COCTABUTENIEM, €CIIM OHA TIPEACTaBISACTCS
PYKOBOJUTEIIO TOJAPA3ACICHUS, PYKOBOAUTEIEM IOJpa3/elieHusl, €Clu OHa
MPEJCTABISACTCS MPOPEKTOPY M MPOPEKTOPOM (M PYKOBOIUTEIEM CTPYKTYPHOT'O
MoApa3AeICHUs, €CIIU 3TO HEOOXOAMMO), €CIIU OHA MPEJCTABIIACTCS PEKTODPY.

4.7.3 Cuay:xkeOHasi 3amMcKa — JIOKYMEHT, COCTaBJISIEMbI PAaOOTHUKOM WJIH
PYKOBOJUTEIIEM TOAPA3ACICHUS U aIpECOBAHHBIN PYKOBOJIUTEIIO WIIM CTCIIUATUCTY
npyroro noapazaenceHus ([Ipunoxenue 16).

CnyxeOHbIE  3allUCKH  COCTaBIAIOTCA IO  BONpOCaM  MaTepHaIbHO-
TEXHUYECKOT0, HH()OPMAIIMOHHOT0, XO3SIICTBEHHOTO 00EeCTICUeHUS U JIp.

CnyxebHast 3amucka odopmiisieTcss Ha CTaHAapTHOM JIUCTe Oymaru
dbopmata A4 u ampecyeTcs PYKOBOAUTEIIO CTPYKTYPHOTO TMOJPA3ACICHUS WIH
WHOMY JOJKHOCTHOMY JIMITY.

O0s13aTeIbHBIMU PEKBU3UTAMU CITYKEOHOM 3aITUCKU SIBJISIOTCS: HAUMEHOBAHUE
CTPYKTYPHOT'O TIOJIpa3/IeJICHUs] — aBTOpa JOKYMEHTa, HAUMEHOBAHUE BUJA JOKYMEHTA
(CIYXKEBHAS 3AIINCKA), nara, 3arojloBOK K TEKCTY, aapecar, TEKCT, MTOJIIUCH.

Texcr ciykeOHOM 3amMCKW, KaK TPaBUJIO, COCTOMT W3 JBYX 4YacTed —
000CHOBaHUS U 3aKIIIOUECHHUS (MPEAJIOKEHUS, TPOCHOBI, 3aBKHU U T.I1.)

CnyxeOHasi 3amucKa TMOJMUCHIBACTCS COCTAaBUTEIEM M PYKOBOJUTEIEM
MoApa3feeHus, €ecli OHa TMPEACTABISACTCS MPOPEKTOPY, U  MPOPEKTOPOM
(1 pyKOBOAUTEIEM CTPYKTYPHOI'O TOJIpa3AeCHus, €CJIM 3TO HE0OXO0IUMO), €ClIi OHA
MIPEJCTABIISACTCS PEKTOPY.

5 OOmme TpeOOBaHUA K H3INOTOBJCHHIO [OKYMEHTOB € IOMOIIBIO
KOMIIbIOTEPHOH TEXHUKHU

5.1 Bce nAOKyMeHTHl WU3JlaBaeMble B YHHBEPCHUTETE I[€YaTaloTCs Ha
CTaHAAapTHBIX Juctax Oymaru ¢gopmara A4 (210 x 297 mm), AS (148 x 210 mm),
A6 (105 x 148); mpudrtom Times New Roman pazmepom Ne 14. Tlpu opopmienuu
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MPUIOKEHU I B BUJIE TAOJIMYHBIX MAaTEPUAJIOB JIOMYCKAETCS B Clydyae He0OXOAUMOCTH
UCIoiab30BaTh Oymary Qgopmara A3 (297 x 420 Mm), a Takxke pa3sMmepsl MIPUDTOB
MEHBIIUX Pa3MEPOB.

5.2 Kaxaplii nuct qokymMeHTa, o(OpMIICHHbIM Ha OnaHke uiau 0Oe3 Hero,
JOJIKEH UMETh MOJIsl HE MEHee:

30 MM — JI€BOEC; 20 MM — BEpXHEE;

10 MM — mpaBoe; 20 MM — HUKHEE.

JIOKyMeHTBI IIuTeNbHBIX (CBbIIE 10 JIeT) CPOKOB XpaHEHUS JTOJIKHBI UMETh
neBoe 1nose He MeHee 30 MM.

5.3 3arosioBoK K TEKCTYy JOKyMeHTa nevaraercs 12-14 mpudToM cTpoyHBIMU
OyKkBaMU, BBIPABHUBAETCA CJIEBA, OT T'PAHMIIBI JIEBOTO MOJISL. 3ar0JIOBOK, COCTOSIIIUNA
U3 HECKOJIbKUX CTPOK, nevaTaercs yepe3 1 mntepBan. Touka B KOHIIE 3arojloBKa HE
ctaBuTcs. [lepeHochl CIOB B 3arojloBKe HE paspemiatorcs. JlJiMHa CTPOKM 3arojioBKa
HE JI0JKHA npeBbimaTh 40 3HaAKOB.

3aroyioBOK K TEKCTY MOKET OQOPMIISTHCS HaJ TEKCTOM IocepenHe padodero
MoJIs TOKYMEHTA U [IEHTPUPOBATHCSA OTHOCUTEIBLHO CaMOM JITTMHHOM CTPOKH.

3aroyioBKM pas3esioB U MOJpa3/JeioB MeyaTaTcs ¢ ad3alHbIM OTCTYIIOM WM
LHEHTPUPYIOTCA 1O MIMPUHE TEKCTA.

3aroioBOK K TEKCTY MOXET HE€ COCTaBIATHCS, €CIU TEKCT TOKyMEHTa He
npeBbIaeT 4 — 5 CTPOK.

5.4 Tekcr oraenserca OT 3arojoBKa 2-3 MEXKCTPOYHBIMM HHTEPBAJIaMU,
neyataetcs yepe3 1 — 1,5 MeXCTpOUHBIX HHTEpBAA.

[lepBas cTpoka kaxaoro ab3ana HauMHAETCA Ha paccTosHuM 1,25 cM OT JIeBOi
IPaHULIBI TEKCTOBOT'O MOJs. TeKCT BbIpaBHMBAETCS MO JIEBOM M MpPaBOM TpaHULIAM
TEKCTOBOT'O IOJIS.

Ecnu noKyMeHT roTOBHUTCS ISl U3[IaHUS C YMEHbBIIEHHEM MaciTaba, TeKCT
neyaTaeTcs uepes Ba MHTepBaa.

WuTepBan Mmexny OykBaMu B clloBax — 0OBbIUHBIN. MIHTepBan Mexay cioBamu —
OJIUH MPOOe.

5.5 MHorocTpouHnble pEKBU3UTHl IE€YaTalOTCS Yepe3 OJMH HWHTEpBal,
COCTaBHbIE YaCTH OJHOTO PEKBHU3UTA OTACNSAIOT JApPYyr OT Jpyra JByMs
MEXCTPOYHBIMM HWHTEpBajiamMu (Hampumep, B pekBu3uTax «Azapecar», «['pud
YTBEPKICHUSD U JIP.).

PekBU3UTHI ONMH OT APYroro OTAENAIOT 1-3 MEXKCTPOUHBIMU HHTEpBaIaMu
(HampuMep, 3arojIoBOK K TEKCTY OT TEKCTa, TEKCT OT IMOANMCH), 32 UCKIIOYEHUEM
OTMETKM O HaJIMYUU TPUIOKEHUS, KOTOpas IedyaTaeTcsi HEMOCPEICTBEHHO TOJ
TEKCTOM COMPOBOAUTENILHOTO MUCHhMA.

JlnuHa camoil JJIMHHOW CTPOKM PEKBU3UTA MPH YIJIOBOM PAaCHOJIOKEHUH
PEKBHU3UTOB HE Oosee 7,5 cMm.

57



JlnHa caMOM JJIMHHOM CTPOKHM PEKBHU3UTA MPH MPOAOIBHOM PaCIOJIOKEHUU
PEKBU3UTOB HE Oojee 12 cm.

5.6 Ilpu odopmieHun TOKyMEHTa Ha JBYX U 0oJjiee CTpaHHIAX, TepBas
CTpaHHIIa HE HyMEpyeTcs, BTOpas W MOCIEAYIOIIUE CTPaHUIIBl HYMEpPYIOTCS
apaOCkuMu HHUppaMu Yepe3 BEPXHUN KOJOHTUTYJ, 3HAK HOMEpa CTpPaHUIIbI
BBHIDAaBHMBAETCS IO ILIEHTPY, Iedaraercs mpudrom pasmepom Ne 12 06e3
JOTIOTHUTENIbHBIX CUMBOJIOB. Homepa cTpaHHI] MNpOCTaBIAIOTCS IOCEPEINHE
BEPXHETr0 MOJIsl JOKYMEHTA Ha pacCTOSIHUHM He MeHee 10 MM OT BEepXHEro Kpasi JHUCTa.

JlomyckaeTcss co3aHMe JTOKYMEHTOB Ha JIMIIEBOW M OOOPOTHOM CTOpOHAX
mucta. [Ipu 1ByCTOpOHHEM CO3/IaHMM TOKYMEHTOB LIMPHHA JIEBOTO MOJIA HA JINLIEBOU
CTOPOHE JINCTA U MPABOT0 MOJs Ha 000POTHOM CTOPOHE JUCTA JOJIKHBI OBITh PABHBI.
Eciu noxkymeHT odopmisieTcss Ha JByX CTOpPOHax JIMUCTA, TO HEYETHbIE HOMEpA
MPOCTABIISIOTCS Ha JIMLIEBOW CTOPOHE, a YeTHbIE — HA 00OPOTHOIA.

5.7 HaumenoBanue Buma gokymenta (IIPUKA3, PACIIOPSXXEHMUE,
IMPOTOKOJI, AKT, CITIPABKA, JIUCT COI'J/IACOBAHMUSI u ap.) neuaraercs
MPOMUCHBIMU OYKBaMH, BBIIACISICTCS KUPHBIM IIPUPTOM, BBIPABHUBACTCS IIO
LHEHTPY.

5.8 Tlognuck OOJKHOCTHOTO JIMIIA TeYaTaeTcsi OT TPaHUIbl JIEBOTO TMOJIA,
OTJENSETCS OT TEKCTa 3 MEXCTPOUHBIMU UHTEPBAJIaAMHU.

HauMeHoBaHUEe OJDKHOCTH TE€YATAETCS OT JEBOW T'paHUIBI TECTOBOTO MOJIS
yepe3 1 MEXCTpOUHBI MHTEpBAJI U LIEHTPUPYETCS OTHOCUTENIBHO CaMOW JTMHHOW
cTpoku. PacmmdpoBka MOANUCH paclioyiaraeTcs Ha YpOBHE TOCHEIHEH CTPOKHU
HAaMMEHOBaHUs JODKHOCTH 0e3 mpobenia Mexay HHULHAIaMH U (pamMuinei.
[locnenusis OykBa B pacuinpoBKe MOAMKUCH OTPAHUYUBAETCS MPABBIM MOJIEM.

Ecnu HanMeHOBaHME JOJKHOCTH B MOAMUCU COCTOUT M3 HECKOJIBKUX CTPOK,
OHHM TevaTaroTcs uepe3 1 unTepBan. PacmndpoBka noanucu mneyaTtaeTcss Ha ypoOBHE
nocJieHEeNH CTPOKM HAMMEHOBAHUS AOKHOCTH. Mexay MHULMalaMu U (amuinein
CTaBUTCS TTPo0eI, HalpUMep:

HavaabHuk YnpasieHus
1o padoTe ¢ MePCOHAIOM
N.0. ®amniusa

[Toanucu oTAEHSAIOTCA OJIHA OT APYroil 1,5 MeXCTpOUHOTrO HHTEPBAJIA.

5.9 Tekct nmpuiioxkeHUs MOXKET ObITh odopmileH B Buae Tabiuubl. ['padsr u
CTPOKM  TaONMIBI  JODKHBL ~ MMETh  3arojIOBKM,  BBIPDAKEHHbIE  MMEHEM
CYLIECTBUTEIBHBIM B HWMEHUTEIbHOM manexe. IloazaronoBku Tpad U CTPOK
IrpaMMaTHYECKH JOJDKHBI OBITh COIVIACOBAHBI C 3arojlOBKaMu. 3arosioBku rpad
neyaTaroT ¢ MPONMUCHOW OYKBBI, a MOJ3aroJIoBKU rpad — co CTpoUHON OYKBBI, €cCliu
OHM COCTABJISIOT OJIHO MPEJIOKEHHUE C 3ar0JIOBKOM, MJIM C MPOMUCHOM OYKBBI, €Cliu
OHM UMEIOT CAaMOCTOSITEJIbHOE 3HAUCHHE.
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Ecnu Tabnuny neuyartatot 60jee yeM Ha OJHOW CTpaHHUIIe, 3ar0JI0BOYHAS YaCTh
Tabnuibl (HaMMEHOBaHME Tpad) NOBTOpsAETCS Ha Kaxaod crpaHuue. JIucTel
MIPUJIOKEHHS] HYMEPYIOTCS CAMOCTOATENIBHO, HAYUHAS CO BTOPOT'O JIUCTA.

5.10 HopmaTuBHbIE TMpaBOBbIE aKThl YHHBEPCUTETa, a TaKXKE WHbIC
MHOTOCTPAHUYHbBIE JTOKYMEHTHI MOTYT OQOPMIISATECA C THUTYIBHBIM JIUCTOM.
TutynbpHbIN TUCT JOKyMeHTa odopmiigeTcs B cooTBeTcTBUM ¢ [Ipunoxxenuem 17.

5.11 JlomyckaeTcsi BbIIEIECHHE PEKBU3HUTOB <«aJpecary, «HAUMEHOBaHHE BHUIIA
JOKYMEHTa», «3arojloBOK K TEKCTY», «IIOANHUCH», a TaKXKE OTIENbHBIX (ParMEeHTOB
TEKCTa JKUPHBIM MIpudTOM (HampuUMmep, JaTbl, CyMMbl, GaMHIMM W HHUALUAIIBI
OTBETCTBEHHBIX JIUI] B TEKCTE JIOKyMEHTOB, IIPOrPAMMBbI Pa3BUTUSI Y HUBEPCUTETA U T.]I.).

6 Ilopsigok CHATHA KONMH C JOKYMEHTOB

6.1 VYHuBepcuTeT HMEET MNPaBO HU3TOTaBIMBATH [JIsl BBIIAYUW B JApyrue
OpraHu3alyy U Ha PYKU TPakJaH JJis 3alIUThl KX UHTEPECOB U MPaB KOMUHU TOJIBKO
TE€X JOKYMEHTOB, aBTOPOM KOTOPBIX SBISETCS YHHMBEPCUTET WU JOKYMEHTOB
HEMOCPE/ICTBEHHO CBSA3aHHBIX C YCTAaBHOW JEATEIbHOCTbIO Y HUBEPCUTETA.

6.2 Komuu opuuuanbHbIX JOKYMEHTOB YHHUBEPCUTETa, B TOM YHUCIE KOMHUH
apXUBHBIX IOKYMEHTOB, BBIJJAIOTCS B CTOPOHHHE OPraHU3alMy U Ha PyKU FpakJaHaM
TOJIBKO C pa3pelieHusi peKTopa WIM JIMla MMEIONIEro MpaBO MOJINUCU B cllydae
BPEMEHHOTO OTCYTCTBUS PYKOBOJUTEIIS.

6.3 VYHuUBepCUTET MOKET M3rOTaBIMBATH KOMUU OPUIHUATBHBIX JOKYMEHTOB
ApPYrMX OpraHu3alluii M 3aBepsiTh HMX B YCTAHOBJIEHHOM TIOpSJKE, €CIU OTHU
JOKYMEHTbl HEOOXOJIMMBI NI BHYTPEHHETO HCIOJb30BAaHUS WM HEMOCPEICTBEHHO
CBSI3aHbI C YCTaBHOM JEATENBHOCThIO YHUBEPCUTETA (HAPUMEP, KOMUU TOKYMEHTOB
COTPYIHUKOB, HEOOXOJIUMBIE ISl y4acTUsi B KOHKypcax, MPOBOJAUMBIX CTOPOHHUMU
OpraHu3alusIMH; KON JOKYMEHTOB, HEOOXOIUMBIE JJIs MPEACTABICHUSI HHTEPECOB
VYHuBepcuTeTa B OpraHu3alusx U OpraHax BJIACTH; KOIUU JIMLIEH3UH, CBUIETENbCTB,
cepTu(UKaToOB U 1p.).

6.4 3ampemeHo HU3roTaBIMBATh KOIMWU CIEAYIOIMIMX JAOKYMEHTOB: NAacIoOpTa,
BOEHHOT0 OwieTa, CIyKeOHBIX YJOCTOBEPEHHUHN; TOKYMEHTOB, Ha KOTOPBIX CTOUT
OTMETKa, YTO HMX KOIMHUPOBATh HENb3s; JOKYMEHTOB, HMEIOUIUX HESICHBIA TEKCT,
MOJYUCTKH U HEOTOBOPEHHBIE HUCTIPABIICHUS.

6.5 Ilpu BbIaue KOMHM JOKYMEHT BOCIPOU3BOJIUTCS MOJHOCTHIO (OJaHK
YHUBEPCHUTETA, HOMEp, AaTa, CoAepaHue u T.1.). B mpaBoMm BepxHeM yriy KOIUHU
numercs cyioBo «Komnusy».

6.6 Ilpu mepechblike KONUU B JAPYTrHe YUpEeXKACHHsS WIM BblJaue Ha PYKH
OTJEJIbHBIM IpakJlaHaM Ha HEeW cleAyeT IPOCTaBIsATh repOOBYIO MeYaTh.

[Ipu cBUIETETHCTBOBAHUM MHOTOCTPAHUYHBIX JIOKYMEHTOB BCE JIMCTBI KOMHIA
JOJIKHBI OBITh MPOIIUTHI, IPOHYMEPOBAHBI U CKPEIUJICHBI MOAMKUCHIO U NIEYAThIO.
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6.7 Ecnu JOOKyMEHT JIOJKEH JOBOJUTHCA [0 CBEACHHS M HCIIOJHEHUS
3HAYUTEIBHOTO  YHUCIa TOAPA3ACICHUM WM  MCIOJHUTENEH, ero  Komus
M3TOTABIMBAETCS C MOMOILbIO CPEICTB OPI'TEXHUKHU B HYKHOM uucie. B atom ciydae
KOIMPOBAHUE OCYILECTBIACTCS HE C MOMJIMHHHMKA (TMOAMUCh PEeKTOopa WM JIMIIA,
MMEIOILIET0 MPAaBO MOJANKMCH B CIy4ae BPEMEHHOTO OTCYTCTBHSI PYKOBOJIMTENS, HE
paspeniaeTcsi KOnupoBaTh TaKUM 00pa3oM), a CO CHEUaIbHO MOATOTOBIEHHOIO IS
Pa3MHOXEHUSI TOBTOPHOIO 3K3EeMIUIApa JOKyMEHTa, Ha KOTOPOM B PEKBU3HTE
«ITognuce» OTCYTCTBYET JIMYHAsI MOJNUCH pekTopa/mpopekTopa. Huke ykazaHHOro
PEKBHM3UTA MPOCTABISETCS OTMETKAa O 3aBEPEHUU KOMHUHM IO MOJHOW (dopme ¢
MpPOCTAaBJICHUEM  Te4aTH  OTjAeNla  JeJIoNpou3BojAcTBa  (repOoByr0  meyathb
VYHuBepcuTeTa TaKkKe HENb3sl KOMMPOBATh TAKUM 00pa3oM), HAIIPpUMED:

Bepno

3aBeayIoIMid KaHIEeIsIpue N.0O. ®amunus

JlaTa

6.8 Ilpu HeOONBIIOM KOJUYECTBE KOMUWA Ppa3MHOKEHHUE JOKYMEHTOB
MPOU3BOJUTCS HA KOMHMPOBAJIBHBIX ammnaparax, YCTAHOBJIEHHBIX B CTPYKTYPHBIX
nojapasneneHusix. KoHTpodap 3a pasMHOXKEHHEM B CTPYKTYPHOM MOApPa3AesIeHUU
BO3JIaraeTcsi Ha pyKOBOJUTENS MOAPA3IeTICHUS.

6.9 Pa3smHOXXeHHME OOJBIIOTO YHCIa KOMUWA MPOUCXOIUT B H3JATEIBCKO-
nonurpaguueckom meHTpe. Ha pazsMHOXeHUE TOKYMEHTOB 3alOJHSETCS 3asBKAa Ha
BbINIOJIHEHUE Tosurpadudeckux ycayr (Ilpunoxenue 18), KOTOpbIi MOANKUCHIBaETCA
nupextopoM UIIL u rnaBHBIM OyXranTtepom.

OpuruHagbel pacTUPAXKUPOBAHHBIX TOKYMEHTOB BO3BPAILIAIOTCS 3aKa3UUKY MPH
MOJIYYCHUH THpaXka.

6.10 JIokyMeHTBI M MaTepHalibl, MOAJISKAIIUE KOMUPOBAHUIO, JOJDKHBI OBITh
Harie4yaTaHbl Y€TKO W Pa300pUYMBO Ha OTACIBHBIX JUCcTax Oymaru popmara He Oosee A3.

6.11 lIokyMeHTBI, pa3MHOXKEHHbIE paHee B YHHUBEPCUTETE, IOBTOPHO HE
pa3MHOXaroTca. Pa3MHOXKEHME JOMyCKaeTcsi B MCKIIOYUTENBHBIX CIydasX C
paspenieHusl pekTopa Wi JIMIA WMEIOIIEro MpaBo MOJMUCU B CIIy4ae BPEMEHHOIO
OTCYTCTBUSI PYKOBOJMTENS TMpU HAIMYMK yKaszaTens (CIUCKA) PaCCBhUIKH,
MOJANMKUCAHHOTO PYKOBOJICTBOM CTPYKTYPHOTO MOJIpa3/iefieHus: Y HUBEpCUTETA.

6.12 MHorotupakuble JIOKYMEHTbl pa3MHOXAIOTCA, Kak MpaBUiIo, C
YMEHBIIEHHEM U C 00OPOTOM.

6.13 OTBETCTBEHHOCTH 3a COJIEPKAHUE U TUPAK MOMJIEKANUX PA3MHOKEHHUIO
JOKYMEHTOB HECYT JIMIIA, MOANUCABIINE 3TH TOKYMEHTHI.

6.14 Pa3mHOXeHHE TOKYMEHTOB C rpudom «Jljisi ciy>ke0HOTr0 MOJb30BAHMS»
MPOU3BOUTCS B COOTBETCTBUH € [lon0keHrneM o mopsiike oOpalleHus co CiryKeOHou
uH(popmaleil OrpaHMYeHHOr0 pacnupocTpaHeHusi B YHuBepcurere. PazmHokeHue
JOKYMEHTOB, HUMEIOIUX TpUPBl «CEKPETHO» U  «COBEPIIEHHO CEKPETHO,
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OCYILIECTBIIAETCA B COOTBETCTBHU C llopsakoM opraHusanuu BEAECHUS CEKPETHOTO
JETONPOU3BOJICTBA B Y HUBEPCUTETE.

6.15 Pa3mMHOXEHHBIE B M3JaTEIbCKO-MIOIUTPAdUUECKOM IIEHTPE IK3EMILISIPHI
JIOKYMEHTOB Ha TIOCJICIHEH CTpaHUIle JOJDKHBI MMETh BBIXOJHBIC JaHHBIE (HOMED
3aKasa, TUpaX, J1aTa).

6.16 KomnupoBaHue 0J1aHKOB JOKYMEHTOB JIF000T'0 BUIA 3aMpeIiacTcs.

6.17 Marepuansl  HECIy)KEOHOTO  XapakTepa Ha  pa3MHOXKEHHE  He
MIPUHUMAIOTCA.

6.18 Brimucka U3 oUIMANTBHOTO JTOKYMEHTa, HampuMmep, U3 mpukasza (1o
JUYHOMY COCTaBy), MPOTOKOJIA, W3rOTABIMBACTCS B TOM Cllyyae, €CJId HeT
HEOOXOJUMOCTH  M3rOTAaBIMBAaTh TOJHYH Komuio. Beimucka odopmisercs
CJIEAYIOIHUM 00pa3oM:

— B HAaMMEHOBAaHUM BUJIA JOKYMEHTA YKa3bIBACTCS: «BBINHCKA W3 MPHUKA3a»,
«BBIMIACKA U3 MPOTOKOJIAY;

—  BOCIPOU3BOAMUTCS TOJHOCTHIO BBOJHAs 4YacTh (€CJIM OHAa €CTh)
o(pHUIIUATIEHOTO IOKYMEHTA;

— W3 OCHOBHOW 4YacTHM TEKCTa JOKYMEHTa BBIMUCHIBAETCA TOT IIYHKT,
nH(popMaIus KOTOporo HeoOXoauMa;

— BOCIIPOU3BOAUTCS peKkBU3UT «Iloamucky (6€3 TUUHOM MOAIHICH);

— TMPOCTABISAECTCS OTMETKa O 3aBEPEHUHM KOMUU TO TIOJHOU ¢opMe ¢
MPOCTABJICHUEM TI€YATH.

7 Opranu3anus 10KyMeHT0000poTa

7.1 lIpyHUMIIBI OPraHU3ALMH JOKYMEHT0000poTa

7.1.1 ]JIBuykeHrEe NOKYMEHTOB B YHHBEPCUTETE C MOMEHTAa UX CO3LAHMs WIIU
MOJTyYeHHsI JI0 3aBEPILIEHUS] UCTIOTHEHHs WM OTIPABKU 0Opa3zyeT AOKYMEHTOOOOpOT.
OCHOBHBIM TOKa3aTeNEM JIBUKECHHS JOKYMEHTOB SIBISIETCS 00bEM IOKYMEHTO000pOTa

— YHUCJIO JOKYMEHTOB, INOCTYIHBIIMX B YHUBEPCUTET M CO3JaHHBIX UM 3a
OIPEICIICHHBIN TIEPUOI.

7.1.2 B [0KyMEeHTOOOOpOT€ VYHHMBEPCUTETAa BBIJIEISAIOTCA  CIEAYIOIINE
JOKYMEHTOIIOTOKHM: TMOCTYMaoIiasi JAOKYMEHTauusl (BXoAsuias); OTIpaBisieMast
JOKYMEHTAaIMsl (MCXOSI11Iast); BHYTPEHHSS JOKyMEHTAIHS.

7.1.3 Iloctynaroniuii JOKYMEHTOIIOTOK Y HUBEPCUTETA CKIAAbIBAETCS U3:

— JIOKYMEHTOB BBIIIECTOSIIIMX OPTaHU3aliil (OPraHOB BJIACTH U YIIPABIICHMUS,
MUHHUCTEPCTB U Jp.). B cocTraB 3TUX NTOKYMEHTOB BXOISAT AUPEKTUBHBbIE YKa3aHUS,
HOPMAaTUBHBIE W METOOUYECKHE AaKThl, KOTOPBIE SBIAIOTCA OCHOBAaHHEM IS
MPOU3BOJICTBEHHOM, YIIPABICHUYECKOM, TEXHUUECKOU, JKOHOMUYECKON, COTUAIIBHOU 1
MHOM AesTenbHOCTU. [0 BUAOBOMY COCTaBy K 3TUM JOKYMEHTAM OTHOCSITCA: YKa3bl,
3aKOHBI, ITOCTAHOBJICHHUS, PACIIOPSKEHUS, YKa3aHUs, OPYUYEHUs, IPUKa3bl, MCHbMa,
WHCTPYKLIMH, PELICHHS], METOANYECKNE YKa3aHUS U PEKOMEH/IalINH;
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— JIOKyMEHTOB OT IMOJBEAOMCTBEHHBIX MOAPA3ACICHUN (MpPeaCTaBUTEILCTBA,
yueOHbIe 0a3bl U T.J.), COAEPKAIINX CBEJCHHUS O BBIIOJIHEHUH PACIOPAIUTEIbHBIX
JNENUCTBHI, 3alpOChl O MYTAX BBINOJHEHUS 3aJlaHUl U OTYETHBIE CBEJAECHUS O CBOEH
nesarenpHocTH. [lo BMOaM JOKYMEHTOB OSTOT TIOTOK COCTOMT U3 OTYETOB
(0 hbuHaHCOBOM, XO34MCTBEHHOW, COIMAIBHOM, YIPABICHUYECKON NEATEIbHOCTH),
MHULIMATUBHBIX JOKJIAJHBIX 3aIIUCOK, [TUCEM, aKTOB;

— JIOKYMEHTOB OT CTOPOHHHMX OpPraHM3alMil, HaIpaBiIsSE€MbIX C LEJbIO
COrJIacOBaHMUS COBMECTHBIX JEHCTBUUW WM TOOYXKACHHS K HUM, C ULEJbIO
KOHCYJIbTUPOBaHUsA, TmoiydeHus: uHpopmanuu. OCHOBHBIE BHJIBI JOKYMEHTOB:
nucbMa (MH(pOpMaMOHHBIE, peKiIaMHble, 0epThl, TapaHTHIHbBIE, 3alPOCHl U Ap.) U
JIOTOBOPHI, a TaKKe JOKYMEHTBI, COIPOBOXKIAIOUIUE BBIIOJIHEHHE JOTOBOPOB (AKTHI
B3aMMO3a4€TOB, CUETA, 3aBKHU, CEPTUDPHUKATHI, OTTPY30UHbIEC JOKYMEHTHI U AP.);

— oOpaieHuil rpaxkJaH — NPeJIOKEHUU, 3asBieHUH, >kano0. OOpamieHus
rpaXkiaH PerucTpupyroTcs U GOPMHUPYIOTCA B JieJia OTACNIBHO OT APYTUX JOKYMEHTOB
VYuuepcuteta. Pabota ¢ oOpaiieHus MU TpaXkaH OCYIIECTBISETCS B COOTBETCTBUU C
@enepanbHbiM  3akOHOM 0T 02.05.2006 Ne 59-®d3 «O mnopsiake paccMOTpPEHHUs
oOparenuii rpaxaan Poccuiickoit deneparum.

7.1.4 Ucxonsmuil JOKYMEHTOIIOTOK COCTOUT W3 JOKYMEHTOB, CO3/1aBa€MbIX B
VYHuBeEpcUTETE W OTHPABIAEMBIX 3a €ro nmnpenensl. lMcxonsdmme JIOKYMEHTBI
CO3JAI0TCSI B OTBET HA MOCTYINHBIIUE MUCbMEHHBIE WM YCTHBIE 3AlPOCHI WIIM KakK
WHUIMATUBHBIE JIOKYMEHTBI, TpeOylouiue uiu He Tpelyromue oTBeTa (MHUChMa,
JOKJIaJIHbIE, 0030DPbI, CIIPaBKU, OTYETHI, JIOTOBOPHI, JOKYMEHTHI IO UX BBITIOJHEHHUIO).

7.1.5 BHyTpeHHUI JOKYMEHTONOTOK COCTABISAIOT JOKYMEHTBI, CO3aBAEMBbIE U
HCIIOJIb3YEMbIE B Y HUBEPCUTETE, HE BBIXOAIINE 3 €r0 MPEAETIbI.

K BHYTpEHHUM OTHOCSTCS OPTaHU3ALMOHHBIE JTOKYMEHTHI, OINPEAECISAIOIINE
3amauu, GYHKOMKM YHUBEpCUTETa B IEJIOM, a TakXe €ro CTPYKTYpPHBIX
No/ipa3/iefIeHui, KOMIETEHIMIO, MpaBa U 00s3aHHOCTH JTOJKHOCTHBIX JIUI, TpaBUIia
BBIIIOJIHEHUS ~ OTHEIBHBIX  BUIOB  JACATEIBHOCTH —  IIOJOKEHHMs, YCTaBbl,
YUpPEIUTEIbHBIE JIOTOBOPBI, JOJKHOCTHBIE HWHCTPYKLUHH, PETJAMEHTHI, IpaBuUIa,
WHCTPYKLIMM, INTATHBIE PACHUCAHUA W [Jp.; U PaCHOPSIUTEIbHBIE JTOKYMEHTHI
VYHuBepcuteTa (NMpUKasbl, pacCHOPSKEHMs, pEUIeHUs), MpeJHa3HauYeHHbIe s
ONEPATHUBHOIO PETYJINPOBAHUS AEATEIBHOCTH Y HUBEPCUTETA.

OTtnenpHblE TPYIIIBI BHYTPEHHETO JOKYMEHTONOTOKA COCTABIIAIOT MPOTOKOJIBI
U aKThl, TUIAHOBBIE U OTYETHBIE JOKYMEHTHI, JOKYMEHTHI 10 YUYETY MAaT€pUAIbHBIX U
JEHEXKHBIX CPEJICTB, 000PYI0BaHUS, TUUYHOTO COCTaBa U T.I.

BHyTpeHHsIs mepenucka MeXAy AOJKHOCTHBIMU JIMIAMU U CTPYKTYPHBIMU
nojipaszieieHus MU 0hOpMIIAETCS TOKIAAHBIMU (CIY>KEOHBIMH) U OOBSICHUTEIbHBIMU
3aIMCKAMU, PAllOPTaMH.
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7.1.6  Ilocrynarmue JOKYMEHTbl PETUCTPUPYIOTCA U  IEpearoTcs:
PYKOBOJICTBY ~ YHHBEPCHUTETa, PYKOBOJCTBY CTPYKTYpPHBIX  MOJpa3ieieHui,
HEIMOCPEICTBEHHO UCIIOJIHUTEIISIM.

7.1.7 Peructpamuss MNOCTyNAKOIINX B aJpeC PYKOBOACTBA YHHMBEPCUTETA
(pektopa, MPOPEKTOPOB) JTOKYMEHTOB COCTOMT M3 JABYX OJTalOB: BHECEHUE B
perucTpaMoHHbie GOPMbI TaHHBIX O TOJIYYEHHOM JOKYMEHTE JI0 €r0 PaCCMOTPEHHUS
U JIOTIOJHEHUE 3THX JAHHBIX PE30JIOLMENH, CPOKAMU HCIIOJIHEHMS, YKa3aHUSMH I10
UCIIOJTHEHMIO U JIP. TIOCJIE PACCMOTPEHUS PEKTOPOM/TIPOPEKTOPOM.

7.1.8 Ucxondiue TOKYMEHThI, KaKk UHULIMATUBHBIC, TaK U MH(GOPMAIIMOHHBIE,
TOTOBSAT MCIOJIHUTENM B CTPYKTYpHBIX TNoJpasfeieHusix. Takue JOKYMEHTHI
MPOXOJAT JTambl COIJIACOBAHUSA, BHU3UPOBAHMS M MOJNUCAHUSA, a TakXke OT
nepernevyaTky TeKCTa, pEeruCTPALMKU U OTIPABKH.

7.1.9 octaBka M OTHpaBKa JOKYMEHTOB B YHHUBEPCUTETE OCYILIECTBIISECTCS
CpElICTBAMH TOYTOBOW M KYpPbEPCKOM CBSI3U, PA3NIMYHBIMU BUJAMU AJIEKTPOCBSI3U
(TenedoHHas1, HNEKTPOHHAS 110YTA) U HAPOUHBIMHU.

C mnomolIbl0 MOYTOBOM CBSI3M OCYILECTBIAETCS JOCTaBKa U OTIpaBKa
MUCbMEHHON KOPPECTOHACHIIMM B BHJI€ MPOCTHIX, 3aKa3HbIX W IEHHBIX IMUCEM HU
OaHzeposieil, MOCHIIIOK U MEJIKUX MaKeTOB, a TaKkKe MeyaTHbIX u3gaHui. JloctaBka u
OTIIpaBKa JOKYMEHTOB CPEJICTBAMH MOYTOBOM CBSI3U OCYIIECTBIISIETCS KaHIIENIApUEH
U OTJIEJIOM MaTepUaJIbHO-TEXHUYECKOTO CHAOKEHUSI.

7.1.10 O6beM [OKyMEHTOOOOpOTa VYHHUBEPCUTETa BbIpaXXKaeTcss OOIIUM
KOJIMYECTBOM JIOKYMEHTOB, TOCTYMUBIIMX B YHHUBEPCUTET U CO3JAaHHBIX UM 32
OIPEICIICHHBIN TIEPUOI.

[lon o00beMOM JOKYMEHTOOOOpPOTa TOHHUMAETCS KOJUYECTBO MMOMJIMHHBIX
HK3EMIUISIPOB BXOJSLIUX, UCXOISIIMX M BHYTPEHHUX JOKYMEHTOB U OOpalleHuiu
rpaXkiaH 3a ONpeJIeJICHHBIN MEPUO/I.

C 01.07.2024 B YHuBepcuTeTE CO37aH CTYACHUECKHI MHOT0( YHKIIMOHAIBHBIH
ueHtp (manee M®L) dyHKUMOHANBHAS AESTENBHOCTH KOTOPOTO MPEIyCMOTpPEHA
noyioxkeHueM O CTyJIEeHYECKOM MHOTO()YHKIIMOHAIBHOM LEHTPE, YTBEPKIACHHBIM
npukazoM YHuBepcureta ot 01.07.2024 Ne 74 «O06 yTBEpKIEHUU JIOKAIbHBIX
HOPMATHUBHBIX aKTOBY.

7.2 Ilpuem u nepBUYHAS 00PA0OTKA MOCTYNAIIIMX JOKYMEHTOB

7.2.1 JlokyMeHTbl B YHHBEPCUTET NOCTYNAalOT IO MOYTE, KYypbEepPCKOU
JO0CTaBKOM, (akcy, 3JEKTPOHHOU MOYTE, NepeIatoTcss pabOTHUKAMHU Y HUBEpCUTETA U
nocerurensiMu. llpueM u mepBuyHas oOpaboTka mocTynaromeidl B YHHUBEPCUTET
KOPPECTIOHACHIIMN OCYIIECTBISAECTCS paOOTHUKAMU KaHIeIsIpun. JJoKyMeHTHI B aapec
pEKTOpa U MPOPEKTOPOB, MOJyYEHHble pPAOOTHUKAMHU YHHUBEPCUTETa B JIPYTUX
OpraHu3anusax M OT I[OCETUTENIEH, B TOM YHUCJIE II0 JJIEKTPOHHOW II0YTe, JJIs
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perucTpaluu 1 ydeta B oOlieM 00s3aTeIbHOM TOPSIAKE JOJKHBI TepeaBaThCsl B
KaHILIEJSPHUIO.

7.2.2 KoHBepThl C TOKYMEHTaMHU BCKPBIBAIOTCA (32 MCKIIOUEHHEM KOHBEPTOB
C TIOMETKOH <JIMYHO»), MPOBEPSAETCS MPABUIBLHOCTh aJPECOBAHUS IMOCTYHAIOIINX
JIOKYMEHTOB, UX JOCTaBKH, LIEJTOCTHOCTh YIIAKOBKHM U KOMIUIEKTHOCTb JOKYMEHTOB.
OmubOYHO JOCTABJICHHBIE JOKYMEHTBI MEPEChUIAIOTCS IO MPUHAIJICIKHOCTH WIH
BO3BpAlalOTCS OTHpaBUTENO. [Ipr OTCYyTCTBUM Ha JOKYMEHTE aapeca OTIPABUTENS
Y J1aThl TOCTYIUIEHUSI KOHBEPT COXPAHSIETCS U IIPUJIAracTCa K JTOKYMEHTY.

KonBepThl OT MOCTYNUBIIEH KOPPECIIOHACHIIMNA COXPAHSIOTCS U MPUIIAraroTCs
K JOKYMEHTaM B CJy4asX, €CJIH aJpec OTIPABUTENSA yKa3aH TOJbKO Ha KOHBEPTE,
€CJIM JlaTa JIOKyMEHTa U J1aTa €ro OTIPABKH COTJIACHO IMOYTOBOMY IITEMIICIIFO UMEKOT
OOJIbIIIE PACXOXKJICHUS BO BPEMEHH; €CIM KOHBEPT HEOOXOJAMM B KadyeCTBE
OIPaBAATEIILHOIO JOKYMEHTA K pacXoJam I10 OIUIaTE KOPPECIIOHICHIIN Y.

Koppecnonaenuus «CID» nepenaercss B CTPYKTYpHbIE MOAPA3ACIICHUSA IO
PACIIMCKY U YUYUTBHIBAETCS B JKYpHAJIC PETUCTPALIUU.

[TouToBBIC OTIpaBIICHNS, HECTAHIAPTHHIE TI0 BeCy, pazMepy, hopme, UMEIOIITNE
HEPOBHOCTH IO OOKaMm, 3aKJIECHHbIC JIMIKOW JICHTOW, MMEIOIINE CTPaHHBIN 3amax,
UBET, MPEAINOJIOXKUTEIBHO HMEIOIIUE BIIOKEHHUS, HE XapAKTEPHBIC JISI MOYTOBBIX
OTHpaBJICHUH, HE BCKpbIBatOTCA. O TMOIYyYEHUU MOJO3PUTEIBHOIO MOYTOBOTO
OTITPABJICHUS JTOKJIAIBIBACTCS HAYAJIbHUKY CIIEIUAIBHOIO OTAEIA.

[Ipy mnoOCTYyIIIEHWH BXOISIIIETO JOKYMEHTA B IOBPEXKICHHOW YIIAKOBKE,
MOBPEXKACHUN JIOKYMEHTa, OTCYTCTBHS B KOHBepTe (IakeTe) TOKYMEHTOB WU
MPWIOKEHUN K HUM, a TAaKKE HECOOTBETCTBHS HOMEpPA, YKAa3aHHOTO Ha KOHBEPTE,
HOMEPY BJIOKEHHOTIO JOKYMEHTA, COCTAaBJISIETCS AaKT B JBYX JK3EMIUISpax
(ITpunoxenue 19): oguH akT MPUOOIIAETCS K MOCTYNHUBIIEMY TOKYMEHTY M €ro
NPWIOKECHUSIMHA TIEPEIAETCS Ha IMPEABAPUTEIIBHOE PACCMOTPEHUE M PETUCTPALMIO,
BTOPOU — HANPABIIIETCS OTIIPABUTEIIO JOKYMEHTA.

7.2.3 JIOKyMEHTBI, aqpECOBAHHBIE MOKHOCTHBIM JIMI[AM M PYKOBOACTBY
YHuBepcuTeTa, a Takke O€3 yKazaHus KOHKPETHOTO JOJDKHOCTHOTO JIMIA WIIH
CTPYKTYPHOI'O MOAPA3AECICHUS YHHUBEPCUTETA PACCMATPUBAOTCS KAHUEISPUEH C
LEJIBI0 PETUCTPALUH.

7.2.4 JlokyMeHTBI C TOMETKOW «JIMYHO» Ha KOHBEpPTE HENOCPEACTBEHHO
HaIPaBJIIOTCS COOTBETCTBYIONIEMY PAaOOTHUKY YHUBEPCUTETA O€3 €r0 BCKPHITHUSI.

JIOKyMEHTBI, alpeCOBAHHBIE MPOPEKTOPAM WU CTPYKTYPHBIM NOAPA3ACICHUSAM
VYHuBepcuteTa, 3a0uparoTcs  paOOTHUKAMU  CTPYKTYPHBIX  TOJpa3/eiICHUH,
OTBETCTBEHHBIMH 34 BEJCHHUE [EJIIONPOU3BOACTBA, MO IPUHAIJICKHOCTHA IS
PacCMOTPEHUS U UCTTIOJTHEHUS.

7.2.5 OO0pamenuss rpaxaaH, TMOCTyNawoIMe B aapec YHUBEPCUTETA,
MPUHUMAIOTCS. M PETUCTPUPYIOTCS KAHLEISIPUEN U HANPABJISAIOTCS HA PaCCMOTPEHUE
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PEKTOPY WJIM JUILy, MMEIOIIEMY MPaBO MOIMNKNCH B CIydae BPEMEHHOTO OTCYTCTBUS
PYKOBOAMTEIS ISl PACCMOTPEHUS U UCTIOTHEHUS.

7.2.6 JlokymeHTsl ¢ oTMeTKamMu «BecbMa cpounoy, «Cpounoy, «OnepaTUBHOY,
«HememeHHO» W JIpYyrMMH HE3aMEIIUTENBHO TIEpEJaroTCs Ha PacCMOTpPEHHUE
PEKTOpY, WIH JIUILYy, UMEIOIIEMY MPaBO TOJIMUCH B CIIy4ae BPEMEHHOTO OTCYTCTBHUS
PYKOBOAMTENS C YKa3aHHEM JIaThl U BPEMEHH MOCTYIUICHUS.

7.2.7 TloctynuBime B agpec YHHUBEPCUTETa TeIePOHOTPAMMBI MPUHUMAIOTCS
YCTHO MO KaHalaM Tele(OHHOW CBs3M, MHGpOpMAIUS 3amUChIBaeTCs (Ie4aTaeTcs)
MoJTyJaTesIeM U TIepeIaeTCsl HCTIOTHUTEIIO.

7.2.8 TloctynmuBmime B aJapec YHUBEPCHTETa »JJICKTPOHHBIC TOKYMEHTHI
(cooO1ieHus) Mo 3JIEKTPOHHOW MouTe YHHUBEpcUTETa (IJIEKTPOHHBIN ajpec: e-mail:
info(@dstu.education, info@dontu.ru ) npuHUMaroTcs UHGOPMAIMOHHBIM OTACIIOM U
NePeIalOTCsl Ha PErUCTPAINIO B KAaHIEISIPHIO.

B ciydyae mocTymiueHUs OpUTHHajIa JOKyMEHTa Ha OyMa)KHOM HOCHUTEINE, OH
HATPAaBISETCS B CTPYKTYPHOE MOApa3eicHHe YHUBEPCUTETA, KOTOPOE SBISETCS IO
yKa3aHUIO PEKTOpa WM JIWIA, UMEIOIIETO MPaBO MOJIMUCH B CIIy4ae BPEMEHHOTO
OTCYTCTBHUS PYKOBOAMTENS TIaBHBIM HCTIOJHHUTENIEM, MOCIE HCIIOJMHEHHUS JOKYMEHT
MOJIIITMBACTCS YKa3aHHBIM CTPYKTYPHBIM MOJIPA3/ICIICHUEM B JEIIO.

7.3 Peructpanusi moCcTynalwiux JOKYMEHTOB W MOJyYeHHe YKA3aHMM
(pe3oaronuii) MO KX UCIOJTHEHUIO

7.3.1 JIOKyMEHTbI, MOCTYNMBIIME B YHUBEPCUTET B pabouee Bpems,
PETUCTPUPYIOTCS B JIeHb MOCTYIUICHHUS, NPU MOCTYIJIEHUH B Hepabodee BpeMsl — Ha
cleayomuil pabouunii 1eHb.

JIOKYMEHTBI PETUCTPUPYIOTCS OJIUH Pa3.

JIOKyMEHTBI, MOCTYNUBIIKE B CTPYKTYPHOE MOJpa3/eieHIe Ha UCIIOTHEHUE U3
KaHILIEJIIPUU, MOTYT TOBTOPHO  PErUCTpUpPOBAaTHCA B  YYETHBIX  (opmax
noapasneneHus. B Takom  ciydae B CTPYKTYPHBIX  TMOAPA3ACICHUSIX
pErucTpalmoOHHbIe HOMEpa MPOCTABISAIOTCS OT PYKH.

7.3.2 Peructpauuu mnoajiexaT BC€ JIOKYMEHTHI, TpeOyloume yuyera,
WCIIOJIHEHUS U HWCIOJIb30BaHUS B CIPABOYHBIX IEJIAX, MOCTYMAIOIIME U3 OPraHoB
rOCy/IapCTBEHHOM BJACTH, OpPraHW3aluid W OT (PUIMYECKUX JIMI[ HE3aBUCHMO OT
croco0a uxX JOCTaBKHU, MEepeAadn WU CO3AaHMUs.

[lepeyeHb JOKYMEHTOB, HE TOJJIEKAIIUX PErUCTpalMMd, MpPHUBEACH B
[Tpunoxenun 20 k MHCTpyKIMH.

7.3.3 PeructpanrioHHble HOMEpa MOCTYNAIOIIKUM JOKYMEHTaM MPUCBANBAIOTCS
B IIpejieliax KajleHaapHOoTo Toja.

7.3.4 KoppecnoHaeHIIUs, MOCTyNAaromasi B Y HUBEPCUTET MOYTOBOU CBSI3BIO U
KypbepCKOM JOCTaBKOM, aJpecoBaHHass Ha HMS PYKOBOJACTBA, CTPYKTYPHBIX
nojipas/ieieHui U pabOTHUKOB YHHUBEPCUTETA, a TakkKe 0e3 yKa3aHUs KOHKPETHOIO
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agpecaTta, IPEABApUTENBHO pPAacCMaTPUBAETCS M PETUCTPUPYETCS B KAHUEISPUU B
PErMCTPAllMOHHO-KOHTPONIbHBIX  KapToukax  ([Ipunoxenuwe  21),  xypHane
perucrpanuu ceMuHapos, koHpepeHiuil (IIpunoxenue 22),

— MPOCTOW KOPPECIIOHICHIINH;

— 3aKa3HOM, B T.4. MOJIyYEHHON OT KypbepPCKOM CITY>KOBbI B )KypHaJie
peructpanus 3akazubix nucem (Ilpunoxenue 23):

— MEXKIyHapOJIHOM KOPPECIIOHAEHLINH;

— LEHHOW KOPPECIIOHAEHIIUH

— JIOTOBOPOB, B )KypHaJse peructpauuu 1oroBopos ([Ipunoxenue 24).

7.3.5 Perucrpanus ITOCTYIIAOLINAX AIIEKTPOHHBIX JIOKYMEHTOB
OCYILIECTBIISIETCS:

— HampaBlsieMbIX B aJpec peKkTopa (MpOpeKTOpoB) — pabOTHUKaAMU
KaHUEISPUU.

7.3.6 ITloctynatoniye B YHUBEpCUTET OOpalllEHUs TpakIaH U OpraHu3aluii
KaHILIEJIAPUS:

— B JICHb TOCTYIUICHUS OOpallleHUs PEeTUCTPUPYET U HAMNpaBISIET €ro s
PE30JIIOLUN PEKTOPY WM JIMLY MMEILEMY IPaBO MOJIUCH B CIy4ae BPEMEHHOI'O
OTCYTCTBUSI PYKOBOJIUTENSL Y HUBEPCUTETA;

— B JIGHb PETUCTpallMM OOpallleHHus HaNpaBisieT €ro COOTBETCTBYIOIIMM
PYKOBOJIUTENSIM CTPYKTYPHBIX TOJIpa3feieHuil YHUBepcUTeTa Il PAaCCMOTPEHUS U
MOJTOTOBKM OTBETa aBTOpaM OOpalleHuM;

— B Cllyyae, Korja MocTynuBliee oOpalleHre HEe OTHOCUTCA K KOMIIETEHIIMH
VYHuBepcuTeTa, B CEMHJIHEBHBIA CpPOK CO JIHA PETUCTpallMd HANpPaBISET €ro B
COOTBETCTBYIOIIMIA OpraH WM COOTBETCTBYIOIIEMY JODKHOCTHOMY JIHMILY, K
KOMITETEHIIUU KOTOPBIX OTHOCUTCS PEIlIeHHE MOCTAaBIECHHBIX B 00PAIllEHUH BOIIPOCOB,
JUISL  pacCMOTpPEHUsT M TOATOTOBKM OTBETAa C YBEJAOMJIEHHEM TpakJIaHHUHA,
HaIpaBUBILEro OOpalleHue, 0 €ro mepeajpecaluy, 3a UCKIIOYEHUEM cilydas, Korjaa
TEKCT OOpallleHus! HE MOANAETCS IPOUYTEHUIO.

7.3.7 3ampochl OpraHM3anuil W 3asBIEHUA TpaxaaH o0 YCTaHOBJICHHUH
TPYJOBOIO CTa)ka, HarpakJA€HUM M IO JPYyTUM BOMPOCAM COLUAIBHO-IPABOBOIO
XapaKTepa PErucTpUPYIOTCS B KaHIIEISAPHUU.

7.3.8 JIOKyMEHTBbI, MOTYNUBILINE HA UMSI PEKTOPA U MIPOPEKTOPOB Y HUBEPCUTETA,
a TaKkKe B ajpec YHuBepcuTera 0€3 yKa3zaHHs KOHKPETHOTO OJDKHOCTHOIO JIMIA,
PETUCTPUPYIOTCSI B KAHLEISAPUU B PETUCTPAIIMOHHO-KOHTPOJBHBIX KapTOUKaxX U
HEepEeNAoTCsl Ul JOKJIala PEeKTOpYy WM JIMIy MMEIOIIEMY MpaBo MOJIKNCU B Cllydyae
BPEMEHHOI'0 OTCYTCTBHUSI PYKOBOAMTENS JJIA MOMYYECHUS] YKa3aHUS MO MCIOJHEHUIO U
YCTaHOBJIEHUS B HEOOXOAMMBIX CIIy4asiX KOHTPOJILHOTO CPOKA UCTIOTTHEHUSI.

PeructpaniMoHHBIN 1ITaMII HAa TakKWX JOKYMEHTaX MpPOCTAaBISETCS B MpPaBoOil
HUKHEH 4YacTH JIMLEBOW CTOPOHBI NEPBOM CTpaHUIBI JAOKYMEHTa, C YKa3aHUEM
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HAaMMEHOBaHUs YHUBEPCUTETA, PETUCTPAIMOHHOIO HOMEpA M AaThbl PErHUCTpPallUU, U
uudpoBoro UHAEKca, kiaccupukaropa koppecnonaeHTos ([Ipunoxenue 25).

JIOKYMEHTBI, TOCTYNUBILINE IO 3JIEKTPOHHOM MouTe, 00padaThIBAIOTCS MO TEM
K€ TMPUHLUNAM, YTO U JOKYMEHTHI, MOCTYMAIOIIUE [0 JAPYrUM KaHalaMm, H
BKJIIOYAIOTCS B OOIIMI TOTOK OOPaOOTKHU.

7.3.9 JlokyMeHTbHI, He TpeOylolue [0KJIaga PYKOBOJACTBY YHHUBEPCUTETA,
HaIpPaBJISIOTCA KaHIEeNspUen JUIsl UICTIONHEHUS B CTPYKTYPHBIE TIOJIpa3ieieHus.

[lonyyeHnne JOKYMEHTOB Uil TepeJayd PYKOBOAMUTENSM CTPYKTYPHBIX
nojipasyieJIeHui OCYIIECTBIISIETCS paboTHUKaMU, OTBETCTBEHHBIMU 3a
JEJOMPOU3BOICTBO COOTBETCTBYIOIINX CTPYKTYPHBIX MOAPA3ACIICHUN.

7.3.10 KoppecnonaeHuss Ha MHOCTPAHHBIX S3bIKaX, aApECOBAaHHAs PEKTOPY
VYHuBepcuteTa, Mocjae PEerucTpalui B KaHUEISPUM MEPENACTCs PEKTOPY WU JIHILY
MMEIOIIEMY TIPAaBO MOAMMCH B CIIy4yae BPEMEHHOTO OTCYTCTBHUSL PYKOBOJWTENS JIs
nepesayd B COOTBETCTBYIOLIEE MOJpa3feiieHle WU pabOTHUKY YHUBEpCUTETa s
nepeBo/ia U MocJenyIoleil nepejayi Ha pacCMOTPEHUE PYKOBOICTBA.

7.3.11 IIpn HeoOxoauMOCTH 6€30TIIaraTeIbHOTO PEIIeHHs M0 MOCTYIUBLIEMY
JOKYMEHTY JOIYCKAeTCs] O3HAKOMJICHHE MCIOJIHUTENSI C €ro CojAep)KaHueM 10
pPaccMOTpEHHUs TOKYMEHTa pPyYKOBOJCTBOM Y HUBEPCUTETA.

7.3.12 VkazaHuss peKkTopa/mpopeKkTopa IO HUCIOJHEHUIO JOKYMEHTa
(pe3omionus), KaK IpaBUIIO, COJIEPKAT CIEAYIOIINE PEKBU3UTHI:

JOJIKHOCTb, (PaMUIIMSI M1 HHUIIHAJIBI TOJPKHOCTHOTO JIUIA — UCTIOJTHUTEIIS;

coJiepKaHue MOPYUYEHUS;

CPOK HCTIOJTHEHUS;

MOJINKCD;

naTa.

Ha noxkymeHTtax, He TpeOylOUIMX YyKa3aHUN MO MCIOJHEHUIO U HMEIOLIUX
TUIIOBbIE CPOKU MCIIOJIHEHUS], B YKa3aHUHU 10 UCTIOJIHEHUIO YKa3bIBAIOTCS:

(baMuIus 1 MHULUAIBI UCTIOTHUTEIIS;

MOJNKCH aBTOPA YKa3aHUs 110 UCTIOJIHEHHUIO ;

naTa.

7.3.13 B cnywasix, KOrga mOpy4yeHHUE NAeTCs JABYM WM HECKOJIbKUM JIMIaM,
pPaBHBIM IO JIOJKHOCTH, OCHOBHBIM MCIIOJIHUTENIEM SIBJISIeTCS JIUIO, yKa3aHHOE B
MOPYYEHHUH TIEPBBIM, €CJIM MHOE HE MPEeIyCMOTPEHO yKa3zaHHEM I10 MCIONHEHUI0. EMy
MPEJOCTABIIETCS MPAaBO CO3bIBA COUCIIONHUTENEH M KOOpAWHALMSA HUX pabOThL
OTBETCTBEHHOMY HCIIOJIHUTENIO TPEIOCTABISIETCS MPaBO  OMNPENeisTh MOPAIOK
UCHONHEHUs1 JOoKyMeHTa. COUCHOIHUTENH 00s3aHbl MO TPeOOBAaHHIO OTBETCTBEHHOTO
UCTIOJIHUTENS TPEACTAaBIATh BCE HEOOXOMUMBIE [UIsI HUCIOJIHEHUS JIOKyMEHTa
MaTepHUaIbl.

7.3.14 Tlocne yTBepXkAeHUS YKa3aHUM IO HCIOJHEHHUIO (PE3OJTIOLININ)
JOKYMEHTBl HAalpaBISIOTCS B KAHUEISPUIO Il TEepEHEcCeHUs CBeAeHUl 00
UCIIOJIHUTENISAX U CPOKAX MCIOJHEHUSI U3 PE30JIOLUU B PErUCTpallMOHHbIE (POPMBI U
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nanbHeWIeld mepefayd B COOTBETCTBYIOIIME CTPYKTYpPHBIE — MOJApa3/eNeHus
VYHuBepcuTeTa Mo NPUHAAJICKHOCTH JI1 PACCMOTPEHHUS U UCTIOTHEHMS.

[lepenaya  OOKYMEHTOB  MEXAY  CTPYKTYPHBIMH  MOAPAa3/AelICHUSIMHU
OCYIIECTBIISIETCS Uepe3 KaHIEISPUIO.

[lepenaua TOKyMEHTOB BHYTPU CTPYKTYpPHOTO MOApa3zesieHus YHUBEpPCUTETa
OCYIIECTBIISIETCSI 4Yepe3 OTBETCTBEHHOTO 3a BEJEHUE JIEJONPOM3BOJACTBA C
COOTBETCTBYIOIIEH OTMETKOM B PETUCTPAIMOHHBIX YYETHBIX (hopmax.

7.3.15 B COOTBETCTBHMM C YKa3aHUSMH [0 HCIOJHEHHUIO MOIJIMHHUK
JIOKYMEHTOB(JI0 BHEAPECHUS DJICKTPOHHOTO JTOKYMEHTOOOOpOTa B TOJHOM 0OBEME)
HaIpaBJsIeTCs] PYKOBOAUTENIO CTPYKTYpPHOIO TMOJApAa3zesieHusl Y HUBEpCUTETA —
OTBETCTBEHHOMY UCIOJIHUTEN0. Ecin JOKyMEHT HCHONHIETCS HECKOJIbKUMU
CTPYKTYPHBIMU TMOJpa3JeieHUsIMU YHUBEPCUTETAa, U OH HE CKaHUPOBAJICS, TO
COMCIIOJTHUTEINSIM HAIPABIIAIOTCS KOMUU JOKYMEHTOB.

7.3.16 Bo3aMo>kHbIE TPEIJIOKEHUS 110 KOPPEKTUPOBKE (YTOUYHEHUIO) yKa3aHU
M0 MCHOJHEHUIO (COCTaB MCHOJHUTENEH, colepKaHHe TOpPYYEHHUS) MOryT
MPEACTABIATHCS PYKOBOAMUTENSIMU CTPYKTYPHBIX MOJpa3/iefieHui YHUBEpCUTeTa Ha
UMs PYKOBOJIUTENS, JABIIETO MOPYyYEHHUE B CPOK, HE MPEBHIIAIONIUMN TpeX AHEH ¢
JaThl pETUCTPAlMU JOKYMEHTA, a IO CPOUYHBIM U ONIEPATUBHBIM — HE3aMEJIUTENIBHO.

B cnyuasx, xorma B yKa3aHMM [0 UCIIOJIHEHMIO PYKOBOJICTBA HMEIOTCS
MOPYYEHHs, HE BXOJASIIME B TMOJHOMOYHUS CTPYKTYpHOTO TOApPA3ACICHHUS,
PYKOBOJIUTEh CTPYKTYPHOIO MOJpa3JeieHUs B TEUCHHE JABYX JHEH HampaBisgeT
CBOM MPEJJI0KEHUS, COTIIACOBAaHHBIE C PYKOBOJACTBOM CTPYKTYPHOTI'O MOAPA3Ae/ICHuUs,
B YbM TIOJIHOMOYMSI BXOJUT PACCMOTPEHUE MOPYYEHHs, B aJpec PYKOBOJCTBA
YHuBepcuTeTa N0 U3MEHEHUIO YKa3aHUH 10 UCTIOTHEHUIO.

B cnydae BHeceHMS TPENJIOKEHUM 1O  KOPPEKTUPOBKE B  paHee
MOJATOTOBJIEHHOE YyKa3aHHWE 110 UCIHOJHEHHIO (B TOM 4YHUCIE MO OOpanieHusM
rpaxkiaH), TaHHOE U3MEHEHHUE (PUKCUPYETCS B KaHIEISIPUU.

7.4 Opranuszanus padoTbl HCIIOJTHUTEEH ¢ JOKYMEHTAMU

7.4.1 PykoBOoOUTENN CTPYKTYPHBIX MOJAPA3ACICHUN IMOIYYalOT JOKYMEHTHI B
JI€Hb UX PETUCTPALMM WIM Ha CIECAYIOUIMN JI€Hb I10CIe MOJYYEHUs YKa3aHUM 110 UX
ucnoiaHeHno. CpodHble TOKYMEHTBI IEPEJA0TCS 1Sl UCIIOIHEHUS HEMEJIEHHO.

7.4.2  PykoBomuTenW  CTPYKTYPHBIX  NOAPA3ACICHUNM  YHUBEPCUTETA
00€ecreynBalOT ONEPAaTUBHOE PACCMOTPEHUE JOKYMEHTOB, JIOBEICHHE HX JI0
VCIIOJIHUTENIEN B JIEHDb MOCTYIUIEHUSI, KOHTPOJIb 34 CBOEBPEMEHHBIM U Ka4€CTBEHHBIM
WCIIOJIHEHUEM JOKYMEHTOB. ECiIM JOKYMEHT, IOCTYNMBIIMM Ha WCIIOJIHEHHUE B
[OApa3/eicHue, HE HMEET OTHOLICHUS K KOMIETCHLIMU IOApa3JelIcHus,
PYKOBOJIUTEIh TOJpa3/eJICHUs] B TOT K€ JIeHb WJIM Ha clenylouui pabouuil IeHb
oOpamaercss K PYKOBOJACTBY YHHUBEpcUTETa JUIA pEHIeHuss BOIpoca O
IIEPEHAIPABIICHUN €ro Ha UCIOJIHEHWE B JAPYroe MNOApA3AEIeHUuE (Ipyromy
HCTIOJTHUTEIIO).
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7.4.3 Ilpu paccCMOTpEHMH JOKYMEHTOB PYKOBOIUTEIH CTPYKTYPHBIX
MOJIpa3ieJICHUH BBIICIISIOT TOKYMEHTBI, TPEOYIOIINE CPOYHOTO UCTIOJTHCHHS.

7.4.4 VcnonHeHne JOKYMEHTa BKIIOYACT:

- coop u o00paboTky uHPOpPMAIMK HEOOXOAUMOMN JJIsi HCTIOJHECHUS
JTOKYMCHTA;

— TMOATOTOBKY IPOEKTA IOKYMEHTA;

— odopmIileHre TOKYMEHTA;

— COrJacOBaHUE MPOCKTA JIOKYMEHTA;

— J0pabOTKy MpOEKTa JOKyMEHTa IO 3aMEYaHMSIM, TOJYyYEHHBIM B XOJe
COTJIACOBaHUS |, IPH HEOOXOIUMOCTH, - TIOBTOPHOE COTJIACOBAHMUE);

— TMpeACTAaBJICHHE JTOKYMEHTa Ha TOMNMUCH (YTBEP)KICHUE) PYKOBOIUTEITIO
CTPYKTYPHOTO MOAPA3ACIICHAS WM Y HUBEPCUTETA;

— TIOJTOTOBKA K TEPEChUIKE aApecaTy WJIH JOBEICHHUIO 0 HCIOIHHUTEICH U
nepeavy KoMK TOKYMEHTa B 0.

— UCIOJTHUTENb ONpefeNsseT HEOoOXOAUMOe KOJHUYECTBO IK3EMIUIIPOB
JOKYMEHTa, TIepeacT JOKYMEHT Ha TUpakupoBaHue. Ha IOKYMEHT, pacchUIaeMbId
0oiee yeM B YETHIPE aJipeca, UCIOIHUTENb TOTOBUT YKa3aTelb MO PacChUIKE.

7.4.5 TIlpu onepaTMBHOM pEIICHWH BOMPOCOB 0e3  CcoCTaBlICHUS
JIOTIOTHUTEIIBHBIX TOKYMEHTOB MCIIOTHHUTENb JCIaeT OTMETKH Ha JOKYMEHTE: O J1aTe
nocTyrieHus: (ecnmd  o0Opa3oBalicss WHTEPBAl BPEMEHH MEXAY MOCTYIUICHUEM
JOKYMEHTa M €ro JOCTaBKOUW HCITOJIHUTEIIO), O JIaTaX MPOMEKYTOYHOT'O UCTIOTHEHHUS
(3ampoc cBeneHui, TeneOHHBIE MEPETOBOPHI W T.J.), O JaTre W pe3yibTaTax
OKOHYATEJILHOTO UCIIOJTHEHHSI.

Bce oTtMeTkn pa3MeniaroTcsi Ha CBOOOJHBIX OT TEKCTa MECTax.

7.4.6 llepcoHalbHYIO OTBETCTBEHHOCTh 3a HECOOIIOJCHHE TpeOOBaHUI
WCITOJIHUTEIBCKOW JTUCITUIUIMHBI, CBOCBPEMEHHYI0 M KAa4eCTBCHHYHO ITOJATOTOBKY
JOKYMEHTOB, 3a HENPaBWIHLHOE WCIOJIb30BAHUE JICHCTBYIOIIMX HOPMATHBHBIX
JTOKYMEHTOB B TIOJITOTOBKE, O(GOPMJIICHWHW W WCIOJHCHHH JIOKYMCHTOB HECET
PYKOBOJIHUTEIb CTPYKTYPHOTO  TOJpa3NCiCHUS  YHUBEPCUTETA,  SBISIOIIAKUCS
OTBETCTBCHHBIM 3a BBIMIOJHEHUE IOPYYEHHUS, B COOTBETCTBHU C YKa3aHHUEM IIO
WCTIOTHEHHUIO PEKTOpa WIIM JIMIA UMEIOIIEro MpaBo MOAMUCH B CIydyae BPEMEHHOTO
OTCYTCTBUS PYKOBOJUTEIS Y HUBEPCUTETA.

7.4.7 Ecnu B yKa3aHUU MO UCTIOJHEHUIO PEKTOpa WM JUIAa UMEIOIIEro MpaBo
MOJAMKUCH B CJIy4ae BPEMEHHOTO OTCYTCTBHS PYKOBOJIUTEIS YKa3aHO HECKOJIbKO
CTPYKTYPHBIX MOAPA3ACICHUIA YHUBEPCUTETA, TO MPOIIECC COTJIAaCOBAHMUS TOKYMEHTa
U TIPEACTABJICHHE JOKYMEHTAa PEKTOPY FIIM JIMIY WMEIOIMIEMY IpaBO IOAMNKHCH B
clly4ae BPEMEHHOTO OTCYTCTBHSI PYKOBOJWUTENS ISl TOJIMHACAHUS OCYIIECTBIISCT
OTBETCTBEHHOE CTPYKTYpHOE TmojapasaeicHue YHuBepcutrera. COUCITOTHUTENb
NPEJCTaBISIET CTPYKTYPHOMY TIOAPA3JCICHUI0 — HWCIOJHUTENI0 TPEATOKCHUS
(TPOEKTHI JOKYMEHTOB, CHPAaBOK W T.II.), B TOM YHCJE W B DJIICKTPOHHOM BHJC,
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MOJIMTMCAaHHBIE PYKOBOAMTENEM (€ro 3aMEeCTHTENIeM), B TCUCHUE MEPBOW MOJIOBUHBI
CPOKa, OTBEJIEHHOTO Ha UCTIOJHEHUE TOPYUECHUSI.

OTBETCTBEHHBIN HMCTIOJHUTENIh HECET TNEePCOHAIBHYI0 OTBETCTBEHHOCTH 3a
HEJOCTOBEPHOCTH WH(POPMAIIUH, UCTIOIH30BAHHOW MIPH MOATOTOBKE TOKYMEHTA.

7.4.8 Pe3ynbTaToM WCIOTHEHHS TOKYMEHTA SIBISCTCS MPOEKT TOKYMEHTA,
MIOJITOTOBJICHHBIN HCIIOTHUTEIIEM.

[TpoeKT TOKyMEHTa CO BCEMH HEOOXOIMMBIMHU MPUIIOKEHUSIMH, HaIleUyaTaHHbIH
U O0QOPMIICHHBII B COOTBETCTBUM C TpeOOBaHUSAMU WHCTPYKIIMH, HCIIOTHUTEIIH
COTJIaCOBBIBACT C 3aMHTEPECOBAHHBIMHU TMOAPA3ACICHUSIMU W JIUIAMHA W, TIpH
HEOOXOIMMOCTH, C APYTHUMH OpPTaHU3AIUSIMH.

[lpy Hanuumy OOJBIIOTO KONMYECTBA 3aMEUYaHWA /IO TPE/ICTaBICHHS
I0pabOTaHHOTO MPOEKTa JOKYMEHTA Ha MOJANUCH PYKOBOJIUTEIIO UCTIOTHUTEIh TOTOBUT
CBOJIKY 3aMe4YaHUil (IPEITIOKECHUI), B KOTOPOW YKa3bIBAETCS: COJCPKAHUE 3aMECUAHUS
(peIoKeHns), AOJDKHOCTh, (haMuiusi 7nuIa, JaBIIEr0 3aMedyaHWe, MPUHATO WIIH
OTKJIOHEHO 3aMeYaHue (€CJIM 3aME€YaHNe OTKIIOHEHO, — MPUUYUHY OTKJIOHEHHUS ).

7.4.9 JlokyMeHTHI, TpeaHa3HAYCHHBIC /I OTMIPaBKH, OQOPMILIIOTCS Ha
OnmaHke YHHBEpCHUTETa YCTaHOBICHHOW (opMbl. Jlyis OTHmpaBKHM JAOKYMEHTOB, HE
MMEIOIIKX aIPECHOM YacTH, COCTABIISIETCS] COMPOBOUTENHEHOE TUCHMO.

7.4.10 ITocne nopabOTKHU U MOBTOPHOTO BU3UPOBAHUSI (COTJIACOBAHUS) MTPOCKT
JOKYMEHTa Mepenaercs Ha mnoanucaHue (yTBepxkaeHue). Jlo mpejctaBieHus: Ha
MOJAMKUCHh HMCIOJHUTEIh TPOBEPSICT TPABWIBHOCTh O(OPMIICHHS JTOKYMEHTA,
NPaBWIBHOCTh O(OpPMIICHHUSI ajpecara, HaTU4he HEOOXOAMMBIX BU3, MPHIOKCHHM,
Py HEOOXOAUMOCTH — CIPABOK, IOSCHHUTEIBHBIX 3alMCOK, Pa3bICHIIOIINX
CoJIep>KaHKe TOATOTOBJICHHBIX JOKYMEHTOB, JHCTa (yKas3aTessl) pacChUIKU (€CliM OH
HEOO0X0I1M).

7.4.11 TloaroTOBICHHBIA K MOAMMCAHUIO Y MTPOPEKTOPA JOKYMEHT BU3UPYETCS
WCITOJTHUTEJIEM TTOpYyUCeHHS (YKa3aHHUsI), PYKOBOJICTBOM CTPYKTYPHBIX MOApPA3ACIICHUN
— COMCTIOJHUTEINEH nopyyeHus (yKazaHus).

[IpencraBiieHHBIN Ha MOANMKMCH PEKTOPY YHUBEPCUTETA JOKYMEHT BU3HUPYETCS
MPOPEKTOPOM, KYPUPYIOIIMM COOTBETCTBYIOIIEE HANPaBICHUE JEATEIHHOCTH.

7.4.12 TloanmucaHHBI JOKYMEHT WCIIOJIHHTEIb B COOTBETCTBHH C IOPSIKOM,
YCTaHOBJICHHBIM WHCTpyKIMeH, mepeaacT IS PETUCTPAIlMM W OTHPAaBKHA H/WIH
BKJIFOUYEHHUS B JIEJIO.

B cooTBeTcTBUM € HOMEHKJIATYpPOW /€Nl MCHOJHUTENb ONpPENesieT HMHJEKC
7iena, B KOTOPOE JOJIKEH ObITh BKIIFOUEH TOKYMEHT.

7.4.13 B xo7e UCTIOTHEHHS TOKYMEHTA HCIIOTHUTEIh UMEET MPaBO Mpe/iaraTh
M3MEHEHHE CPOKa HCIIOJIHECHUS, €CIIH OTCYTCTBYIOT PEalibHbIC YCJIOBUS HCIIOJHECHUS
IOKyMeHTa (TMOpy4deHHs), JenaTh IOMETKM Ha JOKYMEHTE O BpPEMEHH €ro
MOCTYIUICHUSA, O JaTaX MPOMEKYTOYHOTO KOHTPOJISI, TEICHOHHBIX M IMHChbMEHHBIX
3ampocax, 0 JIaTe U pe3yJibTaTe OKOHYATEIbHOI'O UCIIOJIHEHHUS.
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7.4.14 VcnonHuTenb HE UMEET IpaBa pas3riiallaTh CoJIepKaHUe MOCTYIUBIINX
K HEMY JIOKYMEHTOB M MOJTOTOBJIEHHBIX POEKTOB CIIYKEOHBIX JOKYMEHTOB, C HUMHU
MOTYT OBITh 03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOIINE OTHOIIEHHUE K UX UCIIOJIHEHHUIO.

7.4.15 Ilpu moAroToBke OTBETa Ha OOpalleHUE PAKIAH WM OpraHU3allMi, B
clydasiX, Korja TMOpy4YeHHe JaeTcsi JBYM WM HECKOJIbKUM CTPYKTYPHBIM
MOJIpa3/ieNICHUsIM Y HUBEPCUTETA, TOJIOBHBIM HCIIOJHUTENIEM SIBISIETCSI CTPYKTYpPHOE
nojipasjieJieHue, yKa3aHHOEe B MOPYYEHHUH TepBbIM. EMy HampaBiseTcsi NOJIJIUHHUK
oOpalieHusi ¥ IpeIoCTaBIsSeTCsl MPaBO CO3bIBA COUCIIOJIHUTENEH, KOOpAUHALUSA HX
paboThl MO MOATOTOBKE OTBETA TpakIaHWHY WK opraHu3anuu. COUCIOIHUTENH B
MEpPBOM TOJOBUHE CpPOKA HAMPABIAIOT CBOM MPEIJIOXKEHUS B Mpeaenax CBOeH
KOMITIETEHIIUU B aJ[PEC OTBETCTBEHHOT'O UCTIOIHUTES.

PykoBoauTenb CTPYyKTYpHOTO MOJApa3/efeHus YHUBEPCUTETA, MOJYUMBILETO
MOpPYYEHHE O pPACCMOTPEHUM OOpallieHus, B TOT K€ JEeHb [PUHUMAET
OpraHu3allMOHHOE PEUICHUE O MOPSAKE JAIbHEHUIIEr0 pacCCMOTPEHUs 0OpaIEHUS.

CtpykTypHOE MOJpa3/eieHle, OTBETCTBEHHOE 32 PACCMOTpPEHUE OOpalleHuUs,
MOKET HAIPaBJISITh 3alpPOCHl B APYrHe CTPYKTYPHBIE MOApa3iesieHus: Y HUBEPCUTETA,
OTCYTCTBYIOUIME B YKAa3aHUHU IO HCIOJHEHMIO, JJI MOJATOTOBKH COJEPKATEIBHOTO
OTBETA HA MOCTaBJIECHHBIE B OOPAIllEHUH BOMIPOCHI B MPeesiax X KOMIIETCHIINH.

JIndHasi OTBETCTBEHHOCTh 3a PACCMOTpPEHHE OOpallleHUHd B YCTAaHOBIICHHbBIE
CPOKM U TIOJIHOTY OTBETOB BO3JlaraeTcsi Ha PYKOBOJCTBO CTPYKTYPHBIX
[OApa3AciICHUN Y HUBEPCUTETA.

CtpykTypHOE  mMOJpa3felieHHe  YHUBEPCHUTETa,  OTBETCTBEHHOE  3a
paccMOTpeHue OOpallleHui IpakJaH U OpTraHM3alui, AaeT MUCBMEHHBIH OTBET IO
CYILIECTBY MOCTaBJIEHHBIX B 0OpalieHuu BonpocoB. OTBETHl Ha OOpallleHus Tpak/iaH
Y OpraHU3alMi MOJMUCHIBAIOTCS PEKTOPOM WIIH JIMIIOM, UMEIOIIUM MPaBO MOIIUCH B
clly4ae BpEMEHHOT'0 OTCYTCTBUSI PYKOBOJIUTENS Y HUBEPCUTETA.

7.4.16 BuyTpeHHue AOKyMEHTHl YHuBepcuTrera OQOPMIAIOTCS B BHUJC
CITy>Ke€OHOM 3amuCKH (JTOKJIaTHOM, CITPaBKHU U 1. ).

7.4.17 Ilepenaua AOKYMEHTOB MEXIY CTPYKTYPHBIMU MOAPA3ACICHUIMU
VYHuBepcuTeTa OCYUIECTBISETCS Yepe3 JIMI] OTBETCTBEHHBIX 3a JIEIONPOU3BOJICTBO B
MO/Ipa3/IeNeHUsX.

7.5 KoHTpOJIb HCIIOTHEHHS JOKYMEHTOB

7.5.1 KoHTpoJIb UCTIONHEHUS! JOKYMEHTOB BEAETCS C 1IEJIbI0 CBOEBPEMEHHOTO U
KaueCTBEHHOI'O UX WCIIOTHEHUS.

7.5.2 KoHTpoib 3a MPOXOXKIECHUEM M CPOKAMH HCIIOJIHEHUS JOKYMEHTOB
OCYIIECTBJISIET  PEKTOpaT U  KaHUEJIsApus  YHHUBEPCUTETa  COBMECTHO  C
OTBETCTBEHHBIMHU 32 JICJIOMPOU3BOJICTBO B CTPYKTYPHBIX MOJIPA3ICIICHUIX.

7.5.3 Opra"u3zaiusi KOHTPOJISI UCTIOJIHEHHS BKJIIOYAET B ceOsl:

— TOCTaHOBKY JOKYMEHTa Ha KOHTPOJIb;

— TPOBEPKY CBOEBPEMEHHOTO JOBEACHUS IOKYMEHTA 10 UCTIOTHUTEIIS;
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— PpEryJIMpOBaHHE X0]1a UCIIOJTHCHHUS;

— CHSATHE HCIIOJTHCHHOTO JOKYMEHTa C KOHTPOJIS;

— 00001IeHNE U aHATIM3 X0/a U PE3yJIbTaTOB UCIIOJIHEHUS JOKYMEHTOB;

— wuH(pOPMHUPOBAHHE PYKOBOJACTBA YHHBEPCHUTETa O XOJC HCIOJHCHHS
JOKYMEHTOB M HCIIOJTHUTEIIbCKOM TUCIIUTIIINHE.

7.5.4 CnyxeOHBIC TOKYMEHTBI, B3SAThIC Ha KOHTPOJIb IO YKa3aHUIO PEKTOpa,
PETHCTPUPYETCS B PErUCTPAIIMOHHO-KOHTPOIBHOW KapTOUYKE UCITOTHCHHS TIOPYICHHM
C YKa3aHHEM JaThl, PETHCTPAIlMOHHOTO HOMEpa, BUJA M KPATKOTO COJCpKaHUS
CIIy’)KCOHOTO JIOKYMGHTa, IOPYYCHHUS JOJDKHOCTHBIX JIMI, CPOKa MCIOJHCHUS,
(haMHUITUU UCTIOJTHUTENS, OTMETKH 00 UCTIOJIHCHUHU U APYTHX HEOOXOIMMBIX JTaHHBIX.

B npaBoM BepxHEM IMOJIe JOKYMEHTA CTABUTCS OTMETKA O KOHTPOJIE, KOTOPYIO
0003Ha4aroT cja0BOM (1rammnom) «KoHTpOJIbY.

7.5.5  KOHTpOAb  BBIMOJHEHUS  CTPYKTYPHBIMH  IOAPA3ACIICHUSIMHU
YHuBepcuTeTa OCYIIECTRISIOT!

— mopy4eHu# (yka3aHuil) peKTopa — paOOTHUKHU PEKTOpaTa;

—mopy4yeHu  (yKa3aHWi) TPOPEKTOPOB — PaOOTHHUKH CTPYKTYPHOTO
MoApa3ieeHuUs MPOPEKTOPA;

— pacnopsIUTEIbHBIX JOKYMEHTOB — PYKOBOSIINE PAOOTHUKHA Y HUBEPCHUTETA,
Ha KOTOPBIX BO3JIOKCH KOHTPOJIb 3a UX HCIIOJTHCHUEM;

— TOKyMEHTOB,  TIOCTYIIMBIIUX B  CTPYKTypHOE  IMOApa3JeiicHue  —
OTBETCTBCHHBIC 32  JCJIONPOM3BOACTBO  COOTBETCTBYIONIUX  CTPYKTYPHBIX
MOJIPA3/ICIICHUM;

— oOpareHuit TpaX1ad U OpraHu3aIuil — KaHICIISPHSL.

7.5.6 CpoKy WCTOTHEHUS JOKYMEHTOB MCUMCISIOTCS B KaJICHIAPHBIX JTHSAX C
JaThl MOCTYIUICHHUS JOKYMEHTa B Y HUBEPCUTET WJIM C JIaThl TIOAMMUCAHMS JOKYMCHTA.
CpOKH UCTIOJIHEHHUSI MOT'YT OBITh THUIIOBBIMU W WHIUBUYaTbHBIMHU.

TumoBble CpPOKH WCIOJHCHHUS YCTAaHOBJICHBI HOPMATHBHO-TIPABOBBIMH
aKTaMHu:

— JIOKyMEHTBI, TIOCTYIUBIINE W3 BBIIICCTOSIINX OPTraHOB TOCYIapCTBEHHOMN
BJIACTH — CO JHSA ToAmnucaHus (YTBEPXKICHHWS) IOKYMEHTA, a IOCTYIHUBIIUE U3
(denepalbHBIX OPraHOB MCIOJHUTEIBHOW BJIACTH M OpraHW3aluid — C JaThl X
noctyrieHuss. CpoK HCIONHEHHS JOKYMeHTa cocTaBiseT 30 KaJleHIapHBIX JTHEH,
€CJIM B MOPYYEHUH HE YKa3aH KOHKPETHBIN CPOK;

— TIHCHMA-TIOPYYEHUS W THCHhMA-3alPOCHl BBIMICCTOSAIINX YUIPSIKICHUNH U
opraHu3anuii — K YKa3aHHOMY B HHX CpPOKY, HWHIUBHUIYaJIbHBIC CPOKH
YCTAaHABJIMBAIOTCS B PE3OJIONMIX PYKOBOJACTBA. EcCIW CpOK MCHOJHEHUS B
MOPYYCHHH HE YKa3aH, OHO IMOJJIC)KUT HCIIOJHCHHIO B TeueHue 30 qHEH ¢ JaThl ero
MOIITACAHUS;

— TOpYYeHHs, COIepKaIllhe B TEKCTE YKa3aHUE «CPOYHO» WCIIOJIHAIOTCS B 3-
JTHEBHBIN CPOK;
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— TOPYYEHUs], COIEPKAILME B TEKCTE YKA3aHUE «OINEPATUBHO», UCTIOJIHSIOTCS B
10-1HEBHBIH CPOK;

— MO TOPYYEHUSIM PEKTOpa/TIPOPEKTOpa, TaHHBIM IO J0pabOTKE MPOEKTOB
MIPUKA30B M pACHOPSIKEHUM, IOCTYNUBIIMM OT OTBETCTBEHHOI'O HCIIOJHUTENS Ha
corjacoBanue, He Oosiee yeM B 10-THEBHBIM CPOK C JaThl HUX TOCTYIUICHHS HA
COIUIACOBaHUE;

— 10 oOpallleHusIM TpakKaaH U opranuzanuii — He 6onee 30 KaneHAAPHBIX JTHEH C
JaThl pErucTpaluu oopamieHus B YHuBepcutere. Eciu HeT 00BbeKTUBHON BO3MOKHOCTH
JaTh OTBET Ha MOCTYIMHUBILEE OOpalleHne, CPOK PACCMOTPEHHSI OOpAIeHUsT MOXKET OBITh
npoaseH He Oonee yem Ha 30 mHEH, ¢ yBegomjeHHEM 00 3TOM Tpa)kIaHWUHA WU
OpraHu3aluy, HarpaBUBIIeH 0OpalleHHE;

— TelerpaMMbl, TPEOYIOIIME CPOUHOTO PEUICHHUs, — JI0 TPeX JHEU, OCTaJbHbIE B
teuenue 10 gueit, TpeOyromye JOMOJIHUTETLHOIO U3yUeHHs U IpoBepku — 30 1HEH;

— MuchMa npeanpusaTuil (00beAMHEHNI), YUPEXKIECHUHN, OpraHu3auil — CpoK UX
PaccCMOTpEHHMS U UCTIONHEHUS - 10 1Hew;

— TMPOTOKOJN PAa3HOIVIACHUMN: COCTaBJICHHE W HAlpaBICHUE B JECATUIAHEBHBIN
CPOK; PACCMOTPEHHE — B IBAALIATUIHEBHBIN CPOK U T.1.

NupuBuayanbHble CPOKHM YCTaHABIMBAIOTCS PEKTOPOM WJIM JIMIIOM MUMEIOLIUM
IIPABO MOAMNKMCH B CJIy4a€ BPEMEHHOI'O OTCYTCTBHUS PYKOBOIWTENIS NPU BBIHECEHUU
PE30JIONUN WM PaclopSIUTEeNIbHBIM — JOKYMEHTOM YHUBEpcuTeTa (IPUKa30M,
pacropsiKEeHUEM).

NuauBuayanbHbld CPOK HCIOJHEHHSA JOKYMEHTa MOXET OTJIMYaTbCs OT
TUIOBOT0, YCTAHOBJIIEHHOTO JUIs JAHHOM TPYIIbl JOKYMEHTOB (Hampumep, st
paccMOTpeHMs] OOpalleHUid TIpaxJaH MOXKET ObITh YCTAaHOBJIEH MEHBIUINN CpOK
WCTOJIHEHUS, €CIIM PellieHUe JAHHOT'O BOIIPOCA SIBIISIETCS] HEOTIIOKHBIM).

7.5.7 Ecim mocinegHuM JEHb CpOKa MCIOJIHEHHs INOPYYEHUS IPUXOIUTCS Ha
HepabouMii JAeHb, MOPYUYCHHUE MOUICKHUT UCIOIHEHUIO B ONMMKAWIIMK cienyromui 3a
HUM pabouuii IeHb.

7.5.8 IlpomyieHne Cpoka  HUCHOJIHEHUS  IOPYYEHUM  JOIYCKaeTcss B
HCKJIIOYUTENIBHBIX CIIy4asiX, KOrJa MCIIOJHEHUE NTOPYUYEHUH HEBO3MOYKHO OCYILECTBUTH
B YKa3aHHBI CpPOK MO OOBEKTUBHBIM NpUYMHaM. B 3ToM ciydae 3a MHOANKCHIO
WCTIOJTHUTEIIS MIPEACTABIISIOTCS MPEMAJIOKEHHS O MTPOUIEHUN CPOKA C YKA3aHUEM MPUYNH
MIPOUICHUS U TUIAHUPYEMOM JAaThl UCHOJHEHUS. Takue MpeaioKeHus MPeICTaBIS0TCS
HE TMO3[HEEe, 4YeM 3a 8§ JHEHd [0 HCTEYEHMs IMOJIOBUHBI CpPOKa, OTBEIECHHOIO Ha
VCIIOJTHEHUE TTOPYYECHHUSL.

Ecin cpok MCHOTHEHMS] MOPYYEHUS MPEBBIIAET 2 MECALA, TO MPEMNIOKEHUS 110
€ro KOPPEKTUPOBKE IMPEICTABISAIOTCA HE MO3AHEE 25 JHE €O JHSA NOIIMCAHUS
MOPYYEHUSI.

CpoKku WCIOJIHEHUSI CpPOYHBIX TOPYYEHUMH HE MPOMJEBAOTCA M HE
KOPPEKTUPYIOTCSL.
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IIpennoxkeHus: 0 KOPPEKTUPOBKE CPOKOB UCIIOJHEHUS ONEPATUBHBIX NOPYUYECHUN
MPEJICTABISAIOTCS UCTIONHUTENIEM PYKOBOJICTBY YHHUBEpcHUTETa B TeueHue 1 pabouero
IIHS CO JIHS MTOANUCAHNS TOPYYEHHUS.

[To nopyuenusim Pekropa viam juiia, €ro 3aMeaoIero, MpockObl O MPOJUICHUU
CpOKa WCITOJIHEHUSI HAIIPABIIAIOTCS HA UMS JOLKHOCTHOIO JIMIA, IABLIErO MOPYYEHHUE.
Cpok HUCHOJHEHHS TaKuX MOPYYEHHH MOKET OBbITh MNPOAJEH IO COINIACOBAaHHUIO C
PexkTopoM miu IUIoM, €ro 3aMeniaroniim.

[Io mopy4yeHusiM, U3JI0KEHHBIM B IPUKA3aX U PACHOPSHKEHUSIX YHUBEPCUTETA,
TaKkue MpOChObl HAMpaBISIOTCA Ha MMS JOJDKHOCTHOIO JIMIA, Ha KOTOPOE BO3JIOKEH
KOHTPOJIb UCIOJHEHUs MpuKa3a/pacnopsokeHus. CpoK UCIONHEHUS! TaKUX MOpYyYEHHH
MOXKET OBIThb HPOMJIEH IO COIJACOBAHUIO C JIOJDKHOCTHBIM JIMLIOM, Ha KOTOpPOE
BO3JIOKEH KOHTPOJIb UCIIOTHEHMSI TPUKA3a/paciopsIKESHHUSI.

7.5.9 CornacoBaHue MOATOTABIMBAEMOIO JOKYMEHTAa C 3aMHTEPECOBAHHBIMHU
OpraHM3alUsAMU U JIMLAMHU JIOJDKHO MPOBOJAUTECS B IpENETax yCTaHOBJIEHHOIO CpPOKa
VCIIOJTHEHUS TOKYMEHTA.

7.5.10 B TeueHue cpoka HUCHOJHEHUS JOKYMEHTAa JOJKHBI OCYIIECTBISTHCS
IIPEIBAPUTENIBHBIE TPOBEPKM W PETYJIMPOBAHHE XOJA HWCIIOJHEHHUS, pPe3yIbTaThl
KOTOPBIX, KaK MpaBWIIO, Takke (PUKCUpPYIOTCS. OTBETCTBEHHOCTh 3a MPABUIBLHOCTH
MpeJCTaBIeHHON MH()OPMALIMU HECYT UCTIOJTHUTEH.

[IpoBepku MOTYT IPOBOJIUTHCS B YCTHOW WIIM MUCbMEHHOM dopMme. B mocnennem
ciiyua€ paOOTHUKOM, OCYILECTBIAIOIIMAM KOHTPOJb HCIOJHEHUS JIOKYMEHTOB,
TOTOBATCS] MUCbMEHHBIE HarloMUHaHUA. OHU MOTYT OBITH MOCBSIIEHBI KAaK KOHKPETHOMY
3aJaHUI0, TaK W OTIAEIbHOMY JOKYMEHTY WM HWCHOJHUTEN. Bo3MokHa Takke
MOJTOTOBKA M PACCBUIKA HAIIOMUHAHWM, COJEp)KAallUX CBEACHHA O JOKYMEHTax,
HaXOZSIIMUXCS B OJJHOM WUJIM HECKOJIBKMX CTPYKTYPHBIX IOJIPA3ACIICHUSX.

7.5.11 PaOOTHHK, OCYIIECTBISIOIUNA KOHTPOJIb MCIOIHEHUS JOKYMEHTOB,
JOJKEH PETYISIPHO IPOCMATPUBATh NEPEYEHb TOKYMEHTOB, CPOK UCTIOJTHEHUS KOTOPBIX
npuOsmxaercs, U 3a 3-5 AHEeHW 10 MCTEYEHHUS CpPOKa JOIMOJIHUTENbHO HampaBisTh
WCTIOJIHUTENSIM HAaTIOMUHAHUSI O IPUOJIMXKEHUHU CPOKA UCTIOIHEHHUS JOKYMEHTA.

7.5.12 CnyxeOHbIi JOKYMEHT CYHMTACTCS WCIIOJIHCHHBIM M CHHUMAETCA C
KOHTPOJISI, KOT/Ia paCCMOTPEHBI BCE MOCTABJIEHHBIE B HEM BONPOCHL, [0 HUM IPHUHSATHI
HEOOXOIMMbIE MEpbl, M JaHbl HCUEPIBIBAIOIINE OTBETHI, COOTBETCTBYIOLIUE
3aKOHOJATENbCTBY. PellieHre 00 HCIONHEHUM JOKyMEeHTa (MOpYy4YeHHs) MPUHUMAET
PYKOBOJIUTEIIb, IOCTABUBILINHN IOKYMEHT (ITOPYyYEHHUE) HA KOHTPOJIb.

[TopyueHue o paccMOTpEeHUH OOpALEHH TpaskKIaH WM OpraHu3aluil CHUMAeTCs
C KOHTPOJISl TOCJE HAIPABICHUS OTBETA TPAXAAHWHY WJIM OPraHU3alMM Ha €ro
oOpaiiieHue.

ITpoMeKyTOUHBIN OTBET, pABHO KAK U 3aIpOC MO UCHOJIHAEMOMY TOKYMEHTY WU
YACTUYHOE HCIIOJIHEHHE TIOPYYEHMs, HE SBISIETCA OCHOBAaHUEM I TPU3HAHUSA
JOKYMEHTa UCTIOJTHEHHBIM.
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7.5.13 Ha uCMONHEHHOM JIOKYMEHTE JOJDKHA OBITh OTMETKAa C YKa3aHUEM, 3a
KaKUM HOMEPOM HCIIOJIHEH CITY>KEOHBIN IOKYMEHT U JaTa UCTIOJIHEHUS.

7.5.14 CHATP NOKYMEHT C KOHTPOJS MOTYT TOJBKO PEKTOP WM HPOPEKTOp,
ITOCTABMBILIHNA €r0 HA KOHTPOJIb.

7.5.15 O cHITHM CIIYKEOHOTO JOKYMEHTa C KOHTPOJIS JEJIaeTCsl OTMETKa B
KOHTPOJIBHO-PErUCTPALIMOHHON KapTOUKE.

7.5.16 B cmnydae eciad OTHAHHOE PEKTOPOM/TIPOPEKTOPOM YHHMBEpPCHUTETA
MOPYYEHUE HE BBINIOJHEHO B YCTAHOBJIEHHBIN CPOK, OHO IIPU3HAETCS] HEUCTIOJIHEHHBIM U
ocraerci Ha KOHTpoje. OOf3aHHOCTb 1O €ro HCIOJHEHUIO COXpaHseTcs 3a
MOJIPa3/IeIIEHUEM — UCTIOJIHUTENEM (TOJIOBHBIM UCIIOTHUTENEM ) TOPYUYCHUSI.

7.6 Perucrpauusi BHyTPEHHHUX U OTIPABJIAAEMbIX (MCXOASIIINX) JOKYMEHTOB

7.6.1 Bce OKyMEHTBI, MOCTYMAIOIIME HA PErUCTPALIUIO, TOLKHBI ObITh TPAMOTHO
cocTaBieHbl U O(OPMIIEHBI B COOTBETCTBUM C TpeOoBaHUAMH HHCTpyKIUU.
JIOKyMEeHTBI, COCTaBJI€HHbIE U O(DOPMIICHHBIE C HapyIIEHUEM TPeOOBaHUMN HACTOSIIEH
NHcTpykimu, BO3BpaIlllalOTCS HUCIOJHUTEIIO Ha JOpaOOTKY W perucTpaluud  He
MOJIJIeKAT.

7.6.2 Peructpariusi BHYTPEHHHX JOKYMEHTOB B YHHBEPCUTETE IPOU3BOJIUTCS
JeLIEHTPAIN30BAHO:

— CHIpPaBOYHO-MH(POPMAIIMOHHBIE U CIIYXKEOHbIE BHYTPEHHUE JIOKYMEHTHI,
CO3/1aBacMble B paMKaX YCTaBHOM ACSITEILHOCTH YHHBEPCUTETA, PErUCTPUPYIOTCS B
CTPYKTYPHBIX TIOJIpa3AeNICHUSX 110 MECTY X CO3/IaHMUS;

— TpUKa3bl PEKTOpa II0 OCHOBHOM JEATEILHOCTU PETUCTPUPYIOTCS B
KaHILIETISIPUH,

— TpUKa3pl IO JUYHOMY COCTaBy PETUCTPUPYIOTCS B OTACIE KaapoB U
JICJIONPOU3BOICTRA;

— pacrmopspDKEHHUsI PEeKTopa IO OCHOBHOM [I€ATENhHOCTH, KOMAaHJIHWPOBAHMIO,
MEPEMEIIIEHUI0 MaTePUATBHBIX [IEHHOCTEH PErUCTPUPYIOTCS B KAHIICISIPUU OTACIHHO B
npeenax Kaxaou rpynmbl JOKYMEHTOB,;

— TPOTOKOJBI 3acelaHHii, COBCIIAHWNA M aKThl KOJUICTHMAJIBHBIX OPraHOB
PETUCTPUPYIOTCS  CEKpPeTapeM  KOJUIETHAIBHOIO  OpraHa B MOJpa3feiiCHUsX,
OTBETCTBEHHBIX 32 OPraHU3AIUIO U MPOBEICHUE MEPOIPHUSITHUS,

—  HUCXOJSIINE JETOBBIC (CIyKEOHbIE) MUChMa, a TAK)KE OTBETHI HAa 0OpAaIlICHUS
IpaKJIaH U OpraHu3aIuil, peTUCTPUPYIOTCS B KaHIIEISPHUY;

— TOCYJapCTBEHHBIE KOHTPAKThI, JOTOBOPHI, COTJIAlICHUS (U3MEHECHHS U
JOTIOJIHEHMsT K HHUM), 3aKJo4aeMble Il OOeCIeueHUss HYXKJI YHUBEPCUTETA,
PETUCTPUPYIOTCS B 00IIEM OT/IesIe OyXraaTepuu;

— JIOKyMEHTBI 10 TPYJAOBBIM OTHOIICHHSM (TPYAOBBIC COTJIAIICHUS U
JIOTOBOPBI, TPYJIOBbIE KHWKKH, JIMYHBIE JIeJla) PETUCTPUPYIOTCS B OTHENIe KaJIpOB U
JIEJIOTPOU3BOJICTBA;
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— COIJIALIEHUs U IOTOBOPBI O COBMECTHOM JEATEIIBHOCTH PETUCTPUPYIOTCSA B
IOPUANYECKOM OTIEIIE;

— (uHaHCOBO-OyXTaNTepCKUE JTOKYMEHTHI PETUCTPUPYIOTCA B IUJIAHOBO-
(uHAHCOBOM OT/ENE OyXrajaTepuu;

— KOHTPAaKTbl W JOrOBOpa IO XO3J0TOBOPHOM TEMAaTHKE, OSKCIIEPTHBIE
3aKJIIOUEHUS, OTYEThl [0 HAyYHO-HCCIEAOBAaTENbCKUM paboTaMm, JOroBopa Ha
BoinonHenue HUOKTP, pabGotsl B pamMkax ToCyAapCTBEHHOTO  3aJlaHUs
PETUCTPUPYIOTCS B HAYYHO-UCCIIEA0BATENBCKON YaCTH;

— BHYTPEHHSISI [MEpENHuCKa MEXAYy CTPYKTYPHBIMH IOAPA3ACICHUSIMU
OCYILECTBISIETCS 0€3 perucTpaluH.

7.6.3 PeructpaliluoOHHblE HOMEpPA BHYTPEHHHUM M MCXOJSAIIUM JIOKYMEHTaM
IIPUCBAUBAIOTCS B IIPEeIaX KaJIEHIapHOro Troja.

7.6.4 Peructpanust UCXOOAIUX JOKYMEHTOB YHUBEPCUTETA OCYIIECTBISAETCS
B J€Hb TNOANHMCAHUSA B PETHUCTPALMOHHO-KOHTPOJBHBIX KapTOUKax, JKypHaJe
peructpanuu apxuBHbIX crpaBok (IIpunoxkenue 26) U KypHalle pErucTpaluu
CIpaBOK O 3apaboTHoM iate, crunenauu ([lpunoxenue 27).

PeruncrpannoHHbIli HOMEP JOKYMEHTA U JaTa PErMCTpaliy IPOCTABISAIOTCS Ha
MOJJMHHUKE JOKYMEHTa B pEKBU3UTaX OJaHKa M Ha KOMHH, OCTaolIeHcs B
CTPYKTYpPHOM MOApPa3JeICHUA YHHUBEPCUTETA, OTBETCTBEHHBIM 32 €r0 HCIIOJIHEHHE,
IUISL TIOCJIEAYIOLLErO €ro CIIMCAHMS B AEJIO U XPAHCHUS.

Komuss pgokymeHTa ¢ BU3aMU M TNPWIOKEHUSIMHM B COOTBETCTBUU C
HOMEHKJIATYypOil J1eNl MOJIIMBAaeTCAd B JIeJ0 (BXOMASIIMNA JOKYMEHT MepefaeTcs Ha
XpaHEHHE B JI€JI0 BMECTE C IOKYMEHTOM-OTBETOM).

7.6.5 B umemsx opraHuzandd HMH()OPMALMOHHO-CIIPABOYHOW  PabOThI
CTPYKTYPHBIM MOJPa3ICJICHUSIM CIEAYET PYKOBOJCTBOBATHCS CIAEAYIOUIUM MOPSIKOM
MIPUCBOCHMS PETUCTPALIMIOHHOTO HOMEPA UCXOASIIIUX ACJIOBBIX (CIIY>KEOHBIX) MUCEM:

UCXOSIINI HOMEP JOJKEH COCTOSITh U3 MOPSAKOBOTO HOMepa U IU(ppOBOro
UHJEKCa CTpyKTypHOTO noapasaenenus ([Ipunoxenue 28), moArOTOBUBIIETO OTBET,
MHJIEKC JieJ1a 10 HOMEHKIIAType AeJl HallpuMep:

100-02/60,
rjae
100 — mopsaAKOBBIM HOMED
02  — uMHIEKC MO0 HOMEHKJIAType Ae
60 — MHAEKC CTPYKTYPHOrO NMOAPA3IAECIEHUS

7.6.6 Ilog ogHuM HOMEpPOM B YHHUBEpPCUTETE MOXET OBITh 3apEeruCTPUPOBAH
TOJILKO OJIMH JOKYMEHT WJIU CIy>keOHOe (JeJI0BOE MUCHMO).

Ecnu oiHO U TO e nmUCchbMO OYJET OTHPABICHO B HECKOJBKO aJIPECOB, OHO BCE
pPaBHO JOJKHO OBITh 3aperMCTPUPOBAHO OJUH pa3. B aToMm ciydyae Bce aapecatsl
MOMEIIAIOTCS B PEKBU3UT «AJipecaTy», a €clii UX OOJIbLIE YEThIPEX, TO B PEKBU3UT
BIuchiBaeTcs (paza «CoriaacHO CIUCKY PACCBUIKU», U MHUCbMO (BMECTE CO CITHCKOM)

OTIPABJIACTCA KAXKAOMY IMOJTYHUATCIIO.
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B peructpalilmOHHO-KOHTPOJBHYIO  KapTOYKy  BHOCHUTCS  CIEAYIoIas
uHpopmaIus:

— HOMEp NHUChMa;

— JlaTa perucTpanmy;

— ajpecar;
— 3aroJIOBOK K TEKCTY UChbMa (Tema);
— uHopMmanus O TPWIOKEHUH (KOJIMYECTBO JIHCTOB U

AK3EMILISIPOB, BO3MOKHO HAMMEHOBAHUS TIPUJIAraeMbIX JOKYMEHTOB);
— uHopManusa 006 UCTIOTHUTENE: TNO0 OTAeI, TU00 (haMUIns U UHULKATIBI
paboOTHUKA;
— cmocob OTHpaBKH (10UTa, Kypbep, MEKTPOHHAS T0YTa, APYToe);
— TpUMEYaHUe.

7.7 OTnpaBKa oTnpasjsieMbIX (MCXOASIINX) JOKYMEHTOB

7.7.1 OtnpaBke mMOIJEk)AT JOKYMEHTHI, TIOJHOCThIO O(OPMIICHHBIC,
MOAINUCAHHBIE W  3aperUCTpUpOBaHHbIC. OTOpaBKa MUCXOASANIUX JOKYMEHTOB
YHuBepcuTeTa Npou3BOIUTCS:

— MOYTOBOU CBSI3bI0 — KAHUEIISIPUEUN

— B DJICKTPOHHOM BHJI€ 4epe3 MHPOPMAITMOHHBIN OTACT — MOApa3aeICHUSIMH,
MOATOTOBUBIIMMHU OTHPABIISIEMBIN TOKYMEHT.

[Ipn HampaBieHMH OTHPABIAEMOrO JOKYMEHTa TOJBKO B AJIEKTPOHHOM BHJIE
MO/UVIMHHUK JOKYMEHTa OCTaeTCd B CTPYKTYPHOM TMOJpa3[eiCHUU Y HUBEPCUTETA,
OTBETCTBEHHOM 3a €r0 WCIOJIHEHHUE, JIJIS TTOCIISAYIOIIEr0 €ro Crricanus, hOpMUPOBAHUS
B JIEJIO ¥ XPAHEHHUSI B YCTAHOBJIEHHOM TOPSJIKE.

7.7.2 JIOKyMEHTBI, OTHPABIIIEMbIE U3 YHHUBEPCUTETA MHOCTPAHHBIM aJipecaTam,
MEPEAOTCS HAa OTIPABKY B KAHIEJSIPUIO C KOHBEPTOM, MOJIMCAHHBIM HA UHOCTPAHHOM
s3bike. JlenoBble (CimyeOHbIE) THUChMa, HaNpaBiseMble WHOCTPAHHBIM ajpecaTam,
BU3UPYIOTCS B OTJEJIE MEKIYHAPOIHBIX CBI3EH.

7.7.3 Ortmnpasnsiemasi MOYTOBOM CBSI3bI0 KOPPECHOHJEHUUS W MEpelacTcss B
kaHuesnspuro. [lepen ymakoBkoi nmpopepsieTcs MpaBWIbHOCTh OQOPMIICHUS IOKYMEHTA,
HaJIM4Ke MPUIIOKEHUM, COOTBETCTBUE KOJIMYECTBA IK3EMIUISIPOB KOJTMYECTBY AIPECATOB.

JIOKYMEHTBI, HaIPABISIEMbIE PA3HBIMU MOJPA3AEICHUSIMU B OJUH aIPEC, MOTYT
BKJIAJIbIBATHCS B OJIMH KOHBEPT.

7.7.4 PabOTHUK KaHIEISIPUU, OTBETCTBEHHBIH 3a OTIPABKY JOKYMEHTOB,
MPOBEPSET MPABWIHLHOCTh OGOPMIICHUSI U KOMILIEKTHOCTh UCXOJSIINX JTOKYMEHTOB.
HenpapwibHO oQopMIIEHHBIE OTIPABIsIEMbIE JOKYMEHTHI U KOPPECIOHACHIUS HE
CIy)K€OHOTO XapakTepa K OTHpaBKE HE TMPUHUMAIOTCS U  BO3BPAIIAIOTCS
HCITOJTHHUTEIISIM.

[ToaroToBieHHast K OTIPABKE KOPPECIIOHICHIIMS B3BEUINBACTCS, OLICHUBAETCS,
BHOCUTCSI B PEECTPhI MOUYTOBBIX OTIPaBICHUH (MpocTasi, 3aka3Hasi, C OOBIABICHHOM
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LEHHOCTBIO, MEXAYHAapoJHas) W TMepelaeT Ha OTHPaBKY B MECTHOE MOYTOBOE
OTJIEJICHHUE CBS3HU.

7.7.5 JlokyMeHTBI, OiJIeXkKaIme oTrpaBke, 00padaThIBAIOTCS U OTIIPABIISIOTCS
B T€YeHHE paboyero JIHs, KpOME BBIXOAHBIX U MPa3AHUYHbBIX THEH.

7.7.6 Ilepenaua tenedoHOrpamMm

[lepenaua wuHpOpMaMKM ¢ MOMONIBIO TeleOHOTPAaMM  OCYILECTBIISETCS
pabOTHUKOM CTPYKTYPHOTO MOJApa3/eNeHUs, UCHOJHSIOMIET0 JOKYMEHT, YCTHO IO
KaHasaM TeJae(dOHHOM CBSI3M M JalibHEWIIeH 3amuchl0 BPEMEHH, JaThl Mepeaadd,
(dbaMunuu U MHUIMANOB NpuHsBLero tenedonorpammy (Ilpunoxenue 29).

8 Yuer n xpaHeHue nevarei, IITAMIIOB H 0OJIAHKOB

8.1 OO6s3aTtenbHOMY YYETy MOJJICKAT BCE BUJIBI EYaTEH, ITAMIIOB U OJIAHKOB
YHuBepcUTeTa.

8.2 B VYnuBepcurere B cooTBeTcTBUU ¢ DenepalibHbIM KOHCTUTYLHOHHBIM
3akoHOM «O rocymapctBeHHOM TepOe Poccuiickoit depepanuu» uU yCTaBOM
YHuBepcuTeTa UCNOJIB3YETCs NIeYaTh C BOCHpOU3BeneHreM [ ocynapcTBeHHoro repoa
Poccuiickoit denepanuu (nanee — nevyarb Y HUBEPCUTETA).

B YHuBepcurere Tak ke UCIONb3YIOTCS MeYaTH CTPYKTYPHBIX MOAPA3AEIECHUN.

B YHuBepcurere HCIIOIBb3yIOTCS IITAMIIBI.

8.3 Ilewatr YHuBepcuTeTa € BOCIpOM3BeAECHHEM [ ocynapcTBeHHOro repba
Poccuiickoit ~ @exepanuu  COOTBETCTBYET  TpeOOBaHUSAM,  YCTaHOBICHHBIM
I'OCT P 51511-2001 «lIleuatn c BocmpousBeaeHuem [‘ocymapcTBeHHOTO repoa
Poccuiickoit @eaeparuu. @opma pazMepbl U TEXHUIECKUE TPEOOBAHUS».

8.4 Ileyatn u wWITaMIIbl YHUBEPCUTETAa W3rOTABIMBAIOTCS B KOJIHMYECTBE,
HEOO0XOIMMOM JUJIsl OCYIIECTBICHUS CTPYKTYPHBIMU MOJIPA3/ICICHUIMU Y HUBEPCUTETA U
ee paOOTHHKAMU BO3JOXKEHHbIX Ha HHUX (YHKUMW. PemieHue 00 H3rOTOBIEHUH H
KOJIMYECTBE 3K3EMIULIPOB IEYaTEN U IITaMIIOB NPUHHUMAET PEKTOP YHUBEPCUTETA MO
MPEJCTAaBICHHUIO MIOMOIIHUKA PEKTOpa 10 KaJpoBOi paboTe Y HUBEpcUTETA.

Ecnam meyaTe ucnons3yercss B HECKOJIBKUX JK3EMIUIIPAX, HOMEP 3K3eMIUIIpa
MeYaTH yKa3bIBA€TCs B KIIMIIE [I€YATH MIPU €€ U3TOTOBJICHUH.

8.5 IlewaTpr0 VYHUBEpCHUTETa 3aBEPSIOT MOJIMHHOCTh IOANMUCU PEKTOpA
YHHUBEpCUTETA M HMHBIX YIIOJHOMOYEHHBIX UM JHI, Ha JOKYMEHTaX M KOMHUAX
JOKYMEHTOB.

8.6 ITlewatn u 1wITaMObl BBIJAIOTCS JUISI MCHOJB30BaHHUS pabOTHUKAM,
OTBETCTBEHHBIM 3a UX HMCIOJIb30BAHHE UM XPAHECHHUE MOJ MOJINUCH B )KypHAJIE ydeTa
reyaTel M IITaMIoOB. YUYET NevyaTeld W IITaMIIOB Y HUBEPCHUTETA BEAET KaHLEIAPUS
OTieJ1a KaJApOB M JIEJIONPOU3BOCTBA.

8.7 Ilewatm u mTammbl XpaHATCA B 3amnuparomuxcs mkadax (ceildax)
pabOTHUKOB, OTBETCTBEHHBIX 32 XpPAaHEHUE U UCIOJIb30BaHHUE MeYaTel U MITaMIIOB.
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8.8 Ilepenaya mevareil W IITaMIIOB MOCTOPOHHUM JHIIAM HE JOIMYCKaeTCs.
BbiHoc mewaTelt M mTamMmoB 3a Mpelenbl  YHUBEPCUTETa BO3MOXKEH B
UCKITIOUUTEIBHBIX CIyYasiX MO PEIICHUIO PEKTOpa Y HUBEPCUTETA.

8.9 Ilpumeamune B HETOJAHOCTh W YTPATUBUIME 3HAYEHUE ME€YaTH U IITAMIIBI
MojJieXxkaT BO3BpaTy B OT/EN yd4eTa MaTepHaJIbHbIX CPEICTB, HA KOTOPHIX BO3JIOKEH
ydyeT Tmedared W IITaMIIOB, JJis IEHTPAJIMU30BAHHOrO YHUUTOXeHUs. lledatu
YHUUTOXKAIOTCS MO aKTy C COOTBETCTBYIOLIEH OTMETKON B JKypHaJle ydyeTa rnevyaTei u
HITaMIIOB.

8.10 UsroroBiieHue, y4eT, UCIOIB30BAHUE U XPAHEHUE TEYaTel W IITaMIIOB,
0JIaHKOB MPOU3BOAMUTCS B COOTBETCTBUU ¢ MHCcTpykuuen «O nopsiake U3roToBIeHUs
ydeTa, HMCIHOJb30BAaHUS M YHUYTOXKEHHUS T[edaTed M IITaMIlOB», YTBEP>KICHHOU
npukazoM oT 26.05.2023 Ne29 «O06 yTBepKACHUH JTOKATbHBIX HOPMATUBHBIX aKTOBY.

9 Opranu3anus XpaHeHusi JOKYMEHTOB

[lopsimok XpaHEHHs JOKYMEHTOB B YHHUBEPCUTETE YCTAHABIMBAECTCS B
COOTBETCTBHM C 3aKOHOIATENbCTBOM P® 10 apXuBHOMY [€lly, INpUKa3aMu H
pPacopsKEHUAMU pEeKTOpa Y HUBEpPCUTETA, HacToAlern MHCTpyKImen.

OnepaTuBHOE XpaHEHUE AOKYMEHTOB JO IEpENayd MX Ha XPAaHCHHE B apXUB
WIM  YHHYTOXKEHHE  OCYIIECTBISIETCA B  CTPYKTYPHBIX  IOAPA3ACICHUAX
VYHuBepcuteta.  PykoBoauTenu — CTpyKTYpHBIX — MOJpa3AeliecHM W JIWIA,
OTBETCTBEHHBIE 3a BEJCHUE JCJIONPOM3BOACTBA B  MOJPA3ACIICHUH, HECYT
OTBETCTBEHHOCTH 32 (POPMHUPOBAHUE U COXPAHHOCTH JIE]I.

3aBepIieHHBIE Jiej1a TOCTOSTHHOTO U JI0JATOBpEeMEHHOr0 (CBhIIe 10 1eT) cpokoB
XpaHEHus, B TOM 4YHUCIE IO JMYHOMY COCTaBY, XpPAaHATCA B CTPYKTYPHBIX
MOAPA3AEIEHUAX MIEPEAIOTCS B apXUB Y HUBEPCUTETA HE PAHEE, YEM UEpe3 OJIMH T'0Jl
Y HE MO3/IHEE, YEM Uepe3 TPU rojia oCJIe 3aBEPUIEHUS 1€ B IETONPOU3BOICTBE.

Hena BpemeHHbIX (10 10 JeT BKIIOYUTENBHO) CPOKOB XpAaHEHUSI B apXHUB HE
nepenatorcs. OHU XpaHATCA B CTPYKTYPHBIX NOAPA3AECICHUSAX W IO UCTEUYEHUH
CPOKOB XpaHEHHs TNOMJIE)KAT YHHYTOKEHHIO B YCTAaHOBJIEHHOM Mopslake. B
HCKIIFOUUTENBHBIX CIIy4asX Jeja MO PELICHUI0 PYKOBOJCTBA MEPENAIOTCA B apXHB.
Nx nepenava oCynIecTBIAETCS MO OMKUCSAM U B COOTBETCTBUM C HOMEHKJIATypaMu JeJl.
['pynmupoBKa HMCHOJHEHHBIX JOKYMEHTOB B [I€Jla, CUCTEMAaTH3alWs U y4eT Med,
ONpENIENIEHNE CPOKOB MX XPAHEHHUS OCYIIECTBISIOTCS B COOTBETCTBUU CO CBOJHOMU
HOMEHKJIATYpPOU €] Y HUBEPCUTETA.

Jena, Haxopsiuecs B pabOYMX KOMHATaX M CHEIMaIbHO OTBEACHHBIX JJISI ATOM
L€ IOMENICHUSAX, PACIOIAraloTCsl B BEPTUKAIBHOM ITOJIOKEHUM KOPEUIKaMU HapyKy B
mKagax Win CTeIakax 3aKpbhITOro THIA, 00ECMEUUBAIOIINUX UX TOJIHYIO COXPaHHOCTb,
MIPETOXPAHAIOIINX JOKYMEHTBI OT IIbUIM U BO3JICHUCTBHSI COJIHEYHOI'O CBETA.

C 1enb0 TMOBBILIEHWS  ONEPATUBHOCTH IOUCKA JOKYMEHTOB  JIela
pacnoJjiaraloTcsi B COOTBETCTBUHM ¢ HOMEHKJIaTypol nen. Ha kopemnikax o0noxkek aen
yKa3bIBaIOTCSl MHJEKCHl 10 HOMEHKJIAType e, MPU HEeOOXOAMMOCTH HOMEp TOMa
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nena, naty nena. HomeHkiaTypa Jesl WM BBIIMCKA M3 HEE IIOMEIIaeTcsl Ha
BHYTPEHHEH cTOpoHe mkada.

[IpoBepkr HaAMUYHS U COCTOSIHUS JOKYMEHTOB W JIeJ B IENSIX YCTaHOBIICHUS
(dakTHYeCKOro HaIW4us Jel  JOJDKHBI  TPOBOJUTHCS  JEIOMPOU3BOIUTEIIEM
HOJpa3IeIeHus B Clydasx:

— Tepen mepenavyeil JOKYMEHTOB B apXHUB Y HUBEPCUTETA;

— TIpH MepeMeIleHUH JIeT;

— TIpH CMEHE PYKOBOJHUTENS CTPYKTYPHOTO MOAPa3/ICICHNUS;

— TIpH pEOpPTaHM3alNU U JIUKBUAAINN CTPYKTYPHOTO TOpa3IeICHHUS.

[IpoBepka HaMUYHS TPOBOAUTCS TTYTEM CBEPKH CTaTeii HOMEHKIATYPHI JET C
OIMCAHMEM JIeNl Ha O0JIOKKe, a (U3NYEeCKOe COCTOSIHUE JIEN ONPEeIIIeTCs MyTeM UX
BU3YAJIBHOTO TIpocMoTpa. Bce oOHapykeHHbIE HEJJOCTATKU JOJKHBI (PUKCHPOBATHCS
B aKTE TIPOBEPKHU HATUYHSI M COCTOSHUS Il

9.1 CocTaBiieHHE HOMEHKJIATYPHI JeJI

9.1.1 HomeHknatypa nen — CHUCTEMATU3MPOBAHHBIM IEPEYEHb 3aroJOBKOB
(HaMeHOBaHUIl) Jell, 3aBOJAMMBIX B YHHMBEPCHUTETE, C YKa3aHUEM CpPOKOB HX
XpaHeHus, 0(h)OPMIICHHBIN B YCTAHOBIEHHOM MOPSJIKE.

Homenknatypa Jen mnpegHa3HauyeHa Il TPYNIUPOBKM  HCHOJHEHHBIX
JOKYMEHTOB B J€Ja, CHCTeMAaTHh3allud, MHJIEKCAllud M YydeTa Jej, OIpeaesieHus
CPOKOB HUX XpaHEHUSI M SBISETCS OCHOBOM JJii COCTABJICHHS OINUCEH Jel
MOCTOSIHHOTO, Bp€MEHHBIX (CBbIlIe 10 JIeT) CPOKOB XpaHEHHUS U 110 JIUYHOMY COCTaBY,
aKTOB O BbIJICJICHUU K YHUYTOXEHUIO TOKYMEHTOB C UCTEKIIMMH CPOKAMU XpaHEHUS,
a TaKXke JJI ydera Jies BpeMeHHbIX (10 10 JieT BKIIIOUUTENbHO) CPOKOB XPAHEHHUS.

9.1.2 Ilpu cocTaBieHHM HOMEHKIATYpbl J€J CIEAYET PYKOBOICTBOBATHCS
YcraBom VYHuBepcuTeTa, MOJIOKEHUSIMU O €ro CTPYKTYPHBIX MOJpa3JeieHUsX,
IITATHBIM PACHHCAHUEM, BEJIOMCTBEHHBIMHU MEPEUYHSIMH JIOKYMEHTOB C YKa3aHUEM
CPOKOB MX XpaHEHHUSA, THUNOBBIMH U TNPUMEPHBIMH HOMEHKJIATypamMH e,
HOMEHKJIaTypaMH Jiell 3a MpeAllecTBYIOmUe Troabl. M3ydaloTcss JOKYMEHTHI,
oOpa3yroluecs B 1€ATeIbHOCTH Y HUBEPCUTETA, UX BUbI, COCTaB U COJIEP KAHHE.

9.1.3 B HOMeHKHaTypy [Jel BKIIOYAKOTCA BCE JOKYMEHTBI, OTpa)Karoline
JESITeNbHOCTh CTPYKTYPHBIX TOJpPA3/IeieHn YHHMBEPCUTETa U TOCTOSHHO WU
BPEMEHHO JICHCTBYIOIIMX OPraHoB (KOMHMCCHUM, COBETOB), B TOM 4YHCJE JIOKYMEHTbI
OrPaHUYEHHOr'0 JIOCTYIA, PErHCTPAllMOHHBIE M YYETHBIE KYPHaJbl U KapTOTEKH, B
HEOOXOIMMBIX CIIyYasX - KOMUU JOKYMEHTOB (€CIIM KOIUS — €IUHCTBEHHBINA SK3EMILISIP
JOKyMEHTa B YHUBEPCUTETE, a TaKKe, €CJIM KOMWU HEOOXOJUMBI ISl OpraHu3alluu
JesITeNbHOCTH TojpasaencHusi). JIOKyMeHTbI, CO3[aHHble B JJIEKTPOHHOU (opme,
BKJIIOYAIOTCS B HOMEHKJIATypy JeJ O TeM e MpaBujiaM, 4TO W JIOKYMEHTHl Ha
OyMa>KHOM HOCHTEJE.

He BkiouaoTcsi B HOMEHKIATYpYy Jell NEPUOJUYECKHE U3JIaHUs, KHUTH,
OpOITIOPHI.
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9.1.4 B VYHuBepcureTre COCTaBISAIOTCS HOMEHKIATYpPbl M€l CTPYKTYPHBIX
noapaznenenuit (Ilpunoxenue 30) U cBOgHAs HOMEHKJIATypa Jed YHHUBEPCHUTETA
(ITpunosxenue 31).

9.1.5 CBogHas HOMEHKIaTypa Jel YHuBepcurera paccMmarpuBaerca OK
YVHUBEPCHTETA U YTBEP/KAACTCS PEKTOPOM Y HUBEPCHTETA .

9.1.6 VYrtBepxkneHHas W CBOAHAs HOMEHKJIAaTypa Je€l YHHBEpPCUTETa U
HOMEHKJIATYphl i€l CTPYKTYPHBIX TOJpa3/ieieHud B KOHIE KaXJIOro rojaa
YTOYHSIOTCS OTBETCTBEHHBIMHU 32 BEACHHUE JICIONPOU3BOICTBA MOAPA3ACICHUN.

B ciyyae HeoOXoauMMOCTH BHECEHHS W3MEHEHHH pa3pabaTbiBaeTcs MPOEKT
HOMEHKJIATYphl JIe] MOApa3/elieHus Ha cienyronui roa (He mosnHee 15 HosOps
Tekyuiero roja). [IpoekT coriaacoBsiBaeTCs ¢ KaHIEIIpUen, apXuBOM Y HUBEPCUTETA,
¢ OK VYHuBepcurera, yTBepx’aaeTcsi peKTOpOM M BBOJIUTCS B AelcTBUE ¢ 1 siHBaps
CJIEIYIOIIETO To/a.

9.1.7 BHOBBb co3maHHOE TOJpa3/ieieHue 00sf3aHO B MECSYHBIH CpPOK
pa3paboTaTh HOMEHKJIATYPY A€l MOAPa3AeNeHUs U MIPEJACTaBUTh €€ B KaHLEISPUIO.

Homenknatypa paen CTpYKTYpHOrOo MOAPA3ACIICHUS COCTABISIETCS JIUIIOM,
OTBETCTBEHHBIM 3a BEJIEHHUE JEJIONPOU3BOJICTBA CTPYKTYPHOTO MOApA3/IeiICHuUs,
COTJIaCOBBIBAETCS C KaHUEISIpPUEH U apXUBOM YHUBEPCUTETa, TMOIUCHIBACTCS
PYKOBOJIUTEJIEM CTPYKTYPHOT'O MOAPA3EICHUS U MPEICTABISETCS B KAHIICISAPUIO.

OTBETCTBEHHOCTh 332  OpPraHM3alldI0  CBOEBPEMEHHOI'O  COCTaBIICHUS
HOMEHKJIATypbl i€ M €€ TpEeJCTaBlIeHHEe B KaHUEISPHUIO BO3Jaraercs Ha
PYKOBOJIUTENEH CTPYKTYPHBIX MOJpa3IeiIeHH.

MeTouyeckyo MOMOIb NPU COCTaBICHWM HOMEHKJIATYPBI JENl OKa3bIBaIOT
KaHIIEJISAPUS, apXUB U SKCIIEPTHAsE KOMHUCCHS Y HUBEPCUTETA.

9.1.8 Homenknatypa aeil CTPYKTYpPHOTO MOAPA3AEICHUS TOTOBUTCA B JIBYX
DK3EMIUISIpaX, M3 KOTOPBIX TMEPBbIA HK3EMIULp OCTaeTCsi B JEIOMPOU3BOJICTBE
CTPYKTYPHOTO  MOJpa3/ieJieHHus, BTOPOM OK3eMIUISIpbl NepedaeTcss B  apXWuB,
COOTBETCTBEHHO.

9.1.9 CBonHas HOMEHKJIATypa Jell YHUBEPCUTETA COCTABIACTCS KaHIEIsIpUe
¥ apXMBOM Ha OCHOBAHMHM HOMEHKJIATYD JIe]l CTPYKTYPHBIX MOJpa3ieiaeHH.

9.1.10 Tlocne yTBepkAEHUSA CBOJHOW HOMEHKIATYPBl 1€l CTPYKTYpHbIE
nojipasziefieHus Y HUBEpCUTETA MOJIy4YaloT BBIMCKU U3 COOTBETCTBYIOIIUX Pa3/IelioB
JUTsl KICTIOJIb30BaHuUs B padore.

9.1.11 CBogHast HOMEHKJIATypa €]l TOTOBUTCS HE MEHEE YeM B 4 dK3eMILIApaX:
1-ii »SK3eMIUISIp Kak JIOKYMEHT IIOCTOSSHHOTO XpaHEHHUs IOMellaeTcss B Jej0
KaHLIEJSAPUU, 2-U — KCIONB3yeTCsl B KAHIENSIpUU KakK pabodyuil sk3eMIuisip, 3-il —
MpPUMEHSIETCS B apXuBe yHUBepcureta, 4-if — B DK™ .

9.1.12 CBogHasg HOMEHKJIATypa €Nl COCTABISETCA U COTJIaCOBBIBAETCS 3aHOBO
B CJIy4yae U3BMEHEHUN (PYHKIUN U CTPYKTYphl Y HUBEPCUTETA.

9.1.13 Ha3BaHusiMu pa3feinoB HOMEHKJIATYPhI A€ YHHUBEPCUTETA SBISIOTCS
Ha3BaHUS CTPYKTYPHBIX MOApa3jesieHuid. B cBOAHONW HOMEHKJIAType NeN pa3elibl

PacIoJIararoTcs B COOTBETCTBUU C YTBEPKICHHOM CTPYKTYpOU Y HUBEPCUTETA.
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9.1.14 B HOMEHKJIATypy J€Jl BKIIOYAIOTCS 3aroJIOBKU €], OTPAKAIOIINE BCE
JOKYMEHTHPYEMbIE€ YUaCTKU pabOoThl Y HUBEPCUTETA.

B HOMeHKIaTypy A€ He BKIIOYAOTCS IEPUOINYECKUE U3IaHMUS.

9.1.15 T'padbl HOMEHKIATYPBI A€ 3aNOIHSAIOTCS CIEIYIONIMM 00pa3oM:

B rpade 1 HOMEHKIATYphl €N MPOCTABISAIOTCS HMHIEKCHl KaXKIOTo Jena,
BKJIIOYEHHOTO B HOMEHKIATypy. WHIEKc nena COCTOMT W3 YCTAHOBJIEHHOTO B
VYHuuepcutete nudpoporo o6o3HaueHus (kojaa) otaena uin pakynbreTa, uPpoBoro
o0o3HaueHus1 (KoJa) CTPYKTYpHOro mnojpasnaeiieHus (kadeapsl), U MOPSIKOBOTO
HOMEpa 3arojioBKa Jejla 10 HOMEHKJIAType B TMpeaenax CTPYKTYpHOIO
noapasnenenus. Uuaekcel nen 0603HavaoTes apabCKUMH HUPpamH.

Hanpumep: 10-03-05, roe

10 — unnekc otaena uiau GaxkyabTeTa,

03 — uHJEKC CTPYKTYPHOTO MojapasaeneHus (kadeapsol),

05 — mopsAKOBBIM HOMEp 3arojI0OBKa Jiejia 0 HOMEHKJIATYype.

Jlena o BompocaM, HEpa3peIIeHHbIM B T€YEHUE OJJTHOTO TOJa, SIBISIOTCS

«MEePEeXOAIIMMU» U BHOCSTCA B HOMEHKJIATYPY JI€N CJIEAYIOLIEro rojia ¢ TeM
K€ HHIEKCOM. PekoMeHIyeTcsi COXpaHATh B HOMEHKJIAType Jell OJIMHAKOBBIC
MHJIEKCHI JI1 OAHOPOIHBIX JI€], BKJIIOYEHHBIX B Pa3HbIE Pa3eibl.

B rpady 2 HoMeHKIATyphI 1€ BKIIIOYAIOTCS 3ar0JIOBKH /1€ (TOMOB, 4acTei).

[lopsiok pacmosoKeHUusi 3aroJIOBKOB JIeJ BHYTPH pa3liesioB U TOJpa3JesioB
HOMEHKJIATYypbl ~ JIeJ1  ONpENENsieTCs  CTENEeHbI0  BAXHOCTU  JIOKYMEHTOB,
COCTaBIIAIOIIMX J€Ja, U UX B3aUMOCBS3bIO:

pacnopsiiuTe/ibHbIe TOKYMEHTbI:

— 3akoHsbl, YKa3sl PO

— Pacnopsixenus, nocranoBienus PO

— Ilpuka3ssl u ykazanuss Munucrepcts PO

— 3akKoHbI 3aKOHOAATEBHOI0 COOpaHus

— PacnopspkeHus: Uiy MOCTaHOBIIGHHS TyOepHaTopa (M3pa)

— Ilpukassl u yka3aHusi pyKOBOJUTENSI Y HUBEPCUTETA

OpPraHu3alHOHHbIE IOKYMEHTbI:

— VYcraB yHuBepcuTeTa

— IlIpoTokomnsl 3aceqanuii. ..

— CreHorpamMMsbl 3aCeIaHUM. ..

— IllraTHoe pacnucaHue

— KonnextuHsblil 10oroBop

— TlonoxxeHnue CTPyKTYpHBIX MOApaA3IeIECHUN

— JomKHOCTHBIE HHCTPYKIUS (periaMeHTsl paboThl) paOOTHHUKOB

HH(OPMALMOHHO-CIIPABOYHbIE JOKYMEHTHI:

— Ilnansl (ronoBblie, KBapTalbHbIE, MECAUHbIE OPTAHU3ALUU U CTPYKTYPHOIO
MoApa3eaeHus )

— Cratuctuueckue oTyeThl  (roJOBble,  KBapTajlbHbIE,

MeCAYHbIE YHUBEPCUTETA U CTPYKTYPHOI'O MOAPA3ACICHHUS)
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— OrtyeTtsl (roJ1I0BbIEe, KBAPTAIbHbBIE, EKEMECIUHBIC)

—  JloxyMeHTHI (...) WM KOHKPETHBIA BUJI TOKyMEHTa

— Ilepenucka (BblecTosas Opr., MOJABEIOMCTBEHHas) — C KeM? 0 ueM?

— Kypnaubl (KHUTH) pETUCTPALIUU U y4eTa JOKYMEHTOB, KAPTOTEKH

— CBojiHasi HOMEHKJIATYpa JIe] - B OTEJE JIETONPOU3BOACTBA U apXUBE

— Howmenkiatypa nen cTpyKTypHOTO MOApa3aeIeHUs

— Pe3eps.

3aroyioBOK Jelia JIOJDKEH 4eTKO B 00001IeHHOM ¢opMe oTpaxaTh OCHOBHOE
coJiepKaHue U COCTaB JJOKYMEHTOB JIefia.

He nomyckaercs ynorpeGieHuWe B 3arojoBKE Jiela  HEKOHKPETHBIX
bopMyTUpPOBOK («pa3Hble MaTepHalibl», «OOLIas MEPENUCKa»), a TaKKe BBOJHBIX
CJIOB U CJIOKHBIX 000OPOTOB.

3arojoBOK Jiela COCTOMT M3 DJJIEMEHTOB, paclojiiaraéMblX B CIEAYIOIIEH
MOCJIEeIOBATEIbHOCTH: Ha3BaHUWE BUJa Jena (NMepenucka, KypHal H T.J.) WIU
Pa3sHOBUIHOCTH JIOKYMEHTOB (IIPOTOKOJIbI, MPUKAa3bl U T.1.); HA3BaHUE CTPYKTYPHOrO
nojpasyienenuss (aBTOp JIOKYMEHTAa); Ha3BaHHE OpraHu3aluu, KOTOpoH OyayT
aZipecoBaHbl WJIM OT KOTOpOH OyayT TMONy4eHbl JOKYMEHTHI (azpecar WM
KOPPECTIOH/IEHT JOKYMEHTa); KpaTKoe COJEp)KaHUE JOKYMEHTOB Jiela; Ha3BaHUE
MECTHOCTH (T€PPUTOPHH), C KOTOPOM CBSI3aHO COJEpXaHHE JOKYMEHTOB Jela; JlaTa
(mepuon), K KOTOPbIM OTHOCSITCA JOKYMEHTHI JIea.

B 3aronoBkax nen, coaep)KamuMx JOKYMEHTHI MO OJHOMY BOIPOCY, HO He
CBS3aHHBIX IIOCJIEOBATEIbHOCTHIO  HCIOJHEHHUs, B KadecTBe BHAa Jela
yIoTpeOIsieTcs TEPMUH «TOKYMEHTBI», a B KOHIIE 3ar0J0BKa B CKOOKAaX yKa3bIBalOTCS
OCHOBHBIE Pa3HOBUJHOCTH JOKYMEHTOB, KOTOpbIE JOJKHBI OBITh CTPYNIHUPOBAHBI B
nene (TU1aHbl, CIIUCKU, JOKIIAIbI).

Hanpumep:

«/lokyMeHTBl O TPOBEIEHUH TEMATUUYECKUX BBICTABOK (ILJIaHBI, CIIHCKH,
JOKJIAJIbl, XapaKTEPUCTUKU SKCTIOHATOB).

TepMHUH «IOKYMEHTBI» MPUMEHSETCS Tak)Ke B 3arojIOBKax JieJl, COAEpKalluX
JOKYMEHTBI-IPWJIOKEHUSI K  KaKOMy-IMOO  JOKYMEHTY (BHIbI JOKYMEHTOB-
MPUIOKEHU I HEe MEePEeUUCIISIIOTCS):

«JlokyMeHTBI K IpOoTOKOJIaM 3acefaHuil HayuyHo-TeXHUYECKOTro COBETaY;

«IIpOoTOKOJIBI COBELIAHUN MOAPA3ACIICHUS U JOKYMEHTBI K HUM.

B 3aronoBkax gen, mpeAHa3HAUEHHBIX [JJIs TPYNINUPOBKH OJHOTUITHBIX
JOKYMEHTOB, 3Ta IpyMIa JOKYMEHTOB YKa3bIBA€TCA BO MHOKECTBEHHOM YHUCIIE:

«IIpoTokobl 3aceanuil kKadenpoi».

B 3arosnoBkax nen, coaepiKaiux NepenucKy, yKa3bIBaeTcs, ¢ KEM U 10 KaKOMY
BOIIPOCY OHA BEJIETCA.

B 3aromoBkax  men,  coiepiKaluX ~— MEPenucKy € OJHOPOAHBIMH
KOPPECTIOHAEHTaMU, MOCJIETHAE HE YKa3bIBAIOTCS, a yKa3bIBaeTCA X 00IIee BUIOBOE
Ha3BaHHUeE.
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Hanpumep:

«Ilepenucka ¢ opraHu3alusAMU 110 TPOBEAEHUIO NMPOU3BOACTBEHHON NMPAKTHKU
00yJaromuXxcs».

B 3arosoBkax gen, coAepiKallUX ~— IEPENUCKy C  Pa3HOPOJHBIMU
KOPPECIIOHAEHTAMH, MOCIEIHUE HE NEPEUNCIIAIOTCS.

Hanpumep:

«Ilepenucka ¢ 00pa3oBaTEIbHBIMHU YUPEXKACHUSIMHU MO BOMPOCAM IMOBBIIICHUS
KBTI (PUKALIUN.

B 3arosioBke z1ena yka3blBaeTCsl KOHKPETHBIA KOPPECIIOHJEHT, €CIIA MEPENUCcKa
BEJIETCS TOJIBKO C HUM.

Hanpumep:

«Ilepenmucka ¢ PocoOpHamzopoM 1O  BompocaMm  JIULEH3UPOBAHUS
aKKpeIuTaluu 00pa3oBaTeIbHOMN IS TEIbHOCTIY.

[Ipu o6o03HaYeHWH B 3aroJioBKax M€l aJAMHHUCTPATUBHO-TEPPUTOPHATIBHBIX
€IVHUL] YYUTBIBAECTCS CIIEAYIOIIEE: €CIM COAEpKAHUE JeNla KacaeTcsd HECKOJIbKHX
OJTHOPOJHBIX aJMUHUCTPATUBHO-TEPPUTOPUAIBHBIX E€IUHUL, B 3aroJOBKE JE€la He
yKa3bIBaIOTCSA UX KOHKPETHBIC HA3BaHUsI, & YKa3bIBAETCS UX 00IIee BUJOBOE Ha3BaHMUE.

Hanpumep:

«Ilepenucka ¢ oOpazoBaTelbHBIMU OpraHuzauusmMu Poccum mo Borpocam
JIOBY30BCKOM MOJITOTOBKH U MPUBIICYEHUSI A0UTYPUEHTOBY.

3aroyioBKM Jiell, COCTABJICHHBIX 10 KOPPECTIOHAEHTCKOMY U reorpaduyeckomy
MpU3HAKaM, BHOCATCS B HOMEHKIATYpy JAel Mo al(aBUTy KOPPECIOHIEHTOB WIIU
reorpauuecKkux Ha3BaHUM.

B 3arosoBkax zei, cogepKalmx IJIaHOBYIO WA OTYETHYIO JOKYMEHTALHIO,
yKa3bIBaeTCs Mepuo/y (KBapTal, roj), Ha (3a) KOTOPBIM COCTaBJICHBI TUIAHBI (OTYETHI).

Hanpumep:

«["otoBbIE OTYETHI YHUBEPCUTETA IO HAYYHO-UCCIEA0BATEIBCKON paboTey.

Eciu peno Oynmer cocToATh M3 HECKOJIBKMX TOMOB WJIM YacTe, TO
COCTaBIIACTCS OOLIMI 3aroJiOBOK Jela, a 3aTeM MpPU HEOOXOJUMOCTH COCTABIISIIOTCA
3aroJIOBKH Ka)J10ro ToMa (4acTu), yTOUHSIOLIUE CoJiepKaHue 3arojloBKa Jena.

B HOMEHKIaTypy BKJIIOYAIOTCS 3arOJOBKH JIEJ JJIsI TPYNIIUPOBKHA JOKYMEHTOB
c rpudpom «Jlnsa ciayxeonoro mons3oBanus» (ACII) u cnpaBoYHBIE KapTOTEKH,
KypHaibl ydera JOKyMeHTOB W wuznanuii ¢ rpudpom «JCII». Hcnonnennsie
NOKyMEeHTHI ¢ noMeTkol «/ICII» rpynnupyrorcs B Aena OTAEIbHO WM BMECTE C
JIPYTMMH HECEKPETHBIMU JIOKYMEHTAMHU 10 OJTHOMY M TOMY ke Borpocy. Ha o6noxke
nena, B KOTOpOe MOMEIIEHbI TAKME JOKYMEHTHI, IpocTaBiisieTcs: moMerka «JICID».

3aroyioBKM JIeJ1 MOT'YT YTOUYHATHCSA B mpouecce GopMUpOBaHUS U 0OPMIICHUS
nenl.

B rpade 3 HoOMeHKIIaTypBI J€) YKa3bIBA€TCS KOJIMYECTBO el (TOMOB YacTeil).

OHa 3anonHseTcs Mo OKOHYaHWM KalleHaapHoro roja. [lo noctrwxennn neiaowm,
BKJIIOYAIOIIMM JOKYMEHTBHl BpeMeHHBIX (cBbilie 10 JIeT) U MOCTOSHHOTO CPOKOB

XpaHCHHA, oowema B 250 JIUCTOB, TOM 3aKPBIBACTCA U OTKPBIBACTCHA HOBBIA TOM. B
84



rpadpe 3 HOMEHKIATYpbl JeJ IOCJIEeNI0BAaTEeIbHO YKa3bIBAIOTCS HOMEpPa TOMOB U
KpaliHUE 1aThl JOKYMEHTOB KaKJI0rO TOMa:

T.1.11.01.2017 - 30.06.2017

DNeKTpOHHbIE Jiefla Ha ToMmMa (YacTu) He pasfensiorca. Bce anekTpoHHbIE
JOKYMEHTBI, HE3aBUCHUMO OT UX 00beMa, BKJIIOYAIOTCS B OAHO 3JEKTPOHHOE JEIIO.

B rpajge 4 ykasplBalOTCA CpOK XpaHEHUs [eja, HoOMepa CTaTed 1o
BEJIOMCTBEHHOMY TNIE€PEUHIO, (eaepalbHOMY 3aKOHY WJIM WHOMY HOPMAaTHUBHOMY
MIPaBOBOMY AaKTy, & NPH UX OTCYTCTBHUM — ycTaHaBnuBaeT OK VYHuBepcurera u
yrBepkaaercs DIIK*,

B rpage 5 «lIpumeuanue» ykas3bIBarOTCS Ha3BaHUS IIEPEUYHEN JTOKYMEHTOB,
MCIIOJIb30BAHHBIX NPU OTPENEIEHUN CPOKOB XPAaHEHUS JIEJ, IPOCTABIISIIOTCS OTMETKH O
3aBEJICHUU JIeJ, O MEepexoJIuX Jaenax (Hanpumep, nepexonsmme ¢ 2017 roapa), o
BBIJICJICHUH JIe1 K YHUUTOXEHHIO, O JIMI[aX, OTBETCTBEHHBIX 32 (DOPMUPOBAHUE JIEIN, O
MECTE XPaHEHUs Jell, Iepefade Jell B ApYyroe NoApasAeicHUe JUIsl NPOAOJDKEHUS U
Apyroe.

Eciu neno ¢dopmupyercs B UHOOPMAMOHHOW CHCTEME U BKJIIOYAET
AIIEKTPOHHBIE JOKYMEHTHI, B rpade «IIpumeuyanuey orMeuyaeTcs, 4To AENO BEAETCS B
AIIEKTPOHHOM BHUJIE C YKa3aHUEM HaWMMEHOBAaHUS MH(GOPMAIIMOHHON CUCTEMBI:

«OnextponHble 1okymeHThl. COJl «1:C Kampe», B/l «XKypHnan peructpauun
MIPUKA30BY.

9.1.16 Ecam B TeueHHe roma B YHHUBEPCUTETE BO3HHUKAIOT HOBBIC
JOKYMEHTHPOBAaHHbIE  Y4acTKM  pabOThl, HENPEeAyCMOTPEHHbIE  JIeJla, OHH
JOTIOJIHUTENIBHO BHOCATCS B HOMEHKIATypy. i1 BHOBb 3aBOJMMBIX J€] B KaXJIOM
pazzesie HOMEHKJIATypPbl OCTaBJISIFOTCS PE3EPBHBIE HOMEDPA.

9.1.17 Tlo 3aBepmieHUM  JI€JIONPOM3BOJCTBEHHOTO TOJa B  KOHIIE
HOMEHKJIATYpPhI JIe]l B KaXJA0M CTPYKTYPHOM MOpPa3AeiIeHUH 0()OpMIISIETCS] UTOTOBas
3aMKch, B KOTOPYIO BHOCSATCS CBEJEHHUS O KOJIMYECTBE 3aBEJICHHBIX /el (TOMOB,
qyacTeil), OTAEIbHO MOCTOSHHOTO W BPEMEHHBIX CpPOKOB XpaHEHHUs, BPEMEHHBIX
CPOKOB XpaHeHus ¢ oTMeTKon «IIIK» n nepexoasmmx.

B rpajge 2 wuTOrOoBOl 3amMCH YKa3bIBAE€TCA CYMMAapHOE KOJIMYECTBO
3aBEJICHHBIX B TEKYLIEM IOy U MEpElEeaIINX C MPONUIOro rofga Aei.

B rpage 3 uToropoii 3anucu yKas3blBa€TCA KOJUYECTBO JEN, HE 3aBEPUICHHBIX
B TEKYILIEM IOy U MEPEUICANINX Ha CIAEAYOIIUHN TOI.

9.2 ®@opmupoBaHme eI

9.2.1 ®opmupoBaHue el — rpyNnupoBKa UCHOJHEHHBIX JTOKYMEHTOB B JIeNa
B COOTBETCTBUU C HOMEHKJIATYPOM JIe] U CUCTeMaTH3alusl TOKYMEHTOB BHYTPH Jea.

9.2.2 Jlena co OHs UX 3aBEIEHHUS [0 MEPEIadd B apXUB Y HUBEPCUTETA WU A0
BBIJICJICHUS UX K YHHUUTOXCHUIO MO0 UCTEUEHUU CPOKA XpaHEHUS! XPAHATCA MO0 MECTY
ux (popMuUpOBaHUS B K&KJOM CTPYKTYPHOM MOAPA3ACICHUH.
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Jleno cuuTaeTcs 3aBEICHHBIM C MOMEHTAa BKJIIOUYECHHS B HEro IEpBOIo
HCIIOJTHEHHOTO JOKYMEHTA.

9.2.3 WcnonHeHHbIE TOKYMEHTHI JOJDKHBI B 10-THEBHBI CpPOK CIaBaThCs
HCIIOJTHUTEJIEM JIMITY, OTBETCTBEHHOMY 3a BEJICHUE JCIIONMPOU3BOACTBA B CTPYKTYPHBIX
nojipa3esieHusx g hopMUpoBaHus uX B fena. Homep aena, B KoTopoe JOKEH ObITh
MOJIIUT JOKYMEHT, OIpeAeisieT PYKOBOAUTEIh CTPYKTYPHOTO TIOJpa3feiieHuUs
YHuBepcureTa Wi UCIIOIHUTENH B COOTBETCTBUU C HOMEHKJIIATYpPO JIe.

9.2.4 Meroanueckoe PyKOBOJCTBO U KOHTPOJIb MPABUIBLHOTO (HOPMHUPOBAHUS
JIeJ1 OCYIIECTBIISCTCS KaHIISISIpUEH U apXHUBOM Y HUBEPCUTETA.

9.2.5 Ilpu ¢dopmupoBanun Jeid Ha OyMaXHOM HOCHUTENIE HE0O0X0IUMO
co0JIr01aTh CIeAYIONINE OOIINEe MpaBuiIa:

— B JICJIO TIOMEIIAIOTCS JOKYMEHTBI, KOTOPBIE IO CBOEMY COJEPKAHUIO
COOTBETCTBYIOT 3aroJIOBKY JIeJia;

— B JIJIO TPYNIUPYIOT JTOKYMEHTBI OJTHOTO KaJICHIApPHOIO T'0Jia; UCKIIOUCHHE
COCTABJISIOT: TMEpexXOMsIIe Jefna; cyaeOHble jena; JUYHbIe Jena, KOTOpbhIe
bopMUPYIOTCS B T€UEHHUE BCETO Mepro/ia paboThI JIUIA B Y HUBEPCUTETE; TOKYMEHTBI
BBIOOPHBIX OpPraHOB W UX IOCTOSHHBIX KOMHCCHH; JOKYMEHTHI Y HUBEpPCHUTETA,
KOTOpbIe POPMUPYIOTCS 32 YIEOHBIN TOJ;

— TPOTOKOJIBI 3acelannii kKadeap, coBeTa (axkyabpTeTa TPYIIUPYIOTCS B JIeia B
XPOHOJIOTHYECKOM TOPSJIKE U TI0 HOMEPY ¢ Hauaja yueOHOro roja;

— TPWIOKEHUS MMOMEIIAIOTCI BMECTE ¢ OCHOBHBIMH JIOKYMEHTaMU;

— JIOKYMEHTBI TIOCTOSIHHOTO W BPEMEHHOr0 XpaHEHUs HEe0O0XO0IUMO
IPYIIUPOBATH B OT/ICIIbHBIC JIETIa;

— BKJIIOYATh B JIEJI0 1O OJHOMY SK3EMIULIPY KaXA0Tr0 JOKYMEHTA;

— TMpUKa3bl MO JIMYHOMY COCTaBY JIOJDKHBI TPYNIHUPOBAThCA B Jeia B
COOTBETCTBUHM C YCTAHOBIICHHBIMH JIJISI HUX CPOKAMU XPaHCHHS;

— JIOKYMEHTHI B JIMUHBIX JIeJaX PAcIoJIaratoTcs B XPOHOJOTUYECKOM MOPSIKE
0 Mepe MOCTYTUICHHUS;

— JIMIIEBBIE CcYETa IO 3apaboOTHOW MiaTe pPaOOTHUKOB TPYMNIUPYIOTCA B
OTJIeJIbHBIE JIeJla U PACIoJIaraloTcsl B HUX 10 ajndaBuTy paMuiinii, UMEH U OTYECTB;

— 3ampemniaercs rpylnupoBaTh B Jiejla YEPHOBBIE U JTyOJETHBIE DK3EMILISPHI
JIOKYMEHTOB, a TaKXe JOKYMEHTBHI, TIOIJIe)KaIie BO3BPATYy.

9.2.6 [leno Ha OymMaXHOM HOCUTEJIE HE JOJDKHO cojiepxaTh 0osee 250 JIHUCTOB,
Mpu ToOJIIIMHE HE Oosiee 4 cM (TOJIIMHA JEJI CO CpoKamMu xpaHeHus g0 10 yer He
noJbkHa npeBbimath 10 cm). [lpu npeBsiieHUU JaHHOTO 00beMa 3aBOJAUTCS BTOPOM
toM. [lpu HamMuuu B Jeje HECKOJIBKHX TOMOB (YacTeil) MHIEKC M 3arojioBOK Jefa
MIPOCTABJISAIOTCS Ha KXJIOM TOME C I00aBIEHUEM «T. 1», «T. 2».

9.2.7 JlokyMeHThl BHYTPH Ji€Jla pacCIojaraloTcs B XPOHOJIOTHYECKOM,
BOITPOCHO-JIOTMYECKOM MOCIIEA0BATEILHOCTH WU UX COUETAHHH.

PacnopsimurenbHbple  JTOKYMEHTBHI TPYIIHUPYIOTCS B Jeja 1O BHAAM U
XPOHOJIOTUHA C OTHOCSIIUMHUCS K HUM NpwiIokeHusMu. [Ipuka3pl Mo OCHOBHOM
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NEATENbHOCTA TPYNIHUPYIOTCA OTACIBHO OT MPHUKA30B IO JUYHOMY cocTaBy. Bce
BHJIbI PACTIOPSIKEHUN PETUCTPUPYIOTCS OTAEIBHO.

[IpunoxeHuss Kk JOKYMEHTaM, HE3aBUCHUMO OT JAaThl MX YTBEPKIACHUS WIH
COCTaBJICHUS, MPUCOCIUHSIOTCA K JIOKYMEHTaM, K KOTOPbIM OHHU OTHOCSTCS.
[Tpunoxenuss o6bemMoM cBbIlie 250 JIMCTOB COCTABIISIIOT OTIAEIBHBI TOM, O Ye€M B
OCHOBHOM JIOKYMEHTE JI€JIA€TCA OTMETKA.

[TonoxeHnus, MHCTPYKIIHH, YTBEPKICHHbIE pacnopsaaUuTEIbHBIMU
JOKYMEHTaMH, SBIAIOTCS NPUIOKEHUSIMU K HUM U TPYNIUPYIOTCS BMECTE C
yKa3aHHbIMU  JIOKyMEHTaMu. Eciam K€ OHM  YTBEpPXKICHbI B  KauyecTBE
CaMOCTOSITEILHOTO JOKYMEHTA, TO UX TPYNIUPYIOT B CAMOCTOSITEIIbHBIC JIEJIA.

[IpoTOKOJIBI B [I€TIE€ PACIIONATAIOTCA B XPOHOJIOTHYECKOM MOPSAAKE IO HOMEPAM.
JIOKyMEHTBI K  TIpPOTOKOJaM, CrpyNIHPOBaHHbIE B  OTIEJbHBIE  JI€Ja,
CUCTEMATU3UPYIOTCS IO HOMEpPaM MPOTOKOJIOB.

YTBepKAEHHbIC IUIAHBI, OTYEThI, CMETHI, JIUMHUTHI, TUTYJIbHbIC CIUCKUH H
JIpYrue JOKYMEHTHI TPYNIUPYIOTCS OTACIBHO OT MIPOEKTOB.

Ilepenucka rpynnupyeTrcs, Kak MpaBwio, 3a MEPUOJ KaJICHAAPHOTO roja u
CHUCTEMATU3UPYETCSI B XPOHOJOTMYECKOW TMOCIEIOBATENBbHOCTH; JTOKYMEHT-OTBET
MOMEIIAeTcsl 3a JOKyMEHTOM-3ampocoM. [Ipu BO30OHOBIEHHMM TIEPENHUCKU IO
ONpPEACICHHOMY BONPOCY, HayaBII€HCS B MNOPEABIAYIIEM TOAYy, JOKYMEHTbI
BKJIFOYAIOTCS B JIEJI0 TEKYIIETO r0/la C YKa3aHUEM MHJIEKca Jesa NPeIbIAyIIEero roaa.

OOpamieHusi rpakaaH W JOKYMEHTBHI, CBS3aHHBIE C MX pa3pelicHUEM,
pacrnoJiaratoTcsi B Jiejie B XpOHOJOTHUYECKOM WM aji(aBUTHOM MOPSAKE B Mpeaenax
KaneHgapHoro roja. Kaxmoe oOpailleHHe M JOKYMEHTHI 10 €ro pacCMOTPEHHIO
COCTaBJISIFOT B JEJIE CAMOCTOSITENBHYIO IPYIIITY.

9.3 Ogopmienue ae

9.3.1 [ena YuuBepcurera noajexar oGOpMICHUIO IPU UX 3aBEICHUU U IO
3aBepiieHuu roga. OgopmiieHue aena — MOAroToOBKa Aeia K xpaHeHuto. OdopmieHue
Jena BKJIOYAaeT B ce0sfd KOMIUIEKC pPAabOT IO ONMCAHMIO Jejla Ha OOJIOKKE,
OpOILLIIOPOBKE, HyMEpALUU JIMCTOB U COCTaBICHUIO 3aBEPUTEIBHOW HAaAINHUCH.
Odopmiienne el TPOBOAUTCS COTPYAHUKAMHU CTPYKTYPHBIX MOJApa3ieseHUui
VYHuBepcuteTa, B 00513aHHOCTH KOTOPBIX BXOJUT 3aBeleHUE U (popmMupoBaHHUe e,
MIPU METOJUYECKOM MOMOIIM U MO, KOHTPOJIEM apXuBa Y HUBEPCUTETA.

9.3.2 B 3aBUCHMOCTHM OT CpPOKOB XpAaHEHUs IPOBOJMTCS TIIOJHOE WIIU
yacTuyHoe oopmiieHue aein. IlonHoMy opopmiieHHIO OIEKAT Jieda OCTOSTHHOT O,
BpeMeHHOT0 (cBhie 10 1eT) XpaHeHus U 10 IUYHOMY COCTaBY.

9.3.3 Odopmrenue aen Ha OYMa)KHOM HOCHUTEJIE IPEeyCMaTPUBAET:

—MOJAMIMBKY WJIHA TEpervieT JOKYMEHTOB jena (HehopMaTHbIE JOKYMEHTHI
XpaHATCS B 3aKPBITHIX TBEPJIbIX MaNKax WM B KOPOOKax);

— HyMepaluio JINCTOB J1€N1a;
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— COCTaBJICHHE BHYTPEHHEH ONHUCH JOKYMEHTOB Jenia (0co00 IIeHHBbIE Jena,
Jena O MPUCYKIECHUU YYEHBIX CTENeHeW M MPUCBOEHUHM YUEHBIX 3BaHUM, Jejla Ha
aBTOPCKHUE CBUCTENILCTBA U MAaTEHTHbIE U300pETEHUS U T.J1., eia, cPOpMUPOBaHHbBIE
MO0 Pa3HOBHUIHOCTSIM JJOKYMEHTOB, 3ar0JOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
conepxxanue nokymeHToB) (Ilpunoxenue 32);

— cocTaBiieHue JucTa — 3aBeputens nena ([Ipunoxenue 33);

— oopmienue o6oxku aena (Ilpunoxenue 34).

9.3.4 JIOKYMEHTbI, COCTABJSIOUIME [€J0 Ha OyMaXHOM HOCHUTEJe,
MOJIIIMBAIOTCS HAa YEThIpE MPOKoJa (Ha TPU MPOKOJIA — JIJisi MaJoPOpPMaTHBIX Jed) B
TBEPAYIO OOJOXKKY M3 KapTOHAa WJIM TMEpeIUIeTaloTCss C YYETOM BO3MOXHOCTH
CBOOOJTHOTO YTEHMs TEKCTa BCEX JIOKYMEHTOB, AaT, BU3 M pe3oitouuil Ha HuX. [lpu
MOJATOTOBKE JIeN K MOAMIMBKE (MEperuieTy) MeTainyeckue ckperuieHus (OynaBKH,
CKPENKH) U3 JTOKYMEHTOB yJIaJsSIOTCS.

Jlena TMOCTOSSHHOTO XpaHEHMs, COCTOSIIME U3 O0CO00 IEHHBIX WM
He(OpPMATHBIX JOKYMEHTOB, MOTYT XPaHUTHCS B 3aKPBITBIX TBEPABIX MANKax ¢ TpeMs
KJIallaHAMU U C 3aBSI3KaMU WIH B KOPOOKaXx.

Hena BpeMenHoro (10 10 et BKIIOYUTENbHO) XpaHEHUS TIONyCKAETCsl XPAaHUTh
B CKOpOCILIMBATENAX, HE NPOBOAUTH NEpecUcTeMaTH3alUI0 JOKYMEHTOB B JEJe,
JIUCTHI Jie1a HE HyMEpOBaTh, 3aBEPUTENIbHBIC HAJIMUCH HE COCTABIISTD.

B navasie nena Ha GymMa)XHOM HOCHTENE MPH HEOOXOAMMOCTU TOJUIUBAIOTCS
JUCTHl BHYTpPEHHEH ONHUCH JOKYMEHTOB Jelia, B KOHIE KaXXIoro jaena — JUCT-
3aBEpUTENb Jea.

93.5 B wmemax oOecnieyeHUs] COXpPAaHHOCTM UM 3aKpeIUICHUS MOpsIKa
pacIoIOKEHUsI TOKYMEHTOB, BKJIIOYEHHBIX B JIEJI0O HA OyMaKHOM HOCHUTENE, BCE €ro
JMCTHI (KpOME JIMCTa-3aBepuUTelis Jefla M BHYTPEHHEH OMUCH) HyMEPYIOTCS B BaJOBOM
nopsiike apaObCKUMH IH(paMu, KOTOpPbIE MPOCTABISIIOTCS B MPAaBOM BEPXHEM YIIIy
JUCTa  JOKYMEHTa TPOCTBIM  TpadUTHBIM  KapaHAallOM WM  HYMepaTOpOM.
VYnorpebiieHue YepHuII U IBETHBIX KapaHJAIIeH IJIsl HyMepaluy JIMCTOB 3alperiaeTcs.
JIMcThI BHYTpEHHEH OMUCH TOKYMEHTOB JIe1a HyMEPYIOTCS OTACIIBHO.

JlucTel gen, cocTosiuue U3 HECKOJBKUX TOMOB WM YacTeil, HyMEpYITCs I0
KaKJIOMY TOMY WJIM YaCTH OT/AEJIBHO.

dororpadun, UepTexH, JgUArpaMMbl U JAPYTUE HWUIIOCTPATUBHBIE U
cnenupuyecKue JOKYMEHTBI, MPEACTABISIONME COOOM CaMOCTOATEIbHBIN JHUCT B
7esie, HyMepyloTcs Ha 0OOPOTHON CTOPOHE B JIEBOM BEPXHEM YIIIY.

CnokeHHBIN JIUCT pa3BOPAYMBACTCS U HYMepyeTcsl B MPABOM BEPXHEM YTIIy.
[Ipu sTom nuct mo0oro ¢opmarta, MOAMMTHIN 32 OMH Kpaid, HyMepyeTcsl KaK OJIUH
JIUCT; JIUCT, CJOKEHHBIM W MOAIIUTBHIA 3a CepellHy, MOIJEKHUT TMEepelIuBKe U
HYMEpYETCsl KaK OJIUH JIUCT.

JIuct ¢ Harayxo HakJIEEeHHBIMM JOKYMEHTamMHu (BbIpE3KaMH, BBIMHCKAMHU,
doTorpadusimMu) HyMepyeTcsl Kak OJIMH JUCT. Eciu K JOKYMEHTY MOJKJIEEHbl OJJHUM
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KpaeM JApyrue JOKYMEHTHI (BBIPE3KH, BCTaBKM TEKCTa, MEPEBOABI), TO KaXKIBIN
JOKYMEHT HyMEpYyeTCs OT/AEIIbHO.

[ToammTeie B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; TIPH STOM BHaJale
HYMEpYeTCsl KOHBEPT, a 3aTeM O4epeIHbIM HOMEPOM KaXk/10€ BIOKEHUE B KOHBEPTE.

[lommmuTeie B €710 AOKYMEHTHI ¢ COOCTBEHHOW HyMepauued JUCTOB (BKIIOYas
NeyaTHbIe W3JaHWsA) MOTYT HYMEpOBaThCsl B OOINEM TIOPSIKE WM COXPaHSIThH
COOCTBEHHYIO HYMEpallMIO, €CJIM OHAa COOTBETCTBYET MOPSAKOBOMY PaCHOJIOKECHUIO
JIMCTOB B JIEJIE.

Ecnu B Hymeparmu auctoB jomnyiieHo 6onee 10 ommoOok, Bce 1e10 HymepyeTcs
3aHOBO. [Ipy HaIWYMKM OTHENBHBIX OMIMOOK B HyMEpalH JIUCTOB Jiefia JIOIMYyCKaeTCs
ynoTpedeHNe TUTEPHBIX (C OYKBEHHBIMU JTOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

9.3.6 Jlucr-3aBepuTeib JieNa COCTABISETCS Ha OTACILHOM JIUCTE, B KAPTOTEKaX —
Ha OTJIETILHOM JIMCTe popmaTa KapTouku. JIucT-3aBepuTesb aeia NOAMUChIBAETCS €ro
COCTAaBUTEJIEM C YyKa3aHWeM pacliu@poOBKU MOJMNUCH, JOJDKHOCTH U JaThl
cocTaBlieHUsa. Bce mocnenyiomme HW3MEHEHUST B COCTaBE U COCTOSHHM JieJia
(moBpexaeHus, 3aMeHa MOJUIMHHBIX JOKYMEHTOB) OTMEUAIOTCS B JIMCTE-3aBEPUTEIIE
CO CCBUIKOM Ha COOTBETCTBYIOIIMI aKT.

3anpemaercss BHIHOCUTH JIMCT-3aBEPUTENb HA OOJIOKKY JleJla WIM YUCTHIH
00OpOT JIUCTa MOCHEeAHEro JoKymMeHTa. Eciau neno moammTo wid neperieTeHo 0e3
OJlaHKa JIMCTa-3aBEPUTENIsl, OH JOJDKEH OBbITh HAaKJIEeH 3a BEPXHIOI YacTh JIMCTA Ha
BHYTPEHHIOIO CTOPOHY OOJI0KKH B KOHIIE JIeNa.

KonuuectBo nHcTOB B Jene, YyKa3aHHOE B JIMCTe-3aBepuUTeNie Jiena,
MPOCTABIISIETCS HA OOJIOKKE Jena.

9.3.7 lns ydera NOKYMEHTOB OIpPEIEICHHBIX KAaTerOpuil Jeid Ha OyMaKHOM
HOocHTeNne (JIMYHBIC, JIefia O MPUCYKICHUH YUYCHBIX CTETICHEW M MPUCBOCHUH YYCHBIX
3BaHWM, JleNla, CBS3aHHBIE C BBIJAYCH aBTOPCKUX CBUACTEIBCTB W MATCHTHBIX
M300pETEeHUIT) COCTABIISIETCS] BHYTPEHHSS ONKUCh IOKYMEHTOB Jela.

BHyTpeHHssT omMch JOKYMEHTOB JleJla COCTaBIsiIeTCs Takxke Ha Jefa
MOCTOSSHHOTO U BPEMEHHOro CpokoB (cBbimie 10 7eT) XpaHeHus, €CiId OHHU
chOpMHpPOBaHbl MO Pa3HOBUJIHOCTSIM JIOKYMEHTOB, 3arojOBKHM KOTOPBIX HE
PacKphIBaIOT KOHKPETHOI'O CO/ICPKAHUS JOKYMEHTOB.

Ecnu neno Ha OymMa)kHOM HOCHTElNEe MEPErIeTeHO WM MOAIIMUTO 0e3 OiiaHka
BHYTPEHHEH OIMUCH JOKYMEHTOB, TO COCTaBJ€HHass MO YCTAHOBJIEHHON Qopme
BHYTPEHHSISI ONHMChH MOJKIECUBAETCA K BHYTPEHHEH CTOPOHE JIMIIEBOM OOJI0KKHU Jena.

M3MeHeHusi cocTaBa JTOKYMEHTOB Jena (M3BATHS, BKIIOYCHHS JTOKYMEHTOB,
3aMeHa JOKYMEHTOB KOMHsMHU) oTpaxkaioTcs B rpade «lIpumeuanue» BHyTpeHHeU
OIKCH CO CCBUIKAMHM HAa COOTBETCTBYIOIIME aKThl. [Ipn HEOOXOIUMOCTH MOTYT OBITh
COCTaBJICHbI HOBasi UTOrOBAsl 3aMKUCh K BHYTPEHHEW OMUCH U JINCT-3aBEPUTEIb Jeia.

9.3.8 OOnoXxKa Aena MOCTOSTHHOTO, BpeMeHHOro (cBhimie 10 JieT) XpaHeHus u
0 JINYHOMY cocTaBy odopmiisieTcs o yctaHoBieHHou popme (IIpunoxenue 35).

Ha o0noske nena yka3blBatOTCS PEKBU3UTHI:

— HAaMMCHOBAHUC YHI/IBepCI/ITCTa N €T0 HCTIOCPCACTBCHHAA ITOAYNHCHHOCTD,
89



— HaUMEHOBAaHME CTPYKTYpHOro mojpa3feneHusi (B COOTBETCTBUU C
YTBEPKJIEHHOMN CTPYKTYpol YHUBEpCUTETA);

— wuHIekc Jnena (uudpoBoe oOO03HAUEHHE Jiefla 0 HOMEHKJIaType el
VYHuBepcurera);

— HOMeEp ToMa (4acTu);

— 3arojIoBOK Jena (Toma, 4Yactd) (MEpEeHOCUTCS M3 HOMEHKJIATyphl Jei
VYHuuBepcuteta, yreepxaeHHon IIIK*);

— KpaifHMe J1aThl iena (ToMa, 4YacTH);

—  KOJIMYECTBO JIUCTOB B Jiesie (TOME, YaCTH);

— CpOK XpaHEHHUs Jiena;

— apxuBHBIN mWUdp aena.

[Ipu odopmiieHrH 00JI0KKHU Jiela HAMMEHOBAHUE YHUBEPCUTETA YKA3bIBACTCS
MOJIHOCTBIO, B HUMEHHUTEIbHOM mnajaexe. [lomHoe HamMeHOBaHUE BBIIIECTOSIEH
opranuzauuud (MUHUCTEPCTBO HAyKHM U BBICIIET0 OOpa30BaHMsI) yKa3bIBACTCS HaJl
HAaMMEHOBaHHWEM YHHBepcUTeTa (Takke B UMEHUTENbHOM manexe). CokpaiieHHbIe
HAMMEHOBaHUs YHUBEPCUTETAa M BBILIECTOSIIECH OpraHu3alli YKa3bIBalOTCA B
CKOOKax 1ocJje MoJHOT0 HauMEHOBAHUS.

[Ipu n3MeHeHu HaMMEHOBAaHUSI YHHUBEpCUTETa (CTPYKTYPHOTO MOJAPa3/ICICHUS)
B TEUEHHE IMEpPHUOa, OXBATHIBAEMOrO JOKYMEHTaMHM Jiela, WM IpH Mepenave jena B
APYTYIO OpraHU3alyio (CTPYKTYpHOE NOJpa3IeieHUe), Ha O0JI0KKE Jiesa JOMUCHIBAETCS
HOBOE HAaUMEHOBAHWE YHHMBEpPCUTETa WJIM  OpraHu3aluu-  MPaBONpPEeEeMHUKA
(CTPYKTYpHOTO TIOJpA3/IEIeHNs ), a MPEKHEE 3aKITI0YAETCS] B CKOOKH.

B Tex ciydasx, Korga Jel0 COCTOMT M3 HECKOJbKHX TOMOB (yacTeil), Ha
O0JIOKKY KaXI0ro Ttoma (4acTH) BBIHOCHUTCA OOIIMI 3arojloBOK Jena, a Mpu
HEO0OXOIMMOCTHU — 3ar0JI0OBOK Ka)KJJ0r0 ToMa (4acTH).

Ecnu B 1eno BKIIIOUEHBI JOKYMEHTHI (HapUMeEp, MPUIIOKEHUS ), 1aTa KOTOPBIX
HE COBIAJaeT C AaTod Jena, TO MOA JaTOW C HOBOM CTpPOYKH jenaercs o0 3ToM
3anuch: «B nene uMeroTcst TOKyMEHTHI 3 ... TOJI(BI)».

JlaTa nema MOXKET HE yKa3bIBaThCs TOJBKO HAa OOJIOXKKAX J€d, COAEPKaIUX
rOJIOBBI€ IJIAHBl U OTYETHl M JIPYTHE€ JOKYMEHTBI, JIaThl KOTOPBIX OTPaKalOTCS B
3aroyioBKax Jei.

Jlatoi pgen, colepKalmyMx pPacHOPSAIUTEIIbBHYI0, TBOPYECKYHD H HUHYIO
JOKYMEHTAILMIO (JIOKJIaAbl, TUChMa, CTEHOIPAMMBI), JJI1 KOTOPOM TOYHAs IaTUPOBKA
UMEeT Ba)XHOE 3HAYEHHUE, a TaKXkKe JJIS JIeJ, COCTOALIMX W3 HECKOJIbKHX TOMOB
(vacreit), SBISAIOTCA AaThl (YUCIO, MeECAL, TOJ) perucTpauuud (CocTaBleHUs,
MOCTYIUICHUSI) CAMOr0 PaHHEro M CaMOro MO3JHEr0 JOKYMEHTOB, BKJIIOYEHHBIX B
neno (KpaitHue [athl e, JOKYMEHTOB).

JaToli gema, cojaepKallero NPOTOKOJIbI —3acelaHui, SBISIOTCS  JIaThl
YTBEpKJIEHUs (€CIM OHU YTBEPXKIAIOTCS) WM JaThl MEPBOTO U TOCIEIHETO
MIPOTOKOJIA, COCTABJISIOLIUX JIETIO.

JlaToli IUYHOro Jena SIBJIAIOTCS JaThl MOJNUCAHUS IMPUKA30B O MpPUEME U

YBOJIbHCHHH JIMIIa, HA KOTOPOE OHO 3aBCJCHO.
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[Tpu 0603HaYeHUH aThl TOKyMEHTa CHavYalla yKa3bIBACTCS YMCIIO, 3aTEM MECSII U
roa. Yucio u rox 0003Ha4at0TCs apaOCKUMH I pamMu, Ha3BaHUE MECSIIIA - CIOBOM.

Ecnm nmata gokymMeHTa WM OTACIbHBIE €€ DIIEMEHTHI  OMpPEACIISIIOTCS
NpUOTM3UTEFHO, HA OCHOBAHWM aHAlM3a COJCpP)KaHUs JOKyMEHTa, TO JaTa WM
OT/ICTBHBIC €€ DIIEMEHTHI, He a0COIIOTHO JOCTOBEpPHBIE, 3aKIIOUAIOTCSI B KBAJIpAaTHBIC
CKOOKH.

B 3aromoBkax mden, colepKamuxX KOMHUA JOKYMEHTOB, YKasbIBaeTCsl Ha
KOJIMYECTBO Komuid. [ToATMHHOCTS TOKYMEHTOB Jie7ia B 3arojOBKE HE OrOBapHBacTCS.
PexBU3UT «CpOK XpaHEHUs JeTay MEePeHOCUTCS Ha O0I0XKKY Jiea U3 COOTBETCTBYIOIICH
HOMEHKJIATYpPBI JIeJI TIOCJIe CBEPKH €r0 CO CPOKOM XpaHEHUs, YKa3aHHBIM B IEPECUHE
THUITOBBIX JOKYMEHTOB.

O0s13aTeNnFHBIMU PEKBU3UTAMHU OOJOXKKH Jelia SBISAIOTCS yKa3aHUE KOJIMYECTBA
JUCTOB B Jienie (MPOCTaBISICTCS HA OCHOBAHWW JIUCTa-3aBEPHUTENS Jiela) M CPOK
XpaHeHusI Jiena (Ha Jefax MOCTOSTHHOTO XPaHEHHs TTUIIETCS: «XPaHUTh IOCTOSTHHOY).

ApxuBHblid mHdp nena (Homepa ¢GoHAA, OMHCH, Jeia) Ha OOJIOKKax el
MOCTOSTHHOTO XpaHEHUS MPOCTABIISETCS B apXvWBe YHUBEPCUTETA YEPHUIIAMH TOJIBKO
mociie BKIFOUEHUS ITUX JIe] B TOJOBBIC pas/iebl CBOAHBIX OIMUCEH, YTBEPKICHHBIX
OK yHHUBepcuTeTa (10 3TOTO OH MPOCTABIISAETCS KapaHIaIioMm).

Ha o0mokkax [ed MOCTOSHHOTO XpaHEHHUs MPeIyCMaTpPUBACTCS MECTO IS
HAaUMEHOBAaHUsI apXWBa, B KOTOpBIA OyAyT MepenaBaThCsl eia, KOJIOB apXuBa H
YuauBepcureta 1o  OOmepoccHiickoMy — KiacCU(UKATOpy  MPEANPUSTHN U
opranuzanuii (OKIIO).

[To okoHYaHWMM To/1a B HAMKCH Ha 00JIOXKKAX eI MOCTOSSHHOTO M BPEMEHHOTO
(cBprimre 10 meT) XpaHeHUs1 BHOCSTCS] YTOUHEHUS: TIPU HECOOTBETCTBUU 3ar0JI0BKA JIET
Ha OOJIOKKE COJNIEPKaHWIO TOIIMTHIX JOKYMEHTOB B 3arojlOBOK Jella BHOCSTCS
W3MEHEHUS U JIONIOTHEHHUS.

9.4 JxcnepTH3a HEHHOCTH U MOPSAAOK YHHYTOKEHHUS JOKYMEHTOB

9.4.1 Dkcnepru3a LEHHOCTHM JOKYMEHTOB — M3Y4YEHUE [IOKYMEHTOB Ha
OCHOBAaHMM KpPUTEPUEB HUX LEHHOCTU B IENAX OINpPEACNIICHUS CPOKOB XpaHEHUs
JOKYMEHTOB U 0TOOpa UX JJIs BKIIOYEHHS B cocTaB ApxuBHOTO ¢onna Poccuiickoit
denepauni.

Lenbio sKcnepTU3bl HEHHOCTH IOKYMEHTOB B Y HUBEPCUTETE SIBIISETCS :

— O0oTOOp JOKYMEHTOB [Isi BKJIIOYEHUS B cOCTaB ApXUBHOTO (QoHIa
Poccuiickoit Penepannu;

— BBISIBJICHHE JOKYMEHTOB, HE MOJUICKAIIUX JTaJbHEHIIIEMY XPaHEHHUIO.

DKcnepTuse IeHHOCTH MOAJIEkKAT BCE JOKYMEHThl Y HUBEPCUTETA HE3aBUCUMO
OT BUJIOB HOCHUTEJIEH U CITIOCOOOB 3aIUCH.

JlonpoBelleHHusT ~ DKCHEPTHU3bI IEHHOCTH  YHUUYTOXKEHHE JOKYMEHTOB
3anpeniaeTcs.

9.4.2 Dkcnepth3a UEHHOCTH JOKYMEHTOB B YHHMBEPCHUTETE Ha CTaJUuH
JIEJIOMPOU3BOICTBA TIPOBOAUTCS: MPU COCTABICHUH HOMEHKIIATYpPbI JIe]; B Mpolecce
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dbopmMupoBaHUs A€ U MPOBEPKH MPABWIBHOCTH OTHECEHHUS JOKYMEHTOB K JieJiaM;
MIPU TIOJATOTOBKE /IS K TOCJICAYIOIIEMY XPaHSHHUIO U YHUYTOXKECHHUIO.

9.4.3 Jlns opra"u3aivu U MPOBEACHUS IKCIEPTU3BI IIEHHOCTH JOKYMEHTOB B
YHuBepcuteTe co3gaercs skcnepTHas komuccusa (manee — OK). Jlns mpoBeneHus
AKCTIEPTU3bI ICHHOCTH HAYYHO-TEXHUYECKOU U JPYTrod CHelraibHOW JOKYMEHTAIMU
B YHHBEpCUTETE MOTYT OBITh NpuBJIcYeHBI B pabore DK coOOTBETCTBYyMOIINE
CIIEIIUAIUCTHI.

Oynkuun 1 3amaun DK, a Takxke opraHuzanus ee paboThl onpenessercs
[Tonoxxennem, KOTOpoe yTBepxkaaeTcs pekropoMm YHusepcuteta. [lomoxenue o DK
710 €T0 YTBEPKACHUS MOICKUT coriacoBanuio ¢ DITK*.

9.4.4 Dxkcneprrza 1LEHHOCTH JOKYMEHTOB IIOCTOSHHOTO M BPEMEHHOIO
XpaHEHUsI  OCYIIECTBISETCS  €KEroAHO B  CTPYKTYPHBIX  MOJPa3JeIICHUSIX
YHuBepcuTeTa  HENMOCPEJACTBEHHO  JIMIIAMH, OTBETCTBEHHBIMH 3a  BEJICHHE
JIEJIOMPOU3BOICTBA, COoBMeCTHO ¢ OK moa HemocpeacTBEHHBIM METOAMYECKUM
PYKOBOJICTBOM apXuBa Y HUBEPCHUTETA.

9.4.5 Tlpu npoBeICHUHU YKCTIEPTU3bI IIEHHOCTU TOKYMEHTOB OCYIIECTBIISACTCS:

— 0TOOp TOKYMEHTOB MOCTOSSHHOTO U BpeMeHHOTro (cBhimie 10 jieT) XpaHeHUs
JUTSL TIepeiadyul B apXuB Y HUBEPCUTETA,

— 0TOOp JTOKYMEHTOB C BPEMEHHBIMH CPOKAMH XpaHCHHUS M C moMetou «J/lo
MHUHOBaHUSI HaJIOOHOCTHY», MOJICKAIIUX JaJbHEUIIEMY XPaHEHUIO B CTPYKTYPHBIX
MOApa3AeICHUSAX;

— BBIJICJICHHE K YHUYTOXKECHMIO e 3a MPEIbIAYIIUe To/Abl, CPOKU XPaHCHHUS
KOTOPBIX UCTEKIIH.

9.4.6 Ot10Op JOKYMEHTOB /Jii TMOCTOSIHHOTO XpaHEHUs IMPOBOJUTCA Ha
OCHOBaHUU TMIEPEUYHEH JIOKYMEHTOB C YyKa3aHMEM CPOKOB UX XpaHEHUS W
HOMEHKJIATYphI /el YHUBEPCUTETa IMYTEeM IOJHUCTHOTO IpocMoTpa aen. B memax
MOCTOSTHHOTO XpaHEHUs TMOJJIekKAT U3BITHIO YOJICTHBIE SK3EMIULIPHl JOKYMEHTOB,
YEPHOBUKH, HEO(POPMIICHHBIC KOMUU JIOKYMEHTOB M HE OTHOCSIIHMECS K BOIPOCY
JIOKYMEHTBI C BpPEMEHHBIMH CpOKaMH XpaHeHHs. OKOHYATEIIbHOE pEIICHHE TI0
pe3yibTaTaM dKCIEePTU3bl ICHHOCTH TOKyMeHTOB puHuMaeT JK YHuBepcurera.

9.4.7 Tlo pe3ynbTaTaM SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX
MOApPA3JEICHUAX  YHUBEPCUTETAa  COCTABJISIIOTCS  OMUCH  Je  CTPYKTYPHBIX
MoApa3eJCHU: MOCTOSHHOTO, BPpeMEHHBIX (CBbIIIe 10 JI€T) CPOKOB XpaHEHUS, IO
JUYHOMY COCTaBy, Ha OCHOBE KOTOPHIX B apXWBE YHHUBEPCUTETA COCTABIISIOTCS
r'OJIOBBIE pa3Jiesibl COOTBETCTBYIOIIUX CBOJHBIX OMUCEH eI, TOKYMEHTOB.

9.4.8 Tlo pe3ynbTaTaM 3KCIEPTU3BI IIEHHOCTH JOKYMEHTOB OTOHMpAIOTCA Jeia
JUIS TIepeiauu B apxuB YHHBepcuTeTa. Ha nena ¢ MCTEeKIUMHU CpoKaMu XpaHEHUS B
CTPYKTYPHBIX TMOJpa3IeICHUsIX YHUBEPCUTETA COCTABISIOTCS aKT O BBIJCICHUU K
YHUYTOXKECHHIO TOKYMEHTOB, He Tojiiexkamux xpanenuto ([Ipunoxenue 36).

9.4.9 Ha ocHOBE akTOB CTPYKTYPHBIX IMOJpa3ACICHUN KaHUEIApHUS U aAPXUB
YHuBEpCUTETA COCTABJISIIOT CBOJHBI aKT O BBIICICHHUM K YHUUTOXCHHUIO
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JOKYMEHTOB, He mnomiexanux xpaHenuto ([Ipunoxenue 37). Ha3Banue kaxuoro
CTPYKTYPHOI'O TMOJApA3/IeNeHUsl yKa3bIBAe€TCs Mepej IPYIION 3aroJoBKOB JI€T 3TOTO
MOAPA3AEIEHUS.

CBOJHBIM aKT Ha CHUCaHUE TOJIMUCHIBACTCA TMpejceaaTesieM SKCIEepTHOM
KOMUCCHHU U apXUBOM Y HUBEPCUTETA.

9.4.10 Jlena BKJIIOYAKOTCS B aKT O BBIJAEIEHUU K YHUUTOXKEHUIO JTOKYMEHTOB,
HE MOJIeKAUTUX XPAHEHUIO, €CIIM MPETyCMOTPEHHBIN SISl HUX CPOK XPaHEHUS UCTEK
K 1 ssHBaps rojia, B KOTOPOM COCTAaBIICH aKT.

9.4.11 DneKTpOHHBIE JOKYMEHTHI C HCTEKIIMMH CPOKAMH XPAHEHUS MOMJIEKAT
BBIJICJICHUIO K YHUYTOXEHUIO Ha OOIIMX OCHOBAHMSX, MOCJE YEro MPOBOJMUTCS HMX
¢u3nuecKkoe YHUYTOXKEHHME WJIM  YHHUYTOXKEHHE MPOrpaMMHO-TEXHUYECKUMU
CPElICTBAMH C COOTBETCTBYIOIEH OTMETKOM B aKTE O BbIICIICHUU K YHUYTOXKEHHUIO
AIEKTPOHHBIX TOKYMEHTOB.

DNEKTPOHHbIE JTOKYMEHTHI CUUTAIOTCS YHUYTOXKEHHBIMHM, €CIM WX HEJb3s
BOCCTaHOBUTH CPEJICTBAMH MH(POPMALIMOHHON CUCTEMBI Ha HOCUTENSIX UH(pOpMaluu
U U3 PE3EPBHBIX KOIHUM.

9.4.12 Tlocne yHMYTOKEHMS JAE€N B HOMEHKIATYpPE JH€JI MPOCTABISIOTCS
OTMETKH, 3aBepsieMble TOJIMUCHIO  OTBETCTBEHHOIO 3a  JIEJIONPOU3BOJICTBO
MOAPA3AEIEHUS, U TaTOM:

«YHUUTOXKEHO. AKT No oT . [lopnuch, uHULIMATIBL, PaMUITHS.

9.4.13 Jlena ¢ ormeTtkon «IIIK» mogiexaT mONIMCTHOMY IPOCMOTPY B LENSAX
BBISIBJIEHUSI JTOKYMEHTOB, MOJJIEKAIIUX IMOCTOSIHHOMY XpaHEHHIO. BbIsBIIEHHbIE B
TaKHUX JIeJax JOKYMEHTBI MOCTOSIHHOTO XPaHEHUsI BBIACIAIOTCS U MPUCOETUHSIOTCS K

OJIHOPOJHBIM JeiaM WiIu (POPMHUPYIOTCS B caMoCTosTeNbHbIe nena. OcTaiabHbIC
TOKyMEHTHI ¢ oTMeTKON «JIIIK» BKiItouaroTcs B akT Ha yHUUTOkeHue. Ilpu 3Tom
orMmeTka «OIIK» B akTe He yka3bIiBaeTCs.

9.4.14 3amnpemaeTcs YHUUTOXKATh JTOKYMEHTBI C UCTEKIIUM CPOKOM XpaHEHUS
0e3 MpeBapUTeIbHO COCTABIICHHOTO M YTBEP)KJICHHOTO aKTa.

9.5 CocTaBJjieHHE OIMUCH JXeJI

9.5.1 Onuecp  genma  —  apXuBHBIM  CIPaBOYHHUK,  COJEpIKallUi
CUCTEMATU3UPOBAHHBIN NEpeUeHb €ANHUI] XpPAaHEHUs apXUBHOTO (OHJIA, KOJIEKIHUU
U TMpeAHa3HAYEHHBIM i1 UX y4yeTa W packKpbITus conaepxaHusi. OTaenbHas OMUCH
IpejcTaBisieT co0O0il MepedeHb el C CaMOCTOATENbHOM BajoOBOM (IIOPSIKOBON)
3aKOHUYCHHOM HyMepaluen.

9.5.2 Ha Bce 3aBepuleHHBbIE J€ja IOCTOSHHOI'O, BPEMEHHOIO XpaHEHUS
(cBpimie 10 neT) W mena Mo JIMYHOMY COCTaBy, MPOLIEAIINE HKCIEPTU3Y LIEHHOCTH,
o opMIIEHHBIE B COOTBETCTBUU C HACTOSIIIIMMH TPEOOBAaHUSMU, COCTABIISIOTCS OTIUCH.

Ha nena BpemeHHoro xpanenus (10 10 jieT) onucu He COCTABIIAIOTCA.

9.5.3 B xax10M CTPYKTypHOM MOAPA3/EICHUN YHUBEPCUTETA ONMCH Ha Jela
MOCTOSSHHOTO ~ XPAaHEHMsI COCTAaBISIOTCS  €XKEroAHO TOJ  HEMOCPEICTBEHHBIM
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METOJUYECKUM PYKOBOJICTBOM apxuBa YHuBepcutTeTa. [10 3TUM ONMUCIM TOKYMEHTHI
CHAIOTCS B apXUB Y HUBEPCUTETA.

9.54 Onucu pgen CTPYKTYPHBIX TMOAPA3JICIICHUNM  COCTABIISIIOTCS 11O
yctanoBieHHoN popme ([Ipunoxenue 38) B AByX dK3EMIUISApax U MPEICTABISIOTCS B
apXvB YHUBEPCUTETAa HE TO3JHEEC YeM 4Yepe3 OJWH TIoj TOCJE 3aBEpIICHUsS el B
JIETIOTIPOU3BOJICTRE.

9.5.5 OrmucarenbHas CTaThsd ONUCH JEJT CTPYKTYPHOTO TMOJpa3/eleHUs
YHuBepcuTeTa MMEET CIEAYIONIME 3JIEMEHTBI: TOPSIAKOBBIA HOMEp jaena (Toma,
4acTH) MO ONMHUCH; UHACKC Jiesia (ToMa, 4acTH); 3arojioBOK jena (ToMa, 4acTH); JaTa
nena (ToMa, 4acTh); KOJIMYECTBO JIUCTOB B Jiesie (TOME, YaCTH); CPOK XpaHEHUS Jea.

9.5.6 Ilpu cocTaBieHUN ONUCHU JIeT COOJIFOAAIOTCS CJIEAYIONINE TPEOOBaHMS:

— 3aroJIOBKU JI€JI BHOCSTCS B OINHUCh B COOTBETCTBUU C MPHUHATOU CXEMOUH
CHUCTEMAaTH3allui Ha OCHOBE HOMEHKJIATYPHI e,

— KaXJ0€ JeJO0 BHOCHUTCS B OMHCH MO MOPSIKOBHIM HOMEpPOM (€Ciu JIeNI0
COCTOUT M3 HECKOJIBKMX TOMOB WJIM YacTeH, TO KaXXIbIii TOM WM YacTh BHOCSATCS B
OMHCH MO/ TIOPSIKOBEIM HOMEPOM);

— TOPAJIOK HyMEepaIliu JeJI B OIKCH — BaJIOBOM;

— rpadbl OMUCH 3AMOJHAIOTCS B TOYHOM COOTBETCTBUM CO CBEJICHHSIMU,
KOTOpPBbI€ BBIHECEHBI Ha OOJIOXKKY JIeJa;

— TpU BHECEHUU B OIMKCH MOJPS €] C OJUHAKOBBIMH 3arojIOBKaMU B OTMHCHU
OHH BOCIIPOM3BOJISATCS TOJHOCTHIO;

— rpada onucu «IIpuMeuanue» HUCHONB3YETCS JJIsi OTMETOK O IpHeme e,
OCOOCHHOCTAX (PU3UUECKOTO COCTOSIHWSA, O Tepeaade Jesl APYTuM CTPYKTYPHBIM
MOAPA3EICHUSAM CO CChIIKONW Ha HEOOXOIMMBINM aKT, O HAJIMYUM KOTIUH U T.II.

9.5.7 B KOHIIE OIIMCH BCJIE 3a MOCJIEIHEN ONMUCATEILHON CTaThel 3a0IHAETCS
WUTOTOBAas 3alUCh, B KOTOPOH yKa3bIBalOTCs (U(PpamMu U MPOMUCHIO) KOJTUYECTBO e,
MEepPBbIA U TOCIECTHUM HOMEpa Jed MO OMNHCH JeJ, a TakKe OroBapUBarOTCS
OCOOCHHOCTH HyMEpaluHM JeJl B ONUCH (HaJIWMYMe JUTEPHBIX M MPOMYIICHHBIX
HOMEPOB).

9.5.8 Omnmuck nen  CTPYKTYpHOTrO  MOJpAa3AeiICHUs]  MOANUCHIBACTCA
COCTaBUTENIEM C YKa3aHMEM €ro JOJDKHOCTH, COTJIACOBBIBAETCS C KaHIEIApUCH U
apXMBOM  YHHMBEpPCUTETAa U  YTBEPXKAACTCA PYKOBOAUTEIEM  CTPYKTYpPHOIO
MoApa3eacHusl.

9.5.9 Cgonnble omucu nel, NOoKyMeHTOB YHuBepcutera (IIpunoxxenue 39)
COCTOSIT M3 TOJOBBIX Pa3feioB, COCTaBISEMBIX HAa OCHOBE NEpPEAaHHBIX B apXUB
VYHuBepcuTeTa onMcel Jei €€ CTPYKTYPHBIX MOIpa3IesICHUH 3a ONpeieiIeHHbIC TOIbI,
M CHUCTEMAaTH3UPOBAHHBIX B TMpeaesiaXx KakIOro Tojla B COOTBETCTBHUU C
YTBEPIKJICHHON CTPYKTYpOU YHUBEPCUTETA HA ITOT T'OL.

9.5.10 Ilepen BHeceHMEM 3aroJIOBKOB J€J1 B OMHUCh IPOBEPSIOTCS KayeCTBO
dbopmupoBanus U OQOPMIICHHUS JIeJI, COOTBETCTBUE KOJWUYECTBA JI€J, BHOCUMBIX B
OMHCh, KOJTUYECTBY 3aBEJACHHBIX JI€J 10 HOMEHKIAType Jie] Y HUBEPCUTETA.
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9.5.11 Ilpu mpocmoTpe JIea MNPOBEPSIOTCS: COOTBETCTBUE 3arojioBKa Jela
COJICP)KaHMIO JOKYMEHTOB B JeJie; MPaBWIHHOCTH OQOPMIICHUS U TPYHIUPOBKH
JIOKYMEHTOB, BKJIOUEHHBIX B JEJIO; KaueCTBO MOJIIMBKYA WM TEperuieTa Jelna;
MPaBUJIBHOCTh HYMEpaIlUM JIUCTOB Jiejla; HaJu4yue B JieJie, B HEOOXOUMBIX CIIydasx,
BHYTPEHHEW ONUCH Jiejda M TMPaBWIBHOCTh €€ COCTaBJICHUS;, MPaBWIBHOCTH
oopMieHUsT OOJOXKKH Jiela; HaJluyue U MPaBUIILHOCTH JIMCTa-3aBeputens aena. B
ciiyyae OOHapyXeHUs HapyIICHUS YCTAHOBJICHHBIX TMpaBUI (POPMHUpPOBAHUS W
o opMIICHHS JIe] OHU JIOJKHBI OBITh YCTPAHEHBI.

9.5.12 B cinyuae oOHapyXeHHS OTCYTCTBUS [, BKJIIIOYEHHBIX B OIHUCH
MOAPAa3eICHUS U YUCIAIIUXCSA 110 HOMEHKJIAType JieJ Y HUBEPCUTETa, CTPYKTYPHBIM
MoApa3ieIeHuEM MPUHUMAIOTCSI MEPBI 110 PO3BICKY.

9.5.13 PoO3BICK JOKYMEHTOB OpraHHU3yeTCSI C MOMEHTA BBISIBICHUA UX
OTCYTCTBUS U POBOUTCS

— B TCUCHHUE TpPeX MecsleB, C€CIM JeJI0 yTPaueHO Ha CTaJud BEICHUS
JIEJIONPOU3BO/ICTBA;

— B TE€YEHHUE OJHOIO roja — €Clii YTPaueHO JeJ0, BKIIIOUEHHOE B OMHUCH JIEN
MOCTOSTHHOTO  XpaHEHHWs, U ONHCh yTBepkJIeHa LleHTpanpbHON 3KCHIEpTHO-
MPOBEPOYHON KOMHUCCHUEW WJIM €ClId yTPauyeHO JeJ0, BKIIOYEHHOE B OMHCH JIEN IO
JUYHOMY COCTaBY, U OMHCh COTJIACOBaHA, B TAKOM CIIy4ae U3JIaeTCs MPHUKA3 PEKTOpa
YHuBepcuTeTa B IHENSIX OpraHM3allid  PO3bICKA aAPXUBHBIX JOKYMEHTOB H
YCTaHOBJICHUS CPOKA MPOBEICHUS PO3BICKHBIX MEPOTIPUSIITHH.

[Tpu mpoBeieHNH PO3BICKHBIX MEPOIPUATUN PEKOMEHTYETC:

— U3YYUTh BCE YYETHBIE JIOKYMEHTHI IO BbIAa4e e IMOJpa3eiCHUsIM U
COTpYJIHUKAM YHUBEPCUTETA,;

— OpraHu3oBaTh  PO3bICK  HEOOHAPYXKEHHBIX A€l B  CTPYKTYPHBIX
MOJPA3/ICICHUsAX, B JESATEIBHOCTH KOTOPBIX O0pa30BajiCh HEOOHAPY>KEHHBIE Jela,
MIPEJIBAPUTENIFHO U3YYHMB UX OMHUCH, MO KOTOPBIM Jieia TiepeaBaIuch B ApXUB, B TOM
YHCIIe TIPOCMOTPETH UTOTOBYIO 3aITUCh, CBEPUTD IITAMITBI YHUUTOKCHHBIX M BHIOBIBIIIUX
aApPXUBHBIX JIOKYMEHTOB; MPOBEPUTh, HE OBUT JIM Pa3bICKUBAEMbI HOMEpP MPOMYIIEH;
MIPOAHATM3UPOBATH 3aI0JIOBKH C 1I€JIBIO BBISIBJICHUS IBAXK/Ibl YITEHHBIX JCIT;

— TMPOBEPUTH HAXOJSIIHECS PSIAOM Jejia, T.K. HeOOHAPY>KEHHBIE Jieja MOTYT
OBITh HETIPABUIILHO TIOJIJIOKEHBI,

— TPOBEPUTH Jieja C TOX0XKel KoMOuHalen nudp B apXuUBHBIX MmUdpax;

— UBYYUTh JIeJI0 TOJApa3/eiiCHus, B TMEPBYI oOuepeb HUMEIOLIHUECs aKThl O
BBIJICJICHUU JIeJT K YHUUTOXXEHUIO, aKThl BBIJIAYU JIeJ1 BO BPEMEHHOE IOJIb30BaHMUE,
paHee COCTaBJEHHBIE aKThl MPOBEPKH HAJIWYUSA U COCTOSHHS JIeNl MPOBEPSIEMOTO
MO/Ipa3/ieNICHuUs.

Haiinennpie B UTOre po3bIicKa Jieia MOJIKIJIaIbIBAIOTCS HA MECTa U BKIIIOYAIOTCS
B OIKCh.

Ecnau mpuHsaThbie Mepbl HE JaJM Pe3yJIbTaTOB, TO HAa HEOOHApYKEHHBIC Jeia
coctaBisiercs akT o0 yrpare gokymeHToB ([Ipunoxkenume 40), KOTOpBIHA
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MOJNKCHIBAETCA PYKOBOJUTEIEM CTPYKTYPHOrO TMOJApA3/eNieHUus W Tepenaercs
BMECTE C OMUCHIO JIeJI CTPYKTYPHOT'O MO/Ipa3/iesieHUs B apXUB Y HUBEPCUTETA.

Jlena, mpuyYMHa OTCYTCTBUS KOTOPBIX TOJTBEPXKJIEHA COOTBETCTBYIOIIMMHU
JOKYMEHTAMH, WCKIIOYAIOTCA W3 ONUCEed W JAPYrMX YYETHBIX JOKYMEHTOB B
YCTaHOBJIEHHOM TOPSJIKE.

JIoKyMeHTaMHu, TOATBEPKIAIOIIUMH OTCYTCTBHUE /€I, SIBIISIOTCS:

— aKThI O BBIJICJICHUH TJOKYMEHTOB U Jie]l K yHuutoxeHuto ([Ipunoxenue 36);

— akThl 00 yTrpaTe fokymeHToB ([Ipunoxenue 40);

— aKThbl O HEeUCIpaBUMBbIX noBpexaeHusx aen (Ilpunoxenue 41);

— aKThl O BbIJIaye Jie] BO BPEMEHHOE MOJIb30BaHUE — IIPU BbIIau€ B CTOPOHHUE
opranuzauuu (IIpunoxenue 42).

9.5.14 Ha nena, myTu po3bicKa KOTOPBIX UCUEPIaHbl, a TAK)KE HA HEUCIIPABUMO
MOBPEKJEHHBIE JeNa, CTPYKTYPHBIMU TOJPa3JICICHUSIMA COBMECTHO C apXHMBOM
YHuBepcuTeTa COCTABISIOTCA COOTBETCTBYIOIINE aKThl, KOTOPbIE paccMaTpHUBAIOTCA
OK VYHuBepcuTeTa U yTBEpKIalOTCS PEKTOPOM Y HUBEPCUTETA.

K akTy 0 He 0OOHapyKEHUU el COCTABISIETCS CIIpaBKa O MPOBECHUN PO3bICKA.

[locne yTBepkeHUs aKTOB O HEJOCTAayYe WJIM O HEHCIPABUMO MOBPEXKIECHHBIX
JieJ1axX U3MEHEHHSI BHOCSITCSI BO BCE YYETHBIE JIOKYMEHTHI.

9.5.15 Onucu Ha pAena, TOKYMEHTbl MOCTOSHHOTO XPAaHEHUS U MO JIUYHOMY
COCTaBY M aKThl HA YHUUTOXXEHUE JOKYMEHTOB paccMaTpHuBaloTcs Ha 3acenanun DK
onHoBpemeHHo. Ilo wutoram paccmorpenus DK coriacoBbIBalOTCS OMUCH e,
JOKYMEHTOB MOCTOSIHHOT'O XPAaHEHUs U 1O JIMYHOMY COCTaBY U aKThl O BBIJCICHUU K
YHUUTOKEHHUIO JOKYMEHTOB.

9.5.16 CormnacoBannpie OK VYHuBepcuTeTa akTbl O BBIIACIEHUU K
YHUUTOXXEHHUIO JOKYMEHTOB YTBEP)KIAIOTCS PEKTOPOM TOJBKO MOCIE YTBEPKICHUS
OIIK* omnuceil nen MOCTOSTHHOTO XPaHEHHsS W IO JUYHOMY COCTaBy: IMOCIE 3TOTO
CTPYKTYpHBIE MOApPA3ACIICHUs HMMEIOT MpaBO YHUUYTOXHUTH JieNla, BKIIOUYEHHBIE B
JaHHBIE aKThl B COOTBETCTBUU C YCTAHOBJIECHHBIM MOPSIKOM.

9.6 Ilopsinok nmepegayy JOKYMEHTOB HA XPAHEHUE B apXMB YHHBEPCUTETA

9.6.1 JlokymeHThl, oOpa3oBaBlIMecS U OOpasyroluecs B JEATEIbLHOCTH
VHuBepcuTeTa, HMMEIONIME HCTOPUYECKOE, KYyJIbTYPHOE, COLMAJIbHOE, HAy4dHOE,
HKOHOMHYECKOE WJIHM MOJUTUYECKOE 3HAUYCHHE, BXOJAT B COCTaB ApXMBHOTO (oHIa
Poccuiickoit ®enepanuu M HE3aBUCHMMO OT BEJOMCTBEHHOM NPUHAAJIEHKHOCTH,
BPEMEHU MPOUCXOXKICHUS, MECTa XpaHEHMs, TEXHHKH M cIrocola 3aKperieHus
uHpOpMaIMH NOJIEXkKAT Nepeiaue Ha TOCyAapCTBEHHOE XpaHEHUE.

9.6.2 XpaHeHue OKYMEHTOB MOCTOSHHOTO CPOKAa XpaHEHHs U JOKYMEHTOB
BpeMeHHOTo (cBbimie 10 eT) cpoka XpaHEeHHsI, UMEIOIUX MPAKTUYECKOe 3HAUCHUE, a
TaK)K€ JOKYMEHTOB IO JIMYHOMY COCTaBY, WX Y4YeT, HCIOJIb30BaHUE, OTOOp H
MOJTOTOBKA K MEpeiaue Ha MOCTOSSHHOE XpaHEHUE B Y HUBEPCUTETE OCYILECTBISETCS
apXvBOM YHUBEPCUTETA.
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9.6.3 IloaroroBka MJOKYMEHTOB K IIepellay€ Ha XpaHEHHE B apXUB
VYHuBepcuTeTa  BKJIIOYaeT paboOTy JIMI, OTBETCTBEHHBIX B  CTPYKTYPHBIX
MOJIpa3/ieNIeHUsIX 3a BEJICHHE JEJONPOU3BOJCTBA, IO MPOBEACHUIO SKCHEPTU3BI
LEHHOCTH JIOKYMEHTOB, (POPMHPOBAHUIO U O(DOPMIICHHIO JI€Jl, COCTABIICHUIO OIMHUCEN
JIeJT U aKTOB O BBIJIENIEHUU K YHUUTOXKEHUIO IOKYMEHTOB U JIE]l.

9.6.4 B apxuB VYHuBepcHTETa TMEpeAaroTcs Jejda C HUCIOJHEHHBIMHU
JOKYMEHTaMH TIOCTOSIHHOTO CpOKa XpaHEeHUs U IO JIMYHOMY cocTaBy. VX mepenaua
MPOU3BOJIUTCS TOIBKO MO OMUCSAM €.

Jlena ¢ WCIMOJIHEHHBIMU JOKYMEHTAMH IOCTOSTHHOTO CpPOKa XpaHEHHs] U IO
JUYHOMY COCTaBY MEPEJaloTCA B apXvUB Y HUBEPCUTETA HE PAHEE YEM uepe3 OAUH TOJ
W HE TO3/[lHee TpeX JIeT MOcie MCTEUEHUS HUX XPaHEHUS M HCIOIb30BaHUS B
CTPYKTYPHOM MOAPA3/ACIICHUH.

9.6.5 Ilepemaua npen B apxuB YHHUBEPCUTETA OCYIIECTBISETCA MO
YTBEP)KJIEHHOMY  TpaduKy, COCTaBJICHHOMY apXWMBOM, COIJIACOBAHHOMY  C
PYKOBOJUTEISIMU CTPYKTYPHBIX MOJApA3/eNICHUH, NEepelaolIuX Jella B apXuB, H
YTBEP)KJIECHHOMY PEKTOPOM/IPOPEKTOPOM, KYPHUPYIOLIUM JEATEIBHOCTh OTENa
JIEJIONPOU3BOICTBA U ApXUBA.

9.6.6 B mepuon mnoAroTOBKM JAel Ha OyMa)XHOM HOCUTENE CTPYKTYPHBIM
Nnojpa3/ieiecHueM K TMepeJade B apXuB YHUBEPCUTETAa COTPYIHUKOM apXuBa
MpoBepseTCd MNPaBUIBHOCTh HUX (opmupoBaHus, OG(OPMIIEHHS U COOTBETCTBUE
KOJMYECTBa JeJl, BKIIOUYEHHBIX B OMNHCh, KOJMYECTBY Jell, C(HOPMUPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATYPOU A€ Y HUBEPCUTETA.

Bce BbIsIBIIEHHBIE TIPU IPOBEPKE HEOCTATKU B (POPMUPOBAHUU U ODOPMIICHUH
7e1 pabOTHUKH CTPYKTYPHOT'O MOApa3iesieHus 00s3aHbl YCTPAHUTb.

9.6.7 [Ilpuem-niepenaya JAea B apXuB YHUBEPCUTETA IPOU3BOIUTCS
pabOTHUKOM apXuBa YHHUBEpPCUTETa B MPUCYTCTBUU PaOOTHUKA CTPYKTYPHOTO
nonapasnenenus. Ha skzeMIuisipax onucu Jien, 10KyMEHTOB IPOCTABIISAETCS OTMETKA O
HaJIM4YUK Jena. B KOHIE KakI0oro 3K3eMIUIsIpa OMUCU YyKa3blBalOTCs LudpamMu U
MPOIMUChIO  KOJMYECTBO (AKTHMUECKHM TMPUHATBIX B apxXuB Jell, HoMepa
OTCYTCTBYIOUIUX JIeJ, Jara MpueMa-liepefadyd Jed, a Takke TMOANUCH JIUIA,
OTBETCTBEHHOI'O 32 apXUB YHUBEPCUTETA U COTPYAHHUKA, IEPEIABILETO JIETa.

9.6.8 Bmecte c nenamu B ApxUB YHHUBEpPCUTETa IpPH HEOOXOAMMOCTH
MEepeatoTCsl PETUCTPAIIMOHHBIE KapTOTEKHM Ha JIOKYMEHThl WM IPOrpaMMHBIC
cpencTBa U 0a3bl JaHHBIX, coepkKalire HHGOPMALUIO O PETUCTPALIMHM U UCTIONTHEHU U
NepeaBaeMbIX JOKYMEHTOB. 3arojoBOK KaKIOM KapTOTEKH WM 0a3bl JaHHBIX
BKJIIOYAETCS B OIKUCh.

9.69 B cnyyae JMKBUAAIMM WIM  PEOPraHU3ALMH  CTPYKTYPHOIO
nojipasziefieHus: Y HUBEPCUTETA JIUI0, OTBETCTBEHHOE 33 BEJECHUE JIENONPOU3BO/ICTBA
JAHHOTO CTPYKTYPHOTO MOJpAa3fesieHHs, B MEPHO] MPOBEACHUS JMKBUIAMOHHBIX
MeponpusiTui GopMUPYET BCE MMEIOIINECS JOKYMEHTHI B Jena, opopMisieT Aena u
NepeaeT ux B apXuB Y HUBEPCUTETA HE3aBUCUMO OT CPOKOB XpaHEHHUS.

Hepenaqa ACJT OCYHICCTBIACTCA IO OITUCAM ACJI 1 HOMCHKIIATYPEC OCJI.
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9.7 Opranuszanus 10CTyNa K JOKYMEHTAM U X UCIO0Jb30BaHHUE

9.7.1 Bplmaua pen, HaXOASIIUXCS HAa XPAaHEHWHW B apXWBEe M CTPYKTYPHBIX
noJipa3ieNiCHUsIX Y HUBEpCUTETa paOOTHUKAM JPYTUX MOAPa3AeICHUM I 03HAKOMIICHHUS
u (W) IS BPEMEHHOTO HKCIIOJIb30BaHUSI B pa0oTe€ MPOM3BOIUTCS IO 3arpocam,
MOJIMMCAaHHBIM ~ PYKOBOJUTENIEM  (3aMECTUTENIEM  PYKOBOJIUTENSI)  CTPYKTYPHOIO
MoJIpa3IeICH s], 3aIPaITUBAIOIIETO AETI0 (JIOKYMEHT) U C pa3pelieHHs PeKTopa.

9.7.2 Jlena, NOKyMEHThI BBIJIAIOTCS BO BPEMEHHOE IOJIb30BaHUE paOOTHUKAM
YHuBepcuTeTa Ha Cpok He OoJjiee omHOro mecsua. Ilociie mcTeueHus yKa3zaHHOTO
CpoKa JeJI0 TOJDKHO OBITh BO3BPAIIIEHO Ha MECTO €T0 XPaHCHHS.

['ocynapcTtBeHHbIM oOpraHam (CyaeOHBIM, MPaBOOXPAHUTEIBHBIM, OpraHaMm
TrOCYJapCTBEHHOTO KOHTPOJS M HaJ30pa) U CTOPOHHUM OpraHuU3alusiM Jela |
OTJICJIbHBIE JIOKYMEHTBHI BBIIAIOTCS HA OCHOBAaHMHM WX IHCBMEHHBIX 3alpoOCOB C
paspelieHusi pekTopa YHHUBEPCUTETa WM WHOTO YIOJHOMOYEHHOT'O UM JIMIA, IO
aktam (IIpunoxenue 42) Ha Cpok He OoJIee IIECTH MECSIIEB.

[Ipy HEOOXOAMMOCTH CpPOK HCHOJB30BAHUS JIOKYMEHTOB MOXET OBITh
TIPOJIJIEH.

9.7.3 B 3anpoce paOOTHMKOB YHUBEPCHUTETa O BbIJlaue JIOKYMEHTOB (Z1€71) BO
BPEMEHHOE TOJIb30BAHUE M3JIarat0TCsS MPUYMHBI, IO KOTOPBIM 3alpaliuBaeTcs Jej0
(IOKYMEHT) M 1IeJIb WCIOJb30BAaHUS JOKYMEHTOB, HAXOJAIIUXCA Ha OINEPATHUBHOM
XpaHCHUHU.

9.74 Beigaua gen  moapaslelieHUssM  YHUBEpCUTETa i paboTh
peructpupyetcs B )xypHaie Bbigauu nen (Ilpunoxkenne 43) u ocymiecTBISIETCS MO
pacriucky. Ha BeiganHoe neso 3aBoauTcs kapta-zamectutensb (IIpunoxenue 44). B
Hel yKa3bIBaeTCsl CTPYKTYpPHOE MOJpa3jelicHHe, WHIEKC Jeja, JlaTa €ro BblJayw,
KOMY JEJO BBIJJAaHO, JlaTa €ro BO3BpAIllCHMS, MpelycMaTpuBaroTcs rpadbl s
PacCIUCOK B TIOJIYYEHUU U TPUEME Jea.

9.7.5 1lpu BO3BpalleHUU JAena KapTa-3aMECTUTENb U3bIMAETCA M XPAHUTCS B
apXvBe YHUBEpPCHUTETA 1O MUHOBAHUS HaJIOOHOCTH.

9.7.6 Brigauy TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE M3 apXuBa U MPUEM HX
o0paTHO, B TOM 4YHCJI€ B ClIydae HEOOXOJAMMOCTH TMOJHUCTHYIO MPOBEPKY HAJTUYHUS U
COCTOSIHUSI JIOKYMEHTOB TIE€pe] BblJauell U3 apXwBa W IMPU BO3BpATE, MPOU3BOIUT
pabOTHUK apXuBa B MPUCYTCTBUU JIUIIA, TTOTYUYaIOIIEero (BO3BpAIlatOIIEero) aeia.

9.7.7 PaborHuku VYHHBepcuTeTa 00s3aHBI 00€CNEYMBaTH COXPAHHOCTh
MOJTYYE€HHBIX BO BpPEMEHHOE MOJIh30BaHUE JOKYMEHTOB (J1e71) Ha OyMa)>KHOM HOCHUTENE U
WCIIOJIb30BaTh TMOJTYYCHHYIO WH(GOPMAIUIO B CIY)KEOHBIX IENSX B COOTBETCTBUM C
TpeOOBaHUSMH JIOKAJILHBIX HOPMATUBHBIX aKTOB. 3ampeliacTcs nepeaada MoJTyueHHbIX
JIOKYMEHTOB WJIM UX KOITUH paOOTHUKAM JPYTUX MOAPA3ICICHUM WU OpraHu3aluim.

9.7.8 N3bsiTHE HOKYMEHTOB W3 JEJI TOCTOSHHOTO XpaHEHUS JOIYCKaeTcs B
UCKITIOYUTENIBHBIX ~ CAy4YasX M NPOM3BOAUTCS C THUCBMEHHOIO  pa3pelieHus
PEKTOpa/TIPOPEKTOPa, KYypUPYIOIIEro padoTy OTIena JeJIONpPOU3BOJICTBA U apXHBA,
VYHuBepcureTa ¢ COCTaBJICHUEM aKTa O NMPUYMHAX BbIIAYM MOJIMHHMKA. [Ipy m3bartun
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MO/JIMHHUKOB JIOKYMEHTOB B JI€JI0 TMOMENIACTCSl 3aBEPEHHAsl KOIUS JIOKYMEHTa, Ha
000pOTE KOTOPOM YKa3bIBa€TCsS OCHOBAHUE M3BATHUS MOJJIMHHUKA, CPOK BO3BpaTa, JlaTa
Y TIOJITUCH paOOTHHKA, OTBETCTBEHHOTO 3a ()OPMUPOBAHHUE U/UTU XpaHEHHE JIea.

9.7.9 IlonnMHHUK TOKYMEHTA, U3bSITHIA U3 JIeJIa HA OCHOBE COOTBETCTBYIOIIETO
pelIeHUs, TIOCIE PACCMOTPEHMSI M PEIICHUs BOINPOCA, BO3BPAILACTCA B €TI0, MPHU
9TOM KOIIHS, TIOMEIIEHHAs B J€JI0 BMECTO ITOJIMHHUKA, U3bIMACTC.

10 Opranu3auusi ¥ HCNOJIHEHHE 3aNIPOCOB B ApXHBE YHUBEPCUTETA

10.1 ApxuB YHHBEpCHUTETa BEAET YYET HCIIOIB30BAHHS JTOKYMEHTOB, B TOM
Yrclie BBIIaYy JOKYMEHTOB M Jel, BbIAauy apXUBHBIX CIIPABOK, BBHIMHCOK, KOIHN
JTOKYMEHTOB.

10.2 ApxuB VYHHBepcHTETa paccMaTpUBaeT M  MCHOJHSIET  3aIpOCHI,
MOCTYIUBILIKE B MUCbMEHHOU (popMe, 0 MHTEPHET-00pallleHHIO (3aIpoc).

[Ipu mocTymieHun B apxuB YHHUBEpCHUTETa MHTEpHET-oOpalieHui (3ampoca)
rpaxkaaH (opraHusaiuii) (ganee — Mojab30BaTellb) C YKa3aHUEM ajJpeca dJICKTPOHHOU
MOYTHl W/WIM TIOYTOBOTO ajpeca WM HaNpaBseTCs YBEIOMIIGHHE O TMpHeMe
oOpamieHust (3ampoca) K PacCMOTPEHUIO WM MOTHUBHUPOBAHHBIA OTKa3 B
pPaccMOTpEHUHU.

OTBeT Ha 3ampoc MOXKET OBbITh HANpPaBICH B BUAE 3JIEKTPOHHOTO COOOIIECHHUS
10 YKa3aHHOMY aBTOPOM 3aIpoca 3JIEKTPOHHOMY aJpecy.

10.3 3anpoc nosb30BaTeNs TOJKEH COAEPKATh CAEAYIOUYI0 HHPOPMALHIO:

— HaUMEHOBAaHME HOPUJMYECKOrO JHUIla — aBTopa 3ampoca (Uisl rpaxkiaH -
dbamMuK, UMEHH, OTYECTBA, PY HATWYUH TTOCIIETHETO);

— TIOYTOBBIA W/MIIM DJEKTPOHHBIA ajpec, MO KOTOPOMY MOJIKEH OBITh JaH
OTBET;

— CBEJICHMs, HMHTEPECYIOUIME T0JIb30BaTeNlsi M XPOHOJOTUYECKHE pPaMKHU
3arpammBaeMoil HHpOpMaIlnH;

— (¢opMy mody4deHHs TMoOJdb30BaTeNeM HHGopManuu (MHGOPMAIMOHHOE
MUCHMO, apXHWBHAsl CIpaBKa, apXWUBHAs BBINKCKA, apXWBHAsl KOMUS, TEMaTHUECKHA
nepeyeHb, TEMAaTHIECKUI 0030p JOKYMEHTOB);

— JUYHYIO MOJIKUCH aBTOpa 3ampoca (TpaxaaHuHa WK JOJKHOCTHOIO JIUIA);

— jary.

10.4 3anpoc gomKeH ObITh 3apPETUCTPUPOBAH B TEUEHHE TPEX pabouyux THEH C
MOMEHTA €r0 MOCTYIUICHUS.

3ampoc, HE OTHOCSIIMHCA K COCTaBy XpaHSMIMXCS B YHUBEPCHTETE
JOKYMEHTOB (HETpO(WIBHBIN 3ampoc), B TeUYeHHWE 7 IHEH CO THS pErucTpaiyu
3ampoca HampaBJsieTCss B OpraHu3aluio, TJI€ MOTYT XPaHUTHCS HEOOXOAUMBIC
JOKYMEHTBI C yBEJIOMJIEHHEM 00 3TOM IOJIb30BATEIIS.

3ampoc, TOCTYNMHMBIIMKA B apXWB YHHUBEPCUTETa, pPacCMaTpUBACTCA B
COOTBETCTBHH C TPEOOBAHUSIMH 3aKOHOAATEIBHBIX W WHBIX HOPMATHBHBIX MPABOBBIX
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aKTOB MO paboTe ¢ OOpallleHUsIMU TPaKIaH U MPEJIOCTaBICHUIO TOCYIAPCTBEHHBIX
(MyHULIUTTAJIBHBIX) YCIIYT.

OTBeT Ha MOCTYNMBIIMN B apXuB YHHUBEpPCUTETa 3alpOC MPEIOCTABISETCS B
teuenne 30 mHel co aHA peructpaumu. C paspelieHus pyKOBOACTBA YHUBEPCHUTETA
ATOT CPOK MOXKET OBITh MpojyieH He Oonee yeM Ha 30 aHel ¢ yBeOMJIEHHEM 00 3TOM
3asBUTEJIS.

10.5 OTBeTbl Ha 3ampochl MOJIB30BATENEH, B TOM YHUCJIE OTBETHI Ha 3alpOCHI
COLIMAJILHO-TIPABOBOT0  Xapakrepa, o(opMisitoTcss B (opMe apXUBHOW CHpPaBKH,
apXMBHOW BBIUCKU WJIM apXUBHOM KOMUHU, OQPOPMIIECHHBIX U 3aBEPEHHBIX B
YCTaHOBJIEHHOM TOPSJIKE.

ApxuB YHHUBEPCHUTETA BBIJACT CJIECIYIONINE aPXUBHBIE CIIPABKU:

— 00 00yueHuwu;

— 0 nepuoje paboThI;

[Ipy OTCYTCTBUM JOKYMEHTOB, HEOOXOIUMBIX JJisi MCIOJHEHHUs 3ampoca
COLIMAJILHO-TIPABOBOr'0 XapaKTepa, COCTABIISIETCSl OTBET Ha OlaHke YHHUBEpPCUTETa C
yKa3aHHEeM MPUYUH UX OTCYTCTBUSI.

10.6 ApxuBHas cripaBKa MOIIMUCHIBAETCS PEKTOPOM YHHUBEPCUTETA UM UHBIM
YIOJTHOMOYEHHBIM UM JOJIKHOCTHBIM JIMIIOM U 3aBEpsieTCsl NevaThlo Y HUBEpCUTETA
(ITpunoxenue 45).

ApxuBHas crpaBka, 00beM KOTOpPOH MpEBbIIIAET OJMH JHCT, JOHKHA OBITH
MPOHYMEpOBaHa.

B TekcTe apXuBHOM CIIPaBKU B XPOHOJIOTMYECKOM MOCIEA0BATEIbHOCTH

U3JIAraloTcsl COOBITHUSA C YKa3aHMEM BUJOB HCIOIb30BAHHBIX JTOKYMEHTOB, HX
JaT ¥ HOMEpOoB. B apXuBHOM cripaBKe JOMYCKAETCsl IUTUPOBAHKUE IOKYMEHTOB.

HecoBnanenue OTIENbHBIX CBEJCHUI/TAHHBIX JOKYMEHTOB CO CBEICHHSIMHU,
W3JI0KEHHBIMU B 3aIIpOCE, HE SIBJISIETCS MPETSTCTBUEM JJIsl BKIIFOYEHUS UX B apXUBHYIO
CHpaBKy, €CIU COBMAJECHHE BCEX OCTAJbHBIX CBEJCHUN HE BbI3bIBAET COMHEHHUH B
TOKIECTBEHHOCTH JIMI[A WK (PAKTOB, O KOTOPHIX TOBOPUTCS B JOKYMEHTAX.

B apxuBHO# cIipaBke JaHHbIE BOCIIPOM3BOJSATCS TaK, KaK OHHM H3JIOKEHbI B
JOKYMEHTaX, a PaCXOXKJICHHs, HECOBIA/ICHUS] 1 HETOUHBIE HAa3BaHUsI, OTCYTCTBHE UMEHH,
OTYECTBA, MHUIIMAJIOB WJIM HAJTMYKHE TOJIBKO OJTHOTO M3 HUX JIOJKHBI OBITH OTOBOPEHBI B
TEKCTE CIpaBKu B ckoOKax: «Tak B TokyMeHTe», «Tak B TEKCTE OpUrHHANA.

[lo TexcTy apxXWBHOM CHpaBKM B KadyecTBE NPUMEYAHUN MOTYT OBITh
OTrOBOpPEHbI HEPa300PUMBO HAINKMCAHHbIE, UCIIPABICHHBIE aBTOPOM, HE MOJJIAI0IIUECS
MPOYTEHUIO BCIEJACTBUE TMOBPEXKACHUS TekcTa opuruHana: «Tak B Tekcre
opuruHaiay», «B Tekcte Hepaz0opUMBOY.

B TekcTte apxuBHOW cHpaBKU HE IOMYCKAIOTCA WU3MEHEHUs, UCIpPABICHHUS,
CYMMHPOBAaHHUE JAHHBIX, KOMMEHTApUU, COOCTBEHHBIC BBIBOIBI HCIIOTHUTENS I10
COJIEpKaHUI0 TOKYMEHTOB, HA OCHOBAaHUHU KOTOPBIX COCTABJIICHA apXMBHAsl CIpaBKa.
[lonuncTky U MOMApKU B apXUBHBIX CIIpaBKaxX HE JAOMYCKaIOTCS.

B apxuBHOIi cripaBke JOJKHBI ObITh MPUBEACHBI apXUBHBIE MIKU(PHI 1 HOMEpa

JIUCTOB CAVHHI] XPAHCHUA JOKYMCHTOB, HCIIOJIb30BABIINXCA IJIAA €€ COCTABJICHUA.
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[lo 3ampocy mnonp30BaTeNedl apXWBHBIE CHPABKM MOTYT BbIIaBaTbCA B
ANIEKTPOHHON (opMe Ha »HIEKTPOHHOM HOCHUTENE JMOO TepechlIaThCs IO
MH(OPMAIMOHHO-TEIEKOMMYHUKAIMOHHBIM CETSIM.

10.7 ApxuBHBIE BBITUCKH OGOPMIIAIOTCS Ha OJlaHKe YHHUBEpPCUTETa C
o0o3HaueHueM Ha3Banus Buja qokyMeHTa: «APXVBHAS BBITIMCKA».

B apxuBHOM BBIIMCKE HAa3BaHUE JIOKYMEHTa, €ro HOMEp U JaTa
BOCIIPOU3BOJISITCS TTOJIHOCTBIO.

Beinrcka MpOU3BOAMUTCS TOJBKO M3 JOKYMEHTA, B KOTOPOM COJEPKUTCS
HECKOJIBKO OTIEIbHBIX, HE CBSA3aHHBIX MEXAy c0o00W BOmpocoB. Belmucka momkHa
BOCIIPOU3BOJIUTH MOJIHBIM TEKCT YaCTH JOKYMEHTA, OTHOCSUIEHCS K 3aMpocCy.

W3BneueHneM W3 TEKCTa JOKYMEHTa JIOJDKHBI OBITh HCUEpIIaHbl BCe
MMEIOIIMECS JaHHBIE MO 3amnpocy. Hadano m KOHen KaKIoro M3BJICUYEHHMS, a TAKXKE
MPOITYCKU OTACJIbHBIX CIIOB B TEKCTE JOKYMEHTa 0003HAYaI0TCS MHOTOTOYHEM.

B apxuBHOI1 BBINTUCKE JOKHBI OBITh CIIEIaHbl COOTBETCTBYIOIIUE IPUMEYAHUS U
OrOBOPEHBI YaCTH TEKCTa OpHUIMHajia, Hepa30OpuMBO HANKMCaHHBIC, HCIPABICHHBIC
aBTOPOM, HE NOJJAIOUIMECS MPOYTEHUIO BCIECACTBUE MOBPEXKICHUS TEKCTA U JIPYTUM
npuurHaM. OTIENbHBIE CI0BA U BBIPAXKEHUS JOKYMEHTA, BBI3bIBAIOLIME COMHEHUS B X
TOYHOCTH, A TAaKXE€ HWCIPABICHMS, NOJUYUCTKH, BBbI3bIBAIOIIME COMHEHHE B HX
JOCTOBEPHOCTH, oropapuBatoTcs: «Tak B nokymeHTey, uin «B Tekcte HepazoopunuBo»,
mwmm «Tak B Texcre opurumHana». Ilocie Tekcra apXMBHOW BBINUCKH YKa3bIBAIOTCS
apXUBHBIN MUGP U HOMEPA JTUCTOB €IUHUIIBI XPAHEHUS] APXUBHOT'O IOKYMEHTA.

ApXUBHas BBINUCKA TMOAIUCHIBAETCS PEKTOPOM YHHUBEPCUTETA WM HHBIM
YIOJIHOMOYEHHBIM UM JIOJ>KHOCTHBIM JIMLIOM U 3aBEPSIETCS M€YAThIO YHUBEPCUTETA.

Ilo 3ampocy mosb30BaTeNiel apXUBHBIE BBIIMCKU BBIIAIOTCA B 3JIEKTPOHHOMN
dbopMe Ha DBIEKTPOHHOM HOcUTeNe JHOO0 MepechUIaloTcs MO0 HH(pOpMaUOHHO-
TEJIEKOMMYHUKALIMOHHBIM CETSIM.

10.8 Ha apxuBHBIX KOMMSX, BKJIIOYAsh apXUBHBIE KONUU Ha OyMa)XHOM
HOCHTEJIE AIEKTPOHHBIX IOKYMEHTOB, apXUBHbIE MU PHI TPOCTABISIIOTCSA HA 000pOTE
Ka)KJIOTO JIMCTa apXUBHOM KOIMHH, a 3aBepUTEIbHAs HAAMKUCh U NleYaTh — Ha 000poTe
MTOCJIEAHETO JIUCTA KOTIHMH.

Ilo 3ampocy monb30BaTENEl SJIEKTPOHHBIE KONMWHU ApPXMBHBIX JOKYMEHTOB
BBIJIAIOTCS. B JJIEKTPOHHOU ¢opme aubO0 mepechbulaloTesl Mo HMHPOPMALUOHHO-
TEJIEKOMMYHUKALIMOHHBIM CETSIM.

10.9 IloaroroBineHHbIE apXUBOM Y HHUBEPCUTETA OTBETHI HA  3alpPOCHI
(apXuBHBIE CHOpPAaBKHU, APXMBHBIC BBIMUCKA M ApPXUBHBIE KOMHWHU) HANPABISIIOTCA
3asBUTEIISIM C COMPOBOJMTENBHBIM MHUCBMOM I10 TIOYTE WJIM BBIAAKOTCS: 3aABUTENIO —
IIPU IPEABIBICHUN TOKYMEHTA, YIOCTOBEPSIOUIErO JIUYHOCTD, €r0 MPEACTABUTEISM -
IIPU TNPEIBABICHUU JTOKYMEHTA, YJIOCTOBEPSIOLIETO JUYHOCTh W JIOBEPEHHOCTH,
0 OpPMJIEHHOU B YCTaHOBJICHHOM MOPSIKE.

10.10 Jonyckaercst U3bATHE U3 apXUBHBIX JI€JI U BblAaya BIAAENbliaM WIH UX
POJICTBEHHHKAM, B Cly4yae HX HUCbMEHHOIO OOpalleHusi, MOJJIUHHBIX JHYHBIX
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JOKYMEHTOB, 00 00pa3oBaHUU, TPYJOBBIX KHI)KEK, HE IMOJYYEHHBIX B CBOE BpeMs
BJIA/I€JIbLIEM JIOKYMEHTOB.

[lonnuHHbIE JWYHBIE JOKYMEHTHI BBIAAIOTCS 3asBUTEISM MO MPEAbSIBICHUU
nacrnopra WM HHOTO JIOKYMEHTa, VYAOCTOBEPSIOUIEr0 JUYHOCTh, JIMOO UX
POJICTBEHHMKAaM WJIM HHBIM JIMIIAaM TI0 JOBEPEHHOCTH, OQPOpPMIICHHOU B
YCTAaHOBJIIEHHOM 3aKOHOJaTenbCcTBOM Poccuiickon @enepaunu nopsake. I[loanvHubie
JIMYHbIE JOKYMEHTBI MOTYT ObITh HAIIPABJICHBI 3asIBUTEIO IEHHBIM TUCHMOM.

C u3pIMaeMbIX JOKYMEHTOB B apXUBe Y HUBEPCUTETA U3TOTABIMBAIOTCSA KOTIHUH,
KOTOpble MpHOOIIatoTcs K aenaM. M3bsiTHe JOKYMEHTOB, a TakKe 3aMeHa Ha KOIUHU
OTpakaroTCsl BO BHYTPEHHUX OMMCSX /€I, B IUCTAX-3aBEPUTEIISIX /1], B OMUCAX eI,
JOKYMEHTOB.

W3baTre u BO3BpallleHHE JOKYMEHTOB O(QOPMIIAIOTCS aKTaMu 00 U3BITHH U3
nen (BO3BpallleHUM) YKa3aHHBIX JOKYMEHTOB. AKTbI M JApYyrHe JOKYMEHTHI, Ha
OCHOBAaHHUU KOTOPBIX MPOU3BEACHO U3bIATHE (BO3BPAILICHUE) aPXUBHBIX JTOKYMEHTOB,
BKJIIOUYAIOTCS B €70 (PoHAA.

10.11 KonupoBaHue JOKYMEHTOB apXWBa YHHMBEPCUTETAa IO  3asBKaM
MOJIb30BaTeNIed MPOU3BOAUTCA IO Pa3pEUICHUI0 PEeKTOopa YHHUBEPCUTETA MU UHOTO
YIOJTHOMOYEHHOTO UM JOJIKHOCTHOTO JIUIIA.

Komnun nokyMeHTOB mepechbulaloTcsl B aJpec TOW OpraHM3aluu, MO 3amnpocy
KOTOpPOM OHM U3TOTOBJICHBI, WJIM BBIJAIOTCS TOJIB30BATEIIO MO/ POCIIHCH.

10.12 ~ O3HakomieHue ¢  JOKYMEHTaMU  apXuBa  IPOU3BOJIUTCS
HEMOCPEJICTBEHHO B pabouMx KOMHaTax apxuBa. JlokyMeHTbl i paboThI
MOJIb30BaTEIIM BHE TIOMEILIEHUS apXrBa Y HUBEPCUTETA BbIJaBATh 3aIPEILACTCS.

B menax cospmanus yciaoBuil st paOOThl MOJb30BaTeleii B YHUBEPCUTETE
MOXXET BBIIENATHCA  JIONOJHUTEIbHOE TMOMEIIeHHe (YMTaJdbHBIM  3a7) s
O3HAKOMJICHUSI C JOKyMEHTaMu apXxuBa, OOOPYAOBAHHOE COOTBETCTBYIOLIUMU
TEXHUYECKUMU CPEeCTBAMU Jis paboThl C TOKyMEHTaMHU.

Pa3pemienue Ha paboTy B MOMELIEHUAX Y HUBEPCUTETA AET PEKTOP WA UHOE
YIOJTHOMOYEHHOE UM JIOJHDKHOCTHOE JIULIO.

10.13 Ortka3z apxuBa VYHHBEpPCUTETA B BbIJAYE APXUBHBIX JOKYMEHTOB
JIOIYCKaeTCsl B CIIydasix:

— HEY/OBIIETBOPUTENBHOIO (PU3NYECKOTO COCTOSIHUS JOKYMEHTOB;

— HE MNpPOUIeANIMX HAayYHOTO ONHUCAaHUS W TEXHUYECKOTo o(opMiIeHUs
JOKYMEHTOB, J10 3aBEPIICHUS 3TUX padoT;

— OrpaHMYEHUN Ha HCIOJIb30BAaHHME, YCTAHOBJIEHHBIX 3aKOHOJATEIHCTBOM
Poccuiickoit @enepannm.

OTtka3 apxuBa YHUBEpCUTETa B MPEAOCTABICHUU JOKYMEHTOB JIOJDKEH OBIThH
BbIJIaH B NMUCBMEHHON (opMe M colepKaThb MPUYMHBI OTKa3a, a TakXKe MOPSIOK
00>aoBaHMs OTKAa3a.

10.14 CropaBku 0 comepKaHMM M PpE3yJibTaTaX OCBOEHUS IPOTPAMMBI
OakanaBpuara/creluanuTeTa/MarucTpaTypbl (HAMMEHOBAHUE AUCIUIUIMH (MOJYJEH)
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nporpaMmbl, BUABI IMPAKTUKH, KYPCOBBIX pa60T (HpOCKTOB), KOJINMYCCTBA 3a4YCTHBIX
CI[I/IHI/II_I/aKaIICMI/I‘{eCKI/IX qacCoB, O]_ICHOK) BbIIACT COOTBCTCTBYIOH_II/Iﬁ JACKaHar.

11 Iopsaaok yrBepKACHUS U U3MEHEHUSI MHCTPYKINH

Hacrosmass uWHCTpyKuus, a Takke HW3MEHEHMS U [JONOJHEHUS K HEH
paccMaTpuUBalOTCSl W NPUHUMAIOTCS ODKCIEPTHOW KOMHUCCHEN Y HHBEPCUTETA,
cornacobiBatoTcs ¢ DIIK* u yTBepkaroTcs mpuKazoM peKkTopa Y HUBEpCUTETA.

12 3akaouuTe/IbHbIEC MOJI0KEHU A

Hacrosmas MHCTpyKIMs BCTYNMAaeT B CHIIy C MOMEHTa €€ YTBEPXKACHUS U
JEHUCTBYET 0€CCPOUHO 10 MPUHATHUS HOBOM MHCTpyKIMH.

* Jlocsie co3gaHusl rOoCyAapCTBeHHBIX apXHBOB Ha Tepputopuu cyobekra Poccuiickoit
®enepauun Jyranckoit Hapoanoii Pecny6amnkm 0yayT BHeceHbl H3MEHEHUsI B MYHKTHI: 9.1.5;
9.1.11; 9.1.15; 9.3.8; 9.4.3; 9.5.16; 11 MHCTPYKIUM IO 1eTONPOU3BOACTBY.

[TomoniHuK pexTopa
1o KaJpoBoi padoTe JI.B. Tkauenko

3aBeayrouuii
kanuenspuein OKu/l H.B. IlleBuenko

3aBenyrouuid apxusoM OKu/l O.B. Suxanuu

OJIOBPEHO

[IpoTtokon OK

®I'BOY BO «lorl'TY»

OT «  » 2024r.
No
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Ipunoxenue 1
K nm.3.2.1
MHUHHUCTEPCTBO HAYKH U BBICIHIET'O OBPA3OBAHUSI
POCCHUHMCKOM ®EJIEPAIINU
(MUHOBPHAVYKU POCCHI)

®EJIEPAJBHOE I'OCYJAPCTBEHHOE BIOI’KETHOE
OBPA3OBATEJIBHOE YYPEXJIEHHWUE BBICIHIEIO OBPA3OBAHUSI
«TIOHBACCKHWM TOCYJIAPCTBEHHBIV TEXHUYECKNHA
YHUBEPCUTET»
(®I'BOY BO «/IoHI'TY»)

294204 Jlyranckas Haponnas Pecy6nmka r.0. ropoa Am4eBck, r. AirueBck, np. Jlenuna, 16
ten. +7 (85742) 2-60-43, dakc +7 (85742) 2-68-87, e-mail: info@dontu.ru

Ne
Ha Ne oT
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IIpunoxenue 2

Kk m.3.2.9
Kypnan ydyera 0JJaHKOB IuceM

Ne HaumenoBanue 0i1aHkoB KonunuecTBo U3roToBIIEHHBIX OJaHKOB (HOMED

U JaTa 3asiBKU)

1 2 3
KonmyecTBo BBIJAHHBIX Otmetka 00 ucronb3oBannu | OTMeTKa 0 BO3BpaTe OJIaHKOB,
pabOTHUKY OJIaHKOB 0JIaHKOB, TIOJIMTUCH MOJITUCH OTBETCTBEHHOTO
(mata) OTBETCTBEHHOT'0 PabOTHUKA paboTHUKa
(mara) (mara)
4 5 6
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IIpunoxenue 3

Kk 1m.3.2.9
Kypnana ydera Bpigaum 0J1aHKOB
Mara | Homep | Koua-Bo | HammeHoBaHue 1037 (0) Pocnuce B | IIpumeyanue
0s1aHKa IK3. noapasjaejeHus noJIy4yaTesst MOJy4YeHHH
0JIaHKOB
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IIpunoxenue 4
Kk m.3.2.11

MHUHHUCTEPCTBO HAYKH U BBICIHIET'O OBPA3OBAHUSI
POCCHUHCKOM ®EJIEPAIIIU
(MUHOBPHA VKU POCCHN)

®EJEPAJBHOE I'OCYJAPCTBEHHOE BIOI’KETHOE
OBPA3OBATEJIBHOE YYPEKJIEHWUE BBICIHIEI'O OBPA3OBAHUSI
«JIOHBACCKHWM TOCYJIAPCTBEHHBIV TEXHUYECKNHA
YHUBEPCUTET»
(®I'BOY BO «/IoHI'TY»)

AKT

« » 20 T Ne

r. A1deBck
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Hpuioxenue 5
Kk m.4.1.2

MHUHHUCTEPCTBO HAYKH U BBICIHIET'O OBPA3OBAHMUSI
POCCHUHCKOM ®EJIEPAIINU
(MUHOBPHA VKU POCCHN)

®EJEPAJBHOE I'OCYJAPCTBEHHOE BIOI’KETHOE
OBPA3OBATEJIBHOE YYPEXJIEHHWUE BBICHIEIO OBPA3SOBAHUSI
«TIOHBACCKHWM T'OCYJIAPCTBEHHBIV TEXHUYECKNHA
YHUBEPCUTET»
(®I'BOY BO «/IoHI'TY»)

IIPUKA3

« » 20 T Ne

r. A1deBck

Pexrtop N.0O. ®amunus
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IIpunoxenue 6
Kk m.4.1.8

KypHan perucrpanum NpuKkason

Ne
/o

JlaTa

Howmep npukasa

KpaTKOC COACPIKAHUC

HUctionuurens

IIpumeyanue
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Hpuioxenune 7
Kk m.4.1.8

IIpunoxenue

K MPUKA3Y

OT « » 20
No

JIucT n3MeHeHui U JOIOJHESHUH K
beneparbHOTrO rocy1apCTBEHHOTO O0IKETHOTO
00pa3oBaTEILHOTO YUPEKICHUSI BBICIIIETO 00pa30BaHUs

«/lonbacckuit ToCy1apCTBEHHBIN TEXHUUECKUN YHUBEPCUTET

HOMCD UBMCHCHHA JaTa BHCCCHHS N3MCHCHMUA HOMCD CTPpaHUIbI IJIA
BHECCHUS U3MCHECHUM

J1O BHECEHU S UISMEHEHMIA: IIOCJIE BHECEHUSI U3MEHEHW:

OcHoBaHue:

HOIIHI/ICB Jina, OTBETCTBCHHOT'O

3a BHECEHHE U3MEHEHUI
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IIpunoxenue 8
Kk m.4.2.5

MHUHHUCTEPCTBO HAYKH U BBICIHIET'O OBPA3OBAHMUSI
POCCHUHCKOM ®EJIEPAIINU
(MUHOBPHA VKU POCCHN)

®EJEPAJBHOE I'OCYJAPCTBEHHOE BIOI’KETHOE
OBPA3OBATEJIBHOE YYPEXJIEHWUE BBICHIEIO OBPA3OBAHUSI
«TIOHBACCKHWM T'OCYJIAPCTBEHHBIV TEXHUYECKNHA
YHUBEPCHUTET»
(®I'BOY BO «/IoHI'TY»)

PACITIOPAKXEHUE

« » 20 T Ne

r. A1deBck

Pextop N.0O. ®amunus

Ucnonuurens

DOUO Tem.
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IIpunoxenue 9
Kk m.4.3

MHUHHUCTEPCTBO HAYKH U BBICHIETO OBPA3OBAHUSI
POCCHMCKOM ®EJEPALIUU
(MIHOBPHA VKU POCCHUN)

®EJEPAJBHOE I'OCYJAPCTBEHHOE BIOI’KETHOE
OBPA3OBATEJIBHOE YYPEXJIEHWUE BBICHIEIO OBPA3OBAHUSI
«TIOHBACCKHWM T'OCYJIAPCTBEHHBIV TEXHUYECKNHA
YHUBEPCUTET»
(®I'BOY BO «/IoHI'TY»)

YTBEPXJIEHO

IIpuka3om pekropa

®I'BOY BO «loal'TY»

« » 20 No

[TIOJIOKEHUE O (OB)

IIpunsTo

Ha 3aceJaHuu

VYueHoro cosera

®I'BOY BO «lorl'TY»
MPOTOKOJI OT

« » 20 No

Angesck, 20
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IIpunoxenue 9
Conepxxanue
1 O61Ire MoJI0XKEHHS
2 OcHOBHBIC 3aJ1aUH
3 OyHkuun
4 IlpaBa
5 OTBETCTBEHHOCTD
6 B3aumMoOTHOIIIEHUSI C APYTUMU CTPYKTYPHBIMU TOAPA3ACICHUSIMHU

7 3aKIIOYUTEIILHBIC MOJ0KCHUS

Pa3pabotan

PykoBonutens moapasneneHust N.O.®amunus
CornacoBaHo

IOpuckoncynbT N.O0.®amunus

[TomomIHUK pekTopa 1Mo KaapoBOu padboTe N.O0.®amunus
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Ipunoxenue 10
K m.4.4.11
MHUHHUCTEPCTBO HAYKH U BBICIIEI'O OBPA3OBAHMUS
POCCHUHMCKOM ®EJIEPAIINH
(MUHOBPHAVYKU POCCHUI)

®EJIEPAJBHOE 'OCYJAPCTBEHHOE BIOI’KETHOE
OBPA3OBATEJIBHOE YYPEXJIEHWUE BBICIHIEI'O OBPA3OBAHUSI
«TIOHBACCKHWM TOCYJIAPCTBEHHBIV TEXHUYECKHAN
YHUBEPCUTET»
(®I'BOY BO «/IoHI'TY»)

ITPOTOKOJI
3acefaHus

(BHJ 3ace1aHUA)

« » 20 r. No
r.

IIpencenarenscTByOMNM - ®amumus N.O.

Cexperapb - ®amumus N.0O.

[IpucyrcTBOBaIN: - 30 yenoBek (CIMCOK MpUJIaraeTcs)

IloBecTka nHA:
I O mepax mo peanuzalMd MPOTPaMMbl TMOMOIIM ..... JlOKJIanm 3amMecTUTelNs

PYKOBOJHUTEJNS. . ...
20 ...

1 CIIYIIAJIA:
Gammnus N.0O. — TEKCT AOKIaa MPUIaraeTcs

BBICTVYIINJIN:
@amunusa 1.0. — kpaTkas 3auch BbICTYIUICHUS

ITOCTAHOBUIJIU:
1.1
1.2 ...

2 CJIVIIAJIN:

BBICTVYIINJIN:
ITOCTAHOBUIJIU:

IIpencenarenscTByOMMNM

(moamnuce) (uHULIKANBL, aMUITHS)
Cexperapb

(moamuck) (vHMLIMATBL, (haMUITHST)
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(o19ounodir KOXHUITOIRRAQO ompowrs:oxv

K m. 4.5.8

Ipunoxenne 11

“BOXHINIOIERAQO OHegOHOWEENEOdN ‘OIOHHBERMAQIIIE OHOBILIOD ‘0100g
4! €l [4! I 0l 6 8 L 9 S 14 € [4 I
QIrBITT 4011req eooduog
MET OIMIIENM(HUIREN | HOHII'BHOUITEH O |  08109hHION MEI BMHONO [ouHRxYdoT0)) *o0duog Al I 1 I BLII(MQ OJOHH P —
BIrareraoradi qrrogoudu dOHOICh 19Y04199 oJamderes enur QU d OUITBHIWRENE . m,.ﬁ b m\ 1
9oUIITO[ EAHITIO SMHAIAYLQ) (1300duog) suHETEE dowopy BNH ‘BUITHNBQ aN
HUIOMINON
1900d1109 919HIIALMHIFOLOY BMHIIQO
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"HUN ‘Oth 9 OLBhBH QMHRIOJRE
€
(oUHEEE QOHORA ‘9HOLIOLO KBHORA ‘ALO0HXKIOY)
K4
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‘| :19HOIfh qrrareraoradin
( N I 0Z L0 Y€, ] g08er000 nnnamkdaaif go eexudl) :UIrvaOdLD LADUIIL
erorquAed ° 19IIAJI BOXHAIMOIBhAQO A

(MLOOHAIBUIIALO/MNE0LO IO KUHAIrdedIIeH OMHREOHIWHEH U 1O))

HIJOHIIBATIONO /MM 0LOIT OIT

ommHorraediieH ol BHOWeEME 0J0HHId1odRITA00d awaudir o S\ MMOOMINOM MOHHOUTIBHOWEEME HOHHIA10dRIIAd01 BUHRIIORE
eror (g « 10 WIroMYOLOodIl
(«ALIHOI» O AO9ID)

<LALUDIAINHA UMNDAhUHXAL TITFHHAILDdVIIAD01 UMMDDVIHOI»
BUHVIOLVdI0 OITAMDIGd ANHATXAdhA HOHIIALVIOEVd90
AOHLIXI'OI9d AOHHAILDdVIIADO01 HOHII'VdA D

(MUDDO0d UNAVHIIOHUIN)
UMIIVdATA® HOXDOUHUDDO0d BUHVAOEVJI0 OTAMIDIId U UMAVH O9LOdALONHAIN
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Ipunoxenue 12

K n.4.5.9
MHUHUCTEPCTBO HAYKH U BBICIHIETO OBPA30BAHUS POCCUMCKOMN
OEJEPAIINA
(MMHOBPHAYKHU POCCHN)

OEJEPAJIBHOE T'OCYJAPCTBEHHOE BIOJKETHOE
OBPA30OBATEJIbBHOE YYPEKJIEHUE BBICHIEI'O OBPA30OBAHUS
«TOHBACCKHM I'OCYJAPCTBEHHBIN TEXHUYECKHUA YHUBEPCUTET»
(®T'BOY BO «lonI'TY»)

IMPOTOKOJ Ne OT « » 20 rojaa

3acenanus ['ocynapcTBeHHOM 3k3aMeHaliuoHHON komuccun (DK Ne )
10 PAaCCMOTPEHUIO BBITYCKHOM KBaIn(puKanoHHON paboThl (OakagaBpckasi, IMIIOMHas paboTa
(mpoexT), Maructepckas paboTa (yka3zaTb HY>KHOE))

10

(Hanpamenulo no020moeKu /cneuuaﬂbnocmu, KOO U HaumeHoBaHue Hanpaeienus n0020moeKuU /cneuuaflbnocmu,

npoghuib / cneyuanuzayusi / Ma2ucmepckas nPO2pamma
I10 3allMTE BBITYCKHOW KBaJM(UKAIIMOHHON paboThl (OakamaBpckasi, TUIUIOMHAs padoTa (IIpoeKT),
Marucrepckas pabGoTa (yka3aTb HYXKHOE)), BBINOJHEHHON oOydaoomuMmces —(akyibTeTa
, Tp. , OYHOM /3204HOM POPMBI 0OYyUEHUS

(pammutys, UM U OTYECTBO)

Ha TEMY
MNPUCYTCTBOBAJIU: (nmpuka3 o6 yreepskaennn coctaso [DK OT 20 r. No )
npeJcenaTens
(yueHasi CTEINEHb, yIEHOE 3BAHUE, IOJDKHOCTD, (PaMMUIINSL, UMsI, OTYECTBO)
yiensl [ DK

Boinycknast  kBanudukanumoHHas pabora  (OakanaBpckas, JAWMIUIOMHas pabota  (IPOEKT),
Marucrepckas padoTa (yka3aTh HY>KHOE)) BbITIOJHEHA:
0T PYKOBOJICTBOM

(IIOJDKHOCTD, YU€Hast CTENEeHb, yUEHOE 3BaHue, (paMuiIMs, UMsl, OTYECTBO)

C KOHCYJIbTallMeN

(LOIDKHOCTB, y4€Hasl CTENeHb, yI€HOE 3BaHHe, (paMUIIHsI, UMs, OTIECTBO)

I'ocynapcrBenHoi sx3ameHannonHon komuccuu (I'9K) npencrasiienbl MaTepuabl:

1. IIpencraBnenue npencenarento I'9K OTHOCHTENBHO 3alUThl BBHITYCKHOW KBaJIM(PUKAIIMOHHOMN
paboTel (6GakaaBpckas, AUILUIOMHas pabora (IpOEKT), Marucrepckas padoTa (yka3aThb HYXKHOE)),
OT3BIB PyKOBOIMTEII,
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IIponosxkenue npuiio:kenust 12

2. IlosicHuTenbHas 3anmcka Ha nmuctax. ['paduueckas yactp, mpe3eHTaIys Ha JIACTAX.
3. Penensus

(ydeHasi CTeNeHb, y4eHOe 3BaHHe, JOIKHOCTD, (paMUIIHsI, UMs1, OTIECTBO)

4. YueOHas kapta oOyvaromierocs ¢ pesynbratamu ocBoeHus OIT;

5. IlpoToxkou 3acemanus 'K mo mpreMy rocyaapCcTBEHHOTO 3K3aMeHa OT « » 20 r. Ne
(npu HANIUYUM);
6. IIpukaz 06 yrBepkaeHun TemMbl u pykoBoauteisi BKP ot « » 20 r. Ne
[locne noxmama oOywaromierocst (B TEUYEHHWE  MHH.) O BBIIOJHEHHOW BKP

(baxanaBpckas, AWIUIOMHas paboTa (IPOEKT), Marucrepckas pabora (ykasaTb HyxHOe)) €MY 3aJaHBI
CJICOAYIOIIUEC BOIIPOCHI:
1.

((pamuKst ¥ MHULKAJIBI JIKIIA, KOTOPOE NOCTABUIIO BOIIPOC, COACPKAHKME BOIIPOCA)

7. ®opma npuema 3anmuTsl BKP

OYHO/JUCTAHIIMOHHO

8. [Ipumevanue, o0s3aTeNbHBIC 111 BHECEHHS B TIPOTOKOJI IIPU AUCTAHIIMOHHOM QopMe 3amute BKP

(uneHTuUKaNUs, TEXHUIECKUE MTPOOJIEMBI H T.11.)

INOCTAHOBUJIM:

1. [Ipu3HaTh, uTO OOYyUaroIUics

(pamuiuist UMsT OTYECTBO)

Boinonnuin (na) u 3amutun (j1a) BKP (6akanaBpckas, qumiomtHast paboTa (IIPOEKT), mMarucrepckas
pabota (yKazaTh Hy)KHOE)) C OIIEHKOM 110 HAIMOHAJILHOM IIKaje
2. IlpucBouts

((amunust, HMsl, OTYECTBO)

KBaJIM(pUKaLIIIO
3. Bergares auruiom

(c oTiuueM, 00BIYHOr 0 00pasia)

4. OTMETHUTD, YTO

[Ipencenarens ['OK:

(moamnucek) ((bamMuist 1 MHULUATIBL)
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IIponosxenue npuiaoxenus 12

Ynens: [ DK:

(pamuuust ¥ MHULMAIBL U JOJDKHOCTD JIMLA, KOTOPOE COCTABHIIO POTOKOJI, TONKUCH)

[Ipotokoun cocraBun cexperaps ' 9K
(MOMKXHOCTB) (moamnuch, haMHuIns X HHULUAIIBL)
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Ipunoxkenue 13
K 11.4.6.10
MHWHUCTEPCTBO HAYKH M BBICHIET'O OBPA30BAHMS POCCUMCKOM ®EJEPAIITAN
(MUHOBPHAYKH POCCHN)

®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIIETO OGPA3OBAHUSI
«IOHBACCKHM T'OCYJTAPCTBEHHbBIA TEXHUYECKWI YHUBEPCUTET»
(®I'bOY BO «louI'TY»)

294204 Jlyranckas Haponnas PecniyOnuka r.0. ropoa ArueBck, r. ATdeBck, mp. Jienuna, 16
Ten. +7 (85742) 2-60-43, dakc +7 (85742) 2-68-87, e-mail: info@dontu.ru

~00.00.20 Ne  000-00/00
Ha Ne_ 000-00/00 oT 00.00.20

Anpecar

N.O0.®amunus

VYiuna, Homep 1oMa, ropos,

CTpaHa, I0Y.uHJIEKC
Kpatkoe conepxanue nucema

VBaxxaeMblit !

denepalibHOE TOCYJApPCTBEHHOE OIOKETHOE 00pa30BaTEIbHOE YUPEXKIECHUE
BBICIIIETO oOpa3oBaHUs «Jlonbacckuit roCy1apCTBEHHBIN TEXHUYECKUUN
YHUBEPCUTET» HAIIPABIIAET ...........

ITpunoxenue:
I....... ,Ha ...JI. B ....7K3.
200, ,Ha ...JI. B ... DK3.

C yBaxkeHuew,
PexTop nooOnucs N.0. ®amunus

Ucnomuanrens: @amumnst 1.0.
Tenedon:

00000
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IIpunoxenue 14
Kk m.4.7.1
MMHUCTEPCTBO HAYKM M BBICHIET'O OBPA30BAHMS POCCUHCKON ®EJEPALIUU
(MUHOBPHAYKH POCCUN)

®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIIETO OGPA3OBAHUSI
«IOHBACCKHI T'OCYJTAPCTBEHHbBIA TEXHUYECKWI YHUBEPCUTET»
(®I'bOY BO «doal TY»)

AKT

MPOBEPKHM...
« » 20 T Ne

r. A14deBck

VTBEPX/IAIO

Pextop ®I'BOY BO «JoHI TY»
(moamucey) M.O.Damunnsa
mata

OcHoBanmue: PacnopsiauTenbHbIil, HOPMAaTUBHBIN JOKYMEHT WJIA YCTHOE
yKa3aHue, MOCIyKUBIINE OCHOBAHUEM JJIS COCTABIICHUS aKTa

CocTaBJjIeH KOMUCCHEH:

IIpencenarens: HanmenoBanue nomxnoctu, @amunus 1.0.

Ys1eHBl KOMUCCHUH: HammenoBanue nomkaoctu, ®amumusg M.O. mur — 4ieHOB
KOMHCCHH. .. (pacmoniaratorcs B aidaBUTHOM MOPSIKE)

IpucyrcrBoBajm: HanmenoBanme  nomwkHoctn, PDammmms UW.O.  jmn  —

MPUCYTCTBYIOUINX MIPU COCTABJICHHUU aKTa. ..
(pacrnionaratotrcst B ajiaBUTHOM HOPSIKE)

Ha ocnoBanumn npukaza pexropa ot 00.00.0000 Ne 000 B nmepuoa ¢ 00.00.0000 mo
00.00.0000 mpoBeneHa mpoBepKa padboOTHI oApasenaeHus (ykas3arTh).

B pesynbrare npoBeneHust IpOBEPKH YCTAHOBIICHO:

l...

2...

3...

[To uToram nmpoBepku KOMUCCHUEH ClIeTIaH BBIBOJ O ...

AKT COCTaBJIEH B __ 9K3eMILISApax:

1-it — xkomy (Kyna);

1-if — koMy (Kyza) T.n.

[Ipunoxenne: HaumeHoBaHK€e MIPUIIOKEHUS, €CITA OTO €CTb.

[Ipencenarens nOONuUCH N.O0.®amunus
YneHsl KOMHUCCHU: nOONuUcCh N.O0.®amunus

nOONUCH N.O.Damunus
IIpucyrcrBoBaNN: nOONUCH N.0.®amunus

B neno 00-00 (moamucs), nata
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IIpunoxenue 15
K 11.4.7.2

HauMeHoBaHME JODKHOCTH ajapecara
(B maTeIbHOM TAJIekKe)
N.O0.Oamunus

JOKJIATHASA 3AIINCKA
Nznaraercst mpobsiema, Boripoc. Cutyarusi. Hanpumep, «JloBoxxy mo Barero
CBEJICHHUS. ....»
3aTeM NPUBOIATCS BBIBOJBI U MPEAJIOKECHUS.
Ecnu cBeneHus, mpuUBOAMMBIE B JIOKJIQAHOM 3allMCKE, OTHOCATCS K

OHpCIICJICHHOﬁ AaTC WJIN OTPE3KY BPCMCHHU, TO 3TO BPCMA BKIIFOHACTCS B 3daI'0JIOBOK.

HpI/IJIO)KCHl/Iel 1 HanmeHnoBanme MMPUIIOKCHHUA
2 HammeHoBaHuE IMPUITIOKCHHUA

HaumenoBaHue JOKHOCTH JIMIIA,
MOAIIKUCABIIETO JOKYMEHT IHoamuce N.0. Gamunus

JlaTa
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IIpunoxenue 16
Kk 1m.4.7.3

HaumenoBaHue J0KHOCTH ajpecara

(B maTeIbHOM TAJIekKe)
N.O0.Oamunus

CJIIYKEBHAA 3AIINCKA

TexkcT Mo CTpyKType U COJEepKaHUIO aHAJOTUYEH MOCTPOEHUIO U U3JI0KEHUIO

ACJIOBOT'O ITHMChbMaA.

HaumenoBanue JOJIZKHOCTH JIMIIAa,

MOANMHUCABIICTO JOKYMCHT

JlaTa

IHoamuce N.0. Gamunus
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Ipunoxenue 17

K 1. 5.10
MHMHUCTEPCTBO HAYKH U BBICHIET'O OBPA30BAHUS POCCUMCKOW ®EJEPALINN
(MMHOBPHAYKH POCCHM)
®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIETO OGPA3OBAHUSI
«IOHBACCKHI T'OCYJTAPCTBEHHbBI TEXHUYECKUI YHUBEPCUTET»
(®I'bOY BO «doal TY»)
I'pud I'pud
CornacoBaHus TOKyMEHTa YTBEPKACHHUSA JOKYMCHTA

HAMMEHOBAHUWE BUJIA TOKYMEHTA

3aroJ0BOK K TEKCTY

(PACHHOJIOKEHUME PEKBU3UTOB HA TUTYJBbHOM JIMCTE JOKYMEHTA)

Mecto coctaBneHus (U37aHus) JOKYMEHTa — roJl U3JJaHusl IOKYMEHTa
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JaaBka Neo
HA BbINOJIHEHHE NOJUTPA(PUUECKUX YCJIYT
« » 20 T

[Ipoury BeIMOTHUTE HoJdurpaduueckue padoTsl

IIpunoxenue 18
K. 6.9

3aKa3zuuk
Tenedon MMOJINUCH

Hupexrop UIIL]

['naBubiit 6yxrantep ®I'BOY BO «lonl ' TY»
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Ipunoxenue 19
K 7.2.2

AKT
O BCKPBITUM KOHBEPTA

« » T.

MBI, HIDKCIIO AN CAaBIINECS pa6OTHI/IKI/I KaHICIIAPUUA:

(momxHOCcTH M1 D.1.0.)
COCTaBWJIM HACTOSIIIUI aKT O CIICAYIOIIEM:

1. Kannensippeil BCKpBIT KOHBEPT, TOCTABICHHBIN B

(HaumMeHoBaHUE YHUBEPCUTETA)

r. TIOCPEICTBOM

(duepe3 mouTy, KypbepoM U T.I1.)

oT,

(®.1.0. unu HauMeHOBaHUE)

HAXO/SIIIETr0Cs 10 apecy:
TSt

, HAXOIAIIIIETOCs 1O a/Ipecy:

(®.1.0. unu HaMeHOBaHUE MOAPa3/ACIICHNUS )

2.  Buemmnwuii Bug KOHBEpTA:

(YKazaTh BHEILIHEE COCTOSIHHE KOHBEPTA,

HaJIMYMEe/OTCYTCTBHE NMOBPEKICHUHN U T.11.)
3. Cognepxumoe KOHBEpTa (B TOM YHUCIE OTCYTCTBYIOUIME JOKYMEHTBI, 3asBJICHHBIE B

COINPOBOJIUTEIBHOM ITUCHME):

1) ;

2) :
3) .
AKT COCTaBJIeH B JIByX OJK3EMIUISIpaxX, W3 KOTOPBIX OJUH MPHUOOIIECH K IMOCTYMUBIIEMY
JOKYMEHTY, Bxoasmuid  Ne oT
T.
a BTOpOW BBICIAH JJIsi CBEACHUS B aapec otmnpaButens (ucx. Ne oT
r.).
Iloamuacw:
/ /
/ /
/ /
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Ipunoxenue 20
K. 7.3.2

NEPEYEHD

AOKYMECHTOB, HC IMNOJICKAINUX PErUCTPALlMHA

I'OCTe1, OCTo1, TY
HNudopmarimonnble MaTepHUalibl, IPUCIAHHBIE JIJIS1 CBEACHUS
[lewaTHble n3aHud (ra3eThl, KHUTH, XKYpPHAJIbI, OPOLIIOPHI)
PexiiamHble MaTepuanbl (M3BEIICHUS, TIAKATHI, TPOCIEKTHI, JIUCTOBKH)
Cratuctuyeckue COOpPHUKH, KHUTH, MPOCHIEKTHI C HAYYHO-TEXHUYECKON
uHpopmalmen, OroJIETEHU U APyTrue NepuoNuecKre u3gaHusl Hay4Ho-
MCCJIEeI0BATEILCKUX MHCTUTYTOB, HAYYHBIX LICHTPOB
[IpurnacurenbHble OUIETHI
[To3apaBuTenbHbIE TUCHMA, OTKPBITKH
Cobone3HoBaHus
OTBETHI HA 3aTIPOCHI CTPYKTYPHBIX [OAPA3ICICHHH

0 JIoKyMEeHTBI IO MaTepUaIbHO-TEXHUYECKOMY 00eCIeYeHUI0,CTaTUCTHIECKas U
GyXraaTepcKas y9eTHasi i OTYCTHAS JOKYMEHTALUS

11 Tpaduku, HapsbL, 3asBKH, PA3HAPSIAKA

12 IlnaHoBo-(MHAHCOBBIE TOKYMEHTHI

13 YueGHbIE IIaHBL, TPOrPAMMBI

14 HpeﬁCKypaHTm*

15 Kaptsl, CXEMBI

16 Hopwmbl 1 HOpMaTHBEI pacxoaa MaTepI/IaJIOB*

17 Hayunsie OTYETHI

18 MecsuHbIe, KBapTaTbHBIE, TOMYTOIOBBIC H TOJOBBIC OTUCTHI

(U, T SN U I (N I

— O 00 3 O

*HOIUIC)K&T YUCTY B COOTBCTCTBYIOIINX CTPYKTYPHBIX TOAPA3ACTICHUAX YHI/IBepCI/ITCTa
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Ipunoxenune 21
K. 7.3.4

OBPA3EIl PETUCTPAIIMOHHO-KOHTPOJBHOM KAPTOYKHA
(MMueBasi CTOPOHA)

MHWHUCTEPCTBO HAYKH U BBICIIEI'O OBPA3OBAHHUS POCCUICKON

®EJEPALIAN

OEJNEPAJIBHOE I'OCYJJAPCTBEHHOE BIO/KETHOE OBPA30BATEJ/IBHOE
YYPEKJIEHHUE BBICHIEI'O OBPA3OBAHUA
«IOHBACCKHUU I'OCYJAPCTBEHHbBIN TEXHUYECKUU YHUBEPCUTET»

PEI'’HICTPAIHMOHHO-KOHTPOJIBHASA KAPTOYKA

1 [ 23] 4 5]6] 7 [8]9]10]11]12]13]14][15[16]17] 18 [19]20]21]22]23] 24 [ 25 [26] 27 [28]29]30]31

ABTOp 10KYMEHTA HJIM KOPPECIOHIEHT

Cpok ucnoJiHeHust

Bun Homep 0s1anka
AOKYMEHTa | mUChbMa

Bxoasiiuuii Homep

[ara perucrpauuu

HUcxopssmmii | /lata perucrpanuu
HOMeEp

KpaTKOC CoA€epiKaHUuE

OTBeTCTBEeHHBIH UCIOJHUTEb
Pe3oronns

Komy HanpasJieHo

OTMeTKa 00 MCIIOJTHEHNH
Hcx. Ne

Iloanuck o MOJIYY€HUHN
AOKYMCHTA
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IIponoskenue npuiio:kenus 21

(oOpaTHasi cTOpoHA)

KonTposibHbIe 0003HAYEHUSA

@ong Ne Onuce Ne Heno Ne
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Ipunoxkenue 22

K. 7.3.4
KypHan perucrpanum ceMUHApOB, KOH(pepeHumni
Ne, nara Ne nara Koppecnonaenr Kparkoe Pocniuch
NOJIyYeHUs] | MOCTYNHMBLIETo coepKaHue
JOKYMEHTa
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Ipunoxkenue 23

K. 7.3.4
KypHan perucrpanum 3aKa3HbIX HCEM
Tpek- Hara AJapec oTnipaBuTeIsI Hoayuareas | [loanuch
HOMeEp NOCTYIJICHUS
3aKa3HOr0

InucbMa
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IIpunoxenue 24

K. 7.3.4
KypHan perucrpanum 10rosopos
Mara n Anxpec n Ne norosopa, Kpartkoe OUO u
BXOASI LN OTKYyJa Jara coJep;KaHue pocnuch
HOMeEp NOCTYIIJI nosyJarteJst
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IIpunoxenue 25
Kk 7.3.8

KJIACCHPUKATOP KOPPECIIOHAEHTOB

BXO/ISILLEN KOPPECIOHJAEHIIUUA

HNupexce Koppecnonaent

91 MunuctepctBo 00pa3oBaHus U Hayku Jlyranckoit HapoaHoii
PecniyOnuku

92 MunuctepcTBo 00pazoBaHus U Hayku Poccuiickoit @enepanuu

93 YyeOHbIe 3aBeICHUSA

94 IIpokypatypa, cyasl, MB/]

95 ['opoackue agMuHUCTpaUU

96 OOpaieHus rpakJaH, 3asBJICHUS, KaT00bl, MMCbMEHHbIE
MIPEIJIOKEHHUS

97 [Ipoune npeanpusTHs, yUpexaeHUs, OPraHU3ALUH.
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IIpunoxenue 26

K 1. 7.6.4
’KypHaja perucrpauum apxXuBHbIX CIIPABOK
UCXOAAIIUI | HOMEP | ®WO | PE3OJIOLAN oHo,
HOMEP. MOIUCH
JTATA BJAHKA JIHLA
MOJIYYHABILIETO

JTOKYMEHT
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Ipunoxenue 27
K II. 7.6.4

KypHaJie perucTpanum cnpaBokK 0 3apad0THOI miaTe, CTUNCHIUU

Hara

Homep
CIIPaBKHU

10J5(0)

JosKHOCTD,
(rpynma)

Pocniuce B
NMOJIy4YeHHUH
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IIpunoxenue 28

K 1. 7.6.5
Ilepeyenb HM(PPOBBIX HHIEKCOB
CTPYKTYPHBIX NIOAPA3/AeJIeHUH
®I'BOY BO «AonI'TY»
HanMeHoBaHMe CTPYKTYPHBIX OAPA31eJIeHUH Nupexc
PexTop 01
I1epBblii IPOPEKTOP 02
[Ipopekrop o HayyHO paboTe 03
[IpopekTop 1o yueOHO-BOCHUTATENIbHON padoTe 04
[IpopekTop 1o aAMUHUCTPATUBHO-XO03UCTBEHHOI paboTe 05
[IpopekTop no 1udppoBoit Tpanchopmauu 1 06pa3oBaTeIbLHOM
JESITEIBHOCTH 06
Y4eHslil COBET 08/07
[1110 31/08
DaKyabTeT FOPHO-METAJIY Pru4ecKoi 09/09
NPOMBIILJIEHHOCTH M CTPOUTEIbCTBA
Kadenpa reorexnonoruii u 6€30nacHOCTH MPOU3BOJICTB 09-03/10
Kadenpa ropHbIx sHEproMexaHM4eCKIX CUCTEM 09-04/11
Kadenpa sxonorun n 6€30macHOCTH KU3HEACSITEIILHOCTH 09-05/12
Kadenpa metamypruueckiux TeXHOJIOTUN 09-06/13
Kadenpa MammH MeTauTyprudeckoro KOMILIEKca 09-07/14
Kadenpa Texnonornu u opraHuzalud MaliliHOCTPOUTEILHOTO 09-08/15
MIPOU3BOJICTBA
Kadenpa ctpoutenbcTBa 1 apXUTEKTYPBI 09-09/16
®axkyabTeT HHPOPMALMOHHBIX TEXHOJIOT U U ABTOMATH3ALlUN 10/17
NPOU3BOJICTBEHHBIX NPOLIECCOB
Kadenpa nnrennexTyalbHbIX cUCTEM U UH(GOPMALIMOHHON 10-03/18
0€301aCHOCTH
Kadenpa >nekTpoHrKU U pagnoPu3nuKu 10-04/19
Kadenpa aBToMaTH3upOBaHHOTO yNpaBIE€HUS U UHHOBAIIMOHHBIX 10-05/20
TEXHOJIOTUI
Kadenpa napopMainoHHbIX TEXHOIOTHI 10-06/21
Kadenpa snekrpomexanuku um. A.b. 3enenoBa 10-07/22
DakyJbTeT IKOHOMUKH, YIIPABJICHHUSA H JTMHIBUCTHYECKOI0 11/23
COMPOBOKAEHUSA
Kadenpa menemxmenta 11-03/24
Kadenpa s5xoHOMUKM 1 yripaBieHUs] 11-04/25
Kadenpa ¢punancos u Oyxrajirepckoro yuera 11-05/26
Kadenpa Teopun u npakTuku nepeBojia 11-06/27
daxyabTeT 0230B0Il OATOTOBKHU 12/28
Kadenpa rymanuTapHbIX HayK 12-03/29
Kadenpa Boicuieil MaTeMaTUKH U €CTECTBEHHBIX HAYK 12-04/30
Kadenpa ¢puznueckoro Bocnutanusi, Cnopta 1 o01ieid BOeHHOM 12-05/31

HOATOTOBKH
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Hoapasnenenus CITIO

MHuoronpouiabHbIA TEXHOJOTUYECKUH KOJIEDK (herepabHOro 29/32
rOCy/apCTBEHHOTO OIOKETHOTO 00Pa30BaTEIbHOTO YUPEKIACHUS
BBICIIIEr0 00pa3oBanus «JloHOacckuii rocy1apCTBEHHBIN
TEXHUYECKUN YHUBEPCUTET
Duimajbl
Kpacnonyuckuit punuan denepaibHOT0 Tocy1apCTBEHHOTO 30/33
OI0PKETHOTO 00Pa30BaTENBHOIO YUPEXKICHUS BBICHIETO
oOpazoBaHus
«/lonbacckuii rocy 1apcTBEHHbIA TEXHUYECKUA YHUBEPCUTET)
IleHnTpbI
Y4eOHbIi LIeHTp 03/34
Y4eOHO-METOIUYECKUN LIEHTP 04/35
MHuoropyHKIIMOHaNbHBIHN 1IeHTp JloHOacCKOro rocy1apcTBEHHOTO 31/36
TEXHUYECKOI0 YHUBEPCUTETA
I{eHTp Kapbepbl 20/37
NudopmMalimiOHHO-BBIYUCIUTENbHBIN LIEHTP 38
N3 narenbcko-nonurpaguyeckuii EHTP 13/39
IlenTp Mo cBSA3SIM ¢ OOIECTBEHHOCTHIO 21/40
IlenTp KyapTypsl ¥ gocyra «TamaHm 41
HayuHble nmoapasaesieHus
YpaBieHrEe NEPCIEKTUBHBIX HAYYHBIX MCCIIETOBAHUN 14/42
Hayunas 6ubnuotexa 15/43
WNudopmannronHslii otaen 16/44
Otnen acnupaHTyphl 05/45
OTtaeanl
Otnen mo opraHnu3ayy Habopa CTYJEHTOB 07/46
Otnien MEXIyHapOIHBIX CBA3EH 17/47
Otnen oxpassl Tpyia 18/48
Byxranrepus: 27/49
MJ1aHOBO-()MHAHCOBBIN OTAEI
oOmuii oTAen OyXraaTepuu
OTJIeN y4eTa MaTepUaIbHbIX CPECTB

OTJIeN y4eTa 3apa00THOM IUIaThl U CTUIIEHIUH
Otnen kagpoB U IETONPONU3BOACTBA 02/50
(xaHUENSIpUs, ApXUB) 01/51
CnenuanbHBIN OTJeN (B TOM YKCTIE: MACOPTHBINA CTO, 06/52
BOEHHO-YUETHBIHN CTOJI, FpaskJaHCKasl 3all1Ta)

IOpunnueckuit otaen 19/53
OTtaen uHpOPMaLIMOHHO-aHATUTHYECKOT0 0OecTeueHus 22/54
00pa30BaTeIbHOrO Ipolecca

OTaen KOMIUIEKCHOM 0€3011acCHOCTH 55

OTtnen BHYTPEHHEr0 KOHTPOJIS /68
HHble cTPYKTYpHBIE MOApPA3AeJIeHUs!

[Tcuxonoruyeckas ciyxo6a 26/56
IToaroroBUTENIbHOE OTACICHUE JUIsl THOCTPAHHBIX TPAKIAH 28/57
Crynenueckuii cioptuBHbIN Ki1y0 « CK®-Jlonbaccy 58
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Canaropuii - npoduiakTopuii 59
CrypaeHueckuil KHOEpCIOPTUBHBIN KI1yO 69
AJIMHMHHCTPATHBHO-X031ICTBEHHAS YaCTh

ABTOXO03SHCTBO 23/60
OTtaen MaTepUanbHO-TEXHUYECKOTO CHA0KEeHHS (B TOM YHCIIE: 24/61
CKJIaT)

OTpaen raaBHOTO MEXaHHMKA 62
Otien r1aBHOTO YHEPreTUKa 63
DKCIUTYaTallMOHHO-TEXHUYECKUN OTIIET 25/64
XO03IUCTBEHHBINA OTAEIT 65
PeMOHTHO-AKCIUTYyaTallMOHHBIA Y4aCTOK 66
Cryx0a cTOpOKEBOM OXpaHbI 67

Oobmexutns ®I'BOY BO «loal TY»

VYyeOnblie kopriyca @I'bOY BO «loul' TY»
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IIpunoxenue 29
K 1. 7.7.6

HanmeHoBaHue opranu3aium —
aBTOpa

Anpecar

JIOKHOCTD, MHUIIHAJIBI U (paMUITHSI
COTpYIHHKA, IEPEIABIIETO
renedoHorpamMmy;

Neo tenedona

JIOJKHOCTD, MHUITHAJIBI U (DaMUITHSI
COTpYIHHUKA, PUHSBIIETO
renedoHorpamMmy;

Neo tenedona

TEJIE@OOHOT'PAMMA

JlaTa No

Bpewms nepenauun

MecTo co3manus

Tekcr Tenedonorpammel (He 6osee 50 cioB)

renedoHorpamma

I[OJI)KHOCTB u (1)aMI/IJII/I$I Jnna, OT UMCHH KOTOPOro NepeaacTCa

Iloamuce

139




Ipunoxenue 30

k914
®OPMA HOMEHKJIATYPBI JIEJI
CTPYKTYPHOI'O IOAPA3JIEJEHUA
MUHUCTEPCTBO HAYKHU U BBICHIET'O
OBPA3OBAHMUSI POCCUMCKOM ®EJIEPAIIAU
(MUHOBPHAYKHM POCCHI)
OEJEPAJIBHOE T'OCYJAPCTBEHHOE
BIOJI’KETHOE
OBPA30OBATEJIbBHOE YUYPEKJEHUE BBICHIETI'O
OBPA30OBAHUA .
«1OHBACCKHU I'OCYJAPCTBEHHbIU
TEXHUYECKH YHUBEPCUTET»
(®I'bBOY BO «1oHI' TY»)
(HauMeHOBaHUE CTPYKTYPHOT'O TOAPAa3/IeIICHH )
HOMEHKIJIATYPA JIEJI
Ne
AJTYEBCK
Ha rong
Hunexc 3aroJi0BoK Jeja KoJa-Bo nen Cpok xpaHeHust IIpumeyanue
Jesa (ToMa, 4acTHn) (ToMoB, yacTeii) Jeia
(Toma, yactu)
U HOMeEp CTaTH
MO0 NMepevHIo
1 2 3 4 5
01-01
(HauMeHOBaHUe JIOJDKHOCTH (oamuce) (paciudpoBKa MOAIKCH)
PYKOBOIUTENS CTPYKTYPHOTO HOAPA3IENECHHS)
« » 20 T.
COTI'JTACOBAHO
3aBeyIOLINN KaHLEIApUen
(Tommch) (pacmmdpoBKa MMOITICH)
« » 20 T.
HOJIHI/ICB JINa OTBCTCTBCHHOI'O 3a ApXHUB
(moamuce) (pacmmdpoBka

noamcu) << » 20 T.
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IIponosxenue Kk npuioxenuo 30

Ntorosas 3anuch 0 KaTerOpusAxX U KOJIMYECTBE /1€ 3aBEJCHHBIX B roay B
CTPYKTYPHOM MOJIPa3ACICHUN

ITo cpoxam xpaHeHuUs Bcero B Tom uncie:
nepexoasimux | ¢ orMeTkoii «IIIK I'ocapxusa
JIHP»
1 2 3 4
ITocTossHHOTO
JIIMTEIbHOT O
(cBbime 10 jer)
Bpemennoro
(mo 10 et BKIIOYUTETBHO)
HNTOTO:
(HauMeHOBaHUE JIOJDKHOCTH JINIIA, (k) (pacmmdpoBKa IOIIIHCH)

OTBETCTBEHHOTO 3a JEIONPOU3BOACTBO
B CTPYKTYPHOM TIOJ[pa3AeICHHIN)

« » 20 T.

HtoroBsie CBCACHUA IICPCAAaHbI B ApXUB

(HaMMEeHOBaHUE JIOJDKHOCTH JINIIA, (TrommuCh) (pacmmdpoBKa MOIITICH)
MIepEeIaBIIEro CBEICHNUS)

« » 20 T.

HanmeHnoBaHue HOKHOCTH
paboTHHKa apXuBa

(TromrTHCh) (pacmmdpoBKa MOIITUCH)
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Ipunoxenune 31
K. 9.14

®OPMA CBOJHOM HOMEHKJIATYPBI JEJI

MUHUCTEPCTBO HAYKHU M BBICIIETO
OBPA3OBAHUS POCCUICKOM ®EJEPALIMA
(MUHOBPHAYKH POCCUM)

YTBEPXJIAIO

Pexrop
®EJEPAJIBHOE FOCYJAPCTBEHHOE

BIOJKETHOE
OBPA3OBATEJIBHOE YYPEXJIEHUE BBICIIEIO
OBPA30BAHMSI
«TOHBACCKHUM IOCYJIAPCTBEHHBINA
TEXHUUYECKU YHUBEPCHUTET» « »

(PT'BOY BO «J{orI'TY»)

(moarmuce) (MHUTIHATBI, HaMILITHS)

20 T.

MII

HOMEHKIJIATYPA JIEJI
Ne
AJT4eBCK
rox

Ha

HNnnpexc
aeJia

3aroy10BOK geia
(Toma, yactu)

KoJa-Bo nen
(TomMoB, yacreii)

Cpox xpaHeHHA
aejia

IIpumeyanue

(Toma, yactu)
U HOMepa cTaTei
10 NMepevYHIo

1 2 3 4 5

HaumenoBanue paszjiesna

3aBeayluil KaHIEeIspruen

(Tommch) (pacmmdpoBKa MOIICH)
« » 20 r.
[Toanuce
Jyuga OTBETCTBCHHOI'O 3a apXUB
(Tonmch) (pacmmdpoBKa MMOITICH)
« » 20 T.
COI'TACOBAHO YTBEP/XJIEHA
IIpoTokon IIpoTokon DIIK apxuBHOTO
OK ®I'bOY BO «lorl' TY» YUPEKICHHUS
oT No OT No
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IIpoxosxenue npunoxenus 31

Hroropas 3amuch O KaTeropusix W KOJUYECTBE JEN 3aBEJACHHBIX B rony B
®I'BOY BO «loal'TY»

ITo cpoxam xpaHeHuUs Bcero B Tom uncie:

nepexoAs X ¢ ormetkoii «JIIK I'ocapxuBa
JIHP»

1 2 3 4

IlocTogHHOTO

JIIMTEIbHOT O
(cBbime 10 jer)

Bpemennoro
(mo 10 et BKIIOYUTETBHO)

HUTOI'O:

3aBeqyIOLINNA KaHLEIAprUen

(moamuck) (pacmmdpoBKa MOITUCH)

« » 20 T.
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Ipunoxenue 32
K1 9.3.3

®OPMA BHYTPEHHEM OITMCHU JOKYMEHTA JIEJIA

MUHUCTEPCTBO HAYKH U BbICIIET'O OBPA30BAHUSI POCCUIICKOM ®EJEPALIUN
(MUHOBPHAYKH POCCHN)

®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIETO OGPA3OBAHUSI
«IOHBACCKHM T'OCYJTAPCTBEHHbBI TEXHUYECKWI YHUBEPCUTET»
(®I'bOY BO «doal TY»)

BHYTPEHHSAA OIINCH
JIOKYMEHTOB ziena No

. Home
Ne | PerucTtpanuoHHbIM [ara 3aronoBok P
aucros | [Ipumeyanue
/Il | HOMep AOKYMEHTAa | JOKYMEHTAa | JAOKyMEHTa 1eaa
1 2 3 4 5 6
Hroro: JOKYMEHTOB

(urdpaMu ¥ MPOIHUCHIO)

KonnuecTBo TMCTOB BHYTPEHHEN ONKUCHU

(umpamut ¥ IPOITHUCHIO)

(HaMMEeHOBaHUE JIOJDKHOCTH COCTAaBHBIIIETO, (TromrmHCh) (paciudpoBKa MOAIHCH)
BHYTPEHHIOIO OITHCH JIOKyMEHTOB JIeJia)

« » 20 T.
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Ipunoxkenue 33

K 1. 9.3.3
®OPMA 3ABEPUTEJIbHOM HAJIITUCH JIEJIA
Jluct — 3aBeputens nena No
B nene noammTo U MpoHyMEpPOBAHO JUCTOB(OB)
(urdpamMu 1 IPOITUCHIO)

B ToM uucne JIUTCPHBIC HOMCpA JINCTOB
MMPOMMYIICHHBIC HOMCpPA JINCTOB
+ JINCTOB BHYTPEHHEW ONKUCHU

OcoGeHHOCTH (pU3HYECKOT0 COCTOsIHMS U ()OPMHPOBAHMS Jiejia Homepa JucroB

1 2

(HamMeHOBaHME TOIKHOCTH (Tmoammcs) (pacumdpoBKa MOIIKICH)
paboTHuKa)
« » 20 T.
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IIpunoxenue 34
K1 9.3.3

aN X!
aN LI
aN ‘@

(HaMMeHOBaHUeE BbILIECTOSIIIEH OPraHU3ALMH)

(HauMeHOBaHUE YHHUBEPCHUTETA)

(HanMeHOBaHMe CTPYKTYPHOI'O OApAa3aeIeH )

JEJIO No TOM Ne

(3aromoBoK jaemna)

(xpaiiHue 1aThl)

Ha JMCTax
XpaHUTh
@D . No.
Om. Ne
J1. No
®opmatr A4 (210x297 mm)
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IIpunoxenue 35
K1 9.3.8

®OPMA OBJIOKKHA AEJA HIOCTOAHHOI' O, JVIMTEJBHOTI'O
(CBBILIE 10 JIET) XPAHEHMUS U 110 JIMYHOMY COCTABY

MUHUCTEPCTBO HAYKHU U BICIIET'O OBPA30BAHUSI POCCUICKOM ®EJEPALIUN
(MUHOBPHAVKH POCCHUN)

®EJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIETO OBPA3OBAHUSI
«IOHBACCKHI T'OCYJTAPCTBEHHBIA TEXHUYECKWI YHUBEPCUTET»
(®I'bOY BO «doal TY»)

(HaMMEHOBAaHUE CTPYKTYPHOTO MOAPA3IEICHUS OPTaHU3ALINH )

JEJIO No TOM Ne

(3aromoBoK jaemna)

Hauaro:
OxoHYeHO:

Ha JIMCcTax
XpaHUTh
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IIpunoxenue 36
K I. 9.4.8

MHUHHUCTEPCTBO HAYKH ¥ BBICHIETO
OBPA30BAHHUSA POCCUVICKOM ®EJEPALIUA
(MMHOBPHAYKH POCCHM)

®EJIEPAJIBHOE 'OCYJAPCTBEHHOE
BIOJKETHOE
OBPA3OBATEJIbHOE YUYPEXKJIEHUE BBICHIETO
OBPA30OBAHUSA
«IOHBACCKHWM I'OCYJIAPCTBEHHbBIN
TEXHUYECKHN YHUBEPCUTET»
(®I'bOY BO «oal TY»)

AKT
Ne
O BBIJICIICHUH K YHHUTOKCHHIO
aApPXUBHBIX JOKYMEHTOB,
HE TIOJIJICXKAIINX XPaHCHUIO

IHoapa3aeaenue

Ha ocnoBanuu IlepeuHss JOKYMEHTOB 0OpasylolluXcsi B  Ipolecce
nearenbHoctu MMAHOBPHAYKHM POCCHMM u  NOABEIOMCTBEHHBIX €My
OpraHu3aIui, ¢ yKa3aHUEM CPOKOB XpaHEHMs] OTOOpaHbl K YHUUYTOXXCHHUIO KaK HE
HMMEIOIINE HAYYHO-UCTOPUUYECKON EHHOCTH M YTPATUBIIHUE MPAKTUUECKOE 3HAUCHUE
TOKyMeHTHI (hoHa No

(Ne u HazBanue onga)

Ne 3aronoBok T'oabl NeNe onmen (mpu | Ne en. xp. mo | Konuvectso | Cpoku | [Ipumeuanue
n/n aena BbI/IeJIEHHH K OnHCH en. xp. (nexx) | xpaHeHUust
(rpynmnosoii YHHYTOKECHHIO (MHAEKC 1o u NeNe
3aroJI0BOK JOKYMEHTOB NpPH | HOMEHKJIAType cTartei
JOKYMEHTOB) MOATOTOBKE JIe] K aeu) o
nepegave B apXuB nepevyHIo
OpraHHM3anuH,
rpada ne
3amo0JIHsIeTCs1)
1 2 3 4 5 6 7 8
Htoro ca. Xp. (IICJI, 3JICKTPOHHBIX I[CJ'I) 3a roabl.

(umdpamu 1 IPOIKUCHIO)

Onucn  gen MOCTOSHHOIO — XpaHeHWss  3a  roasl  yrtBepxkaeHel  OIIK

(HanMeHOBaHHE aPXUBHOTO YUPEKICHUS)
IIPOTOKOJI OT Ne

(HaI/IMeHOBaHI/Ie JOJDKHOCTH PYKOBOIAUTCIIA

noapa3IesIeHus) (moamuce) (pacuudpoBka noamucK)
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(HaI/IMeHOBaHI/Ie JOJDKHOCTH JIMla, OTBETCTBECHHOI'O
3a ACJI0IPOU3BOACTBO noupasuenem/m)

3aB. KaHIEeIIpuen

Iloanucek JIMIla OTBETCTBEHHOTO 3a
apXuB

COT'JIACOBAHO
IIpoTtokon DK opranuzanuun
oT Ne

HOKYMCHTHI B KOJIMYCCTBC

(moarmuce) (pactudpoBKa MOJIKCH)
N.0. ®amunus

(moarmuce) (pactudpoBKa MOJIKCH)
N.0O. ®amunus

(moaruce) (pacmdpoBKa MOJIKCH)

ell. Xp.

- Ha 6YMa)KHOM HOCHTCJIC YHUYTOKCHBI ITYTCM

(crmoco0 YHUYTOXKEHUS)
- Ha 3JICKTPOHHOM HOCHUTCJIC YHUYTOKCHBI ITYTCM

(cIIOCO0 YHUYTOXKEHU)

(HaI/IMeHOBaHI/Ie JOJDKHOCTH pa60THI/IKa
YHUYTOXHUBIICTO I[OKyMeHTLI)

JlaTa

(moarmuce)

HN3menenus B YUCTHBIC NOKYMCHTBI BHCCCHEI.

(pactmudpoBKa MOJIKCH)

N.0. Gamunus

(HaMMeHOBaHUe TOJDKHOCTH pabOTHHKA apXuBa (TToHrCh)
BHECIICTO U3MCHCHUS B YYCTHBIC I[OKyMeHTLI)
JlaTa
®dopmat A4 (210x297 mm)
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IIpunoxenue 37
K 1. 9.4.9

MUHHUCTEPCTBO HAYKHU M BBICIIEIO OBPA3OBAHUSA
POCCHICKOMN ®EJEPALIAA YTBEPH{I[AK)
(MUHOBPHAYKH POCCUI)

®EJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJ)KETHOE
OBPA3OBATEJIbHOE YUPEK/JIEHHUE BBICIIETO OGPASOBAHUSA PeKTOp npo@eccop
«TOHBACCKHI T'OCYJIAPCTBEHHBI TEXHUYECKUI N.O. amuiusa
YHUBEPCHUTET»
(®TBOY BO «Jlor['TY») (mozmuce)

JaTta

AKT
Ne
O BBIJICIICHUH K YHHUTOKCHHIO
aApPXUBHBIX IOKYMEHTOB,
HE TIOIJICXKAIINX XPaHCHUIO

Ha ocnoBanuu IlepeuHss OKYMEHTOB 0OpasylolIuXcsi B  IIpoliecce
nearenbHoctu MMAHOBPHAVYKHM POCCHMM u  NOABEIOMCTBEHHBIX €My
OpraHu3aIui, ¢ yKa3aHUEM CPOKOB XpaHEHMs] OTOOpaHbl K YHUYTOXKCHHUIO KaK HE
HMMEIOIINE HAYYHO-UCTOPUUYECKON LEHHOCTH W YTPATUBIIHUE MPAKTUUECKOE 3HAUCHUE
JTIOKYMEHTHI (hoHIa

(Ne u Ha3BaHue QoHIa)

Ne 3arosnoBok gena rofabl NeNe onmcu (mpu | Ne en. xp. Ilo | KonnuectBo | Cpokn | Ipume-
n/n (rpynmnoBoii BBIICJICHUN K ONMUCH el. Xp. (mes1) | XpaHeHus1 | 4YaHUe
3aroJIOBOK YHUYTOXKCHUIO (MHOEKC Mo u NeNe

JOKYMEHTOB) JOKYMEHTOB NIPM | HOMEHKJIAType crareii
NMOAr0TOBKeE JAeJ K aeJ) 1o nepey-
nepeaave B apXuB HIO

OpraHu3anuM,
rpada ne
3ano0JIHsIeTCs1)
1 2 3 4 5 6 7 8
Htoro Ca. Xp. 3a T'OAFbI.

(umdpamu 1 IPOIKUCHIO)

Onucu fAen TOCTOSSHHOTO XpaHEHHUs 3a TOAbl YTBEPKICHBI
OIIK

(HaMeHOBaHME aPXUBHOTO YUPEKICHHU)
(IpoTOKOI OT No )
[loanuce JiMiia OTBETCTBEHHOTO N.0. Gamunus
3a apXuB (moamnuce) (pacimdpoBKa MOAIKCH)
COI''TACOBAHO YTBEPXJIEH
IIpoTtokon DK opranuzanuun ITpotokon DIIK apXUBHOTO yupeKICHHUS
oT No OT No
JIOKYMEHTBI B KOJTMYECTBE ex. Xp.
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- Ha 6YMa)KHOM HOCHTCJIC YHUYTOKCHBI ITYTCM

(crIoco0 YHHUUTOXKEHU)
- Ha 3JICKTPOHHOM HOCHUTCJIC YHUYITOKCHBI ITYTCM

(crIoco0 YHUYTOXKEHUS)

HN3menenus B YUYCTHBIC NOKYMCHTBI BHCCCHEI.

N.0. Gamunus

(HaMMEHOBaHHE JIOJKHOCTH PaOOTHUKA apXHUBa (moamnuce) (pacimdpoBKa MOAIKCH)
BHECILEr0 U3MCHEHUsSI B yYETHBIEC JJOKYMEHTBI)

JlaTa

®dopmat A4 (210x297 mm)

Ipunoxenue 38
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K . 9.5.4

®OPMA OIINCHU AEJ HOCTOAHHOI'O XPAHEHUA 110 IMYHOMY
COCTABY, JVIMTEJBHOI'O (CBBILIE 10 JIET) XPAHEHUA
CTPYKTYPHOI O ITOAPA3AEJIEHUSA

MUHUCTEPCTBO HAYKHU U BICHIET'O OBPA30BAHUSI POCCUIICKOM ®EJEPALIUN
(MUHOBPHAYKH POCCHU)

®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIETO OGPA3OBAHUSI
«IOHBACCKHM T'OCYJTAPCTBEHHbBIA TEXHUYECKWI YHUBEPCUTET»
(®I'bOY BO «doal TY»)

(Ha3BaHUE CTPYKTYPHOI'O IIOApa3/AEIECHU)

VTBEPX/AIO

HaWMEHOBAHUE JODKHOCTH PYKOBOJIUTEIS
CTPYKTYPHOT'O TTOApa3aeaeHus

(moarmuce) (vHUTMATBI, haMuUITIs)

« » 20 T.
OIINCDH Ne
ACJI IMOCTOSAHHOT'O XpaHCHUA (HO JINYHOMY COCTaBy, AJIUTCIIbBHOT'O (CBBIIJ_IG 10 J'IeT)
XpaHEHHUs ) 3a roJ(bl)

Cpok KoanuectBo

Ne | Hupekc | 3aroJioBok jeia Kpaiinne XpaHeHus JIUCTOB
IIpumeyanue
n/n aena (Toma, yacTn) AaThI aena (Toma, B JeJ1e
qacTn)* (Tome, yacTn)
1 2 3 4 5 6 7
HauMeHnoBaHHe CTPYKTYPHOTO Nopa3ieaeHust

B nannyto onucek BHECEHO nen ¢ No
(undpamut ¥ IPOMTUCHIO)

o Ne , B TOM YHCIJIE:

JIUTEPHBIE HOMEPA

MPOIYILIEHHbIE HOMEpPA

* I'pacha 5 mpomyckaeTcsi B OMUCH JIeJ TOCTOSIHHOTO XpaHeHUs
IIponosxenue npuiioxkenus 38
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(HauMeHOBaHME TOIKHOCTH (moammcs) (pacumdpoBKa MOAIKICH)
COCTaBUTEIIS OITUCH JIeTIa)

« » 20 T.
IHoamuce muiia
OTBETCTBEHHOTO 32 APXUB

(moamuce) (pacumdpoBKa MOIIKICH)
COI'JTACOBAHO
3aB. KaHUEIApUEn

(moamuce) (pacmdpoBKa MOIIKICH)
« » 20 I.
ITepenan TN U

(urdpaMu ¥ MPOIUCHIO)
PETUCTPAINNOHHO-KOHTPOJBbHBIX KAPTOTCK K NOKYMCHTAM

(umdpamMu 1 IPOIHUCHIO)

(HamMeHOBaHME TOIKHOCTH (TToATmICH) (pacumgpoBKa MOIIHICH)
COTPYAHHKA CTPYKTYPHOTO
ToApa3aeIcHus )

« » 20 T.

[Tpunsn el u
(urdpaMu ¥ MPOIUCHIO)

PETUCTPAINUOHHO-KOHTPOJBHBIX KAPTOTCK K IOKYMCHTAM

(umdpamMu 1 IPOIHUCHIO)

IO AT CH
JIMIa OTBETCTBCHHOI'O 3a apXUB

(moamuce) (pacumgpoBKa MOIIKICH)

« » 20 T.

IIpunoxenue 39
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K 1. 9.5.9

MUHUCTEPCTBO HAYKHU U BbICIIET'O OBPA30BAHUSI POCCUICKOM ®EJEPALIUN
(MUHOBPHAYKH POCCHU)

®EJEPAJTBHOE I'OCYJAPCTBEHHOE BIOKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIIETO OGPA3OBAHUSI
«IOHBACCKHM TOCYJTAPCTBEHHBIA TEXHUYECKWI YHUBEPCUTET»
(®I'bOY BO «doal TY»)

YTBEPXAIO
Pexrtop

(moamuce) (pacmdpoka)

« » 20 T.
MII
OIINCH Ne
JIeJ1 TIOCTOSTHHOTO XpaHeHUs (10 JMYHOMY COCTaBY)
3a roJi(b1)
X g}l,)::m KoanuectBo
Ne | Hupexc 3aroJioBoOK Jejia Kpaiinue P JIUCTOB
aena IIpumeuanue
n/n Jeia (ToMa, 4acTHn) JaThl (Toma B JleJie
. (TomMe, yacTH)
4aCTH)
1 2 3 4 5 6 7

| HaumeHoBaHMe CTPYKTYPHOIO NOAPa3AeTeHUA

B nauHbIl pa3aen onucu BHECEHO nen ¢ Ne
(umdpaMu 1 IPOTHUCHIO)

o No , B TOM 4HCJIC:
JIUTEPHBIE HOMEPA
MPOIYILIEHHbIE HOMEpPA

(HauMEeHOBaHUE JIOJDKHOCTH COCTaBHTEIL, (moamuce) (paciudpoBKa MOAIHCH)
OIUCH JIeTIa)
« » 20 r.
IIOAITUCH
JyMga OTBETCTBCHHOI'O 3a apXUB
(moamuce) (pacmudpoBKa MOITICH)
« » 20 r.
YTBEPXJIEHA COI''TACOBAHO
IIpoTokon IIpoTokon
OIIK apXUBHOTO YUPEXKICHUS OK ®I'bOY BO «loHI' TY»
oT Ne oT Ne

* I'pada 5 mpomyckaercsi B ONKCH €N MOCTOSHHOTO XPaHCHHS
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Ipunoxenue 40

K . 9.5.13

MUHUCTEPCTBO HAYKHU M BBICIIEIO OBPA3OBAHUSA
POCCHICKOMN ®EJEPALIAA
(MUHOBPHAYKH POCCUM)

®EJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJIBHOE YYPEKJTEHHUE BBICIIEIO OBPA3OBAHU S
«TOHBACCKHUM I'OCYJAPCTBEHHBIA TEXHUYECKHUIA
YHUBEPCHUTET»
(PI'BOY BO «J{orI'TY»)

AKT
Ne
OO0 yTpaTe TOKyMEHTOB
Iloapa3aenenue

B pesynbrare
B (hoHJIE MepeUnCIeHHBIX HIXKE JIell, IPEeAPUHSTHIC
(mompazneneHueM) MephI O PO3BICKY JEN MOJIOKUTEIbHBIX PE3ylbTaTOB HE JIajH, B
CBSI3M C YEM CUMTAEM BO3MOKHBIM CHSTH C yyeTa:

YCTAHOBJICHO OTCYTCTBHUC

Ne i/m | Onucek En. xp. Ne 3aroyi0BOK Kpaiinne | KoanuectBo IIpeanonaraemsole
Ne ell. Xp. AaThl JIUCTOB NPUYHHBI
OTCYTCTBMS
1 2 3 4 5 6 7
Hroro el.Xp.

(urdpaMu ¥ MPOIHUCHIO)
COI[ep)KaHI/IC YTPAYCHHBIX JOKYMCHTOB MOKCT OBITh YACTUYHO BOCIIOJIHEHO
CIcayromunumMu Ca.xp.:

(HOMepa en.Xp. U UX TPYIIIOBBIC 3aTOJIOBKH )

(HaI/IMeHOBaHI/Ie JOJDKHOCTH PYKOBOAUTCIISA

HopaseneH) (moamnuce) (pacimdpoBKa MOAIKCH)
(HaI/IMeHOBaHI/Ie JOJDKHOCTH JiMlla, OTBETCTBCHHOI'O 3a (HOZIHI/ICB) (paCIHI/I(I)pOBKa HOZIHHCI/I)
JCJIIOIIPOU3BOACTBO noztpawenem/m)
N.0. @amunus

(moAnMCh JIMIa OTBETCTBEHHOT'O 32 apXUB) (TmoIICB) (pacimdpoBKa OIHCH)
YTBEPXIEH COI'TACOBAHO*
IIpoTokon OK ®I'bOY BO «loul' TY»
OIIK apXMBHOTO YUPEXKICHUS
oT Ne oT Ne

N3meHeHust ydeTHbIE TOKYMEHTHI BHECEHBI.
N.0. Gamunus

(pacimdpoBKa MOAIKCH)

(HOZ[]'II/ICL JIMa OTBETCTBCHHOI'O 3a apXI/IB) (HOIIHI/ICB)

*Ecnu He 00HApy)XEHBI Jiea MMOCTOSIHHOTO XPaHEHHs, BKIIIOYEHHBIE B OITHACH
(dopmar A4 (210x297) )
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Ipunoxenue 41

K . 9.5.13
MHHHUCTEPCTBO HAYKH U BBICIIETO OBPA30BAHMSI
POCCHIICKOMN ®EJEPALIAA YTBEPH{HAK)
(MUHOBPHAYKH POCCHH)
®EJEPAJIBHOE F'OCYIAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJILHOE YYPEX/IEHUE BHICUIETO OBPA30OBAHHMS Pexrop npoceccop
«TIOHBACCKH TOCYJIAPCTBEHHbBIV TEXHUYECKA N.0O. ©amunus
YHHUBEPCHUTET»
(®I'BOY BO «JlonI TY») (moxmuce)
JaTta
AKT
Ne
O HCUCIIPABHUMBIX ITOBPCIKACHUAX
APXHUBHBIX JOKYMCHTAaX
Iloapasnenenue
B ¢onne (mozpasneneHus)
O6Hap}7)KCHBI HOKYMCHTHI, IIPU3HAHHBIC HCUCTIPABUMO IMOBPCIKACHHBIMH
Ne | Onmes Ne | En. 3aroJ0BOK Kpaitaue | KomnuectBo | CymHOCTb U
H/ II Xp. Ne MMOBPCKIACHHBIX AaTbl JIMCTOB MMPUYINHBI
CI. Xp. TITOBPCIKIACHUA
1 2 3 4 5 6 7
Htoro oOHapykeHO HEMCIIPABUMO MOBPEKIECHHBIX
ea.xp.

(urdpamMu ¥ MPOIUCHIO)

Hepqu/ICHCHHBIC CIA. Xp. IOMJICIKAT CIIMCAHUIO BBUAY:

(HaMMEHOBaHHE JOKHOCTH PYKOBOAUTEIIS (moamnuce) (pacimdpoBKa MOAIKCH)
TIO/Ipa3 IeIICHUST)
(HaMMEHOBaHKE JOIDKHOCTH JIMIIA, OTBETCTBEHHOTO 38 (moanuce) (pacimdpoBKa MOAIKCH)
JCJIOIIPOU3BOACTBO noapas;[enem/m)
N.0. ®amunus
(moAnMCh JIMIa OTBETCTBEHHOT'O 32 apXUB) (IOIHCE) (paciu(ppoBKa ONIHCH)
YTBEPXJIEH COI'TACOBAHO*
IIpoTokon OK ®I'bOY BO «Ioul' TY»
OIIK ApXUBHOTO yUpeKACHUS
oT No OT No
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IIponosxkenue npuiio:kenns 41

HN3menenus B YUYCTHBIC NOKYMCHTBI BHCCCHEI.

N.0. Gamunus

(moarmuce) (pactmdpoBKa MOJIKCH)

(HOI[]'II/ICL JIMa OTBETCTBCHHOI'O 3a apXI/IB)

(Dopmat A4 (210 x 297Mmm))

*Ecnu He oOHapy»XeHBI Jieia MOCTOSIHHOTO XpaHEHHsI, BKIIFOYCHHBIC B OIHCH
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MUHHUCTEPCTBO HAYKHU U BBICIIEIO OBPA3OBAHUSA
POCCHICKOMN ®EJEPALIANA
(MUHOBPHAYKH POCCUH)

®EJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJIBHOE YYPEKJIEHHUE BBICIIEIO OBPA3OBAHU S
«TOHBACCKHUM I'OCYJIAPCTBEHHBIA TEXHUYECKHUIA
YHUBEPCHUTET»
(PI'BOY BO «J{orI'TY»)

AKT
oT Ne
O BbIJAYe JI€J BO BPEMEHHOE
MOJIb30BAHUE CTOPOHHUM OpPTraHU3AIUSM

(HaI/IMeHOBaHI/Ie opraHuvsaliuu,
ee aJpec, MOYTOBBIN UHAEKC)

OcHOBaHHue

Ipunoxkenue 42

K . 9.5.13

Jist kKako# 1enu BhIaatoTes ea.xp. u3 ponga Ne

(Ha3Banue (HoH/IA)

No Onucek En. 3aro/10BOK ej1. Xp.

n/n Ne xp. Ne

KosmuectBo
JIUCTOB, popmar

IIpumeyan
ue

1 2 3 4

5

6

Bcero BBIJACTCA

__end. xXp.,

(urdpamMu 1 MPOIHUCHIO)

CPOK BO3BpalICHUA

I[ena BbIAAHbI B YIHOPAAOYCHHOM COCTOAHHH, IIOAIIWUTHI, B O6JIO)KKaX, C
MMPOHYMCPOBAHHBIMH JINCTAMHU H 3aBCPUTCIBbHBIMHA HAAIIUCAMUA.

HOHy‘IaTeJIB O6H3yeTCH HC MPpCAOCTABIIATh ACJd, ITOJIYUYCHHBIC BO BPCMCHHOC
IMOJIb30BAHUC, ITOCTOPOHHHM IJIMIIAM, HC BbIIABATb II0 HHUM KOHHﬁ, BBITIMCOK H
CIIPpaBOK, HEC HY6JII/IKOBaTB HOKYMCHTBI oe3 paspeuicHuA YHI/IBepCI/ITeTa.

[Tonyuarenb 00s3yeTCsi BEPHYTH Jeja B apXUB YHUBEPCUTETA B YKa3aHHBIA B

AKTC CPOK.

[lonyyatenb npeaynpexaeH 00 OTBETCTBEHHOCTH IO 3aKOHY B CIydae yTpaThl
WJIU TIOBPEXKIECHUS MTOTYUYEHHBIX BO BPEMEHHOE MOJIb30BAHHE JIEII.
JIOKyMEHTBI BbIJaHbl B YMOPSJOYEHOM COCTOSIHUM, MOMIIIMTHI, BOOJIOXKKAX, C
MIPOHYMEPOBAHHBIMU JTUCTAMHU U 3aBEPUTEIbHBIMHA HAJATUCIMH.
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[Tonmyuarenb 00s3yeTcssi HE MPEIOCTaBIATh JOKYMEHTHI, TMOJYy4YEHHBIE BO
BPEMEHHOE TMOJIb30BAHUE, ISl MPOCMOTPA, MPOCIYUIMBAHUSA WIM HMCIOJIb30BaHUS
IpYyTUM OpraHu3alusiM MU TOCTOPOHHHMM JIMIAM, HE BbIIABaThb IO HUM KOIHWM,
BBITIMUCOK U CIIPABOK, HE MPOU3BOJMUTH M3BATHUA KAKUX-TUOO YacTel W3 BBIJIAHHBIX
JIOKYMEHTOB, HE MMyOJIMKOBAaTh JOKYMEHTHI 0€3 pa3pelieHus: OpraHu3alliy, BblJaBIICH
JOKYMEHTHI.

[Tonmyuarenb npeaynpexaeH 00 OTBETCTBEHHOCTH 3a yTpaTy WIH MOBPEXKICHUE
BBIJJAHHBIX JOKYMEHTOB B COOTBETCTBUM C 3aKOHOJATEIbCTBOM Poccuiickoi
denepauni.

[Tonmyuarenb 00s13yeTcsi BEpHYTh JOKYMEHTHI B apXUB B YKa3aHHBIM B aKTe
CPOK.

I[OKYMCHTBI BbIAaJI:

HanmeHnoBaHue HOKHOCTH
paboTHHKA apXuBa

(moamnuce) (pacmmgpoBKa MOANUCH)

(mara)
HanMeHoBaHME NOKHOCTH
pyKoBoauTENS (MHOTO
YIOJIHOMOYEHHOT'O UM JIUIIA)
OpraHU3all1u, BBIJAIOIIEH JeTia

(moamnuce) (pacum@poBKa MOANNUCH)
(mara) nevyaTh OpraHu3aIu
JIOKYMEHTBI IPUHSLIL:
HaumenoBanue JOJIDKHOCTHU
paboTHHKA OpraHu3aluu-
IMOJIy4YaTeiA
(moamnuch) (pacmmgpoBKa MOANNUCH)
(mara)
HaumenoBanue JOJIDKHOCTHU
pyKoBOIUTENS (MHOTO
YIIOJIHOMOYCHHOI'O UM JII/II_Ia)
OpraHn3aluUu-IIoOJIy4aTCIIA
(moamnuce) (pacmmgpoBKa MOANUCH)
(mara) nevyaTh OpraHu3aIu

(dopmar A4 (210 x 297mm))
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Ipunoxkenue 43

K 9.7.4

dopMa KHUTHM BbIIAYH JeJI B CTPYKTYPHbIe OAPAa3Ae/ieHUs] Y HUBEPCUTETA

Ne dara Bpl1aumn Doua Ne Onuce Ne Hesno Ne Kpaiinue
n/n JAThI
AOKYMEHTAa
aeJia
1 2 5 6
HaumeHnoBanue, Komy BbI1aHO IMoanuce o dara Bo3Bpara Pocnuch
L02%(0) MOJIy4YeHUH
7 8 9 10 11
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IIpunoxenue 44
K. 9.7.4

MUHUCTEPCTBO HAYKHU M BBICIIEIO OBPA3OBAHUSA
POCCHICKOMN ®EJEPALIAA
(MUHOBPHAYKH POCCUM)

®EJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJIBHOE YYPEKJIEHHUE BBICIIEIO OBPA3OBAHU S
«TOHBACCKHUM I'OCYJIAPCTBEHHBIA TEXHUYECKHUIA
YHUBEPCHUTET»
(PT'BOY BO «J{orI'TY»)

KAPTA-3AMECTUTEJIb JEJIA

Jleno
(Ne u Ha3BaHwMe)

Onuce
(Ne u Ha3BaHuMe)

Donpg
(Ne u Ha3BaHwMe)

BBII[aHO BO BPEMCHHOC ITOJIL30BAHUC .
(HauMeHOBaHUE CTPYKTYPHOTO MOAPa3/IeTICHN)

No Jlara Hoanuce Hoanuce
- ®.1.0. noab3oBaress Jara Bb11aun BbIIABLIET0 | IOJIy4YHUBIIEr0
n/n BO3BpaTa
AeJ10 AeJ10

(Dopmat A4 (210 x 297 mm))
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IIpunoxenue 45
k1. 10.6

MUHUCTEPCTBO HAYKHU U BBICIIET'O OBPA30BAHUSI POCCUICKOM ®EJEPALIUN
(MUHOBPHAYKH POCCHUU)

®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOKETHOE
OBPA3OBATEJILHOE YUYPEKJIEHHWUE BBICIIETO OGPA3OBAHUSI
«IOHBACCKHM T'OCYJTAPCTBEHHbBIA TEXHUYECKNI YHUBEPCUTET»
(®I'bOY BO «doal TY»)

APXUBHAS CITPABKA

Ha Ne OoT

Texkct

OcHoBaHUeE:

(JI0MKHOCTH PYKOBOAMTENS noonucsy (pacmmdpoBKa MOITICH)
YHUBEPCUTETA WJIK UHOTO
YIIOJITHOMOYE€HHOI'O UM .HI/I]_Ia)

MII

(TOANKCH JHIA OTBETCTBEHHOTO noonucs (pacungpoBKa MOIIUCH)
3a OKu/l)

(ToANKCH JHIa OTBETCTBEHHOTO noonucs (pacungpoBKa MOIIUCH)
3a apXuB)
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