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1. O01mue moJ10KeHUs

1.1. HHcTpykuuss 1o AeNONpOM3BOACTBY B  (efepalbHOM TOCYJapCTBEHHOM  OIOKETHOM
00pa30BaTeIbHOM YUYPEKIEHUM BbICIIEr0 o0Opa3zoBaHus «Boarorpaickuii rocyaapCTBEHHBIH arpapHbIi
yHHUBepcUTeT» (Hanee — MHCTpykuus mo AeiaonpousBoiaAcTBY, MHcTpykius; YHuBepcurer) pazpaboTaHa B
[EeNsAX COBEPLICHCTBOBAHMSA JIOKYMEHTALIMOHHOTO OOECIEYEHUs yIpaBlICHUs ¢ TOBBIICHHUS €ro
s dexTrBHOCTH MYTEM YHUUKAIMKU cOcTaBa U (HOPM YIPaBICHUECKUX JTIOKYMEHTOB, TEXHOJIOTUN pabOTHI C
HUMH U 00€CTIeYeHUsI KOHTPOJISI HCIIOJTHEHUS IOKYyMEHTOB B Y HUBEPCHUTETE.

1.2. Muctpykuus pa3dpaborana B coorBeTcTBuu ¢ DenepanbHbIM 3akoHOM Poccuiickoit deaepanuu ot
27 mronst 2006 r. Ne 149-D3 «O6 unpopmarum, HHOOPMAITMOHHBIX TEXHOJIOTUAX U O 3alUTe UH()OPMAIHNY,
®denepanbubiM 3akoHOM 0T 06 amperst 2011 r. Ne 63-D3 «O06 snekTpoHHOM oAnuch», DeaepaabHbIi 3aKOHOM
ot 22 oxTs0ps 2004 r. Ne 125-@3 «O06 apxuBHoM aene B Poccuiickoii @enepanuny, OenepaabHbIM 3aKOHOM
oT 27 uroiist 2006 r. Ne 152-D3 «O nepcoHanbHbIX AaHHBIX», YKa3oM [Ipe3unenta Poccuiickoit denepanuu ot
06 mapta 1997 r. Ne 188 «O06 yrBepxkaenun Ilepeuns cBeneHnii KOHPHUICHIUAIFHOTO XapaKTepay, HHBIMU
HOPMATHBHO MpaBoBbIMU akTamMu PD B cdepe nndopmainu, 10KyMEHTALUN, ApXUBHOTO J€J1a, HAIIMOHAIBHBIX
CTaHIApTOB B cdepe yHpaBIeHHS [TOKYMEHTaMH, YCTaBOM YHHBEPCHTETAa ¥ WHBIMH JIOKAJbHBIMHU
HOPMATUBHBIMH aKTaMH.

[Tonoxennss WHCTPYKIIMU pPACHpPOCTPAHSIOTCS HAa OpraHu3alio paboThl € OpraHU3alMOHHO-
pacrlopsiANTEIbHBIMUA JOKYMEHTAMH HE3aBUCHUMO OT BHJIa HOCUTENs, BKJIIOYas MOATOTOBKY, PErHCTpAIlHIo,
y4eT M KOHTPOJb HCIOJIHEHHSI JOKYMEHTOB, OpPraHM3allMI0 UX TEKYILIEro XpPaHEHUs, OCYLIECTBIISIEMbIE C
MOMOIIbI0 UHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

1.3. OcoGeHHOCTH pabOTBI C JOKYMEHTaMH, COJACPKAIIMMH KOH(QUACHIHAIBHYIO HH()OPMAIUIO
(mepcoHanbHBIE JAaHHBIC), PErYIUPYIOTCS JIOKaJbHBIMA HOPMATHUBHBIMU aKTaMU (MHCTPYKLHUSMU,
MOJIO)KEHUSIMU, [PaBUJIAMHU), YTBEPKIAEMBIMH PEKTOPOM YHHMBEpCUTETa WJIM YIOJIHOMOUYEHHBIM UM
JOJIKHOCTHBIM JIUIIOM.

1.4. TpeGoBanus Hacrosme MHcTpykunu K padote ¢ OyXraaTepckoid, HAyYHO-TEXHUUECKON U Ipyro
CHEIHMAbHON TOKyMEHTaluel pacpOCTPAHSIOTCS JIUIIb B YaCTHU OOIIMX MPUHILIUIIOB pabOThI C JOKYMEHTaMH,
a TaK)Ke MOATOTOBKH JIOKYMEHTOB K Ilepe/jaye Ha apXUBHOE XpaHEHHUE.

1.5. Opranusanus, BeJeHHE U COBEPLICHCTBOBAHUE CHUCTEMBI JEJIONPOU3BOJICTBA HA OCHOBE €IMHOU
TEXHUUYECKON MOJUTUKUA U MPUMEHEHUS! COBPEMEHHBIX TEXHHUYECKHUX CPEJICTB, IPU paboTe C JOKyMEHTAMH,
METOAMYECKOE PYKOBOJCTBO M KOHTPOJIb 33 COONIOIEHUEM YCTaHOBIEHHOIO MOPSIJIKAa pabOTHI ¢ JOKYMEHTaMH
B CTPYKTYPHBIX TOJpPA3/EICHUSIX YHUBEPCUTETa OCYILIECTBISIETCS OTAEIIOM JEJONpPOU3BOJACTBA U
OpraHU3alMOHHON PabOThl YTpaBiIeHUs] KaJIpOBOW MOJUTUKU M JEJIONPOM3BOACTBA YHHBepcHuTeTa (manee
OT/ICIT ICJIONIPOU3BO/ICTBA).

1.6. OTBEeTCTBEHHOCTh 3a OPraHU3ALMUIO JAEJONPOU3BOJCTBA, CBOEBPEMEHHOE M KadeCTBEHHOE
UCIIOJTHEHUE JIOKYMEHTOB U X XpaHEHHE B CTPYKTYPHBIX IOJpa3esieHUsIX BO3JIaraeTcs Ha pyKOBOJIUTENIEH
CTPYKTYPHBIX MOAPA3AEICHUI YHUBEPCUTETA, YTO YCTAHABIMBACTCA UX JAODKHOCTHBIMU MHCTPYKLMSAMH WU
IIPUKA30M PEKTOpa.

1.7. PaGotath c TOKyMEHTaMH Y HUBEPCUTETA BHE CIYXKEOHBIX MOMEIIEHHH HEe pa3pemaercs.

1.8. Conepxanue ciaykeOHBIX TOKYMEHTOB HE TIOJICKUT pasriallleHHio, Nepeaadya CIryKeOHBIX
JIOKYMEHTOB, UX KOIIHI, TPOEKTOB AOIYCKAETCS TOJIBKO C Pa3peLICHHs] pEKTOpa Y HUBEPCUTETA.

1.9. Vcnonp30BaHUE CBEJCHUH, COJEPIKANINXCS B CIY)KEOHBIX JOKYMEHTaX, B CPEJACTBAX MacCOBOM
uH(popmaIuu He AOoIMycKaeTcs. B3ammonmeilcTBue co cpeAcTBaMH MacCOBOW WH(OpMAIMU W Tiepenada UM
CiTy>keOHOI MH(OpMAIK OCYIIECTBIISETCS OT/IEIOM Mpecc-CIIy>KObl Y HUBEPCHUTETA.

PabGoTHrkM YHHBepcHUTETa HECYT AUCHUUIUIMHAPHYIO, aAMMHHUCTPATUBHYIO M HMHYIO, YCTaHOBJIEHHYIO
3aKkoHOAaTenbcTBOM Poccuiickoii  denepanuy, OTBETCTBEHHOCTh 3a HApPYLIEHUE CPOKOB XPAaHEHUS
JIOKYMEHTOB, YTPaTy U HECaHKLHOHUPOBAHHOE YHUUTOKEHHUE CITYKEOHBIX TOKYMEHTOB.
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1.10. Beimonnenue TtpeboBaHuii Hacrosimed MHCTpykmmm 00s3aTeNbHO I KaXIOTo pabOTHUKA
VYHuBepcurera.

PykoBOJICTBO M KOHTpOJb 3a BEAECHUEM [EJIONPOU3BOJACTBA B YHHUBEPCUTETE OCYIIECTBISAET
VYrpaBiaeHue KaapoBoW MOJUTHKM H AenonpousBoacTBa (manee YKIIIA). Ormen pemompou3BoicTBa W
opranuszanonHoil padotsl YKIIJ[ naer ykasanusi 1o Bompocam OpraHM3allid BEJIEHUS JEIO0IPOU3BOJICTBA,
o0s3aTenbHbIe JJI1 UCHOJHEHHUS CTPYKTYPHBIMHU IOAPA3/ICICHUSIMH Y HUBEPCUTETA, MPOBEPSIET COCTOSHUE
JEJIONPOU3BOJICTBA M OCYIIECTBISCT (IIPU  CIIY’)KEOHOW HEOOXOAMMOCTH) OOy4deHHE pPaOOTHUKOB,
OTBETCTBEHHBIX 32 BEJICHHUE JIETIONPOU3BO/ICTBA.

OTBETCTBEHHOCTD 3a OpraHU3aLUIO JIE€JI0IPOU3BOJCTBA, CBOEBPEMEHHOE U KaU€CTBEHHOE MCIIOJIHEHHE
JIOKYMEHTOB, UX COXPAHHOCTb BO3JIaraeTcs Ha pyKOBOJAUTENEH CTPYKTYPHBIX MOpa3/iesieHuil Y HUBEpCUTETA.

PykoBonuTenu CTpyKTypHBIX HOJpa3AeeHUuil TOMKHbI IPUHUMATh MEPBl K COKPALEHUIO MEPEIUCKH,
oOecrieunBaTh MPABUJIBHOE U PallMOHAILHOE UCIIOJIb30BaHUE CPEACTB OPITEXHUKH, PACXOJOBAHHE CITYKEOHBIX
0JIaHKOB U OyMmaru.

1.11. HenocpeacTBeHHOE BeIEHUE ACTOMPON3BOACTBA B CTPYKTYPHBIX MOpa3/IeIeHUSIX BO3JIaraeTcs Ha
pabOTHHUKOB, HA3HAUYEHHBIX OTBETCTBEHHBIMH 32 ATY PabOTy PYKOBOIUTEISIMH CTPYKTYPHBIX TOJpa3IeIICHUH,
KOTOpBIE O0ECIEeYMBAIOT YYE€T M TPOXOXKJICHHWE JOKYMEHTOB B YCTAaHOBIIEHHBIE CPOKH, HUHGOPMHUPYIOT
PYKOBOJICTBO O COCTOSIHUM MX HMCIOJHEHUS, OCYIIECTBISIIOT 03HAKOMJICHHE PaOOTHHKOB C HOPMAaTHBHBIMH U
METOJUYECKUMH JOKYMEHTaMHU 0 JAeIonpou3BoACTBY. OTBETCTBEHHOCTh 3a BEICHHE JEIIONPOU3BOJICTBA B
CTPYKTYpPHBIX MOJpAa3/JeiICHUSIX BO3JIaraercsi Ha HEMOCPEJCTBEHHBIX PYKOBOAMTENECH CTPYKTYpPHBIX
noJipa3ieiecHuil Y HUBEpCUTETA.

1.12. PaGOTHHMKH CTPYKTYPHBIX IMOApA3AeCHH HECYT OTBETCTBEHHOCTD 32 BBHITIOJIHEHUE TPeOOBaHUI
WNHcTpykuuy, 3a COXpaHHOCTh HAXOMAAIIUXCS y HHUX CIYKEOHBIX TOKYyMEHTOB. OO0 yTpare IOKyMEHTOB
HEMEJICHHO JIOKJIa/bIBAIOT PYKOBOIMUTENIO IMOAPA3/EICHUsI U COOOIIAI0T B OTAEN JEJIONPOU3BOACTBA U
opranuzaronHor padbotsr YKII/I.

1.13. Ilpu yxoxe paOOTHHKA B OTIYCK, YOBITHH B KOMaHAMPOBKY MMEIOIINECS Y HETO TOKYMEHTHI 110
YKa3aHUIO PYKOBOAMTENSI CTPYKTYPHOTO MOJIpa3fesieHus mepeaaroTcsl [pyromy paboTHUKY, KOTOPBI 00s3aH
IPUHSTH MEPBI K UX CBOEBPEMEHHOMY MCIIOIHEHHUIO.

IIpn yBOJIBHEHNH WJIM NMEPEMEIIEHNN OTBETCTBEHHOI'O 33 BEJEHHUE JIEJIONPOU3BOACTBA ITPOU3BOIUTCS
nepegavya el U JOKYMEHTOB, O YE€M COCTaBIISIETCS NPUEMO-CIATOYHBIM aKT, KOTOPBIA YTBEp)KIaeTcs
PYKOBOAMTENEM CTPYKTYpPHOro mnojpaszaeicHus. Konus akrta nepenaercss B OTHEN JAEJIONPOU3BOACTBA U
opranuzarmonHon padbotsr YKII/I.

1.4. BeneHue nepenuckd C BBIIECTOAIIMMU OPraHU3ALMUSAMH OCYIIECTBISIETCS PEKTOPOM WIH
MIPOPEKTOPOM (110 TOPYUIECHHIO PEKTOPA).

1.5. IIpaBuna paboThl ¢ JOKYMEHTaMH B CHUCTEME 3JIEKTPOHHOTO JIOKyMEHTOO0OpOTa YHHUBEPCUTETA
(manee - CO/1) 1 MHBIX UHPOPMAIIMOHHBIX CUCTEMAaX, B KOTOPBIX OCYIIECTBIIIETCS CO3/laHuE (BKJIIOUEHUE) U
XPaHEHUE TOKYMEHTOB, HE IOJKHBI BXOJUTH B IPOTUBOPEUHE C TIOJIOKEHUAMU HacTosuier MHcTpykuuy.

1.6. OcHOBHBIC TIOHSITHS:

JOKYMEHTUpOBaHHE - (uKcanus HHPOpPMAIMM HAa MAaTEepPHATBHBIX HOCHTENSX B YCTaHOBICHHOM
HOPSAIKE;

JIeTIOTIPOU3BOJCTBO - JIeATENIbHOCTh, OOecneuuBarolias Cco3JaHue O(UIHUAIBHBIX JIOKYMEHTOB H
OpraHMU3aIio paboThl C HUMHU B BY3€;

JOKYMEHT - O(UIMAIbHBIA JOKYMEHT, OOPMIIEHHBI B YCTAaHOBJIEHHOM IOPSAJIKE U BKIIIOUEHHBIA B
JIOKYMEHTOOOOPOT YHUBEPCUTETA;

ANEKTPOHHBIN JOKYMEHT- IOKYMEHT, B KOTOPOM HH(pOpMAaIUs IPEICTaBIeHa B AIEKTPOHHO-IIU(DPOBOH
dopme;

aBTOp JIOKYMEHTA - JIOJKHOCTHOE JIMLIO, CO3/IaBIIee JOKYMEHT;
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BUJ] IOKYMEHTA - MPUHAUICKHOCTh JOKYMEHTA K OINPENIEICHHON TPYIIe JTOKYMEHTOB MO MpHU3HAKaM
COJIepKaHus U 1IeJIEBOr0 Ha3HAYCHMUS,

oopmieHne TOKyMEHTa - MPOCTaBICHHE HEOOXOAMMBIX PEKBU3UTOB, YCTAHOBJIEHHBIX IMPAaBUIAMU
JIOKYMEHTUPOBAHUS;

AJIEKTPOHHAsT LU(POBasi MOIMUCH - PEKBU3UT AJIEKTPOHHOTO JOKYMEHTA, INpEeIHA3HAYEHHBIA IS
3alIUTHl JAHHOTO 3JIEKTPOHHOTO JTIOKYMEHTa OT IMOJJIEIKH, MOTYYeHHBIN B pe3ysibTaTe KPUMITOrpadhuyeckoro
npeoOpa3oBaHusl MH(POPMAIIMK C MCIIOJIB30BAaHUEM 3aKPBITOTO KIHOYa AJIEKTPOHHON HHU(POBOH MOANUCH U
MO3BOJIAIOIINN UACHTU(PUIIMPOBATH BiIaJleNblia cepTUdUKaTa KJtoya MOIMUCH, a TAK)KE YCTAHOBUTH OTCYTCTBUE
UCKa)KEHUS! HH()OPMAITUH B 3JIEKTPOHHOM JOKYMEHTE;

PEKBHU3UT TOKYMEHTA - 0053aTeIbHBIN JIeMEHT 0(hOpMIICHUS TOKYMEHTA,

OJaHK JJOKyMEHTa - HabOp PEeKBU3UTOB, WACHTU(PHUIMPYIOUIMX aBTOpa O(QUIHAIBHOTO MUCEMEHHOTO
JIOKYMEHTA;

MOJITTMHHUK JOKYMEHTA - IEPBBIN WM €MHCTBCHHBIN 3K3EMIUISIP JOKYMEHTA;

KOS JJOKYMEHTA - IOKYMEHT, MMOJIHOCThIO BOCIIPOU3BOASIINN HH(GOPMAIIUIO MOATUHHUKA JOKYMEHTA
¥ €r0 BHEIIHUE MPU3HAKHU, HE UMEIOIINH IOPUANIECKON CHJIBI;

3aBepeHHasl KOMHs - KOMUsl JOKYMEHTa, Ha KOTOPOW B COOTBETCTBHH C YCTAHOBJICHHBIM MOPSIKOM
IPOCTABISIOT HEOOXOAMMbIE PEKBU3UTHI, IIPUAAIOIIHIE i FOPUAMYECKYIO CHITY,

IOpUANYecKas CHJla JIOKYMEHTa - CBONCTBO O(QHIIMAIBHOTO JOKYMEHTa, COOOIIaeMoe eMmy
JEHCTBYIOIIMM 3aKOHOJATEIhCTBOM, KOMIIETCHIIMEH HM3/AaBIIEr0 €ro OpraHa M yCTAaHOBJICHHBIM ITOPSIKOM
o opMIIeHNS;

yau(unmpoBaHHas GopMa TOKyMEHTa - COBOKYITHOCTh PEKBH3HTOB M THIOBBIX (DParMeHTOB TEKCTa
JIOKYMEHTa, YCTaHOBJICHHBIX B COOTBETCTBUU C pEIIaeMbIMH B JaHHOWU cdepe NeATEIbHOCTH 3ajadyaMu U
PacIioIOKEHHBIX B OTPEICTICHHOM MOPSAKE Ha HOCUTENE HH(OPMAIIHH;

mabnon Onanka (yHUpHUIMPOBAHHOW (QOPMBI TOKYMEHTa) - OJaHK MOKyMeHTa (yHU(PUIUPOBaHHAS
¢dopma TOKyMeHTa), IPEICTABICHHBII B AJIEKTPOHHOU (opMme;

JOKYMEHTOOOOPOT - JIBM)KEHUE TOKYMEHTOB C MOMEHTA UX CO3/IaHUS WIIM MOJYYECHHUS 10 3aBEPLICHUS
UCIIOJTHEHU S, IOMEIIECHHUS B JIeJI0 U (W) OTIIPABKH;

00bEM JTOKYMEHTO000POTa - KOJIMYECTBO JOKYMEHTOB, IOCTYHUBIIUX B YHUBEPCUTET U CO3JJaHHBIX UM
3a ONPEACIICHHBIN IEPUO;

peructpanusi JOKyMEHTa - NPUCBOCHHE JIOKYMEHTY PpEerucTpalldOHHOTO HOMEpa M 3alucCh B
YCTaHOBJIEHHOM HOPSJIKE CBEACHUN O IOKYMEHTE;

HOMEHKJIAaTypa el - CHCTeMaTHU3UPOBAHHBI TIepeYeHb HAMMEHOBAHUW Jied, (OPMHUPYEMBIX B
VYHuBepcurere, ¢ ykazaHMEM CPOKOB UX XPaHEHHUS;

HKCHEPTH3a [IEHHOCTH JJOKYMEHTOB - U3y4eHHE JJOKYMEHTOB Ha OCHOBAHUHU KPUTEPHUEB UX IIEHHOCTHU B
ENSIX ONpeeNICHHsI CPOKOB XPAHEHUS JIOKYMEHTOB U 0TOOpA X JUIS BKIIFOYSHHS B COCTaB APXHBHOTO (OHIA
Poccuiickoit @enepanuu;

JIeJI0 - COBOKYITHOCTh JIOKYMEHTOB WJIM OTJENbHBIN TOKYMEHT, OTHOCSIIUECS K OJHOMY BOIIPOCY WIIH
YU4acTKy J€ATEeIbHOCTH;

dbopmupoBaHHEe JeNa - TPYNIHPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JIEI0 B COOTBETCTBHU C
HOMEHKJIATypOil Je;

neyathb - yCTPOHCTBO, cojieprKallee Kuille evaTu AJisi HAHECEeHHsI OTTHCKOB Ha OyMmary;

HITaMI - YCTPOMCTBO MPSMOYTOJIEHONW (POPMBI /ISl IPOCTABJICHUS OTMETOK CIPABOYHOTO XapakTepa O
MOJTyYEHUH, PETUCTPAINH, TPOXOKICHUH, UCTIOTHEHHH TOKYMEHTOB H JIp.

CHUCTEMa DJIEKTPOHHOTO JOKyMeHTooOopora (COJl) - oOpraHu3allMOHHO-TEXHHUYECKas CHUCTEMa,
o0ecreynBaromas Mporecc OpraHu3alld U KOHTPOJS BCEro JOKYMEHTO0OOpOTa YHHBEPCUTETA, BKIIOYAs
MOJIHYI0 00paboOTKYy BXOSIIMX JIOKYMEHTOB, CO3/IaHUs, YIpPaBJIEHUS JOCTYIIOM M PACIPOCTPaHEHHs
ANEKTPOHHBIX JOKYMEHTOB B KOMIBIOTEPHBIX CETAX, a TaKKe OOeCHeuMBaroIas KOHTPOIb HaJ MOTOKaMH
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JOKYMEHTOB B YHUBEPCUTETE C LIEIbI0 COKPAIICHUS CPOKOB COTJIACOBAHHUS M OOECHEeUeHHs MPO3pPauyHOCTH
paboThI ¢ JOKYMEHTAMH.

2. IOKyMeHTHPOBaHHe YIIPABJEHYECKOi 1eATeJTbHOCTH

2.1. Oprann3aliOHHO-PACIIOPAIUTENBHBIE JOKYMEHTHI, CO3/1aBAEMBbIE B 1ESITEILHOCTH Y HUBEPCUTETA,
JOJIKHBI OBITH O(POPMIIEHBI IO MpaBUiIaM, YCTAaHOBJICHHBIM HacTosel MHcTpyKunen.

2.2. BHOCUTh Kakue-muOO WCHIpaBICHUS WM [00aBJIEHUS B MOJANUCAHHBIC (YTBEpXKICHHBIC)
JIOKYMEHTBI HE JOIYyCKaeTCsl.

2.3. JIoKyMeHTBI MOT'YT CO3/1aBaThCsl HA OyMa)KHOM HOCHUTEJIE U B 3JIEKTPOHHOH (hopMe ¢ coOroieHneM
YCTaHOBJICHHBIX MPaBUI 0OPMIICHHS TOKYMEHTOB.

2.4. ITpu ucnonb3oBanuu COJ] co3znaHue TOKYMEHTOB OCYLIECTBIISIETCS C IPUMEHEHHEM LIa0JIOHOB,
0JIaHKOB JJOKYMEHTOB U Ia0JIOHOB JJOKYMEHTOB.

ONEeKTPOHHBIE 11a0JI0HBI OJIAHKOB JTIOKYMEHTOB JIOJIKHBI OBITh MJIEHTUYHbI OJIaHKaM JIOKYMEHTOB Ha
OyMaXHOM HOCHTETIE.

2.5. JlokymeHTHl YHHBepcHuTeTa, 0pOpMIICHHBIE KaK Ha OJIaHKe, TaK U 0€3 HEero, JOJDKHBI UMETh MO
He MeHee: 20 MM - teBoe; 10 mum - mpaBoe; 20 MM - BepxHee; 20 MM - HibkHee. JIOKYMEHTBI TUTETbHBIX (CBBILIE
10 neT) cpoKOB XpaHEHUsI IOJKHBI UMETh JIEBOE 1oJie He MeHee 30 MM.

2.6. Ilpu co3manuu JIOKyMEHTa Ha JABYX W Ooliee CTpaHHIAX BTOPYIO M MOCIEAYIOLIUE CTPAHUIIBI
HYMEpPYIOT.

Howmepa ctpanull npocTapisitoTcs MocepeinHe BEPXHEro MoJsl JOKYMEHTa Ha pacCTosiHUY He MeHee 10
MM OT BEPXHEI0 Kpas JIUCTA.

JomyckaeTcsi co3aHue JOKyMEHTOB Ha JIMLIEBOM U 000pOTHOW cTopoHax jucrta. [Ipu aBycTopoHHeM
CO3/IaHUM JOKYMEHTOB LIMpPHHA JIEBOTO IOJII HA JIMLEBOW CTOPOHE JIUCTA W TPABOTO OIS HA 0OOPOTHOM
CTOPOHE JIMCTA JOJKHBI OBITH PABHBI.

2.7. Tekcr neyaraercs ¢ ucrosibzoBanueM mmpudra Times New Roman pazmepom Ne 12, 13, 14 nr.

[Tpu coctaBneHuu TabIUI] TOMYCKAaeTCs UCTOIB30BaTh MPUGTHI pazmepoM Ne 10, 11 nT.

2.8. AG3aiHbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cM.

3aroJ0BKM pa3/iesioB U MOAPA3/ENIOB IMeYaTaroTcs C ab3al[HbIM OTCTYIIOM WM IEHTPUPYIOTCS I10
HIMpUHE TEKCTA.

TekcT nokymeHTa neyaraercs yepes 1 - 1,5 ME&XCTpOUHBIX UHTEpBaJa.

MHoOrocTpouHble PEeKBU3UTHI MEUATAIOTCS 4Yepe3 OJIMH MEXCTPOUHBIN MHTEpBaJ, COCTABHbIE YacTU
PEKBU3UTOB MOTYT Pa3fesIAThbCs JOIIOJIHUTEIbHBIM HHTEPBAJIOM.

WuTepBan Mex 1y OyKBaMHU B CIIOBax - OOBIYHBII.

WHTepBasl MeXIy CIIOBaMHM - OJMH IIPpooe.

CTpoKu pPEKBU3UTOB BBIPABHUBAIOTCS IO JIEBOM TIpaHMIIE 30HBI PACIOJIOKEHUS PEKBU3UTA WU
LEHTPYIOTCS OTHOCUTEIIBHO CaMOW JUITMHHOMN CTPOKH.

2.9. TekcT OKyMeHTa BbIpaBHUBAETCS [0 IIMPHUHE JKUCTa (110 IPaHULIaM JIEBOTO U IPAaBOro MoJei
JIOKYMEHTA).

JlnHa camoii JUIMHHOM CTPOKH pEeKBU3UTA IIPH YITIOBOM PaclOIOXKEHUH PEKBU3UTOB He Oosee 7,5 cM.

JlnnHa caMoil JUTMHHOM CTPOKH PEKBU3UTA MPH MPOJOIBLHOM PACHOJIOKEHUN PEKBU3UTOB He Oonee 12
CM.

2.10. Jlomyckaercs BBIAEIATH MONYKUPHBIM HMIPU(GTOM PEKBU3HUTHI «aIpecaTy, «3arojJOBOK K TEKCTY»
WIH «IOJIHCHY, a TAK)KE OT/IeIbHbIC ()parMEeHThI TEKCTA.

2.11. Tlpu noAroTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O0(OPMIISIETCS] TUTYJIbHBIH JIUCT.

2.12. CoctaB pPEKBU3UTOB, HUCIOJNb3YEMBIX JUIsI O(GOPMIICHHUS JTOKYMEHTOB, OIPENENeTCs] BHIOM
(pa3HOBHIHOCTBIO) OPTaHU3AUOHHO-PACTIOPSAUTEILHOTO JIOKYMEHTa. PacrojioKeHHe pPEKBU3UTOB Ha
OJaHKaX OpPraHU3aIMOHHO-PACHOPSAUTENBHBIX TOKYMEHTOB J0JKHO cooTBeTrcTBOoBaTh ['OCT P 7.0.97-2016
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«Cuctema cranmapToB mo uHpopmamuu, OUOIMOTEYHOMY M H3AaTeIbCKOMY neny. OpraHu3amuoHHO-
pacniopsiauTenbHas 1oKymMeHTanus. TpeboBanus K 0hOpMIICHUIO JOKYMEHTOB.

2.13. B YHuBepcuTeTe NpUMEHSIOTCS OJIaHKU:

+ OiaHK IMUChbMa yriioBoi (mpunoskenue Ne 1);

+ OmaHk pacnopspkeHus (npuiioxerue Ne 2).

* OJIaHK MUChbMa MEXTyHAPOIHBIN MPOAONIbHBIHN (TpuitoxkeHue Ne3);
« OJaHK MPOEKT MpuKa3a/mpukas (npuioxenue Ne 4);

brnanku MOKyMEHTOB M3roTaBiuMBarOTCsd Ha Oymare ¢opmara A4 (210x297 mm). Mcnonb3oBaHue
OJIaHKOB MPOU3BOJIbHOM (hOPMBI HE pa3perIaeTcs.

2.2. OdopmjieHHE PEKBU3UTOB JOKYMEHTOB

2.2.1. HaumMeHOBaHNe OPraHU3AIUN — ABTOPA TOKYMEHTA

HaumenoBanue YHuBepcuTeTa YKa3blBa€TCSd B TOYHOM COOTBETCTBHM C YCTaBOM YHHUBEPCHUTETA —
(enepanbHoe rocysapcTBeHHoe O10/:KeTHOe 00pa3oBaTe/ibHOE Y4peskieHHe BbICIIEro 00pa3oBaHUs
«BoJarorpaackuii rocyiapcTBeHHbI arpapHblii YHuBepcuter». CokpainieHHoe HaumeHoBaHue - PI'BOY
BO Bouarorpaackuii I'AY nomemaercss Bciaea 3a MOJAHBIM HauMeHoBaHueM. Ha OmaHkax mnucbma
CTPYKTYpHOTO TIOJpa3fefieHus] HAaUMEHOBAHHME CTPYKTYPHOTO TMOApa3/eieHHus] TMOMeIaeTcsa BClel 3a
YKa3aHHbIMHU PEKBU3UTaMHU.

2.2.2. HaumeHoBaHuUe BH/1a JOKYMEHTA YKa3bIBAE€TCS Ha BCEX TOKYMEHTAX, 32 UCKIIOYCHHEM JIETIOBBIX
(cimy>xeOHBIX) MHICEM, pacIioaraeTcs 1Mo HauMEHOBAaHUEM Y HUBEPCHUTETA.

2.2.3. laTa 10OKyMeHTa

JlaTolt TOKyMeHTa SIBJISIETCS AaTa ero MOANUCAaHUs WK YTBEPKICHUS, U1 IPOTOKOJIA - J1aTa 3acelaHus
(MpUHATHUS pElIeHUs), IS aKTa - qaTa coObITHs. JIOKyMEHThI, U3JJaHHbIe IBYMs WU 0oJiee OpraHu3alusIMH,
JIOJDKHBI UMETH OJIHY (€IMHYIO) JaTy, KOTOpasi COOTBETCTBYET HanOoJiee Mo3/IHeN JaTe MOAMUCAHUS.

Jlata JOKyMeHTa 3amUCBIBAETCS B MOCJIEI0BATEIBHOCTH: JI€Hb MEcCsIa, MECsl, roJl OJHUM M3 ABYX
CIO0CO0O0B:

apabckumu 1udpamu, pasaeneHHbIMA TOUKOM: 05.06.2022;

CJIOBECHO-ITU(POBBIM criocoboM: 5 uroHs 2022 T.

Jaty mnpocraBiusieT AOKHOCTHOE JIMIO, TOANMCHIBAIOLIEE JOKYMEHT, HEINOCPEACTBEHHO IIPH
MNOJIMUCAHUMU; COTPYAHUK OT/AENIa JAEJONpPOMU3BOACTBA U OPraHU3aLMOHHONW padOThl MPH pPErucTpaluu
JIOKYMEHTA; HEIIOCPEICTBEHHO COCTABUTEIb MPH MOATOTOBKE JOKYMEHTa (CiIy)KeOHasl 3allucKa, 3asBlICHUE U
Ip.).

Bce ciy)xeOHBIE OTMETKH Ha JOKYMEHTE, CBS3aHHBIE C €r0 MPOXOXKACHUEM U UCTIOTHEHUEM, JTOJIKHbI
JATUPOBATHCS U MOANMCHIBATHCS.

Mecto npocraBieHus AaThl Ha JOKYMEHTE 3aBUCUT OT MCIIOJIb3yeMOro O1aHKa M BU1a JokyMeHTa. Eciu
Ha OJaHKe OTMEYEHO MECTO Ui AaThl, TO OHA TaM U CTaBUTCs. Eciu MecTo JUIsl JaThl HUKAaK HE OTMEUYEHO -
JlaTa IPOCTABIIAETCS HUKE MOIUCH.

2.2.4. PerncTpaniuoHHbIii HOMep JOKYMeHTA - IIU(PPOoBOI MK OyKBEHHO-IIM(POBOIT HICHTH(HUKATOD
JIOKYMEHTAa, COCTOSIIIUI U3 MOPAIKOBOIO HOMEPA TIOKYMEHTa, KOTOPbII MOKET TOTOJIHATHCS LU(POBBIMU HITH
OYKBEHHBIMHU KOJaMHU (MHAEKCAMH) B COOTBETCTBUU C UCIIOJIb3YEMBIMH KJIACCU(UKATOPAMHU.

PerucrpanoHHbIII HOMEpP pacHOPSIUTENBHOTO JTOKYMEHTAa COCTOMT W3 €ro MOpSAKOBOIO HOMEpa U
IPOCTAaBISIETC B MECTE OTMETKHM JJIs TPOCTaBJIEHUS JaTbl U PErucTPalMOHHOTO HOMepa IOClie €ro
nojAnucaHus (yTBEpKICHUS).

PerucrpaninoHHblii HOMEp HCXOSNIET0 JOKYMEHTa BKIIOYaeT B ce0s KOJ TMOJpa3/eleHus -
UCIIOJTHUTENIS, TMOPSAIKOBBI HOMEp W IPOCTaBIsIeTCS B MECT€ OTMETKH JJsi TPOCTAaBIECHUS JaThl U
PETUCTPALIMOHHOTO HOMEpA.

Ha nokymeHTe, cOCTaBI€HHOM COBMECTHO JBYMs M Ooyiee OpraHu3alUsMH, I[POCTaBISIOTCS
pPETUCTPALIMOHHBIE HOMEPA JOKYMEHTA, IIPUCBOEHHBIE KAKJOW U3 OpraHm3anuid. Perucrpanuonsusie HoMepa
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IPOCTABJISIIOTCS. B MOPSAKE YKa3aHWs HAaUMEHOBAaHMI OpraHu3aluii B 3arojoBOYHON 4YacTu (mpeamOysie)
JOKYMEHTA ¥ OTAEISIOTCA APYT OT Ipyra KOCOM 4epToil.

2.2.5. I'pu¢ orpaHuyeHus A0CTyNa K JOKYMEHTY IIPOCTABISAETCA B IPABOM BEPXHEM YIIIy IIEPBOTO
JaMcTa JOKyMEHTa (IPOEKTa JTOKYMEHTa, CONPOBOAMTEIBHOIO MUChbMa K JIOKYMEHTY) OT I'PaHHUIbl BEPXHETO
HOJISl MPH HAIMYUHM B JOKYMEHTE HMH(OpMAaIM, AOCTYH K KOTOPOW OTpaHHUYMBACTCSI B COOTBETCTBUHU C
3aKkoHoJaTenbcTBOM Poccuiickoit denepanum.

Buasl ucnone3yeMblx B OpraHu3aluu TpuoB OrpaHUYEHHS JOCTyHa IODKHBI COOTBETCTBOBATH
3aKOHOJATEIbHBIM M HMHBIM HOPMAaTUBHBIM IPaBOBbIM akTaMm Poccuiickoit denepanyu u A0IKHBI ObITH
3aKpeIUICHbl B JIOKAIbHBIX HOPMATHBHBIX akTaX. ['pud orpanmdenus nocrymna K JOKyMeHTY (rmometka «Jls
CIIy’)KeOHOro MoJb30BaHuA», Ipud «Kommepueckas TaiiHa») MOXKET AONOJHATbCA HOMEPOM HK3EMIUIIpa
JIOKYMEHTA U IPYTHUMHU CBEACHUSAMU B COOTBETCTBUHU C 3aKOHOATEIbCTBOM Poccuiickon Penepanuu.

B noxymentax VYHHuBepcuTeTa, COIEp)KallMX CBEAEHUS, COCTABIAIOIIME KOMMEPUYECKYIO TaiiHy, B
cootBeTcTBUM ¢ DenepanbHbIM 3akoHOM OT 29 utons 2004 r. Ne 98-D3 «O koMMepueckoi TaliHe» Hapsaay ¢
rpu¢oM yKa3blBatOTCS MOIHOE OQUIMATILHOE HAMMEHOBAaHUE Y HUBEPCUTETA, MECTO €r0 HAXOXKACHUS.

2.2.6. Agpecar - pPEKBH3HUT, HCIOJB3yeMBId TNPH O(GOPMIICHHM JEIOBBIX (CIYKEOHBIX) IIHCEM,
BHYTPEHHUX NH(OPMALIMOHHO-CIIPABOYHbBIX JJOKYMEHTOB.

AnpecaToM JOKyMEHTa MOKET OBITh OpraHu3alusi, CTPYKTYpHOE IOJpa3felieHue OpraHu3aluH,
JIOJDKHOCTHOE MK (PU3UYECKOE JIUILIO.

PexBusur «agpecar» odopmisiercss Ha OJaHKE C YIJIOBBIM PAcIOJIOKEHUEM PEKBU3UTOB - B BEpXHEN
IPaBOil YacTH TOKYMEHTa, Ha OJaHKe C IPOAOJIbHBIM PACIIOI0KEHUEM PEKBU3UTOB - CIIPaBa MO PEKBU3UTAMU
Osnanka. CTpOKHM PEKBU3UTA «ajJpecaT» BbIPAaBHUBAIOTCA 110 JIEBOMY KpalO WU LIEHTPYIOTCS OTHOCUTEIBHO
CaMOM JIJTMHHOU CTPOKH.

JIoKyMeHT azjpecyeTcs KOHKPETHOMY JIOJKHOCTHOMY JIMILY B Cllydae, €CIM UMEHHO 3TO JOJKHOCTHOE
auno OyneT paccMarpuBaTh W INPUHUMATh PELICHMs 10 BOIPOCAM, MOCTaBJIEHHBIM B HAlpaBiIIEMOM €My
nokymMmeHTte. [Ipu 5ToM HaMeHOBaHuE OpraHU3aluy U MOAPa3/IeICHHs YKa3bIBACTCSI B UMEHUTEILHOM Ta/IeXke,
a JIOJDKHOCTb U (haMUJIHS - B 1aTeJIbHOM, MHULIMAJIbI YKa3bIBAIOTCS MOCHEe (aMUIINY.

[Ipu agpecoBaHHM JOKYMEHTa PYKOBOIMTENIO OpraHU3allM HaUMEHOBAHHWE OpPraHM3allud BXOJUT B
COCTaB HAMMEHOBAHUS JOJLKHOCTH aJpecaTa, HAMMEHOBAHUE JOJDKHOCTH YKA3bIBAETCSA B AATEIBHOM IAJIEXKE.
Hanpuwmep:

I'enepansromy nupexktopy OAO
«HO>xHBIE pErHOHBI»
Jlarynuny B.A.

[Tpu anpecoBaHMM TOKyMEHTa B OpraH BJacTH, OpraHM3allMIO0 WM CTPYKTYpHOE nojpasjaeieHue (6e3

yKa3aHHsl JOJDKHOCTHOTO JIMIIa) X HAMMEHOBaHUS MUIIYTCS B UMEHUTEIbHOM Mazexe. Hanpumep:
MuHUCTEPCTBO HAYKU U BBICILIEr0 00pa30oBaHUs
Poccniickoit ®enepanun
JlemapTaMeHT KOOpJIMHAIUY 1€ATEIbHOCTH
opraHu3zaiyii B cepe cenbCKoX035CTBEHHBIX
HayK

IIpu agpecoBaHMM nHMCbMAa PYKOBOJUTENIO CTPYKTYPHOIO IOAPA3JENICHUs yKa3bIBalOTCA B
MMEHUTENIbHOM 11a/1e’Ke HaMMEHOBAaHNE OpraHU3alliy, HIDKE - B 1aTEIbHOM I1aJ1e)Ke HAaMMEHOBaHUE JOHKHOCTH
PYKOBOJUTENS, BKJIIOYAIONIee HAUMEHOBAaHME CTPYKTYPHOTO MOJpa3ieieHus, (HaMUIno, HHUIHAAJIBL
Hanpuwmep:

MUHHMCTEPCTBO HAYKH U BBICIIETO 00Opa30BaHUs
Poccuiickoit denepanuu

JlemapTaMeHT KOOpJIMHAIIUY 1€ATEIbHOCTH
opranusanuii B cepe cebCKOX035HCTBEHHBIX

HayK
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Hupexropy JlenaprameHTa KOOpAUHALUU
JeSITeIbHOCTH OpraHu3aiuil B cepe
CENbCKOXO35MCTBEHHBIX HAYK

Baruposy B.A.

B pexBusure «Azapecar» AOMYCKaeTCs HCIOIB30BaTh OQUIMATIBLHO MPUHATHIE COKpAIlEHHBIC
HAaMMEHOBAHMS OPTaHOB FOCYJaPCTBEHHOM BJIACTH, OPraHOB MECTHOT'O CAMOYIIPABJICHUS U OpraHU3aALIMM.

Ecnu nucbMo HampamisieTcss B OPraHM3alUI0 WU JIOJDKHOCTHOMY JIMIY U JUIS CBEICHUA €Il PALy
OpraHu3alfil WIK TOJHKHOCTHBIX JIUII, 00Ilee KOJIMYECTBO aApEecaToB HE IOJHKHO OBITh OoJiee YeThIpeX, MpH
3TOM OCHOBHOHM ajpecaTr yKa3blBaeTcs MEpBbIM, clioBO «Komwus» nepea BTOPBIM, TPETbUM, UYETBEPTHIM
ajpecataMi He TmedaraeTcs. llpum OoJbIIeM KOJMYECTBE aJpPEcaToB COCTABIAIOT CIHCOK PACCHUIKH
JIOKYMEHTOB.

B cocraB pexBusuTa «Anpecar» MOKET BXOAWUTH MOYTOBBIM ajapec. DJIEMEHThl IOYTOBOIO ajpeca
YKa3bIBalOTCA B IIOCIIEIOBATEIbHOCTH, YCTaHOBJIEHHOW I[IpaBunamu oka3zaHMsl yCIyr IOYTOBOM CBSI3H,
YTBEPKACHHBIMU ITPUKa30M MUHUCTEPCTBA CBSI3U U MacCOBbIX KOMMYHUKauui Poccuiickoit @eneparum ot 31
utoiig 2014 r. Ne 234:

*  Ha3BaHME YJIUIbI, HOMEP J0Ma, HOMEDP KBAPTUPBHIL;

* Ha3BaHHUE HACEJICHHOTO IyHKTA;

* HAa3BaHMUE pailloHa;

* Ha3BaHHUE pecnyOyMKH, Kpas, 001acTi, aBTOHOMHOTO OKpyra (001acTH);
* Ha3BaHHUE CTPaHbI (15 MEXTYHAPOHBIX TOUYTOBBIX OTIPABIICHUN);

*  TIOYTOBBIN UHJEKC.

IIpn anpecoBaHuMM NUCbMa B OPraHU3ALMIO YKA3BIBAIOT €€ HAMMEHOBAHHWE, 3aTEM IIOYTOBBIM aJpec.
Hampuwmep:

I'ocynapctBenHOE yupexienue Beepoccuiickuii
Hay4HO-UCCIIEI0BATEIbCKUN UHCTUTYT
JIOKYMEHTOBEICHUS U apXUBHOIO JIeJIa
[Tpodcorosnas yi., a. 82, Mocksa, 117393

[Tpu anpecoBaHnu JOKyMEHTa (PU3NUECKOMY JIMIY YKa3bIBalOT (PaMUJIMIO U MHUIUAJIBI TOJTy4yaTels,
3aTeM nouToBbli ajxpec. [louToBslil anpec neuataercs mpudrom pazmepom Ne 12 .

ITouTOBBIN axpec HE YyKa3blBA€TCd B JIOKYMEHTAX, HANPABIIEMbIX B BBICIIME OpraHbl BJIACTH,
BBILLIECTOSIIIME OpPraHU3alluK, IOABEIOMCTBEHHbIE OpPraHU3allMM M TOCTOSHHBIM KOPPECHOHAEHTaM (3a
UCKJIIOUEHHEM HaIlpaBJICHUs [TMCEM YKa3aHHBIM aJjpecaTaM B KOHBEPTaxX C MPO3payHbIMU OKHAMH).

[Tpu oTnpaBke mUCbMa IO 3JAEKTPOHHOM moure Win (HaKCUMUIBHOW CBA3M (0€3 AOCBUIKH 1O MOYTE)
MOYTOBBIN ajipec He ykasbiBaeTcs. [Ipu HeoOXoauMOCTH MOXET OBITh YKa3aH AJIEKTPOHHBIN ajapec (Homep
tenepona/pakca). Hanmpumep:

AO Kb «BBIMIIEJI» info@vympel.ru

2.2.7. I'pnd yrBep:kaeHUus JOKYMEHTa IPOCTABISAETCS Ha JAOKYMEHTaX B IPABOM BEpXHEM YITIY
nepBoro Jjucra JgokymMeHTa. CTpPOKM pPEKBHU3UTAa BBIPABHUBAIOTCS IO JIEBOMY Kpal WM LIEHTPYIOTCA
OTHOCHUTEIIBHO CaMOW JJTMHHOM CTPOKH.

JIOKyMEHT yTBEpKIaeTcsl peKTOPOM, TPOPEKTOPOM IO HAIPABJICHHUIO WM CIIENHAIBHO H34aBA€MbIM
JIOKYMEHTOM.

[Ipu yTBepkIeHUU JOKYMEHTa COOCTBEHHOPYYHOM MOJNUCHIO JODKHOCTHOTO JMHa TIpud
yrBepxaeHuss coctouT u3 cioBa «YTBEPXJIAIO» (6e3 kaBbluek), HaMMEHOBaHHUS AOJDKHOCTH IIWIIA,
YTBEPKAAIOIIET0 JOKYMEHT, €ro MOIICH, MHUIMAJIOB, (aMUJIMU U 1aThl yTBepKaeHus. Hampumep:
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YTBEPXIAIO

Pextop Boarorpaackoro 'AY
IToanuck B.A.lleruisieB
[ara

[Ipu yTBEepKIEHUH JOKYMEHTa HECKOJBKHUMU JOJDKHOCTHBIMU JIMIAMU TPU(Bl  YTBEPKICHUS
pacrioyiaratoT Ha OIHOM YpOBHE.

[Tpu yTBepKIeHUH JOKYMEHTA PACIIOPSAUTEIBHBIM JOKYMEHTOM Ipu( YTBEPKACHUS COCTOHUT U3 CJIOBA
«YTBEPX/IEH» («YTBEPXIEHA», «YTBEPXIEHBI», «YTBEPXIEHO»), cormacoBaHHOTO ¢
HAaMMEHOBAHHMEM PACIOPSIUTENILHOTO JOKYMEHTA B TBOPUTEIBHOM MAJIeXKe, €ro JaThl 1 HoMepa. Hampumep:

YTBEPXJIEHO npukazom Ne723 ot 05.04.2022

[Ipu yTBEep)KOEHMM JOKYMEHTa KOJUJIETHAJIBHBIM, COBEUIATEIbHBIM MM HHBIM OPraHOM, DPELICHUs
KOTOPOro (MKCUPYIOTCS B IPOTOKOJIE, B IpU(e YTBEpKACHUS yKa3bIBAeTCsl, HAMMEHOBAaHUE OpraHa, 1aTa u
HOMEp MpoTokoa (B ckoOkax). Hampumep:

(ITpaBuna) YTBEPXJEHbI
VYyensiM coBeToM Bonrorpaackoro 'AY (npotokon
ot 30 centsi6ps 2022 1. Ne 17)

2.2.8. 3aro/10BOK K TEKCTY - KpaTKOe coJepKaHue JOKyMeHTa. Ecii 3aroioBoK K TEKCTy OTBEYAET Ha
BOIIPOC «0 4eM?», OH HauuHaercs ¢ npeanora «O» («O6»). Ecin 3aroioBok K TEKCTy OTBEYaeT Ha BOIPOC
«4ero?», OH COCTaBIISIET OJIHO LIEJIOe ¢ Ha3BaHMEM BUa JoKyMeHTa. Hampumep:

npukas (0 yem?) 0 CO3JaHUM aTTECTAllMOHHONH KOMUCCUU

nucbMo (0 yem?) 0 MpeoCTaBICHUH HH(OPMALIUU

akT (4ero?) mpuema-nepeaadu el

IPOTOKOJI (Uero?) 3aceianus SIKCIIEPTHON KOMUCCUU

3arojoBOK K TEKCTy o(opmiseTrcs MoJ PEeKBU3UTaMU OJlaHKA ClieBa, OT I'paHMIbI JieBoro mois. B
MPOEKTaX MPUKA30B U PACIIOPSHKEHUH 3ar0JIOBOK K TEKCTY 0(pOpMIISIeTCs 1O IUPUHE CTPAHHIIBI HAJl TEKCTOM
LEHTPOBAHHBIM CIIOCOOOM.

2.2.9. TekcT I0OKYMeHTa COCTaBJISIETCSl Ha TOCYIapCTBEHHOM si3bike Poccuiickoit denepannu.

TekcT JOKyMeHTa JIOJKEH OBbITh COCTaBJIEH IPaMOTHO, SCHO, TIOHSATHO M MO BO3MOXHOCTH KpaTKo.
TekcT HOKyMeHTa [OJDKEH COAEp)KaTh JTOCTOBEPHYIO M aKTyalbHYI0 WH(GOPMAIHIO, JTOCTATOYHYIO IS
MPUHATHUS PEIIEHUH WM UX UCTIOIHEHUS, He T0JKEH JOMYCKaTh Pa3IMUHBIX TOJIKOBAHHM.

B Tekcre moxymeHTa, MOATOTOBJICHHOM Ha OCHOBAaHHMH 3aKOHOJATEIbHBIX MM WHBIX HOPMATHBHBIX
IIPABOBBIX AKTOB, paHee U3JJaHHBIX PACHIOPSIUTENBHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

* HaMMEHOBaHUE JIOKYMEHTa, HAMMEHOBAHNE OpTraHa BJIACTH (OpraHU3aliy), U31aBUIEro(eil) TOKyMEHT,

JlaTa JOKyMEHTa, pETUCTPAIllMOHHBIN HOMEP TOKYMEHTA, 3aroJ0BOK K TEKCTY;
¢ HaMMEHOBAHHE OpPTaHU3AIlUH WM JODKHOCTHOTO JIMIA, YTBEPAUBIIETO TOKYMEHT, AaTa YTBEPKIACHUS

JIOKYMEHTA.

TekcT NOKyMEHTa MOXKET COJIEp)KaTh paselbl, MOApa3Aeibl, MyHKTHI, MOAIYHKTHI, HyMepyeMble
apabckuMu udpaMu. YpoBHEH pyOpUKalluy TeKCTa He JOJKHO ObITh 0oJiee YeThIpeX.

Teker ToKyMeHTa U3J1araeTcs:

* B IIPUKa3ax, U3JIaHHBIX €AUHOJIUYHO, - OT IEPBOTO JINIA €TUHCTBEHHOTO YHUCHA («... IPUKA3BIBAIOY);

* B IpHKa3zax, HU3JaHHBIX COBMECTHO JBYMs WM Oojee oOpraHu3alusMH, - OT MEpBOro JIMla
MHOXECTBEHHOTO YHCIIA («... TPUKA3BIBAEMY);
* B TIPOTOKOJIAX 3aceJaHWii - OT TpeTbero Juma MHokecTBeHHoro uucna («CIJIVIIIAJINy,

«BBICTYTIUJINY, «ITOCTAHOBWJINY unn «PEIINIIN»);

*  BJICTIOBBIX MHUChMaX, 0(OPMIICHHBIX Ha OJJaHKaX OpraHU3allly, - OT IEPBOTO JIMIIAa MHOKECTBEHHOTO YHCIia
(mpocuM, HampaBisieM, MpeJIaracM) WIH OT TPETHETO JIUIA SAUHCTBEHHOTO YHCia («IIpeANpUiTHE HE
BO3PAXKAET...», KHHCTUTYT CUUTAET BO3MOXKHBIM...»);
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* B JICJIOBBIX MUChbMaX, 0O(POPMIICHHBIX Ha TOJDKHOCTHBIX OJIaHKAX, - OT MEPBOTO JIMIIA €AUHCTBEHHOTO YUCIIA
(«arpory ...», «IIpeaJIarato ...»);

* B JIOKJAJIHBIX U CIy’KEOHBIX 3aIHCKaxX, 3aABJICHHUAX - OT IEPBOTO JIMIA IUHCTBEHHOTO YHcia («IIporry
...», «CUMTAI0 HEOOXOAUMBIM ...»);

* B JIOKYMEHTaX, YCTaHABIMBAOMMX (yHKIHUU (0OS3aHHOCTH), MPaBa U OTBETCTBEHHOCTh CTPYKTYPHBIX
nojipas3ziesieHni, pabOTHUKOB (TIOJ0KEHUE, UHCTPYKIIHS), a TAKKe COAEPIKAIIUX OMUCAHHE CUTYalH,
aHanmu3 (GaxKTOB M BHIBOABI (aKT, CIPaBKa), UCIOIB3yeTCs (hopMa M3IIOKEHHS TEKCTa OT TPEThEro JUIa
€IMHCTBEHHOT'O MJIM MHOXKECTBEHHOI'O YHCIa («OTIEN OCYIIECTBISACT QYHKIIHH...», «KKOMUCCHUS IIpOBEa
MIPOBEPKY...»).

[Ipy moAroTOBKE TEKCTa JOKyMEHTa CjelyeT coOMoJaTh MpaBuia HamucaHUs OQUIHATBHBIX

HAaMMEHOBAHUHN, YUCIIUTEIBHBIX U €IUHUI] U3MEPEHUS.

B Texcrax TOKyMEHTOB yNOTpeOISIIOTCS O0IIEePUHATHIE a00peBHATYpbI U rpaduuecKre COKpaIleHusl.

[Tpu yka3anuu B TekcTe (haMUIINU JTUIa MHUIAAIBI CTaBsATCs nocie Gpamummu. B nenoBsix (ciryKeOHBIX)

MUChbMaX UCHOJB3YIOTCS:

*  BCTYIUTEJIbHOE OOpalieHHe:

YBaxaembiii rocnionuH [Ipencenarens!
VYBakaemasi rocrioka 3axapona!
VBaxkaemsiii Hukoumnaii [lerpoBuy!
YBaxaemble rocnojial

*  3aKIIIOYUTENIbHAs dTHKETHas (paza:

C yBaxXeHHEM, ...

HaumeHoBaHue JOMKHOCTH B OOpAalIEHUH MUILIETCS] ¢ MPOMUCHOM OyKBBI, B 0OpalieHuu no (haMuinu

WHHIIAABI JIUIA HE YKa3bIBAIOTCS.

2.2.10. OT™MeTKa 0 NPUJIOKEHUH COACPKHUT CBEJICHUS O IOKyMEHTE (JIOKyMEHTax), MpUIaraeéMoM K
COIIPOBOJIUTENILHOMY ITHCbMY, THOMY WH(OPMAIIMOHHO-CIIPAaBOYHOMY TOKYMEHTY, HJIK O TOM, YTO JTOKyMEHT
SBIISIETCS IPUIIO’KEHUEM K OCHOBHOMY JIOKYMEHTY (HOPMATUBHOMY, PACHIOPSAUTEILHOMY HII HHOMY).

B conpoBomuTEenbHBIX MHCBMax M JAPYrHX HWHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaX OTMETKa O

NPUI0KEHUU 0(hOPMIISIETCS 11O/ TEKCTOM OT TPAHHUIIBI JIEBOTO TOJIS CIIEAYIOLIUM 00pa3oM:

* ©CIIM MPWIOKEHHE HAa3BaHO B TEKCTE MUChbMA, B OTMETKE O MPHIJIOKEHHH yKAa3bIBAETCSI KOJIMYECTBO

JHMCTOB U KOJIMYECTBO FK3EMIUISIPOB MPHUIIOKCHUS:

[Ipunoxenue: Ha 5 1. B 2 3K3.

* €CJI MPUJIOKEHUE HEe Ha3BaHO B TEKCTE WM €CIIH MPHIIOKEHUH HECKOJIBKO:

[Tpunoxenue: 1. CmeTta pacxo/i0B Ha 4 J1. B 1 9K3.

2. lItatHoe pacnucanue Ha 4 1. B 3 9K3.

*€CITU TIPUIIOKEHUST COPOIIIOPOBAHBI, KOJIMYECTBO JIMCTOB HE YKa3bIBAIOT. B 3TOM citydae ykas3pIBaroT
TOJIbKO KOJIMYECTBO SK3EMIUIIPOB OJHUM U3 JBYX CHOCOOOB, B 3aBUCUMOCTH OT TOTO, UMEETCS CChLJIKA Ha
NPUJIIOKEHNE B TEKCTE WITH HET:

[Ipunoxenue: B 3 3K3. WU
[IpunoxxeHnue: oT4ET O HAYYHO-UCCIIEI0BATENIbCKON padoTe B 2 3K3.

*€CIIM JIOKYMEHT, SBISIOMIMNCS NPUIOKEHUEM, UMEET MPHUIIOKEHHs ¢ CaMOCTOATENIbHOM Hymepanuen
CTpaHMII:

[Mpunoxenne: miuceMo PocapxmBa ot 05.06.2018 Ne 02-6/172 n npuioxeHne K HeMy, BCETO Ha 7 JI.

*€CJIM MHUCHMO HANpaBJIsIETCs HECKOJIBKUM ajpecaTaM, a JOKYMEHT-TPUIOKEHHE TOJBKO IMEPBOMY
ajzpecary:

[Tpunoxenue: Ha 3 1. B 1 9K3. TOJIBKO B MEPBHIH aapec.
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*€ClIM  NPWIOKEHUSIMU K COIPOBOAMUTEIBHOMY IIMCBMY SIBJISIFOTCSL JTOKYMEHTBI, COJEprKalue
uH(poOpMali0 KOH(MUICHIIMAILHOTO XapaKTepa, HalpuMmep, CIy>KeOHYI0 TailHy, OTMETKY O €ro HaJlu4HhH
0(QOPMIISIFOT CIIEAYIOLUM 00pa3oM:

[Tpunoxenue: otuer no HUP, mst cmysxeObHOr0 noibs3oBanums, per. No26-mcr, Ha 20 1. B 1 9K3.

*€CITU TIPUIIOKEHUEM SIBIISIIOTCS IOKYMEHTBI, 3alIUCAHHbIE HA (PU3NYECKH 000COOICHHBIN 3JEKTPOHHBIN
HOCUTEJIb:

[Ipunoxenne: DVD-R B 1 3k3.

[Ipu 5TOM Ha BkIajbIIe (KOHBEPTE), B KOTOPBIM MOMEIIaeTcss HOCUTENb, YKa3bIBalOTCS HAMMEHOBAHUS
JIOKYMEHTOB, 3aIIMCAHHBIX Ha HOCUTEJh, UMEHA (aiioB, 00beM B OalTax.

B pacniopsanuTenbHbIX JOKYMEHTaX (IIPUKa3ax, paclopsKEHUsIX ), T0r0OBOpax, MOJ0KEHUIX, IpaBUIIax,
MHCTPYKLUAX U APYTHX JOKYMEHTaX OTMETKA O MPHIIOKEHUH O0POPMIISETCS CIEIYIOUIM 00pa3oM:

*B TEKCTE JIOKYMEHTA IPH MEPBOM YIOMHHAHUU JOKYMEHTA-TIPUIOKEHHUS B CKOOKAaX yKa3bIBaeTCA: ...
(mpunoxeHue) Wi ... (mpusioxxenue 1), (mpuiioxenue Ne 1);

* Ha IEPBOM JIMCTE JOKYMEHTA-MPUJIOKEHUS B IIPABOM BEPXHEM YTy YKa3bIBACTCA:

[Tpunoxenue Ne 1 k npukazy
Boarorpaackoro I'AY ot 15.05.2022 Ne 951

Ecnun npunokeHrem K pacnopsIuTeIbHOMY JOKYMEHTY SIBJISETCS JOKAIbHBIM HOPMATUBHBINA aKT WX
WHOM JIOKYMEHT, YTBEPKIAeMbIi TaHHBIM PACIIOPSIAUTEIBHBIM JOKYMEHTOM, Ha TIEPBOM JIUCTE MPUITOKCHHS
MIPOCTABIISICTCS OTMETKA O MPUIIOXKEeHHH (0€3 CChIIIKU Ha PaCTIOPSANTEIbHBINA TOKYMEHT) B TPU() YTBEPKICHHS,
B KOTOPOM YKa3bIBalOTCS JaHHBIE PACIOPSAUTEIBHOIO JTOKYMEHTa, KOTOPBIM YTBEPXKIEH JOKYMEHT-
npuioxenue. Hanpumep:

[Ipunoxenue Ne 1

YTBEXJIEHO

npukazom ®I'BOYNe BO
Bonrorpanckoro 'AY ot 15.05.2022
Ne 951

2.2.11. I'pud coryiacoBaHusl TIPOCTABIACTCS HA JOKYMEHTE B Cllydae €ro BHEIIHEro COTJIACOBAHUS
(cormacoBaHMe ¢ OpraHaMy BIIACTH, UHBIMH OpPTraHU3aIUsMU, TOJDKHOCTHBIME JTUIIAMHU).

B 3aBHcHMOCTH OT BHMJa JOKYMEHTa U OCOOEHHOCTEW ero ohopmieHUs rpud COIrIacOBaHUS MOXKET
MIPOCTABIIATHCS:

* Ha IEPBOM JIUCTE JIOKYMEHTa (€CIM JOKYMEHT MMEET TUTYJbHBIN JIUCT, - HA TUTYJIBHOM JIUCTE) B
JIEBOM BEpXHEM YTIIy Ha YpOBHE Tpuda YTBEP>KICHUS WU 1101 HANMEHOBAHUEM JIOKYMEHTA OJIMKE K HUKHEMY
TOJTIO);

* Ha MOCJETHEM JIHCTE JAOKYMEHTa MOJ TeKCTOM (1o pekBU3UTOM «lloamucky» Onmke K HIKHEMY
MOJTIO JIOKYMEHTA);

* Ha JIUCTE COTJIaCOBaHUs, SIBJIIOMIEMCS] HEOThEMIIEMOM YaCThIO JOKYMEHTA.

I'pud cornmacoanust nokymenta coctout u3z cioa «COI'JTACOBAHO» (0e3 kaBbIu€K), JOIKHOCTH
JUIa, ¢ KOTOPBIM COTJIACOBAH JTIOKYMEHT (BKIIOYas HAMMEHOBAaHUE OPraHU3allid), ero COOCTBEHHOPYUHOMU
MOJIUCH, MHULIMAJIOB, (haMUJIMM, JaThl coryiacoBanus. Hanpumep:

COT'JTACOBAHO

3amecTuTenb MUHUCTpA

CENBCKOI0 X0341CTBA

Poccuiickoit enepanuu

TToamuce N.0. Gamunus
JlaTa

Ecnu cornmacoBanue ocyIecTBIsieTCs KOJIJIETHAIbHBIM, COBEIIATEIbHBIM UM UHBIM OpPraHoM, B rpude
COTJIACOBaHUs yKa3bIBAIOTCS CBEACHUS 00 OpraHe, COTJIacOBaBIIEM JOKYMEHT, JaTe€ U HOMEpe MPOTOKOJa, B
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KOTOPOM 3a(pMKCHPOBAHO pEUICHHE O COTJacoBaHMM. EciM coriacoBaHue OCYIIECTBISIETCS ITHCHMOM,
YKa3bIBalOTCA BUJ JIOKYMEHTa, HAMMEHOBAaHUE OpPraHHU3alMH, COIJIACOBABIIEH JOKYMEHT, JaTa U HOMEp
nucbMma. Hanmpumep:

COI'JTACOBAHO nucemMom Munob6puayku Poccun

ot 05.06.2020

Ne 430-162 win

COT'JTACOBAHO Komuccueii no TpyioBbIM criopam

(mpotoko:n ot 12.09.2020 Ne 4)

BuyTpenHnee corimacoBaHue JOKyMeHTa ogopmisieTcss BH30i. Bu3a BbIpakaeT MHEHHE JIUIIA,
BU3UPYIOILIETO IMPOEKT JOKYMEHTA, U BKIIOYAET: JOJDKHOCTH JIMLA, BU3UPYIOLIErO JOKYMEHT, IOAIMMCH,
pacuudpoBKy nmoanucy (MHULIKANbI, (haMuInio) u naty BusupoBanus. Hamnpumep:

HavanbHUK FOpUINYECKOro OTAeIa
[Toanuce N.0. Gamumnus
Jlara

[Tpu HamMUUK 3aMeYaHU K TOKYMEHTY BU3Y O(DOPMIISIOT CIICIYIOIIHM 00pa3oM:
3amedaHus IpUIararoTcs
HavanpHuK rOpuan4ecKoro oTaena
Iloamuce HN.0. ®amunusg
[ara

B noxyMeHTax, HOJJMHHUKN KOTOPBIX XPAaHATCS B OpraHu3alid, BU3bl MPOCTABISAIOT HA MOCIEAHEM
JUCTE JOKYMEHTa MOJ MOJIUCHIO, HA 000pOTE MOCIEIHEro JINCTA MOUIMHHUKA JTOKYMEHTa WIM Ha JIUCTE
corjacoBaHusl (BU3UPOBAHHUA), MPUIAraeMOM K JOKyMEHTY. llpu HEoOXOauMOCTH MOXKET MPUMEHSITHCS
MOJINCTHOE BU3HPOBAHUE JOKYMEHTA U €T0 MPUIOKEHU.

B ncxoasmumx qoKyMeHTaxX BU3bI POCTABISAIOTCS HA SK3EMILUIIPaX TOKYMEHTOB, IOMEIIAEMbIX B JEJIO.

Ha npoexTax npuka3oB pekTopa BU3bl IPOCTABIISIIOTCS HA JIMLEBOM CTOpOHE MpoeKTa JokyMmeHTa. Ha
MPOEKTax PacHopsKeHHH pekTopa (IIPOPEKTOPOB IO HAIPABJICHUSM) BU3bI MPOCTABISIOTCS HA O0OPOTHOM
CTOPOHE MOCJIETHETO JIUCTA JOKYMEHTA.

Ha noxymenTe, NOAIMHHUK KOTOPOTO OCTAETCS B Y HUBEPCUTETE, BU3bI IPOCTABIISIIOT B HU)KHEH 4acTH
000pOTHOM CTOPOHBI MOCJIEIHErO JINCTA NOJIMHHUKA IOKYMEHTA.

Ha noxyMmeHTe, MOAIMHHUK KOTOPOTO OTMPABISAIOT U3 OpraHW3alliH, BHU3bI NIPOCTABISAIOT B HU)KHEU
YacTH JIMIEBOM CTOPOHBI KOMMH OTIPABIISEMOr0 JOKYMEHTA.

B cayxeOHBIX mNHCbMax BU3bl NPOCTABISAIOTCS Ha KONUHM JOKYMEHTa, IOMEIaeMoil B JIeN0
VYHuBepcurera, UM Ha 000POTHOW CTOPOHE MOCJIEIHEro JINCTA MOJJIMHHUKA, €CJIM MHCbMO MepechlUIaeTCs
ajzpecatry 1o (pakCUMUIBHOM CBA3M 0€3 TOCBUIKM MOUIMHHUKA T10 110YTe.

Ha  BHyTpeHHMX  HMH(OPMAlIMOHHO-CIIPABOYHBIX  JOKYMEHTaX  (JOKIaJHBIX,  CIY>KEOHBIX,
AHAJIUTMYECKUX 3alliCKax, CIpaBKax M JIp.) BU3bI MPOCTABISIOTCS Ha JIMIEBOW CTOPOHE IMOCIEIHEro JINCTa
JIOKYMEHTA T0/J] IOJIUCHIO, OJIMKe K HUKHEMY TOJIIO.

CornacoBaHue MPOEKTOB JIOKYMEHTOB (BHEILIHEE, BHYTPEHHEE) OCYLIECTBISETCS B COOTBETCTBHM C
nyHKkToM 4 UHCTpyKIINH.

[Tpu ucTONBb30BaHUM CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa, COrJIaCOBaHUE MOKET MMPOBOAUTHCS
B DJICKTPOHHOU (hopme.

[loanuch BKJIIOYAaeT: HAUMEHOBAaHWE JOJDKHOCTH JIMIIA, TOANMCHIBAIOUIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO OJIKMCh, MHULIUMAIBI, (hamuiuio. Hampumep:

PexTop ynuBepcurera [Toanuce B.A. llemuses

Ecnu noxymeHT odopmiieH He Ha OJaHKe, B HAMMEHOBAaHUE JIOJDKHOCTH BKIIIOYAETCS HAUMEHOBAaHUE
opranuzanuu. Hanpumep:

Pextop Boarorpaackoro I'AY IToamnuce B.A. lleruisieB
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Eciin HanMeHOBaHUE TOJDKHOCTH B MOJIMCH COCTOUT U3 HECKOJBKUX CTPOK, OHM IeyaTaroTcs yepes 1
uHTepBai. PacmmdpoBka moamnucu medaraeTcss Ha ypOBHE IMOCIEAHEH CTPOKM HAUMEHOBAHMS JOJHKHOCTH.
Mexay nHHLIManaMu 1 (paMuinneit cTaBuTcs mpooer.

[Ipy mnoanucaHuu AOKYMEHTa HECKOJbKMMU JOJDKHOCTHBIMU JIMIIAMHM 3aHHMAIOIIMMU Pa3HOE
II0JIO’)KEHUE, MX IOANKCH PACIOJIaraloTCsl OJHA IOJ APYrol B IMOCIEN0BATEIBHOCTH, COOTBETCTBYIOIIEH
cTaTtycy nojukHocTd. Hampumep:

Pexrop ITonnuce B.A.llenuisieB
['naBHBINA OyxTrantep [Toamuce T.H.BopoGreBa

[Tpu noanucaHuy TOKYMEHTA HECKOJIbKUMHU JIMLIAMH PABHBIX JOJKHOCTEH, X MOJIMCH PACIIONararoT

Ha oJHOM ypoBHe. Hampumep:

[Ipopexrop o

HAyYHO-UCCIIeI0OBATEeNIbCKON padoTe [TpopekTop no yuebHoM padoTe
IMonnuce A.A. PanHoB [Toanuce N.A.Hecmusino

B nokymeHTax, MOATOTOBIEHHBIX KOMHUCCHEH, B TMOJIMMCH YyKa3bIBaeTCs CTaTyC JUIA B COCTaBe
komuccuu. Hanpumep:

[Ipencenarenbs koMuccuu [Tonnuce N.N. [TankoB
YeHsl KOMUCCUH IHognuce A.H. CoxkomnoBa
ITognuce A.C. KpacaBuH
Ilognuce O.U. IleckoB
JIOKyMEHTBI KOJUIETHAJIBHOTO OpraHa NOAMUCHIBAKOTCS MPECEIAaTENIEM 3TOT0 OPraHa U CEKPETAPEM.
[Ipy noanucaHuu JOKyMEHTa JIUIOM, WCIOJNHSIOMIUM OO0S3aHHOCTH PYKOBOJUTENS, MOMANUCH
odopmisieTcs ¢ yKa3aHUEM CTaryca JOJKHOCTHOTO JIMIA B COOTBETCTBHH C IPHUKA30M (PaCIOPSKEHUEM).
Hampuwmep:

H.o. pexropa yHuBepcurera [Toanuce N.0. Gamunus
WU

Hcnonustomumii 0053aHHOCTH

pPEKTOpa YHUBEPCUTETA IToanuce N.0. ®amunus

IIpn moanuvcaHuu AOKYMEHTA JIMLIOM, UMEIOIIMM IIPABO MOIIMUCU B CIIy4ae BPEMEHHOI'O OTCYTCTBHS
PYKOBOJUTENS, UCIIPABICHNS B HAUMEHOBAHUE JIOJKHOCTU M paclIM(PpoBKY (haMUIMU MOATOTOBJIEHHOTO U
COTJIAaCOBAHHOTO IIPOEKTA JOKYMEHTA BHOCATCS OT PYKH UJIU C UCIIOJIB30BAHUEM COOTBETCTBYIOIIMX LITAMIIOB.
He nomyckaercst cTaBUTh KOCYIO 4EPTY, HAANMCh «32» MEpe]l HAMMEHOBAHUEM JOJDKHOCTH JIMIA B ITOJIUCH,
€CJIM TOKYMEHT MOAMUCHIBACT HHOE JOJDKHOCTHOE JIULIO.

OaHuM M3 crnocoOOB MOMANKCAHUS JIOKYMEHTa SIBIISIETCSl MCIOJIb30BaHHE (haKCUMMIIE Kak aHajiora
COOCTBEHHOPYYHON TMOJMNHMCH, THPOCTABICHHE KOTOPOTO JIONMyCKaeTcs B CiIydasgXx M B IOPAJIKE,
IIPEAYCMOTPEHHBIX 3aKOHOM, HHBIMU IPABOBBIMH aKTaMH WJIM COTJIAIIEHHMEM CTOPOH.

®dakcumuiie B Y HUBEPCUTETE MOKET U3TOTaBIUBATLCS U1l PEKTOPA U IIPOPEKTOPOB 10 HAIIPABICHUSAM.

[TonnuHHas MoANMUCh HE MOXKET ObITh 3aMeHEeHa (hakCHUMUIIE Ha PacloOpsAUTEIbHBIX JTOKYMEHTaxX U
JOKYMEHTax (pMHaHCOBOrO XapakTepa.

OtmeTka 00 SJEKTPOHHOM MOANKUCH HUCHOJB3YETCS MPH BU3YATU3ALUU AIIEKTPOHHOM TMOJINCH
nojlyyaTesieM JIOKyMeHTa Mpu OOMeHe JJEKTPOHHBIMU JIOKYMEHTAMM, TOJIHCAHHBIMU YCHJIEHHOU
3JIEKTPOHHOMU IOAIUCHIO.

OtmeTka 00 37eKTPOHHOM noanucu GOpMUPYETCS U BU3YyaJIM3UPYETCS MPOrPaMMHBIMH CPEICTBAMHU.
OTMmeTKa 00 3JIEeKTPOHHOM MOAMUCH BKITIOUaeT (hpa3y «JloKyMeHT MOoANUcaH 3JIEKTPOHHOM MOIMTHCHI0», HOMEP
ceprudukaTta Kiaro4a 3JIEKTPOHHOM MOANUCH, (aMHIIIMIO, MMs, OTYECTBO BIaJeNblla cepTU]HKaTa, CPOK
neicTBUs cepTH(UKaTa KIH04a 3JIEKTPOHHOH MOAMUCH.
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Hanpumep:

AOKYMEHT MOANMUCAH
SANEKTPOHHOU NOANUCHLIO

BONrOrPAQCKUN rAY

CBEJEHWA O CEPTU®UKATE 3N

Ceprugukar: 4a240215a45b76a543825e8e1e866d3b
Bnageneyu: Llennnee Burtanui Anexceesny
Oefcreurenen: ¢ 22.02.2022 no 17.05.2023

2.2.12. Ileyarb 3aBepsieT IOJJIMHHOCTb MOJNUCH JOJDKHOCTHOTO JIMIA Ha JIOKYMEHTax,
yIOCTOBEPSIOUINX MpaBa JHIl, PUKCUPYIOUINX (PaKThI, CBA3aHHBIE ¢ (PMHAHCOBBIMHU CPEICTBAMH, a TAK)KE HA
UHBIX JIOKyMEHTaX, NpeAyCMaTpUBAIOIMX 3aBEpPEHHE IOANMCH I[e4aThl0 B  COOTBETCTBHUM C
3aKoHoaarenbecTBOM Poccuiickoit denepanuu.

JIOKyMeHTBl ~3aBepslOT Ieyarblo YHuBepcutera. lleuarh mpocTaBisieTcs, HE 3axBaTblBas
COOCTBEHHOPYUYHOM MOJIUCH JIUIIA, TOJIUCABIIEr0 JOKYMEHT, WK B MecTe, 0003HaueHHOM «MII» («Mecto
neyaT).

OTMeTka 00 UCTIONHUTENE BKIIOYAST (PaMUIIHIO, UM 1 OTYECTBO (TIPU HAJTMYMHN ) UCIIOITHUTEISI, HOMEP
ero tenedona. OTMeTka 00 UCIOJHUTEIE MOXKET JOMOIHATHCS HAUMEHOBAHUEM JIOJDKHOCTH, CTPYKTYPHOTO
TIOJPA3ICIICHUS M DJIEKTPOHHBIM aJIpecoM UCHOTHUTENA. OTMETKa 00 UCIIOTHHUTEIE OPOPMIISETCS Ha JTUIIEBOM
CTOPOHE MOCJIEIHEr0 JIUCTA JOKYMEHTA OT FPaHULIbI JIEBOTO MOJISI WK, IIPU OTCYTCTBUU MECTA, - Ha 000POTHOM
CTOpOHE JICTa BHU3Y cieBa. Hampumep:

Koporuu Enena IOpbeBna, nauansuuk YKII/L (8442) 41-12-44

OTmeTka 00 UCTIONHUTENIE MOKET OQOPMIIATHCS KaK HIDKHUM KOJOHTUTYJ M IEYaTaThCs MIPHPTOM
MEHBILEro pa3mepa.

2.2.13. Oopmitenne Konuii JTOKYMEeHTOB

OTMeTKa 0 3aBepeHMH KOMHMM OQOpMIIseTcs Uil HNOATBEPKIEHHUS COOTBETCTBUSA KONMM JOKYMEHTa
(BBIIMCKH W3 JIOKyMEHTa) MOJUIMHHUKY JOKyMeHTa. OTMEeTKa O 3aBepeHHMH KONHMH IPOCTABIISACTCS Ha
CBOOOJTHOM OT TEKCTa MeCTe M BKJIIOYaeT: CIOBO «BepHo», HAaMMEHOBaHUE JOJKHOCTH JIMIIA, 3aBEPHUBILETO
KOIUIO; €ro cOOCTBEHHOPYUHYIO MOAMNNCH; paciin(poBKY NOANUCH (MHUIMAIIBI, (PaMUIIMIO); ATy 3aBEPEHUs
KOMUU (BBITUCKU U3 JOKYMEHTA).

Ecnmu xormst BeImaeTcst sl MPEICTAaBICHUS B JPYTyH0 OPraHU3alMI0, OTMETKA O 3aBEPEHUU KOITHH
JIOTIOJTHSIETCS 3alUChI0 O MECTE XPaHEHUsl JOKYMEHTa, ¢ KOTOPOro Obljla M3rOTOBJIEHA KOMHUSA, U 3aBepsieTcs
neyatbto YHuBepcutera. Hanpumep:

[ToMMHHUK JOKYMEHTa HaxOoAuTCs B oTAese 1o padore ¢ nepconanom YKIII ®I'BOY BO
Bonrorpanckoro 'AY

Bepuo
JIOKHOCTH IToanuck N.0. Gamunus
Jara [Teuatn

Ha xonusx MHOTOCTpaHMYHBIX JTOKYMEHTOB OTMETKA O 3aBEPEHHM KOIHH IIPOCTABIIAECTCS HA KAXKIOM
JUcTe AOKYMEHTa WIM Ha TOCJIEJHEM JIMCTE MPOIIMTOrO MM CKPEIUIEHHOIO WHBIM 00pa3oM JOKyMEHTa.
3anuch 0 MecTe HaX0XK/I€HUS OJUTMHHUKA MPOCTABIISAETCS TOJIBKO Ha MOCJIEHEM JIUCTE TOKYMEHTA.

Jlnist 3aBepeHus] KOMUK JOKYMEHTA, U3TOTOBICHHON Ha OyMa)KHOM HOCHTEIIE, MOKET HUCIOIb30BATHCS
HITaMII.

Konuu »37eKTpOHHBIX JOKYMEHTOB, HAlpaBiISEMBIX MO HH(POPMALMOHHO-TEIEKOMMYHUKAITMOHHON
CETH, 3aBEPAIOTCS AIEKTPOHHON MOANUCHI0 PEKTOpPa Y HUBEPCUTETA NI MHOTO YIIOJTHOMOYEHHOTO UM JIMIA U
BBICBITAIOTCS MTOJIYYaTEII0 C COMPOBOAUTEIBHBIM MUCHMOM B (POpPME AIIEKTPOHHOTO JIOKYMEHTA.

Konuu »51ekTpoHHBIX JOKYMEHTOB Ha (QHU3MYECKH OOOCOOJIEHHBIX HOCUTENSX BBICBUIAIOTCS
MOJIYYaTeIIo ¢ COMPOBOAUTENLHBIM TMCHBMOM Ha OyMa)KHOM HOCHUTEIIE.

B conmpoBoauTensHOM IUCBEME K KOIIUAM JIEKTPOHHBIX JIOKYMEHTOB YKa3bIBAETCS:
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* HaWMEHOBaHWE MH()OPMAIMOHHOW CUCTEMBI, B KOTOPOH XPaHATCS TOKYMCHTHI;

* HaMMEHOBaHUS JIOKYMEHTOB, KOIMH KOTOPHIX HAIIPABIISAIOTCA MOJIy4aTeNio;

+ Ha3BaHuA (aIOB TOKYMEHTOB C YKa3anueM (popmaroB (aiinoB u odbeMa kaxaoro ¢aiina B OaiiTax;
* JlaTa U3TOTOBJICHUS U 3aBEPEHUS KOIUU.

IIpu »TOM Ha Qu3MUecKd 000COOIIEHHOM HOCHTEJIE HECMBIBAEMbIM MapKepOM YKa3bIBAaeTCS:
«[Ipunoxxenue kK mucbMy ot (mata) Ne ...».

Konwust 351eKTpOHHOrO JOKYMEHTa, MpPEJCTAaBICHHAs B BUAE IOKYMEHTAa Ha OyMa)XHOM HOCHTEINE,
3aBepsieTCs B MOPSAKE, YCTAHOBJICHHOM MJIs 3aBEPEHUS] KOMHUM JOKYMEHTOB Ha OyMa)KHOM HOCHTENE, C
yKa3aHHeM, B KaKoil HH(POPMALIMOHHON CUCTEME XPAHUTCS SJCKTPOHHBIA JOKYMEHT.

2.2.14. OTMeTKa 0 MOCTYIJIEHUM AOKYMEHTA CIYXXUT /I TOATBEPXKIACHUS (aKTa IMOCTYIICHUS
JIOKYMEHTA B Y HUBEPCUTET M BKIFOUYACT JIaTy MOCTYIICHUS U BXOASAIIUI PETUCTPAIMOHHBIN HOMEp JOKYMEHTA.
[Tpy HEOOXOAMMOCTH OTMETKA O IMOCTYIUICHHMH MOXET MAOMOJIHATHCA YKa3aHHEM BpPEMEHHU IOCTYIUICHUS
JOKYMEHTa B Yacax ¥ MUHYTaX U CIOco0a TOCTaBKU JOKYMEHTA.

OTMeTKa O MOCTYIUIEHUH JOKYMEHTa MOXKET MPOCTABISATHCS C IMOMOIIBIO IITaMIIa.

2.2.15. Pe3osonusi [0JDKHA COACpXKATh YKa3aHHE I10 WCIIOTHCHHUIO JIOKyMEHTa. Pe3ourorms
odopmisieTcs Ha CBOOOJAHOM MecTe pabodero mosisi JOKyMEHTa WM BHOCUTCS HETIOCPEICTBEHHO B CUCTEMY
AIIEKTPOHHOTO JIOKYMEHTO000pOTA.

Pe3omronus momkHa BKIIOYATh: (haMIIIUIO, MHUIHAIBI UCTIOTHUTENS (MCIIOJIHUTENEH), TOpyYeHHe 10
JOKYMEHTY (KOHKPETHOE 3aJaHH€ IO HCIIOJHEHHIO JOKYMEHTa WM (OPMYIHPOBKA IEIU PACCMOTPEHUS
JOKYMEHTa), IpU HEOOXOJUMOCTH - CPOK HCIIOJIHEHMs, MOJIIUCH JIHIA, BBIHECIIEr0 PE30NIOIUI0, OaTy
PE30ITIOLNH:

HBanosoii H.B.
[Ipoury noAroToBUThE NPOEKT AOrOBOPA K
05.10.2022 [Toanuce
Jara
Cpok HMCHOJHEHMs MMOPYUYEHUs HE JOJKEH yKa3bIBaThCs, €CJIM OH Ha3BaH B TEKCTE MOCTYNHBILETO
JIOKYMEHTa U PYKOBOJIUTEb HE CUNTAET HEOOXOAUMBIM U3MEHUTh €r0 B CTOPOHY COKpAILEHHs! MU SBJISETCS
TUIIOBBIM I JAHHOTO BHUJIA IOKYMEHTA.
[Tpn yka3aHMH HECKOJBKUX HCIOJHUTENEH (aMuinus OTBETCTBEHHOTO MCIOMHHUTENS YKa3bIBaeTCs
NepBOM, NOTUEPKUBAETCS WM 0003HAYAETCS CIOBOM «OTB.» («OTBETCTBEHHBIIN).
2.2.16. OTrmMerka 0 KOHTpOJIe CBHJETEIbCTBYET O IIOCTAaHOBKE JOKYMEHTAa Ha KOHTpPOIb,
npocTasisieTcs Haanuch « KOHTpoIib» Ha BEpXHEM I10JI€ JJOKYMEHTA.

3. IoaroroBka u ogopmiaeHue OTaeJbHBIX BUA0B T0KYMEHTOB
3.1. JlokanbpHble HOpMaTHBHbIE akThl (nanee - JIHA) YHuBepcutera u3gatoTcs B BUJE MPaBUI,
MOJIO’KEHUH, HHCTPYKIIUH, PETJIaMEeHTOB, IEpEeYHEN, KJIaCCU(PUKATOPOB U IPYTUX BUIOB JTOKYMEHTOB.
JIHA npuoOpeTaroT I0pUIUYECKYIO CHIIy HOCJHE MX YTBEpXKIEHHUS PACHOPSAUTENbHBIM JOKYMEHTOM
(mpuKa3oM) peKTOpOM YHUBEPCUTETA.
PykoBoauTenu CTpyKTypHBIX ITOIpa3esieHni He Bpase uznasars JIHA.
3.2.  JIHA moryT OBITS:
* TOCTOSIHHO JACUCTBYIOIIMMHU (0€3 OrpaHUUYeHUs CPOKA UX MPUMEHEHHU);
¢ BpPEMEHHBIMH (IACHCTBYIOIIMMH B TEUEHHE YKa3aHHOIO B HUX CpPOKa MM JO HACTYIJICHHS
OTIPEIETICHHOTO COOBITHS).
3.3.  OcHoBanuem s uznanus JIHA sBisroTcs:
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* 3aKOHOJATENbHbIE W MHBIE HOpPMAaTHBHBIE IpaBOBble akThl Poccuiickoii Penepauuu (ykasel u
pacniopsbkenust [Ipesunenra Poccuiickoit denepanyu, MOCTAHOBICHUS U pacnopsbkeHus IlpaButenbcTBa
Poccwuiickoit @enepariuu, akTol (efepatbHbIX OPTaHOB HUCIIOTHUTEIBLHON BIACTH);

« panee u3naHHbie B YHuUBepcutere JIHA n/mnu pacnopsauTenbHble TOKYMEHTHI.

3.4. JIHA uzparoTcs B LEIAX:

* YCTaHOBJIEHUS HOpM, TpeOOBaHMM, NPAaBUJI B OTHOUIEHWH IPEIMETa HOPMATUBHOI'O PEryJMpOoBaHUs,
paHee He SBISABLIEMCS IPEIMETOM PETYJIUPOBAHUSA B Y HUBEPCUTETE;

* U3MEHEHMs CYUIECTBYIOIIUX HOpPM, TpeOOBaHUI, IpaBUJI, YCTAHOBICHHBIX paHEe W3/1aHHBIMU
HOPMAaTUBHBIMH JOKYMEHTaMU;

* OTMEHBI paHee YCTAHOBJIEHHBIX HOPM, TPeOOBAHUH, TPaBUIL.

3.5. IIpemnoxenue o paspaborke mnpoekra JIHA BHOCHTCS pPYKOBOIMTEIEM CTPYKTYPHOTO
NOpa3eJICHUs WIA UHBIM JOJLDKHOCTHBIM JIMLIOM.

3.6.  JIHA paspabatbiBaercs B ciry4yae, eCliu:

* UMeeTcs y4acTOK paboThl (BOIPOCH! IEATEIHOCTH), HYK/IAIOLIUICS B HOPMAaTUBHOM PErYJIMPOBAHUY;

+ TpeOyeTcs BHECEHHE 3HAUYUTEIILHOTO KOJIMYECTBA M3MEHEHUH B panee npuHAThIH JIHA;

* BbIABJICHO Heckoiabko JIHA, perynupyroomux CMexXHbIE BOIPOCH, KOTOpPbIE LEJIecO00pa3HO
00BEAMHUTD B OIUH JJOKYMEHT.

Axrtyanu3anus panee npuHATeIX JIHA ocymiecTBisieTcst yepe3 BHECEHUE B HUX U3MEHEHUM.

3.7. CornacoBanue npoektoB JIHA ocymiecTBisieTcss B TOpPSIKE YCTaHOBICHHOM HaCTOSIIEH
HNuctpykuuen.

3.8. JIHA yrBepkmaercs NPHKa3oM PpPeKTOpa, €Clii OIHOBPEMEHHO C YTBEP)KACHUEM
HOPMATUBHOI'O JOKYMEHTa HEOOXOAMMO IMPHUHATH MEPbl OpraHU3allMOHHOTO, (PMHAHCOBOI'O, TEXHUYECKOTO,
KaJIpOBOIO WJIM HHOTO XapakTepa M JaTh COOTBETCTBYIOUIME IOPYUYEHUS PYKOBOAMTENSM CTPYKTYPHBIX
HOJpa3/ieIeHUil WM UHBIM PaOOTHUKAM YHUBEPCUTETA, a TAKXKE €CIM He0OXOAUMO BHECTH U3MEHEHUS WU
IIPU3HATh YTPATUBIIMMH CHILy paHee yrBepxkacHHble JIHA.

3.9. Hsmenenus B JIHA u ormena JIHA odopMIISIOTCS MPUKA30M peKTOpa YHHUBEPCHUTETA.

3.10. B Tekcre mnpukaza 00 yTBepkIeHHMH, HU3MeHeHMH win oTtMmeHe JIHA wucmonb3yrorcs
(bOopMyYITHPOBKHU:

« npu yrBepxkaeHuu HoBoro JIHA: «YTBepauts (Ha3Banue JIHA)» nnn «YTBepauts (HazBanue JIHA) u
BBECTH B JielicTBuE ¢ (naTta)». Hanpumep:

1. YrBepauth llTaTHOE pacniucanue YHusepcutera Ha 2020 rog v BBECTH €ro B AelicTBUE ¢ | sHBaps

2020 r. (mpusoxeHue).

* [P BHECEHUM U3MEHEHUH B paHee yTBepxkaeHHbIM JIHA: «BHectn m3menenus B (Ha3Banue JIHA).
Hanpuwmep:

1. Baectu cnenyromue uzmenenus B llltarnoe pacniucanue Yuusepcurera Ha 2020 roj, yTBepKIeHHOE

npuka3oM ot 25 nexadpst 2019 r. Ne 345: ...

« npu oTMmeHe panee yrBepxkaeHHoro JIHA: «lIpusnate yrpatuBmmm cuiny (HasBanue JIHA),
yTBEpXKACHHOE ...». Hanmpumep:

1. ITpusHaTh yTpatuBmuM cuity [lonoxeHune o NponycKHOM U BHYTPHOOBEKTOBOM PEKUME,

YTBEP)KJICHHOE NMpHKa3oM oT 15 ¢espans 2015 r. Ne 22.

3.11. OcuoBHbIME pekBH3UTaMu JIHA SBIISIOTCS: HANMEHOBAHHUE OPTaHU3AIMH, HANMECHOBAHHE BUA
JIOKYMEHTA U 3ar0JIOBOK K TEKCTY, COCTABIISAIONINE OJTHO 11€JI0€, TpU( YTBEPKACHUS JOKYMEHTA.

Ecnu npoekt JIHA siBnsieTcss MHOrOCTpaHMYHBIM U K HEMY O(pOpMIIsieTCsl TUTYIBbHBIN JTUCT, YKa3aHHBIE
BBIIII€ PEKBU3UTHI pa3MELIAlOTCs Ha TUTYJIBHOM JIUCTE.

3.12. Undopmanus crnpaBo4HOTO Xapakrepa (rpaduku, cXembl, TaOJIHIbI, (OPMBI JTOKYMEHTOB)
odopmitsieTcs B Bue npuioxkennii Kk JIHA.
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Ha mpunoxenusx k JIHA odopmisieTcss peKBU3UT «OTMETKAa O TNPHIIOKEHUH» B COOTBETCTBUHU C
nyHkToM 2.2.10 MHcTpyKIuy.

3.13. JIHA BcTymaet B CHIIy B CPOK, YKa3aHHBIH B MPUKa3e, KOTOPbIM yTBepkacH JIHA, nmu ¢ naTs
yTBepxkaeHust JIHA.

3.14. PacnopsiauTenbHbIe TOKYMEHTHI Y HIBEPCUTETA U3AI0TCS B (DOpMeE MPUKA30B M PACHIOPSIKEHUM.
IIpuka3bl n31a0TCs B LENIAX 0QOPMIICHUS PEIICHUI:

* HOPMATHUBHOIO XxapakTtepa (eciu mnpukasoMm yrBepkpaercs JIHA wnu npuHuUMaeTcss pelieHue
OpPraHU3alMOHHOIO XapakTepa, HalpuMmep, MpHKa3 00 YTBEP)KICHUM CTPYKTYpPbl U IUTATHOH UYUCIEHHOCTH
YHuBepcurera);

* OpPraHM3alMOHHOTO, aJIMUHUCTPATUBHOIO, B TOM YHUCIJIE OIEPATUBHOIO XapakTepa IO BOIPOCaM
OCHOBHOM JI€ATEIILHOCTH Y HUBEPCUTETA.

ITpuxa3bl noapa3fesoTCcs Ha TPM OCHOBHBIE I'PYTIIIbL:

* II0 OCHOBHOH ACATCIBHOCTH;

* [0 JINYHOMY COCTaBY O0YyYaroIuXcs;

* TI0 JINYHOMY COCTaBY paOOTHHUKOB.

3.15. IIpoexTsl NpHUKa30B [0 OCHOBHOM AEATEIBLHOCTH pa3padaThIBAIOTCS U BHOCITCS IPOPEKTOPAMHU
WIM PYKOBOJIUTEISIMU CTPYKTYpPHBIX MOApa3/eiIeHU YHUBepcUTeTa B Npelenax KX KOMIIETEHIMH, B
3aBHCUMOCTH OT XapakTepa, COJACpXkaHHWA W MaclITaOHOCTH BO3HUKILIEro Bompoca. OTBETCTBEHHOCTh 3a
Ka4eCTBEHHYIO IMOJTOTOBKY MIPOEKTa TMPHKa3a, COTJAacOBAaHHME W MpPaBHIbHOE OQOpPMIIEHHE IPOEKTa
BO3JIaraeTCsi Ha COOTBETCTBYIOLIEr0 PYKOBOIUTEISI, KOTOPBIM TOTOBUT IIPOEKT IPUKA3a U NPEACTABIAET €ro Ha
HOJIITHUCH.

[TpoexTsl MpUKa30B 110 JMYHOMY COCTaBY PaOOTHUKOB FOTOBUT OTAEN 110 pabore ¢ nepconanom YKII/]
HA OCHOBaHUM COOTBETCTBYIOLINX IPEICTABICHUI.

[TpoexTsl NpUKa30B MO JIMYHOMY COCTaBY OOYYAIOLIMXCS FOTOBST JeKaHAThl (paKkynbTeToB, MHCTUTYT
HETpEephIBHOrO  00pa3oBaHUs, TOJpa3JeleHuss YmpaBieHuss o0pa3oBaTenbHBIX mporpamm, Otaen
MEXYHApPOJHOTO COTpyJIHUYEcCTBA (10 HHOCTPAaHHBIM oOOyyaromuMmcsi) | VIHCTUTYT NOBBILICHUS
KBaJIM(UKALIMK KaJIpoB arpobu3Heca 1Mo oOyyaroluMcs 0 MporpaMMaM JOMOJIHUTEIBHOIO 00pa3oBaHus, a
TaKXe CTPYKTYPHBIE [10/Ipa3/ieJeH1s, OTBEYAIOLIHE 32 BOCIIUTATEIbHYIO U COLIMATIBHYIO paboTy.

3.16. KoHTponp 3a NpaBWIBHOCTBIO OQOPMIICHHS NPOEKTOB TPUKA30B OCYIIECTBISIET OTHEI
JIeNIOTIPOU3BOCTBA U opranu3annoHHoi padotsl YKIIJl YHuBepcurera.

3.17. Tlpuka3spl, u3gaBaeMble B YHHBEPCHTETE, HE IOJDKHBI MPOTHBOPEUYUTH 3aKOHOIATEIHCTBY
Poccuiickoit denepanuu, YcraBy YHUBEPCUTETA, JTOKAJIbHBIM HOPMAaTUBHBIM aKTaM Y HUBEPCUTETA U paHee
U3JIAaHHBIM [TPUKA3aM.

3.18. IIpukasbl 10 OCHOBHOH J€ATEIbHOCTH COCTABISIOTCS HAa OCHOBE TIATEILHOI'O U BCECTOPOHHET O
U3YYEHHUs BOIPOCOB, TPEOYIOUIMX pa3pelieHus, 4YToObl coJepKalivecss B MpUKa3ax MOPYYEHHs] ObUIM
KOHKPETHBIMH, 00€CTIEYMBATTUCH JOCTATOUHBIMU MAaTEPUAIbHO-TEXHUYECKUMHU U (PMHAHCOBBIMH CPEACTBAMU U
B JAJIbHEUIIIEM HCKIIIOYAJI HEOOXOIUMMOCTh KOPPEKTUPOBKHU MPUHSTHIX PEIICHUN B CBSI3U C HEMOJHOTON WM
HeopaboTKON MpebIAYIIEro NpuKasa.

3.19. IIpwuka3zsr opopMIsFOTCS Ha OJTaHKE TPUKa3a C UCMOJIB30BAHUEM CIIEIYIOIINX PEKBU3UTOB: 1aTa
JIOKYMEHTa, PErucTpalMOHHBII HOMEpP JOKYMEHTa, 3arojoBOK K TEKCTy, TeKCT, noamuck. Jlara u
pEerucTpaloHHbI HOMEp pHUKa3a MPOCTABIIAIOTCS M1OCIE MOAMUCAHUS IPUKa3a pEeKTOPOM Y HUBEPCUTETA.

3.20. 3arojoBOK K MpWKa3y MedaTaeTcs 4epe3 OAMH MEXCTPOUYHBIH WHTEPBANI IO/ PEKBU3HTAMHU
6manka. Touka B KOHILIE 3ar0JIOBKA HE CTABUTCS.
3aroI0BOK K NMpukazy GopMyIupyeTcs ¢ MpeiioroM «o» («00»), KpaTKo U TOYHO OTpakas CoJIepKaHue TEKCTa
npukasa. Hanpumep:

O06 opranuzanuu MPOBEJCHUS 3UMHEN CECCHHU
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3.21. Texkcr mpuKa3a COCTOWT M3 JIBYX 4acTeil: 000CHOBaHHS (MpeamOyIibl) U PacmopsAUTEIHLHON
yacTu. B 000cHOBaHMM yKa3bIBaeTCsl OCHOBaHUE, IPUYMHA WK LEeNb U3/1aHus JoKkyMeHTa. Hampumep:

B cootBercTBUM ¢ mpuKkazoM MUHHUCTEPCTBA CBSA3H U MACCOBBIX KOMMYHHKaNUH oT 25 nexkabpst 2014 r.
No 1494 «O6 yrBepxknaenun IlpaBun oOMeHa JOKYMEHTaMH B SJEKTPOHHOM BHJIE TNPU OPTraHHU3AIUU
UH(POPMALIMOHHOTO B3aUMOJICHCTBHS ...

B nensx opranuzanuu u npoBeaeHus: paboThl 10 IKCIEPTH3E EHHOCTU JIOKYMEHTOB, 00pa3yIoMINXCs
B JICATEILHOCTH OpraHU3allMk, ¥ OTOOPY MX s Iepelaud Ha XpaHEHHWEe B apXuUB OpPraHM3allUd U K
YHUUYTOXKEHHUIO ...

3.22. PacnopsauTenbHas 4YacTh NpHKa3a HAYMHAETCS CIOBOM « I P M K a3 bl B @ 0 », KOTOpOE
MI€YaTaeTCs] CTPOUHBIMU OyKBaMU BPa3psIKY.

PacrniopsiuTenbHas 4acTb MOXKET COJIEPHKATh:

e peueHus OpraHu3allMOHHOIO Xapakrepa (yTBEpAWUTb, CO34aTh, MpeoOpazoBaTh, JIUKBUINPOBATH,
IpU3HATh YTPATUBLIUM CHUITY);
*  KOHKPETHBIC MMOPYUEHUS C YKa3aHHUEM UCIIOJHUTENS (MCIIOTHUTENEH) U CPOKOB UX BBIOJHEHUS.

3.23. Kaxnoe pemenue (nmopydeHue) opopmisieTcss B NMpHUKa3e KaK OTIENbHBIA MYHKT. [IyHKTBHI
IpHUKa3a pacrojaraloTcs B JIOTUKO-BPEMEHHOH IMOCIEA0BATEIbHOCTH U HYMEPYIOTCS apabckumu nudpamu.
Ecnu mopydenue naercss KOHKPETHOMY IOJIPa3/IeICHUI0, €0 HAMMEHOBAHHE MTUIIETCS IMOJHOCTHIO, B CKOOKaX
YKa3bIBAIOTCA (haMUJIUS M MHULIMAIBI PYKOBOJIUTEIS MOApa3/iejeHHs] B MMEHUTEIbHOM najexe. Hampumep:

..IPpPHUKa3blBalW
1. Yopasnenuto obpazoBatenbHbix mporpamm (Gamumnus 1.0.) k 01.11.2022 noaroToBUTh U IpEeACTaBUTH HA

YTBEP)KJCHHE TUIaH y4eOHO-MeToanYecKor paboTsl Ha 2023 ro.

Ecnu nopyuenue naercsi KOHKPETHOMY HUCIOJIHUTEINIO, €ro JODKHOCTh M (paMUITus yKa3bIBatoTcs 0e3
cKOOOK B TaTenpHOM Tanexe. Hampumep:
2. 'maBHoMy Oyxrantepy (Pamunus M.0.) moAroTOBUTH U MPEACTABUTH HA PACCMOTPEHUE U YTBEPKICHHE
CMETY KOMaHAMPOBOYHBIX pacxooB Ha 2023 roa B cpok a0 30.11.2022.

[IpenmuceiBaemMoe JeiicTBHE BBIpa)kaeTCs IJIarojioM B HeompeaeneHHoi ¢opme. He momyckaercs
ynoTpeOIsATh HEKOHKPETHBIE BHIPAKEHUS TUIIA «YCUIUTH», KyCKOPUTHY», «OOECIEUNTh B KpaTuanIlIie CPOKH».

Ecnu onHOMY MCHOMHUTENIO HEOOXOAUMO MOPYYUTh HECKOJIBKO Pa3HbIX 33JaHUN C OAHHUM CPOKOM
BBITNIOJTHEHM I, OTBETCTBEHHBIN HCIIOJIHUTENb U CPOK UCIIOJIHEHHUS YKA3bIBAIOTCS OJJUH pa3 B OCHOBHOM ITYHKTE,
a MOPYYEHHUs BBLIEISIIOTCS B OTJENbHBIC MOAYHKTHI. ECiin y mopy4eHnii pa3Hble CPOKH UCIIOJHEHUS, CPOKH
YKa3bIBAIOTCS HE B OCHOBHOM ITYHKTE, a B K&JKJOM MOJAIYHKTE.

CpoK UCTIONHEHUS JJOJDKEH OBITh peabHbIM, COOTBETCTBOBATh 00bEeMyY HpeanoiaraeMbix padbot. [Tpu
YCTaHOBJIEHUH CpPOKa CIeAYEeT YUMTHIBATh BPEMsI IOBEICHUS JOKYMEHTA 10 KOHKPETHBIX UCIIOJIHUTEIIEH.

Cpok HCIIOJIHEHUS B IyHKTaX PAcHOpPsSIUTENIBHON 4acTH IIPHUKa3a HE YKa3bIBAETCSA B CIydasiX, €CIU
JEHCTBUSL HOCAT PETYJSpHBIA XapakTep M WX BBIIOJIHEHHWE NPEANUCHIBACTCA Ha BECh NEPUOA JEHCTBUS
npurkasa. KommuecTBo HCIIOMHUTENEH O KaX/IOMY ITYHKTY (IOJMYHKTY) He orpaHnunBaeTcs. OTBETCTBEHHBIH
UCIIOJTHUTEIIb YKa3bIBACTCSI MIEPBBIM.

Ecin mpuka3 OTMEHSIET MOJHOCTHIO WJIM YaCTUYHO PAHEE U3/IaHHBIE JOKYMEHTBI 110 TOMY € BOIIPOCY,
TO B [IPEAINOCIIETHEM ITYHKTE IpHKa3a HE0OX0AUMO UX NEPEUUCINTh C YKa3aHUEM HaUMEHOBAHUS JJOKYMEHTA,
€ro JaThl, HOMepa, 3arojoBka. Hanpumep:

4. IlpusHaTh yTpaTUBIINM cUly Tipuka3 oT 5 aBrycra 2015 1. Ne 175 «O06 yTBepKIeHHH KOMHCCHH
SKCIIOPTHOT'O KOHTPOJISE Y HUBEPCUTETAY.

[Tocneguuii NyHKT NpUKa3za - MOYHKT O KOHTPOJE, B HEM YKa3blBalOTCS JOJDKHOCTH JIMIIA,
OTBETCTBEHHOTO 32 HUCIOJIHEHHE JOKYMEHTA B 1IeJIOM, ero ¢haMuins 1 nHunuansl. Hanpumep:

5. KoHTpos1b 32 HCTIOIHEHUEM ITpHKa3a BO3jaraeTcs Ha MpopeKTopa no HayyHoil pabore @amumus U.0.

B oTnenpHBIX ciiydasix peKTop YHUBEPCUTETAa MOKET OCTaBUTh KOHTPOJIb 3a COOOM:

6. KoHTpoI1b 32 UCTIONIHEHUEM ITpHKa3a OCTABJIAIO 32 COOOiA.
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3.24. He BJIIO4aeTCs B TEKCT NMpHKa3a MyHKT «[Ipuka3 1oBecTH 10 CBEACHUS ...».

[Tonpa3zaenenus U JOKHOCTHBIE JIMIIA, 10 CBEICHUS KOTOPHIX HEOOXOIUMO TOBECTH MPUKA3, IEPEUUCIISIOTCS
B yKaszaTeye (JIUCTE, CIUCKE) PACCBUIKU, KOTOPBIA TOTOBUTCS WCIIOTHHTEIEM U MOXKET O(OPMISITHCS HA
000pOTHOM CTOPOHE MOCIEAHETO JUCTA MPUKa3a WM B HUYKHEH ero 4YacTH.

3.25. B mpukazax He JIOIyCKaeTCs:

* H3MEHEHHE PaHEe YCTaHOBJICHHBIX CPOKOB BBIIIOJIHEHUS 3aJJaHHUI B CTOPOHY UX YBEIHUCHUS;

* TMPUMEHEHUE TMPOU3BOJIHBIX COKPAIICHUH MM HWCKAXEHWE HAUMEHOBAHHH  CTPYKTYPHBIX
noapa3/ieICHU Y HUBEPCUTETA;

* TPUMEHEHHUE MPOU3BOJIBHBIX (HE OOUICTIPUHSTHIX) TEXHUYECKHX U JAPYTHX TEPMHHOB, COKPAIICHHBIX
CJIOB U HAMEHOBaHUH.

3.26. Ilpy HanuuuM TPWIOKEHWH B TEKCTE TMpPUKa3a B  COOTBETCTBYIOIIUX  ITyHKTax
PacCIOpSIUTEIILHON YacTH JAIOTCSA OTCBUIKH: ... (mpuiiockerue Ne 1); ... (mpumoskenume Ne 2); ... «COTJIacHO
NPUIIOKECHUIOY, Ha MPHIIOKEHIH OQOPMIISIETCS OTMETKA O TIPUIIOKEHUH:

[Ipunoxenue Ne 1 k npukazy ot
12.10.2020 Ne 215

W3nanue BMeCTe ¢ MPUKa30M MPUIIOKEHHM, HE YITOMSHYTHIX B TEKCTE TOKYMEHTA, HE 0MYyCKAeTCs.

Ecnu mokyMeHT, yTBEp>KACHHBIM IPUKa30M, BIIOCIEICTBHH ICHCTBYET B BHJIE CaMOCTOSTEIBHOTO
JIOKYMEHTA, Ha TIepPBOM JIMCTE JOKYMEHTA B BEPXHEM IMPABOM YTy MpocTaBiseTcs rpud yrBepxaeHus (mpu
HEO0OXOJUMOCTH, - C yKa3aHUEM HOMepa MPUII0KEHHMS ), HAIIpUMeEp:

(Muctpykims) YTBEPXIEHA
npuka3zom ot 22.01.2020 Ne 5

3.27. Pacnopsi:keHusi oQOpMIISIOTCS O TEM K€ MpaBUIIaM, YTO M MPHUKA3bl, 332 UCKIOUEHUEM TOTO,
YTO B KOHIE MpeamOynbl CTaBUTCS JIBOETOYME, IOCIIE YEro CIEAYIOT MYHKTHI PACHOPSIUTEILHOW YacTH.
PacrniopskeHust MOTYT HE UMETh IIpeamMOyIIbI.

3.28. Jlo mpencraBieHHS HA TMOANKCH IMPOCKT TpHKa3a (PacHOpsKCHHsI) COTJIACOBBIBACTCS C
3aMHTEPECOBAHHBIMU JIUI[AMHU B COOTBETCTBUH C TyHKTOM 4 MHCTpYyKIIMH.

3.29. [IIpwuka3 moAnuceIBaeT peKTOp Y HUBEPCUTETA WIIH JIUIO, UCTIOHSIONIEE €ro 00sI3aHHOCTH.

PacriopsbkeHue moIMUChIBaeTCs PEKTOPOM W/WIM UHBIMU YIOJTHOMOYEHHBIMU UM JIUL[AMH.

3.30. Komumu mpukazoB (pacmopspKEHHI) pacChUIAlOTCS B COOTBETCTBHU C yKaszareiaeMm (JINCTOM,
CIHCKOM) PacChUIKH.

DNeKTpOHHAs KOMHUS TpUKa3a pa3MeliaeTcss B COOTBETCTBYIomed Oasze maHHbIXx COJl unum Ha
odunuansHOM caiite YHHUBepcHUTETA.

3.31. [esiTeIbHOCTH MO COBMECTHO BHIPA0OTKe pellleHUil HA 3aceJaHUAX COBETOB, KOMHUCCHIA,
COBELIAHUSAX 0(hopMJIsieTCs] NPOTOKOJIAMM.

[TpoTokon cocTaBisieTcs Ha OCHOBAHWU JUKTO(OHHBIX (PYKONMMCHBIX) 3alUCEH, IPOU3BEIECHHBIX BO
BpeMsl 3acellaHusl, MPEACTABICHHBIX TE3MCOB JOKJIAJ0B W BBICTYIUIEHHUH, CIPaBOK, MPOEKTOB peEIIEHUt
(mocTaHOBNIEHUI).

[TpoTokon ohopmitsieTcst B TeUE€HHE OJTHOTO - TpeX JIHEH Mmocie MpoBeICHUS 3aceaHus, €CIIU CPOKH €ro
MOJATOTOBKU HE OTOBOPEHBI 0C000.

3.32. PexBu3uTaMH MNPOTOKOJA SBIAIOTCA: HAUMEHOBaHME OpraHM3ALMH, HAaUMEHOBaHHE BHJA
JIOKYMEHTA, 3arojloBOK K TEKCTy, JlaTa U MECTO 3ace/laHus, PEruCTPALlMOHHBIM HOMEp MPOTOKOJIa, TEKCT,
IOJTITHICH.

3.33. 3arojoBOK K TEKCTy MpPOTOKOJAa OTBEYAeT Ha BOMPOC «4ero?» W COACPKUT YyKa3aHue
noJipa3zieNieHusl WK OpraHa, AesiTeIbHOCTh KOTOPOTro NMpoTokonupyercs. Hanpumep:

*  IPOTOKOJ 3aC€IaHusl aTTeCTALlMOHHON KOMUCCUU
* IPOTOKOJ 3aceaHusl HAyYHO-METOINYECKON KOMUCCHUU.
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JlaToii mpoTokoiyia sABIAETCA JaTta 3aceqaHusd. Ecim 3acenaHue INMPONOIIKAECTCS HECKOJBKO [JHEH,
yKa3bIBACTCS JjaTa Hayaja 3acefjaHus U yepe3 Tupe - Aata okoHyanus: 12 - 13 mas 2020 r.

3.34. Tekct mpoTOKOJA JOJDKEH COCTOATh M3 JIBYX YacTeil: BBOAHON W OCHOBHOW. B BBOJHOI yacTu
IPOTOKOJIa YKasbiBaloTca GamMwinu mpeacenarens (IpeacenarenbCTBYIONIEr0); cekperaps; (haMuauu
YYaCTHUKOB, IIPUCYTCTBYIOLMX Ha 3aCE€AaHMM; JIULI, IPUTJIAIICHHBIX Ha 3aC€/laHue; IOBECTKA JIHS.

Eciu xonuuecTBO MPHUCYTCTBYIOIIMX Ha 3aceJaHMM MpeBbIIIaeT 15 dYenoBeK, B BBOJIHON YacTu
IIPOTOKOJIA JIETIAETCSI CChLIIKA Ha CIIMCOK, ABJIAIOIIMICSA HEOTHEMIIEMOI YacThIO ITpoTokoa. Hanpumep:
[IpucyrcrBoBaim: 25 4en. (CIMCOK IMPHIIaraeTcs).

BBojHas yacTh MpoTOKOJIA 3aKAaHUMBAETCS IIOBECTKON JHS, COAEpIKalllel IEPEYEHb pacCMaTPHUBAEMBbIX
BOIPOCOB, TMEPEYUCICHHBIX B TOPSAKE HX OOCYXKAECHHS C YyKa3aHHEM [OKJIaI4hKa IO KaxIoMy
paccMaTpruBaeMoMy Borpocy. Borpocs! moBecTku HS HOPMYIHPYIOTCS C IPEATIOTOM «O» («00»), IeuaTaroTcs
OT I'PaHULIbI JIEBOTO MOJSI U HyMEPYIOTCS apaOCKUMU LUPpaMU.

B ocHOBHOI "acTH MpOTOKOIa (PUKCUPYETCS X0/ 3aCeAaHusI.

3.35. IlonHbIi TPOTOKOI COAEPHKUT 3aMKUCh TOTO, YTO MPOUCXOAUIIO BO BpeMs 3acelaHMsl, BKIIIOYas
BOIPOCHl K JOKJIQJYUKy, OTBETbl HAa HHUX, BBICTYIUIEHHUS B XOJ€ OOCYXAEHMsSI BOIpPOCA, PE3YJbTaThl
TOJI0OCOBAHUS IO BOMIPOCY U MPHUHSTHIE PEIICHHUS.

KpaTkue nmpoTokosbl BeayTcs IPU PacCCMOTPEHMM BOIIPOCOB OINEPATUBHOIO Xapakrepa. B kparkom
poToKoJie GUKCUpyeTcs TeMa 00CcyXKIeHus, paMUIIUs JOKJIaTUUKa 10 BOMPOCY U MPUHSATHIEC PEIICHUSI.

3.36. OcHOBHast 4aCTh OJTHOTO MPOTOKOJIA COCTOUT U3 Pa3/IeIOB, MOCBSIIEHHBIX BOITPOCAM IIOBECTKH
JHS. XOJ paccCMOTpPEHHUsI KaXJIOro BOIIpoca 3amucbiBaeTcss B mociegoBarenbHoctu: CIIYIHAJIA -
BBICTYIINJIN - PELIWUJIN.

[ToctanoBieHue (pemieHre) B TEKCT MPOTOKOJIA BHOCUTCS MOJIHOCTHIO B TOM (hOPMYIHUPOBKE, KOTOpast
ObUTa IPUHATA HA 3aCeaHUM; NMPH HEOOXOAMMOCTH MPUBOISATCS MTOTH TOJIOCOBAaHUS: «3a - ..., IPOTHUB - ...,
BO3/IEPIKAIOCH - ...».

3.37. Ilpotokom 3acemaHusi MOMNUCHIBAaETCA TNpeacenareiaeM (TMPeaceaaTenbCTBYIOIMUM) U
CEKpeTapeM 3ace/IaHus, eClIi HHOe He ycTaHoBieHo JIHA.

3.38. Ilpum HeoOXOAMMOCTH KOMHH TPOTOKOJIOB WJIHM BBIMMHCKH W3 TPOTOKOJIOB PACCHUIAIOTCS
3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOM BHJI€ B COOTBETCTBUHU C YKA3aTEJIEM PACCHUIKH.

B Bhiucke M3 NOpPOTOKOJA JOJKHBI BOCHPOU3BOJIUTHCS BCE PEKBU3UTHI 3arojOBOYHOM dYacTu
MPOTOKOJIa, BBOJHAS YaCTh, BOIPOC MOBECTKH JHS, IO KOTOPOMY F'OTOBUTCS BBIMMCKA, U TEKCT, OTPAKAFOIIN I
o0cyKJieHIE BOIIPOCa U IMPUHATOE pELICHHUE.

3.39. JlenoBoe (ciyxeO0HOE) MUCbMO TOTOBUTCS Ha OnaHke muchMma. [Ipu cocTaBieHuH muceM
OQOpPMIISIFOTCSL PEKBU3UTHI: aJpecar, 3arojlOBOK K TEKCTY, TEKCT, MOAMHCh, OTMETKa 00 HCIOJHHUTENE, B
HEOOXOUMBIX CITy4asx - OTMETKA O MPUTIOKEHUH.

3.40. Eciu nuceMo SIBIISIETCSI OTBETOM Ha IMOCTYIMBIIHUI 3aITPOC WX MTPOCHOY, 3aMOTHIETCS PEKBUUT
«CCBUJIKA Ha PETUCTPALIMOHHBIN HOMEP U AAaTy NOCTYIUBILETO MMHUChbMay.

HaunmenoBanue Buaa nOKyMeHTa («IIMCBMO») W Pa3HOBUAHOCTh MUChbMa (HampUMep, «IIpocbOay,
«H()OPMAIIIOHHOEY, «COMPOBOIUTENBHOEY, «3aMMPOCY, KHATIOMUHAHUEY») B JIETOBBIX (CIIY)KEOHBIX) MUChMaxX
HE YKa3bIBAIOTCS.

Ecnu nmuceMo HampaBisieTcs ajipecary Mo dJIeKTPOHHOU MmouTe Wi 1o (akcy 0e3 TOCBUIKU IO MovTe,
BMECTO [TOYTOBOTO aJpeca yKa3bIBAaeTCs aJipec 3JIEKTPOHHOM MMOYTHI UM HOMEp TeredoHa-(pakca.

3.41. Jenoroe (ciry>ke0HOE) TUCHMO JTOJKHO OBITH TIOCBSAIIECHO OJTHOMY BOTpocy. Eciin HeoOXoaumMo
00paTUTHCS B OPraHU3AIMIO OJTHOBPEMEHHO MO0 HECKOJIBKUM BOIIPOCaM, PEKOMEHIYEeTCsl COCTABUTH OT/AEIbHOE
MACHMO TI0 KaXKJIOMY U3 HUX.

[TrucbMO MOXKET KacaThCsl HECKOJIBKUX BOIPOCOB, €CIIM OHU B3aMMOCBSI3aHBbI.

3.42. B oxHOM THChME HE JIOJDKHO OBITH 0OJIee YeThIPEX aapecaroB, MPHU STOM OCHOBHOW ajpecar
YKa3bIBa€TCs IEPBBIM, OCTAIBHBIM aJIpecaTaM MUCbMO HANPaBIseTCs AJis CBEICHHUS.
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[Tpu He0OXOAMMOCTH HAPABUTH MUCHMO OOJBIIEMY KOJIMYECTBY a/IpECAaTOB, TOTOBUTCS CITUCOK PACCBUIKH, U
MUChbMa PACCHUIAIOTCS MO CIUCKY.

3.43. Ilpu cocTaBneHHH JEJNOBBIX IHCEM HCIIONB3YETCS BCTYNUTENBbHOE OOpalleHue |
3aKJIIOUMTENbHAS STUKETHAs ¢pa3a B COOTBETCTBUU € MyHKTOM 2.2.9 MHCcTpyKUUU.

3.44. TexkcT mucbMa U3J1araeTcs:

* 0T l-ro auIa MHOXECTBEHHOT'O YHCTA (IIPOCHUM ...», «IIPEAJIATaeM ...», KHAIOMHHAEM ...»);

* OT 3-T0 JHIIa EAMHCTBEHHOTO YUCIa («YHUBEPCUTET CYMTAET BOSMOXKHBIM ...», «

YHUBEpCcUTET HE pacnojiaraeT BO3MOKHOCTBIO ...»).

3.45. Ecnu mpoekT aenoBoro (Ciy:keOHOTo) MHCbMa HAlpaBIIsIeTCs afpecary IO IMOYTe, MPOEKT
TOTOBUTCS B IBYX dK3eMIUIsIipax. Bropoii sxk3eMIuisip, mpeiHa3HaueH AJ1s1 BA3UPOBAHHUS.

HenoBoe (ciyxeOHOE) MUCBMO 1O TMPEACTaBICHUS HA MOMANKUCH JIOJDKHO OBITH COTJIACOBAHO
(3aBU3MPOBAHO) CO BCEMHU 3aMHTEpecOoBaHHBbIMHU JnllaMu. CorjacoBaHue (BH3MPOBAHUE) NIEJIOBBIX IHCEM
IPOBOJUTCS B COOTBETCTBUH C MyHKTOM 4 MHCTpyKIHH.

3.46. [enoBoe (cnyxeOHOE) MHCHMO TOJIUCHIBACTCS PEKTOPOM YHHBEPCUTETa WM HWHBIM
YIIOJIHOMOYEHHBIM WM JHIoM. [loamnucanHoe nenoBoe (Ciy)keOHOE) MHCHMO TOJICKHUT PETHUCTPAMUA U
OTIIPaBKe.

He nomyckaercs oTmpaBisiTh agpecaTaM NUCbMa, HE MMEIOIINE IaThl U PErHCTPAlMOHHOTO HOMEPA.

3.47. Tlocne mnoamucaHus TUCbMAa M €r0 PErucTpaluy dSK3EMIUIAp TMHCbMa C BHU3aMU
3aMHTEPECOBAHHBIX JIUI] TIOMEIIAETCS B JIEIIO.

3.48. AKTBI COCTaBISIOTCA Ha OCHOBE YTBEPXKACHHBIX OpraHaMH BJIAacTH YHHU(PHUIIMPOBAHHBIX (HopM
WIN B CBOOOJHOHM (pOpME B IIEIISX MOATBEPKACHUS (PaKTOB, CBSI3AHHBIX C JIEATEILHOCTHIO Y HUBEPCHUTETA.

3.49. Ilpum cocraBieHHH aKTOB MCHOJB3YIOTCS PEKBU3UTHI: HaWMEHOBaHHE OpraHU3allUU;
HaMMEHOBAHKE BH/IA JIOKYMEHTA; AaTa JOKYMEHTa; pETUCTPAIIHOHHBIA HOMEP JIOKYMEHTA; 3ar0JIOBOK K TEKCTY;
MOJIMHUCH.

3.50. JlaToii akTa sIBNsieTCA AaTa COCTABICHHS aKTa M IMOAMUCAHUS €ro cocTaBuTessiMu. Ecin
dbopMoil akTa MPeayCMOTPEHO €ro YTBEPHKJIEHUE PEKTOPOM Y HUBEPCUTETA WIIM UHBIM YIIOJTHOMOYEHHBIM
JOJDKHOCTHBIM JIMIIOM, JIaTOW aKTa SIBIISICTCS J]aTa €r0 YTBEPKICHHUS.

3.51. B BBOJHOI1 UaCTH aKTa B MIMEHUTEIHLHOM MaJIeKe YKa3bIBAIOTCS:

* OCHOBaHHME COCTaBIICHHs aKTa (JOKaJbHBIH HOPMATHUBHBIA aKT; pACHOPSIUTENFHBIA JOKYMEHT
VYHuBepcutera (npukas, pacrnopsbkeHue); (akT HiIuM coObITHE, TOCIY)KHUBIIEE OCHOBAHUEM IS
COCTaBJICHUS AKTA);

* COCTAaBUTENM aKTa (mepeyucistoTcss mnocie cinoBa «CocTaBieH» ¢ YKa3aHUEM JOJDKHOCTEH,
HAaMMEHOBAHWUN OpPTaHU3AIHiA, €CIIM COCTABUTEINN SIBJISIOTCS TPEACTABUTEISIMHU JIPYTOil OpraHu3aIny,
dbamMunuii 1 THUIHATIOB).

Ecnn axkT cocraBiieH KoMHccHeH, MEepBONM yKas3bpIBaeTCs (pamMuiivsg Npeacenareiss KOMUCCHH, 3aTeM
YJIEHOB KOMHCCUU B aJI(haBUTHOM TNOPSIKE.

3.52. B Tekcre akTa M3NararoTcs e U 33J]a4d COCTaBJICHUS aKTa, CYIIHOCTb, XapaKTep, METOABI U
CPOKH NpOJIeJIaHHON paboThl, €€ pe3yJbTaThl.

[Tpy HEOOXOIMMOCTH aKT MOXKET COJIEPIKATh BHIBOJIBI M PEKOMEH/IAIIHH.

B 3aiimtounTenbHOM 4acTH akTa YKa3bIBAIOTCS KOJUYECTBO MOATOTOBJIEHHBIX 3K3EMIUIIPOB aKTa U
MECTOHAXOXKJICHUE KaXIOro SK3eMIuisipa. KolndecTBO JK3eMIUIIPOB aKTa OINPENeNsieTcs KOJIUYECTBOM
CTOPOH, 3aMHTEPECOBAHHBIX B €T0 COCTABIICHHUH, WM HOPMATUBHBIMU TPEOOBAHUSIMH, PETIAMEHTHPYIOITUMH
COCTaBJIEHHE aKTOB KOHKPETHOM pa3HOBUHOCTH.

3.53. Dk3eMIUIApBl aKTa MOAMUCHIBAIOTCS BCEMH WICHAMH KOMHUCCHH (€CIH aKT COCTaBIISIICS
KOMHCCHUEH) WIIM COCTAaBUTEISIMU U, TPU HEOOXOAUMOCTH, IPUCYTCTBOBABILIUMHU JIUIIAMH.

[lpn moamucanuy akTa TMpeacenaTesieM W WieHaMH KOMHCCHH HaWMEHOBAHHS WX JIOJDKHOCTEH He
yKa3bIBAIOTCSI.
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Oco0oe MHEHHE COCTABUTEIS aKTa M3JIaracTcsl Ha OTIEIHLHOM JIMCTE, TIOIITUCHIBACTCS U TIPUIIAraeTcs K
aKTy.

3.54. Ecmu 3akoHomarenscTBOM Poccuiickoit ®enepanuu MpeaycCMOTPEHO O3HAKOMIICHHE C
COJIep’)KaHUEM aKTa JIUI, YIIOMSHYTHIX B aKTe, MOJ MOJAINUCH, HA MOCIEAHEH CTpaHHIle aKTa MPOCTABIISETCS
o3HaKOMUTeNbHAs Bu3a «C akTOM O3HAKOMJICH(BI)», MPU 3TOM YKa3bIBAIOTCS HAUMEHOBAHUS IOJDKHOCTEH,
JUYHbIE TOJMUCH, PACHIM(PPOBKH TMOIANUCEH, IaThl O3HaKOMJeHHsS. JIula, KOTOphle 3HAKOMSTCS C
COJIep’)KaHUEM aKTa, UMEIOT MPAaBO HE COTJIACHTHCS C COJACPKAHMEM aKTa B IICJIOM WM €T0 OTICIbHBIMHU
MOJIO’KEHUSMU, YTO JIOJDKHO OBITh 3a()MKCUPOBAHO MPU O3HAKOMJICHUH C aKTOM.

3.55. Jlokmagnas (ciyxeOHas) 3amUCKa HCIIONB3YeTCs MJIsi ONEPAaTUBHOTO HH(GOPMAIIMOHHOTO
oOMeHa MEXy CTPYKTYPHBIMU HOJIpa3AeICHUSIMU U PYKOBOACTBOM.

3.56. OOs3arenbHBIMU PEKBU3UTAMU JTOKJIAJHOMN (CITyKEOHOM) 3alMHUCKH SBISIOTCS: HAUMEHOBAHUE
CTPYKTYpPHOTO MOApa3/ieleHNs, HANMEHOBaHUE BUAA JOKYMEHTa (OKJIagHas 3alUCKa, CIy>KeOHasl 3amucKa),
JaTa, 3aroJIOBOK K TEKCTY, aJipecar, TeKCT, O ITUCh.

3.57. Ilpu aapecoBaHMM JOKJIATHBIX (CIY>KEOHBIX) 3alHMCOK YKAa3bIBAIOTCS B JATEIBLHOM MaJexKe
JOJKHOCTB JIMIIA, KOTOPOMY aJIpecOBaH JOKYMEHT, pamMuvs U HHUIHAIsl. Hanpumep:

[TpopekTopy Mo Hay4HO-UCCIIEA0BATEILCKOM paboTe

PsanoBy A.A.

3.58. oxmagnbie (cmyeOHbIE) 3alHMCKH MOTYT COCTaBISATHCS, PACCMATPUBATHCA M XPAHUTHCSA B
TEYCHHE YCTAHOBJICHHOTO CPOKA MCKIFOUYUTEIIBHO B 3JIEKTPOHHOM BHjie B CO/I.

3.59. Tekct noxmamHoOi (ciykeOHOI) 3aMUCKH, B 3aBUCHMOCTH OT CIOKHOCTH COJIEP)KaHUS U
MPUBOIUMON apTyMEHTAIIMH, COCTOUT U3 OJHOM, IBYX WJIM TPEX YaCTCH:

* B IEpPBOH YaCTH U3JAraloTCs MPUUMHBIL, (DaKThI HIIM COOBITHS, TOCTYKUBIINE TIOBOJAOM IS

COCTaBJICHUS JIOKYMCHTA;

* BO BTOPOH YacCTH JaeTCs aHAJINU3 CIOKUBILEICS CUTYaIllH, BO3MOKHbBIEC BAPUAHTHI €€ PELICHUS;
* B TPEThEH YaCTH M3JIAratoTCs BBIBOJIBI.

3.60. Perucrtpanus AOKIAJAHBIX M CIY)KEOHBIX 3alHCOK, COCTaBJICHHBIX B 3JEKTPOHHOM BHJE,
ocymectisiercs B CO/I.

3.61. JlenoBble muchbMa, HampaBisieMble 3apyOeKHbIM KOPPECHOHJEHTaM, 0(OpMIIIOTCS Ha OJlaHKe
MUChMa OPTaHU3AINH C PEKBU3UTAMHU HAa PYCCKOM U OJTHOM W3 HHOCTPAHHBIX S3BIKOB.

3.62. Ilucbmo, HampaBisieMoe 3apyOeKHOMY aJipecary, COCTABISETCS Ha PYCCKOM SI3BIKE, POXOAUT
COTJIACOBAaHUE CO BCEMH 3aWHTEPECOBAHHBIMH JIIIAMU OPTaHU3AIlNH, IOCIIe Yero MHChbMO IEPEBOJUTCS HA
OJIMH U3 MHOCTPAHHBIX SI3BIKOB (SI3bIK aJipecaTa WM aHTIMHCKUN S3bIK) U 0dopMIIsieTcsl Ha OllaHKe MHChMa,
MpeTHa3HAYCHHOM JJTSI TIEPETIUCKH ¢ 3apyO0eKHBIMU KOPPECTIOHICHTAMH.

[TonnuHHUK TUChMa, 0(OPMIICHHBIN Ha OJJHOM U3 MHOCTPAHHBIX S3BIKOB, JOJKEH OBITh UACHTUYEH 10
COJIEPIKAHUIO PK3EMILIAPY Ha PYCCKOM SI3BIKE ¢ BU3aMH 3aMHTEPECOBAHHBIX JIHII.

3.63. Ha moamuch pyKOBOOUTENIO MPEACTABISIIOTCS: OK3EMIUIAP MUChMa  3apyOeKHOMY
KOPPECTOHIEHTY, O0(OpMJICHHBIA Ha OJIaHKe, KOMHWS JAHHOTO MHUChMa C BH30WM HCIIOJIHHUTENS, IK3EMILIP
MUChMa Ha PYCCKOM SI3bIKE C BU3aMHU 3aUHTEPECOBAHHBIX JIUII.

3.64. Tlociie moamucaHus MUChMa PYKOBOIUTEIIEM WIJIA HHBIM YIIOJTHOMOYECHHBIM MM JTUI[OM:

*  DK3eMIUISIp MUchMa, 0hOpMIIEHHBIN Ha OJaHKe, MOAMMCAHHBIN PYKOBOIUTENIEM U
3apETHCTPUPOBAHHBIN B OT/IENIE JCIIONIPOU3BOICTBA, HAIIPABIIACTCS ajipecary;
* KOMWS IMMChMa C BU30H MCIIOJTHUTENIS M SK3EMILUISAP MHUChbMa, COCTABIICHHBINA Ha PYCCKOM SI3BIKE, C

BH3aMH 3aMHTEPECOBAHHBIX JIUI] IOMEIIAIOTCS B JIENO.

3.65. Tlucebma, HampaBsieMbIe 3apyOeKHBIM aJipecaraM, JIOJDKHBI UMETh PEKBU3UTHI: ajJpecar, Jara,
PETUCTPALIMOHHBINA HOMEp, TEKCT, TTOAMHUCH.
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[Tpr HEOOXOIUMOCTH MOTYT O(DOPMIISATHCS PEKBU3UTHI «CCBUIKA HA PETMCTPALIMOHHBIA HOMEp M JaTy
MOCTYMHBIIIETO MUChbMa» U «3arojioBOK K TeKCTy». Ha konuu nucbma, nmomeniaeMoil B €10, TOMOIHUTEIBHO
IPOCTABJISIETCS OTMETKA 00 MCIIOJTHUTEIE.

3.66. PexBusut «agpecar» opopMiseTCs CIpaBa IO PEKBU3UTaMU OJlaHKa. AJpecaToM MHChMa
MOYET OBITh OpraHU3aIys WIK KOHKPETHOE JIUIIO.

Ecnu nuchMo afpecoBaHo opraHuzaliyy, CHayaa 1aeTcsl eée HAaMMEHOBaHKE, 3aTEM - IOYTOBBIN aJipec B
II0CJIEI0BATEILHOCTU: HOMED JIoMa UJIU 37jaHusl, Ha3BaHUE YJIMIIbI; HA3BaHUE TOPOAA; CTpaHa.

Kaxxaplii anmeMeHT agpeca numieTcs Ha OTAeNIbHOM cTpoke. HazBanue roposa, Kak mpaBuiio, eyaraercs
nponucHbIMU OykBamu. Hanpumep:

Brook & Son Toymakers 61 - 71
Steel Street BRIDGETOWN
BR61 7RE U.S.A.

Cnosa Avenue, Street, Place u uHbie B ajjpece NHUIIYTCs C MPOIHUCHON OYKBBI.

[Tpu odopMIeHHH TOYTOBOTO aapeca 3apyO0eKHbIM KOPPECTIOHIEHTaM IMyHKTYyallusi He TPUMEHSIETCS.

[Tpu agpecoBaHuM NMuUceM HEOOXOAMMO YUYUTHIBATH TPAIULUH, XapaKT€pHbIEC JJIS OTICJIbHBIX CTpaH
(mampumep, B BenukoOpuranuu nocie ykazaHusi Topojia MOXeT ObITh yka3aHo rpadcerso, B CIIIA - Ha3Banue
mTarta).

Ecnu B Ha3Banuu Gupmbl nprcyrcTByeT damuius iuna (Hanpumep, W. Edward & Co., Ltd), nepen
Ha3BaHUEM (DUPMBI IPUHATO CTABUTH CI0BO MeSSIs (cokpaienue ot Messieurs - rocmosa).

Ecnu nuceMo agpecyercst KOHKPETHOMY JIUILY, TIepe] Ha3BaHWEM OpraHU3alliu YKa3bIBAIOT (paMUITUIO
U JIOJDKHOCTb paOOTHUKA WM €TI0 JOHKHOCTD.

Hanpuwmep:
Mr. Andrew Roach Sale
Manager Super Toys Ltd
Chatfield Road NEWTOWN
NeE12 OLD U.S.A.

3.67. B muceMax 3apyOeXHBIM agpecaraM Jata OpOpPMIISETCS CIOBECHO-IIM(PPOBBIM CIIOCOOOM B
NIOCJIE0BATENBHOCTH: IEHb MECS1a, MECALL, TOJ.

Hampumep: 24 suBaps 2019 r.

[Ipu cocTtaBneHMM MUCbMa Ha AHIJIMHCKOM S3bIKE JoNyckaeTrcs odopmieHue naaThl B
MIOCJIEIOBATEIBHOCTHU: TO/I, Mecsll, 1eHb Mecsia. Hampumep: 2019, January 24.

3.68. B nuceMax 3apy0eXHBIM aJipecaTaM HCIOJIb3YIOTCS BCTYIUTEIbHBIE 00pALeHNS 110 JJOKHOCTH
unu no pamwmnu anpecata. Hanpumep:

*  YBaxaeMmslii rocnioiuH TOproBelil COBETHUK!
« YBakaeMblii rocioguH AHTEN0B!
3aKaHYMBAETCS MMCbMO 3aKJIIOUYUTEIHLHON 3TUKETHON (Ppazoil «C yBaxeHueM, ...».

4. CoriiacoBaHue NPOEKTOB 10KYMEHTOB.
IMoanucanue (yreep:KaeHue) NpPOeKTOB JOKYMEHTOB

4.1. CornacoBaHue MPOEKTa AOKYMEHTA MPOBOJUTCS IO €r0 MOAINUCAHHUS PYKOBOJIUTENIEM B LEJAX
OIICHKH COOTBETCTBHS ITPOEKTA 3aKOHOAAaTeNbCTBY Poccniickoit @enepanni, JOKaJIbHBIM HOPMAaTUBHBIM aKTaM
VYHuBepcurera, kadectsa U 3¢ (HEKTUBHOCTH MPEJIaraeMoro pereHusl.

CornacoBaHue MPOEKTa TOKYMEHTa OPTaHU3yETCsl HEMOCPEICTBEHHBIM UCTIOIHUTENIEM (COCTaBUTEIIEM)
U PYKOBOJUTENIEM TMOAPA3ACICHUSA-UCIIOIHATEN W TPOBOAUTCS B Mpelenax YCTaHOBIEHHOIO CpOKa
UCIIOJIHCHHSL.
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4.2.  CornacoBaHue MPOEKTOB JOKYMEHTOB MOXKET OCYLIECTBIATHCA B aBTOMAaTH3UPOBAHHOM PEKHME
IOCPEJCTBOM HAIpaBICHUs IMPOEKTOB JOKYMEHTOB JIMLAM, HA3HAYCHHbIM B KayeCTBE COIJIACYIOIIUX, U
odopmiieHus pe3yabTaToB cornacoanust B CO/I.

CornacoBaHue MpPOEKTOB JOKYMEHTOB MOXET OCYIIECTBIATbCA IOCPEACTBOM  O(OPMIICHHUS
UCTIOJIHUTENIEM JIUCTa COTJIACOBAaHUS C PE30JIONMSAMHU JIMIl, YYaCTBOBABIIMX B COTJIACOBAHMU IPOEKTA
JIOKYMEHTA.

4.3. CoriacoBaHue TPOCKTOB JOKYMEHTOB C pPa0OTHUKAMH YHHBEpPCHTETa W/HIN APYrHMHU
OpraHu3alUsIMM OPraHU3yeT MCIIOJHUTENb IOC/IE COINIacoBaHMs B paboyeM IOpsAKe MPOEKTa JOKYMEHTa C
PYKOBOJIUTENIEM CTPYKTYPHOTO MOJIPA3/ICICHUs M B COOTBETCTBUU C HHCTPYKIMEH IO IEIIONPOU3BOJICTBY HITU
UHBIMHU JIOKaJIbHBIMM HOPMATHBHBIMH aKTaMM, PETyIUPYIOIMMHU IPOLECC COINIACOBaHMUSA (BU3MPOBAHUA)
IPOEKTOB JOKYMEHTOB.

4.4. TIpoeKTbl JOKYMEHTOB COIJIaCYIOTCSI:

*  HEMOCPEACTBEHHBIM HCIIOJIHUTENIEM U PYKOBOIAHUTEIEM MOIPA3ICICHUS-UCIIOTHUTEIS;
*  COUCHOJHUTEIAMH (IIPU UX HATMYUH);
*  DPYKOBOIMTEISIMH CTPYKTYPHBIX TMOJpa3/eleHuii, pabOTHUKaMU OpraHU3alllH, HalpaBICHUS

JEeSITeIbHOCTH W/UIM (YHKIMOHAJIbHBIE 0053aHHOCTH KOTOPBIX 3aTPAaruBalOTCs B MPOEKTE JOKYMEHTA

W/WIIN KOTOpBIE yKa3aHbl B MPOEKTE JOKYMEHTa B KayecTBE HCIIOJIHUTENEH (B cCllyuae BPEMEHHOTO

OTCYTCTBUSL PYKOBOJIUTENS MOApA3JeNeHUs] HNPOEKT JOKYMEHTa BH3UpPYET JIMLO, BPEMEHHO

UCTIOJTHAIONIEE €ro 00513aHHOCTH);

*  [POPEKTOpaMU, KypUPYIOLIMMHU 3aTPOHYThIE B POEKTE JOKYMEHTA BOIIPOCHI;
*  IOPHIUYECKUM OTAEIIOM;
*  OTJEJIOM JeJIONPOU3BOCTBA U OPraHU3alMOHHOM paboThI.

[TpoeKTsl AOKYMEHTOB, peaiu3alsi KOTOPBIX TpeOyeT (PMHAHCOBBIX 3aTpaT, COTJIACOBBIBAIOTCS C
IUIAHOBO-3KOHOMUYECKHUM OTJIEJIOM U IJIaBHBIM OyXTaiTepoM.

He nonyckaercst HampaBIisiTh Ha COTJIAaCOBAaHHME MPOEKT JOKYMEHTa OJHOBPEMEHHO JIBYM WM Oolee
pabOTHUKAaM OJIHOTO CTPYKTYPHOIO MoOJpa3jeneHus. B kayecTBe jMll, COINIAaCylOIUX MPOEKT JOKYMEHTa,
JIOJDKHBI BBICTYIIATh MPEUMYIIECTBEHHO PYKOBOJAUTENH CTPYKTYPHBIX TOAPA3IeIICHHH.

45. BHemHee coriacoBaHHe IPOEKTa JTOKYMEHTA OCYILECTBIIETCS IOCPEACTBOM HaMpaBiIeHUs
NpOeKTa B JPYIYI0 OpPraHHM3al{I0 C COMPOBOAUTENFHBIM ITHCHMOM, B KOTOPOM YKa3bIBa€TCS CPOK
COI'JIACOBAHUS.

4.6. CpoKHM COTTacoBaHUs JOKYMEHTOB YCTaHABIMBAIOTCS WHCTPYKIHMEW MO JIEIONpPOU3BOJICTBY
W/WJIN UHBIMU JIOKAJIbHBIMU HOPMAaTHBHBIMU aKTaMH B 3aBUCMOCTH OT BHUJIa JOKYMEHTa U 00beMa JJOKYMEHTa,
BKJTIOYAst MPUIIOKEHHS K Hemy. CpOKH COTIIacOBaHMsI JOKYMEHTOB COCTABIISIOT:

*  TPOEKTHI AETOBBIX (CIyXkeOHBIX) muceM - 1 - 3 pabouux aHs;

*  TPOEKTHI IPUKA30B 0e3 MpUIIoKeHnH - 1 - 3 pabodmx JHS;

*  MPOEKTHI IPUKA30B C MPUIOKEHUSIMHU CIIPABOYHOI0 XapakTepa - 3 - 5 pabouux J1Hel;

*  TPOEKTHI MPUKA30B C MPUIIOKEHUEM JIOKATLHBIX HOPMAaTHBHBIX aKTOB B 3aBUCUMOCTH OT HX 00beMa (He
6onee 50 ctpanun) - 5 - 10 pabouux aHeH;

. NPOEKTHl JIOKAJBHBIX HOPMATHUBHBIX aKTOB, YTBEPKIAE€MBIX HETMOCPEIACTBEHHO TOAIHCHIO
pykoBoauTens (He Oonee 50 cTpanul) - 5 - 10 pabouux nHei;
. MPOEKThl MPOTOKOJIOB 3acelaHuil (CoBellaHWi) MpU HEOOXOIMMOCTH HMX COIJIAaCOBAHUS, B

3aBUCHMOCTH OT 00beMa JTJOKyMeHTa - 1 - 3 paGounx gHsl.

Cpoxku corimacoBaHUsl IPOEKTOB JIOKYMEHTOB, HAPAaBIIIEMbIX Ha BHEIIIHEE COTJIACOBAHUE HE JIOJKHBI
cocTaBysITh Oosee 30 KameHIapHBIX JHEH.

B KOHKpETHBIX cay4asix B 3aBUCUMOCTH OT COJICPKAHUS U Ha3HAUYECHMSI IOKYMEHTa CPOK COTIacOBaHUs
MOXXET OBITh COKpaIlleH WM YBEJIMYECH TI0 PEIICHUIO PYKOBOJIWTENS, KYPHUPYIOIIETO HalpaBlieHHE
JeATEIbHOCTH, 10 KOTOPOMY TOTOBUTCSI TPOEKT PELLICHUS.
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4.7. Odopmnenue pesynbratoB cornacoBanus JIHA wu  pacnmopsguTenbHBIX — JTOKYMEHTOB
OCYILECTBIISICTCSI B BUJE BHU3, IPOCTABISIEMbIX 3aMHTEPECOBAHHBIMU JIMLIAMU Ha IOCJIEJHEM JIUCTE MPOEKTa
JIOKYMEHTA (Ha €ro JIMLEBON Wi 000OPOTHOM CTOPOHE) UM Ha OTJEIBHOM JINCTE COITIACOBAHMSL, SIBIISIOLEMCS
HEOThEMJIEMOH YacThio JoKyMeHTa. OTMETKH O coriacoBaHuu (rpud corinacoBaHus U BU3bI) OOPMIISIOTCS B
COOTBETCTBUM ¢ yHKTamu 2.2.7, 2.2.11 UucTpyKkuuu.

[Tpu cornmacoBaHuM AEIOBBIX (CIYKEOHBIX) MUCEM BHU3bI MPOCTABIIAIOTCSA HA KONUU NMUCbMa (BU30BOM
AK3EMILISP), KOTOPBIN MOCHE MOANUCAHUS MOJJIMHHUKA [TMCbMa U €r0 PErHCTPALMU TOMEIIAETCS B JIEJ10, WIH
Ha 000poTe MOAIMHHUKA NHCbMa, €CJIM MUCbMO HAIpPaBJISIETCs ajpecary 1o (akcy WM JIEKTPOHHOU modre.
OTOT XK€ SK3eMIULIp MHCbMa IOCIE OTIPaBKU ajpecary (mo ¢akcy WIM S3JCKTPOHHOW MOYTE B BHUJEC
3JIEKTPOHHON KOIHM) TOMELIAETCs B J1EI10.

[TpoekThl IPOTOKOJOB BU3HUPYIOTCS JIMLAMH, BBICTYNAaBIIMMM HA 3aCEJaHUU (COBEILAHUHU) IIyTEM
IPOCTABJICHHUS BM3bl Ha JIEBOM II0JI€ JOKYMEHTAa HAIPOTHB 3alMCH BBICTYIUICHUS COOTBETCTBYIOILEIO
paboTHHKA.

4.8. CoryiacoBaHue IMPOEKTOB JOKYMEHTOB MoxeT ocymecTBiuiTbess B COJl. [locne 3aBeprieHus
IpoLeaypbl corjacoBaHusi (IpU CO3JaHUM MOJAJUMHHUKA JOKyMEHTa Ha OYMaXHOM HOCHUTENE) JIUCT
corylacoBanusi pacredarsiBaercss u3 COJl, mpukiaabBaeTcs K HNPOEKTY JOKYMEHTa M MpEeACTaBIsIeTCs Ha
HOJIUCH PEKTOPY YHUBEpCUTETA (MHOMY YIIOJTHOMOYEHHOMY UM JIMILY).

CornacoBaHue BHYTPEHHMX JOKYMEHTOB, CO3JlaHME, XpaHEHHE M MCIIOJIb30BAaHHE KOTOPBIX
ocymiectBisiercs nocpeacrsom CIJI, mpoBoautcst B CO/] B 2IeKTPOHHOM BHUJIE.

ITpu cornacoBaHuU MPOEKTOB BHYTPEHHHMX JOKYMEHTOB, CO3JJaHHBIX Ha OyMa)KHOM HOCHTEINE, BU3bI
IPOCTABJISIFOTCS] HEMIOCPEICTBEHHO HA IPOEKTE JOKYMEHTA.

4.9. Ilpu BHEIIHEM COIJIACOBAHUH, MOJYYEHHOM IHCbMOM, WU COIJIACOBAHUU INPOEKTa JOKYMEHTa
KOJUIETHAJILHBIM (COBEIIATEILHBIM) OPTaHoOM C (PUKCAIIUEH PElIeHUs O COTJIACOBAHUH B IIPOTOKOJIE 3aCETaHUS
UCIIOJIHUTENb O(OpMIIsIET Ha MPOEKTe AOKYMEHTa WM B JIUCTE€ COIVIACOBAHUS TIPHU( COIJacoBaHHs B
coorBeTcTBUM ¢ myHKTOM 2.2.11 WHCcTpykumu. Ilucema o corjacoBaHuM (BBIIMCKAa W3 MPOTOKOJIA)
HpUJIararoTcs K MPOeKTy JOKYMEHTA.

4.10. B xozxe coriacoBaHMs NMPOEKTa JOKyMEHTa paOOTHUK, COIIACYIOUIUI JTOKYMEHT, MPUHUMAET
OJIHO U3 CIEAYIOIINX PELICHUN:

*  corjacoBaTh IPOEKT JOKyMEHTa 0e3 3aMevaHuii;

*  COIJIacoBaTh NPOEKT JTOKYMEHTA C 3aMEYaHUSIMY;

*  OTKJIOHWUTb IPOEKT JOKYMEHTAa;

* yKasaTh, YTO HE MMEET OTHOLIEHHS K MPOEKTY JAOKYMEHTa (pacCMOTpPEHHME BOINpPOCa, 1O KOTOPOMY
NPUHUMAETCS PELIEHUE, HE BXOIUT B 00513aHHOCTH PaOOTHHKA).

BospaxeHnus 1o npoekTy npukasa (pacnopsbKeHus), BOSHUKAIOLIME TP COTIaCOBaHUHU, U3JIararoTcs B
JIMCTE COTJIacOBaHMUs, KOTOpas Mpujaraercs K IpoeKkTy, uiau BHocutes B CO/I.

Ecin mpoekT JOKyMEHTa COINIACOBaH C 3aMEYaHMSIMH, 3TO O3HAYaeT, YTO 3aMEUaHUs HOCAT PENAKIIMOHHBIN
XapakTep, U MOcJie UX MPUHITHS UCIIOJIHUTENIEM IPOEKT He TpeOyeT MOBTOPHOIO COTJIACOBAHUSI.
[TpoekT JOKyMeHTa OTKIIOHSETCS JTUL[OM, COTVIACYIOLIUM JTOKYMEHT, B CIIy4asiX:
*  HaJIM4uA CYLIECTBEHHBIX 3aMEUaHUI MO MPOEKTY TOKYMEHTA;
*  HECOIJIACHs C IPOEKTOM JIOKYMEHTA.

4.11. HecormnacoBaHHBI NMPOEKT AOKYMEHTa TpeOyeT NopabOTKH MO BBICKA3aHHBIM 3aMEYaHMsIM,
nepeoopMIICHHS U TOBTOPHOTO COTJIACOBAHMS.

4.12. Ecau npu 1opaboTKe NMpoeKTa JOKYMEHTa HCIIOJHUTENb MIPUHUMAET PElIeHNe He YUYUTHIBATh
3aMevaHue (3aMeuaHus) Juna (JuIll), y4aCTBOBABIIMX B COTJIACOBAHWHU, UCIIOJHUTEIEM TOTOBUTCS PEeCTp
HEYUYTEHHBIX 3aMEYaHUl, KOTOPBIIl BMECTE C MMPOEKTOM JOKYMEHTA MPEACTABIAETCS PEKTOPY Y HUBEPCUTETA
WM MTHOMY YTIOJTHOMOYEHHOMY MM JOJKHOCTHOMY JIMILY, OJAIMUCKHIBAIOIIEMY (YTBEPKAAIOIIEMY) JOKYMEHT.
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Peectp HeyuTeHHBIX 3aMeyaHM TOANMCHIBAETCS PYKOBOJIUTENIEM CTPYKTYPHOIO IOJpa3AeieHUs -
VCIIOJIHUTEIIS.

4.13. Pemenue o TOM, NPUHUMATh WIM HE NPUHUMATh HEYYTEHHbIE 3aMEYaHUs HPUHUMAET
PYKOBOAMTEIIb.

B cinydae ecaum pykoBOAMTENb INPUHMMAET pPEIIEHHME O HEOOXOAMMOCTH YYECTh 3aMedyaHMs,
OTKJIOHEHHBIE MHCIIOJHHUTEIEM, MCIIOJHUTENb JOpadaThIBACT IPOEKT JOKYMEHTa B COOTBETCTBHU C
BBICKA3aHHBIMU 3aMEYaHUSIMHU.

Ecnun pykoBoauTens corjamaercs ¢ MHEHHEM MCIOJHUTENS, OH IOJANMCHIBaeT (yTBEp)KIaeT)
JOKYMEHT.

4.14.  JIoKyMEHTBI, U3aBa€Mble OT UIMEHU OPTraHU3ALMH, IOANHUCHIBAIOTCS PEKTOPOM Y HUBEPCUTETA
WIM HHBIMM YIOJHOMOYEHHBIMM MM JOJDKHOCTHBIMU JIMIAMHM (IPOPEKTOpaMHM 110 HalpaBiICHUSIM,
JUPEKTOpaMH ACNApTAMEHTOB, PYKOBOIUTEISIMU CTPYKTYPHBIX IHOAPA3[C/ICHUN, WHBIMH JOJLKHOCTHBIMU
JUIIAMM B COOTBETCTBUU C HX KOMIIETEHLUEH, OIpeneIsieMOl JOBEPEHHOCTSIMU Ha BbBIIOJHEHUE
ONpEACICHHBIX JEHCTBUI OT HMMEHM YHUBEPCHUTETa, BHYTPEHHUMH HOPMAaTUBHBIMHM JOKYMEHTAMMU
VYHuBepcurera).

4.15. OtnenbHble BUAbl BHYTPEHHHUX JIOKYMEHTOB (ClIyXeOHble, 0OBACHUTEIbHBIE 3aIUCKN) HAa UMS
PYKOBOJIUTEINS CTPYKTYPHOIO MOAPA3AEICHUsS MOJIMCHIBAIOTCS HCIOJIHUTENEM (COCTaBUTENIEM), €CIIU
paspelaeMsple IIPU 3TOM BOIIPOCHI HE BBIXOZAT 3a IPEAEIIBI €10 KOMIIETCHIINH.

4.16. JloKkyMeHTHI, HallpaBiIiEeMble B BBICILIME OpraHbl OCYJapCTBEHHOW BIJIACTH, HA UM INEPBBIX
pykoBojuTeneil denepanbHbIX OpraHOB MCIIOJIHUTENBHON BIIACTH, PYKOBOAMTENEH cyObekToB Poccuiickoit
Qenepari M 3apyOEXKHBIX TOCYAApCTB, IOAMMUCHIBAIOTCS PEKTOPOM YHUBEPCUTETAa WIH JIUIOM,
UCTIOJIHSAIOLIMM €ro 00513aHHOCTH.

4.17. JIOKyMEHTBI, HallpaBiiieMble B CTOPOHHUE OpraHU3alliy, MOJIMUCHIBAIOTCS MPOPEKTOPAMU I10
HAIPAaBJICHUSAM, UHBIMH JTOJDKHOCTHBIMM JINLIAMU Y HUBEPCUTETA B COOTBETCTBUU C IPEAOCTABICHHBIMU UM
MOJIHOMOYHSIMHU.

4.18. JIoKyMEHT MOANHUCHIBAETCS ABYMS WM OoJiee JIMLAMH, €CIIM 3a COJepKAHNUE JJOKYMEHTa HECYT
OTBETCTBEHHOCTb HECKOJIBKO PAOOTHUKOB (JOKYMEHTHI, ITOATOTOBJICHHbIE HECKOJIbKUMHU MOJIpa3AeIeHUSIMU
WIN OpTaHu3alsIMU, pabodel Tpynnoi, KOMUCCHEN).

4.19. TlonmuceiBaercs, Kak MPaBUIO, OJWH OK3eMIUIAp A0KyMeHTa. COBMECTHBIM JIOKyMEHT
MOJIHUCHIBAETCS B KOJIMYECTBE, COOTBETCTBYIOIIEM KOJIMUECTBY OpraHU3alui, CO3JaBIINX JOKYMEHT.

[Tpu HanpaBiaeHUM NMHCbMa WM BHYTPEHHETO MHPOPMAIIMIOHHO-CIIPABOYHOTO JOKYMEHTa HECKOJIbKUM
azipecaraMm (He OoJiee YeThIpeX) MOANUChIBACTCS KX bl OTIIPABISEMBIH SK3EMILISAP JOKYMEHTA.

4.20. Tloamucek Ha JOKyMEHTE 0(hOPMITSIETCSI B COOTBETCTBHH € ITyHKTOM 2.2.11 UHCTpyKIMN.

4.21. YTBepkKIcHUE NJOKYMEHTA IIPOU3BOIUTCS:

. HEINOCPEJICTBEHHO PYKOBOAMTENEM - MPOCTaBICHHEM COOCTBEHHOPYYHOW MOAMHMCH B rpude
YTBEPKACHMUS;

* IPUKa30M peKTOpa YHUBEPCUTETA;
* pEIIEHHEM YUYEHOIO COBETa.

4.22. VYTBep)KIarOTCs IpaBWiIa, MOJOKEHUS, NHCTPYKLUHU, pErjaMeHTbl, HEKOTOpPbIE BUJbI aKTOB,
IUTaHBl, IPOTPaMMBbl U APYrHe JOKYMEHTHI, YCTaHABIMBAIOIIME HOPMBI /UM pacCUMTaHHBIEC HA JUTUTEIbHOE
IPUMEHEHUE.

4.23. Tloamuce pekTopa YHHMBEPCUTETAa WM MHOTO YIOJIHOMOYEHHOTO MM JIMIAa Ha JIOKYMEHTax,
TpeOyIomX 0co00ro yI0CTOBEpEHHs WX MOJIMHHOCTH, a TaKKe Ha KOMMIX JOKYMEHTOB M BBIHUCKAX U3
JIOKYMEHTOB 3aBepsIeTCsl IeYaThlO.

[TeuaTh Ha JOKYMEHTE MPOCTABIAETCS B COOTBETCTBUHU C MMyHKTOM 2.2.12 MHCTpyKIINU.
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5. Opranusanus 10KyMeHTO000poTa

5.1. JIOKyMEHTOOOO0POT BKIJIIOUAET BCIO MOCIIEI0BATEIBHOCTD MIEPEMEILIEHUI TOKYMEHTOB, a TaKXe
olepaiyy, COBEPIIAEMbIE C JTOKYMEHTAMH B IIPOLIECCE MX CO3JaHUS U UCIHOJHEHUS (IOIy4eHHE, OTIpaBKa,
IpeBapUTEIbHOE PACCMOTPEHUE, PETUCTPALIHs, PACCMOTPEHUE PYKOBOIUTEIIEM).

52. llenp opraHuzanuy JOKYMEHTOOOOpOTa - oOOecCIeYyeHHe CBOEBPEMEHHOIO IPHHSITHUS
YIpaBJIEHYECKUX PELIEHUH M MX HCIOJHEHHs. 3ajadya JOKYMEHTOOO0OpOoTa - OpraHM30BaTh JBHXKCHHE
JIOKYMEHTOB 10 HalMEHEE KOPOTKOMY YT C MHUHHMMAaJbHBIMU 3aTpaTaMu TpPyJla U BPEMEHH, B YCIOBUAX
JIEKTPOHHOTO IOKYyMEHTO000pOTa - 00eCeYnTh AOCTYI K JOKYMEHTaM IoJib3oBaTensiMm COJl B coOTBETCTBUU
C MPEJOCTaBICHHBIMU UM IPAaBAMHU.

5.3. B ycnoBusx npumenenuss COJ] B YHUBEpCUTETE HCIOJIB3YIOTCS AJIEKTPOHHBIE IOKYMEHTHI, a
TaK)K€ DJIEKTPOHHbIE KONMHU JIOKYMEHTOB, IIOJIYYEHHbIE B pPE3yJbTaTe€ CKaHUPOBAHUS JIOKYMEHTOB Ha
OymMa)kHOM HocuTene. JIOKyMEeHTbl OpraHM3allid, HUMEIOIIME BPEMEHHble CpokM XpaHeHus (mo 10 ser
BKITIOYMTEIBHO) MOTYT CO3/1aBaThCsl, XPAaHUTHCSA M MCIOJIB30BAThCSA UCKIIOUUTENHHO B (POPME IIEKTPOHHBIX
JIOKYMEHTOB.

5.4. OpraHu3zauusi [BUKEHHUS JOKYMEHTOB B YCJIOBMSIX JJIEKTPOHHOIO JOKYMEHTOOOOpOTa
OCYILECTBIISICTCSI B COOTBETCTBUU C PErjiaMEHTHUPOBAHHBIMM MapLIpyTaMHy, pa3paOaThIBa€MbIMU OTAEIOM
JIEJIONPOU3BOJACTBA M opraHu3zauuoHHod pabotel YKIIJ. MapupyTel JIBHUXKEHHS OpraHu3allOHHO-
pacropsAaUTENbHBIX JOKYMEHTOB JOJKHBI ObITh ONITUMAJIHBIMU I10 3aTpaTaM BPEMEHH, He I0JIKHBI 10IIyCKaTh
TyOIMPYIOMINX ONEpaIfii U BO3BPATHBIX JBI)KEHUH, HE 00YCIIOBICHHBIX JIEIIOBO HEOOXOINMOCTBIO.

5.5.  OpraHuzanus 10KyMEHTO000pOTa OCHOBBIBAETCS HA MPUHIIMIIAX:

* LEHTpAJU3alLMU ONepalii 10 MpUeMy U OTIIPABKE JOKYMEHTOB;

* pacupeneicHMs  JIOKYMEHTOB  Ha  JOKYMEHTOIIOTOKM, HMEIOIIME  OJMHAKOBBIM  MapuipyT

(MapuipyTH3aIus 10KyMEHTOB);

*  OpraHU3alMHU IPEIBAPUTEIBHOIO PACCMOTPEHMS BXOIAIINX TOKYMEHTOB;

*  HCKJIIOYEHMS BO3BPATHBIX ABM)KEHUN JOKYMEHTa, He 00YCIIOBJIEHHBIX JIEJIOBOM HEOOXOIMMOCTHIO;

*  OJHOKPAaTHOCTH PETUCTPALUU JOKYMEHTOB;

* yCTpaHEHMsI HEOOOCHOBAHHBIX COTJIACOBAHUN MTPOEKTOB JOKYMEHTOB;

* BPEMEHHOH perjamMeHTaluM onepanuii o oopaboTKe, pACCMOTPEHUIO U COTTIACOBAHUIO IOKYMEHTOB.

5.6. B nokymeHnTooOopoTre  YHHBepcHUTETa  BBIACHSIOTCA  JIOKYMEHTOIIOTOKHM:  BXOJISLINE

(moctymaronye) JTOKYMEHTBI; HMCXOAsIue (OTHpaBiIseMble) TOKYMEHTHI; BHYTPEHHHE IOKYMEHTHL. B

COCTaBE€ BXOJALINX U UCXOASIINX TOKYMEHTOB BbIIEISIOTCS:

*  JIOKyMEHTBI OPTaHOB I'OCYJapCTBEHHOH BJIACTH, OPTaHOB MECTHOI'O CaMOYIIPABIICHUS;

¢  JIOKyMEHTbI U3 TOCYJapCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHU3aIuii;

« oOpaleHus rpax/aH,

* JIOKYMEHTBl M3 IPaBUTEIbCTBEHHBIX U HEMPABUTEIbCTBEHHBIX OpraHM3allMil 3apyOeKHbBIX CTpaH U
JIpYTHE IPYyMIbl JOKYMEHTOB.

5.7.  JlocraBKka M OTHpaBKa JOKYMEHTOB B OpraHM3al[MH OCYIIECTBISIOTCA CPEIACTBAMH MOYTOBOU
CBSI3U, (ENbIbErepCKO U KyphepCKOH CBSI3M, HAPOYHBIMM M Pa3IMYHBIMM BHJAMH 3JEKTPOCBA3H
(paxcumunbHas, TtenerpadHas, TelepoHHAs, DJIEKTPOHHAs IOYTa, CHUCTEMAa MEXBEIOMCTBEHHOTO
3JIEKTPOHHOTO A0KyMeHToobopoTa (MDJ10, CO /).

58. B VYHuBepcuTer nocTaBisieTCs KOPPECIOHACHLMS B BUJE IHCEM, MOYTOBBIX KapTOYEK,
OaHzeposiel W MakeToB, MEYaTHBIX H3JaHHM, TeinerpamM, Qaxcorpamm, TeinedOoHOTrpaMM, 3JIEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHBIX KO JTOKYMEHTOB.

59. IIpuem 1OKyMEHTOB OCYLIECTBIISIETCS OTAEIOM JIEIONPOU3BOICTBA U OPTaHNU3alIMOHHON pabOTHI
VYKIIA YuuBepcutera. JJokyMeHTbI, OTy4eHHbIE pa0OTHUKAMU OT IPYTUX OpraHu3alMid, TakKe MepeaaoTcs
B OT/ICJI JICJIONIPON3BOICTBA U opraHu3anroHHon padoter YKII ans peructpanuu u/unum y4dera.
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510. Bce mocrynuBmMEe B YHUBEPCUTET JOKYMEHTBHI MOJUIeXKAT MEpBUYHONW 00paboTke,
BKJIFOYAIOIIEH:

*  IPOBEPKY IPABUIBHOCTHU JOCTABKH IOKYMEHTOB;

* MPOBEPKY IEJIOCTHOCTH YIAKOBKH (KOHBEPTOB, AKETOB);

. BCKPBITHE YIAKOBKH (32 MCKIIOYEHUEM KOHBEPTOB, MAKETOB C OMETKON «JInyHO» M rpadamu
OTpaHHYEHUS JOCTYIA K JOKYMEHTY);

*  IPOBEPKY LEIOCTHOCTU BXOJAIIMUX JOKYMEHTOB, BKJIIOUasl IIPUIIOKEHUS;

*  YHUYTOXKEHHE KOHBEPTOB, IAKETOB UJIN YIIAKOBKH;

* IPOCTaBJIEHUE OTMETKHU O MOCTYIUIEHUU JOKYMEHTA B Y HUBEPCUTET.

5.11. Omub0YHO AOCTaBICHHBIE JOKYMEHTHI MEPEChUIAIOTCS [0 HAa3HAYEHHUIO MU BO3BpAIllaloTCA
OTIIPaBUTEINIO. JJOKyMEHTBI, IOCTYIIMBIIUE B TIOBPEXKIECHHON YIIaKOBKE, IPOBEPAIOTCS HA LIEIIOCTHOCTh, B TOM
YHUCJIE HA HATMYUE MEXAHUYECKUX MOBPEKICHUM.

[TouToBBIE OTHpPABICHNUS, HECTAHJAPTHBIE IO BECY, pazMmepy, popme, UMEIoIe HEPOBHOCTH IO OOKaM,
3aKJICEHHBIE JIMIIKOW JIEHTOW, UMEIOIINE CTPaHHBIN 3amax, IBET, IPEANOI0KUTEIbHO UMEIOIIUE BIOKEHUS, HE
XapaKTEepHbIE JJI MOYTOBBIX OTIPABJICHUM, HE BCKpbIBAIOTCSA. O MOJYyYEHUU IMOJO3PUTENHHOIO OYTOBOTO
OTIIPaBJICHHUSI IOKJIAIbIBACTCS IPOPEKTOPY, OTBEUAIOIIEMY 32 0€3011aCHOCTh Y HUBEPCHUTETA.

5.12. Ilpu mDocCTymJIeHUM BXOJSILErOo JOKYMEHTa B IOBPEXKICHHOW YIAKOBKE, MOBPEXICHUU
JIOKYMEHTA, IIPH OTCYTCTBHH B KOHBEpTE (MaKeTe) JOKYMEHTA, €r0 YacTH WIU MPHIIOKEHUN K HEMY, a TaKxKe
IpU OTCYTCTBUU IOJANKCU HA BXOJSLIEM JIOKYMEHTE COCTABJISETCS akT B JIBYX JK3eMIUIIpax Ha OyMa)kKHOM
HOCHTEJIE, TOANKUCHIBAEMbIN ABYMs paOOTHUKAMU OT/eNa JeIONPON3BOICTBA.

OauH 3K3eMIUIp akTa BMECTE€ C BXOJAIIUM JOKYMEHTOM U €ro MNpUJIOKEHUSIMHU IMepeaacTcs Ha
MIpEeABApPUTEIIbHOE PACCMOTPEHUE U PETUCTPALIMIO, BTOPOM 3K3EMILISAP aKTa BHICHUIAETCS OTIIPABUTEIIO.

5.13. KoHBepThl, MaKeThl UM YIAKOBKAa COXPAHSIOTCSA M MPUIATAlOTCA K BXOJAIIMM JOKYMEHTaM B
ClIyyYasix:

*  €CJIM TOJIBKO 110 HUM MO>XHO YCTAaHOBHUTb OTIPABUTENS WIN AATy OTIPABIICHUS;

*  €CJM BXOJSIIMNA JOKYMEHT MOCTYIHII MO3KE YKAa3aHHOTO B TEKCTE JOKYMEHTA CPOKa MCIIOJHEHUS WU

JIaThl MEPONPUSITHS;

*  1pu OOJBIIOM PACXOXKJIECHUH MEXy AaTaMH MOANMCAHUS U TTOIyYEHHs TOKYMEHTOB.

[Tocne 3aBepiieHus paboThl ¢ JOKYMEHTOM KOHBEPT BMECTE C IOKYMEHTOM IOMEIIAETCS] Ha XpaHEHUE
B JIEJIO.

5.14. KouBeptsl (MakeTsl), UMeroIne oTMeTKy «JIuanoy» («Private), rpudbl orpaHHYeHHS TOCTYIIA K
JIOKYMEHTaM, COJIeprKallliM CBeJIeHHs KOH(UACHIIUAIBHOTO XapaKTepa, He BCKPhIBAIOTCS U MEePeIaloTCs:

« ¢ orMeTko# «JIuano» («Private») - HermocpeJCTBEHHO aipecaTy;

« ¢ rpudamu orpaHudeHus gocrymna - HadaabHUKy YKIIJl, HauanbHuKy oThena AeIonpou3BOACTBA U
OpraHM3al[MOHHON paboOThl B 00S3aHHOCTU KOTOPBIX BXOAMT 00pabOTKa AOKYMEHTOB, COJIEpKalluX
CBe/IeHUS] KOH(UECHIIMAIIBHOTO XapaKTepa.

5.15. Bxopadiue 37€KTPOHHBIE JOKYMEHTHI, OCTYHUBIINE OT JPYTUX OPTaHU3alMH [0 3JIEKTPOHHOU
noute, nocpeacrsoM COJ[ n/umun MOJIO npuHUMaOTCS OTIEIOM JENONPOU3BOJCTBA M OPraHU3AIMOHHON
pabotsr YKIIJI.

OJEeKTPOHHBIE JOKYMEHTHI, TOCTYNHUBIINE O UHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHajlaM U
MOAMKMCAHHBIE YCUJIEHHON KBaTM(UIIMPOBAHHOW TOANMKUCHIO, BKMOYaroTcs B COJ] mocme mpoBepku
3JIEKTPOHHOU NOJNUCH U TIOJTBEPKICHUS €€ AeWCTBUTEIbHOCTH; JIEKTPOHHBIE JOKYMEHTBI, TOCTYIHUBIINE OT
JPYTUX OpraHU3alUil 110 AIEKTPOHHON MOYTE U MOANMCAHHbIE YCUICHHOW HEKBATU(PUIIMPOBAHHOM MOAMUCHIO
WJTU TIPOCTOM JIEKTPOHHOM MOAMKCHIO, IMPOXOAT MPEABAPUTEIHHOE pacCMOTpeHre U BKirodaroTcest B CO /] mpu
HAJIMYUM MEXIY OpraHM3aluei-OTHpaBUTENEM M OpraHu3aluel-monydaTesieM corjameHus o6 oOmeHe
JJEKTPOHHBIMU JOKYMEHTaMH, MOANUCAHHBIMA COOTBETCTBYIOIIEH MOANUCHIO.
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5.16. IlepBuuynas o00pa®oTKa SJIEKTPOHHBIX JIOKYMEHTOB, IIOJIYYCHHBIX 10 HH(POPMAIIMOHHO-
TEJIEKOMMYHHUKAI[MOHHBIM KaHajlaM CBsi3U (9JeKTpoHHas mnoura, MOJIO, callT opraHuzanuu) oT APYrHx
OpraHu3alfil U TpaKIaH, J0JDKHA COOTBETCTBOBATh TEXHOJIOTUH PabOThI ¢ BXOSMIIUMH JOKYMEHTAMHU.

5.17. IlepBuuHas o0paboTKa IOKYMEHTOB 3aBeplIaeTcs MX paclpelesieHueM (COPTHUPOBKOW) Ha
perucTpupyemble M Hepeructpupyembie. K JTOKyMeHTam, HE MOAJIEKAIIMM PETUCTPAIMH, OTHOCSTCS
JOKYMEHTBI, He TpeOyIolie MCIOJIHEHUs M He cojepraliue WH(GOpMaIMK, HCIIOJIb3YeMON B CIPaBOYHBIX
LEJISIX.

5.18. Perucrpauus BXOASIMX AOKYMEHTOB OCYIIECTBIISIETCS HE3aBUCHMO OT CIIOCO0A UX JOCTaBKU
OJIMH Pa3 B OTAEJIE AEIONPOU3BOICTBA.

JIOKyMeHTBI, IOCTyNarollMe W3 JPYruX OpraHu3aldid  HEMOCPEACTBEHHO B  CTPYKTYpHbIE
NoJpa3JelieHusi, HO TpeOyloIMe pacCMOTPEHUSI PYKOBOJACTBA, NEPENAIOTCA JUIsl PpErucTpauuud M
IpEeBapUTEILHOIO PACCMOTPEHUS B OT/E] JEJIONPOU3BOCTBA.

Jns  perucTpanmil  BXOASIIUMX JOKYMEHTOB TPUMEHSIIOTCS PErHCTPAllMOHHBIE KApTOYKH U
pPErucTpallMOHHbIC KYPHAIBI (B OyMa)KHOM U (MJIM) 2IEKTPOHHOM BUJIE).

Kaxaplii TOKyMEHT JOJIKEH ObITh 3aperucTpUpOBaH TOJBKO OAMH pa3. [[BoitHas peructpauus
JIOKYMEHTOB 3alpeliaeTcs.

Bxopnsmme DOKYMEHTHI PETUCTPUPYIOTCS B JEHb IOCTYIUICHHS B OTJAEJE JEJONMPOHM3BOJCTBA H
opranu3zanonHoit padotel YKIIJ] YHUBepcurera B )KypHaje perucTpaiuu.

5.19. Perucrpamusi BXOIAIIMX JTOKYMEHTOB OCYIIECTBISIETCS B JIGHb HMX IOCTYIUICHUS WM Ha
CJIeAYIOIMNA paboumii IeHb IPU NOCTYIUIEHUH TOKYMEHTOB B KOHIIE pabo4ero JHs Uik B Hepabouee BpeMmsl.

Perucrpanus oOpamieHnii TpakJjaH OCYIIECTBIACTCS B TEUCHHE TPEX JHEH C MOMEHTa MOCTYIUICHUS
oOpareHusl.

5.20. CaeneHwus O MOCTYIHBILIEM JOKYMEHTE BHOCSTCS B AJIEKTPOHHYIO PETUCTPAIIMOHHYIO KapTOUKY
(OPK) CO/1 u (win) perucTpalilioOHHO-Y4eTHY0 GopMy Ha OyMa)KHOM HOCHUTEIIE, @ OCTYIUBLIEMY JOKYMEHTY
NIPUCBAaUBACTCS PETHCTPALMOHHBIN HOMED.

PerucrpaniuoHHbpli HOMEp BXOASIIETO JOKYMEHTa COCTOUT U3 IMOPSAIKOBOIO HOMEpa JIOKYMEHTa B
npejenax KajJeHIapHOro roja, KOTOPbI MOXET ObITh JOMOJHEH HU(GPOBBIMU WM OYKBEHHO-IU(POBBIMU
KO/1aMH (MHEKCaMH) 10 UCIOJIb3YEeMbIM Kilaccu(uKaTopam.

5.21. Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTaX, 33 B TOM YHCJE JOKYMEHTOB, ITOCTYIHBIINX B
(opMe FIIEKTPOHHBIX JOKYMEHTOB, IPOCTABISIOTCS OTMETKH O MOCTYIUIEHUU JIOKyMEHTa B YHUBepcuTeT. B
OTMETKE O TMOCTYIUICHWH JOKyMEHTa (UKCHUPYIOTCS Jara IOCTYIUIeHHs (TIpU HEOOXOAMMOCTH - BpeMs
HOCTYIUIEHUSI B YacaX W MHUHYTAax) M BXOJSIIUN PEruCTPALlMOHHBIA HOMEp JOKYMEHTa B COOTBETCTBUH C
nyHKTOM 2.2.4 UHCTpyKIIHH.

5.22. JIoOKyMEHTbI, MOCTYNUBIIME Ha OyMa)XHOM HOCHTENE, CKaHMPYIOTCS, SJEKTPOHHAs KOIUs
nokymMmeHnTa Bkitouaetcst B COJ1 u npucoenunsercs k OPK noxymenra.

5.23. KoppecnonaeHIus Ha HHOCTPaHHBIX SI3bIKax, apeCOBaHHAasi pYKOBOJICTBY OpTraHU3al|H, TIOCIIe
pPETUCTpAINK B KAHIIEISIPUH TIEPEIaeTCsl B COOTBETCTBYIONIEE MOIPA3/IeIeHNe WM PaOOTHUKY Y HUBEPCUTETA
JUId TIepeBoJia M TOCIENYIoUled Mepeqauyd Ha paccMOTpEHHE PYKOBOJCTBa. VHas KoppecHnoHJeHLHs Ha
MHOCTPAHHBIX S3bIKaX MEPEAaeTCs M0 Ha3HAYCHHUIO HEMIOCPECTBEHHO B CTPYKTYPHBIE MOIPa3/ICICHUS.

5.24. TlpenBapurenbHOE paccCMOTPEHHE MPOBOJUTCS B LENAX paclpeieieHus MOCTYMAIIMX B
YHUBEPCUTET JOKYMEHTOB Ha TpeOYIOIHe 005S3aTebHOTO PACCMOTPEHUSI PYKOBOJICTBOM YHHBEpPCHUTETA U
HarpaBJIsieMble HETIOCPEACTBEHHO B CTPYKTYPHBIC TIOIPa3 ICIICHUSI.

5.25. IlpenBapuTenbHOE paccCMOTpEHHE BXOAALIMX JOKYMEHTOB OCYIIECTBISICTCS B OTIeNe
JIEJIONPOU3BO/ICTBA MTOCJIE PETUCTPALIUU JOKYMEHTOB.

[IpenBapuTensHOE pacCMOTPEHHE MOXKET MPOBOAMTHCA IO PErMCTPALUU B Clydae MOCTYIUICHUS
JIOKYMEHTOB C OTMETKaMH, TPEOYIOIIMMH He3aMeTUTEITbHOTO PACCMOTPEHHSI U HICTIOJTHEHHSI TOKYMEHTA.
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5.26. IlpenBaputenbHOMY pPAacCMOTPEHHUIO MOMJIEkKAT BXOMISAIIME JTOKYMEHTBI, aJpECOBAaHHbIC B
VYHUBEpPCUTET U HA UM PEKTOPA.

JIOKyMEHTBI, aJpeCOBaHHBIC IOAPA3JACICHUAM, PYKOBOAMTEIAM IMOAPA3JACICHUN U CIIELHAINCTAM,
NepealoTCsl B CTPYKTYPHBIE MOApa3iesieHus 0e3 IpeIBapuTeIbHOr0 paCCMOTPEHHUS.

5.27. IlpenBapuTenbHOE PAaCCMOTPEHHUE OCYILIECTBISAETCS UCXOAS U3 OLUEHKU COJEPKaHUS BXOAAIUX
JIOKYMEHTOB, C YY€TOM YCTaHOBJIEHHOTO B YHHBEpPCUTETE pachpeesieHus (pyHKIHOHAIBHBIX 00s3aHHOCTEH
MEXY PEKTOPOM, IPOPEKTOPAMH I10 HAIIPABJICHUAM, PYKOBOAUTEISIMU CTPYKTYPHBIX IIOAPA3ICICHUN.

5.28. Ilo pe3ynbraram mpeaBapUTEIBHOIO pPACCMOTPEHHUS JOKYMEHTBI paclpeAessioTcs Ha
JIOKYMEHTOIIOTOKH, HallpaBJIsieMbIE:

*  Ha pacCMOTpEHHE PEKTOpa (JOKYMEHTHI, IOCTYHAIOLINE U3 OPraHOB rOCYAAPCTBEHHOM BIaCTH, OPraHOB
MECTHOI'O CaMOYIPaBJIEHUS, JAOKYMEHTbl IO HanOojiee Ba)XKHBIM M IPUHIUIHAIBHBIM BOIIPOCAM
JESTEIbHOCTH Y HUBEPCUTETA);

* Ha pacCMOTPEHHUE MPOPEKTOPAaMU IO HANPABICHUAM (JIOKYMEHTHI 110 HAIPABJIEHUSM JI€ATEIbHOCTH,
KYpPUPYEMBIX COOTBETCTBYIOIIMMH IPOPEKTOPAMHU);

* Ha pacCMOTPEHHUE UHBIX PYKOBOJIUTEIEH, ITIaBHBIX U BEAYLIUX CIICLUAIACTOB;

* Ha pacCMOTPEHUE U UCIOJHEHUE B CTPYKTYPHBIE NOIPA3/ICTICHUS 110 HAIIPABJICHUAM UX JI€ATEIbHOCTH.
5.29. TIlo 3aBEpLUICHUU NpeABapUTEIBHOIO paccMoTpeHust JIOKYMEHTBI rnepenaroTes

COOTBETCTBYIOIIUM PYKOBOJIUTENSIM JJII PAacCMOTPEHUS M BBIHECEHHUS pe3odronuil (ykasaHuil 1o
HCITOJIHEHHIO).

5.30. PaccMoTpeHHe HOKYMEHTOB PYKOBOJUTEIEM OCYIIECTBIISIETCS B JEHb MEpeJadd JOKYMEHTOB
PYKOBOJUTENIO WM HA CIEAYIOIIUNA paOouuii J€Hb, €CIM JOKYMEHThlI Ie€pe/laHbl PYKOBOJCTBY B KOHIE
pabouero JHs.

JloKyMeHTBI, TpeOyIoIIie CPOYHOTO PACCMOTPEHHUs, a TaKKe TeJlerpaMMbl H Tene(oHOrpaMMBbl
paccMaTpUBAKOTCS PYKOBOAUTEIEM HE3aMEUIUTEIIBHO.

5.31. Pe3ynbrarel pPacCMOTPEHHsI JIOKYMEHTAa pPEKTOPOM YHHMBEPCUTETA, IPOPEKTOPAMH I10
HANpPAaBIECHUSAM, PYKOBOJUTEISAMH TMOApa3AeNeHUl oQopMIIAIOTCS B BUAE PE3OJIONHH B COOTBETCTBHH C
nyHkToM 2.2.15 UHCcTpyKImy.

5.32. CaeneHus o0 pe3onouuu (MCIOJHUTEb, COJAEP)KAHHE T[OPYUYEHHUs,, CPOK HCIIOJHEHMS)
pabOTHUKOM OTJieNa JEJOMPOU3BOJCTBA U OpraHu3aMoHHON paboTel BHOcsATcs B DPK CDOJI, mocne uero
UCIIOJIHUTEIIN IOJIIYYaroT AOCTYI K JJIEKTPOHHOMY JOKYMEHTY WIM DJIEKTPOHHOM KOIMM TOKYMEHTA, €CIIH
JOKYMEHT MOCTYNHJI Ha OyMa)KHOM HOCHUTEIIE.

5.33.  JIoKyMeHTHI, NOCTyNaue Ha OyMa)kHOM HOCHTEJE, MOC]e UX PErHMCTPalliy, BKIIOYEHUS B
COJl B BuIE BIEKTPOHHBIX KONUN M PACCMOTPEHMsS] PYKOBOJCTBOM IE€PENAIOTCS B COOTBETCTBYIOIIME
CTPYKTYPHBIE IIOAPA3AECICHNS HA UCIIOJHEHUE.

Jns ¢ukcanuu Qaxkta nepenadyd BXOISIIMX JOKYMEHTOB M HUX KONUH Ha OyMa)KHOM HOCHTENE
UCTIOJIHUTENISIM B CTPYKTYpHBIE TOJApa3AeieHUs MOTYT MCIIOJIB30BaTbCS KYypHalbl (pPeecTpbl) Hepeaayu
JIOKYMEHTOB.

534. Ilpu OymMaXHOM JOKyMEHTOOOOpPOTE TOJIMHHUKK BXOISAIIUX JOKYMEHTOB, B CiIydae
HAa3HAYCHMsI HECKOJBKMX HCIOJIHUTENIEH TEepeJaroTCsl OTBETCTBEHHOMY HCIIOJHUTENI0, OCTaJIbHBIM
UCTIOJIHUTEIISIM OTAET JIeIONpPOU3BOJCTBA U opraHu3anuoHHoi padotsl YKIIJ nepenaer konuu 10KyMeHTA.

5.35. MHcxonmsmme JOKYMEHTBI, 3aBU3MPOBAaHHBIE BCEMM 3aMHTEPECOBAHHBIMM  JULIAMU U
MOANKMCAHHBIE PEKTOPOM WM HWHBIM YIOJIHOMOYEHHBIM WM JIMIIOM, PETUCTPUPYIOTCS B  OTHENE
JIeNIOTIPOU3BOICTBA U Opranu3annoHHoi padotsl YKII/l YHuBepcurera.

5.36. Perucrtpanus HCXOZANMX JOKYMEHTOB OCYIIECTBIIETCA B JEHb NOANMCAHUS WIM Ha
CJIEAYIOMMNA pabounii JIeHb, ecM AOKYMEHThI ObLIM MOJNHMCAaHBl B KOHIIE pabodero JIHS WM B Hepaboyee
BpeEMH.
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5.37. Ilepen perucrpauueil HCXOIAIMX JTOKYMEHTOB OTJIEN JIEIONPOU3BOACTBA U OPraHU3allMOHHON
pabotsl YKIIJI npoBepsieT npaBUIbHOCTh OPOPMIICHHUS JOKYMEHTOB (B TOM YHCIIE HAJMYKME MOMAINUCEH, BU3,
NpaBUJILHOCTh HAMMCAHMUS AJPECOB), a TaKXK€ YKa3aHHBIX B MCXOIALIUX JOKYMEHTaX IPHIOKEHUH,
COOTBETCTBUE KOJIMYECTBA SK3EMIUISIPOB KOJIMYECTBY A/IPECaTOB 10 YKA3aTE0 PACCHUIKU, HAIMYNE OTMETKHU
00 UCIIOJIHUTEIIE.

5.38. Ilpu peructpauuu ucxonsuiero nucbMa B COJ] cBeneHuss 00 OTHpaBiIsieMOM JOKYMEHTE
¢dukcupyrores B OPK, Kk KOTOpoil NpUKpEIUIIeTcs 3IeKTPOHHASL KOMHS OTIIPABIISIEMOT0 IOKYMEHTA.

Ecmm DOPK 6wuia co3gana B COJ] mpu MOATOTOBKE MPOEKTa MTOKYMEHTa, TO NPH PETHCTpalliu
UCXOJALIETO TIOKyMEHTa B Hee J00aBISAIOTCS CBEACHUS O PErHCTPALIMOHHOM HOMEpE, AaTe PETUCTPALH H
JIpyrue CBeJCHUs 00 UCXOAIIEM TIOKYMEHTE.

5.39. PerucrpaiinoHHblii HOMEP UCXOISAIIETO JOKYMEHTA JIOJDKEH COCTOSTHh M3 KOJOB (MHIEKCOB) B
COOTBETCTBUU C IMPUMEHSEMBIMH KiIacCU(UKATOpaMH U TMOPAIKOBOIO HOMEpa JOKyMEHTa B Mpefeniax
KaJICH/IapHOTO roJia.

[JaTa perucrpauuu 1 perucTpaioOHHbIM HOMEpP MPOCTABISIOTCS Ha OTIPABIISIEMOM JTIOKYMEHTE, a TAKKe
Ha KOIUU UCXOJIAIIETO TIOKYMEHTA, OCTAIOIICHCS B iejie, B COOTBETCTBUU € MyHKTOM 2.2.4. UHCTpyKUIUH.

5.40. MHcxopsammii JOKYMEHT, MOANUCAHHBIM PEKTOPOM WJIM HWHBIM YIOJHOMOYEHHBIM UM
JIOJDKHOCTHBIM JIMIIOM, TIEpENaeTcs Ha OTIPaBKy, KOMHS JOKYMEHTAa Ha OyMa)KHOM HOCHTENE C BU3aMHU
MIOMEIIAETCS B 1€JI0 B COOTBETCTBUU C HOMEHKJIATYPOil J1ed.

ONEKTPOHHBbIE JAOKYMEHTBI IOCJIE€ MX MOJNHCAHUS 3JIEKTPOHHOM MOJINMUCHI0O M OTIPABKU ajpecary
xpaHsaTcs B 6a3ze nanubix COJI.

5.41. B 3aBUCHMOCTH OT COJIEPKAHHS M CPOYHOCTU JOKYMEHTHI, OTIPABIsIEMbIC U3 YHUBEPCUTETA,
JOCTaBIISIIOTCS aJipecaTaM CpeICTBAMU MOYTOBOM, (PelbABErepcKoil CBSA3H, CIEICBA3H, KypbepoM, IKCIIpecc-
MOYTOM, a TaKKe MEPeNaloTCs 1O KaHajdaM JJICKTPOCBs3M ((hakcHMHIIbHAS CBs3b, Tenerpad, tenedoH,
anekTpoHHas noura, M3J10, COT).

O06paboTKa KOPPECHOHJCHIIMY /ISl OTIPABKH TTOYTOBOM CBSI3bI0 OCYIIECTBISIETCS B COOTBETCTBUU C
[IpaBunamu oka3aHusi yCIIyr OYTOBOM CBSI3HU.

5.42. ]JlokyMeHThI, HE UWMEIIIHE aIpPeCHOW 4YacTH, TMPUHUMAIOTCS Ha  OTIPaBKy C
CONPOBOUTENBHBIMH MMUCbMaMHU.

HemnpasuibHo odopMiieHHbIE JOKYMEHTHI M KOPPECIIOHIEHIIUS HECITYKEOHOTO XapaKTepa K OTIIpaBKe
HE IPUHUMAIOTCS U BO3BPAIIAIOTCS UCIIOTHUTEINIO.

JIOKyMEHTBI, TOAJIekKAIIUE OTIpaBKe, IOJKHBI 00palaThIBaThCA W OTIPABIATHCA B JCHb HX
MOJMUCAHUS ¥ PETHCTPAIMK WU HA CIEeIYIOIHA pabounii 1eHb.

5.43. [locbuika WM 3aM€Ha paHee OTIPABJIEHHOTO JOKYMEHTa OCYIIECTBISETCS M0 YKa3aHHUIO JIMLIA,
MOJAMKCABIIETO JOKYMEHT.

5.44. TIpoeKThbl pacOpSIUTENbHBIX JOKYMEHTOB (IIPUKA30B, PACTIOPSKEHUH ), TOATOTOBICHHBIX JIJIS
MOAMKUCAHMS, TOC]Ee MOATOTOBKM M COIJIACOBAHMS C 3aUMHTEPECOBAHHBIMU JIMIAMHU MEpPEHaroTcs B OTIEN
JIEJIONPOU3BO/ICTBA /ISl IPOBEPKH MPABUIBHOCTU UX OPOPMIICHHUS.

5.45. TIlpaBunbHO OGOpMIIEHHBIE NPUKA3bl, PACTIOPSDKEHUS MEpeNaloTCs Ha MOMANUCH PEKTOPY
YHuBepcuTeTa Wik HHOMY YIIOJHOMOUYEHHOMY UM JIUILY.

5.46. IlognucaHHbIE TPUKA3bl, PACTOPSKEHUS IO OCHOBHOM JI€ATEIbHOCTH PETUCTPUPYIOTCS B OT/IENE
JIEJIONPOU3BO/ICTBA.

[TonroroBka mNpHUKa30B MO JUYHOMY COCTaBY K TMOAMHCAHUIO PEKTOPOM U HMX perucTpanus
OCYILECTBIISIOTCS OT/IETIOM 10 pabote ¢ nepconanom YKII/I.

[TpukazaMm, pacnopsKEHHUSIM 10 OCHOBHOW JESTEIbHOCTH IPHUCBAMBAIOTCS IMOPSIKOBbIE HOMepa (10
KaXJIOM rpyIie JOKYMEHTOB OTAENIbHO) B IMpejenax KajdeHaapHoro roja. [lopsakoBblii HOMEp AOKYMEHTa
MOJKET JOMOJIHATHCA OYKBEHHBIM WJIM LU(POBBIM MHIEKCOM, 0003HAYAIOMIMM MPUHAAIEKHOCTh JOKYMEHTA
COOTBETCTBYIOILEN IPYIIIE JOKYMEHTOB.
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CBeneHusi O pETUCTPUPYEMBIX IMIpUKa3axX, pacnopsbkeHusx BHocsaTcs B COJ] wiu B uHBIE
PErucTpalMOHHO-y4eTHbIe (hOpPMBbI Ha OyMa)kHOM HOCHUTEIIE WM B 3JIEKTPOHHOU (hopme.

5.47. TlojuIMHHUKK TPUKa30B (pacmopsokeHwil) (OpMHUPYIOTCS B Jiela B COOTBETCTBUU C
HOMEHKJIATYpOU JIeJ1 Y HUBEPCUTETA.

Konuu npuka3os, pacropsyKeHUN pacchbulaloTCs UCIIOIHUTENSAM U UHBIM 3aUHTEPECOBAHHBIM JIMLAM B
ANEeKTPOHHOU (hopMe i Ha OyMaKHOM HOCHUTEJIE.

Konuu npuka3os, paciopssKeHH, pacchliaeMble Ha OyMa)kHOM HOCHTEIE, 3aBEPSIOTCS B COOTBETCTBUN
¢ myHKTOM 2.2.13 MHCTpyKINy.

5.48. IlpoTokoiibl 3acelaHUi, COBEIIAHUM, MPOBOJUMBIX KOJUIETHAIBHBIMU (COBEIIATEIbHBIMU)
OpraHaMy, KOMHMCCUSIMH WJIH B CTPYKTYpPHBIX IOAPA3JEICHUAX OpraHu3alud, PErUCTPUPYIOTCS B
N0JIpa3/IeJICHUsAX, OTBETCTBEHHBIX 32 OPraHMU3alMI0 U IIPOBeAeHUE MepolpusaTHs. Konmuu Takux npoToKoJoB
TOTOBSTCS] K PacChUIKE M PACChUIAIOTCS CTPYKTYPHBIM MOAPA3ACICHUEM, OTBETCTBEHHBIM 332 OpraHU3alUo U
IIPOBEJICHUE MEPOIIPUSATHSL.

5.49. [IlpoTokosiaM NpPUCBAaMBAIOTCA MOPSAKOBBIE HOMEpa B IMpeAesiax KaJeHJAapHOro roja Wi
nepuojaa padboThel BpeMeHHON padouell rpymniibl (KOMUCCUH) 110 KaX A0 TpyIie IPOTOKOJIOB OTAEIBHO.

[TonnTMHHUKK MPOTOKOJIOB MO MECTY MX perucrpanuu GopMHUpYIOTCS B Jiea 0 HOMEHKIAType el
YHuBepcurera.

5.50. BHyTpeHHHE NOKYMEHTBHl HAa UMs PYKOBOAMUTENS JPYroro CTPYKTYPHOI'O TOJpa3/eieHus
peructpupytorcss B COJ] unu (mpu OTCYTCTBUH BO3MOYKHOCTU 3apErMCTPUPOBATH BHYTPEHHUM JOKYMEHT B
CDOJl) peructpupyroTcsi B MOJpPA3/EICHUHU, CO3JaBIIEM JOKYMEHT. 3aperUCTPUPOBAHHBIM JTOKYMEHT
HepeJacTCsl HETIOCPECTBEHHO B [O/Ipa3/IeJIEHHE - aipecar, B KOTOPOM OBTOPHO HE PErUCTPUPYETCS.

551. Ilpum BkmtoueHuu B C3J] BXOAAIIMX JOKYMEHTOB, HMX pPETrUCTpalUd, PacCMOTPEHUH U
ucniontHeHnu B OPK BHOCSATCS ciemyroniye cBeIeHHs O JOKYMEHTE:

a) HaMMEHOBaHHe OpraHu3aluu (KOPPECIOHICHTA);
0) JaTa MOCTYIHBIIETO JOKYMEHTA;
B) PETUCTPAIMOHHBIA HOMEP MOCTYITHMBIIETO JOKYMEHTA,;
I) JaTa CO3aHus JOKYMEHTA;
1) BXOJSIIIMI PETHCTPAlMOHHBIH HOMED;
€) KpaTKoe CO/IepKaHUE TOKYMEHTA;
) PE30IONHMS (MCTIONHUTENb (MCIIOIHUTENHN), TOPYyUYEHHE, TOJDKHOCTHOE JIUIIO, 1aBliee IOpyYeHue, 1aTa);
3) CpPOK UCIIOTHEHUS TOKYMEHTA;
1) CBEJICHUS O Iepeasipecalluyl JOKYMEeHTa;
K) OTMETKA O KOHTPOIJIE;
1) rpud OrpaHUUYEHHs JOCTYIA K TOKYMEHTY.
Vka3aHHBI cocTaB cBeleHUM, BKiItoyaeMblx B COJl mpu peructpanuu U B XOJI€ PACCMOTPEHHS U
UCTIOJIHEHUS BXOJSAIIMX U UCXOAALINX JTOKYMEHTOB, 00s13aTelIeH sl opraHu3anui - yuactTHukoB M9OJ10.
5.52. [Tpu Bxmrouenun B COJ] ucxoasimux nokymeHToB B DPK BHOCATCS cienyroniye cBeeHUs O
JIOKyMEHTE:!
a) HAMMEHOBaHUE OpraHU3alNK (KOPPECTIOHICHTA);
0) naTa MOCTYNMUBIIETO TOKYMEHTAa;
B) PETUCTPALIMOHHBIM HOMEP MOCTYNUBILETO JOKYMEHTA;
T) JaTa CO3/IaHusl IOKYMEHTa;
1) BXOJISIIIMN PErHCTPALMOHHBIN HOMED;
€) KpaTKoe coJiep)KaHue JOKyMEHTa;
) Pe30JIONHS (MCTIONHUTENb (MCIIOIHUTENHN), TOPYyYEHHE, TOJDKHOCTHOE JIUIIO, 1aBliee IOpYUYeHue, 1aTa);
3) CpOK UCIIOJTHEHUS IOKYMEHTA;
1) CBEJIEHUS O IIepeaipecallii JOKYMEHTa;
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K) OTMETKA O KOHTPOIJIE;
J) rpud OrpaHUYEHHsI JOCTYIA K JJOKYMEHTY.
M) MOAPa3/I€IeHHUE - OTBETCTBEHHBIN HCIIOIHUTEND JOKYMEHTA.

JIONOJTHUTENBHO K YKa3aHHBIM CBEICHUSIM O BXOJAIINX, UCXOJAIINX U BHYTPEHHUX T0KyMeHTax B OPK
CS]1 MOryT BHOCUTBCS] UHBIE CBEACHHUSI.

553.  VYuer konuyecTBa JOKYMEHTOB, IOCTYMBILUX, CO3/1aHHBIX, OTIIPABIEHHBIX 3a OIPEICIICHHBIN
IIEpUOJ] BPEMEHH, MOKET IPOBOAMUTHCS IO YHUBEPCUTETY B LEJIOM, IO OTAEIbHBIM CTPYKTYPHBIM
NOJpa3/eIeHusIM, II0 TIpylnaM JOKYMEHTOB, KOPPECIOHJCHTaM, JCUCTBUSAM, INPOMU3BEIEHHBIM C
JOKYMEHTaMH, U APYTrUM IapaMmeTpaM, HEOOXOIUMBIM /IS aHaju3a paboThl C TOKyMEHTaMHU B IENSAX €€
COBEPILLECHCTBOBAHMS.

554. [TIlpm ydere oObeMa JOKYMEHTOOOOpPOTA TOJCYUTHIBACTCS KOJIUYECTBO JIOKYMECHTOB
BBIJICJICHHONW TI'pYINIbl. YUeT KOJIMYEeCTBAa JOKYMEHTOB INpPOBOAUTCS 1o JaHHbIM COJI, perucrpanvoHHO-
YUETHBIX )KYPHAJIOB U KapTOTEK.

555. 3a enuHuIly yueTa KOJIMYECTBA JOKYMEHTOB IPUHUMAETCA €JUHCTBEHHBIH HK3EMIUIIP
JOKYMeHTa (MOJUIMHHUK WJIM KOIMMSI, €CJIM KONUS - €JUHCTBEHHBIN SK3EMIUIAP JOKYMEHTa B OpraHU3allly,
HarnpuMmep, KOMHUs HCXOJAIIEro MUChbMa) 0e3 ydera KOMMM, CO3/1aBaeéMbIX IpPHU I€YaTH M KOIMUPOBAHUU
(TupaxxupoBanuu). Konuu 10KyMeHTOB IpU HEOOXOIUMOCTH aHAJIW3a YUUTHIBAIOTCS OTJEJIBHO.

5.56. Pesynaprarel ydyera oObeMa JIOKYMEHTOOOOpOTa B OpraHU3alMM €KEerojHo O000O0ILAITCs
KaHLEJISIpUEN U IPEICTaBIISAIOTCS pyKOBOJCTBY B BUJIE OTUETa 00 00beME JOKYMEHTOO00pOTa 3a IO/,

6. KoHTpoJIb HCIIOJIHEHHS JOKYMEHTOB (Opy4eHHil)

6.1.  KoHTposb HMCHOJHEHUS JOKYMEHTOB (IOpPYYEHHUI) BeIEeTCS B LENSIX UX CBOEBPEMEHHOTO U
KayeCTBEHHOI'O UCIIOJHEHUSI.

6.2.  KoHTposb HCHOJHEHUS JOKYMEHTOB (IIOpY4YEHUIl) BeAeTCs:

* PEKTOPOM WJIM MHBIM JIOJKHOCTHBIM JIMLIOM YHUBEPCUTETA - UCIIOIHEHUS JOKYMEHTOB (IIOPY4YEHUI)

IO CYILECTBY;

* OTAENOM JENONPOM3BOACTBA M OPraHU3allMOHHOM pabOThl YHHBEpCHUTETAa U OTBETCTBEHHBIMU 32

JIeNIOTIPOU3BOICTBO B CTPYKTYPHBIX MMOAPA3ACICHUAX - CPOKOB UCIIOJIHEHHSI JOKYMEHTOB (IOPYYEHUH ).

B otnene nenonpon3BoAcTBa U OPraHU3aMOHHON PA0OTHI LIEHTPATU30BAHHOMY KOHTPOJIIO MOJIEXkKAT
3aperuCTPUPOBAHHBIE TOKYMEHTBI C OTMETKOM 0 KOHTpoJe («KoHTposby»), MpOCTaBIsieMOil B COOTBETCTBUU C
nyHKTOM 2.2.16 MHCTpyKIMH, a B CTPYKTYPHBIX MMO/PA3ACICHUSIX YHUBEPCUTETA - BCE 3apPETHCTPUPOBAHHBIC
JOKYMEHTBI, TpeOYIOII1e NCTIOTHEHUS.

6.3. PacnopsaurenbHble JOKYMEHTBHI, MNPOTOKOJBI 3acelaHui (COBELIaHUM), cojaepxkaline
MOPYYEHUS C KOHKPETHBIMHU CPOKAMM MCTIOJIHEHM S, CTABSTCSI HA KOHTPOJIb [0 KaKAOMY IOPYYEHUIO OTIENBHO.

6.4. KoOHTpoJb CPOKOB UCIIOJHEHUSI IOKYMEHTOB (MIOPY4YEHUIT) BKIIIOYAET B CEOS:

* IOCTAaHOBKY JIOKYMEHTOB (IIOPY4YEeHHUI1) Ha KOHTPOJIb;

* IPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHUS JOKYMEHTOB (IIOPYyUEHUI) /10 UCIIOIHUTENEH;

* [IPEeIBAPUTENIbHYIO TPOBEPKY U PETryJIMPOBAHUE XOJa UCIIOIHEHUS IOKYMEHTOB (IOpY4YeHUH);
* CHATHE C KOHTPOJISl JOKYMEHTOB (IIOpy4YeHUi);

* yueT, 0000I1IeHNe U aHAJIN3 Pe3y/IbTaTOB X0/1a UCIIOJHEHUS JOKYMEHTOB (IOpY4YeHuit);

* ”HQOPMHUPOBAHUE PYKOBOJIUTENEH O XOJ€ HCIOIHEHHUsS] JIOKYMEHTOB (MOpyYeHUui) u

COCTOSTHUU MCTIOJIHUTEIBCKOW TUCIUIUINHBI.

6.5. Cpoku HCIOJHEHHUS JOKYMEHTOB (TMOpYyYeHHUIl) MCUMCIAIOTCA B KaJeHOapHBIX AHsAX. Ecnum
MOCIEAHUM JIEHb CPOKA UCIIOJIHEHUS JOKYMEHTA (MOpY4YeHHUsI) IPUXOAUTCS Ha HepaOouuil IeHb, TO JOKYMEHT
MOJUIEKHUT UCTIONHEHHUIO B O KaMIINi caeyronuii 3a HUM pabouunii 1eHb.

Jara ucnonnenus noxkymenra (nmopydenusi) ¢puxcupyercss B OPK C3Jl win UHON perucTpalmoHHO-
y4eTHOH (popMe, UCIIONIb3YeMOH JUIsl OTCISKMBAHUS CPOKOB UCIIOIHEHUS IOKYMEHTA (TIOpYyYEHHs).

‘ Bepcus 1.0 ‘ ‘ Hama 15.08.2022 2 | Cmp. 33 u3 58




®I'bOY BO Bonrorpaackuii 'AY

Nuctpykiusa no aenonpouspoictsy ®I'BOY BO Bosrorpaackoro 'AY

CMK-H-01-22

Cpoku HCIIOJIHEHUS JOKYMEHTOB (IOPYYEHHI) yCTaHABIMBAIOTCS PYKOBOJIUTENEM, UCXO/AS U3 CPOKA,
YCTaHOBJICHHOI'O OpraHu3aluel, HalpaBUBIIEH JOKYMEHT, WM CPOKOB, YCTAHOBJICHHBIX 3aKOHOJATEILCTBOM
Poccuiickoit @enepanuu.

6.6.  JlokyMeHTHI (HOpY4EHUs) MOJIEKAT UCIIOTHEHUIO B CIIEAYIOIINE CPOKH:

* C KOHKPETHOM aTOM UCIOJIHEHHUS - B YKa3aHHBIN CPOK;

+ 0e3 yka3aHus KOHKPETHOH JIaThl MCIIOJHEHMs], UMEIOLUE B TEKCTE IOMETKY «BEChbMa CPOUYHO» - B
TE€YEHHUE OJTHOTO JIHS, «CPOYHO» - B 3-AHEBHBIN CPOK; «ONEPATUBHO» - B 101HEBHBII CPOK; OCTAJIBHBIE - B CPOK
He Ooiiee 30 nHel;

* [0 MEXBEJIOMCTBEHHBIM 3alpocaM O MPEICTABICHUM JOKYMEHTOB M (W) MHPOPMALUU B LENAX
IPEOCTABIEHHUS TOCYAAPCTBEHHBIX U MYHUIIMIAJIBHBIX YCIYT - 5 pabouyMx JHEH co JHS MOJy4YeHUs 3ampoca,
ecnu 3akoHoAaTesbeTBOM Poccniickoit denepanuy He yCTAaHOBIIEH HHOM CPOK;

¢ T0 OOpameHusM rpaxaan - 30 qHel co THA PEeruCTpalni.

6.7. IIpuocTaHOBUTH MCIOJIHEHUE KOHTPOJIBHOTO JOKYMEHTa (IOpYUYEHUSs ), a TAK)KE OTMEHUTH €ro
MOYET PYKOBOJIUTEb, TOANMCABILNI JOKYMEHT WM JaBIIUI opyueHue (yKa3aHue).

6.8. B mensix cBoeBpeMEHHOr0 UCIOJIHEHUSI JOKYMEHTOB, IOPYUYEHHH (YKa3aHMi1), TOCTABIEHHBIX HA
KOHTPOJIb, PA0OTHHUK OT/eJNa JeIONPOU3BOJCTBA U OPraHU3aLMOHHON pabOThl, OTBETCTBEHHBIN 3a BeACHUE
KOHTPOJISI UCIIOJTHEHUSI JOKYMEHTOB, IPOBEPSET CBOEBPEMEHHOCTh JIOBEACHUS JOKYMEHTa (IOpydYeHus) 10
VCIIOJTHUTEIIS.

6.9. Ecinum cpox HCHOIHEHHS JOKYMEHTa (IIOpYYEHHs) NPEBbIIIAET OJUH MeECAl, B ILEAX
o0ecreyeHHuss CBOEBPEMEHHOIO HWCIOJHEHUs JOKyMEHTa (IOpY4YeHHs) NPOBOAMUTCA IpeABaPUTEIbHBIN
KOHTPOJIb ¥ HAIOMUHAHUS UCTIOJHUTEISAM O MPUOIMKEHUN CPOKOB UCIIOJHEHUS IOKYMEHTOB (IIOpYUYEHUIT).

6.10.  IIpenBapuTenbHBI KOHTPOJIb OCYLIECTBIIAETCS B CIEIYIOIIEM MTOPSIKE:

* JIOKYMEHTOB (ITOpYYCHHUI ) MOCIEAYIOIIMX JIET - HE PEXKE OJTHOTO pa3a B TOI;

* JIOKYMEHTOB (IIOpYUYCHMIT) MOCIEAYIOUIMX MECALIEB TEKYIIETo rojia - He PeKe OAHOT0 pa3a B MecsLy;

* JIOKYMEHTOB (ITOpYYCHHUI) TEKYIIETO MecsIa - 3a 5 IHEeH /IO UCTEUCHUS CPOKA UCIIOJTHCHHUS.

6.11. HamomuHaHuE UCIIOJHUTEISAM O MPUOIMKEHUH CPOKOB MCIIOJHEHUS JOKYMEHTOB (IIOPYUYEHUN)
MOKET OCYIIECTBIISITHCSI B aBBTOMAaTHYECKOM pexkume nocpeactsom COJI.

Nudopmanus 00 HCIOTHEHMH JOKYMEHTOB (TMOpydYeHHUil), TNOJydeHHas OT HCHOJHUTENEH,
¢ukcupyrorca B OPK CO/I.

6.12. IIpu HeoOXOAMMOCTH M3MEHEHUS CPOKA UCTIOIHEHUS JOKyMEHTa (MOpYyUYEHHsI) OTBETCTBEHHBIH
UCIIOJTHUTENb 00s3aH HAIpPaBUTh 3alpoc O MPOJUIEHUHM CPOKa C YKa3aHWEM IpPUYUH TMPOJJIEHHUS U JIaThl
VICIIOJIHEHUS HA UMs PYKOBOAMTEIS, IaBIIETO MIOPYUCHHUE.

O6ocHOBaHME TPOAJICHUS] CPOKA HCIIOJIHEHUS JOKYMEHTa (MOpY4YEeHHs) JIOJKHO ObITh HampaBiIeHO
COOTBETCTBYIOIIEMY PYKOBOJWTEIK HE IO3AHEE, YEM IO HCTEYEHHH [BYX TPETbUX CPOKA HCIIOJHEHHS
JIOKYMEHTA (TIOpY4YEHHUs).

O0 W3MEHEHMM CpOKa WCIOJHEHUs JOKyMeHTa (TMOpydeHHUs) OTBETCTBEHHBIH HCIIOIHUTEIh
UH(GOPMUPYET OTJEIN JIEIONPOU3BOICTBA. AHAIIOTUYHBIM 00pa30M MOTYT OBITh BHECEHBI H3MEHEHHS B COCTaB
UCITIOJIHUTENIEH JTIOKYMEHTa (TMopydeHHs) ¢ 00s3aTelabHbIM HH(OPMUPOBAHUEM OT/ENa AEJIONPOU3BOACTBA
YHusepcurera.

6.13. JloxkyMeHT (HOpy4eHHE) CUMTAETCS UCTIOTHEHHBIM, €CITU IPUHSATHI PEIIEHUS 110 MOCTABICHHBIM
BOIpOCaM, TOATOTOBJIEHBl COOTBETCTBYIOIIME JIOKYMEHTBHI, HalpaBjieHa CIpaBKa 00 WCIOJIHEHUH B
COOTBETCTBYIOIIIME OpPraHbl BIacTH (OpraHM3alMK) WK JaH OTBET 10 CYLIECTBY 3aMHTEPECOBAHHBIM JIUIAM.

Pemienne 00 HWCHOJMHEHWH MAOKyMEHTa (MOpydYeHHs) NPUHUMAET PYKOBOAMTENb, IOCTABUBIIMN
JOKYMEHT (TOpYy4YeHHE) Ha KOHTPOJb, C 00s3aTeIbHBIM HH(OPMUPOBAHMEM OTJENa JEeONpPOU3BOJICTBA
YHusepcurera.

CBenenuss 00 WuCHOIHEHMM JOKyMeHTa (mopydeHus) BHocaTcs B OPK COJI wunu  uHyro
PETUCTPAIMOHHO-YUYETHYIO (POpMY, UCTIOIB3YEeMYIO Ul KOHTPOJIS UCIIOTHEHHUS.
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6.14. JlokymeHTHI (IIOpYy4Y€HUs), HE CHATHIE C KOHTPOJISI, a TAKXKE JOKYMEHTHI (IIOPY4YEHHUS), CPOK
UCIIOJIHEHUS KOTOPBIX HE MPOJJIEH, CUUTAOTCSI HEMCIIOJIHEHHBIMH.

6.15. Otxaen Aenonpou3BOACTBA Y HUBEPCUTETA AHAIU3UPYET COCTOSIHUE U PE3YJIbTaThl UCIIOIHEHUS
JOKYMEHTOB (IIOPYYEHMIA) U COCTOSIHUE UCTIOIIHUTENBCKON JUCIUIUINHBL:

* B IOPSAJKE IIPEIBAPUTEIILHOTO KOHTPOJIS HAIIPaBJIAET B CTPYKTYPHBIE MOAPA3AEICHUS OpraHu3aluu
HAllOMUHAHUS O JIOKyMEHTaX, CPOKM HCIIOJIHEHUs] KOTOPhIX MCTEKArOT (32 3 - 5 nHel 10 OKOHYaHUs CpoKa
VCIIOJIHEHUS IOKYMEHTA);

* [0 OKOHYAaHUM roJla PEKTOpYy YHHUBEPCUTETa HAIpPaBIsE€T OTYETHl O KOJIMYECTBE JOKYMEHTOB,
UCIIOJIHEHHBIX B CPOK, UCIIOJIHEHHBIX C MPOJIJIEHUEM CPOKA HUCIIOJIHEHHUS, HE UCIIOJIHEHHBIX, HAXOASIIMXCS Ha
UCIIOJIHEHUH 110 YHHMBEPCUTETY B LIE€JIOM, 0 CTPYKTYPHBIM MOAPA3IEICHUSIM M, IPU HEOOXOAUMOCTH, - IO
OTJIEIbHBIM UCIIOJTHUTEIISIM.

7. Opranu3zanus paéoTbl HCIOJHUTES € JIOKYMEHTAMU

7.1. cnonHuUTENb MOTYYaeT TOKYMEHThI Ha UCIIOJIHEHHUE B ICHb UX PACCMOTPEHUS WM Ha CIICTYHOLINI
pabouuii I€Hb B COOTBETCTBUH C PE30JIIOIUSIMHU PYKOBOACTBA Y HUBEPCUTETA U PYKOBOIUTEISI TOAPA3ACIICHUS.
CpouHble JOKYMEHTHI IEPENAIOTCS UCTIOTHUTEN0 HE3aMEIJIUTEIbHO.

7.2. JIOKyMEHTBI, MOCTYMNAKIIAE B CTPYKTYPHOE MOAPA3ACICHUE C PE30JIOUHUSIMU PYKOBOACTBA,
NEPEeAOTC PYKOBOAMUTENIO MojJpa3feneHus. Eciu TOKyMEHT, NOCTYNMBIIMI Ha MCHOJHEHHE B
MOApa3/IeJICHUE, HE UMEET OTHOIIECHUSI K KOMIIETEHIIMH MTOAPA3AEICHUS, PyKOBOJAUTEND MTOAPA3ICIECHUS B TOT
JKe JIeHb WM Ha CIIeAYIOIUN pabounii JeHb BO3BpAIIAET €ro B OTJEIN JeIONPOU3BOCTBA U OPraHU3allMOHHON
pabotsl YKIIJ] nnst pemreHusi Borpoca O MepeHaAINpaBiIeHUU €r0 Ha MCIIOJIHEHHE B JPYroe IMojpasnelieHue
(IpyroMy UCTIOJIHHUTEIIO).

7.3. crionHeHne TOKyMEHTA MPEelyCMaTPUBAET:

e cOop u aHayM3 HE0OX0AMMOM MHpOpMAIUK;

* TIOATOTOBKY IPOEKTa JOKYMEHTa U €ro opopMieHuE;

e COIJIaCOBaHMUE MPOEKTa IOKYMEHTa C 3aMHTEPECOBAHHBIMU JIUL[AMU;

e 110pabOTKYy MpOEKTa TOKyMEHTa IO 3aMEYaHHsIM, IOJYyYEHHBIM B XOJE€ COTJIACOBAHHS W, TPH

HEO0OXOJIUMOCTH, - MIOBTOPHOE COTJIIACOBAHUE;

* TOATOTOBKY CIHCKa (peecTpa) pacChlIKU TOKYMEHTA, €CIIU JOKYMEHT aJJpeCOBaH IrpyIIe opraHu3aiuii;
* MpeACTaBlIEHUE MPOEKTA TIOKYMEHTa Ha MOIIUCH (YTBEPKACHHUE) PYKOBOJICTBY;
* MOATrOTOBKY JOKYMEHTA K OTIPABKE U Mepeaavy KoUK IOKYMEHTa B JIETIO0.

7.4. Ilpm HampaBiieHMHM JOKYMEHTAa HECKOJIbKMM HCIHOJIHUTENSIM OTBETCTBEHHBIM 3a MOJATOTOBKY
MPOEKTa JIOKYMEHTA SIBJISETCS WCIOJHUTENb, YKa3aHHBIA B PE30JIONUU TEPBHIM WM OOO3HAYEHHBIN B
PE30II0LNUN KaK OTBETCTBEHHBIN UCIIOJIHUTEIb.

7.5. OTBETCTBEHHBIN HCIOJHUTEIh UMEET MPABO JABATh MOPYYEHHUS OCTAIHHBIM HCIOJHUTEIISM,
MPOBOAUTH paboure COBEIIaHUS I BRIPAOOTKH COBMECTHOTO pellleHus. Bce nCmomHuTeN! B paBHOM CTENeHH
OTBETCTBEHHBI 32 CBOEBPEMEHHOE M KAYECTBEHHOE UCIOJHEHUE MOPYUECHUS U TPEACTABIICHHE OTBETCTBEHHOMY
UCTIOTHUTEII0 B YCTAHOBIIEHHBIE UM CPOKH HEOOXOJUMBIX MAaTepHaNIOB (IIPOEKTOB JOKYMEHTOB, CIIPABOK).
HcnonauTenn He UMEIOT MpaBa MPEACTABIATh MPOCKTHl JOKYMEHTOB PYKOBOAUTENIO, IABIIEMY MOPYUYEHHUE,
MUHYS] OTBETCTBEHHOT'O UCIIOJTHUTEIS.

7.6. B cmydae oTcyTcTBHS UCTIOTHUTENS (KOMaHIMPOBKA, OTITYCK, O0JIE3Hb) JOKYMEHT 0 YKa3aHUIO
PYKOBOJUTENS MOJApa3JelieHUusl MEepeNaeTcsl PYroMy HCIOIHUTEN0 € 00sf3aTeIbHbIM COOOIIEHHEM €ro
dbamMunuu AeNOMpPON3BOAUTENIO MOApa3ieieHus s BHeceHus: m3meHeHnit B OPK mokymenta B COJ] nnun
WHYIO PETUCTPAIMOHHO-YIETHYIO (OpMY.

7.7. Ilpu yBOIbHEHWM WM TEPEXOJe Ha IPYrod ydacToK pabOThI COTPYIHUK O00s3aH CHATh
JIOKYMEHTBI U JIeJIa PYKOBOJIUTEIIO MMOIPA3ACIICHUS] WA 110 €r0 YKa3aHUI0 BHOBb HA3HAYEHHOMY COTPYIHUKY
(B cmyuae HEOOXOAMMOCTH, - TIO aKTy MpHUeMa-Tiepeadn, B KOTOPOM YKa3bIBAIOTCS BUJIBI JEJT (3aT0JIOBKH JIeT)
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U UX KOJMYECTBO M KOTOPBIA MOIMHUCHIBACTCS PAOOTHUKOM, MEPEIABIIMM JOKYMEHTBI, U PaOOTHUKOM,
MPUHSBIIUM JOKYMEHTHI).

7.8. Pe3ynbTaTtoM HCHOJHEHUA JOKYMEHTa SBJSETCS MPOEKT JAOKYMEHTA, ITOArOTOBJICHHBIN
VCITOJTHUTEJIEM.

[TpoekT JOKyMEHTa CO BCEMH HEOOXOJMMBIMH MPUIOKCHHUSIMH, HANleYaTaHHBIA U O(QOPMIICHHBINH B
COOTBETCTBUM C MPABWIAMH, YCTAHOBJICHHBIMH B paznene 3 MHCTpyKUMH, UCIIOJHUTENb COTJIACOBBIBAET C
3aMHTEPECOBAHHBIMU MOAPA3ACICHUSIMH U JIMLIAMH U, IPU HEOOXOAUMOCTH, C IPYTUMU OPTraHU3ALUSIMH.

JlokyMeHThl, mNpeaHa3HAuYeHHbIE [UId OTHpaBKHU, odopMmisitoTcs Ha OlaHke YHHUBepcUTeTa
ycTaHoOBIeHHONW (opmbl. [l OTHpaBKM JOKYMEHTOB, HE HWMEIONIUX aJpPECHON 4YacTH, COCTaBISETCS
CONPOBOAUTENBHOE MMUCHMO.

Ha moxymenT, paccpuiaeMslii 6osiee 4eM B YeThIpe aApeca, UCIIOJIHUTENb TOTOBUT CIIMCOK PACCHUIKH,
onpezesnsieT KOJIMYECTBO SK3EMIUIIPOB JOKYMEHTAa U IOCIE PETHUCTpalud 00ecreyrBaeT H3TOTOBICHUE
HE00XO0JUMOTr0 KOJIMYECTBA KOIUH.

7.9.  Hcnomuutenb (OTBETCTBEHHBIH WCIOJIHUTENb) OpPraHU3yeT corjacoBaHue (BU3UPOBAHUE)
IPOEKTa JOKYMEHTa CO BCEMH 3aWHTEPECOBAHHBIMU JIMIIAMH U IPOBOJHUT AOPAOOTKY MPOEKTA IO 3aMeUaHUSIM
B COOTBETCTBUU ¢ pazaenoM 4 UucTpykuuu.

7.10. Ilocne nopa®OTKH ¥ MOBTOPHOTO BU3MPOBAHHUS (COTIIACOBAHUS) IPOEKT JIOKYMEHTA MEePeIaeTCst
Ha moanucaHue (yTBepkiaeHue). o mpencTaBieHUs HA MOANKHCH HCIOIHHUTENh MPOBEPSET MPAaBHILHOCTD
oopMIICHHS JOKYMEHTA, IPABMIIBHOCTh OOPMIICHHSI ajpecaTta, HaJTuIue HEOOXOUMBIX BH3, MPHIIOKECHUN,
npu HEOOXOIMMOCTU - CIIPABOK, MOSCHUTENBHBIX 3alHCOK, PA3bSCHSIOMIUX COICpKAHUE MOATOTOBICHHBIX
JIOKYMEHTOB, JIUCTA (yKa3aTeysl) pacChUIKH.

7.11. TlognucaHHBI JOKYMEHT HCIOJHUTENb B COOTBETCTBUM C MOPSAJIKOM, YCTAHOBJICHHBIM
WucTpykumeit mo AeI0mpon3BOACTBY, IEPEAAST ISl PETUCTPAIIMH U OTHPABKU W/WIIN BKIIOUYEHUS B JIEIIO.

B cooTBeTcTBUM ¢ HOMEHKIJIATYPOU JI€] UCIIOJIHUTEINb ONPEAEISIeT UHACKC JIe]a, B KOTOPOE JOHKEH
OBITH BKJIIOUEH JOKYMEHT.

7.12. B xonae HWCHOJHEHHS JOKYMEHTa MCIOJHUTEIb MMEET MPaBO IpeuiaraTb U3MEHEHUE CpOKa
WCIIOJTHEHHS, €CJTH OTCYTCTBYIOT peajbHbIC YCIOBHS MCIIOMHEHUS JOKyMEHTa (MOpy4YeHus), eaTh MOMETKH
Ha JOKYMEHTE O BpPEMEHH €ro MOCTYIUICHHS], O JaTaX MPOMEKYTOYHOTO KOHTPOJIS, TeNe(hOHHBIX U TUCHMEHHBIX
3ampocax, 0 JaTe U pe3ybTaTe OKOHYATEIBHOIO UCIIOJIHEHUS.

7.13. HcnonHuTenb HE UMEET IIpaBa pasriamarh COACpPKaHUE IMOCTYIUBIIUX K HEMY JOKYMEHTOB U
MOATOTOBJICHHBIX MPOEKTOB CIY)KEOHBIX JOKYMEHTOB, C HUMH MOTYT OBITb O3HAKOMJIEHBI TOJIBKO JIUIIA,
MMEIOLIME OTHOLIEHNE K UX UCIIOJIHEHUIO.

8. ®opMupoOBaHNe JOKYMEHTAIBLHOr0 poHIa YHHBepcUTETA

8.1. OnepaTtuBHOE XpaHEHHE JTOKYMEHTOB YHMBEpPCUTETA JI0 NEepeJjaul UX Ha XpaHEHHE B apXuB
WU YHUYTOKEHHUE OCYILECTBIIACTCS B CTPYKTYPHBIX MTOAPA3ACICHUAX OpraHU3alyy.
8.2. B wmensx XpaHeHMs, MOUCKA M HCIOJIb30BaHUS JOKYMEHThl Ha OyMa)XHOM HOCHUTENE U

JJIEKTPOHHBIE TOKYMEHTHI (POPMHUPYIOTCA B Jiea B COOTBETCTBUU C HOMEHKJIATYPOM Jiel.

Homenknarypa nen 3akpemiser kjiaccupukanuoo (IpynnupoBKY) UCIIOJIHEHHBIX JOKYMEHTOB B Jiela
(9JIeKTPOHHBIE JleNa), CUCTEMAaTU3allii0 M MHJEKCAIMIO e, CPOKM MX XPAaHEHUS U SBISETCS OCHOBHBIM
YUETHBIM JOKYMEHTOM.

Homenknarypa nen siBisieTcs OCHOBOW JUIsl COCTaBJIEHMsSI ONMHUCEH Jesl MOCTOSHHOTO, BPEMEHHBIX
(cBbime 10 neT) CPOKOB XpaHEHUS U 10 JTUYHOMY COCTaBY, aKTOB O BBIJICJICHUU K YHUUTOKEHHUIO TOKYMEHTOB
C UCTEKIIMMH CPOKaMH XpaHEHHs, a TakKe JUIsl ydeTa Jiel BpeMeHHbIX (10 10 JeT BKIIOYMTENbHO) CPOKOB
XpaHEHUS.
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8.3.  HomeHnknarypa nen YHuBepcUTETa COCTABISACTCS HA OCHOBE U3YUEHHUs COCTABA U COACPIKAHUS
JIOKYMEHTOB, 00pa3yIOIIUXCS B IEATEILHOCTH Y HUBEPCUTETA, BKIIIOYAs IOKYMEHTBHI, IOCTYIAIOIINE U3 JPYTUX
OpraHu3aIuu.

8.4.  lIpu cocraBieHMM HOMEHKJIATYphl A€ CIEAYET PYKOBOJCTBOBATHCS YCTABOM Y HUBEPCUTETA,
MOJIOKEHUSAMHU O CTPYKTYPHBIX MOAPA3ICNCHHSIX, IITaTHBIM paclycaHueM, IJIaHaMU U OTYeTaMH O paboTe
VYHuBepcuTeTra, HOMEHKJIATYypOll Jeil 3a NpOLIENIIMH TroJ, JOKaJIbHBIMM HOPMAaTUBHBIMU aKTaAMH
VYHuBepcurera, coIep)KalluMH CBEACHUS O JOKYMEHTaxX, OOpa3yloluXcsl B AESITEIbHOCTH YHUBEPCHUTETA,
TUMIOBBIMU M TMPUMEPHBIMH HOMEHKJIATypaMu JAenl (NP UX HaJU4Mu), BEJOMCTBEHHBIMH U THUIIOBBIMU
IIEPEYHSIMU JOKYMEHTOB C YKa3aHUEM CPOKOB X XPaHEHUS.

8.5. B HOMeHKIaTypy Jie] BKIIOYAIOTCS BCE JOKYMEHTBI, OTPAXKAIOIINE JEATEIbHOCTh CTPYKTYPHBIX
noJpa3ielicHuii YHHUBEPCUTETA U MOCTOSHHO WM BPEMEHHO AECHCTBYIOLIUX OpPraHOB (KOMMCCUM, COBETOB,
KOMUTETOB), B TOM YHUCJI€ JOKYMEHTHI OTPAHUYEHHOTO JIOCTYIa, PErHCTPAIMOHHbBIC U YUETHbIE KYPHAJIbl U
KapTOTEKH, B HEOOXOAWMBIX CIIydasX - KONHM JTOKYMEHTOB (€CIIM KOIHUS - €JUHCTBEHHBIH SK3EMIUISIP
JOKYMEHTa B YHHBEpPCUTETEe, a TaKXKe, €CIM KONMM HEOOXOAMMBI JUIsi OpPTraHU3alMU JeATEIbHOCTH
nojpaszenieHus). JJokyMeHTbl, CO3/1aHHbIE B 3JIEKTPOHHOIN (hopMe, BKIIIOYAIOTCS B HOMEHKJIATYPY A€l [0 TEM
K€ MpaBUjIaM, 4YTO U JJOKYMEHTHI Ha OyMa>kHOM HOCHUTEJIE.

He BkitouaroTcsi B HOMEHKIJIATYPY JI€]1 IEPUOJUYECKUE U3/1aHUS, KHUTH, OPOIIIOPHI.

8.6. Homenknarypa gen YHuBepcuTeTa (CBOAHAS) COCTaBISETCS OTAEIOM JEIOMPOU3BOJCTBA HA
OCHOBAaHMM HOMEHKJIATyp el CTPYKTYpHBIX Mojpa3jieieHuil mo Qopme, ycranoBineHHOW [IpaBumamu
XpaHEHUs, KOMIUIEKTOBAaHMUS, ydeTa M HCIOJb30BaHUA JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit
@denepanyy M APYTHX apXMBHBIX JOKYMEHTOB B OpPraHax TIOCYJapCTBEHHOM BJIACTH, OpraHaXx MECTHOTO
CaMOYIIPAaBJICHUsI, OPraHM3alUsAX, YTBEPKIACHHbIMU NpHKa3oM MuHHCTEpCcTBa KyJIbTyphl Poccuiickoit
®enepanyu ot 31.03.2015 Ne 526 (nanee - [IpaBuia xpaneHus).

CBo/iHasi HOMEHKJIATypa JieJl COCTAaBJISIETCSl B MOCJIEIHEM KBapTajle TEKYILEro roja Ha MpeacTOSIIHI
KaJICHJAAPHBIN rOJ.

Homenkiatypa nen VYHuBepcuTeTa NOANKMCHIBACTCS HAYaJbHUKOM OTHENa JI€JIONPOU3BOJICTBA
YHuBepcurera, BU3UPYETCsl pyKOBOAUTENEM apXHBa (JIM1IOM, OTBETCTBEHHBIM 3a apXUB), COIJIACOBBIBAETCS C
HEHTPaJbHOW SKCIEePTHOW KOMHCCHEH (IKCIEpPTHON KOMHUCCHEH) YHHBEpCUTETa M, €Cd Y HHUBEPCUTET
ABJISIETCSI ICTOYHUKOM KOMIIJIEKTOBAHMS TOCYJApCTBEHHOI'O apXMBa, OJMH pa3 B 5 JIET NPEACTaBISAETCS Ha
COIJIaCOBAaHUE  COOTBETCTBYIOLIEH  JKCIEPTHO-IIPOBEPOYHOM  KOMHUCCUU  YIOJHOMOYEHHOIO  OpraHa
WCIIOJTHUTENIbHON BiacTu cyOwekTta Poccuiickoit denepanuu B obnactu apxuBHOro jnena (mamsee - OIIK
apXMBHOTO YUPEXAEHHUS) WIM TOCYIapCTBEHHOI'O apXWBa B COOTBETCTBUHM C MPEJOCTABICHHBIMH €My
TIOJTHOMOYHSIMH B TIOPsiJIKe, ycTaHOBJICHHOM [IpaBunamu xpanenus (1.4.8.).

Howmenknarypa nen, cornacosanHas JIIK apXMBHOTro y4pexIeHUs WU TOCYIapCTBEHHBIM apXHUBOM B
COOTBETCTBUM C IPEAOCTABICHHBIMA €MY IIOJHOMOYMSMHM, YTBEPKIACTCA DPEKTOPOM YHHBEPCHUTETA U
BBOJMTCS B IEMCTBUE C | STHBapsI IPEACTOSAIIETO KAJIEHAAPHOTO ro/ia.

B cnydae usmeHenus GyHKUMH U CTPYKTYpPhl YHHBEPCHUTETa HOMEHKJIATypa I COCTaBISETCH,
COTJIACOBBIBAETCS U YTBEPIKIAETCS 3aHOBO.

8.7.  CormnacoBanHas ¢ cooTrBercTByomeld DIIK apXuBHOro yupekIaeHHs WM TOCyAapCTBEHHBIM
apXMBOM B COOTBETCTBUU C IPEAOCTABICHHBIMU €MY IOJHOMOYMSAMU HOMEHKIIATypa A€l B KOHLE KaKI0ro
roJila yTOYHSIETCs, IEPENeYaThIBACTCs, YTBEPKAACTCS PEKTOPOM YHUBEPCUTETA U BBOJUTCS B JeHCTBHE C |
SHBapsI PEJCTOSIIETO KaJeHAAPHOIO ro/1a.

8.8.  llepBelii 3K3eMIUIIP YTBEPKACHHOW HOMEHKIIATYPBI €] SBIAETCA TOKYMEHTOM IIOCTOSIHHOTO
CpOKa XpaHEHWS W BKIIIOYAETCS B HOMEHKIIATYpy J€J B pa3/iesl KaHUEIIpUU YHHUBEPCHUTETA, BTOPOH -
UCTIOJIb3YEeTCs OTAENIOM JIEJIONPOU3BO/ICTBA B KAUECTBE Pab0OYero 3K3eMIUIApa, TPETUH - TIepe1aeTcsl B apXUB
YHuBEpcHUTETa B Ka4ECTBE YYETHOTO JOKYMEHTA, JJIEKTPOHHAs KONMWS HOMEHKJIATYpBI €N YHHMBEPCHUTETA,
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YTBEPKICHHOM PEKTOPOM YHUBEPCHUTETA, IMEPENACTCS B TOCYNAPCTBEHHBIA AapXWB, HWCTOYHUKOM
KOMILIEKTOBAHUS KOTOPOT'O SIBJISIETCA Y HUBEPCUTET.

B nonpasznenenus YHuBepcuTeTa HOMEHKIIATYpa JIE] PACCHUIAETCS OTAEIOM JEJIONPOU3BO/ICTBA B BUE
KOINUI COOTBETCTBYIOLINX Pa3zesioB Ha OyMa)kKHOM HOCHUTEIIE WM B AJIEKTPOHHOU (opMe.

8.9. HomeHnkmatypa 1en YHHBEpPCUTETa CTPOMTCS 110 CTPYKTYpPHOM (Ha3BaHUSIMH pa3JIelioB
(moapasnenoB) HOMEHKIATYPhI e SIBISIFOTCS Ha3BaHUSI CTPYKTYPHBIX IMOAPA3JEICHUN, pacIOOKEHHBIE B
COOTBETCTBUU C YTBEPKJCHHON CTPYKTYpOod YHHBEpPCUTETA), WM (YHKIIMOHATIHHOW cXeMaM (Ha3BaHHUSIMHU
pa3/iesioB HOMEHKJIATYpHhI JIEJT SBIISIOTCS HAMPABJICHUS JCSITEIbHOCTH Y HUBEPCUTETA).

8.10. HoMeHknaTypa el CTPYKTYPHOI'O IMOJPA3JCIICHUSI COCTABISIETCA B Ka)KJIOM IOJpa3ICICHUU
YHuBepcurera pabOTHUKOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOJCTBO MOIpa3AesieHus], IPU YUaCTUU BEIyIIUX
CHEIMAJIUCTOB TOJPA3/IEICHMs], COIJIACOBBIBAETCS C OSKCIEPTHOM KoMHccued nojpaszieneHus (mpu ee
HAJIMYUU), TOAMUCHIBACTCS PYKOBOJIUTENEM CTPYKTYPHOIO MOJApAa3JesieHUs U MPEACTaBIsSeTCs B OTHEIN
JIEJIONPOU3BO/ICTBA.

Homenknatypa nen CTpyKTypHOrO TOJpa3fefieHus COCTaBiseTcs 1o (opMe, YCTaHOBICHHON
[IpaBuiiamMu xpaHeHusI.

BHOBb co37aHHOE WM PEOpPraHu30BaHHOE IMOJApa3/elieHue JAOHKHO B MECSUHBIM CPOK pa3paboTarh
HOMEHKJIATypy JIe]1 U MIPECTaBUTh €€ B OT/AEI JEJIONPOU3BO/ICTBA.

8.11. Bce 3aronoBku [1ej, BKJIIOYEHHbIE B HOMEHKIATYPY J€J1 CTPYKTYPHOIO IOJpa3JesIeHMUs,
uHAeKcupytoTces. MHAekc npena ykaspiBaercs B rpade | HOMEHKIATYyphl 1€l W COCTOMT W3 HHJEKCA
CTPYKTYpHOTO ToJpa3feneHuss (Koja MOoJpa3fefieHuss B COOTBETCTBHUM C YTBEPIKIECHHOH CTPYKTYpoOi
OpraHu3alK WIN KIacCU(PUKATOPOM CTPYKTYPHBIX MOJPA3/IEICHUI) U MOPSAAKOBOrO HOMEpa Jeia B pasieie
HOMEHKJIATyphI fen. Muaekcel nen o6o3navyarotes apadckumu mudpamu. Hanpumep: 01 - 05, 01-02-05 rae:

« 01 - Kox CTPYKTYpHOTO MOApa3ICICHHS;

+ 05 - nopsiakoBBIi HOMED JAela B pa3jielie HOMEHKIATYphI JeT;
« 01-02 - ko1 CTPYKTYpHOTO TOPA3ICTICHHS;

+ 05 - nmopsakoBBIif HOMED Jena B pa3jiesie HOMEHKIATYPhI Aell.

Jlena no Bompocam, HEpa3peluIeHHbIM B TEYEHUE OIHOTO TO/1a, SIBJISIOTCS «IIEPEXOASIIMMU» U BHOCATCS
B HOMEHKJIATypy €JI CIIEAYIOIIEro Toia ¢ TEM XK€E UHJIEKCOM. PEKOMEHIyeTcsl COXpaHATh B HOMEHKJIAType JIe
OJINHAKOBbIE MHJIEKCHI JIJIs1 OJHOPOIHBIX JIeJl, BKJIIOUEHHBIX B pa3HbIE pa3zeibl.

Ecnu B TedeHue rona B ACITETLHOCTH YHUBEPCUTETA OOPA3yIOTCS JOKYMEHTHI, HE IPEAYCMOTPEHHbBIE
HOMEHKJIATypOU JieJ1, 3ar0oJIOBKM HOBBIX JI€J AOIOJHUTENBHO BKJIIOYAIOTCS B HOMEHKIATYypy nei. B kaxaom
paszjiesie HOMEHKJIATYpPhI JIeJ 1J1s1 BHOBb 3aBOJUMBIX €] MPEAYyCMATPUBAIOTCS PE3EPBHBIE HOMEPA.

8.12. 3aronoBok nena (rpada 2 HOMEHKJIATYPHI Jei) JOJKEH B 000O0IIeHHOW (opme oTpaxkaTh
OCHOBHOE COZIEp>)KaHHUE M COCTaB JOKYMEHTOB Jena. He nomyckaercss ynmorpeOsieHHe B 3arojioBKe jeia
HEKOHKPETHBIX (POPMYIHUPOBOK («pa3Hble MaTepUalbly, «0OIas Mepenucka»), a TakKe BBOIHBIX CJIOB U
CJIOKHBIX CHHTAKCHYECKMX OOOpOTOB. 3arojOBKM Jiell MOTYT YTOUHSTBCS B TEUYEHHE Toja B Ipoliecce
dbopMupoBaHUs U OPOPMIIEHHUS JEII.

3aroJIoBOK JIeNa JOJKEH COCTOATH U3 3JIEMEHTOB, PACIIOJIAaraéMbIX B CIEAYIOLIEHN MTOCIE0BATEIbHOCTH:

a) Ha3BaHUE BUA Jeia (Mepenucka, >KypHal, JeJ10) UK BUuJa JOKyMEHTOB, BKJIIOYEHHBIX B JIEJI0

(TpOTOKOJIBI, MPUKA3HI);

0) HauMeHOBaHHE YHUBEPCUTETA, CTPYKTYPHOTO MOAPA3/IE€ICHHUS, TOCTOSHHO JEHCTBYIONIETO WK

BPEMEHHOI'0 OpraHa, JOJHKHOCTHOTO JIUI[A, CO3JaBIINX JOKYMEHT(bI);

B) HaMMEHOBAaHHE KOPPECMOHACHTa (OpraHu3aluu, JIUIa, KOTOPOMY aJIpECOBAHbBI UM OT KOTOPOIO

MOJIy4EHbI TOKYMEHTHI);

I') KpaTKO€ COZIEp>KaHUE JJOKYMEHTOB JIEN1a;
1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHH), C KOTOPOH CBSI3aHO COZAEpkKaHHE JOKYMEHTOB JIefa;
e) gara (mepuo), K KOTOPbIM OTHOCSITCS IOKYMEHTHI JIeTia;
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) yKa3aHUE Ha KOIUHHOCTh JOKYMEHTOB Jieja.

8.13. Ilopsmok pacmosioKeHUs 3aroJIOBKOB Il BHYTPH Pa3/iesIoB HOMEHKIIATYPHI 1T ONpeesieTcs
CTENEHbIO BAXKHOCTH JIOKYMEHTOB, BKJIFOUCHHBIX B JIeJia.

B Hauane pazgena pacronaratoTcsi 3arojIOBKU Jell, COJEpKalliX yuypeauTeabHble, OPraHu3allMOHHO-
[IPABOBBIE U PACHOPAIUTENIbHBIE JOKYMEHTBI, 3aTEM 3arojIoBKU J€J, COAEpXKallluX IJaHOBBIE, OTUETHBIE,
UH(GOPMaLMOHHO-aHAIMTUYECKHE JOKYMEHTBI, JOKYMEHTBI, OTpaKalolllue [esTEIbHOCTh YHUBEPCHUTETA,
MIEPETUCKY, B KOHIIEC pa3jielia - pErUCTPAIMOHHBIC U YUETHBIC )KYPHAIIbI, KAPTOTEKH, 0a3bl TaHHBIX.

3aroyioBKHU JIeJ1, COCTABICHHBIX 110 KOPPECIIOHIEHTCKOMY U TeorpadudeckoMy Mpu3HaKaM, BHOCATCS B
HOMEHKJIATYpy el 10 andaBUTy KOPPECIIOHICHTOB MU reorpa)uueckux Ha3BaHUH.

B 3aromoBkax nen, coaep)KaluX JOKYMEHThI 10 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MIOCJIEIOBATEIbHOCTBIO PEIIEHHUS! BOIPOCA, B KAUECTBE BUA JIeJIa YIOTPEOIsIeTCsS TEPMUH «IOKYMEHTBI», a B
KOHIIE 3ar0JI0BKa B CKOOKax YKa3bIBAIOTCS Ha3BaHUS BUAOB JOKYMEHTOB, HauOoJjee MpeACTaBIeHHBIX B JIETIE:

«JloKyMEeHTBI O IPOBEJCHUHN COBEIIAHUI U CEMHUHAPOB (ITPOTrPaMMBbI, CITUCKH, TOKJIA]IBI )».

TepMUH «TOKYMEHTBD» TPUMEHSIETCS TAK)KE B 3ar0JIOBKAX €I, COACPKAIIUX JOKYMEHTBI- TPUIIOKEHUS
K KAaKOMY-JIN0O TJOKYMEHTY (BUbI JOKYMEHTOB-TIPUIIOKEHUH HE TIEPCUUCIISFOTCS ):

*  «JloKyMeHTBI K IPOTOKOJIAM 3aCeIaHUN YYEHOTO COBETA;
+ «IIpoTokomnsl 3acegaHuil peKTopaTa u JOKYMEHTBI K HIM.

B 3aronoBkax gen, mpenHa3HAuYeHHBIX JIs TPYNNUPOBKH OJHOTUIIHBIX JOKYMEHTOB, 3Ta TpyIa
JIOKYMEHTOB YKa3bIBa€TCsS BO MHOYKECTBEHHOM YHCJIE:

«IIpoToKoIBI 3aceaHNii yYEHOTO COBETa.

B 3arosioBkax jaen, comeprkaliux NepernucKy, yka3blBaeTcs, C KEM U 10 KAKOMY BOIIPOCY OHa BEJIETCH:

«[lepenucka c 00pa3oBaTeIbHBIMU YUPEKICHUSIMH O MOBBIIICHUHN KBATH(PUKAIIUN PAOOTHUKOBY.

B 3aronoBkax jgein, coaepiKallux NEPENUCKY C OJHOPOJHBIMH KOPPECHOHJEHTaMH, IOCJIEIHUE HE
HA3bIBAIOTCS, & YKa3bIBAETCS UX BUJIOBOE HA3BAHHE:

«[leperncka ¢ (enepasbHBIMH OpraHAMU WCIOJTHHUTEIBHON BIIACTH O 3aKJIIOYCHWH W HCIOTHEHUHU
rOCy/IapCTBEHHBIX KOHTPAKTOB.

B 3aronoBkax pen, comepikalux MEPENUCKy C Pa3HOPOAHBIMU KOPPECHOHJEHTaMH, MOCIEIHUE HE
NEePEUUCIIAIOTCS:

«Ilepenucka o 3aKJII0YEHNUN U UCIIOJIHEHUU TOCYIapCTBEHHBIX KOHTPAKTOBY.

B 3arosoBke nena yka3pIBaeTCsl KOHKPETHBIN KOPPECTIOHJEHT, €CIIN MEePEnucKa BEAETCS TOJIbKO ¢ HUM:

«Ilepenucka c Munobpuayku Poccuny.

B 3aromnoBkax fen, coaepiKalux IUIAHOBYIO HIJIM OTYETHYIO JOKYMEHTAIIMIO, YKa3bIBA€TCSA MEPUO]I
(Mecs11, KBapTaJl, TOA) Ha (3a) KOTOPBI COCTaBJIEHBI IJIaHbI (OTYETHI):

- «OT4eTHI CTPYKTYPHBIX MoApasaenenuii 3a 2021 roay;

- «CTaTUCTHYECKUH OTUET O YUCIEHHOCTH, COCTaBe U ABMKeHUU KaapoB 3a 2021 rox (¢. Ne 27-rom)».

[Tpu ¢opmupoBaHuM nera U3 HECKOIBKUX TOMOB (4acTeil), KpoMme OOIIEero 3arojoBka jena Mpu
HEO0OXOJUMOCTH COCTABJISIOTCS 3ar0JI0BKHU KaKJ10T0 ToMa (4acTH), yTOUHSIOIINE COJIepKaHue TOMOB (4acTei)
Jena.

3aroioBKH JeJ1 MOTYT YTOUHSATHCS B IIpoliecce popmMupoBaHusi U 0pOpMIIEHUS JE.

8.14. TI'pada 3 «KonuuecTBo Jaem» 3aMoNHAETCS 0 OKOHYaHUU KaneHaapHoro roja. [lo qoctuxennn
JIeJIOM, BKJTFOUAOIINM JJOKYMEHTBI BpeMeHHBIX (CBBImE 10 J€T) ¥ MOCTOSHHOTO CPOKOB XpaHEeHUs, 00beMa B
250 nuCTOB, TOM 3aKPBIBACTCS U OTKPBIBAECTCSI HOBBIM TOM. B rpade 3 HoMeHKIaTyphl e mociie10BaTeIbHO
YKa3bIBAIOTCS HOMEpPA TOMOB M KpaiiHHUEe AAaThl JOKYMEHTOB Ka)KIO0T0 TOMA:

T. 1. 11.01.2020 -
30.06.2020

DNEeKTPOHHBIE Jiea Ha ToMa (YacTH) He pa3JeNsitoTcs. Bee aeKTpoHHbIEe JOKYMEHThI, HE3aBUCHMO OT

ux 00beMa, BKIFOUAIOTCS B O/THO 3JIEKTPOHHOE JIEIO.
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8.15. B rpade 4 «Cpok xpanenust u Ne ctaTby 1O MEPEUHIO» YKa3bIBAIOTCS CPOKH XPAHEHUS JIeNT U
HOMEpPA CTATEW 10 TUIIOBOMY MJIM BEIOMCTBEHHOMY IIEPEYHIO JOKYMEHTOB C YKA3aHHUEM CPOKOB XpaHEHUS,
benepaabHOMY 3aKOHY WJIM HHOMY HOPMAaTHBHOMY IIPAaBOBOMY aKTy.

8.16. B rpade 5 «lIpumedanue» MPOCTABISIOTCS OTMETKH O 3aBeldeHUHM J1en («3aBeieHo»), O
nepexosaumx aenax (Hanpumep, «llepexomsuiee ¢ 2019 ronay), o BelIeIEHUHN A€l K YHUUTOXKEHHUIO, O JIUIIAX,
OTBETCTBEHHBIX 3a (hOpMHUpOBaHHE JIe, O Nepeaaye J1ed B IPYryl0 OpraHU3aluio I POIOJIKEHHUSL.

Ecnu neno popmupyercs B ”HPOPMALIMOHHOM CHCTEME M BKITFOUACT SJICKTPOHHBIE JJOKYMEHTHI, B rpade
«IIpumeuanue» OTMEUAETCs, YTO JEJI0 BEIETCS B JJIEKTPOHHOM BHJE C YKa3aHMEM HAMMEHOBAaHUS
UH(POPMALIMOHHON CUCTEMBI.

8.17. Ilo 3aBepuieHMH JEIONPOU3BOJACTBEHHOIO I0/la B KOHIIE HOMEHKIATYphl J€1 B KaKIOM
CTPYKTYPHOM TOApa3eneHIH 0(hOPMIIIETCS UTOrOBas 3allUCh, B KOTOPYIO BHOCSTCS] CBEICHUS O KOJMYECTBE
3aBEJICHHBIX [N (TOMOB, 4YacTei), OTIEIbHO IMOCTOSHHOTO M BPEMEHHBIX CPOKOB XpaHEHUS, BPEMEHHBIX
cpokoB xpaHenust ¢ orMmetrkor «OIIIK» um mepexomsmux. MToroas 3amuch JOMOJHSETCS TAHHBIMH O
KOJIMYECTBE 3JIEKTPOHHBIX JI€] COOTBETCTBYIOLIUX CPOKOB XPaHEHUSI.

B wuToroByro 3amuch CBOJHOM HOMEHKIATYpPbl €1 CBEACHMSI BHOCSTCSI Ha OCHOBaHUM JaHHBIX,
MEPEeIAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUA YHUBEPCUTETA.

CBeneHusi, coJiepkaliyecs B UTOTOBOM 3alMCU HOMEHKJIATYpbl Jell YHUBEPCUTETA, MEPENaloTCs B
apXuB YHHMBEPCUTETa, O YEM B HOMEHKJAType JeNl IPOCTaBISAECTCA OTMETKA C YKa3aHUEM JOJIKHOCTH M
MOJIUCH JINLA, IEPEaBIIEro CBECHUSI.

8.18. Jlema co oHsA MX 3aBElEHUs IO MEpelladyd B apXWB OpPraHU3ALMM WIM JO0 BBIIEIEHUSA UX K
YHUYTOKCHHUIO IO UCTEYCHHUHU CPOKA XPAHEHHS XPAHATCS [0 MECTY MX (POPMHPOBAHUS.

Jeno cunraercs 3aBeICHHbIM C MOMEHTA BKJIFOUEHUS B HETO IEPBOI0 UCIIOJIHEHHOTO TOKYMEHTA.

8.19. Ilpum popmupoBaHuM Jei Ha OYMaKHOM HOCHTEJE JOKHBI COONIIOATHCS CIIEAYIOINE 001ume
npaBuja:

* B JIEJIO NOMEIIAIOTCS UCIIOJHEHHBIE JOKYMEHThI, COOTBETCTBYIOIIUE 10 CBOEMY COJIEP/KAHUIO
3aroJIOBKY Jieja 0 HOMEHKIIAType J1e;

* TPUIIOKEHUS MOMEIIAI0TCSI BMECTE C OCHOBHBIMU JJOKYMEHTaMU;

* B JIEJIO BKJIIOYAKOTCS JOKYMEHTBI OJTHOTO KaJ€HIapHOIO ro/ia, 3a UCKIIFOUEHUEM IEPEXOJAIINX AET;

* JIOKYMEHTBI IOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpaHEHUs IPYNIUPYIOTCS B JIea pa3/esibHO;

* B JIEJIO BKJIFOYAETCS M0 OJHOMY IK3EMILUIAPY KaXKA0r0 JOKYMEHTa;

* (hakcorpamMmsl, T€JIErpaMMBbl, TEIEPOHOTPAMMBI TIOMEIIAIOTCS B JIea C TIEPEMUCKON Ha 00X
OCHOBAaHUSIX;

* B JIEJIO MOMEMIAIOTCS JOKYMEHTBI IPABUIIBHO U MOJHOCTHIO0 OPOPMIIEHHBIE (AOKYMEHTBI JOKHbI
UMETh JaTy, HOJMNKCH U IpyrHe He0OX0IMMble PEKBU3HTHI);

. B JIEJIO HE BKIIIOYAIOTCS IOKYMEHTBI, MOJIEXkKAIINE BO3BPATY, JIUIIHUE 3K3EMIUISIPbI U YePHOBUKU
(32 HCKJIFOUEHHEM 0C000 IIEHHBIX);

* 10 o0BEMy JeNI0, BKIIIOUAIOLIee JOKYMEHThl Ha OyMa)XHOM HOCHTEJE, HE JIOJDKHO MpeBblaTh 250
JHMCTOB, TMPHU TOJIIMHE He Oosiee 4 cM (TONIIMHA JIeNl cO CpoKamMH XpaHeHus a0 10 jer He JoipKHa
npesbimiath 10 cm). [lpu npeBbllieHNN 1aHHOTO 00beMa 3aBOIUTCS BTOpoit ToM. [lpu Hanuuuu B aene
HECKOJIbKUX TOMOB (YacTei) MHIEKC W 3arojioBOK Jejia MPOCTABISIOTCS Ha KaXIOM TOME C
nobasnenneM obo3HaueHu: «T. 1», «T. 2».

JIoKyMeHTBI BHYTPH Jefla pacrojaraiTcs CHU3Y BBEPX B XPOHOJIOTMYECKOH, BOMPOCHO-IOIHMUYECKOM
MOCJIE0BATENBHOCTH WJIM UX COUYETAaHUU.

PacnopsimuTenbHble JOKYMEHTBI TPYIIUPYIOTCS B Jieja MO BHJAaM M XPOHOJIOTUH C OTHOCSIILIUMUCS K
HUM NPUIOKEHUSAMU. JIOKYMEHTBI - OCHOBAHHUSA K PACTIOPSIIUTENBHBIM IOKYMEHTAM BKIIIOUAIOTCS B OTJEIIBHOE
JENO.

ITpoToKoJIBI B [I€NIe pacnoaratoTcss B XpOHOJIOTHYECKOM MOPSAIKE U 10 HOMEpaM.
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JIOKyMEeHTBI K 3aceiaHusM (COBEIIAHUAM) TPYNIIMPYIOTCS B OTIENbHOE JIEN0, KaK U MPUIOKEHUS K
IIPOTOKOJIaM, €CIIU OHU CoJiepKaT Oosee 25 cTpaHuL.

JIOKYMEHTBI K IPOTOKOJIaM, €CJIM OHU CTPYIIIMPOBAHBI B OT/IEIbHBIE JIENA, CHCTEMATU3UPYIOTCS BHYTPU
Jiena 1o nopsiIKY HOMEpPOB IPOTOKOJIOB.

JlokasibHbIE HOPMATHUBHBIE aKThl, YTBEPXACHHBIE PACHOPAIUTEIIbHBIMU JIOKYMEHTAMHU, SIBISIOTCS
MPUIOKEHUSMU K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

[Tpuka3bl 10 OCHOBHOM AESTEIbHOCTH IPYIIIMPYIOTCA OTAEIBHO OT IPUKA30B I10 JUYHOMY COCTaBy U
MIPUKA30B MO aIMUHUCTPATUBHO-X035ICTBEHHOMN JESATEIBHOCTH.

B cootBercTBuM ¢ IlepednemM THMOBBIX YNPaBIEHYECKUX ApXHMBHBIX JTOKYMEHTOB, OOpa3yIOIIUXCS B
npolecce AesITENbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABIICHUS U OpraHU3alui, C
yKa3aHUEM CpPOKOB XpaHEHMs, YTBEpkJACHHbIM Tmpukazom PocapxuBa ot 20.12.2019 Ne 236 «
aJIMUHHUCTPATUBHO-XO035IICTBEHHOH J1€ATEIbHOCTH OTHOCATCS BOIPOCHI 110 COOJIIOICHHUIO IPABHIT BHYTPEHHETO
pacriopsiika, SKCIUTyaTallud CIIY)KeOHBIX 3/aHUi, TPaHCIOPTHOMY OOCITY)KMBAaHUIO, BHYTPEHHEH CBs3H,
obecrnieueHn0 0€30MacCHOCTH Y HUBEPCUTETA.

[Tpuka3sbl M0 IMYHOMY COCTaBY (POPMHUPYIOTCS B J€JIa B COOTBETCTBUH CO CPOKAMU XPaHEHHUSI.

JIOKyMEHTBI B JINYHBIX J€JIaX PacloJiaratoTcs 10 Mepe UX MOCTYIICHHUS.

[lepenucka rpynnupyercss B Jejla IO TEMAaTUKE W/WIM KOPPECHOHICHTAM M CHCTEMATHU3HPYETCs B
XPOHOJIOTUYECKOW  TOCIEAOBATEIbHOCTH: JIOKYMEHT-OTBET IOMEIIaeTcs 3a JAOKYMEHTOM-TIPOChOOU
(3arrpocom). [1pu BO300OHOBIIEHNH MEPETIUCKH 10 ONIPEIECICHHOMY BOIIPOCY, HAYaBIIEHCS B TPEABIYIIEM TOTY,
JIOKYMEHTBI BKJIIOUAIOTCS B JI€JI0 TEKYILETO ro/la ¢ yKa3aHueM MHJEKCa Jiea Npeablayero roja.

DJEeKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B 3JICKTPOHHBIE JIe]Ia B COOTBETCTBHH C HOMEHKJIATYPOl Jel
OpraHu3alyy B TOW WH(POPMAIMOHHON cHUCTEME, B KOTOPOM OHHM OBLIM CO3JaHbl MM B KOTOPYIO ObLIN
BKJIIOYEHBI.

8.21. Jlns obecrieuyeHUs] COXPAHHOCTH, Y4eTa JOKYMEHTOB U JIeJ CTPYKTYPHOTO MOJpa3AeieHUs U
OpraHM3alMy 10CTyIa K HUM IIPOBOJUTCS KOMILIEKC padoT:

* CO3JaHUE ONTHUMAJIbHBIX YCIOBUN XPAHEHHS TOKYMEHTOB U JEII;
* pa3MelleHue Jen;

* TpPOBEpKa HAIMYUS U COCTOSIHUS JOKYMEHTOB M JIET;

* coOmro/IeHNe TTOPSIAKA BbIIAUHU JE.

8.22. Jlema pa3memaroT B pabouMx KOMHATaX WU CHEIHAIbHO OTBEIEHHBIX ISl J3TON IeNH
NOMEIIEHUsAX B IKadax, Ha CTEUIakaX, 4ToObl OOECHEeUNUTh WX COXPAHHOCTh U 3ALIUTY OT BO3JCHCTBUS
BpEIHBIX (PaKTOPOB.

Jena g ux yuera ¥ ObBICTPOTO MOMCKA JIOJKHBI pacojaratbCs BEpTUKaIbHO, KOPEIIKaMU HapyXKy U
B COOTBETCTBHMM C HOMEHKJIATypoil 1en. Ha kopemikax 0010KeK Jiel1 yKa3bIBatoTCs MHIEKChl IO HOMEHKJIaType
Jiel1, Ipy He0OXOAMMOCTH HOMED TOMa Jiefia, 1aTy Aena. HomeHknatypa aen uin BeIKUCKA U3 Hee TOMEAeTCsl
Ha BHYTpEHHEU CTOpoHe mKada.

8.23. IlpoBepku HaMU4MsI U COCTOSIHMSI JOKYMEHTOB M JIeJl B IIEJIIX YCTaHOBJIEHHUS (PaKTUUECKOIO
HaJIU4Ms 11 JOJIKHBI IPOBOIUTHCS IETONPOU3BOAUTENIEM MTOAPA3ICIICHUS B CIydasiX:

* [epen nepenavyel JOKyMEHTOB B apXUB OpraHU3allNH;

* IIpH NEPEMEILECHNN JET;

* [pU CMEHE PYKOBOJAUTENS CTPYKTYPHOIO MO/Ipa3IesIe s, HauaJbHUKa OT/Iea JeJI0NPOU3BO/ICTBA,;
* IIpU peopraHu3aliy U JUKBUJAINH Y HUBEPCUTETA WM CTPYKTYPHOTO MOIpa3esieHusl.

[IpoBepka HamWuusi MPOBOJUTCS MYTEM CBEPKU CTaTE€ HOMEHKJIATYphl JEJl C ONMCAaHHWEM Jell Ha
00J0)KKe, a (U3NYECKOe COCTOSHUE [N OIpeneseTcss IyTeM WX BH3YyalbHOro mnpocMoTpa. Bce
oOHapyXeHHbIE HETOCTATKH JOJDKHBI (PUKCHUPOBATHCS B aKTE MPOBEPKU HATTUYHS U COCTOSIHUS JElL.

8.24. B cnydae BBISIBIICHUS OTCYTCTBHS JI€J, YUCISAIIUXCS MO HOMEHKJIAType eI, PyKOBOJCTBOM
NOJIpa3ielIEHN IPUHUMAIOTCS MEPBI 10 UX PO3bICKYy. Eciin po3bICK J1en He JaeT pe3ysibTaTa, COCTaBIsSIeETCS
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CIpaBKa O IPUYMHAX HX OTCYTCTBUA, KOTOpas IOJNMCBHIBAETCS PYKOBOJUTENEM NOApA3ACICHUS U
IIPEICTABIISIETCA B KAHLIEILIPUIO.

@akt yrparel aena (men) (uUKcUpyeTcs B aKTe, COCTABISEMOM OTIEIIOM JEJIONPOU3BOJACTBA U
PYKOBOJUTENEM CTPYKTYPHOIO IOJpa3/ieneHus (ynoJIHOMOYEHHBIM MM JIMLOM) B TpeX 3K3eMIUIApax: IO
OJIHOMY DJK3EMIUIIPY aKTa XpaHUTCA B OTAENEe JEJIONPOU3BOJCTBA YHHUBEPCUTETA U CTPYKTYPHOM
NOJpa3JeIICHNH; 3K3EMIULIP aKTa MPEICTABIIACTCA B apXUB Y HUBEPCUTETA IIPU IIepenade el CTPYKTYpHOIO
NOJIpa3/IeJICHUs] HA ApXUBHOE XpaHEHUE.

8.25. Dkcnepruza LEHHOCTH JOKYMEHTOB IIPOBOJUTCS Ha OCHOBE 3aKOHOJATEJIBHBIX W HHBIX
HOPMAaTHBHBIX MPAaBOBBIX akTOB Poccuiickoii @enepanivu, yCTaHABIMBAIOIIMX TPEOOBAaHUS K CPOKAM XPAHECHUS
JIOKYMEHTOB, TUIIOBBIX U BEIOMCTBEHHBIX IIEPEYHEN JJOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHCHUS:

* IIPU COCTaBJIEHUHU HOMEHKIJIATYPHI JIE;

* IIpH NOATOTOBKE JIeN K Mepeiaue B apXuB Y HUBEPCUTETA;

* B apxuB€ YHHBEPCHUTETA.

8.26. Jlns opraHuzanuMM M MpOBEACHUS pPabOThl MO HKCHEPTH3€ ILIEHHOCTH JOKYMEHTOB B
YHUBeEpcUTETE MPUKA30M PEKTOpa CO3aeTCs IKCIepTHas komuccus (nanee - IK).

3anaun, QyHKUUM, NpaBa, opraHu3anus padorsl DK omnpenenstorcs MojoKEHUEM O Hell, KoTopoe
pa3pabaThIBaeTCsl HA OCHOBAaHHH IPUMEPHOTO MOJIOKEHHS, YTBEPKACHHOTO YITOJIHOMOYEHHBIM (heiepaaIbHbIM
OpPraHOM HCIOJHUTENIBHON BIacTu B chepe apXUBHOTO Jieia U AEJIONPOU3BOICTBA.

8.27. OcuoBHBIMHU QyHKIHsIME DK SBISIOTCS:

* OpraHu3alys eXeroJHoro oToopa Jei A1 XpaHEeHUs] U YHUUTOXKEHUS;

* PaccMOTPEHHUE U COTJIaCOBAHME ITPOEKTa HOMEHKIIATYPHI J1eJ1 Y HUBEPCUTETA, OIUCEH /1€ TIOCTOSSHHOTO

1 BpeMeHHbIX (cBbilIe 10 j1eT) CpOKOB XpaHEHHUs, B TOM YHUCIIE 10 JIUYHOMY COCTaBY, aKTOB O BBIJICIICHUU

K YHUUYTOKEHUIO JIeJ1, HE MOJUIekKAIINX XPAaHEHHIO;

* y4acTHE B IOJrOTOBKE M PACCMOTPEHUU IPOECKTOB HOPMATHBHBIX U METOJWYECKUX TOKYMEHTOB I10

BOIIpOCaM padoThl ¢ JOKYMEHTaMU B Y HUBEPCUTETE.

8.28. Dkcmepru3a ILEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €KErOJHO JEJIOIPOU3BOIUTEISAMU
nonpaszaeneHuii copmectHo ¢ OK VHuBepcuTeTa M 1OJ METOAMYECKHM PYKOBOJCTBOM KaHUENISIPUU
YHusepcurera.

8.29. Ilpu mpoBeneHUH 3KCIEPTU3bI IEHHOCTU JOKYMEHTOB IIPU IIOATOTOBKE €I K ITepeaade B apXuB
YHuBepcuTeTa OCyIIEeCTBIIAETCS:

* 0TOOp JOKYMEHTOB IOCTOSIHHOTO M BpeMEHHBIX (cBbliie 10 JieT) CpOKOB XpaHEHHUs IS NepeJadyu B
apXuB YHUBEPCUTETA;

* 0TOOp JOKYMEHTOB BpeMEHHBIX (0 10 JIeT BKJIIOUMTENBHO) CPOKOB XpaHEHUs M ¢ momeTkamu «/lo
MHUHOBaHUS HaloOHOCTH», «/l0 3aMeHbl HOBBIMMY», MOMJISKAIIMX JalbHEHIIEMY XpaHEHHIO B
CTPYKTYPHBIX MOJIpa3/IeJICHUsX;

* BBIJEJIICHUE K YHUUTOKEHUIO JEJ1 32 MPEABIAYIINE FOJbl, CPOKH XPAHEHUSI KOTOPBIX UCTEKIIN.
OnHOBpEeMEHHO NMPOBEPSAETCS Ka4eCTBO U MOJIHOTA HOMEHKJIATYpPhI JIe] Y HUBEPCUTETa, IPABUIIbHOCTD

OIIpEEIICHUS CPOKOB XpPAaHEHUS JIE.

8.30. /lenma moCTOSSHHOTO M BpeMEHHBIX (cBblle 10 JIeT) CpOKOB XpaHEHUs MOJJIEKAT MOJIUCTHOMY
IPOCMOTPY JUIS BBIJICJIEHUS U3 UX COCTaBa JOKYMEHTOB BpeMeHHBIX (110 10 j1eT) CpOKOB XpaHEHUs.

[Hena ¢ otmetkoit «3I1K» moasepraroTcs MOJIUCTHOMY IPOCMOTPY B LIEISAX ONPEACICHUS U BbIICICHUS
U3 UX COCTaBa IOKYMEHTOB, MOJUIEKAIINX TOCTOSIHHOMY XPAaHEHHUIO.

8.31. Ot0op 3JIEKTPOHHBIX JOKYMEHTOB JJIs MEpeAaydl B apXWUB YHMBEPCHUTETa OCYILIECTBISETCA B
AaBTOMATHU3MPOBAHHOM pEXHME IyTeM OTOOpa JOKYMEHTOB M3 0a3 JaHHBIX MH(OPMALMOHHBIX CHCTEM IIO
npusHaky «Hnekc nena» («Cpok XpaHEHUN»).
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8.32. Tlo pe3ynbraraM SKCIIEPTH3BI ICHHOCTH JIOKYMEHTOB B Y HUBEPCUTETE IPOBOAUTCS O(OPMIICHHE
JIeJT U COCTABIIAIOTCS OMUCH eIl TOCTOSSHHOTO XpaHeHUsI, BpeMeHHBIX (cBbiIe 10 J1eT) CPOKOB XpaHEHUs U IO
JUYHOMY COCTaBY, a TAK)KE aKThl O BBIJICJICHUN K YHUUTOKEHUIO JI€J1, HE MOAJIeKAILUX XPAHEHHUIO.

Onucu Jen MOCTOSIHHOTO XPaHEHHUs, BpeMeHHbIX (cBbliie 10 jeT) cpokoB XpaHEHUS U MO0 JUYHOMY
COCTaBY, a TAKXE aKThl O BBIIEICHUH K YHUUTOKEHUIO JIEN1, HE MOJIekKAIINUX XPAHEHNIO, PACCMaTPUBAIOTCS HA
3acegannu DK YHuBepcuTeTa 0JHOBPEMEHHO.

8.33. Jlena, oOpa3oBaBIIMECs B I€ATEIbHOCTH Y HUBEPCUTETA U MOJICKAIINE XPAHSHUIO, TPOXOJIAT
noJiHOe UM yacTuuHoe odopmienue. [lonHomy odopmieHno moaIexaT Jieida BpeMeHHbIX (cBbiiie 10 jer)
CPOKOB XPaHEHHUs U IOCTOSHHOro XpaHeHus. [lena BpemeHHBIX (0 10 11€T) CPOKOB XpaHEHUs IMOAJIEXKAT
YaCTUYHOMY O(DOPMIICHUIO.

Odopmiienne J1en TPOBOAUTCA B CTPYKTYPHBIX TOApPA3JCICHUSIX YHHBEPCHTETa 110 MECTY
dbopMupOBaHUs JOKYMEHTOB B Jieja.

8.34. [Tlomnoe oopmiteHune gena Ha OyMaKHOM HOCHTEIIE BKITIOYACT:

* odopMIIeHHE PEKBU3UTOB 00JIOKKH Jea 1Mo (hopme;

* HyMepaluio JIMCTOB B JIEIE;

* COCTaBJICHHE JIMCTa-3aBEPUTEIIS JIeNa;

* COCTaBJIEHHE B HEOOXOJMMBIX CIIy4asiX BHYTPEHHEHN OMUCH TOKYMEHTOB JIEJIa;

* TOJIIMBKY U NEPEIIeT JIena;

* BHECEHHE HEOOXOAUMBIX YTOYHEHHUH B PEKBU3UTHI 00JIOKKH Jiesa (YTOUHEHHE Ha3BaHHsI OpraHU3aIliH,

WHJCKCa Jiea, KpallHUX JaT JeNa, 3arojoBKa JIefa).

Jlucr-3aBeputenb jena, BHYTPEHHSA OINUCh JIOKYMEHTOB JieJa U 00JIOKKa Jiejla COCTaBIJISIFOTCS I10
dopmam, yctanoBneHHbIM [IpaBunamu xpaneHusl.

8.35. Jlena BpeMeHHBIX (0 10 JeT BKIIIOUMTENIBHO) CPOKOB XPAaHEHHMs, MOJUICKAIUE YACTUUHOMY
0(OpPMIICHHIO, JIOMMYCKAeTCs XPaHUTh B TMaNKaX, B KOTOPBIX Jeja XPaHWIWCh B JIEJIONPOU3BOJICTBE,
nepecucTeMaTH3anusl JOKYMEHTOB B JIeJI€ HE IIPOBOAMTCS, JHUCTHI Jiejla HE HYMEPYIOTCS, JINCThI-3aBEPUTEIN
nena He coctapisitorcs. Ha o0moxke /1e1a B COOTBETCTBHH C HOMEHKJIATYPOH J1el Y HUBEPCUTETA 3alOTHSAIOTCS
PEKBHU3UTHI: HAUMEHOBAaHUE OpraHU3aIK, HAUMEHOBAaHUE MOIpa3iesIeH s, UHAEKC JeJia, 3ar0JI0BOK JIeJ1a, CPOK
XpaHEeHUs! JOKYMEHTOB.

8.36. Ha oOnoxke nen BpeMeHHBIX (cBbime 10 J€T) CPOKOB XpaHEHMs] M MO JIMYHOMY COCTaBy
YKa3bIBAKOTCA:

* HaVMMEHOBAaHWE  BBIIIECTOSIIIEW  OpraHu3aluu  (OpraHu3alUu-yuypenuTens);  HauMEHOBAaHUE

OpraHu3aly - UICTOYHMKA KOMIUIEKTOBAHUS TOCYIapPCTBEHHOI'O apXHUBa;

* HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3JICICHNUS;
* MHJEKC JIeJ1a 10 HOMEHKJIAType AEl;

* HOMeEp ToMa (4acTH);

* 3aroJIOBOK Jena (ToMa, 4acTH),

* KpaifHue JaThl Aena (TomMa, YacTH);

* KOJINYECTBO JIUCTOB B JEIIE;

* CpOK XpaHEHHUs Jiena;

* apXUBHBINA MHQD aerna.

Ha o0noxkax el MOCTOSIHHOTO XpaHEHUs HaJ HAaUMEHOBAaHHUEM YHUBEPCHUTETa YKa3bIBaeTCs
HAaUMEHOBAHME TOCY/JapCTBEHHOTO apXHMBa, HCTOYHHKOM KOMIUIEKTOBAHHUS KOTOPOTO  BBICTYyHaeT
YHUBEPCUTET.

8.37. Ilpu odopmieHun 00I0XKKH Jiena:

* HAMMEHOBAaHWE BBINIECTOSIICH OpraHu3anud (OpraHU3alUU-YUPEAUTeNs), NpU €€ HaIUYHH,

YKa3bIBAa€TCsl MOJIHOCTbIO B HMMEHUTEIBHOM MaJieXke, IMOJ] MOJHBIM HaluMEHOBAaHHEM B CKOOKax

yKa3bIBaeTCs O(UIIHATEHOE PUHATOE COKPALIEHHOE HAUMEHOBaHKE (TIPU €ro HAIWYHHN);

Bepcus 1.0 ‘ ‘ Hama 15.08.2022 2 | Cmp. 43 u3 58



https://normativ.kontur.ru/document?moduleid=1&documentid=258679%23l649
https://normativ.kontur.ru/document?moduleid=1&documentid=258679%23l767
https://normativ.kontur.ru/document?moduleid=1&documentid=258679%23l770

®I'bOY BO Bonrorpaackuii 'AY

Nuctpykiusa no aenonpouspoictsy ®I'BOY BO Bosrorpaackoro 'AY

CMK-H-01-22

* HAMMEHOBaHME YHHMBEPCUTETa YKa3bIBAE€TCA IOJHOCTHIO, B UMEHHUTEJIBHOM IaJIekKe, C yKa3aHHEM
O(pUIMATEHO MPUHATOrO COKPALIEHHOI0 HAUMEHOBaHUA (TIPU €ro HAJIMYMU), KOTOPOE YKa3bIBaeTCs B
CKOOKax I0CJIi€ MOJIHOTO HAaUMEHOBAHUS,;

* HAMMEHOBAaHHME CTPYKTYPHOIO NOJAPA3JEICHUs YKa3bIBACTCS IOJHOCTBIO B COOTBETCTBHHM C
YTBEPXKJICHHOW CTPYKTypo YHuBepcutrera (IpU HaJUYUM  COKPAIICHHOTO HAMMEHOBAHUS
CTPYKTYPHOTO MOJpa3/ieJIeHUs] OHO YKa3bIBaeTCsl B CKOOKax);

* UWHJEKC JieJa MPOCTAaBJISETCs B COOTBETCTBUU C HOMEHKJIATYpOH €Sl Y HUBEPCUTETA;

* 3aroJIOBOK Jiejla MEPEHOCUTCS M3 HOMEHKIATyphl JeNl YHHUBEpcUTeTa (B HEOOXOJUMBIX CIydasX B
3aroJ0BOK BHOCSITCS YTOUHEHUS );

* nathl Aena (roj(bl) 3aBeACHUS 1 OKOHYAHHMS JIeJia B JACIIONIPOU3BOICTBE).

[Ipy wW3MeHeHMHM HaWMMEHOBaHUS YHUBEPCUTETa WM TMOAPA3ACIICHUs B TEUCHHUE TEPUO/a,
OXBAaThIBAEMOI'0 JOKYMEHTaMHU JieJia, UM IIPU [epeiade Jesia B pyroe nojpaszesieHue Ha 00JI0KKe Jiea Mo
MPEKHUM HAMMEHOBAaHUEM YyKa3bIBa€TCSI HOBOE HaMMEHOBaHHE YHUBeEpcuTeTa (IOApa3/iesieHus), a MpexHee
HAaUMEHOBAHUE 3aKJIFOYAETCS B CKOOKH.

WNHnekc nena u 3arojioBOK Jieya IEPEHOCATCs Ha 00JI0KKY U3 HOMEHKJIATYyphI aei. Ecnu nemo cocrout
U3 HECKOJBKUX YacTel, Ha 00JI0KKY KaK0ro ToMa (4acTH) BHIHOCUTCS OOIIMIA 3aT0JIOBOK JIea M 3ar0JI0OBOK
KaXJI0¥ YacTu (IIpH €ro HAIMYUHN).

Hatoil pnen, coaepkallMX paclopsSAUTENIbHYI0 JOKYMEHTAIMIO, a TakXke JeJ, COCTOSIIMX W3
HECKOJBKMX TOMOB (YacTeii), SBISIIOTCA KpalHUE 1aThl JOKYMEHTOB JIeja, TO €CTh JaThl (YMCIIO0, MECSII, TOJ)
perucTpanuu (COCTaBlIEHHUsI) CAMOTO PAHHETO M CaMOro IMO3JIHEro JOKYMEHTOB, BKIIIOUEHHBIX B jejo. [Ipu
9TOM JICHb MecsIa (J1Ba 3HaKa) ¥ roj (4eThIpe 3HaKa) 0003HAYAIOTCS apaOCKUMU IudpamMu, Ha3BaHUE MeCsIa
numeTcs: cIoBoM. Eciii B 1€710 BKJIFOYEHBI JOKYMEHTBI, JaThl KOTOPBIX BBIXOIAT 3a KpalHUE AaThl Aea, TO
O] AaTaMU Jiejia, C HOBOM CTPOKH JICJIaeTCs 3amuch: «B aemne uMeroTcss JOKyMEeHTHI 3a ... Toj(bl)». JlaTel gena
MOTYT HE yKa3bIBaThCs Ha OOJIOKKE JIEN, COAEp KAIUX, HAIPUMEp, TOJIOBBIE TUIAHBI U OTYETHI, TaK KaK OHU
OTPaXKarOTCsl B 3aroJIOBKax Jiedl.

Hatamu gena, copepxaiiero npoToKOJIbl 3aCeIaHHUM, ABIISIFOTCS JaThl IEPBOTO U MOCJIEIHETO
MPOTOKOJIA.

KpaiiHumMu naramu JIMYHOTO Jieia SIBISIOTCS AaThl MOJINUCAHUS MpUKa3za O mpueme (Ipu HaIU4uH
TPYJIOBOTO JIOTOBOpA - JjaTa 3aKJIIOUEHUS TPYAOBOTO JOTOBOPA) U MpPHUKa3a 00 YBOJIBHEHUH JIMIIA, HA KOTOPOE
OHO 3aBe/IeHO. B ciyyae cMepTu Jiniia, Ha KOTOPOE 3aBEEHO J€J10, KOHEUHOM TaTOM SIBJISIETCS 1aTa IOKYMEHTA,
M3BEIIAIOIIETO O €r0 KOHYMHE.

PekBU3UT «CPOK XpaHEHUs Jenay NEPEHOCUTCS Ha O0JI0XKKY JIea U3 HOMEHKJIATYpHI JIeJ OCJe CBEPKU
€ro CO CpPOKOM XpaHEHHUsI, YKa3aHHBIM B MEPEYHE THUIIOBBIX JOKYMEHTOB WJIM B BEJOMCTBEHHOM IIE€pPEUHE
JIOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHHS.

Ha nenax mocTostHHOTO XpaHEHUs MUIIETCS: «XPAHUTh TOCTOSIHHO.

8.38. Ilo okoHYaHMM ro/ia B HAIMUCH Ha OOJIOXKKAX Jie] TOCTOSITHHOTO U BpeMeHHBIX (cBbimie 10 ser)
CPOKOB XpaHEHHUs BHOCSATCS YTOUHEHHUS: MPU HECOOTBETCTBUM 3arojioBKa €] Ha OOJIOKKE COJECpPKAHUIO
MOJAMIUTHIX IOKYMEHTOB B 3ar0JIOBOK Ji€JIa BHOCSITCS U3MEHEHUS U JOTIOTHEHUSI.

HaumenoBanust YHUBEpCcUTETA U MOApa3IeICHUS, TOJI 1 HOMED JeJia MOTYT MPOCTABIISTHCS Ha 00JI0KKE
C IOMOIIBIO IITAMIIA.

8.39. B memsax oOecredeHUs] COXPAHHOCTH W 3aKpEIUICHUS MOPSIKA PACIIOIOKEHUS JTOKYMEHTOB,
BKJIIOUEHHBIX B JIEJIO, BCE €r0 JIUCTHI, KpOME JIMCTa 3aBepuTels U BHyTpeHHel onucu (Ilpunoxxenue Ne 22),
HyMEepYIOTcs apabckuMu nudpaMu BaioBoi Hymepanuei. JIncTel HyMepyroTcs TpadMTOBBIM KapaHIaIioM UK
HyMepaTtopoM (yrmoTpeOjieHne YepHIJI W IBETHBIX KapaHjamed JJIsi HyMepaluu JMCTOB HE JTOMYCKAeTCs)
CBEpXY BHU3, IUQPHI MPOCTABISIOTCS B IPABOM BEpXHEM YIIIy JTUCTA, HE 3a[eBasi TeKCTa TOKyMeHTa. JINCThI
BHYTPEHHEH ONMHUCH HYMEPYIOTCS OTJIETBHO.
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JIucTel femn, COCTOAMUX U3 HECKOIBKUX TOMOB WJIM YacTeH, HyMEPYIOTCS 110 KaXJA0My TOMY WJIH YacTH
OTJIEJIBHO.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepalliel JINCTOB HyMEPYIOTCS B 00IIIEM MOPSIKE.

Jluct moboro popmara, MOAMUTHIN 32 OAUH Kpail, HyMepyeTcsl KaK OHH JIUCT B IPAaBOM BEPXHEM YTITy.
CI10KeHHBIN JIUCT pa3BOPAYMBACTCA U HyMEPYETCS B PABOM BEpXHEM Yrity. JIMCT, CII0KEHHBIN U TOAIINTBIN
3a cepeuHy, MOAJICKUT NEPEIINBKE U HyMEPYETCs KaK OJMH JIUCT.

Ecin B 1510 mOAMIMT KOHBEPT C BIIOKEHUEM, CHAuyala HyMEPYETCS KOHBEPT, a 3aTEM OYEpEAHBIM
MOPSIIKOBBIM HOMEPOM Ka)KJJ0€ BJIOKEHUE B KOHBEPTE.

Eciu B HyMepanuu nuctoB gomnymieHo 6osnee 10 ommbok, Bce eno HymepyeTcs 3aHoBO. [Ipu sTom
cTapble HOMEpPA 3a4epKUBAIOTCS, U PSIOM CTABUTCS HOBBIM HOMEp JIMCTA.

[Tpy HaNTMYUU OTIACNIBHBIX OMMOOK B HyMEPaLUHU JUCTOB JOMYCKAETCS YHOTpeOJIEHUE JUTEPHBIX (C
OYKBEHHBIMU JIOMOJIHEHUSIMU) HOMEPOB JIUCTOB.

8.40. [Tlocne 3aBepiieHus] HyMepalluK JINCTOB COCTaBIIsAETCS JIUCT-3aBepuTelib aena (I[lpunoxenue Ne
23), KOTOpBI pacmonaraercss B KOHIE nena. B mucre-3aBeputene nudpamMu U MNPOMHUCHIO YKa3bIBAIOTCS
KOJIMYECTBO JIUCTOB B JIAaHHOM Jie€Jie, OCOOEHHOCTU OTJAEIbHBIX JOKYMEHTOB (HESCHBIM TEKCT, pa3pblBbI,
CKJICHKH).

Jluct-3aBepurensb Jiena MOANMCHIBAETCS €r0 COCTaBUTENIEM C yKa3aHUEM JIOJDKHOCTH, MHHUIMAJIOB U
dbamunuu, JaThl COCTaBICHHUS.

KonuuecTBo TUCTOB B Jieie, yKa3aHHOE B JIMCTE-3aBEPUTEIIE J€J1a, IPOCTABIISIETCA HA OOJI0XKKE JeTa.

Ecnu neno meperieTeHO W MOMIIMTO Oe3 JUCTa-3aBEPUTENS, TO COCTABICHHBIA JIUCT- 3aBEPUTEINb
MOJIKJICUBACTCS K BHYTPEHHEU CTOPOHE 3a/IHEH 00JI0KKHU Jea.

8.41. Jlns yyeTta JOKYMEHTOB OMpEeNIEHHBIX KaTerOpUid MOCTOSIHHOTO ¥ BpeMeHHOT o (cBbIie 10 neT)
CPOKOB XPaHEHUS, YY€T KOTOPBHIX BBI3BaH CIEIU(BUKON JOKYMEHTAIIUH, BKIIOUEHHON B JI€J0, COCTABIISACTCS
BHYTPEHHSIS1 OIIUCh JOKYMEHTOB JeJa, [IOMelaeMas B €ro Hadalo.

BuyTpeHHssT omnuch BKIIOYaeTCs B Jieda, HMMEIOIIKME OCOOyH0 3HAaYMMOCTh, a TakXe B Jelna,
c(hOpMHUPOBAaHHBIE IO BUJAM JOKYMEHTOB, 3ar0JIOBKA KOTOPBIX HE PACKPHIBAIOT KOHKPETHOTO COJAEPKAHUS
JIOKYMEHTOB.

BHyTpeHHsI1 ONMUCh JTOKyMEHTOB JIela COCTaBJsieTCsl TakKe Ha OOBbEMHBbIE JeNla MOCTOSHHOTO U
BpeMeHHbIX (cBbIie 10 JIeT) CpPOKOB XpaHEHMs B LIESAX y4eTa U ObICTPOro HaXO0KI€HHUS TOKYMEHTOB B JIElIe.

B koHIle BHYTpeHHEW omucH yKa3blBaeTcs Iu(pamMu U MPOMUCHI0 KOJIUYECTBO BKIIOUEHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEH OMHCH.

BHyTpeHHsI1 Oonuch JOKYMEHTOB Jieja MOJIUCHIBAETCA COCTAaBUTEIEM C YKa3aHHUEM [OJKHOCTH,
WHUIMAJIOB U (JaMUJINH, 1aThl COCTABIICHUS.

Ecnu neno meperuieTeHO U MOAIIUTO O€3 BHYTPEHHEW OIMUCH, TO COCTABJIECHHAs BHYTPEHHSSI OIUCH
MOJIKJIEUBAETCS K BHYTPEHHEN CTOPOHE JINLIEBOI 00JI0KKH Jiena.

8.42. JIoKyMeHTBI MOCTOSIHHOTO, BpeMeHHBIX (cBbilie 10 JieT) CpOKOB XpaHEHHUS M MO JTUYHOMY
COCTaBY, COCTAaBIISAIOLIME JIEJ0, MMOMEIIAIOTCS B TBEpAbIE OOJIOKKM W3 KapTOHA, MOJAIIMBAIOTCA B YETHIPE
IPOKOJIA MJTH MEPETIETAIOTCS C YYETOM BO3MOXHOCTH CBOOOIHOTO YTEHHUS TEKCTA BCEX JTOKYMEHTOB, JaT, BU3
U pe3oronuil Ha HUX. Pe3omonnn pykoBOJCTBA, COCTABIEHHBIE HA OTAENbHBIX JINCTAX, TOMEUIAIOTCS Mepes
nokyMmeHToM. [Ipu moAroToBKe e K MoAIUBKe (MEPEeTyieTy) MPoBepAeTCsl MPaBUIBHOCTD UX (OPMHUPOBAHUS,
oGopMIIeHHS, BCE IUIACTUKOBBIE M METAJNIMYECKUE KpPEIJIEHHUS, a TakKe TepMOINeEperieThl U3 JOKYMEHTOB
YIAJSIOTCA.

Jlena MOCTOSIHHOTO XpaHEHUs, COCTOSIINE U3 0CO00 LIEHHBIX WM HE(POPMATHBIX JOKYMEHTOB, MOTYT
MPUHUMATHCS Ha XPAaHEHHE B 3aKPBITHIX TBEPABIX MAMKax ¢ TpeMsl KJarmaHaMHU U C 3aBs3KaMHU WU B KOPOOKax.

8.43. IloaroroBka 3JIEKTPOHHBIX JIOKYMEHTOB K IE€pe/laye B apXUB YHHMBEPCHUTETA OCYIIECTBIISIETCS
CTPYKTYPHBIM TOJIpa3ie]icCHuEM Y HUBEPCUTETA - BIIAJICTBIIEM COOTBETCTBYIOMIEH HH(DOPMAITMOHHOW CUCTEMBI
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COBMECTHO C MOJIpa3/eieHueM (CIEIHaTucToOM), 00ecreuynBaromuM (QyHKIIMOHUPOBAHHE HH()OPMAIIMOHHON
CUCTEMBI.

8.44. DnekTpoHHBIE JOKYMEHTBHI MEpPEeNaloTCs B apXuB YHUBEpPCHTETa MO HH(POPMAIMOHHO-
TEJIEeKOMMYHUKAIIMOHHOW CeTH WM Ha (u3nuecku OOOCOOJICHHBIX HOCHUTEISIX B COOTBETCTBUHU C
YCTaHOBJICHHBIMU TpaBUJIAMH, 0€3 COXpPaHEHUS JaHHBIX JJIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBYIOIIMX
UH(OPMAIMOHHBIX CUCTEMAX.

8.45. Ormucu Jen COCTABISIIOTCSA B CTPYKTYPHBIX MOJIpa3ICICHUsAX Y HUBEPCUTETA MO METOANYECKUM
PYKOBOJCTBOM KaHLEISIPUHU Y HUBEPCUTETA.

Ornucu 1e71 COCTAaBIISIIOTCA OTAEIBHO Ha Jiesla MOCTOSIHHOTO XPaHEHHUs; Jejia BpeMeHHbIX (cBbiiie 10
JIET) CPOKOB XpaHEHHS; Jieja MO JIMYHOMY COCTaBy, DJIEKTPOHHBIE Jiea, a TaKKe Ha Jela, COCTOALIUE W3
JIOKYMEHTOB, XapaKTePHBIX Ui YHUBepcHUTeTa (CyieOHbIC e, HAyYHbIC OTUETHI [0 TeMaM U T.I1.).

Ornucu fen CTpYKTYPHBIX MOJIpa3zielieHuil COCTaBIsAIOTCA MO GopMmaM, ycTaHOBIEHHBIM [IpaBunamu
XpaHEeHHUS.

[To onucsam nen CTpyKTYPHBIX MOApa3AeICHUN TOKYMEHTHI IEPEIaloTCs B apXUB Y HUBEPCUTETA.

Ha nena BpeMeHHbIX cpokoB XpaHeHus (10 10 jeT BKIIOYUTENHHO) ONMCH HE COCTABIISIIOTCSA, U B ApXUB
TaKue JieNia He MePeIatoTCs.

[Tpu nanuuuu B Yausepcurere CO/] onucu nen GopMUPYIOTCS B CUCTEME.

8.46. Omnwucu Aen CTPYKTYPHBIX MOJIpa3fielieHuil MPEAICTaBISAIOTCS B apXUB Y HUBEPCUTETA HE paHee,
YeM uyepe3 OJJMH Iojl, U HE M03JHEE, YEM Yepe3 TPU I'0/a [OCIIE 3aBEPIIECHUS JeJT B JeIONPOU3BOICTBE.

8.47. OrtnenbHasi OMUCH MPEACTABIAET COOOM MepeveHb OMUCATEIbHBIX CTaTel C CAMOCTOATEIbHOM
MOPSIIKOBOM HyMepaluei, KakKaast u3 KOTOPBIX JODKHA BKIIIOYATH CIEAYIOIINE CBEACHHUS:

* TOPSAKOBBIA HOMEp JieJia 1O OIHCH;

*  UHJEKC JIeNa;

* 3aroJIOBOK JIeJia;

* KpaiHUE J1aThl JIeJa;

* KOJIMYECTBO JIUCTOB B JIETIE;

* CpOK XpaHEHHs Jiena;

* TIpPUMEYAHMUS.

8.48. Ilpu cocraBieHUH OIMHUCH €N CTPYKTYPHOTO TOJpa3/eieHUus COONIOMAIOTCS CIETYIOIINE
TpeGoBaHuUs:

* 3aroJIOBKM JI€JI BHOCATCS B OIKCh B COOTBETCTBUM C TPHUHATOM CXEMOW CHCTEMaTH3alMHu e,
3aKpeIIeHHOW B HOMEHKIIATYpE JIelT;

* KaXJO0€ JIeJI0 BHOCUTCS B OMUCH TTO/I CAMOCTOSITEIbHBIM MOPSIIKOBEIM HOMEPOM (€CJTH JI€TI0 COCTOUT M3
HECKOJIbKMX TOMOB WJIM YacTEeH, TO KaXKIblii TOM WJIM 4aCTh BHOCSTCS B OMKCH MO/ CAMOCTOSATEIbHBIM
HOMEPOM);

* TOPSJIOK HyMEpaluu el B ONUCH - BaJOBBIN;

* Tpadbl ONMUCH 3aMONHSIIOTCA B COOTBETCTBUU C TEMHU CBEJICHHUSIMHU, KOTOPHIC BHIHECEHBI Ha OOJIOXKKY
nena;

* TIpU BHECEHHUH B OMUCH MO e (TOMOB, 4acTe) C OJMHAKOBBIMU 3ar0JIOBKAMH 3ar0JIOBKH BCEX JIEIT
(TOMOB, YacTeil) MUITYTCA MOTHOCTHIO; MPU BHECEHUH B OMKCH MOCIEIHEr0 3arojioBKa J00aBIseTCs
cioBo «Ilocnemauiiy);

* rpada omnucu «lIpuMedanus» HUCHOIB3YyEeTCS AN OTMETOK O TMpUeMe e, OCOOEHHOCTSIX HUX
(HU31UECKOr0 COCTOSHMUS, O Nepeaade Aed APYyruM CTPYKTYPHBIM HOJpa3AeIeHUEM CO CChIIKOM Ha aKT,
0 HaJIMYUHU KOTIHM.

8.49. Ilepen BHeceHHEM 3arojOBKOB eI B ONHUCh IPOBEPSIOTCS KadecTBO (OPMUPOBAHUS H
odopMIIeHUS eI, COOTBETCTBHE KOJWYECTBA JIeJl, BHOCHMBIX B OIKCh, KOJMYECTBY 3aBEIICHHBIX €T IO
HOMEHKJIaType Je1 Y HUBEPCUTETA.
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B koHI1IE onrcH Beien 3a MOCIEIHEN ONUCATENbHOM CTaThE! 3alI0JIHAETCA UTOr0OBas 3alIUCh, B KOTOPOU
yKa3bIBalOTCsA (HU(paMH U MPOMUCHIO ) KOIMYECTBO JIE], YACISIIUXCS [0 OMKUCH, TIEPBBIN U MOCIEAHUI HOMepa
JIEJ1 110 OIIMCH, a TAKXKE OrOBAPUBAIOTCS OCOOCHHOCTH HYMEPALIUU JIEJT B
onucu (JIUTEpHbIE HOMEPA U MPOIYILIEHHbIE HOMEPA).

8.50. IlopsAnox NpuUCBOECHHUsSI HOMEPOB OIUCSAM €] CTPYKTYPHBIX IOAPA3IACICHUN yCTaHABINBACTCS
10 COIVIACOBAHMIO C ApDXHUBOM Y HUBEPCHUTETA.

8.51. Ilpu cocraBieHHUH ONMKCH IEKTPOHHBIX JIENI B ONKCh BKJIKOYAIOTCS:

* TOPAJIKOBBIA HOMEP JIEKTPOHHOTO JEJIa 10 OIHCH;
* HHJEKC JIEKTPOHHOTO JIENIa;

* 3aroJIOBOK JIeNa;

* Jjara jena (Toma, 4acTu);

* CPOK XpaHEHHus Jena;

¢ 00BEM PJIEKTPOHHOIO Jiena B MO;

*  IpPUMEYAHMUS.

B cocraBe ommcu snexktpoHHBIX nen B COJ] dopmupyercs peectp IJIEKTPOHHBIX JOKYMEHTOB
(KOHTEHWHEPOB AIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEJICHUS 00 JIEKTPOHHBIX TOKYMEHTaX,
BKJIFOUEHHBIX B KaX/10€ 3JIEKTPOHHOE JIENO.

8.52. Omnmucu fen CTpyKTypHOrO MOJpa3/ieieHusl MOANUCHIBAIOTCA PYKOBOAUTENIEM MOAPa3eIeHUs,
coryacoBeiBatoTcs DK cTpykTypHOTO oapasaeneHus (IIpu ee HaJIudun) | KaHIesspuei. PeecTp aJ1eKTpoHHBIX
JIOKYMEHTOB, SIBJIIFOIIMIICS MIPUIIOKEHUEM K OIUCHU 3JIEKTPOHHBIX IOKYMEHTOB, TOANUCHIBAETCS COCTAaBUTEIEM
peecTpa ¢ yKa3aHHEeM JIOJDKHOCTH, MHULUAIOB, (haMuIInu, 1aThl COCTABIICHHS.

8.53. Omnmucu znen CTpyKTypHOIO MoJpa3ieieHuss Y HUBEPCUTETa COCTABISIOTCS B ABYX 3K3EMILIAPAX
Ha OyMa)XHOM HOCHTEJIE, OJUH U3 KOTOPBIX IEpeaeTcs BMECTE C JIeJIaMU B apXUB OpPraHU3allu{, a BTOPOU
OCTaeTCsl B KQUeCTBE KOHTPOJBHOIO 3K3EMILIsIpa B CTPYKTYpPHOM MojpasjeieHuu. B apxuB YHuBepcurera
TaKXKe IepeJacTcs MO SK3eMIULIPY OMHMCEH AeN B DJIEKTPOHHOM BHUAE B pelakTupyemMom dopmare s
UCIIOJIb30BaHUs B JalIbHEHIIIEM IS MOATOTOBKH apXHUBHBIX OMUCEH J1e]1, JOKYMEHTOB (TOJJOBBIX Pa3/IeioB).

8.54. Jlena mepenaroTcsi Ha XpaHEHUE B apXUB Y HUBEPCUTETA B COOTBETCTBUU C TpaduKOM Mepeaadn
JIOKYMEHTOB, YTBEPXKIECHHBIM DPEKTOPOM WJIM HMHBIM YIOJIHOMOYEHHBIM MM JIMIIOM U COTJIACOBAHHBIM C
PYKOBOJUTENSMU CTPYKTYPHBIX MOJIpa3iesieHUH.

8.55. lena moCTOSIHHOTO U BpeMEHHBIX (cBblie 10 j1eT) CpOKOB XpaHEHUs, TOKYMEHTHI IO TUYHOMY
COCTaBY, DJIEKTPOHHBIE JIOKYMEHTHI MEPENaloTCs B apXUB YHUBEPCUTETAa HE paHee, YeM 4Yepe3 rojl, U He
NO3HEE, YEM Yepe3 TPU IoJ1a IOCIIE 3aBEPIIECHNUS UX B JEIONPOU3BOICTBE.

8.56. Ilepemaua nen B apxuB YHHMBEPCHUTETA IPOU3BOAUTCA IO OINHUCAM [J€1 CTPYKTYPHBIX
MoApa3IeJICHHMN.

8.57.  YnoiaHOMOYEHHBIH paOOTHHUK apXHUBa MPOBEPSIET MPaBUILHOCTH 0QOPMIIEHHS U (OPMUPOBAHUS
JIeJl, TIPaBUJIBHOCTH COCTaBJIEHUS OINHUCEH €], COOTBETCTBUE KOJIMYECTBA [€JI, BKJIIOUEHHBIX B OIIUCH,
KOJIMUECTBY J1€J1, CGOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpOH Jell.

BeisiBeHHble TIpU NpOBEpKE HEAOCTaTKM B (OpPMUPOBAaHUM U OQOPMIICHMM Jiel1 PaOOTHUKHU
CTPYKTYpPHOTO MOJpa3/ieeHHs 0053aHbl YCTPAHUTh B ABYXHEAEIbHBINA CPOK.

8.58. IlpmeM Kkaxjgoro nena B apxXuB YHHBEPCUTETa IPOM3BOAUTCA B  NPUCYTCTBUU
JIEJIONPOU3BOUTENSL CTPYKTYpHOTo moxapasaenenusd. Ilpu 3ToM Ha 000uX SK3eMIUIApax OMUCH MPOTHB
Ka)K70T0 Jieia, BKIIFOUEHHOTO B Hee, JIeNaeTcs OTMETKA O HAIMYUU Jiea. B KoHIe KaX10ro SK3eMILIIpa OIUCH
B MUTOTOBOH 3allMCH yKa3bIBaeTCs IU(PpaMHU U MPONUCHIO KOJINYECTBO (haKTHUECKU MPUHATHIX B apXUB JIEJ, B
TOM YHCJIE AIEKTPOHHBIX, HOMEpa OTCYTCTBYIOIIMX JeJl, 1aTa IpueMa-fepeiadn /e, a TakyKe MOJIMUCH JINLA,
OTBETCTBEHHOTO 34 apXUB, U JIULA, IEPEAABILIETO AEa.
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WUroroBast 3amuch  NOATBEpPXKIACTCS  MOJMUCAMH  COTPYJHHKA apXuBa M COTPYJHHKA
(1eNonpor3BOIUTENA) CTPYKTYPHOTO TMOApa3JeieHus], IepelaBliero jaeila Ha OyMaXKHOM HOCUTENE U
AJIEKTPOHHBIE JIeJa.

8.59. [Ilepenaua 371€KTPOHHBIX JOKYMEHTOB B apXWB YHHBEPCUTETA MPOU3BOJUTCS HA OCHOBAaHUU
OMHCEU DJICKTPOHHBIX Jed MO HMH()OPMAIMOHHO-TEICKOMMYHUKAIIMOHHON CeTH (MPH HAIWYUH B apXHUBE
YHuBepcurera HHGOPMAITMOHHON CHCTEMbI) WM Ha (PU3NUYECKH 000COOICHHBIX MAaTepUAIbHBIX HOCUTENISX,
KOTOpbIE IPEICTABIIAIOTCS B IBYX UJICHTUYHBIX SK3EMILIspax.

8.60. B ciyyae NMKBUAALMM WIM PEOPraHU3ALMM CTPYKTYPHOIO MOJpa3JeieHUsl OpraHu3aluu
JIEIOTIPOU3BOIUTEIH TTOIPA3CIICHUS B IEPHO/] TIPOBEACHUS TUKBHUIAIIMOHHBIX MEPOTIPUATHI (OPMUPYET BCE
UMEIOIINecs] TOKYMEHTHI B Jiesia, oGopMiIseT Jena U MepelaeT UX B apXHUB OpraHu3aluy, He3aBUCUMO OT
cpokoB xpaneHnus. [lepegaua gen ocymecTBISeTCs IO OMUCAM JIe] U HOMEHKIJIAType Jiedl.

8.61. Ha nena ¢ UCTEKIIMMU CPOKaMHM XPAHEHHUS B CTPYKTYPHBIX IMOApa3/IeICHUSIX YHUBEPCUTETA
COCTABJISIFOTCA MPEJIOKEHUS K aKTY O BBIICICHUH K YHUUTOXKEHHUIO JJOKYMEHTOB, HE MOJUISKAIINX XPAHCHHUIO
no opme, ycranosinennoi [IpaBunamu xpaHeHus.

Ha ocHoBe npeioxkeHnit CTpYKTYPHBIX OAPa3ACICHUN KaHIIECISIpUsl Y HUBEPCUTETA COCTABIISACT aKT O
BBIJICJICHUH K YHUYTOXKEHUIO JOKYMEHTOB, HE MOJUJICKAIIUX XPAHEHUIO, HA Jiela YHUBEPCUTETA 10 TOH XKe
¢dopme. 3aroJI0BKU OJHOPOIHBIX eI, OTOOPAHHBIX K YHUYTOKCHHIO, BHOCSATCS B aKT 10T OOIIIMM 3aTr0JIOBKOM
C YKa3aHHMEM KOJIMYECTBA JIEJ], OTHECEHHBIX K JaHHOU IpyIIIe.

8.62. Jlena BKIIIOYAIOTCS B AKT O BBIJCJICHUM K YHUYTOKECHHUIO JOKYMEHTOB, HE MOJJIEKAIIUX
XPaHEHUIO, €CIIM MPEAYCMOTPEHHBIN ISl HUX CPOK XPaHEHMs UCTEK K | siHBaps roja, B KOTOPOM COCTaBJIEH
akT. Hanpumep, 3akondennsie B 2016 roay nena ¢ 3-1€THUM CPOKOM XPaHEHHS, MOTYT OBITh BKJIFOUEHBI B aKT,
KOTOpBIA OyneT coctaBieH He panee | suBaps 2020 roga.

8.63. Jlena ¢ ormetkoi «IOIIK», koTopast 03HAa4aeT, 4TO YacTh JOKYMEHTOB MOYKET OBITh OTHECEHA K
CPOKY XpaHEHUsl «IOCTOSHHO», IOJUIEKAT IOJUCTHOMY IPOCMOTPY B LEISAX BBISBICHUS JOKYMEHTOB,
MOJJICKAIINX MMOCTOSTHHOMY XPaHEHHUIO. BBIsBIICHHBIE B TaKUX JI€JaX JOKYMEHTHI IMOCTOSHHOTO XPaHECHHS
BBIJICTISIIOTCS. ¥ IIPUCOEIUHSIOTCSA K OHOPOIHBIM AefiaM M (POPMUPYIOTCSA B CAMOCTOSITENIBHBIE JIeNIa.

OctanbHble JOKYMEHTHI Jiena ¢ oTMeTkoi «OI1K» BrirouaroTes B akT, mpu 3ToM otMeTka «ITK» B akte
HE yKa3bIBAETCS.

8.64. AKT 0 BBIJIETICHUU K YHUUYTOXKEHUIO JJOKYMEHTOB, HE TTOJICKAITUX XPAaHEHUIO, TIPEACTABIISICTCS
Ha pacCMOTpEeHHUE U cornacoBanre K 0JTHOBpEMEHHO ¢ OMUCSAMU J1e]1 OCTOSSHHOT'O XPaHEHUS U 110 JIMYHOMY
COCTaBy.

8.65. AKT O BBIIEJIEHUU K YHUUTOKEHHUIO TOKYMEHTOB, HE MOJJIKAIINX XPAaHEHUIO, YTBEPKIAETCS
pexktopoMm YHuBepcutera nocie yreepxkaeHus DIIK apXxuBHOTO yupexeHus, TOCy/IapCTBEHHOTO apXuBa B
COOTBETCTBUHU C NMPEJOCTABICHHBIMUA €MY MOJTHOMOUYHSIMH OMUCEH J€JI HOCTOSSHHOTO XPaHEHUS U COTJIaCOBaHUS
OTHCEN JIe] MO JIMYHOMY COCTaBy, MOCJI€ Yero JIeJia, BBIAEICHHBIE M0 aKTy K YHUUYTOXXCHHIO, MOTYT OBIThH
YHUYTOXEHBI.

8.66. [lena, mojuexamue yHUUYTOKEHUIO, TepeaatoTcsl Ha nepepaboTky (yrunuzauuio). Ilepenaua
nen opopmIsieTcs MPUeMO-CAaTOYHON HAKIIaTHOM.

[Tocne yHMUYTOKEHUSI €T B HOMEHKIIAType JAeNl MPOCTABISIOTCS OTMETKH, 3aBepSEMbIE MOJIMUCHIO
CIelMaIuCcTa KaHLeIsIpUH, U 1aTOM:

«YHnuTOXKEeHO. CM. aKT Ne oT . [loamuce, HAIMABI, (PaMUATTHS.

8.67. DJNEKTpOHHBIE HOKYMEHTHl C HCTEKIIMMHU CpPOKAMHM XpaHEHHUs TMOIJICKAT BBIJACICHUIO K
VHUUYTOKEHHI0O HAa OOIIMX OCHOBAaHMSX, IOCIIE€ YEro NpPOBOAUTCA HMX (U3NYECKOE YHHUTOKEHUE WU
YHUYTOXXEHNE MPOTPAMMHO-TEXHUYECKUMHU CPEJICTBAMH C COOTBETCTBYIOIIEH OTMETKON B aKT€ O BBIJICJICHUHU
K YHUUTOKEHUIO 3JIEKTPOHHBIX JOKYMEHTOB.

DNIeKTPOHHBIE TOKYMEHTHI CUUTAIOTCS YHUUTOXXCHHBIMH, €CITH UX HEJIb3s1 BOCCTAHOBUTH CPEJICTBAMU
WH(GOPMAIIMOHHON CUCTEMbI Ha HOCUTENSAX MH(POPMAIIMK U U3 PE3EPBHBIX KOIUH.
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8.68. AKTBHI O BBIJICJICHMM K YHHUYTOXXCHHUIO JOKYMEHTOB, HE MOJICKAIIUX XPAHECHHIO, XPAHSITCS
MIOCTOSIHHO B Jiesie hoHa.

9. Opranusanus 10CTyna K J0KyMeHTaM M UX HCI0JIb30BAHUS

9.1. Bolgaua pen, Haxonadluxcsi Ha XpaHEHUM B OT/AEIE JIE€JIONPOU3BOJCTBA, CTPYKTYPHBIX
noJipa3ieliecHusiXx YHUBEpcUTEeTa pa0OTHUKAM APYTrUX MOAPA3JCNCHUN Il O3HAKOMIICHUS WU (MJIM) JUIs
BPEMEHHOI'O HCIIOJIb30BaHUS B paboTe NPOM3BOAMTCA IO 3arpocaM, MHOJNMCAHHBIM PYKOBOJUTEIIEM
(3amecTUTENEM PYKOBOJAUTENS) CTPYKTYPHOTO MOJpa3/eieHHs, 3aIpalldBalOUIero Jey0 (JIOKYMEHT) U C
pa3peleHusl pyKOBOJIUTENS OTHENa JAEJIONPOU3BOACTBA WIM CTPYKTYPHOIO IOJAPAa3JelICHUs, JTOKYMEHTHI
KOTOPOTO 3alpalinBaroTCs.

9.2.  Jlema, TOKYMEHTHI BBIIAIOTCS BO BPEMEHHOE MMOJIh30BaHUE pAOOTHUKAM Y HUBEPCHUTETA HA CPOK
He OoJiee 0JIHOTO MecsIIa.

[ocymapcTBeHHBIM oOpraHaMm (CyAeOHBIM, MPAaBOOXPAaHUTEIBHBIM, OpPTraHaM TOCYJapCTBEHHOTO
KOHTPOJISI M HaJ30pa) Jiea U OTAeNIbHbIe JOKYMEHTHI BBIIAIOTCA HA OCHOBAHWHU MX MHCbMEHHBIX 3allPOCOB C
pa3peleHusi peKTopa YHUBEPCUTETA WJIM MHOTO YIOJIHOMOUYEHHOIO UM JIMIIA, 110 aKTaM Ha CPOK He Oojee
IIECTH MECSIIEB.

[Tpr HEOOXOIMMOCTH CPOK UCTIOIH30BAHUS JJOKYMEHTOB MOXET OBITh IPOJICH.

9.3. B mnuceMeHHOM 3arpoce pabOTHUKOB Y HUBEPCUTETA O BbIIaue JOKYMEHTOB (Ze1) BO BpEMEHHOE
[10JIb30BAHNE U3JIararoTcs MPUUMHBI, IO KOTOPHIM 3alpalluBaeTcs J1el0 (JJOKYMEHT) U LI€Jb HCIOIb30BaHU
JIOKYMEHTOB, HAXOIALINXCS HA ONEPATUBHOM XPaHEHHH.

9.4.  Ha BelmaHHOE A€JI0 3aBOJANUTCA KapTa-3aMECTUTENb, IIOMEIAaeMas Ha MECTO BBIJJAHHOTO Jena. B
HEll yKa3bIBAIOTCA MHJEKC Jiela, JaTa ero BBIJAa4M, KOMY JeJO0 BBIJAHO, JaTa €ro BO3BpallEHUS,
pelycMaTpuBaroTCs rpadbl IS MOJIUCEN B ITOJyY€HUU U IIPUEME JIeTa.

Ha wMecTto wu3bpATOrO0 NONIMHHMKA JOKYMEHTa paOOTHHK OTHAeda JACNONpPOM3BOACTBA  HIIU
JIEJIONPOU3BOUTEND MOPA3/I€ICHHs BKJIAIbIBAET B JIEJIO JIUCT-3aMECTUTEINb C YKa3aHUEM, KOrja, KOMy U Ha
KaKoW CpPOK BBIJIaH JIOKYMEHT M MOJIHUCSIMH B IMOJIYYeHUU U mpueme Aena. [Ipu 3Tom B neno momeraercs
3aBepeHHast KOs JOKyMEHTA.

[Tocne pemenus Borpoca, Al pacCCMOTPEHHsI KOTOPOTo Jesia (JOKYMEHTHI) H3bIMAIKCH 10 3alpocam
rOCy/IapCTBEHHBIX OPraHOB, MOJJIMHHUKU JOKYMEHTOB JOJDKHBI OBbITh BO3BpallleHbl B YHUBEPCUTET U
IIOMEILEHBI B JIEIIO.

9.5.  DnexTpoHHbIE JOKYMEHTBI, HAaXOJAIIMECS Ha OINEpPaTHMBHOM XpaHEHHHM B 0a3zaX JaHHBIX
UH(GOPMALIMOHHBIX CHCTEM, BBINAIOTCS JUISl UCHOJb30BaHMSA B BUJAE KOMMH SIIEKTPOHHBIX IOKYMEHTOB B
COOTBETCTBUH ¢ MyHKTOM 2.2.13 UHCTpyKIHH.

9.6. Ilopsnok moctyna paOOTHUKOB Y HUBEpCUTETA K JOKYMEHTaM, pa3meniaeMbiM B CO/1 ninm nHoi
MH(OPMALlMOHHON CHUCTEME, YCTAHABIMBAETCS JIOKAJIbHBIMA HOPMATUBHBIMU aKTaMHM Y HUBEPCHUTETA,
OTIpEIeNAIOIUMHU MOPSAIOK IKCITyaTallud HHPOPMALIMOHHOM CUCTEMBI, U B COOTBETCTBHUHU C MEPCOHATBHBIMU
YYETHBIMU 3anucsiMu paboTHUKOB B COJI unmu nHOM MHPOPMAIIMOHHON CUCTEME.

PaGoTHMKaM, He HMEIOIIMM IpaBa JOCTyNa K COOTBETCTBYIOLIEH HH(MOPMAIMOHHON CHUCTEME,
JJIEKTPOHHBIE JOKYMEHTBI BBIIAIOTCSI B COOTBETCTBUM € HyHKTamu 9.1-9.3 MHcTpykiuu, Ha (uznuecku
000CO0JIEHHOM HOCHUTENE, BHICHIIAIOTCS 110 JIEKTPOHHOMY aJipecy paOOTHHUKA, 3alPallMBAIONIET0 JOKYMEHT,
WJITM UHBIM 00pa3oMm.

9.7. B otnmene aemonmpou3BOACTBA, CTPYKTYPHOM IOApA3ACICHUH, BBIIABIIEM €0 (IOKYMEHT)
BEJIETCS YUeT BBIJAHHBIX /i€ (JIOKYMEHTOB) M KOHTPOJIb UX CBOEBPEMEHHOI'O BO3BpaTa. DJIEKTPOHHBIE JAeia
(TOKYMEHTBI) BO3BpaTy HE MOJIeKAT.

9.8. PaborHuku YHuBepcutera 00s3aHBI 00eCHeUnBaTh COXPAHHOCTD MOJYYEHHBIX BO BPEMEHHOE
M0JIb30BAHNE JTOKYMEHTOB (ZieJ1) Ha OyMa)KHOM HOCHUTEJE€ U HCIOJIb30BaTh IMOJYYEHHYI0 HH(OpMaluio B
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CITY’)KeOHBIX IIEJIIX B COOTBETCTBUHU C TPEOOBAHMSIMY JIOKATTLHBIX HOPMAaTHUBHBIX aKTOB. 3aliperiaeTcs nepenadya
MOJIy4YEHHBIX JOKYMEHTOB MJIM MX KOMHI pabOTHUKAM APYTUX MOAPa3IeIeHUI UM OpraHru3alnui.

9.9. I3batue (BbIEMKA) JOKYMEHTOB, OOpa30BaBIIMXCS B JICATEIBHOCTH YHHBEPCUTETA,
IIPOU3BOJUTCS B COOTBETCTBUM C 3aKOHOJATENLCTBOM Poccuiickoit @enepanunu.

9.10. U3bsTHe (BbleMKa) JOKYMEHTOB MPOU3BOJUTCA HA OCHOBAaHUU MUCHBMEHHOTI'O PACHOPSKEHUS
(IOCTaHOBNIEHUSI) COOTBETCTBYIOIIETO OpraHa BJIACTU C pa3pelIeHUs PEeKTopa YHUBEPCUTETa WIM WHOTO
YIOJIHOMOYEHHOTO MM JIMIA C H3BEIICHUEM PYKOBOIUTENS MOAPA3JACICHUS, JIOKYMEHTBI KOTOPOIO
M3BIMAKOTCSL.

9.11. ®akrt u3bATUSA (BBIEMKH) JTOKYMEHTOB (DUKCHUPYETCS B MPOTOKOJE (aKTE) U3BATUS (BBIEMKH)
JOKYMEHTOB, KOTOpPBIH COCTaBISIETCA HE MEHee 4YeM B JBYX OK3EeMIUIApax U IOANMCHIBACTCS
YIIOJTHOMOYEHHBIMU ITPEACTABUTENSIMUA Y HUBEPCUTETA U COOTBETCTBYIOLIErO0 IOCYAApCTBEHHOro oprana. K
MIPOTOKOJY (AKTY) MpHUJIaraeTcs OMKUCH (PEECTpP) U3BATHIX JOKYMEHTOB (1I€).

9.12. Ilpu U3BATUM NMOJJIUHHUKOB JOKYMEHTOB B JI€JIO TOMEMIAETCS 3aBEPEHHAsA KOMUS JOKYMEHTA,
Ha 000pOTE KOTOpPOM YKa3bIBa€TCA OCHOBAaHHE HU3BATHUS IMOMJIUHHUKA, CPOK BO3BpaTa, JaTa U MOAIMKCH
paboTHHKA, OTBETCTBEHHOTO 33 (HOPMUPOBAHHE U/ XpaHEHHE JIeTia.

9.13. IloanMHHUK NOKYMEHTa, U3bATHIA M3 J€Jla HA OCHOBE COOTBETCTBYIOLLEIO PELICHUs, MOCIEe
PacCMOTPEHUSI M PEMIEHUs BOIPOCA, BO3BPAILAETCS B JEI0, IPU 3TOM KOIHWS, TOMELIEHHAs B J€JI0 BMECTO
MOJINHHUKA, U3bIMAETCHI.

10. U3roroBJjieHne, yueT, HCMOJIb30BAHNE H XPAHEHHE NleYaTell, IITAMIIOB, 0JIJAHKOB JOKYMEHTOB,
HOCHTeJIel JJIEKTPOHHBIX Moamuceii

10.1. bnmaHku OpraHU3aIMOHHO-PACHOPSAIUTENBHBIX JIOKYMEHTOB pa3padaThlBalOTCA OTIEIOM
JIeTONPON3BOJICTBA. BUibI OJaHKOB OpraHM3aIllMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB, TPEOOBaHUS K X
O(OPMIICHHUIO U WCIOJIb30BAaHUIO YCTAaHABIMBAIOTCS WHAMBUAYAIBHON MHCTPYKLHUEH MO JEIONPOU3BOJCTBY
YHuBepcurera.

10.2. B VYuuBepcurere AJi MOATOTOBKH JOKYMEHTOB MOTYT MCIOJb30BaThCS OJIAHKU TOKYMEHTOB,
W3TOTOBJICHHBIEC TUIIOTPAPCKUM CITOCOOOM MJTH CPEJCTBAMHU OTIEPATUBHOM OJUTPAPUH, a TAKKE ITCKTPOHHBIC
11a0Ja0Hbl OJMIAaHKOB. DJIEKTPOHHBIC INA0JOHBI ONAHKOB JOJDKHBI COOTBETCTBOBATH oOOpasliaM OJIaHKOB,
YTBEPKJICHHBIX PEKTOPOM Y HUBEPCUTETA.

10.3. biaHku opraHu3alMOHHO-PACHOPAIUTEIbHBIX JOKYMEHTOB, IPUMEHSIEMbIE B Y HUBEPCUTETE, HE
MOTYT TIEpeIaBaThCs APYTUM OpraHU3AIMIM, TODKHOCTHBIM U (PU3UYECKUM JIMIIaM.

10.4. Ortpen pAenonpou3BOACTBA YHHMBEPCUTETA OCYIIECTBISAET KOHTPOJb 32 IPABHIBHOCTBIO
WCIIOJIH30BaHUS OJIAaHKOB OPTraHU3aI[MOHHO-PACTIOPAIUTEIbHBIX TOKYMEHTOB.

10.5. B VYHuBepcurere B COOTBETCTBUM C YCTaBOM YHHUBEPCUTETAa HCIOJIB3YETCs IMe4yaThb C
BocnpousseaeHueM ['ocynapctBenHoro repda Poccuiickoit @enepanuu (anee - neyaTb Y HUBEPCUTETA).

B VYHuBepcuteTe Takke MOTYT HUCIHOJIb30BaThCA IE€YATH MOAPA3AEICHUN, MeyaTH JJi MaKETOB M
OTJIENbHBIX KaTEeropuid OKYMEHTOB, a TaKKe€ METANIMYECKHE BBDKMMHBIC TEeYaTh JJIs ONevYaThIBAHHS
MOMEIIEHUI U YJOCTOBEPEHHUS CIIEIIMAIbHBIX IIPOIYCKOB.

B YHuBepcuteTe MOXET MCMOIB30BATHCS MITAMI (IITaMITbl) ¢ (aKCUMIUIBHOM MOMUCHIO PeKTOpa U
MHBIX JTOJKHOCTHBIX JIUIL.

[Topsiiok MCTIOIB30BaHUS MITAMIIOB ¢ (DAKCUMUIILHOM MOAMKICHI0 PEKTOPA U MHBIX JTOJDKHOCTHBIX JIUII,
BU/IbI IOKYMEHTOB, TTOAMHUCHIBAEMBIX (haKCUMUIHBHOU MOMUCHI0 YCTAaHABINBACTCS JTOKAThHBIM HOPMATHUBHBIX
aKTOM YHHBEpPCHUTETA.

10.6. Tlewarr VYHuBepcuTeTa ¢ BocmpousBeAeHHeM [ ocymapcTBeHHoro repba Poccuiickoit
@denepanyiy I0JDKHA COOTBETCTBOBaTh TpeOoBanusiM, ycTaHoBleHHbIM ['OCT P 51511-2001 «Ileuatu c
Bocnpou3BeaeHneM ['ocynapcrBenHoro repba Poccuiickoit ®enepaunn. @opma, pasMepbl U TEXHUYECKHE
TpeOOBaHUS Y.
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10.7. Tlewatm u mtamnbl YHUBEPCUTETa HW3TOTABIMBAIOTCS B KOJIMYECTBE, HEOOXOAMMOM Jis
OCYIIECTBIICHUS TOJPA3ACICHUSIMH OpraHu3alud U ee PaOOTHHKAMH BO3JIOKEHHBIX HA HHUX (YHKIIHM.
Pemenne 00 HM3rOTOBIIGHMM M KOJMYECTBE JK3EMIUISIPOB TEUATEH W IITAMIIOB MPHHUMAETCS PEKTOPOM
YHuBepcuTeTa no npenacrapieHuto HayanbHuka Y KIT/.

Ecnu nedars YHUBEpcHUTETA UCHOIB3YETCS B HECKOJIBKUX 3K3EMIUIAPAX, HOMEP 3K3EMIUISApA MEYaTH
YKa3bIBa€TCs B KJIMIIE NIEYATH IIPU €€ U3TOTOBJICHUH.

10.8. IleuaTpro YHHBEpPCUTETA 3aBEPSIOT MMOJJIMHHOCTD MOAMUCH PEKTOPA U UHBIX YIIOJIHOMOYEHHBIX
UM JIMILI, Ha IOKYMEHTaX U KOIMHUAX JTOKYMEHTOB B COOTBETCTBUU C MMyHKTOM 2.2.13 UHcTpyKUuu.

10.9. TIlewatm u mTammbl BBINAIOTCS JUIS WCIOJIB30BaHUS PAOOTHHKAM, OTBETCTBEHHBIM 33 HX
UCIIOJIb30BAaHNE M XPAHEHHE MO/ MOJAINKCH B )KypHAJIE y4yeTa IeyaTeil U ITaMIoB. YYeT rneyaTed U IITaMIIOB
yHuBepcutera BeneT HayanbHuK Y KII/[ yauBepcurera.

10.10. Ilpm ucronap30BaHUH B pabOTE MEYATH U IITAMIIBI XPAHATCS B 3anyparomuxcs mkadax (cerdax)
pabOTHUKOB, OTBETCTBEHHBIX 32 XpaHEHUE U UCIIOJIb30BAaHUE TIEYaTEeH U IITaMIIOB.

10.11. Tlepenavya meyaTed W IITaMIIOB MOCTOPOHHHUM JIMIIaM HE JlonyckaeTcsa. BeiHOC medaTted u
ITAMIIOB 3a MPEJEIbl YHUBEPCUTETA BO3MOXKEH B HCKIIOUMTENIBHBIX CIIy4asX MO PEMICHUIO PYKOBOICTBA
YHHUBEpCUTETA (HallpuMep, MpU MOAMUCAHUH I0TOBOPOB).

10.12. Ilpumienmure B HErOJHOCTh U YTPATUBILKME 3HAYEHUE NI€YaTH U IITaMIIbI OJIJIEXKAT BO3BPATY B
No/pa3/iesieHne, Ha KOTOPOE BO3JIOKEH YYeT Ie4yaTed M IITAMIIOB, JUISl LIEHTPAJIU30BAHHOIO YHUUYTOKECHHUS.
[leyatn yHUUTOXKAKOTCA MO AKTY C COOTBETCTBYIOIIEH OTMETKOM B KypHAJI€ yUeTa [€YaTeil U I TaMIIOB.

10.13. Jlnsa obMeHa 3IeKTpPOHHBIMU JOKyMeHTamMu mnocpeactBoM MDOJIO B yHUBepcUTETE HOIKHBI
UCIIOJIb30BaThCSl YCWICHHBIC KBAJIM()UIMPOBAHHBIC JJICKTPOHHBIEC MOANUCH. COCTaB JOJDKHOCTHBIX JIAIl H
pabOTHUKOB OpraHM3alMd - BJIAJACTBIEB YCUJICHHBIX KBAaTU(PUIIMPOBAHHBIX JJIEKTPOHHBIX MOMANUCEN
ONPEAEIATCA PEKTOPOM YHUBEPCUTETA.

10.14. Ilpu nepenaye yHMBEPCUTETOM 3JIEKTPOHHBIX JOKYMEHTOB Ha 3JIEKTPOHHBIN aJpec Apyrou
OpTraHM3aINH, a TAaKXKe JUIT OOMEHa IEKTPOHHBIMU JIOKyMEHTaMu mocpeactBoM COJl B YHUBEPCUTETE U €0
MOJIpa3ieNIeHUsIX MOTYT HCIOJIb30BaThCsl YCHUIICHHbIE HEKBATU(DHUIIMPOBAHHBIC SJIEKTPOHHBIE MOAMUCH W/UIH
MPOCTHIE JIEKTPOHHBIC TTOAMKUCH (aiee - AIEKTPOHHAS MOAMKICH) B COOTBETCTBUU ¢ DeepaabHbIM 3aKOHOM
ot 6 anpenst 2011 r. Ne 63-®D3 «O0 >1eKTPOHHOMN TOIITHCH.

10.15. DOnextponHslii mokymeHT B COJl yHHMBepcuTeTa, MOANHUCAHHBIM AJIEKTPOHHOW MOJIHCHIO,
MpU3HAETCS PABHO3HAYHBIM JOKYMEHTY Ha OyMa)KHOM HOCHUTeENe, MOJMUCAaHHOMY COOCTBEHHOPYYHOM
MOAMKCHIO U UMEET OJIMHAKOBYIO C HUM IOPUIMYECKYIO CHITY TIPH OJTHOBPEMEHHOM COOJIIOICHUH CIIETYIOITUX
YCIIOBHIA:

* KJIKOY MOJINUCH, OTHOCAIIMICA K KOHKPETHOM JJIEKTPOHHOW MOJNKHCH, HA MOMEHT NOANMUCAHUS

AIIEKTPOHHOTO IOKYMEHTA SIBJISETCS JEHCTBUTENBHBIM (JIOCTOBEPHBIM), HE YTPATUJI CUITY (HE OTO3BaH);

* TMOJTBEPKJICHA MOMIUHHOCTD JJIEKTPOHHOM MOANUCH B JIEKTPOHHOM JOKYMEHTE;
* J1aTa ¥ BpeMs CO3JaHMs dJEKTPOHHOU noanucu 3aduxkcupoBansl B COJI;
* DJJIEKTPOHHAs MOJNKHCH HCHOJIB3YETCd B COOTBETCTBMM C YCTAHOBJICHHBIM B YHUBEPCHUTETE
pacmpezieieHueM MpaBa MOANUCH JOKYMEHTOB MEXKAY JOKHOCTHBIMU JIMIIAMU U paOOTHUKAMH.
10.16. Kmtou »snexkTpoHHOM monmucu, wucnoinbdyemMo B COJI, sBusercs KoH(UICHIMATIBHON
uH(popMalel 1 3alluIaeTcs B COOTBETCTBUU C 3aKOHOIaTeNbcTBOM Poccuiickoit Denepariuu.
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Jlucr perucrpanuu u3MeHeHH

Howmep nucra [lara BHECEeHUS [ara Bcero [Toamnucs,
Howmep AMEHEH WU3MEHEHUS BBEJICHUS | JIMCTOB | OTBETCTBEHHOTO
U3MEHEHHUS Horo | HOBOTO | H3BATOrO (mata u Ne H3MEHe- B 3a BHECEHUE
MIpHKa3a) HUS JOKYMEHTE | HW3MEHEHUM
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JIncer o3HaKoMIIeHHA
C 10/KHOCTHOM MHCTPYKIIMEH O3HAKOMIICH(a), YITEHHBIH SK3eMIUISIp MOTydni(a) Ha pyKH U 00s13yI0Ch
XPaHUTb €ro Ha paboyeM MecTe.
JomkHoCTh DamMuns ITonnuce [Hara
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IIpnioxenne 1
bnauk — «ITMCBbMO»
MUHUCTEPCTBO HAYKHA
M BBICILIEI'O OBPA3OBAHUS [ )

POCCHUHCKOM ®EJIEPAIIMA
JlenapraMeHT KOOPAMHALUH JAesITeJTbHOCTH
opranmsanuii B cepe cejibCKOX03AiCTBEHHBIX HAYK
denepasibHOE rOCYAAPCTBEHHOE OFOJDKETHOE
00pa3oBaTeIbHOE YUPEIKACHNE
BBICILIETO 00pa30BaHUs
«BOJIF'OI'PAICKHI
TOCYJAPCTBEHHBIN ATPAPHBIMN
YHUBEPCUTET»

(®I'bOY BO Bouarorpaackuii I'AY)
MIPOCHEKT Y HUBEPCUTETCKUH, 1.26, Bonrorpaa, 400002
Ten. (8442) 41-17-84, 41-10-94 Daxkc: (8442) 41-10-85
E-mail: volgau@volgau.com

Ne

Ha Ne oT
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[puno:xenue 2
Bbaank «PACIIOPSIDKEHUE»

MUHHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA30OBAHUSA
POCCHUMCKOM ®EJEPAIINN
JenapraMeHT KOOPAUHAIIUY AeATEJIbHOCTH OPraHU3anuil B cepe ceibCKOX035IHCTBEHHBIX HAYK
®enepanbHOe rocy1apcTBeHHOE 010/1KeTHOe 00pa3oBaTeIbHOE YUpeKIeHne
BbICIIIET0 00Pa30BaHUNA
«BOJITOTPAJICKU I'OCYJAPCTBEHHbBIN
ATPAPHBII YHUBEPCHUTET»

PACIIOPAKEHUE

20 roma Bourorpan Ne

Pextop ynusepcurera B.A. HEIUISIEB
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IIpnnoxenue 3
onank «MEXJIYHAPOJHOE ITMCbMO»

MUHHUCTEPCTBO HAYKH U BBICIHIEI'O OBPA30OBAHUSA
POCCHUMCKOM ®EJEPAIINN
JenapraMeHT KOOPAMHALMY /1eSITeIbHOCTH OPraHu3al Uil
B cepe ceIbCKOX03SIIICTBEHHBIX HAYK
®denepanbHOe rocy1apcTBEHHOE 0I0/1KeTHOE 00pa30BaTeIbHOE YUpe:KIeHne
BbICIIET0 00pa30BaHHUA
«BoJrorpaackmii rocy1apcTBeHHbIH arpapHbIi YHUBEPCHUTET»

np. YHUBEPCUTETCKHIA, 1. 26, Boarorpan, 400002 Teu. (8442) 41-17-84, 46-94-87, daxkc (8442) 41-10-85
E-mail: volgau@volgau.com; vgsha-grishina@yandex.ru, Web-site: www.volgau.com

No
« » 20 r. r —|

Iloonucs pykosooumens opeanuzayuu
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Hpunoxenue 4
Bnank «ITPOEKT ITPKA3A»
ITPOEKT IIPUKA3A
«0/06 »
C uenpro
ITPUKA3BIBAIO
1.
2.

PexTop yHuBepcurera

B.A. LIEIUIJEB
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Hpunoxenue 4
Baanx «ITPUKA3»

MUHHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA3OBAHUSA
POCCHUMCKOM ®EJEPAIINN
JenapramMeHT KOOPAUHAIIUY AeATEJIbHOCTH OPraHu3anuil B cepe ceibCKOX035IHCTBEHHBIX HAYK
®enepanbHOe rocy1apcTBeHHOE 010/1KeTHOe 00pa3oBaTeIbHOE YUpe:KIeHne

. BBICIET0 00pa3oBaHus .
«BOJITOT'PAICKUU TOCYJAPCTBEHHbBIU ATPAPHBIU YHUBEPCUTET»

IIPUKA3
20 _ roma Boarorpan Ne
«0/00 »
C uennio
[TPUKA3BIBAIO

1.

2.

Pextop ynuBepcurera B.A. HEITJISIEB
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