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1. O0mpe moJ10KeHHus

1.1. UncTpyKIusA 1O JCNOMPOM3BOJCTBY pa3paboTaHa B LENAX YCTAHOBJIEHUS €IUHBIX
TpeGoBaHMH K IOAIOTOBKE, OOpabOTKE, XpaHEHHIO M HCIOIBb30BAHUIO 00pa3yrOLIUXCs
JIOKYMEHTOB B JI€SITEIbHOCTH (enepanbHOrO rocy1apCTBEHHOTO ABTOHOMHOTO
00pa3oBaTeNILHOTO yUpeXaeHus1 Bhiciiero obpasoBaHus «CeBepo-BocTounelii denepanbHbIit
yuusepcuteT uMeHn M.K.AmMocoBay (nanee — yYHHBEPCHTET), COBEPLICHCTBOBAHHS
JICTTONMPOU3BOACTBA YHUBEPCUTETA H MOBBIMICHHS €70 3 (EKTHBHOCTH.

1.2. UucTpykiuss 1Mo AETONPOM3BOACTBY  paspaboTaHa B COOTBETCTBHH  C
3aKOHOJATENbHBIME M MHBLIMH HOPMATUBHBIMH TPaBOBBIMU akTaMH Poccuiickoii ®enepanuu B
chepe uHPOpMANUKM, IJOKYMEHTAIIMM M AapxXMBHOIO JieJla, a Takke MeToauueckuMu
PEKOMEHIAIUAMY TI0 pa3paboTKe MHCTPYKIMH MO NETONPOU3BOACTBY B (pefepajbHBIX OpraHax
HCIIOJHUTEILHOM BIIACTH, YTBEPXKIECHHBIMH NpHka3oM PenepallbHOrO apXHBHOTO ar€HTCTBA OT
23 nexabps 2009 rona Ne 76, YcTaBoM yHUBEpPCUTETA.

1.3. Ilonoxenus UHCTpyKIuyY 10 AEIONPOU3BOACTBY:

PaCIIpOCTPaHAIOTCS Ha OpPraHM3aLMI0 paboTBl ¢ JOKYMEHTAaMM HE3aBHCHMO OT BHJa
HOCMTENIS, B TOM YHCJE C JJIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas IOATOTOBKY, 0OpaloTKy,
XpaHEHHE W HCIONb30BaHHE JOKYMEHTOB, OCYIIECTBIISIEMBIE C HOMOLIBIO HMH(OPMAIMOHHEIX
TexHonorui, CHCTEMBI JIEKTPOHHOTO JOKYMEHTO00OpOoTa (CHCTEMBI aBTOMATH3HMPOBAHHOM
00paboTKH JOKyMEHTOB), IPUMEHSIEMbIE B YHUBEPCUTETE, JODKHBI 00€CIEYNBATE BBINOJIHEHUE
TpeGoBaHuit MHCTpyKIMHK 110 1E€NONIPOU3BOACTBY;

HEe pacIpOCTPAHAIOTCS Ha OpraHu3aldio pabOThl € JOKYMEHTaMH, COJEpXKaIlUMU
CBEJIEHHS, COCTABIIAIOINE IT'OCYJAPCTBEHHYIO TAlHY.

1.4. OcoGennocTd paboTHl ¢ JOKYMEHTaMH, COJEepXaIlUMHU KOH(QUICHIMANBHYIO
uadopmaruio (CIy:)KeOHYI0O M WHYIO TaiiHy, INEepCOHAIbHBIE JaHHBIE), PEryIMPYIOTCS
CHEIMAIbHBIMA HOPMATHBHBIMM  aKTaMH (MHCTPYKLMSMH, IIOIOXKCHMSIMY, IIPaBHIAMH),
YTBEPKAAEMBIMU PEKTOPOM YHHBEPCUTETA.

1.5. TpeboBanus MHCTpyKIHH IO JEIONPOM3BOJACTBY K paboTe ¢ Oyxrairepckoii,
HAyYHO-TEXHHUYECKOH M APYrod CHEeIUaJIbHOW JOKYMEHTALUEH PpaclpOCTPaHAIOTCS JIMINL B
YacTH OOINMX NPHHIUIIOB pabOTHl € [JOKYMEHTaMH, a TaKX€ IOATNOTOBKH JOKYMEHTOB K
nepenaye Ha apXUBHOE XpPaHEHHUE.

1.6. Opranmuszaiuio, BeleHHEe M COBEPIICHCTBOBAHME JENOIPOM3BOICTBA Ha OCHOBE
€MHOM MOJIMTUKH, HMCIIOJIb30BaHHE COBPEMEHHBIX MH()OpPMalMOHHBIX TEXHOJIOTHH B paboTe ¢
JOKYMEHTAMH, METOAMYECKOE PYKOBOACTBO M KOHTPOJIH 3a COOJIIOJEHUEM YCTAHOBJIEHHOIO
nopsiaKa paboThl ¢ JOKyMEHTAaMH B CTPYKTYPHBIX MOApa3ZeIeHUsIX OCYIIECTBIISET Y IpaBICHHAE
JIETIONIPOU3BOICTBA U KOHTPOJIA JOKYMEHTO000pOTa YHUBEPCUTETA.

1.7. ®yHknuu, 3amaud, nMpaBa W OTBETCTBEHHOCTH YIIPABICHHS IEIOIPOU3BOACTBA U
KOHTpPOJII JIOKYMEHTOOOOpOTa PpErjJaMeHTHPYIOTCS IIOJIOKEHHEM O HEM, JOJDKHOCTHBIE
00543aHHOCTH Pa0OTHUKOB YIIPaBICHHS JEJIONPOU3BOJACTBA U KOHTPOIS JOKYMEHTOOOOpOTa U
pabOTHHKOB, OTRBEYAIONIMX 3a OPraHU3ALMIO pPabOTBl C JOKYMEHTAMH B CIPYKTYPHBIX
10JIpa3ICICHUSIX YHUBEPCHTETA, YCTAHABIUBAIOTCS TO/DKHOCTHBIMHE HHCTPYKITUSAMMU.

1.8. OTBETCTBEHHOCTh 3a OpraHU3ali0  JEJONPOU3BOACTBA, CBOEBPEMEHHOE M
KaueCTBEHHOE HCIOJIHEHHE JOKYMEHTOB, MX COXPAaHHOCTb BO3JlaracTcs Ha PYyKOBOAMTEJEH
CTPYKTYPHBIX ~ HOApasicieHuii  yHuBepcuTeTa ((HIHANOB, HHCTUTYTOB, (aKy/IbTeTOB,
yIpaBJICHHH, OTAEOB, AeKaHaToB, kadenp u 1p.).

PykoBoguTenu CTpyKTYypHBIX MOApa3eNeHUH JODKHBI IPUHAMATh MEPHI K COKPAIEHUIO
MEPENUCKH, 00CCIIeUnBaTh IIPABUILHOE H PAIlMOHAIEHOE UCHOJIB30BAHME CPEACTB OPITEXHUKH,
pacxojoBaHue OyMmar.

1.9. HenocpeacTBeHHOE BEJIEHHE JICJIONPOU3ZBOACTBA B CTPYKTYPHBIX IOAPA3NEICHUSX
OCYIIECTBISETCA CEeKpeTapeM H/WJIM OTBETCTBEHHBIM COTPYJHHMKOM, Ha3HAYEHHBIM IIPHKA30M
peKTopa ¥  COBMCUIAIOIIUM  BBIOJHECHHE  JEIOIpPOM3BOJACTBEHHBIX  O0A3aHHOCTEH ¢
GYHKIMOHANBHBIMU 00513aHHOCTSIMH.
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1.10. C coxepxaHueM CIyXKeOHBIX JIOKYMEHTOB MOIYT OBITb O3HAaKOMJICHBI JIHIIA,
HMEIOIHE OTHOIIEHHEe K WX IOJATOTOBKE WK HCHoJHeHuo. MH@opmauus, packpsiBaromas
COJIEpXKaHHue CIIY)XEOHBIX MOKYMEHTOB He MOJICKWT pasrJallleHuIo, Iepefada CIIyXeOHBIX
JOKYMEHTOB, WX KOMHH, TPOEKTOB CTOPOHHHUM OpraHU3alMsM JOMYCKAeTcs TONBKO C
pazpenieHust peKTopa yHUBEPCUTETA.

1.11. O6men uHoOpMaIelt MexAy CTPYKTYPHBIMH MOApPa3AcIICHUSIMH YHHBEPCHUTETA
OCYHIECTBJISAETCS HOCPEJACTBOM CIIYXeOHBbIX 3aIUCOK. BeleHne Nepenucky ¢ BHIMIECTOSINIMMM
OpraHU3aIMsAMH OCYIIECTBISAETCS PEKTOPOM WM TNPOPEKTOpaMHM WM IO HX IOPYYEHHUIO
PYKOBOJMTENSAMHU CTPYKTYPHBIX NMOJpa3ieaeHUH

1.12. TlpaBuna u TpeGOBaHMS OpraHU3alliyd PadOThI ¢ JOKYMEHTAMH, IIPEyCMOTPEHHBIE
HacTOsINEH MHCTPYKIMeH, oOs3arenbHbl JUis BceX pabOTHUKOB YHHMBEpPCHUTETAa;, C €€
TpeGoBaHUAMH PAOOTHUKH JOJXKHBI ObITH O3HAKOMJICHHI I10J] PACIIACKY.

1.13. PaGoTHHKH CTPYKTYPHBIX IOJpa3JCICHUI YHUBEPCUTETA HECYT NUCHUIIIIMHAPHYIO
W WHYIO YCTaHOBJICHHYIO 3aKOHOJATelsCTBOM Poccuiickoit ®denepauuy OTBETCTBEHHOCTH 3a
HecoOmofeHue TpeboBanuil HCTpyKIuK 110 AETONPOU3BOJCTBY.

1.14. TIpu yxoae B OTIYCK, Bhie3fie B KOMaHIUPOBKY, Ha BpeMs OOJIC3HU HIIH B Ciydae
YBOJIbHEHHS U IIEPEMEINEHUS 110 C1yX0e paboTHUKHU 00s13aHbI IepeiaTh BCe HAXOAMILIHECs Y HUX
JIOKYMEHTHI pabOTHHUKY, OTBETCTBEHHOMY 32 JISJIOTIPOU3BOJICTBO CTPYKTYPHOI'O MOApa3eiicHus,
HWIH JAPYyroMy pabOTHHKY IO YKa3aHHIO PYKOBOIUTENS MOAPA3JEICHHUS, IPU YBOJILHEHHH HITH
HepeBOJIE TIO CIIYXOe paboTHYKA Hepeada JOKYMEHTOB U JieNl OCYHIECTBISIETCS 10 aKTy.

2. OcunoBHBIE NOHATHSA
TepMuHBI U onpeeIeHIS

JNOKYMEHTHpOBaHHe — (ukcarus #HHPOpMaUMM Ha MaTepHATBHBIX HOCHUTENAX B
YCTaHOBJICHHOM TMOPSIIKE;
JIeJIONPOU3BOJCTBO —  JEATENbHOCTh, OOCCIEYMBAIONIas CO3JaHHE  OQHITHATIBHBIX

JIOKYMEHTOB ¥ OpraHU3aIiio paboTHl ¢ HUMH B YHUBEPCHTETE;

JOKYMEHT — O(UIIMaTbHBIM JNOKYMEHT, O(QOpPMIICHHBIH B YCTAHOBJIEHHOM TIOPSJIKE U
BKJIFOYCHHBIH B IOKYMEHTOOOOPOT YHUBEPCUTETA,

JNMEKTPOHHBIA JOKYMEHT — JOKYMEHT, B KOTOpoM HHGoOpManus IpencraBieHa B
3JIeKTPOHHO-IIH(PPOBOH Popme;

aBTOP JIOKYMEHTa — GU3NYECKOE WIIH IOPHANYECKOE JIMII0, CO3/IaBIIEe JOKYMEHT;

BHJl IOKYMEHTa — NMPUHAIC)KHOCTh JOKYMEHTA K ONpeAeTIeHHON IpynIie JOKYMEHTOB TI0
TpH3HAKAM COJICPXKaHus U IIEeJIEBOTO0 Ha3HAYCHHUS,

odpopMiieHHe AOKYMEHTa — IIPOCTAaBJIEHHE HEOOXOAMMBIX DPEKBHU3UTOB, YCTaHOBJICHHBIX
HpaBUJIaMH JOKYMEHTHPOBAHUS;

PEKBH3UT JOKyMEHTa — 3JIEMEHT JOKYMEHTa, HEOOXOIWMEBIA A ero oQopmieHus |
OpraHu3anuu padoTHI C HUM;

OnaHK JOKyMeHTa — HabOp PeKBH3MTOB, HMJICHTH(GUIMPYIOUMX aBTOpa OQUIHAIBLHOTO
ITMCbMEHHOTO JIOKYMEHTa,;

IIOJUTMHHUK JTOKYMEHTa — TICPBBIM MK €THHCTBEHHBIH 3K3EMIUISIp JOKYMEHTA;

KOMHS JOKYMEHTa — JOKYMEHT, MOJIHOCTHIO BOCMIPOM3BOIAIINN HH(POPMAIIUIO TTOTHHHHUKA
JIOKYMEHTA H €r0 BHEIIHUE PU3HAKY, HE HMCIOIIMH IOpUINIECKON CHUIIBI;

3aBepeHHAas KOIMWS — KOMMS JOKYMCHTa, Ha KOTOPOH B COOTBETCTBHH C YCTaHOBJICHHBIM
HOPSIKOM MPOCTABJISIOT HEOOXOUMbIC PEKBHU3UTHI, MPUAAIONINE €i IOPUINUECKYIO CHITY;

oOpallleHne TpaXJaHWHA — HANpPaBJICHHBICE B YHHBEPCUTET WM JIOJDKHOCTHOMY JIHILY
NUCHMEHHBIE IIPEUIOKCHIUE, 3asBJICHUE HITH XKano0a, a TakKe yCTHOe oOpallleHHe rpaKaaHuHa B
YHHUBEPCHUTET;

IOpUIMYECKasi CHWIa JOKYMCHTA — CBOWCTBO O(UIIHAILHOIO JOKYMEHTa, coobInaeMoe eMy
JICUCTBYIOILMM 3aKOHOJATEILCTBOM, KOMIICTEHIIMEH M3aBIIEr0 €ro opraia M yCTaHOBJICHHBIM
HOPSIAKOM 0(OpPMIICHHS,



yauduuupoBannasd ¢GopMma JIOKyMEHTa — COBOKYHHOCTb PCKBH3UTOB M  THIOBBIX
QparMeHToB TEKCTA JOKYMEHTa, YCTAHOBJIEHHBIX B COOTBETCTBHH C PELIACMBIMH B NaHHON
chepe NEATENBHOCTH 3a[a4aMHd U PACTIOIOKEHHBIX B ONpPEICIICHHOM TOPSAKE Ha HOCHUTEIe
uHbOpMaIINy;

mabnoH Gnanka (yHumiMpoBaHHOH GOpMBI JIOKyMeHTa) — OJlaHK TOKyMEHTa
(yEHEOUIEpOBaHHAs popMma TOKYMEHTa), IIPEACTaBICHHbIH B 2JIeKTpOHHOM dopme;

JOKYMEHTOO0OPOT — JBHXKEHHE JOKYMEHTOB ¢ MOMEHTA UX CO3[aHUs WU IIOJIyYCHUs! 10
3aBepILCHUS HCIIOHEHHUS, IOMEIIEHH B JIEJI0 U (HIIH) OTIIPABKH;

00BEM JIOKYMEHT0060pOTa — KOMMYECTBO JOKYMEHTOB, TIOCTYNHBIINX B OPraHU3aIMI0 U
CO3JIaHHBIX €10 3a ONPEETICHHBIN IEPHO,

pETUcTpalys JOKYMEHTa — IPUCBOCHUE JOKYMEHTY PEIHCTPAIlHOHHOTO HOMEPA M 3alliCh B
YCTaHOBJIEHHOM IOPsIAKE CBEACHUH O JOKYMEHTE,

HOMEHKIATYpa JE€l — CHCTeMAaTH3HMPOBaHHBIM II€peYeHb HAMMCHOBaHWH eI,
GOpMUpPYEMBIX B YHUBEPCUTETE, ¢ YKa3aHUEM CPOKOB MX XpaHEHHS;

SKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — U3y4EHHE JOKYMEHTOB HA OCHOBAaHHH KPUTEPHEB HX
IICHHOCTH B IIEJISX ONpe/eNeH s CPOKOB XPaHEHUs JOKYMEHTOB U OTOOpa MX Ul BKIIIOUEHUS B
coctas ApxusHoro ¢orma Poccutickoit denepanvu;

J€TI0 — COBOKYIIHOCTH JOKYMEHTOB MM OTHEIBbHBEIA JOKYMEHT, OTHOCAIIMECS K OJHOMY
BOHPOCY WU YYaCTKy JEATEIBbHOCTH,

(GopMupoBaHue Jiesia — IPYNIHPOBKA HCIIONHEHHBIX JOKYMEHTOB B I€JI0 B COOTBETCTBHH C
HOMEHKJIaTYpOH Je;

3JIEKTPOHHAS KOMHs JOKyMeHTa — KOIUS JOKYMEHTA, CO3/laHHas B JJIEKTPOHHOHU dopMme;

CHCTEMAa DJIEKTPOHHOrO JOKYMEHTOOOOpOTa — aBTOMATHU3MpPOBAHHAs HH(OpPMaNMOHHAs
cucTeMa, OOeCledHBAIONIas CO3JaHHe OBJIEKTPOHHBIX JOKYMEHTOB M OJIEKTPOHHBIX KOIMH
JNOKYMEHTOB, YIOpaBieHHEe MMM, HX XpaHeHHEe W JOCTYl K HHM, a TaKXe PEerHCTpaluio
JIOKyMEHTOB.

3. CoznaHne JOKYMEHTOB B yHHBEPCUTETE
3.1. braHky TOKYMEHTOB

3.1.1.1Ilpu moaroroBke ¥ OGOPMIEHHH JOKYMEHTOB HCIONB3YIOTCS PEKBU3UTHI
OpraHM3alMOHHO-PACTIOPSANTENIFHON ~ JNOKYMEHTallMH,  COCTaB  KOTOPBIX  OIPEACNICH
I'ocynapcTBeHHBIM CTaHJapTOM Poccuiickoit Denepanun I'OCT P 6.30-2003
«Y HHQHLUUPOBAHHbIE CUCTEMbI JOKYMEHTALH. Y HUQUIMPOBaHHAs CHCTEMa OPraHW3aloOHHO-
PacIOpAIUTENBHON AokyMeHTalud. TpeboBaHUs K 0QOPMIIEHHIO IOKYMCHTOBY.

3.1.2. JIOKyM€HTEI, cO3JaBacMble B YyHHBepcUTeTe, OQOpMIAIOTCS Ha OjaHkax, Ha
CTaHJApTHRIX JMcTax Oymaru ¢opmara A4 (210 x 297 MM) wium B BHIC OSNEKTPOHHBIX
JOKYMEHTOB W JIOJDKHBI IMETh YCTaHOBJIEHHBIH COCTaB PEKBU3HTOB.

BiiaHku yHHUBEpcUTETa pa3pabaThIBAIOTCS HA OCHOBE YIJIOBOTO ¥ IIPOJOJIBHOTO BapUaHTa
PACIOJIOKERNS PEKBU3UTOB. [IpyU YITIOBOM BapHaHTe PEKBU3MTHI OJiaHKa pPacIoJiaraiorcs B
BEPXHEM JIEBOM YIUIy JIMCTA. 1IpH [POJOJIBHOM BapHaHTE PEKBM3MTHI OJaHKa PaCIoNaraloTcs
HOCEPEMHE JINCTA BAOJIb BepXHEro nojst. OOpasisl O1aHKOB yTBEPKIAIOTCS MPUKA30M PEKTOpa
YHUBEPCUTETA.

3.1.3. JlokyMeHTBI YHUBEpCUTETA, OQOPMIICHHBIE KaK Ha OnaHKe, TaK M Ha CTAHIapTHOM
aucTe OyMaru, JOJDKHBI UMETh 11071 HE MEHee:!

30 MM — 51€BOE;

15 MM — mpaBoe;

20 MM — BEpXHEE;

20 MM — HIDKHEE.

3.1.4. B yHuBEpCHTETE UCTIOJB3YIOTCS CEAYIOMUE BUABI ONaHKOB:

Onank nprkasa (nmpunoxenne Ne 1);

OnaHk pacnopspkeHus (mpuioxenue Ne 2);



6

OJaHK MHCHEMa YHUBepcuTeTa (mpuinoxenue Ne 3);

O7aHK MHCEMa CTPYKTYPHOTO 1mojipaszienceHus (mpunoxerne Ne 4);

ONaHK NpHKa3a CTPYKTYPHOTO TMoapasienenus (nmpuioxenune Ne 5);

GJIaHK pacIOpsHKEHUs CTPYKTYPHOTO ToApa3ieneHus (mpunoxenue Ne 6).

3.1.5. BnaHk npukasa U pacnops>KEHUs CONEPKUT CIEAYIOIIUE PEKBU3UTHI!

HaHMEHOBAHHE BBIIIECTOSIICH OpraHu3aliH;

HaVMEHOBAaHNE YHUBEPCHUTETA,;

COKpAIlleHHOE HAUMECHOBAaHNE YHUBEPCHUTETA B CKOOKaX;

BH] IOKYMEHTA;

MECTO COCTaBJICHHUsI (U31aHUsT) JOKYMEHTA,;

OTMETKH JJIS IPOCTABJICHUS AAThl M PETHCTPALIMOHHOIO HOMEPA IIPHKa3a.

3.1.6. BnaHk muchbMa YHHBEPCUTETA COACPKUT CIEAYIOIIME PEKBH3UTHI:

COKpallleHHOE HaMeHOBaHME BBINIECTOSAIIEH OpraHU3alkg;

HaUMEHOBaHHME YHUBEPCUTETA,

COKpAIl[eHHOE HAUMEHOBaHHE YHUBEPCUTETA B CKOOKAX;

CIpaBOYHKIE JaHHBIE 06 YHUBEpCHTETE (MOYTOBBI ajgpec, HoMepa Tenedona, Tenedona-
dakca, axpec IEKTPOHHOM MOYTHL, agpec OQULHATBLHOTO CaiTa);

OTMETKH JIJIA TIPOCTABJICHUS AThl M PETMCTPALHOHHOIO HOMEPa;

OTMETKH JJIS CCHUIKHM Ha HOMED U IaTy UCXOAALIETO JOKYMEHTA aIpeCcaHtTa.

3.1.7. BnaHk muceMa CTPYKTYPHOTO TIOJIpa3iCIeHUs CONEPKUT CICAYIONINE PEKBA3UTHI:

COKpallleHHO€ HAUMEHOBAHUE BBIIIECTOSAIIECH OpraHu3alliu,

HaWMEHOBaHUE YHUBEPCHUTETA;

COKpAIllEHHOe HAaUMEHOBaHNE YHUBEPCUTETA B CKOOKAX;

HaUMEHOBAHHUE CTPYKTYPHOI'O NOJApa3NECIICHHUS,

CIIPaBOYHBEIC JaHHBIE O CTPYKTYPHOM IoApa3leNicHuH (IOYTOBEIA ajapec, HoMepa
Teneona, TenedoHa-pakca, ampec IIEKTPOHHOU TOYTHI, aapec OPHIMAILHOrO caira
YHUBEPCUTETA);

OTMETKH IS IIPOCTABIICHUS JIaTHl M pETHCTPALMOHHOIO HOMEDA,

OTMETKH JIIS CCBUIKK Ha HOMEp U JAaTy UCXOISAINEro JOKyMEHTa aJpecaHTa.

3.2. OdopMieHNE PpEKBU3UTOB JOKYMEHTOB

JIOKyMEHTEI, CO3/IaBaeMble YHHBEPCUTETOM, HUMEIOT CTAOMIIBHEIA COCTaB PEKBU3UTOB, X
pacrnosyoxeHue 1 ohopMIICHHE:

3.2.1. HaumeHOBaHUE YHUBEPCUTETA.

HamMmeHOBaHME YHUBEPCHTETa, MOMemaeMoe Ha OJaHKax JOKYMEHTOB (IIOJHOE M
COKpAIEHHOE) JIOJDKHO COOTBETCTBOBaTh HAWMEHOBAaHMIO, YCTaHOBICHHOMY B YcraBe
YHHUBEPCHUTETA.

CoxpallleHHOE HAMMEHOBAaHHE YHMBEPCHTETa IOMEHIAIOT B CKOOKAax IO IIOJHBIM
HAaNMEHOBaHHUEM.

Haxg HauMeHOBaHHMEM YHHBEPCHUTETa YKa3blBACTCA IOJIHOE MM COKpPaICHHOE
gauMeHoBanue MuHuCTEpCTBa 00pa3zoBaHus U Hayku Poccuiickoit Depepanuu.

3.2.2. CnpaBoyYHbIe 1aHHbEIE 00 YHUBEPCHUTETE.

CrpaBouHbIe NaHHbIE YKa3bIBAIOTCS B ONaHKaX MHCEM M BKIIOYAIOT B Ce0dA: IOYTOBLIMA
aJipec yHUBEPCHTETA, HoMep TenedoHa, pakca, ohULHAIbHBIN afpec MEKTPOHHON OYTHI, aapec
odunuansHoro caira.

3.2.3. Bun nokyMeHTa.

HarvMeHOBaHHE BUAA M3JaBacMOro JIOKYMeHTa (NIpHKa3, PaclOpsDKCHHE) BKIIOYACTCSA B
OJIaHK COOTBETCTBYIONIETO BHJIA TOKYMEHTOB HJIM YKa3bIBACTCSl COCTABUTEIEM IIPH IOArOTOBKE
JIOKYMEHTA.

HaunmeHoBanue BHa M Pa3HOBHIHOCTH JOKYMEHTA HE YKa3hIBAETCA B IIHUCHMaX.

3.2.4. Mecto cocTaBiieHUs (U3/1aHUs) JOKYMEHTA.
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MecTo cocTaBleHMS HWIM M3JaHHS JOKyMeHTa (SIKyTCK) ykas3blBaeTcd B OJaHKax
JIOKYMEHTOB YHUBEPCUTETA, 32 UCKJIIOUEHHEM OJIAHKOB IIMCEM.

3.2.5. lara OKyMeHTa.

Jlaroii JOKyMEHTa SIBIIAETCS JaTa €ro HNOANUCaHUs (IIPHKA3bl, paCIOPSKEHHA, NHChbMA,
JIOKNamHble, CIy)KeOHBIE 3allMCKHM, aKThl W JIP.), YTBEpXKIEHMs (MHCTPYKIMS, LOJIOXKEHHE,
npaBuia, perjiaMeHT, IUIaH, OTYeT U Ap.), COOBITUS, 3aQUKCHPOBAHHOTO B JIOKYMEHTE
(mpoTokom).

Jlara JOKyMeHTa IPOCTaBIISICTCS] NPU PErHCTpaliii JOKYMEHTA, MJIM HENOCPEICTBEHHO
COCTaBHTEJIEM TIPH IIOArOTOBKE JOKYMEHTa (IOKIIaIHasl, CIyKeOHas 3allMCKa, 3asBIEHUE 1 JIp.).

JlaToii JOKYMEHTa, M3/]aBaeéMOro COBMECTHO ABYMsI HJIM 0ojlee OopraHaMu yIpaBlIeHUs,
sBisieTcs Jiata 6oJiee mo3IHEH MoAnucH.

Jlaty noxymeHnrta oQopMIsIOT apabCKuMM HH(GpaMM B IOCIEIOBATENbHOCTH: JEHb
Mecsa, Mecsn, roa. JleHp Mecana M Mecsn oQOpMISIFOT IBYMsI Iapamu apabckux mnudp,
paszesleHHbIMU TOYKOM; roJ - ueThIpbMs apabckumu nudpamu: 18.01.2010.

Jonyckaercsa cinoBecHo-1dpoBoii cnocod odopmileHus aartsl, Hampumep: 18 saHBaps
2010 .

3.2.6. PerucrpanyioHHBIH HOMEDP JTOKYMEHTA.

PerucTpaniioHHbIif HOMEp IPHUCBAMBAeTCd JOKYMEHTY IIOCHEC €ro IOINHCAHUS
(YyTBEpxKIEHUS).

3.2.7. Ccpuika Ha MCXOIALINI HOMED U JaTy JOKYMEHTa.

CchUIKA Ha HCXOISAINMHA pPETHCTPAIMOHHBIM HOMEp M JaTy MOKYMEHTa BKIIFOYAETCS B
COCTaB PEeKBU3UTOB OiaHKa nuchMa. CChUIKA HA PETHCTPALMOHHEIA HOMEpP W ATy HOKyMEHTa
IPOCTAaBJISETCS UCIIOJIHUTEIEM IPH MOATOTOBKE ITMCHMa-OTBETA.

3.2.8. Anpecar.

JIOKyMEHTBI aIpecylOT B OpraHbl BJIACTH, OPraHM3all¥saM, JOJDKHOCTHBIM JIHIAM,
CTPYKTYPHBIM IOJIpa3IeNIEHUsIM, TPpaXKIaHaM.

Ilpn angpecoBaHUM [OOKyMEHTa B OpraH BIACTH, OPraHM3alldi0 MM CTPYKTYpHOE
noapasgencHue (06e3 ykasaHMS JOJDKHOCTHOTO JIMIIA) HMX HAWMEHOBAHUSA INHINYTCS B
UMEHUTEIHHOM IaJiexe, HallpuMep:

MunnctepcTBO 00pa3oBaHUs
1 Hayku Poccuiickoii ®enepanuu
HIIH:

[TpaBuTenscTBO Poccuiickon @enepannu
JlemapTaMeHT AEJIONPOU3BOJICTBA U apXUBa

Ilpy  ampecoBaHWM  JOKYMEHTa DPYKOBOAHUTENIO  OpPTraHM3allid  HAUMEHOBAHHUE
OpraHU3al{U BXOJUT B COCTAB HAUMEHOBAHMS JNOJDKHOCTH apecaTa, HAMMEHOBAHHUE JIOJDKHOCTH
yKa3bIBaeTCs B IaTEIbHOM IIaJIe)Ke, HallpPUMeED:

PykoBoauTento
®enepanbHOU Ci1yxObl 10 HAI30PY
B cdepe oOpazoBaHus
N.O0.Qamunus

B pekBusuTe «AzpecaT» [IONYCKAeTCss HCIONB30BaTh OQMIMAILHO HPHHATHIE
COKpallleHHbIe HAMMEHOBaHMs OpTraHOB TOCYJapCTBEHHOH BJIACTH, OPraHOB MCCTHOIO
CaMOYIIpaBJIeHHUS, OpTraHU3aLHH.

ITouToBBIi afpec B cocTaBe PeKBH3UTa «ApecaT» yKa3hbIBAE€TCH B MOCIIENOBATEIbHOCTH,
ycTaHOBIeHHOH IlpaBiylaMy OKasaHHS YCIyr IO4ToBOM cBsasM (yTB. IloctaHoBieHHeM



I[IpasutenscTBa Poccuiickoit ®@enepanmu ot 15.04.2005 Ne 221 «O6 ytBepxaenuu llpasuin
oKazaHus yciyr moutoBoi cBsasuy (CoOpanume 3akoHomarenscTBa Poccuiickoil ®enepanum,
2005, No 17, ct. 1556):

a) JUIS IOPUAMYECKOTO JIMIA — IOJHOE WM KpaTKoe HauMEHOBAaHHE, /Ul IPaKIaHUHA —
bamunus, UMsl, OTYECTBO;

6) 6aHKOBCKHE PCKBHU3UTHI (JUIS IIOYTOBBIX NEPEBOJIOB, HAIIPABISIEMBIX IOPHAUYECKOMY
JIMILY WM MTPHHAMACMEBIX OT FOPUIUYECKOTO JIUIIA);

B) Ha3BaHUE YJIUIILI, HOMEp I0Ma, HOMEDP KBapTUPBI,

I') Ha3BaHHE HACEJIEHHOTO MyHKTa (Iropoja, MoceNKa U T.11.);

Jl) Ha3BaHUE paioHa;

€) Ha3BaHMe pecnyOauKH, Kpas, 00J1acTH, aBTOHOMHOTI'O OKpyra (001acTh);

) Ha3BaHHE CTPaHBI (JUTS MEXAYHAPOIHBIX IOYTOBBIX OTIPABIICHUN);

3) MMOYTOBBIHM MHJIEKC.

[TouToBEIM ampec HE yKa3plBaeTcs B JTOKyMEHTaX, HANPaBIAEMbIX B BBICIIHE OpPraHbl
rOCyIapCTBEHHOW BJacTH, Jpyrue ¢eaepajibHble OpraHbl  HCIOJHUTENLHOM  BIIACTH,
TePPUTOPHATBHBIE OpraHsl (elepaJbHOrO OpraHa HCIOMHMTENIPHOH BJIaCTH B CYOBEKTax
Poccutiickoit ®enepanuu, NOCTOSIHHEIM KOPPECIIOHIEHTAM.

[lpu azmpecoBaHWM JOKYMEHTa JOJDKHOCTHOMY JIMIy HHMIHMANBl CTaBATCS IIEpeX
baMunel, py aapecoOBaHUH YaCTHOMY JIHILY - HOcIe haMUIIMH.

CTpoks peKkBH3UTa «Anpecary HEHTPYIOTCS] OTHOCHTENILHO CaMON JJIMHHON CTPOKH HIIH
BBIPABHHBAIOTCS 110 JIEBOMY Kpalo.

3.2.9. HaumeHOBaHHE TOKYMEHTA.

HaumeHoBaHHe TOKYMEHTAa — KpaTKOe COJAep)KaHHE (3aroJIoBOK K TEKCTY) NOKYMEHTa —
COCTAaBIIIETCS KO BCEM JOKYMEHTaM, 3a HCKJIIOYEHHEM JIOKyMEHTOB, HMEIOHNIUX TEKCT
HeOobIIoro 06BeMa (110 4 - 5 CTpoK).

3aroyioBOK K TEKCTY JOKYMEHTa JOJDKEH OBITh KPaTKHM, TOYHO MEPENaBaTh COIAEPKAHHUE
JOKYMEHTa. 3ar0JIOBOK K TEKCTY COIIaCOBBIBAETCS C HAUMEHOBAHMEM BUA JOKYMEHTA.

Hampumep:

[Mpuxas (0 wem?) O6 yTBepxkAeHUU VHCTPYKINH 110 JIenonpon3BoAcTBy B CBOY

[Tucemo (o yem?) O6 oka3aHUU KOHCYJIBTATUBHOM IIOMOLIU

[IpaBuia (4ero?) BHyTpEHHETO TPYLOBOIO paclopsaka.

3aroJIoBOK COCTABIISICTCS HCIIOJTHUTENIEM, TOTOBSIIINM IIPOEKT JOKYMEHTA.

3aronoBoK K TEKCTY opopMIIeTcs 1Mo peKBU3UTaMHU OJlaHKA. 3aroJOBOK K TEKCTY MOXET
3aHuMath 4-5 cTpok mo 28-30 3HaKOB B cTpoke. B mpoexTax Impukasa u paclopspDKeHHs PEKTopa
3arojlOBOK K TeKcTy odopmisieTcs MO IIMPHHE CTPAaHUIBI HaJ TEKCTOM LE€HTPOBAaHHBIM
CIIOCOOOM.

3.2.10. TexcT noKymeHTA.

B yHuBepcuTeTE JOKYMEHTBI COCTABISIIOTCS HAa PYCCKOM SI3BIKE KaK I'OCYJAapCTBEHHOM
s3pIke Poccuiickoit deaeparuu. TekCT TOKyYMEHTA U3JIaraeTcs pPyCCKUM JIMTEPATYPHBIM S3HIKOM
¢ yyeToM ocoOeHHOCTeH O(HIManbHO-IEIIOBOTO CTUNS, BUAA JOKYMEHTAa H €ro Ha3HA4eHHS B
yIpaBieHueckoil aestenpHOCTH. CofepkaHue AOKYMEHTa JOJDKHO OBITH M3JIOXKEHO KpaTko,
JIOTUYHO, TOYHO U SICHO.

ITpu moAroToBKE JOKYMEHTOB cienyeT npuMeHsTs mpudT Times New Roman pazmepom
14 yepe3 1 unm 1,5 MeXCTpOUYHBIX MHTECpBasia U pasmepoM 12 mis odopMieHHs TaOJIHYHBIX
MaTepHaJIOB.

TeKCcThl JOKYMEHTOB H3JIaratoTcs OT:

1-ro JuIa CAWHCTBEHHOI'O YHCHA: IMPUKA3bIBAKO... MOATOTOBUTH M INPEACTAaBUTH Ha
PaccMOTpPeHHe; MPOIILY pacCMOTPETh BOIIPOC 00 YCTaHOBJIEHHH JbIOTHHIX TapH(OB...;

3-ro nMuoa eIWHCTBEHHOI'O 4YHMCNa: ...IIOCTAHOBMSET..., ...KOJUIETHsS IIOCTaHOBHUIA...;
YHHUBEPCHTET HE CUUTACT BO3MOXHBIM...;

1-ro HIla MHOKECTBEHHOTO YHCIa: IPOCUM IPEACTAaBUTH JaHHBIE O...; IPEACTABIAEM Ha
pacCMOTpEHHE U yTBEpXKIEHHE...; B IPOTOKONAX: CIYIUAIH...; BBICTYIHIH...; PEIIMIN



(mocTaHOBUIN).

B cOBMECTHEIX JOKYMEHTaX TEKCT M3JaraioT OT IEPBOTO JIMIA MHOXKECTBEHHOTO YHCIIA:
IPHKA3LIBAEM..., PEIIUIH. . .

B Tekcre MOKYMEHTa, MOJATOTOBJIEHHOIO HAa OCHOBAaHMM 3aKOHOJATEIBHBIX, HHBIX
HOPMATHBHHIX IIPABOBBIX aKTOB, H3JAHHBIX OpPTaHaMM BIACTH M YNpPaBJIE€HHS, NOKYMEHTOB,
paHee M3IAHHBIX OPraHOM BJACTH - aBTOPOM JOKYMEHTa, yKa3hbIBacTCs HAaMMEHOBAHUE BHIA
JOKYMEHTa, HAaHMEHOBaHUE OpraHa, M3JaBIIEro JOKYMEHT, [aTa MPUHATHA WA yTBEPXKICHHS
JOKYMEHTa, €ro PerucTpalfoH bl HOMep, a TaKXKe 3arojoBOK NOKyMeHTa, 3aKIIOYEHHBIA B
KaBBIUKU, HATIPUMED:

«B cooteerctBuu ¢ Ilocranmoenenuem llpaButenbcrBa Poccuiickoit denepanuu ot
13 aBrycra 1997 r. Ne 1009 «O6 ytBepkaeHuu lIpaBui mOArOTOBKH HOPMATHBHBIX IIPABOBHIX
aKTOB (heepaTbHBIX OPraHOB UCIIOJHUTEIBHOMN BIACTH M HX...»;

«B coorBerctBuM ¢ Ilo O)XeHHEM O MHOCTOSIHHO AEMCTBYIOWIEH 3KCIIEPTHOH KOMHCCHH
YUPEKIEHHUS, OPraHU3alliy, IPESINPUITHS, YTBEPXKICHHOM Ipuka3om Pocapxua ot 19 suBaps
1995 . No 2...».

Eciu TEKCT COMEpXXHT HECKOJBKO IOPYYEHUH, pelueHHM, BBIBOJOB H Jp., B TEKCTE
BBIICJISIFOTCS pa3Aeibl, IOAPa3/ieiibl, IyHKTHI, IIOAIIYHKTHI.

B TekcT JOKyMEHTa MOTYT BKJIIOYAThCS HparMeHThl, 0QOPMIIEHHBIE B BUJIEC TaOIMIBI HIIH
AHKETBI.

CTpaHuilbl TEKCTA HYMEPYIOTCS apabckuMu U paMy [TOCEPEAMHE BEPXHETO TIOJIS.

3.2.11. OT™MeTKa O HAIMYMH MPUIIOKECHUH.

OTMeTKa O MPWIOKEHUH HCIOIB3YETCs NpH 0QOPMIICHHH CONPOBOAUTENBHEIX IMHUCEM H
NPUIOKECHHM K NpHKa3aM, paclops KeHHsM, IUIaHaM, IIporpaMmam, OTYeTaM, JIOroBOpam,
IOJIOKEHHUAM, MTPABUJIaM, HHCTPYKIHAM M JIp. JOKyMEHTaM.

B COmpoBOIUTENBHBIX NHUCHMaX OTMETKAa O INPIIIOXKEHHH O(QOpMISETCS 0] TEKCTOM
HCBMa OT IPAHMIIBI JIeBOTO MOJs. Eciy mpuinokeHHe Ha3sBaHO B TEKCTE MHCbMa, B OTMETKE O
IIPHIOXKEHUH YKA3hIBACTCS KOJIMYECTBO JIUCTOB M KOJIMYECTBO K3EMILIAPOB MPUIIOKCHHUS:

IIpunoxenue: Ha 3 1. B 1 3K3.

ITpy HanMuYMK HECKOJb WX IPHJIOKEHHH B OTMETKE O IPHIOXKEHHH OHH HYMEPYIOTCH,
YKa3bIBAIOTCS HAMMEHOBAHUS KaXJOIO IIPUIOKEHHS, KOJMYECTBO JIMCTOB H KOJHYECTBO
HK3EMILISIPOB:

[Mpunoxenue: 1. 3akaroueHune Ha IPOEKT ... Ha 3 JI. B 2 3K3.

2. CnpaBka o gopabotke ... Ha 2 1. B 1 aK3.

Ecnu npuno)keHus cOpOIrOpOBaHbI, TO KOJHYECTBO JIMCTOB HE YKA3LIBACTCA.

Ecnu npusoxeHne HapaBJIsIOT HE BO BCE yKa3aHHBIE B IOKyMEHTE ajipeca, TO OTMETKY O
€ro HaTHIuK 0pOpMIISIOT CIIEAYIOUMM 00pa3oM:

[Ipunoxxenue: Ha 3 1. B 1 3K3. TOJIBKO B IIEPBBIH ajipec.

Ha mpuiaoxeHHsIX CIpaBOYHOIO XapakTepa K IIpHKasaM, PacIopsHKCHMSM, IPaBHIIAM,
HHCTPYKIIHAM, TOJIOKEHUSIM, [UIAHAM, IpOrpaMMamM, AOrOBOpaM H JAp. JOKYMEHTaM OTMETKA O
NPUIOKEHUH TPOCTABIIAETCS Ha MEPBOM JIMCTE IPUIOKECHUS B IPABOM BEPXHEM yriy. Ecmu
HPUIIOKEHUH HecKoNbko, o Hymepyrorcs: [Ipunoxenue Ne 1, Ilpmmoxenue Ne 2. Ecnu
NIPUJIOXKEHHE OIHO, OHO He HyMepyeTcs. B 0TMeTKe 0 IPHUIIOKEHNHN YKa3hIBAeTCsl HAUMEHOBAHHUE
BHJIa OCHOBHOI'O JOKyMEHTa, €ro JlaTa i HOMED:

[Ipunoxxerne Ne 2
K npukazy CBOY
ot 01.12.2010 Ne 70

Ecny nmpuiiokeHHeM K JOKYMEHTY (HampUMep, K IPHKa3y) SBISETCS YTBEPXKIAEMBIH
JNOKyMeHT (MOJIOKEHWE, MpPaBWiia, UHCTPYKIMS, PErjJaMeHT M Jp.), B BEPXHEM IIPaBOM YTy

IPOCTABIIAETCSI OTMETKA O MIPUJIOKEHHH, HIKE - TPUQ YTBEP)KIACHUS JOKYMEHTA, HAIIPUMED:

[Tpunoxenne Ne 1
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YTBEPXIEHO
IIpnkaszom CBOY
or 12.11.2010 Ne 125

3.2.12. I'pu¢ cormnacoBanusl.

CornacoBaHue npoekTa JIOKYMEHTa C JPYTMMH I'OCYyJapCTBEHHBIMH OpraHaMy BJIACTH M
OpraHu3alldsIMH, MHTCPECHl KOTOPBIX B HEM 3aTparuBaioIcs, OQOPMISIOTCS TpUPoM
cornacoBanus. [IpoekT MOKyMeHTa MOXET OBITh COIIacOBaH HENOCPEICTBEHHO JOJDKHOCTHBIM
JIMIIOM, TIPOTOKOJIOM KOJUIETHAIEHOTO OpraHa MM CIIyKEOHBIM IUCHMOM.

Hanpumep:

COI''TACOBAHO

3aMecTuTeNs MUHHUCTpA FOCTULIUA

Poccuiickoi ®enepannn

IMoamucy M.0O. Gamunus

Jlara

COTI'JTACOBAHO
ITucsmo Muno6pHayku Poccun
oT 26.09.2010 Ne 01-18/115

I'pud cormacoBanus odopmisercs moj pekBusutoM «lloamuce» Ommxe K HUXKHEMY
IOJIIO TOKYMEHTA.

Ecnu conepxanue JOKyMEHTa 3aTparuBaeT UHTEPEChl HECKONBKUX OpraHM3anuii, rpudsl
COTJIaCOBaHMSI MOTYT paclojiaratbcsi Ha OTAEABHOM JIMCTE coriacoBanus. Ha ocHoBHOM
JIOKYMEHTEe B MeCTe, IPEeIyCMOTPEHHOM JIIS pacloJioKeHHs TprudoB COrNacoBaHUsI, AeIacTCs
oTMeTKa «JIUCT cornacoBaHusl HPUIIAracTCsy.

CornacoBanue JOKyMEHTa OCYIIECTBIISETCA C:

BBHIIIECTOSALTUMHI OpraHaMi B cIIydasix, IpeyCMOTPEHHBIX 3aKOHOAATEIECTBOM

¢enepanbHBIMI OpraHaMU HCHOJIHUTENBHOM BIIACTH, MHTEPECHl KOTOPBIX 3aTparuBacT
cojiepaaHue TOKYMEHTa;

OopraHaM{ BJIaCTH, OCYINECTBIISIONIMMH TOCYJApCTBEHHBIM KOHTpONb (Haa3op) B
oTpeesIeHHOMH 001acTH (IKONIOTHYECK Ui, MOMXKapHBI U T.11.);

[O/IBeIOMCTBEHHBIMH OpPTraHHU3alUsIMU;

IIpY HEOOXOIUMOCTH, C OOIIECTBEHHBIMHA OPTaHU3aIUsIMHU.

3.2.13. Busa.

CornacoBaHue NMpoeKTa TOKYMEHTA ¢ IPOPEKTOpPaMH U PYKOBOJMUTEISMU CTPYKTYPHBIX
nojipas/ielieHuil yHuBepcuteTa 0ohopMIISIETCS BU3OM.

Busza BxmodaeT B ceOs JIMYHYIO TOANNCH, PAcHIMPPOBKY MOANMUCH (MHHIIAATIEL,
bamumusa) u naty. Ilpy HEOOXOIWMOCTH YKa3blBaeTCs HaMMEHOBAaHUE IOJDKHOCTH JIHIIA,
BH3UPYIOIIETO JOKYMEHT, HaIpHUMED:

Hauanenuk [IpaBoBoro ynpasneHus
[Tognuce N.0O.Oamunus

Jlara

Ha noxymeHTax, MOJJIMHHHUKUA KOTOPHIX IIOMEIIAIOTCA B JEJa YHUBEPCUTETA, BH3BI
IOPOCTaBISIOTCS Ha OOOpPOTHOW CTOpPOHE MOCJIEOHEro JHucTa JOKyMEHTa (IIpHKasbl,
pactopshKEHUs U JIp. ).

Ha BHyTpeHHUX WH(GOPMAIMOHHO-CIPABOYHBIX JOKYMEHTAX (IOKIaIHBIX, CIYXXEOHBIX,
AHAIMTUYECKUX 3allMCKax, CHOpaBKax M Jp.) BH3bl IMPOCTaBJSIIOTCS HA JIMLEBOH CTOpOHE
MOCJIETHErO JIUCTA JOKYMEHTA I10]T MOAMNUCHIO, OJIMXKE K HIYKHEMY IIOJIIO.

JlomyckaeTcs MOJIMCTHOE BH3UPOBAHKE JOKYMEHTA U €ro IPHIIOKEHUH.
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[Ipn pannymn 3aMeuyaHuii, 0COOBIX MHEHHH, NONOJNHEHMHA K IIPOEKTY IOKYMEHTa BH3a
JIOTIOJIHSAETCS COOTBETCTBYIOIIMM yKa3aHUEM, HallpUMeEp:

Nmerorcst 3ameuanus (CoriaceH ¢ y4eToM 3aMEYaHUM U 1Ip.)

Havansnuk IIpaBoBoro yipasieHus

ITogmuces 1.0, ®amunus

Jara

3aMeuaHusi, MHCHHS O IIPOCKTE JOKyMEHTa OGOPMIISIOTCS Ha OTACIBHOM JIUCTE H
NepEAArOTCS UCIIOTHUTEO.

3.2.14. Tloamnuces JOIDKHOCTHOTO JIMIIA.

B cocTaB moanmucH BXOJAT: HAMMEHOBaHUE JTOJDKHOCTH JIMIA, IIOANNCABIIErO JOKYMEHT
(Ipy MCHONB30BAHUU JAOJDKHOCTHOIO OJlaHKa HAaMMEHOBAHME HOJDKHOCTH HE YKa3bIBaeTCs),
JMYHAs TOAMHUCH U e¢ paciundpoBKa (MHUITHANBI U GaMUITHS).

Hanpuwmep:

Pextop ITognuce N.0. ®amunns

He nomyckaercss IOANMCHIBATH NOKYMEHTHI C MPEIIOrOM «3a» WM IPOCTaBICHUEM
KOCOM dYepThl MepeJ HAUMEHOBAHWEM JOJDKHOCTH. ECIH peKTop OTCYTCTBYET, NOKYMEHT
NOJIKMCHIBAET IPOPEKTOpP, MMEIOMMI TpaBO NOANKCHIBATE JOKYMEHTBl 3a peEKTopa B
COOTBETCTBHM ¢ TIPHKa30M O paclpelelieHHH O0sM3aHHOCTEH, IIpM O3TOM YyKa3bIBaeTcs
¢axTHUecKas NODKHOCThH JIMIIA, MOJIKCABINEro JOKYMEHT, W ero ¢amuiuus. Vcnpaenenus B
HOJTOTOBJIICHHBIH JOKYMEHT MOTYT OBITh BHECEHBl OT PYKH JIMIOM, IIOJNHMCHIBAIOIIAM
JOKYMEHT.

IIpn noanucanuu JOKyMeHTa IPOPEKTOPOM, B COOTBETCTBUY C IPUKA30M HCITOJIHSIONMM
0053aHHOCTH BPEMEHHO OTCYTCTBYIOLIETO peKTopa (OTHYCK, 00JIe3Hb, KOMaH/IUPOBKA), TIOANUCEH
odopmIIseTCsI CIEAYIONM 00pa3oM:

H.o. pexTopa [Toamuck N.0. Qamunusg
WJIN:
Ucnonasromumit 00s13aHHOCTH peKTOpa [Tognuce N.O. ®amunns

Ilpu noxmucaHMM JOKYMEHTAa HECKOJNBKMMHU JOJDKHOCTHBIMH JIMIIAMHM HX HOJAIMUCH
pacmonaraioT OAHY IIOJ Jpyroif B IOCIEIOBAaTEILHOCTH, COOTBETCTBYIOUIEH HepapXuu
JOJDKHOCTEH.

Ilpn nmoamucaHWM JOKYMEHTA HECKOJBKMMH JIMI[AMH, PAaBHBIMH IO JIOJDKHOCTH, HO
IPEJCTABISIOIIMMHI pa3Hble CTPYKTYpHBIE MOApa3leieHUs, IOMIMCH paclloaraloT Ha OJHOM
YPOBHE.

3.2.15. I'pud yTBepxaeHUS.

['pud yTBEepXKIeHUS MPOCTaBISIETCS B BEPXHEM IIPABOM YIIIy TOKYMEHTa, HalpuMep:

YTBEPXJIAIO
Pextop CBOY
IMogmucey K.O. @amunus
JlaTa

[Ipun yTBepxaeHMM JIOKYMEHTa TpPHUKa3oM Tpud yTBEPXKIEHHS COCTOMT W3 CIIOB
YTBEPXJIEHO, cormacoBaHHOTO B poOJie M 4YHCJIC C BHIOM YTBEPXKAAEMOro IOKYMCHTA,
HAaUMEHOBaHMsI BHJIa JIOKYMEHTa B TBOPUTEIHLHOM MaJIexke, ero AaThl U HOMepa, HalpuMep:

YTBEPXJIEHO
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3.2.16. OrTHCK NIeyaTy.

[leyats sBsieTcst crocoOOM MOATBEPXKAECHUSI MOAIUHHOCTH IIOJIMNUCH AOJKHOCTHOTO
Juna Ha JgokyMeHTe. lleyaTh cTaBHTCS Ha JOKYMEHTaX B CiIydasX, HOPEIyCMOTPEHHBIX
3aKOHOJIATCIFHBIMU WJIM HWHLIMH HOPMATHBHBIMH ITPAaBOBBIMH akTamu. [leuaTh craBuTcs Ha
cBOOOJIHOM OT TEKCTa MecTe, HEe 3aXBaThIBas JMYHOM MOANHCH JOJKHOCTHOrO jmia. IleyaTn
MOJKET 3aXBaThIBATh YaCTh HAMMEHOBAHMSI NOMMKHOCTH JIULA, TOANHUCABIIETO TJOKYMEHT.

B noxyMeHTax, IOJIrOTOBICHHBIX Ha OCHOBE YHU(DHUITMPOBAHHBIX GOpM, IEYaTh CTABUTCS
B MecTe, 0003Ha4eHHOM OTMeTkoH «MII» mnu nHEIM 00pa3oM.

3.2.17. OT™MeTKa 0 3aBEpEHUHU KOIIHH.

Jns cBUOETENBCTBOBaHMS BEPHOCTH KOMNMU (BBIIMCKM U3 JOKYMEHTa) IOTHHHUKY
JIOKYMEHTa Ha IOCJICTHEM JINCTE KOMMM (BBIIHCKHA M3 AOKYMEHTa), Ha CBOOOJHOM MeCTE IIOJ
TeKCTOM odopmiiseTcss pekBU3UT «OTMETKA O 3aBEPEHUM KOIMHY, BKIIOYAIOIINN: yKa3aHHE O
MecTe HaxOXACHUS TOJTHHHUKA TIOKYMEHTa, cJoBO «BepHo», HauMeHOBaHUE IOMHKHOCTH JIHIIA,
3aBEPHBLIETO KOIHIO; JINYHYIO IOANHUCH, paciindpoBKy IOANNCH, JaTy 3aBEpeHUs; neyarsb (Ipu
IIpeCTaBICHHH KOTIMM WX BBITUCKH M3 JIOKYMEHTA B IPYTI'YIO OpraHM3alyio), HallpuMep:

TToamHHMK JOKYMEHTa HaXOaUTCs B Aelie (HAaMMEHOBaHHUE CTPYKTYPHOTO
noapaznencHus) Ne  3a T

Bepno

Benymuii cnenmanuct [ognuce U.O. ®amunus

MHara [Teuarn

JIcThl MHOTOCTpPaHHWYHBIX KONHMH (BBIIMCOK M3 JOKYMEHTa) HYMEpYIOTCS, OTMETKa O
3aBEPEHMH KOIMH JONOJHACTCS YKA3aHHEM KOJIMYECTBA JIUCTOB KOIMHU (BBIMUCKH H3
IoKyMeHTa): «Bcero B xonuu _ n.». JlomyckaeTcsi 3aBepATh OTMETKON «BepHo» KambIit
JUCT MHOTOCTPaHUYHON KOIIMH JOKYMEHTA.

3.2.18. Ot™MeTKka 00 MCHIONHUTENE.

O1mMerka 00 UCIIOJIHUTENE JOKYMEHTa MPOCTABIISIETCS B JIEBOM HMIKHEM YIJY JIMIIEBOM
UM 000POTHOM CTOPOHBI NOCIIEIHETO JIUCTA IOKYMEHTA.

OTMeTka BKIIOYAET HHHUIUANBI, (aMHIMIO HCIONHUTENS W HOMep ero TenedoHa,
HaInpuMmep:

I1.0. Huxonaen

(4112) 34-56-88

OTMeTka 00 MCIOJHHUTEIE MOXET JONOJHATHCS YKa3aHHEM JOJDKHOCTH HCHOJIHUTEIS C
yKa3zaHUeM CTPYKTYPHOT'O IOJIpa3iCCHHUS.

B nokymeHTtax, umeromux rpud KoHPHIECHIIMAIBHOCTH, OTMETKa 00 HCIOJHHTENIE
[IPOCTaBIISIETCS. HA 000pOTE MOCIETHErO JINCTa KAXIOro SK3eMIUApa JOKYMEHTa U BKIIOYACT B
ceOsl: yKazaHHE KOJUYECTBA OTIEYATAHHBIX IK3EMILIAPOB, (GaMIIIMIO MCIOJHHUTENS W OaTy
neyaTtaHus JOKyMEHTa.

3.2.19. Vka3zaHusl 10 UCIIOTHEHHUIO IOKYMEHTA.

VYka3aHUs MO UCIIOJHEHUIO TOKYMEHTA - Pe30JIoNuUs - 0QOpMIIIETCS HENOCPEACTBEHHO
Ha JIOKyMEHTE (B 3aroJIOBOYHOH YacTH JOKYMEHTA) HIIM Ha OJIaHKE PE30JIOIHH.

Ecnu pe3onmonus nomMenicHa Ha OTAeIFHOM OllaHKe, TO yKa3aTh HOMED, AaTy JOKyMEHTa.

VYkazasuss 0[O HCHOOJHEHHIO BKIIOYAIOT: (aMUIIMK, WHUIMANLl HCIOJHUTEIICH,
coJlep)kaHle MOpydYeHHUs: (IpH HEOOXOIMMOCTH), CPOK HMCIOJIHEHHUS, MOANKUCH PYKOBOIUTENS M
JaTy, Halpumep:

Mopozory H.B., ®enoceeoii H.A.
[Ipoiity TOArOTOBUTE IIPOEKT JOTOBOPA



K 05.12.2009
[Tognucek Jlata

3.2.20. OT™MeTKa 0 KOHTPOJIE JOKYMEHTA.

OTMETKY O KOHTpOJIe HpPOCTaBISIOT Ha JOKYMEHTaX, IOCTABICHHBIX HAa KOHTPOJb, C
nomoipio mramna «k KOHTposIb» Ha BEpXHEM I10Jie JOKYMEHTa CIpaBa.

3.2.21. OtMeTKka 06 HCIIOJIHCHHH JIOKyMEHTA.

OTmMeTka 00 HCIONHEHUM JOKYMCHTa M HallpaBIEHHH €ro B JIEJIO COCTOMT M3 ClIOB «B
Jiesioy, ykaszaHus mudpoBOro MHAEKca Jeia o0 HOMEHKJAaType Jiesl, B KOTOpoe NoMellaercs
JIOKYMEHT, TIOJIIUCH UCIIOJHUTENS MM PYKOBOJUTENS CTPYKTYPHOTO MOAPA3AETCHUS U IaThl.

OtMeTka 00 HCIONHEHHHM MOXCET JOMOJHAThCS HHpopMaieir 00 0coOeHHOCTIX
UCIIOJTHEHUS TOKYMEHTA.

Ccriiky Ha JaTy M HOMEpP JOKYMEHTa, CBUIETENLCTBYIOIIEr0 O €ro MCIIOJHECHHHM, HIIH,
IIpY OTCYTCTBMH TaKoro JOKYMEHTa, KpaTKue CBEACHHUS 00 UCIIONHEHUH.

OTtMmeTka 00 MCHONHEHHM JIOKYMEHTAa W HalpaBlIEHUW €ro B JENO0 MOANKMCHIBACTCS H
JTaTHUPYETCsl UCHONHUTENEM JOKYMEHTa WIH PYKOBOJUTENIEM CTPYKTYPHOTO NOApAa3IEICHUS, B
KOTOPOM HCITOJIHEH JIOKYMEHT.

3.2.22. OT™MeTKa O TIOCTYIICHUH JOKYMEHTA.

OTMeTKa 0 NOCTYIUIEHWM TOKYMEHTA B YHUBEPCHUTET COJEPKUT OYEepEeHOM MOPSIIKOBHIit
HOMeEp ¥ JIaTy MOCTYIIEHUS JOKYMeHTa (TIp1 HeoOXOAUMOCTH - Yachl 1 MUHYTHI).

JomyckaeTcst OTMETKY O TOCTYIUICHUU JJOKYMEHTAa [IPOCTaBISITh B BUE LITaMIIa.

3.2.23. OtmeTtka 0 KOHQUACHIIMATHEHOCTH.

OTMeTka O KOH(PHUIEHIIMANBHOCTH IIPOCTABNSETCS Ha JOKYMEHTaX, COACPIKAIIUX
HHPOpMALIMIO, OTHOCHUMYIO K CIy)XeOHOH TaiiHe MM K MHOMY BHAY KOHQHUACHIIMAJILHOM
unpopmanmd. B coorBercTBHM ¢ llomokeHmeM o mopsiake OOpallieHHs €O CIIyXeGHOM
uHbOpManueil OrpaHUYEHHOrO0 paclpoCTpaHEeHUs B (enepalbHBIX OpraHaX HCIOJIHHUTEILHOM
BnacTH (yTB. IloctanoBnenuem IlpaButennctBa Poccuiickoit @enepannu ot 3 Hos0ps 1994 r.
Ne 1233) ormeTka 0 KOHOQUICHIMAIBLHOCTH Ha JIOKYMEHTaX, COAEpXKaMX WHQOpMAIHIO,
OTHOCUMYIO K ciyxebOHo TaliHe, umeeT BuI «J[is cirykeOHOro moab30BaHUsY.

OTMeTKa OpoCTaBisieTcsl B BEPXHEM TPaBOM YIUIy [EPBOTO JIUCTA JOKYMEHTA M MOXKET
JIOTIOJTHATELCS YKa3aHUEM HOMepa 3K3eMILIApa JOKYMEHTA.

3.3. OdopMIiieHHE OTACIBHBIX BUJIOB JOKYMEHTOB B YHUBEPCUTETE
3.3.1. lIpuxka3

3.3.1.1. I[IpoeKkTHI TpUKa30B rOTOBAT U BHOCAT:

II0 OCHOBHOH JEATENBbHOCTH — HOJpa3leleHHs Ha OCHOBAHMHU IOPYYEeHHMH peKTopa,
IPOPEKTOPOB, TNO0 B MHUITMATHBHOM IIOPSIKE;

II0 KaJIpOBBLIM BOIIpOcaM — YTIpaBJieHHE [IEPCOHAIOM HAa OCHOBAaHHMM COOTBETCTBYIONTHUX
IpeJICTaBIeHUH;

1o yueOHOU AeaTeNbHOCTH — y4eOHBIC [T0/Ipa3ie/icHIs] YHUBEPCUTETA,

1o BHeyueOHoi paboTe — yueOHBIC NOApa3ae/ieHUs] YHUBEPCUTETA.

3.3.1.2. Obecnieyenne KaueCTBEHHOW HMOJATOTOBKH IMPOEKTOB NPUKa30B (paclopsKeHHI)
YHHBEpCUTETa M HX COIVIACOBAaHHE C 3aMHTCPECOBAHHBLIMM CTOpPOHAaMH Bo3jlaracrTcs Ha
pyKoBoauTENEH Moapa3aeNeHuit, KOTOPbIe TOTOBST U BHOCSAT IPOEKT.

3.3.1.3. KouTpoJsb 32 NPaBIJIBHOCTHIO OGOPMIICHHUS IPOEKTOB IPUKA30B OCYIECTBIISET
YnpapneHue Je10IpOU3BOACTRBA U KOHTPOJIS JOKYMEHTo000poTa.

3.3.1.4. IlpoexTsl TPHKA30B IO OCHOBHOH JEATCILHOCTH U MPUIOKCHHS K HUM
BU3UPYIOTCS  HCHOJHHUTEIEM H  PYKOBOJIUTENIEM IOApPA3JIEI€HUs, BHECIIUM  MPOCKT,
PYKOBOJMTCISIME [IOApA3/CICHUH, KOTOPHIM B HPOEKTC JAIOTCs MOPYyYEHHsS, a TaKxke
Ha4YaJIbHUKOM YTIPaBIIEHUS MEJIOMPOU3BOJCTBA U KOHTPOJSl JOKYMEHTO000poTa (MpUJIoKEeHHE
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Ne 7 — nuer cornacoBaHus MpoekTa Mpukasza). Bo3paxkeHus 10 NPOEKTy NpPHKa3a, BO3ZHUKAIOINE
TIPM COTTIACOBAHWH, H3NAraloTCs B CIpaBKe, KOTOpasi IPUIIAraeTcs K IIPOEKTY.

Eciu B poliecce coryiacoBaHus B POEKT IPUKa3a II0 OCHOBHOM JIEATENBLHOCTH BHOCSTCS
WU3MEHEHHs MPHHIMITHATHHOI0 XapaKTepa, TO OH IOATEKHUT HEPEOPOPMIIEHHIO H IOBTOPHOMY
COI'JIACOBAHHUIO.

3.3.1.5. IlpoexThl TpHKa30B, IPEACTABISEMBbIE PEKTOPY Ha NOMINUCL, BU3UPYIOTCS
IIPOPEKTOPaMK B COOTBETCTBHH C paclipeiesieHueM 00I3aHHOCTEMH.

3.3.1.6. TIpoexTsl mpHKa30B IEYATAIOTCS Ha OJIaHKAX HPUKa3a yCTAHOBJIEHHOM (hOPMBI
(mpunmoxenne Nel) ¥ NpeNCTABIAIOTCS Ha NOANMCHE C JIUCTOM COIJACOBAHUS  IIPU
HEeOOXOIMMOCTH CO CIIPABKOM, cojepKallell KpaTkoe H3JI0XKeHHe CYyTH BOIpoca, 00OCHOBaHHUE
IpeularaeMbIX PEIICHUH, a TAKXKe CBEJIEHHUS O TOM, Ha OCHOBAHHH 4€r0 IOATOTOBJICH IIPOEKT H €
KeM corylacoBal. J[aToi mpukasa sBJsieTCs 1aTa ero NOIIUCAHHMS.

3.3.1.7. [lpukaspl perncTpupylorTcsl MO NOPSAKY HOMEPOB B IpeleiaxX KaJeHIapHOIo
roja.

3.3.1.8. ITonmuHHUKHA TPUKA30B C IMPIJIOKCHHUSMH M JIACTOM  COIJIACOBAHMS
PETHCTPUPYIOTCS U ONIHBAIOTCS (XpaHATCS) COINIACHO HOMEHKIIAType A€

HO  OCHOGHOU  OesmelbHOCMU B OTHENE  JICJIONPOU3BOJACTBA  YIIpaBJICHUS
JETTOMPOM3BOACTBA M KOHTPOJIsSI JOKYMEeHT0o000poTa ¢ OyKBeHHBIM HHAEKCOM -O/J1;

no KaopogulM 60Npocam B Y IPaBJICHUM MEPCOHAIIOM C OyKBEHHBIMU UHACKCAMH:

-K/1 — npukaspl mo Ju4YHOMY coOCTaBy (mpHeM Ha paboTy, KaJpoBO€ IIepeMellcHUE,
YBOJIbHEHHE),

-K/2 — npuka3sbl 1o TMYHOMY COCTaBY (OTIYCK, KOMAHIUPOBKA),

-K/3 — mprka3ssl o JHYHOMY COCTaBY (KaJpOBbIE — IOIIOJHUTEIBHBIE JOKYMEHTHI);

O WMAMHOMY pachucanulo B OTAeNe Tpyda U 3apaboTHoidl mnatel IlnanoBo-
(dbuHAHCOBOTO yIpaBieHHs ¢ OyKBeHHbIM HHAeKcoM -OPI';

1o yuebHoli OessmenabHOCcmU ¢ OyKBEHHBIM HHIEKCOM:

-YY — B npueMHOIi TpopeKTopa, KypHUPYIOIETro YUeOHYIO NesTebHOCTD;

-YUC, YYC-3 (3aounoe oOyuenue), YUC-A (acnupaHTypa) — B CTyIEHYECKOM OTAEINE
KajipoB JlenapTamMeHTa o 00ecneueH o kayecTBa 00pa3oBaHuUs;

-YYC-O (opauHatypa) — B y4eOHO-METOIUUECKOM OTHeNIe MeIuIMHCKOrO HHCTHTYTA;

-YUC-Ilp (mpakTuka) — B cekTope yueOHO-mabopaTopHoro obecneuenus JenaprameHTa
1o obecrieyeHHuI0 KauecTBa 00pa3OBaHHUS;

no eneyuebnoi pabome B OTHAENEe OPraHU3allMOHHO-METOAMYECKOH M BOCIHMTATEIIBLHON
paboThl YIipaBieHHs CTYJCHYECKUM Pa3BUTUEM € HHIEKCOM -BP.

3.3.1.9. Komuu mpuka3zoB IO OCHOBHOH [AEATENBHOCTH OTAEN IEJIOIPOU3BOJICTBA
VYupapieHus AeIOMPOU3BOJACTBA M KOHTPOJNS JOKYMEHTOOOOPOTa HaNpaBlIeT ajpecaraM B
COOTBETCTBHH C JIMCTOM pacchulku (mpunoxeHue Ne8), KOTOpbIi COCTaBIsieTCs W
MOJITUCHIBACTCS UCHONHUTENEM. Konus 06s13aTeNpHO HANIPABIIAETCS TAKXKE UCIOIHUTEIIO.

3.3.1.10. Ilpuka3 umeeT cienyromye PEKBH3UTHI: HANMEHOBAHHE YHHBEPCHTETA; BUL
nokymenta ([TPUKA3); npata, perucrTpallMOHHBIH HOMEpP; MECTO COCTAaBJICHMs (M3JaHUS)
JIOKyMEHTa;, HAUMEHOBaHHE JNOKyMEHTa (3arojOBOK K TEKCTY); MOJINHUCH JOJDKHOCTHOTO JIMILA;
BH3BIL.

3.3.1.11. 3aroioBok K TEKCTy MpHKa3a JOJDKEH KPaTKO U TOYHO OTPaXKaThb COJACPIKAHUC
TeKcTa IpHKasa. Touka B KOHIIE 3arojioBKa HE CTAaBUTCS. 3aroJOBOK II€YATACTCs IONYXHUPHBIM
mpudrom pazmepoM Ne 14 yepes 1 MEXCTPOUHBIN HHTEPBAIL.

Hanpumep:

O Ha3HAYeHHM OTBETCTBEHHBIX 32 [€JONPOHU3BOACTBO
B CTPYKTYPHBIX noapasaeneHusx CBOY

3.3.1.12. 3aronoBok K JAOKyMeHTaM, OGOpMIIEHHBIM Ha OJlaHKax ¢ MPOLOJIbHBIM
pacrojio)KeHHEM PEKBU3UTOB, BEIPABHUBAETCS 10 LIEHTPY.
3.3.1.13. TexkcT oTaenseTcs OT 3arojioBka 2-3 MEXCTPOYHBIMH HHTEPBAIIAMU H
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nevaraetcs mpudrom pazmepoM Ne 14 uepe3 1,5 mHTepBana OT JICBOM T'paHHILI TEKCTOBOIO
IIOJIS M BRIPABHUBAETCS 110 JIEBOH U MpaBoil I'paHuilaM TekcToBoro nous. Ilepeas ctpoka ab3ara
Ha4YMHAETCs Ha pacCTossHuU 1,25 ¢M OT JIeBOM rpaHMIlbl TEKCTOBOTO I10JIS.

3.3.1.14. Texct mpHKa3a MOXET COCTOSITh U3 2 4acTel: KOHCTaTHPYIOLIEH (IlpeaMOyITbi) U
pacIOpsi/IUTENBHOM.

3.3.1.14.1. B koHcTaTHpylOUIed YacTHM KpaTKO H3JIararoTcss LENM M 3a7adyd, (GaxTel u
COOBITHS, TOCTY>XKUBIIME OCHOBAaHUEM JIJIsL U3JaHus npuka3za. OHa MOXKET HAaUYUMHATHCS CIIOBAMHU
«B UENAX», «BO UCIOJNHEHUE» u Np. Ecam mpukas u3naercs Ha OCHOBAHHMM JPYTroro JOKYMEHTa,
TO B KOHCTATHUPYIOIIEH 4acTH yKa3blBaeTcs HaWMMEHOBaHUE 3TOr0 JNOKYMEHTa, HauMEHOBaHHE
OpraHa, H3JjaBlIero JOKyMEHT, JaThl, PETHCTPALlUOHHOTO HOMEpPAa U 3aroJIOBKa K TEKCTY.

[IpeamOyna B mpoekTax HPHUKA30B 3aBEpUIAETCS CJIOBOM I PHUKa3bIBalO, KOTOPOEC
[IeYaTaeTcs B pa3psaKy.

3.3.1.14.2. PactiopsiiuTenbHas 4acTh JOJDKHA coAepXaThb NOpYy4YeHHs (3alaHus) C
yKa3aHWeM HUCHOJHUTEs (UCTIONHUTENEH) U CPOKOB UCIIOJTHEHUSL.

PacmopsiiutensHasl 4acTh MOXKET JEJNUTbCS Ha NOYHKTBI U MOAIYHKTBL, KOTOpPBIE
HyMepyloTcs  apabckumu nudpamu. JIeHCTBHS OAHOPOJHOTO XapakTepa MOIYT OBITh
[ICPEYHUCICHBl B OJIHOM NYyHKTe. B KayecTBe HCHONMHHUTENEH YKa3bIBAlOTCS CTPYKTYPHBIS
Io/Ipa3fe/ieHusT WM KOHKpeTHBIC Jiuna. [locienHuil MyHKT pacnopsiAUTENbHON YaCTH MOXKET
COJICpXKaTh CBEICHHS O JODKHOCTHOM JIMIle, Ha KOTOpOE€ BO3Jjaracrcs KOHTPOJb 3a
WCIIOJIHEHHEM TTpHKa3a.

3.3.1.14.3. Ecnu mpuka3 u3MEHSET, OTMEHSEeT WM JOIOJHSAET paHee W3JaHHBIH
JIOKyMEHT WJTH KaKue-TO €ro MOJIOXKEHUS, TO OJIMH U3 IYHKTOB PacOPSAUTEIbHON YacTH TeKCTa
JIOJDKEH COJAEpAaTh CCBHUIKY Ha OTMEHSEMBIN JOKYMEHT (MIYHKT JOKYMEHTa) C YKa3aHHEM €ro
JlaThl, HOMEpa M 3arojioBka. TeKCT NyHKTa JOKEeH HauyuHaTbes cnoBamu «lIpu3Hath
YTPATHUBIIAM CHITY...».

3.3.1.14.4. B npuka3 He ciieflyeT BKJIIOYaTh MyHKT «lIpruka3 JoBECTH 10 CBECHUSL...».

[lompazaenenust (AOJDKHOCTHBIE JIMIA), JO CBEACHUS KOTOPBIX JIOBOIUTCSI MPHKa3,
IIEPESUUCIISFOTCS B JINCTE pacchlIke (mpuitoxkeHue Ne 8), KOTOpPHIi UCIIONHUTENb TOTOBUT BMECTE
C TMPOEKTOM IpHKa3a U COTJIACOBBIBAET C HAYAILHUKOM YIIpaBJICHMs JEJOIIPOU3BOACTBA H
KOHTPOJS JOKYMEHTOOOOpoTa (B CHHCOK pAacCBUIKM B 0053aTE€IBHOM IIOPSOKE JTOJKHBI
BKJIIOYATHCS BUSUPYIOLIUE TOJKHOCTHEIE JIUIA).

3.3.1.14.5. Bu3sl BKJIIOYAIOT JIOJDKHOCTH BU3HUPYIOLIUX, JUYHbIE TOAMUCH, PAacIu(dPOBKY
moanuced U jaary. Busel mpocTaBiasgioTcs Ha obopoTe IMOCIENHEro JIMCTa NpHKa3a WA Ha
OTJIEJHLHOM JIUCTE COTJIACOBAaHMS (BU3HPOBAHUS).

3.3.1.15. Ilognuce cocTOMT W3 HaUMEHOBaHMUS JODKHOCTH JIMIA, TOANKMCABHIETO
JIOKYMEHT, JINYHOM MOJIMCH B pacinu(POBKY TOAMUCH (HHUITUANIBI, (GaMUIIHS).

HanMeHoBaHMEe TOJDKHOCTH IeYaTaeTcs OT JIEBOM I'PAHUIbI TEKCTOBOTO IOJISI, MHUIHAJIBI
U GhaMuIHs - OT MpaBoit IPaHUIBI TEKCTOBOTO MOJISI.

3.3.1.16. Ilpuka3sl (pacnopspDKeHUs) TOJIIUCHIBACT PEKTOP YHHBEPCHUTETa, a B €ro
OTCYTCTBHE — JIUIIO, €I'0 3aMellalolee.

3.3.1.17. [Ipunoxkenuss K TNpUKa3zy BU3HUPYIOTCA PYKOBOJUTENIEM CTPYKTYPHOI'O
MOApAa3JIeeHUs, TMOATOTOBUBIIETO MpOeKT. IIpd HaMMUWKM HECKONBKUX  IPHIOXKCHUH
MPHIIOKEHUsS] HyMepyloTcsl. BHeceHHe M3MeHeHUH B MOANMCAHHBIA MpHUKa3, pacHopspKeHue, a
TaK>ke B COTJIaCOBAHHBIN [IPOEKT AJOKYMEHTa HE JI0ITyCKaeTCsl.

3.3.1.18. Cxema npoxox/IeHHs IPOECKTa paCIOPAAUTEIHHOIO JOKYMEHTA:

3.3.1.18.1. McnonHuTeNb OCYyILIECTBISET IOJATOTOBKY TEKCTa IIpHKa3a (pacnopsiKeHus1) B
COOTBETCTBUHU C YCTAHOBJICHHBIMU TpeOOBaHUAMHU U 0hOpMISEeT ero Ha OG1aHke Ha OyMa>kHOM U
9JIEKTPOHHOM HOCHUTEJE.

3.3.1.18.2. IloaroToBJicHHBIII NMPOEKT MNpHUKaza (PacHmoOpsDKEHHUs) MpeACTaBIsAETCS
HayaJIbHUKY YTpaBleHUs JAeIONPOU3BOACTBA M KOHTPOJS JIOKYMEHTOO00pOTa, KOTOPBIi
IPOBEPSET MPABHIBLHOCTE €ro 0GOPMIICHHSI, HAIMYHE HEOOXOAUMBIX PEKBU3UTOB, COACPIKAHHC
CIIMCKa BU3 COIJIACOBaHMS W BH3MpyeT. llpyu Hanwumu 3ameyaHuit K oQopMIIeHMIO, HaYaIbHUK
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VnpapneHust IeIOIpOU3BOJICTBA M KOHTPOIS JOKYMEHTOOOOPOTa BHOCHT COOTBETCTBYIOILME
M3MEHEHHUs B IPOEKT U BO3BPAIAET €r0 UCIIOIHUTENIO Ha JOpaboTKY.

3.3.1.18.3. Ilocne mpoBepkH HNPaBUIBHOCTH O(OpMIIEHUS IpHKa3a (paclOpsIKCHHS)
HCIIOJIHUTENb OCYIICCTBISIET COTJIacOBaHHE €ro cojaepkanusi ¢ IIpaBoBbIM ynpaBienvem (Ha
IpeaMeT COOTBETCTBHSI HOPMATUBHBIM IIPaBOBBIM akTaM Poccuiickoit ®enepanum, YcraBy
CBO®VY u WHBIMH JIOKQIbHBIMH IIPAaBOBLIM akKTaMM) M Jiajiee C JOJDKHOCTHBIMH JIHIIAMH,
yKa3aHHLIMH B CITUCKE BU3 coryiacoBaHus (mpuioxenue Ne 7).

CornacoBaHue MPUKA30B OCYIIECTBISAETCS B CIEAYIOIEH MOCIeJ0BaTeNbHOCTH :

HaYaJIbHUK YIIpaBJIeHHs JeJIOTPOU3BOJICTBA U KOHTPOJISI JOKYyMEHTOO00POTa;

HavalbHUK [IpaBoro ynpasieHus;

PYKOBOJIUTENH CTPYKTYpPHBIX ToApasielieHui, Npo¢)COI03HOI0 KOMMTETa, IIEPBHUHOM
Ipo(COIO3HON OpraHM3alrd CTYJIEHTOB, KPYT AEATENbHOCTH KOTOPBIX 3aTParuBaeTCs MPOEKTOM
IpHKa3a;

MPOPEKTOP MO COOTBETCTRYIONIEMY BUTY JESTEIBLHOCTH (10 HAIIPABJIECHHUIO);

HAYaJbHUK IUIAHOBO-(MHAHCOBOTO YIpaBICHHs, IJABHBIA Oyxrantep, HadalbHUK
yIIpaBIIEHUS [IEPCOHAIOM (II0 COOTBETCTBYIOIIEMY COAECPKAHMIO IPUKA3a).

O6pazen opopmienns npukasza CBOY B npusoxerun Ne 9.

3.3.2. PacnopsbxeHue

3.3.2.1. PacniopsixeHue — paclopsIUTENbHBIN JOKYMEHT, M31aBaeMbli pEKTOPOM WM
IIPOPEKTOpPaMK YHHBEPCHTETa II0 BOIpocaM HH(OPMAIMOHHO-METOAMYECKOTO XapakTepa, a
TakXe II0 BOIIPOCAM OINEPATUBHO-YIPABICHYECKON AEATENBHOCTH YHHBEPCHUTETA (COBCHIAHHS,
KOH(GEpeHIInN ¥ T.1.) B Ipeaesax cBoeil komneTeHuu. PacropsbkeHne He JOHKHO COAEpXKAaTh
IpeANUCaHuH, HOCSIINX HOPMAaTHBHBIN XapakTep. IloaroToBka u o¢popMIICHHE pacIOpsKEHHIA
IIPOBOJUTCS Ha OyaHKe pacnopsbkeHuit (mpunoxenue Ne 2) 1o TeM K€ IpaBWlaM, 4TO U IIPUKa3.

3.3.2.2. PacniopsikeHUsI pETUCTPUPYIOTCS OTAENBHO OT IIPHKAa30B:

pacropsbkeHusl peKTopa — B OTZENE JEJIONPOU3BOACTBA YIIPaBICHHUS AETONMPOU3BOACTBA
¥ KOHTPOJISl JOKYMEHTO000POTa;

pacrnopsKeHHs IPOPEKTOPOB — Y OTBETCTBEHHBIX 110 IEJIOIPOU3BOACTBY COTPYIHHKOB.

Ob6pasen 61aHKa pacopsDKEHUsI CTPYKTYPHOTO MOIpa3aesicHus B IPUIIOKeHUH No 6,

3.3.3. llonoxeHwue, npaBuiia, AHCTPYKIIHS

3.3.3.1. IlonoxxeHre MpUHUMAETCS B TOM CJIy4ae, €CJId B HEM YCTaHaBIIMBAIOTCSI CHCTEMHO
CBsI3aHHBIE MEXIy coOO¥i IpaBMa IO BOIPOCAM, OTHECEHHBIM K KOMIIETCHIIMH YHHBEPCUTETA
WIX €ro CTPYKTYPHOIO NOApPa3IeICHHUSL.

3.3.3.2. B mpaBmiax yCTaHaBIMBAIOTCS HOPMBI K TpeOOBaHMs, o0O0s3aTeNbHBIE VIS
BBINOJTHEHHSL.

3.3.3.3. B MHCTpYKIIMH H3JIaraeTcs HOPSAOK OCYIIECTBIICHUS KaKOH-THOO IEATCIBHOCTH
WM TIOPSIIOK IPUMEHEHUS MONMOXKEHHUI 3aKOHOAATEIBHBIX U HHBIX HOPMaTHBHBIX aKTOB.

3.3.3.4. Ilopsaaox MOATOTOBKH MPOEKTa MOJIOKEHHUS (IIPABHUJI, HHCTPYKIIUH) COOTBETCTBYET
HOPSAKY IIOATOTOBKHU IIPOEKTOB COTVIACHO CHCTEME MEHEKMEHTA KayecTRa.

3.3.3.5. Ionoxenus (mpaBuiia, MHCTPYKIHH) YTBEPXKIAIOTCA PEKTOPOM YHUBEPCHUTETA.

3.3.4. IIpoToko: 3acenanus (CoBelaHus)

3.3.4.1. IIpoTtokon 3acenaHus (coBeIaHUS) — JOKYMEHT MHGOPMAIIMOHHOTO Xapakrepa,
IpeAHa3HAaYCHHBIH Al (QUKCAalMl XOJa PACCMOTPCHHS BOIPOCOB U IPHHATHS PpElIeHHH Ha
3aCelaHUAX KOJUIETHAJIBHBIX, COBEINATEIbHBIX, KOOPAUHAIIMOHHBIX, KCIIEPTHBIX U JIp. OPTaHOB,
COBEIIAHMH.

3.3.4.2. IIpoTokon cocTaBisieTcs Ha OCHOBAHUM 3alMced, 1IPOU3BEJEHHBIX BO BpeMs
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sacemanns (COBEIAHHA), IIPENCTABICHHBIX TE3UCOB JOKJIANOB M BBICTYIUICHHH, CIPABOK,
IPOEKTOB pELICHUI U APYTUX MaTEPHAJIOB.

3.3.4.3. B yHuBepcuTETE IIPOTOKOJIBI MOTYT M3/1aBaThCS B MOJHON MM KPAaTKOH ¢opme,
TIpY KOTOPOH OMYCKAeTCcst X0 0OCYKICHHS BOMPOCa U GUKCHPYETCs TOIBKO NPUHATOE 110 HEMY
pelieHue:

3.3.4.3.1.B nonHoii ¢opMme NpOTOKON IeyaTaeTcss Ha oOmemM OnaHke W WUMECT
CIIEAYIOUINE PEKBU3UTBL:

HauMCHOBAHME YHHBEPCUTETA - YKA3BIBACTCS IIOJHOE OQHIMAIbHOE M COKPAICHHOS (B
cko0Kax) HANMEHOBAHHE;

Buy jokymenTa — I P O T O K O JI neuataercs 4epe3 OJMH MEXCTPOYHBIA MHTEPBA
HIDKE PEIbIIyLIero PeKBU3UTA NPONMCHBIME OYKBAMH B PaspsiKy, HOJNY)XUPHBIM IIpHpTOM
pasmepom Ne 17 1 BRIpaBHMBAETCS IO IEHTPY;

BHI 3aC€IaHMsI, COBCIAHUS — NIEYATAETCS MO XHUPHBIM IPUPTOM YEPE3 OJIUH MHTEPBAI
1 BBIPABHHUBAETCS 110 LIEHTPY;

MECTO TPOBEJICHAS 3aCEIaHus, COBEIAHNUS - YKa3bIBaeTCs (MPU HEOOXOOUMOCTH), Y KOro
TIPOBOJIUTCSA COBEI@HME WIM B KAKOM MECTE; IIEYaTaeTCss Yepes JBa MEeXCTPOIHBIX MHTEPBAa
Hocyie peKBU3UTA «BUJ 3aCENaHUs, COBEUIaHHMs», BRIDABHUBACTCS 110 LEHTPY;

jata ¥ HOMep IpoTokona. Jlata odopmifercs CIOBECHO-H(POBEIM CIIOCOOOM U
meyaTacTcsl 4epe3 OJMH MEXKCTPOUHBIH HHTEpBAl HHXE MPEABIAYIIETO PEKBHU3WTA; HOMEp
POTOKONIA 0603HAYAETCS apabCKUMK NH(BPAMH, MOKET BKIIOYATh OYKBEHHBIC HHACKCHI.

OCHOBHAs 4acTh IIPOTOKOJIA IIeYaTaeTCs yepes 1,5 MEKCTPOYHBIX HHTCpBaJia.

IMoamuch OTHAENSETCs OT TEKCTa TpeMs MEXCTPOYHBIMH HHTEpBallaMH M BKIIOYAeT
HaMEHOBAHHUE JOKHOCTHU JIHIIA, IIpeceIaTeIbcTBOBABIICIO HA 3aceflaHuu (COBEIIAHNUH), ero
JIMYHOM TOIVCH, PAacITHPPOBKH NOANUCH (MHAIHANEI B GaMuIus).

HamMmeHoOBaHHME JOJDKHOCTH I1€4aTAETCs OT JIEBOM I'PaHUIIBI TEKCTOBOIO IOJIS Yepe3 OJUH
MEXCTPOUHBI MHTEPBAJ 1 [IEHTPUPYETCS OTHOCHTENLHO CaMOM JUTHHHOM CTPOKH.

PacmudpoBka MOANMCH pacIojaracTcs Ha YPOBHE MOCIENHEH CTPOKHM HaWMEHOBaHH
JOIDKHOCTH ¢ TIpoberioM MexIy uHummanamu u damunueii. [locnennss Oyksa B paciin@poBke
OTrpaHUYMBACTCS IIPABBIM IIOJIEM.

TekCT MONHOrO NPOTOKONA, KAk IpaBHJIO, COCTOMT H3 [JBYX 4acTeif: BBOAHOH H
OCHOBHOH.

Bo BBOAHOW  4YacTH  YKa3hlBAIOTCS  HMHHIMANBL,  (GaMuivu  Ipe/ice/iaress
(IpencenaTeNbCTBYIOMIETO), CEKpeTaps, IPUCYTCTBOBABLIMX HA  3aCElaHUd M, TIpH
HEOOXOAMMOCTH, JIMI, NPUINAIIEHHBIX Ha 3acejaHyue (coBemianue). Ecmum KoamuecTBo
IPUCYTCTBYIOINMX MpPeBHIIaeT 15 yeloBeK, B BBOAHON YacTH MPOTOKONA JENACTCA CChUIKA HA
CIIUCOK, ABJISIOIIMICS HEOTHEMIIEMON 9aCTHIO IIPOTOKOJIA, HAPUMED:

ITpucyrcTBOBaNM: 25 Yel. (CIIUCOK MPHIIaraeTcs).

Eciu B 3acefaBMu (COBEIIAHMH) NMPHHUMAIOT Y4acTHe MPEACTABUTEIM Pa3sHBIX OpPraHoOB
BJIACTH M OpTaHU3alluif, yKasplBaeTcss MeCcTO pPabOThl M JOJDKHOCTh KaXJIOTo JIHLA.
MHOroCTpOUHblE HAMMEHOBAaHUS JIOJDKHOCTEH MNPHCYTCTBYIOLUIMX II€YAaTalOTCA HEpE3 OAWH
MEXCTPOYHBIN HHTEPBAIL.

BBoxHas uYacTh MNPOTOKOJA 3aKAHYMBACTCS IIOBECTKOM [IHS, COJEpXKalledl mnepedeHb
pPaccCMaTPUBAEMBIX BOIMPOCOB, IEPEYHCIEHHBIX B IOPSAKE HX 3HAYAMOCTH C yKa3aHUEM
IOKNIamdiKa 1O KaKIOMY paccMarpuBaeMOMY BOIpOCY. BoIpOChl  IOBECTKM — JHA
dopmymapyioress ¢ npemioroMm «O» («O6»), medyaraloTcs OT TPaHMUIBI JIEBOTO TONS H
HYMepYIOTCS apaOCKUMH LUPpaMH.

OcHOBHasiT 4acThb NPOTOKOJA COCTOMT K3 pa3[elioB, COOTBETCTBYIOUIMX ITYHKTaM
IOBECTKM JHS. TeKCT KaXkAoTo pa3zeiia CTPOUTCS 10 CXeMe:

CJIVIIAJIN:

BBICTVYITWJIN:
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I[TOCTAHOBWJIA: (wnu PELLIVJIN:).

OCHOBHOE COZEpKaHKe JAOKI0B U BBICTYIIICHUH BKJIOYAETCHA B TEKCT IPOTOKOJIA MU
IPUIIAraeTCs K HEMY B BHJIE OTAENBHBIX MAaTEPHANOB; B IIOCIEIHEM Clly4ae B TEKCTE IIPOTOKOJIA
nenaercst oTMeTka «TeKCT BRICTYIUIEHHs Tpuiaraercsi». IlocTaHoBleHHE (PEIICHHE) B TEKCT
IPOTOKOA BHOCUTCS MOJHOCTHIO B TOi (opMyIHpoBKe, KOTOpas Obula IpUHSTA Ha 3aCeaHuu;
1IpH HEOOXOUMOCTH IIPHBOASTCS HTOTH TOJIOCOBAaHMUA: «34 - ..., TIPOTHUB - ..., BO3AEPKATIOCH- ...».

Copepxanne 0co60ro MHEHHMS, BHICKA3aHHOTO BO BpEMs OOCYXKICHHS, 3alHUCHIBACTCS B
TeKCTe IPOTOKOIIA TIOCHIE COOTBETCTBYIOLIEr0 TIOCTAHOBIICHHS (PELICHNS).

ITpoTOKOJI IIOANKCHIBAETCS IIpe/icelaTeIbCTBYIONIMM Ha 3aceJaHuu U cexperapeM. Jlaroi
MPOTOKOJIA SBJISETCS JIaTa 3acelaHusl (COBECIIaHMs).

O6paser IpOTOKOJia B HONHOM (opMe B npuioxennn Ne 10.

3.3.4.3.2. B kparkoii ()opMe MPOTOKOJ Ie4YaTaeTCss HA CTaHJApTHOM JIHUCTe OyMmaru
dbopmara A4 1 IMeeT CIIEYIOIUE PEKBUUTEL

B BEPXHEM IIPAaBOM YNy MPOCTABISETCS TPUQ YTBEPKAEHUS NOKYMEHTa, IMOINUCH W
JIOJDKHOCTE YTBEPIKIAFOIIEro TOKYMEHT, JOJKHOCTD ¥ JaTa YTBEPXKICHHUS, HalpuMep:

YTBEPXJIAIO

[oanuce Y. O. Gamunus

pextop CBOY um. M. K. AMMocoBa
13.01.2012

B gokymenta — II P O T O K O JI nedyataetcs NpONUCHBIMU OyKBaMH B paspsjKy,
HOJYXHUPHEIM HiprdToM pazmMepom Ne 17 u BEIpaBHUBAETCH 110 LIEHTPY,

BUJI 3acelaHusl, COBELAHMA — II€YaTacTCs MOJYKHPHBIM IPU(TOM Yepe3 ONUH MHTEPBAI
¥ BBIpABHUBAETCS 110 UEHTPY;

MECTO IPOBEIEHHUS 3aCEIaHUs, COBCIIAHMUS - YKa3bIBacTCs (IIPH HEOOXOIMMOCTH), Y KOTO
IPOBOAUTCS COBELAHKME MM B KAKOM MECTE; NEYaTacTCs Yepe3 ONMH MEXCTPOUHBIA MHTEpBA
IOCJIe PEKBU3MTA «BHJI 3aCCIaHUs, COBEIIAHUSY, BHIPABHUBACTCS 110 LICHTPY;

naTa ¥ HoMep mportokona. Jlara odopmisieTcs CIOBECHO-IH(QPOBBIM CIOCOOOM H
[eYaTaeTcs 4epe3 OAMH MCEKCTPOYHBIH HHTEpBAJl HIIKE NIPEABLIYINErO PEKBU3UTA; HOMEP
IpOTOKOJIa 0603HAYAeTCs apabCKUMK LI paMu, MOXKET BKIIIOYATh OYKBEHHBIC HHICKCHI.

OcHOBHas 4acTh MPOTOKOJIA NteyaTaercs yepes 1,5 MEXCTPOUHBIX HHTEpBaa.

[Momnuce oTAensercs OT TEKCTa TPEMsl MEXCTPOUHBIMH HHTEPBAaJaMH M BKJIIOYAET
JMYHYIO IOMIIKCH, PACHIM(POBKY TMOANUCH (MHALKAIB! K (GaMUIN).

Cnoga «IIpoTokoin Ben(a):» meyaraeTcs OT JIEBOM IPAaHHUIIBI TCKCTOBOTO TOJIS.

PacindpoBka TOIMKCH INeyaTaeTcs C MpoOesioM MeXIy HHUIKAIaMH ¥ GamuIHeH.
Iocnenuss 6ykpa B pacii)poBKe OrpaHHYMBAETCS IIPABBIM II0JIEM.

TexcT KpaTKoro IIPOTOKOJA TaKkXe COCTOMT U3 IByX uacTed. B BBOXHOH uactu
YKa3bIBAOTCA MHHIMAIB M (DaMIJIMK [pelcelaTeIbCTBYIOMEro (IPEACeaaTens), CceKpeTaps, a
TaK)Ke MHUIHAJIB! ¥ PaMUITUKA MTPUCYTCTBOBABIIUX JIHII.

Cnoso «IIpaCyTCTBOBAIM) I1€4aTACTCsl OT IPAHUITBI JIEBOTO IIOJIA, IIOCIIE CIIOBA CTaBUTCS
JIBOETOUME, Jajiee IedaTaloTcs WHUnMansl u (avunuu. PaMHIMM [EeYaTaroTcs depes |
MEXXCTPOYHBIA HHTEPBAIL.

Cinoso TIOBECTKA meuaTaercs OT I'paHMIIBI JIEBOIO IIOJISA, IIOCHIE CJIOBA CTaBHTCA
JIBOCTOYHE.

HaumenoBanue Bonpoca HyMepyeTcs apabckoil nudpoit u HaumHaeTcs ¢ mpeanora «O»
(«O6»). Tlom BOmpocOM YyKa3bBaroTCs (GaMHMIHM [O/DKHOCTHBIX JIML, BBICTYNIHBUIMX IpU
o0cyXIeH!H JAaHHOTI'O BOIpoca.

B OCHOBHOWM dacTH MpOTOKOJA IHIIeTcss mpeamOymna: «Bpicaymas u  ob6cynuB
uapopmanuu Y. O. @amuius, M. O. Gamunus ... IPHHAIA PEIICHUE:.

Huoke yka3bIBaroOTC NPHHATHIE PEIICHHS, KOTOPbIe HYMEPYIOTCs apabckuMu Hu@paMu.

ITporokou mevyaraercs mpudrom pazmepom Ne 14 uepes 1,5 uHTepBaa.
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O6pasell mpoTokosa B nojHo# Gopme B nputoxxendy Ne 11,

3.3.4.4. [IpoTrokoyiaM NPHCBAMBAIOTCSA HOPSAKOBBIE HOMEPA B IpeleNax KalCHIapHOIro
rojia OTAECJIBHO [0 KaXKAOM IpyIIe MPOTOKOJIOB: IPOTOKOJLI 3aCEJaHUH KOJUIETHH, IIPOTOKOJIBI
KOOPJMHAIIMOHHBIX, 3KCIIEPTHBIX COBETOB U Ap. opraHoB. IIpoTOKojBI COBMECTHBIX 3acemanuit
UMEIOT COCTABHEIE HOMEpA, BKJIIOYAIONIME IIOPSIKOBBIE HOMEpa IPOTOKOJIOB OpraHU3alluii,
NPUHUMABIIUX YYaCTHE B 3aCeIaHNUMU.

3.3.4.5. Homepa noctaHoBieHU# (peLIeHUit), IPUHATHIX Ha 3aceaHUAX (COBELIAHHUSAX),
COCTOST M3 HOMepa IIPOTOKOJIa, HOMepa paccMaTpUBAaEMOIO BOIPOCA B IIOBECTKE JHA H
HOPSAZKOBOT'O HOMEPA MOCTAHOBJICHHUS (pELICHHs) B IpeJiesiax Bompoca.

3.3.4.6. K HOMepaM MPOTOKONOB M MOCTAHOBJIECHMH (pelNeHuil) MOryT NpHOaBIATECS
OyKBEHHbIE KOJIbI B COOTBETCTBHY C IIOUCKOBOH CHCTEMOH, IPHHATON B YHHBEPCUTETE.

3.3.4.7. Koiud mpOTOKOJIOB pPACCHUIAIOTCS B COOTBETCTBUHM C YKAa3aTeJIEM PAacCHUIKH;
yKasareilb COCTA4BISAET ¥ TOJIIMKMCHIBACT OTBETCTBEHHBIA MCIOJHUTENDL IOAPA3/IEIeHNUs,
TOTOBHBIIETO paCCMOTpPEHUE BOIIPOCa.

3.3.4.8. [IpunsThlc peUIeHHS MOBOAATCS OO HCIOJIHHUTENEH B BHIE BBIIHCOK H3
IIPOTOKOJIOB, KOTOpPbIe 0GOPMIISIOTCS Ha COOTBETCTBYIOLIEM OIaHKE U 3aBEPAIOTCS II€YATHIO.

3.3.4.9. IlojyIMHHMKK MPOTOKOJIOB PETHCTPUPYIOTCA U MOMMIMBAIOTCS (XpaHATCS)
COIJIACHO HOMEHKJIaType Jell:

IPOTOKOJIBI 3ace/IaHis Y YEHOI'O COBETA — Y YYEHOTO CEKpeTaps;

IIPOTOKOJIBI ILIAHEPHOTO COBEUIaHHs, pabouuX M MHBIX COBEIAHUH y PEKTOpa, BCTpey
pekTopa — B oTaene aenonpousoacrsa Y uK/Jl.

3.3.5. CiryxebHoe IUCBMO

3.3.5.1. CnyxkebHple THCbMa pa3NUYalOTCs COACPXKAHMEM IIEPENMCKH  (3aIIpOChl,
yBEJIOMJICHHS, TpeTeH3WH, TpeOOBaHMSA, HAOMMHAHUA, IOATBEPKACHUS, pPa3bICHEHHS,
npockObl, PEKOMEHIAIlMM, TIapaHTHH, COIPOBOAUTENbHBIE NHCEMA M T.J.) U Pa3INYHBIMU
cnocobamu nepeaayd HHGpopMaImu.
3.3.5.2. Conepxanie M CpOKHM IIOATOTOBKH HMHUI[UATHBHEIX THCEM OIMPEEIAIOTCA
PYKOBOIWUTEJIIMH CTPYKTYPHBIX IOApa3fiesieHuil ynuBepcureTa. CPOKU MMOArOTOBKH OTBETHBIX
IIICEM YCTaHaBJIMBAIOTCS PE30JIIOIUEH peKTOpa WM IPOPEKTOPOB YHHBEPCUTETA Ha OCHOBAaHUM
HUMEIOIIHXCS CPOKOB UCIIOHEHHUS MOPYUEHHH, 3aIPOCOB MIIH IO PELIEHUIO aBTOPA PE30JIIOLMH.
3.3.5.3. CnyxeOHple mucbMa OQOpMIIAIOTCS Ha OJaHKaX YCTaHOBIEHHOH (opMbl
yHuBepcuTeTa (pasjien 3.1. MHCTPYKUUH) ¢ HCIIONIb30BAHUEM PEKBU3UTOB!
COKpallcHHOE HaMEHOBAaHME BHIIIECTOSALICH OpraHu3allu,
HaUMEHOBaHHE YHHBEPCUTETA,
CIPaBOYHBIC TaHHBIE 00 YHHBEPCUTETE;
JIOJDKHOCTH JIMIIA, OMUCABILIEr0 JOKYMEHT;
CIpaBOYHBIE IaHHBIE O (eepalbHOM OpraHe HCIIOJIHHTEIBHOM BIIaCTH,
aapecar;
JaTa TOKyMEHTa;
PErHCTPAIOHHBIN HOMED JOKYMEHTA,
HarMEHOBaHHUE JIOKYMEHTa (3aroJIoBOK K TEKCTY);
CCBUIKA Ha HCXOSIIMN HOMEp U JaTy JOKYMEHTA aipecaHTa;
TEKCT IOKYMEHTa;
OTMETKa O HAJIWYUY MIPUIIOKEHNH;
BU34,;
IIOJIMUACH JTODKHOCTHOTO JIUIIA;
OTMETKa 00 HUCIIONHUTEIIE.
3.3.5.4. [lucema UHAHCOBOIO XapakTepa, a TaKXKe MHUChbMa, COoAepKale o043aTeNIbCTBa,
3aBEPSIOTCS I€YaThiO YHUBEPCHUTETA, @ B MIHCHMAaX, COAEPXKAIIUX HHPOPMALKMIO OTPaHUYEHHOIO
pacupoCTpaHeHHs, TPOCTABIISIETCS peKBU3UT «OTMETKa 0 KOHPHIEHITUATBHOCTHY.
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3.3.5.5. Tekct ciyxeOHOrO THMCBbMa, KaK IIPaBMJIO, HOJDKEH KacaTbCsi ONHOIO HIIM
HECKOJILKMX BOIIPOCOB, €CIIM OHHM B3aWMOCBA3aHBl M OyIdyT paccMaTpUBaThCs B OJHOM
CTPYKTYPHOM MOIpa3iesieHiH OpraHu3aluy — afpecare.

3.3.5.6. TeKCTBbl OTBETHBIX IMHMCEM JOXKHBI TOYHO COOTBETCTBOBATH JaHHLIM IOPYUYECHUSM,
ITOCTYNUBIIAM 3aIlPOCaM, pe30JIIONUIM PYKOBOACTBA.

3.3.5.7.K ciyxeOHbIM HHCbMaM COCTaBJISETC PEKBHU3UT HAaUMCHOBaHHE IOKyMEHTa
(3aroJI0BOK K TEKCTY), OTBeyaronumii Ha Bompoc «O ueM?» # GopMyIMpPYIOIIK B KpaTKoi Gopme
TEeMY MHUCHhMA.

3.3.5.8. CnyxeOHble IIUChMA M3JIAraroTes: 0T 1-ro Juna MHOXKECTBEHHOro yncna («IIpocum
NpeaoCTaBuTh HH(OpMaIHIo...», «HampasisieM Ha 3aKJIOYEHHE IIPOEKT...» H Ip.), OT 3-ro Juua
€IMHCTBEHHOTO 4Hucla ((YHHBEPCHTET HE CUYHMTACT BO3MOXHBIM...», «CeBepo-BocTounsiit
denepanbHBIil  YHUBEPCHTET IMPeIJaracT pacCMOTPeTh BO3MOXHOCTb...»), Ha IOJKHOCTHBIX
6naHkax — oT 1-ro smna emudcrBenHoro umcna («IIpomry Bac mpencTaBUTR HaHHBIE O...»,
«CUYHTaAI0 BO3MOYKHBIM MPHHSTH YYaCTHE B...»).

3.3.5.9. CnyxeOHpIC THCBMa IOANUCHIBAIOTCA PEKTOPOM, IEPBHIMH IMPOPEKTOPaMH,
NPOPEKTOPAMH HWJIH PYKOBOJUTEJIEM CAMOCTOSTEIEHOIO CTPYKTYPHOTO IOApas/ieeHusl B
COOTBEICTBUH C pacmpelelicHHeM OOS3aHHOCTEH MEXAYy DPYKOBOIMTEIISAMH, YCTaHOBICHHBIM
IPHUKA30M pPeKTopa.

O6paszen oGopMIIEHHUS CITyKEeOHOTO MUChMa IIPUBEAEH B mpuioxeHun Ne 13.

3.3.6. 3anucka (aHanuTH4YECKas, JOKJIaaHA,
ciyxeOHast, 00bICHUTEIbHAS)

3.3.6.1. AHaMTHYECKasd 3aIHCKa COCTOMT K3 CIEAYIOUIMX 4YacTeil: aHHOoTanusd,
coJiepXaHue, BBeICHIE, OCHOBHAS YacTb, 3aKIIOYEHHE, [TOAITUCH, TPUIIOXKEHUS.

B aHHOTamMW KpaTKo W3JIaraercss CyTb COIEPXKAHHA JOKYMEHTA, TPHYMHLI H
00CTOSTENILCTBA €TO MOSBIICHHUS, IIEJH U 3a/1aull 00BeKTa, METO/IbI UCCIIEIOBaHUs, 0OOCHOBAHHUE
U TIONy4YEeHHbIE Pe3yabTaThl. KaXaplit 13 3THX apaMeTpoB HauuHaeTcs ¢ ab3ama. B anHoTanmu
yKa3bLIBAIOTCS HMCIOJB3yeMble HCTOYHMKM MHQopMmanuu. Pasmep aHHOTaUMM HE JODKEH
npeBbInath 2/3 crpaHuns popmaTa A4.

Copepxanue BKIIOYACT B ce0sl HAMMEHOBAHUS BCEX CTPYKTYPHBIX YacTeH JOKYMEHTaA C
yKa3aHheM HOMEPOB CTPAHHUI], Ha KOTOPBIX pa3MelaeTCs HAadalo KaX/JI0H YacTH.

BBeneHnre BKIIOYAET B ceOs HECKOJIHKO COCTABHBIX 4aCTEH, KOTOPBIE HE BBIIEIAIOTCA
IO/I3ar0JIOBKAMH, HO MPUCYTCTIBYIOT B 0Os3aTeNbHOM Hopsnke. Beexenye BKIoYaer B ceOs
IOCTaHOBKY MpobjeMbl (TO €cTh €€ IpeJHa3HA4eHHE, XapaKTEPHUCTHKY OCHOBHBIX
METOIOJOTHYECKHUX IPHHITAIIOB MIPU €€ U3YUCHUH, YEeTKO COpMYINPOBAHHYIO 1EIb, IPUYHHEI U
OCHOBAHHA HCCJIEAOBAHMS, KPYT BOIPOCOB, MOJISKAIINX PACCMOTPEHNIO). Pa3bacHseTCs, Kakas
METOMKA UCIIOJIB30BaNach Mpu o0padoTke nH$popManuy.

B 0CHOBHOI yacTu M3araeTcsa CyTh MCC/IeIOBaHUs. B JTornyeckoi nocaenoBaTeIbHOCTH
JIAETCS U3JI0KEHHE UCCIELYEMBIX BOIIPOCOB TeMBI (BBLACICHHBIX, KAK MPABUIIO, B MOJIPaA3/EIbl)
Ha OCHOBE CaMOCTOSITENLHOIO M3y4YCHHsl MCTOYHHWKOB W IPHUBJIEYCHHUS, FIE 3TO HEOOXOIUMO,
HCCIEeNOBAaTENIbCKONM M HMHOM nureparypbi. IlodranHeii aHanu3 B 00600meHHs. BhuiBmxeHHE
IHIIOTE3, Bepcuil U ux obocHoBanue. COCTOUT U3 pa3/IeiioB H ITOAPa3/ICIOB.

3akmoueHue. B KoHIle AHATUTHYECKOM 3alIMCKH JOJDKHBI OBITH 0053aTeNIbHO BBIBOARI,
IPOTHO3 ¥ TpeUIoKeHus (pekomenaanun). CTpoarcs OHM Ha OCHOBaHUM PE3YJIbTATOB aHaAIIN3a
MaTepHAIIOB, IPUBOJAUMBIX B pasjienaX, HO He MOBTOPSIOT HX, a 0000maroT.

OcHoBHBIE TpeOOBaHUS K BBIBOJAM:

* HENIPOTHBOPEUNUBOCTh M JKECTKasl JIOTHMYECKass B3aUMOCBA3b C OCHOBHBIM TEKCTOM
nojpaszena;

* OTCYTCTBHE HPSIMBIX IIOBTOPEHUHN TEKCTA pa3iecia,;

* HEJOIYCTHMOCTD BBIBOJIOB, HE 0OOCHOBAHHBIX OCHOBHBIM TCKCTOM;

* BBIBOJIBI JOJIKHBI XapaKTEepPU30BaTh pacCMaTpPUBAEMBbIH IEPHOJ MITH SBJICHHE,
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* B 003aTCILHOM TOPSAKE BBIBOABI JOJDKHBI COJEPXKATh OOIIME MIPOTHO3HBIC OLEHKH
MPOTCKAHMsI TPOIIECCOB Ha OJIMKANIITYIO NEPCIIEKTHUBY,

* TOJBOAXTCS OOIIMI HTOT HCCIIEOBAHUM 110 YKa3aHHOM TEMATHKE,

* TEKCT BBIBOJIOB JIOJDKEH OBITh KPATOK.

Wcxons W3 BBIBOJOB, YKa3blBaeTCsl TEpedcHb MEPOIPHUATHH, NPEUIOKECHUNM HIIH HMX
BAPUAHTEl [/ NPENOTBpAICHUs NOPHYNH, CIEJCTBHM TOTO MM HMHOTO COOBITHS, a TaKke
IIPOTHO3UPYIOTCS T€ COOBITHS, NeHCTBUS, KOTOPBIC MOTYT IIPOH3OMTH, €CIIH HE BBIIOJIHUTE WA
He MPUHUMATh BO BHUMAaHKE JIaHHbIE BBIBOMBI U IIPEIIOKEHHSL.

BBoHEIE H 3aKITIOYHTEBHBIE YAaCTH BBIACISIOTCS KYPCHBOM.

O6BeM UTOrOBOIO 3aKIIOYEHHUs He JIOJKECH MPEBBIIATh OJHOM CTPAHHUIIBL.

[Tonmuchk. B koHIlE AHAIMTHYECKON 3aMMCKH, T10]] BEIBOJAMH U IPEIIOKEHUAMHU TOJDKHA
OBITH OTMETKA 00 MCIIOJIHHTEIE, BKIIOYAONas B ce0s OTBETCTBEHHBIX MCIIOJIHUTEICH NAaHHOIO
JIOKYMEHTa C YKa3aHWeM HX JODKHOCTEH B OpraHM3allMOHHOH CTPYKType, a Takxke jgara
HOJIIMCH ¥ HOMepa CIyKeOHBIX Tene(oHOB.

ITpunoxenus. IlproGmatoTcss MOaPOGHble pasiHYHbIE TAONULBI, TPAQUKH, YCIOBHEIE
0003HAaYeHHud, IIIOCCapuii, MaTeMaTwdeckue (opMyabl M pacdeTbl, a Takxke HHas
BTOpPOCTENEHHAs WHGOPMAIlM, JONONHSIOMAs OCHOBHYIO 4acTh JokymeHTta. Chucok
FCTIONF30BAHHBIX HCTOYHMKOB M JIMTEPATyPHl, COCTAaBISETCS INPH HEOOXOJHMMOCTH ¥ IO
TpeGOBaHUIO PYKOBOJCTBA.

PexoMeH Ay 110 HAIMCAHUIO aHATTMTUYECCKOM 3aIIUCKH.

Bech TEKCT aHAJIMTHYECKOM 3amMCKH JOJDKEH OB HalpaB/IeH Ha JIOCTHIXKEHHE IIEJH.
Lleneit MoXxeT ObITH HECKOJIBKO, HO JIy4llle, YTOOBI HX OBLIO HEMHOTO, €IIe JIyYIlle — OJHA.

Ecmu Bel nOuimeTe aHAIUTHYECKYIO 3allMCKy  CaMOCTOSITEJIBHO,  00s3aTelbHO
3anpaiiyBaiiTe HHGOPMAIUIO Y CBOMX KOJUIET M3 APYTHMX CTPYKTYPHBIX MOJpPa3AeNCHUN WITH
CTOPOHHMX OPTaHU3AIMH — 3TO MMOBBICUT OOBEKTHBHOCTD AHATUTHYECKOM 3AMHCKH.

[Ipy IOATOTOBKE IOKYMEHTa HEOOXOMMMO HCIIOIb30BATh MMEIOIIMECS METONUKH cOopa
uHGOPMAINH U CONIOCTAaBIeHHs (aKTOB.

@aKT KaK TaKoBOM COJICPXKUT B cebe HeTOCTaTOYHO CMBICIIA, €CIIM €TI0 HE pacCMaTpUBaTh
B COYETAHHH ¢ HEKOTOPHIMHU JAPYTHMH (PakTaMH UM HE yKas3aTh Ha €ro 3HaUYCHUe.

TeKkeT aHATTUTUYECKOM 3aIIMCKH JIOJDKEeH OBITh MOHSTEH, HAYYHbIE TEPMHUHEI, BBIPAXKEHHUS,
KOTOpPBIE HCIONB3YIOTCSA NPU MCCIECIOBAaHUM TOM MM MHOM mpobieMbl HEOOXOAUMO 3aMEHATH
NOHATHAMH JUIS IIHPOKOU ayAHTOpHH. B cillydae HEBO3MOXXHOCTH HX 3aMEHUTh MHBIMH, OHU
MOIyT OBITh OCTaBJEHBI, HO O0SI3aTENBbHO IPUBOJHTHECS B IPHIOXKEHHH M PaCKPhIBATHCS
noApoOHO.

O6muii pasMep aHATUTUYECKOM 3amiCKy, 6e3 NpHIIoKeHHs N0JDKeH ObITh He Oonee 7-12
CTpaHHII.

OCHOBHBIE pa3/ieNbl AHATUTHYESCKON 3AIMCKY HAUMHAIOT KaXABIH pa3 ¢ HOBOU CTPAHHUIIBL.

JIMCTBl aHAaMUTHYECKOH 3aIHCKH OpOINIOPYIOT TOJBKO HOCTE YTBEPKACHHS TEKCTA
PYKOBOJHUTENIEM TOApa3CICHHUSL.

Jlns npeseHTaIMi aHATUTHYECKYIO 3aIIHCKy IIPH HEOOXOAMMOCTH CIIEAYET MEPEIIIECTH B
IUIOTHBIE OOJIOXKKH B 0GOPMHUTH TEKCT, rPapUKH ¥ THarpaMMBl B IIBETE.

AHaNIATHYeCKass 3alliCKa JOJUKHA OBITh THIATEJILHO BBLIBEPEHA  OTBETCTBEHHBIM
WCIOJIHUTENEM M IIOANKMCAHA MM, a 3aTeM Ilepe/laHa Ha MPOBEPKY, COIVIACOBAHME, KOPPEKIIHIO
PYKOBOAUTENIO MOMPA3/ICICHNs], KOTOPIA BHUMATENbHO M3y4acT NAHHBIM TOKYMEHT, BHOCHUT
U3MEHEHUss C coriacus apropa. llocime KOPPEKTHPOBKH pPYKOBOJUTEND IOJApa3JeiIeHUs
MOITOTOBJIEHHBIN JOKYMEHT I€peIacT PEKTOPY Ha pacCMOTpEeHHE. B cily4ae BBIABICHUS KaKUX-
100 HETOYHOCTEH, OIIUOOK M T. I. B JOKYMEHTE HCIIOJHHUTEIb BHOCUT U3MECHEHHUS U NEpPENacT
€ro B JIBYX OK3EMIUIApaX BMecTe C DJIEKTPOHHOH BEpCHEH uepe3 CBOEro PYKOBOJHUTEIS
H0/Ipa3ieJICHUs] PEKTOPY.

3.3.6.2. JloxyiagHas 3alUCKa — JOKYMEHT, apEeCOBAHHBIM PYKOBOAMTEIIO JAHHOTO HIIU
BBIIIECTOANIETO YYpPEXKACHUS U HHPOPMHUPYIOIUA €ro O CIOXHBIIEHCS CHTyalldd, MMEBIIEM
MecTo (akTe, KakoM-IHOO BONpOce, a TaKXKe COJIepHKAIMid BBHIBOABIL M IPEAJIOKCHHS
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coctaButelis. JloknaaHas 3anucka MoXeT OBbITh MOJiaHa KakK 110 WHULMATUBE paOOTHHKA, TaK W
M0 HHUIMATHBE pykoBoauTenas. llenp WHUOMATUBHON JOKJIAOHOH 3alMCKU — TMOOYIUTH
PYKOBOJIUTEJISI IPUHSATH ONpEACIEHHOE PElICHHUE.

TekcT noKIaHON 3aMCKY JISJIUTCS Ha ABE YacCTH:

* OIHMCAHME CIIOXKUBIIEHCS CUTYaIMK (KOHCTATUPYIOIIAsl 4acTh);

* BBIBOJBI, IIPEJJIONKEHUS], TPOCHOBI.

JlokJIafgHbIe 3alMUCKH MOTYT OBITh Kak BHYTPEHHHMH (HAIPaBJIICHHBIMH B CTPYKTYPHOE
nojipasficNieHle), TaK M BHEIIHUMHU (HAlpaBIE€HHbIMU B BHIILECTOALLYIO OPTraHU3allMIo).
JloknamHas 3amucka 0O0bdHO 0(GOpMIIIETCS Ha MPOCTOM JincTe Oymard gpopmaTta A4 U CONEPKHUT
CJIEZIyIOIIHE OCHOBHBIE PEKBH3HUTHI: HAUMEHOBAaHUE CTPYKTYpPHOTO IOJPA3ACICHHS, Ha3BaHHE
BUJA JOKYMEHTa, JOJDKHOCTh W (aMHIIMIO ajJpecara, J1aTy, [OIIHCh COCTABHUTENs. 3arojl0OBOK
3TOr0 JOKYMEHTA, Kak MpaBwWiIo, HaYMHaeTcs ¢ mpeuiora «o» («oo»). Eciu 3amucka agpecoBana
PYKOBOJICTBY YUPEXACHHUS, TO JOCTaTOYHO MOJIKMCH COCTABHUTEINS, & €CJIM OHA HAIIpaBIsSETCS B
BBIIIECTOSIIIUE HHCTAHIINH, TO HEOOX0AMa MOANKCH PYKOBOJIUTENS YUPEKACHUA-OTIIPABUTEIS.

3.3.6.3. CnyxebHass  3amucka — 9T0 HH(POPMAIMOHHO-CIIPABOYHBIH  JOKYMEHT
BHYTpEHHEH ICJIOBOM TEpEeNmuCcKH, MPUWHATHIA B KommaHud. HammcaHue Ciy)XeOHBIX 3allMCOK
OCYIIECTBIISICTCS MEXIY CTPYKTYPHBIMH IOJpa3/eIeHUsIMU JIHOO COTpYyAHHMKAaMH, KOTOpEHIE He
HaXoJAATCS B OpsMoM noaynHeHud. CoOCTaBIII€TCs Ciy)KeOHas 3allMCKa C LEIbI0 OCBENIEHHUS
KaKuX-TH0O0 JEJIOBBIX BOIPOCOB, KacalomUXcs paboThl OTHea MM KOHKPETHOIO COTPYAHUKA,
pelleHre KOTOPBIX 3aBUCUT OT JPYTOro CTPYKTYPHOTO IIOApa3JCIICHUs YHHMBEpPCHUTETa JIMOO
corpyanuka. Hanpumep, npockba 0 4eM-1ub0, IpeIIoKeHne Yero-1ubo U Apyroe UM IpocTo
KaKoe-TO OOBsSBIICHHE, HHCTPYKIHsA, U3BelleHe u npouee. OdopmieHne ciyxeOHOM 3amucKu
OCYILECTBIIsIETCS Ha HcTe popMmaTa A4.

CrnyxeOHast 3aliCKa COCTOUT U3 CIEAYIOIINX PEKBU3UTOB!

azpecat (JOJDKHOCTD, aMuIusl, UMsI, OTYECTBO B JATSIFHOM ITaJIEXKE);

JlaTa COCTaBJICHUs U HOMEP Ci1yXeOHOM 3anuckuy;

HanMeHOBaHHe JokyMeHTa (Ciy)xeOHasi 3alucKa);

3aroJIOBOK K TEKCTY JOKyMeHTa (TOBOPUT O IIPEAMETE CIIyKEeOHOM 3alIMCKH);

TEKCT JOKYMEHTa;

JIOJDKHOCTB COCTABUTEISL, TTOJIMHUCH M paciiupOBKa IOJAUUCH — HaMIIINS, UMsI, OTYECTBO
aBTOpa CIy>XeOHOM 3aIKCKHU.

Ob6pazen B npunoxxeHuu Ne 14.

3.3.6.4. OObsACHUTENIbHAS 3aMHCKa, MO CYTH, SIBISETCS JOKYMEHTOM, OOBSICHSIOUIUM
BELIIIECTOSINEMY HEIOCPEACTBCHHOMY PYKOBOAMTENIO NPHUYUHBI HEBBIIOJIHEHUS IOPY4YEHUS,
(dakT HapyIeHHWs TPYJOBOH HIJIM TEXHOJOTHYECKOHW IUCIMIUIMHBL Tak ke OObSCHUTEIbHbIE
3aIUCKA HCIIOJIB3YIOTCS KaK COIPOBOJAUTENBHBIE COOOLIEHHS M CONPOBOXKIAIOT OCHOBHOI
JOKYMEHT, HANpUMEp IUTaH WIH OT4eT. B 3TOM cilyyae OOBSICHHTENbHAS 3allACKa MOSCHSET
COJIEP)KaHUE OTHEILHBIX TIOJNIOKECHHI OCHOBHOI'O JOKYMEHTa, B JTOM CJIy4yae 3amucka
odopMIsieTcs Ha 0011IeM OJTaHKe OpraHU3alluU.

Ecnu 0OBsSCHUTENbHBIE 3AITUCKH, OTPAXAIOT Kakue-I11u00 MpOUCLIECTBHS, CIOXKUBIIYIOCS
CUTYAIIHIO, TO OHU O(QOPMIISIIOTCS HA CTaHJApTHOM JHCTE OyMmMare U aipecyroTcs KOHKPETHOMY
BBINIECTOSIIIIEMY JIOJDKHOCTHOMY JiMIly. B cioydae oOTIpaBKU 3alHCKH II0 TOPU3OHTAIH
WCIIOJNIB3YIOTCS CIIYXKEOHBIE 3alIUCKHU.

PexBusnTamu 0OBACHUTENBHON 3aMUCKU SIBIISIIOTCSL:

anpecat (IODKHOCTb, (haMUJIHsl, UMS, OTYECTBO B IATEILHOM MAJEXKE);

JlaTa COCTaBIICHUS;

HauMeHoBaHue JokyMeHTa (O0BsCHUTEbHAS 3allUCKa);

3aroJIOBOK K TEKCTY JIOKyMeHTa (TOBOPHUT O MpeaMeTe ClIy )KeOHOH 3alliCKH ),

TEKCT IOKYMEHTa;

JIOJDKHOCTH COCTaBUTENsSI, IIOJINUCH M paciiupOBKa MOANUCH — GaMUIIUsL, UMSI, OTYECTBO
aBTOpa OOBICHUTEIHHON 3alHCKHU.

JIOKYMEHT MO CTPYKTYpE COCTOUT U3 JIBYX YacTei:
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dakTrueckas 4acTh, B KOTOPOH YKa3bIBAIOTCS (DAaKThbl, IOCIYXKHUBIIME IOBOJOM K €€
HAaIlMCaHHIO;

I IpuurHEIL, 0OBACHSIOIINE CIOKUBIIYIOCS CHTYAIUIO UM (haKT HapyIleHHs.

3.3.6.5. Jlo nmpejacTaBieHMsi COOTBETCTBYIOLIEMY IOJDKHOCTHOMY JIMILY  3alHCKH
(TOKNaZHbIE, aHATTUTHYECKHE, CITyXeOHBIE, OOBSICHUTEIbHBIC) IIPH HEOOXOAUMOCTH BU3UPYIOTCS
3aMHTEPECOBAHHBIMH JA0JIKHOCTHBIMH JIMLIAMHU.

3.4. Opranu3zanus J0KyMEHT0000poTa
3.4.1. Ilpuem, nepBuuHasi 00pabOTKa U pErUCTpaLys IOCTYIAIOIMX JOKYMEHTOR

3.4.1.1. B yHuBepcuTeTe BBIACHSIOTCS CIEAYIOIIUE NOKYMEHTOIIOTOKH: IOCTYyHAaromas
JOKYMeHTalus (BXOZIMIas); OTHpaBiseMas JOKyMeHTalus (MCXOonsllas); BHYTPEHHSsS
JIOKYMEHTAaI[H.

3.4.1.2. JloctaBka ¥ OTOpaBKa JOKYMEHTOB B YHHUBEPCHUTETE OCYILECTBIAIOTCS
CpeJICTBAMH MTOYTOBOM CBSI3U M 3IIEKTPOCBS3H.

3.4.1.3. Otnen 7AemonpoU3BOJCTBA YINPABJICHHSA JACIONPOM3BOICTBA M KOHTPOJIS
JIOKYMEHTOO0OpOTa OCYIIECTBISCT IpueM M 00paboTKy MOCTYyHalOIled B YHUBEPCHTET
KOPPECIIOHICHITUH.

3.4.1.4. Ilpu noxy4eHuH TOKyMEHTa pabOTHUK OT/IeJIa AEIOIPOU3BOICTBA IPOU3BOINT:

IIPOBEPKY TPAaBHJIBHOCTH aJPECOBAaHUS IOCTYMAIOUINX JOKYMEHTOB, IEJIOCTHOCTH
KOHBEpTa, MTAKeTa WM YIIAKOBKH, a IPU BCKPHITHM KOHBEPTA — HAJIW4YHE B HEM JOKYMEHTOB,
BKJIIOYAsl TPHJIOKEHUS;

COPTHPOBKY JOKYMEHTOB Ha MOJJIeXalUe U He MOJAJEeKAIUE PEerMCTpaluy COTJIACHO
npunoxenuro Ne 12 HHCTPYKIUY;

BBIJICJICHHE TOKYMEHTOB, aJPECOBAHHBIX B CTPYKTYpPHbIE NMOApA3/EeHUs] YHUBEPCUTETA
JUI TIepejiaud  JIOKYMEHTOB HEIOCPEACTBEHHO B CTPYKTypHOE IOApa3[cieHUE, MHUHYS
PYKOBOJICTBO.

3.4.1.5. llpu oOHapyXCHUHU TOBPEXACHHS, OTCYTCTBUU AOKYMEHTA HIJIM IPHJIOKEHHUS K
HEMY, a TaKXe HECOOTBETCTBHS HOMEpa, YKA3aHHOTO Ha KOHBEPTE, HOMEPY BIIOXKEHHOTO
JOKYMEHTa, COCTaBIISCTCS aKT B TPeX OK3EMIUIApax OJUH aKT OCTaerci B OT/eNe
JIEJIOTIPOU3BOICTBA, BTOPO# NPHOOIIAeTCs K MOCTYIUBIIEMY JOKYMEHTY, TPETUH HaIpaBlseTcs
OTIIPABUTENIO JJOKYMEHTA).

3.4.1.6. KouBepTsl (makeThl) HE MMOMJIEXKAT BCKPLITHIO IpH OOHapyXeHHH rpuda
orpaHu4eHus Jnoctyna K JokymeHTy («CekpeTHo», «Jlins ciyxeOHOro IONb30BaHUSY,
«Kondunennuanpaoy, «Kommepueckas TaliHa», «JIMIHO»).

3.4.1.7. KoHBEpTHl ¢ NOCTYIHBIIEH KOPPECHOHACHIMY COXPAHAIOTCS U NpPUIIAaratrorcs K
JIOKYMEHTaM B CJIy4asX, €CJIH aJpec OTIpaBUTENs yKa3aH TOJILKO HAa KOHBEpTE, €C/IH Jara
JOKYMEHTa M Jlara €ro OTIpPaBKH COTJIACHO TIOYTOBOMY INTEMIENIO HMEHT OOJbIIHe
PAcXOXKIACHHS BO BPEMEHH; €CJIH KOHBEPT HEOOXOIUM B KauecTBE OIIPAaBAATEIbHOIO IOKyMEHTa
K pacxojiam II0 OIIaTe KOPPEeCHOHACHIIHH.

3.4.1.8. Bce nOKyMEHTHI HE3aBHCHUMO OT crioco0a WX JAOCTaBKH, Iepeiadll MU CO3/IaHUs
PETUCTPUPYIOTCS OJIMH pa3: MOCTYIHBIIMX U CO3JAHHBIX JOKYMEHTOB OCYILIECTBIIIETCS B NIEHb
MOCTYIUICHUS, CO3/IaHusl (OAITMCAHMsl WM YTBEPKACHHUS) TUO0 Ha Cieayroluil pabouynii neHsb,
ecii MHO€ HE YCTaHOBJICHO 3aKoHojaTenscTBoM Poccuiickoil ®enepanuun. llpu nepenaue
JIOKYMEHTa W3 OJIHOTO IOApAa3JIeJieHus B JIPYro€ OH, KaK IIPaBUJIO, HE pPErHCTpHpYyeTCs.
JIOKYyMEHTBI PErUCTpPUpPYIOTCS B >XypHaiax. [IoBTOpHO (B HOApa3feNeHUsx) perucTparyio
TIPOU3BOJMTD HE CIIENyeT.

3.4.1.9. JlokyMeHTBI, TIOCTYNUBIINE B YHHUBEPCHUTET B pabouee BpeMs, MPOXOIAT
HEPBUYHYIO 00pabOTKY M MEPEAArOTCS Ha PETUCTPALIUIO B IEHb IOCTYIIEHUS], IIPU MOCTYIICHUN
B Hepabodee BpeMs — Ha CJIeAYIONINH pabouuii eHb.
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3.4.1.10. HoxyMeHTBI, noCcTynHuBIIHE ¢ oTMeTkaMu «CpouHo», «OrepaTHUBHO» H p.,
[IEpEAIOTCS Ha PErUCTPAIUIo He3aMeUIUTEIbHO.

3.4.1.11. Ha mnocrynaiomux JOKyMEHTaXx Ha OYMaXHOM HOCHUTENE, IIOJUIEXKAILNX
perucTpaniy, B HUKHEM IIPaBOM YTy CBOOOJHOM OT TEKCTa IOJie IEPBOro JIUCTAa JIOKyMEHTA
[IPOCTABNAETCS OTMETKA (1ITaMI) O MOCTYILUIEHUH € yKa3aHUEM JaThl MOCTYIIEHUS U BXOSIIETO
PErMCTPallMOHHOTO HOMEpa JOKYMEHTa, CIYKaIUX YHUKATbHBIM HICHTHHUKATOPOM JTOKYMEHTA
B CHUCTEME YIIpaBIEHHsS JokKyMeHTaMHu. Ha KoppeclnoHaeHIMH, HE MNOANEXKAIIEH BCKPBITHIO,
IITaMN CTaBUTCSI HA KOHBEPTE.

3.4.2. IlpenBaputenbHOe pacCMOTPEHUE TOKYMEHTOB

3.4.2.1. OtgenoM JnenonpoM3BOJACTBA YTIPABICHUS JENONPOU3BOJCTBA M KOHTPOJIS
JIOKYMEHTOO00pOTa TMPOU3BOIUTCS IIpPEJIBAPUTEIBHOE PACCMOTPEHUE JAOKYMEHTOB B IIEJSX
BBIJICJIEHUS] M3 BCEr0 MacchBa IOCTYNHUBIIEH KOPPECIIOHACHIUH JOKYMEHTOB, TpPeOYIOIIUX
0053aTeJIbHOT0  PAacCMOTPEHUS PEKTOpPOM yHHBepcuTera. JIOKYMEHTH, IIOCTYIHBINHE B
YHHBEPCHUTET IO BOIpOCaM, He TPEOYIOIIUM pacCMOTPEHUS PEKTOPOM, HANPABIISIOTCS OTAEIOM
JIeJIONPOU3BOJICTBA HENOCPENCTBEHHO B CTPYKTYpHBlE mojpasfeneHus. OCHOBaHHEM Jyis
IIPUHATHS pEUIeHHs B XOAE MPEABAPUTENIBHOIO pPAaCCMOTPEHMs SBISIETCS COJEpIKaHHE
JIOKYMEHTa, a He aJ[peCOBaHMe IOKYMEHTa COOTBETCTBYIOIEMY JODKHOCTHOMY JIMILY.

3.4.2.2. Pe3ynpTatoM NpeaBapUTENLHOTO PACCMOTPEHHs JIOJDKHO OBITH HaripaBJeHHE
JOKyMEHTa Ha BBIHECCHHE PE30JIIOLMHU ([IOPYUEHHS) PEKTOPa UIIN IIPOPEKTOPOB B COOTBETCTBUU
C YCTaHOBJICHHBIM B YHUBEPCUTETE PACIpENCICHUEM 00I3aHHOCTEH MEXIy PYKOBOJUTENIEM, €T
3aMEeCTUTEJISIMU U UHBIMH JTOJDKHOCTHBIMU JIUIIAMH.

3.4.3. ITopsanok paccMOTpeHHs TIOKYMEHTOB PYKOBOJCTBOM
YHHUBEPCHUTECTA M JIOBEICHHUS JOKYMCHTOB 10 UCIIOIHUTEIEH

3.4.3.1. JlokyM€eHTHI IEPEAOTCS HA PACCMOTPEHHE PEKTOPY TOJIBKO MOCIIE PETUCTPAIIHH.

3.4.3.2. Ilocne paccMOTpeHUs] PEKTOPOM JAOKYMEHTHI MepeNaloTcs B OTAEN TeKYIIero
xoutponst YJuK]J[ mns orGopa JOKyMEHTOB, TpeOyIOIIMX KOHTpOJIA, M IIPOCTaBJEHHS B
cBoOogHOM mpaBoM BepxHeMm yray mramna — KOHTPOJIb. OpuruHansl KOHTPOJBHBIX
JIOKYMEHTOB OCTAaIOTCSl B OTZEJe TeKYIero KOHTPOJIs, yKa3aHusl 110 UCIOJHEHHIO (PE30JIFOITHM)
BHOCATCS B  OKypH&JIbl  BXOMSIIEH  KOPPECHOHJIEHIIMM B  CHCTEME  JJIEKTPOHHOTO
JOKYMEHTOOOOpOTa M HAaIpaBJSIOTCS OTBETCTBEHHOMY HCIHOJHHUTENIO, COMCIIOJHUTENIM
(xomum).

3.4.3.3. JloxymeHTsl, He  TpebylollMe  KOHTPOJS, BO3BpallaloTcsi B OTAECH
JEJIONPOU3BOJICTBA Uil NEPEHECEHUs YKa3aHWUH IO HCHOJHEHUIO (PEe30JIIOLHMH) B JKypHAJBI
BXOJSIEH KOPPECIOHICHIIMM B CHCTEME JJIEKTPOHHOIO JOKyMeHTooOopoTa. IlomauHHHMK
JIOKyMEHTa ocTaeTcsl B oTAele AcyonpousBoactea Y {uK/l[, konuu 10KyMeHTa B COOTBETCTBHU C
yKa3aHUSIMU 110 HMCIOJIHEHHIO HAINPABISIOTCS IO CHUCTEME 3JIEKTPOHHOTO JTOKYMEHTOO0OpOoTa
UCIIOJTHUTEISIM.

3.4.3.4. Ha nokyMeHTsl, TpeOyloniye KOHTPOJS, IPOCTABISIETCS LITaMIT B CBOOOIHOM
npasoM BepxHeM yriny — KOHTPOJIb. OpurrnHansl KOHTPOJNBHBIX JOKYMEHTOB IIEPENArOTCA B
OTZEJI TEKYILEro KOHTPOJIsl, KOITUN HAIPaBIISIFOTCSI UCIIOJIHUTENSIM.

3.4.4. Opranuzauus paboThl ¢ OTIIpaBIsIEeMBIMU JTOKYMEHTaMU

3.4.4.1. OTBeTCTBEHHOCTh 3a cocTaBlieHHe U odopMJICHHE [HOKyMEHTa, a Takke
COIIACOBAHME IPOECKTA JOKYMEHTa C 3aUHTEPECOBAHHBIMU OPraHaMM BJIACTH M OpraHHU3aIfAMHU
(BHEIIHEE coOIVlacOBaHME), MPOPEKTOpaMH U PYKOBOAUTENSIMHU CTPYKTYPHBIX MOApa3zaesicHUit
yHHUBEpCHUTETA (BHYTpEHHEE COIVIaCOBAaHME) BO3JIAaracTcsi Ha CTPYKTYpPHOE INOApPA3NCNICHUE —
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MCIIOJIHUATENH IOKYMEHTA.

3.4.4.2. [IpoekThl JIOKYyMEHTOB YHMBEPCHUTECTa TOTOBSTCS Ha OllaHKaX YCTaHOBJICHHOMH
GOpMBI, a1 OTHPaBKH  JOKYMCHTOB, HE HUMEIOIIMX aJpECHOM 4acTH, TIOTOBSTCA
COTIPOBOJIUTENBHBIE IUCHMA.

3.4.4.3. Jlo mupencraBleHHss Ha IIOJNUCH MHCIOJIHUTCIL IPOBEPAET MNPAaBMIBHOCTD
odopMIIcHHST JTOKYMEHTOB, NpPAaBHILHOCTh aJpECOBaHMS, HAJIM4YME HEOOXOOUMBIX BH3,
IPUJIOXKEHHUM, TPH HEOOXOJUMOCTH — CIIPABOK, MOSCHHUTENBHBIX 3alHCOK, Pa3bSICHSIOIINX
coJiepyKaHue MOTOTOBJICHHBIX JOKYMEHTOB, JIHCTa (YKa3aTels) PACCHUIKH.

3.4.4.4. TlpoekTsl  JOKYMEHTOB  BH3UPYIOTCA  HUCIOJIHHUTEIEM  (PYKOBOIMTEIIEM
HoJpa3ieNicHns), Ipd HEOOXOAMMOCTH pabOTHUKAMM APYrHX CTPYKTYPHBIX IOApa3JelICHHM;
BH3bI MPOCTABJISIOTCSL Ha JIMIICBOH CTOPOHE IOCJEAHETO IUCTA JOKYMEHTA B HUXKHEH €ro YacTH,
Ha BTOPOM 3K3eMILIsApe (KOTHM) JOKYMEHTa WM Ha JIUCTE COIIACOBAHMI.

3.4.4.5. Beneuue mNepemuckH € BBIIIECTOSIIMMHE OPraHM3alMsIMH  OCYIIECTBISIETCS
PEKTOPOM HJIM MPOpPEKTOpaMy (O IOPYUYEHHIO PEKTOPA).

Benenre mepenuckyM OT MMEHH YHHBEPCHTETAa ¢ MHBIMH aIpecaTaMH OCYIECTBISETCS
PEKTOPOM, IPOPEKTOPaMH MIJIH PYKOBOIUTENSMM CTPYKTYPHBIX IOApasAENeHUH B Ipenaenax
CBOCH KOMIIETEHLINH.

3.4.5. Peructpariust OTIpaBIseMBIX JOKYMEHTOB

3.4.5.1. JokyMeHTbI, MOJMUCAHHBIE PpPEKTOPOM YHUBEPCUTETA IIEPENAIOTCS  Ha
PETUCTpAIIMI0O B OTHEN JCJIONPOM3BOACTBA YIIPaBIEHHs MACIONPOU3BOACTBA K KOHTPOJISL
JIOKYMEHT 0bopoTa.

3.4.5.2. Otnen Jeonmpou3BOJCTBA YIpaBIIEHHs  JEJNONPOM3BOACTBA M KOHTPOINA
JOKYMEHTOOOOpOTa OCYIIECTBIAET MPOBEPKY TPABHIBHOCTH OQOpMIICHHS OKYMEHTa,
KOMILTEKTHOCTH JOKYMEHTa M COOTBETCTBHS KOJIMUYECTBA 3K3EMIUIIPOB JOKYMEHTa CIHMCKY
pacChUIKH; HEMPaBUIBHO O OpPMIIEHHBIE JOKYMEHTHI BO3BPAIIAIOTCS UCIIOIHHUTEIIIO.

3.4.5.3. Peructpaiius  OTIpaBISIEMBIX JOKYMEHTOB OCYIIECTBISCTCS B JEHb MX
noanucanus (YTBEPXKICHUS ) WK Ha clleylolmuii paboynil neHb.

3.4.5.4. PerucTpalliOHHBIH HOMEp JIOKYMEHTa M [1aTa PCTUCTPAlMM IIPOCTABIIAIOTCA Ha
HOJUIMHHUKE JOKYMEHTA B PEKBH3UTaX OJlaHKa U Ha KOIINH, OCTAIOMICHCS B JIEIIE.

3.4.5.5. JlIokyMeHTHI, MOANUCAHHBIE PYKOBOOUTEIEM CTPYKTYPHOIO IMOApa3IeJICHHUs WU
HHBIMH  YIOJHOMOYEHHBIMH  COTPYIHHKAaMU CTPYKTYpHOTO IIOJpa3sfclIEeHMs, IOMJIekKAT
00s3aTeIBHON PErHCTpalli B OJKypHAJE pPETUCTpAllUM HCXOJAIIUX JOKYMEHTOB 3TOTO
CTPYKTYPHOTO MOIpa3/ieIeHusI.

3.4.5.6. Ucxongmmit HOMEp OTIIPABJISIEMOTO JIOKYMEHTa COJICPXKUT
JICIIONPOU3BOJACTBEHHBIA HHJIEKC CTPYKTYPHOTO NOJpa3JelieHus, [IOATOTOBUBIICIO JOKYMEHT U
HNOPSIKOBBIN HOMEP.

Hanpumep:

36-099

36 — nenonpoU3BOJACTBEHHBIN HHAEKC NOAPA3ACIICHHUS;

099 — nopsakoBBIf HOMEp JOKYMEHTa B JKypHAaje pEerucTpaluyd UCXonsuien
KOPpEeCIOHIEHIUH.

3.4.6. OTnpaBKa JOKYMEHTOB

3.4.6.1. OTripaBKy ~ HCXOJSIIIIUX  JOKYMEHTOB  PEKTOpa  NPOM3BOOUT  OTAEI
JICJIOIIPOM3BOICTBA Y IIPaBIEHUS IEIONMPON3BOCTBA U KOHTPOJIS TOKYMEHTOO00POTA.

3.4.6.2. Otaen AeI0npoM3BOJACTBA MPOBEPSET NPABUIBHOCTH OQOPMIICHUS HCXOMSIINX
JOKYMEHTOB, IMPOU3BOJAUT COPTUPOBKY JOKYMEHTOB IIO CIIOCOOY OTIpaBlIeHHUs (mpocras,
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3aKa3Hasi, MeXIyHapoJHas u JIp.).

3.4.6.3. HenpaBunbHO O(QOpMIICHHBIE JTOKYMEHTHI U KOPPECHOHICHIHS HECIYKeOHOro
XapakTepa K OTIIPaBkKe He MPUHUMAIOTCSI U BO3BPAIIAIOTCS B MOAPA3JIEIECHHE.

3.4.6.4. JIokyMeHTBI MOJJIEKAT OTIIPABKE B JI€Hb MX PETHCTPALUM MM HA CIIEAYIOLIH
pabounii AeHb.

3.4.6.5. CpouHas KOpPECIOHACHLIMS OTIPABISACTCA B IIEPBYIO OYEPEb.

3.4.6.6. OtnpaBnsemasl 1o J104YTe KOPPECIIOHJECHIMA IIPOXOJHUT YIIAKOBKY, aJpecOBaHUE
(mp¥ HanpaBJeHUH TOKyMeHTa GoJice 4eM B 4 aJipeca — B COOTBETCTBUM € yKa3aTeleM PacChUIKH,
KOTOPKIN COCTABISAETCS UCIIOJIHUTENIEM JOKYMEHTA), IIPOCTaBIEHHE CTOMMOCTH IOYTOBBIX YCIIYT
U TIepeiavy Ha OTIIPABKY B MECTHOE OTAEIICHHUE CBSI3H.

3.4.6.7. JIokyMeHTHI, HaIIpaBJiseMble II0YTOBOM CBSI3bIO B OJMH a/IPEC, BLIKIAABIBAIOTCS B
OJTMH KOHBEPT.

3.4.6.8. Ha 3akasHyr0 KOPpPECHOHACHIIMIO, Ha KOPPECIHOHIECHIMIO, HAIpaBJIIEMYIO B
aZpec HMHOCTPAaHHBIX OpraHM3alldif, Ha JOKYMeHTEl ¢ mnomeTrkod «Jlmsa cioyxeOHOro
I0JIB30BAHHS» COCTABIIAETCSA PEECTP, KOTOPBIHA 3aTeM BO3BpAIlaeTCsA B OTAEH JENONPOHU3BOICTBA
C pacumucKod pabOTHHKOB TIOYTOBOTO OTAEICHHSA CBSI3H, Kypheépa WJIM HHOIO JHMIA,
00ecIeYnBaloIero OTIPaBKy JOKYMEHTOB.

3.4.6.9. JlokyMeHTBI, MOAIMCAHHBIE PEKTOPOM M MNpeIHA3HAYEHHBIE JUIS OTIPABKH IIO
($aKCHMHMIIBHOM CBA3H, MIEPeJaoTCs B OTAEN JCIONPOU3BOICTRA C YKa3aHHEM HOMepa TeleoHa-
(akca aapecara.

3.4.6.10. O6paboTKka JOKYMEHTOB Ul OTIPaBKUA IOYTOBOH CBA3BIO OCYLIECTBISETCS
OTIENIOM JIeJONPOH3BOACTBA B COOTBETCTBUM ¢ [IpaBuiamMu okasaHHs yCIyr IOYTOBOM CBA3H,
yTBepXKACHHBIMEA IIpukazoM MUHHCTEPCTBA CBS3U M MAacCOBBIX KOMMYHHKauui Poccuiickoi
Qeneparmnn o 31 mons 2014 r. Ne 234, 10KyMEHTOB, IpPEIHA3HAYEHHBIX I OTIIPaBKU
TenaerpadHoOi CBA3BIO, B COOTBETCTBMU ¢ IlpaBHilaMH OKa3aHHs YCIyr TejerpadHoil cssy,
yreepkaenusiMu [TocranosnenueM Ilpaputensersa Poccuiickoit @enepanuu ot 15 anpens 2005
r. Ne 222.

3.4.7. PerucTpanus U NpoX0oXICHHE BHYTPEHHUX TOKYMEHTOB

3.4.7.1. OpuupansHas  mepenucka  MEXIY  CTPYKTYpHBIMH  IOJpa3/ICICHHUSIMU
YHHBEPCHTETA 3aIIPEIACTCS.

INepenaya wuHPOpMAIUM MEXIy CTIPYKTYPHBIMH MOJApA3JCINECHUsAMH YHHMBEPCHTETA
JIOJDKHA OCYIIECTBIATECA C MOMOIIBIO CIIY)KEOHBIX 3aIlMCOK, 3alIpOCOB, CIIPABOK, 3JIEKTPOHHBIX
COOOIIEHUH U Jp.

3.4.7.2. BuyTpeHHHE HOKYMEHTH! (CiIyXKeOHble 3allMCKH, CIIPAaBKM, CBOJKH H Jp.)
UCTIONIB3YIOTCS B TIpE/ieiax YHHUBEPCUTETa M pacCMaTPHBAIOTCS TEMH JOJDKHOCTHBIMM JIMIIAMH,
KOMY OHH aJ[peCOBaHBI.

3.4.8. [Topsimox oOpaboTKM U y4eTa
HHOCTPAHHOM KOPPECIIOHICHLIMH

3.4.8.1. MnocTpanHasi KOPPECHOHAEHIIUS, TIOCTYNAIOMas B YHUBEPCUTET U JOKYMEHTHI,
HanpapJseMble 3apyOeXKHBIM KOPPECIOHACHTAM, PETHCTPUPYIOTCS B OTAENE AEIOIPOU3BOACTBA
VYipaieHHs! IEIOIPOU3BOICTBA U KOHTPOJIS JOKyMEHT0000pOTa.

3.4.8.2. [locTynuBIlyI0 B YHHBEPCHTCT HHOCTPAHHYIO KOPPECHOHACHLMIO OTAEN
JIeJIOTIPON3BOICTBA HAIPABISIET JJIS IepeBoJia B Y IIpaBJIEHUE MEXAYHAPOIHBIX CBA3EH.

3.4.8.3. VipaBieHrie MEXIYHApOAHBIX CBs3e€l B TEYEHHE OIHOIO OHA OOECIIEYUBAET
IOATOTOBKY TEPEBOAa M aHHOTAIMM MOCTYIMHBIIEH HMHOCTPAHHON KODPECIIOHICHLIMH, Jaiec
HAmpapiseT IS PErHCTPalMd U TIPENCTAaBICHUS PYKOBOJACTBY B OTJEN JEIONPOM3BOACTBA
VipaBiieHus IeJIONPOU3BOACTBA U KOHTPOJIL JOKYMEHTO000pOTA.

3.4.8.4. [lojyIMHHAKY JTOKYMEHTOB, MOCTYIHUBIIMX OT 3apyO0eXKHBIX KOPPECIOHJEHTOB,
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OCTAalOTCs B OTJEJE AEJIOMPOU3BOACTBA, a KOTIMU HANPABJISIOTCS PYKOBOIMTENIO CTPYKTYPHOTO
NOoApasACiCHUs] — OTBETCTBEHHOMY MCIIOJHHUTENIO, COUCIOJHUTENSAM B COOTBETCTBHU C
pE30IIoIHNeH PYKOBOACTBA.

3.4.8.5. OrnpaBnsieMble B aapec HMHOCTPAHHBIX OPraHM3alMd W TpaXJaH JTOKYMEHTEI
TOTOBSTCA B ABYX DK3EMIUIApax Ha MHOCTPAHHOM M PYyCCKOM s3bIKax. B neno mommmsaercs
IIOJUTMHHUK HA PYCCKOM SI3BIKE M KOITHSI Ha HMHOCTPAHHOM SI3BIKE, a MOJIMHHMK Ha HHOCTPAHHOM
SI3bIKE HAIPaBJISICTCS afpecary.

3.4.9. Yuer u ananu3 o0beMOB TOKyMEHT00O0pOTa

3.49.1. Yyer 00BEeMOB JOKYMEHTOOOOpOTa BeAeTCs B LENAX COBEPIICHCTBOBAHHUS
opranusanud paboTel ¢ MOKYMEHTaMH W pacueTa ONTHMAJIBHOH YHCIEHHOCTH DPabOTHHKOB,
3aHATHIX B JICIOTPOU3BOJCTBE.

3.49.2. Anamu3s 00BLEMOB  JOKYMEHTOO0OpPOTa, CTPYKTYpPHl HOKYMEHTOIOTOKOB U
coziepKaHMs JOKYMEHTOB, MOCTYMAOMIAX B YHUBEPCUTET U CO3JaBAEMEIX MM, BEIETCS B IENAX
pallMOHATLHOTO  paclpefieNieHusl  AOKYMEHTONOTOKOB, — IOBBIMICHHS — HCIIOJHHUTEIbCKOM
JUCIMILIHHEL, KauecTBa U 3QGEKTHBHOCTU IPUHUMAEMBIX PELCHUH.

3.49.3. Jlauaple O  KOJNMYECTBE  JOKYMEHTOB  0000MIAIOTCS,  aHAIU3UPYIOTCS
VipaBieHueM OeNONPOU3BOACTBA W KOHTPOIS JOKYMEHTOOOOpPOTa M  HPEACTABISIOTCS
PYKOBOJCTBY YHHBEPCHTECTA B YCTAHOBIICHHOM IIOpSZIKE B BHJE CIIPaBOK (CBOJOK, OTYETOB)
CTaTUCTHYECKOTO U aHAIMTHYECKOIO XapaKTepa.

3.494.Tlog oObeMOM AOKYMEHTOOOOpOTa TIOHMMAETCS KOJMYECTBO JOKYMEHTOB,
NOCTYIHMBIIUX B YHUBEPCHTET U CO3JaHHBIX MM 32 OIpEICNIEHHBIH IEepHoJa BpeMeHH (Mecdll,
ron).

3.4.9.5. YyeT KOJHYECTBA JIOKYMEHTOB IIPOBOJUTCS IO PETHCTPAlMOHHBIM JAHHLIM B
MECTaxX PEerucTpaluy JOKYMEHTOB.

3.4.9.6. 3a eIUHUITY y4YeTa KOJUYECTBA JOKYMEHTOB IIPUHUMAETCS OK3EMILIAP TOKYMEHTA
(MONIMHHUK WM KOMHUS, €CIM 3TO EIMHCTBEHHBIM SK3eMIUIAP IOKYMEHTa). OK3EMIULIPHI
JOKYMEHTa, IojiydyaeMble B pe3yibTaTe KONUPOBAHUS HIM THPAXHUPOBAHMS JOKYMEHTa, B
o0beMe TOKYMEHTO000pOTa HE YUUTHIBAKOTCS.

3.4.9.7. Ilpn yyeTe HCXOIAIIMX JOKYMEHTOB COIIPOBOAUTENLHOE IUCEMO H NIPUJIaracMele
K HEMY JIOKYMEHTBI TPUHUMAIOTCS 32 OJTUH JOKYMEHT.

3.5. lokyMeHTaIbHBIH QOH YHHBEPCHTETA
3.5.1. Pa3paboTka 1 BeAeHHE HOMEHKIIATYPEI J€T

3.5.1.1. Homenknarypa Je1 — CHCTEMaTU3HPOBAHHBIA  IEPEYCHL  3arojI0BKOB
(HauMeHOBaHUU) e, 3aBOAWMBIX B YHUBEPCHTETE, C YyKa3aHMEM CPOKOB HX XpaHEHus,
oopMIICHHBIN B YCTAaHOBJIEHHOM HOPSIKE.

HoMeHkmaTypa e UCrob3yeTes Ui IPYNIIMPOBKY HCIIOJIHEHHBIX JOKYMEHTOB B JI€Na,
CHUCTEMATH3AIMd W ydyeTa JeJ, ONpeJeJeHHs CPOKOB HX XPAaHEHHS M IIOMCKa JOKYMEHTOB.
HomeHknaTypa fAen sIBISETCS OCHOBOH JUIl COCTAaBJICHMS ONMCEH JeN IOCTOSHHOIO M
BpeMeHHOro (cebimie 10 JeT) XpaHeHHs, a Takxe Juii ydeTa Jen BpeMmeHHoro (mo 10 mer
BKJIIOUHTEIIFHO) XPAHEHHS.

HoMenknatypa nen sBiseTcs OCHOBOM (OpMHpOBaHHS JOKyMEHTaILbHOro (oHaa
yHuBepcuTeTa. JloKyMeHTanbHBIH (GOHI YHHBEPCHTETa — COBOKYIHOCTh JIOKYMCHTOB,
00pa3yIoIIHXCs B IPOIECCE ero JIeITEIbHOCTH.

3.5.1.2. HoMeHKkIaTypa M€ COCTaBIsETCS Ha OCHOBE M3yUEHHUsl YCTaBa YHHBEPCHTETA,
HOJOXEHHN O CTPYKTYPHBIX IOJApasAcieHMsIX W IPYTHX JNOKYMEHTOB, PEeTrJaMEHTHPYIOUIUX
JEATENLHOCTh YHUBEPCUTETA U MOPANOK €€ JOKYMEGHTHPOBAHUS, a TAKiKe HOMEHKIATyp el 3a
IPEAIIECTBYIONUE OBl M JOKYMEHTOB, 00Pa3yIOLIUXCs B AEATEIbHOCTH YHUBEPCUTETA.
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3.5.1.3.B  yHuBepcHUTETE  COCTABJISIOTCS  HOMEHKIATYpPbl 1€ CTPYKTYPHBIX
nojpazaenenui  (mpuwioxkenue No 15) W cBogHas HOMEHKJIATypa [e€lI YHUBEpPCHTETa
(mpunoxenue Ne 16).

3.5.1.4. HomenknaTypa JAell CTPYKTYPHOTO TMOAPA3ACIICHUS] COCTABISACTCS pabOTHHKOM,
OTBETCTBEHHBIM 32  BCJIEHHE  JICJONPOU3BOACTBA  CTPYKTYPHOIO  IOZApa3JiceHus,
COTJIACOBBIBACTCS C ApXHBOM YHHBEPCUTETA, YIIPaBIECHUEM JEJIONPOU3BOACTBA M KOHTPOJS
JIOKYMEHTOO0OpOTa, MOJIMUCHIBAETCSI PYKOBOJAMTENIEM IOAPA3JCICHUs W IIPEACTABISETCS B
apXUB YHUBCPCUTETA.

3.5.1.5. BHOBp CcO3MaHHOE TIOJpa3JICICHUE B MECAYHBIH CpPOK pa3pabaThiBaeT
HOMEHKIATYpY Jie]l MOJIpa3iefieHUs ¥ IIPEJICTABISAET €€ B apXUB YHUBEPCUTECTA.

3.5.1.6. HomenknaTtypa €1 YHUBEpPCHUTETA COCTABIAETCS apXMBOM YHHBEpPCHUTETa H3
HOMEHKJIATYp Je/1 CTPYKTYPHBIX IOJpa3CIICHAH.

3.5.1.7. MeToan4YeCcKyO TIOMOLIL [PH COCTABJICHUH HOMEHKIATYPHI JI€JI YHUBEPCHUTETA
okaspiBaloT HammonaneHelii  apxuB  PecnyOnuku Caxa (SIkyTus) B COOTBETCTBHHM €
TPEXCTOPOHHHM corJianeHneM U lleHTpanbHas SKCIepTHas KOMHCCHS YHUBEpcUTeTa (naiee —
[19K).

3.5.1.8.0quH paz B 5 jer HOMEHKIATypa €N YHHBEPCHUTETA COIJIACOBBIBAETCS C
SKCIEPTHO-NIpoBepouHoit komuccueir (nanee — J1IK) MunucTepcTBa KyJAbTyphl U JIyXOBHOI'O
pazButus Pecniybnuku Caxa (SIkytus).

3.5.1.9. Homenknatypa nen yHHBEpCHTETa, NOANMCAHHAS HAYAIBHHUKOM YIIpaBiIeHUS
JIENIONPOU3BOJICTBA U KOHTPOJS NOKYMEHTOOOOpPOTd, YTBEPKIAECTCA PEKTOPOM YHHUBEPCHTETA
nociie ee corjacoBanus ¢ IIOK yHuBepcuTeTa He Mo3JHEE KOHIA TEKYIIETO I'oja ¥ BBOJIUTCS B
neiicTBue ¢ 1 ssHBaps CJIEeIYIOLIEro roja.

3.5.1.10. Hoxymenter ApxuBHoro ¢onna Poccuiickoit ®enepanuu, obpasyrompecs B
nporiecce AesTeIbHOCTH YHUBEPCHTETA MEPeIaloTCs Ha MOCTOSIHHOE XpaHeHue B HannonanbHbIH
apxuB Pecniyonuku Caxa (SxyTus).

3.5.1.11. B cnydae usMeHeHus: GyHKIUN U CTPYKTYPHl YHUBEPCUTETAa HOMEHKIATYpa Ae)
noanexur mnepepadorke u cornacoBaHuio ¢ OIIK MuHucCTepcTBa KynbTyphl M JIyXOBHOTO
pazButus Pecriybnuku Caxa (SIkytus).

3.5.1.12. Homenkiiatypa JneJl yHMBEpCUTETa TOTOBUTCS B MABYX OJK3eMIulspax: 1-i
SK3EMIUISIP Kak JIOKYMEHT MOCTOSHHOTO CpOKa XpaHEHUs IOMELIAeTCsl B JIEJI0 M XPaHUTCA B
apxuBe yHUBepcuteTa, 2-ii B HanuonansHoM apxuBe Pecrybmuku Caxa (SIkyTHs), ¢ KOTOpBIM
COTJIACOBBIBATIACH HOMEHKIIATypa Jiesl. Pabounii SK3eMIUIsp HOMEHKIATYPHL JIe]l MOXKET BECTUCH
B YIIpaBJICHUM JICIONPOHU3BOJCTBA W KOHTpOJS JOKyMeHToobopoTa M B apxuBe CBOVY B
9JIEKTPOHHOM BHJIE.

3.5.1.13. HomenknaTypa JeNl YHHUBEPCUTETA COCTABISIETCS II0 YCTAHOBIEHHOH ¢opme
(npunosxenue Ne 16):

3.5.1.13.1. B rpade 1 HOMEHKJIATYypHI Je] HPOCTaBISIOTCS WHAEKCHl Ka)XJOro nea,
BKJIFOUEHHOTO B HOMEHKJIaTypy. MHOEKC nena COCTOMT U3 YCTAHOBJIIEHHOTO B YHUBEPCUTETE
JIENIONPOU3BOICTBEHHOTO HHAEKCAa CTPYKTYPHOTO HOJpA3JEcHUs] M IHOPSAKOBOTO HOMEpa
3aroJIoBKa Jiella M0 HOMEHKJIAType B IIpelesiaX CTPYKTYpHOro nozpasiencHus. MHaekcwel nen
obo3Havarorcs apabckumu 1mbpamu. Hampumep: 12-05, rae 12 — HHJAEKC CTPYKTYypHOTO
nojpasjencaus, 05 — mopsIKOBBI HOMEp 3aroJIoBKa ena B pa3/ie/ie HOMEHKIIATyphl Aell.

B HoMeHknaType [H€1 pEKOMEHJYeTCsl COXpaHSATh OJMHAKOBBIE WHAEKCHI IS
OTHOPOJHBIX JIeJ B Ipelienax PasHbIX CTPYKTYPHBIX MOApA3NeNICHUH; AJIs MepexXoIsaliux ael
HHJICKC COXPaHSETCS.

3.5.1.13.2. B rpady 2 HoMeHKIaTypbI A BKJIIOYAIOTCs 3aT0JIOBKH e (TOMOB, YacTei).

3aroJIoBOK Jiejia 4eTko, B 0000111eHHOH GopMe oTpaXkaeT OCHOBHOE COJIepKAHUE U COCTAB
JIOKyMEHTOB JieJa.

Ecnu pneno, BKIIOYacMOe B HOMEHKIATYpPY €N, COCTOUT M3 OJWHAKOBBIX BUJIOB MU
Pa3HOBHJIHOCTEH JTOKYMEHTOB, B 3aroJIOBKE TAaKOro Jejla YKa3blBA€TCSi HaUMEHOBAaHUE BHIIOB
JIOKYMEHTOB, HallpuMep:
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ITpuka3sl yHUBEpCUTETA IO OCHOBHOM NEATENBHOCTH.

He pexomenayercss ynorpeONITh B 3arojoBKE JAeja HEKOHKpETHbIC (OPMYIHPOBKH
(«pa3Hble MaTepUaibly, «OO0IIas MepemucKka» M Jp.), a TakKe BBOJHBIE CIIOBA M CJIOXKHBIE
000pOTHL

3aroJoBOK  Jieja  COCTOMT M3  3JIEMEHTOB, paclojaraéMbulX B Clrenyroleit
IIOCJICIOBATCILHOCTY: Ha3BaHUE BHJA JAena (MepenucKa, KypHaJl U Ap.) WIH PasHOBHAHOCTH
JIOKYMEHTOB (TIPOTOKOJBI, TPHKA3bl H Jp.); Ha3BaHUE YHUBEPCHTETA HIH CTPYKTYPHOIO
1OJIpa3ieieHus (aBTOp AOKYMEHTA), Ha3BaHHWE OpraHHM3aillid, KOTOpPoi OydyT aapecOoBaHBI WIIH
OT KOTOPO# OyAyT MOJTy4YeHBI JOKYMEHTHI (afpecaT WU KOPPECIOHAEHT AOKYMEHTA); KpaTKoe
coJiepXaHue JTOKYMEHTOB JieNla;, Ha3BaHME€ MECTHOCTH (TEppUTOpPHH), C KOTOPOH CBSI3aHO
coJiepXKaHue TOKYMEHTOB JieNa; Aara (MepHok), K KOTOPbIM OTHOCATCS JOKYMEHTHI JIea.

B 3aronoBkax e, CoASpXKallMX JOKYMEHTHI 110 OZHOMY BOIIPOCY, HO HE CBSI3aHHBIX
IOCJIEIOBATEILHOCTRIO UCIIOJIHEHWSA, B KaueCcTBe BUIA Jela YHOTpedisseTcss TepMUH
«JJOKYMEHTBI», a B KOHIIE 3arojioBka B CKOOKax YKa3bIBalOTCS OCHOBHBIE Pa3sHOBHUIHOCTHU
JIOKYMEHTOB, KOTOPbIE TOJDKHBI OBITH CIPYIIIMPOBAHEI B Aeiie (0030pBl, CBOAKH, CIIPABKHU U T.1.),
HalpUMep:

JIOKYMEHTHI O pacCMOTpEHHH oOpaleHui rpaknaH (0030pbl, CBOIKH, aHAIUTHYECKHUE
CIIPaBKH).

B 3aronoBkax jes, coaepiKallnX MepenucKy, YKa3blBaeTcsl, ¢ KEM U 110 KAKOMY BOIIPOCY
OHa BeJIeTCsI.

B 3aronoBkax Jien, COJACpXKAaIUX MEPENHCKYy € ONHOPOJHBIMH KOPPECHOHACHTAMH,
MOCJICTHAE HE YKA3hIBAIOTCS, 8 yKa3hbIBaeTCsl UX 00I1ee BUIOBOE Ha3BaHUE, HAIIPUMED:

[Tepenucka ¢ apXWBHBIMH YYPEXKICHUSMH O KOMIUICKTOBaHHH ApXuBHOro ¢GoHzaa
Poccuiickoit ®enepaiiyin Hay4HO-TEXHUYECKOH TOKyMEHTALUEH.

B 3aronoBkax nen, cojaepXaliuX MEpenucKy C Ppa3HOPOOHBIMH KOPPECIOHICHTAaMH,
MOCJIEJHUE HE IIEPEYHCIISIOTCS, HAllpUMED:

[Tepenucka 06 opraHu3aIiiy CEMUHAPOB U COBEIIAHMM 110 BOIIPOCAM JOKYMEHTHPOBAaHHUS
VIIPaBJIEHYECKOH 1eITeTbHOCTH.

B 3aroyioBke jJena yKa3bIBaeTCs KOHKPETHBIA KOPPECIIOHACHT, €CIN IEPENNCKA BeaeTcs
TOJILKO ¢ HUM, HaIlpUMep:

ITepenucka ¢ enepanbHbIM apXUBHBIM areéHTCTBOM O METOJMKE pabOTHI ¢ JOKyMEHTaMHU
¥ Tiepeaye ux B coctaB ApxupHoro ¢onja Poccuiickoit @eaepanun.

[lpu oOGo3HayeHMM B 3aroJIOBKax /A€l aJMUHUCTPATUBHO-TEPPHTOPHANIBHBIX €IUHMIY
YUHATHIBAETCS CIEAYIOIICC: €CJIU COJepKaHWe JieNa KacaeTcs HECKOJIBKUX OTHOPOIHBIX
aIMHHHCTPATUBHO-TEPPUTOPHANBHBIX €AMHHUII, B 3aroJIOBKE J€jla HE YKa3blBAIOTCS UX
KOHKpEeTHBIe Ha3BaHUs, a YKa3bIBaeTCs UX oOIIee BUAOBOE Ha3BaHHE, HAIlpUMED:

[lepenucka ¢ riaBaMH MYHHLMIAIBHBIX OOpa3sOBaHUN O LENEBOH KOHTPAKTHOM
OJATOTOBKE CIIEIMAJIMCTOB.

Ecnu coniepikanue Jiena KacaeTcs OQHOH aIMUHUCTPAaTUBHO-TEPPUTOPHATILHON €IHHHUIIBI
(HaceneHHOro MyHKTa), e (ero) Ha3BaHUe YKa3bIBAETCs B 3ar0JIOBKC JI€N1a, HAIpUMED:

[Mepenucka ¢ ¢umumamom PIAHT/I (r. Camapa) o6 HCHONB30BaHUU apXUBHBIX
JIOKYMEHTOB IIPH PEKOHCTPYKIIMU TEXHUYECKHX OOBEKTOB.

B 3arosoBkax jen, coepaiifx miaHOBYIO WK OTYETHYIO JOKYMEHTALMIO, YKA3BIBACTCS
nepuo (KBapTay, rom), Ha (3a) KOTOPBIHA COCTaBJICHHI IJIaHbI (OTYETHI), HAIPUMED:

l'ogoBele  OTYeTBI ~AJIMHUHHCTPATHBHO-XO3SIICTBEHHOTO  yIpaBieHus o0 pabore
ABTOTpPAHCIOPTA.

Ecnu neno OymeT cocTosATh M3 HECKOJIBKUX TOMOB WJIM YacTel, TO cocTaBiseTcs o0Imuid
3aroJIOBOK JiejIa, a 3aTeM IpH HEOOXOAUMOCTH COCTABISIOTCS 3ar0JIOBKH KaXJI0r0 ToMa (JacTH),
YTOYHSIOLIHE CO/IepaKaHue 3aroIoBKa JIea.

[Topsytox  pacriojyioXeHUs] 3arojloBKOB  JIEI BHYTPH Ppa3AciIoOB M HOApPa3ciioB
HOMEHKJIATYPBI JIeJI ONPEACSCTCS CTENEHBI0 BAXXHOCTH JIOKYMEHTOB, COCTABJISIFOINMX JeNa, U HX
B3aMMOCBSI3bI0. B Hauane pacronararoTcst 3arojlOBKH J€Jl, COACpXKallliX OpraHH3ailMOHHO-
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pacHnopsiIUTEIIBHYIO IOKyMEHTAIIHIO.

3arosioBKH JeJ1 MOI'YyT YTOYHSITHCS B Ipoliecce GOpMUPOBAHUS U 0popMIIEHUS ae.

3.5.1.13.3. I'paha 3 HOMEHKIATYpPBI A€ 3aIOJHAETCS 10 OKOHYAHWH KaJI€HJapHOro roja.

3.5.1.13.4. B rpade 4 yka3pIBacTCsl CPOK XpaHEHHUs Jejia, HOMeEpa CTaTeH 1o NMepeyHro, a
MPH €ro OTCYTCTBHUH — 110 THUIIOBOM WJIM MPUMEPHONR HOMEHKIAType A€Jl MM COIVIACOBAaHHBIN ¢
HamuonansaeiM apxuBoM Pecniy6nuku Caxa (SIkyTrs) Cpok XpaHEHHUsI.

3.5.1.13.5. B rpade 5 «IlpumMeuanue» yka3bIBalOTCs HA3BaHUs IE€PEYHEH NOKYMEHTOB,
HCITOJIb30BAHHBIX TIPH ONpEACNICHHH CPOKOB XpAaHEHHUs JeJ, IPOCTaBIAIOTCI OTMETKH O
3aBeCHUM JAed (B TOM 4YHCJIE B JJICKTPOHHOM BHJIE), O IEPEeXOIIIuX JHenax (Hampumep,
nepexoasimee ¢ 2010 r.), 0 BbIIEIECHUM I K YHHYTOKEHHMIO, O JIMIAX, OTBETCTBEHHBIX 3a
dbopMupoBaHHE NelT, 0 Iepeaade AeN B Apyroi ¢enepanpHblil opraH HCIOIHHUTEIBHOM BiacTu
JUISL TIPOJTOJDKEHUS U TTP.

3.5.1.13.6.Ecnu B TeyeHwe TroJa B  YHHUBEPCUTETE  BO3HUKAIOT  HOBBIE
JIOKYMEHTHPOBAHHbIE Y4aCTKH PabOTHI, Ha HHUX (OPMHUPYIOTCS COOTBETCTBYIOIIHUE JeNia, OHH
JIOIIOJTHUTENILHO BHOCATCS B HOMECHKJIATYpy. /I BHOBBb 3aBOJMMBIX €]l B KKIOM pasjele
HOMEHKJIIATYPbI OCTABIISIOTCS pe3epBHBIE HOMEpA.

3.5.1.13.7. Ilo okoH4YaHHH roa B KOHIIE HOMEHKIIATYPHI A€ AEJIa€TCsl HTOrOBasi 3aliCh O
KOJIMYECTRE 3aBEJICHHBIX /1€ (TOMOB).

3.5.2. ®opMupoBaHUe el U UX TEKYIee XpaHEHUE

dopmupoBaHye el — TPyNIUPOBKA UCIIOJIHEHHBIX JJOKYMEHTOB B JI€jla B COOTBETCTBHU C
HOMEHKJIATypoit Ies ¥ cucTeMaTu3alius JOKYMEHTOB BHYTpH €A,

3.5.2.1. lena B yHuBepcuTeTe GOPMHUPYIOTCS NEIEHTPAIN30BAHHO, T. €. B CTPYKTYPHBIX
MOApa3JIeIeHUSIX JIUIIaMU, OTBETCTBEHHBIMH 32 JENOIPOU3BOACTBO.

3.5.2.2. MeToaudeckoe pyKOBOJICTBO M KOHTPOJb 32 MPAaBUIBHEIM (HOPMHPOBAHUEM JIEI
B By3¢ OCYIIECTBIIIIOTCS YUpPaBIeHHEM JEONPOU3BOJACTBA U KOHTPOJA JIOKYMEHTO000poOTa,
apXUBOM YHHUBEpPCHUTETA.

3.52.3.Tlpu ¢opMupoBaHuM J€l B CTPYKTYPHBIX IIOAPA3JEICHUSAX YHHBEpPCHUTETa
Heo0X0auMO coOIoNaTh CleayIoNpe o0IIue IpaBuia:

MOMEIIAaTh B JICJIO HCIOJHEHHBIE JIOKYMEHTBl, COOTBETCTBYIONIHE IIO0 CBOEMY
COJIepKaHHUIO 3aTOJIOBKY Jiefia 10 HOMEHKIIATYPE;

IIOMeNAaTh BMeCTe BCe JOKYMEHTHI, OTHOCSIIIHECS K pa3pellieHHIO OAHOIO BOIIPOCa;

ITOMEINATEH IPHIIOKECHUS BMECTE C OCHOBHBIMU JOKYMEHTaMHU;

IpyONHpoOBaTh B JEJI0 JOKYMEHTHl OIHOTO KaJIEHIApHOIo TIO0Ma, 3a HCKIIOYEHHEM
MepEXOAIINX AETT;

pasfenpHO TPYIIHPOBaTH B Jiela JOKYMEHThl IIOCTOSIHHOIO M BPEMEHHBIX CPOKOB
XpaHEeHUs],;

BKJIIOYATH B JIEJO IO OJHOMY 3K3eMILIIPY KaXKJI0TO JOKYMEHTA;

moMemiath B gAefda (akcorpaMMbl, TeJlerpaMMbl, TeneOHOTpaMMBbl Ha  OOIIMX
OCHOBAHHUSIX;

HOMCIIATE B JEJI0 HNOKYMEHT, MPABHJIBHO M MOJHOCTBIO OG(OPMIIEHHBIH (JIOKyMEHT
JIOJDKEH UMEThH J1aTy, MOANUCH U JIP. PEKBU3UTHI);

He TOoMeIaTh B JeJo JOKYMEHTHI, IOJUIeXalllie BO3BpaTy, JIHIIHUE 3K3EMIUSIPHl H
YEPHOBUKH (33 UCKITIOUEHHEM 0CO00 IIEHHBIX);

mo o0beMy JIeJI0 HE JIOJDKHO mpeBbimaTh 250 JIHUCTOB, NpU TONIIMHE He Oonee 4 cM
(TonmuHa nen co cpokamMu xpaHeHuss no 10 jer He nomxHa npesbiuate 10 cm). Ilpu
MPEBBIIICHUY JAaHHOTO 00heMa 3aBOUTCS BTOpoil ToM. 1py Haluuuy B ZieNe HECKOJIBKUX TOMOB
(dacTei) MHAEKC U 3arojiOBOK Jejia NPOCTABISIIOTCA Ha KaXIOM ToMe ¢ noOaBlieHHEM
obo3naveyui: "T. 1", "T. 2" u T.1.

JIOKYMEHTBI BHYTPH JI€/ia PACIIONaraloTcsl CBepXy BHH3 B XPOHOJOIMUYECKOH, BOMPOCHO-
JIOTUYECKOH MOCIeI0BaTEIFHOCTH WU UX COYETAHHH.
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PacnopsaurtenbHble TOKYMEHTHI TPYIIMPYIOTCS B JleNla 1O BHJAM U XPOHOJIOTHH C
OTHOCSIIIMMMCS K HUM IIPUJIOKEHHSIMH.

[IpoToKoJBI B IeNie paciiolaraloTcsi B XpOHOJIOTHYECKOM MOPAIKE 10 HOMEpPaM.

JIOKYyMEHTBI K 3aceJaHMsIM TPYIIIUPYIOTCS B OTIEJIBHOE JENI0, TaK e, KaK U IPHIIOXKEHHUS
K IIPOTOKOJIaM, €I OHM cojiepKat OoJsiee 25 cTpaHuLl.

JIokyMeHTBI K IIPOTOKOJIaM, €CJIH OHU CrPYUIMPOBAaHBl B OT/CIbHBIE Jiela,
CHUCTEMAaTU3UPYIOTCSI BHYTPH JI€JIa IO HOMEpaM IPOTOKOJIOB.

Ilonoxenus, ycTaBbl, HHCTPYKIIMH, YTBEPKACHHBIE PacOPSAUTENBHBIMY 10KYMEHTaMH,
SIBJIIOTCSI IIPUJIOKEHMSIMU K HUM M TPYIIIUPYIOTCS BMECTE ¢ YKa3aHHBIMU JOKYMEHTaMH.

Ilpukaspl 110 OCHOBHOM MAEATENBHOCTH TIPYNIHUPYIOTCS OTIEIBHO OT NIPUKA30B II0
JINYHOMY COCTaRYy.

[Ipu GopmMupoBaHUHN NPUKA30B M0 JIHYHOMY COCTaBy (GOPMUPYIOTCS B OTAETBbHBIE Acia
IpHKa3bl 110 JIMYHOMY COCTaBy IIO pa3jid4HBIM BOIPOCaM, B COOTBETCTBHH CO CpOKaMH
xpaHeHus. Hanmpumep, mnpuka3zsl o0 TpHeMe, IEepeMelleHHH, YBOJIBHEHHMH pabOTHHKOB
(GOpMHPYIOTCSI OTZIEBHO OT MPUKA30B 110 APYTHM BoIlpocaM (KOMaHIMPOBKAM H T.1I.).

VYTBepKICHHbIE IJIaHBl, OTYETHl, CMETHI, JMUMMTbI, TUTYJIBHBIE CIIUCKH H JpyrUe
JOKYMEHTHI I'PYNIIUPYIOTCS OTACIBHO OT HX IIPOEKTOB.

JIOKyMEHTBI B JINYHBIX A€NIaX pacIoJlararoTcs [0 MEpe X MOCTYIIJICHHS.

Ob6parenus (IpeUIOKEHUs, 3asBI€HUS W JXaloObl) rpakJaH II0 BoIpocaMm paboThI
YHUBEpPCHUTETA, €ro Moipa3JelieHuii 1 Bce JOKYMEHTHI 110 UX PACCMOTPEHHUIO U HCIIOTHEHHUIO
IPYNIIUPYIOTCS OTACABHO OT 3asBJICHUM Ipa)<1aH IO JMYHBIM BOIIPOCAM.

Ilepeniucka rpynnupyercs, Kak @paBWIO, 3a IEpHOA KaJICHIApPHOTO roja H
CHCTEMaTH3UPYETCsl B XPOHOIOIHYECKOM ITOCIEN0BATENBHOCTH: JOKYMEHT-OTBET ITOMEIACTCs 3a
JOKYMEHTOM-3anpocoM. IIpM BO30OHOBIEHMM IIEpENHCKH II0 ONPEACICHHOMY BOIPOCY,
HauaBllelcs B MpebIAyIeM Tofy, JOKYMEHTHl BKIIIOYAIOTCSI B JI€JI0 TEKYIIero roja ¢
yKa3aHUEM HHJEKca Jiena IpeIblIyIero roja.

3aKOHYEHHBIC JCIOINPOU3BOJACTBOM JJIEKTPOHHBIE JIOKYMEHTHl (QOPMHPYIOTCS B Jena
(Tmamky, IUPEKTOPHHM) B COOTBETCTBUM C HOMEHKJIATYpOH J€J YHMBEPCHUTETA, OTACIBHO OT
JOKYMEHTOB Ha OyMa)XHBIX HOCHTENSIX, Ha JKECTKOM JHCKE CIEHUAIBHO BBIJICICHHOIO
KOMIIbIOTEPA.

Hena co 1Hs MX 3aBeICHUS J10 Nepelavd B apXUB YHHUBEPCHUTETA MJIM HA YHUYTOXKCHHE
XpaHATCS 10 MECTY X POpMHUpOBaHHSL.

Jena cuuraroTcst 3aBelcHHBIMA C MOMEHTA BIJIIOYEHHS] B HUX IIEPBOTO MCIIOJIHEHHOTO
nokyMmeHTa. [locne ucnonHeHus JOKYMEHTOB U OKOHYaHUs pabOThl C HUMU OHHM IOMEIAIOTCS
(mommmBarorcs) Juis obecnedeHust GPU3MYECKON COXPAHHOCTH B TBEPABIE OOJIOKKH UTH IAIKH-
PETHCTPaTOPHI.

3.524.B KaxIoM CTpPYKTYpHOM IOApa3feicHUH  BBLACIAIOTCS  COTPYIHMKH,
OTBETCTBEHHBIE 32 COXPAHHOCTH JOKYMEHTOB M ()OPMHpOBaHHE UX B Jeha (Kak MpaBHIIO, ITO
COTPYIOHHMKHM, OTBEICTBEHHbIE 3a JEJONPOU3BOJACTBO). PykoBoauTenu mnoapasfeleHuil u
YKa3aHHBIE COTPYAHUKHN 00ECTIEYHBAIOT COXPAHHOCTh JOKYMEHTOB H JIEI.

3.5.2.5. lns obecriedyeHNss COXPAHHOCTH M y4yeTa JOKYMEHTOB U JeN, JIOCTYNa K HHUM
IPOBOJIUTCS. KOMIUIEKC paboT:

CO3/IaHUE ONTUMAJIBHBIX TEXHHYECKUX ((U3NUECKNX) YCIOBUM XpaHEHUS JOKYMEHTOB H
ACIT;

pasMelleHue A€,

IIPOBEpKa HAJIM4Usl U COCTOSIHHSI JOKYMEHTOB U J€Jl;

COOTIOZEHNE TIOPsI/IKA BBIAAYH JEIL.

Jena pasmematorT B pabounMx KOMHaTax WIKM CHELMAIbHO OTBEIEHHBIX Ui OTOU NENH
HNOMEIIEHUSIX B 3anMparoinuecs: ukadpl, cedsl 1 T.II., YTOOBI 00€CTIeUUTh UX COXPAHHOCTH U
3alUTy OT BO3JEHCTBUS IIBUIM U COJTHEYHOI'O CBETA.

Jena B mixadax aius ux ydera W OBICTPOTO IMOHCKA PaCIOJIAraloTCs BEPTHKAILHO,
KOpEeLIKaMu Hapy»y M B COOTBETCTBHM C HOMEHKJIaTypod nei. Ha kopemkax oGmoxex nen
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YKa3bIBAIOTCS WHIEKCHI MO HOMEHKiIaType aAei. HoMeHknaTypa Ael MWIM BBIIUCKA W3 HeEe
TIOMelnaeTcs Ha BHYTPEeHHEH cTopoHe IuKada.

[pu noucke Kakoro-mubo JOKyMEHTa BHa4aJle CleAyeT HaliTH Hy KHBIH 3aroJOBOK Aena,
a 3aTeM 110 HHAEKCY Jela - COOTBETCTBYIOIIYIO IIalIKy Ha MOJIKE.

3.5.2.6. llena pokyMeHTanbHOIro (oHAA YHHUBEpPCUTETa, HAXOMSIIMECSs HA TeKyIleM
XpaHeHuHu, mnoanexar ydery. llepuoamuecku, Kkak IIpaBUIJIO, Tepel IepeAadedl B apXuB
YHHBEPCHUTETA, IMPOBOJUTCS TPOBEpPKA HAJNUYMSI U COCTOSHUS IOKYMCHTOB H J€l B UENsIX
YCTaHOBJICHHS (PaKTHUECKOTO HAJIMYHUS A€ M COOTBETCTBHUSI UX KOJUYECTBY, YUCIALIEMYCS IO
HOMEHKJIAType JAEI.

ITpoBepka HaTHUHSA ¥ COCTOSIHUS JJOKYMCHTOB U JIEJ IIPOBOAUTCS IIPH IIEPEMEIICHUH JIeT,
IpU BO3BpaTe Jell, TP CMEHE PYKOBOIHUTENS CTPYKTYPHOTO IIOAPA3JIEICHHUS, PYKOBOIUTEIS
YopaBiaeHHs JIENOMPOU3BOJCTBA M KOHTPOJIS JOKYMEHTOOOOpOTa, IpH PEOPraHMU3alliyd |
JTUKBUIAIIMN YHUBEPCUTETA UK €r0 CTPYKTYPHOTO MOAPA3ACIICHUS.

IIpoBepka HaU4Ms MPOBOJIUTCS ITyTEM CBEPKH CTaTed HOMECHKIATYPHI A€ ¢ ONMCAHUEM
nen Ha oO0JoXKe, a (U3MYECKOE COCTOSIHHE JeNl ONpeleNsercss IIyTeM HX BH3YaIBHOTO
npocMoTpa. Bce oOHapyXeHHBIE HEIOCTATKH (QUKCHUPYIOTCS B aKT€ INPOBEPKU HAIMYUS H
COCTOSIHHUS JICJL.

B cirygae yTpaThl JIOKYMEHTOB M JeJ1 IIPOBOJMTCS CIIy)KeOHOE paccieoBaHHe, I10
pe3yJbTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B yTpare, HECET OTBETCTBEHHOCTH B YyCTAHOBIICHHOM
HOPSIIKE.

3.5.2.7. Beimaua gen JOpyruMm  IIOApA3ZENCHUSAM INPOU3BOJAUTCA C  pa3pellcHus
PYKOBOJIUTENS CIYXKOBI JIeIONPOU3BOJCTBA. Bhimaua fen CcOTpyIHHUKAaM IOApasAeiIeHuil as
paboThl ocymecTBisieTcss mon pacnucky. Ha BeIaHHOE €0 3aBOJMTCS KapTa-3aMeCTHUTEIb,
HoMellaeMasi Ha MeCTO BBIJAHHOTO Jejia. B Hell yka3pIBaeTcsi CTPYKTYpHOE IMOIpasjeiieHHe,
HHIOEKC Jeja, Jara ero BbIIayd, KOMY JIeJl0 BBIIAHO, Jara €ro BO3BpallleHHs,
MpeaycMaTpUBaIOTCs rpadbl IS pacyCcOK B MOJNYYEHHH H IIpUEME JETa.

Jlema  BBIgAlOTCA BO  BPEMEHHOC  IIOJIb30BaHHE  COTPYAHUKAM  CTPYKTYPHBIX
IOJipa3/IeJICHUi Ha CPOK He OoJiee 0THOTO Mecsla U MOCIe ero UCTeYEHU MOMIEekKaT BO3BpaTy.

WHBIM TOCYZapCTBEHHBIM OpraHaM M OpraHM3alysM Jieja BBIAAIOTCS Ha OCHOBAaHHMM HX
MUCBMEHHBIX 3alpOCOB C paspeHieHUss PeKTopa HIHM INPOPEKTOpa, KYPHUPYIOLIErO BOIIPOCH
JIENOMPOU3BOJICTBA, TIO aKTaM.

Ecnu oTAenbHBIE JOKYMEHTBI, )K€ BKIIIOUCHHBIE B JEJIO, HAXOJsIIeecs Ha TeKylUIeM
XPaHEHHH B CTPYKTYPHOM IMOAPA3ACIICHUM, BpEMEHHO TPeOYyIOTCS COTPYIHUKY, OHU MOTYT OBITh
BBIJIaHBI M3 Jicjla OTBETCTBCHHBIM 3a (OpPMHpOBaHME UM XpaHEHHE Jiell, a Ha HX MeCTO
BKJIQ/IBIBACTCS JIUCT-3aMECTHTEIIb, C yKa3aHHEeM — KOrja, KOMy M Ha KakoW CpOK BBIJIaH
JIOKYMEHT.

3.5.2.8. I3psiTHE JOKYMEHTOB M3 [l IIOCTOSHHOIO XpaHEHHS JOIyCKaercs B
WCKIIOYMTCIBHBIX CIy4asX ¥ IIPOM3BOJUTCS C pas3pelleHuss peKTopa YHHUBEpPCHTETa C
OCTaBJICHHEM B JIeJIe 3aBEPCHHOM KOMUY JOKyMEHTa U aKTa O IPUYMHAX BBIJIA4YM ITOVIMHHUKA.

3.5.3. IloaroroBka JOKYMEHTOB H AEI K Ilepeaade
Ha apXHUBHOE XPaHCHUE

3.5.3.1. TloaroroBka DOKYMEHTOB MU JeJl K IIEpefade Ha apXUBHOC XpaHEHHE M Ha
YHUYTOXEHHE MpelycMaTpUBaeT:

9KCIEPTU3Y HEHHOCTH TIOKYMEHTOB;

odopmiieHue aen;

COCTaBJICHHE ONMCEH AeJl IO pe3ylbTaTaM dKCIEPTU3bl MX HEHHOCTH;

COCTaBJICHHE aKTOB Ha YHHUUYTOXXEHHE JIOKYMEHTOB M [IeJl C HCTEKIIMMH CpOKaMu
XpaHeHHUsI.

3.5.3.2. JIn1 opraHuzallid M TPOBEACHUS IKCIEPTU3bl IEHHOCTH JOKYMEHTOB B
denepalbHOM — OpraHe HUCHOJIHHWTEIBLHOH BJIacTH  CO3LAETCS  IIOCTOSHHO — JAEHCTBYIOIIAS
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HeHTpaJibHas JKcreptHas komuccus (manee — [IOK) u, mpum HeoOXOOMMOCTH, SKCICPTHBIE
KOMHCCHU B CTPYKTYpHBIX monpaznenenusx (manee — OK), nefcTByrolliie Ha OCHOBaHHH
TIOJIOKEHUH, YTBEPXKJIACMBIX, COOTBETCTBEHHO, PEKTOPOM YHHBEPCUTETa I PYKOBOJHUTENIEM
CTPYKTYpPHOT'O IIOJIpa3AeTICHUS.

3.5.3.3. DxcnepTuza LEHHOCTH HOKYMEHTOB IIOCTOSSHHOIO M BPEMEHHOI'O XpaHCHHUS
OCYILECTRIISIETCS. €KEroJHO B CTPYKTYPHBIX IIOJIpa3JieICHUsIX YHMBEPCUTETa pabOTHHKAMH,
OTBETCTBEHHBIMH 3a BeJicHME Jenonpou3BocTsa, coBMecTHO ¢ [1OK (OK) mon meromuueckum
PYKOBOJICTBOM apXHBa.

3.5.3.4. Ilpy mpoOBENEHHH 3KCIEPTU3BI LIEHHOCTH JOKYMCHTOB OCYIIECTBIIIETCS OTOOp
Jle]l TIOCTOSSHHOTO M BpeMeHHoro (cBbiue 10 mer) xpaHenws i IEepefadd B apXuB
YHHUBEpCHUTETa; oTOOp JesT ¢ BpEMEHHBIMH cpokamu XpaHeHus (1o 10 neT) u ¢ nmomertkoii «Jlo
MUHOBaHMSI HaJOOHOCTM», TOJUIeXKAIUX JajbHeHlleMy XpaHCHMIO B  CTPYKTYPHBIX
NOJPA3JICICHUAX, a TaKXkKe BBIJCNICHHE K YHUYTOXEHHWIO AeNl 3a NPEIBLAYyINHE IOJBI, CPOKH
XPaHEHHUsI KOTOPHIX UCTEKIIH.

3.5.3.5. OT60p AOKYMEHTOB JUIsi MOCTOSIHHOI'O XPaHEHWS IPOBOAMTCS HA OCHOBAaHHHU
3aKOHOJIATENIPHBIX W MHBIX HOPMAaTHUBHBIX NpaBoBBIX akToB Poccuiickoi Penepannu, nepeyeit
JIOKYMEHTOB € YKa3aHHEM CPOKOB UX XpaHEHHS © HOMEHKJIATYypbl /1€l YHUBEPCUTETA.

3.5.3.6. Ilo pe3ynpraTaM 5KCHEPTU3BI IIEHHOCTH JTOKYMEHTOB COCTABIIOTCS ONHUCH JEI
MOCTOSIHHOT'O, BpeMeHHOTo (cBhIIe 10 jeT) xpaHeHus U Aell [0 JHYHOMY COCTaBY (IIPHIIOKEHHE
Ne 17), a Takke akThl O BBIICICHUH 1€ K YHUUYTOXXEHHUIO.

B yHUBepcuTeTE B KOXIOM CTPYKTYPHOM IIOJpA3JCIICHUH OIUCH Ha J€JIa MOCTOSIHHOTO
XPaHEHHUs COCTABIISAIOTCS €)XETOJHO IMOJ METOJUYECKHM PYKOBOJACTBOM apXHBa YHHBEPCHTETA.
Ilo 3TUM onucsM JOKYMEHTHI C/IAlOTCS B apXHB.

Ornuch e - apXWBHBIA CIIPABOYHHK, COJIEpKAIU CHCTEMaTU3NpPOBAHHEBIN IepedeHb
€IMHHUI] XpaHEHUs apxXxUBHOro GOHIa, KOJJIEKIMH U IpeJHA3HA4YCHHBIM AN HMX Yydera Hu
packpbiTust  comepxanus. OTHaenbHas OMWUCh IpeACTaBlIseT coOoif IepedyeHbp Jen ¢
CaMOCTOSATEIBHON BaNoBO# (MOPAAKOBOIH) 3aKOHYEHHOH HyMepanuei. OCHOBOH cOCTaBICHHUS
OTIHICEH JIeN SIBJIsIeTCS HOMEHKIIAaTypa JIed.

OnucH COCTaBIAIOTCS OTJCIBHO Ha JeJia MOCTOSIHHOTO XPaHEHHs; Jiejla BPEMEHHOIo
(cBpie 10 jer) xpaHeHus; Aeia mo JUYHOMY coctaBy. Ha nena BpemenHoro (mo 10 jer)
XpaHEHHUSI OIUCH HE COCTaBJSIOTCS.

Omnwucu zaen, MOATOTOBJICHHBIE CTPYKTYPHBIMH IOJIpa3/IeTICHUsIMHU, CIyXaT OCHOBOM JIjist
IOJITOTOBKH CBOJHOM OIHMCH JEJ1 YHHBEPCUTETa, KOTOPYIO FOTOBHT apXUB YHUBEPCHTETA U MO
KOTOpO# OH CHaeT Jejia Ha rocyJapcTBeHHoe xpaHeHHe B HanuoHaneHwll apxuB PecmyOnuku
Caxa (SIkyTus).

Onucy gen CTPYKTYpHBIX NOJApa3felieHUH COCTaBIAIOTCS IO YCTaHOBJIEHHOH dopme u
HPCJICTABIISIIOTCS B ApDXUB YHUBEPCUTETA HE MO3JIHEC YeM Yepe3 TpU rofia ociie 3aBepLICHHUs e
B JICJIONPOMU3BOJACTBE.

B ommcsix gen ykaspiBaeTcs MOJTHOE AeiicTBUTENbHOE (0€3 COKpallleHHi) HauMEHOBaHHE
CTPYKTYPHOTO TOJpa3fiefieHus, KOTOpoe BeJO JeNia U 3aKOHYIJIO HX JEJIOIPOMU3BOACTBOM. B
clly4asiX, KOrjla CTpyKTYpHOE MoJpa3/iefieHue B TeUeHHE IIEPUOJa, 3a KOTOPBIH BHOCATCS Jeja B
OIIMCh, OBUIO IIEPEUMEHOBAHO (IIpeoOpa3oBaHoO), IO/ MPEKHUM HANMEHOBAHWEM IHILETCS €ro
HOBOEC HAaMMEHOBAHHE.

OnucarenbHast CTaThs ONHMCH A€M CTPYKTYPHOIO MOAPA3ACICHUS HMEET CIEIYIOIIHe
3JIEMEHTHI:

IIOPSIAKOBBIA HOMEp Aena (ToMa, YacTH) 110 OIIHCH;

HUHJIEKC Jiena (ToMa, YacTH);

3aroJIOBOK ziejia (ToMa, 4acTH);

Jara fena (ToMa, 4acTH);

KOJIMYECTRO JIACTOR B Jiejie (TOME, 4acTH);

CPOK XpaHEeHUs Jiena.

[lepen BHECEHHEM 3aroJIOBKOB JICJI B OIMCH IPOBEPSACTCS KadecTBO (POPMUPOBAHHUS U
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otopmienus nen. B cirydae oOHapy)XeHHS HapyIIeHUH YCTaHOBJIEGHHBIX IIPaBHil popMUpoBaHus
1 0HOPMIIEHHUS JICTI OHU YCTPAHSIOTCA.

ITpu cocTaBleHUH OIKCH JeN COOJIOJIAFOTCS ClleIyIolye TpeOOBaHUS:

3aroJIOBKU JeJl BHOCITCS B OIMCh B COOTBETCTBUM C IMPHHITON CXEMOM cUCTeMaTh3alui
Ha OCHOBE HOMCHKJIATYPHI JIEJT;

KaX/10e JIeI0 BHOCHTCS B OIHKCH I10J] CAaMOCTOSITETIbHBIM IOPSIAKOBBEIM HOMEPOM (eciu
JIeJI0 COCTOMT M3 HECKOJIBKMX TOMOB (YacTeif), TO KaXIbld TOM (4acThb), B TOM 4YHMCIIE
C(OPMHPOBAaHHOE B OTICILHBIA TOM TpPUIOXKEHHE K JIeNy, BHOCATCS B OIIKCh IIOJ
CaMOCTOSITEIbHBIM HOMEPOM);

TOPSIOK HyMepaIliy e B OITMCH - BAJIOBBIN;

HOPSIOK IIPUCBOCHHS HOMEPOB OMKCAM CTPYKTYPHBIX MOApa3JeieHUuil yCTaHABIMBAETCS
10 COTJIACOBAHHMIO C aPXUBOM;

rpagpl ONUCU 3aNOJHAIOTCS B TOYHOM COOTBETCTBUM C TEMH CBEACHUSMH, KOTOpEIE
BBIHECEHBI Ha O0JIOXKKY Jiena;

IIpY BHECEHUH B OIHCH IOJPSJI JIe ¢ OJMHAKOBBIMU 3ar0JOBKAMHU IMHIIETCS MOJHOCTEIO
3aroJIOBOK IEPBOIO JIeNa, a BCe OCTaIbHBIE OJTHOPOIHBIC Jiesia 0603HavaroTes ciioBamu "To xe",
IIpH 3TOM JIpYTHe CBEJESHHUS O JiejiaX BHOCSTCSI B OMMCH MOJIHOCTHIO (Ha KaXJIOM HOBOM JIMCTE
OIIMCH 3ar0JIOBOK BOCITPOU3BOAUTCSA MOJTHOCTHIO);

MHOTOTOMHBIE JIeJla B ONKUCH BHOCSTCS IO MOPSJIKY HOMEPOB TOMOB. B 3TOM ciyuae B
OITMCH NMILETCS HAUMEHOBAaHME TOJIFKO IEPBOro TOMa, & HAMMEHOBAHUS BCEX OCTAIBHBIX TOMOB,
€CId OHM IIOMEIICHBI Ha OJHOU cTpaHmile, oOo3HadaroTcd ciaoBamMu "To xe". Ecmum ke
HAaUMEHOBaHWE MHOTOTOMHOTO Jejla INEePeXOJUT Ha CIeIyIoMUd JHCT, TO HEOoOXOIUMO
3aroJIOBOK JieJla MOBTOPUThH IMOJMHOCTHIO. lIpM BHECEHMHM B OMNNCH MOCIEAHETO0 TOMa IOCIIE
HoMepa Toma nobapnsercs cinoBo "[locnennuii”.

B onucu Mexay HauMeHOBaHHSIMH (3arOJIOBKAMU) JIET OCTABISIeTCSl HHTEPBAT HE MEHEe
1 cm.

I'pada onucu "llpumedanus" ucnonb3yercs Uik OTMETOK O IpUeMe Aell, 0COOCHHOCTIX
UX (U3MYECKOro COCTOSIHUA, O Tepefade Jeil APYTHM CTPYKTYPHBIM HOAPA3JIENIEHUAM CO
CCBUIKOM Ha COOTBETCTBYIOIIU aKT, O HAJTHYHUU KOTIUH U T.II.

B KkoHIle omucH Bcies 3a IOCNIEAHEH ONMcarelbHOM cTaThell 3aloJHASTCS HWTOroBas
3amuch, B KOTOpoH yKkasbiBaeTcs (IMbpaMu U MPONHUCHIO) KOJHUYECTBO JEN, YHUCIAIIUXCH II0
OIIVCH, TEpPBHI U MOCJEIHUI HOMepa Jesl MO ONHCH, a TaKXKe OrOBapMBAIOTCA OCOOCHHOCTH
HyMepaIliH Jiel B ONKACH (JIUTEPHBIE M POITYIIEHHBIE HOMEPA).

Onucek J1ea CTPYKTYPHOTO HOJApAa3JC/ACHHs MOANICHIBACTCS COCTABUTENIEM C YKa3aHHEM
€ro JIOJDKHOCTH, COIJIACOBBIBaeTCs ¢ pykoBojauteneM CiyxObl JeJONPOU3BOACTBA MU
YTBEPXKIAeTCsl PYKOBOJUTENEM CTPYKTYPHOTO HonpaszzieneHus. Ilpy Ham4uu B CTPYKTYpHOM
nonapasjeneHun ¢enepanbHoro oprana OK omnmch nen A0 ee YTBEPKICHUSA JOIKHA OBIThH
cornacoBana ¢ JK.

Onuce nen CTPYKTYPHOIO IOJpa3jciieHUs OpraHM3alUdd COCTABISETCS B ABYX
9K3EMILISIpax, OJUH M3 KOTOPBIX NEpeJaeTcs BMECTE ¢ IeJlaMH B apXUB YHHBEPCUTETA, a BTOPOIt
oCTaeTcsl B KauecTBe KOHTPOJILHOTO SK3EMIUISIpa B CTPYKTYPHOM NozpasneineHuu. [Ipu Hanngun
B CTPYKTypHOM nojapaszzesneHu DK Oomuch /e cOCTaBIseTCS B TPEX SK3EMILIApax, TaK Kak OJuH
AK3EMILISp onucH nepenaercs B DK s pacCMOTPEHMS M COTIIaCOBaHUS.

3.5.3.7. Ilo 3aBepmieHuH AETONPOU3BOACTBEHHOIO I'OJIa M IO PE3YJbTaTaM J3KCIEPTU3BI
IIEHHOCTH JIOKYMEHTOB JleJia YHUBEpCHTETa MoAyiexar OQOPMIIEHUIO B COOTBETCTBHM C
IpaBHJIaMU 0OPMIICHHS JIEN U MOJATOTOBKH JIe) K Iepeiade Ha apxXUBHOE XpaHEHHeE.

3.5.3.8. Opopmnenne jgen  TPOBOAUTCS  pabOTHUKAaMH, OTBETCTBEHHBIMH  3a
JICJIONPOU3BOACTBO B CTPYKTYPHBIX MOJPA3ACICHUSIX YHUBEPCUTETA, IPH METOAMYECKOM
MIOMOIIIY ¥ TIOJT KOHTPOJIEM apXuBa YHUBEPCUTETA,

3.5.3.9. [lonaOoMY O OpMIICHHIO IOAJICKAT JeJia TOCTOSIHHOTO U BpeMeHHoro (cBolie 10
JIeT) XpaHeHWsl, B TOM 4HCJIe Jiefla [0 JIMYHOMY COCTaBy, Jella BpeMeHHoro (mo 10 yer)
HoJIeXKaT YaCTHIHOMY 0 OpPMIICHHMIO.
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ITonxoe odopmienue gena npemycMarpuBaeT: oGopMIECHUE PEKBU3HTOB OOJIOXKKH Jielia
o ycraHoBjeHHOH (opme (mpunoxkenue Ne 18); Hymepanuio NMCTOB B JI€J€ U COCTaBJICHHE
JHCTa-3aBepuTens gena (mpmioxkenue Ne 19); cocraBieHHMEe B HEOOXOIUMBIX CIyyasix,
BHYTpPEHHEH OMUCH HOKyMeHTOB nena (mpuioxxkeHue Ne 20); moaImMBKy M XIEpemseT nena;
BHECEHHE HeOOXO/IMMBIX YTOUHEHHH B PEKBU3UTEI OOJIOKKH JeNa.

3.5.4. YHHUTOXCHHE JOKYMEHTOB U A€JI C UCTEKIIIUMU
CpOKaMH XpaHEeHHs

3.5.4.1. Pesynbrarel oTOOpa JOKYMEHTOB K YHHYTOXKEHHIO, CPOKHM XPAaHEHHUSA KOTOPBIX
UCTEKIM, 3a COOTBETCTBYIOIMI IIepHOJ BpeMeHH O(OPMIAIOTCS aKTOM O BBIIEICHUH
JIOKYMCHTOB K YHUUTOXeHHUIO (mpuiioxenne Ne 21).

3.5.4.2. Jlena BKIIIOYAIOTCS B aKT, €CJIM YCTAHOBJICHHBIH JJI1 HUX CPOK XPaHEHUS UCTEK K
1 sHBaps roja, B KOTOPOM COCTaBJIeH akT (Harmpumep, 3akoH4YeHHBIE B 2004 romy nmena c 3-
JICTHUM CPOKOM XpaHeHHs MOTYT OBITh BKIIOYEHBl B 4aKT, COCTaBJICHHBIA He paHee
1 ssaBaps 2008 r.).

3.5.4.3. AKT 0 BBIICICHHHM K YHHYTOXCHHIO NOKYMEHTOB, HE IOIEXAUIMX XPAHEHMIO,
KaK IPaBWJIO, COCTaBIsAEeTCS Ha Jeja BCEro YyHHUBepcuTeTa (IIpH 3TOM Jela KaKAOTO
CTPYKTYPHOTO IOpa3/Ie]eHUs COCTABIAIOT CAMOCTOATENBHYIO IPYIILYy 3ar0JIOBKOB, a 3aI0JIOBKH
OJHOPOJAHBIX e, OTOOPaHHBIX K YHHYTOXEHHIO, MOTYT OBITH BHECEHBI B aKT IOJ OOHIMM
3aroJIOBKOM C yKa3aHHEM KOJIMYCCTBA JIeJ, OTHECEHHBIX K JAHHOU IpynIie).

3.5.4.4. Ot60p IOKYMEHTOB K YHUYTOXCHHMIO M COCTaBJICHHE aKTa O BBIICICHUU
JIOKYMEHTOB K YHHYTOXEHHIO MPOM3BOJNUTCS IIOCIE COCTABJIEHHS CBOAHBIX OIMCEH Jel
IIOCTOSIHHOTO XPAaHEHHS 3a 3TOT XK€ MEepHOJ (OIMCH M aKThl pacCMATPUBAIOTCS Ha 3acelaHUuU
[IOK yHUBEpCcUTETa OJHOBPEMEHHO).

3.5.4.5. Cornacopannpie [|OK  yHHBepcuTera aKkThl  YTBEPXKIAIOTCSI  PEKTOPOM
YHUBEpCHUTETA TOJBKO mocie yrBepxkaeHus OIIK cooTBeTcTBylomero (enepalrbHOro apxmsa
OIHCEH J1e) MOCTOSHHOTO XpaHEeHHUSL.

3.5.4.6. Ilocnie yTBepXIeHUS PEKTOPOM YHHBEPCUTETA aKTOB O BBIIEIEHUH JTOKYMEHTOB
K YHHYTOXEHHIO JieJla MepeJaroTcsl Ha InepepaboTKy (YTHJIM3ALMIO) IO IIPUEMO-CAATOYHOMN
HaKJIAJHOW, B KOTOPOH YKa3bIBAIOTCSA JaTa Iiepefadd, KOJIMYECTBO CHABAEMBIX €1 U BeC
OyMaXXHOH MakynaTyphl (IOCJIe YHHYTOXKEHHS JeJl B HOMEHKIAType Jell yHMBEepCUTeTa
IIPOCTABJIACTCS OTMETKA « Y HHUTOMEeHO. CM. aKT OT... Ne...» ¢ yKa3aHueM NOJIKHOCTH, GaMHUIINH,
MTOJINVCH JTUIIA, OTBETCTBEHHOTO 32 IIepeiady /1€l Ha YHUYTOXKEHHUE, ¥ JaThl.

3.5.5. [lepenaua nen Ha apXMBHOE XpaHEHHE

3.5.5.1. B apxuB yHUBepcuTETa NEpeaaroTcs ena NOCTOSIHHOIO, BpeMeHHOro (cBeime 10
JIET) XpaHEeHUsI U JieN 110 JIMYHOMY COCTaBY.

3.5.5.2. Ilepenaya JOKYMEHTOB B apXUB YHUBEPCUTETA IIPOU3BOAUTCS 110 YTBEPKAECHHBIM
OTIHUCAM Jell.

3.5.5.3. lena MOCTOSHHOrO W BpeMeHHOro (cBoiie 10 JeT) xpaHeHHsA NEPEaroTcs B
apXWB YHMBEPCHTETa HE paHee 4YeM uepe3 rojl M He MO3JHee 4eM depes 3 roja Iocie roga, B
KOTOPOM JIOKYMEHThI ObUIM IOMEIICHEI B JIEJIO HA XpaHEHHE.

3.5.5.4. Jlena BpemenHoro xpanenus (1o 10 ner) nepenaye B apXuB YHHBEPCHUTETA, KaK
IPaBHIIO, HE TOJUIeXKAT (OHH XPAHATCS B CTPYKTYPHBIX MOAPA3AENCHUAX U 110 MCTEYEHUH CPOKOB
XpaHEeHHUS TIOAJIEKAT YHHUTOXKEHHIO B YCTAHOBJICHHOM TOPSIIIKE).

3.5.5.5. 1lepenaya gem B apXUB YHHUBEPCUTETA OCYLIECTBIIAETCA IO rpaduxy,
COCTaBJIEHHOMY apXHBOM M COIVIACOBAHHOMY C PYKOBOJMUTENSMHU CTPYKTYPHBIX ITO/pa3ieieHuil
U YIpaBieHHEM JeNIONPOU3BOICTBA U KOHTPOIS JOKYMEHTO000poTa.

3.5.5.6. [lpueM pen mpou3BOJUTCS paOOTHUKOM apXyBa YHHBEPCHTETA B LIPUCYTCTBHH
paboOTHHKA CTPYKTYPHOTO IOJMpa3Ac/ieHUs ¢ MPOCTABJICHUEM B JIBYX 3K3€MIULIpaX ONHCH JEil
OTMETOK O HAJIWYMH KaXJ0Tro Jejia (B KOHIIE KaXJOro 3K3EMILIApa ONUCH YKa3blBaeTcs
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KOJIMYECTBO (PAaKTHYCCKU NPUHATHIX MHeJ, Jara Ipuema-lepejadyd JAejl, a TakXe MOJIHCH
paboTHHKa apXHUBa YHUBEPCUTETA U JIHLA, IEPSJABIIETO JIENa).

3.5.5.7. llena u omUCH Ha cAaBacMbIe TOKYMEHTHI JOCTABIAIOTCA B apX¥B COTPYIHUKAMU
CTPYKTYPHBIX IIO/Ipa3lelieHHii € COIPOBOJUTENILHBIM IHCEMOM, B KOTOPOM YKa3bIBACTCS
KOJIMYECTBO JIeI M OIHCCH, TepemaBaeMbIX B apXWB (OTBETCTBEHHOCTH 34 COXPAHHOCTh
JOKYMCHTOB IIPH TPAHCTIOPTHPOBKE U CIady UX B apXMB HECET CTPYKTYPHOE IOJpa3/iCIeHHE,
nepeJiaroniee TOKyMEHTHI).

3.5.5.8. Ilpy JUKBHZAIIMM WIM PEOPraHU3alMd CTPYKTYPHOIO  IoJpas’ielicHUs
YHHBEPCHUTETA, JIMIIO, OTBETCTBCHHOEC 3a BEACHUE IEJIONPOM3BOACTBA AAHHOTO CTPYKTYPHOTIO
HOApa3JeNeHus, B TEPHOA INPOBEICHHUS JIUKBHAANMOHHBIX MEpONpHATHH (QopMHpyeT Bce
UMEIOLIMECS ITOKYMEHTHI B jeia, oQopMiseT nejla M IepeflacT MX B apXuB YHUBEPCHUTETA,
HE3aBHCHMO OT CpOKOB xpaHeHus. llepemaya nesnm oOCyECTBISETCS IO OMMCAM €I M
HOMEHKJIAType AEl.

3.6. PaGoTa ucnostnuTe Il ¢ JOKYMEHTAMH

3.6.1. Kourpons 3a HCIOJHEHHEM JOKYMEHTOB YCTaHABIMBAeTCs Al obecredeHHs
CBOEBPEMEHHOTO M KAYECTBEHHOI'O DPEIUEHMS COAEPXKALIMXCS B HHMX BOIPOCOB, BBLIABIECHUS U
YCTpaHEHHs IIPUYMH, NPENSTCTBYIOUIMX MX BBHINOJHEHHIO, & TaKkKe B IEIAX IOBHIECHUS
OTBETCTBEHHOCTH IIPOPEKTOPOB, PYKOBOAUTENEH CTPYKTYPHBIX MOApa3sAcieHHM, pabOTHUKOB
YHHUBEPCHUTETA 32 0e3yCIOBHOC U CBOEBPEMEHHOE MCIIOJIHEHUE JJOKYMEHTOB.

3.6.2. O0s3aTeIbHOMY KOHTPOJIIO TIOJUIEKUT HCIIONHEHHE 3aKOHOAATENBHEIX aKTOB,
PacHoOpAAUTENBHBIX WIH HOPMATHBHBIX JOKYMEHTOB BBIIECTOSAIINX OPraHU3alMid, JOKyMEHTOB
IIOCTABJIEHHBIX HA KOHTPOJIb PEKTOPOM YHHMBEPCHTETa, NPEUIOKEHHMM, 3asBICHHH M Xajuod
rpaXKaaH.

3.6.3. KoHTponp HCHOONHEHHMS BKIIOYaeT B Ce0fA: IIOCTAHOBKY Ha KOHTPOJb,
IpeIBAPUTENLHYIO IPOBEPKY U PETyIMPOBaHME XOJa HCIOJIHEHMS; ydeT, 00001IeHne, anaims
X0la M pe3yJbTaTOB HCIOJHEHHS JOKYMEHTOB; CHSTHE C KOHTDOJA;, HalpaBlicHHE
HCIOJTHEHHOr0 JOKYMEHTa B JEJO.

3.6.4. KoHTpOJb 32 HCIOJHEHNEM 3aperHCTPHPOBAHHBIX JOKYMCHTOB, MOCTYIMBIIKNX Ha
UMl PEKTOpa W B a/IpeC YHUBEPCHUTETA BO3JIaracTcs Ha OTAEN TEKYIUEr0 KOHTPOJsS YIIpaBJIeHHUs
JCITOMPOM3BOJICTBA M KOHTPOIS IOKYMEHTO060pOTA.

3.6.5. YrpasiieHueM  JIeNIONPOM3BOJACTBA M  KOHTPOJIS  JOKYMEHTOOOOpPOTa  Ha
KOHTPOJIAPYEMBIX JOKYMEHTaX IpocTaBisercs Iramn «KOHTpoJb» B NPaBOM BEPXHEM IIOJIE
JIOKyMEHTA.

3.6.6. IlogpasaeneHue — KMCIOJHHUTENb IOJNYy4acT JOKYMEHTBI B BO3MOXHO KOPOTKHE
CpokH (B JI€Hb HMX PACCMOTPEHHUS] COOTBETCTBYIOIIMM PYKOBOJUTENEM HIIM Ha CJIEAYHOLIUH
pabounii eHk), CPOUHBIE TOKYMEHTHI IEPEIAIOTCS UCIIOJHUTENIO HE3aMEATTUTEIBHO.

3.6.7. JIoOKyMeHTHI, MOCTYNHUBIINE B CTPYKTYpHOE€ MOApasAeICHHE C PE30JIOLMEH
PYKOBOJICTBA YHHUBEPCHTETA, IIEPENAIOTCS MCIOMHHUTCIAM TOJBKO IOCIHE HMX PAaCCMOTPEHHS
PYKOBOJUTENEM ITOJAPA3ACICHUS.

3.6.8. OTBETCTBEHHOCTh 332 OPraHU3alI0 CBOEBPEMEHHOIO U IPABHIIBHOIO HUCIIOJIHEHHS
JOKYMEHTOB BO3JIaraercsi Ha TPOPEKTOPOB, PYKOBOAMUTENEH CTPYKTYPHBIX MOXPa3IelICHUM
YHMBEPCHTETA, PYKOBOJUTENH CTPYKTYpPHBIX IOApasfeleHUH 0OfA3aHBl  PaccMaTpHBaTh
COCTOSIHME MCIOJHUTENbCKOM TUCIMILUIUHBI IO JOKYMEHTaM C MOPYYEHHSMH pEKTOpa,
IPOPEKTOPOB YHUBEPCHUTETA, a TalOKe JOKYMEHTHI, NOCTYIMBUIME B aapec CTPYKTYPHOIO
noJipasieneHus ¥ TpeOyolue UCIIOJHEHU U IIOATOTOBKY OTBETA.

3.6.9. B CTpYKTYpHBIX 1I0JIpa3/IeIeHUsIX YHUBEPCUTETA HENOCPEACTBEHHBIM KOHTPOIb 32
UCIIOJIHEHHEM JIOKYMEHTOB OCYIIECTBISIFOT OTBETCTBCHHEIE 32 AEJIONPOU3BOACTBO COTPYAHUKH.

3.6.10. Ilpu mpenocTaBieHHH OTIIyCKa, BHIOBITUM B KOMaHIMPOBKY, B Cilydae OOne3Hw,
IIPH YBOJILHEHUH WIH MepeMeIlICHHH, COTPYAHUK CTPYKTypHOIO IOApas/IeIeHUs YHUBEPCUTETA,
OTBETCTBEHHBIH 32 KOHTPOJIb HCIIOHEHHS JOKYMEHTOB U MOPY4YEeHHUH, 0043aH IEPeaaTh Apyromy
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COTPYAHHMKY IO COIJIACOBAHHMIO C HEMOCPEJCTBEHHBIM DPYKOBOAMTEIEM H YIIPaBJIEHHEM IIO
JIENIONPOU3BOJICTBY M KOHTPOJIIO JIOKYMEHTOOO0POTa BCE KOHTPOJIMPYEMbIE JOKYMEHTHI.

3.6.11. UcniomHUTEIM HECYT OTBETCTBEHHOCTH 3a IIOJIHOTY ¥ CBOCBPEMCHHOCTH
UCTIOJTHEHNUS] IIPUHMMAeMbIX peIIeHHH M IMOpYy4YeHHH B COOTBETCTBHM C JEHCTBYIOMIMM
3aKOHOJIATENILCTBOM, a TaK)Ke 3a JIOCTOBEPHOCTH IIPE/ICTABIsIEMOH HHGOPMAIIH.

3.6.12. CnenaycThl  CTPYKTYPHBIX MOJpa3[EeHUH yHUBEPCUTETa B  IIpoliecce
HCIOJIHEHUS JOKYMEHTa OCYIIECTBIISIOT:

cOop u 06paboTKy HeoOX0IMMOI UHpOpMaIUK;

IOJICOTOBKY IIPOEKTa OKyMEHTa U BCeX HEeOOXONMMBIX TPHUIIOKEHHH ¢ COONIoneHneM
OpaBUJI JOKYMEHTUPOBAHUS, YCTAHOBIICHHBIX B YHHUBEPCUTCTE;

COTJIACOBAHME IIPOCKTA ¢ 3aMHTEPECOBAHHBIMHU JOJDKHOCTHBIMH JIMIAMHU;

TIOJITOTOBKY CBOJAKH OT3BIBOB (¢ KoMMeHTapueM «IIpuHsaTo», «OTKIOHEHO» ¢ YKa3aHueM
npuyrH, « [ IpHHATO YaCTHYHOY» C COOTBETCTBYIOIIHM MOSICHEHHEM);

JIopaboTKy TPOEKTa JOKyMEHTa MO 3aMEYaHUsIM, IIOJYYEHHBIM B XOJE€ COIJIaCOBaHUs (B
Clly4ae Cephe3HON KOpPPEKTUPOBKH IIpOEKTa [JOKYMEHTA IIPOBOIMTCS €ro IOBTOPHOE
COTJIAaCOBAHUE);

B HEOOXOJUMEBIX CiIy4asX — IMOJIMOTOBKY CIHUCKa (yKa3aTels) pacChUIKA TOKYMEHTa;

IpEIICTaBIEeHUE IPOEKTa JOKYMEHTA Ha MOAKCH (YTBEPKACHNE) PyKOBOJICTRY;

OIIpeJIeNICHUE MeCTa XpaHEeHHUs JIOKyMeHTa (KOMUU JOKYMEHTA) IIPOCTABICHUEM OTMETKHU
C YKa3aHHEM HOMepa Jiejla 0 HOMEHKJIATYpe JIell, B KOTOPO€e JOJKEH ObITh IOMEIIEH JOKYMEHT.

3.6.13. Cpoku HCHOTHEHUS JOKYMEHTOB M IIOPYYEHHH ONPENEISIIOTCS M3 CPOKOB,
YKa3aHHBIX B IIOCTYOUBHIMX JIOKYMEHTaX M TIIOPYYEHHSAX, HIM CPOKOB, YCTAHOBJIEHHBIX
3aKOHOIATEJIbCTBOM. JlaTa HCIIOTHEHUS MOXKET YKa3bIBaTbCS B PE3OJIIOLIUY PYKOBOJUTEIIS.

JIOKyMEHTBI ¥ MOpYYeHUs TOJIeXAaT UCIIOTHEHHIO B CIIEAYIOIMINE CPOKU:

C KOHKPETHOH JaTo UCHOJHEHUS — B YKa3aHHBIH CpoK;

6e3 ykazaHHs KOHKPETHOH JaThl BHIIIOJIHCHHUS, UMEIOIIKNE B TEKCTE IIOMETKY «CPOYHO»,
HCIOJIHSAIOTCS B 3-JAHEBHBIN CPOK; UMCIOIIME MOMETKY «OollepaTuBHO» - B 10-IHEBHBIH CpoOK, a
oCTaJIbHBIC — B CPOK He 60Jiee 0THOro MecsIa (CpOK HCYUCIIAETCS C ATkl UX MTOATNCAHNs);

pacnopsbkeHus, ykaszaHus, mucbma [lpaButensctBa Poccmiickoit  ®enepaituu;
NOCTaHOBJIEHHS U TIHchMa MUHUCTEPCTB Poccuiickoit denepanuu — 10 nHel win B ykazaHHBIC B

HUX CPOKH;
10 oOpalleHUsM IrpaxkJad — B cpok 10 30 1Hel co AHS perucTpaliuy;
TejxerpaMMbl  (TeNneKkchl), (akcorpaMMbl, TeledhOHOrpaMMbl — CpPOYHBIE — B JICHB

MOCTYIUIEHUS, OCTaJIBHBIE — OT 2 10 5 JHEH;

BHYTPECHHHE JJOKYMEHTBI YHUBEpCUTETa (TIPUKA3hI, paCOPSDKCHHUSI, PEUICHUS, TPOTOKOJIBI
COBEIIAHUI U JIp.) — COTJIaCHO YKa3aHHOMY B HHUX CPOKY; B CIIy4a€ €ClIM CPOK HCIIOJTHCHHS He
ykasaH, B cpok 0 30 aHelt co IHs peructpaiuu (BCTYILUIEHUS B CUILY);

MEPONPHITHS BCEX BHJIOB IUIAHOB, pa3pabaThIBAEMBIX B YHUBEPCUTETE, UCIIOIHSIIOTCS B
CPOKH, yKa3aHHBIE B 3THX IUIaHAaX.

3.6.14. B ciy4asx, xorga CpoK BBIIOJNHEHUS NOPYYECHUS UCTEKAcT B HepaboOuuil JieHb,
OKOHYaHMEM CPOKa UCIIOJIHEHUSI CYMTAETCS CIeAYIOIH 3a HUM pabouuii 1eHb.

CpoK BBINOTHEHUS] JOKYMEHTA U MOPYYEHHUs COUCIIOJIHUTENIEM PaBEH IIOJIOBUHE CpOKa,
YCTAHOBJIEHHOT'O IS BBIIOJHEHUS IOPYYEHHS] OTBETCTBEHHOMY HCIOJIHUTEIIO.

3.6.15. CoTpyaHuk, KOTOpPOMY TIOPYYE€HO OCYLIECTBISITH KOHTPOJIb H IIPOBEPKY
BBIIOTTHEHUS IOPYUYEHUH, 00s3aH:

pacmojiaraTh olepaTHBHON MH(poOpMaIel 0 Xo/ie BBHIIOJIHEHMS MOpYyYeHUs, TPHHUMATD
COOTBETCTBYIOIIUE MEPhI 110 OOECIEUYeHHUIO CBOEBPEMEHHOIO NPEJICTABICHUS OTBETCTBEHHBIM
CTPYKTYPHBIM TIOJpa3/ieicHHEeM YHUBEPCHTETa (COMCHOJNHHUTENEM) MaTepUalloB Ha JIOKJIaL
PCKTODY;

B CIly4yasX HEBO3MOJXKHOCTH BBIIOJIHEHUS TOpYYEHHsI B YCTAHOBJIICHHBIH CpOK —
3aTpebOBaTh OT MCIOJHUTENS (CTPYKTYpHOTO INOApa3fe/IeHUs YHUBEPCUTETa) MpEeACTaBjIeHHUS
MOTHBUPOBAHHOI'0 OTYeTa O MPOJIJIEHUH CpOKa He MO3/IHee, YEM 3a TPH JHSI JI0 HCTEYeHHS CpoKa
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UCIIOTTHEHMUSI.

3.6.16. OTBETCTBEHHBIM 3a CBOEBPEMEHHOE BBIIIOJIHCHHE IOPYYCHHUH PEKTOpA SIBJISIETCS
OTBETCTBCHHBIM HCIOJIHUTEND, YKa3aHHBIH B pe3oiroiuu. Eciu nopydyeHne AaHO HECKOJBKHM
PYKOBOAMUTENSAM, TO paboTy MO €ro BHINOJHEHUIO KOOPAUHUPYET AOKHOCTHOE JIUIO, YKAa3aHHOE
B TOPYYEHHH TIEpPBBIM, KOTOPOE TOTOBHUT M COIJIACOBBIBAET C COMCIIOJHHUTEISMH HMTOTOBBLIIf
JokyMeHT. OTBETCTBEHHBIN HCIIOJIHUTENb BIIpaBe CO3BIBATHL COUCIONHUTENEH IS BBIPAOOTKHU
COBMECTHOT'O pEUICHHUS

Coucnoyinutenn 00sS3aHBl  y4yacTBOBaThH B MpopaboTke BOmpoca U INPEACTABISAThL
OTBETCTBEHHOMY HCIIOJIHUTEIO HEOOXOUMBIE MaTepHaJIbL.

[Ipn HeoOXOJUMOCTH pacHIMpEeHUs 4HCJIa COUCHOJIHUTENeH WIM [epeHa3HauCHUs
OTBETCTBEHHOT'O MCIIOJTHUTEIS MOPYUYEHUS TOJDKHOCTHOE JIUIIO, OTBETCTBEHHOE 3a BEHITIOJTHEHHUE,
BHOCUT Ha UMs pYKOBOAMTENS, [aBIIEro MOpy4YeHHE, IPEACTaBIICHHE C YyKa3aHHEM
MOTHBHPOBaHHOH! MPUYHHBI BHECEHHOTO MPEJIOKEHHUS.

[Ipy nepeHa3HaueHUH WCIIOJNHUTENS MOJJIMHHUK JOKYMEHTa, C OTMETKOH O pacChUIKE
KONIUH, HarpaBpJseTcs BHOBb HA3HAYEHHOMY OTBETCTBEHHOMY HCIIOJIHATEIIIO.

3.6.17. KoHTpons 3a NOIy4eHHEeM OTBETOB Ha 3allpOChl, HAIIPaBJIECHHBIE B CTPYKTYpPHBIE
NOJpa3/ielIeHHUsl ~ YHUBEpCHTETa WM  HHBIE BEJOMCTBA U YYpeXACHHUsS, Belercs
HEMOCPEACTBEHHBIMU UCIIOTHUTEIISIMH.

3.6.18. KoHTponb 3a HCIOJIHEHUEM JTOKYMEHTOB C JUIMTEJIBHBIM CPOKOM HCIOJIHEHHS
OCYIIECTBIIIETCS. €XEeKBAapTAIbHO C BHECEHHWEM WH(OOPMalUH O XOJe HCIOIHEHHS B OTHEN
TEKYIIEro KOHTpoJIs Y IpaBlieHus JEIONPOU3BOICTBA U KOHTPOJIS JOKYMEHTO000POTA.

3.6.19. Ucnonuutens He JODKEH pasriamarh COICpXKAHME HOCTYNHBIIMX K HEMY
JIOKYMEHTOB M TIOJITOTOBJICHHBIX NPOEKTOB CIYXEOHBIX JOKYMEHTOB, C HHMH MOTYT OBITH
03HAKOMJIEHBI TONBKO JIHIIA, HMEIOIIKE OTHOIIEHHE K UX HCIIOJHEHHUIO.

3.6.20. JIoKkyMEHT MM MOPYYEHHE CUUTAIOTCS MUCIIOJIHEHHBIMU U CHUMAIOTCSI ¢ KOHTPOJIS
o (axty ux nmoysHoro ucnoyHeHus. CHATHIO ¢ KOHTPOJIS MOJICHKAT JOKYMEHTHI U MOPYUYCHHUS,
II0 KOTOPHIM BBINOJIHEHBI COAEpIKallMecs B HUX 3aJaHMs, PEIICHBI NTOCTaBICHHBIE BOIPOCH M
HaIpaBJIeHbl OTBETHI BCEM 3aMHTEPECOBAHHBIM a/IpecaTaM.

3.7. UsroroBjieHHe, y4eT, HCIIOJIL30BAHHE H XPAHEHHE IIe4aTeid,
IITAMIIOB H 0JIAHKOB JOKYMEHTOB

3.7.1. Vuer neyareii ¥ ITAMIIOB

3.7.1.1. Tleuats — yCTpOHCTBO, coaepKalliee KIMILIE IIe4aTH s HAaHECEHUs] OTTHCKOB Ha
O6ymary.

[lItaMn — ycTpoicTBO MPSIMOYTobHONH GOPMBI 7Sl MPOCTaBIEHUSI OTMETOK CIIPABOYHOTO
XapaxkTepa O IOJyYeHUH, perHCTPallly, IPOXOXKISHUU, UICIIOTHEHUH JOKYMEHTOB U JIp.

3.7.1.2. YHuUBepcUTET B COOTBETCTBUU C Y CTABOM IIPUMEHSET II€YaTh CO CBOUM IOJHBIM
HaMMEHOBaHKHEM U u300paxeHueM I'ocynapctBenHoro repba Poccuiickoit @epepanuu (nanee —
repOoBas NevyarTh).

Kpome repboBoii meyaTH B YHHUBEPCHTETE MCIOJB3YIOTCS IE€YaTH CTPYKTYPHBIX
NOApa3JICACHUM, IMedaTH JUIsl OTIAENBHBIX KaTeropuil noxkymeHTOB («Jlnst maxeroBy, «Jlns
JOTOBOPOB» U T.J.), METAJNINIECKHE BBDKUMHEBIC ITEYaTH ISl OTIeYaThIBAHUSI OMEIICHUIA.

3.7.1.3. Tleyatn  W3rOTaBIIMBAIOTCS B CTPOTO OrPAHUYEHHOM  KOJIHYCCTBE H
UCKIIIOUMTEIPHO B CIOyXeOHBIX 1enax. CocraB BuIoB H (GOpMBI II€YaTeil, IITAMIIOB,
IIPUMEHSEMBIX B YHUBEPCUTETE U B €r0 CTPYKTYPHBIX IOApA3JENCHHUSAX B COOTBETCTBUU C HX
[lonoxeHNs MU, YTBEPXKIAIOTCS TIPUKA30M peKTopa YHHUBEPCUTETa MO MPEJACTaBICHHUIO
CTPYKTYPHBIX MOAPA3JICICHHI.

3.7.1.4. U3roToBieHne neyaTeif U MITaMIIOB OCYUIECTBISETCS depe3 aaMUHHUCTPATUBHO-
XO3HCTBEHHYIO CJIy)k0y 1O 3asBKaM pPYKOBOAMTENEH CTPYKTYPHBIX TIOJApa3/ICeHHH,
COTJIACOBAHUIO C IEPBLIM OTAEJIOM Ha OCHOBaHMHM IMpHKa3a PEKTopa.
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3.7.1.5. B cnyvae ciryxe6HOIl He0oOXOJIHMMOCTH 11O PELIEHHIO PEKTOpa YHHBEPCHTETA
JOTTYCKAETCsl H3TOTOBJICHUE JIOMOJHUTEIBHBIX IK3EMILIIPOB IT€YaTEH.

3.7.1.6. lleyatpio 3aBepsAIOTCS TOJMNCH PEKTOpA, MPOPEKTOPOB, (UHAHCOBOM CIIYKOBI,
rJIaBHOrO OyxranTrepa, a TakXe JPYIdX JJOJDKHOCTHBIX JIMI, KOTOPbIM MJIM TPHKA30M
YHHUBEPCHTETA HJIH JIOBEPEHHOCTHIO IIPEOCTABIEHB! COOTBETCTBYIOIINE [IOJTHOMOYHS.

3.7.1.7. YueT Bcex mevyareil M MITaMIIOB, UMEIOIIUXCS B YHUBEPCUTETE, OCYILIECTBIIAETCS
nepBeM otziesioM. C 3TOM LEbI0 BCe U3TOTOBJIEHHBIE MeYaTH M IITaMIBl JOJDKHBI H3HAYAJIBHO
[IOCTYIIATh B TIEPBBIA OTNIEN JUIS 00S13aTENBHOIO UX Y4€Ta M MPOCTABJICHUS UX OTTHUCKA B KHUTE
ydera redateit u mramnoB (mpunoxeHue Ne 22). JIMcTHl KHMIM ydeTa medaTed U INTaMIIOB
HYMEPYIOTCS, IPOIIMBAIOTCS U OTI€YaThIBAFOTCS.

3.7.1.8. Brinaya nevateii (INTaMIOB) CTPYKTYPHBLIM NOAPA3AEICHHUSIM H JNODKHOCTHBIM
JIUI[AM MTPOU3BOUTCS MO/ PACTIUCKY B KHUTE y4eTa Iedarei U IITaMIIOB.

3.7.1.9. PykoBooUTEeNN CTPYKTYPHBIX IOApA3JICNCHUM CBOMMH DPacIOpsSDKEHHUSIMH
Ha3HayaroT pa0OTHUKOB, OTBETCTBEHHBIX 3a IIOJy4YEHHE, XpaHEHUE M HCIIOJb30BaHUE Ievareit
(LITaMITOB), YCTAHABIMBAIOT MEPCOHATHHYIO OTBETCTBEHHOCTh 3TUX Pa0OTHUKOB 32 NOJIY4YCHHEIE
peyaTd (IITAMITBI), a TaKXXe ONpeJIeNIIOT MOPSIJOK HX XpaHEHHSs W HUCIOJIb30BaHMS,
UCKJIIOYAIONIMH  yTpary M  HapylleHHe B HCOonb30oBaHUM. Kommu  pacropsbkeHui
IPEJICTABISIOTCS B IEPBBIA OTAEIL.

3.7.1.10. BpeMennass nepejiaya nedared W IITaMIIOB OT OJHOIO OTBETCTBEHHOIO JIMIIA
JIPYroMy BHYTPH CTPYKTYPHOTO MOJpa3aencHus (B CBI3M ¢ YOBITHEM B KOMaHIUPOBKY, YXOIOM
B OTITYCK) OCYIIECTBJISETCS 110 aKTy. JIaHHEIH akT yTBepX/AaeTcsl pPyKOBOAUTENEM CTPYKTYPHOTO
Mo/ipa3JieieHusl.

3.7.1.11. IIpu yBONBHEHHMH OTBETCTBEHHOIO JIMIIA WK IEPEBOAEC HAa UHYIO JIOKHOCTH
YUCIISIIHECS 32 HUM TeyaTd (IITaMIIbl) IepelaloTcs JpyroMy pabOTHUKY Yepes NEepBBIH oThen
IIOJI POCHHCH B KHUTE ydyeTa Medareil U IITaMIIOB ¢ COOTBETCTBYIOIIEH OTMETKON B OOXOIHOM
JHCTE YBOJIBHIEMOTO.

3.7.1.12. Ilepenavya meuyareii MW IITaMIOB NOCTOPOHHUM JIMUAM, BBIHOC IIedaTel
(IuTaMITOB) 32 MpeAems! 37aHMsl, KPOME HOMEPHBIX Ileyarei, He JOIyCKaeTCs.

3.7.1.13. B cnyyae yTpaThl nedard (1UraMiia) padOOTHHKHM HEMENJICHHO coOOLIaloT 06
3TOM PYKOBOJUTENIO COOTBETCTBYIOIIETO CTPYKTYPHOTO NOApa3ICICHUS.

Ilo ¢dakram yTparhl mnewareid (IITaMIOOB) WIM HapylleHWH B HMX HCIOJB30BaHUU
PYKOBOJIUTEND CTPYKTYPHOI'O MOJApa3fAeNieHusl IIPOBOJUT CIYy)XeOHOE paccielOBaHUE, O
pe3yibTaTax KOTOporo HHQOpMHpPYET peKTopa.

3.7.1.14. TlpoBepka HanuumMs BceX MeyaTeil M INTaMIIOB IIPOBOJUTCA KoMmuccueil. B
COCTaB 3TOH KOMHCCHH BKJIOYAETCA COTPYJHUK YIpaBIEHHS NEIONPOU3BOACTBA U KOHTPOJIS
JNoKyMeHToobOopoTa.

PesyspTarhl NPOBEPKH OTPAXKAIOTCS B aKTe.

3.7.1.15. 'epboBbie meyaTH, 3aKperyieHHbIC 32 JNOJDKHOCTHBIMH JIMLAMH, XPAHITCS B MX
nuuHblX cefiax. [lo okoHwanuu pabGodero jHS celdbl U clyXeOHble KaOHHETBHl 3THX
JIOJUKHOCTHBIX JIMII ONEYATHIBAIOTCSI M B COOTBETCTBHH C YCTAaHOBJEHHBIM IOPSJIKOM CIAKOTCS
IOJ1 OXpaHy.

Jlpyrue mevyatd M [MITaMITBI XPAHATCS B HAIEHKHO 3alUPaeMBbIX IKagax (sSmKax).

3.7.1.16. B yHuBepcuTeTe HcHoNb3yeTcss repboBasi MacTH4YHas IleyaTb B TpeX
HK3EMILIIAPAX.

IlepBbiii sk3eMIistp repOOBOM MacTUYHON MHeYaTH 3aKpeIUIsieTcs 3a TJIaBHBIM
OyXraJiTepoM YHHBEPCHUTETA M UCHOJB3YETCs ISl MPOCTABIEHUS! OTTUCKA repOOBOH medaTu Ha
CIEIyIOIIe JOKYMEHTHI:

JIOBEPEHHOCTH Ha MOJIyYeHHe TOBAPHO-MaTepHalIbHBIX [ICHHOCTEH;

mopy4eHus (OI0/DKCTHBIC, 0aHKOBCKUE, MIIaTeXKHbIE, HA I10JYYEHHE JCHEXKHBIX CPEJICTB B
OaHKe U T.1.);

peecTpbl (YCKOB, OIOKCTHBIX IOPYYEHUH, NCPEUUCICHUS JIEHEXKHBIX CPCICTB,
IpeJCTaBIsIEMbIX B OaHK U yupexaeHust PeepasbHOro KasHayeicrsa u T.11.);
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OyXrajiTepcKue U CTaTUCTUYECKHE OTUETHI;

CMETBI PACXOM0B;

CIpaBkd (JTMMHUTHBIE, O BBIIUIATaX M3 3apaboOTHOM NJaThl, UCIIOIB30BAHUM OFOJKETHBIX
ACCHTHOBaHUi, 0 HAYUCJIEHHON U MpUYUTAIONIeHcs 3apab0OTHOM 1yaTe U T.1.);

W3BEIICHUS 0 IIEHTPAIM30BAaHHBIM BBIILIATAM;

yBEJOMIIEHHSI O OFODKETHBIX ACCUTHOBAHHSIX, TUMUTAX OIO/DKETHBIX 00S13aTEIBCTB;

UyTEBBIE JINCTHI aBTOMOOUIIEH, IPUHANIEXKAUX YHUBEPCUTETY;

WHBIE JOKYMCHTBHI, OTHOCSIIHECS K (UHAHCOBO-XO3SHCTBEHHOH JESITCIBHOCTH
YHUBEPCHTETa, B CIy4asX, IIPCAYCMOTPEHHbIX HOPMAaTHBHBIMU IIPaBOBBIMH  aKTaMH
neiicTByroIIero 3akoHoaarenscra Poceuiickoit @enepannn.

Bropoii 3x3eMIuisp repOoBOii MACTUYHOH II€4aTH 3aKpEIIAETCs 3a HAYaJIbHUKOM OT/eNa
JIETIOTIPOM3BOJICTBA  YIIPAaBJICHUS. JICTONPOU3BOACTBA M KOHTPOJIS JOKyMEHTooOOpoTa U
UCIIOJIB3YETCS IS IIPOCTABJICHUS OTTHCKA repOOBOM IIeUaTH Ha CIIEAYIOIIHUE TOKYMEHTHI:

JIOBEpEHHOCTH, BBIJIABAEMBIE M YIOCTOBEPSIEMBIE PEKTOPOM;

JIOTOBOPBIL, 3aKJIF09AEMBIE PEKTOPOM;

akTel  (IPHEMKH  3aKOHYEHHBIX  CTPOMUTENBCTBOM  OOBEKTOB,  OOOpYHOBaHWUS,
BBIITOJIHEHHBIX paboT, OMUCaHus, SKCIIEPTU3HI U T.1.);

3amaHusl (HA TMPOCKTHPOBAHUE OOBEKTOB, TEXHUYECKHX COOPYKEHHH, KalWuTalbHOE
CTPOUTENHCTBO U T.J1.);

IpeICTaBNeHHs U X01aTaiicTRa (0 HarpakJeHUU rocy1apCTBEHHBIME Harpajamu M T.JI.);

rapaHTHUHHbIEC THCbMa (Ha BBIIOJIHEHHE Pa0oT, OKa3aHHEe yCIyr U T.1.);

KOMaHJIMPOBOYHBIE YIOCTOBEPEHUS;

WHBIC JTOKYMEHTBI JUIS YAOCTOBEPEHUS MTOJIIUCH AODKHOCTHOTO JIMIIA, HMEIOIIEro IpaBo
JEeWCTBOBATh OT WMEHH YHHBEPCHUTETA, a Talkke JOKYMEHTHI, TpeOyloIlye HaIW4hsl OTTUCKA
repbOBOif meyaTH B COOTBETCTBUM C JECHCTBYIOIIMM 3aKOHOJATENLCTBOM Poccuiickoit
®denepanuu.

Tperuit sx3eMILIsAp repObOBOM MACTUYHOHN MEYATH 3aKPEIUISIETCS 32 HA4aIbHUKOM OT/elNa
JICTTOTIPOU3BOJICTBA YTNpaBJICHUS JIEJIONPOM3BOACTBA U KOHTPOJIS HAOKYMEHTOOOOpoTa H
UCTIOJIb3YeTCS sl TIepe/jaud pyKOBOJCTBY YHUBEPCUTETA M/WIN PYKOBOAUTEINSM CTPYKTYPHBIX
HoJpa3esieHHii B UENIAX KCIOJb30BaHMS B CIyXKeOHBIX KoManaupoBkaX. llepemaua mewaru
buKcHupyeTcst B )KypHalle periucTpaliiy prueMa-nepeaady ol poCiuch.

3.7.1.17.lleyatpl0  CTPYKTYpPHOTO  TIOApPA3ACICHUSA  YAOCTOBEPAECTCA  IOAIMUCH
PYKOBOJUTEJS TJAHHOTO MOIPa3IeIeHUs] AU €TI0 3aMECTUTENS.

3.7.1.18. MacTHuHbIe IITAMITHl IPUMEHSIOTCS B JCJIIONPOU3BOACTBE [UIS NPOCTABIICHUS
OTMETOK O TOJYYCHHUH, PETUCTPAIlHU, MPOXOKICHUM M MCIIOJHEHUH MOKYMEHTOB, a TakXe
JPYTHX OTMETOK CIPaBOYHOIO XapaKkTepa.

3.7.1.19. llltamn ¢ (akCUMUIBHBIM BOCIIPOM3BEIECHUEM IIOAMMUCH PEKTOPA UCIIONb3yeTCs
10 ero mpsMOMY YyKa3aHHIO IPU IIOATOTOBKE MO3JPABUTENIBHBIX, IPUBETCTBEHHBIX IHCEM H
HHBIX TOKYMCHTOB, Ili¢ TPeOYEeTCsS TOMMUCH PEKTOpA, U B CIIy4asX, KOTJa OJUH U TOT XE TEKCT
HanpapigeTcs Ooyiee 4YeM B yeTbipe ajapeca. OTBETCTBEHHBIM JOJDKHOCTHBIM JIMIIOM 32
UCTIOJB30BAaHHE M XpaHEHWEe IITamIa SBISETCS HadajbHUK OTHENa JACJIOIPOU3BOJCTBA
VYupasieHus Aenonpou3BOACTBA U KOHTPOJIS JOKYMEHTO000pOoTA.

3.7.1.20. [lpuirenmue B HErOJAHOCTh B XOJIE OKCILUIyaTallMM MM BBIBEACHHBIE U3
JEWCTBUS M YTPATUBIIME NMPaKTHYeCKOe 3HAYCHHE NTeYaTy U IITaMIBbI IIOUIeXaT c/laye B MEepBBIN
OTJIed A HEHTPATIM30BAaHHOTO YHUYTOXKEHHS U CITHCAHUS C YUETa.

3.7.1.21. Ot60op ®W YHWYTOXCHHE IleyaTeil W INTaMIIOB IPOM3BOAMUTCS KOMUCCHEN,
Ha3zHayaeMoM NMpPHKa30oM pekTopa. B coctaB KOMHCCUM Ha3Ha4yalOTCs HE MEHEE TPEX 4esoBeK,
OJIUH 13 KOTOPBIX JO/DKEH OBITh paOOTHUK, OTBETCTBEHHBIN 3a YUET [1eYaTei U IITaMIIOB.

3.7.1.22. Ha Bce oToOpaHHbIE K YHUYTOXKEHHUIO II€YaTH M IITAMIIBI COCTABISETCS aKT U
BHOCHTCSI 3alliCh B JXypHAJIE ydeTa YHHUYTOXAEMBIX IedaTed, ¢ NpPOCTaBICHUEM OTTHCKOB
yHHUYTOXKaeMbIX mevaredl u mramnoB (IIpwioxxeHue Ne 23), KOTOpPBIM XpaHHMTCS B IIEPBOM
otaene. JIMCTh KHUTH ydeTa YHHUYTOXKAeMBIX Ie4areii U ITaMIOB HyMEPYIOTCS, IPOLITHBAIOTCS
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M OTIEYATHIBAIOTCSL.
3.7.1.23. B akTe Ha YHUYTOXXCHHE TTeyaTell (IUTaMIIOB) UCIIPABIIEHHUS HE JOIIYCKaIOTCA.
Komuccus npoBepseT Haldyue BceX Mmedared (IITaMIIOB), BKJIIOYEHHBIX B akT. Ilpu

MIPOBEpPKE 0c000¢ BHUMAHHE YWIEHOB KOMHCCHHU JIOJKHO OBITH OOpallleHO Ha TO, YTOOBI B UHCIIE

YHHYTOXKAEeMbIX Ileyareil (IITaMIIOB) HE MOIJIM OKa3aThCsl KakHe-mubo Apyrue Imedyaru

(mITaMITbl), HE BKJIIOYCHHBIE B aKT, WM YTOOBI He OBIIM JOIYIIEHB! PACXOXKIACHUS MEXIY

3allUCSAMH B aKTe, CaMHMH TNedaTsMH (NITaMIIaMH) M 3alACIMU B KHUTE ydeTa IIedated u

mTaMIoB. 1o OKOHYaHWH CBEPKH BCE WICHHI KOMHUCCHH MOJIMCHIBAIOT aKT, a IIpeacenareb

KOMUCCHU 3aBEPSET CBOCH MOAIMUCHIO JIUCTHI aKTa. AKT YTBEPIKIAETCS PEKTOPOM.
3.7.1.24. Ileyatu (mTamnbl), OTOOpaHHBIE Ui YHUYTOXXCHHS M BKIIOYCHHBIE B aKT,

mocjie MPOBEPKH HMX KOMUCCHEH CKIAIBIBAIOTCS B NanKy (YeMOJaH) M OINEYaThIBAIOTCS

npezacenareieM komuccuu. Ilanka (1eMonaH) XpaHUTCS 0 YHHUYTOXEHHs B celie MOMeIeH s,

KOTOpOE CAAETCs IO/ OXPaHy.
3.7.1.25. YHuUTOXKEHUE ITeYaTei ¥ IITaMIOB IPOU3BOJMUTCS MOCIE YTBEPXKACHHUS aKTa B

MPUCYTCTBHH BCEX WICHOB KOMHCCHH, KOTOPBIE HECYT II€PCOHAIBHYIO OTBETCTBEHHOCTH 3a

MPaBUJIFHOCTD U MOJTHOTY YHUUYTOXKEHUS IIEPEYHUCICHHBIX B aKTe IIeYaTed U MITaMIIOB.
3.7.1.26. K MecTy yHUYTOXEHHS Ne4aTH (IITaMIIbI) JOCTABJIAIOTCS B ONIEYATAHHOM BHJIE.

YHUYTOXKEHHE MACTHYHBIX Ieyaredl (ITaMIIOB) MNPOM3BOAUTCS IIYTEM COXOKEHHS, a

METAUTHYECKUX — MyTeM crnuimBanus. O0 yHHUYTOXEHHH Iedareil (IITaMIIOB) BCE WICHBI

KOMHUCCHH PACIHCHIBAIOTCS B aKTe. AKT PETHCTPUPYETCS B JKypHaJe YyYeTa BXOISIIMX

JIOKYMEHTOB.
3.7.1.27. PaboTHHK, OTBETCTBEHHBI 3a y4eT meyareil (IITaMIIOB), HA OCHOBAaHMHU aKTa

JIeNaeT OTMETKH 00 YHUYTOXXEHHH B COOTBETCTBYIONICH KHHIC ydeTa H NPEICTABISECT KOIMHUIO

aKTa B YIpaBiieHHE OyXTalTepCKOro yJera.
3.7.1.28. AKThI 00 YHHYTOXKCHHH IeyaTel (IITaMIIOB) XpaHATCS B TEYEHHE 3 JIET, a 3aTeM

YHUYTOXAIOTCS. B YCTAHOBICHHOM MOPSIIKE.
3.7.1.29. HempaBoMepHOE HCNOJIb30BaHHE IeyaTeli, paBHO KAaK M HCIOJIb30BAHHUE

reyaTedi, He 3aperMCTPUPOBAaHHBIX B XXypHaje ydeTa medareii M ITaMmIIOB YHHUBEPCUTETA, IpU

OCYIIECTBICHUH YHHUBEPCUTETOM MM €r0 CTPYKTYPHBIM IIOAPA3ACICHHEM FOPUIMYECKA

3HAYMMBIX JECHCTBHI BIIeYeT HEICHCTBHTEIHLHOCTh JOKYMEHTa ¢ OTTHCKOM TaKOW IeYaTH U

OTBETCTBCHHOCTb, IPEAYCMOTPEHHYIO JEHCTBYIONMIMM  3aKOHOJATENbCTBOM  Poccuiickoit

denepanuu.
3.7.1.30. 3a HapylIeHHe NpaBMI XpaHEHHUs eyaTel (I1TaMIIOB) MK UX yTPAaTy BUHOBHOE

JIMIIO TIPUBJIEKAECTCS K JUCIIMILTHHAPHOW OTBETCTBEHHOCTH.
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IIpunoxcenue Ne 1
kom. 3.1.4,,3.3.1.6.
MmunucTepcTBo 00pazoBanus U Hayku Poccuiickoit Penepanuu
®enepanbHOE rOCy1apCTBEHHOE aBTOHOMHOE 00Pa30BaTeIbHOE YUPEIXKIECHUE
BBICIIIETO 00pa30BaHUS

«CEBEPO-BOCTOYHBIA ®EJEPAJIBHBIN YHUBEPCUTET

NMEHU M.K.AMMOCOBA)»
(CBODY)
IIPUKA3
Ne
SIxyTCcK

O6pasern 6nanka npukaza CBOY
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IIpunoxxenue Neo 2
k . 3.1.4,,3.3.2.1.
MuHucTepcTBO 00pa3oBanus U Hayku Poccuiickoil @enepanuu
denepanbHOe roCyIapCTBEHHOE aBTOHOMHOE 00pa30BaTENbHOE YUPEKICHHE
BBICIIIEI0 0Opa30BaHUS

«CEBEPO-BOCTOYHBIN ®EJEPAJIBLHBIN YHUBEPCUTET

NMEHU M.K.AMMOCOBA)»
(CBOY)
PACITIOPSI’KEHHUE
Ne
SIkyTck

O6pasern 6maHka pactopsokeHuss CBOY
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MHWHOBPHAYKH POCCHUHN

DenepajibHOE TOCYIAPCTBEHHOE
ABTOHOMHOE 00pa3zoBaTebHOe
yupexaeHHe BbICIIEro 00pa3oBaHusA
«Cesepo-BocTounblii
denepajbHbIl YHUBEPCUTET
nmenn M.K.AMmocoBay»
(CB®DY)

Benunckoro yan., 0.58, r. AAxytck
Pecmy6nuka Caxa (Sxyrns), 677000
Ten. (4112) 35-20-90
®axkc (4112) 32-13-14
E-mail: rector-svfu@ysu.ru
http://www.s-vfu.ru

Ne
Ha Ne oT

O6pa3en 6manka nucbma CBOY

Ilpunosxenue Ne 3
K1 3.1.4.



45

MHWHOBPHAYKH POCCHHN

®egepajibHOE rocyiapcTBeHHOE ABTOHOMHOE
o0pasoBaTeiibHOE YUpexKIeHHe
BbICLIEro 06pa3oBaHMsl
«CeBepo-BocTounslii dpenepanbablii
yHusepcuteT umeHn M.K.AmMocoBa»
(CB®DY)

HnxeHepHO-TeXHAYECKHUIH
HHCTHTYT

Kynakosckoro yi., 1.50, . SkyTck
Pecmy6ninka Caxa (Slkyrust), 677000
Ten./dakc (4112) 36-05-04
http://www.s-vfu.ru
Ne

Ha Ne oT

ITpunoxxenue Ne 4
k1. 3.1.4.

OG6pasen 65aHKa NUCHMa CTPYKTYpHOro nojpasnaeneauss CBOY



46

IIpunoxenue Ne 5

K 3.1.4.
MunuctepcTBo 00pasoBanus U Hayku Poccuiickoi denepannu
®enepanpHOE TOCYyJaApCTBEHHOE ABTOHOMHOE 00pa30BaTeNbHOE YUPEKICHUE
BbICLIETO 00pa30BaHUs

«CeBepo-Bocrounsiit dhenepanbibiil yHuBepcuter uMeHd M.K.AMMocoBay»
(CBDY)

NHCTUTYT MATEMATUKA U THOPOPMATUKHU

IMPUKA3
No

AxyTck

O6pazen Gnanka npukasa cTpyKTypHoro noapasneneHus CBOY
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IIpuioxxenue Ne 6
kom 3.1.4.,3.3.2.2.
MunuctepctBo o6pa3oBanus ¥ Hayku Poccuiickoii denepanuu
®denepanbHOE TOCYyIapCTBEHHOE aBTOHOMHOE 00pa30BaTeslbHOE YUpexKAeHUE
BhICIIEro 0Opa3oBaHUS

«CeBepo-BocTounslit denepanbubiid yauBepcureT uMeHn M.K.AMMocoBa»
(CBDY)

NHCTUTYT MATEMATHUKA U THO®OPMATHUKHA

PACITIOPSIKEHUE
No

SxyTck

OOpazen O1aHka pacopsDKEHUs CTpYKTypHOro noapasaenenus CBOY
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Ipunoxenue No 7
k . 3.3.1.4., 3.3.1.18.3
JIMCT COT'JIACOBAHUA [TPUKA3A

[Tpuxas:

(HavMeHOBaHHE NpHKa3a)

[IpoekT BHOCHT:
(HaMMCHOBaHMe CTPYKTYPHOIO noApasaeiCHus, NoAN1Ch PYKOBOAUTEIs, naTa)

PykxoBogurens 11PO 2:

(noamucy) (paciwmdporka) (nara)

PyxoBoautens IOO 3:

(moamnuce) (pacuudpoBka) (nara)
OTBETCTBEHHOE JIUIIO:

(®.1.0., noOMHKHOCTh, KOHTAKTHBIH TeJieOoH)
COI''TACOBAHO:
[IpopekTop, KypupyOIIHIi
JIAHHBIA BOIIPOC

(noamnvce) (nata) (npumMevaHue)
Havansauk YV IuK]]

(MoANKCH) (nara) (npumeyanue)
HauanpHauk IIPpaBOBOI'O
YIIpaBIICHUS:

(noanuce) (nara) (npumeuanue)
Havanpaux JJOKO*:

(noAnuch) (nara) (mpumeyaHue)
Havanpaux YPITuKIT*:

(noamuce) (nara) (npumevaHue)
Hauanpauk [TOY*:

(roAnuch) (nata) (npumeuanue)

(1O)
(K3K) (HDO) (6romxer)

I'maBHBIN Oyxrantep™:

(noanuce) (nara) (npumeuanue)

3anHTEpECOBAHHBIE CTPYKTYPHIL:

*cornacoBaHue B JaHHBIX CTPYKTYPHbLIX NoAapa3aACJICHUAX MPOU3BOAXATCS TTOCJIE COIIaCOBaHNs B VnpaBneHun
AEJIONPOU3BOACTBA U KOHTPOJIA ,IIOKyMCHTOO60p0Ta )51 npaBOBOM ynpaBJIEHUA
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IIpunoxenue No 8
x1.3.3.1.9., 3.3.1.14 4
JIMCT PACCBUIKH

(HanMeHOBaHKE BUJA JOKYMEHTA MOJHOCTHIO, 63 cokpalleHHiH)

oT No
(No 1 mata mokyMmeHTa)

Ne Komy agpecosano IIpnmedanne OtMmertka o
(HauMEHOBaHUE CTPYKTYPHOTO IOCTaBKe

noapazaenenus, ©.1.0.,
JOJDKHOCTD)

Bcero sk3eMmiisipoB:
Ucnonaurens:
Ilepenano:

IIpunsro



50

IIpunoxxenue Ne 9
k1. 3.3.1.18.3.
MunuctepcTBo o6pasoBanus U Hayku Poccuiickoit denepanun
®enepanbHOE TOCYIaAPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEXKACHUE
BhICIIEro 00pa3zoBaHus

«CEBEPO-BOCTOYHBIN ®EIEPATLHBIN YHUBEPCUTET
WMEHHU M.K.AMMOCOBA»
(CBOY)

IIPUKA3

SkyTck
2 MEINCCMIPOYUHbLX URMEPBAIA

00 yrBep:xkaennd UHCTPpYKIMH 110 1e10NPOU3BOACTBY

B CeBepo-BocTounom ¢esepanbHoM yHHBepcHTETE
2 MENCCMPOUHBIX UHmMEpBAlA

B umensx ycraHoBieHUs eAMHOrO Hopsnka paboTel ¢ JOKyMEHTaMH B
¢denepanbHOM TOCYJAapCTBEHHOM aBTOHOMHOM 00pa3oBaTE€IbHOM YUYPEXKIACHHH
BhICIIero npodeccuoHanbHoro obpazobanus «CeBepo-Boctounblil ¢enepanbHbIit
yHuBepcureT iMeHH M. K. AMMocoBa» mp U K a3 bl BaI0:

1. VTBepauTh npunaraeMyro MHCTPYKLMIO TTO AeN0IPOou3BOACTBY B CeBepo-
BocrouHoMm ¢enepansHOM YHUBEPCUTETE.

2. Ilpu3HaTh yTpaTUBIIUM CHIly Ipuka3 oT 22 ¢gespans 2007 roga Ne 85-O/]
«O6  ytBepxaeHuun ~ MHCTpykuuu MO  [AEJIONPOM3BOACTBY  SIKyTcKoro
rocyaapcTBeHHOro ynuepcurera uMeHu M.K. AmmocoBay.

3. KoHTpoJ1h 32 UCITOJIHEHHEM HACTOSAIIETO MPHUKa3a OCTaBIISIO 32 COOOM.

3 MEINUCCMPOUHbLX UHMEpsAld

PekTop Ilonmuce N.O0.®amuius

O6pa3en odopmienus npukaza CBOY
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ITpunoxenne Ne 10
k1. 3.3.4.3.1.

MumnucrepctBo oOpazopanus 1 Hayku Poccuiickoii depepanmu
@enepanbHOE rocyapcTBEHHOE aBTOHOMHOE 00pa3oBaTeIbHOE YUpexKACHNe
BHICIIIEr0 00pa3oBaHus

«CEBEPO-BOCTOYHBIN ®EJEPAJBHBIA YHUBEPCUTET
UMEHU M.K.AMMOCOBA»
(CBDY)

HPOTOKOJ

jacenanus Yuenoro Cosera

1 medicempounvlil unmepean

2 MedNCCmPpOYHbIX URMePBaNa

SIkyTCK
1 mesiccmpounolil unmepean

2 MEACCMPOUHBIX UHmMEPBAna

IIpencenarenscTByromuii — M.0O. @amunus
Cexpetapp — N1.0. Gamunus

IMpucyrcrBoBanu: 30 4yenoBek (CIMHCOK MPUJIAraeTcs)
1 medrcempounlii unmepean

[IOBECTKA JHA:

1 meoiccmpounvlil unmepeai
1. O Mepax no peanuzanuu ¢enepaibHOM LeNeBOi MPOrPaMMBHI ...

Hoxnan 3amecturtens PykopoauTens ...

2.06 ...
1 mesiccmpoynviil uHmepean

1. CJIVIIAJIN:

N.O. ®damunus — TEKCT A0KJIaja Mpujaraercs
BBICTVYIIMIIA:

N.0O. damunus — KpaTKas 3alUCh BBICTYIUICHUS
N.0. ®damunus — KpaTKas 3alich BBICTYIUICHUS
I[TOCTAHOBWJIN:

1.1. ...

1.2. ...

2. CJIVILIAJIM:

BBICTYIINJIN:
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IIponomxenue npunoxenust Ne 10

I[TIOCTAHOBUWJIU:

3 MEDNCCMPOYHbIX UHmMEPBAlQ
IIpencenarenbCTBYOLIUM Iloamucek H. O. Gamunus

1 meosrcempounviii unmepean

Cekpetapb IToamuce N. O. ®amunus

O6pa3sen odpopmieHs TOTHOH GOPMBI MPOTOKOTIA



53

[Ipuinoxenne Ne 11
k1. 3.3.4.3.2.

YTBEPXJIAIO
U. O. ®amunus
pexkrop CBOVY um. M. K. AmMocoBa

oama
2 MedCCMPOYHbIX UHMEPBANa

NHPOTOKO.J

coBemanus y pekropa Cesepo-BocTouHoro ¢geaepajbHOro yHHBepCHTETa
H. O. ®amuaus
1 meoiccmpounwlii unmepsan
SxyTck
1 medccmpounvLli unmepean

2 MedHCCMmPOYHBIX UHRMEPBana

ITpucyrcrBoBanm: N.O. ®amunus, N.O. ®ammnus, 1.0, Gamunus, 1.0, Gamunus

Huuyuanvl u pamunuu 6 angpasumuom nopsaoxe

1 meoiccmpounwvlil uHmepean

TIOBECTKA:

1.O..

HNudopmans npopekropa ...
2.06 ...

HNudopmanus 1upekTopa HHCTUTYTA ...
1 mesicempounviy unmepean
3aciymaB 1 o6cyuB nHbopMaiuio M. O. @amMunus ... IPUHAIH PELICHHE:

15 oo
2. ...
3....

3 MedCCMPOUHBIX UHmMepeana

IIpoToxkon Ben(a): N.O. ®amunus

O6paser opopmIleHUST KpaTKoi HOpPMBI IIPOTOKOJIA
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[Ipunoxxenne Ne 12
K 1. 3.4.1.4.

INEPEYEHb
HEPErucTPUPyeMoii KoppecnoHAeHIHH

. Ilepuonnyeckue n3nanus (ra3eTsl, XKypHajbl, OpOIHIOpbl, KHUTH).
. PexnmamMHEIe M3BEIEHMS], IUTaKAThl, IPOCIIEKTHI.

. Koninm cyetoB Ha omnary.

. [lepBuyHas ToKyMeHTAIMsI OyXTaJITEPCKOTO yUeTa.

. [lo3apaBuTensHbe NMCHMA, TEIErPaMMBbl U OTKPBITKH.

. IIpeickypanTs! (Ipaiic-IUCTEI).

. DOpMBI CTATUCTHYECKOM OTUETHOCTH.

. IIpurnacurenbHbie GUIETHL.
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[Ipunoxenue Ne 13

K 11. 3.3.5.9.
MHWHOBPHAYKH POCCHHU
denepajbHOE FOCYAaAPCTBEHHOE
aBTOHOMHOE 00pa30BaTeJbHOE
yupexaeHue BhIciero o0pa3oBaHHs
«Cesepo-BocTrouHblii Hupexropy JlenapTaMeHTa
¢eaepanbHbIH YHHBEPCHTET roCy1apCTBEHHOW IMOJIUTUKH
nvenn M.K.AMMocoBa»
(CBDY) B c(hepe BBICIIETO 00pa30BaHUS
MunuctepcTBa 00pa30BaHUs U HAyKU
Benutxckoro yiu., n.58, r. SIkytck P o )
Pecniy6nuka Caxa (SIkyTtust), 677000 OCCHHMCKOH Yeacpallun

Ten. (4112) 35-20-90

D 4112) 32-13-14
E-m:i];:cr(ector-)svfu@ysu.ru A. b. COBOJIEBY

http://www.s-vfu.ru
Ne
HaNe oT

O npenocraBieHnH OTYeTa 00 UCIIOTHEHUHI
rocyJapcTBeHHoro 3ajanus Ha 2017 roa

VBaxxaemblii Anekcaaap bopucosuu!

Bo wucnonuenne mumceMa ot 28.01.2017 No  05-76  denepansHoe
rOCyJapCTBEHHOE  aBTOHOMHOE  OOpa3oBaTeIbHOE  YYpPEeXJAEHHE  BBICLIETO
obpazoBanuss  «CeBepo-BocTouHblii  ¢enepanbHblii  YHHBEPCUTET  HMEHH
M.K. AMMocoBa» HampapisieT OT4eT 00 HCIIONHEHHH IOCyIapCTBEHHOIO 3aJaHus
322017 rox.

IMpunoxenue Ha 24 nUCTaxX B ABYX 3K3eMILLIPAX.

Pextop E. Y. Muxaiinosa

K. Y. UBanos
+7 (4112) 35-36-37

O6pazen odhopmMIIeHHS CIIy>)keOHOTO NUCHEMa
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[Ipunoxenue Neo 14
K 1. 3.3.6.3

Pextopy CBOY
N.O. Gamunus

Jlata No

QX (5 Y ¥4

CJIV>KEBHAJ 3ATITMCKA
3 MEHCCMPOUHBIX UHmMepeana
HaumenoBanue
JTOJDKHOCTH IMonmuce N.0. ®amunus

O6pa3zen ciny)eOHOM 3anuCcCKu
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IIpunoxenue No 15

k1. 3.5.1.3.

DI'AOY BO «CeBepo-BocTouHsrii

benepanpubiii yauBepcuteT nMeHn M. K. AMMocoBay

HanmMeHoBaHMe CTPYKTYPHOTO NMOApA3IEICHUS

HOMEHKIJIATYPA JIEJI

No
(MecTO cocTaBneHus)
Ha rofn
Nupekc  3aroJioBok aena Kon-Bo Cpox xpaHeHus [Ipumeyanue
Jiena (ToMa, yacreit) nen (TOMOB, nena (ToMa, 4acTH)
yacTei) u Ne crareif mo mepevHIo
1 2 3 4 5
Haszpanue pazgena

HaumeHnoBaHue TOMKHOCTH PYKOBOJMUTEIIS

CTPYKTYPHOTIO IIO/Ipa3/ieIeHHs ITonmuce Pacumidporka
IIOJIITHCH

Hara

COI'JTACOBAHO

HauansHux

VYnpapieHus 1e10nporu3BOACTRA

¥ KOHTPOJIS TOKyMEHT0000poTa Ionnuce Pacmudporka
HIOJITUCH

Jlata

3aBeAyIOIIUNA apXHBOM Ioamuce Pacmudposka
HOJUIHCH

Jlara

WToroBas 3amuch 0 KaTerOpUsIX U KOJ-BE JieT, 3aBeJICHHBIX B rofay B

CTPYKTYPHOM IIOJpa3/Ie/ICHHA
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ITo cpokam XpaHeHUs Bcero B ToMm uucre:
MEePEXOAdIIUX ¢ oTMeTKoi "OIK"
1 2 3 4

IlocrosiHHOTO

BpemenHoro (cBsimie 10 ner)

Bpemennoro (o 10 1eT BKIIFOUNTENHHO)

NUTOI'O:

HavMeHoBaH#e TOIDKHOCTH

OTBETCTBEHHOTO 3a JIENOIPON3BOACTBO IToamuce Pacmmdposka

IOAITHCH

Jlata

MdopMa HOMEHKJIATypHI JIe]l CTPYKTYPHOTO HOAPa3 JIeICHUs




OI'AOY BO «Cesepo-BocTounsiit
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Ipunoxenue Ne 16
k. 3.5.1.3.m 3.5.1.13.1

benepanpHbIi yaHBepcuTeT nMeHH M. K. AMMOcoBay

HOMEHKIJIATYPA JIEJI YTBEPX/AIO
No Pextop CBOVY
(MecTO cocTaBJICHHUS) [loanuch Pacurugposka
HOAMUCH
Ha roa
HNunexc 3aronoBoOK Jiena Kon-Bo Cpoxk XpaHeHus [Ipumeyanue
zena (TOoMa, yacreit) Jien (TOMOB, ziena (ToMa, 4acTH)
yacreii) u Ne crareil 110 NepeyHIo
1 2 3 4 5
Haspanue pazgena
HavanbHux
YopaBneHus Nenonpou3BOACTBa
¥ KOHTPOJIS JOKYMEHTOO00poTa Ilonmnuck Pacimdporka
MOATIHCH
Jlara
3aBeayIOMHUi apXHBOM [Toanuce PacmmugpoBka
HOJMUCH
JHara
COT'JIACOBAHO COT'JIACOBAHO
IIporokoxn I[BK (OK) [IpoToxon DIIK
MunucrepcTBa KyJIbTypbl U AYXOBHOI'O
pasButus Pecybsnku Caxa (SIkyrus)
oT No oT No
HToroas 3amuck 0 KaTEropHIX U KOJI-BE JIE]I, 3aBEICHHBIX B rojJy B

CTPYKTYPHOM IOApa3/IC/ICHHH
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Ilo cpoxaMm XxpaHeHus Bceero B Tom umciie:
nepexoIsaIuX ¢ otmeTKoH "OIIK"
1 2 3 4

[IocTositgHOTO

Bpemennoro (ceie 10 set)

Bpemensoro (10 10 jieT BKIIFOYHUTEIHHO)

HUTOI'O:

Haumenopanue 10DKHOCTH
pykoBoautens ciayx0s1 JIOY [Toamuck Pacumdpopka

HOJAIHCH

Jlara

HToroBele cBeicHUS NIepeaHbl B apXUB
HaumeHoBaHME NOKHOCTH NEPEaBIIETO

CBEICHUSA [Toamuce Pacmmdpopka

OJIIUCH

Jlata

dopma HOMEHKJIATYPHI [1€J1 YHUBEPCUTETA
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Ipunoxenue No 17
K1 3.53.6

MununcrepeTBo 06pa3opanus U Hayku Poccuiickoit @enepartiu
DenepanpHOE rocyJapCTBEHHOE aBTOHOMHOE 00pa30BaTeNbHOE YUPEXKICHHE
BbICLIEro 0O6pa3oBaHUsI

«CEBEPO-BOCTOYHbBINA ®EJEPAJBHBIA YHUBEPCUTET
UMEHU M.K.AMMOCOBA»

(HanmeHnoBaHME CTPYKTYPHOTO MOAPA3IETICHHS)

YTBEPXJIAIO
HanmeHnoBaHue TOIKHOCTH PYKOBOIUTEINS
CTPYKTYPHOTO IOJIpa3AeICHHS

ITognuce Pacmmngporka
MOANUCH
Jlara
OITNCD Ne
Ne  HMupexc nena 3aroyioBOK Kpaitniue  KonuuecTso Cpok Ilpumeganne
n/n nena JIaThI JTUCTOB XpaHeHUs
1 2 3 4 5 6 <1> 7

Hazanwue pazaena

B nanHy10 onmuch BHECEHO nei ¢ Ne
(mudpamMu 1 MPOMUCHIO)

mo Ne B TOM YHCJIE:

JTUTEepHBIE HOMEpa:

IpOMYyIIEHHbIE HOMEpa

HanmenoBanwve JOJDKHOCTH

COCTaBUTEIISI ONUCH [Tonnuce PacnmigpoBka nmomucu
Jara

COI'JTACOBAHO COI'TTACOBAHO
HavmenoBaHue NOMKHOCTH PYKOBOUTEINS IIporokon LISK CB®Y
ciyx6s1 JIOY

[loanuce Pacmmdporka mognucu oT Ne

Jlata
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[lepeman __nen
(uudpamMu U IPOIHUCHIO)

3aBenyromuit apxusom CBOY ITognuce PacimudpoBka noamucu
JlaTa
[Tpunsin Jien 1

(mdpamu ¥ IPONHCHIO) (i pamMut ¥ NPONHCEHIO)

PErUCTPAITHOHHO-KOHTPOJIBHBIX KAPTOTEK K JOKYMCHTaM.

HauMenoBaHME JODKHOCTH pabOTHHKA
Haruonansaoro apxusa PC(S1) ITognuce Pacimudporka momucu

Jara

<1>I'pada 6 omyckaeTcsi B ONKUCAX A€ IOCTOSTHHOTO XpaHEHHs!.

dopMa OIKCH Jie]I TIOCTOSIHHOTO, BpeMeHHOTo (cBbie 10 eT)
XpaHEeHHs U 110 TUYHOMY COCTaBY CTPYKTYPHOIO IIOJIpasAeICHHU
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IIpunoxxenune Ne 18

k1. 3.5.3.9.
KoJ ¢eaepanbHOro apXuBa
KOJl YHUBEpPCUTETA _
@. No
Onmn.
No
H.
No
(HaumenoBanue ¢eneparbHOro apxupa)
(HaumeHOBaHME YHUBEPCHUTETA M CTPYKTYPHOTO IMOAPA3CIICHNS)
JEJIO Ne TOM Ne
(3aronoBok aena)
(Kpaiinue gaton)
JATA (xpaiinne natbr) Ha ___JIACTax

XpaHuTh

dopma 006J10XKH Aelia TOCTOSHHOTO U BpeMeHHOro (cBhiie 10 5eT) XxpaHeHus
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Iprnoxenue Ne 19

K 1. 3.5.3.9.
JIuct-3aBeputenib nena Ne
B nene noAmuTo ¥ NpOHYMEPOBAHO UcT(OB)
(undpaMu ¥ IPOIHUCHIO)
B TOM YHCIIE IUTEPHBIE JIUCTHI IPONYIICHHbIE
HOMeEpa
+ IMCTOB BHYTPEHHEH OIIUCHU
OCOBEHHOCTH ®U3NYECKOI'O NeNe nuctoB
COCTOSAHNMA U @OPMUPOBAHNMA IEJIA
I 2

(OIKHOCTD, MTOAIUCH, paciIndpoBKa MOAIMCH, aTa)

(DOPMa JIACTa-3aBCPUTEIIA ACIIa
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Ipunoxxenue Ne 20

K . 3.5.3.9.
BHYTPEHHAS OITUCH
JIOKYMEHTOB fies1a No
No Wnnekc Hara 3aronoBoK Howmepa nuctoB | IIpuMeuanne
n/o JIOKyMEHTa JIOKyMEHTa JIOKyMEHTa Jena
1 2 3 4 5 6
Uroro JOKYMEHTOB,

(mu¢pamMu B IPOMHCHIO)
KonnyecTBo NHCTOB BHYTPEHHEH OIMCH

HanmeHoBanue JOJDKHOCTH JINIIA,
COCTaBUBILICI0O BHYTPCHHIOKO OITUCH

JOKYMEHTOB JeJia

Jara

(undpaMu 1 IPOIUCHIO)

Iloamuce

PacimugpoBka momucu

®opMa BHYTpEHHEH OIIMCH JOKYMEHTOB Jiena




(MecTO COCTaBIICHUS)

AKT
Ne

66

O BBIACJICHUH K YHUYTOXCHHIO TOKYMCHTOB,

HEC HOAJIC)KAINX XPAaHECHHUTO

Ha ocHoBanuu

ITonnuce

[Ipunoxenne Ne 21

k1. 3.54.1.

YTBEPXKIAIO

Pexrop yHuBepcuTera

Pacmmdposka

(Ha3BaHME W BHIXOJHBIE IaHHBIC IEPEYHS JOKYMEHTOB

C YKa3aHHeM CPOKOB UX XPaHEHHS)

IOAIMUCHU

Jara

OTOOpaHBI K YHUYTOXKEHHIO KaK HE UMEIOIINE HAyYHO-UCTOPHYECKON LIEHHOCTH ¥ YTPATUBIINE
IpakTU4Yeckoe 3HaueHHE JOKYMEHTHl ¢onma Ne

Ne  3aromopox J[lata

1/ IDenawnd  Jena Wik

n TpYyIIIOBO  KpaiiHue
)71 JaThl
3arojIoOBOK  JIe]
nexa

1 2 3

HUtoro nen 3a

Homepa
onucen
(HOMEH-

KJIaTyp)
3a rofbl

roJibl

(¢ pamMu B IPOITHCHIO)

Onucu ACI MOCTOAHHOI'O XpaHCHHUA 3a

cornacoBaHkbl ¢ JIIK

(mpotokon IIIMK ot

Hupexc
nena (Toma,
YacTH) 1o
HOMEHKJIa-
Type WIn
Ne nena

IO OITHCH

5

(na3Banue ¢oHmA)

KonuuecTBo

Jen
(ToMOB,
yacrei)

Cpoxn
XpaHEHHUsI
nena
(Toma,
YaCTH)

U HOMEpa
crarey 1o
IIEPEYHIO
7

IIpu-
Meya-
HHE

roJabl yTBCPXKACHUA, a I10 INYHOMY COCTaBy

(HauMeHOBaHHE apXUBHOTO YUPEXKICHUS)

HamMeHnoBanue JOJDKHOCTH JIMLA,

INPOBOAUBIICTO IKCIICPTU3Y

IIEHHOCTH IOKYMEHTOB

Jlata

COI'JTACOBAHO

ITpoTtoxon IIBK CBOY
oT No

Ne

ITonmuce

)

Paciudposka

IIOAIINCHU
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JIOKyMEHTBI B KOJIMYECTBE nen
(uudpaMu ¥ IPOIMUCHIO)

BCCOM KI' CIaHbl B

(HavMEHOBaHUE OpraHU3aINH)

Ha epepaboTKy Mo IPHEMO-CAATOYHON HaKIaqHOM OT No

HarMeHnoBaHHe OODKHOCTH paOOTHHKA
apxuBa, CAABIIErO
JIOKYMEHTHI [Moxmuck Pacmmdpoka

IIOAIINCH

CDopMa aKTa O BBLOCICHUH K YHHYTOXXCHUIO JOKYMCHTOB,
HE moAjIeKamux XpaHCHHIO



i) HammMenos
[/l aHHe IIeYaTH
(mrrammna),
HHHUIIAATOP
3axasa, Jara
IIOCTYIUICHHUS

68

XYPHAIJI
ydeTa revarei U MTaMIIoB

OTTHCK ITeyarei Haumenona
(TTamMIoR) HUE
IOApa3AcIICHNS,
JOJDKHOCTD U
bamunus
MTOJIyvaTes

[Ipunoxxenue Ne 22

IHoamm
Chb
MoJaydare’s,
JaTa

®dopma KypHasa ydeTa neqyareil U ITaMIIoB

kmn. 3.7.1.7.

PesynpTa
THI MPOBEPKHU
HaTN4us
[eyaru u
HITaMIIOB: UX
OTTHUCKHU U
JlaTa
IIPOBEPKH
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Ipunoxxenne Ne 23

kn. 3.7.1.22.
KYPHAIJI
ydeTa nedaTell ¥ [ITaMIIOB, BBIACICHHBIX HA YHUYTOXKEHHE
N HaumenoBanue OTtTHCK DeyaTeit OTtMerka 00 [Ipumevanu
I/l | Tedartd (wramna), (TaMIioB), YHHUUTOXEHUH, e
HMHUIIMATOP 3aKa3a, BO3BPAILEHHBIX JUIS HOMEp aKkTa U Jara
JlaTa NOCTYIJICHHUS YHUYTOXCHHS

CDopMa XypHalia yde€Ta rneyaTei U IITAMIIOB, BBIACICHHBIX Ha YHUUYTOXKCHUC



