MMHUCTEPCTBO CEJHCKOT'O XO3ACTBA POCCHIICKOM ®EIEPAIIAA
®EJIEPAJIBHOE TOCYIAPCTBEHHOE BIOKETHOE OBPA3OBATEJILHOE
YYPEX/IEHUE BBICIIETO OFPA30OBAHHS «BEJIOPOJICKHII T'OCY IAPCTBEHHBI
ATPAPHBII YHABEPCATET UMEHH B.5I. TOPAHA»

IIPUKA3
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1. Maickuit

06 yrBepxkIeHHH
MHCcTpyKIHH N0 1e10NPOH3BOACTBY B YHHBEpPCHTETE

B memsx ymopsmouMBaHMS M CHCTEMaTH3alMM  JIOKyMEHTallWH,
00pa30BBIBABIIEHCS B paMKax peajli3allii YCTaBHBIX LieJiell B YHUBEPCUTETE,

IIpHUKa3B5blBalo:

1. VTBepauts MHCTPYKIMIO IO JEJIONPOM3BOACTBY B YHHBEPCUTETE
(mpunaraercs).

2. YcraHOBUTH, 4YTO MHCTpYKIHUS MO AEIONPOU3BOJCTBY B YHHBEPCUTETE,
yTBepxkaeHHas npuka3zoM Ne 132-3 ot 10.04.2015. yrpaunBaer cury 28.02.2021., a
HNHCTpyKIIMsST 1O [EIONpPOM3BOJACTBY B YHUBEPCUTETE, YTBEepXKIeHHas 1. 1
HACTOSIIEro IpHKa3a, PacHpoCTpaHsSeT CBOe [eWCTBHE Ha JOKyMEHTOOOOpOT,
Bo3HUKIIKK B niepuoz ¢ 01.03.2021.

3. H.o. mpopekTopoB yHHBepcuTeTa obOecrneuuTb (GOpMUPOBaHHE
JIOKyMEHTOO0OpOTa COIJIaCHO YTBEpPXKAEHHOW 1. 1 HacTosmero Ipukasa
HHCTpyKIMU 1O AETONPOU3BOJICTBY B YHUBEPCUTETE B KyPUPYEMBIX CTPYKTYPHBIX
nozipa3/ieJIeHUsIX ¥ BO3TJIaBIsIEMbIX KOJUIETHAIBHBIX OpraHaX YHUBEPCUTETA.

4. HavanpHuky VYmpaBieHuss HHQOpMaTU3alMd pPa3MECTUTh HACTOSIIUN
npuKka3 Ha oQUIHAIBHOM caiiTe yHHBepcuTeTa B pazzaeine OOmas uHdopmanus /
HopmatuBubie moxymenTsl / Homenknarypa B cpok g0 01.03.2021.

5. KoHTposb 3a UCIIOIHEHHEM TpUKa3a OCTaBIISIO 3a COOOM.

Bpuo pexrtopa B e 5= > C.H. Aneiinnk



[Ipunoxenue K npukasy
Ne 109-3 or 24 dempans 2021r.

HHCTPYKLIUA
110 1eJIONPOU3BOACTBY B (hefepaibHOM roCcyIapCTBEHHOM OK/IKETHOM
00pa30BaTeJIbHOM YYPEKIeHUH BbICIEr0 00pa30BaHMs
«beJqropoackuii rocy1apcTBeHHbIH arpapHblii yauBepcuter uMeHu B.S. I'opuna»

1. O01mue moJj1o:xeHUA

1.1. Hacrosiiiass vHCTpyKIMsS 1O JIeNONpoU3BOACTBY (manee - WHcTpykuus)
COCTaBJICHA HA OCHOBE MPUMEPHOM HHCTPYKIMU 1O  JCJONPOU3BOJACTBY B
rOCYJIapCTBEHHBIX OPTraHU3alMAX, YTBEPKICHHOW MpukazoM DenepasbHOro apXUBHOIO
arerrctBa oT 11 anpens 2018 r. Ne 44, HannonansHoro crangapra P® I'OCT P 7.0.97-
2016 «Cucrema craHgapToB 1Mo MHPOpMAIMK, OMOIMOTEYHOMY U HM3AATEIBCKOMY JENy.
OpraHu3almoHHO-pacopsAIUTeNbHAs  JTOKyMeHTalus. TpeOoBanuss kK odopMiieHUIO
JNOKYMEHTOBY», YTBEPKIAECHHOIro mnpukazoM DenepanbHOr0 areHTCTBa MO TEXHUYECKOMY
peryiaupoBanuio U Metposoruud ot 8.12.2016 r. No 2004-ct, a Tak:ke B COOTBETCTBUU C
JEUCTBYIONIUM 3aKoHoAaTeNnbcTBOM Poccuiickoit ®denepanmuu B chepe unbopmanmu,
JIOKyMEHTAIMH, ApXUBHOTO Jiesia B cpepe ynpaBieHHs TOKYMEHTaMHU.

1.2.  WHCTpyKIMs yCTaHaBIMBAeT E€IUHYI0O CHUCTEMY JEJIONPOU3BOJCTBA B
deneparbHOM TOCYJAPCTBEHHOM OIOIKETHOM 00pa30BaTENLHOM YUPEKICHUU BBICIIETO
oOpazoBanusi «benropoAckuii rocyJapCTBEHHBIM arpapHbIi  YHUBEPCUTET HWMEHU
B.A.I'opuna» (nmanee - Yuuepcutet, By3, ®IT'BOY BO benropoackuii 'AY), nopsanok
MOATOTOBKH, OGMOpPMIIECHHUS, NPOXOXKACHUSA, KOHTPOJS 3a WCIOJHEHUEM, YYETOM,
XpaHEHUEM, HW3TOTOBJICHUEM, KONMUPOBAaHMEM U  TUPAKUPOBAHUEM  CITYKEOHBIX
JIOKYMEHTOB.

1.3.  HucTpykius pazpaboTaHa B LEeJISIX COBEPILICHCTBOBAHUS
JOKYMEHTAIITMOHHOTO OOECIeUeHHUs YMPaBJICHUST U TMOBBIMICHUS €ro 3h()EeKTUBHOCTH
nyTeM yHU(UKAIMU cocTaBa U (GOpM yMPaBIEHYECKUX JOKYMEHTOB, TEXHOJIOTUN pabOThI
C HAMHU M OOECMEYEHUs] KOHTPOJIS WCIOJHEHUS JTOKYMEHTOB. ABTOMATH3WPOBAHHbBIC
TEXHOJIOTUU OOpabOTKH JOKYMEHTHOW HH(POpMAIMM, TPUMEHsSIEMbIe B YHHUBEPCHUTETE,
JOJDKHBI OTBEUYaTh TpeOOBaHUSIM HacTosmed MHCTpYKIUH.

1.4.  Opranwuzanus, BEJICHUE 51 COBEPIIICHCTBOBAHUE CUCTEMBI
JOKYMEHTAITMOHHOTO OOECIICYCHHs] YMpaBJIEHHWS HAa OCHOBE EIUHOM TEXHUYECKOU
MOJUTUKM M TPUMEHEHUS] COBPEMEHHBIX TEXHUYECKUX CpEACTB IMpu padore ¢
JIOKYMEHTaMH, METOJIMYECKOE PYKOBOJICTBO U KOHTPOJb COOJIOJICHHUS YCTAaHOBJICHHOTO
nopsifka paboOThl € JOKYMEHTaMH B CTPYKTYPHBIX TMOJIpa3/IeICHUSIX Y HUBEPCUTETA
OCYILIECTBIISIETCS  OTJEJIOM JICJIONPOU3BOJCTBA YTPABJICHUS aAIMUHHCTPATUBHON U
OpraHM3aIMOHHO-KOHTPOJILHON padoThI (ajee — oTael Aenonpou3Boactsa Y AuOKP).

1.5. Otnen nenompousBoacTBa YAMOKP nmaer ykazanus 1o  Bompocam
OpraHu3allud BEJICHUS JIeJIONMPOU3BOJICTBA, 0O0s3aTeNIbHBIC JJIsI HWCIIOJHEHUS BCEMU
CTPYKTYPHBIMM NOApazaencHusMu By3a. Otaen nenonpousBoactsa Y AMOKP opranuzyer
peryJsipHble TPOBEPKU COCTOSTHUSI JEJIONPOM3BOACTBA W COONIONCHHS TpeOOBaHUMN
Hactosled NHCTPYKIIMU B CTPYKTYPHBIX OAPA3ACICHUSAX YHUBEPCUTETA, O pe3yJibTaTax
KOTOPBIX (POPMHUPYETCS TOKIIA] PYKOBOJCTBY Y HUBEPCUTETA.
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1.6.  IlepcoHanbHas OTBETCTBEHHOCTh 3a OPTaHU3AIMIO JIEJIOMPOU3BOJICTBA,
CBOEBPEMEHHOE M KAYECTBEHHOE HCIOJHEHNUE TOKYMEHTOB, UX COXPAaHHOCTbh BO3J1Araercs
Ha PYKOBOJUTENEH CTPYKTYPHBIX MOJpa3/efieHuid YHUBepcUuTeTa (yrnpaBieHU, OTIEI0B,
dakynpTeTOB, Kadeap u Ap.). PykoBoauTenu - CTPYKTYpHBIX — MOApa3jesieHUn
VYHuBepcuTeTa JOJDKHBI MPUHUMATh MEpPbl K COKPAIICHHWIO IMEPErnucKH, 00ecreyruBaTh
NPaBWIBHOE W PAIMOHAIBHOE HWCIOJIB30BAHUE CPEICTB OPITEXHHUKH, PACXOJOBAHUE
CITy’K€OHBIX OJIAaHKOB U Oymaru.

1.7.  HenocpencTBEHHOE  BEIIEHHUE  JICJONPOM3BOJCTBA B  CTPYKTYPHBIX
nojpasz/ieficHUsIX ~ YHHUBEpPCUTETa  Bo3jaraercs Ha  pabOTHHKOB, Ha3HAYEHHBIX
PYKOBOJMTEIIEM MO/Ipa3/IeNIEHUs OTBETCTBEHHBIMU 3a 3Ty pad0Ty, KOTOpbIe 00€CIIeUYnBaIOT
YYeT ¥ IPOXOXKICHNE TOKYMEHTOB B YCTAaHOBJICHHBIE CPOKH, HHPOPMHUPYIOT PYKOBOJICTBO
O COCTOSSHUM WX HWCHOJHEHHUS, OCYIIECTBISIIOT O3HAKOMIICHUE COTPYAHUKOB C
HOPMATUBHBIMU U METOJIMUYECKUMH JOKYMEHTAMH MO AEJIONPOU3BOACTBY. J|OJKHOCTHBIE
00SI3aHHOCTH, MpPaBa U OTBETCTBEHHOCTh PA0OTHUKOB, OTBETCTBEHHBIX 3a OpPraHU3AIUIO
paboTHI ¢ JOKyMEHTaMHU, OTIPEICISIOTCS TODKHOCTHRIMU MHCTPYKITUAMUA. OTBETCTBEHHBIE
COTPYJHUKH BEIyT >KypHaJbl yuyeTa MOCTYyNAIMX (MCXOJAIIUX) B MOApa3/eicHue
JOKYMEHTOB (CKypHaJIbI BXOJslied (B TOM 4YHCIIE BHYTPEHHEH) U HCXOSIICH
JTOKYMEHTAIUHU — npritoskenne Ne 1),

1.8. BHOBb mnpuHATbIE PaOOTHUKH, HA KOTOPBIX BO3JIAralOTCsS OOSI3aHHOCTU TIO
BEJICHUIO JIEJIONPOU3BOJICTBA, 00sI3aHbl B TEUYEHHE TPEX JHEHW Mocie MOCTYIUICHUS Ha
paboTy MPONUTH HWHCTPYKTaX IO BEJICHUIO JICIIONPOU3BOJACTBA Y PYKOBOJUTEIS
CTPYKTYPHOTO TOJIPa3/ICIICHUS.

1.9. PaGoTHHUKM  CTPYKTYpHBIX  TOJpa3feieHuil  YHUBEpPCUTETa  HECYT
OTBETCTBEHHOCTH 3a BBINOJHEHUE TpeOOBaHUI HacTosied MHCTpYKIUU, 32 COXPaHHOCTh
HaXOJSAIIUXCS Y HUX CIYKEOHBIX JOKyMEHTOB. OO0 yTpare JOKYMEHTOB HEMEIJICHHO
JOKJIA/IBIBAIOT PYKOBOJUTEIIO MOAPA3AEICHUS U COOOIIAOT B OTAEN AEIONPOU3BOJICTBA
YAuOKP. Ecnu po3pICK JOKYMEHTOB HE JIA€T PE3YyJIbTaTa COCTABIIAETCA aKT, B KOTOPOM
YKa3bIBAIOTCS JTaHHBIC YTPAUYEHHOI'O JOKYMEHTA, a Tak)Ke OOCTOSTENbCTBA, IPU KOTOPHIX
MMPOM30LLIA yTPaTa, MOCIE YEro MPEANPUHUMAKOTCS MEphl MO 3aMELICHUIO JTAHHOTO
JIOKYMEHTa 3aBEPEHHOM KOMHUEN JTOKYMEHTA.

1.10. TIlpu BpeMEHHOM OTCYTCTBUM PabOTHUKA (YXOJ B OTIYCK, JUCTOK BPEMEHHOMN
HETPYIOCIIOCOOHOCTH, YOBITHM B KOMAHIMPOBKY) HMMECIOIIHMECS Yy HEro JOKYMEHTBI IO
YKa3aHUIO0 PYKOBOJUTENS CTPYKTYPHOTO TOAPA3ACICHUS TNEPEAaroTcss Jpyromy
pabOTHUKY, KOTOPBIN 00513aH MPHUHATH MEPHl K UX CBOEBPEMEHHOMY HCIHONHEHHIO. [Ipu
YBOJIbHEHUM WM TIEPEMEIICHUH OTBETCTBEHHOIO 3a BEACHUE JEJIONPOU3BOJICTBA
MPOM3BOJUTCS Tepeaada A€l U JOKYMEHTOB, O Y€M COCTABJISICTCS aKT MpUeMa-Tiepeadn
NOKYMEHTOB W JIeJd  COIJIaCHO HOMEHKJIATypE  CTPYKTYPHOTO  IOAPA3IAECICHUS
YHuBepcUTETa, KOTOPBIA YTBEPKIAACTCS PYKOBOJIUTEIIEM CTPYKTYPHOTO TTOAPA3ACIICHUS.

1.11. Ilepemaya OpPUTHMHAJIOB JOKYMEHTOB, MX 3aBEPEHHBIX KOMHH CTOPOHHUM
JIMLAM JIOIYCKAETCS COTVIACHO EUCTBYIOLIErO 3aKOHOAaTebeTBa PO.

1.12. Copepxxanue  CIy:KeOHbIX  THMCEM  HE  TMOJUICKUT  pasrjalleHHIo.
Hcnonb3oBaHue CBeNECHUM, COAEpKaIlMXCsl B ATUX JOKYMEHTax, B Ie€YaTh M JPYrux
CpelncTBax MaccoBOW WHGOpMAIMK HE IOMycKaeTcs. B3ammopeicTBue co cpeiacTBaMu
MaccoBOi HWHGpOpMAlMM W Tiepenada WM CIy>KeOHON HHGPOpMAIMKU OCYIECTBISETCS
paboTHUKaMU YHHUBEPCUTETA, CIENUATLHO HA TO YIMOJTHOMOYEHHBIMH, & B OTIEIHHBIX
Clly4asx - 0 MUCbMEHHOMY YKa3aHUIO PEKTOPa UJIU KYpUPYEMOTO MTPOPEKTOpA.
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1.13. Tlopsmox pabGoTbl C  [JOKyMEHTaMH, COJAEpKallUMH  HH(OPMAILIHIO
OTPaHUYEHHOTO JOCTyNa (KOMMEPUECKYIO W CITY>KeOHYI0 TallHy, IepCOHAIbHbIC JAHHbIC
U MHYIO KOH(QUICHIIMAIHHYI0 HH(GOPMAIINIO) ONPEACNSIeTCS OTACIBHBIMU JIOKAITBHBIMU
HOpPMATUBHBIMU  aKTaMW  YHuBepcutera. PaOoTHukM  YHHBepcuTeTa  HECYT
JTUCHUIUIMHAPHYIO, aIMUHUCTPATUBHYI0O M WHYIO, YCTAHOBJIEHHYIO 3aKOHOJATEIbCTBOM
Poccuiickoii @enepainiv, OTBETCTBEHHOCTD 32 HAPYIIEHUE CPOKOB XPAHEHUS JOKYMEHTOB,
yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOKEHHUE CITYKEOHBIX TOKYMEHTOB.

1.14. Benenue miepenuckd ¢ MUHHCTEPCTBOM CEILCKOTO Xo03siiictBa PO,
MuHuCTEpCTBOM HaykKd M Bbicmiero oOpaszoBanust P®, ['yOepHatopom u wieHamu
npaBuTeNbCTBAa benropoackoil 00JacTH OCYHIECTBISIETCS PEKTOPOM HIIA MPOPEKTOpaMU
10 KypUPYEMbIM HAMPABICHUSM JEATETHHOCTH.

1.15. BeneHue mnepenuckd OT HMMEHHM By3a C JPYTMUMH OpPraHU3ALMSIMU U
rpaXXJIaHaMyd OCYILIECTBISIETCS PEKTOPOM, MPOPEKTOpaMU WM MO0 WX TMOPYUYEHUIO
PYKOBOJHUTEIISIMHA CTPYKTYPHBIX MTOAPA3ACIICHUN.

1.16. [IlpaBuma  paGoThl C  JOKYMEHTaMH B  CHCTEME  DJIEKTPOHHOTO
TOoKyMeHTooOopoTa YHupepcuteta (payee - COJ1) u nHbIX MHOOPMALIMOHHBIX CUCTEMAX,
B KOTOPBIX OCYIIECTBIISIETCS CO37aHUE (BKIIOUEHNE) U XpPaHEHUE JOKYMEHTOB, HE JOJKHBI
BXOJIUTh B MPOTHUBOPEUHE C MOJOKEHUSIMU HacTosmend NHcTpyKiuu.

1.17. BemonneHue HacTosmed MaCTpyKInu 00s3aTebHO I KaXI0r0 pabOTHUKA
YHuBepcurera.

1.18. 3a wapymenue TpeOoBaHuii Hacrosimed ~MHCTpykuuu  paOOTHUKH
YHuBepcutTera MOTYT OBITh MPUBICYCHBI K TUCIUIIMHAPHON OTBETCTBEHHOCTH. B ciryuae
OoOHapy>KeHMsI CYIIECTBEHHBIX HapylleHUW Hactosmed WHCTPYKIMKU NPOPEKTOpPhl U
PYKOBOJHTENN CTPYKTYPHBIX TMOAPA3ACICHUA OO0S3aHBI IOIYIUTh OOBSICHUTEIBHYIO
3aMMCKy OT BHHOBHOTO pPa0OTHMKA MW TPEIOCTaBUThL HWHPOPMANHMIO O HaPYIICHUH
HaYaIbHUKY YTIPaBJICHHS aIMHHUCTPATUBHON W OpTraHU3AIIMOHHO-KOHTPOJILHON pabOTHI B
1eJsIX 000CHOBAHHOTO M CBOEBPEMEHHOTO TPUMEHEHHUS JUCIUILTHHAPHOTO B3BICKAHUSI.

I1. JlokyMeHTHPOBaHHE YIIPABJICHYECKOM AeATEIbHOCTH

2.1. B cooTBeTcTBUU C 3aKOHOAATENIbCTBOM Poccuiickoil denepanuu, JIOKaAIbHIMU
HOPMATHBHBIMU aKTaMH B Y HUBEPCUTETE WU3/IAFOTCS OPraHU3alMOHHO-PACTIOPSAUTEbHBIC
TOKYMEHTBI.

2.2. Opranu3aliMOHHO-PaCOPSAAUTENbHBIE  JTOKYMEHTBI,  CO3/1aBa€éMbleé B
JEsITeIbHOCTH Y HUBEPCUTETA, 0GOPMIISIIOTCS 1O MpaBUilaM, YCTAHOBJIEHHBIM HACTOSILEH
NHcTpykImelr 1o  JIenonpou3BOACTBY. BHeceHMe Kakux-TuOO HCHpaBICHUNW WA
n00aBJIEHUI B MOAMMCAHHBIE (YTBEPKICHHBIE) TOKYMEHThI HE JOTYCKAaeTCsl.

2.3. OcobenHoctu OQOpPMIIEHUS TOKYMEHTOB, CO3JaBa€MbIX B CTPYKTYpPHBIX
MO/IPA3/ICNICHUAX YHUBEPCUTETA U OTPAXKAIOLWUX CHEHU(UKY UX JEATEIbHOCTH, a TaKXKe
npaBujia OpraHu3aludu paldOThl C JaHHBIMU JIOKYMEHTAMHU MOTYT YCTaHaBIIUBAThCS
OTJIETbHBIMU JIOKAJIbHBIMU HOPMATHBHBIMU aKTaMH Y HUBEPCHUTETA.

2.4. Co3nanue JOKYMEHTOB B YHHUBEPCUTETE MpU MCIHoJb30BaHuu COJI, B memsx
noBbIlIeHUs PPeKTUBHOCTH Ucnoyib3oBaHusi CO/], ocyiecTBigeTcs ¢ UCIOIb30BaHUEM
11a0JIOHOB IOKYMEHTOB. DJIEKTPOHHBIE 11a0JOHBI JOKYMEHTOB JOJKHBI OBITh HJICHTUYHBI
mrabJoHaM JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

2.5. JlokyMeHTbl YHUBepcuTeTa 0pOopMIISIOTCS Ha OJTaHKaX MJIM CTaHAAPTHBIX JIUCTaX
Ooymaru opmata A4.
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2.6. ]It M3roTOBIICHUS TOKYMEHTOB B Y HUBEPCUTETE UCTIOIB3YIOTCS:

- OnaHk npukasa (npuioxenue Ne 2);

- OnaHk pacnopsbkeHus (mpuiioxenue Ne 3);

- OJaHK mUChbMa JUIsl BEJCHUS MEPENUCKU C OpraHU3alMsIMH, HAXOJAUIUMHUCS Ha
tepputopun Poccuiickoit denepanun (mpunoxenue Ne 4);

- OJaHK NMChbMAa C PEKBU3UTAMU HA PYCCKOM U aHMVIMMCKOM (MJIM HWHOM
MHOCTPAHHOM) SI3bIKaxX JUIsl BEIEHUS TNEPENHUCKU C 3apyOeKHBIMU KOPPECHOHJIEHTAMHU
(npunoxkennie Ne 5);

- OJ1aHK CITy>KeOHOM (TOKIaaHOM) 3anucku (mpustoskerue Ne 6);

- OnaHK 3asBieHus (npuioxxeHue Ne 7).

[lo pemiennio pexkTopa YHUBEPCUTETA MOXKET HCIOJIL30BaThCAd OJaHK MHUChbMa
CTpYKTypHOTO moapasaeneHus. Jns odopmieHus pe3ononuidi Ha JOKYMEHTE MOTYT
HCIIOJIB30BAThCS OJIAHKU PE3O0JTFOLIHIA.

2.7. llpy w3maHWM JOKYMEHTOB Ha CTaHAAPTHBIX JMCTaX OymMard Ha HHX
BOCITPOM3BOSTCS PEKBU3HUTHI, HEOOXOAUMBIC ISl JOKYMEHTOB KOHKPETHOTO BHJIA WIIU
Pa3HOBUIHOCTH.

2.8. Ha G6mankax JOKYMEHTOB BOCIIPOU3BOIUTCS TOBAPHBIN 3HAK Y HUBEPCUTETA.

2.9. brnaHkd JOKYMEHTOB YHHMBEPCUTETa HW3TOTAaBIUBAIOTCS  THUIOTPAPCKUM
CIIoco0oM, CpeJICTBaMU ONIEPATUBHOM MONMUTpaduu UM KOMIBIOTEPHON TEXHUKH.

2.10. JlokyMeHTBI H3TOTaBJIMBAIOTCS Ha OyMaXHOM HoOcuTele W B (Qopme
ANIEKTPOHHBIX JOKYMEHTOB C COOJIOJIEHUEM YCTaHOBJICHHBIX TMpaBUI OQPOpPMIICHUS
JIOKYMEHTOB.

2.11. JlokyMeHTBl yHUBepcuTeTa, ohOpMIICHHbIE Kak Ha OiaHke, Tak U 0e3 Hero,
JOJDKHBI UIMETh TTOJIS1 HE MEHEE:

20 MM - JIeBOE;

10 MM - paBoe;

20 MM - BEpXHEE;

20 MM - HIXKHEE.

2.12. JlokyMeHThI, N37JaBacMble COBMECTHO C HMHBIMU OPTaHHU3AIUSIMH, 0(DOPMIISIFOTCS
Ha CTaHAAPTHBIX JIUCTaX OyMaru C BOCIPOU3BEICHUEM PEKBH3UTOB BCEX OpraHU3aIINA,
y4aCTBYIOIIUX B U3/IaHUU IOKYMEHTA.

2.13. Ilpy mnOArOTOBKE JIOKYMEHTOB JOITYCKAeTCS WCIOJb30BAaHUE JIMIICBOM M
000pOoTHO# cTOpOHBI JucTa. [Ipu ABYCTOpOHHEM CO37aHUU JOKYMEHTOB IIMPUHA JIEBOTO
MOJIS Ha JIMIIEBOM CTOPOHE JIMCTa U MPABOTO IMOJs HA 000POTHON CTOPOHE JIMCTA JOTKHBI
OBITH PaBHBI.

2.14. Tlpm co3maHMyd JOKYMEHTa Ha JBYX W 0ojiee CTpaHUIAaX BTOPYIO U
MOCJEAYIONIMEe CTpaHUIbl HyMepyroT. Homepa cTpaHuIl TPOCTABISIOTCS MO CEpeauHe
BEPXHETO TOJIs JOKYMEHTa Ha paccTOosTHUU 10 MM OT BEpXHETO Kpas JIUCTa.

2.15. JIns W3roToBJICHUs JOKYMEHTOB MCIOJIb3yeTcs rapautypa Times New Roman,
pasmep mpudta NeNe 12-14. Tlpu coctaBieHun TaOJUIl JTOMYCKACTCS HCIOJIb30BaHUE
mpudToB MeHbIIUX pazmepoB - NeNe 10, 11.

2.16. AG3zanHblif OTCTYHn B TEKCTe AOKyMeHTa - 1,25 cM. 3arojioBku paszaeioB U
MO/IPA3/IeNIOB TIEYATAOTCS C a03aI[HBIM OTCTYTIOM WJIW IIEHTPUPYIOTCS 1O IMIUPUHE TEKCTA.

2.17. Texkct moxkymeHTa reuyataercs uepe3 1 - 1,5 MeXCTpOUHBIX MHTEpBasa. TeKCT
JIOKyMEHTa BBIPABHUBAETCS MO MIUPHUHE JIUCTa. MHOTOCTPOUYHBIE PEKBU3UTHI M€UATAIOTCS
4yepe3 OJMH MEKCTPOUYHBIM MHTEPBAJI, COCTABHBIE YaCTH PEKBU3UTOB MOTYT Pa3lesThCSA
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JOTIOJIHUTENIbHBIM UHTEPBAIIOM. ECIIM TOKYMEHT TOTOBUTCS JJIsl U3JJaHUS C YMEHbIIIEHUEM
Macitaba, TeKCT TiedaTaeTcs yepes 1Ba nureppaia. urepBan Mexxay OykBaMu B CIIOBax -
oObryabId. MHTEpBanm Mexay cimoBamMu - oauH 1poOen. CTpoKM  PEKBU3UTOB
BBIPABHUBAIOTCS IO JIEBOM TpaHUIE 30HBI PACIIOJIIONKEHUS PEKBU3UTA WM LEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM JUIMHHOW CTPOKH. JlJIMHa camMoil JUIMHHOM CTPOKHU PEKBU3HUTA IPHU
YTJIOBOM PACIOJIOKEHUU PEKBU3UTOB HE Oojiee 7,5 cM. JlmmHa camMoM JJTMHHOW CTPOKHU
PEKBHU3UTA MTPHU MPOJOIBLHOM PACIIOIOKEHUN PEKBU3UTOB HE Oosiee 12 cm.

2.18. JlomyckaeTcsi BBIACNATH MOJY>KHUPHBIM IIPUPTOM PpPeKBU3UTHI "aapecat",
"3aroJI0BOK K TEKCTY" MM "MOJMUCE", a TAKXKe OT/IENIbHBIC (PparMeHThl TEKCTA.

2.19. Ilpu moAroTOBKE MHOTOCTPAHUYHBIX JTOKYMEHTOB OGOPMIISIETCS THUTYJIbHBIM
JIUCT.

2.20. CocTtaB pEKBH3WUTOB, MCHOJB3YEeMbIX I O(GOpMIICHHS JOKYMEHTOB,
ompenensercss  BUAOM  (Pa3sHOBUIHOCTHIO)  OPraHU3AIMOHHO-PACHOPSAUTEIHLHOTO
JTIOKYMEHTA.

2.21. Tlpu mOATOTOBKE JOKYMEHTOB HWCIOJB3YIOTCS PEKBHU3UTHI, YCTAHOBJICHHBIC
I'OCT P 7.0.97-2016

a) TOBApHBIN 3HAK (3HAK OOCTY>KUBaHMUS);

0) Ko popMBI TOKYMEHTA,

B) HAMMEHOBAHHUE Y HUBEPCUTETA,

I') HAUMEHOBAHKE CTPYKTYPHOTO MOAPa3/ICICHUS;

1) HAUMEHOBaHUE JIOJKHOCTH JIMIIA,

€) CIIpaBOYHbIC JJAHHBIE 00 YHUBEPCUTETE;

’K) HAMMEHOBAHUE BUJIA IOKYMEHTA;

3) 1ara JOKyMEHTa,;

1) PETUCTPALIMOHHBIN HOMEP TOKYMEHTA;

K) CChLJIKA Ha PETUCTPALIMOHHBIA HOMEP U JAaTy MOCTYIUBIIETO JOKYMEHTA,

J1) MECTO COCTaBJIeHU (U3aHus) JTOKYMEHTA,

M) Tpu( orpaHuyYEHUs AOCTyNa K JOKYMEHTY;

H) ajpecar;

0) rpud yTBEpPKIACHHS TOKYMEHTA;

1) 3ar0JI0BOK K TEKCTY;

p) TEKCT IOKYMEHTA;

C) OTMETKA O PUJIOKCHHH;

T) Tpu@ corlacoOBaHUs JOKYMEHTA;

y) BU3a;

¢) noanuce;

X) OTMETKa 00 3JIEKTPOHHOM MOAHICH;

IT) TIeYaTh;

9) OTMETKA 00 UCIIOJIHUTEIIE;

1) OTMETKA O 3aBEPEHUU KOIHH;

I1]) OTMETKA O TMOCTYTUICHUH JOKYMEHTA;

bl) PE30JIIOIIHS;

3) OTMETKA O KOHTPOJIE;

10) OTMETKA O HalpaBJICHUU JOKYMEHTA B JAEJIO.

2.22. brank npukasa (pactopspkeHus1) Y HUBEpCUTETa BKIIIOYAET PEKBU3UTHI:

- TOBApHBIN 3HAK (3HAK OOCTY>KUBaHUS);



- HAUMEHOBAHUE Y HUBEPCUTETA;

- HAMMEHOBAHUE BUJIa IOKYMEHTA;

- MECTO COCTaBJICHUS WUJIW U3IaHUSI TOKYMEHTA;

- OTMETKM [JI1 pa3MEIICHUs PEKBU3UTOB 'mara JoKyMeHTa', "perucrparimoOHHBIN
HOMEp JTOKYMeHTa'".

2.23. biiank nuchkMa Y HUBEpCUTETA BKIIIOYAET CIAEAYIONINE PEKBU3UTHI:

- TOBapHBIN 3HAK (3HAK OOCTYKMBaHMUS);

- HAUMEHOBaHUE YHUBEPCUTETA;

- CTIpaBOYHbBIC JJaHHBIE 00 YHUBEPCUTETE;

- OTMETKH JJI1 TPOCTABJIICHUA PEKBU3UTOB 'mara JOoKyMeHTa", "perucrparimoOHHBIN
HOMEpP JOKyMeHTa", "CChbUIKa Ha PETUCTPALMOHHBIA HOMEpP U JaTy IOCTYIHUBLIETO
JTIOKyMeHTa".

B Onank mucbMa CTpYKTYpPHOTO TMOApPA3AEICHUS, COBEIIATEIHHOIO, METOIUYECKOTO,
AKCIIEPTHOTO WJIM MHOTO KOJUIETHMAJILHOTO OpraHa YHHUBepcuTeTa (Jajee - OpraHa) -
HaVMEHOBAaHHE COOTBETCTBYIOIIETO OpraHa.

2.24. BHyTpeHHUE TOKyMEHTHI YHUBEpCUTETa, 0OpMIIsieMbIe HE Ha OJaHKE, TOJKHBI
COJIEP’KaTh COOTBETCTBYIOLINE BUAY TOKYMEHTA PEKBU3UTHI.

2.25. ToBapubiii 3HaK (3HaK OOCHY)XHMBaHUS), 3apPETUCTPUPOBAHHBIA B
YCTAaHOBJIEHHOM 3aKOHOJATENIbCTBOM Poccuiickoit deaepanuu nopsake BOCOPOU3BOIUTCS
Ha OmaHkax YHuBepcuteTa. M300pakeHHe TOBApHOTO 3HAKa (3HaKa OOCITYKUBaHMS)
MOMENIAETCA HAa BEPXHEM II0JIE€ JIOKYMEHTa, Ha paccTosHuM 10 MM OT BEpxXHEro Kpas
JIUCTA, 3aXBaThbiBasg 4acTh palbouell 30HBI JIOKYMEHTA, HaJl PEKBU3UTAMU Y HUBEPCHUTETA
WJIM CJIEBA HA YPOBHE HAMMEHOBAHUSA BY3a, 3aXBaThIBasl YACTh JIEBOT'O MOJIS.

2.26. Kox ¢dopMbl AoKyMeHTa NPOCTaBIsSIeTCS HAa YHU(UIMPOBAHHBIX (Qopmax
JOKYMEHTOB B COOTBETCTBUU C OOMIEPOCCUUCKUM KIAaCCU(PUKATOPOM YIPABICHUYECKOU
nokyMentauu (OKVY]) unu JokaibHBIM KiIacCU(UKATOPOM, pacrojiaraeTcsi B IpaBoOM
BEPXHEM YTy pabodyero moJjisi JOKyMEHTa, COCTOUT U3 cioB "®opma no (HaMMEHOBaHUE
Kkiaccudukaropa)" u nudpoBoro Koaa.

2.27. HaumeHnoBanue YHUBEpCHUTETa - aBTOpa JOKYMEHTa Ha OJIaHKE IOKyMEHTa
YKa3bIBa€TCsI B TOYHOM COOTBETCTBUHU C YCTaBOM YHuBepcureTa. Hax HauMeHOBaHUEM
VYHuBepcuTeTa yKa3bIBa€TCsl HAMMEHOBAHUE BBILIECTOAIICH OPraHU3ALUU — yUpPEIUTENs
(MuHucrepctBo cenbckoro xossiictea P®), mox HauMeHOBaHMEM YHUBEpPCUTETA B
CKOOKax yKa3bIBaeTCs COKpaIleHHOE HAMMEHOBAHKE By3a COTJIACHO Y CTaBa.

2.28. HaumeHoBaHME CTPYKTYPHOTO MOJPA3eiCHHs (B TOM YUCIE KOJUIETHAIBHOTO,
COBEMIATeNIbHOTO WJIM WHOTO OpraHa) YyKa3blBaeTCs B OJaHKax MHCeM U OJlaHKax
KOHKPETHBIX BHUJIOB JOKYMEHTOB, MU3/1aBAEMbIX COOTBETCTBYIOIIUMU TOAPA3ACICHUSIMU B
COOTBETCTBUM C JIOKQJIbHBIMH  HOpPMAaTHBHBIMM  akTamMu  YHuBepcutTetra. Han
HAaUMEHOBAHMEM  CTPYKTYpPHOTO  TOJpa3[eleHus  yKa3blBaeTCsi  HAaMMEHOBAaHUE
YHuBepcurera.

2.29. CnpaBouHble JaHHble 00 YHHBEpPCUTETE YKa3bIBAIOTCS B OJIAHKAX MHCEM H
BKJIFOYAIOT: TIOYTOBBIM ajpec YHuHBepcuTera, HoMmep TenedoHa, dakca, anpec
AIIEKTPOHHOM TMOYTHI, CETEBOW aJpec, a Takke KOJ opranuzanuu rno OOuepoccuickomy
knaccudukaropy npeanpustuii u opranuzanuii (OKIIO), ocHOBHOM TrocyaapcTBEHHBIN
peructpanioHHeii HoMmep opranuzanmu (OI'PH) wu wunentudukanmoHHBII HOMED
HAJIOTOTUIATEIBIITUKA/KO/T IPUYNHBI TOCTAaHOBKHU Ha HanoroBwid yaetr (MHH/KIIIT).

2.30. HammeHoBaHue BHJa JOKyMEHTa YKa3blBaeTCd Ha BCEX JOKyMEHTax, 3a
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UCKJIIOYCHHEM JIENOBBIX (CIy)KEOHBIX) MHUCEM, pacloiaraeTcsi MoJ HaNMEHOBAaHUEM
VYHuBepcuTeTa (CTPYKTypHOTO TOpa3IeIeH s, KOJUIETHAILHOTO OpPTaHa).

2.31. Jlata moxymeHTa JOJDKHA COOTBETCTBOBATH JAaT€ MOAMHCAHUS (YTBEPIKICHHS)
JIOKyMEHTa WU (B MPOTOKOJIax) Jare cOObITHS, 3aMKCUPOBAHHOTO B JIOKyMeHTe. JlaTta
JIOKYMEHTa 3aIllMChIBAETCS B IMOCJIENOBATEILHOCTH: JIEHb MECsIa, MECSI, roJ OJHUM U3
JIBYX CIIOCOOOB:

- apaObckuMu UPpamMu, pa3ae’IeHHbIMU TOUKOM: HapuUMep - 05.06.2018;

- CJIOBECHO-IIM(PPOBBIM CIIOCOOOM: HaMlpUMep - 5 mons 2018 1.

Ha nokymenrtax, oopmisieMblx Ha OJlaHKe, JaTa JIOKYMEHTa IPOCTaBISETCA IOJ
pEeKBU3UTaMHU "HaMMEHOBaHWE BHAA JOKyMeHTa" (B OJaHKax KOHKPETHBIX BHJIOB
JIOKYMEHTOB) U "CIIpaBOYHbIE TaHHbIe 00 YHUBepcutere" (B OJaHKAX MUCEM).

JlaToif HOKyMEHTa, HM3JaHHOTO COBMECTHO JBYMsI WJIM 0ojiee OpraHu3alUsIMHU,
SBJISICTCS JaTa MOAMUCAHNS JOKYMEHTA MOCIECIHEN CTOPOHOM.

2.32. PeructpaimoHHbIii HOMEp JOKyMEHTa - HU(POBOM WM OYKBEHHO-IIM(PPOBOIL
UACHTU(PUKATOP AOKYMEHTA, COCTOSIIUN U3 MOPSIKOBOIO HOMEpa JOKYMEHTa, KOTOPBIH,
M0 YCMOTPEHHUIO YHHBEPCUTETA, MOXET JOMONHITHCS HUPPOBBIMU WM OYKBEHHBIMHU
KOJIaMH (MHAEKCaMH) B COOTBETCTBHUH C UCIIOJIb3YEMBIMU KJ1acCU(UKATOPaAMHU.

Ha pgokymeHTe, COCTaBIEHHOM COBMECTHO JByMsi W 0oJjiee OpraHu3alusIMHU,
MPOCTABJISIOTCS PETUCTPAIlMOHHBIE HOMEpa JOKYMEHTa, MPHCBOCHHBIC KaXaoH W3
opraHuzanuii. PerucrpanvoHHble HOMEpa TMPOCTABISAIOTCA B TOPAJKE yKa3aHUs
HAUMEHOBAaHUN OpraHW3alMii B 3aroJIOBOYHOM dYacTu (mpeamOyJie) JOKYMEHTa |
OTIEJAIOTCS IPYT OT Apyra KOCOW YEpTOM.

2.33. CcpuUlka Ha PErUCTPAlMOHHBI HOMEp W JaTy MOCTYNHBIIEro JAOKYMEHTA,
COCTOSIIIAs U3 PETUCTPALMOHHOIO HOMEpa U AAThl BXOJSIIErO JOKyMEHTa, Ha KOTOPBIH
JTAETCsl OTBET, MIPOCTABIISIETCS B BUJE OTMETKU "Ha N ... oT ..." B OnaHke nuchma. B
TEKCT MHChMA-OTBETa CBEJACHUS O PETHUCTPAIMOHHOM HOMEPE W JlaTe IMOCTYIHBIIETO
MMCbMa HE BKJIHOYAIOTCA.

2.34. Mecto coctaBiieHusl (MU31aHMs) IOKYMEHTa YKa3bIBA€TCSI BO BCEX IOKYMEHTAaX,
KpOME JIEJOBBIX (CIYKEOHBIX) TMHCEeM, BHYTPEHHHUX HH(POPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB. MecTo cocTaBiieHUs (M34aHUs) JOKYMEHTa YKa3bIBae€TCsl B COOTBETCTBUU C

NPUHATEIM aIMUHHUCTPATUBHO-TEPPUTOPUAIILHBIM JICJICHUEM, HAallpUMEp: noc. Maickui
Benroponckoro p-Ha Benropomnckon o0OJI.

2.35. I'pud orpanuueHuss AOCTyna K JOKYMEHTY (IMOMETKa «Ijis CIlyXeBHOTO
nosib30BaHMA») MPOCTABISETCS B NPABOM BEPXHEM YIUIy MEPBOrO JIUCTAa JTOKYMEHTa
(IpoekTa TOKyMEHTa, COIMPOBOJIUTENIBHOTO MUChMa K JOKYMEHTY) OT TpaHUIbl BEPXHETO
noJis MpU HAIUYUU B JOKYMEHTEe WHGOpMAIMH, AOCTYN K KOTOPON OTpaHUYMBAETCA B
COOTBETCTBUM C 3aKOHOIATENBbCTBOM Poccuiickonn Penepanuu. Buabl HCHONB3yeMBbIX B
By3€ Irpu(OB OrpaHUUuCHUS JOCTYIIA IOKHBI COOTBETCTBOBATH 3aKOHOIATEIIbHBIM M HHBIM
HOPMAaTUBHBIM MIPaBOBBIM akTaMm Poccuiickoit deaepaiuu U JOJDKHBI OBITh 3aKPEIJICHBI B
JIOKAJIbHBIX HOPMATHUBHBIX akTax. ['pud orpanudeHus noctyna K JOKYMEHTY (ITOMETKa
"Ina cnyxe6uoro nombzosanus', IPU(P "Komvepueckas Tatina') MOXKET JOMOJTHATHCS
HOMEPOM DK3eMIUIsIpa JOKYMEHTA MW JPYTMMU CBEICHUSMHU B COOTBETCTBUHM C
3akoHomarensCcTBOM  Poccuiickon  ®denpepanun. B ngokyMeHTax — YHUBEpCUTETA,
COZEPKAIINUX CBEIEHMs, COCTABJLIIOIIME KOMMEPUYECKYI0 TaWHY, B COOTBETCTBHM C
®enepanbHbIM 3aK0OHOM OT 29 utoiig 2004 r. Ne 98-D3 «O koMMepueckoi TaiiHe» HapsIy
¢ rpuoM yKa3bIBaIOTCS MOJTHOE OPUIIMATbHOE HAMMEHOBAHNE YHUBEPCUTETA, MECTO €TI0


garantf1://12036454.302/

HaxoxaeHus. Hanpumep:
Kommepueckasa TalHa
"HamMeHOBaHME opTraHms3auum"
MecTo HaxOXIeHMS

2.36. Anpecar - peKBU3HT, UCTIOJIBb3yEeMbIi TIpu 0POPMIICHUH IETOBBIX (CITy)KEOHBIX)
MUCEM, BHYTPEHHHX HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. PexBusut "aapecat"
odopmisiercs Ha OJaHKE C YIJIOBBIM PAacHOJIOKEHHUEM PEKBU3UTOB - B BEPXHEW NpaBOM
4acTU JOKYMEHTA, Ha OJaHKE C MPOJOJIbHBIM PACIOJIOKEHUEM PEKBU3UTOB - CIIpaBa IMOJ
pexkBu3uTamMu Onanka. CTpoku pekBu3HTa "azpecar" BBIPaBHHUBAIOTCS MO JEBOMY Kparo
WINA LEHTPYIOTCS OTHOCUTEIBHO CaMOM IJIMHHON CTPOKHU.

[Tpu angpecoBaHMM JOKYMEHTAa PYKOBOJMUTEIIO (3aMECTUTENIO0 PYKOBOJMUTEINS)
OpraHM3allMM  YKa3blBalOTCA B JaTEJIbHOM IMaJeKe HAUMEHOBAaHHME JOJDKHOCTH
PYKOBOAMTENS (3aMECTUTEINSI pyKOBOJUTEINS ), BKIIIOUAIOIIee HAMMEHOBaHUE OpPraHu3allny,

(haMuITIIO, MHUITMATIBI JOJDKHOCTHOTO Juiia. Hampumep:
I'enepasibHOMY IOUMPEKTOPY
"HamMeHOBaHME
opraHm3auum"
Samvmnimsa .0.

HpI/I aIp€COBAHMHU IIMCbMa B OpPraHHU3alllI0 YKa3bIBACTCA CC IIOJIHOC HIIH
COKpamCHHOC HAMMCHOBAHHNC B UMCHUTCIIbBHOM ITaJICIKC. HpI/I aIp€COBaHUU JOKYMCHTA B
CTPYKTYPHOC IIOAPA3ACIICHUC OpPIraHHU3allihd B PCKBHU3UTC "az[pecaT" YKa3bIBAIlOTCS B
HMCHUTCIBHOM  IMAJIC)KEC  HAMMCHOBAHUC  OpraHu3aluy, HWKC - HAWMMCHOBAHHUC

CTPYKTYPHOTO IOAPa3aACIICHUA. HaHpI/IMep:
"HamMeHOBaHME
opranmzauumn"
drMHaHCOBOE ylpaBJIEHUE

[Ipy agpecoBaHMM THUCbMA  PYKOBOJIMUTENID  CTPYKTYPHOIO  MOJpa3ACiCHUS
YKa3bIBAIOTCA B HWMCHUTCIBHOM IIaJCKEC HAMMCHOBAHHMC OpraHu3alvv, HHXKE - B
AaTCJIIbHOM ImagcixKe HAMMCHOBAHHC JOJIZKHOCTHU PYKOBOOMUTCIIA, BKJIFOYAKOIIICC
HaMMEHOBAaHHE CTPYKTYPHOTO Noipa3ieieHus], paMuiInio, nHumansl. Hampumep:

"HavMeHOBaHMUE
opraHmu3auum"
PyxkoBomuTesiio DOT'OBOPHO-
IpPaBOBOTO OTHeja
Qammnmsa M.O0.

[lepen damunuel AOMKHOCTHOTO JIMIIA JOMYCKAeTCs YHOTPeOsITh COKpaleHue "r-
Hy" (TOCHOAWHY), €Clu aapecaT MyKuumHa, Wiau 'r-xke" (rocmoxke), eciau ajapecar
KEHILMHA, HAIPUMEp:
r—-Hy Sammama M.O.
r—xe dammima 1.0.

[Ipu paccpuike OKyMEHTA IpyNIe OpraHu3alyid OJHOTO TUIIA WU B CTPYKTYPHBIE

IoApPa3aCICHUA OJTHOU OpraHu3aIu, aapecar yYKa3bIBacTCs O606H16HHO. HaHpI/IMep:
PyxkoBomuTenaM QuUIMaJIOB
"HamuMeHOBaHUE
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opranuzauum"

PYKOBOIMUTEJAM yIIPaBJIEeHUN
Y OTIEJIOB

"HavMeHOBaHMUE
opraHm3auum"

[Ipu paccbuike JOKYMEHTa HE BCEM OpPraHU3alvsIM WIM  CTPYKTYPHBIM
Mo/Ipa3IeNieHUusIM ToJ, pekBu3uTOM "Anpecar”" B ckoOkax ykasbiBaercs: "(Imo cmucky)".
Hanpumep:

PykoBOIUTENAM YIPAaBJEHUM U
ornesiop "HauMeHOBaHMUE
opraHuszauum"

(mo chomcky)

CHHCOK pacChlUIKM COCTABIISIETCS UCTIOTHUTEIIEM.

Ecnu nuceMo HampaBisieTCss B OpPraHU3aliio WIA JOHKHOCTHOMY JIMIYY M Ui
CBEJICHUS €lle PsIIy OpraHu3aluil UK JTOJKHOCTHBIX JIML, 00IIee KOJIMYECTBO aIpecaToB
HE JOJDKHO OBITh 0oJiee YeThIpeX, IMPU 3TOM OCHOBHOW aJipecaT yKa3bIBAE€TCS MEPBBIM,
cnoBo "Konus" nepen BTOpBIM, TPETBUM, YETBEPTHIM aIpECATaMH HE MEYATAECTCH.

B cocraB pexBuszuta "Ampecar" MOXKET BXOIWUTH MOYTOBBIM aapec. DJIEMEHTHI
[IOYTOBOTO ajJpeca YKa3bIBAIOTCS B IOCIEAOBATEIIBHOCTH, yCTaHOBJICHHOM [IpaBunamu
OKa3aHMs YCIYT IOYTOBOM CBSA3H:

a) A1 IOPUAMYECKOrO JiMIa - MOJIHOE WIM COKpalleHHOE HauMEeHOBaHUE (IIpH
HAJIMYUH), 1JI TpaXIaHuHa - paMUIIns, UMsl, OTYECTBO (TIOCIEIHEE IPU HAIUYHH);

0) OaHKOBCKHME PEKBHU3UTHI (A7 TMOYTOBBIX IIEPEBOJOB, HAIPaBISIEMbIX
IOPUANYECKOMY JIMIY WM IPUHUMAEMBIX OT FOPHINYECKOIO JINLA);

B) Ha3BaHUE YJIUIbI, HOMEP JI0Ma, HOMEP KBapTUPBHI;

I') Ha3BaHUE HACEJIEHHOTO IMyHKTA,

1) Ha3BaHUE palloHa;

€) Ha3BaHUE PeCIyOJIMKHU, Kpasi, 0071aCTH, aBBTOHOMHOTO OKpyra (00J1acTn);

) Ha3BaHHME CTPaHBI (JUIs1 MEXTYHAPOJHBIX TOUYTOBBIX OTIPABICHHN );

3) MOYTOBBIN UHIEKC.

[TouToBBIN afpec HE yKa3bIBaeTCs B JOKYMEHTaX, HAIIPABJISIEMbIX B BBICILIME OPTaHbI
BJIACTH, BBIIIECTOSIIIME OPraHU3aLUM, MOJBEIOMCTBEHHbBIE OPraHU3alMHd U MOCTOSHHBIM
KOppPECHOHJEHTaM (32 HCKJIIOYEHHEM HalpaBJIEeHUs IHUCEM YKa3aHHbIM ajJpecaraM B
KOHBEPTax C MPO3payHbIMU OKHAMHU).

[Ipu ormpaBke muchbMa MO DJIEKTPOHHOW TMOYTE WU (haKCUMIIIBHOW CBsi3u (0Oe3
JOCBUIKH TI0 TIOYTE) IMOYTOBBIN aapec He yKaszbiBaeTcs. [Ipy HeoOX0MMOCTH MOXKET OBbITh

yKa3aH 3JeKTPOHHBIN anapec (Homep tenedona/dakca). Hanmpumep:
"HamMmeHOBaHMe opraHm3aumum"
SJIEKTPOHHEIM ampec

2.37. I'pud yTBepkneHHs] TOKyMEHTa MPOCTABISETCA HA JOKYMEHTaxX B IPABOM
BEPXHEM YTy MEePBOro JucTa JokymeHTa. CTpPOKU PEeKBU3UTA BHIPABHUBAIOTCS 110 JIEBOMY
Kpar0 WM LEHTPYIOTCA OTHOCUTEIIBHO CaMOM JUIMHHOM CTpoku. Ilpu yTBepxkiaeHuu
JOKyMEHTa COOCTBEHHOPYYHOW TMOAMHUCHIO JOJDKHOCTHOTO JUIla Tpu(d yTBEpKICHUS
COCTOUT M3 cJioBa "YTBEPXIAK", HaMMEHOBAaHUS JOJKHOCTH JIUIA, YTBEPHKIAIOIIETO
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JOKYMEHT, €T0 MOAMNUCH, MTHUIINAJIOB, (paMUIIuu U JaThl yTBepxkaAeHus. Hanpumep:
YTBEPXIAI
PexTop ®I'BOY BO Benroponckum I'AY
n.0. dammnmsda

[IOIOINNCH
« » 20 T.
mnarTa

[Ipu  yTBep)KOEeHWW  JOKyMEHTAa  PACHOPSIUTEIBHBIM  JTOKYMEHTOM  Tpud
YTBEPKJEHUSI COCTOUT U3 CloBa "YTBEPXIEH" ("YTBEPKIEHA", "YTBEPKIEHH" wusiu
"YTBEPXIEHO"), COIJIACOBAHHOTO C HAMMEHOBAaHUEM BHJIa YTBEPKIAEMOTrO JOKYMEHTA,
Ha3BaHMS BHUJA PACIOPAIUTEIBHOTO JOKYMEHTAa B TBOPUTEIBLHOM MaJEXKe, €ro JaThl,
HoMepa. Hanpumep (periameHT, J0MKHOCTHAS UHCTPYKIIUS U T.1.):

YTBEPXIEH (A)
npmukasoM OI'BEOY BO Benroponckum I'AY
or 11 guBapsa 2021 . W 1

[Ipu yTBepkICHHH IJOKYMEHTa KOJUICTHMATBHBIM WM WHBIM OPTaHOM, pEIICHUS
KOTOpOro  (UKCHPYIOTCA B TPOTOKOJie, B Tpude YTBEpKICHUS YyKa3bIBaeTcs,
HAaMMEHOBAHUE OpraHa, JiaTa U HoMep MpoTokoia (B ckookax). Hanmpumep (monosxeHue):

YTBEPXIEHO
Yuéuem coBetToM OI'BEOY BO Besnroponckwmm TI'AY
(mpoTokoJs oT 24.12.2020 N 4)

2.38. 3arojoBOK K TEKCTy - KpaTKO€ coJiep)KaHue JoKymMeHTa. Eciu 3arojgoBok k
TEKCTy OTBeuaeT Ha Bompoc "o ueM?", oH HaumHaercs c¢ mpemiora "O" ("OG6"). Ecnu
3aroJIOBOK K TEKCTY OTBEYaeT Ha BOIIPOC '"4ero?", OH COCTaBIIAET OAHO LEJI0€ C Ha3BaHUEM
BUAa JoKyMeHTa. Hampumep:

- mpuka3 (0 yeM?) 0 CO37jaHUU aTTECTAIIMOHHON KOMUCCHH,

- mUcbMO (0 yeM?) 0 MpeAoCTaBICHUH HH(OpMaLH,

- aKkT (4ero?) mpuema-nepenauu aein (mpusnoxenue Ne 8),

- MPOTOKOJI (4ero?) 3aceJaHusl KOJJIErHaibHOro oprana (mpuiioxeHue Ne 9).

3arosioBoK K TEKCTy O(opmIIsieTcss MoJ PEeKBU3UTaMU OJIaHKa CJIeBa, OT T'PAaHULIbI
JIEBOTO TOJIS.

2.39. TekcT AOKyMEHTa JOJIKEH ObITh COCTaBJIEH TPAaMOTHO, SICHO, TIOHSTHO U TIO
BO3MOXHOCTH KpaTKo. TEKCT TOKYMEHTa JOJIKEH COJAEPKATh IOCTOBEPHYIO U aKTYaJIbHYIO
MHPOPMAIUIO, TOCTATOUYHYIO JJIi NPUHATHS PELIEHUN WU UX HUCIIOJHEHUs, HE JTOJKEH
JOMyCKaTh pPA3IMYHBIX TOJKOBaHUM. B Tekcre mokymeHTa, TOATOTOBICHHOM Ha
OCHOBAaHHMM 3aKOHOJATEIbHBIX WJIM WHBIX HOPMATHBHBIX TIPABOBBIX AaKTOB, paHee
U3JIaHHBIX PACMOPSTUTENbHBIX JOKYMEHTOB, YKa3bIBAIOTCA UX PEKBU3UTHIL:

- HaUMEHOBAaHHWE JIOKYMEHTa, TIIOJJHOE HaWMEHOBaHUE YHHUBEPCUTETa, JaTa
JOKYMEHTa, PErUCTPAalMOHHBIN HOMEp JTOKYMEHTA, 3ar0JIOBOK K TEKCTY;

- HAauMMEHOBaHWE JIOJDKHOCTHOTO JIMIA, YTBEPAMBILETO JOKYMEHT, Jara
YTBEPKJICHUS TOKYMEHTA.

TekcT TOKyMeHTa MOXKET COJlepKaTh Pa3Aelibl, OApa3/eibl, MyHKTbI, TOAMYHKTHI,
HyMepyeMble apaOckuMu udpamMu. YpoBHEH pyOpUKaIlMi TEKCTa HE JOJKHO ObITh OoJiee
yeThIpeXx. TeKCT TOKyMEHTa U3JlaraeTcsi:
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- B MpHUKa3axX, W3aHHBIX €IUHOJNYHO, - OT MEPBOTO JHUIA €AUHCTBEHHOTO YHCIA
".mpuxasusan)
- B TIpHUKa3ax, W3JaHHBIX COBMECTHO IBYMS WM OoJjiee OpraHu3alusMU, - OT
IIEPBOIO JiMia MHOKecTBeHHOTO uncia ("...m p u x a 3 51 B a e M),

- B IIPOTOKOJaX 3aceJaHuil - OT TPETHEr0 JKMOa MHOXXCCTBCHHOI'O 4YHCIIA
("CIIYIIAJIM", "BHCTYOWIIN", "IOCTAHOBWIU" wnwu "PEIWIIN") ;

- B JCJIOBbLIX ITMCbMAax, OCI)OpMJ'IeHHBIX Ha OJraHKax YHI/IBepCI/ITeTa, - OT IICPBOTO
JIMIa MHOXKCCTBCHHOI'O 4YHCJia (HpOCI/IM, HaITpaBJIsIEM, npe):[naraeM) HJIK OT TPCTHCTO JIMIa

€IUHCTBCHHOI'O quciia ("YHUBepCUTET He BO3pPaxaer...", "cumuraer
BO3MOXHEM. . ."),

- B ACJIOBBIX ITHMCBbMax, O(I)OpMJ'IeHHBIX Ha OOJZKHOCTHBIX 6J'IaHKaX, - OT IICpPBOIO
JIMa €AUHCTBCHHOIO Yyuciaa ("npowy ...", "npemjarawo ...");

- B JOKJIAaAHBIX U CHy}Ke6HBIX 3allUCKax, 3ad4ABJICHHAX - OT IICPBOI'0 JIHMIA
CAUHCTBCHHOTO YHUCJIA ("npowy ...", "cumTanw HeOOXOIOVMEM ..."x

- B JOKyMEHTaX, YyCTaHaBIMBarOMMX GQyHKOuH (00S3aHHOCTH), TIpaBa U
OTBETCTBEHHOCTbH CTPYKTYPHBIX MOJIpa3/iesieHui, paOOTHUKOB (ITOJIOKEHHUE, UHCTPYKIIU),
a TaKXkKe CoAeprKalluX OINMCAaHWE CUTyaluH, aHainu3 (PAaKTOB M BBIBOJABI (aKT, CIIpaBKa),
UCTIOJIb3yeTCsT (opMa HBJIOKEHUST TEKCTa OT TPEThEro JHIla EIUMHCTBEHHOTO WU
MHOKCCTBCHHOI'O YUCJIA ("oTmesi ocylecTBJaSeT QyHKUMM...", "kKoMMCCUA OpPOReJa
npOBepKy...")

[Ipy moAroToBKE TEKCTa JOKYMEHTa CIIeyeT COOJI0JaTh IpaBUiia HAIMKMCAHUS
opuIMATbHBIX HANMEHOBAaHUM, YHUCIUTEIBbHBIX W €IWHMI] H3MepeHus. B Tekcrax
JIOKYyMEHTOB  yMOTPEOJAIOTCS  OOLIeNpuHsAThIe  ab0peBuatypsl u  rpaduyeckue
cokpamenus. [lpum ykazanum B Tekcte (aMHIMK JIMIAa WHUIHAIBI CTaBSITCS IIOCIE
damunuu. B 1enoBbIxX (Cay»KeOHBIX) MTUChMaX UCTIOIb3YIOTCS:

- BCTyIUTeNnsHOE oOpaienue. Hanpumep:
YBaxaeMmeli TocnommH llpencenmaTens !
YBaxaeMelr TOCHOIMH MuHMCTP!
YBaxaeMel T'OCHOIMH VIBaHOB!
YBaxaemasa rTocrnoxa Ilerposa!
YBaxaewmeni VBaH IlleTpoBuyd!
YBaxaemas AHHa HukoJjlaeBHa!
YBaxaemele rTocrnoma!

- 3aKJTIIOYUTENIbHAS dTHUKETHAs (pa3a: "C ysaxenuem, ...

HanMeHOoBaHME [OKHOCTM B OOpAallleHWH THIIETCS C MPOMUCHON OYKBBI, B
oOparnieHuu no (GpaMUIMyi MHULKAJBI TUIA HE YKa3bIBAIOTCS.

2.40. OTMeTKka O TPUIIOKEHUHU COJIEPKUT CBEIEHUS O JOKYMEHTE (IOKyMEHTax),
MPUJIAraéMoOM K CONPOBOAUTEIBHOMY MNHUCbMY, MHOMY HH(POPMALUOHHO-CIPABOUYHOMY
JOKYMEHTY, WJIA O TOM, YTO JOKYMEHT SIBJIIETCS MPUIOKEHUEM K OCHOBHOMY JTOKYMEHTY
(HOpMaTUBHOMY, PaCHOPSIAUTEILHOMY WM MHOMY). B CONpOBOAMTENBbHBIX MHCbMaxX W
ApyTux  HWH(OPMALMOHHO-CIIPABOYHBIX  JOKYMEHTaXx OTMETKa O  MNPWIOKEHUU
odopmigeTcs Mol TEKCTOM OT TPAHMIIBI JIEBOTO MOJIS CIEAYIOIIUM 00pa3oM:

- CCJIM IIPHUIIOKCHUC HA3BAHO B TCKCTC:
IpunoxeHme: Ha 2 J. B 1 BK3.;

- €CJIM MPHUIIOKCHHUEC HEC HA3BAHO B TCKCTC HUIJIN €CIIN HpI/IJ'IO)KCHI/Iﬁ HECKOJIbKO:
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[TpunoxeHMme :
1. TIlojmoxeHMve 0O VYIOpaBJIeHUM aIMUHUCTPATMBHOM M OpPTaHMBalUMOHHO-
KOHTPOJIBHOM paboTeH Ha 5 Jj. B 1 BK3.
2. CmopaBka O KaIpOBOM COCTaBe VYIHNpPaBJIEHMS aIMMHUCTPATUBHOM U
OPTaHM3alLMOHHO-KOHTPOJIbLHOM paboTe Ha 2 J. B 1 3K3.;

- €CJIM TpUJIoKeHUe (TTPUIIOKEHHMS) COpOITIOPOBaHO(bI):
[I[puJIOXeHMEe: B 2 DK3.
IpunoxeHue: otyeT o HUP B 2 3K3.;

- CClIik OOKYMCHT, HBHﬂIOLHHﬁCH IIPUIJIOKCHUCM, HMCCT TIPUIIOKCHHUA C

CaMOCTOSITEIbBHOM HyMEpaluen CTPaHULL;
[IpunoxeHMUe: »HOTOBOP BO3MEe3IOHOT'O OKa3aHua ycjayr oT 15.12.2020 N
32-17/72 u ONpUIOXEeHMS K HEeMy, BCeIro Ha 7 J.;

- CCJIM IMUCbMO HAIIPABJIACTCA HCCKOJIBKUM aJApcCaTaM, a AOKYMCHT-IIPHUIIOKCHHUC

TOJIBKO IICPBOMY aJIpcCary:
[IpunoxeHmue: Ha 3 Ji. B 1 BK3. TOJBKO B IIEPBHIM anpec;

- CClIM TIPHUIOXKCHHUEM ABJIAIOTCA AOOKYMCHTBI, 3allMCAHHBIC Ha (1)143quc1<1/1

000COOJIEHHBIN 3JIEKTPOHHBIA HOCUTEIb:
[lpunoxeHme: DVD-R B 1 3K3.

[Ippu sToM Ha BKIaAbIIe (KOHBEPTE), B KOTOPBIA IOMEIIACTCS HOCHUTENb,
YKa3bIBAIOTCS HAaWMMEHOBAaHMS TOKYMEHTOB, 3allMCAHHBIX Ha HOCHUTENb, MMeHa (haiios,
o0beM B OaiiTax.

B pacnopsauTenpHBIX JOKyMeHTaxX (TMpHKa3ax, pacHopsDKEHUSAX), JIOTOBOpax,
MTOJIOKEHUSAX, TPABWIIAX, WHCTPYKIUAX W JIPYTHUX JOKYMEHTAaX OTMETKAa O MPHUJIOKCHUU
oopMIIsieTCs CIASAYIOIUM 00pa3oM:

- B TEKCT€ JOKyMEHTa MpU TEPBOM YIOMHUHAHUU JOKYMEHTA-TIPUJIOKECHUS B
CKOOKax yKa3bIBaeTcs: ... (MPUIIOKEHUE) WK ... (mpuitoskenue 1), (mpunoskernue Ne 1);

- Ha IIEPBOM JIUCTE JOKYMEHTA-IIPUIOKEHUSA B IPABOM BEPXHEM YIIy YKA3bIBACTCS:
Npunoxenmue N 1
kK npmukaszy SI'EOY BO Bemroponckum I'AY
or 30.12.2020 N 115

Ecnun mpuioxeHueM K paclopsIUTENIbHOMY JTOKYMEHTY SIBISAETCS JIOKaJIbHBIN
HOPMATUBHBIM AKT WM WHOM JOKYMEHT, YTBEPKIAEMBIM IJAHHBIM PaCIOpPSAUTEIBHBIM
JOKYMEHTOM, Ha TMEPBOM JIUCTE MPHUIIOKEHUS MTPOCTABIIAETCS OTMETKA O PHIIOKEHUH (0e3
CCBUIKM Ha pacHopsOuTENbHBIA JOKYMEHT) W Tpu(d yTBEPXKIEHUS, B KOTOPOM
YKa3bIBAOTCS TAHHBIE PACHOPAIUTEIIBHOTO JOKYMEHTA, KOTOPBIM YTBEPKIEH HOKYMEHT-

npuioxenue. Hanpumep:
[punoxexnmue N 1
YTBEPXIEHO
npukaszoMm OI'BEOY BO Benroponckum I'AY
or 30.12.2020 N 115

2.41. T'pud cornacoBaHusi MPOCTABISETCS HA JOKYMEHTE B Clydae €ro BHEIIHETrO
corjiacoBaHusi  (corjacoBaHue€ C OpraHaMHM BJIaCTH, HWHBIMH  OpTaHU3AlUSIMH,
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TOJDKHOCTHRIMU JuriamH). ['pud cormacoBanus B 3aBUCMMOCTH OT BHJa JOKYMEHTAa WU
0COOEHHOCTEH ero 0(hOPMIICHHS MOKET MTPOCTABIISTHCS:

- Ha TIEPBOM JIUCTE JOKYMEHTa (€CIu JOKYMEHT HMMEET THUTYJIbHBIM JIMCT, - Ha
TUTYJILHOM JIMCTE) B JIEBOM BEPXHEM YIJIy Ha YpOoBHE rpuda yTBEPXKICHUS WM IO
HaMEHOBAHHEM JIOKYMEHTa OJIMKE K HUKHEMY TTOJIIO):

- Ha TIOCJICJTHEM JIUCTE IOKYMEHTA IO/ TEKCTOM;

- Ha JINCTE COTJIaCOBaHMUSI, SIBJISIOIIEMCS HEOThEMJIEMON YaCThIO JOKYMEHTA.

I'pud cornmacoBanus coctout mu3 cioBa "COI'JTACOBAHQO", nomkHOocTH NUla, C
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIIOUYass HAaMMEHOBAHHE BY3a), €r0 COOCTBEHHOPYUYHOMU
MOJAMNKUCH, HHULIKAJIOB, (paMuInu, 1aThl coriacoBanus. Hampumep:

COTJIACOBAHO
IIEPBEI IIPOPEKTOP
®T'BOY BO Bemnropoackum I'AY n.o. dammnamsa
[IOOMNMCH maTa

Ecnu cornacoBaHue ocymiecTBIsSETCS KOJJIETHAIbHBIM UM UHBIM OPTaHOM, B TpHUde
COTJIACOBaHUSl YKa3bIBalOTCSl CBEACHMUS 00 OpraHe, COTJacOBaBILIEM JOKYMEHT, JaTe U
HOMEpE IMPOTOKOJIa, B KOTOPOM 3a(UKCHPOBAHO pElIeHHe o corjacoBaHuu. Ecnu
COTJIACOBAHHUE OCYIIECTBIAETCS NMUCbMOM, YKa3bIBAIOTCS BUJ JOKYMEHTA, HAMMEHOBAHHE
OpraHM3aLNH, COIVIACOBABIIECH TOKYMEHT, 1aTa U HOMep nucbMa. Hanpumep:

COTJIACOBAHO
HaydyHO-TeXHUUYEeCKMM COBETOM
®T'BOY BO Benroponckuy I'AY (IPOTOKOJ OT e )

COTJIACOBAHO
nuceMoM OI'BOY BO Benroponckwum I'AY
oT Ne

2.42. Baytpennee coriacoBaHHue JIOKyMeHTa odopmiisieTcs Bu3oil. Buza Beipakaer
MHEHUE JIMIa, BU3UPYIOIIETO MPOEKT JIOKYMEHTa, M BKIIOYAET: JOJDKHOCTh JIWIIA,
BU3UPYIOIIET0 JOKYMEHT, MOJMUCH, pacliu(PpOBKY MOMMUCH (MHHUIHAIBI, (paMuIii) u
naTy Bu3upoBaHus. Hanmpumep:

HauaslbHMK YHOpaBJleHMS aIMMHUCTPAaTMBHOM
Y OpPTaHM3alMOHHO-KOHTPOJBHOM paboTH nN.0. damvmmnmsa
IOONUCH mnara

[Ipu Hamuuuy 3amMe4aHui K TOKYMEHTY BU3Y O(DOPMIISIIOT CJIEIYIOIUM 00pa3oM:

BaMeuaHua npuijlaranTcd.

HauanbHUK YHOpaBJIeHUS aIMMHUCTPATUBHOU

Y OpPTaHU3alMOHHO-KOHTPOJLHOM pPaboTH nN.0. damvmmnumsa
IOONUCH mara

B JAOKYMCHTAX, IOJJIMHHUKHU KOTOPBIX XPAHATCSA B ‘YHHBepCHTeTe, BHU3HI
IMPOCTABJIAIOT HA IMOCICAHEM JIMCTE JOKYMCHTA IIOJ IIOAIMCHIO, HA 060p0Te ITOCJIICAHET O
JIUCTa NOJJIMHHUKA JOKYMCHTA UJIM Ha JIMCTC COTJIaCOBAHUA (BI/I3I/IpOBaHI/I$I), IMprujIaracMom
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K JOKYMEHTY. B wucxoasumx JTOKyMEHTaX BH3bl MPOCTABISIIOTCS HAa SK3EeMIULSIpax
JOKYMEHTOB, IIOMEIIAEMBbIX B JIEJIO.
CornacoBaHue MPOEKTOB JIOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYILECTBISETCS B
coOTBETCTBUM C myHKTamu 4.1 - 4.11 nHactosmen MHCcTpyKIuu.
2.43. Tloanuch BKIIOYAET: HAMMEHOBAHUE JODKHOCTU JIMIA, TOJMUCHIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOJMUCh, MHULIUAJBI, (pamunuio. Hanmpumep:

PexTop n.0. dammnmsd
IOONMChH

[Ipy moanmucaHuu  JOKYMEHTa  HECKOJIBKMMM  JOJDKHOCTHBIMU  JIMIIAMH,
3aHUMAIOIIMMHU PA3HOE IOJOKEHUE, MX MOAMHCH paCIoararoTcs OAHa MOJ JAPYyrod B
MIOCJIEIOBATEILHOCTH, COOTBETCTBYIOIIEH cTaTyCy NoJkHOCTU. Hanpumep:

PexTop nN.0. dammnmsd
IIOONMCH
I'nmaBHEM OyxXTajiTep n.0. dammnmsa
IOONNCH

[Tpy moanmucaHWK JOKYMEHTa HECKOJBKMMHM JIMIIAMH PaBHBIX JOJDKHOCTEH UX
MIOJIIIMICH PACIIOJIaratoTCsl Ha OJIHOM ypoBHe. Hanpumep:

PexTop T'eHepallbHEM OUPEKTOP
n.o. dammnmga n.o. dammamsa
IIOINNCH [IOONNCH

B nokymeHTax, moAroTOBIEHHBIX KOMUCCUEHN, B IOJNMKUCH YKA3bIBAECTCS CTATyC JIMIIA
B cocTaBe komuccuu. Hampumep:

[lpencenaresib KOMMCCUU nN.0. dammnmsa
IIOOIIVICH

UjIeHBl KOMUCCUMN :
n.0. dammiamga

[IOIOIINCH
n.0. dammiamga

IIOOIINCDH

[Tpu moanmucanuy JOKYMEHTA JIUIIOM, MCTIOTHSIOMUM OOS3aHHOCTH PYKOBOJIUTEIIS,
NOJANMUCh OQOPMIIIETCS C yKa3aHWEM CcTaryca JOJDKHOCTHOTO JIMIIAa B COOTBETCTBUU C
npukazoM (pacrnopsikeHueM). Hanpumep:

N.o. pexTopa n.0. damvmmnusa
IIOONMCH

VI

Bpro pexkTopa nN.0. damMmnmsa
IIOONMCH

HpI/I moAnMCaHrM MOOKYMCHTAa JIMOOM, HWMCHOIIHMM IIPpaBO IOAINMKCH B CJIydac
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BPEMEHHOTO OTCYTCTBUS PYKOBOJMTENS, WUCIPABJICHUS B HANMEHOBAHHE NOKHOCTH U
pacmpoBKy (amMmmu TOATOTOBICHHOTO M COTJIACOBAHHOTO TIPOEKTa JOKyMEHTa
BHOCSTCSL OT PYKU WIM C HCIOJIb30BAaHUEM COOTBETCTBYIOIIMX INTAaMIIOB (MpHU HX
Hajguuuu). He nomyckaercsl CTaBUTh KOCYIO 4epTy, HaAmUCh "3a" mepen HauMeHOBaHHEM
JOJDKHOCTH JIMIIA B MOJIITUCH, €CJIH IOKYMEHT MOAMUCHIBAET HHOE JOJIKHOCTHOE JIUIIO.

2.44. Otmerka 00 »HJICKTPOHHON TOAMKMCH MCIHOJB3YETCA [JIs BHU3yaIH3allUH
AJICKTPOHHON TOAMHUCH TOJy4yaTeleM JOKyMEHTa TMpu OOMEHE 3JICKTPOHHBIMU
JTOKYMEHTaMH, TOJAMMCAHHBIMH  YCWJICHHOM  KBAIM(UIIUPOBAHHOM  DJIEKTPOHHOMU
noANuCchi0. B cooTBeTcTBUM ¢ 3akoHOAaTenbCTBOM Poccuiickoit denepanu oTMeTka 00
AJICKTPOHHON TOANHUCH (DOPMHUPYETCS W BU3YATU3UPYETCS MPOTPAaMMHBIMH CPEJICTBAMHU.
OtmeTka 00 3JEKTPOHHOM MOAMKMCH BKIIOYaeT Ppasy "J{oKyMeHT moanucaH 3JIeKTPOHHOM
MOAMKCHIO", HOMEp cepTuduKaTta KIO4Ya OJJICKTPOHHOW TOMNMUCH, (HaMUIIUI0, WM,
OTUECTBO BIAJCNbla cepTU(UKATa, CPOK ACHUCTBUSA cepTH(HUKATA KIIFOYA SJICKTPOHHOU
noanucu. Hanpumep:

JOKYMEHT
TIOOTIMICAH
IMpeKrTop SJIEKTPOHHONM TOINUCHIO n.0. dammnma
Ceprudmxar 1alllaaa000000000011
Brnapeseu damuimsa VMima OTUyeCcTBO
OemcreuTresged ¢ 01.01.2020 mo 31.12.2020

[loanucanue (yTBEpKACHHE) ITOKYMEHTa OCYIIECTBIISIETCS B COOTBETCTBUH C
myHKTOM 2.43 HacTosmei MHCTpyKIuy.

2.44. Tleyatp 3aBepseT TOJIMHHOCTh TMOAMKHCH JOJDKHOCTHOTO JIMIIA HA
JOKYMEHTaX, YIOCTOBEPSIOIIMX TIpaBa Jinil, (GUKCUPYIOIIUX (aKThl, CBSI3aHHBIE C
(MHAHCOBBIMU CpEJCTBAMHU, a TaKXKE€ HAa HMHBIX JOKYMEHTax, MpeaycMaTpPUBAIOIIUX
3aBEpEHUE TMOJIMKUCU T€YaThl0 B COOTBETCTBUM C 3aKOHOAATEILCTBOM Poccuiickon
Oenepanuu. JJOKyMEHTBI 3aBEpAOT NeyaTbio Y HuUBepcureTa. [leyaTs mpocTaBisieTcs, He
3aXBaThIBasi COOCTBEHHOPYYHOU MOJIIMCH JUIIA, TTOJMUCABIIETO JOKYMEHT, UM B MECTE,
0003HaYEHHOM "MII" ("MecTo neuaTu") .

2.45. Ormerka 00 WCHIONHHUTENE BKIOYaeT (aMWIMIO, UMS M OTYECTBO (IIpH
HaJIMYUW) MCHOJHUTENsS, HOMep ero TenedoHa. OTMerka 00 MCHOJTHUTEIE MOXKET
JNOTMOJHATHCS ~ HAMMEHOBAHUEM  JOJDKHOCTH, CTPYKTYPHOTO — MOJpAa3ACi€HUs U
AJIEKTPOHHBIM ajipecoM wucnosHuTenss. OTMmeTka 00 wucnonHuTene odopmiseTcs Ha
JIMIIEBOM CTOPOHE MOCJEAHEr0 JIMCTA JOKYMEHTAa OT TPaHMIlbl JIEBOIO MOJISI WU, TPHU
OTCYTCTBUU MECTa, - Ha 00OPOTHOM CTOPOHE JIMCTa BHU3Y cieBa. Hanpumep:

VnpuH Vnbsa Uneuu, OTHesT OEeJIONPOU3BOJICTBA, BEOYIUM CHelMaliMCT
+7 (495) 924-45-67, Ilyin Iv@techno.ru

OTtMmeTka 00 HUCHOJHUTENE MOXET O(QOPMIATHCS KaK HIKHUM KOJOHTUTYT U
neyararbes pU(TOM MEHBIIETO pa3Mepa.

246. OrtMmerka O 3aBEepeHUM KONUU OQopMisieTcs IS TMOATBEPXKICHUS
COOTBETCTBHUSl KOMHUHM JIOKYMEHTa (BBIMUCKU W3 JIOKYMEHTA) MOJJIMHHUKY JIOKYMEHTA.
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OtMmeTka 0 3aBEpPEHUM KOIHMH MPOCTABIISCTCS HA CBOOOJHOM OT TEKCTa MECTE WIIU, MPHU
OTCYTCTBHH CBOOOJHOI'O MECTa Ha JILIEBOM CTOPOHE JOKYMEHTa, Ha 000pOTE JOKyMEHTa
Y BKJIFOYAET: CJIOBO "Bepuo", HAMMEHOBAHUE JIOJDKHOCTH JIUIIA, 3aBEPUBIIIETO KOTHUIO; €T0
COOCTBEHHOPYUYHYIO TOAMNHUCH;, paciIM(pPOBKY IMOANUCH (MHUIMATBI, (aMIIMIO); JaTy
3aBEpEeHMs KOMUU (BBIMUCKHU U3 JOKYMEHTa). Eciii Komusi BeIJaeTCs ISl IPEACTaBICHUS B
APYTYyI0 OpraHU3alyio, OTMETKA O 3aBEPEHUU KOMHUH JOMOJHSETCS 3allMChI0 O MECTe
XpaHEHHsI JIOKYMEHTa, ¢ KOTOpOro ObUTa M3TOTOBJCHA KOMUS, W 3aBEPSIETCS TEYaThIO
opranusauuu. Hampumep:

[IooMMHHUK »OOKyMeHTa HaxomuTcsa B OI'BOY BO Benropomckuy T'AY B meje
N 08-05 3a 2015 r.

BepHo
HauvasnpHMK oTnmesia kampoB llomnmce n.0. dammnmsda
TaTa [leuaThb

Ha xomusx MHOTOCTpaHWYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHUHU KOIHHU
MPOCTABJIACTCS HA KaXKJAOM JIUCTE JOKYMEHTa WM Ha MOCJIEAHEM JUCTE MPOIIUTOrO WU
CKPEIUICHHOTO MHBIM 00pa3oM JOKYMEHTA. 3aluCh O MECTE HAXOXKJCHMS TMOJJTMHHUKA
MPOCTABJISAETCS TOJIBKO HA MOCIEIHEM JIUCTE IOKYMEHTA.

J171s1 3aBepeHust KO JOKYMEHTa, U3rOTOBJICHHON HAa OYMa)KHOM HOCHUTEJNE, MOYKET
UCIIOJI30BAThCS IITAMII.

Komuu  »7MeKTpOHHBIX  JIOKYMEHTOB, HallpaBiIsieMbIX 10 HWHGOPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHON  CETH, 3aBEPSIOTCS  BJIEKTPOHHOW MOANUCBI0  PEKTOpa
VYHuBepcuTeTa WJIM MHOTO YIOJTHOMOYEHHOTO MM JIMIA M BBICBUIAIOTCS MMOIYYaTeNio C
COTNIPOBOJIUTENIBHBIM MUCEMOM B ()OpPME JIEKTPOHHOTO JOKYMEHTA.

Komuu 51eKTpOHHBIX JOKYMEHTOB Ha (DU3UYECKH OOOCOOJICHHBIX HOCHUTEISAX
BBICBUTAIOTCS TOJIY4aTeNI0 C COMPOBOAUTENBHBIM MHUCHbMOM Ha OymMakHOM Hocutene. B
CONPOBOJIUTEIIBHOM MUCHME K KOTHUSIM JJIEKTPOHHBIX JJOKYMEHTOB YKa3bIBACTCSI:

- HauMEHOBaHUE NH()DOPMAIIMOHHOU CUCTEMBI, B KOTOPOU XPaHSATCS TIOKYMEHTHI;

- HAUMEHOBAHUS JJOKYMEHTOB, KOTTMU KOTOPBIX HAIMPABJISIIOTCS MOJIy4YaTeNto;

- Ha3BaHus (ailoB JOKYMEHTOB C YyKa3zaHueMm ¢GopmaTtoB (ailsioB U o0beMa
Kaxoro (¢aiina B OaiiTax;

- JlaTa U3TOTOBJICHUS U 3aBEPEHUS KOTIUH.

[Ipu »TOM, Ha ¢uzMvyeckn 000COOJIEHHOM HOCHTENIE HECMBIBAEMBIM MapKEepOM
YKa3bIBACTCA. "llpmyioxeHre K NMUCbMy oT (maTa) N ...".

Konusi »1€KTpOHHOTO JOKYMEHTa, MpEJACTaBICHHAs B BUJIE JOKYMEHTa Ha
OyMa)KHOM HOCHTEJE, 3aBepseTcsl B MOPSAIKE, YCTAHOBICHHOM HacTosmeld MHcTpykuuen
JUISL 3aBEPEHMsS] KOMHUN JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIe, C yKa3aHHEM, B KaKOu
UH()OPMAIIMOHHOM CHUCTEME XPaHUTCS dJIEKTPOHHBINA TOKYMEHT.

2.47. OTMeTKa O TOCTYIUICHHH JOKYMEHTa CIYXKUT JUIsl TIOATBEPKICHHs (akTa
MOCTYIJICHUSI JJOKyMEHTa B YHUBEPCUTET M BKIIOUACT JaTy MOCTYIUICHUS W BXOJSIIUN
PETHCTPAllMOHHBIM HOMEp MOoKyMmMeHTa. [Ipum HeoOXOoIMMOCTH OTMETKAa O MOCTYIUICHUU
MOKET JOTOJTHATHCA YKa3aHUEM BPEMEHU MOCTYIUICHHS TJOKYMEHTAa B YacaX U MUHYTax U
coco0a JOCTaBKH JoKyMmMeHTa. OTMeTka O TOCTYIUICHUH JOKYMEHTa MOJXKET
MIPOCTABJIATHCS C TIOMOIIIBIO TIITAMIIA.

2.48. Pesomonusi JOJDKHA COJEpKaTh yKa3aHWE IO HCIOJHEHHUIO JIOKYMEHTA.
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Pe3omronust opopmiisiercss Ha cBOOOJHOM MecTe paboyero moisi JOKyMEHTa, Ha OJaHke
pPE30JIONUKM  WJIM  BHOCHUTCS  HETMOCPEJACTBEHHO B CHCTEMY  JJEKTPOHHOTO
JTOKyMEHTO00O0poTa. Pe3oironust JomKHA BKITIOYATh: (DaMIIIMIO, HHALTUAIBI UCTIOTHUTEIIS
(MCHOJTHUTENEH), TOpYyYeHHe IO JOKYMEHTY (KOHKPETHOE 3aJlaHue I10 WCIIOJHEHHIO
JTOKyMEHTa WM (OPMYIHPOBKA IIEIM PACCMOTPEHUS TOKYMEHTA), P HEOOXOJUMOCTH -
CPOK HCIIOJTHEHHS, TIO/IUCH JINIIA, BEIHECIIETO PE3O0JIOIHIO, IaTy PE30ITIOIHH:

damvuiusa M.0., damuimusa M.O.
[lpomwy ODOOTOTOBUTH NPEIJIOXEHUA
k 15.01.2021 [loonuce

TaTa

CpOK HCIIOJIHCHUS IMOPYUCHUA HE NOJIKCH YKa3bIBATLCA, €CCIIM OH HA3BAH B TCKCTC
IMOCTYIIMBIICTO JOKYMCHTA MU PYKOBOIUTCIIb HC CUHTACT HGO6XOI[I/IMLIM N3MCHUTH €TI0 B
CTOPOHY COKpalICHUA HWIN ABJIACTCA THIIOBBIM I AOAHHOIO BHIAA JOKYMCHTA. HpH
YKa3aHHUH  HCCKOJIBKHX HCIIOJTHUTEICH ¢)aMI/IJII/I}I OTBCTCTBCHHOI'O HCIIOJTHUTCIIA

YKa3bIBaACTC:A HepBOﬁ, IMOAYCPKUBACTC:A NI 0603Ha‘{a€TCSI CJIOBOM "ore."
("orBeTCcTBEHHBEIM") .

2.49. OrMmeTka O KOHTpPOJE CBHUIECTEIICTBYET O IIOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, IPOCTABIIAETCS IITAMIIOM "KoHTposis" Ha BEPXHEM I10JIE JOKYMEHTA.

2.50. OTMeTka O HampaBJICHUW JOKYMEHTa B JENO ONPEACNseT MECTO XpaHCHHS
JOKYMEHTa T0CJ€ 3aBepIlIeHUs] pabOThl C HUM W BKIIIOYAET: CJIOBa "B nesio", HHIEKC
Jiesia 0 HOMEHKJIAType JeN1, B KOTOPOE MOMENIAETCsl JOKYMEHT Ha XpaHEHUE, C YKa3aHUEM
roJia, J0JLKHOCTH JIHIa, 0(pOPMUBLIETO OTMETKY, MOANUCH, 1aTbl. Hanpumep:

B mejo N 01-18 =a 2020 r.
HauvanpHUK oTHesia OeJIONPOM3BOICTBA
[Tognmce TaTa

OTtmeTka o HarpaBJICHUHW JOKYMCHTAa B ACJI0 MOKCT JOIOJHATBCA KpPAaTKUMU
CBCACHUAMM O XapPAKTCPC UCIIOJTHCHHA JOKYMCHTA.

I11. IloaroroBka u opopmiieHHE OTEJIbHBIX BU/I0B JOKYMEHTOB

3.1. JlokanbHble HOpMaTHBHBIE akThl (manee - JIHA) YHuBepcurera m3garorcs B
BUJIC TPABUJI, TIOJIOKEHUHN, WHCTPYKIIMI, PETJIaMEHTOB, MEPEUHEeH, KIacCU(PUKATOPOB U
Apyrux BuUOIoB JAokyMeHTOB. JIHA mnpuoOperaroT IOpUIMYECKYIO0 CHIIy IIOCIE HX
YTBEPKACHUS PACIOPSIIUTEIbHBIM JOKYMEHTOM (TIPUKAa30M) HEMOCPEACTBEHHO PEKTOPOM
VYHuBepcuTeTa WIA UHBIM YIOJHOMOYEHHBIM MM JIMLIOM. PyKOBOIWTENM CTPYKTYpPHBIX
nojapasneneHuit He BmpaBe uznaBath JIHA. Ilepeuens oOpasumoB odopmiienus JIHA
(mpunoxenne Ne 10).

3.2. JIHA MoryT ObITb:

- IOCTOSTHHO JIEUCTBYIOIKMMH (0€3 OTpaHUYEHUS CPOKA UX MTPUMEHEHUS);

- BPEMEHHBIMHU (JEHCTBYIOUIMMU B TEUEHHWE YKA3aHHOIO B HHMX CpOKa WJIH M0
HACTYIUJICHUS OIMPEEICHHOTO COOBITHS).

3.3. OcHoBauueM juigd n3panus JIHA asnsgrorcs:

- 3aKOHOJIaTEJIbHBIE U MHBIE HOPMATHUBHBIE ITpaBOBbIe akThl Poccuiickon denepanuu
(yka3sl u pacnopsbkenust lIpesunenta Poccuiickoini @enepanuy, NOCTAHOBIEHUS U
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pacnopsbkenus [IpaButensctBa Poccuiickoit @enepaunu, akTel (peaepanbHBIX OPraHOB
HCTIOJTHUTENILHON BIIACTH);

- 3aKOHOJaTelbHble aKThl cyOBbekTa Poccuiickoit @enepaiui, HOPMAaTHBHBIC
IPaBOBBIEC aKThl OPTraHOB TOCYIAPCTBEHHOM BiacTu cyonbekTa Poccuiickoit denepanuy;

- panee uznanneie B YHuBepcutete JIHA n/unu pacnopsautenbHble JOKYMEHTHI.

3.4. JIHA u3znmarorcd B LIEAX:

- YCTaHOBJICHUS] HOPM, TpeOOBaHUM, IPABWII B OTHOIICHUH MPEAMETa HOPMATUBHOTO
PEryJIMpOBaHMsl, paHee He SBISBILEMCS MPEIMETOM PETYJIMPOBAHUS B Y HUBEPCUTETE;

- U3MEHEHUS CYUIECTBYIOUIUX HOPM, TpeOOBAaHUM, MpPaBUJI, YCTAHOBJIECHHBIX paHEe
U3JIaHHBIMU HOPMATHUBHBIMU JJOKYMEHTaMU;

- OTMEHBI paHee YCTAHOBIIEHHBIX HOPM, TPEOOBaHU, IPABUJL.

3.5. Ilpennoxenue o pazpaborke mnpoekra JIHA BHOCUTCA pPYKOBOAUTEIEM
CTPYKTYPHOT'O MOJPAa3AEICHHS WA UHBIM JOHKHOCTHBIM JIMLIOM.

3.6. JIHA pa3pabatbiBaeTcs B ciydae, €Cliu:

- HMEeTCS Yy4YacTOK paboThl (BOMPOCH ACSATENBbHOCTH), HYXAAIOMIUNUCA B
HOPMAaTHBHOM PETYJIMPOBAHUU;

- TpeOyeTcsl BHECEHHE 3HAYUTEIHHOTO KOJIMYECTBAa M3MEHEHHUM B paHee MPUHSTHIM
JIHA;

- BBIABJIEHO HecKoJbko JIHA, perynupyromux CMEXKHbIE BOMIPOCHI, KOTOPBIE
1e1eco00pa3HO 0ObEIUHUTD B OJIMH JIOKYMEHT.

Axtyanu3anus paHee npuHATbIX JIHA ocymiecTBisieTcss 4epe3 BHECEHHE B HHX
U3MCHEHUU.

3.7. IlpennoxkeHnue ¢ OOOCHOBaHHMEM HEOOXOIMMOCTH pa3paboTku HoBoro JIHA
MPEACTABISIETCS.  PYKOBOAMUTENIEM  CTPYKTYpPHOTO  TOJAPA3JEICHUs  WIM  HHBIM
YIOJIHOMOYEHHBIM JTOJDKHOCTHBIM JIMLIOM KYPUPYEMOMY HPOPEKTOPY YHHBEPCHUTETA B
dbopme goxnagHou (cykeOHOI) 3aMMCKU, B KOTOPOUl U3JIaraeTcs:

- BOIIPOC, TPEOYIOIINIA peIeHus], C U3JI0’)KEHUEM OCHOBHBIX HAIlpaBJIEHUI, CIOCOOOB
€ro pelIeHHUs;

- IPOTHO3 MOCHEACTBUI NMPUHATHS HOPMATUBHOTO JOKYMEHTA;

- OpraHu3allMOHHBIC, KaJIpOBble, (PHMHAHCOBBIC, MATEPUATLHO-TEXHUYECKUE U WHBIC
MEPONPUATHS, KOTOphle HeoOXoaumMo OylIeT NpOBECTH B CBA3M C MPUHITHEM
HOPMAaTUBHOTO JIOKYMEHTA;

- mepedeHb paHee m3AaHHbIX JIHA, momnexamux OoTMEHE B CBSI3UM C M3JIaHHEM
HOBOT'O HOPMaTHUBHOTO JOKYMEHTA;

- IpeJIaraeMblil CpOK sl pa3pabOTKU MPOEKTa HOPMATUBHOTO JOKYMEHTA.

3.8. CornacoBanue mpoekToB JIHA ocCyiiecTBisieTcs B COOTBETCTBUU C ITYHKTAMU
4.1 - 4.11 nacrosmei MHCTpyKIUU.

3.9. JIHA yTBepKmaeTcsi MpUKa3oM peKTopa YHHUBEPCUTETA, €CIIM OJHOBPEMEHHO C
YTBEP)KJICHUEM  HOPMAaTMBHOTO  JIOKYMEHTa  HEO0XOIUMO OPUHATH  MEpPHI
OpraHU3alMOHHOTO, (PMHAHCOBOTO, TEXHUYECKOTO, KAJAPOBOTO WJIM HWHOIO XapakTepa U
JaTh COOTBETCTBYIOIIME MOPYYEHUS! PYKOBOJUTENSIM CTPYKTYPHBIX MOJApa3JEiICHUN WU
UHBIM pa0OTHHUKAM By3a, a TaKKe €Cli HEOOXOJWMO BHECTHM M3MEHEHMsI WM NPU3HATh
YTPaTHUBILIMMHU CHITy paHee yTBepkieHHble JIHA.

3.10. Usmenennss B JIHA m ormena JIHA odopmisitoTcs mpukazom pekTopa
YHuBepcuTeTa WJIM WHOTO JIOJDKHOCTHOTO JIMIA, TPUHUMABIIETO perieHue 00
yrBepxkaenun JIHA. W3menennss B JIHA wu otmena JIHA, yTBepxIeHHbIE
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HETMOCPEICTBEHHO COOCTBEHHOPYYHOW MOAMKUCHI0 PEKTOpa YHUBEPCUTETA WM HHOTO
YIOJHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIAa B Tpud)e YTBEPKIEHUS, BHOCATCS MPUKA30M,
M3/aBaeMbIM PEKTOPOM YHHUBEPCUTETA WM MUHBIM YIOJHOMOYEHHBIM UM JOJIKHOCTHBIM
JIULIOM.

3.11. B Tekcre mnpukaza o0 yTBEpXKIESHUM, H3MEHEHUHW uiau otMene JIHA
UCIOJIB3YIOTCSl (DOPMYITUPOBKHU:

- npu yrtBepxkiaeHun HoBoro JIHA: "yreepmure (mazsanme JIHA)" WIH
"yTBepﬂMTb (HazBaHMe JIHA) M BBeCTM B HOEeUMCTBUE C (naTa)W]{aHpHMepi

1. YTBEepIUTH ITonoxeHMe o JIOKaJIbHBIX HOPMAaTWBHEIX axKTax
YHuBepcuTeTa,
VI :

1. VYTeepauThb WTaTHOE pachnmcaHme Ha 2021 ronm ™M BBEeCTM €I0 B
mevicrere ¢ 1 sueapsa 2021 r. (OIPUIIOXEHUE) ;

- IpYM BHECEHUU N3MEHEHUH B paHee yTBepkaAeHHbIM JIHA: «BuecTr msvenenus s
(nazeanmve JIHA)». Hanmpumep:

1. BHecTM cJenyoumMe M3MEHEeHMS B MTaTHoOe pacnmucaHme Ha 2020 rog,
yTBepxIOeHHOe IpukazoMm OI'BOY BO Bemnroponckum I'AY otr 25 nekxabps 2019 1.
N 345: ...;

- npu OTMeHe pasee yrBepxkacHHOro JIHA: "Mpwsnare yrparuemmv cuny
(nazBanue JIHA), yTeepxmennoe ...'. Hanpumep:

1. IpusHaATL YTPaTUBILKM CUIY IIOJIOXEeHMEe O HEeHOPMMPOBAHHOM pabouem
IOHe, YyTBepxIeHHoe InpukazoM OI'EOY BO Besaroponckum I'AY ot 15 odeBpansa
2019 . N 22,

3.12. OcHoBHbIMU pekBuU3uTamMu JIHA SBISIIOTCS: HAMMEHOBAaHHUE Y HUBEPCUTETA,
HaMMEHOBAaHME BUJA JTOKYMEHTA U 3ar0JIOBOK K TEKCTY, COCTABISIOIINE OHO LIeJIoe, Tpud
YTBEPXKAEHUS, MECTO u3JaHusi JgokymeHta. Ecim  npoekt JIHA  sBisercs
MHOTOCTPAaHUYHBIM U K HeMy OGQOpPMIISCTCS THUTYJbHBIM JIMCT, YyKa3aHHBIC BBIIIE
PEKBU3HUTHI pa3MENIAIOTCS HA TUTYJILHOM JIUCTE.

3.13. Undopmanusa crpaBodHoro xapakrtepa (rpaduxu, cxembl, TaOIUIbI, HOPMBI
TOKYMEHTOB) odopmisercs B Bujae npmioxenuin k JIHA. Ha mpunoxenusx k JIHA
obopmisieTCsT PEKBU3HUT "oTmeTka o mnpmioxenun' B COOTBETCTBHUU ¢ IyHKTOM 2.40
Hacroswmend MacTpyknun.

3.14. JIHA BcTynaer B CWIIy B CPOK, YKAa3aHHBIA B NPUKA3€, KOTOPBIM YTBEPKICH
JIHA, nnu ¢ natel yrBepxkaenus JIHA.

3.15. PacniopsiauTenbHbIe TOKYMEHTBI YHUBEPCUTETA U3AAOTCS B (hOpME MPUKA30B
u pacnopsukeHui. [Ipukasel u3naroTces B HEIIX opOpMIIEHUS PEILICHUIA:

- HOpMaTUBHOIO XapakTepa (eciu npukazom yreepxaaerca JIHA wiu npunumaercs
pelIeHre OpraHru3aIOHHOTO XapaKTepa, HapuMep, MpuKa3 00 YTBEPKICHUHU CTPYKTYPHI
Y IITATHOM YMCIEHHOCTU OPTaHU3alUN);

- OpPraHu3alMOHHOTO, aAMUHHUCTPATUBHOTO, B TOM YHUCJIE€ OMEPATUBHOIO XapakTepa
10 BONPOCAM OCHOBHOM JI€SITEIIbHOCTH BY3a.
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3.16. IIpoekThl nprKa30B FOTOBAT CTPYKTYPHBIE MOApa3AeiIeHUs] Y HUBEPCUTETA Ha
OCHOBAaHUHM TOPYUYCHHI KYpHUPYIOIIETO MPOpPEKTOopa JUOO B WHUIIMATHUBHOM TMOPSAKE.
OTBETCTBEHHOCTh 32 KAYECTBEHHYIO IMOJIOTOBKY MPOEKTa IpUKa3a, COIJacOBaHUE U
npaBuwibHOE OGOpPMIIEHHE TIPOEKTa HECEeT PYKOBOJIUTENb MOAPA3ACIICHUS, KOTOPbIN
TOTOBUT IPOEKT MPUKA3a U MPEACTABIIAET €r0 HA MOAMUCH.

3.17. Kontponb 3a TOpaBUWIBHOCTHIO OGOPMIIEHHUS TPOEKTOB  IMPHUKA30B
OCYILIECTBJISIET  OTHEN  JEJIONPOM3BOJACTBA  YIPABICHUS  AaJIMUHUCTPATUBHOU U
OpraHU3alMOHHO-KOHTPOJIBHOU pabOTHI.

3.18. Ilpuka3pl, u3maBacMble B YHUBEPCHUTETE, HE MJOJDKHBI IPOTUBOPEUYHTH
JNEUCTBYIOIIEMY 3akoHOnaTenbCcTBY Poccuiickon ®Denepanuu, YcraBy YHHUBEPCHUTETA,
JOKAJIbHBIM HOPMAaTHUBHBIM aKTaM YHMBEpPCUTETa M paHee U3JaHHBIM IIPUKA3aM
YHuBepcurera.

3.19. IIpuka3sel 1O OCHOBHOU JIEATEIBHOCTH U3IAFOTCH:

- BO MCIIOJIHEHUE HOPMATUBHBIX IIPABOBBIX AKTOB OPraHOB I'OCYJApPCTBEHHOW BJIACTH
U yUYPEIUTES;

- B LEJISIX OCYILIECTBJICHUS YIIPABICHYECKON JEATEIBbHOCTH, BBITEKAIOUIEH U3
byHKIMN 1 33/1a4 Y HUBEPCUTETA.

3.20. IIpuka3bl 10 OCHOBHOM JIESITEIBHOCTH COCTABJISIOTCS HA OCHOBE TUIATEIBHOIO
1 BCECTOPOHHETO U3YUYEHHS BOIPOCOB, TPEOYIOIINX pa3peleHus], 4TOObI CoaepKalecs B
npuKa3ax MOpYyYeHHs ObUIM  KOHKPETHBIMHM, OOECIEUMBAIUCH  JOCTATOYHBIMU
MaTepPHAIbHO-TEXHUUYECKUMHU ¥ (PMHAHCOBBIMH CPEJCTBAMU U B JAJIbHEHIIIEM HCKIIIOYAU
HEOOXOIUMOCTh KOPPEKTUPOBKHU TMPUHSATHIX PEIICHUH B CBSI3W C HEMOJHOTOW WIIU
HE0paOOTKON MPEIbIAYIIETo MPUKa3a.

3.21. Tlpuka3el opopmisItOTCS Ha OJaHKE MPUKa3a C MCIOJb30BAHUEM CIICTYIOITHX
PEKBU3UTOB: 1aTa JOKYMEHTA, PETUCTPALMOHHBIN HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY,
TEKCT, NOANMCH. JlaTa W pPETHCTPAllMOHHBIM HOMEpP NPHKA3a NPOCTABISIOTCS IOCIE
ITOANIMCAaHNS IPUKA3a PEKTOPOM Y HUBEPCHUTETA.

3.22. 3aroyioBOK K IIPUKAa3y IMEYATAETCSA Yepe3 OAUH MEKCTPOUHBIA MHTEPBAJ IMOJ
pEKBU3UTaMU OJIaHKa clieBa OT TpaHUIlbl JEBOTro mojisi. Toyka B KOHIE 3arojioBKa He
CTaBUTCA. 3ar0JI0BOK K TIpuKasy hopmynupyercs ¢ npeiorom "o" ("o0"), KpaTko U TOYHO

oTpaxas COACPIKAHHUC TCKCTA IIPHUKa3a. HaHpI/IMepI
00 yTBepXOeHUM VHCTPYKLUUM IO OEeJIONPOU3ZBOLCTBY;
O co3maHuMM KOMMCCHUU.

3.23. TekcTt mpuka3za COCTOUT W3 JIBYX HacTeil: 00OCHOBaHUs (MpeamMOyiibl) U
pacnopsauTeabHON YacTh. B 000CHOBaHMM yKa3bIBa€TCsl OCHOBAHME, NMPUYMHA WM IICITH
n3IaHus TokymMeHnTa. Hanpumep:

B cooTeeTCcTBMM C NOPMKA30M MMHMCTEPCTBa CEJbCKOI'O XO3AMcTBa PO OT
25 mexabps 2019 . N 1494 "OO6 yreRepxIeHuM IllpaBujl oOOMeHa INOKYMEeHTaMM B
DJIEKTPOHHOM BUIE TPU OopTaHM3aluuMy MHQOPMALMOHHOTO B3auMMOIeCcTBUA"

B penax opraHmMsaumMu U IOpoBeneHMs paboTeE IO BKCIEePpTM3e LEHHOCTU
IOOKYMEHTOB, O0Opa3yonlMxXCsa B IOedTeJIbHOCTM YHMBEpCUTeTa, M OTOOpy MX OJd
Iepenauy Ha XPaHEeHMEe B apXMB By3a UM K YHUUTOXEHUIO

3.24. PactiopsimutenbHas 4acTh MPUKA3a HAUUMHACTCS CJIOBOM 'm p u x a 3 B B a
10", KOTOpPOE TIeYaTaeTCsi CTPOYHBIMU OYKBaMH BPa3PSIIIKYy.
PacnopsimurenbHas 4acTh MOKET COJIEPIKATh:
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- peuieHuss OpraHU3aIlMOHHOTO Xapakrepa (YyTBEpIAuTh, CO31aTh, MPEOOpPa3OBaTh,
JUKBUIUPOBATH, MPU3HATH YTPATUBILIUM CHILY);

- KOHKPETHBIE MMOPYUYCHUS C YKA3aHUEM UCIOJHUTENS (MCIIOJIHUTEINICH) U CPOKOB UX
BBITTOJTHEHUSL.

3.25. Kaxpnoe peuieHue (mopydeHue) opopmisieTcs B IMpUKa3e Kak OTIEIbHBIN
nyHKT. [[yHKTBI NmprKa3za pacnoJiararoTcsi B JOTUKO-BPEMEHHOW MOCJIENOBATEIbHOCTH U
HyMmepyloTca  apabckumu  1mudpamu. Ecnu mopydeHue  gaeTcsi  KOHKPETHOMY
MOJIpa3/IeJICHUI0, €r0 HAaUMEHOBAHHWE MHIIETCS IOJHOCThIO, B CKOOKAaX YKa3bIBAIOTCS
dbaMunuss U HMHUIMAIBI PYKOBOJUTENS TMOApPA3ACIICHUS B HMMEHHUTEIBHOM IaJiexkKe.
Harmpumep:

I p ¥ K a3&HH B a o:
1. YueBHO-MEeTOOMUECKOMY  OTIeJly (Pammima  M.0.) k 01.12.2020
NOOTOTOBUTEL ¥ MNPEOCTABUTE Ha YTBEPXIEHME IIJIaH YyUeOHO-MEeTOIMUYeCKOM
pabotrer Ha 2021 roxm.

Ecnu nopydenue gaercss KOHKPETHOMY MCHOJHUTENI0, €r0 JOJKHOCTh U (haMuiIus
yKa3bIBaloTCsA 0€3 CKOOOK B JaTenbHOM majexe. Hanpumep:

2. TmaBHoMy Oyxrantepy O.V. VBaHOBOM MNOOTOTOBMUTL M IPEOCTABUTL Ha
paccMOTpeHMe U YTBEepPXIeHMEe CMEeTy KOMaHIMPOBOUHHEIX pacxomoB Ha 2021 ron
B cpok mo 30.11.2020.

ITpennuceiBaeMoe AeHCTBHE BbIpa)kacTcs INIarojoM B HeomnpeaeneHHou ¢opme. He
JOIYCKAETCsl yNOTPEeOJIATh HEKOHKPETHbIE BBIpAKEHUS TUNA '"yCcUiauTh", "YCKOpPHUTBH'",
"oOecrneunTh B KpaTyaiuime cpoku'.

Ecnn ofHOMY MCTIOTHUTENIO0 HEOOXOAUMO MOPYYUTh HECKOIBKO Pa3HbIX 3aJaHUM C
OJIHUM CPOKOM BBIIIOJIHEHUS, OTBETCTBEHHBIM MWCIIOJHUTEIb W CPOK HCIIOJHEHUS
YKa3bIBAIOTCSA OJMH pa3 B OCHOBHOM ITyHKTE, a IIOPYYEHMS BBIACIAKOTCA B OTIEIbHBIC
NOANYHKTHI. ECiIM y nOpy4YeHul pa3Hble CPOKHU HCIIOJIHEHHMs, CPOKHM YKa3bIBAIOTCA HE B
OCHOBHOM ITyHKT€, a B K&KJIOM ITOAIYHKTE.

Cpok WHCHOJHEHMS JIOJDKEH OBbITh  peajbHbIM, COOTBETCTBOBaTb OOBEMY
npeanoaraeMbeix padot. IIpu ycTaHOBIEHNN CPOKA CIEAYET YUUTHIBATh BPEMsI TI0BEICHMUS
JOKYMEHTA J10 KOHKPETHBIX UCTIOJIHUTEIIEH.

CpOK UCITOTHEHUA B MIYHKTAX PacloOpsSAUTEIbHON YaCTH NTPUKA3a HE YKA3bIBAECTCS B
CIIy4asX, €CJIM JEUCTBUS HOCAT PETYJIIPHBIN XapaKTep U UX BBITOJIHEHUE MTPEANUCHIBAECTCS
Ha BECh MEPHUOJ ACHUCTBUS NpHKa3a. KoNM4eCcTBO UCHOJHHUTENEN MO KAKIOMY IYHKTY
(moamyHKTY) HEe orpaHuyuBaeTcs. OTBETCTBEHHBIN UCTIOIHUTENb YKa3bIBAETCS TIEPBBIM.

Ecnu npuka3 OTMEHSET MOJHOCTBIO MJIM YaCTHYHO PAHEE U3JAHHBIE TOKYMEHTHI 110
TOMY >K€ BOIIPOCY, TO B MPEANOCIECTHEM ITyHKTE MPHKa3a HEOOXOAUMO UX MEPEUUCIIHUTD C
YKa3aHMEM HauMEHOBaHUs TOKYMEHTA, €T0 JaThl, HOMEpA, 3arojoBka. Hanpumep:

4. Ipwm3HaTh yTpaTuBuMM cuiny opuxkaszs OI'BEOY BO Bemnroponckum I'AY ot 5
aBrycTa 2019 r. N 175 "OO yTBepXIeHUM IKCIEPTHOM KoMMCCHUM".

HOCJ’IC}IHI/Iﬁ IIYHKT IIPpHUKa3a - IIYHKT O KOHTPOJIC, B HEM YKa3bIBAIOTCA JOJIKHOCTD
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JMIIa, OTBETCTBEHHOTO 32 WCIIOJIHEHUE JOKYMEHTa B LIEJIOM, €ro (aMWIds U UHHUIIUAJIBL.
Hanpumep:

5. KouTpone 3a MCHOJIHEHMEM [pMKasa Bo3JjaraeTcsa Ha  I[IepBOoTo
npopekTopa YHuBepcurera M.0. damMmnma.

B OTACJIBHBIX CIY4asaX PCKTOP YHI/IBepCI/ITeTa MOJKCT OCTABUTb KOHTPOJIb 3ad co0O0I:

KoHTpOJIb 3a MCIOJIHEHMEM IIpMKasa OCTaBJIAKL 3a coboi.
3.26. He Bkirouaetrcsi B TEKCT MpUKa3a NYHKT "llpukaz moBecTu MO0 CBeAeHUd

[TompasjeneHuss ¥ JOJDKHOCTHBIE JIMIA, 10 CBEJEHUS KOTOPHIX HEOOXOJMMO
HJOBCCTH IIpHUKaA3, IICPCUHHUCIIAIOTCA B YKa3aTclIC (HI/ICTe, CHI’ICKC) PaCCBLIIKH, KOTOpBIﬁ
T'OTOBUTCA HCIIOJIHHUTCICM H MOXET 0(b0pMJI5[TBC$[ Ha 060p0THOﬁ CTOPOHC IIOCIICOAHCTO
JIMCTAa IIpUKa3a.

3.27. B npuka3ax He JOIyCKaeTCs:

- U3MEHEHUE PAHEE YCTAHOBJICHHBIX CPOKOB BBINOJHEHHUS 33JaHUIl B CTOPOHY HX
YBEJIUYCHMUS;

- TPUMEHEHHE NPOU3BOJIBHBIX COKpAICHHA WIM HCKaXEHUE HaUMEHOBAHMM
CTPYKTYPHBIX NIOJIpa3/IeICHUM;

- TNPUMEHEHHUE TMPOU3BOJIBHBIX (HE OOIIECTPUHATBIX) TEXHUYECKUX U JIPYrUX
TEPMUHOB, COKPAILIEHHBIX CJIOB 1 HAUMEHOBaHUM.

3.28. IIpy HaIM4YMU MPUIOKEHUH B TEKCTE MPUKA3a B COOTBETCTBYIONIMX IYHKTaX
paCHOpH,Z[I/ITeJILHOﬁ qaCcTu HJarTCiad OTCBUIKU: . e (npuioxeHme e 1),
(mpuyoxenue N 2); ... "corsacHo npwioxenuno', HA MPUIOKEHUU O(OpMIIsETCS
OTMCTKaA O IIPUJIOKCHUU:

Npunoxenmue N 1
Kk npmkaszsy SI'BEOY BO Bemnroponckum I'AY
or 12.11.2020 N 215

W3nanne BMeEcCTe ¢ MPUKA30M NPHIIOKEHUM, HE YIIOMSHYTBIX B TEKCTE IOKYMEHTA,
HE JI0ITyCKAETCS.

Ecnn nOKyMEHT, yTBEPXKIEHHBIM ITPUKA30M, BIIOCIEICTBUU JCHUCTBYET B BUJE
CaMOCTOSTEJIBHOTO JTOKYMEHTA, Ha IEPBOM JIMCTE NOKYMEHTAa B BEPXHEM IPABOM YIIIY
npocTtaBisieTcss Tpud yTBepxkAeHUs (Ipu HEOOXOIMMOCTH, - C YyKa3aHUEM HoMepa
MPWIOKEHUS ), HAPUMEP (MHCTPYKLMA) |

YTBEPXIEHA
npukaszoMm ®I'BEOY BO Benroponckum I'AY
or 11.01.2021 N 1

3.29. Pacnopsikenuss oOpMIISIFOTCS TIO T€M K€ TpaBWJIaM, YTO M TPHKA3bl, 32
WCKIIFOYEHHEM TOTO, YTO B KOHIIE MPeaMOyJIbl CTABUTCS IBOCTOYHE, MTOCIE YETO CICTYIOT
IYHKTBI PacropsIuTeNbHOM yacTu. Hanpumep:
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B ueynax ucnojiHeHusa nOpukasza ©®I'BOY BO Bemroponckum T'AY oT 22

aBrycra 2020 1. "O6 opraHmMsBauUMM U IOIPOBEINeHMM KOHkypca "Jlyummm
npenonaraTesb — 2020":

1. PykxoBomuUTeNsAM YIPABJIEHUV, OTHOEJIOB M JabopaTopum B cpok nmo 10
ceHTAa0pPS 2020 T. IpenCTaBUTh CBOM  MNpPelJIOXeHUS o) KaHOUIaTypax
npenomaBaTeJsiey IJid ydacTus B KOHKYypPCE.

2.

PacnopsxkeHust MOTYT HE UMETh ITpeaMOYyJIbl.

3.30. Jlo mpencrtaBieHUss Ha MOJNUCh MPOEKT MpUKaza (pacrnopsKEHHs)
COTJIaCOBBIBACTCS C 3aMHTEPECOBAHHBIMU JIMIIAMHU B COOTBETCTBUU ¢ MyHkTamu 4.1 - 4.11
HacTosen MHCcTpyKumm.

3.31. [Ipuka3 moANMUCHIBAET PEKTOp YHUBEPCUTETA WIM JIUIO, UCIIOJHSIONIEE €ro
00S3aHHOCTH W/WJIM HHBIMH  YIOJHOMOYEHHBIMU WM JHUIAMU. PacnopsbkeHue
MOJIMUCHIBAETCA PEKTOPOM UITM IPOPEKTOPAMHU Y HUBEPCUTETA.

3.32. Konumm mnpukazoB (pacmopsikKe€HUN) pacChlIalOTCS B COOTBETCTBHUU C
yKazaresieM (JJUCTOM, CIIUCKOM) PACChUIKH.

3.33. DeKTpoHHAs KOMHS MPHUKa3a pa3MeIIaeTcs B COOTBETCTBYIOIICH 0a3e TaHHBIX
COU.

3.34. JlesTenbHOCTh IO COBMECTHOM BBIPAOOTKE PEIICHUM Ha 3aCelaHUsIX COBETOB,
KOMHCCHUHM, coBemaHusx odopmisieTcss mnpoTtokojsamu. I[IpoTokon cocTaBisieTcs Ha
OCHOBaHUU JUKTO(POHHBIX (PYKOIMHUCHBIX) 3aMIMCEH, TPOU3BEICHHBIX BO BpEMS 3ace/laHusl,
MPEJCTABICHHBIX TE3UCOB JIOKJIAJIOB W BBICTYIUICHUHM, CIPABOK, MPOEKTOB pEIICHUMN
(nocranoBnenuit). I[IpoTokon odopmisieTcss B TEYEHUE OJHOTO - TPEX JHEHW Tocle
IPOBENICHUS 3aCeAaHMs, €CJIU CPOKHU €0 TOJITOTOBKU HE OTOBOPEHBI 0C000.

3.35. PekBuszutamMu MPOTOKOJA SBJISIIOTCSA: HAWMEHOBAaHHWE Y HHUBEPCHUTETA,
HAaUMEHOBaHHWE BHUJA JOKYMEHTa, 3aroJioBOK K TEKCTy, JaTa W MECTO 3acellaHus,
PErUCTPALIMOHHBIN HOMEP POTOKOJIA, TEKCT, MOAMHICH.

3.36. 3aroJioBOK K TEKCTY MPOTOKOJA OTBEYAET Ha BOMPOC "dero?" u COHEPKUT
yKa3aHHe MOJIpa3/IeJICHHs WIH OpraHa, AesiTeIbHOCTh KOTOPOTO MPOTOKOIUPYETCS.

Hanpumep:
IIPOTOKOJI 3acCelaHuda aTTecTaluMOHHOM KoMmccum,
IIPOTOKOJI 3acCelaHMnA HayHHO—MeTOﬂMHeCKOVI KOMMCCHUN .

JlaTon TpoTOKONa ABIAETCS JaTa 3acefaHus. Eciau 3acemaHue MpOIOIKACTCA

HCCKOJILKO I[HGI?I, YKa3bIBACTC: JaTa Hadajla 3aCCAaHuA 1 YCPE3 THUPC - AaTa OKOHYAHHA! 12
- 13 mag 2020 r.

3.37. TekcT NpoTOKOIa JOJKEH COCTOSITh U3 IBYX YacTeil: BBOJHOM U OCHOBHOM. B
BBOJIHOM 4acTu POTOKOJIA YKa3bIBalOTCS bamunuu npeaceaaTens
(TpencenaTeNnbCTBYIONIETO); CEKpeTaps; (amMmimu y4acTHUKOB, MPUCYTCTBYIOIIMX Ha
3acelaHuu; JIUII, IPUTJIAIICHHBIX Ha 3aceaHue; MOBECTKA JTHS.

Ecnu xonudecTBO MPUCYTCTBYIOIIMX Ha 3aceJaHWU TpeBblliaeT 15 dYenoBek, B
BBOJIHOM YacTH MPOTOKOJA JETaeTCs CChUIKAa Ha CIHUCOK, SIBJSIONIMICS HEOThEeMIIEMOM
Y4acCThIO TPOTOKOJIA.

Hanpumep:

[IpucyTcTBOBaANM: 25 desyi. (CHOMCOK IpuiaraeTcs) .
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BBoaHas 4acTh IMPOTOKOJIA 3aKAHYMBAETCSI MOBECTKOW JIHS, COAEPKAIIEH NEPEUYECHb
paccMaTpUBaEMbIX BOIPOCOB, MEPEUUCIEHHBIX B MOPSAKE MX OOCYXKIECHHS C YKa3aHHEM
JOKJIauyMKa IO KaXJIOMYy paccMaTpUBaeMOMY BOMNpOCy. Bompocbl MOBECTKM JHS
dbopmynupyrorcs ¢ mpemiorom "o" ("o0"), medyararTCs OT TPAHUIBI JIEBOTO IOJIS H
HyMepyroTcst apabckumu mudpaMu. B oCHOBHON 4YacTu mpoTOKosia (PUKCUPYETCS XOJ
3aCEIaHMUs.

3.38. IIosHBIIM IPOTOKOJ COAEPKUT 3alUCh TOTO, YTO IPOUCXOIUIIO BO BpeMs
3aCEeIaHusl, BKJIIOYas BOIPOCHI K JIOKJIAQYMKY, OTBETHl Ha HUX, BBICTYIUICHUS B XOJIE
OOCYXKII€HUsI BOIPOCa, PE3yibTAaThl I'OJOCOBAHUS IO BONPOCY U NPUHATHIE PELICHMUS.
Kparkue mpoToKobsl BEAyTCsl IIPU PACCMOTPEHUH BONPOCOB OINEPATHMBHOIO XapakTepa.
Pexomenayemsbiii oOpasen; ohpopMIeHHsT KPaTKOro MPOTOKOJIA MOPYYeHHUN (MIPUIIOKEHUE
Ne 11). B kpatkoMm mpoTokoiie puxkcupyercst Tema o0Cy>KIAeHUs, paMIIns TOKIaI4MKa 10
BOITPOCY U IPHUHSTHIEC PEILICHHUS.

3.39. OcHOBHas 4acTh MOJHOTO MPOTOKOJIA COCTOMT M3 Pa3JesioB, IMOCBSAIIEHHBIX
BOIIPOCAM IMOBECTKH JHSA. XOJ pacCMOTPEHHs KaXkJOro BOIPOCa 3alHCHIBAE€TCA B
MOCJIEIOBATEIbHOCTH: CJIYIIAJIV - BEHCTYIUIM - PEMIIN.

[TocranoBieHue (penieHre) B TEKCT IMPOTOKOJAa BHOCHUTCS IOJHOCTBIO B TOM
(dopMynrpoBKe, KOTOpas ObUIa MPUHSATA HA 3aCEIaHUU; IPU HEOOXOIUMOCTH MPUBOASATCS
HUTOTHU I'OJIOCOBAHUA: "3a - ..., OPOTMB - ..., BO3IOEpPXajloCcb - ...".

3.40. [IpoTtokon 3acelaHusl HOANKCHIBACTCS npeacenarenem
(mpeacenaTenbCTBYIOLIMM) U CEKpETapeM 3aceaHusl, €CIu HHOe He ycTaHoBiIeHo JIHA.

3.41. Ilpu HeoOXOOUMOCTH KOIHUHU NPOTOKOJOB WM BBIIUCKH W3 IMPOTOKOJIOB
pPAcChUIAIOTCS 3aMHTEPECOBAHHBIM JIMIIAM B J3JEKTPOHHOM BHUAE B COOTBETCTBUU C
yKa3arelleM pPacChUIKA. B BBIIMCKE K3 MPOTOKOJA JOJKHBI BOCIPOM3BOJIUTHCS BCE
PEKBU3UTHI 3ar0J0BOYHOM YacTH IPOTOKOJIA, BBOAHAS YaCTh, BOIPOC MOBECTKU JHS, IO
KOTOPOMY T'OTOBHTCSI BBIIIUCKA, U TEKCT, OTPAXKAIOIIUN 00CYKIEHUE BONPOCA U PHUHITOE
pelieHue.

3.42. JlenoBoe (ciaykeOHOE) MHUCHMO TOTOBUTCS Ha OslaHke TmuchMma. I[lpu
COCTABJICHUM MHCEM O(POPMIISIIOTCS PEKBU3UTHI: aIpecaT, 3arojoBOK K TEKCTY, TEKCT,
MOJAMNKCH, OTMETKA 00 UCIOJHUTENE, B HEOOXOAUMBIX CIy4asiX - OTMETKA O IPHUIIOKEHHH.

3.43. Ecnu nuceMoO SIBISIETCA OTBETOM Ha MOCTYMHBIIMKA 3ampoc WM NIPOChOy,

3aI0JIHACTCA PCKBU3HUT "CChUIKA Ha PEerMCTPalUMOHHEM HOMEP M HaTy MNOCTYIMBIIEIO
nucemMa'.

HanmenoBanue Buna noxkymenTa ("mucbMo") U pa3HOBUAHOCTh MUChMa (HarpuMmep,
"mpocrba", "undopmanmonnoe", "compoBomurtenasHoe", "3ampoc", "HarmomuHaHue") B
JIEOBBIX (CTY>KEOHBIX) MTUChMaxX HE YKa3bIBAIOTCS.

Ecnu mucbMo HampaBiiseTcsl agpecaTy Mo JIEKTPOHHOM modte wiu mo dakcy 6e3
JOCBUIKY IO TIOYTE, BMECTO MOYTOBOrO aJpeca YKa3bIBAETCS aJIPEC AJICKTPOHHOW MOYTHI
iy Homep TenedoHa-gpakca.

3.44. JlenoBoe (ciy)keOHOE) MUCHMO JIOJDKHO OBITh MOCBSIIIEHO OJHOMY BOTMPOCY.
Ecmm HeoOxomuMo 0OpaTUThCS B OpPraHU3AIMIO OJHOBPEMEHHO II0 HECKOJIBKHAM
BOIIPOCaM, PEKOMEHIyeTCSI COCTaBUTh OTACIBHOE MUCHMO MO KaXXaoMmy 3 Hux. [Imcbmo
MOJKET KacaThCsl HECKOJIBKHUX BOTIPOCOB, €CJIM OHU B3aMMOCBSI3aHEI.

3.45. B omHOM mHChME HE JOHKHO OBITH OOjiee YETBIpEX ajpecaTroB, MPHU ITOM
OCHOBHOH aJipecaT yKa3bIBaeTCs TMEPBBIM, OCTAJILHBIM ajpecaTaM MHUChMO HaIpaBJIsSETCs
st cBenenus. [Ipu HEOOXOMWMOCTHM HAMpPaBUTh MHUCHMO OOJBIIEMY KOJUYECTBY
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aJpecaToB, TOTOBUTCS CIIMCOK PACCBHUIKH, U TUCbMa PACChLIAIOTCA 110 CITUCKY.
3.46. IIpu cocTaBiieHUU JENOBBIX MHCEM HCIOIb3YETCA BCTYMUTEIbHOE OOpaIieHue
U 3aKIIOuMTEbHAs ITHKETHass (pa3a B COOTBETCTBHHM C NYHKTOM 2.39 HacTosien
Nuctpykumm.
3.47. TekcT nucbMa U3J1araercs:

- OT 1-ro auma MHOXECTBEHHOI'O YHCIA ("npocum ...", "npenjgaraem ...",
"HanoMMHaeM ...");

- OT 3-TO JWlla €AWHCTBEHHOI'O 4YHCJIIa ("YHUBEPCUTET CUMTAET BO3MOXHEM
.", "By3 He pacnojaraeT BO3MOXHOCTBHL ...");

- OoT 1-ro n1una eIMHCTBEHHOI'O YHuCJiia ("opowy ...", "npemjarao ..."), €CIH
nuchMO 0OPMIISIETCS Ha JOTHKHOCTHOM OJIaHKE.

3.48. Ecimm mpoekT nenoBoro (CiykeOHOTo) MUChMa HaNpaBISIETCS aapecaTy IIo
ouTe, MPOEKT TOTOBUTCA B JBYX OK3EMIUISpaxX: OJUH HK3eMIULp odopmisieTcs Ha
nBeTHOM Onanke (mpuiiokenue Ne 12), BTOpo#l 3K3eMIUISp, NpeIHAa3HAYCHHBIA Jis
BU3UPOBAHUS) - Ha CTAaHAAPTHBIX JUcTax Oymaru. JlemoBoe (ciaykeOHOE) MUCBMO J10
MPEICTaBIICHUS Ha TMOJIMUCh JODKHO OBITh COIVIACOBAHO (3aBU3UPOBAHO) CO BCEMU
3alHTEepPEeCOBaHHBIMU JinllaMu. CorjacoBaHue (BU3UPOBAHUE) JIETTOBBIX ITUCEM MTPOBOIUTCS
B cCOOTBETCTBUM C myHKTamu 4.1 - 4.11 nactosimeit UHcTpykIuu.

3.49. JlenoBoe (cinyxeOHO€) MUCbMO MOANMUCHIBAETCS PEKTOPOM Y HUBEPCUTETA WIIH
WHBIM YIOJHOMOYEHHBIM UM JmnoM. lloanmucanHoe nenoBoe (Ciay:keOHOE) MHCHBMO
MOJICXKUT PErucTpauu u oTnpaBke. He nonmyckaercst OTHpaBiaTh agpecaTtaM MUCbMa, He
HMMEIOIIME JJaThl U PETUCTPALIMOHHOTO HOMEDA.

3.50. ITocie moamMcanms MUChbMa U €T0 PErUCTPAIMH YK3EMIUISIP MTUChMa C BU3aMHU
3aMHTEPECOBAHHBIX JIUI TOMEIIAETCS B JIETO.

3.51. AKTBI cocTaBisItOTCA B CBOOOJHOM (popMe B LENSIX MNOATBEPkKACHHS (DaKTOB,
CBSI3aHHBIX C JAESATEIBbHOCTBIO Y HUBEPCUTETA.

3.52. Ilpu cOCTaBIE€HHH AaKTOB MHCIOJIb3YIOTCSI PEKBU3UTHI: HAUMEHOBAHUE
VYHuBepcuTeTa; HaMMEHOBaHUE BUJA JOKYMEHTA; JaTa JIOKYMEHTA; pPErMCTPallMOHHBIN
HOMEpP JOKYMEHTa; MECTO COCTAaBJIEHUS WM W3JaHUS JTOKYMEHTA; 3arojIOBOK K TEKCTY;
HOJTUCK.

3.53. Jlatoii akTa SBISETCSA JaTra COCTaBJICHHMS aKTa MW IIOJAMNHMCAHUS €ro
COCTaBUTEIISIMHU.

3.54. B BBOIHOM 4aCTH aKTa B UMEHUTEIIBHOM TaJI€KE YKA3bIBAKOTCS:

- OCHOBAaHME  COCTaBJEHHMS  aKkTa  (JIOKaJbHbII  HOPMATHBHBIM  aKT;
pacnopsIMTENbHBIM JOKYMEHT By3a (IIpUKa3, pacrnopstbkeHue); (akT Wik CcoObITHE,
MOCITYKMBILIEE OCHOBAHUEM JIJIsl COCTABJICHUSI AKTA);

- COCTaBUTENM akTa (MEPEUMCISIOTCS TOche CcloBa "Cocrarsen" € yKa3aHHEM
JNOJDKHOCTEW,  HAMMEHOBAHWUW  OpraHM3alud,  €CJIM  COCTABUTENIM  SIBJISIIOTCS
MIPEACTABUTEISIMU IPYTroil opraHu3anuu, GaMuiiuii 1 THUITUATIOB).

Ecau akT cocraBiieH KOMHMCCHEH, MEpBOM YKaszbIBaeTCs (aMuiivs mpeaceaaTess
KOMKCCHH, 3aT€M WJICHOB KOMUCCUU B aI()aBUTHOM TIOPSIJIKE.

3.55. B TekcTe akTta M3JMAraroTCs LEIU M 33aJa4d COCTABJICHUS aKTa, CYUIHOCTb,
XapakTep, METOJbl U CPOKHU TPOJICIaHHOM paldoThl, €€ pe3ynbraThl. [Ipu HeoOXoauMocTH
aKT MOXET COJIep)KaTh BBIBOJBI M PEKOMEHAAIMU. B 3aKIlOuMTeNIbHOW 4YacTH akTa
YKa3bIBAIOTCSI KOJIMYECTBO TMOATOTOBJIEHHBIX JK3EMIUISIPOB aKTa M MECTOHAXOXICHHUE
KaXJI0ro sk3eMiuisipa. KoaumdyecTBO SK3EMIUISIPOB aKTa OMNPEIEsSeTcs KOJIMYECTBOM
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CTOPOH, 3aWHTEPECOBAHHBIX B €r0 COCTaBJICHWUHW, WM HOPMATUBHBIMH TPEOOBAHUSIMU,
perIaMEeHTUPYIOIIUMH COCTABIECHUE aKTOB KOHKPETHOW pa3HOBUIHOCTH.

3.56. Dx3eMIUIspbl aKTa MOJIMUCHIBAIOTCA BCEMH YJIEHAMH KOMHCCUU (€CIU aKT
COCTABJISUICS ~ KOMHMCCHEW) WM  COCTaBUTEISIMU W, TNpU  HEOOXOAUMOCTH,
NPUCYTCTBOBABIIMMHU JuUaMu. [Ipy mnoanmwcanuy akra MpeacenaresieM W YICHAMU
KOMHCCHUU HaMMEHOBAaHMSI MX JOJKHOCTEH He yka3piBatoTca. Oco00oe MHEHUE COCTaBUTEIsS
aKTa U3J1araeTcs Ha OTAEIbHOM JIMCTE, OANMUCHIBACTCA U MPUIIATAETCA K aKTy.

3.57. Ecnu 3akoHomatensCcTBOM Poccuiickoit @enepanii  IPEIyCMOTPEHO
O3HAKOMJIEHUE C COJEpPKAHWEM aKTa JIMI, YHNOMSHYTBIX B aKTe, MOJ IOANHUCH, Ha
NOCJIENHEN CTpaHULE akTa MPOCTABISIETCS O3HAKOMUTENbHAsT BHU3a "C  axToM
oznaxkomieH (e1) ", TPU HSTOM YKa3bIBAIOTCS HAWMEHOBAHUSA JIOJKHOCTEH, JUYHBIC
NOJANUCH, pacliM(pPOBKU MOJNUCEH, JaThl O3HAKOMIICHHMS. JIHIla, KOTOpbhIE 3HAKOMSITCS C
COJICp’)KaHUEM aKTa, UMEIOT MPAaBO HE COTJIACUTHCS C COJIEPKAHUEM aKTa B IIEJIOM UJIM €T0
OTIICTHLHBIMH TIOJIOKEHUSIMH, YTO OJDKHO OBITh 3a)UKCHPOBAHO IMPU O3HAKOMJICHHH C
aKTOM.

3.58. JloknmagHas (cimyxeOHasi) 3amMcKa WCIONb3YEeTCs JUIsl  ONEpPaTUBHOIO
MH(POPMAITMOHHOTO OOMEHA MEXKIYy CTPYKTYPHBIMH TMOAPA3JCICHUIMH U PYKOBOACTBOM
YHuBepcurera.

3.59. O0s3aTenbHBIMU PEKBU3UTAMU JTOKJIATHON (CITY>KEOHOM) 3aMUCKU SIBJISIFOTCS:
HAaUMEHOBAaHUE CTPYKTYPHOTO TOAPA3ACICHUS, HAUMEHOBAaHHWE BHAA JIOKYMEHTA
(moknamHasi 3amucKa, ciay)keOHas 3amucka), JaTa, 3arojloBOK K TEKCTy, ajapecar, TEKCT,
HOJATUCK.

3.60. Ilpm anmpecoBaHuM MOKJIATHBIX (CIY>KEOHBIX) 3alKMCOK YKa3bIBAIOTCS B
JaTENbHOM TAJIeKe JIOJDKHOCTh JIMIA, KOTOPOMY aJpecoBaH JOKYMEHT, (GaMuius U
uHuLKanbl. Hanmpumep:

[IlpopexTOopy nO yuebHOM padoTe
®T'BOY BO Besroponckum I'AY
damvmnma UN.O.

3.61. Texct moxmamHoi (CoyKeOHOM) 3amMMCKHA, B 3aBUCHUMOCTH OT CIIOXHOCTH
COJIEpKaHMS U IPUBOAUMOM apryMEHTAlMU, COCTOUT U3 OAHOM, IBYX WJIU TPEX YACTEHU:

- B TIEPBOM YaCTH M3JArarOTCs MPUYUHBI, (DAKTHI WM COOBITHS, TOCTY>KUBIIIHAC
MIOBOJIOM JIJIsl COCTaBJICHUS JOKYMEHTA,;

- BO BTOPOH YacTH JAeTCsl aHAIM3 CIIOXKUBIIEHCS CUTYyallid, BO3MOXHBIC BaPUAHTHI
€€ peIICHNUS;

- B TPEThEH YaCTH U3J1aratoTCsi BHIBOJIBI.

3.62. Peructpanus MTOKIAAHBIX W CIY>KEOHBIX 3alMMCOK OCYIIECTBISIETCS B OTIENE
nenonpousBoacTea Y AMOKP wim B CO/I.

3.63. JlemoBeie mmCHhMA, HampaBisieMble 3apyOeKHBIM  KOPPECIOHACHTaM,
oopMIIsItOTCS HA OJIaHKE MUChMa YHHUBEPCUTETA C PEKBU3UTAMU HA PYCCKOM U OJHOM M3
WHOCTPAHHBIX S3bIKOB.

3.64. Tlucemo, HampaBisieMoe 3apyOeKHOMY ajapecaTy, COCTaBIIAETCS Ha PYCCKOM
A3BIKE, TIPOXOANUT COTJIACOBAHME CO BCEMH 3aMHTEPECOBAHHBIMH JINIIAMU Y HUBEPCHUTETA,
MIOCTIE Yero MUChMO TMEPEBOANTCS HA OJMH W3 MHOCTPAHHBIX SI3BIKOB (S3BIK ajpecaTa WM
AHTTUICKUH S3BIK) U 0popMITSIETCS Ha OJTaHKE MUChMa, MPEAHA3HAYCHHOM JIJISl TIEPETHCKH
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C 3apyOeXHBIMH KoppecrnoHaeHTamMu. [logmmHHNK mruchMa, oOpMIICHHBI Ha OJHOM U3
WHOCTPAHHBIX SI3BIKOB, JOJKEH OBITh HWACHTHYCH II0 COJEPKAHUIO DK3EMIULIPY Ha
PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIUII.

3.65. Ha moanuck pexktopy YHUBEpcUTETa MPENCTABISIOTCS: K3EMIUIIp MHUChbMa
3apyOeKHOMY KOPPECHOHJIEHTY, OGOPMIICHHBI Ha IBETHOM OJlaHKe, KOMHUS JAHHOTO
NUChbMa HAa CTaHJAPTHOM JIUCTE OyMarud ¢ BU30M MCIOJIHUTEINS, dK3EMIUIAp MHUChbMa Ha
PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIUII.

3.66. Ilocne moanucaHuss mUCbMa PEKTOPOM YHHUBEPCUTETa WM HHBIM
YIOJTHOMOYEHHBIM UM JIUILIOM:

- DK3EMIUISIp MTUChMa, O(DOPMIICHHBI HAa IBETHOM OJIaHKE, TOJIMUCAHHBIA PEKTOPOM
VYHuBepcuTeTa ¥ 3aperUCTPUPOBAHHBIA B oTaene jAenonpousBojactBa YAuOKP,
HaIpaBJISIETCS aJIpecary;

- KOS MHUCHhMA C BU30M HMCTIOJHUTENS W DK3EMIUIP MUChMa, COCTABJICHHBIA Ha
PYCCKOM SI3bIKE, C BU3AMU 3aMHTEPECOBAHHBIX JIUI] TOMENIAIOTCS B IEJIO.

3.67. [Incpma, HampaBIsIeMbIe 3apyOCIKHBIM aJpecaTram, TOJKHBI MMETh PEKBU3UTHI:
aapecar, aaTa, PETHCTPAIMOHHBIA HOMEpP, TEKCT, MOAMKCH. [Ipn HEOOXOAMMOCTH MOTYT
O@OpMﬂﬂTBCH PCKBU3UTHI "ccrutka Ha PeTrMCTPaLMOHHEI HOMEDP u naTy
MOCTyNMBIETO MNMCbMa" ¥ "3aroyoBok K TekcTy' . Ha KOMUM mMchbMa, moMemaeMoi
B JI€JI0, IOTIOJTHUTEILHO MPOCTABISAETCA OTMETKA 00 UCTIOJHUTEIIC.

3.68. PexBuzut "ampecat" odopmisercss crnpaBa TIOJ] PEKBU3UTaAMU OJiaHKAa.
AnpecaTtoM nmuchbMa MOXET OBITh OpTraHM3aIusl WM KOHKpeTHoe Jnio. Eciam mucemo
aJpecoOBaHO OpPTaHM3AIlMK, CHaYaja JAeTCsl €€ HaUMEHOBAaHME, 3aT€M - TIOYTOBBIN ajpec B
MOCJIEIOBATEILHOCTA: HOMEp J0oMa WIM 3JaHus, Ha3BaHUE YIMIIbI, Ha3BaHHE TOPOJa;
ctpana. Kaxaplil aneMeHT ajjpeca muIIeTcsl Ha OTaeIbHOM cTpoke. Ha3Banue ropoja, kak
IpaBUIIo, IeYaTaeTCs MPONUCHbIMU OykBamu. Hanpumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

CnoBa Avenue, Street, Place U UHBIE B @/Ipe€C€ MUIIYTCS C MPOMUCHOU OYKBBI.
[Ipu odpopmieHnH NMOYTOBOIO ajapeca 3apyOeKHBIM KOPPECHOHJEHTaM IyHKTyalus He
npumensercs. [lpu agpecoBanuu nuceM HEOOXOJMMO YUUTHIBATh TPAJULIMHU, XapaKTEPHbIE
IUIsL OTAENBHBIX CTpaH (HampuMmep, B BenmkoOpuTaHuM MOCHe yKa3aHUs ropoia MOXKET
ObITh yKa3zaHo rpadctBo, B CILIA - Ha3BaHue mTara).

Ecnu B Ha3BaHuu QpUpPMBbI IPUCYTCTBYET GamMuius auua (HanmpuMmep, W. Edward &
Co., Ltd), nepea Ha3BaHUEM (DUPMBI MPUHITO CTABUTh CIIOBO Messrs (COKpalIEHHE OT
Messieurs - rocnioga). Eciin nmuceMo azpecyercss KOHKPETHOMY JIUILY, TIepe]] Ha3BaHUEM
OpraHu3allMi YKa3bIBalOT (AMWIMIO U JIOJDKHOCTh PA0OTHHMKA WM €ro JOJIKHOCTD.
Hanpuwmep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
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NEWTOWN
NE12 OLD
U.S.A.

3.69. B nucemax 3apyOexHBIM ajipecaTam Aata o(popmisieTcs: CJI0BECHO-IIU(PPOBBIM

CcrocoOom B MIOCJICAOBATCIBbHOCTH. ACHb MCCiALla, MCCAL, I'OA. HaHpI/IMepI 24 gHBap4
2021 r.

[Tpu cocTaBieHny NUChbMa Ha aHTIIUHCKOM SI3bIKE TOMyCKaeTcs 0popMIICHHUE JaThl B
[IOCJIEOBATENBHOCTHU: TOJI, MECAL, AcHb Mecsua. Hanpumep: 2021, January 24.

3.70. B mmcpmax 3apyOeKHBIM ajpecaraM HCHOJB3YIOTCS BCTYIMUTEIbHBIC
oOpariieHus o JOHKHOCTH WK o haMuinu agpecara. Hanmpumep:

YBaxaeMell ToCnoIMH TOPI'OBHIM COBETHUK !
YBaxaeMelr T'OCHOIOMH AHTEJIOB!

3aKaH4YMBAETCS MUCHMO 3aKITIOUUTEIHHON AITUKETHON (pa3oil "C yeaxenuem,

IV. CortacoBanue nNpoeKTOB 10KYMEHTOB.
Hoanucanue (yrBep:KIeHHue) NPOCKTOB J0KYMEHTOB.

4.1. CornacoBaHue MPOEKTa JTOKYMEHTA POBOAMTCS JO €r0 MOAIUCAHUS PEKTOPOM
YHuBepcuTera B LEIAX OLEHKHM COOTBETCTBUSA JIOKAJIbHBIM HOPMATHBHBIM aKTaM
VYHuBepcurera, kauectBa U 3(pPexTUBHOCTU mpeanaraemoro pemieHus. CoriacoBaHue
IpOEKTa JTOKYMEHTa OpraHU3yeTCs HEMOCPEICTBEHHBIM HUCIIOJHUTENEM (COCTAaBUTENIEM) U
PYKOBOJMTENIEM  NOAPA3NCICHUSA-UCIONHUTENS. W NIPOBOJUTCA B Ipeaeiiax
YCTAaHOBJICHHOT'O CPOKa UCIIOJHEHUS.

4.2. Ilpn Hammuum B opranmszaumn COJ] cormacoBaHWe NPOEKTOB JIOKYMEHTOB
OCYILIECTBIISIETCA B aBTOMAaTU3UPOBAHHOM PEKHME IOCPEACTBOM HAIIPABIICHHS IPOEKTOB
JOKYMEHTOB JIMIIAM, Ha3HAYEHHbIM B KaueCTBE COMIACYIOIIUX, U OQOpMIIECHUS
pesyapraroB corinacoBanuss B COJ[. CornmacoBaHne NpPOEKTOB JOKYMEHTOB MOKET
OCYUIECTBJISATHCA TOCPEACTBOM KOPIMOPATUBHOW SJIEKTPOHHOM MOYTHI W OQOpMIICHUS
WCIIOJIHUTEJIEM JIUCTA COIJIACOBAHMS C TPUIIOKEHUEM 3JIEKTPOHHBIX COOOIIECHHUN JIHIL,
Y4aCTBOBABUIMX B COTJIACOBAHUU ITPOEKTA JOKYMEHTA.

4.3. CornacoBaHue MPOEKTOB JTOKYMEHTOB C pPaOOTHUKAMU YHHBEPCUTETa W/WIIU
JAPYTMMU OpraHMU3alMsIMM OpPraHU3yeT HCIOJIHUTENb IOCJIE COTJacOBaHUS B pabouem
NOpAJIKE NPOEKTa JOKYMEHTa C PYKOBOJMTENIEM CTPYKTYpPHOIO MOJIpAa3JEeieHUs U B
COOTBETCTBUM C HacTosed MHCTpyKuMed W HWHBIMH JIOKQJbHBIMHM HOPMAaTHBHBIMU
aKTaMU, peryJIMpYyIOIIMMHU [TPOLIECC COTIACOBAaHUS (BU3UPOBAHNUs) IPOEKTOB IOKYMEHTOB.

4.4. IIpoeKThl TOKYMEHTOB COTJIaCyIOTCS:

- HENOCPEACTBEHHBIM HCIIOJHUTEIEM M PYKOBOAUTEIEM  MOJPA3/ICIICHHUS -
VICTIOJTHUTEIIS;

- PYKOBOAMTENSIMH CTPYKTYPHBIX TOJpa3JeieHuil YHUBEPCUTETa, HAIpPABJICHUS
NEeATEIbHOCTH W/WIN (DYHKIIMOHAJIbHBIE 00SI3aHHOCTU KOTOPBIX 3aTParuBaroTCs B MPOEKTE
JOKYMEHTa W/WJIM KOTOPBIE YKa3aHbl B IPOEKTE JOKYMEHTA B KQU€CTBE UCTIOJHUTENCH MU
COMCHOJHUTENEeH (B ciaydyae BPEMEHHOIO OTCYTCTBHUSI PYKOBOAMTENSA MOApa3ieieHUs
IPOEKT IOKYMEHTa BU3UPYET JIMILIO, BPEMEHHO MCIOJHSIOIIEE €ro 00s13aHHOCTH);

- IPOPEKTOPAMHU, KYPUPYIOILMMH 3aTPOHYTHIE B POEKTE JOKYMEHTA BOIPOCHI (€CIH
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JOKYMEHT TIOJIIIChIBaeTCs (YTBEPIKIAACTCS ) PEKTOPOM YHUBEPCHUTETA);

- YpaBieHrneM aIMUHUCTPATUBHON M OPraHU3alMOHHO-KOHTPOJIBHON paboTHI.

[TpoekTbl JOKYMEHTOB, peanu3alusi KOTOpbIX TpedyeT (PUHAHCOBBIX 3aTpart,
COTJIaCOBBIBAIOTCS € MJIAHOBO-(DMHAHCOBBIM OT/IEIIOM.

He nmomyckaeTcsi HanmpaBpisiTh Ha COTJIaCOBaHUE MPOEKT JOKYMEHTa OJIHOBPEMEHHO
IBYM WK 0oJiee pabOTHUKAM OJJTHOTO CTPYKTYPHOTO MOPA3ACIICHHUS.

4.5. BuemnHee corjlacoBaHUE MPOEKTa JOKYMEHTa OCYHIECTBIISIETCS MOCPEACTBOM
HanpaBJCHUs] MPOEKTa B JAPYTYI0 OPraHU3alMI0 C COMPOBOJIUTEIBHBIM IHCHMOM, B
KOTOPOM YKa3bIBae€TCs CPOK coryiacoBaHus. Eciam opraHusaiuu, coriacyroume MpoeKT
JIOKYMEHTa, SBJIAIOTCS ydacTHUKamu oaHou COJI, cormacoBaHue MOXKET ObITh MPOBEIACHO
B COJl 6e3 HampaBieHUs! CONPOBOJUTEIBLHOIO MUChbMA M OJHOBPEMEHHO C BHYTPEHHUM
COrJIaCOBAHUEM.

4.6. Cpoku COTJIacOBaHMS JOKYMEHTOB  YCTAaHABJIMBAIOTCS  JIOKAJbHBIMU
HOPMAaTUBHBIMM aKTaMH B 3aBHUCHMOCTH OT BHUJA JOKYMEHTa M O0bEeMa JOKYMEHTa,
BKJIFOYAs IPUIIOKEHHSI K HeMy. CpPOKH COIIaCOBAHMSI IOKYMEHTOB COCTABJISIOT:

- IPOEKTHI IETOBBIX (CIIy>KEOHBIX) MUceM - 1 - 3 pabouux AHS;

- POEKTHI MPUKA30B 0€3 MpUIoxKeHu# - 1 - 3 paboumnx aHs;

- MPOEKTHI MPHUKA30B C MPUIIOKEHUSIMH CIIPABOYHOrO Xapakrepa - 3 - 5 pabouux
JTHEH;

- TPOEKThl TMPUKA30B C TMPUIOKEHUEM JIOKAJIbHBIX HOPMATHUBHBIX aKTOB B
3aBUCUMOCTH OT uX o0bema (He 6osiee S0 crpanun) - 5 - 10 pabouux aHe;

- TMPOEKThl JIOKAJIBbHBIX HOPMATHUBHBIX AKTOB, YTBEPKIAEMBIX HEMOCPEICTBEHHO
MOJMUCHIO pyKoBoauTess (He 6osiee 50 ctpanu) - 5 - 10 pabouux nHEw;

- TPOEKThl MPOTOKOJIOB 3aceaHui (COBEIIaHWI) TPU HEOOXOAUMOCTH UX
COTrJIacOBaHUs, B 3aBUCUMOCTH OT 00beMa JOKyMeHTa - 1 - 3 pabounx aHs;

- OTBETHI Ha 3aMPOCHI rpaxaaH - He 6osee 30 KajJeHJapHBIX THEH.

Cpoku coriacoBaHusi TPOEKTOB JOKYMEHTOB, HalpaBIISIEMbIX Ha BHEIIHEE
COrJacoBaHUE, HE JOJDKHBI COCTaBIATh Oojyee 30 KajdeHAApHbIX JHEH. B KOHKpETHBIX
ClIy4asiX B 3aBUCHMOCTH OT COJAEpKaHWs M Ha3HAYEHHUs JOKYMEHTa CPOK COTJIacCOBaHUS
MOKET OBITb COKpalleH WIA YBEIUYEH [0 PpEUICHUIO0 IPOPEKTOpa, KYpPUPYIOLIETO
HaIpaBJICHUE E€ATEIBHOCTH, 10 KOTOPOMY T'OTOBUTCS IPOEKT PELICHUS.

4.7. Odopmienne pesyabratoB cornmacopanus JIHA u  pacnopsautenbHBIX
JOKYMEHTOB OCYILECTBIIIETCS B BUJE BU3, IPOCTABIIIEMBIX 3aMHTEPECOBAHHBIMM JIMLIAMU
HAa TMOCJIEIHEM JINCTE MPOEKTA JOKYMEHTA (Ha €ro JUIEBON UM 0OOPOTHON CTOPOHE) UITU
Ha OTAEJIIBHOM JIUCTE COIJIaCOBAaHMS, SBIIIIOLIEMCS HEOTHEMIIEMOUM YacThIO JOKYMEHTA.
OtMeTkHU O coryiacoBaHuu (rpud corjacoBaHus U BU3bl) OOPMIISIIOTCS B COOTBETCTBUU C
nyHkTtamu 2.41, 2.42 nacrosmieit MacTpyKIum.

[Ipu cornacoBaHuM JIE€JIOBBIX (CIIy>KEOHBIX) MUCEM BU3bI MPOCTABJISIOTCS HA KOIHH
nucbMa (BU30BOM 3K3EMILISAP), KOTOPBIN MOCie MOAMKMCAHUS MOJIMHHUKA MHCbMa U €ro
perucTpaluuy MoMeIaeTcs B J1eJI0, WM Ha 000poTe MOUIMHHUKA MUChMA, €CIU MUChbMO
HaIpaBJsieTcsl afpecaTy Mo (akcy WIM 3JIEKTPOHHOU MouTe. DTOT K€ IK3EMIUISIp MUChMa
nociie OTHpaBKU aapecary (Mo ¢akcy WM 3JIEKTPOHHOM MOYTE B BHJIE AJIEKTPOHHOMU
KOIIMM ) IOMENIAETCS B JIETO.

[IpoekTbl TPOTOKOJIOB BHU3UPYIOTCS JIUIAMH, BBICTYNABIIMMU Ha 3aCEIaHUU
(coBemannm) MyTeM MPOCTABIEHUS BU3bI HA JIEBOM I10JI€ JOKYMEHTa HAIPOTHUB 3aIlMCU
BBICTYIUICHUS COOTBETCTBYIOIIETO paOOTHHKA.



31

4.8. CornacoBaHue MpOEKTOB TIOKYMEHTOB MOxeT ocyiecTBiasATbest B COJI. ITocne
3aBEPILICHHS MPOLIEIYypbl COINIACOBAHMS (NP CO3/1aHWM NOJJIMHHUKA JOKYMEHTa Ha
OyMaXHOM HOCHTEJE) JIMCT COorjlacoBaHusl pacneuatsiBaetca uz COJl, mpukiaapiBaeTcs K
INPOEKTY JOKYMEHTa U MPEACTABISAETCA Ha MOAINUCH PEKTOPY YHHUBEPCUTETA WM MHOMY
YIOJIHOMOYEHHOMY WM Jully. CoriacoBaHue BHYTPEHHHMX JOKYMEHTOB, CO3JaHUE,
XPaHEHUE U UCIIOIb30BaHUE KOTOPBIX OcylecTBisieTcs nocpencrsom CI/I, mpoBoauTcs B
CO/[1 B osnmektpoHHOM Buzae. [Ipu coriacoBaHuM NPOEKTOB BHYTPEHHUX JIOKYMEHTOB,
CO3JJaHHBIX Ha OYMa)KHOM HOCHUTEJIE, BU3bI IPOCTABIISIIOTCS HEMOCPEACTBEHHO Ha MPOEKTE
JTOKYMEHTA.

4.9. Ilpu BHENIHEM COTJACOBAHHMH, MOJYYEHHOM IHCbMOM, WM COTJIACOBAHUU
MPOEKTa JOKYMEHTa KOJIJIETHAIbHBIM OPTaHOM C (PUKCaIMel pelieHusi O COrjacoBaHUU B
MPOTOKOJIE 3aCEaHUs UCHOTHUTENb O(QOpMIIAET Ha MPOEKTEe AOKYMEHTa WU B JIUCTE
COTJIacoBaHUsl TpuU(] COTJacOBaHUS B COOTBETCTBMM ¢ MyHKTOM 2.41 HacTosmen
WNuctpykuuu. [Iucema o cornacoBaHuy (BBIMKMCKA U3 MPOTOKOJIA) IPHIIAraloTCs K MPOEKTY
JOKyMEHTA.

4.10. B xome cornmacoBaHus MPOEKTa JOKYMEHTa pa0OTHHK, COTJIACYHOUIUI
JTOKYMEHT, IPUHUMAET OJHO U3 CICAYIOIIMX PEILICHHA:

- COTJIacOBATh MIPOEKT JOKYMEHTa 0€3 3aMeuaHui;

- COIVIACOBATH MPOEKT JOKYMEHTA C 3aMEYAHUSIMU;

- OTKJIOHUTh IIPOEKT JTOKYMEHTA;

- yKa3aTh, 4YTO HE HMMEET OTHOIIEHUS K IPOEKTY JTOKYMEHTa (pacCMOTpEHHE
BOIMpOCa, [0 KOTOPOMY IIPUHUMAETCS PEIIEHUE, HE BXOIUT B 00S3aHHOCTH paOOTHHUKA).

Bo3paxkeHus 1o TMpoeKTy TMpHKaza (paclopsbKEeHHs), BO3HUKAWOIIUE IIPU
COrJIaCOBAaHUM, U3JIAraloTCs B CIIpaBKe, KOTOpas MPHUJIAraeTcsl K MPOEKTY, UM BHOCUTCS B
CO/.

Ecnu npoekT JoKyMeHTa CorjiacoBaH ¢ 3aME€YaHUsIMU, 3TO 03HAYAET, YTO 3AMEYaHHUS
HOCSIT PEIaKI[UOHHBIN XapaKTeP, U MOCJE UX MPUHATUSA UCTIOTHUTENEM MPOEKT HE TpeOyeT
MTOBTOPHOI'O COTJIACOBAHUSI.

[IpoeKT TOKyMeHTa OTKJIOHSETCS JIULIOM, COTJIACYIOIIMM JTOKYMEHT, B CIyYasx:

- HAJINYMS CYIIECTBEHHBIX 3aMEUaHUM 110 POEKTY JTOKYMEHTA;

- HECOIJIACHSI C IMPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHBII MPOEKT JOKyMEHTa TpeOyeT NopabOTKU MO BHICKa3aHHBIM
3aMeuyaHusIM, nepeo(opmMIIeHUsI U TOBTOPHOI'O COTJIACOBAHUSI.

4.12. Ecnu ipu 1opaboTKe MPOEKTa TOKYMEHTA UCTIOTHUTENb TPUHUMAET PEIICHHE
HE YYMTHIBATh 3aMedaHue (3aMedaHus) Jvua (JIML), y4acTBOBAaBLUIMX B COTJIACOBAaHUH,
WCIIOJIHUTEJIEM TOTOBUTCS PEECTP HEYUTEHHBIX 3aMEYaHHi, KOTOPbIA BMECTE C MPOEKTOM
JOKYyMEHTa IPEICTaBIIACTCS peKTopy WIH KypHUpYIOLIEMY IPOPEKTOPY,
noAnuchiBaronieMy (yTBEpXKAaroleMy) JOKYMEHT. PeecTp HEyUYTEeHHBIX 3aMeyaHui
MOJMUCHIBACTCA PYKOBOJUTENIEM CTPYKTYPHOTO MOApa3AeIeHUSI-UCTIOTHUTEIS.

4.13. Pemienne o TOM, NMPUHHUMATh WM HE NMPUHUMATh HEYUYTEHHBIE 3aMEUaHUs
IIPUHUMAET PEKTOp YHuBepcuTera. B ciydae ecid pekTop YHUBEPCUTETA NPUHUMAET
penieHue O HEOOXOAUMOCTH YYEeCTh 3aMEYaHMs, OTKJIOHEHHBbIE HCIOJHUTENEM,
HCIIOJIHUTENIb JJOpabaThIBae€T MPOEKT JOKYMEHTa B COOTBETCTBHHM C BBICKa3aHHBIMU
3amMedaHusMu. Eciin pekTop YHHBEpPCUTETAa COIAllaeTcs ¢ MHEHUEM HUCIOJIHUTENS, OH
MOANUCHIBAET (YTBEPKIAET) JOKYMEHT.

4.14. [JoxyMeHTBI, H3JaBaeMble OT HMEHM YHHMBEPCUTETA, MOIINUCHIBAIOTCS
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PEKTOPOM YHHMBEPCHUTETA WJIA MHBIMUA YIOJHOMOYEHHBIMU UM JIOJKHOCTHBIMM JIMLIAMH
(mpopekTopaMu B COOTBETCTBHUU C UX KOMIIETCHIINEH, ONIPEIeNIieMOl TOBEPEHHOCTSIMU Ha
BBIIIOJIHEHUE ONPENEJECHHbIX JEHCTBUA OT WMMEHU YHUBEPCUTETA, BHYTPEHHHUMH
HOPMATHUBHBIMHU JIOKYMECHTaMH BY3a).

4.15. OtpnenbHble BUJIBI BHYTPEHHUX JTOKYMEHTOB (CIIy>KeOHbIE, OOBICHUTEIbHBIC
3aMUCKM) Ha WMS PYKOBOAMUTENS CTPYKTYPHOTO TOJpa3JeieHUs] MOIANUCHIBAIOTCS
UCIIOJIHUTENIEM (COCTaBUTEJIEM), €CIM pa3peliaeMble IPU 3TOM BOIPOCHI HE BBIXOJAT 32
IPEAENBI €r0 KOMIIETCHIINH.

4.16. JIoKkyMEHTBI, HapaBJIsiEMbIE B BBICIINE OPraHbl TOCYIapCTBEHHON BIACTH, Ha
UMsl TIEPBBIX PYKOBOJUTENEH (eAepadbHbIX OpPraHoB HCIHOJHUTEIBHON  BIIACTH,
pykoBoauTeneit cyOwpekToB Poccuiickoit ®expeparuu M 3apyO€KHBIX TOCYAApCTB,
MOJIMMCHIBAIOTCS PEKTOPOM YHUBEPCUTETA WIIU JIUIIOM, UCTIOTHSIOUINM €ro 00s3aHHOCTH,
MO0 MPOPEKTOPAMU COTJIACHO JOBEPEHHOCTH.

4.17. JIOKyMEHTBI, HampaBisieMble B IIOJBEIOMCTBEHHbIE M CTOPOHHHUE
OpraHM3alNH, MOANKUCHIBAIOTCS MPOPEKTOPAMU YHHMBEPCUTETA COTJIACHO JOBEPEHHOCTH,
VMHBIMH JTOJ>KHOCTHBIMM JIMIIAMU Y HUBEPCUTETA B COOTBETCTBHUH C MPEIOCTABICHHBIMU UM
[IOJIJHOMOYHSIMH.

4.18. JlokyMeHT MOANUCHIBAECTCS JIBYMSI WM OoOJee JIMIIAMU, €CIH 33 COJIEp:KaHue
JOKYMEHTa  HECyT  OTBETCTBEHHOCTb  HECKOJbKO  pa0OTHUKOB  (JIOKYMEHTHI,
HOJTOTOBJICHHbIE HECKOJIBKUMH MOJAPA3JCICHUAMUA WM OpraHu3alusMu, padoueit
IPYIIOi, KOMUCCHUEH).

4.19. IlognuceiBaeTCsl, KaK MPAaBWIO, OJWH JIK3EMIULIp NOKyMeHTa. COBMECTHBIN
JOKYMEHT ITOAIMCHIBAECTCS B KOJIMYECTBE, COOTBETCTBYIOLIEM KOJWUYECTBY OpraHU3alUu,
co3JaBIIMX JNOKyMeHT. [lpu HampaBieHMM NUCbMa WM BHYTPEHHEro MH(OpMauOHHO-
CIIPAaBOYHOTO JIOKYMEHTa HECKOJBKUM ajipecataMm (He Oojiee 4YeThipeX) MOAMUCHIBACTCS
KaXbIi OTIPABIISIEMBINA SK3EMILISIP TOKYMEHTA.

4.20. Ilognuce Ha TOKyMEeHTE 0(hOPMIISETCS B COOTBETCTBUU C MMyHKTamu 2.43, 2.44
HacTosien MHCTpyKIuy.

4.21. YTBep)kaeHne TOKyMEHTa IPOU3BOIUTCS:

- HETIOCPEJICTBEHHO PEKTOPOM YHHUBEPCUTETA - IPOCTABIEHUEM COOCTBEHHOPYUYHOM
HOJIUCH B TpU(e YTBEPKIACHUS;

- IPUKA30M 0 Y HUBEPCUTETY.

4.22. YTBepKOarTcs NpaBuia, MOJ0KEHUS, UHCTPYKLHUH, PETIAMEHTBI, HEKOTOPHIE
BUJIbl aKTOB, IIJIaHbI, TPOrPaMMBbI U APYTrUe JOKYMEHThI, YCTaHABIMBAIOIINE HOPMbI /WU
paccuMTaHHble Ha JuMTeNnbHOe npuMmeHeHune. Odopmienue rpuda yTBEpKIACHUSA
ITPOU3BOJIUTCS] B COOTBETCTBUM C MyHKTOM 2.37 HacrosAwmen MucTpykunn.

4.23. llognuchk pekTopa YHUBEPCUTETA UM UHOTO YIIOJHOMOYEHHOIO UM JIMIA HA
JOKYMEHTaX, TpeOyroUIMX 0CO00r0 YI0CTOBEPEHUS UX MOMJMHHOCTH, a TAaK’KE Ha KOMHSIX
JOKYMEHTOB M BBIMUCKAX U3 JIOKYMEHTOB 3aBepsieTcsi repOoBoil mevaTsio (mpuiioxeHue Ne
13).

[leyaTs Ha JOKYMEHTE MPOCTABISIETCS B COOTBETCTBUMU C MyHKTOM 2.44 HacTosen
NucTpykuumy.

V. Opranusanms 10KyMeHT0000poTA
5.1.  JIokymMeHTOOOOpOT BKJIIOUAET BCIO IMOCJIENIOBATEILHOCTh TEPEeMEIICHUN
JOKYMEHTOB, a TAK)K€ OIEpaliy, COBEPILIAEMbIE C JJIOKYMEHTAMH B IPOLIECCE UX CO3TAHUS
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U HUCHOJHEHUs (MOJy4YEHUe, OTIpaBKa, MPEIBAPUTEIBLHOE PACCMOTPEHUE, PErHCTpaLus,
pPaccMOTPEHHE PEKTOPOM HITH MIPOPEKTOPAMHU Y HUBEPCHUTETA).

5.2. llenp opraHuzanuu JOKYMEHTOOOOpOTa - oOOecredyeHHne CBOEBPEMEHHOIO
IPUHATHS YIIPABICHUYECKUX PEUIEHUN U UX UCIIOTHEHUS.

3amaya TOKyMEHTOOOOpOTa - OpraHM30BaTh JBUYKEHUE JOKYMEHTOB IO HauMEHEe
KOPDOTKOMY IIyTH C MHUHUMAJIBHBIMM 3aTpaTaMud TpyAda WU BpPEMEHH, B YCIOBHSIX
AJNIEKTPOHHOTO JIOKYMEHTO000pOTa - 00€CleunTh AOCTYN K JOKYMEHTaM MOJb30BaTEIsM
C3/1 B COOTBETCTBUU C IPEAOCTABIECHHBIMU UM IIPABaAMU.

5.3. B ycnoBusix npumeHennss COJl B YHHUBEPCUTETE UCIIOIB3YIOTCS AJIEKTPOHHBIE
NOKYMEHTBI, @ TaKX€ DJEKTPOHHbIE KONUU JTOKYMEHTOB, IOJIyYEHHBIE B PpE3yJIbTaTE
CKaHMpPOBaHUs JOKYMEHTOB Ha OyMa)XHOM HocuTene. J[OKyMeHThl By3a, HMEIOIINE
BPEMEHHBIE CPOKH XpaHeHus (10 10 JeT BKIIFOUUTETbHO) MOTYT CO3/1aBaThCsl, XPAaHUTHCA U
HCIIOJIb30BAaThCS  MCKIIOUUTENbHO B (opMe DBIEKTPOHHBIX JOKyMEHTOB. I[lepeueHp
JOKYMEHTOB, CO3/JaBa€MbIX, XPAaHUMBIX W HCIOIb3yEeMbIX HCKIIOUUTEIHLHO B (dopMme
ANEKTPOHHBIX TOKYMEHTOB, YTBEPKAAETCSA PEKTOPOM Y HUBEPCUTETA.

5.4. Opranuszanys  ABWKECHHS  JOKYMEHTOB B YCIOBHUSX  3JIEKTPOHHOIO
JOKYMEHTOO0OpPOTa  OCYILIECTBIISIETCS B  COOTBETCTBUM C  PErjaMeHTHUPOBAHHBIMU
MapuIpyTamH, pa3zpabaThiBaCMbIMU VYnpasnenuem aIMUHHUCTPATUBHOMN u
OpraHU3alMOHHO-KOHTPOJIBHOM paboThl. MapmipyTsl JBWKEHUS OpraHU3alMOHHO-
pactopsIMTEIbHBIX JOKYMEHTOB JIOJKHBI ObITh ONTUMAIBHBIMHU T10 3aTpaTaM BpEeMEHH, HE
JOJDKHBI ~ JIONYCKaTh AYONHUPYIOMIUX OMNEpalMii ¥ BO3BPATHBIX JBWKEHUW, HE
00yCJIOBJIEHHBIX JIEIOBOM HEOOXOIUMOCTHIO.

5.5. Opranu3zanus 10KyMEHTO000pOTa OCHOBBIBAETCS HA MPUHITUIIAX:

- IEHTPAJIA3ALNH ONIEPALAN 110 PUEMY U OTIPABKE JOKYMEHTOB;

- pacnpeneneHus JOKYMEHTOB Ha JIOKYMEHTONOTOKH, HWMEKOIIUE OJMHAKOBBIN
MapuipyT (MapuIpyTU3alus TOKYMEHTOB);

- OPraHU3alUHU IPEABAPUTEIBHOIO PACCMOTPEHUS BXOJSIIMNX TOKYMEHTOB;

- UCKJIIOYEHHUS BO3BPATHBIX JBW)KEHHUH JOKYMEHTa, HE OOYCIOBJIIEHHBIX JE€JI0BOM
HEOOXOIMMOCTEIO;

- OJJHOKPATHOCTU PETUCTPAlUU JOKYMEHTOB;

- YCTpaHEeHHs] HEOOOCHOBAHHBIX COTJIACOBAHUM MPOEKTOB JOKYMEHTOB;

- BpPEMEHHOW pErjaMeHTallud oOmepanuii mo o00paboTKe, pPACCMOTPEHUI0 U
COTJIACOBAHUIO IOKYMEHTOB.

5.6. B nokymenToo60poTe YHUBEpCUTETA BBIACISIOTCS JOKYMEHTOIOTOKH:

- BXOAsIIHE (TTOCTYTMAIOIINE) TOKYMEHTHI,

- Ucxojsire (OTIpaBisieMble) JOKYMEHTHI;

- BHyTPEHHUE JOKYMEHTHI.

B coctaBe BXoAsIux U UCXOJAIIUX JOKYMEHTOB BBIICIISIOTCS:

- JIOKyMEHTbl  OpraHOB TOCYJAAapCTBEHHOW  BJACTH, OPraHOB  MECTHOTO
caMOyIpaBJICHNUS;

- IOKYMEHTBI U3 TOCYJAPCTBEHHBIX U HETOCYIapCTBEHHBIX OpraHU3aIlHi;

- 3anpocel genyratoB ['ocymapctBenHod Jlymbl u uneHoB CoBera dDenepanuu,
JIEMyTaTOB 3aKOHOJATEIBHBIX OpPraHOB CyOBbeKTOB Poccuiickoit denepanuu M OpraHoB
MECTHOT'O CaMOyTpaBJICHUS;

- oOpareHus rpak/iaH,

- JIOKyMEHThl W3 TMPAaBUTEIbCTBEHHBIX W HEMPABUTEIbCTBEHHBIX OpraHU3aluid
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3apyOexKHBIX CTpaH U JPYTrue rpynmbl JOKYMEHTOB.

5.7. JloctaBKa W OTIpaBKa JOKYMEHTOB B YHHMBEPCUTETE OCYLIECTBIIIOTCS
CpEICTBAaMHU TMOYTOBOM CBSI3U, (ENbIBErepCKOl M KyphepCKOW CBSI3M, HApPOUYHBIMU U
pa3IMYHBIMM  BUJAMM DJIEKTPOCBsI3U  ((akcuMmuibHas, TenerpadHas, TenepoHHas,
AJIEKTPOHHAs 10YTa, CHUCTEMa MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOIO JOKYMEHTO00O0pOTa,
Co10).

5.8. B YHuBepcuUTET NOCTaBISAETCA KOPPECHOHJICHIMS B BHJE IHMCEM, IOYTOBBIX
KapToyeKk, OaHJeposiel M TIaKeTOB, MEYaTHBIX W3AAHUN, TeJerpaMM, Qakcorpamm,
TeneoHOorpamMmm, 3IEKTPOHHBIX JTOKYMEHTOB U 3JIEKTPOHHBIX KOIIUH TOKYMEHTOB.

5.9. IlpueM NOKYMEHTOB OCyLIECTBIISIETCS OTAEenoM aenonpousBoacrsa Y AuOKP.
JIOKYMEHTBI, TOJy4YeHHble pPaOOTHHUKAMU HHBIX CTPYKTYPHBIX  MOJpa3feseHui
VYHuBepcutera OT APYrHMX OpraHU3aluid, TAKKe MEePeNarTcs B OTIEN JEIONPOU3BOICTBA
Y AuOKP ny1s1 peructpanuu u/uinm yJera.

5.10. Bce mnoctynuBmMe B YHUBEPCUTET JOKYMEHTBHI IMOJJIEKAT IEPBUYHOU
00paboTKe, BKITIOYAIOIICH:

- IPOBEPKY MPABUIIBHOCTU JOCTABKU JOKYMEHTOB;

- IPOBEPKY LIEIOCTHOCTH YIAKOBKH (KOHBEPTOB, IAKETOB);

- BCKPBITUE YNAKOBKH (32 UCKIIOUYEHHUEM KOHBEPTOB, NAKETOB C MOMETKOM "Jnuno" U
rpadaMu OrpaHUYEHUs JOCTYyNa K JOKYMEHTY);

- IPOBEPKY LIEIOCTHOCTH BXOISAIIMX JOKYMEHTOB, BKIIOYAs IPHIIOKECHHUS;

- YHUUTOXKEHUE KOHBEPTOB, MAKETOB MJIM YIIAKOBKH (32 UCKIIIOUEHUEM CYJEOHBIX);

- IPOCTABJIEHUE OTMETKH O MOCTYIJIEHUU JOKYMEHTAa B Y HUBEPCUTET.

5.11. OmuboYHO IOCTaBJICHHbIC JOKYMEHTHI MEPECHUIAIOTCS MO HAa3HAYEHUIO WIIU
BO3BPAILAIOTCS OTHPABUTENIO. J[OKyMEHTBI, IOCTYNMBILIKE B MOBPEXACHHOW YIAKOBKE,
IIPOBEPSAIOTCS HA LEIOCTHOCTh, B TOM YHMCJIE HAa HAJIMYME MEXAHWUYECKUX MOBPEKICHUM.
[louroBble OTHpaBiICHUs, HECTaHIAAPTHBIE IO Becy, pasMepy, Gopme, HMEIoLe
HEPOBHOCTU MO OOKaM, 3aKJIE€EHHbIE JIUIKOM JIEHTOM, UMEIOIUE CTPaHHbIN 3amax, LBET,
[PEAINOIOKUTEIBHO UMEIOIIHNE BIOKEHHUS, HE XapaKTEePHBIE I TOYTOBBIX OTIPABIICHUN,
HEe BCKpbBalOTCI. O MONYYEHUHM TOJO3PUTEIBHOTO  MOYTOBOIO  OTIPABJICHUS
JOKJIA/bIBACTCd HAYAJIBHUKY YIIPABJIEHUS aJMUHUCTPATHBHOW MW OpPraHU3alMOHHO-
KOHTPOJBHON pabOThl, KOTOPHIA COOOIIaeT 00 OTOM HaYaIbHUKY YTpaBiICHUS
0€30MacHOCTH.

5.12. ITlpu nocTymieHMH BXOASALIETO JOOKYMEHTA B TOBPEXKICHHOW YIIaKOBKE,
MOBPEXICHUH JOKYMEHTA, MPU OTCYTCTBUU B KOHBEpPTE (MaKeTe) JOKYMEHTA, €ro 4acTu
WM TIPWIOKEHUN K HEMY, a TakyKe MPU OTCYTCTBUU MOAMKMCH HA BXOJSIIEM JOKYMEHTE
COCTABJISIETCS aKT B JBYX IK3EMIUISIpaX Ha OYMa)KHOM HOCHTEJIE, MOAIUCHIBAEMbIN JBYMS
paboTHukamu otaena aenonpousBoAcTBa YAUOKP. OauH sKk3eMIUIsip akTa BMECTE C
BXOIAIIMM JIOKYMEHTOM M €ro NPWIOKEHUSIMHU IE€PENacTcsl Ha IpeABapUTEIbHOE
PAacCMOTPEHHE U PETUCTPALIMIO, BTOPOU SK3EMILISAP AKTa BBICBIIAETCS OTIIPABUTEIIO.

5.13. KoHBepThl, NakeThl WIK YIAKOBKA COXPAHSIOTCS U MPUJIATAKOTCSA K BXOIALIUM
JOKYMEHTaM B CIIy4asiX:

- €CJIM TOJIBKO M0 HUM MOKHO YCTaHOBHUTH OTIPABUTEINS MIIM AATy OTIPABIICHHUS;

- €CJIM BXOJAIIMN JOKYMEHT IMOCTYIWII IT035K€ YKAa3aHHOIO B TEKCTE JOKYMEHTA CpPOKa
UCIIOJIHEHHUSI I JaThl MEPONIPUSTHS,;

- npu OONBIIOM PACXOXKACHUM MEXKAYy JaTaMd TMOANHCAHUS U  TOJYYEHUS
JIOKYMEHTOB.
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[locne 3aBepuieHuss pabOTBI C JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
ITIOMEIAETCS HA XPAHEHUE B JETI0.

5.14. KouBepTsl (makeThl), UMEIOIIME OTMETKY "Jimuuo" ("Private"), TpUQBI
OTpaHMYEHHUS JOCTyNa K JOKYMEHTaM, COJEp)KALUM CBEICHUS KOH(QUICHIMAIBHOTO
XapaKTepa, He BCKPBIBAOTCS U MEPEIAIOTCSL:

- C OTMETKOM "JInuno" ("Private") - HENOCPEACTBEHHO aJpecary;

- ¢ rpudamMu OrpaHUYEHHUs JIOCTyIa - pabOTHUKY, B 00SA3aHHOCTH KOTOPOI'O BXOJUT
00palboTKa JOKYMEHTOB, COJIEPKALINX CBEACHHS KOH(PUIEHIUAIBHOTO XapaKTepa.

5.15. Bxogsmme 31eKTPOHHBIE JOKYMEHTBI, IOCTYIUBIIME OT APYTMX OpPraHU3alui
[0 3JIEKTPOHHOM moute, nocpeactsoM CO/] mpuHMMArOTCS OTAEIOM JIEIONPOU3BOJICTBA
Y An OKP.

ONEKTpOHHBIE JOKYMEHTBHI, IIOCTYIIMBILINE () UH(POPMAILIMOHHO-
TEJICKOMMYHUKAIIMOHHBIM KaHalaM W TMOAMNHCAHHBIE YCHJIEHHOW KBalU()pUIIMPOBAHHON
NOANKCHIO, BKIMouUaroTcss B COJl mociie TpOBEpKH 3JIEKTPOHHOW NOANHCH U
IOATBEPKIACHUSA €€ JIECMCTBUTEIIBHOCTH; JJIEKTPOHHBIE JOKYMEHTBI, IOCTYNMBIIME OT
OPYTMX OpraHu3alydid IO JOJEKTPOHHOM IOYTE MW  INOANMCAHHBIE  YCUJIECHHOM
HEKBAIM(PUUUPOBAHHOW MOAMKUCHIO WM IMPOCTOM 3JIEKTPOHHOM NOMANUCHIO, MPOXOIAT
MpPEIBAPUTEIIBHOE PACCMOTpeHMEe U BKIIO4YaroTca B COJl npu Hanuumm MeExaIy
OpraHu3alHEH-OTIPABUTENEM U Y HUBEPCUTETOM COIJIAlIEHUs 00 0OMEHE 3JIEKTPOHHBIMU
JOKYMEHTaMU, OJIMCAHHBIMU COOTBETCTBYIOIIEH MTOAMHUCHIO.

DNEeKTPOHHBIE  JIOKYMEHTBHI, IOANHUCAHHbIE YCHUJIECHHOW  KBaJU(PHUIMPOBAHHOU
HOJIUCHIO, YCUJICHHONM HEKBAIM(QUIMPOBAHHONW MOJNUCHIO WM MPOCTOM 3JIEKTPOHHOM
HOJIUCHIO, PACNEYaThIBAIOTCS JJIs MOCJENYIOIed opraHu3anuel paboTbl ¢ HUMHU Kak C
JOKYMEHTaMU Ha OyMa)KHOM HOCHUTEJIE.

5.16. IlepBuuHass o0OpaOOTKa »JJIEKTPOHHBIX JOKYMEHTOB, IOJIYYEHHBIX 10
MH()OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHAJIaM CBSI3M (3JEKTPOHHAs IOYTa, CalT
VYHuBepcutera) OT JpYrux OpraHu3alii M TpaxiaH, JOJDKHA COOTBETCTBOBATH
TE€XHOJIOTUU PadOThI C BXOASIIMMH TOKYMEHTAMHU.

5.17. IlepBuuHas 00paboTKa JOKYMEHTOB 3aBEpIIaeTCsl WX paclpeneleHueM
(COpTUPOBKOI1) Ha PETHUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.

K nokymeHtam, He mNOIIEXalMM pErucTpalvy, OTHOCATCA JIOKYMEHTBI, HE
TpeOyIollre UCIIOJIHEHUS U HE coeprKale HHPOpMaluu, UCIOJIb3yeMON B CIPABOYHBIX
LETIAX.

5.18. Peructpanus BXOASAIINX JOKYMEHTOB OCYLIECTBIISIETCS HE3aBUCUMO OT CIlocoda
UX JOCTaBKM B otaen jaenonpousBojactBa Y AMOKP. JlokymMeHTHI, MOCTyHaromme Hu3
JAPYTUX OpraHU3alMNi HEMOCPEACTBEHHO B CTPYKTYpPHbIE MOJpPa3ieieHUs, HO TpeOyrolue
PAacCMOTpPEHHsI PYKOBOJICTBA, MEPENAIOTCS [UIsl PETUCTPAllMA W  INPEABAPUTEIBHOIO
paccMoTpeHus B oTaen aenonpousBoactsa Y AnOKP.

5.19. Perucrtpanus BXOASIIMX JOKYMEHTOB OCYLIECTBIIAETCS B A€Hb UX MOCTYIJIEHUS
WIM Ha CJIeAyIoUiA pabounii IeHb NMPU MOCTYIUIEHUU IOKYMEHTOB B KOHIIE pabodero JHs
WM B Hepabouee BpeMs.

Peructpatus oOpanieHuii rpaxk/iad OCYIECTBISETCS B TEUEHUE TPEX JHEH C MOMEHTA
NOCTYIJIEHUSI 0OpalieHusl.

5.20. CpenmeHuss O TIOCTYNHMBIIEM JOKYMEHTE BHOCATCA B  JJIEKTPOHHYIO
peructpanronnyo kaptouky (OPK) COJl umm perucrpaliuoHHO-y4eTHYrO (GopMy Ha
OyMa)XHOM HOCHUTENE, a MOCTYNHBIIEMY JIOKYMEHTY MPHUCBAMBAETCS PETHUCTPALMOHHBIH
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HOMEp. PerucTpalMOHHBIA HOMEp BXOJSALIErO JOKYMEHTAa COCTOUT M3 MOPSIKOBOIO
HOMEpa JOKYMEHTa B MpejaesiaX KaJeHJApHOTO roja, KOTOPbIH MOXET OBITh JIOMOJHEH
nu(GpoBbIMU WM OyKBEHHO-LIM(PPOBBIMU KOJaMHU (MHIEKCAaMU) MO HCIOJIb3yEeMbIM
KJ1accuduKaTopam.

5.21. Ha Bcex 3aperucTpUpOBAaHHBIX JTOKYMEHTAaX, 32 HCKIIOUEHHEM JTOKYMEHTOB,
MOCTYMUBIIUX B (POPME BJIEKTPOHHBIX JTOKYMEHTOB, MPOCTABISIETCS PErUCTPAlMOHHBIN
HITaMIl, B KOTOPOM YKa3bIBAIOTCS JaTa MOCTYIUICHHUS, OPSAIKOBBIN BXOIAIIUNA HOMED (TipU
HEOOXOIUMOCTH - BpeMsl MOCTYIJICHUSI B YyacaX U MUHYTAaX) B COOTBETCTBUU C ITYHKTOM
2.47 nacrosimen Muctpykuuu. Eciu kK TOKyMEHTY UMeeTCs MPUIIOKEHHE, TO PAIOM C
BXOJIAIIMM HOMEpOM JienaeTcsi 00 3TomM orMmerka. Illtamm mpocraBisiercs Ha JTUIEBON
CTOpOHE MEpPBOro JIMCTa JOKYMEHTa B MpPaBOM HWKHEM yriay. llopsakoBele HOomepa
¢ukcupyloTcs B OJKypHaje ydeTa pEeruCTPAllMOHHBIX TOPSAKOBBIX HOMepoB. Ha
JOKYMEHTaX, HE MOJIeKAIINX PErUCTPALlMU, CTABUTCS IITAMII U YKa3bIBa€TCA TOJIBKO J1aTa
MOCTYIJIEHUSI JOKYMEHTA.

5.22. ]JIoKyMeHTBI, TOCTyNUBIIME Ha OyMaXHOM HOCHUTENE, CKaHUPYIOTCH,
AJIEKTPOHHAA Komus JoKyMmMeHTa Bikmtodaercs B COJl m mpucoemmnsiercs k OPK
JOKYMEHTA.

5.23. KoppecnoHaeHIuss Ha WHOCTPAaHHBIX S3bIKaX, aJpECOBAaHHAs PEKTOPY
YHuBepcurera, 1ocjie perucrpaunu B otaene aenonpounssoacrsa Y AMOKP nepenaercs B
COOTBETCTBYIOILIEE MOApA3eICHUE UM PaOOTHUKY By3a JUIsl IEpeBOAa U MOCIEAYIOLEH
neperadyd  Ha pPACCMOTPEHUE pEeKTopa WM  Kypupymromero npopekropa. HMHas
KOPPECIIOHJEHIMS ~Ha  HMHOCTPaHHBIX  A3BIKAX  N€pelaercs MO0  HAa3HAYCHUIO
HEINOCPEJICTBEHHO B CTPYKTYPHBIE ITOAPA3ACIICHNs Y HUBEPCUTETA.

5.24. IlpenBapuTenbHOE PACCMOTPEHHE MPOBOAUTCS B LEIAX PaCHpEICICHUS
MOCTYMAIMIMX B  YHUBEPCUTET JOKYMEHTOB Ha TpeOyrolue o00A3aTeIbHOrO
PAacCCMOTPEHHUSI PEKTOPOM WJIM MPOPEKTOPOM U HAIPaBIsEMbIE HEMOCPEICTBEHHO B
CTPYKTYpPHBIE MOAPA3/ICIICHUS By3a.

5.25. llpenBapuTesbHOE PACCMOTPEHUE BXOMSIIUX JOKYMEHTOB OCYIIECTBIISIETCS B
otaeine nenonpousBoactea Y AUOKP nocne perucrpannn n1okymeHToB. [IpensapurensHoe
PAacCMOTPEHHE MOKET IIPOBOJUTHCS 10 PETMCTPALIMU B CIIy4ae MOCTYIIEHUS JTOKYMEHTOB
C OTMETKaMH, TpeOyIOIIUMHU HE3aMeJIUTEIbHOTO PAacCMOTPEHUS] U HUCHOJIHEHMS
TOKYMEHTA.

5.26. IlpenBapuTenbHOMY pPAcCCMOTPEHHIO NOMJIEKAT BXOIAIIME JOKYMEHTHI,
aZpEeCOBaHHbBIE PEKTOPY YHHBepcutTera. JIOKyMEHTBI, aJpECOBAHHBIE IMOAPA3/IEICHUSM,
PYKOBOJIMTENSAM MOJPA3JAECICHUM MW CIEUMAIUCTaM, IIEPENArOTCd B  CTPYKTYpHBIE
nojipaszienieHus: 0e3 mpeaBapUTEIbHOIO PACCMOTPEHUS.

5.27. llpenBapuTenbHOE€ PACCMOTPEHUE OCYIIECTBISIETCS HCXOIAd W3 OLIEHKHU
collepKaHUsl BXOISAIIMX JOKYMEHTOB, C YYE€TOM YCTAHOBJIEHHOTO B YHHBEPCHUTETE
pacnpeneneHuss (PYHKIUOHAIBbHBIX OOS3aHHOCTEH MEXAY PEKTOpPOM YHHUBEPCUTETA,
IPOPEKTOPAMH, PYKOBOAUTENIIMH CTPYKTYPHBIX MOJpa3eIeHH By3a.

5.28. Ilo pesynbraTaM  NOPEABAPUTEIBHOIO  PACCMOTPEHUSI  JOKYMEHTHI
pacnpenesnsatoTcs Ha TIOKYMEHTOOTOKH, HallpaBisieMble:

- Ha pacCMOTPEHHUE PEKTOpa Y HUBEPCUTETA (JIOKYMEHTBI, ITOCTYIAIOIINE U3 OPraHOB
roCy/1apCTBEHHON BJIACTH, OPIrAaHOB MECTHOTO CaMOYIPAaBIICHUS, TOKYMEHThI IO HanboJiee
BaYKHBIM M IPUHLUIIHAAIBHBIM BOIPOCaM JESTENBHOCTH OPTraHU3alim );

- Ha PAacCMOTPEHHUE MPOPEKTOPOB (AOKYMEHTHI 110 HAIpPaBICHUSAM JEATEIbHOCTH,
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KYPHPYEMBIX COOTBETCTBYIOIIMMHE IPOPEKTOPAMH).

5.29. Tlo 3aBeplilleHUH MPEIBAPUTEIBHOTO PACCMOTPEHUSI JOKYMEHTHl MEPEeNarOTCs
azpecaTtaM JjIsl pACCMOTPEHUS U BBIHECEHUS PE30IONMH (YKa3aHUM MO UCIIOJIHEHUIO).

5.30. PaccmoTpeHue JOKYMEHTOB pEKTOpoM (TpOpeKTopamMu) Y HHUBEPCHUTETA
OCYUIECTBJISICTCS B JIEHb Mepefayr eMy (MM) JTOKYMEHTOB WJIM Ha CJIEAYIOIUNA pabounii
JI€Hb, €CJIM JOKYMEHTHI IepefaHbl peKTopy (MpopekTopam) B KOHIE padodyero mHs.
JIokyMeHTBI, TpeOyIOIIMEe CpPOYHOIO0 PACCMOTPEHHUs, a TakXkKe TeJerpaMMbl U
TeneOHOrpaMMBbl PACCMATPUBAIOTCSI PEKTOPOM (IIPOPEKTOPaMH) HE3aMEITTUTENBHO.

5.31. Pe3ymbrarhl paccMOTpPEHUs] JOKYMEHTa pPEKTOpoM  (IIPOPEKTOpamMHu)
VYuuBepcurera 0GOPMIIIOTCS B BHJE PE30JIONUU B COOTBETCTBHUM C MYHKTOM 2.48
Hacroswmen MacTpyKknuu.

5.32. CBegeHuss O pe30MIOUUU (MCHOJIHUTENb, COAECPKAHUE MOPYUYEHHMS, CPOK
WCTIOJHEHHUS) crienuanuctToM otaena aenonpousojactsa Y AUOKP Buocstes B OPK CO/I,
[IOCJIE 4YEero MCIOJHUTEIM TOJYYalT JOCTYH K JJIEKTPOHHOMY JIOKYMEHTY WIIU
AIEKTPOHHOM KOMUM JIOKYMEHTA, €CJIM TOKYMEHT OCTYIUI Ha OyMa>KHOM HOCHUTEJIE.

5.33. JIokyMeHThI, TOCTyMarolye Ha OyMa)KHOM HOCHUTEJE, MOCJIe UX PETUCTpalnH,
BioueHuss B CDOJl B BHIE DJIEKTPOHHBIX KOMHM M PACCMOTPEHUS PEKTOPOM
(mpopekTopamu) YHHMBEPCHUTETa MEPENAIOTCS B COOTBETCTBYIOIIME CTPYKTYpHBIC
NOAPA3ACICHUSI HAa UCIIOJHEHUE WM MOMEMIAIOTCSA B JEJ0 B OTHEJE AEJIONPOU3BOICTBA
YAuOKP B cooTBeTcTBUU C HOMEHKIATypou nen YuuBepcutera. g dukcanuu daxra
nepenayy BXOJAIIMX JTOKYMEHTOB U MX KOINUNA Ha OyMa)KHOM HOCHUTEJIE UCTIOJHUTEISM B
CTPYKTYpHBIE MOAPAa3ACIICHUS UCTIONB3YETCS KYypHaJ (peecTphl) epenaun JOKYMEHTOB.

5.34. Ilpu OyMa)kHOM JOKYMEHTOOOOpPOTE MOJJIMHHUKHU BXOISIIMX JTOKYMEHTOB, B
Cllydya€ HAa3HAYEHUs HECKOJbKMX HCIOJHUTENECH MepefaloTcs  OTBETCTBEHHOMY
WCIIOJIHUTEI0, OCTAJIbHBIM HCHIOJHUTEIAM oTAeN aenonponsBoactsa Y AuOKP nepenaer
KOIIMH JOKYMEHTA.

5.35. Hcxondmme AOKYMEHTHI, 3aBU3MPOBAHHBIE BCEMHU 3aUHTEPECOBAHHBIMU
JUIAMU U TIOANMHCAHHBIE PEKTOPOM YHHUBEPCUTETAa WJIM WHBIM YIIOJTHOMOUYECHHBIM UM
JIMIIOM, PETUCTPUPYIOTCS B oTaele nenonponsBoacTea Y AuOKP.

5.36. Perucrtpanus UCXOIAIIUX TOKYMEHTOB OCYILECTBIISIETCS B JIEHb MOAMUCAHUSA
WIHM Ha CIICAYIONINI pabouunii 1eHb, €CIIM TOKYMEHTHI ObLIIH TO/IITMCAaHbI B KOHIIE pabovyero
JTHS UM B Hepabodee BpeMs.

5.37. lIlepen peructpaumeil HUCXOIAIMIMX JOKYMEHTOB OT/ENI JEJIONPOU3BOJICTBA
YAuOKP nposepsier npaBUIbHOCTh O(DOPMIICHHSI JOKYMEHTOB (B TOM YHCIIE HaJIU4He
MOJMUCEH, BU3, MPABUILHOCTh HAIMMCAHUS AJPECOB), a TAKXKE YKA3aHHBIX B MCXOJSIIHUX
JOKYMEHTAaX MPWIOXKEHUM, COOTBETCTBHE KOJHUYECTBA OK3EMIUISIPOB  KOJUYECTBY
aJpecaToB MO YKa3aTeI0 PACCHUIKH, HAJTUYHE OTMETKH 00 UCTIOJTHUTENE.

5.38. Ilpu peructpanuu ucxozsmero nucekMa B COJl cBenenus o0 OTIpaBiIsieMOM
nokymMeHnte ¢ukcupyrorcs B OPK, kK KOTOpoil mNpuUKperuisercss AJIEKTPOHHAs KOMUs
ornpasisieMoro aokyMmenrta. Eciu OPK 6Obina coznana B COJl mpu MOAroOTOBKE MPOEKTa
JIOKYMEHTA, TO MPU PErUCTPAIlUU UCXOAAIIETO TOKYMEHTa B Hee T0OABISIOTCS CBEJICHUSI O
PETUCTPAIlMOHHOM HOMEpE, JaTe PEerucTpallud U JpYyrue CBeACHUs 00 HCXOIAIIEM
JIOKYMEHTE.

5.39. PeructpaliiOHHBIA HOMEP UCXOASUIETO JOKYMEHTA JOJKEH COCTOATh U3 KOJIOB
(MHIEKCOB) B COOTBETCTBUU C NPHUMEHSIEMBIMH KilacCH(PUKATOPAMU € TMOPSAKOBOTO
HOMEpa JIOKyMEHTa B TMpeAenax KalleHaapHoro roja. Jlata peructpauun u
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PErUCTPALlMOHHBI HOMEP IIPOCTABISAIOTCA HA OTIPABIIEMOM JOKYMEHTE, a TAKXKE Ha
KOIMUU MCXOMAIIEro JOKYMEHTA, OCTAIOUIeCs B JieJie, B COOTBETCTBUM C MyHKTamu 2.32,
2.33 nacrosuieit UucTpykiuu.

5.40. Mcxondmmii JOKYMEHT, MOANUCAHHBIA PEKTOPOM YHHUBEPCUTETA WJIM WHBIM
YIOJIHOMOYEHHBIM UM JOJKHOCTHBIM JIMIIOM, IEPEAAETCS HA OTIIPABKY, KOIHUS TOKYMEHTA
Ha OyMa)KHOM HOCHUTEJIE C BU3aMU MTOMEMIAETCS B JIEJI0 B COOTBETCTBUU C HOMEHKIIATYpOU
nen. OJEKTPOHHbIE JOKYMEHTBI MOCJIE€ WX MOAMUCAHUS AJIEKTPOHHOW TMOJINUCHI0 U
OTMPABKU ajipecaty XpaHsarcs B 0aze nanubix CO/I.

5.41. B 3aBHUCHUMOCTH OT COJIEpPk AHUS U CPOYHOCTU JTOKYMEHTHI, OTIPABISIEMbIC U3
VYHuBepcurera, JOCTAaBIAIOTCS apecaraM Cpe/ICTBAMH MOYTOBOM, PesibIberepCcKoi CBs3H,
CIICLICBA3H, KYPbEpPOM, IKCIIPECC-TIOUTON, a TAKKE MEPENAIOTCS 110 KaHAJIAM JJIEKTPOCBA3U
(bakcummibHast  cBA3b,  TenedoH, AnmekTpoHHas —mourta, C3J[). OO6pabotka
KOPPECIIOHAEHIUH ISl OTIPABKHA MMOYTOBOM CBS3BIO OCYIIECTBISETCS B COOTBETCTBUU C
[IpaBunamu oka3aHus yCiayT IMOYTOBOM CBA3H.

5.42. JIOKyMEHTBI, HE MMEIOLIME AJPECHON YacTH, NPUHUMAIOTCA Ha OTIPABKY C
CONPOBOAMTENIbHBIMA ~ MUChbMaMU (32  HMCKJIIOYEHUEM KOMMI  pacnopsIUTEIbHBIX
JOKYMEHTOB, HANpaB/IEMbIX B IIOABEAOMCTBEHHBbIE OpraHusanuu). HempaBuibHO
0o OpMIIEHHBIE TOKYMEHTBI U KOPPECTIOHACHIINS HECTYKEOHOr0 XapaKkTepa K OTIPaBKe HE
IPUHUMAIOTCA U BO3BPALIAIOTCS MCIOJHUTENO. JIOKYMEHTBI, IOUIEKAIIME OTIIPaBKeE,
JOJKHBI 00pabaThIBaThCS U OTHPABIATHCS B ICHb X MOAMUCAHUS U PETUCTPALIUU UM Ha
cienyromui pabounii 1eHb.

5.43. Jlocbulka WM 3aM€HA paHee OTIPAaBICHHOTO JOKYMEHTAa OCYILECTBIISIETCS II0
YKa3aHHUIO JINLA, TOANMCABIIETO JOKYMEHT.

5.44. llpoxoxneHWe BHYTPEHHHUX JIOKYMEHTOB Ha J3Talmax WX MOATOTOBKA U
oopMIIEHUSI JOJKHO COOTBETCTBOBATH MPOXOXKJIECHUIO HMCXOASIIMX JOKYMEHTOB, a Ha
JTaIle UCTOJHEHHUS - BXOIANX JOKYMEHTOB.

5.45. TlpoekTbl pacnopsSIUTENbHBIX JOKYMEHTOB (IPUKA30B, paCIOPSHKEHUH),
MOATOTOBJICHHBIX  JUISl  MOANMWCAaHMs, IIOCIE€ TOATOTOBKM W COTJIACOBAaHUS  C
3aMHTEPECOBAHHBIMU JIMIIAMM TepeaatoTcss B otaen aenonpousBoactBa Y AuOKP s
IPOBEPKHU MPABUILHOCTU UX OQOPMIICHHUSL.

5.46. IlpaBuiibHO O(OpMIIEHHBIE MPUKA3bI, PACIIOPSIKEHUS NIEPEJAIOTCS HA MOJIHUCH
PEKTOpY YHUBEPCUTETA WM UHOMY YIIOJTHOMOYEHHOMY UM JIMLLY.

5.47. llognucaHHble TPUKA3bl, PACHOPSDKEHUSI PETHCTPUPYIOTCS B OTHEINE
nenonpousBoacTBa Y AUOKP. Ilpukazam, pacnopsiKEHUSM MPUCBAUBAIOTCA MOPSIIKOBBIC
HOMeEpa (MO KaXKJIOM TpyIle AOKYMEHTOB OTIEIBHO) B Ipelaeiax KaJeHIapHOro roja.
[TopsinkoBBIi HOMEpP JOKYMEHTa MOXET JOMOJHATHCA OYKBEHHBIM WJIH LU(PPOBBIM
MHJEKCOM, O0O3HAualIIUM MPUHAJIEKHOCTh JOKYMEHTa COOTBETCTBYIOLLEW TpyIIe
NOKYMEHTOB. CBEIEHUSI O PETUCTPUPYEMBIX MPHUKA3aX, PACIOPsKEHUAX BHOCATCA B COJ]
WIM B HWHBIE PETUCTPAIIMOHHO-yYeTHble (OpMbI Ha OyMa)XHOM HOCHUTENIE WU B
AIIEKTPOHHOM (hOpME B COOTBETCTBUU C MyHKTOM 5.54 Hacrosei MHcTpyKiuu.

5.48. llomnuHHUKK TIPUKa30B (pacHopsKEHUM) IO MECTy HX perucrpanuu
dopMHpyIOTCS B Jejla B COOTBETCTBUM C HOMEHKJIATYpOW Jeid YHUBEpcUTeTa B
cooTBeTCTBUM ¢ nyHKToM 8.20 Hacrosimet HWucrpykuuu. Kommm mpukaszos,
pPacHoOpsKEHUH PACCBUIAIOTCS HWCIOJHUTENSAM W MHBIM 3aUHTEPECOBAHHBIM JIMIAM B
AJIIEKTPOHHOM (opMe B COOTBETCTBUM C YyKazaTeneMm pacchUiku. Kommm mnpukasos,
pacrnopsDKeHUi, paccbulaeMble Ha OyMa)KHOM HOCHUTEINE, 3aBEpSIOTCS B COOTBETCTBUU C
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yHKTOM 2.46 HacTosimiedt MHcTpykumm.

5.49. IIpoToKOJbI MOpPYYEHUU IO UTOraM 3acelaHui, COBEUIAHUN, MPOBOJUMBIX
PEKTOpPOM YHHBEPCUTETA, PETUCTPUPYIOTCS B YIPABICHWM AaJAMUHUCTPATUBHOU H
OpraHU3alMOHHO-KOHTPOJIBHOM  paboThl.  [IpoTOKONBI ~ 3acemaHuii,  COBEIAHMUIA,
IPOBOJUMBIX KOJUIETHAJIBHBIMH OpTraHaMH, pETUCTPUPYIOTCS B paMKax palOoThl
KOJUIETHAJIBHOTO opraHa. Komuu Takux NOPOTOKOJOB TOTOBATCS K PAacCChUIKE U
pacchUIaloTCsl  CTPYKTYPHBIM TOJPAa3/IEJICHHEM, OTBETCTBEHHBIM 33 OpraHU3AlUI0 U
POBEAEHUE MEPOITPUSATHS.

5.50. ITpoTokoJsiaM MPHUCBAaWBAIOTCS MOPSAKOBBIE HOMEpA B MpeJieNiax KAJIEHIAPHOIO
rojla WiM rnepuojaa paboTbl BpeMEHHOUM paboueii rpymniibl (KOMUCCHH) MO Ka)XXIO0W rpyIie
MIPOTOKOJOB  OTAENIBbHO. IlOJJIMHHUKM TPOTOKOJOB IO MECTY UX pErucTpauuu
dopMupyroTCs B Jieda MO0 HOMEHKIJIAType Jell YHUBEPCUTETa B COOTBETCTBHH C IMMyHKTOM
8.20 macrosmeit MacTpyKIum.

5.51. BHyTpeHHHME JOKYMEHTBHl Ha HUMs PYKOBOAUTENSA IPYroro CTPYKTYpHOTO
noapaszaenenus perucrpupytorcss B COJ wim (npu orcyrctBun COJl unm OTCYyTCTBUU
BO3MOKHOCTH 3aperucTpUpOBaTh BHYTpPEHHHI TokymMeHT B CDOJl) peructpupyrorcs B
NOJIpa3/ICICHUH, CO3AAaBUIMM JOKYMEHT. 3aperuCTPUPOBAHHBIM JTOKYMEHT II€pENacTCs
HENOCPEJCTBEHHO B ITOJIPA3/IEJICHUE - aIpecaT, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCS.

5.52. Ilpm BrmoyeHun B COJI BXOAAIMX JTOKYMEHTOB, WX PETUCTPALUH,
paccMoTpeHnH U ucnioiHeHn B OPK BHOCATCS cnenyromme CBeIeHUs O IOKYMEHTE

a) HAMMEHOBaHKE OpraHu3aluu (KOPPECIIOHIEHTA);

0) anpecar;

B) HAMMEHOBAaHUE BU/Ia JOKYMEHTA,;

I') J]aTa IOCTYIUBILErO JOKYMEHTA;

1) PETUCTPALIMOHHBII HOMEP MOCTYIHUBILIETO TOKYMEHTA;

€) I0JKHOCTh, (PaMUJIUsSl ¥ MHULUABI JIUIA, TOANUCABIIErO JOKYMEHT;

) JlaTa NOCTYIJIEHUSI JOKYMEHTA;

3) BXOJSIINNA PErUCTPALMOHHBIA HOMED;

1) 3aroJI0BOK K TEKCTY (KpaTKoe cojJiepKaHuEe TOKYMEHTA);

K) KOJIMYECTBO JIMCTOB OCHOBHOT'O JIOKYMEHTA;

J) OTMETKa O MPWIOKEHUH (KOJIMYECTBO MPUIIOKEHHUH, 00Iee KOJIMUYECTBO JIUCTOB
IPUIIOKEHUH ),

M) CBEIEHHsS O CBA3aHHBIX JTOKyMEHTax (HaMMEHOBaHUE BHAA JOKYMEHTA, JaTa,
PETrUCTPaLlMOHHBIA HOMEp, THII CBA3H);

H) pe3oyitouus (UCHOIHUTENb (KMCIOJHUTENN), TMOPYYEHHE, IOJKHOCTHOE JIUIO,
JaBlIee OpyYEHHe, 1aTa);

0) CPOK MCIOJIHEHUS JTOKYMEHTA;

1) MHAEKC JieJia 10 HOMEHKIaType el

P) CBEICHUS O Mepeaipecalui JOKyMEeHTa;

C) OTMETKA O KOHTPOJIE;

T) rpu¢ OrpaHUYEHUs AOCTyNa K JOKYMEHTY;

y) CBeZIEHUSI 00 AJIIEKTPOHHOM MOAMKCH;

¢) pe3ynbTaT IpOBEPKHU 3JIEKTPOHHOM MOIIUCH.

5.53. ITpu Bkmrouenuu B COJ] ucxoasmmx nokymeHToB B OPK BHOCSTCSA cienytoiue
CBEJICHUS O IOKYMEHTE:

a) aapecar;
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0) JOHKHOCTH, (PaMHUITUS ¥ MHULIMAJIBI JIUIA, TOAMMCABIIETO TOKYMEHT;

B) HAMMEHOBaHWE BHUJIa JOKYMEHTA,

) 1aTta IOKYMEHTa;

1) pPETUCTPALIMOHHBIN HOMEp JOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKOe COJIep KaHHe IOKYMEHTA);

) CBEJEHUS O CBSI3aHHBIX JOKYMEHTaxX (HaMMEHOBaHHE BUJA JTOKYMEHTa, JaTa,
PErUCTPAllMOHHBIN HOMED, THUII CBSI3H);

3) KOJIMYECTBO JIUCTOB OCHOBHOTO JJOKYMEHTA;

M) UHJIEKC JieJla IO HOMEHKJIAType JIe;

K) OTMETKa O MPWJIOKEHUU (KOJIMYECTBO MPUIIOKEHUM, 00Ilee KOJIMYECTBO JIMCTOB
MIPUIIOKEHUH );

1) rpu¢ OrpaHUYEHUs HOCTyNa K JOKYMEHTY;

M) TOJIpa3JIEJI€HUE - OTBETCTBEHHBIN UCIIOJIHUTEIb JOKYMEHTA;

H) cBeZeHUS 00 3IEKTPOHHOM MOIHUCH.

5.54. Ilpm BxmoueHun B COJl BHyTpeHHHX JokymeHToB B OPK BHocsTCcs
CJIEIYIOIME CBEJICHUS O JOKYMEHTE:

a) HAMMEHOBAHUE MOAPA3AEIIECHMS], IOATOTOBUBILETO ITPOEKT TOKYMEHTA;

0) HauMEHOBaHUE BUJIA IOKYMEHTA,

B) JlaTa JIOKyMEHTA,

I') PETUCTPALlMOHHBIN HOMEP JOKYMEHTA;

1) TOJKHOCTh, aMUIINs M MHULMAJIBI JIUIA, TOANKUCABILIETO TOKYMEHT;

€) CBEICHHMS O CBSI3aHHBIX JOKYMEHTax (HaUMEHOBAaHHWE BHUAA JOKYMEHTa, JaTa,
PETUCTPALIMOHHBIA HOMED, TUII CBA3H);

) 3ar0JIOBOK K TEKCTY (KpaTKOe coJiepKaHue TJOKYMEHTA),

3) OTMETKa O MPWJIOKEHUU (KOJIUYECTBO MPUIIOKEHUM, 00IIee KOJIUYECTBO JIMCTOB
MPUIIOKEHUN );

1) UHJEKC JieJia [0 HOMEHKJIAaType eIl

K) YKa3aHusd TI0 MCHOJHEHUIO JOKYMEHTa (MCHOJHUTENb, MOpYYEHHE, Jara
WCTIOJTHEHUS);

J1) OTMETKA O KOHTPOJIE;

M) rpu OrpaHUYEHHUs JOCTYyNa K TIOKyMEHTY;

H) mnoapasleieHue (JOHKHOCTHOE JIMIO) - HCHOJIHUTENb (OTBETCTBEHHBIN
UCIIOJIHUTENB) TOKYMEHTA.

JIOTIOJTHUTENBHO K YKa3aHHBIM CBEICHUSIM O BXOISAIIMX, UCXOMAIINX U BHYTPEHHHUX
nokyMeHTax B OPK C3/] MOryT BHOCUTBCS UHBIE CBEACHUS.

5.55. Y4yer kommuecTBa JOKYMEHTOB, OCTYNHMBIINX, CO3JaHHBIX, OTIPABIEHHBIX 32
ONpEeIEeNeHHbIA MEePUO BPEMEHH, MOXKET MPOBOJIUTHCA MO YHHMBEPCUTETY B LIEJIOM, IO
OTJIETbHBIM CTPYKTYPHBIM MO/APA3/ICTICHUSM, 1o rpynnaMm  JIOKyMEHTOB,
KOPPECTIOHEHTaM, JEHCTBUAM, IPOU3BEACHHBIM C JOKYMEHTAMH, U IPYTUM NapameTpam,
HEO0OXOIUMBIM JUIsl aHAJIM3a padOThI C JOKYMEHTAMH B LIEJIIX €€ COBEPIICHCTBOBAHMSI.

5.56. Ilpu yuere oOBEMa JOKYMEHTOOOOpPOTa IMOJCYUTHIBACTCS KOJIMYECTBO
JOKYMEHTOB BBIJICJICHHOM TpPYNIbl. Y4YeT KOJMUYECTBAa JIOKYMEHTOB MPOBOJUTCA IO
naHHeIM COJl, perucTpalilmOHHO-YYETHBIX )KYPHAJIOB U KAPTOTEK.

5.57. 3a enuHuIly ydeTa KOJIMYECTBA JOKYMEHTOB MHPUHUMAETCS €IMHCTBEHHBIM
AK3EMIUIP JOKYMEHTA (MOJIMHHUK WJIM KOMHMS, €CJIU KONUS - €IMHCTBEHHBIA SK3EMIUISP
JOKYMEHTa B YHMBEpPCUTETE, HAPUMEP, KOMUS HCXOMAIIEro MuchMa) 06e3 ydera KOIuH,
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CO371aBa€MbIX MPHU TeYaTH ¥ KOMUPOBAHWM (TUpaXupoBaHuu). Konmuu NOKYMEHTOB INpHU
HEOOXOAMMOCTH aHATN3a YIUTHIBAIOTCS OTJIEIBHO.
5.58. PesympraTtel ydyeta oObeMa ITOKYMEHTOOOOPOTa B YHHUBEPCUTETE E€KETOIHO
o0obmaroTcst ornenom nenonpousBojctBa YAMOKP u mpenctaBisitioTcss HavdalbHUKY
Y AuOKP B Buze oTduera 06 00bemMe T0KYMEHTO000pOTa 3a TO/I.

VI. KOHTpPOJIb HCTIOJTHEHHSI JOKYMEHTOB (MOPY4YeHNH)

6.1. KoHTponb UCHOJHEHHS JOKYMEHTOB (MOpYYEeHHI) BeAeTcs B LEIIX HX
CBOEBPEMEHHOTO U KAUECTBEHHOTO UCIIOJIHEHUSI.

6.2. KoHTposib uUCHOJHEHHS JTOKYMEHTOB (MOpy4YeHUI) Benercs YIpaBlieHUEM
aAMUHUCTPATUBHOM WM OpPraHM3allMOHHO-KOHTPOJBHOM  pabotel. B orgene
JEJIONPOU3BOACTBA Y AuOKP LEHTPAJIN30BaHHOMY KOHTPOJIIO MOJUIEKAT
3apEerUCTPUPOBAHHBIC IOKYMEHTBI C OTMETKOU 0 KOHTpoJie ("Kourposs'), MpocTaBiIsieMOn
B COOTBETCTBMM ¢ myHKTOM 2.49 Hacrosimedl WHCTpyKuuu, a B CTPYKTYPHBIX
noJipa3/ieJICHUsIX YHUBEPCUTETA - BCE 3apPETHCTPUPOBAHHBIC JOKYMEHTBI, TpeOylolue
UCIIOJIHEHHS.

6.3. PacnopsautenbHble  JOKYMEHTBI, IPOTOKOJIBI  MOPYYEHUH  3acelaHuil
(coBemanuii), couepkalire MOpyyeHus ¢ KOHKPETHBIMUA CPOKaMU MCIIOJIHEHHUSI, CTaBSITCS
Ha KOHTPOJIb MO KaXKJI0MY MOPYUYEHHIO OTJEIBHO.

6.4. KOHTpOJIb CPOKOB UCIIOTHEHHUS IOKYMEHTOB (TIOPYYEHUI) BKITIOYAET B CEOsI:

- IOCTAHOBKY JIOKYMEHTOB (IIOPY4Y€HHI1) Ha KOHTPOJIb;

- TPOBEPKY CBOEBPEMEHHOCTH JOBENECHHUS JOKYMEHTOB (MOpYyYEHHil) 110
HCIIOJIHUTEIICH;

- MPEIBAPUTENBHYI0 NPOBEPKY MU PEryJIMPOBAHUE XOJa HMCIOJHEHUS JTOKYMEHTOB
(mopyuenuii);

- CHSITUE C KOHTPOJIS IOKYMEHTOB (IIOpyUYeHUil);

- yyeT, oOO0OOILIEHHME U aHalIu3 pe3yJbTaTOB XOJa WCIIOJHEHUS JTOKyMEHTOB
(mopyueHuii);

- uH(pOpPMHpOBaHME PEKTOpa YHUBEPCUTETa O XOJE MCIOIHEHUS JOKYMEHTOB
(mopy4eHHit) U COCTOSSHUH UCTIOTHUTEIBCKON TUCHUTIIINHEI.

6.5. Cpoky UCIOJTHEHUS JOKYMEHTOB (ITOPYUYEHUM) HMCUHUCISAIOTCS B KaJleHJApHBIX
nusx. Ecnu nocneqHuil 1eHb cpoka UCTIOTHEHUS TIOKyMEHTa (ITOpyYeHUs) IPUXOJUTCS Ha
Hepabouyuil JeHb, TO JOKYMEHT MOJJICKHUT MCIOJHEHUIO B ONMMKANIIMKA Cleayronuil 3a
HUM pabouuii AeHb. JlaTa ucnonaHeHus nokyMeHTa (mopydenus) pukcupyercs B OPK CO/]
WM WUHOM PETrUCTPALMOHHO-YYETHON (PopMe, HCIOIb3yeMOM ISl OTCIEKHBAHUS CPOKOB
UCIIOJNIHEHMST JTOKyMeHTa (mopyuyeHus). CpokuM HUCHOJHEHUS JOKYMEHTOB (MOPY4ECHHIN)
YCTaHABJIMBAIOTCS PEKTOPOM YHHMBEPCHUTETA, HUCXOJsi U3 CpOKa, YCTAaHOBJIEHHOTO
OpraHu3alNeH, HallpaBUBILIEH JOKYMEHT, WIH CPOKOB, YCTaHOBJIEHHBIX
3aKkOoHOIaTenbCcTBOM Poccuiickon denepanuu.

6.6. JIokyMeHTHI (HOpYyYEHUSI) MOJIEKAT UCIIOJIHEHUIO B CIIEIYIOIINE CPOKHU:

- ¢ KOHKPETHOM JaTOM UCIIOJHEHUS - B YKa3aHHBINA CPOK;

- 0e3 yka3aHUS KOHKPETHOW JaThl MCIIOJHEHMS, MMEIOIINE B TEKCTE IOMETKY
"Becbma cpouno' - B TEYEHHE OJHOTO MAHA, '"cpouno' - B 3-AHEBHBIM CpOK;
"oneparusno' - B 10-IHEBHBIN CPOK; OCTAJIbHBIC - B CpOK HE Oosee 30 nHei;

- 110 TapJIAMEHTCKHUM 3aIlpocaM - He Mo3iHee YeM uepe3 15 qHel co THS MoIydeHus;
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- no 3amnpocam uneHoB Coera Pexnepaunu, aenyraroB ['ocymapcrBeHHOW [lymbl
(nemytatckoMy 3ampocy) He mo3aHee yeM yepe3 30 aHei co IHs NOoJy4eHus;

- 0 MEKBEJIOMCTBEHHBIM 3allpocaM O MPEACTaBICHUM JOKYMEHTOB M (WJIH)
uH(bOpMAaIUU B IEJISIX MPEJOCTABICHUS TOCYAAPCTBEHHBIX U MYHULIUNAIBHBIX YCIYT - 5
pabouux JHEW co JHS TOJYy4YEHHUs 3amnpoca, €clid 3aKoHoAaTeNbcTBOM Poccuiickoii
®denepaliui HEe YCTAHOBIIEH HHOM CPOK;

- 110 oOparnieHus M rpaxaad - 30 qHel co THS perucTpaluu.

6.7. [IppoCTaHOBUTH UCIOJIHEHHWE KOHTPOJIBHOTO JOKYMEHTa (MOPYUYEHHUS), a TaKkKe
OTMEHUTh €ro MOXET PEeKTOp YHUBEpPCUTETa WM YIOJIHOMOYEHHOE WM JIHIIO,
MOJNMUCABIINNA TOKYMEHT WJIH JABIIUK opydeHue (yKa3aHue).

6.8. B mensix cBOEBPEMEHHOIO HCIIOJIHEHMS JOKYMEHTOB, NOpYYEeHHI (yKa3aHHA),
MIOCTaBJICHHBIX HAa KOHTPOJb, pPAOOTHUK  YIpaBieHUs aJIMHHUCTPATUBHOM H
OpraHU3allMOHHO-KOHTPOJIBHOM  pabOThl, OTBETCTBEHHBIM 3a BEAEHUE KOHTPOJIA
WCIIOJIHEHHSI JIOKYMEHTOB, IIPOBEPAET CBOEBPEMEHHOCTh JOBEACHHS JIOKYMEHTa
(mopy4eHHst) 10 UCTIOTHUTEISL.

6.9. Eciii cpok MCHOJHEHUs NTOKyMEHTa (IOpy4YeHHs) MPEBBIIMIAET OJUH MECSI, B
Hesax 00ecrneyeHrsi CBOEBPEMEHHOIO0 MCTOJIHEHHS TOKyMEHTa (IOPY4YEeHHUsI) IPOBOJUTCS
peIBapUTEIbHBI KOHTPOJIb M HAallOMUHAHMS MCHOJHUTENSAM O NPUOIMKEHUU CPOKOB
UCTIOJTHEHMSI IOKYMEHTOB (IIOPYUYEHHUI).

6.10. IIpeaBapuTENbHBIN KOHTPOJb OCYLIECTBISAETCS B CAEAYIOIIEM MTOPSAKE:

- TOKYMEHTOB (TIOpY4E€HMI) OCIEAYIOUINX JIET - HE PEXKE OJHOI0 pas3a B roJ;

- JIOKYMEHTOB (TMOPYYEHMI) MOCIENYIOIMMNX MECALEB TEKYIIEro roja - HE pexe
OJIHOTO pa3a B MECHLl;

- JIOKYMEHTOB (IIOPYUY€HMII) TEKYyIIEro Mecsla - 3a 5 AHEH J0 HCTEUEHUs] CpoKa
VCIIOJTHEHHUSL.

6.11. HamomMuHaHue MCHOJHUTENSAIM O MPUONMKEHHUH CPOKOB HCIOJHEHUS
JOKYMEHTOB (IIOPYYEHHI) MOMKET OCYIIECTBISTBCS B aBTOMATHUYECKOM PEKHUME
nocpenctsoM CO/]. HamoMuHaHus HCTIOTHUTENSIM, a Takxke nHpopManust 00 UCIIOJIHEHUN
JIOKYMEHTOB (TIOpyYeHUii), MOJydeHHas OT ucnosHutenei, gukcupyrorcs B OPK COJ]
WIN UHBIX PETUCTPALMOHHO-YUETHBIX (POpMax, UCIOJIb3YEMbIX JUIsl KOHTPOJISI UCTIOTHEHMSI
JOKYMEHTOB (IIOPYYEHHI).

6.12. Ilpu HeoOXOAMMOCTH U3MEHEHHUS CPOKa UCIIOIHEHHS JOKYMEHTa (MOpYy4YeHUs)
OTBETCTBEHHBIM MCIONHUTENb O0053aH MPEJICTaBUTh Ha MMs PEKTOpa WM HpPOpeKTopa
YHuBepcuTeTa, JaBIIETO MOpy4YeHUEe, 000CHOBaHUE (CIYKEOHYIO 3aMKCKYy) O MPOJICHUN
CpOKa C yKa3aHHWEM IPHUYMH MPOJJICHUS U JaThl UcNoNHeHus. OOOCHOBaHHE MPOAJICHUS
CpOoKa  WCIOJHEHHUS  JOKyMeHTa  (MOpyd4eHus)  JOMKHO  OBbITh  HampamJICHO
COOTBETCTBYIOIIEMY PYKOBOJIUTENIO HE MO3/IHEE, YEM MO UCTEUEHUHU JABYX TPETHHUX CPOKa
WCIIOJIHEHMST JOKyMeHTa (mopy4yeHus). OO0 HM3MEHEHUH CpOKa HCIIOJHEHHS JAOKYMEHTa
(mopyuenust) OTBETCTBEHHBIN VCIIOJTHUTEIb uH(pOpMUpPYET VYpasneHnue
aAMUHUCTPATUBHOMN U OPTraHU3allMIOHHO-KOHTPOJIbHON paOOTHI.

6.13. JlokyMeHT (opy4YeHHEe) CUMTAETCS UCTIOTHEHHBIM, €CJIM MPUHSTHI PEIICHUS 110
MOCTABJICHHBIM BOIPOCAM, MOATOTOBJIEHBI COOTBETCTBYIOIIME JAOKYMEHTBHI, HalpaBieHa
crpaBka 00 MCIOJHEHHMHM B COOTBETCTBYIOLIME OpraHbl BJIAcTU (OpraHu3allid) WK JaH
OTBET 1O CYIIECTBY 3aMHTEpECOBaHHBbIM JuaM. PemieHune 00 MCHOIHEHMM JOKyMEHTa
(mopyyeHus) MPUHUMAET PYKOBOJAUTENb, IOCTABUBIIMN JOKYMEHT (IIOpy4YE€HHE) Ha
KOHTpPOJIb, C OO0s3aTeIbHbIM HH(GOPMUPOBAHHEM YIIpaBICHHUE AIMHUHHCTPATUBHOU U
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OpraHU3allMOHHO-KOHTPOJIbHOM padoTel. Ha HCIOTHEHHOM TOKYMEHTE MpOCTaBISETCS
OTMETKA O HAINpaBJICHUU JOKYMEHTA B JI€J0 B COOTBETCTBHM ¢ MyHKTOM 2.50 HacTosiien
WucTpykuuu, cBefeHus: 00 UCIOTHEHUH TOKyMeHTa (nmopyueHusi) BHocsTcs B OPK COJ]
WINA UHYIO PErMCTPAlIMOHHO-YUYETHYIO (POpPMY, HUCIIONIB3YEMYIO JJIsi KOHTPOJISI UCIIOJIHEHUSI.

6.14. JIoKyMeHTHl (IOpY4€HHMs), HE CHATHIE C KOHTPOJSI, a TaKXKe JOKYMEHTbI
(mopy4enust), CpOK UCIOJIHEHUS KOTOPBIX HE NPOJIEH, CUNTAIOTCS HEUCTIOJIHEHHBIMMU.

6.15. YmpaBieHue aAMHHHCTPaTUBHOW M OpPraHU3allMOHHO-KOHTPOJIBHOM paboThI
aHAJIM3UPYET COCTOSHHUE U PE3yJIbTaThl MCIIOJIHEHUS JIOKYMEHTOB (IIOpYy4YEHUH) W
COCTOSTHUE UCIIOJIHUTENbCKOW JTUCIIUIINHBL:

- B TOpSJAKE IMPEIBAPUTEIBHOIO KOHTPOJS HAIpaBisleT B  CTPYKTYpHbIE
MO/pPA3/ICICHUs] By3a HAlOMHHAHHMS O JOKYMEHTaX, CpPOKH HCIOJHEHUS KOTOPBIX
HCTEKAIOT (3a 3 - 5 1HEel A0 OKOHYAHUS CPOKA UCIIOTHEHUS JOKYMEHTA);

- pa3 B MecCSll M [0 OKOHYAaHUU TOJa PEKTOPY YHHUBEPCUTETA U PYKOBOJUTEISAM
CTPYKTYPHBIX MOJpa3J€iICHUIl HaNpaBiIIe€T OTYETBl O KOJUYECTBE JOKYMEHTOB,
HCIIOJIHEHHBIX B CPOK, HCIOJHEHHBIX C MPOJICHMEM CpOKa HCIIOJIHEHUS, HE
VCIIOJIHEHHBIX, HAXOASIIMXCSA Ha UCIIOTHEHUH MO0 OPraHu3alii B UEJIOM, [0 CTPYKTYPHBIM
HOoJpa3AesICHUsIM U, TP HEOOXOIUMOCTH, - MO OTJEIbHBIM UCIIOTHUTEIISM.

VII. Opranusanust padoTbl HCIIOJHUTENS ¢ JOKYMEHTAMU

7.1. VcnonHUTENb MOMYYaeT JOKYMEHTHI Ha UCIIOJIHEHUE B JIEHb UX PACCMOTPEHUS
WIKM Ha CIEAYIONIMI padouuii JIeHb B COOTBETCTBHHM C PE3OJIOLMIMU PEKTOpa WU
IPOPEKTOpa YHUBEPCUTETA M PYKOBOAMUTENS moapazfeneHusi. CpoyHble JOKYMEHTHI
NepearoTCsl UCIIOJHUTENO HE3aMEeIJIUTEIBHO.

7.2. JIOKyMEHTBI, MOCTYMNAKOIIME B CTPYKTYPHOE MOJPA3ACICHUE C PE3OTIOLUUIMU
peKTOpa WM MPOPEKTOpa YHUBEPCUTETA, MEPENAlOTCsl PYKOBOJIUTEIIO MOJIPa3/ICIICHHUS.
Ecnu noxkyMeHT, MOCTYNUBIIHI HA UCTIOJTHEHUE B TO/Ipa3/ieICHUE, HE UMEET OTHOIICHUS K
KOMIIETEHIIUM TOJIpa3/iesICHHs, pPyKOBOJUTEIb IMOJIPa3/IeJIeHUs] B TOT K€ JCHb WM Ha
ciaeayronui padbounii JeHb BO3BpalllaeT ero B oTAen aenomnpousBoactsa Y AuOKP s
pelieHusi Bompoca O IMEepeHanpaBieHUU €ro Ha WCIOJHEHHE B JIPYyroe Mojpas3jeicHue
(IpyromMy MCTIOTHUTEIIO).

7.3. UcnionHeHne TOKyMEHTa Npe1yCMaTpUBAET:

- cOop 1 aHanu3 HeoOxoaUMON nHMOpPMAITIH;

- IOATOTOBKY MPOEKTa IOKYMEHTA U €ro 0OopMIICHUE;

- COIJIaCOBAHUE MPOEKTA TOKYMEHTA C 3aMHTEPECOBAHHBIMH JIULIAMMU;

- Jopa0OTKy TIpOEKTa JOKYMEHTa II0 3aMEuUaHUsiM, T[OJIYyYEeHHbBIM B XOJe
COTJIACOBaHUS U, IPU HEOOXOUMOCTH, - TOBTOPHOE COTJIACOBAHMUE;

- TMIOJrOTOBKY crHCKa (yKa3aTessl) pacChUIKM IOKYMEHTA, €CJIM JOKYMEHT aJIpecOBaH
IpYIIIE OpraHu3anui;

- IPEJICTaBJICHUE TTPOCKTA JOKYMEHTA Ha COTJIACOBAaHHUE KYPUPYIOIIEMY MPOPEKTOPY;

- TpEACTaBJIEHUE NPOCKTa JTOKYMEHTa Ha MOAMHUCH (YTBEPXKIEHUE) PEKTOPY WIH
KypUpyroIieMy npopekTopy (IIpu HAJTMYUKU COOTBETCTBYIOIIUX MTOJTHOMOYH);

- MOJITOTOBKY JOKYMEHTA K OTIPABKE U Mepelauy KoMUY JOKYMEHTa B JeJIO0.

7.4. Ilpn HanpaBi€HUU JOKYMEHTAa HECKOJbKUM HUCIIOJIHUTEISIM OTBETCTBEHHBIM 32
MOATOTOBKY TMPOEKTa JIOKYMEHTa SBISETCS HCIOJHUTENb, YKA3aHHBIM B PE30JIIOLUU
MEPBLIM WJIN 0003HAYCHHBIN B PE30JTIOIIMU KaK OTBETCTBEHHBIN MCIIOTHUTEIT.

7.5. OTBETCTBEHHBI HCIIOJIHUTEIbL MMEET MPaBO JaBaTh IMOPYYEHHS OCTAIbHBIM
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WCIIOJTHUTEIISIM, TTPOBOJIUTH pabodyne COBEIIaHusl NIl BEIPAOOTKA COBMECTHOTO PEIIICHHUS.
Bce ucnonnurenn B paBHOW CTENEHU OTBETCTBEHHBI 32 CBOCBPEMEHHOE U KAUYECTBEHHOE
WCTIOJTHEHUE TMOPYYEHUS] M  MPEJICTABICHUE OTBETCTBEHHOMY MWCIOJHHUTEIIO0 B
YCTAHOBJICHHBIE UM CPOKH HEOOXOJUMBIX MaTEpHaJIOB (MPOEKTOB JTOKYMEHTOB, CIIPABOK).
HcnonHurenn HE WMEKOT IpaBa MPEACTABIATh MPOEKTHI JOKYMEHTOB PYKOBOIMTEINIO,
JABIIEMY [MOPYUYECHUE, MUHYSI OTBETCTBEHHOTO UCTIOJTHUTEIIS.

7.6. B cnydae OTCYTCTBUS HCHOJIHUTENS (KOMAaHIUPOBKA, OTIYCK, OOJIE3Hb)
JOKYMEHT TI0 YKa3aHUIO PYKOBOAMUTENS MOAPA3NACICHUA TNEPEAACTCA  JPYyroMy
UCIIOJIHUTENI0 € 00s3aTeIbHBIM COOOIIEHHEM €ro (aMWINM JETONPOU3BOIUTEIIO
noapasnesneHus sl BHeceHuss u3MeHeHud B OPK nmokymenta B COJ] wim uHyIo
PETUCTPALIMOHHO-YUETHYIO opMy.

7.7. llpu yBONBHEHHH WJIM TIEPEXOJIE HA IPYToi y4acTOK pabOThl COTPYAHHUK 00sI3aH
CIaTh JIOKYMEHTBI U Ji€Jla PYKOBOJMUTENIO MOAPA3ACIECHUS WIM MO €r0 YKAa3aHUI0 BHOBb
HAa3HAYCHHOMY COTPYIHUKY (B Cllydae HEOOXOIUMOCTH, - TIO aKTy IpHeMa-Tiepe/iadu, B
KOTOPOM YKa3bIBalOTCS BHUJBI /i€ (3arojOBKM JI€JI) U UX KOJIUYECTBO M KOTOPBIN
MOJNKUCHIBACTCS PAOOTHUKOM, TEpPEAaBIIMM JIOKYMEHTBbI, U PAOOTHUKOM, MPHUHSIBIIUM
JIOKYMEHTBI).

7.8. Pe3ynbTaToM UCHOJIHEHUS JIOKYMEHTA SIBJIISIETCS MPOEKT JIOKYMEHTAa,
MOJITOTOBJICHHBIN ucHioHUTENEeM. [IpoekT JokyMeHTa co BceMH HEOOXOJUMBIMU
NPWIOKEHUSIMU, Hale4yaTaHHbI W O(OPMIICHHBIH B COOTBETCTBUU C IPaBHUIIAMH,
YCTAaHOBJICHHBIMH B paszene 3 Hacrosmeld MHCTpyKIUK, UCTIOIHUTEND COTNIACOBBIBAET C
3aMHTEPECOBAHHBIMU TOJPA3JICICHUSIMUA U JUIAMU U, TIPU HEOOXOJUMOCTH, C JIPYTUMU
OpraHU3alUsIMU.

JIOKyMeHTBI, TpeAHa3HAUYCHHBIC N1 OTHpPaBKH, O(POPMIIAIOTCS HA LIBETHOM OJIaHKE
VYHuBepcutera yCTaHOBJIEHHOM (opmbl. JInsl OTHpaBKM JOKYMEHTOB, HE HMEIOIIMX
aJpECHOM YaCTH, COCTABJISICTCS COMPOBOAUTENBHOE MUChMO. Ha JOKyMEHT, pacchuiaeMbli
0oJiee 4yeM B YEThIpE ajpeca, HCIOJHUTEh TOTOBUT CIHMCOK PACCBUIKH, OIpEeAeseT
KOJIMYECTBO IK3EMILISIPOB TOKYMEHTA M TOCJIE PETUCTpaIllii 00€CIIeUMBAET U3TOTOBICHUE
HEO00XO0JIUMOTO KOJTUYECTBA KOMHH.

7.9. Wcnomuurtens (OTBETCTBEHHBIM WCIHOJHUTENIb) OPraHU3YyeT COTJACOBAaHUE
(BU3HMpOBaHKE) MPOEKTa JOKYMEHTA CO BCEMHU 3aMHTEPECOBAHHBIMU JIMIIAMU U MPOBOJIUT
T0paboOTKy MPOEKTa IO 3aMEYaHUsIM B COOTBETCTBHM C IyHKTamu 4.1 - 4.11 nacrosmei
Nuctpykiuu. [lpy Hamuuum OOJBIIOTO KOJMMYECTBA 3aMEUaHUM JIO MPEJICTABICHUS
JI0OpabOTaHHOTO TPOEKTAa JOKYMEHTa Ha COTJIACOBAaHUE KYpPUPYIOIIEMY MPOPEKTOPY
UCTIOJIHUTENh TOTOBUT CBOJKY 3aMeuaHui (IPENJIoKEeHUi), B KOTOPOW YKa3bIBACTCS:
cojiep>kaHue 3amMeuaHusi (MPEUIOKEHMs), JTOJDKHOCTh, (aMuius Jidila, JaBIIEro
3aMe4aHue, MPUHATO WU OTKJIOHEHO 3aMeuaHue (€Ciu 3aMeUaHue OTKJIOHEHO, - MPUUUHY
OTKJIOHEHUS).

7.10. Tlocne nopaOOTKM M TOBTOPHOIO BHU3UPOBAHUS (COTJIACOBAHUA) MPOEKT
JIOKYMEHTa TiepefaeTcss Ha nmoanucanue (yrBepkaeHue). Jlo nmpeacrapieHus: Ha MOAMKUCH
UCIIOJTHUTEIb TIPOBEPSET NPABUILHOCTL OGOPMIICHUS JOKYMEHTa, MPaBWIBHOCTh
odopmIIeHUS ajipecata, HAIMYUe HeOOXOIUMBIX BU3, IPUJIOKEHUHN, MPU HEOOXOIUMOCTH -
CIIPABOK, TMOSCHUTEIBHBIX 3alUCOK, Pa3bSICHAIONIMX COJEpPKAHUE MOATOTOBICHHBIX
JIOKYMEHTOB, JTUCTA (yKa3aTess) pacChLUIKH.

7.11. lloanucaHHBI JOKYMEHT WCIOJHUTENIb B COOTBETCTBUHM C TOPSJIKOM,
YCTaHOBJICHHBIM HacTosimed HHCTpykuueu, mnepenaer il PEerucTpauvdd U OTIIPAaBKU
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W/ATU BKIIOYEHUS B JIe710. B COOTBETCTBMM C HOMEHKIATYpOW nen YHHUBEpPCUTETa
WCIIOJTHATEITh OTIPEICIISET MHACKC Jeia, B KOTOPOE JOKEH ObITh BKIIFOUEH JOKYMEHT.

7.12. B xoAe HWCHOJHEHHS JIOKYMEHTa HCIOJHUTEIb HMEET IMPaBO MpeasiaraTh
U3MEHEHHUE CpOKa HCIIOJIHEHUS, €CJIU OTCYTCTBYIOT pEaJlbHbIE YCIIOBHUS HCIOJHEHUS
JTOKyMeHTa (MOpy4eHHus), AeaTh MOMETKUA Ha IOKYMEHTE O BPEMEHU €ro MOCTYIUICHHUS, O
JaTax MPOMEXKYTOYHOTO KOHTPOJs, Tele(OHHBIX M MUCBMEHHBIX 3ampocax, O Jare u
pe3yJbTaTe OKOHYATEIBHOTO UCITOJTHEHUSI.

7.13. cnoyiHUTENb HE UMEET IIpaBa pasriamarh COJICPKAHUE MOCTYNUBIINX K HEMY
JIOKYMEHTOB U MOJTOTOBJICHHBIX MPOEKTOB CIY>KEOHBIX JOKYMEHTOB, C HUMU MOTYT OBITh
03HAKOMJIEHBI TOJIBKO JIMIA, UMEIOIINE OTHOIIEHUE K UX UCIIOJTHEHHUIO.

VIII. ®opmupoBaHue JOKYMEHTAJBLHOIO (DOHAAa YHUBEPCUTETA

8.1. OmepartuBHOE XpaHEHHE IJOKYMEHTOB YHHBEpCUTETa [0 Iepelayd HUX Ha
XpPaHEHUE B apXHUB WM YHUYTOKEHUE OCYIUECTBIIETCS B CTPYKTYPHBIX ITOAPA3AECIECHUAX
YHuBepcurera.

8.2. B umensix XpaHEHHUsA, MOUCKA M HCHOJIb30BAaHUS JOKYMEHThl Ha OyMaKHOM
HOCUTEJE U DJIEKTPOHHBIE JOKYMEHTbl (OPMHUPYIOTCS B J€Ja B COOTBETCTBUU C
HOMEHKJIaTypoil nen YHuBepcutera. HoMmMeHknaTypa nen 3akperuisier Kiaccu(UKaluio
(TpynIupoBKY) UCIIOJHEHHBIX JOKYMEHTOB B Jiejia (3JEKTPOHHBIE JIea), CUCTEMATU3ALUIO
Y MHJACKCALUIO JIEJ1, CPOKU UX XPAHEHUS U SIBISETCS OCHOBHBIM YYETHBIM JJOKYMEHTOM.

Homenknatypa aen sBiseTcss OCHOBOM Il COCTABJICHUS OIUCEW JEN IOCTOSHHOTO,
BpeMeHHbIX (cBbiie 10 J1€T) CPOKOB XpaHEHUS U MO JIMYHOMY COCTaBy, akTOB O
BBIJICJICHUN K YHUYTOKEHHUIO JOKYMEHTOB C MCTEKIIMMH CPOKAMH XPAaHEHHUsI, a TAKKE IS
ydeTa ey BpeMeHHbIX (710 10 JeT BKIIOYUTEIbHO) CPOKOB XPAHEHUS.

8.3. Homenknatypa nen YHUBEpCUTETA COCTABIISIETCA HA OCHOBE M3YyUYE€HUS COCTaBa U
collepKaHUsl JOKYMEHTOB, OOpa3ylOLIUXCS B JACSATEIBHOCTH YHHUBEPCUTETA, BKIIOYas
JOKYMEHTBI, TOCTYNAIOIINAE U3 APYTUX OpraHu3alum.

8.4. Ilpn cocraBiaeHMM HOMEHKIATYPBI AN CIEAYET PYKOBOACTBOBATBHCSA Y CTaBOM
YHuBepcUTETA, MOJOKEHUSAMH O CTPYKTYPHBIX MTOAPA3AEIEHUSAX, IITATHBIM PACIIUCAHUEM,
IUIaHaMd U OT4eTaMu O paldoTe By3a, HOMEHKIATypoll JAen 3a MpoILeqIIUNA IO,
JIOKaJbHBIMM HOPMATUBHBIMU aKTaMH Y HHMBEPCHUTETA, COACPKALIUMHU CBEICHUSA O
JOKYMEHTaX, O0Opa3yloluxcsd B JEATEIbHOCTH BYy3a, THUIIOBBIMU M MPUMEPHBIMU
HOMEHKJIaTypaMu Jed (IpU WX HaJU4uu), BEJOMCTBEHHBIMH M TUIOBBIMU MEPEUHIMU
JNOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHECHUS.

8.5. B HomeHkiaTypy Jen YHHBEpPCUTETa BKJIIOYAIOTCS BCE JIOKYMEHTBHI,
OTPAKAIOIIUE NIEATENBHOCTh CTPYKTYPHBIX MOJAPA3ACICHUN By3a M IIOCTOSSHHO HWIIU
BPEMEHHO JIEHUCTBYIOIMX OPraHoB (KOMHUCCHUW, COBETOB, KOMHTETOB), B TOM YHCIIE
NOKYMEHTBl OTPaHWYEHHOrO JOCTYyNa, PEruCTPAlMOHHBIE M YYETHBIE JKypHAJIbBl U
KapTOTEKH, B HEOOXOAMMBIX CIy4yasX - KONUU JOKYMEHTOB. JJOKYMEHTBI, CO3/IaHHbIC B
ANIEKTPOHHOM (hopMe, BKIIIOUAIOTCS B HOMEHKIIATYpy JeN MO TEeM K€ MpaBuiiaM, 4TO U
JOKYMEHThl Ha OyMmMaxxHoMm Hocutene. He BkiouyaloTcss B HOMEHKIATYypy Jei
NePUOIUYECKUE U3/IaHUsl, KHUTH, OPOIIIOPHI.

8.6. Homenknatypa gnen VYHuBepcuTera (CBOJAHAsI) COCTAaBIAECTCS  OTAEIOM
nenonpousBoactBa YAWMOKP Ha oOCHOBaHMM HOMEHKJIATyp M€  CTPYKTYpPHBIX
nojapasaeneHuii mo ¢opme, ycraHoBieHHOW [IpaBwiiaMmu XpaHeHHs, KOMILJIEKTOBAHUS,
ydeTa W MCIOJIb30BaHUS JOKYMEHTOB ApxuBHoro (onma Poccuiickoit ®deneparuu u
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IPYIMX apXUBHBIX JOKYMEHTOB B OpraHax roCyJAapCTBEHHOW BJIACTH, OPraHaX MECTHOIO
caMoOyIpaBJieHus, opranu3auusx (ganee - [IpaBuia xpanenus1). CBoJHAas HOMEHKIIATypa
JIEJI COCTABJISIETCS B MOCIEAHEM KBapTaJle TEKYILIEro IoJia Ha NPEeICTOSIINN KaJleHJapHbIN
roJ.

8.7. HoMenknaTypa aen YHHUBEPCUTETA MOIIMUCHIBAETCS HAYAIBHUKOM Y ITPABIICHUS
aIMUHHUCTPATUBHOMN U OpraHU3alMOHHO-KOHTPOJIBHOM  paloThI, BU3UPYETCS
apXHBapUyCOM, COTJIACOBBIBAETCS C SKCIIEPTHOM KOMHUCCHUEW YHHMBEPCUTETA U, OJIMH Pa3 B
5 JIeT MpeaCTaBIIIETCS HA COIVIACOBAHUE COOTBETCTBYIOUIEH ASKCIEPTHO-IPOBEPOYHOMN
KOMHCCHH TOCYIapCTBEHHOT0 apxuBa benropojackoii oomactu (nanee - DIIK rocapxusa).
Howmenknatypa nen, cornmacoBanHas OJIIK rocymapcTtBeHHoro apxuBa benropoackoi
00JJaCTU B COOTBETCTBUU C MPEJOCTABICHHBIMH €MY IOJHOMOYMSMU, YTBEPKIAETCS
pEKTOpOM YHUBEpCUTETa M BBOJUTCS B JCHCTBUE C 1-TO SHBaps MPEICTOSIIETO
KaJIeHOapHoro roga. B cimydae u3MeHeHHMs (QYHKUMA M CTPYKTYpbl YHHUBEPCHUTETA
HOMEHKJIATypa JI€Jl COCTABIISIECTCSI, COTJIACOBBIBACTCS M YTBEPKAAETCS 3aHOBO.

8.8. CornacoBanHas c cootrBercTByromeit OIIK rocymapcTBeHHOro apxuBa
benropoackoil 001acTH B COOTBETCTBUM C IPEJOCTABICHHBIMU €MY IOJHOMOYUSIMU
HOMEHKJIATypa J€JI B KOHIIE Ka)XK/I0I0 I'0J1a yTOYHAETCS, IEPENEYaThIBACTCS, YTBEPKIACTCS
PEKTOPOM YHMBEpPCUTETA M BBOJUTCA B JelcTBUE C | sHBapsd MPEACTOSAILIErO
KaJIEHJApHOI'O roJa.

8.9. IlepBblil 3K3eMILIAP YTBEPKICHHONW HOMEHKIIATYPBI JI€] SBISETCA JTOKYMEHTOM
IOCTOSIHHOT'O XpPaHEHUs U BKJIKOYAETCSl B HOMEHKJIATYPY, BTOPOU - UCIOJIB3YETCS OTAEIOM
nenonpouspoacTBa Y AMOKP B kauecTBe pabouero sk3eMIUIspa, TPETUH - NepeaeTcs B
apXvB YHHUBEPCUTETAa B KAue€CTBE YYETHOIO JOKYMEHTa, JJEKTPOHHAs KOMUS
HOMEHKJIATYphI JIe]1 Y HUBEPCUTETA, YTBEPKICHHASI PEKTOPOM Y HUBEPCUTETA, IEPENAETC
B TOCYJapCTBEHHBIN apxuB benropoackoit 007acTH, HWCTOYHUKOM KOMIUJIEKTOBAHUS
KOTOPOTO SIBIIIETCS Y HUBEPCUTET. B monpasaeneHuss YHUBEPCUTETA HOMEHKIATYpaA AEIN
paccbutaeTcs otaenom aenonpoun3BoactBa YAUOKP B Buae KOMUM COOTBETCTBYIOIIMX
pazzienoB Ha OyMaKHOM HOCUTEJE WM B AJIEKTPOHHOM (hopme.

8.10. HomeHnknartypa nenm YHHUBEPCHUTETA CTPOUTCS IO CTPYKTYPHOM CXEMe
VuuBepcurera. HazBanusiMu paszznenoB (MOApa3/iesoB) HOMEHKIATYPHI J€T SIBJSIFOTCS
Ha3BaHUS CTPYKTYPHBIX IIOAPA3JEICHUN, pACIOJIOKEHHbIE B  COOTBETCTBHM C
YTBEPKIECHHOU CTPYKTYpOU Y HUBEPCUTETA.

8.11. Homenkinatypa nesl CTPYKTYpHOTO MOAPA3AEJICHUS COCTABISIETCS B KaXKIOM
noJpa3AesieHu YHUBEpCcUTEeTa pPaOOTHUKOM, OTBETCTBEHHBIM 3a JIE€JIONPOU3BOJICTBO
NOJpa3/IeNeHUs, MOMANUCHIBACTCA PYKOBOJUTEIEM CTPYKTYPHOTO NOJAPA3JEICHUS U
npencrasiseTcs B otaen aenonpousBoactsa Y AMOKP. HoMenknarypa fen cTpyKTypHOTO
nojpaszeyaeHus cocTtapisiercst mo gopme, ycranosneHHoil [IpaBunamu xpanenusi. BHOBb
CO3JaHHOE WJIM PEOPraHU30BAHHOE MOJPA3JCIICHHE JOKHO B MECSYHBIM CPOK
pa3paboTaTh HOMEHKJIATYPY Jel U MPEICTaBUTh €€ B oTIeN AenonpousBoacTa Y AnOKP.

8.12. Bce 3arojloBKM [€J, BKJIIOUEHHBIE B HOMEHKJIATYpy [€J CTPYKTYPHOI'O
nojpaszeneHusi, uHaekcupyrorcs. Uuaekc nena ykaswiBaeTcsl B rpade 1 HOMEHKIATyphbl
Jel U COCTOMT W3 HMHAEKCAa CTPYKTYpHOIO MOApa3fesieHust (KoAa MOoJpa3JeieHus B
COOTBETCTBHUM C YTBEPKJICHHOW CTPYKTYpOH YHUBEpPCUTETA) U MOPSIKOBOrO HOMEpA Jena
B paszene HOMEHKIATyphbl aen. WHmekcel nen o003HadaroTcs apabCKuMu mHU(pamH.
Hanpuwmep: 01-05, rae:

0l - KOI CTPYKTYPHOTO MNOIpasleJIeHUS;
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05 - HOPAOKOBEI HOMEpP Iejla B pa3mejle HOMEHKJIATYPH IeJl.

Jlena mo BompocaMm, HEpa3pelIeHHbIM B TEYEHHE OJHOrO TojAa, SBIISIIOTCS
"mepexoaAuMMU" W BHOCATCA B HOMEHKJIATYpy J€J CIEIYIOLIEro roja ¢ TEeM XKe
MHJIEKCOM. PekoMeHayeTCsl COXpaHsITh B HOMEHKJIAType Jed OJUHAKOBBIE MHICKCHI IS
OJIHOPOJHBIX JIeJI, BKIIOUEHHBIX B pa3HbIe pa3feibl. Eciu B TeueHue rojia B AESTEIbHOCTH
YHuBepcuTeTra 00pa3yroTCsl AOKYMEHTHI, HE MPETYCMOTPECHHBIE HOMEHKIATYpOH e,
3aroJIOBKM HOBBIX JI€J JIOMOJHUTEIBHO BKJIIOYAIOTCS B HOMEHKIATYpPY JAei. B kaxiom
pasjiesiec HOMEHKJIATYpbl Jed JIJI1 BHOBb 3aBOJAMMBIX JI€] MPEeayCMAaTPUBAIOTCS PE3EPBHbBIC
HOMEpa.

8.13. 3aronoBok nena (rpada 2 HOMEHKIATYPHI JeN) A0KEH B 00001IeHHON (popme
OTpa)XKaThb OCHOBHOE COJAEp>KaHUE U COCTaB JOKYMEHTOB Jena. He nmomyckaercs
yHnoTpeOJICHHE B 3ar0JIOBKE Jieia HEKOHKPETHBIX (POpMYyIUpOBOK ("pazntie maTepuasns",
"obmas nepenwucka'), & TAKXKE BBOJHBIX CJIOB M CIOXHBIX CHHTAKCUYECKUX OOOPOTOB.
3aroyioBKM e MOTYT YTOYHSTHCA B TE€UEHHWE Troja B Impolecce (GopMupoBaHus U
oopmieHust Jen. 3arojoBOK Jelia JOJIKEH COCTOSATh M3 DJIEMEHTOB, PaclojiaraéMbix B
CIEeAYIOUIEH MOCIEA0BATENbHOCTH:

a) Ha3BaHWe BHJA Jena (Mepenucka, >KypHad, JeN0) WIM BHUAA JOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO (MPOTOKOJIBI, IPUKA3bI);

0) HaWMMEHOBAaHHE YHHBEPCUTETA, CTPYKTYPHOIO TMOAPA3JACICHUS, TOCTOSIHHO
JEUCTBYIOIIETO UM BpEMEHHOTO OpraHa, TOJKHOCTHOTO JIMIA, CO3AaBIINX JOKYMEHT(bI);

B) HAUMEHOBAHUE KOPPECIIOHIEHTa (OpTaHU3allNH, JIUIA, KOTOPOMY aIpECOBaHbI WM
OT KOTOPOT'O MOJYYE€HBI TOKYMEHTHI);

') KpaTKoe cojiep kKaHue JOKYMEHTOB JIeNa;

1) Ha3BaHHE MECTHOCTH (TEPPUTOPHUH), C KOTOPOH CBS3aHO COACPKAHUE JJOKYMEHTOB
nena;

e) nara (mepuoj), K KOTOPhIM OTHOCSITCSl JOKYMEHTHI JIeNIa;

) yKa3zaHUe Ha KOMMMHUHOCTh JIOKYMEHTOB JIeJa.

8.14. Tlops 1ok pacnoyioxKEHHUsI 3ar0JIOBKOB JIe]l BHYTPHU Pa3eioB HOMEHKIATYPhI el
ONpPENEIISIETCS CTENEHBIO BAXKHOCTH JOKYMEHTOB, BKIIFOUEHHBIX B Jiesa. B Hauane pa3znena
pacrojaratoTcsi 3aroJOBKH JIeJl, COJEpXkKalluX Y4YpPEOUTEIbHbIE, OPraHU3alMOHHO-
PaBOBBIE W PACHOPSIAUTENbHBIE JTOKYMEHTBI, 3aTEM 3aroJOBKH JI€N, COJEpIKaIIUX
MJIAHOBBIE, OTYETHbIC, WH(OOPMAIIMOHHO-AaHAIMTUYECKUE JOKYMEHTBI, JIOKYMEHTHI,
OTpaXKAIOUIUE JICSITEJIBHOCTh MOJpa3/iefieHusl, TEepenucKy, B KOHIE pa3jena -
PETUCTPAIMOHHBIE U YUETHBIC KYpPHAJIbl, KAPTOTEKH, 0a3bl TaHHBIX.

3arojoBKM JIeJl, COCTABJEHHBIX [0 KOPPECHOHAEHTCKOMY U Teorpaduueckomy
MpU3HAKaM, BHOCSITCA B HOMEHKJIATypy JAed Mo aidaBUTy KOPPECIOHJCHTOB WU
reorpaduueckux Ha3BaHWil. B 3aroyioBkax jen, cojepikaliux JTOKYMEHTHI MO OJIHOMY
BOIIPOCY, HO HE CBSI3aHHBIX MOCJIEIOBATEIIBHOCTHIO PEIICHUSI BONPOCA, B KAUECTBE BUJA
7ena ynoTpeomsieTcss TepMuH "noxymenTa', @ B KOHIIE 3aT0JIOBKA B CKOOKaX YKa3bIBAIOTCS
Ha3BaHUsI BHUJOB JOKYMEHTOB, HauOoJiee TMPEICTABICHHBIX B Jeie: "IOKyMEHTH O
IPOBEIEHNM COBEUAHMM M CEMMHAPOB (NPOTPaMMbl, CHIMCKM, HOOKJans)".

TepMuH "nmoxymenTn' TPUMEHSETCS TaKXE B 3aroJIOBKax Jei, COASpIKalluxX
JOKYMEHTBI-TTPIIIOKEHUS K KAKOMY-JIUOO TOKYMEHTY (BUABI TOKYMEHTOB-TIPHIIOKCHHUM HE
MEePEUYUCTISIOTCS):

"ITOKYMEHTH K IPOTOKOJIaM 3acellaHuM YUEHOT'O CcoBeTa YHuUBepcuTeTa";
"[IPOTOKOJIEl COBEUAHMM [IPM NPOPEKTOpEe M HOKYMEHTE K HuM".



48
B 3aronoBkax ACJI, MIPCAHA3HAYCHHBIX JJIA TPYIIIMPOBKHU OAHOTHIIHBIX JOKYMCHTOB,

9Ta Irpymiia 1I0KyMCHTOB YKa3bIBACTCs BO MHOKCCTBCHHOM 4YHUCJIC!
"TIpOTOKOJIEI 3acenaHum"” .

B 3aronoBkax jen, coaepKaluxX IEpPEeNucKy, YKa3bIBaeTCs, C KEM U IO KaKOMY

BOIIPOCY OHA BEACTCA.
"I[lepenmcka C BOEHHBIMM KOMMCCapMaTaMM I[IO BOMHCKOMYy ydé€ry ".

B 3aromoBkax ACJ, COACPKAIIUX IICPCIIMCKY C OAHOPOIHBIMU KOPPCCIIOHACHTAMU,

IMOCJICAHUEC HC HA3BIBAIOTCA, 4 YKA3bIBACTCA UX BUJOBOC HA3BAHUC!
"llepenmncka C bemepanbHEIMM  OpTaHaMM  MCIOJIHMTEJIBHOM  BJACTM O
SaKJIOUEHMM U MCIIOJIHEHUM I'OCYHapPCTBEHHEIX KOHTPAKTOB".

B 3aronoBkax ACJI, COACPKAINUX IMCPCIIMCKY C PaSHOPOJHBIMU KOPPCCIIOHACHTAMU,

IMOCJICAHUC HC IICPCUHUCIIATOTCAL
"[lepenmckKa O BaKJIOYEHMM M MUCIIOJIHEHUM T'OCYHAPCTBEHHBIX KOHTPakTOB".

B 3aronoBke gena yka3bIBaeTCsi KOHKPETHBIM KOPPECIOHIEHT, €CJIM Mepenucka

BEACTCA TOJIBKO C HUM:
"Ilepenmcka ¢ 000 "T'opcea3p" O HNpenoCTaBJIEHUM YyCJyD CcBa3u".

B 3aronoBkax pen, coiepKallMX IUIAHOBYHO WJIM OTYETHYIO JIOKYMEHTAlHIO,
yKa3bIBaeTcsl mepuoja (Mecdll, KBapTaj, roa) Ha (3a) KOTOPBIM COCTaBJICHBI IIJIaHbI

(oTuethl):

"OrueT YnpapBJieHMS AIMMHMCTPATUBHOM UM OPIaHM3alLUMOHHO-KOHTPOJIbHOM
paboTel 3a 2020 Ton";

"CTaTUCTUUYECKMM OTYeT O UMCJIEHHOCTM, COCTaBe U OBMXEHUM IepCoHala
3a 2020 romg".

[Tpu popmMupoBaHum Aena U3 HECKOJIBKUX TOMOB (dacTei), KpoMe OOIIETo 3arojoBKa
7ieJ1a Ipu HEOOXOIMMOCTH COCTABJISFOTCS 3aT0JIOBKH Ka)KJI0T0 TOMa (Y4acTH), yTOUHSIOIINE
coJiep)KaHue TOMOB (4acTeil) nena. 3arojloBKM JI€d MOTYT YTOUHSATBCS B IIPOLECCE
dbopmupoBanus U 0hOpMIICHUS JE.

8.15. I'padpa 3 "KonmmuecTro nexn" 3aMOITHAETCS MO OKOHYAHMM KAJIEHJAPHOTO rojia.
[lo mocTmwkeHWW AEIOM, BKIIIOUYAIOIIUM JOKYMEHTHI BpeMeHHBIX (cBbime 10 jer) u
MIOCTOSTHHOTO CPOKOB XpaHeHHsI, 00bemMa B 250 JUCTOB, TOM 3aKpbIBAETCS U OTKPHIBACTCS
HOBbI TOM. B rpade 3 HOMEHKIATypsl Jesl MOCIENOBATEIbHO YKa3bIBalOTCS HOMEpA
TOMOB U KpailHHe JaThl JOKYMEHTOB Ka)kJJ0r0 TOMa:

T. 1. 11.01.2019 -
30.06.2019

DNeKTpOHHBIC Jefda Ha ToMa (4acTH) He pas3uensiorcs. Bce 3ieKTpoHHbIC
JTOKYMEHTBI, HE3aBUCUMO OT X 00beMa, BKITFOYAIOTCS B OJHO JICKTPOHHOE JIEJIO.

8.16. B rpade 4 "Cpox xpanenus u N craTby no nepeunn' YKa3bIBAIOTCS CPOKU
XpaHEHUWs] Jiell M HOMepa cTraTed [0 THUIIOBOMY WJIM BEIOMCTBCHHOMY MEPEYHIO
JIOKyMEHTOB C YKa3aHHEM CPOKOB XpaHEHUs, (enepalbHOMYy 3aKOHY WJIH WHOMY
HOPMAaTHBHOMY IIPAaBOBOMY aKTYy.

8.17. B rpade 5 "Npumeuanme" MNPOCTABISAIOTCS OTMETKM O 3aBEICHUU eIl
("3aBemeno"), 0 mepexoAIMX JAeiax (Hampumep, "Mepexomsmee c 2020 rtoma"), O
BBIZICJICHUU JIeJ K YHHYTOXXCHHIO, O JIMIAX, OTBETCTBCHHBIX 3a ()OPMHUPOBAHHE JEJ, O
nepenade Jen B APYIyI0 OpraHM3alluio Uis npoaoivkeHus. Ecimu menmo Gopmupyercs B
MH()OPMAIIMOHHOW CHCTEME W BKJIIOYAeT JJICKTPOHHBIC JIOKYMEHTBI, B Tpade
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"NMpumeuanne" OTMEUAETCA, YTO €0 BEAETCA B BJIEKTPOHHOM BHJE C YKa3aHHEM

HaAanMCHOBAHUA I/IH(i)OpMaHI/IOHHOP'I CUCTCMBI.
"OJIeKTPOHHEIE HOOKYyMeHTH. C3I "Ormesn npesonpou3BoncTea YAmOKP", BI
b
"CrnyxebOHrele 3anmckm".

8.18. Ilo 3aBepmieHMN AeI0NPOU3BOACTBEHHOIO Irofla B KOHIIE HOMEHKJIATYPBbI €] B
KOKIOM CTPYKTYpHOM TMOApA3JeICHUH O(POPMIISIETCS HWTOroBasl 3aluch, B KOTOPYIO
BHOCATCA CBEJIEHHA O KOJUYECTBE 3aBEICHHBIX Jel (TOMOB, YacTei), OTIEIbHO
MMOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpAaHEHUs, BPEMEHHBIX CPOKOB XPaHEHHUs C OTMETKOMN
"snk" um mepexoasmux. MToroBas 3amuch JIOMOJHSIETCS JaHHBIMU O KOJIMYECTBE
AIEKTPOHHBIX JEJ COOTBETCTBYIOIIMX CPOKOB XpaHEHUsA. B HTOroByIO 3amuch CBOJHOU
HOMEHKJIATypbl JEJI CBEACHUS BHOCSATCA HAa OCHOBAaHUM JAHHBIX, IEPEIaHHBIX U3
CTPYKTYpPHBIX ToApa3zaeneHuil YHupepcuteTa. CBeAeHUs, COAEpKaIIUecs] B HTOTOBOU
3alMCH HOMEHKJIATyphl J1eJ1 Y HUBEPCUTETA, IEPENAOTCS B apXUB Y HUBEPCUTETA, O YEM B
HOMEHKJIAType JAEJI IPOCTABISIETCA OTMETKA C YKAa3aHUEM JOJHDKHOCTH W MOJIIHUCH JIMLA,
MEPEAABIIETO CBEACHMUS.

8.19. Jlema co AaHA WX 3aBElEHUs N0 IEpeNayd B ApXUB YHUBEPCHUTETA WIH O
BBIJICTICHUS UX K YHUUTOXEHHUIO MO MUCTEYCHUU CPOKA XPAHEHUsSI XPaHATCS MO MECTy UX
dbopmupoBanud. Jleao cuumrtaercs 3aBE/IEHHBIM C MOMEHTa BKJIIOYEHHUS B HETO IMEPBOTO
UCIIOJIHEHHOI'O JOKYMEHTA.

8.20. Ilpu dopmupoBaHum ngen Ha OyMa)KHOM HOCHUTENE JOJDKHBI COONIOIAThCS
cienyroume oolue mpaBuia:

- B JIEJIO TIOMEIIAIOTCS MCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIME II0 CBOEMY
COJZIEp KaHUIO 3aroJIOBKY Jiea [0 HOMEHKIIAType e,

- IPUIIOKEHUS IOMEIIAIOTCA BMECTE C OCHOBHBIMU JIOKYMEHTaMU;

- B JIeJ0 BKJIIOYAIOTCS JOKYMEHTBI OJHOTO KaJIEHJIAPHOrO TOJa, 3a MCKIIOYEHUEM
NepexXoasauInX JIe;

- JTOKYMEHTHI MOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpaHEHUs TPYINIUPYIOTCS B JAeia
Pa3ieIbHO;

- B JIEJI0 BKJIIOYAETCS IO OJHOMY AK3EMIUISIPY KaKI0T0 JOKYMEHTA;

- (hakcorpaMmBbl, TeJIerpaMMBbl, Teae(OHOTrPaAMMBbI TOMEIIAIOTCS B Jiejia C IEPEMUCKOM
Ha OOIIMX OCHOBAHMSIX;

- B JIeNI0 TIOMEMIAIOTCS JIOKYMEHTHI TMPaBUIBHO W TOJHOCTHIO O(OpMIICHHBIC
(IOKYMEHTBI TOJHKHBI UMETh JIaTy, TIOAMKUCH U IPyTue He0OX0IUMbIE PEKBU3UTHI);

- B JIEJI0 HE BKIIFOYAIOTCS IOKYMEHTBI, TIO/JICKAILIUE BO3BPATY, JTUIITHUE IK3EMILISPHI
¥ YCPHOBUKH (32 UCKIIFOYCHHUEM 0CO00 IICHHBIX);

- 10 00beMy /€10, BKJIIOYAIOIIEee JOKYMEHThI Ha OyMa)XHOM HOCHUTEIE, HE JOJKHO
npeBbiarh 250 IUCTOB, MpH TONIIMHE HE Oosiee 4 cMm (TOJMUIMHA JIET CO CpPOKaMu
xpanenus 10 10 et He goipkHA npeBbimath 10 cm). [Ipu nmpeBbilieHnH JaHHOTO 00bema
3aBOAUTCSA BTOpoM TOM. [Ipu Haimuum B Jeie HECKOJIbKMX TOMOB (YacTeil) MHACKC U

3aroJI0OBOK JieJia MPOCTABJIAIOTCSA Ha KaXKJIOM TOME C J00aBJIeHuEM 0003HaYeHut: "T. 1",
"T.o2m.

JIOKyMEHTBl BHYTpPM J€Jla pacroJiaratoTCsl CHHU3Y BBEPX B XPOHOJOTHYECKOM,
BOITPOCHO-JIOTUYECKOM MOCIEA0BATEIBHOCTH U UX COUYECTAHUHU.

PacniopsimurensHbie JOKYMEHTHI TPYIIIUPYIOTCS B Ji€ja MO BUAAM U XPOHOJIOTHH C
OTHOCAIIIMMUCS K HUM IPUIIOKEHHUSIMH. [JOKYMEHTBI - OCHOBaHHS K PaCIOPSAIAATEIbHBIM
JOKYMEHTaM BKJIIOUAIOTCS B OTAEIBHOE JIEIIO.
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[IpoToKoBI B IeTie pacnoiaratoTcs B XpOHOJIOTHYECKOM MOPSKE U IO HOMEpPaM.

JIOKyMEeHTBI K 3aceaHusiM (COBEIIaHUSIM) TPYHIUPYIOTCA B OTAEIBHOE AEJO, KaK U
MPWIOKEHHUS K MTPOTOKOJIAM, €CITM OHU CoAiepKaT Oonee 25 cTpaHul.

JIOKyMEHTBI K MpPOTOKOJaM, €CJIM OHU CIrPYHIIUPOBAaHbl B OTHEJIbHBIE [I€7a,
CUCTEMAaTU3HUPYIOTCS BHYTPH €A MO MOPSAIKY HOMEPOB ITPOTOKOJIOB.

JlokanbHbBIE =~ HOPMAaTUBHBIE  AaKThl,  YTBEPKIECHHBIE  PACHOPSAUTEIbHBIMHU
JOKYMEHTAMHU, SIBJISIOTCSI IPWJIOKEHUSIMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU
JOKYMEHTAMH.

[Iprka3bl 10 OCHOBHOM HNESATEIBHOCTU TPYIIHUPYIOTCS OTAEIBHO OT NPHUKA30B IO
JUYHOMY COCTaBY.

[Ipuka3el O TUYHOMY COCTaBY (POPMHUPYIOTCS B Jejia B COOTBETCTBUU CO CPOKaAMHU
XpaHEHUS.

JIOKyMEHTBI B IMYHBIX JIeJIaX PACIOJIAraloTCs M0 MEpe UX MOCTYILICHHUS.

[lepenucka rpynmupyeTcs B Jela IO TEeMaTHUKE W/WIA KOPPECIOHICHTAM W
CUCTEMATU3HPYETCS B  XPOHOJIOTMYECKOW  MOCIEAOBATEIBHOCTU:  JOKYMEHT-OTBET
MOMeEIIAeTCsl 32 IOKYMEHTOM-TIpoch0oi (3ampocom). [Ipu BO30OHOBIECHUU MEPEMUCKH MO
ONPEECIICHHOMY BOIIPOCY, HAYaBIIEHCS B MPEABIAYIIEM IOAY, JOKYMEHTHI BKIIFOUAIOTCS B
JIEJ0 TEKYIIETo rojia ¢ yKa3aHUEeM MHAEKCA Jiefla MPEAbIAYIIEro roaa.

DONEeKTPOHHBIE JTIOKYMEHTHI (DOPMHUPYIOTCS B SJEKTPOHHBIC JieJa B COOTBETCTBUU C
HOMEHKJIATypo#l el YHuBepcutera B TOM MH(DOPMAIMOHHONW CHCTEME, B KOTOPOMl OHHU
OBLITM CO3/1aHbI WM B KOTOPYIO ObLIIM BKIIFOUEHBI.

8.21. Jlma oOecrieueHUs COXPAHHOCTH, ydeTa JOKYMEHTOB M JEl CTPYKTYpPHOTO
noJipa3/ieJIeHUsl U Y HUBEPCUTETA JI0CTYyNa K HUM ITPOBOJUTCS KOMILJIEKC PadoT:

- CO3/IaHUE ONTUMAJIbHBIX YCIIOBUI XpaHEHUS JOKYMEHTOB U JIET;

- pa3MelleHue Je;

- MPOBEPKa HAJTUYUS U COCTOSTHUS JOKYMEHTOB U JICT;

- COOJII0/IEHHE TTOPsJIKa BbIIa4H JIe]I.

8.22. Jlena pa3zmeniaroT B pabounx KOMHATaxX WJIU CHEIHUATbHO OTBEACHHBIX JJISI DTOU
eI TIOMEIIEHUSIX B IKadax, Ha cTeiiaxax, 4ToObl O0eCledYuTh UX COXPAaHHOCTh U
3alUTy OT BO3JEHCTBUSA BpenHbIX (akTtopoB. Jlema s ux ydera U OBICTPOTO MOMCKA
JOJDKHBI  pacrojaraTbCsi BEPTUKAIBHO, KOPEIIKAMHU HapyKy U B COOTBETCTBHHM C
HOMEHKJaTypoil nen. Ha xkopemkax oOJOXKEK el  YKa3bIBAIOTCS HWHACKCHI  T10
HOMEHKJIAType JeJl, Mpyu HeoOXOAUMOCTH HOMEp Toma Jena, AaTy aena. HomeHknaTtypa
JIeJT UJTK BBITIMCKA W3 HEee MOMENIaeTCsl Ha BHYTPEHHEH CTOpoHe mKada.

8.23. IIpoBepku HaMM4MUsl U COCTOSIHUS JOKYMEHTOB M JIeNl B LEJSAX YCTAHOBJIEHUS
(aKTUYECKOro HaJIW4Ms AN JIOHKHBI MPOBOJIUTHCS PAOOTHUKOM, OTBETCTBEHHBIM 3a
JEJIOMPOU3BOACTBO MOAPA3ACIICHUS B CIIyqasIX:

- Iepen nepegayei JOKYMEHTOB B apXUB Y HUBEPCHUTETA,

- U TIEPEMEIICHUY e,

- IPY CMEHE PYKOBOJUTENS CTPYKTYPHOIO MOAPA3/AeIICHNUS;

- IPU PEOPTaHU3aALNK U JIUKBUIAIMHN CTPYKTYPHOTO MOApa3ACIICHHUS.

[IpoBepka HamU4usi MPOBOAUTCA MYTEM CBEPKH CTAaTe HOMEHKJIATYpPhl AN C
OMHCAaHUEM JIeNl Ha OOJIOKKe, a (DU3UYECKOE COCTOSHUE JACN OMPENSseTCs MyTeM HX
BU3YaJbHOTO TIpOCcMOTpa. Bce oOHapyeHHbIE HEIOCTAaTKU JOJKHBI (PHKCHPOBATHCS B
aKTe MPOBEPKU HAJIMYUS U COCTOSIHUS JIEJI.

8.24. B ciyuae BBISBJICHHS] OTCYTCTBHS J€JI, YUCISIIMXCA MO HOMEHKJIATYpe Ael,
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PYKOBOJICTBOM MOAPA3AECICHUI NPUHUMAOTCS MEPBI MO UX PO3bICKY. Eciu po3bICK A€l He
JaeT pe3yJibTara, COCTAaBJISETCS CIpaBKa O TMpPUYMHAX MX OTCYTCTBHS, KOTOpas
MOANKCHIBAETCSI PYKOBOJIUTEIEM MOAPA3ACICHUS, COIJIACOBBIBAETCA C KYPUPYIOLIUM
IPOPEKTOPOM YHUBEPCUTETA U TMPEIACTABISIETCA B OTAEA AenonpousBoacTBa Y AuOKP.
®dakt yrparel gena (den) (GuUKCUpyeTCs B aKT€, COCTaBISIEMOM  OTIEJIOM
nenonpousBoAacTBa YAuUOKP wu  pykoBogureneM CTPYKTYpHOrO  TNOAPA3AECICHUS
(YIIOJTHOMOYEHHBIM WM JIMLIOM) B TpeX SK3EMIUISIpax: MO OJHOMY 3K3EMIUISIpY akKTa
xpaHutca B otaene aenonpousBoactBa YAMOKP u CTpyKTypHOM mOApa3ielieHUH;
AK3EMILUISIP aKTa MPEACTABISIECTCS B apXUB Y HUBEPCUTETA MIPU Mepeaye AN CTPYKTYPHOIO
NOAPA3AECIECHUS Ha apXUBHOE XpaHEHUE.

8.25. DKcnepTu3a EHHOCTH JOKYMEHTOB MPOBOJUTCS HA OCHOBE 3aKOHOAATEIBHBIX
U HWHBIX HOPMATHBHBIX IPaBOBBIX akTOB Poccuiickon denepanuu, yCTaHABIWBAIOIINAX
TpeOOBaHUs K CPOKaM XpaHEHHS OKYMEHTOB, THIOBBIX M BEAOMCTBEHHBIX NEpEUHEN
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHHUS:

- [IPY COCTABJICHUH HOMEHKJIATYPbI JEIT;

- IpY IOJITOTOBKE JIeJI K [epejaue B ApXUB Y HUBEPCUTETA,;

- B apXUBE€ YHUBEPCUTETA.

8.26. Jlns opraHMzalMy M MPOBEACHUA pabOThl MO HKCHEPTHU3E LIEHHOCTH
JOKYMEHTOB B Y HUBEPCUTETE IIPUKA30M PEKTOpa CO3/1a€TCs HKCIEPTHAsE KOMUcCcHUs (anee
- OK). 3agaun, dhyHkiuu, npasa, opranuzaius padotsl DK onpeaensroTcs Moa0KeHueM 0
HEll, KOTopoe pa3padaThIBA€TCS HA OCHOBAHUU IMPUMEPHOTO MOJIOKEHUS, YTBEPKIAECHHOTO
npukazom DenepanpHoro apxuBHoro areHTcTBa OT 11.04.2018 N 43 "OO yTBepKIeHUU
[TpumepHOTro MONIOKEHHS 00 SIKCIIEPTHOW KOMUCCUU OpraHu3anuun’.

8.27. OcHoBHbIMU QyHKUIUSAMH DK SBISIIOTCS:

- OpraHu3anus eXerogHoro oToopa Ael JUisl XpaHEHUSI 1 YHUUTOXKECHHUS;

- pPacCMOTPEHHE U COTIJIACOBAaHUME IPOEKTa HOMEHKIATYphl 1€l YHUBEPCUTETA,
omnucel Jied MOCTOSHHOTO M BPEMEHHBIX (CBBINIEC 10 JIeT) CPOKOB XpaHEHHUs], B TOM UHUCIIC
[0 JIMYHOMY COCTaBy, aKTOB O BBIJICJICHUM K YHUYTOXKEHHUIO JeJl, HE MOJIekaIINX
XPaHEHHUIO;

- y4acTHe B NOJATOTOBKE M PACCMOTPEHHH ITPOEKTOB HOPMATUBHBIX U METOJINYECKHUX
JOKYMEHTOB I10 BOIIpocaM paboThl C JOKYMEHTaMH B Y HUBEPCUTETE.

8.28. DkcrepTu3a MEHHOCTU JIOKYMEHTOB OCYIIECTBISICTCS €XKETOJHO pPabOTHHUKAMU
NoApa3AeiIeHU, OTBETCTBEHHBIMU 3a JIETONPOU3BOJACTBO coBMecTHO ¢ DK YHuBepcuTera
Y 10T METOJIMYECKUM PYKOBOJICTBOM OT/iela jesonpou3BojictBa Y AuOKP.

8.29. Ilpu npoBeneHUN 3KCHEPTU3bl HEHHOCTH JOKYMEHTOB IIPH MOJATOTOBKE JEN K
nepeaaye B apXxuB Y HUBEPCUTETA OCYIIECTBIISIETCS:

- 0TOOp TOKYMEHTOB MOCTOSIHHOTO M BpeMeHHBIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHUs
JUISl IEpeayul B apXUB Y HUBEPCUTETA,;

- 0TOOp JOKYMEHTOB BpeMeHHBIX (10 10 JeT BKIIIOUUTENbHO) CPOKOB XpaHEHUS U C
IIOMETKAMU "Jlo MmMHOBaHMA HapmodtuocTtu", "Io 3amMeHH HOBBMM", HNOJJICKAIIUX
JaJdbHEUIIIEMY XPaHEHUIO B CTPYKTYPHBIX MOAPA3AECICHUSAX;

- BBIJICJICHUE K YHUUYTOKEHHIO JIE] 32 MPEAbIAYIIUE IO/Ibl, CPOKU XPAaHEHUSI KOTOPBIX
VCTEKIIN.

OOHOBpEMEHHO  MpOBEpSIETCS  KayecTBO M MOJHOTAa HOMEHKJIATyphl  Jel
VYHuBepcurera, NpaBUIbHOCTD ONPEIEIEHUsI CPOKOB XpaHEHUS eIl

8.30. [lena mocTOSIHHOrO ¥ BpeMeHHbIX (CBbIlIe 10 J1€T) CPOKOB XpAHEHMSI MTOJIEKAT
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MOJINCTHOMY IPOCMOTPY JJIS BBIIEIEHUS U3 MX COCTaBa JOKYMEHTOB BpeMEHHbIX (10 10
JIET) CPOKOB XpaHEeHHUsl. Jlena ¢ OTMETKON "2IK" MOABEPraroTCs MOJUCTHOMY IIPOCMOTPY B
LESAX ONpPENENICHUsT MW BBIACIEHUS W3 UX COCTaBa JOKYMEHTOB, MOJJIEKAIIUX
MOCTOSIHHOMY XPaHEHHIO.

8.31. OTOOp BIEKTPOHHBIX JOKYMEHTOB JUIsl Tepelladyd B apXWB YHHUBEpPCUTETA
OCYIIECTBIISICTCS. B aBTOMATU3UPOBAHHOM pEXHME IyTeM OTOOpa JOKYMEHTOB U3 0a3
JaHHBIX I/IH(bOpMaLII/IOHHBIX CUCTEM IIO IIPpU3HAKY "VHmexc mesa" ("Cpox xpaHeHua").

8.32. Ilo pe3ynpraram »SKCHOEPTU3bl ILIEHHOCTU JIOKYMEHTOB B YHUBEPCHUTETE
npoBOAUTCS OGOPMIIEHHUE €1 M COCTaBIIIOTCS OMHUCH JeNl IMOCTOSHHOTO XpaHEHUs,
BpeMeHHbIX (cBbilie 10 J1IeT) CPOKOB XpaHEHHUS U MO JIMYHOMY COCTaBy, a TAK)Ke aKThl O
BBIJICJIEHUN K YHUYTOKECHHIO JI€Jl, HE MOICKAMNX XpaHEeHHUI0. Onucu Aed NOCTOSIHHOTO
XpaHeHHUsl, BpeMEeHHBIX (CBbIIe 10 J1eT) CpOKOB XpaHEHHS U 0 JUYHOMY COCTaBY, a TAKKe
aKThl O BBIICJICHUU K YHUUYTOKECHUIO JIEJ, HE MOJIEKAINX XPAaHEHUIO, PACCMATPUBAIOTCS
Ha 3aceganun DK VYHuBepcutera oaHoBpemMeHHO. CornacoBaHHble DK akThl U Omucu
YTBEPKIAOTCS PEKTOPOM Y HUBEPCUTETA.

8.33. Jlena, oOpa3oBaBIIMECS B JACATEIBHOCTH YHHUBEPCUTETa M TMOJJICKAIINE
XpaHEHHIO, MPOXOIAT MOJHOE WM 4YacThuyHoe odopmieHue. [lonmHoMy odopMmieHuto
MO/IJIEXkAT Jieda BpeMeHHbIX (cBbilIe 10 JeT) CpOKOB XpaHEHUs U MOCTOSTHHOIO XPaHEHUS.
Hena BpemeHHbIX (10 10 JIeT) CPOKOB XpaHEHHUs MOIJIEKAT YACTUYHOMY O(POPMIICHUIO.
Odopmienue aen NPOBOJUTCS B CTPYKTYPHBIX MOAPA3JACICHUAX YHUBEPCUTETA IO MECTY
(opMupOBaHUs JOKYMEHTOB B JiejIa.

8.34. TlonHoe oopmiieHue aena Ha OyMaKHOM HOCHUTENIE BKIIIOYAET:

- ohopmIIeHHE PEKBU3UTOB O0OJIOKKH Jielia 1o GopMe;

- HyMEpAaLUIO JUCTOB B JIETIE;

- COCTaBJICHUE JINCTA-3aBEPUTEIIA JI€1a;

- COCTaBJIEHUE B HEOOXOIUMBIX CIIy4asiX BHYTPEHHEH ONMHUCH TOKYMEHTOB JIEJA;

- IOAIIMBKY U MEPEIUIeT eNa;

- BHECEHHE HEOOXOJMMBIX YTOYHEHUH B PEKBU3UTHI OOJIOKKHM Jiena (yTOUHEHUE
Ha3BaHUs BY3a, MHJEKCA JIea, KpalHUX JaT JieJia, 3arojIoBKa Jena).

JIucT-3aBepuTeNb J€na, BHYTPEHHSSI ONUCHh JTIOKYMEHTOB Jella U O00JIOKKa Jena
COCTAaBJISIIOTCSA 1O (popMaM, yCTaHOBJIEHHBIM [IpaBunamMu XxpaHeHus.

8.35. Jlena BpeMeHHbIX (40 10 JeT BKIIOYUTENBHO) CPOKOB XPAHEHUS, MOJJIEKAINE
YaCTUYHOMY O(DOPMIICHHIO, TOMYCKAETCA XPaHUTh B TMAIKax, B KOTOPBIX Jieia XpaHUINUCh
B JICJIONPOU3BOJICTBE, MEPECUCTEMATU3ALMS TOKYMEHTOB B JI€JI€ HE MPOBOAMUTCS, JUCTHI
Jiejla He HyMEepYIOTCsl, JTUCTbI-3aBEpUTENIN Jejla He cocTaBistoTcs. Ha oGnoxke nena B
COOTBETCTBUM C HOMEHKJIATypOd J€l1 YHUBEPCUTETa 3alOJIHAKOTCA PEKBU3HTHIL:
HAaUMEHOBaHHE YHHMBEPCUTETA, HAUMEHOBAHUE IOAPA3ACIICHUs, UHIEKC JIela, 3aroJI0BOK
7ieJ1a, CPOK XPaHEHUsI JOKYMEHTOB.

8.36. Ha oGmnosxke aen BpeMeHHBIX (cBbilie 10 jieT) CpOKOB XpaHEHUS U M0 JTUYHOMY
COCTaBY YKa3bIBAIOTCA:

- HANMEHOBAHUE yUupeauTeliss — MUHUCTEPCTBO CEJILCKOTO X03s1cTBa PD;

- HaumeHoBaHue By3a — ®I'bOY BO benropoackuii 'AY;

- HAMMEHOBAHKE CTPYKTYPHOTO MOAPA3/ACIICHNUS;

- UHJIEKC JIeJia IO HOMEHKJIaType Je;

- HOMep ToMa (4acTH);

- 3ar0JIOBOK JieJia (TOMa, 4acTH);
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- KpaiiHue JaThl jena (ToMa, 4acTu);

- KOJIMYECTBO JIMCTOB B JICIIC;

- CPOK XpaHEHUsI JIeN1a;

- apXUBHBIA U Jena.

Ha o06i0xkax gen MOCTOSHHOTO XpaHEHHWsS HaJl HauMEHOBAaHHEM YHHMBEPCUTETA
yKa3bIBa€TCsl HAMMEHOBAHWE TOCYJApCTBEHHOro apxuBa benropojckoit obmacTu,
MCTOYHUKOM KOMILUIEKTOBAHUS KOTOPOTO BBICTYMAET Y HUBEPCUTET.

8.37. Ilpu opopmieHrnH 0OJIOKKH Jielia:

- HAMMEHOBAHHE yuypenuTesis — MUHUCTEPCTBO CEIIBLCKOTO X03siMcTBa Poccuiickon
@enepanyn  (yKaspIBaeTCs IIOJHOCTBIO B HMEHHUTEIBHOM IMAfCKe, IO IOJHBIM
HAaUMCHOBAaHMEM B CKOOKax yKa3bIBaeTCs OQUIMAIBHOE TMPUHATOE COKPAICHHOE
HauMmeHoBaHue (MuHcenbxo03 Poccun);

- HAMMEHOBAaHUE Y HUBEPCUTETA YKA3bIBACTCSI MTOJTHOCTHIO, B UMEHUTEILHOM Ma/IexKe,
C YyKa3zaHHeM OQUIUAIBLHO TMPUHATOTO COKPAIICHHOTO HAaWMEHOBAHHS, KOTOPOE
YKa3bIBa€TCsl B CKOOKaX MOCJIE MOJTHOTO HAMMEHOBAHUS,

- HAMMEHOBAaHHWE CTPYKTYPHOTO TMOJpa3JeieHUs] YKa3bIBACTCS TOJHOCTHIO B
COOTBETCTBHH C YTBEPKIECHHON CTPYKTYpoil YHHUBepcuTeTa (IIPH HAIMYUU COKPAIIICHHOTO
HAaMEHOBAHUS CTPYKTYPHOTO MOpa3/ieJICHUs] OHO YKa3bIBA€TCS B CKOOKAX);

- UHJEKC JieJ1a MIPOCTABJISIETCS] B COOTBETCTBUU C HOMEHKJIATYpOU J1eJ1 Y HUBEPCUTETA,

- 3arojIOBOK Jieja IIEPEHOCUTCS W3 HOMEHKIATYphl Jed YHuBepcuteTa (B
HEOOXOJMMBIX CITy4asx B 3ar0JIOBOK BHOCSTCS YTOUHCHUS);

- nathl Aena (roja(pl) 3aBeJICHUS U OKOHYAHMS JIeJIa B ICJIONPOU3BOJICTBE).

IIpy w3MEeHEHMH HAWMEHOBAHUA YHHMBEPCHUTETAa WM IOJPa3/JCICHUS] B TEUYCHUE
nepuoja, OXBaThIBAEMOIO JIOKYMEHTaMHU Jiefla, WM TpU Tepejade jena B JIpyroe
nojpaszejaeHue Ha OOJIOXKKE Jesa MOJ MPEKHUM HAMMEHOBAHMEM YKa3bIBAa€TCS HOBOE
HalMEHOBaHMUE YHHBEpCUTETa (MOApa3ieiieHus ), a IpeKHEe HAMMEHOBAHUE 3aKJIF0YaeTCs
B CKOOkM. MHJIeKC Jieia U 3arojioBOK Jiejia MEePEHOCATCS Ha OOJI0XKKY U3 HOMEHKJIATyphl
nen. Eciu 1emo cOCTOMT M3 HECKOJIbKUX YacTed, Ha OOJIOKKY KaxJoro toma (4acTH)
BBIHOCHUTCS OOIIUI 3aroJ0BOK Jiejia M 3aroJIOBOK KaXK/10M 4acTu (TP €ro HaJu4un).

Jaroii naen, coAep)Kallux paclopsAUMTEIbHYIO JTOKYMEHTAIMI0, a Takxke e,
COCTOSIIMNX U3 HECKOJBbKHUX TOMOB (YacTei), SIBJSIOTCS KpalHuE JaThl TOKYMEHTOB Jefa,
TO €CTh JAaThl (UUCIIO, MECSIII, TOJ) perucTpaluu (COCTaBICHHUS) CaMOT0 PaHHEr0 U CaMOro
MO3/THETO JOKYMEHTOB, BKJIIOUCHHBIX B jeno. [Ipu 3ToM JeHp Mecsia (JiBa 3HaKa) U o
(deTpIpe 3HaKa) 0003HAYAIOTCA apaOCKUMH ITUdpaMu, Ha3BaHUE MeCsIIIa MTUIIETCS CIIOBOM.
Ecnu B 1eo BKIIIOYEHBI JOKYMEHTHI, 1aThl KOTOPBIX BBIXOJAT 3a KpallHUE JIaThl Jiefia, TO
noa nataMu Jeia, C HOBOH CTPOKM JCJIACTCA 3allMCh. "B pmejie MMETCHA OOKYMEHTH 3a

ron (o) ". JlaTel nema MOTYT HE YKas3blBaThCAd Ha OOJIOXKKE €M, COJEpIKalluX,
HAIIpUMCP, romoBele IIJIaHbl M OTueTH, TAK KaK OHH OTPAKalOTCA B 3ar0JIOBKax ICII.

Jlatamu fena, coleprKaiiero MpOTOKOJbl 3acelaHUi, SBISIOTCS JaThl NMEPBOTO U
MOCJIETHETO MPOTOKOJIA.

Kpalinumu gatamu JIMYHOTO Jieia SBJISIOTCS JaThl MOANMCAHUS TPUKa3a O MpUeMe
(Ipy HAJIMYKUM TPYAOBOTO JIOTOBOPA - AaTa 3aKJIIOYEHHUS TPYIOBOrO JIOTOBOPA) U MpHKa3a
00 yBOJIbBHCHHH JIMIla, HA KOTOPOE OHO 3aBeleHO. B ciyuae cMepTH nviia, Ha KOTOPOE
3aBEJICHO JIeJI0, KOHEYHOM [aTod SBIISETCS JaTa JTOKYMEHTa, M3BEIIAIOLIEr0 O €ro
KOHYHHE.

PexkBU3UT "cpox xpaHenms nemsa" INIEPCHOCHUTCA Ha O6JIO)KKy Jeila us3
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HOMEHKJIATYpbl J€] IIOCIE CBEPKM €r0 CO CPOKOM XPAaHEHHWs, YKa3aHHbIM B IIEPEYHE
TUITOBBIX JJOKYMEHTOB WJIH B BEJOMCTBEHHOM IE€PEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB
xpaHeHus. Ha nenax mocTOSIHHOrO XpaHeHHs MUIIETCS: "XpaHuTs NOCTOSAHHO".

8.38. 1o okoHYaHUM ro/1a B HAJIUCU Ha O0JOXKKaX JeJl MOCTOSHHOTO U BPEMEHHBIX
(cBpimie 10 jeT) CPOKOB XpaHEHHs] BHOCSTCS YTOUHEHHUS: PU HECOOTBETCTBUM 3arojOBKa
7en Ha OOJOXKKE COJEP)KAHUIO MOIIIUTHIX TOKYMEHTOB B 3aroJIOBOK Jieja BHOCSTCS
W3MEHEHMS W JO0NOJHEHMs. HamMmeHoBaHus YHuBeEpcHTETa M NOAPA3ACIECHUSA, T'OJI U
HOMED JIeJ]1a MOTYT MPOCTABIIATHCSA HA O0JI0KKE C MOMOILBIO IITAMIIA.

8.39. B memsix obecrnieueHus COXpPaHHOCTH U 3aKPEIUICHUS MOPSIKa PaCTIONOKCHHS
JNOKYMEHTOB, BKJIIOUYECHHBIX B JI€JIO, BCE €r0 JIMNCTBI, KPOME JIMNCTa 3aBEPUTENA U
BHYTPEHHEH OIMUCH, HyMEpPYIOTCS apaOCKuMH muQpamMu BajJoBOW Hymeparuei. JIucTer
HYMepyIoTCa rpadUTOBBIM KapaHIAIIOM WM HyMmMepaTopoMm (ymoTpeOJeHUEe YEepHUI U
[BETHBIX KapaHallel aJii HyMepaluu JIMCTOB HE JOIYCKAeTCs) CBEPXY BHH3, LHUQPPbI
IPOCTABJISIOTCSA B MIPAaBOM BEPXHEM YIIIy JINCTA, HE 3aJ€Basl TEKCTa JOKyMEHTa. JIucThl
BHYTPEHHEW OIUCH HYMEPYIOTCS OTHAENBbHO. JIMCTBI A€N, COCTOSIIMX M3 HECKOJIBKHUX
TOMOB WJIHA YacTed, HYMEPYIOTCS 10 KaKIOMY TOMY WJIM YaCTH OTHENBHO. /[JOKyMEHTHI €
COOCTBEHHOW HyMepalueil IMCTOB HyMEPYIOTCSI B OOLIEM MOPSIJIKE.

JIuct moboro ¢gopmMara, MOAIMIMTHIA 32 OAMH Kpal, HyMepyeTcs Kak OAWH JIMCT B
IpaBOM BepxHeEM yrily. CI0KEHHBIM JHUCT Pa3BOPAYMBACTCA W HYMEPYETCS B IIPaBOM
BEpXHEM yriny. JIMCT, CIOKEHHBI U MOAIIMTHIA 332 CEPEelIHHY, MOJJIEKHUT MEPEUINBKE U
HyMEpyeTCsl Kak OJWH JUCT. Ecim B JE€N0 MOAIIMT KOHBEPT C BJIOKEHUEM, CHAdala
HYMEPYETCS KOHBEPT, & 3aTEM OUYEPEIHBIM IOPSAKOBBIM HOMEPOM KaKJIO€ BIIOKECHHUE B
koHBepre. Ecnu B HyMepanuu aucToB gonyiieHo o6osaee 10 ommbok, Bce 1e10 HymepyeTcs
3aHOBO. [Ipm »TOM CTapble HOMEpa 3a4EpKHBAIOTCS, U PSAIOM CTAaBUTCS HOBBIM HOMEpP
mucta. llpu Hanuuuum OTAENBHBIX OMIMOOK B HyMEpaluu JHCTOB JOIYCKaeTCs
ynoTpeOsaeHne JUTEPHBIX (C OYKBEHHBIMU JOMOJIHEHUSIMU) HOMEPOB JIUCTOB.

8.40. Ilocne 3aBepuIeHUS HyMepaluu JIMCTOB COCTAaBIISICTCS JIMCT-3aBEPUTEND JEIa,
KOTOpBIA pacmojiaraercs B KOHIE jena. B mucre-3aBeputene nupaMu U MpPONHUCHIO
YKa3bIBAIOTCS KOJIMYECTBO JINCTOB B JAHHOM JI€JI€, OCOOCHHOCTH OTJIEIbHBIX JOKYMEHTOB
(HEsICHBIA TEKCT, pa3pbIBbl, CKIEWKW). JIUCT-3aBepuTeNb Jejia MOANUCHIBAETCS €ro
COCTABUTEJNIEM C YKa3aHUEM [JOJDKHOCTH, MHUIMAIOB U (PamMMIMM, JAThl COCTaBJICHUS.
KosnuecTBo 1MCTOB B Jene, yKa3aHHOE B JIMCTE-3aBEPUTENE JENa, MPOCTABISIETCS HA
oOnoxkke nena. Ecniu neno mnepersieTeHO M MOAMIMTO 0O€3 JMCTa-3aBEpUTENS, TO
COCTaBJICHHBIN JINCT-3aBEPUTENb MOJKIECUBAETCS K BHYTPEHHEW CTOPOHE 3aJHEN O0JI0KKU
nena.

8.41. [Ins yuera NOKyMEHTOB OIPEICIICHHBIX KATETOPUI MMOCTOSSHHOTO U BPEMEHHOT'O
(cBpie 10 eT) CPOKOB XpaHEHHMsI, yU4ET KOTOPBIX BbI3BaH CHELU(PUKON JTOKYMEHTALUH,
BKJIFOUEHHOM B JIE€JI0, COCTABIIIETCS BHYTPEHHSS ONKCH JOKYMEHTOB Jiela, [IOMeIaemMas B
€ro Hayayio. BHyTpeHHss ONuch BKJIIOYAETCA B JieNa, UMEIoIIUe 0coOyl0 3HAYUMOCTb, a
TaKkKe B Jeja, cHOpPMHUPOBAHHBIE IO BUAAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX He
PacCKpBIBAOT KOHKPETHOI'O COJAEPKaHUS JOKYMEHTOB. BHYTpEHHsAs ONUCh JOKYMEHTOB
JieJia COCTaBIIsACTCSA TaKKe Ha 0ObEMHBIE Jiefia MOCTOSTHHOTO M BpeMeHHBIX (cBbite 10 eT)
CPOKOB XpaHEHHS B LIEJISAX yUeTa U OBICTPOrO HaXOXKJIEHUS JTOKYMEHTOB B JIEJIE.

B koHue BHYTpeHHEH ONUCH yKa3biBaeTcsi LUdpaMu U MPOMUCHIO KOJIMYECTBO
BKJIFOUEHHBIX B HEE JIOKYMEHTOB U KOJUYECTBO JIMCTOB BHYTPEHHEW onucu. BHyTpeHHss
ONHUCh JIOKYMEHTOB JI€JIa TOJANMUCBHIBAETCA COCTABUTEIIEM C YKa3aHUEM JOJKHOCTH,
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MHUIMAIOB U (QamMuiuu, Aathl coctaBieHus. Ecnu neno meperuiereHo M moammro 6e3
BHYTPEHHE ONUCH, TO COCTaBJIEHHAs BHYTPEHHSS ONKCH IMOJAKJIEHBAETCS K BHYTPEHHEH
CTOPOHE JINLIEBOM OOJIOKKH JIeTa.

8.42. JIOKyMEHTHI ITOCTOSIHHOTO, BpeMEHHBIX (CBBIIE 10 JIeT) CPOKOB XpaHEHUS U T10
JUYHOMY COCTaBY, COCTaBIIAIONIME /€TI0, TOMEIIAIOTCS B TBEPAbIE OOJIOKKU U3 KapTOHA,
NOJIIMBAIOTCS B YETHIPE IMPOKOJIA WM TMEpPeryieTaloTCd C YYeTOM BO3MOXKHOCTH
CBOOOJTHOTO YTEHHS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 M Pe30JIolHii Ha HuX. Pe3zomonuu
PYKOBOJICTBAa YHUBEPCUTETA, COCTABJICHHBIC Ha OTIEIbHBIX JINCTAX, TOMEIIAIOTCS Mepe
nokymeHToM. [Ipu moaroToBke Aein K MOANIMBKE (MEPETUIeTy) MPOBEPAETCs MPABUIBLHOCTD
ux (opmupoBaHus, oPOpPMIICHUS, BCE IJIACTUKOBBIE U METAUIMYECKUE KPEIUICHHS, a
TaK)K€ TEPMOIIEPEIUIEThl M3 JIOKYMEHTOB YAAJSIIOTCA. Jlela MOCTOSSHHOTO XpaHEeHus,
cocTosimue U3 0co00 LEHHBIX WX He(POPMATHBIX JOKYMEHTOB, MOTYT MPUHUMATHCS Ha
XpaHEHHE B 3aKpBITBIX TBEPABIX MamkKax C TpPeMs KIAalaHaMU W C 3aBs3KaMu WM B
KOpOOKax.

8.43. IloaroroBka 3JEKTPOHHBIX JTOKYMEHTOB K IE€pelade B apXWB YHHBEPCUTETA
OCYUIECTBJISIETCSL CTPYKTYPHBIM IMOJAPA3/ICICHUEM By3a - BIIAJIEIbLEM COOTBETCTBYIOIIEH
MHPOPMAIIMOHHOM  CHCTEMbl COBMECTHO C  MOJApa3JeleHueM  (CHEeLHaTUCTOM),
oOecneunBarOUM (PyHKIHOHUPOBAHUE UH(POPMAILIMOHHON CUCTEMBI.

8.44. [Ipu mOArOTOBKE 3JEKTPOHHBIX JOKYMEHTOB, OTOOPAaHHBIX K IEpelaue B apXuB
VYHuBepcutera, BBIIOJHAIOTCA  CIEAYIOIIME OCHOBHBIE MpOIENypbl paboThl C
JOKyMEHTaMU:

- KOHBEpTALMsI 3JIEKTPOHHOTO TOKyMEHTa B (hOpMaT apXUBHOTO IOKYMEHTA;

- (¢opMupoBaHue B MHPOPMALMOHHOM CHUCTEME YHUBEPCHUTETA 3JIEKTPOHHBIX JIEI,
ABJISIIOIIUXCSI  COBOKYIHOCTBIO ~ KOHTEMHEPOB  3JEKTPOHHBIX  JOKYMEHTOB  WJIHU
KOHTEUHEPOM DJJIEKTPOHHOTO JOKYMEHTA, BKJIOYAIOIIEM: KOHTEHT M MeETaJaHHbIe
ANEKTPOHHOIO JIOKYMEHTa, (aiiibl 3JIEKTPOHHBIX MOJANUCEH M BH3yaJIM3UPOBAHHYIO
KOITHUIO TEKCTOBOT'O 3JIEKTPOHHOTO I0KyMeHTa B (popmate PDF/A;

- (opmupoBaHME ONMUCHU DJIEKTPOHHBIX J€d, JOKYMEHTOB CTPYKTYpPHOTO
MO/Ipa3/ieNICHuUS;

- MHUTpAIs SJIEKTPOHHBIX IOKYMEHTOB Ha (hu3ndecku 000Cc00JIeHHbIE MaTEPHAIIbHbBIC
HOCUTEJIM, €CIU JOKYMEHThl IepeAaroTcsi B apXWB By3a HE MO0 HWH(OPMaLUOHHO-
KOMMYHUKAIIMOHHBIM KaHaJlaM;

- IPOBEPKA BOCIIPOU3BOJAUMOCTH 3JIEKTPOHHBIX IOKYMEHTOB;

- MPOBEPKA 3JEKTPOHHBIX JOKYMEHTOB HAa HAJIMYUE BPEAOHOCHBIX KOMIIBIOTEPHBIX
porpamm;

- TOJTBEPXkACHHE IEJIOCTHOCTH AJIIEKTPOHHOTO [eda 3JIEKTPOHHON MOAMHCHIO
PYKOBOJMTENS CTPYKTYpPHOIO TOJApa3jeieHuss (MHOrO  YINOJHOMOYEHHOTO JIULA),
OCYUIECTBJISIONIETO0 MOATOTOBKY 3JEKTPOHHBIX JIOKYMEHTOB K TIepelaye B apXuB
YHuBepcurera.

8.45. DONeKTpOHHBIE JOKYMEHTBHI IMEpPENAIOTCS B apXUB YHHUBEPCUTETA IO
UH(OPMAIIMOHHO-TEIEKOMMYHUKAIMOHHON ceTh Wi Ha (u3ndecku 000COOIEHHBIX
HOCHUTEJIIX B COOTBETCTBUM C YCTAHOBJICHHBIMHU NpaBUIaMH, 0€3 COXpaHEHHUS JaHHBIX
AJIEKTPOHHBIX IOKYMEHTOB B COOTBETCTBYIOIIUX HHPOPMAITMOHHBIX CUCTEMAX.

8.46. Onucu J1en COCTaBIISIIOTCS B CTPYKTYPHBIX MOJIpa3/IeICHUSIX Y HUBEPCUTETA MO
METOJANYECKUM PYKOBOJCTBOM YNPABJICHHUS aJIMHUHHCTPATUBHOM M OPraHU3alMOHHO-
KOHTPOJIbHOM paboThl. ONUCH JeJd COCTAaBIAIOTCS OTAEIbHO Ha Jieja IMOCTOSHHOTO
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XpaHeHus; Jefa BpeMeHHBIX (cBbilie 10 7€T) CpOKOB XpaHEHUS; Jela MO JIMYHOMY
COCTaBY, 3JIEKTPOHHBIE JI€Nia, a TAKXKE Ha JieJla, COCTOAIINE U3 JJOKYMEHTOB, XapaKTePHbBIX
s YHUBepcuTeTa (CymeOHbIe jeiia, HaydHble OTYETHI MO TemaMm W T.1.). Omucu aen
CTPYKTYPHBIX MOJApA3IeNCHUN COCTaBISIOTCS MO GopMaM, ycTaHOBIeHHbIM [IpaBunamu
xpaHeHusa. 1lo omucsaM Aen CTPYKTYypHBIX IMOJpa3IEICHUN AOKYMEHTHI IEpENaroTcs B
apxuB YHuBepcutera. Ha nena BpeMeHHBIX cpokoB xpaHeHHs (10 10 JeT BKIIOYUTENHHO)
ONMCU HE COCTAaBIIOTCA, U B ApXMB TaKue Jena He nepeparorcs. [lpy Hanuuuu B
yauBepcutete COJI onucu nen GopMHUPYIOTCS B CUCTEME.

8.47. Omnmcu pen CTPYKTYpPHBIX MOAPA3ACICHUN TMPEACTABISIOTCA B apXUB
YHuUBEpCUTETa HE paHEe, YEM Yepe3 OJUH T'OJl, U HE MO3JHEE, YEM Yepe3 TPU roja Mocie
3aBEpIIEHUS JIe] B JEIOMPOU3BOICTBE.

8.48. OtnenbHas OMMCh NPEACTABIAET COOOM MEpeYeHb ONMUCATENbHBIX CTaTEd C
CaMOCTOSITEJIbHOW TMOPSAKOBOM HyMEpalUeH, KaxIas U3 KOTOPBIX JOJDKHA BKIJIKOYATH
CIEAYIOIIUE CBEICHUS:

- IIOPSIAKOBBIM HOMED JIeJ1a 10 OIUCH;

- UHJICKC JIeTIa;

- 3ar'0JIOBOK JIEJIa;

- KpailHue JaThl JIeNa;

- KOJIMYECTBO JIUCTOB B JICIIE;

- CPOK XpaHEHHUS JIeNIa;

- IPUMEYAHUSL.

8.49. Ilpu cocraBieHUU OMHCH €] CTPYKTYPHOTO MOAPA3ACICHUS COOJIIOIAI0TCS
cienyronme TpeOoBaHus:

- 3aroJIOBKA JEJ BHOCSATCS B OIKUCh B COOTBETCTBUM C IIPUHITOM CXEMOU
CUCTEeMaTHU3allNK eI, 3aKPEIJICHHOW B HOMEHKJIaType e,

- KaXJI0€ JIeJI0 BHOCUTCS B OIKCh MOJ CAMOCTOSTEJIbHBIM MOPSIAKOBEIM HOMEPOM
(ecau €0 COCTOMUT M3 HECKOJBKMX TOMOB WMIJIM 4YacTed, TO KaKIbIH TOM HJIM YacTh
BHOCSTCSI B OITUCH I10]] CAMOCTOSITEIbHBIM HOMEPOM );

- MOPSJIOK HyMEpAIlMK JIeJ1 B ONKUCH - BaJIOBBIA;

- Tpadpl OMUCH 3aMOJHSIOTCS B COOTBETCTBUM C TEMHU CBEACHHUSIMHU, KOTOpPBIC
BBIHECCHBI Ha OOJIOKKY JIeNia;

- IpPY BHECEHUH B OIHUCH MOJPS Jed (TOMOB, YacTel) ¢ OJIMHAKOBBIMH 3ar0JIOBKAMU
3aroJIOBKM BCeX JieN (TOMOB, 4YacTeil) MUIIYTCS TMOJHOCTHIO; MPH BHECEHHH B OIKCH
MOCJICHErO 3aroJIoBKa J00ABISCTCS CIIOBO "Tocienumuit');

- rpada onucu "lpumeuanms" HCHOJB3YETCA IJs OTMETOK O TNpUEME e,
OCOOEHHOCTSIX WX (PU3MUECKOrO0 COCTOSHUA, O TMepefade el IPYTUM CTPYKTYpPHBIM
MIOJIPA3/ICJICHUEM CO CCHUIKOM Ha aKT, O HAJIMYNUH KOTIHUH.

8.50. Ilepem BHeceHHEM 3arojOBKOB JI€J1 B ONUCh MPOBEPSIOTCI KayeCTBO
dbopmupoBaHus U OPOPMIICHHS e, COOTBETCTBUE KOJMYECTBA J€J1, BHOCUMBIX B OIKChH,
KOJIMYECTBY 3aBEJICHHBIX JIeJ 10 HOMEHKJIaType Je] Y HUBepcuTeTa. B KoHIIe onucH Belie
3a TMIOCJHEOHEN OINMCATEIBbHOM CTAaThEM 3aIlOJIHAETCS WTOTOBAasl 3alKCh, B KOTOPOWU
yKa3bIBaIOTCS (IMpamMu ¥ MPOINUCHIO) KOJUYECTBO JEN, YUCIAIIUXCS M0 OMUCH, TIEPBBII
U TMOCJEIHUNA HOMEpa JIeJI MO OIMKCH, a TaKKE OTOBapHUBAIOTCS OCOOCHHOCTH HyMEpaluu
JIeN B onucy (JIMTepHble HOMEpa U MPONYIIEHHbIE HOMEPa).

8.51. Tlopsimok TPUCBOCHHUS HOMEPOB OMHUCIM JE CTPYKTYPHBIX MOJpa3ie/IeHUM
YCTaHaBJIMBAETCS MO COTJIACOBAHUIO C ApXUBOM Y HUBEPCUTETA.
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8.52. IIpu cocTaBi€HUN OMKUCH 3JEKTPOHHBIX JI€]I B OIUChH BKIIFOUAKOTCS:

- IOPSIAKOBBIM HOMEP 3JIEKTPOHHOTO JI€JIa IO OIUCH;

- HHJIEKC JIEKTPOHHOIO JIENA;

- 3ar0JIOBOK JIEJIa;

- 1aTa qiena (Toma, 4acTH);

- CPOK XpaHEHHUSI JIENIa;

- 00BEM PJIEKTPOHHOTO Jiesia B MO;

- IPUMEYAHUSL.

B cocraBe omnucu anektpoHHbIX aen B COJl dbopmupyercs peecTp 3IEKTPOHHBIX
JOKYMEHTOB (KOHTEHHEPOB JJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBaIOTCA
CBEACHUS 00 3IEKTPOHHBIX TOKYMEHTAX, BKIIOYCHHBIX B KXKI0€ FIEKTPOHHOE JEIO.

8.53. Onucu nien CTPYKTYpPHOrO MOApa3JeiCHUs MOINUCHIBAIOTCA PYKOBOIUTEIEM
MO/PA3/ICIICHUsI,  COIVIACOBBIBAIOTCS  OTAEJIOM  JIEJIONMPOM3BOJACTBA  YIPABJICHUS
aJIMMHHUCTPATUBHOM M OpPraHU3allMOHHO-KOHTPOJILHON paboTel. PeecTp 31eKTpOHHBIX
JOKYMEHTOB, SIBIIOIIMICS TMPUIOKEHUEM K OINKMCH 3JEKTPOHHBIX JOKYMEHTOB,
MO/ANKCHIBAETCSI COCTABUTENIEM PEECTPa C YKA3aHHEM JIOJHKHOCTH, MHUIMAJIOB, (pamMuinu,
JAThl COCTABJICHUS.

8.54. Ommcu aen CTpyKTYpHOTO NOJAPA3JEICHUs YHHUBEPCUTETA COCTABISIOTCS B
JBYX S3K3EMIUIIpax Ha OyMa)XHOM HOCHUTEJE, OJMH M3 KOTOPBIX IEPEeNaeTcsi BMECTE C
JelaMyd B apXuB YHHUBEPCHUTETa, a BTOPOM OCTaeTcsi B KayeCTBE KOHTPOJIBHOTO
AK3EMILISIPA B CTPYKTYPHOM TOJpa3AciicHuu. B apxuB YHUBEpCUTETA TaKKe NMEpeaacTcs
O SK3EMIUIIPY ONMCEW Jell B JJIEKTPOHHOM BHJAE B pelakTHUpyeMoM ¢opmare ais
UCIIOb30BaHUsl B JAJIBHEHIIEM JUIsi MOATOTOBKM apXMBHBIX OINUCEH e, JOKYMEHTOB
(roaoBBIX pa3/iesioB).

8.55. Jlena mepenaroTcsd Ha XpAaHEHHWE B apXUB Y HUBEPCUTETA B COOTBETCTBUHU C
rpaguKoM nepeaun JOKyMEHTOB, YTBEPKIAECHHBIM IPUKA30M PEKTOpa Y HUBEPCUTETA WU
WHBIM YIIOJTHOMOUYEHHBIM UM JIUIIOM.

8.56. Jlena moOCTOSSHHOrO M BpeMEHHbIX (cBbimie 10 JI€T) CPOKOB XpaHEHUS,
JOKYMEHTBHl MO JIMYHOMY COCTaBY, 3JIEKTPOHHBIE JOKYMEHTBHI MEPEAAIOTCS B apXUB
VYHuBepcuTeTa HE paHee, 4YeM 4epe3 IoJl, U HE I03]HEe, YeM Yepe3 TPHU roja Iocie
3aBEPILICHUS UX B JEJIOIPOU3BOACTBE.

8.57. Ilepemaua nenm B apXUB YHUBEPCUTETA MPOU3ZBOAMUTCS MO OMUCAM e
CTPYKTYPHBIX MOAPA3IACICHUM.

8.58. ApxmuBapuyc mpoBepsieT MPABWIBHOCTH OQopMieHUS U (HOPMUPOBAHUS e,
NPaBWIBHOCTh COCTABJIEHUS ONUCEHN JEJ, COOTBETCTBUE KOJIMYECTBA JEJ, BKIOUECHHBIX B
OMKCh, KOJIMYECTBY J€J, COPMUPOBAHHBIX B COOTBETCTBMM C HOMEHKJIATypoul Jel
VHuBepcutera. BbIsBIEHHBIE TpPU NPOBEPKE HENOCTATKU B  (HOPMUPOBAHUHM U
opopMieHun e pabOTHUKH CTPYKTYpPHOIO TNoOJApa3jeieHusi o0s3aHbl YCTPaHUTh B
JIBYXHEJIEJIbHBINA CPOK.

8.59. Ilpuem Kaxaoro nena B apXuB Y HUBEPCHUTETA MPOU3BOAUTCS B NMPUCYTCTBUU
JEJNOMPOU3BOAUTEINS CTPYKTYpHOTO TozapasneneHus. [Ipu 3toM, Ha o0oux 3K3eMIUIsIpax
OMKCH MPOTUB KAXKIOTO JIEJIa, BKIFOUEHHOTO B HEe, JielaeTcsl OTMETKA O Halu4uu Aena. B
KOHIIC KaXJIOTO JK3EMIUIsIpa OMHCH B HMTOTOBOM 3alMCH yKas3bIBaeTCs HHUPpaMu U
MPOIMHCHIO KOMMYECTBO (DAaKTUUECKU MPUHSTHIX B apXUB JIEJ, B TOM YHCIIE DJICKTPOHHBIX,
HOMEpa OTCYTCTBYIOIIMX J€Jl, Jara [puUeMa-mepenadyd e, a TaKkKe MOANUCH
apxuBapuyca ¥ Jula, nepeaasuiero aena. toropas 3anuch NOATBEPKAACTCS MOAMUCIMU
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apxvBapuyca W COTPYAHHMKa (IEJIONPOU3BOAMUTENA) CTPYKTYPHOIO MOAPA3IEICHUs,
MEPEAABIIETO JIeJIa HA OYMaKHOM HOCHTEJIE U 3JIEKTPOHHBIE JIENa.

8.60. [lepenaua 3neKTPOHHBIX JOKYMEHTOB B apXHUB Y HUBEPCUTETA MPOU3BOAUTCS HA
OCHOBAHUU OIHUCEHN 3JIEKTPOHHBIX J€J1 10 MHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM CETH
(npu HaNMUYMM B apxuBe YHUBEpCUTETAa MHPOPMAIIMOHHON CHCTEMBbI) WM HA (PU3UUECKU
00OCOOJIEHHBIX ~MaTepUAIbHBIX HOCHUTENISX, KOTOpbIE MPEACTaBISAIOTCS B JIBYX
UJCHTUYHBIX 3K3EMILUIpax.

8.61. B cnyuyae nMKBUAAIMM WM PEOPraHU3aLUUA CTPYKTYPHOIO IOAPA3ACICHUS
NEJONIPOU3BOAUTENL  MOAPA3ACICHNAS B  IIEpUOJA  IPOBEACHUSA  JIMKBHUJIALMOHHBIX
MeponpUATUHA (QOPMHUPYET BCE HMEIOIIMECS JOKYMEHTBHI B Jiena, OopopMIsIeT Aena U
MEepPENAECT UX B apXUB YHUBEPCUTETA, HE3aBUCUMO OT CpOKOB xpaHeHwus. [lepenaua nen
OCYILIECTBIISIETCS 110 ONUCAM J€J1 U HOMEHKJIAType Aell.

8.62. Ha nena ¢ MCTEKIIMMHU CPOKAMH XPAHEHUS B CTPYKTYPHBIX MOJAPA3JIEICHUSIX
VYHuBepcuTeTa COCTABISIOTCS NPENJIOKEHHS K aKTy O BBIIEJIECHUUM K YHHYTOXEHHUIO
JOKYMEHTOB, HE TMOJIeKAIUX XpaHeHUI0 1o ¢opme, ycTaHoBieHHOW [IpaBumamu
xpaHeHusa. Ha OCHOBeE TMpenIoKEeHUN CTPYKTYPHBIX NOAPA3ACICHUN YTpaBICHUE
aJMUHHUCTPAaTUBHOM M OpPraHMU3al[MIOHHO-KOHTPOJBHOM pPAa0OTHI COCTAaBISIET AakT O
BBIJICJICHUHA K YHMUYTOXXCHHUIO JIOKYMEHTOB, HE IOJJICKAIIMX XPAaHECHUIO, HA JeJa BCEU
OpraHm3zalMi 1o ToM ke ¢Qopme. 3arojoBKM OJHOPOAHBIX J€J, OTOOpAaHHBIX K
YHUUYTOKEHHUIO, BHOCATCS B aKT MOJ OOIIMM 3arojOBKOM C YKa3aHHEM KOJIMYecTBa Jell,
OTHECEHHBIX K JaHHOW IpYIIIIE.

8.63. [lena BKIIIOYAIOTCS B aKT O BBIIEICHWUM K YHHYTOXEHHUIO JIOKYMEHTOB, HE
NOJJIEKAIIMX XPAaHEHUIO, €CIU MPEAYCMOTPEHHBIA /Ui HUX CPOK XpaHEHWsS HCTEK K 1

SHBaps roJla, B KOTOPOM COCTaBJIeH akT. Hanpumep, saxonuennwe B8 2018 ronmy nesa
C 3-JIeTHMM CPOKOM XPaHeHMs, MOTYT OBTb BKJIOUEHH B akT, KOTOPHM OyIeT
cocTaBJieH He paHee 1 guBapsa 2022 rozna.

8.64. Jlena c OTMETKOM «3IK» TMOJJIEKAT MOJUCTHOMY HPOCMOTPY B IENSIX
BBISIBJICHUSI JOKYMEHTOB, MOJICKAIIUX MOCTOSIHHOMY XpaHEHUIO. BBHISBICHHBIE B TaKUX
nenax JOKYMEHTHI TIOCTOSIHHOTO XPaHEHUsI BBIJCISIOTCS U MPUCOSTUHSAIOTCS K
OJHOPOAHBIM JeiaM win (GOPMUPYIOTCS B camMocCTosiTelabHbIEe nena. Otmerka "31K"
03HAYaEeT, YTO YaCTh JIOKYMEHTOB MOKET ObITh OTHECEHA K CPOKY XpaHEHUs "mocTosauno',
OcranbHble TOKYMEHTBHI Ae€da ¢ OTMETKOM "3IK" BKIIOYAIOTCS B aKT, PU 3TOM OTMETKA
"31K" B aKTe HE YKa3bIBACTCS.

8.65. AKT 0 BBIAEICHUM K YHUUTOKEHUIO JTOKYMEHTOB, HE IMOJJICKAIINX XPAHEHUIO,
MPEJICTABIIACTCS HA pacCMOTpeHue U cornacoBanne DK OJHOBPEMEHHO C OMHUCSMH el
MOCTOSTHHOTO XPaHEHUS U 110 JTUYHOMY COCTaBY.

8.66. AKT O BBIICJIICHUM K YHUUYTOKCHUIO TOKYMEHTOB, HE MOJJIEKAIIUX XPAHECHHUIO,
YTBEPAKIAETCA PEKTOPOM YHuUBepcuteTa nociie yrBepxaeHus OIIK YuuBepcurera, B
COOTBETCTBUM C MPEIOCTABICHHBIMU €MY IOJHOMOYHUSMHU OINUCEW el MOCTOSIHHOTO
XpaHEHUsT M COTJIACOBaHUSI OMUCEH Jen MO JHUYHOMY COCTaBy, MOCIE Yero Jena,
BBIJICJICHHBIE TI0 aKTY K YHUYTOXKEHHUIO, MOTYT OBITh YHUYTOXEHBI.

8.67. Jlema, mojexamue yHUYTOXKEHHUIO, TIEpeNalTcs Ha mnepepaboTKy
(yrunuzanuio). Ilepemaua nenm odopmisiercss mpuemo-ciaatouHod HakmaaHou. Ilocre
YHUYTOXKEHUS JIe]T B HOMEHKJIAType e MIPOCTABJISIOTCS OTMETKH, 3aBEPSEMbIE MOITHUCHIO
apxuBapuyca u J1aTou:

"YHuuTOoXxeHo. CM. akxT N oT . Tlognuce, WMHMLIMAIEL,
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bavmmnma".

8.68. DJEKTPOHHBIE JOKYMEHTHl C HWCTEKIIMMH CpPOKAMHM XpaHEHWs MOJIekKaT
BBIJICTICHUIO K YHHUYTOXKEHUIO Ha OOIIMX OCHOBAHMSX, IOCIE€ YEro MPOBOJIUTCS HUX
¢uznyecKoe YHUYTOKEHHE WIH YHUUTOKEHHUE MPOTPaMMHO-TEXHUUECKUMHU CPEACTBAMH C
COOTBETCTBYIOIIEH OTMETKOH B aKT€ O BBIACICHUH K YHHUYTOXXECHHIO AJIEKTPOHHBIX
JOKYMEHTOB. DJIEKTPOHHBIE TOKYMEHTHI CUMTAIOTCS YHUUTOXCHHBIMHU, €CIIA UX HENb3S
BOCCTAaHOBUTH CPEJCTBAMHU MH(POPMAIIMOHHONW CUCTEMBbl HA HOCUTENSX MH(OPMALIUU U U3
PE3EPBHBIX KOMUU.

8.69. AKTBI O BBIJICIICHUN K YHUUTOKEHUIO TOKYMEHTOB, HE MOJICKAIINUX XPAaHEHHUIO,
XpaHATCS OCTOSTHHO B fele (GoHa.

IX. Opranm3anms 10cTyna K J0KyMeHTaM U HX HCII0JIb30BAHHUSA

9.1. Bergaua e, HaXOIAIMXCS HA XPAHEHUM B Y IPABJIICHUH aJIMUHUCTPATUBHOU U
OpPraHMU3allMOHHO-KOHTPOJIBHONW pabOThl, CTPYKTYpPHBIX IMOAPA3JCICHUAX YHUBEPCUTETA
pabOTHUKAM JIPYyTrUX MOAPA3[eNCHU ISl O3HAKOMJIEHMS M (WIM) JUIsi BPEMEHHOIO
UCIIOJIb30BaHUsI B padOTE MPOM3BOJUTCS MO 3ampocaM, MOJNUCAHHBIM PYKOBOJMUTEIEM
(3aMecTUTENEM PYKOBOAMUTEINS) CTPYKTYPHOTO MOAPA3ACIICHUS, 3alpalliBaOIIEro Jeio
(mokyMeHT) u ¢ paspemieHus HavanbHuka ynpaBiieHHs aJMUHUCTPATUBHOM U
OpraHU3alMOHHO-KOHTPOJIBHOM PadOThl WM CTPYKTYPHOIO MOJPA3IACICHUS, TOKYMEHTHI
KOTOPOTO 3alpaliBarOTC.

9.2. Jlema, OOKyMEHTBHI BBIJAIOTCA BO BPEMEHHOE I0Jb30BaHUE pPAOOTHUKAM
VYHuBepcurera Ha CpoK He Oosee OJHOro Mecsaua. [oCyJapCTBEHHBIM OpraHam
(cyneOHbIM, MPaBOOXPAHUTENBHBIM, OpraHaM TrOCYAApCTBEHHOTO KOHTPOJS U HaA30pa)
JieNa U OTIEIbHBIE JOKYMEHTHI BBIJAIOTCS HAa OCHOBAaHWM MX IHMCHbMEHHBIX 3alpOCOB C
pa3penieHusl peKTopa Y HUBEPCUTETA WIIM UHOTO YIIOJTHOMOYEHHOTO UM JIMIIA, 10 aKTaM Ha
CpoK He Oosee miectu MmecsueB. [Ipy HEOOXOIUMOCTH CPOK MCHOIb30BAaHUS JOKYMEHTOB
MOXKET OBITh MPOJIJICH.

9.3. B nuceMeHHOM 3ampoce paOOTHUKOB YHUBEpPCUTETA O BblJauye JOKYMEHTOB
(mesm) BO BpEMEHHOE MOJb30BAHHE M3JIAraroTcsl MPUYMHBI, IO KOTOPBHIM 3allpalliiBaeTCs
neno (AOKYMEHT) M 1IeJIb HUCIOJb30BaHUSA JTOKYMEHTOB, HaXOJSMUIMXCS Ha OMEPaTUBHOM
XpaHEHHH.

9.4. Ha BpImaHHOE [€JI0 3aBOAMUTCS KapTa-3aMECTUTENb, NMOMENIaeMas Ha MECTO
BBIJIAHHOTO Jena. B Heill yka3bIBalOTCAd WMHAEKC JieNa, JaTa €ro BblAaud, KOMY JeJ0
BBIJIAHO, J]aTa €ro BO3BPAILEHUs, TPEAYCMAaTPUBAIOTCS Tpadbl JUIsl HOAMUCEN B MOTYyYEHUN
U npueme Jaena. Ha MecTo u3BATOrO MNMOAJMHHHUKA JIOKyMEHTa pPAaOOTHHUK OTAeNa
nenonpousBoAacTBa YAUOKP wnu nenonpou3BOaWTENs MOAPA3ACICHUS BKJIAIbIBAET B
JIEJI0 JIUCT-3aMECTUTEND C YKa3aHHUEM, KOI/la, KOMY M Ha KAaKOW CPOK BbIJaH JOKYMEHT U
MOANKCIMYU B NOJIYYEHUM WM NpueMe Aena. [Ipuy 3ToM, B €70 MOMEMAETCsl 3aBEPEHHAs
korus JokymeHTa. Ilocne pemenuss Bompoca, I PacCMOTPEHUS KOTOPOro Jela
(IOKYMEHTBI) M3BIMAIKNCh IO 3alpPOCaM TOCYIAapCTBEHHBIX OPraHOB, MOJIMHHUKA
JOKYMEHTOB JIOJKHBI ObITh BO3BPAILIEHBI B Y HUBEPCUTET U MOMEIIEHBI B JIEJIO.

9.5. DnexTpoHHbIE JOKYMEHTBI, HAXOAIIMECS Ha ONEPaTUBHOM XpaHEHUHU B 0azax
JaHHBIX WH(OPMAIIMOHHBIX CHCTEM, BBIAAIOTCA JUISI WCIOJIb30BaHUS B BHJAE KOMUU
ANIEKTPOHHBIX IOKYMEHTOB B COOTBETCTBUHM C IMyHKTOM 2.46 HacTosmie MHcTpyKuuu.

9.6. ITopsanok nocTyna pabOTHUKOB YHUBEPCUTETA K JOKYMEHTAM, pa3MEIIaeMbIM B
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COJl wm wHOM WHPOPMAIMOHHONW CHUCTEME, YCTAHABJIMBACTCS  JIOKAIBHBIMU
HOPMAaTHBHBIMM aKTaMU YHHBEPCHUTETA, ONPEACIAIOMKUMH IOPSAOK 3KCILTyaTaluH
MH(POPMALIMOHHON CHUCTEMBI, U B COOTBETCTBHH C MEPCOHAIBHBIMU YUYETHBIMH 3aMUCSIMU
pabotHukoB B COJ] wiu uHOM mMHOpManmoHHOUM cucteme. PaboTHHKaM, HE MMEIOIIUM
mpaBa JOCTyNa K COOTBETCTBYIOUIEH MHQPOPMALIMOHHON CHCTEMe, dJIEKTPOHHbBIC
JIOKYMEHTBI BBIJJAIOTCSI B COOTBETCTBUU ¢ IMyHKTaMu 9.1 - 9.3 nacrosimeit MacTpykimu, Ha
¢dusnueckn 000c00JIEHHOM HOCHUTEIIE, BHICBUIAIOTCS 10 3JIEKTPOHHOMY aJipecy pabOTHHKA,
3aMnpalImBaroNIero T0KYMEHT, WJIM UHBIM 00pa3oM.

9.7. B YnpaBieHuu agMUHUCTPATUBHON U OPraHU3AIIMOHHO-KOHTPOJIBHON paboTHI,
CTPYKTYPHOM MOAPA3/ICIICHUN Y HUBEPCUTETA, BHIJIABIIEM JEJIO (JOKYMEHT) BEIETCS y4eT
BBIJJAHHBIX JI€] (JOKYMEHTOB) U KOHTPOJb UX CBOEBPEMEHHOI'O BO3BpaTa. DJIEKTPOHHbBIC
nena (IOKyMEHThI) BO3BpaTy HE MOJIeKAT.

9.8. PaGotauku YHuBepcurera o0sa3aHbl 00€CEUNBATh COXPAHHOCTD MOTYYSHHBIX
BO BPEMEHHOE IOJIb30BaHHE JOKYMEHTOB ([1e)1) Ha OyMa)kHOM HOCHUTENIE U HCIOIb30BaTh
MOJIyYeHHYI0 HH(OPMALMI0O B CIYKEOHBIX IENAX B COOTBETCTBHH C TPeOOBaHUSIMHU
JIOKaJbHBIX HOPMATHBHBIX aKTOB. 3alpellaeTcs nepeaadya MmoiayyeHHbIX TOKYMEHTOB WA
UX KOMHM pabOTHUKAM JPYTUX MOApa3AeIeHUN Ui Y HUBEPCUTETA.

9.9. U3baTue (BbleMKa) JOKYMEHTOB, OOpa3oBaBLIMXCA B JEATEIbHOCTH
VYHuBepcurera, NPOU3BOAUTCA B COOTBETCTBHM C 3aKOHOJATENbCTBOM Poccuiickoin
denepanum.

9.10. U3bsiTHe (BbIEMKA) TOKYMEHTOB MPOU3BOJUTCS Ha OCHOBAaHMHM IMUCHBMEHHOIO
pacnopsbkeHus (IIOCTaHOBJIEHMs) COOTBETCTBYIOIIETO OpraHa BJIACTU C pa3pelieHUs
pekTopa VYHUBEpCHTETa WIA HMHOIO YIOJHOMOYEHHOIO MM JMIA C U3BEIICHUEM
PYKOBOJMTENS OAPA3/IETEHUS, JOKYMEHTBI KOTOPOTO U3BIMAOTCS.

9.11. ®akt u3bATHS (BBIEMKH) IJOKYMEHTOB (PHKCHUpYETCS B MPOTOKOJE (AKTE)
U3bATHS (BBIEMKH) JOKYMEHTOB, KOTOPBII COCTaBIISIETCSI HE MEHEEe YeM B JBYX
AK3EMIUISIPaX M MOJAMUCHIBAECTCS YINOJIHOMOYEHHBIMHU MPEACTABUTENSIMU Y HUBEPCUTETA U
COOTBETCTBYIOILIETO TOCYAApCTBEHHOro oprana. K mporokony (akTy) mpuiiaraercsi Onuch
(peectp) U3BATHIX JOKYMEHTOB (1€1).

9.12. Tlpu u3BATUM NOAJIMHHHKOB JOKYMEHTOB B JEJO NMOMENIAETCA 3aBEpECHHAs
KONHS JOKYMEHTa, Ha 000pOTe KOTOPOW YKa3bIBAE€TCS OCHOBAHHE M3BATHS MOJIJIMHHHKA,
CpPOK BO3Bpara, JaTa M MOJNUCH pPaOOTHHKA, OTBETCTBEHHOTO 3a (POPMUPOBAHUE W/UIU
XpaHEHHE JIeTa.

9.13. TloanmUHHUK JOKYMEHTA, M3BSATHIA M3 JieJla Ha OCHOBE COOTBETCTBYIOIIETO
peuIeHus, Nociae pacCMOTPEHUS U PELICHUs BOIPOCA, BO3BPAILAETCS B JIE€NO0, MPU 3TOM
KOIKS, TOMEIIEHHAs B 1€JI0 BMECTO MOJIMHHUKA, U3bIMAETCH.

X. U3roroBJieHue, yuert, HCIOJb30BaHHE U XPAHEHHE MeYaTeid,
IITAMIIOB, 0JIAHKOB IOKYMEHTOB, HOCHTEJIEH 3JIEKTPOHHBIX MOANUCe
10.1. baHku OpraHu3alMOHHO-PACTIOPSAIUTENBHBIX TOKYMEHTOB pa3padaThIBalOTCS
VYrpaBiaeHueM aJIMUHHUCTPATUBHOM M OpPraHU3allMOHHO-KOHTPOJIbHOW paboThl. Bumel
0JIaHKOB ~ OpPraHU3allMOHHO-PACTIOPSIAUTENBHBIX  JIOKYMEHTOB, TpeOOBaHUA K HX
0(OPMIICHUIO U HUCIIOJIH30BAHUIO YCTAHABIUBAIOTCS HACTOsIIEeH NHCTpyKITUEH.
10.2. OO6pa3iel 07aHKOB JOKYMEHTOB YTBEPKIAIOTCS B COCTABE HACTOSIIEH
NHcTpykiuy.
10.3. B VYHuBepcurere Ui MOATOTOBKH JOKYMEHTOB HCIOJB3YIOTCS OJIaHKU
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JIOKyMEHTOB, W3TOTOBJICHHBIC THUIMOTPA(QCKUM CIOCOOOM U DIIEKTPOHHBIC IIA0JIOHBI
0JIaHKOB.

10.4. bnanku opraHu3alMOHHO-PACHOPSAIUTEIIBHBIX JOKYMEHTOB, IPUMEHSIEMBIE B
VYHuBepcuTeTe, HE MOIYT MNEPEAABATHCS JAPYIMM OpPraHu3alusM, JAOJDKHOCTHBIM U
(U3HYECKUM JIUIIAM.

10.5. B VYuuBepcutere B cOOTBeTCTBUU ¢ DenepalibHbIM KOHCTUTYIITMOHHBIM
3akoHOM «O T'ocymapctBenHoM repbe Poccuiickoit ®@enepanmun» u  YcTaBoM
UCIIOJIb3yeTCsl TeyaTh C BocrpousBeneHueM [ocyaapctBeHHoro repOa Poccuiickoi
deneparun  (manee - medyarb YHHBepcuTeTa). B VHHBepcHTeTE TaKKe MOTYT
UCIIOJIb30BAThCSl IITAMIIbl  (MI€YaTH) CTPYKTYPHBIX MOJpa3JeieHUul W IITaMIbl ¢
(akcMMUIBPHOW TOAMUCHI0 pEeKTOopa YHHBEpcUTeTa U mpopekTtopoB. [lopsmox
WCIIOJIB30BAHUS IITAMIIOB C (haKCUMWJIHBHOM TIOJIMCHIO PEKTOpA M MPOPEKTOPOB, BUIBI
JIOKYMEHTOB, MOJINMKUCHIBAEMbIX (DaKCUMHIIBHOW MOJNKUCHIO, YCTAHABIUBAETCS JIOKAJIbHBIM
HOPMATUBHBIM aKTOM Y HUBEPCUTETA.

10.6. Ilewatm w mmTaMIbl YHUBEPCUTETA W3TOTABIMBAIOTCS B KOJIMYECTBE,
HEO0OXOAMMOM JUIsl OCYILIECTBICHHS MOAPA3ACICHUSIMU Y HUBEPCUTETA U €€ PaOOTHUKAMHU
BO3JIO’KCHHBIX HAa HUX (YHKIUU. PerieHre 00 U3roTOBICHUH U KOJUYECTBE DK3EMILIIPOB
neyaTteid M IITAaMIIOB NPUHUMAET PEKTOP IO MPEICTABICHUIO HAayaJbHUKA YTMPABJICHUS
aIMUHUCTPATUBHOM W  OpPraHU3allMOHHO-KOHTPOJbHOM  pabotel. Ecnu  medats
YHUBEpcUTETa HCIOIB3YETCSI B HECKOJNBKHUX SK3EMIUIIPAX, HOMEp JK3EMIUIsIpa Ie4YaTu
YKa3bIBA€TCS B KJIMIIIE [I€YATH [IPU €€ U3TOTOBICHUH.

10.7. TleyaTtpto YHUBEpCUTETA 3aBEPSAIOT MOIJIMHHOCTH MOJIUCHA PEKTOPa M MHBIX
YIOJIHOMOYEHHBIX MM JIAI, Ha JOKYMEHTAaX U KOIHUAX JOKYMEHTOB B COOTBETCTBUU C
nyHKTOM 2.44 Hactosimiedt UHCTpyKimnm.

10.8. Ilewatn w® 1mTaMIBl BBIJAIOTCA JJIS  HWCIOJIB30BaHUS PaOOTHUKAM,
OTBETCTBEHHBIM 3a WX HCIIOJIb30BAHME M XPaHEHHE I0J] MOJAMKUChL B KypHAJle ydeTa
reyared ¢ IITAMIIOB. YYeT TI€YarTed M IITaAMIIOB YHUBEPCUTETA BEAET OTHEI
nenonpousBoactea Y AnOKP.

10.9. Tlpu ucnons30BaHUK B pabOTe TEYaTH W IITAMITBI XPAHITCS B 3aITUPAOIIAXCS
mkadax (cerdax) pabOTHUKOB, OTBETCTBEHHBIX 32 XPAaHEHHUE U UCIIOJIb30BAHUE TIeYaTeil U
HITaMIIOB.

10.10. Ilepemaua meyaTeil WM IITAMIIOB TOCTOPOHHUM JIMIIaM HE JIOIyCKAETCH.
BriHOC meuareid ¥ MITaMIIOB 3a Mpeaebl Y HUBEPCUTETA BO3MOKEH B MCKIFOUUTEIbHBIX
ClIy4asx IO PEIICHUI0 PEKTOpa (HampUMep, MpU MOAINUCAHUHN JOTOBOPOB).

10.11. Otnmen nenmompousBoacTBa YAUOKP exeromno mpoBepsieT COOJIOJICHHE
pabOTHUKAMU YCJIOBHI MCIIOJIb30BAHUS M XPAHEHUS TMedyaTed U MITaMIIOB B CTPYKTYPHBIX
MOJIpa3ACCHUSIX Y HUBEPCUTETA.

10.12. Tlpumenmme B HETOJHOCTh M YTPATHBIINE 3HAYCHHE IMEUATH W IIITAMITBI
nojyIekar BO3Bparty B otaen genonpousBoictBa YAMOKP mis 1neHTpaau30BaHHOTO
YHUUYTOXKEHUA. lledyatn yHHUUYTOXKAKOTCS IO aAKTy € COOTBETCTBYIOIIEH OTMETKOM B
KypHaJIe ydyeTa neyaTed U MITaMIIOB.

10.13. [ns oOMeHa »JJIEKTPOHHBIMH JIOKyMEHTaMu TnocpenctsoM MOJIO B
YHuBepcUTETE UCTIONB3YIOTCA YCUJICHHBIE KBATU(DHUIIMPOBAHHBIE SJICKTPOHHBIE MOAMHCH.
CocTaB JODKHOCTHBIX JIMII W PAaOOTHUKOB YHUBEPCUTETA - BIAJACIBIIEB YCHIJIEHHBIX
KBATH(UITUPOBAHHBIX DJIEKTPOHHBIX MOAMKCEN OMPEAesIeT PEKTOP Y HUBEPCUTETA.

10.14. ITpu nepenadye YHUBEPCUTETOM AJIEKTPOHHBIX JOKYMEHTOB Ha DJIEKTPOHHBIN
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aiapec Jpyroil oOpraHu3aluu, a TakkKe IS OOMEHa SJIEKTPOHHBIMH JOKyMEHTaMU
nocpenctBoM CDOJ[ B YHuBepcuTeTe W €€ MOAPA3IACICHUSIX MOTYT HCIOIh30BaThCS
YCUJICHHBIC HEKBATU(UITUPOBAHHBIC SJIEKTPOHHBIC MTOAMUCH W/UITH TPOCTHIE JIEKTPOHHBIC
NOJAMUCH (J1ajiee - SJIEKTPOHHAs MOJIUCh) B cOOTBETCTBUM ¢ DenepanbHbIM 3aKOHOM OT 6
anpens 2011 r. Ne 63-®3 "OO6 snekTpoHHON MoATHCH".

10.15. Onektponusiii gokymeHt B CDOJl VYHuBepcuteTa, MNOANHCAHHBIN
AJIEKTPOHHOM TOJIMUCHIO, TMPU3HAETCS PABHO3HAYHBIM JIOKYMEHTY Ha OyMa)kKHOM
HOCHTEJIe, TOJIIMMCAHHOMY COOCTBEHHOPYYHOU MOAMUCHI0, U UMEET OJUHAKOBYIO C HUM
IOPUANYECKYIO CHITY TIPH OJJHOBPEMEHHOM COOJIIOICHUH CIICTYIOIINX YCIOBUIA:

- KJIFOY TOJIUCH, OTHOCSIIIUICS K KOHKPETHOM 3JIEKTPOHHOM MOJMUCH, HA MOMEHT
MOAMKCAHNS DJICKTPOHHOTO JOKYMEHTA SIBIISICTCS JCHUCTBUTEIBHBIM (JIOCTOBEPHBIM), HE
yTpaTui cuity (He 0TO3BaH);

- IOATBEPIKICHA TTOJTMHHOCTD AJICKTPOHHOM IMOITUCH B DJIEKTPOHHOM JOKYMEHTE;

- laTa ¥ BpeMs CO3JaHus AIEKTPOHHOUN noanucu 3apukcupoBanbl B CO/L;

- DJICKTPOHHASI TOJMHUCH WCIOJB3YETCS B COOTBETCTBHU C YCTAHOBJICHHBIM B
YHuBepcuTeTe pacrhpenesieHneM TpaBa TMOAMHUCH JTOKYMEHTOB MEXIY JOJIKHOCTHBIMU
JUIAMU U paOOTHUKAMHU.

10.16. I'enepanuio U xpaHeHHe Kitoueld HekBaluduimpoBaHHoU u mpoctoit DIl B
CO/1 ocymiectBiser YnpapieHue nHGOpMaTH3aLIUH.

10.17. Ympasienue nHpopmMaTU3aluu BEAET YUET KIFOUeH 3JIEKTPOHHBIX MOJUCEN
B CHEIUAIBHOM JKypHaie. Buabl dSIEKTpPOHHBIX TIOJIMUCEH, HCIOIb3YEMBIX B
YHuBepcuTeTe, YCTAaHABIMBAIOTCS M 3aKPEIUIAIOTCS JIOKAJbHBIM HOPMATHUBHBIM aKTOM
VYuuBepcurera. Beijaua MarepuaabHbIX HOCUTENICH SJIEKTPOHHOW MOAMKMCH U UX BO3BpAT
10 KCTCUYCHUH CPOKA JICHUCTBUS OCYIIECTBIISCTCS MO/ IMTOAIUCH PaOOTHUKA B JKypHAJIE.

10.18. Coznanue maposei 11 MPOCTON AICKTPOHHON MOAMKCH OCYIIECTBISICTCS B
MOpSIIKE,  YCTAHOBJICHHOM  JIOKAJIbHBIM  HOPMATHUBHBIM  aKTOM  YHHUBEPCHUTETA,
YCTAHABIIMBAOIIMM TOPSAA0K OJKcrryataunu COJl M UCHOIB30BaHUSL DIIEKTPOHHBIX
MOAMHKCEH mpu paboTe C TOKYMEHTaMH.

10.19. Kmrou omekTpoHHOW moamuch, wucnoiasdyemorr B CDJI, sBnsercs
KOH(pHUACHIIMATbHOW WH(pOpMamueld W 3aluiiaeTcs B COOTBETCTBHU C JEHCTBYIOIUM
3aKkOoHOaTenbCcTBOM Poccuiickon Penepanun.



