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CornacoBana JIIMK T'ocynapcTBEHHOro KOMHUTETA
Pecniy6nuku TarapcTan mo apXxuBHOMY Jieny,
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Yr1BepxkaeHa npukazoM pektopa ot 15.05.2019 Ne86-O
| O01HMe moJI0KeHUus

1.1. Hncrpykuus 1O JeIONpPOU3BOACTBY B  (pelepajbHOM TI'OCYAAPCTBEHHOM
OIO/DKETHOM ~ 00pa30BaTeNbHOM  YUPEXKACHHUM  BbICHIEro  oOpasoBaHus  «KazaHckuit
rOCyJapCTBEHHbIN apXUTEKTYPHO-CTPOUTENIBHBIA YHUBEPCUTET» (Hajee — HMHCTPYKIH)
pa3zpaboTaHa B COOTBETCTBUU MHpukazoM DenepanbHOro apxuHoro areHTcTBa or 11.04.2018
Ned4  «O6  yrBepxknmenuu [lpumepHON  MHCTPYKIIMM 1O  JEJIONPOU3BOJICTBY B
rOCy/1apCTBEHHBIX OPraHU3ALUIX».

1.2. Hucrpykuus pazpaboTaHa B LEISIX COBEPLICHCTBOBAHMS JEJIONPOU3BOACTBA U
noBbIIEeHUS () (HEeKTUBHOCTH paboOTHl ¢ JOKYMEHTAaMH IIyTeM periaMeHTallid Ha eIWHOU
IIPaBOBOW M METOAMYECKON OCHOBE MpaBWJI MOATOTOBKU TOKYMEHTOB, TEXHOJIOTHI paboThI €
HUMH, OpraHM3allMM MX TEKYIIEro XpaHEHUss U IOATOTOBKM K II€pellaue B apXuB
YHHUBEpCHUTETA.

1.3. Unctpykuumst ~ ycraHaBiuBaeT  TpeOOBaHMA K  JIOKyMEHTHPOBAHUIO
yIpaBJIEHYECKON  JEATENbHOCTM W OpraHM3aluu  paboTel €  JOKYMEHTaMd B
JIeTTOTIPOU3BOJICTBE  (PEeNIEpaTbHOTO TOCYAApCTBEHHOTO OIO/DKETHOTO  00pa3oBaTEIBLHOTO
yupexaeHus Bblciero obpazoBaHus «KaszaHCkMii rocynapcTBEHHBIH — apXUTEKTYpHO-
CTPOUTEJIbHBIN YHUBEPCUTET» (JjaJiee — YHUBEPCUTET).

1.1. TlonoxeHHs MHCTPYKIUHM pPACHPOCTPAHSIOTCS HAa OpraHu3aluio padoThl ¢
OpraHU3al[MOHHO-PACHIOPSAUTENBHBIMA  JOKYMEHTAMH HE3aBHCHUMO OT BHJa HOCHUTEIS,
BKJIIOYAsl TOATOTOBKY, PETUCTPAllMI0, Y4Y€T W KOHTPOJb MCIOJIHEHHUS JOKYMEHTOB,
OpraHM3alMI0 WX TEKYIIEro XpaHEHMs, OCYLIECTBIISIEMblE C IMOMOIIBI0 HH(POPMALMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.

1.2.  OcobeHHOCTH oOpraHu3anmui paboOTBl C JOKYMEHTaMH, COJCPIKAIIMH
UH(POPMALIMIO OIPaHMYEHHOTO JOCTyna (KOMMEPUYECKYI0 TalHy, MepCOHAJIbHbIE JaHHbIE U
UHYI0O KOHQUACHLIHAIbHYI0 HH(OpPMAIMIO), PEryJHUpYyIOTCS OTAECIbHBIMH HOPMAaTHUBHBIMU
aKTaMH, YTBEPKJAEMBIMH PEKTOPOM YHUBEPCHUTETA.

1.3. Opranuzanusi, BeJCHHUE M COBEPUICHCTBOBAHME JEIONPOU3BOCTBA HA OCHOBE
€IMHOM MOJUTUKH U MIPUHIIUIIOB, IPUMEHEHUE COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTUI
B paboTe ¢ JOKYMEHTaMH, METOAMYECKOE PYKOBOACTBO U KOHTPOJb COOIIONEHUS TMOpsIKa
paboThl ¢ JOKyMEHTaMU B MOJpPa3JeiCHHUSIX YHUBEPCUTETa BO3JIaraercs Ha CTPYKTYpHOE
NoJpa3JielieHue, OTBETCTBEHHOE 3a BeJeHHMe JenonpousBojcTBa (mamee — Ciyx0Oa
JIETIOTIPOU3BO/JICTBA).

1.4. Cnayx0a nenonpous3BOJACTBAa JAECUCTBYET Ha OCHOBAHUHU IIOJIOKEHHUS O Hell,
YTBEPKAAEMOIO PEKTOPOM YHHUBEpPCHUTETAa U OMNpeNessioniero 3agadd U (QyHKIUH
NOJIpa3/ieNICHus, €r0 MPaBa U OTBETCTBEHHOCTb.

1.5. OTBETCTBEHHOCTbH 3a OPraHU3AlNI0 PadOTHI C JOKYMEHTaMH B MOJIpa3AesieHUsIX
YHMBEPCUTETA BO3J1araeTcsi Ha PYKOBOAMTENEH 3TUX monpasfeneHuil. HemocpencrtBeHHoe
BEJICHHE  JEJIONMPOM3BOACTBA B  MOJpPA3JEICHUSIX  YHUBEPCUTETa  OCYILIECTBISETCS
JIETTOTIPOU3BOUTEIEM WM WHBIM PAaOOTHUKOM MOJpPAa3/eNeHusi, Ha KOTOPOTrO BO3JIOKEHBI
00s3aHHOCTH  TI0  BEJEHUIO  JEJIONPOM3BOJACTBA  (Jajiee —  JAEJNONPOU3BOAUTEIH
MO/Ipa3ieNCHus).

1.6. JlomkHOCTHBIE OOS3aHHOCTH, IPaBa U OTBETCTBEHHOCTh PaOOTHUKOB CITyKObI
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JIeJIONIPON3BOJICTBA,  JICJIONPOU3BOJUTENEH  NOJpPA3[elieHut W HMHBIX  paOOTHHKOB,
OTBETCTBEHHBIX 3a OpPTaHU3aIMI0 PabOTHl C JOKYMEHTAMH, OINPEICINISIOTCS JTOJKHOCTHBIMH
UHCTPYKLHUSAMHU.

1.7. Ha mepuwopn ormycka, KOMaHIUPOBKH, OOJIE3HM WIM B CIy4yae YBOJBHCHHS
paOOTHUKU CTPYKTYPHBIX MOApa3feieHuid o00s3aHbl IepefaBaTh BCE HaXOAALIMecs Ha
UCTIOJIHEHUH JTOKYMEHTHI JIEIONPOU3BOIUTEINIO OAPA3ACIICHUS U IPYTOMY PaOOTHHUKY IO
yKa3aHUIO PYKOBOJIUTENS MOJAPA3ICIICHUS.

1.8. Ilpu cmeHe nenoNpOU3BOAMTENS MOAPA3ACICHUS COCTABISIETCS aKT IpueMa-
nepeaayr JOKyMEHTOB U JIEll.

1.9. Copnepxanue cinyXeOHBIX JIOKYMEHTOB HE TMOMJICKUT  pa3TJalleHHIO.
B3aumoneiictBue co cpeactBamMu MaccoBOil MH(popMmanuM, meperaya MM KakoH-1ubo
UHPOpPMALIUK WM JTOKYMEHTOB M UX KOMHH JOIYyCKAETCS TOJBKO C pa3pemieHHsl PeKTopa
YHHUBEPCUTETA UM HHOTO YIOJIHOMOYEHHOI'O UM JIOJDKHOCTHOTO JIMLIA.

1.10. PaGoTHMKHM YHMBEpPCHUTETa HECYT IMCHUIUIMHAPHYIO, aIMHUHHCTPATUBHYIO H
MHYIO, YCTaHOBJICHHYIO 3aKOHojaTesbcTBOM Poccuiickoit denepannu, OTBETCTBEHHOCTh 3a
HapyIlIeHWE CPOKOB XPAHEHUS JOKYMEHTOB, YTPATy U HECAHKIIMOHUPOBAHHOE YHUUYTOKEHUE
CIIy’K€OHBIX JJOKYMEHTOB.

1.11. Tlpum yrpaTe TOKYMEHTOB JIEIOMPOU3BOAUTEND MOJApa3aeiacHus] HHPOPMHUPYET
PYKOBOJUTENST CTPYKTypHOro mnojpaszenenuss u Ciyx0y AeI0npou3BOJICTBA, MOCIE YEro
OpraHU3yeTcsl PO3bICK JOKYMEHTOB.

1.12. Ecnu po3bICK JOKYMEHTOB HE JaeT pe3yjbTaTa COCTaBIISIETCS aKT, B KOTOPOM
YKa3bIBAIOTCS JaHHbIE YTPAUEHHOI'O JOKYMEHTa, a TakkKe OOCTOATEIbCTBA, NPU KOTOPBIX
OpOM30LIUIa yTpaTa, IOCIAE€ Yero NpPeANpPUHUMAIOTCS Mepbl [0 3aMELICHUI0 JaHHOTO
JIOKYMEHTA 3aBEPEHHOM KOIIUEH JOKYMEHTA.

1.13. IlpaBuma  paGoTbl ¢  JOKYMEHTaMH B  CHUCTEME€  JJIEKTPOHHOIO
TOKyMeHT0ooOOpoTa yHuBepcutera (namee — COJl) u MHBIX MHPOPMAIMOHHBIX CHUCTEMax, B
KOTOPBIX OCYILIECTBISIETCS CO3/1aHUE (BKIIOYEHHE) U XPaHEHUE JOKYMEHTOB, HE JIOJIKHBI
BXOJIMTH B IPOTUBOPEUHE C MOJIOKEHUSIMH WHCTPYKIIHH.

Il JokymeHTHpOBaHHE YIIPABJIECHYECKOI JesiTeIbHOCTH

2.1. B cooTBeTCTBUU ¢ 3aKOHOJATENLCTBOM Poccmiickoii denepanuu, T0KaATbHBIMH
HOPMAaTUBHBIMH aKTaMH B YHHMBEPCUTETE H3HAIOTCS OPraHU3allMOHHO-PACIIOPSIUTEIbHBIE
JIOKYMEHTBI.

2.2. Buocuthb Kakue-nuOO WCHpaBiIeHHUs WIA J00aBIEHUS B MOANHUCAHHBIC
(YTBEpKIEHHBIC) TIOKYMEHTHI HE IOMYCKaeTCs.

2.3. Co3ganwe JOKYMEHTOB B YHUBepcHTeTe, Hcmonb3yromeid CDOJl, B memsx
noBbilieHUsT d(hdexTuBHOCTH HUcTonb30oBaHus COJI, ocylIecTBIseTCs C HCIONIb30BAHHEM
m1abJI0HOB OJIAHKOB JIOKYMEHTOB U MIA0JIOHOB JOKYMEHTOB.

2.4. DneKTpoHHBbIC WIA0JOHBI OJIAHKOB JOKYMEHTOB IOJIKHBI OBITh HJICHTHYHBI
0JIaHKaM JJOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

2.5. JlokymeHTHl yHUBepcuTeTa OGOPMISIOTCS Ha ONaHKAaX WM CTaHAAPTHBIX
nuctax Oymaru ¢popmara A4.

2.6.  JIns U3roTOBJIEHUS JOKYMEHTOB B YHUBEPCUTETE UCIIONB3YIOTCS:

OJlaHK C TPOJOJIBHBIM PACIIONIOKCHHEM PEKBU3UTOB IS ITOATOTOBKH TIPHKa3a,
pacmopsKeHUs, TPOTOKOJA, aKTa U JPYTUX JTOKYMEHTOB, KPOME IHCEM;

OlaHK THChMa IS BEJCHUS TICPENMCKH C OpTraHW3alusMH M TpaKIaHAMH,
Haxo[sAuMMucs Ha Teppuropun Poccuiickon denepaunu;

OJIaHK TMMChMa C PEKBH3UTAMH HAa PYCCKOM H OJHOM W3 WHOCTPAHHBIX SI3BIKOB JISI
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BE/ICHUS NEPENUCKH € 3apyOeKHBIMH KOPPECTIOHIEHTAMHU.

2.7. Ilpu wu3maHUM JOKYMEHTOB Ha CTaHIAPTHBIX JIMCTaXx OyMarun Ha HUX
BOCIIPOU3BOSATCA PEKBU3UTHI, HEOOXOAMMBIE MJsl JOKYMEHTOB KOHKPETHOIO BHAA WIIH
Pa3sHOBUHOCTH.

2.8.  IIpoexktupoBaHue OJAHKOB JTOKYMEHTOB OCYIIECTBISETCS B COOTBETCTBUH C
['OCT P 7.097-2016 «Cucrema craHaaproB mo wuHpopManmuy, OHOIMOTEYHOMY U
u3garenabckoMy Jneny. OpraHn3almOHHO-paclopsauTeabHas JokyMeHTauus. TpeGoBaHus K
O0(OPMIICHHIO TOKYMEHTOB).

2.9. bnaHku JIOKyMEHTOB YHHUBEPCHUTETa M3rOTABIMBAIOTCA  TUIOIPapCKUM
CHoco0OM, CpeICTBaMH ONEPATUBHOMN MONMUTpadUH UM KOMIBIOTEPHON TEXHHUKH.

2.10. JloxymMeHThl H3rOTaBIIMBAIOTCA Ha OyMaXHOM HocuTene H B (dopme
AIIEKTPOHHBIX JIOKYMEHTOB C COOJIIOJJCHMEM YCTAHOBICHHBIX MpaBMJI  O(OPMIICHUS
JIOKYMEHTOB.

2.11. JlokyMeHTHl yHHBepcHTETa, O(OpMIICHHBIE KaK Ha OJaHKe, Tak U 0e3 Hero,
JIOJKHBI UMETH I10J1s1 HE MEHee:

30 MM — I€BOE;

15 MM — mpaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEeE.

2.12. JloKyMeHTBI,  W3JaBaeMble  COBMECTHO OJHOH WM  HECKOJHKUMH
opraHu3anusmMu, OoQOpPMISIOTCS Ha CTAaHIAPTHBIX JIMCTaX Oymard C BOCHPOHM3BEACHUEM
PEKBU3HUTOB BCEX OPTaHM3ALNH, YYACTBYIOUINX B H3aHUU IOKYMEHTA.

2.13. Ilpu NOATrOTOBKE JOKYMEHTOB JONYCKAaeTCsl MHCIOJIb30BaHUE JIMLEBOH MU
000pOTHOI CTOPOHBI JHcTa. [Ipu ABYCTOPOHHEM CO3MaHWUU JOKYMEHTOB HIMPHHA JIEBOTO
HOJIS1 Ha JIMIEBOM CTOPOHE JIUCTa W MPaBOro MOl Ha 0OOPOTHOH CTOpPOHE JIUCTA JIOJIKHBI
OBITH PaBHBI.

2.14. Tlpu co3gaHMM JOKyMEHTa Ha JABYX M 0ojee CTpaHHLaX BTOPYIO H
MOCJIEIYIONINEe CTPAaHWIBI HyMepyroT. Homepa CTpaHHII NPOCTABIAIOTCA IO CEpenuHe
BEPXHETO I0JIs IOKyMEHTa Ha paccTossHUM 10 MM OT BEpXHEro Kpas JHCTa.

2.15. JIns U3roTOBJACHHUS JOKYMEHTOB MCIOJB3yeTCs TapHuTypa mpudra Times New
Roman , pasmep mpudra — Ne 12-14 nr.

IIpu cocraBneHUM TaAOMUI[ JOMYCKAETCS HCIIOJIb30BAaHUE MIPUPTOB MEHBIINUX
pazmepoB — Ne 10, 11 mT.

2.16. AO03amHbIi OTCTYI B TEKCTE JOKYMEHTa - 1,25 cMm.

3aroJoBKM pa3iefioB M IMOJPAa3/eioB IeyaTaroTcs € ab3alHbIM OTCTYNIOM WIIH
LHEHTPUPYIOTCS 1O MIHUPHHE TEKCTA.

2.17. Tekct mOKyMeHTa TIedaraeTcs depe3 | MeXKCTPOYHBIH HHTEpBal. TEKCT
JIOKYMEHTa BbIPAaBHUBAETCS 110 IIUPUHE JIUCTA.

MHOTOCTpOUYHBIE PEKBH3HUTHI TEYATAIOTCS Yepe3 OJMH MEKCTPOYHBIH WHTEpBAI,
COCTaBHBIE YAaCTH PEKBU3UTOB MOTYT Pa3JeIATHCS IOMOJIHUTEILHBIM HHTEPBAJIOM.

Ecmu  JHOKyMEHT TOTOBHTCS /Il WM3JaHUS C yYMEHBIIEHHEM MacimTada, TEeKCT
reyaTaeTcs uepes Ba MHTepBaja.

WuTepBan mexay OykBamH B cloBaXx — 0ObIYHBIN. VIHTEpBasl MEXy CIOBaMU — OJIMH
npoben.

CTpokr pEKBU3UTOB BBIPAaBHUBAIOTCS 110 JIEBOH TpaHHIIE 30HBI PACIIOJIOKEHHS
PEKBU3UTA WM HEHTPYIOTCS OTHOCUTENILHO CaMOM JITMHHOM CTPOKH.

JlnmuHa caMO¥ JIJTMHHOM CTPOKW PEKBH3HTA TPH YTIIOBOM PACIIONIOKEHUH PEKBU3HUTOB
He Ooiee 7,5 cm.

JInnHa caMOM JJIMHHOM CTPOKM PpEKBH3UTA IIpU MPOJOJIBHOM  PaCIOIOKEHUN
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PEKBU3HUTOB He Oosee 12 cwM.

2.18. Ilpu moAroToBKE MHOTOCTPAHWYHBIX TOKYMEHTOB O(OPMIISAETCS TUTYIbHBIHI

JIUCT.

2.19. CoctraB pPEKBU3UTOB, HCIOIB3YEMbIX s  OQOpPMIICHUS

JIOKYMEHTOB,

OIIpeIeTIsIeTCsl BUJOM (Pa3HOBHIHOCTBIO) OPTaHU3aMOHHO-PACTIOPSJUTEIBHOTO IOKYMEHTA.
2.20. Ilpu mOATrOTOBKE [OKYMEHTOB YHUBEPCUTETA HCIIOJIB3YIOTCS PEKBH3UTHI,

yctanoBierasie 'OCT P 7.0.97-2016:
2.20.1. xox hopMBI JOKYMEHTA;
2.20.2. HauMEHOBaHHWE OpraHU3AINH;
2.20.3. HaMMEHOBAaHHE CTPYKTYPHOTO MOJIPA3/ICICHUS;
2.20.4. HanMeHOBaHHE JOJDKHOCTH JIMIA;
2.20.5. cnpaBoyHbIE TaHHBIE 00 OpPraHU3aIINY;
2.20.6. HauMeHOBaHUE BUJA IOKYMEHTA;
2.20.7.  nara JOKyMEHTa;
2.20.8.  perucTpanMOHHBIN HOMEpP TOKYMEHTa;

2.20.9.  ccpUIKa Ha PETHCTPAMOHHBIN HOMEP U JIaTy MOCTYIUBIIETO TOKYMEHTA,

2.20.10. wmecTo coctaBneHus (U34aHUA) JOKYMEHTA,
2.20.11. rpud orpaHUUEHU JOCTYIA K JOKYMEHTY;
2.20.12. anpecar;

2.20.13. rpud yTBEpKICHUS TOKYMEHTA,

2.20.14. 3aroioBOK K TEKCTY;

2.20.15. TeKCT TOKyMEHTa;

2.20.16. oTMeTKa O MPUIIOKCHHH;

2.20.17. Ttpud cormacoBaHus JOKYMEHTA;

2.20.18. Bu3a;

2.20.19. moxmuce;

2.20.20. otmMeTka 00 3IEKTPOHHOM MOAIKUCH;
2.20.21. mneuyaTs,

2.20.22. oTMeTKa 00 HCIIOIHUTEIIE;

2.20.23. oTMeTKa O 3aBEpPEHUH KOIINH;

2.20.24. oTMeTKa O MOCTYIUIEHUH JOKYMEHTA;
2.20.25. pesomonus;

2.20.26. oTMeTKa 0 KOHTpPOIIE;

2.20.27. oTMeTka O HANPaBJICHUH JOKYMEHTA B JIEJIO.

2.21. bnask npuka3za (pacrnopsiKeHUs1) YHUBEPCUTETa BKIIOYAET PEKBU3UTHI:

HAaNUMCHOBAHUC OpraHU3alluH,

CIIPaBOYHBIC JJAHHBIC 00 OpraHH3alru,
HanMCHOBAHUC BHJ1a JOKYMCHTA,

MCCTO COCTABJICHHA WJIU U3AaHUA TOKYMCHTA,

OTMCTKHU IJId pasMCIICHUA PCKBU3UTOB «daTa JOKYMCHTA», «pCr I/ICTpaI_II/IOHHHﬁ

HOMCEP JOKYMCHTa».

2.22. bimaHk nucbMa YHUBCPCUTETA JOJIKCH BKIIIOYATh CJICAYIOIIUC PCKBU3UTHI:

HAaNMMCHOBAHUC OpraHU3allnuu,
CIIPaBOYHBIC JJAHHBIC 00 OpraHHu3alunu,

OTMCTKHU IJIA MPOCTABJICHUA PCKBU3UTOB «daTa JOKYMCHTa», ((peFI/ICTpaHI/IOHHHﬁ
HOMCPp JOKYMCHTa», «CCBIJIKAa Ha pCFI/ICTpaHI/IOHHHI\/’I HOMCPp U JaTy NOCTYIIHUBIICTO

JOKYMCHTA».

2.23. BHyTpeHHHE JOKYMEHTHl YHHUBEpcUTeTa, odopmisieMble HEe Ha OJlaHKE,

JOJIKHBI COACPIKATE COOTBETCTBYIOIIMEC BUAY JOKYMCHTA PCKBHU3UTEI.
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2.24. Konm ¢opmbl JOKYMEHTa WIPOCTaBIsACTCS Ha YHUPUIIMPOBAHHBIX (opMax
JOKYMEHTOB B COOTBETCTBHH € OOIIEpPOCCUICKUM KIACCU(PUKATOPOM YIPaBICHYECKOU
nokymentanuu (OKVY/]) wnu nokanbHbBIM Ki1acCU(UKATOPOM, pacrojiaraetcss B IMPaBOM
BEpPXHEM YIJy pabodero mojsi JOKYMEHTa, COCTOMT U3 cjoB «Popma mo (HaMMEHOBAaHHE
Kkiaccudukaropa)» u UppoBOro Kojaa.

2.25. HaumeHoBanue  yHHBepcHTETa  Ha  OJaHKe  JOKYMEHTa  JOJDKHO
COOTBETCTBOBATh HAaWMEHOBaHWIO B YcTaBe yHHBepcurera. Ha OnaHkax JOKYMEHTOB
yKa3bpIBa€TCs MOJHOE OQHUIMAIbHOEC HAMMEHOBAHWE YHHBEPCHUTETAa C YKa3aHHEM €ro
OpraHU3aI[MOHHO-TIPAaBOBOM (OpMBI, HaJ HAUMEHOBAHHEM YHUBEPCUTETA YKa3bIBACTCS
HAaVMEHOBAHME BBINIECTOSIICH OpraHuM3auuu (MpH €€ HaIW4YUH), 10J HAaNMMEHOBAHHEM
YHHUBEpPCUTETa B CKOOKaxX yKa3bIBaeTCs COKpPALIEHHOE HAaHMMEHOBAaHUE YHHUBEPCHUTETa, €CIIU
OHO IIPEYCMOTPEHO YCTaBOM.

2.26. CropaBouHble JaHHbIe 00 OpraHu3aldyd BKIJIIOYAIOT: TOYTOBBIM  anpec
OpraHu3aiuy  (JONOJHUTEIBHO MOXKET  YKa3blBaTbCid  aJpec  MECTa  HaXOXKIACHUS
IOPUAMYECKOTO JINIIA, €CIIM OH HE COBIIAJIAeT C MOYTOBBIM apecoM); HoMep Tenedona, (akca,
agpec  JJEKTPOHHOM IOYThI, CETEBOM ajapec, a TakkKe KOJ OpraHu3alud 10
Ob6mepoccuiickomy knaccudpukaropy npeanpuatuid u opranuzauuii (OKIIO), ocHoBHOMU
TrOCYIapCTBEHHBIA perucTpanuoHHbii HoMep opranm3arnmu (OI'PH) u uneHTHGUKAITMOHHBII
HOMEp HaJIOTOIUIATEeNbIIMKA / KOJ| MPUYMHBI TOCTaHOBKHU Ha Hanorossiid yueT (MHH/KIIIT).

2.27. HammeHoBaHuMe BHAAa JOKYMEHTa YKa3bIBae€TCS HA BCEX [OKYMEHTax, 3a
UCKIIIOYCHHEM JICJIOBBIX (CIy>KeOHBIX) IHCEM, pacmojiaraercs IMoJ HauMEHOBAaHHEM
OpraHu3alIiHu.

2.28. Jlata gokyMeHTa JOJKHA COOTBETCTBOBAThH JaTe MOANMUCAHUS (YTBEP>KICHUS)
JIOKYMEHTa WK (B IPOTOKOJax) Aare COObITHSA, 3a(UKCUPOBAHHOTO B JOKYMEHTE.

Jlata JOKyMEHTa 3aluChIBAE€TCS B IOCIEA0BAaTEIbHOCTH: JEHb Mecsla, MecAl, I'of
OJIHUM U3 JIBYX CIIOCOOOB:

apabckumu 1udpamu, pasaeaeHHbIMA Toukoit: 05.06.2018;

cJIo0BECHO-TIU(PpoBEIM criocobom: 5 urons 2018 r.

Ha nokymentax, odopmisiemblx Ha OnaHKe, JaTa JOKYMEHTa MPOCTAaBISETCS IO
PEKBU3UTAMH «HAMMEHOBAaHWE BHUAA JOKYMEHTa» (B OJaHKax KOHKPETHBIX BHJIOB
JIOKYMEHTOB) U «CIIPABOYHBIE TaHHBIE 00 OpraHu3anun» (B OJIaHKaX MTUCEM).

JlaToli 1OKyMeHTa, W3JaHHOIO COBMECTHO [JBYMs WM OoJjiee OpraHu3alusiMu
(TOJKHOCTHBIMH JTUIIAMH ), SIBTISIETCS J1aTa MOAMUCAHUS JOKYMEHTA TOCTIeHEe CTOPOHOM.

2.29. PerucrpalMoOHHBIA HOMEp AOKYMEHTa — IU(POBON WM OyKBEHHO-IIU(POBOI
UICHTU(PUKATOP JTOKYMEHTA, COCTOSALIMN U3 MOPSAKOBOIO HOMEpa JOKYMEHTa, KOTOPBIH, 10
YCMOTPEHHIO YHHBEPCHUTETA, MOXKET JOMONHATHCS HU(PPOBBIMH WM OYKBEHHBIMH KOJaMHU
(MHIIeKCaMH) B COOTBETCTBHHM C UCIOJIB3YEMbIMU KJIaCCU(PUKATOPaAMHU.

Ha nokymeHTe, COCTAaBIE€HHOM COBMECTHO JBYMs M Oojiee OpraHU3alUsIMH,
MPOCTABJISIIOTCS  PETHUCTPAllMOHHBIE HOMEpa JOKYMEHTa, IPUCBOEHHBbIE KaXIAOW U3
opranuzaiuii. PeructpanyoHHble HOMepa IPOCTABISAIOTCS B MOPSAAKE  yKa3aHUs
HAaMMEHOBAHMI OpraHM3aIil B 3ar0JI0BOYHOM YacTu (mpeaMOysie) TOKYMEHTa U OTIEISIIOTCS
JPYT OT Apyra KOCOW 4epToil.

2.30. Cchutka Ha pPETHCTPAIIMOHHBIA HOMEpP W JaTy NOCTYMUBIIETO JOKYMEHTa,
coCTOAIasl M3 PErHMCTPAllMOHHOTO HOMEpa W JaThl BXOAAILIETO JOKYMEHTa, Ha KOTOPBIH
JTaeTcsl OTBET, MpocTaBisieTcs B Buae oTMeTku «Ha Ne ... oT ...» B GiaHke nucbMma.

B TekcT nucbMa-oTBETa CBEJCHUS O PETHCTPALMOHHOM HOMEpE M JIaTe MOCTYNHBIIETO
MUChMa HE BKJIFOYAIOTCS.

2.31. Mecro cocTtaBieHus (M31aHus1) JOKYMEHTa YKa3bIBa€TCsl BO BCEX JIOKYMEHTaX,
KpOME JIeJIOBBIX  (CIy)K€OHBIX) MHCEM, BHYTPEHHUX HH(OPMALMOHHO-CIIPABOYHBIX
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JOKYMEHTOB, a TaKX€ B ClIy4ae, €CJIM MECTO HAaXOXICHHMsS OpraHu3allid BXOIUT B €€
HaVMEHOBaHME, HanpuMep: MOCKOBCKUI TOPOJICKON YHUBEPCUTET YIIPABICHUS.

Mecto cocTaBieHus (M31aHMsI) JOKYMEHTa yKa3bIBAETCsl B COOTBETCTBUU C IPUHATHIM
aJMMHHMCTPATUBHO-TEPPUTOPHAIIBHBIM JIEJIEHUEM, Hanpumep: c. biarosemenckoe Benbckoro
p-Ha ApXaHrenbCKon 0071.

2.32. T'pud orpanuyeHHs AOCTyNa K JOKYMEHTY IPOCTABISETCSA B MPAaBOM BEPXHEM
yIiy MEepBOro JMCTa JOKyMEHTa (MpPOeKTa JOKYMEHTa, CONPOBOAMTEIBHOIO IHUCbMA K
JOKYMEHTY) OT T'PaHHIIBI BEPXHETO MOl IPU HAIWYHH B JOKYMEHTE WH(POpPMAIMU, JOCTYI K
KOTOPOW OIpPaHUYUBAETCA B COOTBETCTBUHU € 3aKOHOAaTenbcTBOM Poccuiickoit denepanum.

Bunsl ucrnonb3yeMbIX B YHUBEPCUTETE TPH(OB OrpaHUYEHHUS JOCTYyIA JIOJKHBI
COOTBETCTBOBATh 3aKOHOAATEIbHBIM M MHBIM HOPMATHBHBIM IIPAaBOBBIM akTaM Poccuiickoi
@enepaul U JODKHBI OBITh 3aKpEIUIEHBl B JIOKAIBHBIX HOPMATUBHBIX akTax. ['pud
OTPaHUYEHHUs JIOCTyNa K JOKYMEHTY (momerka «Jlyis ciykeOHOro mnojb30BaHUs», I'pud
«Kommepueckas TaliHa») MOXKET JONOJHATHCS HOMEPOM 3K3EMILISpA JOKYMEHTA U JPYTUMU
CBEJCHUSIMH B COOTBETCTBHH € 3aKOHOJATENbCTBOM Poccuiickoit Penepanui.

B nokyMmeHTax  yHUBEpPCHTETa,  COJEpXAIIMX  CBEACHMS,  COCTaBIAIOLIUE
KOMMEPUYECKYIO TaliHy, B cOOTBETCTBUM ¢ PenepanbHbIM 3akoHOM OT 29 uroiist 2004 r. Ne 98-
@3 «O KoMMepuecKkoil TaiHe» Hapaxy ¢ rpudom yKa3bBalOTCA MOJTHOE O(QUIMATBEHOE
HAauMEHOBAHME IOPUANUYECKOTO JINLA, MECTO €0 HaxoxaeHus. Hanpumep:

KoMmMmepueckasa TamHa

®BY «HammMmeHOBaHMEe oOpTraHmM3aLum»
MecTO HaxXOXIeHUSd

2.33. Apgpecar — pEKBHM3WT, UCIOJNB3YeMBbIH TpU  OQOPMIICHHH  JEJIOBBIX
(cayxeOHBIX) MUCeM, BHYTPEHHUX HH(POPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB.

AnpecaroM IOKyMEHTa MOKET OBITh OpraHW3alus, CTPYKTYpHOE MOJpa3leeHue
OpraHu3aly, JOKHOCTHOE MM (PU3HUECKOE JIUILIO.

PexBu3utr «agpecar» odopMmisieTcss Ha ONaHKe C  YIJOBBIM  PACHOJI0KEHHEM
PEKBU3UTOB — B BEpXHEW MpPaBOM 4YacTH JOKYMEHTa, Ha OJaHKe C MPOJOJIbHBIM
pacrioio)KeHHeM pPEKBH3UTOB — CIIpaBa T0J peKBU3UTaMu OnaHka. CTPOKH pPEKBU3UTA
«azpecar» BBIPABHMBAIOTCSA IO JIEBOMY Kpal0 WIM LEHTPYIOTCS OTHOCUTEIBHO CcaMoi
JUIMHHOW CTPOKHU.

IIpu ajpecoBaHuMM JOKYMEHTa pPYKOBOJHUTENIO (3aMECTUTENIO0 PYKOBOJIUTENS)
OpraHu3alliy YKa3bIBAIOTCS B JIATEIILHOM T1a/Ie)Ke€ HAMMEHOBAHUE JIOJDKHOCTH PYKOBOJIUTEIIS
(3amMecTHTENsT PYKOBOJUTENs), BKJIIOYAIOIIEe HAUMEHOBAHWE OpraHM3aluH, (aMUIIIHUIO,
WHUIAATBI TOJDKHOCTHOTO JHia. Hampumep:

I'enepasibHOMY IOUPEKTOPY
OBY «HammMeHOBaHUE
opraHM3aLuM»
Sammama M.O.

[Ipu anpecoBanny NMUChMa B OPraHU3alMIO YKa3bIBAETCS €€ MOJTHOE WM COKPAIllEHHOEe
HAaUMEHOBAHUE B UMEHUTEILHOM IaJIEXKE.

[Ipu agpecoBaHuu JOKyMEHTa B CTPYKTYpHOE TOJipa3fielieHue OpraHu3aluud B
PEKBU3UTE «aapecaTy yKa3bIBalOTCS B MMEHMTEIBLHOM IaJ€Ke HAMMEHOBAHME OpraHU3aluy,
HUKe — HAMEHOBaHUE CTPYKTYpPHOTo nojapasenenus. Hanmpumep:
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®BY «HammenoBaHme
OpT'aHM3aLum»
drHaHCOBOE yIpaBJieHUEe

IIpu azpecoBaHuM nTUCbMA PYKOBOAMUTEII  CTPYKTYPHOI'O  MOJpPA3AEICHUS
YKa3bIBAIOTCS B UMEHUTEIHHOM IMaJ[e’ke HAaMMEHOBAHHE OpPraHU3allid, HIKE — B JAaTEIbHOM
NaJe)Ke HAUMEHOBAHME  JOJDKHOCTM  PYKOBOAMTENS, BKJIIOYAIOIIEE HAUMEHOBAHME
CTPYKTYpPHOTO Mojpa3ieneHus, pamunuto, nHUIMaIb6L. Hanpumep:

oBY «HawmmMeHOBaHUe
opraHM3aLmm»
PykoBomuTe o JOTOBOPHO-
IpaBoOBOTO OTIeJia
Qammaima M.O.

[Tepen damunmei MOMKHOCTHOTO JIMIA JOMYCKACTCS YIIOTPEOISITh COKPAIICHUE «T-
Hy» (TOCTIOANHY), €CIH aapecaT MY>KUMHA, UIH «Tr-Ke» (TOCHOXKe), eCH aJipecar KEeHIUHA,
Harpumep:

r-Hy Qammimsa M.O.
r—xe Qamumimsa M.O.

[Ipu pacceuike MTOKyMEHTa TpylIie OpraHu3aliil OJIHOTO THUIIA WU B CTPYKTYpPHBIE
noJipa3fieNieHusl OJIHOM OopraHu3aluy, ajipecar ykasbiBaeTcs 00o0menno. Hanpuwmep:

PykoromouTenaM OMUIMaJIOB
®BY «HammeHoBaHMe
opTraHM3aLum»

PyxkopomuTeaM ynpaBJIeHUN
n ormesioB ®BY «HammMmeHoBaHUME
opraHmM3aLmum»

IIpy pacceuike JOKyMEHTa HE BCEM  OpraHU3alMsIM  WIA  CTPYKTYpPHBIM
MOJPA3/IeIEHUsIM TOJT PEKBU3UTOM «AjipecaT» B CKOOKax yKa3blBaeTcs: «(10 CIHCKY)».
Hanpuwmep:

PyxkopomuTenaM ynpaBJIeHUN
n ornesioB ®BY «HamMmeHOBaHUME
OpPTraHM3alunm»

(mo cnmcky)

CHuCcoK pacChUIKH COCTABIISIETCS] UCTIOJTHUTEIIEM.

Ecin nucbmMo HampaBisieTcss B OpPraHM3alyi0 WM JOJDKHOCTHOMY JIMIYY W JUIS
CBEJICHUS €Ile Py OpraHU3alHil WIH TOJDKHOCTHBIX JIII, O0Iee KOJIWYECTBO aapecaToB HE
JOJKHO OBITH OOJiee YeThIpEX, MPH STOM OCHOBHOW aJpecaT yKa3bIBaeTCs IMEPBBIM, CIOBO
«Komnusi» mepes BTOpbIM, TPETHUM, Y€TBEPTHIM a/IpecaTaMH HE IeYaTaeTCsl.

B cocraB pekBusura «Aapecar» MOXKET BXOAWTH IOYTOBBIM ajpec. DIEMEHTbI
MOYTOBOTO aJpeca YKa3bIBAIOTCS B IIOCJIEIOBATEILHOCTH, YyCTaHOBJIeHHOUW [IpaBmiamu
OKa3aHUs yCIyT MOYTOBOU CBSI3U:

a) IS IOPUAMYECKOTO JUIla — IOJHOE WM COKpPAIIeHHOEe HanMeHOBaHUE (TpHu
HAIMYUN), U TPOKIAHUHA — PaMIITUS, UM, OTYECTBO (ITOCIIEAHEE IPU HATUYHH);
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0) OaHKOBCKME pEKBU3HWTHl ()11 TOYTOBBIX  IIEPEBOAOB,  HAIMPABIICMBIX
IOPUMYECKOMY JIUITY WIH IPUHAMAEMBIX OT FOPUIUIECKOTO JIHUIIA);

B) Ha3BaHUE YJIHUI[bl, HOMEP JI0Ma, HOMEP KBapTUPBbL;

') Ha3BaHHUE HACEJIEHHOTO MYHKTA;

1) Ha3BaHHe pailoHa;

€) Ha3BaHKE PECIYOJIUKH, Kpasi, 001aCTH, aBTOHOMHOTO OKpyra (00JacTH);

K) Ha3BaHHE CTPaHbI (151 MEKIYHAPOIHBIX TTOYTOBBIX OTHPABICHUIN);

3) IOYTOBBINA UHIEKC.

[TouToBsIii agpec HE yKas3bIBaeTCs B JOKYMEHTAaX, HAIllPaBIISIEMbIX B BBICHINE OPTraHbI
BJIACTH, BBIIICCTOSIINE OPTaHU3AIMH, IOJABEIOMCTBCHHBIC OpPraHW3alUd U MOCTOSHHBIM
KOpPpECHOHJIeHTaM (3a HCKJIIOYEHHWEM HalpaBJIeHUs NHCeM YyKa3aHHbIM ajapecaTaMm B
KOHBEPTAaX C MPO3PAYHBIMU OKHAMHU ).

[Ipn ornpaBke mHchbMa IO SJIEKTPOHHON mMouTe WM (QakCUMUIBbHON cBsizu (0e3
JOCBUIKH 110 TIOYTE) MOYTOBBIA aapec He yKaszbiBaeTcs. l[Ipn HE0OXOIUMOCTH MOXKET OBITh
yKa3aH 3JIeKTPOHHBIN aapec (Homep Tenedona/pakca). Hanpumep:

®BY «HammeHOBaHUE
opraHM3alnm»

SJIEKTPOHHEI anpec

2.34. TI'pud yTBepKIeHHS TOKYMEHTa IPOCTABIIAETCS Ha JOKYMEHTaxX B IIPaBOM
BEPXHEM YTy MEpPBOIo JiUcTa JoKyMeHTa. CTPOKM PEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY
Kparo WIKM LEHTPYIOTCS OTHOCUTEIIBHO CAMOM JIJIMHHOW CTPOKH.

[Ipu yTBEepKIeHHH TOKYMEHTa COOCTBEHHOPYYHOW IMOAIMMUCHIO JOJDKHOCTHOTO JIMIA
rpu¢ yrBepxkaeHus coctout u3 cioa «YTBEPXK/IAIO», HauMeHOBaHUS JOKHOCTH JIMIIA,
YTBEPKAAIOIIETO JTIOKYMEHT, €ro MOAMHCH, WHUIUANOB, (aMUIMM M JaThl YTBEP)KICHUS.
Harpumep:

YTBEPXIAI
IupexTop ®BY «HammMeHOBaHMe
OpPTIaHM3alVm»

[Nognmuce n.0. damwmnmusa
HaTa

[Ipu yTBepKIeHUHN TOKYMEHTa PAacTOPSIAUTEIbHBIM JOKYMEHTOM TpU( yTBEpKICHUS
cocroutr wu3 crnoBa «YTBEPXJIEH» («YTBEPXJEHA», «YTBEPXJIEHbI» wmu
«YTBEPXJIEHO»), coriacoBaHHOTO ¢ HaMMEHOBAaHWEM BHJIa YTBEPKIAEMOTO JOKYMEHTA,
Ha3BaHUs BUAA PACHOPSAIUTEIHLHOTO JOKYMEHTA B TBOPUTEILHOM MAJIEXKeE, €ro 1aThl, HOMEPA.
Hampuwmep:

(PeryiameHT) YTBEPXIEH
npmukasom OBY «HamMmMeHOBaHME
OpTraHM3aLum»
or 5 oxTabps 2017 r. N 82

(IIpaBuna) YTBEPXIEHH
npmkasom OBY «HamMeHOBaHME
OpTraHM3aLum»
or 5 oxrabpsa 2017 r. N 83

HpI/I YTBCPXKIACHUMU OOKYMCHTA KOJUICTHAJIbHBIM, COBCIIATCIBHBIM WM HWHBIM
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OpPraHOM, pEIICHUSI KOTOpOro (UKCUPYIOTCS B TPOTOKOJIE, B Tpude YTBEPKIACHUS
YKa3bIBAETCs, HANMEHOBAHUE OPraHa, JlaTa 1 HOMep MpoToKkoa (B ckoOkax). Hampumep:

(TToJstoxeHMe) YTBEPXIEHO
HaydyHO-TEeXHUMUECKMM COBETOM
OBY «VHHOBaALIMA»
(mpoTokos or 12.09.2017 N 12)

2.35. 3aroJoBOK K TEKCTy - KpaTKoe CoJepXaHue AOKyMeHTa. Ecim 3aromoBok K
TEKCTy OTBEYAaeT Ha BOMPOC «O 4eM?», oH HaumHaercs ¢ mpemiora «O» («O6»). Eciu
3aroJIOBOK K TEKCTY OTBEYAET Ha BOIPOC «UEro?», OH COCTABIISET OAHO IIEJI0€ C Ha3BaHHEM
BUJA ToKymeHTa. Hanpumep:

npukas (0 4€m?) 0 coO3JaHUM ATTECTALMOHHON KOMUCCUU

mucbMo (0 u€M?) 0 MPe0CTaBICHUH HHPOPMALIHH

akT (4ero?) mpuema-rnepesadn e

MIPOTOKOJI (dero?) 3acefaHus SKCIIEPTHONH KOMUCCHH

3aroJoBOK K TEKCTY OGOpPMIIAETCS TMOJA PEKBU3UTAMH OJIaHKA CJIeBa, OT TPaHHIIBI
JICBOTO TIOJISL.

2.36. Tekct NOKyMEHTa COCTaBIISIETCS Ha TOCYIAapCTBEHHOM si3bIke Poccuiickoii
@Oenepallii WM TOCYJAPCTBEHHOM S3bIKE (S3bIKax) pecnyOnuk B cocraBe Poccuiickoii
@®enepallii B COOTBETCTBUM C 3aKOHOJATENBCTBOM pecnyOnuk B cocTaBe Poccuiickoit
®enepanuu.

Tekct nmoxkymeHTa MJODKEH OBITH COCTaBICH TI'PAMOTHO, SICHO, IOHATHO U IIO
BO3MOXXHOCTH KpaTko. TeKkcT AOKyMEeHTa JTOJIKEH COAEpKaThb JOCTOBEPHYIO M aKTyalbHYIO
UH(POPMALIHIO, JOCTATOYHYIO JJISl TPUHATHS PEHICHWH WIM WX HCIOJHEHHS, HE IOJDKEH
JIOITYCKATh PAa3TUYHBIX TOJIKOBAHUIH.

B Tekcre mokymeHTa, IOJATOTOBICHHOM Ha OCHOBAaHMH 3aKOHOJATENBHBIX WM WHBIX
HOPMATHUBHBIX IPAaBOBBIX AaKTOB, paHEe W3JaHHBIX paclOpPAIUTEIbHBIX JOKYMEHTOB,
YKa3bIBAIOTCS MX PEKBU3UTHI:

HaMEHOBaHME JIOKYMEHTa, HalMEHOBaHHME OpraHa BjJacTd (OpraHu3aluu),
u3gaBmiero(ei) OKyMEHT, Jara JOKyMEHTa, pPErHCTPAllMOHHBIA HOMEp JOKYMEHTa,
3aroJIOBOK K TEKCTY;

HAaMEHOBAHHME OPTaHU3aIlMM WM JOJDKHOCTHOTO JIMIIA, YTBEPIWBIIETO JOKYMEHT,
JlaTa yTBEPKACHUS JOKYMEHTA.

Tekct moxyMeHTa MOXET COAEp)KaTh pa3ieiibl, MOJAPa3/ieibl, MyHKTHI, MOAITYHKTEHI,
HyMepyeMmble apaOCKuMH LuppaMu. YpoBHeH pyOpHKalMM TeKCTa HE JOJDKHO ObITh Ooiee
YeThIpex.

TekcT JOKyMeHTa u3yaraercs:

B TpHUKa3axX, HM3/aHHBIX EIWHOJIMYHO, — OT TEpPBOTO JIMIA EAMHCTBEHHOTO YHCIa
(«..Mp UK a3blBarw);

B INPHKa3aX, W3AaHHBIX COBMECTHO JIBYMsI WM 0OJiee OpraHW3alHsIMHU, - OT MEPBOTO
JIMIIa MHOYKECTBEHHOTO YHCIIA (... TP UK a3 Bl B A € M»);

B IPOTOKOJIAX 3aCelaHUil — OT TPEThero JMIA MHOXXECTBEHHOTO 4YHCla
(«CIIYIIAJIN», « BBICTYITUJIN», «[TOCTAHOBUJIN» unu «PEILNIIN»);

B JIEJIOBBIX MHUCbMaX, O(OPMIICHHBIX Ha OJIaHKaX OpraHu3aliH, — OT IEPBOrO JIMLA
MHOXXECTBEHHOTO 4YHclia (TMPOCHM, HaNpaBlisieM, TpeajaraeM) Wi OT TPEThEro JnIa
€IMHCTBEHHOTO  4Yucia  («IpeAnpHsTHE HE  BO3PaXaer...»,  «UMHCTUTYT  CUHUTAET
BO3MOXHBIM...»);

B JICJIOBBIX MHUCbMaX, O(POPMIICHHBIX Ha JIOJDKHOCTHBIX OJIaHKaxX, — OT MEPBOro JIMLA
€IMHCTBEHHOTO YHCIIA («IIPOIIY...», IPEIIIArao...»);
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B JIOKJIIAJHBIX M CIY>KEOHBIX 3alHMCKaX, 3asBIEHUSAX — OT I[EpBOro Juia
€IMHCTBEHHOTO YHCIIA («IPOILY...», «CUUTAI0 HEOOXOAUMBIM...»);

B JIOKyYMEHTax, YyCTaHaBIWBamOmMX (yHkuu  (oOs3aHHOCTH), TIpaBa |
OTBETCTBEHHOCTh CTPYKTYPHBIX MOJpa3/eliecHui, pabOTHUKOB (ITOJIOKEHUE, HHCTPYKIIHS), a
TaK)Ke COJepXKalllUX OIMCAaHUE CUTyaluid, aHaiu3 (aKTOB U BBIBOJBI (AKT, CIPaBKa),
UCTIONb3yeTcst (opMa HU3JOKEHHS TEKCTa OT TPEThero JHIa EIUHCTBEHHOTO HIIU
MHOKECTBEHHOI0 4ucia («OTHAeN OCYIIECTBISET (YHKIHH...», «KOMHUCCHS IpoBeia
IPOBEPKY...»).

[Ipy moAroToBKEe TEKCTa MTOKYMEHTa ClieAyeT coOJoaTh MpaBuia HaMUCaHUS
OpUIMATEHBIX HANMCHOBAHUN, YUCTUTEILHBIX U CIMHUI] U3MEPCHHUS.

B Tekcrax IOKYMEHTOB yIOTPEONAIOTCS OOIIEHpHHAThIE aOOpeBHATYpHl U
rpaduvecKre COKpameHHs.

[Ipu ykazanuu B TekcTe (haMUINH JTUIa MHULIAAJIBI CTaBATCS MOCie (haMUIuu.

B nenoBbIx (Ciry’keOHBIX ) MUChbMAX MCIIOIB3YOTCS:

BCTYNMUTEIbHOE OOpalieHue:

YBaxaeMel T'OCNOIMH I[lperncenaTedib !
YBaxaeMeld T'OCIOAMH MuHMCTP !
YBaxaeMel T'OCNONUH JBaHOB!
YBaxaemas rocrnoxa lleTpoBa!

YBaxaemet VBaH IleTpoBuy!
YBaxaemass AHHa HwukojaerBHa!
YBaxaeMmele rTocrnona!

3aKJIIOYMTENbHAS ATUKETHAsS Ppaza: «C yBaKEHHUEM, ...

HaumenoBanue nopKHOCTM B OOpallleHMM MUIIETCS C MPONUCHOM OYKBBI, B
oOpatieHny 1o paMUJIUN HHUIMAIIBI JIMLA HE YKa3bIBAIOTCS.

2.37. OtMmeTKa O TPHIOXKEHHH COJCPKHUT CBEIEHHUS O JOKyMEHTe (JOKyMEHTax),
IpugaraeMoM K CONpPOBOJUTENBHOMY HHCbMY, HHOMY HH()OPMAIMOHHO-CIIPABOYHOMY
JOKYMEHTY, WJIM O TOM, YTO JOKYMEHT SIBJISIETCSI MPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY
(HOpMaTHBHOMY, PACTIOPSIAUTEILHOMY UIIU HHOMY).

B conpoBoauTenbHBIX MUCbMAX U APYTHX WH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTAX
OTMETKa O MPHIOKEHUHU OPOPMIISETCS MO TEKCTOM OT I'PaHUIBI JIEBOTO MOJIS CIEIYIOIINM
obpa3zom:

€CJIM IPUJIO’KEHNE Ha3BaHO B TEKCTE:

[lpunoxeHue: Ha 2 J. B 1 5K3.
CCJIN IPUTIOKCHUC HEC HA3BAHO B TCKCTC UJIN €CJIN HpI/IJ'IO)KCHI/Iﬁ HECKOJIBKO:
punoxeHue: 1. IlojoxeHMe 00 VYHOpaBJIEHMM PETIMOHAJIBHOTO KPeIMTOBAHMA
Ha 5 1. B 1 5k3.
2. CnpaBkKa O KaJpOBOM COCTabke YIpaBJIeHMS PeTMOHAaJIbHOTO
KpeIMTOBaHUA Ha 2 Ji. B 1 BK3.
€CII TIPHUIIOKEHUE (TIPUITOKEHHS) COPOIITIOPOBAHO(BI):
[IpuoXxeHre: B 2 BK3.

[IpunoxeHmue: otdueT o HUP B 2 »3K3.

cClin AOKYMCHT, SIBHSIIOH_[PIP’ICH MMPUIIOKCHUCM, HUMECT MPUIIOKCHUA C
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CaMOCTOSITENIbHOM HyMepaluen CTpaHuIL;

[IpuioxeHue : IOTOBOP BOBME3OHOI'O okaszsaHusa ycayr oT 05.09.2017
N 32-17/72 u OpUIOXeHMS K HeMy, BCeTo Ha 7 JI.

€ClId TMHCbMO HaIpaBisIeTCd HECKOJIbKUM ajpecaraM, a JAOKYMEHT-IPUIIOKEHUE
TOJIBKO IIEPBOMY aJipecary:

[IpUIIOXEHHKE : Ha 3 J. B 1 3K3. TOJBKO B IEPBHM aIpec.

€ClIM  NPWIOKEHUEM  ABISAIOTCS  JIOKYMEHTBI, 3alMCcaHHble Ha  (PU3HUECKH
000CO0JICHHBIH AJIEKTPOHHBII HOCUTEb:

[Mpunoxenme: DVD-R B 1 3K3.

I[Ipu »srom Ha BkiIagpimie (KOHBEPTE), B KOTOPBIA TIOMEIIACTCS HOCHTEIb,
YKa3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB, 3alIUCAHHBIX Ha HOCUTENb, UMEHa (paiinoB, 00beM
B OaiiTax.

B pacnopsmuTenbHbIX JTOKyMEHTax (IpUKa3aX, pacHopsiKeHHsX), JJAOroBOpax,
MOJIOKCHUSAX, TPABUJIAX, MHCTPYKIUSX M JPYIHX JOKYMEHTaX OTMETKa O MPWIOKCHHH
odopmItsieTcs ClIeIyIoIIM 00pa3oM:

B TEKCTE JIOKYMCHTA IPH MEPBOM YIIOMHUHAHWH JOKYMEHTA-TIPUJIOKEHHUSI B CKOOKax
yKa3bIBaeTCs: ...(MPUIIOKEHHE) WK ... (putokerue 1), (mpuoxenue Ne 1);

Ha TICPBOM JIMCTE JIOKYMEHTA-TIPUIOKCHHSI B IPABOM BEPXHEM YTy YKa3bIBACTCS:

MpunoxeHmue N 2

k npmukazsy OBY «HammenorBaHMe
opTraHM3aLmm»

or 15.08.2017 N 112

Ecium npunoxxkeHneM K pacnopsIUTEIBHOMY JIOKYMEHTY SIBJISIETCS  JIOKAJIBHBIN
HOPMATHUBHBIM aKT WM HMHOW JOKYMEHT, YTBEP)KIAae€MbId [JaHHBIM PpaCIOPSAAUTEIbHBIM
JIOKYMEHTOM, Ha MEPBOM JIMCTE NMPHIJIOKEHUS MPOCTABISIETCS OTMETKA O MpUiIokeHUH (6e3
CCBUIKM Ha paclopsIuTeIbHbIN JOKYMEHT) U Ipu( yTBEpXKIEHHs, B KOTOPOM YKa3bIBAIOTCS
JTAHHBIE PACIOPSAIUTEIBHOIO JOKYMEHTA, KOTOPBIM YTBEPKIEH JIOKYMEHT-IIPUIIOKEHUE.
Harpumep:

punoxeHue N 1

YTBEPXIEHO

npukasom ObBY «HammMeHOBaHME
OpTraHn3aLum»

or 18.09.2017 M 67

2.38. T'pud cormacoBaHus MPOCTaBISIETCS HA JOKYMEHTE B CIyyae €ro BHEIIHETO
COrJTIacoBaHUs (COTJIACOBAHUE C OpraHaMH BJIACTH, UHBIMHA OPTaHU3AIUSMU, JIOJDKHOCTHBIMHU
JUIIAMH ).

I'pud cormacoBanuwss B 3aBUCHMOCTH OT BHJa JOKYMEHTA M OCOOCHHOCTEH €ro
0(OpPMIICHUS MOKET TIPOCTABIIATHCS

Ha TIEPBOM JIUCTE JOKYMEHTa (eCiau JOKYMEHT HWMEeT TUTYJIbHBIA JIHCT, — Ha
TUTYJLHOM JIUCTE) B JIEBOM BEpPXHEM YIIy Ha YpoBHE rpuda YTBEpKIEHUS WIH TOJ
HAaUMEHOBAaHHEM JOKYMEHTa OJIMKe K HIYKHEMY TI0JTIO);
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Ha MOCJICTHEM JIUCTE JOKYMEHTA I10J] TEKCTOM;

Ha JIMCTE COIIACOBAHMUS, SIBJISIOIIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA.

I'pud cormacoBanms cocrout u3 cioBa «COI'JTACOBAHOY», moskHOCTH nMIa, C
KOTOpPBIM  COIJIaCOBaH  JIOKYMEHT (BKJIIOYash HAMMEHOBAHME  OpraHMU3allid), €ro
COOCTBEHHOPYYHOU MOANMCH, HHUITHAIOB, (pamMriiu, 1aThl coriiacoBanus. Hampumep:

COTJIACOBAHO
T'eHepallbHEIY OUPEKTOP
®BY «Hammenomanme

OpTraHM3aLuM»
[Togonuce n.o. dammimsa
ITaTa

Ecnu cornacoBanue OCyHIECTBIISAETCS KOJUIETHAJIBHBIM, COBEILATEIbHBIM WM HHBIM
opraHoM, B Tpude coriacoBaHUS YKa3bIBalOTCS CBEACHHS 00 oOpraHe, COIJacoBaBIIEM
JIOKYMEHT, AaT€ U HOMEPE MIPOTOKOJIA, B KOTOPOM 3a(pUKCUPOBAHO PEIICHHUE O COIVIACOBAaHUHU.
Ecnu  cormacoBaHue  OCYyLIECTBIIIETCS  IMCbMOM,  YKa3blBAIOTCS  BHUJ ~ JOKYMEHTA,
HAaNMMEHOBAHUE OPraHU3alllM, COTJIACOBABIIEN JOKYMEHT, JaTa U HOMep nucbMa. Hanpumep:

COTJIACOBAHO
Hay4yHO-TEeXHUUYECKVM COBETOM
®BY «HammMmeHOBaHMe opTraHM3aLIUM»

(MpoTokoOJI OT \E )
COT'JIACOBAHO

nuceMomMm OBY «HamMeHOBaHMeE
OpTraHM3aLuM»

oT Ne

2.39. BuyTtpeHHee coriacoBaHHe TOKyYMEHTa odopMisieTcsl Bu30il. Busza BeipakaeT
MHEHHME JIMLA, BHU3UPYIOIIEro TMPOEKT JOKYMEHTa, M BKJIIOYACT: JOJDKHOCTh JIMIIA,
BU3HUPYIOIIETO JOKYMEHT, MOJANUCH, PACIIM(POBKY NOANUCH (MHULIMAIBL, (PaMUINIO) U JIaTy
Bu3upoBanus. Hanpumep:

PykKoOBOIMTEJIb HOPUINYECKOTO OTHesa
I[Toonmuce n.0. dammnusa
IarTa

[Tpu Hanm4Mu 3aMedaHuil K TOKYMEHTY BU3Y O(pOPMIISIOT CIEAYIOIUM 00pazoMm:

3aMedaHrsa NpuilaranTcsH.
PyKOBROIOMUTEJb HOPUINYIECKOTO OTIeJa
[Togonuce n.0. dammnmusga

JarTa

B AOKYMCHTAX, IMOJJIMHHHUKU KOTOPBIX XPAHATCA B OPraHU3alv, BU3bI IIPOCTABJIAIOT
Ha MOCJIICAHEM JIUCTC JOKYMCHTA MO/ MOAIMUCHIO, HA 060p0Te IMOCJICAHETO JINCTA ITOAJIMHHUKA
JOKYMCHTA UJIKM Ha JIMCTC COTJIaCOBAHUS (BI/I3I/IpOBaHI/I${), npujaaracMom K J0KYMCHTY.

B HCXOOAINX AOKYMCHTAaX BHU3bI IHPOCTABIAKOTCA Ha OJBK3CMIUIApax JOKYMCHTOB,
nomMeumacMbIX B A€JI0.

Ilo YCMOTPECHHUIO OpraHu3aluy MOXET IPHUMCEHATHCA IMOJIMCTHOC BHU3HUPOBAHUC
JAOKYMCHTA U €TO0 HpHHO)I(CHPlﬁ.
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CornacoBaHue INPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYLIECTBISETCA B
cooTBeTCTBUU C NyHKTamu 4.1 - 4.11 uncTpyKuuu.

2.40. Ilomnuch BKJIHOYAeT: HAaMMEHOBAHME JOJDKHOCTH JIMIA, MOANUCHIBAIOLIETO
JIOKYMEHT, er0 COOCTBEHHOPYUYHYIO MOJMUCH, MHUIHANIBI, (hamumio. Hanmpumep:

T'eHepalJlIbHBEIY OUPEKTOP [Mopnmce n.o0. dammnma

Ecimu noxymeHT odopmiieH He Ha OJlaHKe, B HAMMEHOBAHHE JIOJDKHOCTH BKITFOUASTCS
HauMeHOBaHUe opranuzanuu. Hampumep:

I'eHepasibHBEIN OUPEKTOP

OBY «HammeHnoBaHMe
OopTraHm3almm» llognuce n.0. dammnmsa

HpI/I O(i)OpMJ'IeHI/II/I AOKYMCHTA Ha O1aHKe JOJDKHOCTHOI'O JIMIIAa AOJXKHOCTB 3TOI'O JHIla
B ITIOAIIMCH HC YKAa3bIBACTCA.

[Toonuce n.o0. dammnmsa

HpI/I MMOANUNCAHUN JOKYMCEHTA HCCKOJIbKUMH NOJDKHOCTHBIMU JIMIAMHU, 3aHUMAOIIINUMHA
PAa3HOC IMOJIOKCHHUE, UX NOAINHMCH pacClojararoTcsa oaHa IoJq I[perﬁ B IIOCJICAOBATCIIbHOCTH,
COOTBeTCTBYIOH_Ieﬁ CTAaTyCy NOJDKHOCTH. HaanMep:

T'eHepallbHBEIM OUPEKTOP [lognuce n.0. dammnmsa
T'JlaBHEIM OyxTajiTep Mopnuce n.o0. dammnma

[lpy mnoamucaHuM JOKyMEHTa HECKOJbKUMHU JIMIIAMU PABHBIX JOJDKHOCTEH WX
HOJNUCH PACOJIaraloTcs Ha OJHOM ypoBHe. Hampumep:

3aMecTUTEeNIb OUPpeKTOopa 3aMecTuTeslb OMpeKTOopa
10 GMHAHCOBEIM BOIPOCaM 10 aIMMHMCTPaTUMBHEIM BOIpOCaM
[Tognuce n.0. dammnmsa INlognmuce n.0. dammnmsa

B JOKYMCHTAx, MOATOTOBJICHHBIX KOMI/ICCI/Ieﬁ, B IMOAIKUCH YKA3bIBACTCA CTATYC JIMIIA B
COCTaB€ KOMUCCHH. HaHpHMep:

[lpencenmaTesib KOMUCCUM Topnmce n.0. dammnmsa
UJIeHBEl KOMMCCHUU I[Toonmce n.o0. dammnmusa
[Noonmuce n.0. dammnusa

[Ipu moxanmucaHUM JOKYMEHTA IUIIOM, HCIOJHSIIOIMIMM OOS3aHHOCTH PYKOBOJMTEIS,
noAnuch ogopmisieTcss ¢ yKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIa B COOTBETCTBHUH C
npuka3zoM (pacnopsbkenueM). Hampumep:

M.o. mupexTopa Topnmce n.0. dammnmsa
1ZMe%

Vcnonuawouul o0A3aHHOCTU
oypexKTopa [lonnmcse n.0. dammnma

HpI/I noAnmuCaHuM OOKYMCHTa JIMIIOM, HMMCHOIIUM IIpaBO MIOANUCHA B ClIy4dac
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BPEMEHHOTO OTCYTCTBHUSI PYKOBOJHUTEIIS,, HWCIPABJICHHS B HAMMEHOBAHUE JIOJKHOCTH M
pacmudpoBKy (haMUIHK TOITOTOBICHHOTO U COTJIACOBAHHOTO MPOEKTa JOKYMEHTAa BHOCSTCS
OT PYKM WJIM C HUCIOJb30BAaHUEM COOTBETCTBYIOIIMX INTamIioB. He momyckaercs CTaBUTH
KOCYIO0 4epTy, HAAMKHCh «3a» Iepe]] HAaMMEHOBAaHHUEM JOJDKHOCTH JIMIA B TOJIIUCH, €CIIU
JIOKYMEHT MOAMUCHIBAET HHOE IOKHOCTHOE JIUIIO.

241. Otmerka 00 OIEKTPOHHOW TMOANMHMCH WCHOJB3YETCS JJs BU3YAIH3AIUH
3JICKTPOHHOM MOJAIMKUCH TIOJTydaTesieM JIOKYMEHTa IIPH 0OMEHE AJICKTPOHHBIMU JIOKYMEHTAMH,
HOJIMMCAaHHBIMU YCHIICHHON KBATH(DPUIUPOBAHHOMN 31IEKTPOHHON MOIHCHIO.

B cootBercTBUM ¢ 3akoHOmarenbcTBOM Poccmiickoit ®enepamuu  oTMeTKa 00
AJIEKTPOHHON moAnHUcH (HOopMHpYETCS W BU3YATH3UPYETCS MPOTPAMMHBIMH CPEACTBAMH.
OtMeTka 00 AJIEKTPOHHOW MOAMHMCH BKIOYaeT (pazy «JloOKyMEHT MOANMUCAH SJIECKTPOHHOU
MOJIMTMCEHIO», HOMEP cepTu(dUKaTa KIIF0Ya 3JICKTPOHHOU MOANHCH, (HaMUIINIO, UMS, OTYECTBO
BlIajieNblla cepTu(duKara, Cpok JeHCTBHS cepTH(]HUKaTa KIOYa DJICKTPOHHOW IOJIKCH.
Hanpuwmep:

IOOKYMEHT
IIOOIIMICAH
IMpexrTop BJIEKTPOHHOM TOAMMUCHIO n.0. dammnmsa
Ceprubmkar 1alllaaa000000000011
Brnapmeneu dammnmsa Vima OTUYeCcTBO
IOencrBuTesed ¢ 01.12.2012 mo 01.12.2017

[Toanucanue (yTBepkIeHHE) JOKYMEHTa OCYIIECTBISETCS B COOTBETCTBUU C TYHKTOM
2.40 UHCTPYKIIUY.

2.42. Tlleuats 3aBepsieT MOIJIMHHOCTh MOJMUCH JOKHOCTHOTO JIMIIA HA IOKYMEHTAX,
YAOCTOBEPSIOMUX TMpaBa Jull, (QUKCUPYIOMMX (aKThl, CBS3aHHbIE C (DUHAHCOBBIMH
CpeACTBaMH, a TAKXKE HAa MHBIX JIOKYMEHTax, MPEeAyCMaTpPUBAIOIIMX 3aBEPEHUE MOJIUCH
MeYaThi0 B COOTBETCTBUH C 3aKOHOAATEILCTBOM Poccuiickoit @enepanuu.

JIokyMeHTBl 3aBepsItOT Te4yaTblo yHUBepcuTeTa. lledars mpocraBisieTcsi, He
3aXBaThIBasi COOCTBEHHOPYYHOW MOJIMWCH JIMLA, MOJIUCABIIEr0 JOKYMEHT, WJIH B MECTe,
o6o3naueHHOM «MIT» («MecTo meyatny»).

2.43. Ormerka 00 WUCHONHUTENE BKIIOYAeT (aMUIMIO, UMS M OTYECTBO (TIpH
HAJIMYMK) UCTIOIHUTENSA, HoMep ero TenedoHa. OTMmerka 00 ucronHuTenae oGopMisieTcss Ha
JUIEBOM CTOpPOHE MOCIEAHEro JIMCTa JOKYMEHTa OT TpaHMIIbl JIEBOTO MOJS WM, INPU
OTCYTCTBUM MECTa, — Ha 0OOPOTHOM CTOPOHE JIMCTa BHU3Y cieBa. Hanpumep:

VnemH Minbsg Vnepwmdy
+7(495) 924-45-67, Ilyile _Iv@techm o.ru

OTtmerka 00 wHCHOMHHUTENE MOXET O(GOPMIATHCS KAaK HUKHUN KOJOHTHUTYI H
nevaraThes MpU(TOM MEHBIIETO pa3Mepa.

244, OtmeTrka O 3aBepeHMM KOMUU  OQopMIseTcs Uil  HOATBEPKICHUS
COOTBETCTBUSl KOINMUHM JOKyMEHTa (BBIMUCKH W3 JOKYMEHTa) IMOJJIMHHUKY OKYMEHTA.
OTMeTKa O 3aBEpEHHH KOIMHU TPOCTABIISETCS HA CBOOOAHOM OT TEKCTa MECTE WM, NpHU
OTCYTCTBUHM CBOOOJHOTO MecTa Ha JIMIIEBOW CTOPOHE JOKYMEHTa, Ha 000pOTEe JTOKYMEHTa H
BKJIIOYAET: CJIOBO «BepHo», HauMeHOBaHUE JIOJDKHOCTH JIMIIA, 3aBEPUBIIETO KOIHUIO; €ro
COOCTBEHHOPYUHYIO TMOAMKCH, pPACIUGPOBKY MOANUCH (MHULIMAIBL, (QaMHUIUIO); JaTy
3aBepeHUs KOMHMH (BBIITUCKU U3 IOKYMEHTA).

Ecnu komms BblIaercs UIsl NPEACTaBICHUS B APYTylH0 OpPraHU3alUio, OTMETKa O

15



3aBEpEHUM KOIMHU JIOTIOJHIETCS 3alUChI0 O MECTEe XpaHEHUs IOKYMEHTa, ¢ KOTOpPOro Obuia
M3TOTOBJICHA KOIIUS, U 3aBEPSETCS MeUaThlo0 yHUBepcuTeTa. Hanmpumep:

[loommMHHMK »nOokKyMeHTa HaxomuTrca B OBY «HamMeHOBaHMe opraHM3aLMM»
B mejye M 08-05 3a 2015 r.»

BepHo
3aB. OTHEJIOM yIpaBJIEHMSA [IepCOHAaJIOM lTopnmce n.0. dammimda
TaTa I[leuaTsnb

Ha xomusx MHOTOCTpaHWYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHHHM KOMHH
NPOCTABISETCS HAa KaKJOM JIMCTE JOKYMEHTAa WM Ha MOCIEIHEM JIMCTE MPOIIUTOrO HIIH
CKPEIUIEHHOTO HHBIM O0pa3oM JOKyMEHTa. 3aluch O MECTe HaXOXACHUS IOJUIMHHUKA
MPOCTABIISETCS TOJIBKO HA IMOCIIEAHEM JINCTE JOKYMEHTA.

Jlnia 3aBepeHHs] KOMUU JOKYMEHTa, M3TOTOBICHHON Ha OyMa)KHOM HOCHUTENE, MOXKET
UCIIOJTb30BAThLCS IITAMII.

Komuu  3MeKTpOHHBIX  JIOKYMEHTOB, HaMpaBlII€MbIX 1O  HH(OpPMalMOHHO-
TEJIEKOMMYHHUKAIIHOHHON CETH, 3aBEPSIFOTCS AJIEKTPOHHOW TMOANMKCHI0 PEKTOpa WM HWHOTO
YIOJTHOMOYEHHOTO UM JIMIIA U BBICHUIAIOTCS MOMYYaTeNo ¢ COMPOBOAUTEIHHBIM MMUCEMOM B
(dbopme PIEKTPOHHOTO TOKYMEHTA.

Komuu »neKTpoHHBIX JOKYMEHTOB Ha (QU3WYECKH OOOCOOJIIEHHBIX HOCHUTEINSX
BBICBUTAIOTCS TTOJIYYaTEII0 C COMPOBOIUTEIHHBIM MMCHMOM Ha OYMa)>KHOM HOCHTEJIE.

B conpoBoanuTe1bHOM MUCHME K KOTHSIM 3JIEKTPOHHBIX TOKYMEHTOB YKa3bIBACTCS:

HaUMEHOBaHKME MH()OPMAIIMOHHON CUCTEMBI, B KOTOPOH XPaHATCS JTOKYMCHTHI;

HAaUMEHOBAHMSI IOKYMEHTOB, KOTIMH KOTOPBIX HANPABISIOTCS MOJyYaTeNIo;

Ha3BaHMs (DalIoB JOKYMEHTOB C yKa3aHHeM (opmaroB (aillioB U o0bemMa KakI0ro
¢aiina B OaiiTax;

JlaTa U3TOTOBJICHUS M 3aBEPEHUS KOTHH.

I[Ipu sTomM Ha ¢usndecku 000COOIEHHOM HOCUTENE HECMBIBAEMBIM MapKepoM
ykasbiBaeTcs: «lIpuioxenue Kk mucbMy ot (1ata) — ...».

Komus 3mekTpoHHOTO TOKYMEHTA, MpEeACTaBlIeHHas! B BUJIE TOKYMEHTa Ha OyMa)kHOM
HOCHTEJIC, 3aBEepSCTCS B IMOPSJIKE, YCTAHOBICHHOM WHCTPYKIIUCH ISl 3aBEPEHUS KOIUI
JIOKYMEHTOB Ha OyMa)kKHOM HOCHTENE, C YKa3aHHeM, B Kakol HH(POPMAIIMOHHON CUCTeMe
XPAHUTCS DJICKTPOHHBIN JIOKYMEHT.

2.45. OTMmeTka O TOCTYIUICHUH JIOKyMEHTa CIYKUT MJi TOJITBEpKISHUS (QaxTa
MOCTYIUICHUSI JIOKYMCHTA B OpPraHU3aIlMI0 M BKIIOYACT JATy TOCTYIUICHUS W BXOJSIIHA
pPErUCTpallMOHHBIA HOMEp AoKyMeHTa. [Ipr HeoOX0aMMOCTH OTMETKA O MOCTYIUICHUH MOXKET
JIOTIONTHATHCS YKa3aHUEM BPEMEHHM IMOCTYIUICHHs IOKYMEHTa B YacaX M MUHYTaxX M cmocoba
JIOCTAaBKH JIOKYMEHTA.

OTMeTKa 0 IOCTYIUICHUHN JIOKYMEHTa MOKET IMPOCTABIIATHCS C MOMOIIBIO IITaMIIa.

2.46. Pezomonmsi OMKHA COAEPKATh YKa3aHWE IO HCIOIHEHUIO JOKYMEHTA.
Pesomomust oopmisiercss Ha CBOOOTHOM MecTe paboyero mojis JOKYMEHTa, Ha OJaHKe
PE30JIIOIMH WM BHOCUTCS HEMOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO JOKYMEHTOO00POTa.

Pe3omrorust momkHa BKIIIOYATh: (DAMIIIAIO, HHUIIAAIBI UCTIOJTHUTENS (UCTIOTHUTENECH ),
MOpyYEHUE IO JOKYMEHTY (KOHKpPETHOE 3a/JlaHue [0 HCIIOJHEHUIO JOKYMEHTa WIH
(GopMyITHpOBKa IETH PACCMOTPEHHS JOKYMEHTA), TIPU HEOOXOIUMOCTH - CPOK HMCIOJTHEHUS,
MIOJIMTMCH JIMIIA, BEIHECIIETO PE30IIOIHUIO, ATy PE30IOIIH:
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Samvmama M.0., dammnmsa U.O.
[Ilpomwy HDOOTOTOBUTH NPEIJIOXEHMUS
k 10.11.2017 Ionmnmcob

Iara

Cpok HCHOJHEHHUsI MOPYYEHHs HE JOJDKEH YKa3bIBaThCs, €CIIM OH Ha3BaH B TEKCTE
MOCTYIUBIIIETO JIOKYMEHTa W PYKOBOJMTENb HE CUUTACT HEOOXOJUMBIM H3MEHHTH €ro B
CTOPOHY COKpAILEHUS UJIH SIBJISICTCS] TUTIOBBIM JUIS JAHHOTO BHUJA TJOKYMEHTA.

[Ipu yka3aHMM HECKOJBKUX HCIIOJHUTENICH (aMUIIHsI OTBETCTBEHHOTO HMCITOIHUTEIS
yKa3bIBae€TCS  IMEpPBOH,  IMOAYEPKHMBACTCS MM 0003HAYaeTCs  CIOBOM  «OTB.»
(«OTBETCTBEHHBIN»).

247. OtrMmerka O KOHTpOJIE CBHUJACTEIBCTBYET O IIOCTAHOBKE JOKyMEHTa Ha
KOHTPOJIb, TPOCTaBIIsieTCs mTaMoM «KOHTpPOIIb) Ha BEpXHEM T0JIE IOKYMEHTA.

2.48. OtmeTka O HamNpaBICHUU JOKYMEHTa B JEJO OINpENeisieT MECTO XpaHCHHS
JIOKYMEHTAa TOCyIe 3aBepIcHUs pabOThl C HUM U BKJIOYAeT: cjioBa «B neno», HHIeKke aena 1o
HOMEHKJIAType Jell, B KOTOpOoe MOMENIAeTCsl JOKYMEHT Ha XpaHEeHHe, ¢ yKa3zaHHEeM Toja,
JOJDKHOCTH JIMIA, O)OPMHUBIIETO OTMETKY, MOJITUCH, AaThl. Hamnpumep:

B mejo Nt 01-18 3a 2017 .
3aB. OTIOEJIOM KOPIOPATUBHBIX IIPOEKTOB
[Nognuce DaTa

OTMeTKa 0 HalpaBJICHUU JOKYMCHTa B JCJIO0 MOXET HdOHNOJHATHCA KPATKUMU
CBCACHUAMU O XaApPAKTCPC UCIIOJIHCHUA JOKYMCHTA.

I11. IToaroroBka u ogopmiieHHEe OTAEAbHBIX BUA0B JOKYMEHTOB

3.1. JlokanpHble HOpMaTHBHBIE aKTHl (manee — JIHA) yHuBepcuTeTa M3MAlOTCS B
BUJE MpaBWI, MNOJOXEHWH, WHCTPYKLUH, pPEriaMeHTOB, IepeyHel, Kiaccu(ukatopoB u
JIpYr'uX BUIOB JTOKYMEHTOB. Pexomennyembiii oOpasery odopmienuss JIHA nHa npumepe
THIOJIOKEHUSI O CTPYKTYPHOM HofpasaencHun (npunokenue Ne 1).

JIHA npuoOpeTaroT I0pUIAYECKYI0 CHUITY MOCTE UX YTBEPKACHUS PaCIIOPSAUTEIbHBIM
JOKYMEHTOM (TIPUKAa30M) WJIM HEMOCPEICTBEHHO PEKTOPOM HHBIM YIIOJIHOMOYEHHBIM WM
JIULIOM.

PykoBonuTenu cTpyKTypHBIX NTOApa3AeIeHull He BIpase uznasars JIHA.

3.2.  JIHA moryT OBITb:

MIOCTOSIHHO JIeHCTBYIOIMMHU (0€3 OrpaHHuYEHHs CPOKa UX IPUMEHEHHUS);

BPEMEHHBIMU (JIEHCTBYIOIIMMHU B TEUEHHE YKAa3aHHOIO B HUX CpOKa WM [0
HACTYIUICHUS OTIPE/IETICHHOTO COOBITH).

3.3.  OcHoBanuneM misg mzgauust JIHA sasisrorcs:

3aKOHOJATENbHBIE U MHBIE HOPMAaTUBHBIE NMpaBoOBble akThl Poccuiickoit ®enepanuun
(ykazel u pacnopspkenust [Ipesunmenta Poccuiickoit ®Denepanuu, TOCTAHOBJICHHS U
pacriopsbkenust I[IpaBurensctBa Poccuiickoit @enepanuu, akThl (enepaibHbIX OpraHoB
HCIIOJTHUTENIHOM BJIaCTH);

3aKOHOJAaTeNbHbIE aKkThl cyObekTa Poccuiickoit deneparyv, HOpMaTUBHBIE NTPABOBbIE
aKThl OpPTraHOB TOCY/IAPCTBEHHOM BlIacTh cyObekTa Poccuiickoit denepanun;

paHee u3aaHHble B ynuBepcutetre JIHA u/mim pacnopsiinTenbHble TOKYMEHTHI.

3.4. JIHA wsmarorcd B Lensax:

YCTaHOBJIEHUS] HOpPM, TpeOOBaHMIA, MpaBWJI B OTHOIICHHWU IpeIMeTa HOPMAaTHUBHOTO
PETYJINPOBAHHUS, PAHEE HE SIBJISABLIEMCS IPEAMETOM PErYJIMPOBAHUSA B YHUBEPCUTETE;

U3MEHEHMsI CYILECTBYIOIIUX HOPM, TpeOOBaHUH, NpaBUil, YCTAaHOBJIEHHBIX DaHee
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U3JJaHHBIMU HOPMAaTHUBHBIMU JOKYMEHTaMH;

OTMEHBI paHee YCTaHOBJICHHBIX HOPM, TPEOOBAHUH, TPABHIIL.

3.5. IIpemnoxenue o paspadborke mnpoekra JIHA BHOCHUTCA PYKOBOJIUTEIEM
CTPYKTYPHOTO MOAPA3/AEICHUS WIN UHBIM JOJKHOCTHBIM JIMLIOM.

3.6.  JIHA paspabatsiBacTCs B CiIy4ae, €CIIu:

MUMEEeTCsl yJacTOK paboThI (BOIPOCH ACATENBHOCTH), HYKIAIOIIUIICS B HOPMAaTHBHOM
pEeryanMpoBaHUU;

TpeOyeTcsi BHECEHHE 3HAUMTENILHOTO KOJIMYECTBAa W3MEHEHHWH B paHee NpUHATHIN
JIHA;

BBISIBJIEHO Heckoibko JIHA, perynupyromux CMEXHbIE BOIPOCHL, KOTOPbIE
1es1ecoo0pa3Ho 00bETUHUTD B OJJUH JOKYMEHT.

Axrtyanuzanus panee npuHATeix JIHA ocymectBisiercs uepe3 BHECEHHME B HHX
W3MEHEHUM.

3.7.  Ilpemnoxxenne ¢ 00OCHOBaHHWEM HEOOXOTUMOCTH pa3paboTku HoBoro JIHA
OpPEICTaBIseTCs  PYKOBOAUTENEM  CTPYKTYPHOTO  NOJpAa3JeeHUus  WIH  HHBIM
YIIOJITHOMOYEHHBIM JTOJDKHOCTHBIM JIMIIOM PEKTOpY B (dopMe JOKIagHON (Ciry:KeOHO)
3aIlUCKH, B KOTOPOM M3J1araercsi:

BOTIPOC, TPEOYIOMIMHA peIIeHHs], ¢ W3JIOKEHHEM OCHOBHBIX HAIIPABICHHM, CIIOCOOOB
€ro peleHus;

IIPOrHO3 TOCJEICTBUN MPUHATUS HOPMATUBHOIO JIOKYMEHTa; OpraHU3allliOHHbIE,
KaJpoBble, (PMHAHCOBbIE, MaTEpUATBHO-TEXHUYECKUE M MHbIE MEPONPUATHS, KOTOpbIE
HE00X0IUMO OyJIeT IPOBECTU B CBS3U C IPUHATHEM HOPMAaTUBHOI'O JIOKYMEHTA,

nepedyeHb panee uznanHbix JIHA, mojpexamux oTMeHe B CBA3M C U3JJaHUEM HOBOTO
HOPMAaTUBHOT'O JIOKYMEHTA;

npeJularaeMblii CpoK ISl pa3pabOTKU MPOEKTa HOPMATUBHOTO JOKYMEHTA.

3.8.  CornacoBanme mpoektoB JIHA ocymiecTBisieTcss B COOTBETCTBUU C ITyHKTaMHU
4.1 - 4.13 UHCTPYKIUH.

3.9. JIHA yrtBepxmaercsi IpuKa3oM pEeKTopa, €ClIi OJJHOBPEMEHHO C YTBEPKICHUEM
HOPMATHUBHOT'O JIOKYMEHTa HEOOXOIUMO MPHUHATH MEphl OPraHU3alMOHHOTO, (PMHAHCOBOTO,
TEXHUUYECKOI0, KaJpOBOr0 WJIM HHOTO XapakTepa W JaTh COOTBETCTBYIOIIME MOPYUYEHHS
PYKOBOJUTENSAM CTPYKTYPHBIX MOJpa3ieieHUii WIM HMHBIM paOOTHMKAM YHUBEPCUTETa, a
TaK)K€ €CIM HeOoOXOIMMO BHECTHM M3MEHEHMs WIM NpHU3HATh YTPAaTUBIIMMU CHIIy paHee
yrBepxkacHHbIE JIHA.

3.10. Usmenenus B JIHA u ormena JIHA odopMisSioTcss MpUKa30oM PEKTOpa WU
MHOT'0 JIOJKHOCTHOTO JIMI[a, IPUHUMABILEro peiieHue o6 yreepxxaeaun JIHA.

N3menenns B JIHA wu ormena JIHA, yTBepKACHHbIE HEMOCPEICTBEHHO
COOCTBEHHOPYUYHOM MOJIHUCHI0 PEKTOpa WJIM MHOTO YIMOJIHOMOYEHHOTO UM JOJIKHOCTHOTO
auna B rpude yTBEp)KICHMs, BHOCITCS MPUKA30M, H3aBa€MbIM PEKTOPOM WM HHBIM
YIOJTHOMOYEHHBIM UM JTOJIKHOCTHBIM JIUI[OM.

3.11. B Texkcre mnpukaza o0 yTBepXKIEHHHM, H3MEHEHMHM wuiaun oTtMmeHe JIHA
UCITONTB3YIOTCSL (DOPMYITUPOBKH:

npu yrBepxkaeHuu HoBoro JIHA: «YtBepnuth (HasBanue JIHA)» mnm «YTBEepauTh
(ma3Banme JIHA) u BBecTH B aeiicTBue ¢ (nata)». Hampumep:

1. YTBEepIUTH [TostoxeHMe o JIOKAJIbHEIX HOPMaTUBHEIX axKTax
opraHm3auuy,

WUIIN:

1. YrBepmuTh llraTHOe opraums3aumm Ha 2018 Tom M BBEeCTM €TI0 B
nevicrere ¢ 1 gHBapsa 2018 r. (OpuloxeHue) .
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IIpM BHECEHUWU W3MEHEHU B paHee yTBepkiacHHbIM JIHA: «BHectu m3MeHeHus B
(mazBanme JIHA)». Hanpumep:

1. BHecTu cienymoume msaMmMeHeHus B llTraTHoe pacnmucaHme Ha 2018 rom,
YTBEPXIeHHOe TIpukazoM OBY «HaumMeHOBaHMe opTaHu3aumMm» OoT 25 IJekabpsd
2017 . M 345:

npu orMeHe panee yrepxaeHHoro JIHA: «lIpusHath yrpaTuBIIMM CHITy (Ha3BaHUE
JIHA), yrBepxaeHHoe ...». Hanpumep:

4. IlpuM3HATbH yTpaTUBLMM CUIIy [loJloXeHMe O HEHOPMMPOBAHHOM pabodueM
IOHe, YTBepxIeHHOe mnpukasoM OBY «HawmmeHOBaHMe opTaHM3auum» oT 15
berpana 2015 . N 22.

3.12. OcHoBHbIMH pekBuzutamu JIHA sBISIOTCS: HaMMEHOBaHHWE OpraHM3alluy,
HaNMEHOBAHME BHJA JOKYMEHTA U 3arojIOBOK K TEKCTY, COCTABISIONIME OIHO LENoe, TP
YTBEPKACHUSI, MECTO U3/IaHUS JOKYMEHTA.

Ecmu npoext JIHA siBisieTcst MHOTOCTPaHUYHBIM U K HEMY O0()OPMIISIETCSI TUTYJIbHBIN
JICT, yKa3aHHBIE BbIIIE PEKBU3UTHI Pa3MEILAIOTCS HA TUTYJIBHOM JIUCTE.

3.13. Hudopmanus crpaBo4HOTO XapakTepa (rpaduku, cxembl, TaOuuIbl, (HOpMBEI
JIOKYMEHTOB) oopmiisieTcst B Bujie npuioxenuid k JIHA.

Ha npunoxenusx x JIHA odopmisiercs pEeKBU3UT «OTMETKA O MNPUIOKEHUH» B
COOTBETCTBUU C MYHKTOM 2.37 HHCTPYKIIHH.

3.14. JIHA Bctymaer B CHJIy B CPOK, YKAa3aHHBIH B NPHKa3e, KOTOPHIM YTBEPXKICH
JIHA, wnu ¢ natel yrBepxkaenust JIHA.

3.15. PacnopsimuTensHbIe JOKYMEHTBI YHUBEPCHTETA H3/1aI0TCS B (hOpME TPUKA3Z0B U
pacriopsbkeHuil. Pekomennyemble 00pa3ibl  OGOpMIIEHHS TpUKa3a M PaclopsKEHUs
(mpunoxenus Ne 2, 3).

[Tpukassl u3aa0TCA B LETAX OPOPMIICHUS PELICHUH:

HOPMAaTUBHOTO Xapakrepa (eciu npukasoMm yrBepkaaercss JIHA wnm npunHnMmaercs
pelleHre OpraHU3alMOHHOIO XapakTepa, HalpuMmep, MpUKa3 00 yTBEp)KJIECHUH CTPYKTYphl U
IITaTHOM YMCIEHHOCTH OpraHU3alun);

OpPraHMU3allMOHHOI0, aIMUHUCTPATUBHOIO, B TOM YHCJIE ONEPATUBHOIO XapakTepa Io
BOIPOCaM OCHOBHOM JESITEIbHOCTH YHUBEPCUTETA.

3.16. IIpoexkTsl NpPUKAa30B MO OCHOBHOH JEATEIBHOCTH TOTOBST CTPYKTYpPHBIE
NoJpa3JieliecHusi YHUBEPCUTETa Ha OCHOBAHMU TOPYYEHHM pykoBoacTBa OO B
MHUIMATUBHOM Nopsiike. OTBETCTBEHHOCTh 32 KAUECTBEHHYIO MTOATOTOBKY ITPOEKTA MpUKa3a,
CorlacoBaHME U TMpaBUIIbHOE O(OpMIIEHHE MPOEKTa HECET PYKOBOJIUTENb MOIpa3/ieeHHUs,
KOTOPBIM FOTOBUT MPOEKT MPHUKa3a U MPEACTABISAET €ro Ha IOIHUCH.

3.17. KoHTpoib 3a MPpaBHWILHOCTHIO 0()OPMIICHHUS TIPOSKTOB IPUKA30B OCYIIECTBISET
Cnyx0a 1e10npon3BOJICTBA YHUBEPCUTETA.

3.18. Ilpuka3el, u3gaBacMble B YHHBEPCHTETE, HE JOJDKHBI TPOTUBOPEYUTH
3akoHomarenbCcTBy  Poccuiickoir  denepanuu, YcraBy =~ yHMBEPCUTETA,  JIOKAJIBHBIM
HOPMAaTUBHBIM aKTaM YHUBEPCUTETA U paHee U3aHHbBIM MPUKa3aM YHUBEPCUTETA.

3.19. Tlpwuka3sl MO OCHOBHOMU ACSATEILHOCTH U3IAIOTCS:

BO HMCIIOJTHEHHE HOPMATUBHBIX IPAaBOBBIX aKTOB OPTaHOB I'OCYJApPCTBEHHOM BJIACTU U
BBIILIECTOSIIIIUX OpPraHU3alnii;

B LIEJISIX OCYIIECTBJICHHUS YIPaBIEHUYECKON NESATETbHOCTH, BBITEKAIOMEH U3 (PyHKIHIA
Y 3a7ja4 OpraHu3aluy.
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3.20. IIpuka3sl O OCHOBHOM JEATEIIEHOCTH COCTABIISIOTCS HA OCHOBE TIIATEIBHOTO
U BCECTOPOHHETO M3YYCHHsS BOIPOCOB, TPEOYIOMIUX pa3pelieHus, YTOObI COJepIKAIIUeCs B
NPUKa3ax MOpydYeHHsI ObUTHM KOHKPETHBIMHU, 00ECIICUYMBAIUCH JOCTATOYHBIMH MaTepHaIbHO-
TEXHUYECKUMHU U (PUHAHCOBBIMU CPEJICTBAMHU U B JaJTbHEHIIIEM HCKIIOYAIH HEOOXOJUMOCTh
KOPPEKTHPOBKM MPHHATBIX PEIICHH B CBS3M C HEMOJHOTOW WIM HeJopaboTKOU
MPEBIIYIIEro MPUKa3a.

3.21. [Ilpuka3bl yHuBepcuTeTa 0GOPMIIIIOTCS Ha OJaHKE MPHKa3a ¢ UCIOJIb30BaHUEM
CIICYIOIIUX PEKBU3UTOB: JIaTa JOKyMEHTA, PETUCTPAIIMOHHBIA HOMED JOKYMEHTA, 3aT0JIOBOK
K TEKCTY, TEKCT, IMOANHUCH. JlaTa U perucTpallMOHHBIA HOMEP MPUKa3a MPOCTABIISIOTCS TOCIE
MOIMMCAHUS TIPUKa3a PeKTopa.

3.22. 3arojoBOK K TpHUKa3y IeYaTaeTcs 4epe3 OAMH MEKCTPOUYHBIA MHTEPBAI IO
peKBU3UTAMM OJIaHKA ClieBa OT TPaHUIBI JIEBOTO MoJisA. Todyka B KOHIIE 3arojoBKa HeE
CTaBUTCS. 3arojioBOK K MpHKazy (GhopMyaupyeTcs ¢ MpeaioroM «o» («00»), KpaTKo U TOYHO
oTpakasi cojiepykaHue TeKcTa rnpukasa. Hanpumep:

06 YTBEPXOEHVNU MHCprKLU/H/I 10 OeJIONIpOM3BOOCTBY ,

O nopsanke QOMHAHCHMPOBAHMSA PEeKJIAMHOM KaMIaHUM;
O coz3maHMM BKCIEPTHOV KOMMCCUM.

3.23. Tekct mpuKa3a COCTOMT W3 JBYX YacTei: 00OCHOBaHUsS (IpeamMOyIbl) H
pacnopsauTenbHOW 4YacTH. B 000CHOBaHMM yKa3bIBae€TCsl OCHOBAaHHE, NPHYMHA HIM LEIb
u3JaHus JoKymMeHTa. Hampumep:

B cooTBeTCTBMM C IIpMKasoM MuHMCTEepCTBa CBS3M UM MAaCCOBHX
KOMMyHUKaUuM oT 25 pmekadbpsa 2014 . N 1494 «0O6 yrTBepxmeHuu IlIpaBu
oBbmeHa IOOKYyMEHTaMM B BJIEKTPOHHOM BUIE npu opraHmM3alun
MHOOPMALUMOHHOT'O B3aUMONENCTBUI»

B uenax opraHmM3aluuy M NpoBemeHMs padoTH IO BKCIEPTU3Ee LIEHHOCTHU
IOKYMEHTOB, O0pPa’ylnIMXCs B IOeATEJIbLHOCTM OpTaHuMs3alumuM, U OoTOopy MX OJisd
nepenauyy Ha XPaHEHMEe B apxXMB OPTaHM3aALUMM UM K YHUUTOXESHUIO

3.24. PacnopsimuTenbHas 9acTh MPHUKa3a HAYMHAETCS CIOBOM «II P M K a 3 BI B @ IO,
KOTOpPOE Me4YaTaeTcst CTPOYHbIMU OYKBaMH BpPa3psaKYy.

PacniopsinuTensHas 4acTh MOYKET COJIEPIKATh:

pellieHs] OpPraHU3alMOHHOIO XapakTepa (yTBEpAUThb, C€O3/aTh, IPeoOpa3oBaTh,
JMKBUANPOBATH, IPU3HATH YTPATUBIIAM CHITY);

KOHKPETHBIE MOPYUYEHHsI C yKa3aHMEM MCIOJHUTENS (MCIIONHUTENEeH) U CPOKOB MX
BBITTOJIHEHHUSI.

3.25. Kaxnoe pemenue (nmopydyeHue) odopmisieTcss B IpUKa3e KaK OTIEIbHBIN
nyHKT. [IyHKTBI TpuKa3za pacmojararoTcsi B JIOTMKO-BPEMEHHOW MOCIENOBATEIBHOCTH U
HyMepyroTcs apadckumu 1udpamu. Ecnu nopyueHue gaercst KOHKPETHOMY HOpa3/IeNIeHuIo,
€ro HauMEHOBaHHE MUIIETCS MOJIHOCTHIO, B CKOOKaX yKa3bIBAIOTCS (paMUIIHSI W MHHUIIAAIIEI
PYKOBOJUTENS MOApa3eNeHUsl B UMEHUTENbHOM najexe. Hanpumep:

[IpMKa3bIBao:

1. VYuebHO-MeTOOMUEeCKOMY oTrmeny (Pammmamsa M.0.) x 01.11.2017
IIOOTOTOBUTL M [NIPeICTaBUTb Ha YTBepXIeHMe IIJlaH yueDHO-MeTOoIoUUeCKOM
paborel Ha 2018 roxm.

Ecnu nmopydeHue naercss KOHKPETHOMY HCIIOJIHUTENIO, €ro JOJDKHOCTh M (haMHITHS
yKa3bIBaloTCs 03 CKkoOOK B JaTenbHOM mnajexe. Hanpumep:
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. 3. T'J1IaBHOMY Oyxranrepy (PamMmmsa n.0.) IIOOTOTOBMUTE u
NpencTaBUThL Ha pPacCMOTpeHMe U yTBEepXIeHMEe CMeTy KOMAaHIMPOBOUHEIX
pacxonmor Ha 2018 rom B cpok mo 30.11.2017.

[IpeanuceiBacMoe ACHCTBHE BBIpAXKAeTCS TJIAroJIoM B HeompeneiaeHHoW dopme. He
JIOMTYCKAETCSl YHOTPEONIATh HEKOHKPETHBIC BBIPAKECHUS THIIA «YCHIUTBY, «YCKOPUTHY,
«o0ecrneyuTh B KpaTyaiiime CPoOKH».

Ecnu ogHOMY HCHONHUTENO0 HEOOXOAUMO MOPYYHTh HECKOJBKO Pa3HBIX 3aJaHUU C
OJIHUM CpPOKOM BBIIIOJIHEHMS, OTBETCTBEHHBId HWCIOJHUTEIb W CPOK HCIOJHEHHUS
YKa3bIBAlOTCA OJIMH pa3 B OCHOBHOM IIYHKTE, a IOPYYEHHUs BBIIEISIOTCS B OTIEIIbHbBIE
NOANYHKTBL. Ecnu y mopydeHUl pa3Hble CPOKM HCIIOJIHEHUS, CPOKM YKa3bIBalOTCS HE B
OCHOBHOM ITYHKTE, a B Ka)KJIOM IOAITYHKTE.

Cpok  HCHONHEHHUS JODKEH OBITh  peajbHBIM, COOTBETCTBOBATH  OOBEMY
npeznonaraeMeix padbot. [Ipu ycTaHOBIEHHMH CpoKa CleqyeT YYHUTHIBATH BPEMS JTOBEACHUS
JIOKYMEHTA 10 KOHKPETHBIX UCIOJHUTENEH.

Cpok HCIOJIHEHUS! B IYHKTaX pacHopsAAUTEN]bHOM 4acTu NMpHKa3a HE yKa3bIBAacTCs B
ClIyYasix, €ClId JEUCTBHS HOCST PEryJIIPHbIN XapaKTep U UX BBIIOJIHEHUE MPEIIUCHIBACTCS Ha
BECh IIEpUOJA JCUCTBUA IpuKa3a. Koaud4ecTBO HCIOMHUTENEH 10 KaXAOMY IIYHKTY
(moamyHKTYy) He orpannuuBaeTcsi. OTBETCTBEHHBIN HCIIONMHUTEb YKa3bIBAETCS TIEPBHIM.

Ecnu npuka3 oTMEHSET MOJHOCTHIO WM YaCTHUYHO PaHEe M3JaHHbIE JTOKYMEHTHI 110
TOMY K€ BOIPOCY, TO B MPEINOCIEAHEM IMYHKTE MPUKa3a HEOOXOJUMO UX MEPEUUCIUTH C
yKa3aHWEM HauMEHOBAaHUs JOKYMEHTa, €ro JaThl, HOMepa, 3aroyioBka. Hampumep:

4. IlpM3HaATL YTPaTUBIMM CUJIy [OpMKas opraHM3auuu OoT 5 aBIycTa
2010 . @ 175 «O06 yTBepXOeHUM ISKCIEPTHOM KOMMCCUUM OPTaHU3aLIM.

HOCJIG)IHI/IfI IIYHKT IIpHUKa3a - IMYHKT O KOHTPOJIC, B HEM YKa3bIBAKOTCA AOJIKHOCTH
JMIA, OTBETCTBEHHOI'O 3a WCIOJHEHHE JIOKYMEHTa B IIEJIOM, €ro (GaMuius U HHUIUAIIBL.
Hanpuwmep:

4. KOHTPOJIb 3a MCIOJIHEHMEM IpMKasa BO3JIaTaeTCsa Ha 3aMeCTUTeNs
TeHepaJIbHOTO mupekTopa Pammnma UN.O.

B OTACJIbHBIX CJIYUadX PCKTOP YHUBEPCUTETA MOKCT OCTaBUTh KOHTPOJIb 3a coboii:
KoHTposb 3a MCIHOJIHEHMEM IIpMKasa OCTAaBJAK 3a COOOM’.

3.26. He Bxirouaercs B TEKCT IpUKa3a MyHKT «[Ipuka3 10BECTH 70 CBEEHUSL. .. ».

[lonpaznenenus U JOHKHOCTHBIE JIMIA, A0 CBEACHHSI KOTOPHIX HEOOXOIUMO JTOBECTH
NpUKa3, MEepPEeuucisioTcs B YyKaszarene (JIHMCTe, CIHCKE) PACCBhUIKM, KOTOPBIH TOTOBHUTCS
HCIIOJTHUTEJIEM U MOXET 0(OpMIISITHCS HAa 0O0OPOTHOM CTOPOHE MOCIIEIHEro JINCTA IpUKa3a.

3.27. B mpukazax He JOIMyCKaeTcs:

M3MEHEHUE paHee YCTAHOBJIEHHBIX CPOKOB BBINOJIHEHUS 3a/JaHUN B CTOPOHY HX
YBEIUYEHUS;

MPUMEHEHHE TPOM3BOJIBHBIX  COKPAIEHWH WM  HCKaKEHHWE HauMEHOBaHUi
CTPYKTYPHBIX MOJApa3/eIeH YHUBEPCUTETA;

MPUMEHEHHE TIPOU3BOJIBHBIX (HE OOMICTIPHHATHIX) TEXHUYECKUX U JAPYTHX TEPMHHOB,
COKpAILIEHHBIX CJIOB U HAMMEHOBAHHM.

3.28. Ilpu HanMuUUM TPUIOKEHUH B TEKCTE MPHKa3a B COOTBETCTBYIOIIMX ITYHKTAX
pacropsAUTEIbHON YacTH JArOTCS OTCHUIKH: ... (mpriiokeHue Ne 1); ... (mpunoxenue Ne 2);
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... «COI''TAaCHO IMPUIOKECHUIO», HA ITPUITOKCHUHN O(bOpMJ'IHeTCﬂ OTMECTKA O IIPUIIOKCHHU

[Mpnnoxenme N 1

k npukaszy OBY «HammvmenorpaHme
OpT'aHM3aLum»

or 12.11.2017 N 215

W3nanue BMecTe ¢ MPUKA30M MIPUIIOKEHUH, HE YIIOMSAHYTBIX B TEKCTE JIOKYMEHTa, He
JIOITyCKAeTCsl.

Ecnmu  1OKyMeHT, yTBEpXKIEHHBIH IPUKa30M, BIIOCIEACTBUU JEHCTBYeT B BHUJE
CaMOCTOSITEJIBHOTO JIOKYMEHTa, Ha IEPBOM JIUCTE JIOKYMEHTa B BEPXHEM IIPaBOM YLy
npocTaBisieTcs TIpud yTBepKAeHUsA (IIpY HEOOXOIUMOCTH, — C YyKa3aHMEM HoMmepa
IIPUIJIO’KEHNUS ), HATIPUMED:

NHCcTpyKUMA YTBEPXIEHA
npmuxkasom OBY «HammeHOBaHME

OpPTaHM3aALUM»
or 22.01.2017 N 5

3.29. PacnopsbkeHus oGOpPMIIIOTCS TIO TE€M K€ IMpaBHJIaM, YTO M TPHUKa3bl, 3a
UCKJIFOUEHHEM TOTO, YTO B KOHIIE NMPEaMOYNbl CTaBUTCS ABOETOYHE, MOCJIE YETO CIEAYIOT
NYHKTHI PacopsAUTENbHOM yacTu. Hampumep:

B uesyigax MCHOJIHEHMA Ipukaza OBY «HamMeHOBaHME OpPTaHM3aAUUM» OT 22

aBrycra 2017 1. «06 opraHmzauuMy ¥ IPOBEINEeHUM KOHKypca «Jlydmmi
cekperTapb koMmmnaHmum — 2017»:

1. PyxoBOOMTEJNSM YIPABJIEHUM, OTIEJIOB U JabopaTopmii B Cpok mo 10
cenTsbps 2017 1. OpencraBMTb CBOM INPEIJIOXEHMS O KaHIMIATYypax
CeKpeTapeyr U OeJIONPOM3BOOUTEJIEN HOJIA ydacTud B KOHKypPCe.

2.

PacnopspxeHust MOTYT HE UMETh NpeaMOyJIbl.

3.30. Jlo mpexacraBieHUss HAa TOAINNCH MPOEKT TMpHKa3a (pacrmopsHKeHHUs)
COIJIACOBBIBAETCS C 3aMHTEPECOBAHHBIMM JIMI[AMH B COOTBETCTBUM C IyHKTamu 4.1 - 4.11
UHCTPYKIIUH.

3.31. [IIpuka3 moJNUCHIBAET PEKTOP YHUBEPCUTETA WMJIM JIMIIO, UCIOJIHSIOLIEE €ro
00513aHHOCTH.

PacrniopspkeHne MOANMUCHIBACTCS PEKTOPOM W/MIM HHBIMH YIIOJHOMOYEHHBIMH UM
JIMIIaMHU.

3.32. Kommu mnpukazoB (pacmopsiKeHUH) pacchlIaloTcs B COOTBETCTBHU  C
yKazareseMm (JMCTOM, CIIMCKOM) PACCHUIKH.

DJNeKTpOHHas KOMMS MpHKa3a pa3MelaeTcss B COOTBETCTBYIomeH 6a3e maHHbIx CO/]
WA Ha KOPIIOPaTUBHOM TIOpTajie YHUBEPCHTETA B ceTH «HTepHETY.

3.33. IIpu odopmieHnn npukasa, H34aBaeMoro COBMECTHO C JIpyroil opranu3anuei:

OJIaHK HE UCTIOJIb3YeTCs;

HAaMMEHOBAaHMS OPraHU3aIMi 1eYaTal0TCsl Ha OJJHOM YPOBHE;

HanMmeHoBanue Buaa nokymenta (ITPUKA3) pacriomaraercst mo neHTpy.

JlaToif COBMECTHOTO IMpHKa3a SBJISETCSA JaTa MPOCTABJICHUS IMOCIEAHEH MOIMUCH Ha
JOKYMEHTe. PeructpaniioHHbIII HOMEp COBMECTHOTO MPHKa3a COCTOUT W3 PETHCTPAIMOHHBIX
HOMEPOB, IPUCBOCHHBIX KaXI0H U3 OpraHM3aluil U MPOCTABIIIEMBIX Yepe3 KOCYIO YepTy B
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NOPSIJIKE YKa3aHHsI OpraHU3alui — aBTOPOB JOKYMEHTA.

TexkcT COBMECTHOTO MpHKa3a HM3JIaraercsi OT MEPBOro JIMIa MHOXKECTBEHHOTO YHCIa
(«rpuKa3bIBaeM»), MOAMKUCH PYKOBOAMUTEINICH OpraHu3aliii paciosaratoTcsi Ha OJIHOM YPOBHE
CJIeBa M CIIPaBa.

3.34. [leATenbHOCTh IO COBMECTHOM BBIPAOOTKE PEIICHHI Ha 3aceaHUsSX COBETOB,
KOMUCCHH, COBEIIAHUIX 0(POPMIIIETCS TPOTOKOJIAMH.

[IpoTokon cocraBisieTcss Ha OCHOBAHWUU JUKTO(POHHBIX (PYKONHCHBIX) 3aruceH,
MIPOM3BEICHHBIX BO BpeMs 3acelaHMs, MPEACTABICHHBIX TE3UCOB JOKJIAIOB U BBICTYILICHUH,
CIPaBOK, ITPOEKTOB pelIeHHH (TTIOCTAaHOBJICHUH ).

[TpoTokon opopmiseTcs: B TeUeHUE OJHOTO-TPEX THEH MOciie MPOBEACHUS 3aceIaHus,
€CIIM CPOKH €r0 TIOJrOTOBKU HE OTOBOPEHBI 0C000.

3.35. PexkBu3uTamMH ~ MPOTOKOJIA  SBISIOTCSA:  HAaWUMEHOBAHHE  YHUBEPCHTETA,
HaVMCHOBAaHMWE BHJA JIOKYMEHTAa, 3arojOBOK K TEKCTy, Jara W MECTO 3ace/aHus,
PETHCTPAIIMOHHBI HOMEP IPOTOKOJIA, TEKCT, TIOIITUCH.

3.36. 3arojoBOK K TEKCTy MPOTOKOJA OTBEYAET Ha BOMPOC «4Ero?» U COICPKUT
yKa3aHHe MOJIPa3/IeICHuUs I OpraHa, AeATeIbHOCTh KOTOPOTO MPOTOKOIUPYETCS.

Hanpuwmep:

IIPOTOKOJI 3acenmaHmA aTTEeCTalUMOHHOM KOMMUCCUMU
IIPOTOKOJI 3acenmaHmA HaYQHO—MeTO,JII/[T{eCKOI\/J[ KOMMCCHUNM .

Jlatoii mpoTrokosia sBIsSETCS JAaTa 3aceqaHus. Eciau 3aceqaHue IpoJOJIKaeTCA
HECKOJIbKO JHEH, yKa3bIBaeTCs JlaTa Havalla 3acelaHus U 4epe3 THUpEe — JlaTa OKOHYaHMs: 12-
13 mast 2018 r.

3.37. Tekct mpoToKONa TOJKEH COCTOSATh U3 JIBYX YacTel: BBOAHOW M OCHOBHOI. B
BBOJHOM 4acTu MPOTOKOJIA YKa3bIBaIOTCSA bamunun npeaceaaTens
(mpeAcenaTeNbCTBYIONIET0); CceKpeTaps; GaMWINK YYaCTHUKOB, MPHUCYTCTBYIOIIMX Ha
3aCe/IaHNH; JIII, IPUTJIAIIEHHBIX HA 3aCe/IaHKe; MTOBECTKA JTHS.

Ecan xonmMuecTBO NPHUCYTCTBYIOIIMX Ha 3ace€JaHWMM NpeBbIIaeT 15 dyenoBek, B
BBOJHOM 4YacTW NPOTOKOJIA JENAETCAd CChUIKA Ha CIMUCOK, SBIAIOIIMNACS HEOThEMIIEMOUN
4acThlo MpoTokoaa. Hanpumep:

[IpucyTcTBOBaNM: 25 uejy. (CIMCOK NpuilaraeTcs) .

BBosaHas yacTe MPOTOKOJIA 3aKaHYMBAETCs MOBECTKOM MHsA, cojepkalleil nepeyeHb
paccMaTpuBaeMBIX BOITPOCOB, ITEPEUUCICHHBIX B TOPSAKE HX OOCYXICHHUS C yKa3zaHHEM
JOKJIQIYUKa 10 KaXIOMY paccMaTpuBaeMOMy BONpocy. Bompockl MOBecTKM —JHSA
GOpMyTHPYIOTCST ¢ TPeIoroM «o» («00»), medaTaroTcsi OT TPAHUIBI JIEBOTO MOJS |
HYMepYIOTCs apaOCKUMU U ppamu.

B ocHOBHO# yacTu mpoToKoJIa GUKCUPYETCS XOJ1 3aCETaHMS.

3.38. IlonmHBIif MPOTOKON COAEPXKUT 3aMHCh TOTO, YTO IPOUCXOAUIO BO BpeMs
3ace/laHus, BKJIIOYas BOMPOCHl K JIOKIATYMKY, OTBETHl Ha HHUX, BBICTYIUIGHHS B XOJI€
00CYX/IeHUSI BOIPOCA, PE3yJIbTaThbl TOJIOCOBAaHMS 10 BONPOCY W MPUHATHIE PELICHHUS.
PexomenryembIit 00Opaser 0hopMIICHHUS TIOJIHOTO MPOTOKOoJIa (mpuiiokeHne Ne 4).

Kparkue mnpoTokonabl BeAyTCS TpPU PACCMOTPEHMHM BOIPOCOB  ONEPATUBHOTO
xapakrepa. PekoMeHyembIii oOpasenr oopmMiIeHHsT KpaTKOro MPOTOKoda (mpuiiokeHue Ne
5). B kpatkoMm mnporokoine (uKcHpyeTcs Tema oOCyXaeHUus, (aMuius IOKIaJuuKa IO
BOTIPOCY U TIPUHSTHIE PEIICHUSI.

3.39. OcHoOBHas 4acTh IOJHOTO IPOTOKOJIA COCTOMT M3 Pa3eiioB, MOCBSIIEHHBIX
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BOIIPOCaM TOBECTKM JAHS. XOJ PAacCMOTPEHHS Ka)XJOro BOIpPOCa 3alMChIBACTCS B
nocinenoBareiabnocT: CJIYIIAJIN - BBICTYIINIIN - PEHINJIN.

[locranoBienue (pemieHUE) B TEKCT MPOTOKOJIA BHOCHUTCS TOJHOCTBIO B TOM
dbopMyIupoBKe, KOTOpasi Oblia MPHUHATA HA 3aceJaHUM; MPH HEOOXOJUMOCTH TPUBOISATCS
UTOTH TOJIOCOBAHHUS: «3a - ... IPOTHB - ..., BO3JAEPKAIOCH - ...».

3.40. IIpotokomn 3aceaHus MIO/INCHIBAETCS npeceaarenem
(mpeacenaTeNbCTBYIOUINM) U CEKPETAPEM 3ace/IaHMtsl, eCIM HHOe He ycTaHoBieHo JIHA.

3.41. Tlpu HEoOXOOUMOCTH KOMHH IPOTOKOJIOB WM BBIMHCKH W3 TPOTOKOJIOB
pacchbUIaloTCs 3aMHTEPECOBAaHHBIM JIMIIAM B 3JIEKTPOHHOM BHUJIE B COOTBETCTBHUHU C yKa3aTeJleM
PaCChUIKH.

B BbInucke U3 mMpOTOKOJIA JOJKHBI BOCIIPOU3BOIUTHCS BCE PEKBU3HUTHI 3ar0JIOBOYHOM
9acTH MPOTOKOJIA, BBOJAHAS YaCcTh, BOIMPOC TOBECTKHU JHS, 10 KOTOPOMY T'OTOBHUTCS BBIITHCKA,
U TEKCT, OTpaXkaroluii 00CcykIeHrne BOIpoca U MPUHITOE PELICHHE.

3.42. JlenoBoe (cmyxe0HOE) THCHMO TOTOBUTCS Ha OnaHke mmcbMa. [lpm
COCTaBIIEHUM mMHCEM OGOPMIISIOTCS PEKBU3UTHI: aJpecar, 3arojoBOK K TEKCTY, TEKCT,
MOJIUCh, OTMETKAa 00 HCIOJHUTENC, B HEOOXOAMMBIX CIydasX — OTMETKa O MPHIIOKCHUHU.
Pexomenmyembiii oOpaser ohopMIIeHHS IEIOBOTr0 nMuchbMa (mpuiioxenue Ne 6).

3.43. Ecnu mmucbMO SIBJISIETCS OTBETOM Ha TIOCTYIHMBINHUK 3alpoc WU MPOChOY,
3aMOJIHSETCA PEKBU3UT «CChUIKA Ha PErHCTPAIllMOHHBI HOMEp U JaTy HOCTYIHBILETO
MTUCHMaY.

HaumeHnoBanue Buga JOKyMEHTa («IIHCbMO») M Pa3HOBUAHOCTH MUChMa (HAIIPUMED,
«poch0a», «HHPOPMAITMOHHOE», «COMPOBOJUTEIBHOE», «3aIpPOCy», «HAMOMUHAHHCY) B
JIEJIOBBIX (CITY>KEOHBIX ) MUChMaxX HE YKa3bIBAIOTCS.

Ecimu muceMo HampaBisieTcsl aapecaTy 1O 3JIEKTPOHHOH mmodre wid 1o ¢akcy 0e3
JIOCBUIKH TI0 MOYTe, BMECTO MOYTOBOTO aJipeca yKa3bIBAaeTCs apec dJEKTPOHHON MOYTHI MU
HOoMeDp TenedoHna-gakca.

3.44. JlenoBoe (cmy:xe0HOE) MUCHMO JIOJDKHO OBITH MOCBSIIEHO OJHOMY BOIPOCY.
Eciim HEoOX0oauMO 0OpaTUTHCS B OPraHU3AINI0 OJHOBPEMEHHO IO HECKOJIBKHM BOIIPOCAM,
PEKOMEHIYeTCSI COCTaBUTh OTAEIBHOE MUCHMO 10 KaXJI0MY U3 HUX.

[TrceMo MOXET KacaThCsi HECKOIBKUX BOITPOCOB, €CIT OHU B3aHMMOCBSI3aHBI.

3.45. B onHOM mHchMe He JOJDKHO OBITh Oojiee YeThIpex aapecaToB, MPH ITOM
OCHOBHOM aJipecar yKa3bIBacTCs MEPBBIM, OCTATHHBIM aJIpecaraM IMHCbMO HAMPAaBIISACTCS JUIS
CBEIICHHSI.

[Ipy HEOOXOAUMOCTH HaINpaBUTh MHUCHMO OOJBIIEMY KOJMYECTBY aJpecaTroB,
TOTOBUTCS CIIHCOK PACCHUIKH, U TUChMa PACCHIIAIOTCS IO CITUCKY.

3.46. Ilpu cocraBneHUU JIEJOBBIX MHUCEM UCHOIB3YETCS] BCTYMUTEIBHOE OOpalieHune
W 3aKITIOYUTEIIbHAS dTHKETHAs pa3a B COOTBETCTBHH C TyHKTOM 2.36 HHCTPYKIIHH.

3.47. Tekct nucbMa U3naraercs:

or 1-ro JWIa MHOXXECTBEHHOrO0 4HciIa  (IIPOCHM...»,  «IpeljiaraeMm...»,
«HAIIOMHUHAEM...»);

OT 3-TO JMIla EIUHCTBEHHOTO YHCa («IIPSANPHUATHE CUYUTACT BO3MOXKHBIM ...»,
«UHCTHTYT HE PAcroyaracT BO3MOXXHOCTBIO ...»);

oT 1-ro juIa €IWHCTBEHHOTO YHUCNA («IIPOIIY ...», «IIPEIArar ...»), €CIIA MUCHMO
odopmIIsieTcs Ha JTOKHOCTHOM OJIaHKe.

3.48. Ecmu mpoekT nenoBoro (Ciry’)keO0HOro) MHChbMa HAINpaBiseTCs ajapecary o
MOuTe, MPOEKT TOTOBUTCS B JIBYX JK3EMIUISApaxX: OAUH IK3eMIUIsp odopmisercss Ha OlaHKe,
BTOPOI 3K3eMIUTSIP, TIPeTHA3HAYCHHBIH JIJIST BA3UPOBAHUS) - Ha CTAHIAPTHBIX JIUCTaX OyMarw.

JlenoBoe (ciyxebHOE) THUCHMO 10 TPEACTABICHUS HA TMOAMNKHCH JOJDKHO OBITh
COTJIaCOBAaHO (3aBH3MPOBAHO) CO BCEMH 3aMHTEPECOBaHHBIMU JMiamu. (CoriiacoBaHue
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(BU3MpPOBAHUE) JIETIOBBIX ITMCEM IPOBOAMTCS B COOTBETCTBMM C myHKTamu 4.1 - 4.11
UHCTPYKIIUH.

3.49. [enoBoe (cimyxeOHOE) MUCHMO TMOJIUCHIBAETCS PEKTOPOM YHUBEPCUTETA WIIU
MHBIM YIIOJTHOMOUYEHHBIM UM JUIoM. [loanucanHoe nenoBoe (Ciry>ke0HOe) MHUCbMO TMOJICKUT
peructpauuu u ornpaBke Ciyx00ii 1e10IPOU3BOICTBA.

He nomyckaercss oTHpaBisTh ajapecataM NUCbMa, HE HMMEIOLIME JaThl |
PErUCTPalMOHHOTO HOMEpA.

3.50. Ilocne moxmucaHus MUCbMa M €T0 PErHCTPALUU SK3EMIUISP MUChMA C BH3AMHU
3aMHTEPECOBAHHBIX JIUII TOMEIIAETCS B IETI0.

3.51. AKTBI COCTaBISIIOTCS Ha OCHOBE VYTBEPXKACHHBIX OpraHAMH BIACTH
YHU(UIIMPOBAHHBIX (GOPM WM B CBOOOMHOH (opmMe B IENsIX MOATBEPKACHHUS (HaKTOB,
CBSI3aHHBIX C JIEATENBHOCTHIO yHHBepcuTeTa. PekoMeHmyemblii obpaser; odopmieHus akrta
(mpunoxerue Ne 7).

3.52. Tlpm cocTaBiIcHHMM aKTOB HCIOJB3YIOTCS PEKBU3UTHI: HAaWMCHOBAHHE
OpraHu3ali; HaMMEHOBaHUE BUJA JOKYMEHTA; JaTa JOKYMEHTA; PEerUCTPallMOHHBIA HOMEP
JOKYMEHTa; MECTO COCTABJICHHS WJIM U3aHUS JOKYMEHTA; 3ar0JIOBOK K TEKCTY; TOIHCh.

3.53. Jlaroii akTta sBISETCS Jara COCTABJICHUS aKTa © TMOJIHCAHUS €ro
COCTaBHUTEIISIMH.

Ecnu ¢opmoii akTa mpeaycMOTpEeHO ero yTBEp)KJIEHHUE PEKTOPOM YHHUBEPCUTETA HIIU
WHBIM  YIIOJTHOMOYCHHBIM JIOJDKHOCTHBIM JIMIIOM, JIaTOW aKTa sBIIAETCSA Jara ero
YTBEPKACHHUS.

3.54. B BBOJHOI YacTH aKTa B MIMCHHTEIHLHOM MaJICKe YKA3bIBAIOTCS:

OCHOBaHUE COCTABJICHUS aKTa (JOKAJIbHBI HOPMATUBHBIM aKT; PacHOpsIUTEIIbHBIHN
JOKYMEHT YHHUBepcUTeTa (NpUKa3, pacmopsbkeHue); (akT Wim coOBITHE, IOCITY)XUBIIEE
OCHOBaHHUEM JIJIsi COCTABIICHUS aKTa);

COCTaBHUTEIHM aKTa (Mepeyucisiorcss mocie cioBa «CoOCTaBleH» € YKa3aHUEM
JOJKHOCTEH, HAMMEHOBAaHUN OpraHU3aIuii, €CIi COCTABUTEH SIBISIOTCS MPEICTABUTEISIMU
JIpyroi opranusanuu, GaMuini 1 HHUIUAJIOB).

Ecnu akT cocTtaBieH KOMHCCHEW, TEepBON YyKas3blBaeTCs (PaMuivs TMpecenaTes
KOMUCCHH, 3aT€M WICHOB KOMHCCHH B aJI(h)aBUTHOM TOPSIIKE.

3.55. B Tekcre akTa W3NararoTCs IENM U 3a/ladyll COCTaBJICHMsI aKTa, CYIIHOCTH,
XapakTep, METOJIbI U CPOKH MPOJICNIaHHOM paboThI, €€ pe3yIbTaThI.

[Tpu HEOOXOAUMOCTH aKT MOXKET COJIEPKATh BBIBOJIBI U PEKOMEHIAIUH.

B 3axmounTenpHOW dYacTH akTa YKa3bIBAIOTCS KOJMYECTBO TOATOTOBICHHBIX
HK3EMILISIPOB aKTa M MECTOHAXOXXIEHHE KaXKIOro JK3eMIUisipa. KolnyecTBO 3K3eMILISPOB
aKTa OMpeAeNseTcs KOJIWYECTBOM CTOPOH, 3aWHTEPECOBAHHBIX B €r0 COCTABJICHUHU, WU
HOPMAaTUBHBIMH TPEOOBAaHUSAMH, PETJIAMEHTHPYIONIMMH COCTABIICHHE AaKTOB KOHKPETHOM
Pa3sHOBUHOCTH.

3.56. Dk3emMIuIsIpbl aKTa TOANMCHIBAIOTCS BCEMH UWICHAMH KOMHCCHU (€CIH aKT
COCTaBIISIICSI KOMUCCHEH) UM COCTaBUTEISIMU U, TIPU HEOOXOUMOCTH, MTPUCYTCTBOBABIIIUMU
JIMIIaMHU.

[Ipy monamucaHuuM akTa MpeacedaresieM W WICHAMH KOMHCCUM HAUMEHOBAaHUS HX
JIOJDKHOCTEN HE YKa3bIBAIOTCS.

Oco0oe MHEHUE COCTaBUTEINS aKTa M3JIaraeTcsi Ha OTJEIBHOM JIUCTE, MOAMUCHIBACTCS
Y TIpHAJIaraeTcs K aKTy.

3.57. Ecmu 3akoHomatenscTBOM  Poccuiickoit  @enepanuui  MpeayCMOTPEHO
03HAaKOMJICHHE C COZICP)KaHUEM aKTa JIHII, YIOMSHYTHIX B aKTe, O] MOAIUCH, Ha TTOCIIEeTHEH
CTpaHUIIE aKTa MPOCTABISAETCS 03HAKOMUTENbHAs BU3a «C aKTOM 03HAaKOMJICH(BI)», IPH 3TOM
YKa3bIBAIOTCS HAUMEHOBAHMS JIOJDKHOCTEH, JIMYHBIC IOJITUCH, PACHIH(PPOBKHA IOMIIHUCEH,
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JaThl o3HaKOMJIeHHs. JInIa, KOTOpbIE 3HAKOMSTCS C COICPKAHUEM aKTa, NMEKOT TPaBO HE
COTJIACUTBCA C COJICPKAHMEM aKTa B II€JIOM HJIM €ro OTACIbHBIMH IOJIOKEHUSIMH, YTO
JIOJDKHO OBITH 3a(MKCHUPOBAHO MPH 03HAKOMIICHHHU C aKTOM.

3.58. JHoknamnas (cimyxkeOHas) 3amucKa MCIOJNb3YyeTCs Ui ONEPaTUBHOTO
UH(POPMAIIMOHHOTO OOMEHa MEXIy CTPYKTYPHBIMH IOJPA3/ICICHUSIMU H PYKOBOJCTBOM.
Pexomennyembie 00pasubl OQOpMIICHHS HOKIaJHOW 3amMCKH M CIYXeOHOW 3amuCKH,
IIOJIrOTOBJICHHOM HA OCHOBE 3JICKTPOHHOIO mabioHa (mpruiokerust Ne 8, 9).

3.59. OO0s3aTenbHBIMI PEKBU3UTAMH JIOKJIAIHOM (CIIy>)KeOHOM) 3aluCKu SBISIOTCA:
HAaMMEHOBAHUE CTPYKTYPHOTO IMOApa3/eiicHHs, HANMCHOBAHHE BHJA IOKYMEHTa (IOKJIaIHas
3anucka, ciayxeOHas 3am1ucKa), 1aTa, 3aroJIOBOK K TEKCTY, aJipecat, TeKCT, MOAIUCH.

3.60. Ilpum ampecoBaHuM JOKIAAHBIX (CIYy)KEOHBIX) 3alMCOK YKa3bIBAIOTCS B
JaTeIbHOM TaJeXKe JJOJDKHOCTh JIMIA, KOTOPOMY aJpECcCOBaH JOKYMEHT, (aMuwius u
uHuManel. Hanpumep:

3aMeCTUTEJI I'eHepaJyIbHOI'O
nupekTopa OBY «HammMmeHOBaHME
OopTraHM3aLum»

damvmnma UN.O.

WIIn:

Pyxkopomureso JlenapramMeHTa
MHOOPMALMOHHEIX TEXHOJIOTUN
dammnima U.O.

3.61. JloknanHble (CinyXeOHBIE) 3alIUCKH MOTYT COCTaBIISATBHCS, PAcCMAaTpPUBATBHCS U
XpaHUTHCS B TEUCHHE YCTAHOBJICHHOTO CPOKA UCKITIOUUTENHHO B 3JIEKTPOHHOM BHJE B CO/I.

ITpu opranuzanuu paboThl ¢ TOKIATHBIMU (CIYKEOHBIMHU) 3aIUCKaMH B 3JIEKTPOHHOM
BUJIC UCTIOJIB3YIOTCS SJICKTPOHHBIE MTA0JIOHBI JTOKIATHON M CIY)KEOHON 3aIHCOK.

3.62. Tekcr mokmagHOW (ciayxkeOHOI) 3amuCKU, B 3aBHCUMOCTH OT CIIOKHOCTH
COJIepKaHUs U IPUBOAMMON apryMEHTALlMH, COCTOUT U3 OJHOM, IBYX WJIM TPEX YaCTEH:

B [I€PBOI YaCTH U3JIaratoTCsl NPUYHMHBI, (PAKThI UM COOBITHS, MOCTYKUBILIUE TTOBOJIOM
JUTSL COCTaBIICHUS IOKYMEHTA;

BO BTOpPOI yacTH AaeTcsl aHaJIu3 CIOXKUBIIEHCS CUTyallud, BO3MOXHbBIE BAPHAHTHI €€
peleHus;

B TPEThEH YacTU U3/1aratoTcs BbIBOIbI.

3.63. Perucrpanms TOKIaJHBIX U CIYKEOHBIX 3aITUCOK ocymiecTrisiercs B COJI, mpu
orcyrcTBUM CO/[ — B CTPYKTYPHOM I0/Ipa3/ieJIeHNH, TOATOTOBUBILEM TJOKYMEHT.

3.64. JlenoBble THUCHhMa, HAIpaBlisieMble 3apyOeKHBIM KOPPECIOHACHTaM (B TOM
yucie aapecaraM rocyaapcts — ObBmuX pecny0iuk B cocrae CCCP), odopmisttoTces Ha
OJaHKe MUChMa OPTraHU3aIHY C PEKBU3UTAMH HA PYCCKOM M OJTHOM U3 MHOCTPAHHBIX S3BIKOB.

3.65. Ilucemo, HampaBisieMoe 3apyOeKHOMY ajpecary, COCTaBISETCS Ha PYCCKOM
S3bIKE, TMPOXOIMT COTJIACOBAaHME CO BCEMH 3aWHTEPECOBAaHHBIMHU JIUIIAMH YHHUBEPCHUTETA,
10CJI€ Yero MUChMO MEPEeBOJIUTCS Ha OJMH M3 MHOCTPAHHBIX S3bIKOB (S3BIK ajpecaTa WM
AHTIIMICKHAN S3bIK) U 0opMIIIeTCs] Ha OJJaHKe MUChMA, TIPEHAa3HAYEHHOM ISl TIEPEMUCKH C
3apy0eKHBIMU KOPPECIIOHICHTAMHU.

[MommaHNK mHchMa, O(QOPMIICHHBIM Ha OJHOM W3 WHOCTPAHHBIX SI3BIKOB, JIOJDKCH
ObITh HWICHTUYEH 10 COJIEPKAHHMIO DJK3EMIULIpYy Ha PYCCKOM S3bIKE C BHU3aMH
3aWHTEPECOBAHHBIX JIHII.

3.66. Ha moamuch peKTopy MNPEACTaBIAIOTCSA: SK3EMIUIIP MUCbMa 3apyOeKHOMY
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KOPPECIIOHIEHTY, 0(hOpMIICHHBIH Ha OJaHKe, KOIUS JAHHOTO MUChMa Ha CTAHJAapPTHOM JIUCTE
Oymarn ¢ BH30H WCIONHUTENS, SK3EMIULIp MHChMa Ha PYCCKOM S3bIKE C BHU3AMH
3aWHTEPECOBAHHBIX JIHII.

3.67. Ilocne moamucaHusi MHChMa PEKTOPOM WM HHBIM YIOJHOMOUYEHHBIM UM
JIUIIOM:

SK3EMIUIIp MUChbMa, OGOpPMIICHHBIH Ha OJaHKe, TMOAMUCAHHBIA PEKTOpOM U
3aperucTpupoBaHHbIi B Ciyx0e 1eIonpor3BOICTBA, HAPABIISIETCS aIpecaTy;

KONHs MHChMa C BH30W HCHOJHUTENS W HK3EMIUIAP NHCbMa, COCTABICHHBIH Ha
PYCCKOM $I3bIKE, C BU3aMHU 3aMHTEPECOBAHHBIX JIUI] TIOMEIIAIOTCS B JIEJIO.

3.68. Ilucpma, HampaBisieMble 3apyOeKHBIM aJipecaraMm, J0JDKHBI UMETh PEKBU3HTHI:
ajipecar, 1aTa, peruCTPallMOHHbBI HOMEP, TEKCT, TIOIIHCh.

[Tpu HE0OX0AMMOCTH MOTYT OPOPMIIATHCS PEKBUZUTHI «CCHUIKA HAa PETUCTPAIIMOHHBII
HOMEp W JIaTy IMOCTYNHBIIETO0 IMUChMa» M «3aroJIoBOK K TeKcTy». Ha komwu muchma,
MIOMEIIAEMOH B JIEJ0, TOTIOJIHUTENILHO MTPOCTABIISETCS OTMETKA 00 MCIIOJTHUTEIE.

3.69. PexBu3uT «ampecat» odopMIsSeTCS ClpaBa TMOJ PEKBU3UTaMHU OJaHKA.
AnpecaToM MuchMa MOKET ObITh OPTaHU3aIUs UM KOHKPETHOE JIHILIO.

Ecnmu nrcbMo azpecoBaHO OpraHU3allfM, CHavalla JaceTCs e HaMMEHOBAaHUE, 3aTEM -
MOYTOBBIA aZpec B IOCIEAOBATCIBHOCTH: HOMEp JOMa WM 3[aHWs, HA3BaHHUE YJIHIIBI;
Ha3BaHUE ropojia; CTpaHa.

Kaxnplii smemMeHT anpeca NMUIIETCS Ha OTAENBHOHN cTpoke. Ha3Banme ropona, kKak
NPaBUJIO, IeYaTaeTcs MPOMUCHBIME OykBaMu. Hampumep:

Brook & SoNt Toymakers
61-71 Steel Street
BRIDGETOWN:

BR61 7RE

U.S.A.

Cnosa Avenue, Street, Place 1 unble B aipece MUIIYTCS C MPONUCHON OYKBBHI.

ITpu opopmiieHHH TOYTOBOTO aJipeca 3apyOeKHbIM KOPPECIIOHICHTaM MyHKTYyalus He
PUMEHSETCS.

IIpu anpecoBaHuM mnuceM HEOOXOAMMO YUUTHIBATh TPAJAULIUHU, XapaKTepHbIEC IS
OTJIENbHBIX CTpaH (HampuMmep, B BenukoOpuTaHuM mocie yka3zaHusi ropoja MOXKeET ObITh
yka3zaHo rpadctso, B CIIIA — Ha3BaHue 1mTaTa).

Ecnu B Ha3zBanuu Qupmbl npucyrcTByer ¢amunus auna (Hanpumep, W. Edward &
Co., Ltd), mepen Ha3BaHWeM (UPMBI TPHHATO CTABUTh CIIOBO Messrs (COKpalieHHe OT
Messieurs - rocroa).

Ecnmu muceMo azapecyercs KOHKPETHOMY JIMILYy, Tepesl Ha3BaHHMEM OpraHU3alliu
YKa3bIBAIOT (DaMIITHIO U TOJDKHOCTH PA0OTHUKA FITH €T0 JOJDKHOCTB.

Hanpumep:

Mr. AN drew Roach
Sale MalNt ager
Super Toys Ltd
Chatfield Road

N EWTOWNe

N E12 OLD

U.S.A.

3.70. B mmcbMax 3apyOexHBIM ajpecaraM JaTa opopMIIsieTcs CIOBECHO-IIM(PPOBBIM
CIIOCOOOM B TIOCJIEIOBATENBHOCTH: JICHb MecsIa, Mecsll, Tox. Hanpumep:
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24 guBapsa 2017 .

[Ipu cocraBieHnU MUCbMa HA AHTJIMKACKOM SI3BIKE JOIMycKaeTcsi opopMieHne IaThl B
IIOCJIE0BATENBHOCTH: TOA, MECALL, IeHb Mecsua. Hanpumep:

2017, JaN uary 24.

3.71. B nmnumcemax 3apyOexHBIM ajapecaTaM HCIIOJB3YIOTCA BCTYIUTEIbHBIC
oOpareHus o JOJHKHOCTH Wi 1o (pamunuu ajnpecara. Hampumep:

YBaxaeMell TOCHOIMH TOPTOBEIM COBETHUK!
YBaxaeMell T'OCHOOMH AHTeJioB!

3aKaH4YMBaeTCsd MUCHMO 3aKIIOYUTEILHON STUKETHOMN (bpa30171 «C YBAKCHHUCM,...».

IV. Coriiacopanue npoekToB 10KyMeHTOB. [loagnuncanue (yreepaaeHune) NpoeKToB
JOKYMEHTOB

4.1. CornacoBaHHe ITPOEKTa JOKYMEHTa IIPOBOAUTCS /10 €r0 MOJIUCAHUS PEKTOPOM
B LEIAX OLEHKM COOTBETCTBHS MPOEKTAa 3aKoHOAArenbCTBY Poccuiickonn @exnepannu,
JOKaJbHBIM  HOPMAaTHBHBIM  aKTaM  yHHUBEpCHTeTa, KadecTBa U 3(PPEeKTUBHOCTU
IpeIaraéMoro penieHus.

CornacoBaHue MpOEKTa JOKyMEHTa OpraHU3yeTcsl HEMOCPEICTBEHHBIM HCIIOJIHUTEIEM
(cocTaBuTeNEeM) U PyKOBOAUTEIEM MOPA3/IEICHUS-UCIIONHUTENS U IPOBOJUTCS B Ipeaesax
YCTaHOBJIEHHOI'O CPOKA UCIIOJHEHUS.

4.2. Tlpu Hammumm B yHmBepcutere CDJl coriacoBaHHMe MPOEKTOB JOKYMEHTOB
OCYILIECTBIISIETCS. B aBTOMATU3MPOBAaHHOM PEKUME IIOCPENCTBOM HAIMPABICHUS IMPOEKTOB
JIOKYMEHTOB JIMIIaM, Ha3HAYEHHBIM B KAaUE€CTBE COIVIACYIOIIUX, U O(OPMIICHUS PE3yIbTaTOB
cornacoBanus B COJI.

CornacoBaHue TPOEKTOB JOKYMEHTOB MOXET OCYIIECTBISTHCS IOCPEACTBOM
KOPIIOPATUBHOM 3JIEKTPOHHOM MOYTHI U 0(OPMIICHHS MCIIOJHUTEIEM JIUCTA COTJIACOBAHUS C
MPUJIOKEHUEM JJIEKTPOHHBIX COOOIIEHMH JIMI], Y4aCTBOBABLIMX B COIJIACOBAHMM IPOEKTA
JIOKYMEHTA.

4.3. CormacoBaHHe TPOEKTOB JTOKYMEHTOB C Pa0OTHHKAMH YHHUBEPCUTETA W/WIIN
JPYTUMH OpraHU3alUsIMU OpraHU3yeT UCIIOIHUTENb I1OCIIE COTTIaCOBaHUS B paboueM Mopsiike
IPOEKTa JOKYMEHTa C PYKOBOAMTENEM CTPYKTYPHOTO IMOJAPA3JEICHUS U B COOTBETCTBHUM C
MHCTPYKLMEN II0 JEJONPOU3BOJACTBY WJIM WHBIMU JIOKaJIbHBIMU HOPMAaTHBHBIMHU AaKTaMH,
PEryJIHPYIOIKUMHU IPOLECC COTTIACOBAHUSI (BUSHPOBAHUS) IPOEKTOB TOKYMEHTOB.

4.4. TIpoekThl JOKYMEHTOB COTJIACYIOTCS:

HEMOCPEJACTBEHHBIM HCIIOIHUTENEM U PYKOBOAUTENEM MOAPA3AeICHUSI-UCTIOTHUTENS;

COUCHIOJHUTENSAMH (TIPH UX HATUYUH);

PYKOBOIUTENSAMU CTPYKTYPHBIX MOJApa3JeleHuld, pabOTHUKaMU YHHUBEPCHUTETA,
HalpaBJIeHUs JIEATETbHOCTH W/WIN (PYHKIIMOHAIbHBIE 0053aHHOCTH KOTOPBIX 3aTParuBaloTCs
B TPOEKTE JOKYMEHTAa W/WIM KOTOpbIE YKa3aHbl B IIPOEKTE JIOKyMEHTa B KauecTBe
UCIIOJIHUTENIEN (B Cllydae BPEMEHHOI'O OTCYTCTBHMSI PYKOBOAMTENS MOAPA3AEICHHUS NPOEKT
JIOKYMEHTA BU3UPYET JIMI0, BDEMEHHO MCIIOJIHSIOIIEE €r0 00sS3aHHOCTH);

MPOPEKTOPOM, KYPUPYIOIIMMHU 3aTPOHYTHIE B NPOEKTE JAOKYMEHTa BOIPOCHI (€CiH
JIOKYMEHT MOJIIUCHIBACTCS (YTBEPIKAALTCS) PEKTOPOM YHUBEPCHUTETA);

I0pUInYecKoil ciyx00ii (mpoektoB JIHA, npoekToB MpHukas3oB);
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Cyx00¥1 1e1onpou3BOICTBa.

[IpoekThl JOKYMEHTOB, peaju3alus KOTOPBIX TpeOyeT (HUHAHCOBBIX 3aTpar,
COTJIACOBBIBAIOTCS C (PMHAHCOBBIM MOAPA3ICTICHUEM.

He nomyckaercss HampaBisTh Ha COTJIACOBAHME TMPOEKT JOKYMEHTa OJHOBPEMEHHO
JIBYyM Wik Oojee pabOTHHKaM OIHOIO CTPYKTYpHOTO mojpaszieiieHus. B kauecTBe mui,
COIJIACYIOIIMX TPOEKT JOKYMEHTa, JOJDKHBI BBICTYNATh HMPEUMYIIECTBEHHO PYKOBOAUTEIN
CTPYKTYPHBIX IOJIpa3iesiCHUH.

4.5. BaemHee coriacoBaHue MPOEKTa JOKYMEHTa OCYIIECTBISETCS IOCPEACTBOM
HAIpPaBJICHUS! IPOEKTa B JPYTYI0 OPraHU3alUIO C COMPOBOAUTENBHBIM MHUCHMOM, B KOTOPOM
YKa3bIBAETCS CPOK COTIIACOBAHUSI.

Ecnu opranuzanuu, coriacyroomide HOpOeKT JOKYMEHTa, SBISIFOTCS Y4YaCTHHKaAMU
omnoit CDJI, cormacoBanme MoOxeT ObIThb TmpoBeneHo B CDJ] 0e3 HampaBicHHS
COIPOBOUTENBHOTO MIUChbMA U OJTHOBPEMEHHO C BHYTPEHHUM COTJIaCOBAaHUEM.

4.6. Cpokwu coriacoBaHHs JOKYMEHTOB COCTaBIISIOT:

MIPOEKTHI IETIOBBIX (CIIykeOHbIX) nrceM — 1-3 pabounx aHs;

IIPOEKTHI IPUKA30B 0e3 mpuiiokeHui — 1-3 pabouux IHs;

MIPOEKTHI MPUKA30B C MPHIIOKEHUSIMHU CIIPABOYHOTO Xapakrepa — 3-5 pabouux THel;

MPOEKTHI MPUKA30B C MPHIOKEHUEM JIOKATBHBIX HOPMATUBHBIX aKTOB B 3aBUCHMOCTH
oT ux oobema (He O6osee 50 crpanun) — 5-10 pabounx aHEH;

MPOEKTHl JIOKAJTBHBIX HOPMATUBHBIX aKTOB, YTBEPXKAAEMBIX HEMOCPEICTBEHHO
MOANHKCHIO pekTopa (He 6osee S0 ctpanuiy) — 5-10 pabounx gHEH;

MPOCKTHl  NPOTOKOJIOB  3acefaHui  (CoBemlaHWM) TpU  HEOOXOAUMOCTH  UX
COTJIacOBaHUs, B 3aBUCHUMOCTH OT 00beMa JokyMeHTa — 1-3 paGouux JHs.

Cpoku coriacoBaHdsi TPOEKTOB JOKYMEHTOB, HAaIlpaBIsiEMbIX Ha BHEIIHEE
COIJIACOBAaHUE HE JOJDKHBI COCTABIATH Oosiee 30 KajJeHIapHbIX JHEH.

B KOHKpETHBIX Ciy4asix B 3aBUCHMOCTH OT COJEP)KaHHS M Ha3HAUYCHUS JTOKyMEHTa
CPOK COIJIaCOBaHHsI MOKET OBITh COKpallleH WIM YBEIUYEH [0 PEIIEHUI0 PYKOBOJIUTEI,
KYpUPYIOIIETO HAMpaBJICHUE IESTEILHOCTH, IO KOTOPOMY TOTOBUTCS TMIPOEKT PEIICHHUS.

4.7.  Odopmnenne pe3ynbTatoB corinacoBanus JIHA u pacnmopsauTenbHBIX
JOKYMEHTOB OCYIIECTBIISIETCS B BHJIE BU3, MPOCTABIISIEMBIX 3aMHTEPECOBAHHBIMHU JIIIAMH Ha
MOCJEIHEM JIMCTE MPOEKTa JOKyMEeHTa (Ha ero OoOOpOTHOM CTOpPOHE) WJIM Ha OTAEIbHOM
JWCTE COTJIACOBAHMSA, SBIISIONIEMCS HEOTHEMJIEMOW 4YacThiO JOKyMeHTa. OTMETKH O
corimacoBanuu (rpud cormacoBaHusi U BU3bI) OGOPMIISIOTCS B COOTBETCTBUU C MYyHKTaMHU
2.38, 2.39 uHCTpYKIUH.

[Ipu cornacoBaHuM AETOBBIX (CIYKEOHBIX) MUCEM BU3blI MPOCTABISIIOTCS HA KOMUHU
nuchMa (BU30BOM 9K3EMIUISP), KOTOPHIH TOCTE MOIMUCAHMS TMOUIMHHUKA MHCbMa U €ro
pEeTUCTpali TIOMENIAeTCsl B JeNI0, WIM Ha 000pOTE MOUTMHHUKA THCHhMa, €CIH IMHCHMO
HarpaBiseTcsl ajzipecary no (akcy WIM IJIEKTPOHHOU MouTe. DTOT K€ 3K3EMIUIAp MHUChMa
1ocjIe OTIPABKH ajpecary (1o (akcy WM 3JEKTPOHHOH MMOYTEe B BUJE AJIEKTPOHHOW KOIIHN)
MIOMEIIAETCs B JIEIIO.

[TpoeKTBl TPOTOKOJIIOB BH3UPYIOTCS JIMIAMH, BBICTYIIABIIUMH Ha 3acelaHHUH
(coBemanum) MyTeM MPOCTABICHHUS BHU3bI HA JICBOM II0JIE JOKYMEHTA HAMPOTHB 3allUCH
BBICTYIIJICHHSI COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CornacoBaHue IPOEKTOB JIOKYMEHTOB MOXeT ocymecTBisAThes B CO/1. ITocne
3aBEpIICHHs] TPOIEAYpPHl COTJIAacOBaHWs (MPH CO3MAaHWM TIOJUIMHHWKA JOKYMEHTa Ha
OyMa)kHOM HOCHTEJIe) JUCT corjacoBaHus pacneuaTsiBaeTcs u3 COJl, mpukiaapBaeTcs K
MPOEKTY TOKYMEHTa W TPENICTABIISIETCS HA MOANUCH peKTopa (MHOMY YITOJIHOMOYEHHOMY UM
Tuny).

CornacoBanne BHYTPEHHHX JIOKYMEHTOB, CO3JIaHHME, XpAaHCHWE W WCIIOJIb30BaHHE
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KOTOpPBIX ocyuiecTBisieTcs nocpeacrsom COJ, npopoautcs B COJl B 3JIEKTPOHHOM BUJIE.

[Ipu cormacoBaHWM MPOEKTOB BHYTPEHHHUX JOKYMEHTOB, CO3JIaHHBIX HAa OyMa)KHOM
HOCHUTEJIe, BU3bl IIPOCTABIISIOTCSA HEMOCPEACTBEHHO Ha MPOEKTE JOKYMEHTA.

4.9. Ilpu BHEHIHEM COIJIACOBAHUH, IOJYYCHHOM ITHCbMOM, WJIM COTJIACOBAHUU
IPOEKTa JOKYMEHTa KOJIJIETHAJIbHBIM (COBEIIATENbHBIM) OPraHoM C (pUKcaluel perieHus o
COI'JIACOBAHUU B MIPOTOKOJIE 3aCEIaHUS UCTIOIHUTENH OQOPMIISIET Ha MIPOEKTE TOKYMEHTa MU
B JIUCTE COIJIACOBAHUS IPHU( COINIACOBAHUS B COOTBETCTBUU C IYHKTOM 2.38 MHCTPYKLHU.
[Tucema o cornacoBaHuu (BBIKCKA U3 MTPOTOKOJIA) MPHIIATAIOTCS K TPOCKTY TOKYMEHTA.

4.10. B xome coriacoBaHusi NPOEKTa JOKyMEHTa pPaOOTHUK, COTJIACYIOIIUI
JOKYMEHT, IPUHUMAET OHO U3 CICAYIOIIUX PEIICHHIA:

COIJIaCOBAaTh MPOEKT JOKyMEHTa 0e3 3aMe4aHui;

COTJIaCOBATh MPOEKT JOKYMEHTA C 3aMEYaHUSIMHU;

OTKJIOHUTH NPOEKT JTOKYMEHTA;

yKa3aTh, YTO HE UMEET OTHOIIEHHS K MIPOEKTY AJOKYMEHTa (PacCCMOTPEHHE BOMPOCa, 110
KOTOPOMY IIPUHUMAETCS pEIIeHUE, HE BXOAUT B 00S13aHHOCTU PAaOOTHUKA).

Bo3paxkeHuss 1O TPOEKTy TmpuKa3a (pacmopspKeHHUs), BO3HHKAIOMIME TIPU
COIJIACOBAHUH, M3JIATalOTCs B CIIPaBKe, KOTOpasl MpHJIaraercst K MPOEKTy, WIK BHOCUTCS B
Co/.

Ecnu npoekT TOKyMEeHTa COIrlacoBaH C 3aMEYaHUsIMH, 3TO O3HAYaeT, YTO 3aMEeUaHUs
HOCAT PEeNAaKLIMOHHBIA XapakTep, W MOCIe WX NMPUHSATHS HCIIOJHUTEIEM IPOCKT He Tpedyer
HOBTOPHOT'O COTJIACOBAHUS.

[TpoexT ToKyMeHTa OTKIIOHSIETCS JINIIOM, COTIIACYIOIIUM JOKYMEHT, B CITy4asX:

HAJINYMS CYLIECTBEHHBIX 3aMEYaHUN 110 IPOEKTY IOKYMEHTa;

HECOTJIaCHs C TIPOEKTOM JTIOKYMEHTA.

4.11. HecornacoBaHHBIH NMPOEKT JTOKyMEHTa TpeOyeT JA0pabOTKU MO BbICKa3aHHBIM
3aMEeYaHusIM, TepeoOPMIICHHUS U TIOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnu npu n1opaboTKe MpoeKTa JOKYMEHTa UCHOJIHUTENb NPUHUMAET pelIeHue
HE YYMTHIBaTh 3aMeuaHue (3ameuyaHusi) nuna (JIMi), y4acTBOBAaBUIMX B COIVIACOBaHUH,
UCTIOJIHUTEJIEM TOTOBHUTCS PEECTp HEYUTEHHBIX 3aMEYaHuM, KOTOPbI BMecCTe C MPOEKTOM
JOKYMEHTa TPEACTaBISETCS PEKTOPY MM MHOMY YIIOJTHOMOYEHHOMY MM JIOJDKHOCTHOMY
JMIly, MOJAMUCHIBAIONIEMY (yTBEp)KIaroIIeMy) AOKYMEHT. PeecTp HEyuTEHHBIX 3aMe4aHui
MIOJIIMCHIBACTCS. PYKOBOAUTEIEM CTPYKTYPHOTO MOIPa3AeICHUS-UCTIOTHATEIS.

4.13. Pemenue o TOM, NPUHUMATh WM HE NPUHUMATh HEYYTCHHbIE 3aMEYaHUs
NPUHUMAET PEKTOP.

B ciyuae ecnu pekTop MpUHUMAET pelleHHe O HEOOXOAMMOCTH YYeCTh 3aMedaHus,
OTKJIOHEHHbIE ~ HCIOJHMUTENEM, HCIOJIHUTENb JlopabaThlBaeT MpPOEKT JOKYMEHTa B
COOTBETCTBHUH C BHICKa3aHHBIMH 3aMEYaHUSMHU.

Ecnu pexTop cornamiaercss ¢ MHEHUEM HCIOJIHUTEINS, OH MOANUCHIBAaeT (YTBEPKIAET)
JIOKYMEHT.

4.14. JlokyMeHTBHl, U3JaBaeMble OT HWMEHHM YHHMBEpPCHTETa, IOJAMUCHIBAIOTCS
PEKTOPOM HJIM WHBIMH YIIOJTHOMOYEHHBIMH WM JIOJDKHOCTHBIMH JIUIIAMH (TIPOPEKTOpaMH,
PYKOBOJIUTENSAMH CTPYKTYPHBIX TOJpA3JelIeHU, WHBIMUA JOJDKHOCTHBIMU JIMIIAMH B
COOTBETCTBUM C WX KOMIIETCHIMEH, ONpenesieMOil JTOBEPEHHOCTSIMH Ha BBITIOJTHEHUE
OTpENIeICHHBIX JIEHCTBHM OT MMEHU YHUBEPCUTETa, BHYTPEHHHMH HOPMATHUBHBIMU
JIOKYMEHTaMHU YHUBEPCHUTETA).

4.15. OraenbHbIE BHIBI BHYTPEHHHUX JIOKYMEHTOB (CIyXeOHble, 0OBSICHUTEIbHBIE
3alUCKH) Ha WM PYKOBOJHUTEIS CTPYKTYPHOTO TOIPA3JEICHUSI  ITOAMUCHIBAIOTCS
UCTIOJIHUTENIEM (COCTAaBUTENIEM), €CJIM pa3pellaeMble MPU STOM BONPOCHI HE BBIXOIAT 3a
IPeIeITbl €r0 KOMIETCHITNH.
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4.16. JlokyMeHTBI, HalpaBlsieMble B BBICIINE OpPTraHbl TOCYJapCTBEHHON BJlacTH, Ha
UMS  TIEPBBIX  pYKOBOIUTeNeH  (enepanbHbIX OpPraHOB  HCHOJHHUTENBHOM  BIACTH,
pykoBoauteneid cyobekToB Poccmiickoit  ®emeparuu M 3apyOeKHBIX TOCYAapCTB,
MOJIHMCHIBAIOTCS PEKTOPOM HIIH JIUIIOM, UCIIOJHSIOIINM €ro 00s3aHHOCTH.

4.17. JlokyMeHTbI, HampaBjsieMble B IIOJIBEJOMCTBEHHbIE U CTOPOHHHE OpraHU3aluH,
HNOJAINUCBHIBAIOTCSL  IPOPEKTOPOM, HHBIMM  JIOJDKHOCTHBIMM  JIMLIAMM ~ YHHUBEpPCUTETa B
COOTBETCTBUHU C MPEIOCTABICHHBIMU UM MTOJIHOMOYHUSIMHU.

4.18. JloKyMeHT NOJIHCHIBACTCS JABYMs WM OoJjiee JHMIaMH, €CJIM 3a COAEp)KaHue
JIOKYMEHTa HECYT OTBETCTBEHHOCTbh HECKOJIbKO PaOOTHHKOB (JIOKYMEHTHI, TIOJTOTOBJICHHBIE
HECKOJIbKUMH MOpa3IeICHUSIMHA UM OPraHu3alusIMU, padoueit rpyImoi, KoMuccuei).

4.19. TlonmuceiBaercs, Kak MPaBHIIO, OJUH AK3eMIUISp J0KymMeHTa. COBMECTHBII
JIOKYMEHT IIOJIIUCBHIBAETCA B KOJMYECTBE, COOTBETCTBYIOLIEM KOJIMYECTBY OpraHU3alui,
CO3/IaBILIUX JIOKYMEHT.

[Ipy HanpaBneHMM nHUCbMA WIM BHYTPEHHETO HMH(POPMALMOHHO-CIIPABOYHOIO
JOKyMEHTa HECKOJbKMM ajpecaTam (He Ooliee 4YeThIpeX) TOJIUCHIBACTCS KaXIbIid
OTIIPABJISEMbIN IK3EMILISP TOKYMEHTA.

4.20. Tlonmucek Ha nOKyMeHTe oopmiiseTcss B COOTBETCTBUU ¢ myHKkTamu 2.40, 2.41
UHCTPYKLHUU.

4.21. VYTBepKIeHHE TOKYMEHTa IPOU3BOIUTCS:

HETIOCPEJICTBEHHO PEKTOPOM - MPOCTABICHUEM COOCTBEHHOPYYHOU MOAMKCH B Ipude
YTBEPKIACHHUS;

IIPUKA30M YHUBEPCUTETA.

4.22. VYTBepKOarOTCs MpaBUiia, MOJIOKEHUs, HHCTPYKLIUHU, PETIIaMEHThI, HEKOTOPhIE
BUJBI aKTOB, IUIAHBI, IPOTPAMMBI U JAPYTHE JOKYMEHTHI, YCTaHABJIMBAIOLINE HOPMBI H/HIH
paccuuTaHHbIE Ha [UIUTENbHOE puMeHeHue (nprmioxenne Ne 10).

4.23. Odopmienue rpuda yTBEpKACHUS MPOU3BOIAUTCS B COOTBETCTBUU C IMTYHKTOM
2.34 UHCTPYKIUH.

4.24. Tloamuchk peKkTOpa WJIM WHOTO YIOJHOMOYEHHOTO MM JIMIAa Ha JTOKYMEHTaXx,
TpeOYIOLINX 0COO0ro yI0CTOBEPEHHs MX IMOJIMHHOCTH, a TaKKe Ha KOMHMIX JOKYMEHTOB U
BBIITUCKAX U3 JJOKYMEHTOB 3aBepsieTcsl neuaThio (mpuioxkenne Ne 11).

[TeyaTh Ha JOKYMEHTE MPOCTABISAETCS B COOTBETCTBUU C MMYHKTOM 2.42 HHCTPYKIIHH.

V. Opranusanus 10KyMeHT0000poTa

5.1.  JIoKyMEHTOOOOpOT BKJIIOYAET BCIO IOCIEI0BATEIbHOCTh MEpEeMEIeHHI
JIOKYMEHTOB, a TaK)Ke Ollepallly, COBEpLIAEMbIE C TOKYMEHTaMU B IIPOLECCE UX CO3JaHUs U
UCIIONTHEHUsS (TIOJlydyeHue, OTMpaBKa, MPEIBApUTEIIbLHOE pPAcCMOTPEHUE, perucTparms,
paccMOTpPEHHE PYKOBOAUTEIIEM).

5.2. llemp opraHusanuu JOKYMEHTOOOOpOTa — 0OOeCIeYeHHe CBOECBPEMEHHOTO
OPUHATHS YOPABICHYECKHX pEUIeHHH M MX MCIONHEeHMs. 3ajaya JIOKyMeHTooOopoTa —
OpraHU30BaTh JIB)KEHHE JIOKYMEHTOB [0 HaUMEHEe KOPOTKOMY IMYyTH C MHHHUMAaJIbHBIMU
3aTpataMu TpyJa U BPEMEHH, B YCIOBHUIX 3JEKTPOHHOTO JIOKyMEHTO00OpOTa — 00ecreynTh
JIOCTYN K JOKyMeHTaM Tmojbp3oBatesiM COJ] B COOTBETCTBHM € TPEAOCTAaBICHHBIMH HM
paBaMHu.

5.3. B ycnoBusax npumenenust COJ/] B yHUBEpCUTETE UCTIOIB3YIOTCS DIIEKTPOHHBIE
JOKYMEHTBI, a TaKXe€ DJJEKTPOHHBIE KONUHU JIOKYMEHTOB, IIOJY4YEHHBIE B pE3yJbTaTe
CKaHHPOBAHMS TOKYMEHTOB Ha OyMa)KHOM HocuTelne. JJOKyMeHTbl YHUBEpCUTETa, UMEIOIINe
BPEMEHHBIE CPOKHM XpaHeHus (70 10 JeT BKIIOYMTENBHO) MOTYT CO3/1aBaThCs, XPAaHUTHCS U
MCIIOJIb30BAThCS UCKIIOYUTEIHHO B (POpPME FIMEKTPOHHBIX IOKYMEHTOB.
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IlepeyeHb TOKYMEHTOB, CO3[JaBa€MbIX, XPAaHUMBIX U HCIIOJIb3YEMbIX UCKIOYUTEIBHO
B (hopMe INIEKTPOHHBIX TJOKYMEHTOB, YTBEPKIAETCS PEKTOPOM.

5.4. Opranuzauus JBHXKEHUS  JOKYMEHTOB B  YCIOBHUSX  3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa  OCYIIECTBISIETCSI B COOTBETCTBMM C  PETJIAMEHTHPOBAHHBIMU
Mapuipyramu, padpadarsiBaeMbiMu Ciryxk00i1 1€7101pOoU3BOACTBA.

MapmipyTsl JABHXEHHS OPraHU3allMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB JIOJIKHBI
ObITh ONTHUMAJIBHBIMU [0 3aTpaTaM BpPEMEHHM, HE JOJDKHBI JOMYCKAaThb TyOJIMpPYIOLIMX
oTepanuii ¥ BO3BPATHBIX JIBKEHU, HE 00YCIOBICHHBIX JI€JI0BOI HE00X0AUMOCTHIO.

5.5.  Opranuzaunus J0KyMEHTOOOOPOTa OCHOBBIBAETCS HA IPUHIIUIIAX:

LEHTpaAJIN3aUH OTIepalHii IO IPUEMY U OTIPaBKE JOKYMEHTOB;

pacripeieieHus! JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, UMEIOIINE OJIMHAKOBbIM MapHIpyT
(MapupyTH3alus 10KyMEHTOB);

OpraHu3alMK [IPEIBAPUTEIIEHOTO PACCMOTPEHUS BXOAIUX JOKYMEHTOB;

WCKJIIOUYEHHUS] BO3BPATHBIX JIBIKCHUH JOKYMEHTa, HE OOYCIIOBICHHBIX JEIIOBOM
HE00XO0/IUMOCTBIO;

OJTHOKPATHOCTH PETHCTPALUHU JTOKYMEHTOB;

yCTpaHeHUs] HEOOOCHOBaHHbIX COIVIACOBAHUIN MPOEKTOB IOKYMEHTOB;

BPEMEHHOM  perjaMeHTaluu omnepanuuii 1mo oOpaloTke, pacCMOTPEHUID U
COIJIACOBAHUIO JOKYMEHTOB.

5.6. B 10KyMeHTOOOOpPOTE YHUBEPCHUTETAa BBIICISAIOTCS JOKYMEHTOIIOTOKH:
BXoZsmue (MOCTyHamoIue) JOKYMEHTBl; HcXozsmue (OTHpaBiseMble) JOKYMEHTHI,
BHYTPEHHHUE IOKyMEHTHI. B cocTaBe BXOASMINX U UCXOSIINX JOKYMEHTOB BBIICIISIOTCS:

JOKYMEHTBI OPIaHOB rOCY1apCTBEHHOMN BJIACTH, OPIraHOB MECTHOI'O CAMOYIIPaBIJICHUS;

JOKYMEHTBI (DHITHAIOB ¥ TEPPUTOPHATTEHO 000COOICHHBIX MOIPa3/ICIICHU;

JOKYMEHTBI U3 TOCYJJapCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHu3aluii;

3ampockl AenytatoB [ocynmapctBenHoit Jlymer u uneHoB Coera ®enepanuu,
JIETyTaTOB 3aKOHOJATENbHBIX OpraHoB cyObekToB Poccuiickoit depepauuu M opraHos
MECTHOTO CaMOYTIPaBJICHUS;

oOpalleHus Tpak/JaH;

JOKYMEHTHl W3 TIPaBUTEILCTBEHHBIX W  HEMPAaBUTEIBCTBEHHBIX OpTraHU3aINid
3apyOeKHBIX CTPaH U JIpyTue IPyNibl JOKYMEHTOB.

5.7. JlocraBka U OTIpaBKa JOKYMEHTOB B YHHUBEPCUTETE OCYIIECTBIISIFOTCS
CpeACTBaMHU IIOYTOBOM CBSA3M, (ENbAbErepcKkol M KypbepCKOM CBSA3HM, HAPOYHBIMH U
pa3MYHBIMU  BHJAMHU  OJEKTpocBsi3u  ((akcumumnbHas, TtenerpadHas, TtenedoHHas,
AJIEKTPOHHAsl 110YTa, CHCTEMAa MEXBEIOMCTBEHHOIO 3JEKTPOHHOIO JIOKYMEHTOOO0OpOoTa
(MBJ10), CON).

5.8. B yHuBepcuTeT HOCTaBISETCS KOPPECIOHICHIMS B BHJE IMUCEM, ITOYTOBBIX
KapTouek, OaHaepojel W TMakeToB, IEYaTHBIX U3JaHUN, Tenerpamm, (akcorpamm,
Tesne)OHOTpaMM, IIIEKTPOHHBIX JOKYMEHTOB U DJIEKTPOHHBIX KOTHIA JOKYMEHTOB.

5.9. Ilpuem noxymeHToB ocymecTBiusercss  Ciyx00i  1€10ImpOU3BOJICTBA.
JIOKyMEHTBI, TOJydeHHBIE paOOTHHUKAMH OT JAPYTHX OpPTraHM3alWi, TaKKe TNepemaroTcs B
CnyxOy enonpou3BOCTBA Il PETUCTPALIUU H/UITH yueTa.

5.10. Bce mocTynuBOIHE B YHHBEPCHUTET JTOKYMEHTHI TIOIJIEKAT MEPBUIHOMN
00paboTKe, BKITIOYAIOIICH:

MPOBEPKY MPABUIIBHOCTH JIOCTaBKH JOKYMEHTOB;

MPOBEPKY IETIOCTHOCTH YITAKOBKHU (KOHBEPTOB, TAKETOB);

BCKpBITHE YIAKOBKHU (32 MCKIIOUYEHHEM KOHBEPTOB, IMAKETOB C MOMETKOU «JIMuHO» U
rpadamu OrpaHUYEeHUs JOCTyNA K JOKYMEHTY);

MIPOBEPKY IETOCTHOCTH BXOSIIMX TOKYMEHTOB, BKITFOUAs TIPUIIOKEHUS;
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YHUUYTOXKEHHE KOHBEPTOB, IAKETOB UJIM YIIAKOBKH;

IIPOCTaBJIEHUE OTMETKH O IIOCTYIIEHUU JIOKYMEHTAa B YHUBEPCUTET.

5.11. Omub0oYHO JOCTaBJIEHHbIE JOKYMEHTBI MEPECHUIAIOTCS IO HAa3HAYEHUIO WIIH
BO3BpAIlAIOTCSl OTHPABUTENIO. J(OKYMEHTBI, MOCTYNMBIINE B IOBPEXKACHHON YIIAKOBKE,
IPOBEPAIOTCS HA LEJIOCTHOCTh, B TOM YHMCJIE Ha HAJTMYME MEXaHUUYECKUX MOBPEXKICHUH.

[TouToBBIE OTHpaBICHUS, HECTaHIAPTHBIE IO Becy, pasMepy, (opme, UMEIOIIUE
HEPOBHOCTH 110 OOKaM, 3aKJICEHHbIC JIMIKOM JIEHTOM, MMEIoIIMe CTpaHHbIM 3amax, LBET,
IIPEIII0JIOKUTEIBHO UMEIOIINE BIOXKEHHS, HE XapaKTepHBIE AJIs [IOYTOBBIX OTIIPABJICHUMN, HE
BCKpBIBAIOTCS. O MOJy4eHUHM MOAO3PUTEIBHOIO IOYTOBOIO OTIPABJIEHUS JOKJIA/IbIBAETCS
pykoBouTento CiyxObl 1e0onpon3BOICTBA.

5.12. Ilpu NOCTYIUIEHMH BXOJSLIEr0 JOKYMEHTa B IOBPEXKJIECHHOM YIaKOBKE,
HNOBPEXACHUU JOKYMEHTA, IPU OTCYTCTBUHM B KOHBEpTE (IaKeTe) JOKYMEHTA, €ro 4acTu WIn
OPUIOKEHUH K HEeMy, a TakXke IpU OTCYTCTBUHM IOANUCH Ha BXOJMIIEM JIOKyMEHTE
COCTaBJISIETCSl aKT B JIBYX JK3EMIUISIpax Ha OyMaKHOM HOCHTEJIE, MOJIUCHIBAEMBIN JBYMs
pabotHukamu Cityx0bl 1€7I0IPOU3BO/ICTBA.

OauH 3K3eMIUISIp aKkTa BMECTE C BXOJSAIIMM JOKYMEHTOM M €ro IMNPHIOKEHUSIMU
HepeaaeTcsl Ha MpeIBapUTEIbHOE PACCMOTPEHHME M PErMCTPALUIO, BTOPOH 3K3eMIUISp akra
BBICBLIAETCS OTIIPABUTEINIO.

5.13. KoHBepThl, MaKeThl WIN YIaKOBKAa COXPAHSAIOTCS U MPUIIAraloTcsa K BXOAALINM
JIOKYMEHTaM B CIIy4asx:

€CJIU TOJIBKO 10 HUM MOYKHO YCTaHOBUTH OTIPABUTENS WM 1Ty OTHPABICHUS;

€CJIM BXOJAIIUN JOKYMEHT IOCTYNUJI MO3KE YKa3aHHOTO B TEKCTE JOKYMEHTa CpOKa
UCIIOJIHEHUS MJIH JaThl MEPOIIPUATHUS;

1py OOJIBLIIOM PACXO0KJIECHUU MEXKY AaTaMU MOANUCAHUS U MOTYYEHUs JOKYMEHTOB.

ITocne 3aBepuieHuss paboOThI C JIOKYMEHTOM KOHBEPT BMeECTE€ C JOKYMEHTOM
MIOMEIAETCs] HA XpaHEHHUE B JIETIO.

5.14. KouBeptsl (makersl), uMerome OTMeTKy «JIuuno» («Private»), rpudsr
OTpaHMYEHUsl JIOCTyNa K JOKYMEHTaM, COJEpKalluM CBEIEHUS KOH(PUACHINAIHLHOTO
XapakTepa, He BCKPBIBAIOTCS U MEPEAALOTCS:

¢ otmeTkoi «JInuno» («Private») — HemocpeCTBEHHO ajpecary,

c TrpudamMM OrpaHMuYEHHMs JOocTyna — B CIyxO0y KOH(UIEHIHAIBHOTO
JIeTIOTPON3BOJICTBA WU paOOTHUKY CiyKObl IETONMpPOU3BOJICTBA, B O0S3aHHOCTH KOTOPOTO
BXOJIMT 00pabOTKa JOKYMEHTOB, COJEPKAIINX CBEIEHUS KOH(DUACHIIMAIBHOTO XapaKTepa.

5.15. Bxopagmue 31eKTpOHHBIE JOKYMEHTBI, IOCTYNMBIINE OT JPYIHMX OpraHu3aluil
o DJeKTPOHHOH moute, mnocpeactBoM COJ] w/mmm MDBJIO npunumatrorcss CoyxOoii
JIEJIONIPOU3BO/ICTBA.

DNeKTPOHHBIE JIOKYMEHTHI, MOCTYNHBIIINE 1o
UH(POPMALIMOHHOTEJIEKOMMYHUKALIMOHHBIM ~ KaHaJllaM M TOJMNHMCaHHBbIE  YCHJICHHOHN
KBATH(UITMPOBAHHOW TOMMUCHIO, BKIOYaroTcss B CDOJl mocime mpoBEepKH dSIEKTPOHHOU
MOJINCHU U MOATBEPKACHUS €€ AEUCTBUTEIbHOCTH; dJIEKTPOHHBIE IOKYMEHTHI, IOCTYIMBIIINE
OT JpYruxX OpraHh3aluid MO DJJIEKTPOHHOM TMOYTe M IOANMCAHHBIE YCHJICHHOU
HEKBATU(UIIMPOBAHHON TMOANMUCHI0 WM MPOCTOM DJIEKTPOHHOH MOANHUCKHIO, MPOXOIAT
MPEBAPUTEIIBHOE PACCMOTPEHNE U BKIIFOYatoTcst B CO/] mpu HATMYHMKM MEXTy OpraHU3alueii-
OTIIpaBUTEIEM W OpraHU3alUei-oyyaTesaeM CcorjameHuss o0 OOMeHe 3JIEeKTPOHHBIMU
JIOKYMEHTaMHU, MOAMHCAHHBIMU COOTBETCTBYIOIIEH MOAMKCHIO.

5.16. IlepBuuynas o0OpabOTKa SJIEKTPOHHBIX JOKYMEHTOB, IIOJIyYEHHBIX IO
MH(OPMaLIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHalaM CBs3U (3JeKTpoHHas mnoura, M3OJIO,
CaliT oOpraHM3alMM) OT JAPYrUX OpraHu3alluidi W TpaXkAaH, JOJDKHA COOTBETCTBOBATH
TEXHOJIOTUH pabOThI ¢ BXOJAIMIMMH JOKYMEHTaMHU.
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5.17. TIlepBuunas 00paboTKa JOKYMEHTOB 3aBEPIIACTCS HX PaCIpEeTICHUEM
(COPTHPOBKOIT) Ha PETUCTPUPYEMBIC U HeperucTpupyemsie (mpuioxenue Ne 12).

5.18. Perucrtpanusi BXOJAIIMX JIOKYMEHTOB OCYIIECTBIISIETCS HE3aBUCHUMO OT
crioco0a uxX 10CcTaBKM oJuH pa3: B Ciry:x0e 1eonpon3BOACTBA.

JIOKyMEHTBI, IOCTYNAIOIME U3 JPYTHX OpraHu3aldil HENOCPEICTBEHHO B
CTPYKTYpHBIE MOApa3ACICHHS, HO TPEOYIOIINE PACCMOTPEHHUSI PYKOBOJCTBA, MIEPEIAIOTCS IS
perucTpanuy 1 npeiBapuTeIbHoro paccMorperus B CiyxO0y 1e1onponu3Bo/CTBA.

5.19. Perucrtpamusi BXOAAIIMX JOKYMEHTOB OCYHIECTBISIETCS B JCHb UX
HOCTYIUIEHUS. WM Ha CIEAYIOIMNA pabouyuil JeHb NpPU HOCTYIUIEHUH JTOKYMEHTOB B KOHILE
pabouero THS WU B HEpabodyee BpeMs.

Perucrpanus oOpaleHuii rpaxiaH OCyILECTBIIETCS B T€UEHUE TPeX JAHEH ¢ MOMEHTa
MOCTYIUICHUSI OOpAaICHUSI.

5.20. CseneHuss O TOCTYNUBUIEM JOKYMEHTE€ BHOCATCA B  3JEKTPOHHYIO
peructpanonnyo kaptouky (OPK) COJl wim perucrpaumoHHO-y4eTHYIO ¢GopMy Ha
OyMa)XHOM HOCHUTENle, a TMOCTYNUBIIEMY JOKYMEHTY IPHCBAWBAETCS PETrUCTPALlMOHHBIN
HOMED.

PerucrpannoHHblii HOMEpP BXOJAALIETO JAOKYMEHTa COCTOMT M3 IMOPSAIKOBOIO HOMEpa
JOKYMEHTa B TIpejieax KaJleHIapHOTO T'0/a, KOTOPBIH MOKET OBITh JONOJIHEH HU(POBBIMU
Wi OyKBEHHO-IIM(POBBIMU KOAAMHU (MHAEKCAMH) MO UCIIOJIb3yEeMbIM KJIacCU(UKATOPaM.

5.21. Ha Bcex 3aperucTpupoOBaHHBIX JOKYMEHTaX, 32 HMCKIIOYCHHEM JOKYMEHTOB,
HOCTYNUBIIUX B ()OPME 3JIEKTPOHHBIX JOKYMEHTOB, IPOCTABISAIOTCS OTMETKH O MOCTYIUICHUH
JOKYMEHTa B YHUBEpCUTET. B OTMETKE O MOCTYIUIEHMH AOKYMEHTa (DUKCHUPYIOTCS JaTa
HOCTYIUIEHUs (IpU HEOOXOJUMOCTH — BpeMsl NIOCTYIIJICHHUS B 4acaX U MUHYTax) U BXOJSAILUIN
PETUCTPAIIIOHHBI HOMEP TOKYMEHTA B COOTBETCTBUU C ITYHKTOM 2.29 HHCTPYKIIHH.

5.22. JIOKyMEHTBl, TOCTYNHMBIIME Ha OyMaXXHOM HOCHTEJe, CKaHHUPYIOTCH,
AJIEKTPOHHAS KOMUs JOoKyMeHTa BKitouaeTcs: B COJ] u npucoenunsercs k OPK nokymenra.

5.23. KoppecnoHeHMsi Ha HMHOCTPAHHBIX S3BbIKAX, aJpecOBaHHas PYKOBOJCTBY
yYHHUBEpcHTETa, Tocie perucrpanud B Ciyx0e AeNIOoNmpou3BOJACTBA IEpElaeTcsl B
COOTBETCTBYIOLIEE TMOApa3fiefieHue WiIM paOOTHUKY YHUBEpPCUTETa JUIsl TEpeBoAa U
MOCJEIYIONMEH TMepesaud Ha pacCMOTpPEHHE pYKOBOJICTBA. Has KoppecrmoHIeHIHs Ha
UHOCTPAHHBIX SI3bIKAX IEepelaeTcs IO Ha3HAUEHHIO HEMOCPEACTBEHHO B CTPYKTYpHBIE
MIOJIpa3IeIeHUSI.

5.24. IlpenBapuTenbHOE pPACCMOTPEHHE MPOBOAMTCA B MLEIAX pacHpereseHUs
MOCTYNAIOMIMX B YHUBEPCUTET JTOKYMEHTOB Ha TpeOyrolire 005S3aTelbHOr0 pacCMOTPEHHS
PYKOBOJICTBOM ~YHMBEpCUTETa W HaIlpaBlsieMble HENOCPEJICTBEHHO B CTPYKTypHbIE
HOJpa3/IeeHusl.

5.25. TIpenBapuTenbHOE pPacCCMOTPEHUE BXOJSIINX JOKYMEHTOB OCYIICCTBIISECTCS B
Cnyx0e 1e10npon3BOJICTBA MTOCIE PETUCTPALIMH JOKYMEHTOB.

[IpenBapuTensHOE PacCMOTPEHHE MOJXKET TMPOBOAUTHCS O PETHCTPAllU B Cllydae
MOCTYIUICHUS JOKYMEHTOB ¢ OTMETKaMH, TPEOYIOIUMH He3aMeIITUTEILHOI0 PACCMOTPEHUS U
UCTIOTHEHUS IOKYMEHTA.

5.26. IlpenBapuTenbHOMY PpAacCMOTPEHHIO TOJIEXKAT BXOSIIUE JIOKYMEHTHI,
a/IpeCOBaHHbBIE B YHHBEPCHUTET M HA UMsI PEKTOPA.

JIOKyMEHTBI, aJpecOBaHHbIC MOAPA3JCNCHUSIM, PYKOBOIAMTEISIM IOJApa3AeIeHUNH U
CHeNHaInCTaM, TEePeAaroTCs B CTPYKTYpHBIE TIOApa3JelieHus] 0e3 TpeaBapuTeIbHOTO
paccMOTPEHHUS.

5.27. TlpenBapuTenbHOE pPACCMOTPEHHE OCYIIECTBISIETCS HCXOIS W3  OICHKH
COJepKAaHUS BXOAAIIMX JIOKYMEHTOB, C Y4Y€TOM YCTAHOBJIIEHHOIO B YHUBEPCUTETE
pactipenienieHusl  QYHKIMOHATBHBIX OOS3aHHOCTEH MEXKIY pPEKTOpPOM, IPOPEKTOPaMH,
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PYKOBOAUTEINSIMU CTPYKTYPHBIX MOIPa3ACICHUI.

5.28. Tlo pe3yabTaTam MpeABAPUTEIILHOTO paccMOTpeHUst JTIOKYMEHTBI
pacrpeensoTcs Ha JOKYMEHTOIIOTOKH, HallpaBJisieMble:

Ha PacCCMOTPEHHUE PEKTOPY (IOKYMEHTHI, OCTYIAIOLINE U3 OPraHOB TOCYIapCTBEHHOMN
BJIACTH, OPraHOB MECTHOIO CaMOYIIPABJICHUSA, JOKYMEHThl IO Haubojee BaXHBIM U
NPUHIMIHAIBHBIM BOIIPOCAM JICSITEIIbHOCTH YHUBEPCUTETA);

Ha PAcCMOTPEHHE TMPOPEKTOpaM (JOKYMEHThl IO HANpaBICHUSIM JEATEIbHOCTH,
KypHPYEMbBIX COOTBETCTBYIOIIMMH POPEKTOPAMH);

Ha PacCMOTPEHUE UHBIX PYKOBOJUTENEH, IITaBHBIX U BEIYIIUX CIIEHUATNCTOB;

Ha PacCMOTPEHHE W HCHOJIHEHUE B CTPYKTYPHBIC MOJPA3/EICHUs MO HAlpaBICHHUIM
UX JIESTEIbHOCTH.

5.29. Ilo 3aBepiieHUM NPEABAPUTEIHHOIO PACCMOTPEHUSI JOKYMEHTHI MEpeaaroTCs
COOTBETCTBYIOIIUM PYKOBOJIUTENSIM IS PACCMOTPEHUSI M BHIHECEHUS PE30TIOLUN (yKa3aHUN
M0 UCTIOJIHEHUIO).

5.30. PaccMmoTpeHHne OOKYMEHTOB PEKTOPOM OCYIIECTBISICTCS B J€Hb IMepenadyu
JOKYMEHTOB PEKTOPOM WJIHM Ha CIEAYIOIIMH paboumii JAEHb, €CIM JTOKYMEHTHI IepelaHbl
PYKOBOJCTBY B KOHIIE pabouero JHs.

JIOKyMeHTBI, TpeOyromue CpOYHOrO PpACCMOTPEHHs, a TakkKe TelerpaMMbl |
TeneOHOrpaMMbl PACCMATPUBAIOTCS PEKTOPOM HE3aMETUTEIHHO.

5.31. PesympTaThl = pacCMOTpEHHS  JIOKyMEHTa  PEKTOPOM,  IPOPEKTOPAMH,
PYKOBOAMTENSIMU TOJpa3AeNeHruil o(OpMISIOTCS B BHUAEC PE3OJIIONMU B COOTBETCTBUU C
MyHKTOM 2.36 HHCTPYKIIHH.

5.32. CaemeHuss o pe3oaONUH (HUCIOIHUTENb, COAEPKAHUWE TMOPYUYEHUs, CPOK
ucnojHeHus) cneunanucroM Ciyx0sbl nenornpoussoctsa BHocsTes B OPK C3/1, nocne vero
UCTIOJIHUTENIN TOJy4aroT JOCTYH K 3JEKTPOHHOMY JOKYMEHTY WM 3JEKTPOHHOM KOmUU
JOKYMEHTA, €CJIM JOKYMEHT MOCTYIHI Ha OyMa)KHOM HOCHUTETIE.

5.33. JIOKyMEHTHI, MOCTyHaroIyue Ha OyMa)KHOM HOCHUTENIE, II0CIe UX PerucTpalum,
BkimoyeHuss B CDOJl B BHIE DIGKTPOHHBIX KONMHMHA W PACCMOTPEHHS PYKOBOACTBOM
nomerniatorcs B ieno B Ciry:x0e 1e10npor3BOICTBA B COOTBETCTBUM ¢ HOMEHKJIATYPOH Aen
YHHUBEPCHTETA.

Jns ¢ukcanuu ¢axTa nepefadyd BXOAAIMIMX JOKYMEHTOB M MX KOMHMHA Ha OyMa)kKHOM
HOCHUTEJIE UCTIOJHUTENSIM B CTPYKTYpPHBIE MOJPA3ACICHNAS MOTYT HCIIOJIB30BAThCS JKypPHAIIBI
nepeaayn JOKYMEHTOB.

5.34. Tlpu OymMa)kHOM JOKYMEHTOOOOPOTE MOJUTMHHUKK BXOMSAIIMX TOKYMEHTOB, B
cllyyae Ha3HaYeHMs HECKOJIbKUX UCIOJIHUTENEH NepeiatoTcsi OTBETCTBEHHOMY HCIIOJIHUTEITIO,
ocTalbHbIM ucnoiaHuTensIM Ciyx0a 1e710npon3BOJICTBA ITepeaeT KONUH JOKYMEHTA.

5.35. Hcxomsammie MTOKyMEHTHI, 3aBU3HPOBAHHBIE BCEMH 3aWHTEPECOBAHHBIMHU
JUIIAaMH M TOJANHCAHHBIE PYKOBOJAWUTEIEM WM WHBIM YIOJHOMOUYEHHBIM MM JIULIOM,
peructpupyrorcs B Ciyx0e 1e1onpon3BoICTBA.

5.36. Perucrparusi MCXOJAIIMX JOKYMEHTOB OCYIIECTBISETCS B JI€Hb MOANMCAHUS
WIN Ha CIEAYIONHA pabounii IeHb, €ClIM JOKYMEHTHI ObUTH MOJIMCAHBI B KOHIIE pabodyero
JTHSI UJIM B Hepabodee BpeMsl.

5.37. Tlepen peructparueil ucxoasmux JoKyMeHTOB Ciryk0a Jelonpon3BOACTBA
IpOBEPSET MPaBUIBHOCTH O(OPMIICHUSI JOKYMEHTOB (B TOM 4YHMCIIE€ HAJIM4YME MOJNKCEH, BU3,
NPaBWIBHOCTh HAIUCAHUS aJpPECcOB), a TaKKe YyKa3aHHBIX B HMCXOJIIUX TOKYMEHTax
NPUIIOKEHUH, COOTBETCTBUE KOJIMYECTBA IK3EMIUIIPOB KOJMUECTBY aJPECaTOB MO YKa3aTeIo
PacChUIKH, HAJTMYUE OTMETKH 00 MCIIOTHUTETIE.

5.38. [Ilpu perucrpanuu ucxoxsauiero nucbmMa B COJ] cBeneHus o6 oTmpaBisieMoM
nokymeHnte ¢ukcupytores B OPK, k KoTopoil mnpHuKpemisercss 5SJIeKTPOHHAas KOMHS
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OTIIPaBJISIEMOI0 JJOKYMEHTA.

Ecmu OPK Opia cozmana B COJ] mpu MOATOTOBKE MPOEKTa JAOKYMEHTAa, TO TPH
pPErUCTpallMi MCXOJALIEr0 JOKYMEHTa B Hee J00aBJISIOTCS CBEACHHS O PEruCcTPalMOHHOM
HOMEpE, JIaTe PETUCTPALMH U APYTHE CBEACHUS 00 UCXOISIIEM TOKYMEHTE.

5.39. PerucrpanMOHHBIN HOMEP UCXOISIIETO JOKYMEHTa JOHKEH COCTOSITh U3 KOJIOB
(MHIEKCOB) B COOTBETCTBUHU C MPHUMEHSAEMBIMHU KJIacCH(UKATOPAMU U TOPSAIKOBOIO HOMEpa
JIOKYMEHTA B IpeJiesiax KaJleHIapHoro roja.

Jlata peructpanuu M pErUCTPALlMOHHBIN HOMEp IPOCTABIISIFOTCS HA OTIPABISEMOM
JOKYMEHTE, a TakKe€ Ha KONHHM MCXOJSIIEero JOKyMEHTa, OcTarouleiicss B Jnene, B
COOTBETCTBUH C MyHKTaMH 2.28, 2.29 uHCTpyKUUH.

5.40. HUcxopsmuii  JOKYMEHT, MOANUCAHHBI ~ PEKTOPOM WU HHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMLIOM, IIEpEAacTCsa Ha OTIPABKY, KONUS JOKYMEHTa Ha
OyMa)XHOM HOCHUTEJIE C BU3aMH IIOMEIIAETCS B JEJI0 B COOTBETCTBUM C HOMEHKJIATYpPOM JIe.

DONEeKTPOHHBIE JOKYMEHTHI IOCIE€ MX MOANUCAHUS JJIEKTPOHHOM MOJINUCHI0 H
OTIIPaBKH aJpecaTy XpaHarcs B 6a3e nanubix CO/I.

5.41. B 3aBUCHUMOCTH OT COAEpX aHHUS U CPOUHOCTH JOKYMEHTBI, OTIIPABISIEMbIE U3
YHHUBEPCUTETA, JIOCTABISAIOTCS agpecaTraM CpeACTBAMHU MOYTOBOH, (esbIberepckoil CBs3H,
CIEICBS3U, KYypPbEpOM, KCIPECC-TIOYTON, a TaKXKe MEepefaroTcsi N0 KaHajlaM 3JIEKTPOCBS3H
(paxcumunbHas cBs3b, Tenerpad, renedoH, anekTponHas noyra, M3/10, CO /).

O6paboTka KOPPECMOHACHIIUU ISl OTIPABKU MOYTOBOM CBSI3bIO0 OCYIIECTBISIETCS B
cooTtBeTcTBUU ¢ [IpaBuinamMu oka3aHus ycIyr MOYTOBOM CBSA3H.

5.42. JloKyMEHTBI, HE MMEIOIINE AJPECHON YacTH, MPUHUMAIOTCS Ha OTIIPABKY C
COMPOBOIUTENBHBIMU MTUCbMAMHU

HenpaBunbHOo ohopMiIeHHBIE JOKYMEHTBI W KOPPECIOHICHIHS HECITYKEOHOTO
XapakTepa K OTIIPaBKE HE IPUHUMAIOTCS U BO3BPALLAIOTCS UCTIOJIHUTEIIIO.

JIOKyMeHTBI, TOJJIeKAIINe OTIpPaBKe, JODKHBI 00pabaThiBaThCsl U OTHPABISTHCS B
JIeHb UX MOJIMUCAHUS ¥ PETUCTPALMM WX Ha CIEeIYIOLINI pabounii 1eHb.

5.43. Jlochuika WIIM 3aMEHA paHee OTIIPABICHHOTO JOKYMEHTa OCYIIECTBIISIETCS IO
YKa3aHHUIO JINLA, TOANNCABIIETO TOKYMEHT.

5.44. TlpoxoxaeHue BHYTPEHHUX JOKYMEHTOB Ha OJTalax WX TMOATOTOBKU U
o(opMIIeHHS AOIKHO COOTBETCTBOBATH MPOXOKACHUIO UCXOAIINX JOKYMEHTOB, a Ha 3Tare
VCIIOJTHEHUS — BXOJSAIINX JOKYMEHTOB.

5.45. TIpoekTsl pacHoOpsSAUTENBHBIX JOKYMEHTOB (TMPUKA30B, paCHOPSHKEHUN),
NOJATOTOBJIEHHBIX Ul  [OANWCAaHUSA, TOCIA€  TOATOTOBKM M COTJIaCOBAHMS  C
3aMHTEPECOBAHHBIMU JMIIAMU mepenatoTcss B Ciyx0y Ael0mpou3BOJCTBA Ui MPOBEPKU
MPAaBUIBHOCTH UX O(DOpMIIEHUS.

5.46. TlpaBuabHO OGOPMIICHHBIC NMPUKA3BI, PACTIOPSKCHHS MTEPEIAIOTCS Ha MOIHCH
PEKTOpa WJIX NHOMY YIIOJITHOMOUYEHHOMY UM JIUILY.

5.47. TlognmucaHHble TIPUKa3bl, pacrmopsikeHusi peructpupytorcs B CioyxOe
JIEJIONIPOU3BO/ICTBA.

[Ipukazam, pacnopsKeHUSIM MPUCBAUBAIOTCSA TMOPSAKOBbIE HOMepa (MO Kaxaou
rpynmne JOKYMEHTOB OTAEIbHO) B Ipenenax KaleHaapHoro roxaa. llopsakoBslii HOMep
JIOKYMEHTa MOXET JOMOJHATHCS OYKBEHHBIM WM HU(GPOBBIM HHIEKCOM, 0003HAYAIOUIIM
IIPUHAJJIEKHOCT JOKYMEHTA COOTBETCTBYIOILIEHN IPYIIIE JOKYMEHTOB.

CBeneHHsI O PErHCTPUPYEMBIX TMPUKaA3axX, pacrnopspkeHusx BHocsaTca B COJ] wim B
UHBIE PETHCTPALMOHHO-YUETHbIE (POPMBI Ha OYMa)KHOM HOCHUTEJIE WIIM B JIEKTPOHHOU (hopme
B COOTBETCTBUU C IYHKTOM 5.54 HHCTPYKLIHH.

5.48. ITlognMMHHUKK TPUKA30B (paclopspKeHHWH) 1O MECTy HUX PperucTpaiuu
(bopMupyIOTCS B Jiejia B COOTBETCTBUM C HOMEHKJIATYPOIl JIeJl YHUBEPCUTETa B COOTBETCTBUU
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C MyHKTOM 8.20 MHCTPYKIIUH.

Konmum nmnpuka3oB, pacnopsyKEHHM  pacCchbUIalOTCS  UCIHOJHUTENIAM U HWHBIM
3aMHTEPECOBAHHBIM JIMI[AM B OJJIGKTPOHHON ¢GopMe Wi HAa OyMaKHOM HOCUTENIE B
COOTBETCTBUU C YKa3aTEJIEM PACCHLIKH.

Komuu mnpuka3oB, pacnopsbkeHHi, paccbulaeMble Ha OyMa)XHOM HOCHTEIE,
3aBEPAIOTCS B COOTBETCTBUHU C IIYHKTOM 2.44 MHCTPYKLUU.

5.49. IlpoTtokonbl  3acelaHuid,  COBEHIAHWUN,  MPOBOJUMBIX  PYKOBOJCTBOM
yHHMBEpcuTeTa, perucrpupytorcs B Ciyx0Oe [1eJI0NpoU3BOJICTBA WM  CEKpETapsiMU
COOTBETCTBYIOIIUX PYKOBOJIUTENIECH.

IIpoToxoJIbI 3acelaHui, COBEILIAHU, IIPOBOJUMBIX KOJIJIErHaJbHBIMU
(coBemiatenpbHBIMU) OpraHaMH, KOMHCCHUSMU WM B CTPYKTYPHBIX MOApa3JIeICHUSIX
YHHUBEPCUTETA, PETUCTPUPYIOTCS B TMOJPA3AEICHUSAX, OTBETCTBEHHBIX 3a OpPraHU3alUI0 U
npoBeqeHre MeponpusaTus. Konuu Takux mpoTOKOJIOB FOTOBATCS K PACCHUIKE U PACChLUIAIOTCS
CTPYKTYpHBIM  TOJpa3elieHUEM, OTBETCTBEHHbIM 32 OpraHu3alui0 M IMPOBEACHUE
MEPOIPUSITHSL.

5.50. IIpoTokoiaM MpUCBaMBAIOTCS MOPAIKOBBIE HOMEpA B Mpeeiax KaJeHIapHOTrO
rojfa Wik nepuoaa paboThl BpeMEHHOH pabouell rpymnmbl (KOMHUCCHHU) MO Ka)XAOH Tpyire
IPOTOKOJIOB OTJEJIBHO.

[ToanmMHHUKK TPOTOKOJOB MO MECTYy HMX perucTpauuud (GOpMUPYIOTCS B Jeia Io
HOMEHKJIAType /11 YHUBEPCUTETA B COOTBETCTBUHU C IYHKTOM 8.20 HHCTPYKIUH.

5.51. BuyTpeHHHE JOKYMEHThl Ha UMS PYKOBOAMUTENS JPYroro CTPYKTYpHOTO
noapazaenenus peructpupyrorcs B COJ unu (mpu orcyrctBun COJ] wiam OTCyTCTBUU
BO3MOXXHOCTH 3aperucTpupoBaTh BHYTpeHHHH HokyMeHT B COJI) peructpupyrorcs B
NOJIpa3/eJIEHNH, CO3/IaBIIUM JOKYMEHT. 3aperucTpUpOBaHHBIM JOKYMEHT Iepenaercs
HEINOCPEACTBEHHO B NMOJpa3ieieHIe-apecaT, B KOTOPOM IOBTOPHO HE PETHUCTPUPYETCSL.

5.52. Ilpu Bxmouenun B CDJ] BXomsdmmx JTOKYMEHTOB, WX pPETHCTPAIUH,
paccMOTpeHHMH U ucnoiaHeHuH B OPK BHoOCATCS cinenyroniye cBeleHus 0 JOKyMEHTE:

a) HAMMEHOBaHUE OpraHU3aIMK (KOPPECTIOHICHTA);

0) aapecar;

B) HAMEHOBaHUE BUJA IOKYMEHTA;

I') AaTta MOCTYIHBILETo TOKyMEHTAa;

1) PETUCTPALIMOHHBIA HOMEP MOCTYNUBILErO JOKYMEHTA;

€) JOJKHOCTh, (paMmiIMs U MHUIUAIIBI JIMLIA, TTOANUCABILETo TOKYMEHT;

) J1aTa MOCTYIUIEHUSI IOKYMEHTa;

3) BXOASIIHI perucTpaloHHbIi HOMep;

1) 3aroJIOBOK K TEKCTY (KpaTKOe CoJepkKaHUe TOKyMEHTA);

K) KOJIMYECTBO JIUCTOB OCHOBHOT'O JIOKYMEHTA;

J) OTMETKa O MPWJIOKEHUHU (KOJMUYECTBO MPUIIOKEHUH, 00Iee KOJUYECTBO JHCTOB
MPUIIOKEHUN);

M) CBEICHHS O CBSI3aHHBIX JOKYMEHTax (HalMEHOBAaHWE BHJA JIOKyMEHTa, Jara,
PErUCTpallMOHHBIA HOMEp, THII CBSI3H);

H) pe3omouusi (UCIONHUTENb (UCIIOJHUTENHN), MOpY4YeHHE, IOJDKHOCTHOE JIHIIO,
JlaBIllee IOpYyYCHHE, /1aTa);

0) CPOK MCIIOJTHEHHS JJOKYMEHTA;

1) MHJIEKC JIeJ1a 0 HOMEHKJIaType Jell;

P) CBE/ICHUS O Iepeasipecaluy JOKyMEHTa;

C) OTMETKa O KOHTPOJIE;

T) rpu( orpaHuveHus 10CTyNa K JOKYMEHTY;

y) cBeieHUs 00 IIEKTPOHHOMU TTOIIHCH;
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¢) pe3yabTaT NPOBEPKU IIEKTPOHHOMN MOAMKCH.

5.53. Tlpu Brmouenun B CDOJl wucxomsmmx pokymeHToB B OPK BHOcsTCS
CJIEAYIOLIME CBEIEHUS O JOKYMEHTE:!

a) ajipecar;

0) 1OJKHOCTD, (haMMIINs M MHULMAJIBI JINLA, [TOAMUCABILET0 JOKYMEHT;

B) HAUMEHOBaHUE BUJA JOKYMEHTA;

I') Aata JOKyMEHTa;

1) pETUCTPALIMOHHBI HOMEP TI0KYMEHTA;

€) 3aroJI0BOK K TEKCTY (KpaTKoe COiep)KaHue JOKYMEHTA);

) CBEICHMS O CBSI3aHHBIX JOKYMEHTaX (HaMMEHOBAaHHME BHUJA JOKYMEHTa, Jara,
pEerucTpalMoHHbII HOMEp, TUII CBSI3H);

3) KOJIMYECTBO JUCTOB OCHOBHOI'O JIOKYMEHTA;

1) UHJEKC Jie1a 10 HOMEHKJIAaType Jel;

K) OTMETKa O TMPHJIOKEHUH (KOJIWYECTBO NMPHIIOKEHUH, 00IIee KOJIMYECTBO JIMCTOB
MIPUIIOKEHU );

1) rpud OrpaHUYEHHUs JOCTYyNA K IOKYMEHTY;

M) [10JIpa3/ieJIeHNe — OTBETCTBEHHBIN UCIIOIHUTEIb JOKYMEHTA;

H) cBeJleHUs1 00 JIEKTPOHHON MOJIITUCH.

5.54. Ilpu sxmouenun B C3J] BHyTpeHHuX nokymeHToB B OPK BHOCATCA
CJIEIYIOIINE CBEJCHUS O JOKYMEHTE:!

a) HaMEHOBaHUE TOJPa3IeJIEHUs, TOITOTOBUBIIETO MIPOEKT TIOKYMEHTA,

0) HaMMEHOBaHUE BHU/IA JIOKYMEHTA,

B) JlaTa JOKYMEHTa;

') pETUCTPALIMOHHBIA HOMEDP IOKYMEHTA;

1) AOJDKHOCTh, (paMUiIMs M MHULIMAIIBI JIMLIA, TIOANKCABIIEro T0KYMEHT;

€) CBElIEHHUs O CBS3AHHBIX JIOKYMEHTax (HaUMEHOBaHUE BHUAA JIOKYMEHTa, JaTa,
pErUuCTpalMOHHbIN HOMEp, TUII CBSI3H);

) 3aroJIOBOK K TEKCTY (KpaTKoe Co/ep KaHue JOKYMEHTA);

3) OTMETKa O NPUJIOKEHUHU (KOJMYECTBO MPHJIOKEHMH, 0oOlee KOJIMYECTBO JHMCTOB
MPUIOKEHUN);

1) UHJEKC JieNia 0 HOMEHKJIAType Jel;

K) YyKa3aHus 110 HCIOJHEHHUIO JOKyMEeHTa (HCIOJHUTENb, IOpy4YeHHe, JaTa
WCTIOJTHEHUS);

J1) OTMETKA O KOHTPOJIE;

M) rpu¢ OrpaHUYEHUs JI0CTYTA K JOKYMEHTY;

H) T[oJpa3/ieneHue (JIOJDKHOCTHOE JIMIO) - HCHOJHUTENb  (OTBETCTBEHHBIM
HCIIOJTHUTEIIb) TOKYMEHTA.

JIOTIOJIHUTENBHO K YKa3aHHBIM CBEIEHUSM O BXOJAIIMX, UCXOIAIIMX M BHYTPEHHUX
nokymenTax B OPK COJl MOryT BHOCUTBCSI MHBIE CBE/ICHHUSL.

5.55. VYuer xoianuecTBa JOKYMEHTOB, MOCTYNHBIINX, CO3JaHHBIX, OTIPABICHHBIX 32
OTIpe/IeNIEHHBI Tepruo BPEMEHHU, MPOBOJUTCS MO YHHUBEPCUTETY B LEJIOM, IO TIpyHram
JIOKYMEHTOB, KOPPECHOHJIEHTaM, AEMCTBUSM, IPOU3BEIECHHBIM C JOKYMEHTaMH, U JIPYIHM
napaMerpaM, HEOOXOIMMBIM JUIsl aHanu3a paboThl C JOKYMEHTaMH B IENsiX ee
COBEPLICHCTBOBAHHS.

5.56. Ilpm ydere oOBbeMa TOKYMEHTOOOOPOTA IMOJICYATHIBACTCS KOJIUYECTBO
JIOKYMEHTOB BBIJIEJIEHHOW TPYIIIBI. YUET KOJIMYECTBA JOKYMEHTOB IPOBOJUTCS IO JAHHBIM
C3/1, perucTpalMiOHHO-YYETHBIX )KYPHAJIOB U KAPTOTEK.

5.57. 3a enuHUIly ydera KOJHMYECTBA JOKYMEHTOB IMPHHUMAETCS €IWHCTBEHHBIH
AK3EMIUISAP AOKYMEHTa (MOMJIMHHUK WU KONUS, €CIU KOIMUS — €IUHCTBEHHBIH SK3EMILIp
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JIOKYMEHTa B YHUBEPCHTETE, HAlpHMEp, KOMUS HCXOISIIIEr0o MHcbMa) 0e3 ydeTa KOIHH,
CO3/7aBacMbIX IIpU I€YaTH U KONMPOBAaHUM (TuUpaxkupoBaHuu). Komuum nokymMeHTOB mnpu
HEOOXOIMMOCTH aHAJIN3a YYUTHIBAIOTCS OTJACIBHO.

5.58. Pesynprarthl yuera oObeMa JOKYMEHTOOOOPOTAa B YHUBEPCUTETE EKErOIHO
obo6marorcst Ciry:x00# 1eI0PON3BOJICTBA U TPEIICTABISIIOTCS PYKOBOJICTBY B BHJIE OTYETA
00 00BeMe TOKyMEHTO000pOTa 32 TO/I.

VI. KOHTPO/Ib HCIIOJTHEHUS] JOKYMEHTOB (IOpYy4YeHuil)

6.1. KoHTponb HUCHONHEHUS JOKYMEHTOB (TMOpydYeHHUil) BemeTcss B LENAX UX
CBOCBPEMEHHOT'0 M KaYE€CTBEHHOT'O MCIIOJIHECHHUS.

6.2. KoHTpoab uCIIONHEHUS JOKYMEHTOB (IOPYYEHUI ) BEJETCS:

PYKOBOIMUTENEM WIM HMHBIM JOJDKHOCTHBIM JIMIIOM YHHUBEPCUTETA — MWCIIOJIHEHUS
JIOKYMEHTOB (IIOpPY4E€HUI) IO CYILIECTBY;

CayxO00if  1eIonpoM3BOJACTBA U OTBETCTBEHHBIMM 3@  JIEJIONPOM3BOJICTBO B
CTPYKTYPHBIX MOJIPA3/IEIIEHUSAX — CPOKOB UCIIOJHEHUS IOKYMEHTOB (IIOPYUYEHUIN).

B Cnyx6e nenonpousBOJICTBA  LIEHTPAIM30BAHHOMY  KOHTPOJIIO  IOAJIEKAT
3aperucTpUpOBaHHbIE JOKYMEHTBI C OTMETKOM 0 KOHTpoJje («KoHTpoiby»), IpocTaBiseMol B
COOTBETCTBUM C MYHKTOM 2.47 WHCTPYKLUH, @ B CTPYKTYPHBIX MOApa3AeiICHUIX — BCe
3aperucTpUpOBaHHbIE JOKYMEHTBI, TPEOYIOIINE UCTIOTHEHUSI.

6.3. PacnopsiauTenbHble JOKYMEHTBI, IPOTOKOJBI 3acelaHuil  (COBELlaHMi),
coJiepiKallie MOpyYeHHUs] ¢ KOHKPETHBIMU CPOKAaMH HCIIOJHEHHS], CTaBsTCSI HA KOHTPOJIb IO
KQKIOMY ITIOPYYEHHIO OTIEIIBHO.

6.4. KoHTpOJb CPOKOB UCTIOIHEHHS TOKYMEHTOB (ITOPYUYCHHIA) BKITFOUAET B CEOSL:

MIOCTAHOBKY JIOKYMEHTOB (TIOpY4€HUI) Ha KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JOBECHUS JOKYMEHTOB (IOpYUYEHUIT) 10 UCIIOJIHUTENEH;

MIPEIBAPUTENIBHYIO IPOBEPKY U PEryJIMpOBaHUE XOJa HCIOJHEHUS JOKYMEHTOB
(mopyuenuit);

CHSITHE C KOHTPOJISI JOKYMEHTOB (TIOpY4eHUH);

ydyer, o0000IeHne U aHaliu3 pPe3yJbTaTOB XOJa WCIOJHEHUS JIOKYMEHTOB
(mopyuenwuii);

nH(OPMHUPOBAHHE PYKOBOAUTEIEH O XOJ€ HCIOJHEHUS TOKYMEHTOB (IIOpPY4YEHUN) U
COCTOSTHUH MCIIOJIHUTEIBCKOW TUCIUIUINHBI.

6.5. Cpoku HCIIONHEHHS JTOKYMEHTOB (NOPYYSHHIA) MCUUCIAIOTCS B KaJICHIAPHBIX
JHSX.

Ecnu mocnenHuil eHb Cpoka MCIOJHEHUS JOKYMEHTa (NOpY4YeHHs) MPUXOIUTCS Ha
Hepabouuil JIeHb, TO JOKYMEHT IMOJIC)KUT MCIIOJHEHUIO B OJIMDKAWIIUN CISTYIOMNNA 32 HUM
pabounii 1eHb.

Jlata ucnonHenust nokymeHTa (nmopyuenusi) ¢ukcupyercs B OPK COJl unm unoit
PETUCTPaIlMOHHO-YYEeTHOW (popMe, MCIONb3yeMON Uil OTCIEKUBAHHS CPOKOB HCIOJTHEHHUS
JIOKYMEHTA (TMIOpY4YEeHHUs).

CpoKkH HUCIIONHEHHUSI TOKYMEHTOB (MOpYYEHHUI) YCTaHABIMBAIOTCS PEKTOPOM, MCXOS
U3 CpOKa, YCTAHOBJIEHHOI'O OpraHu3alueld, HanpaBUBIIEH JOKYMEHT, WU CpPOKOB,
YCTaHOBJICHHBIX 3aKOHOATENLCTBOM Poccuiickon denepannu.

6.6. JlokyMeHTHI (TIOpy4eHHs ) MOIIeKAT UCTIOTHEHHUIO B CIIETYIOIINE CPOKH:

C KOHKPETHOH JAaTON UCIIOJIHEHUS - B YKa3aHHBIN CPOK;

0e3 yka3aHUs KOHKPETHOM JaThl UCIOJIHEHHS], UMEIOLIUE B TEKCTE MOMETKY «BEChMa
CPOYHO» — B TE€YEHHE OJHOTO JIHS, «CPOYHO» — B 3-THEBHBII CPOK; «OIepaTuBHO» — B 10-
JTHEBHBIN CPOK; OCTAJIbHBIE — B CPOK He Oosee 30 mHei;
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10 NIApJIaMEHTCKUM 3aIpocaM — He M037Hee YeM uepe3 15 qHel co AHA NOIy4YeHus;

no 3anpocam wieHoB CoBera ®enepauuu, naenyratoB [‘ocymapctBeHHOU Jlymbl
(IemyTaTckoMy 3aIpocy) He no3jaHee yem yepes 30 gHel co HS HOoITy4eHus.

[0 MEXBEJOMCTBEHHBIM 3alpocaM O IPEACTaBICHUU JOKYMEHTOB U (Win)
MHPOpPMALU B LEJAX MPEJOCTaBJIECHUS TOCYIAapCTBEHHBIX M MYHMLMNAIBHBIX YCIyr — 5
pabouux JHEW Cco JHS TMOJy4YeHHUs 3ampoca, €clu 3aKOHOAAaTeslbcTBOM Poccuiickoit
®denepalu HE YCTAHOBJIEH MHOM CPOK;

110 oOpanieHusiM rpaxkaad — 30 gHel co JHS perucTpanuu.

6.7. IIprocTaHOBUTH UCIIOJIHEHUE KOHTPOJIBHOIO JOKYMEHTa (IOPYUYEHHUS), & TAKKe
OTMEHUTb €r0 MOXET PYKOBOJAWUTENb, MOJNUCABIIMNA JOKYMEHT WM JaBIIMKA IMOpPY4YEHHE
(ykazaHue).

6.8. B memsix cBOEBpEMEHHOTO HCIIOJIHEHHs JOKYMEHTOB, MOpy4YeHU (yKa3aHuid),
IIOCTaBJIEHHBIX Ha KOHTPOJb, paOOoTHUK CiykObl JeNONpOU3BOJACTBA, OTBETCTBEHHBIM 3a
BEJICHUE KOHTPOJS MCIOJIHEHUSI JOKYMEHTOB, IPOBEPSET CBOEBPEMEHHOCTb JIOBEACHUS
JIOKYMEHTa (TIOpy4YeHHsI) A0 UCTIOIHUTEIS.

6.9. Ecnu cpok ucnomHeHHs TOKyMEHTa (IMOPYYCHHS) MPEBBIIIAET OJUH MECSII, B
Hensx o0ecreyeHuss CBOEBPEMEHHOIO HCIIONIHEHUs JOKyMeHTa (IOpY4YeHMs) MPOBOAUTCS
NpeIBapUTEIbHBI KOHTPOJIb M HAINIOMHHAHUS HCHOJHHUTEISIM O TIPUOIIKEHUH CpPOKOB
UCIIOJIHEHUS IOKYMEHTOB (TMOpy4YeHuil).

6.10. IIpenBapuTenbHBIH KOHTPOJIb OCYIIECTBIISICTCS B CIEIYIONIEM MTOPSIKE:

JOKYMEHTOB (IIOpY4YEHUI) MOCIEAYIOIINX JIET — HE PEXKE OJHOTO pas3a B rof;

JOKYMEHTOB (IIOpYYEHUI) MOCIEAYIOIUX MECSLEB TEKYIIEro rojia — He pexXe OJHOTO
pasa B MecsL;

JOKYMEHTOB (IIOpPYYEHHUI) TEKYyLIero Mecsdlla — 3a 5 JHEeH J0 HCTEYeHHUs CpoKa
VCIIOJIHEHMUS.

6.11. HamomMuHaHWe WCHOJHHUTENSIM O TNPHUOIKEHHH CPOKOB  HCIIOJHEHHS
JIOKYMEHTOB (TIOpYy4eHUil) MOKET OCYIIECTBIIATHCS B AaBTOMAaTHUYECKOM PEXKHMME MOCPEICTBOM
Co/I.

HanomuHaHus HMCHOMHUTENAM, a Takke MHpopManus o0 HMCHOIHEHUH JOKYMEHTOB
(mopyueHuii), ToyiydeHHasi OT wucnoiaHuteneu, Qukcupyrorcs B OPK COJ] umm uHBIX
PETUCTPAlMOHHO-YYETHBIX (POpPMax, UCTIONB3YEMBIX Il KOHTPOJISI UCTIONHEHUS IOKYMEHTOB
(mopy4enuii).

6.12. Ilpu HEOOXOIUMOCTH M3MEHEHMs CPOKa MCIOJHEHHUs TOKyMeHTa (IOpy4eHus)
OTBETCTBEHHBII HCIOJIHUTENb OOs3aH MPEACTaBUTh Ha HMs PYKOBOAMTENS, JAABILErO
nopy4eHue, 000CHOBaHUE (CIIy)KeOHYIO 3aIUCKYy) O MPOJUIEHUH CPOKa C yKazaHHEM MPUYUH
IIPOJUIEHUS U 1aThl HCIIOJIHEHUS.

O6ocHOBaHMEe MPOJUICHUS] CPOKA UCTIOTHEHHS TOKYMEHTa (MIOPY4YEHHUs) JOJKHO OBITh
HaIPaBJIEHO COOTBETCTBYIOLIEMY DPYKOBOAMTEIIO HE IIO3/IHEE, YEM [0 MCTEYEHHM JIBYX
TPETHUX CPOKA UCTIOTHEHUS JOKYMEHTA (TTOPYIECHUS).

OO0 wu3MEHEHUM CpoKa MHCIIOJHEHHUS JOKyMEeHTa (IIOpY4YeHHs]) OTBETCTBEHHBIH
ucnonHuTeNb nHpopmupyet Ciayx0y AemT0npon3BOACTBA.

6.13. JlokyMeHT (mopy4eHHue) CUMTACTCS UCIIOTHEHHBIM, €CIIM IPUHATHI PELICHUS 10
MOCTaBJIEHHBIM BOIpPOCaM, IOATOTOBJIEHBI COOTBETCTBYIOIIME JOKYMEHTHI, HalpaBieHa
CrpaBKa 00 MCIIOJIHEHUH B COOTBETCTBYIOIIME OPTaHbl BIACTH (OpraHU3alMK) WK J1aH OTBET
0 CYILIECTBY 3aMHTEPECOBAHHBIM JIULIAM.

Pemenne 00 wHCIOMHEHMM JOKyMEHTa (MOpYYeHHs) NPUHUMAET PYKOBOJIUTEID,
MOCTAaBUBIIMUK JTIOKYMEHT (IIOpY4YE€HHE) Ha KOHTPOJb, C 00s3aTENIbHBIM HMH(OPMUPOBAHUEM
CiyxOBbl 1eonpon3BO/ICTBA.

Ha ncrnonHeHHOM JHOKyMEHTE IpPOCTaBIISIETCS OTMETKAa O HaIllpaBJIEHUU TOKYMEHTa B
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JIeJI0 B COOTBETCTBUM C IYHKTOM 2.48 MHCTPYKLMH, CBEAECHUS 00 UCIOIHEHUM JOKyMEHTa
(mopyuenusi) BHocsatcs B OPK CDOJl unm uHYIO perucTpalloOHHO-YYETHYIO (opMmy,
UCIIOJIb3YEMYIO Il KOHTPOJISI UCIIOJTHEHHUS.

6.14. JloxyMeHTHl (IIOpY4YECHHs), HE CHSATHIE C KOHTPOJS, a TaKXKe JIOKYMEHTBI
(mopyueHwust), CPOK MCIIOJHEHUS KOTOPBIX HE MPOJIEH, CYUTAIOTCS HEUCIIOTHEHHBIMU.

6.15. Cnyx0a Jenompou3BOACTBA AHATU3UPYET COCTOSHHE M PE3yJbTaThI
UCIIOJIHEHUS IOKYMEHTOB (TMIOPYyY€HUil) U COCTOSHUE UCTIOTHUTEIbCKON TUCIUITIINHBL:

B TOPSIIKE TPEABAPUTEIHLHOTO KOHTPOJIS HANIPABIISICT B CTPYKTYPHBIE TOPa3IeIICHUS
YHHUBEPCUTETa HAalIOMUHAHMSI O JOKYMEHTaX, CPOKU MCIIOJHEHMs KOTOPhIX MCTEKaroT (3a 3-5
JTHEH 10 OKOHYAHUS CPOKA UCIIOJIHEHUS JOKYMEHTA);

pa3 B Mecsll U IO OKOHYAHUM T0/a PEKTOPY U PYKOBOIUTEISAM CTPYKTYPHBIX
NOJIpa3/IeJICHUN HAINpaBISIET OTYETHl O KOJIMYECTBE JOKYMEHTOB, HCIIOJHEHHBIX B CpOK,
UCIIOJIHEHHBIX C IPOJUIEHUEM CpOKa MCIIOJHEHMs, HE HCIOJHEHHBIX, HAXOISIIMXCA Ha
UCTIOJIHEHUW M0 OpTaHW3alid B LEJIOM, IO CTPYKTYPHBIM TMOJApA3JCICHUSIM U, TpHU
HEO0XO0IUMOCTH, — 110 OT/AEIbHBIM UCIOTHUTEISIM.

VII. Opranu3anusi pad0Thl HCIOJHUTEJISA C JOKYMEHTAMH

7.1.  HcnonHuTeNb MOJIy4aeT JOKYMEHThl Ha UCIOJIHEHUE B JIEHb UX PACCMOTPEHUS
WIM Ha ClIeaylmuid padounii JeHb B COOTBETCTBUUM C PE30JIIOLUSAMU PYKOBOJCTBA
YHHUBEpCUTETa M pyKoBoAMTeNs mojapasfeneHus. CpouHble JOKYMEHTHl HEepeAaroTcs
HCIIOJIHUTEIII0 HE3aMEIIUTEIIBHO.

7.2.  JIOKyMEHTBHI, MOCTYHAIOIIKUE B CTPYKTYpHOE MOApa3CICHUE C PE30IOLUIMU
PYKOBOJICTBA, MEPEAAIOTCS PYKOBOAMUTENIO MoApa3aeieHus. Ecim JOKyMEHT, MOCTYNUBILHI
Ha MCIOJIHEHHE B IOApA3JEIICHNE, HE MMEET OTHOIIECHHS K KOMIIETEHIUM MOAPAa3IEICHMUS,
PYKOBOJUTEID MOAPA3/IEIICHUS B TOT K€ JI€Hb WM Ha CIEeIyIOIUNi padounii 1eHb BO3BPAILAET
ero B CnyxOy Jelonpou3BOJCTBA Ui PELIEHUs BOIpOca O IEpEeHANpaBlIeHUH €ro Ha
UCIIOJIHEHHE B JIpYroe nojipa3zeseHue (JIpyroMy UCIIOIHUTEIO).

7.3. HcnonHeHue TOKyMEHTa IpeayCcMaTpUBaeT:

cOop ¥ aHaNM3 HEOOXOAMMOMN UH(POPMAIIH;

MOJITOTOBKY NMPOEKTa JTOKyMEHTa U ero o(opMIICHUE;

COTJIACOBaHUE MPOEKTA IOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIMIIAMU;

JI0pabOTKy MPOEKTa JOKYMEHTA IO 3aMeYaHUsIM, MOJyYEeHHBIM B XOJI€ COIJIACOBAHUS
U, IpU HEOOXOAUMOCTH, — IOBTOPHOE COIJIACOBAHUE);

MOJITOTOBKY CHMCKa (yKa3aTelsl) pacChUIKM JOKYMEHTa, €CIM JIOKYMEHT aJipecoBaH
rpymIe opraHu3aluii;

Mpe/iCTaBIeHHE MTPOEKTa JOKYMEHTa Ha MOANKCH (YTBEPK/IEHNE) PYKOBOJICTBY;

MOJITOTOBKY IOKyMEHTAa K OTIpaBKe U Mepeady KOMUU JOKyMEHTa B JIEJIO.

7.4. llpu HampaBieHUU TOKYMEHTa HECKOJIbKUM HMCIIOJHUTEISIM OTBETCTBEHHBIM 32
MOJTrOTOBKY MPOEKTa JOKYMEHTA SIBJISICTCSI UCIOJIHHUTENb, YKa3aHHbIM B PE30JIIOIMH NEPBHIM
WK 0003HAYEHHBIN B PE30JIIOLUU KaK OTBETCTBEHHbBIN HCIIOTHUTEb.

7.5. OTBeTCTBEHHBIH HCHOJHHUTEIb MMEET MPaBO JaBaTh MOPYUYEHHsS] OCTAIbHBIM
WCIIOJTHUTEIISIM, TPOBOAUTH paboure COBEUIaHUs 11l BbIpaOOTKH COBMECTHOTO penieHus. Bee
WCIIOJIHUTENIN B PABHOM CTENEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE M KaueCTBEHHOE
HCIIOJTHEHUE TIOPYUYEHHS U MPEICTaBICHNE OTBETCTBEHHOMY HCIIOJIHUTENIO B YCTAaHOBIIEHHBIE
UM CPOKH HEOOXOJMMBIX MaTepHuaioB (IIPOEKTOB JOKYMEHTOB, CIpaBOK). McrmomHUTEnN He
UMEIOT TMpaBa MPEACTaBIATh MPOEKThl JOKYMEHTOB PYKOBOAMTENIO, NABLIEMY MOpYy4YEHHE,
MHUHY$ OTBETCTBEHHOT'O MCTIOJTHUTEIS.

7.6. B ciydae OTCYTCTBHSI HCHOJHHUTENS (KOMaHIUPOBKA, OTITYCK, OOJIE3HB)
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JIOKYMEHT IO YKa3aHHIO PyKOBOAUTEIIS MOJIPA3/IeIeHUs IIepeaeTCsl IpyroMy UCTIOIHUTEIIO C
00s13aTEIbHBIM ~ COOOIIEHHEM €ero  (aMWINU  JIEJIONPOU3BOJUTENI0 TOAPA3IEICHUs IS
BHeceHUs: u3MeHeHuid B OPK mokymenta B CDOJl WM MHYIO pErucTpaliiOHHO-YYETHYIO
dopmy.

7.7. Ilpu yBONBHEHMM WIM HEpeXOAe Ha JPYrol ydacTOK pabOThl COTPYAHMK
00s3aH caaTh JOKYMEHTBI M Jiela PYKOBOAMTEIIO MOJPA3ACICHUS WU 110 €ro yKa3aHUIO
BHOBb Ha3HAYEHHOMY COTPYAHHUKY (B cilyyae HEOOXOAMMOCTH, — 10 aKTy IIpUeMa-lepeayn,
B KOTOPOM YKa3blBalOTCA BH[bl J€J (3arojOBKM JI€JI) U HUX KOJMYECTBO MU KOTOPBIH
HOJNKMCHIBACTCS PAOOTHUKOM, IEpEelaBIIUM JOKYMEHTbl, M paOOTHUKOM, IPUHSIBILIUM
JIOKYMEHTBI).

7.8. Pe3ynpTaToM HCHOJHEHHs JIOKyMEHTa SBJISETCA IHPOEKT JOKYMEHTa,
[IOATOTOBJIEHHBII HCIIOJHUTEIIEM.

IIpoekT AOKyMeHTa €O BCEMHM HEOOXOIUMBIMHU MPUIOKECHUSMH, HaledaTaHHBIA U
O(QOpPMIICHHBIII B COOTBETCTBUM C NpPaBUJIaMH, YCTAaHOBJIEHHBIMHU B pazjeiie 3 MHCTPYKLUH,
UCIIOJIHUTEIIb COTJIACOBBIBACT C 3aMHTEPECOBAHHBIMU MOJPA3JEICHUSAMH U JUIAMU U, IPU
HE00XOUMOCTH, C IPYTUMH OpraHU3aLUsIMU.

JIOKyMEHTBI, TpelHa3HAYEeHHbIE JUIsI OTIpPaBKH, O(GOPMIAIOTCS Ha OJaHKe
YHHUBEPCHUTETa YCTaHOBIECHHON (popMbl. J{JIs1 OTIIpaBKU TOKYMEHTOB, HE MMEIOUINX apEeCHOU
YaCTH, COCTaBIISIETCS COPOBOIUTENHLHOE TUCHMO.

Ha noxymeHt, pacceuiaemblii Oosiee 4eM B YE€TBIPE apeca, UCIOJIHUTENb T'OTOBUT
CIHMCOK PACCBUIKH, ONPEAEISeT KOJIMUECTBO IK3EMIUIIPOB JOKYMEHTA U IOCIE PEerucTpaluu
oOecrnieunBaeT U3roTOBJICHHE HEOOXOIMMOT0 KOJIMYECTBA KOIUH.

7.9. HcnonHurtenb (OTBETCTBEHHbBIN HCIOJHUTENb) OPIraHU3YeT COIJIacoBaHHE
(BU3UpOBAaHKE) MPOEKTA JOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMU JIHMIAMH WM IMPOBOJIUT
N0opabOTKY MPOEKTa MO 3aMEYaHUsIM B COOTBETCTBUU C MyHKTaMu 4.1 - 4.11 uHcTpyKIMH.

[Ipu Hamuuuu OOJIBLIOrO KOJMYECTBA 3aMEUYaHUIl 10 MPEJCTaBICHUs 10pabOTaHHOTO
IIPOEKTa JIOKYMEHTA Ha MOANKUCH PYKOBOIUTENIIO HUCIIOJHUTENb TOTOBUT CBOAKY 3aMEUaHUUN
(mpeasio’keHui), B KOTOpPOM yKa3bIBaeTCs: COAEpKaHME 3aMedaHHs (IpelJIoKEeHUs),
JIOJDKHOCTB, (haMHITUs JIMLIA, AABIIETO 3aMeyaHue, MPUHATO WM OTKJIOHEHO 3aMevyaHue (eciu
3aMeyaHue OTKJIOHEHO, — IPUYUHY OTKJIIOHEHHUS).

7.10. Ilocine nopaGOTKM W TOBTOPHOTO BHU3UPOBaHMS (COIJIAaCOBAHUS) MPOEKT
JIOKYMEHTa nepenaercss Ha noanucanue (yrBepxkiaeHue). Jlo mpencraBieHUs Ha MOAMKCH
UCTIOJIHUTENIb  MPOBEpSET  NPaBWIBHOCTh  O(QOPMIIEHUS  JOKYMEHTa, IPaBHJIBHOCTh
oopmiIeHHs ajpecaTa, HaJu4ue HEOOXOAUMBIX BH3, NMPUIOKEHUH, IPU HEOOXOIUMOCTH —
CIPABOK, TIOSACHUTENBHBIX 3alUCOK, pPa3bsCHAIOIUX COJAEP)KAHUE IOATOTOBJICHHBIX
JIOKYMEHTOB, JICTa (yKa3aTels) pacChUIKH.

7.11. TlognucaHHBIH JOKYMEHT WCIOJHUTENb TMepedaeT Ui perucTpaluuv Hu
OTIIPABKH W/WJIM BKIIIOYEHUS B JIENO.

B cooTBeTcTBHM C HOMEHKJIATYpOIl €Nl MCIOJHUTENh ONpeesieT MHIEKC Jeia, B
KOTOPOE JIOJKEH OBbITh BKIIIOYEH JOKYMEHT.

7.12. B xo&me WCHOJTHEHUS [OKYMEHTa HWCIIOJHHUTEIh HMEET IpaBO IpeaiaraTh
W3MEHEHHUE CpOKAa HCIIOJHEHUS, €CIM OTCYTCTBYIOT pEaJlbHbIE YCIOBUS HCIIOJIHEHHUS
JOKyMEeHTa (MOopy4yeHHsi), JeaTh MOMETKH Ha JIOKYMEHTE O BPEMEHHU €ro IMOCTYIUICHHS, O
JaTax MPOMEKYTOUHOTO KOHTPOJs, TeNe(OHHBIX W TNHCBMEHHBIX 3ampocax, O JaTe u
pe3yJbTaTe OKOHYATEIbHOTO UCIIOIHEHUS.

7.13. HcnonHuTeNb HE UMEET IpaBa pas3riiauiaTh cojlep>KaHue MOCTYNUBIINX K HEMY
JIOKYMEHTOB M MOJTOTOBJIEHHBIX MPOEKTOB CIIYKEOHBIX JOKYMEHTOB, C HUMH MOTYT OBITh
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLUE OTHOILIEHUE K UX UCTIOJHEHMIO.
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VIII. ®opMupoBaHue J10KYMEHTAJbLHOI0 (pOHIa YHUBEPCUTETA

8.1. OmnepatuBHOE XpaHEHHE ITOKYMEHTOB YHHUBEpPCHTETa [0 Iepelayd UX Ha
XpaHEHUE B apXUB WM YHUYTOXEHHE OCYILIECTBIISIETCS B CTPYKTYPHBIX IOAPA3JEICHUIX
YHUBEPCUTETA.

8.2. B mensx XpaHeHUs, MOWCKAa W HWCIOIB30BAHHS JOKYMEHTHI Ha OyMa)KHOM
HOCHUTEJIC U DJJICKTPOHHBbIE JOKYMEHTbI (OPMUPYIOTCS B Jiela B COOTBETCTBUU C
HOMEHKJIATYpOU JIE]L.

Homenknarypa pgen 3akperuisier KiaccUpUKaluio (TPYNIUPOBKY) HCHOTHEHHBIX
JIOKYMEHTOB B Jies1a (3JIEKTPOHHBIE JI€)la), CUCTEMATU3aLUI0 U MHIEKCALUIO JI€], CPOKH UX
XpaHEHUS U SIBISETCS OCHOBHBIM YYETHBIM JOKYMEHTOM.

HomeHnkiiatypa nen sBisieTcss OCHOBOW JUIsl COCTaBJICHUS OIMCEM J1e] MOCTOSHHOTO,
BpeMeHHbIX (cBbimie 10 JieT) CpOKOB XpaHEHUS U MO JIMYHOMY COCTaBY, aKTOB O BBIJICJICHUU K
YHUUYTOXKEHUIO JIOKYMEHTOB C MCTEKIIMMU CpPOKaMH XpaHEHHs, a Takke M ydera Jelnl
BpeMeHHBIX (710 10 J1eT BKIIIOUNUTENBHO) CPOKOB XPAHEHHUS.

8.3. Homenknarypa nen yHUBEpCHTETA COCTABIISIETCS HA OCHOBE M3YUEHHs COCTaBa
U COJCpXaHUS JIOKYMEHTOB, OOpPa3yIOIIUXCS B JEATEIbHOCTH YHUBEPCHUTETa, BKIIIOYAs
JIOKYMEHTBI, TOCTYNAIOUINE U3 IPYTrUX OpraHu3auil.

8.4. Ilpu cocraBieHHH HOMEHKJIATYPHI JENl CIEeAyeT PYKOBOJICTBOBATHCS YCTaBOM
YHUBEPCUTETA, TMOJOKEHUSIMH O CTPYKTYPHBIX IOJpa3/elICHUsX, IUTAaTHBIM pPacHUCaHUEM,
IUIAaHAMU M OTYETaMH O paboTe YHUBEPCHUTETa, HOMEHKIATYpOHl JeN 3a MpOIIeIUINil Tof,
JOKQJIbHBIMM HOPMAaTUBHBIMM aKTaMU YHHUBEpPCUTETA, COJEp)KalIUMH CBEICHUS O
JOKYMEHTaX, 0Opa3yloIINXcs B JEATEIbHOCTH YHUBEPCHUTETA, THUIOBBIMH M MPUMEPHBIMU
HOMEHKJIaTypaMu Jien (IpU MX HaJIW4YMM), BEIOMCTBEHHBIMH M THUIIOBBIMHU IE€PEUHSMU
JIOKYMEHTOB C YKa3aHMEM CPOKOB UX XPaHECHHUS.

8.5. B HOMeHKmaTypy Jen BKIIOYAIOTCS BCE JOKYMEHTBI, OTpa)Kalollue
JEATEIIBHOCTh CTPYKTYPHBIX IOAPA3JEIICHUN YHUBEPCUTETA U IOCTOSHHO WJIM BPEMEHHO
JNEHCTBYIOIMX OpPraHoB (KOMHCCHUH, COBETOB, KOMHUTETOB), B TOM YHCIE JOKYMEHTBI
OTPaHMYEHHOI0 JOCTYyINA, PETUCTPAllMOHHBIE M YYETHBIE JKypHaJIbl U KapTOTEKH, B
HEOOXOJUMBIX CITyyasiX — KOMHUU JOKYMEHTOB. JIOKYyMEHTBI, CO3JaHHbIE B 3JIEKTPOHHOU
dopme, BKIIOYAIOTCS B HOMEHKJIATYpy JleJl MO TE€M JK€ IMpaBHJaM, YTO M JIOKYMEHTBHl Ha
OyMa)KHOM HOCHTEJIE.

He BxurouaroTcst B HOMEHKJIATYPY JI€J1 HepUOIUUECKUe U3/1aHusl, KHUTH, OpOLIIOPHI.

8.6. Howmenknarypa gen yHuBepcuteTa (CBOAHast) cocraBisercss Cmyx00i
Jenonpou3BoacTBa (mpuioxeHrne Nel3) Ha OCHOBaHMHM HOMEHKIATYP M€ CTPYKTYPHBIX
nojpasaenenuii (mpunoxenue Nel4),

CBojiHasi HOMEHKJIATypa JIeJ COCTABIISETCS B MOCJIEIHEM KBapTaje TeKYyIEero roja Ha
MPEACTOALMNA KaJE€HAAPHBIN TOI.

8.7. Homenknarypa Jen yHHBEpPCHTETa IMOJIMUCHIBAETCS pyKoBoguTenem CiyKObI
JIeNIOTIPOU3BOICTBA, BUHPYETCSI PYKOBOJHUTEIEM apXHBa (JMIIOM, OTBETCTBEHHBIM 3a apXMB),
COTJIACOBBIBAETCSI C LIEHTPAJIbHON OSKCHEpTHOW KOMHCCHEH (IKCIEpTHOW KOMHUCCHEH)
YHMBEpCUTETA M OAMH pa3 B S5 JET IMpPEACTaBIAETCS Ha COIJACOBAHME OSKCIIEPTHO-
poBepoyHOi U MeTtoanueckoit komuccuent (manee — DIIMK) I'ocynapcTBeHHOTO KOMUTETa
Pecny6nuku TartapcTan 1o apXMBHOMY JIely B COOTBETCTBUHU C IPEIOCTABICHHBIMU €MY
MOJIHOMOYMSIMU B TOpSIIKe, yCTaHOBIEHHOM 1o ¢Qopme [lpaBunamu  XpaHeHwus,
KOMIUJIEKTOBAHUS, y4eTa M HCIIOJIb30BaHUS JTOKYMEHTOB ApxuBHoOro Qonma Poccuiickoit
®denepalivl U APYruX apXUBHBIX JOKYMEHTOB B OpraHax IOCyJapCTBEHHOI BIIaCTH, OpraHax
MECTHOT'O CaMOYIIpaBJIeHuUs, Opranu3anusix (fganee — [IpaBuiia XxpaHeHus).

Homenxnarypa gen, cormacoBanHas OJOIIMK TocymapctBeHHOro KomureTa
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PecniyOnuku TartapctaH 1o apXWBHOMY ey, YTBEPXKIAeTCs PEKTOPOM U BBOJUTCS B
neiictBue ¢ 1-ro sHBaps NPEICTOSIIEro KaJleHAapHOro roa.

B cayuyae usmeHeHuss QyHKUMI W CTPYKTYphl YHUBEpPCHTETa HOMEHKJIATypa Jeml
COCTAaBIISICTCS, COTJIACOBBIBACTCS U YTBEPKAAETCS 3aHOBO.

8.8. CornacoBannas ¢ OJIIMK TocynapctBenHoro komuteTa PecrmyOnmku
Tarapctan 1Mo apXMBHOMY Jelly HOMEHKJATypa /el B KOHIE KaXJOro Toja YTOYHSeTCs,
NeperneyaTbiBaeTCs, YTBEPXKIAACTCA PEKTOPOM M BBOJAUTCS B JelcTBue ¢ 1 sHBapd
NPEJCTOSIIEr0 KaJIEHAapHOT 0 T0/1a.

8.9.  IlepBblil 3K3eMIUISIp YTBEP>KACHHON HOMEHKIIATYPHI JIEN SBJISAETCSA JOKYMEHTOM
MOCTOSTHHOTO XpaHEHHWsl M BKJIIOYAeTCS B HOMEHKIATypy Jnaed B paszen CimyxObl
JIEJIIONPOU3BOJCTBA, BTOpPOH — wucmonb3dyerca Ciy:x00il [1e10mpou3BOJACTBA B KayeCTBE
pabouero sK3eMIUIsipa, TPETUH — MepenaeTcs B apXUB YHHBEPCUTETA B KAa4eCTBE YUYETHOTO
JOKYMEHTa, OJJIGKTPOHHAs KOMHUS HOMEHKJIATYyphl JeNl YHUBEPCHUTETa, YTBEPXKIACHHOMI
PYKOBOJUTEIIEM YHUBEPCUTETA, MEPEIACTCSI B TOCYIAPCTBCHHBIA (MyHUIIUTIAIBHEIN) apXuB,
HMCTOYHUKOM KOMILIEKTOBAHUS KOTOPOTO SIBIISICTCS] YHUBEPCUTETA.

B moppasgenenus yHUBEpCUTETa HOMEHKJIaTtypa pen pacceuiaercs Ciryx00i
JIEJIONPOU3BO/ICTBA B BUJE KOMUI COOTBETCTBYIOIINX pa3/iejOB HA OyMa)KHOM HOCHUTEJE WIH
B DJIGKTPOHHOH (opMme.

8.10. Homenknatypa 1ei1 yHHUBEpPCHTETa CTPOHUTCS IO CTPYKTYPHOH (Ha3BaHUSIMHU
pazzmenoB  (MOApPA3AEiOB) HOMEHKJIATYPBl  JI€N  SIBJISIIOTCA  HA3BaHUS  CTPYKTYPHBIX
MoJpa3fieliecHuii, pacHOJOKEHHbIE B COOTBETCTBUU C  YTBEPXKICHHOW CTPYKTYpOM
YHUBEPCHUTETA).

8.11. HomenknaTypa [en CTPYKTYpPHOTO MOAPA3JIEICHUS] COCTABISETCS B KaXKIOM
MOJpAa3/IeICHUN  YHUBEpPCHTETa paOOTHUKOM, OTBETCTBEHHBIM 32  JICJIONPOHM3BOJCTBO
noJipa3ieNieHus, MPU YYacTUU BEIYIIUX CHEIHATUCTOB MOpa3AeNieHus, COTIACOBBIBACTCS C
OKCIIEPTHON KOMHUCCHEH MmoapasieneHus (Tpy ee HAIWMYUH ), TIOITUCHIBACTCS PYKOBOIUTEIIEM
CTPYKTYpPHOTO MOApa3ieNeHus u rnpeacrasisercs B Cinyx0y 1eI0npou3BOICTBA.

Homenknarypa pmenm CTpYKTypHOTO TMOApa3AelieHuss COCTaBisieTcs 1o  (opwme,
ycraHoBieHHoU [IpaBunamu xpaHeHus.

BHOBB c03/1aHHOE MITH PEOPTaHN30BAHHOE TOJIPA3/IEIeHNE JJODKHO B MECSYHBINA CPOK
pa3paboTaTh HOMEHKJIATYPY A€M U MpeAcTaBUTh ee B Cayx0y 1eT0onpon3BOICTBA.

8.12. Bce 3arosioBkm (Ha3BaHWs) [eJl, BKJIIOYCHHBIE B HOMEHKIATYPY [
CTPYKTYpHOTO TOJpa3ieneHusi, MHAeKcupyTcs. WHaekc aena ykasbiBaeTcss B rpade 1
HOMEHKJIATYphl /eI W COCTOMT W3 WHAEKCa CTPYKTYpHOTO ToOJpasaeneHus (kKonua
MoJpa3fielieHuss B COOTBETCTBUUM C YTBEPKACHHOW CTPYKTYpOW YHHBEpCHUTETa WIU
KJIACCU(UKATOPOM CTPYKTYPHBIX TMOApa3/IeICHH) U MOPSAKOBOIO HOMEpa Jena B pasjene
HOMEHKJIATYpHhI Jied. MHmekchl aen o0o3HavdaroTcs apadckumu nudpamu. Hampumep: 01-05,
re:

01 — Kol CTPYKTYpPHOTO TIOIpa3/IeICHUS;

05 — mopsAIKOBEII HOMED JeNa B pa3jienie HOMEHKIATYPHI Jell.

Jlena 1o BompocaMm, HEpa3pelmieHHbIM B TEYEHHE OJHOTO TO/Aa, SBIISIOTCS
«TEePEXOASAIMIUMUY» U BHOCATCS B HOMEHKJIATYPY €T CIEAYIOIIETO rojia C TeM Ke WHIEKCOM.
PekoMenayeTcss coxpaHsATh B HOMEHKJIATYpe JIeJl OJMHAKOBBIC WHICKCHI JUIS OJTHOPOJHBIX
JIeJT, BKIIFOUEHHBIX B pa3HbIE pa3/IeIbl.

Ecimm B TedeHWe rojma B ACSITEILHOCTH YHHUBEPCUTETa OOPa3yrOTCS JIOKYMEHTHI, HE
MPEeyCMOTPEHHBIE HOMEHKIIATYpPOH JIeJl, 3ar0JIOBKH HOBBIX JIEJ IOTIOJHUTEIHHO BKIFOYAIOTCS
B HOMEHKJIATypy JAel. B Kakaom paszzene HOMEHKIATYPHI el Ui BHOBb 3aBOJAMMBIX JIET
MpelycCMaTPUBAIOTCS PE3EPBHBIE HOMEpA.

8.13. 3arosoBok jaena (rpada 2 HOMEHKJIATYPHI JIe)T) TOJDKEH B 0000IeHHOH hopme
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OTpakaTh OCHOBHOE COJICp)KaHHME M COCTaB JOKYMEHTOB Jeia. He momyckaercs
yrnotpeOJIeHHe B 3arojiOBKE Jejla HEKOHKPETHBIX (HOPMYIHUPOBOK («pa3HbIC MaTEepHAIIBI,
«oOmmIasi mepenucKay), a TaKKe BBOJHBIX CJIOB M CIIOXXHBIX CHHTaKCHYECKHUX OOOPOTOB.
3aroloBKM I MOTYT YTOUHSITBCS B TEYCHHE ToAa B mporecce (HOPMHPOBAHHS H
odopmIIeHHUSI J1eTI.

3aroJoBOK Jena JIOJKEH COCTOSITh W3 3JIEMEHTOB, PAcIojiaraeéMbIX B CIETYIOLICH
MOCJIEIOBATEIBHOCTH:

a) Ha3BaHUE BHUJA Jena (TMEepenucKa, >KypHau, JeJ0) WIM BHAA JOKYMEHTOB,
BKITIOYCHHBIX B JIEJIO (ITPOTOKOJIBI, TPUKA3bI);

0) HAaUMEHOBAaHUE YHHUBEPCHUTETA, CTPYKTYPHOIO MOAPA3AECIIEHUS, IIOCTOSHHO
JICHCTBYIOIIETO HITM BPEMEHHOTO OpraHa, JOJDKHOCTHOTO JIMIA, CO3/IaBIINX JTOKYMEHT(bI);

B) HAUMEHOBAHHUE KOPPECMOH IeHTa (OpTraHU3allNH, JIUIA, KOTOPOMY aJIpECOBAHBI
WJIN OT KOTOPOTO MOJTyYSHBI JIOKYMEHTHI);

r) KpaTKoe Coiep KaHue TOKYMEHTOB JIeIa;

1) Ha3BaHUE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBSI3aHO COJICPIKAHUE
JOKYMEHTOB JIeJIa;

e) narta (Iepro), K KOTOPhIM OTHOCSTCS JIOKYMEHTHI JIeTa;

x) YKa3aHHUEe Ha KOMMMHWHOCTH JIOKYMEHTOB JIeJIa.

8.14. Tlopsaok pacmoioXeHHsl 3aroJIOBKOB el BHYTPH pa3[eioB HOMEHKIIATYPHI
JIeJ1 ONPEJIEIIAETCS CTENEHbI0 BAXKHOCTH JIOKYMEHTOB, BKJIIOUCHHBIX B JI€Na.

B Havane pazgena pacronaraloTcsi 3arojIOBKU Jell, COJAEpXKAaIIMX ydpeIuTelbHbIE,
OpraHU3al[MOHHO-TIPABOBBIE U PACIOPSIUTENbHBIE JIOKYMEHTBI, 3aT€M 3aroJOBKH Jiel,
CoJlepKallMX IUIAHOBBIE, OTYETHbIe, WH(GOPMAIUOHHO-AHAIUTUYECKUE  JIOKYMEHTHI,
JIOKYMEHTBI, OTpa)Kalolllue JeATEIbHOCTh IOAPA3JIEICHUs, IEPENUCKy, B KOHIIE pa3jeia -
PETUCTPaIMOHHbBIE U YYETHbIE KYPHAJIbl, KAPTOTEKH, Oa3bl TaHHBIX.

3aroyloBKM J1eJ, COCTaBJIEHHBIX I0 KOPPECHOHIEHTCKOMY M reorpapuiyeckoMy
NpU3HAKaM, BHOCATCS B HOMEHKJIATYypy [l Mo aipaBUTy KOPPECIOHAEHTOB WM
reorpauueCcKnX Ha3BaHUH.

B 3arosnoBkax nien, cogeprkammx JJOKYMEHTHI 10 OHOMY BOIIPOCY, HO HE CBS3aHHBIX
MOCJIEZI0BATEIbHOCTRIO PELIEHHs] BOIpPOCa, B KaueCTBE BHUJAA Ji€Jla YHOTPeOseTcs: TEpMHUH
«JOKYMEHTBI», a B KOHIIE 3ar0JIOBKa B CKOOKaX YKa3bIBalOTCS Ha3BaHUS BHJIOB JOKYMEHTOB,
HauOoJee MpeICTaBIeHHbIX B JIENE:

«JloOKyMEeHTbl O TMPOBEJECHUU COBEIIaHUH M CEMHUHApOB (IIPOrpamMMBbl, CIHCKH,
JTOKJIAIBI)».

TepMHH <«IOKyMEHTBI» TPUMEHSIETCS TaKKe B 3arojoBKax Jej, COoJepKallux
JOKYMEHTBI-IIPUIIOKEHHU K KaKOMY-JIMOO TOKYMEHTY (BHJbI JOKYMEHTOB-IIPUJIOKEHUNH HE
MEPEYUCIISIOTCS):

«JlOKyMEHTBHI K IPOTOKOJIaM 3aceiannii HayuHO-TeXHHYECKOTro COBETaY,

«[TpOTOKONBI TPOW3BOJCTBEHHBIX COBEIIAHWNA TIPH TEHEPATLHOM TUPEKTOpE |
JOKYMEHTBI K HUM.

B 3aromoBkax nen, nmpemHa3HAYEHHBIX Uil TPYIITUPOBKH OJHOTHITHBIX OKYMEHTOB,
3Ta rpyIa JOKyMEHTOB YKa3bIBa€TCsl BO MHO>KECTBEHHOM UHUCIIE:

«IIpoTOKOIIBI 3ac€TaHUN TUPEKLIANY.

B 3aronmoBkax Jen, colepKalluxX MEpenucKy, yKa3blBaeTCs, ¢ KEM M IO KaKoMy
BOIIPOCY OHA BEJIETC:

«Ilepenucka ¢ 00Opa30BaTENbHBIMU YUPEKACHUSIMU O TMOBBIILICHUHM KBaJIU(UKAIUH
PaOOTHHUKOBY.

B 3arosoBkax jein, copepiKalMx IMEpernucKy ¢ OJHOPOJHBIMH KOPPECIIOHJIEHTAMHU,
MOCJIeIHNE HE Ha3bIBAIOTCS, a YKA3bIBAETCS MX BUJOBOE HA3BaHUE:
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«[lepenucka ¢ deneparsbHBIMH OpraHaMy HUCIOJHUTENIBHON BIACTH O 3aKJIIOYEHUU U
WCTIOJTHEHUH TOCYAaPCTBEHHBIX KOHTPAKTOBY.

B 3aronoBkax zen, coiepKaliMx MEPernucKy ¢ pPasHOPOIHBIMH KOPPECIIOHAECHTaMH,
MOCJICTHUE HE MEPEUHUCIIIOTCS:

«[lepenucka o 3aKJIIOUEHUHU U UCTIOTHEHUH FOCYIapCTBEHHBIX KOHTPAKTOB.

B 3aronoBke nena yka3blBaeTCSd KOHKPETHBIM KOPPECHOHACHT, €CIU IepenucKa
BEJICTCSI TOJIBKO C HUM:

«Ilepencka c OOO «I'opcBsi3b» 0 NPEIOCTABIEHUH YCIYT CBSI3U».

[Ipu o6o3HaueHUU B 3arojOBKaxX Jied aJIMUHUCTPATUBHO-TEPPUTOPUATHLHBIX €IUHULL
YUYHUTBIBACTCS CIIEIYIONIEE:

€ClIi COJIep)KaHME Jlela KacaeTcsi HECKOJbKHX OJHOPOAHBIX aJIMUHUCTPATUBHO-
TEPPUTOPUATHHBIX EIMHHII, B 3ar0JIOBKE JieJia HE YKA3bIBAIOTCS MX KOHKPETHBIC Ha3BaHUS, a
YKa3bIBaeTCs MX 00IIee BUI0BOE Ha3BaHUE:

«[lepenucka ¢ yIpexJICHUSIMH KYJIbTYPbl aJIMUHHCTPATHBHBIX OKPYTrOB MOCKBEI».

€Clld CoJepKaHHWE JieJa KacaeTcsl OJHOM aJMHUHUCTPATUBHO-TEPPUTOPHAIBHOMN
eIUHUIBl (HACEJIECHHOTO IYyHKTa), €€ (ero) Ha3BaHHE YKa3bIBaeTCS B 3aroJIOBKE Jiefa:
«[lepenucka ¢ ¢puinasom B MOCKOBCKOM 00JIaCTH O TUIAHUPOBAHUU U OTYETHOCTH Y.

B 3aronoBkax jen, cojepKamux IUTAHOBYIO WM OTYETHYIO JOKYMEHTAIIHIO,
yKa3bIBaeTCs Mepuo (Mecsil, KBapTaj, roJ) Ha (3a) KOTOPbIi COCTaBJICHBI TUIaHbI (OTYETHI):

«OTUeThl CTPYKTYPHBIX Tojpasaenenuit 3a 2017 rogy;

«CTaTUCTUYECKUNA OTUET O YUCIEHHOCTH, COCTaBe M JBMKEHUM Kajapos 3a 2017 ron
(p. Ne 27-rom)».

[Ipu dopmupoBaHum nena U3 HECKOIBKUX TOMOB (4acTeil), KpomMe OOIIEro 3arojioBKa
Jiena mpyu HeOOXOIUMOCTH COCTABIISIFOTCS 3ar0JIOBKH Ka)XXIOTO TOMa (4acTH), YTOUYHSIOIINE
coJiep>kaHre TOMOB (JacTeil) nena.

3aroJI0BKH JIe]l MOTYT YTOUHSTHCS B TIpoliecce popMupoBaHusi U 0OpMIICHUS JE.

8.15. TI'pada 3 «KommuecTBo Jem» 3aMOIHSAETCS MO0 OKOHYAHHUH KaJleHAApHOTO roja.
[To pocTHXKEHWH JEJIOM, BKIIOYAIONIMM JOKYMEHTHI BpeMeHHbBIX (cBbimie 10 Jer) wu
MOCTOSTHHOTO CPOKOB XpaHeHHs, o0bema B 250 TUCTOB, TOM 3aKphIBAa€TCSI U OTKPHIBACTCS
HOBBII ToM. B rpade 3 HOMEHKIATypBI JIe TOC/IeI0BATEIFHO YKA3bIBAIOTCS HOMEpPa TOMOB U
KpaifHue 1aThl JOKYMEHTOB KaXJI0TO TOMa!

T. 1. 11.01.2017 -
30.06.2017

DNeKTpOHHBIE Jejia Ha ToMa (4acTH) He pa3fesitoTcs. Bee aieKTpoHHBIE TOKYMEHTHI,
HE3aBUCHMO OT UX 00beMa, BKIIIOYAIOTCS B OJTHO 3JIEKTPOHHOE JIEJIO.

8.16. B rpade 4 «Cpok xpaHeHHs U Ne CTaThu 1O MEPEYHIO» YKAa3BIBAIOTCS CPOKHU
XpaHEHUs JIeJl U HOMepa cTaTel 10 TUIIOBOMY MJIM BEJOMCTBEHHOMY IEPEYHIO JOKYMEHTOB C
yYKa3aHHUEM CPOKOB XpaHEeHHUsl, PperepaibHOMY 3aKOHY WJIM HHOMY HOPMAaTUBHOMY ITPaBOBOMY
aKTy.

8.17. B rpade 5 «lIpumedanuey» NPOCTABISIOTCS OTMETKH O 3aBEIACHUU e
(«BaBemeno»), o mepexomsumx aenax (Hampumep, «llepexomsmiee ¢ 2016 roma»), o
BBIIEJICHUH JIe1 K YHUYTOXKEHHIO, O JIMIAX, OTBETCTBEHHBIX 3a (OpPMUPOBAHME eI, O
nepegave Jel B JpYTrylo OpraHu3aluo 1Jis MPOJOKEHHUS.

Ecnu neno ¢gopmupyercss B MHQOPMAIIMOHHOM CHCTEME M BKIIOYAET 3JIEKTPOHHBIE
JOKYMEHTHI, B rpade «[Ipumeuanue» orMedaercs, YTO /IO BeJETCsS B 3JIEKTPOHHOM BHJIE C
yKa3aHWeM HauMEHOBaHUS HH()OPMAIIMOHHONW CUCTEMBI:

«Qnextponnble qokyMeHThl. COJ] «Kanuenspus», Bl «CiyxeOHble 3anucKm».
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8.18. Ilo 3aBepiieHun 1€JI0MPOU3BOJICTBEHHOTO TOjla B KOHIIE HOMEHKJIATyphI el B
KaXJIOM CTPYKTYPHOM MOApa3eaeHIH 0()hOpMIISIETCSI UTOTOBas 3alKCh, B KOTOPYIO BHOCSTCS
CBEJICHHSI O KOJIMYECTBE 3aBEICHHBIX el (TOMOB, 4YacTeil), OTIEIbHO MOCTOSIHHOTO U
BPEMEHHBIX CpPOKOB XpaHEHUs, BPEMEHHBIX CpPOKOB XpaHeHHs ¢ oTMmerkod «OIIK» u
nepexoaaumx. Vtoropas 3amuch JOMONHSETCA NAHHBIMU O KOJIMYECTBE DJIEKTPOHHBIX eI
COOTBETCTBYIOLIMX CPOKOB XPAaHCHHS.

B urtoroByio 3anuch CBOJHOW HOMEHKIJIATYPHI JIEJ CBEICHUSI BHOCATCS HAa OCHOBAaHUU
JAHHBIX, MIEPEeIaHHBIX U3 CTPYKTYPHBIX MOApA3e/ICHI YHUBEPCUTETA.

Ceenenusi, cojaepkaluecss B UTOTOBOW 3allMCU HOMEHKJIATYpPbI JIel YHHUBEPCUTETA,
NIEPEJAIOTCS B apXUB YHMBEPCUTETA, O YEM B HOMEHKJIAType €I NPOCTABISAETCS OTMETKA C
yKa3aHHUEeM JOJDKHOCTH U MOATNKCH JIMIIA, IEPEIABIIET0 CBEeICHUS.

8.19. Jlema co AHS WX 3aBEACHUSA [0 MEpeAayd B apXWUB YHUBEPCHUTETa WM JIO
BBIICTICHUS] UX K YHUYTOXKCHHIO MO HCTEUEHUHM CPOKA XPAHEHHUS XPAHATCS MO MECTy HX
(dbopMupoBaHUSL.

Jleno cuuTaercs 3aBeIEHHBIM C MOMEHTa BKIIIOUEHUSI B HETO MEPBOTO HCIOJIHEHHOTO
JIOKYMEHTA.

8.20. Ilpu dopmupoBanuu Aen Ha OyMaKHOM HOCHTENE OJKHBI COONIOAATHCS
cleyroIme o0e nmpaBuia;

B JIETI0O TIOMELIAIOTCS MCIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIHME IO CBOEMY
COJIEp’KaHUIO 3aroJIOBKY Jiejia 10 HOMEHKJIAType J1e;

MIPUIJIOKEHHUS TOMEIIAIOTCS BMECTE C OCHOBHBIMU JIOKYMEHTAMH,

B JIEJI0 BKJIIOYAIOTCS JIOKYMEHTBl OJHOTO KAaJIEHJAPHOIO TOJAd, 3a HCKIIOYEHUEM
NEePEexXOAAIuX e,

JOKYMEHTBHI MOCTOSTHHOTO W BPEMEHHBIX CPOKOB XPaHEHHs TPYIIUPYIOTCS B Aeia
pa3eIbHO;

B JIEJIO BKJIKOYAETCA [0 OJHOMY 3K3EMIUISIPY KaXKJI0T0 T0KYMEHTA;

(akcorpaMmbl, TelerpaMMsl, TelaeGOoHOrpaMMbl MOMEMIAIOTCS B Jieda C MEepernucKoi
Ha OOIIMX OCHOBAHUSX;

B JIeJ0 TIOMELIAIOTCS JOKYMEHThl TPAaBMWJIBHO U IOJHOCThIO  O(GOpMIICHHBIE
(TOKYMEHTBHI TOJKHBI UIMETh JIaTy, MOAIUCH U JPYTUe HEOOXOJMMbIe PEKBU3UTHI);

B /IeJI0 HE BKIIIOYAIOTCS JTOKYMEHTHI, MO/JIeKallle BO3BpaTy, JUIIHUE SK3EMIUISPhl U
YEPHOBHUKH (32 UCKITIOYECHUEM 0CO00 IIEHHBIX);

no o0beMy JeJ0, BKIIOYAloIIee JOKYMEHTHl Ha OyMa)KHOM HOCHTENE, HE JIOJIKHO
npesbilath 250 TUCTOB, IpU TOJIIMHE HEe OoJiee 4 cM (TONILKHA JIeT CO CPOKAaMHU XpaHEHHUS
no 10 ner ne momkHa mpebimath 10 cm). [lpu mpeBbllieHHH JAaHHOTO 00BbeMa 3aBOJUTCS
BTOpOoi ToM. Ilpy Hanmuuuu B Jefie HECKOJBKHUX TOMOB (YacTel) MHAEKC M 3arojOBOK Jela
MIPOCTABJISIFOTCS Ha KaXKJIOM TOMe ¢ jo0aBieHreM obo3HaueHuit: «T. 1», «T. 2».

JIOKyMEHTBl BHYTPU JeJla paclojararoTcsi CHHU3Y BBEpPX B XPOHOJIOTMYECKOH,
BOIPOCHO-JIOTMYECKOM MOCIe10BAaTEIbHOCTH UITU UX COYETaHHH.

PacriopsimuTenbHble TOKYMEHTHI TPYNIUPYIOTCS B Jiefia MO BHJIAM U XPOHOJOTHH C
OTHOCSIITUMHCS K HHUM TPHIOKEHUSAMHU. J[OKyMEHTBI - OCHOBAHHS K PaCTOPSIUTEIEHBIM
JIOKYMEHTaM BKJIFOUAIOTCS B OT/IEIBHOE JIEII0.

[IpoTokoibl B Jiee pacrnoaraiTcs B XpOHOJIOTHYECKOM MOPSAIKE U IO HOMEpaM.

JIOKyMEHTBI K 3aceJaHusM (COBELIaHHUsSM) IPYNIUPYIOTCS B OTAEIbHOE JENI0, KaK U
MIPUJIOKEHHUS K TPOTOKOJIaM, €CJIM OHU CoJiepKaT bosee 25 CTpaHuLL.

JIOKyMeHTBl K TIPOTOKOJIaM, €CIM OHHU CTPYIIUPOBAaHBI B OTAEIbHBIC JeTa,
CUCTEMATHU3UPYIOTCS BHYTPH JieJia 10 HOPSAAKY HOMEPOB IMPOTOKOJIOB.

JlokanbHble HOPMATUBHBIE aKThI, YTBEPKICHHBIC PACTIOPSAUTEIFHBIMU TOKYMEHTAMH,
SIBIISTIOTCSI IPHJTOKEHUSIMUA K HUM U TPYIIITUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

47



[Ipuka3pl 0 OCHOBHOW JAEATENBHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IIO
JMYHOMY COCTaBY U MPUKA30B 10 aIMUHUCTPATUBHO-XO3SICTBEHHOM 1€ TENbHOCTH.

[Ipukasbl Mo JIMYHOMY cOCTaBy (OPMHUPYIOTCS B Jielia B COOTBETCTBHM CO CPOKaMH
XpaHEHUS.

JIOKyMEHTBI B IMYHBIX JEJIaX PACHOJIATAKOTCS 10 MEPE UX MOCTYIICHUS.

[lepenucka rpymnmupyercs B Jella O TEMaTHKE W/WIA KOPPECHOHACHTaM |
CUCTEMAaTU3UPYETCss B XPOHOJIOTMYECKOM  IOCJIENOBATEIBbHOCTH:  JOKYMEHT-OTBET
MOMEIIAETCsSl 32 JOKYMEHTOM-TPOCh0oil (3ampocom). [Ipu BO30OHOBICHHM TEPEMUCKU IO
ONpPENIETICHHOMY BOIPOCY, HAayaBIUEHCS B MPEAbIAYLIEM TOAY, TOKYMEHTHI BKJIFOYAIOTCS B
JIEJI0 TEKYIIETo ro/la ¢ yKa3aHWeM MHJEKca JieNa MPeabLIyIIEro roja.

DNEeKTPOHHBIE JOKYMEHTHhl (HOPMUPYIOTCS B DJIEKTPOHHBIC JieJla B COOTBETCTBUU C
HOMEHKJIATYpOi JIeJ1 YHUBEPCUTETa B TOW MHPOPMALMOHHOW CHCTEME, B KOTOPO OHU ObLIH
CO3/IaHbI WJIK B KOTOPYIO ObLUIN BKIIFOUEHBI.

8.21. Jlns obecriedyeHUs] COXPAHHOCTH, y4e€Ta JOKYMEHTOB W JIel CTPYKTYPHOTO
noJipa3/ieNieHusl ¥ OpraHu3alyy JOCTYyIa K HUM MPOBOJAUTCSA KOMIUIEKC padoT:

CO3/1aHHE ONTHUMAJIbHBIX YCIOBUN XpaHEHUS JTIOKYMEHTOB U JIE;

pa3MelleHue JIe;

IIPOBEpKa HAIMYUS U COCTOSIHUS JOKYMEHTOB U JIE;

cOOJTIOICHHE TTOPSAIKA BbIIAYH JIE.

8.22. Jlema pa3MemniaroT B paboYMx KOMHATaX WM CIEIUAIBHO OTBEACHHBIX IS
9TOM 1eNM MOMEIIEHUAX B IIKadax, Ha CTeJIaXkax, 4ToObl 00eCleYnTh WX COXPAHHOCTh H
3alIUTY OT BO3JCHCTBUS BPEIHBIX (PAKTOPOB.

Jlena nans ux ydera M OBICTPOrO TMOHWCKAa JOJDKHBI PAcHojiaraTthCs BEPTHKANIBHO,
KOpELIKaMU HapyXy U B COOTBETCTBUU C HOMEHKJIaTypoil aen. Ha xopemikax oOnoxek aen
yKa3bIBAlOTCS MHJEKCHI 110 HOMEHKJIAType Jiell, P He00XO0ANMOCTH HOMEp TOMa Jiena, JaTy
nena. HoMeHkatypa e uian BeIMKECKA U3 HEe MMOMENIaeTCsl Ha BHYTPEHHEH CTOpoHe mikada.

8.23. IIpoBepku HamUuus U COCTOSHHUS JOKYMEHTOB U JIeNl B LENIAX YCTAHOBJICHMS
(akTHYECKOro HaTW4Msl € JOJKHBI MPOBOJUTHCS AEIONPOU3BOAUTENEM HOIpa3AeeHUs B
CIIyqasix:

nepes nepegavell JOKYMEHTOB B apXUB YHUBEPCUTETA;

IIPY NIEPEMEILEHUN JIET;

IIpU CMEHE PYKOBOAMTENS CTPYKTYPHOTO MoOApasjaeneHusi, pykoBogutens CiyxObl
JIEJIONIPOU3BO/ICTBA;

IpU  peopraHu3ald W JIMKBUJALUMU  YHUBEPCUTETAa WM  CTPYKTYpHOTO
NOJIpa3IeIICHNUS.

IIpoBepka Hamuuusi MPOBOAMUTCS IIyTEM CBEPKM CTaTEl HOMEHKJIATYpPhl JEN C
ONMCAHUEM JIel1 Ha OOJIoKKe, a (U3MUEecKoe COCTOSHUE JeNl ONpeleNsieTcs IyTeM HuX
BU3YaJIbHOTO NpocMoTpa. Bece oOHapyKeHHbIe HEJOCTAaTKH JOJKHBI (DUKCUPOBATHCS B aKTE
MIPOBEPKU HAIUYUS U COCTOSHUS JEJI.

8.24. B cnydae BBISIBICHHMS OTCYTCTBHS [eJI, YUCIALIMXCA IO HOMEHKJAType Jed,
PYKOBOJICTBOM MOJpa3AefieHuil MPUHUMAIOTCS MEphl MO MX po3bIcKy. Eciu po3bick nen He
JAeT pe3ysibTaTa, COCTAaBJIAETCA CIOpaBKa O MPUYMHAX HX OTCYTCTBHUS, KOTOpas
MOJMUCKHIBACTCA  PYKOBOJIUTENEM  MoOApa3zieieHuss U npenacrasisiercs B CioyxOy
JIEJIONIPOU3BO/ICTBA.

@akt yrparel aena (nmen) uxcupyercss B akTte, cocTaBiasieMoM Ciyx00if
JIeNTOTIPOU3BOJICTBA M PYKOBOJIUTENIEM CTPYKTYPHOTO MojapaszeneHus (YIHOoJTHOMOUYEHHBIM UM
JUIOM) B TpeX OK3eMIUIpax: IO OJHOMY OJK3eMIUIsipy akta xpanutrca B Ciyxbe
JIEJIONPOU3BOJCTBA U CTPYKTYPHOM IOAPA3JEICHUN; DK3EMIUIIP aKTa IPEICTaBISIETCS B
apXuB YHHMBEpCHUTETa NpHU Iepeaaye JAed CTPYKTYpHOTO TOJpa3AefieHuss Ha apXUBHOE
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XpaHEHHe.

8.25. DkcmepTr3a IEHHOCTH JOKYMEHTOB IIPOBOJUTCS HA OCHOBE 3aKOHOJATEIbHBIX
U UHBIX HOPMATHBHBIX NpPaBOBbIX akToB Poccuiickoii denepanuu, ycTaHaBIMBAIOLINX
TpeOOBaHUSI K CPOKaM XpaHEHHUs JOKYMEHTOB, THIIOBBIX M BEJIOMCTBEHHBIX IEpEeYHEH
JIOKYMEHTOB C YKa3aHHEM CPOKOB UX XPAHEHUS:

MIPU COCTaBJICHUH HOMEHKJIATYPHI JIEJT;

IIPH MOATOTOBKE JIEN K Mepeiaye B apXUB YHUBEPCUTETA;

B apXMBE YHUBEPCHUTETA.

8.26. [lns opraHuzanuM U TPOBEACHHS palbOThl IO OSKCHEPTH3E IEHHOCTH
JIOKYMEHTOB B YHMBEPCUTETE IPUKA30M PEKTOPA CO3JAEeTCs IKCIEpTHAs KOMHUCCHs (Janee —
9K),

3anaun, QyHKuMM, mpaBa, opraHm3aiys padotel DK ompenenstoTcs MOJIOKEHUEM O
Hell, KoTopoe pa3pabaThiBacTcs Ha OCHOBAaHUHM IMPUMEPHOTO TOJOKEHUS, YTBEPKICHHOIO
YIIOJIHOMOYEHHBIM (heZiepalIbHBIM OpPTaHOM HCIIOJTHUTEIBHON BIIACTH B c(epe apXUBHOTO
JieNia ¥ IeTONPOU3BOICTBA.

8.27. OcuoBHbIMU GyHKIUAMEU DK SBISIOTCS:

OpraHu3allys eKerogHoro oToopa Aein A XpaHEeHUs U YHUUTOXKEHHUS,

paccMOTpEHHE U COTJIaCOBAHUE MPOEKTAa HOMEHKIATYPHI JeJl YHUBEPCUTETA, ONUCEN
JIeJ IOCTOSIHHOTO U BpeMeHHbIX (CBbIlIe 10 JIeT) CpoKOB XpaHEHHUsI, B TOM YHCIIE IO TUYHOMY
COCTaBY, aKTOB O BBIJICJICHUU K YHUUTOKEHUIO JI€J1, HE MOJUIEkKAIINX XPAHEHUIO;

y4acTHE B MOJTOTOBKE U PACCMOTPEHHMH NMPOEKTOB HOPMATHUBHBIX M METOAMYECKUX
JIOKYMEHTOB 110 BOIIpocaM paboThl ¢ JOKYMEHTaMHU B YHUBEPCHUTETE.

8.28. DOkcmepTH3a  IEHHOCTH  JOKYMEHTOB OCYIIIECTBIISICTCS €XKEroJIHO
JEJIONPOU3BOIUTENAMU  TofIpa3fesieHuid coBmMecTHO ¢ OK u  moa  MeToaudyeckum
pykoBoJicTBOM CitykOBI J1eT0ONPON3BOICTBA.

8.29. [Ilpu mpoBeACHUHU PKCHEPTH3BI IEHHOCTH JOKYMEHTOB MPHU MOJITOTOBKE JIEN K
nepeaaye B apXuB YHUBEPCUTETA OCYILIECTBIIACTCS:

0TOOp JOKYMEHTOB ITOCTOSIHHOTO M BpeMeHHBIX (cBbilie 10 J1eT) CpoKOB XpaHEHUS IS
nepeaayy B apXuB YHUBEPCUTETA,

0oTOOp JAOKYMEHTOB BpeMeHHBIX (10 10 JieT BKIIOYMTETHHO) CPOKOB XpPAHEHHUS U C
noMeTkamMu  «J/lo MuHOBaHUS HajgoOHOCTH», «J/l0 3aMeHBl HOBBIMHY», MOJJIEKALINX
JabHEHIIIEMY XPaHEHUIO B CTPYKTYPHBIX TO/IPa3ACICHHSX;

BBIJICJIEHUE K YHUYTO)KEHUIO /I 32 MpeAbLAyIINe ToJbl, CPOKH XPAHEHUS KOTOPBIX
UCTEKIIH.

O/HOBpEMEHHO NPOBEPSETCS KAUeCTBO U MOJHOTA HOMEHKJIATYPHI JIe]l YHUBEPCUTETA,
NPaBUIBHOCTD ONPEIEICHUSI CPOKOB XPaHEHHUS Jedl.

8.30. Jlema mocTosTHHOTO U BpeMeHHBIX (CBbIIe 10 JeT) CpPOKOB XpaHEHHS MOIJIeKAT
MOJMCTHOMY MPOCMOTPY JUISL BBIACTICHUS U3 X COCTaBa JIOKYMEHTOB BpeMeHHbIX (10 10 ner)
CPOKOB XpaHEHHUSI.

Hena c ormerkoir «OIIK» mnonsepraroTcs MNOIMCTHOMY TPOCMOTPY B HENAX
onpezeNieHusT W BbIACNEHUS U3 HMX COCTaBa JIOKYMEHTOB, MOJJIEKAIIUX ITOCTOSHHOMY
XPaHEHHUIO.

8.31. Ot0op »SMEKTPOHHBIX JOKYMEHTOB JUIsl TIepeladdl B apXUB YHHBEPCHTETA
OCYILECTBIISICTCSI B aBTOMATU3UPOBAHHOM PEKUME ITyTeM 0TOOpa IOKyMEHTOB U3 0a3 JaHHBIX
WHGOPMAIMOHHBIX CHCTEM Mo npu3HaKy «MHaekc mena» («Cpok XpaHEeHUs»),

8.32. Ilo pesynabrataM »SKCIEPTHU3bl IIEHHOCTH JOKYMEHTOB B YHHMBEpPCHUTETE
npoBoAUTCS OGOpPMJIEHHE Jel U COCTaBJSIIOTCS OIUCH JeNl TOCTOSIHHOTO XpaHEHHs,
BpeMeHHBIX (cBblme 10 J1eT) CpOKOB XpaHEHHUs M MO JUYHOMY COCTaBy, a TaKXe aKThl O
BBIJICJICHUM K YHHUYTOXKCHHUIO JIeJ, HE MOIexainux xpaHeHuro (mpuioxxenus Ne 15, 16, 17,
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18, 19).

OmnucH 1es1 NOCTOSIHHOTO XpaHEeHUsl, BPEMEHHBIX (cBbllie 10 J€T) CpOKOB XpaHEHUs U
10 JINYHOMY COCTaBYy, a TaKXX€ aKTbl O BBIIEJICHUU K YHHYTOXXEHHUIO JIeJI, HE IMOJUIekKaIuX
XpaHeHU1o, paccMarpuBaroTes Ha 3acenannn DK ogHoBpemenHo. CornacoBannbie DK  akTh
U OIIMCH YTBEPKIAIOTCA PEKTOPOM.

8.33. lema, oOpa3oBaBuivecs B JCSATEIBHOCTH YHHMBEPCHTETa M IOJJICKAIIUE
XPaHEHMIO, TPOXOJAT IOJHOE WM vacTuyHoe odopmienue. [lonmHomy odopmiieHUIO
NOJJIeXAT Jejla BpeMEHHbIX (cBblie 10 J1eT) CPOKOB XpaHEHHUS U MOCTOSIHHOI'O XPaHEHUS.
Jena BpemeHHbIX (10 10 j1€T) CPOKOB XpaHEHUS MOAJIEKAT YACTUYHOMY O(POPMIICHHIO.

Odopmiienre naen  MPOBOIUTCS B CTPYKTYPHBIX MOJPA3ACICHUSAX IO MECTY
(opMHpOBaHUS JTOKYMEHTOB B J€Ja.

8.34. [IlomHoe odopmiieHue nemna Ha OyMa)KHOM HOCHUTEIIE BKIIIOYAET:

oopMiIeHHE PEKBH3UTOB 00JI0KKH jeja 1o hopme (mpuinoxenue 20);

HYMEPALHIO JIUCTOB B JIETIE;

COCTaBIICHUE JINCTA-3aBEpUTE Aena (npuioxeHue 21);

COCTaBIICHME B HEOOXOIMUMBIX CIy4asx BHYTPEHHEHW ONUCH JIOKYMEHTOB Jieia
(mpunoxkenue 22);

MOJIIIMBKY ¥ MEPEIUIET JIeTa;

BHECEHHE HEOOXOAMMBIX YTOUHEHHH B PEKBU3UTHI OOJOXKKH Jena (yTOuHEHHE
Ha3BaHUS OpraHU3allly, HHICKCA Jelia, KpailHUX JaT Jella, 3arojioBKa Jela).

JIucr-3aBepuTenp JieNla, BHYTPEHHSASA OMNMCh JIOKYMEHTOB Jena M 0OJ0XKa Jaerna
COCTaBIISIIOTCS IO hopMaMm, ycTaHOBICHHBIM [IpaBunamu XxpaHeHHs.

8.35. [lena BpeMeHHBIX (10 10 JI€T BKIIOYNUTEIHHO) CPOKOB XPAHECHHMS, TTOJICIKAIITIE
YaCTUYHOMY O(OPMIICHHIO, JIOIYCKAeTCs XPaHUTh B MAlKax, B KOTOPHIX Jella XPaHWINCh B
JIeNIOTIPOU3BOICTBE, MepecucTeMaTH3alts JOKyMEHTOB B Jiefie He MPOBOJUTCS, JIMCTHI Jea
HE HYMEPYIOTCS, JIHCTHI - 3aBEPUTENH Jella He cocTaBisAioTcs. Ha oOnoxkke nema B
COOTBETCTBUM C HOMEHKJIATYpOoH Jel  yHHMBEpPCUTETa  3alOJHSIOTCA  PEKBU3UTHI:
HaMMEHOBAaHNE OPTaHM3AllMU, HANMEHOBAHUE TIOJpa3/IelICHIs], HHJICKC JIeJIa, 3arojIoBOK JIela,
CPOK XpaHEHUs TOKyMEHTOB.

8.36. Ha o6moxxke gen BpeMeHHBIX (cBbimie 10 jeT) CpoKoB XpaHEHHS U MO JTHIHOMY
COCTaBY yKa3bIBAIOTCS:

HAaMEHOBAHHE BBIIIECTOSIIEH OpraHu3anuy (OpraHu3aluu-yIpeuTeNs);

HaMEHOBaHHME YHUBEPCUTETA;

HAaMEHOBAHHE CTPYKTYPHOTO MOIPa3ACIICHNUS;

MHJIEKC JieJia 10 HOMEHKIIaType Aed;

HOMEp TOMa (4acTH);

3aroJIoBOK Jiefa (ToMa, 4acTH);

KpaifHue aaTel fena (ToMa, 4acTu);

KOJIMYECTBO JICTOB B JIEJIE;

CPOK XpaHEHHUS JIeNa;

apXUBHBIN mUdp aena.

Ha oOnoxkax pgen MOCTOSIHHOTO XpaHEHHMs HaJl HAaWMMEHOBAaHHUEM YHHBEpPCHTETa
yKa3bIBa€TCS HAMMEHOBAHHE TOCYNAPCTBEHHOTO (MYHUIIMITAJHHOTO) apXHBa, MCTOYHHUKOM
KOMIIJIEKTOBAHUSI KOTOPOTO BBICTYIAE€T YHUBEPCUTET.

8.37. [Ilpu odopmieHnn 0OIOKKH Jema:

HaMEHOBAHME BBILIECTOSIIEH OpraHu3auy (OpraHu3aluu-yupeauTensi) yKa3blBaeTCs
MIOJTHOCTHIO B UMEHUTEIIEHOM TTaJIeKe, TTO/1 TIOJIHBIM HAUMEHOBAaHHEM B CKOOKaX yKa3bIBaeTCS
ounmanbHOE MPUHATOE COKpaIlleHHOE HAUMEHOBaHUE (IIPU €ro HaTMYHH);

HAaNMEHOBAHHE YHHUBEPCHTETA YKa3bIBACTCS MOJHOCTHIO, B MMEHUTEIHFHOM Talexke, C
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yKa3zaHMeM O(UUHUAIBHO IPUHATOIO COKPALIEHHOTO HAaMMEHOBaHMs (NPH €ro Halu4yuH),
KOTOPOE YKa3bIBAETCSl B CKOOKAX IMOCIE MOJHOTO HAMMEHOBAHHUS;

HalMEHOBaHME CTPYKTYPHOTO  IOApA3eNeHHUs  yKa3blBae€TCs  IOJHOCThIO B
COOTBETCTBUU C YTBEP)KJIEHHOM CTPYKTYypOl yHUBepcuTeTa (IIpM HAJIMYUU COKPAILEHHOTO
HalMEHOBAHUS CTPYKTYPHOTO MO/Ipa3ieeHUs OHO YKa3bIBAE€TCS B CKOOKAX);

MHJIEKC JIeJIa POCTABIISAETCS B COOTBETCTBUM C HOMEHKJIATYPOH J1€]1 YHUBEPCUTETA;

3aroJI0BOK JieJla IEPEHOCUTCS U3 HOMEHKIIATYpPhl /1€l YHUBEpPCUTETA (B HEOOXOAUMBIX
CIIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHHUS);

natel aena (rof(bl) 3aBeJJeHUs 1 OKOHYAHUS JleNa B 1eJI0IPOU3BOJICTBE).

[Ipy w3MeHeHMHM HAMMEHOBAHUS YHUBEPCUTETa WM TMOJPA3JEICHUS B TEUYCHUE
IepuoJia, OXBAaThIBAEMOI0 JOKYMEHTaMH Jeja, WA IpU Iepejade Jena B JIpyroe
NoJpa3/ieiecHue Ha OOJIOXKKE Jena TOJ TNPEKHUM HAMMEHOBAHHMEM YKa3bIBAeTCSI HOBOE
HalMEHOBAHUE OpraHu3aluM (MOJIpa3/eieHus1), a MpeKHee HauMEHOBAaHUE 3aK/II0YaeTcs B
CKOOKH.

WHupekc nena M 3arojioBOK Jiefla MEPeHOCATCs Ha OOJIOKKY M3 HOMEHKJIATYphl Jell.
Ecnu 1e5no cocTouT M3 HECKONBbKUX 4YacTel, Ha OOJOXKKY KakJI0ro TOMa (4acTH) BBIHOCUTCSA
00K 3ar0JIOBOK JIeJ1a ¥ 3arojIOBOK KaX /101 yacTu (TpH ero HaJu4um).

Jlatoit nen, coaepKalMx pacHopsAAUTENbHYI0 JOKYMEHTAlUIo, a Takxke Jell,
COCTOALIMX M3 HECKOJIBKMX TOMOB (4acTeil), sIBJIAIOTCA KpalHue 1aThl JOKYMEHTOB Jiea, TO
€CTh JaThl (YUCIIO, MECSI, I'0Jl) PEerucTpauuu (COCTABJIEHHS) CaMOrO0 PAHHEro M Camoro
IO3/IHETO JOKYMEHTOB, BKJIIOUEHHBIX B Jieno. IIpu 3ToM neHp Mecsna (IBa 3HaKa) M Tox
(ueTbIpe 3HaKa) 0003HAYAIOTCS apaOCKUMM LU(PPaMHU, Ha3BaHWE MECSIAa MUIIETCS CIOBOM.
Ecnu B €510 BKIIIOUEHB! JOKYMEHTBI, 1aThl KOTOPBIX BBIXOAAT 3a KpalHHE JaThl Jeja, TO 0
JaTaMH Jieia, C HOBOM CTPOKH JieiaeTcs 3anuch: «B jene nMerorcs TOKyMEHTHI 3a...To1 (bI)».
JlaTel nena MOTYT He YKa3bIBaTbCsl Ha OOJIOXKKE JIeN, COAEpKallMX, HampuMep, TO/I0BbIe
IUTAHBI M OTYETHI, TAaK KaK OHU OTPa)KalOTCSI B 3ar0JIOBKAX JEJl.

Jaramu 1ena, coJepiKallero MpOTOKOJIbI 3aCeAaHuM, SBISAIOTCS AaThl MEPBOrO M
HOCJIEIHETO MPOTOKOIA.

KpaifHuMu natamu JTUYHOTO Jiesia SBJISIIOTCA JaThl MOANUCAHMS IMpHKa3a O Ipueme
(Mpu HaMUYMU TPYAOBOTO JIOTOBOpA - JaTa 3aKJIIOUEHUs! TPYJOBOro JOroBOpa) U Mpukasza o0
YBOJIbHEHUH JIM1A, HA KOTOPOE OHO 3aBEACHO. B ciayyae cMepTH M1a, Ha KOTOPOE 3aBEICHO
JIeJ10, KOHEYHOU JaTOM SIBJISIETCS JlaTa TIOKYMEHTA, 3BEILAOIIEro O ero KOHYHMHE.

PexkBM3UT «CpOK XpaHEHMs Jiea» MEePeHOCUTC Ha OOJIOKKY Jlela U3 HOMEHKJIATYpbI
JIeJT TIOCJI€ CBEPKH €ro CO CPOKOM XpaHEHHMsl, YKa3aHHBIM B IEPEYHE THIOBBIX JOKYMEHTOB
WIN B BE€IOMCTBEHHOM IIE€peYHe JTIOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHSI.

Ha nenax mocTostHHOrO XpaHeHHs! MUIIETCS: «XPAHUTh IOCTOSTHHO.

8.38. Tlo okoHYaHWH TO/Aa B HAIIMUCH Ha 0OJIOKKAX JIEJT TIOCTOSIHHOTO M BPEMEHHBIX
(cBbime 10 j1eT) CpOKOB XpaHEHHs BHOCSTCS YTOUHEHUS: IIPU HECOOTBETCTBHHM 3arojioBKa /e
Ha 00JI0’KKE COJIEP>KAHUIO MOIINTHIX TOKYMEHTOB B 3arojIOBOK JieJia BHOCSATCS U3MEHEHUS U
JIOTIOJTHEHUS.

HaumenoBanust yHuBepcuTeTa W TOJpPA3AEICHUs, TOJ W HOMEp JejJa MOTYT
IPOCTaBIATHCS HA 00JI0KKE C TOMOIIIBIO IITAMIIA.

8.39. B memsix obecriedyeHUs] COXPAaHHOCTH M 3aKPETICHUS MOPSIKA PACIIONOKCHHS
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE €T0 JMCThI, KPOME JINCTA 3aBEPUTENS U BHYTPEHHEH
ONKCH, HYMEpYIOTCs apabckumu LudpamMu BajoBoW HyMepauueu. JIucTel HymepyroTcs
rpadUTOBBIM KapaHJAallOM MM HyMmeparopoMm (ymoTpeOleHue 4YepHWJI M I[BETHBIX
KapaHaalei uisi HyMepaluu JUCTOB HE JIOIYCKaeTcs) CBEpXY BHU3, IU(PHI TPOCTABISIIOTCS
B [IPAaBOM BEPXHEM YTy JIMCTa, HE 3ajeBas TeKCcTa JOKyMeHTa. JIMCThl BHYTpEeHHEH onucu
HYMEPYIOTCSI OTAEIBHO.
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JIMcTsl e, COCTOALIMX U3 HECKOJIBKUX TOMOB WIIM YacTeil, HyMEpYIOTCS MO KaKIOMY
TOMY WJIM YacTH OTIEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHON HyMepalueil JMCTOB HyMepYIOTCs B 00ILEeM MOPSIIIKE.

Jluct nroboro ¢dopmara, MOMIMIMTHIA 3a OJUH Kpald, HyMEpyeTcs Kak OJMH JIHCT B
npaBoM BepxHeM yray. CIIOKEeHHBIH JIMCT pa3BOpauMBaeTCs M HyMEpyeTcs B IPaBOM
BEpXHEM yriy. JIMCT, CIIOKEHHBIM U NOAIIMTHIA 3a CEPEIUHY, INOMJICKUT IEPELIUBKE H
HyMepyeTcs KaK OJIMH JIUCT.

Eciu B €10 noammT KOHBEPT € BJIOKEHMEM, CHAauyala HyMEpyeTcs KOHBEPT, a 3aTeM
OUYEPEAHBIM MTOPSATKOBBIM HOMEPOM KaX/10€ BJIOKEHHE B KOHBEPTE.

Eciu B Hymeparnuu smctoB monyiieHo Oonee 10 ommboOk, Bce AeI0 Hymepyercs
3aHOBO. [IpH 3TOM CTapble HOMepa 3a4epPKUBAIOTCS, U PAJJOM CTABUTCSI HOBBIH HOME JIMCTA.

[Tpu HaNMYUU OTIENBHBIX OMIMOOK B HyMEPALUHU JIHCTOB JIOMYCKAETCS YIOTpeOieHne
JUTEPHBIX (C OYKBEHHBIMHU JOIOIHEHUSMHI ) HOMEPOB JIUCTOB.

8.40. Ilocne 3aBepuieHHs] HyMEPALUHU JIUCTOB COCTABISETCS JIMCT-3aBEPHUTENb JIENa,
KOTOpPBbII pacriosiaraercsi B KOHLE Jena. B isucte-3aBepurene uuppamMu U IMPOIHUCHIO
YKa3bIBAIOTCS KOJMYECTBO JIMCTOB B JIAHHOM J€JI€, OCOOCHHOCTH OTJENbHBIX JOKYMEHTOB
(HesICHBIN TEKCT, pa3pbIBbl, CKICHKH).

Jluct-3aBepuTenb Jieaa MOJIUCHIBAETCS €r0 COCTABUTENEM C YKa3aHUEM JOJIKHOCTH,
MHHUIHAIOB U (paMUIIMHU, 1aThl COCTABIICHUS.

KonngecTBo 1MCTOB B [€lle, YKa3aHHOE B JIMCTE-3aBEPUTENIE JI€JIa, IPOCTABISAETCA Ha
00JIOXKKE Hea.

Ecnu nmeno mepermiieTeHo W MOJIINTO O€3 JMCTa-3aBEPUTEIIS, TO COCTABICHHBIN JIUCT-
3aBepUTEIIb MOJKICHBAETCS K BHYTPEHHEH CTOpOHE 3a/1Hel 00JI0KKH Jena.

8.41. Jlns yyera JOKYMEHTOB OIIPENEICHHBIX KATETOPHHA IOCTOSIHHOTO |
BpeMeHHOro (cBbimie 10 JIeT) CpPOKOB XpaHEHHs, Y4eT KOTOpBIX BbI3BaH CHEHM(UKOMN
JOKYMEHTAIlM, BKJIIOYEHHON B JEJI0, COCTaBISETCS BHYTPEHHSS ONUCH JOKYMEHTOB Ji€fa,
noMeriaemMas B €ro Hayasio.

BHyTpeHHs onuch BKJIIOYAETCS B Jela, UMEIOLIEe 0CO0YI0 3HAYMMOCTh, 8 TaKKe B
nena, cOpMHpPOBAHHBIE MO BHJIaM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE pPACKPBIBAIOT
KOHKPETHOI'O COJIep>KaHUs JOKYMEHTOB.

BHyTpeHHS OnUCh JOKYMEHTOB [ella COCTaBIISIETCS TakXkKe Ha OOBeMHbIE jena
MOCTOSIHHOTO M BpeMeHHbIX (cBbIle 10 J1IeT) CPOKOB XpaHEHMs B LIEISAX ydyeTa U ObICTPOro
HaXO0XKJICHUs JOKYMEHTOB B JIeJI€.

B koHIe BHyTpeHHe#W ommch yKa3biBaeTcss mudpamMu M MPONHCHI0 KOJIUYECTBO
BKJIIOYEHHBIX B HEE€ JIOKYMEHTOB U KOJMYECTBO JIUCTOB BHYTPEHHEH OIMUCH.

BHyTpeHHS ONUCH JOKYMEHTOB Jiela IOANUCHIBAETCS COCTABUTEIEM C YKa3aHUEM
JOJDKHOCTH, MHUITHATIOB U ()aMUJIMH, JaThl COCTaBJICHUSI.

Ecnu neno mepersieteHo W MOAMIMTO O€3 BHYTPEHHEH ONUCH, TO COCTaBJIEHHAS
BHYTPEHHSIS1 ONHCH MOJIKJIENBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOM OOJIOXKKH JIena.

8.42. JIoKyMEHTHI TOCTOSIHHOTO, BpeMEHHBIX (cBbIme 10 JIeT) CpOKOB XpaHEHHsS U 1O
JUYHOMY COCTaBY, COCTaBJISIOIINE JEN0, MOMELIAIOTCS B TBepJble OOJOXKKH M3 KapTOHa,
MO/IIMBAIOTCS B YEThIPE MPOKOJIA WIM MEPEIUIETAI0TCA ¢ Y4eTOM BO3MOXKHOCTH CBOOOJIHOTO
YTEHMsI TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIONUI Ha HuX. Pe3omronun pykoBOJCTBa,
COCTaBJIEHHbIE HA OTJENBHBIX JIUCTAX, MOMEIIAIOTCS TMepel AoKyMeHToM. [Ipu moaroroBke
JIeNl K MOIINUBKE (MEpEeryIeTy) MpoBepseTcs MPaBUIbHOCTh UX (OpMUpPOBaHUs, 0QOpMIICHHUS,
BCE IUIACTHKOBBIE M METANIMYECKUE KPEIJICHHs, a TaKKe TEPMOIEPEeyIeThl U3 JOKYMEHTOB
YIAISIOTCA.

Jlena TOCTOSIHHOTO XpaHEHUs, COCTOALIME M3 0C000 IHEHHBIX WM HEPOPMATHBIX
JOKYMEHTOB, MOTYT TPUHUMATBCS Ha XpaHEHHWE B 3aKpPBITBIX TBEPIBIX MamKax € TpeMs
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KJIallaHaMH U C 3aBSI3KaMU WK B KOPOOKax.

8.43. IloaroToBka 3JEKTPOHHBIX JOKYMEHTOB K Iepeladye B apXUB YHHBEPCHTETA
OCYLIECTBIISICTCA CTPYKTYPHBIM IOJAPA3JECICHUEM — BJAJEIbLIEM COOTBETCTBYIOIIEH
WH()OPMAIIMOHHOW  CHUCTEMBI ~ COBMECTHO €  MOJpa3JeliecHneM  (CIenUaIncToM),
obOecnieunBaroUM (PYHKIHOHHUPOBAHNE HH(POPMAIIMOHHOW CHCTEMBI.

8.44. Ilpu moaroToBKe 3JIEKTPOHHBIX JOKYMEHTOB, OTOOPAHHBIX K Mepeaaye B apXHB
YHHUBEPCUTETA, BBHITIOJIHAIOTCS CIIEIYIOIINE OCHOBHBIE MPOIEypPbl paObOThI C JOKYMEHTaMHU:

KOHBEPTAIHsI AJIEKTPOHHOTO JIOKyMEHTa B (hOpMaT apXUBHOTO JOKYMEHTA;

¢dbopMupoBaHue B HH(POPMALMOHHOW CHUCTEME YHHUBEPCUTETa JJIEKTPOHHBIX €T,
ABJIAIOIIUXCSI COBOKYITHOCTbIO KOHTEMHEPOB AJIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEPOM
3JIEKTPOHHOTO  JOKYMEHTA, BKJIOUYAKOIIEM: KOHTEHT UM METAJlaHHbIE 3JIEKTPOHHOIO
JOKYMEHTa, (Dailibl SJIEKTPOHHBIX MOJINHCEH M BU3YAJTM3UPOBAHHYIO KOMHUIO TEKCTOBOTO
3IEKTPOHHOTO JJokyMeHTa B popmate PDF/A;

dbopMHupoBaHHE ~ ONUCH  DJEKTPOHHBIX /€N,  JIOKyMEHTOB  CTPYKTYPHOTO
No/Apa3ieieHus;

MUTpalys AJIEKTPOHHBIX JOKYMEHTOB Ha (PM3UYECKH 000COOICHHBIE MaTepHaIbHBIE
HOCHUTEJIH, €CITU JOKYMEHTHI MEpealoTCs B apXHB YHHUBEPCUTETa HE MO WH(GOPMALMOHHO-
KOMMYHHKAIIMOHHBIM KaHaJlaM;

MIPOBEPKA BOCIPOU3BOAUMOCTH JIEKTPOHHBIX JOKYMEHTOB;

IIPOBEpPKA 3JIEKTPOHHBIX JOKYMEHTOB Ha HaJW4YHE BPEJOHOCHBIX KOMIIBIOTEPHBIX
porpamm;

MOATBEP)K/IEHUE LIEJJOCTHOCTH DJIEKTPOHHOIO Jiela  3JIEKTPOHHOM  IOANHCHIO
PYKOBOAMTENSL  CTPYKTYPHOTO  MOApasfeleHus (MHOTO  YIIOJTHOMOYEHHOTO  JIUIA),
OCYIIECTBJISIOLIETO IOJTOTOBKY JJIEKTPOHHBIX JOKYMEHTOB K IIepelade B apXuB
YHHUBEPCUTETA.

8.45. DnexkTpoHHBIE JIOKYMEHTBHI TI€pPEeNalOTCsl B apXWB YHUBEPCUTETA IO
UH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHOW CeTM WIM Ha (U3HYecku 000COOIEHHBIX
HOCHUTEJSIX B COOTBETCTBMM C YCTAHOBJEHHBIMU IpaBUiaMH, 0€3 COXpaHEHHUsS JaHHBIX
AJIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBYIOIIUX HH(OPMAIIMOHHBIX CHCTEMAX.

8.46. Omnmcu Jgen  COCTaBISIOTCS B CTPYKTYPHBIX — TOAPA3JCNCHHSX IO
METOAMYECKUM PYKOBOJICTBOM Ci1yKObI J1eI0ONPOU3BO/ICTBA.

Onucu fAen COCTaBIsIOTCA OTAEIBHO Ha JieJa IOCTOSIHHOTO XpaHEeHMs; Jena
BpeMeHHbIX (cBblie 10 JeT) cpoKOB XpaHEHHs; Jena M0 JIMYHOMY COCTaBY, JEKTPOHHBIE
JieNa, a TaKXKe Ha JieJia, COCTOSIINE U3 JTIOKYMEHTOB, XapaKTEePHbIX AJIs JaHHON opraHu3aluu
(cynebHble, ClIe/ICTBEHHBIE /i€, HAyYHbIE OTYETHI 10 TEMaM).

Onmcu  fen  CTPYKTYpHBIX — MOJpa3/ielieHuH  COCTaBisilOTCS 1o (hopmawm,
ycTaHoBJIeHHBIM [IpaBunamu XxpaHeHus.

[lo ommcsM aen CTPYKTYpHBIX MOJPA3AEICHUN AOKYMEHTBI MEPEAAIOTCS B aApXUB
YHHUBEpPCUTETA.

Ha nena BpeMeHHBIX cpokoB XpaHeHMsl (10 10 JeT BKIIOYMTENBHO) ONMCH HE
COCTaBJISIFOTCA, M B apXUB TaKHUE Jieja He epeJatoTCs.

[Tpu nanuuuu B yauepcutere CO/] onucu nen GopMHUpyIOTCs B CUCTEME.

8.47. Omnmcu Jnenm CTPYKTYPHBIX TIOJpPAa3JeIeHU MPEICTAaBISIOTCS B apXWB
YHHMBEPCUTETA HE paHee, YEM uepe3 OJUH IOJ, W HE IO3]HEeE, YEM 4Yepe3 TpU roja Iocie
3aBEpIICHHUS JIeN B IO POU3BO/ICTBE.

8.48. OrtnenbHas omuch NpeEACTaBIsIeT COOON MepedeHb OMUcaTEIbHBIX CTaTel C
CaMOCTOATEJIbHON TOPSIAKOBOM HyMEpalMed, Kaxkaas M3 KOTOPBIX JIOJDKHA BKJIIOYATH
CIIEIYIOIINE CBEICHMUS:

MTOPSIAKOBBIM HOMEp JeJIa 110 OIUCH;
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UHJIEKC JIena;
3aroJ0BOK JIeNa;

KpailHue JaThl Jena;

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHHUS J1ea;

IIPUMEYaHUs.

8.49. Ilpu cocTtaBieHMM ONUCH JeN CTPYKTYPHOIO IOApa3AeieHHs COOJIIOJA0TCS
CIIeAyIOIIHEe TpeOOBaHUS:

3arojOBKM JIe BHOCATCA B ONUCh B COOTBETCTBUM C IPHUHATOH CXeMOil
CUCTEMATH3ALMU JIE1, 3aKPEIIJIEHHON B HOMEHKJIAType JIET;

KaX/10€ /1€J10 BHOCUTCS B OIIUCh 0] CAMOCTOSITENIbHBIM ITOPSAIKOBBIM HOMEPOM (eciu
JIEJI0 COCTOUT M3 HECKOJIBKMX TOMOB WJIM 4YacTel, TO KaXKJblii TOM MJIM 4YacThb BHOCATCS B
OIKCH MO CAMOCTOSATEILHBIM HOMEPOM ); MOPSAZ0K HyMepaluu /1€ B OIMCHU - BaJIOBBIIA;

rpadbl onucH 3aMOJIHSIIOTCS B COOTBETCTBUU C TEMU CBEIACHUSIMH, KOTOPHIE BEIHECEHBI
Ha 00JIOKKY Jiena;

IIpY BHECEHUU B ONMCH NOJPSA A€l (TOMOB, YacTeil) C OJAMHAKOBBIMHU 3aroJIOBKaMH
3aroJIOBKM BceX Jen (TOMOB, yacTedl) MUINYTCS IOJIHOCTbIO; MpPHU BHECEHUU B OIUCh
HIOCJIC/IHETO 3arojioBKa J1o0asisiercst cioBo «llocnenHuiiy);

rpagpa omucu «lIpumedanus» wucnonp3yerca AiIA OTMETOK O Ipueme Jed,
0COOEHHOCTSIX WX (PU3MYECKOTO COCTOSHUS, O Tepenavye JAel JAPYTHM CTPYKTYPHBIM
HOJPa3/IeIEHUEM CO CChIIIKOM Ha aKT, O HAINYMU KOIHH.

8.50. Ilepem BHeceHHMEM 3aroJIOBKOB JI€1 B ONUCh IPOBEPSAIOTCS KadeCTBO
dopmupoBaHus U O(QOpPMIIEHHUS 1€, COOTBETCTBHE KOJUYECTBA JeJl, BHOCUMBIX B OIIUCH,
KOJIMYECTBY 3aBE/ICHHBIX JIEJI 10 HOMEHKJIAType JeJl YHUBEPCUTETA.

B koHIe onmcu Beien 3a MOCIEIHENH ONMMCATENbHOW CTAThEH 3aIOJIHAETCS UTOrOBast
3aMMch, B KOTOPOH yKa3bIBarOTCs (LKM(paMu U MPOIMHUCHI0) KOJIUYECTBO AEJ, YUCISIIUXCS 110
OTKCH, NEPBbII U MOCIEHUI HOMEpa AeJ 10 OMKCH, a TaKXKe OrOBapUBAIOTCSI 0COOEHHOCTH
HyMepaluu J1eJ B ONUCH (JIUTEpHbIE HOMEpa U MPOMYIIEHHbIE HOMEPA).

8.51. Ilopsmoxk HpPUCBOECHHS HOMEPOB OMUCIM €Nl CTPYKTYPHBIX MOJpa3[eneHuit
YCTaHaBIIMBAETCS IO COTJIACOBAHUIO C ApXUBOM YHHUBEPCHUTETA.

8.52. [Ilpu cocTaBiieHUHN OMMCH AIIEKTPOHHBIX JIE]l B OMUCH BKIIIOYAIOTCS:

MOPSAIKOBBIN HOMEP AJIEKTPOHHOIO JeJ1a IO OMHCH;

MHJIEKC 3JIEKTPOHHOTO JIETIa;

3aroJ0BOK JIeNa;

naTa jena (Toma, 4acTH);

CPOK XpaHEHHUs JIeNa;

00BeM IJIEKTPOHHOTO Jiena B MO;

IIPUMEYaHUsI.

B cocraBe ommcu snexktpoHHbix nen B COJl dopmupyercss peecTp 3IEKTPOHHBIX
JIOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX TOKYMEHTOB), B KOTOPOM YKa3bIBalOTCS CBEICHUS
00 AJIEKTPOHHBIX IOKYMEHTaX, BKIIFOUEHHBIX B KaX/10€ 3JIEKTPOHHOE JIENO.

8.53. Omnmcu nen CTpyKTypHOIO MOApa3AeieHUs IMOAMUCHIBAIOTCS PYKOBOJUTEIEM
nojipa3ziesieHusi, coriacoBbiBatoTcsi CiykO00W nenonpousBoACTBa. PeecTp 37E€KTPOHHBIX
JOKYMEHTOB,  SIBIIIOIIMKCA IPUIOKEHWEM K OINHUCH  DJIEKTPOHHBIX  JJOKYMEHTOB,
MOJIMUCHIBAETCA COCTABUTENIEM pPEECTpa € yKa3aHHWEM JOJHKHOCTH, MHMIIMAJIOB, (pamuiuwy,
JIaThl COCTABJICHUS.

8.54. Omnwmcu nen cTpyKTYpHOTO MOJIPA3ICICHUST COCTABISIIOTCS B IBYX K3EMITISIPax
Ha OyMaXHOM HOCUTENe, OAMH U3 KOTOPBIX IEpeJaeTcs BMecTe C JellaMH B apXHB
YHHMBEpPCUTETA, & BTOPOH OCTAETCA B KaueCTBE KOHTPOJIBHOIO IK3EMIUIpa B CTPYKTYPHOM
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nojpaszzelieHuu. B apxuB yHuBepcUTeTa Takke MepefaeTcs MO SK3EMIULIPY OIMUceil nien B
AIIEKTPOHHOM BHJI€ B pENaKTUpyeMOM (opmare ajs HUCHOJIb30BaHUS B JAJbHEHIIEM s
MOJTOTOBKU apPXUBHBIX OMHCEHN e, JOKYMEHTOB (TOJ0BBIX Pa3eiioB).

8.55. Jlenma mepenaroTcs Ha XpaHEHHE B apXUB YHHBEPCUTETa B COOTBETCTBHH C
rpadgukoM mepeaayu JOKYMEHTOB, YTBEPXKIEHHBIM PEKTOPOM WJIM UHBIM YHOJTHOMOYEHHBIM
UM JIUIIOM H COTJIACOBAHHBIM C PYKOBOJUTENSMHU CTPYKTYPHBIX IOAPa3ACICHHA.

8.56. [lema mocrossHHOrO W BpeMeHHBbIX (cBbimie 10 JeT) CPOKOB XpaHEHUS,
JOKYMEHTBI TI0 JIMYHOMY COCTaBY, OJJIGKTPOHHBIC JOKYMEHTBHI TII€PElaloTCsi B apXUB
YHHMBEpCHUTETa HE paHee, 4YeM 4Yepe3 roj, W He MOo3JHee, YeM uepe3 TpU roja Iocie
3aBEpILEHUS UX B JICIIONPOU3BOICTBE.

8.57. llepemaua pen B apxuB YyHHUBEPCUTETa MPOU3BOAUTCA IO OMHUCIM JIe]
CTPYKTYPHBIX IOAPA3ACIICHU.

8.58. YmoiaHOMOYEHHBIM paOOTHHK apXWBa MPOBEPSET MPABUILHOCTH O(OPMIICHHS
U (hopMupoBaHUs A€, NPAaBUIBHOCTb COCTABICHHS OMHUCEH JeJ, COOTBETCTBHE KOJINYECTBA
JIeNl, BKJIOYCHHBIX B OINKCh, KOJUYECTBY Jel, CHOPMHPOBAHHBIX B COOTBETCTBUU C
HOMEHKJIATYpOU JIedT.

BrisiBneHHble TIpU MPOBEpKE HENOCTAaTKHM B (OPMUPOBAHMM U OMOPMIICHUH €T
PabOTHHUKH CTPYKTYPHOTO MO/Ipa3AeiaeHus 00s3aHbl yCTPAHUTH B IByXHEIEIBHBIH CPOK.

8.59. Ilpuem kaxmoro nena B apXuB YHHUBEPCUTETAa IMPOU3BOJUTCS B MPUCYTCTBHUH
JIeTTOTIPOU3BOMUTEINS CTPYKTYPHOTO mopa3aeneHus. [Ipu 3Tom Ha 000HX 3K3EMILISIpax OMHICH
MPOTUB KaXJIOTO Jiea, BKIOYEHHOTO B Hee, JejaeTcs OTMETKAa O HalIW4Yuu Jeia. B xoHie
K@XIOTO SK3EMIUISIpa OMHMCH B HWTOTOBOM 3amMCH yKa3bplBaeTCsl mudpamMu U MPOMHUCHIO
KOJIMYECTBO (DaKTHUECKH MPUHATHIX B apXWB JeN, B TOM YHCIE 3JEKTPOHHBIX, HOMEpA
OTCYTCTBYIOIIUX €T, JaTa MpueMa-rnepeadn Jesl, a TAKKe MOIKICH JIUIA, OTBETCTBEHHOTO
3a apXuB, U JIMLA, IEPEaBILIEro JIea.

HToroBasi 3amuch MONTBEPXKAACTCS TOAMMCIMU COTPYAHUKA apXWBa W COTPYIHHKA
(1es1onpou3BOUTENS) CTPYKTYPHOTO MOApa3AeieHus, MepeaaBlIero jena Ha OyMaXHOM
HOCHUTEIIE B AJIIEKTPOHHBIE JIea.

8.60. Ilepenaua 37eKTPOHHBIX JOKYMEHTOB B apXUB YHMBEPCHUTETA MPOU3BOJUTCS HA
OCHOBAHMHU ONHCEH AJIEKTPOHHBIX /€T MO0 HWH(OPMAIMOHHO-TEIEKOMMYHHKAIIMOHHON CeTH
(mpy HanMMYMM B apXHBE YHHUBEpPCUTETa HMH(OPMAIMOHHOM CHUCTEMbI) WIM Ha (PU3HMUECKH
000COOJICHHBIX MaTepHUATBHBIX HOCHTENSX, KOTOPBIE MPEICTABISIOTCS B ABYX WICHTHYHBIX
HK3EMILIIpax.

8.61. B ciywyae NMKBMAANMU WIM PEOPTaHMU3ALUN CTPYKTYPHOTO TIOAPA3ICICHHS
JIeNIOTIPOU3BOUTENb MOApa3/IeNeHHs B IEPUO MPOBEACHUS JIMKBUIAIIMOHHBIX MEPOIIPUITUI
dopmHpyeT Bce UMEIOIIMECs JOKYMEHTHI B jeia, opopMIIeT Jefa U NepelaeT UX B apXHB
YHHUBEPCHTETA, HE3aBUCUMO OT CPOKOB XpaHeHus. [lepenada e ocyImecTBIsSIeTCs IO OMUCIM
JieNT 1 HOMEHKJIAType Jedl.

8.62. Ha nema ¢ MCTEKIIMMU CPOKAMHU XPAaHEHUS B CTPYKTYPHBIX IMOJIPA3/IEICHUSIX
COCTABJIIIOTCS TPEIUIOKEHHUS K aKTy O BBIJCIIEHUM K YHUYTOXKEHHIO IOKYMEHTOB, He
MOJJIeXKaMX XpaHeHuto (1o ¢popme, yctaHoBIIeHHO [IpaBuiamu XxpaHeHus.

Ha ocHoBe npezioskeHHi CTPYKTYpHBIX mojpasnaenenuit Ciry:x0a enonpou3BoICTBa
COCTABIISIET aKT O BBICJICHUN K YHUYITOKEHHUIO IOKYMEHTOB, HE TOJUICKAIINX XPAaHEHHIO, Ha
Jiefia BCero yHHMBEpCHUTETa MO TO# ke gopme. 3arooBKH OJHOPOJHBIX JIeN, OTOOPAaHHBIX K
YHAYTOXKCHUIO, BHOCSATCSI B aKT TOJ OOIIMM 3arojIOBKOM C YKa3aHHWEM KOJHMYECTBa e,
OTHECEHHBIX K JIaHHOU TpyIIe.

8.63. Jlema BKJIFOUAIOTCSI B aKT O BBIJCICHHH K YHUYTOXKEHHWIO JTIOKYMEHTOB, HE
MOJUIeKALUX XPAaHEHHIO, €CIIU MPETYCMOTPEHHBIN JUIsl HUX CPOK XpaHEHUs UCTEK K | sHBaps
roja, B KOTOpPOM cocTaBiieH akT. Hanpumep, 3akonuennsie B 2014 roay nena ¢ 3-meTHuUM
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CPOKOM XpaHEHUs, MOTYT OBbITh BKJIIOYEHBI B aKT, KOTOPBIA OyOeT cocTaBjieH He paHee |
auBaps 2018 rozga.

8.64. Jlena c ormerkoit «OIIK» momiexar MOJUCTHOMY MPOCMOTPY B IEIAX
BBISIBJICHUS JTOKYMEHTOB, MOJUJICKAIIUX IOCTOSHHOMY XpaHEHWIO. BbISBICHHBIE B TaKUX
JieN1ax JTOKYMEHThI OCTOSIHHOTO XPaHEHUS BBIICISIIOTCS U MPUCOSIUHSIIOTCS K OJJTHOPOJHBIM
Jienam Ui (popMUPYIOTCSI B CAMOCTOSITEIbHBIE JIeNa.

OcranbHble TOKYMEHTHI jaena ¢ oTMeTkoll «OIIK» Bkitowarorcs B akT, IpU 3TOM
otmeTka «I1K» B akTe HE yKka3bIiBaeTcH.

8.65. AKT 0 BBIJICJICHUU K YHHUTOKEHHUIO JOKYMEHTOB, HE MOAJIEKAIIUX XPAHEHHIO,
IPEJCTaBISIETCS. HAa pPacCMOTpeHHe U corjacoBaHue DK OJHOBPEMEHHO C ONUCAMHU €N
MOCTOSTHHOTO XPAHEHUS U 10 JIUYHOMY COCTaBY.

8.66. AKT O BBIICJICHUU K YHUYTOXKEHUIO TOKYMEHTOB, HE MOJUISkKAIIUX XPAHEHUIO,
yTBepxkAaeTcsa pekTopoM mocie yrBepxkaeHuss JIIK apxuBHOro yupexjaeHus omuced aen
MIOCTOSIHHOT'O XPaHEHMsI U COIJIACOBAHUS OMMCEN JIeN 0 JUYHOMY COCTaBYy, IOCJIE YEero Jiena,
BBIJICTICHHBIE TI0 aKTYy K YHUYTOXKEHUIO, MOT'YT ObITh YHUUTOKCHBI.

8.67. Jlema, mojuiexame YHUYTOXKCHUIO, TIIEPENAIOTCS Ha  MepepaboTKy
(yrunuzanuio). [lepenava nen odopmiasieTcst mpueMo-cAaTOYHON HaKJIa HOM.

[Tocne yHMUTOXEHUS JI€]1 B HOMEHKJIATYpe /1€ IPOCTABIISIFOTCSI OTMETKHU, 3aBEpsieMble
noAnucko creruanucra CiayxObl 1eT0NpOU3BOICTBA, U 1aTOM:

«KYHUUYTOXeHO. CM. axkT N oT . HMogmmuce, M.O0. dbamMmamsa».

8.68. DnexkTpoHHBIE MOKYMEHTBHl C HCTEKIIMMH CPOKAMH XpaHEHUS IOJJIekaT
BBIZICJICHUIO K YHMUYTOXXCHHIO Ha OOIIMX OCHOBAaHMSX, IIOCIE€ YEro IMPOBOAMUTCS UX
dbuznyecKoe YHHUTOXKEHHUE WM YHUYTOXKEHHE MPOTPAMMHO-TEXHUYECKUMHU CPEACTBAMH C
COOTBETCTBYIOIIEH OTMETKOM B aKT€ O BBIJICICHUM K YHUUYTOXKEHUIO AJIEKTPOHHBIX
JIOKYMEHTOB.

DONEeKTpPOHHBIE JIOKYMEHTBI CUHMTAIOTCS YHUYTOXXEHHBIMH, €CIM HMX HEJb3s
BOCCTaHOBUTH CpEACTBAMH WH(GOPMAIMOHHON CHUCTEMBI Ha HOCHUTENSX WHGOpPMAallUd U U3
PE3EPBHBIX KOIHIA.

8.69. AKTBI O BBIIEJICHHH K YHUYTOXKEHHIO JOKYMEHTOB, HE MOAJEKAIIUX
XPaHEHUIO0, XPaHATCSI TIOCTOSTHHO B jiene (GoHa.

IX. Opraﬂmaunﬂ AOCTYIIA K JOKYMEHTAM M UX UCIIOJb30BaAHUA

9.1. Beimawa jgen, Haxoasmuxcs Ha XpaHeHun B CirykOe JeIONMpOU3BOJICTBA,
CTPYKTYPHBIX MOJIpa3/IelIeHUsAX YHUBEpCUTETa paOOTHUKAM JpPYrux TMOJApa3AeiIeHui i
O3HAKOMJICHHS M (WIM) A7 BPEMEHHOTO WCIIOJIb30BaHUA B paboTe MPOU3BOAUTCA IO
3arpocam, MOAMMCAHHBIM PYKOBOJIUTENEM CTPYKTYPHOTO MOApa3AeIeHUs, 3apalinBaloero
neno (MOKyMEHT) W ¢ paspemieHus: pykoBoautenss CiayxObl 1€JIOMPOU3BOJICTBA  HIIH
CTPYKTYPHOTO MO/Ipa3/iefeHNs], JOKYMEHTBI KOTOPOTO 3alpamiuBaoTCs.

9.2. Jlema, HOKYMEHTHI BBIIAIOTCS BO BPEMEHHOE IOJB30BAaHWE pPAaOOTHHKAM
YHHUBEPCHUTETa Ha CPOK He OoJiee 0JJHOTO Mecsla.

locymapctBeHHBIM ~ opraHam  (CyaeOHBIM,  TPAaBOOXPAaHUTEIBHBIM,  OpTraHam
rOoCyJapCTBEHHOTO KOHTPOJISi M Haa30pa) JAeja U OTJCNIbHBIE JOKYMEHTHI BBIJIAIOTCS Ha
OCHOBAHMHU MX MHCBMEHHBIX 3aIIPOCOB C pa3pelieHns PeKTOpa WM HHOTO YIMOJTHOMOYEHHOTO
UM JIUIIa, TI0 aKTaM Ha CPOK He OoJiee MEeCTH MECSIIEB.

[Tpr HEOOXOIUMOCTH CPOK UCIIOTH30BAHNUS JJOKYMEHTOB MOXKET OBIThH TPOJIICH.

9.3. B nucbMeHHOM 3ampoce paOOTHHKOB YHHBEPCHTETa O BbljJade JOKYMEHTOB
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(Z1es1) BO BpEMEHHOE I10JIb30BaHUE M3J1aratoTcs MPUYMHBL, 10 KOTOPBIM 3alpallinBaeTcs Jeio
(IOKyMEHT) U 11eJIb UCII0Ib30BaHUS JOKYMEHTOB, HAXOSAIINXCS HA ONIEPaTUBHOM XPaHEHUH.

9.4. Ha BbliaHHOE /€70 3aBOJUTCS KapTa-3aMeCTHTEJb, IOMEIlaeMas Ha MECTO
BBIIaHHOTO Jiena. B Hell yka3bIBalOTCsl MHJEKC J€Nla, AaTa €ro BblAAuu, KOMY JIEJI0 BBIJIAHO,
JlaTa ero BO3BpAILEHUs, MIPeyCMaTpUBAOTCS Tpadbl 1y MOANUCEH B MOJYYEHUU U IIpHEME
Jena.

Ha mecTo u3bATOro no/UIMHHUKA JAOKyMeHTa paboTHUK CiyXObl €I0npOoU3BOJICTBA
WIM JIEJIONPOU3BOUTENb TOJpa3Ae/ieHUusl BKJIAAbIBA€T B JEJIO JIMCT-3aMECTUTENb C
yKa3aHHeM, KOrja, KOMy M Ha KaKoil CpOK BblJaH JOKYMEHT U MOJIHUCAMHU B IOJYYCHUU U
npueme aeina. [lpu 3ToM B f€510 nomMeniaercs 3aBepeHHasi KOIus 10KyMEHTa.

Ilocne pemenuss Bompoca, JUIsl PacCMOTPEHHMsI KOTOPOro Jena  (JOKyMEHTHI)
M3BIMAINCH 10 3alpocaM TIOCYAAPCTBEHHBIX OPraHOB, MOJIMHHUKU JOKYMEHTOB JIOJIKHBI
ObITh BO3BpAILlEHbl B YHUBEPCUTET U MIOMEILEHBI B JIE10.

9.5.  DrexTpoHHbIE JOKYMEHTHI, HAXO/SAIIMNECS HA ONEPATHBHOM XpaHEHHH B 0a3ax
JAHHBIX MH(GOPMAIMOHHBIX CHUCTEM, BBLAAIOTCA JUIA MCIIOJIB30BaHMS B BUAE KOMHUMN
AJIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBUM C MYHKTOM 2.44 UHCTPYKLIMH.

9.6. Ilopsnok noctyna paOOTHMKOB YHHBEPCHUTETA K JIOKyMEHTaM, Pa3MellacMbIM B
CO/] unu nHOW MH(OPMAITMOHHON CHCTEME, YCTAaHABIUBACTCS JIOKAIbHBIMA HOPMAaTHBHBIMHU
aKTaMM YHHMBEPCHUTETa, ONPEACISIIOIUMMHI TOPAJOK JKCIUIyaTalud HHGOPMAIMOHHON
CUCTEMBI, U1 B COOTBETCTBHHU C [IEPCOHAIBHBIMU YUETHBIMHU 3aMCSIMU pabOTHUKOB B COJI niu
WHOHN MHPOPMAIIMOHHON CUCTEME.

PaboTHrKaMm, HEe UMEIOIIUM IpaBa AOCTYIa K COOTBETCTBYIOLIEH WH(GOPMAIIMOHHON
cUCTeMe, 3JIEKTPOHHBbIE JOKYMEHTBHl BBIJAIOTCS B COOTBETCTBMM C myHKTamu 9.1 - 9.3
UHCTPYKLMHU, Ha (u3nyecku 0OOCOOJIEHHOM HOCUTENE, BBICBUIAIOTCSA 110 3JIEKTPOHHOMY
ajzipecy pabOTHMKa, 3alPallIMBAIOLIETO0 JOKYMEHT, WJIK HHBIM 00pa3oM.

9.7. B Cuyx0e nemonpou3BOACTBA, CTPYKTYPHOM IIO/pa3AeiCHUH, BBIIaBIIEM
neno  (JOKYMEHT) BeleTcsl Yyd4eT BbUIAHHBIX el (JOKYMEHTOB) M KOHTpPOJIb UX
CBOEBPEMEHHOT'0 BO3BpaTa. DJIEKTPOHHBIE Jesia (JOKYMEHTBI) BO3BpATy HE MOJIJIEKAT.

9.8. PaboTHuMKM yHUBepcuTeTa 00s3aHbI 00ECNEUNBaTh COXPAHHOCTh MOITYYEHHBIX
BO BPEMEHHOE€ TOJIb30BAaHUE JIOKYMEHTOB (JieJ1) Ha OyMa)KHOM HOCHUTENIE M HCIIOJIh30BaTh
NOJYYEHHYI0 HMH(OpMAaLMI0 B CIYXEOHBIX LEJNAX B COOTBETCTBHM C TpeOOBAHUSIMHU
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB. 3ampelaeTcs rnepenaya MnoiaydeHHbIX JTOKYMEHTOB WIH UX
KOMMIA pabOTHUKAM JIPYTUX MO/Apa3AeIeHUN WM OpraHu3alui.

9.9. UzpsatHe (BbIEMKAa) JIOKYMEHTOB, OOpa3oBaBIIUXCS B  JEATEIHHOCTH
YHHMBEPCUTETA, IPOU3BOJUTCA B COOTBETCTBHUHM C 3aKOHOJATENbCTBOM Poccuiickoin
®denepanuu.

9.10. MU3zwsTHE (BBIEMKA) JOKYMEHTOB IPOW3BOAMTCS HA OCHOBAHHH IMHCHMEHHOTO
pacropsikeHus (IIOCTaHOBIJIEHHs) COOTBETCTBYIOLIETO0 OpraHa BIACTH C pa3pelIeHUs PeKTopa
WIM WHOTO YHOJHOMOYEHHOTO UM JIMIA C H3BEIIEHHWEM PYKOBOJIUTENS MOApa3ieieHHUs,
JIOKYMEHTBI KOTOPOTO U3bIMAIOTCS.

9.11. ®axT u3BATHA (BBIEMKH) IOKYMEHTOB (PHKCHpYETCsl B IPOTOKOJIE (aKTe)
U3BATHS (BBIEMKH ) IOKYMEHTOB, KOTOPBIN COCTaBIIIETCS HE MEHEE YeM B JIBYX HK3EMIUIIpax U
MOJMUCHIBAETCA YIOJHOMOYEHHBIMH MPEJCTABUTENSIMU YHUBEPCUTETA U COOTBETCTBYIOIIETO
rocynapcTBeHHoro oprasa. K mpoTokomy (akTy) Npuiaraercsi Onuch (peecTp) H3BATBIX
JIOKYMEHTOB (J1e11).

9.12. Ilpu u3BATHM TMOAJIMHHUKOB JOKYMEHTOB B JIJO IOMEINAeTCs 3aBepeHHas
KOIUs JJOKYMEHTa, Ha 000poTe KOTOPOM yKa3bIBA€TCS OCHOBAHUE U3bATUS MOAJIMHHUKA, CPOK
BO3BpaTa, JlaTa M MOANUCH pabOTHUKA, OTBETCTBEHHOrO 3a ()OPMHPOBAHUE W/HIIM XpaHEHUE
Jena.

57



9.13. TlogmuHHUK JOKYMEHTa, W3BATHIA U3 Jela Ha OCHOBE COOTBETCTBYIOIIECTO
pelIeHUs], TOC/Ie PACCMOTPEHHUSI M PEIIEHUs BOIIPOCa, BO3BpAIIAeTCs B J€JI0, IPU ITOM KOIIHS,
MOMeIeHHasA B €70 BMECTO MOMJIMHHNKA, H3bIMAETCS.

X. U3roroBjieHue, y4er, MCIOJIb30BaHHE U XPaHEHHUE NeYaTel, ITaMI0B, 0J1AHKOB
AOKYMEHTOB, HOCHTeJIel 3JIEKTPOHHBIX NMoAnucei

10.1. bnanku OpraHU3AIMOHHO-PACHIOPSAUTEIBHBIX JOKYMEHTOB pa3padaThIBarOTCS
Cy>x001 1e10npon3BOICTRA.

10.2. OOGpa3isl 01aHKOB JOKYMEHTOB YTBEPIKIAIOTCS MPUKA30M PEKTOpa B COCTABE
KOMILIEKTa (aap00oMa) OJIaHKOB.

10.3. B ynHuBepcuteTe A MOJATOTOBKH JOKYMEHTOB MOTYT HCIIOJIb30BaThCS OJaHKH
JIOKYMEHTOB, M3TOTOBJICHHBIE C HCIIOJIb30BAHUEM JJIEKTPOHHBbIC IIa0JIOHOB OJIAHKOB.
OJNeKTpoHHbIE mAOJOHBI OJAHKOB JOJDKHBI  COOTBETCTBOBAaTh oOpas3maM  OJaHKOB,
YTBEPKACHHBIX PEKTOPOM.

10.4. bnaHku OpraHU3AMOHHO-PACTIOPSIAUTEIBHBIX JOKYMEHTOB, NMPUMEHSIEMBIE B
VHUBEPCUTETE, HE MOTYT I[epelaBaTbCci JIPYTUM OpraHu3alusaM, JOJDKHOCTHBIM U
(bU3NYECKUM JIULIAM.

10.5. Cnyx0a Jnenonpou3BOJACTBA YHHUBEPCUTETa OCYIIECTBISIET KOHTPOIb 3a
IIPABUJIBHOCTHIO UCIIOJIb30BaHUs 0J1aHKOB OpraHU3alMOHHO-PACIOPAIUTENBHbIX
JIOKYMEHTOB.

10.6. B ynmBepcurere B cOOTBeTCTBUH ¢ DenepanbHbIM KOHCTHTYLIHOHHBIM
3akoHoM «O T'ocynapctBenHom repOe Poccuiickoit denepanuu» U ycTaBOM yHHUBEpPCUTETA
UCTIONB3YeTCsT Te4aTh C Bocmpom3BeaeHueMm [ocynmapcTBeHHoro repba Poccwuiickoit
denepanuu (nanee - neyath YHUBEPCHUTETA).

B yHuBepcurere Takke MCIONB3YIOTCA ME€YaTH MOAPA3/IeNIeHNUN, IeUaTu AJs NaKeTOB
U OT/AEIbHBIX KAaTEropuil JOKYMEHTOB, a TaK)Ke METANIMYeCKUEe BBDKMMHBIE Me4aTd s
OTeYaThIBAHUS MOMEIEHUHN U YAOCTOBEPEHUS CIIEIIUAIbHBIX IPOMTYCKOB.

10.7. Tleuatp yHUBepcuTeTa C BOCIpou3BeAeHHEeM [ocynapcTBeHHOro repoa
Poccuiickoit denepainun A0IKHA COOTBETCTBOBATH TpeOoBaHUsIM, ycTaHOBIeHHbIM ['OCT P
51511-2001 «Ilewatn c¢ BocmpousBeneHueMm ['ocynapcTBeHHoro repba Poccuiickoit
Oenepannn. Dopma, pazMepbl 1 TEXHUUECKHE TPEOOBAHUSY.

10.8. Ilewatm ¥ mTaMObl YHUBEPCUTETa M3TOTABIMBAIOTCS B  KOJUYECTBE,
HEOOXOIUMOM JUJIsl OCYIIECTBIIEHHUS MOJPAa3JCICHUsIMU YHUBEpPCUTETAa U €€ pabOTHUKaMU
BO3JIO)KEHHBIX Ha HHUX (GYyHKUMH. PemeHue 00 M3rOTOBIEHMM M KOJMYECTBE SK3EMILISPOB
neyaTel W INTaMIOB NPUHUMAET PEKTOp MO NpeAcTaBieHuto pykoBoguTens CiryKObl
JIEJIONPOU3BO/ICTBA YHUBEPCUTETA.

Ecin mewarh yHUBEpCHTETa HCIOJB3YETCSI B HECKOJIBKHMX DK3EMIUISIPAX, HOMEP
HK3EeMILISIpa MeYaTH YKa3blBaeTCs B KJIMILIE NI€YaTH IPU €€ U3TOTOBJICHUH.

10.9. IleuaTbto yHUBEpCHUTETa 3aBEPSAIOT MOJJIMHHOCTH IMOJAMUCH PEKTOpa U WHBIX
YIIOJHOMOYEHHBIX MM JIMI, Ha JOKYMEHTaX M KOMMSIX JOKYMEHTOB B COOTBETCTBUHU C
MYHKTOM 2.42 UHCTPYKIIHH.

10.10. TlewatTn w mTaMOBl  BBAAOTCS  JUIS  HMCIOJB30BaHUS  PaOOTHHKAM,
OTBETCTBEHHBIM 3a UX MCIOJIb30BAaHUE U XPaHEHHE 10 MOJIKUCH B KypHAJIE yuyeTa nevyarei u
ITAaMIOB. YUeT MevyaTeil ¥ mTaMroB yHuBepcuteTa BeneT Ciyx0a 1e1omnpon3Bo/ICTBA.

10.11. Ilpu ucnons3oBaHUM B paboTe MeyaTH W IITAMIIbl XPAHATCSA B 3alMPAIOIIUXCS
mkadax (ceiidax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHWE W HWCIIOJIb30BAaHUE TIEYaTeH U
IITaMIIOB.

10.12. Tlepemaua meyaTeil U IITAMITOB TIOCTOPOHHKM JIMIIAM HE JIonmyckaeTcs. BerHOC
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nevyareld W MITaMIIOB 3a MpeAesibl YHUBEPCUTETAa BO3MOXKEH B MCKIIOYUTEIbHBIX CIydasx IO
PELICHUIO PYKOBOJICTBA YHUBEpPCUTETA (HAIIPUMED, MPU MOANHCAHUU JOTOBOPOB).

10.13. Cunyx06a nemonpon3BOACTBA €XKETOIHO MPOBEPSET COONMIOACHUE PaOOTHUKAMHU
YCJIOBHM MCHOJB30BaHUS M XpaHEHUs MeYaTeil U IITaMIIOB B CTPYKTYPHBIX MOJAPA3ICICHHIX
YHHUBEPCUTETA.

10.14. Ilpumenmue B HETOJHOCTh M YTPAaTHBIIWE 3HAUCHHE IE€YAaTH M IITAMIIBI
nojsexar Bo3Bpary B CiyxOy AeTOonpon3BOACTBA AJi LEHTPATU30BAHHOIO YHUUTOKECHHS.
IleyaTn yHUYTOXKAIOTCS 10 aKTy C COOTBETCTBYIOLIEH OTMETKOM B )KypHaJle y4eTa IedaTe u
HITAMIIOB.

10.15. JIns oOmeHa SIEKTPOHHBIMH JOKYyMEHTaMu mocpeactBom MDOJIO B
YHUBEPCUTETE JOJKHBI HCIOJIb30BaThCS YCUJICHHBIE KBATU(DUIIMPOBAHHBIE AIIEKTPOHHbBIE
noanucu. CocTaB JOJPKHOCTHBIX JIUI U PAOOTHUKOB YHUBEPCUTETA — BJIAJICIIbIIEB YCUIICHHBIX
KBaJTM()ULIMPOBAHHBIX AJNEKTPOHHBIX MOAMUCEN OMpEAesieT PEKTOP.

10.16. Tlpu mepemade YHHBEPCUTETOM JJICKTPOHHBIX JOKYMEHTOB HA 3JICKTPOHHBIN
ajpec Jpyrod oOpraHu3aluy, a Takxke uid OOMEeHa »JJIEKTPOHHBIMU JIOKYMEHTAMHU
nocpencteoM COJI B yHUBEpCUTETE W €€ TOJpa3[eiCHUSX MOTYT HCIOJIb30BaTHCS
YCUJICHHBIE HEKBaJTU(UIIUPOBAHHBIC JJIEKTPOHHBIE MOJIMUCH W/UIU MPOCTHIE JIEKTPOHHBIE
MOANKCH (Jajyiee — dJIEKTPOHHAS MOJIKCh) B COOTBETCTBUM ¢ DefepanbHbIM 3aKOHOM OT 6
anpenst 2011 1. Ne 63-03 «O06 31eKTpOHHON MOAUCK .

10.17. Dnexrponnsii nokymeHT B COJl yHUBEpcUTETa, MOAMUCAHHBIA JIEKTPOHHOM
MOJIMKUCKIO, PU3HACTCS PABHO3HAYHBIM JOKYMEHTY Ha OYMa)XHOM HOCHUTEIE, MOAMHUCAHHOMY
COOCTBEHHOPYYHOU TMOJIUCHI0 U HMEET OJMHAKOBYI0O C HHUM IOPUJIMYECKYIO CHIIY MpHU
OJIHOBPEMEHHOM COOJIIO/ICHUH CIEIYIOIINX YCIOBUIA:

KJIKOY TOJIMCH, OTHOCSIIMICA K KOHKPETHOW 3JIEKTPOHHOM MOJIMKUCH, HA MOMEHT
MOJMUCAHUST DJIEKTPOHHOTO JIOKYMEHTa SIBIISIETCSl JIEWCTBUTENBHBIM (JIOCTOBEPHBIM), HE
yTpaTuil Cuily (HE OTO3BaH);

MOATBEPK/ICHA MOAJIMHHOCTD JIEKTPOHHON MOAMKUCH B 3JIEKTPOHHOM JIOKYMEHTE;

JaTa ¥ BpeMsi CO3JaHusl AIEKTPOHHON moanucH 3adukcupoBansl B CO/I;

AJIEKTPOHHAs TMOJIUCh HCIONb3YeTCSI B COOTBETCTBUM C YCTAHOBJEHHBIM B
YHUBEPCUTETE paclpe/ielieHueM TMpaBa TMOMAMUCH JOKYMEHTOB MEXIY JOJIKHOCTHBIMH
JTUIAMH U PaOOTHUKAMHU.

10.18. T'enepanuio U XpaHeHue Kitouel HekBamdumupoBanHod u mpoctoir DI1 B
CO/1 nomxeH ocyuecTBIsATh anMuHUCTpaTop CO/I.

10.19. Cuyx0a &Ieinonpou3BOJICTBA WM HHOE IOAPA3JICIICHUE YHUBEPCUTETA BEICT
y4eT KIIIOUeW 3JIEKTPOHHBIX MOJANKMCEN B CHEUUAIbHOM JXKypHale. Bplnaua maTepuanbHbBIX
HOCHUTEJIEM SJEKTPOHHOM MOJANMUCH M HX BO3BpAT IO HCTEYEHUU CpOKa JEUCTBUS
OCYIIECTBIISETCS MO/ MOMUCHh PpAOOTHHUKA B KypHAJE.

10.20. Co3mganue maponeil A MPOCTOM AIEKTPOHHOW MOMAMUCU OCYIIECTBISETCS B
MOPSIIKE,  YCTAHOBJIIGHHOM  JIOKAJbHBIM  HOPMATHUBHBIM  aKTOM  YHHBEPCHUTETA,
YCTaHaBIUBAIOIIMM MOPSAOK dKciutyatanuu COJ] ¥ ucronb30BaHUs JIEKTPOHHBIX MOANKUCEH
npu paboTe ¢ JOKyMEHTaMHu.

10.21. Knrou  27MeKTpOHHOM  moAamucH, wucmonbdyemMoit B CDJl,  sBisercs
KOH(pHUICHIIMAIIBHOW HH(POPMAIMEH W 3alIMINAeTCS B COOTBETCTBHHM C 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu.
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[Tpunoxxenue Ne 1
pexoMeHIyemMbiid oOpasert

MHWHOBPHAYKHU POCCHUU

DenepajbHOE TOCYIAPCTBEHHOE OIOIKETHOE
o0pa3oBaTe/ibHOE YUpe:KIeHue BbICIIero 00pa3oBaHus
«Ka3zanckuii rocy1apcTBeHHbII ApXUTEKTYPHO-CTPOUTEIbHbIH YHUBEPCUTET)
(KasI'ACY)

yi. 3enenast, 1.1, r. Kazaub, 420043, tex. (843) 510 46 01, dakc (843) 238 79 72, info@kgasu.ru
OKIIO 02069622, OT'PH 1021602836485, MHH 1655018025, KIIII 165501001

« » 20 T No

IOJIO’)KEHHUE
00 oT/1eJ1e HAYYHO-TeXHHYeCKOil MHpopManuu

1. O01ue mos10KeHu s

1.1. Otnen wHaywHo-TexHmueckod wuH(popmarun (manee — OHTH) sBusercs
CaMOCTOSITENIbHBIM ~ CTPYKTYPHBIM  TOJpa3jiefeHueM (elepalbHOTO ToCyIapCTBEHHOTO
OIO)KETHOTO  00pa30BaTEIbHOIO  YUpEXAECHUsS Bbicliero oOpasoBanus «KaszaHckuit
TOCY/IapCTBEHHBI apXUTEKTYPHO-CTPOUTENbHBIN yHUBepcuteT» (nanee — Kaz['ACY),
OCYIIECTBIISIIONIMM ~ WH(POPMAIMOHHOE  OOCTY)KMBAaHHWE HAYYHO-HUCCIICOBATEILCKUX U
MPOEKTHBIX MOJpa3AeNieHuil U OpraHu3aliii HaydHO-METOANYECKON HHpOpMaIiel Mo HayKe
Y Hay4YHO-TEXHUYECKOU ITOJIUTHUKE. ..

1.2. OHTU Bo3rnaBnsiercss 3aBeAyIOIIMM UM HEMOCPEICTBEHHO  IMOAYUHSETCS
npopektopy Kas'ACY, kypupyromemy aesreabHocts OHTU.

1.3. 3aBenyromuit  OHTU Ha3zHawaeTcs Ha JODKHOCT M OCBOOOXKIAaeTcs OT
noipkHOCTH Tipukazamu pektopa KazsTACY B cOOTBETCTBUM C 3aKIIOYEHHBIM TPYIOBBIM
JIOTOBOPOM 110 TipeacTasiiennto nmpopekropa KasI'ACY, kypupyroniero aestensHocts OHTU.

1.4. OHTHU coctouT u3 YeThlpeX CTPYKTYpPHBIX IMOApA3JECICHUNA: CEKTopa
WH(OPMAIIMOHHOTO O0ECTIeUeHusl U BEJIEHUS CIIPaBOYHO-UH(POpMAIIOHHOTO (HOHAA, CEKTOpa
3apyOeKHOW HAyYHO-TEXHUUECKOU HHpOpMaIK B cepe MHHOBAIIUNA, CEKTOPa dIEKTPOHHBIX
pPECYPCOB HAyYHO-TEXHUYECKOH MHGOPMAIIUU U PEAAKIITMOHHO-U3AATeTECKOTO CEKTOpa.

1.5. Peopranmzamuss u smkBuganus OHTU npoBoauTcss mnpukazamMu  peKTopa
Kas'ACY...
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[Tpunoxxenue Ne 2
pexoMeHIyemMbiid oOpasert

MHWHOBPHAYKHU POCCHUNU

DenepajbHOE TOCYIAPCTBEHHOE OIOIKETHOE
o0pa3oBaTe/ibHOE YUpe:KIeHue BbICIIero 00pa3oBaHus
«Ka3zanckuii rocy1apcTBeHHbII ApXUTEKTYPHO-CTPOUTEIbHbIH YHUBEPCUTET)
(KasI'ACY)

yi. 3enenast, 1.1, r. Kazaub, 420043, Temn. (843) 510 46 01, dakc (843) 238 79 72, info@kgasu.ru
OKIIO 02069622, OT'PH 1021602836485, MHH 1655018025, KIIII 165501001

« » 20 T No

IMPUKA3
O co31aHMHU IKCNIEPTHOM KOMUCCHH Y YTBEPKACHUM IOJI0KEHHUS 0 Heil

B uensx yiydineHuss opraHu3alydyd JICJIONPOU3BOJCTBA M APXHWBHOIO
XpaHEHUs JOKYMEHTOB, OOpa3yIoIMXCsS B JICATEILHOCTH YHUBEPCUTETA,
cobmoieHuss TpeboBaHMM 3aKoHOAaTeNbCTBA Poccuiickoit deaeparuu B chepe
apXUBHOIO AEa...

MIPUKAa3bIBAIO:

1. Co3aaTh SKCHEPTHYIO KOMHUCCHUIO (eIepaibHOTO rOCy/1apCTBEHHOTO
OIOJIPKETHOTO  00pa30BaTENbHOIO  YUPEXKACHUS  BhICHIEro  00Opa3oBaHUS
«Ka3aHCKkuil TOCYIapCTBEHHBIN APXUTEKTYPHO-CTPOUTEIBHBIA YHUBEPCUTET» B
CJIEYIOIIEM COCTaBE:

npeacenarens — npopekrop N.0. Gamunus;

cekpeTapp — aenonpousBoautesb M.0. @amumnus;

YJIeHbl: HadalbHUK oOmero otaena HW.O. damunus, 3aMecTuTelhb
3aBEYIOLIErO MJIAaHOBO-PKOHOMHUYECKUM oTaesioM 1.O. damunusi, 3aMeCTUTENb
rnaBHoro Oyxranrepa W.O. ®damwiusg, 3aBenyroluii  OTAEIOM  KaJapoB
N.O. ®amunusi, 3aBEAyIOMIMHA  OTAEJIOM  HMHHOBALMOHHBIX  TEXHOJIOTHN
N.O. ®amunus, 3aBEeIyIONMKA OTIAEIOM SKCIEPUMEHTAIbHBIX HWCCIIEI0BAHUN
N.0. ®amunus.

2. Yreepauts [lonoxenune 06 3KkCepTHOM KOMUCCHH (ITPUIIOKEHUE).
3. KoHTposib 32 HCHOJIHEHHMEM NpPHKa3a BO3JIOKUTH HA MPOPEKTOpa
N.0. Gamunus.
Pexrop P.K. Huzamosn
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MHWHOBPHAYKHU POCCHUU

DenepajbHOE TOCYIAPCTBEHHOE OIOIKETHOE
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« » 20 T No

PACHHOPA’)KEHUE
O noaroroBke npenyioxkennid k miiany HUOKP na 2019 roa

B cBiasu ¢ dopmupoBanmem Ilmana HHUOKP na 2019 ron,
(brHaHCUPYEMBIX U3 TOCYAapCTBEHHOTO OIOIKETA!

1. PykoBomuTensiM  Hay4HO-HCCIIENOBATENbCKUX  IMOJpa3/ICICHUN
(1.0. ®amumnus, 1.0. Gamunus, U.0. Gamunus, .0, damunmst) moAroTOBUTH
Y NIPEACTAaBUTHh YYEHOMY cekperapro npennoxenus Kk mwiany HHAOKP na 2018
rox B cpok a0 15.01.2019.

2. Yuaenomy cekperapro (M1.0. @amunus) obecreunts GopMupoBaHUE
npoekta miaHna HUOKP wa 2019 rox, ¢duHaHCHpPYyEeMBIX U3 TOCYAapCTBEHHOTO
oromxkera, B cpok a0 01.02.2019.

3. KoHTponb 3a WCHOJHEHUEM pPACHOPSKEHUS BO3JIOKUTH Ha
npopektopa M.0. @amunus.

Pexrop P.K. Huzamosn
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IMPOTOKO.1
3acelaHus IMPeKIUH

[IpeacenarensctByromuii — @amunus 1.0.
Cekperapp — @amunus 1.0.
[TpucyrcTBoBanu: 17 yenoBek (CIUCOK MPHUIIAraeTcs)

ITOBECTKA JIHA:

1. O mepax no peanuzanuu GeaepanbHOM 1eIeBOM MPOTPaAMMBI ...

Hoxnan 3amectutens aupekropa @amumnus 1.0.
2. ...

1. CJIVIOAJIA: ITerpos ILII. — TexcT nokiana npuiaraercs.
BBICTYIINJIA:
@amunus U.0. — kpaTkast 3a11UCh BBICTYIIJICHUS.
®amunus U.0. — kpaTkas 3aIUCh BBICTYIIJICHUS.
PEHINJIN: (ITOCTAHOBUJIN)
1.1. ChopMupoBaTh BpeMEHHbIE TBOPUECKHE KOJUIEKTUBBI 10 pean3aliiy IPOEKTOB
(benepanbHOH 1eEBON IPOTPAMMEI ...
1.2. IloAroTOBUTH M YTBEPAUTH IIJIaHBI PAOOTHI MO IpOoeKTaM (eepanbHOM 1eJIeBON

MPOTrPaMMBHI ...
2. ...

[IpencenarenbCcTBYOMINI [Toanuce N.0. Gamunus
Cexkperapb [Toanuce N.0O. ®amunus
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[TPOTOKOJI
ONEePAaTHBHOTIO COBCLIAHUSA Y 3aMeCTUTEIsl AUPEKTOPa LEeHTpa

3amectutens aupekropa - @amumiusg 1.0.
Cexkpetaps - @amunus 1.0.

[TpucyrcrBoBanu: @amuiusg N.0., @amunus N.0., @amunus U.O. ...

1. O6 opranmzanun obcnenoanus no reme HUOKP ...

(Pamumus 1.0.*, @amunus 1.0., @amunus 1.0.)

1. YcTaHoOBHUTE, YTO ...
2. PyxoBonutento tembl (Pamunus 1.0.) obecrieyuTs KOHTPOIIb ...

2. 006 yuacTtuu B 3aceilaHuM paboueil rpynmsl 1o ...

(Pammmus 1.0.*, Gamunus 1.0., @amunus 1.0.)
1. [ToAroTOBUTH K 3aC€AaHUIO pabOYeil rPyNIbl MATEPUATIBI O ...
3amecTuTeNb IUPEKTOpa [Monnuce N.0. ®amunus

Cexkpertapb [Moanuce N.0. ®amunus

* HepBOﬁ YKa3bIBaACTCA (I)aMI/IJ'II/IH 1 MHUIHAJIbl OCHOBHOI'O JOKJIaA4YMWKa, 3aTEM - (I)aMI/IJ'II/II/I n
HWHULUAJIBI JIML, YI4aCTBOBABIINX B O6CY)K}16HI/II/I BOIIpoca.
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[Tpunoxxenue Ne 6
peKoMeH1yeMblii 00pa3zer

MMHOBPHAYKHW POCCUU PekTopy

DenepaibHOe rocyIapcTBEeHHOE Hanmenosanne OpraHu3anuu
010/1:keTHOE 00pa30BaTeJIbHOE YUpeKIeHue

BbICIIEr0 00pa3oBaHus
«Ka3aHckuil rocyiapcTBeHHbIH
ApPXHTEKTYPHO-CTPOUTE/IbLHBII YHUBEPCUTET»
(KasI'ACY)

yi. 3enenas, 1.1, r. Kazans, 420043
ten. (843) 510 46 01, daxc (843) 238 79 72,
info@kgasu.ru

OKIIO 02069622, OT'PH 1021602836485,
WHH 1655018025, KIIIT 165501001

N.0. damuus

Ne

Ha Ne oT

OO0 yyacTuu B aHKETUPOBAHUU
VBaxxaembiii Ims1, OTuecTBoO!

[Ipennaraem Bam npuHsATh yyacThe B aHKETHPOBaHUM 0Opa30BaTEIbHbBIX
OpraHu3alii, OCYLIECTBIISIOIMUX MTOATOTOBKY CIIEHHAINCTOB MO MHXEHEPHBIM
CHELUATBHOCTSM.

AHKeTHpOBaHUE MPOBOJUTCS HAMHU B LIESAX cOOpa MHPOpMAILUHU O BY3aX,
BBIIYCKAIOIINX CIEHUATNCTOB HEOOXOAUMBIX HaM CIEHUaIbHOCTEH, KOTOPBIX B
NanbHEeHIeM  MOXHO  Obulo  Obl  TOpHUBIEKaTh I MPOXOXKICHUS
MIPOU3BOJCTBEHHOM TMpPAaKTUKKM W TOMOJHEHUs IITara CHEUUaJIUCTOB Ha
NPEANPUATUAX OTPACIH.

3aIoJIHEHHYIO aHKETY ITPOCUM BBICJIATh B HAIll aJIpeC.

[Ipunoxxenue: AHkera Ha 2 1. B 1 9K3.

PexTop [Toanuck N.0. Gamunus

damMuayst, UM, OTYSCTBO,

(495) 934-23-23; mail@techNeo.ru
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AKT
NMPOBEPKHA TEXHHYECCKOI0 COCTOSTHUA OPITEXHUKH

OcHoBanue: mpuka3 pekropa Kas['TACY or 30.07.2017 Ne89 «O mnposepke

TEXHUYCCKOTO COCTOSIHHA OPITCXHUKH, I/ICHOJII:3Y€MOI>1 OTACIIOM ACTIOMPOU3BOACTBAN.

CocraBiieH: 3aMeCTHUTEIEM HadalabHUKA I/IHCI)OpMaLII/IOHHO'TeXHI/I‘ICCKOFO oTAacia

N.O. ®Gamunusi; HavyalbHUKOM aJMUHHCTPATUBHO-XO3SHCTBEHHON ciyxOb1 1M.O. @amuinus,
3aBelyIOIIMM OTAeI0M AenonpoussoicTtsa 1.0, @amuius.

B X04€ MPOBCPKU TCXHUUYCCKOIO COCTOSAHUA OPITEXHUKU OTACTIa ACJIONPOU3BOACTBA,

nposeaeHHon 04.08.2017, ycTaHOBIEHO ...

HpOBepKOﬁ IMMPU3HAHBI HCITPUTOAHBIMU IUJIS SKCILTyaTalluu:

Tlonnuce N.0. Gamunus
Tloanuce N.0. Gamunus
Tloanuce N.0. Gamunus
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[Tpunoxxenne Ne 8
peKoMeHIyeMbii oOpaserlt

Pexropy Kas['ACY
P.K. HuzamoBy

JOKJIAIHASA 3AIIUCKA
ot 10.102017 Ne 35

OO0 yBeJIMYEHUH IITATHON
YHCIICHHOCTH TIOIPa3 ICIICHUS

B cB3M cO 3HAUMTENBHBIM  YBENMYEHHEM  00BEeMOB  0OpabaThIBaeMOi
KOPPECTIOH/ICHIINY, TIOCTYMAIOIIEl B CBS3W C ... Ipolry Bac wu3bIcKatk BO3MOXHOCTH
YBEIMYUTH IITATHYIO YUCIIEHHOCTH OT/IEa Ha OJHY JOJDKHOCTD CHEIHAINCTA 2-i KaTerOpHH.

3aB. oTIEeIoOM IToamuce N.0. Gamunus
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[Tpunoxxenne Ne 9

PEKOMEHTyeMbIi1 o0pa3elr
Komy: PykoBOOMTEJIAM YIPaBJIEHUM M OTIOEJIOB
Or: damMmimsa M.0., PYKOBOIOMTEJbE AIMMHUCTPATUBHO-XO3SAMCTBEHHOM CJIYXOH
HaTa: 17 anpensa 2017 r.
Tema: [lomaua 3agBOK Ha aBTOTPAHCIOPT
CIIYKEBHASI 3BAIMCKA

B meJjiax ITIOBEHINIEHU A SQJQQGKTMBHOCTM VICIIOJIb3OBaAaHMA 1Z8 COKpalleHMA
IPpOCTOEB ABTOTPAHCIIOPTHEIX cpencTs LeHTpa npoumy PYKOBOOUTEIEN
nojpas3neJieHul [oIaBaThb 3asgBKM Ha  aBTOTPAHCIOPTHHE CpencTBa He

no3nHee 15:00 gHa, OpemmecTByUEeTro IIoe3IKe.

PYKOBOIMTEJb aAIMUHUCTPATUBHO-
XO3AVCTBEHHOM CJIYXOH n.0. dammnusga
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[Tpunoxxenue Ne 10
IIpumepHBbIii IepeYeHb YTBEPKIAeMbIX JOKYMEHTOB

1. AKTHI (IIPOBEPOK, PEBU3HIL; CIMCAHUS; IKCIIEPTU3BL; TUKBUAAIIMHA OpraHU3auil).

2. I'padpuxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpyKIIUU, TOJKHOCTHBIE HHCTPYKIIUH.

4. Knaccugukaropsl ”HPOpPMALIUHU, TOKYMEHTOB.

5. Metoanueckue peKOMEH Iallui, METOAMYECKUE YKa3aHUSI U1 METOAUKH.

6. HomeHkuiaTypa es1 opranusaiyi.

7. Hopmbl u HOpMaTHBBI (BpEMEHH, YHCIEHHOCTH pPa0OTHHUKOB, pacxofa ChIpbs H
MaTepHasioB, FJIEKTPOIHEPTHUN ).

8. Ommcu nen (MOCTOSIHHOTO, BpeMeHHBIX (cBbliiie 10 JeT) CpOKOB XpaHEHUS U MO JTUYHOMY
COCTaBy).

9. Ilepeunn (momKHOCTEN, OpraHu3aluii, BUAOB HH(GOPMAIIUH, TOKYMEHTOB).

10. Ionutukwu.

11. TTonoxenus (o noapa3aeneHUsIX, IPEMUPOBAHUH, AaTTECTALINN).

12. Tlopsiakwu.

13. IIpaBuna.

14. PernaMeHTHI (B TOM YHUCJIE€ PETJIAMEHTHI OU3HEC-TIPOLIECCOB).

15. CtanmapThl opraHu3alui.

16. YcraBsl.

17. YauduuupoBanubie GOpMbI JOKYMEHTOB.

18. lllTatHOE pacrcaHue.
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[Tpunoxenne Ne 11
IIpumepHbIii NepevyeHb T0KYMEHTOB, 3aBepsieMbIX MeYaThI0 OPraHu3anuu

1. ApxuBHas cripaBka.

2. AKTHI (IpuemMa 3aKOHUYEHHBIX CTPOUTEIICTBOM OOBEKTOB, 00OPYAOBAHUS, BBITOJIHEHHBIX
paboT, CrIMCaHusl, SKCTIIEPTU3HI).

3. Komuu ¥ BBINMCKM U3 JIOKYMEHTOB, BbBIIABAaEMbIX Ul NPEICTABICHUS B Jpyrue
OpraHH3aIiH.

4. OOpa3ipl OTTHCKOB Ie4aredl W moAmnuceil pabOTHUKOB, MMEIONIMX IPABO COBEpPIIATH
(buHAHCOBO-XO0341CTBEHHBIE OTEpPAIUU.

5. Ilopyuenus (OrokeTHBIC, 0AHKOBCKHUE, IEHCHOHHBIC; TIATE)KHBIC, HHKACCOBHIE B OaHK Ha
MOJIy4YE€HUE UHBAIIIOTHI CO CUETOB, IEPEBOJI BATIOTHI).

6. IlpencraBieHus u xoparaiicTBa (0 HarpaXJAEHMM TIOCYJapCTBEHHBIMU HarpajaMu H
MIPEMUSIMH).

7. PeecTpbl (4€KOB, MOPYUEHU, IPEJICTABISIEMBIX B OAHK).

8. CmpaBku (0 nmoxomax (U3MUECKHUX JHIl, O BBIIJIATE CTPAXOBbIX CyMM, O OallaHCOBOU
CTOMMOCTH OCHOBHBIX (POHIOB, 1O MNEPCOHHU(PHUIMPOBAHHOMY YYeTy, OGOPMIICHUIO
CTPaxOBBIX CBUJETENHCTB, [0 3alIPOCaM OpPTraHU3AlNA, 0 JTOKYMEHTaM, [IPEI0CTABISIEMbIM B
Cy/ll, - IO HEOOXOJUMOCTH).

9. YnoctoBepeHus: paOOTHUKOB.
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[Tpunoxxenne Ne 12
IpuMepHbIii epeYenh HePerucTPUPYEMbIX BXOASAIINX 10KYMEHTOB!

1. AukeTsI (pe3ioMe), HallpaBJIsieMbIe B IIEJIIX TPYI0yCTPONCTBA.

2. Byxraiarepckue JOKYMEHTHI (OyXrajirepckas OTYETHOCTb, CUeTa, cueTa-(pakTypbl, aKThI
CBEPKHM B3aMMOpPAcyeTOB, aKThl IPUEMKHU-TIEPEayd OCHOBHBIX CPEACTB, TOBAPHBIE
HaKJIaJIHBIC).

3. T'OCTpl, TEXHHMYECKHE PEIrIAMEHTBhI, PYKOBOASIIME U JAPYrue JOKYMEHTBI IO
TEXHUUECKOMY PETYJINPOBAHUIO U CTAaHAAPTU3ALUH.

4. I'pacduxu, HapsAbI, 3aBKH, pa3HAPSIIKH.

5. JokymeHThl (IIPOEKTHI JIOKYMEHTOB), TpeOyIomue TMOANUCaHus (COTJIaCOBAaHMS,
YTBEPKACHUSI) U TIOCIIEAYIOIIET0 BO3BpaTa.

6. KonkypcHas 1oKyMeHTaIusl.

7. Hay4uHO-TexHUYECKasl U MPOECKTHAs JOKYMEHTAIUS.

8. Koppecnonaenuusi, agpecoBaHHasi paOOTHUKAM OpraHU3aliy C IOMETKON «JInuHO».

9. IleuatHble w3gaHusi (KHUTH, >KYpHAJbl, Ta3eThl), KaTaJOTW, TEXHUYECKas JHUTEepaTypa,
TEMAaTUYECKHE U CIIeUabHbIe COOPHUKH, ITAKATHI.

10. ITozapaBuTenpHble MUCHhMAa U TellETPaMMBbI, OJIar0JJapCTBEHHBIE MUChMa M TEJIETPAMMBI,
IPUTIACUTEIbHbIE OUIIETHI.

11. IIpeiickypaHTBhl.

12. [IpurnacutenbHble OUIETHI, TPUTIIAIICHUS.

13. IIporpammsbl KOHGEPEHITUH, COBEIIIAHMH.

14. Pexnamuble MaTepuaisl (IMCbMa, JINCTOBKHU, POCIEKTHI, OYKJIETHI).

15. Y4eOHble TU1aHbl, TPOTPAMMBI.

16. ®opmebl 1 651aHKH, B TOM 4HCiIe (POPMBI CTATUCTHYECKONW U HHOM OTYETHOCTH.

! Ecmu YKa3saHHBIC JOKYMEHTBI IIOCTYIHUIM C CONPOBOAUTEIBHBIM ITMCbMOM, IIMCbMa PETUCTPUPYIOTCS B IOPAMKE,

YCTaHOBJICHHOM HHCprKLH/Ieﬁ I10 ACJIOIPOU3BOJACTBY OpraHu3aliiy.
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denepanbHOE TOCYyIapCTBEHHOE
010/15keTHOE 00pa3oBaTe/IbHOE YUpeKAeHUe

BbICILIET0 00pa30BaHMs

«Ka3aHckuii rocygapcTBeHHbIH
APXHTEKTYPHO-CTPOUTEIbHbII YHUBEPCUTET»

(Ka3I'ACY)

[punoxenne Ne 13

HOMEHKIIATYPA AEJ YTBEPXIAIO
Pextop Kazs['ACY
P.K. HuzamoB
Ha rox
« » 20 T.
Nunexe 3aroyioBOK jiena Konuye- | Cpok xpanenus [Ipumeuanue

nena cTBO en | u Ne cratbu
10 MIEPEYHIO

1 2 3 4 5

Haspanue paznena
Hauvaneauk YK/| N.II1.Xapucos

3aBenyIOLIMi apXUBOM

COI'JTACOBAHO
[Tporoxon OK Kaz['ACY
['ocynapcTBeHHOTO

oT Ne

E.B. Ypa3aeBa

COI''TACOBAHO
[Tpotokon DTIMK

komuteTa Pecnybnuku Tatapcran
110 APXUBHOMY JIE€1y
oT Ne

Hrorosas 3anucek 0 KaTeropusix 1 KOJIU4ecTBe /eI, 3aBeJACHHbIX B roay B
Kas'ACY
ITo cpokam xpaneHus Bcero B ToM uncne
MepexXoAs X c
1 2 3
ITocTostHHOTO
Bpemennoro (cBeime 10 ser)
Bpemennoro (70 10 et BKIIOUNTENHHO)
NTOI'O:
Hauvaneauk YK/| N.III. Xapucos

HTorosnie CBCACHUSA NEPEeaaHbl B ApXHUB.

3aBenyronui apXuBOM

« » 20
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E.B. YpazaeBa




ITpunoxxenne Nel4
®enepanbHOE roCy1apCTBEHHOE
010/15keTHOE 00pa3oBaTe/IbHOE YUpeKAeHUe
BbICILIET0 00pa30BaHMs
«Ka3aHckuii rocygapcTBeHHbIH
APXHTEKTYPHO-CTPOUTEIbHbIN YHUBEPCUTET»
(Ka3I'ACY)

HaumeHosaHue 7’!()()]7(1?()(:’,7(:’7'[1[}{

HOMEHKJIATYPA AEJ

Ha o
Nunexc 3aroJioBOK Jena Koin-Bo Cpok xpanenua u  |I[Ipumeuanue
nena TOMOB (4acTei) HOMepa cTarei 1o
NEPEYHIO
1 2 3 4 5
Haumenosanue dondscrnocmu
PYKO80oOUmens noopasoeieHus
MOJTHUCH pacinpoBKa MOIIHCH
« » 20 T.
3aBeAyIONINi apXUBOM E.B. Ypa3aeBa
HTorosas 3anuch 0 KATEropusx U KOJMYeCTBe /ie]l, 3aBeIeHHbIX B roay B
noapasaeJieHun
B Tom unciie:
ITo cpokam xpaHeHus Bceero =
MIEPEXOASAIUX ¢ ormeTkoil DK
1 2 3 4
[TocrossHHOTO
Bpemennoro (cBbime 10 seT)
Bpemennoro (o 10 et Bki1.)
HNTOI'O:
Haumenosarnue dondcrocmu
PYKO8oOUmens noopasoeieHus
MOJITUCH pacimppoBKa MOIIHCH
« » 20 T.

HTorosbie cBeleHUS NepeIaHbl B ApXUB YHUBEPCUTETA

3aBeAyIoMIHi apXuBOM E.B. YpazaeBa

« » 20 T.
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[Ipunoxenne Ne 15

denepanbHOE TOCYyIapCTBEHHOE
010/15keTHOE 00pa3oBaTe/IbHOE YUpeKAeHUe
BbICILIET0 00pa30BaHMs
«Ka3aHckuii rocygapcTBeHHbIH
APXHTEKTYPHO-CTPOUTEIbHbIN YHUBEPCUTET»

(Ka3I'ACY)
donpg Ne P-7454 YTBEPXIAIO
Pexrop Kazs['ACY

OIINCDb Ne
JIeJI TIOCTOSTHHOTO XPaHEeHUS P.K. HuzamoB
3a roJ « » 20 I.

Ne Nunexc 3aroJIoBOK meia Kpaiinue KonnuectBo [Ipumeuanue
/1 nena ATkl JINCTOB

1 2 3 4 5 6

Hazpanue pasaciia

B nanHBI pa3fen onrucHu BHECEHO:

c Ne

AL,
(upamu 1 IPOMKCHIO)

10 B TOM HHUCIJIC
JIUTCPHBIC HOMECPA:
MMPOMyHICHHBIC HOMCpa:
Haumenosanue oonscrnocmu
cocmasumerida onucu

THOAIHCH pacunpoBKa MOANKCH

3aBenyOLIMi apXUBOM

COI''TACOBAHO
IIporokon OK Kazs['ACY
oT« » 20 r. Ne

E.B. Ypa3zaeBa

YTBEPXIEHO
IIporokon DIIMK I'ocynapcTBeHHOrO
komuteTa Peciybnuku Tatapcran no
apXUBHOMY JI€Ty

OT« » 20 r. No
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denepanbHOE TOCyIapCTBEHHOE

010/1:keTHOE 00pa30BaTe/bHOE YUpe:KIeHue

BbICILIET0 00pa30BaHMs
«Ka3aHckuii rocygapcTBeHHbIH

ApPXUTEKTYPHO-CTPOUTEIbHbIN YHUBEPCUTET»

(Ka3I'ACY)

Doug Ne P-7454

ITpunoxxenne Ne 17

YTBEPXAIO
Pexrop Kazs['ACY

OITUCDH Ne
nen BpemeHHoro (cBaime 10 jer) P.K. HuzamoB
CPOKOB XpaHEHHUS « » 20 T.
3a roJ
Ne | Mupekc 3aroyioBOK Jiena Kpaiinue Cpok KomunuectBo | [Ipumeuan
/1 nerna JIAThI XpaHeHUs JIUCTOB ue
1 2 3 4 5 6 7
B nanHBII pa3gen onucu BHECEHO: ne,
(upamu 1 IPOMKCHIO)
c Ne 1o B TOM 4HCIIE

JIUTCPHBIC HOMECPA:

IIPOITYLIEHHBIE HOMEpA!

Haumenosanue oonscrnocmu
cocmasumeid onucu

3aBeyOLIMi apXUBOM
COI''TACOBAHO

IIporokon OK Kazs['ACY

oT« » 20 r. Ne
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TOJIITUCH

pacimppoBKa MOIIHCH

E.B. Ypa3zaeBa




denepanbHOE TOCyIapCTBEHHOE

010/15keTHOE 00pa30BaTe/IbHOE YUpeKIAeHUe

BbICILIET0 00pa30BaHMS

«Ka3aHckuii rocygapcTBeHHbIH

APXHTEKTYPHO-CTPOUTEIbHbIN YHUBEPCUTET»

[Tpunoxenne Ne 18

(Ka3I'ACY)
®onp Ne P-7454 YTBEPXIAIO
Pextop Kazs'ACY
OITUCDH Ne
JIeJI TI0 JINYHOMY COCTaBy P.K. HuzamoB
3a roJx « » 20 T.
Ne | Mupekc 3aroJyioBOK zena Kpaiinue Cpok Komnyec | Ilpumeuanue
n/m nena JIaThI XpaHEHUS TBO
JIUCTOB
1 2 3 4 5 6 7
B nanHb1i pa3nenn onrucu BHECEHO: e,
(upamu 1 IPOMKCHIO)
c Ne o B TOM YHCJIE

JIUTCPHBIC HOMECPA:

IIPOITYLIEHHBIE HOMEpA!

Haumenosanue donscrnocmu
cocmasumeid onucu

3aBeyOLIMi apXUBOM

COI''TACOBAHO
IIporokon OK Kazs['ACY
oT« » 20 r. Ne

TOJIITUCH

pacurindpoBKa MOIMHCH

E.B. Ypa3zaeBa

COI''TACOBAHO

IIporokon DIIMK TI'ocynapcTBeHHOTO
komuteTa Peciybnuku Tatapcran no
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apXUBHOMY JIeTTy
OT« » 20

r. Ne




[Tpunoxenne Ne 19

AKT VYTBEPXIAIO
Pexrop Kazs['ACY
O BBIJICJICHUU K YHUUYTOXEHUIO
ApPXUBHBIX JOKYMEHTOB, HE MOJIJICKAITUX P K. Huzamosn
XPAHECHUIO « » 20 I.

Ha ocnoBanun

(Ha3BaHME U BBIXOJHBIE aHHBIE IIEPEUHs JOKYMEHTOB C YKa3aHUSIMU CPOKOB XPAHEHHs)

0TOOpaHbI K YHUYTOXKCHHUIO KaK HE NMEIOIINE HAYYHO-UCTOPUICCKOM IEHHOCTH U yTPATHBIIINE
MIPaKTUYECKOe 3HaUYCHHE TOKyMeHThI ponma No P-7454

No | 3aronoBok nena | I'oget | Homep | Homep en. | Kon-Bo Cpoku [Ipumeuanue
n/n (rpynmnoBoii OIHCH Xp. 1O €. Xp. | XpaHEHHus u
3aroJI0BOK OIUCH HOMEpA
JIOKYMEHTOB) craTey 1o
MIEPEYHIO
1 2 3 4 3) 6 7 8
Hroro en.xp. 3a rOJ1bI
(1 pamMu ¥ IPOINHUCHIO)
Onucu e NOCTOSSHHOTO XPaHEeHHUs 3a ronbl yrBepxkaeHsl JIIMK
['ocynapctBennoro komutera Pecriyonuku TatapcTad no apXuBHOMY /€1y (IIPOTOKOJ OT «_ »
r. Ne )
3aBeAyIONINi apXUBOM E.B. Ypa3aeBa
COI'JTACOBAHO
[Iporokon OK Kazs['ACY
OT «__ » 20 1. Ne
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JIOKyMEHTBI B KOJINYECTBE

el Xp.:

nudpamMu U MOJIHCHI0
— Ha OyMa)KHOM HOCHTEJIE BECOM

KI' CIaHbl HAa YHUYTOXCHUC,

— Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOKCHUC

(cr1oco0 yHUUTOXKEHHUS)

3aBeyIOIINI apXHUBOM

« » 20 T.

W3meHeHus B y4eTHbIC JOKYMEHThI BHECCHBI.
3aBeAyIOIIHi apXUBOM

« » 20 I.

I[OKYMGHTBI B KOJIMYCCTBC

E.B. YpazaeBa

E.B. Ypa3aeBa

en. Xp.:

dpaMu ¥ NOAINCHIO
— Ha OyMa)KHOM HOCHTEJIE BECOM

— Ha 3JICKTPOHHOM HOCHTCJIC IPUHATHI HA YHUUYTOXCHUC

KI' IPUHATBI HA YHUUYTOXCHUC,

(cr1oco0 yHUUTOXKEHHUS)

HavanrHuk

XO3STMCTBEHHOT'O OT/AeiIa (noamucs)
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[Tpunoxenne Ne 20

(HaMMEHOBaHWE TOCYAAPCTBEHHOTO (MYHUIIMITAIIBHOTO) apXHBa)

(HauMeHOBaHUE Y HUBEPCUTETA)

(HamMeHOBaHHWE OT/EIIA)

JIEJIO Ne TOM Ne

(3aroJioBOK Jena)

(kpaiiHue naThl)

. Mo
i e

. Me

Ha JICTax
XpaHUTh
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[Tpunoxenne Ne 21
JINCT-3ABEPUTEJIb JEJIA Ne

B ACJIC MMOAUINUTO U IIPOHYMEPOBAHO JIUCTOB,
mudpamMu 1 MPOMHCHI0

c Ne 1o Ne B TOM YHCIIE:

JUTEpHBbIE HOMEpa JIUCTOB ;
MIPOIYIIEHHBIE HOMEpPA JIMCTOB
+JIMCTOB BHYTPEHHEHN ONUCH

OcoOeHHoCTH (PU3UUECKOT0 COCTOSIHUS M (POPMHUPOBAHUS Jiesa Howmepa nucros

1 2

Honocnocms compyonuka,

cocmasueuleco aucn-3asepunitéilo oena
MOJIHUCH pacirdpoBKa IOJIHUCH

«_» 20 1.
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JOKYMEHTOB Jejia Ne

BHYTPEHHSSA OIIUCH

[Tpunoxenne Ne 22

Ne | Perucrpa- [Hara 3aroyioBOK JOKyMEHTa Homepa [Ipumeua
/0 | IMOHHBIA | JTOKyMEHTa JHMCTOB JieNa HUe
HHACKC
JIOKYMEHTa
1 2 3 4 5 6
Htoro JOKYMEHTOB.

KonnyecTBo TMCTOB BHYTPEHHEN OMMCH

(zudpamMu 1 IPOIHCHIO)

(1M pamMu ¥ IPOMUCHIO)

Honocnocms compyonuka, cocmasuguLezo
BHYMPEHHIOI ONUCL OOKYMEHMO8 0eld

«

20 T

TOJIITUCH
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pacimppoBKa MOIIHCH




VI.
VIL.
VIII.
IX.
X.

Conepxanue

OO01mue noIoKeHus
JIOKyMEHTUPOBAHHUE YITPABICHUYECKON AEATEIIbHOCTH
[ToaroroBka u opopmiIeHHE OTIIEIbHBIX BHIOB JOKYMEHTOB

CornacoBaHue MPOEKTOB JOKYMEHTOB.
[Toanucanue (yTBepxaeHUE) MPOEKTOB JOKYMEHTOB

Opranu3zanus J0KyMEeHT0000poTa

KoHTpoib ucnonHenus J0KyMEHTOB (ITOpy4eHUI)
Opranu3zanys paOboThl HCIIOTHUTENS C TIOKYMEHTaMU
dopMupoBaHUE JOKYMEHTAIBHOTO (POHa YHUBEPCUTETA
Opranu3zanus J0CTyIa K JOKyMEHTaM U X UCIOJIb30BaHUs

I/ISFOTOBHCHI/IC, Y4Y€T, UCITOJIb30BAHNUC U XPAaHCHHUC neaneﬁ,

mTaMIIOB, 0JIaHKOB JOKYMCHTOB, HOCHUTEJICH OJICKTPOHHBIX HOIIHHCCf/JI

IIpunoxenus
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